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VAN BAN PHAP LUAT KHAC

UY BAN NHAN DAN THANH PHO HA NOI

Quyét dinh s6 1565/QDP-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 thi tuc hanh chinh dwge sira d6i, bé sung linh vue h tich, qudc tich,
chirng thire va nudi con nudi thudc tham quyén cia S¢' Tw phap
va co’ quan, to chirc, don vi thudc thanh phd Ha Noi

(Tiép theo Cong bao sd 275+276)

Phu luc 05

B. THU TUC HANH CHINH CAP HUYEN
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10. Thi tuc ghi vao S6 hd tich viéc két hon ciia cong dan Viét Nam da
dwgce gidi quyet tai co quan c6 tham quyén ctia nwéc ngoai (QT-QH-10)

1 | Muc dich

Quy trinh nay quy dinh trinh ty va cach thirc giai quyét yéu cau ghi vao sd
ho tich viéc két hon cua cong dan Viét Nam da duge giai quyét tai co quan
c6 tham quyén cua nudc ngodi thudc tham quyén giai quyét cia UBND
cap huyén.

2 | Pham vi

Ap dung ddi voi ca nhan ¢6 nhu ciu thuc hién ghi vao s6 ho tich viéc két
hon ctua cong dan Viét Nam da dugc gidi quyét tai co quan c6 tham quyén
cua nudc ngoai.

Cong chirc thuoc Phong Tu phap, B6 phan Mot cura va don vi ¢é lién quan
chiu trach nhiém thyc hién Quy trinh nay.

3 | Néi dung quy trinh

3.1 | Co sé 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 cta Chinh phu quy dinh
chi tiét mot s6 diéu va bién phép thi hanh Luat Ho tich;

- Nghi dinh sé 87/2020/ND-CP ngay 28/7/2020 cua Chinh pht quy dinh vé
Co s¢ dir liéu ho tich dién tu, dang ky hd tich truc tuyén;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu sira doi, bo
sung mot s6 diéu cua cac nghi dinh lién quan dén viéc ndp, xuét trinh s6 ho
khau, sb tam trG gidy khi thyc hién tha tuc hanh chinh, cung cap dich vu cong;
- Nghi dinh sé 07/2025/ND-CP ngay 09/01/2025 ciia Chinh phi sita d6i, bo
sung mot so diéu cua cac Nghi dinh trong linh vuc ho tich, quoc tich,ching thuc;
- Théng tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo Tu phap quy dinh
chi tiét thi hanh mdt s6 diéu cua Luat Ho tich va Nghi dinh s6 123/2015/ND-
CP ctia Chinh phti quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat
HOo tich;

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 ciua B Tu phap quy dinh
chi tiét mot sé diéu va bién phap thi hanh Nghi dinh s6 87/2020/ND-CP
ctia Chinh phu quy dinh vé Co s& dit liéu ho tich dién ttr, ding ky ho tich
truc tuyén;
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- Thong tu s6 03/2023/TT-BTP ngay 02/8/2023 ctia B6 Tu phap sira doi, bd
sung mot s6 ndi dung ciia Thong tu s6 01/2022/TT-BTP ctia B6 Tu phap
quy dinh chi tiét mot s6 didéu va bién phap thi hanh Nghi dinh s6
87/2020/ND-CP ctia Chinh phti quy dinh vé Co s¢ dit lidu ho tich dién tu,
dang ky ho tich truc tuyén;

- Thong tu sé 04/2024/TT-BTP ngay 06/6/2024 ctia Bo Tu phép sira doi, bo
sung mot sd diéu cua Thong tu sb O2/2020/TT BTP cua B6 Tu phap ban
hanh, huéng dan st dung, quan 1y mau s6 qudc tich va miu gidy to vé quoc
tich va Thong tu s 04/2020/TT-BTP cta B Tu phap quy dinh chi tiét thi
hanh mot s6 diéu cua Ludt Ho tich va Nghi dinh s6 123/2015/ND-CP cua
Chinh phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich;

- Thong tu sé 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& dir 1iéu ho tich, phi xac nhéan c6 quéc tich Viét Nam,
phi xac nhan 13 nguoi gdc Viét Nam, 18 phi qudc tich;

- Thong tu sd 85/2019/TT-BTC ngay 29/11/2019 ctia Bo Tai chinh hudng
dan vé phi va 18 phi thudc thAm quyén quyét dinh ctia Hoi dong nhan dan
tinh, thanh phé truc thuéc Trung vong;

- Théng tu s6 106/2021/TT-BTC ngay 26/11/2021 ctiaBo Tai chinh stra d6i,
bd sung mot sé diéu cua Thong tu sé 85/2019/TT-BTC cuia Bo Tai chinh
hudng dan vé phi va Ié phi thudc thim quyén quyét dinh cia Hoi dong nhan
dan tinh, thanh phé truc thuéc Trung wong;

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

- Nghi quyét 06/2020/NQ-HDPND ngay 07/7/2020 ctia HDND thanh phd Ha
Noi vé viéc ban hanh mét sé quy dinh thu phi, 18 phi trén dja ban thanh phd
Ha Noi thudc tham quyén quyét dinh cia HDND Thanh phd;

- Nghi quyét 07/2023/NQ-HPND ngay 04/7/2023 cua HDND thanh phé Ha
NOoi vé vige thu phi, 1¢ phi thudc thim 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 céng thanh phé Ha Noi vé viéc cong bé Danh muc
tha tuc hanh chinh m&i ban hanh, th tuc hanh chinh stra d6i, b6 sung va thu
tuc hanh chinh bj bii bo trong linh vuc ho tich, qudc tich, chiung thuc va
nudi con nudi thudc thAm quyén cua S& Tu phap, UBND céap huyén va
UBND cép xa thanh phd Ha Noi.
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3.2

Thanh phan ho so

>

Ban
chinh

>

Ban
sao

- To khai ghi chii két hén theo mdau (néu nguoi c¢é yéu cau lwa
chon nop ho so theo hinh thure truc tiep hoac gui ho so qua hé
thong buu chinh);

- Mau ho tich dién tur tuong tac ghi vao Sb ho tich viée két hon
(do ngudi yéu ciu cung cdp thong tin theo hudng dan trén
Cong dich vu céng néu ngudi co yéu cau lya chon ndp hd so
theo hinh thirc truc tuyén);

- Nguoi co yéu cau ghi chu két hon thuc hién viéc n(f)p/xua”it
trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thirc truc
tuyén) cac gidy to sau:

* Giay to' phai nop:
- Ban sao giay to ching nhan viéc két hon do co quan c¢6 tham
quyén cuia nudc ngoai cap;

- Néu cong dan Viét Nam di ly hon hodc hiy viéc két hon tai
co quan c6 tham quyén nudc ngoai thi phai ndp Trich luc vé
viéc dd ghi vao S6 ho tich viéc ly hon hodc hay viéc két hon
(Trich luc ghi chu ly hon).

- Van ban uy quyén (dugc chimg thuc) theo quy dinh cta phap
luat trong trudng hop uy quyén thuc hién viéc ghi chu két
hén. Truong hop ngudi duoc ty quyén 13 6ng, ba, cha, me,
con, Vo, chéng, anh, chi, em rudt cua nguoi uy quyén thi van
ban uy quyén khong phai ching thuc.

* Gidy to phai xuit trinh:

- Hj chiéu/Chitng minh nhan déan/Thé can cude céng dan/Thé
can cuoc/Can cuoc dién tLZ’/Gid'y chung nhan can cwdc hoac
cac gidy to khac co dan anh va thong tin ca nhan do co quan
c6 tham quyén cap, con gia tri sit dung dé chimg minh vé nhan
than cua nguoi c6 yéu cau ghi chu két hon. Trudng hop cac
thong tin c4 nhan trong cic gidy to nay dd cé trong
CSDLQGVDC, CSDLHTPDT, duogc hé théng dién tu dong thi
khong phai tai 1én (theo hinh thirc truc tuyén);
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- Gidy to c6 gia tri ching minh thong tin vé cu trd trong
truong hop co quan ding ky ho tich khong thé khai thac duoc
thong tin vé noi cu tri cua cong dan theo cac phuong thirc quy
dinh tai khoan 2 Diéu 14 Nghi dinh sé 104/2022/ND-CP.
Trudng hop céac thong tin vé gidy to chimg minh noi cu tri da
duoc khai thac tir Co s¢ dit liu qubc gia vé dan cu bang cac
phuong thirc nay thi ngudi c¢6 yéu cau khong phai xut trinh
(theo hinh thirc truc tiép) hodc tai 1én (truc tuyén).

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

*Luuy

- Pbi véi gidy to ndp, xuat trinh néu nguoi yéu cau ndp hd so
theo hinh thure truc tiép:

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

+ Nguoi yéu cau dang ky ho tich c6 thé ndp ban sao chimg
thuc tir ban chinh hodc ban sao dugc cp tir s6 gdc hodc ban
chup kém theo ban chinh gidy to dé ddi chiéu. Trudong hop
ngudi yéu cau ndp ban chyp kém theo ban chinh gidy to thi
nguoi tiép nhan ¢ trach nhiém kiém tra, d6i chiéu ban chyp
v6i ban chinh va ky xac nhan, khong duoc yéu cau nguoi di
dang ky ndp ban sao gidy to do.

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

Nguoi tiép nhan hd so thuc hién khai thac théng tin trong Co
so dir lidu qubc gia vé dan cu theo quy dinh phép luat néu
ngudi yéu cau diang ky ho tich di cung cip ho, chit dém, tén;
ngay, thang, nam sinh; s6 dinh danh ca nhan/thé can cuéde
cong dan/thé can cu“o'c/chi,i“ng minh nhan dan/can cuoc dién
tur. Trudng hop cac thong tin can khai thac khong co trong Co
so dir liéu qubc gia vé dan cu thi dé nghi nguoi yéu cau ké
khai day du.
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- Pbi v6i gidy to giri kém theo néu ngudi yéu cau ndp hd so
theo hinh thirc truc tuyén:

+ Ban chup cac gidy to giri kém theo hd so ghi cha két hon
truc tuyén phai bao dam rd nét, day du, toan ven vé ndi dung,
la ban chuyp béng may anh, dién thoai hodc dugc chup, dugc
quét bang thiét bi dién tu, tir gidy to dugc cip hop 1€, con gia
tri st dung.

+ Trudng hop gidy to, tai liéu phai giri kém trong hd so ghi
cht két hon truc tuyén da co ban sao dién tir hodc da co ban
dién tir gidy to ho tich thi ngudi yéu cau duoc st dung ban
dién tir nay.

+ Trudng hop nhan két qua (Trich luc ghi cha két hon/ban sao
Trich luc ghi chii két hon) tai co quan dang ky ho tich, nguoi
cd yéu cau ghi cha két hon phai xuit trinh gidy to tuy thén,
ndp cac gidy to, tai liéu 1a thanh phan hd so ghi chu két hon
theo quy dinh phdp luat hd tich.

- Gidy to do co quan c6 tham quyén cta nudc ngoai cp, cong
chtiing hoac xac nhan dé sir dung cho viéc dang ky hd tich tai
Viét Nam phai duge hop phap hoa lanh sy theo quy dinh cta
phép luat, trir truong hop duoc mién theo didu udc qubc té ma
Viét Nam la thanh vién.

3.3

S6 lrgng ho so: 01 bd

3.4

Yéu cau, diéu kién thuc hién thii tuc hanh chinh

- Viéc két hon giira cong dan Viét Nam véi nhau hodc voi nguoi nudc ngoai
dd duoc giai quyét tai co quan c6 thim quyén ctia nude ngodi & nudc ngoai
dugc ghi vao S6 ho tich néu tai thoi diém két hon, cac bén dap tng du diéu
kién két hon va khong vi pham diéu cdm theo quy dinh cia Luat Hon nhan
va gia dinh Viét Nam.

- Néu vao thoi diém ding ky tai co quan c6 thim quyén nudc ngoai, viéc két
hén khong dap ung diéu kién két hon, nhung khong vi pham diéu cam theo
quy dinh cta Luit Hén nhan va gia dinh, nhung vao thoi diém yéu ciu ghi
vao S6 ho tich viéc két hon, hau qua da dugc khéc phuc hodc viéc ghi chu
két hon 13 nhiam bao vé quyén lgi cua cong dan Viét Nam va tré em, thi viéc
két hon ciing duoc ghi vao S6 ho tich.

* Yéu cau ghi chi két hon bj tir chdi trong cc trwong hop sau:

- Viéc két hon vi pham diéu cdm theo quy dinh ctia Luat Hon nhan va gia dinh.
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- Cong dan Viét Nam két hon voi nguoi nudc ngoai tai co quan dai di¢n
ngoai giao, co quan dai di¢n lanh sy nudc ngoai tai Viét Nam.

3.5

Thoi gian xir ly

12 ngay

3.6

Két qua thye hién thi tuc hanh chinh:

- Trich luc ghi cha két hon (ban chinh); ban sao Trich luc ghi chi két hon
(truong hop yéu cau cap ban sao Trich luc ghi chi két hon).

- Ban dién tir Trich luc ghi cha két hon (Ban dién tir s& ty dong gii vé Kho
quan 1y dit liéu dién tir ctia ca nhan/dia chi thu dién tir/thiét bi sd/dién thoai
ciia ngudi yéu cau sau khi da hoan tat thu tuc ghi chu két hon tai co quan
dang ky ho tich).

3.7

Noi tiép nhin va tra két qua

- Cong Dich vu cong Qudc gia (https://dichvucong.gov.vn)
- Cong Dich vy cong thanh phé Ha Noi (https:/dichvucong.hanoi.gov.vn)
- BO phan Mot cira Uy ban nhan dan cip huyén noi cu tr ctia cong dan Viét Nam

Hoic dia diém tiép nhan va tra két qua hd so theo Thong béo cta cip co
tham quyén.

3.8

L¢ phi, Phi

- Theo quy dinh tai Nghi quyét 07/2023/NQ-HPND: Khi t6 chtc, ca nhan
ndp ho so thuc hi€én TTHC trén Cong Dich vu cong trudc ngay 01/01/2026
thi mirc thu Lé phi dbi v6i dich vu cong truc tuyén bang Khong (Khong thu)
- Néu cong dan ndp hd so truc tiép tai UBND cép huyén: Lé phi 50.000
dong/viéc

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

- Phi cp ban sao Trich luc (néu c6 yéu cau): 8.000 ddng/ban sao trich luc

3.9

Quy trinh xir ly cong viéc

TT

Bi~éu Trang
mau/ thai Hé
Két qua | thong

Trach Thoi

Trinh tu <A .
: nhi¢m gian

Cong dan ndp hd so truc tiép tai
Bd phan Mot cura hodc gui ho so
qua buu chinh hodc nop hod so
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truc tuyén trén Cong dich vu

cong qudc gia Thanh

(https://dichvucong.gov.vn) Cong phan Hb

hoac Céng dich vu cong thanh phé dan so theo

(http’s://dicthcong.hanoi.,c’zov.Vn). Muc 3.2 115 khoan

- Néu ndp ‘hé SO truc tiép,, cong g6m Tén

dan ndp ho so ghi chu két hén bing

tai B phan Mot cira; ngp 1€ phi nhap va

néu thudc tru’(‘mg hop phai ndp To khai | Mat khau
B1 1¢; phlq ghi chu k’et hon, nop phll ghivio | VNeID

cap ban 520 Trich lgc gl}l chu S8 hé tich

két hon néu co6 yéu Cﬁ}l cap ban vige két

sao Trich lucghi chu két hon. hén

- Néu nop ho so tryc tuyén, cong

dan truy cap Cong dich vu cong

quéc gia hoic Coéng dich vu

cong thanh phd, ding ky tai

khoan (néu chua c6 tai khoan), L

xac thue nguoi dung theo hudng B1§u mau

dan, dang nhip vao hé thdng, dién tir

xéac dinh ding UBND cép huyén MOpg tac

¢ tham quyén. %hl AVé‘.O

Cong DVC két ndi véi SO, 130 tlA,Ch

CSDLDC dé khai thac céc Vli‘;;)i‘et

truong thong tin ciia cong dan
co6 trong CSDLDC.

