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r4r cAc DrEM rrnp NHAN o DIA PnUoNc

CHTIONG I
Quy itinh chung

Oi6u 1: Ph4m vi tli6u chinh

1. Hu6ng ddn ndy quy dinh nguy6n tic, phuong thric, nQi dung , trach

nhiQm trong viQc titip nhpn vir tri k6t qui h6 so dC nghf c6p hQ chi6u ngopi giao

(HCNG), h6 chi6u c6ng vu (HCCV) gEn chip itiQn tu tai c6c <ti6m titip nhpn vd

tra k6t qui dat tqi citc Co quan Ngo4i vp c6c tinh, thdnh ph6 tryc thuQc

Trung uong (trri Hd NQi vi Thdnh pnO Hd Chi Minh).
2. Trong trucrng hqp dfa phuong chua thdnh lflp Scr Ngo4i vp thi Vdn phong

Uy ban nh6n din tinh, thenh ph6 tr.uc thuQc Trung ucrng lir co quan dAu m6i trao

d6i vdi Co quan c6p hQ chi6u cira BQ Ngo4i giao d€ thUc hien Hucrng ddn ndy.

Didju 2: Mgc tlich, y6u cAu

a) 86o dim thyc hi6n th6ng nh6t, dfng quy tllnh trong vi6c ti6p nhfln, tr6 k6t
, -), ( --^-,^qu6 dC nghi cdp HCNG, HCCV gdn chip diQn tu t4i 61 di6m ti6p nhpn tai dia

phuong.

b) Kip thoi th6o gd c6c kho kh5.n, vudng mlc trong qu5 trinh ti6p nhpn vd

trd ktit qui h6 so dC nghi cAp HCNG, HCCV gin chip dien tt.
c) Ting cudng tr6ch nhiQm giffa cdc co quan li6n quan trong viQc titSp nhfln

vd xri l)7 hO so dd ngft c6p HCNG, HCCV g6n chip diQn tri, b6o dim chinh x6c,

nhanh ch6ng, hiQu qu6.

Didiu 3: Giii thich ttr ngfr

l. C<v quan c6p h0 chi6u cria BQ Ngoai giao: bao g6m Cuc LSnh sq vd

So Ngopi vs Thirnh ptrO HO Chi Minh.

2. Co quan Ngopi vp dfa phuong: bao g6m Sd Ngopi vp ho[c Vdn phong

Uy ban nh6n d6n tinh, thenh ph6 tryc thuQc Trung uong (trong trudng hqp

kh6ng thenh lpp Sd Ngopi vu).

3. BPMC: BQ phpn MQt cira ctra BQ Ngopi giao dpt tai Cpc Ldnh sp.

4. Buu diQn: Co quan buu chinh c6ng ich c6 th6a thu4n, thuc hiQn dich vU
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chuy6n ph6t giira Co quan Ngoai vp dia phucrng, So Ngopi vp Thdnh pnO nO

Chi Minh vd BPMC.

5. HCDT: ld HCNG, HCCV gin chip di6n tu luu git th6ng tin dugc md

h6a cria ngudi mang h6 chi6u vd cht ky s6 cria ngudi co thAm quy6, .6p.

6. HCDT dd in: la HCDT dd dugc in vd c6 th6 hoa tpi Ccr quan c6p hQ chi6u

ctra BQ Ngopi giao.

7. LuQt XNC: Luflt Xu6t c6nh, nhflp cAnh cira c6ng ddn Viqt Nam nbm

2}lg, sria d6i, b6 sung ndm2023.

