I. Ma HS: 1.000110

THU TUC HANH CHINH: LINH VU'C HQ TICH

Thi tuc ding ky khai sinh ¢6 yéu té nwée ngoai tai khu viee bién gii

Hinh thirc
nop

Thoi han giai
quyét

Phi, 1¢ phi

Truc tiép

Ngay trong ngay
tiép nhan yéu cau,
truong hop nhan ho
so sau 15 gio ma
khong giai quyét
dugc ngay thi tra
két qua trong ngay
lam viéc tiép theo.

Lé phi: Dong

(Mtic 1€ phi cu thé do Hoi déng nhan dan tinh,
thanh phé truc thudc Trung uong quyét dinh.
Mién 1& phi cho nguoi thudc gia dinh c6 cong
v6i cach mang; nguoi thuoc hd nghéo; nguoi
khuyét tat. Phi cip ban sao Gidy khai sinh (néu
¢6 yéu cau) thuc hién theo quy dinh tai Thong
tu s6 281/2016/TT-BTC ngay 14/11/2016 cia
B Tai chinh.)

Nguoi yéu cau dang ky khai sinh truc tiép thuc hién
hodc ty quyén cho nguoi khac thuc hién nop hod so
tryc tiép tai Trung tim Phuc vu hanh chinh cong hoic
i hod so qua hé théng buu chinh hodc ndp ho so truc
tuyén trén Cong dich wvu cong qudc gia
(https://dichvucong.gov.vn).

Truc tuyén

Ngay trong ngay
tiép nhan yéu cau,
truong hop nhan hod
so sau 15 gio ma
khong giai quyét
dugc ngay thi tra
két qua trong ngiy
lam viéc tiép theo.

L¢ phi:

(Mrc 1é phi cu thé do Hoi dong nhan dan tinh,
thanh phé truc thudc Trung uong quyét dinh.
Mién 1é phi cho ngudi thudc gia dinh c6 cong
vo1 cach mang; nguodi thuoc hd ngheo; nguoi
khuyét tat. Phi cap ban sao Gidy khai sinh (néu
c6 yéu cau) thuc hién theo quy dinh tai Thong
tu s6 281/2016/TT-BTC ngay 14/11/2016 cia
B Tai chinh.)

- Thu tuc nay da diéu kién thuc hién dich vu cong truc
tuyén toan trinh. - Ngudi yéu cau dang ky khai sinh
tryc tiép thuc hién hodc uy quyén cho nguoi khac thuc
hién nop hd so truc tiép tai Trung tdim Phuc vu hanh
chinh cong hodc gui ho so qua hé théng buu chinh
hoac nop hd so truc tuyén trén Céng dich vu cong
qudc gia (https://dichvucong.gov.vn).

Dich vu
buu chinh

Ngay trong ngay
tiép nhan yéu cau,
truong hop nhan hd
so sau 15 gio ma
khong giai quyét

L¢ phi:

(Mtic 1€ phi cu thé do Hoi déng nhan dan tinh,
thanh phd truc thuéc Trung wong quyét dinh.
Mién 1& phi cho nguoi thudc gia dinh c6 cong
vO1 cach mang; nguoi thuoc ho ngheo; nguoi

Nguoi yéu cau dang ky khai sinh truc tiép thuc hién
hodc ty quyén cho ngudi khac thuc hién ndp ho so
truc tiép tai Trung tdm Phuc vu hanh chinh cong hoac
gri ho so qua hé théng buu chinh hodc ndp hod so truc
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lam viéc tiép theo. | tu s6 281/2016/TT-BTC ngay 14/11/2016 cta
B Tai chinh.)

dugc ngay thi tra | khuyét tat. Phi cip ban sao Gidy khai sinh (néu | tuyén trén Cong dich vu
két qua trong ngdy | co yéu cau) thuc hién theo quy dinh tai Thong | (https://dichvucong.gov.vn).

cong quoc gia

1. Thanh phan ho so

Thi tuc diing Ky khai sinh c6 yéu t6 nuéc ngoai tai khu vue bién gigi

Loai gidy to Bin chinh | Ban sao | Mau don, to khai
- Gidy chung sinh; trudong hop khong c6 Gidy chung sinh thi ndp van ban cua ngudi lam
chtng x4c nhan vé viéc sinh; néu khong c6 nguoi lam chimg thi phai c6 gidy cam doan vé 1 0
viéc sinh.
- Truong hop khai sinh cho tré em sinh ra do mang thai hd phéi c6 van ban xac nhan cua co 1 0
sy té da thuc hién k¥ thuat ho tro sinh san cho viéc mang thai ho.
Truong hop ngudi yéu cau di ndp ban dién tir Gidy chimg sinh hodc co quan diang ky ho tich 0 0
d4 khai thac duoc dir liéu dién tir ¢6 ky sb ctia Gidy chimg sinh thi khong phai ndp ban gidy.
- Vin ban thoa thuan cta cha, me vé viée lya chon quéc tich cho con. Truong hop cha, me
Iwa chon quéc tich nudc ngoai cho con, thi ngoai van ban thdéa thuan Iya chon quéc tich con 1 0
phai c6 x4c nhan cua co quan c6 thim quyén nude ngoai vé viée tré cd qudc tich nudc ngoai
theo quy dinh cua phép luat nudc do.
- Ban sao gidy to chimg minh nhan than, gidy to ching minh noi thuong tri & khu vyc bién 0 1
gidi ctia cong dan nudc lang giéng.
- Vin ban ay quyén theo quy dinh ctia phap luat trong truong hop ty quyén thuc hién viée 1 0

dang ky khai sinh.




2. Gidy to phai xuat trinh:

Loai gidy to Bin chinh | Ban sao | Mau don, to khai

- Ho chiéu/Chtng minh nhan dan/Thé cin cudc cong dan/Thé cin cude/Can cude dién
t/Gidy ching nhan cin cudc hoic cac gidy to khac ¢ dan anh va thong tin c4 nhan do co
quan c6 thim quyén cip, con gié tri sir dung dé chimg minh vé nhan than ciia ngudi ¢ yéu
cau dang ky khai sinh. Trudng hop cac thong tin ca nhan trong cac gidy to nay di co trong
CSDLQGVDC, Co sé dir liéu ho tich dién tir (CSDLHTDT), dugc hé thdng dién tu dong thi
khong phai tai 1én (theo hinh thirc truc tuyén)

- Gidy to ching minh noi cu tra ctia cong dan Viét Nam dé ching minh tham quyén ding ky
khai sinh trong truong hop co quan dang ky ho tich khong thé khai thac duoc thong tin vé
noi cu tra cua coéng dan theo cac phuong thire quy dinh tai khoan 2 Piéu 14 Nghi dinh s6
104/2022/ND-CP ngay 21/12/2022 cua Chinh pha. Trudng hop cac thong tin vé gidy to 1 0
chirmg minh noi cu tri di duoc khai thac tir Co s¢ dir liéu qubc gia vé dan cu bang cac
phuong thirc nay thi ngudi ¢é yéu cau khong phai xuét trinh (theo hinh thirc truc tiép) hodc
tai 1én (theo hinh thirc truc tuyén).

Truong hop giri hd so qua hé thong buu chinh thi phéi giri kém theo ban sao ¢ ching thuc
cac gidy to phai xudt trinh néu trén.

* Lwu y: Bao gdbm
3. Trinh ty thye hién

- Néu lwa chon hinh thirc nop hd S0 tryc tiép, nguoi yéu cau ding ky khai sinh ndp hd so dang ky khai sinh tai Trung tam phuc vu hanh
chinh cong co tham quyén ndp 18 phi néu thudc truong hop phai ndp 18 phi dang ky khai sinh; ndp phi cap ban sao Gidy khai sinh néu c6 yéu
cau cap ban sao Gidy khai sinh.

- Néu lya chon hinh thtrc ndp ho so truc tuyén, nguol yéu cau ding ky khai sinh truy cap Cong dich vu cong quéc gia, xac thyuc nguoi
dung theo hudéng dan, dang nhap vao hé thng, lwa chon Uy ban nhan dan cap xd co thAm quyén. Nguoi yéu cau dang ky khai sinh truc tuyén
cung cip thong tin theo mau ho tich dién tir tvong tac ding ky khai sinh (cung cép trén Cong dich vu cong), dinh kém ban chup hoic ban sao
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dién tir cac gidy to, tai lidu theo quy dinh; ndp phi, 18 phi théng qua chirc ning thanh toan tryc tuyén hodc bang cach thirc khac theo quy dinh
phap luat, hoan tit viéc ndp hd so.

o Can bo tiép nhén hd so tai Trung tam Phuc vy hanh chinh cong c6 trach nhi¢m kiém tra tinh chinh xac, déy du, théng nhét, hop 1€ cua
ho so.

(1) Truong hop h0 so day du, hop 18 thi tlep nhan hd so; néu tlep nhan hd so sau 15 gid thi c6 Phiéu hen, tra két qua cho ngudi yéu cau
trong ngay lam viéc tiép theo (néu ngudi yéu cau ndp ho so truc tiép) hodc _guii ngay Phiéu hen, tra két qua qua thu dién tur hodc gui tin nhin
hen tra két qua qua dién thoai di dong cho nguoi yeu cau (néu nguoi yéu cau nop hd so truc tuyen) chuyen hd so dé cong chure tu phap - ho
tich xur ly; truong hop t1ep nhén hd so tai Trung tdm Phuc vu hanh chinh cong cap tinh, can bd tlep nhéan hd so chuyen hd so dén Uy ban nhan
dan cip x3 c6 tham quyén xu ly.

(i1) Truong hop hé so chua day du, hop 1€ thi can bo tiép nhan ho so thong bao cho nguoi yéu cau bo sung, hoan thién ho so, néu rd loai
gidy t0, ndi dung can bd sung dé nguoi yéu cau bo sung, hoan thién. Sau khi ho so dugc bd sung, thue hién lai budc (i);

(iii) Truong hop ngudi yéu cau dang ky khai sinh khong bo sung, hoan thién dugc ho so thi can bo tiép nhan ho so bao cdo Lanh dao
Trung tdm Phuc vu hanh chinh cong c6 thong bao tir chdi giai quyét yéu cau dang ky khai sinh.

- Cong chirc tu phap - ho tich tham tra hd so (tham tra tinh théng nhat, hop 18 cua cac thong tin trong ho so, gidy to, tai lidu do ngudi yéu
cau ndp, xuat trinh hodc dinh kém).

+ Truong hop ho so can bo sung, hoan thién hodc khong du diéu kién giai quyét, phai tir chdi thi cong chire tu phép - ho tich gui thong
béo vé tinh trang hd so t6i Trung tim Phuc vu hanh chinh cong dé thong bao cho ngudi ndp ho so — thue hién lai bude (ii) hoic (iii);

+ Truong hop can phai kiém tra, xdc minh 1am 16 hodc do nguyén nhan khiac ma khong thé tra két qua ding thoi gian di hen thi cong
chtrc tu phap - ho tich 1ap Phiéu xin 151 va hen lai ngay tra ket qua, trong d6 néu rd ly do cham tra két qua va thoi gian hen tra két qua, chuyén
Trung tam Phuc vu hanh chinh cong dé tra cho nguoi yéu cau (néu ngudi yéu cau nop ho so truc tiép), hodc gui Phiéu xin 101 va hen lai ngay
tra két qua qua thu dién tur hodc guri tin nhin qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu cau ndp ho so truc tuye n).

+ Néu thay ho so day du, hop 1€, ding quy dinh, truong hop tiép nhan ho so dang ky khai sinh theo hinh thue tryc tiép, thi cong chuc tu
phap - ho tich thyc hién ghi vao S6 dang ky khai sinh, cap nhat thong tin dang ky khai sinh trén Phian mém ding ky, quan ly ho tich dién tur
dung chung. Truong hop cha, me Iya chon quéc tich Viét Nam cho con thi chuyén thong tin dén CSDLQGVDC dé lay S6 dinh danh ca nhan.
Truong hop tlep nhan hd so ding ky khai sinh theo hinh thirc truc tuyen cong chure tu phap - ho tich gui lai biéu mau Gidy khai sinh dién tir
véi thong tin day du cho nguoi yéu cau qua thu dién tir hodc thiét bi s6. Nguoi yéu cau c6 trach nhiém kiém tra tinh chinh x4c, day du cua cac
thong tin trén biéu mau Gidy khai sinh dién tir va xac nhan (t6i da mot ngdy). Néu nguoi yéu cau xac nhan thong tin di théng nhat, day du
hoic khong co phan hdi sau thoi han mot ngay thi cong chire tu phéap - ho tich thuc hién ghi ndi dung vao Sb dang ky khai sinh, cip nhat thong
tin dang ky khai sinh trén Phin mém dang ky, quan 1y ho tich dién tir dung chung. Truong hop cha, me Iya chon qubc tich Viét Nam cho con
thi chuyén thong tin dén CSDLQGVDC dé lay S6 dinh danh c4 nhan.

- Sau khi CSDLQGVDC tra vé Sb dinh danh c4 nhan, cong chure tu phap - ho tich in Gidy khai sinh, trinh Lanh dao Uy ban nhan dan
cap xi ky, chuyén t6i Trung tam Phuc vu hanh chinh cong de tra két qua cho ngudi yéu cau.

4. Co quan thye hién: Uy ban Nhan dan x4, phuong, thi tran.
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5. Yéu cau, diéu kién: Tré sinh ra tai Viét Nam c6 cha hoac me¢ l1a cong dan Viét Nam thuong tru tai dia ban xa & khu vuc bién gidi con me
hodc cha la cong dan nudc lang giéng thudng tru tai don vi hanh chinh twong duwong cap xa cua Viét Nam tiép giap voi xa ¢ khu vuc bién gidi
cua Viét Nam noi cong dan Viét Nam thuong tr.
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1. Cach thirc thuc hién
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Thii tuc ding ky khai tir ¢6 yéu t6 nwée ngoai

Hinh thitc ndp | Thoi han giai quyét | Phi, 1¢ phi Mo ta
Ngay trong ngay
tiép nhan hd so;
ti‘frl()‘mnhan nhoén Sl?é Le phi Dong
o sai fg i("r ma (Mirc 18 phi cu thé do H01 d6ng nhan dan
Khon iéig avét tinh, thanh phd tryc thudc Trung wong | - Ngudi yéu cau ding ky khai tir tryc tiép thuc hién
du:ocgn ga t}?i }t]ré quyét dinh. Mién 1¢ phi cho nguoi thuéc | hodc Gy quyén cho ngudi khac thue hién nop hod so
True tié K ét' égtrzn nod gia dinh c6 cong véi cach mang; nguoi | truc tiép tai Trung tim Phuc vy hanh chinh céng, gui
rec tiep lam q\lzliéc i ég thgeoy thudc ho nghéo; ngudi khuyét tat. Phi cap qua hé thong buu chinh hodc ndp ho so tryc tuyén tai
Truon i ho fﬁn xéu; ban sao Trich luc khai tir (néu c¢6 yéu cau) | Cong dich vu cong qudc gia
minh %hi.lt)h(‘)’i han thue hién theo quy dinh tai Thong tu sé | (https://dichvucong.gov.vn).
" &t khAl'] 281/2016/TT-BTC ngay 14/11/2016 cua
sl quyet oS | 5 Tai chinh.)
qua 03 ngay lam
viéc.
i uhin 8 S0, | L6 o Déng
truong hop nhan hd (Mire 1¢ phi cu thé do HO] dong nhan dan Thu tuc nay du diéu kién thuc hién dich vu cong truc
.« | tinh, thanh phd tryc thudc Trung wong ISR NS , o,
so sau 15 gi0 ma 2. 4 X 1A 1 = ...~ | tuyén toan trinh. Nguoi yéu cau dang ky khai tu truc
. 2. | quyét dinh. Mién 1€ phi cho nguoi thudc | .7 o A s o
khong giai quyet | 7 . . v, . | ti€p thuc hién hodc uy quyén cho nguodi khac thuc hién
B . . | gia dinh c6 cong vdi cach mang; nguoi o A . . .
Tryc tuyén duoc ngay thi tra ndp ho so tryc tiep tai Trung tdm Phuc vu hanh chinh

két qua trong ngay
lam viéc tiép theo.
Trudng hop can xac
minh thi thoi han
giai quyét khong

thudc ho nghéo; ngudi khuyét tat. Phi cp
ban sao Trich luc khai ttr (néu c6 yéu cau)
thuc hi¢n theo quy dinh tai Thong tu )
281/2016/TT-BTC ngay 14/11/2016 cua
B Tai chinh.)

cong, gri qua hé thong buu chinh hodc ndp hd so truc
tuyén tai Coéng dich vu cong qubc gia
(https://dichvucong.gov.vn).
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Hinh thitc ndp | Thoi han giai quyét | Phi, 1¢ phi Mo ta
qua 03 ngay lam
viéc.
Ngay trong ngay
tiép nhan ho \
1P fhan - ho 80, Lé phi : bong

Dich vu buu
chinh

truong hop nhan ho
so sau 15 gi0 ma
khong giai quyét
duoc ngay thi tra
két qua trong ngay
lam viéc tiép theo.

(Mirc 18 phi cy thé do Hoi dong nhan dan
tinh, thanh phd tryc thudc Trung wong
quyét dinh. Mién 1¢ phi cho nguoi thudc
gia dinh c6 cong vdi cach mang; nguoi
thudc ho nghéo; ngudi khuyét tat. Phi cap

Nguoi yéu cau ding ky khai tir truc tiép thuc hién
hodc Uy quyén cho ngudi khac thuc hién ndp ho so
tryc tiép tai Trung tim Phuc vu hanh chinh céng, giri
qua hé théng buu chinh hoac nop ho so truc tuyén tai

. ., | bansao Trich luc khai tir (néu c6 yéu cau) | Cong dich vu cong qudc gia
Truong hop can xac o ) . R A e
minh thi thoi han thuc hién theo quy dinh tai Thong tu so | (https://dichvucong.gov.vn).
A quvit khéﬁ 281/2016/TT-BTC ngay 14/11/2016 cua
glal quyet oS | 5 Tai chinh.)
qua 03 ngay lam
viéc.
2. Thanh phan ho so
* Gidy to phdi ngp:
Loai gidy to Bin chinh | Ban sao | Mau don, to khai
- Gidy bao tir hodc gidy to thay Gidy bao tr do co quan c6 tham quyén cdp. Trudng hop
ngudi yéu cau di ndp ban dién tir Gidy bao tir hodc co quan ding ky ho tich di khai thac 1 0
dugc dir liéu dién tir c6 ky s6 cua Gidy béo tir thi khong phai ndp ban gidy.




Loai gidy to

Ban chinh

Ban sao

MAiu don, to' khai

- Gidy to, tai liéu, chimg ctr do co quan, t6 chirc c¢6 tham quyén cap hodc xac nhan hop 1&
chtng minh su kién chét ddi véi trudng hop dang ky khai tir cho ngudi chét da 1au, khong
c6 Gidy béo tir hodc gidy to thay thé Gidy bao tir.

- Vin ban oy quyén (dugc ching thuc) theo quy dinh ctia phap luat trong trudng hop ty
quyén thuc hién viéc ding ky khai tr. Truong hop ngudi ¢ trach nhiém ding ky khai tir ty
quyén cho ngudi khac thyc hién viéc diang ky khai tir ma nguoi duge ty quyén 1 ong, ba,
cha, me, con, vo, chong, anh, chi, em rudt cia nguoi iy quyén thi vin ban iy quyén khong
phéi chirng thuc.

* Gidy to phdi xudt trinh:

Loai gidy to

Ban chinh

Ban sao

Méu don, to
khai

- H6 chiéu/Chiing minh nhan dan/Thé cin cudc cong dan/Thé cin cudc/Can cude dién
tr/Gidy chtng nhdn cin cudc hodc cac gidy to khac co dan anh va thong tin c4 nhan do co
quan c6 thdm quyén cap, con gia tri sir dung dé chimg minh vé nhan than ctia ngudi cd yéu
cau dang ky khai sinh. Truong hop céc thong tin ¢4 nhan trong cac gidy to nay da cé trong
CSDLQGVDC, Co s¢ dir liéu ho tich dién tor (CSDLHTPT), duoc hé thong dién tu dong thi
khong phai tai 1én (theo hinh thic truc tuyén)

- Gidy td ¢6 gia tri chirng minh thong tin vé cu tri trong trudng hop co quan ding ky ho tich
khong thé khai thac duoc thong tin vé noi cu tri ciia cong dan theo cac phuong thirc quy dinh
tai khoan 2 Diéu 14 Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cta Chinh phil. Trudong
hop céc thong tin vé gidy to chirmg minh noi cu tra da duoc khai thac tir Co so dir liéu quoc
gia vé dan cu bang cac phuong thirc nay thi ngudi c6 yéu cau khong phai xuat trinh (theo
hinh thte truc tiép) hodc tai 1én (theo hinh thire truc tuyén).




Loai gidy to

Ban chinh

Ban sao

Méu don, to
khai

Truong hop giri hd so qua hé thong buu chinh thi phai giri kém theo ban sao c¢6 chimg thuc
cac gidy to phai xudt trinh néu trén.

*Luuy:

Loai gidy to

Ban chinh

Ban sao

Méu don, to
khai

- Ca nhan co6 quyén lua chon thuc hién thu tuc hanh chinh vé ho tich tai co quan dang ky hg
tich noi cu trd; noi cu tru cua cd nhan duoc xac dinh theo quy dinh cua phép luat vé cu tra.
Truong hop ca nhan lya chon thuc hién tha tuc hanh chinh vé ho tich khong phai tai Uy ban
nhan dan cap xa noi thuong tra hodc noi tam tra thi Uy ban nhan dan cép xa noi tiép nhan
yéu cau co trach nhiém hd tro nguoi dan ndp hd so dang ky ho tich truc tuyén dén dung co
quan c6 thim quyén theo quy dinh.

- B6i voi giay to ndp, xuat trinh néu nguoi yéu cau ndp ho so theo hinh thuce tryc tiép:

+ Nguoi yéu cau dang ky ho tich co thé ndp ban sao duge chimng thuc tir ban chinh hodc ban
sao dugc cap tir sd gde (sau day goi 14 ban sao) hodc ban chup kém theo ban chinh, ban dién
tir cac gidy to ndy, bao gdm ca gidy to duogc tich hop, hién thi trén Ung dung dinh danh dién
tor (VnelD).

Truong hop ngudi yéu cau ndp ban chup kém theo ban chinh gidy to thi nguoi tiép nhan c6
trach nhiém kiém tra, di chiéu ban chup véi ban chinh va ky xac nhan, khong dugc yéu cau
ndp ban sao gidy to do.
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Loai gidy to

Ban chinh

Ban sao

Méu don, to
khai

+ Ddi voi gidy to xuat trinh khi dang ky ho tich, nguoi tiép nhan ¢ trach nhiém kiém tra, d6i
chiéu véi thong tin trong to khai, chup lai hoac ghi lai thong tin dé luu trong hd so va tra lai
cho nguoi xuat trinh, khong duoc yéu cau ndp ban sao hodc ban chup giay to do.

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

+ Nguoi tiép nhan hé so thuc hién khai thac thong tin trong CSDLQGVDC theo quy dinh
phap luat néu ngudi yéu cau dang ky ho tich da cung cap ho, chit dém, tén; ngdy, thang, nim
sinh; s6 dinh danh c4 nhan/thé can cudc cong dan/thé can cudc/can cude dién tir. Trudng hop
cac thong tin can khai thac khong c6 trong CSDLQGVDC thi dé nghi ngudi yéu cau ké khai
day du.

- Bo6i voi giay to gui kém theo néu nguoi yéu cau ndp ho so theo hinh thuc tryc tuyén:

+ Ban chup cac gidy to gti kém theo hd so dang ky khai tir truc tuyén phai bao dam rd nét,
déy du, toan ven vé noi dung, 1a ban chup béng may anh, dién thoai hodc dugc chup, dugc
quét bang thiét bi dién tir, tir gidy to duoc cip hop 18, con gid tri sir dung.

+ Truong hop gidy to, tai liéu phai giri kém trong ho so ding ky khai tir truc tuyén di c6 ban
sao dién tir hoac da co6 ban dién tir giﬁy to ho tich thi nguoi yéu cau duoc st dung ban dién
tor nay.

- Truong hop nguoi yéu ciu dang ky hg tich lya chon nhan két qua tai Trung tdm Phuc vu
hanh chinh cong thi ngudi yéu cau dang ky ho tich phai xuét trinh gidy to tuy than, ndp cac
gidy to 1a thanh phan hd so theo quy dinh; Truong hop ngudi yéu cau dang ky ho tich khong
Iira chon nhéan két qua tai Trung tdm Phuc vu hanh chinh céng thi nguoi yéu cau dang ky ho
tich ndp cac gidy to 1a thanh phan hd so theo quy dinh trudce khi nhin két qua.
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. Miu don, tor
Loai giay to Ban chinh | Ban sao ag aom,
khali
- Truong hop ngudi yéu cau ding ky ho tich khong cung cap dugc gidy to theo quy dinh hoic
gidy to ndp, xuat trinh bj tiy x0a, stra chita, lam gia thi co quan ding ky ho tich c6 tham 0 0
quyén hiy bo két qua dang ky ho tich.
- Gidy to do co quan c6 thim quyén ctia nudc ngoai cap, cong chimg hodc xac nhan dé sir
dung cho viéc dang ky hd tich tai Viét Nam phai dugc hop phap hoa lanh su theo quy dinh 0 0
ctia phép luat, trir truong hop duge mién theo diéu wéc qudc té ma Viét Nam 1a thanh vién.
Bao goAm
Y S - , Ban % \ .
Loai giay to Ban chinh sa0 Mau don, to khai
- T khai ding ky khai tir theo mau (néu ndp ho so theo hinh thirc truc tiép hodc guri ho so 1 0
qua hé théng buu chinh).
- MAu ho tich dién tir twong tac diang ky khai tir (do ngudi yéu cau cung cap thong tin theo
hudng dan trén Cong dich vu céng, néu ngudi cé yéu cau lya chon ndp hd so theo hinh thire 1 0
truc tuyén);
- Nguoi c6 yéu cau dang ky khai tir thye hién viéc ndp/xuét trinh (theo hinh thirc tryc tiép) 0 0
hoic tai 1én (theo hinh thire truc tuyén) cac gidy to sau
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3. Trinh ty thye hién

- Néuq lya chon hinh thire nop hd so truc tiép, nguoi yéu cau ding ky khai tir nop ho so dang ky khai tir tai Trung tdm Phyc vy hanh Chi(\h
cong c6 tham quyén; nop 1€ phi néu thudc truong hop phai nop 1€ phi dang ky khai tir; ndp phi cap ban sao Trich lyc khai tor néu ¢ yéu cau
cap ban sao Trich luc khai ttr.

- Néu lya chon hinh thirc ndp hd so truc tuyén, nguoi yéu cau dang ky khai tir truy cap Cong dich vu cong quéc gia, xac thuc ngudi ding
theo hudng dan, ding nhap vao hé thong, lya chon Uy ban nhan dan cip xa c6 tham quyén.

Nguoi ¢6 yéu cau dang ky khai tir truc tuyén cung cip thong tin theo biéu mau dién tir twong tac dang ky khai tir (cung cip trén Cong
dich vu cong), dinh kém ban chyp hodc ban sao dién tir cac gidy to, tai liéu theo quy dinh; ndp phi, 1€ phi thong qua chire néng thanh toan tryc
tuyén hodc bang cach thirc khac theo quy dinh phép luat, hoan tat viéc ndp ho so.

- Can bo tlep nhan ho so tai Trung tdm Phyc vu hanh chinh cong c6 trach nhiém kiém tra tinh chinh Xac, dﬁy du, théng nhét, hop 1€ cua
ho so.

(1) Truong hop h6 so day di, hop 18 thi tiép nhan ho so; néu tiép nhan ho so sau 15 gid thi c6 Phiéu hen, tra két qua cho nguoi yéu cau
trong ngay lam viéc tiép theo (néu nguoi yéu cau ndp ho so truc tiép) hodc _gui ngay Phiéu hen, tra két qua qua thu dién tir hodc guri tin nhin
hen tra két qua qua dién thoai di dong cho nguoi yeu cau (néu nguoi yéu cau nop hd so truc tuyen) chuyen hd so dé cong chuc tu phap - ho
tich xtr ly; trudng hop tlep nhan hd so tai Trung tim Phuc vu hanh chinh cong cap tinh, can bo tiép nhan hd so chuyén hd so dén Uy ban nhan
dan cap xa c6 tham quyén xt 1y.

(i) Truong hop hd so chua day du, hop I¢ thi c6 thong bao cho nguoi yéu cau b6 sung, hoan thién hd so, néu rd loai gidy td, ndi dung
can bo sung dé nguoi co yéu cau bd sung, hoan thién. Sau khi hd so dugc bo sung, thyuc hién lai budc (i);

(iii) Trudong hop ngudi yéu cau dang ky khai tir khong bo sung, hoan thién dugc ho so thi can bo tiép nhan ho so bao cdo Lanh dao Trung
tam Phuc vy hanh chinh cong c6 thong bao tir choi gidi quyét yéu cau dang ky khai tur.

- Cong chire 1am cong tac ho tich tham tra hd so (tham tra tinh thong nhét, hop 1¢ ciia cac thong tin trong ho so, gidy to, tai liéu do ngudi
yéu cau ndp, xuat trinh hodc dinh kém).

+ Truong hop hd so can bd sung, hoan thién hoic khong du diéu kién giai quyét, phai tir chdi thi cong chirc tu phéap - ho tich giri thong
bao vé tinh trang ho so tdi Trung tim Phyc vy hanh chinh cong dé thong bao cho ngudi ndp hd so — thyc hién lai bude (ii) hoic (iii);

+ Truong hop can phai kiém tra, xdc minh 1am 16 hodc do nguyén nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong
chire tu phap - ho tich 1ap Phiéu xin 15i va hen lai ngay tra ket qua, trong d6 néu rd ly do cham tra két qua va thoi gian hen tra két qua, chuyén
Trung tam Phyc vu hanh chinh cong dé tra cho nguoi yéu cau (néu ngudi yéu cau nop hd so tryuc tiép), hodc guri Phiéu xin 16i va hen lai ngay
tra két qua qua thu dién tir hodc guri tin nhin qua dién thoai di dong cho ngudi yéu cu (néu ngudi yéu cau ndp hd so truc tuyén).

+ Néu thay ho so day du, hop 18, dung quy dinh, truong hop tiép nhan ho so dang ky khai tir theo hinh thire truc t}ep, thi cong chirc lam
cong tac hg tich thuc hién viéc ghi vao S6 dang ky khai tir, cap nhat thong tin dang ky khai tir va luu chinh thire trén Phan mém dang ky, quan
1y ho tich dién tir dung chung.
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Trudng hop tiép nhan hd so dang ky khai tir theo hinh thirc truc tuyén cong chirc lam cong tac ho tich guri lai biéu mau Trich luc khai tir
dién tr véi thong tin day du cho ngudi yéu cau qua thu dién tir hodc thiét bi so.

Ngudi yéu cau c6 trach nhiém kiém tra tinh chinh x4c, day du ciia cac thong tin trén biéu mau Trich luc khai tir dién tir va x4c nhan (toi
da mdt ngay).

Néu nguoi co yéu cau xac nhan thong tin dd thong nhat, day du hodc khong c6 phan hoi sau thoi han yéu cau thi cong chire lam cong tac
ho tich thuc hién viéc ghi ndi dung vao S6 dang ky khai tir, cap nhat thong tin dang ky khai tir va luu chinh thirc trén Phan mém dang ky, quan
1y ho tich dién tir dung chung.

- Cong chire tu phap - ho tich in Trich lyc khai t, trinh Lanh dao Uy ban nhéan dan cép xi ky, chuyén Trung tdm Phyc vu hanh chinh
cong tra két qua cho nguoi yéu cau.

4. Co quan thye hién: Uy ban nhan dan cép x4.
5. Yéu cau, diéu kién: Khong.
6. Thi tuc hanh chinh lién quan: Khong co thong tin.

I1l. Ma HS: 1.000656 Thi tuc ding ky khai tir

Hinh thire

nop Thoi han gii quyét Phi, 18 phi Mb ta

L¢ phi:

(Mrc 18 phi cu thé do Hoi dong nhan dan tinh,
thanh phd truc thudc Trung wong quyét dinh.
Mién 1¢ phi d6i véi truong hop dang ky khai
tir dang han, nguoi thudc gia dinh ¢6 cong voi
cach mang; nguoi thudoc hd ngheo; nguoi
khuyét tat. Phi cp ban sao Trich lyc khai tir
(néu ¢6 yéu cau) thuc hién theo quy dinh tai
Thong tu s6 281/2016/TT-BTC ngay
14/11/2016 cua B0 Tai chinh.)

- Ngudi yéu cau dang ky khai tir truc tiép
thue hién hodc Gy quyén cho ngudi khac
thuc hién ndp hd so truc tiép tai Trung
tam Phuc vu hanh chinh cong, gtri qua hé
théng buu chinh hodc ndp hd so truc
tuyén tai Cong dich vu céng quoc gia
(https://dichvucong.gov.vn).

Ngay trong ngay tiép
nhan yéu cau, trudng
hop nhan ho so sau 15
Truc tiép gi0 ma khong giai
quyét dugc ngay thi tra
két qua trong ngay lam
viée tiép theo.



https://thutuc.dichvucong.gov.vn/p/home/dvc-tthc-thu-tuc-hanh-chinh-chi-tiet.html?ma_thu_tuc=934
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Truc tuyén

Ngay trong ngiy tiép
nhan yéu cau, trudng
hop nhén hd so sau 15
gi0 ma khong giai
quyét dugc ngay thi tra
két qua trong ngay lam
viée tiép theo.

L¢ phi:

(Mic 1& phi cu thé do Hoi dong nhan dan tinh,
thanh phé truc thuéc Trung wong quyét dinh.
Mién 1¢ phi d6i véi truong hop dang ky khai
tu ding han, nguoi thude gia dinh c6 cong voi
cach mang; nguoi thudéc ho ngheo; nguoi
khuyét tat. Phi cap ban sao Trich lyc khai tur
(néu co yéu cau) thuc hién theo quy dinh tai
Thong tu s 281/2016/TT-BTC ngay
14/11/2016 cua Bo Tai chinh.)

Thu tuc nay du diéu kién thuc hién dich
vu cong truc tuyén toan trinh. Nguoi yéu
cau dang ky khai tir truc tiép thuc hién
hodc ty quyén cho ngudi khac thyc hién
nop ho so truc tiép tai Trung tAm Phuc
vu hanh chinh cong, guri qua hé thong
buu chinh hodc ndp hod so truc tuyen tai
Cong dich wvu cong qubc gia
(https://dichvucong.gov.vn).

Dich vu buu
chinh

Ngay trong ngay tiép
nhan yéu ciu, truong
hop nhan hé so sau 15
gi0 ma khong gidi
quyét duoc ngay thi tra
két qua trong ngay lam
viéc tiép theo. Truong
hop can xac minh thi
thoi han giai quyét
khong qua 03 ngay
lam viéc.

L¢ phi:

(Mtrc 1€ phi cu thé do Hoi déng nhan dan tinh,
thanh phd truc thuéc Trung wong quyét dinh.
Mién 1¢ phi d6i voi truong hop dang ky khai
tor dung han, nguoi thudc gia dinh c6 cong voi
cach mang; nguoi thugc ho nghéo; nguoi
khuyét tat. Phi cap ban sao Trich lyc khai tir
(néu co yéu cau) thuc hién theo quy dinh tai
Thong tu s 281/2016/TT-BTC ngay
14/11/2016 cua B0 Tai chinh.)

Nguoi yéu cau dang ky khai tir truc tiép
thuc hién hodc Gy quyén cho ngudi khac
thuc hién nop hd so truc tiép tai Trung
tam Phuc vu hanh chinh cong, gtri qua h¢
théng buu chinh hodc ndp ho so truc
tuyén tai Cong dich vu cong quoc gia
(https://dichvucong.gov.vn).

1. Thanh phan hé so
* Gidy to phdi ngp:

Loai gidy to

Ban chinh

Mau don, to

Ban sao khai

- Gidy bao tir hodc gidy to thay Gidy bao tir do co quan ¢ tham quyén cap.
Truong hop nguoi yéu cau da ndp ban dién tir Giay bao tir hoac co quan dang ky
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Loai giay to

Ban chinh

Ban sao

Mau don, to
khai

ho tich da khai thac duoc dir lidu dién tir co ky sb ciia Gidy béo tir thi khong phai
ndp ban giay.

- Giay to, tai liéu, chtng ¢t do co quan, t6 chirc c6 tham quyén cap hodc xac
nhan hgp 1€ chirng minh sy kién chét doi1 vaoi truong hop dang ky khai tir cho
nguoi chét da lau, khong c6 Gidy bao tir hodc giay to thay thé Giay bao tu.

- Van ban ty quyén (dugc ching thuc) theo quy dinh cua phap luat trong trudng
hop iy quyén thuc hién viéc dang ky khai ttr. Truong hop nguoi ¢ trach nhiém
dang ky khai tir iy quyén cho ngudi khéc thue hién viée ding ky khai tir ma
nguoi dugce uy quyén la 6ng, ba, cha, me, con, vo, chéng, anh, chi, em rudt cua
ngudi iy quyén thi van ban ty quyén khong phai ching thuc.

* Gidy to phdi xudt trinh:

Loai gidy to

Ban chinh

Ban sao

Mau don, to khai

- Ho chiéu/Chimg minh nhan dan/Thé can cude cong dan/Thé cin cude/Can
cudc dién tir/Gidy chting nhan cin cude hodc cac gidy to khac co dan anh va
thong tin c4 nhan do co quan c6 tham quyén cap, con gia tri sir dung dé chimg
minh vé nhan thin cua ngudi c6 yéu cau diang ky khai tu.

- Truong hop cac thong tin c4 nhén trong cic gidy to nay da cé trong
CSDLQGVDC, CSDLHTPDT, dugc hé thong dién ty dong thi khong phai tai 1én
(theo hinh thtc tric tuyén);

- Gidy to ching minh noi cu tr cudi ciing cia nguoi chét dé xac dinh tham
quyén trong trudng hop co quan dang ky ho tich khong thé khai thac dugc thong
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Loai gidy to Bin chinh | Bin sao | Miu don, t& Khai

tin vé noi cu tra ctia cong dan theo cac phuong thirc quy dinh tai khoan 2 Piéu
14 Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu.

- Truong hop cac thong tin vé gidy to chimg minh noi cu tra da dugc khai
thac tr Co so dir licu quoc gia vé dan cu bang cac phuong thirc nay thi nguoi co
yéu cau khong phai xuét trinh (theo hinh thuc truc tiép) hodc tai 1én (theo hinh
thire truc tuyén).

- Truong hop khong xac dinh duoc noi cu tri cudi cung ctia ngudi chét thi

Xudt trinh gidy to ching minh noi nguoi d6 chét hodc noi phat hién thi thé cua | 1 0
nguoi chét.
- Truong hop giri ho so qua hé thong buu chinh thi phai gii kém theo ban 0 0
sao co chung thuc cac giay to phai xuat trinh néu trén.
*Luuy:
Loai gidy to Ban chinh | Ban sao | Mau don, to khai

- Ca nhan co quyén lua chon thuc hién thu tuc hanh chinh vé ho tich tai co
quan dang ky hd tich noi cu tri; noi cu tril ciia ¢4 nhan dugc xac dinh theo quy
dinh ctia phap luat vé cu tra. Truong hop ca nhan Iya chon thuc hién thu tuc hanh
chinh vé ho tich khong phai tai Uy ban nhan dan cép x4 noi thuong trii hodc noi | 0 0
tam tra thi Uy ban nhan dan cip x4 noi tiép nhan yéu cau c6 trach nhiém hd tro
nguoi dan ndp hd so dang ky ho tich truc tuyén dén dung co quan c6 tham quyén
theo quy dinh.

- Trong thoi han 15 ngay ké tir ngdy c6 ngudi chét thi vo, chong hoic con,
cha, me hodc nguoi than thich khic ctia nguoi chét co trach nhiém di dang ky
khai tir; truong hop nguoi chét khong co ngudi than thich thi dai dién cua co
quan, t6 chirc, ca nhan lién quan co trach nhi¢m di khai tir.
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Loai gidy to

Ban chinh

Ban sao

Miu don, to khai

- D61 véi gidy to ndp, xuat trinh néu nguodi yéu cau ndp ho so theo hinh thirc
truc tiép:

+ Ngudi yéu cau ding ky ho tich c6 thé ndp ban sao duge ching thyc tir
ban chinh hodc ban sao duogc cip tir sé gdc (sau day goi 1a ban sao) hodc ban
chup kém theo ban chinh, ban dién tir cac gidy to ndy, bao gom ca gidy to dugc
tich hop, hién thi trén Ung dung dinh danh dién tir (VnelD).

Truong hop nguoi yéu cau nop ban chup kém theo ban chinh gidy to thi
nguoi tiép nhan co trach nhiém kiém tra, d6i chleu ban chup v61 ban chinh va ky
x4c nhan, khong dugc yéu cau ndp ban sao gidy td do.

+ PO voi gidly to xudt trinh khi ddng ky ho tich, ngudi tiép nhan ¢6 trach
nhiém kiém tra, ddi chiéu véi thong tin trong to khai, chup lai hoac ghi 1a1 thong
tin dé luu trong ho so va tra lai cho nguoi xuét trinh, khong dugc yéu cau ndp
ban sao hodc ban chup gidy to do.

+ Nguoi tiép nhan ¢ trach nhiém tiép nhan ding, d ho so diang ky ho tich
theo quy dinh cua phap luat ho tich, khong dugce yéu cau nguoi dang ky ho tich
ndp thém gidy to ma phap luat ho tich khong quy dinh phai nop .

+ Ngudi tiép nhan ho so thuc hién khai thac thong tin trong CSDLQGVDC
theo quy dinh phép luat néu ngudi yéu cau dang ky ho tich da cung cp ho, chir
dém, tén; ngay, thang, nam sinh; s6 dinh danh c4 nhan/thé can cude cong dan/thé
cin cudc/can cude dién tir. Truong hop cac thong tin can khai thac khong co
trong CSDLQGVDC thi dé nghi ngudi yéu cau ké khai day du.

- D61 v gidy to gui kem theo néu ngudi yéu cau ndp ho so theo hinh thirc
truc tuyén:
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Loai gidy to

Ban chinh

Ban sao

Miu don, to khai

+ Ban chup céac gidy to gui kém theo hd so ding ky khai ttr truc tuyén phai
bao dam ro nét, df:iy du, toan ven vé ndi dung, 1a ban chup béng may anh, dién
thoai hodc dugc chup, duoc quét béng thiét bi dién tur, tir giéy to duoc cép hop
1€, con gia tri str dung.

+ Trudng hop gidy to, tai liéu phai guri kém trong hd so dang ky khai tir truc
tuyén da c6 ban sao dién tir hodc da c¢6 ban dién tir gidy to ho tich thi ngudi yéu
cau dugc st dung ban dién tur nay.

- Truong hop nguoi yéu cau dang ky ho tich lwa chon nhan két qua tai Trung
tam Phuc vu hanh chinh cong thi ngudi yéu cau ding ky ho tich phai xuat trinh
gidy td tuy than, ndp cac gidy to 1a thanh phan ho so theo quy dinh; Trudng hop
nguoi yéu cau dang ky hd tich khong lya chon nhan két qua tai Trung tdm Phuc
vu hanh chinh cong thi nguoi yéu cau dang ky ho tich nop cac gidy to 1a thanh
phan ho so theo quy dinh trudc khi nhan két qua.

- Truong hop nguoi yéu cau dang ky ho tich khong cung cap duogc gidy to

theo quy dinh hodc giay to ndp, xuat trinh bi tay x0a, sta chira, lam gia thi co 0 0
quan dang ky ho tich ¢6 tham quyén hity bo két qua dang ky ho tich.

- Gidy to do co quan c¢6 thim quyén cta nudc ngoai cap, cong ching hodc
xac nhan dé su dung cho viéc dang ky ho tich tai Viét Nam phai duoc hop phap 0 0

hoa 1anh sy theo quy dinh cta phap ludt, trir trudng hop duge mién theo diéu wéc
quoc té ma Vi¢t Nam la thanh vién.
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* Bao gdm
Loai gidy to Bin chinh | Ban sao | Mau don, to khai
-To k%lal daflg ky khi}l tir theo mau (néu ngudi cé yéu cau lya chon ndp ho so 1 0 3 TKngkkhait.doc
theo hinh thirc truc tiép);
- Mau ho tich dién tir tuong tac dang ky khai tir (do ngu’orl yéu cau cung cap 3DTTT-

thong tin theo hudng dan trén Cong dich vu cong, néu ngudi cé yéu cau lua 1 0

chon ndp ho so theo hinh thire tryc tuyén) ngkkhait.doc

- Ngudi c6 yéu cau dang ky khai tir thuc hién viéc ndp/xuét trinh (theo hinh
thure truc tiép) hoac tai Ién (theo hinh thirc truc tuyén) cac giay to sau:

2. Trinh ty thwe hién

- Néu lua chon hinh thirc nop ho so truc tiép, nguoi yéu cau ding ky khai tir nop ho so dang ky khai tu tai Trung tdm Phuc vu
hanh chinh cong co tham quyén; nop 1& phi néu thudc trudng hop phai nop 18 phi dang ky khai tir; ndp phi cap ban sao Trich luc khai
tr néu cd yéu cau cap ban sao Trich luc khai tir.

- Néu lva chon hinh thirc np hé so truc tuyén nguoi cd yéu cau ding ky khai tir truy cdp Cong dich vu cong qubc gia hodc
Cong dich vu cong cap tinh, dang ky tai khoan (neu chua co tai khoan), xac thuc nguoi dung theo hudng dan, dang nhap vao hé
thdng, xac dinh dung Uy ban nhan dan cip xi c6 tham quyen

- Nguoi co yéu cau dang ky khai tur tryc tuyén cung cap thong tin theo biéu mau dién tir trong tac ding ky khai tir (cung cap
trén Cong dich vu cong), dinh kém ban chup hodc ban sao dién tir cac gidy to, tai liéu theo quy dinh; ndp phi, 1€ phi thong qua chirc
nang thanh toan truc tuyen hoic bang cach thirc khac theo quy dinh phap luat, hoan tit viéc ndp hd so.

- Can bo tlep nhan hd so tai Trung tdm Phuc vy hanh chinh cong c6 trach nhiém kiém tra tinh chinh Xac, déy du, théng nhét,
hop 1¢ ctia ho so.

(1) Truong hop ho so day du, hop I¢ thi tiép nhan ho s0; néu tiép nhan ho so sau 15 gio thi ¢6 Phiéu hen, tra két qua cho ngudi
yéu cau trong ngay lam viéc tiép theo (néu nguoi yéu cau ndp hod so truc tlep) hodc gui ngay Phiéu hen, tra két qua qua thu dién tur
hodc giri tin nhan hen tra két qua qua dién thoai di dong cho nguoi yéu cau (néu ngudi yéu cau ndp ho so truc tuyén); chuyen ho so
dé cong chuc tu phap - h¢ tich xu ly; truong hop tiép nhan ho so tai Trung tim Phuc vy hanh chinh cong cip tinh, can b tiép nhan
ho so chuyén ho so dén Uy ban nhan dan cap xa c6 tham quyén xu 1y.
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- Sau khi tiép nhan hd so theo hinh thirc ndp truc tiép, can bo tiép nhan ho so tai BO phan mot ctra thyc hién sb hoa (sao chup,
chuyén thanh tai li€u dién tir trén hé théng thong tin, co s¢ dir liéu) va ky s6 vao tai liéu, ho so gidi quyét tha tuc hanh chinh da duoc
s6 hoa theo quy dinh.

(ii) Truong hop hd so chua day du, hop 1¢ thi co6 thong bao cho nguoi yéu cau bd sung, hoan thién hd so, néu rd loai gidy to,
noi dung can bo sung dé nguoi co yéu cau bod sung, hoan thién. Sau khi ho so duge bod ‘sung, thuc hién lai budce (1);
(iii) Truong hop ngudi yéu cau ding ky khai tir khong bo sung, hoan thién dugc hd so thi can bo tiép nhan hd so bao cao Lanh dao
Trung tam Phuc vy hanh chinh cong c6 thong bao tur chdi giai quyet yéu cau dang ky khai tu.

- Cong chure tu phap - ho tich tham tra hd so (tham tra tinh thong nhat, hop 18 cua cac thong tin trong hd so, gidy t, tai liéu do
ngudi yéu cau ndp, xuat trinh hoac dinh kém).

+ Truong hop ho so can bo sung, hoan thién hoic khong du diéu kién giai quyét, phai tir chi thi cong chirc tu phép - ho tich
guri thong bao vé tinh trang hd so t6i Trung tdm Phuc vu hanh chinh céng dé thong bao cho ngudi ndp hd so — thuc hién lai budc (i)
hodc (ii1);

+ Truong hop can phai kiém tra, xac minh 1am 1 hodc do nguyén nhan khac ma khong thé tra két qua dung thoi gian da hen
thi cong chure tu phap - ho tich lap Phiéu xin 15i va hen lai ‘ngay tra két qua, trong d6 néu ro ly do cham tra két qua va thoi gian hen
tra két qua, chuyen Trung tdm Phyc vu hanh chinh c6ng dé tra cho nguoi yéu cau (néu ngudi yéu cau nop ho so truc tlep) hodc gui
Phleu xin 18i va hen lai ngay tra két qua qua thu dién tir hodc gui tin nhan qua dién thoai di dong cho nguoi yéu cau (neu nguoi yéu
cau ndp ho so truc tuyén).ngay tra két qua qua thu dién tir hodc giri tin nhan qua dién thoai di dong cho ngudi ¢ yéu cau (néu ngudi
c¢6 yéu cau lya chon hinh thirc ndp ho so truc tuyén).

+ Néu thay ho so day du, hop 18, ding quy dinh, trudng hop tiép nhan ho so ding ky khai tir theo hinh thire truc tiép, thi cong
chtrc tu phap - ho tich thuc hién viéc ghi vao S6 dang ky khai tir, cdp nhat thong tin dang ky khai tr va luu chinh thac trén Phan
mém ding ky, quan Iy ho tich dién tr dung chung.

Trudng hop tiép nhan hd so dang ky khai tir theo hinh thirc truc tuyén, cong chure tu phap - ho tich gui lai biéu miu Trich luc
khai tur dién tu voi thong tin day du cho nguoi yéu cau qua thu dién tr hodc thiét bi sd.

Nguoti yéu cau co trach nhiém kiém tra tinh chinh x4c, ddy du cta cac thong tin trén biéu mau Trich luc khai tir dién tir va xac
nhan (t01 da mdt ngay).

Néu ngudi c¢6 yéu cau xac nhan thong tin da thong nhat, ddy da hodc khong c6 phan hdi sau thoi han yéu cau thi céng chuc tu
phap - ho tich thuc hién viéc ghi ndi dung vao SO dang ky khai tir, cap nhat thong tin dang ky khai tir va luu chinh thic trén Phan
mém dang ky, quan 1y ho tich dién tir dung chung.

- Cong chre tu phap - ho tich in Trich luc khai tir, trinh Lanh dao Uy ban nhan dan cép x4 ky, chuyén Trung tdm Phuc vu hanh
chinh cong tra két qua cho ngudi yéu cau.

3. Co quan thue hién: Uy ban Nhan dan x4, phuong.
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IV. M& HS: 2.000497 Thu tuc ding ky lai khai tir c6 yéu té nwée ngoai

1. Cach thire thwe hién

Hinh thirc
nop

Thaoi han giai
quyét

Phi, 1¢ phi

Mo ta

Tryc tiép

05 ngay lam viéc;
truong hop phai
tién hanh xac minh
thi thoi han khong
qua 10 ngay lam
viéc.

L¢ phi:

(Mic 1¢ phi cu thé do Hoi dong nhan dan tinh, thanh
phé truc thudc Trung wong quyét dinh. Mién 1& phi
cho nguoi thude gia dinh c6 cong voi cach mang;
nguoi thude ho nghéo; ngudi khuyét tat. Phi cap ban
sao Trich luc khai tir (néu c6 yéu cau) thuc hién theo
quy dinh tai Thong tu s6 281/2016/TT-BTC ngay
14/11/2016 ctia Bg Tai chinh.)

- Ngudi yéu cau ding ky lai khai tir truc tiép
thuc hién hodc Uy quyén cho nguoi khac
thyc hién viéc dang ky lai khai tir tai Trung
tdam Phuc vu hanh chinh cong, gtri qua hé
thdng buu chinh hodc ndp hd so truc tuyén
tai Cong dich vu cong quoc gia
(https://dichvucong.gov.vn).

Tryc tuyén

05 ngay lam viéc;
truong hop phai
tién hanh xac minh
thi thoi han khong
qua 10 ngay lam
viéc.

L¢ phi:

(Mic 1¢ phi cu thé do Hoi dong nhan dan tinh, thanh
phé truc thudc Trung wong quyét dinh. Mién 1 phi
cho nguoi thude gia dinh c6 cong vdi cach mang;
nguoi thude ho nghéo; ngudi khuyét tat. Phi cap ban
sao Trich luc khai tir (néu c6 yéu cau) thuc hién theo
quy dinh tai Thong tu s6 281/2016/TT-BTC ngay
14/11/2016 cta BS Tai chinh.)

Thii tyc nay du diéu kién thuc hién dich vu
cong truc tuyén toan trinh. Ngudi yéu cau
dang ky lai khai ttr truc tiép thuc hién hoic
iy quyén cho nguoi khac thuc hién viéc
dang ky lai khai tr tai Trung tam Phuc vu
hanh chinh cong, gli qua hé thdng buu
chinh hodc nop ho so tryc tuyén tai Cong
dich vu cong quéc gia
(https://dichvucong.gov.vn).

Dich vu buu
chinh

05 ngay lam viéc;
truong  hgp phai
tién hanh x4c minh
thi thoi han khong

L¢ phi: Mtc 1€ phi cu thé do Hoi déng nhan dan tinh,
thanh phé truc thudc Trung wong quyét dinh. Mién
1¢ phi cho nguoi thudc gia dinh c¢6 cong vai cach
mang; ngudi thudc hd ngheo; nguoi khuyét tat. Phi
cap ban sao Trich luc khai ttr (néu c6 yéu cau) thuc

- Nguoi yéu cau dang ky lai khai tir tryc tiép
thue hién hodc Gy quyén cho ngudi khac
thuc hién viéc dang ky lai khai tir tai Trung
tam Phuc vu hanh chinh cong, gui qua hé
thng buu chinh hodc ndp hé so tryc tuyén



https://thutuc.dichvucong.gov.vn/p/home/dvc-tthc-thu-tuc-hanh-chinh-chi-tiet.html?ma_thu_tuc=1514
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Hinh thuc
njp

Thoi han giai
quyét

Phi, 1¢ phi

Mo ta

qua 10 ngay lam
viéc.

hién theo quy dinh tai Thong tu s6 281/2016/TT-
BTC ngay 14/11/2016 cua BO Tai chinh.

tai Cong dich vu cong qudc gia
(https://dichvucong.gov.vn).

2. Thanh phin hd so

* Gidy to phdi xudt trinh:

Loai gidy to

Ban chinh

Ban sao | Mau don, to khai

Ho chiéu/Chirmg minh nhan dan/Thé cin cude cong dan/Thé cin cude/Can cude dién
tu/Giay chirng nhan can cudc hoac cac giay to khac c6 dan anh va thong tin c& nhan do
co quan c6 tham quyén cap, con gia tri sit dung dé ching minh vé nhan than ctia nguoi c6

; A Y SN 1 0
yéu cau dang ky lai khai tir. Trudng hop cac thong tin cd nhan trong cac gidy to nay da co
trong CSDLQGVDC, CSDLHTPT, dugc hé théng dién tu dong thi khong phai tai 1én
(theo hinh thire tryc tuyén).
Truong hop gui hd so qua hé thong buu chinh thi phai giri kém theo ban sao c6 ching 1 0
thuc cac gidy to phai xuat trinh néu trén.

* Gidy to phdi ngp:
Loai giﬁy to Bin chinh | Ban sao | Miu don, to khai

- Ban sao Gidy chung tir trude day duoc cap hop 16. Néu khong c6 ban sao Gidy ching tir
trude day dugce cap hop 18 thi ndp ban sao ho so, gidy td lién quan c6 ndi dung ching 0 1

minh su kién chét.
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Loai gidy to Bin chinh | Ban sao | Mau don, to khai

- Vin ban uy quyén theo quy dinh cua phap lut trong trudng hop ty quyén thuc hién
dang ky lai khai tir. Truong hop nguoi duoc uy quyén la 6ng, ba, cha, me, con, vo, chéng, 1 0
anh, chi, em rudt cia nguoi Gy quyén thi vin ban uy quyén khong phai ching thuc.

* Luu y:

Loai gidy to Bin chinh | Ban sao | Mau don, to khai

- Canhan c6 quyén lua chon thuc hién thu tuc hanh chinh vé hd tich tai co quan dang ky
ho tich noi cu trt; noi cu tri ciia ca nhan duoc xac dinh theo quy dinh cta phap luat vé cu
tri. Truong hop ca nhan lya chon thyc hi¢n thu tuc hanh chinh vé ho tich khong phai tai

: A A s o s 2o~ | 0 0
Uy ban nhan déan cap xa noi thuong tri hodc noi tam tra thi Uy ban nhan dan cap xa noi

tiép nhan yéu cau co trach nhiém hd tro ngudi dan ndp ho so ding ky ho tich truc tuyén

dén dung co quan c6 thim quyén theo quy dinh.

- B6i v6i gidy td ndp, xuat trinh néu nguoi yéu cau nop ho so theo hinh thire tryc tiép: 0 0
+ Nguoi yéu cau ding ky ho tich co thé nop ban sao duoc chimg thuc tir ban chinh hoic

ban sao duogc cap tir s6 goc (sau day goi la ban sao) hoac ban chup kém theo ban chinh, 0 0

ban dién tr cac gidy to nay, bao gdm ca gidy to dugc tich hop, hién thi trén Ung dung
dinh danh dién t&r (VnelD).

Truong hop nguoi yéu cau ndp ban chup kém theo ban chinh gidy to thi nguoi tiép nhan
6 trach nhiém kiém tra, ddi chiéu ban chup vo1 ban chinh va ky xac nhan, khong duogc 0 0
yéu cau ndp ban sao giay to do.

i véi giéy to xuat trinh khi dang ky ho tich, nguoi tiép nhén c6 trach nhiém kiém tra,
ddi chiéu, ghi lai thong tin hodc chup lai, ky xac nhan dé luu trong hd so va tra lai cho 0 0
nguoi xudt trinh, khong dugc yéu cau ndp ban sao hodc ban chup gidy to do.
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Loai gidy to

Ban chinh

Ban sao

MAiu don, to' khai

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

+ Nguoi tiép nhan ho so thyc hién khai thac thong tin trong CSDLQGVDC theo quy dinh
phap luat néu ngudi yéu cau ding ky ho tich di cung cip ho, chir dém, tén; ngdy, thang,
nam sinh; s dinh danh ca nhan/thé cian cude cong dan/thé can cudc/can cudc dién ti.
Truong hop cac thong tin can khai thac khong ¢ trong CSDLQGVDC thi dé nghi nguoi
yéu cau ké khai day du.

+ Truong hop ngudi yéu cau diang ky ho tich cung cap thong tin vé gidy to ho tich cia ca
nhan da dugc dang ky, co quan dang ky ho tich cé trach nhi€ém tra ctru thong tin trén HE
thong thong tin giai quyét thu tuc hanh chinh cap tinh thong qua két ndi véi Co so dit liéu
ho tich dién tir, CSDLQGVDC. Truong hop khong tra ctru dugc do khong c6 thong tin
trong Co s& dit liéu ho tich dién tir, CSDLQGVDC thi co quan ding ky ho tich yéu cau
ngudi di dang ky ho tich ndp/xuat trinh gidy to lién quan dé chimg minh.

- Bai véi gidy to giri kem theo néu nguoi yéu cau ndp ho so theo hinh thic tryc tuyén:

+ Ban chup cac gidy to giri kém theo ho so dang ky lai khai tir truc tuyén phai bao dam ro
nét, day du, toan ven vé ndi dung, 1a ban chup béng may anh, di¢n thoai hodc dugc chup,
dugc quét bang thiét bi dién tir, tir gidy to duge cap hop 18, con gia tri sir dung.

+ Truong hop gidy to, tai liéu phai giri kém trong hd so dang ky lai khai tir truc tuyén da
¢6 ban sao dién tir hodc di c6 ban dién tir gidy to ho tich thi ngudi yéu cau dugce st dung
ban dién tur nay.

- Trudng hop ngudi yéu cau dang ky ho tich lya chon nhan két qua tai Trung tim Phuc
vu hanh chinh cong thi ngudi yéu cau dang ky ho tich phai xuét trinh gidy to tuy than, ndp
cac gidy to 1a thanh phan hd so theo quy dinh; Truong hop ngudi yéu cau ding ky ho tich
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Loai gidy to Bin chinh | Ban sao | Mau don, to khai

khong lya chon nhan két qua tai Trung tim Phuc vu hanh chinh céng thi ngudi yéu cau
dang ky ho tich nop cac gidy to 1a thanh phan ho so theo quy dinh trudc khi nhan két qua.

- Trudng hop ngudi yéu cau dang ky ho tich khong cung cip dugc gidy to theo quy dinh
hodc gidy to ndp, xuat trinh bi tdy x6a, sira chita, lam gia thi co quan ding ky ho tich c6 0 0
tham quyén huy bo két qua ding ky ho tich.

- Gidy to do co quan ¢ tham quyén ciia nudc ngoai cap, cong chimng hodc xac nhan dé sir
dung cho viéc dang ky hd tich tai Viét Nam phai dugc hop phéap hoa lanh su theo quy dinh

~ S A ' 0 0
cua phap luat, trr truong hop dugc mién theo di€u udc quoc t€ ma Viét Nam la thanh
vién.
* Bao gom
Loai gidy to Ban chinh | Bansao | Mau don, to khai

- To khai dang ky lai khai ttr theo mau (néu ngudi c6 yéu cau Iya chon ndp hd so —

T T . : T 1 0 16.TKngklikhait.doc
theo hinh thure truc tiép hoac gui ho so qua hé thong buu chinh); g

X AL A , . . L 16.DTTT-

- Mau ho tich dién tir twong tac thuc hién dang ky lai khai tir 1 0 ngklikhait.doc
- Nguoi ¢6 yéu cau ding ky lai khai ttr thuc hién viéc ndp/xuit trinh (theo hinh thic 0 0
truc tiép) hodc tai 1én (theo hinh thirc truc tuyén) cac gidy to sau:

3. Trinh tu thue hién

- Néu lya chon hinh thirc nop hd so truc tiép, nguoi yéu cau ding ky lai khai tir ndp hd so dang ky lai khai tir tai Trung tam phyc vy hanh
chinh cong c6 tham quyén ndp 1€ phi néu thudc truong hop phai ndp 1€ phi dang ky lai khai tir; ndp phi cap ban sao Trich luc khai tir néu c6
yéu cau cap ban sao Trich luc khai tu.
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- Néu lwa chon hinh thirc ndp hé so truc tuyén, nguoi yéu cau ding ky lai khai tu truy cap Cong dich vu cong qudc gia , xac thuc ngudi
dung theo huéng dan, ding nhap vao hé thng, lwa chon Uy ban nhan din cdp x3 c6 thim quyeén.

- Nguoi co yéu cau dang ky lai khai tir tryc tuyén cung cap thong tin theo biéu mau dién tir twong tac dang ky lai khai tir (cung cap trén
Cong dich vu cong), djnh keém ban chup hodc ban sao dién tur cac giay tc‘g, tai liu thep quy dinh; ndp phi, 1€ phi thong qua chirc nang thanh
todn truc tuyén hodc bang cach thic khac theo quy dinh phép luat, hoan tat viéc ndp ho so.

- Can bo tiép nhén hd so tai Trung tdm Phuc vy hanh chinh cong c6 trach nhi¢m kiém tra tinh chinh x4c, dﬁy du, théng nhét, hop 1¢ cua
hd so.

(i) Trudong hop ho so day du, hop 18 thi tiép nhan ho so, c6 Phiéu hen, tra két qua cho ngudi yéu cau (néu nguoi yéu cau ndp hd so tryc
tiép) hodc gui ngay Phiéu hen, tra két qua qua thu dién tir hodc guri tin nhan hen tra két qua qua dién thoai di dong cho ngudi yéu cau (néu
ngudi yéu cau ndp hd so tryc tuyén), dong thoi chuyen hd so dé cong churc tu phap - ho tich xu ly; truong hop tlep nhan ho so tai Trung tim
Phuc vy hanh chinh cong cip tinh, can bo tiép nhan ho so chuyén ho so dén Uy ban nhan dan cip xa c6 tham quyén xu 1y.

- Sau khi tlep nhéan hd so theo hinh thirc nop truc tlep, can bo tlep nhén hd so tai Bo phan mot ctra thuc hién s6 hoa (sao chup, chuyén
thanh tai liéu dién tir trén h¢ thong thong tin, co s¢ dir 1iéu) va ky so vao tai licu, ho so giai quyéet thu tuc hanh chinh da dugc s6 hoa theo quy
dinh.

(i) Truong hop hd so chua day du, hop 1€ thi c6 thong bao cho nguoi yéu cau bo sung, hoan thién hd so, néu rd loai gidy to, ndi dung
can bo sung dé nguoi co yéu cau bd sung, hoan thién. Sau khi hd so dugc bo sung, thyuc hién lai budc (i);

(iii) Néu nguoi yéu cau dang ky lai khai tir khong bd sung, hoan thién duoc hd so thi bao cao Lanh dao Trung tim Phuc vu hanh chinh
cong co6 van ban tur choi giai quyét yéu cau dang ky lai khai tur.

- Cong chure lam cong tac ho tich tham tra ho so (thim tra tinh thong nhat, hop 1¢ ciia cac thong tin trong ho so, gidy to, tai liéu do ngudi
yéu cau ndp, xuat trinh hodc dinh kém).

+ Truong hop hd so can bd sung, hoan thién hoic khong du diéu kién giai quyét, phai tu chdi thi cong chire tu phap - ho tich gui thong
bdo vé tinh trang ho so td1 Trung tam Phuc vu hanh chinh cong dé thong bao cho nguoi ndop ho so — thye hién lai budc (i1) hodc (iii);

+ Truong hop can phai kiém tra, xdc minh 1am r6 hodc do nguyén nhan khac ma khong thé tra két qua ding thoi gian da hen thi cong
chtre tu phap - ho tich 1ap Phiéu xin 13i va hen lai ngay tra ket qua, trong do néu rd ly do cham tra két qua va thoi gian hen tra két qua, chuyén
Trung tam Phuc vu hanh chinh cong dé tra cho nguoi yéu cau (néu ngudi yéu cau nop hd so tryuc tiép), hodc guri Phiéu xin 16i va hen lai ngay
tra két qua qua thu dién tir hodc giri tin nhan qua dién thoai di dong cho ngudi yéu cau (néu ngudi yéu cau ndp hod so truc tuyén).

+ Néu thay ho so day du, hop 18, dung quy dinh, truong hop tiép nhan ho so dang ky lai khai tir theo hinh thirc tryc tiép, thi cong chire
lam cong tac ho tich thuc hién viéc ghi vao S6 dang ky khai tir, cap nhat thong tin dang ky lai khai tir va luu chinh thirc trén Phan mém dang
ky, quan 1y hd tich dién tir dung chung.

Trudng hop tiép nhan ho so ding ky lai khai tir theo hinh thirc truc tuyen cong chirc 1am cong tac ho tich gui lai biéu mau Trich lyc khai
tir dién tir v6i thong tin day du cho ngudi yéu cau qua thu dién tir hodc thiét bi sd.
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Nguoi yéu cau co trach nhiém kiém tra tinh chinh xac, ddy du cta cac thong tin trén biéu mau Trich luc khai tir dién tir va xac nhan (t6i
da mdt ngay).

Néu nguoi co yéu cau xac nhan thong tin da théng nhat, ddy du hodc khong ¢ phan hoi sau thoi han yéu cau thi cong chirc 1am cong tac
ho tich thyc hién viéc ghi ndi dung vao So6 dang ky khai tir, cap nhat thong tin dang ky lai khai tir va luu chinh thirc trén Phan mém dang ky,
quan 1y ho tich dién tir dung chung.

- Cong chtrc tu phap - ho tich in Trich luc khai tir, trinh Lanh dao Uy ban nhan déan cap xi ky, chuyén t&i Trung tim Phuc vy hanh chinh
cong dé tra két qua cho nguoi yéu cau.

4. Co quan thye hién: Uy ban nhan dan cap xa
5. Yéu cau, diéu kién: Viéc khai tir cia cong dan Viét Nam dinh cu & nudc ngoai hodc ctia ngudi nude ngoai di ding ky tai co quan c6 tham
quyén cua Viét Nam trude ngay 01/01/2016 nhung S6 dang ky khai tir va ban chinh Giay chung tir déu bi mat.

