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VAN BAN PHAP LUAT KHAC
UY BAN NHAN DAN THANH PHO HA NOI

Quyét dinh s6 6679/QD-UBND ngay 27 thang 12 niim 2024 vé viéc phé duyét
cac quy trinh ndi bd giai quyét thi tuc hanh chinh dwoc sira d6i, bo sung
linh vire Hj tich thudc thAm quyén ciia co’ quan,
dom vi thudc thanh phé Ha Noi

(Tiép theo Cong bao sb 373+374)

Phu luc

DANH MUC
CAC QUY TRINH NOI BQ SUA POI, BO SUNG LINH VUC HQ TICH
THUQC THAM QUYEN GIAI QUYET CUA CO QUAN, PON VI
THUQC THANH PHO
(Ban hanh kém theo Quyét dinh s6 6679/0D-UBND ngay 27 thing 12 ndm 2024
ctia Uy ban nhén déan Thanh phé Ha Néi)
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C. QUY TRINH THUQC THAM QUYEN GIAI QUYET CUA CAP XA LINH
VUC HQ TICH

1. Thii tuc cap ban sao Trich luc hd tich (QT-XP-01)

1 | Muc dich

Quy trinh ndy quy dinh trinh ty va cach thirc giai quyét hd so cua to
chirc/cong dan co dé nghi cép ban sao trich luc ho tich thudc thim quyén giai
quyét cua Uy ban nhan dan cip x4

2 | Pham vi

- Ap dung ddi véi to chire, ca nhan dé nghi ca”ip ban sao trich luc ho tich.

- Ap dung ddi véi cong chirc UBND cép xa chiu trach nhiém thyuc hién
Quy trinh nay.

3 | Néi dung quy trinh

3.1| Co'sé phap ly

- Luat HO tich nam 2014;

- Nghj dinh s6 123/2015/ND-CP ngay 15/11/2015 cta Chinh pha quy dinh chi
tiét mot s6 diu va bién phap thi hanh Luat Ho tich;

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

- Nghi dinh sé 104/2022/ND-CP ngay 21/12/2022 ctia Chinh phu stra doi,
bd sung madt sb diéu cua cac nghi dinh lién quan dén viéc nop, xudt trinh
s6 ho khau, s tam tra gidy khi thuc hién thi tuc hanh chinh, cung cip
dich vu cong;

- Thong tur s6 04/2020/TT-BTP ngay 28/5/2020 ctia B6 Tu phép quy dinh chi
tiét thi hanh mot s diéu cua Luat Ho tich va Nghi dinh s6 123/2015/ND-CP cua
Chinh phu quy dinh chi tiét mot sb diéu va bién phap thi hanh Luat Ho tich;

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 ciia B6 Tu phap quy dinh
chi tiét mot s6 dicu va bién phap thi hanh Nghi dinh s 87/2020/ND-CP
ctia Chinh pha quy dinh vé Co s& dir liéu ho tich dién tir, dang ky ho tich
truc tuyén;

- Thong tu s6 03/2023/TT-BTP ctia Bo Tu phap stra doi, bd sung mot sé ndi
dung ctia Thong tu s6 01/2022/TT-BTP ciia BO Tu phap quy dinh chi tiét mot
sd diéu va bién phéap thi hanh Nghi dinh s 87/2020/ND-CP quy dinh vé Co
s& dit lidu ho tich dién tir, dang ky ho tich truc tuyén;

- Thong tu s6 04/2024/TT-BTP cua B Tu phap stra d6i, bd sung mot sd diéu
ctia Thong tu s6 02/2020/TT-BTP ctia B Tu phéap ban hanh, hudng dan sir
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dung, quan Iy mAu s6 qudc tich va miu gidy to vé qudc tich va Thong tu sd
04/2020/TT-BTP ctia B6 Tu phép quy dinh chi tiét thi hanh mot s6 diéu cia
Luat Ho tich va Nghi dinh sé 123/2015/ND-CP quy dinh chi tiét mot sé diéu
va bi¢n phép thi hanh Luat Ho tich;

- Thong tu s6 281/2016/TT-BTC cua Bo Tai chinh quy dinh muc thu, ché do
thu, ndp, quan 1y va stir dung phi khai thac, sir dung thong tin trong co s¢ dir li¢u
ho tich, phi x4c nhin c6 qudc tich Viét Nam, phi xac nhan 13 ngudi goc Viét
Nam, 18 phi quéc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ctia B6 Tai chinh hudng din
vé phi va 1é phi thudc thAm quyén quyét dinh cua Hoi dong nhan dan tinh, thanh
ph truc thude Trung wong;

- Théng tu s6 106/2021/TT-BTC ngay 26/11/2021 ctia Bo Tai chinh stra doi,
bd sung mdt sb diéu cua Thong tu sd 85/2019/TT-BTC cua B Tai chinh
huéng dan vé phi va 1é phi thudc thAm quyén quyét dinh ctia Hoi dong nhan
dan tinh, thanh phd truc thuéc Trung wong;

- Quyét dinh s6 1079/QD-BTP ngay 11/6/2024 cong bd thi tyc hanh chinh
duoc sira doi, bo sung trong linh vuc ho tich thyuc hién tai co quan diang ky ho
tich thuoc pham vi chirc nang quan ly cua Bo Tu phéap;

- Quyét dinh sb 3658/QD-UBND ngay 15/7/2024 caa UBND thanh ph Ha
Noi cong bd Danh muc thu tuc hanh chinh stra d6i, bo sung linh vuc ho tich,
qudc tich thudc thAm quyén giai quyét ciia co quan, don vi trén dja ban thanh
phd Ha Noi.

3.2

Ban | Ban

Thanh phin ho so
anh phan ho s chinh| sao

- To khai dé nghi ban sao Trich luc ho tich theo mau trong
treong hop ngudi yéu cau 13 ca nhan hodc Vin ban yéu cau cip
ban sao Trich luc h tich néu 10 1y do trong trudng hop ngudi yéu
cau 1a co quan, t6 chirc (néu nguoi cé yéu cau lya chon ndp hd so
theo hinh thirc truc tiép hodc gtri hd so qua hé théng buu chinh);

- Mau dién tr twong tac yéu cau cdp ban sao Gidy khai sinh,
ban sao Trich luc ho tich (do ngudi yéu cau cung cip thong tin
theo hudng dan trén Céng dich vu cong, néu nguoi cd yéu cau luya
chon ndp hod so theo hinh thuc truc tuyén);

- Ngudi c6 yéu cau cap ban sao Trich luc ho tichthuc hién viée
ndp/xuit trinh (theo hinh thuc tryc tiép) hodc tai 1én (theo hinh

thirc tryc tuyén) cac gidy to sau:
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* Gidy to' phai ndp:

- Vin ban oy quyén theo quy dinh ctia phap luat trong trudng hop
Uiy quyén thyc hién yéu cau cap ban sao Trich luc ho tich. Truong
hop nguoi duoc uy quyén la 6ng, ba, cha, me, con, vo, chéng,
anh, chi, em rudt cia ngudi uy quyén thi vin ban uy quyén khong
phai chung thuec.

* Gidy to' phai xuat trinh:

- Ho chiéu hodc chimg minh nhan dan hodc thé cin cudc
cong dan hodc Can cudc hoac cac giéy to khac co dan anh va
thong tin ca nhan do co quan c¢6 tham quyén cip, con gia tr1
su dung dé chting minh vé nhén than cta nguoi cd yéu cau
cép ban sao Trich luc ho tich. Trudng hop cic thong tin ca
nhan trong cac gidy to nay di c6 trong CSDLQDVDC,
CSDLHTDT, dugc 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 ¢ chimg thuc cac gidy to phai xuét trinh néu trén.

*Luuy

- Pbi v6i gidy to ndp, xuét trinh néu ngudi yéu cau nop hd so
theo hinh thirc truc tiép:

+ Ngudi tiép nhan c6 trach nhiém kiém tra, ddi chiéu véi thong
tin trong to khai, chup lai hoac ghi lai thong tin dé luu trong hd
so va tra lai cho ngudi xut trinh, khong dugc yéu cau ndp ban
sao hodc ban chup gidy to do.

+ Ngudi yéu cau ding ky ho tich ¢6 thé ndp ban sao chimg thuc
tir ban chinh hodc ban sao duogc cp tir s6 gdc hodc ban chup
kém theo ban chinh gidy to dé d6i chiéu. Truong hop ngudi yéu
cau noép 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 duoc yéu cau nguoi di ding ky nop ban
sao gidy to do.

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

Nguoi tiép nhdn ho so thuwc hién khai théc théng tin trong Co
sé dir liéu quéc gia vé dan cu theo quy dinh phdp ludt néu
ngueoi yéu cau dang ky ho tich da cung cdp ho, chit dém, tén;
ngay, thang, nam sinh; sé dinh danh cd nhén/can cuwde cong
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dan/thé can cwoc/chieng minh nhan dan. Truong hop cdc thong
tin can khai théac khéng cé trong Co sé dir liéu quéc gia vé dan
cu thi dé nghi nguwoi yéu cau ké khai day di.

- Poi véi gidy to glri kém theo néu nguoi yéu cu ndp ho so
theo hinh thirc tryc tuyén:

+ Ban chup céc gidy to giri kém theo hd so capban sao Trich luc
ho tich truc tuyén phai bao dam 1o nét, day du, toan ven vé noi
dung, 12 ban chup bang may anh, dién thoai hoic duogc chup, duogc
quét bang thiét bi dién tir, tir gidy t& duoc cap hop 18, con gia tri
str dung.

+ Trudng hop gidy to, tai liéu phai giri kém trong hd so cApban
sao Trich luc ho tich truc tuyén d3 co ban sao dién tir hodc di c6
ban dién ttr gidy to ho tich thi ngudi yéu cau duoc sir dung ban
dién tr nay.

- Trudng hop nguoi yéu cdu cip ban sao Trich luc ho tich
khong cung cdp ddy du hodc cung cap cac thong tin khong
chinh xac, khong thé tra ctru dugc thong tin thi co quan ding ky
ho tich tir chdi giai quyét.

- Gidy to do co quan c6 thim quyén cta nudc ngoai cip, cong
chtng hoic xac nhan dé st dung cho viéc dang ky ho tich tai
Viét Nam phai duoc hop phap hoéa lanh su theo quy dinh cua
phap luat, trir truong hop duge mién theo diéu wdc qudc té ma
Viét Nam la thanh vién.

- Trudng hop nhan két qua (ban sao Trich lyc ho tich) tai co quan
ding ky ho tich, nguoi c6 yéu cau cip ban sao Trich luc ho tich
phai xuét trinh gidy to tuy than; ndp cac gidy to, tai liéu 1a thanh
phan ho so cip ban sao Trich luc ho tich theo quy dinh phap luat
hd tich.

33

S6 lwgng ho so

01 bo

3.4

Thoi gian xur ly

Ngay trong ngay tiép nhan hd so; truong hop nhan hd so sau 15 gio ma
khong giai quyet duoc ngay thi tra két qua trong ngay lam viéc ti€p theo.

3.5

Két qua thuc hién thii tuc hanh chinh

Bén sao Trich luc ho tich, ban sao Gidy khai sinh.
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3.6

Noi tiép nhan va tra két qua

- Cong Dich vu cong Qudc gia (https://dichvucong.gov.vn)
- Cong Dich vu cong thanh phé Ha Noi (https://dichvucong.hanoi.gov.vn)
- Bo phan Mot cira (tiép nhan va tra két qua) cia UBND cap x4 noi dang luu

giir SO ho tich

3.7

Phi

8.000 dong/ban sao trich luc

3.8 | Quy trinh xir ly cong viéc
TT Trinh ty Trach | Thoi | Biéu mu/ t:;? H;
: nhiém | gian | Keét qua £
thong
H6 so duoc ndp truc tiép tai Bo Tai
phan Mot ctra cua Uy ban nhan dan khoan
B1 |cdp xa hodc giri qua hé théng buu . gdém Tén
chinh hodc ndp truc tuyén trén Cong "{hankh Pang
dich wvu cong  quic gia phan hd so nhap va
(https://dichvucong.gov.vn) hoac theo Muc Mat
Cong dich vu cong thanh phd 3.2 khau
(https://dichvucong.hanoi.gov.vn). VNelD
Cong dich vu cong két ndi véi co so L x
dit lieu dan cw dé khai thic cdc| Cong Bicu mdu
trudng thong tin cua cong dan c6| dan dl@nt‘f
trong co s& dit liéu dan cu. tu:?'ng }ac
Cong dan lua chon: cap bi,n
- Dich vy cong truc tuyén, 540 G,lay
A . I khai sinh,
- Quéan, Huyén, Thi xa ,
- UBND x4, phuong, thi trin co bE}n 549
tham quyén TﬁlACh. IEC
- Linh vuc HO tich, otic
- Thu tyc cp ban sao trich luc ho
tich
Cong chtic BO phan tiép nhin va| Cong - Phiéu yéu
tra két qua truy céP vao Hé théng| chirc Khong cau bod
thong tir} giai quyét tha tyc hanh| B6 phan | 01| SUng, hpén
chinh kiém tra kiém tra tinh chinh | tiép nhan aua thién ho so
xéc, ddy di, théng nhat, hop 16 ciia |va tra két| &' | - Phiéu tir
hd so. qua chéi tiép
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B2

(i) Truong hop hd so day du, hop 16
thi tiép nhan ho so; néu tiép nhan hd
so sau 15 gio thi c6 Phiéu hen, tra két
quéa cho ngudi cd yéu cau trong ngay
1am viéc tiép theo (néu ngudi co yéu
cau lya chon hinh thic nop hd so
tryc tiép) hodc guii ngay Phiéu hen,
tra két qua qua thu dién tir hodc guri
tin nhan hen tra két qua qua dién
thoai di dong cho ngudi co yéu cau
(néu ngudi c6 yéu cau lua chon hinh
thire ndp hd so truc tuyén);chuyén
ho so dé cong chic 1am cong tac ho
tich xu 1y.

- Sau khi tiép nhan hd so theo hinh
thirc ndp truc tiép, can bo tiép nhan
hd so tai B phan mét cira thuc hién
s6 hoa (sao chup, chuyén thanh tai
liéu dién tir trén hé théng thong tin,
co s dit liéu) va ky sb vao tai liéu,
hd so giai quyét thu tuc hanh chinh
da duoc s6 hoa theo quy dinh.

(ii) Truong hop hd so chua day du,
hop 1€ thi c6 thong bdo cho nguoi
yéu cu bo sung, hoan thién ho so,
néu rd loai gidy t&, ndi dung can bd
sung dé nguoi cd yéu cau bd sung,
hoan thién. Sau khi ho so dugc bd
sung, thuc hién lai buoc (i);

(iii) Truong hop ngudi ¢ yéu cau
cApban sao Trich luc hd tich khong
bo sung, hoan thién dugc hd so thi
bao cdo Trudng bd phan mot cura cod
thong béo tir chdi giai quyét yéu cau
capban sao Trich luc ho tich.

nhan giai
quyét ho
SO
- Gidy tiép
nhén ho so
va hen
ngay tra
két qua

B3

Cong chic Bo phan tiép nhan va tra
két qua chuyén ho so tir Hé thong
thong tin giai quyét thi tuc hanh
chinh sang Hé théng thong tin ding

Cong
churc Bo
phan tiép
nhan va

Khong
qua 01
gio

Phiéu kiém
soat qua
trinh giai
quyét ho
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ky, quan 1y ho tich, ban giao hd so
cho Cong chirc Tu phéap - HJ tich

tra két qua

SO

B4

Cong chirc Tu phap - Ho tich tham
tra ho so (thim tra tinh thong nhit,
hop 1& cua cac thong tin trong hd so,
gidy t0, tai lidu do nguoi yéu cdu nop,
xudt trinh hogc dinh kém).

+ Trudng hop hd so can bod sung,
hoan thién hoic khéng du diéu kién
giai quyét, phai tir chéi thi gtri thong
bao vé tinh trang hd so t6i Bo phan
Mot cira dé thong bao cho ngudi
nop hd so — thyc hién lai bude (ii)
hodc (iii);

+ Truong hop can phai kiém tra, x4c
minh lam rd hodc do nguyén nhéan
khac ma khong thé tra két qua ding
thoi gian da hen thi cong chuc lam
cong tac ho tich 1ap Phiéu xin 161 va
hen lai ngay tra két qua, trong d6
néu 16 1y do cham tra két qua va
thoi gian hen tra két qua, chuyén Bo
phan mot cira dé tra cho ngudi co
yéu cau (néu ngudi co yéu cau lya
chon hinh thtrc ndp ho so truc tiép),
hodc giri Phiéu xin 156i va hen lai
ngay tra két qua qua thu dién tir
hodc gui tin nhén qua dién thoai di
dong cho nguoi cd yéu cau (néu
ngudi ¢6 yéu cau lua chon ndp hd
SO truc tuyén).

+ Néu thay hd so day du, hop 1¢,
dung quy dinh, truong hop tiép
nhan ho so cép ban sao Trich luc ho
tich theo hinh thirc truc tiép, sau
khi tra ctru thong tin trong SO ho
tich, Co s& dir liéu ho tich dién ti,

Cong
chic Tu
phap -
HO tich

Khong
qua 02
gio

- Trich luc
ban sao ho
tich
- Cong van
tra 101 két
qua tra ctru
khong ¢o
thong tin.
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cong chac lam cong tac ho tich
inban sao Trich luc ho tich trinh
Lanh dao Uy ban nhan dan cip xa
ky, chuyén Bo phan Mot cira dé tra
két qua cho nguoi co yéu cau.
Trudng hop tiép nhan ho so xin cip
ban sao Trich luc ho tich theo hinh
thirc truc tuyén, cong chie lam cong
tac ho tich giri lai noi dung biéu mau
Trich luc ho tich dién tir twong Gng
voi thong tin day di cho nguoi yéu
cau qua thu dién tir hodc thiét bi so.
Ngudi yéu cdu co trach nhiém
kiém tra tinh chinh x4c, day du cta
cac thong tin trén biéu mau Trich
luc hd tich dién tir va xac nhan (téi
da mot ngay).

Néu nguoi c6 yéu cap ban sao Trich
luc ho tich di théng nhat, diy du
hodc khong c6 phan hoi sau thoi han
yéu cau thi cong chirc 1am cong tac
ho tichin ban sao Trich luc h¢ tich,
trinh Lanh dao UBND cap xa ky, ky
sO chuyén toi BO phan Mot ctra dé tra
két qua cho nguoi co yéu cau.

B5

Lanh dao UBND cép x3 ky, ky s6:

- Trich luc ho tich (ban sao)

- Thong bao ho so khong du diéu
kién giai quyét/Thong bao bd sung
ho so

- Cong van tra 16i két qua tra ctru
khong c6 thong tin.

Lanh dao
UBND
cap xa

Khong
qua 01
gio

Trich luc
ban sao
ho tich

hodc Cong

van tra 101
két qua
tra ciru

B6

- Cong chuc Tu phap - HO tich
chuyén ho so tir Hé thong thong tin
dang ky, quan ly ho tich sang H¢
théng thong tin giai quyét thi tuc
hanh chinh, hoan thién hd so,
chuyén Vin thu dong déu, ban giao
két qua cho B9 phan TN&TKQ.

(Tong thoi gian giai quyét tir B1 dén
B6 hoan thanh trudc 16 gio 30 phut

- Cong
chuc
Tu phéap

- HO tich;

- Cong
chirc
B6 phan
Mot ctra

Khong
qua
0lgio

- Trich luc
ban sao ho
tich hoac
cong van
tra 101 két
qua tra ctru
khong ¢o
thong tin

Hé théng
gui tin
nhén t&i
email
cua cong
dan
thong
bao da
c6 két
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trong ngay tiép nhan h(k)‘so. Déi voi qua kinh
truong hop ti€p nhan hd so sau 15 moi
gio, tra ket qua trudc 11 gio ngay cong dan
lam viéc ti€p theo) dén nhan
- Thyuc hién Iuu hoé so theo quy dinh

A - Trich luc Tho?g
Cong .. tin dong
, Trong | ho tich N
chuc aid Co _ | bovoi
A 1A - Cong van 2
B7 1A . . Bo phén | 5 g Cong
- Tra két qua cho cong dan TN&TK ha,nh tre} 101 ke’t Dich vu
0 chinh | qua tra ctru on
khong ¢o ube gia
thong tin. quocs
4 | Biéu mau

Hé thong biéu mau (Thong tu s6 01/2018/TT-VPCP cua Vian phong Chinh phu)

T khai cdp ban sao trich luc ho tich (Théng tu sb 04/2024/TT-BTP cua B

Tu phap)

Trich lyc hd tich ban sao (Thong tu s6 04/2020/TT-BTP cia Bo Tu phép)

Biéu mau ho tich dién tu tuong tac ca”ip ban sao Trich luc ho tich (néu ndp hd
so tryc tuyén (Thong tu s6 03/2023/TT-BTP cua B Tu phép)
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Doc 13p - Tw do - Hanh phiic

TO KHAI
CAP BAN SAO TRICH LUC HQ TICH

Kinh gtri: QUy ban nhan dan ...

Ho, chir dém, tén ngudi yéu cau:

Ngay, thang, ndm sinh:

Noi cu trii: @

Gidy to tuy than:

Quan hé véi nguoi duge cép ban sao Trich luc hd tich:

Pé nghi co quan cip ban sao trich e ..o
cho nguoi co tén dudi day:

Ho, chir dém, tén:

Ngay, thang, ndm sinh:

Gidi tinh: @ oo, Dan toc: @ ............. Quéc tich: @
Noi cu tra: @

Gidy to tuy than: @

bi dang ky tai: ©

ngay .......... thang ........... nam .............. SO.ueeeeiieenieeens Quyén sO: ....cccveueenneen
Thong tin khac: ©
S6 lugng ban sao yéu cau Cap:....................... ban”)

To61 cam doan nhiing ndi dung khai trén day la ding sy that va chiu trach nhiém
trudc phap ludt vé cam doan cta minh.

Lam taii....cocoeeeveennnen.. , Ngay ....... thang ........ nam.........

Nguoi yéu cau
(ky va ghi ro ho, chir dé€m, tén)
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Chu thich:
(D Ghi tén co quan d& nghi thuc hién viéc cip ban sao Trich luc ho tich.

, @ Chi ghi trong truedng hop ngudi co yéu cau dang ky ho tich chua c6/khong cung cip
s0 dinh danh ca nhan/can cudc cong dan/thé can cudc/chung minh nhan dan.

Truong hop phai cung cap thong tin “Noi cu tri” thi ghi theo noi ding ky thudng tru;
néu khong c6 noi dang ky thuong tra thi ghi theo noi dang ky tam tru; truong hop khong
c6 noi dang ky thuong tra va noi dang ky tam tra thi ghi theo noi ¢ hién tai.

(3), Ghi sb dinh danh c4 nhan/cin cudc cong dan/thé cin cuc"wc (vi du: Céan cug’yc cong
dan s6 025188001010 do Cuc Canh sat quan 1y hanh chinh vé trat tuy xa hoi cap ngay
20/1 1/20%1). Truong hop kh(")ﬂg co sc} dinh danh ca nhan/can cudc cong dan/thé can cudc
thi ghi giay to hop I¢ thay thé (ho chi€u, chirng minh nhan dén,...).

) Ghi 13 loai viéc ho tich di ddng ky trude ddy, nay dé nghi cap ban sao Trich luc hé tich.

() Ghi 10 tén co quan da ding ky ho tich trudc day.

Vi du: Uy ban nhan dan phuong Dién Bién, quan Ba Dinh, thanh phd Ha Noi.

Uy ban nhan dan quan Hoan Kiém, thanh phé Ha Noi.