Cong dan lya chon:

- Dich vu cong truc tuyén,

- UBND quan, huyén, thi xd co
tham quyén

- Linh vuee HO tich,

- Thu tuc ghi vao $0 ho tich viéc
két hén cia cong dan Viét Nam
da dwoc gidi quyét tai co quan
c6 tham quyén cia mede ngoadi
Cong dan cung cép thong tin
theo biéu miu dién tir twong tac
ghi vao S6 ho tich viéc két hon
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(trén Cong dich vu cong), dinh
kém ban chup hodc ban sao
dién tir cac gidy tO theo quy
dinh; ndp phi, 1¢ phi thong qua
chuc nang thanh toan truc
tuyén hodc bang cach thuc
khac theo quy dinh phap luat,
hoan tat viéc ndp hd so.
Cong chic Bo phan Mot cua
truy cdp Hé thong thong tin giai
quyét thii tuc hanh chinh cua
thanh phd kiém tra tinh chinh
xéac, day du, théng nhat, hop 18
ctia ho so.
(i) Truong hop hd so day du, y
hop 1¢, thi tiép nhéan ho so; néu - Ph1§u
tiép nhan ho so sau 15 gio thi co Y?u cau
Phiéu hen, tra két qua cho ngu(‘ri bo sung,
cd yéu cau trong ngay lam viéc hoan
tiép theo (néu nguoi cd yéu cau thién ho
lua chon hinh thirc ndp hod so SO
tryc tiép) ‘hodc gui ngay Phiéu - Phiéu
h@r}, tr%.k.ét quz} qua thl,}’ dién tff: Cong .| tir chéi
hoac gu} tin nhap hgn tril két qua chtic Tr01}g gio| ép nhan

B2 |qua dién thoai di dong cho| . . . hanh £
ngudi ¢ yéu cau (néu ngudi co BO phan chinh glalkquyet
yéu cau lya chon hinh thtc nop Mot cira ho 'SA,O
hd so truc tuyén); y G1a§:
Sau khi tiép nhan hd so theo tlip nha?
hinh thic ndp truc tiép, cong ho so va
chirc BO phan Mot cira thyc hién hen ngay
s6 hoa (sao chup, chuyén thanh tra ket
tai liéu dién tr trén hé thong qua

thong tin, co s dir liéu) va ky sd
vao tai liéu, hd so giai quyét thu
tuc hanh chinh da duoc s hoa
theo quy dinh.

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

(iii) Truong hop ngudi co yéu
cau ghi chu két hon khong bd
sung, hoan thién dugc ho so thi
bao cao Trudéng BO phan Mot
clra c6 thong bao tir chdi giai
quyét yéu cau ghi cha két hon.

B3

Cong chiac Bo phan Mot cua
chuyén ho so da tiép nhan dén
cong chue Phong Tu phap qua
Hé thong thong tin giai quyét
thi tuc hanh chinh cta Thanh
phé (Truong hop Hé théng
thong tin giai quyét tha tuc hanh
chinh cia Thanh phd di lién
thong v6i Hé théng dang ky,
quan ly h¢ tich cua Bo Tu phap
thi hé thong tu dong chuyén ho
so dén Hé théng dang ky, quan
ly ho tich cia BO Tu phéap;
Truong hop hé théng chua tich
hop chirc niang tu dong chuyén,
cong chuc phong Tu phap thuc
hién chuyén ho so tir Hé thong
thong tin giai quyét thu tuc hanh
chinh cta Thanh phd sang Hé
théng ding ky, quan 1y ho tich
cua Bo Tu phap)

Cong
chuc Bo
phan
Mot
cua;
Cong
chtrc
Phong
Tu phap

02 gid

lam viéc

Phiéu
kiém soét
qué trinh
giai quyét
ho so; HO

SO
(truong
hop ho so
ban gidy)

B4

- Cong chac Phong Tu
phapthdm tra hd so (thim tra
tinh théng nhat, hop 18 cta cac
thong tin trong hd so, gidy to, tai
liéu do ngudi yéu cau ndp, xuit
trinh hoac dinh kém).

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

+ Truong hop can phai kiém tra,
xac minh lam rd hoac do nguyén
nhan khac ma khong thé tra két
qua dang thoi gian da hen thi
cong chuc Phong Tu phap lap
Phiéu xin 16i va hen lai ngay tra
két qua, trong d6 néu rd 1y do
cham tra két qua va thoi gian
hen tra két qua, chuyén Bo phan
Mot ctra dé tra cho ngudi co yéu
cau (néu nguoi c¢6 yéu cau lya
chon hinh thtcc ndp hd so truc
tiép), hoic gui Phiéu xin 16i va
hen lai ngay tra két qua qua thu
dién tir hodc gui tin nhan qua
dién thoai di dong cho nguoi cod
yéu cau (néu nguoi c6 yéu ciu
lga chon hinh thuc ndp hd so
tryc tuyén).

+ Néu thiy yéu cau ghi cha két
hén du diéu kién, khéng thudc
truong hop tir chdi ghi vao so
viéc két hon theo quy dinh,
truong hop tiép nhan hd so ghi
cht két hén theo hinh thirc truc
tiép, thi cong chirc Phong Tu
phap thuc hién viéc ghi vao S6
dang ky két hon, cap nhat thong
tin ghi chu két hon trén Phan
mém dang ky, quan ly ho tich
dién tir dung chung.

Trudng hop tiép nhan hd so ghi
chu két hon theo hinh thire truc
tuyén, coéng chicc Phong Tu

Cong
chtrc
Phong
Tu phap

05 ngay
lam viéc

- Thong
b4o ho so
khong du
diéu kién
giai quyét/
thong bao

tra lai
hé so

- Phicu

yéu cau

b sung,

hoan
thién
ho so
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phéap gtri lai biéu mau Trich luc
ghi chu két hon dién tor véi
thong tin day di cho ngudi yéu
cau qua thu dién tir hodc thiét
bi sb.

Nguoi yéu ciu cé trach nhiém
kiém tra tinh chinh xac, ddy du
clia cac thong tin trén biéu miu
Trich luc ghi cha két hon dién tr
va x4c nhan (t6i da mot ngay).

Néu nguoi c6 yéu cau xac nhan
thong tin di thong nhat, day du
hozc khong c6 phan hdi sau thoi
han yéu cau thi coéng chirc
Phong Tu phéap thuc hién viéc
ghi ndi dung vao S6 ding ky két
hon, cap nhat thong tin ghi chi
két hon va luu chinh thic trén
Phan mém ding ky, quan 1y ho
tich dién tr dung chung.

Cong chac Phong Tu phéap du
thdo Trich luc ghi chu két hén,
trinh Trudng Phong Tu phép ky,
ky sb.

B5

Truong Phong Tu phap ky Trich
luc ghi chu két hon ban gidy, ky
sO Trich luc ghi chii két hon ban
dién tir

Truong
phong
Tu phap

05 ngay
lam viéc

Ho so

B6

Cong chic Phong Tu phép
chuyén két qua tor Hé thong
thong tin dang ky, quan 1y hd
tich sang Hé thong thong tin giai
quyét thii tuc hanh chinh cua
Thanh phd, hoan thién hd so,
chuyén Vin thu UBND cap
huyén, ban giao két qua cho B
phan Mdt ctra

- Cong
chtrc
Phong
Tu phap
- Cong
chiac Bo
phan
Mot ctra

02 gio
lam viéc

Trich luc
ghi chu
két hon;

Hb so

Hé thong
gui tin
nhin t6i
email cua
cong dan
thong bao
da c6 két
qua moi
cong dan
dén nhan
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B7

1. Bé nghi céng dan xuét trinh
ban chinh gidy to tuy than, hd so
(Truong hop Co so dir lieu dan
cw da dwoc tich hop, chia se, két
noi, cong dan da co xac thuc dinh
danh dién t, céng dan khéng can
xudt trinh gidy to tiy thén)

2. Xéc nhan da doi chiéu ban chinh
3. Pé nghi cong dan ky vao To
khai va SO theo quy dinh cua
luat ho tich.

4. Thu phi cap ban sao trich luc
(néu c6) (8.000d/ban trich luc)

5. Pong dau ciia UBND cép huyén
6. Cong dan nhan két qua:

+ Ban dién tir Trich luc ghi chu
két hon guri qua thu dién tir, Kho
quan ly dir liéu dién tr cua ca
nhan

+ Trich luc ghi ch két hon qua
buu chinh;

+ Trich luc ghi chu két hon tai
UBND cap huyén.

7. Hb so, két qua giai quyét TTHC
duoc so hoa

- Cong
chirc
B6 phan
Mot ctra
- Cong
dan

Trong gio
hanh
chinh

- Trich
luc ghi
chu
két hon
- S6
ho tich.

Thong tin
dong bo
v6i Cong
Dich vu
cong
quéc gia

B8

Thuc hién luu hé so theo quy dinh

Cong
chuc
Phong
Tu phap

Trong gio
hanh
chinh

HO so

Biéu mau

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

T khai ghi chti két hon (Thong tu s6 04/2024/TT-BTP ctia Bo Tu phap)

Trich luc ghi cht két hon (Thong tu s 04/2020/TT-BTP ctia Bo Tu phap)

Biéu miu dién t twong tic nhan ghi chi két hén (Théng tu sb

03/2023/TT-BTP)
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phic

TO KHAI GHI CHU KET HON

Kinh giri: ) Uy ban nhan dan ...

Ho, chit d8m, t&n NGWOT YEU CAU ......ovveeeeeeieeeeeeeeeeeee e,
Ngay, thang, naAm SINh: .......cocciieiie e e

NOT CU T B e e e e e e ee e e e e e e e e e e eesaeeeaeeeeeaeeeeseeenesaaseeeeneeesneenns

Dé nghi co quan ghi vao so viéc két hon sau day:

Ho, chir dém, tén bén nix: ................... Ho, chir dém, tén bén nam: ..................

Ngay, thang, nam sinh: ........c....ccoeeeee. Ngay, thang, nam sinh: .........c.cccoeeee.

Dan toc: @............. Quéc tich: @ ........... Dan tdc: @.............. Qudc tich: @..........

Noicr tri: @ e Noicu tri: @

Gidy to thy than: @ ..o, Gidy to tiy than: @ ..o,

DA dANE KY KEE NON 11D
........................................................................................... e O
cap ngdy........ thang ...... DA ©eiivieeiieeeeee e e et e e eteeeeteeebaeetaeeetbeeeseeesaeesasaenneas

Trude khi két hon 1an nay chua timg két hon/da timgkét hon nhung hon nhan
da cham dut®:
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T6i cam doan nhitng ndi dung khai trén day la dang su that va chiu trach
nhiém trudc phap luat vé cam doan ctia minh.

Lam tqi: ....... ngay ....... thang ..... nam ......
Nguoi yéu cau
(Ky, ghi vo ho, chit dém, tén)

P& nghi cAp ban sa0®: C6 D, Khong D
S6 lugng: ....... ban

Chu thich:
() Ghi 15 tén co quan thyc hién ghi chu két hon.

@ Chi ghi trong trieong hop ngueoi c6 yéu cau dang ky hé tich chwa cé/khéng cung cdp sé

dinh danh ca nhan/can cwdc cong dan/thé can cudc/chirng minh nhan dan.

Truwong hop phdi cung cdp théng tin “Noi cie trii” thi ghi theo noi dang ky thwong trii; néu
khong co noi dang ky thuong tru thi ghi theo noi dang ky tam tru, truong hop khong co noi dang
ky thuwong tru va noi dang ky tam tru thi ghi theo noi ¢ hién tqi.

®) Ghi 56 dinh danh cd nhén/cdn ciede cong dan/thé can cude (vi du: Can cude cong dan s6
025188001010 do Cuc Canh sat QLHC vé TTXH cdp ngay 20/11/2021). Truwong hop khéng cé
s6 dinh danh cé nhan/can cwée cong dan/thé can cuée thi ghi gidy to hop 1é thay thé (hd chiéu,
chung minh nhan dan,...).

@ Ghi tén co quan, tén qudc gia nude ngoai da diang ky két hon, tén loai gidy to chimg nhan
viéc két hon do co quan c6 tham quyén nudc ngoai cap, sd (néu co) va ngay, thang nim cip gidy
td d6. Vi du: Dang ky két hon tai Cong hoa Phap, Gidy chimg nhan két hon s 0A3456 cap ngay
08/3/2016.

A

®) Truong hop chua timg két hon thi ghi rd “Chua timg két hon”. Truong hop da timg két
hon thi ghi & can cir chdm diit quan hé hon nhan. Néu cin cir chdm dut quan hé hon nhan 1a ly
hén thi ghi 16 hinh thirc van ban ly hon, ngay c6 hiéu lyc, tén co quan cap.

© Pé nghi danh dau X vao 6 néu ¢ yéu cau cap ban sao va ghi rd so lugng.
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NOQI DUNG BIEU MAU HQ TICH BIEN TU TUONG TAC
GHI VAO SO HO TICH VIEC KET HON

I. Thong tin vé nguwoi yéu cau

(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 séng).

I1. Thong tin nguoi vo

(5) Ho, chir dém, tén;

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

(7) Dan toc;

(8) Qudc tich;

(9) Sé dinh danh c4 nhan;

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

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

II1. Thong tin ngudi chong

(12) Ho, chir dém, tén;

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

(14) Dan tdc;

(15) Qudc tich;

(16) S6 dinh danh c4 nhén;

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

(18) Noi cu tri (noi thuong tra/noi tam tri/noi dang sinh sdng).
IV. Théng tin vé viéc két hon
(19) Noi dang ky két hon: tén co quan, tén qudc gia di dang ky két hon;
, (29) Gidy to chung nhgln viéc két hon do co quan co tham quyén nude ngoai
cap (s0, ngay, thang nam cap);

(21) Tinh trang hén nhan trudc khi két hon 1an nay;
(22) Bé nghi cap ban sao:
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o Co

So luong ban sao yéu cau....

o Khong
(23) Phuong thirc nhan két qua:
o Truc tiép

o Truc tuyén (ban dién, to sé’ duoc guri vé Kho quén 1y d& liéu dién tir cua ca
nhan/dia chi thu dién ti/thiét bi s6/dién thoai ciia nguodi yéu cau)

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

(24) Ho so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan cé‘c thong tin cung cp 1a ding su that, chiu hoan
toan trach nhiém trude phap ludt vé ndi dung cam doan ctia minh.

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

* Mau dién tir twong tac ghi nhan thoi glan (gio, phut, gidy, ngay thang nam)

hoan tat viéc cung cap thong tin; nguoi yéu cau trude do da ding nhdp vao hé
théng thong qua viéc xac thuc dién tir theo quy dinh.
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UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
........................................ 1 Doc 1ap - Tw do - Hanh phuc

S6: @/TLGCKH e, , ngay..... ... thang ........ nam ..............

TRiICH LUC GHI CHU KET HON

Ho, chir dém, tén vz, Ho, chir dém, tén chdng:...............
Ngay, thang, ndm sinh: ... Ngay, thang, ndm sinh: ...
Dan tOc: ..ol DantOc: ..o
QUOC TR oo QUOC HICR: oo
NOT CU UL e NOT CU UL
Gidy tO thy thAN: oo Gidy tO tly thAn: ..o
DEANE KY KEE MO A1) e
................................................................................. 8O-, CAP NEAY.thAng o MEML

Pi duoc ghi vao S6 dang ky két hon./.

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

() Ghi tén co quan cap Trich luc (ghi da cac cap hanh chinh).
@ Ghi s6 dang ky trong S6 dang ky két hon.
® Ghi tén co' quan, t€n quoc gia nude ngoai da dang ky két hén, tén loai gidy chung nhan viéc két hon do co quan co

thim quyen nudc ngoai cap, s0 (neu c6) va ngay, thang ndm chp gidy to d6. Vi du: Pang ky két hon tai Cong hoa
Phap, Gidy ching nhan két hon sb 0A3456 cap ngay 08/3/2016.
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PHAN GHI CHU NHUNG THONG TIN THAY POI SAU NAY
Noi dung
S6 | Ngay, thang, nim ( d();glhl dcz‘il:luvz‘lo Can cwr Ho, chit dém, tén, chir ky
TT ghi chu & ghi chi | cia ngudi thue hién ghi cha

noi dung da
ghi chu)
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UY BAN NHAN DAN  CONG HOA XA HQI CHU NGHIA VIET NAM

...................... M Poc lap - Tu do - Hanh phic
S6:@ /TLGCKH-BS ..., NEAY......thang ....ndm
TRICH LUC GHI CHU KET HON
(BAN SAO)
Ho, chir dém, tén vo:...................... Ho, chir dém, tén chong ..................
Ngay, thang, nam sinh: ..................... Ngay, thang, nam sinh: ....................
Dantoc: ..o Dantoc: ...oovi
QUOC HCR: e QUBC HCR: oo
NoTCUtrll: oo NOTCUtrll: oo
................................................ Gidy to tuy than:
Glay to tﬁy RN e e e e
DPing ky két hon tai: @ ............... SOueenn. cap ngay........... thang ............ nim
D3 ghi vao SO dang ky két hontai @.......................... SO.vuvereveeeerererere e,
NZAY...cvverereeanneen. thang ................... nam
Thuec hién trich luc tir:®
NGUOI KY TRICH LUC

(Ky, ghi vo ho, chit dém, tén, churc vu, dong ddu)

Chu thich:

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

@ Ghi theo sb trong S6 cap ban sao Trich luc ho tich ctia co quan thyc hién viéc cip ban sao
Trich luc ghi chi két hon.