V. M3 HS: 2.000547 Thu tuc ghi vao S‘(Z) hd tich viéc hd tich khac ciia cong dan Viét Nam da dwoe giai quyét tai co
quan cé tham quyén cia nwée ngoai (khai sinh; giam h¢; nhan cha, me, con; xac dinh cha, me,
con; nudi con nuoi; khai tir; thay doi ho tich)

1. Cach thirc thuc hién

Hinh thi "
“‘nﬁp e Théi han giai quyét Phi, I¢ phi Mo ta
Ngay trong ngay tiép | Lé phi: Pong
han hd so, truong h Theo mtc thu 1& phi do Hoi dong nhan dan cé . L A .
nhan ho so, truong hop | (Theo mirc thu I¢ phi do Hoi dong nhan dan eap |\ v va) 3y ohi vao $6 ho tich cac viée ho
nhan ho so sau 15 gio | tinh quy dinh. Mién 1€ phi cho nguoi thude gia | . g x n .. A
. A £ . T A g "~ . | tich khac truc tiép thuc hién hodc ty quyén
ma khong gidi quyét | dinh c6 cong vdoi cach mang; nguoi thudc ho s n A TN A
duoc ngay thi tra két qua | nghéo; ngudi khuyét tat. Phi cip ban sao Trich cho nguoi khdc thuc hién nop ho so truc tiep
Truyc tiép Y ngay q £NC0; & yer it P tai Trung tam Phuc vy hanh chinh céng, guri

trong ngay lam viéc tiép | luc ghi vao S6 ho tich viéc khai sinh/Trich luc
theo. Trong truong hop | ghi vao S6 ho tich cac viée ho tich khac (néu co
phai xac minh thi thoi | yéu cau) thyc hién theo quy dinh tai Thong tu s6
han giai quyét khong | 281/2016/TT-BTC ngay 14/11/2016 ctia Bo Tai
qua 3 ngay lam viéc. chinh.)

qua hé théng buu chinh hoac nop h so truc
tuyén tai Coéng dich vu cong qudc gia
(https://dichvucong.gov.vn).



https://thutuc.dichvucong.gov.vn/p/home/dvc-tthc-thu-tuc-hanh-chinh-chi-tiet.html?ma_thu_tuc=1654
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Hinh thuce
njp

Thoi han giai quyét

Phi, 1¢ phi

Mo ta

Truc tuyén

Ngay trong ngiy 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 tiép
theo. Trong truong hop
phai xac minh thi thoi
han giai quyét khong
qua 3 ngay lam viéc.

L¢ phi:

(Theo mirc thu 1& phi do Hoi dong nhan dan cip
tinh quy dinh. Mién 1& phi cho ngudi thudc gia
dinh c6 cong voi1 cach mang; nguoi thude hd
nghéo; nguoi khuyét tat. Phi cdp ban sao Trich
luc ghi vao S6 ho tich viéc khai sinh/Trich luc
ghi vao S6 ho tich cac viée ho tich khac (néu co
yéu cau) thuc hién theo quy dinh tai Thong tu sd
281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai
chinh.)

- Thu tuc nay du diéu kién thue hién dich vu
cong truc tuyén toan trinh. - Nguoi yéu cau
ghi vao S6 ho tich cac viée ho tich khac truc
tiép thuc hién hodc ty quyén cho ngudi khac
thuc hién ndp hd so truc tiép tai Trung tam
Phuc vu hanh chinh cong, giri qua hé thong
buu chinh hoac nop ho so truc myén tai Céng
dich vu cong qudc gia
(https://dichvucong.gov.vn).

Dich vu buu
chinh

Ngay trong ngdy tiép
nhan hd so, trudng hop
nhan hd so sau 15 gid
ma khong giai quyét
duoc ngay thi tra két qua
trong ngdy lam viéc tiép
theo. Trong truong hop
phai xac minh thi thoi
han giai quyét khong
qué 3 ngay lam viéc.

Lé phi :

(Theo mtc thu 1¢ phi do Hoi dong nhan déan cap
tinh quy dinh. Mién 1& phi cho ngudi thude gia
dinh c6 cong voi cach mang; nguoi thude hd
nghéo; nguoi khuyét tat. Phi cdp ban sao Trich
luc ghi vao S6 ho tich viéc khai sinh/Trich luc
ghi vao S6 ho tich cac viéc ho tich khac (néu co
yéu cau) thuc hién theo quy dinh tai Thong tu sd
281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai
chinh.)

Nguoi yéu cau ghi vao S6 ho tich cac viée ho
tich khac truc tiép thuc hién hodc uy quyén
cho nguoi khac thuc hién ndp hd so truc tiép
tai Trung tam Phuc vu hanh chinh cong, gui
qua hé théng buu chinh hoac ndp ho so truc
tuyén tai Cong dich vu cong qubc gia
(https://dichvucong.gov.vn).
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2. Thanh phin h so

* Gidy to phdi xudt trinh:

Loai gidy to Bin chinh | Ban sao | Mau don, to khai

- H6 chiéu/Chirng minh nhan dan/Thé cin cude cong dan/Thé cin cude/Can cude dién tir/Gidy
chtng nhan cin cude hodc cac gidy to khac co dén anh va thong tin ¢4 nhan do co quan ¢b
thAm quyén cip, con gia tri str dung dé chirng minh vé nhan than cta ngudi cé yéu cau ghi vao
S6 ho tich cac viéc ho tich khac. Truong hop céc thong tin c4 nhan trong cac gidy to nay da co
trong CSDLQGVDC, CSDLHTBT, dugc hé théng dién tu dong thi khong phai tai 1én (theo
hinh thirc truc tuyén);

- Gidy td ¢6 gia tri chitng minh thong tin vé cu tri trong trudng hop co quan ding ky ho tich
khong thé khai thac duoc thong tin vé noi cu trii ctia cong dan theo cac phuong thirc quy dinh
tai khoan 2 Diéu 14 Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phu. Trudng
hop céc thong tin vé gidy to chirng minh noi cu tra da dugc khai thac tir Co so dit liéu qubc
gia vé dan cu bang cac phuong thirc nay thi nguoi cé yéu cau khong phai xuét trinh (theo hinh
thire truc tiép) hodc tai 1én (theo hinh thirc truc tuyén).

Truong hop giri hd so qua hé thong buu chinh thi phai giri kém theo ban sao c¢6 ching thyc cac
gidy tO phai xuét trinh néu trén.

* Gidy to phdi ngp:

Loai gidy to Bin chinh | Ban sao | Miu don, to khai

- Ban sao giay to chung minh viéc ho tich da dugc giai quyét tai co quan c6 tham quyén cua
nudc ngoai.

- Vin ban ty quyén (dugc chig thuc) theo quy dinh ctia phap luat trong trudng hop oy quyén
thuc hién viéc ghi chu. Truong hop nguoi dugc uy quyén la 6ng, ba, cha, me, con, vo, ch?)ng, 1 0
anh, chi, em rudt ciia ngudi Gy quyén thi vin ban uy quyén khong phai ching thyec.
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*Luu y:

Loai gidy to Bin chinh | Ban sao | Miu don, to khai

- Ca nhan co6 quyén Irra chon thuc hién thu tuc hanh chinh vé ho tich tai co quan dang ky ho
tich noi cu trd; noi cu tru cia ca nhan dugc xac dinh theo quy dinh cua phap luat vé cu tru.
Truong hop cé nhan lya chon thyc hién thu tuc hanh chinh vé ho tich khong phai tai Uy ban

A A A ~ . \ J - . Ja T A A A ~ Lt A A A O O
nhan dan cap xa noi thuong tra hodc noi tam trt thi Uy ban nhan dan cap xa noi ti€p nhan yéu
cau ¢6 trach nhiém hd tro nguoi dan ndp hd so dang ky ho tich truc tuyén dén ding co quan
c6 tham quyén theo quy dinh.
- P6i v6i gidy to ndp, xudt trinh néu nguoi yéu cau ndp ho so theo hinh thire tryuc tiép: 0 0
+ Nguoi yéu cau ding ky ho tich c6 thé ndp ban sao duge ching thuc tir ban chinh hodc ban
sao duoc cip tir sO gbc (sau day goi 1a ban sao) hoic ban chup kém theo ban chinh, ban dién 0 0

tlr cic gidy to ndy, bao gdm ca gidy to duoc tich hop, hién thi trén Ung dung dinh danh dién ti
(VnelD).

Trudng hop ngudi yéu cau ndp ban chup kém theo ban chinh gidy to thi ngudi tiép nhan co
trach nhiém kiém tra, d6i chiéu ban chup véi ban chinh va ky xac nhan, khong dugc yéu cau | 0 0
ndp ban sao gidy to do.

+ Dbi véi gidy to xudt trinh khi ddng ky ho tich, ngudi tiép nhan c6 trach nhiém kiém tra, ddi
chiéu véi thong tin trong to khai, chup lai hodc ghi lai thong tin dé luu trong hdosovatralai | O 0
cho ngudi xudt trinh, khong duge yéu cau ndp ban sao hodc ban chup gidy to do.

+ Ngudi tiép nhan ¢ trach nhiém tiép nhan dung, dit ho so ding ky ho tich theo quy dinh cua
phap luat ho tich, khong duoc yéu cau ngudi dang ky ho tich ndp thém gidy to ma phap luat | 0 0
ho tich khong quy dinh phai ndp .

+ Nguoi tiép nhan ho so thuc hién khai thac thong tin trong CSDLQGVDC theo quy dinh phap
luat néu ngudi yéu cau ding ky ho tich da cung cap ho, chit dém, tén; ngay, thang, nim sinh;
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Loai gidy to Bin chinh | Ban sao | Mau don, to khai

s6 dinh danh c4 nhan/thé cin cude cong dan/thé cin cude/can cude dién tir. Truong hop cac
thong tin can khai thac khong c6 trong CSDLQGVDC thi dé nghi ngudi yéu cau ké khai day
du.

- P6i v6i gidy to giri kém theo néu ngudi yéu cau ndp hd so theo hinh thirc trice tuyén: 0 0

+ Ban chup cac giéy to gui kém theo ho so cau ghi vao S6 ho tich cac viée ho tich khac truc
tuyén phai bao dam ro nét, day du, toan ven vé ndi dung, 1a ban chup bang may anh, dién thoai | 0 0
hodc dugc chup, dugc quét béng thiét bi dién tu, tur giéy to duoc cép hop 1€, con gid tri st dung.

+ Trudng hop gidy to, tai liéu phai giri kém trong hd so ghi vao S6 ho tich cac viéc ho tich
khac truc tuyén d3 c6 ban sao dién tir hodc da co ban dién tir gidy to ho tich thi nguoi yéu cau | 0 0
dugc st dung ban dién tir nay.

- Truong hop ngudi yéu cau ding ky ho tich lwa chon nhan két qua tai Trung tim Phuc vy hanh
chinh cong thi nguoi yéu cau ding ky ho tich phai xuat trinh gidy to tuy than, ndp cac gidy to
1a thanh phan ho so theo quy dinh; Truong hop ngudi yéu cau ding ky ho tich khong lya chon | 0 0
nhan két qua tai Trung tdm Phuc vu hanh chinh cong thi ngudi yéu cau dang ky ho tich ndp
cac gidy to 1a thanh phan hd so theo quy dinh trude khi nhan két qua.

- Trudng hop ngudi yéu cau dang ky ho tich khong cung cap duogc gidy to theo quy dinh hoic
gidy to nop, xuét trinh bi tiy x6a, sira chira, lam gia thi co quan ding ky ho tich c6 tham quyén | 0 0
huy bo két qua dang ky ho tich.

- Gidy to do co quan c6 tham quyén clia nudc ngoai cip, cong chimg hodc xac nhan dé sir dung
cho viéc dang ky hg tich tai Viét Nam phai dugc hop phdp hoa lanh sy theo quy dinh ctia phap | 0 0
luat, trir truong hop duoc mién theo diéu ude quéc té ma Viét Nam 1a thanh vién.

* Bao gom
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Loai gidy to

Ban chinh

Ban sao

M3u don, to khai

- T& khai ghi vao S6 hé tich viéc khai sinh/To khai ghi vao S6 ho tich viée
khai tir/To khai ghi vao S6 ho tich viéc nudi con nudi/ To khai ghi vao S6
ho tich viéc giam ho, nhan cha, me, con/Td khai ghi vao S6 ho tich cac
viéc ho tich khac theo mau (néu nguodi co yéu cau lua chon nop hd so theo
hinh thuc truc tiép);

- Mau ho tich dién tir twong tac ghi vao S6 ho tich viéc khai sinh (do nguoi
yéu cau cung cip thong tin theo hudng dan trén Cong dich vu cong, néu
ngudi c6 yéu cau lua chon ndp hd so theo hinh thirc trie tuyén)

- Mau ho tich dién tir twong tac ghi vao S6 ho tich viée khai tir (do nguoi
yéu cau cung cip thong tin theo hudng dan trén Cong dich vu cong, néu
ngudi c6 yéu cau lua chon ndp hd so theo hinh thiic trire tuyén)

- Mau ho tich dién tir twong tac ghi vao S6 ho tich viéc nudi con nudi (do
ngudi yéu cau cung cap thong tin theo hudng dan trén Cong dich vu cong,
néu nguoi cd yéu cau lua chon ndp ho so theo hinh thirc tryc tuyén)

- Mau ho tich dién tir twong tac ghi vao S6 ho tich viée giam hQ,nhén cha,
me,con (do ngudi yéu cau cung cap thong tin theo hudng dan trén Cong
dich vu cong, néu nguodi co yéu cau lua chon nop h so theo hinh thire truc
tuyén)

- MAu ho tich dién tur tuong tac ghi vao SO ho tich cac viée ho tich khac
(do ngudi yéu cau cung cip thong tin theo hudng dan trén Cong dich vu
cong, néu ngudi cé yéu cau lwa chon ndp ho so theo hinh thirc truc tuyén)

- Nguoi ¢ yéu cau ghi vao S6 ho tich cac viée ho tich khac thyc hién viéc
n(f)p/xuét trinh (theo hinh thirc truc tiép) hoac tai 1én (theo hinh thirc truc
tuyén) cac gidy to sau:
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3. Trinh tu thuc hién

- Néu Iyra chon hinh thirc ndp ho so truc tiép, nguoi yéu cau ghi vao S6 ho tich viée khai sinh; giam hg; nhan cha, me, con; xac dinh cha,
me, con; nudi con nudi; khai tu; thay d6i ho tich di dugc giai quyét tai co quan c6 thim quyén cua nudce ngoai (Sau day goi la ghi vao S6 ho
tich cac viée ho tich khac) nop hd so ghi vao S6 ho tich cac viée ho tich khac tai Trung tim Phuc vy hanh chinh cong co thAm quyén; nop 1&
phi néu thudc truong hop phai ndp 1€ phi ghi vao S6 hd tich cac viée ho tich khac; ndp phi cap ban sao Trich luc ho tich, ban sao Glay khai
sinh twong g néu c¢6 yéu cau.

- Néu lya chon hinh thuc nop hd so truc tuyén, nguoi yéu cau ghi vao S6 ho tich cac viée ho tich khac truy cap Céng dich vu cong quéc
gia, xac thuc nguoi ding theo huéng dan, diang nhap vao hé thong, lwa chon Uy ban nhan dan cap xi c6 tham quyén. Nguoi yéu cau ghi vao
S6 ho tich cac viéc ho tich khéc tric tuyén cung cap thong tin theo mau ho tich dién tir twong tac ghi vao S6 ho tich viéc khai sinh/khai ttr/nu6i
con nudi/giam ho, nhan cha, me,con/mau ho tich dién tur tuvong tac ghi vao S6 ho tich cac viéc ho tich khac (cung cap trén Cong dich vu cong),
dinh kém ban chup hodc ban sao dién tir cac gidy to, tai liéu theo quy dinh; ndp phi, 1¢ phi thong qua chirc nang thanh toan truc tuyén hoac
bang cach thirc khac theo quy dinh phép luét, hoan tat viéc ndp ho so.

- Can bd tiép nhan ho so tai Trung tdm Phuc vu hanh chinh cong c6 trach nhiém kiém tra tinh chinh Xac, déy du, théng nhét, hop 1€ cua
ho so.

(1) Truong hop h6 so day di, hop 18 thi tiép nhan ho so; néu tiép nhan ho so sau 15 gid thi c6 Phiéu hen, tra két qua cho nguoi yéu cau
trong ngay lam viéc tiép theo (néu nguoi yéu cau ndp ho so truc tiép) hodc _gui ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin nhin
hen tra két qua qua dién thoai di dong cho nguoi yeu cau (néu nguoi yéu cau nop hd so truc tuyen) chuyen ho so dé cong chure tu phap - ho
tich xtr ly; trudng hop tlep nhan ho so tai Trung tim Phuc vu hanh chinh cong cép tinh, can bo tiép nhan hd so chuyén ho so dén Uy ban nhan
dan cap xa c6 tham quyén xt 1y.

(i) Truong hop ho so chua day da, hop 18 thi can bo tiép nhan hd so thong bao cho ngudi yéu cau bd sung, hoan thién hd so, néu 16 loai
gidy to, ndi dung can bd sung dé nguoi yéu cau bd sung, hoan thién. Sau khi ho so dugc bo sung, thuc hién lai budce (i);

(iii) Truong hop nguoi yéu cau ghi vao S6 ho tich cac viée ho tich khac khong bo sung, hoan thién dugc hd so thi can bo tiép nhan ho so
b4o cao Lanh dao Trung tim Phuc vu hanh chinh céng c6 thong béo tir chdi giai quyét yéu cau ghi vao S6 ho tich céac viée ho tich khac.

- Cong chure tu phap - ho tich tham tra hd so (tham tra tinh thong nhat, hop 1¢ clia cac thong tin trong ho so, gidy to, tai liéu do ngudi yéu
cau ndp, xuat trinh hoac dinh kém).

+ Truong hop hd so can bd sung, hoan thién hoic khong du diéu kién giai quyét, phai tir chdi thi cong chirc tu phap - ho tich giri thong
bao vé tinh trang ho so tdi Trung tim Phyc vy hanh chinh cong dé thong bao cho ngudi ndp hd so — thyc hién lai bude (ii) hoic (iii);

+ Truong hop can phai kiém tra, xdc minh 1am r6 hodc do nguyén nhan khac ma khong thé tra két qua dung thot gian da hen thi cong
chire tu phap - ho tich 1ap Phiéu xin 15i va hen lai ngay tra ket qua, trong d6 néu rd ly do cham tra két qua va thoi gian hen tra két qua, chuyén
Trung tam Phuc vu hanh chinh cong dé tra cho nguoi yéu cau (néu ngudi yéu cau nop hd so truc tiép), hodc g Phiéu xin 16i va hen lai ngay
tra két qua qua thu dién tir hodc giri tin nhan qua dién thoai di dong cho ngudi yéu cau (néu ngudi yéu cau ndp hd so truc tuyén).
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+ Néu thay yéu cau ghi vao S6 ho tich viéc ho tich khac du diéu kién, phu hop quy dinh phap luat, truong hop tiép nhan ho so ghi vao
S6 ho tich cac viée ho tich khac theo hinh thirc truc tiép, thi cong chuc tu phap - h tich thuc hién ghi n6i dung ghi cha vao Sb ho tich, cap
nhat thong tin ghi vao S6 ho tich cac viéc ho tich khac trén Phan mem dang ky, quan ly ho tich dién tr dung chung. Truong hop tiép nhan ho
so ghi vao S6 ho tich céac viée ho tich khac theo hinh thire true tuyén, cong chirc tu phap - ho tich guri lai biéu mau Trich luc ghi vao S6 hg tich
viéc khai sinh/Trich luc ghi vao S6 ho tich cac viéc ho tich khac dién tir cho nguoi yéu cau qua thu dién tir hodc thiét bi s6. Nguoi yéu cau co
trach nhiém kiém tra tinh chinh xac, day du cua cac thong tin trén biéu mau Trich luc ghi vao so0 ho tich vi¢c khai sinh/Trich luc ghi vao s6 hd
tich cac viéc ho tich khac dién tir va xac nhan (t6i da mot ngdy). Néu ngudi yéu cau xac nhin thong tin di thong nhét, day du hoic khong co
phan hoi sau thoi han mot ngay thi cong chure tu phap - ho tich thye hién ghi noi dung ghi chu vao S6 ho tich, cap nhat thong tin ghi vao S6
ho tich cac viée ho tich khac trén Phan mém ding ky, quan Iy ho tich dién tir dung chung.

- Cong chire tu phap - ho tich in Trich lyc ghi vao S6 ho tich viéc khai sinh/Trich luc ghi vao S6 ho tich cac viée ho tich khac, trinh Lanh
dao Uy ban nhan déan cap xi ky, chuyén t6i Trung tAm Phuc vu hanh chinh cong dé tra két qua cho nguoi yéu cau.

Co quan thyc hién: Uy ban nhan dan céap x&; Yéu cau, diéu kién: Khong; Thu tuc hanh chinh lién quan: Khong co thong tin

VI.M&HS: 1.000419  Thii tue diing ky khai tir luu dong

Hinh thicngp | 101 han gial Phi, 1¢ phi M ta
quyet
L¢ phi : Theo muc thu 1¢ phi do Hoi ddng nhan dan cip tinh quy dinh.
, Mién 1€ phi d61 voi truong hop dang ky khai tir dung han; dang ky cho
Truc tiép 5 Ngay lam viéc | nguoi thudc gia dinh c6 cong voi cach mang; nguoi thuge ho ngheo; nguoi
khuyeét tat.

1. Thanh phan hd so
* Gidy to phai ndp:

Loai gidy to

Ban chinh

Ban sao

Mau don, to khai

- T khai ding ky khai tir theo mau;

1

0

3.TKngkkhait.doc
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Loai gidy to Bin chinh | Ban sao | Miu don, to khai

- Gidy bao tir hogc gidy to thay Gidy bao tir do co quan c6 thadm quyén cip. Truong
hop ngudi yéu cau di ndp ban dién tir Glay bao tir hodc co quan dang ky ho tich da 1 0
khai thac duoc dit liéu dién tir c6 ky s6 ciia Gidy bao tir thi khong phai ndp ban

gidy.

* Gidy tO phai xuét trinh:

Loai gidy to Bin chinh | Bin sao | Miu don, t& khai

- Ho chiéu/Chimg minh nhan dan/Thé can cude cong dan/Thé can cude/Can cude
dién tir/Gidy chung nhan can cgéc hor;ic cac gidy to khac co dan anh va théng tin ca 1 0
nhan do co quan c6 tham quyén cap, con gia tri st dung dé chirng minh vé nhan
than cia ngudi c¢6 yéu cau dang ky khai tir;

- Gidy to ching minh noi cu tra cudi ciing ctia nguoi chét dé xac dinh tham quyén
trong trudng hop co quan diang ky ho tich khong thé khai thac duoc thong tin vé
noi cu tri cua cong dan theo cac phuong thirc quy dinh tai khoan 2 Piéu 14 Nghi
dinh so 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop cac thong 1 0
tin vé glay to chimg minh noi cur tri da dugc khai thac tir Co so dir liéu qudc gia vé
dan cu bang cac phuong thirc nay thi ngudi c6 yéu cau khong phai xuét trinh (theo
hinh thtc truc tiép) hodc tai 1én (theo hinh thic truc tuyén).

- Truong hop khong xac dinh duge noi cu tra cudi cing ciia nguoi chét thi xuét
trinh giay to ching minh noi nguoi do chét hodc noi phat hién thi thé cia nguoi 1 0
chét.

2. Trinh ty thuc hién

- Cong chlﬁ:c tu phap - ho ti‘ch duoc giao nhiérp vu dang ky khai ttr luu dong c6 trach nhiém chuén bi déy dt mau To khai ding
ky khai tir, gidy to ho tich va di€u kién can thiét dé thuc hién dang ky luu dong tai nha riéng hodc tai dia di€m t6 chuc dang ky luu
dong, bao dam thuan loi cho nguoi dan.
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- Tai dia diém dang ky khai tir luu dong, cong chirc tu phap - ho tich huong dan nguoi yéu cau dién day du thong tin trong To
khai dang ky khai tu, kiém tra cac gidy to lam co s& cho viée dang ky khai tir; viét Phiéu tiép nhén hd so.

- Sau khi tiép nhan ho s0, cong chtrc tu phap - ho tich bao cao Chu tich Uy ban nhan dan cdp xa. Truong hop Chi tich Uy ban
nhan dan dong ¥ giai quyét thi cong chire tu phap - ho tich thue hién viée ghi vao S6 dang ky khai tir, cap nhat thong tin dang ky
khai tir va luu chinh thic trén Phan mém ding ky, quan ly ho tich dién tr dung chung, in Trich lyc khai ti, trinh Chu tich Uy ban
nhan dan ky Trich luc khai tir cdp cho ngudi c6 yéu cau.

- Cong chire tu phap - ho tich dem theo Trich luc khai tir va S6 dang ky khai tir dé tra két qua cho ngudi c6 yéu cau tai dia diém
dang ky luu dong; hudng dan ngudi yéu ciu kiém tra ndi dung Trich luc khai tir va SO dang ky khai ttr, ky, ghi 16 ho, tén trong SO
dang ky khai tir; tai muc “Ghi cha” trong S6 ding ky khai tir ghi 16 “Pang ky luu dong”.

- Trudng hop ngudi yéu cau khong biét chit thi cong chire tu phap - ho tich truc tiép ghi T khai, sau d6 doc cho ngudi yéu cau
nghe lai n61 dung va huong dan nguoi d6 diém chi vao To khai. Khi tra két qua, cong chirc tu phap - ho tich doc lai ndi dung Trich
luc khai tir cho nguoi yéu cau nghe va hudng dan ngudi d6 diém chi vao S6 ding ky khai tir.

* Luu y:

- Ho chiéu/Chtrng minh nhan dan/Thé can cudce cong dan/Thé cin cude/Can cude dién tir/Gidy chimg nhéan cin cude hodc cac
gidy to khac co dan anh va thong tin ca nhan do co quan c6 tham quyén cap, con gia tri sit dung dé chimg minh vé nhén than cta
nguoi cd yéu cau ding ky két hon.

3. Co quan thyc hién: Uy ban Nhan dan x4, phuong, thi tran.

4. Yéu cau, dicu kién: Nguoi chét khong co ngudi than thich, nguoi than thich khong séng cing dia ban xi hoic 1a nguoi gia, yéu,
khuyét tat khong di dang ky khai tir dugc.

5. Thi tuc hanh chinh lién quan: Khong c6 thong tin

VIl. Ma HS: 2.000992

Chitng thuc chir ky nguwoi dich ma ngwoi dich & céng tac vién dich thuat caa Uy ban nhan dan cap xa.
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1. Cach thirc thyuc hién

Hinh thirc ndp Thoi han giai quyét Phi, 1¢ phi M6 ta
Trong ngay co quan, to chuc tiép nhan yéu cau hoic trong ngay Nop hd so truc tiép tai Uy ban
lam viéc tiép theo, néu tiép nhan yéu cau sau 15 gid hoic co thé nhan dan cap xa
kéo dai hon theo thoa thuan bang vin ban voi ngudi yéu cau Phi - 10.000
Truc tiép ching thuc. Truong hop tra két qua trong ngay Iam vigc tiep theo | ¢ng/truong

hodc phai kéo dai thoi gian theo thoa thuén thi nguoi tiép nhan hd | hop
so phai c6 phiéu hen ghi rd thoi gian (gio, ngay) tra két qua cho
ngudi yéu cau chang thuc.

2. Thanh phan ho so

Loai gidy to Ban chinh Ban sao

Ban dich va gidy to, van ban can dich. 1 0

3. Trinh tu thwe hién

+ Ngudi yéu cau ching thyuc chit ky nguoi dich phai xuat trinh céc gidy to phuc vu viéc chang thuc chit ky nguoi dich.

+ Ngudi thuc hién chirng thuc (hoic ngudi tiép nhan hd so trong trudng hop tiép nhan hd so tai B6 phan Mot cira) kiém tra gidy to do nguoi
yéu cau chiing thuc xuat trinh, néu thiy du giy to theo quy dinh va gidy to, van ban duoc dich khong thudc cac trudng hop gidy to, van ban
khong duoc dich dé chiing thuc chir ky ngudoi dich thi thuc hién ching thue nhu sau:

* Khi thyc hién chiing thuc, ngudi thuc hién chang thuc phai déi chiéu chit ky caa nguoi dich trén ban dich véi chit ky mau truge khi thyc
hién ching thuc; trudng hop nghi ngd chix ky trén ban dich s6 véi chir ky mau thi yéu cau nguoi dich ky truéc mat.

* Ghi day du loi chitng ching thuc chit ky nguoi dich theo mau quy dinh;

* Ky, ghi 18 ho tén, dong diu cua co quan, t6 chac thuc hién ching thuc va ghi vao so ching thuc. Déi véi ban dich gidy to, vin ban ¢ tir 02
(hai) trang tré 18n thi ghi loi chirng vao trang cudi, néu gidy to, van ban c6 tir 02 (hai) to tr 1én thi phai dong dau gidp lai.



38
4. Co quan thye hién: Uy ban nhan dan cap xa
5. Yéu céu, diéu kién:
Gidy to, van ban khong duoc dich dé chung thuc chit ky ngudi dich:
+ Gidy to, van ban di bi tiy x0a, sta chira; thém, b6t noi dung khong hop 18.
+ Gidy to, vin ban bi hu hong, cii nat khong xac dinh duoc ndi dung.
+ Gidy to, van ban dong du mat cua co quan, to chirc c6 tham quyén hoic khong déong dau mat nhung ghi 16 khong duogc dich.
+ Giz?iy to, van ban c6 ndi dung quy dinh tai Khoan 4 Diéu 22 cua Nghi dinh sé 23/2015/ND-CP.
+ Giay to, van ban do co quan, t6 chirc c6 tham quyen cuia nudc ngoai cap, cong chung hogc chiing nhan chua duoc hop phap hoéa lanh sy

theo quy dinh tai Khoan 1 Piéu 20 cua Nghi dinh s6 23/2015/ND-CP, trir gidy ho chiéu, thé can cudc, the cu tra, gidy phép lai xe, bang t6t
nghiép, chizng chi va bang diém kém theo bang tét nghiép, ching chi.

6. Thu tuc hanh chinh lién quan: khong cé thong tin

VIIL. Ma HS: 2.001008
Thi tuc ching thuc chir ky ngwoi dich ma ngwoi dich khdong phai la cgng tac vién dich thuat.

1. Cach thure thue hién

Hinh thirc ndp Théi han giai quyét Phi, 1¢ phi M6 ta

Trong ngay co quan, to chuc tiép nhan yéu cau hoic trong ngay | Phi : 10.000 | Nop hd so truc tiép tai Uy ban
Truc tiép lam viéc tiép theo, néu tiép nhan yéu cau sau 15 gid hoidc ¢ thé | dong/trudng nhan dan cap xa
kéo dai hon theo thoa thuan bang vin ban voi ngudi yéu cau | hop
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chung thuc. Truong hop tra két qua trong ngay 1am viéc tiép theo
hoic phai kéo dai thoi gian theo thoa thuan thi nguoi tiép nhan hd
so phai ¢6 phiéu hen ghi rd thoi gian (gio, ngay) tra két qua cho
ngudi yéu cau chang thuc.

2. Thanh phén hé so

Loai gidy to Ban chinh | Ban sao

+ Ban chinh hoac ban sao tir s6 goc, ban sao ¢6 chiing thuc bang cir nhan ngoai ngi tr 1én vé thi tiéng
nuéc ngoai can dich hoic bang tét nghiép dai hoc tro 1én di voi tha tiéng nude ngoai can dich; trir trueong
hop dich nhitng ngén ngit khdng pho bién ma ngudi dich khdng cé bang cir nhan ngoai ngi, bang tét 1 1
nghiép dai hoc nhung thong thao ngdn ngir can dich thi phai nop ban cam két vé viéc théng thao ngdn ngit
d6 va chiu trach nhiém vé ndi dung ban dich;

+ Ban dich dinh kém gidy to, vin ban can dich. 1 0

+ Ban chinh hoic ban sao ¢ chiing thuc Gidy ching minh nhan dan/Thé can cude cong dan/Thé cin
cudc/Giay chiing nhan can cudc/Ho chiéu/giy to xuat nhap canh/gidy to co gia tri di lai qudc té con gia tri 1 1
st dung hoac Can cudc dién ti.

3. Trinh tu thwe hién

+ Nguoi yéu cau chieng thyuc chit ky nguoi dich phai xuat trinh céc gidy to phuc vu viéc chang thuc chit ky ngudi dich.

+ Ngudi thuc hién chirng thuc (hoic ngudi tiép nhan hd so trong trudng hop tiép nhan hé so tai Bo phan Mot cira) kiém tra gidy to do nguoi
yéu cau chirng thuc xuat trinh, néu thiy du giy to theo quy dinh va gidy to, van ban duoc dich khong thudc cac trudng hop gidy to, van ban
khong duoc dich dé chirng thuc chir ky nguoi dich thi yéu cau nguoi dich ky trude mat va thuc hién ching thue nhu sau:

* Ghi day du loi chitng ching thuc chir ky nguoi dich theo mau quy dinh;
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* Ky, ghi rd ho tén, dong diu caa co quan, t6 chic thuc hién ching thue va ghi vao sé ching thuc.
Ddi véi ban dich gidy to, van ban c6 tir 02 (hai) trang trd 18n thi ghi 161 ching vao trang cudi, néu gidy to, van ban c6 tir 02 (hai) to tro 18n thi
phai déng dau giap lai.
4. Co quan thye hién: Uy ban nhan dan cap xa
5. Yéu cau, diéu kién:
* Phong Tu phap chi chung thuc chit ky ngudi dich khdng phai la cong tac vién khi ngudi d6 tu dich gidy to, van ban caa minh.
* Giay to, van ban khong duoc dich dé ching thyc chit ky nguoi dich:
+ Gidy to, vin ban di bi tay x0a, stra chira; thém, b6t noi dung khong hop 18.
+ Gidy to, van ban bi hu hong, cii nat khong xac dinh duoc noi dung.
+ Giay to, van ban dong dau mat cua co quan, to chirc c6 tham quyén hoic khong déong dau mat nhung ghi 16 khong duogc dich.
+ Gidy to, van ban c6 noi dung quy dinh tai Khoan 4 Diéu 22 cua Nghi dinh s6 23/2015/ND-CP.
+ Gidy to, vén ban do co quan, t0 chirc ¢6 tham quyen cua nudc ngoai cap, cong ching hodc chiing nhan chwa duoc hop phap hoa lanh su
theo quy dinh tai Khoan 1 bieu 20 cia Nghi dinh s6 23/2015/ND-CP, trur giay ho chi€u, the can cudc, the thuong trd, the cu tra, giay phép
lai xe, bang tot nghiép, chirng chi va bang diém kém theo bang tot nghiép, chang chi.
6. Thi tuc hanh chinh lién quan: khéng c6 thong tin

IX. Ma HS: 2.001035
Thi tuc chitng thuc hop ddng, giao dich lién quan dén tai san 1a dong san, quyén sir dung dat, nha é.

1. Cach thirc thye hién

Hinh thirc np Thoi han giai quyét Phi, 1¢ phi M6 ta
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Khong qua 02 (hai) ngay 1am viéc, ké tir ngay nhan du ho so yéu Nop hd so truc tiép tai Uy ban
cau ching thuc hoac c6 the kéo dai hon theo théa thuan bang van | pni - 50000 | Nhan dan cap x&
Truc tiép ban véi nguoi yéu cau ching thuc. Truong hop kéo dai thoi han ddng/truong

giai quyét thi ngudi tiép nhan hd so phai c6 phiéu hen ghi rd thoi | hop
gian (gio, ngay) tra két qua cho ngudi yéu cau ching thuc.

2. Thanh phan ho so

Loai gidy to Ban chinh | Ban sao

Du thao hop dong, giao dich; 1 0

Ban sao giay chiing nhan quyeén so hitu, quyén sir dung hozc ban sao gidy to thay thé dugc phap luat quy
dinh ddi véi tai san ma phap luat quy dinh phai dang ky quyén sé hitu, quyén sir dung trong trudng hop 0 1
hop ddng, giao dich lién quan dén tai san d6 (xuét trinh kém theo ban chinh dé dbi chiéu)

3. Trinh tu thwe hién

+ Nguoi yéu cau ching thuc xuat trinh ban chinh hozc ban sao ¢6 chiing thuc Gidy chirng minh nhan dan/Thé can cudc cong dan/Thé cin
cudc/Gidy chiing nhan can cudc/Ho chiéu/gidy to xuat nhap canh/gidy to cé gia tri di lai qudc té con gid tri sir dung hodc Cin cude dién tir va
nop 01 (Mat) bd ho so yéu cau chang thuc.

+ Ngudi thuc hién ching thuc (hodc nguoi tiép nhan ho so trong trudng hop tiép nhan hd so tai Bo phan Mot cira) kiém tra gidy to trong ho
so yéu cau chung thuc, néu day du, tai thoi diém chang thuc céc bén tham gia hop ddng, giao dich tu nguyén, minh man va nhan thic, 1am
chu duoc hanh vi caa minh thi thuc hién chirng thuc.

+ Céc bén tham gia hop dong, giao dich phai ky trudc mat nguoi thuc hién chiing thue, néu hop dong, giao dich cd tir 02 (hai) trang tré [én thi
phai ky vao ting trang. Truong hop ngudi yéu cau chirng thuc nop hd so tai Bo phan Mot ctra thi cac bén tham gia hop ddng, giao dich phai
ky trudc mat ngudi tiép nhan ho so. Truong hop nguoi c6 tham quyén giao két hop dong cua cac to chic tin dung, doanh nghiép da dang ky
chit ky mau tai co quan thyc hién chiing thuc thi c6 thé ky truéc vao hop dong; nguoi thuc hién chiing thuc (hodc ngudi tiép nhan hod so tai
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Bo phan Mot cira) phai d6i chiéu chix ky caa ho trong hop dong véi chit ky mau truge khi thuc hién chiing thuc, néu nghi ngo chix ky trong
hop dong khac vai chit ky mau thi yéu cau nguoi do ky trudc mit.
+ Truong hop ngudi yéu cau chiing thue khong ky duoc thi phai diém chi; néu nguoi d6 khong doc duoc, khong nghe duoc, khong ky, khdng
diém chi duoc thi phai c6 02 (hai) nguoi lam ching. Nguoi 1am ching phai ¢ di nang luc hanh vi dan su va khong cé quyén, loi ich hoic
nghia vu lién quan dén hop dong, giao dich. Nguoi 1am ching do ngudi yéu cau ching thuc bd tri. Truong hop ngudi yéu cau ching thuc
khong b tri dugce thi dé nghi co quan thuc hién ching thuc chi dinh nguoi 1am chang.
+ Nguoi thuc hién ching thuc (hoic ngudi tiép nhan ho so) ghi 101 ching twong @ng véi ting loai hop dong, giao dich theo mau quy dinh.
Truong hop tiép nhan ho so tai B phan Mot cira thi ngudoi tiép nhan hd so ky vao ting trang cua hop déng, giao dich va ky vao dudi loi ching
theo mau quy dinh. Nguoi thuc hién chung thwc ky vao ting trang caa hop dong, giao dich (néu hd so khong dugc tiép nhan qua Bo phan Mot
ctra), ky, ghi rd ho tén, dong dau cia co quan thuc hién chiing thuc va ghi vao sb chiing thue. Di véi hop dong, giao dich c6 tir 02 (hai) trang
trg 18n, thi ting trang phai duoc danh s thi ty, ¢ chit ky caa ngudi yéu cau ching thuc va ngudi thyc hién ching thyc; sé luong trang va loi
chtng dugc ghi tai trang cudi caa hop dong, giao dich. Truong hop hop dong, giao dich ¢ tir 02 (hai) to tro 18n thi phai dong dau giap lai.
+ Trong truong hop ngudi yéu cau ching thuc khong théng thao tiéng Viét thi phai c6 nguoi phién dich. Ngudi phién dich phai 12 ngudi ¢6
nang luc hanh vi dan sy day di theo quy dinh caa phap luat, thong thao tiéng Viét va ngdn ngir ma nguoi yéu cau ching thuc st dung. Nguoi
phién dich do ngudi yéu cau ching thuc mai hodc do co quan thuc hién ching thuc chi dinh. Thi lao phién dich do nguoi yéu cau ching thyc
tra. Nguoi phién dich c6 trach nhiém dich day du, chinh xac noi dung cua hop dong, giao dich, noi dung 1i chitng cho ngudi yéu cau ching
thuc va ky vao tirng trang hop dong véi tu cach 1a nguoi phién dich..
4. Co quan thye hién: Uy ban nhan dan cap xa
5. Yéu cau, diéu kién: khong.
6. Thi tuc hanh chinh lién quan: khéng c6 théng tin

X. Ma HS: 2.001019

Thi tuc chwng thuc di chdc.
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1. Cach thirc thyuc hién

Hinh thirc ndp Thoi han giai quyét Phi, 1¢ phi M6 ta
Khong qua 02 (hai) ngay Iam viéc, ké tir ngay nhan du ho so yéu Nop hd so truc tiép tai Uy ban
cau chirng thuc hoic c6 thé kéo dai hon theo thoa thuan bang vin ] nhan dan cap xa
Truc tiép ban véi nguoi yéu cau ching thyc. Truong hop kéo dai thoi han Pt“ : 50.000
giai quyét thi nguoi tiép nhan hd so phai c6 phiéu hen ghi ro thoi | dong/di chuc
gian (gio, ngay) tra két qua cho ngudi yéu cau chang thuc.

2. Thanh phan h so

Loai gidy to Ban chinh | Ban sao

Du thao di chuc 1 0

Ban sao gidy chirng nhan quyeén sé hitu, quyén sir dung hozc ban sao gidy to thay thé dugc phap luat quy
dinh d6i véi tai san ma phap luat quy dinh phai dang ky quyén sé hitu, quyén sir dung trong truong hop di
chuc lién quan dén tai san do; trir trudng hop nguoi lap di chic dang bi cai chét de doa dén tinh mang (xuat
trinh kém theo ban chinh dé déi chiéu).

3. Trinh ty thwe hién

+ Nguoi yéu cau ching thuc xuat trinh ban chinh hozc ban sao ¢6 chiing thuc Gidy chirng minh nhan dan/Thé can cudc cong dan/Thé cin
cudc/Gidy chiing nhan can cudc/Ho chiéu/gidy to xuat nhap canh/gidy to cé gia tri di lai qudc té con gid tri sir dung hodc Cin cude dién tir va
nop 01 (Mat) bd hd so yéu cau chang thuc.

+ Ngudi thuc hién chiang thuc (hodc nguoi tiép nhan ho so trong trudng hop tiép nhan hd so tai Bo phan Mot cira) kiém tra gidy to trong hd
so yéu cau chung thuc, néu day du, tai thoi diém ching thuc ngudi 1ap di chic tu nguyén, minh man va nhan thirc, 1am chi duoc hanh vi caa
minh thi thuc hién chang thuc.
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+ Nguoi lap di chlic phai ky trudc mat ngudi thuc hién ching thuc, néu di chic c6 tir 02 (hai) trang tré 1én thi phai ky vao timg trang. Truong
hop nguoi yéu cau chirng thuc nop ho so tai Bd phan Mot cira thi phai ky trudc mit ngudi tiép nhan hd so.
+ Truong hop ngudi yéu cau chiing thue khong ky duoc thi phai diém chi; néu nguoi d6 khong doc duoc, khong nghe duoc, khong ky, khdng
diém chi duoc thi phai c6 02 (hai) nguoi lam ching. Nguoi 1am ching phai ¢ di nang luc hanh vi dan su va khong cé quyén, loi ich hoic
nghia vu lién quan dén giao dich. Ngudi 1am ching do nguoi yéu cau ching thuc b tri. Truong hop ngudi yéu cau chung thue khong bé tri
duoc thi dé nghi co quan thuc hién ching thuc chi dinh nguoi lam ching.
+ Nguoi thyuc hién chiing thuc (hodc nguoi tiép nhan hd so) ghi 101 ching theo mau quy dinh. Trudng hop tiép nhan hé so tai Bo phan Mot
ctra thi nguoi tiép nhan hé so ky vao ting trang cua di chlc va ky vao dudi 1oi chitng theo mau quy dinh. Nguoi thuc hién chung thuc ky vao
tirng trang cua di chlc (néu hd so khong duoc tiép nhan qua Bo phan Mot cia), ky, ghi rd ho tén, dong dau cua co quan thuc hién ching thyuc
va ghi vao s6 chiing thyue. D4i vai di chic 6 tir 02 (hai) trang tro 18n, thi tirng trang phai duoc danh sb th tu, ¢6 chit ky cua nguoi yéu cau
chung thuc va nguoi thuc hién chiing thuc; s6 luong trang va 10i chitg duogc ghi tai trang cudi cia di chiic. Trudng hop di chic o tir 02 (hai)
to trg 18n thi phai dong dau giép lai.
+ Trong truong hop ngudi yéu cau ching thuc khong théng thao tiéng Viét thi phai c6 nguoi phién dich. Ngudi phién dich phai 12 ngudi ¢6
nang luc hanh vi dan sy day di theo quy dinh caa phap luat, thong thao tiéng Viét va ngdn ngir ma nguoi yéu cau ching thuc sir dung. Nguoi
phién dich do ngudi yéu cau ching thuc mai hodc do co quan thuc hién ching thuc chi dinh. Thi lao phién dich do nguoi yéu cau ching thyc
tra.Nguoi phién dich ¢ trach nhiém dich day du, chinh xac noi dung cua di chiic, noi dung 16i chitng cho ngudi yéu cau ching thuc va ky vao
tirng trang di chdc vai tu cach 1a nguoi phién dich.
4. Co quan thye hién: Uy ban nhan dan cap xa
5. Yéu cau, diéu kién: khong.
6. Thi tuc hanh chinh lién quan: khéng c6 théng tin
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XI. Ma HS: 2.001016

Thi tuc chitng thwe viin ban tir chdi nhan di san.

1. Cach thirc thyuce hién

Hinh thirc ngp Thoi han giai quyét Phi, 1¢ phi Mo ta
Khong qua 02 (hai) ngay 1am viéc, ké tir ngay nhan du ho so yéu Nop hd so truc tiép tai Uy ban
cau chiing thuc hoic c6 thé kéo dai hon theo thoa thuan bang van nhan dan cap xa

Phi : 50.000

ban véi ngudi yéu cau ching thuc. Truong hop kéo dai thoi han | FF
dong/van ban

giai quyét thi nguoi tiép nhan hd so phai c6 phiéu hen ghi rd thoi
gian (gio, ngay) tra két qua cho ngudi yéu cau ching thuc.

Truc tiép

2. Thanh phan ho so

Loai gidy to Ban chinh | Ban sao

Du thao vin ban tir chdi nhan di san 1 0

Ban sao gidy chirng nhan quyén s& hitu, quyén sir dung hozc ban sao gidy to thay thé dugc phap luat quy
dinh d6i véi tai san ma phép luat quy dinh phai dang ky quyén s hitu, quyén st dung trong truong hop 0 1
hop dong, giao dich lién quan dén tai san d6 (xuat trinh kém theo ban chinh dé déi chiéu).

3. Trinh ty thwe hién

+ Nguoi yéu cau ching thuc xuat trinh ban chinh hozc ban sao ¢6 chiing thuc Gidy chirng minh nhan dan/Thé can cudc cong dan/Thé cin
cudc/Giay chirng nhan can cuéc/Ho chiéu/gidy to xuat nhap canh/gidy to cé gia tri di lai qudc té con gid tri sir dung hodc Cin cude dién tir va
nop 01 (Mat) bd o so yéu cau chang thuc.



46
+ Ngudi thuc hién ching thuc (hodc nguoi tiép nhan ho so trong trudng hop tiép nhan hd so tai Bo phan Mot cira) kiém tra gidy to trong hd
so yéu cau chiing thuc, néu day du, tai thoi diém ching thuc ngudi tir chdi nhan di san ty nguyén, minh man va nhan thie, 1am chi duoc hanh
vi cua minh thi thuc hién chang thuc
+ Nguoi tir chdi nhan di san ky trudc mat ngudi thuc hién ching thue, néu van ban tir chdi ¢é tir 02 (hai) trang tré 18n thi phai ky vao ting
trang. Trudng hop ngudi yéu cau chirng thuc nop ho so tai Bo phan Mot cira thi phai ky trueéc mat ngudi tiép nhan hd so.
+ Truong hop ngudi yéu cau chiing thue khong ky duoc thi phai diém chi; néu nguoi d6 khong doc duoc, khong nghe duoc, khong ky, khdng
diém chi duoc thi phai c6 02 (hai) nguoi lam ching. Nguoi 1am ching phai ¢ di nang luc hanh vi dan su va khong cé quyén, loi ich hoic
nghia vu lién quan dén giao dich. Ngudi 1am ching do nguoi yéu cau ching thuc b tri. Truong hop ngudi yéu cau chung thue khdng bé tri
duogc thi dé nghi co quan thuc hién ching thuc chi dinh nguoi lam ching.
+ Nguoi thuc hién chiing thuc (hodc ngudi tiép nhan hd so) ghi 1o ching theo mau quy dinh. Trudng hop tiép nhan hé so tai Bo phan Mot
ctra thi nguoi tiép nhan ho so ky vao ting trang cta vin ban tir chéi va ky vao dudi loi chirng theo mau quy dinh. Nguoi thuc hién chung thyc
ky vao tirng trang cua van ban tir chdi (néu hd so khong duoc tiép nhan qua Bo phan Mot cia), ky, ghi rd ho tén, dong diu cua co quan thuc
hién chang thuc va ghi vao so chiing thuc. D4i véi van ban tir chdi 6 tir 02 (hai) trang tré 18n, thi tirng trang phai dugc danh sé thir tu, ¢é chir
Ky ciia ngudi Yéu cau chiing thuc va nguoi thuc hién ching thuc; sé lwong trang va loi chiing duoc ghi tai trang cudi cia vin ban tir chdi nhan
di san. Truong hop vian ban tir chdi nhan di san cd tir 02 (hai) to tro 18n thi phai dong dau giap lai.
+ Trong trudng hop nguoi yéu cau ching thuc khdng thong thao tiéng Viét thi phai c6 ngudi phién dich. Nguoi phién dich phai 1a nguoi ¢6
nang luc hanh vi dan sy day di theo quy dinh caa phap luat, thong thao tiéng Viét va ngdn ngir ma nguoi yéu cau ching thuc st dung. Nguoi
phién dich do ngudi yéu cau ching thuc mai hoic do co quan thuc hién ching thuc chi dinh. Thu lao phién dich do nguoi yéu cau ching thyc
tra. Nguoi phién dich ¢ trach nhiém dich day du, chinh xac noi dung ciia vian ban tir chéi nhan di san, noi dung 1oi chimg cho nguoi yéu cau
chung thuc va ky vao timg trang van ban tir chdi nhan di san véi tu cach 1a nguoi phién dich.
4. Co quan thye hién: Uy ban nhan dan cap xa
5. Yéu cau, diéu kién: khong.
6. Thu tuc hanh chinh lién quan: khong c6 thong tin
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XI1. Ma HS: 2.001406

Thi tuc chitng thwe viin ban théa thuan phan chia di san ma di san 1a dong san, quyén sir dung dat, nha é.

1. Cach thirc thyuce hién

Hinh thirc ngp Thoi han giai quyét Phi, 1¢ phi Mo ta
Khong qua 02 (hai) ngay 1am viéc, ké tir ngay nhan du ho so yéu Nop hd so truc tiép tai Uy ban
cau chiing thuc hoic c6 thé kéo dai hon theo thoa thuan bang van nhan dan cap xa

Phi : 50.000

ban véi ngudi yéu cau ching thuc. Truong hop kéo dai thoi han | FF
dong/van ban

giai quyét thi nguoi tiép nhan hd so phai c6 phiéu hen ghi rd thoi
gian (gio, ngay) tra két qua cho ngudi yéu cau ching thuc.

Truc tiép

2. Thanh phan ho so

Loai gidy to Ban chinh | Ban sao

Dy thao van ban thoa thuan phan chia di san 1 0

Ban sao gidy chirng nhan quyén s& hitu, quyén sir dung hozc ban sao gidy to thay thé dugc phap luat quy
dinh d6i véi tai san ma phép luat quy dinh phai dang ky quyén s hitu, quyén st dung trong trudng hop 0 1
hop dong, giao dich lién quan dén tai san d6 (xuat trinh kém theo ban chinh dé déi chiéu).

3. Trinh ty thwe hién

+ Nguoi yéu cau ching thuc xuat trinh ban chinh hozc ban sao ¢6 chiing thuc Gidy chirng minh nhan dan/Thé can cudc cong dan/Thé cin
cudc/Giay chirng nhan can cuéc/Ho chiéu/gidy to xuat nhap canh/gidy to cé gia tri di lai qudc té con gid tri sir dung hodc Cin cude dién tir va
nop 01 (Mat) bd o so yéu cau chang thuc.
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+ Ngudi thuc hién ching thuc (hodc nguoi tiép nhan ho so trong trudng hop tiép nhan hd so tai Bo phan Mot cira) kiém tra gidy to trong hd
so yéu cau ching thuc, néu day du, tai thoi diém chiing thuc cac bén tham gia thoa thuan phan chia di san ty nguyén, minh man va nhan thic,
lam chu dugc hanh vi caa minh thi thuc hién chirng thuc.
+ Céc bén tham gia thoa thuan phan chia di san phai ky trudc mat nguoi thuc hién chieng thuc, néu van ban thoa thuan phan chia di san co tir
02 (hai) trang tré 18n thi phai ky vao ting trang. Trudng hop ngudi yéu cau chieng thuc nop hd so tai Bo phan Mot cta thi cac bén thoa thuan
phan chia di san phai ky truedc mat ngudoi tiép nhan hd so.
+ Truong hop ngudi yéu cau chiing thuc khong ky duoc thi phai diém chi; néu nguoi d6 khong doc duoc, khong nghe duoc, khong ky, khdng
diém chi duoc thi phai c6 02 (hai) nguoi lam ching. Nguoi 1am ching phai ¢ di nang luc hanh vi dan su va khong cé quyén, loi ich hoic
nghia vu lién quan dén giao dich. Ngudoi 1am chimg do nguoi yéu cau chang thuc bé tri. Truong hop ngudi yéu cau ching thuc khdng bé tri
duoc thi dé nghi co quan thuc hién ching thuc chi dinh nguoi lam ching.
+ Nguoi thuc hién ching thuc (hodc nguoi tiép nhan ho so) ghi 1o ching theo mau quy dinh. Trudong hop tiép nhan hé so tai Bo phan Mot
ctra thi nguoi tiép nhan hd so ky vao ting trang cta van ban thoa thuan phan chia di san va ky vao duéi loi chiing theo mau quy dinh. Nguoi
thuc hién chung thuc Ky vao ting trang cta vin ban thoa thuan phan chia di san (néu ho so khong duoc tiép nhan qua Bo phan Mot cira), ky,
ghi 18 ho tén, dong dau cia co quan thyc hién ching thyuc va ghi vao soé chiing thuc. B4i véi vian ban thoa thuan phan chia di san ¢6 tir 02 (hai)
trang trg 18n, thi ting trang phai dugc danh s thir tu; s6 luong trang va 1oi chimg duoc ghi tai trang cudi cua vin ban thoéa thuan phan chia di
san. Trudng hop vin ban thoa thuan phan chia di san c6 tir 02 (hai) to trg 1én thi phai dong dau giép lai.
+ Trong truong hop ngudi yéu cau ching thuc khong théng thao tiéng Viét thi phai c6 nguoi phién dich. Ngudi phién dich phai 1a ngudi ¢6
nang lrc hanh vi dan sy dy du theo quy dinh caa phép luat, thong thao tiéng Viét va ngdn ngir ma nguoi yéu cau ching thuc st dung. Nguoi
phién dich do ngudi yéu cau chiang thuc moi hodc do co quan thyuc hién chiing thuc chi dinh. Thi lao phién dich do ngudi yéu cau ching thuc
tra.Nguoi phién dich c6 trach nhiém dich day du, chinh xac noi dung cua van ban thoa thuan noi dung loi chimg cho ngudi yéu cau chirng
thuc va ky vao tirng trang van ban thoa thuan véi tu cach la nguoi phién dich.
4. Co quan thuce hién: Uy ban nhan dan cap xa
5. Yéu cau, diéu kién: khong.
6. Thu tuc hanh chinh lién quan: khdng cé thong tin
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XIHI. Ma HS: 2.000815

Chikng thuc ban sao tir ban chinh gidy to;, vin ban do co quan, t6 chirc c6 tham quyén cua Viét Nam; co quan, to chic co tham quyén
Ciia nwée ngoai; co quan, to chirc c6 thAm quyeén cia Viét Nam lién két véi co quan, té chic c6 thAm quyén cia nwéc ngoai cap hoic
chwng nhan.

1. Cach thirc thuc hién

Hinh thirc np Thoi han giai quyét Phi, 1¢ phi M0 ta

Trong ngay co quan, t6 chirc tiép nhan yéu cau hoic trong ngay lam
V{eC tle? th,eo, peu }Iep n,han yéu CE}U sau 1‘5 glg. DOI-VOZI tru(,mg h.(_:p ohdp, Té chic hanh nghé
cung mot luc yéu cau ching thuc ban sao tir nhieu loai ban chinh giay cong ching: 2000
t9, van bén_;’bén chinh cé nhiéu trang;,yé_l{ cau sd lrong phiéu ban sao; | gng/trang: tir trang thir 3 tro
Truc tiép nol dung giay to, van ban phtrc tap kho quém tra, doi chiéuma co quan, | |gn thu 1.000 ddng/trang, tdi
to chirc thuc hién chang thuc khong thé dép ung duoc thoi han quy | da thu khong qua 200.000
dinh néu trén thi thoi han ching thue duoc kéo dai thém khong quéa | dong/ban

02 (hai) ngay lam viéc hoic c6 thé dai hon theo thoa thuan bang van | Pong Tai co quan dai di¢n: 10
ban véi ngudi yéu cau ching thuec. USD/ban;

UBND cidp xi, Phong Tu

2. Thanh phan hd so

Loai gidy tor Ban chinh | Ban sao

Ban chinh gidy to, van ban lam co so dé ching thuc ban sao va ban sao can ching thyuc. Truong hop nguoi
yéu cau chung thuc chi xuét trinh ban chinh thi co quan, t6 chtc tién hanh chup tir ban chinh dé thuc hién
ching thuc, trir truong hop co quan, to chirc khong cé phuong tién dé chup. Ban sao tir ban chinh dé thuc
hién chiing thuc phai ¢ day du cac trang dd ghi thong tin cta ban chinh.
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3. Trinh ty thye hién
+ Nguoi yéu cau chieng thuc phai xuat trinh ban chinh gidy to, vin ban lam co s& dé ching thuc ban sao va ban sao can chang thuc.
+ Truong hop ngudi yéu cau chirng thuc chi xuat trinh ban chinh thi co quan, t6 chirc tién hanh chup tir ban chinh dé thyc hién chiing thuc,
trir truong hop co quan, t6 chirc khong cé phuong tién dé chyp.
+ Nguoi thuc hién ching thuc kiém tra ban chinh, d6i chiéu véi ban sao, néu noi dung ban sao dung véi ban chinh. Ban chinh gidy to, vin ban
khong thudc cac trudng hop ban chinh gidy to, vin ban khong duoc dung lam co s& dé ching thuc ban sao thi thuc hién ching thue nhu sau:
* Ghi day du loi chitng ching thyc ban sao tir ban chinh theo mau quy dinh
* Ky, ghi r8 ho tén, dong diu cua co quan, to chirc thuc hién chiing thuc va ghi vao s6 chang thuc
Péi vai ban sao c6 tir 02 (hai) trang trg 18n thi ghi loi chitng vao trang cudi, néu ban sao c6 tir 02 (hai) to tro 18n thi phai dong dau giap lai
MJi ban sao dugc ching thuc tir mot ban chinh gidy to, van ban hodc nhiéu ban sao dugc ching thuc tir mot ban chinh gidy t&, van ban trong
cing mot thoi diém duoc ghi mot sé chung thuc.
+ Ngudi yéu cau ching thuc nhan két qua tai noi nop ho so..
4. Co quan thye hién: Uy ban nhan dan cap xa, To chiic hanh nghé cdng chimg, Co quan dai dién c6 tham quyeén
5. Yéu cau, diéu kién:
Ban chinh gidy to, vin ban can chiing thuc. Ban chinh gidy to, vin ban khong duoc dung lam co s¢ dé chuang thuc ban sao:
+ Ban chinh bi tay x0a, stra chira, thém, bst noi dung khdng hop 18.
+ Ban chinh bi hu hong, cii nat, khong xac dinh duoc ndi dung.
+ Ban chinh dong ddu mat cua co quan, t6 chtc ¢ tham quyén hodc khong dong diu mat nhung ghi rd khong duoc sao chup.
+ Ban chinh ¢ noi dung trai phap luat, dao dtc x& hoi; tuyén truyén, kich dong chién tranh, chéng ché do xa hoi chii nghia Viét Nam; xuyén
tac lich st caa dan toc Viét Nam; xuc pham danh dw, nhan pham, uy tin cta c& nhan, t6 chac; vi pham quyén cong dan.
+ Gidy to, van ban do c& nhan tu lap nhung khong c6 xac nhan va dong dau caa co quan, té chic co tham quyén.
6. Thu tuc hanh chinh lién quan: khdng cé thong tin
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XIV. Ma HS: 2.000884

Thu tuc chirng thyc chir ky trong cac giﬁy to, vin ban (4p dung cho ca truwong hep chieng thue diém chi va trudng hop ngudi yéu cau
chwng thuc khdng the ky, khdng the diem chi dwoc).

1. Cach thirc thyuc hién

Hinh thirc ndp Thoi han giai quyét Phi, 1¢ phi M5 ta

Thoi han thuc hién yéu cdu chang thuc 1a ngay trong ngay co | + Tai Uy ban nhan dan cap x4, To
quan, t6 chic tiép nhan yéu cau hoic trong ngay lam viéc tiép | chic hanh nghe cong chuang:
, theo néu tiép nhan yéu ciu sau 15 gid. Truong hop tra két qua | 10.000 dong/truong hop (truong
Tryc tiep trong ngay lam viéc tiép theo hoic phai kéo dai thoi gian theo | NP duoc tinh la mét hoac nhicu
thoa thuan thi ngudi tiép nhan hd so phai c6 phiéu hen ghi ro | ST KY trong mot giay 1o, van ban).

e - . 1 A A , + Tai co quan dai di¢n: 10
thoi gian (gio, ngay) tra két qua cho nguoi yéu cau chirng thuc. USD/ban.

2. Thanh phan ho so

Loai gidy to Ban chinh | Ban sao

Ban chinh hoic ban sao ¢é ching thuc Thé cin cude ¢ong dan/Thé cian cudc/Gidy chiing nhan cin
cudc/Ho chiéu/gidy to xuat nhap canh/gidy to co gid tri di lai quéc té con gid tri sir dung hodc Can cudc 1 1
dién tu.

Gidy to, van ban ma minh s& yéu cau ching thyc chix ky. Truong hop chiing thuc chit ky trong gidy to, vin
ban bang tiéng nudc ngoai, néu nguoi thuc hién ching thuc khong hiéu rd noi dung cua gidy to, van ban thi
¢ quyén yéu cau ngudi yeu cau ching thuc nop kém theo ban dich ra tiéng Viét noi dung cua giay to, van

ban d6 (ban dich khdng can cong chang hoic ching thuc chit ky nguoi dich, nguoi yéu cau ching thuc




52

Loai gidy tor Ban chinh | Ban sao

phai chiu trach nhiém vé noi dung caa ban dich). + Nguoi yéu cau ching thuc nhan két qua tai noi nop hd
SO.

3. Trinh ty thue hién

+ Nguoi yéu cau chieng thuc chir ky/diém chi/khéng thé ky, khdng thé diém chi dugc phai xuat trinh cac giay to phuc vu viéc chiing thuc chix
Ky.

+ Trong truong hop ngudi yéu cau ching thuc khong théng thao tiéng Viét thi phai c6 nguoi phién dich. Ngudi phién dich phai 1a ngudi ¢6
nang luc hanh vi dan sy day du theo quy dinh cua phép luat, thong thao tiéng Viét va ngdn ngir ma nguoi yéu cau ching thuc st dung. Nguoi
phién dich do ngudi yéu cau ching thuc mai hodc do co quan thuc hién ching thuc chi dinh. Thi lao phién dich do nguoi yéu cau ching thyc
tra.

+ Ngudi thuc hién ching thuc (hodc ngudi tiép nhan hd so trong trudng hop tiép nhan tai B phan Mot cira) kiém tra gidy to yéu cau ching
thue, néu thiy du gidy to theo quy dinh, tai thoi diém chiing thuc, nguoi yéu cau ching thuc minh man, nhan thie va 1am chu dugc hanh vi
ctia minh va viéc chung thuc khdng thude cac truong hop khong dugce chung thuc chit ky thi yéu cau nguoi yéu cau chiing thyuc ky/diém chi
trudc mat va thuc hién ching thuc nhu sau:

* Ghi day du 10i chiing ching thuc chir ky theo mau quy dinh phia dudi chit ky dugc chiing thuc hozc trang lién sau cua trang giay to, van
ban c6 chit ky duoc ching thuc; néu hd so tiép nhan tai Bo phan Mot ctra thi ngudoi tiép nhan hd so ky vao duéi 1oi chitng theo mau quy dinh
va chuyén ho so cho ngudi thuc hién chang thuc.

* Nguoi thyc hién chuang thuc ky, ghi rd ho tén, dong diu cta co quan, to chirc thuc hién chiing thuc va ghi vao s6 chang thuc.

Déi vai gidy to, van ban co tir 02 (hai) to tré 18n thi phai dong déu giap lai. Truong hop 10i ching duoc ghi tai to lién sau cua trang c6 chir ky
thi phai dong dau giap lai giita gidy to, van ban chuang thyuc chix ky va trang ghi 10i ching.

4. Co quan thue hién: Uy ban nhan dan cap xa, T6 chtic hanh nghé cong ching, Co quan dai dién c6 tham quyén

5. Yéu cau, diéu kién:

Truong hop khong dugc chung thuc chir ky:

+ Tai thoi diém ching thuc, nguoi yéu cau chiing thuc chir ky khéng nhan thic va 1am cha duoc hanh vi caa minh.

+ Ngudi yéu cau ching thyuc chix ky xuét trinh Gidy chang minh nhan dan hozc Ho chiéu khdng con gié tri st dung hoic gia mao.

+ Giy to, van ban ma nguoi yéu cau ching thuc Ky vao ¢6 noi dung quy dinh tai Khoan 4 Biéu 22 ciia Nghi dinh sé 23/2015/ND-CP.

+ Gidy to, vin ban c6 noi dung 1a hop ddng, giao dich; trir Gidy uy quyén trong cac truong hop Gidy uy quyén:

(1) ty quyén vé viéc nop ho, nhan ho hd so, gidy to, trir truong hop phap luat quy dinh khong duoc ay quyén;



(2) iy quyén nhan ho lwong huu, buu pham, tro cap, phu cap;

(3) ty quyén nho tréng nom nha cua;
(4) iy quyén cta thanh vién ho gia dinh dé vay vén tai Ngan hang chinh sach x& hoi; hoic trir trudong hop phép luat c6 quy dinh khéc.
6. Thu tuc hanh chinh lién quan: khdng cé thong tin

XV. Ma HS: 2.000908

Thii tuc cap ban sao tir sé goc.

1. Cach thure thue hién
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Hinh thirc ngp

Thoi han giai quyét

Phi, 1¢ phi

Mo ta

Tryc tiép

15 gio

Thoi han thuc hién yéu cau ching thuc 1a ngay trong ngay co quan, t chtc
tiép nhan yéu cau hoac trong ngay lam viéc tiép theo néu tiép nhan yéu cau
sau 15 gio. Truong hop tra két qua trong ngay 1am viéc tiép theo hoac phai
kéo dai thoi gian theo thoa thuan thi ngudi tiép nhan ho so phai ¢ phiéu hen
ghi rd thoi gian (gio, ngay) tra két qua cho ngudi yéu cau ching thuc.

Dich vu buu chinh

Trong trudng hop yéu cau cap ban sao tir s6 goc dugc giri qua buu dién thi
thoi han dugc thuc hién ngay sau khi co quan, t6 chtrc nhan du hd so hop 16
theo diu buu dién dén
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2. Thanh phén hé so

Loai gidy tor Ban chinh | Ban sao

Trudng hop nop truc tiép thi xuét trinh ban chinh hoac ban sao c6 ching thuc Gidy chirng minh nhan
dan/Thé can cude cong dan/Thé cin cudc/Gidy ching nhan cin cudc/Ho chiéu/gidy to xuat nhap canh/gidy
t& c6 gid tri di lai qudc té con gid tri sir dung hodc Can cudc dién tir.

Truong hop ngudi yéu cau cap ban sao tir s6 goc gui qua buu dién thi phai giri kém theo ban sao ¢6 chung
thuc Gidy chitng minh nhan dan/Thé can cudc cong dan/Thé can cudc/Gidy chiing nhan cin cudc/HoO
chiéu/gidy to xuat nhap canh/giay to cd gia tri di lai qudc té con gia tri st dung, phong bi dan tem ghi rd ho
tén, dia chi ngudi nhan cho co quan, t6 chtc cap ban sao.

Truong hop ngudi yéu cau 1a ngudi dai dién theo phap luat, ngudi dai dién theo ty quyén caa ca nhan, to
chac duogc cp ban chinh; cha, me, con; vo, chong; anh, chi, em rudt; nguoi thira ké khac cia ngudi dugc
cap ban chinh trong truong hop ngudi d6 di chét thi phai xuat trinh gidy to ching minh quan hé voi nguoi
duoc cap ban chinh.

3. Trinh ty thwe hién

+ Ngudi yéu cau cap ban sao tir so6 goc phai xuat trinh cac gidy to phuc vy cho yéu cau cap ban sao tir s6 goc. Truong hop ngudi yéu cau cap
ban sao tir s6 goc giri qua buu dién thi phai giri kém theo ban sao ¢ ching thuc gidy to theo quy dinh. + Co quan, t6 chirc can cir vao sé goc
dé cap ban sao cho ngudi yéu cau; noi dung ban sao phai ghi theo diing noi dung di ghi trong s6 géc.

+ Trong truong hop khong tim thay s6 gdc hoic trong s6 goc khong cé théng tin vé noi dung yéu cau cap ban sao thi co quan, t6 chirc dang
I gitt s6 goc ¢6 trach nhiém tra loi bing vin ban cho ngudi yéu cau.

+ Ngudi yéu cau cap ban sao tir s6 goc nhan két qua tai noi nop hd so hoic qua buu dién (néu ndp qua buu dién)..

4. Co quan thye hién: Co quan, t6 chirc dang quan 1y s6 goc

5. Yéu cau, diéu kién: Phai c6 so géc.

6. Thu tuc hanh chinh lién quan: khdng cé thong tin
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XVI. Ma HS: 2.000942

Thi tuc cap ban sao ¢ chieng thuc tir ban chinh hep dong, giao dich di dwec chirng thuc.

