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VAN BAN PHAP LUAT KHAC

UY BAN NHAN DAN THANH PHO HA NOI

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

(Tiép theo Cong bao sd 281+282)

Phu luc 07
B. QUY TRINH THUQC THAM QUYEN GIAI QUYET CUA UBND CAP HUYEN



CONG BAO HA NOI/S6 283+284/Ngay 02-4-2025 3

9. Quy trinh: Chirng thuc vin ban tir chdi nhan di san (QT-XP-27)

Muc dich

Quy trinh nay quy dinh trinh tir va cach thirc Chimg thuc vin ban tir chéi nhan
di san.

Pham vi

- Ap dung ddi voi viee Chig thuc van ban tur chéi nhan di san
- Lanh dao, cong chuc UBND cép xa, BO phan Tiép nhén va Tra két qué thuc
hién Quy trinh nay.

Noi dung quy trinh

3.1

Co sé phap ly

1. Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cta Chinh pha vé cip ban sao
tir sd gde, chimg thyuc ban sao tir ban chinh, ching thyuc chit ky va ching thuc hop
déng, giao dich;

2. Nghi dinh s6 07/2025/ND-CP ngay 09/01/2025 ctia Chinh phu stra d6i, bo sung
mot sb diéu cua cac Nghi dinh trong linh vuc ho tich, quéc tich, ching thuec.

3. Thong tu sd 02/2017/TT-VPCP ngay 31/10/2017 ctia Vin phong Chinh phu
huéng dan vé nghiép vu kiém so4t thu tuc hanh chinh;

4. Thong tu s6 01/2018/TT-VPCP ngay 23/11/2018 ctia Vin phong Chinh pha
huéng dan thi hanh mot s6 quy dinh cia Nghi dinh sb 61/2018/ND-CP cua Chinh
phu vé thuc hién co ché mot cira, mot ctra lién thong trong giai quyét thu tuc
hanh chinh;

5. Thong tu s 01/2020/TT-BTP ngay 03/3/2020 cta Bo Tu phap quy dinh chi
tiét va huéng dan thi hanh mot sb diéu cua Nghi dinh sb 23/2015/ND-CP cua
Chinh phu vé cép ban sao tir s6 gdc, chimg thuc ban sao tir ban chinh, chimg thuc
chir ky va chung thuc hop dong, giao dich;

6. Thong tu sd 226/2016/TT-BTC ngay 11/11/2016 ciia Bo Tai chinh quy dinh
muc thu, ché do thu, ndp, quan ly va sir dung phi chung thuc;
7. Quyét dinh sé 86/QD-BTP ngay 14/01/2025 ciia B6 Tu phap vé viéc cong bd
thu tuc hanh chinh stra ddi, bd sung; tha tuc hanh chinh bi bai bo trong linh vyc
chirng thuc thudc pham vi chitc nang quan ly cia Bo Tu phap;
8. Quyét dinh sd 100/QD-TTDVHCC ngay 18/02/2025 ciia Giam dbc Trung tim
phuc vu hanh chinh cong vé viéc cong bd Danh muc tha tuc hanh chinh méi ban
hanh, thi tuc hanh chinh sira d6i, bo sung va thu tuc hanh chinh bi bai bo trong linh
vuc ho tich, quéc tich, chung thuc va nudi con nudi thudc tham quyén cua S& Tu
phap, UBND cép huyén va UBND cép x4 thudc thanh phd Ha Noi.
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3.2

Thanh phin ho so Ban Bén sao
chinh

Du thao van ban thoa tir chdi nhan di san X

Nguoi yéu cau ching thuc xudt trinh ban chinh hodc
ban sao c6 chimg thiue Gidy chimg n?inh nhan dan/Thé X
can cudc cong dan/Thé can cuoc/Gidy chung nhdn can
cuGe/Ho chiéu/gidy to xudt nhdp canh/gidy to ¢é gid tri
di lai quoc té con gid tri sir dung hodc Can cude dién tir
va ndp 01 (mot) bd hd so yéu cau chimg thuc.

Ban sao gidy ching nhan quyén s hitu, quyén sir dung
hgéc ban sao gidy to thay thé dugc phap luat quy dinh X
doi voi tai san ma phéap luat quy dinh phai dang ky
quyén s& hitu, quyén st dung trong trudng hop hop
ddng, giao dich lién quan dén tai san d6 (xuat trinh kém
theo ban chinh dé d6i chiéu).

33

S6 lwong ho so

01 bo

3.4

Thoi gian xir ly

Khong qua 02 (hai) ngay lam viéc, ké tir ngay nhan d hd so hodc ¢ thé kéo dai
hon theo thda thudn bang van ban véi ngudi yéu cau chirng thuc.

35

Noi tiép nhén va tra két qua

B6 phan Tiép nhan hd so va tra két qua giai quyét TTHC cua UBND cép xa

Hodc dia diém tiép nhén va tra két qua hd so theo Thong béo cua cip cb
tham quyén.

3.6

Phi

50.000 dong/vin ban

3.7

Quy trinh xir ly cong viéc
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TT Trinh tu Trach Thoi | Biéu miu/
nhiém gian Két qua
Nop ho so tai BO phan Tiép nhan hd so va Trong
gy | T ket qua giai quyét TTHC - UBND cap | Cé nhan/ gid Theo muyc
x3; hoac dia diém tiép nhén va tra két qua ho TO chuce hanh 3.2
so theo Thong bao cia cap ¢ thim quyén. chinh
Bo phan TN & TKQ kiém tra hd so:
Cong chie Bo phan TN & TKQ truy cap
Hé théng thong tin giai quyét thu tuc
hanh chinh cua thanh phd kiém tra tinh
chinh xac, dﬁy du, théng nhét, hop 1€ cua
hd so.
- Trudong hop hd so day du, hop 18, thi
tiép nhan ho so;
SaAlu khi t1eg nhaﬂn ho ssr thef) hlI}h thl{c Cong chitc Phiéu tiép
ndp truc ti€p, cong chirc B phan Mot A . N
; N 2 B06 phéan 01 gid | nhan ho so
py | SR thu hién 6 hda (520 chup, chuyén | e "y VA hen tr
thanh tai li¢u dién tur trén h¢ thong thong Y 1 X , ; ,
. e 1en N S tra két qua két qua
tin, co s& dir ligu) va ky so vao tai liu,
hd so giai quyét thu tuc hanh chinh da
duoc s6 hoa theo quy dinh.
- Truong hop hd so chua day du, hop 18
thi c6 thong bao cho ngudi yéu cau bd
sung, hoan thién hd so, néu rd loai giéy
t&, ndi dung can bo sung dé ngudi co yéu
cau bd sung, hoan thién. Sau khi hd so
duoc bd sung, thyc hién lai buédce trén.
- Cong chtrc Tu phap - Ho tich kiém tra - Phiéu kiém
hd so, néu dﬁy du, tai thoi diém chung soat qua
thuc cac bén tham gia hop dong, giao trinh giai
dich tu nguyén, minh man va nhan thic, quyét hd so
B3 | lam chu duoc hanh vi ciia minh thi thuc - Phiéu yéu
hién ching thuc. Cong chic | 04 gid | cau bo sung,
- Truong hop hd so chua du didu kién | Tu Phap - hoan thién
gidi quyét, cong chic huéng dan cong Ho tich hé so
dan b sung, hoan thién h so - Phiéu tr
chbi tiép
nhan giai

quyét ho so
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Trinh ldnh dao Uy ban nhan dan cip xd | Céng chirc 04 oid
B4 | xem xét, ky ching thuc. Tu phap - g HO so trinh
Ho tich
Linh dso UBND ofp x3 kS, K o6 bé | 15, gy Vi ban
thong ty dong chuyén dén b phidn Van . Lo A .
\ £ 2R 4 gk La A UBND 04 gid | choi nhan di
B5 | phong — Thong ké dé phat hanh va cép Ao~ \
At A At~ A ; cap xa san duoc
nhat thong tin dén Lanh dao, cong chuc chime thue
Tu phép — HO tich tham muu gt
Cone chite Vin ban tur
Bo phan Van phong — Théng ké phat | - 8 . .. | chdi nhan di
B6 | ke e Vén phong — | 0.5 gio \
hanh ban giay va ban dién tu x - san duoc
Thong ké \
chung thuc
TlAep nPan keAt qua, chu‘}q/.en ketA quaqsang ) , Vin ban tir
H¢ thong thong tin gidi quyét thu tuc | Cong chirc chéi nhan di
B7 | hanh chinh ciia Thanh phd, ban giao cho | Tu phap- | 0.5 gio <in dﬁoc
Bo6 phan TN & TKQ. Péng thoi lvu hdo | Ho tich L
. ching thuc
so theo doi.
Cone chite Trong | Van ban tur
B8 | Cong chuc BO phan TN&TKQ thu phi, Bég hin gio chéi nhén di
tra két qua cho cong dan TN‘ 8fTK Q hanh san duogc
chinh | ching thuc

Biéu mau

Biéu mau theo Thong tu s6 01/2018/TT-VPCP cua Vin phong Chinh phu

Biéu mau theo Nghi dinh s6 23/2015/ND-CP cta Chinh phi.

Biéu mau theo Thong tu sb 01/2020/TT-BTP cua Bo Tu phap
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10. Quy trinh: Chirng thwe van ban théa thuin phin chia di sdn ma di san la
dong san, quyén sir dung dat, nha ¢ (QT-XP-28)

1 | Muc dich

Quy trinh nay quy dinh trinh tuy va cach thirc Chung thyc van ban théa thuan phan
chia di san ma di san 1a dong san, quyén sir dung dét, nha 6.

2 | Pham vi

- Ap dung dbi véi viéc Chimg thyuc vin ban thoa thuan phan chia di san ma di san
1a dong san, quyén sir dung dat, nha 6.

- Lanh dao, cong chiurc UBND cép x4, B§ phan TN&TKQ thuc hién Quy trinh nay.

3 | N¢i dung quy trinh

3.1 | Co sé phap Iy

1. Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cta Chinh pha vé cip ban sao
tir sd gde, chimg thyuc ban sao tir ban chinh, chimg thyuc chit ky va ching thuc hop
ddng, giao dich;

2. Nghi dinh s6 07/2025/ND-CP ngay 09/01/2025 ctia Chinh phu stra d6i, bo sung
mot sb diéu cua cac Nghi dinh trong linh vuc hd tich, quéc tich, ching thuc.

3. Thong tu sé 02/2017/TT-VPCP ngay 31/10/2017 ctia Vin phong Chinh phu
huéng dan vé nghiép vu kiém soat thi tuc hanh chinh;

4. Thong tu s6 01/2018/TT-VPCP ngay 23/11/2018 ctia Vian phong Chinh phu
hudng dan thi hanh mét sé quy dinh cia Nghi dinh sé 61/2018/ND-CP cua

Chinh phu vé thyc hién co ché mot cira, mot cira lién thong trong giai quyét
thu tuc hanh chinh;

5. Thong tu s 01/2020/TT-BTP ngay 03/3/2020 cta Bo Tu phap quy dinh chi
tiét va huéng dan thi hanh mot s6 dicu ciia Nghi dinh sé 23/2015/ND-CP cia
Chinh phu vé cép ban sao tir sd géc, ching thuc ban sao tir ban chinh, chung thuc
chit ky va ching thuc hop dong, giao dich;

6. Thong tu sd 226/2016/TT-BTC ngay 11/11/2016 cia Bo Tai chinh quy dinh
muec thu, ché do thu, ndp, quan ly va str dung phi ching thyc;

7. Quyét dinh sé 86/QD-BTP ngay 14/01/2025 ciia B6 Tu phap vé viéc cong bd
thu tuc hanh chinh sta ddi, bd sung; tha tuc hanh chinh bi bai bé trong linh vyc
ching thuc thudc pham vi chirc ndng quan ly ciia B Tu phap;

8. Quyét dinh s6 100/QD-TTDVHCC ngay 18/02/2025 cua Giam ddc Trung tim
phuc vu hanh chinh cong vé viéc cong b6 Danh muc tha tuc hanh chinh méi ban
hanh, thi tuc hanh chinh sira d6i, b6 sung va tht tuc hanh chinh bi bai bé trong
linh vuc ho tich, quéc tich, chirng thuc va nudi con nudi thude thaim quyén cua SO
Tu phap, UBND cép huyén va UBND cap x4 thudc thanh phd Ha Noi.
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3.2

Ban | Ban

Thanh phin ho so
chinh | sao

Du thdo van ban théa thuan phan chia di san

Nguoi yéu cau ching thyuc xudt trinh ban chinh hodc ban sao ¢é
chimg thiee Gidy chimg minh nhdn dan/Thé can cude cong
ddan/Thé can cude/Gidy chirng nhdn can cwéc/H chiéu/gidy to
xudt nhdp canh/gidy to- cé gid tri di lai qudc té con gid tri sir dung
hodc Can cuée dién tir va nop 01 (modt) bd hd so yéu cau
chirng thuc.

Gidy chung nhan quyén s& hitu, quyén st dung tai san ma phap
luat quy dinh phai diang ky quyén so hitu, quyén st dung trong
truong hop hop dong, giao dich lién quan dén tai san d6 (xut
trinh kém theo ban chinh dé d6i chiéu)

33

S6 lwong ho so

01 bo

3.4

Thoi gian xir ly

Khéng qua 02 (hai) ngay lam viéc, ké tir ngay nhan da hd so hodc co thé kéo dai
hon theo thoa thuin bang vian ban véi ngudi yéu cu ching thuyc.

3.5

Noi tiép nhén va tra két qua

B6 phéan Tiép nhan ho so va tra két qua giai quyét TTHC cia UBND cép xa

Hoidc dia diém tiép nhan va tra két qua hd so theo Thong bdo cua cip cb
thim quyén.

3.6

Phi

50.000 dong/vin ban

3.7

Quy trinh xir ly cong viéc
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TT

Trinh ty

Trach nhiém

Thoi gian

Biéu mau/
Keét qua

B1

Nop hd so tai Bo phan tiép nhan
ho so va tra két qua giai quyét
TTHC - UBND cép xi; hoic dia
diém tiép nhan va tra két qua hod
so theo Thong bao cua cip cb
thAm quyén.

Ca nhan/
Té chirc

Trong gio
hanh chinh

Theo Muc
3.2

B2

Bo phan Tiép nhan va Tra két
qua kiém tra hd so:

Cong chtrc Bo phan Tiép nhén va
Tra két qua truy cip Hé thong
thong tin giai quyét thu tuc hanh
chinh cua thanh phd kiém tra tinh
chinh xac, day du, thong nhat,
hop 1 cua hd so.

-Truong hop hd so day du, hop
1¢, thi tiép nhan ho so;

Sau khi tiép nhan ho so theo hinh
thirc ndp truc tiép, cong chic Bo
phan Mot ctra thyc hién s6 hoa
(sao chup, chuyén thanh tai liéu
dién tr trén hé thong thong tin,
co s¢ dir lidu) va ky sb vao tai
liéu, hd so giai quyét thu tuc
hanh chinh da dwoc sb hoa theo
quy dinh.

-Truong hop ho so chua day du,
hop 1€ thi c6 thong bdo cho
ngudi yéu cdu bd sung, hoan
thién ho so, néu rd loai giéy to,
noi dung can bo sung dé nguoi
c6 yéu cau bd sung, hoan thién.
Sau khi hd so duoc bd sung, thuc
hién lai budc trén.

Cong chuc
B6 phan
Tiép nhan va
Tra két qua

01 gio

Phiéu tiép

nhan hd so

va hen tra
két qua
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Tham dinh hd so: - Phiéu
- Cong chtic Tu phap - HO tich kiém soat
kiém tra ho, néu day du, tai thoi qua trinh
diém chimg thuc cac bén tham giai quyét
gia 14p van ban thoéa thuan phan hd so
chia di san thiura ké tu nguyén, - Phiéu
B3 | minh min va nhan thirc, lam chu Cong chuc 04 gio yéu cau
dugc hanh vi cia minh thi thuc | Tu phap - HO tich bd sung,
hién ching thuc. hoan thién
- Truong hop hd so chua dap ing hd so
yéu cau, cong chirc hudng dan - Phiéu tur
cong dan bd sung, hoan thién chéi tiép
ho so nhan giai
quyét ho so
B4 Trinh Lanh dao UBND cép xi Cong chuc 04 gio Hb so
xem xét, ky chung thuc. Tu phap - HO tich
Lanh dao UBND cap xa ky, ky
o v e i | Linhdio | \A
B> dé phat hanh va cép nhat thong UBND cap xa Ho so
tin dén Lanh dao, cong chiuc Tu
phap — Ho tich tham muu
Tiép nhan két qua, chuyén két Vin ban
qua sang Hé théng thong tin giai thoa thuan
B6 quyét tha ‘tuc hanh chinh coa | Congchuc Tu 0.5 gios phan chia
Thanh pho, ban giao cho B¢ | phép - Ho tich ' di san dugc
phan TN & TKQ. Ddng thoi luu ching thuc
hd so theo dai.
Cong chuc B9 phan TN&TKQ N . Vian ban
. I P S Cong chuc \ n
B7 d?ng d?_u, thu phi, tra két qua cho B6 phan Trong gits thoil thu'c:m
cong dan A N . > phan chia
Ti€p nhan va hanh chinh .,
Tra két qua di San duge
ching thuc
4 Biéu miu

Biéu mau theo Thong tu s6 01/2018/TT-VPCP ciia Vin phong Chinh phu

Biéu mau theo Nghi dinh s 23/2015/ND-CP cua Chinh phu.