S& Tu phap tinh Hoa Binh.

© Truong hop nguoi yéu cau khong cung cap duoc thong tin tai muc Gthi cung cap
b6 sung thong tin khac dé phuc vu viéc tra ctu.

Vi du: Cung cép thong tin vé cha, me dé phuc vu viéc cép ban sao Giéy khai sinh;
cung cép thong tin vé vo, chéng dé phuc vu viéc cép ban sao Trich luc két hon....

™ Ghi 13 s lwong ban sao dé nghi cip.
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~ NOIDUNG MAU DIEN TU TUONG TAC YEU CAU
CAP BAN SAO GIAY KHAI SINH, BAN SAO TRiCH LUC HQ TICH

I. Théng tin vé ngudi yéu cau
(1) Ho, chir dém, tén;
(2) S6 dinh danh cé nhén;

(3) Giay to tuy than: Loai gidy to su dung (CCCD/CMND/HO chiéu/Gidy to
hop 16 thay thé); s, ngdy, thang, nim cap, co quan cip; ban chup dinh kém;

(4) Noi cu trt (noi thuong tri/noi tam trii/noi dang sinh song);

(5) Quan hé véi ngudi duge cip ban sao Gidy khai sinh/Trich luc ho tich.
II. Thong tin vé gidy to ho tich da ding ky

(6) Ho, chit dém, tén nguo1 duoc dang ky;

(7) S6 dinh danh c4 nhan;

(8) Gidy to tuy than: Loai gidy to su dung (CCCD/CMND/HO chiéu/Gidy to
hop 16 thay thé); s, ngdy, thang, nim cap, co quan cap; ban chup dinh kém;

(9) Noi cu trt (noi thudng trd/noi tam tra/noi dang sinh séng);

(10) Loai viéc yéu cau cip ban sao Gidy khai sinh/Trich luc ho tich;

(11) Co quan da dang ky su kién ho tich trudc day;

(12) Tén gidy to ho tich, sb, quyén sd, ngdy, thang, nim dang ky;

(13) S6 lugng ban sao;

(14) Phuong thirc nhan két qua:

o Truc tiép

o Truc tuyén (bém djén tir s& dugc giri vé Kho quén ly dir li€u cua ca nhan/dia
chi thu dién tr/thiét bi s6/dién thoai cua nguoi yéu cau)

0 Buu chinh (cung cép dia chi noi nhan).

(15) Ho so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan cég thong tin cung cap 1 dung su that va chiu hoan
toan trach nhiém trudc phap luat vé ndi dung cam doan ctia minh.

* Truong hop céac thong tip vé gi‘éy to chimg minh noi cu tra g‘iﬁ duoc khai thac
tur CSDLQQVDC, duoc h¢ thong dién tu dong thi khéng phai xuat trinh (theo hinh
thirc tryc tiép) hodc tai 1én (theo hinh thirc truc tuyén).

* M?lu dién tr tuong tac ghi nhan thoi gian (gic‘r, phut, gidy, ngay, thang, nam)
ho:ém tat viéc cung cap thong tin; nguoi yéu cau trudec do da dang nhap vao hé
thong, thuc hién xac thuc dién tir theo quy dinh.
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CONG HOA XA HOI CHU NGHIA VIETNAM
Dic lip - Tu do - Hanh phic

GIAY KHAI SINH
(BAN SAO)

@ NGUOI KY
----------------------------------- (KY, ghi ¥6 ho, tén, chitc vu va dong ddu)

S8:7 . . /GKS-BS
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) Ghi theo s6 trong $6 diing ky khai sinh.
® Ghi tén co quan cip ban sao Giay khai sinh.
 Ghi theo s6 trong S6 theo ddi vide cap ban sao clia co quan cép ban sao Trich luc hd tich.

“ Tuy theo cach thirc thwc hién, ghird cin ctr cép ban sao tir: “Sé dang ky? khai sinh  hoic “Co so di
liéuhd tichdiéntir”.
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CONG HOA XA HOI CHUNGHIA VIETNAM
Dic 1ap - Ty do - Hanh phiic.

GIAY KHAI SINH

(BAN SAO)
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Chii thich:

" Ghi theo s6 trong S6 ding ky khai sinh.
® Ghi tén co quan cip ban sao Gidy khai sinh.
“ Ghi theo s trong S& theo ddi viéc cip ban sao clia co quan cAp ban sao Trich luc hé tich.

“ Tuy theo cach thirc thwe hién, ghi rd cin cir ¢ip bén sao tir; “S6 déing ky khai sinh ™ hodc “Co s dit
lieuho tichdiéntie”.
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S6: @ /TLKH-BS

Ho, chivr dém, ténvo:................ ...

Ngay, thang, nam sinh: ...
DantOc: ...
QUOC HCR: oo

NOL CU IO oo

Gidy to thy thAn: ...,

Ding ky két hon tai @
SO

Ghi chu:®

Thue hién trich luc tir: ©

(D)

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap - Tu do - Hanh phic

TRICH LUC KET HON
(BAN SAO)

Ho, chir dém, tén chdng:...................

Ngay, thang, nam sinh: ... ..
Dantoc: ...
QUOC HCH: oo

NOLCU IO oo

Gidy to tly thAn: ...

..................... ngay.........thang. ... nam

NGUOI KY TRICH LYC ,
(Ky, ghi r0 ho, chir dém, tén, chirc vu, dong dau)
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Chu thich:

() Ghi tén co quan thyc hién viéc cap ban sao Trich luc két hon (ghi dit cac cap hanh chinh).

@ Ghi theo sb trong SO cép ban sao Trich luc h tich cua co quan thuc hién viéc cép ban sao
Trich luc két hon.

@) Ghi 5 tén co quan da thuc hién viéc ding ky két hon.

@ _ Truong hop ding ky lai két hon; ding ky hon nhan thyc té theo quy dinh tai khoan 2
biéu 44 cua Nghi dinh s6 123/2015/ND-CP; cong nhan viéc két hon theo quy dinh tai Piéu 11
Luat hon nhan va gia dinh; thye hién lai viéc dang ky két hon theo quy dinh tai Dicu 13 cua Luét
hon nhéan va gia dinh thi ghi rd tai muc nay va ghi 16 ngay xac 1ap quan hé hon nhan.

Vi du: Pang ky lai két hon, quan hé hon nhan duoc xac 1ap tir ngay 01/5/1998

Ping ky hon nhan thyc té theo quy dinh tai khoan 2 Diéu 44 ctia Nghi dinh s6 123/2015/ND-CP,
quan hé hon nhan dugc xac 1ap tir ngay 01/5/1985

Quan hé hon nhan dwugc cong nhan tir ngady ..... theo Ban an/Quyét dinh sb .... ngay
.......... cutaTAND .............

Thyc hién lai viéc dang ky két hon theo quy dinh tai Piéu 13 cta Luat hon nhan va gia dinh,
quan h€ hon nhan dugce xac 1ap tir ngay 01/5/2015.

- Truong hop di ly hon/ghi vao S6 ho tich viéc ly hon ciing can ghi rd tai muyc nay.

Vi du: i ly hon/ghi vao S6 h tich viéc ly hon theo Ban an/Quyét dinh/Trich luc ghi cha ly
hén s0........cap ngay...... thang......nam........

®) Tuy theo cach thic thyuc hién, ghi rd cin clr cp ban sao tir: SO diang ky két hon hodc Co
s& dir liéu ho tich dién tir.
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e CONG HOA XA HOQI CHU NGHIA VIET NAM
LW Doc 1ap - Tw do - Hanh phic

SH: @ JTLKT-BS

TRICH LUC KHAI TU
(BAN SAO)

Ho, chir dém, tén:

Ngay, thang, nam sinh:

Gioitinh: .. Dan toC: ..o Qudc tich:

S6 dinh danh c& nhan:

Gidy to tuy than:

D3 chét vao 10C... s (o A phit, NgAY......o ghi bang chit:
Noi chét:

D3 dugc dang ky khai tir tai: .

Thuc hién trich luc tir:®

NGUOI KY TRICH LYC ,
(Ky, ghi 1o ho, chit dém, tén, chirc vu, dong dau)

Chu thich:
() Ghi tén co quan thuc hién viée cap ban sao Trich luc khai tir (ghi du cac cap hanh chinh).

@ Ghi theo s6 trong S6 cap ban sao Trich luc ho tich cia co quan thyc hién viéc cip ban sao
Trich luc khai tu.

®) Ghi tén co quan ding ky khai tir, s6, ngay thang nim ding ky.
@ Tuy theo cach thirc thyc hién, ghi 15 ¢in ctr cap ban sao tir: SO diang ky khai tir hodc Co
so dir liéu ho tich dién tir.
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CONG HOA XA HOQI CHU NGHIA VIET NAM

M Péc lap - Tu do - Hanh phic
Sb: @ /TLCMC-BS ... ,ngdy........thang ... nam ...
TRICH LUC PANG KY NHAN ... ©)
(BAN SAO)
Xac nhin diang ky viécnhin ... Ggiira:

Ho, chir dém, tén cha/me:

Ngay, thang, ndm sinh:

Gioitinh: .. Dantoc: ... Quéc tich:

Gidy to tly than:

Noi cu tri:

Va

Ho, chitr dém, tén con:

Ngay, thang, ndm sinh:

Gidi tinh:..o Dan toC: ... Qudc tich:

Gidy khai sinh/Gidy to tily than:

Noi cu tru:

Padingkynhan............ Otai® o SO oo NGAY
Thuyec hién trich luc tir:®

NGUOI KY TRICH LYC ,
(Ky, ghi 10 ho, chit dém, tén, chiic vy, dong dau)

Chu thich:
() Ghi tén co quan cip ban sao Trich luc (ghi du cac cip hanh chinh).
@ Ghi theo sb trong S6 cdp ban sao Trich luc ho tich cta co quan ding ky ho tich.

) Ghi 18 viéc ding ky nhan: cha, con hoic me, con tiy theo ding ky viéc cha nhan con/con
nhéan cha hodc me nhan con/con nhan me.

@ Ghi tén co quan, s, ngay thang nam dang ky nhén cha, con hoac me, con.

) Tuy theo cach thirc thuc hién, ghi 1 cin ctr ce”ip ban sao tr: SO dang ky nhan cha, me, con
hodc Co s¢ dir liéu ho tich dién tur.
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CONG HOA XA HQI CHU NGHIA VIET NAM

. Péc 1ap - Tu do - Hanh phuc
S6:0/TL......... -BS L ,NgAy......... thang ......... nam.........
TRICH LUC
------------------------------------------- (3)
(BAN SAO)

Xac nhin:

Ho, chir dém, tén:

Ngay, thang, ndm sinh:

Gioitinh: ... Dantdc: ... Quéc tich:

Gidy to tly than:
Noi cu tru:

b3 dang ky viéc @

Trong ©

SO ngay
Noi dung: ©

Noi dang ky: @

SO oo ngay

Thuyec hién trich luc tir: ®

NGUOI KY TRICH LYC ,
(Ky, ghi 1o ho, chit dém, té€n, chirc vu, dong dau)
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Chu thich:
() Ghi tén co quan cip ban sao Trich luc ho tich (ghi du cac cap hanh chinh).

@ Ghi theo sb trong S6 cap ban sao Trich luc ho tich ctia co quan cép ban sao trich lyc, ghi
chir viét tit loai viéc da giai quyét trong thuc té.

Vi du: 01/TLTPHT-BS hodc 02/TLCCHT-BS hoac 05/TLXDLDT-BS

®) Ghi theo loai viéc thuc té giai quyét: thay ddi ho tich; cai chinh ho tich; bd sung thong tin
ho tich; xac dinh lai dan tdc.

@ Ghi theo noi dung da ding ky: thay ddi ho/chit dém/tén; cai chinh ho, chit dém, tén, nim
sinh; bd sung dan toc, ndm sinh ctia nguoi cha; xac dinh lai dan tdc...

®) Ghi tén loai gidy t0/s6 dang ky ho tich c6 nodi dung da duoc thay doi, cai chinh, bd sung
thong tin h tich, so, ngay thang ndm dang ky.

© Ghi noi dung da dang ky thay doi, cai chinh, bo sung thong tin ho tich, xac dinh lai dan toc

Vi du: Thay d6i tén tir Nguyén Van Nam thanh Nguyén Vin An

hodc: Xac dinh lai dan toc tir Dan toc: Kinh thanh Dan tdc: Thai

hodc Cai chinh ndm sinh ctia ngudi me tir sinh ndm 1959 thanh nam 1960.

™ Ghi tén co quan di dang ky, s ding ky, ngay thang nim ding ky viéc thay ddi/cai
chinh/b6 sung thong tin hd tich/xac dinh lai dén tdc.

® Tuy theo cach thirc thyc hién, ghi rd cin ctr cdp ban sao tir: S6 dang ky thay ddi, cai
chinh, b6 sung thong tin ho tich, xac dinh lai dan toc hodc Co s¢ dit liéu ho tich dién tu.
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CONG HOA XA HQI CHU NGHIA VIET NAM

. Péc 1ap - Tu do - Hanh phuc

S6: @ /TLGCKH-BS ... ,NGAY....... thang ......nam ........

Ho, chir dém, tén vg:........................

Ngay, thang, nam sinh: ... .
Dantoc: ...
QUOC HCR: oo

NOLCUtIO: oo

Gidy to tiy thAn: ...

TRICH LUC GHI CHU KET HON
(BAN SAO)

Ho, chir dém, tén chong:...................... .

Ngay, thang, nam sinh: ...
DantOc: ...
QUOC ICR: oo

NOT CUIO: oo,

Gidy tO tly thAn: ..o

Ding ky két hontai:®)

Thue hién trich luc tir:®

NGUOI KY TRICH LYC ,
(Ky, ghi 10 ho, chit dém, tén, chirc vy, dong dau)
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Chu thich:

() Ghi tén co quan cp ban sao Trich luc ghi chu két hon (ghi di cac cip hanh chinh).

@ Ghi theo sb trong S6 cép ban sao Trich luc h¢ tich ctia co quan thuc hién viéc cép ban sao
Trich luc ghi cha két hon.

4 Ghi 13 tén co quan, tén qudc gia nudc ngoai di dang ky két hon, tén loai gidy to chimg
nhan viéc két hon do co quan c6 thim quyén nudc ngoai cap, sd (néu co) va ngay, thang, nim
cap gidy to do.

) Ghi 15 tén co quan dang ky ho tich, s6, ngay thang ndm ghi vao S6 ho tich viéc két hon.

®) Tuy theo cach thic thyuc hién, ghi rd cin ctr cap ban sao tir: SO dang ky két hon hodc Co
sO dir li¢u ho tich dién tur.
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CONG HOA XA HQI CHU NGHIA VIET NAM

I L Poc 1ap - Tw do - Hanh phuc
S6: @  JTLGCLH-BS ... , NGAY .. thang .......... NAM ...
TRICH LUC GHI CHU LY HON
(BAN SAO)
Ho, chir dém, tén:
Ngay, thang, nam sinh:
Gidi tinh: e Dan toc: .. Qudc tich:
Gidy to tiy than:
Noi cu tri:
Pugc ghi vao SO hd tich Viéc..........o.oooooooe ®)da giai quyét tai nwée ngoai véi
nguoi co tén duwdi day:
Ho, chir dém, tén:
® Ngay, thang, nim sinh:
Gi6i tinh: Dan toc: Qudc tich:
Gidy to tuy than:
Noi cu tra:
Theo:™ ... T S O cAp ngay
Tai©®: o, SO o NZAY .o thang ... nam
Thuec hién trich luc tir:?
NGUOI KY TRICH LUC

(Ky, ghi 0 ho, chir dém, tén, churc vu, dong déu)
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Chau thich:
(D) Ghi tén co quan cip ban sao Trich luc ghi chi ly hon (ghi di cac cap hanh chinh).

@ Ghi theo s trong S6 cip ban sao Trich luc ho tich ciia co quan thuc hién viéc cap
ban sao Trich luc ghi cht ly hon.

®)Ghi 13 loai viéc thuc té: ly hon hodc huy viée két hon.

@ Ghi theo thong tin c6 trong So ghi chu ly hon, néu khong cé thong tin thi dé trong.

) Ghi rd tén loai gidy to, sb, tén co quan, ngdy thang nim cap gidy t& ching minh
viéc ly hon/huy viéc két hon do co quan c6 tham quyen nudc ngoai cap.

©) Ghi tén co quan ding ky ho tich di thuc hién viéce ghi chu ly hon, sd, ngay, thang,
nam ghi vao S6 ho tich viéc ly hon.

™ Tuy theo cach thirc thyc hién, ghi rd cin ¢ cip ban sao tir: S6 ghi chu ly hon
hodc Co so dir li€u ho tich dién tur.
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CONG HOA XA HQI CHU NGHIA VIET NAM

LM Poc 1ap - Tw do - Hanh phuc
S6:@ /TLGCHT-BS .. ,ngdy.....thang ... . nim ...
TRICH LUC
GHI VAO SO HQ TICH CAC VIEC HQ TICH KHAC
(BAN SAO)

Ho, chir dém, tén:

Ngay, thang, nam sinh:

Gidi tinh:..o Dan toc: ..o Qudc tich:

Gidy to tuy than:

Noi cu tru:

Di dugc ghi vao S6@

Noi dung ghi:®

Theo:®  $6.. A0 cip ngdy..... thang .......... nam........
Noi ghi:©

Thuec hién trich luc tir:?

NGUOI KY TRICH LYC ,
(Ky, ghi 10 ho, chit dém, t€n, chirc vy, dong dau)
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Chu thich

() Ghi tén co quan cip ban sao Trich luc ho tich (ghi du cac cap hanh chinh).

@ Ghi theo sb trong S6 cép ban sao Trich luc ho tich cta co quan thuc hién viéc cép ban sao
Trich luc ghi vao S6 ho tich.

®) Ghi rd loai S6 ho tich (Vi du: S6 ding ky khai tir, SO thay ddi, cai chinh, b sung ho tich,
xac dinh lai dan toc...).

® Ghi theo nodi dung di duoc ghi vao s6 ho tich (Vi du: Puoc thay d6i ho tir Nguyén Thi
Lan thanh Smith Thi Lan).

®) Ghi tén loai gidy to ho tich, sd, tén co quan nudc ngoai di dang ky sy kién ho tich hoidc
cap gidy to x4c nhan sy kién ho tich da duoc ding ky/giai quyét, ngay ding ky/cap gidy to do.

© Ghi 15 tén co quan ding ky ho tich da thuc hién viéc ghi vao S6 ho tich (theo du C'Eip hanh
chinh), tén s6 hd tich, quyén s, 6 dang ky trong s6 va ngay thuc hién viéc ghi vao S6 ho tich.

Vi dy: UBND quén Ba Binh, thanh phd Ha Noi, SO dang ky khai tir, quyén sb 01, s6 123,
ngay 18/8/2020.

O Tuy theo cach thire thyc hién, ghi rd cin c& cip ban sao tir: S6 dang ky .......... hoic Co s&
dir liéu ho tich dién tur.
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2. Thu tuc dang ky khai sinh (QT-XP-02)

Muc dich

Quy trinh nay quy dinh trinh ty va cach thic giai quyét hd so cua cong dan
c6 dé nghi dang ky khai sinh thudc tham quyén giai quyét caia UBND cap xa

Pham vi

- Ap dung d6i véi ca nhan c6 dé nghi dang ky khai sinh.
- Ap dung dbi véi cong chirc UBND cép xa thuc hién Quy trinh nay.

Noi dung quy trinh

3.1

Co so phap ly

- Luat Ho tich nam 2014;

- Luat Hon nhan va Gia dinh nam 2014;

- Nghi dinh s 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh chi
tiét mot s diéu va bién phép thi hanh Luat Ho tich;

- 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, ding ky ho tich truc tuyén;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cta Chinh phu stra doi,
b6 sung mot sé diéu cua cac nghi dinh lién quan dén viéc ndp, xuét trinh
s6 ho khau, s6 tam tra gidy khi thuc hién thu tuc hanh chinh, cung cip
dich vy cong;

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

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 ciia B6 Tu phap quy dinh
chi tiét mot s6 diéu va bién phap thi hanh Nghi dinh s6 87/2020/ND-CP
ctia Chinh phu quy dinh vé Co s& dir liéu ho tich dién ttr, ding ky ho tich
truc tuyén;

- Thong tu s6 03/2023/TT-BTP ngay 02/8/2023 cua Bo Tu phap stra doi, bd
sung mot s6 ndi dung cua Thong tu sé 01/2022/TT-BTP ctia B6 Tu phap
quy dinh chi tiét mot sé diéu va bién phap thi hanh Nghi dinh
s6 87/2020/ND-CP cua Chinh phu quy dinh vé Co s¢ dir liéu ho tich dién
ttr, dang ky ho tich truc tuyén;

- Thong tu sb 04/2024/TT-BTP cua B Tu phap sira doi, bd sung mot sb
diéu cua Thong tu s6 02/2020/TT-BTP cua B Tu phap ban hanh, hudng dan
st dung, quan 1y mau s6 qudc tich va miu gidy to vé qudc tich va Thong tu
s6 04/2020/TT-BTP cia Bé Tu phép quy dinh chi tiét thi hanh mot sé diéu
ctia Luat Ho tich va Nghi dinh s6 123/2015/ND-CP quy dinh chi tiét mot sb
diéu va bién phap thi hanh Luat Ho tich;
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- Thong tu s6 281/2016/TT-BTC cua B6 Tai chinh quy dinh muc thu, ché do
thu, nOp, quan ly va st dung phi khai thac, st dung thong tin trong co sé dit liéu
hd tich, phi x4c nhan c6 quéc tich Viét Nam, phi x4c nhan la nguoi géc Viét
Nam, 1€ phi quéc tich;

- Thong tu s6 85/2019/TT-BTC cua Bo Tai chinh huéng dan vé phi 18 phi
thugc tham quyén quyét dinh ctia Hoi dong nhan dan tinh, thanh phé truc
thudc Trung wong;

- Théng tu s6 106/2021/TT-BTC cua Bo Tai chinh sira d6i, bd sung mét sb
diéu ciia Thong tu sd 85/2019/TT-BTC cua Bo Tai chinh huéng din vé phi
va 1& phi thudc tham quyén quyét dinh ctia Hoi dong nhan dan tinh, thanh
phé truc thudc Trung wong;

- Nghi quyét s606/2020/NQ-HPNDngay 07/7/2020 cta Hoi dong nhan dan
thanh phd Ha Noi vé viéc ban hanh mét sé quy dinh thu phi, 1& phi trén dia
ban thanh phdé Ha Noi thudc thim quyén quyét dinh cia Hoi dong nhan dan
Thanh phé;

- Nghi quyét sé 07/2023/NQ-HPNDngay 04/7/2023 ctia Hoi dong nhan dan
thanh phd Ha Noi vé viéc thu phi, 18 phi thuéc thAm quyén quyét dinh cta
Hoi d6ng nhan dan Thanh phd trén dia ban thanh phd Ha Noi;

- Quyét dinh s6 1079/QD-BTP ngay 11/6/2024 cong bd thu tuc hanh chinh
duoc stra dbi, bd sung trong linh vuc ho tich thyc hién tai co quan dang ky ho
tich thugc pham vi chitc nang quan 1y cua B6 Tu phép;

- Quyét dinh s6 3658/QD-UBND ngay 15/7/2024 cia UBND thanh phd Ha
Nbi cong bé Danh myc thu tuc hanh chinh sira d6i, b sung linh vuc h tich,
quéc tich thudc tham quyén giai quyét ctia co quan, don vi trén dia ban thanh
phd Ha Nbi;

- Quyét dinh s6 3211/QD-UBND ngay 21/6/2024 ctia UBND thanh ph Ha
Noi cong bé Danh muc 02 nhém thi tuc hanh chinh lién théng dién t: Pang
ky khai sinh, diang ky thudng tr, cip thé bao hiém y té cho tré dudi 06 tudi;
Ding ky khai sinh, x6a dang ky thuong tra, giai quyét mai tang phi, tir tudt
trén dia ban thanh phd Ha Noi.

