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CAP BAN SAO TRiCH LUC HO TICH
1 Diéu kién thwe hién Thu tuc hanh chinh
2 Thanh phan ho so
- To khai theo mau guy dinh,
- Van ban yéu cay (do1, voi t6 chtrc);
- Van ban uy quyén &r)leu €0);
Xuat trinh: Ban chinh gidy to tuy than dé chirng minh vé nhan than (d6i voi
ca nhan nop ho so truc ti€p)
3 So lwong ho so
01 bo
4 Thoi gian xw ly
Ngay trong ngay ti€p nhan (trudng hop ti€p nhén sau 15h00 thi tra két qua
vao hgay hom sau)
5 Noi tiép nhan va tra két qua
B0 phan TN&TKQ thi tran
6 Lé phi
8.000 dong/ ban sao trich luc
7 Quy trinh xir ly cong viéc
1T Trinh tu Trach | Thoigian | Biép mau/
nhiém Két qua
Gishanh | .50 theo ddi,
i iox o s | Cong chitc | chinh tirthg | HSP nhan o
g1 | Cé nhin c6 de nghi ngp ho so tai bo bﬁghén S dénthi 6 | 5%
phan TN&TKQ thuoe UBND thj tran | 1 §TKQ ot moay e | - Phidu tiép
gay ng nhan ho SO;
)
- phleu hen
Kiém tra ho so, doéi chi€u voi s6 géc | Cong chiae | ,, - s s
B2 | uy git, Tuphap | ¥ 198y lam
Néu du diéu kién thi xuét trich luc ho | Ho tich viee




tich cho ca nhan d¢ nghi.

Neu khong du di€u kién thi tra loi
bang vin ban, néu 1o 1y do

Tﬁmh lanh dao UBND thi trin Xac
nhan

Lt ol A , 5 on Lanhdao | ,, . s, 12 Trich lyc
B3 Xvem Xet xac nhan trich luc hodc van UBND thi /2 Ngay lam Vin ban trd
ban tra 101 X viée L
tran lo1
Tra két qua: Gid hanh

+ Ti€p nhan két qua, lay s6, dong diu - S6 theo dbi

Cong chtrc | chinh tur thr

va vao s0; A X v tra ket qua,
B4 | Tra ket qua cho to chirc/ca nhan Tt,’\(lgglz.{.laKnQ %trdﬁerrll tgu 6 - Phicu lay y y
+ Lay y kien danh gia li€n quan vé nghi 1%) y kién danh gia

viéc thuc hién cong viéc.

8 Co so phap ly

- Luat Hb tich s6 60/2014/QH13;

- Nghi dinh s,(;) 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh
chi tiét mot s6 di€u va bién phéap thi hanh Luat HO tich;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phap quy dinh chi
tiét thi hanh mdt s6 diéu cua Luat Ho tich va Nghi dinh s6 123/2015/NDb-CP

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phic

' TO KHAI
CAP BAN SAO TRiCH LUC HQ TICH
KANR U M) et
Ho, chit dém, tén NEUOT VAU CAU: ......o..ovvieeieeieeeeeeeeeee s
Noi cu tri: ) ettt ettt
Gily t Y thAn: @)oo
Quan h¢ v6i nguoi duge cap ban sao Trich Tuc hd tich: ......cccoooviiiiii e
pé nghi co quan cap ban sao trich luc(4) ................................................................
cho ngudi cé tén dudi day:
Ho, chilt dém, ten: ......ccooiiiiiii e Gidi tinh: ..o
Ngay, thang, NAM SIN.......ccoiii s
| D F: 4 T €0 Quoc HICH: oo,
INOT CU T @)oo :
GIAY tO tUY thANI ™ L e
S6 dinh danh ¢4 NHAN (NEU CO): w.vvovveeeeeeeeeeeeeeeeeee s eeeeeees e
ba dang ky YA



THREO® .o S I QUYEN SO
S6 lwong ban sao Trich Tuc d& NI CAP:.........vvvveeereeeeeeseeeeeeeeee oo
T61 cam doan nhitng ndi dung khai trén day la dung su that va chiu trach nhi¢m trude phap
luat vé& cam doan ctia minh.
Lam tqi: ....cooooovoiiiiiii, , NQay ........ thang ........ nam.....
Nguoi yéu ciu
(ky va ghi ro ho, chir dém, tén)

PANG KY KHAI SINH
I.  QUY TRINH NQP HO SO TRUC TIEP

1 Pi¢u kién thuwe hién Thi tuc hanh chinh

2 | Thanh phan hd so

* Gidy to phai xuat trinh:

- HO chiéu hodc ching minh nhan dan hodc thé cin cudc cong dan hodc cac
gidy to khac ¢ dan anh va thong tin ca nhan do co quan c6 tham quyen cp,
con gié tri sit dung dé ching minh vé nhan than cua ngudi cé yéu cau ding
ky khai sinh;

- Gidy to chimg minh noi cu tra dé ching minh thim quyén dang ky khai
sinh; truong hop cha, me cua tre da dang ky két hon thi phai Xuat trinh Gidy
chtrng nhan két hon (trong giai doan Co so dir licu quéc gia vé dan cu va Co
s& dir liéu ho tich dién tir toan quoc chua dugc xay dung xong va thuc hi¢n
théng nhat trén toan qudc).

Truong hop giri hd so qua hé thdng buu chinh thi phai giri kém theo ban sao
c6 ching thuce cac gidy to phai xuét trinh néu trén.

* Gidy to phai nop:

- To khai dang ky khai sinh theo mau.

- Ban chinh Gidy chung sinh; truong hop khong co G1ay ching sinh thi np
van ban cua nguoi lam chimg xac nhan vé viée sinh; néu khong c6 nguoi lam
chtng thi phai c6 gidy cam doan vé viéc sinh;

- Trudng hop tré em bi bo roi thi phai c6 bién ban vé viéc tré bi bo roi do co
quan c6 tham quyén lap.

- Truong hop khai sinh cho tré em sinh ra do mang thai ho phai c6 van ban
xac nhan cua co sO'y té da thuc hién k¥ thuat hd tro sinh san cho viéc mang
thai ho.

- Vin ban ty quyén theo quy dinh ctia phap luat trong trudng hop ty quyén
thuc hi€n viéc dang ky khai sinh.

3 S6 lrgng ho so

01 b0




4 Thoi gian xur ly
Ngay trong ngay tiép nhan yéu cau, truong hop nhan hd so sau 15 gio ma
khong giai quyét dugc ngay thi tra két qua trong ngay lam viéc tiép theo.
5 Noi tiép nhén va tra két qua
Bo phan TN&TKQ thi trin
6 L¢ phi
- P6i v6i truomg hop dang ky khai sinh khong diing han: 8.000 dong.
- Mién 1€ phi d61 v&i truong hgp khai sinh diing han, ngudi thude gia dinh co
cong véi cach mang; ngudi thude ho ngheo; ngudi khuyét tat.
7 Quy trinh xir ly cong viéc
TT Trinh ty Trach | Thoi | Biéu maw
nhiém gian Két qua
Gio hanh | - S6 theo
‘ Nousi gi | chinh tir thi dai, tiép
Bl |- Nguoi ¢6 yéu cau diang ky khai sinh ndp dglrmk,l 2 dén thir 6 | nhan ho so;
ho so tai bo phan TN&TKQ thi tran KgS Y | hang tuan | - Phicu tiep
(trrngay | nhén ho so;
nghi 1€) - phi€u hen
Ngudi tiép nhan c6 trach nhiém kiém tra
ngay toan b ho so, doi chi€u thong tin
trong To khai va tinh hop 1€ cua giay to
trong hdé so do ngudi yéu ciu ndp, xuit
trinh
Néu hd 50 day du, hop 1¢, nguoi tiép nhan i
ho so viét gidy tiép nhan trong do ghi o Cong :
chirc Tu | Ngay khi
B2 |ngay, gio tra két qua; néu hod so chua day . LT
S x o. % | phap - | tiep nhdn
du, hoan thién thi huéng dan nguoi ndp hd | 14 tich
so bd sung, hoan thién theo quy dinh;
truong hop khong thé bé sung, hoan thién
ho so ngay thi phai lap thanh vin ban
hudéng dan, trong d6 néu ro loai gidy to,
ndi dung can bo sung, hoan thién, ky, ghi
10 ho, chir dém, té€n cua nguoi tiep nhan.
Nga khi nhan du gidy to th Cong
y sau khi nhin du gidy to theo quy | "7
g3 | dinh, ncu thay thong tin khai sinh day du Cpr‘]‘gp 1 1hngay
va phu hgp, cong chuc tu phap - hd tich | [q7¢c, | 1am vice

bao cao Chu tich UBND thi trin. Trudng
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hop Chu tich UBND thi tran dong y giai
quyét thi cong chiic tu phap - ho tich cap
nhat thong tin khai sinh theo huéng din dé
ldy S6 dinh danh c4 nhan, ghi ndi dung
khai sinh vao S6 ding ky khai sinh, hudng
dan nguoi di dang ky khai sinh kiém tra
noi dung Gidy khai sinh va So ding ky
khai sinh, cung nguoi di dang ky khai sinh
ky tén vao So.

