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

TINH LAO CAI Poc lap - T do - Hanh phiic
S6:1339 /QP-UBND Lao Cai, ngdy 03 thing 06 ndm 2023
QUYET PINH

Vé viéc phé duyét 20 quy trinh ndi bd trong giai quyét
tha tuc hanh chinh Iinh vuee ho tich ap dung tai UBND cap xa thudc
pham vi chirc nang quan ly cua S¢ Tw phap tinh Lao Cai

CHU TICH UY BAN NHAN DAN TINH LAO CAI

Can cir Ludt Té chirc chinh quyén dia phwong ngay 19 thang 6 nam 2015;

_ CancirNghi dinh 56 61/2018/ND-CP ngay 23 thang 4 nam 2018 cua Chinh phu
vé thiec hién co ché mot ciea, mot cura lién thong trong gidi quyét thu tuc hanh chinh;

Can cir Nghi dinh s6 107/2021/ND-CP ngay 06 thang 12 nam 2021 ciia
Chinh phii sita déi, bo sung mét so diéu ciia Nghi dinh sé6 61/2018/NP-CP
ngay 23 thang 4 nam 2018 ciia Chinh phii vé thiee hién co ché mét civa, mot
cira lién thong trong gidi quyét thi tuc hanh chinh;

Can cit Théng tw s6 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 ciia
Van phong Chinh phii hudng dan thi hanh mét sé6 quy dinh ciia Nghi dinh sé
61/2018/ND-CP ngay 23 thang 4 nam 2018 ciia Chinh phii vé thuc hién co ché
mot cira, mot ciea lién thong trong gidi quyét thii tuc hanh chinh;

Theo dé nghi ciia Gidm doc S¢ Tw phdp tinh Lao Cai tai To trinh s6 47/TTr-
STP ngay 16 thang 5 nam 2023.

QUYET PINH:

‘Diéu 1.Phé duyét kem theo Quyet dinh ndy 20 quy trinh ndi bd trong giai
quyét thu tuc hanh chinh inh vuc hd tich ap dung tai UBND cap x& thuoc pham
vi chltc ndng quan 1y ctia S& Tu phap tinh Lao Cai.

Dleu 2.Grao So Thong tin va Truyen thong chu tri ph01 hop v6i S Tu phap,
UBND cap huyén; UBND cap x3 va c4c co quan, donvi co lién quan can ctr Quyet
dinh nay xay dung quy trinh dién ttr gidi quyétthu tuc hanh chinh tai phin mém Hé
thong théng tin mot ctra dién tir tinh Lao Cai (Cong dich vu cng) theo quy dinh.

Piéu 3. Quyét dinh nay c6 hiéu lyc thi hanh ke tor ngay ky. Bai bo 20 quy
trinh ndi bo trong giai quyet TTHC (quy trinh s tht ty tir 02 dén 21) duoc
phé duyét tai Quyét dinh s6 299/QD-UBND ngay 14 thang 02 nim 2023 cua
Chu tich UBND tinh V& viéc phé duyét 22 quy trinh ndi bo trong giai quyét thu
tuc hanh chinh finh vuc h tich &p dung tai cap xa thuoc pham vi chirc ning quan
ly cua S& Tu phap tinh Lao Cai.
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Piéu 4. Chanh Van phong Uy ban nhan dén tinh, Giam dc S Thong tin va
Truyén thong, Gidm ddc SO Tu phap, Thu truéng céac sd, ban, nganh; Chu tich
Uy ban nhan dén cac huyén, thi x, thanh phd; Chu tich Uy ban nhan dan céc x4,
phuong, thi tran va cac to chie, c4 nhan ¢6 lién quan chiu trach nhiém thi hanh
Quyét dinh nay./.

Noi nhgn: CHU TICH
- Nhu Piéu 4 Qb; :
- B6 Tu phap;

- Cuc Kiém soat TTHC (VP Chinh phu);
- TT Tinh Gy, HDND, UBND tinh;
- Cong Théng tin dién tir ciia tinh;
- VNPT Lao Cai;

- Luu: VT, KSTT,.




DANH MUC VA NQI DUNG 20 QUY TRINH NQI BQ TRONG GIAI QUYET
TTHC LINH VU'C HO TICH AP DUNG TAl UBND CAP XA THUQC PHAM VI

CHU'C NANG QUAN LY CUA SO TU PHAP TINH LAO CAI

(Kém theo Quyér dinh sé: /OP-UBND ngay  / /2023
cua Chu tich UBND tinh Lao Cai

I. DANH MUC CAC QUY TRINH

STT Tén quy trinh Ky hi¢u
1 bang ky khai sinh QT-01
2 Ding ky két hon QT-02
3 bang ky nhan cha, me,con QT-03
4 Ping ky khai sinh két hop dang ky nhan cha, me, con QT-04
5 bang ky khai tur QT-05
6 Déng ky khai sinh lvu dong QT-06
7 Ping ky két hon lyu dong QT-07
8 bang ky khai tr lvu dong QT-08
9 Piang ky khai sinh c¢6 yéu t6 nudc ngoai tai khu vuc bién gioi QT-09
10 Diang ky két hon c6 yéu td nudc ngoai tai khu virc bién gioi QT-10
11 Ping ky nhan cha, me, con c6 yéu td nudc ngodi tai khu vuc bién gioi QT-11
12 Piang ky khai tir 6 yéu t6 nuwdc ngoai tai khu vuc bién gioi QT-12
13 bang ky giam ho QT-13
14 Piang ky chim dut giam ho QT-14
15 Thay ddi, cai chinh, bd sung ho tich QT-15
16 Cép gidy xac nhan tinh trang hén nhan QT-16
17 Pang ky lai khai sinh QT-17
18 Ding ky khai sinh cho ngudi di c6 hd so gidy to QT-18
19 Ding ky lai két hon QT-19
20 Dbang ky lai khai tur QT-20
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I1. NOI DUNG QUY TRINH NOI BQO TRONG GIAl QUYET TTHC CAP XA

1. Quy trinh: QT -01
a. Tén quy trinh: DPang ky khai sinh
b. N¢i dung cia quy trinh:

b.1

Co s phép Iy

- Luat Hon nhan va gia dinh ndm 2014;

- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua Chinh phi quy dinh chi tiét mot sb 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 sé dit liéu ho tich
dién tir, dang ky ho tich truc tuyén;

- Nghi dinh s 104/2022/NB-CP ngay 21/12/2022 cua Chinh phi stra d6i, bd sung mot sé didu
ctia cac nghi dinh lién quan dén viéc nop, xuét trinh s6 ho khau, so tam tri gidy khi thuc hign thi
tuc hanh chinh, cung cap dich vu cong;

- Thong t 50 04/2020/TT-BTP ngay 28/5/2020 ciia Bo truong Bo Tu phap quy dinh chi tiét thi
hanh mot s6 dieu cua Luat Ho tich va Nghi dinh s6 123/2015/NB-CP ngay 15/11/2015 cta Chinh phua
quy dinh chi tiet mot so dicu va bién phép thi hanh Luat Ho tich;

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 cua B truong Bo Tu phép quy dinh chi tiét
mot so dieu va bién phap thi hanh Nghi dinh so 87/2020/ND-CP ngay 28/7/2020 cua Chinh phu
quy dinh v& Co so dix liéu hd tich dién tur, dang ky ho tich truc tuyen;

- Thong tu 56 281/2016/TT-BTC ngay 14/11/2016 ciia Bo truong Bo Tai chinh quy dinh mixc thu,
ché d6 thu, nop, quan ly va str dung phi khai thac, su dung thong tin trong co s¢ dit liéu ho tich, phi
xac nhan c6 qudc tich Viet Nam, phi xac nhan Ia nguoi gbc Viét Nam, Ié phi qubc tich.

- Thong tu s6985/201‘9/'l‘l' -BTC ngay 29/11/2019 cua B¢ truong Bo Tai chinh hudng dan vé phi
va I¢ phi thuoc tham quyen quyét dinh cta Hoi dong nhan dantinh, thanh pho truc thudc Trung wong;

- Thong tw s6 106/2021/TT-BTC ngay 26/11/2021 cia B truéng Bo Tai chinh sira doi, bo
sung mot so dicu cua Thong tu so 85/2019/TT-BTC ngay 29{11/2019 cua Bo Tai chinh hudng
dan vé phi va I¢ phi thuoc tham quyén quyét dinh cua Hoi ddng nhan dan tinh, thanh phd truc
thudc Trung wong

- Nghi quyeét s6 06/2020/NQ-HDND ngay 10/7/2020 cta Hoi dong nhén dan tinh Lao Cai ban
hanh quy dinh vé cac loai phi, I¢ phi thuoc tham quyeén quyet dinh cua Hoi dong nhéan dan tinh
Lao Cai.

- Nghi quyét s6 06/2022/NQ-HDND ngay 15/7/2022 ciia Hoi dong nhan dan tinh Lo Cai sira
doi, bo sung, bai bo mot so dieu cta Quy dinh ve cac loai phi, 1€ phi thuoc tham quyen quyet dinh
cua Hoi dong nhan dantinh Lao C@i ba}n hanh kém theo Nghi quyét so 06/2020/NQ-HDND ngay
10 thang 7 ndm 2020 va Nghi quyet s6 03/2021/NQ-HDND ngay 09 thang 4 nam 2021 cua Hoi
dong nhan Qén tinh Lao Cai stra doi mot so dieu cua Quy dinh vé céc loai phi, 1€ phi thuoc ;hém
quyen quyet dinh cua Hoi dong nhan dan tinh Lao Cai ban hanh kém theo Nghi quyet so
06/2020/NQ-HDBND ngay 10 thang 7 nam 2020 cua Hoi dong nhan déan tinh Lao Cai

b.2

Thanh phan hé so thuc hign TTHC Ban chinh | Ban sao

b.2.1

Thanh phan nép hé so truc tiép hodc giri qua dich vu buwu chinh

Thanh phin hé so xuét trinh:
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- Ho chiéu hogc Chirng minh nhan dan hodc Thé can cudc cong dan
hoac cac giay to khac ¢6 dan anh va théng tin cd nhan do co quan co
tham quyen cap, con gia tri st dung dé ching minh ve nhan than cua
nguoi €O Yeu cau dang ky khai sinh. Trwong hop cac thong tin ca nhan
trong cac giay to nay da cé trong CSDLQGVDC, CSDLHTDT, duoc hé
thong dien tu dong thi khdng phai tai Ién (theo hinh thirc truc tuyén);

- Gidy to ¢ gia tri chizng minh thong tin vé cuw trii trong trong
hop co quan dang ky hé tich khéng thé khai thac diroc thong tin vé noi
cw tru cua cong ,ddn theo cac phwong thikc quy dinh tai khodn 2 Diéu
14 Nghi dinh so 104/2022/ND-CP ngay 21/12/2022 cua Chinh phai.
Truong hop cac thong tin vé giay to chirng minh noi cu tri da dwoc
khai thac tir Co so dir liéu quoc gia vé ddn cuw bang cac phwong thirC
nay thi nguoi cO yéu cau khéng phai xuat trinh (theo hinh thsc truc
tiep) hogc tai lén (theo hinh thec tryc tuyen).

- Gidy chang nhan két hdn néu cha, me da dang ky két hon. Truong
hop d& c6 thong tin ve viec ket hdn cua cha, me trong CSDLHTDT,
CSDLQGVDC thi khéng phai xuat trinh (theo hinh thirc truc tiep) hoac
tai Ien (theo hinh thurc truc tuyén).

Trudng hop giri ho so qua h¢ thong buu chinh thi phai giri kem theo
ban sao c6 ching thuc céc giay to phai xuat trinh néu trén.

*Lwu y:

- Bbi voi gidy to nop, xuat trinh néu ngudi yéu cau nop hd so theo
hinh thirc truc tiep:

+ Ngudi tiép nhan cd trach nhigm Kkiem tra, d6i chiu voi thong tin
trong to khai, chyup lai hoac ghi lai thong tin dé€ luu trong ho so va tra lai
cho nguoi xuat trinh, khong duoc yu cau nop ban sao hodc ban chup
giay to do.

+ Nguoi yéu cau ding ky ho tich ¢6 the nop ban sao ching thyc tir
ban chinh hodc ban sao dugc cap tir so goc hodc ban chyp kem theo ban
chinh giay to dé doi chieu. Truong hop nguoi yéu cau nop ban chup kém
theo ban chinh gidy to thi nguoi tiep nhan co trach nhiém Kiém tra, doi
chiéu ban chup véi ban chinh va ky xac nhan, khong dwoc yéu cau ngu o
di dang ky nop ban sao giay to do.

+ Nguoi tiép nhan c6 trach nhigm tiép nhan ding, du hd so ding ky
ho tich theo quy dinh cua phép luat ho tich, khong dugc yéu cau nguoi
dang ky ho tich nop thém giay to ma phap luat ho tich khong quy dinh
phai nop.

- D6i vei gidy to giri kém theo néu ngudi yéu cau ngp hd so theo hinh
thirc truc tuyen:

+ Ban chyp cac gidy to giri kém theo hd so ding ky khai sinh truc tuyén
phai bao dam 3 nét, day du, toan ven ve ndi dung, la ban chup bang may
anh, di¢n thoai hoac dugc chup, dugc quét bang thiet bi dién tu, tir giay to
duoc cap hop g, con gia tri su dung.

+ Truong hop gidy to, tai ligu phai gui kém trong hd so ding ky khai
sinh truc tuyén da cd ban sao dién tir hoac da co ban dién tir giay to ho tich
thi nguoi yéu cau duoc stir dung ban dién tir ndy.

+ Khi dén co quan ding ky ho tich nhan két qua (Gidy khai sinivban sao
Giay khai sinh), nguoi 6 yéu cau dang ky khai sinh phai ngp ban chinh




Gidy ching sinh; xut trinh gidy to tuy than; ban chinh Gidy chirng nhan
két hon (néu cha me tré da dang ky ket hon va théng tin ve viéc ket hdn
chua co6 trong CSDLQGVDC, CSDLHTDT).

- Gidy to do co quan ¢6 tham gquyén ciia nudc ngoai ¢ap, cong chimng
hoac xac nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai
duoc hop phap hoa lanh su theo quy dinh cua phap luat, trir treong hop
dugc mién theo diéu wdc quoc t€¢ ma Vit Nam [a thanh vién.

- Truong hop nguoi veu cau ding ky khai sinh khong cung cép duoc
giay to néu trén theo quy dinh hodc giay to nop, xuat trinh bi tay x0a,
stra chira, lam gia thi co quan dang ky ho tich c6 tham quyen hay bo két
qua dang ky khai sinh.

- Truong hop nguoi di dang ky khai sinh cho tré em la 6ng, ba, ngu oi
than thich khac thi khong phdi c6 van ban ty quyen cua cha, me tré em,
nhung phai thong nhat vai cha, me tré em ve cac noi dung khai sinh.

- Péi véi vige xac dinh ho, dan toc, qué quéan, dit tén cho tré:

+Vige xac dinh ho, dan toc, dat tén cho tre em phai phu hop voi phap
luat va yéu cau giit gin ban sic dan toc, tap quan, truyén thong vin hoa
t6t dep cua Viét Nam; khong dat tén quéa dai, kho st dung.

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

- Truong_hop cho phép nguoi yeu cau dang ky h¢ tich lp van ban
cam doan vé noi dung yéu cau dang ky ho tich thi co quan dang ky ho
tich phai giai thich rd cho nguoi lap van ban cam doan vé trach nhiém,
hé qua phap ly cta viéc cam doan khong ding su that.

Co quan dang ky ho tich tir chbi giai quyét hoac dé nghi co quan co
tham quyen hay bo két qua dang ky ho tich, néu cé co sé xac dinh noi
dung cam doan khong ding sy that.

Thanh phan hé so phai np:

- To khai dang ky khai sinh theo mau (néu ngudi ¢6 yéu cau hra chon
nop hd so theo hinh thirc truc tiép);

- Biéu mau dién tir twong tac dang ky khai sinh (do nguoi yeu cau cung
Cap thong tin theo huong dan trén Cong dich vu cong, néu ngudi o yéu
cau hra chon nop hd so theo hinh thirc truc tuyén)

* Ngudi ¢6 yéu cau dang ky khai sinh thyc hien viéc nop/xuat trinh
(theo hinh thirc truc tiep) hoac tai Ien (theo hinh thac truc tuyén) céc
giay to sau:

- Ban chinh Gidy chu:ng sinh; truo’ng hop khong c6 Gidy ching sinh
thi ndp van ban cua nguoi lam chung xac nhan Ve viéc sinh; néu khong
c6 nguoi 1AM ching thi phai c6 gidy cam doan vé viéc sinh;

- Truong hop tré em bi bo roi thi phai ¢d bién ban vé viéc tré bi bo
roi do co quan c6 tham quyen lap.




- Truong hop khai sinh cho tré em sinh ra do mang thai ho phdi co
van ban xac nhan cua co so'y té da thuc hién ky thuat ho trg sinh san cho X
viéc mang thai ho.

- Vin ban 1y quyén (dugc ching thuc) theo quy dinh cua phap luat
trong truong hop uy quyen thuc hién viéc dang ky khai sinh.

b.2.2 | Thanh phdn hé so nép truec tuyén (néu co)
Tap tin chira thanh phan hd so theo muc b.2.1
S6 lwong hd so: 01 bo
b.3
Yéu cau, diéu kign thuc hién
b.4 Téng thoi glan xir Iy theo quy dinh: Ngay trong ngay tiép nhan yeu cau, truong hop nhan hd so
sau 15 giov ma khong giai quyét duoc ngay thi tra két qua trong ngdy lam viéc tiép theo.
Thoi gian ding ky cdt giam: Khong
b5 Noi tiép nhan vatra kétqua: B phan tiép nhan va tra két qua “Mot cira” cua UBND x4, phudong,
' thi tran
Lé phi:
- 8.000 dong ddi vai truong hop dang ky khai sinh khong dung han.
b.6 - Mié_n & phi ddi véi truong hqp khai sinh dung han, nguoi thuge gia dinh c6 cong véi cach mang;
nguoi thuoc ho ngheo; nguoi khuyet tat.
- Phi cap ban sao Gidy khai sinh (néu c6 yéu cau) thuc hién theo quy dinh tai Théng tu sb
281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh.
b.7 Quy trinh xir ly cdng viéc
TT Trinh tu Trach nhiém T_qu| glan Biéu mawKeét qua
giai quyet
Budcl | Nop ho so Ca nhan c¢6 nhu| Giv hanh | Theo myc b.2
cau chinh
Budc 2 | *Kiém tra, tiép nhan ho so: Cong chic BoO | Ngay sau | - Mausd 01: Gidy tiép nhan
- Hd so hop & theo quy dinh: phan “Mot cta” | khi  nhan hd so va hen tra két qua
+ Trudng h(rp giai quyét ngay cia UBND cap xd | duoc ho S[glglllag tu s0: 01/2018/TT-
trong ngay tiép nhan ho so: 80 - ) . .
Tiép nhan va ghi gidy bién nhan, - Mau s6 03: Phieu tir chol
hen ngay tra ho so sau d6 chuyén t'epA nhan 9'?' quyet ho so
phong chuyén mon (néu ca nhan (Thong tu so: 01/2018/TT-
c6 yéu cau) VPCP)




+ Trwong hop nhan ho so sau
15 gio ma khong giai quyét
dwoc ngay thi tra kétqua trong
ngay lam viéc tiép theo: Tiép
nhan va ghi gidy bién nhan, hen
ngay tra hd so sau d6 chuyén bo
phan giai quyét

+ Truong hop hd so chwa hop &
theo quy dinh: Ghi phiéu yéu cau
bd sung, hoan thién hé so

+ Truong hop tir chbi: Ghi phiéu
tir chéi tiép nhan giai quyét hd so

- Mau s6 02: Phiéu yéu cau
b6 sung, ho:‘;m thien ho so
(Thong tu sb: 01/2018/TT-
VPCP)

- MAu sb 5: Phiéu kiém S04t
qué trinh giai quyét hd so
- MAu s6 06: S6 theo ddi hd
so0  (Thoéng tr s6:
01/2018/TT-VPCP

- Hb so

Budc 3 | - Cong chirc tr phap ho tich tién | Cong chirc tu phap | Ngay - Dy thao Gidy khai sinh
hanh xem xét, xfr.Iy ho so; de | ho tich cua UBND | trong Ngay | - Cong van phic dép (néu
Xuat phuong an giai quyet xd, phuong, thi|tiép nhan co)
- Kidm tra hd so: tran duwoc phan | ho so
+ Hb so khong dép (g yéu cu: | CONd gl quyet
Thong bdo cho ca nhan hoan
thien hd so, néu 13 Iy do.
+ Trwdng hop hd so can giai trinh
va b6 sung thém, thdng bao cho
ca nhan hoan thién ho so
+ Trueong hop hd so dap tng yéu
cau: Tién hanh tham dinh ho so;
de xuat phuong an giai quyet
- Trinh Lanh dao UBND X3,
phuong, thi tran

Budéc 4 | Trwong hep hé so' qua han chii | - Lanh dao coquan | Gio hanh | Mau s6 04: Phiéu xin 15i va
dpng thong bao bang vin bdn | . Cong chirc duoc chinh hen lai ngay tra két qua
den By phdn “Mpt cira” kém | phan cong xi Iy hd (Thong tu so 01/2018/TT-
theo vin ban xin loi to chirc, ca | o VPCP).
nhan va hen thei gian tra két
qua

Budc 5 | - Xét duyét ho so: Linh dao UBND | Ngay Ky duyét Gidy khai sinh.
+ Néu ddng y: Ky duyét cap xa trong ngay | Truong hop tr choi ¢ van
+ Néu khong dong ky: Chuyen E‘fp than | ban néu ro ly do
tra ho so cho cong chirc tu phap 0 §0
ho tich

Buéc 6 | - Phat hanh van ban cong chac duoc | Ngay - Kétqua giai quyét TTHC

- Chuyén cho B6 phan “Mot ctra”
tra cho ca nhan

phan cong xir ly hd
SO

trong ngay
tiep nhan
ho so

- Phiéu kiém soat qué trinh
giai quyet ho so
- S6 theo ddi hd so




Budc 7 | Tiép nhan két qua giai quyét va | Cong chac Bo | Ngay - Kétqua giai quyét TTHC
tra cho ca nhan phéan “MOt cua” | trong ngay | - phiéu kiém soat qua trinh
cua UBND cap xa | tip  nhan | giai quyét hd so
ho so - 5 theo d6i hb so
Budc 8 | - Thong ké va theo di Cong chirc duwoc | Gid hanh | - Phiéu kiém soat qua trinh
- Luu hd so theo quy dinh phan cong xtr ly ho chinh giéi‘ quyet ho 50
SO - S0 theo doi ho so

- Hb so Iru theo quy dinh

Tong thoi gian giai quyét: Ngay trong ngay tiép nhan yéu cau, truong hop nhan ho so sau 15 gio ma khong
giai quyet duoc ngay thi tra két qua trong ngay lam viéc tiep theo

2. Quy trinh : QT - 02
a. Tén quy trinh: Ping ky két hon

b. N§i dung cua quy trinh:

b.1

Co sé phap ly

- Luat Hon nhan va gia dinh nam 2014;

- Luét Ho tich nam 2014;

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

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phu quy dinh V& Co'sé dit ligu h tich
dién tur, dang ky ho tich truc tuyen;

- Nghi dinh s6 104/2022/ND-CP ngdy 21/12/2022 cua Chinh phu stra doi, b6 sung mét s6 dieu
cua cac nghi dinh lién quan dén viéc nop, xuat trinh s6 ho khau, so tam trd giay khi thuc hién tha
tuc hanh chinh, cung cap dich vu cong;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ciia Bo truang Bo Tu phap quy dinh chi tiét thi
hanh mét s6 diéu cua Luat Ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu
quy dinh chi tiet mot so dicu va bién phap thi hanh Luat Ho tich;

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 ciia Bo trusng Bo Tu phép quy dinh chi tiét
mot so dieu va bien phap thi hanh Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh phu
quy dinh vé Co sd dir ligu ho tich dién tir, dang ky ho tich tryc tuyen;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cuia B truéng Bo Tai chinh quy dinh mic th,
che d6 thu, nop, quan Iy va st dung phi khai thac, st dung thong tin trong co so dix liéu ho tich, phi
xac nhan co quoc tich Viét Nam, phi x4c nhan 1a nguoi goc Viét Nam, I phi quoc tich.

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo truéng B Tai chinh huéng dan vé phi
va Ié phi thuoc tham quyen quyét dinh ctia Hoi dong nhan dantinh, thanh pho tryc thugc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngdy 26/11/2021 ciia Bo truong Bo Tai chinh sira doi, bo
sung mot so dieu cua Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua B Tai chinh huéng
dan vé phi va l¢ phi thuoc tham quyén quyét dinh cua Hoi dong nhan dan tinh, thanh phd truc
thudc Trung wong
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- Nghi quyét 56 06/2020/NQ-HDND ngay 10/7/2020 cua Hoi dong nhan dén tinh Lao Cai ban
hanh quy dinh vé cac loai phi, I¢ phi thuoc tham quyén quyét dinh cua Hoi dong nhéan dan tinh

Lao Cai.

b.2

Thanh phan hé so thuc hign TTHC

Ban chinh

Ban sao

h.2.1

Thanh phéan ngp hé s trwc tiép hodc giri qua dich vu buweu chinh

Thanh phan hé so xuét trinh:

- Ho chiéu hoic Chirng minh nhan dan hoic Thé can cudc cong dan
hoic cac gidy to khac co dan anh va thong tin ca nhan do co quan c6
tham quyén cip, con gia tri s dung dé chang minh vé nhan than cua
ngudi €6 yéu cau dang ky khai sinh. Truong hop cac thong tin ca nhan
trong cac gidy to nay di c6 trong CSDLQGVDC, CSDLHTDT, duoc hé
théng dién tu dong thi khong phai tai 1én (theo hinh thirc truc tuyén);

- Gidy to ¢6 gia tri chizng minh théng tin vé cuw tri trong trong

hop co quan dang ky hé tich khong thé khai thac diroc thong tin vé noi

cur trii cia ¢éng dan theo cdc phuong thire quy dinh tai khodn 2 biéu
14 Nghi dinh so 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu.
Trierong hop cac théng tin vé giay to chirng minh noi cw trii da dwoc
khai thac tir Co so dir liéu quoc gia vé dan cu bang cdc phuong thirc
nay thi nguoi co yéu cau khong phdi xuat trinh (theo hinh therc truc
tiep) hogc tdi I1én (theo hinh thuc tryc tuyen);

- Trich luc ghi chii Iy hon ddi véi truong hop cong dan Viet Nam
dang ky thuong trd tai dia ban xa lam thu tuc dang ky két hon, da duoc
giai_quyet viec ly hon, hiy viéc ket hon trude do tai co quan c6 tham
guyen nudc ngoai.

* Luwu y:

- Di i gidy to nop, xuat trinh néu ngudi y8u cau nop hd so theo
hinh thuc truc tiep:

+ Nguoi tiép nhan cd trach nhigm kiem tra, ddi chiéu véi thong tin
trong to khai, chup lai hoac ghi lai thong tin d€ luu trong ho so va tré lai
cho nguoi xuat trinh, khong duoc yéu cau nop ban sao hoac ban chup
giay to do.

+ Ngudi Yéu cau diang ky ho tich ¢d thé nop ban sao ching thuc tir
ban chinh hoac ban sao duoc cap tr so goc hoac ban chyp kem theo ban
chinh gidy to dé dol chiéu. Truong hop nguoi yéu cau nop ban chup kém
theo ban chinh gidy to thi ngudi tiép nhan c6 trach nhiém klem tra, d6i
chiéu ban chup véi ban chinh va ky xac nhan, khong duoc yéu cau ngu i
di dang ky nop ban sao giay to do.

+ Nguoi tiép nhan ¢6 trach nhigm tiép nhan ding, du hd so ding ky
ho tich theo quy dinh cua phép luat ho tich, khong dugc yéu cau nguoi
dang ky ho tich nop thém giay to ma phap luat ho tich khong quy dinh
phai nop.

- i vai gidy to giri kém theo néu ngudi Yeu cau nop hd so theo hinh
thirc truc tuyen:




+ Ban chyp cac gidy to giri kém theo hd so ding ky kéthon truc tuyén
phai bao dam 15 nét, day du, toan ven vé ndi dung, 1 ban chup bing may
anh, dién thoai hoic duoc chup, dugc quét bang thiét bi dién tir, tir gidy to
duoc cap hop 18, con gid tri str dung.

+ Truong hop gidy to, tai lisu phai guri kém trong hd so diang ky két hon
truc tuyén da co ban sao dién tir hodc da co ban dién tir gidy to ho tich thi
ngudi Y8u cau duoc sir dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan kétqua (ban chinh Gidy chirng
nhan két hn/ban sao Trich luc két hon), nguwoi ¢ yau cau ding ky két hon
phai nop ban chinh Gidy xac nhan tinh trang hén nhan (néu thong tin vé
tinh trang hon nhan chua cé trong CSDLQGVDC, CSDLHTDT).

- Gidy 0 do co quan c6 thdm quyén ciia nurdc ngodi cap, cong chirng
hoic xac nhan dé sir dung cho viéc diang ky ho tich tai Viét Nam phai
duoc hop phap héa lanh su theo quy dinh cua phap luat, trir treong hop
duoc mién theo diéu wdc quéc té ma Viet Nam [a thanh vién.

- Truong hop ngudi yéu cau diang ky két hon khong cung cap duoc
gidy to néu trén theo quy dinh hodc gidy to nop, xuit trinh bi tay x0a,
sira chira, lam gia thi co quan dang ky ho tich c6 tham quyén hay bo két
qua dang ky két hon,

Thanh phan hé so phai nép:

- To khai ding ky két hon theo mau, c6 da thong tin cua hai bén nam,
nir. Hai bén nam, nir c6 thé khai chung vao mot To khai dang ky két hon
(néu ngudi ¢ yéu cau hra chon nop hd so theo hinh thirc truc tiép)'

- Biéu miu dién tir twong tac dang ky két hon (do nguol yéu cau cung
Cap thong tin theo hudng dan trén Cong dich vu cdng, néu ngudi o yéu
cau hra chon nop hd so theo hinh thirc truc tuyén)

* Neudi ¢6 yéu cau ding ky két hon thuc hién viéc nop/xuat trinh
(theo hinh thirc tryc tiep) hodc tai len (theo hinh thirc truc tuyen) cac
giay to sau:

- Ban chinh Gidy xac nhan tinh trang hon nhan do Uy ban nhan dan
cap x4 c6 thim quyén cap trong trudng hop ngudi yéu cau diang ky két
hon khong ding ky thuong tri tai dia ban xa, phuong, thi trin am tha
tuc dang ky két hon. Truong hop cac thdng tin Vé tinh trang hon nhan da
c6 trong CSDLQGVDC, CSDLHTDT duoc dién ty dong thi khong phai
Xuat trinh (theo hinh thirc tryc tiép) hoic tai Ién (theo hinh thirc truc

tuyén).

b.2.2

Thanh phan hé so nép truc tuyén (néu co)

Tap tin chira thanh phan hd so theo muc b.2.1

b.3

S6 lwong hd so: 01 bo

Yéu cau, dieu kign thuc hién:
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- Namtir da 20 tudi tré Ién, nir tir dii 18 tudi tro Ién;

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

- Cac bén khong bi mit ning Iwc hanh vi dan su;

- Viéc két hdn khdng thudc mdt trong cac truong hop cam két hon, gom:

+ Két hon gia tao;

+ Tao hon, cudng ép két hon, hra dbi két hon, can tro két hon;

+’Ngu:(‘yi dang c6 vog, cO Ch@)ng ma két hon voi nguodi khéc hodc chwa c6 vo, chua co chong ma
két hon vai nguodi dang co chong, ¢o Vo,

+ Két hon giira nhitng nguoi cing dong méu Vé truc hé; giira nhitng nguoi ¢ ho trong pham vi
ba‘d(‘)’i; gitra cha, me nudi véi con quéi; gitra nguoi da tieng la cha, me nuﬁi,vé’i con nubi, cha
chong vei con dau, me vo Vvai con ré, cha dugng voi con riéng cua vg, me ké véi con riéng cua
chong.

* Nha nudgc khéng thira nhan hén nhén gitra nhirng nguoi cung gisi tinh.

b.4 Tong thoi gian xir 1y theo quy dinh:
- Ngay trong ngay tiép nhan ho so; trwong hop nhan ho so sau 15 gior ma khong giai quyet duoc
ngay thi tra két qua trong ngay lam viéc tiep theo.
- Trudng hop can xac minh diéu kién két hon cua hai bén nam, nix thi thoi han giai quyét khong
qua 05 ngay lam viéc.
Thoi gian ding ky cit giam: 01 ngay lam viéc dbi véi trudong hop can xac minh (Quyét dinh sé
1090/Qb-UBND ngay 11/5/2023 cua UBND tinh Lao Cai).
Thei gian xa |y sau khi cdt giam:
- Ngay trong ngay tiép nhan hd so; truong hop nhan hd so sau 15 gio ma khdng giai quyét duoc
ngay thi tra két qua trong ngay lam viéc tiép theo.
- Truong hop can xdc minh diéu kién két hon cua hai bén nam, nix thi thoi han giai quyét khong
qua 04 ngay lam viéc.

b5 Noi tiép nhan va tra két qua: Bo phan tiép nhan va tra két qua ctia UBND cép cap xa noi cu

' trd cua bén nam hoac bén nir.

Lé phi:

b6 - Mién I& phi

' - Phi cap ban sao Trich luc két hon (néu c6 yéu cau) thuc hién theo quy dinh tai Thong tu sb

281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh

b.7 Quy trinh xir ly cong viéc

TT Trinh tw Trach nhiém Thoi gian Biéu miu/Két qua

giai quyét
Budc 1 | Nop hd so Ca nhan ¢ nhu | Gis  hanh | Theo muc b.2
cau chinh
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* Tmo’ng h0’p khong phai xac minh: Ngay trong ngay tiép nhan ho s0; trudng hop nhan hd so sau 15 gio
ma khong giai quyét duoc ngay thi tra két qua trong ngdy lam viéc tiép theo

Buoc 2

* Kiém tra, tiép nhan ho so:

- Ho so hop & theo quy dinh:

+ Trudng hep giai quyét ngay
trong ngay tlep nhan ho so:
Tiép nhan va ghi gidy bién
nhan, hen ngay tra hd so sau d6
chuyen phong chuyén mon (neu
ca nhan cé yéu cau)

+ Tredong hep nhan ho so sau
15 gio ma khoéng giéi’quyét
dwoc ngay thi tra ket qua
trong ngay lam viéc tlep theo:
Tiép nhan va ghl giay bién
nhan, hen ngay tra ho so sau d6
chuyén bo phan giai quyét

+ Truong hop hd so chua’ hop &
theo quy dinh: Ghi phicu yéu
cau bo sung, hoan thién ho so
+ Truong hop tr choi: Ghi
phicu tr choi tiep nhan giai
quyet ho so

Cong chac BO
phan “M¢t ctra”
cua UBND cap xa

- Mau sb 01: Gidy tiép
nhan hd so va hen tra két
qua  (Thong tu  sb:
01/2018/TT-VPCP)

- Mau s6 03: Phiéu tir chi
tiép nhan giai quyét ho so
(Thoéng tu s0:
01/2018/TT-VPCP)

- Mau s6 02: Phiéu yéu
cau bo sung, hoan thién hd
so (Théng tu  s6:
01/2018/TT-VPCP)

- Mau s6 5: Phiéu kiém
sodt qua trinh giai quyét
hd so

- Mau s6 06: So theo ddi
hd so (Thong tu sd:
01/2018/TT-VPCP)

- Ho so

Buéc 3

- Cong chtrc tu phap ho tich tién
hanh xem xét, xur ly ho so; dé
XUAt phuong an giai qLWet

- Kiém tra ho so:

+ Ho so khong dap ng yéu cau:
Thong bao cho ca nhan hoan
thien hd so, néu 13 Iy do.

+ Truong hop hd so can giai
trinh va bo sung thém, thdng
b4o cho ca nhan hoan thién hd
SO

+ Truong hop hd so déap Ging
yéu cau: Tien hanh tham dinh
hd so; d& xuat phuong an giai
quyét

- Trinh Lanh dao UBND X3,
phuong, thi tran

Cong chirc tu phap
ho tich cua UBND
xa, phuong, thi
trin dwoc phan
cong giai quyét

- Dy thao Gidy dang ky
két hon

- Cong van phuc dap (néu
co)

Budc 4

Trwonghep hé so qud han chii
dgng thong bao bang vin ban
dén B¢ phdn “Mét cira” kém
theo vin ban xin 16i té chirc, ca

- Lanh dao co
quan

- Cong chuac duoc
phan cong xt ly ho
SO

Ngay sau khi
nhén  dugc
ho so

Ngay trong
ngdy  tiép
nhan ho so
Gio hanh
chinh

Mau s6 04: Phiéu xin 15i
va hen lai ngay tra két qua
(Thong tur s6 01/2018/TT-
VPCP).
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nhan va hen thei gian tra két
qud

Buéc 5 | - Xét duyét hd so: Linh dao UBND | Ngay trong | Ky duyét Gidy chang
+ Néu ddng y: Ky duyét cap xa ngay  tiep | nhan ket hon. Truong hop
+ Néu khong ddng ky: Chuyén nhan ho so tl,I ((j:h01 c6 van ban néu rd
tra ho so cho cong chirc tu phap ly do
ho tich
Budc 6 | - Phat hanh vin ban - Cong chirc duoc | Ngay trong | - Két qua giai quyét
- Chuyén cho Bo phan “Mot phan céng xu ly ho ngz‘ily . ticp | TTHC
ctra” thong béo ca nhan thoi | SO nhan ho so | - phiéu  kiém soat qua
gian To chuc trao Giay chang| - Céng chic Bo trinh giai quyet ho so
nhan ket hon cho hai bén nam, | phan “Mgt  cua” - 84 theo ddi hd so
nix cua UBND cap xa
Buéc 7 | T6 chic trao Gidy chirng nhan | UBND cip xa Thoi  gian|- Két qua giai quyét
ket hdn cho hai bén nam, ntr. theo sy thong | TTHC
nhat 02bén | - phiéu  kiém soat qua
trinh giai quyét ho so
- S6 theo ddi hd so
Budc 8 | - Thong ké va theo di cong chic dwoc | Gis  hanh| - Phicu kiém soat qua
phan cong xt ly ho | chinh trinh giai quyét ho so

- Luu hd so theo quy dinh

SO

- S6 theo dbi ho so
- Ho so luu theo quy dinh

* Trwedng hop can phai xac minh diéu kién két hon ciia hai bén nam, nir: 04 ngay lam viéc

Buoc 2

* Kiém tra, tiép nhan ho so:
- Ho so hop I theo quy dinh:
+ Tiép nhan va ghi gidy bién
nhan, hen ngay tra ho so sau d6
chuyén bo phan chuyén mén
+ Truong hop hd so chua hop 16
theo quy dinh: Ghi phicu yéu
cau bo sung, hoan thién ho so
+ Truong hop tir chdic Ghi
phicu tr choi tiep nhan giai
quyet ho so

Cong chac BO
phan “Mot cua”
cua UBND cap xa

02 gio
lam viéc

- Mau sé 01: Gidy tiép
nhan hd so va hen tra két
qua  (Théng tu s6:
01/2018/TT-VPCP)

- Mau s6 03: Phiéu tir chdi
tiép nhan giai quyét hd so
(Thong tur s6:
01/2018/TT-VPCP)

- Mau sé 02: Phiéu yéu
cau bo sung, hoan thién ho
so  (Théng tu  sd:
01/2018/TT-VPCP)

- Mau s6 5: Phiéu kiém
sodt qua trinh giai quyét
hd so

- Mau s6 06: S6 theo ddi
hd so (Thong tu sd:
01/2018/TT-VPCP)
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- Ho so

Buéc 3

- Cong chirc tw phap ho tich tién
hanh xem xét, xtt Iy ho so; dé
Xuat phuong an giai quyet

- Kiém tra hd so:

+ Ho so khong dap ng yéu cau:
Thong bao cho ca nhan hoan
thién ho so, néu o Iy do.

+ Truong hop hd so can giai
trinh va bo sung thém, théng
bao cho ca nhan hoan thién ho
SO

+ Truong hop ho so dap ung
yéu cau: (1) Tien hanh tham
dinh ho so; (2) xac minh di€u
kién két hon cua hai bén nam,
nir; (3) déxuat phuong an giai
quyst

- Trinh Lanh dao UBND xa,
phuong, thi tran

Cong chire tu phap
ho tich cua UBND
xa, phuong, thi
trin duoc phan
cong giai  quyét
kiém tra, xac minh
va theo ddi don
déc cac co quan
(néu co)

2,5 ngay
lam viéc

- Dy thao Gidy ching
nhan két hén

- Cong van phuc dap (néu
cd)

Budc 4

Trwonghep hé so qud han chi
dgng thong bao bang vin ban
dén Bé phan “Mpt cira” kém
theo vin ban xin 16i té chiec, ca
nhan va hen thei gian tra keét
qud

- Lanh dao co quan
- Cong chac dugc
phan cong xu ly ho
SO

Gio hanh
chinh

Mau s 04: Phiéu xin I3i
va hen lai ngay tra két qua
(Thong tur s6 01/2018/TT-
VPCP).

Budc 5

- Xét duyét ho so:

+ Néu dong y: Ky duyét

+ Neéu khong dong ky: Chuyen
tra ho so cho cong chirc tu phap
ho tich

Lanh dao UBND
cap xa

0,5 ngay
lam viéc

Ky duyét Gidy chang
nhan ket hon. Truong hop
tir choi ¢6 van ban néu rd

ly do

Buéc 6

- Phat hanh van ban

- Chuyén cho Bo phan “Mot
cia” thong bao ca nhan thoi
gian To chirc trao Giay chirng
nhan két hén cho hai bén nam,
nir

- Cong chirc dugc
phan cong xu ly hd
SO

- Cong chac Bo
phan “Mot cira”
ctia UBND cip x4

02 gio
lam viéc

- Két qua giai quyét
TTHC

- Phiéu  kiem soat qua
trinh giai quyet ho so

- S6 theo ddi ho so

Budéc 7

T6 chic trao Gidy ching nhan
két hon cho hai bén nam, nit.

UBND cép x4

0,5 ngay
lam viéc

- Két qua giai quyét
TTHC

- Phiéu  kiem soat qua
trinh giai quyét ho so

- S6 theo ddi hd so
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Budc 8 | - Thong ké va theo di Cong chic duoc| Gio  hanh | - Phicu kiém soat qua
- Luu hd so theo quy dinh phan cong xur ly ho | chinh trinh giai quyet ho so
SO - S6 theo dbi ho so

- H6 so hru theo quy dinh

Téng thoi gian giai quyét:

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

- Truong hop can xac minh diéu kién két hon cua hai bén nam, nir thi thoi han giai quyét khong qué 04 ngay
lam viéc.