) Ghi 1 tén co quan, tén quoc gia nudc ngoai da dang ky ket hén, tén loai gidy to ching
nhan viée két hon do co quan ¢ tham quyén nudc ngoai cap, sd (néu cd) va ngay, thang, nim
cap gidy to do.

) Ghi 16 tén co quan dang ky ho tich, sd, ngay thang nam ghi vao S6 ho tich viéc két hon.

®) Tuy theo cach thirc thuc hién, ghi & cin cir cap ban sao tir: S6 ding ky két hon hoic Co
s& dir liéu ho tich dién tr.
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11. Thi tuc ghi vao S6 hd tich viéc ly hon, hiy viéc két honcia cong dan
Viét Nam da dwoc gidi quyét tai co quan c¢6 tham quyén cia nwéc ngoai

(QT-QH-11)

1 | Muc dich

Quy trinh ndy quy dinh trinh tu va cach thirc giai quyét yéu cau ghi vao sb ho
tich viéc ly hon, huy viée két hon cua céng dan Viét Nam da dugc giai quyet
tai co quan c6 thim quyén cua nudc ngoai thude tham quyén giai quyét cua
UBND céap huyén.

2 Pham vi

Ap dung ddi v6i ca nhan ghi vao s6 ho tich viéc ly hon, huy viée két hoén cua
cong dan Viét Nam d3 duoc giai quyét tai co quan cd thidm quyén cua
nudc ngoai.

Cong churc thude Phong Tu phap, BO phan Mt cira (TN&TKQ) va don vi ¢o
lién quan chiu trach nhi€ém thyc hién Quy trinh nay.

3 | Néi dung quy trinh

3.1| Co sé phap ly

- Luat HO tich nam 2014;

- Luat Thu d6 ngay 28/6/2024;

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

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ctia Chinh phi quy dinh vé
Co s¢ dir li¢u ho tich dién tur, dang ky hd tich truc tuyén;

- Nghi dinh s0 104/2022/NDP-CP ngay 21/12/2022 ctia Chinh phu sira doi, bo
sung mot so dieéu cua cac nghi dinh lién quan dén viéc ndp, Xuat trinh s6 hd
khau, s6 tam tra gidy khi thuc hién tha tuc hanh chinh, cung cap dich vu cong;

- Nghi dinh s6 07/2025/NP-CP ngay 09/01/2025 ciia Chinh phii sita doi, b6 sung
mot so diéu cua cdac Nghi dinh trong linh viee ho tich, quoc tich, ching thuc;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua B4 Tu phap quy dinh chi
tiét thi hanh mot sb diéu cua Luat Ho tich va Nghi dinh sd 123/2015/ND-CP

ctia Chinh pht quy dinh chi tiét mot sé diéu va bién phap thi hanh Luat
HO tich;

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 caa Bo 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 s& dit liéu ho tich dién tu, dang ky ho tich
truc tuyén;
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- Thong tu so 03/2023/TT-BTP ngay 02/8/2023 cua Bo Tu phap sua d6i, bo
sung mot sd nodi dung cua Thong tu s6 01/2022/TT-BTP cua Bo Tu phap
quy dinh chi tiét mot sé diéu va bién phap thi hanh Nghi dinh sb
87/2020/ND-CP cua Chinh phu quy dinh vé Co s& dir liéu ho tich dién tu,
ding ky ho tich truc tuyén;

- Thong tu sé 04/2024/TT-BTP ngay 06/6/2024 cua B Tu phap sura doi, bd
sung mot sd diéu cua Thong tu s6 02/2020/TT-BTP cua Bo Tu phap ban
hanh, huéng dan su dung, quan ly mau s6 qudc tich va mau gidy to vé quoc
tich va Thong tu s6 04/2020/TT-BTP cua Bo Tu phap quy dinh chi tiét thi
hanh mét s6 diéu cua Luat Ho tich va Nghi dinh s6 123/2015/ND-CP cua
Chinh phtl quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich;

- Théng tu sb 281/2016/TT-BTC ngay 14/11/2016 cua B Tai chinh quy
dinh murc thu, ché do thu, ndp, quan 1y va str dung phi khai thac, sit dung
thong tin trong co s¢ dit liéu ho tich, phi xac nhan c6 qubc tich Viét Nam,
phi xac nhan 12 nguoi gbe Viét Nam, 18 phi qudc tich;

- Théng tu ) 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh hudng
dan vé phi va 1¢ phi thuc tham quyén quyet dinh cua 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 stra doi,
bd sung mot sd didu cta Thong tu s6 85/2019/TT-BTC cua Bo Tai chinh
hudéng dan vé phi va 18 phi thudc tham quyén quyét dinh ctia Hoi dong nhan
dan tinh, thanh phé truc thuéc Trung wong;

Quyet dinh s6 85/QD-BTP ngay 14/01/2025 caa B Tu phap ban hanh
cong bo thu tuc hanh chinh méi ban hanh duoc sira dbi, bd sung trong linh
vuc ho tich thuc hién tai co quan dang ky ho tich thudéc pham vi chirc nang
quan ly ciaa Bo Tu phéap;

- Nghi quyét 06/2020/NQ-HDND ngay 07/7/2020 ciia HDND thanh pho Ha
Noi ve viéc ban qhémh mot sO quy dinh thu phi, 1¢ phi trén dia ban thanh pho
Ha Noi thugc tham quyén quyét dinh cia HDND Thanh pho;

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

- Quyét dinh s6 100/QD-TTPVHCC ngay 18/02/2025 cua Giam dbc Trung
tam phuc vu hanh chinh cong thanh phé Ha Nbi vé viéc cong bd Danh muc
thu tuc hanh chinh mé&i ban hanh, tht tuc hanh chinh sira d6i, b6 sung va tha
tuc hanh chinh bi bai bo trong linh vuc hd tich, quéc tich, ching thyc va nuoi
con nudi thudc tham quyén cua S& Tu phap, UBND cap huyén va UBND
cap x4 thanh ph6 Ha Noi.
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3.2

Thanh phan ho so

Ban
chinh

>

Ban
sao

- To khai ghi chit Iy hén theo mdu (néu nguoi c6 yéu cau
lwa chon nop ho so theo hinh thirc truc tiep hodac gui ho
so qua hé thong buu chinh),;

- MAu ho tich dién tir tuong técghi vao S6 ho tich viéc ly
hoén (do ngu:orl yéu cau cung cap thong tin theo hu’ong
dan trén Cong dich vu cong néu ngu0’1 co yéu cau lya
chon ndp ho so theo hinh thirc truc tuyén).

- Ngudi c6 yéu cau ghi chi ly hoén thuc hién viéc
ndp/xuat trinh (theo hinh thuc truc ti€p) hodc tai 1én
(theo hinh thirc tryc tuyén) céc gidy to sau:

* Gidy to phai ndp:

- Ban sao Ban an, quyét dinh ly hon, hiiy két hon, vin
ban thoa thuan ly hon hodc gidy to khac cong nhan viéc
ly hén do co quan ¢6 tham quyén ctua nudc ngoai cap da
c6 hiéu lyc phap luat;

- Vian ban ty quyén (dugc ching thuc) theo quy dinh cia
phap luat trong trudng hop Gy quyén thuc hién viéc ghi
chu ly hon. Truong hop nguoi dugc Gy quyén 13 ong, ba,
cha, me, con, voQ, chéng, anh, chi, em rudt cua nguoi uy
quyén thi van ban Gy quyén khong phai ching thue.

* Gidy to phai xuit trinh:

- H{ chiéu/Chitng minh nhdn dan/Thé cin cude cong
dan/Thé can cude/Can cube dién ti/Gidy chitng nhdn
cdn cwde hodc cac gidy to khac cc') d'c'm anh va thong tin
ca nhan do co quan co thAm quyén cp, con gia tri su:
dung dé chimg minh vé nhan than cua ngudi co yéu cau
ghi chu ly hon. Truong hgp céc thong tin cd nhan trong
cic gidy t0 nay di c6 trong CSDLQGVDC,
CSDLHTDT, duoc hé théng dién tu dong thi khong phai
tai 1én (theo hinh thirc truc tuyén);

- Gidy to chting minh noi cu tra dé xac dinh thAm quyén
(trong trudong hop cong dan Viét Nam tir nudc ngoai vé
thuong tré tai Viét Nam c6 yéu cau ghi cha ly hon, cong
dan Viét Nam khong thuong tra tai Viét Nam yéu cau
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ghi chi ly hon tai Uy ban nhan dan cp huyén noi cu tra
trude khi xudt canh) trong truong hop co quan ding ky
ho tich khong thé khai thac duoc thong tin vé noi cu tra
cua cong dan theo cac phuong thirc quy dinh tai khoan 2
Diéu 14 Nghi dinh s6 104/2022/ND-CP cta Chinh phu.
Truong hop cac thong tin vé gidy td chimg minh noi cu
tri d3 duoc khai thac tir Co sé dir liéu quéc gia vé dan cu
bang cac phuong thic nay thi nguoi c¢6 yéu cau khong
phai xuit trinh (theo hinh thirc truc tiép) hodc tai lén
(theo hinh thirc truc tuyén).

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

* Luuy

- D61 voi giay to ndp, xuat trinh néu nguoi yéu cau ndp
ho6 so theo hinh thuc truc tiép:

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

+ Ngudi yéu cau dang ky ho tich co thé ndp ban sao
chtng thuc tir ban chinh hodc ban sao dugc cap tir s6 gdc
hoic ban chup kém theo ban chinh gidy to dé ddi chiéu.
Truong hop ngudi yéu cdu ndp ban chup kém theo ban
chinh gidy to thi nguoi tiép nhan c6 trach nhiém kiém
tra, d6i chiéu ban chup vo1 ban chinh va ky xac nhan,
khong duoc yéu cau ngudi di ding ky ndp ban sao gidy
to do.

+ Nguodi tiép nhan c6 trach nhiém tiép nhan dung, da hd
so dang ky hg tich theo quy dinh ctia phéap luat hg tich,
khong duoc yéu cau ngudi ding ky ho tich nop thém
gidy to ma phap lut ho tich khong quy dinh phai nop.
Nguoi tiép nhan h6 so thue hién khai thac thong tin trong
Co s0 dir licu quoc gia vé dan cu theo quy dinh phap luat
néu ngudi yéu cau ding ky ho tich da cung cap ho, chir

dém, tén; ngay, thang, nadm sinh; so dinh danh ca
nhan/thé can cuwoc cong dan/thé can cwoc/ching minh
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nhan ddn/can cuoc dién tir. Truong hop cac thong tin
can khai thac khong co trong Co s¢ dir liéu quoc gia vé
dan cu thi dé nghi nguoi yéu cau ké khai day du.

- B6i véi gidy to giri kém theo néu nguoi yéu cau ndp hod
so theo hinh thirc truc tuyén:

+ Ban chup cac gidy to giri kém theo hd so ghi chu ly
hén truc tuyén phai bao dam rd nét, day di, toan ven vé
ndi dung, 13 ban chyp bang may anh, dién thoai hoic
dugc chup, dugc quét b%mg thiét bi dién tu, tir giéy to
duoc cap hop 1€, con gia tri st dung.

+ Truong hop gidy to, tai liéu phai giri kém trong ho so
ghi chu ly hon truc tuyén da c6 ban sao dién tir hodc da
c6 ban dién tir gidy to ho tich thi ngudi yéu cau duoc sir
dung ban di¢n tir nay.

+ Truong hop nhan két qua (Trich luc ghi chd ly hon/ban
sao Trich luc ghi chii ly hdn) tai co quan dang ky ho tich,
nguoi co yéu cau ghi chu ly hon xudt trinh gidy to tuy
than, ndp cac gidy to 1a thanh phan hd so ghi chu ly
hontheo quy dinh phap luat ho tich.

- Gidy to do co quan c6 thim quyén ctia nudc ngodi cap,
cong chimg hodc xac nhan dé st dung cho viée dang ky
ho tich tai Viét Nam phai duoc hop phap hoa lanh sy theo
quy dinh cua phap ludt, trir truong hop duoc mién theo
diéu udc qudc té ma Viét Nam 1a thanh vién.

3.3

S6 lwong ho so: 01 bd

3.4

Yéu cau, diéu kién thye hién thi tuc hanh chinh

- Ban an, quyét dinh ly hon, hay két hon, van ban thoa thuan ly hon di co
hiéu lyc phéap luat hodc gidy to khac cong nhan viée ly hon do co quan co
thAm quyén cua nudc ngodi cap khong vi pham quy dinh cua Luat Hon nhan
va gia dinh.

- Viéc ly hén, hiy két hon cua cong dan Viét Nam do co quan c6 thim quyén
nudce ngoai giai quyét khong thude truong hop cd don yéu cau thi hanh tai
Vi¢t Nam hodc c¢6 don yéu cau khong cong nhan tai Viét Nam.

- Cong dan Viét Nam da ly hon, hay viée két hon & nude ngoai, sau do vé
nude thuong tri hodc lam thu tuc dang ky két hon méi tai co quan c6 tham
quyén ctia Viét Nam thi phai ghi cha ly hén. Trudng hop di nhiéu 1an ly hon
hodc huy viéc két hon thi chi 1am tha tuc ghi chu 1an ly hon, huy viéc két hon
gan nhat.
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3.5

Thoi gian xir ly

12 ngay.

3.6

Két qua thwe hién thi tuc hanh chinh:

- Trich luc ghi cha ly héon (ban chinh), ban sao Trich luc ghi cha ly hon
(trwong hop yéu cau cdp ban sao Trich luc ghi cha ly hon).

- Ban dién t& Trich luc ghi chu ly hén (Ban dién to §e tu d’(f)ng guri vé Kho
quan ly dir ‘liéu cua ca nhén/dj:a chi thu dién tu/thiét bi s6/dién thoai cua
nguoi yéu cau sau khi da hoan tat thu tuc ghi chu ly hon tai co quan dang ky
ho tich).

3.7

Noi tiép nhén va tra két qua

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

- BO phan Mot cira noi di ding ky két hon hodc ghi vao S6 ho tich viéc két
hon trude day thuc hién ghi cht ly hon.

Truong hop viéce két hon hoic ghi ch1'17 viéc két hon trude day thuc hién tai
S& Tu phép thi viéc ghi chu ly hon do Uy ban nhan dan cap huyén noi cu tra
cua cong dan Viét Nam thuc hién.

Truong hop viée két hon trude day dugc dang ky tai Uy ban nhan déan cap xa
thi viéc ghi cht ly hén do Uy ban nhin dan cip huyén cip trén thuc hién.

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

- Cong dan Viét Nam tir nudc ngoai vé thuong tra tai Viét Nam c6 yéu cau
ghi cht ly hon ma viéc két hon trude day dugce ding ky tai Co quan dai dién
hodc tai co quan c6 thAm quyén nudc ngoai thi viée ghi chi ly hon do Uy
ban nhéan déan cdp huyén noi cong dan Viét Nam thudng tra thuc hién.

- Cong dan Viét Nam cu tri & nude ngoai cd yéu cau ghi chu ly hon dé két
hén méi ma viéc két hon trude day dugc ding ky tai Co quan dai dién hodc
tai co quan c6 thAm quyén nudc ngoai thi viéc ghi cha ly hon do Uy ban
nhén dan cip huyén noi tiép nhan ho so két hén mai thyc hién.

- Truong hop cong dan Viét Nam khong thuong tra tai Viét Nam co yéu cau
ghi vao S6 ho tich viéc ly hon dé 1am thu tuc ding ky két hon méi tai co
quan c6 thim quyén cua Viét Nam, thi thyc hién tai Uy ban nhan dan cap
huyén noi da dang ky két hon truée day hodc noi dang ky két hon mai.