3.2

Ban | Ban

Thanh phan hé
anh phan ho so chinh| sao

- To khai dang ky khai sinh theo mau (néu ngudi ¢6 yéu cau lya
chon ndp hd so theo hinh thirc truc tiép hodc giri hd so qua hé
thong buu chinh);

- Mau ho tich dién tir twong tacding ky khai sinh (do nguoi| X
yéu cau cung cap thong tin theo huéng din trén Cong dich vu
cong, néu ngudi cd yéu cau lya chon ndp ho so theo hinh thirc
truc tuyén);
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- Nguoi ¢6 yéu cau dang ky khai sinh thuc hién viéc ndp/xuét
trinh (theo hinh thurc truc ti€p) hoac tai 1én (theo hinh thure truc
tuy€n) cac giay to sau:

* Gidy to phai ndp:

-Bén chinh Gidy chimg sinh; truong hop khong co Gidy chimg
sinh thi ndp van ban cta ngudi 1am ching xac nhan vé viéc
sinh; néu khong c6 ngudi 1am ching thi phai c6 gidy cam doan
vé viéc sinh;

- Trudng hop tré em bi bo roi thi phai ¢ bién ban vé viée tré
bi b6 roi do co quan c6 tham quyén lap.

- Truong hop khai sinh cho tré em sinh ra do mang thai ho
phai c6 van ban xac nhan cua co so'y té da thuc hién ky thuat hd
tro sinh san cho viéc mang thai ho.

- Vin ban uy quyén (dwoc chtng thuc) theo quy dinh cua
phép luat trong trudng hop Gy quyén thyc hién viée dang ky
khai sinh.

(Trudng hop Gidy ching sinh dugc chia sé tu dong tir Co so dix
liéu cua nganh y té, cong dan khong phai nop gidy nay).

* Gidy to phai xuit trinh:
- Ho chiéu hodc Chimg minh nhan dan hoac Thé can cudc
cong dan hodc Céan cudc hodc cac glay to khac co dan anh
va thong tin ¢4 nhan do co quan c6 thim quyén cip, con gia
tri st dung dé chting minh vé nhan than cia ngudi co yéu
cau ding ky khai sinh. Trudng hop cac thong tin c4 nhan
trong cac gidy to& nay di co6 trong CSDLQDVDC,
CSDLHTBT, duoc hé thong dién tu dong thi khong phai tai
1én (theo hinh thire trie tuyén);
- Gidy to c6 gia tri ching minh thong tin vé cu tra trong
truong hop co quan ding ky ho tich khong thé khai thac
duoc thong tin vé noi cu tri cta cong din theo cac phuong
thtc quy dinh tai khoan 2 Diéu 14 Nghi dinh s
104/2022/ND-CPcua Chinh phu. Truong hop céc thong tin
vé gidy t& chirmg minh noi cu tra d dugc khai thac tir Co so
dir liéu quéc gia vé dan cu bang cac phuong thirc nay thi
nguoi ¢6 yéu cau khong phai xuét trinh (theo hinh thiic truc
tiép) hodc tai Ién (theo hinh thuc truc tuyén).
- Gidy ching nhén két hon néu cha, me di dang ky két hon.
Truong hop di c6 théng tin vé viée két hon cua cha, me trong
CSDLHTDT, CSDLQDVDC thi khéng phai xuit trinh (theo
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hinh thte truc tiép) hodc tai 1én (theo hinh thirc truc tuyén).
Truong hop giri hd so qua hé théng buu chinh thi phai giri
kém theo ban sao c6 chung thuc cic gidy to phai xuat trinh
néu trén.

(Truong hop Co so dit li€u dan cu da duogc tich hop, chia sé,
két ndi, cong dan da co xac thyc dinh danh di¢én tir, cong dan
khong can xuét trinh gidy to ty than. Truong hop Gidy ching
nhan két hén duogc chia sé ty dong tir Co sd dir liéu ho tich dién
tr, cong dan khong can xuat trinhgidy to tiy than).

* Luuy:

- Trong thdi han 60 ngay ké tir ngdy sinh con, cha hodc me c6
trdch nhiém dang ky khai sinh cho con; truong hop cha, me
khong thé dang ky khai sinh cho con thi 6ng hodc ba hoic
nguoi than thich khac hodc ca nhén, to chic dang nudi dudng
tré em cé trach nhi€ém dang ky khai sinh cho tré em.

- Trudong hop dang ky khai sinh cho tré bi bd roi thi sau khi
nhan duoc thong bao, Chu tich Uy ban nhan dan cdp xa hoic
Trudng cong an cap xi c6 trach nhiém to chirc 1ap bién ban vé
viéc tré bi bo roi.

Sau khi 1ap bién ban, Uy ban nhan dan cip x4 tién hanh niém
yét tai tru s Uy ban nhan déan 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 ca”ip xa thong bao cho cé
nhéan hodc t6 chiic dang tam thoi nuoi dudng tré dé tién hanh
dang ky khai sinh cho tré.

- Truong hop tré chua xac dinh dugc cha thi hg, dan tdc, qué
quan, qudc tich cua con dugc xac dinh theo ho, dan tdc, qué
quan, quéc tich cia me; phan ghi vé cha cua tré dé trong.
Néu vao thoi diém dang ky khai sinh ngudi cha yéu cau lam
tha tuc nhan 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 1am thu tuc nhin con thi két hop giai quyét
viéc nhan con va ding ky khai sinh; phan khai vé me cta tré
dé trong.

- Truong hop tré khong thudc dién bi bd roi, chua xac dinh
dugc ca cha va me thi thuc hién tuong tu nhu dang ky khai
sinh cho tré bi bo roi, nhung trong S6 ho tich ghi & “Tré chua
xac dinh duoc cha, me”.
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*Luuy:

- Pbi véi gidy to ndp, xuat trinh néu ngudi yéu cau ndp hod so
theo hinh thirc tryc tiép:

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

+ Nguoi yéu cau diang ky ho tich c6 thé ndp ban sao chimg
thuc tir ban chinh hodc ban sao duoc cép tir s6 géc hoac ban
chup kém theo ban chinh gidy to dé ddi chiéu. Truong hop
nguoi yéu cau ndp ban chup kém theo ban chinh gidy to thi
nguoi tiép nhan co trach nhiém kiém tra, d6i chiéu ban chup
v6i ban chinh va ky x4c nhan, khong duoc yéu cau nguoi di
ding ky nop ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan ding, du hd so
dang ky ho tich theo quy dinh ctua phép luat ho tich, khong
duoc yéu cau ngudi dang ky ho tich nop thém gidy to ma phap
luat ho tich khong quy dinh phai ndp.

Nguoi tiép nhdn ho so thiee hién khai thdc théng tin trong Co
sé dit lidu quoc gia vé dan cw theo quy dinh phdp ludt néu
ngueoi yéu cau dang ky hé tich da cung cap ho, chiv dém, tén;
ngay, thang, nam sinh; sé dinh danh cd nhan/cdn cuéc cong
dan/the can cuoc/chieng minh nhdn dan. Truong hop cac
théng tin can khai thac khéng c6 trong Co s¢ dir liéu quoc gia
vé ddn cw thi dé nghi nguoi yéu cdu ké khai day di.

- Pbi v6i gidy to giri kém theo néu ngudi yéu cau ndp hd so
theo hinh thirc truc tuyén:

+ Ban chup cac gidy to giri kém theo ho so diang ky khai sinh
truc tuyén phai bao dam rd nét, day du, toan ven vé ndi dung,
13 ban chup bang may anh, dién thoai hoic dugc chup, duoc
quét bang thiét bi dién tu, tir gidy to dugce cAp hop 1é, con gia
tri st dung.

+ Truong hop gidy t0, tai liéu phai giri kém trong ho so dang ky
khai sinh truc tuyén da co ban sao dién tir hoac da co6 ban dién tir
gidy to ho tich thi nguoi yéu cau duoc sir dung ban dién tir nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Gidy khai
sinh/ban sao Gidy khai sinh), nguoi c6 yéu cau diang ky khai sinh
phai ndp ban chinh Gidy chimg sinh; xuét trinh gidy td tuy than;
ban chinh Gidy ching nhéan két hon (néu cha me tré da dang ky
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két hon va thong tin vé viée két hon chua c6 trong CSDLQGVDC,
CSDLHTDT).

- Gidy to do co quan c6 tham quyén cta nudc ngoai cap, cong
ching hoac xac nhan dé sir dung cho viéc dang ky ho tich tai
Viét Nam phai dugc hop phap hoa Ianh sy theo quy dinh cua
phap luat, trir truong hop duge mién theo didu ude quoc té ma
Viét Nam la thanh vién.

- Trudng hop nguoi yéu cau diang ky khai sinh khong cung cap
duoc gidy to néu trén theo quy dinh hoic gidy to ndp, xuit
trinh bi tdy x0a, stra chita, 1am gia thi co quan ding ky ho tich
c6 tham quyén huy bo két qua diang ky khai sinh.

- Truong hop nguoi di dang ky khai sinh cho tré em la 6ng, ba,
nguoi than thich khac thi khong phai ¢6 vin ban uy quyén cua
cha, me tré em, nhung phai thong nhat véi cha, me tré em vé
cac ndi dung khai sinh.

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

+ Vi¢c xac dinh ho, dan tdc, dat tén cho tré em phai phu hop
v6i phap luat va yéu ciu giir gin ban sic dan tdc, tip quan,
truyén thong vin hoa tot dep ciia Viét Nam; khong dit tén qua
dai, kho str dung.

+ Truong hop cha, me khong thoéa thuén dugc vé ho, dan tdc,
qué quan cua con khi dang ky khai sinh thi ho, dan toc, qué
quan cua con dugc xac dinh theo tdp quan nhung phai bao dam
theo ho, dan tdc, qué quan cua cha hodc me.

- Trudng 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
dang ky ho tich phai giai thich rd cho nguoi 1ap van ban cam
doan vé trach nhiém, hé qua phap 1y cta viéc cam doan khong
ding su that.

Co quan dang ky ho tich tir chdi giai quyét hodc dé nghi co
quan c6 tham quyén hity bo két qua dang ky ho tich, néu co co
sO xac dinh ndi dung cam doan khong dung su that.

33

S6 lwong ho so

01 bd

34

Thoi gian xir ly

Ngay trong ngdy tiép nhan hd so; truong hop nhan hd so sau 15 gio ma
khong giai quyét duoc ngay thi tra két qua vao ngay lam viéc tiép theo.
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3.5

Két qua thue hién thi tuc hanh chinh:

- Gidy khai sinh (ban chinh), ban sao Gidy khai sinh (trudng hop yéu ciu cip
ban sao Gidy khai sinh).

- Ban dién tr Gidy khai sinh (Béan dién tir s& tu dong gui vé Kho quén ly
dit liéu dién tir cia ca nhan/dia chi thu dién tir/thiét bi sé/dién thoai cla
ngudi yéu cau sau khi di hoan tat tha tuc ding ky khai sinh tai co quan
dang ky ho tich).

3.6

Noi tiép nhin va tra két qua

- Cong Dich vu cong Qudc gia (https://dichvucong.gov.vn)

- Céng Dich vy cong thanh ph Ha Noi (https:/dichvucong.hanoi.gov.vn)

- Bo phan Mot cira (TN&TKQ) thuéc UBND cép x4 noi cu tri ctia ngudi cha
hodc nguoi me dang ky khai sinh cho tré em; Hoac UBND cap x3 noi lap bién
ban vé viéc tré bj bo roi ddi véi trudng hop ding ky khai sinh cho tré bi bo roi;
Hoac UBND cap x4 noi tré dang cu trt c6 trach nhiém ding ky khai sinh cho tré
chua xac dinh duoc cha, me.

3.7

Lé phi, Phi

- Mién L¢ phi ddi véi trudng hop khai sinh ding han, ngudi thudc gia dinh
¢ cong voi cach mang; nguoi thude ho nghéo; ngudi khuyét tat.

- Mtic thu Lé phi ddi véi dich vu cong truc tuyén khi to chire, c4 nhan nop hd
so thue hién TTHC trén Cong Dich vu cong bang Khong (Khong thu).

- Néu cong dan nop hd so Pang ky qua han truc tiép tai UBND cap xa:Lé
phi: 5.000d4

- Phi c4p ban sao gidy khai sinh (néu c6 yéu cau): 8.000 déng/ban sao.

3.8 | Quy trinh xir ly cong viéc
TT Trinh tw Trich | Thoi |Biéu mau/ t:;?lllige
: nhiém gian Két qua £
thong

H6 so duoc ndp truc tiép tai Thanh | Cong Dich
Bo phan Mot ctra cia UBND phan hd so| vu cong
cap xa hodc gl qua hé thong theo Muc | Qudc gia
buu chinh hodc ndp truc tuyén 3.2 thuc hién
- Trudng hop ndp hd so truc dang n}lap

B1 |tiép, cong dan ndp hd so tai Bo| Cong dan To khai | mot lan,
phan Mot cira UBND cép x3 c6 ding ky |di€u huong
thAm quyén; ndp 1& phi néu khai sinh nguoi
thudc trudng hop phai ndp 18 Biéu miu | dung tdi
phi; ndp phi cip ban sao Gidy dién t¢ | Cong Dich
khai sinh néu c¢6 yéu cau cip tuong tic | Vu cong
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ban sao Gidy khai sinh

- Trudng hop ndp hd so truc
tuyén, cong dan truy cap Cong
dich vu cong qubc gia hoic
Cong dich vu cong thanh phd,
dang ky tai khoan (néu chua
c6 tai khoan), xac thuc nguoi
dung, diing nhap vao hé thong,
xéac dinh ding UBND cip xa
c6 tham quyén.

Céng dich vu cong két ndi véi
co s& dit liéu dan cu dé khai
thac cac truong thong tin cua
cong dan co trong co s& dir
liéu dan cu.

Cong dan lya chon:

- Dich vu cong truc tuyén,

- Quén, Huyén, Thi xa

- UBND x4, phuong, thi tran
c6 tham quyén

- Linh vuc HO tich,

- Thu tuc Bang ky khai sinh.
Cong dan cung cap thong tin
theo biéu miu dién tor twong
tac (trén Céng dich vu cong),
dinh kém ban chup hodc ban
sao dién tor cac gidy to, tai
liéu theo quy dinh; ndp phi,
1¢ phi thong qua chirc nang
thanh toan truc tuyén hodc
bang cach thtc khac theo quy
dinh phap luat, hoan tat viéc
nop ho so.

dang ky
khai sinh

thanh phd
dé thuc
hién cac
budc tiép
theo
Tai khoan
gém Tén
Dang nhap
va Mat
khau
VNelD

B2

Cong chiic BO phan Mot ctra
truy cap Hé théng thong tin
giai quyét thii tuc hanh chinh
ciia thanh phd kiém tra tinh
chinh xac, déy du, théng nhit,
hop 18 cua ho so.

Cong
chic
B6 phan
Mot ctra

Khong
qua 01
gio

- Phiéu
yéu cau bod
sung, hoan
thién ho so
- Phiéu tir

chdi tiép
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(i) Truong hop hd so day du,
hop 1¢ thi t1ep nhan hd so; néu
tiép nhan hd so sau 15 gio thi
c6 Phiéu hen, tra két qua cho
nguoi co yéu cau trong ngay
lam viéc tlep theo (néu nguoi
¢ yéu cau lya chon hinh thic
ndp hd so tryc tiép) hodc gui
ngay Phiéu hen, tra két qua
qua thu dién tir hodc gui tin
nhin hen tra két qua qua dién
thoai di dong cho nguoi co
yéu cau (néu nguoi co yéu, cau
lga chon hinh thic ndp hd so
tryc tuyén);chuyén hd so dé
cong chuc Tu phéap - Ho tich
xu ly.

Sau khi tiép nhan hd so theo
hinh thtc ndp truc tiép, cong
chitc BO phan Mot ctra thuc
hién s héa (sao chup, chuyén
thanh tai li€u dién tur trén hé
thdng thong tin, co so dir liéu)
va ky s6 vao tai liéu, hd so
giai quyét thu tuc hanh chinh
dd duogc sd hoa theo quy dinh.
(i) Truong hop hdé so chua
day du, hop 18 thi co thong
bao cho nguoi yéu cau bd
sung, hoan thién hd so, néu ro
loai glay to, nd1 dung can bo
sung dé ngudi co yéu cau bd
sung, hoan thién. Sau khi hd so
dugc bo sung, thuc hién lai
budc (1);

(ii1) Truong hop nguoi cé yéu
cau dang ky khai sinh khong
bd sung, hoan thién dugc hod
so thi tir chdi giai quyét ho so
va bao cdo Truong B phan
Mot ctra

nhan giai
quyét ho
SO
- Gidy tiép
nhén ho so
va hen tra
két qua
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B3

Cong chic BO phan Mot ctra
truy cap Hé théng thong tin
giai quyét thu tuc hanh chinh
ciia thanh phd chuyén hd so
sang Hé thong thong tin ding
ky, quan 1y ho tich cho cong
chtrc Tu phap - Ho tich

Cong
chuc Bo
phan
Mot ctra

Khong
qua 01
gio

Ho so

B4

Cong chirc Tu phap - HO tich
thim tra hd so (thdm tra tinh
thong nhat, hop 16 cua cac
thong tin trong hd so, gidy to,
tai liéu do nguoi yéu cau ndp,
xuét trinh hodc dinh kém).

+ Truong hop hd so can bd
sung, hoan thi¢én hodc khdng
du diéu kién giai quyét, phai
tir chdi thi giri thong bao vé
tinh trang hd so téi BO phan
Mot cira dé thong béo cho
ngudi ndp hd so — thuc hién
lai budc (i) hoac (iii);

+ Truong hop can phai kiém
tra, xac minh lam rd hoac do
nguyén nhan khac ma khong
thé tra két qua ding thoi gian
da hen thi cong chirc lam cong
tac ho tich 1ap Phiéu xin 15i va
hen lai ngay tra két qua, trong
d6 néu rd 1y do cham tra két
qua va thoi gian hen tra két
qua, chuyén B6 phan Mot ctra
dé tra cho ngudi c6 yéu ciu
(néu nguodi cd yéu cau lua
chon hinh thirc ndp hd so truc
tiép), hodc gui Phiéu xin 15i va
hen lai ngdy tra két qua qua
thu dién tir hodc giri tin nhin
qua dién thoai di dong cho
nguoi ¢6 yéu cau (néu ngudi

Cong
chuc Tu
phap —
Ho tich

Khong
qua 04
gio

- Gidy khai
sinh
- Thong
bao hd so
khong du
diéu kién
giai quyét/

Thong bao
b6 sung ho
SO
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¢ yéu cau lua chon hinh thirc
nop hd so tryc tuyén).

+ Néu thay ho so day du, hop
1€, dang quy dinh, truong hop
tiép nhan hd so ding ky khai
sinh theo hinh thirc tryc tiép, thi
cong chic tu phap - ho tich
thuc hién viéc ghi vao SH dang
ky khai sinh, cap nhat thong tin
ding ky khai sinh trén Phan
mém dang ky, quan 1y ho tich
dién tir dung chung, Iuu chinh
thirc va chuyén thong tin dén
CSDLQGVDC dé lay Sb dinh
danh cé nhan.

Trudng hop tiép nhan hd so
dang ky khai sinh theo hinh
thic truc tuyén, cong chirc tu
phap - ho tich gui lai biéu
mau Gidy khai sinh dién tu
v6i thong tin day da cho
nguoi yéu cau qua thu dién tir
hoc thiét bi s6.

Ngudoi yéu cau cé 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 mot ngay).
Cong dan xac nhin thong tin
da théng nhéat, ddy du hoic
khong c6 phan hdi sau thoi
han yéu cau thi cong chirc tu
phép - ho tich ghi ndi dung vao
S6 dang ky khai sinh, cap nhat
thong tin dang ky khai sinh trén
Phan mém déng ky, quan 1y ho
tich, Iuu chinh thirc va chuyén
thong tin dén CSDLQGVDC
dé 1ay Sé dinh danh c4 nhan.
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Sau khi CSDLQGVDC tra vé
Sordmh dan’h ca nPaq, cong Cong Khong
chitc tu phap - ho tich du hite ué Gidv khai
BS | thao, trinh Lanh dao UBND| © ' | 8, |7 W% O
chp xaky Gidy khai sinh ban| P tih > T8
gidy, ky s0 Giay khai sinh :
ban dién tu
- Lanh dao UBND cép xi ky
Giay khai sinh ban gidy, ky so0
Giay khai sinh ban dién tur Lanh dao
B6 |- Ban dién tir, ban gidy chuyén| UBND
cong chic Tu phap - Ho tich| cap xa
va cong chuc Van phong -
Théng ké dé dong dau.
- Coéng chuc Van phong- Hé thong
Théng ké phat hanh vin ban gui tin
ban giay, ban dién ti (H¢ nhan t41
thong tuy dong chuyén keét . email cua
TR’ A Cong n N
qua ban dién tir dén BO phan| , , 7. cong dan
o~ chtrc Van . ,
Mot ctra). hone- thong bao
- Ban gidy chuyén cong chuc tu TI;I,( 8 o da co két
, L Az x| Thong ke o
phap - hd tich d€ chuyén B qua kinh
B7 |phan M{t ctra tra két qua cho . moi cong
cone da Cong dan dé
g dan ) an den
2 . :, .| chuctu A
(Tong thoi gian giai quyét tu ha - ho nhén
BI dén B6 hoan thanh trusc| P © ™
16 gio 30 phut trong ngay tiép i
nhidn ho so. P61 voi trudong
hop tiép nhan ho so sau 15
giod, tra két qua trude 11 gio
ngay lam viéc tiép theo)
1. Pé nghi céng dan xuét trinh
ban chinh gidy to tuy tha 5 g :
in chinh gidy 0 tly thin.| Cong Gy Khai|
Giay chimg nhan két hon| chuc Bo : Thong tin
\ r qm 1A . N sinh \ N
(Truong hop Co s¢ dir liéu| phan Mot | Trong \ dong bo
B8 | . ~ . . \ . - Ban sao e A
dan cu da dugc tich hop, chia cua gid hanh ; v6i Cong
s 1A K A SRR Trich luc :
sé, két nd1, cong dan da co xac chinh Khai sinh Dich vu
thyc dinh danh di¢n tw, cong| Cong dan arsi cong quéc

dan khoéng can xuat trinh.

gia




CONG BAO HA NOI/S6 375+376/Ngay 29-12-2024 43

Trudng hop Gidy ching nhan
két hon duogc chia sé ty dong
tor Co so dir li€u ho tich dién
ttr, cong dan khong can xuat
trinh. Truong hop Gidy
chiing sinh dugc chia sé tu
dong to Co s¢ dir li€u cua
nganh y té, cong dan khong
phai ndp gidy nay).

2. X4ac nhén doi chiéu ban
chinh

3. Cong dan kiém tra thong
tin trén Gidy khai sinh, S6
dang ky khai sinh, ky vao To
khai, S6 ding ky khai sinh
theo luat ho tich.

