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Co quan c6 thim quyén Uy ban Nhan déan x4, phuong, thi tran.

Dia chi tiép nhan HS

Co quan dwoc ity quyén

Co quan phoi hop

TRINH TU THUC HIEN



- Néu lya chon hinh thirc ndp ho so truc tiép, nguoi yéu cau dang ky khai sinh n¢p ho so ding ky khai
sinh tai Trung tdm Phuc vy hanh chinh cong c6 thAm quyén; nop 1¢ phi neu thugc truong hop phai nop
1¢ phi dang ky khai sinh; nop phi cip ban sao Giay khai sinh néu c6 yéu cau cip ban sao Giay khai

sinh.

- Néu lra chon hinh thirc ndp hd so truc tuyén ngudi yéu cau diang ky khai sinh truy cip Cong dich vu
cong qudc gia hodc Ung dung dinh danh quoc gia.

Ngudi yéu cau dang ky khai sinh truc tuyén cung cap thong tin theo biéu méu ho tich dién tir twong tac
dang ky khai sinh , dinh keém ban chup hodc ban sao dién tir cac gidy t0, tai liéu theo quy dinh; nop phi,
1¢ phi thong qua chu:c nang thanh toan tryc tuyén hodc bang cach thirc khac theo quy dinh phép luat,
hoan tat viéc nop hd so.

- Can bo tlep nhén ho so tai Trung tdm Phuc vy hanh chinh cong c6 trach nhi¢m kiém tra tinh chinh xac,
day du, théng nhat, hop 1€ cua hd so.

(1) Truong hop ho so ddy du, hop 18 thi tiép nhan ho so, co Phiéu hen, tra két qua cho ngudi yéu cau
(néu nguoi yéu cau ndp hd so truc tiép) hodc gui ngay Phiéu hen, tra két qua qua thu dién tur hoac guri
tin nhan hen tra két qua qua dién thoai di dong cho ngudi yéu cau (néu ngudi yéu cau nop hod so tryc
tuyén), dong thoi chuyén ho so dé Cong chuc tu phap — ho tich xu ly; truong hop tlep nhan hd so tai
Trung tdm Phyc vy hanh chinh cong cap tinh, can bg tiép nhan ho so chuyén ho so dén Uy ban nhéan dan
cap xi c6 tham quyen xu ly.

(ii) Truong hop ho so chua day du, hop 1¢ thi can bo tlep nhan ho so thong bao cho ngudi yéu cau bd
sung, hoan thién ho so, néu rd loai gidy to, ndi dung can bd sung dé ngudi yéu cau bo sung, hoan thién.
Sau khi hd so dugc bd sung, thuc hién lai budc (i);

(iii) Trudong hop nguoi yéu cau dang ky khai sinh khong bd sung, hoan thién dugc ho so thi can bo tiép
nhan hd so bao cdo Linh dao Trung tim Phyc vy hanh chinh cong c6 thong béo tir chdi giai quyét yéu
cau dang ky khai sinh.

- Cong chue tu phap - h tich tham tra ho so (tham tra tinh thong nhét, hop 1¢ ctia céc thong tin trong hd
s0, gidy to, tai liéu do nguoi yéu cau ndp, xuét trinh hodc dinh kém).

+ Trudng hop hd so can b sung, hoan thién hodc khong du diéu kién giai quyét, phai tir chdi thi cong
chire tu phap - ho tich giri thong bao vé tinh trang ho so t6i Trung tim Phuc vu hanh chinh cong dé
thong bao cho ngudi ndp hd so — thuc hién lai budc (i1) hoac (iii);

+ Trudng 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 chire tu phap — ho tich 1ap Phiéu xin 1i v hen lai ngay tra két qua, trong
d6 néu 16 1y do cham tra két “qua va thoi gian hen tra két qua, chuyen Trung tdm Phuc vu hanh chinh
cong dé tra cho nguoi yéu cau (néu ngudi yéu cau ndp hd so truc tiép), hoic giri Phiéu Xin 16i va hen lai
ngay tra két qua qua thu dién tir hodc gui tin nhin qua dién thoai di dong cho ngudi yéu cau (néu nguoi
yéu ciu nop ho SO truc tuyen)

Truong hop gidy to ciia nguoi yéu cau dang ky khai sinh khong c6 thong tin ching minh quan h¢ cha,
me, con thi co quan dang ky ho tich c6 van ban dé nghi co quan cong an c6 tham quyén xac minh.
Trudng hop co quan cong an tra 101 khong c6 thong tin thi co quan dang ky ho tich cho nguoi yéu cau
dang ky khai sinh 1ap van ban cam doan vé thong tin ctia cha, me va xac dinh noi dung khai sinh theo
van ban cam doan.