Di6u 4: Nguy6n tic ti6p nh$n h6 str

a) ViQc ti6p nhAn vd tri ktit qui h6 scv HCDT thgc hiQn tpi dfa ditlm do

Co quan Ngopi vp dia phucrng thu x6p. pOi vOi c6c hd scr nQp theo hinh thric

trgc tuy6n thi thgc hiQn theo hudng d6n tpi C6ng Dich vp c6ng BQ Ngoai giao.

b) H6 so HCDT c6 vdn bin d6ng d6u mat theo quy dinh (hO so m4t) nQp

truc tii5p tpi Cpc LAnh su hoic Sd Ngopi vp Thdnh ph6 HO Chi Minh;
trudng hqp dugc uy quy6n nQp thay cAn c6 vdn b6n gi6i thiQu cita co quan

cir ngudi di c6ng t6c.

c) Co quan Ngo4i vp dia phucrng ti6p nhQn hd so d€ ngh! c6p HCDT cira

ngudi dang c6ng tic tqi cdc ccr quan trpc thuQc dla phuong hopc c6 try sd tpi dia

phuong.

d) C6ng t5c nghiQp vU li6n quan d6n viQc titip nhAn vd trd k6t qui hO so

HCDT thUc hipn theo Hu6ng ddn ndry ho{c c6c hudng d6n cU thC ctia Cpc Ldnh

su vd tudn thti quy dinh chung vO gi6i quytit thir tpc hinh chinh.

e) Cpc Ldnh sg xir ll,i hO so HCDT do c6c Co quan ngopi vp dfa phuong tir
Hut5 trd ra Bic grii; So Ngopi vu Thdnh ptrO HO Chi Minh xir ly h6 so HCDT do

cdc Co quan Ngopi vg dla phuong tir Da Ning trd vdo Nam grii.

. CHUONG II
Quy trinh ti6p nh$n, tri k5t qun h6 scr HCDT

Diiju 5: Thirnh phf,n hii so
a) Tcr khai c6 md vpch in tir C6ng Dich vU c6ng cira BQ Ngopi giao tpi

dia chi https://clichvucong.mofb.eov.vn. To khai cen trran thri c6c y6u cAu, quy

dfnh ph6p luat li€n quan ho{c hu6ng d5n cua Co quan c6p hQ chi6u BQ Ngoai

giao.

b) 01 vdn bhn/ Quytit dinh cft di c6ng t6c nudc ngoii cira c6p c6 thAm
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quydn. OOi vOi nh6n sy thuQc diQn qu6n ly cria 86 Chinh tr!, Ban Bi thu thi thgc
hi6n theo c6c quy dinh li€n quan.

b) Quyi5t dinh ho{c vdn bin d6ng y cria BQ NgoAi giao AOi vOi vg/ch6ng,
con du6i 18 tu6i di theo ho{c di thdm thdnh vi6n Co quan dai dign ViQt Nam o
nu6c ngodi (thuQc di6n quy dinh tpi Khoin 14 Di6u 8 vi Kho6n 5 Di6u 9

Lupt XNC).

c) HCNG ho{c HCCV: (i) c6p lAn gAn nh6t (ntiu c6) trong trudng hqp dC

nghi cAp m6i; hoflc (ii) Trong truong hqp mAt HCNG, HCCV, cAn c6 cdng vin
th6ng b6o cira co quan qu6n l;f trgc titip ctra ngudi d€ nghi c6p hQ chi6u.

d) BAn chgp chimg minh nh6n d6n, cdn cu6c c6ng ddn, th6 cdn cudc ho{c
cic gi6y to tuy thdn khdc theo quy dinh hiQn hdnh.

e) BAn chUp chimg minh nh6n ddn, th6 cdn cu6c c6ng din, th6 cdn cu6c,
gi6y khai sinh, trich lpc khai sinh ho{c gi6y chtmg nhfln vi6c nu6i con nu6i ho{c

, .i
c6c gi6y to tuy thdn kh6c theo quy illnh hiQn hdnh <l6i vdi truong hqp d6 nghi
c6p hQ chi6u cho con du6i 18 tu6i di theo, di thdm thanh vi6n Co quan dai di€n
ViQt Nam 0 nu6c ngoiri.

0 Gi6V gi6i thiQu/c6ng vdn cria co quan, t6 chtic cir ngudi di c6ng t6c nudc
ngoii d6 nghi Co quan Ngo4i vU nQp thay (truong hqp h6 so mat).