Biéu mau theo Thong tu s6 01/2020/TT-BTP ctua Bo Tu phap.
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11. Quy trinh: Chirng thwe van ban khai nhan di sdn ma di sidn la dong san,
quyén st dung dit va nha ¢ (QT-XP-29)

1 | Muc dich
Quy trinh nay quy dinh trinh tu va cach thuc thyc hién thu tuc Ching thyc van
ban khai nhan di san ma di san 1a dong san, quyén st dung dat va nha &

2 | Pham vi
- Ap dung ddi voi viée thue hién thu tuc Chung thyc van ban khai nhan di san ma
di san l1a dong san, quyén su dung dat va nha &
- Lanh dao, cong chirc thugc UBND cép x4, BO phan Tiép nhan va Tra két qua
thuc hién Quy trinh nay

3 | N§i dung quy trinh

3.1 | Co sé phap ly

1. Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh pha vé cip ban sao
ttr sO goc, chirng thuc ban sao tir ban chinh, ching thuc chit ky va chirng thuc hop
dong, giao dich;

2. Nghi dinh s6 07/2025/ND-CP ngay 09/01/2025 ctia Chinh phu stra ddi, bo sung
mot s6 di€u cua cac Nghi dinh trong linh vuc hd tich, quoc tich, ching thuc.

3. Thong tu sd 02/2017/TT-VPCP ngay 31/10/2017 cua Vian phong Chinh phu
huéng dan vé nghiép vu kiém soat tha tuc hanh chinh;

4. Théng tu s6 01/2018/TT-VPCP ngay 23/11/2018 cua Vin phong Chinh phu
huéng dan thi hanh mot s6 quy dinh ctiia Nghi dinh s6 61/2018/ND-CP ctiia Chinh
phu vé thuc hién co ché mot ctra, mot cua lién thong trong gidi quyét thu tuc
hanh chinh;

5. Théng tu s6 01/2020/TT-BTP ngay 03/3/2020 cua Bo Tu phap quy dinh chi
tiét va huéng dan thi hanh mot s6 diéu ciia Nghi dinh s6 23/2015/ND-CP cua
Chinh phu vé cap ban sao tir s6 goc, chirng thuc ban sao tir ban chinh, chung thuc
chir ky va ching thuc hop dong, giao dich;

6. Thong tu sd 226/2016/TT-BTC ngay 11/11/2016 ctia Bo Tai chinh quy dinh
muc thu, ché do thu, ndp, quan 1y va st dung phi chung thyec;
7. Quyét dinh s6 86/QD-BTP ngay 14/01/2025 ctia B6 Tu phap vé viéc cong bd
thu tuc hanh chinh stra doi, bo sung; thu tuc hanh chinh bi bai bé trong linh vuc
chung thuc thudc pham vi chirc ndng quan ly ciia B Tu phap;
8. Quyét dinh s 100/QD-TTDVHCC ngay 18/02/2025 ctia Giam dbc Trung tim
phuc vu hanh chinh cong vé viéc cong boé Danh muc thu tuc hanh chinh mai ban
hanh, tha tuc hanh chinh stra d6i, b6 sung va thu tuc hanh chinh bi bai bé trong
linh vuc ho tich, quoc tich, chirng thuc va nudi con nudi thudc tham quyén cua S&
Tu phap, UBND cap huyén va UBND cap xa thudc thanh pho Ha Néi.
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3.2

Thanh phén ho so Ban | Ban
chinh | sao

Du thao van ban khai nhan di san X

Nguoi yéu cau chung thuc xudt trinh ban chinh hodc bdn sao cé
chitng thiee Gidy chitng minh nhdn dan/Thé can cude cong X
dan/Thé can cuéc/Gidy chimg nhdn cin cuée/H chiéu/gidy to
xudt nhdp canh/gidy to c6 gid tri di lai quoc té con gid tri sir dung
hodc Can cude dién tir va ndp 01 (mot) bd hd so yéu ciu
chung thuec.

Gidy chung nhin quyén so hitu, quyén st dung tai san ma phap
luat quy dinh phai ding ky quyén so hitu, quyén sitr dung trong X
truong hop hop ddng, giao dich lién quan dén tai san d6 (xuét
trinh kém theo ban chinh dé d6i chiéu).

33

S6 lwong ho so

01 bd

3.4

Thaoi gian xir ly

Khéng qua 02 (hai) ngay lam viéc, ké tir ngay nhan da hd so hoidc co thé kéo dai
hon theo thoa thuin bang vin ban véi ngudi yéu cau chimg thuc.

35

Noi tiép nhin va tra két qua

Bo phan Tiép nhan hd so va tra két qua giai quyét thi tuc hanh chinh cia Uy ban
nhan dan cip xa.
Hoic dia diém tiép nhan va tra két qua hd so theo Thong bao cua cip c6 thAm quyén.

3.6

Phi

50.000 dong/vin ban

3.7

Quy trinh xir ly cong viéc

TT

Trinh tw Trach nhiém Thoi gian Biéu mau/
Két qua
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B1

Nop hd so tai Bo phéan tiép nhan
hé so va tra két qua giai quyét thu
tuc hanh chinh Uy ban nhan dan
cép x; hodc dia diém tiép nhan
va tra két qua hd so theo Thong
bao ciia cAp ¢ tham quyén.

C4 nhan/Té chirc

Trong gio
hanh chinh

Theo Muc
5.2

B2

Bo phan Tiép nhan va Tra két
qua ki€m tra ho so:

Cong chirc BO phan Tiép nhan
va Tra két qua truy cap He
thong thong tin giai quyét thi
tuc hanh chinh cua thanh phd
kiém tra tinh chinh xac, dﬁy du,
thong nhét, hop 1¢ ciia ho so.

- Truong hop ho so day du, hgp
1¢, thi t1ep nhan ho so; néu tiép
nhan hd so sau 15 gid thi ¢o
Phiéu hen, tra két qua cho ngudi
c6 yéu cau trong ngdy lam viéc
tiép theo.

Sau khi tiép nhan hd so theo
hinh thirc ndp tryc tiép, cong
chirc BO phan Mot cura thuc hién
s6 hoa (sao chup, chuyén thanh
tai litu dién t trén hé thong
thong tin, co s¢ dir liu) va ky
s6 vao tai liéu, ho so giai quyet
thu tuc hanh chinh da dugc so
hoa theo quy dinh.

- Truong hop hd so chua diy
du, hop 1¢ thi c6 théng bao cho
nguoi yéu cdu bd sung, ‘hoan
thién hd so, néu rd loai glay to,
ndi dung can bd sung dé ngudi
c6 yéu cau bd sung, hoan thién.
Sau khi hd so dugc bd sung,
thuc hién lai budc trén.

Cong chirc
B9 phéan
Tiép nhdn va
Tra két qua

01 gid

Phiéu tiép

nhan hd so

va hen tra
két qua

Cong chuc Tu phap - HO tich
kiém tra ho so:

Cong chtac Tu
phap - Ho tich

04 gid

- Phiéu
kiém soat
qua trinh
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B3 | - Truong hop hd so khong dap giai quyét
mg yéu cau, cong chirc hudng hd so
dan coéng dan bd sung, hoan - Phiéu
thién ho so yéu cau
- Trudong hop dat yéu cau tién bo sung,
hanh budc tiép theo hoan thién
hd so
Soan thao du thao Van ban thoa Cone chirc 04 oidy
B4 | thuan phan chia di san, trinh Tu vhi g_ H6 tich & HO so
Lanh dao UBND cip xi phap - 5ot
B5 | Lanh dao UBND cép xa ky, ky
S(’)\; he;Athonvg tur dF)Hg chuy?n del;l Linh dao B V:an bal;l
bd phan Van phong — Thong ké UBND cép x3 04 gio thdéa thuan
dé phat hanh va cap nhat thong P phan chia
tin dén Lanh dao, cong chic Tu di san
phap — H9 tich tham muu
B6 BQ’phar‘l Vian I?hong:: Th(‘)ng lfe Cong chic \{an ba£1
phat hanh ban giay va ban - A . théa thuan
N Vian phong — 0.5 gio . ;
dién to z - phan chia
Thong ké .
di san
Tiép nhan két ’qué, chuyén két - 8 chimg
B7 | qua sang H¢ thong thong tin giai thue chit
qu)‘/et thu Atuc ‘hanl} chinh cue} Co,ng chlfc Tu 0.5 gir ky, Sb theo
Thanh pho, ban giao cho B§ | phap - Ho tich d3i hd so
phan TN & TKQ. Dong thoi luu _Vin ban
ho so theo dai. thoa thugn
B8 | Cong chic BO phan TN&TKQ | Cong chiic B Trong gio phap ?hla
thu phi, tra két qua cho cong dan | phan TN&TKQ | hanh chinh di san
4 | Biéu miu

Biéu mau theo Thong tu s6 01/2018/TT-VPCP ciia Vin phong Chinh phi

Biéu mau theo Nghi dinh s6 23/2015/ND-CP cua Chinh phu.

Biéu mAu theo Thong tu s6 01/2020/TT-BTP cita Bo Tu phéap
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Phu luc VIII ’
C. THU TUC HANH CHINH CAP XA

I. LINH VUC HQ TICH
1. Thi tuc cip ban sao Trich luc hd tich (QT-XP-01)

1 | Muc dich
Quy trinh ndy quy dinh trinh ty va cach thuc giai quyét hd so cua to
chtrc/cong dan c6 dé€ nghi cap ban sao trich luc ho tich thugc tham quyén giai
quyét ctia UBND cép xa

2 | Pham vi
- Ap dung d6i véi t6 chirc, ca nhan dé nghi cap ban sao trich luc ho tich.
- Ap dung dbi véi cong chire UBND cap x3 chiu trach nhiém thuc hién Quy
trinh nay.

3 | Noi dung quy trinh

3.1| Co sé phap ly

- Luat Ho tich nam 2014,

- Luat Thu d6 ngay 28/6/2024;
- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cta Chinh pht quy dinh
chi tiét mot sé diéu va bién phap thi hanh Luat Ho tich;

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

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 caa Chinh phu stra ddi,
bo sung mdt sO diéu cua cac nghi dinh li€n quan dén viéc ndp, xuat trinh
s6 ho khau, s6 tam tra gidy khi thyc hién th tuc hanh chinh, cung cap
dich vu cong;

- Nghi dinh s6 07/2025/NB-CP ngay 09/01/2025 ctua Chinh phu sira d6i,
b6 sung mdt sO diéu cua cac Nghi dinh trong linh vuc hd tich, quoc tich,
chiig thuc;

- Théng tu sé 04/2020/TT-BTP ngay 28/5/2020 ctia Bo truong Bo Tu phap
quy dinh chi tiét thi hanh mot s diéu ctia Luat Ho tich va Nghi dinh sb
123/2015/ND-CP ngay 15/11/2015 cta Chinh phi quy dinh chi tiét mot sb
diéu va bién phap thi hanh Luat Ho tich;
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- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 ciia B truong Bo Tu phap
quy dinh chi tiét mot s6 diéu va bién phap thi hanh Nghi dinh
s6 87/2020/ND-CP ngay 28/7/2020 ctia Chinh phu quy dinh vé Co so dit liéu
ho tich dién tir, dang ky ho tich truc tuyén;

- Thong tu s6 03/2023/TT-BTP ngay 02/8/2023 ctia Bo truong Bo Tu phap
stra doi, b sung mot sé ndi dung ciia Thong tu sé 01/2022/TT-BTP ngay
04/01/2022 ctia Bo truong Bo Tu phap quy dinh chi tiét mot s diéu va bién
phap thi hanh Nghi dinh sé 87/2020/ND-CP ngay 28/7/2020 cua Chinh phu
quy dinh vé Co s& dit liéu ho tich dién tir, ddng ky ho tich truc tuyén;

- Théng tu sb 04/2024/TT-BTP ngay 06/6/2024 cta Bo truong Bo Tu phap
stra d6i, bé sung mot sé didu cua Thong tu sé 02/2020/TT-BTP ngay
08/4/2020 cua Bo tru’O’ng Bo Tu phap ban hanh, huéng dan sir dung, quan ly
mau s6 qudc tich va mau gidy to vé qudc tich va Thong tu s 04/2020/TT-
BTP ngay 28/5/2020 ctia B truéng B Tu phap quy dinh chi tiét thi hanh
mot sé diéu cua Ludt HO tich va Nghi dinh s6 123/2015/ND-CP ngay
15/11/2015 caa Chinh phu 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 ctua Bo truong Bo Tai
chinh quy dinh mic thu, ché d6 thu, ndp, quan Iy va sir dung phi khai thac, st
dung thdong tin trong co s& dit li¢u ho tich, phi xac nhan c6 quéc tich Viét
Nam, phi xac nhan 1a nguoi gbe Viét Nam, 1¢ phi quéc tich;

- Quyét dinh s6 85/QD-BTP ngay 14/01/2025 ctia Bo Tu phap ban hanh cong
b6 thi tuc hanh chinh méi ban hanh duoc sira doi, bd sung trong linh vyuc ho
tich thuc hién tai co quan dang ky ho tich thudc pham vi chirc nang quan ly
cua Bo Tu phap;

- Quyét dinh s6 100/QD-TTPVHCC ngay 18/02/2025 cia Giam d6c Trung
tam phuc vy hanh chinh coéng thanh phd Ha Noi vé viéc cong bd Danh muc
thu tuc hanh chinh méi ban hanh, tha tuc hanh chinh sira d6i, b sung va thu
tuc hanh chinh bi bai bo trong linh vire ho tich, quéc tich, chting thuc va nudi
con nudi thudc tham quyén ctia S Tu phap, UBND cép huyén va UBND cip
x4 thanh phd Ha Noi.

3.2

Ban | Ban

Thanh phan ho so chinh| sao
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- To khai dé nghi ban sao Trich luc ho tich theo miu trong
truong hop ngudi yéu cau 1a ca nhan hodc Vin ban yéu ciu
cap ban sao Trich luc hd tich néu ro ly do trong tmong hop
ngudi yéu cau 13 co quan, to chiic (neu nguoi co yeu cau lya
chon ndp hd so theo hinh thirc truc tiép hodc giri hd so qua hé
théng buu chinh);

- Miu dién tir trong tac yéu cau cip bén sao Giéy khai sinh,
ban sao Trich luc ho tich (do nguoi yéu cau cung cap thong tm
theo huéng din trén Cong dich vu cong, néu ngudi c6 yéu cau
Iira chon ndp ho so theo hinh thirc truc tuyén);

- Nguoi co6 yéu ciu cép ban sao Trich luc ho tich thuc hién
viéc ndp/xuat trinh (theo hinh thure truc tiép) hodc tai 1én (theo
hinh thtrc truc tuyén) cac giay to sau:

* Gidy to' phai ndp:

- Van ban uy quyén theo quy dmh cua phap luat trong trudong
hop ty quyén thuc hién yéu cau cap ban sao Trich luc ho tich.
Truong hop ngudi duoc Gy quyén 1a ong, ba, cha, me, con, vo,
chdng, anh, chi, em rudt cia nguoi Gy quyén thi vin ban uy
quyén khong phai chimg thuc.

* Gidy to phai xuit trinh:

- H$ chiéu/Chirng minh nhdn dan/Thé can cuée cong ddan/Thé
can cuoc/Can cuoc dién tb%/Gicfy chung nhdn can cuwochoac
cac gidy to khac co dan anh va thong tin c4 nhan do co quan ¢6
tham quyén cap, con gia tri sit dung dé chimg minh vé nhan
than ctia ngudi cd yéu cau cap ban sao Trich luc ho tich.
Truong hop cac thong tin ca nhan trong cac gidy to nay da co
trong CSDLQGVDC, CSDLHTDT, dugc hé théng dién tu
dong thi khong phai tai 1én (theo hinh thirc tryc tuyén).

Truong hop giri hd so qua hé théng buu chinh thi phai giri kém
theo ban sao c6 ching thuc cic gidy to phai xudt trinh
néu trén.

*Luuy

- Boi véi giay to ndp, xuat trinh néu nguodi yéu cau ndp ho so
theo hinh thire truc tiép:
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+ Nguodi tiép nhan c6 trach nhiém kiém tra, d6i chiéu voi thong
tin trong t& khai, chup lai hodc ghi lai thong tin dé luu trong hd
so va tra lai cho nguoi xuat trinh, khong dugc yéu cau ndp ban
sao hodc ban chyp gidy to do.