+ Sau khi nhan dugc két qua xac minh hodc sau thoi han 20 ngay ké tir ngy giri vin ban yéu ciu xéac
minh ma khong nhan duoc vin ban tra 161, néu thay ho so day du, hop 1, ding quy dinh, truong hop
tiép nhan ho so dang ky khai sinh theo hinh thirc tryc tiép, thi cong chirc tu phép - ho tich thuc hién ghi
vao SO 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.

Truong hop tiép nhan ho so diang ky khai sinh theo hinh thirc truc tuyén, cong chirc tu phép - ho tich giri
lai biéu mau Gidy khai sinh dién tir voi thong tin ddy du cho ngudi yéu cau qua thu dién tir hodc thiét bi
sO.

Nguoi yéu cau cé trach nhiém kiém tra tinh chinh x4c, day dii cia cac thong tin trén biéu mau Gidy khai
sinh dién tir va x4c nhan (t6i da mot ngay).



Néu ngudi yéu cau xac nhan thong tin da thong nhét, ddy du hodc khong ¢ phan hdi sau thoi han mot
ngay thi céng chirc tu phép - ho tich thuc hién ghi ndi dung vao S6 ding ky khai sinh, cip nhat thong tin
dang ky khai sinh trén Phan mém dang ky, quan ly h¢ tich dién tir dung chung.

- Cong chirc tu phap - ho tich in Gidy khai sinh, trinh Lanh dao Uy ban nhan dan cap xa ky, chuyén t6i
Trung tdm Phyc vy hanh chinh cong dé tra két qua cho ngudi yéu cau.

THANH PHAN HO SO

Truwong hop 1: * Gidy to phai xuit trinh:
Tén gidy to MAu don, to khai S6 lwong

Truong hop céac thong tin ca nhan trong cac Khong co
gidy to nay da co trong Co so dir liéu qudc gia

vé dan cu, Co so dir liéu ho tich dién t, duoc

hé théng dién ty dong thi khong phai tai 1én

(theo hinh thirc tryc tuyén)

Truong hop khong khai thac dugc thong tin Khong co
hodc théng tin khai thac dugc khong day du,

khong chinh x4c thi co quan dang ky ho tich

yéu cau ngudi di dang ky ho tich xudt trinh ban

chinh gidy to dé chimg minh, dong thoi dé nghi

nguoi di dang ky ho tich cap nhat, diéu chinh

thong tin trong céc co s& dir li¢u theo quy dinh

cua phap luat.

- Truong hop giri ho so qua hé thong buu chinh Khong co
thi phai gui kém theo ban sao ¢ chimg thyc cac
gidy to phai xuét trinh néu trén.

Truong hop gidy to tly than st dung 1a: Ho Khong co
chiéu, Thé can cude, Cin cude cong dan, Gidy

ching nhan can cuoc thi ngum co yéu cau dang

ky ho tich chi can cung cip thong tin s6 dinh

danh c4 nhan hodc thong tin vé gidy to (so,

ngay/thang/nam cip), co quan ding ky ho tich

¢6 trach nhiém tra ctru thong tin thong qua két

ndi véi Co sd dit liéu ho tich dién tir, Co s¢ dit

liéu quéc gia vé dan cu hodc co s& dit liéu khac

c6 lién quan dé ddi chiéu, khai thac di liéu.

- Giy to ¢6 gia tri chung minh thong tin vé cu 1 ban chinh
tra trong truong hop co quan dang ky ho tich
khong thé khai thac dugc thong tin vé noi cu tra



cua cong dan theo cac phuong thuce quy dinh tai
khoan 2 Diéu 14 Nghi dinh s6 104/2022/ND-CP
ngay 21/12/2022 cia Chinh phu. Truong hop
cac thong tin vé gidy to chimg minh noi cu tri
da duoc khai thac tir Co so dir liéu quéc gia vé
dan cu bang cac phuong thirc nay thi nguoi co
yéu cau khong phai xuét trinh (theo hinh thirc
tryc tiép) hodc tai 1én (theo hinh thirc truc
tuyén).

- Ho chiéu/Thé can cude cong dan/Thé can
cude/Can cude dién tir/Gidy chimg nhan cin
cudce hodc cac gidy to khac co dan anh va thong
tin ca nhan do co quan co tham quyen cép, con
gia tri str dung (sau day goi tat 1a gidy to tuy
than) dé ching minh vé€ nhén than khi lam thu
tuc truc tiép tai co quan dang ky ho tich.