1. Cach thirc thyuce hién

Hinh thirc n§p Thoi han giai quyét Phi, 1€ phi Mo ta
Trong ngay co quan, to chic tiép nhan yéu cau Nop hd so truc tiép tai

hogc trong ngay lam viée tiép theo, néu tiép nhan | 5 400 ddng/trang: tir trang thir 3 UBND cép x4
yéu cau sau 15 gio. Truong hop tra két qua trong | try len thu 1.000 ddng/trang, téi
ngay lam vi,éc tiep theo thi nguoi tiep nhan hd so | da  thu khéng qua 200.000
phai c6 phicu hen ghi rd thoi gian (gio, ngay) tra | ddng/ban

két qua cho ngudi yéu cau chang thuc

Truc tiép

2. Thanh phan ho so

Loai gidy to Ban chinh | Ban sao

Ngudi yéu cau ching thuc xuat trinh ban chinh hoac ban sao ¢ ching thuc Gidy chitng minh nhan
dan/Thé can cude cong dan/Thé cin cudc/Gidy ching nhan cian cudc/Ho chiéu/giay to xuat nhap canh/gidy
to ¢6 gia tri di lai qudc té con gid tri s dung hodc Can cude dién ti.

3. Trinh ty thwe hién

+ Ngudi yéu cau cap ban sao c6 chung thuc tir ban chinh hop dong, giao dich phai xuat trinh cac giay to theo quy dinh.

+ Ngudi thuc hién ching thuc kiém tra gidy to do ngudi yeu cau cip ban sao c6 chitng thuc tir ban chinh hop déng, giao dich xuét trinh.

+ Viéc cap ban sao ¢ chang thuc tir ban chinh hop dong, giao dich dd dugc ching thue duoc thuc hién tai co quan luu trit hop dong, giao
dich.

+ Co quan thyc hién chang thyuc tién hanh chup tir ban chinh hop déng, giao dich dang duoc luu tri va thuc hién chiing thuc nhu sau:
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* Ghi day du 10 chiing chtng thyc chir ky theo mau quy dinh;
* Ky, ghi rd ho tén, dong diu cua co quan, t6 chic thuc hién ching thue va ghi vao sé ching thuc.
Déi vai ban sao c6 tir 02 (hai) trang trg 18n thi ghi loi chitng vao trang cudi, néu ban sao c6 tir 02 (hai) to tro 18n thi phai déng dau giap lai.
MJi ban sao dugc ching thuc tir mot ban chinh gidy to, van ban hodc nhiéu ban sao dugc ching thuc tir mot ban chinh gidy to, van ban trong
cling mot thoi diém duoc ghi mot sé chieng thuc.
4. Co quan thwe hién: Uy ban nhan dan cap xa
5. Yéu cau, diéu kién: khong.
6. Thi tuc hanh chinh lién quan: khéng co thong tin

XVII. M& HS: 2.000927
Thi tuc sira 16i sai s6t trong hep dong, giao dich.

1. Céach thirc thye hién

Hinh thirc np Thoi han giai quyét Phi, 1¢ phi M6 ta

Trong ngdy co quan, té chuc tiép nhan yéu cau Nop ho so truc tiép tai
hoidc trong ngay 1am viéc tiép theo, néu tiép nhan UBND cép x4

g yéu cau sau 15 gid. Truong hop tra két qua trong ‘ ‘
Tryc tiep ngay lam viéc tiép theo thi nguoi tiép nhan hd so | 25.000 dong/hop dong giao dich
phai c6 phiéu hen ghi rd thoi gian (gio, ngay) tra
két qua cho ngudi yéu cau chang thuc
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2. Thanh phén hé so

Loai gidy to Ban chinh | Ban sao
Vin ban thoa thuan vé viéc sira 13i sai s6t trong hop dong, giao dich da duoc chuang thuc 1 0
Hop dong, giao dich di dugc chiing thyc 1 0
Ban sao giay chiing nhan quyeén so hitu, quyén sir dung hozc ban sao giay to thay thé dugc phap luat quy
dinh ddi véi tai san ma phap luat quy dinh phai dang ky quyén sé hitu, quyén sir dung trong trudng hop 1 0

hop ddng, giao dich lién quan dén tai san d6 (xuét trinh ban chinh dé déi chiéu).

3. Trinh tu thwe hién

+ Nguoi yéu cau chang thuce xuat trinh ban chinh hozc ban sao ¢6 chiing thuc Gidy chirng minh nhan dan/Thé can cudce cong dan/Thé cin
cudc/Gidy chiing nhan can cudc/Ho chiéu/gidy to xuat nhap canh/gidy to cé gia tri di lai qudc té con gid tri sir dung hodc Cin cude dién tir va

nop 01 bo ho so.

+ Viéc stra 13i sai sot trong khi ghi chép, danh mdy, in hop ddng, giao dich da dwoc chiing thuc dwoc thyuc hién theo thoa thuan bang vin ban
ctia cac bén tham gia hop dong, giao dich, néu khdng 1am anh huong dén quyén, nghia vu cia cac bén va dugc thuc hién tai co quan di ching

thuc hop dong, giao dich.

+ Nguoi thuc hién chang thuc gach chan 16i sai sot can stra, dong dau cta co quan thuc hién chiing thuc va ghi vao bén 1& caa hop dong, giao

dich noi dung da stra, ho tén, chir ky ctia nguoi Stra, ngay thang nam sua.
+ Ngudi yéu cau chieng thuc nhan két qua tai noi nop ho so..

4. Co quan thwe hién: Uy ban nhan dan cap xa

5. Yéu cau, diéu kién: khong.

6. Thu tuc hanh chinh lién quan: khong c6 thong tin




58
XVIII. Ma HS: 2.000913

Chikng thuec viéc sira ddi, bo sung, hity bé hop @dng, giao dich.

1. Cach thirc thyuce hién

Hinh thirc ngp Thoi han giai quyét Phi, 1¢ phi Mo ta
Trong ngay co quan, to chuc tiép nhan yéu cau
hoac trong ngay lam viéc tiép theo, néu tiép nhan
g y&u cau sau 15 gio. Truong hop tra két qua trong ‘ ‘
Tryc ucp ngay lam viéc tiép theo thi nguoi tiép nhan ho so | 30.000 dong/hop dong giao dich
phai c6 phiéu hen ghi rd thoi gian (gio, ngay) tra
két qua cho ngudi yéu cau chang thuc
2. Thanh phan ho so
Loai gidy to Ban chinh | Ban sao

Hop dong, giao dich da duoc ching thuc 1 0
Du thao hop dong, giao dich stra d6i, bo sung, hay bo hop dong, giao dich da duogc chiing thuc 1 0
Trong trudng hop noi dung sira ddi, bo sung c6 lién quan dén tai san thi ngudi yéu cau chiing thuc phai nop
ban sao kém ban chinh dé dbi chiéu gidy ching nhan quyén sé hitu, quyén sir dung hoic ban sao gidy to
thay thé duoc phap luat quy dinh ddi véi tai san ma phap luat quy dinh phai dang ky quyén sé hitu, quyén 1 0
sir dung, trir trudng hop nguoi lap di chiic dang bi céi chét de doa dén tinh mang.
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3. Trinh ty thye hién
+ Nguoi yéu cau ching thuc xuat trinh ban chinh hozc ban sao ¢6 chiing thuc Gidy chirng minh nhan dan/Thé can cudc cong dan/Thé cin
cudc/Giay chiing nhan can cudc/Ho chiéu/gidy to xuat nhap canh/gidy to cé gia tri di lai qudc té con gid tri sir dung hodc Cin cude dién tir dé
nguoi thuc hién chiing thuc kiém tra va nop 01 (mot) bo hd so .
+ Viéc sira ddi, bd sung, hay bo hop ddng, giao dich di dugc chieng thuc chi dugc thuc hién khi c6 thoa thuan bang van ban cua cac bén tham
gia hop dong, giao dich.
+ Viéc stra d6i, bd sung, huy bo hop dong, giao dich dugc thuc hién tai co quan da chung thuc hop dong, giao dich. Truong hop sira d6i, bo
sung, thay thé, huy bo mot phan hozc toan bo di chic thi ¢ thé chieng thuc tai bat ky co quan c¢6 tham quyén chirng thuc nao.
+ Ngudi thue hién chiang thuc (hodc nguoi tiép nhan ho so trong trudng hop tiép nhan hd so tai Bo phan Mot cira) kiém tra gidy to trong hd
s0 yéu cau chiing thuc, néu day du tai thoi diém ching thuc cac bén tham gia hop dong, giao dich ty nguyén, minh man va nhan thic, 1am cha
duoc hanh vi caa minh thi tiép nhan hé so, thuc hién chiing thuc.
+ Céc bén tham gia hop dong, giao dich phai ky trudc mat ngudi thuc hién chiing thuc, néu hop dong c6 tir 02 (hai) trang tro 18n thi phai ky
vao ting trang. Trudng hop ngudi yéu cau ching thuc nop ho so tai Bo phan Mot cira thi cac bén tham gia hop ddng, giao dich phai ky trudc
mat ngudi tiép nhan ho so. Truong hop nguoi cd tham quyén giao két hop dong cua céc t6 chic tin dung, doanh nghiép da dang ky chir ky
mau tai co quan thuc hién chang thyc thi ¢d thé ky trudc vao hop dong; ngudi thuc hién ching thuc (hoic ngudi tiép nhan ho so tai Bo phan
Mot ctra) phai dbi chiéu chit ky cua ho trong hop dong véi chit ky mau trudc khi thuc hién chiing thuc, néu nghi ngo chit ky trong hop dong
khé&c véi chir ky mau thi yéu cau nguoi d6 ky trudc mat.
+ Truong hop ngudi yéu cau ching thuc khong ky duoc thi phai diém chi; néu nguoi d6 khong doc duoc, khong nghe duoc, khong ky, khdng
diém chi duoc thi phai c6 02 (hai) nguoi lam ching. Nguoi 1am chung phai ¢6 du nang luc hanh vi dan su va khong cé quyén, loi ich hoic
nghia vu lién quan dén hop dong, giao dich. Nguoi 1am ching do ngudi yéu cau ching thuc bd tri. Truong hop ngudi yéu cau ching thuc
khéng bb tri dugc thi d& nghi co quan thuc hién ching thuc chi dinh nguoi 1am ching.
+ Nguoi thuc hién ching thuc (hoidc ngudi tiép nhan ho so) ghi 1oi ching twong @ng véi ting loai hop dong, giao dich theo mau quy dinh.
Truong hop tiép nhan ho so tai B phan Mot cira thi nguoi tiép nhan hd so ky vao ting trang cua hop déng, giao dich va ky vao dudi loi ching
theo mau quy dinh. Nguoi thuc hién chung thuc ky vao ting trang cua hop dong, giao dich (néu ho so khong dugc tiép nhan qua Bo phan Mot
ctra), ky, ghi rd ho tén, dong dau cia co quan thuc hién chiing thuc va ghi vao so chiing thue. Déi véi hop dong, giao dich c6 tir 02 (hai) trang
trg 18n, thi ting trang phai duoc danh sé tha tu; sé luong trang va loi chimg duoc ghi tai trang cudi cua hop ddng, giao dich. Truong hop hop
dong, giao dich c6 tir 02 (hai) to tro 18n thi phai dong dau giap lai.
+ Trong trudng hop nguoi yéu cau chuang thuc khong thong thao tiéng Viét thi phai c6 nguoi phién dich. Nguoi phién dich phai 1a ngudi ¢6
nang lrc hanh vi dan sy dy du theo quy dinh caa phap luat, thong thao tiéng Viét va ngdn ngir ma nguoi yéu cau ching thuc st dung. Nguoi
phién dich do ngudi yéu cau chiing thuc moi hoic do co quan thuc hién ching thuc chi dinh. Thi lao phién dich do nguoi yéu cau ching thyc
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tra. Nguoi phién dich c6 trach nhiém dich day da, chinh xéac noi dung cua hop dong, giao dich, noi dung 151 chitng cho ngudi yéu cau ching
thuc va ky vao tirng trang hop dong véi tu cach 1a nguoi phién dich.
+ Co quan thuc hién viéc stra ddi, b6 sung, thay thé, hiy bo mot phan hoic toan bo di chic phai théng bao bang vin ban cho co quan di ching
thuc trude day vé noi dung sira doi, bd sung, thay thé, hiy bo mot phan hoic toan bo di chiic dé ghi chi vao So ching thuc hop dong, giao
dich.
+ Ngudi yéu cau chieng thuc nhan két qua tai noi nop hé so.
4. Co quan thye hién: Uy ban nhan dan cap xa
5. Yéu chu, diéu kién: Viéc sira ddi, bd sung, huy bo hop dong, giao dich da dugc chiing thuc chi dugc thuc hién khi co thoa thuan bang vin
ban cua cac bén tham gia hop dong, giao dich..
6. Thu tuc hanh chinh lién quan: khéng cé thong tin

XIX. Ma HS: 2.001009
Thii tuc chieng thyre vin ban khai nhan di san ma di san 1a dong san, quyén sira dung dat, nha é.

1. Cach thure thue hién

Hinh thirc ndp Thoi han giai quyét Phi, 1¢ phi Mb ta

Khoéng qué 02 (hai) ngay lam viéc, ké tir ngay nhan di ho so yéu
cau chiing thuc hoidc c6 thé kéo dai hon theo thoa thuan bang van
Truc tiép ban véi ngudi yéu cau ching thue. Truong hop kéo dai thai han | 50.000 dong/van
giai quyét thi nguoi tiép nhan ho so phai ¢d phiéu hen ghi rd thoi | ban

gian (gio, ngay) tra két qua cho ngudi yéu cau ching thuc.
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2. Thanh phén hé so

Loai gidy tor Ban chinh | Ban sao

Du thao van ban khai nhan di san; 1 0

Ban sao gidy chirng nhan quyén sé hitu, quyén sir dung hoic ban sao giay to thay thé duoc phép luat quy
dinh doi véi tai san ma phap luat quy dinh phai dang ky quyén sé hitu, quyén sir dung trong trudng hop vin 0 1
ban khai nhan di san lién quan dén tai san d6 (xuat trinh kém theo ban chinh dé déi chiéu).

3. Trinh tu thwe hién

+ Nguoi yéu cau ching thuc xuat trinh ban chinh hozc ban sao ¢6 chiing thuc Gidy chiing minh nhan dan/Thé can cudc cong dan/Thé cin
cudc/Gidy chung nhan can cude/Ho chiéu/gidy to xuat nhap canh/gidy to co gid tri di lai qudc té con gid tri s dung hodc Can cudce dién tir va
nop 01 bd hd so yéu cau ching thuc.

+ Nguoi thuc hién ching thuc (hodc nguoi tiép nhan ho so trong trudng hop tiép nhan ho so tai Bo phan Mot cira) kiém tra gidy to trong ho
so yéu cau chiing thyuc, néu day du, tai thoi diém chung thuc cic bén tham gia van ban khai nhan di san tuy nguyén, minh man va nhan thuc,
lam chi dwgc hanh vi caa minh thi tiép nhan ho so, thuc hién ching thuc.

+ Nguoi khai nhan di san phai ky trudc mat nguoi thuc hién chang thuc, néu van ban khai nhan di san c6 tir hai trang tro 18n thi phai ky vao
tirng trang. Truong hop nguoi yéu cau chieng thuc nop hd so tai B phan Mot cira thi nguoi khai nhan di san phai ky truéc mat ngudi tiép nhan
hd so.

+ Truong hop ngudi yéu cau chiing thuce khong ky duoc thi phai diém chi; néu nguoi d6 khong doc duoc, khong nghe duoc, khong ky, khdng
diém chi duoc thi phai c6 02 (hai) nguoi lam ching. Nguoi 1am chung phai ¢ di nang luc hanh vi dan su va khong cé quyén, loi ich hoic
nghia vu lién quan dén giao dich. Ngudi 1am chtng do nguoi yéu cau ching thuc bo tri. Truong hop ngudi yéu cau chung thue khdng bb tri
duoc thi dé nghi co quan thuc hién ching thuc chi dinh nguoi lam ching.

+ Nguoi thuc hién chiing thuc (hodc nguoi tiép nhan hd so) ghi 101 ching theo mau quy dinh. Trudng hop tiép nhan hé so tai Bo phan Mot
ctra thi ngudi tiép nhan ho so ky vao tirng trang caa van ban khai nhan di san va ky vao dudi loi chung theo mau quy dinh.

Ngudi thuc hién chung thuc ky vao tung trang caa van ban khai nhan di san (néu ho so khong duoc tiép nhan qua Bo phan Mot cira), ky, ghi
rd ho tén, dong dau cia co quan thuc hién chirng thuc va ghi vao s6 chang thuc.
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Pbi v6i van ban khai nhan cé tir 02 (hai) trang tro 18n, thi tirng trang phai duoc dénh s thir ty, c6 chit ky ciia nguoi yéu cau chang thuc va
ngudi thuc hién chiing thuc; sb lugng trang va loi chitg duoc ghi tai trang cudi cua vian ban thoa thuan. Trudng hop van ban khai nhan ¢ tir
02 (hai) to tro 18n thi phai dong dau giép lai.
+ Trong truong hop ngudi yéu cau ching thuc khong théng thao tiéng Viét thi phai c6 nguoi phién dich. Ngudi phién dich phai 12 ngudi ¢6
nang luc hanh vi dan sy dy da theo quy dinh caa phap luat, thong thao tiéng Viét va ngdn ngir ma nguoi yéu cau ching thuc st dung. Ngudi
phién dich do ngudi yéu cau ching thuc mai hodc do co quan thuc hién ching thuc chi dinh. Thu lao phién dich do nguoi yéu cau ching thuc
tra.Nguoi phién dich c6 trach nhiém dich day du, chinh x4c noi dung cua van ban khai nhan di san, noi dung loi ching cho nguoi yéu cau
churng thuc va ky vao tirng trang van ban khai nhan véi tu cach la nguoi phién dich.
4. Co quan thye hién: Uy ban nhan dan cap xa
5. Yéu cau, diéu kién: khong.
6. Thu tuc hanh chinh lién quan: khong cé thong tin

XX. MaHS: 1.001193
Thi tuc dang ky khai sinh.

1. Cach thire thue hién

Hinh thirc ndp Thoi han giai quyét Phi, 1¢ phi Mb ta

Ngay trong ngay tiép nhan yéu cau, trudng hop nhan ho so sau 15
Tryc tiép gio ma khong giai quyét duoc ngay thi tra két qua trong ngay lam
viéc tiep theo.
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Ngay trong ngay tiép nhan yéu cau, trudng hop nhan ho so sau 15
gid ma khong giai quyét duoc ngay thi tra két qua trong ngay lam

Tryc tuyén g
viéc tiep theo.
Ngay trong ngay tiép nhan yéu cau, trudng hop nhan ho so sau 15
Dich vu buu chinh | 9i ma khdng giai quyét duoc ngay thi tra két qua trong ngay Iam

viéc tiép theo.

2. Thanh phan h so

* Giay to phai nop:

rudt ciia nguoi ty quyén thi van ban ay quyén khdng phai ching thyc.

Loai gidy to Ban chinh | Ban sao
Gidy chiing sinh; truong hop khong cé Giay chang sinh thi nop van ban caa ngudi lam chiang xac nhan veé
viéc sinh; néu khong c6 nguoi 1am chang thi phai c6 gidy cam doan vé viéc sinh. 1 0
Truong hop tré em bi bo roi thi phai c6 bién ban vé viéc tré bi bo roi do co quan c6 tham quyeén 1ap. 1 0
Truong hop khai sinh cho tré em sinh ra do mang thai hd phai c6 vin ban xac nhan cua co sy té da thuc
hién ky thuat ho trg sinh san cho viéc mang thai ho. 1 0
Vin ban uy quyén (duoc chiing thuc) theo quy dinh cua phép luat trong trudng hop ay quyén thuc hién
viéc ding ky khai sinh. Truong hop nguoi duoc uy quyén la 6ng, ba, cha, me, con, vo, chong, anh, chi, em 1 0

* Gidy to phai xut trinh:
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Loai gidy to

Ban chinh

Ban sao

Ho chiéu/Chting minh nhan dan/Thé cin cude cong dan/Thé cin cude/Can cude dién ta/Gidy chirng nhan
can cudc hoic cac gidy to khac 6 dan anh va thong tin ca nhan do co quan ¢ tham quyén cap, con gia tri
sir dung dé chitng minh vé nhan than caa nguoi c6 yéu cau ding ky khai sinh. Truong hop cac thong tin ca
nhan trong cac gidy to nay di c6 trong CSDLQGVDC, Co s dit liéu ho tich dién tir (CSDLHTDT), duoc
hé thdng dién tu dong thi khong phai tai 18n (theo hinh thtc truc tuyén)

Gidy to 0 gid tri chiing minh théng tin vé cu trii trong trudng hop co quan dang ky ho tich khdng thé khai
thac duoc thong tin vé noi cu tra ctia cong dan theo cac phuong thic quy dinh tai khoan 2 Piéu 14 Nghi
dinh s6 104/2022/ND-CP ngay 21/12/2022 cia Chinh phu. Trudng hop cac thdng tin vé gidy to ching
minh noi cu tra da duoc khai thac tir Co so dir liéu qudc gia vé dan cu bang cac phuong thirc nay thi nguoi
c6 yéu cau khdng phai xuat trinh (theo hinh thac truc tiép) hodc tai 18n (theo hinh thuc truc tuyén).

Truong hop gui hd so qua hé thong buu chinh thi phai gui kém theo ban sao c6 ching thyc cac gidy to phai
Xuat trinh néu trén.

Bao gdom

Loai giy to

Ban chinh

Ban sao

To khai ding ky khai sinh theo mau (néu ngudi ¢6 yéu cau lya chon nop ho so theo hinh thic tryc tiép
hodc guri ho so qua hé thong buu chinh);

Mau ho tich dién tir trong tac ding ky khai sinh (do ngudi yéu cau cung cp thong tin theo huéng dan trén
Cong dich vu c6ng, néu ngudi c6 yéu cau lya chon nop hd so theo hinh thirc truc tuyén)

Nguoi c6 yéu cau diang ky khai sinh thyuc hién viéc nop/xuat trinh (theo hinh thic tryc tiép) hoac tai 1én
(theo hinh thirc truc tuyén) céc gidy to sau:
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3. Trinh ty thye hién

- Néu Iya chon hinh thire nop hd so truc tiép, ngudi yéu cau dang ky khai sinh ndp ho so dang ky khai sinh tai Trung tam Phuc vu hanh

chinh cong c6 thAm quyen nop 1é phi néu thudc trudng hop phai ndp 16 phi dang ky khai sinh; ndp phi cp ban sao Gidy khai sinh néu c6

yéu cau cap ban sao Gidy khai sinh. ban sao Glay khai sinh.

- Néu lya chon hinh thirc nop hd so truc tuyén, ngudi co yéu cau dang ky khai sinh truy cap Céng dich vu cong quéc gia hodc Cong dich vu

cong cép tinh, dang ky tai khoan (neu chua c6 tai khoan), xac thuc nguoi dung theo hudng din, ding nhip vao hé thdng, xac dinh dung Uy

ban nhan dan cap x4 co tham quyén.

Nguoi co yéu cau ding ky khai sinh truc tuyén cung cap thong tin theo biéu mAu dién tir trong tac ding ky khai sinh (cung cap trén Cong

dich vu cong), dinh kem ban chup hodc ban sao dién tur cac giay to, tai liéu theo quy dinh; ndp phi, 1¢ phi thong qua chirc nang thanh toan

truc tuyén hoac bang cach thirc khac theo quy dinh phap luat, hoan tat viéc ndp ho so.

-Can bo tlep nhan ho so tai Trung tam Phuc vu hanh chinh cong co6 trach nhiém kiém tra tinh chinh xac, dﬁy du, théng nhét, hop 1€ cua hd

SO.

(1) Truong hop ho so day du, hop 18 thi tlep nhan ho so; néu tlep nhan ho so sau 15 gio thi c6 Phiéu hen, tra két qua cho ngudi yéu cau trong

ngay lam viéc tiép theo (néu ngudi yéu cau ndp ho so truc tiép) hodc gui ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin nhin hen

tra két qua qua dién thoai di dong cho nguoi yéu cau (néu ngudi yéu ciu nop hé so truc tuyen) chuyen ho so dé cong chuc tu phép - ho tich

xt 1y; trudng hop tiép nhan ho so tai Trung tdm Phyc vy hanh chinh cong cip tinh, can bo tiép nhan ho so chuyén ho so dén Uy ban nhan

dan cip xa c6 tham quyén xir 1y.

- Sau khi tiép nhan hod so theo hinh thic nop tryc tiép, can bd tiép nhan ho so tai BO phan mot cua thyc hién s6 hoa (sao chup, chuyén thanh

tai ligu dién tir trén hg thong thong tin, co s¢ dit ligu) va ky so vao tai liéu, ho so gidi quyét thu tuc hanh chinh da dugc s6 hoa theo quy dinh.

(i) Truong hop ho so chua day du, hop 1€ thi c6 thong bao cho nguoi yéu cau bo sung, hoan thién ho so, néu rd loai gidy to, ndi dung can bo
sung dé nguoi co yéu cau bd sung, hoan thién. Sau khi hd so duoc bd sung, thyuc hién lai bude (i);

(iii) Truong hop nguoi yéu cau diang ky khai sinh khong b sung, hoan thién dugc ho so thi can bd tiép nhan hd so béo cao Lanh dao Trung

tam Phuc vy hanh chinh cong c6 thong béao tir chdi giai quyét yéu cau dang ky khai sinh.

- Cong chure tu phap - ho tich thim tra hd so (tham tra tinh thong nhat, hop 1& ctia cac thong tin trong hd so, gidy to, tai liéu do ngudi yéu cau

nop, xudt trinh hogc dinh kem).

+ Pdi v6i yéu cau dang ky khai sinh ma cha, me tré da dang ky két hon, trén co s& thong tin vé Gidy ching nhan két hon cung cap trong To

khai dang ky khai sinh, co quan déng ky h¢ tich ¢6 trach nhiém tra ctru thong tin v€ tinh trang hon nhéan cua cha, me tre trén Hé thong thong

tin giai quyet thu tuc hanh chinh cap tinh thong qua két ndi voi Co sé dit lidu ho tich dién tir, Co so dit liéu quoc gia vé dan cu. Két qua tra

ctru duoc luu trit dudi dang dién tir hodc ban gidy, phan anh diy du, chinh xac thong tin tai thoi diém tra ctru va dinh kém ho so cua nguoi

dang ky. Truong hop khong tra ctru dugc tinh trang hon nhan do chua c6 théng tin trong Co s¢ dir liéu ho tich dién trr, Co s6 dir liéu quoc

gia ve dan cu, thi co quan dang ky ho tich dé nghi Uy ban nhan dan cip x3 noi nguoi yéu cau thuong tro/noi da dang ky két hon xac minh,

cung cap thong tin. Trong thdi han 03 ngay 1am viée ké tir ngay nhan dugc yéu cau xac minh, Uy ban nhan dén cdp x4 noi nhin dugc dé nghi

xac minh cé trach nhiém kiém tra, x4c minh va giri két qua vé tinh trang hén nhan cia ngudi do.

+ Truong hop ho so can bo sung, hoan thién hoic khong du diéu kién giai quyét, phai tir chdi thi cong chire tu phéap - ho tich guri thong bao
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vé tinh trang ho so t6i Trung tdm Phyc vu hanh chinh cong dé thong bao cho ngudi ndp hd so — thue hién lai bude (ii) hodc (iii);
+ Truong hop can phai kiém tra, xac minh lam rd hodc do nguyén nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong chirc
tu phap - ho tich 1ap Phiéu xin 16i va hen lai ngay tra két qua, trong do néu 16 1y do cham tra két qua va thoi gian hen tra két qua, chuyén
Trung tam Phyc vu hanh chinh cong dé tra cho nguoi yéu cau (néu nguoi yéu cau nop hé so truc tiép), hoac guri Phiéu xin 16i va hen lai ngay
tra két qua qua thu dién tir hodc guri tin nhin qua dién thoai di dong cho nguoi yéu cau (néu ngudi yéu cau ndp hod S0 truc tuyén).
+ Néu thiy hd so day du, hop 18, dang quy dinh, truong hop tiép nhan ho so dang ky khai sinh theo hinh thire truc tiép, thi cong chirc tu phap
- ho tich thyc hién viéc ghi vao S6 dang ky khai sinh, cdp nhat thong tin dang ky khai sinh trén Phan mém dang ky, quan ly hd tich dién tu
dung chung, luu chinh thirc va chuyén thong tin ¢&én CSDLQGVDC dé lay S6 dinh danh c4 nhan.
Truong hop tlep nhan hd so ding ky khai sinh theo hinh thire tryc tuyen cong chirc tu phap - ho tich guri lai biéu mau Gidy khai sinh dién tir
vo1 thong tin day du cho nguoi yéu cau qua thu dién tir hodc thiét bi sd.
Nguoi yéu cau c6 trach nhiém kiém tra tinh chinh xac, day du cta cac thong tin trén biéu miu Gidy khai sinh dién tir va xac nhan (ti da mot
ngay).
Néu ngudi c6 yéu cau xac nhan thong tin da théng nhat, day di hoic khong c6 phan hoi sau thoi han yéu cau thi cong chirc tu phép - ho tich
thyc hién viéc ghi noi dung vao S6 dang ky khai sinh, cap nhat thong tin dang ky khai sinh trén Phan mém dang ky, quan 1y ho tich dién tir
dung chung, luu chinh thirc va chuyen thong tin dén CSDLQGVDC d¢é 1ay S dinh danh c4 nhan.
- Sau khi CSDLQGVDC tra vé S6 dinh danh ca nhan, cong chirc tu phéap - ho tich in Glay khai sinh, ban sao Gidy khai sinh trinh Lanh dao
Uy ban nhan déan cap x3 ky, chuyén toi Trung tdm Phuc vy hanh chinh cong dé tra két qua cho nguoi yéu cau.

*Luuy:

- Trudng hop cha, me tré da diang ky két hon, trén co sé thong tin vé Gidy chimg nhan két hon cung cap trong hd so dang ky khai sinh, co
quan dang ky ho tich co trach nhiém tra ciru, xac thyc thong tin trén He thdng thong tin giai quyét thu tuc hanh chinh cap tinh thong qua két
nbi voi Co sé dit lidu ho tich dién tir, CSDLQGVDC. Két qua tra ctru duoc luu trir dudi dang dién tir hodc ban gidy, phan anh ddy du, chinh
xac thong tin tai thoi diém tra cru va dinh kém trong hd so ciia ngudi dang ky.

Truong hop khong tra ctru dugc tinh trang hon nhan do chua c6 thong tin trong Co s& dir 1iéu hg tich dién tir, CSDLQGVDC, thi co quan
dang ky ho tich dé nghi Uy ban nhan dan cap x4 noi ngudi yéu cau thuong tri/noi da dang ky két hon xac minh, cung cap thong tin. Trong
thoi han 03 ngay lam viée ké tir ngay nhan dugc yéu cau x4c minh, Uy ban nhan dan cép x4 noi nhan dugc dé nghi xac minh c6 trach nhiém
kiém tra, xac minh va gtri két qua vé tinh trang hon nhan cia nguoi do.

- Trong thoi han 60 ngay ké tir ngay sinh con, cha hodc me ¢é trach nhiém ding ky khai sinh cho con; trudng hop cha, me khong thé dang ky
khai sinh cho con thi ong hodc ba hodc ngudi than thich khac hodc ca nhan, to chirc dang nudi dudng tré em cé trach nhiém ding ky khai
sinh cho tré em.

- Trudng hop ding ky khai sinh cho tré bi bé roi thi sau khi nhin dugc thong bao, Lanh dao Uy ban nhan dan hodc Trudng cong an cip x4
c6 trach nhiém t6 chire 1ap bién ban vé viéc tré bi bo roi.

Sau khi 14p bién ban, Uy ban nhan dan cap xa tién hanh niém yét tai tru s Uy ban nhan dan trong 07 ngay lién tuc vé viéc tré bi bo roi. Hét
thoi han niém yét, néu khong c6 thong tin vé cha, me dé cua tré, Uy ban nhan dan cip xa thong bao cho ca nhan hoic t6 chirc dang tam thoi
nudi dudng tré dé tién hanh dang ky khai sinh cho tré.
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- Truong hop tré chua xac dinh dugc cha thi ho, dan toc, qué quan, qudc tich cta con duoc xac dinh theo ho, dan tdc, qué quan, qudc tich
ctia me; phan ghi vé cha cta tré dé trong. Néu vao thoi diém dang ky khai sinh ngudi cha yéu cau 1am thi tuc nhan con thi két hop giai quyét
viéc nhan con va dang ky khai sinh.
- Truong hop tré chua xac dinh dugc me ma khi dang ky khai sinh cha yéu cau lam tha tuc nhan con thi két hop giai quyét viéc nhan con va
dang ky khai sinh; phan khai vé me cua tré dé trong.
- Trudong hop tré chua xac dinh dugc ca cha va me nhung khong thudc di¢n bi bé roi, thi thuc hi¢n tuong tu nhu dang ky khai sinh cho tré bi
bo roi, trong S6 ho tich ghi 0 “Tré chua xac dinh duoc cha, me”.
4. Co quan thye hién: Uy ban nhan dan cap xa
5. Yéu cau, diéu kién: khong.
6. Thu tuc hanh chinh lién quan: khong cé thong tin

XXI1. M& HS: 2.000528
Thi tuc ding Ky khai sinh ¢6 yéu té nwéc ngoai.

1. Céach thirc thye hién

Hinh thirc ngp Thoi han giai quyét Phi, 1€ phi Mo ta

Ngay trong ngay tiép nhan yéu cau, trudng hop nhan ho so sau 15
Truc tiép gis ma khong giai quyét duoc ngay thi tra két qua trong ngay 1am
viéc tiep theo.

Ngay trong ngay tiép nhan yéu cau, trudng hop nhan ho so sau 15
Truc tuyén gio ma khong giai quyét duoc ngay thi tra két qua trong ngay lam
viéc tiép theo.
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Ngay trong ngay tiép nhan yéu cau, trudng hop nhan ho so sau 15
Dich vu buu chinh | 9i® ma khong giai quyét duoc ngay thi tra két qua trong ngay lam
viéc tiép theo.

2. Thanh phan h so

* Giay to phai nop:

Loai gidy to Ban chinh | Ban sao
Giay Chirng sinh 1 0
Truong hop khong c6 Gidy chang sinh thi thay thé bang: vin ban cta nguoi lam chiing xac nhan vé viéc
sinh, néu khong c¢6 van ban cia nguoi lam ching thi thay thé bang van ban cam doan vé viéc sinh; 1 0
Truong hop tré em sinh ra tai nuéc ngoai thi nop Gidy chiing sinh hoic gidy to khac do co quan c6 tham
quyén nudc ngoai cap xac nhan vé viéc tré em duoc sinh ra & nuwdc ngoai va quan hé me - con; 1 0
Truong hop ngudi yéu cau da nop ban dién tir Giay chiing sinh hoic co quan dang ky ho tich da khai thac
duoc dit ligu dién tir c6 ky sb cuia Gidy chang sinh thi khdng phai nop ban gidy.
Truong hop cha hoac me hoac ca cha, me 1a nguoi nudc ngoai thi phai ndp van ban thoa thuan caa cha, me
vé viéc lya chon quéc tich cho con. Truong hop cha, me lra chon québc tich nuéc ngoai cho con, thi ngoai
van ban thoa thuan lra chon quéc tich con phai c6 xac nhan ciia co quan c6 thAm quyén ciia nudc ma tré 1 0
duoc lya chon mang qudc tich vé viéc tré ¢ quéc tich 1a phi hop quy dinh phap luat caa nudce do;
Vin ban uy quyén (duoc chiing thue) theo quy dinh cua phép luat trong trudng hop uy quyén thuc hién 1 0
viéc dang ky khai sinh. Truong hgp nguoi di dang ky khai sinh cho tré em 1a 6ng, ba, ngudi than thich khac
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Loai gidy to

Ban chinh

Ban sao

thi khdng phai c6 van ban uy quyén caa cha, me tré em, nhung phai théng nhat véi cha, me tré em vé noi
dung khai sinh

* Gidy to phai xut trinh:

Loai gidy to

Ban chinh

Ban sao

Gidy to ¢6 gia tri chitng minh théng tin vé cu tra trong truong hop co quan dang ky ho tich khdng thé khai
thac dugc théng tin vé noi cu tra clia cong dan theo cac phuong thirc quy dinh tai khoan 2 Biéu 14 Nghi
dinh s6 104/2022/ND-CP ngay 21/12/2022 caa Chinh phu. Trudng hop cac thdng tin vé gidy to ching
minh noi cu tra da duoc khai thac tir Co so dir liéu quéc gia vé dan cu bang cac phuong thirc nay thi nguoi
c6 yéu cau khong phai xuat trinh (theo hinh thirc tryc tiép) hoac tai 1én (theo hinh thuc truc tuyén).

Gidy to chang minh viéc tré em nhap canh hop phép vao Viét Nam (nhu: ho chiéu, gidy to ¢é gia tri di lai
qudc té, c6 dau xac nhan nhap canh cia co quan quan ly xuat, nhap canh) va vin ban xac nhan cua co quan
cdng an c6 tham quyén vé viéc tré em dang cu tra tai Viét Nam trong trudng hop tré em sinh ra ¢ nudc
ngoai, c6 cha hodc me la cong dan Viét Nam hoic cha va me déu 1a céng dan Viét Nam, chua duoc ding
ky khai sinh & nuéc ngoai, vé cu tra tai Viét Nam.

Ho chiéu/Chtng minh nhan dan/Thé cin cudc cong dan/Thé can cude/Can cudce dién tia/Giay chizng nhan

can cudc hoic cac gidy to khac 6 dan anh va thong tin ca nhan do co quan ¢ tham quyén cap, con gia tri

sir dung dé chirng minh vé nhan than cua ngudi ¢6 yéu cau dang ky khai sinh. Trudng hop cac thdng tin ca
nhan trong cac gidy to nay di c6 trong CSDLQGVDC, Co s dir liéu ho tich dién tir (CSDLHTDT), duoc

hé thdng dién tu dong thi khong phai tai 1én (theo hinh thic truc tuyén)

Bao gom
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Loai gidy to Ban chinh | Ban sao
Mau ho tich dién tir trong tac ding ky khai sinh (do ngudi yéu cau cung cp thong tin theo huéng dan trén
Cong dich vu c6ng, néu ngudi c6 yéu cau lya chon nop hd so theo hinh thic tryc tuyén) 1 0
Nguoi c6 yéu cau ding ky khai sinh thuc hién viéc nop/xuat trinh (theo hinh thic truc tiép) hoic tai 1én
(theo hinh thirc truc tuyén) céc gidy to sau:
T khai dang ky khai sinh theo mau (néu nop hd so theo hinh thuc tric tiép hoic giri hod so qua hé théng
buu chinh). 1 0

3. Trinh tu thwe hién

- Néu lya chon hinh thtrc nop ho so truc tiép, nguoi yéu cau dang ky khai sinh nop hd so dang ky khai sinh tai Trung tdm Phuc vu hanh chinh
cong ¢ tham quyén; nop 1é phi néu thude truong hop phai nop 18 phi dang ky khai sinh; ndp phi cap ban sao Giay khai sinh néu c6 yéu cau
cap ban sao Giay khai sinh.

- Néu lya chon hinh thitc nop hod so truc tuyén, nguoi yéu cau dang ky khai sinh truy cap Cong dich vu cdng quéc gia, xac thuc nguoi ding
theo huéng dan, ding nhap vao hé thong, Iwa chon Uy ban nhan dan cap x& c6 tham  quyen.
Nguoi c6 yéu cau dang ky khai sinh truc tuyén cung cap théng tin theo biéu mau dién tir tuong tac dang ky khai sinh (cung cap trén Cong dich
vu cong), dinh kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop phi, 1& phi thdng qua chirc nang thanh toan truc tuyén
hoac bang cach thirc khac theo quy dinh phap luat, hoan tat viéc nop ho so.

- Can bo tiép nhan hod so tai Trung tam Phuc vu hanh chinh cong cé trach nhiém kiém tra tinh chinh xac, day du, théng nhat, hop 1é cua ho so.
(i) Truong hop hd so day di, hop 1é thi tiép nhan ho so; néu tiép nhan hd so sau 15 gid thi c6 Phiéu hen, tra két qua cho nguoi yéu cau trong
ngay lam viéc tiép theo (néu nguoi yéu cau nop ho so truc tiép) hoic gui ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin nhan hen tra
két qua qua dién thoai di dong cho ngudi yéu cau (néu ngudi yéu cau nop hd so truc tuyén); chuyén hd so dé cong chirc tu phap - ho tich xir
ly; truong hop tiép nhan ho so tai Trung tdm Phyc vy hanh chinh céng cap tinh, can bo tiép nhan ho so chuyén ho so dén Uy ban nhan dan cap
x& c6 tham quyen xu ly.

- Sau khi tiép nhan hd so theo hinh thac nop truc tiép, can bo tiép nhan hod so tai Bo phan mot cira thuc hién sé hoa (sao chup, chuyén thanh
tai liéu dién tir trén hé thong thong tin, co so dit liéu) va ky s6 vao tai liéu, ho so giai quyét thi tuc hanh chinh d3 duoc s6 hoa theo quy dinh.
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(ii) Truong hop hd so chua day da, hop 18 thi ¢6 thong bao cho ngudi yéu cau bd sung, hoan thién hd so, néu rd loai gidy to, noi dung can bo
sung dé nguoi c6 yéu cau bo sung, hoan thién. Sau khi ho so dugc bo sung, thuc hién lai budc (i);
(iii) Truong hop nguoi yéu cau dang ky khai sinh khong bd sung, hoan thién duoc hd so thi can bo tiép nhan hd so bao cédo Lanh dao Trung
tam Phuc vu hanh chinh cong cé thong bao tir chdi giai quyét yéu cau dang ky khai sinh.
- Cong chire 1am cong tac ho tich tham tra hd so (tham tra tinh thdng nhat, hop 18 cua cac thdng tin trong hd so, gidy to, tai liéu do ngudi yéu
cau nop, xuat trinh hoic dinh kém).
+ Pbi vé6i yéu cau dang ky khai sinh ma cha, me tré da dang ky két hon, trén co sé thdng tin vé Giay ching nhan két hén cung cap trong To
khai dang ky khai sinh, co quan dang ky ho tich c6 trach nhiém tra ctzu théng tin vé tinh trang hdn nhan caa cha, me tré trén Hé thdng théng
tin giai quyét thu tuc hanh chinh cap tinh théng qua két ndi voi Co sé dix lidu ho tich dién tr, Co so dit liéu qudc gia vé dan cu. Két qua tra
ctru duoc luu trir dudi dang dién tir hoac ban gidy, phan anh day du, chinh xéc thdng tin tai thoi diém tra ciru va dinh kém hd so ctia nguoi
dang ky. Truong hop khong tra ciru dugc tinh trang hon nhan do chua c6 thong tin trong Co s& dir liéu ho tich dién tir, Co so dir lieu quéc gia
vé dan cu, thi co quan dang ky ho tich dé nghi Uy ban nhan dan cip xa noi nguoi yéu cau thuong tri/noi da dang ky két hon xéac minh, cung
cap thong tin. Trong thoi han 03 ngay l1am viéc ké tir ngay nhan duoc yéu cau xac minh, Uy ban nhan dan cap xa noi nhan duoc dé nghi xac
minh ¢ trach nhiém kiém tra, xac minh va guri két qua vé tinh trang hon nhan caa ngudi do.
+ Truong hop hd so can bd sung, hoan thién hoidc khong du diéu kién giai quyét, phai tir chéi thi cong chire tu phap - ho tich giri théng bao vé
tinh trang ho so téi Trung thm Phuc vy hanh chinh céng dé thong bao cho ngudi nop hd so — thuc hién lai budc (i) hoic (iii).
+ Truong hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong chirc tu
phap - ho tich 1ap Phiéu xin 13i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham tra két qua va thoi gian hen tra két qua, chuyén Trung
tam Phuc vy hanh chinh cong dé tra cho ngudi yéu cau (néu ngudi yéu cau nop ho so truc tiép), hoac giri Phiéu xin 1i va hen lai ngay tra két
qua qua thu dién tir hodc guri tin nhin qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu cau nop ho so truc tuyén).
+ Néu thay ho so day du, hop 1é, dung quy dinh, trudng hop tiép nhan ho so ding ky khai sinh theo hinh thirc truc tiép, thi cdng chirc 1am cong
tac ho tich thyc hién viéc ghi vao S6 dang ky khai sinh, cap nhat thong tin ding ky khai sinh trén Phan mém ding ky, quan ly ho tich dién ti
dung chung, luu chinh thirc va chuyén thong tin dén CSDLQGVDC dé lay Sé dinh danh ¢4 nhan.
Truong hop tiép nhan ho so dang ky khai sinh theo hinh thirc truc tuyén, cong chuc 1am cong tac ho tich gui lai biéu mau Gidy khai sinh dién
tir v6i thong tin day du cho ngudi yéu cau qua thu dién tir hoac thiét bi sd.
Nguoi yéu cau co trach nhiém kiém tra tinh chinh xac, day du cua cac thong tin trén biéu mau Gidy khai sinh dién tir va xac nhan (t6i da mot
ng’é‘y)' \ , 7 \ \ \
Néu nguoi €0 yéu cau xac nhan thong tin da thong nhat, day du hoac khéng co phan hoi sau thoi han yéu cau thi cong chic lam cong tac ho
tich thyc hién viéc ghi ndi dung vao So6 dang ky khai sinh, cap nhat thong tin dang ky khai sinh va luu chinh thirc trén Phan mém dang ky,
quan Iy ho tich dién tir dung chung. Trudng hop cha, me lua chon qudc tich Viét Nam cho con thi chuyén thong tin dén CSDLQGVDC dé lay
S6 dinh danh cé nhan.
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- Sau khi CSDLQGVDC tra vé S6 dinh danh ca nhan, cong chirc tu phap — ho tich in Gidy khai sinh, trinh Lanh dao Uy ban nhan dan cip x&
ky, chuyén toi Trung tdm Phuc vu hanh chinh cong dé tra két qua cho nguoi yéu cau.
4. Co quan thuce hién: Uy ban nhan dan cap xa
5. Yéu cau, diéu kién: khong.
6. Thi tuc hanh chinh lién quan: khéng co thong tin

XXI1. Ma HS: 2.000806
Thi tuc diang ky két hon cd yéu té nwéc ngoai.

1. Cach thure thue hién

Hinh thirc ngp Thoi han giai quyét Phi, 1€ phi Mo ta

y 05 ngay 1am viéc, truong hop phai xac minh thi thoi han giai quyét
Truc ticp khong qua 10 ngay lam viéc.

, 05 ngay lam viéc, truong hop phai xac minh thi thoi han giai quyét
Tryc tuyén khong qua 10 ngay 1am viéc.

_ ) 05 ngay lam viéc, truong hop phai xac minh thi thoi han giai quyét
Dich vu buu chinh | yhang qua 10 ngay 1am viac.
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2. Thanh phén hé so

* Giay to phai nop:

Loai gidy to

Ban chinh

Ban sao

Gidy xac nhan cua td chuc y té co tham quyén cua Viét Nam hodc nuéc ngoai xac nhan céc bén két hon
khéng mac bénh tdm than hoac bénh khac ma khéng cé kha nang nhan thac, lam cha dugc hanh vi cua
minh;

Giay to chang minh tinh trang hdn nhan cia ngudi nude ngoai do co quan c6 thim quyén ciia nudc ma
ngudi d6 1a cong dan cap con gia tri st dung, xac nhan hién tai ngudi d6 khong c6 vo hoac khong co
chdng; trudng hop nudc ngoai khéng cap xac nhan tinh trang hén nhan thi thay bang giay to do co quan ¢
tham quyén nudc ngodi Xac nhan nguoi d6 co du diéu kién két hon theo phap luat nude do.

Gia tri sir dung cua gidy to chirng minh tinh trang hon nhan cua nguoi nude ngoai duoc xac dinh theo thoi
han ghi trén gidy to d6. Truong hop gidy to chitng minh tinh trang hdn nhan khéng ghi thoi han sir dyng thi
gidy to ndy va gidy xac nhan cua to chirc y té cd gia tri trong thoi han 06 thang, ké tir ngay cap.

Nguoi nuéc ngoai, cong dan Viét Nam dinh cu ¢ nudc ngoai phai nop ban sao ho chiéu/gidy to co gia tri
thay thé ho chiéu.

Gidy xac nhan tinh trang hdn nhan cua cong dan Viét Nam cu tra trong nude. Trudng hop di cé thong tin
tinh trang hon nhan trong CSDLHTDT, CSDLQGVDC thi khong phai xuit trinh (theo hinh thic truc tiép)
hoac tai lén (theo hinh thic truc tuyén).

* Ngoai gidy to néu trén, tiy ting truong hop, bén nam, bén nir phai nop gidy to tuong tng sau day:
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Loai gidy to

Ban chinh

Ban sao

Cong dan Viét Nam da ly hon hoac huy viéc két hon tai co quan c6 tham quyén cua nudc ngoai phai nop
ban sao trich luc ho tich vé viéc d ghi vao so viéc ly hdn hoac hay viéc két hon trai phap luat (Trich luc
ghi chu ly hén);

Cong dan Viét Nam la céng chuc, vién chic hoac dang phuc vu trong luc lwong vii trang phai nop van ban

cta co quan, don vi quan ly xac nhan viéc két hén véi ngudi nudc ngoai khdng trai véi quy dinh ciia nganh

do;

Truong hop nguoi yéu cau dang ky két hon dang cong tac, hoc tap, lao dong c6 thoi han & nudc ngoai thi
phai nop Gidy xac nhan tinh trang hon nhan do Co quan dai dién ngoai giao, Co quan dai dién lanh sy cua
Viét Nam & nudc ngoai cap.

* Giay to phai xuat trinh:

Loai gidy to

Ban chinh

Ban sao

Ho chiéu/Chtang minh nhan dan/Thé cin cudc cong dan/Thé can cude/Can cudce dién tia/Giay chizng nhan
cin cude hoic cac gidy to khac ¢ dan anh va thong tin ca nhan do co quan c¢6 tham quyén cap, con gia tri
str dung dé chirng minh vé nhan than caa cong dan Viét Nam. Trudong hop cac thong tin c& nhan trong cac
gidy to ndy da co trong CSDLQGVDC, CSDLHTPT, duoc hé théng dién ty dong thi khdng phai tai 1én
(theo hinh thic truc tuyén)

Nguoi nudc ngodi xuét trinh ban chinh ho chiéu dé chirng minh vé nhan than; truong hop nguoi nudc
ngoai khong c6 ho chiéu dé xuat trinh thi co thé xuét trinh gidy to di lai qudc té hoac thé cu tru.

Gidy to 0 gid tri chirng minh théng tin vé cu trii trong trudng hop co quan dang ky ho tich khdng thé khai
thac dugc thong tin vé noi cu tri clia cong dan theo cac phuong thirc quy dinh tai khoan 2 Biéu 14 Nghi
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Loai gidy tor Béan chinh | Ban sao

dinh s6 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Trudng hop cac thdng tin vé gidy to ching
minh noi cu tra da duoc khai thac tir Co so dir liéu qudc gia vé dan cu bang cac phuong thirc nay thi nguoi
c6 yéu cau khdng phai xuat trinh (theo hinh thac truc tiép) hoic tai 18n (theo hinh thuc truc tuyén).

Bao gom

Loai gidy to Ban chinh | Ban sao

T khai dang ky két hon theo mau, c6 du thong tin cua hai bén nam, nix. Hai bén nam, nix c¢d thé khai chung
vao mot To khai dang ky két hon (néu ngudi ¢ yéu cau lra chon nop hd so theo hinh thuc truc tiép);

Mau ho tich dién tir trong tac ding ky két hon (do nguoi yéu cau cung cap thong tin theo huéng dan trén
Cong dich vu cng, néu ngudi co yéu cau lya chon nop ho so theo hinh thic truc tuyén)

3. Trinh ty thwe hién

- Néu Iya chon hinh thirc nop ho so truc tiép, ngudi yéu cau dang ky két hon nop ho so dang ky két hdn tai Trung tam phuc vu hanh chinh
cong c6 tham quyén nop 18 phi néu thudc trudng hop phai nop 18 phi dang ky két hén; nop phi cap ban sao Trich luc két hén néu c6 yéu cau
cap ban sao Trich luc két hon

- Néu lya chon hinh thirc nop ho so truc tuyén, ngudi yéu cau dang ky két hon truy cap Cong dich vu cong quédc gia, xac thuc ngudi ding theo
huéng dan, dang nhap vao hé thdng, lya chon Uy ban nhan dan cap xa cé tham quyén.

Nguoi ¢6 yéu cau dang ky két hdn truc tuyén cung cap thong tin theo biéu mau dién tir twong tac ding ky két hon (cung cap trén Cong dich
vu cdng), dinh kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop phi, & phi thdng qua chic ning thanh toan tryc tuyén
hoic bang cach thirc khac theo quy dinh phap luat, hoan tat viéc nop ho so

- Cén bo tiép nhan ho so tai Trung tam Phuc vy hanh chinh céng c6 trach nhiém kiém tra tinh chinh xac, day du, théng nhat, hop Ié cua ho so.
(i) Trudng hop hé so day da, hop 18 thi tiép nhan ho so, co Phiéu hen, tra két qua cho nguoi yéu cau (néu ngudi yeu cau nop hd so truc tiép)
hodc gtri ngay Phiéu hen, tra két qua qua thu dién tir hoic guri tin nhan hen tra két qua qua dién thoai di dong cho ngudi yéu cau (néu ngudi
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y&u cau nop ho so truc tuyén), chuyén hd so dé cong chirc tu phap - ho tich xt 1y; truong hop tiép nhan hd so tai Trung thm Phyc vu hanh
chinh céng cap tinh, can bo tiép nhan hd so chuyén hd so dén Uy ban nhan dan cip xa c6 tham quyén xir ly
- Sau khi tiép nhan hd so theo hinh thic nop truc tiép, can bo tiép nhan hd so tai Bo phan mot cira thuc hién sé hoa (sao chup, chuyén thanh
tai liéu dién tir trén hé thong thong tin, co sé dit liéu) va ky s6 vao tai liéu, ho so giai quyét thi tuc hanh chinh da duoc sb hoa theo quy dinh.
(i) Truong hop hd so chwa day da, hop 18 thi c6 théng bao cho ngudi yéu cau bd sung, hoan thién hd so, néu rd loai gidy to, ndi dung can bd
sung dé nguoi €O yBu cau bd sung, hoan thién. Sau khi hd so duoc bd sung, thuc hién lai buéc (i);
(iii) Trudong hop nguoi yéu cau dang ky két hon khdng bo sung, hoan thién duoc hd so thi can bo tiép nhan hd so bao cdo Lanh dao Trung tam
Phuc vu hanh chinh c6ng c6 thdng béo tir chéi giai quyét yéu cau diang ky két hon
- Cong chire tu phap - ho tich tham tra ho so (tham tra tinh thong nhat, hop 18 caa cac thong tin trong ho so, gidy to, tai liéu do nguoi yéu cau
nop, Xuat trinh hozc dinh kém)
+ Truong hop ho so can bo sung, hoan thién hodc khong du diéu kién giai quyét, phai tir chéi thi cong chire tu phap - ho tich giri théng bao vé
tinh trang hd so téi Trung tim Phuc vy hanh chinh céng dé thong bao cho ngudi nop hd so — thuc hién lai budc (i) hoac (iii);
+ Truong hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong chirc tu
phap - ho tich 1ap Phiéu xin 15i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham tra két qua va thoi gian hen tra két qua, chuyén Trung
tdm Phuc vu hanh chinh cong dé tra cho ngudi yéu cau (néu nguoi yéu cau nop ho so truc tiép), hoac giri Phiéu xin 13i va hen lai ngay tra két
qua qua thu dién tir hodc giri tin nhan qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu cau nop ho so truc tuyén).
Truong hop ¢6 khiéu nai, to céo viéc két hon khong di diéu kién két hon theo quy dinh cua Luat Hon nhan va gia dinh hodc xét thay c6 van
dé can 1am rd vé& nhan than cua bén nam, bén nix hoic gidy to trong hd so dang ky két hon, cong chic 1am cong tac ho tich bao cdo Trudng
phong Tu phap dé phéi hop véi co quan c6 lién quan xac minh l1am rd. Trong quéa trinh tham tra, x4c minh ho so, néu thy can thiét, thi lam
viéc truc tiép véi cac bén dé 1am rd vé nhan than, su tu nguyén két hon, muc dich két hon.
+ Néu thay ho so ddy du, hop 1¢, cac bén c6 du diéu kién két hdn theo quy dinh cua Luat Hon nhan va gia dinh, khong thudc trueong hop tur
chéi dang ky két hon theo quy dinh, truong hop tiép nhan ho so dang ky két hdn theo hinh thire truc tiép, thi cong chirc 1am cong tac ho tich
thuc hién viéc ghi vao So ding ky két hon, cap nhat thong tin ding ky két hon trén Phan mém ding ky, quan ly ho tich dién tir dung chung,
lIvu chinh thirc.
Truong hop tiép nhan ho so dang ky két hon theo hinh thire truc tuyén, cong chic 1am cong tac ho tich gui lai biéu mau Gidy chang nhan két
hén dién tir v6i thong tin ddy di cho ngudi yéu ciu qua thu dién tir hoac thiét bi s6
Nguoi yéu cau co trach nhiém kiém tra tinh chinh xéc, day du cua cac thong tin trén biéu mau Giy chang nhan két hon dién tir va xac nhan
Néu ngudi c6 yéu cau xéac nhan thong tin da thong nhat, day du hodc khdng c6 phan hdi sau thai han yéu cau thi céng chac 1am cong tac ho
tich thuc hién viéc ghi noi dung vao S6 diang ky két hon, cap nhat thong tin dang ky két hon va luu chinh thuc trén Phan mém ding ky, quan
ly ho tich dién tir dung chung.
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- Cong chirc tu phap - ho tich in Gidy chung nhan két hon, trinh Lanh dao Uy ban nhan dan cap x Ky, chuyén toi Trung thm Phuc vu hanh
chinh cong dé tra két qua cho ngudi yéu cau.
- Nguoi c6 yéu cau ding ky két hén (hai bén nam, nit phai c6 mat, xuat trinh gidy to tuy than dé ddi chiéu) kiém tra thong tin trén Gidy chung
nhan két hon, trong S6 ding ky két hon, khang dinh sy tw nguyén két hon va ky tén vao So ding ky két hdn, ky tén vao Giay ching nhan két
hén, mdi bén nam, nit nhan 01 ban chinh Gidy ching nhan két hon.
Truong hop mét hoic hai bén nam, nit khéng thé c6 mat dé nhan Gidy ching nhan két hon thi theo dé nghi bang vin ban cua ho, cdng chirc
lam cdng tac ho tich bao cdo Trudng phong Tu phap thuc hién gia han thoi gian trao Gidy chang nhan két hon nhung khong qua 60 ngay, ké
tir ngay Chu tich Uy ban nhan dan cap huyén ky Gidy chirng nhan két hon. Hét 60 ngay ma hai bén nam, nir khong dén nhan Gidy ching nhan
két hdn thi cong chuc 1am cong tac ho tich bao cao Chu tich Uy ban nhan dan cap huyén huy Gidy ching nhan két hon da ky. Néu sau d6 hai
bén nam, nir van muén két hon vai nhau thi phai tién hanh thi tuc ding ky két hon tir dau.
Hét 60 ngay ma hai bén nam, nit khong dén nhan Gidy chiing nhan két hon thi cong chirc tu phap - ho tich bao cdo Lanh dao Uy ban nhan dan
hay Gidy chtng nhan két hon d ky. Néu sau d6 hai bén nam, nir van mudn két hén vai nhau thi phai tién hanh tha tuc dang ky két hdn tir dau.
4. Co quan thye hién: Uy ban nhan dan cap xa
5. Yéu cau, diéu kién:
- Nam tir da 20 tudi tro 18n, nit tir du 18 tudi tro 1én;
- Viéc két hon do nam va nir ty nguyén quyét dinh;
- Céc bén khong bi mat nang lyc hanh vi dan su;
- Cong dan Viét Nam dinh cu & nuéc ngodi phai ¢ gidy to cho phép cu trii do co quan c6 thim quyén nudc ngoai cap.
- Viéc két hon khong thudc mot trong cac truong hop cdm két hon theo quy dinh tai cac diém a, b, ¢ va d khoan 2 Biéu 5 cua Luat Hon nhan
va gia dinh, gom:
+ Két hon gia tao;
+ Tao hon, cudng ép két hon, hra doi két hon, can tro két hon;
+ Nguoi dang c6 vo, c6 chong ma két hén véi ngudi khac hoic chua co vo, chua co chong ma két hon véi ngudi dang c6 chong, ¢6 vo;
+ Két hon giita nhirng nguoi cling dong mau vé truc hé; gitta nhitng ngudi ¢6 ho trong pham vi ba doi; gitra cha, me nudi véi con nubi; gita
ngudi da tirng 1a cha, me nudi vai con nudi, cha chong véi con dau, me vo vai con ré, cha duong vai con riéng cua vo, me ké véi con riéng
cua chong.
* Nha nudc khéng thira nhan hén nhén gitra nhitng nguoi cung giai tinh.
6. Thu tuc hanh chinh lién quan: khdng cé thong tin
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XXI11. Ma HS:

Thi tuc diang Ky nhan cha, me, con c6 yéu té nwéc ngoai.

1. Cach thirc thyuce hién

Hinh thirc ngp Thoi han giai quyét Phi, 1€ phi Mo ta
Truc tiép 10 ngay
Tryc tuyén 10 ngay
Dich vu buu chinh | 10 ngay
2. Thanh phan hd so
* Gidy to phai nop:
Loai gidy to Ban chinh | Ban sao
- Ching ¢t chitng minh quan hé cha, con hozc quan hé me, con gém mot trong cac gidy to, tai liéu sau day:
Vin ban caa co quan y té, co quan giam dinh hodc co quan, to chic khac cé tham quyén & trong nudc hoic . 0

nudc ngoai xac nhan quan hé cha con, quan hé me con.

Truong hop khong co ching cir chieng minh quan hé cha, me, con néu trén thi phai c6 van ban cam doan
cua cac bén nhan cha, me, con, ¢ it nhat hai ngudi 1am chirng vé méi quan hé cha, me, con
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Loai gidy to

Ban chinh

Ban sao

Truong hop dang ky nhan cha, me, con gitta cong dan Viét Nam véi ngudi nudc ngoai hoac gitra nguoi
nudc ngoai Vi nhau thi ngudi nudce ngoai phai ndp ban sao ho chieéu hoac giay to co gia tri thay ho chiéu
dé chang minh vé nhan than.

* Giay to phai xuat trinh:

Loai gidy to

Ban chinh

Ban sao

Ho chiéu/Chting minh nhan dan/Thé cin cude cong dan/Thé can cude/Can cude dién ta/Giay ching nhan
can cudc hoic cac gidy to khac 6 dan anh va thong tin ca nhan do co quan c6 tham quyén cap, con gia tri
sir dung dé chirng minh vé nhan than caa nguoi c6 yéu cau diang ky nhan cha, me, con. Trudng hop céc
thong tin c& nhan trong cac giay to nay da c6 trong CSDLQGVDC, CSDLHTDT, dugc hé thdng dién tu
dong thi khong phai tai 1én (theo hinh thic truc tuyén);

Gidy to 6 gid tri chiing minh théng tin vé cu trii trong trudng hop co quan dang ky ho tich khdng thé khai
thac duoc thdng tin vé noi cu tra ctia cong dan theo cac phuong thic quy dinh tai khoan 2 Piéu 14 Nghi
dinh s6 104/2022/ND-CP ngay 21/12/2022 cia Chinh phu. Trudng hop cac thdng tin vé gidy to ching
minh noi cu tra da duoc khai thac tir Co so dir liéu quéc gia vé dan cu bang cac phuong thirc nay thi nguoi
c6 yéu cau khong phai xuat trinh (theo hinh thirc truc tiép) hoac tai 1én (theo hinh thuc truc tuyén).

Bao gom

Loai gidy to

Ban chinh

Ban sao

T khai dang ky nhan cha, me, con theo mau (néu ngudi ¢6 yéu cau lya chon nop hd so theo hinh thirc truc
tiép);
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Loai gidy tor Ban chinh | Ban sao

Mau hd tich dién tir trong tac ding ky nhan cha, me, con (do ngudi co yéu cau cung cap théng tin theo
huéng dan trén Cong dich vu cong, néu ngudi ¢6 yéu cau lua chon nop hd so theo hinh thic truc tuyén);

3. Trinh ty thue hién

- Néu lya chon hinh thizc nop ho so truc tiép, nguoi yéu cau dang ky nhan cha, me, con nop ho so dang ky nhan cha, me, con tai Trung tam
phuc vu hanh chinh céng c6 tham quyén; nop 18 phi néu thudc trudng hop phai nop 1é phi dang ky nhan cha, me, con; nop phi cap ban sao
Trich luc dang ky nhan cha, me, con néu ¢ yéu cau cap ban sao Trich lyc dang ky nhan cha, me, con.

- Néu lya chon hinh thirc nop hd so truc tuyén, nguoi yéu cau dang ky nhan cha, me, con truy cap Cong dich vu céng qubc gia, xac thuc nguoi
dung theo huéng dan, dang nhap vao hé théng, lwa chon Uy ban nhan dan cap xa ¢ tham quyén

Nguoi c6 yéu cau dang ky nhan cha, me, con truc tuyén cung cap théng tin theo biéu mau dién tir tuong tac ding ky nhan cha, me, con (cung
cap trén Cong dich vu cong), dinh kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop phi, 1& phi théng qua chirc ning
thanh toan truc tuyén hoac bang cach thirc khac theo quy dinh phap luat, hoan tat viéc nop ho so.

- Cén b tiép nhan ho so tai Trung tdm Phuc vu hanh chinh cdng c6 trach nhiém kiém tra tinh chinh xac, day du, thong nhat, hop 1é cua hd so.
(i) Truong hop hd so day du, hop 1é thi tiép nhan hd so, c6 Phiéu hen, tra két qua cho ngudi yéu cau (néu ngudi yéu cau nop hd so truc tiép)
hoac guri ngay Phiéu hen, tra két qua qua thu dién tir hodc guri tin nhan hen tra két qua qua dién thoai di dong cho ngudi yéu cau (néu nguoi
y&u cau nop ho so truc tuyén); chuyén hd so dé cong chire tu phéap - ho tich xtr 1y; truong hop tiép nhan ho so tai Trung tim Phuc vu hanh
chinh c6ng cap tinh, can bo tiép nhan hd so chuyén hd so dén Uy ban nhan dan cip xa c6 tham quyén xi 1y.

- Sau khi tiép nhan ho so theo hinh thtc nop truc tiép, can bo tiép nhan hd so tai Bo phan mot cira thuc hién sb hda (sao chup, chuyén thanh
tai liéu dién tir trén hé thong thong tin, co sé dit lidu) va ky s6 vao tai liu, hd so giai quyét thu tuc hanh chinh d3 duoc s6 hoa theo quy dinh
(ii) Truong hop hd so chua day di, hop 18 thi ¢6 thong bao cho ngudi yéu cau bd sung, hoan thién hd so, néu rd loai gidy to, noi dung can bo
sung dé nguoi co yéu cau bo sung, hoan thién. Sau khi ho so dugc bo sung, thuc hién lai budc (i)

(iii) Truong hop nguoi yéu cau dang ky nhan cha, me, con khdng bé sung, hoan thién duoc hd so thi can bo tiép nhan hd so bao cdo Lanh dao
Trung tdm Phuc vu hanh chinh cong c6 thdng béo tir chdi giai quyét yéu cau diang ky nhan cha, me, con

- Cong chure 1am cong tac ho tich tham tra hd so (tham tra tinh thong nhat, hop 18 cua cac thdng tin trong hd so, gidy to, tai liéu do ngudi yéu
cau nop, xuat trinh hoic dinh kém).

+ Truong hop hd so can bd sung, hoan thién hoidc khong du diéu kién giai quyét, phai tir chéi thi cong chie tu phéap - ho tich giri théng bao vé
tinh trang hd so téi Trung tdm Phuc vu hanh chinh céng dé thong bao cho ngudi nop hd so — thuc hién lai budc (i) hoac (iii);



81
+ Truong hop can phai kiém tra, xac minh 1am rd hoac do nguyén nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong chirc tu
phap - ho tich 1ap Phiéu xin 13i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham tra két qua va thoi gian hen tra két qua, chuyén Trung
tdm Phuc vy hanh chinh cong dé tra cho ngudi yéu cau (néu ngudi yéu cau nop hd so truc tiép), hoic giri Phiéu xin 13i va hen lai ngay tra két
qua qua thu dién tir hodc giri tin nhan qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu cau nop ho so truc tuyén).
+ Truong hop can phai kiém tra, xac minh 1am ré hoic do nguyén nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong chirc tu
phap - ho tich 1ap Phiéu xin 13i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham tra két qua va thoi gian hen tra két qua, chuyén Trung
tdm Phuc vy hanh chinh cong dé tra cho ngudi yéu cau (néu nguoi yeu cau nop ho so truc tiép), hoac giri Phiéu xin 13i va hen lai ngay tra két
qua qua thu dién tir hodc guri tin nhin qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu cau nop ho so truc tuyén).
+ Néu thay viéc nhan cha, me, con 13 ding va khong c6 tranh chap, ho so day dua, hop 18, dung quy dinh, trudng hop tiép nhan hd so dang ky
nhan cha, me, con theo hinh thirc tryuc tiép, thi cong chirc 1am cong tac ho tich thuc hién viéc ghi vao Sé dang ky nhan cha, me, con, cap nhat
thong tin dang ky nhan cha, me, con va luu chinh thic trén Phan mém dang ky, quan ly ho tich dién tir ding chung.
Truong hop tiép nhan ho so dang ky nhan cha, me, con theo hinh thic truc tuyén, cong chirc 1am cong tac ho tich gui lai biéu mau Trich luc
dang ky nhan cha, me, con dién tir voi thong tin ddy du cho ngudi yéu cau qua thu dién tir hoac thiét bi sb.
Nguoi yéu cau co trach nhiém kiém tra tinh chinh xac, day du ciia cac thdng tin trén biéu mau Trich lyc dang ky nhan cha, me, con dién tir va
xé&c nhan (téi da mot ngay).
Néu ngudi c6 yéu cau xac nhan thong tin da thong nhat, day da hodc khdng c6 phan hoi sau thoi han yéu cau thi céng chac 1am cong tac ho
tich thuc hién viéc ghi ndi dung vao So diang ky dang ky nhan cha, me, con, cap nhat théng tin dang ky nhan cha, me, con va luu chinh thirc
trén Phan mém diang ky, quan ly ho tich dién tir ding chung.
- Cong chirc tu phéap - ho tich in Trich luc dang ky nhan cha, me, con, trinh Lanh dao Uy ban nhan dan cip xa ky, chuyén ti Trung tm Phuc
vu hanh chinh céng dé tra két qua cho ngudi yéu cau.
4. Co quan thye hién: Uy ban nhan dan cap xa
5. Yéu céu, diéu kién:
- Bén nhan va bén dugc nhan 1a cha, me, con déu con song;
- Viéc nhan cha, me, con khéng cé tranh chap..
6. Thu tuc hanh chinh lién quan: khdng cé thong tin
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XXIV. Ma HS:

Thi tuc ding Ky khai sinh két hop ding ky nhan cha, me, con c6 yéu té nwéc ngoai.

