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VAN BAN PHAP LUAT KHAC

UY BAN NHAN DAN THANH PHO HA NOI

Quyét dinh s6 1565/QD-UBND ngay 18 thang 3 nim 2025
vé viéc phé duyét cac quy trinh ndi b, phwong an tai ciu tric quy trinh
giai quyét thii tuc hanh chinh dwoc sira doi, bé sung linh vire hd tich, quoc tich,
chirng thyre va nudi con nudi thude thim quyén ciia S& Tw phap
va co’ quan, to chirc, don vi thudc thanh phd Ha Noi

(Tiép theo Cong bao sb 283+284)

Phu luc VIII

C. THU TUC HANH CHINH CAP XA
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4. Thu tuc dang ky nhan cha, me, con (QT-XP-04)

Muc dich

Quy trinh nay quy dinh trinh ty va cach thire giai quyet hd so cua cong dan co
de nghi dang ky nhan cha, me, con thudc tham quyén giai quyét cia UBND
cap xa

Pham vi

- Ap dung d6i vé6i ca nhan ding ky nhan cha, me, con.

- Ap dung d6i véi cong chitc UBND cip x3 thuc hién Quy trinh nay.

Noi dung quy trinh

3.1

Co so phap ly

- Luat Hon nhan va gia dinh nam 2014;

- Luat HO tich nam 2014;

- Luat Thu d6 ngay 28/6/2024;

- Nghi dinh sé 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh chi
tiét mot sO dieu va bién phép thi hanh Luat HJ tich;

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

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 ctia Chinh phu sta 601 bd
sung mot s6 diéu cua cac nghi dinh lién quan dén viéc nop, xuat trinh s6 ho
khau, s6 tam trG gidy khi thuc hién thu tuc hanh chinh, cung cép dich vu cong;
- Nghi dinh s6 07/2025/ND-CP ngay 09/01/2025 ctia Chinh phi sira doi, bo sung
mdt sO di€u cua cac Nghi dinh trong linh vuc hd tich, qudc tich, chung thuc;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ciia Bo Tu phap quy dinh chi
tiét thi hanh mét sO diéu cua Ludt HY tich va Nghi dinh s6 123/2015/Nb-CP
cua Chinh phu quy dinh chi tiét mot s6 diéu va bi¢n phap thi hanh Luat
Ho tich;

- Thong tu sfr)‘ 01/2022/TT-BTP ngay 04/01/2022 cua B Tu phap quy dinh chi
tiét mot s6 diéu va bién phap thi hanh Nghi dinh s6 87/2020/ND-CP cua Chinh
phu quy dinh vé Co sé dir li€u ho tich dién tir, dang ky hd tich truc tuyén;

- Thong tu s6 03/2023/TT-BTP ngay 02/8/2023 ciia B Tu phap sira doi, bo
sung mot s6 ndi dung cua Thong tu s6 01/2022/TT-BTP cua Bo Tu phap quy
dinh chi tiét mot so diéu Ve‘l‘bién phap thi hanh Nghi dinh s6 87/2020/NDb-CP
cua Chir}h phu quy dinh vé Co s¢ dir li¢u ho tich dién tir, ding ky ho tich
truc tuyen;
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- Thong tu s6 04/2024/TT-BTP ngay 06/6/2024 cta B6 Tu phap stra d6i, bd
sung mot s6 diéu ciia Thong tu s6 02/2020/TT-BTP cua Bo Tu phap ban hanh,
huéng dan sir dung, quan Iy mau sé qudc tich va miu gidy to vé qudc tich va
Thong tu s6 04/2020/TT-BTP ciia 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 phtl quy
dinh chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ctia Bo Tai chinh quy dinh
muc thu, ché do thu, ndp, quan ly va st dung phi khai thac, str dung thong tin
trong co s dir liéu ho tich, phi xac nhan c6 qudc tich Viét Nam, phi xac nhan
1a ngudi gbe Viét Nam, 18 phi qudc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ctia B Tai chinh huéng dan
vé phi va 1& phi thudc thAm quyén quyét dinh ctia Hoi dong nhan dan tinh,
thanh phé truc thuéc Trung wong;

- Thong tu sé 106/2021/TT-BTC ngay 26/11/2021 ctaB6 Tai chinh stra doi,
bod sung mét sd diéu cia Thong tu s6 85/2019/TT-BTC cua B Tai chinh
hudng dan vé phi va 1& phi thudc tham quyén quyét dinh cua Hoi dong nhan
dan tinh, thanh phd truc thuéc Trung wong;

- Quyét dinh sb 85/QD-BTP ngay 14/01/2025 ctia B Tu phap ban hanh cong
bd thu tuc hanh chinh m&i ban hanh duogc sira doi, bo sung trong linh vuc ho
tich thuc hién tai co quan dang ky ho tich thudéc pham vi chiic nang quan ly
cua Bo Tu phap;

- Nghi quyét 06/2020/NQ-HPND ngay 07/7/2020 cia HDND thanh phé Ha
Noi vé viéc ban hanh mét sd quy dinh thu phi, 1é phi trén dia ban thanh phd
Ha Noi thudc tham quyén quyét dinh cia HDND Thanh phd;

- Nghi quyét 07/2023/NQ-HDPND ngay 04/7/2023 cia HDND thanh phd Ha
Noi1 vé viéc thu phi, 1¢ phi thude tham quyén quyét dinh cuia HDND Thanh
phd trén dia ban thanh phé Ha Noi;

- Quyét dinh s6 100/QD-TTPVHCC ngay 18/02/2025 ctia Giam dbc Trung
tam phuc vu hanh chinh céng thanh phd Ha Noi vé viéc cong bd Danh muyc
thtl tuc hanh chinh méi ban hanh, thu tuc hanh chinh stra d6i, bd sung va thi
tuc hanh chinh bi bai bo trong linh vyc ho tich, qudc tich, ching thuc va nudi
con nudi thudc thdm quyén ctia S& Tu phap, UBND cap huyén va UBND cép
xa thanh phd Ha Noi.
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3.2

Thanh phan ho so

Ban
chinh

Ban
$a0

- To khai dang ky dang ky nhan cha, me, con theo mau (néu
nguoi c6 yéu cau lya chon ndp ho so theo hinh thire truc tiép);

- Mau ho tich dién tur tuong tac dang ky nhan cha, me, con (do
nguoi co yéu cau cung cap thong tin theo hudng dan trén Cong
dich vu cong, néu ngudi co yéu cau lya chon ndp hd so theo hinh
thirc tryc tuyén);

- Nguoi cé yéu cu dang ky nhan cha, me, con thyc hién vi¢c
ndp/xuat trinh (theo hinh thure tryc ti€p) hodc tai 1én (theo hinh
thirc truc tuyén) cac giay to sau:

* Giay to phai nop:

- Ching ctr chting minh quan hé cha, con hoac quan hé me, con
gom:

+ Van ban cia co quan y té, co quan gidm dinh hoac co quan
khac c6 tham quyén xac nhan quan h¢ cha con, quan hé¢ me con.
+ Truong hgp khdng c6 van ban néu trén thi phai c6 van ban cam
doan cua cac bén nhan cha, me, con vé moi quan hé cha, me, con
va co6 it nhat hai nguoi lam ching vé moéi quan hé cha, me, con.

* Gidy to phai xuat trinh: - HS chiéu/Chirng minh nhdn
dan/Thé can cudc cong dan/Theé can cucc/Can cudc dién tit/Gidy
chitng nhan can cuoc hoac cac glay to khac c6 dan anh va thong
tin ca nhéan do co quan c6 thAm quyén cip, con gia tri str dung dé
ching minh vé nhan than ctia ngudi c6 yéu cau ding ky nhan
cha, me, con. Trudng hop cac thong tin ca nhan trong cac gidy to
nay da co trong CSDLQGVDC, CSDLHTDT, dugc hé théng
dién tu dong thi khong phai tai 1én (theo hinh thuc truc tuyén);

- Gidy to ¢6 gia tri chimg minh théng tin vé cu trG trong truong
hop co quan ding ky ho tich khong thé khai thac duoc thong tin
vé noi cu tra cta cong dan theo cac phuong thirc quy dinh tai
khoan 2 Diéu 14 Nghi dinh sb 104/2022/ND-CP ngay
21/12/2022 cia Chinh phu. Trudng hop cac thong tin vé gidy to
ching minh noi cu tra da dugc khai thac tr Co s dir licu quoc
gia vé dan cu bang cac phuong thic nay thi nguodi ¢6 yéu cau
khong phai xuét trinh (theo hinh thirc truc tiép) hodc tai 1én (theo
hinh thirc truc tuyén).
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Luuy:

- P6i v6i gidy to ndp, xuat trinh néu ngudi yéu cau nop 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 hoic ban chup gidy to do.

+ Ngudi yéu cau dang ky ho tich c6 thé ndp ban sao ching thuc
tir ban chinh hodc ban sao duoc cap tir s6 gdc hodc ban chup kém
theo ban chinh gidy to dé dbi chiéu. Truong hop nguoi yéu cu
ndp ban chup kém theo ban chinh gidy to thi ngudi tiép nhéan co
trach nhiém kiém tra, d6i chiéu ban chup véi ban chinh va ky xac
nhan, khong dugc yéu cau nguoi di ding ky ndp ban sao gidy
to do.

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

Ngudi tiép nhin hd so thuc hién khai thac thong tin trong Co s&
dir liéu qubc gia vé dan cu theo quy dinh phép luit néu ngudi yéu
cau dang ky hd tich da cung cép ho, chir dém, tén; ngay, thang,
nim sinh; sé dinh danh cd nhan/thé can cuée cong dan/thé cin
CLfO’c/chu“ng minh nhan dan/can cuoc dién t. Truong h0’p cac
thong tin can khai thac khong co trong Co so dit lidu qudc gia vé
dan cu thi dé nghi ngudi yéu cau ké khai day du.

- D61 véi giay to gui kém theo néu nguoi yéu cau ndp ho so theo
hinh thure truc tuyén:

+ Ban chup céc glay to giri kém theo hd so diang ky nhan cha,
me, con truc tuyén phal bao dam rd nét, day du, toan ven vé ndi
dung, 1a ban chup bang may anh, di¢n thoai hodac dugc chup,
duoc quét bang thiét bi dién tu, tir gidy to duoc cip hop 18, con
gi4 tr1 st dung.

+ Trudng hop gidy to, tai liéu phai gui kém trong hd so dang ky
nhan cha, me, con truc tuyén da c6 ban sao dién tir hoac da co
ban dién tr gidy to ho tich thi nguoi yéu cau duogc sir dung ban
dién tr nay.
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+ Khi dén co quan ding ky ho tich nhan két qua (Trich luc dang
ky nhén cha, me, con/ban sao Trich luc dang ky nhén cha, me,
con) nguoi co yéu cau dang ky nhan cha, me, con phai Xuat trinh
gidy to tily than dé xac dinh nhan than; ndp ban chinh gidy to, tai
liéu 1a ching ctr chung minh quan hé cha, con hodc quan h¢
me, con.

- Gidy to do co quan c6 thAm quyén ciia nudc ngoai cap, cong
chting hodc xac nhan dé sir dung cho viéc ding ky ho tich tai
Viét Nam phai duoc hop phap héda lanh sy theo quy dinh cua
phap luit, trir trudng hop duoc mién theo diéu udc quoc té ma
Viét Nam la thanh vién.

- Truong hop nguoi yéu cAu ding ky nhan cha, me, con khong
cung cap dugc gidy to' néu trén theo quy dinh hoac gidy td nop,
xuét trinh bi tdy x0a, stra chita, 1am gia thi co quan ding ky ho
tich co thim quyén hay bo két qua dang ky nhan cha, me, con.

- Truong hop cho phép nguoi yéu cau dang ky ho tich 1ap van
ban cam doan vé ndi dung yéu cau diang ky ho tich thi co quan
dang ky ho tich phai giai thich rd cho nguoi 1ap van ban cam
doan vé trach nhiém, hé qua phap 1y cia viéc cam doan khong
ding su that.

Co quan dang ky ho tich tur chdi giai quyét hoic de nghi co quan

c6 tham quyén huy bo két qua dang ky ho tich, néu co co sé xac
dinh ndi dung cam doan khong ding sy that.

33

S6 lwong ho so

01 bo

3.4

Yéu cau, dieu kién thuc hi¢n thu tuc hanh chinh:
- Bén nhan va bén duogc nhan la cha, me, con déu con song;
- Viéc nhan cha, me, con khong c6 tranh chap;

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

3.5

Thoi gian xur ly

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

3.6

Két qua thye hién thi tuc hanh chinh:
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- Trich lyc dang ky nhan cha, me, con (ban chinh); ban sao Trich luc dang ky
nhén cha, me, con (trudng hop yéu ciu cip ban sao Trich luc ding ky nhan
cha, me, con).

- Ban dién tr Trich luc dang ky nhan cha, me, con (Ban dién tir s€ tur d(f)t}g gui
vé Kho quan 1y dir lié}l dién tir cua ca nhép/dia chi thu dién tur/thiét bi s6/dién
thoai cia ngudi yéu cau sau khi da hoan tat thu tuc dang ky nhéan cha, me, con
tai co quan dang ky hg tich).

3.7| Noi tiép nhin va tra két qua
- Cong Dich vu cong Qudc gia (https://dichvucong.gov.vn)
- Cong Dich vu cong thanh phé Ha Noi (https://dichvucong.hanoi.gov.vn)
- B6 phan Mot ctra (TN&TKQ) ciia UBND cép x3 noi cu tra cia ngudi nhin
hodc nguoi duge nhan 1a cha, me, con
Hodc dia‘diém tiép nhan va tra két qua hd so theo Thong bdo cia cip co
tham quyén
3.8/ L¢ phi, Phi
- Mién 18 phi cho ngu:c‘ri thude gia dinh c6 cong véi cach mang; ngudi thudc ho
nghéo; nguodi khuyet tat.
- Theo quy dinh tai Nghi quyét 07/2023/NQ-HDND: Khi t6 chtrc, ca nhan nop
ho so thuc hién ITHC trén Cong Dich vu ,céng trude ngay 01/01/2026 thi
murc thu L€ phi d6i voi dich vu cong truc tuyén bang Khong (Khong thu).
- Néu cong dan dang ky truc tiép tai UBND cap xa: Lé phi: 10.000 dong
- Phi cdp ban sao Trich luc dang ky nhan cha, me, con: 8.000d6ng/ban sao
trich luc
3.9| Quy trinh xir ly cong viéc
. NS Ny S - Trang
TT Trinh ty Tl';f‘fh Tho BI'; . maw/ s He
nhiém | gian et qua théng
Hb so duoc ndp truc tiép tai E}c} phan
Mot cura }1050 nop truc tuyén (mot
bén c6 thé ndp hd so ma khong phai Thanh
c6 van ban Uy quyén cua bén con lai).| . A
B1 . "] Cong phan
- Truong hop ndp hod so tryc ti€p,| dan hd so
cong dan ndp hod By tai B0 phan Mdt theo Muc
ctra; ndp 1€ phi néu thudc truong hop 39 ’

phai ndp 1€ phi dang ky nhan cha,
me, con; nOp phi cap ban sao Trich
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luc dang }(}'I nhén cha, me, con néu
co6 yéu cau cap ban sao Trich luc
dang ky nhan cha, me, con.

- Truong hop ndp hd so truc tuyén,
cong dan truy cdp Cong dich vu
cong qudc gia hodac Cong dich vu
cong thanh phd, dang ky tai khoan
(néu chua c6 tai khoan), xac thuc
ngudi dung theo huéng dan, ding
nhap vao h¢ thong (Tai khoan gom
Tén Ding nhap va Mat khau
VnelD),xé4c dinh ding UBND cap xa
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,

- Quan, Huyén, Thi xa

- UBND x3, phuong, thi trdn c6
tham quyén

- Linh vuc HJ tich,

- Thu tuc Bang ky nhén cha me con
Cong dan cung cap thong tin theo
biéu mau dién ti(trén Cong dich vu
cong), dinh kém ban chup hoac ban
sao dién tuor cac gidy td; ndp phi, 1¢
phi thong qua chirc nang thanh toan
truc tuyén hodc bang cach thure khac
theo quy dinh, hoan tat viéc nop
ho so.