3. Quy trinh: QT -03
a. Tén quy trinh: Pang ky nhan cha, me, con
b. N¢i dung cia quy trinh:

b.1 Co sé phap ly

- Luat Hon nhan va gia dinh ndm 2014;

- Luat Ho tich nam 2014;

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

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

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cta Chinh phi sira di, b6 sung mot s6 diéu
cua cac nghi dinh lién quan den viéc nop, xuat trinh s6 ho khau, so tam trd giay khi thuc hién thu
tuc hanh chinh, cung cap dich vu cong;

- Thong tu s6 04/2020/TT-BTP ngdy 28/5/2020 ciia Bo trudng B Tu phép quy dinh chi tiét thi
hanh mot s6 dieu cua Luat Ho tich va Nghi dinh s6 123/2015/NB-CP ngay 15/11/2015 cta Chinh phua
quy dinh chi tiet mot s6 dicu va bién phap thi hanh Luat Ho tich;

- Th@r]g tu s6 01/2022/TT-BTP ngay 04/01{2022 cia Bo trueong Bo Tu phap quy dinh chi tiét
mot so dieu va bien phap thi hanh Nghi dinh s6 87/2020/ND-CP nagay 28/7/2020 cua Chinh phu
quy dinh v& Co so dix liéu ho tich dién tur, dang ky ho tich truc tuyen;

- Thong tu s0 281/2016/TT-BTC ngay 14/11/2016 ctia Bo truong Bo Tai chinh quy dinh mic thu,
che do thu, nop, quan ly va str dung phi khai thac, st dung thong tin trong co s¢ dit licu ho tich, phi
xac nhan co6 quoc tich Viét Nam, phi xac nhan 1a nguoi goc Viét Nam, Ié phi quoc tich.

- Thong tu sQ 85/2019/TT-BTC ngay 29/11/2019 cta B¢ truong Bo Tai chinh huéng dan vé phi
va Ié phi thuoc tham quyen quyet dinh cta Hoi dong nhan dantinh, thanh pho truc thudc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cta Bo trudng Bo Tai chinh sira doi, bo
sung mot so dieu cua Thong tw so 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh huéng
dan veé phi va Ig phi thuoc tham quyen quyét dinh cta Hoi dong nhéan déan tinh, thanh pho truc
thuéc Trung wong.

- Nghi quyeét s6 06/2020/NQ-HDND ngay 10/7/2020 cta Hoi dong nhén dan tinh Lao Cai ban
hanh quy dinh vé cac loai phi, I¢ phi thuoc tham quyeén quyet dinh cua Hoi dong nhéan dan tinh
Lao Cai.
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b.2 Thanh phan hé so thuc hign TTHC Ban chinh | Ban sao
b.2.1 | Thanh phan nép hé so truc tiép hodc giri qua dich vu buwu chinh
a Thanh phian hé so xut trinh:
- Ho chiéu hoic Chirng minh nhan dan hoic Thé cin cudc cong
dan hodc cac giay to khac co dan dnh va thong tin ca nhan do co quan
c6 tham quyen cap, con gia tri sir dung dé chang minh vé nhan than X

cta nguoi cO yéu cau ding ky nhan cha, me, con. Truong hop céc
thdng tin ca nhan trong cac gidy to nay di cd trong CSDLQGVDC,
CSDLHTDT, duoc hé thing dien tw dong thi khdng phai tai ln (theo
hinh thérc truc tuyén);

- Gidy to ¢ gia tri chizng minh thong tin Vé cu trii trong trueonq
hop co quan dang ky hé tich khéng thé khai thdac dwoc thong tin vé
noi cu tri cia cong dan theo cac phwong thirc quy dinh tai khoan
2 Diéu 14 Nghi dinh sé 104/2022/ND-CP ngay 21/12/2022 cua
Chinh phui. Trirong hop cac thdng tin vé gidy to chitng minh noi cw
tri da duroc khai thac tir Cor so dix liéu quoc gia vé dan cu bang Cac
phwrong thire nday thi ngieoi ¢ yéu cau khéng phdi xudt trinh (theo
hinh thec truc tiép) hodc tdi Ién (theo hinh thezc truc tuyén).

* Luwuy:

- D6i vai gidy to nop, xuat trinh néu ngudi yeu cau nop hd so theo
hinh thac tryc tiép:

+ Nguoi tiép nhan cé trach nhiém kiém tra, ddi chiéu véi thdng
tin trong to khai, chup lai hoic ghi lai thong tin dé Iwu trong hd so va
tra lai cho ngudi Xuat trinh, khong duoc yéu cau nop ban sao hoic
ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich ¢ the nop ban sao chung thuc
tir ban chinh h0ac ban sao dwgc cip tir s6 gbc hodc ban chup kem
theo ban chinh gidy to dé di chiéu. Truong hop nguoi Yeu cau nop
ban chup kém theo ban chinh gidy to thi nguoi tiép nhan co trach
nhiém Kkiém tra, ddi chiéu ban chup v6i ban chinh va ky xac nhan,
khong duoc yu cau ngudi di dang ky nop ban sao gidy to do.

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

- D6i voi gidy to giri kém theo néu nguoi yéu cau nop hd so theo
hinh thérc truc tuyén:

+ Ban chup cac gidy to guri kém theo hd so dang ky nhan cha, me,
con truc tuyén phai bao dam rd nét, day du, toan ven vé ndi dung, 1a ban
chup bang méy anh, dién thoai hodc duoc chup, duoc quét bang thiét bi
dién tir, tir gidy to duoc cap hop 16, con gia tri sir dung.

+ Truong hop gidy to, tai liéu phai giri kém trong hd so ding ky nhan
cha, me, con tructuyén dic6 bansao dién tirhodc dco ban dién tir gidy
to ho tich thi ngudi yeu cau dwoc sir dung ban dién tir nay.
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+ Khi dén co quan dang ky ho tich nhan két qua (Trich luc dang ky
nhan cha, me, con/ban sao Trich luc dang ky nhan cha, me, con) nguoi
c6 yéu cau ding ky nhan cha, me, con phai xuit trinh gidy to tiy than dé
xac dinh nhan than; nop ban chinh gidy to, tai liéu 1a ching ctr ching
minh quan hé cha, con hoac quan hé me, con.

- Gidy to do co quan c6 thim quyén cia nwdc ngoai cap, cong
chirng hodc xac nhan dé sir dung cho viéc dang ky ho tich tai Viét
Nam phai duoc hop phap hoa lénh su theo quy dinh cua phap luat,
trir trueong hop duoc mién theo diéu woc quoc té ma Viet Nam la
thanh vién.

- Truong hop nguoi Veu cau dang ky nhan cha, me, con khdng
cung cap duogc gidy to néu trén theo quy dinh hoac gidy to& nop, xuat
trinh bi tAy x0a, sira chira, lam gia thi co quan ding ky ho tich c6 tham
quyén hay bo két qua diang ky nhan cha, me, con.

- Truong_hop cho phép nguoi yéu cau dang ky ho tich lap vin ban
cam doan vé& ndi dung yeu cau dang ky ho tich thi co quan dang ky
ho tich phai giai thich rd cho nguoi lap van ban cam doan ve trach
nhiém, hé qua phap ly cua viéc cam doan khong dung sy that.

Co quan dang ky ho tich tur chdi giai quyét hoac dé nghi co quan
c6 tham quyén hay bo két qua dang ky ho tich, néu co co sé xac dinh
noi dung cam doan khong dung su that.

Thanh phan hé so phai nop:

- To khai ddng ky ding ky nhan cha, me, con theo mau (néu ngudi
0 yéu cau hra chon nop ho so theo hinh thirc truc tiep);

- Bleu mau dién tu twong tac dang ky nhan cha, me, con (do nguoi
co yBu cau cung Cap thong tin theo hu:ong dan trén Cong dich vu cong,
néu ngudi ¢6 Yeu cau hra chon nop hd so theo hinh thirc truc tuyén)

* Nguoi cO yéu cau dang ky nhan cha, me, con thuc hién viéc
nop/xuat trinh (theo hinh thac truc tiep) hoac tai Ien (theo hinh thic
truec tuyen) cac giay to sau:

- Chirng cur chitng minh quan hé cha, con hoac quan hé¢ me, con
gom:

+ Vin ban ciia co quan y té, co quan giam dinh hoic co quan khac
c6 tham quyen xac nhan quan hé cha con, quan hé me con.

+ Truong hgp khong ¢6 van ban néu trén thi phai co van ban cam
doan cua cac bén nhan cha, me, con vé moi quan hé cha, me, con va
cO it nhat hai nguoi lam ching vé moi quan hé cha, me, con.

b.2.2

Thanh phan hé so nép truc tuyén (néu co)

Tap tin chira thanh phan hd so theo muc b.2.1

b.3

S6 lwong hd so: 01 bd
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Yéu cau, dieu ki¢n thuc hién:

- Bén nhan va bén duoc nhan 1a cha, me, con déu con song;

- Viéc nhan cha, me, con khong c6 tranh chip.

- Truong hop nam, nix chung song voi nhau nhu vo chong, khong dang ky két hon, sinh con,
ngudi con song cung voi nguoi cha, khi ngudi cha lam thu tyc nhan con ma khong lién hé duoc
voi nguoi me thi khdng can cd y kién cta nguoi me trong To khai dang ky nhan cha, me, con

Tong thoi gian xir Iy theo quy dinh:

- Khong xéc minh: 03 ngay lam viéc ké tir ngdy nhan du hd so hop 16

- Truong hop can phai xac minh thi thoi han giai quyét khong qua 08 ngay lam vic ké tir ngay
nhan du ho so hop 1€

Thoi gian ding ky cdt giam:
- Khdng xac minh: 01 ngay lam viéc.

b.4 \ . N
- Truong hop can phai xac minh: 03 ngay lam viéc
(Quyét dinh s6 1090/QD-UBND ngay 11/5/2023 cua Cha tich UBND tinh Lo Cai).
Thei gian xa ly sau khi cdt giam:
- Khong xac minh: 02 ngay lam viéc ké tir ngdy nhan du hd so hop 18
- Truong hop can phai xac minh thi thoi han giai quyét khéng qua 05 ngay lam viéc ké tir ngay
nhan du hd so hop 16

b.5 Noi tiép nhan va tra kétqua: Bo phan tiép nhan va tra két qua cia UBND cip x4
Lé phi: 15.000 dong;
- Mié,n I¢ phi cho nguoi thudc gia dinh c6 cong vai cdch mang; nguoi thuoc hé nghéo; nguoi

b6 | khuyét tat
- Phi cap ban sao Trich luc déng ky nhan cha, me, con (néu c6 yéu cau) thuc hign theo quy dinh tai
Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cta Bo Tai chinh.

b.7 Quy trinh xir ly cong viéc

TT Trinh tw Trach nhiém Thot gian | iz | mawkét qua

giai quyét
Buéc 1 | Nop hd so Canhan conhu | GI hanh | e e 0
cau chinh
Budc 2 | - Kiém tra, tiép nhan ho so: Cong chirc Bo | - Truong hop | - Mau sb 01: Gidy tiép

+ Truong hop hd so chua hop l¢ | Phan “MOot | khong phai xac | nhan ho so va hen tra ket
theo quy dinh:; Ghi phiéu yéu cau | Cira” cua cap xa rpinh:_A 02 gio | qua (Thong tu so:
bd sung, hoan thién hd so lam viéc 01/2018/TT-VPCP)
+ Truong hop tir chéi: Ghi phiéu tir - Truong hop | - Mau s 03: Phiéu tir

chéi tiép nhan giai quyét ho so can phai xac | choi tiép nhan giai quyét
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+ Ho so hop I theo quy dinh: Tiép minh thi: 05| hd so (Thong tu sb:
nhan va ghi giay bién nhan, hen ngay lam viéc | 01/2018/TT-VPCP)
ngay tra ho so sau do chuyén ho so - MAu s 02: Phiéu yéu
cho can bo tryc tiep giai quyet cau b sung, hoan thién
ho so (Théng tu so:
01/2018/TT-VPCP)
- Mau s 5: Phiéu kiém
soat qua trinh giai quyet
ho so
- Mau s6 06: S6 theo dbi
ho so (Thong tu so:
01/2018/TT-VPCP)
Budc 3 | - Cong chic tu phap ho tich tién| Cong chic tu | - Truong hop | - Cong vin phic dap
hanh xem Xét, xur ly ho so; de xuat | phap ho tich | khong phai xac | (néu co)
phuong an gial quyet cua UBND xa, | minh: 02 gio | - phiéu kiém soat qua
- Kiém tra hd so: phuong,  thi | lam viéc trinh giai quyét hd so
+ Hb so khong dap ung yéu cau: tran dL}’f-’fC phaA’? 'ATTU’(‘ang_ hqp
Thong bao cho c4 nhan hoan thign | M9 9l GWEt | can phai  xéc
ho so, néu 13 Iy do. minhthi: _AOJ-
+ Truong hop hd so can giai trinh ngay lam vice
va b6 sung thém, thong bao cho ca
nhan hoan thién ho so
+ Truong hop hd so dap ¢ng yéu
cau: tham dinh ho so
- Tién hanh tham dinh ho so; Ccong chic tu | - Truong hop | - Dy thao Trich lyc dang
- Xac minh cac noi dung c6 lién | Phap ho tich | khong phai xac | ky nhan cha, me, con
cia UBND x&, | minh: 0,5 ngay
quan ‘ A
- Dé xuat phuong an gial quyét P I}UOHQ, tAhl lam viée
. N . | tran du’O'C phan - Tru-(‘)»ng hovp
- Trinh Lanh dao UBND xa, | .a £ N N
hrona. thi trén cong gial quyet | can phai  xac
phuong, minh  thi 2,5
ngay lam viéc
Budc 4 | Truwong hgp hé so' qud han chii | - Lanh dao co Gio hanh Mau s6 04: Phiéu xin 13
d¢ong thdong bao bang van bdan dén | quan chinh va hen lai ngay tra ket
B phdn “Mgt civa” kém theovin | - Cong chac qua (Thong tu soO
bdn xin 161 té chirc, ca nhan va | qyoc phan 01/2018/TT-VPCP).
hen thei gian trd ket qua cong xi ly hd
SO
Budc 5 | - Xét duyét ho so: Lanh  dao 0,5 ngay Ky duyét Trich lc ding
+ Néu ddng y: Ky duyét UBND cap xa lam viéc Ky nhan cha, me, con.

+ Néu khong dong ky: Chuyen tra
ho so cho cong chirc tu phap ho
tich

Truong hop tir chdi co
van ban néu rg ly do
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Budc 6 | - Phat hanh vin ban - Coéng chuac 02 gio - Két qua giai quyét
- Chuyén cho B¢ phan “Mot cira” duoc phﬁ[] lam viéc TTHC
thong bao ca nhan thoi gian T6 | CONg xu ly ho - Phiéu  kiém soét qua
chirc trich lyc dang ky nhan cha, | SO trinh giai quyét hd so
me, con - Cong chirc Bo - S6 theo ddi hd so
phan  “Mot

clra” ctia CAp Xa

Budc 7 | T6 chuc trao Trich luc dang ky | UBND cép xa 02 gio - Két qua giai quyét
nhan cha, me, con lam viéc TTHC

- Phiéu  kiem soat qua
trinh giai quyet ho so

- S6 theo dbi ho so

Budc 8 | - Thong ké va theo dai cong  chirc | Giy hanh | - Phiéu kiém soat qua
- Luu hd so theo quy dinh duoc phan | chinh trinh giai quyet ho so
cong xi ly ho - S6 theo dBi hd so
SO

- HO so hru theo quy
dinh

Tong thoi gian giai quyét:

- Khong x4c minh: 02 ngdy lam viéc ké tir ngdy nhan du hd so hop 18

- Treong hop can phai xac minh thi thoi han giai quyét khong qua 05 ngay lam viéc ké tir ngdy nhan du hd
so hop €

4. Quy trinh: QT - 04
a. Tén quy trinh: Pang ky khai sinh két hop dang ky nhan cha, me, con
b. N§i dung cia quy trinh:

b.1 Co sé phap ly

- Luat Hon nhan va gia dinh nam 2014;

- Luat Ho tich nam 2014,

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

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cua Chinh phi sira doi, b6 sung mét s6 diéu
cua cac nghi dinh lién quan den viéc nop, xuat trinh s6 ho khau, s6 tam trd giay khi thuc hién tha
tuc hanh chinh, cung cap dich vu céng;

- Thong tu s 04/2020/TT-BTP ngay 28/5/2020 cua Bo truéng Bo Tu phap quy dinh chi tiét thi
hanh mot so di@u cua Lyat Hé tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua Chinh pha
quy dinh chi tiet mot so dieu va bién phép thi hanh Luat Ho tich;

- Thong tu s0 281/2016/TT-BTC ngay 14/11/2016 ctia Bo truong Bo Tai chinh quy dinh mic thu,
ché d6 thu, nop, quan ly va sir dung phi khai thac, su dung thong tin trong co s¢ dit liéu ho tich, phi
xac nhan c6 qudc tich Viet Nam, phi xac nhan 1a nguoi gbc Viet Nam, Ié phi qubc tich.
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- Thong tu s6 85/2019/TT-BTC ngdy 29/11/2019 cta B trwéng Bo Tai chinh huéng dan vé phi
va Ig phi thuoc tham quyen quyet dinh ctia Hoi dong nhan dan tinh, thanh pho truc thuge Trung vong;
- Thong tu s6 106/2021/TT-BTC ngdy 26/11/2021 ciia B trwong Bo Tai chinh sira doi, bo
sung mot so dieu cua Thong tu so 85/2019/TT-BTC ngay 29/11/2019 cua By Tai chinh huéng
dan v¢ phi va Ié phi thugc tham quyen quyet dinh cua Hoi dong nhan dan tinh, thanh pho truc

thudc Trung wong.

- Nghi quyét s6 06/2020/NQ-HBND ngay 10/7/2020 cta Hoi ddng nhan dan tinh Lao Cai ban
hanh quy dinh V& céc loai phi, & phi thuoc thim quyén quyét dinh ctia Hoi dong nhan dan tinh

Lao Cai.
b.2 Thanh phan hé so thuc hign TTHC Ban chinh | Ban sao
b.2.1 | Thanh phdn nép hé so tructiép
a Thanh phan hé so xuét trinh
- Ho chiéu hogc Chirng minh nhan dan hoac Thé can cudc cong dan
hoac cac giay to khdc c6 dan anh va thong tin cd nhan do co quan co «

tham quyén cap, con gia tri sir dung dé chirng minh vé nhan than cua
nguoi €0 Yéu cau dang ky khai sinh va nhan cha, me, con;
- Gidy to c6 gia tri chitng minh thong tin vé cuw trii trong truong

hop co quan dang ky hé tich khong thé khai théc dwroc thong tin vé noi

cuw trii ctia cong dan theo cdc phwong thire quy dinh tai khodn 2 Piéu
14 Ngh;i dinh sé 104/2022/NP-CP ngay 21/12/2022 cua Chinh phui.
Trueong hop cac thdng tin veé qidy to chimg minh noi cu trii da dwoc
khai thac tir Co so di liéu quéc gia vé dan cu bang cdc phuwong thirc
nay thi nguwoi ¢6 yéu cau khong phai xudt trinh (theo hinh thec triec
tiep) hodc tdi 1én (theo hinh thizc truc tuyén).

*Luwuy:

- Poi véi gidy to nop, xuat trinh:

+ Ngudi tiép nhan cd trach nhiém kiém tra, d6i chiéu voi théng tin
trong to khai, chup lai hoac ghi lai thong tin dé Iuu trong ho so va tra lai
cho nguoi Xuat trinh, khoéng duoc y8u cau nop ban sao hoic ban chyp
gidy to do.

+ Ngudi Yeu cau ding ky ho tich ¢6 thé nop ban sao chung thuc tir
ban chinh hogc ban sao duoc cap tir s6 goc hoac ban chup kém theo ban
chinh gidy to dé dol chiéu. Truong hop nguoi yéu cau nop ban chup kém
theo ban chinh gidy to thi ngu:o’l tiép nhan c6 trach nhiém klem tra, d6i
chiéu ban chup véi ban chinh va ky xac nhan, khong duoc yéu cau nguoi
di dang ky nop ban sao gidy to do.

+ Nguoi tiép nhan cd trach nhiém tiép nhan ding, du hd so ding ky
ho tich theo quy dinh cua phap luat ho tich, khdng duoc yéu cau ngudi
dang ky ho tich nop thém gidy to ma phéap luat ho tich khong quy dinh
phai nop.

- Treong hop cho phép ngudi Yéu cau ding ky ho tich Bp vin ban
cam doan vé ndi dung yéu cau dang ky ho tich thi co quan dang ky ho
tich phai giai thich rd cho ngudi lp vin ban cam doan vé trach nhiém,
hé qua phap ly cua viéc cam doan khong ding su that.
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_Co quan dang ky ho tich tir chdi giai quyét hodc dé nghi co quan c6
tham quyen hiy bo két qua dang ky ho tich, néu cé co sé xac dinh noi
dung cam doan khong dtng su that.

- Poi véi viéc xa&c dinh ho, dan téc, qué quan, dat tén cho treé:

+ Viéc xéac dinh ho, dan tgc, dat tén cho tré em phdai phu hop vai
phap lugt va yéu cau gii gin ban sac dan téc, tap quan, truyen thong
van hoa tot dep cua Viét Nam; khdng dat tén qua dai, kho s dung.

+ Trwong hop cha, me khong théa thudn dwoc vé ho, dan téc, qué
quan cua con khi dang ky khai sinh thi ho, dan téc, qué quan cua con
dwoc xac dinh theo tdp quan nhung phai bao dam theo ho, dan téc, qué
guan cua cha hogc me.

b Thanh phan hé so phai nop:
- To khai dang ky khai sinh theo mau
- To khai déing ky nhan cha, me, con theo mau
- Ban chinh Gidy chung sinh; truong hop khong c6 Gidy chang sinh thi
nop van ban cua nguoi lam chirng xac nhan ve viéc sinh; neu khdng co
nguoi lam chang thi phai ¢6 giay cam doan vé viéc sinh
- Chang ctr chirng minh quan hé cha, con hoic quan hé me, con gom:
+ Vén bdn cua co quan y té, co quan giam dinh hodc co quan khac co
tham quyén xac nhan quan hé cha con, quan hé me con.
+ Truong hop khong c6 van ban néu trén thi cac bén nhan cha, me, con
lap van ban c‘am’doan vé moi quan hé cha, me, con, co it nhat hai nguoi
lam ching vé moi quan hé cha, me, con
S6 lwgng hé so: 01 bo
Yéu cau, diéu kign thuc hién:
b3 - Bén nhan va bén duoc nhan 1 cha, me, con déu con song;
- Viéc nhan cha, me, con khong c6 tranh chap.
- Truong hop nam, nix chung séng véi nhau nhu vo chong, khong dang ky két hon, sinh con,
ngudi Con song cung Voi nguoi cha, khi nguoi cha lam tha tuc nhan con ma khéng lién hé duoc
Voi nguoi me thi khdng can c6 y kién ciia nguoi me trong To khai diang ky nhan cha, me, con.
Téng thoi gian xir 1y theo quy dinh:
- Khong phai xac minh: 03 ngay lam viéc, ké tir ngdy nhan du hd so hop 18
- Truong hop phai xac minh thi khong quéa 08 ngay lam viéc ké tir ngdy nhan du hd so hop &
b.4

Thoi gian déing ky cat giam: 01 ngay lam viéc doi voi truong hop khong phai xac minh (Quyét
dinh s6 1090/QB-UBND ngay 11/5/2023 cua Chu tich UBND tinh Lao Cai).

Theoi gian xa ly sau khi cdt giam:
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- Khong phai xac minh: 02 ngay lam viéc, ké tir ngdy nhan du hd so hop 18
- Truong hop phai xac minh thi khong quéa 08 ngay lam viéc ké tir ngdy nhan du hd so hop &

b.5 Noi tiép nhan va tra kétqua: Bo phan tiép nhan va tra két qua thusc UBND cip x&
L¢é phi:
- 8.000 dong ddi vai treong hop dang ky khai sinh khong dang han.
b.6 - 15.000 ddng ddi véi truong hop ding ky nhan cha, me, con
Mién 18 phi d6i voi truong hop dang ky khai sinh ding han; nguoi thuoc gia dinh c6 cong vdi
cach mang; nguoi thudc ho nghéo; nguoi khuyét tat.
b.7 Quy trinh xir ly cbng viéc
R . n Thot gian 2 X X .
TT Trinh tw Trach nhiém X Bieu mau/Ket qua
: * glal quyét
. A Cé nhan cé Gio hanh
Budc 1 | Nop ho so nhu CAu chinh Theo muc b.2
Budc 2 | - Kiém tra, ti€p nhan hé so: cong chirc Bo | - Truong hop | - Mau s6 01: Gidy tiép
+ Truong hop hd so chua hop I¢ | Phan “Mot | khong phdi xac | nhan ho sova hen tra ket
theo quy dlnh Ghi ph|éu yéu Céu cua” cua Cép xa mlnh:. 02 glb’ qUé (Th()ng tr SO
b6 sung, hoan th|én h6 SO lam VIEC 01/2018”T‘VPCP)
+Trudng hop tir chdi: Ghi phiéu tir - Trwong hop | - Mau so 03: Phieu tur
chéi tiép nhan giai quyét ho so can phai xac | choi tiep nhan giai quyet
A A N— inh thi: 05| ho so (Théng tu so:
+ Ho so hop I theo quy dinh: Tiep minn - k- ©,
nhan va ghi gidy bién nhan, hen ngay lam vige 01/2:)18{,1_'- 'VPC_E) )
ngay tra ho so sau d6 chuyén ho so - ‘AMau; s6 02: Ph\'eu yeu
cho can bo truc tiép giai quyét cau bo sung, hoan thign
ho so (Thong tu so:
01/2018/TT-VPCP)
- Mau s 5: Phiéu kiém
soat qua trinh giai quyét
ho so
- Mau s 06: S6 theo
ddi ho so (Thong tur so:
01/2018/TT-VPCP)
Buéc 3 | - Cong chirc tur phap ho tich tién | Céng chiac tu |- Truong hop | - Coéng vin phic dap
hanh xem Xét, xur ly ho so; de xuat | phap ho tich | khdng phai xac | (néu co)
phuong an giai quyét cia UBND x&, | minh: 02 gio
- Kiém tra ho so: phuong,  thi | lam viée
+ H so khong dép tng yéu cauy: | ran duoc ph%? - Trudng hop
Thong béo cho cé nhan hoan thign | ©°N9 91 AWEt | can - phai xéc
ho so, néu 1 Iy do. minh thi: 02

ngay lam viéc




23

+ Truong hop hd so can giai trinh
va bo sung thém, théng bao cho ca
nhan hoan thién ho so
+ Truong hop hd so dap wng yéu
cau: tham dinh ho so

- Tién hanh tham dinh hd so;

- Xac minh céc noi dung cé lién
quan

- Pé xuat phuong 4n giai quyét

- Trinh Lanh dao UBND x4
phuong, thi tran

Cong chuac tu
phap ho tich
cua UBND x4,
phuong, thi
trin duwoc phan
cong giai quyét

- Truong hop
khong phai xac
minh: 0,5 ngay
lam viéc

- Truong hop
can phai xac

- Dy thao Gidy dang
khai sinb/Trich lyc dang
ky nhan cha, me, con

minh  thi: 4,5
ngay lam viéc
Budc 4 | Truwong hop hé so' qud han chii | - Lanh dao co Gio hanh Mau s6 04: Phiéu xin I3
dong thong bao bang van bdn dén | quan chinh va hen lai ngay tra ket
Bg phdn “Mgt civa” kém theovin | - Cong chic qua (Thong tu sO
ban xin 16i to chirc, ca nhan va | gyoc phan 01/2018/TT-VPCP).
hen thei gian tra ket qud cong xir iy hd
SO
Budc 5 | - Xét duyét hod so: Lanh dao 0,5 ngay Ky duyét Gidy khai
+ Néu ddng y: Ky duyét UBND cap xa lam viéc sinh/Trich luc nhan cha,
+ Néu khong dong ky: Chuyén tra rr;?;.co,n' VTrg?ng AthNtF
ho so cho cong chirc tu phap ho 8 O1 €0 van ban Neu ro ly
tich 0
Budc 6 | - Phat hanh van ban cong  chirc 0,5 ngay - Két qua giai quyét
- Chuyén cho Bo phan “Mét cira” | dwoC  phan lam viéc TTHC q
tra cho c& nhan cong xu ly ho - Phiéu kiém soat qua
SO trinh giai quyét ho so
- S6 theo dbi ho so
Budc 7 | Tiép nhan két qua giai quyét va tra | Cong chic Bo Gio hanh - Két qua giai quyét
cho cé nhan phan “Mot chinh TTHC
cura” —  cua - Phiéu kiém soat qua
UBND cap xa trinh giai quyét ho so
- S6 theo dbi ho so
Budc 8 | - Thong ké va theo di cong  chac Gio hanh - Phiéu  kiem soét qua
- Luu hd so theo quy dinh duoc phan chinh trinh giai quyet ho so

cong xir Iy ho
SO

- S6 theo ddi ho so

- Hb so lru theo quy
dinh

Tong thoi gian giai quyét:
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- Khéng xac minh: 02 ngay lam viéc.
- Truong hop can phai xac minh thi thoi han giai quyét khdng qua 08 ngay lam viéc

5. Quy trinh: QT -05
a. Tén quy trinh: DPang ky khai tir
b. Noi dung cua quy trinh:

b.1

Co so phap ly

- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 caa Chinh pha quy dinh chi tiét mot sé diéu
va bién phéap thi hanh Luat H tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phu quy dinh vé Co s dit ligu ho
tich dién tur, dang ky ho tich truc tuyen;

- Nghi dinh s 104/2022/ND-CP ngay 21/12/2022 cia Chinh phu sira doi, bo sung mot s
diéu cua cac nghi dinh lién quan dén viéc nop, Xxuat trinh s6 ho khau, s6 tam tra giay khi thuc
hién tha tuc hanh chinh, cung cap dich vy cong;

- Thong tu §6 04/2020/TT-BTP ngay 28/5/2020 cua Bo truong Bo Tu phap quy dinh chi tiét thi
hanh mot so dieu cua Luat Ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua Chinh
pht quy dinh chi tict mot s6 dicu va bién phap thi hanh Luat Ho tich;

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 cta B6 truong BS Tu phap quy dinh chi
tict mot so dicu va bien phap thi hanh Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh
phu quy dinh vé Co so dir liéu ho tich dién tu, dang ky ho tich truc tuyen;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cta Bo truong Bo Tai chinh quy dinh mirc
thu, che do thu, nop, quan ly va str dung phi khai thac, str dung thong tin trong co sc”r’dfr liéu ho tich,
phi xac nhan c6 quoc tich Viét Nam, phi xac nhan la nguoi goc Viét Nam, I phi quoc tich;

- Thong tu s& 85/2019/TT-BTC ngay 29/11/2019 cua B truong Bo Tai chinh hwong danvé phi
va I¢ phi thuoc tham quyen quyét dinh cua Hoi dong nhan dén tinh, thanh pho truc thuoc Trung
uong;

- Thong t s6 106/2021/TT-BTC ngdy 26/11/2021 cua Bo trwong Bo Tai chinh sira doi, bo
sung mot so dieu cua Thong tw so6 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh huéng
dan ve phi va I¢ phi thuoc tham quyén quyét dinh cta Hoi dong nhén déan tinh, thanh pho truc
thudc Trung wong.

- Nghi quyét s6 06/2020/NQ-HDND ngy 10/7/2020 cua Hoi dong nhan dan tinh Lao Cai
ban hanh quy dinh vé cac loai phi, I phi thuoc tham quyén quyét dinh cua Hoi dong nhan dan
tinh Lao Cai.

- Nghi quyét s6 06/2022/NQ-HDPND ngay 15/7/2022 ctia Hi dong nhan dan tinh Lao Cai
stra doi, b6 sung, bai bo mot s6 dieu cua Quy dinh ve cac loai phi, I& phi thugc tham quyen quyct
dinh cua Hoi dong nhan dan tinh Lao Cai ban hanh kem theo Nghi quyet s6 06/2020/NQ-HDND
ngay 10 thang 7 nam 2020 va Nghi quyéet so 03/2021/NQ-HDND ngay 09 thang 4 nam 2021
cia Hoi dong nhan dan tinh Lao Cai sira doi mot so dicu cia Quy dinh & céc loai phi, I& phi
thuoc tham quyen quyet dinh cua Hoi dong nhan dan tinh Lao Cai ban hanh kem theo Nghi
quyet so6 06/2020/NQ-HDPND ngay 10 thang 7 nam 2020 ctia Hoi dong nhan dan tinh Lao Cai.

b.2

Thanh phan hé so thuc hign TTHC Ban chinh | Ban sao
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h.2.1

Thanh phédn ngp hé se trwec tiép hodgc giri qua dich vu bueu chinh

Thanh phan hé so xuét trinh

- H6 chiéu hoac Chirng minh nhan dan hoic Thé can cudc cong dan
hodc cac gidy to khac c6 dan anh va thong tin ca nhan do co quan cd
tham quyén cip, con gia tri sir dung dé chirng minh V& nhan than cua
ngudi ¢ yéu cau dang ky khai tir. Truong hop cac théng tin ca nhan
trong cac gidy to ndy da co trong CSDLQGVDC, CSDLHTPT, duoc
hé théng dién ty dong thi khdng phai tai IBn (theo hinh thirc truc tuyén);

- Gidy to chitng minh noi cu tri cUdi cUng Ciia newoi chér @é xac
dinh tham quyeén trong trieong hop co quan dang ky hé tich khong thé
khai thdc dwoc thong tin vé noi cur trii ciia cong dén theo cdc phwong
thizc quy dinh tai khodn 2 Diéu 14 Ngh;i dinh s6 104/2022/ND-CP
ngay 21/12/2022 cua Chinh phi. Truwong hop cac thong tin vé giay
to chieng minh noi cu tri da dwoc khai thac tir Co so dir lieu quoc
gia vé dan cu bang cac phuong thirc nay thi ngueoi ¢ yéu cau khdng
phdi xudt trinh (theo hinh thifc tryc tiép) hodc tdi 1én (theo hinh thitc
truc tuyén).

- Truong hop khong xac dinh dwoc noi cu tra cudi cing cla ngudi
chét thi xuat trinh gidy to ching minh noi ngudi d6 chét hodc noi phat
hién thi thé ciia nguoi chét,

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

*Luu y:

- Trong thoi han 15 ngdy ké tir ngdy c6 nguoi chét thi vo, chong
hoic con, cha, me hodc ngwoi than thich khac cua ngwoi chét cd trach
nhiém di dang ky khai tir; treong hop ngudi chét khong co ngudi than
thich thi dai dién cta co quan, t6 chirc, c& nhan lién quan cd trach nhiém
di khai tu.

- DBoi véi gidy to nop, xuat trinh néu ngudi yéu cau nop hod so theo
hinh thérc truc tiép:

+ Nguoi tiép nhan cd trach nhiém kiém tra, dbi chiéu véi thong tin
trong to khai, chup lai hoic ghi lai thong tin dé luu trong hd so va tra
lai cho ngudi xuat trinh, khong duoc yéu cau nop ban sao hodc ban
chup gidy to do.

+ Nguoi Yéu cau dang ky ho tich ¢6 thé nop ban sao chang thuc tir
ban chinh hogic ban sao dugc cap tir s6 goc hoac ban chup kém theo
ban chinh gidy to dé ddi chleu Truong hop nguoi yeu cau nop ban
chyp kém theo ban chinh gidy to thi nguoi tiép nhan cé trach nhiém
kiém tra, d6i chiéu ban chyup voi ban chinh va ky xac nhan, khéng duoc
yéu cau nguoi di ding ky ndp ban sao gidy to do.

+ Ngudi tiép nhan c6 trach nhiém tiép nhan ding, du hd so dang ky
ho tich theo quy dinh cua phép luat ho tich, khong duoc yéu cau ngu oi
dang ky ho tich nop thém gidy to ma phép luat ho tich khoéng quy dinh
phai nop.

- P6i v6i gidy to giri kém theo néu nguoi yéu cau nop hd so theo
hinh thérc truc tuyén:
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+ Ban chup céc gidy to giri kém theo hd so ding ky khai tir truc tuyén
phai bao dam rd nét, day du, toan ven v& noi dung, 12 ban chup biang may
anh, dién thoai hodc duoc chup, duoc quét bang thiét bi dien tir, tir gidy to
duoc cap hop 18, con gid tri sir dung.

+ Truong hop gidy to, tai liéu phai giri kém trong ho so dang ky khai
tir tryc tuyén da c6 ban sao dién tu hodc da c6 ban dign tu gidy to ho tich
thi nguoi y8u cau duoc sir dung ban dién tir nay.

+Khi dén co quan dang ky ho tich nhan két qua (Trich luc khai tir/ban
sao Trich luc khai tir), nguoi €6 y8u cau dang ky khai tir phai xuét trinh
gidy to tuy than, nop ban chinh cac gidy to la thanh phan hd so dang ky
khai tir theo quy dinh phap luat ho tich.

- Gidy to do co quan c6 thdm quyén cta mrdc ngodi cap, cong chirng
hoic xac nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai
duoc hop phép héa lanh su theo quy dinh cta phap luat, trir treong hop
duoc mién theo diéu wéc qudc té ma Viet Nam [a thanh vién.

- Trudng hop nguoi yéu ciu ding ky khai tir khong cung cip duoc
gidy to néu trén theo quy dinh hoic gidy to nop, xuat trinh bi tiy xda,
sira chira, lm gia thi co quan ding ky ho tich c6 tham quyén hiy bo
két qua dang ky khai tir.

Thanh phan hé so phai nép:

- To khai ding ky khai tir theo mau (néu ngudi ¢6 yéu cau hra chon
nop hd so theo hinh thirc tryc tiép);

- Biéu mau dién tir twong tac dang ky khai ttr (do nguoi yéu Cau cung
Cap thong tin theo hudng dan trén Cong dich vu cdng, néu nguoi ¢6 yéu
cau hra chon nop hd so theo hinh thirc truc tuyén)

* Nguoi ¢6 yeu cau dang ky khai tir thuc hién viéc nop/xuat trinh
(theo hinh thare truc tiep) hoac tai Ien (theo hinh thirc truc tuyén) cac
giay to sau:

- Giéi’y bao tir hoic gidy to thay thé Gidy béo tir do co quan c6 tham
quyen cap

- Gidy to, tai liéu, chiing ctr do co quan, t chirc c6 thim quyén cap
hozc xac nhan hop Ié ching minh sy kién chét ddi véi truong hop ding
ky khai tir cho nguoi chét da lau, khong c6 Gidy bao tir hoac gidy to
thay thé Gidy bo tir.

- Vin banty quyén (dwoc ching thuc) theo quy dinh cua phap luat
trong tredng hop uy quyén thuc hién viéc dang ky khai tir. Truong hop
nguoi ¢O trach nhiém dang ky khai tir Gy quyén cho nguoi khac thuc
hién viéc dang ky khai tir ma nguoi duoc uy quyen la ong, ba, cha, me,
con, Vo, chong, anh, chi, em rudt cuia ngudi Uy quyén thi vin ban ay
quyén khdng phai ching thuc

h.2.2

Thanh phan hé so nép truc tuyén (néu co)
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Tap tin chira thanh phan hd so theo muc b.2.1

S6 lwong hd so: 01 bd

b.3
Yéu cau, diéu ki¢n thuc hién
Tong thoi gian xir 1y theo quy dinh: Ngay trong ngay tiép nhan hd so, truong hop nhan ho so
b.4 R D
sau 15 gio ma khong giai quyet duoc ngay thi tra két qua trong ngay lam viéc tiep theo.
b.5 Noi tiép nhan va tra kétqua: Bo phan tiép nhan va tra két qua cuia UBND cap x&
Lé phi:
- 8.000 ddng ddi vai truong hop dang ky khai tir khong dung han.
b.6 - Mién I& phi déi_véi truong hop: Pang ky khai tir ding han, nguol thugc gia dinh c6 cong voi
cach mang; nguoi thuoc hd nghéo; nguoi khuyét tat.
- Phi cép ban sao Trich luc khai tir (néu c6 yéu cau) thuc hién theo quy dinh tai Thong tu sb
281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh.
b.7 Quy trinh xir ly cdng viéc
TT Trinh tu Trach nhiém Th(.ﬂ gian | Bigu miwkét qua
giai quyet
Budécl | Nop hod so Ca nhan ¢6 nhu | Gio hanh Theo muc b.2
cau chinh
Buéc 2 | *Kiém tra, tiép nhan ho so: Ccong chac Bo| Ngay sau |- Mau sb 01: Gidy tiép
- Hd so hop I theo quy dinh: phan “Mot cua” | khi ~ nhan | nhan ho so va hen tra ket
S g cia UBND cip | duochdso |qua (Thong tu  sb:
+ Trudng hop gidi quyet ngay | . 01/2018/TT-VPCP)

trong ngay tiép nhan ho so:
Tiép nhan va ghi gidy bién nhan,
hen ngay tra ho so sau d6 chuyén
bo phan chuyén mbn (néu cé
nhan co yéu cau)

+ Trwong hop nhan hd so sau
15 gio ma khong giai quyét
dwoc ngay thi tra kétqua trong
ngay lam viéc tiép theo: Tiép
nhan va ghi gidy bién nhan, hen
ngdy tra hd so sau d6 chuyén bo
phan giai quyét

+ Trudong hop hd so chura hop I
theo quy dinh: Ghi phiéu yéu cau
bé sung, hoan thién hd so

+ Truong hop tir chdi: Ghi phiéu
tir chéi tiép nhan giai quyét hd so.