Di6u 6: Ti6p nh$n hd scr

Brdc 1: Ki6m tra thirnh phdn hO scy

- Ki6m tra thdnh phAn, rO luqng h6 so, lopi ydu cdu (cdp d6i/c6p m6i), s6

lugng nguoi trong dodn dC nghf c6p h0 chi6u.

- Ki6m tra tinh hqp thtc cria Quy6t dinh/vin bin ct di c6ng t6c nudc
ngodi cAn dOi chi6u th6ng tin s6 hiQu vin bin, co quan c6p vdn bin, ngudi ky
vdn bin, chirc danh ky v6n bin, thAm quydn ky vdn bin tr€n gi6y to, tdi liQu v6i
co sd dt li6u tr6n hQ th6ng; ki6m tra th6 thirc vin bin; ki€m tra ndi dung li6n

-Aquan d6n nudc/vung lenh th6, thdi gian, mgc dich vd chi phi crJra chuyEn di;
- Ki6m tra th6ng tin cria c6 nhdn trong doin (chirc vg vd dcrn vi cdng t6cr,

th6ng tin nhdn thdn...) vir x6c dinh nguoi thuQc diQn c6p HCNG, HCCV;
- Ki6m tra th6ng tin trong to khai vi giSry to, tdi 1i0u kdm theo hd so.

- Ki6m tra xem c6 cAn c6p c6ng hdm xin th! thuc hay kh6ng.
- D6i chi6u vdi c6c quy <t!nh hi6n hdnh d6 x6c dlnh h6 so dir di6u ki6n ti6p

nh0n/h6 so phii hodn thiQn, b6 sung/h6 so bi tu chdi.
Bu6c 2: Phdn lopi hO s<r

' O6i vOi c6ng chtc, vi€n chfc quin lli: ghi rO chric vq, don vi cdng tiic, lopi, b4c, ng4ch
O6i vOi s! quan, qudn nhdn chuy€n nghiQp: ghi rO c6p, bflc, hdm, don vi c6ng tdc;
Ot5i vOi c6n b0 duoc bdu cft theo nhiQm k!: ghi rO chric vu, nhi€m kj,.
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- Trucrng hqp h6 so hqp lQ vd dring thAm quyAn: Ki6m tra, in 02 "Gi6y
bi6n nhdn" hi6n thi thinh phAn h6 scv vir c6c gi6y to g6c kdm phAn ky x6c nhfn
giira "nguoi nQp h6 so" vd "ngudi ti6p nhfn", 0l bin kgp vio hd so, 01 bin
chuy6n cho ngudi nQp.

- Trudng hqp h6 so kh6ng dir di6u kiQn gi6i quy6t: Th6ng b6o dC nguoi nQp

hO so li6n hQ vdi co quan c6 thAm qrydn dC gi6i quytit theo quy dinh, tri lpi h6

so kdm "Phi6u tri ch6i tirip nhpn gi6i quy6t h6 so" n6u ly do cp th,5 cho ngucri
^ ,;.

nop ho so.

- Trucrng hqp h6 so chua hqp le, chua dAy du: Th6ng b6o dC nguoi nQp bo

sung, hodn thiQn h6 so theo quy dinh vd tri lpi hO scv kdm "Phi6u y6u cAu b6

sung, hodn thiQn hO so".

Btbc 3: Thu thpp th6ng tin sinh tric hgc

l. Trudng hqp ldm thu tpc c6p HCDT lAn dAu: ngudi ti6p nhfln h6 so chup

6nh chdn dung (nt5u cdn), thu nhfn d6u vdn tay, chuy6n th6ng tin tr6n hQ th6ng vd
,). : '
hd so vd co quan cdp hQ chi6u.

(i) Ti6u chu6n inh ch6n duns:
. K[ch thudc dnh: dnh cd 4cm x 6cm (r)ng x ddi).

. Nin anh: nin trdng, dQ sdng vd d0 tuong phan thich hqp, khong co bong,

khong c6 hoa vdn, khong ditng cdc hiQu *ng.

. Tu tha; diu vd vai thdng, *iit nhi, thfing; kh6ng dd t6c xda trudc mdt, l0

hai vdnh tai, bidu cdm trung tinh (kh6ng cudi, tw thd nghi1m tilc).