Truong hop 2: * Gidy to phai nop:
Tén gidy to

Nguoi yéu cau dang ky khai sinh c6 trach
nhiém ndp ddy du ban sao cac gidy to néu trén
(néu c6) va phai cam doan d3 ndp du cac gidy to
minh c6; chiu trach nhiém, hé qua cua vi¢c cam
doan khong ding su that.

- Van ban cam doan cua nguoi yéu cau ve viéc
chua dugc dang ky khai sinh.

- Vin ban ty quyén theo quy dinh ctia phap luat
trong trudng hop ty quyén thuc hién viéc ding
ky khai sinh. Truong hop nguoi dugc Gy quyén
la 6ng, ba, cha, me, con, v, chéng, anh, chi, em
rudt ctia ngudi Gy quyén thi van ban oy quyén
khong phai ching thuc.

- Truong hop ngudi yéu cau dang ky khai sinh
la can bo, cong churc, vién chirc, nguoi dang
cong tac trong luc lugng vil trang thi phai co
van ban xac nhan cua Thu trudéng co quan, don
vi vé viée nhirng ndi dung khai sinh cua nguoi
do gém ho, chit dém, tén; gidi tinh; ngay, thang,
nam sinh; dan toc; quéc tich; qué quan; quan hé
cha - con, me - con pht hop vé6i hé so do co qua

Maiu don, to khai

1 ban chinh

S6 lwgng

Khong co

1 ban chinh

1 ban chinh

1 ban chinh



n, don vi dang quan ly.

- Ban sao toan b ho so, gidy to ciia ngudi yéu
cAu hodc hd so, giéy t0, tai liéu khac trong dé
c6 thong tin lién quan dén ndi dung khai sinh,
gém: Chimg minh nhan dan/Thé cin cudc cong
dan/Thé can cude/Can cude dién t/Gidy ching
nhan cin cudc/HO chiéu; gidy to chimg minh vé
noi cu tra; Bang t6t nghiép, Gidy chtng nhan,
Ching chi, Hoc ba, Ho so hoc tap do co quan
c6 tham quyén cap hodc xac nhan; gidy to khac
c6 thong tin vé ho, chit dém, tén, ngay, thang,
nam sinh cua c4 nhan.

Truwong hop 3: * Luu y:
Tén gidy tor

+ Trudng hop gidy to, tai liéu phai gii kém
trong hd so dang ky khai sinh truc tuyén di c6
ban sao dién tir hoac da co6 ban dién tir giéy to
ho tich thi ngudi yéu cau duoc st dung ban dién
tr nay.

Co quan dang ky ho tich tu ch01 giai quyet hodc
dé nghi co quan co thim quyén hity bo két qua
dang ky ho tich, néu c6 co so xac dinh ndi dung
cam doan khong dung su that.

- Bai véi giay to gii kém theo néu nguoi yéu
cau ndp ho so theo hinh thue truc tuyén:

+ Nguoi tiép nhan ho so thuc hién khai thac
thong tin trong CSDLQGVDC theo quy dinh
phap ludt néu nguoi yéu cau dang ky ho tich da
cung cap ho, chir dém, tén; ngay, thang, nim
sinh; s& dinh danh c4 nhan/thé cin cude cong
dan/thé can cudc/can cude dién tu. Truong hop
cac thong tin can khai thac khong co trong
CSDLQGVDC thi dé nghi ngudi yéu cau ké
khai day du.

Déi voi glay tO xuét trinh khi dang ky ho tich,
nguoi tiép nhan c6 trach nhiém kiém tra, ddi
chiéu, ghi lai thong tin hodc chuyp lai, ky xac
nhan dé lwu trong ho so va tra lai cho ngudi xuét

Maiu don, to khai

1 ban sao

S6 lwgng

Khong co

Khong co

Khong co

Khoéng co

Khoéng co



trinh, khong dugc yéu cau ndp ban sao hoac
ban chup gidy to do.

- Boi voi giay to ndp, xuat trinh néu nguoi yéu
cau nop ho so theo hinh thirc tryuc tiép:

[l Truong hop cho phép ngudi yéu cau dang ky
h¢ tich 1ap van ban cam doan vé nodi dung yéu
cau dang ky ho tich thi co quan dang ky ho tich
phai giai thich rd cho nguoi 1ap van ban cam
doan vé trach nhiém, hé qua phép 1y cua viéc
cam doan khong dung su that.