- Mau s6 03: Phiéu tir chdi
tiép nhan giai quyét hd so
(Thong tu sd:
01/2018/TT-VPCP)

- Mau sé 02: Phiéu yéu
cau bo sung, hoan thién
hd so (Thong tu sb:
01/2018/TT-VPCP)

- Méu sb 5: Phiéu kiém
soat qua trinh giai quyét
hd so (Thong tu sb:
01/2018/TT-VPCP)

- Mau sb 06: Sb theo doi
hd so (Thong tu sd:
01/2018/TT-VPCP)
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- Ho so
Budc 3 | - Cong chue tu phap h¢ tich tié'r] Cong chac tu| Ngay trong | - Dy thao van bdn co lién
hanh xem xét, x ly ho so; dé | phap ho tich cua | ngay  ti€p | quan
Xuat phuong 4n gidi quyet. UBND &, | nhan h6 so | - Cong van phic dap (néu
- Kiém tra hd so: phuong, thi tran cd)
+ Ho so khéng dap ung yéu cau: dirge prlatn cong
Théng béo cho ca nhan hoan | 94! A€
thién ho so, néu o Iy do.
+Trudng hop hd so can gii trinh
va bo sung thém, thdng bao cho
ca nhan hoan thién ho so
+ Truong hop ho so dép ung yéu
cau: Tien hanh tham dinh ho so;
de xuat phuong an giai quyet
- Trinh Lanh dao UBND X3,
phuong, thi tran
Buéc 4 | Trwong hep hé so qua hgn chii | - Lanh dao co| Gid  hanh | Mau sb 04: Phiéu xin 13
dong thdong bao bang van bdn | quan chinh va hen lai ngay tra két qua
den By phdn “Mpt cira” kKém| . Cong  chuc (Thong tur sO
theo van ban Xln‘l_él to Chli’f:, ca | dugc phan cong 01/2018/TT-VPCP).
nhan va hen theoi gian tra ket | yi |y hd so
qua
Buéc 5 | - Xét duyét ho so: Lanh dao UBND | Ngay trong | Ky duyét gidy khai ti.
+ Néu ddng v: Ky duyat cap xa ngay  tiep | Truong hop tir choi cé
+ Né:u khong ddng ky: Chuyén nhan ho so | van ban néu r6 ly do
tra ho so cho cong chirc tu phap
ho tich
Budc 6 | - Phat hanh van ban Cong chirc duoc | Ngay trong |- Két qua giai quyét
- Chuyén cho B¢ phan “Mot cira” | Phan cong xu ly | ngay tiep | TTHC
tra cho ¢ nhan ho so nhan ho so | - phidu  kiém soat qua
trinh giai quyét ho so
- S6 theo ddi hd so
Buoc 7 | Tiép nhan két qua giai quyét va | Cong chirc Bo | Ngay trong |- Két qua giai quyét
tra cho cé nhan phan “Mot ctra” | ngay  tiep | TTHC
cia UBND cap | nhan 1o so | - phigu  kiém soat qua
Xa trinh giai quyét ho so
- S6 theo dbi ho so
Budc 8 | - Théng ké va theo doi cong chac Gio hanh - Phiéu kiém soat qua
- Luu hd so theo quy dinh duoc phan cong | chinh trinh giai quyet ho so
xur ly ho so - S6 theo dBi hd so

- H6 so hru theo quy dinh
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Tong thoi gian giai quyét: Ngay trong ngay tiép nhan yéu cau, truong hop nhan hd so sau 15 gio ma khong
giai quyet duoc ngay thi tra két qua trong ngay lam viéc tiep theo

6. Quy trinh: QT -06
a. Tén quy trinh: Pang ky khai sinh lru dong
b. Noi dung cua quy trinh:

b.1

Co so phap ly

- Luat Ho tich nam 2014;

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

- Nghi dinh s6 104/2022/NP-CP ngay 21/12/2022 cia Chinh phu sira doi, bo sung mot s
dieu cua cac nghi dinh lién quan den viéc nop, xuat trinh s6 ho khau, so tam tru giay khi thuc
hién tha tuc hanh chinh, cung cap dich vu cbng;

- Thong tu §6 04/2020/TT-BTP ngay 28/5/2020 cta B truéng Bo Tu phép quy dinh chi tiét thi
hanh mot so dieu cua Luat Ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua Chinh
phu quy dinh chi tiet mot so6 dieu va bign phap thi hanh Luat Ho tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ciia B truong Bo Tai chinh huéng danve phi
va & phi thuoc tham quyen quyét dinh cta Hoi dong nhén dan tinh, thanh pho truc thugc Trung
uong;

- Thong tr s6 106/2021/TT-BTC ngay 26/11/2021 cia Bo trwong Bo Tai chinh stra doi, bo
sung mot so dicu cua Thong tu s 85/2019/:I‘I' -BTC ngay 29(11/2019 cua Bo Tai chinh hudng
dan vé phi va I¢ phi thuoc tham quyen quyét dinh ctia Hoi dong nhan dan tinh, thanh pho truc
thudc Trung wong.

- Nghi quyét s6 06/2020/NQ-HDND ngdy 10/7/2020 ctia Hoi dong nhan dan tinh Lao Cai
ban hanh quy dinh ve céc loai phi, I phi thuoc tham quyén quyét dinh cua Hoi dong nhan dan
tinh Lao Cai.

- Nghi_quyét s6 06/2022/NQ-HDND ngy 15/7/2022 cta Hoi dong nhan dén tinh Lao Cai
stra doi, bo sung, bai bo mot so dicu ctia Quy dinh vé céc loai phi, I¢ phi thudc tham quyen quyét
dinh ctia Hoi dong nhan dan tinh Lao Cai ban hanh kém theo Nghi quyét s6 06/2020/NQ-HDND
ngdy 10 thang 7 nim 2020 va Nghi quyet so 03/2021/NQ-HDND ngay 09 thang 4 ndm 2021
cua Hoi dong nhan dan tinh Lao Cai stra doi mot so dicu cia Quy dinh ve céc loai phi, 1€ phi
thugc tham quyén quyét dinh cua Hoi dong nhan dan tinh Lao Cai ban hanh kém theo Nghi
quyet so 06/2020/NQ-HBDND ngay 10 thang 7 nam 2020 ctia Hoi dong nhan déan tinh Lao Cai.

b.2

Thanh phan ho so thuc hign TTHC Ban chinh | Ban sao

h.2.1

Thanh phdn ngp hé so tructiép

Thanh phan hé so xuit trinh:

- Ho chiéu hoac Chirng minh nhan dan hoic Thé cin cudc cong dan
hoac céc giay to khac co dan anh va thong tin ca nhan do co quan co X
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tham quyén cip, con gid tri sir dung dé chirng minh vé& nhan than cua
nguoi €6 yéu cau dang ky khai sinh;

- Gidy torc6 gia tri chizng minh thong tin Vé cur trii trong truonq
hop co quan dang ky hé tich khoéng thé khai thdc duwoc thdng tin vé
noi cw trii cua cong dan theo cac phwong thirc quy dinh tai khoan 2
biéu 14 Ngh;j dinh sé 104/2022/NP-CP ngay 21/12/2022 cuia Chinh
phi. Truong hep cac thdng tin vé gidy to ching minh noi cu trii da
dwoc khai thac tir Co s dir liéu quéc gia vé dan cu bang cdc phwong
thire nay thi ngwoi c6 yéu cau khong phdi xudt trinh (theo hinh thec
truc tiep) hodc tdi 1én (theo hinh thac triec tuyén);

- Gidy chang nhan két hén néu cha, me di dang ky két hon. Truong
hop di co théng tin vé viéc két hon cua cha, me trong CSDLHTDT,
CSDLQGVDC thi khéng phai xuat trinh.

Thanh phan hé so phai nop:

- To khai ding ky khai sinh theo mau. X

- Ban chinh Giay chung sinh; truong hop khong c6 Giy chieng sinh
thi nop van ban cua nguoi lam chung Xac nhan Ve vigc sinh; néu khong
c6 ngudi [am ching thi phai c6 gidy cam doan vé viéc sinh;

- Truong hop khai sinh cho tré em sinh ra do mang thai ho phai cé
van ban xac nhan cua co'sd'y té da thuc hién ki thuat hd tro sinh san cho
viéc mang thai ho.

b.3

S6 lwong ho so: 01 bd

Yéu cau, diéu kign thuc hién:

Tré em sinh ra ma cha me bj khuyét tat, 5m bénh khong thé di dang ky khai sinh cho con; cha
me bi bat, tam giam hodc dang thi hanh én phat ti ma khong con ong ba ni, ngoai va nguoi
than thich khac hodc nhirng nguoi nay khong co dieu kign di dang ky khai sinh cho tré.

b.4

Tong thoi gian xir 1y theo quy dinh: 05 ngay lam viéc, ké tir ngdy tiép nhan da hd so

Thei gian déng ky cdit giam: 02 ngay lam viéc (Quyét dinh s6 1090/QB-UBND ngay 11/5/2023
cua Chi tich UBND tinh Lao Cai)

Thei gian xa 1y sau khi cdt giagm: 03 ngay lam viéc, ké tir ngay tiép nhan du hd so

b.5

Noi tiép nhan va tra kétqua: Pia diém dang ky lwu dong

b.6

Lé phi:
- 8.000 dong d6i voi trwong hop diang ky khai sinh khong ding han
- Mién l¢ phi ddi véi truong hop: Khai sinh dung han, nguoi thuoe gia dinh ¢ cong véi cach
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mang; ngudi thuoc ho nghéo; nguoi khuyét tat

3.7

Quy trinh xir ly cdng viéc

Trinh tw

Trach nhiém

Thoi gian
giai quyét

Biéu mauwKeét qua

Budc 1

Nop hd so

Ca nhan c6 nhu cau

Khong

quy

Theo muc b.2

Buoc 2

- Kiém tra, tiép nhan ho so:
+ Cong chirc tu phap - ho
tich huéng dan nguoi yéu
cau dién day du théng tin
trong To khai dang ky khai
sinh; kiém tra cac gidy to
lam co s¢ cho viée dang ky
khai sinh

+ Truong hop nguoi yéu
cau khong biét chir thi cong
chire tu phap - ho tich truc
tiép ghi T khai, sau d6 doc
cho ngudi yéu cau nghe lai
noi dung va huéng dan
ngudi d6 diém chi vao To
khai.

Néu ho so day du, hop 18,
cbng chire tu phap - ho tich
tiép nhan hd so viét Phiéu
tiép nhan, hen tra hd so

Cong chtre tu phap -
ho tich cap xi duoc
giao nhiém wvu dang
ky khai sinh luu dong
c6 trach nhiém chuan
bi didy du miu To
khai dang ky khai
sinh, gidy to ho tich
va diéu kién can thiét
dé thyc hién dang ky
lru dong tai nha
riéng hoac tai dia
diém t6 chuc dang ky
lru dong, bao dam
thuan loi cho nguoi
dan

Vin ban, gidy to cd lign

quan

Buoc 3

Xir ly hé so:

- Cbng chac tu phap - ho
tich bao c4o Chu tich Uy
ban nhan dan cip 4.

- Du thao van ban tai liéu
co lién quan

- Truong hop Cha tich Uy
ban nhan dan déng y giai
quyét thi ky Gidy khai sinh
cap cho nguoi €6 yeu cau.

Coéng chirc tu phap -
ho tich Cép xa duoc
giao nhiém vy dang
ky khai sinh lru dong

Van ban, tai liéu c6 lién

quan

Buoc 4

Tra két qua:

+ Cong chirc tw phap - ho
tich dem theo Giay khai
silh va S6 dang ky khai
sinh dé tra két qua cho

Coéng chirc tu phap -
ho tich Cép xa duoc
giao nhiém wvy dang
ky khai sinh lru dong

dinh
Khong quy
dinh
1,5 ngay
lam viéc
1,5ngay lam
Viéc

- Két qua giai quyét

TTHC

- Phiéu  Kkiém soét qua

trinh giai quyét hd so
- S theo dbi ho so
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nguoi €O YBu cau tai dia
diém dang ky lru dong;

+ Cong chirc tu phap - ho
tich ghi noi dung dang ky
Va0 Sb ding ky khai sinh,
clng ngudi yéu cau ky S
theo quy dinh. Tai muc
“Ghi chi” trong So dang ky
khai sinh ghi 10 “Dang ky
lru dong”.

+ Truong hop nguoi Yéu
cau khdng biét chix, khi tra
két qua dang ky ho tich,
cbng chire tu phap - ho tich
phai doc lai ndi dung gidy
to ho tich cho nguoi yéu
cau nghe va huéng dan
ngudi d6 diém chi vao Sé

ho tich.

Budc 5 | - Thong ké va theo doi cong chicc  duoc | Giv hanh chinh | - Phiéu kiém soat qua
- Nhap sé lieu vao phan| Phan cong xu ly ho trinh giai quyet ho so
mém Dich vu cong cua tinh | SO - S6 theo ddi ho so
- Luu hd so theo quy dinh - Hd so lru theo quy

dinh

Tong thoi gian giai quyét: 03 ngay lam viéc, ké tir ngay tiép nhan du hd so

7. Quy trinh: QT - 07
a. Tén quy trinh: Pang ky Két hon lru dong
b. N§i dung cia quy trinh:

b.1 Co sé phap ly

- Luat Hon nhan va gia dinh ndm 2014;

- Luat Ho tich nam 2014;

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

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cua Chinh phi sira doi, b6 sung mot sb
diéu cua c4c nghi dinh lién quan dén viéc nop, xuat trinh s6 ho khau, so tam trd gidy khi thuc
hién tha tuc hanh chinh, cung cap dich vu cong;

- Thong tu s 04/2020/TT-BTP ngay 28/5/2020 cua B) truéng Bo Tu phap quy dinh chi tiét thi
hanh mot so dieu cua Luat’Hcf)‘tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cta Chinh
pht quy dinh chi tiét mot s6 dicu va bién phap thi hanh Luat Ho tich;
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- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo truéng B Tai chinh huéng dan vé phi
va l¢ phi thugc tham quyén quyét dinh cta Hoi ddng nhan dan tinh, thanh phé truc thudc Trung
uong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cia Bo trwong Bo Tai chinh sira doi, bo
sung mot sb diéu ciia Thong tu s 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh huéng
dan vé phi va Ié phi thuoc thdm quyén quyét dinh cua Hoi dong nhan dan tinh, thanh phé truc
thudc Trung wong.

- Nghi quyét s6 06/2020/NQ-HDPND ngay 10/7/2020 ctia Hoi dong nhan dan tinh Lao Cai
ban hanh quy dinh V& cac loai phi, I& phi thudc tham quyén quyét dinh cua Hoi ddng nhan dan
tinh Lao Cai.

- Nghi quyét s6 06/2022/NQ-HDND ngay 15/7/2022 cua Hoi d6ng nhan dan tinh Lao Cai
sira d6i, bd sung, bai bo mot sb diéu cuia Quy dinh vé céc loai phi, I¢ ph| thuoc tham quyén quyét
dinh cta Hoi d¢ong nhan dan tinh Lao Cai ban hanh kém theo Nghi quyét sb 06/2020/NQ-HDND
ngay 10 thang 7 nim 2020 va Nghi quyét s 03/2021/NQ-HDND ngay 09 thang 4 nim 2021
cua Hoi ddng nhan dan tinh Lao Cai sira d6i mot s6 diéu cia Quy dinh vé cac loai phi, Ié phi
thuoc tham quyén quyét dinh ctia Hoi ddng nhan dan tinh Lao Cai ban hanh kém theo Nghi
quyét s6 06/2020/NQ-HDND ngiy 10 thang 7 nim 2020 ciia Hoi dong nhan dan tinh Lao Cai.

b.2

Thanh phan hé so thuc hign TTHC Ban chinh Ban sao

h.2.1

Thanh phéan ngp hé s truc tiép

Thanh phin hé so xut trinh:

- Ho chiéu hoac Chirng minh nhan dan hoic Thé cin cudc
cong dan hoic cac giéy to khdc ¢6 dén anh VA thong tin ca nhan
do co quan ¢c6 tham quyén cap, con gia tri sir dung dé ching minh
Vvé nhan than cta nguoi co yéu cau dang ky két hon;

- Gidy to ¢6 gia tri chizng minh théng tin vé cu tri trong
truong hop co quan dang ky hé tich khong thé khai thac dwoc
thdng tin vé noi cu trii ciia cong dan theo cdac phwong thuc quy
dinh tai khodn 2 Piéu 14 Nghi dinh s6 104/2022/NP- CP ngay
21/12/2022 cua Chinh pha. Triong hep cac thong tin vé gidy to
chirng minh noi cu trii da dwoc khai thac tir Co sé dir liéu quac
gia Vé dan cu bang cdc phuwong thirc nay thi ngwoi ¢6 yéu cau
khong phdi xudt trinh (theo hinh thsc triec tiép) hogc tai 1én
(theo hinh thézc tryc tuyén).

Thanh phan hd so phai np

To khai ddng ky két hon theo mAu. Hai bén nam, nit c6 thé khai
chung vao mot To khai dang ky két hon.

b.3

S6 lwong ho so: 01 bo

Yéu cau, diéu kién thuc hién:
- Hai bén nam, nir cung thuong tra trén dia ban CAp X& ma mot hoac ca hai bén nam, nit i ngu i
khuyet tat, om bénh khong thé di dang ky ket hon duoc.
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- Namtir du 20 tudi trér Ién, nit tir dii 18 tudi tro Ién;

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

- Khong bi mét ning hrc hanh vi dan su;

- Viéc két hon khong thudc mot trong cac trueong hop cam két hon, gom:

+ Két hon gia tao;

+ Tao hon, cudng ép két hon, kra dbi két hon, can tra két hon;

+’Ngu’(‘yi dang c6 vo, co Ch@)ng ma két hén voi ngudi khac hodc chua co v, chua c6 chdng ma
két hon vai ngudi dang co chong, ¢o Vo,

+ Két hon gitra nhitng ngudi cling dong mau vé truc hé; giita nhitng ngudi ¢d ho trong pham vi
ba‘d(‘yi; gitra cha, me nubi vaéi con Quﬁi; gitra nguoi da ting la cha, me nu()i’véi con nudi, cha
chong vai con dau, me vo vai con ré, cha dugng Vvéi con riéng cua vg, me ké vai con riéng cua

chong;

* Nha nugc khéng thira nhan hén nhén gitra nhirng nguoi cung gioi tinh.

Téng thoi gian xir 1y theo quy dinh: 05 ngay lam viéc, ké tir ngdy tiép nhan da hd so

Thoi gian ding ky cit giam: 02 ngay lam viéc (Quyét dinh s6 1090/QB-UBND ngay 11/5/2023

b4 1 tia Cha tichUBND tich Lao Cai),
Thei gian xa 1y sau khi cdt gigm: 03 ngay lam viéc, ké tir ngdy nhan du hd so
b.5 Noi tiép nhan va tra kétqua: Dia diém ding ky két hon hru dong.
b.6 Lé phi: Mién g phi
b.7 Quy trinh xir ly cbng viéc
TT Trinh tu Trach nhiém Thot gian | piz | mawkét qua
: : glal quyet
. A A C& nhdn cdé nhu | Khdng quy
Budc 1 | Nop ho so A dinh Theo muc b.2
Buéc 2 | -Kiém tra, tiép nhan ho so: | Cong chac tr | Khdng  quy | Vin ban, gidy to c6 lién
Tai dia diém dang ky két hon | Phap - ho tich cap | dinh quan
lru dong, cong chire t phap - | X& ~ duoc  giao

hd tich co trach nhiém kiém
tra, xac minh V& diéu kién két
hén cua cac bén; huéng dan
nguoi dan dién day du thong
tin trong To khai dang ky két
hon.

+ Truong hop ngudi yéu ciu
khong biét chix thi cong chuc
tu phap - ho tich truc tiép ghi
To khai, sau do doc cho nguoi
yéu cau nghe lai ndi dung va

nhiégm wvu dang ky
két hon Iwu dong
cd trach nhiém
chuan bj day du
cac loai mau To
khai, gidy to ho
tich va diéu kién
can thiét dé thuc
hién dang ky luu
dong.
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huéng dan nguoi d6 diém chi
vao To khai.

Néu ho so ddy di, hop ¢, cong
chic tu phap - ho tich tlep
nhan hd so viét Phiéu tiép
nhan, hen tra hd so.

Budc 3

Xir ly ho so:

- Cong chtrc tu phap - ho tich
bao cao Chu tich Uy ban nhan
dan cap xa.

- Du thao van ban tai liéu co
lien quan

- Truong hop Cha tich Uy ban
nhan dan df)ng y giai quyét thi
ky cap 02 Gidy ching nhan
két hon cho ngudi ¢ Yéu cau.

Cong chac tu
phap - ho tich cip
xa duoc giao
nhiégm wvu dang ky
két hon hru dong

1,5 ngay
lam viéc

Van ban, tai lieu cé lién
quan

Buoc 4

- Tra két qua:

+ COng chtrc tu phap - ho tich
ghi ndi dung dang ky vao Sé
dang ky ket hon; trao Giay
chirng nhan két hdn cho cac
bén tai dia diém dang ky hru
dong; cung cac bén két hon ky
vao Sé theo quy dinh. Tai muc
“Ghi ch” trong SO dang ky
két hon ghi 16 “Pang ky hru
dong”.

+ Truong hop ngudi yéu ciu
khong biét chir: Khi trao Gidy
ching nhan két hon, cong
chirc tu phap - ho tich phai doc
lai ndi dung Gidy chung nhan
két hon cho ngudi  yéu cau
nghe va huéng dan nguoi d6
diém chi vao So6 dang ky két
hon.

Cong chac tu
phap - ho tich cip
xa duoc giao
nhiégm wvu dang ky
két hon hru dong

1,5 ngay
lam viéc

- Két qua giai quyét
TTHC

- Phiéu  kiem soat qua
trinh giai quyet ho so

- S6 theo ddi hd so

Buoc 5

- Théng ké va theo ddi

- Nhap s6 ligu vao phan mém
Dich vu cbng cua tinh

- Luu hd so theo quy dinh

Coéng chac duoc
phan cong xu ly
ho so

Gio hanh
chinh

- Phiéu  kiem soét qua
trinh giai quyét ho so

- S6 theo ddi ho so

- H6 so hru theo quy
dinh

Tong thoi gian giai quyét: 03 ngay lam viéc, ké tir ngay tiép nhan da hd so
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8. Quy trinh: QT -08
a. Tén quy trinh: Pang ky Khai tir luu dong
b. N§i dung cia quy trinh:

b.1

Co sé phap ly

- Luat Ho tich nam 2014;

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

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cta Chinh phu sira doi, bo sung mot s
diéu cua cac nghi dinh lién quan den viéc nop, xuat trinh s6 ho khau, s6 tam tru giay khi thuc hién
tha tuc hanh chinh, cung cap dich vu cong;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ctia B trwong B Tu phap quy dinh chi tiét thi
hanh mot so dieu gﬁa Luat, Hq tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctua Chinh
pha quy dinh chi tiet mot so6 dieu va bign phap thi hanh Luat Ho tich;

- Thong tu 56 85/2019/TT-BTC ngdy 29/11/2019 cua B trwong Bo Tai chinh huéng dan ve phi
va Ié phi thugc tham quyen quyét dinh cua Hoi dong nhén dén tinh, thanh pho tryc thudc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cta Bo truong Bo Tai chinh sira doi, bo
sung mot so dieu cua Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh hudng
dan vé phi va I& phi thuoc tham quyén quyét dinh ctia Hoi dong nhan dan tinh, thanh phd truc
thudc Trung wong

- Nghi quyét s6 06/2020/NQ-HDND ngay 10/7/2020 ctia Hoi dong nhan dan tinh Lao Cai ban
hanh quy dinh vé céc loai phi, I phi thuc tham quyen quyet dinh cua Hoi dong nhan dan tinh
Lao Cai.

- Nghi quyét s6 06/2022/NQ-HDND ngy 15/7/2022 cta Hoi dong nhan dan tinh Lao Cai
stra doi, bo sung, bdi bo mot s6 dieu cua Quy dinh ve cac loai phi, & phi thgéc tham quyen quyét
dinh cua Hoi dong nhan dan tinh Lao Cai ban hanh keém theo Nghi quyet so 06/2020/NQ-HDND
ngay 10 thang 7 nam 2020 va Nghi quyet ) 03/2021/NQ-HDND ngay 09 thang 4 ndm 2021 cua
Hoi dong nhan dan tinh Lao Cai stra d6i mot sé diéu ctia Quy dinh V& cac loai phi, 1& phi thuoc
tham quyén quyét dinh cia Hoi dong nhan dan tinh Lao Cai ban hanh kem theo Nghi quyét sé
06/2020/NQ-HDBND ngay 10 thang 7 nam 2020 cua Hoi dong nhan déan tinh Lao Cai.

b.2

Thanh phan hé so thwc hién TTHC Ban chinh | Ban sao

b.2.1

Thanh phdn ngp hé so tructiép

Thanh phan hé so xuat trinh:

- Ho chiéu hodc Ching minh nhan dan hoic Thé cdn cudc cong dan
hodc cac gidy to khac c6 dan anh va théng tin ca nhan do co quan cb
tham quyén cap, con gia tri sir dung dé chirng minh vé nhan than cua
nguoi co yéu cau dang ky khai tu;

- Glay to Chu"ng minh noi cu trii CUSi CUNg Ciia nguoi chét dé xéac
dinh tham quyén trong trirong hap co quan dang ky hé tich khdng
thé khai thac dwoc thdng tin vé noi cu trii cua cdng dan theo cac
phuwong thirc quy dinh tai khodn 2 Diéu 14 Nghi dinh sé
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop cac
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théng tin vé gidy to chitng minh noi cu tri da dwoc khai thac tir Co
s¢ di lieu quac gia vé dan cu bang cdc phuong thire nay thi nguoi
6 yéu cau khdng phdi xudt trinh (theo hinh thec triec tiép) hodc tdi
Ién (theo hinh thezc truc tuyeén).

- Treong hop khong xac dinh dwoc noi cu tra cudi clng cua nguoi
chét thi xuat trinh gidy to chimg minh noi ngudi d6 chét hodc noi phat
hién thi thé ctia nguoi chét.

b Thanh phan hé so phai nép:
- To khai dang ky khai tir theo mau X
- Ghy béo tir hojc gy to thay thé Gy béo tir do co' quan co tham quyen y
cap
S6 lwong ho so: 01 bo

b.3 Yéu cau, dieu kign thuc hién:
Ngudi chét khong c6 nguoi than thich, ngwoi than thich khong sng cung dia ban x4 hoic
nguoi gia, yeu, khuyet tat khong di dang ky khai tor dugc
Tong thoi gian xir 1y theo quy dinh: 05 ngay lam viéc ké tir khi nhan di hd so hop k6.

ba Thoi gian ding ky cat giam: 02 ngay 1am viéc (Quyét dinh s6 1090/QB-UBND ngay 11/5/2023

' cua Cha tich UBND tinh Lao Cai).

Thei gian xi 1y sau khi cdt giégm: 03 ngay lam viéc ké tir ngdy nhan da hd so hop 18

b.5 Noi tiép nhan va tra kétqua: Pia diém ding ky khai tor ru dong.
Lé phi:

b6 - 8.000 dong ddi voi trueong hop ding ky khai tir khong dung han.
- Mién & phi d6i véi truong hop: Dang ky khai tir dung han; déng ky cho nguoi thude gia dinh
c6 cong voi cach mang; nguoi thugc ho nghéo; nguoi khuyet tat.

b.7 Quy trinh xir ly cong viéc

TT Trinh tw Trach nhiém Thot gian Biéu miu/Két qua

giai quyét
Buéc 1 | Nop hd so Cénhan c6 nhu cau Khodnighquy Theo muc b.2
Budc 2 | - Kiém tra, tiép nhan hd so: | Cong chac tu phap - | Khong quy | Vin ban, gidy to cd lién

+Tai dia diém dang ky khai tir | N0 tich  dugc giao dinh quan
lwu dong, cdng chirc tu phap - | NiéM vu dang ky khai
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ho tich huéng dan nguoi yéu
cau dién day du thong tin
trong To khai dang ky khai tir,
kiém tra cac gidy to lam co so
cho viéc dang ky khai tir

+ Truong hop ngudi yéu cau
khong biét chix thi cong chirc
tu phap - ho tich tryc tiép ghi
To khai, sau do doc cho nguoi
yéu cau nghe lai noi dung va
huéng dan nguoi d6 diém chi
vao To khai

tr wu dong cd trach
nhiém chuan bi day du
mau To khai dang ky
khai tir, gidy to ho tich
va diéu kién can thiét
dé thuc hien dang ky
lru dong tai nha riéng
hoic tai dia diém to
chac dang ky lru
dong, bao dam thuan
loi cho nguoi dan

Buéc 3

Xir ly hd so:

- Cong chire trr phap - ho tich
bao cao Chu tich Uy ban nhan
dan cap xa.

- Du thao van ban tai liéu co
lién quan

- Truong hgp Chi tich Uy ban
nhan dan dong y giai quyet thi
ky cap Trich lyc khai tir cho
nguoi O yéu cau.

Cong chuc tu phap -
hd tich Cép xa duoc
giao nhiém vy dang ky
khai tir ru dong

1,5 ngay
lam viéc

Van ban, tai liéu co lién
quan

Budc 4

Tra két qua:

+ Cong chire tu phap — ho tich
dem theo Trich luc khai tir va
S6 dang ky khai tir dé tra két
qua cho ngudi ¢ y8u cau tai
dia diém dang ky luu dong;
cong chac tu phap — ho tich
ghi noi dung vao S6 ding ky
khai tir, cting nguoi yéu cau ky
vao Sb. Tai muc “Ghi cha”
trong S6 ding ky khai tir ghi
10 “Pang ky luu dong”

+ Truong hop ngudi yéu ciu
khong biét chir: Khi tra két
qua, cong chic tu phap - ho
tich doc lai noi dung Trich luc
khai tir cho nguoi Yéu cau
nghe va huéng dan nguoi d6
diém chi vao S6 ding ky khai
ta.

Cong chirc tu phap -
ho tich cap xi duoc
giao nhiém vy dang ky
khai tir ru dong

1,5 ngay
lam viéc

- Két qua giai quyét
TTHC

- Phiéu  kiém soat qua
trinh giai quyét ho so

- S6 theo ddi ho so

Budc 5

- Théng ké va theo ddi
- Nhap s6 lieu vao phan mém
Dich vu cbng cua tinh

Cdng chirc dugc phan
céng xur ly ho so

Gio
chinh

hanh

- Phiéu  kiém soat qua
trinh giai quyéet ho so
- S6 theo ddi hd so




39

- Luru ho so theo quy dinh - H6 so luu theo quy dinh

Tong thoi gian giai quyét: 03 ngay lam viéc, ké tir ngay tiép nhan da ho so

9. Quy trinh: QT -09
a. Tén quy trinh: Pang ky khai sinh ¢ yéu td mréc ngoai tai khu virc bién gioi
b. N¢i dung cia quy trinh:

b.1

Co sé phap ly

- Luat Ho tich nam 2014;

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

- Nghi dinh sb 87/2020/ND-CP ngay 28/7/2020 cua Chinh phi quy dinh v& Co'so dit liéu ho tich
dién tir, dang ky ho tich truc tuyén;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu sira doi, b6 sung mot s
dieu cua cac nghi dinh lién quan den viéc nop, xuat trinh s6 ho khau, so tam tru giay khi thuc hién
tha tuc hanh chinh, cung cap dich vu cong;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo trwong Bo Tu phap quy dinh chi tiét thi
hanh mot s6 dieu cua Luat HY tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cta Chinh
pht quy dinh chi tiét mot s6 dicu va bién phap thi hanh Luat Ho tich;

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 cua BG trwong Bo Tu phap quy dinh chi tiét
mot so dieu va bien phap thi hanh Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh phu
quy dinh vé Co sd dir ligu ho tich dién tir, dang ky ho tich tryc tuyen;

- Thong tur s6 281/2016/TT-BTC ngay 14/11/2016 cia Bo truong Bo Tai chinh quy dinh mic thu,
ché do thu, nop, quan Iy va sir dung phi khai théc, str dyng thong tin trong co sé dit ligu h¢ tich, phi
xac nhan co6 quoc tich Viét Nam, phi xac nhan 1a nguoi goc Viét Nam, Ié phi quoc tich.

- Thong tu sé 85/2019/TT-BTC ngay 29/11/2019 cua By truéng Bo Tai chinh huéng dan vé phi va
Ié phi thuoc tham quyen quyet dinh ctia Hoi dong nhan dan tinh, thanh pho truc thuoc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngdy 26/11/2021 cua B} trwong Bo Tai chinh sira doi, bo sung
mot so dicu cua Thong tur so 85/2019/TT-BTC ngay 29/11/2019 cua B Tai chinh huéng dan vé
phi va Ig phi thuoc tham quyen quyét dinh cua Hoi dong nhéan dén tinh, thanh pho tryc thudc
Trung wvong

- Nghi quyét s6 06/2020/NQ-HPND ngay 10/7/2020 ciia Hoi dong nhan dan tinh Lao Cai ban
hanh quy dinh vé céc loai phi, I phi thuoc tham quyén quyéet dinh ctia Hoi dong nhan dan tinh
Lao Cai.

- Nghi quyét s6 06/2022/NQ-HDND ngdy 15/7/2022 ctia Hoi dong nhéan dan tinh Lao Cai sira
doi, bo sung, bai bé mot so dieu cua Quy dinh ve cac loai phi, I¢ phi thugc tham quyen quyet dinh
cta Hoi dong nhan dan tinh Lao Cai ban hanh kem theo Nghi quyet s6 06/2020/NQ-HDND ngay
10 thang 7 nam 2020 va Nghi quyet so 03/2021/NQ-HDND ngay 09 thang 4 nam 2021 cta Hoi
dong nhan dan tinh Lao Cai sira doi mot s6 dieu cua Quy dinh Ve céc loai phi, I phi thuoc tham
quyen quyet dinh cua Hoi dong nhan dan tinh Lao Cai ban hanh kém theo Nghi quyét s6
06/2020/NQ-HDND ngay 10 thang 7 ndm 2020 ctia Hoi dong nhan dan tinh Lao Cai.

b.2

Thanh phan hé so thwc hién TTHC Ban chinh | Ban sao
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b.2.1

Thanh phdn ngp hé s trwec tiép hodgc giri qua dich vu bueu chinh

Thanh phan hé so xuét trinh:

- H6 chiéu hoac Chang minh nhan dan hoic Thé can cuéc cong dan
hoic cac gidy to khac co dan anh va thong tin ca nhan do co quan c6
tham quyén cip, con gia tri s dung dé chang minh vé nhan than cua
ngudi €6 yéu cau ding ky khai sinh. Truong hop cac thong tin ca nhan
trong cac gidy to nay di c6 trong CSDLQGVDC, CSDLHTDT, duoc hé
théng dién tu dong thi khong phai tai 1én (theo hinh thirc truc tuyén);

- Gidy to chitng minh noi cw trii cia cong dan Viér Nam dé chirng
minh tham quyén dang kv khai sinh trong trieong hop co quan dang ky
hé tich khong thé khai thdc dwoc thong tin vé noi cur tri cuia cdng dan
theo cdc phuwong thirc quy dinh tai khodn 2 Diéu 14 Nghi dinh s6
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Triwrong hop cac
théng tin vé aidy to chitng minh noi cu tri da dwoc khai thac tir Co sé
da lieu quoc gia vé dan cu bang cdc phuwong thirc ndy thi nguwoi co yéu
cau khéng phdi xudt trinh (theo hinh thic truc tiép) hodc tai 1én (theo
hinh thizc triec tuyén);

- Gidy chang nhan két hén néu cha, me di dang ky két hon. Truong
hop da co thong tin vé viéc két hon cia cha, me trong CSDLHTDT,
CSDLQGVDC thi khong phai xuit trinh (theo hinh thtrc truc tiép) hozc
tai Ién (theo hinh thuc truc tuyén);

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

*Lwuy:

- Poi véi gidy to nop, xuat trinh néu nguoi yéu cau nop hd so theo
hinh thirc truc tiép:

+ Nguoi tiép nhan cd trach nhiém Kkiém tra, dbi chiéu voi théng tin
trong to khai, chup lai hoac ghi lai thong tin dé Iru trong hd so va tra lai
cho ngudi XUt trinh, khong duoc yéu cau nop ban sao hoac ban chyp
gidy to do.

+ Nguoi Yéu cau dang ky ho tich ¢d thé nop ban sao chirng thuc tir
ban chinh hogc ban sao dugc cap tir s6 gc hogc ban chup kém theo ban
chinh gidy to dé dm chiéu. Trudng hop nguoi yéu cau nop ban chup kém
theo ban chinh gidy to thi nguoi tiép nhan cé trach nhiém klem tra, doi
chiéu ban chup véi ban chinh va ky xac nhan, khong duoc yéu cau nguoi
di dang ky nop ban sao gidy to do.

+ Ngudi tiép nhan c6 trach nhiém tiép nhan ding, dihd so dang ky
ho tich theo quy dinh ctia phap luat ho tich, khéng duoc yéu cau ngudi
dang ky ho tich nop thém gidy to ma phép luat ho tich khong quy dinh
phai nop.

- P6i v6i gidy to giri kém theo néu ngudi yeu cau nop hd so theo
hinh thérc truc tuyén:

+ Ban chyp cac gidy to giri kém theo hd so dang ky khai sinh tryc
tuyén phai bao dam rd nét, ddy du, toan ven vé& ndi dung, 1a ban chup bang
may anh, dién thoai hodc dugc chup, duoc quét bang thiét bi dién tur, tir gidy
to duoc cap hop I8, con gid tri st dung.
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+ Trudng hop gidy to, tai ligu phai guri kém trong hd so dang ky khai
sinh truc tuyén da cd ban sao dién tir hoac da co ban dién ti giay to ho tich
thi nguwoi yéu cau duoc str dung ban dién tir nay.

+ Khi dén co quan déng ky h tich nhan két qua (Giay khai sinhvban
sao Giay khai sinh), nguoi ¢ yéu cau dang ky khai sinh phai nop ban chinh
Giay chang sinh; xuat trinh giay to tuy than; ban chinh Giay chiing nhan
két hdn (néu cha me tré da dang ky ket hdn va thdng tin vé viéc két hdn
chua c6 trong CSDLQGVDC, CSDLHTDT).

- Gidy to do co quan c6 thAm quyén cua nude ¢6 chung duong bién
gioi voi Viét Nam lap, cap, xac nhan st dung dé dang ky ho tich duoc
mién hop phap hoa lénh su; dich ra tieng Viét va c6 cam ket cua nguoi
dich vé viéc dich dung ndi dung.

~ -Truong hop ngudi Yéu ciu ding 1()’/ khai sinh kh@ng cung cép duoc
giay to néu trén theo quy dinh hodc giay to nop, xuat trinh bi tay xoa,
stra chira, lam gia thi co quan dang ky ho tich ¢ tham quyén hiy bo keét
qua dang ky khai smnh.

- Trudng hop cho phép ngudi yeu cau dang ky ho tich lp vin ban
cam doan vé ndi dung yéu cau dang ky ho tich thi co quan dang ky ho
tich phai giai thich r6 cho nguoi lap van ban cam doan vé trach nhi¢m,
hé qua phap ly cta viéc cam doan khong ding su that.

Co quan dang ky ho tich tu chdi giai quyet hoic dé nghi co quan co
tham quyén hay bo két qua dang ky ho tich, néu co co so xac dinh noi
dung cam doan khong dting sy that.

- Bdi Véi viee xac dinh ho, dan toc, qué quéan, dit tén cho tré:

+ Viéc xac dinh ho, dan toc, dat tén cho tré em phai phu hop voi
phap luat va yéu cau giir gin ban sac dan toc, tap quan, truyen thong vin
hoa tot dep cua Viét Nam; khong dat tén qué dai, kho str dung.

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

Thanh phan hé so phai nép:

- To khai déng ky khai sinh theo mau (néu ngudi ¢ yéu cau hra chon
nop ho so theo hinh thirc truc tiep);

- Biéu mau dién tir tuong tac dang ky khai sinh (do nguoi yeu cau cung
Cap thong tin theo hudng dan trén Cong dich vu c6ng, néu nguoi €6 yéu
cau hra chon ndp hd so theo hinh thirc truc tuyén);

* Ngudi ¢6 yéu cau dang ky khai sinh thyc hign viec nop/xuat trinh
(theo hinh thirc truc tiep) hoac tai IBn (theo hinh thirc truc tuyén) cac
giay to sau:

- Ban chinh Gidy chimg sinh; tru:ong hop khdng co Gidy ching sinh
thi ndp van ban cua nguoi lam chung xac nhan Ve viéc sinh; néu khong
c6 nguoi 1am ching thi phai c6 gidy cam doan vé viéc sinh; truong hop
khai sinh cho tré¢ em sinh ra do mang thai hd phai c6 van ban xac nhan
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Clia co so Y té da thuc hién ki thuat hd tro sinh san cho viéc mang thai
ho.

- Vin ban thoa thuan cua cha, me vé viéc hra chon qudc tich cho con.
Truong hop cha, me hra chon quéc tich nuwdc ngodi cho con, thi ngoai
van ban thoa thuan hra chon qudc tich con phai ¢ Xac nhan cta co quan X
c6 tham quyén mrdc ngodi vé viéc tré c6 qudc tich nudc ngodi theo quy
dinh cua phap luat nudce do.

- Ban sao gidy to chang minh nhan than, gidy to ching minh noi
thuong trd ¢ khu vuc bién giéi cta cong dan nudce lang gieng.

- Vén ban uy quyén theo quy dinh cua phép luat trong trerong hop ay
quyen thuc hién viéc dang ky khai sinh.

b.2.2 | Thanh phan hé se ngp truc tuyén (néu co)
Tap tin chira thanh phan hd so theo muc b.2.1
S6 lwong hé so: 01 bo
Yéu ciu, diéu kién thuc hién:

b.3 Tré sinh ra tai Viet Nam c6 cha hodc me la cong dan Viét Nam thuong trd tai dia ban xa ¢ khu
vuc bién gigi con me hodc cha la cong dan nudc lang gieng thuong trd tai don vi hanh chinh
twong duong cap xa cua Viét Nam tiep gidp véi x8 ¢ khu vuc bién gigi cua Viét Nam noi cong
dan Viét Nam thuong tra.

b.4 Tong thoi gian xir Iy theo quy dinh: Ngay trong ngay tiép nhan yéu cau, truong hop nhan hd so
sau 15 gio ma khdng giai quyet duoc ngay thi tra két qua trong ngay lam viéc tiép theo.