. Trang phuc: thudng phuc lich s1t; diu de tdn; kh6ng deo kinh.

. Chtit luqng dnh:dnh sdc ndt vd rd rdng, kh6ng bi md hoQc tat d0 phdn

gidt kit thidu 300dpi; dinh dqngfile dnh JPEG 2000.

. Ti t€ tr€n dnh: diQn tich khu6n mfit chidm khoang 75% di€n tlch dnh;

chiiu cao t* mdt Mn mdp ffAn cua dnh xtip xi 2/3 chiiu cao t* mdt xu6ng m,ip

dudi cila dnh.

. D6t vdi trd em; lru y dnh chup m\t minh, khong c6 ghd sau lmg.

(ii) Ti6u chuAn d6u vin tav: Vdn tay dugc thu thpp bing m6y qu6t chuyCn

ding thi thyc hiQn thu thpp vdn tay chgm cl0,a 4 ng6n bdn tay ph6i, vdn tay chpm

cil;a 4 ng6n birn tay trii, vdn tay cria hai ng6n c6i, vdn tay l6n c[ra l0 ng6n.

Viec thu thpp vdn tay ph6i dim b6o chinh x6c, d6ng ntr6t giira th6ng tin nhdn

thdn cria ngudi dugc thu thap v6n tay v6i Co sir dir li6u cdn cu6c vi dim bio c6c

ti€u chu6n cria T6 chr?c Hing kh6ng ddn dyng qr6c te (ICAO).

Trong trudng hqp n6u kh6ng thu thAp dugc du l0 vdn tay thi m6 tA vd
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nhap th6ng tin vA tinh tr4ng v6n tay thu th4p dugc. Trudng hqp vdn tay thu

thdp duqc kh6ng b6o d6m ti6u chuAn phuc vu vi6c nhdn dang tp dQng thi thpc

hiQn thu thpp vdn tay bing c6ch l6n muc, sau d6 qu6t lpi d6 luu trir ho{c khai

thiic tu Co so dt liQu qr6c gia v6 cdn cu6c c6ng ddn (n6u co). C6n bQ thu thpp

v6n tay phii ghi chri vd ky x6c nhfn, chiu tr6ch nhiQm uC Ait liQu cria c6c v6n

tay thu thpp <luqc ho{c ly do kh6ng thi5 thu thpp dugc.

Trucmg hqp nguoi dC nghi d5 c6 HCDT cfi, ngudi titip nh4n h6 so truy cfp
hQ th6ng co sd dfr liQu, OOi cnii5u th6ng tin c[ra nguoi dd nghi, chuy6n goi dfr liQu

mdi (n6u c6 thay d6i vC th6ng tin) v6 co quan cdp hQ chi6u.

2. Trudng hqp dd c6 HCDT vi dC nghi c6p c6ng hdm:

- Sau klhi ki6m tra thinh phAn h6 so theo quy dinh, nguoi ti6p nhqn h6 so

ki6m tra tinh tr4ng HCDT: n6u udn d6p ung ti6u chuAn ky thupt thi tra lai h0

chi6u cho ngudi d6 nghi, ghi chri vdo gi6y bi6n nhqn viQc tri hQ chi6u vd titln

hdnh ti6p nhpn h6 so d6 nghi c6p c6ng hdm.

- Trubng hqp HCDT kh6ng d6p tmg ti6u chuAn k! thuQt, ngudi tiep nhpn

hd so hudng d6n kh5ch ldm thri tr,rc cAp HCDT m6i (thgc hiQn c6c budc tai di6m

1 n6u tr6n), grii kdm HCDT cfr cirng vdi h6 so HCDT.