Chu tich UBND thi tran ky 01 ban chinh

: : Cha tich Giay khai
Giay khai sinh cap cho ngudi dugc dang ; Y ngay | sinh
B4 , . £ , x .| UBND lam vié Vin ban tra
ky khai sinh, s6 lugng ban sao Gidy khai thitrdn | |amviee l‘g'm an tra
sinh duoc cap theo yéu cau. o1
Tra két qua: . . ,
+ Tiép nhéan két qua, l1ay so, dong dau va cong | &9 hanh | - 86 theo dbi
2 <A .+ | chinh tu thy tra két qua;
vao So; chirc bd R , Y
B5 s 1A 2 4 1 " ¥ | 2 dén thr 6 | - Phicu lay
+ Tra két qua cho t6 churc/ca nhan; phan < A
Pl Y D o TN&TK (tre ngay | y kién danh
+ Lay y kién danh gié li€n quan vé viéc Q nghi 18) gia
thuc hi€n cong viéc.
8 Co sé phap ly
- Luat HO tich nam 2014;

- Nghi dinh sb 23/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh chi
tiét mot s6 diéu va bién phéap thi hanh Luat Ho tich;
- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ctia Bo Tu phap quy dinh chi
tiét thi hanh mot s6 diéu cua Luat Ho tich va Nghi dinh s6 23/2015/ND-CP
ngay 15/11/2015 ctia Chinh phii quy dinh chi tiét mot sé diéu va bién phap

thi hanh Luat Ho tich;

II. QUY TRINH DICH VU CONG TRUC TUYEN

https://dichvucong.sonla.gov.vn

Budc 1. Tao tai khoan (d6i voi truong hop chua c6 tai khoan)
- Chon BPANG KY vao lam theo hudng dan o
- Luu Y: B¢ tao dugc tai khoan s6 dién thoai phai chinh chu, dé kiém tra

xem s dién thoai c6 chinh chii hay khéng, soan tin nhin theo ct phap: TTTB
gui 1414.

Thi trin Yén Chau

Budc 2. Pang nhap hé thong
- Chon PANG NHAP va lam theo huéng dan
Budc 3. Nop hd so truc tuyén
Chon Dich vu cdng ==> Cip huyén =—>
——>chon linh vuc H§ tich =—> Chon muc do Toan

Huyén Yén Chau
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trinh—=> chon thu tuc dang ky khai sinh==>  Chon “Ngp hd so” dién day
du cac thong tin can thiét theo yéu cau, dinh kém cac thanh phan hd so theo yéu
cAu —> chon “Thém méi” ——> Giri ho so

Qua trinh ndp hd so truc tuyén da hoan tat, hd so s& dugc chuyén dén B
phén tiép nhan va Tra két qua cua thi trAn Yén Chau dé xac nhan thong tin.

Pé tra ctru tinh trang hd so dé nghi truy cap lai vao tai khoan
https://dichvucong.sonla.gov.vn bang tai khoan va mat khau ctia minh di tao ¢
bude 1 vao muc “hd so cua toi” dé xem tién do va tinh trang giai quyét va thoi
gian dén nhan két qua

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phic

TO KHAI PANG KY KHAI SINH

Kinh @Ui: (1) coveeeieeee e e
Ho, chit dém, ten NGUOT YEU CAU: .......o..oveevieeeececeeeeeeeeeeeeee et
INOT CU EITL (2) ettt et e et et nr e sr e ee e e e e e e nn e nn e enreenne e
GHAY 1O TUY thAN: (3) ceoeeeeeeeeee ettt ee e ee s ee e ee e
Quan hé véi nguoi duge khai Sinh: ... Pé nghi co quan diing ky khai
sinh cho nguwoi dwéi day:
Ho, chivr dém, tén:.............ccoooviiiiiice e Ngay, thang, nam sinh:
......................................... ghi bang chif:........cooevveereeeennn. GG NN
Dan:.....coovvieeeene, Qudc tich: ..oovvveiiiiii
NOT SN (4) oo e e s bbb ees
QUE qQUAN: ..o, Ho, chir dém, tén nguwoi me: ..........cooooevvveiieinnen, Déan
1701 SO Quéc tich: v,
NOTCU T (2) oot eetesrae e Ho, chir dém, tén ngwoi cha:
Namsinh: (5) coovvvviiiiiiiii, Dan tdc:....ccoeeeunennee. Qudc tich: ..
INOT CU T (2) cvieeiie ettt ettt et e et ee e eeee e e et e e sabeeessseeessseesssaeensseesnnseesnseeessnes nres

To61 cam doan ndi dung dé nghi dang ky khai sinh trén day la dung su that, duoc sy thoa thuan
nhét tri ca cc bén lién quan theo quy dinh phéap luat. T6i chiu hoan toan trach nhiém trudc
phap luat vé ndi dung cam doan ctia minh.
Lam tai: ...... , gAYy ....... thang ...... nam .........
Ngudi yéu cau
(Ky, ghi 10 ho, chit dém, tén)

Dé nghi cdp bansao(6): C6 [] Khong [
S6 lugng:....... ban ....oooeviiieie e,

Chu thich:

(1)Ghi r0 tén co quan dang ky khai sinh.

(2) Ghi theo noi dang ky thuong tri; néu khong c6 noi dang ky thuong trii thi ghi theo noi
dang ky tam tra; truong hop khong c6 noi dang ky thuong tri va noi dang ky tam tru thi ghi
theo noi dang sinh sbng.


https://dichvucong.sonla.gov.vn/
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(3) Ghi théng tin vé gidy to tiy than cua ngudi di dang ky, ghi rd s6, co quan cip, ngay cip
ho chiéu, chirmg minh nhan dan hoic gidy to hop 1¢ thay thé (Vi du: Chtrng minh nhéan dan sb
001089123 do Cdng an thanh pho Ha Noi cap ngay 20/10/2014).

(4) Truong hop sinh tai co s¢ y té thi ghi rd tén co sd y té va va dia chi try s¢ co s¢ y té d6. Vi
du: - Bénh vién Phu san Ha N6i, duong La Thanh, phudong Ngoc Khanh, quan Ba Dinh, Ha
Noi - Tram y té xa Dinh Bang, huyén Tir Son, tinh Bac Ninh. Truong hop sinh ra ngoai co s&
y té thi ghi dia danh ctia 03 c4p hanh chinh (x3, huyén, tinh), noi sinh ra. Vi du: x3 DPinh
Bang, huyén Ttr Son, tinh Bic Ninh.

(5) Ghi day du ngay, thang sinh cua cha, me (neu co).

(6) Bé nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd s6 luong..

PANG KY KET HON
QUY TRINH NOP HO SO TRUC TIEP

Diéu kién thuc hién Thi tuc hanh chinh

- Nam tir du 20 tudi trg 1én, nit tir du 18 tudi tro 1én;

- Viéc két hon do nam va nir tu nguyén quyet dinh;

- C4c bén khong bi mat ning lyc hanh vi dan su;

- Viéc két hon khong thude mot trong cac truong hop cAm két hon, gdm:

+ Két hon gia tao;

+ T4o hon, cu:ong ép két hon, Itra doi ket hén, can trd két hon;

+ NglIO’l dang co vQ, ¢ chong ma két hon véi nguoi khac hoac chua c6 vo,
chua co chong ma két hon voi ngu(n dang c6 chong, cO vO;

+ Két hon gitra nhing ngu’cn cung dong mau vé truc h¢; glu:a nhu:ng nguoi co
ho trong pham vi ba doi; g1u:a cha, me nudi vé1 con nuoi; gilra ngu’ol da tung
la cha, me nudi vdi con nudi, cha chong v61 con dau, me vo Vo1 con ré, cha
du:(jng v4i con riéng ciia vo, me ké voi con riéng cua chong

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

Thanh phan hé so

* Gidy to phai xuat trinh

- Ho chiéu hodc ching minh nhan dan hodc thé cin cudc cong dan hodc cac
glay to khac co6 dan anh va thong tin ca nhan do co quan c6 tham quyen cap,
con gia tri su dung dé chirmg minh vé nhan than cta ngudi co yéu cau ding
ky két hon.

- Glay to chung minh noi cu tra dé xac dinh thAim quyén (trong giai doan
chuyén tiép).

- Trich lyc ghi cha ly hon d6i voi trudng hop cong dan Viét Nam dang ky
thu’ong tra tai dia ban xa lam thu tyc dang ky két hon, da duoc g1a1 quyet
viéc ly hon, huy viée két hon trude do tai co quan co thim quyén nudc ngoai.