Thoi gian ding ky cdt giam: Khong
b5 Noi tiép nhan va tra két qua: Bo phan tiép nhan va tra két qua cia UBND cap xd ¢ khu vuc
' bién gidi noi cong dan Viét Nam thuong trd.
Lé phi:
- 8.000 dong;
b.6 - Mién & phi cho nguoi thuoc gia dinh c6 cong voi cach mang; nguoi thudc hd nghéo; ngu i
' khuyeét tat.
- Phi cap ban sao Gidy khai sinh (néu c6 yéu cau) thuc hién theo quy dinh tai Théng tu sb
281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh.
b.7 Quy trinh xir ly cdng viéc
TT Trinh ty Trach nhiém Thot gian | pie, | &Kt qua

giai quyét
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Buécl | Nop ho so Ca nhan c¢6 nhu| Gio hanh | Theo myc b.2
cau chinh

Buéc 2 | * Kiém tra, tiép nhan ho so: Cong chac Bo6 | Ngay sau khi| - Mau sé 01: Gidy tiép
- Hd so hop & theo quy dinh: phan “M¢t cua” | nhan dugc ho | nhdn ho so va hen tra
+ Trudng h(rp giai quyét ngay cua UBND cap xa | so ket can ; L
trong ngay tiép nhan hé so: - Mau s6 03: Phieu tir
Tiép nhan va ghi gidy bién nhan, choi ~ tiep nhan  giai
hen ngdy tra ho so sau dé chuyen quyet ho so
bo phan chuyén mon (néu ca - Mau s6 02: Phieu yéu
nhan co yéu cau) cau bo sung, hoan thién
+ Trwong hep nhan ho so sau ho o ) q
15 gio ma khong giai quyét - Mau so 5: Phieu kiem
dwoc ngay thi tra két qua trong soat qué trinh giai quyet
ngay lam vigc tiép theo: Tiep ho so
nhan va ghi giay bién nhan, hen - Mausé 06: Sé theo dbi
ngay tra ho so sau do chuyen bo hd so.
phén giai quyet . (Thong tw S0
+ Truong hop ho so chua hop I 01/2018/TT-VPCP)
theo quy dinh: Ghi phieu yéu cau Ha

X A n A - M0 SO

bo sung, hoan thién ho so
+ Truong hop tir choi: Ghi phiéu
tir choi ticp nhan giai quyet ho so

Budc 3 | - Cong chirc tw phap ho tich tién | Cong chitc  tu | Ngay trong | - Du thao vin ban cd
hanh xem xét, xu ly ho so; d€ | phap ho tich cua | ngay  tiep | lién quan
Xuét‘phuong an giai quyet UBND ' X&, | nhan ho6 so - Céng van phic dap
- Kiém tra ho so: phuong, thi ftran (néu co)
+ Hb so khong dép tng yéu cau: | 4U0C pi‘ta” cong
Thong béo cho c4 nhan hoan | 9! dUYe
thién ho so, néu rd Iy do.
+Trudng hop hd so can giai trinh
va bo sung thém, thong bao cho
ca nhan hoan thién ho so
+ Truong hop hd so dap tng yéu
C?}u: Tién hanh thdm dinh h6 SO;
de xuat phuong an giai quyet
- Trinh Lanh dao UBND xa,
phuong, thi tran

Budc 4 | Trwong hep ho so qud han chii | - Lanh dao co | Gio hanh | Mau s6 04: Phiéu xin 15i
dgng thong bao bang van bdn | quan chinh va hen lai ngay tra két

dén Bg phdn “Mgt cira” kém
theo viin ban xin 16i té chirc, ca
nhan va hen thei gian trd ket
qud

- Cong chac dugc
phén cong xu ly
ho so

qua (Théng tu s
01/2018/TT-VPCP).
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Buéc 5 | - Xét duyét hd so: Lanh dao UBND | Ngay trong | Ky duyeét Gidy khai
+ Néu ddng y: Ky duyét cap xa ngay ticp | sinh. Truong hop tur
+ N éu khong ddng ky: Chuyén nhan ho so C’h(()jlo c6 van ban néu rd
tra ho so cho cong chirc tu phap ly
ho tich
Budc 6 | - Phat hanh vin ban Cong chic dwoc | Ngay trong | - Keét qua giai quyct
- Chuyén cho Bo phan “Mat cira™ | Phan cong xir Iy | ngay — tiep | TTHC 7
tra cho ca nhan ho so nhan h6 so | - phiéu  kiém soat qua
trinh giai quyét ho so
- S6 theo dbi ho so
Buéc 7 | Tiép nhan két qua giai quyét va | Cong chac Bo | Ngay trong| - Két qua giai quyét
tra cho cé nhan phan “Mot cua” | ngay  tiep | TTHC
cua UBND cap xa | nhan ho so | - phidu  kiém soat qua
trinh giai quyét hd so
- S6 theo ddi ho so
Budc 8 | - Théng ké va theo di cong chac duoc | Gio hanh | - Phiéu kiém soat qua
phan cdng xut ly | chinh trinh giai quyét ho so

- Luu hd so theo quy dinh

ho so

- Sb theo ddi ho so

- H6 so hru theo quy
dinh

Tong thoi gian giai quyét: Ngay trong ngay tiép nhan yéu cau, treong hop nhan ho so sau 15 gio- ma khdng
giai quyet duoc ngay thi tra két qua trong ngay lam viéc tiep theo

10. Quy trinh: QT - 10

a. Tén quy trinh: DPang ky két hon c6 yéu tb nuéc ngoai tai khu vuc bién gisi

b. N§i dung cia quy trinh:

b.1

Co s phép Iy

- Luat Hon nhan va gia dinh nam 2014;

- Luat HG tich ndm 2014;

- Nghi dinh s6 123/2015/NB-CP ngay 15/11/2015 cta Chinh pha quy dinh chi tiét mot s6 dicu va

bién phap thi hanh Luat Ho tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cuia Chinh pha quy dinh vé Co'sa dix liéu ho tich

dién tir, dang ky ho tich truc tuyén;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu sira doi, bo sung mét so dieu
cua cac nghi dinh lién quan dén viéc nop, xuat trinh s6 ho khu, s6 tam trdi gidy khi thyc hién thu
tuc hanh chinh, cung cap dich vu céng;
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- Thong tu s 04/2020/TT-BTP ngdy 28/5/2020 ciia B trwong Bo Tu phép quy dinh chi tiét thi
hanh mot so6 dié;u cua Lyeﬁt Hé tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu
quy dinh chi tiet mot so dieu va bién phap thi hanh Luat Ho tich;

- Thong tu s0 01/2022/TT-BTP ngay 04/01/2022 ciia Bo truong Bo Tu phép quy dinh chi tiét
mot so dieu va bién phap thi hanh Nghi dinh s6 87/2020/NB-CP ngay 28/7/2020 cta Chinh phu
quy dinh vé Co sd dir ligu ho tich dién tir, dang ky ho tich tryc tuyen;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cua Bo trrdng BO Tai chinh quy dinh mirc thu,
ché do thu, nop, quan ly va st dung phl khai thac, sur dung thong tin trong co s¢ dit ligu ho tich, phi
xac nhan c6 qudc tich Viét Nam, phi xac nhan Ia nguoi gbc Viet Nam, 16 phi qubc tich.

- Thong tu soﬂ85/201\9/'|'|' BTC ngay 29/11/2019 cua By truong Bo Tai chinh hudéng dan vé phi
va Ié phi thuoc tham quyen quyét dinh ctia Hoi dong nhan dantinh, thanh pho tryc thugc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 ciia Bo truong Bo Tai chinh sira doi, bo
sung mot so dieu cua Thong tw so 85/2019/TT-BTC ngay 29/11/2019 cua By Tai chinh huéng
dan vé phi va Ig phi thuoc tham quyen quyét dinh cta Hoi dong nhan déan tinh, thanh pho truc
thuoc Trung wong

- Nghi quyét s6 06/2020/NQ-HDPND ngay 10/7/2020 ctia Hoi dong nhan dan tinh Lao Cai ban
hanh quy dinh vé cac loai phi, I¢ phi thuoc tham quyén quyét dinh cua Hoi dong nhéan dan tinh
Lao Cai.

- Nghi quyét s6 06/2022/NQ-HDND ngay 15/7/2022 ciia Hoi dong nhan dan tinh Lao Cai sira
doi, b6 sung, bai bo mot so dieu cua Quy dinh ve cac loai phi, 1& phi th,uéc tham quyen quyet dinh
cua Hoi dong nhan dan tinh Lao Cai ban hanh kem theo Nghi quyet so6 06/2020/NQ-HDND ngay
10 thang 7 nam 2020 va Nghi quyet sd 03/2021/NQ-HDND ngay 09 thang 4 nam 2021 cua Hji
dong nhan dan tinh Lao Cai stra d6i mot sb diéu cia Quy dinh Vé céc loai phi, 18 phi thuoc tham
quyen quyét dinh cua Hoi ddng nhan dan tinh Lao Cai ban hanh kem theo Nghi quyét sé
06/2020/NQ-HDND ngay 10 thang 7 nam 2020 ctia Hoi dong nhan dan tinh Lao Cai.

b.2 Thanh phan hé so thwc hién TTHC Ban chinh | Bén sao
b.2.1 | Thanh phan ngp hé se tructiép hodgc giri qua dich vu buwu chinh
a Thanh phan hé so xuat trinh:

- Ho6 chiéu hodc chizng minh nhan dan hoic thé cin cude cong dan
hoic céc gidy to khéc c6 dan anh va thong tin ca nhan do co quan c6
tham quyén cap, con gid tri sir dung dé chang minh vé nhan than cua
cong dan Viét Nam. Truong hop cac thong tin ca nhan trong céc gidy
to ndy di c6 trong CSDLQGVDC, CSDLHTPT, dugc hé thong dién X
tw dong thi khdng phai tai Ien (theo hinh thirc truc tuyén);

- Gidy to Chu"ng minh noi cu tri cua cdng dan Viér Nam dé ching
minh tham quyén dang ky két hon trong trueong hap co quan dang ky
hg tich khéng thé khai thac dwoc thong tin vé noi cu trii cua cong
dén theo cdc phwong thirc quy dinh tai khodn 2 Piéu 14 Ngh; dinh
so 104/2022/NP-CP ngay 21/12/2022 cua Chinh phi. Truwong hop
cac thong tin vé gidy to chimg minh noi cuw trii di dwoc khai thac tir
Co sé dir liéu quac gia vé dan cw bang cdc phirong thire nay thi nguoi
cd yéu cau khong phdi xudt trinh (theo hinh thezc triec tiép) hodc tdi
Ién (theo hinh thizc tryc tuyén).

*Lwuy:
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- B6i voi gidy to ndp, xudt trinh néu nguoi yéu cau ndp hd so theo
hinh thirc tryc tiep:

+ Nguoi tiép nhan 6 trach nhiém kiém tra, ddi chiéu vai thong tin
trong to khai, chyp lai hodc ghi lai thong tin de lru trong ho so va tra
lai cho nguol Xuat trinh, khong duoc y8u cau nop ban sao hoic ban
chup gidy to do.

+ Ngudi yeu cau ding ky ho tich ¢d thé nop ban sao chirng thuc tir
ban chinh hodc ban sao duoc cap tir s6 goc hodac ban chup kem theo
ban chinh gidy to dé ddi chleu Truong hop nguoi yéu cau nop ban
chup kém theo ban chinh gidy to thi ngudi tiép nhan co trach nhiém
kiém tra, dbi chiéu ban chup véi ban chlnh va ky xac nhan, khong duoc
yéu cau nguoi di dang ky nop ban sao giay to do.

+ Nguoi tiép nhan c¢6 trach nhiém tiép nhan dung, di hd so ding ky
h tich theo quy dinh cua phap luat ho tich, khong duoc yéu cau nguoi
dang ky ho tich nop thém giay to ma phap luat hé tich khong quy dinh
phai nop.

- Doi v6i gidy to giri kém theo néu nguoi yeu cau nop ho so theo
hinh thuc truc tuyen:

+ Ban chyp céc gidy to giri kem theo ho so ding ky kéthdn truc tuyén
phai bao dam rd nét, day du, toan ven ve noi dung, la ban chup bang may
anh, dién thoai hoac dugc chup, duoc quét bang thiét bi dién tu, tir giay to
duoc cap hop €, con gia tri st dung.

+ Trudng hop gidy to, tai ligu phai giri kém trong hd so dang ky ket
hon truc tuyén da co bansao dién tir hodc da c6 ban dign tu giay to ho tich
thi nguoi yéu cau duoc st dung ban dién tir nay.

+Khi dén co quan ding ky ho tich nhan kétqua (Giay ching nhan két
hon), nguoi cOYyéu caudang ky ket hdn phai nop ban chinh Giay xac nhan
tinh trang hon nhan (néu thong tin ve tinh trang hon nhan chua c6 trong
CSDLQGVDC, CSDLHTDT), giay to ching minh tinh trang hén nhan.

- Gidy to do co quan c6 tham quyén cua nuée co chung duong bién
_qic’wj v6i Viét Nam lap, cap, xac nhan st dung dé ding ky ho tich dwoc
mién hop phap hoa lanh su; dich ra tieng Viét va co6 cam két cua ngu oi
dich ve viéc dich ding ndi dung.

- Truong hop nguoi Yeu cau dang ky két hon khong cung cap dwoc
giay to néu trén theo quy dinh hodc giay to ndp, xuat trinh bi tay xoa,
sua chita, lam gia thi co quan dang ky ho tich c6 tham quyen hiy bo
ket qua dang ky ket hon.

Thanh phan hé so phai nop:

- T& khai dang ky két hon theo mau, c6 du thdng tin cua hai bén
nam, nir. Hai bén nam, nir c6 thé khai chung vao mot To khai dang ky
két hon (néu nguoi ¢6 yeu cau hya chon nop hd so theo hinh thic truc
tiép);

- Biéu mau dién tir tuong tac dang ky kéthon (do nguoi yeu cau cung
Cap thong tin theo hu:orng dan trén Cong dich vu c6ng, néu ngudi co yéu
cau hra chon nop hd so theo hinh thirc truc tuyén)
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* Nguoi ¢6 yéu cau dang ky két hon thuc hign viéc nop/xuét trinh
(theo hinh tharc truc tiep) hoac tai Ién (theo hinh thirc truc tuyén) cac
giay to sau:

- Gidy to do co quan ¢ tham quyen cta nudc lang giéng cap khong
qua 06 thang tinh dén ngdy nhan ho so, xéc nhan cong dan nudc lang X
gieng hién tai 13 nguoi khéng ¢ vo hodc khdng c6 chong;

- Ban sao gidy to ching minh nhan than, gidy to chimg minh noi
thuong trd & khu vuc bién giéi ctia cong dan nudc lang gieng.

b.2.2 | Thanh phan hé se ngp truc tuyén (néu co)
Tap tin chira thanh phan hd so theo muc b.2.1
S6 lwong hé so: 01 bo
Yéu cau, diéu kién thuc hién:
- Cong dan Viet Nam thuong trd tai dia ban xa ¢ khu vuc bién gisi dang ky két hén voi cong dan
cta nudc lang giéng thuong trd tai don vi hanh chinh twong duwong cp xd cua Viét Nam tiép giap
Voi Xa ¢ khu vuc bién gioi cta Viét Nam noi cong dan Viét Nam thuong tro.
- Nam tir da 20 tudi tro Ién, nir tir d 18 tudi tror Ién;
- Viéc két hdn do nam va nit tw nguyén quyét dinh;
- Khdng bi mat ning hrc hanh vi dan su;

b.3 - Viéc két hdn khong thuoc mdt trong cac truong hop cam két hon, gom:
+ Két hon gia tao;
+ Tao hon, cudng ép két hdn, kra dbi két hon, can tro két hon;
+ Nguoi dang c6 vo, €O Ch@)ng ma két hon voi nguodi khéc hodc chwa c6 vo, chua co chong ma
két hon vai nguodi dang co chong, ¢o Vo,
+ Két hon giira nhitng nguoi cing dong méu Vé truc hé; gitra nhitng nguoi ¢ ho trong pham vi
ba doi; gita cha, me nudi voi con nudi; gilra nguoi da tung la cha, me nudi vai con nudi, cha
chong Véi con dau, me Vo Vai con ré, cha duong véi con rigng cua vo, me ké voi con riéng cua
chong;
* Nha nudc khong thira nhan hon nhén gitta nhirng nguoi cung gioi tinh.

b.4 Tong thoi gian xir Iy theo quy dinh:

- Khdng phai x4c minh: 03 ngay lam viéc.
- Trudng hop can xac minh thi thoi han giai quyét khong qua 08 ngay lam viec.

Thoi gian ding ky cdt gidam:

- Khong phai x4c minh: 01 ngay lam viéc.

- Trudng hop can xac minh: 02 ngay lam viéc.

(Quyét dinh s6 1090/QD-UBND ngay 11/5/2023 cua Chu tich UBND tinh Lao Cai)

Thei gian xa ly sau khi cdt giam:
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- Khéng phai xac minh: 02 ngay lam viéc.
- Trudng hop can xac minh thi thoi han giai quyét khdng qué 06 ngay lam viéc.

Noi tiép nhan va tra két qua: Bo phan tiép nhan va tra két qua ciia UBND cap xd & khu vuc

05 | hign gigi noi cong dan Viet Nam thuong tr.
b.6 Lé phi: Mién I& phi
b.7 Quy trinh xir ly cdng viéc
TT Trinh tu Trach nhiém T.r](.ﬂ glan -\ gigu miwkeét qua
giai quyét
Busc 1 | Nop hd so Ca nhan 6 nhu | Giohanh | 0 muc b.2
cau chinh
Budc 2 | - Kiém tra, tiép nhan ho so: | Cong chiic Bo | - Truong hop | - Mau s6 01: Gidy tiép
+ Truong hop hd so chua hop le | Phan “Mot cua” | khong  phai| nhan ho sova hen tra ket
theo quy dinh: Ghi phiéu yéu cau | cua cap xa xac minh: 02| qua (Thong tu  s0:
bé sung, hoan th|én h6 SO g|(‘)' lam V|éC 01/2018/1T'VPCP)
+ Trudng hop tir chéi: Ghi phiéu - Truong hop | - Mau so 03: Phicu tir
tir chdi tiép nhan giai quyét hd so can phai xac | choi tiep nhan giai quyet
+ Hd so hop I theo quy dinh: mlph \thl: Q;S ho so (Thong fu so:
Tiép nhan va ghi gidy bién nhan, ngay bm viec | 01/ 2:018/;” -VPCE) )
hen ngay tra ho so sau d6 chuyén - Mau so 02: Phieu yeu
hd so cho can bo truc tiép giai cau bo sung, hoan thi¢n
quyét. ho so (Thong tu sO:
01/2018/TT-VPCP)
- MAu s6 5: Phiéu kiém
soat qué trinh giai quyét
ho so
- Mau s6 06: So theo dbi
ho so (Thong tu so:
01/2018/TT-VPCP)
- Bo ho so
Budc 3 | - Cong chirc tu phap ho tich tién Cong chac tu | - Truong hop | - Cong van phuc dap
hanh xem xét, xua Iy ho so; de | phap ho tich cua | khong  phai| (neu cd)
Xuat phuong an gidi quyet UBND . X;é’ xéc \minh:_A 02| - Phidu kiém soat qua
- Kiém tra hd so: phuong, thi tran | gio lam ViéC | trinh giai quyét hd so
+ Ho so khong dap ung yéu cau: durge pf‘t""” cong | - Truong hop
Théng béo cho ca nhan hoan | 941 4W¢ can phai xac
thién ho so, néu 14 Iy do. minh - thi: 1,5
ngay lam viéc

+ Truong hop hd so can giai trinh
va bo sung thém, thong bao cho
ca nhan hoan thién ho so
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+ Truong hop ho so dép ang yéu
cau: tham dinh ho so

- Tién hanh tham dinh hd so; Ccong chic tu| - Truong hop | - Du thao vin ban cé
- Xac minh cac noi dung co lign | Phap ho tich cua | khong  phai | lién quan
quan UBND X, | xac minh: 0,5
- P& xut phuong én gidi quyét phuong, thi ftran | ngay lam vi¢c
‘ N . | dwoc phan ¢cong | - Truong hop
- Trinh Lanh dao UBND X3, iAi &t X N
hwong, thi tran gial quy can phai xac
PRLoTS, T minh thi: 03
ngay lam viéc
Buéc 4 | Trwong hep hé so qud han chii | - Linh dao co | Gio hanh | Mau s6 04: Phiéu xin 15i
dgng thong bao bang vin bdn | quan chinh va hen lai ngay tra ket
dén By phdn “Mpt ciea” kém | . Cong chic duoc qua (Théng tu s
theo vin ban Xin 10i to chirc, €& | phan cong xir Iy 01/2018/TT-VPCP).
nhan va hen thoi gian tra ket | hy so
qua
Buéc 5 | - Xét duyét hd so: Linh dao UBND 05ngdy | Ky duyét Gidy chirng
+ Néu ddng y: Ky duyét cap xa lam viéc nhan ket hon. Truong
+ Néu khong ddng ky: Chuyén hop tir thl ¢o van ban
tra ho so cho cong chirc tu phap néu 1o ly do
ho tich
Budc 6 | - Phat hanh van ban - Cong chac duoc 02 gio - Két qua giai quyét
- Chuyén cho Bo phan “Mot cira” | Phan cong xt Iy | lam viec | TTHC
thong bao ca nhan thoi gian to ho so - Phieu kiem soat qua
chic trao Giay ching nhan ket | - Cong chirc Bo trinh giai quyét ho so
hon cho hai bén nam, nir phan “Mot cua” - 86 theo ddi hd so
cta cap xa
Budc 7 | T6 chic trao Gidy chiang nhan | UBND cap xa 02 gio - Két qua giai quyét
ket hon cho hai bén nam, nir lam viéc TTHC
- Phiéu  kiem soét qua
trinh giai quyét ho so
- S6 theo di o so
Budc 8 | - Théng ké va theo ddi cong chac dugc | Gio hanh| - Phiéu kiém soéat qua
phan cbéng xir ly | chinh trinh giai quyéet ho so

- Luu ho so theo quy dinh

ho so

- S6 theo ddi ho so
- Hd so luu theo quy
dinh

Tong thoi gian xir 1y theo quy dinh:
- Khéng phai xac minh: 02 ngay lam viéc.
- Trudng hop can xac minh thi thoi han giai quyét khong qua 06 ngay lam vic.
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11. Quy trinh: QT -11
a. Tén quy trinh: Pang ky nhan cha, me, con c6 yéu t6 nudc ngoai tai khu vuc bién gisi
b. N§i dung cia quy trinh:

b.1

Co sé phap ly

- Luat Hon nhan va gia dinh nam 2014;

- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/NB-CP ngay 15/11/2015 cta Chinh pha quy dinh chi tiét mot s6 diéu va
bién phap thi hanh Luat Ho tich;

- Nghi dinh s6 87/2020/NB-CP ngay 28/7/2020 cua Chinh phi quy dinh vé Co s dit liéu ho tich
dién tir, dang ky ho tich truc tuyén;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cua Chinh phi sira doi, b6 sung mot s6 dicu
cua cac nghi dinh lién quan den viéc nop, xuat trinh s6 ho khau, s6 tam tra giay khi thuc hign thu
tuc hanh chinh, cung cap dich vu cong;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ciia By truéng Bo Tu phap quy dinh chi tiét thi
hanh mot s6 dieu cua Luat Ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ciia Chinh
phu quy dinh chi tiet mot so6 dieu va bign phap thi hanh Luat Ho tich;

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 ciia B truong Bo Tu phap quy dinh chi tiét
mot so dicu va bien phap thi hanh Nghi dinh so 87/2020/ND-CP ngay 28/7/2020 cua Chinh phu
quy dinh vé Co sd dir ligu ho tich dién tir, dang ky ho tich tryc tuyen;

- Thong tur s6 281/2016/TT-BTC ngay 14/11/2016 cuia Bo trwdng Bo Tai chinh quy dinh mac thu,
che do thu, nop, quan ly va sir dung phi khai thac, st dung thong tin trong co s¢ dir liéu ho tich, phi
xac nhan co6 quoc tich Viét Nam, phi xac nhan la nguoi goc Viét Nam, Ié phi quoc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bé truéng Bo Tai chinh hudéng dan vé phi
va ¢ phi thuoc tham quyen quyet dinh cia Hoi dong nhén dan tinh, thanh pho tryc thugc Trung
uong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cia Bo trwong Bo Tai chinh swra doi, bo
sung mot s diéu cia Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cia B9 Tai chinh huéng
dan ve phi va lé phi thuoc tham quyen quyét dinh ctia Hoi dong nhan dan tinh, thanh pho truc
thudc Trung wong.

- Nghi quyét s6 06/2020/NQ-HDND ngay 10/7/2020 cua Hoi dong nhan dan tinh Lao Cai ban
hanh quy dinh vé cac loai phi, I€ phi thuoc tham quyén quyét dinh cua Hoi dong nhan déan tinh
Lao Cai.

b.2

Thanh phan hé so thuc hign TTHC Ban chinh | Ban sao

b.2.1

Thanh phédn ngp hé se trwec tiép hodgc giri qua dich vu bueu chinh

Thanh phan hé so xuit trinh:

- Ho chiéu hoic Ching minh nhan dan hoiac Thé cin cudc cong
dan hoac céc gidy to khac cé dan anh va théng tin ca nhan do co quan
c6 thAm quyén cip, con gid tri sir dung dé chirng minh V& nhan than
cta ngudi ¢ yeu cau dang ky nhan cha, me, con. Truong hop cac thdng
tin c& nhan trong cac gidy to nay di c6 trong CSDLQGVDC,
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CSDLHTDT, duoc hé thong dién tu dong thi khdng phai tai lén (theo
hinh thic truc tuyén);

- Gidy toco gid tri chung minh thdng tin vé cur tri trong trurong
hop co quan dang ky ho tich khdng thé khai thdac dwoc thdng tin ve
noi cw trii cua cong dan theo cac phwong thirc quy dinh tai khoan 2
bieu 14 Nghi dinh so 104/2022/ND-CP ngay 21/12/2022 cua Chinh
phu. Trirong hop cac thoéng tin vé giay to chitng minh noi cu tri da
duoc khai thac tur Co so dir Ij_éu quoc gia veé ddﬂ cu bang cac phwong
thizc nay thi ngwoi cd yéu cau khong phdi xuat trinh (theo hinh thuic
truc tiep) hoac tai Ién (theo hinh thizc tric tuyen);

- Ban sao gidy to chimg minh nhan than, gidy to chimg minh noi
thuong trd ¢ khu vuc bién gidi cua cong dan nudc lang gieng.

*Luuy:

- Do Voi giéy to nop, Xuat trinh néu ngudi yéu cau nop hd so theo
hinh thirc truc tiep:

+ Nguoi tiép nhan cé trach nhiém kiém tra, di chiéu véi thong
tin trong to khai, chup lai hoac ghi lai thong t1n dé Iru trong hd so va
tra lai cho nguoi Xuat trinh, khong duoc yéu cau nop ban sao hoic ban
chup gidy to do.

+ Nguoi y8u cau dang ky ho tich c6 thé nop ban sao chang thuc
tir ban chinh hodc ban sao dugc cap tir s6 goc hoac ban chup kem theo
ban chinh gidy to dé ddi chleu Truong hop nguOI y8u cau nop ban
chup kem theo ban chinh gidy to thi nguoi tiép nhan cd trach nhiém
kiém tra, dbi chiéu ban chup véi ban chlnh va ky xac nhan, khong duoc
yéu cau nguoi di dang ky nop ban sao giay to do.

+ Nguoi tiép nhan c6 trach nhigm tiép nhan ding, di hd so ding
ky ho tich theo quy dinh cua phap luat ho tich, khong duoc yéu cau
nguoi dang ky ho tich nop thém giay to ma phap luat ho tich khéng
quy dinh phai nop.

- P6i voi gidy to giri kém theo néu nguoi yBu cau nop hd so theo
hinh thuc truc tuyén:

+ Ban chup cac gidy to guri kém theo hd so diang ky nhan cha, me,
con truc tuyen phai bao dam rd nét, day du, toan ven ve ndi dung, la ban
chup bing may anh, di¢n thoai hodc duoc chup, dugc quét bang thiét bi
dién tir, tir gidy to duoc cap hop 16, con gia tri sir dung.

+ Truong hop glay to, tai lieu phai guri kém trong hd so dang ky nhan
cha, me, con truc tuyén da c6 ban sao dién tir hozc da c6 ban dién tir gidy
to ho tich thi ngudi yeu cau duoc sir dung ban dién tir nay.

+ Khi ¢én co quan dang ky ho tich nhan két qua (Trich luc dang ky
nhan cha, me, con/ban sao Trich luc dang ky nhan cha, me, con) ngudi co
yéu cau dang ky nhan cha, me, con phai xuat trinh gidy to tiy than dé xac
dinh nhan than; nop ban chinh gidy to, tai liéu & ching ci chirng minh
quan hé cha, con hoac quan hé me, con theo quy dinh phap luat ho tich.

- Gidy to do co quan co thdm quyén cia nudc c6 chung dudng
bién giéi v6i Viet Nam Iap, cip, xac nhan str dung dé dang ky ho tich
duoc mién hop phap hoa lEnh su; dich ra tiéng Viét va co cam két cua
ngudi dich V& viéc dich ding néi dung.
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- Trudng hop ngudi Veu cau dang ky nhan cha, me, con khong
cung cap duoc gidy to néu trén theo quy dinh hodc gidy to ndp, Xuét
trinh bi tiy xda, sira chira, lam gia thi co quan dang ky ho tich c6 tham
quyén hiy bo két qua dang ky nhan cha, me, con.

- Truong hop cho phép ngLrol yéu cau dang ky ho tich lap van ban
cam doan vé& ndi dung yéu cau dang ky ho tich thi co quan dang ky ho
tich phai giai thich rd cho nguoi lap van ban cam doan vé trach nhiém,
hé qua phap ly cta viec cam doan khong ding su that.

Co quan dang ky h¢ tich tur chdi giai quyét hoac dé nghi co quan
c6 tham quyén hiy bo két qua dang ky ho tich, néu co co so xac dinh
noi dung cam doan khong ding su that.

Thanh phan hé so phai nép:

- To khai dang ky nhan cha, me, con theo mau (néu ngudi cd yéu
cau hra chon nop hd so theo hinh thirc tryc tiép);

- Biéu mau dién tr twong tic dang ky nhan cha, me, con (do nguoi X
co yéu cau cung cap thong tin theo huwong dan trén Cong dich vu cong,
néu ngudi c6 yéu cau hya chon nop hd so theo hinh thirc trirc tuyén)

* Ngudi ¢6 yéu cau dang ky nhan cha, me, con thyc hign viéc
nop/xuat trinh (theo hinh thac truc tiép) hoac tai en (theo hinh thac
truc tuyen) céc giay to sau:

- Chirng cur chirng minh quan hé cha, con hoac quan hé me, con
gom:

+ Vin ban cua co quan y té, co quan giam dinh hodc co quan khac
c6 tham quyén xac nhan quan hé cha con, quan hé me con. X

+ Truong hop khong c6 van ban néu trén thi cac bén nhan cha,
me, con lap van ban cam doan vé mdi quan hé cha, me, con, c6 it nhat
hai nguoi lam chirng

b.2.2

Thanh phén hé so nép truec tuyén (néu co)

Tap tin chira thanh phan hd so theo muc b.2.1

b.3

S6 lwong ho so: 01 bo

Yéu cau, dieu kign thuc hién:

- Viéc nhan cha, me, con giﬁ’a‘cﬁng dan Viét Nam thuong trl tai dia ban xa & khu vuc bién gi6i
v6i cong dan cua nuéc lang gicng thuong trd tai don vi hanh chinh twong dwong cap xa cua Viet
Nam, tiép gidp voi xa ¢ khu vuc bién gigi cua Viét Nam noi cong dan Viét Nam thuong tru.

- Bén nhan va bén duoc nhan 1a cha, me, con déu con sdng.

- Viéc nhan cha, me, con khong c6 tranh chap.
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- Truong hop nam, nir chung séng voi nhau nhu vo chong, khong dang ky két hon, sinh con,
ngudi Con song cung Voi nguoi cha, khi nguwoi cha lam tha tuc nhan con ma khdng lién hé duoc
voi nguoi me thi khdng can cd y kién cta nguoi me trong To khai dang ky nhan cha, me, con.

Tong thoi gian xir Iy theo quy dinh:
- Truong hop khéng phai xac minh: 07 ngay lam viéc.
- Truong hop phai xac minh thi thoi han giai quyét khong quéa 12 ngay lam viéc.

Thoi gian ding ky cit giagm:
- Truong hop khong phai xac minh: 03 ngay lam viéc.

b.4
- Truong hop phai xac minh: 04 ngay lam viéc.
(Quyét dinh sb 1090/QD-UBND ngay 11/5/2023 cta Cha tich UBND tinh Lao Cai).
Thei gian xi |y sau khi cdt gigm:
- Truong hop khéng phai xac minh: 04 ngay lam viéc.
- Truong hop phai xac minh thi thoi han giai quyét khong quéa 08 ngay lam viéc.
b5 Noi tiép nhan va tra két qua: Bo phan tiép nhan va tra két qua cta Uy ban nhan dan xd & khu
' vuc bién giéi noi cong dan Viét Nam thuong tra.
Lé phi:
b6 - 15.000 dong
. - Mién I& phi cho nguoi thudc gia dinh co cong véi cach mang; nguoi thudc ho nghéo; ngu i
Khuyet tat.
b.7 Quy trinh xir ly cdng viéc
TT Trinh tw Trach nhiém Thoi gian | iz | mawkét qua
giai quyet
Buéc 1 | Nop hd so C;a nhan o nhu Gior hanh Theo muc b.2
cau chinh
Budc 2 | - Kiém tra, tiép nhan ho so: Coéng chac Bo 0,5 ngay - Méu s6 01: Gidy tiép
+ Truong hop hd so chua hop le | Phan “Mot  cua” lam vigc nhan ho so va hen tra
theo quy dinh: Ghi phiéu yéu cau | cua cap xa ket qua (Thong tu so:
bd sung, hoan thién hd so 01/2018/TT-VPCP)
+ Truong hop tir choi: Ghi phiéu - Mau 50 03: Phicu tir
tir chdi tiép nhan giai quyét hd so choi tiep nhan - giai
+ Hd so hop I theo quy dinh: q?/et ho sg 155(1)1(1)181%_?
Tiép nhan va ghi gidy bién nhan, vPCP ]
hen ngay tra ho so sau d6 chuyén N ) . L
hd so cho can bo truc tiép giai - Mau s6 02: Phieu yéu
quyét cau bo sung, hoan
thién ho so (Thong tu
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sb: 01/2018/TT-

VPCP)

- Mau sb 5: Phiéu kiém
soat qua trinh  gidi
quyet ho so

- Méu sb 06: S6 theo
doi ho so (Thong tu so:
01/2018/TT-VPCP)

Budc 3 | - Cong chire tw phap ho tich tién | Cong chic  tw | - Truong hop | - Cong van phic dap
hanh xem xét, xir ly ho so; de | phdp hd tich cua | khong phai xac | (néu co)
Xuat phuong an giai quyet UBND X4, | minh: 0,5 ngay | - phiéu kiém soat qua
- Kiém tra hd so: phuong, thi ftran | lam vicc trinh giai quyét hd so
+ Hb so khong dap (g yéu cau: durge pﬁ‘ta” cong | -  Truong - hop
Théng béo cho ca nhan hoan | 98! 4W° can phai  xac
thien ho so, néu 1 Iy do. m'f‘h ‘th': _A115
+Truong hop hd so can giai trinh ngay lam vicc
va bo sung thém, thdng bao cho
ca nhan hoan thién ho so
+ Truong hop ho so dép ang yéu
cau: tham dinh ho so
- Tién hanh thdm dinh ho so; cong chiac tu |- Truong hop | - Dy thao van ban c6
- Xac minh cac noi dung c6 lien | Phap ho tich cua | khong phai xac | lién quan
quan UBND xd, | minh: 02 ngay
- Niém yét tai UBND x& viéc ghu:ong, hAthl tran | lam vice
nhan cha me con g%?%u;eétan cong -‘Truor?g_ hop

A or i s £ can phai xac
- bé xuat ph I t . -
e‘ . Izlmng an gl quGN minh  thi; 05

- T@ IBI]I} dao UBND xa, ngay lam viéc
phuong, thi tran

Budc 4 | Trwong hep ho so qud han chii | - Linh dao co Gio hanh M3au sb 04: Phiéu xin
djng thong béo bang vin ban | quan chinh I6i va hen lai ngay tra
dén Bj phan “Mpt cira” kém | - Cong chirc duoc két qua (Thong tu sb
theo van ban xin 16i to chirc, ¢ | phan cong xa Iy 01/2018/TT-VPCP).
nhan va hen thai gian trd ket | ) so
qua

Buéc 5 | - Xét duyét hd so: Linh dao UBND 0,5 ngay Ky duyét Trich luc
+ Néu ddng v: Ky duyét cap xa lam vigc dang ky nhan cha, me,
+ Néu khong ddng ky: Chuyén cg?: Truo n%, hop i
tra ho so cho cong chirc tu phap ¢ (()jl €0 van ban neu 1o
ho tich ly do

Budc 6 | - Phat hanh vin ban - Cong chtc duoc 02 gior - Két qua giai quyét

phan cong xu ly lam viéc TTHC

- Chuyén cho B6 phan “Mot ctra”
théng bédo cé nhan thoi gian To

ho so
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chirc trich luc dang ky nhan cha, | - Cong chac Bo - Phiéu kicm soét qua
me, con phan “Mot cua” trinh giai quyét ho so
cua cap xa - S6 theo ddi hd so
Budc 7 | T6 chac trao trich e ding ky | UBND cap xa 02 gio - Két qua giai quyét
nhan cha, me, con lam viéc TTHC

- Phiéu  kiém soat qua
trinh giai quyét ho so
- S6 theo ddi ho so

Budc 8 | - Théng ké va theo ddi cong chac duoc Gio hanh - Phiéu  kiém soat qua
- Luu hd so theo quy dinh phan cong xu ly chinh trinh giai quyet ho so
ho so - S6 theo d6i hd so
- Ho so luu theo quy
dinh

Tong thoi gian giai quyét:
- Khéng xac minh: 04 ngay lam viéc.
- Truong hop can phai xac minh thi thoi han giai quyét khdng qua 08 ngay lam viéc

12. Quy trinh: QT -12
a. Tén quy trinh: Pang ky khai tir c6 yéu t6 nudc ngoai tai khu vuc bién giéi
b. Noi dung cua quy trinh:

b.1 Co s phap ly

- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 caa Chinh pha 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 ciia Chinh phu quy dinh vé Co s dir ligu ho
tich dién tir, dang ky ho tich truc tuyen;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cia Chinh phii sira doi, bo sung mét s
dieu cua c&c nghi dinh lién quan dén viéc nop, xuat trinh s6 ho khau, so6 tam trd giay khi thuc
hien tha tuc hanh chinh, cung cap dich vy cong;

- Thong tu s0 04/2020/TT-BTP ngdy 28/5/2020 ciia Bo trwong Bo Tu phap quy dinh chi tiét thi
hanh mot so dieu cua Luat Ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua Chinh
pht quy dinh chi tiét mot so dieu va bién phap thi hanh Luat Ho tich;

- Thong tu sb 01/2022/TT-BTP ngay 04/01/2022 cua B¢ truong BO Tu phap quy dinh chi
tiét mot o diéu va bien phéap thi hanh Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh
phu quy dinh vé Co so dir liéu ho tich dién tir, dang ky ho tich truc tuyen;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ctia Bo trwong BO Tai chinh quy dinh mirc
thu, che d6 thu, nop, quan ly va st dung phi khai thac, st dung thong tin trong co s¢ dir liéu ho tich,
phi xac nhan co6 quoc tich Viét Nam, phi xac nhan la nguoi goc Viét Nam, 1€ phi quoc tich;
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- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo truéng B Tai chinh huéng dan vé phi
va l¢ phi thugc tham quyén quyét dinh cta Hoi ddng nhan dan tinh, thanh phé truc thudc Trung
uong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo trwong Bo Tai chinh sira doi, bo
sung mot sb diéu ciia Thong tu s 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh huéng
dan vé phi va Ié phi thuoc thdm quyén quyét dinh cua Hoi ddng nhan dan tinh, thanh phé truc
thudc Trung wong.

- Nghi quyét s6 06/2020/NQ-HPND ngay 10/7/2020 cia Hoi dong nhan dan tinh Lao Cai
ban hanh quy dinh V& cac loai phi, I& phi thudc tham quyén quyét dinh cua Hoi ddng nhan dan
tinh Lao Cai.

- Nghi quyét sb 06/2022/NQ-HDND ngay 15/7/2022 cua Hoi d6ng nhan dan tinh Lao Cai
sira d6i, bd sung, bai bo mot sb diéu cuia Quy dinh vé céc loai phi, I¢ ph| thuoc tham quyén quyét
dinh cta Hoi d¢ong nhan dan tinh Lao Cai ban hanh kém theo Nghi quyét sb 06/2020/NQ-HDND
ngay 10 thang 7 nim 2020 va Nghi quyét s 03/2021/NQ-HDND ngay 09 thang 4 nim 2021
cua Hoi ddng nhan dan tinh Lao Cai sira d6i mot s6 diu cia Quy dinh vé cac loai phi, Ié phi
thuoc tham quyén quyét dinh ctia Hoi ddng nhan dan tinh Lao Cai ban hanh kém theo Nghi
quyét s6 06/2020/NQ-HDND ngiy 10 thang 7 nim 2020 ciia Hoi dong nhan dan tinh Lao Cai.

b.2 Thanh phan hé so thuc hign TTHC Ban chinh | Bén sao
b.2.1 | Thanh phdn ngp hé seo truc tiép hodgc giri qua dich vu buu chinh
a Thanh phin hé so xut trinh:

- Ho chiéu hoac Ching minh nhan dan hoac Thé cin cude cdng dan
hoic céc gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 X
tham quyén cap, con gid tri sir dung dé chang minh vé nhan than cua
ngudi €O y8u cau ding ky khai tir. Truong hop cac théng tin ca nhan
trong cac gidy to ndy da co trong CSDLQGVDC, CSDLHTPT, dugc
hé théng dién tu dong thi khéng phai tai In (theo hinh thirc truc tuyén);

- Gidy to chimg minh noi cuw trii cudi cing Ciia nguwoi chét dé xac
dinh tham quyén trong trieong hop co quan ding ky hé tich khong thé
khai théac dwoc thong tin vé noi cu trii ciia cong dén theo cdc phuong
thizc quy dinh tai khodn 2 Diéu 14 Ngh;i dinh s6 104/2022/ND-CP
ngdy 21/12/2022 cua Chinh phi. Truwong hep cac thong tin vé gidy
to chitng minh noi cuw trii dd dwoc khai thac tir Co s¢ dir ligu quéc
gia vé ddn cu bang cac phwong thirc nay thi ngwoi ¢ yéu cau khdng
phdi xudt trinh (theo hinh thezc tryc tiép) hodc tdi 1én (theo hinh thirc
truc tuyén).

- Truong hop khong xac dinh dwoc noi cu tra cudi cling cua ngu oi
chét thi xuat trinh gidy to ching minh noi ngudi d6 chét hodc noi phat
hién thi thé ctia nguoi chét.

TrLrong hop guri ho so qua hé théng buu chinh thi phai giri kem theo
ban sao c6 ching thuc cac gidy to phai xuat trinh néu trén.