Hodc dia diém tiép nhan va tra két qua hd so theo Thong bao cua cép co
thAm quyén.
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3.8 | Phi, Lé phi
- Theo quy dinh tai Nghi quyét 07/2023/NQ-HDND: Khi t6 chirc, c4 nhan
ndp hd so thyc hién TTHC trén Cong Dich vu cong trude ngay 01/01/2026
thi muc thu Lé phi d6i voi dich vu cong truc tuyén bang Khong (Khong thu)
- Néu cong dan ndp ho so truc tiép tai UBND cap huyén: Lé phi: 50.000 dong
- Mién L¢ phi cho nguoi thude gia dinh ¢6 céng voi cach mang; nguoi thude
ho nghéo; nguoi khuyét tat.
- Phi cip ban sao Trich luc (néu c6 yéu cau): 8.000 déng/ban sao trich luc
3.9 | Quy trinh xir ly cong viéc
X Trang
. L. Biéu
TT Trinh tuw Trach 1 Thot | gy | thai
nhiém gian Két qui H(;
ctqua thong
HO so duoc ndp truc tiép tai BO
han Mot cira hodc giri ho
phan Mot ctra hodc giri ho so' qua Thanh
h¢ thong buu chinh X
phan
hodc ndp ho so truc tuyen trén ho
0 so
Cong dich vu cong quéc gia b
(https://dichvucong.gov.vn) hodc theo
Cong dich vu cong thanh pho Muc 3.2 .
(https://dichvucong.hanoi.gov.vn). Tai
Néu nop hé so truc tiép, cong dan To khai kh? an
ndp ho so tai BO phan Mot cia; ghi vao gom
ndp 16 phi ndu thudc trwong hop| S6 hé tich| Ten
phai nop 1& phi, nop phi cap ban| COng dan vige Iy Ba?g
B1 |sao Trich luc ghi chu ly hon néu hén r‘1hapA
c6 yéu cau cap ban sao Trich luc va Mat
ghi chu ly hén. Bidu méy | Khau
- Néu nép hé so truc tuyén, cong dién twr VNelD
dan truy cdp Cong dich vu cong twong tac
quoc gia hodc Cong dich vu cong ghi vao
thanh phé, dang ky tai khoan (néu Sé ho tich
chiwa co tai khoan), xac thuc viéc ly
nguoi dung, dang nhdp vao hé hon

thong, xdc dinh ding UBND cdp
huyén co tham quyén.
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Cong DVC két ndi véi CSDLDC
de khai thac céac truong thong tin
cua cong dan co6 trong CSDLDC.
Cong dan lya chon:

- Dich vu céng trye tuyén,

- UBND qudn, huyén, thi xa co
tham quyén

- Linh vuc Ho tich,

- Thu tuc ghi vao s0 hé tich viéc ly
hon, huy viéc két hon cua cong
dan Viét Nam da duoc giai quyét
tai co quan co tham quyén cua
nuoc ngoai

Céng dén cung cdp théng tin theo
biéu mau dién tw twong tac ghi
vao S6 ho tich viéc ly hon (cung
cdp trén Cong dich vu cong), dinh
kem ban chup hodc ban sao dién
tw cac gidy to, tai liéu theo quy
dinh; nop phi, lé phi thong qua
chirc nang thanh toan tryc tuyén
hoac bang cach thuc khac theo
quy dinh phap luat, hoan tdt viéc
nop ho so.

B2

Cong chirc BO phan Mot cua truy
cap Hé thong thong tin giai quyét
thtl tuc hanh chinh cua thanh phd
kiém tra tinh chinh xéc, d?ly du,
thdng nhét, hop 1é cia hd so.

(i) Truong hop ho so day da, hop
1éthi tiép nhan ho so; néu tiép nhan
ho so sau 15 gio thi ¢6 Phiéu hen,
tra két qua cho ngudi ¢ yéu cau
trong ngdy lam viéc tiép theo (néu
ngudi c¢6 yéu ciu lya chon hinh
thirc ndp ho so truc tiép) hoic gii
ngay Phiéu hen, tra két qua qua
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thu dién tir hodc giri tin nhin hen
tra két qua qua dién thoai di dong
cho nguoi ¢6 yéu cau (néu nguoi
c¢6 yéu cau lia chon hinh thirc ndp
hd so truc tuyén);

Sau khi tiép nhan ho so theo hinh| Céng | Trong | - Phiéu
thirc ndp truc tiép, cong chirc Bo| chic Bo | gio hanh | yéu cau
phan Mot ctra thuc hién s6 hdéa| phan chinh | bo sung,
(sao chup, chuyén thanh tai liéu| Mot cira hoan
dién tir trén hé thong thong tin, co thién ho
so dit lidu) va ky sb vao tai liéu, SO
hd so gidi quyéet thu tuc hanh - Phiéu
chinh di duoc sé hoda theo tr choi
quy dinh. tiép nhan
ii) Truong hop hd so chua ddy du, glalkquyet
Al A , . ho so
hop 1éthi c6 thong bao cho nguoi o
yéu cau bd sung, hoan thi¢n ho so, y Gla}i
T T A 1A tiép nhén
néu 10 loai gidy td, ndi dung can bo - .
2 R W ho so va
sung d€ nguoi co yéu cau bd sung, .
N A 2 hen ngay
hoan thién. Sau khi ho so duoc bo 9
A e tra két
sung, thuc hién lai budc (1); ,
. . qua
(i11)) Néu nguoi c6 yéu cau ghi
chu ly hon khong bd sung, hoan
thién duoc hdé so thi bao cao
Truéng BO phén tiép nhan ho so
c6 van ban tur choi giai quyét yéu
cau ghi cha ly hon.
Cong chiic BO phan Mot cua
chuyén hoé so da ti€p nhan dén| Céng
cong chirc Phong Tu phap qua HE| chic Bo
thong thong tin giai quyét thu tuc| phan Mot | 02 gio
hanh  chinh cia Thanh phd|cya; Cong | 1am viec
B3 | (Truong hop Hé thong thong tin|  chie H6 so
giai quyét thu tuc hanh chinh cua Phong
Thanh ph6 da lién thong voi HE| Ty, phap

théng dang ky, quan 1y ho tich cta
Bo Tu phap thi h¢ thong tu dong
chuyén ho so dén H¢ thong dang
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ky, quan ly ho tich cua Bo Tu
phap; Truong hop hé thong chua
tich hop chic nang tu dong
chuyén, cong chirc phong Tu
phap thuc hién chuyén hd so tur
Hé thdng thong tin giai quyét tha
tuc hanh chinh coa Thanh phd
sang Hé théng ding ky, quan ly
h tich cua BO Tu phap)

B4

- Cong chuc Phong Tu phéptham
tra hd so (thdm tra tinh théng
nhit, hop 1¢& cua cac thong tin
trong hd so, glay to, tai liéu do
ngudi yéu cau ndp, xudt trinh
hodc dinh kém).

+ Truong hop ho so can bo sung,
hoan thién hodc khong du diéu
kién giai quyet phai tir chdi thi
guri thong bao vé tinh trang hd so
to1 BO phan Mot ctra dé thong bao
cho nguoi ndp hd so — thuc hién
lai budc (i) hoac (iii);

+ Truong hop can phai kiém tra,
xac minh lam r6 hodac do nguyén
nhan khac ma khong thé tra két
qua dang thoi gian da hen thi
cong chuc Phong Tu phap lap
Phiéu xin 18i va hen lai ngay tra
két qua, trong d6 néu rd ly do
cham tra két qua va thoi gian hen
tra két qua, chuyén Bo phan Mot
ctra dé tra cho nguoi co yéu cau
(néu nguoi co yéu cau lwa chon
hinh thic ndp hd so truc tiép),
hodc gui Phiéu xin 181 va hen lai
ngay tra két qua qua thu dién tir
hodc gt tin nhén qua dién thoai
di dong cho ngudi cé yéu cau
(néu ngudi c¢6 yéu cau lya chon
hinh thirc ndp ho so truc tuyén).

Cong
chuc
Phong
Tu phap

05 ngay
lam viéc

- Thong
bao hd so
khong du
diéu kién
giai quyét/
thong bao

tra lai
hd so

- Phiéu

yéu cau

b sung,
hoan thién

hd so
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+ Néu thay yéu cau ghi cha ly hon
la phu hop quy dinh phap luat,
viéc ly hén, huy viéc két hon
khong thudc truong hop co6 don
yéu cdu thi hanh tai Viét Nam
hodc c6 don yéu cau khong cong
nhan tai Vi¢t Nam duogc dang tai
trén Cong thong tin dién tir cua
Bo Tu phap, truong hop tiép nhan
hd so ghi cha ly hontheo hinh
thuc truc tiép, thi cong chic
Phong Tu phap thuc hién viéc ghi
vao SO ghi chi ly hon, cap nhat
thong tin ghi cha ly hon trén Phan
mém ding ky, quan ly ho tich
dién tir dung chung.

Truong hop tiép nhan hd so ghi
chu ly hon theo hinh thuc truc
tuyén, cong chic Phong Tu phap
gui lai biéu mau Trich luc ghi cht
ly hon dién tir voi thong tin day
du cho ngudi yéu ciu qua thu
dién tir hogc thiét bi so.

Nguoi yéu ciu c6 trach nhiém
kiém tra tinh chinh xac, ddy du
cia cac thong tin trén biéu miu
Trich luc ghi cht ly hon dién tur
va xac nhan (t6i da mot ngay).

Néu ngudi c6 yéu cau xac nhan
thong tin di théng nhat, day du
hoic khong c6 phan hdi sau thoi
han yéu cau thi céng chirc Phong
Tu phap thuc hién viéc ghi ndi
dung vao S6 ghi cha ly hén, cip
nhat thong tin ghi cht ly hon va
luu chinh thictrén Phian mém
dang ky, quan ly ho tich dién tu
dung chung.
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Cong chac Phong Tu phap in
Trich luc ghi cht ly hon, trinh
Trudng Phong Tu phap ky, ky s6
Truong Phong Tuw phap ky Trich Truong | 05 ngay Tri(.:h h%c
B lluc ghi chi ly hon ban gidy, ky s6| spono | 1am viee | 2 MY
Trich luc ghi cha ly hén ban| phip " | lyhon;
dién tur Ho so
He
thong
gui tin
nhin
toi
email
Cong chac Phong Tu phap clia
chuyén két qua tir H¢ thong thong| Cong Trich luc | cong
tin dang ky, quan ly ho tich sang|  chye 02 gi> | ghichu dan
B6 | H¢ thong thong tin giai quyét thu Phong | 1am viéc | lyhén; | thong
tuc hanh chinh cia Thanh pho,| T, phap ' Hdso | baoda
Van thu UBND cap huyén, ban o6 két
giao B§ phan Mot cua qua
moi
cong
dan
dén
nhan
1. P& nghi cong dan xuét trinh
ban chinh gidy to tuy than, hd so
(Truong hop Co so dir lieu dan cu
da duoc tich hop, chia sé, két noi,
cong dan da co xac thuc d_il’{h
izg?tilsz l‘L't’,A, co;\ag‘dan fchong can| Cong - Trich Thfmg
giay to tuy than) chite B6 Trong luc ohi tin
B7 | 2. X nhn da d6i chiéu ban chinh |~ phgn | €10 hinh chaly | dong
3. Pé nghi cong dan ky vao To| Mot cura - hén bQ;VOI
khai va S6 theo quy dinh ciia luat| - Cong - S ghi Cong
h tich. dan chi ly Dvlﬁh
4. Thu phi cap ban sao trich luc hon cong
(néu co) (8.000d/ban trich luc) quéc
5. Pong dau cia UBND cip huyén gia
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6. Cong dan dugc nhan két qua
theo mdt trong cac phuong thuc
sau day:

+ Nhan ban dién tr Trich luc ghi
chu ly hon gui qua thu dién tu,
Kho quan ly dit li¢u dién tir cua ca
nhan do;

+ Nhan két qua 1a Trich luc ghi
cha ly hon théng qua hé thdng
buu chinh,;

+ Nhén két qua 1a Trich luc ghi
chu ly hon tai UBND cép huyén.
7. HO so, két qua giai quyét
TTHC duoc so hoa

Cong Trong
chuc gi0 hanh

Phong chinh
Tu phap

Thuc hién luu ho so theo quy dinh Hb so

Biéu mau

Biéu miu (Thong tu s6 01/2018/TT-VPCP cta Van phong Chinh phu)

T khai ghi cht ly hén (néu ndp hd so truc tiép) (Thong tu sb 04/2020/TT-
BTP cua B Tu phap)

Trich luc ghi cht ly hon (Théng tu s6 04/2020/TT-BTP ctia B6 Tu phap)

Biéu mau dién tir twong tac ghi chu ly hén (néu ndp ho so truc tuyén)
(Théng tu s6 03/2023/TT-BTP cta B Tu phéap)
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phic

TO KHAI GHI CHU LY HON

Kinh gtri: Uy ban nhan dan ...

Ho, chit dém, t&n NEWOT YEU CAU: ..o
Ngay, thang, nam SINh: ......ccoooviiiiiiice e
INOT CU T et et
GHAY 1O TUY thAN: ®) oo
Quan hé voi ngudi dugce ghi Chill: ....ooeiiiieee e
Pé nghi ghi vao s6 hd tich viée @..............cocoovveee da dwoc giai quyét tai
co quan c6 thAm quyén ciia nwéc ngoai cho nguwoi duéi diy:

Ho, chit dém, tEN: ..o e
Ngay, thang, nam SINh:.......cccooooiiiie e e
Gi6i tinh: @.cooeeeeeee, DAN tOC: P Qudc tich: @...............
GiAY 1O TUY thAN: @) oo,
Noi et tri hi€N NAY: @ .ot
NOi ctr tril trede Khi XUAL CANN: ...
NOi dAng KY KEt NON rEGC GAY: ..o
Da v6i ong/ba:

Ho, chit d€m teN: ........cooeiiiiieee e e
Ngay, thang, nam SINN: .......cccoooiiiiiiceeee e e e e
Gi6i tinh: @..ooveveveeeee. DAn tdc: @i Québc tich: @..............
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T6i cam doan nhitng ndi dung khai trén day l1a dung su that va chiu trach nhiém
truéc phap ludt vé cam doan cta minh.

Lam tai..., ngay ..... thang .... nam ........
Ngudi yéu ciu
(Ky, ghi vo ho, chit dém, tén)

Dé nghi cép ban sao?: Co LI, Khong L]
S6 lugng: ....... ban

Chu thich:

() Ghi 19 tén co quan thyc hién ghi cha ly héon.

@ Chi ghi trong trieong hop nguoi cé yéu cau dang ky hé tich chiea cé/khéng cung cdp sé
dinh danh ca nhan/can cwdc cong dan/thé can cuwdc/chirng minh nhdn dan.

Trwong hop phdi cung cdp théng tin “Noi cie trit” thi ghi theo noi dang ky thwong trii; néu
khéng co noi dang ky thuong tri thi ghi theo noi dang ky tam tru; truong hop khong co noi dang
ky thwong tru va noi dang ky tam tru thi ghi theo noi ¢ hién tqi.

®) Ghi 56 dinh danh cd nhén/cdn cide cong dan/thé can cude (vi du: Can cude cong dan s6
025188001010 do Cuc Canh sat QLHC vé TTXH cdp ngay 20/11/2021). Truong hop khong cé
s6 dinh danh cé nhan/can cwée cong dan/thé can cwde thi ghi giay to hop 1é thay thé (hé chiéu,
chitng minh nhan dan,...).

) Ghi r5 loai viée thuc té: ly hon hodc huy viéce két hon.

®) Ghi rd tén loai gidy to (Ban an/quyét dinh/ théa thuan/cac hinh thire khac), sd, tén co
quan, ngay thang nim cép gidy to chimg minh viéc ly hén/huy viéc két hon.

© Ghi 15 tén co quan nudc ngoai da giai quyét ly hon/huy két hon.

() Pé nghi ddnh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd s6 lugng.
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NOQI DUNG BIEU MAU HQ TICH BIEN TU TUONG TAC
GHI VAO SO HO TICH VIEC LY HON

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

(3) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H chiéu/Gidy to
hop I¢ thay thé); s0, ngay, thang, nam cap, co quan cap; ban chyup dinh kem;

(4) Noi cu tra (noi thuong tri/noi tam tra/noi dang sinh song);
(5) Quan hé voi nguodi dugc ghi chu;

(6) Bé nghi ghi cha (lwa chon 1 trong 2 loai viéc):

0o Ly hon

0 Hiy viéc két hon

I1. Thong tin bén nir

(7) Ho, chir dém, tén;

(8) Ngay, thang, nam sinh (tach biét riéng 03 truong thong tin ngay, thang, nam);
(9) Dan toc;

(10) Qudc tich;

(11) S6 dinh danh c4 nhan;

(12) 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 cap; ban chup dinh kém;

(13) Noi cu tra hién nay (noi thuong tri/noi tam trii/noi dang sinh song);

(14) Noi cu trl trude khi xuat canh;

(15) Noi dang ky két hon trudce day.