* Gidy to phai nop

- T khai dang ky két hon theo mau. Hai bén nam, nir c6 thé khai chung vao
mot To khai dang ky két hon;

- Bén chinh Glay xac nhan inh trang hon nhan do Uy ban nhan dan cap xa
c6 thAm quyén cip trong trudng hop nguoi yéu cau dang ky két hon khong
dang ky thuong tru tai dia ban xa, phuong, thi tran 1am thu tuc dang ky két
hon (trong giai doan chuyen tiép).

*Luuy:
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- Doi véi gidy to nop, xuat trinh:

+ Truong hop ngudi yéu cau ndp gidy to 12 ban sao dugc cap tir sO gde hodc
ban sao dugc chirng thyc tir ban chinh thi ngur0’1 tiép nhan ho so khong duoc
yéu cau xuat trinh ban chinh; néu nguo1 yéu cau chi ndp ban chup va Xudt
trinh ban chinh thi nguoi tiép nhan hd SO kiém tra, d6i chleu ban chup voi
ban chinh va ky vao ban chup xac nhan vé viéc da dbi chleu ndi dung giay to
do, khong dugc yéu cau ngudi di dang ky ndp ban sao glay to do.

+ Dbi VOl giay to xuat trinh khi dang ky h¢ tich, nguoi tiép nhan co trach
nhiém kiém tra, doi chiéu V01 thong tin trong to khal chup lai hoic ghi lai
thong 108 tin dé luu trong hd so va tra lai cho nguo1 xuat trinh, khong duoc
yéu cau nop ban sao hodc ban chup gidy to do.

+ Nguo1i tiép nhan cé 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 dang ky ho
tich ndp thém giay t& ma phap luat ho tich khong quy dinh phai ndp.

3 S0 lwgng ho so
01 bo
4 Thoi gian xur ly
Ngay trong ngdy tiép nhan ho so; tru’ong hop nhan ho so sau 15 glo ma
khong giai quyét dugc ngay thi tra két qua trong ngay lam viéc tiép
theo. Truong hop can xadc minh diéu kién két hon ctia hai bén nam, nit thi thoi
han giai quyét khong qua 05 ngay lam viéc.
5 Noi tiép nhan va tra két qua
Bo phan TN&TKQ thi tran
6 Lé phi
- Mién 1€ phi d6i v6i truong hgp dang ky méi, ngudi thude gia dinh c6 cong
vo1 cach mang; nguoi thudc hd nghéo; nguoi khuyet tat.
7 Quy trinh xit ly cong viéc
TT Trinh tu Trach Thoi Bi€u
nhiém gian mau/
Két qua
- S thpo
> X x | Nguoicé Gi6 hanh ﬁﬁ:{;ll? 0;
Ngudi ¢6 yéu cau dang ky két hon nop hd | 5%/ chinh tir they "t 5
g A A £ N gtk yéu cau 2 . | -Phi€u
Bl [so tai Uy ban nhan dan cap xa c6 tham | 7 " " [2déntha 6| .. . .
uyén dang ky (trr ngay tiép nhan
quyen. kéthon | o PE o so.
& - phiéu
hen
B2 Nguoi tiép nhan co trach nhi¢ém kiém tra| Cong Ngay khi
ngay toan bo hd so, dbi chiéu thong tin | chitc Tu | ti€p nhin
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trong TQ khai va tinh hop 1€ cua gidy to
trong ho so do ngudi yéu cau ndp, xuat
trinh.

Neu ho SO day du, hop I¢, nguoti tiép nhan
hd so viét giay tlep nhan trong do ghi rod
ngdy, gio tra két qua; néu hod so chua day
du, hoan thién thi huéng dan ngay dé ngudi
nop hd so bd sung, hoan thién theo quy
dinh; trudng hop khong thé bo sung, hoan
thlen h6 so ngay thi nguo1 tiép nhan phai
1ap vdn ban hudng dan, trong d6 néu rd loai
gidy to, noi1 dung can bo sung, hoan thién,
ky, ghi r0 ho, tén ctia ngudi ti€p nhan.

phap -
Ho tich

B3

Ngay sau khi tiép nhan du ho so hgp 1€, néu
thay du diéu kién két hon theo quy dlnh
cong chirc tu phap - ho tich bio cédo Chi
tich Uy ban nhan dan cap xa, Truong hop
Chu tich Uy ban nhan dan cip xi dong y
giai quyet thi cong chuc tu phap - ho tich
ghi viéc ket hén vao So dang ky két hon.
Khi tra két qua dang ky két hon, cong chirc
tu phap - ho tich huéng dan hai bén nam, nir
kiém tra noi dung trong S6 dang ky két hon
va Glay chu:ng nhan két hon. Néu cac bén
thay ndi dung dung, pht hop vé6i hd so dang
ky két hon thi cong chuc tu phap - ho tich
cung hai bén nam, nit ky tén vao S6 va
huéng dan cac bén cung ky vao Gidy chung
nhan két hon,

Cong
chuc Tu
phap —
Ho tich

Ngay
trong ngay

B4

Chu tich Uy ban nhan dan cap xa to chuc
trao Glay chung nhan két hon cho hai bén
nam, nir, moi bén du’oc nhin 01 ban chinh
Glay chu:ng nhan két hon; so6 lu’ong ban sao
Trich luc két hon duoc cip theo yéu cau.

Chu tich
uB ND
thi tran

Ngay
trong ngay

Gidy xac
nhan dang
ky ket hon

B5

Tra két qua:

+ Tlep nhan két qua, 1dy s6, dong dau va
vao so;

+ Tra két qua cho t6 chuc/ca nhan;

+ Layy y kién danh gia lién quan vé viéc thuc
hié€n cong viéc.

Cong
chirc bo
phan
TN&TK
Q

Gi0 hanh
chinh tur
thtr 2 dén
tha 6 (tru
ngay nghi
1)

- S6 theo
doi tra két
qua;

- Phiéu lay
¥ kién
danh gia

Co s¢ phap ly

- Luat Hon nhan va gia dinh nam 2014,
- Luat Ho tich nam 2014;

- Ngh1 dlnh sO 23/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh chi

tiet mot so dleu va bién phap thi hanh Luat Ho tich; 109

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 clia B6 Tu phap quy dinh chi




12

tiét thi hanh mot s di€u cua Ludt HO tich va Nghi dinh s6 23/2015/ND-CP
ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mot s6 di€u va bién phap
thi hanh Luat Ho tich;

I1. QUY TRINH DICH VU CONG TRUC TUYEN
https://dichvucong.sonla.gov.vn

Budc 1. Tao tai khoan (d6i voi trudng hop chua cé tai khoan)

- Chon PANG KY vio lam theo huéng din

- Lwu Y: DPé tao duoc tai khoan sb dién thoai phai chinh chu, dé kiém tra
xem s dién thoai c6 chinh chil hay khong, soan tin nhan theo ct phap: TTTB
gui 1414,

Budc 2. Pang nhap hé théng

- Chon DANG NHAP va lam theo huéng dan

Bude 3. Nop ho so truc tuyén

Chon Dich vu cong =—> Cap huyén —> Huyén Yén Chéau
Thi tran Yén Chdu ==>chon linh viuc H) tich =—=> Chon muc d6 Toan
trinh —=> chon thu tuc dang ky két hon —> Chon “Nop hd so” dién day du
cac thong tin can thiét theo yéu cau, dinh kém cac thanh phan ho so theo yéu cau
chon => “Thém méi” => Gui hd so

Qua trinh ndp hd so truc tuyén da hoan tat, hd so s& duoc chuyén dén Bo
phan tiép nhan va Tra két qua cta thi trdn Yén Chau dé x4c nhan thong tin.

Pé tra ctru tinh trang hd so dé nghi truy cap lai vao tai khoan
https://dichvucong.sonla.gov.vn béng tai khoan va mat khau ciua minh di tao &
bude 1 vao muc “hd so cia toi” dé xem tién d va tinh trang giai quyét va thoi
gian dén nhan két qua

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap — Tw do — Hanh phic

N o . A 2
W TO' KHAI DANG KY KET HON (@)

Kinh gtri: oot

Théng tin Bén nir "
Bén nam

Ho, chit dém, tén

Ngay, thang, ndm sinh

Dan toc



https://dichvucong.sonla.gov.vn/
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Qudc tich

Noi cu tra @

Gidy to iy than ©

Két hon lan thir may

Chung t61 cam doan nhirng 101 khai trén day 1a dung su that, viéc két hon cua chiing t61 1a tu
nguyén, Khong vi pham quy dinh cua Luat hon nhan va gia dinh Viét Nam.

Chuing t6i chiu hoan toan trach nhiém trudc phap ludt vé ndi dung cam doan ctia minh.