+ Ngudi yéu cau dang ky ho tich co thé ndp ban sao ching
thuc tir ban chinh hoac ban sao duoc cép tlr s6 géc hoac ban
chup kém theo ban chinh gidy to dé ddi chiéu. Tru’c‘mg hop
nguoi yeu cau nop ban chup kém theo ban chinh gidy to thi
nguoi tiép nhan cé trach nhiém kiém tra, doi chleu ban chup
v6i ban chinh va ky xac nhan, khong dugc yéu cau nguoi di
dang ky ndp ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan ding, du ho so
dang ky ho tich theo quy dinh cua phap luat ho tich, khong
duoc yéu cau ngudi dang ky ho tich ndp thém gidy 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 qubc gia vé dan cu theo quy dinh phap luat néu
ngudi yéu cau dang ky ho tich da cung cdp ho, chir dém, tén;
ngay, thang, nim sinh; sé dinh danh cd nhéan/thé can cuwée
cong dan/thé can cudc/chung minh nhdn ddan/can cuoc dién tir.
Trudng hop cac thong tin can khai thac khong co trong Co s&
dir liéu quéc gia vé dan cu thi d& nghi nguoi yéu cau ké khai
day du.

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

+ Ban chup céc gidy to giri kém theo hd so cipban sao Trich
luc ho tich truc tuyéh phai bao dam rd nét, dﬁy du, toan ven vé
ndi dung, 1a ban chup bang may anh, dién thoai hoic dugc
chup, dugc quét béng thiét bi dién tu, tir giéy to duoc Cé,ip hop
1€, con gia tri sir dung.

+ Trudng hop gidy to, tai liéu phai giri kém trong hd so cipban
sao Trich luc ho tich truc tuyén da co ban sao dién tir hoac da
¢ ban dién ttr gidy to ho tich thi nguoi yéu cau dugc st dung
ban di¢n tir nay.

- Truong hop ngudi yéu cau cdp ban sao Trich luc ho tich
khong cung cap diy du hoic cung cép cac thong tin khong
chinh xac, khong thé tra ciru duoc thong tin thi co quan ding
ky ho tich tir chdi giai quyét.
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- Gidy to do co quan c6 thim quyén ctia nudc ngodi cip, cong
ching hoac xac nhan dé sir dung cho viéc dang ky ho tich tai
Viét Nam phai dugc hop phép hoa lanh su theo quy dinh cua
phap luat, trir truong hop duoc mién theo diéu wdc qudc té ma
Viét Nam la thanh vién.

- Truong hop nhan két qua (ban sao Trich luc ho tich) tai co
quan dang ky ho tich, ngudi c6 yéu cu cap ban sao Trich luc
ho tich phai xuét trinh gidy t& tuy than; ndp cac gidy to, tai liéu
la thanh phﬁn hd so cép ban sao Trich luc ho tich theo quy dinh
phap luat hd tich.

33

S6 lwong ho so

01bo

3.4

Thoi gian xur ly

Ngay trong ngdy tiép nhin hd so; trudng hop nhin hd so sau 15 gid ma
khong gidi quyet duoc ngay thi tra két qua trong ngay lam viéc ti€p theo.

3.5

Két qua thwe hién thi tuc hanh chinh

Ban sao Trich luc ho tich, ban sao Gidy khai sinh.

3.6

Noi tiép nhén va tra két qua

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

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

- BO phan Mot ctra (TN&TKQ) ctia UBND cap x3 noi dang luu gitr S6 ho tich
Hodc dia diém tiép nhan va tra két qua hd so theo Thong bio cua cap co
tham quyén

3.7

Phi

8.000 d6ng/ban sao trich luc

3.8

Quy trinh xir ly cong viéc

TT

Biéu Trang
miu/ | thai H¢
Két qua thong

Trach | Thoi

Trinh tu o .
nhi¢ém | gian

Bl

HO so duoc ndp truc tiép tai BO
phan Mot ctra hoac giri qua hé thong Thanh | Tai khoan
buu chinh hoac ndp truc tuyén trén phan hé | gom Tén

Cong dich vu cong qudc gia Cd(;rlllg so theo |DPang nhap
(https://dichvucong.gov.vn) Muc 3.2 va Mét
hodc Cong dich vu cong thanh pho khau

(https://dichvucong.hanoi.gov.vn). VNelD
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Cong DVC két ndi véi CSDLDC dé L
khai thac cac truong thong tin cua BI?P mau
cong dan c6 trong CSDLDC. di¢n tu

) ) tuong tac
Cong dan lya chon: cép ban
- Dich vu cong truc tuyéh, sao Giéy
- Quén, Huyén, Thi xa khai sinh,

o ban sao
- pBND ‘Xﬁ., phuong, thi tran co Trich luc
tham quyén hf) tiCh
- Linh vuc Ho tich,
- Thu tuc céip ban sao trich luc
ho tich
Cong churc B6 phan Mot ctra truy cép
Hé thong thong tin giai quyét thu tuc
hanh chinh cta thanh phd kiém tra
tinh chinh xac, ddy du, thong nhét, =
hop 18 cua ho so. ) P hliu
. . yéu cau
(1) TI'IIf)’l’lg hOp ho so déy du, hOp 1€, bé) sung,
B2 |thi tiép nhan ho so; néu tiép nhan hod hoan
so sau 15 gio thi co Phiéu hen, tra két thién
qua cho ngudi c6 yéu ciu trong ngiy ho so
lam viéc tiép theo (néu ngudi co yéu| Cong - Phiéu tr
cau h_rgl chon hinh thuc ncf)p’ ho so Chffc Khong chdi tiép
truc tiep) hoac gui ngay Phicu hen, Bo qué 01 | nhan giai
tra két’qué qua thu giién tor hoac gui phe,}n gio lam| quyet
tin nhan hen trd ket qua qua dién Mf-’t viée hd so
thoai di dong cho ngudi co yéu cau cua - Gidy
(néu ngu:(‘ri‘ co yéu cau !ua chon hinh tiép nhan
thirc ndp ho so truc tuyén); hd so va
Sau khi tiép nhan hd so theo hinh hen ngay
thire ndp truc tiép, cong chirc BoO tra ket
phan Mot ctra thuc hién s héa (sao qua

chup, chuyén thanh tai liéu dién tu
trén hé théng thong tin, co so dir
liéu) va ky s vao tai liéu, ho so giai
quyét thu tuc hanh chinh d3 duoc s6
hoa theo quy dinh.
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ii) Truong hop hd so chua day du,
hop 1€, thi c6 thong bao cho ngudi
yéu ciu bo sung, hoan thién hd so,
néu 1o loai gidy to, ndi dung can bd
sung dé ngudi co yéu ciu bd sung,
hoan thién. Sau khi hd so dugc bd
sung, thuc hién lai budce (i);

(iii) Trudong hop ngudi cod yéu ciu
cépbén sao Trich luc ho tich khong
bo sung, hoan thién duogc hd so thi
bdo cao Truong bd phan mdt cira co
thong béo tir chdi giai quyét yéu cau
cépbén sao Trich luc ho tich.

Cong chirc B6 phan Mot ctra chuyén
ho so di tiép nhan dén cong chic Tu
phap - Ho tich qua Hé thong thong
tin giai quyét thu tuc hanh chinh cua

Thanh phd (deng hop Hé théng S}(:;f

thong tin giai quyét’ thu tuc hanh B |Khong

chinh cua ,Thénh pho da lién thong phém qua 01| Phiéu

v61 Hé thong dang ky, quan ’1}'/ ho Mét it | kidm soat
B3 tich cua B(f)q Tu phép th‘} hé théng tu cirai - | 1am | qu4 trinh

dong chuyén ho so dén HE thong Cong | viéc |giai quyét

dang ky, quan 1y ho ticp cua BO Tu|  hic hd so

phap; Truong hop h¢ thong chua tich| T,

hop chic nang tu dong chuyén, cong phap -

chitc Tu phap - HO tich thuc hién| g tich

chuyén hd so tir Hé thong thong tin|

giai quyét thu tuc hanh chinh cua

Thanh phd sang Hé théng ding ky,

quan 1y ho tich cua Bo Tu phéap)

Cong chire Tu phap - HO tich thém Cong |Khong| - Trich

tra ho so (tham tra tinh thong nhat,| chuc |qua 02| lucban
B4 | hop 18 ctia cac thong tin trong hd so,| Tu giy | saoho

gidy to, tai liéu do ngudi yéu cau| phap - | lam tich

ndp, xuat trinh hodc dinh kém). Ho tich| vigc
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+ Truong hop hd so cin bd sung,
hoan thién hoac khong du diéu kién
giai quyet phai tir chéi thi giri thong
béo vé tinh trang hd so t6i Bo phan
Mot cira dé théng bao cho ngudi nop
h6 so — thuc hién lai budc (ii) hodc (iii);

+ Trudng hop can phai kiém tra, xac
minh lam rd hoac do nguyén nhan
khac ma khong thé tra két qua ding
thoi gian da hen thi cong chic lam
cong tac ho tich lap Phiéu xin 15i va
hen lai ngay tra két qua, trong d6 néu
13 1y do cham tra két qua va thoi gian
hen tra két qua, chuyén Bo phan mét
ctra dé tra cho ngudi cd yéu cau (néu
ngudi ¢6 yéu cau lya chon hinh thirc
ndp hd so truc tiép), hodc gui Phiéu
xin 16i va hen lai ngay tra két qua qua
thu dién tor hodc gui tin nhin qua
dién thoai di dong cho nguoi co yéu
cau (neu nguoi co yéu cau lua chon
ndp hd so truc tuyén).

+ Néu thdy hd so day du, hop 1¢,
dung quy dinh, trudng hop tiép nhan
hd so cdp ban sao Trich luc ho tich
theo hinh thtrc truc tiép, sau khi tra
ctru thong tin trong S6 ho tich, Co s&
dir liéu ho tich dién tir, cong chuc
lam cong tac hd tich inban sao Trich
luc ho tich trinh Lanh dao UBND cép
xa ky, chuyén Bo phan Mot cua de
tra két qua cho ngudi c6 yéu cau.

Truong hop tiép nhan ho so xin cip
ban sao Trich luc ho tich theo hinh
thire truc tuyén, cong chic 1am cong
tac ho tich gui lai ndi dung biéu mau
Trich luc ho tich dién t&r twong ung
v6i thong tin diy da cho ngudi yéu
cau qua thu dién tur hodc thiét bi so.

- Cong
van tra
101 két
qua tra
ciru
khong ¢o
thong tin.
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Ngudi yéu cau c6 trach nhiém kiém tra
tinh chinh xéc, day du cua cac thong tin
trén biéu miu Trich luc ho tich dién tr
va xac nhan (t6i da mot ngay).

Néu nguoi c6 yéu cip ban sao Trich
luc ho tich di théng nhat, day du
hoic khong c6 phan hoi sau thoi han
yéu cau thi cong chirc 1am cong tac
ho tichin ban sao Trich luc ho tich,
trinh Lanh dao UBND cép x4 ky, ky
s6 chuyén t6i Bo phan Mot cira dé tra
két qua cho nguoi ¢ yéu cau.

B5

Lanh dao UBND cép x3 ky, ky s6:

- Trich luc ho tich (ban sao)

- Hodc: Thong bao hd so khong du
diéu kién giai quyét/Thong bao bo
sung ho so

- Hodc: Cong vian tra 10i két qua tra
ctru khong c6 thong tin.

Sau d6 chuyén vin ban dén cong
chitc Tu phap — ho tich ddi véi van
ban gidy va vin ban trén Hé thong
thong tin giai quyét TTHC cua
Thanh phd.

D6i voi Trich luc ho tich (ban sao)
duoc ky sb trén Hé thong dang ky va
quan ly ho tich cia BO Tu phap,
Lanh dao UBND x4 chuyén dén cong
chtrc Vin phong — théng ké dé dong
dau, phat hanh trén Hé théng dang ky
va quan 1y h tich ctia B Tu phap.

Lanh
dao
UBND

cap xa

Khong
qua 01
gio
lam
viéc

Trich luc
ban sao

ho tich

hoac Cong
van tra 101
két qua

tra cau

B6

- Hé théng tu dong chuyén ban két
qua dién tor t6i BO phan Mot cua.
Trong truong hop Hé théng chua tich
hop chirc nang nay thi cong chic Tu
phap — ho tich tai ban két qua dién tir
trén Hé thong dang ky va quan Iy ho
tich caa Bo Tu phap, day lén Hé
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thong Thong tin giai quyét TTHC| _ c4p o
cua Thanh pho va chuyén t61 BO| .. ) o
phan Mot cira dé tra két qua. - Trich luc| He¢ thong
Lo e o .z . Tu | knhone| Dansao gui tin
- B’o1 Vol van ban giay l’lhafl ma cong| 4 . quég ho tich | nhén toi
c}iu’c Tu phap — ho~t1ch nha,n dqu tur Ho 0lgio hodc cong | email ciia
Lanh dao UBND xa tai Butc 5, ¢ong| o | © 5 fyan iri 1oi | cong dan
chirc Tu phap — ho tlQh chuyer} cong A an két qua tra| thong béo
chirc Vén phong — thong ké dé dong| - ang vige oltu a3 o6 két
dau. Cong chic Tu phap — ho tich Chll’c khong c6 | qué kinh
nhan van ban da c6 chit ky lanh dao| Van thong tin | mdi cong
UBND xa va dong dau chuyén B PhOPg dan dén
phan Mot cira dé tra két qua. - tﬁ(}ﬂg nhin
. . . ¢ '
(Tong thot gian giai quyét tr B1 dén i
B6 hoan thanh truée 16 gis 30 phat| - €Ong
trong ngay tlep nhan ho so. Pbi voi Ch‘fc
tru:orng hop tiép nhan hd so sau 15 B?
gio, tra ke"c qua trude 11 gio ngay| Phan
lam viéc ti€p theo) Mot
- Thyec hién luu ho so theo quy dinh cta
- Trich
Cong hifcﬁg Théng tin
chirc | Trong : dong bo
B gio - Cong | v&i Cong
B7 |- Tra két qua cho cong dan phan | hanh | vantra | Dich vy
Mot | chinh | 10ikét | cong quoc
cira qué’ tra gia
ciu
khong ¢o
thong tin.
4 | Biéu miu

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

T khai cap ban sao trich luc ho tich (Théng tu sé 04/2024/TT-BTP cua Bo

Tu phap)

Trich luc ho tich ban sao (Thong tu s6 04/2020/TT-BTP ctua B Tu phap)

Biéu mau h(f) tich dién tr tuong tac cép ban sao Trich luc ho tich (néu ndp hd
so truc tuyén (Thong tu s6 03/2023/TT-BTP cia B§ Tu phap)
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phuc

' TO KHAI
CAP BAN SAO TRiCH LUC HQ TICH

Kinh gri: @ Uy ban nhan dan ..........oocceeeeeeeeeeeeeeeeeeeeeeeee.

Ho, chir dém, tén ngudi yéu cau:

Ngay, thang, ndm sinh:

Noi cu tra: @

Gidy to tiy than: @

Quan h¢ véi nguoi dugce cﬁip ban sao Trich luc ho tich:

Pé nghi co quan cAp ban sao trich Te® ..o,
cho nguoi cé tén dudi day:

Ho, chir dém, tén:

Ngay, thang, ndm sinh:

Gibditinh: @ oo Dan tdc: @ ....... Qudc tich: @
Noi cu tria: @

Gidy to tuy than: @

D3 ding ky tai: ©

ngay .......... thang ........... nam .............. 1 I Quyen SO: ...cucveveeennne.
Thong tin khac: ©
S6 luong ban sao yéu cau CAp:..........oeueee..., ban”

T6i cam doan nhitng ndi dung khai trén day la dung su that va chiu trach
nhiém trude phap luat vé cam doan ctia minh.
Lam tai: .......... ,ngay .... thang .... nam
Ngudi yéu ciu
(ky va ghi r6 ho, chit d&€m, tén)
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Chu thich:
(D) Ghi tén co quan dé nghi thuc hién viéc cép ban sao Trich luc ho tich.

@ Chi ghi trong trudong hop ngudi c6 yéu cau dang ky ho tich chua c6/khong cung cap sd
dinh danh c4 nhéan/can cudc cong dan/thé can cudc/chimg minh nhan dan.

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

®) Ghi s6 dinh danh c4 nhan/can cudc cong dan/thé can cude (vi du: Can cudce cong dan sb
025188001010 do Cuc Canh sat QLHC vé TTXH cap ngay 20/11/2021). Truong hop khong c6
s6 dinh danh ca nhan/can cudc cong dan/thé can cudc thi ghi gidy td hop 1é thay thé (ho chiéu,
chung minh nhan dén,...).

“ Ghi 5 loai viée ho tich da dang ky true ddy, nay dé nghi cap ban sao Trich lyc hé tich.
) Ghi 19 tén co quan da ding ky ho tich trude day.

Vi dy: Uy ban nhéan dan phudng Dién Bién, quan Ba Dinh, thanh phd Ha Noi.

Uy ban nhan dén quan Hoan Kiém, thanh phd Ha Noi.

S& Tu phap tinh Hoa Binh.