*Luu y:
- P6i véi gidy to nop, xuat trinh néu ngudi yéu cau nop hod so theo
hinh thirc truc tiep:
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+ Nguoi tiép nhan cd trach nhiém kiém tra, dbi chiéu véi thong tin
trong to khai, chup lai hoic ghi lai théng tin dé lwu trong hd so va tra
lai cho nguwoi xuat trinh, khong duoc yau cau nop ban sao hoic ban
chup gidy to do.

+ Nguoi yéu cau dang ky ho tich c6 thé nop ban sao chang thuc tir
ban chinh hoic ban sao duoc cép tir s6 goc hodc ban chup kém theo
ban chinh gidy to dé ddi chiéu. Truong hop ngudi Yéu ciau nop ban
chup kém theo ban chinh gidy to thi nguoi tiép nhan co trach nhiém
kiém tra, d6i chiéu ban chup vai ban chinh va ky xéc nhan, khong duoc
yéu cau ngudi di ding ky nop ban sao gidy to do.

+ Nguoi tiégp nhan ¢ trach nhiém tiép nhan dung, du ho so dang ky
ho tich theo quy dinh cua phép luat ho tich, khéng duoc y8u cau ngu oi
dang ky ho tich nop thém gidy to ma phap luat ho tich khong quy dinh
phai nop.

- Boi Vi gidy to giri kém theo néu nguoi yéu cau nop hd so theo
hinh thérc truc tuyén:

+ Ban chup céc gidy to giri kém theo hd so ding ky khai tir truc tuyén
phai bao dam rd nét, day du, toan ven vé noi dung, 1 ban chup biang may
anh, dién thoai hoic duoc chyp, duoc quét bang thiét bi dien tir, tir gidy to
duoc cap hop 18, con gid tri str dung;

+ Truong hop gidy to, tai liéu phai gui kémtrong ho so dang ky khai
tir truec tuyén da c6 ban sao dien tir hoac da c6 ban dién tir giay to ho tich
thi nguoi yéu cau duoc st dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Trich luc khai tir/ban
sa0 Trich lyc khai tir), ngudi ¢ yéu cau diang ky khai tir phai xuat trinh
gidy to tuy than, nop ban chinh cac gidy to 1a thanh phan hd so dang ky
khai tir theo quy dinh phép luat ho tich.

- Gidy to do co quan ¢6 thAm quyén cua nude c6 chung dudng bién
qigi voi Viet Nam lap, cap, Xxac nhan sir dung dé dang ky ho tich duoc
mién hop phép hoa lnh su; dich ra tiéng Viét va co cam két cia ngu oi
dich vé viéc dich dung ndi dung.

- Treong hop ngudi yeu cau dang ky khai tir khéng cung cép duoc
gidy to néu trén theo quy dinh hoac gidy to nop, xuat trinh bi tay xo6a,
stra chira, 1am gia thi co quan ding ky ho tich c6 tham quyén hay bo
két qua dang ky khai tir.

Thanh phan hé so phai nop:

- To khai dang ky khai tir theo mau (néu nguoi ¢6 yeu cau hya chon
nop ho so theo hinh thirc truc tiep);

- Biéu mau dién tr trong tac dang ky khai tir (do nguol yéu Cau cung
Cap thong tin theo hudng dan trén Cong dich vu cdng, néu nguoi ¢6 yéu
cau hra chon nop hd so theo hinh thirc truc tuyén)

* Ngudi ¢0 yéu cau dang ky khai tir thee hién viec nop/xuat trinh
(theo hinh thuc tryc tiep) hoac tai len (theo hinh thirc tryc tuyen) cac
giay to sau:
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- Giéi’y bao tir hoic gidy to thay thé Gidy béo tir do co quan c6 tham

A £ X
quyén cap.

- Van ban ty quyén theo quy dinh cua phap luat trong trudng hop
uy quyen thuc hién viéc dang ky khai tir. Truong hop nguoi duoc uy X

quyen Ia ong, ba, cha, me, con, vo, chong, anh, chi, em rust cua nguoi
1y quyén thi van ban ty quyén khéng phai chang thuc.

b.2.2 | Thanh phdn hé so nép truc tuyén (néu co)
Tap tin chira thanh phan hd so theo muc b.2.1
S6 lwong hd so: 01 bd
b.3
Yéu cau, diéu kién thuc hién
Tong thoi gian xir Iy theo quy dinh:
- Khong phai xac minh: Ngay trong ngay tiép nhan yéu cau, trrong hop nhan ho so sau 15 gid
b4 ma khéng giai quyét duoc ngay thi tra ket qua trong ngay lam viéc tiep theo.
' - Trudng hop can xéc minh thi thoi han giai quyét khong qua 03 ngay lam viéc.
Thoi gian ding ky cdt giam: khong
b5 Noi tiép nhan va tra kétqua: Bo phan tiép nhan va tra két qua cia Uy ban nhan dan cap xa ¢
' khu vuc bién giéi noi nguoi chét 1a nguoi nude ngoai cu tri.
Lé phi:
b6 - 8.000 dong ddi véi treong hop khai tir khong ding han;
' - Mié,n Ié phi cho nguoi thuoc gia dinh ¢6 cong vai cach mang; nguoi thuéc ho nghéo; nguoi
khuyét tat.
b.7 Quy trinh xir ly cong viéc
TT Trinh tw Tréach nhiém Thot gian | pie | mawkét qua
giai quyét
Budcl | Nop hd so Ca nhan co Gio hanh | Theo muc b.2
nhu cau chinh

* Quy trinh gidi quyét: Ngay trong ngay tiép nhan yéu cau, truong hop nhan hd so sau 15 giv ma khdng giai
quyét dugc ngay thi tra két qua trong ngay lam viéc tiép theo.

Buoc 2

* Kiém tra, tiép nhan ho so: Cong chirc Bo | Ngay sau |- Mau s6 01: Giay tiép
- Hd so hop I theo quy dinh: phan “Mot | khi  nhan | nhan ho so va hen tra ket
ctra” cta | dugc ho so | qua

+ Trwong hgp gidi quyét ngay

trong ngay tiép nhan ho so: Tiép UBND cap xa
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nhan va ghi gidy bién nhan, hen
ngdy tra hd so sau dé chuyén bo
phan chuydn mdn (néu ca nhan co
yéu cau)

+ Trwong hep nhan hé so sau 15
gi ma khong giai quyét dwoc
ngay thi tra két qua trong ngay
lam vigc tiép theo: Tlép nhan va ghi
gidy bién nhan, hen ngay tra ho SO
sau d6 chuyén bo phan giai quyét

+ Trudng hop ho so chura hop & theo
quy dinh: Ghi phiéu yéu cau bd
sung, hoan thién hd so

+ Truong hop tir chéi: Ghi phiéu tir
chdi tiép nhan giai quyét ho so

- Mau s6 03: Phiéu tir chdi
ticp nhan giai quyét ho so
- Mau s 02: Phiéu yéu
cau bo sung, hoan thign
ho so

- Mau s6 5: Phiéu kiém
soat qua trinh giai quyet
ho so

- Méu s6 06: S6 theo doi
ho so

(Thong tw $0:
01/2018/TT-VPCP)

- Ho so

Budc 3 | - Cong chirc tur phap ho tich tié’ln Cong chirc tu | Ngay - Du thao van ban c0 lién
hanh xem xét, xir ly ho so; d€ xuat | phap ho tich | trong ngay | quan
phuong an gial quyet cua UBND Xév' tiep  nhan | . Cong van phuc dap (néu
- Kiém tra hd so: phuong, thi | ho so co)
+ Hd so khong dap tng yéu chu: | Ian dugc phaA’rt1
Thong béo cho c4 nhan hoan thign | “°Nd 911 AWe
ho so, néu rd Iy do.
+ Truong hop hd so can giai trinh va
bo sung thém, thong bao cho ca nhan
hoan thién ho so
+ Truong hop hd so dap ang yéu
cau: Tien hanh tham dinh ho so; de
Xuat phuong an giai quyet
- Trinh Lér]h dao UBND x3,
phuong, thi tran

Budc 4 | Trwong hop hé so qud han chi | - Lanh dao co | Gid  hanh | Mau s6 04: Phiéu xin 15i
dgong thong bao bang vin bdn den | quan chinh va hen lai ngay tra ket qua
Bo ph_gin “Mgt cira” ’ke‘mAthe(‘) van | . Cong chuc (Thong tu sO
bdn_ xin 16i to chirc, canhan va hen | qyoc phan 01/2018/TT-VPCP).
thoi gian trd ket qud cong xi ly hd

SO

Budc 5 | - Xét duyét ho so: Lanh dao | Ngay Ky duyét trich lyc ding
+ Néu ddng v: Ky duyat UBND cap xa | trong ngay | ky khai tr. Treong hop tur
+ Néu khong déng Ky: Chuyén tra ::?p nhan ghm c6 van ban néu rd ly
ho so cho cong chire tu phap hd tich 0 50 °

Budc 6 | - Phat hanh van ban cong chirc | Ngay - Két qua giai quyét
- Chuyén cho B¢ phan “Mot cira” tra | duoC phan | trong ngay | TTHC
cho c& nhan cong xu ly ho | ticp  nhan

SO ho so
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- Phiéu  kiem soat qua
trinh giai quyet ho so
- S6 theo ddi ho so

Buoc 7 | Tiép nhan két qua giai quyét va tra | Céng chic Bo | Ngay - Két qua giai quyét
cho cé nhan phan “Mot | trong ngay | TTHC
cra” — cua|tép nhan| . phidu kiém sodt qua
UBND cap xa | ho so trinh giai quyét hd so
- S6 theo ddi ho so
Budc 8 | - Thong ké va theo doi Cong  chic | Gid  hanh | - Phiéu kiém soat qua
- Luu hd so theo quy dinh duoc phan | chinh trinh giai quyet ho so
cong xir Iy ho - S6 theo ddi hd so
S0 - Ho so hru theo quy dinh
* Quy trinh giai quyét: Trueong hop can xac minh thi thoi han giai quyét khong qua 03 ngay lam viéc
Bugc 2 | * Kiém tra, tiép nhan ho so: Cong chic Bo | 05ngdy |- Mau sb 01: Gidy tiép
- Hd so hop & theo quy dinh: phan “Mot | lam viéc | nhan ho so va hen tra ket
+ Tiép nhan va ghi gidy bién nhan, cua”cua Cap xa ua e
hen ngay tra hd so sau d6 chuyén bo - Mau s6 03: Phiéu tir Choi
phan chuyén mon tiep nhan giai quyet ho so
+ Truong hop hd so chua hop i€ theo "AMéU,A, so 02: Phiéu Y(:eu
quy dinh: Ghi phiéu yéu ciu bd cau bo sung, hoan thién
sung, hoan thién ho so ho S‘j ) ) i
+ Truong hop tir chdi: Ghi phiéu tir - Mau s6 5: Phicu kiem
chéi tiép nhan giai quyét hd so soat qua trinh giai quyet
ho so
- Mau sb 06: Sb theo dbi
ho so
(Thong tu sd:
01/2018/TT-VPCP)
- Ho so
Buéc 3 | - Cong chirc tr phap ho tich tié,n Cong chiac tr| 1,5ngay | - Du thao Trich lc khai
hanh xem xét, xir Iy ho so; dé xuat | phap ho tich | lam viéc | tir
phuong an giai quyet cua UBND xd, - Cong van phic dap (néu
- Kiém tra hd so: phuong,  thi c6)

+ Hb so khong dap tng yéu cau:
Thong bao cho ca nhan hoan thién
ho so, néu rd Iy do.

+ Truong hop ho so can giai trinh va
b6 sung thém, thdng bao cho ca nhan
hoan thién ho so

+ Truong hop hd so dap ang yéu
cau: (1) Tien hanh tham dinh ho so;
(2) xac minh dieu kién két hdn cua

tran duoc phan
cong giai quyet

- Phiéu kiém soat qua
trinh giai quyét ho so




61

hai bén nam, nit; (3) dé xuat phuong
an giai quyet

- Trinh Lanh dao UBND Xa,
phuong, thi tran

Buéc 4 | Trwong hep hé so qud hgn chii | - Linh dao co | Gio hanh | Mau sé 04: Phiéu xin 15i
dgng thong bao bang vin ban dén | quan chinh | va hen lai ngay tra két qua
Bo phan “Mgt cira” kém theo van | . Cong chuc (Thong tu SO
ban xin 13i té chwc canhanvahen | quoc phan 01/2018/TT-VPCP).
thoi gian tra ket qUé C(’jng XU Iy hé
SO
Budc 5 | - Xét duyét ho so: Lanh dao | 0,5ngay | Kétqua giai quyét (Trich
+ Néu ddng y: Ky duyét UBND cap xa | lamviéc | luc khai ti). Trwong hop
+ Néu khong ddng ky: Chuyén tra t gh(’l c6 vin ban néu 6
ho so cho cong chire tu phap ho tich ly do
Budc 6 | - Phat hanh van ban - Cong chuc| 05ngay |- Két qua giai quyét
- Chuyén cho Bo phan “Mot cira” | duoc — phan| lamviec | TTHC
thong bao ca nhan thoi gian T4 chie | €ONg xir Iy ho - Phiéu kiém soat quéa
trao Gidy chang nhan két hon cho | SO trinh giai quyét ho so
hai bén nam, nir - Cong chac Bo - 84 theo ddi hd so
phan “Mot
Ctra” ctia cap xa
Budc 7 | - Thong ké va theo doi Cong  chac| Gio hanh |- Phiéu kiém soat qua
- Luu hd so theo quy dinh duoc phan chinh trinh giai quyet ho so
cong xir ly ho - S6 theo di ho so
SO

- Hb so Iru theo quy dinh

Tong thoi gian giai quyét:
- Khong phdi xac minh: Ngay trong ngay tiép nhan yéu cau, truong hop nhan hd so sau 15 gio ma khong giai
quyét duoc ngay thi tra két qua trong ngay lam viéc tiép theo.

- Trudng hop can xac minh thi thoi han giai quyét khéng qué 03 ngay lam viéc

13. Quy trinh: QT -13
a. Tén quy trinh: DPang ky giam ho
b. N¢i dung cia quy trinh:

b.1

Co sé phap ly

- B0 luat Dan sy nam 2015;
- Luat Ho tich nam 2014;
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- Nghi dinh s6 123/2015/NB-CP ngay 15/11/2015 caa Chinh phii quy dinh chi tiét mot sé diéu
va bién phép thi hanh Luat Ho tich;

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

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cta Chinh phi sira d6i, bo sung mét sb
diéu cua cac nghi dinh lién quan dén viéc nop, xuat trinh sé ho khau, sé tam tri gidy khi thuc
hién tha tuc hanh chinh, cung cap dich vu cong:;

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

- Thong tu s6 01/2022/TT-BTP nody 04/01/2022 cua Bo truéng Bo Tu phap quy dinh chi
tiét mot sé dicu va bién phap thi hanh Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh
phii quy dinh v& Co sé dir liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Thong tu sb 281/2016/TT-BTC ngay 14/11/2016 cua Bo trwong Bo Tai chinh quy dinh mirc
thu, ché do thu, nop, quan Iy va sir dung phi khai thac, st dung thong tin trong co so dir liéu ho tich,
phi xac nhan c6 quéc tich Viét Nam, phi x4c nhan 1 ngudi gbe Viét Nam, I& phi quéc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua B truéng Bo Tai chinh huéng danvé phi
va Ié phi thuoc tham quyén quyét dinh cua Hoi dong nhan dan tinh, thanh phé truc thudc Trung
uong;

- Thong tu s6 106/2021/TT-BTC ngdy 26/11/2021 cia Bo truong Bo Tai chinh sira di, bd
sung mot sb diéu cta Thong tu sb6 85/2019/TT-BTC ngay 29/11/2019 cia Bo Tai chinh huéng
dan vé phi va I¢ phi thuoc thdm quyén quyét dinh cua Hoi dong nhan dan tinh, thanh phd truc
thudc Trung wong.

- Nghi quyét s6 06/2020/NQ-HDND ngiy 10/7/2020 ctia Hoi dong nhan dan tinh Lao Cai
ban hanh quy dinh vé cac loai phi, I& phi thuoc thim quyén quyét dinh ciia Hoi dong nhan dan
tinh Lao Cai.

- Nghi quyét s6 06/2022/NQ-HPND ngay 15/7/2022 cua Hoi ddng nhan dan tinh Lao Cai
sira d6i, b6 sung, bai bo mot sé diéu cua Quy dinh V& cac loai phi, 18 phi thuoc tham quyén quyét
dinh cua Hoi dong nhan dan tinh Lao Cai ban hanh kém theo Nghi quyét s6 06/2020/NQ-HDND
ngdy 10 thang 7 nam 2020 va Nghi quyét sé 03/2021/NQ-HPND ngay 09 thang 4 nim 2021
cua Hoi dong nhan dan tinh Lao Cai stra ddi mot sé diéu cua Quy dinh V& céc loai phi, 1 phi
thuoc tham quyén quyét dinh ctia Hoi ddng nhan dan tinh Lao Cai ban hanh kém theo Nghi
quyét s6 06/2020/NQ-HDND ngay 10 thang 7 nam 2020 ctia Hoi dong nhan dan tinh Lao Cai.

b.2 Thanh phan ho so thuc hign TTHC Ban chinh | Ban sao
b.2.1 | Thanh phdn ngp hé seo trwc tiép hodgc giri qua dich vu buweu chinh
a Thanh phan hé so xuét trinh

- Ho chiéu hodc Chang minh nhan dan hoic Thé can cudc cong
dan hoic cac gidy to khac c6 dan anh va thong tin ca nhan do co quan X
c6 tham quyeén cap, con gid tri sir dung dé chirng minh vé nhan than
cua ngudi €6 Yéu cau dang ky gidm ho. Trudng hop cac thong tin ca
nhan trong cac gidy to ndy da cé trong CSDLQGVDC, CSDLHTDT,
duoc hé thong dién tu dong thi khdng phai tai Ién (theo hinh thirc truc
tuyén);
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- Giay torc6 gid tri ching minh thong tin vé cu trii trong trieong
hop co quan dang ky ho tich khong thé khai thac diroc thong tin ve
noi cu tril cua cong dan ’theo cac phwong thirc quy dinh tai khodn
2 bieu 14 Nghi dinh so 104/2022/ND-CP ngay 21/12/2022 cua
Chinh phu. Trirong hop cac thong tin vé giay to chitng minh noi cur
trii da dwroc khai thac tir Co so dit lieu quoc gia vé dan cu bang cac
phuong thirc nay thi nguoi ¢0 yéu cau khdng phai xuat trinh (theo
hinh thizc truc tiep) hogac tai 1én (theo hinh thic tryc tuyen);

Truong hop giri hd so qua h¢ thong buu chinh thi phai giri kem
theo ban sao c6 chirng thuc cac giay to phai xuat trinh néu trén.

*Luu y:

-D4i V6i gidy to nop, xuat trinh néu ngudi yéu cau nop hd so theo
hinh thirc truc tiep:

+ Nguoi tiép nhan cd trach nhiém kiém tra, doi chiéu véi thong
tin trong to khai, chup lai hoac ghi lai thong tin dé hru trong ho so va
tra lai cho r}guc‘yi xuat trinh, khong duoc yéu cau nop ban sao hoac
ban chup giay to do.

+ Nguoi yéu cau dang ky ho tich c6 thé nop ban sao ching thuc
tr ban chinh hogc ban sao duoc cap tir s goc hoac ban chyp kem
theo ban chinh giay to dé doi chicu. Truong hop nguoi yéu cau nop
ban chup kém theo ban chinh giay to thi nguoi tiep nhan co trach
nhiém Kiém tra, doi chieu ban chup véi ban chinh va ky xac nhan,
khong duoc yéu cau nguoi di dang ky nop ban sao giay to do.

+ Nguoi tiép nhan cd trach nhigm tiép nhan ding, du ho so ding
ky ho tich theo quy dinh cua phédp luat ho tich, khong dwuoc yéu cau
nguoi dang ky ho tich nop thém giay to ma phap luat ho tich khdng
quy dinh phai ndp.

- D6i voi gidy to gui kém theo néu ngudi yéu cau nop hd so theo
hinh thuc truc tuyén:

+ Ban chup cac gidy to giri kém theo hd so diang ky giam ho truc
tuyen phai bdo dam rd nét, day du, toan ven ve ndi dung, la ban chup
bang may anh, dién thoai hoac dwoc chup, duoc quét bang thict bi dién
tir, tir giay to dugc cﬁp hop 1€, con gié tri str dung.

+ Truong hop gidy to, tai liéu phai giri kém trong ho so diang kygiam
ho truc tuyén da c6 ban sao dién tur hoac da co ban dién tu giay to ho
tich thi ngudi y8u cau duoc sir dung ban dién tir nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Trich luc ding ky
giam ho/ban sao Trich luc déng ky gidm ho), nguoi €6 yéu cau dang ky
giam ho xuat trinh giay to tuy than, nop ban chinh cac giay to la thanh
phan ho so dang ky giam ho theo quy dinh phap luat ho tich.

- Gidy t& do co quan c6 tham quyén cia nudc Nngoai cap, cong
chirng hodc xac nhan dé sir dung cho viéc dang ky ho tich tai Viét
Nam phai duoc hop phap hoa lénh su theo quy dinh cua phap luat,
tre treong hop duoc mién theo di€u wdc quoc t€¢ ma Viét Nam la
thanh vién.

- Truong hop nguoi yéu cau dang ky gidm ho khong cung cap
duoc giay to néu trén theo quy dinh hoac giay to nop, xuat trinh bi
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tdy x0a, stra chira, lam gid thi co quan ding ky ho tich ¢d thim quyén
huy bo ket qua dang ky gidm ho.

Thanh phan ho so phai nop:

- To khai dang ky gidm ho theo mau (néu ngudi ¢6 yéu cau hra chon
nop hd so theo hinh thuc tryuc tiép)

- Bleu mau dién tir tuong tac dang ky giam ho (do ngurol Yeu cau
cung Cap thong tin theo hu:ong dan trén Cong dich vu ¢6ng, néu nguoi X
c6 yéu cau hra chon nop hd so theo hinh thirc truc tuyén)

* Ngudi ¢6 yéu cau dang ky giam ho thyc hién viec nop/xuét trinh
(theo hinh thirc truc tiep) hoac tai Ién (theo hinh thirc truc tuyén) céac
giay to sau:

- Vin ban cir nguoi giam ho theo quy dinh cua Bo luat Dan su dbi
Voi treong hop dang ky giam ho cir

- Gidy to ching minh diéu kién gidm ho duong nhién theo quy
dinh cuia B luat Dan sy dbi voi truong hop dang ky giam ho du:ong
nhién. Trudng hop c6 nhidu nguoi cing du dleu kiégn lam giam ho X
duong nhién thi nop thém vin ban thoa thuan vé viéc cir mot ngudi
lam gidm ho duong nhién.

- Vén ban uy quyén theo quy dinh cua phép luat trong truong hop
uy quyen thuc hién viéc dang ky giam ho. Truong hop nguodi duoc
ly quyen la ong, ba, cha, me, con, vo, chong, anh, chi, em rudt cua
nguoi Gy quyén thi vin ban ty quyén khdng phai chang thuc.

h.2.2

Thanh phan hé so nép truec tuyén (néu co)

Tap tin chira thanh phan hd so theo muc b.2.1

b.3

S6 lwong hd so: 01 bd

Yéu cau, diéu kign thuc hién

b.4

Tong thoi gian xir 1y theo quy dinh: 03 ngay lam viéc, ké tir ngdy nhan du hd so hop Ié

Thoi gian ding ky cdt giam: 01 ngay lam viéc (Quyét dinh s6 1090/QB-UBND ngay 11/5/2023
cua Chu tich UBND tinh Lao Cai).

Theoi gian xa 1y sau khi cdt giam: 02 ngay lam viéc, ké tir ngdy nhan du hd so hop 16

b.5

Noi tiép nhan va tra kétqua: Bo phan tiép nhan va tra két qua cia UBND cip x4
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b.6 L& phi: Mién & phi
b.7 Quy trinh xir ly cbng viéc
TT Trinh tu Trach nhiém T.t“.ﬂ glal | Bigu mawkeét qua
: * glal quyét
Bugc 1 | Nop hd so Ca nhan c6 nhu | Gid hanh | Theo muyc b.2
cau chinh
Buéc 2 | * Kiém tra, tiép nhan ho so: cong chac Bo| 02gid |- Mau sé 01: Giay tiép
- Hd so hop I& theo quy dinh: phan “Mot ctra” | lam viec | nhan ho so va hen tra ket
+ Tiép nhan va ghi gidy bién nhan, | 2 4P X4 ua L
hen ngdy tra hd so sau dé chuyén - Mau $6 03: Phicu tir chol
bo phan chuyén mon ticp nhan giai quyet ho so
+ Truong hop hd so chwa hop 16 ';MQUA so 02: Ph\'éu Y‘?U
theo quy dinh: Ghi phiéu yéu cu cau bo sung, hoan thién
b6 sung, hoan thién ho so ho o , q
+Truong hop tir chdi: Ghi phiéu tir - Mau s6 5: Phicu kiem
chdi tiép nhan giai quyét ho so soat qua trinh giai quyet
ho so
- Méu s6 06: So theo ddi
ho so
(Thong tu s6:
01/2018/TT-VPCP)
- Ho so
Budc 3 | - Cong chirc tu phap ho tich tién | Cong chac tu| 0,5ngdy | - Cong van phic dap (néu
hanh xem xét, xu ly ho so; dé xuat | phap ho tich cua | lam viec | c6)
phuong an gial quyct UBND &, - Phiéu kiém soat qua
- Kiém tra hd so: phuong, thi tran trinh giai quyét hd so
+ Ho so khong dap ung yéu cau: dirge pflzin cong
Thong bao cho ca nhan hoan thien | @1 AWe
ho so, néu rd Iy do.
+ Truong hop hd so can giai trinh
va bo sung thém, théng bao cho ca
nhan hoan thién ho so
+ Truong hop hd so dap ung yéu
cau: Tién hanh tham dinh hd so
- Tién hanh thdm dinh hd so cong chac tr| 0,5ngdy | Van ban, tai liéu co lién
- D& xut phuong 4n giai quyét phap ho tich cta | lam viéc | quan
UBND Xa,

- Trich Lanh dao UBND X3,
phuong, thi tran

phuong, thi tran
duoc phan cong
giai quyet
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Busc 4 | Trwong hgp hé so qud hgn chii | - Lanh dao co| Gio hanh | MAu sb 04: Phiéu xin I5i
d¢ong thdng bao bang van bdan dén | quan chinh va hen lai ngay tra két qua
B phdn “Mgt cira” kém theovin | - Cong  chirc (Thong tu SO
bdn Xin i to chmA: ca 7nhan va | dugc phan cong 01/2018/TT-VPCP).
hen thei gian trd ket qud xtr Iy hd so
Buoc 5 | - Xét duyét hd so: Lanh dao UBND | 0,5ngay | Ky duyét trich luc dang
+ Néu ddng y: Ky duyét cap xa lam viéc | ky giam ho. Truong hop
+ Néu khong dong ky: Chuyén tra t ghO' c6 van ban neéu 1o
ho so cho cong chirc tu phap ho ly do
tich
Budc 6 | - Phat hanh van ban - Cong chac| 02gi0 |- Ké& qua giai quyét
- Chuyén cho B phan “Mot cira” dlqr(j(,: ppén cébng | lam viéec | TTHC
tra cho c& nhan Xt ly ho so - Phiéu kiém soat qua
trinh giai quyéet ho so
- S6 theo ddi ho so
Buoc 7 | Tiégp nhan két qua giai quyét | Cong chac Bo | Gio hanh |- Két qua giai quyét
TTHC; tra cho ca nhan phan “Mot cira” chinh TTHC
cua cap xa - Phiéu kiem soat qua
trinh giai quyéet ho so
- S6 theo ddi ho so
Budc 8 | - Théng ké va theo doi Cong chirc duoc | Giy hanh | - Phiéu  kiem soat qua
phan céng xir ly chinh trinh giai quyet ho so

- Luu ho so theo quy dinh

ho so

- S6 theo dbi ho so
- H so lru theo quy dinh

Tong thoi gian giai quyét: 02 ngay lam viéc, ké tir ngdy nhan du hd so hop 16

14. Quy trinh: QT - 14
a. Tén quy trinh: Dang ky chim dut giam ho
b. Noi dung cuaa quy trinh:

b.1

Co sé phap ly

- Bo luat Dan sy nam 2015;
- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cta Chinh pha quy dinh chi tiét mot s6 diéu va

bién phap thi hanh Luat Ho tich;

- Nghi dinh s6 87/2020/NB-CP ngay 28/7/2020 cua Chinh phi quy dinh vé Co'sé dit liéu ho tich

dién tir, dang ky ho tich truc tuyén;
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- Nghi dinh s6 104/2022/ND-CP ngdy 21/12/2022 ctia Chinh phi sira doi, bo sung mot s6 dieu
cua cac nghi dinh lién quan dén viéc nop, xuat trinh s6 ho khau, so tam trd giay khi thuc hién tha
tuc hanh chinh, cung cap dich vu cong;

- Thong tu s 04/2020/TT-BTP ngay 28/5/2020 cua Bo truéng Bo Tu phap quy dinh chi tiét thi
hanh mot so dieu cua Luat Hé tich va Nghi dinh s6 123/2015/NB-CP ngay 15/11/2015 cua Chinh pha
quy dinh chi tiét mot s diéu va bién phap thi hanh Luat Ho tich;

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 cua Bo truéng Bo Tu phap quy dinh chi tiét
mot s6 dieu va bien phap thi hanh Nghi dinh s6 87/2020/ND-CP ngdy 28/7/2020 cua Chinh phu
quy dinh v& Co so dix ligu ho tich dién tu, dang ky ho tich truc tuyen;

- Thong tu 50 281/2016/TT-BTC ngay 14/11/2016 ctia Bo truéng Bo Tai chinh quy dinh mirc thu,
che do thu, nop, quan ly va str dung phi khai thac, st dung thong tin trong co s¢ dit licu ho tich, phi
xac nhan co6 quoc tich Viét Nam, phi xac nhan 1a nguoi goc Viét Nam, 1€ phi quoc tich;

- Thong tu Sé’v 85/2019/TT-BTC ngay 29/11/2019 cta B¢ truong Bo Tai chinh huéng dan vé phi
va Ig phi thuoc tham quyen quyet dinh ctia Hoi dong nhan dantinh, thanh pho truc thuge Trung uong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua B truong Bo Tai chinh sira doi, bo
sung mot so dieu cua Thong tu so 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh hudng
dan ve phi va Ig phi thuoc tham quyen quyéet dinh ctia Hoi dong nhan dan tinh, thanh pho truc
thudc Trung wong.

- Nghi quyét s6 06/2020/NQ-HDND ngdy 10/7/2020 cua Hoi dong nhan dén tinh Lao Cai ban
hanh quy dinh vé cac loai phi, I€ phi thuoc tham quyén quyét dinh cua Hoi dong nhan dan tinh
Lao Cai.

- Nghi quyét s6 06/2022/NQ-HDND ngay 15/7/2022 cua Hoi dong nhan dan tinh Lao Cai
stra doi, bo sung, bai bo mot so dieu cia Quy dinh ve cac loai phi, I¢ phi thuoc tham quyen quyet
dinh cua Hoi dong nhan dan tinh Lao Cai ban hanh kem theo Nghi quyet so 06/2020/NQ-HDND
ngay 10 thang 7 nam 2020 va Nghi quyet so 03/2021/NQ-HBND ngay 09 thang 4 nam 2021 cta
Hoi dong nhan dan tinh Lao Cai swra d6i mot so dicu cua Quy dinh ve cac loai phi, Ié phi thuoc
tham quyen quyet dinh cua Hoi dong nhan dan tinh Lao Cai ban hanh kem theo Nghi quyet so
06/2020/NQ-HBND ngay 10 thang 7 nam 2020 ctia Hoi dong nhan dan tinh Lao Cai.

b.2 Thanh phan hd so thuc hign TTHC Ban chinh | Ban sao
b.2.1 | Thanh phan nép hé so truc tiép hodc giri qua dich vu buwu chinh
a Thanh phian hé so xuit trinh:

Ho chiéu hoic Chang minh nhan dan hoic Thé can cudc cdng dan
hqéc cac giév ,t(‘y khédc cé dan anh va théng tin ca nhﬁq do co quan c6 X
tham quyen cép, con gia tri sir dung d€ chirng minh ve nhan than cua
nguoi ¢O yéu cau dang ky cham dut gidm ho. Truong hop cac théng tin
ca nhan trong Ccéc glay to nay da co trong CSDLQGVDC,
CSDLHTDT, dugc hé thng dién ty dong thi khong phai tai Ién (theo
hinh thirc truc tuyén).

Truong hop giri ho so qua h¢ théng buu chinh thi phai giri kem theo
ban sao c6 chirng thuc cac giay to phai xuat trinh néu trén.

*Lwuy:

- D6i voi gidy to nop, xuat trinh néu ngudi yéu cau nop hd so theo
hinh thic truc tiep:
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+ Nguoi tiép nhan ¢ trach nhiém kiém tra, d6i chiéu vai thong tin
trong to khai, chup lai hodc ghi lai thong tin dé Iwu trong hd so va tra
lai cho nguwoi xuat trinh, khong duoc yau cau nop ban sao hoic ban
chup gidy to do.

+ Nguoi yéu cau dang ky ho tich c6 thé nop ban sao ching thuc tir
ban chinh hoic ban sao duoc cép tir s6 goc hoic ban chup kém theo
ban chinh gidy to dé ddi chiéu. Truong hop ngudi Yéu ciau nop ban
chup kém theo ban chinh gidy to thi nguoi tiép nhan co trach nhiém
kiém tra, d6ichiéu ban chup vai ban chinh va ky xéc nhan, khong duoc
yéu cau ngudi di dang ky nop ban sao gidy to do.

+ Nguoi tiép nhan ¢ trach nhiém tiép nhan dung, du hd so dang ky
ho tich theo quy dinh cua phép luat ho tich, khong duoc y8u cau ngu di
dang ky ho tich nop thém gidy to ma phap luat ho tich khong quy dinh
phai nop.

- Péi voi gidy to gari kém theo néu ngudi yéu cau nop hod so theo
hinh thérc truc tuyén:

+ Ban chyp cac gidy to giri kém theo hd so dang ky cham dut giam ho
truc tuyén phai bao dam rd nét, day du, toan ven vé ndi dung, [ ban chyp
bang may anh, dién thoai hoic dugc chup, dugc quét bang thiét bi dién
tir, tir gidy to dwoc cap hop Ié, con gia tri str dung.

+Tru0ng hop glay to, tai liéu phai giri kém trong hd so dang ky cham
dut giam ho truc tuyén da c6 ban sao dien tir hoic di co ban dién tir gidy
to ho tich thi nguoi yéu cau duoc st dung ban dién tir ndy.

- Khi dén co quan dang ky ho tich nhan két qua (Trich luc ding ky
cham dut giam ho/ban sao Trich luc dang ky chim duat giam hg), ngudi
c6 y8u cau dang ky chim durt gidm ho xuét trinh gidy to tuy than, nop cac
gidy tola thanh phan hd so dang ky chdm dirt giam ho theo quy dinh phép
luat ho tich.

- Gidy to do co quan ¢6 tham quyén ciia mrdc ngodi cap, cong chirng
hoic xac nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai
duoc hop phap héa lanh su theo quy dinh ctia phap luat, trir truong hop
duoc mién theo diéu udc quéc té ma Vist Nam [a thanh vién.

- Truong hop ngudi ¢ yeu cau dang ky chim dut giam ho khong
cung cap duoc gidy to néu trén theo quy dinh hoic gidy to nop, xuat
trinh bi tay x6a, sira chita, lam gia thi co quan dang ky ho tich ¢6 tham
quyén hay bo két qua dang ky chdm dut giam ho.

Thanh phan hé so phai nép:

- To khai déng ky cham durtgiam ho theo mau (néu nguoi ¢6 yéu cau
lra chon nop ho so theo hinh thirc truc tiep);

- Bicu mAu dién tir twong tac déng ky cham dit gidm ho (do nguoi
yéu cau cung cap thong tin theo hudng dan trén Cong dich vu cbng, néu
nguoi ¢ yéu cau lya chon nop ho so theo hinh thirc truc tuyen)

* Ngudi ¢6 yéu cau dang ky cham dit gidm ho thyc hign viec
nop/xuat trinh (theo hinh thac truc tiep) hoac tai €n (theo hinh tharc
truc tuyen) céc giay to sau:
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- Gidy to Am can ¢t chAm dut giam ho theo quy dinh cua Bo luat

Dan su.

- Van banty quyén theo quy dinh cua phap luat trong trrong hop
iy quyén thuc hign viéc dang ky chim dat giam ho. Truong hop nguoi X
duoc ty quyén Ia ong, ba, cha, me, con, vo, chong, anh, chi, em ruot

cta nguoi Gy quyén thi vin ban ty quyén khdng phai chang thyc.

b.2.2 | Thanh phan hé so nép truec tuyén (néu co)
Tap tin chira thanh phan hd so theo muc b.2.1
S6 lwong hd so: 01 bd
b.3
Yéu cau, diéu kign thuc hién
Téng thoi gian xir 1y theo quy dinh: 02 ngay lam viéc ké tir khi nhan da hd so hop I
ba Thei gian ding ky cit giam: 01 ngy lam viéc (Quyét dinh s6 1090/QB-UBND ngay 11/05/2023
' cua Cha tich UBND tinh Lao Cai).
Thei gian xa 1y sau khi cdt giagm: 01 ngdy lam viéc, ké tir ngdy nhan du hd so hop 16
b.5 Noi ti€p nhan va tra kétqua: Bo phan tiép nhan va tra két qua cia UBND cip x4
b.6 Lé phi: Mién Ig phi
b.7 Quy trinh xi ly cbng viéc
R ) n Thoi gian 2 x 2 .
TT Trinh tw Trach nhiém £ Bieu mau/Ket qua
: y giai quyét
Buéc 1 | Nop hd so Ca nhan ¢6 nhu | Gio hanh | Theo muc b.2
cau chinh
Budc 2 | * Kiém tra, tiép nhan hd so: coéng chic Bo 02 gio - Mau sb 01: Gidy tiép nhan
- Hd so hop I theo quy dinh: phan “Mot cua”| lam viéc | ho so va hen tra ket qua

+ Tiép nhan va ghi gidy bién
nhan, hen ngay tra ho so sau do
chuyén bo phan chuyén mon

+ Truong hop ho so chua hop ‘Ié
theo quy dinh: Ghi phicu yéu cau
b6 sung, hoan thién ho so

+ Truong hop tir choi: Ghi phiéu
tir choi tiep nhan giai quyet ho so

cua cap xa

- Mau s6 03: Phiéu tir chdi
ticp nhan giai quyet ho so
- Mau s6 02: Phiéu yéu cau
b6 sung, hoan thién ho so
- MAu s6 5: Phiéu kiem soat
qué trinh giai quyéet ho so
- Mau s6 06: S6 theo ddi hd
SO
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(Thong tu sd: 01/2018/TT-
VPCP)

- Hb so
Budc 3 | - Cong chire tu phap ho tich tién | Cong  chic  tu 02 gio - Cong van phic dap (néu
hanh xem xét, xu ly ho so; dé | phap ho tich cua lam viéc | c0)
xuat phuong 4n gial quyet UBND 4, - Phiéu kiém soat qua trinh
- Kiém tra hd so: phuong, thi tran giai quyét ho so
+ Ho so khong dap wng yéu cau: dugc phAatn cong
Théng béo cho ca nhan hoan | 941 4W°
thién ho so, néu rd Iy do.
+Truong hop hd so can giai trinh
va bo sung thém, thong bao cho
ca nhan hoan thién ho so
+ Truong hop hd so dap ing yéu
cau: Tien hanh tham dinh ho so;
dé xuat phuong an giai quyet
- Trinh Lanh dao UBND xa,
phuong, thi tran
Budc 4 | Trwong hep hé so qua han chii | - Lanh dao co | Gio hanh | Mau s6 04: Phiéu xin I18i va
dong thdong bao bang vian bdn | quan chinh hen lai ngay tra két qua
den By phdn “M¢t civa” kém | . Cong chirc (Théng tu s6 01/2018/TT-
theo van ban xin 1oi to charc, c@ | quoc phan cong VPCP).
nhan va hen thoi gian trd két | i Iy hd so
qua
Buéc 5 | - Xét duyet hd so: Lanh dao UBND | 02giv | Ky duyét trich luc ding ky
+ Néu ddng y: Ky duyét cap xa lam viéc | cham dut giam h¢. Truong
+ Néu khong dong ky: Chuyén :‘g’p t‘éo"h"l ¢6 vin ban neu
tra ho so cho cong chirc tu phap ly
ho tich
Bu6c 6 | - Phat hanh vin ban - Céng chuc 02gi0 |- Kétqua giai quyét TTHC
- Chuyén cho B¢ phan “Mot cira” | duoc ppan cong | lamviéc | - phidu kiém soat qué trinh
tra cho ca nhan xu ly ho so giai quyét hd so
- S6 theo ddi ho so
Budc 7 | Tiép nhan két qua giai quyét va | Cong chiic Bo | Gio hanh | - Kétqua giai quyét TTHC
tra cho ca nhan phan “Mot cura” chinh - Phiéu  kiém soat qué trinh
cua cap xa giai quyét hd so
- S6 theo dbi ho so
Buéc 8 | - Théng ké va theo dbi Cong chirc dwgc | Gio hanh | - Phiéu kiém soat qua trinh
phan cong xur ly chinh giai quyet ho so

- Luu ho so theo quy dinh

ho so
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- S6 theo ddi hé so
- Ho so Iru theo quy dinh

Tong thoi gian giai quyét: 01 ngy lam viéc, ké tir ngdy nhan du hd so hop Ié

15. Quy trinh: QT - 15
a. Tén quy trinh: Thay doi, cai chinh, bd sung ho tich.
b. N§i dung cia quy trinh:

b.1

Co s phép Iy

- Luat Ho tich nam 2014;

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

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phii quy dinh vé Co'sé dit ligu ho tich
dién tur, dang ky ho tich truc tuyen;

- Nghi dinh s 104/2022/NB-CP ngay 21/12/2022 cia Chinh pha sira d6i, b6 sung mot sé diéu
cta cac nghi dinh lién quan dén viéc nop, xuét trinh s6 ho khau, s tam tri gidy khi thuc hign thi
tuc hanh chinh, cung cap dich vu cong;

- Thong tu s 04/2020/TT-BTP ngay 28/5/2020 cua Bo truéng Bo Tu phap quy dinh chi tiét thi
hanh mot s6 dieu cua Luat Ho tich va Nghi dinh s6 123/2015/NB-CP ngay 15/11/2015 cta Chinh phua
quy dinh chi tiet mot s6 dieu va bién phap thi hanh Luat Ho tich;

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 cua Bo truéng Bo Tu phap quy dinh chi tiét
mot so dieu va bien phap thi hanh Nghi dinh so 87/2020/ND-CP ngay 28/7/2020 cua Chinh phu
quy dinh v& Co so dix liéu ho tich dién tur, dang ky ho tich truc tuyen;

- Thong tu 56 281/2016/TT-BTC ngay 14/11/2016 ctia Bo truong Bo Tai chinh quy dinh mic thu,
ché d6 thu, nop, quan ly va str dung phi khai thac, su dung thong tin trong co s¢ dit liéu ho tich, phi
xac nhan c6 qudc tich Viét Nam, phi xac nhan Ia ngudi goc Viet Nam, Ié phi qudc tich;

- Thong tu sQ 85/2019/TT-BTC ngay 29/11/2019 cta B¢ truong Bo Tai chinh huéng dan vé phi
va I¢ phi thuoc tham quyen quyet dinh cta Hoi dong nhan dan tinh, thanh pho truc thudc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cta Bo truéng Bo Tai chinh sira doi, bo
sung mot so dicu cua Thong tu so 85/2019/TT-BTC ngay 29{11/2019 cua Bo Tai chinh hudng
dan vé phi va I¢ phi thuoc tham quyén quyét dinh cua Hoi ddng nhan dan tinh, thanh phd truc
thuéc Trung wong.