1. Cach thirc thyuce hién

Hinh thirc ngp Thoi han giai quyét Phi, 1€ phi Mo ta
Truc tiép 10 ngay
Tryc tuyén 10 ngay

Dich vu buu chinh | 10 ngay

2. Thanh phan hd so

* Gidy to phai nop:

Loai gidy to Ban chinh | Ban sao
To khai ding ky khai sinh theo mau; 1 0
To khai ding ky nhan cha, me, con theo mau; 1 0
Giay chuang sinh 1 0
Truong hop khéng c6 Gidy ching sinh thi nop vin ban ctia ngudi 1am chiing xac nhan vé viéc sinh; néu
khong c6 van ban ciia ngudi 1am chiing thi phai ¢ gidy cam doan vé viéc sinh. 1 0
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Loai gidy to

Ban chinh

Ban sao

Truong hop tré em sinh ra tai nuéce ngoai thi nop Gidy chiing sinh hoic gidy to khac do co quan c6 tham
quyén nudc ngoai cap Xac nhan ve viéc tré em dugc sinh ra & nudc ngoai va quan hé me - con (néu co);

Truong hop ngudi yéu cau da nop ban dién tir Giay chiing sinh hoic co quan dang ky ho tich di khai thac
duoc dit liéu dién tir c6 ky sb cua Gidy chung sinh thi khdng phai nop ban gidy.

Truong hop cha hoac me hoac ca cha, me 1a nguoi nudc ngoai thi phai nop van ban thoa thuan cua cha, me
vé viéc lya chon qudc tich cho con. Truong hop cha, me lua chon québc tich nude ngoai cho con, thi ngoai
van ban thoa thuan lua chon quéc tich con phai c6 xac nhan cua co quan ¢ tham quyén nudc ma tré duoc
chon mang quéc tich vé viéc tré c6 quoc tich phi hop quy dinh caa phap luat nudc do.

Chung ctr chang minh quan hé cha, con hoic quan hé me, con gdm mét trong céc gidy to, tai liéu sau day:

Vin ban caa co quan y té, co quan giam dinh hodc co quan, to chic kKhac cé tham quyén & trong nudc hoac
nudc ngoai xac nhan quan hé cha con, quan hé me con.

Truong hop dang ky nhan cha, me, con gitra cong dan Viét Nam véi nguoi nudc ngoai hoac gitra nguoi
nudc ngoai voi nhau thi ngudi nudce ngoai phai nop ban sao ho chieéu hoac giay to co gia tri thay ho chiéu
de chtiing minh vé nhén than.

Truong hop khéng c6 chang ctir chieng minh quan hé cha, me, con néu trén thi phai c6 van ban cam doan
cua cac bén nhan cha, me, con, co0 it nhat hai nguoi lam ching vé moi quan hé cha, me, con.

* Gidy to phai xuat trinh:
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Loai gidy tor Béan chinh | Ban sao

Ho chiéu/Chting minh nhan dan/Thé cin cude cong dan/Thé cin cude/Can cude dién ta/Gidy chirng nhan
can cudc hoic cac gidy to khac 6 dan anh va thong tin ca nhan do co quan ¢ tham quyén cap, con gia tri
sir dung dé chirng minh vé nhan than cua ngudi ¢6 yéu cau dang ky khai sinh két hop dang ky nhan cha,
me, con;

Gidy to 6 gid tri chitng minh théng tin vé cu trii trong trudng hop co quan dang ky ho tich khdng thé khai
thac dugc théng tin vé noi cu tra clia cong dan theo cac phuong thirc quy dinh tai khoan 2 Biéu 14 Nghi
dinh s6 104/2022/ND-CP ngay 21/12/2022 cia Chinh phu. Trudong hop cac thdng tin vé gidy to ching 1 0
minh noi cu tra da duoc khai thac tir Co so dir liéu qudc gia vé dan cu bang cac phuong thirc nay thi nguoi
c6 yéu cau khong phai xuat trinh (theo hinh thirc truc tiép) hoac tai 1én (theo hinh thuc truc tuyén).

Trudng hop tré em sinh ra & nuéc ngoai, c6 cha hoic me 1a cong dan Viét Nam hoic cha va me déu la cong
dan Viét Nam, chua dugc dang ky khai sinh & nuwéc ngoai, vé cu tra tai Viét Nam thi xuat trinh gidy to
chang minh viéc tré em da nhap canh hop phap vao Viét Nam (nhu: ho chiéu, gidy to c6 gié tri di lai quéc 1 0
té c6 dau x&c nhan nhap canh cua co quan quan ly xuat, nhap canh) va vin ban xac nhan cua co quan cong
an c6 tham quyeén vé viéc tré em dang cu tra tai Viét Nam

3. Trinh tu thwe hién

- Ngudi yéu cau dang ky khai sinh va nhan cha, me, con nop ho so ding ky khai sinh va dang ky nhan cha, me, con tai Trung tdm Phuc vu
hanh chinh céng cd tham quyén; nop 18 phi néu thudc trudng hop phai nop 1é phi dang ky khai sinh, dang ky nhan cha, me, con; nop phi cap
ban sao Giay khai sinh, Trich lyc ding ky nhan cha, me, con néu c6 yéu cau cip ban sao Giay khai sinh, Trich luc ding ky nhan cha, me, con.
- Cén bo tiép nhan ho so tai Trung thm Phuc vu hanh chinh cong c6 trach nhiém kiém tra tinh chinh x4c, day du, théng nhat, hop 1é cua ho so.
(i) Trudong hop hd so day da, hop 16 thi tiép nhan ho so, c6 Phiéu hen, tra két qua cho ngudi yéu cau, dong thoi chuyén ho so dé cong chuc tu
phép - ho tich xir Iy; truong hop tiép nhan ho so tai Trung tdm Phuc vu hanh chinh céng cap tinh, can bo tiép nhan hd so chuyén ho so dén Uy
ban nhan dan cp xa c6 tham quyén xir ly.

- Sau khi tiép nhan hd so, can b tiép nhan hd so tai Bo phan mot cira thuc hién sé hoa (sao chup, chuyén thanh tai liéu dién tir trén hé thong
thong tin, co so dir liéu) va ky sé vao tai liéu, hd so giai quyét thu tuc hanh chinh di dwoc sé hoa theo quy dinh.
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(ii) Truong hop hd so chua day da, hop 18 thi ¢6 thong bao cho ngudi yéu cau bd sung, hoan thién hd so, néu rd loai gidy to, noi dung can bo
sung dé nguoi c6 yéu cau b sung, hoan thién. Sau khi hd so dugc bo sung, thuc hién lai budc (i);
(iii) Truong hop ngudi yéu cau dang ky khai sinh va nhan cha, me, con khong bé sung, hoan thién dugc hd so thi can b tiép nhan hd so bao
c4o Lanh dao Trung tdm Phuc vu hanh chinh cong c6 thdng bao tir chdi giai quyét yéu cau ding ky khai sinh va nhan cha, me, con.
- Cong chire 1am cong tac ho tich tham tra hd so (tham tra tinh thdng nhat, hop 18 cua cac thdng tin trong hd so, gidy to, tai liéu do ngudi yéu
cau nop, xuat trinh hoic dinh kém).
+ Truong hop hd so can bd sung, hoan thién hoidc khong du diéu kién giai quyét, phai tir chéi thi cong chire tu phéap - ho tich giri théng bao vé
tinh trang hd so téi Trung tdm Phuc vu hanh chinh céng dé thong bao cho ngudi nop hd so — thuc hién lai budc (i) hoac (iii);
+ Truong hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong chirc tu
phap - ho tich 1ap Phiéu xin 13i va hen lai ngay tra két qua, trong d6 néu rd Iy do cham tra két qua va thoi gian hen tra két qua, chuyén Trung
tdm Phyc vu hanh chinh cong dé tra cho nguoi yéu cau
+ COng chire tu phap - ho tich xac minh, niém yét viéc nhan cha, me, con tai tru s& Uy ban nhan dan cp x4 trong thoi gian 05 ngay lam viéc,
ddng thoi gui van ban dé nghi Uy ban nhan dan cip xa noi thuong trd ciia ngudi duoc nhan 1a cha, me, con niém yét trong thoi gian 05 ngay
lam viéc tai tru s¢ Uy ban nhan dan cap xa
+ Néu thay viéc nhan cha, me, con 1 dung va khong c6 tranh chip, thong tin khai sinh day du va phu hop, thi cong chirc 1am cong tac ho tich
thuc hién viéc ghi vao So ding ky nhan cha, me, con, S6 ding ky khai sinh, cap nhat thong tin dang ky khai sinh, dang ky nhan cha, me, con
va luu chinh thire trén Phan mém dang ky, quan ly ho tich dién tir dung chung. Truong hop cha, me lya chon qudc tich Viét Nam cho con thi
chuyén thong tin dén CSDLQGVDC dé lay S6 dinh danh c& nhan
- Sau khi CSDLQGVDC tra vé Sé dinh danh ca nhan, cong chuc tu phap - ho tich in Gidy khai sinh, Trich luc dang ky nhan cha, me, con,
trinh Lanh dao Uy ban nhan dan cip x& ky, chuyén téi Trung tam Phuc vu hanh chinh cong tra két qua cho ngudi yéu cau.
4. Co quan thye hién: Uy ban nhan dan cap xa
5. Yéu céu, diéu kién:
- Bén nhan va bén dugc nhan 1a cha, me, con déu con song;
- Viéc nhan cha, me, con khéng cé tranh chap..
6. Tha tuc hanh chinh lién quan: khdng cé thong tin
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XXV. Ma HS: 1.001669

Thi tuc diang Ky giam hé c6 yéu té nwéc ngoai.

1. Cach thirc thyuce hién

Hinh thirc ngp Thoi han giai quyét Phi, 1¢ phi Mo ta
g 05 ngay lam viéc ddi véi viéc dang ky giam ho ctr, 03 ngay lam viéc
Tryc ticp d6i véi viéc dang ky giam ho duong nhién.
. 05 ngay lam viéc ddi véi viéc dang ky giam ho ctr, 03 ngay lam viéc
Truc tuyén dbi véi viéc dang ky giam ho duong nhién.
g
, , 05 ngay lam viéc ddi véi viéc dang ky giam ho ctr, 03 ngay lam viéc
Dich vubuu chinh | 44; yi visc dang ky gigm ho duong nhién.
2. Thanh phan hd so
* Gidy to phai nop:
Loai gidy to Ban chinh | Bén sao
Vin ban cir nguoi giam ho theo quy dinh cia Bo luat Dan sy ddi véi truong hop dang ky giam ho cir; gidy
to chirg minh diéu kién gidm ho dwong nhién theo quy dinh cua Bo luat Dan sy ddi véi truong hop ding
ky giam ho duong nhién; truong hop c6 nhiéu nguoi cing du diéu kién 1am giam ho duong nhién thi nop 1 0
thém van ban thoa thuan vé viéc cir mot nguoi 1am giam ho duong nhién
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Loai gidy tor Béan chinh | Ban sao

Vin ban uy quyén (duoc chiing thue) theo quy dinh cua phép luat trong trudng hop uy quyén thuc hién
dang ky giam ho. Truong hop ngudi duoc ty quyén 1a dng, ba, cha, me, con, v, chdng, anh, chi, em ruot 1 0
ctia nguoi Gy quyén thi vin ban ay quyén khong phai ching thyc.

* Giay to phai xuat trinh:

Loai gidy to Ban chinh | Ban sao

Ho chiéu/Chting minh nhan dan/Thé cin cude cong dan/Thé can cude/Can cude dién ta/Giay ching nhan
can cudc hoic cac gidy to khac 6 dan anh va thong tin ca nhan do co quan c6 tham quyén cap, con gia tri
sir dung dé chirng minh vé nhan than caa nguoi c6 yéu cau ding ky giam ho. Trudng hop céac thong tin ca 1 0
nhan trong cac giay to nay da c6 trong CSDLQGVDC, CSDLHTDT, dugc hé thong dién tu dong thi khong
phai tai 1&n (theo hinh thuc truc tuyén)

Gidy to 6 gid tri chiing minh théng tin vé cu trii trong trudng hop co quan dang ky ho tich khdng thé khai
thac duoc thdng tin vé noi cu tra ctia cong dan theo cac phuong thic quy dinh tai khoan 2 Piéu 14 Nghi
dinh s6 104/2022/ND-CP ngay 21/12/2022 cia Chinh phu. Trudng hop cac thdng tin vé gidy to ching 1 0
minh noi cu tra da duoc khai thac tir Co so dir liéu quéc gia vé dan cu bang cac phuong thirc nay thi nguoi
c6 yéu cau khong phai xuat trinh (theo hinh thirc truc tiép) hoac tai 1én (theo hinh thuc truc tuyén).

Bao gom

Loai gidy to Ban chinh | Béan sao

T khai dang ky giam ho theo mau (néu nguoi yéu cau lua chon ndp hd so theo hinh thuc truc tiép hoic
giri hd so qua hé théng buu chinh)
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Loai gidy tor Ban chinh | Ban sao

Mau ho tich dién tir trong tac ding ky giam ho (do ngudi y8u cau cung cap thong tin theo huéng dan trén
Cong dich vu céng néu ngudi ¢ yéu cau hra chon nop hd so theo hinh thuc trc tuyén)

3. Trinh ty thue hién

- Néu lya chon hinh thirc nop ho so truc tiép, ngudi yéu cau dang ky giam ho nop ho so dang ky giam ho tai Trung tam Phuc vu hanh chinh
cdng cd tham quyén; nop 18 phi néu thudce trrang hop phai ndp 1é phi dang ky giam ho; nop phi cap ban sao Trich luc ding ky giam ho néu co
yéu cau cap ban sao Trich luc dang ky giam h

- Néu lya chon hinh thirc nop hd so truc tuyén, ngudi yéu cau ding ky giam ho truy cap Cong dich vu cdng quéc gia , xac thyc nguoi ding
theo hudng dan, ding nhap vao hé thdng, lua chon Uy ban nhan dan cip x4 c6 tham quyeén

Nguoi ¢6 yéu cau dang ky giam ho truc tuyén cung cap thdng tin theo biéu mau dién tir twong tac dang ky giam ho (cung cap trén Cong dich
vu cong), dinh kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop phi, 1& phi thdng qua chirc nang thanh toan truc tuyén
hoac bang cach thirc khac theo quy dinh phap luat, hoan tat viéc nop ho so.

- Céan b tiép nhan ho so tai Trung tim Phuc vu hanh chinh cong c6 trach nhiém kiém tra tinh chinh xéac, day du, thong nhat, hop Ié cua hd so
(i) Trudng hop ho so day da, hop 18 thi tiép nhan ho so, co Phiéu hen, tra két qua cho nguoi yéu cau (néu ngudi yeu cau nop hd so truc tiép)
hoac guri ngay Phiéu hen, tra két qua qua thu dién tir hodc guri tin nhan hen tra két qua qua dién thoai di dong cho ngudi yéu cau (néu nguoi
y&u cau nop ho so truc tuyén); chuyén hd so dé cong chire tu phéap - ho tich xtr 1y; truong hop tiép nhan ho so tai Trung tim Phuc vu hanh
chinh c6ng cap tinh, can bo tiép nhan hd so chuyén hd so dén Uy ban nhan dan cip xa c6 tham quyén xi 1y.

(ii) Truong hop hd so chua day di, hop 18 thi c6 thong bao cho ngudi yéu cau bé sung, hoan thién ho so, néu rd loai gidy to, noi dung can bo
sung dé nguoi c6 yéu cau bo sung, hoan thién. Sau khi hd so duoc bé sung, thuc hién lai budc (i);

(iii) Truong hop ngudi yéu cau diang ky giam ho khéng bo sung, hoan thién dugc hd so thi can bo tiép nhan ho so bao cao Lanh dao Trung
tam Phuc vy hanh chinh céng cé thong béo tir chéi giai quyét yéu cau dang ky giam ho.

- Cong chure 1am cong tac ho tich tham tra hd so (tham tra tinh thong nhat, hop 18 cua cac thdng tin trong hd so, gidy to, tai liéu do ngudi yéu
cau nop, xuat trinh hoic dinh kém).

+ Truong hop hd so can bd sung, hoan thién hoidc khong du diéu kién giai quyét, phai tir chéi thi cong chire tu phap - ho tich giri théng bao vé
tinh trang hd so téi Trung tam Phuc vu hanh chinh cong dé thong bao cho ngudi nop hd so — thuc hién lai budc (i) hoac (iii);

+ Truong hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong chirc tu
phap - ho tich 1ap Phiéu xin 13i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham tra két qua va thoi gian hen tra két qua, chuyén Trung
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tam Phuc vy hanh chinh cong dé tra cho ngudi yéu cau (néu nguoi yeu cau nop ho so truc tiép), hoac giri Phiéu xin 13i va hen lai ngay tra két
qua qua thu dién tir hodc giri tin nhan qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu cau nop ho so truc tuyén).
+ Néu thiy yéu cau diang ky giam ho du diéu kién theo quy dinh phap luat, hd so day du, hop 18, dung quy dinh, treong hop tiép nhan ho so
dang ky giam ho theo hinh thic truc tiép, thi cdng chirc 1am cong tac ho tich thuc hién viéc ghi vao S6 dang ky giam ho, cap nhat thong tin
dang ky giam ho va luu chinh thac trén Phan mém dang ky, quan 1y ho tich dién tir ding chung
Truong hop tiép nhan hd so dang ky giam ho theo hinh thtc truc tuyén, céng chac 1am cdng tac ho tich giri lai biéu mau Trich luc dang ky
giam ho dién tar véi thong tin day du cho nguoi yéu cau qua thu dién ti hoac thiét bj sé.
Nguoi yéu cau co trach nhiém kiém tra tinh chinh xac, day du cta cac thdng tin trén biéu mau Trich luc dang ky giam ho dién tr va xac nhan
(t6i da mot ngay).
Néu ngudi cO yéu cau xéac nhan thong tin da thong nhat, day du hodc khdng c6 phan hdi sau thai han yéu cau thi céng chac 1am cong tac ho
tich thyuc hién viéc ghi ndi dung vao S6 dang ky giam ho, cap nhat thong tin ding ky giam ho va luu chinh thtc trén Phan mém dang ky, quan
ly ho tich dién tur dung chung.
- COng chtrc tu phap - ho tich in Trich luc dang ky giam ho, trinh Lanh dao Uy ban nhan dan cap x4 ky, chuyén Trung tdm Phuc vu hanh chinh
cong tra két qua cho nguoi yéu cau..
4. Co quan thye hién: Uy ban nhan dan cap xa
5. Yéu céu, diéu kién:
- Viéc giam ho gitra cong dan Viét Nam va nguoi nude ngoai cung cu tra tai Viét Nam.
- Ca nhan c6 du cac diéu kién sau day c6 thé 1am nguoi giam ho:
+ C6 nang lyc hanh vi dan sy day du.
+ C6 tu cach dao dirc tot va cac diéu kién can thiét dé thuc hién quyén, nghia vu cta ngudi giam ho.
+ Khong phai 1a nguoi dang bi truy ¢t tréch nhiém hinh sy hodc nguoi bi két an nhung chua duoc x04 &n tich vé mot trong céc toi ¢o ¥
xam pham tinh mang, suc khoe, danh du, nhan pham, tai san cua nguoi khéac.
+ Khong phai 1a ngudi bi Toa an tuyén bd han ché quyén ddi voi con chua thanh nién.
- Phap nhan c6 du cac diéu kién sau day co6 thé 1am nguoi gidam ho:
+ C6 nang luc phép luat dan sy phu hop véi viéc giam ho.
+ C6 diéu kién can thiét dé thyc hién quyén, nghia vu ciia ngudi giam ho.
6. Thu tuc hanh chinh lién quan: khdng cé thong tin
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XXVI. Ma HS:

Thi tuc diang ky chdm dit giam hd c6 yéu té nwéc ngoai.

1. Cach thirc thyuce hién

Hinh thirc ngp Thoi han giai quyét Phi, 1€ phi Mo ta
Truc tiép 02 ngay lam viéc
Truc tuyén 02 ngay lam viéc
Dich vy buu chinh | 02 ngay lam viec
2. Thanh phan hd so
* Gidy to phai nop:
Loai gidy to Ban chinh | Ban sao
Gidy to 1am can cir cham dut gidm ho theo quy dinh cua Bo luat Dan su 1 0
Vin ban ay quyén (duoc chiing thuc) theo quy dinh cua phép luat trong truong hop ay quyén thuc hién
dang ky cham duat giam ho. Truong hop ngudi dugc uy quyén 1a 6ng, ba, cha, me, con, vo, chong, anh, chi, 1 0
em rudt cia nguoi Gy quyén thi vin ban uy quyén khong phai ching thyuc

* Gidy to phai xuat trinh:
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Loai gidy tor Ban chinh | Ban sao

Ho chiéu/Chting minh nhan dan/Thé cin cude cong dan/Thé cin cude/Can cude dién ta/Gidy chirng nhan
can cudc hoic cac gidy to khac 6 dan anh va thong tin ca nhan do co quan ¢ tham quyén cap, con gia tri
sir dung dé chirng minh vé nhan than caa nguoi ¢6 yéu cau ding ky cham dat giam ho. Trudng hop céac 1 0
thong tin c& nhan trong cac gidy to nay di c6 trong CSDLQGVDC, CSDLHTDT, duogc hé thong dién tu
dong thi khong phai tai 18n (theo hinh thuc truc tuyén).

Gidy to 0 gid tri ching minh théng tin vé cu trii trong trudng hop co quan dang ky ho tich khdng thé khai
thac duoc thong tin vé noi cu tra ctia cong dan theo cac phuong thic quy dinh tai khoan 2 Piéu 14 Nghi
dinh s6 104/2022/ND-CP ngay 21/12/2022 cia Chinh phu. Trudng hop cac thdng tin vé gidy to chiang 1 0
minh noi cu tra da duoc khai thac tir Co so dir liéu qudc gia vé dan cu bang cac phuong thirc nay thi nguoi
c6 yéu cau khdng phai xuat trinh (theo hinh thuc truc tiép) hodc tai 18n (theo hinh thuc truc tuyén).

Bao gom

Loai gidy to Ban chinh | Ban sao

To khai dang ky cham dut giam ho theo mau (néu ngudi ¢6 yéu cau lya chon nop ho so theo hinh thuc truc . .
tiép);

Mau ho tich dién tir twong tac dang ky cham dut giam ho (do nguoi yéu cau cung cap thong tin theo hudng
dan trén Cong dich vy cdng, néu ngudi c6 yéu cau lya chon nop hd so theo hinh thuc truc tuyén) 1 0

3. Trinh ty thwe hién

- Néu lya chon hinh thiic nop ho so truc tiép, ngudi yéu cau diang ky cham dat giam ho nop ho so dang ky cham duat giam ho tai Trung tam
Phuc vy hanh chinh cong cé tham quyén; nop 18 phi néu thudc truang hop phai nop 1é phi dang ky cham dut giam ho; nop phi cap ban sao
Trich luc dang ky chdm dut gidam ho néu c6 yéu cau cip ban sao Trich luc ding ky cham dat giam ho
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- Néu lya chon hinh thac nop hé so truc tuyén, ngudi yéu cau dang ky cham duat giam ho truy cap Cong dich vu cdng qudc gia , Xac thue nguoi
dung theo huéng dan, dang nhap vao hé théng, lra chon Uy ban nhan dan cap xa c6 tham quyén.
Nguoi c6 yéu cau dang ky cham dut giam ho truc tuyén cung cap thong tin theo biéu mau dién tir trong tac ding ky chidm dat giam ho (cung
cap trén Cong dich vu cong), dinh kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop phi, 1& phi théng qua chirc ning
thanh toén truc tuyén hoic bang cach thirc khac theo quy dinh phap luét, hoan tat viéc nop ho so.
- Cén bo tiép nhan ho so tai Trung thm Phuc vu hanh chinh c6ng c6 trach nhiém kiém tra tinh chinh x4c, day du, théng nhét, hop 1é cua hd so.
(i) Truong hop ho so day da, hop 18 thi tiép nhan ho so, c6 Phiéu hen, tra két qua cho ngudi ¢6 yéu cau (néu nguoi c6 yéu cau hra chon hinh
thirc nop hd so truc tiép) hoic giri ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin nhan hen tra két qua qua dién thoai di dong cho
ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh thirc nop ho so truc tuyén), chuyén ho so dé cong chic 1am cong tac ho tich xu 1y;
- Sau khi tiép nhan ho so theo hinh thuc nop truc tiép, can b tiép nhan hd so tai Bo phan mot cira thuc hién sb hda (sao chup, chuyén thanh
tai lidu dién tir trén hé thong thong tin, co so dit lidu) va ky s6 vao tai liéu, ho so giai quyét thi tuc hanh chinh da duoc s6 hoa theo quy dinh
(i) Truong hop hd so chwa day da, hop 18 thi ¢6 thong bao cho ngudi yéu cau bd sung, hoan thién hd so, néu rd loai gidy to, noi dung can bd
sung dé ngudi ¢ yéu cau bd sung, hoan thién. Sau khi hd so duoc bo sung, thuc hién lai budc (i);
(iii) Truong hop nguoi yéu cau dang ky cham dat giam ho khong bo sung, hoan thién dugc hd so thi bao cdo Lanh dao Trung thm Phuc vu
hanh chinh cong c6 thdng bao tir chdi giai quyét yéu cau ding ky cham dat giam ho
- Cong chirc 1am cong tac ho tich tham tra ho so (tham tra tinh thong nhat, hop 18 cua cac thdng tin trong ho so, gidy to, tai liéu do ngudi yéu
Cau nop, xuat trinh hoic dinh kém).
+ Truong hop hd so can bd sung, hoan thién hoidc khong du diéu kién giai quyét, phai tir chéi thi cong chire tu phap - ho tich giri théng bao vé
tinh trang ho so téi Trung thm Phuc vy hanh chinh céng dé thong bao cho ngudi ndp hd so — thuc hién lai budc (i) hoac (iii);
+ Trudng hop can phai kiém tra, x4c minh 1am rd hoic do nguyén nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong chirc tu
phap - ho tich 1ap Phiéu xin 13i va hen lai ngay tra két qua, trong d6 néu rd Iy do cham tra két qua va thoi gian hen tra két qua, chuyén Trung
tam Phuc vy hanh chinh cong dé tra cho ngudi yéu cau (néu nguoi yéu cau nop ho so truc tiép), hoac giri Phiéu xin 15i va hen lai ngay tra két
qua qua thu dién tir hodc guri tin nhin qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu cau nop ho so truc tuyén).
+ Néu thay ho so day du, hop 18, dung quy dinh, truang hop tiép nhan hd so dang ky cham dat giam ho theo hinh thic tryc tiép, thi cong chuc
lam cong tac ho tich thuc hién viéc ghi vao S6 dang ky cham dat giam ho, cap nhat thong tin dang Ky cham dit giam ho va luu chinh thic trén
Phan mém ding ky, quan Iy ho tich dién tir dung chung
Truong hop tiép nhan ho so dang ky cham dat giam ho theo hinh thire tryc tuyén, cong chirc 1am cong tac ho tich gui lai biéu mau Trich luc
dang ky cham dut giam ho dién tir voi thong tin day du cho nguoi yéu cau qua thu dién ta hoic thiét bi sé.
Nguoi yéu cau c6 trach nhiém kiém tra tinh chinh xac, day du cta cac thdng tin trén biéu mau Trich luc dang ky cham dat giam ho dién tir va
xé&c nhan (t6i da mot ngay).
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Néu ngudi co yéu cau xac nhan thong tin da thong nhat, day du hodc khdng c6 phan hdi sau thoi han yéu cau thi céng chic 1am cong tac ho
tich thuc hién viéc ghi noi dung vao So6 diang ky cham dat giam ho, cap nhat thong tin dang ky cham dat giam ho va luu chinh thirc trén Phan
mém ding ky, quan ly ho tich dién tir ding chung.
- Cong chire tu phap - ho tich in Trich luc dang ky chdm dut gidm ho, trinh Lanh dao Uy ban nhan dan cap x& ky, chuyén Trung tdm Phuc vu
hanh chinh cong tra két qua cho ngudi yéu cau.
4. Co quan thue hién: Uy ban nhan dan cap xa
5. Yéu céu, diéu kién:
6. Thi tuc hanh chinh lién quan: khéng co thong tin

XXVII. Ma HS: 2.000748
Thi tuc thay déi, cai chinh, b6 sung thong tin ho tich, xac dinh lai dan tdc c6 yéu té nwéc ngoai.

1. Cach thure thue hién

Hinh thirc ngp Thoi han giai quyét Phi, 1€ phi Mo ta

- Ngay trong ngay lam viéc ddi véi viéc bo sung thdng tin ho tich,
truong hop nhan ho so sau 15 gio ma khdng giai quyét duoc ngay
thi tra két qua trong ngay 1am viéc tiép theo.

Truc tiép - 03 ngay lam viéc d6i vai viéc thay doi, cai chinh ho tich, xac dinh
lai dan toc.

Truong hop can phai xac minh thi thoi han dugc kéo dai khéng qué
06 ngay lam viéc.
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- Ngay trong ngay 1am viéc dbi véi viéc bo sung théng tin ho tich,
truong hop nhan ho so sau 15 gio ma khdng giai quyét duoc ngay
thi tra két qua trong ngay 1am viéc tiép theo.

Truc tuyén - 03 ngay lam viéc ddi vai viéc thay doi, cai chinh ho tich, xac dinh
lai dan toc.

Truong hop can phai xac minh thi thoi han duoc kéo dai khdng qué
06 ngay lam viéc.

- Ngay trong ngay 1am viéc di véi viéc bod sung théng tin ho tich,
truong hop nhan ho so sau 15 gio ma khdng giai quyét duoc ngay
thi tra két qua trong ngay lam viéc tiép theo.

Dich vu buu chinh | - 03 ngay lam viéc di vai viéc thay doi, cai chinh ho tich, xéc dinh
lai dan toc.

Truong hop can phai xac minh thi thoi han duoc kéo dai khéng qua
06 ngay lam viéc.

2. Thanh phan ho so

* Gidy to phai nop:

viéc ding ky thay ddi, cai chinh, bo sung thong tin ho tich, xac dinh lai dan toc. Truong hop ngudi duoc Gy

Loai gidy to Ban chinh | Ban sao
Giay to lién quan dén viéc thay doi, cai chinh, bo sung thdng tin ho tich, xac dinh lai dan toc 1 0
Vin ban uy quyén (duoc chiing thuc) theo quy dinh cua phép luat trong trudng hop uy quyén thuc hién ! 0
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Loai gidy to

Ban chinh

Ban sao

quyén la 6ng, ba, cha, me, con, vo, chong, anh, chi, em rudt cua ngudi uy quyén thi vin ban ay quyén
khong phai chirng thuc.

* Giay to phai xuat trinh:

Loai gidy to

Ban chinh

Ban sao

Ho chiéu/Chtang minh nhan dan/Thé cin cudc cdng dan/Thé can cude/Can cudce dién tia/Giay chitng nhan
can cudc hoic cac gidy to khac 6 dan anh va thong tin ca nhan do co quan ¢ tham quyén cap, con gia tri
sir dung dé chtrng minh vé nhan than caa nguoi c6 yéu cau ding ky thay ddi, cai chinh, bo sung thong tin
ho tich, xac dinh lai dan toc. Trudng hop céac théng tin ca nhan trong cac gidy to nay da co trong
CSDLQGVDC, CSDLHTDT, dugc hé thong dién tu dong thi khong phai tai 1én (theo hinh thac truc tuyén)

Gidy to 6 gid tri ching minh théng tin vé cu trii trong trudng hop co quan dang ky ho tich khdng thé khai
thac dugc théng tin vé noi cu tra clia cong dan theo cac phuong thirc quy dinh tai khoan 2 Biéu 14 Nghi
dinh s6 104/2022/ND-CP ngay 21/12/2022 cia Chinh phu. Trudng hop cac thdng tin vé gidy to ching
minh noi cu tra da duoc khai thac tir Co so dir liéu qudc gia vé dan cu bang cac phuong thirc nay thi nguoi
c6 yéu cau khong phai xuat trinh (theo hinh thirc truc tiép) hoac tai 1én (theo hinh thuc truc tuyén).

Bao gom

Loai gidy to

Ban chinh

Ban sao

T khai dang ky thay d6i, cai chinh, bo sung théng tin ho tich, xac dinh lai dan toc theo mau (néu ngudi c6
yéu cau lra chon nop hd so theo hinh thuc truc tiép);
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Loai gidy tor Ban chinh | Ban sao

Mau ho tich dién tir trong tac thuc hién ding ky thay ddi, cai chinh, bd sung théng tin ho tich, xac dinh lai
dan toc

3. Trinh ty thue hién

- Néu lya chon hinh thirc nop ho so truc tiép, ngudi yéu cau dang ky thay doi, cai chinh, bo sung thong tin ho tich, xac dinh lai dan toc nop ho
so thay ddi, cai chinh, b sung théng tin ho tich, xac dinh lai dan toc tai Trung tim Phuc vy hanh chinh céng c6 tham quyén; nop 1é phi néu
thudc truong hop phai nop 1é phi thay doi, cai chinh, bo sung théng tin ho tich, xac dinh lai dan toc; nop phi cap ban sao Trich luc thay doi,
cai chinh, b6 sung thdng tin ho tich, xac dinh lai dan toc néu c6 yéu cau cap ban sao Trich luc thay doi, cai chinh, bo sung thng tin ho tich,
xac dinh lai dan toc

- Néu Iwa chon hinh thirc ndp ho so truc tuyén, ngudi yéu cau thay doi, cai chinh, bd sung thong tin ho tich, xac dinh lai dan toc truy cap Cong
dich vu cng qudc gia, xac thuc ngudi ding theo huéng dan, dang nhap vao hé théng, lva chon Uy ban nhan dan cap xa ¢ tham quyén
Nguoi yéu cau dang ky thay doi, cai chinh, bd sung théng tin ho tich, xac dinh lai dan toc truc tuyén cung cap théng tin theo mau ho tich dién
tir tuong tac thuc hién dang ky thay doi, cai chinh, bo sung thong tin ho tich, x4c dinh lai dan toc (cung cap trén Cong dich vu cong), dinh kém
ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop phi, 1 phi thdng qua chic ning thanh toan truc tuyén hoic bang cach
thirc khac theo quy dinh phap luat, hoan tat viéc nop ho so.

- Cén bd tiép nhan hd so tai Trung tdm Phuc vu hanh chinh cong c6 trach nhiém kiém tra tinh chinh xéac, dy du, théng nhat, hop 18 cua ho so
(i) Truong hop hd so day du, hop 18 thi tiép nhan hd so; c6 Phiéu hen, tra két qua cho nguoi yéu cau thay doi, cai chinh théng tin ho tich, xac
dinh lai dan toc, bo sung thong tin ho tich (néu tiép nhan ho so bd sung thdng tin ho tich sau 15 gio) (néu ngudi Yeu cau nop hod so truc tiép)
hodc gtri ngay Phiéu hen, tra két qua qua thu dién tir hoc guri tin nhan hen tra két qua qua dién thoai di dong cho ngudi yéu cau (néu ngudi
yéu cau nop ho so truc tuyén); chuyén hd so dé cong chirc tu phap - ho tich xtr 1y; truong hop tiép nhan hd so tai Trung thm Phuc vu hanh
chinh cong cap tinh, can b tiép nhan hd so chuyén hd so dén Uy ban nhan dan cap xa cé tham quyén xi ly.

(i) Truong hop hd so chua day du, hop 1 thi can bo tiép nhan hd so théng bao cho ngudi yéu cau bd sung, hoan thién hd so, néu 16 loai gidy
td, ndi dung can bo sung dé ngudi yéu cau bo sung, hoan thién. Sau khi hd so dugc bo sung, thuc hién lai budc (i);

(iii) Truong hop nguoi yéu cau dang ky thay doi, cai chinh, bo sung théng tin ho tich, xac dinh lai dan toc khong bd sung, hoan thién duoc hd
so thi can bo tiép nhan ho so bao cao Lanh dao Trung tdm Phuc vu hanh chinh céng c6 thong béo tir chi giai quyét yéu cau ding ky thay doi,
cai chinh, bd sung thdng tin ho tich, xac dinh lai dan toc.

- Cong chire tu phap - ho tich tham tra hd so (tham tra tinh thdng nhat, hop 18 caa cac thong tin trong ho so, gidy to, tai liéu do nguoi yéu cau
nop, Xuat trinh hoic dinh kém).
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+ Truong hop hd so can bd sung, hoan thién hoidc khong du diéu kién giai quyét, phai tir chéi thi cong chire tu phéap - ho tich giri théng bao vé
tinh trang hd so téi Trung tim Phuc vy hanh chinh céng dé thong bao cho ngudi nop hd so — thuc hién lai budc (i) hoac (iii);
+ Truong hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong chirc tu
phap - ho tich 1ap Phiéu xin 13i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham tra két qua va thoi gian hen tra két qua, chuyén Trung
tdm Phuc vu hanh chinh cong dé tra cho ngudi yéu cau (néu ngudi yéu cau nop hd so truc tiép), hoic giri Phiéu xin 13i va hen lai ngay tra két
qua qua thu dién tir hodc guri tin nhin qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu cau nop ho so truc tuyén).
+ Néu thay viéc thay doi, cai chinh, bd sung thdng tin ho tich, xac dinh lai dan toc 13 co co so, phi hop véi quy dinh cua phap luat dan su va
phap luat co lién quan, ho so day du, hop 1é, ding quy dinh, truong hop tiép nhan hd so ding ky thay dbi, cai chinh, bd sung théng tin ho tich,
xac dinh lai dan toc theo hinh thic tryc tiép, thi cdng chiic tu phép - ho tich thuc hién ghi vao S6 dang ky thay doi, cai chinh, bd sung théng
tin ho tich, xac dinh lai dan toc, cap nhat thong tin ding ky thay doi, cai chinh, bd sung théng tin ho tich, xac dinh lai dan toc trén Phan mém
dang ky, quan ly ho tich dién tir dung chung.
Truong hop tiép nhan ho so dang ky thay doi, cai chinh, b sung thong tin ho tich, xac dinh lai dan toc theo hinh thuc truc tuyén, cdng chic
tu phap - ho tich gui lai biéu mau
Trich luc thay d6i, cai chinh, bo sung théng tin ho tich, xac dinh lai dan toc dién tir v6i thong tin ddy du cho ngudi yéu cau qua thu dién tor
hoc thiét bi s6
Nguoi yéu cau co trach nhiém kiém tra tinh chinh xéac, day du cua cac thong tin trén biéu mau Trich luc thay d6i, cai chinh, bo sung théng tin
ho tich, xac dinh lai dan toc dién tir va xac nhan (t6i da mot ngay).
Néu ngudi yéu cau xac nhan thong tin da thong nhét, day du hoac khong c6 phan hdi sau thoi han mét ngay thi ¢éng chiec tu phap - ho tich
thuc hién ghi noi dung vao So6 dang ky thay doi, cai chinh, bo sung théng tin ho tich, xac dinh lai dan toc, cap nhat thong tin ding thay doi, cai
chinh, b6 sung thong tin ho tich, xac dinh lai dan toc trén Phan mém dang ky, quan ly ho tich dién tir ding chung
- Cong chire tu phap - ho tich in Trich luc thay ddi/cai chinh/bd sung thong tin ho tich/xac dinh lai dan toc twong tmg, trinh Lanh dao Uy ban
nhan dan cap xa ky, chuyén Trung tm Phuc vy hanh chinh céng tra két qua cho ngudi yéu cau.
4. Co quan thye hién: Uy ban nhan dan cap xa
5. Yéu cu, diéu kién:
+ Viéc cai chinh ho tich chi duoc giai quyét sau khi xac dinh c6 sai sot trong dang ky ho tich; khdng cai chinh noi dung trén gidy to ho tich da
duoc cap hop 18 nham hop thire hoa thdng tin trén ho so, gidy to ca nhan khac.
+ Gidy to ho tich duoc cap hop 18 ké tir ngay 01/01/2016 ma thong tin ho tich con thiéu thi dugc bo sung, néu cé gidy to, tai lidu do co quan,
t6 chtrc c6 tham quyén cap hop 1é chizng minh. Yéu cau ghi bo sung quéc tich Viét Nam chi thuc hién déi vai gidy to ho tich duoc cap ké tir
ngay 01/01/2016, sau khi di xac dinh ngudi yéu cau dang c6 qudc tich Viét Nam theo quy dinh cua Luat Quéc tich Viét Nam.
6. Thu tuc hanh chinh lién quan: khdng cé thong tin
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XXVIII. Ma HS: 2.002189

Thi tuc ghi vao So hd tich viéc két hon cia cong dan Viét Nam da dwoc giai quyét tai co quan ¢é tham quyén ciia nwéc ngoai.

1. Cach thirc thyuce hién

Hinh thirc ngp Thoi han giai quyét Phi, 1¢ phi Mo ta
. 05 ngay lam viéc, trudng hop phai xac minh thi thoi han giai quyét
Tryc tiep khong quéa 08 ngay lam viéc.
. 05 ngay lam viéc, trudng hop phai xac minh thi thoi han giai quyét
Truc tuyén khong qua 08 ngay lam viéc.
, ) 05 ngay lam viéc, trudng hop phai xac minh thi thoi han giai quyét
Dich vu buu chinh | yhang qua 08 ngay 1am viac.
2. Thanh phan hd so
* Gidy to phai nop:
Loai gidy to Ban chinh | Bén sao
Ban sao gidy t& chirng nhan viéc két hon do co quan c6 thadm quyén ciia nudc Ngoai cap; 1 0
Néu cong dan Viét Nam da Iy hon hodc huay viéc két hon tai co quan c6 thim quyén nudc ngoai thi phai
nop Trich luc vé viéc da ghi vao S6 ho tich viéc ly hon hodc hay viéc két hon (Trich luc ghi cha ly hon). 1 0
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Loai gidy tor Béan chinh | Ban sao

Vin ban uy quyén (duoc chiing thue) theo quy dinh cua phép luat trong trudng hop uy quyén thuc hién
viéc ghi chd két hon. Truong hop ngudi duoc ty quyén 1a dng, ba, cha, me, con, vg, chong, anh, chi, em 1 0
rudt cuia ngudi ay quyén thi vin ban ay quyén khong phai chiing thuc.

* Giay to phai xuat trinh:

Loai gidy to Ban chinh | Ban sao

Ho chiéu/Chting minh nhan dan/Thé cin cude cong dan/Thé can cude/Can cude dién ta/Giay ching nhan
can cudc hoic cac gidy to khac 6 dan anh va thong tin ca nhan do co quan c6 tham quyén cap, con gia tri
sir dung dé chirng minh vé nhan than caa nguoi c6 yéu cau ghi chd két hon. Truong hop céc thong tin cé 1 0
nhan trong cac gidy to nay da c6 trong CSDLQGVDC, CSDLHTDT, dugc hé thong dién tu dong thi khong
phai tai 1én (theo hinh thic truc tuyén);

Gidy to 6 gid tri chiing minh théng tin vé cu trii trong trudng hop co quan dang ky ho tich khdng thé khai
thac duoc thong tin vé noi cu tra ctia cdng dan theo cac phuong thic quy dinh tai khoan 2 Biéu 14 Nghi
dinh s6 104/2022/ND-CP ngay 21/12/2022 cia Chinh phu. Trudng hop cac thdng tin vé gidy to ching 1 0
minh noi cu tra da duoc khai thac tir Co so dir liéu quéc gia vé dan cu bang cac phuong thirc nay thi nguoi
c6 yéu cau khong phai xuat trinh (theo hinh thirc truc tiép) hoac tai 1én (theo hinh thuc truc tuyén).

Bao gom

Loai gidy to Ban chinh | Béan sao

T khai ghi cha két hon theo mau (néu ngudi €6 yéu cau lva chon nop hd so theo hinh thuc truc tiép hoic
gtri hd so qua hé théng buu chinh);
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Loai gidy tor Ban chinh | Ban sao

Mau hd tich dién tir trong tac ghi vao S6 ho tich viéc két hon (do ngudi yéu cau cung cap thdng tin theo
huéng dan trén Cong dich vu cong, néu ngudi ¢6 yéu cau lua chon nop hd so theo hinh thic tryc tuyén)

3. Trinh ty thue hién

- Néu lya chon hinh thac nop ho so truc tiép, ngudi yéu cau ghi vao So6 ho tich viéc két hon da duoc giai quyét tai co quan c6 tham quyén caa
nudc ngoai (Sau ddy goi 1a ghi cht két hdn) nop hd so ghi cha két hon tai Trung tdm Phuc vu hanh chinh cong c6 tham quyén; nop 18 phi néu
thudc truong hop phai nop 1é phi ghi cha két hdn, nop phi cap ban sao Trich luc ghi cha két hdn néu cé yéu cau cap ban sao Trich luc ghi chd
két hon.

- Néu lya chon hinh thirc nop hd so truc tuyén, nguoi yéu cau ghi chi két hén truy cap Cong dich vy cong quéc gia , xac thuc ngudi ding theo
huéng dan, dang nhap vao hé théng, lva chon Uy ban nhan dan cap xa ¢ tham quyén

Nguoi yeu cau ghi cht két hon tric tuyén cung cap thong tin theo mau ho tich dién tir twong tac ghi vao S6 ho tich viéc két hon (cung cap trén
Cong dich vy cong), dinh kém ban chup hoic ban sao dién tir cac gidy to, tai lidu theo quy dinh; nop phi, 1& phi théng qua chitc nang thanh
toan truc tuyén hoic bang céch thic khac theo quy dinh phap luat, hoan tat viec nop hé so.

- Cén bo tiép nhan ho so tai Trung tam Phuc vu hanh chinh céng c6 trach nhiém kiém tra tinh chinh xac, day du, théng nhat, hop 1é cua ho so.
(i) Truong hop ho so day di, hop 18 thi tiép nhan ho so, co Phiéu hen, tra két qua cho nguoi yéu cau (néu ngudi yeu cau nop ho so truc tiép)
hoac gtri ngay Phiéu hen, tra két qua qua thu dién tir hoc guri tin nhan hen tra két qua qua dién thoai di dong cho ngudi yéu cau (néu ngudi
y&u cau nop hd so truc tuyén), chuyén hd so dé cong chirc tu phap - ho tich xir 1y;

(ii) Truong hop ho so chua day du, hop Ié thi can b tiép nhan ho so thong bao cho ngudi yéu cau b sung, hoan thién ho so, néu rd loai gidy
td, ndi dung can bd sung dé ngudi yéu cau b sung, hoan thién. Sau khi hd so dugc bo sung, thuc hién lai budc (i);

(iii) Trudong hop nguoi yéu cau ghi chi két hdn khong bo sung, hoan thién duoc hd so thi can bo tiép nhan hd so bao cao Lanh dao Trung tam
Phuc vu hanh chinh cong c6 théng béo tir chdi giai quyét yéu cau ghi cha két hon

- Cong chire tu phap - ho tich tham tra hd so (tham tra tinh thong nhat, hop 18 caa cac thong tin trong ho so, gidy to, tai liéu do nguoi yéu cau
nop, Xuat trinh hozc dinh kém)

+ Truong hop hd so can bd sung, hoan thién hoidc khong du diéu kién giai quyét, phai tir chéi thi cdng chire tu phap - ho tich giri théng bao vé
tinh trang hd so téi Trung tam Phuc vu hanh chinh cong dé thong bao cho ngudi nop hd so — thuc hién lai budc (i) hoac (iii);

+ Truong hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong chirc tu
phap - ho tich 1ap Phiéu xin 13i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham tra két qua va thoi gian hen tra két qua, chuyén Trung
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tam Phuc vy hanh chinh cong dé tra cho ngudi yéu cau (néu nguoi yeu cau nop ho so truc tiép), hoac giri Phiéu xin 13i va hen lai ngay tra két
qua qua thu dién tir hodc giri tin nhan qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu cau nop ho so truc tuyén).
+ Néu thay yéu cau ghi cha két hon du diéu kién, khéng thudc truong hop tir chdi ghi vao sé viéc két hon theo quy dinh, trudng hop tiép nhan
hd so ghi cha két hon theo hinh thuc tryc tiép, thi cong chirc tu phap - h tich thuc hién ghi vao Sé dang ky két hdn, cap nhat théng tin ghi chi
két hdn trén Phan mém ding ky, quan Iy ho tich dién tir dung chung.
Truong hop tiép nhan hd so ghi cha két hon theo hinh thire truc tuyén, cong chire tu phap - ho tich gui lai biéu mau Trich luc ghi cha két hén
dién tir v4i thong tin day du cho ngudi yéu cau qua thu dién tir hoac thiét bi so.
Nguoi yéu cau cd trach nhiém kiém tra tinh chinh xac, ddy du cua cac thong tin trén biéu mau Trich luc ghi chd két hon dién tir va xac nhan
(t6i da mot ngay).
Néu ngudi yéu cau xac nhan thong tin da thong nhét, day du hoac khéng c6 phan hdi sau thoi han mét ngay thi céng chic tu phap - ho tich
thuc hién ghi noi dung vao So dang ky két hon, cap nhat thong tin ghi cha két hdn trén Phan mém dang ky, quan ly ho tich dién tir ding chung.
- Cong chic tu phép - ho tich in Trich luc ghi cht két hon, trinh Lanh dao Uy ban nhan dan cap x& ky, chuyén Trung tdm Phuc vu hanh chinh
cong dé tra két qua cho nguoi yéu cau.
4. Co quan thuce hién: Uy ban nhan dan cap xa
5. Yéu cau, diéu kién:
- Viéc két hon giira cong dan Viét Nam véi nhau hoic voi ngudi nude ngoai da duoc giai quyét tai co quan c6 tham quyén cia nudc ngoai o
nude ngoai dugc ghi vao So6 ho tich néu tai thoi diém két hon, cac bén dap Gmg du diéu kién két hon va khong vi pham diéu cam theo quy dinh
cua Luat Hon nhan va gia dinh Viét Nam.
- Néu vao thoi diém dang ky tai co quan ¢ tham quyén nudc ngoai, viéc két hon khong dap tmg diéu kién két hon, nhung khong vi pham diéu
cdm theo quy dinh cua Luat Hon nhan va gia dinh, nhung vao thoi diém yéu cau ghi vao Sé ho tich viéc két hon, hau qua da duoc khic phuc
hoac viéc ghi cha két hon 1a nham bao vé quyén lgi cia cong dan Viét Nam va tré em, thi viéc két hon ciing duoc ghi vao S6 ho tich.
* Yéu cau ghi chi két hon bi tir chéi trong cac trudong hop sau:
- Viéc két hon vi pham diéu cAm theo quy dinh cua Luat Hon nhéan va gia dinh.
- Cong dan Viét Nam két hdn véi nguoi nudc ngoai tai co quan dai dién ngoai giao, co quan dai dién 1anh sy nuwdc ngoai tai Viét Nam..
6. Thu tuc hanh chinh lién quan: khdng cé thong tin
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XXIX. Ma HS: 2.000554

Thi tuc ghi vao Sé hd tich viéc ly hon, hiy viéc két hon cia cong dan Viét Nam da dwoc giai quyét tai co quan c6 tham quyén caa
nwdC ngoai.

1. Cach thirc thyuc hién

Hinh thirc ndp Thoi han giai quyét Phi, 1¢ phi M6 ta
. 05 ngay lam viéc, trudng hop phai xac minh thi thoi han giai quyét
Tryc tiep khong quéa 08 ngay lam viéc.
. 05 ngay lam viéc, trudng hop phai xac minh thi thoi han giai quyét
Truc tuyén khong qua 08 ngay lam viéc.
‘ ’ 05 ngay lam viéc, truong hop phai xac minh thi thoi han giai quyét
Dich vubuu chinh | \hang qua 08 ngay 1am viéc,

2. Thanh phan ho so

* Gidy to phai nop:

Loai gidy to Ban chinh | Ban sao

Ban sao Ban an, quyét dinh ly hon, hay két hon, vian ban thoa thuan ly hdn hoic gidy to khac cong nhan
viéc ly hon do co quan c6 tham quyén cua nudc ngoai cip da co hiéu luc phép luat; 1 0
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Loai gidy to

Ban chinh

Ban sao

Vin ban uy quyén (duoc chiing thue) theo quy dinh cua phép luat trong trudng hop uy quyén thuc hién
viéc ghi chu ly hon. Truong hop nguoi duoc uy quyén la 6ng, ba, cha, me, con, vo, chong, anh, chi, em
rudt cua ngudi ay quyén thi vin ban ay quyén khong phai chiing thuc.

* Giay to phai xuat trinh:

Loai gidy to

Ban chinh

Ban sao

Ho chiéu/Chting minh nhan dan/Thé cin cude cong dan/Thé can cude/Can cude dién ta/Giay ching nhan
can cudc hoic cac gidy to khac 6 dan anh va thong tin ca nhan do co quan c6 tham quyén cap, con gia tri
sir dyung dé chirng minh vé nhan than caa nguoi c6 yéu cau ghi cha ly hon. Truong hop cac théng tin ca
nhan trong cac giay to nay da c6 trong CSDLQGVDC, CSDLHTDT, dugc hé thong dién tu dong thi khong
phai tai 1én (theo hinh thic truc tuyén);

Gidy to ching minh noi cu tra dé xac dinh tham quyén (trong truong hop cong dan Viét Nam tir nudc
ngoai vé thuong trd tai Viét Nam ¢ yéu cau ghi chd ly hon, cong dan Viét Nam khong thuong trd tai Viét
Nam yéu cau ghi cha ly hon tai Uy ban nhan dan cap huyén noi cu tra truéc khi xuat canh) trong trudng
hop co quan ding ky ho tich khong thé khai thac dwoc thdng tin vé noi cu trii cua cong dan theo cac
phuong thirc quy dinh tai khoan 2 Diéu 14 Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 ctua Chinh phu.
Truong hop cac thong tin vé gidy to chimg minh noi cu tra da dugc khai thac tir Co sé dit liéu qudc gia vé
dan cu bang cac phuong thirc nay thi ngudi ¢ yéu cau khdng phai xuat trinh (theo hinh thic truc tiép)
hoac tai lén (theo hinh thirc truc tuyén).

Bao gom
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Loai gidy tor Ban chinh | Ban sao

T khai ghi cha ly hon theo mau (néu nguoi c6 yéu cau lua chon nop hé so theo hinh thirc truc tiép hoic
giri h so qua hé théng buu chinh);

Mau ho tich dién tir trong tac ghi vao S6 ho tich viéc ly hdn (do nguoi yéu cau cung cap thdng tin theo
huéng dan trén Cong dich vu cong, néu ngudi c6 yéu cau lua chon nop hd so theo hinh thic truc tuyén)

3. Trinh tu thwe hién

- Néu lya chon hinh thirc nop ho so truc tiép, ngudi yéu cau ghi vao So ho tich viéc ly hdn, hay viéc két hon da duoc giai quyét tai co quan co
tham quyén cua nudc ngoai (Sau day goi la ghi chi ly hdn) nop ho so ghi chi ly hon tai Trung tam Phyc vu hanh chinh cong c6 tham quyén;
nop 1é phi néu thude treang hop phai ndp 1& phi ghi chad ly hén, nép phi cap ban sao Trich luc ghi chd ly hén néu cé yéu cau cip ban sao Trich
luc ghi chd ly hén

- Néu lya chon hinh thtrc nop hd so truc tuyén, ngudi yéu cau ghi chi ly hén truy cap Cong dich vu cong quéc gia , Xac thuc ngudi ding theo
huéng dan, dang nhap vao hé thng, lva chon Uy ban nhan dan cap xa ¢ tham quyén

Nguoi yéu cau ghi chd ly hdn tryc tuyén cung cap thong tin theo mau ho tich dién tir twong tac ghi vao S6 ho tich viéc ly hén (cung cap trén
Cong dich vu cong), dinh kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop phi, 1¢ phi théng qua chirc ning thanh
toan truc tuyén hoic bang céch thic khac theo quy dinh phap luat, hoan tat viec nop hé so.

- Céan b tiép nhan ho so tai Trung tim Phuc vu hanh chinh cong c6 trach nhiém kiém tra tinh chinh xéac, day dua, thong nhat, hop Ié cua hd so
(i) Trudng hop ho so day da, hop 18 thi tiép nhan ho so, co Phiéu hen, tra két qua cho nguoi yéu cau (néu ngudi yeu cau nop hd so truc tiép)
hoac guri ngay Phiéu hen, tra két qua qua thu dién tir hodc guri tin nhan hen tra két qua qua dién thoai di dong cho ngudi yéu cau (néu nguoi
y&u cau nop hd so truc tuyén), chuyén hd so dé cong chirc tu phap - ho tich xt 1y; truong hop tiép nhan hd so tai Trung thm Phuc vu hanh
chinh cong cap tinh, can bo tiép nhan hd so chuyén hd so dén Uy ban nhan dan cip xa c6 tham quyén xi ly.

(ii) Truong hop hd so chua day da, hop 1 thi can bo tiép nhan hd so thong bao cho ngudi yéu cau bé sung, hoan thién hd so, néu 16 loai gidy
td, ndi dung can bd sung dé ngudi yéu cau b sung, hoan thién. Sau khi hd so dugc bo sung, thuc hién lai budc (i);

(iii) Néu nguoi yéu cau ghi cha ly hon khdng bo sung, hoan thién duoc hd so thi bao cao Lanh dao Trung tdm Phuc vu hanh chinh cong c6
van ban tir chéi giai quyét yéu cau ghi chd ly hon.

- Cong chire tu phap - ho tich tham tra hd so (tham tra tinh thong nhat, hop 18 caa cac thong tin trong ho so, gidy to, tai liéu do nguoi yéu cau
nop, Xuat trinh hoic dinh kém)
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+ Truong hop hd so can bd sung, hoan thién hoidc khong du diéu kién giai quyét, phai tir chéi thi cong chire tu phéap - ho tich giri théng bao vé
tinh trang hd so téi Trung tim Phuc vy hanh chinh céng dé thong bao cho ngudi nop hd so — thuc hién lai budc (i) hoac (iii);
+ Truong hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong chirc tu
phap - ho tich 1ap Phiéu xin 13i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham tra két qua va thoi gian hen tra két qua, chuyén Trung
tdm Phuc vy hanh chinh cong dé tra cho ngudi yéu cau (néu ngudi yéu cau nop hd so truc tiép), hoic giri Phiéu xin 13i va hen lai ngay tra két
qua qua thu dién tir hodc guri tin nhin qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu cau nop ho so truc tuyén).
+ Néu thay yéu cau ghi cha ly hon 1a phi hop quy dinh phap luat, viéc ly hon, hay viéc két hon khdng thudc truong hop c6 don yéu cau thi
hanh tai Viét Nam hoic c6 don yéu cau khdng cong nhan tai Viét Nam duoc diang tai trén Cong thong tin dién tir cia Bo Tu phép, truong hop
tiép nhan ho so ghi chi ly hén theo hinh thirc tryc tiép, thi cong chire tu phép - ho tich thuc hién ghi vao S6 ghi chd ly hén, cap nhat théng tin
ghi chd ly hén trén Phan mém ding ky, quan Iy ho tich dién tir dung chung.
Truong hop tiép nhan ho so ghi chia ly hon theo hinh thirc truc tuyén, cdng chic tu phap - ho tich gui lai biéu mau Trich luc ghi chi ly hén
dién tir v6i thong tin day du cho ngudi yéu ciu qua thu dién tir hoac thiét bi so.
Nguoi yéu cau c6 trach nhiém kiém tra tinh chinh xac, day du cua céc thong tin trén biéu mau Trich luc ghi cht ly hon dién tr va xac nhan
(t6i da mot ngay)
Néu ngudi yéu cau xac nhan thong tin da thong nhét, day du hoac khéng c6 phan hdi sau thoi han mét ngay thi céng chiic tu phap - ho tich
thuc hién ghi noi dung vao So ghi cht ly hon, cap nhat théng tin ghi cht ly hén trén Phan mém dang ky, quan ly ho tich dién tir ding chung.
- Cong chuc tu phap - ho tich in Trich luc ghi cha ly hén, trinh Lanh dao Uy ban nhan dan cap x& ky, chuyén Trung tm Phuc vy hanh chinh
cong dé tra két qua cho ngudi yéu cau..
4. Co quan thue hién: Uy ban nhan dan cap xa
5. Yéu cau, diéu kién:
- Ban &n, quyét dinh ly hén, hay két hon, van ban thoa thuan ly hon di c6 hiéu lec phap luat hoic gidy to khac cong nhan viéc ly hon do co
quan c6 tham quyén caa nuéc ngoai cap khong vi pham quy dinh cia Luat Hon nhan va gia dinh.
- Viéc ly hén, huy két hon cua cong dan Viét Nam do co quan c6 tham quyén nuéc ngoai giai quyét khdng thudce truong hop co don yéu cau
thi hanh tai Viét Nam hoic c6 don yéu cau khdng cong nhan tai Viét Nam.
- Cong dan Viét Nam da ly hon, hiy viéc két hon & nudc ngoai, sau d6 vé nude thuong trd hoac 1am thu tuc diang ky két hdn méi tai co quan
c6 tham quyén caa Viét Nam thi phai ghi cht ly hén. Truong hop da nhiéu 1an ly hon hodc huy viéc két hon thi chi 1am tha tuc ghi chd lan ly
hon, hay viéc két hon gan nhat..
6. Thu tuc hanh chinh lién quan: khdng c6 thong tin
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XXX. Ma HS: 2.000522

Thi tuc ding Ky lai khai sinh c6 yéu té nwéc ngoai.

1. Cach thirc thyuce hién

Hinh thirc ngp Thoi han giai quyét Phi, 1¢ phi Mo ta
y 05 ngay lam viéc. Truong hop phai c6 van ban xac minh thi thoi han
Truc tiép giai quyét khong qua 25 ngay.
. 05 ngay lam viéc. Truong hop phai c6 van ban xac minh thi thoi han
Truc tuyén giai quyét khdng qué 25 ngay.
_ , 05 ngay lam viéc. Truong hop phai c6 van ban xac minh thi thoi han
Dich vubuu chinh | giai quyét khong qua 25 ngay.
2. Thanh phan hd so
* Gidy to phai nop:
Loai gidy to Ban chinh | Bén sao
Ban sao toan bo hd so, gidy to caa ngudi yeu cau hoic hd so, gidy to, tai liéu khac trong d6 c6 thong tin
lién quan dén noi dung khai sinh, gom: 1 0
Ban sao Giay khai sinh do co quan cé tham quyén cua Viét Nam cap hop Ié (ban sao duoc chiing thuc tir
ban chinh, ban sao duoc cap tir S6 dang ky khai sinh); ban chinh hoac ban sao gidy to ¢6 gia trj thay thé 1 0
Gidy khai sinh dugc cap trude nim 1945 & mién Bic va truée nim 1975 & mién Nam
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Loai gidy tor Béan chinh | Ban sao

Truong hop ngudi yéu cau khdng cé gidy to néu trén thi phai nop ban sao gidy to do co quan c6 tham
quyén cua Viét Nam cap hop 1 nhu: Gidy chirng minh nhan dan, Thé cin cudc cdng dan hoiac Ho chiéu;
gidy to ching minh vé noi cu tra; Bang tét nghiép, Gidy ching nhan, Chiing chi, Hoc ba, hd so hoc tap do 0 1
co quan c6 thAm quyén cip hoic xac nhan; Gidy to khac co théng tin vé ho, tén, ngay, thang, nim sinh cua
ca nhan.

Vin ban ay quyén theo quy dinh cia phap luat trong truong hop ty quyén thuc hién viéc ding ky lai khai
sinh. Truong hop ngudi dugc ty quyén 1a dng, ba, cha, me, con, vo, chong, anh, chi, em rudt cia ngudi uy 1 0
quyén thi van ban ay quyén khdng phai ching thuc.

* Gidy to phai xuat trinh:

Loai gidy to Ban chinh | Ban sao

Ho chiéu/Chiing minh nhan dan/Thé can cudc cong dan/Thé cin cude/Can cude dién ti/Gidy chimng nhan
can cudc hoic cac gidy to khac 6 dan anh va thong tin ca nhan do co quan ¢ tham quyén cap, con gia tri
sir dung dé chirng minh vé nhan than caa nguoi c6 yéu cau ding ky lai khai sinh. Truong hop cac thong tin 1 0
ca nhan trong cac gidy to nay di c6 trong CSDLQGVDC, CSDLHTDT, dugc hé thdng dién tu dong thi
khong phai tai Ién (theo hinh thic truc tuyén).

Bao gom

Loai gidy to Ban chinh | Béan sao

T khai dang ky lai khai sinh theo mau, trong d6 c6 cam doan ctia ngudi Yeu cau vé viée di nop du céc
gidy to hién c6 (néu nguoi c6 yéu cau lya chon nop hd so theo hinh thirc truc tiép hodc gui hd so qua hé 1 0
théng buu chinh);
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Loai gidy tor Ban chinh | Ban sao

Mau ho tich dién tir twong tac dang ky lai khai sinh 1 0

3. Trinh ty thye hién

- Néu lya chon hinh thtrc nop hod so truc tiép, ngudi yéu cau dang ky lai khai sinh nop hd so ding ky lai khai sinh tai Trung tdm Phuc vu hanh
chinh céng c6 tham quyén; nop 1¢ phi néu thudc trudong hop phai nop 1é phi dang ky lai khai sinh; nop phi cap ban sao Giay khai sinh néu c6
y&u cau cap ban sao Gidy khai sinh

- Néu lya chon hinh thtic nop hé so truc tuyén, ngudi yéu cau dang ky lai khai sinh truy cap Cong dich vu cong quéc gia , Xac thuc ngudi ding
theo hudng dan, ding nhap vao hé thdng, lya chon Uy ban nhan dan cap x& c6 tham quyen.

Nguoi ¢ yéu cau ding ky lai khai sinh truc tuyén cung cap thong tin theo biéu mau dién tur twong tac dang ky lai khai sinh (cung cap trén
Cong dich vy cong), dinh kém ban chup hoic ban sao dién tir cac giay to, tai lidu theo quy dinh; nop phi, 1& phi théng qua chitc nang thanh
toan truc tuyén hoic bang céach thic khac theo quy dinh phap luat, hoan tat viéc nop hd so.

- Céan b tiép nhan ho so tai Trung tim Phuc vu hanh chinh cong c6 trach nhiém kiém tra tinh chinh xéac, day du, thong nhat, hop Ié cua hd so
(i) Trudng hop ho so day da, hop 18 thi tiép nhan ho so, co Phiéu hen, tra két qua cho nguoi yéu cau (néu ngudi yeu cau nop hd so truc tiép)
hoac gtri ngay Phiéu hen, tra két qua qua thu dién tir hoc guri tin nhan hen tra két qua qua dién thoai di dong cho ngudi yéu cau (néu ngudi
yéu cau nop ho so truc tuyén), dong thoi chuyén hd so dé cong chire tu phap - ho tich xur 1y; trudng hop tiép nhan hd so tai Trung thm Phuc
vu hanh chinh cng cap tinh, can bo tiép nhan hd so chuyén ho so dén Uy ban nhan dan cap xa ¢ tham quyén xir ly

- Sau khi tiép nhan ho so theo hinh thtc nop truc tiép, can bo tiép nhan hd so tai Bo phan mot cira thuc hién sb hda (sao chup, chuyén thanh
tai lidu dién tir trén hé thong thong tin, co sé dit lidu) va ky s6 vao tai liéu, ho so giai quyét thi tuc hanh chinh da duoc s6 hoa theo quy dinh.

(i) Truong hop hd so chwa day da, hop 1€ thi c6 théng bao cho ngudi yéu cau bd sung, hoan thién hd so, néu rd loai gidy to, noi dung can bd
sung dé nguoi c6 yéu cau bo sung, hoan thién. Sau khi ho so dugc bo sung, thuc hién lai budc (i);

(iii) Néu nguoi yéu cau dang ky lai khai sinh khdng bé sung, hoan thién duoc hé so thi bao cao Lanh dao Trung tdm Phuc vu hanh chinh cong
c6 vian ban tir chi giai quyét yéu cau dang ky lai khai sinh.