© Truong hop nguoi yéu cau khong cung cap duge thong tin tai muc Sthi cung cp bd sung
thong tin khac dé phuc vu viéc tra ctru.

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

@ Ghi 16 s6 lwong ban sao dé nghi cap.
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~ NOIDUNG MAU DIEN TU TUONG TAC YEU CAU
CAP BAN SAO GIAY KHAI SINH, BAN SAO TRiCH LUC HQ TICH

I. 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 cip ban sao Gidy khai sinh/Trich luc ho tich.
II. Thong tin vé gidy to ho tich da ding ky

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

(7) S6 dinh danh c4 nhan;

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

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

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

(11) Co quan da dang ky sy kién ho tich trude day;

(12) Tén giy to ho tich, s, quyén sd, ngay, thang, nam dang ky;

(13) S6 lwong ban sao;

(14) Phuong thirc nhan két qua:

o Truc tiép

o Truc tuyén (ban dién tir s& dugc gui vé Kho quan 1y dir li¢u cua cad nhan/dia
chi thu dién ti/thiét bi s6/dién thoai ciia ngudi yéu cau)

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

(15) Ho so dinh kém theo quy dinh.

* Ngudi yéu cau cam doan céc‘ thong tin cung cap 14 dung sy 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 chiimg minh noi cu tra g‘iﬁ duoc khai thac
tur CSDLQQVDC, duoc h¢ thong dién tu dong thi khéng phai xuat trinh (theo hinh
thirc tryc tiép) hodc tai 1én (theo hinh thirc tryc 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 VIETNAM
Dic lip - Ty do - Hanh phic

-,}

GIAY KHAI SINH
(BAN SAO)

_____________________________________________________________ Rgay...thdng.....ndm......
@ _ NGUOI KY
----------------------------------- (Ky, ghi ¥é ho, tén, chitc vu va déng ddu)
S6:"........../GKS-BS
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Chii thich:
' Ghi theo 56 trong S6 dang ky khai sinh.
® Ghi tén co quan cAp ban sao Gidy khai sinh.
“ Ghi theo s6 trong S6 theo d6i viée cap ban sao ciia co quan cip ban sao Trich luc hé tich.

“ Tuy theo cach thirc thuc hién, ghi rd cin cit cp ban sao tir: “S6 ding ky khai sinh ™ hoic “Co so dit
lieu ho tich dién tir”.
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CONG HOA XA HOI CHU NGHIA VIETNAM
Dic lap - Tu do - Hanh phiic

GIAY KHAI SINH

(BAN SAO)
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Chui thich:
'Ghi theo sb trong S& dang ky khai sinh.
“ Ghi tén co quan cép ban sao Gidy khai sinh.
“ Ghi theo s6 trong S6 theo dai viée cip ban sao cita co quan cdp ban sao Trich luc hé tich.

“ Tuy theo cach thire thuc hién, ghi rd can cir cdp bin sao tir: “Sé ding ky khai sinh” hodc “Coso-dit
lieu hé tich dién tie”'.
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.................................................................. C(:)NG HOA XA H(:)I CHU NGHIiA VIET NAM
AAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAA D@C lép -Tw do - He_mh phﬁc
............................................................... )

S6:@/TLKH-BS ... ngay...thang ...nam ...

TRICH LUC KET HON
(BAN SAO)
Ho, chir dém, tén vz, Ho, chir dém, tén chéng: ...
Ngay, thang, nam sinh: ... Ngay, thang, nam sinh: ...
DaAn tOC: ..o, Dan tOC: ..o
QUOC tHCR: oo QUOC tHCN: oo
NOTCU tIU: o NOTCU U o
Gidy tO thy thAN: oo Gidy tO thy thAN: ..o
DEANG KY KEE NON AT O oottt
SO NZAY .o thang DA oo
GRE CRELZ® oo e
Thuwe hién trich lue 0 @/ e
NGUOI KY TRICH LUC

(Ky, ghi vo ho, chit dém, tén, chirc vu, dong dcfu)
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Chu thich:

() Ghi tén co quan thyc hién viéc cip ban sao Trich luc két hon (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 két hon.

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

@ _ Truong hop ding ky lai két hon; ding ky hon nhan thyc té theo quy dinh tai khoan 2
biéu 44 cua Nghi dinh s6 123/2015/ND-CP; cong nhan viéc két hon theo quy dinh tai Pieu 11
Luét hon nhan va gia dinh; thyc hién lai viéc dang ky két hon theo quy dinh tai Pi€u 13 ctia Luét
hon nhan va gia dinh thi ghi r0 tai muc nay va ghi 6 ngay xac 1ap quan hé hon nhan.

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

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

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

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

- Truong hop di ly hon/ghi vao S6 ho tich viée ly honciing can ghi rd tai muc nay.

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

®) Tuy theo cach thic thyuc hién, ghi rd cin clr cp ban sao tir: SO dang ky két hon hodc Co
s& dir liéu ho tich dién tir.
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................................................. CONG HOA XA HQI CHU NGHIA VIET NAM
................................................. Doc 1ap - Tu do - Hanh phic
............................................. (1)
S6: @ /TLKT-BS .. , ngay.....thang ...nam ...
TRICH LUC KHAI TU
(BAN SAO)
HQ, CRIE A@IM, TRINL ...
Ngay, thang, NAM SINN: s
Gioitinh: .. Dantdc: ... Quéc tich: o
S dinh danh €& NNAN: oo
GHAY O TUY TAN ettt
Di chét vao 1C....o. <3 (o A, phit, NEAY....oooo ghi bang chit:
INOT CREE: ettt
D3 dugc dang Ky Khai tl ta1: @)oot
SO: s NZAY .o thang ... NAM .o
Thue hién trich luc €@
NGUOI KY TRICH LUC
(Ky, ghi ré ho, chit dém, tén, chirc vu, dong dau)
Chu thich:

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

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

®) Ghi tén co quan diang ky khai tir, s6, ngdy thang nim dang ky.

@ Tuy theo cach thic thyc hién, ghi 1 cin ctr cap ban sao tir: SO diang ky khai tir hodc Co
so dir liéu ho tich dién tur.



CONG BAO HA NOI/S6 283+284/Ngay 02-4-2025 35

................................................. CONG HOA XA HQI CHU NGHIA VIET NAM
................................................. Poc 1ap - Tw do - Hanh phuc
................................................. (1)

S6:®/TLGH-BS ... , ngay....thang ...nam ...

TRICH LUC PANG KY GIAM HQ

(BAN SAO)

Nguwoi giam h:

Ho, Chilt A€M, 18N e
Ngay, thAng, NAM SINN: ..o
Gioditinh:. ..o Dantoc:.. Quéc CICH:
GHAY 1O TUY FRATL: et
INOT CU LI s
Nguwoi duge giam h:

Ho, Chilt A€M, T8N e
Ngay, thAng, NAM STNNI ..o e
Gioi tinh:..o Dan tocC: ... QUOC tHCR: o
Gidy khai SInh/GIAY tO Y thAN ...t
INOT CU EITLL e
DA dANE KY GIAM DO t21: %)ttt
SO e NZAY...oooiviiirins. thang ... nam...........
Thue hién trich lue 6@

NGUOI KY TRICH LUC

(Ky, ghi ré ho, chit dém, tén, chirc vu, déng ddu)
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Chii thich:

() Ghi tén co quan cép ban sao Trich luc ding ky giam ho (ghi di cac cap hanh chinh).

@ Ghi theo sb trong So cép ban sao Trich luc h¢ tich cta co quan cép ban sao Trich luc ho tich.

4 Ghi 6 tén co quan da dang ky giam h, s, ngay thang nam dang ky.

@ Tuy theo cach thirc thyc hién, ghi rd cin cir cap ban sao tir: SO dang ky giam ho hodc Co

s& dir liéu ho tich dién tr.
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................................................. CONG HOA XA HQI CHU NGHIA VIET NAM
................................................. Doc lap - Tu do - Hanh phic
()
S6: /TLCDGH-BS ... , ngay.. thang.....nam ...
TRICH LYC
DANG KY CHAM DUT GIAM HOQ
(BAN SAO)

Nguwoi giam h:

L3 CoTe] 111 36 1575 0 O (<) GO
Ngay, thdng, NAM SINN: oo
G101 tinh:. e, Dan toC: ... Qudc tich: o
GHAY 1O TUY THATL et
Nguwoi duwge giam h:

|3 CoTe] 411 6 (575 0 R <) OO
Ngay, thdng, NAM SINN: ..o
G101 tinh:. Dan toC: ... Qudc tich: .o
Gidy Khai SINI/GIAY 1O 1Y thAN .o
DANG KY GIAM DO 1215 @)oottt
......................................................................................... SO NZAY . thang ..n@M ...
Di diang ky chim dit gidm ho, SO wovv ngay..... thang..... NaAM ...
Thure hién trich e ™) oot eeeeee e

NGUOI KY TRICH LUC

(Ky, ghi ré ho, chit dém, tén, chirc vu, déng ddu)
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Chui thich:
() Ghi tén co quan cap ban sao Trich lyc dang ky chiam dut giam ho (ghi du cac cip 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 ding ky cham dut giam ho.

®) Ghi rd tén co quan ding ky giam ho trude day (s6, ngay thang nim dang ky).

@ Tuy theo cach thirc thyc hién, ghi rd cin ctr cip ban sao tir: SO ding ky chdm dit giam ho
hoac Co s¢ dit 1iéu ho tich dién tir.
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..................................... CONG HOA XA HQI CHU NGHIA VIET NAM
................................................. Poc lap - Tw do - Hanh phic
................................................. (1)
Sé: @ /TLCMC-BS .. , NGAY.......thang .....ndm ...
TRICH LUC PANG KY NHAN ... ©)
(BAN SAO)
X4c nhan ding ky viée nhan ... Ogiira:
Ho, Chilt A€M, 11N CRA/INIE: .....oooooeeeeeeee e
Ngay, thdng, NAM SINN: ..o
Gioitinh: .. Dan tdc: ..o QUBC tHCN: o
GHAY 1O TUY FRATL: ettt
INOT CU TULL oo e
Va
HO, ChTE AEIMN, T8I COM: ..ottt e
Ngay, thAng, NAM SINN: ..o
Gidi tinh:..o Dan toC: ... Qudc tich: o
Gidy Khai SINN/GIAY 1O 1Y thAN .o
INOT CU UL oo oo
Da ding ky nhan........ ORAED) e
........................................................................................................................... s6 NZAY oo
Thue hien trich Tue tU:0) et
NGUOI KY TRiCH LUC

(Ky, ghi ro ho, chit dém, ten, chuc vu, dong dcfu)
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Chii thich:

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

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

) Ghi rd viéc dang ky nhan: Cha, con hodc me, con tiy theo ding ky viéc cha nhan con/con
nhan cha hoac me nhan con/con nhan me.

@ Ghi tén co quan, sb, ngdy thang nam ding ky nhén cha, con hodc me, con.

) Tuy theo cach thirc thuc hién, ghi 1 cin ctr cép ban sao tir: SO dang ky nhan cha, me, con

hoac Co s¢ dit liéu ho tich dién tir.
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................................................. CONG HOA XA HQI CHU NGHIA VIET NAM
................................................. Doc 1ap - Tw do - Hanh phuc

(BAN SAO)

Xéac nhian:

Ho, Chilt QM 18N e
Ngay, thang, NAM SINN: e
Gioitinh: ... Dantdc: ... Quéc tich: o,

GHAY O TUY TAN oottt

NGUOI KY TRICH LUC
(Ky, ghi ré ho, chit dém, tén, chirc vu, déng ddu)
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Chii thich:
() Ghi tén co quan cap ban sao Trich luc ho tich (ghi du cac cap hanh chinh).

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

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

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

) Ghi theo ndi dung da dang ky: thay d6i ho/chit dém/tén; cai chinh ho, chit dém, tén, nim
sinh; bd sung dan tdc, ndm sinh clia nguoi cha; xac dinh lai dan tdc...

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

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

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

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

hodc Céi chinh nam sinh cua nguoi me tir sinh nam 1959 thanh ndm 1960.

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

® Tuy theo cach thirc thuc hién, ghi rd cin cir cdp ban sao tir: S6 dang ky thay doi, cai
chinh, bd sung thong tin hg tich, xac dinh lai dan tdc hoac Co sé dit licu ho tich dién ta.
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................................................. CONG HOA XA HQI CHU NGHIA VIET NAM
................................................. Poc lap - Tw do - Hanh phuc
................................................. (1)
S6:® /TLGCKH-BS .., ngay......thang .......nam ........

TRICH LUC GHI CHU KET HON
(BAN SAO)

Ho, chivr dém, tén vo:..................... Ho, chir dém, tén chdng:............................
Ngay, thang, nam sinh: ... Ngay, thang, nam sinh: ...
DaAn tOC: ..o DaANntOC: ool
QUOC R oo QUOC HCR: e
NOTCU TS o NOT CU UL oo
Gidy tO thy thAn: ..o Gidy tO tly thAn: ..o

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 chii két hon (ghi du cac cap hanh chinh).

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

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

“ Ghi 16 tén co quan dang ky ho tich, s6, ngay thang nam ghi vao S6 ho tich viéc két hon.

® Tuy theo cach thic thyc hién, ghi rd cin clr cp ban sao tir: SO diang ky két hon hodc Co
sO dir liéu ho tich dién tir.
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................................................. CONG HOA XA HQI CHU NGHIA VIET NAM
................................................. Poc lap - Tw do - Hanh phuc
................................................. (1)

S6: @ /TLGCLH-BS ... , Ngay..... théng ......nam ...

TRICH LUC GHI CHU LY HON
(BAN SAO)

L5 00T (1T £ 11 TR ) A
Ngay, thang, NAM SINN: e
Gioi tinh: o Dan toC: ..o QubE tiCh: o

GHAY O TUY TAN oottt

Pugc ghi vao S6 hd tich Viec.........oo ®da giai quyét tai nwde ngoai véi
ngwoi cé tén duoi day:

HOQ, ChIE A@IM, TRIN: .
@ Ngay, thAng, NAM STNN: e
Gioitinh: Dan toc: .o Quéc tich: o,

GHAY 1O TUY FRATL et

1S L

Thuc hién trich luc tir:?

NGUOI KY TRICH LUC
(Ky, ghi vo ho, chit dém, tén, chirc vu, dong déu)
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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 sb trong SH cép ban sao Trich luc hd tich cua co quan thyc hién viéc cép ban sao
Trich luc ghi chua ly hon.

®) Ghi rd loai viéc thuc té: ly hén hoac hiy viéc két hén.

) 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, ngdy thang nim cap gidy to ching minh viéc ly
hon/hity viée két hon do co quan c¢6 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 chu ly hon hodc Co so
dir 1iéu ho tich dién tur.
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................................................. CONG HOA XA HOQI CHU NGHIA VIET NAM
................................................. Doc lap - Tw do - Hanh phuc
................................................. (l)
$6:@ /TLGCHT-BS ooy NGAY......thaNg .....nAM ......
TRICH LUC
GHI VAO SO HQ TICH CAC VIEC HQ TICH KHAC
(BAN SAO)
HOQ, ChTt A&, C€IN: .o
Ngay, thdng, NAM SINN: e
Gid1 tinh:...oo Dan toc: ..o Qudbc tich: o
GHAY 1O TUY FRATL et
INOT CU EITLL oo oottt e
DA UOC GNT VA0 SOP) et
INOT AUNG SRt ettt
1 T S LS
SO e e [0 SO
................................................................................................... CAp NEAY........oo thANG oo NAM
INOT BRI ettt s
Thue hién trich lue t0:7) e
NGUOI KY TRICH LUC

(Ky, ghi ré ho, chit dém, tén, chirc vu, déng ddu)
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Chui thich

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

@ Ghi theo sb trong S6 cép ban sao Trich luc ho tich ctia 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 thuc 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 phd Ha Noi, S6 dang ky khai tir, quyén sb 01, s6 123,
ngay 18/8/2020.