Dé nghi Quy co quan ding ky.

oreeeeeey NQAY ... thAng nam...............
Bén nir Bén nam
(Ky, ghi r6 ho, chit dém, tén) (Ky, ghi rd ho, chir dém, tén)

Chu thich:

W@ Truong hop 1am thu tuc ding ky két hon c6 yéu t6 nude ngoai, thi phai dan
anh cua hai bén nam, nir.

®) Ghi 15 tén co quan dang ky két hon.

“ Ghi theo noi dang ky thuong tra, néu khong c6 noi dang ky thuong tra thi
ghi theo noi dang ky tam tr(; truong hop khong ¢ noi dang ky thuong tri va noi dang
ky tam trd1 thi ghi theo noi dang sinh song.

®) Ghi thong tin vé gidy to tiy than nhu: ho chiéu, chimg minh nhan dan hodc
gidy to hop 1¢ thay thé (vi du: Chimg minh nhéan dan s6 001089123 do Cong an thanh
phd Ha Noi cap ngay 20/10/1982).

© pé nghi danh dau X vao 6 néu ¢ yéu cau cip ban sao va ghi rd sb luong.
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PANG KY NHAN CHA, ME ,CON

Pic¢u kién thue hién Thi tuc hanh chinh

- Bén nhén va bén duoc nhan la cha, me, con déu con séng;

- Viéc nhan cha, me, con khong co6 tranh chap.

- Truong hop nam, nir chung song v6i nhau nhu vo chong, khong dang ky
két hon, sinh con, ngudi con séng clng voi ngudi cha, khi nguoi cha lam thu
tuc nhan con ma khong lién hé duoc voi ngudi me thi khong can cé y kién
cua nguoi me trong To khai dang ky nhan cha, me, con.

Thanh phan ho so

* Gidy to phai xuat trinh

- HO chiéu hodc chirng minh nhan dan hodc thé cin cudc cong dan hodc cac
gidy to khac ¢ dan anh va thong tin ca nhan do co quan co tham quyen cp,
con gié tri sit dung dé ching minh vé nhan than cua nguoi cé yéu cau dang
ky nhan cha, me, con. 1

- Gidy to chimg minh noi cu tri dé xac dinh thim quyén diang ky nhén cha,
me, con (trong giai doan chuyén tiép).

* Gidy to phai nop

- TS khai dang ky nhan cha, me, con theo mau.

- Chung ctr chimg minh quan h¢ cha, con hodc quan h¢ me, con gbém:

+ Van ban cua co quan y té, co quan giam dinh hodc co quan khac c6 thim
quyen xac nhan quan hé cha con, quan hé me con.

+ Truong hop khong c¢6 van ban néu trén thi phai c6 van ban cam doan cua
cic bén nhin cha, me, con vé mébi quan h¢ cha, me, con va co it nhét hai
ngudi lam ching vé mbi quan hé cha, me, con.

*Luuy:

- béi véi glay to nop, xuat trinh:

+ Truong hop ngudi yéu cau ndp gidy to 13 ban sao duoc cap tir sO gbc hodc
ban sao dugc ching thyc tir ban chinh thi nguoi tiép nhan ho so khong dugc
yéu cau xuat trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuét
trinh ban chinh thi ngudi tiép nhan hd so kiém tra, d6i chiéu ban chup véi
ban chinh va ky vao bén chup xac nhan vé viéc da d6i chiéu noi dung gidy to
do, khong dugc yéu cau nguoi di ding ky ndp ban sao gidy to do.

+ Pbi voi gidy to xuat trinh khi dang ky ho tich, nguoi tiép nhan co trach
nhiém kiém tra, ddi chiéu véi thong tin trong to khai, chup lai hodc ghi lai
thong tin dé luu trong hd so va tra lai cho ngudi xuét trinh, khong duge yéu
cau ndp ban sao hodc ban chup gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan ding, du hd so dang ky ho tich
theo quy dinh cua phap luat ho tich, khong dugc yéu cau nguoi dang ky ho
tich ndp thém gidy t& ma phap luat ho tich khong quy dinh phai nop.
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- Truong hop cho phép nguwoi yéu cau dang ky hé tich ldp van ban cam doan
vé néi dung yéu cau dang ky ho tich thi co quan dang ky ho tich phdi gidi
thich ré cho nguwoi ldp vin ban cam doan vé trach nhiém, hé qua phdp Iy cia
viéc cam doan khong dung sy that.

Co quan dang ky ho tich tir chéi gidi quyet hodc dé nghl co quan c6 tham
quyén hiy bo két qua dang ky hé tich, néu cé co s xdc dinh ndi dung cam
doan khong dung su that.

3 S6 lwong ho so
01 bo

4 Thoi gian xur ly
03 ngay lam viéc. Trudng hop can phai xdc minh thi thoi han giai quyét
khong qué 08 ngay lam vigc.

5 Noi tiép nhén va tra két qua: Nguoi co yéu cau ding ky nhan cha, me, con
(mot hodc hai bén) nop ho so truc tiép tai Uy ban nhan dan cdp xi c6 thim
quyén.

Bo phan TN&TKQ thi trin

6 L¢ phi
15.000 ddng. Mién 1& phi cho nguoi thudc gia dinh c6 cong voi cach mang;
ngudi thudc hd ngheo; nguoi khuyét tat.

5.7 | Quy trinh xir ly cong viéc

TT Trinh tu Trach Thoi gian Bié}l mau/
nhi¢m Két qua
Gio hanh | - SO theo
Neuoi c6 yeu ciu ding k§ mhan cha, | o500 | Qi g6 | i s
Bl | me, con ndp ho so tai Uy ban nhdn | y, . . LA A
dan cép xd c6 tham quyén cau CI,ang thir 6 (trr | - Phi€u tiép
ky ngay nghi | nhén ho so;
1€) - phi€u hen
- Nguoi ti€p nhdn c6_trach nhiém
kiém tra ngay toan bo hd so, xac dinh )
tinh hop 1¢ cua glay to trong hd so do Cong _ ) .
B2 nguoi yéu cau ndp, xuat trinh; d01 chie TP- | Ngay khi | Kiém tra h6
chiéu thong tin trong To khai vé1 giay HT ti€p nhan SO
to trong, hd SO,
- Néu ho so day du, hop 1¢, nguoi tiép
nhan hd so viét glay/phleu ti€p nhan,
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trong ¢ do ghi rd ngay, git tra két qua,
néu hd so chua day du, hoan thi¢n thi
huéng din ngudi ndp hd so bd sung,
hoan thién theo quy dinh; truong hop
khong thé bd sung, hoan thién ho so
ngay thi phai 14p thanh van ban
huong dan, trong do néu 10 loai gidy
to, nd1 dung can bo sung, hoan thién,
ky, ghi rd ho, tén cua nguoi tiép nhan.

Sau khi nhan du ho so, néu thay viéc
nhan cha, me, con la dung va khong
c6 tranh chap, cong chtrc tu phap - h
tich bao cao Chu tich Uy ban nhan

dan cip xa. Truong hop Chu tich Uy Cong
B3 ban nhian dan cdp xa dong y giai| chirc 02 ngay BC Chu
quyét thi cong chtrc tu phap - ho tich | TP-HT lam viéc | tich UBND
ghi vao SO dang ky nhan cha, me,
con, huong dan nguodi yéu cau 'kiém
tra n01 dung Trich luc dang ky nhan
cha, me, con va SO dang ky nhan cha,
me, con, cung cac bén ky vao So.
Chu tich Uy ban nhan déan cap xa ky | Lanh dao 5 . A
B4 | cap Trich luc dang ky nhédn cha, me, | UBND 91 nggy K’y cap
con cho ngudi yéu cau. thi trin lam vice Trich lyc
Tra ket qua: cong Gify hé‘r‘lh ) ~S.6 ﬂ}e(’;
+ Tlep nhan két qua, lay s6, dong dau | o pg | SHIDD U doi tra ket
B5 Va vao so; han thr 2 dén qua;
+ Tra két qua cho t6 chirc/ca nhan; TII\)I &TK thir 6 tru - Phi€u lay
+ Lay ¥ kién danh gia lién quan v& ngay nghi | y kién danh
viéc thyc hién cong viéc. Q 18) gi4

Co s¢ phap ly

- Luat Hon nhén va gia dinh nam 2014;

- Luat H tich nam 2014;

- Nghi dinh s6 23/2015/NB-CP ngay 15/11/2015 cia Chinh phil quy dinh chi

tiét mot sb diéu va bién phap thi hanh Luat HJ tich;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ctia Bo Tu phap quy dinh chi
tiét thi hanh mét so diéu cua Luat HO tich va Nghi dinh’sé 23/2015/ND-CP
ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mot s6 di€u va bi¢n phap

thi hanh Luat HO tich;
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

TO KHAI PANG KY NHAN CHA, ME, CON

LA e, ciia ngwoi c6 tén dwdi day:
L oI ed 01 (<504 T 1< s TP

T6i cam doan viéc Nhan.........cc.ccovvvvvevcevenenee. noi trén 1a dang su that, tw nguyén, khong céd
tranh chdp va chiu trach nhiém trudc phap luat vé cam doan ctia minh.

