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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 nim 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 375+376)

Phu luc

DANH MUC
CAC QUY TRINH NOI BQ SUA POI, BO SUNG LINH VU'C 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 thang 12 nam 2024
ctia Uy ban nhén déan Thanh phé Ha Néi)

C. QUY TRINH THUQC THAM QUYEN GIAI QUYET CUA CAP XA
LINH VUC HQ TICH
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6. Thu tuc dang ky khai tir (QT-XP-06)

Muc dich

Quy trinh nay quy dinh trinh tu va cach thuc giai quyet ho so cua cong dan
c6 dé nghi dang ky khai tir thuoc thim quyén giai quyét cia UBND cép xa

Pham vi

- Ap dung ddi v6i ca nhan c6 dé nghi dang ky khai tu.
- 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 HO tich nam 2014;

- Nghj dinh s6 123/2015/ND-CP ngay 15/11/2015 cta Chinh pha quy dinh chi
tiét mot s6 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
so dit 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, sb tam tra gia”iy khi thyc hién tha tuc hanh chinh, cung cép
dich vy cong;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo truong B 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 pha quy dinh chi tiét mot sé diéu va bién phép thi
hanh Luat Ho tich;

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

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

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




CONG BAO HA NOI/S6 377+378/Ngay 29-12-2024

- Thong tu s6 281/2016/TT-BTC cua Bo Tai chinh quy dinh muc thu, ché do
thu, nOp, quan 1y va st dung phi khai thac, st dung thong tin trong co sé dir li¢u
hd tich, phi xac nhan cé quéc tich Viét Nam, phi x4c nhan la nguoi géc Viét
Nam, I¢ 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 ctia HDND tinh, thanh phé truc
thudc Trung uong;

- Thong tu 86 106/2021/TT-BTC ngay 26/11/2021 cta B Tai chinh sira doi,
bd sung mot sd didu ciia Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua
B6 Tai chinh hudéng din vé phi va 1é phi thudc thAm quyén quyét dinh cta
Hoi d6ng nhan dan tinh, thanh phd truc thudc Trung vong;

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

- Nghi quyét s6 07/2023/NQ-HPND ngay 04/7/2023 cua Hoi dong nhan dan
thanh ph6é Ha Noi vé viéc thu phi, 1 phi thudc thim quyén quyét dinh cta
Hoi déng nhan dan Thanh phd trén dia ban thanh phd Ha Noi;

- Quyét dinh s6 1079/QD-BTP ngay 11/6/2024 cong bd thi tuc 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 B6 Tu phéap;

- Quyét dinh sé 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 vyuc h tich,
qudc tich thude thAm quyén giai quyét ciia co quan, don vi trén dia ban thanh
phé Ha Noi;

- Quyét dinh s6 3211/QD-UBND ngay 21/6/2024 cia UBND thanh ph Ha
Noi vé viéc cong bd Danh muc 02 nhém tha tuc hanh chinh lién thong dién
tir: Dang ky khai sinh, dang ky thuong tra, cap thé bao hiém y té cho tré dudi
06 tudi; Pang ky khai sinh, x6a ding ky thudng tra, giai quyét mai tang phi,
tir tudt trén dia ban thanh phd Ha Noi

3.2

Ban | Ban

Thanh phan ho
anh phan ho so chinh| sao

- To khai dang ky khai tir theo mau (néu ngudi co yéu cau lya
chon ndp hd so theo hinh thic tryc tiép hodc gii hd so qua hé
thdng buu chinh);

- MAu hd tich dién tir tuong tac ding ky khai tir (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 thire truc tuyén);
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- Nguoi ¢6 yéu cau diang ky khai tir thyc hién viéc nop/xut
trinh (theo hinh thurc truc tiép) hoac tai 1én (theo hinh thirc truc
tuyén) cac giay to sau:

* Gidy to phai ndp:

- Giy bao tir hodc gidy to thay thé Gidy bao tir do co quan ¢6 tham
quyén cap.

- Giéy to, tai liéu, chirng ctr do co quan, td chtrc co tham quyén
cap hodc xac nhan hop 1& ching minh su kién chét dbi véi
truong hop ding ky khai tir cho nguoi chét da 1au, khong co
Gidy bao tir hodc gidy to thay thé Gidy bao ti.

- Vin ban ty quyén (duoc chimg thuc) theo quy dinh ctia phap
luat trong truong hop ty quyén thuc hién viée ding ky khai
to. Truong hop nguoi cd trach nhiém dang ky khai tir ay
quyén cho nguoi khac thuc hién viéc ding ky khai tor ma
nguoi dugce uy quyén l1a 6ng, ba, cha, me, con, vo, chéng, anh,
chi, em rudt ctia nguoi Gy quyén thi van ban uy quyén khong
phai ching thuec.

* Gidy to phai xuat trinh:

- Ho chiéu hodc Chirmg minh nhan dan hoic 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 tham quyén cip, con gia tri sir dung
dé ching minh vé nhan than ctia ngudi c6 yéu cau dang ky khai
tr. Trudng hop cac thong tin ca nhan trong cac gidy to nay da
c¢6 trong CSDLQGVDC, CSDLHTPT, dugc hé thong dién tu
dong thi khong phai tai 1én (theo hinh thirc truc tuyén);

- Gidy to chig minh noi cu tri cudi cing ctia ngudi chét dé xéac
dinh tham quyén trong trudng hop co quan ding ky ho tich
khong thé khai thac duge thong tin vé noi cu tra ciia cong dan
theo cic phuong thirc quy dinh tai khoan 2 Piéu 14 Nghi dinh
s6 104/2022/ND-CP. Truong hop cac thong tin vé gidy to
ching minh noi cu tra da dugc khai thac tor Co s¢ dir li€u
qubc gia vé dan cu bang cic phuong thic nay thi ngudi cd
yéu cau khong phai xuat trinh (theo hinh thirc truc tiép) hodc
tai 1én (theo hinh thuc truc tuyén).

- Truong hop khong xac dinh duge noi cu tra cudi cung cia
ngudi chét thi xuét trinh gidy to chtimg minh noi ngudi d6 chét
hoic noi phat hién thi thé cta nguoi chét.

Truong hop guri ho so qua hé théng buu chinh thi phai giri kém
theo ban sao c6 chimg thuc cac gidy to phai xuét trinh néu trén.
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*Luuy

- Trong thdi han 15 ngay ké tir ngdy c6 nguoi chét thi vo,
chéng hodc con, cha, me¢ hodc ngudi than thich khac ctia nguoi
chét co trach nhiém di dang ky khai tir; truong hop nguoi chét
khong c6 ngudi than thich thi dai dién ctia co quan, to chirc, ca
nhan lién quan c6 trach nhiém di khai ttr.

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

+ Nguoi tiép nhan cé trach nhiém kiém tra, d6i chiéu véi 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 ndp ban
sao hodc ban chup gidy to do.

+ Ngudi yéu cau dang ky ho tich co thé ndp ban sao chung
thuc tir ban chinh hodc ban sao duoc cép tir s6 géc hoac ban
chup kém theo ban chinh gidy to dé d6i chiéu. Truéng hop
nguoi yeu cau ndp ban chup kém theo ban chinh gidy t& thi
nguoi tiép nhan cé trach nhiém kiém tra, ddi chleu ban chup
v6i ban chinh va ky xac nhan, khong duoc yéu cau nguoi di
dang ky ndp ban sao gidy to do.

+ Nguoi tiép nhan cé trach nhiém tiép nhin dung, du hd so
dang ky hd tich theo quy dinh cua phap luat ho tich, khong
duoc yéu cau nguoi diang ky ho tich ndp thém gidy t& ma phép
luat ho tich khong quy dinh phai ndp.

Nguoi tiép nhin hé so thue hién khai thac théng tin trong Co
so dit liéu quoc gia vé dan cw theo quy dinh phdp ludt néu
ngueoi yéu cau dang ky hé tich da cung cdp ho, chiv dém, tén;
ngay, thang, nam sinh; sé dinh danh cd nhéan/can cuwde cong
dan/thé can cuoc/chung minh nhan dan. Truong hop cac thong
tin can khai thdc khéng cé trong Co sé dir liéu quoc gia vé dan
cw thi @é nghi nguwoi yéu cau ké khai day du.

- Pbi voi gidy to giri kém theo néu nguoi yéu cau nop hd so
theo hinh thirc truc tuyén:

+ Ban chup cac gidy to giri kém theo hd so ding ky khai tir 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 tir, tir gidy t& duoc cap hop 16, con gia tri sir dung.

+ Truong hop gidy to, tai liéu phai giri kém trong ho so ding ky
khai tir truc tuyén da co ban sao dién tir hoac da c6 ban dién tir
gidy to ho tich thi nguoi yéu cau duogce st dung ban dién tir nay.
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+ Khi dén co quan ding ky ho tich nhan két qua (Trich luc khai
tir/ban sao Trich luc khai tir), nguoi c6 yéu cau diang ky khai tir
phai xuat trinh gidy to tuy than, nop ban chinh cac gidy to 1a
thanh phan hd so dang ky khai tir theo quy dinh phap luat ho tich.
- Gidy to do co quan c6 thdm quyén cta nudc ngodi cip, cong
ching hoac xac nhan dé sur dung cho viéc dang ky ho tich tai
Viét Nam phai dugc hop phap hoa lanh sy theo quy dinh cua
phap luat, trir truong hop duge mién theo diéu udc qubc t& ma
Viét Nam la thanh vién.

- Truong hop nguoi yéu cau ding ky khai tu khong cung cap
duoc gidy to néu trén theo quy dinh hodc gidy to ndp, xuét trinh
bi tdy x0a, sira chira, 1am gia thi co quan diang ky ho tich co
thim quyén huy bo két qua dang ky khai tir.

3.3

S6 lwong ho so

01 bo

34

Thoi gian xur ly

Ngay trong ngdy tiép nhan hd so; trudng hop nhan hd so sau 15 gio ma
khong giai quyét dugc ngay thi tra két qua trong ngay lam viéc ti€p theo.

3.5

Két qua thye hién thi tuc hanh chinh:

- Trich lyc khai tir (ban chinh); ban sao Trich luc khai tir (trudng hop yéu ciu
cap ban sao Trich lyc khai tir).

- Ban dién tir Trich luc khai tir (Ban dién tir s& tu dong giri vé Kho quén 1y
dit liéu dién tir cla cé nhan/dia chi thu dién tir/thiét bi sé/dién thoai cla
ngudi yéu cau sau khi da hoan tat thii tuc ding ky khai tir tai co quan ding
ky ho tich).

3.6

Noi tiép nhén va tra két qua

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

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

- Bo phan Mot cira (TN&TKQ) cua Uy ban nhan dan cép xa noi cu tra cubi
cung cua nguoi chét thuc hién viée dang ky khai tir

- Hoac Bg phan Mdt ctra (TN&TKQ) cua Uy ban nhan dan céip X4 noi nguoi
d6 chét hodc noi phat hién thi thé nguoi chét thuc hién viéc dang ky khai tir
trong truong hop khong xac dinh dugc noi cu trii cudi cing ciia ngudi chét.

3.7

Lé phi, Phi

- Mién L& phi d6i v6i truong hop khai tir diing han, ngudi thudc gia dinh co
cong voi cach mang; nguoi thude hd nghéo; nguodi khuyét tat.




- Thu tuc Bang ky khai tir

Cong dan cung cap thong tin theo
biéu mau dién tr (trén Cong dich
vu cong), dinh kém ban chup hoac
ban sao dién tir cac gidy to, tai
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- Mt thu Lé phi d6i voi dich vu cong truc tuyén khi to chtrc, ca nhan ndp hd
so thyc hién TTHC trén Cong Dich vu céng bang Khong (Khong thu).
- Pang ky khai tir qua han truc tiép tai UBND cép xa: 5.000 dong/viéc
- Phi cp ban sao Trich luc khai tir (néu c6 yéu cau): 8.000 dong/ban sao
trich luc

3.8 | Quy trinh xir ly cong viéc

. Trach | Thoi | Biéu mau/ | Trang thai

b Trinh ty nhiém | gian | Kétqua | H¢ thong
- Trudng hop ndp ho so truc tiép,| Cong Thanh phan | Cong Dich
cong dan ndp ho so ding ky khai tir| dan hd so theo | vu cong
tai B0 phan mot ctra cia UBND cép Muc 3.2 Quéc gia
xd c¢6 tham quyén; ndp 1& phi néu dang nhap
thudc truong hop phai ndp 1€ phi mdt lan,
ding ky khai tir; ndp phi cip ban diéu hudng
sao Trich luc khai ttr néu c6 yéu cau nguoi dung
cap ban sao Trich luc khai ti. t6i Cong
- Truong hop ndp ho so truc tuyén, Dich vu
cong dan truy cap Cong dich vu cong thanh
cong qudc gia hodc Cong dich vu phé dé
cong thanh phd, dang ky tai khoan thuc hién
(néu chua c6 tai khoan), xac thuc budre tiép
ngudi dung theo huéng dan, ding theo
nhap vao hé thdng, xac dinh ding

Bl \uBND cap xa c6 tham quyeén.
Cong DVC két néi v6i CSDLDC
dé khai thac cac truong thong tin Tai khoan
cta cong dan c6 trong CSDLDC. gdm Tén
Cong dan lya chon: bang nhap
- Dich vu cong truc tuyén, L va Mat
- Quéan, Huyén, Thi xa Biéll m?lu khau
- UBND x4, phuong, thi tran c6 dién tu VNelD
tham quyén tuong tatc
- Linh vuc HO tich, dang ky

khai tr
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liéu; nop phi, I¢ phi thong qua
chtic nang thanh toan truc tuyén,
hoan tat viéc ndp ho so.

B2

Cong chuc Bo phan Mét ctra truy
cap Hé théng thong tin giai quyét
thtl tuc hanh chinh cta thanh ph
kiém tra tinh chinh xac, day du,
thdng nhét, hop 18 cia hd so.

(i) Truong hop hd so day du, hop 16
thi tiép nhan ho so; néu tiép nhan ho
so sau 15 gio thi ¢6 Phiéu hen, tra
két qua cho ngudi ¢ yéu cau trong
ngay lam viéc tiép theo (néu ngudi
¢6 yéu cau lua chon hinh thirc ndp
hé so tryc tiép) hodc giri ngay Phiéu
hen, tra két qua qua thu dién tu
hodc gui tin nhin hen tra két qua
qua dlen thoai di dong cho ngu:m cod
yéu cau (néu ngudi co yeu cau lya
chon hinh thirc ndp hd so truc
tuyén);chuyén hd so dé cong chirc
lam cong tac ho tich xtr Iy.

Sau khi tiép nhan hd so theo hinh
thre ndp truc tiép, can bo tiép
nhan hd so tai BO phan mot cua
thue hién sé hoa (sao chup, chuyén
thanh tai liéu dién ttr trén hé thong
thong tin, co so dir liéu) va ky sb
vao tai liéu, ho so giai quyét thu
tuc hanh chinh da dugc sb hoa
theo quy dinh.

(i) Trudng hop ho so chua day du,
hop 1€ thi c6 thong bido cho nguodi
yéu cau bd sung, hoan thién ho 50,
néu rd loai gidy to, ndi dung can
bod sung dé nguoi co yeu cau bd
sung, hoan thién. Sau khi hd so dugc
b6 sung, thuce hién lai budc (i);

(iii) Trudng hop nguoi cd yéu cau

Cong
chirc
B
phan
Mot
cua

Khong
qua 01
gio

- Phiéu yéu
cau bo sung,
hoan thién
hé so
- Phiéu tir
chéi tiép
nhén ho so
- Gidy tiép
nhén ho so
va hen ngay
tra két qua
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diang ky khai tir khong bo sung,
hoan thién duoc hd so thi tir chdi
giai quyét hé so va bao cdo
Trudéng BO phan Mdt cura
Cong chuc Bo phan Mot ctra truy | Cong |Khong Hb so
cap Hé thong thong tin giai quyét| chic |qua 01

B3 thu tuc h:c‘lnh chinh cua thénh phdé| Bo gio
chuyén ho so sang H¢ thong thong| phan
tin ding ky, quan 1y ho tich cho| Mot
cong chuc Tu phap - HO tich cua
Cong chiic tr phap - ho tich tham| Céng |Khéng| - Trich lyc
tra hd so (thdm tra tinh théng nhét,| chic | qua 3 khai tir,
hop 16 cta cac thong tin trong hd so,| Tu gio | - Thong bao
gidy t0, tai litu do nguoi yéu cau| phap - ho so khong
ndp, xuét trinh hoic dinh kém). Ho du diéu kién
+ Truong hop ho so can bd sung,| tich giai quyét/
hoan thién hodc khong di diéu Thong bao
kién giai quyét, phai tir chdi thi b6 sung hod
giri thong bao vé tinh trang ho so SO
t6i Bo phan Mot cira dé thong béao
cho nguoi ndp hd so — thyc hién
lai budce (i1) hodc (iii);
+ Truong hop can phai kiém tra,
xac minh lam rd hodc do nguyén

B4 |nhan khac ma khong thé tra két

qua dung thoi gian da hen thi cong
chic lam cong tac ho tich lap
Phiéu xin 156i 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 Bd phan Mdt
ctra dé tra cho ngudi c6 yéu ciu
(néu nguoi co6 yéu cau lya chon
hinh thac ndp hd so truc tiép),
hoic gtri Phiéu xin 151 va hen lai
ngay tra két qua qua thu dién tir
hozc gui tin nhan qua dién thoai di
dong cho nguoi cd yéu cau (néu
ngudi c¢d yéu cau lya chon hinh
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thirc ndp ho so truc tuyén).

+ Néu thay hd so day du, hop 18,
ding quy dinh, truong hop tiép
nhan hd so ding ky khai tir theo
hinh thirc tryc tiép, thi cong chirc tur
phép - ho tich thuc hi¢n vi¢c ghi
vao So6 ding ky khai tir, cip nhat
thong tin dang ky khai tir va luu
chinh thic trén Phan mém dang ky,
quan ly ho tich dién tir dung chung.
Trudong hop tiép nhin hd so ding
ky khai t&r theo hinh thuc truc
tuyén, cong chiic tu phap - ho tich
giri lai biéu mau Trich lyc khai tir
dién tir v6i théng tin day da cho
ngudi yéu cau qua thu dién tir hoic
thiét bi sd.

Ngudi yéu cau co trach nhiém
kiém tra tinh chinh xac, ddy du cua
cac thong tin trén biéu mau Trich
luc khai tir dién tir va xac nhan (téi
da mot ngay).

Néu nguoi c¢6 yéu cau xac nhan
thong tin di théng nhat, day du
hodc khong c6 phan hoi sau thoi
han yéu cau thi cong chirc tu
phap - ho tich thuc hién viéc ghi
ndi dung vao S6 ding ky khai tt,
cap nhat thong tin dang ky khai
tor va luu chinh théc trén Phan
mém ding ky, quan 1y ho tich
dién tir dung chung.

B5

Cong chuc tu phap - ho tich du
thao, trinh Lanh dao UBND cép xa
ky Trich luc khai tir ban gidy, ky sb
Trich luc khai tr ban dién t,
chuyén ho so tir Hé théng thong
tin dang ky, quan 1y ho tich sang

- Cong
chirc
Tu
phap -
Ho
tich

Khong
qua
01
gio

- Phiéu kiém
soat qua
trinh giai

quyét ho so

- Trich luc
khai tu
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Hé thong thong tin giai quyét thu
tuc hanh chinh ctia Thanh phd.
- Lanh dao UBND cép x3 ky Gidy| Lanh |Khong |- Phiéu kiém
khai sinh ban gidy, ky s Gidy khai| dao |qua 01| soatqua
sinh ban dién tr UBND | gio trinh giai
B6 |- Ban dién tu, ban gidy chuyén| cap xa quyét ho so
cong chic Tu phdp - HO tich va - Trich luc
cong chirc Vian phong - Théng ké khai tir
dé dong dau.
- Cong chirc Vian phong-Théng ké| Cong |Khong| - Trich luc | Hé théng
phat hanh vin ban ban gidy, ban| chiic |qua 01| Kkhai tir gui tin
dién tir (Hé théng tu dong chuyén| Vin | gio nhin t4i
két qua ban dién tor dén Bo phan|phong- email cuia
Mot ctra). Thong cong dan
- Ban gidy chuyén cong chic tu| ké thong bao
g7 |Phdp - ho tich dé chuyén Bo phan da co két
MOt cira tra két qua cho cong dan | Cong qua kinh
(Tong thoi gian giai quyét tir B |chuc tu moi cong
dén B6 hoan thanh trudc 16 gio 30| phap - déan dén
phat trong ngay tiép nhan hd so.|ho tich nhén
Pbi véi trudng hop tiép nhan hd
so sau 15 gio, tra két qua trude 11
gid ngay 1am viéc tiép theo)
1. Tiép nhan két qua hd so tir| Coéng |Trong| - S theo
cong chuc Tu phap-Ho tich chic | gid | dbihd so Thong tin
2. Pé nghi cong dan xuat trinh| BO | hanh | - Trich luc | ddng bo
ban chinh gidy to tuy than, Gidy| phan |chinh| khaitir | v6i Cong
béo tir (néu c6) va hd so (Truong| Mot Dich vu
hop Co so dir liéu dan cu da dugc| cua cong quéc
tich hop, chia sé, két néi, cong dan gia
BS da c6 xac thuc dinh danh dién tu,

cong dan khong can xuat trinh
gidy to tiy than)

3. Xéc nhan dd do6i chiéu ban
chinh

4. Pé nghi cong dan ky vao To
khai dang ky khai tir va S6 dang
ky khai tr theo quy dinh cua luat
ho tich.
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5. Thu phi cip ban sao trich luc
khai t¢ (néu co) (8.000d/ban
trich luc)

6. Tra két qua cho cong dan: Ban
chinh, ban sao Trich luc khai tir
(d6ng dau ctia UBND cép x4)

7. Gui Trich luc khai tir ban dién
tr qua Hé thong dén tai khoan,
email, Kho quan ly dir li¢u dién tu
ctia cong dan (Mién phi)

8. Ho so, két qua giai quyét TTHC
duoc s6 hoa

9. Ban giao hd so cho cong
chuc Tu phéap-HQ tich luu trir
theo quy dinh

Biéu mau

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

T khai ding ky khai tir (néu ndp hod so truc tiép) (Thong tu sd 04/2024/TT-
BTP cua B Tu phép)

Trich luc khai tir, Ban sao Trich luc khai t&r (Thong tu s6 04/2020/TT-BTP
cua BO Tu phap)

Biéu mau dién tir twong tac diang ky khai ttr (néu ndp ho so truc tuyén) (Thong
tu s6 03/2023/TT-BTP ctia Bd Tu phap).
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phuc

TO KHAI DANG KY KHAI TU

Ho, chit dém, t8N NGUOT YU CAU ..o eeee e
Ngay, thang, NAM SINN: ..o
INOT CU T @) oo

Quan hé VOT NEUSGT A8 CHEL: ..o ee e e
Pé nghi co quan diing ky khai tir cho ngudi ¢6 tén dwéi day:

HOQ, Chil d@M, TR ..ot
Ngay, thdng, NAM SINN: ......ccoooooi e
Gidi tinh: @ DAN t0C: @ Qudc tich: @ oo

Di chét vao 10¢: ... gio . phuat, ngay ............... thang ........... nam .......oo.......
INOT CREEL e oo
NGUYEN NHAN CREE: ..o eees e e see oo
S6 Gidy bao tir/Gidy t& thay thé GIAY DA 1 @ ..o oo
O e CAP NGAY oo thang .......... nam ...
To61 cam doqn nhitng ndi dung khai trén day la ding su that va chiu trach nhiém
trudc phap luat vé cam doan ctia minh.
Lamtai: .o, ngay ... thang ... NAM ..o
Ngudi yéu ciu
(Ky, ghi 0 ho, chir dém, tén)

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

() Ghi 18 tén co quan ding ky khai ti.