II1. Thong tin bén nam

(16) Ho, chir dém, tén;

(17) Ngay, thang, nam sinh (tach biét riéng 03 truong thong tin ngay, thang, nam);
(18) Dan tQc;

(19) Qudc tich;

(20) S6 dinh danh c4 nhén;



38 CONG BAO HA NOI/S6 277+278/Ngay 02-4-2025

(21) Gidy to tuy than: Loai gidy to sit dung (CCCD/CMND/HG chiéu/Giay to
hop 18 thay thé); sd, ngay, thang, nim cap, co quan cip; ban chup dinh kém.

(22) Noi cu trt hién nay (noi thudng tra/noi tam tra/noi dang sinh séng);
(23) Noi cu trd trude khi xuat canh;

(24) Noi dang ky két hon trudce day.

IV. Théng tin vé viéc ly hon

(25) Noi ly hon/hiy viéc két hon: tén co quan, tén qudc gia nude ngoai

(26) Gidy to ching minh viéc ly hén (Ban an/Quyét dinh/Gidy to hop 18 khac;
s0, ngay, thang, ndm cap);

(27) Bé nghi cap ban sao:

o Co

S6 luong ban sao yéu cau:...

o Khong

(28) Phuong thirc nhan két qua:

o Truc tiép

0 Truc tuyén (ban dién tir s& duoc giri vé Kho quan 1y dir liéu cta ca nhan/dja
chi thu dién tr/thiét bi s6/di¢n thoai cua nguoi yéu cau)

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

(29) Ho so dinh kém theo quy dinh.

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

* Truong hop céac thong tin vé gidy to chimg minh noi cu tra da duoc khai thac
tr CSDLQGVDC, dugc hé thong dién tu dong thi khong phai xuat trinh (theo hinh
thirc truc tiép) hoac tai 1én (theo hinh thire truc tuyén)

* Mau dién tir twrong tac ghi nhén thoi gian (gid, phit, gidy, ngay, thang, nim
hoan tat viéc cung cap thong tin); nguoi yéu cau trudc d6 da dang nhap vao hé
thong thong qua viéc xac thyc dién tir theo quy dinh.
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UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
..................................... ) Poc lap - Tw do - Hanh phuc
S6: @/TLGCLH el , ngay.........thang ........ nam...........

TRiICH LUC GHI CHU LY HON

Ho, chir dém, tén:

Ngay, thang, ndm sinh:

Gioditinh: ... Dantdc: ... Quéc tich:

Gidy to tly than:

Noi cu tru:

Puoc ghi vao s6 hd tich vide © ... di giai quyét tai nwéc ngoai

voi nguoi c6 tén dudi day:
Ho, chir dém, tén:

©Ngay, thang, ndm sinh:

Gidi tinh: ... Dantdc: Qu6c tich:
Gidy to tuy than:
Noi cu tru:
Theo:™ ..o SO A0 cip ngay./.
NGUOI KY TRICH LUC

(Ky, ghi ré ho, chit dém, tén, chirc vu, dong ddu)

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

“Ghi sb dang ky trong S6 ghi chii ly hon.

® Ghi 15 loai viée thyc té: 1y hon hodc huy viéc két hon.

© Néu trong giéy t chimg minh viée ly hén/hiy viée két hon khéng cé hodc ngudi yéu ciu ghi cha khéng cung cip
dugc thi dé trong.

©) Ghi 15 tén loai gié}{ td, s6, tén co quan, ngay thang nam cAp gidy to chimg minh viée ly hon/hity viéc két hon do
co quan c6 tham quyén nudc ngoai cap.
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PHAN GHI CHU NHUNG THONG TIN THAY DOI SAU NAY
S6 | Ngay, thang, nim (1:?1 dl:in;g glfl Ch?, Cin cir Hl:') , cl?u’ (?(;m, te;i’
TT ghi chl’l ong au vao ll()l ghi Chﬁ cnw y cua ngu’

dung da ghi chu)

thue hién ghi cha
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UY BAN NHAN DAN CONG HOA XA HOQI CHU NGHIA VIET NAM
................ 0 Doc 1ap - Tw do - Hanh phuc
S6: @ /TLGCLH-BS ... , Ngay......thang ....nam ............
TRICH LUC GHI CHU LY HON
(BAN SAO)

Ho, chir dém, tén:
Ngay, thang, nam sinh:
Giditinh: ... Dantdc: ...oooovivvieiiiiies Quéc tich:
Gidy to tiy than:
Noi cu tru:
Puogc ghi vao SO0 hd tich VIEC..........o.ovoeeeeeieeeeeeeeeeeen. ®da giai quyét tai

nwéc ngoai voi nguoi ¢6 tén duwdi day:
Ho, chir dém, tén:

4 Ngay, thang, nim sinh:

Giditinh: .....oooevveiiiine, Dan toc: ....ooovvveieeiiiiiieieeeeeee Qudc tich: wovvveeereen.
Gidy to tuy than:

Noi cu tru:

Theo:® .o Yo JO TR 4 (s YR cap ngdy .........
Tai®: oo Yo J TR ngay............ thang ........ nam......

Thuec hién trich luc tir:?

NGUOI KY TRiCH LUC

(Ky, ghi vo ho, chit dém, tén, chirc vu, dong ddu)
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Chu thich:
() Ghi tén co quan cap ban sao Trich luc ghi chi Iy 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 cip ban sao
Trich luc ghi chua ly hon.

) Ghi 16 loai viéc thuc té: ly hén hoac hay viéc két hon.

) Ghi theo thong tin c6 trong S6 ghi chi ly hon, néu khong ¢ thong tin thi dé trong.

®) Ghi 16 tén loai gidy td, sd, tén co quan, ngy thiang nim cap gidy to ching minh viéc ly
hon/hity viée két hon do co quan c6 thim quyén nudc ngoai cap.

© Ghi tén co quan dang ky ho tich da thuc hién viéc ghi chi ly hon, s6, ngay, thang, nim
ghi vao S6 ho tich viéc ly hon.

™ Tuy theo cach thirc thuc hién, ghi 1 cin ctr cip ban sao tir: S6 ghi cha ly hon hoic Co s&
dir 1iéu ho tich dién tur.
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12. Thii tuc ghi vao S6 hd tich viéc hd tich khac ciia cong dan Viét Nam da

dwoc gidi quyét tai co quan c6 tham quyén ciia nwéce ngoai (khai sinh; giam
ho; nhan cha, me, con; xac dinh cha, me, con; nudi con nudi; khai tir; thay doi
ho tich) (QT-QH-12)

Muc dich

Quy trinh nay quy dinh trinh ty va cach thic giai quyét yéu cau ghi vao so ho
tich viéc ho tich khic cua cong dan Viét Nam da duoc giai quyét tai co quan
c6 thdm quyén cua nudc ngoai (khai sinh; giam hd; nhan cha, me, con; xac
dinh cha, me, con; khai tir; thay d6i ho tich) thudc tham quyén giai quyét cua
UBND cip huyén

Pham vi

Ap dung d6i v6i ca nhan c6 nhu ciu ghi vao sd ho tich viéc ho tich khac cua
cong dan Viét Nam di duogc giai quyét tai co quan co thdm quyén ciia nudc
ngoai (khai sinh; gidm ho; nhan cha, me, con; xac dinh cha, me, con; khai tir;
thay d6i ho tich).

Cong chuc thuoc Phong Tu phap, Bo phan Mét ctra (TN&TKQ) va don vi ¢o
lién quan chiu trach nhi€m thyc hién Quy trinh nay

3 | Noi dung quy trinh
3.1) Co sé phap Iy
- Luat HO tich nam 2014;

- Luat Tha d6 ngay 28/6/2024;

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

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

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phu sira ddi, bo
sung mot sd diéu cua cac nghi dinh lién quan dén viéc ndp, xuét trinh s6 ho
khau, s6 tam trG gidy khi thuc hién thi tuc hanh chinh, cung cp dich vu cong;
- Nghi dinh s6 07/2025/ND-CP ngay 09/01/2025 ciia Chinh phii sira d6i, b6 sung
mét sé diéu cua cdc Nghi dinh trong linh vuc ho tich, quéc tich, chung thuc;

- Thong tu sb 04/2020/TT-BTP ngay 28/5/2020 ctia B Tu phap quy dinh chi
tiét thi hanh mot sé diéu cia Luat Ho tich va Nghi dinh s6 123/2015/ND-CP
ctia Chinh phu quy dinh chi tiét mot sb diéu va bién phép thi hanh Luét Ho tich;
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- Thong tur s6 01/2022/TT-BTP ngay 04/01/2022 ctia B Tu phép quy dinh chi
tiét mot sd didu va bién phap thi hanh Nghi dinh sé 87/2020/ND-CP cuia Chinh
phu quy dinh vé Co so dir liéu ho tich dién tir, ddng ky ho tich truc tuyén;

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

- Thong tu s6 04/2024/TT-BTP ngay 06/6/2024 cua Bo Tu phap sira ddi, bo
sung mot sd diéu ctia Thong tu s6 02/2020/TT-BTP ciia B6 Tu phap ban hanh,
huéng din sir dung, quan 1y mau s6 qubc tich va mau gidy to vé qudc tich va
Thong tu s6 04/2020/TT-BTP cua Bo Tu phap quy dinh chi tiét thi hanh mot
s6 diéu cua Ludt Ho tich va Nghi dinh s 123/2015/ND-CP cta Chinh phu
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 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& dir 1iéu hg tich, phi xac nhan co quéc tich Vi¢t Nam, phi xac nhan
13 nguoi gbe Viét Nam, 18 phi qudc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 caa Bo Tai chinh hudng dan
vé phi va 1é phi thudc thAm quyén quyét dinh ctia Hoi dong nhan dan tinh,
thanh phd tryc thudc Trung uong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 ctaBo Tai chinh sira d6i,
bd sung mot sd diéu cua Thong tu sd 85/2019/TT-BTC cua Bo Tai chinh
huéng dan vé phi va 1& phi thudc thim quyén quyét dinh cua Hoi dong nhan
dan tinh, thanh phé tryc thudc Trung wong.

- Quyét dinh s6 85/QD-BTP ngay 14/01/2025 cta Bo Tu phép ban hanh cong
b6 thu tuc hanh chinh méi ban hanh dwogc stra doi, bd sung trong linh vuc ho
tich thuc hi¢n tai co quan dang ky ho tich thuoc pham vi chitc 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 sé quy dinh thu phi, 18 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 ctia HDND thanh phd Ha
Noi1 vé viéc thu phi, 1€ phi thudc tham quyén quyét dinh caa HDND Thanh
phé trén dia ban thanh phé Ha Noi;
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- Quyét dinh sb 100/QD-TTPVHCC ngay 18/02/2025 cua Giam ddc Trung
tam phuc vu hanh chinh cong thanh phdé Ha Noi vé viéc cong bé Danh muc
thu tuc hanh chinh mé&i ban hanh, thu tuc hanh chinh sira d6i, bo sung va thu
tuc hanh chinh bi bai bd trong linh vuc hd tich, quéc tich, chimg thyc va nuoi
con nudi thudc thim quyén cia S¢ Tu phap, UBND cip huyén va UBND cip

xa thanh ph Ha Noi.

3.2

Thanh phan ho so

Ban
chinh

Ban
$ao0

- To khai ghi vao Sé hé tich viéc khai sinh/To khai ghi vao Sé
ho tich viéc khai tuw/To khai ghi vao S6 hé tich viéc nudi con
nuoi/To khai ghi vao Sé6 hé tich viéc giam ho, nhan cha, me,
con/To khai ghi vao S6 hé tich cdc viée hé tich khéc theo mau
(néu nguoi c6 yéu cau lira chon nép ho so theo hinh thire truc
tiép hodc giri hé so qua hé thong buu chinh);

- Mau ho tich dién tu tuong tacghi vao S6 ho tich viéc khai
sinh/khai tr/nudi con nuoi/ giém ho,nhan cha, me,con/ Mau ho
tich dién tr tuong tacghi vao S6 ho tich cac viée ho tich khac
(do nguodi yéu cau cung cap thong t1n theo huéng dan trén
Cong dich vu cong néu nguoi cé yéu cau lya chon ndp hd so
theo hinh thirc truc tuyén).

- Nguoi cd yéu cau ghi vao S6 ho tich cac viéc ho tich
khacthuc hién viéc ndp/xuat trinh (theo hinh thuc truc tiép)
hodc tai 1én (theo hinh thirc truc tuyén) cac giay to sau:

* Gidy to phai np:
- Béan sao gidy to ching minh viéc ho tich di duoc giai quyét
tai co quan c6 tham quyén cta nudc ngoai.

- Van ban uy quyén (duoc ching thuc) theo quy dinh cia phap
luat trong truong hop Gy quyén thuc hién viéc ghi chi. Trudng
hop nguoi dugce uy quyén la 6ng, ba, cha, me, con, vo, chéng,
anh, chi, em rudt cia ngudi Uy quyén thi vian ban ay quyén
khong phai chung thuc.

* Gidy to phai xuit trinh:

- H$ chiéu/Chirng minh nhdn dan/Thé can cwée cong dan/Thé
can cuoc/Can cuoc dién tw/Gidy chung nhdan can cudc hoac
cac giay to khac c6 dan anh va thong tin ¢4 nhan do co quan

c6 tham quyén cap, con gia tri sit dung dé chiing minh vé nhan
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than cta ngudi c6 yéu cau ghi vao S6 ho tich cac viéc ho tich
khac. Truong hop cac thong tin ca nhan trong cac gidy to nay
da c¢6 trong CSDLQGVDC, CSDLHTDT, duogc hé thong dién
tu dong thi khong phai tai 1én (theo hinh thic truc tuyén);

- Gidy to co gia tri ching minh thong tin vé cu tra trong
trudng hop co quan ding ky ho tich khong thé khai thac duoc
thong tin vé noi cu tri cua céng dan theo cac phuong thic
quy dinh tai khoan 2 Piéu 14 Nghi dinh sé 104/2022/ND-CP.
Trudng hop cac thong tin vé gidy to ching minh noi cu tra
da duoc khai thac tir Co s dit liéu quéc gia vé dan cu bang
cac phuong thic nay thi ngudi ¢ yéu cau khong phai xuat
trinh (theo hinh thuc tryc tiép) hodc tai 1én (theo hinh thuc
truc tuyén).

Truong hop gii hd so qua hé thdng buu chinh thi phai gui
kém theo ban sao cé chung thuc cic gidy to phai xuit trinh
néu trén.

* Luuy

- Ddi véi gidy to ndp, xuét trinh néu ngudi yéu cau nop ho so
theo hinh thirc truc tiép:

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

+ Nguoi yéu cau ding ky ho tich co thé ndp ban sao chimg
thuc tir ban chinh hodc ban sao duoc cip tir s6 gdc hodc ban
chup kém theo ban chinh gidy t& dé ddi chiéu. Truong hop
ngudi yéu cau ndp ban chup kém theo ban chinh gidy to thi
nguoi tiép nhan co trach nhiém kiém tra, ddi chiéu ban chup
v6i ban chinh va ky xac nhan, khéng duge yéu cau nguoi di
ding ky ndp ban sao gidy to do.

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

Nguoi tiép nhén hd so thuc hién khai thac thong tin trong Co
so dir liéu quéc gia vé dan cu theo quy dinh phap ludt néu
ngudi yéu cau ding ky ho tich da cung cap ho, chit dém, tén;
ngdy, thang, ndm sinh; s6 dinh danh cé nhén/thé can cude
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cong dan/thé can cu“éc/chd“ng minh nhan ddn/can cuoc dién
tie. Truong hop cac thong tin can khai thac khong co trong Co
so dir liéu qubc gia vé dan cu thi dé nghi ngudi yéu cau ké
khai day du.

- béi vé6i gidy to giri kém theo néu ngudi yéu cau ndp hd so
theo hinh thirc truc tuyén:

+ Ban chup céac gidy to gii kém theo hd so cau ghi vao S6 hod
tich cac viéc ho tich khac truc tuyén phai bao dam rd nét, day
du, toan ven vé ndi dung, 1a ban chup bang may anh, dién
thoai hodc dugc chup, dugc quét béng thiét bj dién tir, tir giéy
to duoc céip hop ¢, con gia tri st dung.