Di6u 7: L$p danh sich vi chuy6n giao hd scr

1. Sau khi thgc hiQn c6c budc titip nhan, ki6m tra hd so, d6i chi6u vd thu

thpp th6ng tin sinh tric hgc, Co quan ngopi vp dia phucrng co tr6ch nhiQm d6ng

goi h6 so HCET vdo phong bi hopc tiri ri6ng dE chuy6n cho co quan c6p hQ

chi6u qua dich vp buu chinh c6ng ich ho[c cti c6n bQ ngopi vp ctla phuong d6n

nQp h6 so trpc titlp tpi co quan c6p hQ chi6u (trucrng hqp h6 so m4t). G6i dir

liQu sinh trlc hgc vi tQp thdnh phAn hd scr kdm theo phai c6 chung ky hiQu nhfn

bitlt vd d6p ring c6c y6u cAu k! thupt.

2. Trunng hqrp h6 scy chua hqp 10, chua <tAy du: BPMC tpi Cqc Ldnh sp/S0

Ngo4i vp Thdnh pfrO HO Chi Minh th6ng b6o tdi Co quan ngo4i vg dia phu<rng

dO nghf b6 sung, hoin thien h6 so.

3. Trudng hqp h6 so kh6ng du di6u kiqn vi thAm quyiin giii quy6t: BPMC

t4i Cgc L6nh sU/So Ngopi vu Thirnh ptrO HO Chi Minh th6ng b6o t6i Co quan

ngopi vp dia phuong vO viQc h6 so kh6ng ihl di6u kiQn va th6m quyd., giii quy6t.

Di6u 8: Trfr k6t qui h6 so HCDT

- Trong vong 0l ngiy ldm viQc k€ tt khi nh4n dugc ki5t qu6 h6 so HCDT

(trpc titip tai CUc Ldnh sy/ So Ngo4i vp Thdnh pfrO UO Chi Minh ho4c qua buu
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diQn), Co quan ngoqi vg dfa phucrng ki6m tra, d6i chi6u th6ng tin vd tr6 k6t quA

cho ngudi d€ ngh!, chuy6n ngay lai cho co quan c6p hQ chi6u c5c hQ chi6u

kh6ng <lir ti6u chu6n phSt hdnh (kdm danh s6ch).

- L9 phi: nQp trgc tuy6n theo th6ng b6o qua e-mail ctra hO th6ng ho{c
.t I .

trpc ti6p tqi qudy thu tru6c khi nhpn k6t qu6 hO so HCDT.

- pOi vdi trudng ho-p k6t qu6 h6 so HCDT dugc chuy6n qua buu diQn,

phi sri dUng dlch vp do nguoi dO nghi c6p hQ chi6u dien til chi tri theo thoa

thupn v6i Ccv quan ngopi vp dla phuong.

CHTIONG III
T6 chric thqc hiQn

Di6u 9: Trdch nhiQm t6 chtfrc thgc hiQn vir thi hirnh

1. Trong thoi gian khdng qu6 01 ngdy ldm viQc t<C ttr ngay nh4n du h6 so

hgp lq, Co quan Ngo4i v9 dfa phuong chuy6n h6 so cho co quan c6p hQ chi6u.

z.KA tir ngdy nhfn dugc h6 so hqp le, co quan c6p hQ chi6u gi6i quytit

trong vdng 03 ngiy ldm vi6c aOi vOi h6 so c6p HCDT.
3. Co quan Ngopi vg <tia phuong ctr c6n bQ co chuy€n m6n, am hi6u nghiQp

vp cliS tii5p nhAn h6 scy HCDT; d6 nghi Cpc LSnh su h6 trg diro tpo trong trucrng

hqp cAn thi6t.

Di6u 10: Xfr ly cric v6n tI6 ph6t sinh

1. Co quan ngopi vu dla phuong ctr nguoi/don vi iliu mOi trong viQc xri ly
c6c th6ng tin ph6i hqp giira co quan c6p h0 chi6u vd Co quan ngopi giao vq dfa

phucrng.

2. Trong qu6 trinh thgc hiQn, nCu ph6t sinh kh6 khdn, vu6ng mic, Co

quan ngopi vp ctfa phuong trao d6i kip thoi voi co quan c6p h0 chi6u bing vdn

bin hodc th6ng qua don v! <lAu mOi aC dA xu6t biQn ph6p gi6i quytlt./.
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