- Cong chirc 1am cong tac ho tich tham tra ho so (tham tra tinh thong nhat, hop 18 cua cac thdng tin trong ho so, gidy to, tai liéu do ngudi yéu
cau nop, xuét trinh hoic dinh kém)

+ Truong hop hd so can bo sung, hoan thién hoidc khong du diéu kién giai quyét, phai tir chéi thi cong chie tu phéap - ho tich giri théng bao vé
tinh trang ho so téi Trung tim Phuc vy hanh chinh céng dé thong bao cho ngudi ndp hd so — thuc hién lai budc (i) hoac (iii);

+ Truong hop can phai kiém tra, xac minh 1am rd hodc do nguyén nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong chirc tu
phap - ho tich 1ap Phiéu xin 13i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham tra két qua va thoi gian hen tra két qua, chuyén Trung
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tam Phuc vy hanh chinh cong dé tra cho ngudi yéu cau (néu nguoi yeu cau nop ho so truc tiép), hoac giri Phiéu xin 13i va hen lai ngay tra két
qua qua thu dién tir hodc giri tin nhan qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu cau nop ho so truc tuyén).
Truong hop viée dang ky khai sinh trude day dugc thuc hién tai Uy ban nhan dan cip x& hoic S& Tu phap thi Phong Tu phap c6 vin ban dé
nghi Uy ban nhan dan cap x&/S¢ Tu phap noi thuc hién viéc ding ky khai sinh trudc day kiém tra, x4 minh vé viéc luu giit S6 ho tich.
Sau khi nhan dugc van ban dé nghi, Uy ban nhan dan/S¢ Tu phap da ding ky khai sinh trude day tién hanh kiém tra, x4c minh va tra loi bang
van ban vé viéc con luu gitr hodc khong luu gitr duoc Sb ho tich.
Truong hop gidy to cia ngudi yéu cau dang ky lai khai sinh khong c6 théng tin chitng minh quan hé cha, me, con thi co quan diang ky ho tich
c6 van ban dé nghi co quan cong an c6 thim quyén xac minh. Truong hop co quan cong an tra loi khong c6 thong tin thi co quan dang ky ho
tich cho ngudi yéu cau dang ky lai khai sinh 1ap vin ban cam doan vé thong tin cua cha, me va xac dinh noi dung khai sinh theo vin ban cam
doan.
+ Sau khi nhan duoc két qua xac minh vé viéc khong con luu giit dugc S6 ho tich tai noi di ding ky khai sinh hoac sau thoi han 20 ngay ké
tir ngay gui van ban yéu cau xac minh ma khong nhan duogc vin ban tra 16i, néu thiy ho so day dua, hop 18, dung quy dinh, trudng hop tiép
nhan hd so dang ky lai khai sinh theo hinh thic truc tiép, thi cong chic 1am cong tac ho tich thuc hién viéc ghi vao S6 dang ky khai sinh, cap
nhat thong tin dang ky lai khai sinh va Iuu chinh thic trén Phan mém dang ky, quan ly ho tich dién tir ding chung.
Truong hop tiép nhan hd so dang ky lai khai sinh theo hinh thirc truc tuyén, céng chuac 1am cong tac ho tich gui lai biéu mau Giay khai sinh
dién tir v4i thong tin day du cho ngudi yéu cau qua thu dién tir hoac thiét bi so.
Nguoi yéu cau co trach nhiém kiém tra tinh chinh xac, day du cua cac thong tin trén biéu mau Giay khai sinh dién tir va xac nhan (t6i da mot
ng’ay)' \ 7 7 \ \ \
Neéu ngudi €6 yéu cau Xac nhan thong tin da thong nhat, day dua hoac khéng c6 phan hoi sau thoi han yéu cau thi céng chic lam cbng tac ho
tich thuc hién viéc ghi ndi dung vao So6 dang ky khai sinh, cap nhat thong tin dang ky khai sinh va luu chinh thirc trén Phan mém dang ky,
quan ly ho tich dién tir dung chung.
- Cong chtc tu phap - ho tich in Gidy khai sinh, trinh Lanh dao Uy ban nhan dan cp x& Ky, chuyén téi Trung tam Phuc vu hanh chinh cong
dé tra két qua cho nguoi yéu cau.
4. Co quan thuce hién: Uy ban nhan dan cap xa
5. Yéu cu, diéu kién:
- Cong dan Viét Nam dinh cu & nuéc ngodi hodc ngudi nude ngoai da ding ky khai sinh tai co quan c6 tham quyén cta Viét Nam trudc ngay
01/01/2016 nhung S6 dang ky khai sinh va ban chinh Giay khai sinh déu bi mat.
- Nguoi ¢6 yéu cau con séng tai thoi diém yéu cau dang ky lai khai sinh.
- Nguoi yéu cau co trach nhiém nop day du ban sao gidy to, tai liéu ¢6 noi dung lién quan dén viéc dang ky lai khai sinh.
6. Thu tuc hanh chinh lién quan: khdng cé thong tin
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XXXI1. Ma HS: 1.000893

Thi tuc ding Ky khai sinh c6 yéu td nuéc ngoai cho ngwoi di cé hd so, gidy to ca nhan.

1. Cach thirc thyuce hién

Hinh thirc ngp Thoi han giai quyét Phi, 1¢ phi Mo ta
B 05 ngay lam viéc. Truong hop phai c6 van ban xac minh thi thoi han
Tryc tiep £+ LhA . \
giai quyet khong qué 25 ngay.
. 05 ngay lam viéc. Truong hop phai c6 van ban xac minh thi thoi han
Truc tuyén giai quyét khdng qué 25 ngay.
, , 05 ngay lam viéc. Truong hop phai c6 van ban xac minh thi thoi han
Dich vubuu chinh | giai quyét khong qua 25 ngay.
2. Thanh phan hd so
* Gidy to phai nop:
Loai gidy to Ban chinh | Bén sao
Vin ban cam doan vé viéc chua duoc dang ky khai sinh 1 0
Ban sao toan bo hd so, gidy to cua ngudi yeu cau hoic hd so, gidy to, tai liéu khac trong d6 c6 thong tin
lién quan dén noi dung khai sinh, gdm: Gidy ching minh nhan dan, Thé can cudc cong dan, thé can cudc, 0 1
Can cudce dién tir, Gidy chung nhan can cude, Ho chiéu; gidy to chirng minh vé noi cu tra; Bang tot nghiép,




111

Loai gidy tor Béan chinh | Ban sao

Gidy chang nhan, Chirng chi, Hoc ba, hd so hoc tidp do co quan c6 thdm quyén cap hodc xac nhan; Gidy to
khéc c6 thong tin vé ho, tén, ngay, thang, nam sinh ctia ca nhan

Vin ban uy quyén (duoc chiing thue) theo quy dinh cua phép luat trong trudng hop uy quyén thuc hién
viéc ding ky khai sinh. Truong hop ngudoi duoc uy quyén la 6ng, ba, cha, me, con, vo, chong, anh, chi, em 1 0
rudt cua ngudi uy quyén thi vin ban ay quyén khong phai chiing thuc.

* Gidy to phai xuat trinh:

Loai gidy to Ban chinh | Ban sao

Ho chiéu/Chtang minh nhan dan/Thé cin cudc cdng dan/Thé can cude/Can cudce dién tia/Giay chitng nhan
can cudc hoic cac gidy to khac 6 dan anh va thong tin ca nhan do co quan ¢ tham quyén cap, con gia tri
sir dung dé chirng minh vé nhan than cua ngudi ¢6 yéu cau dang ky khai sinh. Trudng hop cac thdng tin ca 1 0
nhan trong cac gidy to nay di c6 trong CSDLQGVDC, Co s dir liéu ho tich dién tir (CSDLHTDT), duoc
hé thdng dién tu dong thi khong phai tai 1én (theo hinh thic truc tuyén)

Gidy to 6 gid tri ching minh théng tin vé cu trii trong trudng hop co quan dang ky ho tich khdng thé khai
thac dugc théng tin vé noi cu tra clia cong dan theo cac phuong thirc quy dinh tai khoan 2 Biéu 14 Nghi
dinh s6 104/2022/ND-CP ngay 21/12/2022 cta Chinh phu. Truong hop cac thdng tin vé gidy to ching 1 0
minh noi cu tra d dugc khai thac tir Co s dit liéu quéc gia vé dan cu bang cac phuong thic nay thi nguoi
c6 yéu cau khong phai xuat trinh (theo hinh thirc truc tiép) hoic tai 18n (theo hinh thuc truc tuyén).

Bao gdom



112

Loai gidy tor Ban chinh | Ban sao

T khai dang ky khai sinh theo mau (néu ngudi c6 yéu cau lya chon nop hd so theo hinh thirc tryc tuyén
hodc guri ho so qua hé thong buu chinh);

Mau ho tich dién tir trong tac ding ky khai sinh (do ngudi yéu cau cung cp thong tin theo huéng dan trén
Cong dich vu c6ng, néu ngudi c6 yéu cau lya chon nop hd so theo hinh thic truc tuyén)

3. Trinh tu thwe hién

- Néu lya chon hinh thtc nop ho so truc tiép, nguoi yéu cau dang ky khai sinh nop ho so dang ky khai sinh tai Trung tdm Phuc vu hanh chinh
cong ¢ tham quyén; nop 1¢ phi néu thude truong hop phai nop 18 phi dang ky khai sinh; ndp phi cap ban sao Giay khai sinh néu c6 yéu cau
cap ban sao Giay khai sinh.

- Néu lya chon hinh thizc nop ho so truc tuyén, nguoi yéu cau dang ky khai sinh truy cap Cong dich vu cdng quéc gia, xac thuc nguoi ding
theo hudng dan, ding nhap vao hé théng, lya chon Uy ban nhan dan cap x& c6 tham quyen.

Nguoi ¢6 yéu cau dang ky khai sinh truc tuyén cung cap théng tin theo biéu mau dién tir tuong tac dang ky khai sinh (cung cap trén Cong dich
vu cong), dinh kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop phi, 1¢ phi thdng qua chirc nang thanh toan truc tuyén
hoic bang cach thirc khac theo quy dinh phap luat, hoan tat viéc nop hd so.

- Céan b tiép nhan ho so tai Trung tm Phuc vu hanh chinh cong c6 trach nhiém kiém tra tinh chinh xéac, day dua, thong nhat, hop Ié cua hd so
(i) Truong hop ho so day di, hop 18 thi tiép nhan ho so, co Phiéu hen, tra két qua cho nguoi yéu cau (néu ngudi yeu cau nop ho so truc tiép)
hoac gtri ngay Phiéu hen, tra két qua qua thu dién tir hozc guri tin nhan hen tra két qua qua dién thoai di dong cho ngudi yéu cau (néu ngudi
yéu cau nop ho so truc tuyén), chuyén ho so dé cong chirc tu phap - ho tich xu 1y; truong hop tiép nhan hd so tai Trung tm Phuc vu hanh
chinh c6ng cap tinh, can bo tiép nhan hd so chuyén hd so dén Uy ban nhan dan cip xa c6 tham quyén xi ly.

(i) Truong hop hd so chua day du, hop 1 thi can bo tiép nhan hd so théng bao cho ngudi yéu cau bd sung, hoan thién hd so, néu 13 loai gidy
td, ndi dung can bo sung dé ngudi yéu cau bo sung, hoan thién. Sau khi hd so dugc bo sung, thuc hién lai budc (i);

(iii) Trudng hop nguoi yéu cau dang ky khai sinh khong bo sung, hoan thién dugc hd so thi can bo tiép nhan hd so bao cdo Lanh dao Trung
tam Phuc vy hanh chinh céng cé thong béao tir chbi giai quyét yéu cau dang ky khai sinh

- Cong chire tu phap - ho tich tham tra ho so (tham tra tinh thong nhat, hop 1¢ caa cac thong tin trong hd so, gidy to, tai liéu do nguoi yéu cau
nop, Xuat trinh hoic dinh kém)

+ Truong hop hd so can bd sung, hoan thién hoidc khong du diéu kién giai quyét, phai tir chéi thi cdng chire tu phéap - ho tich giri théng bao vé
tinh trang ho so téi Bo phan tiép nhan ho so dé thong bao cho nguoi ndp hd so — thuc hién lai budc (i) hoic (iii);
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+ Truong hop can phai kiém tra, xac minh 1am rd hoac do nguyén nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong chirc tu
phap - ho tich 1ap Phiéu xin 13i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham tra két qua va thoi gian hen tra két qua, chuyén Trung
tdm Phuc vy hanh chinh cong dé tra cho ngudi yéu cau (néu ngudi yéu cau nop hd so truc tiép), hoic giri Phiéu xin 13i va hen lai ngay tra két
qua qua thu dién tir hodc giri tin nhan qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu cau nop ho so truc tuyén).
Truong hop gidy to cia ngudi yéu cau ding ky khai sinh khong c6 thong tin ching minh quan hé cha, me, con thi co quan dang ky ho tich ¢6
van ban dé nghi co quan cong an c6 thim quyén xac minh. Trudng hop co quan cong an tra oi khong c6 thong tin thi co quan dang ky ho tich
cho ngudi yéu cau dang ky khai sinh 1ap van ban cam doan vé thdng tin cua cha, me va xac dinh noi dung khai sinh theo vin ban cam doan.
+ Sau khi nhan duoc két qua xac minh hoic sau thoi han 20 ngay ké tir ngay guiri van ban y&u cau xac minh ma khong nhan dugc van ban tra
loi, néu thay ho so day du, hop 1€, dung quy dinh, treang hop tiép nhan ho so dang ky khai sinh theo hinh thirc tryc tiép, thi cdng chire tu phap
- ho tich thuc hién ghi vao S6 dang ky khai sinh, cap nhat thong tin ding ky khai sinh trén Phan mém dang ky, quan ly ho tich dién tir ding
chung.
Truong hop tiép nhan hd so ding ky khai sinh theo hinh thtc truc tuyén, cdng chic tu phap - ho tich gui lai biéu mau Gidy khai sinh dién tir
vé6i thong tin day du cho ngudi yéu cau qua thu dién tir hoic thiét bi sd.
Nguoi yéu cau co trach nhiém kiém tra tinh chinh xac, day du cua cac thong tin trén biéu mau Giay khai sinh dién tir va xac nhan (t6i da mot
ng’é-y)' \ 7 4 \ \
Neéu nguoi Yéu cau xac nhan thong tin da thong nhat, day du hoac khéng cé phan hoi sau thoi han mot ngay thi cong chie tu phap - ho tich
thuc hién ghi noi dung vao S6 dang ky khai sinh, cap nhat thong tin ding ky khai sinh trén Phan mém dang ky, quan ly ho tich dién tir ding
chung.
- Cong chtc tu phap - ho tich in Gidy khai sinh, trinh Lanh dao Uy ban nhan dan cap x& Ky, chuyén téi Trung tam Phuc vu hanh chinh cong
dé tra két qua cho nguoi yéu cau.
4. Co quan thye hién: Uy ban nhan dan cap xa
5. Yéu céu, diéu kién:
Nguoi Viét Nam dinh cu & nude ngoai, chua duge ding ky khai sinh tai co quan c6 thAm quyén Viét Nam, c¢é ho so, gidy to ca nhan (ban
chinh hoic ban sao dugc chitng thuc hop 18) nhu: gidy to tly than; S6 ho khau; S6 tam tr; gidy to khac do co quan nha nudc c6 tham quyeén
cua Viét Nam cap, trong d6 ¢ ghi noi sinh tai Viét Nam.,
6. Thu tuc hanh chinh lién quan: khdng c6 thong tin
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XXXI1. Ma HS: 2.000513

Thi tuc ding Ky lai két hon c6 yéu té nwéc ngoai.

1. Cach thirc thyuce hién

Hinh thirc ngp Thoi han giai quyét Phi, 1¢ phi Mo ta
B 05 ngay lam viéc. Truong hop phai c6 van ban xac minh thi thoi han
Tryc tiep £+ LhA . \
giai quyet khong qué 25 ngay.
. 05 ngay lam viéc. Truong hop phai c6 van ban xac minh thi thoi han
Truc tuyén giai quyét khdng qué 25 ngay.
, , 05 ngay lam viéc. Truong hop phai c6 van ban xac minh thi thoi han
Dich vubuu chinh | giai quyét khong qua 25 ngay.
2. Thanh phan hd so
* Gidy to phai nop:
Loai gidy to Ban chinh | Bén sao
Ban sao Giay chirng nhan két hon duoc cip trude ddy. Néu khong c6 ban sao Gidy chirng nhan két hon thi
nop ban sao ho so, gidy to ¢4 nhan c6 cac thong tin lién quan dén ndi dung ding ky két hon. 1 0

* Gidy to phai xuat trinh:
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Loai gidy tor Béan chinh | Ban sao

Ho chiéu/Chting minh nhan dan/Thé cin cude cong dan/Thé cian cude/Can cude dién ta/Gidy chirng nhan
can cudc hoic cac gidy to khac 6 dan anh va thong tin ca nhan do co quan ¢ tham quyén cap, con gia tri
sir dung dé chitng minh vé nhan than caa ca hai bén c6 yéu cau dang ky lai két hon. Truong hop cac thdng 1 0
tin c& nhan trong cac gidy to nay di c6 trong CSDLQGVDC, CSDLHTDT, duoc hé thdng dién ty dong thi
khong phai tai I&n (theo hinh thic truc tuyén).

Bao gom
Loai gidy to Ban chinh | Ban sao
To khai dang ky lai két hon theo mau (néu ngudi ¢ yéu cau lra chon nop hd so theo hinh thuc truc tiép); 1 0
Mau ho tich dién tir trong tac ding ky lai két hon 1 1

3. Trinh ty thwe hién

- Néu lya chon hinh thtc nop ho so truc tiép, ngudi yéu cau diang ky lai két hon nop hd so dang ky lai két hdn tai Trung tam phuc vu hanh
chinh c6ng c6 tham quyén nop 1é phi néu thudc trudng hop phai nop 18 phi dang ky lai két hon

- Néu lya chon hinh thtic nop ho so truc tuyén, nguoi yéu cau dang ky lai két hon truy cap Cong dich vu cdng quéc gia , Xac thuc ngudi ding
theo hudng dan, ding nhap vao hé thdng, lya chon Uy ban nhan dan cap xa c6 tham quyen.

Nguoi c6 yéu cau dang ky lai két hon truc tuyén cung cap thong tin theo biéu mau dién tir twong tac dang ky lai két hon (cung cap trén Cong
dich vu cong), dinh kém ban chup hoac ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop phi, Ié phi théng qua chirc ning thanh toan tryc
tuyén hoic bang cach thirc khac theo quy dinh phap luat, hoan tat viéc nop ho so.

- Can bo tiép nhan hod so tai Trung tam Phuc vu hanh chinh céng cé trach nhiém kiém tra tinh chinh xac, day du, théng nhat, hop 1é cua ho so.
(i) Truong hop ho so day di, hop 18 thi tiép nhan ho so, co Phiéu hen, tra két qua cho nguoi yéu cau (néu ngudi yeu cau nop ho so truc tiép)
hodc gtri ngay Phiéu hen, tra két qua qua thu dién tir hoic guri tin nhan hen tra két qua qua dién thoai di dong cho ngudi yéu cau (néu ngudi
y&u cau nop ho so truc tuyén), chuyén hd so dé cong chirc tu phap - ho tich xt 1y; truong hop tiép nhan hd so tai Trung tim Phuc vu hanh
chinh cong cap tinh, can bo tiép nhan hd so chuyén hd so dén Uy ban nhan dan cip xa co tham quyén xir ly
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(i) Truong hop ho so day da, hop 18 thi tiép nhan ho so, co Phiéu hen, tra két qua cho nguoi yéu cau (néu ngudi yeu cau nop hd so truc tiép)
hoac gui ngay Phiéu hen, tra két qua qua thu dién tir hodc guri tin nhan hen tra két qua qua dién thoai di dong cho ngudi yéu cau (néu nguoi
y&u cau nop hd so truc tuyén), chuyén hd so dé cong chirc tu phap - ho tich xt 1y; truong hop tiép nhan hd so tai Trung tim Phuc vu hanh
chinh cong cap tinh, can bo tiép nhan hd so chuyén hd so dén Uy ban nhan dan cip xa co tham quyén xir ly
- Cong chire 1am cong tac ho tich tham tra hd so (tham tra tinh thdng nhat, hop 18 cua cac thdng tin trong hd so, gidy to, tai liéu do ngudi yéu
cau nop, xuat trinh hoic dinh kém).
+ Truong hop hd so can bd sung, hoan thién hoidc khong du diéu kién giai quyét, phai tir chéi thi cong chie tu phap - ho tich giri théng bao vé
tinh trang hd so téi Trung tdm Phuc vu hanh chinh céng dé thong bao cho ngudi nop hd so — thuc hién lai budc (i) hoac (iii);
+ Truong hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong chirc tu
phap - ho tich 1ap Phiéu xin 13i va hen lai ngay tra két qua, trong d6 néu rd Iy do cham tra két qua va thoi gian hen tra két qua, chuyén Trung
tam Phuc vy hanh chinh cong dé tra cho ngudi yéu cau (néu nguoi yéu cau nop ho so truc tiép), hoac giri Phiéu xin 15i va hen lai ngay tra két
qua qua thu dién tir hodc guri tin nhan qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu cau nop ho so truc tuyén).
Truong hop viéc dang ky két hon trude day thyc hién tai Uy ban nhan dan cip x& hoic S& Tu phap thi cong chirc 1am cong tac ho tich béo céo
Truong phong Tu phép c6 vin ban dé nghi Uy ban nhan dan cap xa/So Tu phéap noi dang ky két hon trude day kiém tra, x4c minh vé viéc luu
giir S6 ho tich.
Sau khi nhan dugc van ban dé nghi, S& Tu phap/Uy ban nhan dan cap xa tién hanh kiém tra, x4c minh va tra loi bang vian ban vé viéc con luu
giit hoic khong luu gitr dugc So6 ho tich.
+ Sau khi nhan duoc két qua xac minh vé viéc khong con luu gitr dwgc S6 ho tich tai noi da ding ky két hdn hoic sau thoi han 20 ngay ké tur
ngay giri van ban yéu cau xac minh ma khong nhan dugc vin ban tra loi, néu thay ho so day du, hop I¢, diing quy dinh, truong hop tiép nhan
hd so dang ky lai két hon theo hinh thic truc tiép, thi cong chic 1am cong tac ho tich thuc hién viéc ghi vao S6 dang ky két hon, cap nhat
thong tin dang ky lai két hon va luu chinh thic trén Phan mém dang ky, quan Iy ho tich dién tar dung chung.
Truong hop tiép nhan hd so ding ky lai két hon theo hinh thirc truc tuyén, cong chirc 1am cong tac ho tich giri lai biéu mau Giy chang nhan
két hon dién tir véi thong tin day du cho nguoi yeu cau qua thu dién ti hoic thiét bi sb.
Nguoi yéu cau co trach nhiém kiém tra tinh chinh xéc, day du cua cac thong tin trén biéu mau Giy chang nhan két hon dién tir va xac nhan
Néu ngudi c6 yéu cau xac nhan thong tin da thong nhat, day du hodc khdng c6 phan hdi sau thoi han yéu cau thi céng chic 1am cong tac ho
tich thuc hién viéc ghi vao S6 dang ky két hdn, cap nhat thong tin dang ky lai két hon va luu chinh thie trén Phan mém ding ky, quan 1y ho
tich dién tur dung chung
- Cong chire tu phap - ho tich in Gidy ching nhan két hon, trinh Lanh dao Uy ban nhan dan cap xa ky, chuyén téi Trung tim Phuc vy hanh
chinh cong dé tra két qua cho ngudi yéu cau
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- Ngudi ¢6 yéu cau diang ky lai két hon (hai bén nam, nix phai c6 mat, xuét trinh gidy to tuy than dé ddi chiéu) kiém tra thdng tin trén Giay
chung nhan két hon, trong So dang ky két hon va ky tén vao So dang ky két hon, ky tén vao Gidy ching nhan két hon, mdi bén nam, nit nhan
01 ban chinh Gidy chang nhan két hon.
4. Co quan thye hién: Uy ban nhan dan cap xa
5. Yéu cau, diéu kién:
- Vige két hon da dugc dang ky tai co quan co tham quyén cua Viét Nam trude ngay 01/01/2016 nhung S6 dang ky két hon va ban chinh
Giay chung nhan két hon déu bi mat.
- Ca hai bén yéu cau dang ky lai két hon con sdng vao thoi diém yéu cau dang ky lai két hon.
6. Thu tuc hanh chinh lién quan: khdng cé thong tin

XXX M& HS: 1.004884
Thi tuc dang ky lai khai sinh.

1. Cach thire thue hién

Hinh thirc ndp Thoi han giai quyét Phi, 1¢ phi Mb ta

y 05 ngay lam viéc. Truong hop phai c6 van ban xac minh thi thoi han
Tryc tiep giai quyét khong qué 25 ngay.

05 ngay lam viéc. Truong hop phai c6 van ban xac minh thi thoi han

Truc tuyén giai quyét khong qué 25 ngay.
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_ , 05 ngay lam viéc. Truong hop phai c6 van ban xac minh thi thoi han
Dich vubuu chinh | iai quyét khong qua 25 ngay.

2. Thanh phén hé so

* Giay to phai nop:

Loai gidy to Ban chinh | Ban sao

Ban sao Giay khai sinh do co quan c6 tham quyén cua Viét Nam cap hop Ié (ban sao dugc chiing thuc tir
ban chinh, ban sao duoc cap tir S6 dang ky khai sinh); Ban chinh hoic ban sao gidy to c6 gia tri thay thé 0 1
Gidy khai sinh dugc cap trude nam 1945 & mién Bac va trude nam 1975 & mién Nam

Truong hop ngudi yéu cau khdng co giay to néu trén thi phai nop ban sao gidy to do co quan, t6 chic 6
tham quyén caa Viét Nam cap hop 1 nhu: Gidy ching minh nhan dan, Thé can cudc cong dan hoac Ho
chiéu; giay to chizng minh vé noi cu tra; Bang tét nghiép, Giay chitng nhan, Chang chi, Hoc ba, hd so hoc 0 1
tap do co quan c6 tham quyén cap hoic xac nhan; gidy to khac co thdng tin vé ho, chir dém, tén, ngay,
thang, nam sinh cua cd nhan.

Truong hop ngudi yéu cau dang ky lai khai sinh 1a can bg, céng chirc, vién chic, nguoi dang cong tac
trong lyc lugng vil trang thi phai c6 vin ban xac nhan cua Thu truéng co quan, don vi vé viéc nhitng noi
dung khai sinh cua nguoi d6 gom ho, chir dém, tén; gidi tinh; ngdy, thang, nam sinh; dan toc; qudc tich;
qué quan; quan hé cha - con, me - con phi hop véi hd so do co quan, don vi dang quan ly.

Vin ban uy quyén theo quy dinh cia phap luat trong truong hop ty quyén thuc hién viéc ding ky lai khai
sinh. Trudng hop ngudi dugc ty quyén 1a dng, ba, cha, me, con, v, chng, anh, chi, em rudt cia ngudi ty 1 0
quyén thi van ban ay quyén khong phai chiing thuc.
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* Giay to phai xuat trinh:

Loai gidy to Ban chinh | Ban sao

Gidy to 0 gid tri chitng minh théng tin vé cu trii trong trudng hop co quan dang ky ho tich khdng thé khai
thac duoc thdng tin vé noi cu tra cta céng dan theo cac phuong thie quy dinh tai khoan 2 Biéu 14 Nghi
dinh s6 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Trudng hop cac thdng tin vé gidy to ching 1 0
minh noi cu tra da duoc khai thac tir Co so dir liéu qudc gia vé dan cu bang cac phuong thirc nay thi nguoi
c6 yéu cau khdng phai xuat trinh (theo hinh thuc truc tiép) hodc tai 18n (theo hinh thuc truc tuyén).

Ho chiéu/Chting minh nhan dan/Thé cin cudc cdng dan/Thé can cude/Can cudce dién tia/Giay chitng nhan
can cudc hodc cac giay to khac c6 dan anh va thong tin ca nhan do co quan c6 tham quyén cap, con gia tri
sir dung dé chirtng minh vé nhan than caa nguoi c6 yéu cau ding ky lai khai sinh. Truong hop cac thong tin 1 0
c& nhan trong cac gidy to nay di c6 trong CSDLQGVDC, CSDLHTDT, dugc hé thdng dién tu dong thi
khdng phai tai [én (theo hinh thic truc tuyén).

Bao gdom

Loai gidy to Ban chinh | Ban sao

T khai dang ky lai khai sinh theo mau, trong d6 ¢6 cam doan ctia ngudi Yeu cau vé viéc di nop du céc

gidy to hién c6 (néu nguoi c6 yéu cau lya chon nop hd so theo hinh thirc tryc tiép hodc gui hd so qua hé 1 0
thdng buu chinh);
Mau ho tich dién tir twong tac ding ky lai khai sinh 1 1

3. Trinh tu thwe hién

- Néu lya chon hinh thtrc nop ho so truc tiép, nguoi yéu cau dang ky lai khai sinh nop ho so ding ky lai khai sinh tai Trung tam Phuc vy hanh
chinh c6ng c6 tham quyén; nop 1& phi néu thudc trudong hop phai nop 1é phi diang ky lai khai sinh; nop phi cap ban sao Gidy khai sinh néu c6
yBu cau cap ban sao Giay khai sinh.



120
- Néu Iya chon hinh thtic nop hé so truc tuyén, nguoi c6 yéu cau ding ky lai khai sinh truy cap Cong dich vu céng qudc gia hodc Cong dich
vu cdng cap tinh, dang ky tai khoan (néu chua c6 tai khoan), xac thuc nguoi dung theo huéng dan, dang nhap vao hé thdng, xac dinh dung Uy
ban nhan dan cip x&
Nguoi ¢6 yéu cau ding ky lai khai sinh truc tuyén cung cap thong tin theo biéu mau dién tu twong tac dang ky lai khai sinh (cung cap trén
Cdng dich vu cong), dinh kém ban chup hodc ban sao dién tir cac gidy to, tai lidu theo quy dinh; nop phi, 1& phi théng qua chirc ning thanh
toan tric tuyén hoic bang céach thic khac theo quy dinh phap luat, hoan tat viéc nop hd so.
- Cén bo tiép nhan ho so tai Trung tam Phuc vu hanh chinh céng c6 trach nhiém kiém tra tinh chinh xac, day du, théng nhat, hop 1é cta ho so.
(i) Trudng hop ho so day du, hop 18 thi tiép nhan hd so, c6 Phiéu hen, tra két qua cho ngudi yéu cau (néu ngudi yéu cau nop hd so truc tiép)
hoac gtri ngay Phiéu hen, tra két qua qua thu dién tir hodc guri tin nhan hen tra két qua qua dién thoai di dong cho ngudi yéu cau (néu ngudi
y&u cau nop ho so truc tuyén), dong thoi chuyén hd so dé cong chire tu phap - ho tich xu 1y; trudng hop tiép nhan hd so tai Trung thm Phuc
vu hanh chinh céng cap tinh, can bo tiép nhan ho so chuyén ho so dén Uy ban nhan dan cap x& c6 tham quyen xu ly.
- Sau khi tiép nhan hd so theo hinh thuc nop truc tiép, can b tiép nhan hd so tai Bo phan mot cira thuc hién sb hda (sao chup, chuyén thanh
tai liéu dién tir trén hé thong thong tin, co sé dit liéu) va ky s6 vao tai liéu, hd so giai quyét thi tuc hanh chinh d3 duoc s6 hoa theo quy dinh.
(ii) Truong hop hd so chua day dii, hop 18 thi c6 thong bao cho ngudi yéu cau bé sung, hoan thién ho so, néu rd loai gidy to, noi dung can bo
sung dé nguoi c6 yéu cau b sung, hoan thién. Sau khi hd so duoc bo sung, thuc hién lai budc (i);
(iii) Néu nguoi yéu cau dang ky lai khai sinh khéng bo sung, hoan thién duoc ho so thi bao cao Lanh dao Trung tdm Phuc vu hanh chinh cong
¢6 van ban tir chbi giai quyét yéu cau dang ky lai khai sinh.
- Cong chire tu phap - ho tich tham tra hd so (tham tra tinh thong nhat, hop 18 caa cac thong tin trong ho so, gidy to, tai liéu do nguoi yéu cau
nop, Xuat trinh hozc dinh kém)
+ Truong hop hd so can bd sung, hoan thién hoidc khong du diéu kién giai quyét, phai tir chéi thi cong chire tu phap - ho tich giri théng bao vé
tinh trang hd so téi Trung tam Phuc vu hanh chinh cong dé thong bao cho ngudi nop hd so — thuc hién lai budc (i) hoac (iii);
+ Truong hop can phai kiém tra, xac minh 1am rd hoac do nguyén nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong chirc tu
phap - ho tich 1ap Phiéu xin 13i va hen lai ngay tra két qua, trong d6 néu rd Iy do cham tra két qua va thoi gian hen tra két qua, chuyén Trung
tam Phuc vy hanh chinh cong dé tra cho ngudi yéu cau (néu nguoi yéu cau nop ho so truc tiép), hoac giri Phiéu xin 13i va hen lai ngay tra két
qua qua thu dién tir hodc giri tin nhan qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu cau nop ho so truc tuyén).
Truong hop viée dang ky lai khai sinh dwgc thuc hién tai Uy ban nhan dan cip x& khdng phai noi ding ky khai sinh trude day thi cong chirc
tu phap - ho tich bao c4o Chu tich Uy ban nhan dan cap xa c6 van ban dé nghi Uy ban nhan dan cap xa noi dang ky khai sinh trudc day kiém
tra, X4c minh vé viéc luu gitr s6 ho tich.
Sau khi nhan duoc van ban dé nghi, Uy ban nhan din noi di dang ky khai sinh trude ddy tién hanh kiém tra, xac minh va tra 1i bang van ban
vé viéc con luu giit hodc khong luu gilr dugc s6 ho tich.
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Truong hop gidy to cia ngudi yéu cau dang ky lai khai sinh khong c6 théng tin chitng minh quan hé cha, me, con thi co quan dang ky ho tich
¢6 vin ban dé nghi co quan cong an c6 tham quyén xac minh. Truong hop co quan cong an tra loi khong c6 thong tin thi co quan dang ky ho
tich cho ngudi yéu cau diang ky lai khai sinh 1ap vin ban cam doan vé thong tin cua cha, me va xac dinh noi dung khai sinh theo vin ban cam
doan.
Sau khi nhan duoc két qua xac minh vé viéc khong con luu gitt dugc S6 ho tich tai noi da dang ky khai sinh hodc sau thdi han 20 ngay ké tir
ngay giri van ban yéu cau xac minh ma khdng nhan duoc vian ban tra 16i, néu thiy viéc ding ky lai khai sinh chinh xéac, dtng quy dinh phap
luat, ho so day du, hop 18, dung quy dinh, trudng hop tiép nhan hd so dang ky lai khai sinh theo hinh thuc truc tiép, thi céng chie tu phap - hd
tich thuc hién viéc ghi vao S6 diang ky khai sinh, cip nhat thong tin dang ky lai khai sinh va luu chinh thirc trén Phan mém ding ky, quan ly
ho tich dién tir dung chung.
Truong hop tiép nhan hd so ding ky lai khai sinh theo hinh thic truc tuyén, cong chirc tu phéap - ho tich gui lai biéu mau Gidy khai sinh dién
tir v6i thong tin day du cho ngudi yéu cau qua thu dién tir hoac thiét bi so.
Nguoi yéu cau co trach nhiém Kkiém tra tinh chinh xac, day du cua cac thong tin trén biéu mau Gidy khai sinh dién tir va xac nhan (t6i da mot
ng’é-y)' 1 e , 1 \ 1
Neéu nguoi €O yéu cau xac nhan thong tin da thong nhat, day da hoac khong co6 phan hoi sau thoi han yéu cau thi cong chie tu phap - ho tich
thuc hién viéc ghi noi dung vao So6 dang ky khai sinh, cap nhat thong tin dang ky khai sinh va luu chinh thic trén Phan mém dang ky, quan ly
ho tich dién tir dung chung.
- Cong chtc tu phap - ho tich in Gidy khai sinh, trinh Lanh dao Uy ban nhan dan cp x& Ky, chuyén téi Trung tam Phuc vu hanh chinh cong
dé tra két qua cho nguoi yéu cau.
4. Co quan thuce hién: Uy ban nhan dan cap xa
5. Yéu cau, diéu kién:
- Viéc khai sinh da dugc dang ky tai co quan ¢6 tham quyén cua Viét Nam trude ngay 01/01/2016 nhung S6 dang ky khai sinh va ban chinh
Giay khai sinh déu bi mat.
- Ngudi ¢ yéu cau con song tai thoi diém yéu cau dang ky lai.
6. Thu tuc hanh chinh lién quan: khong c6 thong tin
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XXXIV. Ma HS: 1.000894

Thi tuc diang ky két hon.

1. Cach thirc thyuce hién

Hinh thirc ngp

Thoi han giai quyét

Phi, 1¢ phi

Truc tiép

Ngay trong ngay tiép nhan hd so; truong hop nhan ho so sau 15 gid ma khdng giai
quyét dugc ngay thi tra két qua trong ngay 1am viéc tiép theo.Trudng hop can xéac
minh diéu kién két hon cua hai bén nam, nix thi thoi han giai quyét khdng qua 05 ngay
lam viéc.

Truc tuyén

Ngay trong ngay tiép nhan hd so; truong hop nhan ho so sau 15 gid ma khdng giai
quyét duoc ngay thi tra két qua trong ngay lam viéc tiép theo.Truong hop can xac
minh diéu kién két hon cua hai bén nam, nix thi thoi han giai quyét khdng qua 05 ngay
lam viéc.

Dich vu buu chinh

Ngay trong ngay tiép nhan hd so; truong hop nhan hd so sau 15 gid ma khdng giai
quyét dugc ngay thi tra két qua trong ngay lam viéc tiép theo.Trudng hop can xéac
minh diéu kién két hon cua hai bén nam, ni thi thoi han giai quyét khdng qua 05 ngay
lam viéc.

2. Thanh phan h so

* Gidy to phai xuit trinh:
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Loai gidy tor Béan chinh | Ban sao

Ho chiéu/Chting minh nhan dan/Thé cin cude cong dan/Thé cin cude/Can cude dién ta/Gidy chirng nhan
can cudc hoic cac gidy to khac 6 dan anh va thong tin ca nhan do co quan ¢ tham quyén cap, con gia tri
sir dung dé chirtng minh vé nhan than caa nguoi c6 yéu cau ding ky két hon. Trudong hop céc thdng tin cé 1 0
nhan trong cac gidy to nay di c6 trong CSDLQGVDC, CSDLHTDT, duogc hé thong dién tu dong thi khong
phai tai 18n (theo hinh thirc truc tuyén);

Gidy to 6 gid tri chitng minh théng tin vé cu trii trong trudng hop co quan dang ky ho tich khdng thé khai
thac duoc thong tin vé noi cu tra ctia cong dan theo cac phuong thic quy dinh tai khoan 2 Piéu 14 Nghi
dinh s6 104/2022/ND-CP ngay 21/12/2022 cia Chinh phu. Trudng hop cac thdng tin vé gidy to chiang 1 0
minh noi cu tra da duoc khai thac tir Co so dir liéu qudc gia vé dan cu bang cac phuong thirc nay thi nguoi
c6 yéu cau khdng phai xuat trinh (theo hinh thuc truc tiép) hodc tai 18n (theo hinh thuc truc tuyén).

Bao gom

Loai gidy to Ban chinh | Ban sao

T khai dang ky két hon theo mau, c6 du thong tin cua hai bén nam, nix. Hai bén nam, nix c¢é thé khai chung
vao mot To khai dang ky két hon (néu ngudi ¢d yéu cau lra chon nop hd so theo hinh thuc truc tiép);

Mau ho tich dién tir trong tac ding ky két hon (do nguoi yéu cau cung cap thong tin theo huéng dan trén
Cong dich vu cng, néu ngudi co yéu cau lya chon nop hd so theo hinh thic truc tuyén)

3. Trinh ty thwe hién

- Néu lya chon hinh thirc nop ho so tryc tiép, ngudi yéu cau dang ky két hon nop hd so dang ky két hon tai Trung thm Phuc vy hanh chinh
cong c6 tham quyén; nop 18 phi néu thude trudng hop phai nop Ié phi dang ky két hon; nop phi cap ban sao Trich luc két hon néu c6 yéu cau
cap ban sao Trich luc két hon.
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- Néu Iya chon hinh thiic nop hd so truc tuyén, ngudi co yéu cau ding ky két hdn truy cap Cong dich vu cong qudc gia hoic Cong dich vu
cong cap tinh, dang ky tai khoan (néu chua c6 tai khoan), xac thuc nguoi dung theo hudng dan, dang nhap vao hé thong, xac dinh dung Uy
ban nhan dan cap xa c6 tham quyén
Nguoi ¢6 yéu cau ding ky két hon truc tuyén cung cap thong tin theo biéu miu dién tir twong tac ding ky két hon (cung cap trén Cong dich
vu cong), dinh kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop phi, 1& phi thdng qua chirc nang thanh toan truc tuyén
hoic bang cach thirc khac theo quy dinh phap luat, hoan tat viéc nop hé so.
- Cén bo tiép nhan ho so tai Trung tam Phuc vu hanh chinh céng c6 trach nhiém kiém tra tinh chinh xac, day du, théng nhat, hop 1é cta ho so.
(i) Trudng hop ho so day du, hop 18 thi tiép nhan hd so, c6 Phiéu hen, tra két qua cho ngudi yéu cau (néu ngudi yéu cau nop hd so truc tiép)
hoac gtri ngay Phiéu hen, tra két qua qua thu dién tir hodc guri tin nhan hen tra két qua qua dién thoai di dong cho ngudi yéu cau (néu ngudi
y&u cau nop ho so truc tuyén), chuyén hd so dé cong chirc tu phap - ho tich xtr 1y; truong hop tiép nhan hd so tai Trung thm Phyc vu hanh
chinh cong cap tinh, can b tiép nhan ho so chuyén hd so dén Uy ban nhan dan cap xa co tham quyén xi ly.
- Sau khi tiép nhan hd so theo hinh thuc nop truc tiép, can b tiép nhan hd so tai Bo phan mot cira thuc hién sb hda (sao chup, chuyén thanh
tai liéu dién tir trén hé thong thong tin, co sé dit liéu) va ky s6 vao tai liéu, hd so giai quyét thi tuc hanh chinh d3 duoc s6 hoa theo quy dinh.
(i) Truong hop ho so chua day du, hop 1 thi ¢6 thong bao cho ngudi yéu cau bo sung, hoan thién ho so, néu rd loai gidy to, noi dung can bo
sung dé nguoi c6 yéu cau b sung, hoan thién. Sau khi hd so duoc bo sung, thuc hién lai budc (i);
(iii) Truong hop nguoi yéu cau diang ky két hon khdng bo sung, hoan thién duoc ho so thi can bd tiép nhan hd so bao cdo Lanh dao Trung tam
Phuc vu hanh chinh cong c6 thdng béo tir chdi giai quyét yéu cau dang ky két hon.
- COng chtc tu phép - ho tich tham tra hd so (tham tra tinh thdng nhat, hop 1é cua cac thdng tin trong hd so, gidy to, tai liéu dinh kém)
+ Pbi vai yéu cau dang ky két hon, co quan diang ky ho tich tra ciru thdng tin vé tinh trang hon nhan cia ngudi yéu cau dang ky két hon trén
Hé thng thong tin giai quyét thu tuc hanh chinh cip tinh théng qua két ndi véi Co so dit liéu ho tich dién tir, Co s dir liéu qudc gia vé dan
cu. Két qua tra cru duoc luu trir dudi dang dién tir hodc ban gidy, phan anh day du, chinh xac thong tin tai thoi diém tra ciru va dinh kém ho
so cua nguoi dang ky. Truong hop khdng tra ciru dugc tinh trang hon nhan do chua c6 thong tin trong Co s¢ dit liéu ho tich dién tu, Co so dir
lieu quéc gia vé dan cu, thi co quan ding ky ho tich d& nghi Uy ban nhan dan cip xa noi ngudi yéu cau thuong tra/noi da ding ky két hén xac
minh, cung cap thong tin. Trong thoi han 03 ngay l1am viéc ké tir ngay nhan duoc yéu cau xac minh, Uy ban nhan dan cip xa noi nhan duoc
dé nghi xac minh c6 trach nhiém kiém tra, x4c minh va gui két qua vé tinh trang hon nhan ciaa ngudi do.
+ Néu bén két hon 1a cong dan Viét Nam di ly hon hoic huy viéc két hon tai co quan c6 thim quyén nudc ngoai nhung qua tra ciru thdng tin
trong Co s& dit lidu ho tich dién tir; thong qua két ndi gita Hé théng thong tin giai quyét tha tuc hanh chinh cap tinh voi Co sé dix lidu ho tich
dién tir, Co so dir lidu qudc gia vé dan cu khong thé hién théng tin vé viéc da ghi chi ly hon, hay viéc két hon thi co quan ding ky ho tich
huéng dan cdng dan thyuc hién thu tuc ghi vao soé hd tich viéc ly hdn/hiy viéc két hon tai co quan nha nudc ¢ tham quyén trude khi giai quyét
viéc dang ky két hon.
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+ Truong hop hd so can bd sung, hoan thién hoidc khong du diéu kién giai quyét, phai tir chéi thi cong chire tu phéap - ho tich giri théng bao vé
tinh trang hd so téi Trung tdm Phuc vy hanh chinh céng dé thong bao cho ngudi nop hd so — thuc hién lai budc (i) hoac (iii);
+ Truong hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong chirc tu
phap - ho tich 1ap Phiéu xin 13i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham tra két qua va thoi gian hen tra két qua, chuyén Trung
tdm Phuc vy hanh chinh cong dé tra cho ngudi yéu cau (néu ngudi yéu cau nop hd so truc tiép), hoic giri Phiéu xin 13i va hen lai ngay tra két
qua qua thu dién tir hodc guri tin nhin qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu cau nop ho so truc tuyén).
+ Néu thay ho so ddy du, hop 1¢, cac bén c6 du diéu kién két hon theo quy dinh cua Luat Hon nhan va gia dinh, khong thudc trueong hop tir
chéi dang ky két hon theo quy dinh, tredng hop tiép nhan ho so dang ky két hon theo hinh thic tryc tiép, thi cong chire tu phép - ho tich thyuc
hién viéc ghi vao S6 dang ky két hon, cap nhat thong tin diang ky két hon va luu chinh thuc trén Phan mém dang ky, quan ly ho tich dién tir
dung chung.
Truong hop tiép nhan ho so diang ky két hon theo hinh thie truc tuyén, cong chiic tu phap - ho tich gui lai biéu mau Giay chiing nhan két hon
dién tir v6i thong tin day du cho ngudi yéu ciu qua thu dién tir hoac thiét bi so.
Nguoi yéu cau ¢ trach nhiém kiém tra tinh chinh xac, ddy du cua céc thdng tin trén biéu mau Gidy chang nhan két hon dién tir va xac nhan
(t6i da mot ngay).
Néu ngudi c6 yéu cau xac nhan thong tin da théng nhat, day da hoic khdng c6 phan héi sau thoi han yéu cau thi céng chic tu phap - ho tich
thuc hién viéc ghi noi dung vao So diang ky két hon, cap nhat thong tin ding ky két hon va luu chinh thirc trén Phan mém dang ky, quan ly ho
tich dién tu dung chung.
- Cong chire tu phap - ho tich in Gidy ching nhan két hon, trinh Lanh dao Uy ban nhan dan cap xa ky, chuyén tgi Trung thm Phuc vy hanh
chinh cong dé tra két qua cho ngudi yéu cau.
- Nguoi c6 yéu cau ding ky két hén (hai bén nam, nix phai c6 mat, xuat trinh gidy to tuy than dé ddi chiéu) kiém tra thong tin trén Giy ching
nhan két hon, trong S6 ding ky két hon, khang dinh sy tu nguyén két hon va ky tén vao So ding ky két hdn, ky tén vao Giay ching nhan két
hon, mdi bén nam, nit nhan 01 ban chinh Giay ching nhan két hon..
4. Co quan thye hién: Uy ban nhan dan cap xa
5. Yéu cau, diéu Kién:
- Nam tir du 20 tudi tre 1en, nit tir da 18 tudi tro 1én;
- Viéc két hon do nam va nir tu nguyén quyét dinh;
- Céc bén khdng bi mat nang lyc hanh vi dan su;
- Viéc két hon khdng thudc mét trong cac trudng hop cam két hon, gom:
+ Két hén gia tao;
+ Tao hon, cudng ép két hon, lira dbi két hon, can tro két hon;
+ Nguoi dang c6 vg, c6 chong ma két hén véi ngudi khac hoic chua co vo, chua co chong ma két hon véi ngudi dang c6 chong, €6 vo;
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+ Két hén gitra nhitng ngudi cung dong mau vé truc hé; giira nhitng ngudi ¢6 ho trong pham vi ba doi; giira cha, me nudi véi con nudi; giira
ngudi da ting 1a cha, me nudi véi con nudi, cha chong véi con dau, me vo véi con ré, cha duong véi con riéng caa vo, me ké véi con riéng
cua chong.
* Nha nudc khdng thira nhan hdn nhan gitra nhirng nguoi cung giai tinh,
6. Thu tuc hanh chinh lién quan: khdng cé thong tin

XXXV. MéaHS: 1.001022
Thu tuc dang ky nhan cha, me, con.

1. Céach thirc thue hién

Hinh thirc nop Thoi han giai quyét Phi, 1¢ phi M6 ta

g 03 ngay lam viéc. Truong hop can phai xac minh thi thoi han giai quyét khong qua
Truc ticp 08 ngay lam viéc.

. 03 ngay lam viéc. Truong hop can phai xac minh thi thoi han giai quyét khong qua
Truc tuyen 08 ngay lam viéc.

. , 03 ngay lam viéc. Truong hop can phai xac minh thi thoi han giai quyét khong qua
Dich vubuu chinh | og ngay 1am viéc.
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2. Thanh phén hé so

* Giay to phai nop:
Chung ctr chang minh quan hé cha, con hoic quan hé me, con gom:

Loai gidy to Ban chinh | Ban sao
Vin ban caa co quan y té, co quan giam dinh hoidc co quan khac c6 tham quyén xac nhan quan hé cha con,
quan hé me con 1 0
Truong hop khong ¢6 vin ban néu trén thi phai c6 van ban cam doan cuia cac bén nhan cha, me, con vé moi
quan hé cha, me, con va cd it nhat hai nguoi 1dm chang vé mdi quan hé cha, me, con. 1 0
* Gidy to phai xuat trinh:
Loai gidy to Ban chinh | Ban sao
Ho chiéu/Chiing minh nhan dan/Thé can cudc cdng dan/Thé cin cude/Can cude dién ti/Gidy chimng nhan
can cudc hoic cac gidy to khac 6 dan anh va thong tin ca nhan do co quan ¢ tham quyén cap, con gia tri
sir dung dé chirng minh vé nhan than caa nguoi c6 yéu cau diang ky nhan cha, me, con. Trudng hop céc 1 0
thdng tin ca nhan trong cé4c gidy to nay da co trong CSDLQGVDC, CSDLHTDT, dugc hé thong dién tu
dong thi khong phai tai 1én (theo hinh thic truc tuyén);
Gidy to ¢6 gia tri chirng minh thong tin vé cu tri trong truang hop co quan ding ky ho tich khong thé khai
thac dugc thong tin vé noi cu tri clia cong dan theo cac phuong thirc quy dinh tai khoan 2 Biéu 14 Nghi
dinh s6 104/2022/ND-CP ngay 21/12/2022 cia Chinh phu. Trudng hop cac thdng tin vé gidy to ching 1 0

minh noi cu tra da duoc khai thac tir Co so dir liéu qubc gia vé dan cu bang cac phuong thirc nay thi nguoi
c6 yéu cau khong phai xuat trinh (theo hinh thirc tryc tiép) hoac tai 1én (theo hinh thuc truc tuyén).

Bao gdom
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Loai gidy tor Ban chinh | Ban sao

T khai dang ky dang ky nhan cha, me, con theo mau (néu ngudi c6 yéu cau lva chon nop hd so theo hinh
thuc truc tiép);

Mau ho tich dién tir trong tac ding ky nhan cha, me, con (do ngudi yéu cau cung cip thong tin theo hudéng
dan trén Cong dich vu cong, néu ngudi c6 yéu cau lva chon nop hd so theo hinh thuc truc tuyén)

3. Trinh tu thwe hién

- Néu lya chon hinh thizc nop ho so truc tiép, nguoi yéu cau dang ky nhan cha, me, con nop ho so dang ky nhan cha, me, con tai Trung tam
phuc vy hanh chinh cong ¢ tham quyén nop 1é phi néu thudc truong hop phai nop 18 phi dang ky nhan cha, me, con; nop phi cap ban sao Trich
luc ddng ky nhan cha, me, con néu c6 yéu cau cap ban sao Trich luc dang ky nhan cha, me, con.

- Néu lya chon hinh thizc nop ho so truc tiép, nguoi yéu cau dang ky nhan cha, me, con nop ho so dang ky nhan cha, me, con tai Trung tam
phuc vu hanh chinh cong c6 tham quyén nop Ié phi néu thudc truong hop phai nop ¢ phi dang ky nhan cha, me, con; ndp phi cap ban sao Trich
luc ding ky nhan cha, me, con néu c6 yéu cau cap ban sao Trich luc dang ky nhan cha, me, con.

Nguoi c6 yéu cau dang ky nhan cha, me, con truc tuyén cung cap thong tin theo biéu mau dién tir tuong tac ding ky nhan cha, me, con (cung
cap trén Cong dich vu cong), dinh kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop phi, 18 phi théng qua chire ning
thanh toan truc tuyén hoac bang cach thirc khéc theo quy dinh phap luat, hoan tat viéc nop ho so.

- Cén b tiép nhan ho so tai Trung tam Phuc vu hanh chinh cdng c6 trach nhiém kiém tra tinh chinh xac, day du, thong nhat, hop 1é cua hd so.
(i) Trudng hop ho so day da, hop 18 thi tiép nhan ho so, co Phiéu hen, tra két qua cho nguoi yéu cau (néu ngudi yeu cau nop hd so truc tiép)
hoac guri ngay Phiéu hen, tra két qua qua thu dién tir hodc guri tin nhan hen tra két qua qua dién thoai di dong cho ngudi yéu cau (néu nguoi
y&u cau nop ho so truc tuyén), dong thoi chuyén hd so dé cong chire tu phap - ho tich xt 1y; trudng hop tiép nhan hd so tai Trung thm Phuc
vu hanh chinh céng cép tinh, can bo tiép nhan hd so chuyén ho so dén Uy ban nhan dan cip xa c6 tham quyeén xu ly.

- Sau khi tiép nhan hd so theo hinh thtc nop truc tiép, can b tiép nhan hd so tai Bo phan mot cia thuc hién sb hda (sao chup, chuyén thanh
tai liéu dién tir trén hé thong thong tin, co so dit lidu) va ky s6 vao tai liéu, hd so giai quyét thi tuc hanh chinh da duoc s6 hoa theo quy dinh.

(ii) Truong hop hd so chua day di, hop 18 thi ¢6 thong bao cho ngudi yéu cau bd sung, hoan thién hd so, néu rd loai gidy to, noi dung can bo
sung dé nguoi co yéu cau bo sung, hoan thién. Sau khi ho so dugc bo sung, thuc hién lai budc (i);

(iii) Trudng hop ngudi yéu cau dang ky nhan cha, me, con khong bd sung, hoan thién duoc hd so thi can bo tiép nhan hd so bao cdo Lanh dao
Trung tdm Phuc vu hanh chinh céng c6 thdng béo tir chéi giai quyét yéu cau dang ky nhan cha, me, con.
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- Cong chire tu phap - ho tich tham tra ho so (tham tra tinh thong nhat, hop 1é caa cac thong tin trong hd so, gidy to, tai liéu do nguoi yéu cau
nop, Xuat trinh hoic dinh kém)
+ Truong hop hd so can bd sung, hoan thién hoidc khong du diéu kién giai quyét, phai tir chéi thi cdng chire tu phap - ho tich giri théng bao vé
tinh trang hd so téi Trung tim Phuc vy hanh chinh céng dé thong bao cho ngudi nop hd so — thuc hién lai budc (i) hoac (iii);
+ Truong hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong chirc tu
phap - ho tich 1ap Phiéu xin 13i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham tra két qua va thoi gian hen tra két qua, chuyén Trung
tdm Phuc vy hanh chinh cong dé tra cho ngudi yéu cau (néu nguoi yeu cau nop ho so truc tiép), hoac giri Phiéu xin 13i va hen lai ngay tra két
qua qua thu dién tir hodc guri tin nhin qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu cau nop ho so truc tuyén).
+ Néu thay viéc nhan cha, me, con 1a ding va khong c6 tranh chap, ho so day du, hop 18, dung quy dinh, trudng hop tiép nhan hd so dang ky
nhan cha, me, con theo hinh thirc truc tiép, thi céng chirc tu phap - ho tich thuc hién viéc ghi vao S6 dang ky nhan cha, me, con, cap nhat thong
tin dang ky nhan cha, me, con va luu chinh thirc trén Phan mém dang ky, quan ly ho tich dién tir ding chung
Truong hop tiép nhan hd so diang ky nhan cha, me, con theo hinh thirc truc tuyén, céng chire tu phép - ho tich giri lai biéu mau Trich luc dang
ky nhan cha, me, con dién tir v6i thong tin day du cho ngudi yéu cau qua thu dién tir hoic thiét bi sd.
Nguoi yéu cau co trach nhiém kiém tra tinh chinh xac, day du ciia cac thdng tin trén biéu mau Trich lyc dang ky nhan cha, me, con dién tir va
xé&c nhan (téi da mot ngay).
Néu ngudi c6 yéu cau xac nhan thong tin da thong nhat, day da hozc khdng c6 phan hoi sau thoi han yéu cau thi cong chic tu phap - ho tich
thuc hién viéc ghi noi dung vao S6 dang ky diang ky nhan cha, me, con, cap nhat thong tin ding ky nhan cha, me, con va luu chinh thuc trén
Phan mém ding ky, quan Iy ho tich dién tir dung chung.
- Cong chire tu phap - ho tich in Trich luc dang ky nhan cha, me, con, trinh Lanh dao Uy ban nhan dan cap x& ky, chuyén Trung tdm Phuc vu
hanh chinh cong tra két qua cho ngudi yéu cau..
4. Co quan thye hién: Uy ban nhan dan cap xa
5. Yéu cau, diéu Kién:
- Bén nhan va bén dugc nhan 1a cha, me, con déu con song;
- Viéc nhan cha, me, con kh(“)ng c6 tranh chap.
- Truong hop nam, nit chung séng véi nhau nhu vo chong, khong ding ky ket hén, sinh con, ngudi con séng cling voi ngudi cha, khi nguoi

cha lam thu tuc nhan con ma khong lién hé dugc véi ngudi me thi khdng can c6 y kién ctia nguodi me trong To khai dang ky nhan cha, me,
con..

6. Thu tuc hanh chinh lién quan: khong c6 thong tin
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XXXVI. Ma HS: 1.000689

Thi tuc ding ky khai sinh két hep ding ky nhan cha, me, con.

1. Cach thirc thuc hién

Hinh thirc ndp Thoi han giai quyét Phi, 1¢ phi M6 ta
g 03 ngay lam viéc. Truong hop can phai xac minh thi thoi han giai quyét khéng qué
Truc tiép 08 ngay lam viéc.
. 03 ngay lam viéc. Truong hop can phai xac minh thi thoi han giai quyét khong qua
Tryc tuyén 08 ngay lam viéc.
‘ 03 ngay lam viéc. Truong hop can phai xac minh thi thoi han giai quyét khong qua
Dich vubuu chinh | og ngay 1am viéc.
2. Thanh phan hd so
* Gidy to phai nop:
Chung ctr chang minh quan hé cha, con hodc quan hé me, con géom:
Loai gidy to Ban chinh | Ban sao
To khai ding ky khai sinh theo mau 1 0
To khai dang ky nhan cha, me, con theo mau; 1 0
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Loai gidy to Ban chinh | Ban sao
Ban chinh Gidy chung sinh; treang hop khong c6 Gidy chieng sinh thi ndp vin ban cta ngudi 1am ching
xé&c nhan vé viéc sinh; néu khong c6 nguoi 1am ching thi phai c6 gidy cam doan vé viéc sinh; 1 0
Vin ban caa co quan y té, co quan giam dinh hoidc co quan khac c6 tham quyén xac nhan quan hé cha con,
quan hé me con 1 0
Truong hop khong ¢6 vin ban néu trén thi phai c6 van ban cam doan cuia cac bén nhan cha, me, con vé moi
quan hé cha, me, con va c6 it nhat hai nguoi 1am chting vé méi quan hé cha, me, con. 1 0
* Giay to phai xuat trinh:
Loai gidy to Ban chinh | Ban sao
Ho chiéu/Chiing minh nhan dan/Thé can cudc cdng dan/Thé cin cude/Can cude dién ti/Gidy chimg nhan
cin cude hoic cac gidy to khac ¢ dan anh va thong tin ca nhan do co quan c¢6 tham quyén cap, con gia tri
sir dung dé chirng minh vé nhan than caa nguoi c6 yéu cau diang ky nhan cha, me, con. Trudng hop céc 1 0
thong tin c& nhan trong cac giay to nay di c6 trong CSDLQGVDC, CSDLHTDT, dugc hé thdng dién tu
dong thi khong phai tai 1én (theo hinh thic truc tuyén);
Gidy to 6 gid tri ching minh théng tin vé cu trii trong trudng hop co quan dang ky ho tich khdng thé khai
thac dugc thong tin vé noi cu tri clia cong dan theo cac phuong thirc quy dinh tai khoan 2 Biéu 14 Nghi
dinh s6 104/2022/ND-CP ngay 21/12/2022 ctia Chinh phu. Truong hop cac thdng tin vé gidy to ching 1 0

minh noi cu tra da dugc khai thac tir Co s dit liéu quéc gia vé dan cu bang cac phuong thic nay thi ngudi
c6 yéu cau khong phai xuat trinh (theo hinh thirc truc tiép) hoic tai 1én (theo hinh thuc truc tuyén).

3. Trinh ty thyue hién
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- Nguoi yéu cau dang ky khai sinh va nhan cha, me, con nop ho so ding ky khai sinh va dang ky nhan cha, me, con tai Trung tdm Phuc vu
hanh chinh cong cé tham quyén; nop 18 phi néu thudc trudng hop phai nop 1é phi dang ky khai sinh, ding ky nhan cha, me, con; nop phi cap
ban sao Gidy khai sinh, Trich luc ding ky nhan cha, me, con néu cd y&u cau cip ban sao Giay khai sinh, Trich luc ding ky nhan cha, me, con.
- Cén bo tiép nhan hé so tai Trung tdm Phuc vu hanh chinh cong c6 trach nhiém Kiém tra tinh chinh xéac, dy du, théng nhat, hop 18 cua ho so
(i) Truong hop hd so day du, hop 16 thi tiép nhan ho so, c6 Phiéu hen, tra két qua cho ngudi yéu cau, ddng thoi chuyén hd so dé cong chuc tu
phap - ho tich xtr Iy; truong hop tiép nhan hd so tai Trung tim Phuc vu hanh chinh cdng cép tinh, can bé tiép nhan hd so chuyén hé so dén Uy
ban nhan dan cap xa c6 tham quyén xi 1y.
- Sau khi tiép nhan hé so, can bo tiép nhan ho so tai Bo phan mot cira thuc hién sé hoa (sao chup, chuyén thanh tai liéu dién tir trén hé thong
thong tin, co s& dir liéu) va ky sé vao tai liéu, hd so giai quyét tha tuc hanh chinh di dwoc sé hoa theo quy dinh.
(i) Truong hop hd so chwa day da, hop 18 thi c6 thong bao cho ngudi yéu cau bd sung, hoan thién hd so, néu rd loai gidy to, noi dung can bd
sung dé nguoi ¢o yéu cau bo sung, hoan thien. Sau khi ho so dugc bo sung, thuc hién lai budc (i);
(iii) Truong hop nguoi yéu cau dang ky khai sinh va nhan cha, me, con khdng b6 sung, hoan thién duoc ho so thi can bo tiép nhan hd so bao
c4o Lanh dao Trung tdm Phuc vu hanh chinh cong c6 thdng bao tir chdi giai quyét yéu cau ding ky khai sinh va nhan cha, me, con.
- Cong chure tu phap - ho tich tham tra ho so (tham tra tinh thong nhat, hop 1¢ caa cac thong tin trong ho so, gidy to, tai liéu do nguoi yéu cau
nop, xuat trinh hoic dinh kém).
+ Truong hop ho so can bo sung, hoan thién hoidc khong du diéu kién giai quyét, phai tir chéi thi cong chie tu phap - ho tich giri théng bao vé
tinh trang ho so téi Trung thm Phuc vy hanh chinh céng dé thong bao cho ngudi ndp hd so — thuc hién lai budc (i) hoac (iii);
+ Truong hop can phai kiém tra, x4c minh 1am rd hoic do nguyén nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong chirc tu
phap - ho tich 1ap Phiéu xin 15i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham tra két qua va thoi gian hen tra két qua, chuyén Trung
tdm Phuc vu hanh chinh cong dé tra cho ngudi yéu cau;
+ Néu thay viéc nhan cha, me, con 1a diing va khong cé tranh chap, thong tin khai sinh day du va pha hop, thi cong chire tu phap - ho tich thuc
hién viéc ghi vao So6 diang ky nhan cha, me, con, So6 dang ky khai sinh, cap nhat thong tin dang ky khai sinh, dang ky nhan cha, me, con va luu
chinh thac trén Phan mém ding ky, quan ly ho tich dién tir ding chung, chuyén thong tin dén CSDLQGVDC dé lay Sb dinh danh cé nhan.
- Sau khi CSDLQGVDC tra vé Sé dinh danh ca nhan, cong chuc tu phap - ho tich in Gidy khai sinh, Trich luc dang ky nhan cha, me, con,
trinh Lanh dao Uy ban nhan dan cap x& ky, chuyén téi Trung tam Phuyc vu hanh chinh cong tra két qua cho ngudi yéu cau.
4. Co quan thye hién: Uy ban nhan dan cap xa
5. Y8u céu, diéu kién:
- Bén nhan va bén dugc nhan 1a cha, me, con déu con song;
- Viéc nhan cha, me, con khéng cé tranh chap.
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- Trudng hop nam, nit chung séng véi nhau nhu vo chong, khong dang ky ket hén, sinh con, nguoi con sdng cling véi ngudi cha, khi nguoi
cha 1am thu tuc nhan con ma khong lién hé dugc véi ngudi me thi khdng can c6 y kién ctia nguodi me trong To khai ding ky nhan cha, me,
con.

6. Thi tuc hanh chinh lién quan: khéng c6 thong tin

XXXVII. Ma HS: 1.003583
Thi tuc dang ky khai sinh lvu dgng.

1. Cach thirc thye hién

Hinh thirc ngp Thoi han giai quyét Phi, 1€ phi Mo ta

Truc tiép 05 ngay lam viéc

2. Thanh phan h so

* Gidy to phai nop:
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Loai gidy tor Béan chinh | Ban sao

T khai ding ky khai sinh theo mau 1 0

Ban chinh Gidy chang sinh; truang hop khdng c6 Gidy chieng sinh thi ndp vin ban cta nguoi 1am ching

x&c nhan vé viéc sinh; néu khong c6 ngudi 1am chang thi phai ¢ gidy cam doan vé viéc sinh; 1 0
Truong hop khai sinh cho tré em sinh ra do mang thai ho phai c6 vian ban xac nhan cia co sy té da thuc
hién ky thuat ho trg sinh san cho viéc mang thai ho. 1 0
* Giay to phai xuat trinh:
Loai gidy to Ban chinh | Ban sao

Ho chiéu/Chtang minh nhan dan/Thé cin cudc cdng dan/Thé can cude/Can cudce dién tia/Giay chitng nhan
cin cude hoic cac gidy to khac ¢ dan anh va thong tin ca nhan do co quan c¢6 tham quyén cap, con gia tri 1 0
sir dung dé chirng minh vé nhan than cia nguoi c6 yéu cau dang ky khai sinh

Gidy to ¢6 gia tri chirng minh thong tin vé cu tri trong trudng hop co quan ding ky ho tich khong thé khai
thac duoc thong tin vé noi cu tra ctia cong dan theo cac phuong thic quy dinh tai khoan 2 Piéu 14 Nghi
dinh s6 104/2022/ND-CP ngay 21/12/2022 cia Chinh phu. Trudng hop cac thdng tin vé gidy to ching 1 0
minh noi cu tra d duoc khai thac tir Co so dir liéu qubc gia vé dan cu bang cac phuong thirc nay thi nguoi
c6 yéu cau khong phai xuat trinh (theo hinh thic tryc tiép) hoac tai 1n (theo hinh thic truc tuyén)

Giay chang nhan két hon néu cha, me da ding ky két hon. Truong hop di ¢ thong tin vé viéc két hon caa
cha, me trong CSDLHTDT, CSDLQGVDC thi khong phai xuét trinh, 1 0

3. Trinh ty thyue hién
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- Cong chirc tu phép - ho tich cap xa dugc giao nhiém vu ding ky khai sinh luu dong c¢6 trach nhiém chuén bi ddy dt mau To khai ding ky
khai sinh, gidy to ho tich va diéu kién can thiét dé thuc hién dang ky luu dong tai nha riéng hodc tai dia diém t6 chirc dang ky luu dong, bao
dam thuan loi cho nguoi dan.
Tai dia diém dang ky ho tich luu dong, cong chire tu phap - ho tich huong dan nguoi yéu cau dién day du thong tin trong To khai dang ky
khai sinh; klem tra cac glay t& 1am co s& cho viée ding ky khai sinh; viét Phiéu tlep nhan hd so.
- Sau khi tiép nhan du ho so, cong chie tu phap - ho tich thuc hién viée ghi vao S6 dang ky khai sinh, cap nhat thong tin ding ky khai sinh
trén Phan mém dang ky, quan 1y ho tich dién tr dung chung, luu chinh thire va chuyén thong tin dén CSDLQGVDC dé lay S dinh danh cé
nhan.
Sau khi CSDLQGVDC tra vé Sb dinh danh c4 nhan, céng chirc tu phap - ho tich in Gidy khai sinh, trinh Lanh dao UBND ky Gidy khai sinh
dé cap cho nguoi ¢ yéu cau.
- Cong chirc tu phéap - ho tich dem theo Gidy khai sinh va S6 ding ky khai sinh dé tra két qua cho ngudi ¢6 yéu cau tai dia diém dang ky luu
dong; huéng dan nguoi yéu cau kiém tra ndi dung Gidy khai sinh va S6 dang ky khai sinh, kY, ghi 1 ho, tén trong S6 dang ky khai sinh; tai
muc “Ghi cha” trong S6 dang ky khai sinh ghi r6 “Dang ky luu dong”.
- Truong hop ngudi yéu cau khong biét chir thi cong chirc tu phap - ho tich tryc tiép ghi To khai, sau d6 doc cho ngudi yéu cau nghe lai noi
dung va huéng dan ngudi d6 diém chi vao To khai. Khi tra két qua dang ky ho tich, cong chirc tu phap - ho tich phai doc lai noi dung Giay
khai sinh cho nguoi yéu cau nghe va hudng dan ngudi dé diém chi vao S6 diang ky khai sinh.