+ Truong hop gidy to, tai lidu phai giri kém trong hd so ghi
vao S6 ho tich cac viéc ho tich khéc truc tuyén di co ban sao
dién tr hodc dd c6 ban dién tir gidy to ho tich thi nguoi yéu
cau dugce st dung ban di¢n tu nay.

+ Truong hop nhan két qua (Trich luc ghi vao S6 ho tich viéc
khai sinh/Trich luc ghi vao S6 ho tich cac viéc ho tich
khac/ban sao Trich luc ghi vao S6 hd tich viéc khai sinh/ban
sao Trich luc ghi vao S6 ho tich cac viée ho tich khac) tai co
quan dang ky ho tich, nguoi co yéu cau ghi vao SO ho tich cac
viée ho tich khac phai xuat trinh gidy to tuy than, ndp cac gidy
to 13 thanh phan hd so ghi vao S6 ho tich cac viéc ho tich
khactheo quy dinh phap luat ho tich.

- Gidy to do co quan ¢ thim quyén ctia nudc ngoai cap, cong
chtmg hoic xac nhin dé sir dung cho viéc dang ky ho tich tai
Viét Nam phai dugce hop phép hoa lanh su theo quy dinh cua
phap luat, trir truong hop dugc mién theo diéu udc qudc té ma

Viét Nam la thanh vién.

33

S6 lwong ho s0:01 bod

34

Yéu cau, diéu kién thwe hién thii tuc hanh chinh

Khoéng cé

3.5

Thoi gian xir ly

Ngay trong ngay tiép nhan hd so, trudng hop nhan hd so sau 15 gid ma khong
gidi quyét dugc ngay thi tra két qua trong ngay lam viéc ti€p theo. Trong
truong hop phai xac minh thi thoi han giai quyét khong qua 03 ngay lam viéc.

3.6

Két qua thye hién thi tuc hanh chinh:
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- Trich lyc ghi vao Sb ho tich viéc khai sinh/Trich luc ghi vao S6 ho tich cac
viéc ho tich khéc (ban chinh), ban sao Trich luc ghi vao S6 hé tich viéc khai
sinh/ban sao Trich luc ghi vao S6 ho tich cac viéc ho tich khac (trudng hop
yéu cau cdp ban sao Trich luc ghi vao S6 ho tich viéc khai sinh/ban sao Trich
luc ghi vao S6 ho tich cac viéc ho tich khac).

- Ban dién tur Trich luc ghi vao s6 ho tich viéc khai sinh/ Ban dién ta Trich luc
ghi vao s6 ho tich cac viée ho tich khac (Ban dién tir s& tu dong gui vé Kho
quan 1y dir liéu dién tir ctia c4 nhan/dja chi thu dién tu/thiét bi sé/dién thoai
cua nguoi yéu cau sau khi da hoan tat thu tuc ghi vao S6 hd tich cac viée ho
tich khéc tai co quan dang ky ho tich).

3.7

Noi tiép nhin va tra két qua

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

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

- Bo phan Mot cira (TN&TKQ) noi cu tri cta cong dan Viét Nam ghi vao S6
ho tich viéc khai sinh; giam hQ; nhan cha, me, con; xac dinh cha, me, con;
nudi con nudi; thay doi ho tich da dugc giai quyét tai co quan c6 tham quyén
cua nudc ngoai.

UBND huyén noi cu tra cia ngudi ¢6 trach nhiém khai tir ghi vao S6 ho tich
viéc khai tir da duoc giai quyét tai co quan c6 tham quyén cua nudc ngoai.
Hoic dia diém tiép nhan va tra két qua hd so theo Thong béo cia cip co
tham quyén.

3.8

Lé phi, Phi

- Theo quy dinh tai Nghi quyét 07/2023/NQ-HDND: Khi t6 chirc, ca nhan nop
hd so thyc hién TTHC trén Cong Dich vu cong trude ngay 01/01/2026 thi
murc thu Lé phi d6i véi dich vu cong truc tuyén bang Khong (Khong thu)

- Néu cong dan ndp ho so truc tiép tai UBND cap huyén: Lé phi: 50.000 dong

- Mién Lé phi cho ngudi thudc gia dinh c6 cong voi cach mang; ngudi thudc
ho nghéo; nguoi khuyeét tat.

- Phi cip ban sao Trich luc (néu ¢ yéu cau): 8.000 dong/ban sao trich luc

3.9

Quy trinh xir ly cong viéc

TT

Trang
Trach Théi gian Bié!l miu | thai
nhiém /Két qua Hé
théng

Trinh tyw
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HO so duoc ndp truc tiép tai BO
phan Mgt cura hoac qua buu chinh
hoic truc tuyén tren Cong dich vu
cong qudc gia
(https://dichvucong.gov.vn) hoac
Cong dich vu cong thanh phd Thanh phan
(https://dichvucong.hanoi.gov.vn). hd so
- Néu ndp hd so truc tiép, cong dan theo
nop hd so ghi vao S6 ho tich cac Muc 3.2
viéc hd tich khac tai BO phan Mdt
cta; ndp I¢ phi néu thudc truong
hop phai nop 1& phi; ndp phi cip
Bl ban sao Trich luc hd tich tuong
mg néu co yéu cau.
- Néu nop hd so truc tuyén, ngudi Tai
c6 yéu cau ghi vao S6 ho tich cac 2 x | khoan
viéc ho tich khac truy cap Cong B1§11 m:‘lu gdm
dich vu cong qubc gia hoic Cong dl@l’ltll:’ Tén
dich vu cong thanh phd, ding ky |Cong dén tLrong tac; Dang
tai khoan (néu chua c6 tai khoan), g}n .Vao Sf) nhap va
xac thuc nguoi dung theo huodng ho tich VG| Mat
dan, diang nhap vao hé théng, Xac . kha | khau
dinh ding UBND cip huyén co §lnh{khal VNelD
thim quyén. tu:/nl.ml'con
nuoi/giam

Cong DVC két néi véi CSDLDC
dé khai thac cac truong thong tin
cua cong dan co6 trong CSDLDC.

Cong dan lua chon:

- Dich vu céng tryc tuyén,

- UBND quan huyén, thi xa co
tham quyén

- Linh vuc HO tich,

- Thu tuc ghi vao s6 hé tich cdc viée
ho tich khac cua céng dan Viét Nam
da dwoc glal quyét tai co quan cé
tham quyén ciia nudc ngodi

ho,nhan cha,
me,con/Biéu
mau dién tor
tuong tac
ghi vao S6
ho tich cac
viéc ho tich
khac
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Cong dan cung cdp thong tin theo
Biéu mau dién tir twong tac ghi vao
S6 ho tich viéc khai sinh/khai
tir/nudi con nudi/giam ho,nhan cha,
me,con/Biéu mau dién tir tuong tac
ghi vao S6 ho tich céac viéc ho tich
khac (trén Céng dich vu cong),
dinh kém ban chup hodc ban sao
dién tir cac gidy to theo quy dinh;
ndp phi thong qua chirc ndng thanh
toan truc tuyén hoic bang cach
thirc khac, hoan tat ndp hd so.

B2

Cong chuc B§ phan Mot cua truy
cap Hé thdng thong tin giai quyét
thu tuc hanh chinh ctia thanh phd
kiém tra tinh chinh xac, d?xy du,
thdng nhét, hop 1¢ ciia hd so.

(i) Trudong hop hd so day du, hop
1éthi tiép nhan hd so; néu tiép nhan
hé so sau 15 gio thi c6 Phiéu hen,
tra két qua cho ngudi co yéu cau
trong ngdy lam viéc tiép theo (néu
ngudi c6 yéu ciu lwa chon hinh
thirc ndp ho so truc tiép) hodc gui
ngay Phiéu hen, tra két qua qua thu
dién t&r hoac gui tin nhén hen tra
két qua qua dién thoai di dong cho
ngudi cd yéu cau (néu nguoi co
yéu cau lua chon hinh thirc nop hd
SO truc tuyén);

Sau khi tiép nhan hd so theo hinh
thire ndp truc tiép, cong chirc BoO
phan Mot cira thyc hién s6 hoa
(sao chup, chuyén thanh tai liéu
dién tr trén hé théng thong tin, co
so dit lidu) va ky s6 vao tai liéu, hd
so giai quyét thi tuc hanh chinh da
dugc sb hoa theo quy dinh.

Cong
chuc Bo
phan
Mot cura

Trong gid
hanh
chinh

- Phiéu yéu
cau bd
sung, hoan
thién ho so
- Gidy tiép
nhén ho so
va hen
ngay tra
két qua
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ii) Truong hop hd so chua day du,
hop 1€, thi c6 thong bido cho nguoi
yéu cau bo sung, hoan thién ho so,
néu rd loai gidy t&, ndi dung can bd
sung dé nguoi c¢6 yéu cau bd sung,
hoan thién. Sau khi hd so dugc bd
sung, thuc hién lai budce (i);

(iii) Truong hop ngudi co yéu cau
ghi vao SO ho tich céc viée ho tich
khac khong bod sung, hoan thién
duoc ho so thi bao cao Trudng Bo
phan Mot ctra ¢6 thong bao tir chdi
gidi quyét yéu cau ghi vao SO ho
tich cac viéc ho tich khac.

B3

Cong chic BO phan Mot cua
chuyén hd so da tiép nhan dén
cong chic Phong Tu phap qua Hé
théng thong tin giai quyét thu tuc
hanh chinh cta Thanh phd (Truong
hop Hé théng thong tin giai quyét
thu tuc hanh chinh ctia Thanh phd
da lién thong véi Hé théng ding
ky, quan 1y ho tich cia B§ Tu phap
thi hé thong tu dong chuyén ho so
dén Heé thdng dang ky, quan 1y ho
tich cia Bo Tu phap; Trudong hop
hé thong chua tich hop chuc ning
tu dong chuyén, cong chirc phong
Tu phép thuc hién chuyén ho so tir
Hé théng thong tin giai quyét tha
tuc hanh chinh ctia Thanh phd sang
Hé théng dang ky, quan 1y ho tich
cua Bo Tu phap)

Cong
chuc Bo
phan
Mot
cua;
Cong
chuc
Phong
Tu phap

Trong gio
hanh
chinh

Phiéu kiém
soat qua
trinh giai
quyét hd
SO; HO so
(truong
hop hd so
ban giy)
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B4

- Cong chitc Phong Tu phap thadm
tra hd so (tham tra tinh thong nhat,
hop 1& cta cac thong tin trong ho
s0, gidy to, tai liéu do ngudi yéu
cau ndp, xuat trinh hodc dinh kém).
+ Trudng hop hd so can bd sung,
hoan thién hodc khong du diéu
kién giai quyét, phai tir chdi thi gui
thong bao vé tinh trang hd so t6i
B6 phan Mot cira dé théng bao cho
ngudi nép hd so — thuc hién lai
budc (ii) hoac (iii);

+ Truong hop can phai kiém tra,
xac minh lam rd hoac do nguyén
nhan khac ma khéng thé tra két qua
ding thoi gian da hen thi cong
chic lam coéng tic ho tich 1ap
Phiéu xin 16i va hen lai ngay tra két
qua, trong d6 néu rd ly do cham tra
két qua va thoi gian hen tra két
qua, chuyén BO phan Mot cta dé
tra cho ngudi c6 yéu cau (néu
ngudi cd yéu cau lya chon hinh
thirc nop hd so truc tiép), hodc guri
Phiéu xin 161 va hen lai ngay tra két
qud qua thu dién to hodc gui tin
nhin qua dién thoai di doéng cho
ngudi ¢ yéu cau (néu nguoi co
yéu cau lya chon hinh thirc ndp hod
S0 truc tuyén).

+ Néu thay yéu cau ghi vao S6 ho
tich du diéu kién, phu hop quy dinh
phap luat, truong hop tiép nhan ho
so ghi vao S6 ho tich cac viéc hd
tich khac theo hinh thirc truc tiép,
thi cong chirc Phong Tu phap thuc
hién vi€c ghi ndi dung ghi cha vao

Cong
chuc
Phong
Tu phap

- 02 gio
lam viéc
doi véi ho
so khong
phai xac
minh;
Trong
truong
hop phai
xac minh
thi thoi
han giai
quyét
khong
qua 01
ngay lam
viéc.

- Thong
b4o ho so
khong du
diéu kién
giai quyét/
thong bao

tra lai
hé so
- Phiéu yéu
cau bd
sung, hoan
thién hd so




CONG BAO HA NOI/S6 277+278/Ngay 02-4-2025

53

S6 ho tich, cap nhat thong tin ghi
vao SO ho tich cac viéc hd tich
khac va luu chinh thic trén Phan
mém ding ky, quan 1y ho tich dién
tor dung chung.

Truong hop tiép nhan hd so ghi
vao SO hd tich cic viéc ho tich
khac theo hinh thirc truc tuyén,
cong chuc Phong Tu phap gui lai
biéu mau Trich luc ghi vao S6 ho
tich viéc khai sinh/Trich luc ghi
vao SO h¢ tich cic viéc ho tich
khac dién ttr cho nguoi yéu cau qua
thu dién tir hodc thiét bi so.

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

Néu ngudi co yéu cdu xac nhan
thong tin d3 thoéng nhat, diy du
hoic khong c6 phan hdi sau thoi
han yéu cau thi cong chitc Phong
Tu phap thuc hién viéc ghi noi
dung ghi cha vao S6 ho tich, cap
nhat thong tin ghi vao S6 ho tich
cac viéc ho tich khac va luu chinh
thire trén Phan mém ding ky, quan
1y ho tich dién tir dung chung.

- Cong chuc Phong Tu phéap in
Trich luc ghi vao S6 ho tich viéc
khai sinh/Trich luc ghi vao S6 ho
tich cac viéc ho tich khac, trinh
Truéng Phong Tu phap ky, ky s6
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- 02 gio
lam viéc
doi voi ho
so khong
hai xa Trich 1
Truéng Phong Tu phap ky Trich i xa.lc r.1c‘ ucx
> P o i minh; ghi vao S6
luc ghi vao S6 hd tich viéc khai T ho tich
sinh/Trich luc ghi vao S6 ho tich| . . rong - T
a A 1. .z | Truong | truong | viée khai
B5|cac viéc ho tich khac ban giay, ky . S ,
X N QAR LA g > | phong | hop phai | sinh/Trich
s0 Trich luc ghi vao S6 hd tich viéc ;i SO o
.o , .+ i 1A | Tuphap | x4&¢c minh | luc ghi vao
khai sinh/Trich luc ghi vao S6 ho . 2.
. , A N L , , thi tho1 | S6 ho tich
tich cac viéc ho tich khac ban AR
didn ti han giai |cac viéc ho
1en tu X . .
quyét tich khac
khong
qua 01
ngay lam
viéc
He¢
thong
gui tin
Cong chirc Phong Tu phap chuyén| - Cong nlel';?afl
két qua tir Hé thong thong tin dang| chuc ciia
ky, quan 1y ho tich sang Hé thong| Phong con
thong tin giai quyét thii tuc hanh| Tu phap | 02 gid ne
B6| ., \ . £ \ n Lo dan
chinh cua Thanh pho, hoan thién |- Van thy| lam viéc n
A X < £ ) thong
ho so, chuyén Van thw UBND cap| UBND bio da
huyén, ban giao két qua cho BO| cép o6 két
phan Mot cura. huyén qué mii
cong
dan dén
nhan

B7

1. D& nghi cong dan xuét trinh ban
chinh gidy to tiy than, hd so
(Truwong hop Co so dir lieu dan cuw
da dwoc tich hop, chia se, két noi,
cong dan dd co xdc thyc dinh danh
dién tir, cong dan khéng can xudt
trinh gidy to tiy thdn)
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2. Xé4c nhan da déi chiéu ban chinh
3. P& nghi cong dan ky vao To
khai va Sb theo quy dinh cua luat
ho tich.
4. Thu phi cdp ban sao trich luc
(néu co) (S'OOOd/b an mCh,h-lC) - Cong | Trong gi0 | - Trich luc | Thong
5. Pbong dau cua UBND cap huyén | .hic B6| hanh ghi vao Sé | tin
6. Cong dan nhén ket qua theo mot| phan chinh ho tich ddng
trong cac phuong thuc sau day: Mot cira viéc khai | bo véi
+ Nhén ban dién tu Trich luc ghi| _ Cong sinh/Trich | Cong
vao So hd tich? viéc khai sinh/Trich|  3an luc ghi vao | Dich
luc ghi vao SO ho tich cac viéc ho So ho tich | vu
tich khac gui qua thu dién t, Kho cac viéc ho | cong
quan ly dir liéu dién tir cua ca nhan tich khac quéc
d6 hoic thiét bi sd, thong qua phuong gia
phap truyén s6 liéu phu hop;
+ Nhan két qua théng qua buu chinh;
+ Nhén két qua tai UBND cap huyén.
7. Ho so, két qua giai quyét TTHC
duoc s6 hoa
Cong | Trong gio
o \ . chuce hanh N
B8| Thuc hién Iuu hoé so theo quy dinh Phong chinh HO so
Tu phap

Biéu mau

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

To khai ghi vao s6 ho tich viée: khai sinh/khai ti/giam hg, nhan cha, me,
con/cac viée ho tich khac (néu ndp hd so truc tiép) (Thong tu sb 04/2024/TT-

BTP cua B Tu phap)

Trich lyc ghi vao s6 ho tich viéc khai sinh/ Trich luc ghi vao s6 ho tich cac
viéc hg tich khac (Thong tu s6 04/2020/TT-BTP cua B§ Tu phap)

Biéu miu dién tir tuong tac ghi vao s6 ho tich viéc khai sinh/ Trich luc ghi vao
sO ho tich cac viéc hd tich khac (néu ndp ho so truc tuyeén) (Thong tu so

03/2023/TT-BTP ctua Bo Tu phap)
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phic

TO KHAI GHI VAO SO HOQ TICH VIEC KHAI SINH

Kinh gti: @ Uy ban nhan dan ...