Biéu miu
dién tur
tuong tac
dang ky
nhan cha,
me, con

Cong chic B0 phan Mot cta truy
cap Hé théng thong tin giai quyét
thu tuc hanh chinh cua Thanh phd
kiém tra tinh chinh xac, day du,
thdng nhét, hop 18 ciia hd so.
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(1) Truong hop hé so day du, hop 1€,
thi tiép nhan ho so; néu t1ep nhan ho )
B2|so sau 15 gid thi c6 Phiéu hen, tra| Cong | Khong | - Phicu
két qua cho nguoi co yéu cau trong| chic | qua 04 kiém so4t
ngay lam viéc tiép theo (néu nguoi B6 | gio lam | qua trinh
co yéu cau lra chon hinh thirc ndp| phan | viéc |giai quyét
ho so tryc tip) hodic gui ngay Phicu| pfat hod so
hen, tra két qua qua thu dién tir hodc| .4q theo quy
gui tin nhan hen tra ket qua qua dién dinh.
thoai di dong cho nguoi co yéu cau - Phiéu
(néu nguoi co yéu cau lya chon hinh hen tra
thirc ndp h<,) SO truc tu‘yen), két qua.
Sau khi tiép nhan h6 so theo hinh _Phiéu
thirc ndp truc tiép, céng,chl'lc Bo yéu cAu
phan Mot C}"Ia thuc hién s6 hoa (sao bd sung
chup, chuyén thanh tai liéu dién tir ho so
trén hé thong thong tin, co so di YN
liéu) va ky s& vao tai lidu, hd so gidi - Phicu fir
quyét thii tuc hanh chinh da duoc sb choi tiép
héa theo quy dinh. nhan giai
. . A s quyet ho
i1) Truong hgp hd so chua day du, o
hop 1¢, thi ¢c6 thong bao cho nguoi
yéu cau bd sung, hoan thién h6 SO,
néu 1o loai gidy to, ndi dung can bo
sung dé nguoi co yéu cau bod sung,
hoan thién. Sau khi hd so dugc bd
sung, thuc hién lai budce (i);
(iii) Truong hop ngudi ¢ yéu cau
dang ky nhan cha, me, con khong bod
sung, hoan thién duoc hd so thi bao
cao Truong bd phan mot clra cod
thong bao tir chdi giai quyét yéu cau
dang ky nhan cha, me, con.
Cong chirc B6 phan Mot ctra chuyén Cong
ho so da tiép nhan dén cong chitrc Tu| chic | Khong
phap - HO tich qua H¢ thong thong Bo | qua03
B3| tin gidi quAyet thu‘tuc hanh chAlnh cua phan | gio lam
Thanh phé (Truong hop HE thong Mot vide
thong tin gidi quyét thu tuc hanh C{I'a '

chinh ctia Thanh phé di lién thong
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v6i Hé thong dang ky, quan 1ly ho| Cong
tich cia B Tu phap thi hé thong tw| chie
dong chuyén ho so dén Hé thong tur
dang ky, quan ly ho tich cua B Tu| , ,

hap; Truong hop hé théng chua phip -
phap; g hop he g A o
tich hop chirc ning ty dong chuyén, h¢ tich
cong chuc Tu phap - HO tich thuc
hién chuyen ho so tir Hé théng thong
tin giai quyét thii tuc hanh chinh cua
Thanh phd sang Hé théng ding ky,
quan ly ho tich cua Bo Tu phap)
- Cong chuce tu phap - ho tich tham
tra hd so (thdm tra tinh thdng nhat,
hop 1€ cua cac thong tin trong ho 50,
gidy to, tai liéu do nguoi yéu cau
ndp, xuat trinh hodc dinh kém).
+ Trudng hop hd so can bod sung,| Cong | Khong
hoan thién hodc khong du diéu kién| chirc | qua 08
gidi quyét, phai tir chbi thi gui| tu | giolam
thong bao vé tinh trang hod so t6i phap - | viéc. I?hiéu
B6 phan mot cira d€ thong bao cho | hg tich | Truong | kiém soat
nguoi ndp hd so — thuc hién lai Céng | hop can | qua trinh
budce (ii) hoac (iii); chire xéc | giai quyét
+ Trudng hop can phai kiém tra, x4c Bo minh: |ho so (doi

B4 minh lam rd hoécq do nguyen nhan| phan 05 voi

khac ma khong thé tra két qua ding| pst |ngaylam| truong
thoi gian da hen thi cong ch1’Ic~la‘1m ch.a viée hop ndp
cong tac hd tich 1ap Phicu xin 101 va ho so truc
hen lai ngay tra két qua, trong do tiép)

néu r6 ly do cham tra két qua va thoi
gian hen tra két qua, chuyén Bo phén
mot ctra dé tra cho nguoi co yéu cau
(néu nguoi co yéu cau lya chon hinh
thirc nop hd so truc tiép), hoac gui
Phiéu xin 16i va hen lai ngay tra két
qua qua thu dién tor hodc gui tin
nhin qua dién thoai di déng cho
ngudi cd yéu cau (néu nguoi cd yéu
cau lwa chon hinh thirc ndp hd so
tryc tuyén).
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+ Néu théy viéc nhan cha, me, con la
dung va khoéng c6 tranh chép, hd so
day du, hop 1¢, dung quy dinh,
trudong hop tiép nhan hd so ding ky
nhan cha, me, con theo hinh thirc
truc tiép, thi cong chirc tu phap - ho
tich thyc hién viéc ghi vao So ding
ky nhan cha, me, con, cdp nhat thong
tin dang ky nhan cha, me, con va luu
chinh thirc trén Phan mém ding ky,
quan 1y ho tich dién tir dung chung.

Truong hop tiép nhan hd so diang ky
nhan cha, me, con theo hinh thirc
tryc tuyén, cong chtic tuw phap - ho
tich guri lai biéu mau Trich luc ding
ky nhan cha, me, con di¢n tir véi
thong tin day da cho nguoi yéu cau
qua thu dién tir hodc thiét bi sb.
Nguoi yéu cau c6 trach nhiém kiém
tra tinh chinh x4c, day du cua cac
thong tin trén biéu mau Trich luc
dang ky nhan cha, me, con dién to
va xac nhan (t6i da mot ngay).

Néu ngudi c6 yéu cAu xac nhan
thong tin d3 thong nhat, day du hoic
khong c6 phan hdi sau thoi han yéu
cau thi cong chuc tu phap - hod
tichthuc hién viéc ghi ndi dung vao
S6 ding ky dang ky nhan cha, me,
con, cap nhat thong tin dang ky nhan
cha, me, con va luu chinh thirc trén
Phan mém dang ky, quan 1y ho tich
dién tr dung chung.

B5

Cong chuce tu phép - hd tich dy thao,
trinh Lanh dao UBND cép x4 ky ban
gidy Trich luc dang ky nhan cha, me,
con; ky s6 Trich luc ding ky nhan
cha, me, con.

Cong
chuc
tu
phap -
ho tich

Khong

qua 04

giolam
Viéc

- Trich
luc dang
ky nhan
cha, me,

con
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Hé thong
Lanh dao UBND cép x4 ky Trich l}_lc n%llg;tiléli
dang ky nhan cha, me, con ban giay, n o
e - R . Khong , email cua
ky s6 Trich luc dang ky nhan qha, Lanh qua 04 Trich luc cong dan
B6| S conban dién ti trén HE thong| dao gioy 1am dang ky thong béo
dang ky va quan ly ho tichw cua BO UBND vide nhan cha, 45 o6 kit
Tu phdp, ban gidy; chuyén cong| cap xa i me, con | e
chic Tu phap - Hé tich va céng chuc rcrllc‘yi cong
Van phong - Thong ké dong dau. dan dén
nhan
Cong chirc Van phong - Thong ké
phat hanh van ban ban gidy, ban dién
tr (Hé thong ty dong chuyén két qua
ban dién tir dén BO phan Mot
ctra). Truong hop hé thong chua tich| Cong
hop chirc nang nay thi cong chirc Tu| chuc
phap —ho tich tai két qua ban dién tr| VP-
trén Hé thong théng tin ding ky,| TK .
s 1s LA . TaA SR B Khong
quan ly ho tich cia Bo Tu phap va| Cong ,
B7|day két qua ban dién tir 1én Hé théng | chic an 92
thong tin giai quyét thti tuc hanh|TP-HT glv lam
chinh ciia Thanh phé chuyén két qua| B9 viee
giai quyét cho B phin mét cira. phan
Pbi v4i van ban ban gidy sau khi mﬁc}t
dong déu, cong chitc Vin phong —| U2
thdng ké chuyén cho cong chic Tu
phap — ho tich. Cong chtrc Tu phép -
ho tich chuyén két qua ban gidy cho
Bd phan Mot ctra.
- Ngudi c6 yéu cau ding ky nhan Cong | Khong Truc‘mg9
cha, me, con dén bd phdn Mot ctra| chic | qua 02 hQPN C(f S0
(ca hai bén phai c6 mat, xuat trinh| Mot | giolam | Trich luc fhr h@u~
B8 ban chinh gidy to tiy than, ho so d6i| cura; |viée (ké | dang ky dan cu:,da
v6i truong hop nop ban chup) Cong | tir thoi | nhan cha, | duoc tich
- Cong chlrc Mot cura xac nhan da d:ém d1Aém me, con h(;g, 122,[1 :
d6i chiéu ban chinh va d& nghi cong C01’1g fon% n6i ’ con
dan kiém tra thong tin trén Trich luc chic | dan dén > COn8
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ding ky nhan cha, me, con, trong S6| Vian |B¢ phan dan da cé
dang ky nhan cha, me, con; hoan tit|phong-| Mot xac thuc
hé so va ky vao SO theo quy dinh| Thong | cua) dinh danh
cua luat ho tich. ké dién tir,
- Hé thong tu dong chuyén két qua COPg da}n
ban dién tir dén Tai khoan, email, khong can
Kho quan ly dit liéu dién tr cita Xuat trinh
cong dan. %’lay tAO
. . tuy than
- Thu phi cap ban sao trich luc (néu
c6) (8.000d/ban trich luc)
- Ho so, két qua giai quyét TTHC
duoc so hoa
Cong
chuc Tgi)gg
B9| Thuc hién luu hd so theo quy dinh ht; i hanh Ho so
pA P chinh
ho tich

Biéu mau

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

T khai dang ky nhan cha, me, con (néu ndp hd so tryc tiép) (Thong tu sb

04/2024/TT-BTP cua B Tu phép)

SO dang ky nhan cha, me, con; Trich luc dang ky nhén cha, me, con; Ban sao
Trich lyc ding ky nhan cha, me, con truong hop yéu cau cap ban sao Trich luc
dang ky nhan cha, me, con (Thong tu s6 04/2020/TT-BTP cta B6 Tu phap)

Biéu mau dién tr tuong tac dang ky nhén cha, me, con (néu ndp hod so truc

tuyén) (Thong tu s6 03/2023/TT-BTP cua B Tu phap).
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY NHAN CHA, ME, CON

Kinh gori: @ Uy ban nhan dan.............coeeeeeeeveeeeeeeeeeeeeeans

Ho, chit dém, t8n NEUWOT YEU CAU ........ovvieeeeeeeeeeeeeeeeeeeeeeeeeee el
Ngay, thang, nam SINh: ........ccooeiiiiiii e

NOT CU T B e e e e e e e e e e et e e e e e e e e e

Quan hé voi ngudi nhin cha/me/con: @ ...........ooooveviiiieeeeceeeeeeeee e,

Pé nghico quan cong nhin nguoi c6 tén dudi day:

La e cia nguoi co tén dwdi day:

HO, Chir A€M, T8I ..ooiiiiieiii e
Ngay, thang, naAm SINN: ........cccoiiiiiiei e e e
Gibitinh: @i Dan tdc: @.............. Qubc tich: @................
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To61i cam doan viéc nhan.............cccceevvvvveeeeieiinnnnn. noi trén la dang su that, tu
nguyén, khong co6 tranh chép va chiu trach nhiém trude phéap luit vé cam doan cua
minh.

Lam tai.....ccceeuvenneee. ngay ............ thang............ nam............
Nguwoi yéu ciu
(Ky, ghi o ho, chir dém, tén)

Y kién ctia ngwdi hién dang 13 me hoéic cha®

Dé nghi cap ban sao®: C6 LI, Khong L
S6 lugng:....... ban

Chu thich:

() Ghi 5 tén co quan ding ky nhén cha, me, con.

@ Chi ghi trong trudng hop ngudi c6 yéu cau ding ky ho tich chua co/khong cung cap sb
dinh danh c& nhan/can cudc cong dan/thé can cudc/ching minh nhan dan.

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

®) Ghi s6 dinh danh c4 nhan/cin cudc cong dan/thé cian cudc/sd Gidy khai sinh (d6i voi tré em)

Vi dy: - Can cude cong dan sé 025188001010 do Cuc Canh sat QLHC vé TTXH cip ngay
20/11/2021.

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

Truong hgp khéng ¢6 s6 dinh danh ca nhan/cin cudc cong dan/thé can cudc thi ghi gidy to
hop 1€ thay thé (hd chiéu, chiing minh nhan dan,...).

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

) Chi kh;’ii trong trrong hop cha hoac me nh’éln con chua thanh pién hodc nguoi da tha‘mh
ni?;n nhung mat péng luc hanh vi dﬁq su, ghi y kién cia nguoi cha néq me ’lé. nguoi yéu cau, y
kién nguoi me néu cha la nguc‘ri yéu cau (trur truong hop nguoi do da chét, mat tich, mat nang luc
hanh vi dan sy hodc han ché nang lyc hanh vi dan su).

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

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

(1) Ho, chit dém, tén;

(2) S6 dinh danh c4 nhan;

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

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

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

II. Thong tin vé ngudi nhan

(6) Ho, chir dém, tén;

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

(8) Giot tinh;

(9) Dan toc;

(10) Qudc tich;

(11) S6 dinh danh c4 nhén;

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

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

II1. Thong tin vé nguoi dwoe nhin

(14) Ho, chir dém, tén;

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

(16) Gidi tinh;

(17) Dan toc;

(18) Qudc tich;

(19) S6 dinh danh c4 nhén;

(20) Glay to tuy than: Loai gidy to str dung (CCCD/CMND/HG chiéu/Gidy to
hop 16 thay thé); sd, ngdy, thang, nim cap, co quan cap; ban chup dinh kém;

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

(22) Bé nghi cap ban sao:

o Co

S6 lugng ban sao yéu cau: ...

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

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

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

* Mau dién tir twong tdc ghi nhan thoi gian (gio, phit, gidy, ngay, thang, nim)
hoan tat viéc cung cap thong tin; nguoi yéu cau trudc d6 da dang nhap vao hé
thong, thuc hién xéac thyc dién tir theo quy dinh.

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

Ban dién tir s& ty dong giri vé Kho quan 1y dir liéu dién tir ctia 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 nhan cha, me, con tai co quan dang ky hd tich.



CONG BAO HA NOI/S6 285+286/Ngay 02-4-2025 19

UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
................................... M Doc 1ap - Tu do - Hanh phuc
S6:®/TLCMC ... ,NgAYy...... thang ...... nam .............
TRICH LUC

DPANG KY NHAN ...covvvnrrrnereerrneeneenens®

X4c nhan ding Ky viée nhAn .....cceuveeieiiniineenieneneennnnenn. Ogiira:...........
Ho, chit dém, tén cha/me:

Ngay, thang, ndm sinh:

Gioitinh: ... Dantoc: .......coee..... Quéc tich..............
Gidy to tiy than:

Noi cu tru:

Va

Ho, chit dém, tén con:

Ngay, thang, ndm sinh:

Gidy khai sinh/Gidy to tiy than:
Noi cu tri:

VIEC NNAN e ® ¢6 hiéu luc ké tir ngay
cap Trich luc./.

NGUOI KY TRICH LUC
(K¥, ghi rd ho, chir dém, tén, chirc vu, dong diu)

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

@ Ghi theo s6 trong S6 ding ky nhan cha, me, con.

® Ghi 16 viéc ding ky nhan: cha, con hodc me, con tily theo ding ky viéc cha nhan con/con nhan cha hodc me nhan
con/con nhan me.



20

CONG BAO HA NOI/S6 285+286/Ngay 02-4-2025

PHAN GHI CHU NHUNG THONG TIN THAY DPOI SAU NAY

TT

Ngay, thang, nam
ghi chu

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

Can cw
ghi chu

Ho, chir dém, tén,
chir ky ciia nguoi
thue hién ghi chua
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UY BAN NHAN DAN CONG HOA XA HOQI CHU NGHIA VIET NAM
....... (1) Poc lap - Tw do - Hanh phuc
S6: @/TLCMC-BS ... ,NEAY.......... thang ......... nam ..........
TRICH LUC PANG KY NHAN .........ooooiiiiiiiiiiiii . 3
(BAN SAO)
X4c nhian ding ky viéenhdn ................................ Ogiira:

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

Gidy to tuy than:

Noi cu tra:

Va

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

Gidy khai sinh/Gidy to tiy than:

Noi cu tru:

Pa ding ky nhan................ Otai®. e, SO veviiie NGAY.. ..
Thue hién trich luc tir:®

NGUOI KY TRICH LUC
(K¥, ghi 1 ho, chit dém, tén, chirc vu, dong diu)

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

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

@ Ghi tén co quan, s6, ngdy thang nim dang ky nhan cha, con hodc me, con.

® Tuy theo cach thirc thuc hién, ghi rd can ctr cip ban sao tir: S6 dang ky nhan cha, me, con
hoac Co s¢ dir liéu ho tich dién tu.
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5. Thii tuc déing ky khai sinh két hop diéing ky nhin cha, me, con (QT-XP-05)

Muc dich

Quy trinh ndy quy dinh trinh ty va cach thic giai quyét hd so ding ky khai
sinh két hgp dang ky nhan cha, me, con thudc tham quyén gidi quyét cua
UBND cap xa

Pham vi

- Ap dung d6i v6i ca nhan c6 dé nghi khai sinh két hop diang ky nhén cha,
me, con.

- Ap dung ddi vé6i cong chitc UBND cap xa thuc hién Quy trinh nay.