5. Thu phi trich luc gidykhai
sinh (8.000d/ban trich luc)

6. Tracong dan: Ban chinh
Gidy khai sinh, Ban sao Gidy
khai sinh

7. Gui Gidy khai sinh ban
dién tir dén tai khoan, email,
Kho quan ly dir liéu dién t
cua cong dan

8. Ho so, két qua giai quyét
thu tuc hanh chinh dugc s6 hoa
9. Ban giao hd so cho cong
chiuc Tu phap - HO tich luu
gitr

Bi¢u mau

Hé thong biéu mau (Thong tu s6 01/2018/TT-VPCP ciia Vian phong Chinh phi)

To khai ddng ky khai sinh (Théng tu s6 04/2024/TT-BTP ctiia B6 Tu phap)

Gidy khai sinh, Gidy khai sinh ban sao (Théng tu s6 04/2020/TT-BTP - B6 Tu
phap)

Biéu mau dién tir twong tac dang ky khai sinh (Thong tu sb 03/2023/TT-BTP).
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 13p - Tw do - Hanh phuc

TO KHAI DANG KY KHAI SINH

Kinh giri: ® Uy ban nhan dan ...

Ho, chit dém, t8N NEUOT YU CAUL .....ovoveeeeeeeeeeeeeee e
Ngay, thdng, NAM SINN: ....ooooiiiiii e

NOT CU T B et e e e e e e e e e e e e e eee e e e e e eeeee e eeseesseeeeeseaean

Quan hé v&i ngudi duge khai SINh: ....o.cooeiiiiiiiii e
Pé nghico quan ding ky khai sinh cho ngudi dwéi day:
HQ, chil @@, tENZ .......ooiiiiiiiiciie ettt et e et eaeeas

Ngay, thang, ndm sinh: ........cccooiiiiniiniieec, ghi bang chit: .......cocooovvvveeeeenn.

QUE QUM .ttt ettt ettt ettt e e st te e e e aabe e e s s bt e e e e beeeeenbeeeenbaeeeenaees
Ho, chir dém, t€n MGUWOT IMQ:............oooioiii ettt

NAM SINN: G, Dantoc: @ oo, Quéc tich: ¥...

GIAY 1O TUY thAN: G L.ttt
Ho, chit dém, t€n n@uwoi Cha: ...

NAM SINH: O Dan toc: @i Quée tich: @....
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Thong tin vé Glay chtng nhén két hon cua cha, me tré (neu cha, me tré¢ da PKKH):
Sb:........ , Quyén sd: .......... , dang ky ngay .... thang .... nam ......... 17 USRS

T61 cam doan ndi dung dé nghi dang ky khai sinh trén day 1a ding su that, dugc su
thoa thuan nhat tri ctia cdc bén lién quan theo quy dinh phép luat.

T61 chiu hoan toan trach nhi¢m trudc phap luat vé ndi dung cam doan ctia minh.

Lamtai: ... , NZAY ... thang ......... nam ..............
Ngudi yéu ciu
(Ky, ghi 0 ho, chitr dém, tén)

Dé l’lghl Cép ban sao®: Co |:|’ th)ng D .......................................
S6 luong:....... ban

Chu thich:

() Ghi 13 tén co quan ding ky khai sinh.

@ Chi ghi trong truong hop ngudi co yéu cau ding ky ho tich chua c6/khong cung cép sd
dinh danh ca nhan/can cudc cong dan/thé can cudc/ching minh nhan dan; khong cung cap day
du thong tin ngay, thang, nam sinh.

Trudng hop phai cung cép thong tin “Noi cu tra” thi ghi theo noi ding ky thudng tra; néu
khong c6 noi dang ky thuong tra thi ghi theo noi dang ky tam tra; truong hop khong c6 noi dang
ky thuong tri va noi dang ky tam tru thi ghi theo noi ¢ hi¢n tai.

®) Ghi s6 dinh danh c4 nhan/cin cudc cong dan/thé cin cude(vi du: Cin cude cong dan sd
025188001010 do Cyc Canh sat quan ly hanh chinh vé trat tu xa hoi cap ngay 20/11/2021).
Trudng hop khong c6 so dinh danh ca nhan/can cudc cong dan/thé can cudc thi ghi gidy to hop
1€ thay thé (hd chiéu, chirng minh nhén dan,...).

@ Truong hop sinh tai co so y té thi ghi 15 tén co sd' y t& va va dia chi try s co sy té do.

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

- Tram y té x4 Pinh Bang, huyén Tir Son, tinh Béc Ninh.

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

Vi du: xd Dinh Bang, huyén Tir Son, tinh Bic Ninh.

®) Ghi dy du ngay, thang sinh cta cha, me (néu co).

© Pé nghi danh dau X vao 6 néu cd yéu cau cap ban sao va ghi rd so lugng.
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NOI DUNG MAU HOQ TICH PIEN TU TUONG TAC
PANG KY KHAI SINH

I. Thong tin vé ngudi yéu ciu ding ky khai sinh

(1) Ho, chir dém, tén;

(2) S6 dinh danh c4 nhan;

(3) Gidy tf‘) tl‘ly than: Loai gidy to ,sﬁr dung (CCCD/CMND/HO chiéu/Gidy to
hop I¢ thay thé); s0, ngay, thang, nam cap, co quan cap; ban chup dinh kém;

(4) Noi cu tra (noi thudng trd/noi tam tra/noi dang sinh séng);

(5) Quan hé vo1i nguodi dugce khai sinh.

II. Thong tin vé nguoi dwoc diing ky khai sinh

(6) Ho, chir dém, tén;

(7) Ngay, théng, nam sinh (}éch biét riéng 93 truong th(”)ng tin ngay, thang,
nam sinh; hé thong ty dong chuyén ndi dung tir s6 sang ghi bang chir);

(8) Giot tinh;

(9) Dan toc;

(10) Qudc tich;

(1 1),N0’i sinh (gdm ,céc truc‘qmg th?)ng tin tach biét riér}g theo dia danh hanh
chinh: s6 phét; dudng/pho; th@n/tc?/bén/ép; Xa, phuc‘ypg, thi tran; quan, huyén, thi xa,
thanh ph?) thudc tinh, thanh pho thudc thanh pho truc thudc Trung uwong; tinh,
thanh pho truc thudoc Trung vong);

(12) Qué quéan.

II1. Thong tin vé nguoi me ciia nguoi dwoc khai sinh

(13) Ho, chir dém, tén;

(14) Ngay, thang, nam sinh (tach biét riéng 03 truong thong tin ngay, thang, nam);

(15) S6 dinh danh c4 nhén;

(16) Gidy to tuy than: Loai gidy to sit dung (CCCD/CMND/H$ chieu/Gidy to
hop I¢ thay thé); s0, ngay, thang, nam cap, co quan cap; ban chup dinh kém;

(17) Dan tdc;

(18) Qudc tich;

(19) Noi cu tri (noi thuong tra/noi tam tri/noi dang sinh sdng).

IV. Thong tin vé ngudi cha ciia nguoi dwoe khai sinh

(20) Ho, chir dém, tén;
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(21) Ngay, thang, nam sinh (tach biét riéng 03 truong thong tin ngay, thang, nam);

(22) S6 dinh danh c4 nhén;

(23) Gidy to tuy than: Loai gidy to sit dung (CCCD/CMND/H$ chieu/Gidy to
hop I¢ thay thé); s0, ngay, thang, nam cap, co quan cap; ban chup dinh kém;

(24) Dan tdc;

(25) Qudc tich;

(26) Noi cu tri (noi thuong tra/noi tam tri/noi dang sinh sdng);

(27) D& nghi cap ban sao:

o Co

S6 lugng ban sao yéu cau: ...

o Khong

(28) Ho so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan cac thong tin cung cip, ndi dpng dé nghi ding ky
khai sinh cho tré¢ em la dang su that, da co sy théa thudn nhat tri cia cha, me tré
theo quy dinh phép luat va chiu hoan toan trach nhiém trudc phap luat vé néi dung
cam doan cua minh.

* Truong hop céac thong tip vé gjéy to chiimg minh noi cu tra g‘iﬁ duoc khai thac
tur CSDLQGVDC, duoc hé thong dién tu dong thi lrchéng phai xuat trinh (theo hinh
thirc truc tiép) hoac tai 1én (theo hinh thirc truc tuyén)

* Mﬁu dién tur tuong tac ghi nhan thoi gian (gi(‘y, phut, gidy, ngay, thang, ndm)
ho:&m tat viéc cung cap thong tin; ngudi yéu cau trude do da dang nhip vao hé
thong, thuc hién xac thuc dién tir theo quy dinh.

Nguoi yéu cau dang ky khai sinh nhan Gidy khai sinh (ban chinh) truc tiép tai
co quan dang ky ho tich.

Ban di¢n tl:I sC tur dong guri vé Kho quan 1y dfr liéu dién tir cua c;i nhan/dia chi
thu dién tu/thiét bi s6/dién thoai cua nguoi yéu cau sau khi da hoan tat thu tuc dang
ky khai sinh tai co quan dang ky hd tich.
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 dinh danh ¢4 nhan
Ho, chit dém, tén ngudi me: .




CONG BAO HA NOI/S6 375+376/Ngay 29-12-2024 49

==
; = ==

~ e e

e e e e e e e T - -

e e e e e

e o e e e e —

nw “_ !F“V‘ i1,
e
e % %% T % Y

NS =

NI TS e

e
i N A

AT ’ﬁ' "““:}-g > fﬁﬁ‘\‘ﬁ? f u!'\g_fg}‘ ¥ !':

'ﬂ-_r N ig.‘ 74 i
*., é}&g{‘ & i

i
e

e
e et g
—_—r e

=== e e

Z= e = e e e o = e
e e e e e e
T T T e e e T T e T e e T e e e e e e e

e e e e e e e e e e e e =

e e s e

B e e g B i i e
T e et et e e e
B N I e e e P S e S e




50

CONG BAO HA NOI/S6 375+376/Ngay 29-12-2024




———
e
=

—
e e
e
e
e
=

e

CONG BAO HA NOI/S6 375+376/Ngay 29-12-2024

51

L
SR N R R
SR A N

p—

e

——

e e e
= e

=
s e e
Nesir— St

= sy
e
P

==
e

—mo

T
——
e

e T

S
o

e

T

——

—
— - T
e e

=
——
e
—
e e e
e
——

e B el
— =
=== e =
=+ =t
= e e
— — e —
e
e g T iy R - —
— e e e e =
e T I T
e e e
e e e e S e e e s
= S S e e O S S S S S B S S




52

CONG BAO HA NOI/S6 375+376/Ngay 29-12-2024

CONG HOA XA HOI CHUNGHIA VIETNAM
Dic lap - Ty do - Hanh phiic

GIAY KHAI SINH
(BAN SAO)

So:dih danhiednhine /00 @i aete-alit Nl sasse S-S o) Vel T e

................................................................................................
...................................................................................................

Ngay, thang, nam dang ky:....................... b I e TGN () 0 S e
NGUOI KY GIAY KHAI SINH
(Dé ky)

&) NGUOIKY
(K¥, ghi ré ho, tén, chitc vy va déng ddu)

$8:? . . JOKS-BS
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Chau thich:
" Ghi theo s6 trong S6 ding ky khai sinh.
® Ghi tén co quan cip ban sao Gidy khai sinh.
® Ghi theo s6 trong S6 theo doi viéce cap ban sao ciia co quan cap ban sao Trich luc hd tich.

“ Tuy theo cach thirc thyc hién, ghi r cin ¢l cép ban sao tir; “Sé ddng ky khai sinh hoac “Co 56 diF
lieuho tichdiéntir”.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Dic 1ap - Ty do - Hanh phiic

GIAY KHAI SINH

(BAN SAO)
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Chit thich:
" Ghi theo s6 trong S6 ding ky khai sinh.
@ Ghi tén co quan cip ban sao Gidy khai sinh.
' Ghi theo s6 trong S6 theo dai viéc cdp ban sao ciia co quan cép ban sao Trich luc hd tich.

“"Tuy theo cach thirc thue hién, ghi rd cin it cap ban sao tir: “Sé ddng ky khai sinh” hoac “Co so dir
liéu ho tich dién tir”'.
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3. Thi tuc diing ky két hon (QT-XP-03)

Muc dich

Muc dich: Quy trinh ndy quy dinh trinh tu va cach thic giai quyét hd so cua
cong dan c6 d€ nghi dang ky két hon thudc tham quyén gidi quyét cua UBND
cap xa

Pham vi

- Ap dung d6i véi ca nhan c6 dé nghi dang ky két hon.
- Ap dung dbi véi cong chirc UBND cép xa thuc hién Quy trinh nay.

Noi dung quy trinh

3.1

Co sé 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 ctia Chinh pha quy dinh chi
tiét mot s didu va bién phap thi hanh Luat Ho tich;

- 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, ding ky ho tich truc tuyén;

- Nghi dinh sé 104/2022/ND-CP ngay 21/12/2022 ctia Chinh phu stra doi,
b6 sung mdt sé diéu cua cac nghi dinh lién quan dén viéc ndp, xuat trinh
s6 ho khau, sb tam tra gia”iy khi thuc hién tha tuc hanh chinh, cung cép
dich vu cong;

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

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 ctia Bo Tu phap quy dinh
chi tiét mot s6 dicu va bién phap thi hanh Nghi dinh s6 87/2020/ND-CP
cua Chinh phu quy dinh vé Co s6 dit liéu ho tich dién tu, dang ky hg tich
tryc tuyén;

- Thong tu s6 03/2023/TT-BTP ngay 02/8/2023 ctua Bo Tu phap sira d6i, bd
sung mot s6 noi dung cua Thong tu s6 01/2022/TT-BTP cua Bo Tu phap
quy dinh chi tiét mot s6 diéu va bién phap thi hanh Nghi dinh
s6 87/2020/ND-CP ctia Chinh phti quy dinh vé Co sé dir liéu ho tich dién
tu, dang ky hd tich tryc tuyén;

- Thong tu sé 04/2024/TT-BTP cua Bé Tu phép sira d6i, bd sung mot sb
diéu cta Thong tu sb 02/2020/TT-BTP ctia B6 Tu phap ban hanh, hudéng din
st dung, quan 1y mau s6 qudc tich va miu gidy to vé qudc tich va Thong tu
s6 04/2020/TT-BTP ctia B6 Tu phéap quy dinh chi tiét thi hanh mét sé diéu
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ctia Luat Ho tich va Nghi dinh sé 123/2015/ND-CP quy dinh chi tiét mot s6
diéu va bién phap thi hanh Luat Ho tich;

- Thong tu s6 281/2016/TT-BTC ctiia BO Tai chinh quy dinh mirc thu, ché do
thu, ndp, quan 1y va stir dung phi khai thac, sir dung thong tin trong co s& dit li¢u
ho tich, phi x4c nhin c6 quéc tich Viét Nam, phi xac nhan 13 ngudi gbe Viét
Nam, 18 phi quéc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ctia Bo Tai chinh huéng dan
vé phi va 1 phi thuoc thAm quyén quyét dinh cua Hoi dong nhéan dan tinh, thanh
ph truc thude Trung wong;

- Thong tu s6 106/2021/TT-BTC ctia B Tai chinh stra ddi, bd sung mot sb
diéu ciia Thong tu sé 85/2019/TT-BTC cua Bo Tai chinh huéng din vé phi
va 1é phi thuoc tham quyén quyét dinh cua Hoi dong nhan dan tinh, thanh
phé truc thude Trung wong;

- Nghi quyét s6 06/2020/NQ-HPND ngay 07/7/2020 ctia Hoi ddng nhan dan
thanh phd Ha Noi vé viéc ban hanh mot sé quy dinh thu phi, 1& phi trén dia
ban thanh phd Ha Noi thudc tham quyén quyét dinh cua Hoi dong nhan dan
Thanh phd;

- Quyét dinh s6 1079/QD-BTP ngay 11/6/2024 cong bé thi tuc hanh chinh duoc
stra d6i, bd sung trong linh vuc ho tich thuc hién tai co quan ding ky ho tich
thuoc pham vi chitc nang quan Iy cua B6 Tu phap;

- Quyét dinh s6 3658/QD-UBND ngay 15/7/2024 cia UBND thanh phd Ha
Noi céng bd Danh muc thu tuc hanh chinh stra d6i, bo sung linh vuc h tich,
qudc tich thudc tham quyén giai quyét cua co quan, don vi trén dia ban thanh
phé Ha Noi;

- Quyét dinh 1277/QD-UBND ngay 07/3/2024 ciia UBND thanh pho Ha Noi
vé viéc ban hanh Quy trinh giai quyét tha tyc hanh chinh: Bang ky két hon,
Xac nhan tinh trang hon nhan tryc tuyén thudc thAm quyén giai quyét cua
UBND cap xa.

3.2

Ban |Ban

Thanh phan ho so chinh | sao

- To khai ding ky két hon theo mau, c6 du thong tin cta hai bén
nam, nir. Hai bén nam, nir co thé khai chung vao mét To khai
dang ky két hon (néu nguoi cd yéu cau lya chon ndp hd so theo
hinh thire tryc tiép);

- MAu ho tich dién tir trong tac dang ky két hon (do ngudi yéu cau
cung cap thong tin theo huéng dan trén Cong dich vu cong, néu
ngudi co yéu cau lya chon ndp ho so theo hinh thirc truc tuyén);

- Ngudi co yéu cau dang ky két hon thyc hién viéc ndp/xuat
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trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thurc truc
tuyén) cac gidy to sau:

* Gidy to phai ndp:

- Ban chinh Glay xac nhan tlnh trang hon nhan do Uy ban nhan
dan cép xd c6 tham quyén cip trong trudng hop ngudi yéu cau
diang ky két hon khong diang ky thuong tri tai dia ban xd,
phuong, thi trdn lam thu tuc ding ky két hon. Trudng hop cac
thong tin vé tinh trang hon nhan di c6 trong CSDLQDVDC,
CSDLHTDT dugc dién tu dong thi khong phai xuét trinh (theo
hinh thtc truc tiép) hodc tai 1én (theo hinh thirc truc tuyén).

* Gidy to phai xuat trinh:

- H6 chiéu hodc Chung minh nhan dan hodc Thé cin cudc cong
dan hodc Can cudc hodc cac gidy to khac co dan anh va thong
tin c4 nhan do co quan c6 thim quyén cap, con gia tri sir dung dé
ching minh vé nhan than cua ngudi cd yéu cau diang ky két hon.
Truong hop cac thong tin ¢4 nhan trong cac gidy to nay di co
trong CSDLQDVDC, CSDLHTDT, dugc hé thng dién tu dong
thi khong phai tai 1én (theo hinh thuc truc tuyén);

-Gidy to ¢o gia tri chtrng minh thong tin vé cu tra trong truong
hop co quan diang ky ho tich khong thé khai thac dugc thong
tin vé noi cu tri cua cong din theo céc phuong thirc quy dinh
tai khoan 2 Piéu 14 Nghi dinh sb 104/2022/ND-CP ngay
21/12/2022 cta Chinh phi. Truong hop cac thong tin vé gidy
to ching minh noi cu tra da dugc khai thac tur Co s¢ dir liéu
qudc gia vé dan cu bang cac phuong thirc nay thi nguoi cé yéu
cau khong phai xuit trinh (theo hinh thuc tryc tiép) hodc tai 1én
(theo hinh thuc truc tuyén);

- Trich lyc ghi chu ly hon déi vé6i truong hop cong dan Viét Nam
dang ky thuong tri tai dia ban x4 lam tha tuc dang ky két hon,
da duoc giai quyét viéc ly hon, huy viée két hon trude do tai co
quan c6 thim quyén nudc ngoai.

Luuy:

- P6i voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp hod so
theo hinh thirc truc tiép:

+ Nguodi 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
s0 va tra lai cho ngudi xuat trinh, khong duoc yéu cau nop ban
sao hodc ban chup gidy td do.

+ Nguoi yéu cau ding ky ho tich c6 thé nop ban sao ching thuc
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tir ban chinh hodc ban sao duoc cip tir s6 gdc hodc ban chup
kém theo ban chinh gidy to dé d6i chiéu. Truong hop ngudi yéu
cau nop ban chup kém theo ban chinh gidy to thi nguoi tiép nhan
c6 trach nhiém kiém tra, ddi chiéu ban chup véi ban chinh va ky
x4c nhan, khéng duoc yéu cau ngudi di ding ky ndp ban sao
gidy to do.

+ Nguoi tiép nhan ¢ trach nhiém tiép nhan ding, du ho so dang
ky ho tich theo quy dinh cua phap luat ho tich, khong duogc yéu
cau nguoi dang ky ho tich ndp thém gidy to ma phap luat ho tich
khong quy dinh phai np.

Nguoi tiép nhdn ho so thiee hién khai thdc théng tin trong Co sé
dit liéu quoc gia vé dan cw theo quy dinh phdp ludt néu nguoi
yéu cau ding ky hé tich da cung cdp ho, chir dém, tén; ngay,
thang, nam sinh; s0 dinh danh ca nhdn/can cudc cong dan/thée
can cudc/chirng minh nhéan déan. Trieong hop cdc théng tin cdn
khai théc khong c6 trong Co sé dir liéu qudc gia vé dan cw thi dé
nghi nguoi yéu cau ké khai day di.

- Béi voi gidy to gui kém theo néu ngudi yéu cau ndp hd so theo
hinh thtc truc tuyén:

+ Ban chup céac gidy to giri kém theo ho so dang ky két hon truc
tuyén phai bao dam rd nét, ddy du, toan ven vé ndi dung, 1 ban
chup béng may anh, di¢én thoai hodc dugc chup, dugc quét bﬁng
thiét bi dién tir, tir giéy t& duge cap hop 18, con gia tri str dung.

+ Trudng hop glay t0, tai liéu phai giri kém trong hd so dang ky
ket hén tryc tuyén da co ban sao dién tir hoac 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 h¢ tich nhén két qua (ban chinh Glay
chimg nhan két hon/ban sao Trich luc két hon), ngudi c6 yéu cau
ding ky két hon phai ndp ban chinh Gidy xac nhan tinh trang hon
nhan (néu théng tin vé tinh trang hon nhan chwa cd trong
CSDLQDVDC, CSDLHTDT).

- Gidy to do co quan c6 tham quyén cia nudc ngoai cip, cong
chimg hodc xac nhan dé sir dung cho viéc dang ky ho tich tai
Viét Nam phai duoc hop phap hoa lanh sy theo quy dinh cua
phap ludt, trir truong hop duwoc mién theo diéu wdc qudc t& ma
Vi¢t Nam 1a thanh vién.

- Truong hop nguoi yéu cau ding ky két hon khong cung cap
dugc gidy to néu trén theo quy dinh hodc gidy to ndp, xuét trinh
bi tiy x0a, stra chita, 1am gia thi co quan dang ky ho tich c6 tham
quyén hiy bo két qua dang ky két hon.




60

CONG BAO HA NOI/S6 375+376/Ngay 29-12-2024

3.3

S0 lwgng ho so' 01 bo

3.4

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

- Nam tir da 20 tudi trd 18n, nix tir da 18 tudi tré 1én;

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

- Céc bén khong bi mat nang luc hanh vi dan su;

- Viéc két hon khong thudc mét trong céc truong hop cam két hon, gom:
+Két hon gia tao;

+ Tao hon, cudng ép két hon, lira dbi két hon, can try két hon;

+ Nguoi dang c6 vo, co chéng ma két hon vai nguoi khac hodc chua co6 vo,
chua c6 chong ma két hon véi ngudi dang c6 chdng, 6 vo;

+ Két hon giira nhimg ngudi cing dong méu vé truc hé; giita nhitng nguoi co
ho trong pham vi ba doi; gitta cha, me nudi voi con nuoi; gitra ngudi da ting
la cha, me nudi véi con nudi, cha chéng véi con dau, me vo véi con ré, cha
duong véi con riéng cua vo, me ké v6i con riéng cua chong.

* Nha nudce khong thira nhdn hon nhén gitta nhitng ngudi cung gidi tinh.