@ Chi ghi trong truong hop ngudi ¢6 yéu cau dang ky ho tich chua co/khong cung cap sb
dinh danh c4 nhan/cin cudc cong dan/thé cian 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 tra thi ghi theo noi ¢ hién tai.

3 Ghi s6 dinh danh ca 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 khong c6
s6 dinh danh ca nhan/can cudc cong dan/thé can cudc thi ghi gidy td hop 1é thay thé (ho chiéu,
chiing minh nhéan dan,...).

® Néu ghi theo Gidy bao tir, thi gach cum tir “Gidy to thay thé Gidy bao tir’; néu ghi theo sb
Gidy to thay thé Gidy bao tir thi ghi 13 tén, s6 gidy to va gach cum tir “Gidy bao ti”; truong hop
khong c6 thi muc nay dé trong.

) 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 HQ TICH PIEN TU TUONG TAC
PANG KY KHAI TU

I. Thong tin vé ngudi yéu ciu ding ky khai tir
(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); sd, ngdy, thang, nim cap, co quan cap; ban chup dinh kém;

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

(5) Quan h¢ voi nguoi dugce khai tu.

II. Thong tin vé ngudi dwoe diang ky khai tir

(6) Ho, chir dém, tén;

(7) Ngay, thang, ndm sinh (tdch bi¢t riéng 03 truong thong tin ngay, thang,
nam);

(8) S6 dinh danh c4 nhan;

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

(10) Noi cu trai cudi cung (noi thudng tri/noi tam tra/noi dang sinh séng);

(11) Thoi gian chét: gio, phit, ngay, thang, ndm (tach biét riéng cac trudng
thong tin gio, phut, ngay, thang, nam);

(12) Noi chét;

, (13) Nguyén nhan chét (co chu thich: néu chua xac dinh duoc/chua 16 thi dé
trong);

(14,) Gidy bao t/Gidy to thay thé gidy béo,tﬁr: s6, ngay, thang, nim cAp, co
quan cap (téch biét riéng cac tr}J:(‘)’r}g thong tin sO, ngay, thang, ndm, co quan cap;
c6 chu thich néu khong ¢6 thi dé trong);

(15) Bé nghi cap ban sao:

o Co

S6 luong ban sao yéu cau: ...

0 Khong

(16) Ho so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan cac thong tin cung cap la dung su that va chiu hoan
toan trach nhiém trudc phap luat vé ndi dung cam doan ctia minh.
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* Truong hop céac thong tin vé gidy to chimg minh noi cu tri da dugc 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 truc tuyén)

* Mau dién tur tuong tac ghi nhan thoi gian (g10 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 khai tir nhan Trich luc khai ttr (ban chinh) truc tiép tai
co quan dang ky hg tich.

Ban dién tr s€ tu dong giri vé Kho quan 1y dir li¢u dién tur cia ca nhan/dia chi
thu dién t/thiét bi sd/dién thoai ctia ngudi yéu cau sau khi di hoan tat thi tuc ding
ky khai tir tai co quan dang ky hd tich.
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UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
et (D) Doc lap - Tu do - Hanh phiic

sé: @/TLKT ,ngdy.....thang ...nam .........

TRiICH LUC KHAI TU

HOQ, ChIE A@IM, TRIN: .
Ngay, thang, ndm sinh: ...
Gio6i tinh: ... Dan tdc: Quéc tich: ...
S dinh danh cad nhAn:® .

GHAY O TUY TRANL ettt

INOT CREE: ..ottt
Gidy béo t/Gidy t0 thay thé Gidy DAO t SO ... dO

.......................................................................................................... CAP DAY oo
Ho, chir dém, tén nguwoi di Khai t0r: ...

NGUOI KY TRICH LUC ,
(Ky, ghi 0 ho, chir dém, té€n, churc vu, dong dau)

() Ghi tén co quan cap ‘Trich luc khai tir(ghi du cac cap hanh chinh).
@ Ghi theo S6 trong So ding ky khai tr.
) Chi ghi trong trudng hop da duoc cap S6 dinh danh ca nhan.
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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 cr ghi chu

Ho, chir dém,
tén, chir ky cta
nguoi thue hién

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

...................... () Péc 1ap - T do - Hanh phic
S6: @ /TLKT-BS ... ,NgAY....... thang ... ... nim...........
TRICH LUC KHAI TU
(BAN SAO)

Ho, chir dém, tén:

Ngay, thang, nam sinh:

S6 dinh danh c4 nhan:

Gidy to tiy than:

Da chét vao 1ac.......cu......... s U0 ST phut, ngay................ ghi bang chit:. ..
Noi chét:

b3 duoc diang ky khai tir tai: @ ..

S8 e 1172 | SR thang ........cccoe....... nam.......
Thuec hién trich luc tir:® ..........

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

Chu thich:

() Ghi tén co quan thyc hién viée cip ban sao Trich luc khai tir (ghi dii cdc cap hanh chinh).

@ Ghi theo sb trong SH cép ban sao Trich luc ho tich cua co quan thyc hién viéc cép ban sao
Trich luc khai tir.

@) Ghi tén co quan diang ky khai ttr, s6, ngdy thang nim dang ky.

@ Tuy theo cach thirc thuc hién, ghi & cin cir cap ban sao tir: SO dang ky khai tir hodc Co
so dir liéu ho tich dién tur.
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7. Thi tuc dang ky khai sinh luu dong (QT-XP-07)

Muc dich

Quy trinh ndy quy dinh trinh ty va cach thirc giai quyét hd so cta cong dan
dang ky khai sinh luu dong thudc thim quyén giai quyét cia UBND cép x4

Pham vi

- Ap dung ddi véi ca nhan ding ky khai sinh luu dong.
- 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 HO tich nam 2014;

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

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

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cta Bo truongBo Tu phap quy
dinh chi tiét thi hanh mot sé diéu cia Luat HO tich va Nghi dinh s
123/2015/ND-CP ctia Chinh pha quy dinh chi tiét mot sé diéu va bién phéap thi
hanh Luat Ho tich;

- Thong tu s6 85/2019/TT-BTC cua Bo Tai chinh hudng dan vé phi va 18 phi
thudc tham quyén quyét dinh ciia Hoi dong nhan dén tinh, thanh phé truc thudc
Trung vong;

- Thong tu s6 106/2021/TT-BTC ctia Bo Tai chinh stra ddi, bo sung mot $6
diéu ciia Thong tu s6 85/2019/TT-BTC cua Bo Tai chinh huéng dan vé phi
va 18 phi thudc thim quyén quyét dinh cia HDND tinh, thanh phé truc thudc
Trung wong;

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

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

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

- Nghi quyét s607/2023/NQ-HDND ngay 04/7/2023 cua Hoi dong nhan dan
thanh ph6é Ha Noi vé viéc thu phi, 1 phi thudc thim quyén quyét dinh cta
Ho6i 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 stra d6i, bo sung trong linh vuc ho tich thuc hién tai co quan dang ky ho
tich thugc pham vi chtic nang quan ly cua B6 Tu phép;

- Quyét dinh s6 3658/QD-UBND ngay 15/7/2024 cia UBND thanh phd Ha
Noi cong bd Danh muc thi tuc hanh chinh stra ddi, bd sung linh vuc ho tich,
qudc tich thudc thAm quyén giai quyét ciia co quan, don vi trén dia ban thanh
phd Ha Noi.

3.2

Ban | Ban

Thanh phan ho so chinh| sao

* Gidy to' phai ndp:

- T khai ding ky khai sinh theo mau.

- Ban chinh Gidy ching sinh; truong hop khong ¢ Gidy ching
sinh thi ndp van ban ciia ngudi lam chimg xac nhan vé viéc
sinh; néu khong c6 ngudi 1am chimg thi phai ¢ gidy cam doan| X
vé viéc sinh;

- Truong hop khai sinh cho tré em sinh ra do mang thai hd phai
c6 vin ban xac nhan ciia co so y té di thuc hién k¥ thuat hd tro
sinh san cho viéc mang thai ho.

* Gidy to' phai xuat trinh:

- Ho chiéu hodc Chimg minh nhan dan hoic Thé cin cudc
cong dan hoac Can cudc hodc céac giéy tO' khac c6 dan anh va
thong tin ¢4 nhan do co quan c6 tham quyén cp, con gla tri sur
dung dé chimg minh vé nhan than ciia ngudi c6 yéu cau dang
ky khai sinh;

- Gidy to c6 gia tri chimg minh thong tin vé cu tra trong
truong hop co quan ding ky ho tich khong thé khai thac dugc
thong tin vé noi cu tra cua céng dan theo cac phuong thirc
quy dinh tai khoan 2 Diéu 14 Nghi dinh s6 104/2022/ND-CP
ngay 21/12/2022 cua Chinh phil. Trudong hop cac thong tin vé
gidy to ching minh noi cu tra di dugc khai thac tir Co so dir
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liéu qubc gia vé dan cu bang cac phuong thirc nay thi nguoi
c6 yéu cau khong phai xuét trinh (theo hinh thirc tryc tiép).

- Gidy ching nhan két hon néu cha, me di ding ky két hon.
Truong hop d3 c6 thong tin vé viée két hon cua cha, me trong
CSDLHTDT, CSDLQGVDC thi khong phai xuét trinh.

* Luu y:

- Ngueoi tiép nhdan hé so thie hién khai thac théng tin trong Co s div liéu
quoc gia vé dan cw theo quy dinh phdp ludt néu nguoi yéu cau dang ky ho
tich da cung ccfp ho, chir dém, tén; ngay, thang, nam sinh; 56 dinh danh ca
nhan/can cwdc cong dan/thé can cwoc/chung minh nhdn dan. Truong hop
cdc théng tin can khai thac khéng cé trong Co sé dit lidu quoc gia vé dan cur
thi dé nghi nguwoi yéu cau ké khai day di.

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

+ Viéc xac dinh ho, dan toc, dat tén cho tré em phai phu hop véi phap luat va
yéu cau giit gin ban sic dan toc, tdp quan, truyén thong vin héa tét dep cua
Vi¢t Nam; khong dat tén qua dai, kho st dung.

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

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

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

33

S6 lwong ho so

01bo

3.4

Yéu céu, diéu kién thwe hién thi tuc hanh chinh

Tré em sinh ra ma cha me bi khuyét tat, 5m bénh khong thé di dang ky khai sinh
cho con; cha me bi bat, tam giam hodc dang thi hanh an phat ti ma khong con
ong ba ndi, ngoai va ngudi than thich hoic nhimg nguoi nay khong co diéu kién
di dang ky khai sinh cho tré.

35

Thoi gian xur ly

Téi da khong qua 05 ngay 1am viéc.

3.6

Két qua thuc hién thii tuc hanh chinh
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Gidy khai sinh (ban chinh).
3.7 | Noi tiép nhan va tri 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)
- Tai nha riéng cia cong dan hodc tai dia diém dang ky khai sinh luvu dong
3.8| Lé phi
- Mién L& phi ddi v6i truong hop khai sinh diing han, dang ky cho nguoi
thudc gia dinh c6 cong véi cach mang; nguoi thudc hd ngheéo; nguoi
Khuyét tat.
- Mtrc thu L¢ phi ddi véi dich vu cong truc tuyén khi to chirc, ca nhan ndp hd
so thyc hién TTHC trén Cong Dich vu cong bang Khong (Khong thu).
- Pang ky khai sinh qua han theo hinh thirc truc tiép: Lé phi: 5.000 dong
3.9 | Quy trinh xir ly cong viéc
X Trach | Thoi | Biéu mau/ | Trang thai
b Trinh ty nhiém | gian | Kétqua | Hé tﬁéng
Cong chuc tu phap - ho tich cap Thanh Té}i khoan
xa duoc giao nhiém vu dang ky phan hd gom Tén
khaiﬂ sinh l}m d(f)ng~ c6 trach nhiém so theo | Pang nhap
chuan bi day du méu To khai dang muc 3.2 va Mét
ky khai sinh, gidy to hd tich va khau
diéu kién can thiét dé thyc hién VNelD
dang ky luu dong tai nha riéng
hoic tai dia diém t6 chirc dang ky
luu dong, bao dam thudn lgi cho|
nguoi dan. COl:lg .
Tai dia diém ding ky khai sinh| MU | khong
Bl luu dong, cong chirc tu phap - ho Tu | qua 02
ong, g phap : , .\
tich huéng dan nguoi yéu cu dién | P lfaP o 8o
day du thong tin trong To khai H¢ tich
ding ky khai sinh; kiém tra céc
gidy to lam co sé cho viéc ding
ky khai sinh; viét Phiéu tiép nhan
hd so. Biéu mau
Truong hop céng dan khong biét dién tur
chit thi cong chitc tu phap - hd twong tac
tich truc tiép ghi T khai, sau d6 dang ky
khai sinh

doc cho cong dan nghe lai ndi
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dung va huéng dan nguoi d6 diém
chi vao To¢ khai.

Cong chic tu phap - ho tich hd
trg cong dan ké khai trén Cong
DVC ctia Thanh phd
Cong DVC két ndi véi CSDLDC
dé khai thac cac trudng thong tin
cta cong dan co6 trong CSDLDC.

Cong dan lya chon:

- Dich vu cong truc tuyén,

- Quéan, Huyén, Thi xa

- UBND x4, phuong, thi trin c6
thAm quyén

- Linh vuc HO tich,

- Thu tuc Pang ky khai sinh luu
dong

Cong chirc BO phan Mot cura truy

cap Hé thong thong tin giai quyét| Cong Kho

thit tyc hanh chinh cta thanh phé| chirc | oo
B2 2 X A L1 A A A qua 02

chuyén ho so sang H¢ thong thong | Mot o

tin dang ky, quan 1y ho tich cho| cua &

cong chuc Tu phap - HO tich

Sau khi tiép nhan du hd so, cong

chtrc tu phap - ho tich ghi vao S6

dang ky khai sinh, cap nhat thong

tin dang ky khai sinh trén Phan

mém ding kY, quan 1y ho tich, luu

chinh thic va chuyén thong tin dén Khé

CSDLQGVDC dé lay Sé dinh danh ong
B3|, .. qua 01

ca nhan. .

gio

Sau khi CSDLQGVDC tra vé Sb
dinh danh c& nhan, cong chuc tu
phap - ho tich du thao Gidy khai
sinh, trinh Lanh dao UBND cép xa
ky ban gidy, ky s6 Gidy khai sinh
dién tu.
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Lanh dao UBND cép xd ky Gidy |Lanhdao | khong Gidv khai
B4 |khai sinh ban gidy, ky s6 Giy khai| UBND | qua 01 Y N
sinh ban dién tur. cpxa | gio -
Cong chuc tu phap - ho tich dem
theo Gidy khai sinh va S6 ding ky
khai sinh dé tra két qua cho nguoi Hé théng
c6 yéu cau tai dia diém dépg ky thong tin
h{u dff);ng; hu’('n}g dan ng.ui’(‘n yég giai quyét
cau kl?m Rtravn(_n c}ung Glgy khe,u TTHC ciia
sm.h va So dftng ky kha} s1£1h, ky’, Cong Thanh phé
ghi r6 ho, tén trong S6 dang ky . \TTA
S : =T chirc . va Hé
B5 kl;lal vs1nh; ,tal muc Ghi ch1~1 tr(v)ng Tu khong ih 6ng
S6 dang ky khai sinh ghi 0 “Pang ] qua 04 e
ky luu dong”. p l}ap ) ngay thf) ne t1,n
Truong hop cong dan khong biét Ho tich da}ng 1’<y,A
chit, khi tra két qua dang ky ho quan 1y ho
tich, cong chirc tu phap - ho tich tich dong
doc lai ndi dung Gidy khai sinh bo thong
cho nguoi yéu cau nghe va hudng tin
dan nguoi d6 diém chi vao SO
dang ky khai sinh
(Truong hop Co sé dir li€u dan cu
da duogc tich hop, chia sé, két ndi,| .
cong dan da co6 xac thuc dinh danh COl:lg Gidy khai
dién tir, cong dan khong can xuit chire sinh Thong tin
trinh gidy to ty than) J,u’ ddng bo
-Thu phi cip ban sao trich luc II{)(A)atIi)cil khong v6i Cong
B6 | (n€u co) (8.000d/ban trich luc) | qua 02 Dich vu
- Guri ban dién tor qua Hé thong 8 gioy cong qudc
dén tai khoan, email, Kho quan ly Ol,lg gia
dir li€u dién tir cia cong dan i\}/}lfc
- H6 so, két qua giai quyét TTHC 7Qt
duoc s6 hoa cua
- Luu trit hd so theo quy dinh
4 | Biéu miu

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

T& khai dang ky khai sinh (Thong tu s6 04/2024/TT-BTP caa Bo Tu phap)

Gidy khai sinh, Gidy khai sinh ban sao (Thong tu s6 04/2020/TT-BTP cua 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: © Uy ban nhan dan ...

Ho, chit dém, t8N NEUOT YU CAUL .....ovoeeeeeeeeee et
Ngay, thdng, NAM SINN: ....ooooiiiiiiii e et

NOT CU T @) e e e e e e e e e e e e e e e e e e e e e eeeseeeeseeeseeereeeaean

Quan hé v&i ngudi duge khai SINh: ....oocoiiiiiiii e
Pé nghico quan ding ky khai sinh cho ngudi dwéi day:
HQ, chit @@, tEINZ .......ooiiiiiiiiieiie ettt ettt e e ettt saeeas

Ngay, thang, ndm sinh: ........ccccooviiiiniiniieee, ghi bang chit: .......cocooovvevreernn.

L0 11 TR | 1 o A PRSP
Ho, chit dém, t€Nn NEUWOT ME: ............cooooooo oo

NAM SINN: Ot Dan toc: @ oo Quéc tich: @...

GIAY 1O TUY thAN: G L.ttt ee et
Ho, chit dém, tén n@uoi Cha: ...

NAM SINN: O Dan toc: @ Quéc 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 ......... 1 SRS

T61 cam doan ndi dung dé nghi dang ky khai sinh trén day 1a ding su that, duoc 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.

Ngudi yéu ciu
(Ky, ghi o ho, chir dém, tén)

pé nghi cap ban sao©®: Co D Khong |:| .......................................
S6 luong:....... ban

Chu thich:

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

@) Chi ghi trong truong hop nguoi 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 tru thi ghi theo noi dang ky tam tra; truong hop khong c6 noi dang
ky thuong tra va noi dang ky tam tra thi ghi theo noi ¢ hién tai.

3 Ghi s6 dinh danh c4 nhan/cin cude cong dan/thé cin cude(vi du: Can cude cong dan sd
0?5188001010 do Cuc Canh sat QLHC vé TTXH cap ngay 20/1’1/2021). Trudong hqp khong ,Cé
s0 dinh danh cé nhan/can cudc cong dan/thé can cudce thi ghi giay to hop 1¢ thay thé (ho chicu,
chung minh nhan dén,...).

@ 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 N¢i, duong La Thanh, phuong Ngoc Khanh, quan Ba DPinh,
Ha Noi.

-Tramy té xa Pinh Bang, huyén Tu Son, tinh Bic Ninh.

Trudng hop sinh ra ngodi co s& y té thi ghi dia danh ctia 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 ¢ 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 KHAI SINH

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

(1) Ho, chit dém, tén;

(2) S6 dinh danh c4 nhan;

(3) Gidy to tdy than: Loai gidy to str dyng (CCCD/CMND/HY 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 tra/noi tam tra/noi dang sinh séng);

(5) Quan hé voi nguodi dugc khai sinh.