Noi dung quy trinh

3.1

Co sé phap ly

- Ludt Hon nhén va gia dinh ndm 2014;

- Luat HO tich nam 2014;

- Luat Thu d6 ngay 28/6/2024;

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

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

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

- Nghi dinh s6 07/2025/ND-CP ngay 09/01/2025 ctia Chinh phu sira d6i, bo sung
moét sb diéu cua cac Nghi dinh trong Iinh vuc ho tich, quéc tich, ching thyrc;

- Thong tu sb 04/2020/TT-BTP ngay 28/5/2020 ctua Bd Tu phap quy dinh
chi tiét thi hanh mot sé diéu cta Luat HO tich va Nghi dinh sb
123/2015/ND-CP ctia Chinh phu quy dinh chi tiét mot s6 diéu va bién phap
thi hanh Luat Ho tich;

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 ciia B6 Tu phap quy dinh
chi tiét mot s6 diéu va bién phap thi hanh Nghi dinh s6 87/2020/ND-CP
cua Chinh phu quy dinh vé Co s6 dir 1iéu ho tich dién tu, dang ky hd tich
truc tuyén;
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- Thong tu so 03/2023/TT-BTP ngay 02/8/2023 cua B¢ Tu phap sira d6i, bd
sung mot sd noi dung cua Thong tu s6 01/2022/TT-BTP cua Bo Tu phap
quy dinh chi tiét mét s6 diéu va bién phap thi hanh Nghi dinh sd
87/2020/ND-CP cua Chinh phu quy dinh vé Co s& dit liéu ho tich dién tu,
ding ky ho tich truc tuyén;

- Thong tu sé 04/2024/TT-BTP ngay 06/6/2024 cua B6 Tu phap sira d6i, bd
sung mot s didu ciia Thong tu s6 02/2020/TT-BTP cua Bo Tu phap ban
hanh, huéng dan su dung, quan Iy mau s6 qubc tich va maiu gidy to vé quoc
tich va Thong tu s 04/2020/TT-BTP cua B Tu phap quy dinh chi tiét thi
hanh mot sd diéu cua Luat Ho tich va Nghi dinh s6 123/2015/ND-CP cua
Chinh phu quy dinh chi tiét mot sé diéu va bién phap thi hanh Luat Ho tich;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh quy dinh
muc thu, ché do thu, ndp, quan ly va st dung phi khai thac, sir dung thong tin
trong co s& dit li¢u hd tich, phi xac nhan cé quéc tich Vi¢t Nam, phi x4c nhan
1a nguoi géc Viét Nam, 1€ phi quéc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ctua BO Tai chinh huong
dan vé phi va I¢ phi thuoc tham quyén quyét dinh ctia Hoi dong nhan dan
tinh, thanh pho truc thudc Trung uong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 ctaBo Tai chinh sira doi,
bd sung mot sé diéu cua Thong tu sb 85/2019/TT-BTC cta B Tai chinh
huéng dan vé phi va 18 phi thudc thim quyén quyét dinh ctia Hoi dong nhan
dan tinh, thanh phé truc thuéc Trung wong.

- Quyét dinh s6 85/QD-BTP ngay 14/01/2025 ctia B6 Tu phap ban hanh cong
bd tha tuc hanh chinh m&i ban hanh duoc sta doi, bo sung trong linh vuc ho
tich thuc hién tai co quan dang ky hd tich thudc pham vi chltc nang quan 1y
cua Bo Tu phap;

- Nghi quyét 06/2020/NQ- HDND ngay 07/7/2020 cua HDND thanh phé Ha
NOoi vé viéc ban hanh mot 5O quy dinh thu phi, 1¢ phi trén dia ban thanh phd

Ha Noi thude tham quyén quyét dinh cia HDND Thanh phd;

- Nghi quyét 07/2023/NQ-HPND ngay 04/7/2023 cua HDND thanh phé Ha
Noi vé vige thu phi, 1¢ phi thude thim quyén quyét dinh cia HDND Thanh
phd trén dia ban thanh phd Ha Noi;

- Quyét dinh sé 100/QD-TTPVHCC ngay 18/02/2025 cua Giam dbc Trung
tam phuc vy hanh chinh cong thanh phé Ha Noi vé viéc cong bb Danh myc
thu tuc hanh chinh méi ban hanh, thu tuc hanh chinh stra d6i, bo sung va th
tuc hanh chinh bi bai bé trong linh vuc hé tich, qudc tich, chimg thue va nudi
con nudi thudc tham quyén cua S& Tu phap, UBND cap huyén va UBND cip
xa thanh ph6 Ha Noi.
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3.2

Thanh phan ho so

Ban
chinh

Ban
$ao0

* Gidy to phai ndp:

- T khai diing ky khai sinh theo mau;

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

- Ban chinh Gidy chung sinh; trudong hop khong c6 Gidy chimg
sinh thi ndp van ban cta ngudi lam ching xac nhan vé viéc
sinh; néu khong c6 nguoi lam ching thi phai c6 gidy cam doan
vé viéc sinh;

Truong hop nguoi yéu cau da ndp ban dién tir Gidy chirng sinh
hodc co quan dang ky ho tich da khai thac dwoc dir lieu dién tu
6 ky s6 ciia Gidy ching sinh thi khéng phdi ndp ban gidy.

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

+ Vin ban cta co quan y té, co quan giam dinh hodc co quan
khac c6 thim quyén xac nhan quan hé cha con, quan hé me con.
+ Truong hop khong c6 van ban néu trén thi cac bén nhan cha,
me, con 1ap vin ban cam doan vé mdi quan hé cha, me, con, co
it nhét hai nguoi lam ching vé mbi quan h¢ cha, me, con.

* Gidy to phai xuit trinh:

- H6 chiéu/Chirng minh nhdn dan/Thé can cuéc cong dan/Thé
cin cwde/Can cude dién tr/Gidy ching nhdn can cude hodc
cac gidy to khac co dan anh va thong tin ca nhan do co quan
c6 thim quyén cip, con gia tri st dung dé chung minh vé
nhin thin cua nguoi cd yéu cau ding ky khai sinh va nhéan
cha, me, con;

- Gidy to c6 gié tri chimg minh théng tin vé cu tra trong trudng
hop co quan dang ky ho tich khong thé khai thac dugc thong tin
vé noi cu tra cta cong dan theo cac phuong thirc quy dinh tai
khoan 2 Piéu 14 Nghi dinh s6 104/2022/ND-CP ngay
21/12/2022 cta Chinh phi. Trudng hop cac thong tin vé gidy td
ching minh noi cu trt da dugc khai thac tir Co sé dir 1iéu quéc
gia vé dan cu bang cac phuong thirc nay thi ngudi co yéu cau
khong phai xuat trinh (theo hinh thuc tryc tiép).
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* Luu y:

- Pbi voi gidy to ndp, xuat trinh:

+ Ngudi 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 ho
so va tra lai cho ngudi xuét trinh, khong dugc yéu cau ndp ban
sao hodc ban chup gidy to do.

+ Ngudi yéu cau diang ky ho tich c6 thé ndp ban sao ching thuc
tir ban chinh hodc ban sao dugc cap tir s6 gdc hodc ban chup
kém theo ban chinh gidy t& dé d6i chiéu. Truong hop ngudi yéu
cau ndp ban chup kém theo ban chinh gidy to thi nguoi tiép
nhan c6 trach nhiém kiém tra, doi chiéu ban chup véi ban chinh
va ky xac nhan, khong dugc yéu cau nguoi di dang ky nop ban
sao gidy to do.

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

Nguoi tiép nhan ho so thuc hién khai thac thong tin trong Co s&
dir liéu quéc gia vé dan cu theo quy dinh phap luit néu ngudi
yéu cau dang ky ho tich di cung cdp ho, chit dém, tén; ngay,
thang, ndm sinh; s6 dinh danh cd nhdn/thé can cude cong
dan/thé can cuoc/chung minh nhan ddn/can cuwoc dién ti.
Truong hop cac thong tin can khai thac khong ¢ trong Co s
dir liéu qudc gia vé dan cu thi d& nghi nguoi yéu cau ké khai
day du.

- Trudng hop cho phép ngudi yéu cau diang ky hé tich 1ap vin
ban cam doan vé ndi dung yéu cau ding ky ho tich thi co quan
dang ky ho tich phai giai thich rd cho nguodi 1ap van ban cam
doan vé trach nhiém, hé qua phéap 1y cua viéc cam doan khong
ding sy that.

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

- Béi voéi viée xac dinh ho, dan toc, qué quan, dit tén cho tré:
+ Viée xac dinh ho, dan toc, dat tén cho tré em phai phu hop voi
phap luat va yéu cau giir gin ban sic dan toc, tip quan, truyén

thdng van hoa tét dep ciia Viét Nam; khong dit tén qua dai, kho
su dung.
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+ Truong hop cha, me khong thda thuén duoc vé ho, dén toc,
qué quan cua con khi dang ky khai sinh thi ho, dan toc, qué
quan cua con dugc xac dinh theo tap quan nhung phai bao dam
theo ho, dan tdc, qué quan cua cha hodc me.

3.3

S6 lwong ho so

01 bo

3.4

Yéu cau, dieu kién thwe hién tha tuc hanh chinh:
- Bén nhan va bén duoc nhan la cha, me, con déu con song;
- Viéc nhan cha, me, con khong c6 tranh chap.

- Trudng hop nam, nit chung song v4i nhau nhu vo chong, khong dang ky két
hén, sinh con, ngudi con sdng cling véi nguoi cha, khi ngudi cha 1am thu tyc
nhan con ma khéng lién hé dugc véi nguoi me thi khéng can co ¥ kién cua
nguoi me trong To khai ddng ky nhan cha, me, con.

3.5

Thoi gian xir ly

03 ngay lam vi¢c. Truong hop can phai xac minh theo quy dinh thi thoi han
giai quyet khong qua 08 ngay lam viéc.

3.6

Két qua thwe hién thi tuc hanh chinh:

Giéy khai sinh, Trich luc dang ky nhén cha, me, con (ban chinh); ban sao
Glay khai sinh, ban sao Trich lyc dang ky nhan cha, me, con (truong hop yéu
cAu cAp ban sao Gidy khai sinh, ban sao Trich luc ding ky nhan cha,
me, con).

3.7

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) Uy ban nhéan dén’cép xa noi cu trd cua nguoi
cha hoac nguoi me thuc hién dang ky khai sinh két hop nhan cha, me, con.
Hodc dja‘diém tiép nhan va tra két qua hd so theo Thong bao cia cip cb
tham quyén

3.8

Lé phi, Phi

- Mién L¢ phi ddi véi trudng hop ding ky khai sinh dung han; nguoi thude
gia dinh c6 cong vdi cach mang; ngudi thude ho ngheo; ngudi khuyét tat.

- Theo quy dinh tai Nghi quyét 07/2023/NQ-HDND: Khi t6 chirc, c4 nhan
nop ho so thyc hién TTHC trén Cong Dich vu cong trude ngay 01/01/2026
thi mac thu L& phi d6i vaoi dich vu cong truc tuyén bang Khong (Khong thu).
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- Néu cong dan nop hé so truc tiép tai UBND cip xa: - bang ky khai sinh
qua han: 5.000 dong/viéc; Pang ky nhan cha, me, con: 10.000dong/viéc.

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

3.9| Quy trinh xir ly cong viéc
, . Bicu Tran
TT Trinh tu Trach | Thot |2/ | thai Hgé
’ nhiém | gian A . £
Két qua| thong
Hb so truc tiép tai BO phan Mot cta
(mot bén c6 thé ndp ho so ma khong Tl}émh‘
phai c6 van ban Uy quyén cua bén phan ho
con lai); nop 1& phi néu thudc truong so theo
hop phai ndp 1€ phi dang ky khai muyc 3.2
sinh, dang ky nhan cha, me, con; ndp Biéu
g1 |Ph cap ban sao Gidy khai sinh, Trich 'n}ﬁuq
luAc ding 1§9 nl}én cha, me, con néu co dién tr Tai khoan
yéu cau cap ban sao :[UOT}g gdm Tén
Céng DVC két néi véi CSDLDC dé ticdang | “po o
khai thac cac truong thong tin cua Cfing ky .khal nhap va
cong dan co6 trong CSDLDC. dan sinh Mat khau
Cong dan lua chon: " VNelD
) Biéu
- Dich vu cong truc tuyén, mau
- Quén, Huyén, Thi xa dién tur
- pBND ‘ xd, phuong, thi trin co tézzrzzrglg
tham quyén k§ nhn
- Linh vyc HJ tich, cha, me,
- Thu tuc Pang ky khai sinh két hop con
nhan cha me con
Cong chuc B phan Mot ctra truy cap Cong | Khong | - Phié‘u
Heé thong thong tin giai quyét thi tuc chie qué' ‘04 yf:u cau
B2|hanh chinh ctia thanh phd kiém tra| BO phan| gio' | b0 sung,
tinh chinh xac, ddy du, théng nhat, | Mot cira lam hoan .
viéc | thién ho

hop 18 cua ho so.
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(i) Trudong hop ho so day du, hop 18
thi tiép nhéan hd so; néu tiép nhén hd
so sau 15 gio thi co Phiéu hen, tra két
qua cho ngudi c6 yéu cau trong ngay
lam viéc tiép theo (néu ngudi co yéu
cau lya chon hinh thitc ndp hd so
truc tiép) hodc giri ngay Phiéu hen,
tra két qua qua thu dién tir hodc gui
tin nhin hen tra két qua qua dién
thoai di dong cho nguoi c6 yéu cau
(néu ngudi ¢ yéu cau lya chon hinh
thirc ndp ho so truc tuyén);

Sau khi tiép nhan hd so theo hinh
thitc ndp tryc tiép, céng chic Bo
phan Mot cira thuc hién sb hoa (sao
chup, chuyén thanh tai liéu dién tir
trén hé thong thong tin, co so dir
lidu) va ky s6 vao tai liéu, hd so giai
quyét thu tuc hanh chinh di duoc sb
hoa theo quy dinh.

ii) Truong hop hd so chwa day du,
hop 1€, thi c6 thong bao cho nguoi
yéu cdu bo sung, hoan thién ho so,
néu 1o loai gidy to, ndi dung can bo
sung dé ngudi cd yéu cau bd sung,
hoan thién. Sau khi hd so duge bo
sung, thuc hién lai budce (i);

(iii) Trudong hop nguoi c¢6 yéu cau
dang ky khai sinh va nhan cha, me,
con khong bd sung, hoan thién duoc
h6 so thi bao cao Truong bd phan
mot ctra c6 thong bao tir chdi giai
quyét yéu cau ding ky khai sinh va
nhan cha, me, con.

SO

- Giay
tiép
nhén ho
SO
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Cong chirc Bo phan Mot cira chuyén Ho so
hé so di tiép nhan dén cong chic Tu
phap - Ho tich qua Hé thong thong
tin giai quyét thi tuc hanh chinh cua
Thanh phd (Truong hop HE thong Cong
thong tin gidi quyét thu tuc hanh| 4 .o
chinh cua ,Thémh pho dé lién thong| g 6 phan | Khong
vol HE thong dang ky, quan ’13'/ ho Mot | qua 02
B3 tich cua Bq Tu phép th% hé théng tu cirél; gidy
dong chuyén ho so dén H¢ thong Cong lam
dang ky, quan 1y ho tich cua BO Tu| chie tu vige
phap; Truong hop hé thong c}ma tich| phap -
hop chirc nang tu dong chuyén, cong| 14 tich
chiac Tu phap - HO tich thuc hién
chuyén ho so tir Hé théng thong tin
giai quyét thu tuc hanh chinh cua
Thanh phd sang Hé théng ding ky,
quan ly ho tich cua B Tu phap)
Cong chuc tu phap - ho tich tham tra .
ho6 so (thdm tra tinh thong nhat, hop Kh,ong
1é ctia cac thong tin trong hd so, gidy qua‘02
td, tai liéu do ngudi yéu cau ndp, n{%ay
xudt trinh hozc dinh kém). la}rAn
‘ o viée
+ Truong hop hd so can bo sung, )
hoan thie?,n hoac kh@ng du diéu kién ) Truong Phiéu
giai quyét, phai tir chdi thi gui thong Cfmg hop Kidm sodt
B4 Ki?t vé tigl: tt}i%ng ll;o sohté'l Bo phan Cgll;; L qua trinh
Ot ctra dé thong bao cho nguoi nd . A
b s thu ide i b (ii) hode (iii')P ho tich | PI gial quyet
: o Ig : ) X4c ho so
+ Trudng hop can phai kiém tra, xac minh:
minh lam rd hodc do nguyén nhén Khoéng
khac ma khong thé tra két qua ding qué 05
thoi gian da hen thi cong chuc tu ngay
phap - ho tich lap Phiéu xin 16i va lam
hen lai ngay tra két qua, trong d6 néu viéc

13 1y do cham tra két qua va thoi gian




30 CONG BAO HA NOI/S6 285+286/Ngay 02-4-2025
hen tra két qua, chuyén Bo phan mot
ctra dé tra cho ngudi co yéu cau;
+ Néu thiy viéc nhan cha, me, con 1a
dung va khong c6 tranh chap, thong
tin khai sinh day da va phu hop, thi
cong chuc tu phép - ho tich thuc hién
viéc ghi vao S6 ding ky nhan cha,
me, con, SO dang ky khai sinh, cép
nhat thong tin dang ky khai sinh,
dang ky nhan cha, me, con va luu
chinh thic trén Phan mém ding ky,
quan Iy ho tich dién tor dung chung,
chuyén thong tin dén CSDLQGVDC
dé lay S6 dinh danh c4 nhan.
Lanh
dao | Khong - Giay
Cong chtre tu phap - ho tich du thao,| UBND | qua khai sinh
BS trinh Lanh dao UBND cap xa ky, ky| cip xa, | 01gio -Trich luc
s6 Gidy khai sinh, Trich luc ding ky| Cong | lam ding  ky
nhan cha, me, con chic tu | viée nhan cha,
phap - me, con
hd tich
- Lanh dao UBND cép xa ky Giay
. . 5 A ’, A <A . Lanh ,
khal Sl}lh l?iln gilay,A ky fo (ilay k}’lal He théng
sinh ban dién tir trén H¢ thong dang| dao i tin
ky va quan 1y ho tich, chuyén cong| UBND & L.
, , A A , I nhan to1
chuc Tu phép - HO tich va cong chic| cap xa, ermail ciia
Vin phong - Thong ké dé dong du,| Coéng |Khong . .
\ , , cong dan
ban hanh. chitc | qua 01 . .
B6 ) i ) TP-HT {512 thong béo
- H¢ thong tu dong chuyén két qua| =~ gqulm d3 c6 kbt
ban dién tor dén BoO phan Mot Corrlg viee qua kinh
5 \ A A ; churc e
cua. Truong hop hé thong chua tich moi cong
O ) VP-TK, e
hop chure nang nay thi cong chire Tu| =~ " dan dén
phép — ho tich tai két qua ban dién t| BO phan nhan
Mot cira '

trén Hé théng thong tin dang ky,
quan 1y ho tich va day két qua ban
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dién tir 1én Hé thong thong tin giai
quyét thu tuc hanh chinh ctia Thanh
phé chuyén két qua giai quyét cho
B6 phan mét ctra).

- Két qua ban gidy dugc chuyén cho
cong chuc Tu phap — ho tich.