- Nghi quyeét s6 06/2020/NQ-HDND ngay 10/7/2020 cta Hoi dong nhén dan tinh Lao Cai ban
hanh quy dinh vé cac loai phi, I& phi thuoc tham quyén quyét dinh ctia Hoi dong nhan déan tinh
Lao Cai.

b.2

Thanh phan hé so thuc hign TTHC Ban chinh | Ban sao

b.2.1

Thanh phdn ngp hé so truc tiép hodc giri qua dich vu bwu chinh

Thanh phan hé so xuat trinh
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- Ho chiéu hoic Chang minh nhan dan hoiac Thé cin cudc cong
dan hoac Céc giéy to khac ¢6 dan anh va thong tin ca nhan do co quan
c6 tham quyen CaD, con gia tri s dung dé chang minh vé nhan than
cta ngudi ¢O yéu cau dang ky thay ddi, cai chinh, bd sung thdng tin ho
tich. Truong hop cac thong tin ca nhan trong cac giay to nay da co
trong CSDLQGVDC, CSDLHTDT, duoc hé théng dién tw dong thi
khong phai tai Ién (theo hinh thirc truc tuyén);

- Gidy to c6 gia tri chizng minh thong tin Vé cur trii trong trueonq
hop co quan ding ky hé tich khong thé khai thac dwoc thong tin vé
noi cu tri cua cong dan theo cac phwong thirc quy dinh tai khoan 2
Diéu 14 Nahi dinh s6 104/2022/ND-CP ngay 21/12/2022 cua Chinh
phii. Truong hep cac thdng tin vé gidy to chimg minh noi cu trii di
dwoc khai thac tir Co sé diz lieu quac gia vé dan cur bang cdc phirong
thite nay thi ngwoi c6 yéu cau khdng phdi xudt trinh (theo hinh thac
truc tiép) hodc tdi 1én (theo hinh thic triec tuyén).

Truong hop giri hd so qua hé théng buu chinh thi phai guri kém
theo ban sao c6 chung thuc cac gidy to phai xuat trinh néu trén.

*Luwuy:

- Di voi gidy to nop, xuat trinh néu ngudi Yéu cau nop hd so theo
hinh thae tryc tiép:

+ Nguoi tiép nhan c6 trach nhiem Kkiém tra, d6i chiéu véi thdng
tin trong to khai, Chup lai hoac ghi lai thong t1n dé Iru trong hd so va
tra lai cho nguoi Xuit trinh, khong duoc yéu cau nop ban sao hoic ban
chup gidy to do.

+ Nguoi y8u cau dang ky ho tich c6 thé nop ban sao chang thuc
tir ban chinh hogc ban sao dwoc cap tir 56 gc hogc ban chyp kem theo
ban chinh gidy to dé ddi Chleu Truong hop ngLrol yBu cau nop ban
chup kem theo ban chinh gidy to thi nguoi tiép nhan co trach nhiém
Kiém tra, d6i chiéu ban chyup voi ban chinh va ky xéc nhan, khéng duoc
yéu cau nguoi di ding ky ndp ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, du hd so ding
ky ho tich theo quy dinh cua phép luat ho tich, khong dwoc yéu cau
ngudi dang ky ho tich nop thém gidy to ma phéap luat ho tich khong
quy dinh phai nop.

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

+ Ban chup cac gidy to giri kém theo hd so ding ky ding ky thay
doi, cai chinh, bo sung thong tin ho tich truc tuyén phai bao dam rd nét,
day du, toan ven vé noi dung, la ban chyp bang may anh, dién thoai hoac
duoc chup, dwoc quét bang thiét bi dién tir, tir gidy to duoc cap hop &,
con gid tri st dung.

+ Trudng hop gidy to, tai lisu phai giri kém trong hd so ding ky diang
ky thay d6i, cai chinh, b sung théng tin ho tich truc tuyén di c6 ban sao
dién tir hodc da co ban dién tir gidy to ho tich thi ngudi y8u cau duoc sir
dung ban dién tir nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Trich luc thay
ddi/cai chinh/ bd sung thong tin ho tich hoic ban sao Trich luc thay
déi/cai chinh/bd sung thdng tin ho tich), ngudi c6 yéu cau dang ky thay
dbi, cai chinh, bd sung thong tin hd tich xuat trinh gidy to tuy than, nop
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c4c gidy to la thanh phan hd so ding ky thay doi, cai chinh, bo sung
théng tin ho tich theo quy dinh phép luat ho tich.

- Gidy to do co quan co thim quyén ciia nudc ngodi cap, cong
ching hodc xac nhan dé sur dung cho viée dang k¥ ho tich tai Viét Nam
phai dugc hop phap hdéa lanh su theo quy dinh cua phap luat, trir truong
hop dugc mién theo diu uéc qudc t& ma Vist Nam la thanh vién,

- Trudng hop ngudi Yéu cau dang ky 6 yéu cau dang ky thay doi,
cai chinh, bd sung théng tin ho tich khong cung cap duoc gidy to néu
trén theo quy dinh hodc gidy to nop, xuat trinh bi tiy xda, stra chixa,
lam gia thi co quan dang ky ho tich c6 thim quyén hay bo két qua diang
ky thay doi, cai chinh, bo sung thong tin ho tich.

Thanh phan hé so phai nép:

- To khai diing ky thay d6i, cai chinh, bd sung théng tin ho tich, xac
dinh lai dan toc theo mau (néu nguoi ¢ yeu cau hra chon nop hd so
theo hinh thirc truc tiép):

- Biéu mau dién tir twong tac thuc hién dang ky thay doi, Cai chinh, X
bo sung thdng tin hd tich, xac dinh lai dan toc (do nguoi yeu cau cung
Cap thong tin theo hudng dan trén Cong dich vu cdng, néu nguoi ¢6 yéu
cau hra chon ndp hd so theo hinh thirc truc tuyén)

* Nguoi ¢6 yéu cau dang ky thay doi, cai chinh, bd sung thong tin
ho tich thuc hién viec nop/xuat trinh (theo hinh thirc tryc tiep) hoac tai
Ién (theo hinh thirc truc tuyén) cac giay to sau:

- Gidy to lam cin ctr thay d6i, cai chinh, bo sung thong tin ho tich X

- Véan ban uy quyén theo quy dinh cua phap luat trong trueong hop X
ty quyén thuc hién viéc dang ky thay dol cai chinh, bd sung thong tin
ho tich. Truong hop nguoi duoc Gy quyén i ong, ba, cha, me, con, Vo,
chong, anh, chi, em rudt cua nguoi Gy quyén thi vin ban ty quyén
khéng phai chirng thuc.

b.2.2

Thanh phan hé so nép truc tuyén (néu co)

Tap tin chira thanh phan hd so theo muc b.2.1

b.3

S6 lwong hé so: 01 bo

Yéu cau, diéu kién thuc hién:

+ Viée thay d6i ho, chir dém, tén cho nguwoi dudi 18 tudi phai ¢ su dong y cia cha, me ngudi do
va duoc thé hién rd trong To khai; ddi voi nguoi tir d 9 tudi tre IBn thi con phai c6 sy dong Y ciia
nguoi do.

+ Viéc cai chinh ho tich chi duoc giai quyét sau khi c6 du cin cir dé xac dinh ¢6 sai s6t do 13i cua
cong chirc lam cong tac ho tich hodc ciia ngudi Yéu cau dang ky ho tich; khong cai chinh ngi dung
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trén gidy to ho tich da dugc cap hop 18 nham hop thuc hoa thong tin trén hd so, gidy to ca nhan
khac.

+ Gidy t& ho tich quy dinh da cip cho cé nhan theo quy dinh cua phap luat vé ho tich truéc ngay
01/01/2016 (ngay Luat Ho tich c6 hi¢u luc) co gia tri st dung ma khong phdi bo sung thong tin
ho tich con thiéu so vai bieu mau ho tich hién hanh.

+ Gidy to ho tich duoc cap hop I ké tir ngady 01/01/2016 ma thng tin ho tich con thicu thi duoc
bo sung, néu co giay to, tai liéu do co quan, t6 chirc ¢6 tham quyen cap hop 1€ chirng minh.

Yéu cau ghi bo sung quoc tich Viet Nam chi thyc hién doi voi gidy to ho tich duoc cap ké tir ngay
01/01/2016, sau khi da xac dinh nguoi yeu cau dang c6 quoc tich Viét Nam theo quy dinh cua
Luat Quoc tich Viét Nam.

Tong thoi gian xir Iy theo quy dinh:

- B6 sung ho tich: Ngay trong ngay lam viéc ddi voi yéu cau bo sung ho tich, truong hop nhan
ho so sau 15 gio ma khéng giai quyét duoc ngay thi tra ket qua trong ngay lam viéc tiep theo.

- Thay dbi, cai chinh hd tich:

+ Khong phai xac minh: 03 ngay lam viéc ddi v6i ydu cau thay dbi, cai chinh ho tich

+ Truong hop phai xac minh thi thoi han giai quyét khong qua 06 ngay lam viéc.

Thoi gian ding ky cdt giam:
- Thay déi, cai chinh h tich:
+ Khong phai xac minh: 01 ngay lam viéc ddi v6i ydu ciu thay dbi, cai chinh ho tich

b.4
+ Truong hop phai xac minh: 02 ngay lam viéc.
(Quyét dinh s6 1090/QD-UBND ngay 11/05/2023 cua Chu tich UBND tinh Lao Cai).
Thei gian xi 1y sau khi cdt giam:
- B6 sung ho tich: Ngay trong ngay lam viéc ddi voi yéu cau bo sung ho tich, trwong hop nhan
ho so sau 15 gio ma khéng giai quyét duoc ngay thi tra ket qua trong ngay lam viéc tiep theo.
- Thay dbi, cai chinh hd tich:
+ Khéng phai x4c minh: 02 ngay lam viéc, ké tir ngdy nhan da hd so hop 16
+ Truong hop phai xéc minh thi thoi han giai quyét khong quéa 04 ngay lam viéc, ké tir ngdy nhan
da ho so hop €

b.5 Noi tiép nhan va tra kétqua: Bo phan tiép nhan va tra két qua cia UBND cap x4
L¢é phi:

b6 -15.000 dong

' - Mié,n I¢ phi cho nguoi thudc gia dinh c6 cong vai cach mang; nguoi thuoc hd nghéo; nguoi

khuyet tat.

b.7 Quy trinh xir ly cong viéc

TT Trinh tu Trach nhiém Théi gian Biéu mawKeét qua

giai quyét




75

Buocl

Nop ho so

Céa nhan co6 nhu
cau

Gio hanh
chinh

Theo muc b.2

* Quy trinh giai quyét:
Bo sung h¢ tich: Ngay trong ngay lam viéc d6i v6i yéu cau bo sung ho tich, truong hop nhén hd so sau 15
gioc ma khong giai quyét duoc ngay thi tra két qua trong ngay lam viéc tiép theo

Budc 2

* Kiém tra, tiép nhan ho so:
- Ho so hop I theo quy dinh:
+ Trudng hop gidi quyét ngay
trong ngay tiép nhan ho so:
Tiép nhan va ghi gidy bién nhan,
hen ngay tra ho so sau d6 chuyen

bo phan chuyén  mon (néu ca
nhan c6 yéu cau)

+ Trweong hep nhan ho so sau
15 gio ma khong giai quyét
dwoc ngay thi tra kétqua trong
ngay lam vigc tiép theo: Ticp
nhan va ghi giay bién nhan, hen
ngdy tra hd so sau d6 chuyén bo
phan giai quyét

+ Trudng hop hd so chua hop &
theo quy dinh: Ghi phiéu yéu cau
bd sung, hoan thién hd so

+ Truong hop tir chbi: Ghi phiéu
tir chdi tiép nhan giai quyét hd so

Cong chac Bo
phan “Mot cura”
cia UBND cip
xa

Ngay sau khi
nhan dugc hd
SO

- Mau sé 01: Gidy tiép
nhan ho sova hen tra két
qua

- MAu s6 03: Phicu tir
choi tiep nhan giai quyét
ho so

- Mau s6 02: Phiéu yéu
cau bo sung, hoan thién
ho so

- MAu s6 5: Phieu kiém
soat qua trinh giai quyeét
ho so

- Mau s6 06: S theo ddi
ho so

(Thong tw S0:
01/2018/TT-VPCP)

- Ho so

Buéc 3

- Cong chirc tu phap ho tich tién
hanh xem xét, xr ly ho so; de
Xuat phuong an giai quyet

- Kiém tra hd so:

+ Ho so khong dap ung yéu cau:
Thong bao cho ca nhan hoan
thién ho so, néu o Iy do.

+ Truong hop ho so can giai trinh
va bo sung thém, thdng bao cho
ca nhan hoan thién ho so

+ Truong hop hd so dap ing yéu
cau: Tien hanh tham dinh ho so;
deé xuat phuong an giai quyet

- Trinh Lanh dao UBND X3,
phuong, thi tran

Cong chac tu
phap ho tich cua
UBND Xa,
phuong, thi tran
duoc phéan cong
giai quyét

Ngay  trong
ngay ticp nhan
ho so

- Du thao van ban co
lién quan
- Cong van phac dap
(néu co)

Buoc 4

Truwong hop hé so qud han chii
dgng thong bao bang vin bdn
dén By phin “Mgt cira” kém
theo viin ban xin 16i té charc, ca

- Lanh dao co
quan

Gio hanh chinh

Mau s6 04: Phiéu xin I3i
va hen lai ngay tra két
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nhan va hen thei gian trd két| - Coéng  chac qua (Thong tu sd
qud duoc phéan cong 01/2018/TT-VPCP).
xur Iy ho so
Buéc 5 | - Xét duyét hd so: Lanh dao UBND | Ngay  trong | Ky duyét trich Iyc.
+ Néu ddng y: Ky duyét cap xa ngay tiep nhan | Truong hop tir choi co
+ Néu khong ddng ky: Chuyén ho so van ban néu rd ly do
tra ho so cho cong chirc tu phap
ho tich
Budc 6 | - Phat hanh vin ban Cong chiac dwoc | Ngay  trong | - Két qua giai quyét
- Chuyén cho Bo phan “Mot cira” | Phan cong xtr Iy | ngay tiép nhan | TTHC
tra cho ca nhan ho so ho so - Phiéu  kiém soat qua
trinh giai quyét ho so
- S6 theo dbi ho so
Buéc 7 | Tiép nhan két qua giai quyét va | Cong chac BoO | Ngay  trong | - Két qua giai quyét
tra cho ca nhan phan “Mot ctra” | ngay tiep nhan | TTHC
cia UBND cap | ho so - Phiéu  kiém soat qua
xa trinh giai quyet ho so
- S6 theo ddi hd so
Buéc 8 | - Théng ké va theo dbi Cong chirc duoc | Gio hanh chinh | - Phiéu  kiém soat qua

- Luu hd so theo quy dinh

phan cong xur ly
ho so

trinh giai quyét hd so
- S theo ddi ho so

- HS so Iwu theo quy
dinh

* Quy trinh giai quyét

- Thay doi, cai chinh h¢ tich:
+ Khéng phai xac minh: 02 ngy lam viéc, ké tir ngdy nhan du hd so hop I
+ Truong hop phai xac minh thi thoi han giai quyét khong quéa 04 ngay lam viéc, ké tir ngay nhan da hd so

hop 1€

Budc 2

- Kiém tra, tiép nhan ho so-

+ Truong hop hd so chua hop 1€
theo quy dinh: Ghi phieu yéu cau
b6 sung, hoan thién h6 so

+ Truong hop tir chdi: Chi phiéu
tir choi ticp nhan giai quyet ho so
+ HO so hop K theo quy dinh:
Tiep nhan va ghi giay bién nhan,
hen ngay tra ho so sau d6 chuyen
ho so cho can b tryc tiep giai
quyet

Cong chac BO
phan “Mot cura”
cta cap xa

02 gio lam
viéc

- Mau sé 01: Gidy tiép
nhan hd sova hen tra két
qua (Thong tu sb:
01/2018/TT-VPCP)

- Méu s6 03: Phiéu tir
chdi tiép nhan giai quyét
hd so (Théng tu sb:
01/2018/TT-VPCP)

- Mau sé 02: Phiéu yéu
cau bd sung, hoan thién
hd so (Théng tu sb:
01/2018/TT-VPCP)
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- M3u sb 5: Phiéu kiém
soat qué trinh giai quyét
hd so

- MAu s6 06: So theo dBi
hd so (Thong tu sb:
01/2018/TT-VPCP)

Buéc 3 | - Cong chirc tu phap ho tich tiér] cong chic tu |- Truong hop | Cong vian phic dap (néu
hanh xem xét, xir ly ho so; dé | phap ho tich cua | khdng phai xac | c)
Xuat phuong an giai quyet UBND xd, | minh: 0,5 ngay
- Kiém tra ho so: phuong, thi tran | lam viéc
+ Ho so khong dap (g yéu cau: durge ph%n cONg | - Truong  hop
Théng béo cho ca nhan hoan | 94! 4W° can phai xac
thién ho so, néu 13 Iy do. minh thi: 01
+Truong hop hd so can giai trinh ngay lam vige
va bo sung thém, thdng bao cho
ca nhan hoan thién ho so
+ Truong hop hd so dép ng yéu
cau: tham dinh ho so
- Tién hanh tham dinh hd so; cong chic tu |- Truong hop | - Dy thao van ban co
- Xac minh cac ndi dung co lign | Phap ho tich cua | khong phai xac | lién quan
quan UBND xd, | minh: 0,5 ngay
- Pé xuat phuong an giai quyét phudng, thi tran | lam viéc
A i . | duoc phan ¢ong | - Tryong  hop
- Trinh Lanh dao UBND xa, giai quyét A NI
huong, thi trdn can phal  xac
pRToTS, T minh  thi: 02
ngay lam viéc
Buéc 4 | Truwong hep hé so qud han chii | - Lanh dao co | Gio hanh chinh | Mau sb 04: Phiéu xin 15i
dgng thong bao bang vin bdn | quan va hen lai ngay tra ket
dén B¢g phdn “Mgt cira” kém | _ Cong  chirc qua (Théong tu so
theo van ban xin loi to ChlZ’C, Cé duoc phan C('jng 01/2018/1T-VPCP)
nhan va hen théi gian tra ket | xi Iy hd so
qua
Buéc 5 | - Xét duyét ho so: Lanh dao UBND 0,5 ngay Ky duyet Trich Iuc.
+ Néu ddng y: Ky duyét cap xa lam viéc Truong hop tir choi co
+ Néu khong ddng ky: Chuyén vin ban néu 16 ly do
tra ho so cho cong chirc tu phap
ho tich
Budc 6 | - Phat hanh van ban Cong chuc dugc 02 gio - Két qua giai quyét
phan cong xur ly lam viéc TTHC

- Chuyén cho B¢ phan “Mt cira”
tra két qua cho cé nhan

ho so

- Phigu  kiem soét qua
trinh giai quyét ho so
- S6 theo ddi hd so
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Budc 7 | Tiép nhan két qua; tra cho ca| Cong chic Bo Gio hanh - Két qua giai quyét
nhan phan “Mot cua” chinh TTHC
cua cap xa - Phiéu  kiém soat qua
trinh giai quyét ho so
- S6 theo dbi ho so
Budc 8 | - Théng ké va theo di Cong chuc dugc Gio hanh - Phigu  kiem soét qua
- Luu hd so theo quy dinh phan cong xur ly chinh trinh giai quyét ho so
ho so - S6 theo d6i hd so
- H6 so luu theo quy
dinh

Tong thoi gian giai quyét:

-Bb sung hg tich: Ngay trong ngay lam viéc d6i v6i yéu cau bo sung ho tich, truong hop nhan hd so sau 15
gio ma khong giai quyét duoc ngay thi tra két qua trong ngay lam viéc tiép theo.

- Thay dbi, cai chinh hg tich:

+ Khong phai xéc minh: 02 ngay lam viéc, ké tir ngdy nhan da hd so hop &

+ Truong hop phai x4c minh thi thoi han giai quyét khong qua 04 ngdy lam viéc, ké tir ngdy nhan da hd so

hop 1€

16. Quy trinh: QT - 16
a. Tén quy trinh: Cap Gidy xac nhan tinh trang hén nhan
b. N§i dung cia quy trinh:

b.1

Coso phép ly

- Luat Hon nhan va gia dinh ndm 2014;

- Luat Ho tich nam 2014;

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

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh pha quy dinh vé Co'sé dit liéu ho tich
dién tur, dang ky ho tich truc tuyen;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cta Chinh phi sira di, b6 sung mot s6 diéu
cua cac nghi dinh lién quan den viéc nop, xuat trinh s6 ho khau, so tam trd giay khi thuc hién thu
tuc hanh chinh, cung cap dich vu cong;

- Thong t s6 04/2020/TT-BTP ngdy 28/5/2020 ciia Bo trudng B Tu phép quy dinh chi tiét thi
hanh mot s6 dieu cua Luat Ho tich va Nghi dinh s6 123/2015/NB-CP ngay 15/11/2015 cua Chinh pha
quy dinh chi tiet mot so dicu va bién phap thi hanh Luat Ho tich;

- Théng tu s6 01/2022/TT-BTP ngay 04/01/2022 cua Bo truéng Bo Tu phap quy dinh chi tiét
mot s6 dieu va bien phap thi hanh Nghi dinh s6 87/2020/ND-CP ngdy 28/7/2020 cua Chinh phu
quy dinh vé Co s¢ dir ligu ho tich dién tur, dang ky ho tich truc tuyen;

- Thong tu 6 281/2016/TT-BTC ngdy 14/11/2016 ciia B) trwong Bo Tai chinh quy dinh mic thy,
che do thu, nop, quan ly va str dung phi khai thac, sir dung thong tin trong co s¢ dit licu ho tich, phi
xac nhan co6 quoc tich Viét Nam, phi xac nhan 1a nguoi goc Viét Nam, 1€ phi quoc tich;
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- Thong tu s0 85/2019/TT-BTC ngdy 29/11/2019 ctia B trwéng Bo Tai chinh huéng dan vé phi
va Ig phi thuoc tham quyen quyet dinh ctia Hi dong nhan dantinh, thanh pho truc thuge Trung vong;
- Thong tu s6 106/2021/TT-BTC ngdy 26/11/2021 ciia B trwong Bo Tai chinh sira doi, bo
sung mot so dieu cua Thong tw so 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh huéng
dan vé phi va Ig phi thuoc tham quyen quyét dinh cua Hoi dong nhan dan tinh, thanh pho truc

thudc Trung wong.

- Nghi quyét sé 06/2020/NQ-HBND ngay 10/7/2020 cta Hoi dong nhan dan tinh Lao Cai
ban hanh quy dinh V& cac loai phi, I¢ phi thuoc tham quyén quyét dinh ctia Hoi ddng nhan dan

tinh Lao Cai.
b.2 Thanh phan hé so thuc hign TTHC Ban chinh | Ban sao
b.2.1 | Thanh phdn hé so nép tructiép hodc qua dich vu buwu chinh
A Thanh phan hé so xuét trinh
- Ho chiéu hodc Ching minh nhan dan hodc Thé cin cuéc cong dan
hoac cac giay to khac cd dan anh va thong tin ca nhan do co quan cd X

tham quyén cép, con gid tri st dung dé chitng minh vé nhan than cua
ngudi €O yu cau cap Gidy xac nhan tinh trang hon nhan. Truong hop
c4c thdng tin c& nhan trong cac gidy to nay di co trong CSDLQGVDC,
CSDLHTDT, dugc hé thong dién ty dong thi khong phai tai Ien (theo
hinh thérc truc tuyén);

- Gidy to c6 gia tri chizng minh théng tin vé cu trii trong truong
hop co quan dang kv hé tich khong thé khai thdc dwoc thong tin vé
noi cw trii cua cong dan theo cac phwong thirc quy dinh tai khoan 2
Diéeu 14 Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cua Chinh
phii. Trieong hep céac thdng tin vé gidy to chitng minh noi cuw tri da
dwroc khai thac tir Co sé diz lieu quac gia vé dan cur bang cdc phirong
thite nay thi ngwoi c6 yéu cau khdng phdi xudt trinh (theo hinh thac
truc tiép) hodc tdi 1én (theo hinh thic triec tuyén).

Tru:o*ng hop gui hd so qua_ hé théng buu chinh thi phai giri kem theo
ban sao c6 ching thuc cac gidy to phai xuat trinh néu trén.

* Lwu y:

- Truong hop Yéu cau cip Gidy x&c nhan tinh trang hon nhin dé sir
dung vao muc dich két hon thi co quan diang ky ho tich chi cip 01 ban
cho ngudi yéu cau.

- Trudng hop yéu cau cap Gidy x&c nhan tinh trang hon nhan dé sir
dung vao muc dich khéc, khong phai dé dang ky két hon thi trong Giay
xac nhan tinh trang hon nhan phai ghi r6 muc dich st dung, s6 lwong
Gidy x4c nhan tinh trang hon nhan dugc cap theo yéu ciu.

- Trudng hop yéu cau cap Gidy xac nhan tinh trang hon nhin dé két
hon véi ngudi cing gisi tinh hoac két hdn véi ngudi nrdc ngodi tai Co
quan dai dién nwdc ngoai tai Vit Nam thi co quan dang ky ho tich tur
chbi giai quyét.

- D6i voi gidy to nop, xuat trinh néu ngudi yéu cau nop hd so theo
hinh thirc truc tiép:
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+ Nguoi tiép nhan ¢ trach nhiém kiém tra, d6i chiéu vai thong tin
trong to khai, chup lai hodc ghi lai thong tin dé Iwu trong hd so va tra
lai cho nguwoi xuat trinh, khong duoc yau cau nop ban sao hoic ban
chup gidy to do.

+ Nguoi yéu cau dang ky ho tich c6 thé nop ban sao ching thuc tir
ban chinh hoic ban sao duoc cép tir s6 goc hoic ban chup kém theo
ban chinh gidy to dé ddi chiéu. Truong hop ngudi Yéu ciau nop ban
chup kém theo ban chinh gidy to thi nguoi tiép nhan co trach nhiém
kiém tra, d6ichiéu ban chup vai ban chinh va ky xéc nhan, khong duoc
yéu cau nguoi di ding ky ndp ban sao gidy to do.

+ Nguoi tiép nhan ¢ trach nhiém tiép nhan dung, du hd so dang ky
ho tich theo quy dinh cua phép luat ho tich, khong duoc y8u cau ngu di
dang ky ho tich nop thém gidy to ma phap luat ho tich khong quy dinh
phai nop.

- Doi v6i gidy to giri kém theo néu nguoi yeu cau nop ho so theo
hinh thérc truc tuyén:

+ Ban chup céc gidy to giri kém theo hd so cap Gidy xac nhan tinh
trang hon nhan truc tuyén phai bao dam rd nét, day du, toan ven vé noi
dung, | ban chup bang may anh, dién thoai hodc duoc chup, duoc quét
bang thiét bi dién tir, tir gidy to dwoc cip hop &, con gid tri st dung.

+ Truong hop gidy to, tai liéu phai giri kém trong hd so cAp Gidy Xac
nhan tinh trang hon nhan trc tuyén da co ban sao dién tir hodc da co ban
dién tur gidy to ho tich thi ngudi yéu cau duoc sir dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua, nguoi ¢6 yéu cau cap
Gidy x4c nhan tinh trang hon nhan xuat trinh gidy to tuy than, nop cac
gidy to 1a thanh phan hd so cip Gidy xac nhan tinh trang hon nhan theo
quy dinh phép luat ho tich.

- Gidy to do co quan ¢ thim quyén cta nuwdc ngoai cap, ¢éng chirng
hoic x4c nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai
duoc hop phép héa lanh su theo quy dinh cta phap luat, trir treong hop
duoc mién theo diéu wéc quéc té ma Viet Nam [a thanh vién.

- Truong hop ngudi Yeu cau cap Gidy xac nhan tinh trang hon nhan
khong cung cap duoc gidy to néu trén theo quy dinh hoic gidy to nop,
Xuat trinh bi tay xda, stra chira, lam gia thi co quan dang ky ho tich ¢6
tham quyén hay bo két qua xac nhan tinh trang hdn nhan.

- Truong hop cho phép nguoi yeu cau diang ky ho tich lap van ban
cam doan vé ndi dung yéu cau dang ky ho tich thi co quan dang ky ho tich
phai giai thich rd cho nguoi Kp vin ban cam doan vé trach nhiégm, hé qua
phap ly cta viéc cam doan khong ding su that.

Co quan ding ky ho tich tir chéi giai quyét hodc dé nghi co quan c6
tham quyén hay bo két qua ding ky ho tich, néu cé co sé xac dinh noi
dung cam doan khong dtng su that.

Thanh phan hé so phai nép:

- T khai cap Gidy x&c nhan tinh trang hdn nhan (néu nguoi co yéu
cau hra chon nép ho so theo hinh thirc truc tiep);
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- Bicu mau dign tir trong tic cap Gidy x4c nhan tinh trang hon
nhan (do nguoi yeu Cau cung cap thong tin theo huéng dantrén Congdich
vy cong néu nguoi ¢4 yau cau hra chon ndp hd so theo hinh thirc truc

tuyén).

*Ngudi ¢O Yéu cau cap Gidy xac nhan tinh trang hdn nhan thuc hién
viec nop/xuat trinh (theo hinh thire tryc tiep) hodc tai len (theo hinh
thare truc tuyen) cac giay to sau:

- Trudng hop ngudi Yeu cau cip Gidy xac nhan tinh trang hon
nhan di c6 vo hoic chong nhung di ly hén hodc ngudi volchdng da
chét thi phai xuat trinh (ban chinh) hoac nop ban sao gidy to hop 18 dé
chirng minh;

- Cong dan Viét Nam dd ly hon, hay viéc két hdn ¢ nude ngoai thi
phai nop ban sao Trich luc ghi chd ly hon

- Truong hop c& nhan yéu cau cap li Gidy xac nhan tinh trang
hon nhan dé sir dung vao muc dich khac hodc do Gidy xac nhan tinh
trang hon nhan da hét thoi han sir dung theo quy dinh thi phai nop lai
Gidy x&c nhan tinh trang hon nhan da duoc cap trude do

- Van ban uy quyén theo quy dinh cta phap luat trong treong hop
iy quyén thuc hién viéc cap Glay xac nhan tinh trang hén
nhan. Truong hop nguoi dugc uy quyen la ong, ba, cha, me, con, Vo, X
chdng, anh, chi, em rugt cua ngudi vy quyén thi vin ban dy quyén
khong phai chirng thuc.

b.2.2

Thanh phdn hé so nép treec tuyén (néu co)

Tap tin chira thanh phan hd so theo muc b.2.1

b.3

S6 lwong hd so: 01 bd

Yéu ciu, diéu kién thuc hién:

* Truong hop Yéu cau xac nhan tinh trang hn nhan nham muc dich két hon thi nguoi yéu cau
phai dap ung du dieu kién ket hon:- Nam tir du 20 tuoi tro Ién, nit tr du 18 tudi tro n;

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

- Khdng bi mat ning hrc hanh vi dan su;

- Viéc két hén khdng thudc mdt trong cac trueong hop cam két hon, gom:

+ Két hon gia tao, ly hon gia tao;

+ Tao hon, cudng ép két hon, hra dbi két hon, can tro két hon;

+ Ngudi dang c6 vo, ¢6 chong ma két hon voi nguoi khéc hodc chura co vo, chua ¢6 chong ma
ket hdn voi nguoi dang c6 chong, ¢o vo;

+ Két hon giira nhitng nguoi cing dong mau vé truc hé; giira nhitng nguoi ¢ ho trong pham vi
ba doi; gitra cha, me nudi véi con nudi; gitra nguwoi da ting la cha, me nubi véi con nubi, cha
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chong véi con dau, me Vo V6i con ré, cha duong Véi con riéng cua v, me ké véi con riéng cua
chong.

- Nha nu6c khéng thira nhan hén nhén gitta nhirng nguoi cung gigi tinh.

* Truong hop yéu cu cap Gidy x4c nhan tinh trang hon nhan dé sir dung vao muc dich khéc,
khdng phai dé dang ky két hon, thi nguol yéu cau khdong phai dap trng diu kién ket hon.

Téng thoi gian xir 1y theo quy dinh:

- Khong phai xac minh: 03 ngay lam viéc, ké tir ngay nhan du ho so hop &

- Truong hop phai xac minh thi thoi han giai quyét khdng qué 23 ngdy, ké tir ngdy nhan du ho so
hop I¢

Thei gian ding ky cit giam: 01 ngy lam viéc (Quyét dinh s6 1090/QB-UBND ngay 11/05/2023

04| ¢ia Ch tich UBND tinh Lao Cai).
Theéi gian xa |y sau khi cdt giam:
- Khong phai xac minh: 02 ngay lam viéc, ké tir ngdy nhan da hd so hop 16
- Truong hop phai xac minh thi thoi han giai quyét khdng qua 23 ngay, ké tir ngay nhan dit hd so hop
Ié
b.5 Noi tiép nhan va tra kétqua: Bo phan tiép nhan va tra két qua UBND cap x4
Lé phi: 15.000 dong
b.6 Mién thu Ié phi dbi voi cac truong hop thude gia dinh c6 cong véi cach mang; ngudi thudc ho
nghéo; nguoi khuyet tat.
b.7 Quy trinh xir ly cdng viéc
TT Trinh tw Trach nhiém T.h“.”i gian Biéu mawKeét qua
: : giai quyet
, o Céa nhan c6 nhu | Gio hanh
Budoc 1 | Nop ho so cAu chinh Theo muc b.2
* Quy trinh giai quyét:
Khong phai xac minh: 02 ngay lam viéc, ké tir ngdy nhan di hd so hop 18
Buéc 2 | - Kiém tra, tiép nhan ho so: | Cong chwec Bo | 02gio lam | - Mau s6 01: Gidy tiep
+ Truong hop hd so chwa hop I | Phan “Mot cua” viéc nhan ho sova hen tra ket
theo quy dinh: Ghi phiéu yéu ciu | Cua cap xa qua (Théng tu sO:
bd sung, hoan thién hd so 01/2918/"I‘I' -VPCP)
+ Truong hop tr chéi: Ghi phiéu - Mau so 03: Phieu ti
tir chdi tiép nhan giai quyét hd so choi tiep nhan giai quyet
+ Hd so hop K theo quy dinh: PO e o Thomg i 50:
Tiép nhan va ghi gidy bién nhan, 018/TT-VPCP)
hen ngay tra ho so sau d6 chuyén - Mau s6 02: Phleu yeu
cau bo sung, hoan thién
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ho so cho can b tryc tiép giai
quyet

hd so (Thong tu sb:
01/2018/TT-VPCP)

- Mau s6 5: Phiéu kiem
soat qua trinh giai quyet
ho so

- Mau s6 06: S6 theo ddi
ho so (Thong tu so:
01/2018/TT-VPCP)

Budc 3 | - Cong chire tu phap ho tich tién | Cong  chic  tu 0,5 ngay Cong van phic dép
hanh xem xét, xir ly ho so; dé | phap ho tich cua lam viéc (néu co)
Xuat phuong an giai quyet UBND Xa,
- Kiém tra ho so: phuong, thi tran
+ H so khong dép tng yéu cau: | 4U0C phE[n cong
Théng béo cho ca nhan hoan | 98! 4W°
thién ho so, néu rd Iy do.
+Trudng hop hd so can giai trinh
va bo sung thém, thdng bao cho
ca nhan hoan thién ho so
+ Truong_hop ho so dap ang yéu
cau thi tham dinh ho so.
- Tién hanh thdm dinh ho so; cong chuc tu 0,5 ngay - Dy thao vian ban c6
- Xac minh cac ngi dung c6 lién | Phap ho tich cua lam viec lién quan
quan UBND x4,
A ok (s X huong, thi tran
- D& xuét ph i quyét |P » i
e‘ e Izwng an g quCN duoc phéan cong
- Trinh Lanh dao UBND Xa, | .iz; A
. N gial quyet
phuong, thi tran
Budc 4 | Trwong hep hé so qua hgn chii | - Lanh dao co Gio hanh Mau s6 04: Phicu xin I3i
dong thdong bao bang vian bdn | quan chinh va hen lai ngay tra két
den B¢ phgn “Mpt Cira” kém - Cong chuc qua (Thong tu so
theo vin ban xin 16i té chirc, & | duoc phan cong 01/2018/TT-VPCP).
nhan va hen thei gian trd ket | x; Iy hd so
qua
Buéc 5 | - Xét duyét hd so: Lanh dao_ 0,5 ngay Ky duyét gidy xac nhan
+ Néu ddng y: Ky duyét UBND cap xa lam viéc tinh trang hon nhan.
+ Néu khong dong ky: Chuyen Tru ol’)ngn Egp rt}r ,CZO' co
tra ho so cho cong chirc tu phap van ban réu 16 ly do
ho tich
Budc 6 | - Phat hanh van ban Cong chuc dugc 02 gio - Két qua giai quyét
phan cong xur ly lam viéc TTHC

- Chuyén cho B9 phan “Mot cira”
tra két qua cho cé nhan

ho so

- Phiéu kiém soat qua
trinh giai quyét ho so
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- S6 theo ddi ho so

Budc 7 | Tiép nhan két qua giai quyét; tra | Coéng chac Bo Gio hanh - Két qua giai quyét
cho ca nhan phan “Mot cura” chinh TTHC
cua cap xa - Phiéu  kiém soat qua
trinh giai quyét ho so
- S6 theo ddi ho so
Budc 8 | - Théng ké va theo dbi Cong chac dugc Gio hanh - Phiéu  kiém soat qua
- Luu hd so theo quy dinh phan cong xir ly chinh trinh giai quyét ho so

ho so

- S6 theo doi ho so

- H6 so Iru theo quy
dinh

* Quy trinh giai quyét: Trudong hop phai xac minh thi thoi han giai quyét khong qua 23 ngay, ké tir ngdy nhan
da hd so hop &

Buoc 2

- Kiém tra, tiép nhan ho so-

+ Truong hop hd so chua hop k&
theo quy dinh: Ghi phicu yéu cau
b6 sung, hoan thién ho so

+ Truong hop tir choi: Ghi phiéu
tir choi ticp nhan giai quyet ho so
+ Ho so hop I8 theo quy dinh:
Tiép nhan va ghi gidy bién nhan,
hen ngay tra ho so sau d6 chuyen
ho so cho can bg truc tiép giai
quyst

Cong chac Bo
phan “Mot cua”
cua cap xa

0,5 ngay

- Mau sé 01: Gidy tiép
nhan hd so va hen tra két
qua (Théng tu  so:
01/2018/TT-VPCP)

- Mau s6 03: Phiéu tir
chdi tiép nhan giai quyet
hd so (Théng tu sb:
01/2018/TT-VPCP)

- Mau sé 02: Phiéu yéu
cau b sung, hoan thién
hd so (Théng tu sb:
01/2018/TT-VPCP)

- Mau s 5: Phiéu kiém
soat qua trinh giai quyét
hd so

- Mau s6 06: S theo ddi
hd so (Théng tu sb:
01/2018/TT-VPCP)

Buéc 3

- Cong chirc tur phap ho tich tién
hanh xem xét, xir ly ho so; de
Xuat phuong an giai quyet

- Kiém tra ho so:

+ Ho so khong dap ung yéu cau:
Thong bao cho ca nhan hoan
thien ho so, néu o Iy do.
+Trudng hop hd so can giai trinh
va bo sung thém, thdng bao cho
ca nhan hoan thién ho so

Cong chac tr
phap ho tich cua
UBND Xa,
phuong, thi tran
dugc phén cong
giai quyét

0,5 ngay

Cong van phiac dap
(néu co)
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+ Truong_hop ho so dap Gng yéu
cau thi tham dinh ho so

- Tién hanh tham dinh hd so;

- Xac minh cac ndi dung co lién
quan (Truong hop ngudi yéu cau
xac nhan tinh trang hon nhan da
tirng dang ky thuong trd tai nhieu
noi khac nhau)

+ B4o c4o Lanh dao co quan

+ Dy thao van ban dé nghi Uy
ban nhan dan cap xa noi nguoi do
da timg dang ky thuong trd ticn
hanh kieém tra, x4&¢c minh veé tinh
trang hén nhan cta nguoi do

+ Trinh Lanh dao ky phat hanh

Cong chac tu
phap ho tich cua
UBND Xa,
phuong, thi tran
dugc phén cong
giai quyét

0,5 ngay

Van ban c6 lién quan

Kiém tra, xac minh vé tinh trang
hén nhan cua nguoi do

- Co quan, don
vi duoc giri ly y
kién

- Cong chac tu
phap ho tich cua
UBND Xa,
phuong, thi tran
duoc phan cong
giai quyét kiem
tra, x4 minh va
theo dbi don déc
cac co quan

20 ngay

Vin ban xac minh

- Tiép nhan van ban xac minh

- Tong hop cac ndi dung

- Dé xudt phuong 4an giai quyét
- Trinh Lﬁnh dao UBND xa,
phuong, thi tran

Cong chac tr
phap ho tich cua
UBND Xa,
phuong, thi tran
dugc phén cong
giai quyét theo
dai don déc

0,5 ngay

Van ban, tai liéu co
lien quan

Budc 4

Trwong hop hé so qud han chi
dgng thong bao bdng vin bdn
dén Bé phdn “Mpt cira” kém
theo viin ban xin 16i té chirc, ca
nhan va hen thei gian trd ket
qud

- Lanh dao co
quan

- Céng chuc
duoc phan cong
xir ly ho so

Gio hanh
chinh

Mau s6 04: Phiéu xin 15i
va hen li ngay tra két
qua (Thong tr sb
01/2018/TT-VPCP).