I1. Thong tin vé ngudi dwoc ding ky khai sinh

(6) Ho, chit dém, tén;

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

(8) Gidi tinh;

(9) Dan tdc;

(10) Qudc tich;

(1 1),Noi sinh (g(‘Sm’céc tru’éqrng th{)ng tin tach biét riét}g theo dia danh hanh
chinh: so phél; duong/pho; th()n/t(?/bén/ép; X4, phuc‘rpg, thi tran; quan, huyén, thi xa,
thanh ph?) thudc tinh, thanh pho thudc thanh phé tryc thudc Trung wong; tinh,
thanh pho tryc thugc Trung wong);

(12) Qué quéan.

I11. Thong tin vé ngwdi me ciia ngudi duge 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) Giay t tity than: Loai gidy o str dung (CCCD/CMND/HQ chiéu/Gidy to
hop I¢ thay thé); s0, ngay, thang, nam cap, co quan cap; ban chup dinh kém;

(17) Dan toc;

(18) Qudc tich;

(19) Noi cu tri (noi thuong tra/noi tam tri/noi dang sinh sdng).
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IV. Théng tin vé ngudi cha ciia nguoi dwoe khai sinh

(20) Ho, chir dém, tén;

(21) Ngay, thang, nam sinh (tach bié¢t riéng 03 truong thong tin ngay, thang,
nam);

(22) S6 dinh danh ¢4 nhan;

(23) 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;

(24) Dan toc;

(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 dang ky
khai sinh cho tré em la dung su that, da c6 su thoa thuan 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 chtimg 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)

* Mau dién tir tuong tac ghi nhan thoi gian (glo phut, gidy, ngay, thang, nam)
hoan tat viéc cung cdp thong tin; nguoi yéu cau trude do6 di diang nhap vao hé
théng, thuc hién x4c thue 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 hg tich.

Ban dién tr s€ tu dong gt vé Kho quan ly dir li€u dién tr cua c4 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 HOI CHUNGHIA VIETNAM
Doc ldp - Ty do - Hanh phiic

GIAY KHAI SINH
(BAN SAO)

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

&)} NGU(\f[_KY‘
----------------------------------- (K¥, ghi ¥d ho, tén, chitc vu va déng ddu)
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Chii thich:

" Ghi theo s6 trong S dang ky khai sinh.
® Ghi tén co quan cép ban sao Gidy khai sinh.
“ Ghi theo s6 trong Sé theo ddi viée cap ban sao ciia co quan cdp ban sao Trich lue h tich.

“Tuy theo cach thirc thuc hién, ghi rd can cir cap ban sao tir: “S6 dang ky khai sinh ™ hodc “Co'so dit
liéu ho tich dién tir”.
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CONG HOA XA HOI CHUNGHIA VIET NAM
Péc ldp - Ty do - Hanh phitc

GIAY KHAI SINH

(BAN SAO)
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Chii thich:

" Ghi theo s6 trong S dang ky khai sinh.
® Ghi tén co quan cép ban sao Gidy khai sinh.
“ Ghi theo s6 trong Sé theo ddi viée cap ban sao ciia co quan cdp ban sao Trich lue h tich.

“Tuy theo cach thirc thuc hién, ghi rd can cir cap ban sao tir: “S6 dang ky khai sinh ™ hodc “Co'so dit
liéu ho tich dién tir”.
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8. Thii tuc ding ky két hon lwu dong (QT-XP-08)

Muc dich

Quy trinh nay quy dinh trinh tu va cach thirc giai quyet hd so cua cong dan
co dé nghi dang ky két hon luu dong thudc tham quyén giai quyét cia UBND
cap xa

Pham vi

- Ap dung ddi v6i ca nhan c6 dé nghi dang ky két hon luu dong.
- 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 sé 123/2015/ND-CP ngay 15/11/2015 ciia Chinh phii quy dinh chi
tiét mot s6 diéu va bién phap thi hanh Luét ho tich;

- Nghi dinh sé 104/2022/ND-CP ngay 21/12/2022 cta Chinh phu sira doi, bo
sung mot s6 diéu cua cac nghi dinh li€én quan dén viéc nop, xuét trinh s6 ho
khéu, s tam tr giéy khi thyc hién thu tuc hanh chinh, cung cép dich vu cong;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cia Bo truong Bo Tu phap quy
dinh chi tiét thi hanh mot s6 diéu cua Luat Ho tich va Nghi dinh s6 123/2015/ND-
CP ctia Chinh phu quy dinh chi tiét mot sé diéu va bién phép thi hanh Luat H tich;
- Théng tu sb 85/2019/TT-BTC ngay 29/11/2019 cia B Tai chinh huéng dan vé
phi va 1¢ phi thudc tham quyén quyét dinh cia HDND tinh, thanh phd truc thudc
Trung wong;

- Thong tu s6 106/2021/TT-BTC cta Bo Tai chinh sira d6i, bd sung mot sd diéu
ctia Thong tu sé 85/2019/TT-BTC cta Bo Tai chinh huéng dan vé phi va 1& phi
thudc thim quyén quyét dinh ctia Hoi dong nhéan dan tinh, thanh phé truc thudc
Trung wong;

- Thong tu s6 03/2023/TT-BTP ngay 02/8/2023 ctiia B6 Tu phép stra d6i, bo sung
mot s6 ndi dung ctia Thong tu s6 01/2022/TT-BTP ctia B6 Tu phap quy dinh chi
tiét mot s6 diéu va bién phap thi hanh Nghi dinh sb 87/2020/ND-CP ctia Chinh
pht 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 B Tu phap sira doi, bd sung mot sé diéu
ciia Thong tu sb 02/2020/TT-BTP ctia B4 Tu phap ban hanh, huéng dan sir
dung, quan Iy mau sé qudc tich va mau gidy t& vé qudc tich va Thong tu sb
04/2020/TT-BTP cia Bo Tu phap quy dinh chi tiét thi hanh mot s6 diéu cua
Luat Ho tich va Nghi dinh s6 123/2015/ND-CP quy dinh chi tiét mot s diéu va
bién phap thi hanh Luat H¢ tich;
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- Nghi quyét s6 06/2020/NQ-HPND ngay 07/7/2020 ctua Hoi ddng nhan dan
thanh phd Ha Noi vé viéc ban hanh mot s6 quy dinh thu phi, 1& phi trén dia
ban thanh phé Ha Noi thudc tham quyén quyét dinh cua Hoi dong nhan dan
Thanh phd;

- Nghi quyét s6 07/2023/NQ-HDND ngay 04/7/2023 ctia Hoi dong nhan dan
thanh phd Ha Noi vé viéc thu phi, 1& phi thudc tham quyén quyét dinh ctua 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 thu tuc hanh chinh dugc
stra doi, bd sung trong linh vuc ho tich thuc hién tai co quan dang ky ho tich thude
pham vi chiic nang quan 1y cua B Tu phap;

- Quyét dinh sb 3658/QD-UBND ngay 15/7/2024 cia UBND thanh phé Ha
Noi cong b6 Danh muc thu tuc hanh chinh sta d6i, bo sung linh vuc ho tich,
qubc tich thudc thim 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

* Gidy to phai ndp
- T& khai dang ky két hon theo miu. Hai bén nam, nit c6 thé| X
khai chung vao mgt To khai dang ky két hon.

* Gidy to phai xuat trinh

- Ho chiéu hodc Chimg minh nhan dan hodc Thé can 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 st dung dé
chtrng minh vé nhan than ctia ngudi c6 yéu cau dang ky két hon;
- Gidy to ¢6 gia tri ching minh théng tin vé cu tra trong trudong
hop co quan ding ky ho tich khong thé khai thac dugc thong| X
tin vé noi cu tri cta cong dan theo céc phuong thuc quy dinh
tai khoan 2 Piéu 14 Nghi dinh s6 104/2022/ND-CP ngay
21/12/2022 cta Chinh phi. Truong hop céc thong tin vé gidy
to ching minh noi cu tra da dugc khai thac tur Co s¢ dur liéu
quéc gia vé dan cu bang cac phuong thirc nay thi ngudi co yéu
cau khong phai xuat trinh (theo hinh thuc truc tiép).

Luuy:

Nguoi tiép nhdn hé so thwe hién khai thdc théng tin trong Co sé dir liéu quoc
gia vé dén cu theo quy dinh phdp ludt néu nguwoi yéu cau ding ky ho tich da
cung cdp ho, chit dém, tén; ngay, thang, nam sinh, s0 dinh danh ca nhan/can
cudc cong dan/thé can cuoc/chung minh nhdn dan. Truong hop cdc thong tin
can khai thic khéng cé trong Co sé di liéu quoc gia vé dan cw thi dé nghi
nguoi yéu cau ké khai day di.
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33

S6 lwong ho so

01bo

3.4

Yéu ciu, diéu kién thye hién thii tuc hanh chinh

- Hai bén nam, nit cung thuong tra trén dia ban cip x3 ma mot hodc ca hai bén
nam, nit 13 ngudi khuyét tat, d5m bénh khong thé di dang ky két hon duoc.

- Nam tir d 20 tudi tro 1én, nit tir dii 18 tudi trd 1én;

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

- Khong bi mat nang luc hanh vi dan su;

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

- Két hon gia tao;
+ Tao hon, cudng ép két hon, lira d6i két hon, can tré két hon;
+ Nguoi dang ¢ vo, ¢6 chong ma két hon voi ngudi khac hodc chua ¢ vo,
chua c6 chong ma két hon véi nguoi dang co chong, ¢b vo;
+ Két hon giita nhitng nguoi cing dong mau veé truc hé; gitta nhitng ngudi ¢ ho
trong pham vi ba doi; gifta cha, me nudi v4i con nuodi; gitta nguoi da ting 1a
cha, me nudi véi con nuoi, cha chéng véi con dau, me vo véi con ré, cha duong
véi con riéng cua vg, me ké v&i con riéng cua chéng;

* Nha nudc khong thira nhan hon nhan gitra nhitng nguoi cung gidi tinh.

3.5

Thoi gian xur ly

Khong qua 05 ngay lam viéc.

3.6

Két qua thuc hién thi tuc hanh chinh

Gidy ching nhan két hon (ban chinh), mdi bén v, chong 01 ban.

3.7 | Noi tiép nhén va tra két qua
- Cong Dich vu cong Quéc gia (https://dichvucong.gov.vn)
- Cong Dich vu cong thanh phd Ha Noi (https://dichvucong.hanoi.gov.vn)
- Tai nha riéng cta cong dan hodc tai dia diémding ky két hon luu dong
3.8| Lé phi
Mién Lé phi.
3.9 | Quy trinh xir ly cong viéc
TT Trinh tu Trich T.hm Ble:1 majl/ Trz;mg /\thal
: nhiém | gian | Két qua | H¢ thong
Cong chuc tu phap - ho tich cap xi| Cong Tl}élnh‘ Ta‘}i khoan
dugc giao nhiém vu ding ky két hon| chirc 00 phan ho | gom Tén
B1 |luu dong chuan bi ddy do cac mau To| tu | sotheo | Dangnhap
khai, gidy t& ho tich va didu kién can|phap - | &' | Muc 3.2 |va Mat khau
thiét dé thyc hién ding ky luu dong. ho tich VNelD
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Trudng hop céng dan khong biét chir
thi cong chuc ghi To khai, sau do doc
cho ngudi yéu cau nghe lai ndi dung
va huéng dan ngudi d6 diém chi vao
To khai.

Cong churc tu phap - ho tich ho trg cong
dan ké khai thong tin trén Cong DVC
ctia Thanh phd.

Cong DVC két ndi v6i CSDLDC dé
khai thac cac truong thong tin cia cong
dan co6 trong CSDLDC.

Cong dan lya chon:

- Dich vu cong truc tuyén,

- Quéan, Huyén, Thi xa

- UBND xa, phuong, thi trAn c6 thAm
quyén

- Linh vuc HO tich,

- Tha tuc Pang ky két hon luu dong

Tai dia diém ding ky két hon luu dong,
cong chirc tu phap - ho tich kiém tra,
xédc minh vé diéu kién két hon cua céc
bén; huéng dan nguoi dan dién thong
tin trong To khai dang ky két hon. Néu
hd so day du, hop 1¢, cong chirc tu phap
- ho tich tiép nhan hd so viét Phiéu tiép
nhén ho so.

Biéu mau
dién tr
tuong tac
dang ky
két hon

B2

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

Cong
churc
Mot
cua

khong
qua 02
gio

B3

Cong chure tu phap - ho tich cap nhat
thong tin trong Hé thong thong tin
dang ky, quan 1y ho tich

Sau khi tiép nhan hd so, cong chirc
tu phap - ho tich du thao Gidy chimg
nhan két hon trinh Lanh dao UBND
cap xa xem xét, ky 02 Gidy ching
nhan két hon ban gidy va ky s6 ban
dién tir Gidy ching nhan két hon

Cong
chuc
tu
phap -
ho tich

khong
qua 02
gio
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Lanh dao UBND ky 02 Gidy chimg| Lanh Khon Gidy
B4 nhan két hon ban giay, ky s6 Giay| dao , 0‘3 ching
ching nhan két hon ban dién tir UBND qua‘ nhan
Je ~ | ngay .1 A
cap xa két hon
Cong chuc Tu phép - HO tich ghi ndi
dung diang ky vao S6 ding ky két hon, Thong tin
huéng dan ciac bén kiém tra noi dung ddng bo véi
Giay chirng nhan két hoén va S6 dang ky Cong Dich
két hon, cung cac bén nam, nir ky vao vu cong
S6 dang ky két hon, Gidy ching nhan quéc gia
két hon theo quy dinh. Tai muc “Ghi
chu” trong S6 dang ky két hon ghi rd
“Pang ky luu dong”. )
. . ~ A 2. 1~ | COng
Truong hop cong dan khong biét chir, hi
khi trao Gidy ching nhan két hon, cong CTuC
chire tu phap - ho tich phai doc lai ndi| *
dung Gidy chimg nhan két hon cho| P1aP - x
oA A e X .| HO Giay
nguoi yéu cau nghe va huéng dan nguoi| . h ) It
d6 diém chi vao S5 dang ky két hon. tich - khong|  chung
B35 . i 1A 1 . qua 02| nhan
(Trudong hop Co so dir liéu dan cu da ) . Kt ho
duoc tich hop, chia sé, két ndi, cong|” €Ong| &0 | kethon
dan d& c6 xéc thuc dinh danh dién tr,| hUC Ho so
cong dan khong can xuat trinh gidy to B?
tly than) phan
- Trao Gidy chtng nhan két hon cho 02 Mot
cua

bén Nam, Nir

-Thu phi cip ban sao trich luc(néu c6)
(8.000d/ban trich luc)

- Gri ban dién tir qua Hé thng dén tai
khoan, email, Kho quan 1y dit liu dién
tr cua cong dan

- Hb so, két qua giai quyét TTHC duoc
s6 hoa

- Luu trit hd so theo quy dinh

Biéu mau

Hé thong biéu mau (Théng tu s6 01/2018/TT-VPCP ctia Vin phong Chinh phit)

T khai ding ky két hon (Thong tu s6 04/2024/TT-BTP ciia Bo Tu phap)

Gidy Chtng nhan két hon, Trich luc két hon (Thong tu s6 04/2020/TT-BTP

cua Bo Tu phap)
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CONG HOA XA HOQI CHU NGHIA VIET NAM

Doc 13p - Tw do - Hanh phic

M TO KHAI DPANG KY KET HON @)

Kinh giri: @Uy ban nhan dan ...........c.ooeeeeeeeeeeeeeeeeeeeeeeeeeens

Thong tin Bén nir Bén nam

Ho, chit dém, tén

Ngay, thang, nam sinh

Dan toc @

Québc tich @

Noi cu tra @

Gidy to tiy than ©

Két hon 1an thir may

Chiing t6i cam doan nhimg 101 khai trén day 13 dung su that, viéc két hon cua
chung t6i 1a tu nguyén, khong vi pham quy dinh cia Luat hon nhan va gia dinh
Viét Nam.

Chung t6i chiu hoan toan trach nhiém trude phap luat vé ndi dung cam doan
cuia minh.

Dé nghi Quy co quan ding ky.

s NEAY e thang ........... nam...............
Bén nir Bén nam
(Ky, ghi 10 ho, chir dém, tén) (Ky, ghi 10 ho, chit dém, tén)

SO lugng:....... ban
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Chu thich:

(D@ Truong hop 1am thu tuc dang ky két hon co yéu td nudc ngoai, thi phai dan anh cia hai
bén nam, nit.

®) Ghi rd tén co quan diang ky két hon.

@ Chi ghi trong trudng hop ngudi cd yéu cau dang ky ho tich chua co/khong cung cép sd
dinh danh c& nhan/can cudc cong dan/thé can cudc/ching minh nhan dan.

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 thudng tra va noi dang ky tam trt thi ghi theo noi ¢ hién tai.

®) Ghi s6 dinh danh ca nhan/can cudc cong dan/thé cin cude (vi du: Can cude cong dan sb
025188001010 do Cuc Canh sat QLHC vé TTXH cap ngay 20/11/2021). Truong hop khong co
s6 dinh danh ca nhan/can cudc cong dan/thé can cudc thi ghi gidy td hop 1é thay thé (ho chiéu,
chiing minh nhéan dan,...).

© Pé nghi ddnh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd s6 luong.
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NOQI DUNG MAU HO TICH DIEN TU TUONG TAC
PANG KY KET HON

I. Thong tin bén nir

(1) Anh (truong hop 1am thu tuc dang ky két hon co yéu td nude ngoai);

(2) Ho, chir dém, tén;

(3) Ngay, thang, ndm sinh (tach biét riéng 03 truong thong tin ngay, thang, ndm);
(4) Dan tdc;

(5) Qudc tich;

(6) S6 dinh danh c4 nhan;

(7) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/HO chiéu/Gidy to
hop 18 thay thé); s6, ngay, thang, nim cip, 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 té nude ngoai);

(11) Ho, chir dém, tén;

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

(13) Dan tQc;

(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 cap, co quan cap; ban chup dinh kém;

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

(18) Két hon lan thir may;

(19) Bé nghi cap ban sao:

o Co

S6 lugng ban sao yéu cau: ...

o Khong

(20) Ho so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan cac thong tin cung cép 13 dang sy that, viée két hon
cua hai bén la hoan toan tu nguyén, khong vi pham quy dinh cua Lgét hoén nhan va
gia dinh Viét Nam, chiu hoan toan trach nhi€m trudc phap luat vé noi dung cam
doan cua minh.
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* Truong hop céac thong tin vé gidy to chimg minh noi cu tri 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 thoi gian (g10 phut, gidy, ngay, thang, ndm)
hoan tat viéc cung cip 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 chimg nhan két hon truc
tiép tai co quan dang ky ho tich.

Ban dién tr s€ ty dong gui vé Kho quan 1y dir liéu dién tir cia c4 nhan/dia chi
thu dién t/thiét bi sd/dién thoai ctia ngudi yéu cau sau khi di hoan tat thi tuc ding
ky két hon tai co quan dang ky hd 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, chir dém, tén vo:....................... Ho, chir dém, tén chdng:.... ...

Ngay, thang, nam sinh: .....................  Ngay, thang, nam sinh: ... . .
Dantoc: ... DANOC
QUOC tCh: oo QUOC TR e

NOLCUtra: oo NOTCU AT e,

Gidy tO thy than: ..o GlAy tO 0y thANT oo

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

() Ghi tén co quan thyuc hién viéc cp ban sao Trich luc két hon (ghi du cc cap hanh chinh).

@ Ghi theo sb trong SH cép ban sao Trich luc hg tich ctiia co quan thyuc hién viéc cép ban sao
Trich luc két hon.

) Ghi 16 tén co quan da thuc hién viéc ding ky két hon.

@ _ Truong hop dang ky lai két hon; dang ky hon nhan thuc té theo quy dinh tai khoan 2
Diéu 44 cua Nghi dinh sb 123/2015/ND-CP; cong nhan viéc két hon theo quy dinh tai Piéu 11
Luat hon nhan va gia dinh; thuc hién lai viéc dang ky két hon theo quy dinh tai Piéu 13 cua Luat
hon nhan va gia dinh thi ghi rd tai muc nay va ghi rd ngay xac 1lap quan hé¢ hon nhan.

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

Piang ky hon nhan thuc té theo quy dinh tai khoan 2 Diéu 44 cia Nghi dinh s6
123/2015/ND-CP, quan hé hon nhan dugc xac lap tr ngay 01/5/1985

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 ho tich viéc ly hon theo Ban an/Quyét dinh/Trich luc ghi chu ly
hon s0........cap ngay...... thang......nam........

® Tuy theo cach thic thyc hién, ghi rd cin cir cip ban sao tir: S6 dang ky két hon hoic Co
sO dir li¢u ho tich dién tur.
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9. Thi tuc dang ky Kkhai tir lvu dong (QT-XP-09)

Muc dich

Quy trinh nay quy dinh trinh ty va céch thuc giai quyet ho so cua cong dan
co dé nghi dang ky khai tir luvu dong thudc tham quyén giai quyét cia UBND
cap xa

Pham vi

- Ap dung d6i v6i ca nhan c6 dé nghi dang ky khai tir luu dong.
- Ap dung ddi véi cong chuc UBND cép chiu trach nhi¢m thuc hién Quy
trinh nay.