*Luuy:

- Béi véi viée xac dinh ho, dan tdc, dat tén cho tré:

+ Viéc xac dinh ho, dan toc, dit tén cho tré em phai pht hop voi phéap ludt va yéu cau gitr gin ban sic dan toc, tip quan, truyén thong vin
hoéa tbt dep cua Vi¢t Nam; khong dat tén qua dai, kho sir dung.

+ Truong hop cha, me khong thoa thuan duoc vé ho, dan tdc, qué quan cua con khi dang ky khai sinh thi ho, dan tdc, qué quan cua con duogc
xac dinh theo tdp quan nhung phai bdo dam theo ho, dan tdc, qué quan cua cha hoac me.

- Trudng hop cho phép ngudi yéu cau ding ky ho tich 1ap van ban cam doan vé noi dung yéu cau diang ky ho tich thi co quan ding ky ho tich
phai giai thich r6 cho nguoi 1ap van ban cam doan vé trach nhiém, hé qua phap ly cua viéc cam doan khong dung sur thét.

Co quan dang ky ho tich tir chdi giai quyét hodc dé nghi co quan c6 thim quyén huy bo két qua dang ky ho tich, néu co co sé xac dinh ndi
dung cam doan khong dung su that.

Ngudi tiép nhan ho so thyuc hién khai thac thong tin trong Co s dit lidu qudc gia vé dan cu theo quy dinh phép ludt néu ngudi yéu cau dang
ky ho tich da cung cép ho, chit dém, tén; ngay, thang, ndm sinh,; s6 dinh danh c4 nhan/thé can cuée cong dan/thé can cudc/chung minh nhan
dan/can cudc dién tir. Trudng hop cac thong tin can khai thac khong co6 trong Co s6 dit lidu qudc gia vé dan cu thi d& nghi nguoi yéu cau ké
khai day du..

4. Co quan thyce hién: Uy ban nhan dan cap xa

5. Yéu cau, diéu kién:

Tré em sinh ra ma cha me bi khuyét tat, m bénh khdng thé di dang ky khai sinh cho con; cha me bi bat, tam giam hoic dang thi hanh &n
phat ti ma khéng con 6ng ba noi, ngoai va ngudi than thich khac hoic nhirng ngudi nay khong ¢ diéu kién di dang ky khai sinh cho tré..



6. Thu tuc hanh chinh lién quan: khéng c6 théng tin

XXXVIII. Ma HS:
Thi tuc diang ky két hon luu dong.

1. Cach thure thue hién
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Hinh thirc ngp Thoi han giai quyét

Phi, 1¢ phi

Truc tiép 05 ngay lam viéc

2. Thanh phan h so

* Gidy to phai nop:

Loai gidy to

Ban chinh

Ban sao

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

* Gidy to phai xuat trinh:
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Loai gidy tor Ban chinh | Ban sao

Ho chiéu/Chting minh nhan dan/Thé cin cude cong dan/Thé cin cude/Can cude dién ta/Gidy chirng nhan
can cudc hodc cac gidy to khac 6 dan anh va thdng tin ca nhan do co quan c¢6 tham quyén cap, con gia tri 1 0
sir dung dé chirng minh vé nhan than cua ngudi ¢6 yéu cau dang ky két hon.

Gidy to cd gia tri chirng minh thong tin vé cu tra trong tredng hop co quan ding ky ho tich khong thé khai
thac dugc théng tin vé noi cu tra clia cong dan theo cac phuong thirc quy dinh tai khoan 2 Biéu 14 Nghi
dinh s6 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop cac théng tin vé gidy to chiang 1 0
minh noi cu tra da duoc khai thac tir Co so dir liéu quéc gia vé dan cu bang cac phuong thirc nay thi nguoi
c6 yéu cau khong phai xuat trinh (theo hinh thic tryc tiép) hoac tai 1én (theo hinh thic truc tuyén)

3. Trinh tu thwe hién

- COng chirc tu phap - ho tich cap xa duoc giao nhiém vu dang ky két hon luu dong co trach nhiém chuan bj day du cac loai mau To khai, gidy
td ho tich va diéu kién can thiét dé thuc hién dang ky luu dong.

- Tai dia diém dang ky két hon luu dong, cong chire tu phap - ho tich cd trach nhiém kiém tra, xac minh vé diéu kién két hon cua céac bén:
huéng dan nguoi dan dién day di théng tin trong To khai ding ky két hon. Néu ho so day du, hop 18, cdng chirc tu phap - ho tich tiép nhan ho
so viét Phiéu tiép nhan ho so.

- Sau khi tiép nhan hd so, cong chic tu phap - ho tich béo cao Chu tich Uy ban nhan dan cap xa. Truong hop Chu tich Uy ban nhan dan dong
y giai quyét thi ky cap 02 Giay ching nhan két hon cho ngudi ¢6 yéu cau. Cong chirc tu phap - ho tich ghi noi dung ding ky vao So ding ky
két hon, hudng dan cac bén kiém tra noi dung Gidy chiing nhan két hon va Sé dang ky két hon, cing cac bén nam, nir ky vao So ding ky két
hon, Giay ching nhan két hon theo quy dinh; tién hanh trao Gidy chiing nhan két hon cho céac bén tai dia diém diang ky luu dong. Tai muc
“Ghi chii” trong S6 dang ky két hon ghi o “Dang ky luu dong”.

- Trudng hop ngudi yéu cau khong biét chir thi cong chire tu phap - ho tich truc tiép ghi To khai, sau d6 doc cho ngudi yéu cau nghe lai noi
dung va hudng dan ngudi dé diém chi vao To khai. Khi trao Gidy ching nhan két hon, cong chic tu phap - ho tich phai doc lai noi dung Giay
chuing nhan két hon cho ngudi yéu cau nghe va huéng dan nguoi do diém chi vao S6 dang ky két hon

- * Luu y: Ngudi tiép nhan hd so thuc hién khai thac thong tin trong Co sd dir liéu quéc gia vé dan cu theo quy dinh phap luat néu ngudi yéu
cau dang ky ho tich da cung cap ho, chit dém, tén; ngay, thang, nam sinh; s6 dinh danh c& nhan/thé cin cudc cong dan/thé can cudc/chiang
minh nhan din/cin cude dién tir. Truong hop c&c thdng tin can khai thac khong c6 trong Co s& dit liéu quéc gia vé dan cu thi dé nghi nguoi
yéu cau ké khai day du.



4. Co quan thye hién: Uy ban nhan dan cap xa

5. Yéu cau, diéu kién:

- Hai bén nam, nir cung thuong tra trén dia ban cap x4 ma mot hoic ca hai bén nam, nit 1 nguoi khuyét tat, 5m bénh khong thé di dang ky

két hon duoc.

- Nam tir da 20 tudi tro 18n, nit tir du 18 tudi tro 1én;
- Viéc két hdn do nam va nit tu nguyén quyét dinh;
- Khong bi mét ning lyc hanh vi dan su;

- Viéc két hon khong thudc mét trong cac trudng hop cam két hon, gom:

+ Két hén gia tao;

+ Tao hon, cudng ép két hon, hra dbi két hon, can tro két hon;
+ Nguoi dang c6 vg, 6 chong ma két hon vai ngudoi khac hoac chua co vo, chua co chong ma két hon vai nguoi dang ¢o chong, €0 vo;
+ Két hon gitra nhirng nguoi cung dong mau ve truc hé; gitra nhitng nguoi €6 ho trong pham vi ba doi; gitta cha, me nudi vai con nubi; gitr
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a

nguoi di ting 1a cha, me nudi vai con nudi, cha chong véi con dau, me vo vai con ré, cha duong vai con riéng caa vo, me ké véi con riéng

cta chong;

* Nha nudc khéng thira nhan hén nhén gitra nhitng nguoi cung giai tinh..

6. Thu tuc hanh chinh lién quan: khdng cé thong tin

XXXIX. M& HS: 1.004837
Thi tuc dang ky giam hg.

1. Cach thure thue hién

Hinh thirc ngp

Thoi han giai quyét

Phi, 1¢ phi
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Truc tiép 03 ngay lam viéc

Truc tuyén 03 ngay lam viéc

Dich vu buu chinh | 03 ngay lam viéc

2. Thanh phan h so

* Giay to phai nop:

Loai gidy to Ban chinh | Ban sao
Vin ban cir nguoi giam ho theo quy dinh cua B luat Dan su dbi vai truong hop dang ky giam ho cir 1 0
Gidy to ching minh diéu kién giam ho duong nhién theo quy dinh cua Bo luat Dan su ddi véi treong hop
dang ky giam ho duong nhién. Truong hop ¢é nhiéu ngudi cing du diéu kién 1am giam ho duong nhién thi 1 0
nop thém van ban thoa thuan vé viéc cir mot nguoi lam giam ho duong nhién
Vin ban uy quyén theo quy dinh cua phap luat trong truong hop ty quyén thuc hién viéc ding ky giam ho.
Truong hop nguoi dugc uy quyén 1a 6ng, ba, cha, me, con, vo, chong, anh, chi, em rudt cia ngudi uy 1 0
quyén thi van ban ay quyén khong phai chiing thuc.

* Gidy to phai xuit trinh:

Loai gidy tor Ban chinh | Ban sao

Ho chiéu/Chting minh nhan dan/Thé cin cude cdng dan/Thé can cudce/Can cude dién ta/Gidy chitng nhan 1 0

can cudc hoic cac gidy to khac 6 dan anh va thong tin ca nhan do co quan ¢ tham quyén cap, con gia tri
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Loai gidy tor Ban chinh | Ban sao

sir dung dé chirng minh vé nhan than caa nguoi c6 yéu cau ding ky giam ho. Truong hop céc thdng tin ca
nhan trong cac gidy to nay di c6 trong CSDLQGVDC, CSDLHTDT, dugc hé thong dién tu dong thi khong
phai tai 1én (theo hinh thic tryc tuyén)

Gidy to cd gia tri chirng minh thong tin vé cu tri trong tredng hop co quan ding ky ho tich khong thé khai
thac dugc théng tin vé noi cu tra clia cong dan theo cac phuong thirc quy dinh tai khoan 2 Biéu 14 Nghi
dinh s6 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop cac théng tin vé gidy to chiang 1 0
minh noi cu tra da duoc khai thac tir Co so dir liéu quéc gia vé dan cu bang cac phuong thirc nay thi nguoi
c6 yéu cau khong phai xuat trinh (theo hinh thirc tryuc tiép) hoac tai 1én (theo hinh thuc truc tuyén).

3. Trinh ty thyc hién

- Néu lya chon hinh thirc nop hé so truc tiép, ngudi yéu cau dang ky giam ho nop ho so dang ky giam ho tai Trung tam Phuc vu hanh chinh
cong cd tham quyén; nop 18 phi néu thudce truong hop phai ndp 1¢ phi dang ky giam ho; nop phi cap ban sao Trich luc ding ky giam ho néu co
yéu cau cap ban sao Trich lyc ding ky gidam ho.

- Néu lya chon hinh thirc nop hé so truc tuyén, ngudi c6 yéu cau dang ky giam ho truy cap Cong dich vy céng quéc gia hoac Cong dich vu
cong cap tinh, dang ky tai khoan (néu chua c6 tai khoan), xac thuc nguoi dung theo hudng dan, dang nhap vao hé thdng, xac dinh dung Uy
ban nhan dan cp xa c tham quyen.

Nguoi c6 yéu cau dang ky giam ho truc tuyén cung cap thdng tin theo biéu mau dién tir twong tac dang ky giam ho (cung cap trén Cong dich
vu cong), dinh kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop phi, 1& phi théng qua chirc nang thanh toan truc tuyén
hoac bang cach thirc khac theo quy dinh phap luat, hoan tat viéc nop ho so.

- Cén bo tiép nhan ho so tai Trung tam Phuc vy hanh chinh céng c6 trach nhiém kiém tra tinh chinh xac, day du, théng nhat, hop 1é cua ho so.
(i) Trudng hop ho so day da, hop 18 thi tiép nhan ho so, co Phiéu hen, tra két qua cho nguoi yéu cau (néu ngudi yeu cau nop hd so truc tiép)
hoac guri ngay Phiéu hen, tra két qua qua thu dién tir hodc guri tin nhan hen tra két qua qua dién thoai di dong cho ngudi yéu cau (néu nguoi
y&u cau nop ho so truc tuyén), dong thoi chuyén hd so dé cong chire tu phap - ho tich xt 1y; trudng hop tiép nhan hd so tai Trung thm Phuc
vu hanh chinh céng cép tinh, can bo tiép nhan ho so chuyén ho so dén Uy ban nhan dan cip x& c6 tham quyeén xu ly.

- Sau khi tiép nhan hd so theo hinh thtc nop truc tiép, can b tiép nhan hd so tai Bo phan mot cua thuc hién sb hda (sao chup, chuyén thanh
tai lidu dién tir trén hé thong thong tin, co so dit liéu) va ky sb vao tai liéu, hd so giai quyét thu tuc hanh chinh d3 duoc s6 hoa theo quy dinh.
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(ii) Truong hop hd so chua day da, hop 18 thi ¢6 thong bao cho ngudi yéu cau bd sung, hoan thién hd so, néu rd loai gidy to, noi dung can bo
sung dé nguoi c6 yéu cau b sung, hoan thién. Sau khi hd so dugc bo sung, thuc hién lai budc (i);
(iii) Truong hop ngudi yéu cau ding ky giam ho khéng bd sung, hoan thién dugc hd so thi can bo tiép nhan hd so bao cao Lanh dao Trung
tdm Phuc vu hanh chinh cong c6 thong béo tir chdi giai quyét yéu cau dang ky giam hd.
- Cong chire tu phap - ho tich tham tra hd so (tham tra tinh thong nhat, hop 1& caa cac thong tin trong ho so, gidy to, tai liéu do nguoi yéu cau
nop, Xuat trinh hozc dinh kém)
+ Truong hop hd so can bd sung, hoan thién hoidc khong du diéu kién giai quyét, phai tir chéi thi cong chie tu phap - ho tich giri théng bao vé
tinh trang hd so téi Trung tdm Phuc vu hanh chinh céng dé thong bao cho ngudi nop hd so — thuc hién lai budc (i) hoac (iii);
+ Truong hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong chirc tu
phap - ho tich 1ap Phiéu xin 13i va hen lai ngay tra két qua, trong d6 néu rd Iy do cham tra két qua va thoi gian hen tra két qua, chuyén Trung
tam Phuc vy hanh chinh cong dé tra cho ngudi yéu cau (néu nguoi yéu cau nop ho so truc tiép), hoac giri Phiéu xin 15i va hen lai ngay tra két
qua qua thu dién tir hodc guri tin nhan qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu cau nop ho so truc tuyén).
+ Néu thay yéu cau dang ky giam ho du diéu kién theo quy dinh phap luat, ho so day du, hop 18, dung quy dinh, treong hop tiép nhan ho so
dang ky giam ho theo hinh thic tryc tiép, thi cong chic tu phap - ho tich thuc hién viéc ghi vao S6 dang ky giam ho, cap nhat thong tin dang
ky giam ho va luu chinh thtc trén Phan mém dang ky, quan ly ho tich dién tir ding chung.
Truong hop tiép nhan hd so ding ky giam ho theo hinh thtc truc tuyén, cong chiic tu phap - ho tich gui lai biéu mau Trich luc dang ky giam
ho dién tir voi thong tin day du cho nguoi Yéu cau qua thu dién tr hoac thiét bi sb.
Nguoi yéu cau co trach nhiém kiém tra tinh chinh x4c, day du cua cac thong tin trén biéu mau Trich luc dang ky giam ho dién tr va xac nhan
Néu ngudi c6 yéu cau xac nhan thong tin da thong nhat, day da hozc khdng c6 phan hoi sau thoi han yéu cau thi céng chic tu phap - ho tich
thuc hién viéc ghi noi dung vao So dang ky giam ho, cap nhat thong tin ding ky giam ho va luu chinh thie trén Phan mém ding ky, quan ly
ho tich dién tir dung chung.
- COng chirc tu phap - ho tich in Trich luc dang ky giam ho, trinh Lanh dao Uy ban nhan dan cap x4 ky, chuyén Trung tam Phuc vu hanh chinh
cong tra két qua cho ngudi yéu cau.
4. Co quan thye hién: Uy ban nhan dan cap xa
5. Yéu cau, diéu kién: khong
6. Thu tuc hanh chinh lién quan: khdng c6 thong tin



XXXX. Ma HS:

Thi tuc diang ky chdm dit giam h.

1. Cach thirc thyuc hién
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Hinh thirc ndp Thoi han giai quyét Phi, 1¢ phi MO ta
Truc tiép 02 ngay lam viéc
Truc tuyén 02 ngay lam viéc
Dich vu buu chinh | 02 ngay lam vigc
2. Thanh phan hd so
* Gidy to phai nop:
Loai gidy to Ban chinh | Béan sao
Gidy to 1am can cir cham dut gidm ho theo quy dinh caa Bo luat Dan su. 1 0
Vin ban uy quyén theo quy dinh cua phap luat trong truong hop ty quyén thuc hién viéc diang ky chidm dut
gidm hg. Truong hop nguoi dugc uy quyén la 6ng, ba, cha, me, con, vo, chéng, anh, chi, em rudt ctia nguoi 1 0

iy quyén thi van ban uy quyén khéng phai ching thuc

* Gidy to phai xut trinh:
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Loai gidy tor Béan chinh | Ban sao

Ho chiéu/Chting minh nhan dan/Thé cin cude cong dan/Thé cin cude/Can cude dién ta/Gidy chirng nhan
can cudc hoic cac gidy to khac 6 dan anh va thong tin ca nhan do co quan ¢ tham quyén cap, con gia tri
sir dung dé chirng minh vé nhan than caa nguoi c6 yéu cau ding ky cham dat giam ho. Trudng hop céac 1 0
thong tin c& nhan trong cac gidy to nay di c6 trong CSDLQGVDC, CSDLHTDT, duogc hé thong dién tu
dong thi khong phai tai 18n (theo hinh thuc truc tuyén).

Gidy to 0 gid tri chiing minh théng tin vé cu trii trong trudng hop co quan dang ky ho tich khdng thé khai
thac duoc thong tin vé noi cu tra ctia cong dan theo cac phuong thic quy dinh tai khoan 2 Piéu 14 Nghi
dinh s6 104/2022/ND-CP ngay 21/12/2022 cia Chinh phu. Trudng hop cac thdng tin vé gidy to chiang 1 0
minh noi cu tra da duoc khai thac tir Co so dir liéu qudc gia vé dan cu bang cac phuong thirc nay thi nguoi
c6 yéu cau khdng phai xuat trinh (theo hinh thac truc tiép) hodc tai 18n (theo hinh thuc truc tuyén).

* Bao gom:

Loai gidy to Ban chinh | Ban sao

To khai dang ky cham dut giam ho theo mau (néu ngudi ¢6 yéu cau lya chon nop ho so theo hinh thuc truc
tiép hoac gui hd so qua hé thong buu chinh);); 1 0

Mau ho tich dién tir twong tac dang ky cham dut giam ho (do nguoi yéu cau cung cap thong tin theo hudng
dan trén Cong dich vy cdng, néu ngudi c6 yéu cau lya chon nop hd so theo hinh thuc truc tuyén) 1 0

3. Trinh ty thwe hién

- Néu lya chon hinh thiic nop ho so truc tiép, ngudi yéu cau diang ky cham dat giam ho nop ho so dang ky cham dut giam ho tai Trung tam
Phuc vy hanh chinh cong cé tham quyén; nop 18 phi néu thudc truang hop phai nop 1¢ phi dang ky cham dut giam ho; nop phi cap ban sao
Trich luc dang ky chdm dut giam ho néu c6 yéu cau cp ban sao Trich luc ding ky cham dat gidam ho.
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- Néu lwa chon hinh thirc nop ho so truc tuyén, nguoi co yéu cau diang ky cham dat giam ho truy cap Cong dich vy cong québc gia hoic Cong
dich vy cbng cap tinh, diang ky tai khoan (néu chua co tai khoan), xac thyc nguoi ding theo huéng dan, dang nhap vao hé théng, xac dinh
daung Uy ban nhan dan cip xa c6 tham quyén.
Nguoi ¢6 yéu cau dang ky cham dat giam ho truc tuyén cung cap thong tin theo biéu mau dién tir trong tac ding ky cham dat giam ho (cung
cap trén Cong dich vu cdng), dinh kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop phi, 1& phi théng qua chirc ning
thanh toan truc tuyén hoic bang cach thirc khac theo quy dinh phap luét, hoan tat viéc nop ho so.
- Cén bo tiép nhan ho so tai Trung tam Phuc vu hanh chinh céng c6 trach nhiém kiém tra tinh chinh xac, day du, théng nhat, hop 1é cta ho so.
(i) Trudng hop ho so day du, hop 18 thi tiép nhan hd so, c6 Phiéu hen, tra két qua cho ngudi yéu cau (néu ngudi yéu cau nop hd so truc tiép)
hoac gtri ngay Phiéu hen, tra két qua qua thu dién tir hodc guri tin nhan hen tra két qua qua dién thoai di dong cho ngudi yéu cau (néu ngudi
y&u cau nop ho so truc tuyén), dong thoi chuyén hd so dé cong chire tu phap - ho tich xu 1y; trudng hop tiép nhan hd so tai Trung thm Phuc
vu hanh chinh céng cap tinh, can bo tiép nhan ho so chuyén ho so dén Uy ban nhan dan cap x& c6 tham quyen xu ly.
- Sau khi tiép nhan hd so theo hinh thuc nop truc tiép, can b tiép nhan hd so tai Bo phan mot cira thuc hién sb hda (sao chup, chuyén thanh
tai liéu dién tir trén hé thong thong tin, co sé dit liéu) va ky s6 vao tai liéu, hd so giai quyét thi tuc hanh chinh d3 duoc s6 hoa theo quy dinh.
(ii) Truong hop hd so chua day di, hop 18 thi c6 thong bao cho ngudi yéu cau bé sung, hoan thién ho so, néu rd loai gidy to, noi dung can bo
sung dé nguoi c6 yéu cau b sung, hoan thién. Sau khi hd so duoc bo sung, thuc hién lai budc (i);
(iii) Truong hop nguoi yéu cau dang ky cham duat giam ho khong bo sung, hoan thién duoc hd so thi can bo tiép nhan ho so bao cdo Lanh dao
Trung tdm Phuc vu hanh chinh cong c6 thdng béo tir chéi giai quyét yéu cau dang ky cham dat giam ho
- Cong chire tu phap - ho tich tham tra hd so (tham tra tinh thong nhat, hop 18 caa cac thong tin trong ho so, gidy to, tai liéu do nguoi yéu cau
nop, Xuat trinh hoic dinh kém).
+ Truong hop hd so can bd sung, hoan thién hoidc khong du diéu kién giai quyét, phai tir chéi thi cong chire tu phap - ho tich giri théng bao vé
tinh trang hd so téi Trung tam Phuc vu hanh chinh cong dé thong bao cho ngudi nop hd so — thuc hién lai budc (i) hoac (iii);
+ Truong hop can phai kiém tra, xac minh 1am rd hoac do nguyén nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong chirc tu
phap - ho tich 1ap Phiéu xin 13i va hen lai ngay tra két qua, trong d6 néu rd ly do cham tra két qua va thoi gian hen tra két qua, chuyén Trung
tam Phuc vy hanh chinh cong dé tra cho ngudi yéu cau (néu nguoi yéu cau nop ho so truc tiép), hoac giri Phiéu xin 13i va hen lai ngay tra két
qua qua thu dién tir hodc giri tin nhan qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu cau nop ho so truc tuyén).
+ Néu thay hd so day du, hop 18, dung quy dinh, tredng hop tiép nhan hd so dang ky cham dat giam ho theo hinh thirc truc tiép, thi cong chuc
tu phép - ho tich thuc hién viéc ghi vao S6 ding ky cham dut giam ho, cap nhat thong tin dang ky cham duat gidam ho va luu chinh thic trén
Phan mém ding ky, quan Iy ho tich dién tir dung chung.
Truong hop tiép nhan ho so diang ky chidm dat giam ho theo hinh thirc truc tuyén, cong chire tu phép - ho tich giri lai biéu mau Trich luc ding
ky cham dat giam ho dién tir véi thong tin day du cho ngudi yéu cau qua thu dién tir hoic thiét bi so.
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Nguoi yéu cau c6 trach nhiém kiém tra tinh chinh xac, day du cta cac thdng tin trén biéu mau Trich luc ding ky cham dat giam ho dién tir va
xé&c nhan (t6i da mot ngay).
Néu ngudi c6 yéu cau xac nhan thong tin da thong nhat, day da hoic khdng c6 phan héi sau thoi han yéu cau thi céng chic tu phap - ho tich
thuc hién viéc ghi noi dung vao S6 diang ky cham dut giam ho, cap nhat thdng tin ding ky cham dit giam ho va luu chinh thirc trén Phan mém
dang ky, quan ly ho tich dién tir dung chung.
- Cong chire tu phap - ho tich in Trich luc dang ky chdm dut giam ho, trinh Lanh dao Uy ban nhan dan cap x4 ky, chuyén Trung tm Phuc vu
hanh chinh cong tra két qua cho ngudi yéu cau.
4. Co quan thuce hién: Uy ban nhan dan cap xa
5. Yéu cau, diéu kién: khong
6. Thu tuc hanh chinh lién quan: khéng cé thong tin

XXXXI. Ma HS: 1.004859
Thii tuc thay déi, cai chinh, bo sung thdng tin h tich, xac dinh lai dan téc.

1. Cach thure thue hién

Hinh thirc ndp Thoi han giai quyét Phi, 1¢ phi Mb ta

03 ngay lam viéc dbi véi yéu cau thay doi, cai chinh ho tich; trudng hop phai xac minh
g thi thoi han giai quyét khong quéa 06 ngay lam viéc. - Ngay trong ngay lam viéc dbi véi
Tryc tiep yéu cau bd sung thong tin ho tich, treang hop nhan ho so sau 15 gio ma khong giai quyét
duogc ngay thi tra két qua trong ngay lam viéc tiép theo.
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duoc ngay thi tra két qua trong ngay 1am viéc tiép theo.

03 ngay lam viéc dbi véi yéu cau thay doi, cai chinh ho tich; trudng hop phai xac minh
. thi thoi han giai quyét khéng qué 06 ngay 1am viéc. - Ngay trong ngay lam viéc ddi véi
Tryc tuyén yéu cau bd sung thdng tin ho tich, tredng hop nhan hd so sau 15 gid ma khong giai quyét

Dich vu buu chinh
duoc ngay thi tra két qua trong ngay lam viéc tiép theo.

03 ngay lam viéc dbi véi yéu cau thay doi, cai chinh ho tich; trudng hop phai xac minh
thi thoi han giai quyét khong quéa 06 ngay lam viéc. - Ngay trong ngay lam viéc dbi véi
y&u cau bd sung thdng tin ho tich, treong hop nhan ho so sau 15 gio ma khdng giai quyét

2. Thanh phan ho so

* Gidy to phai nop:

Loai gidy to Ban chinh | Ban sao
Gidy to 1am can cwr thay doi, cai chinh, bo sung thong tin ho tich. 1 0
Vin ban uy quyén theo quy dinh cua phap luat trong truong hop iy quyén thuc hién viéc diang ky thay doi,
cai chinh, b6 sung thong tin ho tich. Truong hop ngudi duoc Gy quyén l1a dng, ba, cha, me, con, vg, chong, 1 0
anh, chi, em rudt cua ngudi Gy quyén thi van ban uy quyén khdng phai ching thuc.

* Gidy to phai xuat trinh:

Loai gidy to Ban chinh | Ban sao
Gidy to ¢6 gia tri chirng minh thong tin vé cu tri trong truang hop co quan ding ky ho tich khong thé khai
thac duoc thdng tin vé noi cu tra cta céng dan theo cac phuong thic quy dinh tai khoan 2 Biéu 14 Nghi 1 0

dinh s6 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Trudng hop cac thdng tin vé gidy to ching
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Loai gidy tor Béan chinh | Ban sao

minh noi cu tra d duoc khai thac tir Co so dir liéu qudc gia vé dan cu bang cac phuong thirc nay thi nguoi
c6 yéu cau khdng phai xuat trinh (theo hinh thtc tryuc tiép) hoic tai 18n (theo hinh thuc truc tuyén).

Ho chiéu/Chting minh nhan dan/Thé cin cude cong dan/Thé cian cude/Can cude dién ta/Gidy chirng nhan
can cudc hodc cac gidy to khac 6 dan anh va thong tin ca nhan do co quan ¢ tham quyén cap, con gid tri
sir dung dé chirng minh vé nhan than caa nguoi c6 yéu cau ding ky thay ddi, cai chinh, bo sung thong tin 1 0
ho tich. Trudng hop cac thdng tin c& nhan trong cac gidy to nay di c6 trong CSDLQGVDC, CSDLHTDT,
duoc hé thong dién tu dong thi khdng phai tai 1én (theo hinh thic truc tuyén)

* Bao gom:

Loai gidy to Ban chinh | Ban sao

T khai dang ky thay d6i, cai chinh, bo sung théng tin ho tich, xac dinh lai dan toc theo mau (néu ngudi c6

yéu cau lra chon nop hd so theo hinh thuc truc tiép hoic giri hd so qua hé théng buu chinh); 1 0
Mau ho tich dién tir twong tac thuc hién dang ky thay doi, cai chinh, bo sung thdng tin ho tich, xac dinh lai . .
dan toc

3. Trinh ty thwe hién

- Néu lya chon hinh thirc nop ho so truc tiép, ngudi yéu cau dang ky thay doi, cai chinh, bo sung thdng tin ho tich, xac dinh lai dan toc nop ho
so thay ddi, cai chinh, b sung thong tin ho tich, xac dinh lai dan toc tai Trung tim Phuc vu hanh chinh céng c6 thim quyén; nop 1é phi néu
thudc truong hop phai nop 1é phi thay ddi, cai chinh, bd sung théng tin ho tich, xac dinh lai dan toc; nop phi cap ban sao Trich luc thay doi,
cai chinh, b6 sung thdng tin ho tich, xac dinh lai dan toc néu co yéu cau cap ban sao Trich luc thay doi, cai chinh, bo sung thong tin ho tich,
xac dinh lai dan toc.

- Néu lya chon hinh thirc nop hd so truc tuyén, ngudi yéu cau thay doi, cai chinh, bd sung thong tin ho tich, xac dinh lai dan toc truy cap Cong
dich vu cng qudc gia, xac thuc ngudi dung theo huéng dan, dang nhap vao hé théng, lwa chon Uy ban nhan dan cip xa c6 tham quyén.
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Nguoi yéu cau dang ky thay doi, cai chinh, bo sung thong tin ho tich, xac dinh lai dan toc truc tuyén cung cap théng tin theo mau ho tich dién
tr tuong tac thuc hién dang ky thay doi, cai chinh, bd sung thong tin ho tich, x4c dinh lai dan toc (cung cap trén Cong dich vu cong), dinh kém
ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; ndp phi, 1 phi thdng qua chic ning thanh toan truc tuyén hoic bang cach
thirc khac theo quy dinh phap luat, hoan tat viéc nop hd so.
- Cén bo tiép nhan hd so tai Trung tm Phuc vu hanh chinh cong c6 trach nhiém kiém tra tinh chinh xac, dy du, théng nhat, hop 1& cua ho so
(i) Trudng hop ho so day da, hop 18 thi tiép nhan hd so; c6 Phiéu hen, tra két qua cho nguoi yéu cau thay ddi, cai chinh théng tin ho tich, xac
dinh lai dan toc, b sung thong tin ho tich (néu tiép nhan ho so bd sung thong tin ho tich sau 15 gid) (néu ngudi Yeu cau nop hd so truc tiép)
hodc gtri ngay Phiéu hen, tra két qua qua thu dién tir hodc guri tin nhan hen tra két qua qua dién thoai di dong cho ngudi yéu cau (néu ngudi
y&u cau nop ho so truc tuyén); chuyén hd so dé cong chire tu phéap - ho tich xtr 1y; truong hop tiép nhan ho so tai Trung tim Phuc vu hanh
chinh cong cap tinh, can b tiép nhan hd so chuyén hd so dén Uy ban nhan dan cap xa c6 tham quyén xi ly.
(ii) Truong hop hd so chua day da, hop 1 thi can bo tiép nhan hd so thong bao cho ngudi yéu cau bé sung, hoan thién ho so, néu 13 loai giay
td, ndi dung can bd sung dé ngudi yéu cau bo sung, hoan thién. Sau khi hd so dugc bo sung, thuc hién lai budc (i);
(iii) Truong hop ngudi yéu cau dang ky thay doi, cai chinh, bd sung théng tin ho tich, xac dinh lai dan toc khong bd sung, hoan thién duoc hd
so thi can bo tiép nhan hd so bao cdo Lanh dao Trung tdm Phuc vu hanh chinh cong c6 thong bao tir chéi giai quyét yéu cau ding ky thay doi,
cai chinh, bd sung thdng tin ho tich, xac dinh lai dan toc.
- Cong chure tu phap - ho tich tham tra ho so (tham tra tinh thong nhat, hop 1é caa cac thong tin trong ho so, gidy to, tai liéu do nguoi yéu cau
nop, Xuat trinh hozc dinh kém)
+ Truong hop hd so can bd sung, hoan thién hoidc khong du diéu kién giai quyét, phai tir chéi thi cong chire tu phap - ho tich giri théng bao vé
tinh trang ho so téi Trung thm Phuc vy hanh chinh céng dé thong bao cho ngudi ndp hd so — thuc hién lai budc (i) hoac (iii);
+ Trudng hop can phai kiém tra, x4c minh 1am rd hoic do nguyén nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong chirc tu
phap - ho tich 1ap Phiéu xin 13i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham tra két qua va thoi gian hen tra két qua, chuyén Trung
tam Phuc vy hanh chinh cong dé tra cho ngudi yéu cau (néu nguoi yéu cau nop ho so truc tiép), hoac giri Phiéu xin 15i va hen lai ngay tra két
qua qua thu dién tir hodc guri tin nhin qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu cau nop ho so truc tuyén).
+ Néu thay viéc thay doi, cai chinh, bd sung thdng tin ho tich, xac dinh lai dan toc 13 co co so, phi hop véi quy dinh cua phap luat dan su va
phap luat co lién quan, ho so day du, hop Ié, ding quy dinh, truong hop tiép nhan ho so ding ky thay d6i, cai chinh, bd sung théng tin ho tich,
xéc dinh lai dan toc theo hinh thic tryc tiép, thi cdng chirc tu phép - ho tich thuc hién ghi vao S6 dang ky thay dbi, cai chinh, bd sung théng
tin ho tich, xac dinh lai dan toc, cap nhat thong tin ding ky thay doi, cai chinh, bo sung théng tin ho tich, xac dinh lai dan toc trén Phan mém
dang ky, quan ly ho tich dién tir dung chung.
Truong hop tiép nhan ho so dang ky thay ddi, cai chinh, b sung thong tin ho tich, xac dinh lai dan toc theo hinh thuc truc tuyén, cdng chic
tu phap - ho tich gui lai biéu mau Trich luc thay doi, cai chinh, b6 sung thong tin ho tich, xac dinh lai dan toc dién tir voi thong tin day du cho
ngudi Yéu cau qua thu dién tir hoic thiét bi sd.



149
Nguoi yéu cau co trach nhiém kiém tra tinh chinh xéc, day du cua cac thong tin trén biéu mau Trich luc thay d6i, cai chinh, bd sung théng tin
ho tich, xac dinh lai dan toc dién tir va xac nhan (t6i da mot ngay).
Néu ngudi yeu cau xac nhan thong tin dd théng nhét, day du hoic khong c6 phan hdi sau thoi han mot ngay thi ¢éng chie tu phap - ho tich
thuc hién ghi noi dung vao S6 dang ky thay doi, cai chinh, bd sung théng tin ho tich, xac dinh lai dan toc, cap nhat thong tin ding thay doi, cai
chinh, b6 sung théng tin ho tich, xac dinh lai dan toc trén Phan mém ding ky, quan Iy ho tich dién ta dung chung.
- Cong chire tu phap - ho tich in Trich luc thay ddi/cai chinh/bd sung thong tin ho tich/xac dinh lai dan toc twong tmg, trinh Lanh dao Uy ban
nhan dan cap xa ky, chuyén Trung tdm Phuc vy hanh chinh cong tra két qua cho ngudi yéu cau..
4. Co quan thuce hién: Uy ban nhan dan cap xa
5. Yéu cau, diéu kién:
+ Viéc thay doi ho, chir dém, tén cho ngudi dudi 18 tudi phai ¢ sy déng y cia cha, me nguoi dé va duoc thé hién rd trong T khai; dbi Voi
ngudi tir da 9 tudi tré 1én thi con phai c6 su dong y cua nguoi do.
+ Viéc cai chinh ho tich chi dugc giai quyét sau khi co du cin ctr dé xac dinh c6 sai sot do 13i cua cong chic 1am cong tac ho tich hoic cua
ngudi yéu cau dang ky ho tich; khdng cai chinh noi dung trén gidy to ho tich da duoc cap hop 18 nham hop thize hda thong tin trén hd so, gidy
to ca nhan khac.
+ Gidy to ho tich quy dinh da cap cho ca nhan theo quy dinh caia phap luat vé ho tich trudc ngay 01/01/2016 (ngay Luat Ho tich ¢d hiéu luc)
c6 gia tri sir dung ma khong phai bo sung théng tin ho tich con thiéu so véi biéu mau ho tich hién hanh.
+ Gidy to ho tich duoc cap hop 18 ké tir ngay 01/01/2016 ma thong tin ho tich con thiéu thi dugc bo sung, néu cé gidy to, tai lidu do co quan,
t6 chtrc c6 tham quyén cap hop 1é chizng minh. Yéu cau ghi bo sung quéc tich Viét Nam chi thuc hién d6i voi gidy to ho tich dugc cap ké tir
ngay 01/01/2016, sau khi da xac dinh nguoi yéu cau dang c6 qudc tich Viét Nam theo quy dinh ciia Luat Qudc tich Viét Nam.
6. Thi tuc hanh chinh lién quan: khéng c6 théng tin
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XXXXII. Ma HS: 1.004873

Thia tuc cip Gidy xac nhan tinh trang hon nhan.

1. Cach thirc thyuce hién

Hinh thirc ngp

Thoi han giai quyét

Phi,léphi | Méta

Truc tiép

03 ngay lam viéc; trudng hop phai xac minh thi thoi han giai quyét khdng qua 23 ngay.

Truc tuyén

03 ngay 1am viéc; trudng hop phai xac minh thi thoi han giai quyét khdng qua 23 ngay.

Dich vu buu chinh

03 ngay lam viéc; trudng hop phai xac minh thi thoi han giai quyét khong qua 23 ngay.

2. Thanh phan hd so

* Gidy to phai nop:

Loai gidy to Ban chinh | Ban sao
Truong hop ngudi yéu cau cip Gidy xac nhan tinh trang hon nhan da c6 vo hoic chong nhung di ly hon
hodc ngudi vo/chdng da chét thi phai xuat trinh (ban chinh) hoic nop ban sao gidy to hop 18 dé ching minh 0 1
Cong dan Viét Nam da ly hon, huy viéc két hon ¢ nudc ngoai thi phai nop ban sao Trich luc ghi chd ly hén, 0 1
Truong hop ca nhan yéu cau cip lai Gidy xac nhan tinh trang hon nhan dé sir dung vao muc dich khac hoic
do Giay xac nhan tinh trang hon nhan da hét thoi han sir dung theo quy dinh thi phai nop lai Gidy xac nhan 1 0
tinh trang hon nhan da duoc cap trude do
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Loai gidy tor Béan chinh | Ban sao

Vin ban uy quyén theo quy dinh cua phap luat trong truong hop ty quyén thuc hién viéc cap Gidy xéac
nhan tinh trang hon nhan. Truong hop ngudi dugc uy quyén la 6ng, ba, cha, me, con, vo, chong, anh, chi, 1 0
em rudt ciia nguoi Gy quyén thi van ban uy quyén khdng phai chang thuec.

* Giay to phai xuat trinh:

Loai gidy to Ban chinh | Ban sao

Gidy to 0 gid tri chitng minh théng tin vé cu trii trong trudng hop co quan dang ky ho tich khdng thé khai
thac dugc thong tin vé noi cu tra cia cong dan theo cac phuong thirc quy dinh tai khoan 2 Biéu 14 Nghi
dinh s6 104/2022/ND-CP ngay 21/12/2022 cia Chinh phu. Trudng hop cac thdng tin vé gidy to ching 1 0
minh noi cu tra da duoc khai thac tir Co so dir liéu quéc gia vé dan cu bang cac phuong thirc nay thi nguoi
c6 yéu cau khong phai xuat trinh (theo hinh thuc tryc tiép) hoac tai 1én (theo hinh thirc truc tuyén).

Ho chiéu/Chiing minh nhan dan/Thé can cudc cong dan/Thé cin cude/Can cude dién ti/Gidy chimng nhan
can cudc hoic cac gidy to khac o dan anh va thdng tin ca nhan do co quan ¢ tham quyén cap, con gia tri
sir dung dé chirng minh vé nhan than caa nguoi c6 yéu cau ding ky thay doi, cai chinh, bo sung thong tin 1 0
ho tich. Trudng hop cac thdng tin c& nhan trong cac gidy to nay di c6 trong CSDLQGVDC, CSDLHTDT,
duoc hé théng dién tu dong thi khdng phai tai 1én (theo hinh thic truc tuyén)

* Bao gom:

Loai gidy to Ban chinh | Béan sao

T khai cAp Gidy xac nhan tinh trang hdn nhan (néu ngudi ¢6 yéu cau lya chon nop hé so theo hinh thirc
tryuc tiép);
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Loai gidy tor Ban chinh | Ban sao

Mau dién tir twong tac cdp Gidy xac nhan tinh trang hon nhan (do ngudi yéu cau cung cap thong tin theo
huéng dan trén Cong dich vu cong néu ngudi 6 yéu cau lya chon ndp ho so theo hinh thirc truc tuyén) 1 0

3. Trinh ty thue hién

- Néu lya chon hinh thtc nop ho so truc tiép, nguoi yéu cau cap Gidy xac nhan tinh trang hon nhan nop ho so yéu cau cap Giay xac nhan tinh
trang hon nhan tai Trung tm phuc vu hanh chinh cng c6 tham quyén nop 18 phi néu thudc trudng hop phai nop 18 phi cip Gidy xac nhan tinh
trang hon nhan

- Néu luya chon hinh thirc ndp hé so truc tuyén, ngudi yéu cau cap Gidy xac nhan tinh trang hén nhan truy cap Cong dich vu cong qudc gia ,
Xé&c thue ngudi dung theo huéng dan, dang nhap vao hé théng, lva chon Uy ban nhan dan cap xa ¢ tham quyén

Nguoi yéu cau cap Gidy xac nhan tinh trang hon nhan truc tuyén cung cap thong tin theo mau dién tir tuong tac cap Giay xac nhan tinh trang
hon nhan (cung cap trén Cong dich vu cong), dinh kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; ndp phi, 1& phi théng
qua chirc nang thanh toan truc tuyén hoic bang cach thirc khac theo quy dinh phap luat, hoan tat viéc nop ho so

- Cén b tiép nhan ho so tai Trung tdm Phuc vu hanh chinh cdng c6 trach nhiém kiém tra tinh chinh xac, day du, thong nhat, hop 1é cua hd so.
(i) Trudng hop ho so day da, hop 18 thi tiép nhan hd so; co Phiéu hen, tra két qua cho nguoi yéu cau (néu ngudi yeu cau nop hd so truc tiép)
hoac guri ngay Phiéu hen, tra két qua qua thu dién tir hozc gui tin nhan hen tra két qua qua dién thoai di dong cho ngudi yéu cau (néu nguoi
y&u cau nop ho so truc tuyén); chuyén hd so dé cong chire tu phéap - ho tich xtr 1y; truong hop tiép nhan ho so tai Trung tim Phuc vu hanh
chinh c6ng cap tinh, can b tiép nhan hd so chuyén hd so dén Uy ban nhan dan cip xa c6 tham quyén xi 1y.

(ii) Truong hop hd so chua day da, hop 1 thi can bo tiép nhan hd so thong bao cho ngudi yéu cau bé sung, hoan thién ho so, néu 16 loai giay
td, ndi dung can bd sung dé ngudi yéu cau b sung, hoan thién. Sau khi hd so dugc bo sung, thuc hién lai budc (i);

(iii) Néu nguoi yéu cau cap Gidy xac nhan tinh trang hén nhan khong b sung, hoan thién duoc hd so thi bao cdo Lanh dao Trung tam Phuc
vu hanh chinh cong c6 vin ban tir chéi giai quyét yéu cau cap Giay xac nhan tinh trang hon nhan.

- COng chuc tu phéap - ho tich tham tra hd so (tham tra tinh thdng nhat, hop 1é cua cac thdng tin trong hd so, gidy to, tai liéu dinh kém)

+ Truong hop hd so can bd sung, hoan thién hoidc khong du diéu kién giai quyét, phai tir chéi thi cong chire tu phap - ho tich giri théng bao vé
tinh trang hd so téi Trung tam Phuc vu hanh chinh cong dé thong bao cho ngudi ndp hd so — thuc hién lai budc (i) hoac (iii);

+ Trudng hop can phai kiém tra, x4c minh 1am rd hoic do nguyén nhan khac ma khéng thé tra két qua dung thoi gian da hen thi cong chirc tu
phap - ho tich 1ap Phiéu xin 15i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham tra két qua va thoi gian hen tra két qua, chuyén Trung
tdm Phuc vu hanh chinh cong dé tra cho ngudi yéu cau (néu ngudi yéu cau nop hd so truc tiép), hoic giri Phiéu xin 13i va hen lai ngay tra két
qua qua thu dién tir hodc giri tin nhan qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu cau nop ho so truc tuyén).
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- Trudng hop ngudi yéu cau cap lai Gidy xac nhan tinh trang hon nhan dé két hon ma khdng nop lai duoc Gidy xac nhan tinh trang hén nhan
da duogc cép trude day, thi ngudi yeu cau phai trinh bay rd ly do khdng nop lai dugc Gidy xac nhan tinh trang hdn nhan. Trong thoi han 03
ngay lam viéc ké tir ngay tiép nhan hé so, co quan diang ky ho tich ¢d vin ban trao ddi véi noi du dinh dang ky két hon trude day dé xac minh.
Truong hop khéng xac minh dugc hoac khéng nhan dugc két qua xac minh thi co quan dang ky ho tich cho phép ngudi yéu cau lap van ban
cam doan vé tinh trang hén nhan.
- Truong hop tiép nhan ho so cip Gidy xac nhan tinh trang hdn nhan theo hinh thic tryc tiép, sau khi hoan tat thu tuc thi cong chirc tu phap -
ho tich cap nhat théng tin xac nhan tinh trang hdn nhan trén Phan mém dang ky, quan Iy ho tich dién ta dung chung.
Truong hop tiép nhan hd so xac nhan tinh trang hdn nhan theo hinh thirc truc tuyén, cdng chirc tu phap - ho tich guri lai biéu miu Gidy xéac
nhan tinh trang hon nhan dién tir voi thong tin ddy du cho ngudi yéu cau qua thu dién tir hoac thiét bi sd.
Nguoi yéu cau cd trach nhiém Kiém tra tinh chinh x4c, day du cua cac théng tin trén biéu mau Giay xac nhan tinh trang hon nhan dién tir va
xé&c nhan (t6i da mot ngay). Néu ngudi yéu cau xac nhan thong tin da thong nhat, day du hoac khdng c6 phan hoi sau thoi han mét ngay thi
cong chuc tu phap - ho tich cap nhat théng tin xac nhan tinh trang hén nhan trén Phan mém dang ky, quan ly hé tich dién tir ding chung
- Cong chtic tu phép - ho tich in Gidy x&c nhan tinh trang hon nhan, trinh Lanh dao Uy ban nhan dan cap x4 ky, chuyén téi Trung tam Phuc
vy hanh chinh cong dé tra két qua cho ngudoi yéu cau.
4. Co quan thye hién: Uy ban nhan dan cap xa
5. Yéu céu, diéu kién:
Truong hop yéu cau xac nhan tinh trang hon nhan nham muc dich két hon thi ngudi yéu cau phai dap ung da diéu kién két hon:
- Nam tir da 20 tudi tro 18n, nit tir du 18 tudi tro 1én;
- Viéc két hon do nam va nir ty nguyén quyét dinh;
- Khéng bi mat ning luc hanh vi dan su;
- Viéc két hon khong thudc mot trong cac trudng hop cam két hon, gom:
+ Két hon gia tao, ly hon gia tao;
+ Ta0 hdn, cudng ép két hon, lira dbi két hon, can tro két hon;
+ Nguoi dang c6 vg, c6 chong ma két hén véi ngudi khac hoic chua co vo, chua co chong ma két hon véi ngudi dang c6 chong, €6 vo;
+ Két hon giita nhirng nguoi cling dong mau vé truc hé; gitta nhitng ngudi ¢6 ho trong pham vi ba doi; gitra cha, me nudi véi con nudi; gita
ngudi da tirng 1a cha, me nudi vai con nudi, cha chong véi con dau, me vo vai con ré, cha duong vai con riéng cua vo, me ké vai con riéng
ctia chong.
- Nha nuéc khdng thira nhan hdn nhan gitta nhitng ngudi clng gidi tinh. Truong hop yéu cau cap Gidy xac nhan tinh trang hon nhan dé sir
dung vao muc dich khac, khong phai dé dang ky két hon, thi nguoi yéu cau khong phai dap tmg diéu kién két hon.
6. Thu tuc hanh chinh lién quan: khdng cé thong tin
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XXXXI. Ma HS: 1.004772

Thi tuc diang Ky khai sinh cho nguoi da ¢é ho so, gidy to ca nhan.

1. Cach thirc thyuce hién

Hinh thirc ngp

Thoi han giai quyét

Phi,léphi | Méta

Truc tiép

05 ngay lam viéc; trudng hop phai xac minh thi thoi han giai quyét khdng qua 25 ngay.

Truc tuyén

05 ngay lam viéc; trudng hop phai xac minh thi thoi han giai quyét khdng qua 25 ngay.

Dich vu buu chinh

05 ngay lam viéc; trudng hop phai xac minh thi thoi han giai quyét khong qua 25 ngay.

2. Thanh phan hd so

* Gidy to phai nop:

Loai gidy to Ban chinh | Ban sao
Vin ban cam doan ctia ngudi yu cau vé viéc chua dugc ding ky khai sinh 1 0
Ban sao toan bo hd so, gidy to cua ngudi yeu cau hoic hd so, gidy to, tai liéu khac trong d6 c6 thong tin
lién quan dén noi dung khai sinh, gdm: Chang minh nhan dan/Thé cin cudc cong dan/Thé can cude/Can
cudc dién tir/Giay chitng nhan can cudc/Ho chiéu; gidy to chitng minh vé noi cu tra; Bang tét nghiép, Giay 0 1
chang nhan, Ching chi, Hoc ba, Hb so hoc tap do co quan c6 tham quyén cap hoic x&c nhan; gidy to khac
c6 thong tin vé ho, chit dém, tén, ngdy, thang, nim sinh cua ca nhan.
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Loai gidy tor Béan chinh | Ban sao

Truong hop ngudi yéu cau dang ky khai sinh 1a can bo, cdng chic, vién chirc, ngudi dang cong tac trong
lyc luong vil trang thi phai c6 vin ban xac nhan caa Tha trudng co quan, don vi Vé viéc nhitng noi dung
khai sinh ctia nguoi d6 gdm ho, chir dém, tén; gidi tinh; ngay, thang, nim sinh; dan toc; quéc tich; qué
quan; quan hé cha - con, me - con pht hop véi hd so do co quan, don vi dang quan Iy.

Vin ban uy quyén theo quy dinh cua phap luat trong truong hop ty quyén thuc hién viéc ding ky khai
sinh. Truong hop ngudi dugc ty quyén 1a dng, ba, cha, me, con, vo, chdng, anh, chi, em rudt cia ngudi ty 1 0
quyén thi van ban ay quyén khdng phai ching thuc.

* Gidy to phai xuat trinh:

Loai gidy to Ban chinh | Ban sao

Gidy to 6 gid tri ching minh théng tin vé cu trii trong trudng hop co quan dang ky ho tich khdng thé khai
thac dugc théng tin V& noi cu tra ciia cong dan theo cac phuong thirc quy dinh tai khoan 2 Biéu 14 Nghi
dinh s6 104/2022/ND-CP ngay 21/12/2022 cia Chinh phu. Trudng hop cac thdng tin vé gidy to ching 1 0
minh noi cu tra da duoc khai thac tir Co so dir liéu quéc gia vé dan cu bang cac phuong thirc nay thi nguoi
c6 yéu cau khong phai xuat trinh (theo hinh thirc truc tiép) hoac tai 1én (theo hinh thuc truc tuyén).

Ho chiéu/Chtng minh nhan dan/Thé cin cudc cong dan/Thé can cude/Can cudce dién tia/Giay chizng nhan
can cudc hoic cac gidy to khac 6 dan anh va thong tin ca nhan do co quan ¢ tham quyén cap, con gia tri
sir dung dé chirng minh vé nhan than cua ngudi ¢6 yéu cau dang ky thay doi, cai chinh, b6 sung théng tin 1 0
ho tich. Trudng hop cac thdng tin c& nhan trong cac gidy to nay di c6 trong CSDLQGVDC, CSDLHTDT,
duoc hé thong dién tu dong thi khdng phai tai 1én (theo hinh thic truc tuyén)

* Bao gom:
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Loai gidy tor Ban chinh | Ban sao

T khai dang ky khai sinh theo mau (néu ngudi c6 yéu cau lya chon nop hd so theo hinh thirc tryc tuyén
hodc guri ho so qua hé thong buu chinh);

Mau ho tich dién tir trong tac ding ky khai sinh (do ngudi yéu cau cung cp thong tin theo huéng dan trén
Cong dich vu c6ng, néu ngudi c6 yéu cau lya chon nop hd so theo hinh thic truc tuyén)

3. Trinh tu thwe hién

- Néu lya chon hinh thtc nop ho so truc tiép, nguoi yéu cau dang ky khai sinh nop ho so dang ky khai sinh tai Trung tdm Phuc vu hanh chinh
cong ¢ tham quyén; nop 1¢ phi néu thude truong hop phai nop 18 phi dang ky khai sinh; ndp phi cap ban sao Giay khai sinh néu c6 yéu cau
cap ban sao Gidy khai sinh

- Néu lya chon hinh thiic nop hé so truc tuyén, nguoi ¢6 yéu cau dang ky khai sinh truy cap Cong dich vu cong qudc gia hoic Cong dich vu
cong cap tinh, dang ky tai khoan (néu chua c6 tai khoan), xac thuc nguoi dung theo hudng dan, dang nhap vao hé thdng, xac dinh dung Uy
ban nhan dan cp xa c6 tham quyén

Nguoi c6 yéu cau dang ky khai sinh truc tuyén cung cp thong tin theo biéu mau dién tir tvong tac dang ky khai sinh (cung cap trén Cong dich
vu cong), dinh kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop phi, 1& phi théng qua chirc nang thanh toan truc tuyén
hoac bang cach thirc khac theo quy dinh phap luat, hoan tat viéc nop ho so.

- Cén b tiép nhan ho so tai Trung tam Phuc vu hanh chinh cdng c6 trach nhiém kiém tra tinh chinh xac, day du, thong nhat, hop 1é cua hd so.
(i) Trudng hop ho so day da, hop 18 thi tiép nhan ho so, co Phiéu hen, tra két qua cho nguoi yéu cau (néu ngudi yeu cau nop hd so truc tiép)
hoac guri ngay Phiéu hen, tra két qua qua thu dién tir hodc guri tin nhan hen tra két qua qua dién thoai di dong cho ngudi yéu cau (néu nguoi
y&u cau nop hd so truc tuyén), dong thai chuyén hd so dé Cong chic tu phap — ho tich xir 1y; trudng hop tiép nhan hd so tai Trung tam Phuc
vu hanh chinh céng cép tinh, can bo tiép nhan hd so chuyén ho so dén Uy ban nhan dan cip xa c6 thim quyeén xu ly.

(ii) Truong hop hd so chua day da, hop 1 thi can bo tiép nhan hd so thong bao cho ngudi yéu cau bé sung, hoan thién hd so, néu 16 loai gidy
td, ndi dung can bd sung dé ngudi yéu cau b sung, hoan thién. Sau khi hd so dugc bé sung, thuc hién lai budc (i)

(iii) Truong hop nguoi yéu cau dang ky khai sinh khong bo sung, hoan thién duoc ho so thi can bé tiép nhan ho so bao cédo Lanh dao Trung
tam Phuc vu hanh chinh cong cé thong bao tir chbi giai quyét yéu cau dang ky khai sinh.

- Cong chire tu phap - ho tich tham tra hd so (tham tra tinh thdng nhat, hop 18 caa cac thong tin trong ho so, gidy to, tai liéu do nguoi yéu cau
nop, Xuat trinh hoic dinh kém).
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+ Truong hop hd so can bd sung, hoan thién hoidc khong du diéu kién giai quyét, phai tir chéi thi cong chire tu phéap - ho tich giri théng bao vé
tinh trang hd so téi Trung tim Phuc vy hanh chinh céng dé thong bao cho ngudi nop hd so — thuc hién lai budc (i) hoac (iii);
+ Truong hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong chirc tu
phap — ho tich 1ap Phiéu xin 18i va hen lai ngay tra két qua, trong d6 néu 1 1y do cham tra két qua va thoi gian hen tra két qua, chuyén Trung
tdm Phuc vy hanh chinh cong dé tra cho ngudi yéu cau (néu ngudi yéu cau nop hd so truc tiép), hoic giri Phiéu xin 13i va hen lai ngay tra két
qua qua thu dién tir hodc guri tin nhin qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu cau nop ho so truc tuyén).
Truong hop gidy to cia ngudi yéu cau dang ky khai sinh khéng c6 thdng tin ching minh quan hé cha, me, con thi co quan dang ky ho tich c6
van ban dé nghi co quan cong an c6 thim quyén xac minh. Trudng hop co quan cong an tra oi khong co thong tin thi co quan dang ky ho tich
cho ngudi yéu cau dang ky khai sinh 1ap vin ban cam doan vé thdng tin caa cha, me va xac dinh ndi dung khai sinh theo vin ban cam doan
+ Sau khi nhan duoc két qua xac minh hoic sau thoi han 20 ngay ké tir ngay guri van ban yéu cau xac minh ma khong nhan duoc vén ban tra
loi, néu thay ho so day du, hop 1€, dung quy dinh, truong hop tiép nhan ho so dang ky khai sinh theo hinh thirc tryc tiép, thi cong chire tu phap
- ho tich thuc hién ghi vao S6 dang ky khai sinh, cap nhat thong tin ding ky khai sinh trén Phan mém dang ky, quan ly ho tich dién tir ding
chung.
Truong hop tiép nhan hd so diang ky khai sinh theo hinh thtc truc tuyén, cong chirc tu phap - ho tich gui lai biéu mau Giy khai sinh dién tir
vé6i thong tin ddy du cho ngudi yéu cau qua thu dién tir hoic thiét bi sd.
Nguoi yéu cau co trach nhiém kiém tra tinh chinh xac, day du cua cac thong tin trén biéu mau Giay khai sinh dién tir va xac nhan (t6i da mot
ng’ay)' \ e 7 \ \
Néu ngudi Yéu cau xac nhan thong tin da thong nhat, day du hoac khéng cé phan hoi sau thoi han mot ngay thi cong chie tu phap - ho tich
thuc hién ghi noi dung vao So6 dang ky khai sinh, cap nhat thong tin ding ky khai sinh trén Phan mém dang ky, quan ly ho tich dién tir ding
chung.
- Cong chirc tu phap - ho tich in Gidy khai sinh, trinh Lanh dao Uy ban nhan dan cap x& ky, chuyén téi Trung tim Phuc vu hanh chinh cong
dé tra két qua cho nguoi yéu cau.
4. Co quan thye hién: Uy ban nhan dan cap xa
5. Yéu cu, diéu kién:
Coéng dan Viét Nam cu tri trong nudc, sinh trude ngay 01/01/2016, chua duoce dang ky khai sinh, cé ho so, gidy to ca nhan (ban chinh hoac
ban sao dugc chung thuc hop 18) nhu: gidy to thy than; S6 ho khau; So tam trd; gidy to khac do co quan nha nuéce c6 thim quyén cua Viét
Nam cap..
6. Thu tuc hanh chinh lién quan: khdng c6 thong tin
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Thii tuc diing ky lai két hon.

1. Cach thirc thyuce hién

Hinh thirc ngp

Thoi han giai quyét

Phi,1¢ phi | Moéta

Truc tiép

05 ngay lam viéc; trudng hop phai xac minh thi thoi han giai quyét khdng qua 25 ngay.

Truc tuyén

05 ngay lam viéc; trudng hop phai xac minh thi thoi han giai quyét khdng qua 25 ngay.

Dich vu buu chinh

05 ngay lam viéc; trudng hop phai xac minh thi thoi han giai quyét kndng qué 25 ngay.

2. Thanh phan hd so

* Gidy to phai nop:

Loai gidy to Ban chinh | Ban sao
Ban sao Giay chirng nhan két hon duoc cip trude ddy. Néu khong c6 ban sao Gidy chirng nhan két hon thi
nop ban sao hd so, gidy to ca nhan c6 cac thong tin lién quan dén noi dung dang ky két hon 0 1
* Gidy to phai xuat trinh:
Loai gidy to Ban chinh | Ban sao
Gidy to 6 gié tri ching minh théng tin vé cu tri trong trudng hop co quan dang ky ho tich khdng thé khai 1 0
thac dugc théng tin V& noi cu tra clia cong dan theo cac phuong thirc quy dinh tai khoan 2 Biéu 14 Nghi
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Loai gidy to Ban chinh | Ban sao
dinh s6 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Trudng hop cac thdng tin vé gidy to ching
minh noi cu tra da duoc khai thac tir Co so dir liéu qudc gia vé dan cu bang cac phuong thirc nay thi nguoi
c6 yéu cau khdng phai xuat trinh (theo hinh thtc tryuc tiép) hoic tai 18n (theo hinh thuc truc tuyén).
Ho chiéu/Chting minh nhan dan/Thé cin cude cong dan/Thé cin cude/Can cude dién ta/Gidy chirng nhan
can cudc hoic cac gidy to khac 6 dan anh va thong tin ca nhan do co quan ¢ tham quyén cap, con gia tri
sir dung dé chirng minh vé nhan than caa nguoi c6 yéu cau ding ky thay ddi, cai chinh, bo sung thong tin 1 0
ho tich. Truong hop cac thdng tin c& nhan trong cac gidy to nay da c6 trong CSDLQGVDC, CSDLHTDT,
duoc hé thong dién tu dong thi khdng phai tai 1én (theo hinh thic truc tuyén)
* Bao gom:
Loai gidy to Ban chinh | Ban sao
T khai dang ky lai két hon theo mau (néu ngudi ¢d yéu cau lra chon nop hd so theo hinh thuc truc tiép); 1 0
Mau ho tich dién tir trong tac ding ky lai két hon 1 0

3. Trinh ty thwe hién

- Néu lya chon hinh thtc nop ho so truc tiép, ngudi yéu cau diang ky lai két hon nop hd so dang ky lai két hdn tai Trung tam phuc vu hanh

chinh cong c6 tham quyén nop 1é phi néu thudc trudng hop phai ndp 18 phi dang ky lai két hon.

- Néu lya chon hinh thtrc nop hd so truc tuyén, nguoi c6 yéu cau diang ky lai két hdn truy cap Cong dich vu céng qudc gia hoic Cong dich vu
cong cap tinh, dang ky tai khoan (néu chua cé tai khoan), xac thuc nguoi dung theo hudng dan, dang nhap vao hé thong, xac dinh dung Uy

ban nhan dan cip xa c6 tham quyén

Nguoi c6 yéu cau dang ky lai két hon truc tuyén cung cap thong tin theo biéu mau dién tir twong tac dang ky lai két hon (cung cap trén Cong
dich vu cong), dinh kém ban chup hoac ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop phi, & phi théng qua chirc ning thanh toan tryc

tuyén hoic bang cach thire khac theo quy dinh phap lut, hoan tat viéc nop ho so
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- Cén bo tiép nhan ho so tai Trung tam Phuc vu hanh chinh céng c6 trach nhiém kiém tra tinh chinh xac, day du, théng nhat, hop 1é cta ho so.
(i) Truong hop ho so day da, hop 18 thi tiép nhan ho so, co Phiéu hen, tra két qua cho nguoi yéu cau (néu ngudi yeu cau nop hd so truc tiép)
hodc gtri ngay Phiéu hen, tra két qua qua thu dién tir hoic guri tin nhan hen tra két qua qua dién thoai di dong cho ngudi yéu cau (néu ngudi
y&u cau nop ho so truc tuyén), dong thoi chuyén hd so dé cong chire tu phap - ho tich xu 1y; trudng hop tiép nhan hd so tai Trung thm Phuc
vu hanh chinh céng cép tinh, can bo tiép nhan hd so chuyén hé so dén Uy ban nhan dan cip xa c6 thim quyén xu ly.
- Sau khi tiép nhan hd so theo hinh thic nop truc tiép, can bo tiép nhan hd so tai Bo phan mot cira thuc hién sé héa (sao chup, chuyén thanh
tai liéu dién tir trén hé thong thong tin, co s dit liéu) va ky s6 vao tai liéu, ho so giai quyét thi tuc hanh chinh d3 duoc sb hoa theo quy dinh.
(i) Truong hop hd so chwa day da, hop 18 thi c6 théng bao cho ngudi yéu cau bd sung, hoan thién hd so, néu rd loai gidy to, ndi dung can bd
sung dé nguoi c6 yéu cau b sung, hoan thién. Sau khi hd so duoc bo sung, thuc hién lai budc (i);
(iii) Néu nguoi yéu cau dang ky lai két hon khong bo sung, hoan thién duoc hd so thi bao cao Lanh dao Trung tdm Phuc vu hanh chinh cong
¢6 van ban tir chbi giai quyét yéu cau dang ky lai két hon.
- Cong chire tu phap - ho tich tham tra hd so (tham tra tinh thong nhat, hop 1é caa cac thong tin trong ho so, gidy to, tai liéu do nguoi yéu cau
nop, xuat trinh hoic dinh kém).
+ Truong hop ho so can bo sung, hoan thién hodc khong du diéu kién giai quyét, phai tir chéi thi cong chire tu phap - ho tich giri théng bao vé
tinh trang hd so téi Trung tim Phuc vy hanh chinh céng dé thong bao cho ngudi nop hd so — thuc hién lai budc (i) hoac (iii);
+ Truong hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong chirc tu
phap - ho tich 1ap Phiéu xin 15i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham tra két qua va thoi gian hen tra két qua, chuyén Trung
tdm Phuc vu hanh chinh cong dé tra cho ngudi yéu cau (néu ngudi yéu cau nop hd so truc tiép), hoic giri Phiéu xin 13i va hen lai ngay tra két
qua qua thu dién tir hodc giri tin nhan qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu cau nop ho so truc tuyén).
Truong hop viéc dang ky lai két hdn thuc hién tai Uy ban nhan dan cap xa khong phai noi di dang ky két hon trude day thi cong chire tu phap
- ho tich bao c4o Chu tich Uy ban nhan dan c6 vin ban dé nghi Uy ban nhan dan noi dang ky két hon trude day kiém tra, xac minh vé viéc luu
giit s6 ho tich tai dia phuong.
Sau khi nhan dugc van ban dé nghi, Uy ban nhan dan noi da ding ky két hon trude day tién hanh kiém tra, xac minh va tra loi biang van ban
vé viéc con luu giit hodc khong luu gitr duoc S6 ho tich.
+ Sau khi nhan duoc két qua xac minh vé viéc khong con luu gilr dugc S6 ho tich tai noi da ding ky két hdn hoac sau thoi han 20 ngay ké tir
ngay gui van ban yéu cau xac minh ma khdng nhan duogc van ban tra loi, néu thay hd so day du, hop 18, dang quy dinh, truong hop tiép nhan
hd so dang ky lai két hon theo hinh thic truc tiép, thi cong chire tu phap - ho tich thuc hién viéc ghi vao S6 dang ky két hon, cap nhat théng
tin dang ky lai két hon va luu chinh thirc trén Phan mém ding ky, quan ly ho tich dién tir dung chung.
Truong hop tiép nhan hd so ding ky lai két hon theo hinh thire truc tuyén, cong chire tu phéap - ho tich gui lai biéu mau Giay ching nhan két
hén dién tir v6i thong tin ddy di cho ngudi yéu cau qua thu dién tir hoac thiét bi so.
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Nguoi yéu cau c6 trach nhiém kiém tra tinh chinh xac, ddy du cua céc thdng tin trén biéu mau Gidy chung nhan két hon dién tir va xac nhan
(t6i da mot ngay).
Néu ngudi c6 yéu cau xac nhan thong tin da thong nhat, day da hoic khdng c6 phan héi sau thoi han yéu cau thi céng chic tu phap - ho tich
thuc hién viéc ghi vao So ding ky két hon, cap nhat thong tin dang ky lai két hén va luu chinh thic trén Phan mém dang ky, quan ly ho tich
dién tir dung chung.
- Cong chirc tu phap - ho tich in Gidy chung nhan két hén, trinh Lanh dao Uy ban nhan dan cip x4 ky, chuyén téi Trung tdm Phuc vu hanh
chinh cong dé tra két qua cho ngudi yéu cau.
- Ngudi c6 yéu cau diang ky lai két hon (hai bén nam, nit phai c6 mat, xuat trinh gidy to tuy than dé ddi chiéu) kiém tra thdng tin trén Gidy
chung nhan két hon, trong S6 dang ky két hdn, va ky tén vao So ding ky két hon, ky tén vao Giay chiing nhan két hon, méi bén nam, nit nhan
01 ban chinh Gidy chang nhan két hon..
4. Co quan thuce hién: Uy ban nhan dan cap xa
5. Yéu cau, diéu kién:
- Viéc két hon da duoc dang ky tai co quan c6 tham quyén cua Viét Nam trude ngay 01/01/2016 nhung S6 dang ky két hon va ban chinh Giay
chtrng nhan két hon déu bi mat;
- Nguoi yéu cau dang ky lai két hén con séng vao thoi diém yéu cau dang ky lai két hon.
6. Thu tuc hanh chinh lién quan: khdng cé thong tin

XXXXV. Ma HS: 1.005461
Ping ky lai khai tir.

1. Cach thure thue hién

Hinh thirc ndp Thoi han giai quyét Phi, 1¢ phi M5 ta
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Truc tiép

05 ngay lam viéc; trudng hop phai xac minh thi thoi han giai quyét khdng qua 10 ngay.