Budc 5

- Xét duyét ho so:
+ Néu dong y: Ky duyét

Lanh daor
UBND cap xa

0,5 ngay

Ky duyét gidy xac nhan
tinh trang hon nhan.
Truong hop tir chdi co
van ban néu rd ly do
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+ Néu khong dong ky: Chuyen
tra ho so cho cong chirc tu phap
ho tich
Budc 6 | - Phat hanh van ban Cong chuc dugc 0,5 ngay - Két qua giai quyét
- Chuyén cho B¢ phan “Mét cira” | Phan cong xu ly TTHC
tra két qua cho ca nhan ho so - Phidu  kiém sodt qua
trinh giai quyét ho so
- S6 theo ddi ho so
Budc 7 | Tiép nhan két qua; tra cho ca| Céng chuc Bo Gio hanh - Két qua giai quyét
nhan phan “Mot cura” chinh TTHC
cua cap xa - Phidu  kiém soét qua
trinh giai quyét ho so
- S6 theo ddi ho so
Budc 8 | - Théng ké va theo di cong chirc Gio hanh - Phiéu kiem soat qua
- Luu hd so theo quy dinh dugc phan cong chinh trinh giai quyet ho so
xir ly ho so - S6 theo d6i hd so
- Ho so lru theo quy
dinh

Tong thoi gian giai quyét:
- Khong phai xac minh: 02 ngay lam viéc, ké tir ngdy nhan du hd so hop Ié
- Truong hop phai xac minh thi thoi han giai quyét khdng qua 23 ngay, ké tir ngay nhan da hd so hop &

17. Quy trinh: QT - 17
a. Tén quy trinh: Pang ky lai khai sinh
b. N§i dung cia quy trinh:

b.1

Co s phép Iy

- Luat Ho tich nam 2014;

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

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phii quy dinh vé Co'sé dit ligu ho tich
dién tir, dang ky ho tich truc tuyen;

- Nghi dinh s6 104/2022/ND-CP ngdy 21/12/2022 cia Chinh phii sira doi, bo sung mot so dicu
cua cac nghi dinh lién quan dén viéc nop, xuat trinh s6 ho khau, so tam tra giay khi thuc hign thu
tuc hanh chinh, cung cap dich vu cong;

- Thong tu s 04/2020/TT-BTP ngay 28/5/2020 cua Bo truéng Bo Tu phap quy dinh chi tiét thi
hanh mot so diéu cua Luat Hé tich va Nghi dinh s6 123/2015/NB-CP ngay 15/11/2015 cua Chinh phu
quy dinh chi tiét mot sé diéu va bién phép thi hanh Luat Ho tich;
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- Thong tu s6 01/2022/TT-BTP ngdy 04/01/2022 cua Bo trwéng Bo Tu phap quy dinh chi tiét
mot so diég va bién phap thi hanh Nghi dinh s6 87/2020/ND-CP ngéy 28/7/2020 cta Chinh phu
quy dinh v&¢ Co so dix ligu ho tich dién tur, dang ky ho tich truc tuyen;

- Thong tu s6 09/2022/TT-BTP nody 30/12/2022 cta Bo truong Bo Tu phap bai b mot s6 noi
dung tai cac Thong tu trong finh vuc tro gidp phap ly, ho tich do B truong Bo Tu phap ban hanh;

- Thong tu 50 281/2016/TT-BTC ngay 14/11/2016 ctia Bo truong Bo Tai chinh quy dinh mic thu,
che d6 thu, nop, quan ly va str dung phi khai thac, su dung thong tin trong co s¢ dit liéu ho tich, phi
xac nhan c6 qudc tich Viét Nam, phi xac nhan Ia nguoi gc Viet Nam, Ié phi qudc tich;

- Thong tu S(A)v 85/2019/TT-BTC ngay 29/11/2019 cta B¢ truong Bo Tai chinh huéng dan vé phi
va Ig phi thuoc tham quyen quyet dinh ctia Hoi dong nhan dan tinh, thanh pho truc thuoe Trung vong;

- Thong tw s 106/2021/TT-BTC ngay 26/11/2021 cua B¢ trwong Bo Tai chinh swra doi, bd
sung mot so dicu cua Thong tu SO 85/2019/]1’ -BTC ngay 29{11/2019 cua Bo Tai chinh hudng
dan vé phi va I& phi thuoc thim quyén quyét dinh cua Hoi dong nhan dan tinh, thanh phd truc
thudc Trung wong.

- Nghi quyét s606/2020/NQ-HBND ngay 10/7/2020 ctia Hoi dong nhan dan tinh Lao Cai ban
hanh quy dinh vé cac loai phi, 1€ phi thuoc tham quyen quyet dinh cua Hoi dong nhan dan tinh
Lao Cai.

- Nghi quyét s6 06/2022/NQ-HDND ngy 15/7/2022 cua Hoi dong nhan dan tinh Lao Cai
stra doi, bo sung, bai bé mot so dieu cia Quy dinh ve cac loai phi, I¢ phi thg@c tham quyen quyet
dinh cua Hoi dong nhan dan tinh Lao Cai ban hanh kem theo Nghi quyet so 06/2020/NQ-HDND
ngay 10 thang 7 nam 2020 va Nghi quyet s6 03/2021/NQ-HDND ngay 09 thang 4 ndm 2021 cua
Hoi dong nhan dan tinh Lao Cai sira d6i mot sb didu cia Quy dinh V& céac loai phi, I& phi thuoc
tham quyén quyét dinh cua Hoi ddng nhan dan tinh Lao Cai ban hanh kem theo Nghi quyét sb
06/2020/NQ-HDND ngay 10 thang 7 nam 2020 ctia Hoi dong nhan dan tinh Lao Cai.

b.2 Thanh phan hé so thuc hign TTHC Ban chinh | Ban sao
b.2.1 | Thanh phan nép hé so truc tiép hodc gi#i qua dich vu buwu chinh
a Thanh phian hé so xut trinh:

- Ho chiéu hoic Chirng minh nhan dan hoic Thé cin cudc cong dan
hodc cac gidy to khac co dan anh va thong tin c4 nhan do co quan co6
thdm quyén cip, con gia tri sir dung dé chirng minh V& nhan than cua
ngudi €O Y8u cau dang ky lai khai sinh. Truong hop céc thong tin cé
nhan trong cac gidy td ndy di cé trong CSDLQGVDC, CSDLHTPT,
duoc hé théng dién tu dong thi khdng phai tai Ien (theo hinh thirc truc
tuyén);

- Gidy to c6 gia tri chizng minh thong tin Vé cur trii trong truong
hop co quan ding ky hé tich khong thé khai thdac dwoc thong tin vé
noi cuw tri cua cong dan theo cdac phwong thirc quy dinh tai khoan 2
biéu 14 Ngh; dinh s6 104/2022/NP-CP ngay 21/12/2022 cia Chinh
phii. Truong hep cac thdng tin vé gidy to chimg minh noi cu trii da
duoc khai thac tir Co sé di lidu quéc gia vé dan cu bang cdc phuong
thite nay thi nguwoi c6 yéu cau khdng phdi xudt trinh (theo hinh thac
truc tiep) hodc tdi 1én (theo hinh thic triec tuyén).

Trudng hop giri hd so qua hé thdng buu chinh thi phai giri kém theo
ban sao ¢ chirng thuc cac gidy to phai xuat trinh néu trén.
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*Luwuy:

- Déi v6i gidy to nop, xuat trinh néu nguoi yéu cau nop hd so theo
hinh thae tryc tiép:

+ Nguoi tiép nhan c6 trach nhiém kiém tra, ddi chiéu vai thong tin
trong to khai, chup lai hodc ghi lai thong tin dé lwu trong hd so va tra
lai cho nguwoi xuat trinh, khong duoc yau ciu nop ban sao hoic ban
chup gidy to do.

+ Ngudi yeu cau ding ky ho tich co the nop ban sao ching thyuc tir
ban chinh hodc ban sao duoc cap tir s6 gbc hodc ban chup kem theo
ban chinh gidy to dé ddi Chleu Truong hop nguol yéu cau nop ban
chup kem theo ban chinh gidy to thi nguoi tiép nhan co trach nhiém
kiém tra, d6i chiéu ban chup véi ban chinh va ky xac nhan, khong duoc
yéu cau ngudi di ding ky ndp ban sao gidy to do.

+ Nguoi tiégp nhan ¢ trach nhiém tiép nhan dung, du hd so dang ky
ho tich theo quy dinh cta phap luat ho tich, khong duoc yéu cau nguoi
dang ky ho tich nop thém gidy to ma phap luat ho tich khong quy dinh
phai nop.

- Doi v6i gidy to giri kém theo néu nguoi yeu cau nop ho so theo
hinh thuc truc tuyén:

+ Ban chup cac gidy to giri kémtheo hd so dang ky lai khai sinh truc
tuyén phai bao dam rd nét, day du, toan ven vé ndi dung, 1 ban chup bang
may anh, dién thoai hoic dugc chup, duoc quét bang thiét bi dién tir, tir
gidy to duoc cap hop lé, con gia tri sir dung.

+ Truong hop. gidy to, tai lieu phai giri kém trong hd so ding ky lai
khai sinh truc tuyén da c6 ban sao dién tur hoac da c6 ban dién tir giay to
ho tich thi nguol yéu cau duoc st dung ban dién tir ndy.

+ Khi dén co quan ding ky ho tich nhan két qua (Gidy khai sinb/ban
sao Gidy khai sinh), ngudi cdyéu cau ding ky lai khai sinh phai xuat trinh
gidy to tuy than, nop cac gidy to 1a thanh phan hd so dang ky lai khai sinh
theo quy dinh phép luat ho tich.

- Gidy to do co quan ¢ thim quyén cta nwdc ngoai cap, ¢éng chirng
hodc xac nhan dé st dung cho viéc dang ky ho tich tai Vigt Nam phai
duoc hop phap héa lanh su theo quy dinh cta phap luat, trir truong hop
duoc mién theo dicu wéc quéc té ma Viet Nam [a thanh vién.

- Truong hop nguoi ¢ yeu cau dang ky lai khai sinh khdng cung
cap duoc gidy to néu trén theo quy dinh hoic gidy to nop, xuat trinh bi
tiy x0a, stra chira, lam gia thi co quan dang ky ho tich c6 thim quyén
hiy bo két qua dang ky lai khai sinh.

- Truong hop cho phép ngudi y8u cau diang ky ho tich lap van ban cam
doan vé ndi dung yéu cau dang ky ho tich thi co quan dang ky ho tich phai
giai thich rd cho nguoi lap vin ban cam doan vé trach nhiém, hé qua phap
ly ctia viéc cam doan khong ding sy that.

Co quan dang ky ho tich tir chéi giai quyét hodc dé nghi co quan cé
tham quyén hay bo két qua ding ky ho tich, néu cé co sé xac dinh noi
dung cam doan khong dtng su that.

Thanh phan hé so phai nép:
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- To khai déang ky lai khai sinh theo mau, trong d6 c6 cam doan cua
nguoi yeu Cau Vé viéc da nop du céc gidy to hien 6 (néu nguoi 6 yéu
cau hra chon nop hd so theo hinh thirc truc tiép);

- Biéu mau dién tir trong tac dang ky lai khai sinh, trong d6 c6 cam
doan céc thong tin cung cap la dang sy that, khdng con ban chinh Giay
khai sinh, di ndp du cac gidy to hién c6 va chiu hoan toan trach nhiém
truée phap luat vé ndi dung cam doan cta minh (do ngudi y8u cau cung
cap thong tin theo huéng dan trén Cong dich vu ¢éng néu ngudi cb yéu
cau hra chon nop hd so theo hinh thirc truc tuyén).

* Nguoi ¢6 y8u cau dang ky lai khai sinh thyc hién viéc nop/xuat
trinh (theo hinh thirc tryc tiep) hodc tai Ien (theo hinh thirc truc tuyen)
cac giay to sau:

- Ban sao toan bo hd so, gidy to cua ngudi yéu cau hodc hd so, gidy
to, tai lidu khac trong d6 co thong tin lién quan dén ndi dung khai sinh,
gom:

+ Ban sao Gidy khai sinh do co quan c6 thdm quyén cua Viét Nam
cap hop & (ban sao duoc chirng thyc tir ban chinh, ban sao dwoc cp
tir SO dang ky khai sinh); Ban chinh hozc ban sao gidy to c6 gi tri thay
thé Gidy khai sinh duoc cap trudc nim 1945 & mién Bic va trudc nim
1975 & mién Nam.

+ Trudng hop ngudi yéu cau khdng co gidy o néu trén thi phai nop
ban sao gidy to do co quan, t6 chic c6 tham quyén cua Viét Nam cap
hop 1 nhu: Gidy ching minh nhan dan, Thé can cude cong dan hoic
Ho chiéu; gidy to ching minh vé noi cu trii, Bing tot nghiép, Gidy
ching nhan, Chung chi, Hoc ba, ho so hoc tap do co quan c0 tham
quyén cap hoic xac nhan; gidy to khéc cd thong tin vé ho, chix dém,
tén, ngay, thang, nam sinh cvta ca nhan.

Nguol Yéu cau ding ky khai sinh c6 trach nhiém nép day du ban
sa0 C4c gidy to néu trén (néu cd) va phai cam doan da ndp du cac giay

to minh ¢o; chiu trach nhiém, hé qua cua viéc cam doan khong dung
sy that.

- Truong hop ngudi Yéu cau dang ky lai khai sinh | can bg, cong
chuec, vién chire, nguoi dang cong tac trong hac hrong vii trang thi phai
¢6 van ban xac nhan cua Tha trudng co quan, don vi V& viéc nhitng noi
dung khai sinh cua nguoi do6 gom ho, chir dém, tén; gioi tinh; ngay,
thang, nam sinh; dan toc; qudc tich; qué quan; quan hé cha - con, me -
con phii hop véi hd so do co quan, don vi dang quan Iy.

- Vén ban uy quyén theo quy dinh cua phap luat trong trueong hop uy
quyen thuc hién viéc dang ky lai khai sinh. Truong hop nguoi duoc uy
quyen Ia ong, ba, cha, me, con, Vo, chdng, anh, chi, em rudt cia nguoi
1y quyén thi van ban ty quyén khéng phai ching thuc.

b.2.2

Thanh phén hé se nép treec tuyén (néu co)
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Tap tin chira thanh phan hd so theo muc b.2.1

S6 lwong hd so: 01 bd

Yéu cau, diéu ki¢n thuc hién:

b.3 . .
- Vigc khai sinh da dugc dang ky tai co quan c6 tham quyen cua Viét Nam truéc ngay 01/01/2016
nhung SO dang ky khai sinh va ban chinh Giay khai sinh déu bi mat.
- Niguoi €6 y8u cau con séng tai thoi diém yéu cau ding ky lai.
3.4 Téng thoi gian xir 1y theo quy dinh:
- Khdng phai x4&c minh: 05 ngay lam viéc.
- Trudng hop phai cé vin ban xac minh thi thoi han giai quyét khdng qua 25 ngay.
Theoi gian dding ky cdit giam: 01 ngay lam viéc ddi voi truong hop khdng phai xac minh. (Quyét
dinh s6 1090/QB-UBND ngay 11/05/2023 cua Chu tich UBND tinh Lao Cai).
Thei gian xa ly sau khi cdt giam:
- Khdng phai x4&c minh: 04 ngay lam viéc.
- Trudng hop phai c6 vin ban xac minh thi thoi han giai quyét khong qua 25 ngay.
b.5 Noi tiép nhan va tra kétqua: Bo phan tiép nhan va tra két qua cua UBND cép xa
Lé phi:
b6 - 8.000 dong
' - Mié,n I¢ phi cho nguoi thuoc gia dinh co6 cong voi cach mang; nguoi thuéc hd nghéo; nguoi
khuyet tat.
b.7 Quy trinh xir ly cdng viéc
R , n Thoi gian o x oz .
TT Trinh tw Trach nhiém £ Bieu mau/Ket qua
: glal quyet
. A PA Cénhan co Gio hanh
Budoc 1 | Nop ho so nhu cAu chinh Theo muc b.2
* Quy trinh giai quyét:
Khong phai xac minh: 04 ngay lam viéc, ké tir ngdy nhan du hd so hop 18
Budc 2 | - Kiém tra, ti€p nhan hé so: Cong chuc BO | 02giv llm | - MAu s6 01: Giay tiép
+ Truong hop hd so chwa hop 1& | Phan “Mot viéc nhan ho so va hen tra ket
theo quy dinh: Ghi phiéu yéu cau | Cura” ctia capxa qua (Théng tr  so:
bd sung, hoan thién hd so 01/2018/TT-VPCP)
+Truong hop tir chdi: Ghi phiéu tix - Mau 86 03: Phieu tir choi
chéi tiép nhan giai quyét hd so ticp nhan giai quyet ho so
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+ Ho so hop I¢ theo quy dinh: Tiép
nhan va ghi gidy bién nhan, hen
ngay tra hd so sau d6 chuyén hd so
cho cén bo truc tiép giai quyét

(Thong tu s6:
01/2018/TT-VPCP)

- Mau s 02: Phiéu yéu
cau bo sung, hoan thi¢n
ho so (Thong tu sO:
01/2018/TT-VPCP)

- Méu sb 5: Phiéu kiém
sodt qua trinh giai quyét
ho so

- Mau 6 06: S6 theo ddi
ho so (Thong tu sO:
01/2018/TT-VPCP)

Budc 3 | - Cong chic tu phap ho tich tién | Cong chic tu 0,5 ngay Cong vin phic dap (néu
hanh xem Xét, xu ly ho so; de xuat | phap ho tich lam viéc co)
phuong an giai quyeét cia UBND x4,
- Kiém tra ho so: phurong, thi
+ Hd so khong dap tng yéu ciu: tr?;: duoc phaA?
Thong bao cho ca nhan hoan thign | €0NY 9l quye
ho so, néu 13 Iy do.
+ Truong hop hd so can giai trinh
va b6 sung thém, thong bao cho ca
nhan hoan thién ho so
+ Truong hop hd so dap ¢ng yéu
cau thi tham dinh ho so.
- Tién hanh thdm dinh ho so; cong chic tu| 25ngdy |- Dy thio van ban co lién
- Xac minh cac noi dung co lien| Phap ho tich| lamwvicc | quan
quan (néu co) C‘ﬁa UBND ﬁ
DA w4 L s £ phuong, 1
Be‘xuat pflu’ong an gial quyet | trén dwoc phan
- T‘I‘]I]h Lanl} dao UBND xa, Cﬁng glél quyét
phuong, thi tran
Budc 4 | Trwong hep hé so qud han chi | - Lanh dao co| Gio hanh | Mau s6 04: Phiéu xin 15i
dong théng bao bang van bdn dén | quan chinh va hen lai ngay tra ket qua
Bé phdn “M¢t cira” kém theovin | Cong chuc (Thong tu sO
ban xin 10i to chac, ca nhan va|  quoc phan 01/2018/TT-VPCP).
hen thei gian trd két qud cong xir Iy hd
SO
Budc 5 | - Xét duyét hd so: Lanh dgo 05ngay | Ky duyét Gidy khai sinh.
UBND cap xa lam viéc Truong hop tir choi co

+ Néu dong y: Ky duyét

+ Néu khong dong ky: Chuyén tra
ho so cho cong chirc tu phap ho
tich

van ban néu rd ly do
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Budc 6 | - Phat hanh vin ban cong  chic 02 gio - Két qua giai quyét
- Chuyén cho B¢ phan “Mot cira” duoc phﬁ[] lam viéc TTHC
tra két qua cho ca nhan cong Xt ly ho - Phiéu  kiém soat qua
Y trinh giai quyéet ho so
- S6 theo ddi ho so
Budc 7 | Tiép nhan két qua giai quyét; tra| Cong chac Bo | Gio hanh |-  Két qua giai quyét
cho ca nhan phan “Mot chinh TTHC
Clra” cua cap xa - Phiéu  kiem soét qua
trinh giai quyéet ho so
- S6 theo dbi ho so
Buéc 8 | - Théng ké va theo dbi Cong  chec| Gio hanh |- Phiéu kiem soét qua
- Luu hd so theo quy dinh duoc phan chinh trinh giai quyét ho so

cong xir Iy ho
SO

- S6 theo ddi hd so
- Ho so hru theo quy dinh

* Quy trinh giai quyét: Trudng hep phai xac minh thi thoi han gii quyét khong qua 25 ngay, ké tir ngay nhan
da ho so hop ¢

Buaoc 2

- Kiém tra, tiép nhan hé so:

+ Truong hop hd so chua hop 1€
theo quy dinh: Ghi phicu yéu cau
b6 sung, hoan thién ho so
+Truong hop tix choi: Ghi phiéu tir
choi tiep nhan giai quyet ho so

+ Hob so hop & theo quy dinh: Tiép
nhan va ghi giay bién nhan, ‘h¢n
ngay tra ho so sau d6 chuyén ho so
cho can bd truc tiep giai quyeét

Cong chuac Bo
phan “Mot
ctra” cua cap xa

0,5 ngay

- Mau sb 01: Gidy tiép
nhan hd so va hen tra két
qua  (Thong tu s6:
01/2018/TT-VPCP)

- Mau s6 03: Phiéu tir chdi
tiép nhan giai quyét hd so
(Thong tu sd:
01/2018/TT-VPCP)

- Mau sé 02: Phiéu yéu
cau bo sung, hoan thién
hd so (Thong tu sb:
01/2018/TT-VPCP)

- Méu sb 5: Phiéu kiém
soat qua trinh giai quyét
hd so

- Mau sb 06: S6 theo dbi
hd so (Thong tu sd:
01/2018/TT-VPCP)

Buéc 3

- Cong chire tu phap ho tich tién
hanh xem xét, xir ly ho so; dé xuat
phuong an giai quyét

- Kiém tra hd so:

+ Hb so khong dap wng yéu cau:
Thong bao cho ca nhan hoan thi¢n
ho so, néu 1o Iy do.

Cong chuc tu
phap ho tich
cua UBND xa,
phuong, thi
trin dwoc phan
cong giai quyét

01 ngay

Cong vin phic dap (néu
cd)
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+ Truong hop hd so can giai trinh
va bo sung thém, théng bao cho ca
nhan hoan thién ho so

+ Truong hop hd so dap wng yéu
cau thi tham dinh ho so.

- Tién hanh tham dinh ho so; cong chic tw| 1,5ngdy | Van ban cd lién quan
- X4c minh c4c noi dung c6 lien| Phap ho tich
quan; cua UBND xa,
+ Bdo cdo Lanh dao co quan; pl}uong, tAhl
N tran duoc phan
+,D_‘f thao Van_pan de ngh1 €O quan | cang gigi quydt
co lién quan kiem tra, xac minh;
+ Trinh Lanh dao ky phéat hanh.
Kiém tra, xac minh cac ndi dung cd | - Co quan, don 20 ngay Vién ban xac minh
lien quan Vi dugc gui lay
y kien
- Cong chac tu
phap ho tich
cia UBND x4,
phuong, thi
tran dugc phan
cbng giai quyet
kiém tra, xac
minh  va theo
doi don doc cac
CO quan
- Tiép nhan vin ban xac minh Coéng chuc tu 01 ngay Vian ban, tai lieu cé lién
- Tong hop céc ndi dung phap ho tich quan
PO (s I cua UBND xa,
Be\xrlljat pfluong an gial quyet | phuong, thi
- T‘rln Lan? dao UBND X3, trAn duwoc phé’n
phuong, thi tran cong giai quyét
theo doi don
doc
Buéc 4 | Trwong hop hé so' qud han chii | - Lanh dao co |  Gio hanh | Mau s6 04: Phiéu xin 16i
dong thong bao bang van bdn den | quan chinh va hen lai ngay tra ket qua
Bé phan “M¢t civa” kém theo vin | . Cong chic (Thong tu sO
ban xin loi té chirc, ca nhan va | qyoc phan 01/2018/TT-VPCP).
hen thoi gian trd ket qud cong xir ly hd
SO
Buéc 5 | - Xét duyét ho so: Lanh ~ dao| 05ngdy | Ky duyét Gidy khai sinh.
+ Néu ddng y: Ky duyét UBND cap xa Traong hop tu choi co

van ban néu r6 ly do
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+ Néu khong dong ky: Chuyén tra
ho so cho cong chirc tu phap ho
tich
Budc 6 | - Phat hanh van ban Cong chac| 05ngdy |- Két qua giai quyét
- Chuyén cho B¢ phan “Mdt cua” | duoc phan TTHC
tra két qua cho ca nhan cong xi ly ho - Phiéu  kiém soat qua
SO trinh giai quyét ho so
- S6 theo ddi hd so
Budc 7 | Tiép nhan két qua; tra cho canhan| Cong chac B6 | Gio hanh |-  Két qua giai quyét
phan “Mot chinh TTHC
Cura” cuia cap xa - Phiéu  kiém sodt qua
trinh giai quyét ho so
- S6 theo ddi ho so
Budc 8 | - Théng ké va theo di Cong  chic | Gio hanh | - Phieu kiém sodt qua
- Luu hd so theo quy dinh duoc phan chinh trinh giai quyet ho so
cong xir ly ho - S6 theo d6i hd so
S0 - H6 so hru theo quy dinh

Tong thoi gian giai quyét
- Khong phai xac minh: 04 ngay lam viéc, ké tir ngdy nhan du hd so hop Ié
- Truong hop phai xac minh thi thoi han giai quyét khdng qué 25 ngay, ké tir ngdy nhan du hd so hop Ié

18. Quy trinh: QT -18
a. Tén quy trinh: Pang ky khai sinh cho ngudi di 6 hd so gidy to
b. Noi dung cua quy trinh

b.1

Co sé phap ly

- Luat Ho tich nam 2014;

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

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phii quy dinh vé Co'sa dit ligu ho tich
dién tir, dang ky ho tich truc tuyen;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu sira doi, bo sung mét so dieu
cuia cac nghi dinh lién quan dén viéc nop, xuét trinh s6 ho khau, s6 tam trd gidy khi thyc hién thu
tuc hanh chinh, cung cap dich vu céng;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ciia Bo truong Bo Tu phép quy dinh chi tiét thi
hanh mét so dieu cua Luat Ho tich va Nghi dinh s6 123/2015/NDB-CP ngay 15/11/2015 cua Chinh pha
quy dinh chi tiet mot so dicu va bién phép thi hanh Luat Ho tich;
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- Thong tu s6 01/2022/TT-BTP ngdy 04/01/2022 cua Bo trwéng Bo Tu phap quy dinh chi tiét
mot s6 dicu va bien phap thi hanh Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh phu
quy dinh v&¢ Co so dix ligu ho tich dién tur, dang ky ho tich truc tuyen;

- Thong tu s6 09/2022/TT-BTP ngay 30/12/2022 cta Bo trwéng Bo Tu phap bai bo mot s6
noi dung tai cac Thong tu trong inh vuc tro gilp phap Iy, ho tich do Bo truong Bo Tu phap ban
hanh;

- Thong tur s6 281/2016/TT-BTC ngay 14/11/2016 ctia Bo trwrdng Bo Tai chinh quy dinh mirc thu,
ché do thu, nop, quan ly va st dung phl khai thac, sur dung thong tin trong co s¢ dit ligu ho tich, phi
xac nhan co qUOC tich Viét Nam, phi xéc nhan 1 ngudi gbe Viét Nam, & phi quéc tich;

- Thong tu sq 85/2019/TT-BTC ngay 29/11/2019 cua Bo truéng B Tai chinh huéng dan vé phi
va Ié phi thuoc tham quyen quyét dinh ctia Hoi dong nhan dantinh, thanh pho tryc thugc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua B truong Bo Tai chinh sira doi, bo
sung mot so dieu cua Thong tu so 85/2019/TT-BTC ngay 29/11/2019 cua By Tai chinh huéng
dan vé phi va Ig phi thuoc tham quyén quyét dinh cua Hoi dong nhan déan tinh, thanh pho truc
thuoc Trung wong.

- Nghi quyét s6 06/2020/NQ-HDPND ngay 10/7/2020 ctia Hoi dong nhan dan tinh Lao Cai ban
hanh quy dinh vé céc loai phi, I¢ phi thugc tham quyen quyét dinh ctia Hoi dong nhan dan tinh
Lao Cai.

- Nghi quyét s6 06/2022/NQ-HDND ngay 15/7/2022 ciia Hoi dong nhan dan tinh Lao Cai sira
doi, b6 sung, bai bo mot so dieu cua Quy dinh ve cac loai phi, 1& phi th,uéc tham quyen quyet dinh
cua Hoi dong nhan dantinh Lao Cai ban hanh kem theo Nghi quyet s6 06/2020/NQ-HDND ngay
10 thang 7 nam 2020 va Nghi quyet sd 03/2021/NQ-HDND ngay 09 thang 4 nam 2021 cua Hji
dong nhan dan tinh Lao Cai stra ddi mot sb diéu ctia Quy dinh vé céc loai phi, 18 phi thuoc tham
quyén quyét dinh cua Hoi dong nhan dan tinh Lao Cai ban hanh kem theo Nghi quyét sé
06/2020/NQ-HDND ngay 10 thang 7 nam 2020 ctia Hoi dong nhan dan tinh Lao Cai.

b.2 Thanh phan hé so thwc hién TTHC Ban chinh | Ban sao
b.2.1 | Thanh phan ngp hé se tructiép hodgc giri qua dich vu buwu chinh
a Thanh phan hé so xuét trinh

- Ho chiéu hoic Chirng minh nhan dan hoiac Thé cin cudc cong dan
hodc cac gidy to khac co dan anh va thong tin ca nhan do co quan c6 X
thAm quyén cap, con gia tri st dung dé ching minh V& nhan than cua
nguoi co yeu cau dang ky khai sinh. Truong hop cac thdng tin c& nhan
trong cac gidy to ndy da co trong CSDLQGVDC, CSDLHTDT, duoc hé
théng dién tu dong thi khdng phai tai Ién (theo hinh thirc truc tuyén);

- Gidy to c6 gia tri chizng minh théng tin vé cw trii trong truong
hop co quan ding ky hé tich khong thé khai thac diroc thong tin vé noi
cu trii ciia ¢éng dan theo cac phuong thire quy dinh tai khodn 2 biéu
14 Nghi dinh sé 104/2022/NP-CP ngay 21/12/2022 cua Chinh phu.
Truong hop céc thdng tin vé gidy to chimg minh noi cur trii da dwoc
khai thac tir Co sé di liu quéc gia vé ddan cu bang cdc phuong thirc
nay thi nguoi ¢6 yéu cau khong phdi xudt trinh (theo hinh thec triec
tiep) hodc tdi 1en (theo hinh thic truc tuyén).

Trudng hop giri hd so qua hé thdng buu chinh thi phai giri kém theo
ban sao ¢ chirng thuc cac gidy to phai xuat trinh néu trén.
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*Luwuy:

- Di voi gidy to nop, xuat trinh néu ngudi yau cau nop hd so theo
hinh thae tryc tiép:

+ Nguoi tiép nhan cd trach nhiém kiém tra, d6i chiéu voi théng tin
trong to khai, Chup lai hodc ghi lai thong tin dé Iuru trong hd so va tra lai
cho nguoi xuit trinh, khéng dwoc yu cau nop ban sao hoic ban chup
giay to do.

+ Ngudi Yeu cau diang ky ho tich ¢d thé nop ban sao ching thuc tir
ban chinh hogc ban sao dugc cap tir s6 gc hoac ban chup kém theo ban
chinh gidy to dé dol chiéu. Truong hop nguoi Yeu cau nop ban chup kém
theo ban chinh gidy to thi ngLro’I tiép nhan c6 trach nhiém klem tra, d6i
chiéu ban chup véi ban chinh va ky xac nhan, khong duoc yéu cau ngu oi
di dang ky nop ban sao gidy to do.

+ Nguoi tiép nhan ¢ trach nhiem tiép nhan dung, du hod so ding ky
ho tich theo quy dinh cua phap luat ho tich, khong duoc yéu cau ngudi
dang ky ho tich nop thém gidy to ma phép luat ho tich khong quy dinh
phai nop.

- Bi vai gidy to guri kém theo néu ngudi yeu cau nop hd so theo hinh
thire truc tuyén:

+ Ban chup céc gidy to giri kém theo ho so dang ky khai sinh tryc tuyen
phai bao dam 15 nét, day du, toan ven vé ndi dung, [ ban chup bang may
anh, dién thoai hoidc duoc chup, duoc quét bang thiét bi dién tir, tir gidy to
duoc cap hop 18, con gid tri str dung.

+ Truong hop gidy to, tai liéu phai giri kém trong ho so dang ky khai
sinh truc tuyén da c6 ban sao dién tir hodc di co ban dién tir gidy to ho tich
thi ngudi Yeu cau duoc st dung ban dién tir ndy.

+Khi dén co quan dang ky ho tich nhan két qua (Gidy khai sinh/ban sao
Gidy khai sinh), ngudi c6 y8u cau dang ky khai sinh phai xuat trinh gidy to
tuy than, nop céc gidy to la thanh phan hd so dang ky khai sinh theo quy
dinh phép luat ho tich.

- Gidy to do co quan c6 thim quyén ciia nudc ngoai cip, cong chirng
hoic xac nhan dé sir dung cho viéc ding ky ho tich tai Viét Nam phai
duoc hop phap hoa lanh su theo quy dinh cua phap luat, trir treong hop
dugc mién theo diéu woc qUOc té ma Viét Nam Ia thanh vién.

- Trudng hop ngudi Yéu cau dang ky khai sinh khong cung cép duoc
gidy to néu trén theo quy dinh hoac gidy t& nop, xut trinh bi tay x0a,
sira chira, lam gia thi co quan dang ky ho tich c6 tham quyén hay bo két
qua dang ky khai sinh.

- Truong hop cho phép ngudi yu cau dang ky ho tich lp vin ban cam
doan vé ndi dung yéu cau dang ky h tich thi co quan dang ky ho tich phai
giai thich 1d cho nguoi Mp van ban cam doan vé trach nhiém, hé qua phép
ly ctia viéc cam doan khong ding sy that.

Co quan dang ky h¢ tich tu chdi giai quyet hodc dé nghi co quan co
tham quyén hiy bo két qua dang ky ho tich, néu cé co sé xac dinh ndi dung
cam doan khong dung su that.

Thanh phan hé so phai nép:
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- To khai déing ky khai sinh theo mau (néu ngudi ¢6 yéu cau hra chon
nop ho so theo hinh thirc truc tuyen);
- Bleu mau dién tir tuong tic ding ky khai sinh (do nguoi yéu cau X

cung Cap thong tin theo hudng dan trén Céng dich vu cong néu ngudi o
yéu cau hra chon nop ho so theo hinh thurc tryc tuyén).

* Ngudi ¢6 yéu cau dang ky khai sinh thyc hién viéc nop/xuat trinh
(theo hinh thirc tryc tiep) hodc tai len (theo hinh thirc tryc tuyen) cac
giay to sau:

- Vian ban cam doan cta ngudi Y8u cau Vé viéc chua duoc ding ky
khai sinh.

- Ban sao toan bo hd so, gidy to ctia ngudi YBu cau hodc ho so, gidy
to, tai liéu khac trong d6 co thong tin lién quan dén ndi dung khai sinh,
gdom: Gidy chirng minh nhan dan, Thé can cudc cdng dan hoac Ho chiéu;
S6 ho khau, SO tam trd, gidy to chang minh V& noi cu tri; Bang tot
nghlep, Glay chiing nhan, Chuzng chi, Hoc ba, Ho so hoc tap do co quan
c6 tham quyén cip hodc xac nhan; gidy to khac cd thong tin vé ho, chir X
dém, tén, ngay, thang, nam sinh cua ca nhan.

NglIGI yéu cau ding ky khai sinh co trach nhiém nop day du ban
sa0 CAc gidy to néu trén (néu cO) va phai cam doan dd ndp du cac gidy
to minh ¢6; chiu trdch nhiém, hé qua cta viéc cam doan khéng dung su
that.

- Truong hop nguoi yeu cu dang ky khai sinh [d can bo, cong chic,
vién chire, ngudi dang cong téc trong luc lwong vii trang thi phai c6 van
ban xac nhan cta Thi truéng co quan, don vi Vé viéc nhitng ndi dung

khai sinh cta nguoi d6 gom ho, chir dém, tén; gigi tinh; ngay, thang, X
ndm sinh; dén tc; québc tich; qué quéan; quan hé cha - con, me - con phu
hop Vvéi ho so do co quan, don vi dang quan ly.
- Van ban uy quyén theo quy dinh ciia phép luat trong truong hop
uy quyen thuc hién viéc dang ky khai sinh. Truong hop nguoi dugc uy «

quyen Ia ong, ba, cha, me, con, vo, chong, anh, chi, em rudt cua ngudi
ly quyén thi vin ban iy quyén khéng phai ching thuc.

b.2.2 | Thanh phdn hé se nép truc tuyén (néu co)
Tap tin chira thanh phan hd so theo muc b.2.1
S6 lwong hé so: 01 bo

b3 Yéu cau, diéu kién thuc hién:

COng dan Viet Nam cu tri trong nuéc, sinh trude ngay 01/01/2016, chua duoc dang ky khai sinh,
6 hd so, glay to ca nhan (ban chinh hodc ban sao dugc chung thuc hop I€) nhu: gidy to thy than;
S6 ho khau; S6 tam tra; gidy to khac do co quan nha nudc c6 thim quyén cua Viét Nam cép.
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b.4 Tong thoi gian xir 1y theo quy dinh:
- Truong hop khong phai xac minh: 05 ngay lam viéc.
- Trudng hop phai co vin ban xac minh thi thoi han giai quyét khong qua 25 ngay.
Thoi gian ding ky cdt giam:
- Trueong hop khdng phai xac minh: 01 ngay lam viéc.
- Truong hop phai xac minh: 04 ngay.
(Quyét dinh s 1090/QD-UBND ngay 11/5/2023 cua Chu tich UBND tinh Lao Cai).
Thei gian xa ly sau khi cdt giam:
- Trueong hop khdng phai xac minh: 04 ngay lam viéc.
- Trudng hop phai c6 vin ban xac minh thi thoi han giai quyét khong qua 21 ngay.

b.5 Noi tiép nhan va tra kétqua: Bo phan tiép nhan va tra két qua cia UBND cép xa
Lé phi:

b6 - 8.000 dong.

' - Mié,n I¢ phi cho nguoi thudc gia dinh c6 cong vai cach mang; nguoi thuoc hd nghéo; nguoi

khuyet tat.

b.7 Quy trinh xir ly cong viéc

T Trinh tu Trach nhiém Thoi gian | sz | awkét qua

glal quyeét
Buoc 1 | Nop hé so C}a nhan cé nhu Gio ,hanh Theo muc b.2
cau chinh

* Quy trinh giai quyét: Khong phai xac minh: 04 ngay lam viéc,

ké tir ngdy nhan da ho so hop &

Budc 2

- Kiém tra, tiép nhan ho so:

+ Trudng hop hd so chua hop I
theo quy dinh: Ghi phiéu yéu cau
bé sung, hoan thién hd so

+ Truong hop tir chdi: Ghi phiéu
tir chéi tiép nhan giai quyét hd so
+ HO so hop & theo quy dinh:
Tiép nhan va ghi gidy bién nhan,
hen ngay tra ho so sau d6 chuyén
hé so cho can bo tryc tiép giai
quyét

Cong chac BO
phan “Mot cira”
cua cap xa

02 gio
lam viéc

- Mau sb 01: Giay tiép
nhan hd so va hen tra két
qua  (Théng tu  so:
01/2018/TT-VPCP)

- Mau s6 03: Phiéu tir chdi
tiép nhan giai quyét hd so
(Thong tu sd:
01/2018/TT-VPCP)

- Mau s6 02: Phiéu yéu
cau bd sung, hoan thién
hd so (Thong tu sd:
01/2018/TT-VPCP)

- Mau s6 5: Phiéu kiém
Soat qua trinh giai quyét
hd so
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- ‘Mﬁu sb 06: S6 theo doi
ho so (Thong tu sO:
01/2018/TT-VPCP)

Buéc 3 | - Cong chire tu phap ho tich tién | Cong chic | 05ngdy | Cong van phic dap (néu
hanh xem xét, xir ly ho so; dé | phdp ho tich cua lam viéc co)
Xuat phuong an giai quyet UBND Xa,
- Kiém tra hé so: phuong, thi tran
+ Ho so khong dap ang yéu cau: d}ch pf'ta h cong
Thong béo cho ca nhan hoan | 941 4¢
thien ho so, néu rd Iy do.
+Trudng hop hd so can giai trinh
va bo sung thém, thdng bao cho
ca nhan hoan thién ho so
+ Truong hop h(k)‘ so dap tng yéu
cau: tham dinh ho so
- Tién hanh tham dinh hd so; cong chic tu| 2,5ngdy |- Du thao vin ban cd lién
- Xac minh cac néi dung c6 lien | Phap h tich cua | lam vigc | quan
quan (néu co) UBND ) xa,
DA vk (s I phuong, thi tran
be xuat ]gzhufong an gial quyet~ droc phan. cong
- Trinh Lanh dao UBND Xa, | Az A
. N gial quyet
phuong, thi tran
Budc 4 | Truwong hop hé so qud hgn chii | - Lanh dao co | Gio hanh | Mau s6 04: Phiéu xin 16i
dong thong bao bang vin bdn | quan chinh va hen lai ngay tra ket qua
den By phdn “M@t cira” kém | - Cong chirc dugc (Thoéng tu sO
theo van ban xin loi to ChlZ’C, Cé phén C(’jng XU |y 01/2018/W-VPCP)
nhan va hen thei gian tra két | py so
qud
Buéc 5 | - Xét duyét ho so Lanh dao UBND | 05ngay | Ky duyét gidy khai sinh.
+Néu ddng y: Ky duyet cap xa lam vigc | Truong hop tor choi co
+Néu khong dong ky: Chuyén tra van ban néu 10 ly do
ho so cho cong chirc tu phap ho
tich
Bu6c 6 | - Phat hanh vin ban Cong chac duogc 02gid |- Két qua giai quyét
- Chuyén cho Bo phan “Mot cira” | Phan cong xa ly | lam viec | TTHC
tra két qua cho ca nhan ho so - Phiéu  kiém soat qua
trinh giai quyét ho so
- S6 theo dbi ho so
Buéc 7 | Tiép nhan két qua giai quyét; tra| Céng chac Bo | Gio hanh |- Két qua giai quyét
cho ca nhan phan “Mot cua” chinh TTHC

cta cap xa
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- Phiéu  kiem soat qua
trinh giai quyet ho so
- S6 theo ddi ho so

Buéc 8

- Théng ké va theo ddi
- Luu ho so theo quy dinh

Cong chac dugc
phén céng xir ly
ho so

Gio hanh
chinh

- Phiéu  kiem soat qua
trinh giai quyéet ho so

- S6 theo dbi ho so

- Ho so hru theo quy dinh

* Quy trinh giai quyét: Trwdong hep phai xac minh thi thoi han giai quyét khong qua 21 ngay, ké tir ngay
nhan da hd so hop &

Buéc 2 | -Kiém tra, tiép nhan hdé so: | Cong chac Bo| 05ngdy |- Mau so 01: Gidy ticp
theo quy dinh: Ghi phiéu yéu cau | cua cap xa qua  (Théng tr  so:
bd sung, hoan thién hd so 01/2018/TT-VPCP)
+ Truong hop tir chdi: Ghi phiéu - Mau $6 03: Phicu tir chol
tir chdi tiép nhan giai quyét ho so EI;E nhan giai quyet ho so

A A . 0 tu sO:
+ HO so hop K theo quy dinh: ong
Tiép nhan va ghi gidy bién nhan, 01/ 2918/;” 'VPCF_? )
hen ngay trd ho so sau d6 chuyén -AMaUA so 02: Ph'eu yeu
hd so cho can bo truc tiép giai cau b6 sung, hoan thi¢n
quyét ho so (Thong tu sO:
01/2018/TT-VPCP)
- Mau s6 5: Phiéu kiém
soat qua trinh giai quyet
ho so
- Méu s6 06: S6 theo ddi
ho so (Thong tu sO:
01/2018/TT-VPCP)

Budéc 3 | - Cong chire tw phap ho tich tién | Cong chic | 05ngdy | Cong van phic dép (néu
hanh xem xét, xua Iy ho so; dé | phap ho tich cua c)

Xuat phuong an giai quyet UBND X,

- Kiém tra h so: phuong, thi tran

+ H so khong dap tng yéu cau: | 4U0C pptan cong

Théng béo cho ca nhan hoan | 941 4%¢

thién ho so, néu rd Iy do.