Noi dung quy trinh

3.1

Co sé phap ly

- Luat HO tich nam 2014;

- Nghi dinh s 123/2015/ND-CP ngay 15/11/2015 ctia Chinh pht quy dinh chi
tiét mot sé diéu va bién phap thi hanh Luat ho tich;

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

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

- Thong tu s6 85/2019/TT-BTC cua Bo Tai chinh hudéng din vé phi 18 phi
thuéc thAim quyén quyét dinh cia HDND tinh, thanh phd tryc thudc
Trung vong;

- Thong tu $6 106/2021/TT-BTC cta Bo Tai chinh stra ddi, bo sung mot $6
diéu cua Thong tu s6 85/2019/TT-BTC ctia Bo Tai chinh hudéng dan vé phi
va 18 phi thudc tham quyén quyét dinh cia HDND tinh, thanh phd truc thudc
Trung wong;

- Thong tu s6 03/2023/TT-BTP ngay 02/8/2023 ctiia Bo Tu phap sira d6i, bd
sung mot sd ndi dung cua Thong tur sé 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 cua Chinh phti quy dinh vé Co sé dir lidu ho tich dién
ttr, dang ky ho tich truc tuyén;

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

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

- Nghi quyét s6 07/2023/NQ-HDND ngay 04/7/2023 cua Hoi déng nhan dan
thanh phd Ha Noi vé viéc thu phi, 18 phi thuéc thim quyén quyét dinh cta
Hoi déng 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 d6i, bo sung trong Iinh vuc ho tich thuc hién tai co quan dang ky ho
tich thuoc pham vi chtic nang quan ly cua Bo Tu phép;

- Quyét dinh sé 3658/QD-UBND ngay 15/7/2024 cia UBND thanh ph Ha
Noi cong bd Danh muc thi tuc hanh chinh stra ddi, bd sung linh vuc ho tich,
qudc tich thudc thAm quyén giai quyét ciia co quan, don vi trén dia ban thanh
phd Ha Nbi.

. A ox Béan | Bian
3.2 | Thanh phan ho so chinh| sao
* Gidy to phai nop
- To khai diang ky khai tir theo mau; X

- Gidy bo tir hodc gidy to thay thé Gidy béo tir do co quan c6 tham
quyén cap.

* Gidy to phai xuit trinh

- Ho chiéu hoic Chung minh nhan dan hoic Thé cin cudc
cong dan hoidc Cin cude hodc cac gidy to khac co dan anh va
thong tin ca nhan do co quan c¢6 thim quyén cip, con gia tri sir
dung dé ching minh vé nhan than cia ngudi c6 yéu cau dang
ky khai tur;

- Gidy t& chirmg minh noi cu tra cudi cung cua ngudi chét dé
x4c dinh thAm quyén trong trudng hop co quan ding ky ho| X
tich khong thé khai thac dugc thong tin vé noi cu tra cia
cong dan theo cac phuong thic quy dinh tai khoan 2 Diéu 14
Nghi dinh s 104/2022/ND-CP ngay 21/12/2022 ctia Chinh
phu. Truong hop cac thong tin vé gidy td chimg minh noi cu
tro da dugc khai thac tir Co s¢ dir liéu qubc gia vé dan cu
bang cac phuong thirc nay thi ngudi c6 yéu cau khong phai
xuét trinh (theo hinh thirc truc tiép);
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- Truong hop khong x4c dinh duge noi cu tra cubi cing cia
nguoi chét thi xuat trinh gidy to chiing minh noi nguoi do chét
hodc noi phat hién thi thé cua nguoi chét.

Luuy:

Ngueoi tiép nhdn hé so thiee hién khai thac théng tin trong Co s6 diF liéu quoc
gia vé dan cir theo quy dinh phdp ludt néu ngwoi yéu cau dang ky hé tich da
cung ccfp ho, chir dém, tén; ngay, thang, nam sinh, s0 dinh danh ca nhan/can
cudc cong dan/thé can cuoc/chirng minh nhan dan. Truong hop cac thong tin
can khai thac khéng cé trong Co sé dit liéu quoc gia vé dan cw thi dé nghi
nguoi yéu cau ké khai day di.

3.3

S6 lwong ho so

01 bo

3.4

Yéu ciu, diéu kién thye hién thii tuc hanh chinh
Nguoi chét khong c6 ngudi than thich, ngudi than thich khéng sdng cing
dia ban xa hodc 1a nguodi gia, yéu, khuyét tat khong di dang ky khai tir dugc.

3.5

Thoi gian xir ly

Thuc hién ngay. Tbi da khong qua 05 ngay 1am viéc.

3.6

Két qua thye hién thi tuc hanh chinh

Trich luc khai tir (ban chinh).

3.7

Noi tiép nhan va tra két qua

- Cong Dich vu cong Quéc gia (https://dichvucong.gov.vn)
- Cong Dich vu cong thanh ph Ha Noi (https://dichvucong.hanoi.gov.vn)
- Tai nha riéng cua cong din hoic tai dia diém ding ky khai tir luvu dong

3.8

Lé phi

- Mién L& phi d6i voi trudng hop khai tir dung han, ding ky cho ngudi thudce
gia dinh c6 cong voi cach mang; ngudi thude ho nghéo; ngudi khuyét tat.

- Mtc thu L¢ phi ddi véi dich vu cong truc tuyén khi to chirc, ca nhan ndp hd
so thue hién TTHC trén Cong Dich vu cong bang Khong (Khéng thu).

- Pang ky khai tir qua han theo hinh thirc truc tiép: Lé phi: 5.000 dong

3.9 | Quy trinh xir ly cong viéc
. Trach | Thoi |Biéu miu | Trang thai
T Trinh ty nhi¢ém | gian | Két qua | H¢ thong
Cong chtrc tu phéap - hd tich dugc| Cong Thanh Tai khoan
giao nhi¢m vu dang ky khai tir lvu| chitc | khong x_ 1A | g0m Tén
R s A 2. ax , phan ho g .
B1 |d0ng c6 trach nhiém chuan bi day| Tu |qua 02 bang nhap
, x . v 4o , . , . so theo . N R
di mau To khai dang ky khai tir,| phap - | gio Muc 3.2 va Mat khau
gidy to ho tich va diéu kién can|Ho tich - VNelID
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thiét dé thuc hién dang ky luu dong
tai nha riéng hodc tai dia diém t6
chic dang ky luu dong, thuan loi
cho nguoi dan.

Tai dia diém dang ky khai tir luu
dong, cong chuc tu phap - ho tich
huéng dan ngudi yéu cau dién day
da thong tin trong To khai dang ky
khai tir, kiém tra cac gidy to 1am co
s cho viéc ding ky khai tor; viét
Phiéu tiép nhan ho so.

Truong hop cong dan khong biét
chir thi cong chirc tu phap - ho tich
ghi To khai, sau d6 doc cho nguoi
yéu cdu nghe lai ndi dung va
huéng dian ngudi d6 diém chi vao
To khai.

Cong chirc tu phap - ho tich hé tro
cong dan ké khai trén Cong DVC
Thanh phé

Cong DVC két ndi véi CSDLDC
dé khai thac cac trudng thong tin
cta cong dan co6 trong CSDLDC.
Cong dan lya chon:

- Dich vu cong truc tuyén,

- Quéan, Huyén, Thi xa

- UBND x4, phuong, thi trdn c6
tham quyén

- Linh vuc HO tich,

- Thu tuc Bang ky khai tir luu dong

Biéu mau
dién tir
tuong tac
dang ky
khai tir

Cong chuc B§ phan Mot cua truy
cap H¢ thong thong tin gidi quyét

Cong

thi tuc hanh chinh thanh phé| chirc | PO
B2 2 A A L1 A A ~ qua 02
chuyén ho so sang H¢ thong thong| Mot o
tin dang ky, quan 1y h¢ tich cho| cua 8
cong chtrc Tu phap - Ho tich
B3 | Sau khi tiép nhan hd so, cong chitc| Cong | khong
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tu phap - hd tich bao cdo Lanh dao | chure tu | qua 02
UBND cap xa. Trudng hop Lanh| phap - | gio
dao UBND cdp xd dong y giai| ho tich
quyét thi cong chic tu phap - ho
tich ghi vao S6 dang ky khai tir, cap
nhat thong tin dang ky khai tr va
luu chinh thirc trén Phan mém ding
ky, quan 1y ho tich, in Trich luc khai
tir, trinh Lanh dao UBND cap xa ky,
ky sb
Lanh dao UBND cap xi ky Trich| Lanh Khon
B4 luc khai tir ban giay, ky so Trich luc| dao ué O%l Trich luc
khai tir ban dién tir UBND | ™ " | khai tir
Ao x| DAY
cap xa
Cong chuc tu phap - ho tich dem Trich luc
theo Trich lyc khai tir va S6 ding khai tir
ky khai tir dé tra két qua cho cong
dan tai dia diém dang ky luu dong;
huéng din nguoi yéu cau kiém tra
ndi dung Trich lyc khai tr va S6 Con
ding ky khai tir, k¥, ghi 6 ho, tén| — o0& |
2 ax , o chuc | khong
B5 trong S6 dang ky vkhal tu; tai muc| o qua 01
“Ghi chu” trong S6 dang ky khai tir , o
s . A o phap - | gio
ghi 16 “Pang ky luu dong”. "L
\ - R R .. | HO tich
Truong hop cong dan khong biét
chir khi tra két qua, cong chuc tu
phap - ho tich doc lai ndi dung
Trich lyc khai t&¢ cho cong dan
nghe va hudng din cong dan diém
chi vao S6 ding ky khai tir.
- Thu phi cap ban sao trich luc(néu| Céng Truong hop
c6) (8.000d/ban trich luc) churc Co so dit
- Gri ban dién tr qua Hé théng ¢én| Tu liéu dan cu
tai khoan, email, Kho quan ly d&r | phéap - | khong da dugc tich
B6 |liéu dién tir ciia cong dan Ho tich | qua 01 hop, chia sé,
- Hb so, két qua giai quyét TTHC gio két ndi,
duoc s6 hoa cong dan da
- Luu trit ho so theo quy dinh c6 xac thuc
- Cong dinh danh
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churc dién tr,
Bo Trich lyc | cong dan
phéan khai tir | khong can
Mot Hd so | xuét trinh
cua giay to tuy
than
Thong tin
dong bo véi
Cong Dich
vu cong
quéc gia
Biéu miu
Hé thong biéu mau (Thong tu s6 01/2018/TT-VPCP cua Vian phong Chinh phu)
To khai dang ky khai tir (Thong tu s6 04/2024/TT-BTP cta B Tu phap)
Trich luc khai tir (Thong tu s6 04/2020/TT-BTP cua Bo Tu phap)
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CONG HOA XA HOQI CHU NGHIA VIET NAM
DPoc lap - Tw do - Hanh phic
TO KHAI DPANG KY KHAI TU
Kinh gtri: WUy ban nhan dan ...

Ho, chit dém, t&N NGUOT YU CAU ..o
Ngay, thang, NAM SINN: ..o
INOT CU T @) oo
GHAY 1O TUY thAN: B) oo eee e e
QuAan hé VOI NGUOT GA CREE: ..o
Pé nghi co quand:ing ky khai tir cho ngudi ¢6 tén dwéi day:

HOQ, Chill @M, t8N12 .....cooooo s
Ngay, thang, NAM SINN: ......ccoooooi s
Gidi tinh: @ Dan toc: @, Qudc tich: @ .o
NOT CU T CUST CUNE: @ see s eeee s
GHAY 1O TUY thAN: B) e seee e e oo e
Di chét vao 10c: ... o8 Co S phut, ngay ............... thang ............. nam .......o........
INOT CREE: e oo oo
NGUYEN NHAN CREE: oo eees e see e
S6 Gidy bao tir/Gidy t& thay thé GIAY DA 1 @ ..o oo

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

To61 cam doan nhiing ndi dung khai trén day la dang sy that va chiu trach nhiém

trudc phap luat vé cam doan ctia minh.

Lamtai: ,ngay thang ndm.......
Nguwoi yéu cau
(Ky, ghi 10 ho, chit dém, tén)
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Chu thich:

() Ghi 15 tén co quan ding ky khai tir.

@ Chi ghi trong truong hop ngudi c6 yéu cau dang ky ho tich chua co/khong cung cap sb
dinh danh c4 nhan/cin cudc cong dan/thé cian 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 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 tra thi ghi theo noi ¢ hién tai.

3 Ghi s6 dinh danh ca nhan/can cudc cong dan/thé can cude (vi du: Cin cude cong dan sb
025188001010 do Cuc Canh sat QLHC vé TTXH cap ngay 20/11/2021). Truong hop khong c6
s6 dinh danh ca nhan/can cudc cong dan/thé can cudc thi ghi gidy td hop 1é thay thé (ho chiéu,
chiing minh nhéan dan,...).

® Néu ghi theo Gidy bao tir, thi gach cum tir “Gidy to thay thé Giay bao t”; néu ghi theo sd
Gidy to thay thé Gidy bao tir thi ghi 13 tén, s6 gidy to va gach cum tir “Gidy bao ti”; truong hop
khong c6 thi muc nay dé trong.

) 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 KHAI TU

I. Thong tin vé ngwoi yéu cau ding ky khai tir

(1) Ho, chir dém, tén;

(2) Sé dinh danh c4 nhan;

(3) Gidy tf‘) tﬁy than: Loai gidy to ,sﬁr dung (CC,CD/CMND/HO chiéu/Gidy to
hop 1€ 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 h¢ voi nguoi dugce khai tu.

IL. Thong tin vé ngudi dwoc ding ky khai tir

(6) Ho, chit dém, tén;

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

(8) S6 dinh danh c4 nhan;

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

(10) Noi cu tra cudi cing (noi thuong tri/noi tam tri/noi dang sinh song);

(11) Thoi gian chét: gio, phat, ngay, thang, nim (tach biét riéng cac truong
thong tin gio, phut, ngay, thang, nam);

(12) Noi chét;

(13) Nguyén nhan chét (c6 chu thich: néu chua x4c dinh dugc/chua 16 thi dé
tréng);

(14) Gidy bao t/Gidy to thay thé gidy bao tir: sd, ngdy, thang, nim cap, co

quan cip (tach biét riéng cac truong thong tin sd, ngdy, thang, nim, co quan cp;
c6 cha thich néu khong co thi dé tréng);

(15) D& nghi cap ban sao:

o Co

S6 lugng ban sao yéu cau: ...

o Khong

(16) Ho so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan cac thong tin cung cap la dung sy that va chiu hoan
toan trach nhiém trudc phap ludt vé ndi dung cam doan ctia minh.
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* Truong hop céac thong tin vé gidy to chimg minh noi cu tra di 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 truc tuyén)

* Mau dién tur tuong tac ghi nhan thoi gian (g10 phut, gidy, ngay, thang, ndm)
hoan tat viéc cung cp thong tin; ngudi yéu cau trude d6 di dang nhap vao hé
théng, thuc hién x4c thue dién tir theo quy dinh.

Nguoi yéu cau dang ky khai tir nhan Trich luc khai ttr (ban chinh) truc tiép tai
co quan dang ky hg tich.

Ban di¢n tr s€ tu dong gt vé Kho quan ly dir li€u dién tir cua cd nhan/dia chi thu
dién t/thiét bi s6/dién thoai ciia nguoi yéu ciu sau khi di hoan tat thu tuc dang ky
khai tr tai co quan dang ky ho tich.
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UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
S6: @ /TLKT ‘ ,
......... ,ngay.....thang ... .nam ...
TRICH LUC KHAI TU
HOQ, Chlt A&, C8IN: .o
Ngay, thang, ndm sinh: ...
Gioi tinh: ... Dan tdc: Quéc tich: ...
S dinh danh cad nhAn:® .
GHAY 0 TUY TAN .ot
D3 chét vao luc....... 10 phit, ngay....coo, ghi bang chit:......
INOT CREL: .ot
Gidy béo t/Gidy t0 thay thé Gidy DAO t SO ..o dO
.......................................................................................................... CAP NAY oo
Ho, chir dém, tén nguwoi di Khai t0r: ...
GHAY O TUY TAN oottt
NGUOI KY TRiCH LUC

(Ky, ghi 0 ho, chir dém, tén, churc vu, dong déu)

() Ghi tén co quan cap Trich lyc khai tir (ghi du cac cap hanh chinh).
@ Ghi theo S6 trong S6 dang ky khai tir.
) Chi ghi trong truong hop da duoc cap S6 dinh danh ca nhan.
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PHAN GHI CHU NHUNG THONG TIN THAY DPOI SAU NAY

TT

Ngay, thang, nam
ghi chu

Noi dung ghi chui
(d6ng diu vao ndi
dung da ghi chu)

Can ctr ghi chu

Ho, chir dém,
tén, chir ky cia
ngwoi thue hién

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

................... (M Poc 1ap - Tu do - Hanh phiic
S6: @ /TLKT-BS ... ,Ngay....... thang ... ... nam...........
TRICH LUC KHAI TU
(BAN SAO)

Ho, chir dém, tén:
Ngay, thang, ndm sinh:

S6 dinh danh cé nhan:
Gidy to tiy than:

Da chét Va‘lq C.iiiieiie e, o3 [0 SO phut, ngay......ccevvvveennnne
................ ghibang Chil:. .. ..o
Noi chét:
D3 duogc dang ky khai tir tai: @ ... SO e,
NZAY.cvvieerreeerieeeerreerereeenns thang .....ccooevvveeiieee, 10F:01 1 R
Thuwe hién trich luc tir:® ..........
NGUOI KY TRICH LUC

(Ky, ghi 106 ho, chit dém, t€n, chirc vu, dong déu)

Chu thich:
() Ghi tén co quan thyc hién viée cip ban sao Trich luc khai tir (ghi dii cdc cap hanh chinh).

@ Ghi theo sb trong SH cép ban sao Trich Iuc ho tich cia co quan thyc hién viéc cép ban sao
Trich luc khai tir.

4 Ghi tén co quan diang ky khai tir, s6, ngdy thang nim dang ky.
@ Tuy theo cach thirc thuc hién, ghi & can cir cap ban sao tir: SO dang ky khai tir hodc Co
s& dir liéu ho tich dién tir.
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10. Thi tuc dang ky giam ho (QT-XP-10)

Muc dich

Quy trinh nay quy dinh trinh tu va cach thuc giai quyet ho so cia cong dan
c¢6 dé nghi dang ky giam ho thudc tham quyén giai quyét cia UBND cap xa

Pham vi

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

Noi dung quy trinh

3.1

Co so phap ly

- B0 luat Dan sy nam 2015;

- Luat HO tich nam 2014;

- Nghj 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 87/2020/ND-CP ngay 28/7/2020 ctia Chinh phu quy dinh vé Co
so dir li€u ho tich dién tir, dang ky ho tich truc tuyén;

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

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo truong B Tu phép quy
dinh chi tiét thi hanh mot s diéu cua Luat HO tich va Nghi dinh sb
123/2015/ND-CP ctia Chinh pht 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 ctia Bo 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¢ dit liéu ho tich dién tir, dang ky ho tich
tryuc tuyén;

- Thong tu s6 03/2023/TT-BTP ngay 02/8/2023 ctua B Tu phép sira d6i, bd
sung mot s6 ndi dung cua Thong tu sb 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 phu quy dinh vé Co s& dit lidu ho tich dién
ttr, dang ky ho tich truc tuyén;

- Thong tu s6 04/2024/TT-BTP ctua B6 Tu phap stra d6i, bd sung mot sé didu
ctia Thong tu s6 02/2020/TT-BTP ctia B6 Tu phap ban hanh, hudng dan sir
dung, quan 1y mau s6 qudc tich va mau gidy to vé qudc tich va Thong tu sd
04/2020/TT-BTP ctia B6 Tu phap quy dinh chi tiét thi hanh mdt s diéu cua
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Luat Ho tich va Nghi dinh s6 123/2015/ND-CP quy dinh chi tiét mot s6 diéu
va bién phép thi hanh Luat HO tich;

- Thong tu s6 281/2016/TT-BTC ciia B6 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& dit liu
hd tich, phi x4c nhan co quéc tich Vi¢t Nam, phi xac nhan 1a nguoi géc Viét
Nam, 1¢ phi quéc tich;

- Théng tu s6 85/2019/TT-BTC ngay 29/11/2019 ctia Bo Tai chinh hudéng dan
vé phi va 1& phi thudc thAm quyén quyét dinh caa HDND tinh, thanh phé truc
thudc Trung wong;

- Théng tu s6 106/2021/TT-BTC cua Bo Tai chinh sira d6i, bo sung mot sb
diéu ctia Thong tu s6 85/2019/TT-BTC cuia B Tai chinh huéng dan vé phi
va 1é phi thudc thim quyén quyét dinh ciia HDND tinh, thanh ph truc thudc
Trung uong;

- Nghi quyet 5O O6/2020/N Q-HDND ngay 07/7/2020 ctia Hoi dong nhan dan
thanh phd Ha Noi vé viéc ban hanh mot 5O quy dinh thu phi, 1€ phi trén dia
ban thanh phd Ha Noi thudc thaim quyén quyét dinh cua Hoi dong nhan dan
Thanh phd;

- Nghi quyét s6 07/2023/NQ-HPND ngay 04/7/2023 ctia Hoi dong nhan dan
thanh phé Ha Noi vé viéc thu phi, 18 phi thudc thAm quyén quyét dinh cia
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 thi tuc hanh chinh duoc
stra d6i, bo sung trong linh vyc hd tich thyc hién tai co quan dang ky ho tich
thudc pham vi chirc nang quan ly cua B6 Tu phap;

- Quyét dinh s6 3658/QD-UBND ngay 15/7/2024 ctia UBND thanh phé Ha
Noi cong bd Danh muc thi tuc hanh chinh stra ddi, bd sung linh vuc ho tich,
quéc tich thudc tham quyén giai quyét ctia co quan, don vi trén dja ban thanh
phé Ha Noi.