Kinh dé nghi Quy co quan ding ky.

LAM Qv ngay ......... thang............ nam..........
Nguoi yéu ciu
(Ky, ghi r6 ho, chir dém, tén)

©®)

Y kién ciia nguoi hién dang 13 me hoic cha Y kién ciia nguoi dwge nhén la cha, me,

con®

Tai liéu gui kem theo To khai:
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PANG KY KHAI SINH KET HQP PANG KY NHAN CHA,
ME, CON

NOI DUNG QUY TRINH

Pic¢u kién thue hién Thi tuc hanh chinh

+ Khi giai quyét yéu cau dang ky khai sinh cho tré em ma c6 ngudi yéu cau
dang ky nhéan cha, me, con thi UBND cép xa két hop giai quyét thu tuc dang
ky khai sinh va tha tuc dang ky nhan cha, me, con;

+ Viéc nhan cha, me, con khong c6 tranh chép

Thanh phan ho so

* Gidy to phai xuat trinh:

- HO chiéu hodc chirng minh nhan dan hodc thé cin cudc cong dan hogc cac
gidy to khac ¢ dan anh va thong tin ca nhan do co quan co tham quyen cp,
con gié tri sir dung dé chimg minh vé nhan than cua ngudi cé yéu cau ding
ky khai sinh, nhén cha, me, con.

- Gidy to chtng minh noi cu tr dé ching minh thim quyén dang ky khai
sinh, nhan cha, me, con (trong giai doan chuyén tiép).

* Gidy to phai nop:

- To khai dang ky khai sinh, To khai ddng ky nhéan cha, me, con theo mau.

- Ban chinh Gidy ching sinh; trudng hop khong co Glay chiing sinh thi ndp
van ban cua nguoi lam ching xac nhan vé viée sinh; néu khong c6 ngudi lam
chting thi phai c6 gidy cam doan vé viéc sinh;

- Chumng ctr chimg minh quan h¢ cha, con hodc quan h¢ me, con gom:

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

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

*Luuy:

- P6i véi glay to' nop, xuat trinh:

+ Truong hop ngudi yéu cau ndp gidy to 13 ban sao duoc cap tir s6 goc hodc
ban sao dugc ching thyc tir ban chinh thi nguoi tiép nhan ho so khong dugc
yéu ciu xuét trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuat
trinh ban chinh thi ngudi tiép nhan hd S0 kiém tra, ddi chiéu ban chup voi
ban chinh va ky vao ban chup x4c nhan vé viéc da d6i chleu ndi dung giay to
do, khong dugc yéu cau nguoi di diang ky ndp ban sao gidy to d6. + Doi voi
gidy to xudt trinh khi dang ky ho tich, nguoi tiép nhan c6 trach nhiém kiém
tra, doi chiéu voi thong tin trong to khai, chup lai hoac ghi lai thong tin dé
lru trong hd so va tra lai cho nguoi xudt trinh, khong duoc yéu cau ndp ban
sao hodc ban chup gidy to do.

+ Nguoi tiép nhan cé trach nhiém tiép nhan ding, du hd so dang ky ho tich
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theo quy dinh ctia 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 nop.

- Truong hop cho phép nguwoi yéu cau dang ky hé tich ldp van ban cam doan
vé néi dung yéu cau dang ky ho tich thi co quan dang ky ho tich phdi gidi
thich ré cho nguoi ldp vin ban cam doan vé trach nhiém, hé qua phdp Iy cia
viéc cam doan khong dung s that.

Co quan dang ky ho tich tir choi gidi quyez‘ hodc dé nghl co quan c6 tham
quyén hiy bo két qua dang ky hé tich, néu cé co s xdc dinh ndi dung cam
doan khong dung s that.

3 S6 hrgng ho so
01 bo

4 Thoi gian xur ly
03 ngay lam viéc. Trudng hop can phai xac minh thi thoi han giai quyét
khong qué 08 ngay lam vigc.

5 Noi tiép nhan va tra ket qua: Nguoi yéu cau ding ky khai sinh, nhan cha,
me, con (mot hodc hai bén) ndp ho so tryc ti€p tai Uy ban nhan dan cap xa
c6 tham quyén.

Bo phan TN&TKQ thi trin

5.6 | Lé phi

- L¢ phi dang ky khai sinh qué han: 8.000 déqg.

- L¢ phi dang ky nhan cha, me, con: 15.000 dong.

Mién 1€ phi doi vo1 truong hop dang ky khai sinh dung han; nguoi thude gia
dinh c6 cong vdi cach mang; nguoi thudc ho ngheo; ngudi khuyét tat.

7 Quy trinh xir ly cong viéc

TT Trinh tu Trach Thoi gian Bié}l mau/
nhi¢m Két qua
Gio hanh | - S6 theo
- Nguo1 ¢6 yéu cau dang ky khai sinh | Nguoi | chinh tur dai, tiép
B1 Yé nhan cha, me, con nop hoé so qtai cd yéu |tha 2 dén nhan ho so;
Uy ban nhan dan cap xa c6 tham | cau dang | tha 6 (trr | - Phiéu ti€p
quyén. ky ngay nghi | nhén ho so;
1€) - phi€u hen
- Ngudi tiép nhan co trach nhigm| Cong : 2 A
B2 klem tra ngay toan bd hé so, dbi| chic TP- N?aylll(ﬂhl Kiém tra ho
chiéu thong tin trong To khai va tinh HT ticp nhan SO
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hop 1¢ cua glay to trong hd so do
nguoi yéu cau ndp, xuat trinh.

- Néu ho N day du, hop 1€, nguoi tiép
nhan hd so viét glay tiép nhan, trong
do ghi r0 ngay, gio tra két qua; néu ho
so chua day du, hoan thi¢n thi hudng
dan ngudi ndp hd so bd sung, hoan
thién theo quy dinh; truong hop
khong thé bd sung, hoan thién hod so
ngay thi phai 13p thanh van bdn
huorng dan, trong do néu 1o loai giay
to, ndi dung can bd sung, hoan thién,
ky, ghi r6 ho, chit dém, tén cia nguoi
ti€p nhan.

- Sau khi nhan du ho so, néu thay viée
nhan cha, me, con la dung va khong
¢6 tranh chap, thong tin khai sinh day
du va phu hop, cong chirc TP-HT bao
c4o Chu tich Uy ban nhan dan cép xa.
TrU:O’ng h0'p Chu tich Uy ban nhan

dan cap xa dong ¥ g1a1 quyét thi cong cong v
chitc TP-HT ghi ni dung nhén cha, | 4« 1p.| 02 ngay BC Chu
B3 | me, con vao SO dang ky nhan cha, R tich UBND
me, con; ghi no1 dung khai sinh vao HT lam vice thi tran
S6 dang ky khai sinh, cap nhat thong '
tin khai sinh theo hufong dan dé 1ay
S6 dinh danh c4 nhan, huéng dan
ngu:m yéu cau dang ky ho tich klem
tra ndi dung glay to hd tich va Sb ho
tich, cung nguoi di dang ky khai §1nh
va nhan cha, me, con ky tén vao So.
Gidy diang
ky khai
Chu tich Uy ban nhan dan cap xa cap | Chu tich 01 naa sinh
B4 | Gidy khai sinh va Trich luc nhin cha, | UBND A g' Ay Trich luc
me, con cho ngudi yéu cau thi trdn lam vice ding ky
nhan cha,
me, con
Tra két qua: Ccong G,i(" h%mh i NS.d tne()A
+ T1ep nhan két qua, lay s6, dong dau | .pocpa chinh tur doi tra ket
B5 va vao so; han thir 2 dén qua;
+ Tra két qua cho to chirc/ca nhén; phan thir 6 (trur - Phicu lay
+ Lay ¥ kién danh gia lién quan vé TN&TK ngay nghi | y kién danh
viéc thuc hién cong viéc. Q lé) gi4
8 Co sé phap ly
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- Luat Hon nhan va gia dinh nam 2014;

- Luat HS tich nam 2014;

- Nghi dinh s6 23/2015/ND-CP ngay 15/11/2015 ctia Chinh phii quy dinh chi
tiét mot s6 diéu va bién phap thi hanh Luat Ho tich;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo Tu phap quy dinh
chi tiét thi hanh mot sé diéu cua Luat Ho tich va Nghi dinh s6 23/2015/ND-
CP ngay 15/11/2015 ctia Chinh phi quy dinh chi tiét mot sd diéu va bién
phép thi hanh Luat HJ tich;