Ho, chit dém, t8n NEWOT YEU CAU ......ovvieeeeeeeeeeeeeeee el
Ngay, thang, nam Sinh: .........cccoooiiiiiiii e

NOT CU I B oo et e e e e e e e e e e et ee e e e e e e e e e e s eeseeeenaans

Quan hé véi ngudi duge ghi vao S6 ho tich viec khai sinh: . ....ooovveeeeeceveaennann
Pé nghi co quan ghi vao So hd tich viéc khai sinh cho ngudi c6 tén dwéi day:

Ho, chit d€m, t8N: ...........oooviiiiii et

NOT SINN: et e e et e e e e ae e e e etaee e eaaaeeenneeas
QUE QUAN: it te e ettt e e et e e e e ta e e e etteeeeestbeeeetaaeaennbbeeennsaaaeans
Ho, chir dém, tén NGUoi ME:...........ccoiiiiiiiiicie e
Nam sinh: @ oo, Dan tdc: @i Qudc tich: @.............
INOT CU T @) Lo ettt ettt etee e
GIAY 1O 1Y ThAN: B) oo
Ho, chir dém, tén ngudi cha:................ccooooiiiiii e,
Nam sinh: @...c.ooeveeen. Dan toc: @ Qubc tich: @ ..o,

GIAY 1O 1Y ThAN: B) oo
D3 dugce dang ky khai sinh tai® ........ocooiiiiiie e,
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Gidy khai sinh 6 © .....ooooveeeeeeeeen cAp ngdy............. A [ e,

T6i cam doan nhitng ndi dung khai trén day la dung su that va chiu trach
nhiém trudc phap luat vé cam doan ctia minh.

Lam tqi: .................. , ngay ......... thang ......... nam ............

Ngudi yéu cau
(Ky, ghi ro ho, chir dém, tén)

Dé nghi cap ban sao Gidy khai sinh ®: Co |:|, Khong L]
S6 luong:............ ban

Chii thich:

(OGhi 1 tén co quan ghi vao S6 ho tich viéc khai sinh

@Chi ghi trong trieong hop nguoi cé yéu cau dang ky ho tich chwa cé/khéng cung cdp sé
dinh danh cd nhan/can cudc cong dan/chirng minh nhan dan.

Trwong hop phdi cung cdp théng tin “Noi cie trii” thi ghi theo noi dang ky thwong trii; néu
khong co noi dang ky thuong tri thi ghi theo noi dang ky tam tri; truong hop khong co noi dang
ky thuwong tru va noi dang ky tam tru thi ghi theo noi ¢ hién tqi.

®) Ghi s6 dinh danh cd nhén/can cude céng dan/thé cian cude(vi du: Can cwée cong dan s6
025188001010 do Cuc Canh sat QLHC vé TTXH cap ngay 20/11/2021). Truong hop khong cé
s6 dinh danh cé nhan/can cwéc cong dan/thé can cwée thi ghi gidy to hop 1é thay thé (hé chiéu,
chung minh nhan dan,...).

@) Ghi ddy du ngay, thang sinh cta cha, me (néu co).
) Ghi rd tén co quan, tén qudc gia nudc ngoai da ding ky khai sinh.

©) Ghi sd, ngdy, thang, nim co quan nudc ngoai cap Gidy khai sinh hodc gidy to co gid tri
tuong duong Gidy khai sinh.

() Pé nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd s6 lugng.
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NOQI DUNG BIEU MAU HQ TICH BIEN TU TUONG TAC
GHI VAO SO HO TICH VIEC KHAI SINH

I. Thong tin vé nguwoi yéu cau

(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 véi ngudi duge ghi vao s6 ho tich viée khai sinh.

II. Thong tin vé nguoi dwoc khai sinh

(6) Ho, chir dém, tén;

(7) Ng:c‘ly, thang, nam s%nh (tach bigt ri,éng 03 truc‘)"ng thong tin ngay, thang,
nam; h¢ thong tu dong chuyén ndi dung tir s6 sang ghi bang chit);

(8) Gidi tinh;

(9) Dan tdc;

(10) Qudc tich;

(11) Noi sinh;

(12) Qué quéan.

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

(13) Ho, chir dém, tén;

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

(15) Dan toc;

(16) Qudc tich;

(17) S6 dinh danh c4 nhén;

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

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

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

(20) Ho, chir dém, tén;

(21) Ngay thang nam sinh (tach biét riéng 03 truong thong tin: ngay, thang, nam);
(22) Dan toc;

(23) Qudc tich;
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(24) S6 dinh danh c4 nhén;

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

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

V. Thong tin vé viéc ding ky khai sinh

(27) Noi ding ky khai sinh (tén co quan, tén qudc gia di dang ky khai sinh);

(28) Gidy khai sinh (s, ngdy, thang, nim cap);

(29) Pé nghi cap ban sao Gidy khai sinh:

o Co

S6 lugng ban sao yéu cu

o Khong

(30) Phuong thirc nhan két qua:

o Truc tiép

0 Truc tuyén (ban dién tir s& dugc gui vé Kho quan 1y dir lidu dién tir cta ca
nhan/dja chi thu dién tir/thiét bi sd/dién thoai ctia ngudi yéu cau)

0 Buu chinh (cung cép dia chi noi nhan)

(31) Ho so dinh kém theo quy dinh.

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

* Truong hop céc thong tip ve gi‘éy to chimg minh noi cu tra 515 dugc khai thac
tur CSDLQQVDC, dugc hé thong dién ty dong thi 1’<h6ng phai xuat trinh (theo hinh
thirc truc tiép) hoac tai 1én (theo hinh thirc truc tuyén)

* Mﬁu dién tu twong tac ghi nhan thoi gian (gic‘w, phut, gidy, ngay, thang, nam)
ho,ém tat vi€c cung cap thong tin; nguoi yéu cau trude dé da dang nhap vao hé
thong, thuc hién xéac thyc dién tir theo quy dinh.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phic

TO KHAI GHI VAO SO HO TICH VIEC NUOI CON NUOI

Kinh giri: @ Uy ban nhan dan ...

Ho, chit dém, t8n NEWOT YEU CAUL ....ooovveeeeeeeeeeeeeee oo
Ngay, thang, ndm Sinh: ........cccoooiiiii e

INOT CU TP e e e e e e e e e eeeae e e e e e e e e e e ee e e eseeeseeereesenean

Pé nghi co quan ghi vao S6 hd tich viéc nudi con nudi cho ngudi cé tén
dwoi day:

Ho, chit d€m, tN: ..........ooooviiiiiieieeeee e e

Ngay, thang, nam Sinh: ........cccooiiiiiiii e e

GiGi tinh: @i, Dan toc: @.......... Québc tich: @............

La con nuéi cia:

Ho, chir dém, ten ME:...........cocooiiiiiiiieie e e
Ngay, thang, ndm sinh: ...................... Dan toc: @.............. Quéc tich: @ ...........
INOT CU T @) oottt ettt en et
GIAY 1O 1Y ThAN: B) oot
Ho, chir dém, tén cha: ...
Ngay, thang, ndm sinh: ................. Dan toc: @ ..o Quéc tich: @ ...........

NOT CU T @) e e e e e e et e e e e e e e e e e e e e eaee e eeee e e eaeseeeeeenean
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T61 cam doan nhitng ndi dung khai trén day la dung su that va chiu trach
nhi¢m trude phép ludt vé cam doan ctia minh.

Lam tqi: , ngay ...... thang .... nam ........
Nguwoi yéu cau
(Ky, ghi 0 ho, chir dém, tén)

Dé nghi cép ban sa0®: Co LI, Khong L]
So lugng:....... ban e

Chu thich:
(D) Ghi 13 tén co quan thyc hién ghi vao S6 ho tich viéc nudi con nudi.

@ Chi ghi trong trieong hop nguoi c6 yéu cau dang ky hé tich chiea cé/khéng cung cdp sé
dinh danh cd nhan/can cwdc cong dan/thé can cuwdc/chirng minh nhan dan.

Truwong hop phdi cung cap thong tin “Noi cie trii” thi ghi theo noi dang ky thwong trii; néu
khéng co noi dang ky thuong tri thi ghi theo noi dang ky tam tru; truong hop khong co noi dang
ky thuong tri va noi dang ky tam tru thi ghi theo noi ¢ hién tqi.

®) Ghi s6 dinh danh cd nhén/cin cwée céng dan/thé can cude/sé Gidy khai sinh (@6 véi tré em)

Vi du: - Can cuéc cong dan sé 025188001010 do Cuc Canh sat QLHC vé TTXH cdp ngay
20/11/2021.

- Gidy khai sinh sé 01/2014, quyén sé 02 do UBND xd My Thdng, huyén My Léc, tinh Nam
Pinh cdp ngay 15/11/2014.

Trwong hop khéng cé s6 dinh danh cé nhan/can cwée céng dan/thé can cude thi ghi gidy to
hop 1é thay thé (hé chiéu, chitng minh nhan dan,...).

@ Ghi 13 tén gidy td chimng minh viéc nudi con nudi do co quan c6 tham quyén cia nudc
ngoai cap.

®) Ghi 15 tén co quan nude ngoai da giai quyét viéc nudi con nudi.

© Pé nghi ddnh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd s6 lugng.
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NOI DUNG MAU HQ TICH PIEN TU TUONG TAC
GHI VAO SO HQ TICH VIEC NUOI CON NUOI

I. Thong tin vé ngwdi yéu cau ghi vao S6 hd tich viéc nudi con nudi

(1) Ho, chir dém, tén;

(2) S6 dinh danh cé nhén;

(3) Gidy t,(‘) tl‘ly than: Loai gidy to ’sﬁr dung (CCCD/CMND/HO chiéu/Gidy to
hop 1€ thay thé); s0, ngay, thang, nam cap, co quan cap; ban chyp dinh kém;

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

II. Thong tin vé con nudi

(5) Ho, chit dém, tén;

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

(7) Gioi tinh;

(8) Dan toc;

(9) Qudc tich;

(10) S6 dinh danh c4 nhén;

(11) Glay to tuy than: Loai glay to str dung (Gidy khal smh/CCCD/CMND/Ho
chiéu/Gidy to hop 1¢ thay thé); sb, ngay, thang, ndm cip, co quan cip; ban chup
dinh kém;

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

I11. Thong tin vé me nudi

(13) Ho, chir dém, tén;

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

(16) Qudc tich;

(17) S6 dinh danh c4 nhén;

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

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

IV. Théng tin vé cha nudi

(20) Ho, chir dém, tén;

(21) Ngay, thdng, nam sinh (tach bi¢t riéng 03 truong thong tin ngay, thang, nam);
(22) Dan tQc;



CONG BAO HA NOI/S6 277+278/Ngay 02-4-2025 63

(23) Qudc tich;

(24) S6 dinh danh c4 nhén;

(25) 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);

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

V. Thong tin vé viéc ding ky nudi con nudi

(27) Noi dang ky viéc nudi con nudi: tén co quan, tén qudc gia da dang ky;

(28) Gié}f to ghl'rng nhan viéc nué,i con nudi do co quan c6 thim quyén cua
nudc ngoai cap (s0, ngay, thang, nam cap);

(29) Pé nghi cap ban sao:

o Co

S6 lugng ban sao yéu cau:...

o Khong

(30) Phuong thirc nhan két qua:

o Truc tiép

o Truc tuyén (bén djén tor s€ dugc gui vé Kho quén 1y dir li¢u cua cd nhan/dia
chi thu dién tr/thiét bi s6/dién thoai cua nguoi yéu cau)

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

(31) Ho so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan cé‘c thong tin cung cp 1a ding su that, chiu hoan
toan trach nhiém trudc phap ludt vé ndi 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, dugc hé thong dién ty dong thi khéng phai xuat trinh (theo hinh
thirc truc tiép) hoac tai 1én (theo hinh thirc truc tuyén).

* Mau dién tur tuong tac ghi nhan thoi gian (glo phut, gidy, ngay, thang, ndm)
hoan tat viéc cung cp thong tin; ngudi yéu cau trudc d6 di ding nhap vao hé
théng, thuc hién x4c thue dién tir theo quy dinh.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phic

TO KHAI GHI VAO SO HQ TICH VIEC KHAI TU

Kinh gti: @ Uy ban nhan dan ...

Ho, chit dém, t8n NGWOT YEU CAU .......ovvieeeeeeeeeeeeeeeeeeeeeeeee el
Ngay, thang, nam Sinh: ........cccoooiiiiiiie e e
INOT CU T D) ettt
GIAY 1O 1Y ThAN: B) oo
Quan hé VOi NEUOT A8 CHEL: ...
Pé nghi co quan ghi vao S6 hd tich viéc khai tir cho ngudi c6 tén dudi day:
Ho, chit d€m, t€N: ..........ooooviiiiiie e e
Ngay, thang, naAm Sinh: ........cocoooiiiiiii e e
Gi6itinh: @..ocooeveeeeeee, DAn toc: @, Qubc tich: @..........
NOT CU T CUSE CUNE: @ et
GIAY 1O 1Y ThAN: B) oo

D3 chét vao lac: .......... gio ........ phut, ngay .......... thang ......... nam ............

T61 cam doan nhitng ndi dung khai trén day la dung su that va chiu trach
nhiém trudc phap luat vé cam doan ctia minh.
Lam tqi: ....., ngay ..... thang ........ nam ..........
Ngwdi yéu cau
(Ky, ghi r6 ho, chir dém, tén)

Dé nghi cép ban sao®: Co D, Khéng D

S6 luong:............ban
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Chii thich:

(D) Ghi 3 tén co quan thyc hién ghi vao S6 ho tich viéc khai tir.

@ Chi ghi trong trieong hop nguoi c6 yéu cau dang ky hé tich chwa cé/khéng cung cap s6
dinh danh ca nhan/can cwdc cong dan/thé can cwdc/chirng minh nhan dan.

Truwong hop phdi cung cap thong tin “Noi cie trii” thi ghi theo noi dang ky thwong trii; néu
khong co noi dang ky thuong tru thi ghi theo noi dang ky tam tru, truong hop khong co noi dang
ky thuong tru va noi dang ky tam tru thi ghi theo noi ¢ hién tqi.

®) Ghi 56 dinh danh cd nhén/cdn cwde cong dan/thé can cude (vi du: Cin cude cong dan s6
025188001010 do Cuc Canh sat QLHC vé TTXH cap ngay 20/11/2021). Truong hop khéng co
80 dinh danh cd nhdn/can cwdc cong ddn/thé can cudc thi ghi giay to hop 1é thay thé (ho chiéu,
chung minh nhan dan,...).

@ Ghi rd tén gidy to ho tich duoc co quan c¢6 thim quyén nudc ngoai cap.

) Ghi 3 tén co quan nudc ngoai da ding ky khai tir.

© Pé nghi danh dau X vao 6 néu ¢ yéu cau cap ban sao va ghi rd so lugng.