3.2

Ban | Ban

Thanh phin hd
anh phan o so chinh| sao

- T khai ding ky giam ho theo miu (néu ngudi ¢ yéu cau lua
chon ndp ho so theo hinh thirc truc tiép hodc giri hd so qua hé
thong buu chinh);

- Méu ho tich dién t twong tacdang ky giam ho (do nguoi yéu
cau cung cap thong tin theo huéng din trén Cong dich vu
cong, néu nguoi co yéu cau lira chon ndp hd so theo hinh thirc
truc tuyen),

- Ngudi ¢6 yéu cau dang ky giam ho thuc hién viéc ndp/xuat
trinh (theo hinh thuc truc tiép) hodc tai 1én (theo hinh thirc
truc tuyén) cac gidy to sau:
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* Gidy to phai ndp:

- Van ban ctr nguoi gidm hd theo quy dinh ctia B luat Dan su
dbi v6i truong hop ding ky giam ho cu.

- Gidy to chimg minh diéu kién giam ho duong nhién theo quy
dinh cta Bo luat Dan sy dbi voi truong hop dang ky giam ho
duong nhién. Truong hop cd nhiéu ngudi cung du diéu kién
1am giam ho duong nhién thi ndp thém vin ban thoa thuan vé
viéc cir mgt nguoi lam gidm ho duong nhién.

- Vin ban uy quyén theo quy dinh cta phap luit trong trudng
hop iy quyén thuc hién viéc ding ky giam ho. Trudng hop
nguoi duge uy quyén la 6ng, ba, cha, me, con, vo, ché)ng, anh,
chi, em rudt cia ngudi ty quyén thi van ban ay quyén khong
phai chiig thyec.

* Gidy to phai xuit trinh:

- Ho chiéu hodc Chtrng minh nhan dan hoac Thé can cudc cong
dan hodc Cin cude hodc cac gidy to khac co dan anh va thong
tin c4 nhan do co quan c6 thAm quyén cap, con gia trj sir dung dé
chtrmg minh vé nhan than ctia ngudi c¢6 yéu cau ding ky giam ho.
Truong hop céac théng tin ¢ nhan trong cac gidy to ndy da co
trong CSDLQGVDC, CSDLHTPDT, duoc hé thong dién tu dong
thi khong phai tai 1én (truc tuyén);

- Gidy to c6 gia tri chung minh thong tin vé cu tra trong
truong hop co quan diang ky ho tich khong thé khai thac duoc
thong tin vé noi cu tra ciia cong dan theo cac phuong thirc quy
dinh tai khoan 2 Diéu 14 Nghi dinh s6 104/2022/ND-CP ngay
21/12/2022 ctia Chinh phu. Trudng hop céc thong tin vé gidy
to chirng minh noi cu tra da dugc khai thac tor Co sé dir li€u
quéc gia vé dan cu bang cac phuong thirc nay thi nguoi co yéu
cau khong phai xuét trinh (theo hinh thirc truc tiép) hodc tai
1én (theo hinh thirc tryc tuyén);

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

*Luuy

- Déi véi gidy td ndp, xuat trinh néu nguoi yéu cau ndp ho so
theo hinh thirc tryuc tiép:

+ Nguoi tiép nhan co trach nhiém kiém tra, d6i chiéu véi
thong tin trong t& khai, chup lai hodc ghi lai thong tin dé luu

trong hd so va tra lai cho ngudi xuét trinh, khong dugc yéu
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cau ndp ban sao hoic ban chup gidy to do.

+ Nguoi yéu cau ding ky ho tich co thé ndp ban sao ching
thuc tir ban chinh hodc ban sao dugc cap tir s6 gbe hodc ban
chup kém theo ban chinh gidy to dé doi chiéu. Truong hop
nguoi yeu cau ndp ban chup kém theo ban chinh gidy to thi
nguoi tiép nhan cé trach nhiém kiém tra, dbi chleu ban chup
v6i ban chinh va ky xac nhdn, khong dugc yéu cau nguoi di
ding ky nop ban sao gidy to do.

+ Ngudi tiép nhan c6 trach nhiém tiép nhan ding, da ho so
dang ky ho tich theo quy dinh ctua phap luat ho tich, khong
duoc yéu cau nguoi dang ky ho tich ndp thém gidy to ma phap
luat ho tich khong quy dinh phai ndp.

Nguoi tiép nhdn ho so thiee hién khai thac théng tin trong Co
s dif lidu quoc gia vé dan cuw theo quy dinh phdp ludt néu
ngueoi yéu cau dang ky ho tich da cung cdp ho, chiv dém, tén;
ngay, thang, nam sinh; sé dinh danh cd nhén/can cude céng
dan/the can cuoc/chung minh nhdan dan. Truong hop cdc
théng tin can khai théac khéng c6 trong Co sé di lidu quoc gia
vé ddn cu thi dé nghi nguoi yéu cdu ké khai day di.

- D6i v6i gidy to giri kém theo néu nguoi yéu cau ndp hd so
theo hinh thirc tryc tuyén:

+ Ban chup cac gidy to giri kém theo hd so ding ky giam ho
truc tuyén phai bao dam rd nét, diy du, toan ven vé noi
dung, 12 ban chup bang mdy anh, dién thoai hoic duoc chup,
duoc quét bang thiét bi dién tu, tir gidy to duge cap hop 18,
con gia tri su dung.

+ Trudng hop gidy to, tai liéu phai giri kém trong ho so diang ky
giam ho tryc tuyén da c6 ban sao dién tir hodc di c6 ban dién tir
gidy t& ho tich thi ngudi yéu cau duogc st dung ban dién tir nay.
+ Khi d&én co quan dang ky ho tich nhan két qua (Trich luc diang
ky giam hd/ban sao Trich luc dang ky giam ho), ngudi co6 yéu
cau dang ky giam ho xuét trinh gidy to tuy than, nop ban chinh
cac gidy to 1a thanh phan ho so dang ky giam ho theo quy dinh
phép luat ho tich.

- Gidy to do co quan c6 thdm quyén clia nudc ngoai cap, cong
ching hodc xac nhan dé str dung cho viéc ding ky ho tich tai
Viét Nam phai dugc hop phap hoa lanh sy theo quy dmh cua
phap luat, trir truong hop dugc mién theo diéu ude qudc té ma
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Viét Nam la thanh vién.

- Truong hop ngudi yéu cau dang ky giam ho khong cung cip
duoc gidy to néu trén theo quy dinh hodc gidy to ndp, xuit
trinh bi tiy x0a, sira chira, 1am gia thi co quan diang ky ho tich
c6 tham quyén huy bo két qua dang ky giam ho.

33

S6 lwgng ho so

01 bd

3.4

Thoi gian xir ly

03 ngay lam viéc.

35

Noi tiép nhin 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) ctia UBND cép x4 noi cu tra ciia ngudi dugc
giam ho hodc nguoi gidm ho.

3.6

Lé phi, Phi

- Mién L¢ phi.
- Phi cép ban sao Trich luc ding ky giam ho (néu c6 yéu cau): 8.000 ddng/ban
sao

3.7

Két qua thye hién thi tuc hanh chinh:

- Trich luc dang ky giam ho (ban chinh), ban sao Trich luc dang ky giam hd
(truong hop yéu cau cip ban sao Trich luc dang ky giam ho).

- Ban dién tir Trich luc ding ky giam ho (Ban dién tir s& tuy dong giri vé Kho
quan 1y dir liéu dién tir cua ca nhan/dia chi thu dién ti/thiét bi sd/dién thoai
ciia ngudi yéu cau sau khi di hoan tat thu tuc ding ky giam ho tai co quan
dang ky ho tich).

3.8 | Quy trinh xir ly cong viéc
. | Biéu |Trang thai
TT Trinh tu Trach| Thot |~/ Két| He tigl("ing
nhi¢m | gian .
qua
H6 so dugc ndp truc tiép tai BoO Thanh | Tai khoan
phan Mot ctra cuia UBND cip xa phan ho | gobm Tén
hodc gui qua hé’th(*)ng buu chinh Cong so theo Dér}g nlAlép
B1 |hodc ndp truc tuyén dn Muc3.2 | va Mat
- Trudng hop ndp hd so truc tiép, khau
cong dan ndp ho so tai Bo phan Mot VNelD
ctra UBND cap x3 c6 thAm quyén; ndp
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1¢ phi néu thudc trudng hop phai ndp
1¢ phi; ndp phi cap ban sao Trich luc
dang ky giam ho néu co yéu cau cip
ban sao Trich luc dang ky giam hg.

- Trudng hop ndp hd so tryc tuyén,
cong dantruy cap Cong dich vu cong
quéc gia hodc Cong dich vu cong
thanh phd, dang ky tai khoan, xac
thuc nguodi dung theo hudéng dan,
ding nhdp vao hé théng, xac dinh
dung UBND cap xi c6 tham quyén.
Cong DVC két ndi véi CSDLDC dé
khai thac cac truong thong tin cua
cong dan c6 trong CSDLDC.

Cong dan lya chon:

- Dich vu cong truc tuyén,

- Quéan, Huyén, Thi xa

- UBND xa, phuong, thi trin co
tham quyén

- Linh vuc HJ tich,

- Thu tuc Pang ky gidm hd

Cong dan cung cp thong tin theo
biéu miu dién tir twong tac ding ky
giam ho (cung cép trén Cong dich vu
cong), dinh kem ban chup hoac ban
sao dién tir cac giéy to, tai liéu theo
quy dinh; ndp phi, 1& phi, hoan tat
viéc nop hd so.

Biéu mau
dién tur
tuong tac
dang ky
giam ho

B2

Cong chuc B6 phan Mot cua truy
cap Hé thong thong tin giai quyét thu
tuc hanh chinh cua thanh phd kiém
tra tinh chinh xac, day du, théng
nhét, hop 1¢ ctia ho so.

(i) Truong hop hd so day du, hop 18
thi tiép nhan hd so, c6 Phiéu hen, tra
két qua cho ngudi c6 yéu cau (néu
nguoi co yéu cau lua chon hinh thirc
ndp hd so truc tiép) hodc guri ngay
Phiéu hen, tra két qua qua thu dién tir

Cong
chirc
Bo
phan
Mot
cua

01 gid

HO so
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hodc gui tin nhan hen tra két qua qua
dién thoai di dong cho nguodi co yéu
cau (néu ngudi co yéu ciu lya chon
hinh thic nép hd so truc tuyén),
dong thoi chuyén hd so dé cong chire
lam cong tac ho tich xu ly.

Sau khi tiép nhan hd so theo hinh
thirc ndp truc tiép, can bd tiép nhan
hod so tai B6 phan mét ctra thuc hién
s6 hoa (sao chup, chuyén thanh tai
liéu dién tir trén hé théng thong tin,
co so dir liéu) va ky s6 vao tai liéu,
hd so giai quyét thu 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 bo sung, hoan thién hd so,
néu o loai gidy to, ndi dung can bd
sung dé nguoi cod yéu cau bd sung,
hoan thién. Sau khi hd so dugc bd
sung, thuc hién lai budc (1);

(iii) Truong hop ngudi cd yéu cau
diang ky giam ho khéng bd sung,
hoan thién duoc hd so thi bao cdo
Truéng bd phan mot ctra c6 thong
bao tir chdi giai quyét yéu cau ding
ky giam hg.

B3

Cong chuc B6 phan Mot ctra truy
cap Hé thong thong tin giai quyét thu
tuc hanh chinh ciia thanh phé chuyén
hd so sang Hé thong thong tin ding
ky, quan ly hd tich cho cong chuc Tu
phap - Ho tich

Cong
churc
Mot

cua

HO so

B4

Cong chirc tu phép - ho tich tham tra
ho so (tham tra tinh théng nhat, hop 18
ctia cac thong tin trong hd so, gidy to,
tai libu do ngudi yéu cau ndp, xuit
trinh hoac dinh kém).

Cong
chuc
Tu
phap -
Ho

Khong
qua 02
ngay

Ho so
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+ Trudong hop hd so can bd sung,
hoan thién hodc khéng du diéu kién
giai quyét, phai tir chdi thi gui thong
bao vé tinh trang hd so téi B phan
mot cira dé thong bao cho nguoi ndp
h6 so — thue hién lai budc (ii) hoic (iii);
+ Truong hop can phai kiém tra, xac
minh lam rd hodc do nguyén nhan
khac ma khong thé tra két qua dung
thoi gian da hen thi cong chuc lam
cong tac ho tich lap Phiéu xin 13i 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 phian mot
ctra dé tra cho ngudi co yéu cau (néu
nguoi co yéu cau lua chon hinh thirc
ndép ho so truc tiép), hodc gui Phiéu
xin 16i va hen lai ngay tra két qua
qua thu dién tir hodc giri tin nhin qua
dién thoai di dong cho ngudi co yéu
cau (néu nguoi co yéu cau lya chon
hinh thirc ndp hd so truc tuyén).

+ Néu thiy yéu cau ding ky giam ho
du diéu kién theo quy dinh phéap luat,
hé so day du, hop 1¢, dung quy dinh,
truong hop tiép nhan hod so diang ky
giam ho theo hinh thuc truc tiép, thi
cong churc tu phap - ho tich thuc hién
viéc ghi vao S6 dang ky giam ho, cap
nhat thong tin dang ky giam ho va luu
chinh thtc trén Phan mém ding ky,
quan ly ho tich dién tir dung chung.
Truong hop tiép nhan hod so dang ky
giam ho theo hinh thirc truc tuyén,
cong chiuc tu phdp - hg tich g lai
biéu miu Trich lyc ding ky giam ho
dién tor véi thong tin ddy di cho
ngudi yéu cau qua thu dién tr hodc
thiét bi sb.

tich
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Nguoi yéu cau c6 trach nhiém kiém
tra tinh chinh xac, ddy du cua cac
thong tin trén biéu mau Trich luc
dang ky giam ho dién tur va xac nhan
(ti da mot ngay).
Néu nguoi c¢6 yéu cdu xac nhan
thong tin da théng nhat, day du hoic
khong c¢6 phan hoi sau thoi han yéu
cau thi cong chuc tu phap - ho tich
thuc hién viéc ghi ndi dung vao SO
dang ky gidm hg, cap nhat thong tin
dang ky giam hova luu chinh thiic trén
Phan mém ding ky, quan 1y ho tich
dién tir dung chung.
Cong chuc tu phap - ho tich in Trich
luc dang ky gidm ho, trinh Lanh dao
UBND cép x3 ky, ky s6 chuyén hd so
tir Hé thong thong tin ding ky, quan
1y ho tich sang Hé théng thong tin
giai quyét thi tuc hanh chinh, hoan
thién ho so, chuyén Bo phan Mot cira
Lanh dao UBND cp x4 ky Trich luc Heé théng
ding ky giam ho ban gidy, ky sb Trich giri tin nhén
luc dang ky gidm ho ban dién tir to1 email
o | Tiehlue | G
B5 UBND| 02 810 | dangky | . 4s e
L. giamho | . .,
cap xa két qua kinh
moi cong
dan dén
nhén
1. Pé nghi céng dan xuét trinh ban Cér,lg Tméng h?p
chinh gidy to tiy than, ho so chire 90 S(j dr
2. Xédc nhan da déi chiéu ban chinh | L% | TOONE | pyop, 1y | 10 dancu
B6 A .. N .| phap - | gio o da duoc
3. qu nghi cong dan ky vao To 'khal Ho | hanh dg,rlg k}: tich hop,
va SO theo quy dinh cua luat ho t1ch’. tich | chinh giam ho chia sé, két
4. Thu phi cap ban sao trich luc (néu ndi, cong
c6) (8.000d/ban trich luc) dan di co
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5. Péng dau cia UBND cép x3 vao| Cong xac thuc
phan chit ky cia Lanh dao UBND| chtic dinh danh
cép xa Bo dién tu,
6. Tra két qua cho cong dan: Ban| phén cong dan
chinh, Ban sao. Mot khong can
7. Giri ban dién tir qua Hé théng dén| cira xuét trinh
tai khoan, email, Kho quéan 1y dit lidu gidly to tiy
dién tir ciia cong dan than
8. HO so, két qua giai quyét TTHC Thong tin
dugce s6 hoa dé{lg b véi
9. Luu trir ho so theo quy dinh Cong Dich
vu cong
qudc gia

Biéu mau

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

Td khai dang ky giam ho (néu ndp hd so truc tiép) (Thong tu sb 04/2024/TT-
BTP cua Bo Tu phap)

Trich lyc ding ky giam ho (Thong tu sb 04/2020/TT-BTP ctia Bo Tu phap)

Biéu miu dién tir twong tac dang ky giam ho (néu ndp hod so truc tuyén)
(Théng tu s6 03/2023/TT-BTP cua B Tu phap).
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 13p - Tw do - Hanh phic

TO KHAI PANG KY GIAM HQ

Kinh gti: OUy ban nhan dan ...

Ho, chit dém, t&n NGUOT YEU CAU: ..o e
Ngay, thang, NAM SINN: ..ot
INOT CU T @) oo
GiAy Oty thAN: B) e
Pé nghi co quanding ky viéc giam h giira:
Nguwoi giam h:
HoO, Chill A&, T8N ...
Ngay, thang, NAM SINN: ..o
Gi6i tinh:® ..o, DAn toc: @, Qudc tich: @ ..
INOT CU T @) oo
GiAY 0 Y thAN: B) e
Nguwoi duge giam h:
HoO, Chill A€M, 18I ...
Ngay, thang, NAM SINN: ..o
Giditinh: @ DAN t0C: @ Qudc tich: @ oo
INOT CU T @) oo e
Gidy khai sinh/Gidy tO thy than: @ ..o
Ly do dang Ky @IAM MOt ..o
To61 cam doan nhiing ndi dung khai trén day la dang sy that va chiu trach nhiém
trudc phap luat vé cam doan ctia minh.
Lam tai: ......ccoooooo.e,, ngay ... thang ........ nam ..
Ngudi yéu ciu
(Ky, ghi 6 ho, chir dém, tén)

D& nghi cap ban sao™®: C6 D, Khong L]

SO TTono: . DBAN e
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Chu thich:

() Ghi 3 tén co quan ding ky giam ho.

@ Chi ghi trong trudng hop ngudi cd yéu cau dang ky ho tich chua co/khong cung cép sd
dinh danh c4 nhéan/can cudc cong dan/thé can cudc/chimg 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.

4 Ghi s6 dinh danh c4 nhan/can cudc cong dan/thé can cude/sé Gidy khai sinh (d6i voi 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 xa My Thing, huyén My Loc, tinh
Nam Binh cip ngay 15/11/2014.

Trudng hop khong c¢6 s6 dinh danh ca nhan/can cude cong dan/thé can cudce thi ghi gidy to
hop 1¢ thay thé (ho chiéu, ching minh nhan dan,...).

@ Pé nghi danh dau X vao 6 néu ¢ yéu cau cap ban sao va ghi rd so lugng.
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NOI DUNG MAU HO TICH PIEN TU TUONG TAC
PANG KY GIAM HO

I. Thong tin vé ngwoi yéu cau ding ky giam ho

(1) Ho, chit dém, tén;

(2) S6 dinh danh cé nhén;

(3) Gidy tf‘) tﬁ}/ than: Loai gidy to ,sﬁr dung (CCQD/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 sng).

II. Thong tin vé ngudi giam ho

(5) Ho, chit dém, tén;

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

(7) Gioti tinh;

(8) Dan toc;

(9) Qudc tich;

(10) S6 dinh danh c4 nhén;

(11) Giay o tity than: Loai gidy to s dung (CCCD/CMND/H$ chiéu/Gidy to
hop 1€ thay thé); s0, ngay, thang, nam cap, co quan cap; ban chup dinh kém;

(12) Noi cu tra (noi thuong tri/noi tam tri/noi dang sinh séng);

I11. Thong tin vé ngudi dwoc giam hd

(13) Ho, chir dém, tén;

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

(15) Gidi tinh;

(16) Dan toc;

(17) Qudc tich;

(18) S6 dinh danh c4 nhén;

(19) Giay to tﬁy thélrn: Loai gidy to su qlmg (Gidy khai siqh/Thé
CCCD{CMND/H(T) chiéuw/Giay to hop I¢ thay thé); so, ngay, thang, nam cap, co
quan cap; ban chup dinh kem;

(20) Noi cu tri (noi thuong tra/noi tam tri/noi dang sinh sdng);
(21) Ly do dang ky giam ho;
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(22) Bé nghi cap ban sao:

o Co

S6 luong ban sao yéu cau: ..

o Khong

(23) Ho so dinh kém theo quy dinh.

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

* Truong hop céac thong tip vé gi‘éy to chtrng minh noi cu tra fié duoc khai thac
tur CSDLQQVDC, duoc h¢ thong dién tu dong thi khéng phai xuat trinh (theo hinh
thirc truc ti€p) 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,a‘m tat viéc cung cap thong tin; nguoi yéu cau trudc dé da dang nhdp vao hé
thong, thuc hién xéac thyc dién tir theo quy dinh.

Nguéi yéu cau dang ky giam ho nhan Trich luc dang ky giam ho (ban chinh)
truc tiép tai co quan dang ky ho tich.

Ban di¢n tl}l’ sC tu dong gui vé Kho quan 1y dfr li¢u dién tr cua 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 giam hd tai co quan dang ky ho tich.
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UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
@ Doc lap - Tw do - Hanh phic

S6: @ /TLGH

TRICH LUC PANG KY GIAM HQ

Nguwoi giam h:

L3 (oI e] o LY 6 (575 0 R <) Ao
Ngay, thdng, NAM SINN: ..o
Gidi tinh:..oo. Dan toC: ... QUBEC tCh: o
GHAY 1O TUY FRATL: et
G5 11 45

Nguwoi dwge giam hg:

L3 (oI e] 111 6 1575 0 R (<) OO
Ngay, thang, NAM SINN: ..o
Gidi tinh:...ooo Dan toC: ... QUOAC tHCR: o
Gidy khai SINN/GIAY 1O 1Y thAN: e
INOT CU EIULL e e

Viéc giam ho c6 hiéu luc ké tir ngay cép Trich luc./.