B7

1. Tiép nhan két qua hd so tir cong
chuc Tu phap-Ho tich

2. Pé nghi cong dan xuit trinh ban
chinh giay to tuy than, ho so

(Truong hop Co s¢ dit liéu dan cu da
duoc tich hop, chia sé, két ndi, cong
dan da co6 xac thuc dinh danh dién tur,
cong dan khong can xuét trinh gidy
to tuy than)

3. Xac nhan da d6i chiéu ban chinh

4. Nguoi co yéu cau ding ky khai
sinh va nhan cha, me, con (ca hai bén
phai co6 mat, xuat trinh gidy td tuy
than dé d6i chiéu) kiém tra thong tin
trong Trich luc ddng ky nhan cha,
me, con, Giéy khai sinh, thong tin
trong SO dang ky nhan cha, me, con,
S6 dang ky khai sinh; Ky tén vao S6
dang ky nhan cha, me, con, SO dang
ky khai sinh
Truong hop Thanh phé quy dinh dia
diém tra két qua nam ngoai tru so
UBND cép xd c6 thim quyén giai
quyét thi Thanh phd va cdp c6 tham
quyén can c6 phuong an dé cong dan
ky vao so Ho tich trudc khi nhan két
qua hodc can co phuong an dé cong
dan nhén két qua tai UBND cap xA.

5. Thu phi cép ban sao trich luc(néu
c6) (8.000d/ban trich luc)

Cong
chuc Bo
phan
Mot ctra
Cong
dan

Trong
gio
hanh
chinh

- Giay
khai sinh
/Trich luc
nhan cha,

me, con
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6. Tra két qua: Ban chinh, Bén sao.
7. Gui ban dién tir qua Hé thong dén
tai khoan, email, Kho quén ly dir li¢u
dién tir ciia cong dan
8. Ho so, két qua giai quyét TTHC
duoc s6 hoa
9. Ban giao ho so cho coéng chic Tu
phap - Ho tich luu trir theo quy dinh
Cong | Trong
B8 | Thyc hién luu hd so th ginh | e tr | id Hb so
uc hién luu ho so theo quy di phap - | hanh 0s
ho tich | chinh
4 |Biéu miu

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

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

To khai dang ky nhan cha, me, con (Théng tu s6 04/2024/TT-BTP ciia B Tu phap)

) dang ky nhan cha, me, con; Trich luc nhan cha, me, con; Ban sao Trich
luc ddng ky nhan cha, me, con trudng hop yéu cau cap ban sao Trich luc ding
ky nhan cha, me, con (Thong tu s6 04/2020/TT-BTP cua B Tu phap)

Gidy khai sinh, Gidy khai sinh ban sao (Théng tu sé 04/2020/TT-BTP ctua Bo

Tu phép)
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phuc

TO KHAI PANG KY KHAI SINH
Kinh giri: @ Uy ban nhan dan ..........oo.ooeveveeeeeeeeeeeeeeeeeeeeeeeses

Ho, chir dém, tén ngudi yéu cau:

Ngay, thang, ndm sinh:

Noi cu tra: @

Gidy to tuy than: @

Quan hé véi nguoi dugce khai sinh:

Pé nghico quan ding ky khai sinh cho nguoi duéi day:
Ho, chir dém, tén:

Ngay, thang, nam sinh: ..........ccccoooiiiiiieniieeee. ghi bang chif:.................
Giditinh:.......ccceeennnneen. Dan toc:.....coveeeeereeeeennee. Qudbc tich: veeveeeereeeenee.
Noi sinh: @

Qué quan:

Ho, chir dém, tén ngudi me:

NAM SINH: O Dan tdc: @ .o Qudc tich: @.........

Noi cu trii: @

Gidy to tuy than: @

Ho, chir dém, tén nguwoi cha:

NAM SINNT O, Dan toc: @............. Quéc tich: @.........

Noi cu tra: @

Gidy to tiy than: @

Thong tin vé Glay ching nhén két hon cua cha, me tré (néu cha, me tré da
PKKH): Sb:....... , Quyén sb:........ , dang ky ngay....thang....nam......... 17: 1 SRS

T6i cam doan ndi dung dé nghi ding ky khai sinh trén day 1a dung sy that,
duogc sy thoa thuan nhat tri cia cac bén lién quan theo quy dinh phap luat.

T61 chiu hoan toan trach nhiém trudce phép luat vé ndi dung cam doan ciia minh.

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

Dé nghi cp ban sao®: Co LI, Khong L
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Chu thich:

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

@ Chi ghi trong truong hop ngudi cd yéu cau ding ky ho tich chua co/khong cung cap sb
dinh danh ca nhan/can cudc cong dan/thé can cudc/chung minh nhén 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 tru 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 khoéng co
s0 dinh danh ca nhén/can cudc cong dan/thé can cudce thi ghi gidy to hop 1€ thay thé (hd chicu,
chiing minh nhéan dan,...).

@Truong hop sinh tai co so y té thi ghi rd tén co so' y té va va dia chi tru sé co so y té do.

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

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

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

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

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

© Pé nghi danh dau X vao 6 néu 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 SINH

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

(1) Ho, chit dém, tén;

(2) S6 dinh danh cé4 nhén;

(3) Gidy to tuy than: Loai gidy to su dung (CCCD/CMND/HO chiéu/Gidy to
hop 18 thay thé); s6, ngay, thang, nim cip, 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 nguodi dugce khai sinh.

II. Thong tin vé nguoi dwoc ding ky khai sinh

(6) Ho, chir dém, tén;

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

(8) Gidi tinh;

(9) Dan toc;

(10) Qudc tich;

(1 1),N0’i sinh (gom ,céc truc‘qmg th?)ng tin tach biét riér}g theo dia danh hanh
chinh: s6 phét; dudng/pho; thén/tc}/bén/ép; Xa, phuc‘ypg, thi tran; quan, huyén, thi xa,
thanh phf) thudc tinh, thanh pho thudc thanh phé tryc thudc Trung wong; tinh,
thanh pho truc thuoc Trung wong);

(12) Qué quéan.

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

(13) Ho, chir dém, tén;

(14) Ngay, thang, nam sinh (tach biét riéng 03 truong thong tin ngay, thang, nam);
(15) S6 dinh danh c4 nhén;

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

(17) Dan toc;

(18) Qudc tich;

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

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

(22) S6 dinh danh c4 nhén;

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

(24) Dan tdc;

(25) Qudc tich;

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

(27) D& nghi cap ban sao:

o Co

S6 lugng ban sao yéu cau: ...

o Khong

(28) Ho so dinh kém theo quy dinh.

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

* Truong hop cac thong tip vé gi‘éy to chirng minh noi cu tra dﬁ duoc khai thac
tur CSDLQQVDC, duoc h¢ thong dién tu dong thi khéng phai xuat trinh (theo hinh
thirc truc tiép) hoac tai 1én (theo hinh thirc truc tuyén)

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

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

Ban di¢n t}”r s¢ tur dong giri vé Kho quan 1y dﬁ’ ligu dién tir cua c;i 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 hd tich.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phic

TO KHAI PANG KY NHAN CHA, ME, CON
Kinh giri: @ Uy ban nhan dan ...........c.oeeeeeveeeeeeeeeeeeeeeeeeeeeeeeen.

Ho, chit dém, t8n NEUWOT YEU CAU .......ovvieeeieeeeeeeeeeeeeeee el
Ngay, thang, nam SINh: .......cocoiiiiiiie e e
INOT CU T @)oot ettt e,

Quan hé véi ngudi nhin cha/me/con: @ ... ......ooovoviviiieeeeeeeeeeeeee e
Pé nghico quan cong nhan ngudi c6 tén dwdi diy:

La e cia nguoi co tén dwdi day:

|3 (O 1T a6 (531 0 TR 1<) o LR
Ngay, thang, naAm SINN: ......cocciiiiiiiiee e e
Gi6i tinh: @, Dan tdc: @i Quéc tich: @.......

To61 cam doan viéc nhan..............ccoeeuveeeeeennn. noéi trén 1a dung su that, tu nguyén,
khong c¢6 tranh chap va chiu trach nhiém trudc phép luat vé cam doan ctiia minh.

Nguwoi yéu ciu
(Ky, ghi rd ho, chir dém, tén)
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Y Kién ciia nguoi hién dang 1a me hoiic cha®

So luong:....... ban

Chu thich:

(' Ghi 19 tén co quan ding ky nhan cha, me, con.

@ Chi ghi trong truong hop ngudi c6 yéu cau dang ky ho tich chua co/khong cung cap sb
dinh danh c& nhan/can cudc cong dan/thé can cudc/chiing 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 tru thi ghi theo noi dang ky tam tra; truong hop khong c6 noi dang
ky thuong tri va noi dang ky tam tru thi ghi theo noi ¢ hi¢n tai.

®) Ghi s6 dinh danh ca nhan/cin cude cong dan/thé cin cude/sd Gidy khai sinh (d6i véi 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 Thang, huyén My Ldc, tinh
Nam Binh cip ngay 15/11/2014.

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

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

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

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

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

(1) Ho, chit dém, tén;

(2) S6 dinh danh c4 nhan;

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

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

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

I1. Thong tin vé ngudi nhan

(6) Ho, chit dém, tén;

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

(8) Gidi tinh;

(9) Dan toc;

(10) Qudc tich;

(11) S6 dinh danh c4 nhan;

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

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

I11. Thong tin vé nguwdi dwoc nhin

(14) Ho, chir dém, tén;

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

(16) Gioi tinh;

(17) Dan toc;

(18) Qudc tich;

(19) S6 dinh danh c4 nhén;

(20) Giay to tuy than: Loai gidy to su dung (CQCD/CMND/HO chiéu/Gidy to
hop I¢ thay thé); s0, ngay, thang, nam cap, co quan cap; ban chup dinh kém;

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

(22) Bé nghi cap ban sao:

o Co

S6 luong ban sao yéu cau: ...

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

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

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

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

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

Ban dién tir s& ty dong giri vé Kho quan 1y dir liéu dién tir ctia ca nhan/dia chi
thu dién tu/thiét bi s6/dién thoai cua ngudi yéu cau sau khi da hoan tat thu tuc dang
ky nhan cha, me, con tai co quan dang ky hd tich.
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0, chif dém, tén ngudi me:

inh ..Da
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Ty do - Hanh phic

GIAY KHAI SINH
(BAN SAQ)

Ho, chi@ dém, tén nglfo‘i dikhaisinh: ... . T e e i T
Gidy o tiy than:...... S p s B T e St e e i

e ngay......thang. ..

: NGUGI KY
(K¥, ghi ré hg, tén, chitc vu va déng ddu)
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Chui thich:
' Ghi theo 56 trong S5 dang ky khai sinh.
“ Ghi tén co quan cp ban sao Gidy khai sinh.
' Ghi theo s6 trong S6 theo di viéce cép ban sao clia co quan cp ban sao Trich luc ho tich.

“ Tuy theo céch thirc thure hién, ghi 10 ciin ¢t cép bén sao tir: “S6 déng &y khai sinh ™ hodc “Co sé dit
liéu ho tich dién tir”.
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CONG HOA XA HQ1 CHU NGHIA VIET NAM
Pidc lip - Tu do - Hanh phiic

GIAY KHAI SINH

(BAN SAO)
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Chui thich:
' Ghi theo 56 trong S5 dang ky khai sinh.
“ Ghi tén co quan cp ban sao Gidy khai sinh.
' Ghi theo s6 trong S6 theo di viéce cép ban sao clia co quan cp ban sao Trich luc ho tich.

“ Tuy theo céch thirc thure hién, ghi 10 ciin ¢t cép bén sao tir: “S6 déng &y khai sinh ™ hodc “Co sé dit
liéu ho tich dién tir”.
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UY BAN NHANDAN CONG HOA XA HOI CHU NGHIA VIET NAM
............. @ Doc 1ap - Tu do - Hanh phuc
S6:®/TLCMC ...l ,ngay......thang ...... nam ..............
TRICH LUC

PANG KY NHAN ...ccovvrerrrnnerneeereneeneenes®

X4c nhan dang Ky viée nhan ....ocvvvnieiiiiiininiinieeenennenn Ogiira:..........
Ho, chir dém, tén cha/me:

Ngay, thang, nam sinh:

Giditinh: ... Dantoc: .............. QUAC tiCh: v
Gidy to tuy than:

Noi cu tru:

Va

Ho, chir dém, tén con:

Ngay, thang, nam sinh:

Gidy khai sinh/Gidy to tuy than:
Noi cu tra:

VIEC NNAN . .ovinei e e ® ¢6 hiu luc ké tir ngay
cap Trich luc./.

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

@ Ghi tén co quan cép Trich luc (ghi di cac cAp hanh chinh).
® Ghi theo s6 trong Sé ding ky nhan cha, me, con.

© Ghi 10 viéc ding ky nhan: cha, con hodc me, con tily theo ding ky viéc cha nhan con/con nhin cha hodc me nhan
con/con nhan me.
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PHAN GHI CHU NHUNG THONG TIN THAY DPOI SAU NAY

TT

Ngay, thang, nam
ghi chu

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

Can cwr
ghi chu

Ho, chir dém, tén,
chir ky ctia nguoi
thue hién ghi chua
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UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
................... M Doc 1ap - Tw do - Hanh phic

S6: @ /TLCMC-BS ... ,NGAY.......... thang ......... nim ..........

TRICH LUC PANG KY NHAN ..., 3
(BAN SAO)

Xac nhian ding Ky viéenhan ................................. Ogiira:................
Ho, chir dém, tén cha/me:

Ngay, thang, ndm sinh:

Gidy to tuy than:

Noi cu tru:

Va

Ho, chir dém, tén con:

Ngay, thang, ndm sinh:

Gidy khai sinh/Gidy to iy than:
Noi cu tra:
DA ding ky nhan............0ti%. ... T R ngay
Thuye hién trich luc tir:®
NGUOI KY TRICH LUC ,
(Ky, ghi 0 ho, chit dém, tén, chirc vu, dong dau)

Chau thich:
() Ghi tén co quan cip ban sao Trich lyc (ghi du cac cap hanh chinh).
@ Ghi theo s6 trong S6 cap ban sao Trich luc ho tich ctia co quan ding ky ho tich.

) Ghi 8 viéc ding ky nhan: cha, con hodc me, con tuy theo ding ky viéc cha nhan con/con
nhan cha hoac me nhan con/con nhan me.

) Ghi tén co quan, $0, ngay thang nam dang ky nhan cha, con hoic me, con.

©) Tuy theo cach thirc thyuc hién, ghi 13 cin clr cap ban sao tir: SO ding ky nhan cha, me, con
hoac Co s¢ dit liéu ho tich dién tir.



52

CONG BAO HA NOI/S6 285+286/Ngay 02-4-2025

6. Thu tuc dang ky khai tir (QT-XP-06)

Muc dich

Quy trinh nay quy dinh trinh ty va cach thirc giai quyét ho so ciia cong dan co
deé nghi dang ky khai tir thugc tham quyén giai quyét cia UBND cap xa

Pham vi

- Ap dung ddi v6i ca nhan c6 dé nghi dang ky khai ti.
- Ap dung d6i véi cong chirc UBND cép xa thuc hién Quy trinh nay.

Noi dung quy trinh

3.1

Co so phap ly

- Luat HO tich nam 2014;

- Luat Tha do ngay 28/6/2024;

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

- Nghj dinh s6 87/2020/ND-CP ngay 28/7/2020 ctia Chinh phii quy dinh vé
Co s¢ dir liéu ho tich dién tur, dang ky ho tich truc tuyén;

- Nghi dinh s 104/2022/ND-CP ngay 21/12/2022 ctia Chinh phu stra dbi, bd
sung mot sé diéu cua cac nghi dinh lién quan dén viéc ndp, xuit trinh s6 ho
khau, s6 tam tri gidy khi thyc hién tha tuc hanh chinh, cung cap dich vu cong;
- Nghi dinh s6 07/2025/ND-CP ngay 09/01/2025 cua Chinh phu stra d6i,
b6 sung mdt sd diéu ctia cac Nghi dinh trong linh vuc ho tich, quéc tich,
chung thuc;

- Théng tu sb 04/2020/TT-BTP ngay 28/5/2020 cia Bo truong Bo Tu phap
quy dinh chi tiét thi hanh mot s6 di€u cuia Luat Ho tich va Nghi dinh so
123/2015/ND-CP ngay 15/11/2015 ctia Chinh pht quy dinh chi tiét mot sb
diéu va bién phap thi hanh Luat HJ tich;

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

- Théng tu sb 03/2023/TT-BTP ngay 02/8/2023 cia B truong Bo Tu phap
stra d6i, bo sung mdt sd ndi dung ctia Thong tu s6 01/2022/TT-BTP ngay
04/01/2022 ciia Bo truong Bo Tu phap quy dinh chi tiét mot sb diéu va bién
phéap thi hanh Nghi dinh so 87/2020/ND-CP ngay 28/7/2020 ctia Chinh phu
quy dinh vé Co s¢ dit 1i€u ho tich dién tir, dang ky ho tich truc tuyén;
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- Théng tu s6 04/2024/TT-BTP ngay 06/6/2024 ctia Bo truéng B Tu phap
stra d6i, b sung mot sd diéu cua Thong tu sé 02/2020/TT-BTP ngay
08/4/2020 cua Bo truémg Bo Tu phap ban hanh, huéng dan sir dung, quan ly
mau s6 qudc tich va mau gidy to vé qudc tich va Thong tu s6 04/2020/TT-
BTP ngay 28/5/2020 cta Bo truong Bo Tu phap quy dinh chi tiét thi hanh
mét sd diéu cua Ludt HO tich va Nghi dinh s6 123/2015/ND-CP ngay
15/11/2015 ctia Chinh phu quy dinh chi tiét mot sb diéu va bién phap thi hanh
Luat Ho tich;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ctua Bo truong Bo Tai
chinh quy dinh muc thu, ché d6 thu, ndp, quan 1y va str dung phi khai thac, st
dung thong tin trong co s& dir liéu ho tich, phi xadc nhan co quéc tich Viét
Nam, phi xac nhdn 14 nguoi gbe Viét Nam, 1¢ phi quéc tich;