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phic

TO KHAI PANG KY KHAI SINH

Kinh @Ui: (1) woveeeeeee e e
Ho, chit dém, t&n NGUOT YeU CAUS .......ovooveiviiceeeee e
INOT CU 1T (2) 1ttt e bbbt b et s et es e et b et b et
GHAY 1O TUY thAN: (3) cvoeeeeeeeee ettt e et ee st ee s ee e re et eeeneee s
Quan hé v&i ngudi duoc Khai SINh: ..o pé
nghi co quan dang ky khai sinh cho nguwoi dwéi day:
HOQ, Chil A€M, tEI:........eiiiiiii it et Ngay,
thang, nam sinh: ........c.cccccevveneennnen. ghi bang chifr......o.veeeeeeeeeeeeeeeee. Gioi
tinh:......ccooooeein, Dan:......cooooeeeiee, Qudc tich: vovvneveiii
NOT SN (4) oo e
Qué quan: ......cccceeveereeeeenn, Ho, chir dém, tén ngwdi me: ............ccoocovevevinennns
................................... Dan téc:...................Quéc tiCh: o,
NOTCU T (2) 1ot et Ho, chir dém, tén ngwoi cha:
Namsinh: (5) coovviiiiiiia Dan tdc:....ccuvevuneenne. Qudc tich: ..o,
INOT CU T (2) cvieeiie ettt ettt stee et ae et eeete e e ettt e e sabeeessbeeesae e ssaeenssaeennseeesseeensnes nres

Td1 cam doan ndi dung dé nghi dang ky khai sinh trén day la dung su that, dugc su thoa thuan
nhat tri cua cac bén li€n quan theo quy dinh phap luat. To6i chiu hoan toan trach nhiém trudc
phép luat vé ndi dung cam doan ctia minh.

Lam tai: ...... , gAYy ....... thang ...... nam .........
Nguoi yéu cau
(Ky, ghi 1o ho, chit dém, tén)

S6 lugng:....... AN ...ooviiiiiiies
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

TO KHAI PANG KY NHAN CHA, ME, CON

Ho, chir dém, tén nguoi YU CAU: .....oo.ovevveevcreerere e,

NOi U tri: @,

Gidy t0 thy than: @ ..o

Quan h¢ v&i ngudt nhan cha/me/con ) ettt
Pé nghi co’ quan diing ky khai sinh cho nguoi duéi day:

HoO, Chil @8, t8N: ... i e a s
Ngay, thang, nam SINh: ..o
Gidi tinh:......cccoeeviinnnn. Dan toc: ........... Qudc tich: ..o,

INOT CU T ettt sttt ettt et e e s b be e e nee s
GHAY 1O Y ThANL oottt et

DD DO cia nguoi co tén sau day:

L Lo T 1 (3 4 TR 1< o VT
Ngay, thang nam ST e

Gid1 tinh:.....ccoevvveeee. Dan toc:........... Quéc tich:

GHAY 1O 1Y ThAIL +eveeee et

To61 cam doan viéc nhan...........cccceeeeveeeeennnn. trén day la dung sy that, tu nguyén, khong
c6 tranh chap va chiu trach nhiém trudc phép luat vé cam doan ctia minh.

Lam tai: ......................... , NQAYy ........... thang ......... nAM .o
Ngudi yéu cau
(Ky, ghi ro ho, chir dém, tén)
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PANG KY KHAI TU
NOI DUNG QUY TRINH TRUC TIEP

Diéu kién thuc hién Tha tuc hanh chinh

Thanh phan ho so

* Giay t¢ phai xuat trinh
- Ho chiéu hodc chirng minh nhan dan hodc thé cin cudc cong dan hodc cac
glay to khac c6 dan anh va thong tin ¢4 nhan do co quan c6 tham quyen cap,
con gié tri sir dung dé ching minh vé nhan than cua nguoi cé yéu cau dang
ky khai tir;

- Glay to chung minh noi cu tri cudi cing cta ngudi chét dé xac dinh tham
quyén (trong giai doan chuyen tiép).

- Truong h0’p khéng xac dinh duoc noi cu tra cu01 cuing ctia ngudi chét thi
xuat trinh gidy to ching minh noi nguoi do chét ‘hodc not1 phat hién thi the
cua nguoi chét. Tru:ong hop gtri hd so qua hé thong buu chinh thi phai guri
kém theo ban sao c6 ching thuc cac giay to phal xuat trinh néu trén.

* Gidy to phai nop
- To khai ding ky khai tir theo mau;

- Glay bdo tir hodc gidy to thay thé Gidy bao tir do co quan c6 tham quyén
cap.

- Gidy to, tai liéu, chung cr do co quan, t6 chirc c6 thAm quyén cap hodc xac
nhan hop 1€ chung minh sy kién chét doi voi truong hop dang ky khai tir cho
nguoi chét d3 1au, khong c6 Gidy bao tir hodc gidy to thay thé Gidy bao tu.

- Van ban uy quyen (duoc chu’ng thuc) theo quy dinh cua phap luat trong
truong hop uy quyén thyc hién viéc dang ky khai tu. Truong hO’p nguoi co
trach nhiém dang ky khai tu uy quyen cho nguo1 khac thuc hién viée dang ky
khai tor ma ngu’cn dugc uy quyen la ong, ba, cha, me, con, vg, chong, anh,
chi, em rudt ctia nguodi uy quyén thi van ban iy quyén khong phai chiung
thuc.

*Luuy:

- Trong thoi han 15 ngay ké tir ngay c6 ngu’(n chet thi vo, chéng hoic con,
cha, me hodc nguoi than thich khac cua ngu’0’1 chét c6 trach nhiém di dang
ky khai tu; truong hop nguoi chét khong cd ngudi than thich thi dai dién cua
CO quan, o chure, ¢ nhén lién quan c6 trach nhiém di khai tur.

- Poi véi glay to nop, xuat trinh:

+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao dugce cap tir sO gbc hodc
ban sao dugc ching thuc tir ban chinh thi ngu:01 tiép nhan ho so khong duoc
yéu cau xuat trinh ban chinh; néu nguoi yéu cau chi nop ban chup va Xudt
trinh ban chinh thi ngudi tiép nhan hd SO kiém tra, dbi chleu ban chup vOi
ban chinh va ky vao ban chup xac nhan vé viéc da dbi chleu ndi dung gidy to
do, khong dugc yéu cau nguoi di dang ky ndp ban sao glay to do.

+ Doi VOl gidy to xuat trinh khi dang ky ho tich, nguoi tiép nhan cé trach
nhi¢m klem tra, d6i chleu v&i thong tin trong to khal chup lai hodc ghi lai
thong tin dé lu’u trong hd so va tra lai cho nguo1 Xuat tr1nh khong dugc yéu
cau ndp ban sao hodc ban chup gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan ding, du hd so dang ky ho tich
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theo quy dinh cta phap luat ho tich, khong dugc yéu cau nguoi dang ky ho
tich ndp thém giay t& ma phap luat ho tich khong quy dinh phai ndp.

3 S0 lwgng ho so
01 bo
4 Thaoi gian xir ly
Ngay trong ngay tiép nhan yéu cu, tru:ong hop nhan hé so sau 15 gio ma
khong giai quyét dugc ngay thi tra két qua trong ngay lam viéc tiép theo.
) Noi tiép nhén va tra két qua :
- Ngum co yéu cau dang ky khai ttr truc tiép thuc hién hodc uy quyén cho
ngudi khéc thuc hién viéc dang ky khai tu;
- Nguo1i thyc hién viéc dang ky khai tur c6 the truc tiép nop ho so tai Uy ban
nhan dan cap xa co tham quyén hodc giri hd so qua hé thong buu chinh hodc
gtri ho so theo hé thdng ding ky ho tich truc tuyén.
Bo phan TN&TKQ thi tran
6 L¢ phi
8.000 dong doi vai truong hop dang ky qua han.
Mién 1é ph1 dbi voi truomg hop dang ky khai tu dung han, nguoi thudc gia
dinh c6 cong voi cach mang; ngudi thudc hd ngheéo; nguoi khuyet tat
7 Quy trinh xit ly cong viéc
TT Trinh tu Trach Thoi gian | Bi€u maw/
nhiém Két qua
Gi0 hanh %
Nguoico |chinhty | o F0ey
Ngum c6 yéu cau ding ky khai tu guol, C~ 2A tlep nhan
yéucau |thr 2 dén
Bl nop ho so tal Uy ban nhan déan cap xa v . . . ho S0;
dang ky | tha 6 (tru
¢ tham quyén Kkhas td . ) - phleu
altor | ngay nghi hen
1e) '
- Ngudi tiep nhan cd trach nhiém
kiém tra ngay toan b ho so, ddi
chiéu thong tin trong To khai va tinh
hop 1€ cua giﬁy to trong ho so do
nguoi yéu cau ndp, xuat trinh.
B2 |- Néu ho SO day du, hop 1€, nguoi tiép | Cong chirc Ngay khi
nhan ho so viét glay tiep nhan trong TP-HT tiép nhan
do ghi ro ngay, gio trd két qua; néu ho
so chua day du, hoan thi¢én thi hudng
dan ngudi nép hd so bd sung, hoan
thién theo quy dinh; truong hop
khong thé bd sung, hoan thién hd so




27

ngay thi phai 13p thanh van ban
hu:ong dan, trong do néu 1o loai giay
to, no1 dung can bo sung, hoan thién,
ky, ghi & ho, tén clia nguoi tiép nhan.