3.5

Thoi gian xir ly

Ngay trong ngdy tiép nhan hd so; trudng hop nhan hd so sau 15 gio ma
khong giai quyét duoc ngay thi tra két qua trong ngay lam viéc tiép theo.
Truong hop can xac minh diéu kién két hon ctia hai bén nam, nit theo quy dinh
thi thoi han giai quyét khong qua 05 ngay.

3.6

Két qua thye hién thi tuc hanh chinh:

- Gidy chimg nhéan két hon (ban chinh), mdi bén vo, chong 01 ban; ban sao
Trich luc két hon (truong hop yéu cau cap ban sao Trich luc két hon).

- Ban dién tir Trich luc két hon (Ban dién tur sé& ty dong gui vé Kho quan
1y dit liéu dién ti cua ca nhan/dia chi thu dién ti/thiét bi so/dién thoai cla
ngudi yéu cau sau khi d3 hoan tat thu tuc dang ky két hon tai co quan ding
ky ho tich).

3.7

Noi tiép nhan va tra két qua

- Cong Dich vu cong Quéc gia (https://dichvucong.gov.vn)

- Cong Dich vu cong thanh phé Ha Noi (https://dichvucong.hanoi.gov.vn)

- B6 phan Mot ctra (TN&TKQ) caia UBND cép x4 noi cu tri cia bén nam hoac
bén nir.

3.8

Lé phi, Phi

- Mién L& phi.
- Phi cdp ban sao Trich luc két hon (néu c6 yéu cau): 8.000 dong/ban sao
trich luc




CONG BAO HA NOI/S6 375+376/Ngay 29-12-2024 61
3.9| Quy trinh xir ly cong viéc
TT Trinh tu TrfiAch Th0’1 Bié:l m?ttl/ Trz;lng Athzii
: nhiém | gian | Keét qua | HE thong
HO6 so duoc ndp truc tiép hoac ndp
hd so truc tuyén (bén nam hoic Tai khoan
B1 |bén nir co thé nop hd so ma khong Thanh g6m Tén
can ¢6 van ban 0y quyén cia bén phan hd | Didng nhép
con lai). so theo va Mat
- Truong hop ndp hod so truc tiép, Muc 3.2 khéu
cong dan ndp ho so ding ky két hon VNelD
tai B phan Mot ctra cia UBND cép
xa ¢6 thim quyén; ndp 1¢ phi néu
thuoc truong hop phai ndp 1€ phi
dang ky két hon; ndp phi cip ban sao
Trich luc két hon néu co yéu cau cip
ban sao Trich luc két hon.
- Trudong hop ndp hd so truc tuyén,
cong dan truy cap Codng dich vu
cong quéc gia hoic Cong dich vu
cong thanh phd, diang ky tai khoan .
(néu chua co tai khoan), xac thuc C(ing
ngudi dung theo huéng dan, ding dan
nhdp vao h¢ théng, xac dinh dung T khai
UBND cép xa ¢6 thim quyeén. dé’ng ky
Cong dich vu cong két ndi véi co s két hon
dit liéu dan cu dé khai thac cac
truong thong tin cia cong dan co
trong co so dit liéu dan cu.
Cong dan lya chon:
- Dich vu cong tryc tuyén,
- Quéan, Huyén, Thi xa
- UBND x4, phuong, thi trdn noi cu Biéu mau
tra cua bén Nam hodc bén N dién tur
- Linh vuc HO tich, tuong tac
- Thu tuc Pang ky két hon dang ky
két hon

Cong dan cung cip thong tin theo
biéu mau dién tir twong tac dang ky
két hon (trén Cong dich vu cong),
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dinh kém ban chup hoac ban sao
dién tir cac gidy tO; ndp phi, 1& phi
thong qua chic ndng thanh todn
tryc tuyén hodc bang cach thuc
khac theo quy dinh, hoan tit viéc
n6p ho so.

B2

- Cong chuc Bo phan Mot cua truy
cap Hé thong thong tin giai quyét
thti tuc hanh chinh cta thanh phd
kiém tra tinh chinh xac, déy du,
théng nhét, hop 1¢ cua hd so.

(i) Truong hop hé so day du, hop 18
thi tiép nhan ho so, c6 Phiéu hen, tra
két qua cho ngudi c6 yéu cau (néu
ngudi ¢d yéu cau lwa chon hinh
thirc nop hod so truc tiép) hodc giri
ngay Phiéu hen, tra két qua qua thu
dién ttr hodc giri tin nhan hen tra két
qud qua di¢n thoai di dong cho
ngudi cd yéu cau (néu ngudi cd yéu
cau lya chon hinh thirc ndp ho so
truc tuyén), chuyén hd so dé cong
chuc 1am cong tac ho tich xur 1y.

Sau khi tiép nhan ho so theo hinh
thirc nop truc tiép, can by tiép nhan
hé so tai Bo phan mdt cira thuc hién
s6 hoa (sao chup, chuyén thanh tai
li€u dién tir trén hé théng thong tin,
co s& dir liéu) va ky s vao tai liéu,
ho so giai quyét thi tuc hanh chinh
da duoc s6 hoa theo quy dinh.

(i) Truong hop ho so chua day du,
hop 1€ thi c6 thong bdo cho nguodi
yéu cau bd sung, hoan thién ho so,
néu 1o loai gidy to, noi dung can bd
sung dé ngudi c6 yéu cau bd sung,
hoan thién. Sau khi hd so dugc bd
sung, thuc hién lai budc (i),

(iii) Trudng hop ngudi co yéu ciu

Cong
churc
Bo
phan
Mot
cua

Khong
qua 02
gio

Phiéu kiém
soat qua
trinh giai
quyét
hé so
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diang ky két hon khong bd sung,
hoan thién duogc hd so thi thong bao
tir chdi giai quyét yéu cau dang ky
két hon, va bao cio Truong Bo
phan Mot cura

Cong chuc B6 phan Mot cua truy
cap Hé thong thong tin giai quyét
tht tuc hanh chinh cta thanh phd
chuyén hd so sang Hé thong thong
tin dang ky, quan 1y ho tich cho
cong chuc Tu phap - HO tich

B3

- Cong chuc tu phap - ho tich tham
tra hd so (thim tra tinh thong nhat,
hop 16 ciia cac thong tin trong hd so,
gidy t0, tai liéu dinh kém).

+ Truong hop hd so can bd sung,
hoan thién hoic khong du diéu kién
giai quyét, phai tir chdi thi giri
thong bao vé tinh trang hd so t6i Bo
phan mdt cua dé thong bédo cho
ngudi nép hd so — thuc hién lai
budc (ii) hoac (iii);

+ Truong hop can phai kiém tra,
xac minh lam rd hoac do nguyén
nhan khac ma khong thé tra két qua
ding thoi gian da hen thi cong chirc
lam cong tac ho tich 1ap Phiéu xin
15i va hen lai ngay tra két qua, trong
d6 néu 18 1y do cham tra két qua va
thoi gian hen tra két qua, chuyén Bo
phan mdt cua dé tra cho nguodi co
yéu cau (néu ngudi cé yéu cau lua
chon hinh thtrc ndp hd so truc tiép),
hodc gui Phiéu xin 16i va hen lai
ngdy tra két qua qua thu dién tu
hodc gui tin nhén qua dién thoai di
doéng cho ngudi co6 yéu cau (néu
ngudi c6 yéu cau lwa chon hinh
thire ndp ho so truc tuyén).

Cong
chirc
Bo
phan
Mot
cura

Khong
qua 01
gio
-Truon
g hop
Xac
minh
thi
khong
qua 04
ngay

Ho so
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+ Néu thay ho so day du, hop 1¢, cac
bén co di diéu kién két hon theo
quy dinh cua Luat Hon nhan va gia
dinh, khong thudc truong hop tur
chédi ding ky ket hon theo quy dinh,
truong hop tiép nhan ho so dang ky
két hon theo hinh thie tryc tiép, thi
cong chuc tu phap - ho tich thuc hién
viéc ghi vao So6 dang ky két hon, cap
nhat thong tin dang ky két hon va luu
chinh thrc trén Phan mém dang ky,
quan ly hd tich dién tur dfmg chung.
Truong hop tiép nhan hd so dang ky
két hon theo hinh thuc tryc tuyén,
cong chue tu phap - ho tich gui lai
biéu mau Gidy ching nhan két hon
dién tu V01 thong tin day da cho
nguoi yéu cau qua thu dién tir hodc
thiét bi so.

Nguoi yéu cau c6 trach nhiém kiém
tra tinh chinh xac, day du cua céc
thong tin trén biéu mau Gidy chung
nhan két hon dién tir va x4c nhan
(t6i da mot ngay).

Néu nguoi cd yéu cau xac nhan
thong tin d3 thong nhat, day du
hodc khong c6 phan hoi sau thoi
han yéu cau thi cong chirc tu phap -
hd tichthyc hién viéc ghi ndi dung
vao S6 ding ky két hon, cap nhat
thong tin ding ky két hén va luu
chinh thirc trén Phan mém ding ky,
quan ly ho tich dién tur dung chung.

B4

Cong chure tu phap - ho tich du thao,
trinh Lanh dao UBND cép x4 ky ban
gidyGidy chimg nhan két hon; ky s6
Gidy chung nhan két hon; Chuyén
h6 so tir Hé thdng thong tin ding
ky, quan 1y ho tich sangHé thong
thong tin giai quyét thu tuc hanh

Cong
chue tu
phap -
ho tich

Khong
qua 02
gio

Gidy
ching
nhan két
hon
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chinh cua Thanh phd.
Lanh dao UBND cép xi ky Gidy Hé thong
chtng nhan két hon ban gidy, ky s6 gui tin
Gidy ching nhan két hon Ban dién nhin t&i
tu, ban giay chuyén cong chuc Tu| | . A . email cta
phap - HO tich va cong chiic Van Lanh Kh?ng Gl,ay cong dan
B35 | phong - Théng ké dao qua}OI chu’ng, thong bao
' UBND | gi0 | nhan két . 1k
cap xa hon da 6 ket
qua kinh
moi cong
dan dén
nhan
- Nguoi ¢o yéu cau dang ky két hon Truong
(hai bén nam, nir phai c6 mit, xuat hop Co so
trinh gidy to tuy than dé ddi chiéu) dir liéu dan
kiém tra thong tin trén Gidy chimg cu da duoc
nhan két hon, trong SO dang ky két tich hop,
hon, khéng dinh sy ty nguyén két chia sé, két
hén va ky tén vao S6 diang ky két ndi, cong
hon, ky tén vao Giay chung nhan| . dan da co
két h(”)r}ll, mdi bén narz, nir nién 01 Coflg Kh,o ng xac thuc
bén chinh Gidy chimg nhan két hon, | SPYC | qud ?{% dinh danh
- Cong chuc Mot ctra xac nhan da Nq[QF %10:[156 dién tu,
dbi chiéu ban chinh va d& nghi (‘:’gi ‘éiérgl ik cong dan
cf)r}g dan kiém tra’théng tin trén dﬁng cong chtrr?g khQng can
B6 | Giay chirng nhan két hon va trong Cong | dan | nhan két x.l}ét trinh
So6 dang ky k@t hon; hoan tat ho so hie | dén Bo 1.1A gidy to tuy
va ky vao SO theo quy dinh cua ¢ EI ¢ A on than
luat ho tich. lz{an thirt‘
- Thu phi cép ban sao trich luc (néu I")Fh%ril%g_ Cﬁ’él)
c6) (8.000d/ban trich luc) Ka

- Cong chtrc Van phong-Théng ké
phat hanh vin ban ban gidy, ban
dién tr (Hé thong tu dong chuyén
két qua ban dién tir dén Tai khoan,
email, Kho quan 1y dir liéu dién to
ctia cong dan).Ban gidy chuyén cong
chirc tu phap - ho tich dé chuyén Bo
phan Mot cira tra két qua cho cong
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dan nhan Gidy chimg nhan két hon.
- Hb so, két qua giai quyét TTHC
duge s6 hoa

(Tong thoi gian giai quyét tir Bl
dén B6 hoan thanh trudc 16 gid 30
phat trong ngay tiép nhan hd so.
Péi v6i truong hop tiép nhan hd so
sau 15 gio, tra két qua trude 11 gio
ngdy lam viéc tiép theo. Poi voi
truong hop phai xac minh theo quy
dinh thi tong thoi gian giai quyét
khong qua 05 ngay)

. Cong | Trong
Thyc hién Iuu ho so theo quy dinh | chirc tw|  gio

phap - | hanh
ho tich | chinh

HO so

Biéu mau

Hé thong biéu mau (Thong tu s6 01/2018/TT-VPCP cua Vian phong Chinh phu)

T khai ding ky két hon (néu truc tiép) (Thong tu sé 04/2024/TT-BTP cua Bo
Tu phap)

Gidy chimg nhan két hon, Trich luc két hén (Théng tu sb 04/2020/TT-BTP
cua BO Tu phap)

Biéu miu dién tir twong tac dang ky két hon (néu ndp ho so truc tuyén) (Thong
tu s6 03/2023/TT-BTP ctua B6 Tu phép).
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Doc 1ap — Tu do — Hanh phic

TO KHAI PANG KY KET HON

(1) Kinh giri: ®Uy ban nhan dan. ... )

Thong tin Bén nir Bén nam

Ho, chit dém, tén

Ngay, thang, nam sinh

Dan toc @

Quéc tich @

Noi cu tra @

Gidy to tiy than ©

Két hon lan the may

Chung t61 cam doan nhiing 101 khai trén day 1a dung sy that, viéc két hon caa
chung t61 1a tu nguyén, khong vi pham quy dinh cia Luat hon nhan va gia dinh
Viét Nam.

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

Dé nghi Quy co quan ding ky.

,NGAY .cc....... thang ........... nam.............
Bén nir Bén nam
(Ky, ghi 10 ho, chitr dém, tén) (Ky, ghi 10 ho, chir dém, tén)

Pé nghi cip ban sao®: Co |:|, Khoéng L]
S6 luong: ....... ban
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Chau thich:

D@ Tryong hop lam thu tuc ding ky két hon c6 yéu td nudc ngoai, thi phai dan anh
cua hai bén nam, nir.

®) Ghi 16 tén co quan dang ky két hon.

@ Chi ghi trong truong hop nguoi c6 yéu ciu ding ky ho tich chwa co/khong cung
cap s dinh danh ca nhan/can cudc cong dan/thé can cudc/chirg minh nhan dan.

Trudng hop phai cung cép thong tin “Noi cu tri” thi ghi theo noi dang ky thuong
tra; néu khong c6 noi dang ky thuong tra thi ghi theo noi dang ky tam tra; truong hop
khong c6 noi dang ky thuong tri va noi dang ky tam tra thi ghi theo noi ¢ hién tai.

®Ghi sb dinh danh c4 nhan/cin cudc cong dan/thé can cude (vi du: Cin cude cong
dan s6 025188001010 do Cuc Canh sat QLHC vé TTXH cép ngay 20/11/2021). Trudng
hop khéng ¢6 sé dinh danh c4 nhan/cin cude cong dan/thé cin cude thi ghi gidy to hop 18
thay thé (ho chiéu, chirng minh nhan dan,...).

© Pé nghi danh dau X vao 6 néu cé yéu cau cap ban sao va ghi rd so luong.
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NOI DUNG MAU HO TICH PIEN TU TUONG TAC PANG KY KET HON

I. Thong tin bén nir

(1) Anh (trudng hop 1am thi tuc dang ky két hon co yéu té nude ngoai);

(2) Ho, chit dém, tén;

(3) Ngay, thang, nam sinh (tach biét riéng 03 trudng thong tin ngay, thang, nam);

(4) Dan toc;

(5) Qudc tich;

(6) S6 dinh danh c4 nhan;

(7) Giay to tuy than: Loai gidy to st dung (CCCD/CMND/H{ chieu/Gidy to
hop I¢ thay thé); s0, ngay, thang, nam cap, co quan cap; ban chup dinh kém;.

(8) Noi cu tra (noi thuong tri/noi tam tra/noi dang sinh song);

(9) Két hon 1an thir méy.

II. Thong tin bén nam

(10) Anh (truong hop lam thu tuc dang ky két hon c6 yéu t6 nudc ngoai);

(11) Ho, chir dém, tén;

(12) Ngay, thang, nam sinh (tach biét riéng 03 truong thong tin ngay, thang, nam);

(13) Dan tdc;

(14) Qudc tich;

(15) S6 dinh danh c4 nhén;

(16) Gidy to tuy than: Loai gidy to su dung (CCCD/CMND/HO chiéu/Gidy to
hop 16 thay thé); s, ngdy, thang, nim cp, co quan cip; ban chup dinh kém;

(17) Noi cu trti (noi thudng tr/noi tam tra/noi dang sinh song);

(18) Két hon lan thir méy;

(19) Bé nghi cap ban sao:

o Co

S6 lugng ban sao yéu cau: ...

o Khong

(20) Ho so dinh kém theo quy dinh.

* Ngudi yéu cau cam doan céc thong tin cung cap 1a ding su that, viéc két hon
cua hai bén 1a hoan toan ty nguyén, khong vi pham quy dinh cua Lg@t hon nhan va
gia dinh Viét Nam, chiu hoan toan trach nhiém trudc phap luat vé ndi dung cam
doan cua minh.
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* Truong hop céac thong tin vé gidy to chimg minh noi cu tra da duoc khai thac
tir CSDLQGVDC, duoc hé thong dién tu dong thi khong phai xuét trinh (theo hinh
thirc tryc tiép) hodc tai 1én (theo hinh thirc tryc tuyén).

* Mau dién tur tuong tac ghi nhan thot gian (glo phut, gidy, ngay, thang, ndm)
hoan tat viéc cung cp thong tin; ngudi yéu cau trudc d6 di ding nhap vao hé
théng, thuc hién x4c thue dién tir theo quy dinh.

Nguoi yéu cau dang ky két hon nhan ban chinh Gidy ching nhan két hon truc
tiép tai co quan dang ky ho tich.

Ban di¢n tr s€ tu dong gt vé Kho quan ly dit li€u dién tir cia ca nhan/dia chi thu
dién t/thiét bi s6/dién thoai ciia nguoi yéu ciu sau khi di hoan tat thu tuc dang ky
két hon tai co quan ding ky ho tich.
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UY BAN NHAN DAN CONG HOA XA HOQI CHU NGHIA VIET NAM

S6: @ /TLKH-BS

TRICH LUC KET HON
(BAN SAO)

Ho, chivr dém, tén vo:......................

Ngay, thang, nam sinh: ...
Dantoc: ...
QUOC tHCh: oo

NOL CU IO oo

Gidy to toy than: ...

Ho, chir dém, tén chdng:...................

Ngay, thang, ndm sinh: ...
Dantoc: ...
QUBC N oo

NOLCU IO o,

Gidy to tly thAn: ...

GRIE CIIULI® et

Thue hién trich luc tir: ©

NGUOI KY TRICH LYC ,
(Ky, ghi 0 ho, chir dém, tén, chirc vu, dong dau)
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Chau thich:

() Ghi tén co quan thuce hién viéc cap ban sao Trich luc két hon (ghi du cac cip
hanh chinh).

@ Ghi theo s trong S6 cip ban sao Trich luc ho tich ciia co quan thuc hién viéc cap
ban sao Trich luc két hon.

®) Ghi 5 tén co quan di thyc hién viéc dang ky két hon.

@ - Truong hop dang ky lai két hon; ding ky hon nhan thuc té theo quy dinh tai
khoan 2 Diéu 44 ctia Nghi dinh s6 123/2015/ND-CP; céng nhan viéc két hon theo quy
dinh tai Diéu 11 Luat hon nhan va gia dinh; thuc hién lai viéc dang ky két hon theo quy
dinh tai Didu 13 ctia Luat hon nhan va gia dinh thi ghi rd tai muc nay va ghi rd ngay xac
1ap quan hé hon nhan.

Vi du: Pang ky lai két hon, quan hé hon nhan dugc xéc 1ap tir ngay 01/5/1998

Ping ky hon nhéan thyc té theo quy dinh tai khoan 2 Diéu 44 cia Nghi dinh s6
123/2015/ND-CP, quan h¢ hon nhan dugc xac 1ap tir ngay 01/5/1985

Quan hé hén nhan dugc cong nhén tir ngdy ..... theo Ban an/Quyét dinh sé .... ngay

Thuyec hién lai viéc dang ky két hon theo quy dinh tai Diéu 13 cua Luat hon nhan va gia
dinh, quan hé hon nhan duoc xac 1ap tr ngay 01/5/2015.

- Trudng hop da ly hon/ghi vao S6 ho tich viéc ly hon ciing can ghi rd tai muc nay.

Vi du: D’é ly hél}/ghi vao S6 ho tich viéc ly hon theo Ban én/Quyét dinh/Trich luc ghi
cha ly hon s6........cap ngay...... thang......nam........

4 Tuy theo cach thirc thuc hién, ghi rd cin ctr cAp ban sao tir: S6 dang ky két hon
hodc Co so dir li€u ho tich dién tur.
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4. Thi tuc dang ky nhan cha, me, con(QT-XP-04)

Muc dich

Quy trinh nay quy dinh trinh tu va cach thuic g1al quyet ho so cua cong dan
c6 dé nghi dang ky nhan cha, me, con thudc tham quyén giai quyét cia Uy
ban nhan dan cap xa

Pham vi

- Ap dung ddi voi ca nhan dang ky nhan cha, me, con.
- Ap dung dbi véi cong chirc UBND cép xa thuc hién Quy trinh nay.