- Théng tu s6 85/2019/TT-BTC ngay 29/11/2019 ciia B6 truong Bo Tai chinh
huéng dan vé phi va 1é phi thudc tham quyén quyét dinh ctia Hoi dong nhan
dan tinh, thanh phé truc thuéc Trung vong;

- Thong tu s6 106/2021/TT- BTC ngay 26/1 1/2021 cua Bg truéng B Tai
chinh stra d6i, b sung mot sd diéu cua Thong tur s6 85/2019/TT-BTC ngay
29/11/2019 ctia By Tai chinh hudng dan vé phi va 1é phi thudc tham quyén
quyét dinh ctia Hoi ddng nhan dan tinh, thanh phd truc thuéc Trung wong;

- Quyét dinh s6 85/QD-BTP ngay 14/01/2025 ctia Bo Tu phap ban hanh cong
bd tha tuc hanh chinh méi ban hanh duoc stra doi, bd sung trong linh vuc ho
tich thuc hién tai co quan dang ky ho tich thudc pham vi chirc nang quan ly
cua Bo Tu phap;

- Nghi quyét 06/2020/NQ-HDND ngay 07/7/2020 ciia HDND thanh phé Ha
Noi vé viéc ban hanh mot sé quy dinh thu phi, 1& phi trén dia ban thanh ph
Ha Noi thudc tham quyén quyét dinh cia HDND Thanh phd;

- Nghi quyét 07/2023/NQ-HDND ngay 04/7/2023 ctia HDND thanh phé Ha
No1 vé viéc thu phi, 1¢ phi thudc tham quyén quyét dinh cia HDND Thanh
phd trén dia ban thanh phd Ha Noi;

- Quyét dinh s6 100/QD-TTPVHCC ngay 18/02/2025 ctia Giam dbc Trung
tam phuc vu hanh chinh cong thanh phé Ha Noi vé viée cong bd Danh muc
tht tuc hanh chinh méi ban hanh, tha tuc hanh chinh sira doi, b6 sung va tha
tuc hanh chinh bi bii bo trong linh vuc ho tich, qubc tich, chimg thuc va nudi
con nudi thudc tham quyén ciia S& Tu phap, UBND cip huyén va UBND cép
x4 thanh phd Ha Noi.
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3.2

Thanh phan ho so

Ban
chinh

Ban
$a0

- T& khai dang ky khai tir theo miu (néu nguoi co yéu ciu lya
chon ndp ho so theo hinh thirc tryc tiép hodc giri hd so qua hé
théng buu chinh);

- Mau hd tich dién tir tuwong tacding ky khai tir (do nguoi yéu
cau cung cdp thong tin theo huéng dan trén Coéng dich vu
cong, néu nguoi cd yéu cau lua chon ndp hd so theo hinh thirc
truc tuyén);

- Ngudi cd yéu cau ding ky khai tir thuc hién viéc ndp/xuit trinh
(theo hinh thirc truc tiép) hodc tai 1én (theo hinh thirc truc tuyén)
cac gidy to sau:

* Gidy to phai ndp:

- Gidy bdo tir hodic gidy to thayGidy bdo tir do co quan cé tham
quyén cap.Truong hop nguoi yéu cau da nép ban dién tir Gidy
bdo tur hodac co quan dang ky ho tich da khai thdac duoc dir liéu
dién tir ¢6 ky so ciia Gidy bdo tir thi khéng phdi nép ban gidy.

- Gidy t0, tai liéu, chimg c do co quan, to chirc c6 thim quyén
cép hodc xac nhan hgp 1€ chiing minh su ki¢n chét ddi vai
truong hop dang ky khai tor cho ngudi chét da lau, khong co
Gidy bao tir hoic gidy to thay thé Gidy bao tu.

- Vin ban uy quyén (dugc chimg thuc) theo quy dinh ctia phép
luat trong truong hop ty quyén thuc hién viéc ding ky khai
tir. Trudng hop ngudi ¢é trach nhiém dang ky khai tir iy quyén
cho ngudi khac thuc hién viéc dang ky khai tr ma nguoi dugce
uy quyén la 6ng, ba, cha, me, con, vo, chéng, anh, chi, em ruot
ctia ngudi uy quyén thi vin ban uy quyén khong phai chimg
thyc.

* Gidy to phai xuat trinh:

- H chiéu/Chitng minh nhén dan/Thé can cude cong dan/Thé
cdn cuée/Can cuée dién tr/Gidy chitg nhdn can cwée hodc cac
glay to khac c6 déan anh va thong tin ¢4 nhan do co quan c¢6 tham
quyén cip, con gla tri st dung dé chimg minh vé nhan than cta
ngudi c¢o yéu cau dang ky khai tr. Trudng hop cac thong tin ca
nhin trong cac gidy to nay di co trong CSDLQGVDC,
CSDLHTPT, dugc hé théng dién tu dong thi khong phai tai 1én
(theo hinh thirc tryc tuyén);
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- Gidy to chl'mg minh noi cu trd cudi cling cta nguoi chét dé xac
dinh thdm quyéntrong truong hop co quan dang ky ho tich
khong thé khai thac dugc thong tin vé noi cu trii ctia cong dan
theo cac phuong thirc quy dinh tai khoan 2 Piéu 14 Nghl dinh s
104/2022/ND-CP. Trudng hop céc thong tin vé gidy to chu’ng
minh noi cu trd da dugc khai thac tor Co so dir liéu quoc gia vé
dan cu bang cac phuong thirc nay thi nguoi c6 yéu cau khong
phai xuét trinh (theo hinh thtrc tryc tiép) hodc tai 1én (theo hinh
thire truc tuyén).

- Trudng hop khéng xac dinh dwoc noi cu tra cudi cing cua
nguoi chét thi xuat trinh gidy to chimg minh noi nguoi do chét
hodc noi phét hién thi thé ctia nguoi chét.

Truong hop gui hd so qua hé thdng buu chinh thi phai giri kém
theo ban sao c6 chimg thyuc cac gidy to phai xuét trinh néu trén.

*Luuy

- Trong thoi han 15 ngay ké tir ngay c6 nguoi chét thi vo, chong
hodc con, cha, me hodc nguoi than thich khac cua nguoi chét co
trach nhiém di dang ky khai tir; truong hop nguoi chét khong co
nguoi than thich thi dai dién cua co quan, td chirc, ca nhan lién
quan c6 trach nhi¢m di khai tur.

- Pbi voi gidy to ndp, xuét trinh néu ngudi yéu cau ndp hd so
theo hinh thirc tryc tiép:

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

+ Nguoi yéu ciu dang ky hd tich cé thé ndp ban sao chig thuc
tir ban chinh hoac ban sao duoc cép tr s géc hodc ban chuyp
kém theo ban chinh gidy to dé dbi chiéu. Trudng hop ngudi yéu
cau nop ban chup kém theo ban chinh gidy to thi nguoi tiép nhin
c6 trach nhiém kiém tra, d6i chiéu ban chup véi ban chinh va ky
xac nhan, khong duoc yéu cau ngudi di ding ky ndp ban sao
gidy to do.

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




56

CONG BAO HA NOI/S6 285+286/Ngay 02-4-2025

Nguoi tiép nhan ho so thyc hién khai thac thong tin trong Co s
dir lidu qudc gia vé dan cu theo quy dinh phép luat néu ngudi
yéu ciu dang ky ho tich da cung céip ho, chlt dém, tén; ngay,
thang, nam sinh; so dinh danh cd nhdn/thé can cude cong
dan/thé can cuoc/chung mmh nhan dan/can cwoc dién M.
Truong hop cac thong tin can khai thac khong co trong Co so dir
ligu quoc gla vé dan cu thi dé nghl ngudi yéu cau ké khai day du.

- P6i voi gidy to gtri kém theo néu nguoi yéu cau ndp ho so theo
hinh thirc tryc tuyén:

+ Ban chup cac gidy to gtri kém theo ho so dang ky khai tir tryc
tuyén phai bao dam 5 nét, day du, toan ven vé noi dung, 1a ban
chup bang may anh, dlen thoai hoac duoc chup, dugc quét bing
thiét bi dién tir, tir gidy to duoc cap hop 18, con gia tri sir dung.

+ Trudng hop gidy to, tai liéu phai gui kém trong ho so dang ky
khai tir truc tuyén d3 c6 ban sao dién tir hodc di co ban dién tir
gidy to ho tich thi ngudi yéu cau duge sir dung ban dién tir ny.

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

- Gidy t do co quan c6 tham quyén cua nudc ngoai cap, cong
chimg hodc xac nhan dé sir dung cho viéc ding ky ho tich tai
Viét Nam phai dugc hop phap hoa lanh sy theo quy dmh cua
phap luét, trir trudng hop dugce mién theo diéu wdc quéc té ma
Vi¢t Nam la thanh vién.

- Truong hop nguoi yéu cau ding ky khai tur khong cung cap
duoc gidy to néu trén theo quy dinh hoic gidy to ndp, xuit trinh
bi tay x0a, stra chita, lam gia thi co quan ding ky ho tich c¢6 tham
quyén hay bo két qua ding ky khai tir.

3.3

S6 lwong ho so

01bo

3.4

Thoi gian xir ly

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

Két qua thwe hién thi tuc hanh chinh:

- Trich lyc khai tir (ban chinh); ban sao Trich luc khai tir (truong hop yéu cau
cap ban sao Trich luc khai tu).
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- Ban dién tir Trich luc khai tir (Ban dién tir s& tu dong gui vé Kho quan 1y
dir liéu dién tir cia ca nhan/dia chi thu dién tir/thict bi s6/dién thoai cua
nguoi yéu cau sau khi da hoan tat thu tuc dang ky khai tir tai co quan ding
ky ho tich).

3.6

Noi tiép nhin va tra két qua

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

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

- BO phén Mot cira (TN&TKQ) cua Uy ban nhan dan cdp xi noi cu tra cudi
cung cua nguodi chét thuc hién viéc dang ky khai tur

- Hoac Bo phan Mot cuira (TN&TKQ) cua Uy ban nhan dan cdp xi noi ngudi

d6 chét hoic noi phat hién thi thé nguoi chét thuc hi¢n viéc dang ky khai tur
trong truong hop khong xac dinh duoc noi cu tra cudi cing ctia ngudi chét.

Hodc dia ‘dlem tiép nhan va tra két qua ho so theo Thong bao cua cap cb
tham quyén

3.7

Lé phi, Phi

- Mién Lé phi d6i véi trudong hop khai tir dung han, ngudi thudc gia dinh co
cong véi cach mang; ngudi thude hd nghéo; nguoi khuyét tat.

- Theo quy dinh tai Nghi quyét 07/2023/NQ-HDND: Khi t6 chirc, ca nhan
nop hod so thuc hién’TTHC trén Cong Dich vu ,c()n‘g trudc ngay 01/01/2026
thi mac thu L€ phi d6i voi dich vu cong truc tuyén bang Khong (Khong thu).

- Pang ky khai tir qua han truc tiép tai UBND cap x3: 5.000 dong/viéc
- Phi cp ban sao Trich lyc khai ttr (néu ¢ yéu cau): 8.000 ddng/ban sao trich luc

3.8| Quy trinh xir ly cong viée
T Trach | Thoi |Biéu miu/ trll;;?rlligé
Trinh tw " . £ . i H¢
nhiém | gian | Két qua théng
Truone h 50 hod £ Céng
- 1ruong hop r}op 0 sO truc tl.ep, Dich vu
cong dan ndp ho so dang ky khai tur cong
. A A A o A A r A Thémh X .
tai B§ phan Mdt ctra; ndp 1€ phi néu x| Quoc gia
A . Y I phan ho | ¢ A
BI |thudc truong hgp phai ndp 1¢ phi| Cong 5o theo dang nhap
dang ky khai tir; ndp phi cap ban sao| dén Muc 3.2 | Mot lan,
Trich luc khai tir néu ¢ yéu cau cap ' dl?u
ban sao Trich luc khai ti. huar}g
nguoi
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- Trudng hop ndp hod so truc tuyén, dl‘m;g toi
cong dan truy cdp Cong dich vu Cong
cong qudc gia hoic Cong dich vu Dich vu
cong thanh phd, dang ky tai khoan cong
(néu chua c6 tai khoan), xac thuc théph pho
ngudi dung theo huéng dan, ding dé thuc
nhap vao hé thdng, xac dinh dung hién budc
UBND cép xa ¢6 thim quyén. tiép theo
Cong DVC két ndi voi CSDLDC dé
khai thac cac truong thong tin cua
cong dan c6 trong CSDLDC.
Cong dan lya chon: Tai khoan
- Dich vu cong truc tuyén, gc;);rf Tén
A . - ang
- Quéan, Huyén, Thi xa , nhap va
- UBND xa, phuong, thi tran co Mat khau
tham quyén Biéumiu| VNeID
- Linh vuc H9 tich, dién tir
- Thu tuc Dang ky khai tur tuong tac
Cong dan cung cap thong tin theo dangk}/
biéu mau dién tir (trén Cong dich vu khai tir
cong), dinh kém ban chup hoac ban
sao dién tir cac gidy to, tai liéu; nop
phi, 1¢ phi thong qua chirc nang
thanh toan tryc tuyén, hoan tat viéc
nop hd so.
Cong chuc B phan Mot cua truy - Phiéu
cap Hé thong thong tin giai quyét Y?u cau
thii tuc hanh chinh cta thanh phd bo sung,
kiém tra tinh chinh xac, day du, l}oém .
théng nhat, hop 18 cua ho so. thién ho
B2 |(i) Truong hop hd so day du, hop| Cong S? .
Al gs A A LA JA A , R - Phiéu tur
1€thi ti€p nhan ho so; néu ti€p nhan| chic | Khong JOY
hd so sau 15 gio thi ¢6 Phiéu hen,| Bo | qus 01 | 1O UeP
i g ", B | quall | . 13
tra két qua cho ngu’c‘ri,cé yéu cé}u phan |gio lam s o
trong ngay lam viéc tiép theo (néu| Mot viée .;
nguoi co yéu cau lya chon hinh thire| cira - Giay

ndp hd so truc tiép) hodc giri ngay

tiép nhan
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Phiéu hen, tra két qua qua thu dién
tr hodc giri tin nhin hen tra két qua
qua dlen thoai di dong cho nguorl co
yéu cau (néu ngu’m c6 yéu cau luya
chon hinh thtrc ndp hd so truc tuyén);

Sau khi tiép nhan hd so theo hinh
thire ndp truc tiép, cong chiac Bo
phan Mot cura thuc hi¢n s6 hoa (sao
chup, chuyén thanh tai liéu dién tor
trén hé thong thong tin, co so dir
liéu) va ky sb vao tai liéu, ho so giai
quyét thi tuc hanh chinh d3 duoc sb
hoa theo quy dinh.

ii) Truong hop hod so chua day du,
hop 1€, thi c6 thong bao cho nguoi
yéu cau bd sung, hoan thi¢n h6 SO,
néu rd loai gidy to, ndi dung can bo
sung dé nguoi ¢ yéu ciu bo sung,
hoan thién. Sau khi hd so duoc bd
sung, thuc hién lai budc (i);

(iii) Truong hop nguoi cd yéu cau
dang ky khai tir khong bd sung,
hoan thién duoc hd so thi tir chdi
giai quyét hd so va bao cao Trudng
Bo phan Mot ctra

ho so va
hen ngay
tra két
qua

B3

Cong chirc B phan Mot cira chuyén
ho so di tiép nhan dén cong chic
Tu phap - Ho tich qua Hé thong
thong tin gidi quyét thu tuc hanh
chinh ctua Thanh phd (Truong hop
Hé théng thong tin giai quyet thu
tuc hanh chinh ctia Thanh phd da
lién thong véi Hé théng ding ky,
quan ly ho tich cua Bo Tu phap thi
hé théng tu dong chuyén ho so dén
Hé théng ding ky, quan 1y ho tich
cua By Tu phap; Truong hop hé
théng chua tich hop chtc ning tu
dong chuyén, cong chirc Tu phap -

Cong
chirc
Bo
phan
Mot
cua;
Cong
chirc
Tu
phap —
Ho tich

Khong

qua 01

gio lam
viéc

HO so
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H6 tich thuc hién chuyén ho SO tur
Hé théng thong tin giai quyet thu
tuc hanh chinh ctia Thanh phd sang
Hé thong dang ky, quan 1y ho tich
cua Bo Tu phap).

B4

Cong chirc tu phap - ho tich tham
tra ho so (thdm tra tinh théng nhit,
hop 1é ctia cac thong tin trong ho so,
gidy t0, tai liu do nguoi yéu cau
ndp, xuat trinh hodc dinh kém).

+ Truong hop hd so cin bod sung,
hoan thien hoac khong du diéu kién
giai quyet phai tir chéi thi giri thong
bao vé tinh trang ho so t6i Bo phan
Mot cira dé théng béo cho ngudi
ndp hd so — thuc hién lai budc (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 chuc lam
cong tac ho tich 1ap Phiéu xin 15i va
hen lai ngay tra két qua, trong d6
néu 16 Iy do cham tra két qua va
thoi gian hen tra két qua, chuyén Bo
phan Mot ctra dé tra cho nguoi co
yéu cau (néu ngudi c6 yéu cau lwa
chon hinh thirc ndp hd so truc tiép),
hodc gui Phiéu xin 16i va hen lai
ngdy tra két qua qua thu dién tu
hodc gui tin nhén qua dién thoai di
dong cho nguoi co yéu cau (néu
ngudi ¢6 yéu cau lya chon hinh thic
ndp ho so truc tuyén).