66 CONG BAO HA NOI/S6 277+278/Ngay 02-4-2025

NOQI DUNG MAU BIEN TU HQ TICH TUONG TAC
GHI VAO SO HO TICH VIEC KHAI TU

I. Thong tin vé nguwoi yéu cau ghi vao sé ho tich khai tir

(1) Ho, chit dém, tén nguoi yéu cau;

(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 nguoi dwoc khai tir

(6) Ho, chir dém, tén;

(7) Ngay, thang, nam sinh (tach biét riéng 03 truong thong tin ngay, thang, nam);
(8) Noi cu tra cubi cing (noi thuong tri/noi tam tri/noi dang sinh sdng);

(9) Sé dinh danh c4 nhan;

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

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

(12) Noi chét;

(13) Nguyén nhan chét (c6 chi thich: néu chua x4c dinh duoc/chua 16 thi dé trdng).
II1. Thong tin vé viéc khai tir

(14) Noi dang ky khai tir tai: tén co quan, tén qudc gia nudc ngoai dang ky;
(15) Gidy to ching minh viéc dang ky khai tir (s, ngay, thang, nim cip);
(16) D& nghi cap ban sao:

o Co

S6 lugng ban sao yéu cau:...

o Khong

(17) Phuong thirc nhan két qua:

o Truc tiép

0 Truc tuyén (ban dién tir s& dugc giri vé Kho quan 1y dir liéu cia ¢4 nhan/dia
chi thu dién tir/thiét bi s6/di¢n thoai cia nguoi yéu cau)

0 Buu chinh (cung cip dia chi noi nhan).
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(18) Ho so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan cac thong tin cung cap 1a dung sy that, 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 da duogc khai thac
tr CSDLQGVDC, dugc hé thong dién tu dong thi khong phai xuat trinh (theo hinh
thirc truc ti€p) 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 cap thong tin); nguoi yéu cau trudc d6 da dang nhap vao hé
thong thong qua viéc xac thyc dién tir theo quy dinh.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phic

TO KHAI GHI VAO SO HQ TICH CAC VIEC HO TICH KHAC

Kinh giri: OUy ban nhan dan ...

Ho, chit dém, t8n NEWOT YEU CAU .......ovvieeieeeeeeeeeeeeeeeeeeeeeeee el
Ngay, thang, ndm Sinh: ..o
INOT CU TP ettt
GIAY 1O 1Y ThAN: B) oo
Pé nghi co quan ghi vao S0 hd tich ViEc™® ............ocooivoiieeeeeeeeeeeeeee,
cho nguoi cé tén duwdi day:

Ho, chit d€m, t8N: ..........ooooviiiiiiee e
Ngay, thang, ndm Sinh: ........cccoooiiiiiiiee e
Gidi tinh: @ e, Dan toc: @............ Québc tich: @ ...........
NOT CU TG ettt
GIAY 1O 1Y ThAN: B) oo
NOi dung ghi va0 56 N0 ™ ..o

T6i cam doan nhitng ndi dung khai trén day la dung su that va chiu trach
nhiém trudc phap luat vé cam doan ctia minh.

Lam tqi: ......, ngay ....... thang ..... nam ........
Nguwoi yéu cau
(Ky, ghi r6 ho, chit dém, tén)

Dé nghi cap ban sao: Co D, Khong []

Soluong: ...ban
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Chu thich:

() Ghi 5 tén co quan thyuc hién ghi vao S6 ho tich.

@ Chi ghi trong trieong hop nguoi c6 yéu cau dang ky hé tich chiea cé/khéng cung cdp sé
dinh danh ca nhan/can cudc cong dan/thé can cuwoc/chirng minh nhan dan.

Trwong hop phdi cung cdp théng tin “Noi cie trit” thi ghi theo noi dang ky thwong trii; néu
khong co noi dang ky thwong tru thi ghi theo noi dang ky tam tri; truong hop khong co noi dang
ky thuong tru va noi dang ky tam tru thi ghi theo noi ¢ hién tqi.

®) Ghi s6 dinh danh cd nhén/can cude cong dan/thé can cude (vi du: Can cude cong dan sé
025188001010 do Cuc Canh sat QLHC ve TTXH cap ngay 20/11/2021). Truong hop khong co
s0 dinh danh cd nhdn/can cudc cong ddn/thé can cudc thi ghi giay to hop 1é thay thé (ho chiéu,
chuing minh nhan dan,...).

@ Ghi 15 loai viéc ho tich da ding ky (vi du: thay ddi ho tich).

®) Ghi 5 tén gidy to ho tich dugc co quan c6 tham quyén nudc ngoai cap.

® Ghi 3 tén co quan nudc ngodi da ding ky su kién ho tich.

() Pé nghi ddnh dau X vao 6 néu c6 yéu cau cap ban sao va ghi 1 s6 luong
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NQI DUNG MAU BIEN TU TUONG TAC
GHI VAO SO VIEC HQ TICH KHAC

I. Thong tin vé nguwoi yéu cau ghi vao so viéc hd tich khac

(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 cip; ban chup dinh kém;

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

II; Thﬁng tin cia cong dan Viét Nam da dwoc dang ky ho tich tai co quan
c6 tham quyén ctia nwdc ngoai

(5) Ho, chir dém, tén;

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

(7) Dan toc;

(8) Qudc tich;

(9) S6 dinh danh c4 nhan;

(10) 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;

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

II1. Thong tin vé sw kién ho tich thay doi

(12) Noi dung ho tich thay dbi;

(13) Gidy to chimg minh viéc thay doi ho tich: tén loai gidy to (s, ngdy,
thang, nam cap, co quan cap, tén qudc gia);

(14) Bé nghi cap ban sao:

o Co

S6 luong ban sao yéu cau:...

0 Khong

(15) Phuong thirc nhan két qua:

o Tryc tiép

o Truc tuyén gbén djén tir s& dugc giri vé Kho cLuén ly dir liéu cua ca nhan/dia
chi thu dién tir/thiét bi s6/dién thoai cia ngudi yéu cau)

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

(16) Ho so dinh kém theo quy dinh.
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* Nguoi yéu cau cam doan cac thong tin cung cap 1a dung su that va chiju 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 da dugc khai thac
tr CSDLQGVDC, dugc hé thong dién tu dong thi khong phai xuat trinh (theo hinh
thirc truc ti€p) hodc tai 1én (theo hinh thirc truc tuyén).

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

hoan tat viéc cung cdp thong tin; nguoi yéu cau trude do di ding nhdp vao hé
thong, thuc hién xac thuc dién tir theo quy dinh.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phuc

TO KHAI GHI VAO SO HQ TICH VIEC GIAM HO,
NHAN CHA, ME, CON

Kinh giri: @ Uy ban nhan dan ...

Ho, chir dém, t&n NGUOT YU CAUL ...,
Ngay, thang, naAm SInh: .......ccocoooiiiiiii e e
INOT CU TP ettt ettt ettt erseeereneas
GIAY 1O TUY thAN: @) ..o
Pé nghi co quan ghi vao S0 hd tich VIec™..........ocoooovieeeeeeeeeeeeeee,
cho ngudi dudi day:

Ngay, thang, nam SINh: .......ccooiiiiiie e e
Gibditinh: @ ..o DANtOC: @ e Qudc tich: @

Ngay, thang, naAm Sinh: .......cc.coooiiiiii e e
Gibitinh: @i DAN tOC: @ Qubc tich:

NOT CU T @)oottt
Gidy khai sinh/Gidy tO 1y thAn: @)oo vl
DA duoc gal QUYEE theo ©) ...
SO e AOD) e,

T6i cam doan nhiing ndi dung khai trén diy la dung sy that va chiu trach
nhi¢m trude phép ludt vé cam doan ctia minh.
Lam tqi........., ngay ... thang .... nam ........
Nguoi yéu ciu
(Ky, ghi 0 ho, chir dém, tén)

Dé nghi cap ban sao®: Co D, Khong []
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Chii thich:
() Ghi 15 tén co quan thyc hién ghi vao S6 ho tich.

@Chi ghi trong triong hop ngudi cé yéu cau dang ky ho tich chwa cé/khéng cung cdp sé
dinh danh ca nhan/can cudc cong dan/thé can cuwdc/chirng minh nhan dan.

Trwong hop phdi cung cdp théng tin “Noi cie trit” thi ghi theo noi dang ky thwong trii; néu
khong co noi dang ky thuong tri thi ghi theo noi dang ky tam tri; truong hop khong co noi dang
ky thuong tru va noi dang ky tam tru thi ghi theo noi ¢ hién tqi.

OGhi 56 dinh danh ca nhan/can cwde cong dan/thé can cude/sé Gidy khai sinh (d6i véi tré em)

Vi du: - Can cuée cong dan sé 025188001010 do Cuc Canh sat QLHC vé TTXH cdp ngdy
20/11/2021.

- Gidy khai sinh s6 01/2014, quyén sé 02 do UBND xd My Thing, huyén My Léc, tinh Nam
Pinh cdp ngay 15/11/2014.

Trwong hop khéng cé s6 dinh danh cé nhan/can cwée céng dan/thé can cude thi ghi gidy to
hop 1é thay thé (hé chiéu, chitng minh nhan dan,...).

@Ghi rd loai viéc ho tich da dugc giai quyét tai co quan co thim quyén cua nudc ngoai
(giam hd, nhan cha, me, con).

®) Ghi 15 mdi quan hé: 1a cha/me/con/ngudi giam ho.

© Ghi 5 tén gidy to chimg minh su kién ho tich dd dugc co quan c6 thim quyén cia nudc
ngoai cap.

) Ghi 16 tén co quan nude ngoai da giai quyét su kién ho tich.

® Pé nghi ddnh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd s6 lugng.
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NOQI DUNG MAU BIEN TU TUONG TAC
GHI VAO SO HO TICH VIEC GIAM HQ, NHAN CHA, ME, CON

I. Thong tin vé nguoi yéu ciu ghi vao so ho tich viéc giam hd, nhin cha,
me, con

(1) Ho, chir dém, tén;

(2) S6 dinh danh c4 nhan;

(3) Gidy to tdy than: Loai gidy to str dyng (CCCD/CMND/HY chiéu/Gidy to
hop 1€ thay thé); s0, ngay, thang, nam cap, co quan cap; ban chup dinh kém;

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

IL. Thong tin vé ngudi giam hd hodc ngwoi nhin cha, me, con

(5) Ho, chit dém, tén;

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

(7) Gioi tinh;

(8) Dan toc;

(9) Qudc tich;

(10) Sé dinh danh cé nhén;

an giéy to tiy than: Loai giafly to st dung (Gidy khai sinh/CCCD/CMND/H¢
chiéuw/Giay to hop 1€ thay thé); s0, ngay, thang, nam cap, co quan cap; ban chup
dinh kem;

(12) Noi cu tri (noi thuong tra/noi tam tri/noi dang sinh song).

II1. Thong tin vé ngudi dwgc giam hd hoic dwogc nhén la cha, me, con

(13) Ho, chir dém, tén;

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

(15) Gidi tinh;

(16) Dan toc;

(17) Qudc tich;

(18) S6 dinh danh c4 nhén;

(19) giéy to tiy than: Loai giagiy to str dung (Gidy khai sinh/CCCD/CMND/H{
chiéuw/Giay to hop 1€ thay thé); s0, ngay, thang, nam cap, co quan cap; ban chup
dinh kém;

(20) Noi cu tri (noi thudng trd/noi tam tra/noi dang sinh séng).
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IV. Théng tin vé viéc ding ky giam hd, nhan cha, me, con

(21) Noi dang ky viéc nhan cha, me, con/giam hé: tén co quan, tén qubc gia da
dang ky;

(22) Gidy to ching nhan viéc nhan cha, me, con/giam ho do co quan c6 thim
quyén cua nudc ngoal cép (sb, ngay, thang, nim cip);

(23) Pé nghi cap ban sao:

o Co

S6 lugng ban sao yéu cau:...

o Khong

(24) Phuong thirc nhan két qua:

o Truc tiép

o Truc tuyén (bén djén tor s€ dugc gui vé Kho quén 1y dir li¢u cua cd nhan/dia
chi thu dién tr/thiét bi s6/dién thoai cua nguoi yéu cau)

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

(25) Ho so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan céc‘ thong tin cung cap 1a dung su that va chiju hoan
toan trach nhiém trude phap ludt vé ndi dung cam doan ctia minh.

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

* Mau dién tur tuong tac ghi nhan thoi gian (glO’ phut, gidy, ngay, thang, ndm)
hoan tat viéc cung cp thong tin; ngudi yéu cau trudc d6 di ding nhdp vao hé
théng, thuc hién x4c thue dién tir theo quy dinh.
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UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
................................................. M Poc 1ap - Tw do - Hanh phuc

$6:® /TLGCHT .. , ngay.....thang ... nam ...

ﬂ TRICH LUC
GHI VAO SO HQ TICH CAC VIEC HQ TICH KHAC ©

HQ, CRIE A@IM, TRINL ...
Ngay, thang, NAM SINN: e
Giditinh:oo Dan tOc: ... QUOC HICR: e
GHAY O TUY TAN oottt

NGUOI KY TRICH LUC
(Ky, ghi vo ho, chit dém, tén, chirc vu, dong ddu)

) Trich luc nay st dung cho thu tuc ghi va0S6 ho tich cac viée ho tich khac cta cong dan Viét Nam da
dugc giai quyét tai co quan c6 tham quyén ctia nude ngoai (ngoai cac viée khai sinh, két hon, ly hon, huy
viéc két hon).

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

®) Ghi theo s dang ky trong S6 ho tich twong tng.

®) Ghi theo ndi dung da duoc ghi vao S5 hd tich (Vi du:Pugc thay d6i ho tir Nguyén Thi Lan thanh Smith Thi
Lan)

@ Ghi tén loai gidy to ho tich, sd, tén co quan nude ngoai da dang ky su ki¢n h¢ tich hodc cap gidy to x4c
nhén sy kién ho tich da dugc dang ky/giai quyet, ngay dang ky/cap giay to do.
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PHAN GHI CHU NHUNG THONG TIN THAY DPOI SAU NAY

TT

Ngay, thang, nam
ghi chu

Noi dung ghi chu
(déng diu vao ndi
dung da ghi chu)

Cian cwr
ghi chu

Hgo, chir dém, tén, chir ky
cia nguoi thue hién
ghi chu
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UY BAN NHAN DAN  CONG HOA XA HQI CHU NGHiA VIET NAM
................. (1 Poc lap - Tu do - Hanh phic
S6:® /TLGCHT-BS ngay......thang ...... ... nam ........
TRICH LUC
GHI VAO SO HQ TICH CAC VIEC HQ TICH KHAC
(BAN SAO)
Ho, chir dém, tén:
Ngay, thang, nam sinh:
Gio1tinh: ..., Dantdc:.........el Quéc tich:.............
Gidy to tiy than:
Noi cu tra:
Di duoc ghi vao S6¢
Noi dung ghi:®
Theo: ®
SO i, do..coeeeiee CApD NEAY.............. thang ................. nam......
Noi ghi:©
Thue hién trich lue 607 ..o
NGUOI KY TRICH LUC

(Ky, ghi ro ho, chir dém, tén, chirc vu, dong ddu)
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Chu thich

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

@ Ghi theo sb trong SO cép ban sao Trich luc h tich cua co quan thuc hién viéc cép ban sao
Trich luc ghi vao S6 hd tich.

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

“ Ghi theo noi dung da dugc ghi vao s ho tich (Vi du:Pugc thay d6i ho tir Nguyén Thi Lan
thanh Smith Thi Lan).

®) Ghi tén loai gidy to ho tich, sd, tén co quan nudc ngoai di dang ky sy kién ho tich hoic
cap gidy to xac nhan sy kién hd tich da dugc dang ky/giai quyét, ngay dang ky/cap gidy to do.

®) Ghi 5 tén co quan ding ky ho tich da thyc hién viéc ghi vao S6 ho tich (theo du cép hanh
chinh), tén s6 h tich, quyén s0, so dang ky trong s6 va ngay thuc hién viéc ghi vao So6 ho tich.

Vi du: UBND quan Ba Dinh, thanh phé Ha Noi, S6 dang ky khai tir, quyén s6 01, s6 123,
ngay 18/8/2020.

O Tuy theo cach thire thyc hién, ghi rd cin c& cip ban sao tir: S6 dang ky .......... hoic Co s&
dir liéu ho tich dién tur.

(Xem tiép Cong bao sb 279+280)
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