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

1 |Muc dich
Quy‘trinh nay quy dinh trinh ty va cégh thirc giéi quyét 1}6 SO cua cong (}én
c6 dé nghi dang ky khai sinh thudc tham quyén giai quyét cia UBND cap xa
2 | Pham vi
- Ap dung d6i véi ca nhan c6 dé nghi dang ky khai sinh.
- Ap dung d6i vé6i cong chirc UBND cap xa thuc hién Quy trinh nay.
3 | Noi dung quy trinh
3.1| Co sé phap ly

- Luat Hon nhan va gia dinh nam 2014;

- Luat HO tich nam 2014;

- Luat Thu d6 ngay 28/6/2024;

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

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

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cta Chinh phu sira d6i, bo
sung mot s6 diéu cua cac nghi dinh lién quan dén viéc ndp, xuat trinh s6 ho
khéu, sb tam trG giéy khi thuc hi¢n thu tuc hanh chinh, cung cép dich vu cong;
- Nghi dinh s6 07/2025/ND-CP ngay 09/01/2025 ctia Chinh phu stra dbi, bd sung
mot sb diu cta cac Nghi dinh trong linh vyce ho tich, quéc tich, chung thuyc;

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

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 ctia Bo Tu phap quy dinh chi
tiét mot sd didu va bién phap thi hanh Nghi dinh sé 87/2020/ND-CP ctia Chinh
phu quy dinh vé Co so dir liéu ho tich dién tir, ding ky ho tich truc tuyén;

- Thong tu s6 03/2023/TT-BTP ngay 02/8/2023 ctia Bo Tu phép stra dbi, bd sung
mdt s6 ndi dung cta Thong tu s6 01/2022/TT-BTP ctia B Tu phép quy dinh chi
tiét mot s6 diéu va bién phap thi hanh Nghi dinh s6 87/2020/ND-CP ctia Chinh
phu quy dinh vé Co s& dit liéu ho tich dién ti, dang ky hd tich truc tuyén;
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- Thong tu sb 04/2024/TT-BTP ngay 06/6/2024 cua Bd Tu phéap stra doi, bd
sung mot sd didu ciia Thong tu sd 02/2020/TT-BTP ctia Bo Tu phap ban
hanh, huéng dan st dung, quan 1y mau sd quéc tich va mau gidy to vé quic
tich va Thong tu s6 04/2020/TT-BTP cta Bo Tu phap quy dinh chi tiét thi
hanh mot s6 diéu cta 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 s6 281/2016/TT-BTC ngay 14/11/2016 ctia Bo Tai chinh quy dinh
muc thu, ché do thu, ndp, quan 1y va st dung phi khai thac, sir dung thong tin
trong co so dir liéu ho tich, phi xac nhén co quéc tich Viét Nam, phi x4c nhan
13 nguoi gde Viét Nam, 18 phi qudc tich;

- Thong tu sb 85/2019/TT-BTC ngay 29/11/2019 caa Bo Tai chinh hudng
dan vé phi va 1& phi thudc thim quyén quyét dinh ctia Hoi dong nhan dan
tinh, thanh phé truc thudc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cuaBo Tai chinh stra doi,
bd sung mot sd diéu cua Thong tu sd 85/2019/TT-BTC cuia B Tai chinh
hudéng dan vé phi va 1& phi thudc thAm quyén quyét dinh ctia Hoi dong nhan
dan tinh, thanh phd truc thudc Trung wong;

- Quyét dinh s6 85/QD-BTP ngay 14/01/2025 ctia B6 Tu phap ban hanh cong
bd tha tuc hanh chinh méi ban hanh duge stra d6i, bo sung trong linh vuc hd
tich thuc hién tai co quan dang ky ho tich thuoc pham vi chirc nang quan ly
cua Bo Tu phap;

- Nghi quyét 06/2020/NQ-HDND ngay 07/7/2020 cia HDND thanh phd Ha
Noi vé viéc ban hanh mot sd 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-HDND ngay 04/7/2023 cua HDND thanh ph Ha
Noi vé viéc thu phi, 18 phi thudc thim quyén quyét dinh cia HDND Thanh
phé trén dja ban thanh phd Ha Noi;

- Quyét dinh s6 100/QD-TTPVHCC ngay 18/02/2025 cua Giam dbc Trung
tam phuc vu hanh chinh céng thanh phé Ha Noi vé viéc cong bd Danh muc
tht tuc hanh chinh méi ban hanh, tha tuc hanh chinh stra ddi, bd sung va thi
tuc hanh chinh bi bai bo trong linh vuc ho tich, qudc tich, ching thuc va nudi
con nudi thudc tham quyén ctua S¢ Tu phap, UBND cap huyén va UBND cip
x4 thanh phd Ha Noi.
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3.2

Thanh phan ho so

Ban
chinh

Ban
$a0

- T6 khai dang ky khai sinh theo mau (neu nguoi ¢ yéu cau
lira chon ndp hd so theo hinh thirc tryc tiép hodc gui ho so qua
hé thdng buu chinh);

- Méu ho tich dién tir twong tac dang ky khai sinh (do nguoi
yéu cau cung cap thong tin theo hudng dan trén Cong dich vu
cong, néu ngudi ¢ yéu cau lua chon ndp hd so theo hinh thirc
tryc tuyén);

- Ngudi ¢ yéu cau diang ky khai sinh thuc hién viéc nop/xuit
trinh (theo hinh thirc truc tiép) hoac tai 1€n (theo hinh thirc truc
tuyén) cac giay to sau:

* Gidy to phai ndp:

- Gidy chimg sinh; trudng hop khong c6 Gidy chimg sinh thi ndp
van ban cua nguoi lam ching xac nhan vé viéc sinh; néu khong
c6 nguoi lam ching thi phai ¢6 giay cam doan vé viéc sinh.

Trieong hop nguwoi yéu cau di ndp ban dién tir Gidy chitng
sinh hoac co quan dang ky ho tich da khai thac dwoc dir liéu
dién tu’ c6 ky s6 ciua Gidy chimg sinh thi khéng phdi nép
ban gidy.

- Trudng hop tré em bi bo roi thi phai c¢6 bién ban vé viéc tré
bi bd roi do co quan ¢6 tham quyén lap.

- Truong hop khai sinh cho tré em sinh ra do mang thai ho
phai ¢6 van ban xac nhan cua co s¢ y t€ da thuc hién ky thuat
hd trg sinh san cho viéc mang thai ho.

- Vin ban uy quyén (duoc ching thyuc) theo quy dinh ctia phap
luat trong truong hop uy quyen thuc hién viéc dang ky khai sinh.

* Gidy to phai xuat trinh:

- H$ chiéu/Chitng minh nhdn ddan/Thé can cuede cong dan/Thé
can cuoc/Can cuoc dién tLZ’/Gid'y chung nhdn can cudc hodc
cac gidy to khac c6 dan anh va thong tin ca nhan do co quan c6
tham quyén cap, con gia tri sit dung dé chirng minh vé nhan
than cta ngudi c6 yéu cau diang ky khai sinh. Truong hop céc
thong tin c4 nhan trong cic gidy to nay dd cd trong
CSDLQGVDC, CSDLHTPDT, duoc hé théng dién tu dong thi
khong phai tai 1én (theo hinh thirc truc tuyén);
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- Gidy to co gia tri ching minh thong tin vé cu tri trong
trudong hop co quan dang 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 sb 104/2022/ND-CPcua
Chinh phu. Trudng hop cac thong tin vé gidy to chimg minh
noi cu tra da duge khai thac tir Co so dit liéu qudc gia vé dan
cu bang cac phuong thirc nay thi ngudi c6 yéu cau khong phai
xuét trinh (theo hinh thic truc tiép) hodc tai 1én (theo hinh
thire truc tuyén).

- Gidy chung nhan két hon néu cha, me di ding ky két hon.
Truong hop di co thong tin vé viéc két hon cuia cha, me trong
CSDLHTPT, CSDLQGVDC thi khéng phai xuét trinh (theo
hinh thtc truc tiép) hodc tai 1én (theo hinh thirc truc tuyén).

Trudng hop giri hd so qua hé thong buu chinh thi phai giri kém
theo ban sao c6 chung thuc cac giay to phai xuat trinh néu trén.

(Truong hop Co so dit li€u dan cu da duogc tich hop, chia sé,
két ndi, cong dan da co6 xac thyc dinh danh di¢n tir, cong dan
khong can xuét trinh gidy to tiy than. Truong hop Gidy ching
nhan két hon duoc chia sé ty dong tir Co so dir liéu ho tich
dién tir, cong dan khong can xuit trinh gidy to tiy than).

* Luuy:

- PG véi yéu cdu dang ky khai sinh ma cha, me tré da dang ky
két hon, trén co so théng tin vé Gidy chieng nhdn két hén cung
cdp trong To khai ding ky khai sinh, co quan dang ky hé tich
c6 trach nhiém tra civu théng tin vé tinh trang hén nhan cia
cha, me tré trén Hé thong thong tin gidi quyét thi tuc hanh
chinh cia Thanh phé théng qua két néi véi Co s dir lidu hé
tich dién tr, Co 56 dir liéu quéc gia vé dan cu.Két qud tra ciru
dieoc luu triv dudi dang dién tir hodc ban gidy, phan dnh day
du, chinh xdc thong tin tai thoi diém tra ciru va dinh kém hé so
cua nguoi dang ky.Truong hop khong tra ciru dwoc tinh trang
hon nhan do chua co théng tin trong Co so dit liéu ho tich
dién twr, Co so dir lieu quoc gia vé dan cu, thi co quan dang ky
hé tich dé nghi Uy ban nhédn déan cdp xd noi nguoi yeu cau
thwong tri/noi di ding ky két hén xdc minh, cung cdp théng
tin. Trong thoi han 03 ngay lam viéc ké tir ngdy nhdn dwoc yéu
cau xdc minh, Uy ban nhén dén cdp xa noi nhdn dwoc dé nghi
xdc minh c6 trdch nhiém kiém tra, xdc minh va giri két qua vé
tinh trang hon nhan cua nguoi do.
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- Trong thoi han 60 ngay ké tir ngay sinh con, cha hoic me ¢6
trach nhiém dang ky khai sinh cho con; truong hop cha, me
khong thé ding ky khai sinh cho con thi 6ng hodc ba hoic
nguoi than thich khac hodc ¢ nhén, to chirc dang nudi dudng
tré em c6 trach nhiém dang ky khai sinh cho tré em.

- Truong hop dang ky khai sinh cho tré bi bé roi thi sau khi
nhan duogc thong bio, Chu tich ij ban nhan dan céip xa hoac
Trudng coéng an cip xa c6 trach nhiém t6 chirc 1ap bién ban vé
viéc tré bi bo roi.

Sau khi lap bién ban, Uy ban nhan dan cdp x3 tién hanh niém
yét tai try s& Uy ban nhéan dan trong 07 ngdy lién tuc vé viéc
tré bi bo roi. Hét thoi han niém yét, néu khong c6 thong tin vé
cha, me dé cua tré, Uy ban nhan dan cip xi thong bao cho ca
nhén hodc to chirc dang tam thoi nuoi dudng tré dé tién hanh
dang ky khai sinh cho tré.

- Truong hop tré chua xac dinh dugc cha thi ho, dan toc, qué
quan, quéc tich cua con dugc xac dinh theo ho, dan toc, qué
quan, qudc tich cuia me; phan ghi vé cha cua tré dé trong. Néu
vao thoi diém ding ky khai sinh nguoi cha yéu cau lam tha tuc
nhan con thi két hop giai quyét viéc nhan con va ding ky
khai sinh.

- Truong hop tré chua xac dinh dugc me ma khi dang ky khai
sinh cha yéu cau 1am thu tuc nhén con thi két hop giai quyét
viéc nhan con va ding ky khai sinh; phan khai vé me cta tré
dé trong.

- Truong hop tré khong thudc dién bi bd roi, chua xac dinh
dugc ca cha va me thi thuc hi¢n tuong tu nhu ding ky khai
sinh cho tré bi bo roi, nhung trong S6 ho tich ghi 16 “Tré chua
xac dinh duoc cha, me”.

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

+ Nguoi tiép nhin c6 trach nhiém kiém tra, ddi chiéu voi
thong tin trong to khai, chup lai hodc ghi lai thong tin dé luu
trong hd so va tra lai cho ngudi xuat trinh, khong dugc yéu cau
ndp ban sao hoic ban chup gidy to do.
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+ Ngudi yéu cau ding ky ho tich ¢6 thé ndp ban sao ching
thuc tir ban chinh hodc ban sao duoc cép tir s6 géc hoac ban
chup kém theo ban chinh gidy to dé ddi chiéu. Trudong hop
ngudi yéu cau ndp ban chyup kém theo ban chinh gidy to thi
nguoi tiép nhan 6 trach nhiém kiém tra, d6i chiéu ban chup
v6i ban chinh va ky xac nhan, khong duoc yéu cau nguoi di
dang ky ndp ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhin dung, du ho so
dang ky ho tich theo quy dinh cta phép 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 ndp.

Nguoi tiép nhan ho so thuc hién khai thac thong tin trong Co
so dit liéu qudc gia vé dan cu theo quy dinh phap luat néu
ngudi yéu cau dang ky ho tich di cung cip ho, chit dém, tén;
ngay, thang, nam sinh; s6 dinh danh ca nhan/thé can cude
cong dan/thé can cudc/chung minh nhdan dan/can cuoc dién
tir. Trudong hop cac thong tin can khai thac khéng cé trong Co
so dir liéu qudc gia vé dan cu thi dé nghi ngudi yéu cau ké
khai day du.

- D6i v6i gidy to gui kém theo néu ngudi yéu cau ndp ho so
theo hinh thirc tryc tuyén:

+ Ban chup cac gidy to giri kém theo ho so ding ky khai sinh
truc tuyén phai bao dam rd nét, day du, toan ven vé ndi dung,
13 ban chup bang may anh, dién thoai hodc dugc chup, duoc
quét bang thiét bi dién tu, tir gidy to dugc cip hop 18, con gia
tri st dung.

+ Truong hop gidy t0, tai liéu phai giri kém trong hd so ding
ky khai sinh truc tuyén di c6 ban sao dién tir hoic di c6 ban
dién tr gidy to ho tich thi nguoi yéu cau dugc sir dung ban
dién tir nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Gidy khai
sinh/ban sao Gidy khai sinh), ngudi c6 yéu cau ding ky khai
sinh phai ndp ban chinh Gidy ching sinh; xuét trinh gidy to
tuy than; ban chinh Gidy chting nhan két hon (néu cha me tré
da dang ky két hon va thong tin vé viéc két hon chua co trong
CSDLQGVDC, CSDLHTDT).
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- Gidy to do co quan c6 thAm quyén cta nudc ngoai cp, cong
ching hoac xac nhan dé sir dung cho viéc dang ky hd tich tai
Viét Nam phai dugc hop phap hoa lanh su theo quy dinh cua
phap luat, trir truong hop duge mién theo didu ude qubc té ma
Vi¢t Nam la thanh vién.

- Truong hop nguoi yéu cau dang ky khai sinh khong cung cap
duoc glay to néu trén theo quy dinh hodc gidy to ndp, xuat
trinh bi tdy x0a, stra chita, 1am gia thi co quan ding ky hé tich
c¢6 tham quyén huy bo két qua dang ky khai sinh.

- Truong hgp nguodi di dang ky khai sinh cho tré em la ong, ba,
nguoi than thich khac thi khong phai c6 van ban uy quyén cua
cha, me tré em, nhung phai thong nhat véi cha, me tré em vé
cac ndi dung khai sinh.

- B6i1 véi viée xac dinh ho, dan toc, qué quan, dat tén cho tré:

+ Viéc xac dinh ho, dan tdc, dat tén cho tré em phai phu hop
v6i phap ludt va yéu cau gir gin ban sic dan tdc, tip quan,
truyén thong vin hoa tot dep cia Viét Nam; khong dit tén qua
dai, kho str dung.

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

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

Co quan dang ky ho tich tir chdi giai quyét hoic dé nghl co

quan c6 tham quyén hity bo két qua dang ky ho tich, néu co co
sO xac dinh ndi dung cam doan khong ding su that.

33

S6 lwgng ho so

01 bd

3.4

Thoi gian xir ly

Ngay trong ngay tiép nhan ho so; trudng hop nhan hé so sau 15 gid ma

khong giai quyét duoc ngay thi tra két qua trong ngay 1am viéc tiép theo.
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3.5

Két qua thye hién thi tuc hanh chinh:

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

- Ban dién tir Gidy khai sinh (Ban dién tir s& ty dong gtri vé Kho quan 1y dir
ligu dién tir cua ca nhan/dia chi thu dién ti/thiét bi sd/dién thoai clia ngudi
yéu cau sau khi di hoan tat thu tuc diang ky khai sinh tai co quan ding ky
hd tich).

3.6

Noi tiép nhén va tra két qua

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

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

- B6 phan Mot cira (TN&TKQ) thuéc UBND cip x3 noi cu tra cia ngudi cha
hodc nguoi me ding ky khai sinh cho tré em; HodcUBND cip xi noi 1ap bién
ban vé viéc tré bi bo roi dbi véi truong hop dang ky khai sinh cho tré bi bo
roi; Hoic UBND cép x4 noi tré dang cu trii ¢6 trach nhiém dang ky khai sinh
cho tré chua xac dinh duoc cha, me

Hoac dia diém tiép nhan va tra két qua ho so theo Thong bao cta cap co tham
quyen.

3.7

Lé phi, Phi

- Mién L¢é phi ddi voi truong hop khai sinh dting han, nguoi thude gia dinh
c6 cong voi cach mang; nguoi thudc hd nghéo; nguoi khuyét tat.

- Theo quy dinh tai Nghi quyét 07/2023/NQ-HDND:Khi 6 chirc, ¢4 nhan
ndp ho so thuc hién’TTHC trén Cong Dich vu ,céng trudc ngay 01/01/2026
thi mtrc thu L€ phi doi voi dich vu cong truc tuyén bang Khong (Khong thu).
- Néu cong dan nop hé so Pang ky qua han truc tiép tai UBND cap xi:Lé
phi: 5.000 dong.