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

@) Ghi tén co quan cép Trich luc dang k¥ giam ho (ghi du cac cap hanh chinh).
) Ghi s6 trong S6 dang ky giam ho.
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PHAN GHI CHU NHUNG THONG TIN THAY DPOI SAU NAY
S6 | Ngay, thang, nim 1(\;{1 dudn;g gl}l ChR Can cwr Hgl)(,’ch}r dgm}];etlll; chir
TT ghi chi ong dau vao noi ghi chii Yy cua ngu uc

dung da ghi chu)

hién ghi chua
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UY BAN NHAN DAN  CONG HOA XA HQI CHU NGHIA VIET NAM
(1 Doc 1ap - Tw do - Hanh phic

S6:® /TLGH-BS  ceeeennn. ,Ngay....... thang ...... nam ...........

TRICH LUC PANG KY GIAM HQ
(BAN SAO)

Nguwoi giam h:

Ho, chit dém, tén:

Ngay, thang, ndm sinh:

Gio1tinh: ..., Dan toc:.....coooveeeeieies Quéc tich:
Gidy to tiy than:

Noi cu tru:

Ngwoi duge giam ho:

Ho, chit dém, tén:

Ngay, thang, ndm sinh:

Gidy khai sinh/Gidy to tiy than:

Noi cu tru:

Pa dang ky giam ho tai:?S6 .......co.cove....... ngay............. thang ............ nam
Thuec hién trich luc tir:®

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

Chu thich:

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

@ Ghi theo s6 trong SH cép ban sao Trich lyc ho tich cua co quan cép ban sao Trich luc ho tich.

®) Ghi rd tén co quan di ding ky giam ho, sd, ngay thang nam dang ky.

@ Tuy theo cach thirc thyc hién, ghi rd cin cir cip ban sao tir: SO diang ky giam ho hodc Co
s¢ dir li¢u ho tich dién tur.
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11. Thi tuc ding ky chim dut giam hd (QT-XP-11)

Muc dich

Quy trinh nay quy dinh trinh tu va cach thirc giai quyét hd so cia cong dan
c6 dé nghi cham dat giam ho thudc tham quyén gidi quyet cia UBND cap xa

Pham vi

- Ap dung ddi v6i ca nhan c6 dé nghi dang ky chdm dut giam ho.
- 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 HO tich nam 2014;

- B6 luat Dan sy nam 2015;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh chi
tiét mot s6 didu va bién phap thi hanh Luat ho tich;

- Nghi dinh sé 87/2020/ND-CP ngay 28/7/2020 ctia Chinh pht 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 d6i,
b6 sung mdt sd diéu cua cac nghi dinh lién quan dén viéc ndp, xuat trinh
s6 ho khau, sb tam tri giéy khi thyc hi¢n thu tuc hanh chinh, cung cép dich
vu cong;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cta 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 s6 dicu va bién phap thi hanh Nghi dinh s6 87/2020/ND-CP
ctia Chinh pha quy dinh vé Co s& dit liéu ho tich dién tir, dang ky ho tich
tryc tuyén;

- Thong tu sd 03/2023/TT-BTP ngay 02/8/2023 cua B Tu phap sta doi,
b6 sung mot sd ndi dung cia Thong tu s6 01/2022/TT-BTP cia Bo Tu
phap quy dinh chi tiét mot sé didu va bién phap thi hanh Nghi dinh
s6 87/2020/ND-CP cuia Chinh phii quy dinh vé Co s& dir 1iéu ho tich dién
ttr, dang ky ho tich truc tuyén;

- Thong tu s6 04/2024/TT-BTP cua B Tu phap stra d6i, bd sung mot sd diéu
ctiia Thong tu s6 02/2020/TT-BTP ctia B Tu phéap ban hanh, hudng dan sir
dung, quan Iy mau s6 qudc tich va mau gidy to vé qubc tich va Thong tu sd
04/2020/TT-BTP ctia B6 Tu phap quy dinh chi tiét thi hanh mot s6 diéu cua




CONG BAO HA NOI/S6 377+378/Ngay 29-12-2024 85

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 B 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& dir li¢u
ho tich, phi x4c nhan c6 quéc 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 Bo Tai chinh huéng dan
vé phi va 1¢ phi thudc thAm quyén quyét dinh cia HDND tinh, thanh phd truc
thudc Trung wong;

- Thong tu s6 106/2021/TT-BTC ctia B Tai chinh stra ddi, bo sung mot $6
diéu cta Thong tu s6 85/2019/TT-BTC ctia Bo Tai chinh hudéng dan vé phi
va 1¢ phi thudc thAm quyén quyét dinh cia HDND tinh, thanh phé truc thudc
Trung wong;

- Nghi quyét s6 06/2020/NQ-HDND ngay 07/7/2020 ciia Hoi dong nhan dan
thanh phé Ha Noi vé viéc ban hanh mét sé quy dinh thu phi, 18 phi trén dia
ban thanh phd Ha Noi thudc tham quyén quyét dinh ctia Hoi dong nhan dan
Thanh phd;

- Nghi quyét s6 07/2023/NQ-HPNDngay 04/7/2023 cua Hoi dong nhan dan
thanh phd Ha Noi vé viéc thu phi, 1¢ phi thuoc tham quyén quyét dinh cua
Ho6i 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 v ho tich thyuc hién tai co quan diang ky ho
tich thuc pham vi chttic nang quan ly cua Bo Tu phép;

- Quyét dinh sd 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 h tich,
qudc tich thudc thAm quyén giai quyét ciia co quan, don vi trén dia ban thanh
phd Ha Nbi.

3.2

Ban | Ban

Thanh phan ho so chinh| sao

- T& khai ding ky chdm dit giam ho theo mau (néu nguoi co
yéu cau lya chon ndp ho so theo hinh thic truc tiép hodc gii ho
so qua hé thong buu chinh);

- Méu ho tich dién tir twong tac dang ky cham dit giam ho (do
ngudi yéu ciu cung cap thong tin theo huéng dan trén Cong
dich vu cong, néu nguoi cd yéu cau lya chon ndp hd so theo
hinh thirc truc tuyén);

- Nguoi ¢6 yéu ciu dang ky cham dt giam hd thyc hién viéc
ndp/xuit trinh (theo hinh thtc truc tiép) hodc tai 1én (theo
hinh thuc truc tuyén) cac gidy to sau:
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* Gidy to' phai ndp:

- Giéy to [am can ¢t chadm dut giam ho theo B luat Dan su.

- Vin ban ty quyén theo quy dinh ctia phép luét trong trudong
hop Uy quyén thuc hién viéc ding ky cham dut giam
ho. Truong hop nguoi duoc Gy quyén 1a ong, ba, cha, me,
con, vo, chéng, anh, chi, em rudt cia nguoi uy quyén thi van
ban ty quyén khong phai chimg thyc.

* Gidy to phai xuat trinh:

Ho6 chiéu hodc Chimg minh nhin dan hoic Thé cin cudc
cong dan hoac Can cudc hodc cac giéy to khéc cc') dan anh va
thong tin cd nhan do co quan c6 thAm quyén cip, con gia tr1
sit dung dé chimg minh vé nhan thin cta ngudi c¢o yéu ciu
dang ky cham dut giam ho. Truong hop cac thong tin c4 nhan
trong cac gidy t& ndy di co trong CSDLQGVDC,
CSDLHTDT, dugc hé thong dién ty dong thi khong phai tai
1én (theo hinh thirc tryc tuyén).

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

*Luuy

- P6i v6i gidy to ndp, xudt trinh néu nguoi yéu cau ndp ho so
theo hinh thirc truc tiép:

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

+ Nguoi yéu cau dang ky ho tich c6 thé nop ban sao ching
thue tir ban chinh hoic ban sao dugc cap tir s6 gbe hodc ban
chup kém theo ban chinh gidy to dé dbi chiéu. Truong hop
nguoi yeu cau nop ban chup kém theo ban chinh gidy td thi
nguoi tiép nhan cé trach nhiém kiém tra, dbi chleu ban chup
v6i ban chinh va ky xac nhan, khong duoc yéu cau nguoi di
dang ky ndp ban sao gidy to do.

+ Ngudi tiép nhan c6 trach nhiém tiép nhan dung, du ho so
dang ky ho tlch theo quy dinh cta phap luat ho tlch khong
duoc yéu cau ngudi diang ky ho tich ndép thém gidy t& ma
phép luét ho tich khong quy dinh phai ndp.

Nguoi tiép nhdn hé so thwc hién khai théc théng tin trong Co
s& dir liéu quoc gia vé dan cu theo quy dinh phdp ludt néu
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nguoi yéu cau dang ky ho tich di cung cdp ho, chit dém, tén;
ngay, thang, nam sinh; sé dinh danh ca nhan/can cwée cong
dan/thé can cuoc/chung minh nhdn dan. Truong hop cac
théng tin can khai thac khéng cé trong Co sé dir liéu quoc
gia vé dan cu thi dé nghi ngwoi yéu cau ké khai day di.

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

+ Ban chup cac gidy to giri kém theo hd so ding ky cham dat
giam ho truc tuyén phai bao dam rd nét, ddy du, toan ven vé
n6i dung, 14 ban chup bang mdy anh, dién thoai hoic dugc
chup, duoc quét bang thiét bi dién tir, tir gidy t& duoc cip hop
1€, con gia tr1 st dung.

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

- Khi dén co quan dang ky ho tich nhan két qua (Trich luc ding
ky chdm dit giam ho/ban sao Trich luc dang ky cham dit giam
ho), ngudi co yéu cau ding ky chdm dit giam ho xuat trinh
gidy tO tuy than, ndp cac gidy to 1a thanh phan ho so ding ky
cham diit giam ho theo quy dinh phap luét ho tich.

- Gidy to do co quan c6 thim quyén ctia nudc ngoai cép,
cong chimg hodc xac nhan dé st dung cho viéc dang ky ho
tich tai Viét Nam phai dugc hop phap héa lanh su theo quy
dinh cua phap luat, trir truong hop duge mién theo diéu wdc
qudc té ma Viét Nam 1a thanh vién.

- Trudng hop nguoi cd yéu cau diang ky chdm dut giam ho
khong cung cap duoc gidy td néu trén theo quy dinh hodc
gidy to ndp, xuat trinh bi tdy x0a, stra chira, lam gia thi co
quan dang ky ho tich c6 tham quyén hity bo két qua dang ky
cham dat giam ho.

33

S6 lwgng ho so

01 bd

34

Thoi gian xur ly

02 ngay lam viéc.

3.5

Két qua thye hién thi tuc hanh chinh

- Trich luc ddng ky chidm dut giam ho (ban chinh), ban sao Trich luc dang ky
cham dat gidm ho (truong hop y€u cau cap ban sao Trich luc ding ky cham

dut gidm ho).
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- Ban dién tir Trich luc ding ky chdm dut giam ho (Ban dién tir s& ty dong
giri vé Kho quan 1y dir liéu dién tr ca ca nhan/dia chi thu dién ti/thiét bi
sd/dién thoai ctia ngudi yéu cau sau khi di hoan tat thi tuc dang ky cham dut
giam hg tai co quan dang ky hd tich).

3.6 | Noi tiép nhén va tra két qua
- Cong Dich vu cong Quéc gia (https://dichvucong.gov.vn)
- Cong Dich vu cong thanh ph Ha Noi (https://dichvucong.hanoi.gov.vn)
- B6 phan Mot cira (TN&TKQ) ctia UBND cép x3 noi da ding ky giam ho
trudc day

3.7| Lé phi, Phi
Mién Lé phi.
Phi cdp ban sao Trich luc dang ky cham dut giam ho: 8.000 dong/ban sao
trich luc

3.8 | Quy trinh xir ly cong viéc

. N S Trang
TT Trinh tu :;:‘ec;’l ;:l‘;‘ Bllg‘t '(;‘;;/ thai H
: thong
HO so duoc ndp truc tiép tar B0 Thanh Tai
phan Mot cira cua UBND cép xd phanho | khoan
hoac gui qua hé thong buu chinh so theo | gobm Tén
hoac ndp truc tuyén Muc 3.2 bang
- Trudng hop ndp hod so truc tiép, cong nhép va
dan nop ho so tai B6 phan Mot cira ciia Mat khau
UBND cép xi c6 tham quyén; ndp 1é VNelD
phi néu thudc truong hop phai nop 18
phi dang ky chdm dut giam ho; ndp
phl cap ban sao Trlch luc dang ky n
Cong
B1 |cham dut giam ho néu ¢ yéu cu cap dan

ban sao Trich lyc ding ky cham dut
giam ho.

- Truong hop nop hd so truc tuyén,
nguoi co yéu cau dang ky chdm dut
giam ho truy cap Cong dich vu cong
qudc gia hodc Cong dich vu cong
thanh phd, dang ky tai khoan (néu
chua co6 tai khoan), dang nhap vao hé
thdng, xac dinh ding UBND cip xi
c6 tham quyén.
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Cong DVC két nbi v6i CSDLDC dé
khai thac cac truong thong tin cua
cong dan c6 trong CSDLDC.

Cong dan lya chon:

- Dich vu cong truc tuyén,

- Quéan, Huyén, Thi xa

- UBND xa, phuong, thi tran c6 thim
quyén

- Linh vuc HO tich,

- Thu tuc Pang ky chdm dut giam ho
Cong dan cung cdp thong tin theo
biéu miu dién tir twong tac ding ky
chaim dut giam ho (cung cdp trén
Cong dich vu cong), dinh kém ban
chup hodc ban sao dién tir cac gidy to,
tai liéu theo quy dinh; nop phi, 1€ phi
thong qua chirc nang thanh toan truc
tuyén hodc bang cach thirc khac theo
quy dinh, hoan tat viée ndp hd so.

Biéu miu
dién tr
tuong tac
dang ky
cham dut
gidm ho

B2

Cong chuc Bo phan Mot cua truy cap
Hé thong thong tin giai quyét thu tuc
hanh chinh cua thanh phé kiém tra
tinh chinh xdc, diy du, thong nhat,
hop 18 cua ho so.

(i) Truong hop hd so day du, hop 18
thi tiép nhan hd so, c6 Phiéu hen, tra
két qua cho ngudi c6 yéu cau (néu
ngudi ¢o yéu cau lya chon hinh thirc
nop hd so truc tiép) hodc giri ngay
Phiéu hen, tra két qua qua thu dién tr
hodc gui tin nhan hen tra két qua qua
dién thoai di dong cho nguoi cod yéu
cau (néu ngudi co yéu cau lya chon
hinh thirc ndp hé so truc tuyén), dong
thoi chuyén hd so dé cong chic 1am
cong tac ho tich xur ly.

Sau khi tiép nhan hd so theo hinh
thire ndp truc tiép, can bo tiép nhan
hd so tai BO phan mot ctra thuc hién

Cong
chirc
Bo
phan
Mot
cua

01 gio

HO so
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s6 hoa (sao chup, chuyén thanh tai
liéu dién tir trén hé thong thong tin,
co so dir lidu) va ky sd vao tai licu,
hd so giai quyét thu tuc hanh chinh da
duogc s6 hoa theo quy dinh.

(ii) Truong hop hd so chua day du,
hop 1€ thi ¢6 thong bao cho nguodi yéu
cau bd sung, hoan thi¢n hd so, néu rd
loai gidy td, ndi dung can b sung dé
ngudi c6 yéu cau bd sung, hoan thién.
Sau khi hd so duge bd sung, thyc hién
lai budce (i);

(iii) Trudng hop ngudi c6 yéu cau
dang ky cham dut giam ho khong b
sung, hoan thién dugc hd so thi bao
cao Truong bo phan mdt cua céd
thong bao tir chdi giai quyét yéu cau
dang ky cham dut giam ho.

B3

Cong chiac B§ phan TN&TKQ
chuyén ho so tir Hé théng thong tin
giai quyét th tuc hanh chinh sang Hé
thong thong tin ding ky, quan 1y ho
tich, ban giao hd so cho Coéng chirc
Tu phéap - HJ tich

Cong
chirc
Bo
phan
Mot
cua

01 gid

HO so

B4

Cong chirc tu phéap - ho tich tham tra
ho so (tham tra tinh thong nhat, hop 18
clia cac thong tin trong ho so, gidy to,
tai liéu do nguodi yéu cau ndp, xuit
trinh hodc dinh kém).

+ Truong hop hd so can bd sung, hoan
thién hodc khong du diéu kién giai
quyét, phai tir chdi thi gii théng béo vé
tinh trang hd so téi Bd phén mot ctra
dé thong bao cho nguoi ndp hod so —
thuc hién lai bude (ii) hoac (iii);

+ Truong hop can phai kiém tra, xac
minh lam rd hodac do nguyén nhan
khac ma khong thé tra két qua dung
thoi gian da hen thi cong chic lam

Khong
qua 12
gio

HO so
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cong tac ho tich 1ap Phiéu xin 161 va
hen lai ngay tra két qua, trong d6 néu
15 1y do cham tra két qua va thoi gian
hen tra két qua, chuyén B phin mot
ctra dé tra cho ngudi ¢6 yéu cau (néu
nguoi cd yéu cau lya chon hinh thirc
ndp hd so truc tiép), hodc gui Phiéu
xin 16i va hen lai ngay tra két qua qua
thu dién tir hoac gui tin nhén qua dién
thoai di dong cho ngudi co yéu cau
(néu ngudi co yéu cau lya chon hinh
thirc ndp ho so truc tuyén).

+ Néu thdy ho so day du, hop 1¢, ding
quy dinh, trudng hop tiép nhan ho so
ding ky cham dut giam ho theo hinh
thirc tryc tiép, thi cong chirc tu phap -
ho tich thuc hién viéc ghi vao S6 ding
kychdm dutgiam ho, cip nhat thong
tin dang ky cham dut gidm ho va luu
chinh thic trén Phin mém dang ky,
quan 1y ho tich dién tr dung chung.
Truong hop tiép nhan ho so dang ky
cham dut gidm ho theo hinh thirc truc
tuyén, cong chirc tu phap - ho tich giri
lai biéu mau Trich lyc ding ky cham
dut giam ho dién tr véi thong tin day
du cho ngudi yéu cau qua thu dién tir
hoic thiét bi sb.

Nguoi yéu cdu co trach nhiém kiém
tra tinh chinh xac, day du cua cac
thong tin trén biéu mau Trich luc ding
ky cham dirt giam ho dién tir va xéac
nhan (t6i da mot ngay).

Néu ngudi ¢6 yéu cau xac nhan thong
tin da théng nhat, day du hoic khong
c6 phan hoi sau thoi han yéu cau thi
cong churc tu phap - ho tich thuc hién
viéc ghi ndi dung vao SO ding ky
chdm dut giam ho, cAp nhat thong tin
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ding ky chim dat giam hd va luu
chinh thic trén Phin mém ding ky,
quan ly hd tich dién tir dung chung.
Cong chuc tu phap - hd tich in Trich
luc dang ky chidm dut giam ho, trinh
Lanh dao UBND cép xa ky, chuyén hd
so tr Hé théng théng tin diang ky,
quan 1y ho tich sang Hé thong thong
tin giai quyét tha tuc hanh chinh,
hoan thién hd so va chuyén Bo phan
Mot cira
Lanh dao UBND cap xa ky Trich luc Trich luc | Hé théng
ding ky chdm dut giam ho ban gidy, dangky | guitin
ky s6 Trich luc ding ky chim dat chdm dut | nhan t6i
giam ho ban dién tir chuyén Bo phan| | . b gidamho |email cia
Mot clra I:ian cong dan
ao . ~
B5 UBND 02 gio ’thorig ,
cép xa bacz da (30
két qua
kinh moi
cong dan
dén nhan
1. Bé nghi céng dan xuat trinh ban Ho6 so
chinh gidy to tiy than, ho so
(Truong hop Co s& dit lidu dan cu da| COng
duoc tich hop, chia sé, két ndi, cong chirc
dan da c6 x4c thyc dinh danh dién tr,| 1Y
cong dan khong can xuét trinh gidy to pl}al? ) Théong tin
\ A H9¢ tich \ R
tuy than) Trong dong bo
B6 | 2. X4c nhan da d6i chiéu ban chinh gio v6i Cong
3. Pé nghi cong dan ky vao To khai| . hanh Dich vu
L oA . i tA L Cong , R
va SO theo quy dinh cua luat ho t1ch., chiic chinh c?ng.
4. Thu phi cap ban sao trich lyc (néu| g, quoc gia
co) (8.000d{bén trich luc) ’ phéan
5. bong dau cua UBND cap xd vao| Mot
phan chit ky cua Lanh dao UBND| cira

cap xa
6. Tra két qud cho cong dan: Ban
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chinh, Ban sao.

7. Guri ban dién tir qua Hé théng dén
tai khoan, email, Kho quan ly dir liéu
dién tr ciia cong dan

8. HO so, két qua giai quyét TTHC
duoc s6 hoa

9. Luu trit hd so theo quy dinh

Biéu mau

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

T khai ding ky chim dut giam ho (néu ndp hd so truc tiép) (Théng tu sb
04/2024/TT-BTP cua B Tu phap)

Trich luc dang ky chdm dut giam ho (Théng tu sé 04/2020/TT-BTP cua Bo
Tu phap)

Biéu mau dién tir tuong tac ding ky cham dat gidm ho (néu ndp ho 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 - Tu do - Hanh phic
TO KHAI PANG KY CHAM DUT GIAM HQ
Kinh guri: Uy ban nhan dan ...........c....
Ho, chit dém, t&n NGWOT YU CAUS ......o.ov.veeeeieeeeeeeeeeeeeeeeee e e
Ngay, thdng, nAm SINN: .....ooooiiiiiii et e
INOT CU TP et ettt et nans o
GHAY 1O Y thAN: B) L.t

Pé nghi co’ quan ding ky chim dit viée giam ho giira:

Nguwoi giam h:

HO, CIhTE QEIM, tE11: .oeeviiiiiiiiiiiieeeeeeeee e ettt ab et e e teete s e e e e eeeenas
Ngay, thdng, NAM SINN: ....ooooiiiiiiii et
Gidi tinh: @ .o DANn toC: @, Quéc tich: @ ............