Noi dung quy trinh

3.1

Co sé phap ly

- Luat Hon nhan va gia dinh nam 2014;

- Luat HO tich nam 2014;

- Nghj dinh s6 123/2015/ND-CP ngay 15/11/2015 cta Chinh pha quy dinh chi
tiét mot s didu va bién phap thi hanh Luat Ho tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cta Chinh pha quy dinh vé Co
s& dit li¢u ho tich dién tir, dang ky ho tich truc tuyén;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 ctia Chinh phu stra ddi,
b6 sung mot sé diu cua cic nghi dinh lién quan dén viéc ndp, xuét trinh
s6 ho khau, s6 tam tra gidy khi thuc hién thu tuc hanh chinh, cung cép dich
vu cong;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo truongBo Tu phap quy
dinh chi tiét thi hanh mot s diéu cua Luat HO tich va Nghi dinh sb
123/2015/ND-CP ctia 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 ctia Bo Tu phéap quy dinh
chi tiét mot s dicu va bién phap thi hanh Nghi dinh s 87/2020/ND-CP
cua Chinh phu quy dinh vé Co s6 dit liéu ho tich dién tu, dang ky hd tich
tryc tuyén;

- Thong tu s6 03/2023/TT-BTP ngay 02/8/2023 ctiia Bo Tu phép sira d6i, bd
sung mot s ndi dung cua Thong tu sé 01/2022/TT-BTP cua B6 Tu phap
quy dinh chi tiét mot sé diéu va bién phap thi hanh Nghi dinh
s6 87/2020/ND-CP cua Chinh phi quy dinh vé Co sé dir liéu ho tich dién
ttr, dang ky ho tich truc tuyén;

- Thong tu sd 04/2024/TT-BTP cua B Tu phap sira doi, bo sung mot sb
diéu cta Thong tu sb 02/2020/TT-BTP ctia B6 Tu phap ban hanh, hudng dan
stt dung, quan 1y mau so6 qudc tich va miu gidy to vé qudc tich va Thong tu
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s6 04/2020/TT-BTP ctia B6 Tu phéap quy dinh chi tiét thi hanh mét sé diéu
ciia Luat Ho tich va Nghi dinh s6 123/2015/ND-CP quy dinh chi tiét mot sd
diéu va bién phap thi hanh Luat Ho tich;

- Thong tu s6 281/2016/TT-BTC cua Bo Tai chinh quy dinh muic thu, ché do
thu, ndp, quan 1y va str dung phi khai thac, sir dung thong tin trong co s& dir li¢u
ho tich, phi x4c nhan c6 qudc tich Viét Nam, phi xac nhan 13 ngudi gde Viét
Nam, 1¢ phi quéc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ctia Bo Tai chinh huéng dan
vé phi va 1¢ phi thudc tham quyén quyét dinh cuia Hoi ddng nhan dén tinh, thanh
phd truc thude Trung wong;

- Théng tu s6 106/2021/TT-BTC cta B Tai chinh stra doi, bd sung mot sd
diéu cta Thong tu s6 85/2019/TT-BTC ctia Bo Tai chinh huéng dan vé phi
va 1& phi thudc thim quyén quyét dinh ctia Hoi dong nhén dan tinh, thanh
phé trie thude Trung uong;

- Nghi quyet sO 06/2020/N Q-HDND ngay 07/7/2020 ctia Hoi dong nhan dan
thanh phé Ha Noi vé viéc ban hanh mot sO quy dinh thu phi, 1¢ phi trén dia
ban thanh phé Ha Noi thudc thim quyén quyét dinh cia Hoi dong nhan dan
Thanh phd;

- Nghi quyét s607/2023/NQ-HPNDngay 04/7/2023 ctiia Hoi dong nhan dan
thanh phé Ha Noi vé viéc thu phi, 18 phi thudc thAm quyén quyét dinh cta
Ho61 déng nhan dan Thanh phé trén dia ban thanh phé Ha Noi;

- Quyét dinh s6 1079/QD-BTP ngay 11/6/2024 cong bd thu tuc hanh chinh
duoc sira doi, bo sung trong linh vuc ho tich thyuc hién tai co quan ding ky ho
tich thuoc pham vi chtrc nang quan ly cua Bo Tu phéap;

- Quyét dinh s 3658/QD-UBND ngay 15/7/2024 caa UBND thanh phd Ha
Noi cong bd Danh muc thi tuc hanh chinh stra déi, bo sung linh vuc hd tich,
qudc tich thudc thdm quyén giai quyét ctia co quan, don vi trén dia ban
thanh phd Ha Noi.

3.2

Ban | Ban

Thanh phan ho so chinh| sao

- To khai dang ky dang ky nhan cha, me, con theo mau (néu
ngudi co yéu cau lya chon ndp hd so theo hinh thirc truc tiép);

- Mau ho tich dién tir tuong tac ding ky nhan cha, me, con (do
ngudi c6 yéu cau cung cip thong tin theo hudng din trén Cong
dich vu cong, néu ngudi co yéu cau lua chon ndp hd so theo hinh| X
thure truc tuyén);

- Ngudi ¢6 yéu cau diang ky nhan cha, me, con thuc hién viéc
ndp/xuit trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh
thire truc tuyén) cac gidy to sau:
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* Gidy to' phai ndp:

- Chung ctr chirng minh quan h¢ cha, con hodc quan hé me, con
gom:

+ Vin ban cla co quan y t&, co quan giam dinh hoic 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 phai c6 van ban
cam doan cta cdc bén nhan cha, me, con vé mdi quan h¢ cha,
me, con va cé it nhat hai nguoi 1am chimg vé mdi quan hé cha,
me, con.

* Gidy to' phai xuat trinh:

- Ho chiéu hodc Chtng minh nhan dan hogc The can cudc cong
dan hodc Can cudc hodc cac glay to khac co dan anh va thong
tin ca nhan do co quan co tham quyén cap, con gia tri sir dung
dé chirng minh vé nhan than ciia nguoi ¢6 yéu ciu ding ky nhan
cha, me, con. Trudng hop céc thong tin ca nhan trong cac gidy
t& ndy da co trong co so dit liéu quoc gia dich vu cong, co so dit
lidu hé théng dién tir, dugc hé théng dién tu dong thi khong phai
tai 1én (theo hinh thirc truc tuyén);

- Gidy to c6 gia tri chimg minh thong tin vé cu trG trong
truong hop co quan diang ky ho tich khong thé khai thac dugc
thong tin vé noi cu tra ctia cong dan theo cac phuong thuce quy
dinh tai khoan 2 Diéu 14 Nghi dinh s6 104/2022/ND- CP ngay
21/12/2022 caa Chinh phu. Trudng hop cac thong tin vé gidy
to chu:ng mmh noi cu tra da dugc khai thac tur Co s¢ dit licu
quoc gia vé dan cu bang cac phuong thirc nay thi nguoi c6 yéu
cau khong phai xuat trinh (theo hinh thire truc tiép) hodc tai
1én (theo hinh thtrc tryc tuyén).

Luuy:

- Béi véi gidy to ndp, xuat trinh néu ngudi yéu cau ndp hd so
theo hinh thirc truc tiép:

+ Nguoi tiép nhan c6 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 ngudi xuat trinh, khong duge yéu cau ndp ban
sao hodc ban chup gidy to do.

+ Ngudi yéu cau dang ky ho tich c¢d thé ndp ban sao ching thuc
tir ban chinh hodc ban sao dugc cap tir s6 goc hodc ban chup
kem theo ban chinh gidy to dé ddi chiéu. Truong hop nguoi yéu
cau nop ban chup kém theo ban chinh gidy to thi ngudi tiép
nhén c6 trach nhiém kiém tra, d6i chiéu ban chup v&i ban chinh
va ky xéac nhén, khong duoc yéu cau ngudi di dang ky nop ban
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sao gidy td do.

+ Ngudi tiép nhan co trach nhiém tiép nhan dung, du ho so dang
ky ho tich theo quy dinh cua phap luat ho tich, khong duogc yéu
cau ngudi ding ky ho tich ndp thém gidy t& ma phap luat ho
tich khong quy dinh phai ndp.

Nguoi tiép nhan hd so thyc hién khai thac thong tin trong Co sO
dir liéu quéc gia vé dan cu theo quy dinh phap luat néu nguoi
yéu cAu dang ky ho tich da cung cép ho, chir dém, tén; ngay,
thang, nam sinh; s6 dinh danh ca nhan/cin cude cong dan/thé
can cudc/chimg minh nhan dan. Trudng hop céc thong tin can
khai thac khong c6 trong Co s& dir liéu quéc gia vé dan cu thi
dé nghi ngudi yéu cau ké khai day du.

- Péi v6i gidy to gui kém theo néu ngudi yéu cau ndp hod so
theo hinh thirc truc tuyén

+ Bén chyp céac glay to giri kém theo hd so dang ky nhan cha,
me, con tryc tuyén phai bao dam rd net, day du, toan ven vé ndi
dung, 1a ban chyp bang may anh, di¢n thoai hoac dugc chup,
duoc quét bang thiét bi dién tu, tir gidy to duoc cap hop 18, con
gia tri st dung.

+ Truong hop gidy to, tai liéu phai gui kém trong ho so ding ky
nhén cha, me, con tryc tuyén di c6 ban sao dién tir hodc da co
ban dién tir gidy to ho tich thi nguoi yéu cau duoc st dung ban
dién tr nay.

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

- Gidy to do co quan c6 thim quyén cua nudc ngodi cip, cong
chimg hodc x4c nhan dé sir dung cho viéc dang ky ho tich tai
Viét Nam phai duoc hop phap hoa lanh su theo quy dmh cua
phap ludt, trir trudng hop duge mién theo diéu udc qudc té ma
Vi¢t Nam la 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 nop,
xut trinh bi tay X0a, sira chira, lam gia thi co quan dang ky ho
tich ¢6 tham quyen huy bo két qua dang ky nhan cha, me, con.

- Trudng hop cho phép nguoi 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 hg tich phai giai thich rd cho nguo1 13p van ban cam
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doan vé trach nhiém, hé qua phap 1y cta viéc cam doan khong
ding su that.

Co quan diang ky ho tich tir chdi giai quyét hodc dé nghi co
quan c6 tham quyén hity bo két qua dang ky ho tich, néu c6 co
so xac dinh ndi dung cam doan khong dung su that.

33

S6 lwong ho so

01 bd

3.4

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

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

- Viéc nhén cha, me, con khong cc') tranh chap;

- Truong hop nam, nit chung song v6i nhau nhu vo chong, khong dang ky
két hon, sinh con, ngudi con sdng cung véi nguoi cha, khi ngum cha lam thu
tuc nhan con ma khéng lién hé dugc véi nguoi me thi khéng can co v kién
cua nguoi me trong To khai dang ky nhéan cha, me, con.

3.5

Thoi gian xur ly

03 ngay. Truong hop can phai xac minh theo quy dinh thi thoi han giai quyét
khong qua 08 ngay.

3.6

Két qua thye 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 (trudng hop yéu cau cip ban sao Trich luc ding ky nhan
cha, me, con).

- Ban dién t Trich luc dang ky nhéan cha, me, con (Ban dién tir s€ tu dong
giri vé Kho quan 1y dir liéu dién tr cta ca nhan/dia chi thu dién ti/thiét bi
s6/dién thoai cla nguoi yéu cau sau khi d3 hoan tat thu tuc dang ky nhan cha,
me, con tai co quan dang ky ho tich).

3.7

Noi tiép nhén va tra két qua

- Cong Dich vu cong Qudc gia (https://dichvucong.gov.vn)

- Cong Dich vu cong thanh phé Ha Noi (https://dichvucong.hanoi.gov.vn)

- B6 phan Mot ctra (tiép nhan va tra két qua) caa UBND cép x4 noi cu tra
cuia nguoi nhan hoac nguodi dugce nhan 1a cha, me, con.

3.8

Lé phi, Phi

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

- Mitrc thu Lé phi d6i voi dich vu cong truc tuyén khi to chtre, ca nhan ndp hd
so thye hién TTHC trén Cong Dich vu cong bang Khong (Khong thu).

- Néu cong dan dang ky truc tiép tai UBND cép xa: Lé phi: 10.000 dong
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- Phi cap ban sao Trich luc ddng ky nhan cha, me, con: 8.000d6ng/ban sao
trich luc
3.9 | Quy trinh xir ly cong viéc
, . Biéu Trang
TT Trinh tu T;f‘fh Thol |\ aw | thai He
nhi¢m | gian | qui théng
Hb so duge ndp truc tiép tai By phan
Mot cira cia UBND cép x3 hodc ndp Tai khoan
tryc tuyén (mot bén ¢ thé nop ho so g6m Tén
ma khong phéi ¢ van ban ity quyén Dang nhap
cta bén con lai). Thanh va Mat
- Trudng hop ndp hd so truc tiép, phan ho khau
cong dan ndp ho so tai B6 phan Mot $O VNelD
ctra ciia UBND cép x3 c6 thAm quyén; theo Muc
nodp 18 phi néu thude truong hop phai 3.2
ndp 1€ phi dang ky nhan cha, me,
con; ndp phi cip ban sao Trich luc
dang ky nhan cha, me, con néu co
yéu cau cip ban sao Trich lyc ding
ky nhan cha, me, con.
- Truong hop ndp hd so truc tuyén,
cong dan truy cap Cong dich vu Cong
Bl cong quéc gia hoac Céng dich vu| dan
cong thanh phd, dang ky tai khoan
(néu chua co tai khoan), xac thuc
ngudi dung theo huéng dan, ding
nhip vao hé thdng, xac dinh dung
UBND cép xa ¢6 thim quyén.
Céng dich vu cong két ndi véi co so 2 x
N A A 2 C o Bi€u mau
dir liéu dan cu dé khai thac cac dien tir
treong thong tin cia cong dan co o
A TiAL AA tuong tac
trong co s¢ dir li¢u dan cu. < ,
A A dang ky
Cong dan lya chon: n
. © . nhan cha,
- Dich vu cong truc tuyén, me, con

- Quén, Huyén, Thi xa

- UBND x4, phuong, thi trin c6
tham quyén

- Linh vuc HJ tich,
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- Thu tuc Pang ky nhan cha me con
Cong dan cung cap théng tin theo
biéu mau dién tor (trén Cong dich
vu cong), dinh kem ban chup hodc
ban sao dién to cac gidy td; ndp
phi, 1€ phi thong qua chic nadng
thanh toan truc tuyén hodc bang
cach thuc khéac theo quy dinh, hoan
tat viéc nop ho so.

B2

- Cong chuc B phan Mot cua truy
cap Hé thong thong tin giai quyét thu
tuc hanh chinh cta thanh phé kiém
tra tinh chinh xac, day du, thong
nhét, hop 1é cta ho so.

(i) Truong hop hd so day dua, hop 18
thi tiép nhan hd so, c6 Phiéu hen,
tra két qua cho ngudi cé yéu ciu
(néu ngudi co6 yéu cau lya chon
hinh thire ndp ho so truc tiép) hoic
gri ngay Phiéu hen, tra két qua qua
thu dién tr hodc gui tin nhin hen
tra két qua qua dién thoai di dong
cho nguoi ¢ yéu cau (néu ngudi co
yéu cau lya chon hinh thic ndp hod
s0 truc tuyén), dong thoi chuyén hd
so dé cong chirc lam coéng tic ho
tich xur 1y.

Sau khi tiép nhan hd so theo hinh
thirc ndp truc tiép, can bd tiép nhan
hd so tai Bo phan mdt ctra thyc hién
s6 hoa (sao chup, chuyén thanh tai
liéu dién tir trén hé théng thong tin,
co s& dir liéu) va ky sb vao tai liéu,
hé so giai quyét thil tuc hanh chinh
da duogc s6 hoa theo quy dinh.

(ii) Truong hop hd so chwa day du,
hop 1€ thi c6 thong bao cho nguoi
yéu cau bd sung, hoan thién hd so,
néu rd loai gidy to, ndi dung cin bod

Cong
chirc
B
phan
Mot
cua

04 gid

- Phiéu
kiém soat
qua trinh
giai quyét
hd so theo
quy dinh.
- Phiéu
hen tra két
qua.

- Phiéu
yéu cau bd
sung
hd so
- Phiéu tir
chdi tiép
nhan giai
quyét ho
SO
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sung dé ngudi co6 yéu cau bd sung,
hoan thién. Sau khi hd so duge bod
sung, thuc hién lai budc (i),

(iii) Truong hop nguoi cd yéu cau
dang ky nhan cha, me, con khong bo
sung, hoan thién dugc hd so thi bao
cao Truong bd phan mot ctra cd
thong bao tir chéi giai quyét yéu cau
dang ky nhan cha, me, con.

Cong chirc BO phan Mot ctra truy
cap Hé thong thong tin giai quyét thu
tuc hanh chinh cta thanh phé chuyén
hé so sang Hé thong thong tin ding
ky, quan ly ho tich cho cong chuc
Tu phap - HO tich

B3

- Cong chirc tu phap - ho tich tham tra
ho so (thdm tra tinh thong nhét, hop 16
ctia cac thong tin trong hd so, gidy to,
tai liéu do nguoi yéu ciu ndp, xuit
trinh hodc dinh kém).

+ Trudng hop hd so can bo sung, hoan
thién hoic khong du diéu kién giai
quyét, phai tir chéi thi giri théng béo
vé tinh trang hd so t6i Bo phan mot
ctra dé thong bao cho ngudi nop hd so
— thyuc hién lai bude (i) hoac (ii1);

+ Trudng hop can phai kiém tra, xac
minh 1am rd hodc do nguyén nhan
khac ma khong thé tra két qua dang
thoi gian da hen thi cong chirc lam
cong tac ho tich lap Phiéu xin 13i va
hen lai ngay tra két qua, trong d6 néu
6 1y do cham tra két qua va thoi
gian hen tra két qua, chuyén Bo phan
mot cira dé tra cho nguoi ¢ yéu cau
(néu nguoi co yéu cau lua chon hinh
thirc ndép ho so truc tiép), hoic gui
Phiéu xin 18i va hen lai ngay tra két
qua qua thu dién tor hodc gui tin

Cong
chure
tu
phap -
ho tich

08 gio.
Truong
hop
can xac
minh:
05
ngay

Phiéu
kiém soét
qua trinh
giai quyét

hd so
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nhin qua dién thoai di déng cho
ngudi cd yéu cau (néu nguoi cé yéu
cau lga chon hinh thic ndp hd so
truc tuyén).

+ Néu théy viéc nhan cha, me, con la
dung va khong c6 tranh chap, ho so
day du, hop 18, dung quy dinh, trudng
hop tiép nhan hd so ding ky nhéan
cha, me, con theo hinh thirc truc tiép,
thi cong chic tu phap - ho tich thuc
hién viéc ghi vao S6 ding ky nhan
cha, me, con, cdp nhat thong tin dang
ky nhan cha, me, con va luu chinh
thirc trén Phan mém ding ky, quan 1y
hd tich dién tr dung chung.

Truong hop tiép nhan ho so ding ky
nhan cha, me, con theo hinh thirc truc
tuyén, cong chirc tu phap - ho tich giri
lai biéu mau Trich lyc dang ky nhan
cha, me, con dién tir véi thong tin
day du cho nguoi yéu ciu qua thu
dién tir hogc thiét bi so.

Ngudi yéu cdu cb trach nhiém kiém
tra tinh chinh xdc, ddy du cua cac
thong tin trén biéu mau Trich luc
dang ky nhan cha, me, con dién tr va
x4c nhan (t6i da mot ngay).

Néu ngudi c6 yéu cau xac nhdn
thong tin da théng nhat, day du hoic
khong c¢6 phan hoi sau thoi han yéu
cau thi cong chuc tu phap - ho
tichthuc hién viéc ghi ndi dung vao
S6 diang ky dang ky nhan cha, me,
con, cap nhat thong tin dang ky nhan
cha, me, con va luu chinh thic trén
Phan mém dang ky, quan 1y ho tich
dién t&r dung chung.
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Cong chuc tu phap - ho tich du -Trich luc
thao, trinh Lanh dao Uy ban nhan dang ky
dan cap xa ky ban gidy Trich luc| Cong nhén cha,
dang ky nhéan cha, me, con; ky s6| chirc 04 ey |ME> con
B4 | Trich luc dang ky nhan cha, me,| tu &
con, chuyén ho so tu H¢ thong| phép -
thong tin dang ky, quan ly hd tich | ho tich
sangH¢ théng thong tin giai quyét
tha tuc hanh chinh caa Thanh phd.
- Lanh dao Uy ban nhan dan cép xa Hé thong
ky Trich luc dang ky nhan cha, me, gui tin
con ban giady, ky s6 Trich luc dang ky nhan to1
nh;an cha,;m¢,A con B’an dién :[u:, bal} Linh Trich luc eI}lall cPa
giay chuyén cong chuc Tu phap - H . - , | cong dan
. N , g . dao |03 gio | dangky n ,
B5 [tich va cong chic Van phong - n thong bao
£ . UBND nhancha, | .. 5.
Thong ké L~ da co két
cap xa me, con Y1
qua kinh
moi cong
dan dén
nhan
- Nguoi c¢6 yéu cau dang ky nhan cha, Truong
me, con dén bo phan Mdt ctra (ca hai hop Co so
bén phai c6 mat, xuat trinh ban chinh dir liéu
giéy to tﬁyAthﬁ{l, hd so ddi véi Cong | Khong dan cu:,dﬁ
trudng hop ndp ban chup) \ . dugce tich
A . N . ..| chic [qua02 .
- Cong chuc Mot ctra xac nhan da . o 2 hop, chia
Ao 1A 1a , v 1A oL Mot | gio (ké s 1A, As
doi chiéu ban chinh va dé nghi cong| © g sé, két noi,
1R . .. , cua; | tu thoi . n
dan kiém tra thong tin trén Trich luc . .2 , cong dan
- A ;| Cong | diém | Trichluc | .~ -
dang ky nhan cha, me, con, trong SO dan | con dine k¢ da c6 xac
B6 |dang ky nhan cha, me, con; hoan tat| . N g A gxXy thuc dinh
A 1 QA . . | Cong | dan | nhan cha, =
ho so va ky vao S6 theo quy dinh cua \ P danh dién
N 1A L chirc |dén BO| me, con . A
luat ho tich. N . tu, cong
;A 1.2 , % Véan | phan A A
- Thu phi cap ban sao trich lyc(néu | . | s dan khong
¢6) (8.000d/ban trich luc) profgn) Ve cAn xuét
N ; 5 i p | Thong | cua) ) X
- Cong chirc Van phong-Thong ké ke trinh gidy
phat hanh vin ban ban gidy, ban dién to tuy than

tr (Hé thong ty dong chuyén két qua
ban dién td dén Tai khoan, email,
Kho quan ly dir liéu dién tir cua cong




CONG BAO HA NOI/S6 375+376/Ngay 29-12-2024 87

dan).Ban gidy chuyén cong chuc tu
phap - ho tich dé chuyén Bo phan Mot
ctra tra két qua cho cong dan nhan
Trich luc dang ky nhan cha, me, con.
- Ho so, két qua giai quyét TTHC
duoc s6 hoa

Cong | Trong
Thuc hién lwu ho so theo quy dinh | chictu|  gid

phép - | hanh
ho tich | chinh

HO so

Biéu mau

Heé thong biéu mau (Thong tu s6 01/2018/TT-VPCP cua Vian phong Chinh phu)

T& khai dang ky nhdn cha, me, con (néu ndp ho so truc tiép) (Thong tu s6
04/2024/TT-BTP cua B) Tu phap)

Trich luc dang ky nhan cha, me, con (Thong tu s6 04/2020/TT-BTP cia B Tu
phap)

Biéu mau dién tu tuong tdc dang ky nhan cha, me, con (néu ndp hd so truc
tuyén) (Thong tu s6 03/2023/TT-BTP cua Bo Tu phap).
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phic

TO KHAI PANG KY NHAN CHA, ME, CON

Kinh gtri: @ Uy ban nhan dan..............cccoceveevereereereennnns

Ho, chit dém, t8N NEUOT YU CAUL ...
Ngay, thdng, nAm SINN: .....ooooiiiii e

INOT CU LT @) e et e e e e e e et e e e e e e e e e e e e e se e s eeeeeeeeeeeeaeeeeasae s

Quan hé v&i ngudi nhan cha/me/con: @ ........oooiiiiiieeeeeeeeeeeee e,

Pé nghico quan cong nhin ngudi c6 tén dwdi day:

HO, CIhTE QEIM, tE11: ..eeeiiiiiiiiiiieeeeeeeeee et ettt b e teeteeeeseeeeaeeenas
Ngay, thang, NAM SINN: .....occoiiiiiiiiecee e e esvae e ae e
Giditinh: @.eveeeeeeeen DAN tOC: @i, Quédc tich: @ ..o,
INOT CU T @) ettt et ettt ee e et eseaeas
Gidy khai sinh/Gidy tO tly thaAn: @) ........o.ooieeeeeeeeeee e
La e, cia nguoi co tén dwdi day:

HO, ChTE AEIM, tEI1: .oeeviiiiiiiii it ettt it et e e eeeeeeeeeeeeesanas
Ngay, thang, NAM SINN: .....cccoiiiiiiiiice et e e es
Gi6itinh: @ ..o DAN tOC: @ Qudc tich: @

To61 cam doan viéc nhan.............ccoeevvvveiieiiiiinnnne. noi trén 1a dung su that, tw nguyén,

khong c6 tranh chip va chiu trach nhiém trudc phap luat vé cam doan ciia minh.

Lam tai......cceeeveeeennennns ngay ............ thang............ nam............
Ngwoi yéu ciu
(Ky, ghi 10 ho, chit dém, tén)
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Y kién ciia ngudi hién dang 1a me hoiic cha®

Pé nghi cp ban sao®: Co D, Khong []
S6 luong:....... ban

Chu thich:

() Ghi rd tén co quan ding ky nhan cha, me, con.