Truc tuyén

05 ngay lam viéc; trudng hop phai xac minh thi thoi han giai quyét khdng qua 10 ngay.

Dich vu buu chinh

05 ngay lam viéc; trudng hop phai xac minh thi thoi han giai quyét khdng qua 10 ngay.

2. Thanh phén hé so

* Giay to phai nop:

Loai gidy to Ban chinh | Ban sao
Ban sao Giay ching tir trude ddy duoc cap hop 16. Néu khdng ¢ ban sao Gidy chung tir trude day duoc
cap hop 18 thi nop ban sao hd so, gidy to lién quan c6 noi dung chang minh su kién chét. 0 1
Vin ban ay quyén theo quy dinh ciia phap luat trong truong hop ty quyén thuc hién viéc dang ky lai khai
tir. Truong hop ngudi dugc iy quyén 1a dng, ba, cha, me, con, vo, chong, anh, chi, em rudt cia ngudi uy 1 0
quyén thi vin ban ay quyén khong phai chiing thuc

* Gidy to phai xuat trinh:

Loai gidy to Ban chinh | Bén sao
Ho chiéu/Chtng minh nhan dan/Thé cin cudc cong dan/Thé can cude/Can cudce dién tia/Giay chizng nhan
cin cude hoic cac gidy to khac ¢ dan anh va thong tin ca nhan do co quan c¢6 tham quyén cap, con gia tri
sir dung dé chirng minh vé nhan than cua ngudi c6 yéu cau dang ky thay doi, cai chinh, b6 sung théng tin 1 0

ho tich. Truong hop cac thdng tin c& nhan trong cac gidy to nay da c6 trong CSDLQGVDC, CSDLHTDT,
dugc hé thong dién tu dong thi khong phai tai 1én (theo hinh thic truc tuyén)
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* Bao gom:

Loai gidy to Ban chinh | Ban sao

T khai dang ky lai khai tir theo mau (néu ngudi ¢6 yéu cau lua chon nop hd so theo hinh thic truc tiép
hoic guri hd so qua hé thong buu chinh)

Mau ho tich dién tir tuong tac dang ky lai khai tir 1 0

3. Trinh tu thwe hién

- Néu lya chon hinh thirc nop hé so truc tiép, ngudi yéu cau dang ky lai khai tir nop hd so ding ky lai khai tir tai Trung tdm Phuc vu hanh
chinh cong c6 tham quyén; nop 1¢ phi néu thudc truong hop phai nop 18 phi ding ky lai khai tir; nop phi cip ban sao Trich luc khai tir néu c6
yéu cau cap ban sao Trich luc khai tu.

- Néu lwa chon hinh thirc nop hé so truc tuyén, ngudi c6 yéu cau ding ky lai khai tir truy cap Cong dich vu cong québc gia hoic Cong dich vu
cong cap tinh, dang ky tai khoan (néu chua cé tai khoan), xac thuc nguoi dung theo hudng dan, dang nhap vao hé thong, xac dinh dung Uy
ban nhan dan cap xa c6 tham quyén.

Nguoi ¢6 yéu cau ding ky lai khai tir truc tuyén cung cp thdng tin theo biéu mau dién tir twong tac diang ky lai khai tir (cung cap trén Céng
dich vu cong), dinh kém ban chup hoac ban sao dién tir cac giy to, tai liéu theo quy dinh; nop phi, Ié phi théng qua chitc ning thanh toan tryc
tuyén hoidc bang cach thirc khac theo quy dinh phap luat, hoan tat viéc nop hd so.

- Cén bd tiép nhan hd so tai Trung tdm Phuc vu hanh chinh cong c6 trach nhiém kiém tra tinh chinh xac, dy du, théng nhat, hop 1& cua ho so
(i) Truong hop ho so day di, hop 18 thi tiép nhan ho so, co Phiéu hen, tra két qua cho nguoi yéu cau (néu ngudi yeu cau nop ho so truc tiép)
hodc gtri ngay Phiéu hen, tra két qua qua thu dién tir hozc guri tin nhan hen tra két qua qua dién thoai di dong cho ngudi yéu cau (néu ngudi
yéu cau nop ho so truc tuyén), dong thoi chuyén hd so dé cong chire tu phap - ho tich xt 1y; trudng hop tiép nhan hd so tai Trung thm Phuc
vu hanh chinh céng cap tinh, can b tiép nhan hd so chuyén hd so dén Uy ban nhan dan cip xa cé tham quyén xi 1y.

- Sau khi tiép nhan hd so theo hinh thac nop truc tiép, can bo tiép nhan hd so tai Bo phan mét cira thuc hién sé hoa (sao chup, chuyén thanh
tai lidu dién tir trén hé thong thong tin, co so dit liéu) va ky s6 vao tai liéu, ho so giai quyét thi tuc hanh chinh da duoc s hoa theo quy dinh.

(ii) Truong hop hd so chua day di, hop 18 thi c6 thong bao cho ngudi yéu cau bd sung, hoan thién hd so, néu rd loai gidy to, noi dung can bo
sung dé nguoi c6 yéu cau bo sung, hoan thién. Sau khi ho so dugc bo sung, thuc hién lai budc (i)

(iii) Néu ngudi yéu cau dang ky lai khai tir khdng bo sung, hoan thién duoc hd so thi bao cao Lanh dao Trung tam Phuc vu hanh chinh cong
c6 van ban tir chdi giai quyét yéu cau dang ky lai khai tir.
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- Cong chire tu phap - ho tich tham tra ho so (tham tra tinh thong nhat, hop 1é caa cac thong tin trong hd so, gidy to, tai liéu do nguoi yéu cau
nop, Xuat trinh hoic dinh kém)
+ Truong hop hd so can bd sung, hoan thién hoidc khong du diéu kién giai quyét, phai tir chéi thi cdng chire tu phap - ho tich giri théng bao vé
tinh trang hd so téi Trung tim Phuc vy hanh chinh céng dé thong bao cho ngudi nop hd so — thuc hién lai budc (i) hoac (iii);
+ Truong hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong chirc tu
phap - ho tich 1ap Phiéu xin 13i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham tra két qua va thoi gian hen tra két qua, chuyén Trung
tdm Phuc vy hanh chinh cong dé tra cho ngudi yéu cau (néu nguoi yéu cau nop ho so truc tiép), hoac giri Phiéu xin 13i va hen lai ngay tra két
qua qua thu dién tir hodc giri tin nhin qua dién thoai di dong cho ngudi yéu cau (néu ngudi yéu cau nop hd so truc tuyén)
+ Néu thay théng tin khai tir day da va phi hop, hd so day du, hop 1€, ding quy dinh, truong hop tiép nhan ho so ding ky lai khai tir theo hinh
thirc tryc tiép, thi cong chirc tu phap - ho tich thuc hién viéc ghi vao S6 dang ky khai tir, cap nhat thong tin dang ky lai khai tir va luu chinh
thirc trén Phan mém diang ky, quan Iy ho tich dién tir ding chung
Truong hop tiép nhan hd so ding ky lai khai tir theo hinh thire truc tuyén, cong chiic tu phap - ho tich giri lai biéu mau Trich luc khai tir dién
tir v6i thong tin day da cho ngudi yéu cau qua thu dién tir hoic thiét bi sd.
Ngudi yéu cau co trach nhiém kiém tra tinh chinh xac, ddy du cua cac thdng tin trén biéu mau Trich luc khai tir dién tir va xac nhan (ti da
mot ngay).
Néu ngudi c6 yéu cau xac nhan thong tin da thong nhat, day da hozc khdng c6 phan hoi sau thoi han yéu cau thi céng chic tu phap - ho tich
thuc hién viéc ghi noi dung vao So ding ky khai tir, cap nhat thong tin ding ky lai khai tir va luu chinh thirc trén Phan mém dang ky, quan ly
ho tich dién tir dung chung.
- Cong chirc tu phap - ho tich in Trich luc khai tir, trinh Lanh dao Uy ban nhan dan cap xa ky, chuyén ti Trung tdm Phuc vu hanh chinh céng
dé tra két qua cho nguoi yéu cau..
4. Co quan thye hién: Uy ban nhan dan cap xa
5. Yéu céu, diéu kién:
Viéc khai tir d3 duoc diang ky tai co quan c6 tham quyén cua Viét Nam trude ngay 01/01/2016 nhung So ding ky khai tir va ban chinh Gidy
chting tir déu bi mat..
6. Thu tuc hanh chinh lién quan: khdng cé thong tin
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XXXXVI. Ma HS: 2.000635

Cap ban sao Trich luc hd tich, ban sao Gidy khai sinh.

1. Cach thirc thyuce hién

Hinh thirc nop Thoi han giai quyét Phi, 1€ phi Mo ta
By Ngay trong ngay tiép nhan hd so; truong hop nhan hé so sau 15 gio ma khong giai quyét
Truc tiép duoc ngay thi tra két qua trong ngay lam viéc tiép theo.
. Ngay trong ngay tiép nhan ho so; truong hop nhan hé so sau 15 gio ma khong giai quyét
Truc tuyén duoc ngay thi tra két qua trong ngay lam viéc tiép theo.
, , Ngay trong ngay tiép nhan ho so; truong hop nhan hé so sau 15 gio ma khong giai quyét
Dich vubuu chinh | 4,06 ngay thi tra két qua trong ngay 1am viéc tiép theo.

2. Thanh phan hd so

* Gidy to phai nop:

Loai gidy to Ban chinh | Ban sao

Vin ban uy quyén theo quy dinh cua phap luat trong truong hop ty quyén thuc hién yéu cau cap ban sao
Trich luc ho tich. Truong hop nguoi duoc uy quyén la 6ng, ba, cha, me, con, vo, chong, anh, chi, em rudt
ctia nguoi Gy quyén thi van ban ay quyén khong phai ching thyc.

* Gidy to phai xuat trinh:
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Loai gidy tor Béan chinh | Ban sao

Ho chiéu/Chting minh nhan dan/Thé cin cude cong dan/Thé cin cude/Can cude dién ta/Gidy chirng nhan
can cudc hoic cac gidy to khac 6 dan anh va thong tin ca nhan do co quan ¢ tham quyén cap, con gia tri
sir dung dé chirng minh vé nhan than caa nguoi c6 yéu cau ding ky thay doi, cai chinh, bo sung thong tin 1 0
ho tich. Trudng hop cac thdng tin c& nhan trong cac gidy to nay di c6 trong CSDLQGVDC, CSDLHTDT,
duoc hé thng dién tu dong thi khdng phai tai 1én (theo hinh thirc truc tuyén)

* Bao gom:

Loai gidy to Ban chinh | Ban sao

T khai dé nghi ban sao Trich luc ho tich theo mau trong trudng hop nguoi yéu cau la ca nhan hodc Vin
ban yéu cau cap ban sao Trich luc ho tich néu rd 1y do trong trudng hop nguoi yéu cau 1a co quan, to chirc 1 0
(néu ngudi ¢ yéu cau lua chon ndp hd so theo hinh thuc truc tiép)

Mau dién tir twong tac yéu cau cap ban sao Gidy khai sinh, ban sao Trich luc ho tich (do nguoi yéu cau
cung cap thong tin theo hudng dan trén Cong dich vu cong, néu ngudi ¢d yéu cau lya chon nop ho so theo 1 1
hinh thirc truc tuyén)

3. Trinh ty thwe hién

- Néu lya chon hinh thic nop ho so truc tiép, ngudi yéu cau cap ban sao Trich luc ho tich, ban sao Giy khai sinh nop hd so dé nghi cap ban
sao Trich lyc ho tich, ban sao Gidy khai sinh tai Trung tam Phuc vu hanh chinh céng c6 tham quyén; ndp phi theo quy dinh phap lut.
Truong hop co quan, to chirc c6 tham quyén dé nghi cap ban sao Trich luc ho tich, ban sao Giay khai sinh ctia ca nhan thi giri van ban yéu cau
néu ro 1y do cho Co quan quan ly Co so dir ligu ho tich dién tu.

- Néu Iya chon hinh thicc nop hd so truc tuyén, ngudi yéu cau cap ban sao Trich luc ho tich, ban sao Gidy khai sinh truy cap Céng dich vu
cong qudc gia, Xac thuc ngudi dung theo hudng dan, diang nhap vao hé théng, lya chon Co quan quéan 1y Co so dix liéu ho tich dién tir c6 tham
quyén.

Nguoi yéu cau cap ban sao Trich luc ho tich, ban sao Gidy khai sinh truc tuyén cung cip théng tin theo mau dién tir twong tac yéu cau ban sao
Trich luc ho tich, cap ban sao Giay khai sinh (cung cap trén Cong dich vu cong), dinh kém ban chyp hoic ban sao dién tir cac gidy to, tai liéu
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lién quan dén ndi dung d& nghi cap ban sao Trich luc ho tich, ban sao Giay khai sinh; nop phi théng qua chirc ning thanh toan truc tuyén hoac
bang cé4ch thic khac theo quy dinh phap luat, hoan tat viéc nop hd so.
- Cén bo tiép nhan ho so tai Trung tam Phuc vu hanh chinh c6ng c6 trach nhiém kiém tra tinh chinh x4c, day du, théng nhét, hop 1é cua hd so.
(i) Trudong hop hé so day du, hop 1 thi tiép nhan hd so; néu tiép nhan hd so sau 15 gid thi ¢ Phiéu hen, tra két qua cho nguoi yéu cau trong
ngay lam viéc tiép theo (néu nguoi yéu cau nop ho so truc tiép) hoic gui ngay Phiéu hen, tra két qua qua thu dién tir hodc guri tin nhan hen tra
két qua qua dién thoai di dong cho ngudi yéu cau (néu ngudi yéu cau nop hd so truc tuyén); chuyén hd so dé cong chirc tu phap - ho tich xir
ly; truong hop tiép nhan hd so tai Trung tam Phuc vy hanh chinh cdng cap tinh, can bo tiép nhan hd so chuyén ho so dén S Tu phap/Uy ban
nhan dan cip xa c6 tham quyén xi ly.
(i) Truong hop hd so chua day da, hop 1 thi can bo tiép nhan hd so théng bao cho ngudi yéu cau bd sung, hoan thién hd so, néu 16 loai gidy
td, ndi dung can bd sung dé ngudi yéu cau b sung, hoan thién. Sau khi hd so dugc bo sung, thuc hién lai budc (i)
(iii) Truong hop ngudi yéu cau cap ban sao Trich luc ho tich, ban sao Giay khai sinh khéng bo sung, hoan thién dugc ho so thi can bo tiép
nhan hd so bao cdo Lanh dao Trung tdm Phuc vu hanh chinh cong cé théng bao tir chdi giai quyét yéu cau cap ban sao Trich luc ho tich, ban
sao giay khai sinh.
- Cong chtrc tu phép - ho tich/cdng chic 1am cdng tac ho tich tham tra ho so (tham tra tinh théng nhat, hop 1é cua cac thong tin trong ho so,
gidy to, tai liéu do ngudi yéu cau nop, xuat trinh hoic dinh kém).
+ Truong hop hd so can bo sung, hoan thién hoic khong du dicu kien giai quyét, phai tir chéi thi cong chire tu phap - ho tich/cong chirc 1am
cong tac ho tich giri thong bao vé tinh trang ho so toi Trung tm Phuc vy hanh chinh cong dé thong bao cho ngudi nop ho so — thyc hién lai
bude (i) hoac (iii):
+ Truong hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong chirc tu
phap - ho tich/cdng chiic 1am cong tac ho tich Iap Phiéu xin 15i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham tra két qua va thoi gian
hen tra két qua, chuyén Trung tdm Phuc vy hanh chinh céng dé tra cho nguoi yéu cau (néu nguoi yeu cau nop ho so truc tiép), hodc giri Phiéu
xin 16i va hen lai ngay tra két qua qua thu dién tir hoac gui tin nhan qua dién thoai di dong cho ngudi yéu cau (néu ngudi yéu cau nop ho so
truc tuyén).
+ Néu thay ho so day du, hop 1¢, dung quy dinh, trudng hop tiép nhan ho so cap ban sao Trich luc ho tich, ban sao Gidy khai sinh theo hinh
thirc truc tiép, thi cong chire tu phap - ho tich/cong chirc 1am cong tac ho tich in ban sao Trich luc ho tich trinh Thit truong Co quan quan ly
Co so dit liéu ho tich dién tir ky, chuyén t6i Trung tdm Phuc vu hanh chinh cong dé tra két qua cho ngudi yéu cau
Truong hop tiép nhan ho so xin cap ban sao Trich luc ho tich, ban sao Gidy khai sinh theo hinh thic truc tuyén, céng chirc tu phap - ho
tich/cdng chuc 1am cong tac ho tich gui lai noi dung biéu mau Trich luc ho tich dién tir twong tng véi thong tin ddy du cho nguoi yéu cau qua
thu dién tir hoac thiét b sb
Nguoi yéu cau cd trach nhiém kiém tra tinh chinh xac, ddy du ctia cac théng tin trén biéu mau Trich luc ho tich dién tir va xac nhan (t6i da mot
ngay).
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Néu ngudi ¢ yéu cap ban sao Trich luc ho tich, ban sao Gidy khai sinh da théng nhét, day du hozc khdng cé phan hdi sau thoi han mot ngay
thi cong chare tu phap - ho tich/cong chirc 1am cong tac ho tich in ban sao Trich luc ho tich, trinh Thu truéng Co quan quan Iy Co s¢ dir liéu
ho tich dién ta ky, chuyén téi Trung thm Phuc vy hanh chinh cong dé tra két qua cho ngudi yéu cau..
4. Co quan thue hién: Co quan quan ly co s¢ dit li¢u ho tich dién tur

5. Yéu céu, diéu kién: khong

6. Thi tuc hanh chinh lién quan: khdng c6 thong tin

XXXXVII. Ma HS: 2.001023

Lién thong cac tha tuc hanh chinh vé ding ky khai sinh, cAp Thé bao hiém y té cho tré em dwéi 6 tudi.

1. Céach thirc thye hién

va tra két qua caa Uy ban nhan dan cap x& phai hoan thién ho so, bo sung thong tin theo yéu
cau cua co quan Bao hiém x& hoi thi thoi han giai quyét duoc kéo dai thém khong qué 02
ngay lam viéc.

Hinh thirc ngp Thoi han giai quyét Phi, 1€ phi | Mo ta
- Thoi han thyc hién lién thdng cac thi tuc hanh chinh dang ky khai sinh, cip thé bao hiém
y té cho tré em dudi 6 tudi t6i da khong qua 15 ngay lam viéc, ké tir ngay nop di ho so theo
quy dinh.
Truc tiép - Truong hop hd so, thong tin chua day du hoic chua ding quy dinh ma Bo phan tiép nhan
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- P6i vai cac xa cach xa tru so co quan Bao hiém x& hoi cap huyén tir 50 km tro 1én, giao
thong di lai kho khin, chua dugc két ndi Internet thi thoi han tra két qua duoc kéo dai thém
nhung khong qua 05 ngay lam viéc.

- Can ctr vao tinh hinh thuc té, cac dia phuong c6 thé quy dinh cu thé thoi han thuc hién lién
thong cac tha tuc hanh chinh ngén hon thoi han tdi da néu trén.

2. Thanh phén hé so

* Bao gom:

Loai gidy to Ban chinh | Ban sao

To khai ding ky khai sinh theo mau quy dinh. 1 0

Gidy ching sinh do co s¢'y té noi tré em sinh ra cap; néu tré em sinh ra ngoai co so y té thi gidy ching sinh
duoc thay bang van ban xac nhan cta nguoi lam chirng; truong hop khong c¢6 nguoi lam ching thi nguoi di

khai sinh phai lam giay cam doan vé viéc sinh la c6 thuc. Di voi trudng hop tré em bi bo roi thi ndp bién 1 0
ban vé viéc tré em bi bo roi thay cho gidy ching sinh.

T khai tham gia bao hiém y té, Danh sach dé nghi cap thé bao hiém y té cho tré em dudi 6 tudi caa Uy ban

nhan dan cap xa (theo mau quy dinh) 1 0

3. Trinh ty thue hién

- Nguoi ¢6 yéu cau nop ho so tai Bo phan tiép nhan va tra két qua tai trung tam PVHCC cua Uy ban nhan dan cap xa.

- Cén b, cong chuc tiép nhan ho so ¢6 trach nhiém kiém tra gidy to trong hd so, néu hd so day du, hop 1é thi tiép nhan, viét gidy nhan ho so,
hen tra két qua tirng loai viéc cho nguoi di dang ky; néu ho so thiéu hoic khéng hop 16 thi hudng dan nguoi c6 yéu cau bd sung hoan thién hd
s0; van ban huéng dan phai ghi day du, rd rang loai gidy to can bd sung, hoan thién; can bo tiép nhan hé so ky, ghi rd ho tén va giao cho ngudi
nop hd so.
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- Cong chire Tu phap - ho tich cip xa dang ky khai sinh cho tré em ngay trong ngay tiép nhan hé so
- Sau khi cong chitc Tu phap — ho tich cap xa thuc hién viéc dang ky khai sinh va cap Giy khai sinh cho tré em, can bg, cong chice duoc giao
nhiém vu 1ap 1ap hd so cip Thé bao hiém y té chuyén cho Bao hiém x& hoi cap huyén dé cap Thé bao hiém y té cho tré em.
- Co quan Bao hiém xa hoi kiém tra ho so, néu thiy day du, hop Ié thi thuc hién cap Thé bao hiém y té cho tré em (trong thoi han 10 ngay).
- Trudng hop hd so chua day du thi thdng bao cho Uy ban nhan dan cap x& biét, hoan thién.
- Co quan Bao hiém xa hoi chuyén tra Thé bao hiém y té cho tré em vé Uy ban nhan dan cip xa.
- B6 phan tiép nhan va tra két qua theo co ché “Mot cia” tai Uy ban nhan dan cap xa tra két qua cho nguoi ¢6 yéu cau
- Khi tra Gidy khai sinh cho ngudi c6 yéu cau, cdng chirc Tu phap — ho tich ghi vao S6 ding ky khai sinh, yéu cau nguoi ¢ yéu cau ky tén
vao Sé dang ky khai sinh va Giay khai sinh.
4. Co quan thue hién: Uy ban nhan dan xa
5. Yéu cau, diéu kién:
- Viéc dang ky khai sinh cho tré em dudi 6 tudi thudc tham quyeén giai quyét caa Uy ban nhan dan cap xa.
- Cac co quan c6 tham quyén thuc hién lién thdng cac thi tuc hanh chinh phai cing thudc dia ban mot huyeén, thi xa, thanh phé thudc tinh hoic
cuing thude dia ban mot quan, huyeén, thi xa thudc thanh phé truc thudc trung wong.
6. Thu tuc hanh chinh lién quan: khéng cé théng tin

XXXXVII. Ma HS: 2.000986
Lién thong thii tuc hanh chinh vé ding ky khai sinh, ding ky thwong trd, cap thé bao hiém y té cho tré em duéi 6 tudi.

1. Cach thure thue hién

Hinh thirc ndp Thoi han giai quyét Phi, 1¢ phi | Mo ta
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Truc tiép

2. Thanh phén hé so

* Bao gom:

Loai gidy to Ban chinh | Ban sao

To khai ding ky khai sinh theo mau quy dinh 1 0

Giay chung sinh do co so Y té noi tré em sinh ra cap; néu tré em sinh ra ngoai co sd y té thi giay chang sinh
duoc thay bang van ban xac nhan caa nguoi lam chang; truong hop khong ¢6 nguoi 1am ching thi nguoi di
khai sinh phai lam gidy cam doan vé viéc sinh I c¢6 thue. Di voi trudng hop tré em bi bo roi thi ndp bién
ban vé viéc tré em bi bo roi thay cho gidy ching sinh.

Phiéu bao thay d6i ho khau, nhan khau (theo mau quy dinh); S6 ho khau cua cha, me (ban chinh) hoic S6
ho khau caa me (ban chinh) d6i véi truong hop tré em ding ky thuong trd theo me hoic S6 ho khau cua
cha (ban chinh) ddi véi truong hop tré em diang ky thuong tri theo cha hoic S6 ho khau cua nguoi nubi 1 0
dudng, cham séc tré (ban chinh) ddi véi truong hop tré em khong dang ky thuong trd theo cha, me, ban sao
Giy khai sinh cua tré.

Truong hop tré em khong ding ky thudng trd ciing hd khau véi cha, me ma dang ky thuong trd theo ho
khau caa ngudi khac thi ngoai ban sao Gidy khai sinh, phai c6 y kién bang vin ban caa cha, me, c6 xac 1 0
nhan caa Uy ban nhan dan cap x4, y kién dong y cua chi ho va S6 ho khau caa chi ho (ban chinh).
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Loai gidy tor Ban chinh | Ban sao

T khai tham gia bao hiém y té, Danh sach dé nghi cap thé bao hiém y té cho tré em duéi 6 tudi cua Uy ban
nhan dan cap xa (theo mau quy dinh)

3. Trinh ty thue hién

- Nguoi ¢6 yéu cau nop ho so tai Bo phan tiép nhan va tra két qua theo co ché “Mot ctra” ciia Uy ban nhan dan cap xa.

- Cén bd, cong chirc tiép nhan hd so c6 trach nhiém kiém tra gidy to trong hd so, néu ho so day da, hop 18 thi tiép nhan va tam thu 18 phi ding
ky thuong tra cho tré em theo quy dinh, dong thoi viét gidy nhan ho so, hen tra két qua tirng loai viéc cho nguoi di dang ky; néu hd so thiéu
hodc khong hop Ié thi huéng dan ngudi c6 yéu cau bo sung hoan thién hod so; van ban hudng dan phai ghi dy du, rd rang loai gidy to can bd
sung, hoan thién; can bo tiép nhan hd so ky, ghi rd ho tén va giao cho ngudi ndp ho so

- Trudng hop ho so khong thudc tham quyén giai quyét thi giai thich, huéng dan nguoi di dang ky dén dung co quan ¢ tham quyeén giai quyét
theo quy dinh.

- Cong chitc Tu phap - ho tich cap xa dang ky khai sinh cho tré em ngay trong ngay tiép nhan ho so

- Sau khi cong chitc Tu phap — ho tich cap xa thuc hién viéc dang ky khai sinh va cap Giay khai sinh cho tré em, can bg, cong chie duoc giao
nhiém vu 1ap hd so dang ky thuong tri kém theo Ié phi chuyén cho co quan Céng an c6 tham quyén, cu thé: Dia ban huyén thi chuyén cho
Cong an x4, thi tran thudc huyén; dia ban thi x4, thanh phd thudc tinh, quan, huyén, thi xa thudc thanh phé truc thudc trung wong thi chuyén
cho Cong an cap huyén dé dang ky thuong tri cho tré em; dong thoi 1ap hd so cdp Thé bao hiém y té chuyén cho Bao hiém x4 hoi cap huyén
dé cap Theé bao hiém y té cho tré em.

- Co quan Cong an, co quan Bao hiém x4 hoi kiém tra ho so, néu thay day di, hop 18 thi thyc hién ding ky thudng trd (trong thoi han 15 ngay),
cap Theé bao hiémy té cho tré em (trong thoi han 10 ngay).

- Truong hop hd so chua day du thi théng bao cho Uy ban nhan dan cap x& biét, hoan thién.

- Co quan Cong an, Bao hiém xa hoi chuyén tra két qua dang ky thuong trd, Thé bao hiém y té cho tré em vé Uy ban nhan dan cap xa.

- B6 phan tiép nhan va tra két qua theo co ché “Mot cia” tai Uy ban nhan dan cap xa tra két qua cho nguai co yéu cau

- Khi tra Gidy khai sinh cho ngudi ¢6 yéu cau, cong chirc Tu phap — ho tich ghi vao S6 dang ky khai sinh, yéu cau ngudi c6 yéu cau ky tén
vao Sé dang ky khai sinh va Gidy khai sinh.

4. Co quan thye hién: Uy ban nhan dan xa

5. Yéu cu, diéu Kién:

- Viéc dang ky khai sinh cho tré em dudi 6 tudi thuoc tham quyén giai quyét caa Uy ban nhan dan cap xa.
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- Céc co quan ¢6 tham quyen thyc hién lién thong cac thi tuc hanh chinh phai ctng thudc dia ban mot huyén, thi xa, thanh phé thudc tinh
cua tinh hoac cung thudc dia ban mot quan, huyén, thi xa cua thanh pho truc thudc trung wong.
6. Thu tuc hanh chinh lién quan: khdng cé thong tin

XXXXIX. Ma HS: 2.002516

Thi tuc xac nhan théng tin ho tich.

1. Cach thure thue hién

Hinh thirc ngp

Thoi han giai quyét

Phi, 1¢ phi

Truc tiép

03 ngay lam viéc. Truong hop phai kiém
tra, x4&c minh thi thoi han cé thé kéo dai
nhung khong qué 10 ngay lam viéc.

8.000 dong/Vin ban xac nhan vé mot viéc ho tich cua cé
nhéan da ding ky.Mién I& phi cho nguoi thudc gia dinh c6
cdng vai cach mang; ngudi thuoc ho nghéo; ngudi khuyét
tat.

Tryc tuyén

03 ngay lam viéc. Truong hop phai kiém
tra, x4&c minh thi thoi han cé thé kéo dai
nhung khong qué 10 ngay lam viéc.

8.000 dong/Vin ban xac nhan vé mot viéc ho tich cua cé
nhan da diang ky.Mién I& phi cho ngudi thudc gia dinh c6
cdng vai cach mang; ngudi thuoc ho ngheéo; ngudi khuyét
tat.

Dich vu buu chinh

03 ngay lam viéc. Truong hop phai kiém
tra, x4c minh thi thoi han c6 thé kéo dai
nhung khong qué 10 ngay lam viéc.

8.000 dong/Vian ban xac nhan vé mét viéc ho tich cua ca
nhan di dang ky.Mién 1& phi cho nguoi thudc gia dinh co
cdng vai cach mang; ngudi thudc hd ngheéo; ngudi khuyét
tat.
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2. Thanh phén hé so

* Giay to phai nop:

Loai gidy to Ban chinh | Ban sao

Gidy to, tai liéu c6 lién quan dén ndi dung dé nghi xac nhan thong tin ho tich 1 0

Vin ban uy quyén (duoc chiing thuc) theo quy dinh cua phép luat trong truong hop uy quyén thuc hién
viéc xin cap xac nhan thong tin ho tich. Truong hop nguoi duoc uy quyén la 6ng, ba, cha, me, con, vo, 1 0
chdng, anh, chi, em rudt cia nguoi Gy quyén thi van ban uy quyén khdng phai chiang thuc..

* Giay to phai xuat trinh:

Loai gidy to Ban chinh | Ban sao

Ho chiéu/Chtang minh nhan dan/Thé cin cudc cdng dan/Thé can cude/Can cudce dién tia/Giay chizng nhan
cin cude hoic cac gidy to khac ¢ dan anh va thong tin ca nhan do co quan c¢6 tham quyén cap, con gia tri
str dung dé chirng minh vé nhan than caa nguoi c6 yéu cau cap xac nhan thdng tin ho tich. Trudong hop céc 1 0
thong tin c& nhan trong cac giay to nay da c6 trong CSDLQGVDC, CSDLHTDT, dugc hé thdng dién tu
dong thi khong phai tai 1én (theo hinh thac truc tuyén);

Gidy to 6 gié tri ching minh théng tin vé cu trii trong trudng hop co quan dang ky ho tich khdng thé khai
thac dugc théng tin V& noi cu tra clia cong dan theo cac phuong thirc quy dinh tai khoan 2 Biéu 14 Nghi
dinh s6 104/2022/ND-CP ngay 21/12/2022 cta Chinh phu. Truong hop cac thdng tin vé gidy to ching 1 0
minh noi cu tra da duoc khai thac tir Co so dir liéu quéc gia vé dan cu bang cac phuong thirc nay thi nguoi
c6 yéu cau khong phai xuat trinh (theo hinh thirc truc tiép) hoic tai 1én (theo hinh thuc truc tuyén).

* Bao gom:
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Loai gidy tor Ban chinh | Ban sao

T khai dé nghi xac nhan thong tin h tich theo mau (néu ngudi ¢ yéu cau lua chon nop hd so theo hinh
thuc truc tiép)

Mau dién tir twong tac dé nghi xac nhan théng tin ho tich (do ngudi yéu cau cung cép thong tin theo hudng
dan trén Cong dich vu cong, néu ngudi c6 yéu cau lva chon nop hd so theo hinh thuc truc tuyén)

3. Trinh tu thwe hién

- Néu lya chon hinh thirc nop hd so truc tiép, nguoi yéu cau cap xac nhan thdng tin ho tich nop hd so dé nghi cap xac nhan théng tin ho tich
tai Trung tdm Phuc vu hanh chinh cong c6 tham quyén; ndp phi theo quy dinh phap luat

- Néu lya chon hinh thirc ndp hd so truc tuyén, ngudi yéu cau cap xac nhan thong tin ho tich truy cap Cong dich vu cdng quéc gia, Xac thyuc
ngudi ding theo huéng dan, dang nhap vao hé théng, lva chon Co quan quan 1y Co s dir liéu ho tich dién tir c6 tham quyén

Nguoi yéu cau cap xac nhan thong tin ho tich truc tuyén cung cap théng tin theo mau dién tir twong tac dé nghi xac nhan thong tin ho tich
(cung cap trén Cong dich vu cong), dinh kém ban chup hoic ban sao dién tir cac gidy to, tai liéu lién quan dén noi dung dé nghi xac nhan théng
tin ho tich; nop phi théng qua chitc ning thanh toan truc tuyén hoic bang céach thic khac theo quy dinh phap luat, hoan tat viéc nop ho so

- Cén bo tiép nhan ho so tai Trung tam Phuc vu hanh chinh céng c6 trach nhiém kiém tra tinh chinh xéc, day du, théng nhat, hop 1é cua ho so.
(i) Truong hop ho so day di, hop 18 thi tiép nhan ho so, co Phiéu hen, tra két qua cho nguoi yéu cau (néu ngudi yeu cau nop ho so truc tiép)
hoac guri ngay Phiéu hen, tra két qua qua thu dién tir hodc guri tin nhan hen tra két qua qua dién thoai di dong cho ngudi yéu cau (néu nguoi
y&u cau nop ho so truc tuyén), dong thoi chuyén hd so dé cong chire tu phap - ho tich xt 1y; trudng hop tiép nhan hd so tai Trung tim Phuc
vu hanh chinh céng cap tinh, can bo tiép nhan hd so chuyén hd so dén So Tu phap/Uy ban nhan dan cap x& c6 tham quyeén x ly.

(i) Truong hop hd so chua day du, hop 1 thi can bo tiép nhan hd so théng bao cho ngudi yéu cau bd sung, hoan thién hd so, néu 13 loai gidy
td, noi dung can b sung dé ngudi yéu cau bo sung, hoan thién. Sau khi hd so dugc bd sung, thuc hién lai budc (i); (iii) Truong hop nguoi yéu
cau cap xac nhan thong tin ho tich khéng bd sung, hoan thién dugc hd so thi can bo tiép nhan hd so béo cao Lanh dao Trung tdm Phuc vu hanh
chinh c6ng c6 théng béo tir chdi giai quyét yéu cau xac nhan thong tin ho tich

- Cong chuc tu phap - ho tich/nguoi 1am cdng tac ho tich tham tra hd so (tham tra tinh thdng nhat, hop 1é cua cac thong tin trong ho so, gidy
to, tai liéu do ngudi yéu cau nop, xuat trinh hosc dinh kém)

+ Truong hop hd so can bd sung, hoan thién hodc khong du diéu kién giai quyét, phai tir chdi thi céng chire tu phap - ho tich/nguoi 1am cong
tac ho tich giri thdng bao vé tinh trang ho so téi Trung tam Phuc vu hanh chinh cong dé thong bao cho ngudi nop hd so — thyuc hién lai budc
(ii) hoac (iii):
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+ Truong hop can phai kiém tra, xac minh 1am rd hoac do nguyén nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong chirc tu
phap - ho tich/ngudi 1am cong tac ho tich 1ap Phiéu xin 13i va hen lai ngay tra két qua, trong d6 néu 13 1y do cham tra két qua va thoi gian hen
tra két qua, chuyén Trung tm Phuc vu hanh chinh cong dé tra cho nguoi yéu cau (néu nguoi yéu cau nop hé so truc tiép), hoic gui Phiéu xin
15i va hen lai ngay tra két qua qua thu dién tir hoac gui tin nhan qua dién thoai di dong cho ngudi yéu cau (néu ngudi yéu cau nop hd so tryc
tuyén).
Truong hop can xac minh, c¢éng chic giai quyét hd so bao cdo Thu trudng Co quan quan 1y Co sé dit lidu ho tich dién tir c6 van ban dé nghi
co quan cdng an, cac co quan khac c6 lién quan xac minh theo quy dinh tai Khoan 3 Biéu 13 Nghi dinh sé 87/2020/ND-CP. Trudng hop két
qua xac minh khong cé thong tin hoic thong tin khdng théng nhat véi gidy to ngudi yéu cau cung cap thi tir chdi cip Vian ban xac nhan thong
tin ho tich.
Péi vai yéu cau xac nhan thong tin ho tich cua ca nhan, néu thay théng tin ho tich caa ca nhan khéng cé su thay doi thi cong chuc giai quyét
hd so bao cao Thu truéng Co quan quan 1y Co sé dit liéu ho tich dien tr khdng cap Van ban xac nhan thong tin ho tich ma hudng dan nguoi
y&u cau lam thu tuc cap ban sao Giay khai sinh hoic ban sao trich luc ho tich twong wng, trir truong hop co quan, t6 chirc ¢6 tham quyén dé
nghi cp van ban xac nhan dé giai quyét vu viéc lién quan dén cé nhan.
+ Néu thay ho so day du, hop 18, dung quy dinh, thong tin trong Co s& dit liéu ho tich dién tir va thong tin dé nghi xac nhan 1a dang, truong
hop tiép nhan hd so cap xac nhan théng tin ho tich theo hinh thic truc tiép, thi cng chie giai quyét hd so in Van ban xac nhan théng tin ho
tich, trinh Thu truong Co quan quan 1y Co sé dit liéu ho tich dién tr ky, chuyén téi Trung tam Phuc vy hanh chinh cong dé tra két qua cho
ngudi yéu cau
Truong hop tiép nhan hd so xin cap xac nhan thong tin ho tich theo hinh thuc truc tuyén, céng chic giai quyét hd so giri lai biéu mau Xéc
nhan théng tin h tich dién tir v6i thong tin day di cho nguoi yéu cau qua thu dién tir hoic thiét bi sb.
Nguoi yéu cau co trach nhiém kiém tra tinh chinh xac, ddy du cua cac thong tin trén biéu mau Xéc nhan thong tin ho tich dién tir va xac nhan
(t6i da mot ngay).
Néu ngudi yéu cau xac nhan thong tin da thong nhat, day du hodc khong c6 phan hoi sau thoi han mot ngay thi cong chie giai quyét ho so in
Vin ban xac nhan thong tin hé tich, trinh Tha truéng Co quan quan 1y Co sd dit liéu ho tich dién tir ky cip van ban xac nhan thdng tin ho tich,
chuyén Trung tdm Phuc vu hanh chinh cong tra két qua cho nguoi yéu cau..
4. Co quan thue hién: Co quan quan ly co s¢ dir li¢u ho tich dién tu
5. Yéu cau, diéu kién: khong.
6. Thu tuc hanh chinh lién quan: khdng cé théng tin
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XXXXX. Méa HS: 3.000323

Ping ky giam sat viéc giam hg.

1. Cach thirc thyuce hién

khong qua 05 ngay lam viéc ké tir ngay tiép nhan hd so

Hinh thirc ngp Thoi han giai quyét Phi, 1¢ phi Mo ta
. 03 ngay lam viéc, trudng hop can phai xac minh thi thoi han giai quyét duoc kéo dai nhung
Truc tiép khdng qué 05 ngay lam viéc ké tir ngay tiép nhan hd so
. 03 ngay lam viéc, trudng hop can phai xac minh thi thoi han giai quyét duoc kéo dai nhung
Truc tuyén khdng qué 05 ngay lam viéc ké tir ngay tiép nhan ho so
03 ngay lam viéc, trudng hop can phai xac minh thi thoi han giai quyét duoc kéo dai nhung
Dich vu buu chinh

2. Thanh phan hd so

* Gidy to phai nop:

Loai gidy to Ban chinh | Ban sao

Van ban la can cur chirng minh viéc thoa thuan cu/chon nguoi giam sat giam ho theo quy dinh cua Bo luat

Dan su 0
Vin ban uy quyén theo quy dinh cua phap luat trong truong hop ty quyén thuc hién viéc ding ky giam sat
viéc giam ho. Truong hop nguoi duoc uy quyén 1a 6ng, ba, cha, me, con, vo, chong, anh, chi, em rudt caa 0

ngudi Gy quyén thi van ban ay quyén khong phai chiing thuc
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* Giay to phai xuat trinh:

Loai gidy to

Ban chinh

Ban sao

Ho chiéu/Chting minh nhan dan/Thé cin cude cong dan/Thé cin cude/Can cude dién ta/Gidy chirng nhan
can cudc hodc cac gidy to khac c6 dan anh va thong tin ca nhan do co quan ¢ tham quyén cap, con gid tri
sir dung dé chirng minh vé nhan than caa nguoi c6 yéu cau cap xac nhan thdng tin ho tich. Truong hop céc
thong tin c& nhan trong cac gidy to nay di c6 trong CSDLQGVDC, CSDLHTDT, duogc hé thdng dién tu
dong thi khdng phai tai 1én (theo hinh thirc truc tuyén);

Gidy to ¢o gia tri chitng minh théng tin vé cu tra trong truong hop co quan dang ky ho tich khdng thé khai
thac dugc thong tin vé noi cu tra ciia cong dan theo cac phuong thirc quy dinh tai khoan 2 Biéu 14 Nghi
dinh s6 104/2022/ND-CP ngay 21/12/2022 cia Chinh phu. Trudng hop cac thdng tin vé gidy to ching
minh noi cu tra da duoc khai thac tir Co so dir liéu qudc gia vé dan cu bang cac phuong thirc nay thi nguoi
c6 yéu cau khong phai xuat trinh (theo hinh thic tryc tiép) hoac tai 1én (theo hinh thuc truc tuyén).

* Bao gom:

Loai gidy to

Ban chinh

Ban sao

To khai dang ky giam sat viéc giam ho theo mau (néu nguoi c6 yéu cau lya chon nop ho so theo hinh thirc
tryc tiép hodc gui ho so qua hé thong buu chinh);

Mau ho tich dién tir trong tac ding ky giam sat viéc giam ho (do ngudi yéu cau cung cap thong tin theo
huéng dan trén Cong dich vu cong, néu ngudi c6 yéu cau lua chon nop hd so theo hinh thuc truc tuyén);

3. Trinh tu thwe hién
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- Néu Iya chon hinh thirc nop hé so truc tiép, ngudi yéu cau ding ky giam sat viéc giam ho nop hd so dang ky giam sat viéc giam ho tai Trung
tdm Phuc vy hanh chinh cong noi cu tra cta nguoi dugc giam ho; nop 1é phi néu thude trudong hop phai nop 1é phi ding ky giam sat viéc giam
ho; nop phi cap ban sao Trich luc dang ky giam sat viéc giam ho néu co yéu cau cap ban sao Trich luc ding ky giam sat viéc giam ho.
- Néu Iya chon hinh thic nop hé so truc tuyén, nguoi yéu cau diang Ky giam sat viéc giam ho truy cap Cong dich vu cong qudc gia, Xac thuc
ngudi dung theo huéng dan, dang nhap vao hé théng, lva chon Uy ban nhan dan cap xa cé tham quyeén.
Nguoi yéu cau dang ky giam sat viéc gidm ho truc tuyén cung cap thong tin theo mau ho tich dién tir twong tac dang ky giam sat viéc giam ho
(cung cap trén Cong dich vu cong), dinh kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; ndp phi, 18 phi thdng qua chic
ning thanh toan truc tuyén hoic bang cach thirc khéc theo quy dinh phap luét, hoan tat viéc nop hé so
- Cén bo tiép nhan hd so tai Trung tdm Phuc vu hanh chinh cong c6 trach nhiém kiém tra tinh chinh xéac, dy du, théng nhat, hop 18 cua ho so
(i) Truong hop ho so day dua, hop 18 thi tiép nhan hd so, c6 Phiéu hen, tra két qua cho nguoi yéu cau (néu ngudi yéu cau nop ho so truc tiép)
hoac guri ngay Phiéu hen, tra két qua qua thu dién tir hodc guri tin nhan hen tra két qua qua dién thoai di dong cho ngudi yéu cau (néu nguoi
y&u cau nop ho so truc tuyén), dong thoi chuyén hd so dé cong chire tu phap - ho tich xu 1y; trudng hop tiép nhan hd so tai Trung thm Phuc
vu hanh chinh céng cap tinh, can bo tiép nhan ho so chuyén hd so dén Uy ban nhan dan cip x& c6 tham quyeén xu ly.
(ii) Truong hop hd so chua day da, hop 1 thi can bo tiép nhan hd so thong bao cho ngudi yéu cau bé sung, hoan thién ho so, néu 16 loai giay
td, ndi dung can bd sung dé ngudi yéu cau b sung, hoan thién. Sau khi hd so dugc bo sung, thuc hién lai budc (i)
(iii) Truong hop ngudi yéu cau ding ky giam sat viéc giam ho khong bo sung, hoan thién dugc ho so thi can bd tiép nhan ho so bao cao Lanh
dao Trung tdm Phuc vy hanh chinh céng c6 thong béo tir chéi giai quyét yéu cau dang ky giam sat viéc giam ho.
- Cong chire tu phap - ho tich tham tra hd so (tham tra tinh thong nhat, hop 18 caa cac thong tin trong ho so, gidy to, tai liéu do nguoi yéu cau
nop, xuat trinh hoic dinh kém
+ Truong hop hd so can bd sung, hoan thién hoidc khong du diéu kién giai quyét, phai tir chéi thi cong chire tu phap - ho tich giri théng bao vé
tinh trang hd so téi Trung tam Phuc vu hanh chinh cong dé thong bao cho ngudi nop hd so — thuc hién lai budc (i) hoac (iii);
+ Truong hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong chirc tu
phap - ho tich 1ap Phiéu xin 13i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham tra két qua va thoi gian hen tra két qua, chuyén Trung
tam Phuc vy hanh chinh cong dé tra cho ngudi yéu cau (néu nguoi yéu cau nop ho so truc tiép), hoac giri Phiéu xin 13i va hen lai ngay tra két
qua qua thu dién tir hodc giri tin nhan qua dién thoai di dong cho ngudi yéu cau (néu nguoi yéu cau nop hd so truc tuyén)
+ Néu thay yéu cau dang ky giam sat viéc giam ho da diéu kién theo quy dinh phép luat, hd so day du, hop 1é, ding quy dinh, truong hop tiép
nhan ho so dang ky giam ho theo hinh thuc truc tiép, thi cong chic tu phap - ho tich thuc hién ghi vao S6 dang ky giam sat viéc giam ho, cap
nhat thong tin dang ky giam sat viéc giam ho trén Phan mém dang ky, quan Iy ho tich dién tir dung chung.
Truong hop tiép nhan hd so dang ky giam sat viéc giam ho theo hinh thic truc tuyén, cong chirc tu phap - ho tich gui lai biéu mau Trich luc
dang ky giam sat viéc giam ho dién tir véi thong tin day da cho ngudi yéu cau qua thu dién tir hoic thiét bi sd.
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Nguoi yéu cau cd trach nhiém Kiém tra tinh chinh xac, day du cia cac théng tin trén biéu mau Trich luc dang ky giam sat viéc giam ho dién
tir va xac nhan (t6i da mot ngay)
Néu ngudi yeu cau xac nhan thong tin dd théng nhét, day du hoic khong c6 phan hdi sau thoi han mot ngay thi ¢éng chie tu phap - ho tich
thuc hién ghi noi dung vao So dang ky giam sat viéc giam ho, cap nhat thong tin dang ky giam sat viéc giam ho trén Phan mém dang ky, quan
ly ho tich dién tur dung chung.
- COng chirc tu phap - ho tich in Trich luc ding ky giam st viéc giam ho, trinh Lanh dao Uy ban nhan dan cip xa ky, chuyén Trung tim Phuc
vu hanh chinh céng tra két qua cho nguoi yéu cau.
4. Co quan thye hién: Uy ban nhan dan xa
5. Yéu cau, diéu kién:
Nguoi giam sat viéc giam ho phai 1a ngudi ¢ ning lyc hanh vi dan sy day du néu 1a ca nhan, c6 ning luyc phép luat dan su phd hop véi viéc
giam séat néu 1a phap nhan; co diéu kién can thiét dé thuc hién viéc giam sat
6. Thu tuc hanh chinh lién quan: khéng cé théng tin

XXXXXI. Ma HS: 3.000322
Ping ky cham dit giam sat viéc giam ha.

1. Céach thirc thye hién

Hinh thirc np Thoi han giai quyét Phi,1¢ phi | Mo ta

03 ngay lam viéc, trudng hop can phai xac minh thi thoi han giai quyét duoc kéo dai nhung

Tryec tiep khong qué 05 ngay lam viéc ké tir ngay tiép nhan ho so
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. 03 ngay lam viéc, trudng hop can phai xac minh thi thoi han giai quyét duoc kéo dai nhung
True tuyén khdng qué 05 ngay lam viéc ké tir ngay tiép nhan hd so

_ , 03 ngay lam viéc, trudng hop can phai xac minh thi thoi han giai quyét duoc kéo dai nhung
Dich vubuu chinh | yhang qua 05 ngay 1am viac ké tir ngay tiép nhan hd so

2. Thanh phan ho so

* Gidy to phai nop:

thong tin c& nhan trong cac giay to nay di c6 trong CSDLQGVDC, CSDLHTDT, dugc hé thdng dién tu
dong thi khdng phai tai 1én (theo hinh thuc truc tuyén);

Loai gidy to Ban chinh | Ban sao
Gidy to 1am can cir cham dut giam sat viéc giam ho theo quy dinh cua Bo luat Dan su. 1 0
Vin ban uy quyén theo quy dinh cua phap luat trong truong hop iy quyén thuc hién viéc diang ky cham dut
giam sét viéc giam ho. Truong hop ngudi duoc ty quyén 1a 6ng, ba, cha, me, con, vg, chong, anh, chi, em 1 0
rudt cua ngudi uy quyén thi van ban ay quyén khéng phai ching thuc

* Gidy to phai xuat trinh:

Loai gidy to Ban chinh | Ban sao
Ho chiéu/Chting minh nhan dan/Thé cin cudc cong dan/Thé can cude/Can cudc dién ta/Giay chizng nhan
cin cude hoic cac gidy to khac ¢ dan anh va thong tin ca nhan do co quan c¢6 tham quyén cap, con gia tri
sir dung dé chirng minh vé nhan than caa nguoi c6 y8u cau cap xac nhan thdng tin ho tich. Truong hop céc 1 0
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Loai gidy tor Béan chinh | Ban sao

Gidy to cd gia tri chirng minh thong tin vé cu tri trong tredng hop co quan ding ky ho tich khong thé khai
thac dugc thong tin vé noi cu tri clia cong dan theo cac phuong thirc quy dinh tai khoan 2 Biéu 14 Nghi
dinh s6 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Trudng hop cac théng tin vé gidy to chiang 1 0
minh noi cu tra d duoc khai thac tir Co so dit liéu qudc gia vé dan cu bang cac phuong thirc nay thi nguoi
c6 yéu cau khong phai xuat trinh (theo hinh thirc tryuc tiép) hoic tai 1én (theo hinh thuc truc tuyén).

* Bao gom:

Loai gidy to Ban chinh | Ban sao

T khai dang ky cham dut giam sat viéc giam ho theo mau (néu nguoi c6 yéu cau lya chon nop ho so theo

hinh thuc truc tiép hoac giri hd so qua hé théng buu chinh) 1 0
Mau ho tich dién tir trong tac ding ky chdm dit giam sét viéc giam ho (do ngudi yéu cau cung cap thong
tin theo hudng dan trén Cong dich vu cdng, néu nguoi c6 yéu cau lya chon nop hd so theo hinh thirc truc 1 0

tuyén)

3. Trinh ty thwe hién

- Néu lya chon hinh thirc nop hé so truc tiép, ngudi yéu cau dang ky cham dat giam sét viéc giam ho nop ho so dang ky cham dat giam sat
viéc giam ho tai Trung tdm Phuc vu hanh chinh cong c6 tham quyén di dang ky giam sat viéc giam ho; nop 1¢ phi néu thudc truong hop phai
nop 1é phi ding ky cham dut giam sat viéc giam ho: nop phi cip ban sao Trich luc ding ky cham dut giam sét viéc giam ho néu co yéu cau
cap ban sao Trich luc dang ky cham dut giam sat viéc giam ho.

- Néu lya chon hinh thtrc nop hod so truc tuyén, ngudi yéu cau dang ky cham dat giam sét viéc giam ho truy cap Cong dich vu cong quéc gia ,
Xé&c thue ngudi dung theo huéng dan, dang nhap vao hé théng, lva chon Uy ban nhan dan cap xa cd tham quyén.

Nguoi yéu cau dang ky cham dat giam sat viéc giam ho truc tuyén cung cap théng tin theo mau ho tich dién tir twong tac dang ky cham dut
giam sét viéc giam ho (cung cap trén Cong dich vu cong), dinh kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop phi,
16 phi thdng qua chirc ning thanh toan tric tuyén hoic bang cach thice khac theo quy dinh phap luat, hoan tat viéc nop hd so

- Cén bo tiép nhan ho so tai Trung tdm Phuc vu hanh chinh cong c6 trach nhiém kiém tra tinh chinh xac, day du, théng nhat, hop 18 cua ho so
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(i) Truong hop ho so day da, hop 18 thi tiép nhan ho so, co Phiéu hen, tra két qua cho nguoi yéu cau (néu ngudi yeu cau nop hd so truc tiép)
hoac gui ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin nhan hen tra két qua qua dién thoai di dong cho ngudi yéu cau (néu ngudi
y&u cau nop ho so truc tuyén), dong thoi chuyén hd so dé cong chire tu phap - ho tich xt 1y; trudng hop tiép nhan hd so tai Trung tdm Phuc
vu hanh chinh céng cap tinh, can bo tiép nhan ho so chuyén ho so dén Uy ban nhan dan cap x& c6 tham quyeén xu ly.
(i) Truong hop hd so chwa ddy du, hop 1¢ thi can bo tiép nhan hd so théng bao cho ngudi yéu cau bd sung, hoan thién hd so, néu 13 loai gidy
td, noi dung can b sung dé ngudi yéu cau bo sung, hoan thién. Sau khi hd so dugc bd sung, thuc hién lai budc (i); (iii) Truong hop nguoi yéu
cau dang ky chdm dat giam sat viéc giam ho khdng bd sung, hoan thién dugc hd so thi can bo tiép nhan hd so bao cao Lanh dao Trung tam
Phuc vu hanh chinh céng c6 thdng béo tir chdi giai quyét yéu cau diang ky chim dat gidam sét viéc giam ho.
- Cong chie tu phap - ho tich tham tra hd so (tham tra tinh thong nhat, hop 1& caa cac thong tin trong ho so, gidy to, tai liéu do nguoi yéu cau
nop, xuat trinh hoic dinh kém).
+ Truong hop ho so can bo sung, hoan thién hodc khong du diéu kién giai quyét, phai tir chéi thi cong chire tu phap - ho tich giri théng bao vé
tinh trang hd so téi Trung tim Phuc vy hanh chinh céng dé thong bao cho ngudi nop hd so — thuc hién lai budc (i) hoac (iii);
+ Truong hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong chirc tu
phap - ho tich 1ap Phiéu xin 15i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham tra két qua va thoi gian hen tra két qua, chuyén Trung
tdm Phuc vu hanh chinh cong dé tra cho ngudi yéu cau (néu ngudi yéu cau nop ho so truc tiép), hoic giri Phiéu xin 13i va hen lai ngay tra két
qua qua thu dién tir hodc giri tin nhan qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu cau nop ho so truc tuyén).
+ Néu thay ho so day di, hop 1€, diing quy dinh, truong hop tiép nhan ho so dang ky cham dut giam sét viéc giam ho theo hinh thirc tryc tiép,
thi céng chuc tu phap - ho tich thuc hién ghi vao S6 diang ky cham dut giam sat viéc giam ho, cap nhat thong tin dang ky cham duat giam séat
viéc giam ho trén Phan mém dang ky, quan ly ho tich dién tir ding chung.
Truong hop tiép nhan ho so dang ky cham dat giam sat viéc giam ho theo hinh thirc truc tuyén, cong chirc tu phap - ho tich gui lai biéu mau
Trich luc dang ky chdm dut giam sat viéc giam ho dién tir voi thong tin day du cho nguoi yéu cau qua thu dién tir hoic thiét bi s6.
Nguoi yéu cau co trach nhiém kiém tra tinh chinh xac, day du cia cac thong tin trén biéu mau Trich luc dang ky cham dut giam sat viéc giam
ho dién tir va xac nhan (t6i da mot ngay).
Néu ngudi yéu cau xac nhan thong tin da thong nhat, day du hoac khéng c6 phan hdi sau thoi han mét ngay thi céng chiic tu phap - ho tich
thuc hién ghi noi dung vao So dang ky cham dut giam sat viéc giam ho, cap nhat thong tin diang ky cham dat giam sat viéc giam ho trén Phan
mém ding ky, quan ly ho tich dién tir ding chung.
- Cong chirc tu phap - o tich in Trich luc dang ky chdm dut giam sat viéc giam ho, trinh Lanh dao Uy ban nhan dan cap x& ky, chuyén Trung
tdm Phuc vu hanh chinh cong tra két qua cho ngudi yéu cau.
4. Co quan thye hién: Uy ban nhan dan xa
5. Yéu cau, diéu kién: Khong c6
6. Thi tuc hanh chinh lién quan: khdng c6 thong tin
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Thi tuc diang Ky nhan cha, me, con c6 yéu té nwéc ngoai tai khu vuc bién gidi.

1. Cach thirc thyuce hién

Hinh thirc ngp

Thoi han giai quyét Phi, 1¢ phi | Mo ta

07 ngay lam viéc; trudng hop phai xac minh thi thoi han giai quyét khdng qua 12 ngay lam

Tryc ticp viee,
, 07 ngay lam viéc; trudng hop phai xac minh thi thoi han giai quyét khdng qua 12 ngay 1am
Truc tuyén viéc.
07 ngay lam viéc; trudng hop phai xac minh thi thoi han giai quyét khdng qua 12 ngay lam
Dich vu buu chinh

Viéc.

2. Thanh phan hd so

* Gidy to phai nop:

Loai gifiy to Ban chinh | Ban sao
Truong hop khong ¢6 vian ban néu trén thi cac bén nhan cha, me, con lap vin ban cam doan vé méi quan hé
cha, me, con, cé it nhat hai nguoi lam ching vé moi quan hé cha, me, con 1 0
Vin ban caa co quan y té, co quan giam dinh hoidc co quan khac c6 tham quyén xac nhan quan hé cha con,
guan hé me con 1 0
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* Giay to phai xuat trinh:

Loai gidy to Ban chinh | Ban sao

Ho chiéu/Chtng minh nhan dan/Thé cin cude ¢ong dan/Thé cian cude/Can cude dién ta/Gidy chitng nhan
can cudc hodc cac gidy to khac c6 dan anh va thong tin ca nhan do co quan ¢ tham quyén cap, con gid tri
sir dung dé chirng minh vé nhan than caa ngudi c6 y8u cau cap xéac nhan thdng tin ho tich. Truong hop céc 1 0
thong tin c& nhan trong cac gidy to nay di c6 trong CSDLQGVDC, CSDLHTDT, duogc hé thdng dién tu
dong thi khdng phai tai 1én (theo hinh thirc truc tuyén);

Gidy to ¢6 gia tri chitng minh théng tin vé cu tra trong truong hop co quan dang ky ho tich khdng thé khai
thac duoc thong tin vé noi cu tra ctia cdng dan theo cac phuong thic quy dinh tai khoan 2 Piéu 14 Nghi
dinh s6 104/2022/ND-CP ngay 21/12/2022 caa Chinh phu. Truong hop cac thong tin vé gidy to chitng 1 0
minh noi cu tra da duoc khai thac tir Co so dir liéu qudc gia vé dan cu bang cac phuong thirc nay thi nguoi
c6 yéu cau khong phai xuat trinh (theo hinh thirc tryuc tiép) hoac tai 1én (theo hinh thuc truc tuyén).

Ban sao giay to chitng minh nhén than, gidy to ching minh noi thuong tri & khu vuc bién gisi caa cong

dan nudc lang giéng. 1 0
* Bao gom:
Loai gidy to Ban chinh | Ban sao
T khai dang ky nhan cha, me, con theo mau (néu ngudi ¢6 yéu cau lya chon nop ho so theo hinh thirc truc
tiép) 1 0
Mau ho tich dién tir trong tac ding ky nhan cha, me, con (do ngudi yéu cau cung cip thong tin theo huéng . 0

dan trén Cong dich vy cdng, néu ngudi c6 yéu cau lya chon nop hd so theo hinh thuc truc tuyén)

3. Trinh tu thue hién
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- Néu lya chon hinh thizc nop hod so tryc tiép, nguoi yéu cau ding ky nhan cha, me, con nop hd so dang ky nhan cha, me, con tai Trung tam
phuc vu hanh chinh cdng ¢ tham quyén nop 1& phi néu thudc truong hop phai nop 18 phi dang ky nhan cha, me, con; nop phi cap ban sao Trich
luc ddng ky nhan cha, me, con néu c6 yéu cau cap ban sao Trich luc dang ky nhan cha, me, con.
- Néu lya chon hinh thirc nop hd so truc tuyén, nguoi yéu cau dang ky nhan cha, me, con truy cap Cong dich vu céng qubc gia, xac thuc nguoi
dung theo huéng dan, dang nhap vao hé théng, lra chon Uy ban nhan dan cip xa c6 tham quyén.
Nguoi yéu cau ding ky nhan cha, me, con truc tuyén cung cap thdng tin theo mau ho tich dién tir twong tac dang ky nhan cha, me, con (cung
cap trén Cong dich vu cong), dinh kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop phi, 1& phi théng qua chirc ning
thanh toan truc tuyén hoic bang cach thirc khac theo quy dinh phap luat, hoan tat viéc nop hé so
- Cén bo tiép nhan hd so tai Trung tdm Phuc vu hanh chinh cong c6 trach nhiém kiém tra tinh chinh xéac, dy du, théng nhat, hop 18 cua ho so
(i) Trudng hop ho so day da, hop 18 thi tiép nhan ho so, co Phiéu hen, tra két qua cho nguoi yéu cau (néu ngudi yeu cau nop hd so truc tiép)
hoac guri ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin nhan hen tra két qua qua dién thoai di dong cho ngudi yéu cau (néu nguoi
y&u cau nop ho so truc tuyén), dong thoi chuyén hd so dé cong chire tu phap - ho tich xt 1y; trudng hop tiép nhan hd so tai Trung thm Phuc
vu hanh chinh céng cép tinh, can bo tiép nhan ho so chuyén hd so dén Uy ban nhan dan cip x4 c6 tham quyeén xu ly
(ii) Truong hop hd so chua day da, hop 1 thi can bo tiép nhan hd so thong bao cho ngudi yéu cau bé sung, hoan thién ho so, néu 16 loai giay
td, ndi dung can b sung dé nguoi yéu cau bo sung, hoan thién. Sau khi hd so dugc bd sung, thuc hién lai budc (i); (iii) Truong hop nguoi yéu
cau dang ky nhan cha, me, con khéng bo sung, hoan thién dugc hd so thi can b tiép nhan hd so bao cao Lanh dao Trung tdm Phuc vy hanh
chinh cong c6 théng béo tir chdi giai quyét yéu cau ding ky nhan cha, me, con.
- Cong chire tu phap - ho tich tham tra hd so (tham tra tinh thong nhat, hop 18 caa cac thong tin trong ho so, gidy to, tai liéu do nguoi yéu cau
nop, Xuat trinh hozc dinh kém)
+ Truong hop hd so can bd sung, hoan thién hoidc khong du diéu kién giai quyét, phai tir chéi thi cong chire tu phap - ho tich giri théng bao vé
tinh trang hd so téi Trung tam Phuc vu hanh chinh cong dé thong bao cho ngudi nop hd so — thuc hién lai budc (i) hoac (iii);
+ Truong hop can phai kiém tra, xac minh 1am rd hodc do nguyén nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong chirc tu
phap - ho tich 1ap Phiéu xin 13i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham tra két qua va thoi gian hen tra két qua, chuyén Trung
tam Phuc vy hanh chinh cong dé tra cho ngudi yéu cau (néu nguoi yéu cau nop ho so truc tiép), hoac giri Phiéu xin 1i va hen lai ngay tra két
qua qua thu dién tir hodc giri tin nhan qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu cau nop ho so truc tuyén).
+ COng chic tu phap - ho tich niém yét viéc nhan cha, me, con tai tru s¢ Uy ban nhan dan cip xa.
+ Néu thay viéc nhan cha, me, con 1a ding va khong c6 tranh chép, ho so day di, hop I¢, dung quy dinh, truong hop tiép nhan ho so ding ky
nhan cha, me, con theo hinh thic tryuc tiép, thi cong chirc tu phap - ho tich thuc hién ghi vao S6 ding ky nhan cha, me, con, cip nhat thong tin
dang ky nhan cha, me, con trén Phan mém ding ky, quan ly ho tich dién tir dung chung
Truong hop tiép nhan hd so diang ky nhan cha, me, con theo hinh thirc truc tuyén, céng chire tu phéap - ho tich giri lai biéu mau Trich luc dang
ky nhan cha, me, con dién tir véi thong tin day da cho ngudi yéu cau qua thu dién tir hodc thiét bi s6
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Nguoi yéu cau c6 trach nhiém kiém tra tinh chinh xac, day du cta cac thdng tin trén biéu mau Trich luc dang ky nhan cha, me, con dién tir va
xé&c nhan (t6i da mot ngay).
Néu ngudi yeu cau xac nhan thong tin dd théng nhét, day du hoic khong c6 phan hdi sau thoi han mot ngay thi ¢éng chie tu phap - ho tich
thuc hién ghi ndi dung vao S6 diang ky nhan cha, me, con, cap nhat thong tin dang ky nhan cha, me, con trén Phan mém ding ky, quan 1y ho
tich dién tir dung chung.
- Cong chire tu phap - ho tich in Trich luc ding ky nhan cha, me, con, trinh Lanh dao Uy ban nhan dan cap xa ky, chuyén Trung tdm Phuc vu
hanh chinh cong tra két qua cho ngudi yéu cau.
4. Co quan thye hién: Uy ban nhan dan xa
5. Yéu cau, diéu kién:
- Viéc nhan cha, me, con giita cong dan Viét Nam thuong tri tai dia ban xa & khu vuc bién giéi véi cong dan caa nuéc lang giéng thuong trd
tai don vi hanh chinh twong dwong cip x& cua Viét Nam, tiép giap vdi xa ¢ khu vuc bién gigi cia Viét Nam noi cong dan Viét Nam thuong
tra.
- B&n nhan va bén dugc nhan 1a cha, me, con déu con séng.
- Viéc nhan cha, me, con khéng c6 tranh chap.
- Truong hop nam, nir chung song véi nhau nhu vo chong, khong ding ky két hon, sinh con, ngudi con séng clng voi ngudi cha, khi nguoi
cha 1am thi tuc nhan con ma khdng lién hé duoc véi ngudi me thi khong can cé y kién cua nguoi me trong To khai dang ky nhan cha, me,
con.
6. Thi tuc hanh chinh lién quan: khéng c6 théng tin
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XXXXXI. Ma HS: 1.004827

Thi tuc diang Ky khai tir c6 yéu té nwéc ngoai tai khu vuc bién giéi.