NOT CU TP, et e e et e e e et e e e e et e ee e e e e e e ee e e e eeeereeaeeaseesaaae s

Nguwoi duwge giam h:

HO, ChTE AEIM, tEI1: .oeeeiiiiiiiii ettt ar et eeeeeeeeeeeeeeeeanas
Ngay, thdng, NAmM SINN: ...oocciiiiiii et et
Gidi tinh: @ ..o DAN tOC: @ Quéc tich: @ ............

NOT CU T B2 et e e e e et e e e e e e ee e e e e e eee e e e e e eaeeeseeee e e e s eeseeaeesanaen
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T6i1 cam doan nhitng ndi dung khai trén day la ding su that va chiu trach
nhiém trudc phap luat vé cam doan ctia minh.

Lam tai: .............. ,ngay ... thang .... ndm .......
Ngudi yéu cau
(Ky, ghi 0 ho, chir dém, tén)

D’é nghi Cép bé'n SaO(S): Cé D’ Khéng D ................................
S6 lugng:...ban

Chu thich:

() Ghi 16 tén co quan dang ky cham dut giam ho.

@ Chi ghi trong truong hop nguoi co yéu cau dang ky ho tich chua co/khong cung cap s6
dinh danh ca nhan/can cudc cong dan/thé can cudc/chung minh nhan dan.

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; trudng hop khong c6 noi dang
ky thuong tra va noi dang ky tam tra thi ghi theo noi ¢ hién tai.

®) Ghi s6 dinh danh c4 nhan/can cudc cong dan/thé can cude/sd Gidy khai sinh (ddi v6i 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 xd My Thing, huyén My Loc, tinh
Nam Dinh cap ngay 15/11/2014.

Trudng hop khong c¢6 sé dinh danh c4 nhan/can cude cong dan/thé can cudce thi ghi gidy to
hop 1€ thay thé (hd chiéu, chiing minh nhan dan,...).

@ Ghi 13 tén co quan dang ky giam ho trude ddy (s, ngay thang nam ding ky).

) Pé nghi d4nh dau X vao 6 néu ¢ 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 CHAM DUT GIAM HQ

I. Thong tin vé ngudi yéu ciu ding ky chim dirt giam ho

(1) Ho, chir dém, tén;

(2) S6 dinh danh cé nhén;

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

(4) Noi cu trt (noi thuong tri/noi tam tri/noi dang sinh séng).

II. Thong tin vé nguoi giam h

(5) Ho, chir dém, tén;

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

(7) Gioti tinh;

(8) Dan toc;

(9) Qudc tich;

(10) S6 dinh danh c4 nhén;

(11) Gidy to tiy 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;

(12) Noi cu trt (noi thudng trd/noi tam tra/noi dang sinh séng).

I11. Thong tin vé ngudi dwoc giam ho

(13) Ho, chir dém, tén;

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

(16) Dan toc;

(17) Qudc tich;

(18) S6 dinh danh c4 nhén;

(19) Glay to tuy than: Loai glay to st dung (Gidy kha1 s1nh/CCCD/CMND/Ho
chiéu/Gidy to hop 1é thay thé); sb, ngay, thang, nim cip, co quan cap; ban chup
dinh kém;

(20) Noi cu trti (noi thudng tri/noi tam tra/noi dang sinh song);

(21) Bang ky giam ho: sb, ngay, thang, nim dang ky, co quan dang ky;
(22) Ly do cham dat giam ho;

(23) d& nghi cap ban sao:
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o Co

S6 luong ban sao yéu cau: ...

o Khong

(24) Ho so dinh kém theo quy dinh.

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

* Truong hop céc thong tip ve gi‘éy to chimg minh noi cu tri ,dé duogc khai thac
tur CSDLQQVDC, dugc hé thong dién ty dong thi khéng phai xuat trinh (theo hinh
thirc truc ti€p) 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:&m tat viéc cung cap thong tin; ngudi yéu cau trude do da dang nhap vao hé
thong, thuc hién xac thuc dién tir theo quy dinh.

Nguoi yéu cau ding k}'l chdm dut giam ho nhan Trich luc dang ky chdm dut
giam ho (ban chinh) truc ti€p tai co quan dang ky ho tich.

Ban di¢n tl}l’ sC tu dong guri vé Kho quan 1y dﬁ’ ligu dién tir cua c;i nhan/dia chi
thu dién tu/thiét b1 s6/dién thoai cuia ngudi yéu cau sau khi da hoan tat thu tuc dang
ky cham dut gidm ho tai co quan dang ky ho tich.
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UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
e ® Poc lap - Tu do - Hanh phic

sé:© /TLCDGH .. ,ngay.....thang ... .nam ...

TRICH LUC
PANG KY CHAM DUT GIAM HQ

Nguwoi giam h:
Ho, chit dém, tén:

Ngay, thang, ndm sinh:

Nguwoi duge giam h:

Ho, chit dém, tén:

Ngay, thang, ndm sinh:

Gioitinh:. .o Dan toC: ..o Quéc tich:
Gidy khai sinh/Gidy to tily than:

biang ky giam ho tai: @

SOt NZAY ..o thang................ nam
Pi chim dirt giam h.
Ly do cham diit:

NGUOI KY TRICH LUC

(Ky, ghi 10 ho, chit dém, tén, chirc vu, dong déu)

) Ghi tén co quan cép Trich lyc (ghi du cac cip hanh chinh).
© Ghi theo s trong S6 dang ky cham dit giam ho.
@) Ghi 1 tén co quan dang ky giam ho trudc day (s, ngay thang nim ding ky)
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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 chu)

Can cwr
ghi chu

Ho, chitr dém, tén, chir ky
cia nguoi thwe hién ghi
chu
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UY BAN NHAN DAN CONG HOA XA HOQI CHU NGHIA VIET NAM
.................... () Poc 1ap - Tw do - Hanh phic
S6:® /TLCDGH-BS ... ,NEAY.......... thang......... nam ..........
TRICH LUC
PANG KY CHAM DUT GIAM HOQ
(BAN SAO)

Ngwoi giam hg:
Ho, chir dém, tén:

Ngay, thang, nam sinh:

Gidy to tiy than:
Ngwoi dugce giam ho:
Ho, chit dém, tén:

Ngay, thang, nam sinh:

Gidy khai sinh/Gidy to tiy than:

Ding ky gidm hd tai: @i, T RS
1172 | thang .........ccoe....... nam

D3 dang ky chdm dut giam ho, s6 ................ ngay............ thang......... nam.......

Thuc hién trich luc tur:®
NGUOI KY TRICH LUC ’
(Ky, ghi 13 ho, chit dém, tén, chirc vu, dong dau)

Chu thich:

() Ghi tén co quan cAp ban sao Trich luc dang ky cham dirt giam ho (ghi du céc cip hanh chinh).

@ Ghi theo sb trong S6 cap ban sao Trich luc ho tich ctia co quan thyc hién viée cdp ban sao
Trich luc dang ky cham dut giam hg.

®) Ghi 5 tén co quan dang ky giam ho trude day (s, ngay thang nim dang ky).

@ Tuy theo cach thirc thuc hién, ghi 15 cin ctr cip ban sao tir: S6 dang ky chdm dirt giam ho
hoac Co s¢ dir liéu ho tich dién tur.
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12. Thii tuc thay ddi, cai chinh, bo sung thong tin hd tich (QT-XP-12)

Muc dich

Quy trinh nay quy dinh trinh tu va cach thac giai quyet ho so dé nghl thay
doi, cai chmh bd sung thong tin ho tich thudc tham quyén giai quyét cua
UBND cép xi

Pham vi

- Ap dung dbi véi ca nhan c6 dé nghi thay d6i, cai chinh, bd sung thong tin
ho tich.
- 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 HO tich 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 cta Chinh phu quy dinh vé Co
s& dit liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 ctia Chinh phii stra doi,
bd sung mot sb diéu cua cac nghi dinh lién quan dén viéc ndp, xuat trinh
s6 ho khau, sb tam trt gidy khi thuc hién thu tuc hanh chinh, cung cép dich
vu cOng;

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

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 ciia B6 Tu phap quy dinh
chi tiét mot sd diéu 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 ho tich
truc tuyén;

- Thong tu 86 03/2023/TT-BTP ngay 02/8/2023 cua Bo Tu phap stra doi, bd
sung mot sd ndi dung cua Thong tu s 01/2022/TT-BTP cua Bo Tu phap
quy dinh chi tiét mot sb diéu va bién phap thi hanh Nghi dinh
s6 87/2020/ND-CP cua Chinh phu quy dinh vé Co s& dit lidu ho tich dién
t, dang ky ho tich tryc tuyén;

- Thong tu sd 04/2024/TT BTP ctia BO Tu phép sira doi, bo sung mot sb diéu
ctia Thong tu s6 02/2020/TT BTP cua Bo Tu phap ban hanh, huéng dan sur
dung, quan Iy mau s6 qudc tich va mau gidy to vé qudc tich va Thong tur s6
04/2020/TT-BTP ctia B6 Tu phap quy dinh chi tiét thi hanh mdt s6 diéu cua
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Luat Ho tich va Nghi dinh s6 123/2015/ND-CP quy dinh chi tiét mot s6 diéu
va bién phép thi hanh Luat HO tich;

- Thong tu s6 281/2016/TT-BTC ciia B6 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& dit liu
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 ngay 29/11/2019 ctia Bo Tai chinh huéng dan
vé& phi va 1é phi thudc tham quyén quyét dinh ctia HDND tinh, thanh phé truc
thudgc Trung uong;

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

- Nghi quyét s6 06/2020/NQ-HDND ngay 07/7/2020 ctia Hoi dong nhan dan
thanh phd Ha Noi vé viéc ban hanh mét 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;

- Nghi quyét s6 07/2023/NQ-HDPND ngay 04/7/2023 ctia Hoi ddng nhan dan
thanh phé Ha Noi vé viéc thu phi, 18 phi thudc thAm quyén quyét dinh cta
Hoi dong nhan dan Thanh phd trén dia ban thanh phd Ha Noi;

- Quyét dinh s6 1079/QD-BTP ngay 11/6/2024 cong b thi tuc hanh chinh
dugc sira d6i, bo sung trong linh vire ho tich thyuc hién tai co quan ding ky ho
tich thudc pham vi chitc nang quan ly cua B6 Tu phép;

- Quyét dinh sb 3658/QD-UBND ngay 15/7/2024 cia UBND thanh phd Ha
Noi cong bd Danh muc thu tuc hanh chinh sira doi, bd sung linh vuc ho tich,
quéc 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
anh phan ho so chinh | sao

- To khai dang ky thay d6i, cai chinh, b6 sung thong tin ho
tich, xac dinh lai dan toc theo mau (néu ngudi co yéu cau lya
chon ndp hd so theo hinh thire truc tiép hodc giri hd so qua hé
thong buu chinh);

- MAu ho tich dién tir tuong tac thuc hién dang ky thay doi, cai| X
chinh, bd sung thong tin hd tich, xac dinh lai dan toc (do
ngudi yéu cau cung cap thong tin theo hudng din trén Cong
dich vu cong, néu ngudi cd yéu cau lua chon ndp hd so theo
hinh thirc truc tuyén);
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- Nguoi c6 yéu cau diang ky thay doi, cai chinh, bo sung
thong tin hd tich thuc hién viéc nop/xuat trinh (theo hinh thirc
tryc tiép) hodc tai 1€n (theo hinh thic tryc tuyén) céc gidy to
sau:

* Gidy to phai ndp

- Giay to lam can cu thay doi, cai chinh, bo sung théng tin
ho tich.

- Vin ban ty quyén theo quy dinh ctia phap luit trong trudng
hop iy quyén thuc hién viéc dang ky thay ddi, cai chinh, bo
sung thong tin ho tich. Truong hop nguoi dugc Uy quyén 1a
ong, ba, cha, me, con, vo, chéng, anh, chi, em rudt cia nguoi
iy quyén thi vin ban ty quyén khong phai chimg thuc.

* Gidy to phai xuit trinh

- Ho chiéu hoic Chimg minh nhan dan hoidc Thé cin cudc
cong dan hoac Can cudc hodc cac giéy to khac co dan anh va
thong tin ca nhén do co quan co6 thim quyén cap, con gia tri
stt dung dé ching minh vé nhén than cua nguoi c6 yéu cau
ding ky thay ddi, cai chinh, bd sung thong tin ho tich. Trudong
hop cac théng tin ca nhan trong cac gidy to ndy di co trong
CSDLQGVDC, CSDLHTPT, dugc hé thong dién ty dong thi
khong phai tai 1én (theo hinh thirc truc tuyén);

- Gidy to co gia tri ching minh théng tin vé cu trG trong
truong hop co quan diang ky ho tich khong thé khai thac dugc
thong tin vé noi cu tra cia cong dan theo cac phuong thirc
quy dinh tai khoan 2 Diéu 14 Nghi dinh s6 104/2022/ND-CP
ngay 21/12/2022 cua Chinh phu. Truong hop cac thong tin vé
gidy to ching minh noi cu tra da dugc khai thac tir Co so dir
liu quoc gia vé dan cu bang cac phuong thirc nay thi nguoi
c6 yéu cau khong phai xuét trinh (theo hinh thirc truc tiép)
hoic tai 1én (theo hinh thirc truc tuyén).

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

*Luuy

- P6i véi gidy to ndp, xudt trinh néu ngudi yéu cau ndp hd so
theo hinh thirc tryuc tiép:

+ Nguoi tiép nhan cé trach nhiém kiém tra, d6i chiéu véi
thong tin trong to khai, chup lai hodc ghi lai théng tin dé luu
trong hd so va tra lai cho nguoi xuét trinh, khong duoc yéu
cau ndp ban sao hoic ban chup gidy to do.
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+ Ngudi yéu cau diang ky ho tich c6 thé ndp ban sao ching
thuc tir ban chinh hodc ban sao dugc cip tir s gdc hodc ban
chup kém theo ban chinh gidy to dé ddi chiéu. Trudong 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 chyp
v6i ban chinh va ky xac nhan, khong dugc yéu cau nguoi di
dang ky ndp ban sao gidy to do.

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

Nguoi tiép nhdn ho so thuc hién khai thdc théng tin trong Co
s& dit lidu quéc gia vé dan cu theo quy dinh phdp ludt néu
nguwoi yéu cau dang ky hé tich da cung cdp ho, chir dém, tén;
ngay, thang, ndam sinh; so dinh danh cd nhdn/cin cuwde cong
dan/the can cuoc/chung minh nhan ddn. Truong hop cac
théng tin can khai thac khéng cé trong Co sé dir liéu quoc
gia vé dan cw thi dé nghi nguoi yéu cau ké khai day du.

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

+ Ban chup cac gidy to gtri kém theo hd so dang ky ding ky
thay doi, cai chinh, b sung thong tin hd tich truc tuyén phai
bao dam rd nét, day du, toan ven vé ndi dung, 1a ban chup bang
may anh, dién thoai hoic duoc chup, duge quét bang thiét bi
dién tt, tir gidy to duoc cap hop 18, con gia tri str dung.

+ Trudng hop gidy to, tai liéu phai gii kém trong hd so dang ky
dang ky thay d6i, cai chinh, bd sung thong tin ho tich truc tuyén
da c6 ban sao dién tir hodc da co ban dién tir gidy to ho tich thi
nguoi yéu cau dugc st dung ban dién tir nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Trich luc thay
ddi/cai chinh/ bo sung thong tin h tich hoic ban sao Trich luc
thay dbi/cai chinh/bd sung thong tin ho tich), ngudi cd yéu cau
dang ky thay d6i, cai chinh, b sung thong tin ho tich xuat
trinh gidy to tuy than, ndp cac gidy to 13 thanh phan ho so ding
ky thay ddi, cai chinh, b6 sung thong tin h tich theo quy dinh
phap luat ho tich.

- Gidy to do co quan ¢ thdm quyén ctia nudc ngoai cip, cong
ching hodc xac nhan dé su dung cho viéc dang ky hd tich tai
Viét Nam phéi duge hgp phap hoa lanh su theo quy dinh cua
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phép luat, trir truong hop duoc mién theo diéu ude qudc té
ma Viét Nam la thanh vién.

- Truong hop ngudi yéu cau ding ky co yéu cau dang ky thay
dbi, cai chinh, bd sung thong tin ho tich khéng cung cip duoc
gidy td néu trén theo quy dinh hodc gidy to ndp, xuat trinh bi
tay x0a, sira chira, lam gia thi co quan ding ky ho tich co
tham quyén huy bo két qua ding ky thay d6i, cai chinh, bd
sung thong tin ho tich.

33

S6 lwgng ho so

01 bo

3.4

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

+ Viéc thay ddi ho, chit dém, tén cho nguoi dudi 18 tudi phai c6 su déng y
cua cha, me nguoi d6 va dugce thé hién rd trong T khai, ddi vai nguoi tu du
9 tudi trd 1én thi con phai ¢ sy dong v cta ngudi do.

+ Viéc cai chinh ho tich chi duoc giai quyét sau khi ¢6 du can cur dé xac dinh
c6 sai sot do 16i ciia cong chirc 1am cong tac ho tich hodc ctia ngudi yéu cau
dang ky ho tich; khong cai chinh ndi dung trén gidy to ho tich di duoc cap
hop 18 nham hop thirc hoa thong tin trén ho so, gidy to ¢4 nhan khac.

+ Gidy to ho tich quy dinh di cdp cho ca nhan trude ngay 01/01/2016 (ngay
Luat Ho tich c6 hi¢u luc) co gia tri sit dung ma khong phai bo sung thong tin
h¢ tich con thiéu so v6i biéu mau ho tich hién hanh.

+ Gidy to ho tich dugc cap hop 18 ké tir ngay 01/01/2016 ma thong tin ho tich
con thiéu thi dugc bd sung, néu cé gidy to, tai liéu do co quan, t6 chic cd
tham quyén cap hop 1& chirmg minh.

Yéu cau ghi bo sung quéc tich Viét Nam chi thuc hién ddi voi giéy to ho tich
duoc cap ké tir ngay 01/01/2016, sau khi d3 xac dinh nguoi yéu cau dang co
quéc tich Viét Nam theo quy dinh cta Luat Qudc tich Viét Nam.

3.5

Thoi gian xir ly

- 03 ngay lam viéc d6i véi yéu cau thay doi, cai chinh ho tich; truong hop
phai x4c minh thi thoi han giai quyét khong qua 06 ngay lam viéc.

- Ngay trong ngay lam viéc dbi véi yéu cau bd sung thong tin ho tich, trudng
hop nhan hd so sau 15 gio ma khong giai quyét duoc ngay thi tra két qua
trong ngay lam viéc tiép theo.

3.6

Két qua thye hién thi tuc hanh chinh:

- Trich lyc thay d6i/cai chinh/bd sung thong tin ho tich (ban chinh), ban sao
Trich luc thay d6i/cai chinh/bd sung thong tin h tich (truong hop yéu cau cap
ban sao Trich luc thay d6i/cai chinh/bo sung thong tin ho tich).
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- Ban dién tir Trich luc thay d6i, cai chinh, bd sung thong tin ho tich, xac
dinh lai dan toc (Ban dién ttr s& tu dong giri vé Kho quan 1y dit liéu cia ca
nhan/dia chi thu dién ti/thiét bi sd/dién thoai cua nguoi yéu cau sau khi da
hoan tat thu tuc ding ky thay dodi, cai chinh, b sung thong tin ho tich, xic
dinh lai dan tdc tai co quan dang ky hg 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 phd Ha Noi (https://dichvucong.hanoi.gov.vn)

- Bo phan Mot cira (TN&TKQ) ctiia UBND cép xa noi di dang ky ho tich
trudc day hoic UBND cép x4 noi cu tra ciia ngudi ¢o yéu cau c¢6 tham quyén
giai quyét viéc thay doi, cai chinh cho nguoi chua du 14 tudi, bd sung ho tich
cho cong dan Viét Nam cu tra ¢ trong nudec.

- Bo phan Mot ctra (TN&TKQ) ciia Uy ban nhan dén cép xi noi da dang ky
khai tir trude day thuce hién viée cai chinh ndi dung dang ky khai t.

3.8

Lé phi, Phi

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

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

- Lé phi ding ky theo hinh thirc truc tiép: 5.000 dong

- Phi cép ban sao Trich luc dang ky thay dbi/cai chinh/bd sung théng tin ho tich:
8.000 dong/ban sao trich luc

3.9 | Quy trinh xir ly cong viéc
. \ e R X Trang
TT Trinh t :;:‘:;‘1 ;g? Bllgé“t mli';‘/ thai H
: q thong
HO so dugc ndp truc tiép te,}i Bo Thanh phén Tai
phan Mot cua cua UBND cap xa hd so theo khpén
hoac gui qua hé’ thong buu chinh Muc 3.2 gom
hoac nop truc tuyén Tén
- Truong hop ndép hd so truc tiép, Dang
B1 nguoi c()vyéu cau ding ky thay doi, cai| Cong nhdp va
chinh, bo sung thong tin ho tich ndop| dan Mat
hd so thay ddi, cai chinh, bd sung khau
thong tin hd tich tai B phan Mot cira VNelD
ctia UBND cip x3 c6 thim quyén; ndp
1¢ phi néu thudc trudng hop phai ndp 16
phi thay ddi, cai chinh, bo sung thong
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tin ho tich; ndp phi cap ban sao Trich
luc thay d6i, cai chinh, bd sung théng
tin ho tich néu co yéu cau cap ban sao
Trich luc thay d6i, cai chinh, b sung
thong tin ho tich.