- Ngay sau khi nhan du ho so theo

quy dinh, néu thiy thong tin khai tr | Cong chtic | 5 NOA
B3 | day du va phu hop, cong chuc TP-HT |  TP-HT le‘lin giéyc
bdo cao Chu tich Uy ban nhan dan '
cap xa
Trudng hop Chu tich Uy ban nhan
dan cap xa dong y glal quyét thi ky .
Trich lyc khai tir cap cho nguoi co UCBh&SCt}Illi
yéu cau; cong chac TP-HT ghi vao | .z Pl I .
tran, CONg 2 ngay Trich luc
B4 | S6 dang ky khai tir, huéng dan ngu’m chite TP~ | 1am viee Kkhai ter
yéu cau dang ky ho tich klem tra noi HT '
dung Trich luc khai tir va S6 ding ky
khai tir, cung nguoi di dang ky khai
to ky t&n vao S6.
Tra ket qua: 1 - S6 theo
G106 hanh X :
iaT‘;zg gcl)lan két qua, lay so, dong dau Céng chie | chinh tir doi qt1r12 ket
BS |4 Tra két qua cho t6 chirc/ca nhan; Tﬁ)gf%'laKnQ gllg é ?;3, - Phleu lay
+ Lay y ki€n danh gia lién quan vé neav nehi ¥ kién
viéc thuc hién cong vi¢c. g {é) g danh gia
5.8 | Co sé phap ly
- Luat Ho tich nam 2014;

thi hanh Luat Ho tich; 122

- Nghl dlnh sO 23/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh chi
tiet mot so dleu va bi¢n phap thi hanh Luat HJ tich;
- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo Tu phap quy dinh chi
tiét thi hanh mot sb diéu ctia Luat Ho tich va Nghi dinh s6 23/2015/ND-CP
ngay 15/11/2015 cta Chinh phi quy dinh chi tiét mot s6 didu va bién phap

I1. QUY TRINH DICH VU CONG TRUC TUYEN
https://dichvucong.sonla.gov.vn

Budc 1. Tao tai khoan (d6i voi trudng hop chua c6 tai khoan)
- Chon PANG KY vio lam theo huéng dan
- Luu Y: Dé tao duoc tai khoan s dién thoai phai chinh chu, dé kiém tra
xem s dién thoai c6 chinh chil hay khéng, soan tin nhin theo ct phap: TTTB
gui 1414,

Budc 2. Pang nhap hé thong

- Chon PANG NHAP va lam theo huéng dan
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Budc 3. Nop hd so truc tuyén

Chon Dich vu cdng ==> Cép huyén =—> Huyén Yén Chau
Thi tran Yén ChAu ——> chon linh vyc H§ tich —— Chon mtic d6 Toan
trinh ==> chon thu tuc ding ky khai tt ==> Chon “Nop hd so” dién day
du cac thong tin can thiét theo yéu cau, dinh kém cac thanh phan ho so theo yéu
cAu —> chon “Thém méi”? ——=Siri hd so

Qua trinh ndp hd so truc tuyén da hoan tat, ho so s& duogc chuyén dén Bo
phin tiép nhan va Tra két qua cua thi trin Yén Chau dé xac nhan thong tin.

Pé tra ctru tinh trang hd so dé nghi truy cap lai vao tai khoan
https://dichvucong.sonla.gov.vn bang tai khoan va mat khau ctia minh di tao &
bude 1 vao muc “hd so cua t6i” dé xem tién do va tinh trang giai quyét va thoi
gian dén nhan két qua

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phic

TO KHAI PANG KY KHAI TU

Kinh gtri: et

Ho, chit dém, ten NEUOT YAU CAUS ....o.ovviveiiiceeececeeee e,
NG CU T D) oottt ettt ettt ettt ettt ettt e ettt ettt en et s et s en e
GIAY 1O T ThAN D) .ot
Quan hé VO NZUSGT AA ChEE: .....vvvieeececeeee ettt n ettt
Pé nghi co quan ding ky khai tir cho nguoi c6 tén dwdi diy:

Ho, Chit @&m, tE11: .ovvvviiii i e eeranes Giditinh: ...,
Ngay, thAng, NAM SINN: ....eeiiiiiii e e e e e e e e s e eebees
DAN TOC: wvvuiiiiieiiiiiece e e Quéc tICh: o

Noi cu tra cudi cung: ) ettt ettt

GIAY 1O TY ThANE @) oottt
Pa chét vao ac: ..coeevevvveeiien gio i phut, ngay ............... thang ........... nam ...............

N OT Gt v e et e e et e e e e e e e e et e et e e e e e et e et et e e e e et e et et e et e et et e et a e,

.................................................................................... cip ngay ........thang ....... nam .............
To1 cam doan nhitng ndi dung khai trén day la dung su that va chiu trach nhiém trude phap
luat vé cam doan ctia minh.

Lam t@i: ...cocooeveiiieeiieann. , ngay ....... thang ...... nam ...........

Nguoi yéu ciu
(Ky, ghi ro ho, chit dém, tén)

Ch thich:
‘1) Ghi 13 tén co quan thuc hién dang ky khai tir.
) Ghi theo dia chi dang ky thuong tra; néu khong c6 noi ding ky thuong trii thi ghi theo dia chi Jdang ky tam
tra; truong hop khong c6 noi dang ky thuong tra va noi dang ky tam tra thi ghi theo noi dang sinh song.
®) Ghi thong tin vé glay td tiy than nhu: ho chiéu, chimg minh nhén dan hodc gidy to hop 16 thay thé (vi du:
Chung minh nhan dan s6 001089123 do Céng an thanh phd Ha Nbi cép ngay 20/10/2004).
“ Néu ghi theo Glay béo ttr, thi gach cum tur “Glay to thay Gidy béo tir”; néu ghi theo s6 Gidy to thay Gidy bao
tir thi ghi 15 tén, s6 gidy to va gach cum tir “Gidy bao ti”.


https://dichvucong.sonla.gov.vn/
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PANG KY KHAI SINH LUU PONG

1.NOI DUNG QUY TRINH

1 Diéu kién thuc hién Tha tuc hanh chinh
Tré em sinh ra ma cha me bi khuyét tat, 6m bénh khong thé di ding ky khai
sinh cho con; cha, me bi bat, tam giam hoac dang thi hanh an phat ti ma
khong con 6ng, ba ndi, ngoai va nguoi than thich khac hoac nhitng nguoi
nay khong c6 di€u kién di dang ky khai sinh cho tré

2 Thanh phan ho so
* Gidy t¢ xuat trinh:
- Ho chiéu hodc chirg minh nhan dan hodc thé cin cudc cong dan hodac cac
glay to khac c6 dan anh va thong tin ¢4 nhan do co quan c6 tham quyen cap,
con gia tri sir dung dé ching minh vé nhan than ciia ngudi yéu cau diang ky
khai sinh.
- Gidy to chitng minh noi cu tri dé chitng minh thaim quyén ding ky khai
sinh; truong hop cha, me cua tré da dang ky ket hoén thi phai xuét trinh Gidy
chu:ng nhan két hon (trong giai doan chuyén tiép).
* Giay to phai ngp:
- To khai ding ky khai sinh theo mau.
- Ban chinh Glay chimg sinh; tru’ong hO’p khong co G1ay chirng sinh thi ndp
van ban cua ngu:(n lam chufng Xac nhan v€ viéc sinh; néu khong c6 nguodi lam
chirng thi phai c6 giay cam doan vé€ vi€c sinh;
- Tru:ong hop khai sinh cho tré¢ em sinh ra do mang thai hd phai c6 van ban
xac nhan ciia co 8O y té da thuc hién k¥ thuat hd tro sinh san cho viéc mang
thai ho.

3 S0 lwgng ho so
01 bo

4 Thoi gian xir ly
05 ngay lam viéc

5 Noi tiép nhan va tra két qua

6 Lé phi
- Doi v6i truong hop dang ky khai sinh khong ding han, dang ky lai: 8.000
dong,
- Mién 1€ phi do1 v6i truong hgp khai sinh ding han, nguoi thude gia dinh co
cong voi cach mang; nguoi thudc hd nghéo; ngudi khuyet tat.