+ Néu thdy hd so day du, hop 18,
dung quy dinh, truong hop tiép nhan
hd so dang ky khai tir theo hinh thic
truc tiép, thi cong chuc tu phap - hod
tich thuc hién viéc ghi vao S6 ding

Cong
chirc
Tu
phap -
Ho tich

Khong
qua 3
gio lam
Viéc

- Trich
luc khai
tu,

- Thong
bao hd so
khong du
diéu kién
giai
quyét/
Thong
bao bo
sung ho
SO
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ky khai tir, cap nhat thong tin dang
ky khai tor va luu chinh thirc trén
Phan mém ding ky, quan 1y ho tich
dién tr dung chung.

Trudng hop tiép nhan hd so ding ky
khai tir theo hinh thuc truc tuyén,
cong chtrc tu phap - ho tich gui lai
biéu mau Trich luc khai tir dién tur
v6i thong tin day da cho ngudi yéu
ciu qua thu dién tir hodc thiét bi so.
Nguoi yéu cau c6 trach nhiém kiém
tra tinh chinh xac, ddy du cia cac
thong tin trén biéu mau Trich lyc
khai tir dién tr va xac nhan (t6i da
mot ngay).

Néu nguoi c¢6 yéu cAu xac nhén
thong tin di thong nhét, day du hoic
khong c6 phan hoi sau thoi han yéu
cau thi cong chic tu phap - hod
tichthuc hién viéc ghi ndi dung vao
S6 dang ky khai tir, cap nhat thong
tin dang ky khai tor va luu chinh
thic trén Phan mém ding ky, quan
1y ho tich dién tor dung chung.

- Phiéu
. ) kiém soat
Cong chirc tu phap - ho tich du thao, | - ?ong Khong qua trinh
gs|trinh Lanh dao UBND cép xa ky |chic Tu| qua 01 idi quyét
Trich lyc khai tr ban gidy, ky s6| Phap - |giolam | = A"~
Trich luc khai tir ban dién tur Ho tich| viée Trich 1
rich luc
khai tur
- Lanh dao UBND cép xa ky Trich| Lanh | Khong | - Phicu
luc khai tir ban gidy, ky s6 Trich luc| dao | qua 02 | kiém soat
khai tir ban dién tir trén Hé thong UBND | gio lam qua trinlg
B6 |dang ky va quan 1y ho tich cua Bo| cap xa vige glalkquyet
Tu phép; chuyén cong chirc Tu phap| Cong ho ,SO
- Ho tich va cong chiic Van phong -| chirc - TrlCh_
Théng ké dé dong ddu, ban hanh. Tu luc khai

tu
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- Hé théng tuw dong chuyén két qua| Phap - ,
ban dién tir dén BO phan Mot ctra. | HO tich H¢ thong
Trudng hop hé théng chua tich hop| Céng guri tin
chirc ning nay thi cong chitc Tu| chic nhén toi
phap — ho tich tai két qua ban dién| Vin email clia
tir trén Hé théng thong tin dang ky, | phong- cong dén
quan 1y ho tich, day két qua ban| Thong thong bao
dién tir 1én Hé thong thong tin giai| ké da co ket
quyét thit tuc hanh chinh clia Thanh| Céng qua kinh
pho va chuyén két qua gidi quyét| chuc moi cong
cho B9 phan mot cira. B6 dan dén
- Ban gidy két qua chuyén cho cong| phan nhén
chirc Tu phap — ho tich. Cong chic| Mot
Tu phap — ho tich chuyén két qua| cla
giai quyét toi Bo phan mot cira.
(Tong thoi gian giai quyét tir B1 dén
B6 hoan thanh trudc 16 gio 30 phut
trong ngdy tiép nhan ho so. Pbi voi
truong hop tiép nhan hod so sau 15
gi0, tra két qua trude 11 gid ngay
lam viéc tiép theo)
1.Tiép nhan két qua ho so tir cong
chtrc Tu phap-H¢ tich
2. Pé nghi cong dan xuat trinh ban
chinh gidy to ty than, Gidy bao tur
(néu c6) va hod so (Truong hop Co .
so dir liéu’ dér} cu da duogc tich hop,| Cong Sé th "I;Ihkong];uAn
chia s¢, ket noi, cong dan da co xac| chee | Trong c-1~'0hk co ’o-ngx 0
thyc dinh danh dién tw, cong dan| By gioy ol f)so vortong
B7 khong can xuét trinh gidy to tiy than) phan | hanh | ~ Trich PICh vu
Y L , luc khai |cOng quoc
3. X4c nhan da dbi chiéu ban chinh | MOt | chinh i gia
ctira

4. Pé nghi cong dan ky vao T khai
dang ky khai tir va S6 dang ky khai
tur theo quy dinh cta Luat ho tich.

Truong hop Thanh phé quy dinh dia
diém tra két qua nim ngoai tru so
UBND cép x3 c¢6 thim quyén gidi
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quyét thi Thanh phé va cdp c6 thim
quyén can c6 phuong an dé cong
dan ky vao s6 HO tich trudc khi
nhan két qua hodc can c6 phuong an
dé cong dan nhan két qua tai UBND
cép xa.

5. Thu phi cip ban sao trich lyc khai
ttr (néu c6) (8.000d/ban trich luc)

6. Tra két qua cho cong dan: Ban
chinh, ban sao Trich luc khai tir
(dong dau cua UBND cap xa)

7. Gui Trich luc khai tir ban dién tir
qua Hé théng dén tai khoan, email,
Kho quan ly dir li€u dién ti cua
cong dan (Mién phi)

8. Ho so, két qua giai quyét thu tuc
hanh chinh duoc s6 hoa

9. Ban giao ho so cho cong chirc Tu
phap - HO tich luu trit theo quy dinh

Biéu mau

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

To khai dang ky khai tir (néu ndp hd so truc tiép) (Thong tu sb 04/2024/TT-
BTP cua B6 Tu phép)

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

Biéu miu dién tir twong tac dang ky khai tir (néu ndp hd so truc tuyén)
(Thong tu s6 03/2023/TT-BTP cua BO Tu phép).
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phuc

TO KHAI DANG KY KHAI TU
KInh U (oo

Ho, chir dém, t&n NGUOT YU CAU: .....o.ovvveeeeeeeeeeeeeeeeeeeee e,
Ngay, thang, naAm SINh: .......ccceiiiiiiee e e e

Quan hé VO nGUOT A8 ChEE: ...,
Pé nghi co quanding ky khai tir cho ngudi cé tén dwéi day:

Ho, chir d€m, t8N: ..........ocoiiiiiieeeee e e
Ngay, thang, nam SINh: .......ccooiiiiiii e e
Giditinh: @ ooeeeeeeeeeeeeeeeee Dan tdc: @i Quéc tich: @.............

Di chét vao lac: .......... gio ......... phut, ngay .......... thang ......... nam ............
INOT CREL: oo
NGUYEN NHAN CHEE: .o
S6 Gidy bao tir/Gidy to thay thé Gidy bao t: @ .....oovoveeeieeeeeeeeeeeeeeen do
..................................................................... cdp ngdy .... thang ... ndm ..........
T6i cam doan nhitng néi dung khai trén day la dung sy that va chiu trach
nhi¢m trude phép ludt vé cam doan ctia minh.
Lam tai: ...cocveennn. , NEAY ..o - thang .... nam
Ngwoi yéu cau
(Ky, ghi 0 ho, chir dém, tén)

D,é nghi cap ban sao®: Co LI, Khong [
So luong:....... ban e
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Chu thich:

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

@ Chi ghi trong truong hop ngudi cd yéu cau ding ky ho tich chua co/khong cung cap sb
dinh danh c4 nhan/cin cuéc cong dan/thé cin cudc/ching minh nhan dan; khong cung cp day
da thong tin ngay, thang, nam sinh.

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

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

4 Néu ghi theo Gidy bao tir, thi gach cum tir “Gidy t thay thé Gidy 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 t”; trudng hop
khong c6 thi muc nay dé trong.

) Pé nghi ddnh dau X vao 6 néu c6 yéu cau cap ban sao va ghi 1d s6 lugng.
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NOI DUNG MAU HQ TICH PIEN TU TUONG TAC
PANG KY KHAI TU

I. Thong tin vé nguwoi yéu cau ding ky khai tir
(1) Ho, chit dém, tén;
(2) S6 dinh danh c4 nhan;

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

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

(5) Quan hé¢ voi nguoi dugc khai tir.

II. Thong tin vé ngudi dwoe diang ky khai tir

(6) Ho, chir 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 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;

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

(11) Thoi gian chét: gio, phit, ngay, thang, ndm (tach biét riéng cac trudng
thong tin gi0, phut, ngay, thang, nam);

(12) Noi chét;

(13) Nguyén nhan chét (c6 chi thich: néu chwa xac dinh duoc/chua 16 thi dé tréng)'

(14) Gidy bao t/Gidy to thay thé gidy bao tLr s6, ngay, thang, nim cAp, co
quan cap (tach biét ri€éng cac tru:ong thong tin s6, ngdy, thang, nim, co quan cap;
c6 cha thich néu khong c6 thi dé tréng);

(15) P& nghi cap ban sao:

o Co

S6 lugng ban sao yéu cau: ...

o Khong

(16) Ho so dinh kém theo quy dinh.

* Ngudi yéu cau cam doan céq thong tin cung cap 1a ding su that va chiu hoan
toan trach nhiém trude phap ludt vé ndi dung cam doan ctia minh.

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



CONG BAO HA NOI/S6 285+286/Ngay 02-4-2025 67

* 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 trudc do da ding nhdp vao hé
thong, thuc hién xac thuc dién tir theo quy dinh.

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

Ban dién tir s& ty dong gui vé Kho quan 1y dir liéu dién tir cia 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 tir tai co quan dang ky ho tich.
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UY BAN NHAN DAN CONG HOA XA HOQI CHU NGHIA VIET NAM
@ Doc 1ap - Tw do - Hanh phuc

S6: ® /TLKT ... ,NgAy....... thang ...... nim .........

TRICH LUC KHAI TU

Ho, chit d€m, t8N: ..........cociiiiiiee e e e
Ngay, thang, nam SINh: ......cccooiiiiiie e e
Gioditinh: ................ Dantdc: ....coooveiiiniin.... Quéc 15 ¢] « L
SO dinh danh CA NNANI® .......oeoeoeoeeeeeeeeeeeeeeeeeeeee e
GHAY 1O TUY thAN ..o

INOT CEES .o see e e e e s et e v s e s s e e st es e e e s e eseesesaseseens
Gidy bao tir/Gidy to thay thé Gidy bao tir sd

NGUOI KY TRICH LUC
(K¥, ghi 18 ho, chir dém, tén, chirc vu, dong dau)

(™ Ghi tén co quan cip Trich lyc khai ti(ghi dit cac cép hanh chinh).
® Ghi theo S trong S6 ding ky khai tir.
@ Chi ghi trong trudng hop da dwoc cap S6 dinh danh c4 nhén.



CONG BAO HA NOI/S6 285+286/Ngay 02-4-2025 69

PHAN GHI CHU NHUNG THONG TIN THAY DOI SAU NAY

TT

Ngay, thang, nam
ghi chu

Noi dung ghi chu
(d6ng diu vao
noi dung da ghi
chu)

Can cir ghi
chu

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

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

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

Ho, chir dém, tén:

Ngay, thang, nam sinh:

Giditinh: ................ Dantoc: ........ccoovvviiinn.. Qudc tich: ..oovveveinneinn
SO dinh danh CANNAN: ....enee e
GIAY 1O Y thAN ..ottt
D3 chét vao ltc............... <3 (o JOUUURUR phut, ngay............c.......... ghi bang chir

SO: v ngay.......... thang ............. 10 F:1 1 0

NGUOI KY TRIiCH LUC
(K¥, ghi 18 ho, chir dém, tén, chirc vu, dong diu)

Chu thich:
() Ghi tén co quan thyc hién viéc cdp ban sao Trich luc khai tir (ghi du céc cap hanh chinh).

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

4 Ghi tén co quan diang ky khai tir, s6, ngay thang nam dang ky.
@ Tuy theo cach thirc thyc hién, ghi 15 ¢in ctr cap ban sao tir: SO dang ky khai tir hodc Co
s& dir li¢u ho tich dién tur.
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7. Thu tuc dang ky khai sinh luu dong (QT-XP-07)

Muc dich

Quy trinh nay quy dinh trinh tu va cach thtrc giai quyét hd so cia cong dan
dang ky khai sinh luvu dong thudc tham quyén gidi quyét cia UBND cap xa

2 |Pham vi
- Ap dung d6i véi ca nhan dang ky khai sinh luu dong.
- Ap dung dbi vé6i cong chirc UBND cip xa thuc hién Quy trinh nay.
3 |Néi dung quy trinh
3.1/ Co sé phap Iy
- Luat HO tich nam 2014;

- Luat Thi d6 ngay 28/6/2024;

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

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu sta d6i, bd
sung mat sb diéu cua cac nghi dinh lién quan dén viée nop, xuét trinh s6 ho
khéau, s6 tam tra giéy khi thuc hién thu tuc hanh chinh, cung Cép dich
vu cong;

- Nghi dinh s6 07/2025/ND-CP ngay 09/01/2025 ctia Chinh phu stra d6i, bd sung
mdt s6 diéu cta cac Nghi dinh trong linh vue ho tich, qudc tich, ching thuc;

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

- Thong tu sb 04/2024/TT-BTP ngay 06/6/2024 cia Bo truong Bo Tu phap
stra d6i, bd sung mot s6 didu cua Thong tu sé 02/2020/TT-BTP ngay
08/4/2020 cua Bo truong Bo Tu phap ban hanh, huéng dan s dung, quan ly
mau s6 qudc tich va mau gidy to vé qudc tich va Thong tu sb 04/2020/TT-
BTP ngay 28/5/2020 ctia Bo truong B Tu phap quy dinh chi tiét thi hanh
mot sd diéu coa Luat HO tich va Nghi dinh sé 123/2015/ND-CP ngay
15/11/2015 caa Chinh phu quy dinh chi tiét mot sé diéu va bién phap thi hanh
Luat Ho tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ctia Bo truong Bo Tai chinh
huéng dan vé phi va 1¢ phi thudc thim quyén quyét dinh cua Hoi dong nhan
dan tinh, thanh phd truc thudc Trung wong;
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- Théng tu s6 106/2021/TT-BTC ngay 26/11/2021 cta Bo truong B Tai
chinh stra doi, b sung mot sé diéu cua Thong tu s6 85/2019/TT-BTC ngay
29/11/2019 ctia B Tai chinh huéng din vé phi va 1é phi thuéc tham quyén
quyét dinh cua Hoi ddng nhan dan tinh, thanh phd truc thuée Trung wong;

- Quyét dinh s6 85/QD-BTP ngay 14/01/2025 ctia B Tu phap ban hanh cong
bd tha tuc hanh chinh mdi ban hanh duoc sira ddi, bd sung trong linh vuc ho
tich thuc hién tai co quan dang ky hd tich thudc pham vi chirc nang quan ly
cua Bo Tu phap;

- Nghi quyét 06/2020/NQ-HDPND ngay 07/7/2020 ctia HDND thanh phb Ha
Noi vé viéc ban hanh mét sd quy dinh thu phi, 1& phi trén dia ban thanh phd
Ha Noi thudc tham quyén quyét dinh cia HDND Thanh phd;

- Nghi quyét 07/2023/NQ-HPND ngay 04/7/2023 ctia HDND thanh ph Ha
No1 vé viéc thu phi, 1¢ phi thudc tham quyén quyét dinh cia HDND Thanh
phé trén dia ban thanh phé Ha Noi;

- Quyét dinh s6 100/QD-TTPVHCC ngay 18/02/2025 cia Giam dbc Trung
tam phuc vu hanh chinh céng thanh phd Ha Noi vé viéc cong bd Danh muc
tht tuc hanh chinh méi ban hanh, tha tyc hanh chinh sira d6i, b6 sung va thi
tuc hanh chinh bi bai bé trong linh vyc ho tich, quéc tich, chirng thuc va nuoi
con nudi thudc tham quyén cua S Tu phap, UBND cip huyén va UBND cap
x4 thanh phd Ha Noi.

3.2

Ban | Ban

Thanh phan ho so chinh| sao

* Gidy to phai ndp:

- To khai dang ky khai sinh theo mau.

- Ban chinh Gidy chimng sinh; truong hop khéng c6 Gidy ching
sinh thi ndp van ban cia nguoi lam chung xac nhan vé viéc
sinh; néu khong c6 ngudi lam chimg thi phai c6 giay cam doan
veé viéc sinh; X
Trieong hop nguoi yéu cau di nép ban dién tr Gidy chimg sinh
hodc co quan dang ky ho tich da khai thac duoc dir liéu dién tu
co ky so cua Giday chung sinh thi khong phai nop ban gidy.

- Trudong hop khai sinh cho tré em sinh ra do mang thai hd phai
cO van ban x4c nhan ctia co so y té da thuc hién ky thuat ho trg
sinh san cho viéc mang thai hd.

* Gidy to phai xuit trinh: X
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- H$ chiéu/Chitng minh nhén dan/Thé cin cude cong dan/Thé
can cuoc/Can cuoc dién tLZ’/Gid'y chung nhan can cuoc hodc céac
gidy to khac c6 dan anh va thong tin c4 nhan do co quan c6
tham quyén cip, con gia tri sit dung dé chimg minh vé nhan
than ctia ngudi c6 yéu cau diang ky khai sinh;

- Gidy td ¢6 gia tri ching 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 tri ctia cong dan theo cac phuong thirc quy dinh tai
khoan 2 Piéu 14 Nghi dinh sé 104/2022/ND-CP ngay
21/12/2022 caa Chinh phu. Trudng hop cac théng tin vé gidy to
chtirng minh noi cu trd da dugc khai théac tir Co s¢ dir liéu quéc
gia vé dan cu bang cac phuong thic nay thi ngudi cd yéu cau
khong phai xuat trinh (theo hinh thic truc tiép).