- Trudng hop ndp hd so truc tuyén,
cong dan truy cdp Cong dich vu cong
qudc gia hoic Coéng dich vu cong
thanh phd, dang ky tai khoan (néu
chua co6 tai khoan), xac thuc nguoi
dung theo huéng dan, diang nhap vao
hé thdng, xac dinh dtng UBND cip
x4 ¢6 tham quyén.

Cong dan lya chon:

- Dich vu cong truc tuyén,

- Quén, Huyén, Thi xa

- UBND xa, phuong, thi tran c6 tham
quyén

- Linh vuc HJ tich,

- Thu tyc Pang ky thay doi, cai
chinh, bb sung thong tin ho tich

Cong dan cung cap thong tin theo
biéu mau dién tr dang ky thay doi,
cai chinh, bd sung thong tin ho tich
(trén Cong dich vu cong), dinh kém
ban chup hoac ban sao dién tir cac
gidy t0, tai liu theo quy dinh; ndp
phi, 1€ phi thong qua chirc ndng thanh
toan truc tuyén hodc bang cach thirc
khéac theo quy dinh, hoan tat viéc ndp
ho so.

Biéu mau
dién tur
tuong tac
thuc hién
dang ky
thay doi, cai
chinh, b6
sung thong
tin ho tich

B2

Cong chirc BO phan Mot cura truy cap
Hé thong thong tin giai quyét thi tuc
hanh chinh cta thanh phd kiém tra
tinh chinh xac, déy du, théng nhit,
hop 18 cua ho so.

(i) Truong hop hd so day du, hop 18
thi tiép nhan ho so; c6 Phiéu hen, tra
két qua cho nguoi co yéu cau thay doi,

Cong
chirc
B
phan
Mot
cua

Trong
gio
hanh
chinh

- Phiéu yéu
cau bo sung,
hoan thién
ho so
- Gidy tiép
nhén ho so
va hen ngay
tra két qua
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cai chinh, b sung thong tin ho tich
(néu tiép nhan ho so bo sung thong tin
ho tich sau 15 gid) (néu nguoi ¢ yéu
cau lira chon hinh thirc ndp hod so truc
tiép) hodc gui ngay Phiéu hen, tra két
qua qua thu dién tir hodc giri tin nhin
hen tra két qua qua dién thoai di dong
cho ngudi c¢6 yéu cau (néu nguoi co
yéu cau lya chon hinh thirc nop ho so
tryc tuyén);chuyén hd so dé cong
chtrc 1am cong tac ho tich xur 1y.

Sau khi tiép nhan hd so theo hinh
thirc ndp truc tiép, can bd tiép nhan
hd so tai B6 phan mot cira thyc hién
s6 hoa (sao chup, chuyén thanh tai
li€u dién tir trén hé théng thong tin,
co so dit liéu) va ky sb vao tai liéu, ho
so giai quyét thu tuc hanh chinh da
duoc s6 hoa theo quy dinh.

(ii) Truong hop ho so chua day du,
hop 1€ thi c6 thong bao cho nguoi yéu
cau bd sung, hoan thi¢n hd so, néu 1o
loai gidy t&, ndi dung can bo sung dé
ngudi cd yéu cau bd sung, hoan thién.
Sau khi ho so duge bd sung, thyc hién
lai budc (1);

(iii) Truong hop ngudi co yéu cau
ding ky thay d6i, cai chinh, bo sung
thong tin ho tich khong bo sung, hoan
thién duoc hd so thi bao céo Trudng
bd phian mot cira c6 théng béao tir chdi
giai quyét yéu cau ding ky thay doi,
cai chinh, b sung thong tin ho tich.

B3

Cong chuc Bo phan M§t cura truy cap
Hé thdng thong tin giai quyét thi tuc
hanh chinh cta thanh phd chuyén ho
so sang Hé théng thong tin ding ky,
quan 1y ho tich cho céng chic Tu
phép - HO tich

Cong
churc
Mot
cua

HO so
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B4

Cong chuc tu phap - ho tich tham tra
ho so (thdm tra tinh théng nhit, hop 1€
cua cac thong tin trong ho S0, gidy to,
tai lidu do nguoi yéu ciu ndp, xuat
trinh hodac dinh kém).

+ Trudng hop hd so can bd sung, hoan
thién hodc khong du didu kién giai
quyét, phai tir chéi thi gtri thong bao vé
tinh trang ho so t6i B6 phan mot ctra
dé thong bao cho ngudi nop hd so —
thuc hién lai bude (ii) hoac (iii);

+ Trudng hop can phai kiém tra, xac
minh Iam rd hoac do nguyén nhan
khac ma khong thé tra két qua dung
thoi gian da hen thi cong chirc lam
cong tac ho tich 1ap Phiéu xin 13i va
hen lai ngay tra két qua, trong d6 néu
13 1y do cham tra két qua va thoi gian
hen tra két qua, chuyén Bd phan mdt
ctra dé tra cho ngudi co yéu cau (néu
nguoi co yéu cau lya chon hinh thic
ndép hd so truc tiép), hodc guri Phiéu
xin 161 va hen lai ngdy tra két qua qua
thu dién tr hoac gui tin nhén qua dién
thoai di dong cho ngudi co yéu cau
(néu nguoi co yéu cau lya chon hinh
thire nop ho so truc tuyén).

+ Néu thiy viéc thay d6i, cai chinh,
bo sung thong tin ho tich 1a c6 co so0,
phu hop véi quy dinh cia phdp luat
dan sy va phap luat c6 lién quan, hd
so day du, hop 1&, dung quy dinh,
truong hop tiép nhan hd so dang ky
thay d6i, cai chinh, bd sung thong tin
ho tich theo hinh thirc tryc tiép, thi
cong chuc tu phap - ho tich thuc hién
viéc ghi vao SO dang ky thay doi, cai
chinh, bd sung thong tin ho tich, xéac
dinh lai dan tdc, cap nhat thong tin

Cong
churc
Tu
phap -
Ho
tich

-Bo
sung
ho
tich
01
gio

Thay
doi,
cai

chinh
ho

tich:
02
ngay;

-Thoi
gian
Xac

minh

(néu
co):
05

ngay

- Trich luc
thay d6i ho
tich/Trich
luc cai chinh
ho tich/
Trich luc bo
sung hd tich
- Thong bao
hd so khong
du diéu kién
giai quyét/
Thong bao
b sung hd
SO
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ding ky thay dbi, cai chinh, bd sung
thong tin hd tich va Iuu chinh thuc
trén Phin mém ding ky, quan 1y ho
tich dién tir dung chung.

Trudng hop tiép nhan hd so diang ky
thay doi, cai chinh, b sung thong tin
hé tich theo hinh thirc truc tuyén, cong
chirc tu phap - ho tich guri lai biéu mau
Trich lyc thay d6i/cai chinh/b6 sung
thong tin ho tich, xac dinh lai dan tdc
dién tir v6i thong tin dy du cho nguoi
yéu cau qua thu dién ttr hodc thiét bi sb.
Nguoi yéu ciu co trach nhiém kiém
tra tinh chinh xac, diy du cua céac
thong tin trén biéu mAu Trich luc thay
ddi/cai chinh/bd sung thong tin hod
tich, xac dinh lai dan toc dién tir va
xéac nhan (t6i da mot ngay).

Néu ngudi c6 yéu ciu xac nhan thong
tin da thong nhat, ddy du hoic khong
c6 phan hoi sau thoi han yéu cau thi
cong chuc tu phap - ho tich thuc hién
viéc ghi ndi dung vao S6 ding ky thay
ddi, cai chinh, bd sung thong tin hd
tich, xac dinh lai dan tdc, cap nhat
thong tin thay ddi, cai chinh, bo sung
thong tin ho tich va luu chinh thic
trén Phan mém ding ky, quan 1y ho
tich dién tr dung chung.

Cong chtc tu phap - ho tich in Trich
luc thay d6i/cai chinh/bd sung thong
tin hg tich twong ung, trinh Lanh dao
UBND cép x3 ky, ky sb, chuyén ho so
tir Hé thong thong tin dang ky, quan
1y ho tich sang Hé théng thong tin
giai quyét thu tuc hanh chinh, hoan
thién hd so va chuyén Bd phan Mot
clra

B5

Lanh dao UBND cép xi ky Trich luc

Lanh

01

Phicu kiém

Hé thong
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thay doi/cai chinh/bd sung thong tin| dao | gid soat qua gui tin
ho tich ban gidy, ky sd Trich luc thay [ UBND trinh giai | nhan t6i
ddi/cai chinh/bd sung thong tin ho | cap xa quyét ho so |email cia
tichban dién tir chuyén B6 phan Mot cong dan
ctra trd két qua cho ngudi cé yéu cau. thong

bao da co
két qua
kinh moi
cong dan
dén nhan
1. P& nghi cong dan xuat trinh ban Truong
chinh gidy to tiy than, ho so hop Co
2. Xéc nhan da d6i chiéu ban chinh s dit
3. Pé nghi cong dan ky vao T khai liéu dan
va S theo quy dinh cua luat ho tich. cuda
4. Thu phi cap ban sao trich luc (néu duoc tich
¢6) (8.000d/ban trich lyc) hop, chia
5. Déng dau cia UBND cép xd vio| sé, ket
phin chit ky cua Lanh dao UBND| €Ong noi, cong
cAp xa chure dan da co
6. Tra két qua cho cong dan: Ban Bo xac thyc
chinh. Ban sao. phan |Trong| Trich luc dinh
B6 | 7. Guri ban dién tar qua Hé thong dén Mf-)t %id thay’ doi, iéi detnh iilén
tai khoan, email, Kho quan Iy di liga| €U | hanh | chinh, b6 | r, cong
dién tr ctia cong dan chinh | sung ho tich | dan
8. Hb so, két qua gidgi quyét TTHC khong
duogc s6 hoa Cong can xuat
9. Luu trir ho so theo quy dinh dan tm}h ?lay
to tuy
than
Thong tin
dong bo
v6i Cong
Dich vu
cong
quéc gia
B7| Truong hop thay d6i, cai chinh, bd| Cong |Trong
sung thong tin ho tich lién quan dén| chic | gio
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Gidy khai sinh, Gidy chimg nhan két| Tu | hanh
hon thi cong chuc tu phap - hd tich| phap - | chinh
ghi n6i dung thay ddi, cai chinh ho|Ho tich
tich vao Gidy khai sinh, Gidy chung
nhan két hon; bo sung thong tin ho
tich vao muc tuong tmg va dong du
vao noi dung bd sung.

Truong hop ding ky thay ddi, cai
chinh hd tich khong phai tai noi dang
ky ho tich trude day thi UBND cép xa
phai théng bao bang vin ban kém
theo ban sao trich luc ho tich dén
UBND noi dang ky ho tich trude day
dé ghi vao So ho tich.

Truong hop noi dang ky ho tich trude
day 1la Co quan dai dién thi UBND
cip xa thong bao bang vin ban kém
theo ban sao trich luc ho tich dén Bo
Ngoai giao dé chuyén dén Co quan
dai dién ghi vao S6 ho tich.

- Thye hién Iuu hd so theo quy dinh

4 | Biéu mau

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

T& khai dang ky thay ddi/ cai chinh/ bd sung thong tin ho tich (néu ndp ho so
truc tiep) (Thong tu s6 04/2024/TT-BTP ctia Bo Tu phép)

Trich lyc thay d6i ho tich/Trich luc cai chinh ho tich/Trich luc bd sung thong
tin ho tich (Thong tu s6 04/2020/TT-BTP ctia B6 Tu phép)

Biéu miu dién tr twong tac thuc hién ding ky thay d6i, cai chinh, b sung
thong tin ho tich (n€u ndp ho so tryuc tuyén) (Thong tu s6 03/2023/TT-BTP cua
Bo Tu phap).
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 13p - Tw do - Hanh phic

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

Kinh gtri: ® Uy ban nhan dan ...

Ho, chit dém, t8n NEUWOT YEU CAUL .......ovvieeeieeeeeeeeeeeeee el
Ngay, thang, nam SINh: ......cccooiiiiiii e e

INOT CU TP e oo e e e e e e e e e e e e e ee e e e e e e e ee e e e eeseeereesenen

Dé nghi co quan dAng KY VIEC @ ... oo
cho nguoi cé tén dwéi day:

Ho, chir d€m, t8N: ..........ooooiiiiiii e e e
Ngay, thang, ndm Sinh: ........cccooiiiiiiiee e e
Gi6itinh: @...ooeveeeeeee. DAN tOC: @ Qudc tich: @
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T61 cam doan nhiing ndi dung khai trén day 1a dung sy that va chiu trach nhi¢m
trudc phép ludt vé cam doan ciia minh.
Lam tai: , ngay..... thang....... nam .......
Ngudi yéu cau
(Ky, ghi 10 ho, chit dém, tén)

Dé nghi cap ban sao?: Co D, Khong D;

sO luong........... ban?
Y kién ctia ngudi dugc thay doi ho, chir dém, tén Y kién cua cha v me (néu thay d6i ho, chit
(néu nguoi do tir di 9 tudi tro 1én); xac dinh lai dém, tén cho ngudi dudi 18 tudi)
dan toc (néu nguoi do tur du 15 tudi dén dudi 18
WO ——————————e e
Chu thich:

(D) Ghi 16 tén co quan ding ky viéc thay ddi, cai chinh, bo sung thong tin hd tich, xac dinh
lai dan toc.

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

Trudng hop phéi cung cap thong tin “Noi cu tri” thi ghi theo noi dang ky thuong 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 ¢ hié¢n tai.

® Ghi s6 dinh danh ca nhan/can cude cong dan/thé can cude (vi dy: Can cude cong dan s6
025188001010 do Cyc Canh sat QLHC vé TTXH céap ngay 20/11/2021). Truong hop khong c6
s0 dinh danh ca nhan/can cudc cong dan/thé can cudc thi ghi giay to hop 1€ thay theé (h¢ chiéu,
chung minh nhan dén,...).

@ Ghi rd ndi dung loai viéc dé nghi dang ky.

7 Vi du:‘thay ddi ho, tén/ cai chinh phﬁn khai vé chit dém cua nguoi me/ xac dinh lai dan toc/
bo sung phan khai vé nam sinh ctia nguoi cha.

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

Vi du: D3 dang ky khai sinh tai UBND xa Ha Hoi, huyén Thuong Tin, thanh ph6 Ha Noi
ngay 05 thang 01 nam 2015, s6 10 quyén so6 01/2015.

© Ghi 1o ndi dung dé nghi thay dbi, cdi chinh ho tich, bd sung thong h¢ tich, xac dinh lai dén téc.

Vi du: - Pugc thay di ho tir Nguyén Vin Nam thanh Vil Van Nam.

- PBugc cai chinh nam sinh tr 1975 thanh 1976.

7 P& nghi danh ddu X vao 6 néu c6 yéu cau cap ban sao va ghi 1 sb luong.
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NOQI DUNG MAU HO TICH PIEN TU TUONG TAC THUC HIEN
PANG KY THAY POI, CAI CHINH, BO SUNG THONG TIN HO TICH,
XAC PINH LAI DAN TQC

I. Thong tin vé nguoi yéu cau ding ky thay déi, cai chinh, bo sung thong
tin h¢ tich, xac dinh lai dan t¢c

(1) Ho, chit dém, tén;

(2) S6 dinh danh c4 nhan;

(3) Gidy to tiy than: Loai gidy to st dung (CCCD/CMND/HO chiéu/Gidy to
hop I¢ thay the); s6, ngay cap, co quan cap; ban chup dinh kem;

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

(5) Quan hé véi ngudi dugc thay doi, cai chinh, bo sung thong tin ho tich, xac
dinh lai dan toc.

II. Thong tin vé ngudi cé ndi dung thay doi

(6) Ho, chitr dém, tén;

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

(8) Gidi tinh;

(9) Dan toc;

(10) Qudc tich;

(11) S6 dinh danh c4 nhén;

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

(13) Noi cu tri: (noi thudng tri/noi tam tri/noi dang sinh séng).

III. Thong tin vé ndi dung dé nghi ding ky thay d6i, cai chinh, bd sung
thong tin h¢ tich, xac dinh lai dan t¢c

(14) Tén loai Gidy to ho tich da dang ky (sd, quyén sd, ngdy, thang, nam ding ky);

(15) Noi dung dé nghi thay doi, cai chinh hé tich, b6 sung thong ho tich, xac
dinh lai dan tdc;

(16) Ly do thay doi, cai chinh h tich, bd sung thong ho tich, xac dinh lai dan toc;
(17) Bé nghi cap ban sao:

o Co

S6 luong ban sao yéu cau:...

o Khong
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(18) Phuong thirc nhan két qua:

o Tryc tiép

o Truc tuyén gbén djén tir s& dugc giri vé Kho quén 1y dir liéu 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).

(19) Ho so dinh kém theo quy dinh.

* Ngudi yéu cau cam doan céq thong tin cung cép 14 dung sy that va chiju hoan
toan trach nhiém trude phap ludt vé ndi dung cam doan ctia minh.

* Truong hop céc thong tip ve gi‘éy to chimg minh noi cu tra dﬁ dugc khai thac
tur CSDLQQVDC, duoc h¢ thong dién tu dong thi khéng phai xuat trinh (theo hinh
thirc truc ti€p) hodc tai 1én (theo hinh thirc truc tuyén).

* Mau dién tir tuong tac ghi nhan thoi gian (glc phut, gidy, ngay, thang, nam)

hoan tat viéc cung cdp thong tin; nguoi yéu cau trudc do da ding nhdp vao hé
théng thong qua viéc xac thuc dién tir theo quy dinh.
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UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
et (D) Déc 1ap - Tu do - Hanh phic
S6: ®/TL...... ‘ .
......... ,ngay....thang ...nam....
TRICH LUC
©)

Xéac nhin:

Ho, Chilt A8, 18N e
Ngay, thAng, NAM SINN: .o
Gioitinh: ... Dantdc:............ Quéc tich: o
GHAY 0 TUY TAN oot

N H TUZAY e e

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

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

®) Ghi theo sb trong S dang ky thay ddi, cai chinh ho tich, bo sung thong tin ho tich, xac
dinh lai dan toc va chir viét tit loai viée da giai quyét trong thuc té (Vi du: O1/TLTPBHT néu la
viéc thay doi ho tich)

©) Ghi theo loai viéc thyc t giai quyét: thay d6i ho tich; cai chinh ho tich; bd sung thong tin
ho tich; xac dinh lai dan tdc.

(19 Ghi theo nodi dung thuc té giai quyét: thay d6i ho/chir dém/tén; cai chinh ho, chir dém,
tén, nam sinh, qué quan ...; bd sung dan toc, ndm sinh ctia nguoi cha...; xac dinh lai déan tdc.

(D) Ghi tén loai gidy t0/s6 ddng ky ho tich ¢6 ndi dung duge yéu cau thay doi, cai chinh, bo
sung thong tin ho tich, s, ngay thang nim ding ky.

©® Ghi rd noi dung thay ddi, cai chinh hd tich, bd sung thong tin hd tich, xac dinh lai dan tdc (V7
dy: thay d6i ho tir Nguyén Vin Nam thanh Vii Van Nam; bd sung thong tin vé ngay thang sinh thanh
ngay 01 thang 01...)
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PHAN GHI CHU NHUNG THONG TIN THAY POI SAU NAY
S6 | Ngay, thang, nim ,N(:)i dAung‘ ghiﬂc.hﬁ Can cwr I;Il:)f’r cl:l,&cggn:l’ tlf:,l’
T ohi chii (dong dau vao ndi dung ghi chi y g

da ghi chu)

thuc hién ghi chu
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UY BAN NHAN DAN  CONG HOA XA HOI CHU NGHIA VIET NAM

.................... M Pjc 1ap - Tu do - Hanh phiic
S6:® /TL.ovooeenn.. -BS ... ,NEAY......... thang ......... nim.........
TRICH LUC
........................................... (3)
(BAN SAO)

Xéac nhan:
Ho, chit dém, tén:

Ngay, thang, nam sinh:

Gidy to tiy than:
Noi cu tri:

bi dang ky viée @

Trong ©

S0 e NEAY .. eeeeenieeeneennnnns
Noi dung: ©

Noi dang ky:

S0 e NEAY .. evteeieeeineennnns

Thue hién trich luc tir: ®

NGUOI KY TRICH LUC ,
(Ky, ghi 10 ho, chit dém, tén, 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 s6 trong S cép ban sao Trich luc ho tich cua co quan cép ban sao trich luc, ghi
chir viét tat loai vi¢c da giai quyet trong thuc te.

Vi du: 01/TLTPHT-BS hodac 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 ndi dung da diang ky: thay doi ho/chit dém/tén; cai chinh ho, chit dém, tén, nim
sinh; bd sung dan tdc, ndm sinh ctia nguoi cha; xac dinh lai dan tdc...

®) Ghi tén loai gidy to/s6 dang ky ho tich co ndi dung da dugc thay doi, cai chinh, bd sung
thong tin h tich, s, ngay thang nam dang ky.

© Ghi noi dung da ding ky thay dbi, cai chinh, bd sung thong tin hd tich, x4c dinh lai dan toc

Vi du: Thay ddi 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 thuc hién, ghi rd cin cir cdp ban sao tir: S6 dang ky thay doi, cai
chinh, b6 sung thong tin ho tich, xac dinh lai dan toc hodc Co s¢ dit li¢u ho tich dién tu.

(Xem tiép Cong bao sd 379+380)
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