- Truong hop ngudi yéu cau dang ky ho tich Iya
chon nhan két qua tai Trung tdm Phyc vy hanh
chinh cong thi ngu:m yéu cau dang ky ho tich
phai xudt trinh gidy to tuy than, ndp cac gidy to
1a thanh phan ho so theo quy dinh; Truong hop
ngudi yéu cau dang ky ho tich khong lya chon
nhén két qua tai Trung tam Phuc vu hanh chinh
cong thi nguoi yéu cau dang ky ho tich nop céac
gidy to 1a thanh phan ho so theo quy dinh trudc
khi nhan két qua.

Truong hop nguoi yéu cau nop ban chup kém
theo ban chinh gidy to thi nguoi tiép nhan c6
trach nhiém kiém tra, di chiéu ban chup Vo1
ban chinh va ky xac nhan, khong duoc yéu cau
ndp ban sao gidy to do.

+ Nguoi yéu cau dang ky ho tich ¢6 thé nop ban
sao duoc ching thuc tir ban chinh hodc ban sao
dugc cap tir s6 gde (sau day goi 1a ban sao)
hodc ban chup kém theo ban chinh, ban dién tir
céc gidy to nay, bao gdm ca gidy to dugc tich
hop, hién thi trén Ung dung dinh danh dién tir
(VnelD).

- Canhan co quyén lIvra chon thuce hién thu tuc
hanh chinh vé ho tich tai co quan dang ky ho
tich noi cu tr(; noi cu tri cua ca nhan duoc xac
dinh theo quy dinh ctia phap luat vé cu tra.
Truong hop ca nhan lya chon thuc hién thu tuc
hanh chinh vé ho tich khong phai tai Uy ban
nhan dan cip xa noi thuong tri hodc noi tam tra
thi Uy ban nhan dan cp xa noi tiép nhan yéu
cau co trach nhiém hd tro nguoi dan ndp hd so d

Khoéng co

Khong co

Khong co

Khoéng co

Khong co

Khong co



ang ky ho tich truc tuyén dén dung co quan co
tham quyén theo quy dinh.

- Gidy t6 do co quan co thim quyén cta nudc
ngoai cap, cong chimg hodc xac nhan dé sir
dung cho vi¢c dang ky ho tich tai Viét Nam phai
dugc hop phap hoa lanh su theo quy dinh cua
phap luat, trir truong hop duge micn theo didu
wdc qudc té ma Viét Nam 1a thanh vién.

+ Ngudi tiép nhéan o trach nhiém tiép nhan
dung, du ho so dang ky ho tich theo quy dinh
cua phap luat ho tich, khong duoc yéu cau
ngudi dang ky ho tich ndp thém gidy to ma
phép luat ho tich khong quy dinh phai ndp .

- Truong hop nguoi yéu cau dang ky ho tich
khong cung cap dugc gidy to theo quy dinh
hodc gidy to ndp, xuat trinh bi tdy x6a, sira
chira, lam gia thi co quan dang ky ho tich cé
tham quyén huy bo két qua dang ky ho tich.

+ Ban chup cac gidy to gui kém theo hé so dang
ky khai sinh trye tuyén phai bao dam rd nét, day
du, toan ven vé ndi dung, 1a ban chup bang may
anh, dién thoai hodc duoc chup, dugc quét bé“mg
thiét bi dién tir, tir gidy to dugc cip hop 1¢, con
gia tri s dung.

Truwong hop 4:
Tén gidy to

- Mau ho tich dién tur trong tac dang ky khai
sinh (do nguoi yéu cdu cung cap thong tin theo
huong dan trén Cong dich vu cong, néu nguoi
¢6 yéu cau lya chon nop ho so theo hinh thirc
truc tuyén)

- To khai dang ky khai sinh theo mau (néu
ngudi co yéu cau lia chon ndp hd so theo hinh
thirc tryc tuyén hodc giri ho so qua hé thong
buu chinh);

- Nguoi ¢6 yéu cau ding ky khai sinh thuc hién

Maiu don, to khai

Khoéng co

Khong co

Khoéng co

Khoéng co

S6 lwgng

1 ban chinh

1 ban chinh

Khoéng co



viéc ndp/xuat trinh (theo hinh thirc truc tiép)
hodc tai 1€n (theo hinh thirc tryc tuyén) cac giay
to sau:

CACH THUC THUC HIEN

Hinh thirc nop Thoi han giai Phi, 1¢ phi Mo ta
quyeét

Truc tuyén 5 ngay Mién phi

Qua buu dién 5 ngay Mién phi

Truc tiép 5 ngay Mién phi

CAN CU PHAP LY
Tén van ban phap ly Ma van ban

Thong tu s6 08/2025/TT-BTP ngay 12/6/2025 cua Bo truong Bo Tu 08/2025/TT-BTP

phép quy dinh Vé’ phan dinh tham quyén cua chinh quyén dia phuong
02 cap va phan cap trong linh vuc quan 1y nha nude cua Bo Tu phap

Nghi diph quy dinh vé Co s¢ dix liéu ho tich dién ti, dang ky ho tich 87/2020/NDB-CP
tryc tuyén
Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cta Chinh phu quy 123/2015/NDb-CP

dinh chi tiét mot sb diéu va bién phap thi hanh Luat Ho tich

Nghi dinh stra d(f)i, bod sung mot §6 di:éu cua cac Nghi dinh lién quan 104/2022/NDb-CP
dén viéc ndp xuat trinh’ s0 ho khau, s6 tam tra gidy khi thyc hién tha
tuc hanh chinh, cung cap dich vu cong

Thong tu Huéng dan vé phi va 1¢ phi thugc thim quyén quyét dinh 85/2019/TT-BTC
cua Hoi dong nhan dan tinh, thanh pho truc thudc Trung wong

Nghi dinh sira doi, bo sung mot s6 nghi dinh dé cét giam, don gian 18/2026/ND-CP
hoéa tha tuc hanh chinh, di€u kién kinh doanh thudc pham vi quéan ly
cua BO Tu phap



Huéng dan Luét ho tich va Nghi dinh 123/2015/ND-CP huéng dan 04/2020/TT-BTP
Luat ho tich do Bo truong B Tu phép ban hanh

Luat 60/2014/QH13 60/2014/QH13

Nghi dinh stra Q(;)i, bd sung mot s6 diéu cua céac Nghi dinh trong linh 07/2025/NDb-CP
vuc hd tich, quoc tich, chirng thuc.

Nghi dinh s6 120/2025/ND- CP ngay 11/6/2025 ctua Chinh phu quy 120/2025/Nb-CP
dinh vé phan dinh thim quyén ctia chinh quyén dia phuong 02 cap
trong linh vyc quan Iy nha nudc cia Bo Tu phap.

Thong tu quy dinh chi tiét mot s6 diéu va bién phéap thi hanh Nghi 01/2022/TT-BTP
dinh s6 87/2020/ND-CP ngay 28 thang 7 nam 2020 cua Chinh phu
quy dinh vé Co s¢ dit 1i€u hd tich dién tir, dang ky ho tich tryc tuyén

Thong tu sira d6i, bo sung mot sd diéu cua Thong tu sé 85/2019/TT- 106/2021/TT-BTC
BTC ngay 29/11/2019 cua B¢ Tai chinh huéng dan vé phi va 1é phi

thudc tham quyén quyét dinh ciia Hoi dong nhan dén tinh, thanh ph

truc thudc Trung vong.

Thong tu s6 03/2023/TT-BTP ngay 02/8/2023 cua Bo truong B Tu Thong tu s6 03/2023/TT-
phap BTP
Stra d6i, bd sung mot sb diéu cua Thong tu s6 02/2020/TT-BTP ngay 04/2024/TT-BTP

08/4/2020 cua B9 truong B Tu phap ban hanh, huéng dan st dung,
quan 1y miu s6 qudc tich va mau gidy to vé qudc tich va Thong tu sd
04/2020/TT-BTP ngay 28/5/2020 ctua B¢ truong B Tu phap quy
dinh chi tiét thi hanh mot sé diéu cta Luat Ho tich va Nghi dinh s6
123/2015/ND-CP ngay 15/11/2015 ciia Chinh phu quy dinh chi tiét
mot sd diéu va bién phap thi hanh Luat Ho tich

Nghi quyét s6 66.7/2025/NQ-CP ctia Chinh phui: Quy dinh cat giam, 66.7/2025/NQ-CP
don gian hoéa thu tuc hanh chinh dya trén dir 1iéu

Thong tu 50 09/2022/TT-BTP ngay 30/12/2022 ctia Bo Tu phap bai 09/2022/TT-BTP
bd mot s6 ndi dung tai cac Thong tu trong linh vuc trg gitip phép ly,
ho tich do Bo trudng BO Tu phap ban hanh

CO QUAN THU'C HIEN

Uy ban Nhén déan x4, phuong, thi tran.



YEU CAU, PIEU KIEN THU'C HIEN

KET QUA XU LY
Gidy khai sinh

Ma: KQ.G15.000031

TU KHOA