- Gidy chimg nhan két hon néu cha, me d3 diang ky két hon.

Truong hop dé co thong tin vé viéc két hon cua cha, me trong
CSDLHTDT, CSDLQGVDC thi khéng phai xuat trinh.

* Luuy:

Nguoi tiép nhan hd so thyc hién khai thac thong tin trong Co so dit liéu qudc
gia vé& dan cu theo quy dinh phép luat néu ngudi yéu cau dang ky ho tich da
cung cép ho, chit dém, tén; ngay, thang, nam sinh; s6 dinh danh cé nhéan/thé
can cuwoc cong dan/theé can cuoc/chung minh nhan dan/can cuoc dién tu.
Truong hop cac thong tin can khai thac khong c6 trong Co sé dir liéu qubc
gia vé dan cu thi dé nghi ngudi yéu cau ké khai day du.

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

+ Viéc xac dinh ho, dan tdc, dat tén cho tré em phai phu hop véi phap luat va
yéu cau gilt gin ban sic din tdc, tip quan, truyén théng van hoa tot dep cia
Vi¢t Nam; khong dat tén qua dai, kho st dung.

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

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

Co quan dang ky ho tich tir chdi giai quyét hodc dé nghi co quan c6 tham
quyén huy bo két qua dang ky ho tich, néu co co sé xac dinh nodi dung cam
doan khong ding su that.
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3.3/S6 lwong ho so
01 bo
Yéu céu, diéu kién thye hién thi tuc hanh chinh
Tré em sinh ra ma cha me bi khuyét tat, 6m bénh khong thé di dang ky khai
3.4 sinh cho con; cha me bi bat, tam giam hodc dang thi hanh 4n phat to ma
khong con ong ba ndi, ngoai va ngudi than thich hodc nhiing ngudi nay
khong c6 di€u kién di dang ky khai sinh cho tré.
3.5| Thoi gian xir ly
Téi da khong qua 05 ngay lam viéc.
3.6| Két qua thyc hién thii tuc hanh chinh
Gidy khai sinh (ban chinh).
3.7| Noi tiép nhan va tra két qua
- Céng 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 cia cong dan hodc tai dia diém dang ky khai sinh luu dong
3.8| L¢ phi
- Mién L¢ phi ddi v6i truong hop khai sinh dung han, dang ky cho ngudi
thudc gia dinh c6 cong voi cach mang; nguoi thudc hd nghéo; nguoi
khuyeét tat.
- Theo quy dinh tai Nghi quyét 07/2023/NQ-HPND: Khi t6 chtic, ¢4 nhan
ndp ho so thuc hién TTHC trén Cong Dich vu cong trudc ngay 01/01/2026
thi mtrc thu L& phi d61i vaoi dich vu cong truc tuyén 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
. ve | eAo X Trang
TT Trinh ty Trach | Thot | Bieu mau/| o+
: nhiém | gian | Keét qua £
thong
Cong chuc tu phap - ho tich cap xa Cong Khéng ;rhéfih
dugc giao nhiém vu dang ky khai chire qua 01 phan ho so
B1 |sinh luu dong co6 trach nhigém chuan| Tu gid theo myc
bi ddy du mAu T khai dang ky khai | Phap-| = 3.2
sinh, gidy t& ho tich va dicu kién can| HO | ..

thiét d&é thuc hién dang ky luu dong| tich
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tai nha riéng hoic tai dia diém to
chic dang ky luu dong, bao dam
thuan 1gi cho nguoi dan.

Tai dia diém dang ky khai sinh luu
dong, cong chuc tu phap - hd tich
huéng din ngudi yéu cau dién day du
thong tin trong To khai dang ky khai
sinh; kiém tra cac gidy to lam co so
cho viéc dang ky khai sinh; viét
Phiéu tiép nhan ho so.

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

Cong chuc tu phap - ho tich hd tro
cong dan ké khai trén Cong DVC cua
Thanh phé (Tai khoan gébm Tén
Ding nhap va Mat khau VNelD)

Cong DVC két ndi v6i CSDLDC dé
khai thac cac truong thong tin cua
cong dan c6 trong CSDLDC.

Cong dan lya chon:
- Dich vu céng truc tuyén,
- Quéan, Huyén, Thi xa

- UBND xa, phuong, thi tran co
tham quyén

- Linh vuc HO tich,
- Thu tuc Pang ky khai sinh luu dong

Biéu mau
dién tir
tuong tac
dang ky
khai sinh

B2

Cong chtic BO phan Mot ctra chuyén
hod so di tiép nhan dén cong chic Tu
phap - Ho tich qua Hé thong thong
tin giai quyét thu tuc hanh chinh cua
Thanh phd (Truong hop Hé théng
thong tin giai quyét thu tuc hanh
chinh ctia Thanh phd di lién thong
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véi Hé théng ding ky, quan 1y hd| Cong |Khong
tich cia BO Tu phap thi hé thong tir| chic |qud 01
dong chuyén hd so dén Hé théng| Mot | gio
dang ky, quan ly ho tich cia BO Tu| ctra | lam
phap; Truong hop hé théng chua tich| Cong | viéc
hop chirc niang tir dong chuyén, cong| chirc
chiac Tu phap - HO tich thuc hién| Tu
chuyén ho so tir Hé théng thong tin| phap
gidi quyét thii tuc hanh chinh cua|h tich
Thanh phd sang Hé thong ding ky,
quan 1y ho tich cua B Tu phap).

Sau khi tiép nhan da hd so, cong

chtric tu phap - ho tich ghi vao S6

dang ky khai sinh, cap nhat thong tin

dang ky khai sinh trén Phan mém

da?g ky‘, quan 12/ ho t{ch, lu'}l Chll}h Khong
thdc va chuyén thong tin dén ,
CSDLQGVDC dé 14y Sé dinh danh qua 01

B3|, . gio

ca nhan -
o lam

Sau khi CSDLQGVDC tra vé So viée

dinh danh cd nhan, cong chuc tu

phap - ho tich du thao Gidy khai

sinh, trinh Lanh dao UBND cép x4

ky ban gidy, ky so Gidy khai sinh

dién tu

- Lanh dao UBND cép xi ky Gidy| Lanh

khai sinh ban gidy, ky s6 Gidy khai| dao

sinh ban dién tir ban gidy; chuyén|UBND

cf)r’lg ch}ﬁ:c Tl{: phap - };IC) ticlAl V? cctmg chp xi

c}}u’c V?Il Rhong - Thong ké d¢é dong Céng |Khong

dau, phat hanh. , ,

T A . .. ... | choc |quaOl| ... .

B4 |- He_: thong tu dong chuyén két qua ban| ;p_ gidy Gla}’ khai
dién tir dén Bo phan Mot clra. Truong| 1 | 1am sinh
hop hé thong chua tich hgp chie ndng| A
nay thi cong chirc Tu phap — ho tich Coflg viee
tai két qua ban dién tir trén Hé thong chirc
thong tin dang ky, quan 1y ho tich cta TP-HT
Bo Tu phap, day két qua ban dién tir Cong
1én Hé thong thong tin giai quyét thu| chuc
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tuc hanh chinh ctia Thanh phd va| B¢
chyyén két qua giai quyét trén hé phan
thong cho B phan mét cra. Mot
- Két qua ban gidy duoc chuyén cho| cua
cong chirc Tu phép — hd tich.
Cong chuc tu phap - ho tich dem o
theo Gidy khai sinh va Sé ding ky H¢ thong
khai sinh d¢ tré ket qua cho ngudi ¢6 thong tn
yéu cau tai dia diém ding ky luu giai quyet
dong; hudng dan nguoi yéu cau kiém TTHC
tra ndi dung Gidy khai sinh va S6| Cong cua
dang ky khai sinh, ky, ghi r0 ho, tén| chitc |Khong Thanh
B5 trong S6 dang ky khai sinh; tai myc| Tu |qua 02 phd Yé,
“Ghi cht” trong S6 ding ky khai sinh | phap - | ngay H¢ thong
ghi r0 “Pang ky luu dong”. Ho lam thong tin
Truong hop cong dan khong biét| tich | viée dang ky,
chir,khi tra két qua dang ky ho tich, quan ly
cong chuc tu phap - ho tich doc lai ho tich
ndi dung Gidy khai sinh cho ngudi dong bo
yéu cau nghe va huéng dan nguoi do thong tin
diém chi vao S6 dang ky khai sinh
(Truong hop Co so dit li¢u dan cu da
duoc tich hop, chia sé, két ndi, cong| Cong
dan da c6 xac thyc dinh danh dién tur, | chuc Gidy khai
cong dan khong can xuat trinh giay| Tu sinh Thong tin
to tiry than) phap - dong bo
- Thu phi cdp ban sao trich luc(néu| Ho Trc.)‘ng v6i Cong
B6 | c6) (8.000d/ban trich luc) tich | 8¢ Dich vu
AP A s A 1 A £ ) hanh T
- Gui ban di¢én tor qua H¢ thong dén chinh cong
tai khoan, email, Kho quan Iy dir liéu| Cong quoc gia
dién tr ciia cong dan chtic
- HO so, két qua giai quyét TTHC| Mot
dugce s6 hoa clra

- Luu trir ho so theo quy dinh

Biéu mau

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

To khai ddng ky khai sinh (Thong tu s6 04/2024/TT-BTP cua Bo Tu phap)

Gidy khai sinh, Gidy khai sinh ban sao (Thong tu s6 04/2020/TT-BTP cua Bo

Tu phap).
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phuc

TO KHAI DANG KY KHAI SINH

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

Ho, chit dém, t8n NEWOT YEU CAU .......ovvieeieeeeeeeeeeeeeeeeeeeeeee el
Ngay, thang, naAm SINh: ........cccooiiiiiii e e e

INOT CU T @) e e e e e e e e e e e e e eae e e e e eeeeeaeeeaeaeereeeaean

Quan hé v&i ngudi duge khai sinh: ....ooceveeiiiiie e
Pé nghico quan ding ky khai sinh cho ngudi dwéi diy:

Ho, chit d€m, tN: ..........oooiiiiiiee e e e
Ngay, thang, nam sinh: ..........cccooeiiiiiiinciiiee e, ghi bang chit: .....ccccvvene.....

QUE QUAN: oottt e et e ettt e e satt e e e eabb e e e st ba e e e bbeeeennbeeeens

GIAY 1O TUY thAN: @) ..o
Ho, chir dém, tén ngudi cha:...............ccooiiiiii e

Nam sinh: @, Dan tdc: @...oovveeen Quéc tich: @ ..............
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Thong tin vé Gidy chung nhan két hon cua cha, me tré (neu cha, me tré da
PKKH): S6......... , Quyén sb:........ , dang ky ngay.... thang.... nam......... tal..ccueeennee.
T6i cam doan ndi dung dé nghi ding ky khai sinh trén day la dang su that,
duogc su thoa thudn nhat tri cua cac bén lién quan theo quy dinh phap luat.
T6i chiu hoan toan trach nhiém trudc phap luat vé ndi dung cam doan
cua minh.
Lamtai: .......... , NEAY ........... thang ......... nam ..............
Ngudi yéu cau
(Ky, ghi 0 ho, chir dém, tén)

Chu thich:

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

@ Chi ghi trong truong hop ngudi ¢ yéu cau ding ky ho tich chua cd/khdng cung f:ép §6
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 cap thong tin “Noi cu tra” thi ghi theo noi diang ky thuong tr; néu
khong c6 noi dang ky thuong tra thi ghi theo noi dang ky tam tra; trudng hop khong c6 noi dang
ky thudng tra va noi dang ky tam tra thi ghi theo noi ¢ hién tai.

® Ghi s6 dinh danh c4 nhan/can cude cong dan/thé can cude (vi dy: Can cude cong dan s6
025188001010 do Cuc Canh sat QLHC vé TTXH cap ngay 20/1’1/2021). Truong hqp khong ’c()
s0 dinh danh c& nhan/can cudc cong dan/thé can cudce thi ghi giay to hop 1€ thay the (hd chiéu,
chung minh nhan dén,...).

@ Truong hop sinh tai co s¢ y té thi ghi 15 tén co so y té va va dia chi tru s co s6 y té do.

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

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

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

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

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

© P& nghi danh déu X vao 6 néu c6 yéu cau cp ban sao va ghi rd s6 luong.
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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 tuy than: Loai gidy to su dung (CCCD/CMND/HO chiéu/Gidy to
hop 18 thay thé); sd, ngay, thang, nim cdp, co quan cip; ban chup dinh kém;

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

(5) Quan hé voi nguodi dugce khai sinh.

II. Thong tin vé nguoi dwoc ding ky khai sinh

(6) Ho, chir dém, tén;

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

(8) Gidi tinh;

(9) Dan toc;

(10) Qudc tich;

(1 1),N0’i sinh (gom ,céc truc‘qmg th?)ng tin tach biét riér,lg theo dia danh hanh
chinh: s6 phét; dudng/pho; thén/tc}/bén/ép; Xa, phu:(‘y,ng, thi tran; quan, huyén, thi xa,
thanh phf) thudc tinh, thanh pho thudc thanh phé tryc thudc Trung wong; tinh,
thanh pho truc thudoc Trung wong);

(12) Qué quéan.

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

(13) Ho, chir dém, tén;

(14) Ngay, thang, nam sinh (tach biét riéng 03 truong thong tin ngay, thang, nam);
(15) S6 dinh danh c4 nhén;

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

(17) Dan toc;

(18) Qudc tich;

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

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

(22) S6 dinh danh c4 nhén;

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

(24) Dan tdc;

(25) Qudc tich;

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

(27) D& nghi cap ban sao:

o Co

S6 lugng ban sao yéu cau: ...

o Khong

(28) Ho so dinh kém theo quy dinh.

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

* Truong hop céac thong tip vé gi‘éy to chiimg 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 truc tiép) hoac tai 1én (theo hinh thirc truc tuyén)

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

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

Ban di¢n tl;lf sC tur dong guri vé Kho quan 1y dfr liéu dién tir cua cgi nhan/dia chi
thu dién tu/thiét bi s6/dién thoai cua nguoi yéu cau sau khi da hoan tat thu tuc dang
ky khai sinh tai co quan dang ky hd tich.



CONG BAO HA NOI/S6 285+286/Ngay 02-4-2025

0, chif dém, tén ngudi me:

inh ..Da
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CONG HOA XA HQI CHU NGHIA VIET NAM
Dic lip - Ty do - Hanh phiic

GIAY KHAI SINH
(BAN SAOQ)

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

__________________________________ i R e e PR W SR e BT

2 _ NGUOI KY
(KY, ghi ré ho, tén, chitc vu va déng ddu)
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Chui thich:
' Ghi theo 56 trong S5 dang ky khai sinh.
“ Ghi tén co quan cp ban sao Gidy khai sinh.
' Ghi theo s6 trong S6 theo di viéce cép ban sao clia co quan cp ban sao Trich luc ho tich.

“ Tuy theo céch thirc thure hién, ghi 10 ciin ¢t cép bén sao tir: “S6 déng &y khai sinh ™ hodc “Co sé dit
liéu ho tich dién tir”.
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CONG HOA XA HQ1 CHU NGHIA VIET NAM
Pidc lip - Tu do - Hanh phiic

GIAY KHAI SINH

(BAN SAO)
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Chui thich:
' Ghi theo 56 trong S5 dang ky khai sinh.
“ Ghi tén co quan cp ban sao Gidy khai sinh.
' Ghi theo s6 trong S6 theo di viéce cép ban sao clia co quan cp ban sao Trich luc ho tich.

“ Tuy theo céch thirc thure hién, ghi 10 ciin ¢t cép bén sao tir: “S6 déng &y khai sinh ™ hodc “Co sé dit
liéu ho tich dién tir”.
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8. Thii tuc ding ky két hon luu dong (QT-XP-08)

Muc dich

Quy trinh nay quy dinh trinh ty va cach thirc giai quyét hd so ciia cong dan co
dé nghi ding ky két hon luu dong thudc thAm quyén giai quyét cia UBND
cap xa

2 | Pham vi
- Ap dung d6i vé6i ca nhan co dé nghi dang ky két hon luu dong.
- Ap dung dbi véi cong chitc UBND cép xa thuc hién Quy trinh nay.
3 | Noi dung quy trinh
3.1| Co sé phap Iy

- Luat Hon nhan va gia dinh nam 2014;
- Luat Ho tich nam 2014;
- Luat Thu do ngay 28/6/2024;

- Nghi dinh sé 123/2015/ND-CP ngay 15/11/2015 ciia Chinh phii 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 cua Chinh phu sira doi, bo
sung mot sd diéu cua cac nghi dinh lién quan dén viéc ndp, xuit trinh s6 ho
khau, s6 tam tr gidy khi thyc hién tha tuc hanh chinh, cung cap dich vu cong;

- Nghi dinh s6 07/2025/ND-CP ngay 09/01/2025 cta Chinh phu stra doi,
b6 sung mot sd diéu cta cac Nghi dinh trong 1inh vuc ho tich, quéc tich,
chung thuc;

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

- Thong tu s6 04/2024/TT-BTP ngay 06/6/2024 cia Bo truong Bo Tu phap
stra d6i, bd sung mot s6 didu cua Thong tu sb 02/2020/TT-BTP ngay
08/4/2020 cua Bo truong Bo Tu phap ban hanh, huéng dan sir dung, quan ly
mau s6 qudc tich va mau gidy to vé qudc tich va Thong tu sb 04/2020/TT-
BTP ngay 28/5/2020 ctia Bo trudng B Tu phap quy dinh chi tiét thi hanh
mot sd diéu cta Luat HO tich va Nghi dinh s 123/2015/ND-CP ngay
15/11/2015 ctia Chinh phti quy dinh chi tiét mot sé diéu va bién phap thi hanh
Luat Ho tich;
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- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo truéng Bo Tai chinh
huéng dan vé phi va 1é phi thudc tham quyén quyét dinh ctia Hoi dong nhan
dan tinh, thanh phé truc thuéc Trung wong;

- Théng tu s 106/2021/TT-BTC ngay 26/11/2021 cta Bo truong Bo Tai
chinh stra d6i, bd sung mot sd diéu cta Thong tu sé 85/2019/TT-BTC ngay
29/11/2019 cta Bo Tai chinh hudng dan vé phi va 1é phi thudc thim quyén
quyét dinh ctia Hoi ddng nhan dan tinh, thanh phd truc thuéc Trung wong;

- Quyét dinh s6 85/QD-BTP ngay 14/01/2025 ciia B4 Tu phap ban hanh cong
bd thu tuc hanh chinh méi ban hanh duoc sira d6i, bd sung trong linh vic ho
tich thuc hién tai co quan dang ky hd tich thudc pham vi chltc nang quan 1y
cua Bo Tu phap;

- Nghi quyét 06/2020/NQ-HDND ngay 07/7/2020 cia HPND thanh ph Ha
Noi vé viéc ban hanh mét s6 quy dinh thu phi, 1& phi trén dia ban thanh phd
Ha Noi thugc tham quyén quyét dinh cia HDND Thanh phg;

- Nghi quyét 07/2023/NQ-HDND ngay 04/7/2023 ctia HDND thanh ph Ha
Noi vé viée thu phi, 1& phi thudc thim quyén quyét dinh cia HDND Thanh
phé trén dia ban thanh phé Ha Noi;

- Quyét dinh s6 100/QD-TTPVHCC ngay 18/02/2025 cua Giam dbc Trung
tam phuc vy hanh chinh cong thanh phé Ha Noi vé viéc cong bd Danh muc
thil tuc hanh chinh méi ban hanh, thu tyc hanh chinh stra d6i, bd sung va thi
tuc hanh chinh bi bai bo trong linh vuc hé tich, qudc tich, chimg thue va nudi
con nudi thudc thdm quyén cua S Tu phap, UBND cip huyén va UBND cép
xa thanh ph Ha Noi.