- Phi cdp ban sao Trich luc khai sinh (néu c6 yéu cau): 8.000 dong/ban sao
trich luc.

3.8

Quy trinh xir ly cong viée

TT

Trang
thai H¢
thong

Biéu mau
/Két qua

Trach
nhiém

Thoi

Trinh ty .
gian

Bl

H6 so duoc ndp truc tiép tai
B6 phan Mot ctra hodc guri qua
hé héng buu chinh hodc nop
tryc tuyén

Cong dan

Thanh
phan ho so
theo Muc
3.2

Cong Dich
vu cong
Quéc gia
thuc hién

dang nhap
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- Truong hop ndp hod so truc To khai mot lan,
tiép, cong dan ndp hod so tai dang ky |di€u huéng
Bo phan Mgt ctra; ndp 1€ phi khai sinh |nguoi glﬁng
néu thudc trudng hop phai nop Bidumay | t01 Cong
1 phi; nop phi cap ban sao dién tir Dich vu
Glay khai sinh néu c6 yéu cau tu’oﬁg tac c()?g Ehénh
cap ban sao Gidy khai sinh ding ky pho Ade tl’n_rc
- Trudong hop nop ho so truc khai sinh h1¢’n cac
tuyén, cong dan truy cap Cong buac tiép

dich vu céng quoc gia hoac
Cong dich vu cong thanh phd,
ding ky tai khoan (néu chua
c6 tai khoan), xac thuc nguoi
dung, dang nhip vao hé théng
(tai khoan gdom Tén Ding
nhap va Mat khauVNelD), xac
dinh ding UBND cép xi c6
tham quyén.

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

Cong dan lya chon:

- Dich vu cong truc tuyén,

- Quéan, Huyén, Thi xa

- UBND x4, phuong, thi tran
c6 tham quyén

- Linh vuc HO tich,

- Thu tuc Bang ky khai sinh.
Cong dan cung cép thong tin
theo biéu mau dién tir tuong
tac(trén Céng dich vu cong),
dinh kém ban chup hoac ban
sao dién tir cac gia”iy to, tai liéu
theo quy dinh; ndp phi, 1€ phi
thong qua chuc nang thanh
toan tryc tuyén hodc bang
cach thirc khac theo quy dinh
phap luat, hoan tit viéc ndp
hd so.

theo
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Cong chirc BO phan Mot ctra
truy cap Hé thong thong tin
giai quyét thi tuc hanh chinh
ctia Thanh phé kiém tra tinh
chinh xac, ddy du, thong nhat,
hop 1é ctia ho so.
(i) Truong hop hd so day du,
hop 1¢, thi tiép nhan hd so;
néu tiép nhan hd so sau 15 gio
thi c6 Phiéu hen, tra két qua
cho ngudi c¢6 yéu cau trong
ngay lam viéc tiép theo (néu
ngudi c6 yéu cau lya chon B
hinh thirc ndp hd so truc tiép) - Phiéu
hodc giri ngay Phiéu hen, tra yéu cau bo
két qua qua thu dién tir hodc sung, h95111
gri tin nhan hen tra két qua thi¢n ho so
qua dién thoai di dong cho Cong Kho - Phiéu tir
ngudi ¢6 yéu cau (néu nguoi| chuce ,0 NS | chéi tiép
Y A A . , A qA qua 01 N
c6 yéu cau lua chon hinh thirc| B phan | 7 iy nhan giai
ndp ho so tryc tuyen); Mot ctra glgiéim quyét
B2 |Sau khi tiép nhan hd so theo ' ho so
hinh thtc ndp truc tiép, cong - Gidy ticp
chicc BO phan Mot cura thuc nhén ho so
hién s6 héa (sao chup, chuyén va hen tra
thanh tai liéu dién tor trén hé két qua

thdng thong tin, co so dir liéu)
va ky s6 vao tai liéu, ho so
giai quyét thii tuc hanh chinh
dd duogc sd hoa theo quy dinh.

ii) Truong hop hd so chua day
du, hop 1€, thi c6 thong bao
cho nguoi yéu cau bod sung,
hoan thién hd so, néu rd loai
gidy t0, ndi dung can bd sung
dé nguoi co yéu cau bd sung,
hoan thién. Sau khi hd so
duoc bd sung, thuyc hién lai
budc (i);
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(ii1) Truong hop nguoi cé yéu
cau diang ky khai sinh khong
bo sung, hoan thién dugc hd
so thi tir chdi giai quyét ho so
va bao cdo Truong B phan
Mot ctra

B3

Cong chirc BO phan Mot ctra
chuyén ho so da tiép nhan dén
cong chuc Tu phap - HO tich
qua Hé théng thong tin giai
quyét thu tyc hanh chinh cua
Thanh phé (Trudng hop Hé
thdng thong tin giai quyét thu
tuc hanh chinh ctia Thanh phd
dd lién thong voi Hé thong
dang ky, quan 1y ho tich cua
Bo Tu phap thi hé théng tu
dong chuyén hd so dén Hé
thdng dang ky, quan 1y ho tich
cua Bo Tu phap; Truong hop
hé thdng chua tich hop chic
ning tu dong chuyén, cong
chitc Tu phap - Ho tich thuc
hién chuyén hé so tir Hé thong
thong tin giai quyét thu tuc
hanh chinh cua Thanh phd
sang Hé thong dang ky, quan
1y ho tich cia B Tu phap).

Cong
chuc Bo
phan
Mot cura;
Cong
chic Tu
phap —
Ho tich

Khong

qua 01

gi0 lam
viéc

HO so

Céc hé
thong phan
mém lién
thong dong
b6 2 chiéu

B4

Cong chuc Tu phap - Ho tich
tham tra hd so (tham tra tinh
thdng nhat, hop 1& cua cic
thong tin trong hd so, gidy to,
tai liu do nguoi yéu cau nop,
xut trinh hoic dinh kém).

+ Trudng hop hd so can bd
sung, hoan thién hoac khong
da diéu kién giai quyét, phai
tir chdi thi gtri théng bao vé

Cong
chuc Tu
phap —
Ho tich

Khong

qua 04

gidolam
viéc

- Gidy khai
sinh
- Thong
béo ho so
khong du
diéu kién
giai quyét/

Thong bao
b6 sung hd
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tinh trang ho so téi Bo phan
Mot cira dé théng bao cho
ngudi ndp hd so — thuc hién
lai budc (i) hoac (iii);

+ Truong hop can phai kiém
tra, xac minh lam rd hoac do
nguyén nhan khidc ma khong
thé tra két qua dung thoi gian
da hen thi cong chirc [am cong
tac ho tich 1ap Phiéu xin 15i va
hen lai ngay tra két qua, trong
d6 néu 16 1y do cham tra két
qua va thoi gian hen tra két
qua, chuyén BO phan Mot cia
dé tra cho ngudi c6 yéu cau
(néu ngudi cd yéu cau lya
chon hinh thirc ndp hd so truc
tiép), hodc gui Phiéu xin 18i va
hen lai ngay tra két qua qua
thu dién tir hodc gt tin nhan
qua dién thoai di dong cho
ngudi co yéu cau (néu nguoi
¢ yéu cau lya chon hinh thire
nop hd so tryc tuyén).

+ Néu thay ho so day dua, hop
1€, ding quy dinh, truong hop
tiép nhan hd so ding ky khai
sinh theo hinh thtrc truc tiép,
thi cong chirc tu phép - hd tich
thuc hién viéc ghi vao So6
dang ky khai sinh, cdp nhat
thong tin dang ky khai sinh
trén Phan mém ding ky, quan
1y ho tich dién tr dung chung,
lwu chinh thic va chuyén
thong tin dén CSDLQGVDC
dé 1ay S6 dinh danh c4 nhan.

SO
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Truong hop tiép nhan hd so
dang ky khai sinh theo hinh
thire truc tuyén, cong chic tu
phap - ho tich giri lai biéu mau
Gidy khai sinh dién to voéi
thong tin ddy du cho ngudi
yéu cdu qua thu dién tir hodc
thiét bi sb.

Nguoi yéu cdu co trach nhiém
kiém tra tinh chinh xéac, day
du cua cac thong tin trén biéu
mau Gidy khai sinh dién tir va
x4c nhan (t6i da mot ngay).
Cong dan xac nhan thong tin
dd thong nhat, diy du hoic
khong co phan hdi sau thoi
han yéu cau thi céng chirc tu
phap - ho tichghi ndi dung vao
S6 ding ky khai sinh, cap nhat
thong tin dang ky khai sinh
trén Phan mém ding ky, quan
Iy ho tich, luu chinh thirc va
chuyén théng tin  dén
CSDLQGVDC dé 13y Sé dinh
danh cé nhan.

B5

Sau khi CSDLQGVDC tra vé
S6 dinh danh c4 nhan, cong
chtrc tu phép - ho tich du thao,
trinh Lanh dao UBND cip
xdky Gidy khai sinh ban giay,
ky s6 Gidy khai sinh ban
dién tu.

Cong
chire tu
phép - ho
tich

Khong
qua
01gio
lam viéc

Gidy khai
sinh

B6

Lanh dao UBND cip xi ky
Gidy khai sinh ban gidy, ky s6
Gidy khai sinh ban dién tu;
chuyén cong chicc Tu phép -
Ho tich va cong chiic Van
phong - Thong ké dé dong dau.
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- Cong chuc Van phong-
Théng ké phat hanh van ban ,
ban gidy, ban dién tir. Heé| Lanh dao H¢ thong
théng tw dong chuyén két qua| UBND | Khong guri tin
ban dién tir dén BO phan Mot| capxa | qua 01 nhan téi
ctra. Truong hop hé théng| Coéng | gio lam email cua
chua tich hop chirc nang nay| chuc Van | viéc cong dan
thi cong chirc Tu phap — hd| phong- thong bao
tich tai két qua ban dién tr| Thong ké da co ket
trén Hé théng thong tin ding qua kinh
ky, quan Iy ho tich, day két| Cong moi cong
qua ban dién tir 1én Hé thong| chye tur dan deén
thong tin giai quyét thﬁ’tuc phép - ho nhén
hanh chinh cta Thanh pho va|  ch
clauyér} kétAquélq giai quyét cho Cén g
B6 phan mot ctra. chire Vin
- Ban gidy chuyén coéng chtrc| phong -
tu phap - ho tich dé chuyén Bo | Thong ké
phan MGt ctra tra két qua cho
cong dan Cong
(Tong thoi gian giai quyét tir| chic tu
Bl dén B6 hoan thanh trudc | phap - ho
16 gid 30 phiit trong ngay tiép|  tich
nhan hd so. P6i voi truong| Cong
hop tiép nhan hd so sau 15| chic Bo
gio, tra két qua trude 11 gior| phan Mot
ngay lam viéc tiép theo) cua
1. Bé nghi cong déan xuat trinh
ban chinh gidy to tuy than,| Cong
Gidy chting nhan két hoén| chic Bo y | Théng tin
(Truong hop Co s& dir lidu| phdn Mot Trong |~ Glé‘.y khai ddng bo
dan cu da duoc tich hop, chia| U2 | iy hanh sinh véi Cong

B7 |s¢, két ndi, cong dan di co xac chinh | -Bansao | Dichvu
thyc dinh danh dién tu, cong| Cong dan Trich luc | cong quéc
dan khong can xuit trinh. khai sinh gia

Truong hop Gidy ching nhan
két hon duoc chia sé ty dong
tir Co so dir liéu ho tich dién
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ttr, cong dan khong can xuat
trinh. Truong hop Gidy ching
sinh dugc chia sé tu dong tu
Co so dir liéu cia nganh y té,
cong dan khong phai ndp
gidy nay).

2. X4c nhan déi chiéu ban chinh

3. Cong dan kiém tra thong tin
trén Gidy khai sinh, S6 ding
ky khai sinh, ky vao T¢ khai,
S6 dang ky khai sinh theo
Luat Ho tich.

Truong hop Thanh phd quy
dinh dia diém tra két qua nim
ngoai tru s& UBND cép xa c6
tham quyén giai quyét thi
Thanh phd va cép c6 thim
quyén can c6 phuong an dé
cong dan ky vao s6 Ho tich
trudc khi nhan két qua hodc
can c6 phuong an dé cong dan
nhan két qua tai UBND
cép Xa.

4. Thu phi cép ban trich lyc
khai sinh (8.000d/ban trich luc)

5. Tra cong dan: Ban chinh
Gidy khai sinh, Ban sao Gidy
khai sinh

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

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

8. Ban giao hd so cho cong
chirc Tu phap-HJ tich luu gitr
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Biéu mau

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

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

Gidy khai sinh, Gidy khai sinh ban sao (Thong tu sé 04/2020/TT-BTP -
Bo Tu phap)

Biéu mau dién tir trong tac dang ky khai sinh (Thong tu s6 03/2023/TT-BTP).
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 13p - Tw do - Hanh phic

TO KHAI PANG KY KHAI SINH

Kinh gri: © Uy ban nhan dan ..........o.oceeeeeeeeeeeeeeeeeeeeeeeeeeeeeee e,

Ho, chir dém, t&n NGUOT YU CAUL ........vvovieeeeeeeeeeeeeeeeeee e,
Ngay, thang, naAm SINh: ......cccceiiiiiiee e e e

NOT CU T B e e e e e e e e e e e e e e eae e e e e e eeeeeaeeeaeeeeeeeeaean

Quan hé v&i ngudi duge khai sinh: .....ocvveeiiiiiiee e
Pé nghico quan ding ky khai sinh cho nguoi dwéi day:

Ho, chit d€m, tN: ..........oooiiiiiieeeeeeee et
Ngay, thang, nam sinh: ..........cccoeeiiiiiieniiiieeee. ghi bang chit: .....cccovvene....

QUE QUAN: <ottt e st e e e ettt e e sabt e e e ettt e e e bbb e e e bbeeennnbeaeens
Ho, chir dém, tén NGWoi ME:..........coccoiiiiiiiiieiie e
NAM SINNT O Dan tdc: @ v, Quéc tich: @ .
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Thong tin vé Glay chung nhan két hon cua cha, me tré (neu cha, me tré da
DKKH): S6:......, Quyén so: ......... , dang ky ngay.... thang.... nam......... taleeeeneeeeee,

T6i cam doan ndi dung dé nghi dang ky khai sinh trén day la dung su thét,
duogc su thoa thudn nhat tri cua cac bén lién quan theo quy dinh phap luat.

T6i chiu hoan toan trach nhiém truéc phap luat vé ndi dung cam doan cia
minh.

Lamtai: ..........ooeennnns , NEAY ... thang ......... nam .........
Ngudi yéu cau
(Ky, ghi 0 ho, chir dém, tén)

D& nghi cép ban sao®: C6 LI, Khong L

Chu thich:

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

@ Chi ghi trong truong hop ngudi ¢6 yéu cau dang ky ho tich chua co/khéng cung g:?ip §6
dinh danh ca nhan/can cudc cong dan/thé can cudc/chiing minh nhan dan; khong cung cap day
du thong tin ngay, thang, nam sinh.

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

@) Ghi sb dinh danh c4 nhan/cin cude cong dan/thé can cude (vi dy: Can cude cong dan s6
025188001010 do Cuyc Canh sat QLHC vé TTXH cap ngay 20/11/2021). Truong hop khong c6
s0 dinh danh ca nhan/can cudc cong dan/thé can cudc thi ghi giay to hop 1€ thay theé (h¢ chiéu,
chiing minh nhéan dan,...).

® Truong hop sinh tai co so y té thi ghi rd tén co s y té va va dia chi tru so co s6 y té do.

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

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

Truong hop sinh ra ngoai co sd y té thi ghi dia danh cta 03 cép hanh chinh (x4, huyén,
tinh), noi sinh ra.

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

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

© P& nghi danh du X vao 6 néu ¢ yéu cu cip ban sao va ghi 15 s6 luong.
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NOI DUNG MAU HQ TICH PIEN TU TUONG TAC
PANG KY KHAI SINH

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

(1) Ho, chit dém, tén;

(2) S6 dinh danh c4 nhan;

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

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

(5) Quan hé voi nguodi dugce khai sinh.

II. Thong tin vé nguoi dwoc ding ky khai sinh

(6) Ho, chir dém, tén;

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

(8) Gidi tinh;

(9) Dan toc;

(10) Qudc tich;

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

(12) Qué quéan.

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

(13) Ho, chir dém, tén;

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

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

(17) Dan toc;

(18) Qudc tich;

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

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

(22) S6 dinh danh ca nhén;

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

(24) Dan tdc;

(25) Qudc tich;

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

(27) Dé nghi cép ban sao:

o Co

S6 lugng ban sao yéu cau: ...

o Khong

(28) Ho so dinh kém theo quy dinh.

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

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

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

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

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

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

GIAY KHAI SINH
(BAN SAQ)

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

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

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

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

GIAY KHAI SINH

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

“ Tuy theo céch thirc thure hién, ghi 10 ciin ¢t cép bén sao tir: “S6 déng &y khai sinh ™ hodc “Co sé dit
liéu ho tich dién tir”.
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3. Thii tuc ding ky két hon (QT-XP-03)

Muc dich

Muc dich: Quy trinh nay quy dinh trinh ty va cach thirc giai quyet ho so cua
cong dan co dé nghi dang ky két hon thudc thim quyén giai quyét cia UBND
cap xa.