1. Cach thirc thyuce hién

Hinh thirc ngp

Thoi han giai quyét

Phi,1¢ phi | Mo ta

Ngay trong ngay tiép nhan yéu cau, truong hop nhan ho so sau 15 gio ma khong giai quyét
dugc ngay thi tra két qua trong ngay l1am viéc tiép theo. Trudng hop can xac minh thi thoi

Tryc tiép !
han giai quyét khéng qua 03 ngay lam viéc.
Ngay trong ngay tiép nhan yéu cau, truong hop nhan ho so sau 15 gio ma khong giai quyét
Truc tuyén dugc ngay thi tra két qua trong ngay l1am viéc tiép theo. Trudng hop can xac minh thi thoi
han giai quyét khong quéa 03 ngay lam viéc.
Ngay trong ngay tiép nhan yéu cau, truong hop nhan ho so sau 15 gio ma khong giai quyét
Dich vu buu chinh | dwoc ngay thi tra két qua trong ngay 1am viéc tiép theo. Truong hop can xac minh thi thoi

han giai quyét khong qué 03 ngay lam viéc.

2. Thanh phan h so

* Gidy to phai nop:

Loai gidy tor Ban chinh | Ban sao

Vin ban ay quyén theo quy dinh ciia phap luat trong truong hop ty quyén thuc hién viéc dang ky khai to.
Truong hop nguoi dugc uy quyén la 6ng, ba, cha, me, con, vo, chéng, anh, chi, em rudt cuia nguoi uy
quyén thi vin ban ay quyén khong phai chiing thuc
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Loai gidy to

Ban chinh

Ban sao

Gidy bao tir hoic gidy to thay Gidy bao tir do co quan c6 thim quyén cip. Trudng hop nguoi yéu cau da
nop ban dién tir Gidy bao tir hodc co quan dang ky ho tich di khai thac duoc dit liéu dién tir c6 ky sb cua
Gidy bao tir thi khdng phai nop ban gidy.

* Giay to phai xuat trinh:

Loai gidy to

Ban chinh

Ban sao

Ho chiéu/Chting minh nhan dan/Thé cin cude cong dan/Thé can cude/Can cude dién ta/Giay ching nhan
can cudc hoic cac gidy to khac 6 dan anh va thong tin ca nhan do co quan c6 tham quyén cap, con gia tri
sir dung dé chirng minh vé nhan than caa nguoi c6 yéu cau cap xac nhan thong tin ho tich. Truong hop céc
thong tin c& nhan trong cac giay to nay da c6 trong CSDLQGVDC, CSDLHTDT, dugc hé thdng dién tu
dong thi khong phai tai 1én (theo hinh thic truc tuyén);

Gidy to 6 gid tri ching minh théng tin vé cu trii trong trudng hop co quan dang ky ho tich khdng thé khai
thac duoc thdng tin vé noi cu tra ctia cong dan theo cac phuong thic quy dinh tai khoan 2 Piéu 14 Nghi
dinh s6 104/2022/ND-CP ngay 21/12/2022 cia Chinh phu. Trudng hop cac thdng tin vé gidy to ching
minh noi cu tri dd dugc khai thac tir Co s dit liéu quéc gia vé dan cu bang cac phuong thire nay thi nguoi
c6 yéu cau khong phai xuat trinh (theo hinh thirc truc tiép) hoac tai 1én (theo hinh thuc truc tuyén).

Truong hop khong xac dinh duoc noi cu tra cudi ciing cua nguoi chét thi xuat trinh giay to chimg minh noi
ngudi d6 chét hoic noi phat hién thi thé cua nguoi chét.

* Bao gom:
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Loai gidy tor Ban chinh | Ban sao

T khai dang ky khai tir theo mau (néu ngudi c6 yéu cau lya chon nop hd so theo hinh thic tryc tiép) 1 0

Mau ho tich dién tir trong tac ding ky khai tir (do ngudi yéu cau cung cap thong tin theo hudng dan trén
Cong dich vu céng, néu nguoi c6 yéu cau lya chon nop ho so theo hinh thirc truc tuyen)

3. Trinh tu thwe hién

- Néu lya chon hinh thirc nop ho so truc tiép, ngudi yéu cau dang ky khai tir nop hd so dang ky khai tir tai Trung tdm phuc vu hanh chinh cong
c6 tham quyén nop 1é phi néu thudc truang hop phai ndp 18 phi dang ky khai tir; nop phi cdp ban sao Trich luc khai tir néu c6 yéu cau cap ban
sao Trich luc khai tur.

- Néu Iya chon hinh thirc nop ho so truc tuyén, nguoi yeu cau diang ky khai tir truy cap Cong dich vu cdng quéc gia, Xac thuc ngudi ding theo
huéng dan, dang nhap vao hé théng, lva chon Uy ban nhan dan cap xa ¢ tham quyén

Nguoi yéu cau dang ky khai tir truc tuyén cung cap thong tin theo mau ho tich dién tir twong tac dang ky khai tir (cung cap trén Cong dich vu
cong), dinh kém ban chup hoic ban sao dién tir cac giay to, tai liéu theo quy dinh; nop phi, 1¢ phi théng qua chic nang thanh toan truc tuyén
hoac bang cach thirc khac theo quy dinh phap luat, hoan tat viéc nop ho so.

- Cén bd tiép nhan hd so tai Trung tdm Phuc vu hanh chinh cong c6 trach nhiém kiém tra tinh chinh xéac, dy du, théng nhat, hop 18 cua ho so
(i) Trudong hop ho so day du, hop 1 thi tiép nhan ho so; néu tiép nhan ho so sau 15 gid thi ¢ Phiéu hen, tra két qua cho nguoi yéu cau trong
ngay lam viéc tiép theo (néu nguoi yéu cau nop ho so truc tiép) hoic gui ngay Phiéu hen, tra két qua qua thu dién tir hodc guri tin nhan hen tra
két qua qua dién thoai di dong cho ngudi yéu cau (néu ngudi yéu cau nop ho so truc tuyén); chuyén hd so dé cong chirc tu phéap - ho tich xir
ly; truong hop tiép nhan ho so tai Trung tdm Phyc vy hanh chinh céng cap tinh, can bo tiép nhan ho so chuyén ho so dén Uy ban nhan dan cap
x& c6 tham quyeén xu ly.

(ii) Truong hop hd so chua day da, hop 1 thi can bo tiép nhan hd so thong bao cho ngudi yéu cau bé sung, hoan thién hd so, néu 16 loai gidy
td, noi dung can bo sung dé nguoi yéu cau bo sung, hoan thién. Sau khi hé so dugc bd sung, thyuc hién lai budc (i); (iii) Truong hop nguoi yéu
cau dang ky khai tir khéng bo sung, hoan thién dugc hd so thi can b tiép nhan hd so bao cao Lanh dao Trung tdm Phuc vu hanh chinh cong
c6 thong bao tir chéi giai quyét yéu cau dang ky khai tir.

- Cong chire tu phap - ho tich tham tra ho so (tham tra tinh thong nhat, hop 1é caa cac thong tin trong ho so, gidy to, tai liéu do nguoi yéu cau
nop, Xuat trinh hoic dinh kém)

+ Truong hop hd so can bd sung, hoan thién hoidc khong du diéu kién giai quyét, phai tir chéi thi cong chire tu phéap - ho tich giri théng bao vé
tinh trang hd so téi Trung tdm Phuc vu hanh chinh céng dé thong bao cho ngudi nop hd so — thuc hién lai budc (i) hoic (iii)
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+ Truong hop can phai kiém tra, xac minh 1am rd hoac do nguyén nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong chirc tu
phap - ho tich 1ap Phiéu xin 13i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham tra két qua va thoi gian hen tra két qua, chuyén Trung
tdm Phuc vy hanh chinh cong dé tra cho ngudi yéu cau (néu ngudi yéu cau nop hd so truc tiép), hoic giri Phiéu xin 13i va hen lai ngay tra két
qua qua thu dién tir hodc giri tin nhan qua dién thoai di dong cho ngudi yéu cau (néu nguoi yYeu cau nop hd so truc tuyén)
+ Néu thay hd so day du, hop 1, dang quy dinh, truong hop tiép nhan hd so ding ky khai tir theo hinh thirc tryuc tiép, thi cdng chie tu phap -
ho tich thuc hién ghi vao S6 dang ky khai tir, cap nhat thong tin ding ky khai tir trén Phan mém ding ky, quan Iy ho tich dién tar dung chung
Truong hop tiép nhan hd so diang ky khai tir theo hinh thuc truc tuyén Cong chire tu phap - ho tich giri lai biéu mau Trich luc khai tir dién tir
vé6i thong tin ddy du cho ngudi yéu cau qua thu dién tir hoic thiét bi sé
Nguoi yéu cau co trach nhiém kiém tra tinh chinh xac, day da cua cac thdng tin trén biéu mau Trich luc khai tir dién tir va xac nhan (t6i da
mot ngay)
Néu nguoi yéu cau xac nhan thong tin da thong nhat, day du hoac khéng c6 phan hdi sau thoi han mét ngay thi céng chirc tu phap - ho tich
thuc hién ghi noi dung vao S6 dang ky khai tir, cap nhat thong tin ding ky khai ttr trén Phan mém dang ky, quan ly ho tich dién tir ding chung.
- Cong chirc tu phap - ho tich in Trich luc khai ti, trinh Lanh dao Uy ban nhan dan cap x4 ky, chuyén Trung tdm Phuc vu hanh chinh cong tra
két qua cho ngudi yéu cau.
Sau khi dang ky khai tir, Uy ban nhan dan xa c6 van ban thong béo kém theo ban sao trich luc ho tich gui Bo Ngoai giao dé thong bao cho co
quan cd tham quyén cua nudc ma ngudi chét mang quoc tich..
4. Co quan thyc hién: Uy ban nhan dan x&
5. Yéu cau, diéu kién: khong.
6. Thu tuc hanh chinh lién quan: khdng cé thong tin

XXXXXIV. Ma HS: 1.000094
Thi tuc ding ky két hon c6 yéu té nwéc ngoai tai khu vuc bién giéi.

1. Cach thirc thuc hién
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Hinh thirc ngp Thoi han giai quyét

Phi,1¢ phi | Mo ta

Truyc tiép viec

03 ngay lam viéc. Truong hop can xac minh thi thoi han giai quyét khdng qua 08 ngay lam

Truc tuyén viéc

03 ngay lam viéc. Truong hop can xac minh thi thoi han giai quyét khdng qua 08 ngay lam

Dich vu buu chinh | &c

03 ngay lam viéc. Truong hop can xac minh thi thoi han giai quyét khdng qua 08 ngay lam

2. Thanh phan ho so

* Gidy to phai nop:

Loai gidy to

Ban chinh | Ban sao

Gidy to do co quan c6 tham quyeén cia nude lang giéng cap khong qua 06 thang tinh dén ngay nhan hé so,
X&c nhan cong dan nudce lang giéng hién tai 1a ngudi khdng ¢ vo hodc khong c6 chong;

Ban sao gidy t& chirng minh nhan than, gidy to chimg minh noi thuong tri & khu vuc bién gisi caa cong
dan nuéc lang giéng.

* Gidy to phai xuat trinh:
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Loai gidy tor Béan chinh | Ban sao

Ho chiéu/Chting minh nhan dan/Thé cin cude cong dan/Thé cin cude/Can cude dién ta/Gidy chirng nhan
can cudc hoic cac gidy to khac 6 dan anh va thong tin ca nhan do co quan ¢ tham quyén cap, con gia tri
sir dung dé chirng minh vé nhan than caa nguoi ¢6 yéu cau cap xac nhan thdng tin ho tich. Truong hop céc 1 0
thong tin c& nhan trong cac gidy to nay di c6 trong CSDLQGVDC, CSDLHTDT, duogc hé thong dién tu
dong thi khong phai tai 18n (theo hinh thtc truc tuyén);

Gidy to ching minh noi cu tra cua cong dan Viét Nam dé chang minh tham quyén ding ky két hén trong
truong hop co quan dang ky ho tich khéng thé khai thac dugc théng tin vé noi cu tri cia cong dan theo cac
phuong thitc quy dinh tai khoan 2 Diéu 14 Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu.

Truong hop cac thong tin vé gidy to chimg minh noi cu tra di dugc khai thac tir Co s dit liéu qudc gia vé 1 0
dan cu bang cac phuong thirc nay thi ngudi ¢6 yéu cau khdng phai xuat trinh (theo hinh thac truc tiép)
hoac tai Ién (theo hinh thic truc tuyén).
* Bao gom:
Loai gidy to Ban chinh | Ban sao
T khai dang ky két hon theo mau, c6 du thong tin cua hai bén nam, nix. Hai bén nam, nix c¢d thé khai chung
vao mot To khai dang ky két hon (néu ngudi ¢ yéu cau lra chon nop hd so theo hinh thuc truc tiép) 1 0
Mau ho tich dién tir twong tac dang ky két hon (do ngudi yéu cau cung cap thong tin theo huéng dan trén
Cong dich vu c6ng, néu ngudi c6 yéu cau lya chon nop hd so theo hinh thic truc tuyén) 1 0

3. Trinh ty thwe hién
- Néu lya chon hinh thirc nop ho so truc tiép, ngudi yéu cau dang ky két hon nop ho so dang ky két hdn tai Trung tdm phuc vy hanh chinh
cdng cd tham quyén nop 1& phi néu thudc treong hop phai nop 18 phi ding ky két hon
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- Néu lya chon hinh thirc nop hd so truc tuyén, ngudi yéu cau dang ky két hon truy cap Cong dich vu céng qudc gia, xac thuc ngudi ding theo
huéng dan, dang nhap vao hé thng, lva chon Uy ban nhan dan cap xa ¢ tham quyén
Nguoi yéu cau dang ky két hdn truc tuyén cung cap thdng tin theo mau ho tich dién tir twong tac dang ky két hon (cung cip trén Cong dich vu
cong), dinh kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop phi, 1é phi théng qua chic ning thanh toan truc tuyén
hodc bang cach thirc khac theo quy dinh phap luat, hoan tat viéc nop ho so
- Cén bo tiép nhan hd so tai Trung tm Phuc vu hanh chinh cong c6 trach nhiém kiém tra tinh chinh xac, day du, théng nhat, hop 1& cua ho so
(i) Truong hop ho so day da, hop 18 thi tiép nhan ho so, co Phiéu hen, tra két qua cho nguoi yéu cau (néu ngudi yeu cau nop hd so truc tiép)
hodc gtri ngay Phiéu hen, tra két qua qua thu dién tir hodc guri tin nhan hen tra két qua qua dién thoai di dong cho ngudi yéu cau (néu ngudi
y&u cau nop ho so truc tuyén), dong thoi chuyén hd so dé cong chire tu phép - ho tich xu 1y; trudng hop tiép nhan hd so tai Trung thm Phuc
vu hanh chinh céng cap tinh, can bo tiép nhan ho so chuyén ho so dén Uy ban nhan dan cip x& c6 tham quyeén xu ly.
(ii) Truong hop hd so chua day da, hop 1 thi can bo tiép nhan hd so thong bao cho ngudi yéu cau bé sung, hoan thién ho so, néu 13 loai giay
td, ndi dung can b sung dé nguoi yéu cau bo sung, hoan thién. Sau khi hd so dugc bd sung, thuc hién lai budc (i); (iii) Truong hop nguoi yéu
cau dang ky két hon khdng bd sung, hoan thién duoc ho so thi can b tiép nhan hd so béo cao Lanh dao Trung tdm Phuc vu hanh chinh cong
c6 thong bao tir chéi giai quyét yéu cau dang ky két hon.
- Cong chie tu phap - ho tich tham tra hd so (tham tra tinh thong nhat, hop 1& caa cac thong tin trong ho so, gidy to, tai liéu do nguoi yéu cau
nop, Xuat trinh hoic dinh kém).
+ Truong hop ho so can bd sung, hoan thién hoidc khong du diéu kién giai quyét, phai tir chéi thi cong chire tu phap - ho tich giri théng bao vé
tinh trang hd so téi Trung tam Phuc vu hanh chinh cong dé thong bao cho ngudi nop hd so — thuc hién lai budc (i) hoac (iii)
+ Truong hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong chirc tu
phap - ho tich 1ap Phiéu xin 13i va hen lai ngay tra két qua, trong d6 néu rd Iy do cham tra két qua va thoi gian hen tra két qua, chuyén Trung
tdm Phuc vu hanh chinh cong dé tra cho ngudi yéu cau (néu ngudi yéu cau nop hd so truc tiép), hoic giri Phiéu xin 13i va hen lai ngay tra két
qua qua thu dién tir hodc giri tin nhan qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu cau nop ho so truc tuyén).
+ Néu thay ho so ddy du, hop 1¢, cac bén c6 du didu kién két hon theo quy dinh cua Luat Hon nhan va gia dinh, khong thudc trueong hop tir
chéi dang ky két hon theo quy dinh, trudng hop tiép nhan hd so dang ky két hon theo hinh thirc tryc tiép, thi cong chite tu phéap - ho tich thyc
hién ghi vao S6 dang ky két hon, cap nhat thong tin dang ky két hon trén Phan mém dang ky, quan Iy ho tich dién tir dung chung.
Truong hop tiép nhan hd so ding ky két hon theo hinh thie truc tuyén, cong chiic tu phap - ho tich guri lai biéu mau Giay chirng nhan két hén
dién tir v4i thong tin day du cho ngudi yéu cau qua thu dién tir hoac thiét bi so.
Nguoi yéu cau ¢ trach nhiém kiém tra tinh chinh xac, ddy du cua céc thdng tin trén biéu mau Gidy chung nhan két hon dién tir va xac nhan
(t6i da mot ngay).
Néu ngudi yéu cau xac nhan thong tin da thong nhét, day du hoac khéng c6 phan hdi sau thoi han mot ngay thi ¢éng chiic tu phap - ho tich
thuc hién ghi noi dung vao S6 diang ky két hdn, cap nhat thong tin ding ky két hdn trén Phan mém ding ky, quan Iy ho tich dién tir ding chung.
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- Cong chirc tu phap - ho tich in Gidy chung nhan két hon, trinh Lanh dao Uy ban nhan dan cap x Ky, chuyén toi Trung tdm Phuc vu hanh
chinh cong dé tra két qua cho ngudi yéu cau
- Ngudi yéu cau ding ky két hon (hai bén nam, nit phai c6 mat, xuat trinh gidy to tuy than dé ddi chiéu) kiém tra thdng tin trén Gidy chung
nhan két hon, trong S6 ding ky két hon, khang dinh sy tw nguyén két hon va ky tén vao So ding ky két hdn, ky tén vao Giay ching nhan két
hén, mdi bén nam, nit nhan 01 ban chinh Gidy ching nhan két hon...
4. Co quan thue hién: Uy ban nhan dan xa
5. Yéu céu, diéu kién:
- Cong dan Viét Nam thudng tri tai dia ban x4 & khu vuc bién gisi dang ky két hon véi cong dan cua nudce lang giéng thuong tra tai don vi
hanh chinh twong duong cap x4 cua Viét Nam tiép gidp voi xa & khu vuc bién gigi cia Viét Nam noi cong dan Viét Nam thuong tra.
- Nam tir da 20 tudi tro 18n, nix tir du 18 tudi tro [én;
- Viéc két hon do nam va nir ty nguyén quyét dinh;
- Khong bi mét ning lyc hanh vi dan su;
- Viéc két hon khdng thudc mét trong cac trudng hop cam két hon, gom:
+ Két hén gia tao;
+ Ta0 hon, cudng ép két hon, hra dbi két hon, can tro két hon;
+ Nguoi dang c6 vg, c6 chong ma két hén véi ngudi khac hoic chua co vo, chua co chong ma két hon véi ngudi dang cé chong, €6 vo;
+ Két hon giita nhitng nguoi cling dong mau vé truc hé; gitta nhitng ngudi ¢6 ho trong pham vi ba doi; gitra cha, me nudi véi con nudi; gita
ngudi da tirng 1a cha, me nudi vai con nudi, cha chong véi con dau, me vo vai con ré, cha duong vai con riéng cua vo, me ké vai con riéng
cta chong;
* Nha nudce khéng thura nhan hén nhén gitra nhirng nguoi cung gidi tinh.
6. Thi tuc hanh chinh lién quan: khéng c6 théng tin
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Pang ky viéc nudi con nudi trong nwéc.

1. Cach thirc thyuce hién
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Hinh thirc ngp

Thoi han
gidi quyet

Phi, 1¢ phi

Mo ta

Truc tiép

400.000d/trudng hop.
Mién I¢ phi diang ky nuoi
con nudi trong nudc doi
véi treong hop cha
duong hodc me ké nhan
con riéng cua vg hoac
chong 1am con nudi; cd,
cau, di, chd, bac ruot
nhan chau lam con nudi;
nhan cac tré em sau day
lam con nudi: Tré khuyét
tat, nhidm HIV/AIDS
hoic méc bénh hiém
nghéo theo quy dinh cua
Luat nubi con nudi va
van ban huéng dan;
nguoi €O cong vai cach
mang nhan con nudi.

- Thoi gian xac minh, danh gia hoan canh gia dinh, tinh trang chd &, diéu
kién kinh té ciia nguoi nhan con nudi: Trudng hop ngudi nhan con nudi
c6 noi thuong tra va noi ¢ hién tai khac nhau, trong 02 ngay lam viéc ké
tir ngay nhan duoc dé nghi caa ngudi nhan con nudi, Uy ban nhan déan
cap x4 noi ngudi nhan con nudi thuong tra truc tiép xac minh trong 05
ngay lam viéc hodc ¢ van ban dé nghi Uy ban nhan dan cap xa noi & hién
tai cia nguoi nhan con nubi thuc hién xac minh, danh gia hoan canh gia
dinh, tinh trang chd &, diéu kién kinh té ciia ngudi nhan con nudi. Trong
thoi han 05 ngay lam viéc, ké tir ngdy nhan dugc vin ban dé nghi, Uy ban
nhan dan cép xa noi ¢ hién tai cia nguoi nhan con nudi thuc hién xac
minh, danh gia theo ndi dung Van ban xac nhan hoan canh gia dinh, tinh
trang chd &, diéu kién kinh té ctia nguoi nhan con nudi va ¢d vin ban
thdng béo két qua danh gia cho Uy ban nhan dan cap x3 noi nguoi nhan
con nudi thuong trd. - Thoi gian kiém tra hd so va 1y y kién: 10 ngay, ké
tir ngay nhan du hé so hop I¢; - Thoi gian nhitng nguoi lién quan thay doi
y kién dong y vé viéc cho tré em l1am con nudi: 15 ngay ké tir ngay dugc
lay y kién; - Thoi gian t6 chire dang ky viéc nudi con nudi va to chirc giao
nhan con nudi, ghi vao s ding ky viéc nudi con nudi va trao Gidy ching
nhan nudi con nudi trong nudc cho bén giao va bén nhan: 05 ngay, ké tir
ngay hét han thay doi y kién dong .
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400.000d/truong hop.
Mién I¢ phi ding ky nudi
con nudi trong nude doi
Véi truong hop cha
duong hoic me ké nhan
con riéng caa vo hoac
chong lam con nudi; cd,
cau, di, chd, bac ruot
nhan chau lam con nudi;

- Thoi gian xac minh, danh gia hoan canh gia dinh, tinh trang chd ¢, diéu
kién kinh té ciia nguoi nhan con nudi: Trudong hop ngudi nhan con nudi
c6 noi thudng tra va noi ¢ hién tai khac nhau, trong 02 ngay lam viéc ké
tir ngay nhan duoc dé nghi cua ngudi nhan con nudi, Uy ban nhan dan
cap x4 noi ngudi nhan con nudi thuong tra truc tiép xac minh trong 05
ngay lam viéc hodc ¢ van ban dé nghi Uy ban nhan dan cap xa noi & hién
tai ciia nguoi nhan con nudi thuc hién xac minh, danh gia hoan canh gia
dinh, tinh trang chd &, diéu kién kinh té caa nguoi nhan con nudi. Trong
thoi han 05 ngay 1am viéc, ké tir ngay nhan duoc van ban dé nghi, Uy ban
nhan dan cép xa noi ¢ hién tai cua nguoi nhan con nudi thuc hién xac

Tryc tuyén nhan cac tré em sau ddy | minh, danh gia theo ndi dung Vin ban xac nhan hoan canh gia dinh, tinh
lam con nuoi: Tré khuyét trang chd &, diéu kién kinh té ctia nguoi nhan con nudi va ¢d vian ban
tat, nhicm HIV/AIDS thdng béo két qua danh gia cho Uy ban nhan dan cap xa noi nguoi nhan
hoac mac benh hieém con nudi thudng trd. - Thoi gian kiém tra hd so va 1ay y kién: 10 ngay, ké
nghéo theo quy dinh cia | ty ngay nhan du hd so hop 1¢; - Thoi gian nhitng nguoi lién quan thay déi
Luat nudi con nudi va y kién dong y vé viéc cho tré em l1am con nudi: 15 ngay ké tir ngay duogc
van ban huéng dan; 14y y kién; - Thoi gian td chtrc dang ky viéc nudi con nudi va td chic giao
nguoi ¢0 cong véi cach | nhan con nuai, ghi vao sé dang ky viéc nudi con nudi va trao Gidy ching
mang nhan con nuoi. nhan nudi con nudi trong nudc cho bén giao va bén nhan: 05 ngay, ké tir

ngay hét han thay doi y kién dong .
400.000d/treong hop. - Thoi gian xac minh, danh gia hoan canh gia dinh, tinh trang chd ¢, diéu
Mién 1¢ phi ding ky nuoi kién kinh té ciia nguoi nhan con nudi: Trudng hop ngudi nhan con nudi
con nudi trong nude doi c¢6 noi thudng tra va noi ¢ hién tai khac nhau, trong 02 ngay lam viéc ké
véi truong hop cha tir ngay nhan duoc dé nghi caa ngudi nhan con nudi, Uy ban nhan dan
Dich vu buu chinh duong hodc me ké nhan cap x4 noi ngudi nhan con nudi thuong tri truc tiép x4c minh trong 05

con riéng cua vg hoac
chong 1am con nudi; cd,
cau, di, chd, bac ruot
nhan chau lam con nudi;
nhan cac tré em sau day

ngay lam viéc hodc ¢ van ban dé nghi Uy ban nhan dan cap xa noi ¢ hién
tal ciia nguoi nhan con nuoi thyc hién xac minh, danh gia hoan canh gia
dinh, tinh trang chd ¢, diéu kién kinh té caa nguoi nhan con nudi. Trong
thoi han 05 ngay lam viéc, ké tir ngdy nhan dugc vin ban dé nghi, Uy ban
nhan dan cép xa noi ¢ hién tai cua nguoi nhan con nudi thuc hién xac
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lam con nudi: Tré khuyét
tat, nhiém HIV/AIDS
hoic méc bénh hiém
nghéo theo quy dinh cua
Luat nubi con nudi va
van ban huéng dan;
nguoi co cong vai cach
mang nhan con nuoi.

minh, danh gia theo ndi dung Van ban xac nhan hoan canh gia dinh, tinh
trang chd &, diéu kién kinh té ctua ngudi nhan con nudi va ¢ vin ban
thong béo két qua danh gia cho Uy ban nhan dan cép x3 noi ngudi nhan
con nudi thuong trid. - Thoi gian kiém tra ho so va 1y y kién: 10 ngay, ké
tir ngay nhan du hd so hop I¢; - Thoi gian nhitng nguoi lién quan thay doi
y kién d6ng y vé viéc cho tré em l1am con nudi: 15 ngay ké tir ngay dugc
lay y kién; - Thoi gian t6 chtrc dang ky viéc nudi con nudi va td chic giao
nhan con nudi, ghi vao so6 dang ky viéc nudi con nudi va trao Giay ching
nhan nudi con nudi trong nuéc cho bén giao va bén nhan: 05 ngay, ké tir
ngay hét han thay doi y kién dong y.

2. Thanh phan ho so

Ho so ctia nguoi nhan con nudi:;

Loai gidy to

Ban chinh | Ban sao

Pon xin nhan con nubi;

Ban sao Ho chiéu, Thé can cudc hoic gidy to o gid tri thay thé;

Vin ban x&c nhan tinh trang hon nhan: + Trudng hop ngudi nhan con nudi 1a cap vo chong nhan con nudi:
Giay chang nhan két hon. + Truong hop ngudi nhan con nudi 1a ngudi doc than nhan con nudi: Co quan

giai quyét tha tuc hanh chinh tra ctru théng tin vé tinh trang hén nhan cua nguoi nhan con nudi trén Hé 1 0
thdng thong tin giai quyét thu tuc hanh chinh cip tinh théng qua két ndi voi Co so dit liéu ho tich dién tu,

Co so dir liéu quéc gia vé dan cu.

Giay kham stic khoe do bénh vién da khoa hoic phong kham da khoa hoac Trung tdm y té khu vuc cap c6
gia tri sir dung néu duogc cap chua qua 06 thang, tinh dén ngay nop ho so tai co quan c6 tham quyén (trir
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Loai gidy to Ban chinh | Ban sao
truong hop cha duong nhan con riéng cia vo, me ké nhan con riéng caa chong lam con nuéi hoic cd, cau,
di, chd, bac ruot nhan chau lam con nubi)
Vin ban xac nhan hoan canh gia dinh, tinh trang chd &, diéu kién kinh té do UBND cép x4 noi ngudi nhan
con nudi thuong trd cip co gia tri st dung néu duoc cip chwa qua 06 thang, tinh dén ngay nop hé so tai co
quan cd tham quyén (trir truong hop cha duong nhan con riéng cua vo, me ké nhan con riéng cua chong 1 0
lam con nu6i hoac cd, cau, di, chd, bac ruét nhan chau lam con nubi);
Pon dang ky nhu cau nhan tré em lam con nudi (d6i véi truong hop nguoi nhan con nudi ¢d nguyén vong
va du diéu kién nhan con nuéi theo quy dinh nhung chwa tim dwoc tré em dé nhan 1am con nuéi). 1 0

Ho so ctia nguoi duoc nhan 1am con nudi:

Loai gidy to Ban chinh | Ban sao
Giay khai sinh 1 0
Giay kham stc khoe do bénh vién da khoa hoic phong kham da khoa hoac Trung tdm y té khu vuc cap 1 0
02 anh toan than, nhin thiang chup khéng qué 06 thang 1 0
Bién ban xé&c nhan do Uy ban nhan dan hoic Cong an cip xa noi phat hién tré bi bo roi 1ap ddi vai tré em bi
bo roi; Gidy chiing tir ctia cha d¢é, me dé hoac quyét dinh cua Toa &n tuyén b cha dé, me dé cua tré em 1a 1 0

da chét d6i voi tré em md coi; quyét dinh cua Toa an tuyén bd cha dé, me dé cua ngudi duoc gigi thiéu lam
con nubi mat tich doi véi nguoi dugc gidgi thiéu lam con nudi ma cha dé, me dé mat tich; quyét dinh caa
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Loai gidy tor Ban chinh | Ban sao

Toa an tuyén bd cha dé, me dé cua ngudi duoc gisi thiéu 1am con nudi mat ning luc hanh vi dan sy dbi voi
nguoi dugc gidi thiéu lam con nudi ma cha dé, me dé mat nang luc hanh vi dan su

Quyét dinh tiép nhan ddi véi tré em & co so nudi dudng 1 0

3. Trinh tu thwe hién

- Trudng hop c6ng dan Viét Nam c6 nguyén vong va du diéu kién nhan con nuéi theo quy dinh cia Luat Nudi con nudi nhung chua tim duoc
tré em dé nhan 1am con nuoi thi dang ky nhu cau nhan con nudi voi S& Tu phap noi nguoi d6 thuong tri

- Tim gia dinh thay thé cho tré em:

+) Truong hop tré em bi bo roi, tré em md cdi ca cha va me, tré em khong noi nuong tua dang dugc ca nhan, gia dinh, to chirc tam thoi nudi
dudng hoic cham soc thay thé theo quy dinh cua phap luat, Uy ban nhan dan cap xa dinh ky 06 thang ra soat, danh gia viéc tré em can duoc
nhan 1am con nudi. Néu cd cong dan Viét Nam thuong tri ¢ trong nuéc nhan tré em 1am con nudi, Uy ban nhan dan cip x& xem xét, giai quyét
hodc huéng dan giai quyét viéc nudi con nudi. Néu khdng c6 cong dan Viét Nam thuong trd ¢ trong nude nhan tré em lam con nuéi, Uy ban
nhan dan cap xa c6 vin ban kém theo ho so tré em gai S Tu phap dé tim ngudi nhan tré em l1am con nudi

+) Truong hop tré em bi bo roi, tré em md ci ca cha va me, tré em khong noi nuong twa sdng & co sd nudi dudng, co sé nudi dudng danh gia
viéc tré em can dugc nhan lam con nubi, 1ap ho so tré em, xin y kién ciia co quan chii quan. Co quan chu quan ¢ y kién dé co so nudi dudng
guri S& Tu phap kém theo ho so tré em dé thong bao tim ngudi nhan con nudi.

- Khi tiép nhan hd so tré em, néu c6 cdng dan Viét Nam thuong tri ¢ trong nude dang ky nhu cau nhan con nudi, Sé Tu phép kiém tra diéu
kién ctia ngudi nhan con nudi trude khi giao 01 bo hd so tré em cho ngudi nhan con nudi va gidi thiéu ngudi nhan con nudi dén Uy ban nhan
dan cip xa noi c6 tham quyén giai quyét viéc nudi con nudi dé xem xét, giai quyét.

Truong hop khong c6 cong dan Viét Nam thuong tri & trong nudc dang ky nhu cau nhan con nudi, S& Tu phap thong bao tim nguoi nhan tré
em lam con nudi.

+) Trong thoi han théng béo trén pham vi cap tinh, néu c6 cong dan Viét Nam thudng trd & trong nude ding ky nhu cau nhan con nudi, So Tu
phap kiém tra diéu kién cua ngudi nhan con nudi trude khi giao 01 bo hd so tré em cho ngudi nhan con nudi va gigi thiéu ngudi nhan con nudi
dén Uy ban nhan dan cap x4 noi c¢6 tham quyén giai quyét viéc nudi con nudi dé xem xét, giai quyét.

Hét thoi han thong bao cip tinh, néu khéng cd cong dan Viét Nam thuong tri & trong nudc nhan tré em 1am con nudi, S& Tu phap gti danh
sach tré em cho Cuc Hanh chinh tu phap dé thong bao tim ngudi nhan con nudi.
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Cuc Hanh chinh tu phap thong bao tim ngudi nhan con nudi. Trong thoi han thdng bao trén pham vi toan quéc, néu cong dan Viét Nam thuong
trd ¢ trong nudc ¢6 nguyén vong va da diéu kién nhan tré em Iam con nudi thi lién hé voi S¢ Tu phép.
- Nguoi nhan con nudi nép hé so ciia minh va cua ngudi duoc nhan 1am con nudi tai Uy ban nhan dan cip xa
+) Pi v6i truong hop tré em md coi khong co ngudi nudi dudng hoic tré em ¢ cha me dé, ngudi than thich nhung khong c6 kha nang nudi
dudng dugc nhan 1am con nudi: nop hd so cho Uy ban nhan dan cip xi noi ngudi duoc nhan 1am con nudi thuong tra;
+) Ddi véi truong hop cha dugng hoic me ké nhan con riéng cua vo hodc chong 1am con nudi; cd, cau, di, chd, bac rudt nhan chau 1am con
nudi: nop hd so cho Uy ban nhan dan cap xa noi cu tra ciia ngudi nhan con nudi hoic caa nguoi dugc nhan lam con nudi
+) Ddi véi trudong hop tré em bi bo roi chua chuyén vao co sé nudi dudng dugc nhan 1am con nudi: nop hd so cho Uy ban nhan dan cip x&
noi 1ap bién ban xac nhan tinh trang tré em bi bo roi;
+) Ddi voi truong hop tré em & co s¢ nudi dudng duoc nhan 1am con nudi: ndp hd so cho Uy ban nhan dan cip xa noi €6 tru so cta co s Nudi
dudng.
- Cong churc cap x4 kiém tra hd so;
Khi kiém tra ho so, cong chirc cap xa phai nghién ctu, tim hiéu tim tu, nguyén vong va hoan canh caa nhimg nguoi lién quan. Truong hop
nguoi dugce nhan 1am con nudi c6 cha me dé, thi cong chic cap xa kiém tra viéc cha me dé co thoa thuan véi cha me nudi dé giir lai quyén,
nghia vu d6i véi con va cach thirc thuc hién quyén, nghia vu d6 sau khi di cho 1am con nudi.
- Cong chirc cap x4 lay y kién cua nhimg nguoi lién quan
Khi lay y kién ciia nhitng nguoi lién quan, cong chic cap xa phai
i) Tu van dé tré em tiép tuc duoc cham soc, nudi dudng, gido duc phi hop véi diéu kién va kha ning thuc té cua gia dinh
ii) Tu van day du cho cha me dé hodc nguoi giam ho vé myc dich nudi con nudi; quyén va nghia vu phat sinh gitra cha me nudi va con nudi
sau khi dang ky nudi con nudi; vé viéc cha me dé s& khdng con céc quyén, nghia vu chim soc, nudi dudng, cap dudng, dai dién theo phap luat,
bdi thudng thiét hai, quan 1y, dinh doat tai san riéng ddi véi con da cho lam con nudi néu cha me dé va cha me nudi khong cé thoa thuan khéc
iii) Giai thich cho nhitng nguoi lién quan vé quyén thay do6i y kién dong y trong thoi han 15 ngay ké tir ngay duoc lay y kién dong y. Hét thoi
han nay, nhitng ngudi lién quan khong dugc thay doi y kién vé viéc cho tré em lam con nudi;
- Uy ban nhan dan cap x tién hanh ding ky nudi con nudi va té chirc giao nhan con nudi, ghi vao So6 dang ky nudi con nudi va trao Giay
chting nhan nudi con nudi trong nudc tai tru s Uy ban nhan dan cap xa noi ding ky viéc nudi con nudi véi su ¢6 mat cia cha, me nudi, cha,
me dé, nguoi giam ho hoac dai dién co sé nudi dudng va ngudoi dugc nhan lam con nuéi. Truong hop cha, me nudi hoac cha, me dé cuaa tré
em ma maot trong hai ngudi vi ly do khéch quan khong thé c6 mit tai budi giao nhan con nudi thi phai c6 uy quyén cho nguoi kia.
- Trudng hop tir chéi dang ky, Uy ban nhan dan cap xa phai tra 10i bang van ban cho ngudi nhan con nuéi, cha me dé hoic nguoi giam ho
hoac dai dién co s& nudi dudng
4. Co quan thye hién: Uy ban nhan dan xa
5. Yéu cau, diéu kién:
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Nguoi nhan con nudi phai co du diéu kién sau:
- C6 nang luc hanh vi dan sy day du;
- Hon con nudi tir 20 tudi tro 18n — khong ap dung ddi véi truong hop cha dugng nhan con riéng cua vo, me ké nhan con riéng cia chong lam
con nudi hoac ¢, cau, di, chu bac ruét nhan chau lam con nubi;
- C6 diéu kién vé suc khoe, kinh té, chd ¢ bao dam viéc chim soc, nudi dudng, gido duc con nudi
- khong ap dung ddi véi truong hop cha duong nhan con riéng cua vo, me ké nhan con riéng caa chong lam con nudi hoic ¢, cau,di, chi bac
ruot nhan chau lam con nudi;
- C6 tu cach dao duc tét. Cac truong hop khong duoc nhan con nudi
- Pang bi han ché mot sé quyén cua cha, me d6i véi con chua thanh nién;
- Pang chap hanh quyét dinh xir ly hanh chinh tai co sé giéo duc, co so chira bénh;
- Pang chap hanh hinh phat t0;
- Chua duoc x6a an tich vé mot trong c4c toi ¢b y xam pham tinh mang, sirc khoé, nhan pham, danh du cia ngudi khac; nguoc dii hodc hanh
ha 6ng ba, cha me, vo chong, con, chau, nguoi cé cong nudi dudng minh; du dd, ép budc hoic chira chap ngudi chua thanh nién vi pham phap
luat; mua ban, danh tréo, chiém doat tré em. Tré em duoc nhan 1am con nudi phai c6 du cac diéu kién sau:
+ La tré em dudi 16 tudi; néu tré em thudc treong hop duoc cha duong, me ké, ¢d, cau, di, chd, bac rudt nhan 1am con nudi thi dén dudi 18
tudi;
+) Tré em bi bo roi, tré em md cdi ca cha va me, tré em khong noi nuong tua;
+) Mot ngudi chi dugc 1am con cua mot nguoi doc than hoidc cua ca hai nguoi 12 vo chéng..
6. Thu tuc hanh chinh lién quan: khdng cé thong tin
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XXXXXVI. M& HS: 2.001255

Ping ky lai viéc nudi con nudi trong nwoc.

1. Cach thirc thyuce hién

Hinh thirc ngp Thoi han gidi quyét Phi, 1€ phi Mo ta
Truc tiép 05 ngay lam viéc
Tryc tuyén 05 ngay lam viéc

Dich vu buu chinh | 05 ngay lam viéc

2. Thanh phan hd so

*Bao gom:

Loai gidy to Ban chinh | Ban sao

To khai ding ky lai viéc nudi con nudi. To khai phai c6 cam doan ctia ngudi yéu cau dang ky lai vé tinh
trung thuc cua viéc dang ky nudi con nudi trude dé va cé chir Ky cua it nhat hai nguoi 1am chang.

3. Trinh tu thwe hién

- Ngudi ¢ yéu cau dang ky lai viéc nudi con nudi nop To khai ding ky lai viéc nudi con nudi cho Uy ban nhan dan cép xi noi cha me nudi
va con nudi thuong tri hoic noi di ding ky viéc nudi con nudi trude day. To khai phai c6 cam doan ciia ngudi yéu cau dang ky lai vé tinh
trung thuc ciia viéc dang ky nudi con nudi trude dé va cé chir Ky cia it nhat hai nguoi lam chang;
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Luu y: Trudng hop ngudi ¢6 yéu cau lya chon nop hd so khong phai tai Uy ban nhan dan cap xa noi ¢6 tham quyén giai quyét, Uy ban nhan
dan cip x4 noi tiép nhan yéu cau cd trach nhiém hd trg ngudi ¢ yéu cau nop ho so diang ky lai nudi con nudi truc tuyén dén dung Uy ban nhan
dan cap xa c6 tham quyén theo quy dinh.
Uy ban nhan dan cip x& giai thich rd cho ngudi ¢ yéu cau ding ky lai viéc nudi con nudi vé trach nhiém, hé qua phép ly caa viéc cam doan
khong ding sy that. Trudong hop cé co sé xac dinh ndi dung cam doan khong dung su that, Uy ban nhan dan cp x4 tir chdi ding ky lai viéc
nudi con nudi hodc dé nghi co quan c6 tham quyén huy bo két qua dang ky lai viéc nudi con nuoi.
- Chua tich Uy ban nhan dan cap x& ky Giy chung nhan nudi con nudi trong nudc. Muc ghi chl cia ban chinh Gidy chitng nhan nudi con nudi
va S6 dang ky nuéi con nudi ghi rd 1a dang ky lai.
Ban chinh Gidy chang nhan nudi con nudi trong nudc duoc gui cho ngudi yéu cau ding ky lai qua hé théng buu chinh hoic tra truc tiép tai
Uy ban nhan dan cap xa. Ban dién tir Gidy chung nhan nudi con nudi trong nuéc gui qua Kho quan ly dit liéu dién tir cua ca nhan hoic qua
hop thu dién tir ca nhan.
4. Co quan thue hién: Uy ban nhan dan xa
5. Yéu cau, diéu kién:
- S6 dang ky nudi con nudi va ban chinh giy to dang ky nudi con nudi bi mat hodc hu hong khdng sir dung duoc;
- Cha, me nudi va con nudi déu con sdng vao thoi diém yéu cau ding ky lai.
6. Thu tuc hanh chinh lién quan: khdng cé thong tin

XXXXXVIIL. Ma HS: 2.002363
Ghi vao S6 diang Ky nudi con nudi viéc nudi con nudi da dwoc giai quyét tai co quan c6 thAm quyén ciia nwéc ngoai.

1. Cach thirc thye hién

Hinh thirc ngp Thoi han giai quyét Phi, 1€ phi Mo ta
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Ngay trong ngay tiép nhan ho so. Truong hop nhan hé so sau 15 gio ma khadng
giai quyét dugc ngay thi tra két qua trong ngay 1am viéc tiép theo. - Truong hop

Truc tiép .
phai xac minh thi thoi han giai quyét khong qua 03 ngay lam viéc
Ngay trong ngay tiép nhan hé so. Truong hop nhan ho so sau 15 gio ma khdng
Truc tuyén giai quyét dugc ngay thi tra két qua trong ngay 1am viéc tiép theo. - Truong hop
phai xac minh thi thoi han giai quyét khdng qué 03 ngay lam viéc
Ngay trong ngay tiép nhan hd so. Truong hop nhan ho so sau 15 gio ma khéng
Dich vu buu chinh | idi quyét dugc ngay thi tra két qua trong ngdy lam viéc tiép theo. - Truong hop

phai xac minh thi thoi han giai quyét khong qua 03 ngay lam viéc

2. Thanh phan ho so

Gidy to phai nop:

Loai gidy to

Ban chinh

Ban sao

Ban sao c6 chang thyc gidy to chitng minh viéc nudi con nudi di duoc giai quyét tai co quan ¢ tham

quyén cua nudc ngoai

Vin ban uy quyén (duoc chiing thuc) theo quy dinh cua phép luat trong trudng hop ay quyén viéc ghi chi.

Truong hop ngudi dugc uy quyén 1a 6ng, ba, cha, me, con, vo, chong, anh, chi, em rudt cia ngudi ay
quyén thi van ban ay quyén khong phai chiing thuc.

Vin ban ching nhan viée nudi con nudi da duoc thuc hién phi hop véi didu uée qudc té caa co quan co
tham quyen cia nudc ngoai (trong truong hop viéc nudi con nudi da duoc giai quyét theo quy dinh caa
diéu udc quoc te ma Viét Nam va nude noi giai quyet viéc nubi con nudi cung la thanh vién)
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Gidy to phai xuat trinh:

Loai gidy to Ban chinh | Ban sao

Ho chiéu hodc Chirng minh nhan dan hoic Thé can cudc cdng dan hoic cac gidy to khac co dan anh va
thong tin ca nhin do co quan c6 thdm quyén cip, con gia tri st dung dé chirng minh vé nhan than caa
ngudi c6 yéu cau ghi vao So viéc nudi con nudi da duoc giai quyét tai co quan c6 tham quyén caa nuéc
ngoai. Trudng hop cac théng tin ca nhan trong céc gidy to nay di co trong Co so dir liéu qudc gia vé dan
cu, Co so dit liéu ho tich dién tir, duoc hé thdng dién tu dong thi khdng phai tai 18n (theo hinh thic truc
tuyen);

Gidy to 0 gid tri chitng minh théng tin vé cu trii trong trudng hop co quan dang ky ho tich khdng thé khai
thac dugc théng tin vé noi cu tra clia cong dan theo cac phuong thirc quy dinh tai khoan 2 Biéu 14 Nghi
dinh s6 104/2022/ND-CP ngay 21/12/2022 cia Chinh phu. Céac giy to ching minh thong tin vé cu tra bao
gom: Thé cin cudc cong dan; Ching minh nhan dan; Gidy xac nhan thong tin vé cu tra, Gidy thdng bao s6
dinh danh cé& nhan va théng tin cong dan trong Co so dit liéu qudc gia vé dan cu. Truong hop céc théng tin 1 0
vé gidy to chimg minh noi cu tri dd dugc khai thac tir Co s dit liéu quéc gia vé dan cu bang cac phuong
thizc nay thi ngudi c6 yéu cau khong phai xuat trinh (theo hinh thic tryuc tiép) hoac tai 1én (theo hinh thuc
truc tuyén). Truong hop gui hd so qua hé thong buu chinh thi phai gui kém theo ban sao c6 ching thyc cac
gidy to phai xuat trinh néu trén.1

*Bao gom:

Loai gidy to Ban chinh | Bén sao

To khai ghi vao S6 ho tich viéc nudi con nudi theo mau: 1 0
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Loai gidy tor Ban chinh | Ban sao

Biéu mau dién tir trong tac ghi vao S6 ho tich viéc nudi con nudi (do ngudi yéu cau cung cp thdng tin
theo hudng dan trén Cong dich vu cong néu ngudi c6 yéu cau lya chon nop hd so theo hinh thirc truc 1 0
tuyén)

Nguoi c6 yéu cau ghi vao Sé dang Ky nudi con nudi viéc nudi con nudi da duoc giai quyét tai co quan co
tham quyén ciia nuéc ngoai thuc hién viéc nop/xuat trinh (theo hinh thuc truc tiép) hoic tai 18n (theo hinh 1 0
thie truc tuyén) cac gidy to sau

3. Trinh tu thwe hién

- Néu lya chon hinh thac nop hd so truc tiép, ngudi cd yéu cau ghi vao So diang ky nudi con nudi viée nudi con nudi da duoc giai quyét tai co
quan c6 tham quyén cua nudc ngodi nop hd so tai Trung tdm hanh chinh cdng cia UBND cip x4 c6 tham quyén; nop 1é phi néu thude truong
hop phai nop Ié phi; nop phi cap ban sao Trich luc ghi vao S6 ding ky nudi con nudi viéc nudi con nudi di dugc giai quyét tai co quan cd tham
quyén caa nudc ngodi néu cd yéu cau

- Néu Iya chon hinh thirc nop ho so truc tuyén, ngudi ¢ yéu cau ghi vao S6 dang ky nudi con nudi viéc nudi con nudi da dugc giai quyét tai
co quan c¢6 tham quyén ciia nudc ngodi truy cap Cong dich vu cong qudc gia hoic Cong dich vu cong cap tinh, dang ky tai khoan (néu chua
c6 tai khoan), xac thuc nguoi dung theo hudng dan, diang nhap vao hé thong, xac dinh ding UBND cap x4 c6 tham quyén

Nguoi ¢d yéu cau ghi vao S6 dang ky nudi con nudi viéc nudi con nudi di duoc giai quyét tai co quan c6 tham quyén cia nudc ngoai truc
tuyén cung cap thong tin theo Biéu mau dién tir trong tac ghi vao S6 ho tich viéc nudi con nubi (cung cap trén Cong dich vu cong), dinh kém
ban chup hoic ban sao dién tir cac gidy to, tai lidu theo quy dinh; nop phi, 1 phi thdng qua chic ning thanh toan truc tuyén hoic bang cach
thirc khac theo quy dinh phap luat, hoan tat viéc nop ho so

- Cén bo tiép nhan ho so tai Trung thm Phuc vu hanh chinh céng c6 trach nhiém kiém tra tinh chinh x4c, day du, théng nhat, hop 1é cua ho so.
(i) Truong hop hé so day du, hop 18 thi tiép nhan ho so; néu tiép nhan hd so sau 15 gio thi ¢d Phiéu hen, tra két qua cho nguoi ¢6 yéu cau trong
ngay lam viéc tiép theo (néu ngudi cd yéu cau lya chon hinh thirc nop hé so truc tiép) hoac giri ngay Phiéu hen, tra két qua qua thu dién tir
hodc guri tin nhan hen tra két qua qua dién thoai di dong cho ngudi ¢6 yéu cau (néu ngudi ¢6 yéu cau lya chon hinh thirc nop hd so truc tuyén);
chuyén hé so dé cong chirc 1am cong tac nudi con nudi xi 1y,

- Sau khi tiép nhan hd so theo hinh thuc nop truc tiép, can b tiép nhan hé so tai Trung tim Phuc vu hanh chinh céng thuc hién s6 hda (sao
chup, chuyén thanh tai liéu dién ti trén hé thong thong tin, co s& dir liéu) va ky sé vao tai liéu, ho so giai quyét tha tuc hanh chinh da duoc sb
hoéa theo quy dinh.
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(ii) Truong hop hd so chua day di, hop 18 thi ¢6 thong bao cho ngudi yéu cau bd sung, hoan thién hd so, néu rd loai gidy to, noi dung can bo
sung dé nguoi c6 yéu cau bo sung, hoan thién. Sau khi hd so dugc bo sung, thuc hién lai buéc (i).
(iii) Truong hop ngudi ¢6 yéu cau ghi vao So dang ky nudi con nudi viée nudi con nudi da duoc giai quyét tai co quan c6 tham quyén cua
nudc ngoai khdng bo sung, hoan thién dugc hd so thi bao cao Lanh dao Trung tam Phuc vu hanh chinh cong cé théng béo tir chdi giai quyét
y&u cau ghi vao Sb ding ky nudi con nudi viée nudi con nudi di dugc giai quyét tai co quan c6 tham quyén cia nudc ngoai.
- Cong chutc 1am cdng tc nudi con nudi tham tra hd so (tham tra tinh théng nhat, hop 1é cua cac thdng tin trong ho so, gidy to, tai liéu do nguoi
y&u cau nop, Xuat trinh hoic dinh kém)
+ Truong hop hd so can bé sung, hoan thién hodc khong du diéu kién giai quyét, phai tir chéi thi gui théng bao vé tinh trang hd so téi Trung
tdm Phuc vy hanh chinh céng dé thong bao cho ngudi ndp hd so — thuc hién lai budc (i) hoac (iii)
+ Truong hop can phai kiém tra, xac minh 1am rd hodc do nguyén nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong chic
lam cong tac nudi con nudi 1ap Phiéu xin 18i va hen lai ngay tra két qua, trong dé néu 1 1y do cham tra két qua va thoi gian hen tra két qua,
chuyén Trung tdm Phuc vy hanh chinh céng dé tra cho ngudi c6 yéu cau (néu ngudi ¢d yéu cau lya chon hinh thirc nop hd so truc tiép), hoic
guri Phiéu xin 18i va hen lai ngay tra két qua qua thu dién tir hoac gui tin nhin qua dién thoai di dong cho ngudi ¢ yéu cau (néu nguoi co yéu
cau lya chon hinh thic nop ho so truc tuyén).
+ Néu thay yéu cau ghi vao S6 ding ky nudi con nudi viéc nudi con nudi da duoc giai quyét tai co quan c6 thim quyén cia nude ngoai du
diéu kién, phi hop quy dinh phép luat, truong hop tiép nhan hé so ghi vao S6 dang ky nudi con nudi viéc nudi con nudi da duoc giai quyét tai
co quan c6 tham quyeén ciia nudc ngoai theo hinh thic truc tiép, thi cong chic 1am cong tac nudi con nudi thyc hién viéc ghi noi dung ghi cha
vao S6 diang ky nudi con nudi, cap nhat thdng tin ghi vao S6 diang ky nudi con nudi viéc nudi con nudi da duoc giai quyét tai co quan c6 tham
quyén cta nudc ngoai va luu chinh thic trén Phan mém dang ky, quan ly ho tich dién tir ding chung.
Truong hop tiép nhan hd so ghi vao S6 dang ky nudi con nudi viéc nudi con nudi di duoc giai quyét tai co quan ¢ tham quyén cta nudc ngoai
theo hinh thirc truc tuyén, cong chic 1am cong tac nudi con nudi gui lai biéu mau Trich luc Ghi vao S6 viéc nudi con nudi da duoc giai quyét
tai co quan c6 tham quyén ciia nude ngoai dién tir cho nguoi Yéu cau qua thu dién tir hoac thiét bi sé.
Nguoi yéu cau c6 trach nhiém kiém tra tinh chinh xac, ddy du cua cac théng tin trén biéu mau Trich luc Ghi vao S6 viéc nudi con nudi di dugc
giai quyét tai co quan c6 tham quyén cua nudce ngoai dién tir va xac nhan (t6i da mot ngay).
Néu ngudi ¢6 yéu cau xac nhan thong tin da théng nhat, day da hoac khong c6 phan hoi sau thoi han yéu cau thi cong chirc 1am cong tac nudi
con nudi thuc hién viéc ghi noi dung ghi chl vao Sé ding ky nudi con nudi, cap nhat thdng tin ghi vao S6 ding ky nudi con nudi viéc nudi
con nudi da duoc giai quyét tai co quan c6 tham quyén ciia nude ngodi va luu chinh thirc trén Phan mém dang ky, quan Iy ho tich dién tir ding
chung.
- Cong chuc 1am cdng tac nudi con nudi in Trich luc Ghi vao So viéc nudi con nudi da dugc giai quyét tai co quan c6 thim quyén cua nudc
ngoai, trinh Lanh dao UBND ky, chuyén toi Trung tdm Phuc vu hanh chinh cong dé tra két qua cho nguoi c6 yéu cau.



209
- Nguoi ¢6 yéu cau ghi vao S6 dang ky nudi con nudi viéc nudi con nudi da duogc giai quyét tai co quan cé tham quyén cia nude ngoai duoc
nhan két qua theo mot trong cac phuong thirc sau day
+ Nhan ban dién tir Trich luc Ghi vao Sb viéc nudi con nudi da duoc giai quyét tai co quan c6 tham quyén ciia nuéc ngoai giri qua thu dién tu,
Kho quan ly dir liéu dién tir cua ca nhan do;
+ Nhan ban dién tir Trich luc Ghi vao S6 viéc nudi con nudi da duoc giai quyét tai co quan c¢6 tham quyén cua nudc ngoai gui vao thiét bi sd,
thong qua phuong phap truyén s liéu phu hop, dam bao an toan, bao mat thong tin
+ Nhan két qua 1a Trich luc Ghi vao S6 viéc nudi con nudi di dugc giai quyét tai co quan c6 tham quyén cia nudc ngoai théng qua hé thong
buu chinh
+ Nhan két qua 1a Trich luc Ghi vao Sé viéc nudi con nudi da duoc giai quyét tai co quan c6 thim quyén ciia nudc ngoai tai co quan ding ky
ho tich.
4. Co quan thyc hién: Uy ban nhan dan x&
5. Yéu cau, diéu kién:
Viéc nudi con nudi gitra cong dan Viét Nam véi nhau hoic giira cong dan Viét Nam véi nguoi nudce ngoai da duoc giai quyét tai co quan cé
tham quyén ciia nude ngoai thi dugc ghi vao S6 dang ky nudi con nudi trong cac truong hop:
- Viéc nudi con nudi da duoc giai quyét theo quy dinh cua didu uéc qudc té ma Viét Nam va nude noi giai quyét viéc nudi con nudi cing 1
thanh vién;
- Viéc nudi con nudi da duoc giai quyét theo quy dinh phap luat cia nude ngoai, trir truong hop vi pham nhitng nguyén tic co ban cia phap
luat nuwdc Cong hoa xa hoi chu nghia Viét Nam.
6. Thu tuc hanh chinh lién quan: khdng cé thong tin

XXXXXVII. Ma HS: 2.002349
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Céap gidy xac nhan cong dan Viét Nam thwong tri & khu vuc bién giéi da diéu kién nhan tré em caa nwéc lang giéng cw tri & khu vuc
bién gigi lam con nudi.

1. Cach thirc thyuce hién

Hinh thirc ngp Thoi han giai quyét Phi, 1¢ phi Mo ta
Truc tiép 10 ngay
Tryc tuyén 10 ngay

Dich vu buu chinh | 10 ngay

2. Thanh phan hd so

*Bao gom:
Loai gidy to Ban chinh | Ban sao

Don xin nhan con nudi; 1 0
Ban sao Ho chiéu, Thé can cudc hoic gidy to co gid tri thay thé; 0 1
Phiéu ly lich tu phap; 1 0
Vin ban xac nhan tinh trang hon nhan: + Truong hop ngudi nhan con nudi 1a cap vo chong nhan con nudi:

Gidy chang nhan két hon. + Truong hop ngudi nhan con nuéi 1a ngudi doc than nhan con nuéi: Co quan 1 0
giai quyét tha tuc hanh chinh tra ctru théng tin vé tinh trang hén nhan cua nguoi nhan con nudi trén Hé
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Loai gidy tor Béan chinh | Ban sao

thng thong tin giai quyét thu tuc hanh chinh cap tinh théng qua két néi voi Co sé dit lidu ho tich dién ta,
Co so dit liéu quéc gia vé dan cu.

Gidy kham stc khoe do bénh vién da khoa hoic phong kham da khoa hodc Trung tdm y té khu vuc cap co
gia tri sir dung néu dugc cip chua qua 06 thang, tinh dén ngay nop hd so tai Uy ban nhan dan cip x4; 1 0

Vin ban xac nhan hoan canh gia dinh, tinh trang chd &, diéu kién kinh té do UBND cép x4 noi ngudi nhan
con nudi thuong trd cap cé gia tri st dung néu duoc cip chua qua 06 thang, tinh dén ngay nop ho so tai Uy 1 0
ban nhan dan cap xa;

3. Trinh tu thwe hién

- Cong dan Viét Nam thuong trd ¢ khu vuc bién giéi nop hd so cho Uy ban nhan dan cap x4 noi thuong tri

Luu y: Trudng hop nguoi nhan con nudi lya chon nop hd so khong phai tai Uy ban nhan dan cap xa noi c6 tham quyén giai quyét viéc nudi
con nudi, Uy ban nhan dan cap xi noi tiép nhan yéu cau c6 trach nhiém hd tro nguoi nhan con nudi nop hd so ding ky nudi con nudi truc
tuyén dén dung Uy ban nhan dan cap xa ¢ tham quyén theo quy dinh.

- Trong thoi han 10 ngay 1am viéc ké tir ngay nhan dugc ho so hop 1¢, Uy ban nhan dan cap x& kiém tra ho so va xac nhan néu nguoi nhan con
nudi c6 du diéu kién nudi con nudi theo quy dinh cua phap luat Viét Nam. Vin ban xac nhan du diéu kién duoc tra cho ngudi ¢6 yéu cau qua
Cong dich vu cong qudc gia hoic dich vu buu chinh hoac tai Trung tam phuc vu hanh chinh cong cua Uy ban nhan dan cap xa hoac diém tiép
nhan, tra két qua giai quyét tha tuc hanh chinh theo quy dinh cua phap luat vé thuc hién tha tuc hanh chinh theo co ché mot cira, mot cta lién
thong

- Sau khi dang ky nudi con nudi tai co quan c6 tham quyén ciia nude lang giéng, ngudi nhan con nudi phai 1am tha tuc ghi chi viéc nudi con
nudi tai Uy ban nhan dan cip xa noi ngudi d6 cu tra theo quy dinh ciia phéap luat vé ho tich.

4. Co quan thye hién: Uy ban nhan dan xa

5. Yéu cu, diéu kién:

- C6 nang luc hanh vi dan sy day du;

- Hon con nudi tir 20 tudi tro 18n — khong ap dung ddi véi truong hop cha duong nhan con riéng cua vo, me ké nhan con riéng cia chong lam
con nudi hoac ¢, cau, di, chu bac ruét nhan chau lam con nubi;
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- C6 diéu kién vé suc khoe, kinh té, chd & bao dam viéc cham soc, nudi dudng, gido duc con nudi - khdng ap dung dbi véi truong hop cha
duong nhan con riéng cua vo, me ké nhan con riéng caa chong lam con nudi hoic ¢, cau, di, cha bac rudt nhan chau lam con nudi:

- C6 tu cach dao dic tdt.
- Cac diéu kién theo quy dinh phép luat cia nudc lang giéng. Cac trudng hop khong dugc nhan con nudi

- Pang bi han ché mét sé quyén cua cha, me d6i véi con chua thanh nién;

- Pang chip hanh quyét dinh xir Iy hanh chinh tai co sé giéo duc, co s& chira bénh;
- Pang chap hanh hinh phat t0;
- Chwa duoc x6a an tich vé mot trong céc toi ¢b y xam pham tinh mang, sirc khoé, nhan pham, danh du cia ngudi khac; nguoc dai hodc hanh
ha 6ng ba, cha me, vo chong, con, chau, nguoi c6 cong nudi dudng minh; du dd, ép budc hoic chira chap ngudi chua thanh nién vi pham phap
luat; mua ban, danh trao, chiém doat tré em.
6. Thu tuc hanh chinh lién quan: khong cé thong tin

XXXXXIX. M& HS: 1.003005

Giai quyét viéc nguwoi nwée ngoai e tri & khu vuc bién gi¢i nwéc lang giéng nhan tré em Viét Nam lam con nudi.

1. Cach thirc thye hién

Hinh thirc ndp Thoi han giai quyét Phi, 18 phi Mb ta
Truc tiép 45 ngay 4.500.000 Pong Lé phi ding ky nudi con nudi
Truc tuyén 45 ngay 4.500.000 Bong Lé phi ding ky nudi con nudi
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Dich vu buu chinh | 45 ngay 4.500.000 Dong Lé phi ding ky nudi con nuodi

2. Thanh phén hé so

*Bao gom:
Loai gidy to Ban chinh | Ban sao

Pon xin nhan con nudi; 2 0
Ban sao Ho chiéu hoac giay to cd gia tri thay thé; 0 2
Phiéu Iy lich tu phép, c6 gia tri st dung néu duoc cap chwa qua 12 thang, tinh dén ngay nop hd so tai co
quan c6 tham quyeén; 2 0
Vin ban x4c nhan vé viéc ngudi nhan con nudi co du diéu kién nudi con nudi theo quy dinh cua phap luat
nudc do; 2 0
Van ban xac nhan tinh trang hon nhan; 2 0
Gidy kham stic khoe c6 gia tri st dung néu duoc cap chua qua 06 thang, tinh dén ngay nop hd so tai co
quan cé tham quyén; 2 0
02 anh chup toan than (Chup mai nhét, c¢& 9cm x 12cm hozc 10 cm x 15 cm). 2 0

3. Trinh ty thyuc hién
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- Nguoi nude ngoai cu tra & khu vuc bién gidi cua nudc lang giéng nhan con nudi nop ho so ciia minh va cia ngudi dugc nhan lam con nudi
cho Uy ban nhan dan cép x4 noi tré em dugc nhan lam con nudi thudng tri
Luu y: Trudng hop ngudi nhan con nudi lya chon nop hd so khong phai tai Uy ban nhan dan cap xi noi c6 thim quyén giai quyét viéc nudi
con nudi, Uy ban nhan dan cap xi noi tiép nhan yéu cau co trach nhiém hd tro nguoi nhan con nudi nop ho so ding ky nudi con nudi truc
tuyén dén dung Uy ban nhan dan cip xa cd tham quyén theo quy dinh.
- Cong chirc cap x& kiém tra hd so, 1ay y kién cua nhirg ngudi lién quan va c6 vin ban gui S& Tu phap kém theo 01 bo hd so ctia ngudi nhan
con nudi va cua tré em dé xin y kién
Khi kiém tra hd so, cong chirc cap xa phai nghién ctu, tim hiéu tim tu, nguyén vong va hoan canh cia nhirg ngudoi lién quan. Truong hop
ngudi duoc nhan 1am con nudi ¢ cha me d¢, thi céng chuc cap xa kiém tra viéc cha me dé co thoa thuan vai cha me nudi dé gitr lai quyén,
nghia vu d6i véi con va cach thic thuc hién quyén, nghia vu d6 sau khi di cho 1am con nu6i
Khi lay y kién cta nhimg nguoi lién quan, cdng chirc cap xa phai
i) Tu van dé tré em tiép tuc duoc cham soc, nudi dudng, gido duc phu hop véi diéu kién va kha niang thuc té cua gia dinh;
ii) Tu van day du cho cha me dé hodc ngudi gidm ho vé muc dich nudi con nudi; quyén va nghia vu phat sinh gitra cha me nudi va con nudi
sau khi dang ky nudi con nudi; vé viéc cha me dé s& khdng con céc quyén, nghia vu cham soc, nudi dudng, cap dudng, dai dién theo phap luat,
boi thudng thiét hai, quan 1y, dinh doat tai san riéng d6i véi con da cho lam con nuéi néu cha me dé va cha me nudi khong co thoa thuan khac;
iii) Giai thich cho nhitng nguoi lién quan vé quyén thay do6i y kién dong y trong thoi han 15 ngay ké tir ngay duoc lay y kién dong y. Hét thoi
han nay, nhitng ngudi lién quan khong dugc thay doi y kién vé viéc cho tré em lam con nubi;
- So Tu phap xem xét hd so xin nhan con nudi va tra loi bang vian ban cho Uy ban nhan dan cap xa
- Uy ban nhan dan cap xa dang ky viéc nudi con nudi, tién hanh giao nhan con nudi. Truong hop S& Tu phap khong dong y thi Uy ban nhan
dan cap xa tra loi biang vin ban cho ngudi nhan con nudi va néu rd ly do.
4. Co quan thue hién: Uy ban nhan dan xa
5. Yéu céu, diéu kién:
Nguoi nhan con nudi ¢ du cac diéu kién nhu sau:
- C6 nang lyc hanh vi dan sy day du;
- Hon con nuoi tir 20 tuoi tré 1en;
- C6 diéu kién vé suc khoe, kinh té, chd ¢ bao dam viéc chim soc, nudi dudng, gido duc con nudi;
- C6 tu cach dao duc tot;
- bu diéu kién theo quy dinh cta phap luat nude lang giéng. Cac trudong hop khong dugc nhan con nudi
- Pang bi han ché mét sé quyén cua cha, me d6i véi con chua thanh nién;
- Pang chap hanh quyét dinh xi ly hanh chinh tai co s giéo duc, co so chira bénh;
- Pang chap hanh hinh phat tu;
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- Chua duoc x6a an tich vé mot trong cé4c toi ¢b y xam pham tinh mang, sirc khoé, nhan pham, danh du cia ngudi khac; nguoc dai hodc hanh
ha 6ng ba, cha me, vo chong, con, chau, ngudi cé cong nuodi dudng minh; du dd, ép budc hoic chira chap ngudi chua thanh nién vi pham phap
luat; mua ban, danh trao, chiém doat tré em. Tré em dugc nhan 1am con nudi phai c6 du cac diéu kién sau:
+ La tré em dudi 16 tudi; 1a tré em tir du 16 tudi dén dudi 18 tudi néu thude truong hop dugc cha duong, me ké, ¢6, cau, di, chu, bac ruot nhan
lam con nudi;
+ Mot ngudi chi dugc 1am con cia mot ngudi doc than hozc cua ca hai ngudi 12 vo chong..
6. Thu tuc hanh chinh lién quan: khdng cé thong tin