@ Chi ghi trong truong hop ngudi co yéu cau ding ky ho tich chua c6/khong cung cép sd
dinh danh c4 nhéan/cén cudc cong dan/thé can cudc/chimg minh nhan dan.

Trudng hop phai cung cap thong tin “Noi cu tra” thi ghi theo noi diang ky thudng tr; 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 ¢ hién tai.

®)Ghi s6 dinh danh ca nhan/can cude cong dan/thé cin cude/sd Gidy khai sinh (di véi tré em)

Vi du: - Can cudc cong dan $6 025188001010 do Cuc Canh sat quan ly hanh chinh vé trat tu
xa hoi cap ngay 20/11/2021.

- Gidy khai sinh s6 01/2014, quyén sé 02 do UBND xa My Théng, huyén My Loc,
tinh Nam Dinh cap ngay 15/11/2014.

Trudng hop khong c6 s6 dinh danh ca nhan/cin cudc cong dan/thé cin cude thi ghi gidy to
hop I¢ thay the (ho chiéu, chung minh nhan dan,...).

@ Chi khai trong trudng hop ngudi yéu cau khong dong thoi 12 ngudi nhan cha/me/con.

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

©® Pé nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd so lugng.
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NOI DUNG MAU HQ TICH PIEN TU TUONG TAC
PANG KY NHAN CHA, ME, CON

I. Thong tin vé nguoi yéu ciu ding ky nhin cha, me, con

(1) Ho, chit dém, tén;

(2) S6 dinh danh c4 nhan;

(3) Gidy to tuy than: Loai gidy to sir dung (CCCD/CMND/H§ chiéu/Gidy to
hop 16 thay thé); s, ngdy, thang, nim cap, co quan cap; ban chup dinh kém;

(4) Noi cu tra (noi thudng trd/noi tam tra/noi dang sinh séng);

(5) Quan hé voi ngudi dugc nhan cha/me/con.

I1. Thong tin vé ngudi nhan

(6) Ho, chir dém, tén;

(7) Ngay, thang, nam sinh (tach biét riéng 03 truong thong tin ngay, thang, nam);

(8) Giot tinh;

(9) Dan toc;

(10) Qudc tich;

(11) S6 dinh danh ¢4 nhan;

(12) G1ay to tuy than: Loai gidy to st dung (CCCD/CMND/H9 chiéw/Gidy to
hop 16 thay thé); sd, ngdy, thang, nim cap, co quan cap; ban chup dinh kém;

(13) Noi cu tréi (noi thuong tra/noi tam tri/noi dang sinh sdng).

II1. Thong tin vé nguoi dwoe nhin

(14) Ho, chir dém, tén;

(15) Ngay, thang, nam sinh (tach biét riéng 03 truong thong tin ngay, thang, nam);

(16) Gidi tinh;

(17) Dan toc;

(18) Qudc tich;

(19) S6 dinh danh c4 nhén;

(20) Gidy to tuy than: Loai gidy to sir dung (CCCD/CMND/H? chiéu/Gidy to
hop 18 thay thé); s6, ngay, thang, nim cip, co quan cap; ban chup dinh kém;

(21) Noi cu trt (noi thudng tri/noi tam tra/noi dang sinh song);

(22) Bé nghi cap ban sao:

o Co

S6 luong ban sao yéu cau: ...

o Khong
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(23) Ho so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan cac thong tin cung cap 1a dung su that va chiu hoan
toan trach nhiém trudc phap ludt vé ndi dung cam doan ctia minh.

* Trudng hop cac thong tin vé gidy to chimg minh noi cu trii di duoc khai thac
tr CSDLQGVDC, dugc hé¢ thong dién tw dong thi khong phai xuat trinh (theo hinh
thirc tryc tiép) hodc tai 1én (theo hinh thirc truc tuyén)

* Mau dién tir twong tac ghi nhan thoi gian (gio, phut, gidy, ngay, thang, nim)
hoan tat viéc cung cap thong tin; nguoi yéu cau trudc do da dang nhap vao hé
thong, thuc hién xéac thyc dién tir theo quy dinh.

Nguoi yéu cau ding ky nhan cha, me, con nhan Trich luc dang ky nhén cha,
me, con (ban chinh) truc ti€p tai co quan dang ky hg tich.

Ban dién tir s& ty dong giri vé Kho quan 1y dir liéu dién tir ctia ca nhan/dia chi
thu dién tu/thiét bi s6/dién thoai cua ngudi yéu cau sau khi da hoan tat thu tuc dang
ky nhan cha, me, con tai co quan dang ky hd tich.
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UY BAN NHAN DAN CONG HOA XA HOQI CHU NGHIA VIET NAM
R Doc lap - Tw do - Hanh phic
S6:@ /TLCMC L ,ngay...thang ...nam ...
TRICH LUC

PANG KY NHAN ...cooovrnna®

X4c nhan diang Ky viéc nhan ... Ogitra:
Ho, chir dém, tén cha/me:

Ngay, thang, ndm sinh:

Giditinh: .. Dantdc: ... Quéc TCH: o
Gidy to tly than:

Noi cu tru:

Va

Ho, chit dém, tén con:

Ngay, thang, ndm sinh:

Gioitinh:.....o Dantoc:...o. Quéc tich:
Gidy khai sinh/Gidy to iy than:

Noi cu tru:

Viee nhAn ..o @ ¢6 hiéu luc ké tir ngay cap Trich luc./.

NGUOI KY TRICH LUYC ,
(Ky, ghi 0 ho, chir dém, tén, churc vu, dong dau)

() Ghi tén co quan cap Trich luc (ghi du cac cap hanh chinh).

@ Ghi theo sb trong SO dang ky nhan cha, me, con.

) Ghi rd viéc ding ky nhan: cha, con ho#ic me, con tily theo ding ky viéc cha nhin con/con nhan
cha hoac me nhan con/con nhén me.
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PHAN GHI CHU NHUNG THONG TIN THAY DPOI SAU NAY

TT

Ngay, thang, nam
ghi chu

Noi dung ghi chu
(d6ng dau vao ndi
dung da ghi cha)

Can cwr
ghi chu

Ho, chir dém, tén,
chir ky ctia nguoi
thuc hién ghi chu
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UY BAN NHAN DAN (1) CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phic

S6: @ /TLCMC-BS  ......... ,NEAY.......... thang ......... nam..........
TRICH LUC PANG KY NHAN ... 3
(BAN SAO)

X4c nhian ding ky viéenhdn ................................. Ogiira:

Ho, chir dém, tén cha/me:

Ngay, thang, ndm sinh:

Giditinh: ...l Dantoc: ......ccovee.... Quéc tich:.................
Gidy to tiy than:

Noi cu tru:

Va

Ho, chir dém, tén con:
Ngay, thang, nam sinh:

Gio1tinh:....coooeiiiiiiiii, Dan tocC:....ccovcuveennenrenenee. Quéc tich:.............
Gidy khai sinh/Gidy to tuy than:

Noi cu tru:

Pa ding ky nhan................ Otai®. SO ... NEAY.....ovverennnn,

Thue hién trich luc tir:®

NGUOI KY TRICH LYC ,
(Ky, ghi 10 ho, chit dém, tén, chirc vy, dong dau)

Chai thich:
() Ghi tén co quan cip ban sao Trich luc (ghi du cac cap hanh chinh).
@ Ghi theo sb trong S6 cp ban sao Trich luc ho tich cta co quan ding ky ho tich.

) Ghi 18 viéc ding ky nhan: cha, con hoic me, con tuy theo ding ky viéc cha nhan con/con
nhéan cha hodc me nhan con/con nhan me.

@ Ghi tén co quan, s, ngay thang nam dang ky nhan cha, con hodc me, con.

) Tuy theo cach thirc thuc hién, ghi 1d cin ctr ce”ip ban sao tr: SO dang ky nhan cha, me, con
hodc Co s¢ dir li€u ho tich dién tur.



CONG BAO HA NOI/S6 375+376/Ngay 29-12-2024 95

5. Thi tuc diing ky khai sinh két hop déing ky nhan cha, me, con (QT-XP-05)

Muc dich

Quy trinh nay quy dinh trinh tu va céach thirc giai quyet ho so dang ky khai
sinh két hop dang ky nhan cha, me, con thudc thAm quyén giai quyét cua
UBND cap xa

Pham vi

- Ap dung d6i vé6i ca nhan c6 dé nghi khai sinh két hop ding ky nhan cha,
me, con.
- Ap dung ddi vé6i cong chitc UBND cip xa thuc hién Quy trinh nay.

Noi dung quy trinh

3.1

Co sé 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 ctia Chinh phu quy dinh chi tiét
mot s6 diéu va bién phap thi hanh Luat Ho tich;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cua Chinh phua stra d6i, bd
sung mot s6 diéu ctia cac nghi dinh lién quan dén viéc ndp, xuit trinh s6 ho khau,
s6 tam trG gidy khi thuc hién tht tuc hanh chinh, cung cap dich vu cong;

- Théng tu s6 04/2020/TT-BTP ngay 28/5/2020 ctia Bo truongBo6 Tu phap quy dinh
chi tiét thi hanh mot sb diéu cua Luat Ho tich va Nghi dinh s6 123/2015/ND-CP cua
Chinh phti quy dinh chi tiét mot s6 diéu va bién phép thi hanh Luat Ho tich;

- Thong tu s6 281/2016/TT-BTC cia B6 Tai chinh quy dinh muc thu, ché do thu,
ndp, quan 1y va sir dung phi khai thac, st dung thong tin trong co s& dir li¢u ho tich,
phi x4c nhan c6 qudc tich Viét Nam, phi x4c nhan 1a nguoi géc Viét Nam, 18 phi
quéc tich;

- Théng tu s6 85/2019/TT-BTC ngay 29/11/2019 ctia B6 Tai chinh huéng dan vé
phi va 1& phi thudc thim quyén quyét dinh cua Hoi dong nhan dan tinh, thanh phd
truc thuoc Trung uwong;

- Thong tu s6 106/2021/TT-BTC cta Bo Tai chinh stra d6i, bo sung mot s6 diéu
ctia Thong tu s6 85/2019/TT-BTC cia Bo Tai chinh huéng dan vé phi va 1& phi
thudc tham quyén quyét dinh ctia Hoi dong nhan déan tinh, thanh phé truc thudc
Trung vong;

- Thong tu s6 03/2023/TT-BTP ngay 02/8/2023 ctia B6 Tu phép sira doi, bo sung
mot s6 noi dung ctia Thong tur s6 01/2022/TT-BTP cua Bo Tu phap quy dinh chi
tiét mot s6 diéu va bién phéap thi hanh Nghi dinh s6 87/2020/ND-CP cuia Chinh
phu quy dinh vé Co s& dit liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Thong tu s6 04/2024/TT-BTP cua Bo Tu phap sira d6i, b sung mot sé diéu cua
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Thong tu sé 02/2020/TT-BTP cua B6 Tu phap ban hanh, huéng din st dung,
quan 1y miu s6 qudc tich va miu gidy to vé qudc tich va Thong tu sd
04/2020/TT-BTP cua Bo Tu phap quy dinh chi tiét thi hanh mot sé diéu cta Luat
H6 tich va Nghi dinh s6 123/2015/ND-CP quy dinh chi tiét mot sé diéu va bién
phap thi hanh Luat HQ tich;

- Nghi quyét s6 06/2020/NQ-HPNDngay 07/7/2020 ctia Hoi dong nhan dan thanh
ph6 Ha Nbi vé viée ban hanh mot s6 quy dinh thu phi, 18 phi trén dia ban thanh phd
Ha Noi thudc tham quyén quyét dinh cua Hoi déng nhan dan Thanh phd.

- Nghi quyét s6 07/2023/NQ-HPNDngay 04/7/2023 ciia Hoi dong nhan dan
thanh phd Ha Noi vé viéc thu phi, 1& phi thudc thAim quyén quyét dinh cta Hoi
ddng nhan dan Thanh phd trén dia ban thanh phd Ha Noi.

- Quyét dinh s6 1079/QD-BTP ngay 11/6/2024 cong bd tha tyc hanh chinh duoc
stra d6i, bd sung trong linh vuc ho tich thuc hién tai co quan ding ky hé tich thudc
pham vi chitc nang quan ly cua B6 Tu phap.

- Quyét dinh sb 3658/QD-UBND ngay 15/7/2024 cia UBND thanh phd Ha Noi
cong bd Danh muc tha tuc hanh chinh linh vyc tu phap thudc thim quyén giai
quyét ctia cdp Thanh phd, UBND cép huyén, UBND cép x3 trén dia ban thanh
phd Ha Noi; Danh muc thu tuc hanh chinh lién thong.

3.2

Ban Ban

Thanh phan hé
anh phan ho so chinh $ao

* Gidy to phai nop:

- T khai dang ky khai sinh theo mau;

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

- Ban chinh Gidy chimg sinh; trudng hop khong c6 Gidy chimg
sinh thi ndp van ban cua ngudi lam ching xac nhan vé viée
sinh; néu khong c6 nguoi lam chimg thi phai co gidy cam doan
vé viéc sinh;

- Chting ctr ching minh quan hé cha, con hodc quan hé¢ me, con
gom:

+ Vin ban cla co quan y té, co quan giam dinh hodc co quan
khéc c6 thAm quyén xac nhan quan h¢ cha con, quan h¢ me con.

+ Truong hop khong c6 van ban néu trén thi cac bén nhan cha,
me, con ldp van ban cam doan vé mbi quan hé cha, me, con, c6
it nhét hai nguodi lam chig vé mbi quan h¢ cha, me, con.

* Gidy to phai xuit trinh:

- Ho chiéu hodc Chimg minh nhan dan hodc Thé cin cudc cong
dan hodc Cin cudc hodc cac gidy to khac co dan anh va thong
tin c4 nhan do co quan c6 thim quyén cap, con gia tri sit dung
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dé chirng minh vé nhan than ctia nguoi c6 yéu cau ding ky khai
sinh va nhan cha, me, con;

-Gidy to c6 gia tri ching minh thong tin vé cu tru trong
truong hop co quan dang ky ho tich khong thé khai thac dugc
thong tin vé noi cu tra cua cong dan theo cic phuwong thic
quy dinh tai khoan 2 Piéu 14 Nghij dinh s6 104/2022/ND-CP
ngay 21/12/2022 cta Chinh phu. Trudng hop cac thong tin vé
gidy to chtimg minh noi cu tra di duoc khai thac tir Co so di
liéu quéc gia vé dan cu bang cac phuong thirc ndy thi nguoi
c¢6 yéu cau khong phai xuét trinh (theo hinh thirc truc tiép).

*Luuy:

- Pbi voi gidy to ndp, xuat trinh:

+ Nguoi tiép nhan c6 trach nhiém kiém tra, ddi chiéu véi thong
tin trong to khai, chyp lai hodc ghi lai thong tin dé luu trong hd
s0 va tra lai cho ngudi xudt trinh, khéng duoc yéu cau nop ban
sao hodc ban chyp gidy to do.

+ Ngudi yéu cau ding ky ho tich c6 thé ndp ban sao ching thuc
tir ban chinh hoac ban sao duoc cép tir sO géc hoac ban chup
kém theo ban chinh gidy to dé dbi chiéu. Truong 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 véi ban chinh
va ky xac nhan, khong dugc yéu ciu ngudi di ding ky ndp ban
sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, da ho so
dang ky ho tich theo quy dinh ctia phap luat hd tich, khong
duoc yéu cau nguoi ding ky ho tich ndp thém gidy t& ma phap
luat ho tich khong quy dinh phai ndp.

Nguoi tiép nhin hé so thuc hién khai thic thong tin trong Co
sé div lidu quéc gia vé dan cw theo quy dinh phdp ludt néu
nguwoi yéu cau dang ky hé tich da cung cdp ho, chiv dém, tén;
ngay, thang, nam sinh; sé dinh danh cd nhén/can cudc cong
dan/thé can cuoc/chung minh nhan dan. Truong hop cdc thong
tin can khai théc khéng cé trong Co sé dit liéu quoc gia vé dan
cw thi @é nghi ngwoi yéu cau ké khai day di.

- Trudng hop cho phép nguoi 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 ngudi 1ap van ban cam
doan vé trach nhiém, hé qua phap 1y cua viéc cam doan khong
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ding su that.

Co quan ding ky ho tich tir chdi giai quyét hodc dé nghi co
quan c6 tham quyén huy bo két qua dang ky ho tich, néu c6 co
so xac dinh ndi dung cam doan khong dung su that.

- Péi véi viée xdc dinh ho, dan téc, qué quan, dat tén cho tre:

+ Viéc xac dinh ho, dan toc, dat tén cho tré em phai phu hop
VGi phdp ludt va yéu cau giit gin bdn sdc déan téc, tip quan,
truyén thong vin héa tot dep cia Viét Nam; khéng dat tén qud
dai, kho suw dung.

+ Truong hop cha, me khong thoa thudn dwoc vé ho, dan toc,
qué quan cua con khi dang ky khai sinh thi ho, ddn toc, qué
quan cua con dwoc xdc dinh theo tap qudan nhung phai bao dam
theo ho, dan toc, qué quan cua cha hoac me.

33

S6 lwgng ho so

01 bo

3.4

Yéu ciu, diéu kién thye hién thii tuc hanh chinh:

- Bén nhédn va bén dugc nhén 13 cha, me, con déu con song;

- Viéc nhan cha, me, con khong c6 tranh chép.

- Truong hop nam, nit chung song voi nhau nhu vo chong, khéng dang ky két
hén, sinh con, nguoi con sdng cung voi nguoi cha, khi nguoi cha lam thu tuc
nhan con ma khong lién hé dugc véi ngudi me thi khong can co y kién cua ngudi
me trong To khai dang ky nhan cha, me, con.

3.5

Thoi gian xir ly

03 ngay. Truong hop can phai xac minh theo quy dinh thi thoi han giai quyét
khong qua 08 ngay.

3.6

Két qua thyc hién thii tuc hanh chinh:

Gidy khai sinh, Trich lyc dang ky nhan cha, me, con (ban chinh); ban 520 Glay
khai sinh, ban sao Trich luc ding ky nhan cha, me, con (trudng hop yéu cu cp
ban sao Glay khai sinh, ban sao Trich luc dang ky nhan cha, me, con).

3.7

Noi tiép nhian va tra két qua

- Cong Dich vu cong Qudc gia (https://dichvucong.gov.vn)

- Cong Dich vu cong thanh phd Ha Noi (https://dichvucong.hanoi.gov.vn)

- B6 phan Mot ctra (TN&TKQ) Uy ban nhan dan cdp x4 noi cu trai clia nguoi cha
hodc ngudi me thyuc hién ding ky khai sinh két hop nhan cha, me, con.

3.8

Lé phi, Phi

- Mién Lé phi dbi véi truong hop ding ky khai sinh ding han; ngudi thudc gia
dinh c6 cong voi cdch mang; nguoi thudc hd ngheo; ngudi khuyet tat.
- Mitc thu L¢ phi d61 véi dich vu cong truc tuyén khi t6 chirc, cd nhan ndp ho so
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thie hién TTHC trén Cong Dich vu cong bang Khong (Khéng thu).

- Néu cong dan nop ho so truc tiép tai UBND cip xa: - Dang ky khai sinh qua

han: 5.000 dong/viéc; Ping ky nhan cha, me, con: 10.000dong/viéc.

- Phi cép ban sao Giefly khai sinh, ban sao Trich luc ding ky nhén cha, me, con (néu
c6 yéu cau): 8.000 dong/ban sao trich luc

3.9| Quy trinh xir ly cong viéc
TT Trinh tu Tr?'lAch ThO’l Bié}l m?l!l/ Tr?ng Athz’ti
: nhiém | gian Ket qua H¢ thong
Hb so truc tiép tai B0 phan Mdt| Cong
cua cua Uy ban nhan dén cap xdco| dan Thanh phan | Tai khoan
tham quyén (mét bén c6 thé nop hd so theo | gdém Tén
h6 so ma khong phai c6 van ban muyc 3.2 | Dang nhép
uy quyén cua bén con lai); nop 1€ Biéumau |va Mat khau
phi néu thudc truong hop phai ndp dién tir VNelD
B1 |16 phi dang ky khai sinh, dang ky twong tac
nhén cha, me, con; ndp phi cap ban dang ky
sao (Giay khai sinh, Trich luc dang khai sinh
ky nhan cha, me, con néu co yéu
cau cap ban sao Biéu mau
Cong dich vu cong két ndi véi co dien tir
so dit liéu dan cu dé khai thac cac tuorﬁg tac
truong thong tin cia cong dan cod dang ky
trong co s¢ dit li€u dan cu. nhan cha,
Cong dan lya chon: mé, con
- Dich vu cong tryc tuyén,
- Quan, Huyén, Thi xa
- UBND x&, phuong, thi tran co
thim quyén
- Linh vuc HJ tich,
- Thu tuc Piang ky khai sinh két
hop nhéan cha me con
Cong chirc Bo phan Mot cira truy| Cong | Khong | -Phiéu yéu
cap Hé thong thong tin giai quyét| chic | qua 04 | cdu bd sung,
B2 |thi1 tuc hanh chinh cta thanh phd| Bophén | gio | hoan thién
kiém tra tinh chinh xac, day du,| Motcira hd so
thdng nhét, hop 1¢ cia hd so. - Gidy tiép

(1) Truong hop hé so day du, hop
1¢ thi t1ep nhéan ho so, co Phiéu hen,
tra két qua cho ngudi co yéu cau,
dong thoi chuyén hd so dé cong

nhan ho so




100

CONG BAO HA NOI/S6 375+376/Ngay 29-12-2024

churc 1am cong tac ho tich xur 1y.
Sau khi tiép nhan ho so, can bd
tiép nhan hd so tai B6 phan mot
ctra thuc hién s hoa (sao chup,
chuyén thanh tai liéu dién tir trén
hé théng thong tin, co so dit lidu)
va ky s6 vao tai liéu, ho so giai
quyét thi tuc hanh chinh da duoc
s6 hoa theo quy dinh.

(ii) Truong hop ho so chua day du,
hop 1€ thi c6 thong bdo cho nguoi
yéu cau bod sung, hoan thién ho 50,
néu r6 loai gidy to, noi dung can
bod sung dé nguoi co yéu cau bd
sung, hoan thién. Sau khi hé so duoe
b sung, thuc hién lai budc (i);

(iii) Truong hop nguoi co yéu cau
dang ky khai sinh va nhan cha,
me, con khong bd sung, hoan
thién dwoc hd so thi bao cio
Truong bo phdn mot cura c6 thong
bédo tir chdi giai quyét yéu cau
dang ky khai sinh va nhan cha,
me, con.