2 | Pham vi
- Ap dung dbi vé6i ca nhan c6 dé nghi dang ky két hon.
- Ap dung dbi véi cong chirc UBND cép xa thuc hién Quy trinh nay.
3 | Noi dung quy trinh
3.1| Co sé phap ly

- Luat Hon nhan va gia dinh nam 2014;

- Luat HO tich nam 2014;

- Luat Thu do ngay 28/6/2024;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phti quy dinh chi
tiét mot sO di€u va bi¢n phép thi hanh Luat Ho tich;

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

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phu sira doi, bo
sung m@t s0 diéu cua cac nghi dinh lién quan dén viéc ndp, xuat trinh s6 hd
khau, s6 tam tru giay khi thuc hién thu tuc hanh chinh, cung cap dich vu cong;
- Nghi dinh s6 07/2025/ND-CP ngay 09/01/2025 ctia Chinh phu stra doi, bo
sung mot sO diéu cua cac Nghi dinh trong linh vuc hd tich, qudc tich,
ching thuc;

- Thong tu ) 04/2020/TT-BTP ngay 28/5/2020 cua B§ Tu phap quy dinh chi
tiét thi hanh mot s6 di¢u cua Luat Ho tich va Nghi dinh s6 123/2015/ND-CP cua
Chinh phu quy dinh chi tiét mot s di€éu va bién phap thi hanh Luat HJ tich;

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 cta Bo Tu phap quy dinh chi
tiet mot so dieu va bién phap thi hanh Nghi dinh s6 87/2020/ND-CP ctia Chinh
phu quy dinh vé Co s¢ dit li¢u ho tich dién tir, dang ky ho tich truc tuyén,;

- Thong tur s0 03/2023/TT-BTP ngay 02/8/2023 ctia B Tu phap sira doi, bo sung
mot 80 noi dung cua Thong tur s6 01/2022/TT-BTP ctia Bo Tu phap quy dinh chi
tiet mot so dieu va bién phap thi hanh Nghi dinh s6 87/2020/ND-CP cua Chinh

phtt quy dinh vé Co s& dit liéu ho tich dién tir, dang ky ho tich truc tuyén;
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- Thong tu s6 04/2024/TT-BTP ngay 06/6/2024 ctia B6 Tu phap stra doi, bd
sung mot sd diéu ctia Thong tu s6 02/2020/TT-BTP cua B6 Tu phap ban
hanh, huéng din st dung, quan 1y mau s6 qudc tich va mau gidy to vé qudc
tich va Thong tu s6 04/2020/TT-BTP cua Bo Tu phip quy dinh chi tiét thi
hanh mot s6 diéu cua Luat Ho tich va Nghi dinh s6 123/2015/ND-CP cua
Chinh phu quy dinh chi tiét mot sé diéu va bién phap thi hanh Luat Ho tich;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ctia Bo Tai chinh quy dinh
muc thu, ché d6 thu, ndp, quan ly va st dung phi khai thac, st dung thong tin
trong co s& dir li€u ho tich, phi xac nhan cé quéc tich Vi¢t Nam, phi xac nhan
13 nguoi gde Viét Nam, 18 phi qudc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ctia Bo Tai chinh hudng dan
vé phi va 18 phi thuéc thim quyén quyét dinh ctia Hoi déng nhan dan tinh,
thanh phd truc thudc Trung uong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 ctaB6 Tai chinh sira doi,
bd sung mot sé didu ctia Thong tu sé 85/2019/TT-BTC caa B Tai chinh
hudng dan vé phi va 1& phi thuoc tham quyén quyét dinh ctia Hoi ddng nhan
dan tinh, thanh phd truc thuéc Trung wong;

- Quyét dinh s6 85/QD-BTP ngay 14/01/2025 ctia B6 Tu phap ban hanh cong
bd thi tuc hanh chinh méi ban hanh duoc stra d6i, bod sung trong linh vuc ho
tich thyc hién tai co quan dang ky ho tich thudc pham vi chirc ndng quan ly
cua Bo Tu phap;

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

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

- Quyét dinh s6 100/QD-TTPVHCC ngay 18/02/2025 cua Giam ddc Trung
tam phuc vu hanh chinh cong thanh phé Ha Nbi vé viéc cong bd Danh muc
tht tuc hanh chinh méi ban hanh, thl tuc hanh chinh sira d6i, bd sung va thi
tuc hanh chinh bj bii bo trong linh vuc ho tich, qudc tich, ching thuc va nudi
con nudi thudc tham quyén cua S¢ Tu phap, UBND cap huyén va UBND cip
xa thanh ph6 Ha Noi.
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3.2

Thanh phan hd so

>

Ban
chinh

>

Ban
sao

- T& khai ding ky két hon theo mau, c6 du thong tin cta hai bén
nam, ntt. Hai bén nam, nt co thé khai chung vao mot To khai
dang ky két hon (néu ngudi cd yéu cau lwa chon ndp hd so theo
hinh thirc truc tiép);

- Mau ho tich dién tir trong tac ding ky két hon (do ngudi yéu cau
cung cip thong tin theo huéng din trén Cong dich vu cong, néu
ngudi ¢ yéu cau lya chon ndp hd so theo hinh thic truc tuyén);

- Ngudi ¢ yéu cau ding ky két hon thuc hién viée ndp/xuat trinh
(theo hinh thtc truc tiép) hodc tai 1én (theo hinh thire truc tuyén)
cac gidy to sau:

* Gidy to phai nop:

- Ban chinh Gidy x4c nhan tinh trang hon nhan do Uy ban nhan
dan cip xa c6 tham quyén cip trong truong hop ngudi yéu cau
ding ky két hon khong diang ky thuong tra tai dia ban x4,
phuong, thi tran lam thu tuc ding ky két hon. Trudng hop cac
thong tin vé tinh trang hon nhan di c6 trong CSDLQGVDC,
CSDLHTPT duogc dién tu dong thi khong phai xuat trinh (theo
hinh thirc truc tiép) hoic tai 1én (theo hinh thirc truc tuyén).

* Gidy to phai xuat trinh:

- H$ chiéu/Chitng minh nhdn dan/Thé cin cuée cong ddan/Thé
can cuée/Can cude dién ti/Gidy chitng nhdn cdn cude hodc cac
gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 tham
quyén cép, con gia tri st dung dé chimg minh vé nhan than cua
ngudi co yéu cau diang ky két hon. Truong hop cac thong tin ca
nhan trong cac gidy to nay di co trong CSDLQGVDC,
CSDLHTDT, dugc hé thdng dién tu dong thi khong phai tai 1én
(theo hinh thirc truc tuyén);

- Gidy to ¢ gia tri ching minh thong tin vé cu tr trong truong
hop co quan ding ky ho tich khong thé khai thac duoc thong tin
vé noi cu tra cta cong dan theo cac phuong thirc quy dinh tai
khoan 2 Piéu 14 Nghi dinh s6 104/2022/ND-CP ngay
21/12/2022 ctia Chinh phi. Trudng hop cac thong tin vé gidy to
chirng minh noi cu tri da dugc khai thac tor Co s dir liéu quéc
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gia vé dan cu bang cac phuong thirc nay thi ngudi cd yéu cau
khong phai xuét trinh (theo hinh thirc truc tiép) hodc tai 1én (theo
hinh thirc truc tuyén);

- Trich lyc ghi cht ly hon ddi véi trudng hop cong dan Viét Nam
dang ky thuong trii tai dia ban xa lam thi tyc ding ky két hon, da
duoc giai quyét viéc ly hon, hay viéc két hon trude do tai co
quan c6 thAm quyén nudc ngoai.

Luuy:

- Doi véi yéu cau dang ky két hén, co quan dang ky ho tich tra
citu thong tin vé tinh trang hén nhdn cua nguoi yéu cau dang ky
két hén trén Hé thong thong tin giai quyét thii tuc hanh chinh ciia
Thanh phé théong qua két noz voi Co so dit liéu ho tich dién tu,
Co s6 dir liéu quoc gia vé dan cu. Két qua tra ciru dwoc luu triv
dudi dang dién tir hodc ban gidy, phdn dnh day di, chinh xdc
théng tin tai thoi diém tra civu va dinh kém hé so cia nguoi dang
ky. Truwong hop khong tra ciru dwoc tinh trang hon nhan do chua
co thong tin trong Co so dir lieu ho tich dién tu, Co so dir liéu
quoc gia vé dan cu, thi co quan ddng ky ho tich dé nghi Uy ban
nhén dén cdp xd noi ngudi yéu cau thwong tri/noi da ding ky két
hén xdc minh, cung cdp théng tin. Trong thoi han 03 ngay lam
viéc ké tir ngay nhdn dwoc yéu cau xdc minh, Uy ban nhédn dén
cap xd noi nhdn dwgc dé nghi xac minh c6 trach nhi¢m kiém tra,
xdc minh va giri két qua vé tinh trang hén nhdn cia nguoi do.

- Néu bén két hén la cong dan Vi¢t Nam da ly hon hodac huy viéc
két hon tai co quan cé tham quyén nwde ngodi nhung qua tra clu
thong tin trong Co so dit liéu ho tich dién te; thong qua két noi
gitta He¢ théng théng tin gidi quyét thii tuc hanh chinh cua Thanh
pho véi Co sé dir lidu hé tich dién tur, Co so dir liéu quoc gia vé
ddn cuw khong thé hién thong tin vé viéc da ghi chi Iy hon, huy
viéc két hén thi co quan dang ky ho tich hudng dan cong dan
thwc hién thu tuc ghi vao so ho tich viéc ly hon/huy viéc ket hon

tai co quan nha nudc co tham quyén truée khi gidi quyét viéc
ddng ky két hon.

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

+ Nguoi tiép nhan co trach nhiém kiém tra, d6i chiéu véi thong
tin trong t& khai, chup lai hodc ghi lai thong tin dé luu trong hod
so va tra lai cho ngudi xudt trinh, khong duogc yéu cau ndp ban
sao hodc ban chyp gidy to do.
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+ Ngudi yéu cau dang ky ho tich c6 thé ndp ban sao ching thuc
tir ban chinh hodc ban sao duoc cap tir sd gbe hodc ban chup kém
theo ban chinh gidy to dé dbi chiéu. Truong hop ngudi yéu cau
ndp ban chup kém theo ban chinh gidy t& thi nguoi tiép nhan co
trach nhiém kiém tra, d6i chiéu ban chup vé&i ban chinh va ky xac
nhan, khong duoc yéu cau nguoi di ding ky nop ban sao gidy
to do.

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

Nguoi tiép nhan ho so thyc hién khai thac thong tin trong Co s
dir liéu quéc gia vé dan cu theo quy dinh phap luat néu nguoi yéu
ciu dang ky hd tich da cung cép ho, chit dém, tén; ngay, thang,
nam sinh; s6 dinh danh cd nhan/thé can cuée cong dan/thé can
cu’oc/chu"ng minh nhan dan/can cuoc dién tw. Trudng hop cac
thong tin can khai thac khong co trong Co s¢ dit lidu qudc gia vé
dan cu thi dé nghi ngudi yéu cau ké khai day du.

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

+ Ban chup céac gidy to gii kém theo hd so diang ky két hon truc
tuyén phai bao dam rd nét, day du, toan ven vé ndi dung, 1a ban
chup bang mdy anh, dlen thoai hoac duoc chup, duge quét bang
thiét bi dién tir, tir gidy to duoc cip hop 18, con gia tri st dung.

+ Truong hop gidy to, tai liéu phai giri kém trong hd so dang ky
két hon tryc tuyén da c6 ban sao dién tir hodc da c6 ban dién tu
giay to ho tich thi nguoi yéu cau duoc sir dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (ban chinh Glay
chtng nhan két hon/ban sao Trich luc két hon), ngudi ¢ yéu cau
dang ky két hon phai ndp ban chinh Gidy x4ac nhan tinh trang hon
nhan (néu thong tin vé tinh trang hén nhan chua c6 trong
CSDLQGVDC, CSDLHTDT).

- Gidy to do co quan c6 thAm quyén ctia nudc ngoai cip, cong
chtmg hodc xac nhan dé sir dung cho viéc dang ky ho tich tai
Viét Nam phai duoc hop phap héa lanh sy theo quy dinh cia
phép luat, trir truong hop duoc mién theo diéu ude qudc té ma
Viét Nam la thanh vién.
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- Truong hop ngudi yéu cau dang ky két hon khong cung cip
duoc gidy to néu trén theo quy dinh hodc gidy to ndp, xuét trinh
bi téy x0a, stra chira, lam gia thi co quan dang ky ho tich cé tham
quyén hity bo két qua dang ky két hon.

33

S6 lwong ho so 01 bd

3.4

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

- Nam tlr du 20 tudi trd 1én, nit tir di 18 tudi trd 1én;

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

- Cac bén khong bi mét nang lyc hanh vi dan su;

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

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

+ Nguoi dang c6 vo, c6 chong ma két hon vai nguot khac hodc chua cé vo,
chua cé chong ma két hon véi nguoi dang c6 chong, co vo;

+ K&t hon gitra nhirng nguoi cung dong mau ve truc h¢; gitra nhitng nguoi co
ho trong pham vi ba do1; gitta cha, me nudi vé1 con nudi; gitta nguoi da tung
l1a cha, me nudi vo1 con nuodi, cha chong vdi con dau, me vo voi con 1€, cha

duong véi con riéng cia vg, me ké véi con riéng cia chong.

* Nha nude khong thira nhan hon nhan gitta nhitng ngudi cung gidi tinh.

3.5

Thoi gian xir ly

Ngay trong ngay tiép nhan ho so; truong hop nhan ho so sau 15 gio ma khong
giai quyét duoc ngay thi tra két qua trong ngay 1am viéc tiép theo.

Trudng hop cin xac minh diéu kién két hon cta hai bén nam, nit theo quy
dinh thi thoi han giai quyét khong qua 05 ngay lam viéc.

3.6

Két qua thuc hién thi tuc hanh chinh:

- Gidy ching nhan két hon (ban chinh), mdi bén vo, chong 01 ban; ban sao
Trich lyc két hon (trudng hop yéu cau cip ban sao Trich luc két hon).

- Ban dién tir Trich luc két hon (Ban dién tir sé tu dong giri vé Kho quan 1y
dit liéu dién tir ctia c4 nhan/dia chi thu di¢n tir/thiét bi sé/dién thoai ciia ngudi
yéu cau sau khi da hoan tat thi tuc ding ky két hon tai co quan ding ky
hd tich).
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3.7

Noi tiép nhén va tra két qua

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

- Cong Dich vu cong thanh phd Ha Noi (https://dichvucong.hanoi.gov.vn)
- Bo phan Mot cira (TN&TKQ) ciia UBND cip x3 noi cu tra ciia bén nam

hoac bén nir

Hoac dia diém tiép nhan va tra két qua ho so theo Thong bdo cia cap co

thim quyén.

3.8| Lé¢ phi, Phi
- Mién L¢ phi.
- Phi cap ban sao Trich luc két hon (néu c6 yéu cau): 8.000 dong/ban sao
trich luc
3.9| Quy trinh xir ly cong viéc
. \ e Biéu Trang
Thoi x :
TT Trinh tu :ﬁf‘:{i‘l ) miu/ | thai Hé
* san | kgt qua thong
H6 so dugce ndp truc tiép hodc ndp . .
hé so truc tuyén (bén nam hodc bén Cong th
B1|nit ¢6 thé ndp ho so ma khdng can co Thanh C\;-l Jone
vin ban iy quyén cua bén con lai). A ha uoc gla
Y AER ' ) phanho | ¢, e hign
- ATru’o?g hAop 13(,)p h? SO tru:cA tleAp, so theo ding nhap
cong dan ndp ho so dang ky két hqn Muc 3.2 mot 1an,
tai B0 phan Mét ctra; ndp 1¢ phi néu didu
thvu(f)c t{'u(‘y?g }iop pAhéu nff)p Alé p7hi hudng
dang ky ket hgn, nop,phl cap bgln nguoi
selo T{ich luc k,ét hon nézu cf) yéucau| o ong ding t6i
cap ban sao Trich luc két hon. dan Céng Dich
- Trudng hop ndp hd so truc tuyén vu cf)ng’
cong dan truy cap Cong dich vu théph pho
cong quoc gia hoac Coéng dich vu dé thuc
cong thanh pho, dang ky tai khoan To khai | Dién cac
(néu chua c6 tai khoan), xac thuc dang ky budc tiep
ngudi dung theo huéng dan, ding K&t hon theo

nhap vao hé thong(Tai khoan gom
Tén Ping nhdp va Mat khau
VnelD), x4c dinh dang UBND cap
x4 ¢6 tham quyén.
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Cong DVC két ndi véi CSDLDC dé
khai thac céac truong thong tin cua
cong dan c6 trong CSDLDC.