. A LA Ban |Ban
3.2 Thanh phan ho so chinh| sao
* Gidy to' phai ndp
X

- T khai dang ky két hon theo mau. Hai bén nam, nit c¢6 thé khai
chung vao mot To khai dang ky két hon.

* Gidy to' phai xuat trinh

- H$ chiéu/Chitng minh nhéan dan/Thé cin cwée cong dan/Thé
can cuée/Can cude dién tr/Gidy chirmg nhdn can cuée hodc cac| X
gidy to khac co dan anh va thong tin ca nhan do co quan ¢ thdm
quyén cip, con gia trj sit dung dé ching minh vé nhan than cua
nguoi co yéu cau dang ky két hon.




92

CONG BAO HA NOI/S6 285+286/Ngay 02-4-2025

- Gidy td c6 gia tri chimg minh thong tin vé cu tra trong truong
hop co quan diang ky ho tich khong thé khai thac dugc thong tin
vé noi cu tri cua céng dan theo cac phuong thirc quy dinh tai
khoan 2 Piéu 14 Nghi dinh sb 104/2022/ND-CP ngay
21/12/2022 ctia Chinh phu. Truong hop cac thong tin vé gidy to
chtrng minh noi cu tra d3 duoc khai thac tir Co s& dir liéu qudc
gia vé dan cu biang cac phuong thirc nay thi ngudi c6 yéu cau
khong phai xuat trinh (theo hinh thic truc tiép).

Luuy:

Nguoi tiép nhan hd so thyc hién khai thac thong tin trong Co s& dit liéu qubc
gia vé dan cu theo quy dinh phéap luat néu ngudi yéu cau dang ky ho tich da
cung ca”ip ho, chit dém, tén; ngay, thang, ndm sinh; s6 dinh danh cd nhén/thé
can cuoc cong dan/the can cwoc/chung minh nhan dan/can cuoc dién ti.
Truong hop céc thong tin can khai thac khong co trong Co s¢ dir liéu qubc
gia vé dan cu thi dé nghi ngudi yéu cau ké khai day du.

33

S6 lwong ho so

01 bo

3.4

Yéu cau, diéu kién thwe hién thii tuc hanh chinh

- Hai bén nam, nit cting thuong tra trén dia ban cap x4 ma mot hoic ca hai
bén nam, nir 1a ngudi khuyét tat, om bénh khong thé di dang ky két hon duoc.

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

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

- Khong bi mét nang lyc hanh vi dan sy;

- Viéc két hon khong thudc mot trong cac trudng hop cdm két hon, gom:
- Két hon gia tao;

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

+ Nguoi dang c6 vg, co Chéng ma két hon véi nguoi khac hodc chua cé vo,
chua c6 chong ma két hon véi ngudi dang co chong, ¢ vo;

+ Két hon gitra nhitng ngudi cting dong mau vé truc hé; giita nhitng ngudi ¢6
ho trong pham vi ba doi; gitra cha, m¢ nuo6i véi con nudi; gitra nguodi da tung
la cha, me nuoi vo1 con nudi, cha Chﬁ”)ng v6i con dau, me vo v6i con ré, cha
duong véi con riéng cia vg, me ké véi con riéng cua chéng;

* Nha nude khong thira nhin hon nhan gitra nhitng ngudi cung gidi tinh.
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3.5

Thoi gian xir ly

Khong qua 05 ngay lam viéc.

3.6

Két qua thue hién thi tuc hanh chinh

Gidy chimg nhan két hon (ban chinh), mdi bén vo, chong 01 ban.

3.7

Noi tiép nhan 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 diémdéng ky két hon luu dong

3.8

Lé phi

Mién L¢é phi.

3.9

Quy trinh xir ly cong viéc

i .. Biéu Trang thai
Trach | Thoi .

TT Trinh tw n . mau/ Hé théng
: nhiém | gian X N
Két qua
Cong chuc tu phép - hd tich c,ép xa Tai khoan
duge giao nhiém vu dang ky ket hon gém Tén
lvu dong chuan bi day du cac mau Thanh | Pang nhap

Bl

T& khai, gidy to ho tich va diéu kién
can thiet dé thuc hién ding ky
luu dong.

phanho | va Mat
so theo khau

Truong hop cong dan khong biét chir Muyc 3.2 VNelD

thi cong chic ghi To khai, sau do
doc cho nguoi yéu cau nghe lai noi| A
dung va huéng din ngudi d6 diém Cong | Khong
chi vao To khai. chirc | qua 02
Cong chie tu phap - ho tich hd trg| gio
cong dan ké khai thong tin trén Céng| Phap - | lam

DVC cuaa Thanh phd. ho tich| viéc

Cong DVC két ndi véi CSDLDC dé o
khai thdc céac truong thong tin cia Bi¢u mau
cong dan co6 trong CSDLDC. dién tu
Cong dan lya chon: tuong tac
- Dich vu céng truc tuyén, dﬁ,ng ky
- Quan, Huyén, Thi xa két hon

- UBND xa, phuong, thi trin co
tham quyén
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- Linh vuc H tich,

- Tha tuc Pang ky két hon luu dong
Tai dia diém dang ky két hon luu
dong, cong chuac tu phap - ho tich
kiém tra, xac minh vé diéu kién két
hoén cia cac bén; hudéng dan ngudi
dan dién thong tin trong TO khai
dang ky két hon. Néu ho so day du,
hop 1€, cong chuc tu phap - ho tich
tiép nhan ho so viét Phiéu tiép nhan
hd so.

B2

Cong chic B§ phan Mét ctra chuyén
ho so da tiép nhan dén cong chirc Tu
phap - Ho tich qua Hé thong thong
tin giai quyét thi tuc hanh chinh cua
Thanh phd (Trudong hop Hé thong
thong tin giai quyét thu tuc hanh
chinh ctia Thanh phd di lién thong
v6i Hé thong dang ky, quan 1y ho
tich ctia B6 Tu phap thi hé thong tu
dong chuyén ho so dén Hé thong
dang ky, quan ly hd tich cua Bo Tu
phap; Trudng hop hé théng chua tich
hop chirc ning tu dong chuyén, cong
chic Tu phap - HO tich thuc hién
chuyén ho so tir Hé thong thong tin
giai quyét tha tyc hanh chinh cua
Thanh phd sang Hé thong dang ky,
quan 1y ho tich cua Bo Tu phép)

Cong
chirc
Mot
cua
Cong
chirc
tu
phap -
ho tich

Khong
qua 02
gio
lam
viéc

B3

Cong chure tu phap - ho tich cap nhat
thong tin trong Hé théng thong tin
dang ky, quan 1y hg tich cua B
Tu phéap.

Sau khi tiép nhan hd so, cong chic
tu phap - ho tich dy thao Gidy chimg
nhan két hon trinh Lanh dao UBND
cdp xd xem xét, ky 02 Gidy chimg
nhan két hon ban gidy va ky sé ban
dién tr Gidy ching nhan két hon.

Cong
chuc
tu
phap -
hd tich

Khoéng
qua 02
gio
lam
Viéc
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- Lanh dao UBND ky 02 Gidy

chtmg nhan két hon ban gidy, ky sb

Gidy chimg nhin két hon ban dién

tir trén Hé thong dang ky va quan 1y

ho tich cua BO Tu phap; chuyén Lanh

cong chuc Tu phap - HO tich va| dao

cong chirc Van phong - Thong ké dé | UBND

dong déu, phat hanh, clp xa

- Hé thdng ty dong chuyén két qua| Cong

ban dién tor dén BO phan Mot cira.| chirc

Trudng hop hé théng chua tich hop | TP-HT Khong ’ Hé théng

chirc nang ndy thi cong chic Tu| Cong qué 02 Giay hién thi
B4 phép —ho t;gh tai két qué} ban dién tr| chirc ngdy chung trang théi

trén HE thong thong tin diang ky,| VP- lam r}hén hd so di

quan Iy ho tich cua B Tu phap va| TK vide kéthon | duoc giai

day két qua ban diéq tr 1€n HE thong | Cong : quyét

thong tin giai quyét tha tuc hanh| chyc

chinh ctia Thanh phd chuyén két qua Bo

giai quyét trén hé thong cho Bo phan phan

mot cua. Mot

Luu ¥: Ban két qua dién tir (chwa| CUa

¢6 chir ky/diém chi cia bén v,

bén chdng) chi lwu hanh ndi bd,

khéong chuyén cho cong dan.

- Két qua ban gidy duoc chuyén cho

cong chic Tu phap — ho tich.

Cong chirc Tu phap - Ho tich ghi ngi| Cong

dung dang ky vao SO ding ky két| chuc Thong tin

hén, hudng dan cac bén kiém tra noi| Tu dépg bo voi

dung Giéy’chl'rng nhan két hon va S6 | phap - Khon Gidy Cong PiCh

dang ky két pén, cung ce:lc bén nam, HoO A Og chimg Vl.lA’con'g
55| 0 ky vao 86 dang ky két hon, Gidy | tich qgid ha | dudcgia

ching nhan két hon theo quy dinh. am | két il()n

Te;li muc “Ghi chi” trong S6 dang ky | - Cong viee | Hb so

két hon ghi 16 “Pang ky luu dong”. | chic i

Truong hop cong dan khong biét| BO

chit, khi trao Gidy chung nhan két| phan

hon, cong chic tu phap - hd tich| Mot
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phai doc lai ndéi dung Gidy chimg| cua
nhan két hon cho ngudi yéu ciu
nghe va huéng din nguodi d6 diém
chi vao S6 dang ky két hon.

Cong chuc Tu phap — hd tich scan
Gidy chung nhan két hon (c6 day du
chit ky/diém chi cia bén vog, bén
chong; chir ky cua lanh dao UBND
xd; dau cia UBND xi) chuyén B
phan Mot cira. B phan Mot cua cap
nhat két qua giai quyét 1én hé thong
thay thé Ban két qua dién tu tai
Budc 6. Hé théng tu dong chuyén
ban két qua dién t (c6 day du chir
ky/diém chi cua bén vo, bén chong;
chir ky ctia 1anh dao UBND xa, dau
ciia UBND x3) dén tai khoan, email,
Kho quan ly dir liéu dién tor cua
cong dan.

(Truong hgp Co s¢ dit liéu dan cu da
duogc tich hop, chia sé, két nbi, cong
dan da c6 xac thuc dinh danh dién
t, cong dan khoéng can xuit trinh
gidy to tily than)

- Trao Gidy chiing nhan két hon cho
02 bén Nam, Nir

-Thu phi cap ban sao trich luc(néu
c0) (8.000d/ban trich luc)

- Ho so, két qua giai quyét TTHC
dugce s6 hoa

- Luu trir hd so theo quy dinh

Biéu mau

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

To khai ddng ky két hon (Thong tu s6 04/2024/TT-BTP ciia B6 Tu phép)

Gidy Ching nhén két hon, Trich lyc két hon (Thong tu sé 04/2020/TT-BTP
cua Bo Tu phap)
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phuc

(1) TO KHAI PANG KY KET HON @)

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

Thong tin Bén nir Bén nam

Ho, chir dém, tén

Ngay, thang, nam sinh

Dan toc @

Quédc tich @

Noi cu tra @

Gidy to tiy than ©

Két hon lan the may

Chung t61 cam doan nhiing 161 khai trén day 1a ding sy that, viéc két hon cua
chung t6i 1a tu nguyén, khong vi pham quy dinh cia Luat hon nhan va gia dinh
Viét Nam.

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

Dé nghi Quy co quan ding ky.
Bén nir Bén nam
(Ky, ghi 0 ho, chir d&€m, tén) (Ky, ghi 1o ho, chir

dém, tén)

So luong:....... 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, ni.

®) 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 trd” 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 c4 nhan/cin cudc cong dan/thé can cude (vi du: Can cudc 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 nhan dan,...).

© Pé nghi ddnh dau X vao 6 néu c6 yéu cau cap ban sao va ghi 1d s6 lugng.
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NOI DUNG MAU HOQ TICH PIEN TU TUONG TAC
PANG KY KET HON

I. Thong tin bén nir

(1) Anh (truong hop 1am thu tuc dang ky két hon ¢ yéu t6 nudc ngoai);

(2) Ho, chir dém, tén;

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

(4) Dan toc;

(5) Qudc tich;

(6) S6 dinh danh c4 nhan;

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

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

(9) Két hon 1an thir méy.

II. Thong tin bén nam

(10) Anh (trudng hop 1am thi tuc dang ky két hon c6 yéu t nude ngoai);

(11) Ho, chir dém, tén;

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

(13) Dan tdc;

(14) Qudc tich;

(15) S6 dinh danh c4 nhén;

(16) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/Hb chiéu/Gidy to
hop I¢ thay thé); s0, ngay, thdng, nam cap, co quan cap; ban chup dinh kem;

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

(18) Két hon lan thir may;

(19) P& nghi cap ban sao:

o Co

S6 lugng ban sao yéu cau: ...

o Khong

(20) Ho so dinh kém theo quy dinh.
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* Nguoi yéu cau cam doan cac thong tin cung cap 1a ding sy that, viéc két hon
cua hai bén la hoan toan tu nguyén, khong vi pham quy dinh ctia Luat hon nhan va
gia dinh Viét Nam, chiu hoan toan trach nhiém trudc phap ludt vé ndi dung cam
doan ctia minh.

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

* Mau dién tir twong tac ghi nhan thoi gian (gio, phut, gidy, ngay, thang, nim)
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.

Ngudi 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 tir s& ty dong giri vé Kho quan 1y dir liéu dién tir ctia ca nhan/dia chi
thu dién tir/thiét bi sé/dién thoai cua nguoi yéu cau sau khi di hoan tat thu tuc dang
ky két hon tai co quan diang ky ho tich.
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UY BAN NHAN DAN  CONG HOA XA HQI CHU NGHIA VIET NAM

""""""""""""""""""""""""""""""" M Doc 1ap - Tu do - Hanh phuc
S6:@/TLKH-BS ... ,NGAy....... thang ...... nam .........
TRICH LUC KET HON
(BAN SAO)

Ho, chir dém, tén vo:....................... Ho, chir dém, tén chong:...............
Ngay, thang, nam sinh: ...................... Ngay, thang, nam sinh: ..................
Dantoc: ... Dantoc: ...
QUOC HCR: v QuAC tiEh: v
NoOTCUtrl: oo Notcutrll: oo
Gidy tO ty thAN: ....ooovneiiiieiieeie Gidy tO thy than: .........ccouveveeenn,
DANG KY K NON AT @ ..o
SOttt e ngay.......... thang........ nam .................
Ghi Chll: @ ettt
Thue hién trich Tue i ) ..o,
NGUOI KY TRICH LUC

(Ky, ghi r6 ho, chit dém, tén, chic vy, dong déu)
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Chu thich:

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

@) Ghi theo s6 trong S6 cap ban sao Trich luc ho tich ctia co quan thuc hién viéc cap ban sao
Trich luc két hon.

®) Ghi 5 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
biéu 44 cua Nghi dinh s6 123/2015/ND-CP; cong nhar} viéc ket hon theo quy diph tai Biéu 11
Luét hon nhan va gia dinh; thyc hién lai viéc dang ky két hon theo quy dinh tai Pi€u 13 ctia Luét
hon nhan va gia dinh thi ghi r0 tai muc nay va ghi rd ngay xac 1ap quan hé hon nhan.

Vi du: Dang ky lai két hon, quan hé hon nhan duoc xac 1ap tir ngay 01/5/1998
Piang ky hon nhan thyc té theo quy dinh tai khoan 2 Diéu 44 cua Nghi dinh s
123/2015/ND-CP, quan hé hon nhan dugc xac 1ap tir ngay 01/5/1985

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

Thuec hién lai viéc dang ky két hon theo quy dinh tai Piéu 13 cua 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 muc nay.

Vi du: DA 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 thyuc hién, ghi rd cin clr cp ban sao tir: SO diang ky két hon hodc Co
sO dir li¢u ho tich dién tur.

(Xem tiép Cong bao sb 287+288)
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