+Trudng hop hd so can giai trinh

va b6 sung thém, thdng bao cho

ca nhan hoan thién ho so

+ Truong_ hop ho so dép ung yéu

cau thi tham dinh ho so

- Tién hanh tham dinh hd so; Cong chiac tuw| O0lngay | Van banco lién quan

- Xac minh cac noi dung c6 lign | Phap ho tich  cua
UBND Xa,

guan
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+ Bdo céo Lanh dao co quan

+ Du thao van ban dé co quan co
lién quan kiém tra, xac minh

+ Trinh Lanh dao ky phat hanh

phuong, thi tran
duoc phén cong
giai quyet

Kiém tra, xac minh cac noi dung | - Co quan, don vi| 17,5ngdy | Van ban xac minh
co lién quan dugc gui hy vy
kien
- Cong chiac tu
phap ho tich cua
UBND Xa,
phuong, thi tran
dugc phan cong
giai quyet kiem
tra, xac minh va
theo doi don doc
cac co quan
- Tiép nhan vin ban xac minh Cong chac tu| 05ngay | Van ban, tai liéu co lién
- Tong hop cac noi dung phap ho tich cua quan
P4 ; £ UBND Xa,
De‘ xuat rihuong an gial quyet~ phwong, thi trin
- T@h LanhA dao UBND x4, duoc phén Cﬁﬂg
phudng, thi tran giai quyét theo doi
don doc
Budc 4 | Trwong hep ho so qud han chii | - Lanh dao co| Gio hanh | Mau s6 04: Phiéu xin 15i
dgng thong bao bang vin bdn | quan chinh va hen lai ngay tra ket qua
den Bé phﬁn “Mét C};’d” kem | C(’jng chiac duoc (Th@l’lg tw SO
theo van ban xin 1oi to Chli’C, ca phé_n C(’jng XU |y 01/2018/W-VPCP)
nhan va hen thai gian trd ket | b3 o
qud
Budc 5 | - Xét duyét hd so: Linh dao UBND | 05ngay | Ky duyét Gidy khai sinh.
+ Néu ddng y: Ky duyét cap xa Truong hop tir choi co
< N X . 2 van ban néu r6 ly do
+ Néu khong dong ky: Chuyén
tra ho so cho cong chirc tu phap
ho tich
Budc 6 | - Phéat hanh van ban cong chac duoc| 05ngay |- Két qua giai quyét
- Chuyén cho Bd phan “Mot cira” | Phan cong xtr ly TTHC
tra ket qua cho ca nhan ho so - Phicu  kiem soat qua
trinh giai quyéet ho so
- S6 theo dBi ho so
Budc 7 | Tiép nhan kétqua giai quyét; tra| Cong chac Bo | Gio hanh |- Két qua giai quyét
cho cé nhan phan ‘Mot cua” chinh TTHC

cua cap xa
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- Phiéu  kiem soat qua
trinh giai quyet ho so
- S6 theo ddi ho so

Buéc 8

- Thong ké va theo dbi Cong chic dwoc | Gio hanh | - Phiéu  kiém soat qua
- Luu hd so theo quy dinh phan cong xu ly chinh trinh giai quyet ho so
ho so - S6 theo d6i ho so

- Ho so Iuu theo quy dinh

Tong thoi gian giai quyét:
- Truong hop khéng phai xac minh: 04 ngay lam viéc.
- Truong hop phai c6 van ban xac minh thi thoi han giai quyét khong qua 21 ngay.

19. Quy trinh: QT -19
a. Tén quy trinh: Ping ky lai két hon
b. Noi dung cuaa quy trinh

b.1

Co sé phap ly

- Luat Hon nhan va gia dinh nim 2014;

- Luét Ho tich nam 2014;

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

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phu quy dinh V& Co'sé dit ligu h tich
dién tur, dang ky ho tich truc tuyen;

- Nghi dinh s6 104/2022/ND-CP ngdy 21/12/2022 cua Chinh phu sira doi, bo sung mét so dieu
cua cac nghi dinh lién quan dén viéc nop, xuat trinh s6 ho khau, so tam trd giay khi thuc hién tha
tuc hanh chinh, cung cap dich vu cong;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ciia Bo truang Bo Tu phap quy dinh chi tiét thi
hanh mét s6 diéu cua Luat Ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu
quy dinh chi tiet mot so dicu va bién phap thi hanh Luat Ho tich;

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 ciia Bo trusng Bo Tu phép quy dinh chi tiét
mot so dieu va bien phap thi hanh Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh phu
quy dinh vé Co sd dir ligu ho tich dién tir, dang ky ho tich tryc tuyen;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cuia B truéng Bo Tai chinh quy dinh mic th,
che d6 thu, nop, quan Iy va st dung phi khai thac, st dung thong tin trong co so dix liéu ho tich, phi
xac nhan co quoc tich Viét Nam, phi xac nhan 1a nguoi goc Viét Nam, 1€ phi quoc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo truéng B Tai chinh huéng dan vé phi
va Ié phi thuoc tham quyen quyét dinh ctia Hoi dong nhan dantinh, thanh pho tryc thugc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngdy 26/11/2021 ciia Bo truong Bo Tai chinh sira doi, bo
sung mot so dieu cua Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua B Tai chinh huéng
dan vé phi va l¢ phi thuoc tham quyén quyét dinh cua Hoi dong nhan dan tinh, thanh phd truc
thuoc Trung wong.
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- Nghi quyét s6 06/2020/NQ-HDND ngay 10/7/2020 cua Hoi dong nhan dan tinh Lao Cai ban
hanh quy dinh vé cac loai phi, & phi thuoc thim quyén quyét dinh cia Hoi déng nhan dan tinh
Lao Cai.

- Nghi quyét s6 06/2022/NQ-HPND ngiy 15/7/2022 cua Hoi dong nhan dan tinh Lao Cai
stra doi, bd sung, bai bo mot sb diéu cua Quy dinh Vé& cac loai phi, 18 phi thudc tham quyén quyét
dinh cua Hoi ddng nhan dan tinh Lao Cai ban hanh kém theo Nghi quyét s6 06/2020/NQ-HDND
ngay 10 thang 7 nim 2020 va Nghi quyét s6 03/2021/NQ-HPND ngay 09 thang 4 nim 2021 cua
Ho6i dong nhan dan tinh Lao Cai stra d6i mot s6 diéu cia Quy dinh V& céc loai phi, 18 phi thuoc
tham quyén quyét dinh cua Hoi dong nhan dan tinh Lao Cai ban hanh kém theo Nghi quyét sb
06/2020/NQ-HDND ngay 10 thang 7 nim 2020 cta Hoi dong nhan dan tinh Lao Cai.

b.2

Thanh phan hé so thuc hién TTHC Ban chinh | Ban sao

h.2.1

Thanh phédn ngp hé s trwc tiép hodgc giri qua dich vu bueu chinh

Thanh phan hé so xuét trinh:

- Ho chiéu hozc ching minh nhan dan hoic thé can cude cong dan
hoic cac gidy to khac ¢ dan anh va thong tin ¢4 nhan do co quan c6
tham quyén cap, con gia tri st dung dé chirng minh V& nhan than cua
ngudi cO y8u cau dang ky lai két hon. X

- Gidy to ching minh noi cu tra dé xac dinh thdm quyén trong
trwong hop viéc dang ky lai két hon thyc hign tai Uy ban nhan dan
cap xa khong pha1 la noi dang ky két hon trude day (trong giai doan
Co so dir lieu qudc gia vé dan cu va Co sé dit liéu ho tich dién tir toan
qugc chuwa duoc xay dung xong va thuc hién thong nhat trén toan
quoc).

Thanh phan hé so phai nop:

- To khai dang ky lai két hon theo mau (néu nguoi c6 yéu cau hra
chon nop hé so theo hinh thirc truc tiép):;

- Biéu mau dién tur twong tic dang ky lai két hon, trong d6 c6 cam
doan céc thong tin cung cap la ding sy that, khong con ban chinh
Gidy chirng nhan két hon, da nop du c4c gidy to hién cd va chiu hoan X
toan trach nhi¢m truéc phap luat Vé ndi dung cam doan cta minh (do
nguoi yeu Cau cung Cap thong tin theo hu:orng dan trén Cong dich vu
cong néu ngudi cO yéu cau hra chon nop hd so theo hinh thirc truc

tuyén).

* Nguoi ¢6 yeu cau ding ky lai két hon thuc hién viéc nop/xuit
trinh (theo hinh thure truc tiep) hoac tdi Ién (theo hinh thie truc tuyen)
cac giay to sau:

- Ban sao Giay chung nhan két hon duoc cép trude day. Néu
khong cd ban sao Giay ching nhan ket hdn thi nop ban sao ho so,
giay to ca nhan co cac thong tin lién quan deén ndi dung dang ky ket
hén.
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b.2.2 | Thanh phan hé se nép truc tuyén (néu co)
Tap tin chira thanh phan hd so theo muc b.2.1
S6 lwong hd so: 01 bo

03 Yéu cau, diéu kién thuc hién:

' - Vigc kéthon da duoc dang ky tai co quan c6 tham quyén cua Vigt Nam trudc ngay 01/01/2016

nhung SO dang ky két hdn va ban chinh Giay chirng nhan két hon déu bi mat;
- Nguoi yéu cau dang ky lai két hon con séng vao thoi diém yéu cau ding ky lai két hon.
Tong thoi gian xir Iy theo quy dinh:
- Khong phai xac minh: 05 ngay lam viéc, ké tir ngdy nhian da hd so hop 16
- Truong hop phai xac minh thi thoi han giai quyét khdng qué 25 ngay keé tir ngay nhan da hd so
hop &

ba Thei gian ding ky cdt giam: 02 ngay lam viéc d6i véi truong hop phai xac minh (Quyét dinh sé

' 1090/Qb-UBND ngay 11/5/2023 cua Chu tich UBND tinh Lao Cai).

Thei gian xi |y sau khi cdt giam:
- Khong phai xac minh: 03 ngay lam viéc ké tir ngdy nhan dihd so hop 16
- Truong hop phai xac minh thi thoi han giai quyét khdng quéa 25 ngay ké tir ngay nhan da hd so hop
Ié

b.5 Noi tiép nhan va tra kétqua: Bo phan tiép nhan va tra két qua caa Uy ban nhan dan cap xa
Lé phi:

b6 - 30.000 dong
- Mién I¢ phi cho nguoi thuoc gia dinh co6 cong voi cach mang; nguoi thuoc hd nghéo; nguoi
khuyét tat.

b.7 Quy trinh xir ly cong viéc

N , A Thoigian | _.z % , z X
TT Trinh tw Trach nhiém «. | Bieu mau/Ket qua
: * glal quyet
Budc 1 | Nop ho so Cénhan c6 nhu cau G'ghi?] ?\nh Theo muc b.2

* Quy trinh giai quyét:
Khong phai xac minh: 03 ngay lam viéc, ké tir ngdy nhan du hd so hop &

Budc 2

- Kiém tra, tiép nhan hd se: | Cong chic B phan | 02 gio lam | - Mau s6 01: Giay tiép
“Mot cira” cua cap Viéc nhan ho so va hen tra két
xa
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+ Truong hop hd so chua hop Ié
theo quy dinh: Ghi phiéu yéu cau
bd sung, hoan thién hd so

+ Truong hop tir chbi: Ghi phiéu
tir chéi tiép nhan giai quyét hd so
+ Hb so hop I theo quy dinh:
Tiép nhan va ghi gidy bién nhan,
hen ngay tra hd so sau d6 chuyén
hé so cho cén bo truc tiép giai
quyét

qua (Théng tu  so:
01/2018/TT-VPCP)

- Méu s6 03: Phiéu tir choi
tiep nhan giai quyet ho so
(Thong o sO:
01/2018/TT-VPCP)

- Méu s6 02: Phiéu yéu
cau bo sung, hoan thign
ho so (Thong tu sO:
01/2018/TT-VPCP)

- Mau s6 5: Phiéu kiém
soat qua trinh giai quyct
ho so

- Méu s6 06: So theo ddi
ho so (Thong tu soO:
01/2018/TT-VPCP)

Budc 3 | - Cong chirc tu phap ho tich tiér] Ccong chie tr phap | 0,5ngdy | Céng van phiuc dap (néu
hanh xem xét, xr ly ho so; dé | ho tich cua UBND | lam viéc | cd)
Xuat phuong an giai quyet xa, phuong, thi tran
- Kiém tra hd so: dugc phan  cong
+ Hd so khong dap ting yéu cau: | 981 duyet
Thong bao cho ca nhan hoan
thién ho so, néu rd Iy do.
+Truong hop hd so can giai trinh
va bo sung thém, théng bao cho
ca nhan hoan thién ho so
+ Truong hop hd so dap (rng yeu
cau thi tham dinh ho so.
- Tién hanh tham dinh hd so; Cong chic tr phap | 01 ngdy | - Du thao van ban c6 lién
- X4c minh céc noi dung c6 lign | ho tich cia UBND | lam viéc | quan
quan (néu Cé) xa, phuong, thl 'Eran
- P& xuht phuong 4n giai quyét | 4weC phan  cong
. ~ _ | gial quyet
- Trinh Lanh dao UBND xa,
phuong, thi tran
Budc 4 | Truong hop hé so qud hgn chii | - Lanh dao co quan | Gid hanh | Mau s6 04: Phiéu xin 16i
dpng thong bao bang vin bdn| . Cong chic duoc chinh va hen lai ngay tra ket qua
dén By phdn “Mgt cira” kém | phan cong xir Iy hd (Thong tur sb
theo van ban xin 1oi to charc, ca | 5o 01/2018/TT-VPCP).
nhan va hen thei gian trd ket
qud
Budc 5 | - Xét duyét hd so: Lanh dao UBND | 05ngay |Ky duyét Gidy ching
+ Néu ddng y: Ky duyét cap xa lam viéc | nhan ket hon. Truong hop

tir chdi co van ban néu rd

ly do
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+ Néu khong dong ky: Chuyen
tra ho so cho cong chirc tu phap
ho tich

Budc 6 | - Phat hanh van ban - Cong chiac dwoc | 02gi6 |- K&t qua giai quyét
- Chuyén cho Bo phén “Mot ctra” phén Céng X Iy ho lam VIEC TTHC
thong béo cho ¢4 nhén viéc trao | SO - Phiéu  kiem soat qua
giay chirng nhan két hén - Coéng chac Bo trinh giai quyet ho so
phan “MOot cira” cua - S6 theo di hd so
cap xa
Budéc 7 | - Ghi viée kéthon vao SO dang ky | - Lanh dao Uy ban | 05ngay |- Két qua giai quyct
két hon, cung hai bén nam, nir ky | nhan dan cap xa lam viec | TTHC
tén vao So; hai bén nam, ni cing | - Cong chic dugc - Phiéu  kiém soat qua
ky Vao (}lay chun_g nhar) ket h(zn phan céng xt Iy ho trinh giai quyét ho so
- 10 chirc trao Gidy ching nhan | go 56 theo ddi hd so
ket hon cho hai bén nam, nir
Budc 8 | - Théng ké va theo di Cong chuc duoc | Giv hanh |- Phiéu kiem soat qua
phan cong xt ly ho chinh trinh giai quyéet ho so

- Luu hd so theo quy dinh

SO

- S6 theo dGi ho so
- Hb so Iru theo quy dinh

* Quy trinh giai quyét: Trwong hep phai xac minh thi thoi han giai quyét khdng qua 25 ngay, ké tir ngay
nhan da hd so hop &

Budc 2

- Kiém tra, tiép nhan hd so:

+ Truong hop hd so chwa hop &
theo quy dinh: Ghi phieu yéu cau
bo sung, hoan thién ho so

+ Truong hop tir chdi: Ghi phiéu
tir choi tiep nhan giai quyet ho so
+ HO6 so hop 1 theo quy dinh:
Tiep nhan va ghi giay bién nhan,
hen ngay tra ho so sau d6 chuyen
ho so cho can bg truc tiep giai
quyst

Cong chuc B phan
“Mot ctra” cua cap
xa

0,5 ngay

- Mau sé 01: Giay tiép
nhan hd so va hen tra két
qua  (Théng tur  so:
01/2018/TT-VPCP)

- Mau s6 03: Phiéu tir chdi
tiép nhan giai quyét ho so
(Thong tur 50
01/2018/TT-VPCP)

- Méu s6 02: Phiéu yéu
cau bd sung, hoan thién
hd so (Thong tu sb:
01/2018/TT-VPCP)

- Méu sb 5: Phiéu kiém
soat qua trinh giai quyét
hd so

- Mau sb 06: S6 theo dbi
hd so (Thong tu sb:
01/2018/TT-VPCP)

Buéc 3

- Cong chirc tr phap ho tich tién
hanh xem xét, xr ly ho so; de
Xuat phuong an giai quyet

Cong chic tu phap
hoé tich cua UBND
xa, phuong, thi tran

01 ngay

Cong van phic dap (néu
co)
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- Kiém tra ho so:

+ Ho so khong dap ung yéu cau:
Thong bao cho ca nhan hoan
thién ho so, néu rd Iy do.

+ Truong hop hd so can giai trinh
va bo sung thém, thong bao cho
ca nhan hoan thién ho so

+ Truong hop hd so dap ng yéu
cau thi tham dinh ho so.

duoc phén
giai quyet

cbng

- Tién hanh tham dinh hd so; Cong chire tr phap | 01ngdy | Van ban cd lién quan
- X&c minh céc noi dung c6 lien | ho tich cia UBND
quan xa, phuéng, thl tran
+ B4o c4o Lanh dao co quan d.‘{?C ehan cong
U S gial quyet
+ Dy thio van ban dé nghi co
quan co lién quan kiém tra, xac
minh
+ Trinh Lanh dao ky phat hanh
Kiém tra, xac minh céc noi dung | - Co quan, don vi| 20ngdy | Van ban xac minh
cé lién quan duoc gui lay y kien
- Cong chirc tu phap
ho tich cia UBND
xa, phuong, thi tran
dugc phan cong
giai quyet kiem tra
xac minh va theo
doi don doc cac co
quan
- Tiép nhan van ban xac minh Cong chirc tr phap | 0l ngdy | van ban, tai lisgu co lién
- Tong hop cac ngi dung ho tich cua UBND quan
DA v (o as £ xa, phuong, thi tran
Be‘ xuat ]gzhufong an gial quyet~ dwoc phan  cong
- Trinh Lanh dao UBND Xa, | gisj quyét theo doi
phuong, thi tran d6n dée
Buéc 4 | Trwong hop hé so qud hgn chii | - Lanh dao co quan | Giy hanh | Mau s6 04: Phiéu xin 16i
dpng thong bao bang vin bdn| . Cong chic duoc chinh va hen lai ngay tra ket qua
den Bé phﬁn .“MQ!: Cﬁ’a” kél’lll phé_n Cﬁng XU |y h6 (Théng tu sO
theo van ban xin loi to chic, ca | ¢y 01/2018/TT-VPCP).
nhan va hen thei gian tra ket
qua
Budc 5 | - Xét duyét hd so: Lanh dao UBND | 05ngay | Ky duyét Gidy ching

+ Néu dong y: Ky duyét

cap xa

nhan két hon Truong hop
tir choi ¢6 van ban néu rd

ly do
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+ Néu khong dong ky: Chuyen
tra ho so cho cong chirc tu phap

ho tich
Budc 6 | - Phat hanh van ban - Cong chiac dwoc | 05ngdy |- K&t qua giai quyét
- Chuyén cho Bd phan “Mdt cira” | Phan cong xu ly ho TTHC
thdng bao cho ca nhan viéc trao | SO - Phicu  kiém soat qua
giay chirng nhan két hén - Coéng chac Bo trinh giai quyet ho so
phan “MOot cira” cua - S6 theo di hd so
cap xa
Budc 7 | - Ghi viéc kéthon vao SO dang ky | - Lanh dao Uy ban | 05ngay |- Két qua giai quyct
két hon, cung hai bén nam, nir ky | nhan dan cap xa lam viec | TTHC
tén vao So; hai bén nam, ni cing | Cong  chirc  dugc - Phiéu  kiém soat qua
ky vao Giay ching nhan ket hon | phan cong x Iy hd trinh giai quyét ho so

- T6 chuc trao Gidy ching nhan | gy

két hdn cho hai bén nam, nit - S0 theo doi ho so

Budc 8 | - Théng ké va theo di Cong chuc duoc | Giv hanh |- Phiéu kiem soat qua
- Luu hd so theo quy dinh phan cong xtr ly ho chinh trinh giai quyet ho so
Y - S6 theo dBi ho so

- Hb so Iru theo quy dinh

Tong thoi gian giai quyét:
- Khéng phai xac minh: 03 ngay lam viéc, ké tir ngay nhan du hd so hop &
- Truong hop phai xac minh thi thoi han giai quyét khong qua 25 ngay, ké tir ngay nhan da hd so hop k&

20. Quy trinh: QT - 20
a. Tén quy trinh: Pang ky lai khai tur
b. Noi dung cua quy trinh

b.1 Co sé phap ly

- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/NB-CP ngay 15/11/2015 cta Chinh pha quy dinh chi tiét mot s6 dicu va
bién phap thi hanh Luat Ho tich;

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

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phii sira doi, bo sung mot s6 dicu
cua cac nghi dinh lién quan dén viéc nop, xuat trinh s6 ho khau, so tam tra giay khi thuc hién thu
tuc hanh chinh, cung cép dich vu cong;

- Thong tu sb 04/2020/TT-BTP ngay 28/5/2020 cua Bo truéng Bo Tu phap quy dinh chi tiét thi
hanh mot sb dicu cua Luat Ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ciia Chinh phu
quy dinh chi tiet mot so dicu va bién phép thi hanh Luat Ho tich;
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- Thong tu s6 01/2022/TT-BTP ngdy 04/01/2022 cuia Bo truong Bd Tu phap quy dinh chi tiét
mot s6 diéu va bién phép thi hanh Nghi dinh s6 87/2020/NB-CP ngay 28/7/2020 cua Chinh phu
quy dinh V& Co sé dit lisu ho tich dién tir, dang ky ho tich truc tuyén;

- Thong tu s6 281/2016/TT-BTC ngy 14/11/2016 ciia Bo truong Bo Tai chinh quy dinh mirc thu,
ché do thu, nop, quan ly va sir dung phi khai théc, st dung théng tin trong co so dit ligu ho tich, phi
xac nhan c6 quéc tich Viét Nam, phi xac nhan 1 nguoi goc Viét Nam, Ié phi quéc tich;

- Thong tu sé 85/2019/TT-BTC ngay 29/11/2019 cua Bo truéng Bo Tai chinh huéng dan vé phi
va l¢ phi thusc tham quyén quyét dinh ciia Hoi dong nhan dantinh, thanh phd truc thuoe Trung wong;

- Thong tu sd 106/2021/TT-BTC ngay 26/11/2021 cua Bo truong Bo Tai chinh sira ddi, bd
sung mot sé diéu cua Thong tu sd 85/2019/TT-BTC ngay 29/11/2019 cia B Tai chinh hudng
dan vé phi va I& phi thuoc thim quyén quyét dinh cua Hoi dong nhan dan tinh, thanh phd truc
thudc Trung wong.

- Nghi quyét s6 06/2020/NQ-HPND ngay 10/7/2020 cta Hoi ddng nhan dan tinh Lao Cai ban
hanh quy dinh Vé céc loai phi, & phi thuoc thim quyén quyét dinh ctia Hoi dong nhan dan tinh
Lao Cai.

- Nghi quyét s6 06/2022/NQ-HPND ngay 15/7/2022 ctia Hoi dong nhan dantinh Lao Cai sta
d6i, bo sung, bai bo mot s6 didu cua Quy dinh V& cac loai phi, & phi thuoc thim quyén quyét dinh
cua Hoi d6ng nhan dan tinh Lao Cai ban hanh kém theo Nghi quyét s6 06/2020/NQ-HPND ngay
10 thang 7 nam 2020 va Nghi quyét sé 03/2021/NQ-HDPND ngay 09 thing 4 nim 2021 cua Hoi
d6ng nhan dan tinh Lao Cai sira d6i mot sé diéu cia Quy dinh vé céc loai phi, 18 phi thuc tham
quyén quyét dinh cua Hoi déng nhan dan tinh Lao Cai ban hanh kém theo Nghi quyét sb
06/2020/NQ-HDND ngay 10 thang 7 nim 2020 cua Hoi déng nhan dan tinh Lao Cai.

b.2 Thanh phan hé so thuc hign TTHC Ban chinh | Ban sao
b.2.1 | Thanh phdn ngp hé so truc tiép hodc giri qua dich vu buwu chinh
a Thanh phan hé so xuit trinh

- Ho chiéu hogc Ching minh nhan dan hoc Thé cin cudc cong dan
hoac cac giay to khac c6 dan anh va thong tin ca nhan do co quan cé X
tham quyen cap, con gia tri sa dung dé chang minh ve nhan than cua
nguoi c0 yéu cau dang ky lai khai tir. Truong hop cac thng tin ca nhan
trong cac giay to nay da co6 trong CSDLQGVDC, CSDLHTDT, duoc
hé thong dien tu dong thi khdng phai tai Ién (theo hinh thuac truc tuyen).

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

*Lwuy:

- D6i voi gidy to nop, xuat trinh néu ngudi yéu cau nop hd so theo
hinh thirc truc tiep:

+ Nguoi tiép nhan c6 trach nhiém kiém tra, ddi chiéu vai thong tin
trong to khai, chyp lai hoac ghi lai thong tin d€ lwu trong ho so va tra
lai cho nguoi xuat trinh, khong duoc yéu cau nop ban sao hodc ban
chup giay to do.

+ Ngudi yéu cau ding ky ho tich céwthé’ nop ban sao ching thuc tir
ban chinh hogdc ban sao dwoc cap tir s6 goc hoac ban chup kem theo

ban chinh gidy to dé ddi Chleu Truong hop nguoi yeu cau nop ban
chup kém theo ban chinh gidy to thi nguoi tiép nhan cd trach nhiem
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kiem tra, d6i chiéu ban chyp v6i ban chinh va ky xéc nhan, khong duoc
yéu cau nguoi di dang ky nop ban sao giay to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan ding, du hd so dang ky
ho tich theo quy dinh cua phap luat ho tich, khong duoc yeu cau nguoi
dang ky ho tich nop thém giay to ma phap luat ho tich khong quy dinh
phai nop.

- D6i v6i gidy to giri kém theo néu nguoi yu cau nop hd so theo
hinh thuc truc tuyén:

+ Ban chup céc gidy to giri kém theo hé‘ so dang ky lai khai tir truc
tuyen phai bao dam rd nét, day du, toan ven ve ndi dung, la ban chup bang
may anh, di¢n thoai hodc duoc chup, duoc quet bang thiét bi dién tir, tir
gidy to duoc cip h0’p ¢, con gia tri str dung.

+ Truong hop gidy to, tai liéu phai giri kém trong hd so dang ky lai
khai tur truc tuyen da c6 ban sao dign tir hodc da c6 ban dign tu giay to ho
tich thi ngudi yéu cau dugc stir dung ban dién tir nay.

+ Khi dén co quan dang kyho tich nhan kétqua (Trich lyc khai tie/ban
sao Trich luc khai tr), ngudi €6 yéu caudang ky lai khai tir phai xuat trinh
giay to tuy than, nop cac giay to la thanh phan ho so dang ky lai khai tir
theo quy dinh phap luat ho tich.

- Gidy to do co quan c6 thAm quyén cuia nudc ngoai cap, cong ching
hoac xac nhan dé su dung cho viéc dang ky ho tich tai Viét Nam phai
dugc hop phép hda lanh su theo quy dinh cta phap luat, trir treong hop
duoc mién theo diéu wdc quoc té ma Viét Nam [a thanh vién.

- Truong hop ngudi 6 yéu cau dang ky lai khai tr khong cung cap
duoc giay to néu trén theo quy dinh hoac giay to nop, xuat trinh bi tay
X0a, stra chira, lam gid thi co quan dang ky ho tich co tham quyen huy
bo két qua dang ky lai khai tur.

Thanh phan hé so phai nop:

- To khai dang ky lai khai tir theo mau (néu ngudi 6 yéu cau hra
chon nop hé so theo hinh thirc truc tiép):;

- Biéu mau dién tir trong tac ding ky lai khai tir, trong d6 c6 cam
doan cac thong tin cung cép 1a dung sy that, khdng con ban chinh Gidy
chirng ta/Trich luc khai tir, d3 ndp du cac gidy to hién c6 va chiu hoan
toan trach nhiem trudc phéap luat V& noi dung cam doan cua minh (do
nguoi yeu cau cung cap thong tin theo huwdng dan trén Cong dich vu cong
néu ngudi ¢6 Yéu cau hra chon nop hd so theo hinh thirc tryc tuyén).

* Noudi ¢ yau cau dang ky lai khai tir thuc hién viec nop/xuat
trinh (theo hinh thirc tryc tiep) hodc tai Ien (theo hinh thirc truc tuyen)
Cac giay to sau:

- Ban sao Gidy chang tir trude day dwoc cap hop 16. Néu khong
¢0 ban sao Giay chung tur trude day duoc cap hop € thi nop ban sao
ho so, giay to lién quan c6 noi dung chirng minh su Kign chét.
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- Vin ban iy quyén theo quy dinh cua phép Iuat trong truong hop
uy quyén thuc hién viéc dang ky lai khai tir. Truong hop nguoi duoc
iy quyén fa ong, ba, cha, me, con, vo, chdng, anh, chi, em rudt cua
ngudi Gy quyén thi van ban ty quyén khdng phai chang thuc.

b.2.2 Thanh phan hé so nép truc tuyén (néu co)
Tap tin chira thanh phan hd so theo muc b.2.1

S6 lwong hd so: 01 bd

b.3 Yéu cau, diéu kign thuc hién:
Viéc khai tir da duoc ding Ky tai co quan c6 tham quyén cua Viét Nam truéc ngay 01/01/2016
nhung SO dang ky khai tir va ban chinh Giay chirng tir déu bi mat.
Téng thoi gian xir 1y theo quy dinh:
- Khdng phai xac minh: 05 ngay lam viéc ké tir ngay nhan dua ho so hop 18
- Truong hop can xac minh thi thoi han giai quyét khong qua 10 ngay lam viéc ké tir ngay nhan
du ho so hop 1€
Thoi gian ding ky cdt giam:

b - Khéng phai xac minh: 02 ngay lam viéc

' - Trudng hop can xac minh: 03 ngay lam viéc.

(Quyét dinh s6 1090/QD-UBND ngay 11/05/2023 ciia Chu tich UBND tinh Lao Cai).
Thei gian xi 1y sau khi cdt giam:
- Khong phai xac minh: 03 ngay lam viéc ké tir ngdy nhan du hd so hop I
- Truong hop can xac minh thi thoi han giai quyét khong qua 07 ngay lam viéc keé ti ngay nhan
da ho so hop 1€

b.5 Noi tiép nhan va tra kétqua: Bo phan tiép nhan va tra két qua cia UBND cap x4
L¢é phi:

36 - 8.000 dong

. - Mién I¢ phi cho nguoi thudc gia dinh co cong v6i cach mang; nguoi thudc ho nghéo; nguoi

Khuyet tat.

3.7 Quy trinh xir ly cdng viéc

TT Trinh tw Trach nhiém Thoi gian | iz | mawkét qua

giai quyét
Budc 1 | Nop ho so Cénhan c6 nhu cau Glghirr: ?}nh Theo muc b.2
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* Quy trinh giai quyét: Khong phai xac minh: 03 ngay lam viéc, ké tir ngay nhan du ho so hop &

Budc 2 | - Kiém tra, tiép nhan ho so: Cong chirc Bo phan| 02 gio lam | - Mau s6 01: Gidy tiép
+ Truong hop hd so chua hop l¢ | “Mot cira” cua cap xa vigc nhan ho so va hen tra
theo quy dinh: Ghi phiéu yéu cu ket qua (Thong tu so:
bd sung, hoan thién hd so 01/2018/TT-VPCP)
+Trudng hop tir chdi: Ghi phiéu tir - Mau s6 03: Phieu tu
chéi tiép nhan giai quyét ho so choi tiép nhan gia
+ Ho so hop Ié theo quy dinh: Tiép qi‘_yet ho Sglgc})li)g/g'l_?
nhan va ghi giay bién nhan, hen i;)F;CP )
ngay tra ho so sau d6 chuyén ho so N ) . L
cho cén bo truc tiép giai quyét - Mau s6 02: Phieu yéu

cau bo sung, hoan
thién ho so (Thong tu
SO: 01/2018/TT-
VPCP)

- Mau s6 5: Phiéu kiém
soat qua trinh giai
quyéet ho so

- Méu sb 06: S6 theo
d6i ho so (Thong tur s6:
01/2018/TT-VPCP)

Buéc 3 | - Cong chirc tur phap ho tich tié’n Cong chirc tr phap | 0,5ngay | Cong van phic dap
hanh xem xét, xu Iy’ ho so; dé xuat | ho tich cua UBND lam viéc | (néu co)
phuong an giai quyeét xd, phuong, thi tran
- Kiém tra hé so: du’c;ﬂc phan cong giai
+ Ho so khong dap ung yéu cau: quyet
Thong bao cho canhan hoan thién
ho so, néu 10 1y do.

+ Truong hop hd so can giai trinh

va b6 sung thém, thong bao cho ca

nhan hoan thién ho so

+ Truong hop hd so dap wng yéu

cau: tham dinh ho so

- Tién hanh thdm dinh ho so; Cong chiac tu phap | 1,5ngdy |- Dy thao van ban c6
- Xac minh cac noi dung co lign| ho tich cua UBND | lam viec | lién quan
quan (néu co) xd, phuong, thi tran

- Pé xuat phuong an giai quyét du({; phan cong giai

- Trinh Lanh dao UBND X3, Rt

phuong, thi tran

Budc 4 | Trwong hep hé so qud han chi | - Lanh dao co quan Gio hanh | Mau sé 04: Phiéu xin
déng thong bao bang véin bdn dén chinh I6i va hen lai ngay tra

Bé phdn “M¢t cira” kém theo van

- Cong chic duoc
phan cong xir ly ho
SO

két qua (Thong tu sb
01/2018/TT-VPCP).
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ban xin 14i té chizc, cA nhan va
hen thoi gian tra ket qud

Budc 5 | - Xét duyét ho so: Lanh dao UBND cap| 0,5ngdy | Ky duyét Trich luc
+ Néu ddng y: Ky duyét xa lam viéc | khai tr. Truong hop tu
+ Néu khong déng ky: Chuyén tr ChOL c6 van ban reu 10
ho so cho cong chirc tu phap ho ly do
tich
Budc 6 | - Phat hanh vin ban cong chic duoc| 02gid |- Két qua giai quyét
- Chuyén cho B¢ phan “Mot cira” phan cong xir ly ho | lam viéc | TTHC
tra két qua cho ca nhan SO - Phieu  kiém soat qua
trinh giai quyét ho so
- S6 theo ddi ho so
Buoc 7 | Tiép nhan két qua giai quyet; tra | Cong chac Bo phan| Gio hanh | - Két qua giai quyet
cho cé nhan “Mot ctra” cua cap xa chinh TTHC
- Phiéu  kiém soat qua
trinh giai quyét ho so
- S6 theo ddi ho so
Budc 8 | - Théng ké va theo dbi cong chic dwoc| Gio hanh | - Phidu kiém soat qua
phan cong xi ly ho chinh trinh giai quyét ho so

- Luu ho so theo quy dinh

SO

- S theo doi hd so

- Hb so hru theo quy
dinh

* Quy trinh giai quyét: Trudng hep phai xac minh thi thoi han giai quyét khong qua 07 ngay lam viéc, ké
tir ngay nhan du ho so hop 8.

Budc 2

- Kiém tra, tiép nhan ho so:

+ Truong hop hd so chua hop 16
theo quy dinh: Ghi phicu yéu cau
bo sung, hoan thién ho so
+Truong hop tir chéi: Ghi phiéu tir
choi tiep nhan giai quyet ho so

+ Hd so hop & theo quy dinh: Tiép
nhan va ghi giay bién nhan, hen
ngay tra ho so sau d6 chuyén ho so
cho céan bo truc tiep giai quyet

Coéng chiac Bo phan
“Mot ctra” cua cap xa

0,5 ngay
lam viéc

- Méu sb 01: Giay tiép
nhan hd so va hen tra
két qua (Théng tu so:
01/2018/TT-VPCP)

- Mau sb 03: Phiéu tir
chdi tiép nhan giai
quyét hd so (Thong tu
s6: 01/2018/TT-
VPCP)

- Mau s6 02: Phiéu yéu
cau bd sung, hoan
thien hd so (Thong tu
o8 01/2018/TT-
VPCP)

- Mu s6 5: Phiéu kiém
sodt qud trinh giai
quyét hd so
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- Mau sb 06: S6 theo
doi ho so (Thong tu so:
01/2018/TT-VPCP)

Buéc 3 | - Cong chirc tur phap ho tich tié’n Cong chirc tu phap | 0,5ngay | Cong van phic dap
hanh xem xét, xir ly ho so; dé xuat | ho tich cia UBND | lam viéc | (néu co)
phuong an giai quyét xd, phuong, thi tran
- Kiém tra hd so: dugc phan cong gidi
+ Ho so khong dap ang yéu cau: quyet
Thong bao cho canhan hoan thién
ho so, néu 10 1y do.
+ Truong hop hd so can giai trinh
va bo sung thém, thong bao cho ca
nhan hoan thién ho so
+ Truong hop hd so dap wng yéu
cau: tham dinh ho so
- Tién hanh tham dinh ho so; Ccong chiac tu phap | 0,5ngdy | Vin ban co lién quan
- Xac minh cac noi dung cé lign| ho tich cua UBND | lam viéc
quan xa, phuong, thi tran
+ Bdo cao Lanh dao co quan gﬁ% phén cong giai
+ Dy thao vén ban dé nghi co quan
cO lién quan kiém tra, xac minh
+ Trinh Lanh dao ky phéat hanh
Kiém tra, xac minh cac noi dung cé | - Co quan, don vi| 04ngay | Van banxac minh
lién quan duoc gui lay y kien lam viéc
- Cong chtre tu phap
ho tich cua UBND
xd, phuong, thi tran
dugc phan cong gidi
quyét tien hanh kiém
tra xac minh va theo
ddi don doc
- Tiép nhan van ban xac minh Cong chic tu phap| 0,5ngdy | Van ban, tai lisu co
- Téng hop cac ndi dung ho tich cia UBND | lamvigc | lién quan
B iy Y £ xa, phuong, thi tran
Be‘xuat pflu:ong an gial quyet | dwoc phan cong giai
- Trnh  Lanh “dao UBND & | quyéi theo doi don
phuong, thi tran dée
Budc 4 | Trwong hep hé so qud han chi | - Lanh dao co quan Gio hanh | Mau sé 04: Phiéu xin
dgong théng bao bang vin bdn den chinh I6i va hen li ngay tra

Bg phdn “M¢t cira” kém theo vin
bdan xin loi té charc, cd nhan va
hen thei gian tra ket qud

- Cong chac duoc
phan cobng xir ly ho
SO

két qua (Thong tu sb
01/2018/TT-VPCP).
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Budc 5 | - Xét duyét ho so: Lanh dao UBND cap| 0,5ngady | Ky duyét Trich luc
+ Néu ddng y: Ky duyét xa lam viéc | khai ti. Truong hop tur
+ Néu khong dong ky: Chuyén tra C,h?jl c6 van ban neu ro
ho so cho cong chirc tu phap ho ly do
tich
Budc 6 | - Phat hanh vin ban Cong chrc dwoc| 05ngdy |- Két qua giai quyét
- Chuyén cho B phan “Mot cira” phén C()ng Xt |y ho lam viéc TTHC
tra két qua cho ca nhan SO - Phicu kiém soét qua
trinh giai quyét ho so
- S6 theo dbi ho so
Buéc 7 | Tiép nhan két qua giai quyét; tra | Cong chic Bo phan| Gio hanh | - Két qua giai quyét
cho ca nhan “Mot cira” cua cap xa chinh TTHC
- Phiéu kiém soat quéa
trinh giai quyéet ho so
- S6 theo ddi hd so
Budc 8 | - Théng ké va theo di cong chic dwoc| Gio hanh | - Phidu kiém soat qua
phan céng xir ly ho chinh trinh giai quyét ho so

- Luu hd so theo quy dinh

SO

- S theo ddi hd so

- Hb so hru theo quy
dinh

Téng thoi gian giai quyét:

- Khdng phai xac minh: 04 ngay lam viéc, ké tir ngay nhan du ho so hop Ié

- Truong hop phai xac minh thi thoi han giai quyét khdng qué 07 ngay lam viéc, ké tir ngdy nhan du hd so hop 8.
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