Cong chirc B phan Mot cira truy

Ho so

cap Hé thong thong tin giai quyét | Cong
B3 thi tyc hanh chinh cta thanh phd chtrc
chuyén ho so sang H¢ thong thong | B phan | 02 gio
tin dang ky, quan Iy ho tich cho Mot cira
cong chtrc Tu phap - Ho tich
Cong chirc tw phap - ho tich thdm 02
tra ho so (tham tra tinh .th()ng nhat, ngay
hop 1€ cua cac thong tin trong ho .
50, gidy to, tai liéu do nguoi yéu A Truong L
cau ndp, xuat trinh hodc dinh kém). Cf)ng hop P%néu %ﬂé‘m
B4 |+ Truong hop hd so cin bé sung,| chie tu cAn soat qua trinh
hoan thién hoge khong du didu| PPP- | o giai quyet ho
n ey £ e n z. .| hotich . SO
kién gidi quyét, phai tr choi thi xac
guri thong béo vé tinh trang ho so minh:
t6i BO phan Mot cira dé thong bao 0?
cho ngudi ndp hd so — thuc hién ngay
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lai budc (i1) hoac (iii);

+ Truong hop can phai kiém tra,
xac minh lam rd hodc do nguyén
nhan khic ma khong thé tra két
qua duang thoi gian da hen thi cong
chirc tu phap - ho tich lap Phiéu
xin 16i va hen lai ngay tra két qua,
trong d6 néu rd 1y do chiam tra két
qua va thoi gian hen tra két qua,
chuyén B phan mdt cira dé tra
cho nguoi ¢6 yéu cau;

+ Néu thdy viéc nhan cha, me, con
1a dung va khong co tranh chip,
thong tin khai sinh ddy du va phu
hop,thi cong chire tu phap - ho tich
thuc hién viéc ghi vao S6 ding ky
nhin cha, me, con, S6 dang ky
khai sinh, cap nhat thong tin dang
ky khai sinh, dang ky nhan cha, me,
con va luu chinh thic trén Phan
mém dang ky, quan 1y ho tich dién
tr dung chung, chuyén théng tin
dén CSDLQGVDC dé lay S6 dinh
danh ca nhan.

B5

Cong chtc tu phap - ho tich du
thao, trinh Lanh dao UBND cép x4
ky, ky s6 Giay khai sinh, Trich luc
dang ky nhan cha, me, conchuyén
hd so tir Hé théng thong tin diang
ky, quan 1y ho tich sang Hé théng
thong tin giai quyét thii tuc hanh
chinh ctia Thanh phd, hoan thién
ho so

Lanh
dao
UBND
cép X4,
Cong
chuc tu
phap -
hd tich

01gid

- Gidy khai
sinh
-Trich luc
dang ky
nhan cha,
me, con

B6

Lanh dao Uy ban nhan déin cip x4
ky Gidy khai sinh ban gidy, ky sd
Gidy khai sinh ban dién ttr, chuyén
cong chuc Tu phép - HO tich va
cong chirc Van phong - Thong ké

Lanh
dao
UBND
cép Xa,

01 gid

Hé thong giri
tin nhén t6i
email cua
cong dan
thong bao da
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co6 ket qua
kinh moi cong
dan dén nhan

B7

1. Tiép nhan két qua ho so tir cong
chiac Tu phap-HJ tich

2. Pé nghi cong dan xuét trinh
ban chinh gidy to tiy than, ho so
(Truong hop Co sé dir liéu dan cu
da duoc tich hop, chia sé, két nbi,
cong dan da c6 xac thyc dinh danh
dién tir, cong dan khong can xuit
trinh gidy to tiy than)

3. Xac nhan da d6i chiéu ban
chinh

4. Nguoi ¢ yéu cau dang ky khai
sinh va nhan cha, me, con (c4 hai
bén phai c6 mit, xuét trinh gidy to
tuy than dé d6i chiéu) kiém tra
thong tin trong Trich luc dang ky
nhan cha, me, con, Giéy khai sinh,
thong tin trong SO ding ky nhan
cha, me, con, SO dang ky khai
sinh; Ky tén vao SO dang ky nhan
cha, me, con, SO dang ky khai sinh
5. Thu phi cap ban sao trich
luc(néu c6) (8.000d/ban trich luc)
6. Pong diu cua UBND cép x4
vao phan chit ky cta Lanh dao
UBND cép xi

7. Tra két qua: Ban chinh, Ban sao.
8. Gui ban dién tr qua Hé thng
dén tai khoan, email, Kho quan ly
dir li€u dién tir ciia cong dan

9. Ho so, két qua giai quyét
TTHC duge sb hoa

10. Ban giao hd so cho cong
chitcc Tu phap-HO tich luu tri
theo quy dinh

Cong
chuc Bo
phan
Mot ctra
Cong
dan

Trong
gio
hanh
chinh

- Gidy khai
sinh/ Trich
luc nhan
cha, me, con
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Cong | Trong
chuctu | gio
phdp - | hanh
ho tich | chinh

Thue hién luu hd so theo quy dinh Ho so

Biéu mau

Heé théng biéu mau (Thong tu s6 01/2018/TT-VPCP ciia Vin phong Chinh phi)

T khai ding ky khai sinh (Thong tu s6 04/2024/TT-BTP ctia Bd Tu phap)

T& khai ding ky nhan cha, me, con (Thong tu s6 04/2024/TT-BTP ctia Bo Tu phép)

Trich luc nhén cha, me, con (Thong tu s6 04/2020/TT-BTP cua Bo Tu phép)

Giay khai sinh, Gidy khai sinh ban sao (Thong tu s6 04/2020/TT-BTP ctua Bo
Tu phép)
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Doc 13p - Tw do - Hanh phic

TO KHAI PANG KY KHAI SINH

Kinh giri: O Uy ban nhan dan ...

Ho, chir dém, tén ngudi yéu cau:

Ngay, thang, nam sinh:

Noi cu tra: @

Gidy to tuy than: @

Quan h¢ véi nguoi duge khai sinh:

Pé nghico quan ding ky khai sinh cho ngudi dwéi day:
Ho, chitr dém, tén:

Ngay, thang, nam sinh: ............cccoevviiiiiie i, ghi bang chit:
Gidi tinh:........ooooennnen... Dantdc:.....ccoovvveeeeiinnnnn, Qudc tich:

Noi sinh: @

Qué quan:

Ho, chir dém, tén nguwoi me:
NAM SINN: G Dantoc: @ oo, Quéc tich: ¥
Noi cu tri: @
Gidy to tuy than: @
Ho, chitr dém, tén ngwoi cha:
NAM SINH: O Dan toc: @ o Quéc tich: ¥
Noi cu tra: @
Gidy to tuy than: @
’ Thong tin yé Qiéy chtng nhan két hon ciia cha, me tré (néu cha, me tré dd PKKH):
So:......... , Quyén so:.......... , dang ky ngay....thang....nam......... 11 SOOI
To61 cam (,ioan ndi dung dé nghi dang ky khai sinh trén day la ding su that, duoc su
thoa thudn nhat tri ciia cac bén lién quan theo quy dinh phap luat.
Td1 chiu hoan toan trach nhi¢m trudc phap luat veé noi dung cam doan ctia minh.
Lamtai: .................ooo , NEAY ........... thang ......... nam ..............
Ngudi yéu ciu
(Ky, ghi 0 ho, chir dém, tén)

Dé nghi cap ban sao®: Co D, Khong ]
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Chu thich:

(D) Ghi 18 tén co quan ding ky khai sinh.

@ Chi ghi trong truong hop ngudi cd yéu cau ding ky ho tich chua co/khong cung cap sb
dinh danh ca nhan/can cudc cong dan/thé can cudc/ching minh nhan dan; khong cung cap day
du thong tin ngay, thang, nam sinh.

Trudng hop phai cung cép thong tin “Noi cu tra” thi ghi theo noi ding ky thudng tra; néu
khong c6 noi dang ky thuong tra thi ghi theo noi dang ky tam tra; truong hop khong c6 noi dang
ky thuong tra va noi dang ky tam trt thi ghi theo noi ¢ hién tai.

3 Ghi s6 dinh danh c4 nhan/cin cudc cong dan/thé cin cude(vi du: Can cude cong dan sd
025188001010 do Cuc Canh sat QLHC vé TTXH cap ngay 20/11/2021). Truong hop khoéng co
s0 dinh danh ca nhan/cén cudc cong dan/thé can cudc thi ghi gidy to hop 1¢ thay theé (h¢ chiéu,
chiing minh nhéan dan,...).

@ Trudng hop sinh tai co sd' y té thi ghi 16 tén co s¢'y t& va va dia chi try sd co'sd'y té do.

Vi du: - Bénh vién Phu san Ha N¢i, duong La Thanh, phuong Ngoc Khanh, quan Ba DPinh,
Ha Noi.

- Tramy té x4 Pinh Bang, huyén Tur Son, tinh Bic Ninh.

Trudng hop sinh ra ngodi co s& y té thi ghi dia danh cia 03 cdp hanh chinh (x3, huyén,
tinh), noi sinh ra.

Vi du: xd Dinh Bang, huyén Tir Son, tinh Bic Ninh.

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

© Pé nghi danh dau X vao 6 néu co yéu cau cap ban sao va ghi rd s6 lwong.
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NOI DUNG MAU HOQ TICH PIEN TU TUONG TAC
PANG KY KHAI SINH

I. Thong tin vé ngudi yéu ciu ding ky khai sinh

(1) Ho, chir dém, tén;

(2) S6 dinh danh c4 nhan;

(3) Gidy tf‘) tl‘ly than: Loai gidy to ,sir dung (CC’CD/CMND/HC) chiéu/Giay to
hop I¢ thay thé); s0, ngay, thang, nam cap, co quan cap; ban chup dinh kém;

(4) Noi cu tra (noi thudng trd/noi tam tra/noi dang sinh séng);

(5) Quan hé vo1i nguodi dugce khai sinh.

II. Thong tin vé nguoi dwoc ding ky khai sinh

(6) Ho, chir dém, tén;

(7) Ngay, théng, nam sinh (:[éch biét riéng 93 truong th(”)ng tin ngay, thang,
nam sinh; hé thong ty dong chuyén ndi dung tir s6 sang ghi bang chir);

(8) Giot tinh;

(9) Dan toc;

(10) Qudc tich;

(1 1),N0’i sinh (gom ,céc truc‘z’ng thf”)ng tin tach biét riér}g theo dia danh hanh
chinh: s6 phét; dudng/pho; th@n/tc?/bén/ép; Xa, phuc‘ypg, thi tran; quan, huyén, thi xa,
thanh ph?) thudc tinh, thanh pho thudc thanh pho truc thudc Trung uwong; tinh,
thanh pho truc thudoc Trung vong);

(12) Qué quéan.

II1. Thong tin vé nguoi me ciia nguoi dwoc khai sinh

(13) Ho, chir dém, tén;

(14) Ngay, thang, nam sinh (tach biét riéng 03 truong thong tin ngay, thang,
nam);

(15) S6 dinh danh c4 nhén;

(16) Gidy to tuy than: Loai gidy to sit dung (CCCD/CMND/H§ chiéu/Gidy to
hop 1€ thay thé); s0, ngay, thang, nam cap, co quan cap; ban chup dinh kém;

(17) Dan toc;

(18) Qudc tich;

(19) Noi cu trti (noi thudng trd/noi tam tra/noi dang sinh séng).

IV. Théng tin vé ngudi cha ciia nguoi dwoe khai sinh

(20) Ho, chir dém, tén;
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(21) Ngay, thang, nam sinh (tach biét riéng 03 truong thong tin ngay, thang,
nam);

(22) S6 dinh danh ¢4 nhan;

(23) Gidy to tuy than: Loai gidy to sit dung (CCCD/CMND/H$ chieu/Gidy to
hop 1€ thay thé); s0, ngay, thang, nam cap, co quan cap; ban chup dinh kém;

(24) Dan tQc;

(25) Qudc tich;

(26) Noi cu tri (noi thuong tra/noi tam tri/noi dang sinh sdng);

(27) D& nghi cap ban sao:

o Co

S6 lugng ban sao yéu cau: ...

o Khong

(28) Ho so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan cac thong tin cung cip, ndi d}mg dé nghi ding ky
khai sinh cho tré em la dung su that, da c6 su thoa thudn nhat tri cua c}la, me tré
theo quy dinh phap luat va chiu hoan toan trach nhiém trude phap luat vé ndi dung
cam doan ctia minh.

* Truong hop céac thong tip vé gi‘éy to chimg minh noi cu tra g‘iﬁ duoc khai thac
tur CSDLQGVDC, duoc hé thong dién tu dong thi l§h6ng phai xuat trinh (theo hinh
thirc tryc tiép) hodc tai 1én (theo hinh thirc truc tuyén)

* Mﬁu dién tur tuong tac ghi nhan thoi gian (gic‘r, phut, gidy, ngay, thang, nam)
ho:ém tat viéc cung cap thong tin; nguoi yéu cau trudec dé da dang nhap vao hé
thong, thuc hién xac thuc dién tir theo quy dinh.

Nguoi yéu cau dang ky khai sinh nhan Gidy khai sinh (ban chinh) truc tiép tai
co quan dang ky hd tich.

Ban dién tl}l’ s€ tu dong gtri vé Kho quan Iy dﬁ’ liéu dién tir cia c’é nhan/dia chi
thu dién tu/thiét bi s6/dién thoai cua ngudi yéu cau sau khi da hoan tat thu tuc dang
ky khai sinh tai co quan dang ky ho tich.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 13p - Tw do - Hanh phic

TO KHAI PANG KY NHAN CHA, ME, CON

Kinh gtri: OUy ban nhan dan.............o

Ho, chit dém, t8N NGUOT YU CAUL .....vooeeeeeeeeee oo
Ngay, thdng, nAm SINN: ..ot
INOT CU T @) ettt e

Quan hé v&i ngudi nhan cha/me/con: @ ..o,
Pé nghico quan cong nhin ngudi c6 tén dwdi day:

HO, ChTE QEIM, tE11: ..oeeiiiiiiiiiiieeeeeeeeee et ettt ab et eeteete s e e e e eeeenas
Ngay, thdng, NAM SINN: ....ooooiiiiiiii e e
Giditinh: @ ..o, DAN tOC: @ Qudc tich: @ .

La e, cia nguoi cé tén dwdi day:

HO, ChTE QEIM, tEI1: ..eeiiiiiiiiii ittt et e e eeeeeeeeeeeeesanas
Ngay, thdng, NAM SINN: ....ooooiiiiiiii e et
Gidi tinh: @ .o, DAN tOC: @, Qudc tich: @ .

To61i cam doan viéc nhan............ccceeeeeeeeennnn... n6i trén la dang sy that, tu nguyén,

khong c6 tranh

chap va chiu trach nhiém trude phép ludt vé cam doan cia minh.

Ngwoi yéu cau
(Ky, ghi 0 ho, chitr dém, tén)
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Y kién ciia ngudi hién dang 1a me hoic cha®

Dé€ nghi cap ban sa0®: C6 LI, Khong L
SO lugng:....... ban

Chu thich:

(' Ghi 1 tén co quan ding ky nhan cha, me, con.

@ Chi ghi trong truong hop nguoi co yéu cau ding ky ho tich chua c6/khong cung cép sd
dinh danh c& nhan/can cudc cong dan/thé can cudc/chung minh nhan dan.

Trudng hop phai cung cap thong tin “Noi cu tra” thi ghi theo noi ding ky thudng tr; 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 trt thi ghi theo noi ¢ hién tai.

®) Ghi s6 dinh danh ¢4 nhan/can cudc cong dan/thé can cude/sd Gidy khai sinh (d6i vi tré em)

Vi du: - Can cude cong dan sb 025188001010 do Cuc Canh sat QLHC vé TTXH cép ngay
20/11/2021.

- Gidy khai sinh s6 01/2014, quyén s6 02 do UBND x3 M§¥ Thing, huyén M§ Loc,
tinh Nam Dinh cap ngay 15/11/2014.

Trudng hop khong c6 s6 dinh danh ca nhan/cin cudc cong dan/thé cin cudce thi ghi gidy to
hop 18 thay thé (h6 chiéu, ching minh nhén dan,...).

@ Chi khai trong trudng hop ngudi yéu cau khong dong thoi 1a ngudi nhan cha/me/con.

) Chi khai trong trudng hop cha hodc me nhan con chua thanh nién hodc nguoi da thanh
nién nhung mat nang lyc hanh vi dan su, ghi ¥ kién cta nguoi cha néu me 1 ngudi yéu cau, ¥
kién ngudi me néu cha 1 ngudi yéu cau (trir truong hop nguoi d6 da chét, mat tich, mét nang luc
hanh vi dan su hodc han ché nang lyc hanh vi dan sy).

© Pé nghi ddnh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd s6 lugng.
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NOI DUNG MAU HQ TICH PIEN TU TUONG TAC
PANG KY NHAN CHA, ME, CON

I. Thong tin vé ngudi yéu ciu ding ky nhan cha, me, con

(1) Ho, chir dém, tén;

(2) S6 dinh danh cé nhén;

(3) Gidy t,(‘) tl‘ly than: Loai gidy to ,sﬁr dung (CQCD/CMND/HO chiéu/Gidy to
hop 1€ thay thé); s0, ngay, thang, ndm cap, co quan cap; ban chup dinh kém;

(4) Noi cu trt (noi thuong tri/noi tam trii/noi dang sinh song);

(5) Quan h¢ vo1i nguodi dugce nhan cha/me/con.

II. Thong tin vé ngudi nhin

(6) Ho, chir dém, tén;

(7) Ngay, thang, nam sinh (tach biét riéng 03 truong thong tin ngay, thang, nam);

(8) Giot tinh;

(9) Dan toc;

(10) Qudc tich;

(11) S6 dinh danh c4 nhan;

(12) Giay to tiy than: Loai gidy to su dung (CCCD/CMND/HO chiéu/Gidy to
hop 16 thay thé); sd, ngdy, thang, nim cap, co quan cap; ban chup dinh kém;

(13) Noi cu trti (noi thudng tra/noi tam tra/noi dang sinh séng).

I11. Thong tin vé ngwdi dwec nhin

(14) Ho, chir dém, tén;

(15) Ngay, thang, nam sinh (tach biét riéng 03 truong thong tin ngay, thang, nam);,
(16) Gioi tinh;

(17) Dan toc;

(18) Qudc tich;

(19) S6 dinh danh c4 nhén;

(20) Gidy to tuy than: Loai gidy to sir dung (CCCD/CMND/HO chiéu/Giay to
hop I¢ thay thé); sd, ngay, thdng, nam cap, co quan cap; ban chup dinh kem;

(21) Noi cu trti (noi thudng tri/noi tam tra/noi dang sinh song);
(22) Bé nghi cap ban sao:
o Co

So luong ban sao yéu cau: ...
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o Khong

(23) Ho so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan cac thong tin cung cap 1a dung su that va chiu hoan
toan trach nhiém trudc phap luat vé ndi dung cam doan ctia minh.

* Trudng hop cac thong tin vé gidy to chimg minh noi cu trii d duogc khai thac
tr CSDLQGVDC, dugc hé¢ thong dién tu dong thi khong phai xuat trinh (theo hinh
thirc tryc tiép) hodc tai 1én (theo hinh thirc truc tuyén)

* Mau dién tir tuong tac ghi nhan thoi gian (glo phut, gidy, ngay, thang, nam)
hoan tat viéc cung cap thong tin; nguoi yéu cau trude do di ding nhip vao hé
théng, thuc hién x4c thue dién tir theo quy dinh.

Nguoi yéu cau ding ky nhan cha, me, con nhan Trich luc dang ky nhén cha,
me, con (ban chinh) truc ti€p tai co quan dang ky hg tich.

Ban di¢n tr s€ ty dong guri vé Kho quan ly dir li€u di¢n tir ctia ca nhan/dia chi
thu dién tu/thiét bi s6/dién thoai cua ngudi yéu cau sau khi da hoan tat thu tuc dang
ky nhan cha, me, con tai co quan dang ky hd tich.
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CONG HOA XA HOI CHUNGHIA VIETNAM
Dic lap - Tu do - Hanh phic

GIAY KHAI SINH
(BAN SAO)

..................................

2 NGU(:T[_KY‘
----------------------------------- (K¥, ghi rd ho, tén, chitc vu va déng ddu)

$&% . /GKS-BS
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Chui thich:
" Ghi theo s6 trong Sb dang ky khai sinh.
® Ghi tén co quan cép ban sao Gidy khai sinh.
“ Ghi theo s6 trong Sé theo dai viée cap ban sao cilia co quan cdp ban sao Trich lue h tich.

“Tuy theo cach thirc thuc hién, ghitd ciin ¢ cip bin sao tir: “Sé deng k khai sinh™ hoiic “Corsé dir
liéu ho tichdiéntir”.
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CONG HOA XA HOI CHUNGHIA VIETNAM
Péoc ldp - Ty do - Hanh phic

GIAY KHAI SINH

(BAN SAO)
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Chii thich:
) Ghi theo 56 trong S6 dang ky khai sinh.
“ Ghi tén co quan cép ban sao Gidy khai sinh.
“'Ghi theo s6 trong S theo ddi viéc cAp ban sao ciia co quan cdp ban sao Trich luc hé tich.

“Tuy theo céch thirc thuc hién, ghi rd cin ¢ cép ban sao tir: “S6 déng ky khai sinh” hoic “Co so dit
liéu ho tich dién tur”.
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UY BAN NHAN DAN CONG HOA XA HOQI CHU NGHIA VIET NAM
@ Déc lap - Tu do - Hanh phiic
S6:0) /TLCMC L ,ngay...thang ...nam ...
TRICH LUC

PANG KY NHAN ... ®

X4c nhan diang Ky viéc nhan ... Ogitra:
Ho, chir dém, tén cha/me:

Ngay, thang, ndm sinh:

Gioitinh: .. Dantdc: ... Quéc BICR: o
Gidy to tly than:

Noi cu tru:

Va

Ho, chit dém, tén con:

Ngay, thang, ndm sinh:

Gioitinh:...o Dantoc:...oo. Quéc tich:
Gidy khai sinh/Gidy to tily than:

Noi cu tru:

Viec nhan ..o, @ ¢6 hiéu luc ké tir ngay cap Trich luc./.

NGUOI KY TRICH LYC ,
(Ky, ghi 0 ho, chitr dém, tén, chirc vu, dong dau)

@ Ghi tén co quan cap Trich luc (ghi du cac cap hanh chinh).

) Ghi theo sb trong SO dang ky nhan cha, me, con.

©) Ghi rd viéc ding ky nhan: cha, con ho#ic me, con tily theo ding ky viéc cha nhan con/con nhan
cha hoac me nhan con/con nhén me.
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PHAN GHI CHU NHUNG THONG TIN THAY DPOI SAU NAY

S6
TT

Ngay, thang, nam
ghi chu

Noi dung ghi chu
(dong dau vao noi
dung da ghi chu)

Can cur
ghi chu

Ho, chir dém, tén, chir
ky cia ngudi thuc hién
ghi chu
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UY BAN NHAN DAN  CONG HOA XA HQI CHU NGHIA VIET NAM

................... () Péc lap - T do - Hanh phic
S6: @ /TLCMC-BS  ......... ,NEAY.......... thang ......... nam..........
TRICH LUCPANG KYNHAN ... ®)
(BAN SAO)
X4c nhian ding ky viéenhdn ................................. Ogiira:

Ho, chir dém, tén cha/me:
Ngay, thang, nam sinh:

Gidy to tuy than:

Noi cu tru:

Va

Ho, chit dém, tén con:
Ngay, thang, ndm sinh:

Gidy khai sinh/Gidy to tuy than:

Noi cu tru:

Pading kynhan...........00i% ... NgaY..............
Thue hién trich luc tir:®

NGUOI KY TRICH LUC ,
(Ky, ghi 10 ho, chit dém, tén, chiic vy, dong dau)

Chu thich:

() Ghi tén co quan cdp ban sao Trich luc (ghi du cac cap hanh chinh).

@ Ghi theo sb trong S6 cp ban sao Trich luc ho tich cta co quan ding ky ho tich.

) Ghi rd viéc ding ky nhan: cha, con hoic me, con tily theo ding ky viéc cha nhan con/con
nhéan cha hodc me nhan con/con nhan me.

@ Ghi tén co quan, s, ngay thang nim diang ky nhan cha, con hodc me, con.

®) Tuy theo cach thirc thuc hién, ghi 1d cin ctr cdp ban sao tir: S6 dang ky nhan cha, me, con
hodc Co s¢ dir li€u ho tich dién tur.

(Xem tiép Cong béo sb 377+378)
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