Cong dan lua chon: Béé? m:élu
- Dich vu cong truc tuyén, fr é;r; ttlg c
- Quéan, Huyén, Thi xa dang ky
- UBND x4, phuong, thi trdn noi cu két hon
tri cia bén Nam hoac bén Nir
- Linh vuc HO tich,

- Thu tuc Pang ky két hon

Cong dan cung cap thong tin theo

biéu mau dién tr twong tac dang ky

két hon (trén Céng dich vy cong),

dinh kém ban chup hodc ban sao

dién tur cac giéy to; nop phi, 1¢ phi

thong qua chirc nang thanh toan truc

tuyén hodc bang cach thirc khac

theo quy dinh, hoan tat viéc nop

hd so.

Cong chuc BO phan Mét ctra truy

cap Hé théng thong tin giai quyét

tht tuc hanh chinh cta thanh phd

kiém tra tinh chinh xac, day du,

théng nhat, hop 1€ ctia ho so. Phiéu

(i) Truong hop hé so qéy du, hop 1, Con kiém soat

thi tiép nhan ho so; néu tiej:p nhan ho chl'rcg Khén qua trinl}

so sau 15 gid thi ¢c6 Phiéu hen, tra B5 , Og giai quyét
B2 |két qua cho ngu(‘fi co yéu c’é”lu trong phén gcliléalém ho so

ngay lém viée ti€p theo (n€u nguoi Mé) t viee (tru’(‘n}g

c6 yéu cau lya chon hinh thirc ndp o ﬁ’.a ’ hQI: nop

hd so truc tiép) hodc gui ngay Phiéu ho SO

hen, tra két qua qua thu dién tir hodc truc ti€p)

gui tin nhan hen tra két qua qua dién
thoai di dong cho ngudi cé yéu cau
(néu ngudi ¢ yéu cau lya chon hinh
thire ndp ho so truc tuyén);
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Sau khi tiép nhan hd so theo hinh
thire nop truc tiép, cong chitc Bo
phan Mot cira thue hién sé héa (sao
chup, chuyén thanh tai liéu dién tir
trén hé théng théng tin, co so dit
liu) va ky sb vao tai liéu, ho so giai
quyét thu tuc hanh chinh di dugc s6
hoa theo quy dinh.

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

(iif) Truong hop nguoi co yeu cau
dang ky két hon khong bd sung,
hoan thién dugc ho so thi théng bao
tir chéi giai quyét yéu ciu ding ky
két hon, va bao cao Truong BO phan
Mot cira

B3

Cong chuc B phan Mot ctra chuyén
ho so d tiép nhan dén cong chirc
Tu phap - Ho tich qua Hé thong
thong tin giai quyét thu tuc hanh
chinh ctia Thanh phd (Truong hop
Hé théng thong tin giai quyet thu
tuc hanh chinh ctia Thanh phd da
lién thong voi Hé thong dang ky,
quan ly ho tich cua Bo Tu phép thi
hé thong tu dong chuyén hd so dén
Hé théng ding ky, quan 1y ho tich
cua Bo Tu phap; Truong hop hé
théng chua tich hop chic ning tu
dong chuyén, cong chire Tu phép -
Ho tich thuc hién chuyén ho so tir
Hé théng 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
chirc
B
phan
Mot
cua;
Cong
chirc
Tu
phap
ho tich

Khong

qua 01

gio lam
viéc
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B4

- Cong chire tu phéap - ho tich tham
tra ho so (thdm tra tinh thong nhat,
hop 18 cua cac théng tin trong hd so,
gidy t0, tai liéu dinh kém).

+ Truong hop hd so can bo sung,
hoan thién hodc khong du diéu
kién giai quyet phai tir chdi thi gui
thong bao vé tinh trang hd so toi
B6 phan mot ctra dé thong bao cho
ngudi nép hd so — thuc hién lai
budc (i1) hoac (iii);

+ Truong hop can phai kiém tra, xac
minh Iam rd hodc do nguyén nhan
khac ma khong thé tra két qua dung
thoi gian da hen thi cong chirc lam
cong tac ho tich lap Phiéu xin 15i va
hen lai ngay tra két qua, trong d6
néu rd 1y do cham tra két qua va
thoi gian hen tra két qua, chuyén Bo
phén mot cua dé tra cho nguoi co
yéu cau (néu ngudi c6 yéu cau lua
chon hinh thirc ndp hd so truc tiép),
hodc gui Phiéu xin 18i va hen lai
ngay tra két qua qua thu dién tu
hodc giri tin nhan qua dién thoai di
dong cho nguoi co yéu cau (néu
ngudi cd yéu cau lya chon hinh thirc
ndp ho so tryc tuyén).

+ Néu thay ho so day da, hop 18, cac
bén c6 dui diéu kién két hon theo
quy dinh ctia Luat Hon nhan va gia
dinh, khong thudc truong hop tur
chdi dang ky két hon theo quy dinh,
truong hop tiép nhan hd so dang ky
két hon theo hinh thirc truc tiép, thi
cong chuc tu phap - hd tich thuc
hién viéc ghi vao S6 dang ky két
hén, cap nhat thong tin ding ky két
hén va luu chinh thic trén Phan
mém ding ky, quan 1y ho tich dién
tur dung chung.

Cong
churc
Tu
phap
ho tich

Khong
qua 01
giolam
viéc
Truong
hop xac
minh
thi
khong
qua 04
ngay
lam
viéc

HO so
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Trudng hop tiép nhan hd so dang ky
két hon theo hinh thuc truc tuyén,
cong chuc tu phap - ho tich gui lai
biéu mau Gidy chimg nhan két hon
dién tir v6i thong tin day du cho
ngudi yéu cau qua thu dién tr hoic
thiét bi so.
Ngudi yéu cau c6 trach nhiém kiém
tra tinh chinh xac, ddy du cua cac
thong tin trén biéu mau Gidy chimg
nhan két hon dién tir va xac nhan
(t6i da mot ngay).
Néu ngudi c6 yéu cdu xac nhdn
thong tin da thong nhat, ddy du hodc
khong c6 phan hoi sau thoi han yéu
cau thi cong chuc tu phap - ho tich
thuc hién viéc ghi ndi dung vao So
ding ky két hon, cap nhat théng tin
dang ky két hon va luu chinh thirc
trén Phan mém ding ky, quan 1y ho
tich dién tir dung chung.
Cong chuc tu phap - ho ticl} du thdo,| Céng | Khong G1"$1y
trinh Lanh dao UBND cap xa ky|chuc tu | qua 01 clzu’ngA

B3| ban glay Gidy chimg nhan két hon; phép - | gio lam nheu} két
ky s6 Gidy chimg nhan két hon. ho tich | viée hén
- Lanh dao UBND cip x4 ky Glay Lénh Hévt.h(?ng
chimg nhén két honban gidy, ky s6| dao gut tin
Gidy chimg nhan két hon Ban dién| UBND nhép t(?l
tir trén Hé thong thong tin dang ky, | cap xa elflall cua
quan 1y ho tich cua By Tu phap, ban| Cong cong da,n
gidy Trich lyc ding ky két hon ban| chuc | Khong Gi th?ng bi}o
sao (néu c6); chuyén cong chic Tu|TP-HT | qua 02 ch 1rny da co }<et

B6|phép - H¢ tich va cong chuc Van| Coéng | giolam nhin légé't qua kinh
phong - Thong ké dé dong dau, phat| chirc | Vviéc hon mot cong
hanh. - Hé théng tuy doéng chuyén| VP- df‘n de;n
ban két qua dién tir t6i Bo phan Mot| TK nhan; dong
ctra. Trong truong hop, hé thdng Cong thq1 hién
chua tich hgp chitc nang nay thi| chirc th}, trg}ng
cong chic Tu phap — ho tich tai két| Mot th"fl ho so
qua ban dién tir trén Hé théng dang| cira da dugce
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ky va quan ly ho tich cia B Tu
phap, day lén Hé thong Théng tin
giai quyét TTHC cua Thanh phd va
chuyén Bo phan Mot cira.

Luu y: Ban két qua dién tir chua
c¢6 chir ky ciia bén vo, bén chdng
chi lru hanh néi bo, Kkhong
chuyén dén cong dan.

- Ban gidy chuyén cong chuc tu
phap - ho tich dé chuyén Bo phan
Mot ctra tra két qua cho cong dan
nhan Gidy chirg nhan két hon.

giai quyét

B7

- Ngudi ¢6 yéu cau dang ky két hon
(hai bén nam, nir phai c6 mat, xuat
trinh gidy to tuy than dé d6i chiéu)
kiém tra thong tin trén Gidy chimg
nhan két hon, trong S6 ding ky két
hon, khéng dinh sy ty nguyén két
hén va ky tén vao SO ding ky két
hén, ky tén vao Gidy chung nhan
két hon, mdi bén nam, nir nhan 01
ban chinh Gidy chirng nhan két hon.
- Cong chuc mot cua scan lai Giéy
chtrng nhan két hon (Ban c6 day du
chit ky cua bén vo, bén chong; chir
ky cua lanh dao UBND xi va déu
cua UBND x3) cap nhat lén H¢
théng théng tin giai quyét TTHC
ctia Thanh phd thay thé Ban két qua
dién tor tai Budc 6. Hé théng tu
dong chuyén két qua ban dién
ti(Ban c6 day du chit ky cua bén
v, bén chéng; chr ky cua lanh dao
UBND xi va diu cia UBND xi)
dén Tai khoan, email, Kho quan ly
dir 1i€u dién tir cia cong dan.

- Cong churc Mot ctra xdc nhan da
d6i chiéu ban chinh va dé nghi cong
dan kiém tra thong tin trén Gidy
ching nhan két hon va trong S6

Cong
chuc
TP-HT
Cong
chuc
Mot
cua;
Cong
dan
Cong
chuc
Van
phong-
Théng
ké

Khong
qua 01
gio lam
viec(ké
tur thoi
diém
cong
dan dén
Bo
phan
Mot
cua)

Gidy
ching

nhan
két hon

Truong
hop Co so
dir liéu dan
cu da duoc

tich hop,
chia sé, két
ndi, cong
dan da cé
xac thuc
dinh danh
dién tr,
cong dan
khéng can
xuat trinh
gidy to
tuy than




CONG BAO HA NOI/S6 283+284/Ngay 02-4-2025

89

dang ky két hon; hoan tat ho so va
ky vao S6 theo quy dinh cua Luat
Ho tich.

- Truong hop Thanh pho quy dinh
dia diém tra ket qua nam ngoai try
s6 UBND cap xd c6 tham quyen
gidi quyet thi Thanh phd va cap co
thAm quyén can cO phuong an dé
cong dan ky vao so Ho tich trudc
khi nhan két qua hoic can co
phuong an dé cong dan nhan két qua
tai UBND cap x3.

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

- Hb so, két qua giai quyét TTHC
dugce s6 hoa.

(Tong thoi gian giai quyét tir B1 dén
B6 hoan thanh truge 16 gio 30 phut
trong ngay tlep nhan ho so. Bdi voéi
tru’ong hop tiép nhan hd so sau 15
i, tra két qua trude 11 gio ngay
lam viéc tiép theo. P6i véi truong
hop phai xac minh theo quy dinh thi
tong thoi gian giai quyét khong qua
05 ngay)

B8

Thuyc hién luu ho so theo quy dinh

Cong
chuc
tu
phap -
hd tich

Trong
gio
hanh
chinh

HO so

Biéu mau

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

To khai ding ky két hon (néu truc tiép) (Thong tu s6 04/2024/TT-BTP cia Bo

Tu phap)

S6 dang ky két hén; Giéy chimg nhan két hén, Ban sao Trich luc két hon
truong hop yéu cau cap ban sao Trich luc két hon(Thong tu s6 04/2020/TT-

BTP cua B§ Tu phap)

Biéu mau dién tir twong tac dang ky két hon (néu ndp hd so truc tuyén)
(Thong tu s6 03/2023/TT-BTP cia B6 Tu phap).
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap — Ty do — Hanh phiic

1 . v ;o n 2
@ TO KHAI PANG KY KET HON @
Kinh giri: ®Uy ban nhan dan .............coccoeoevveeeereeeeereen.

Thong tin Bén nir Bén nam

Ho, chit dém, tén

Ngay, thang, nam sinh

Dan toc @

Québc tich @

Noi cu tra @

Gidy to tuy than ©

Két hon 1an thir may

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

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

Dé nghi Quy co quan ding ky.
(Ky, ghi 0 ho, chir dém, tén)  (Ky, ghi rd ho, chit dém, tén)

Dé nghi cap ban sao®: C6 LI, Khong L
SO luong: ....... ban



CONG BAO HA NOI/S6 283+284/Ngay 02-4-2025 91

Chu thich:

@ Truong hop lam thi tuc dang ky két hon c6 yéu td nude ngoai, thi phai dan anh cta hai
bén nam, ni.

4 Ghi 16 tén co quan dang ky két hon.

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

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

®) Ghi s6 dinh danh c4 nhan/cin cude cong dan/thé cin cude (vi du: Can cudce cong dan sb
025188001010 do Cuc Canh sat QLHC vé TTXH cép ngay 20/11/2021). Truong hop khong co
s6 dinh danh ca nhan/can cude cong dan/thé can cude thi ghi gidy to hop 1 thay thé (ho chiéu,
chiing minh nhéan dan,...).

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

I. Thong tin bén nir

(1) Anh (trudng hop 1am tha tuc dang ky két hon co yéu t6 nude ngoai);

(2) Ho, chit dém, tén;

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

(4) Dan toc;

(5) Qudc tich;

(6) S6 dinh danh c4 nhan;

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

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

(9) Két hon lan thir may.

I1. Thong tin bén nam

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

(11) Ho, chir dém, tén;

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

(13) Dan toc;

(14) Qudc tich;

(15) S6 dinh danh c4 nhén;

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

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

(18) Két hon lan thir may;

(19) P& nghi cap ban sao:

o Co

S6 luong ban sao yéu cau: ...

o Khong

(20) Ho so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan cac thong tin cung cép 13 dang sy that, viéc két hon
cua hai bén 1a hoan toan tu nguyén, khong vi pham quy dinh ctia Luat hon nhan va
gia dinh Viét Nam, chiu hoan toan trach nhiém trudc phap luat vé ndi dung cam
doan ctia minh.
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* Truong hop céac thong tin vé gidy to chimg minh noi cu tra da duoc khai thac
tir CSDLQGVDC, duoc hé thong dién ty dong thi khong phai xuét trinh (theo hinh
thirc tryc tiép) hodc tai 1én (theo hinh thirc tryc tuyén).

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

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

Ban dién tr s€ tu dong giri vé Kho quan ly dir li€u di¢n tir ciia ca nhan/dia chi
thu dién t/thiét bi sd/dién thoai ctia nguoi yéu cau sau khi da hoan tat thu tuc dang
ky két hon tai co quan dang ky hd tich.
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UY BAN NHAN DAN CONG HOA XA HOQI CHU NGHIA VIET NAM
....................................... (1) D@C lﬁ:lp _ Tl.l’ do - Hi.lllh phl’lc

S6: @ /TLKH-BS ... ,Ngay....... thang ...... nim.........
TRiICH LUC KET HON
(BAN SAO)
Ho, chir dém, tén vo: Ho, chir dém, tén chong:
Ngay, thang, nam sinh:................... Ngay, thang, nam sinh: ..................
Dantoc: ...oovii Dantoc: ..o
QUOC HCH: v QUAC HCH: «vveee i
NoOTCUtrl: oo NOTCU T o,
Gidy to tiy than: .........cooveeeneeenn... Gidy t thy than: ...........veveeeeeen...
DANE KY KEE NON A1 ®) ..o
SO, NZAY..cevreeeeeeeerreeeieeeennes thang ............. nam ................
Ghi cha: @

Thuyec hién trich luc tir: ©

NGUOI KY TRICH LUC
(Ky, ghi 10 ho, chit dém, tén, churc vu, dong dau)
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Chu thich:
() Ghi tén co quan thyc hién viéc cip ban sao Trich luc két hon (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 két héon.

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

@ _ Truong hop dang ky lai két hon; ding ky hon nhan thyc té theo quy dinh tai khoan 2
biéu 44 cua Nghi dinh s6 123/2015/ND-CP; cong nhan viéc két hon theo quy dinh tai Pieu 11
Luét hon nhan va gia dinh; thyc hién lai viéc dang ky két hon theo quy dinh tai Pi€u 13 ctia Luét
hon nhan va gia dinh thi ghi r6 tai muc nay va ghi rd ngay xac 1ap quan hé hon nhan.

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

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

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

Thyc hién lai viéc dang ky két hon theo quy dinh tai Diéu 13 cua Luat hon nhan va gia dinh,
quan h€ hén nhan dugce xac lap tu ngay 01/5/2015.

- Truong hop di ly hon/ghi vao S6 ho tich viée Iy hon ciing can ghi rd tai muc nay.

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

®) Tuy theo cach thic thyuc hién, ghi rd cin clr cdp ban sao tir: SO dang ky két hon hodc Co
s& dir liéu ho tich dién tir.

(Xem tiép Cong bao sd 285+286)
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