7 Quy trinh xir ly cong viéc

TT Trinh ty Trach | Thoi gian | Biéu mau/

nhiém Két qua
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Bl

- Cong chirc TP-HT cap xa dugc giao
nhiém vu dang ky khai sinh luu dong
¢6 trach nhiém chudn bj day du mau
To khai dang ky khai sinh, gidy to ho
tich va didu kién can thiét dé thuc
hién dang ky Juu d(_)ng tai nha riéng
hodc tai dia diém t6 chirc dang ky luu
dong, bao dam thuin lgi cho nguoi
dan. Tai dia diém dang ky ho tich lyu
dong, cong chitc TP-HT hudéng dan
nguoi yéu cau dién day du thong tin
trong To khai dang ky khai sinh;
kiém tra cac gidy to lam co s¢ cho
viéc dang ky khai sinh; viét Phiéu tiép
nhén hd so.

Cong
chuc
TP-HT

Gi0 hanh
chinh tu
thr 2 dén
tht 6 tru
ngay nghi
1€)

Hudéng dan
ghi to khai

B2

- Sau khi ti€p nhan du hd so, cong
chirc TP-HT bao cdo Chu tich Uy ban
nhan dan cap xa ky Glay khai sinh va
ghi ndi dung vao So6 ding ky khai
sinh dem theo Glay khai sinh va S6
dang ky khai sinh dé tra két qua cho
ngudi co yéu cau tai dia diém ding ky
luu dong; ghi ndi dung dang ky vao
So dang ky khai sinh, cung nguoi yéu
cau ky So6 theo quy dinh. Tai myc
“Ghi chu” trong S6 dang ky khai sinh
ghi rd “Pang ky luu dong”.

Chu tich
UBND
thi tran,
Cong
chirc TP-
HT

04 ngay
lam viéc

Bao cao
Chu tich

B3

- Cong chiac TP-HT dem theo Giay
khai sinh va S6 dang ky khai sinh dé
tra ket qua cho nguoi co yéu cau tai
dia diém dang ky luu dong; hu’ong
dan ngudi yéu cau klem tra ndi dung
Gidy khai sinh va SO ding ky khai
sinh, Ky, ghi rd ho, tén trong SO dang
ky khai sinh; tai muc “Ghi chi” trong
S6 ding ky khai sinh ghi 10 “Pang ky
luu dong”.

- Truong hop ngu0’1 yéu cau khong
blet chir thi cong chiic TP-HT truc
tiép gh1 To_ khai, sau d6 doc cho
nguoi yéu cau nghe lai no1 dung va
huéng dan nguoi d6 diém chi vao To
khai. Khi tra két qua dang ky ho tich,
cong chic TP-HT phai doc lai noi
dung Gidy khai sinh cho ngu’0’1 yéu
cau nghe va hudng dan nguoi do
diém chi vao S6 ding ky khai sinh.
*Luuy:

Cong
chuc TP-
HT

01 ngay
lam viéc

Gidy khai
sinh, S6
dang ky
khai sinh
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- P6i vdi viée xac dinh ho, dan toc,
dat tén cho tré:

+ Viéc xac dinh ho, dan tdc, dat tén
cho tré¢ em phai phu hop vo1 phap luat
va yéu cau gitt gin ban sac dan toc,
tap quan truyén théng vin hoa tét
dep cua Viét Nam; khong dit tén qua
dai, kho str dung.

+ Truong hop cha, me khong thoa
thudn dugc v€ ho, dan tdc, qué quan
cua con khi ding ky khai sinh thi ho,
dan toc, qué quan cua con dugc xac
dinh theo tap quan nhung phai bao
dam theo ho, dan tdc, qué quan cua
cha hodc me.

- Trudong hop cho phep nguoi yéu cu
dang ky ho tich lap van ban cam doan
v€ ndi dung yéu cau dang ky ho tich
thi co quan dang ky hd tich phai giai
thich rd cho nguoi lap van ban cam
doan vé trach nhiém, hé qua phap 1y
cua viéc cam doan khong dung su
that.

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

Co sé phap ly

- Luat HO tich nam 2014;

phap thi hanh Luat HJ tich;

- Nghi dinh s 23/2015/NB-CP ngay 15/11/2015 cua Chinh phu quy dinh chi
tiét mot s6 diéu va bién phéap thi hanh Luat Ho tich;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ciia Bo Tu phap quy dinh chi
tiét thi hanh mot s diéu ctia Luat Ho tich va Nghi dinh sé 23/2015/ND-CP
126 ngay 15/11/2015 ciia Chinh phu quy dinh chi tiét mot sé diéu va bién

II. QUY TRINH DICH VU CONG TRUC TUYEN
https://dichvucong.sonla.gov.vn

Budc 1. Tao tai khoan (d6i voi trudng hop chua c6 tai khoan)
- Chon BANG KY vao lam theo huéng dan
- Luwu Y: D¢ tao duogc tai khoan sé di¢n thoai phai chinh chu, dé ki€ém tra

xem s dién thoai c6 chinh chii hay khéng, soan tin nhin theo cu phap: TTTB

glri 1414,
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Budc 2. Pang nhap hé thong

- Chon PANG NHAP va lam theo huéng dan

Budc 3. Nop hd so truc tuyén

Chon Dich vu cdng —=> Cép huyén —> Huyén Yén Chau
Thj trAn Yén Chidu ——>chon linh vyc H) tich =—=> Chon muc do Toan
trinh ——>chon thu tyc dang ky khai sinl==> Chon “Nop hd so” dién day du
cac thong tin can thiét theo yéu cau, dinh kém céac thanh phan ho so theo yéu cau
chon ——=> “Thém méi” —SGui ho so

Qua trinh ndp hd so truc tuyén da hoan tat, hd so s& dugc chuyén dén B
phan tiép nhan va Tra két qua cua thi trAn Yén Chau dé xac nhan thong tin.

Pé tra ciru tinh trang ho so dé nghi truy cap lai vao tai khoan
https://dichvucong.sonla.gov.vn bang tai khoan va mat khau ctia minh di tao &
bude 1 vao muc “hd so cia t6i” dé xem tién do va tinh trang giai quyét va thoi
gian nhan két qua (h6 so ¢6 thé duoc tra truc tiép hodc qua dich vu buu chinh)

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

TO KHAI PANG KY KHAI SINH
Kinh gii:
Ho, chit dém, tén NEUWOT YEU CAUS .......ovocveieeieieeiieee ettt
GiAY tO TUY thAN: @ittt sttt
NOT CU T @ttt ettt e ettt et esen et
Quan hé v&i ngudi duge khai sinh: ......eeeevieiiiiece e

Pé nghi co quan ding ky khai sinh cho nguoi duéi diy:

Ho, chivr dém, tén:...........c..oovviiieiiiieie e,

Ngay, thang, nam sinh: ..........cc.ccccveeenenns ghi baANg Chif:....oveeeeeeeeeee e
NOT SN O e e

Gioi tinh:.........coc..e.. Dan tgc........... QUOC HCR: oo

QUE QUAN: .ottt sttt sttt raenre s

Ho, chit dém, tén nguwdime: ...

Nam sinh®: ..o Dantdc: ....cooevvvveeeennnn. Quéc HCh:
(07 Te10 a5
Ho, chir dém, tén nguoicha: ...

Nam sinh®: ...oovo. Dantdc: ....ccovvveeeeeeeennns Quéc tich: ...
NOTCU T D) e

T61 cam doan ndi dung dé nghi dang ky khai sinh trén day 1a diing su that, dugc sy thoa thuan
nhat tri ciia cc bén lién quan theo quy dinh phap luét.

T61 chiu hoan toan trach nhi¢m trude phép ludt vé ndi dung cam doan ctia minh.

Lamtai: ......................... , NQAY ... thang ......... nam ............


https://dichvucong.sonla.gov.vn/
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Nguoi yéu ciu
(Ky, ghi r6 ho, chit dém, tén)

PANG KY KET HON LUU PONG
NOI DUNG QUY TRINH

Diéu kién thwe hién Thu tuc hanh chinh

- Hai bén nam, nit cung thuong tra trén dia ban cép xa ma mot hoac ca hai
bén nam, nit 1a nguoi khuyét tat, 5m bénh khong thé di diang ky két hon
duoc.

- Nam tir dit 20 tudi trd 1én, nit tr du 18 tudi tro 1én;

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

- Khong bi mat nang luc hanh vi dan sy;

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

+ Két hon gia tao;

+ Tao hon, cudng ép két hon, lira d6i két hon, can trd két hon;

+ Nguoi dang c6 vo, co chéng ma két hon véi nguoi khac hoac chua co6 vo,
chua c6 chong ma két hon véi nguoi dang co chong, co vo;

+ Két hon gifta nhitng nguoi cing dong mau vé truc hé; gitta nhitng ngudi cd
ho trong pham vi ba doi; gitra cha, me nu6i voi con nudi; gitta nguoi da ting
la cha, me¢ nudi voi con nudi, cha chong v6i con ddu, me vo v&i con ré, cha
duong vdi con riéng cua vo, me ké v&i con riéng cua chong,

* Nha nwéc khong thira nhan hon nhan gitra nhirng nguwoi cung gidi
tinh.

Thanh phan ho so

* Giy to phai xuét trinh

- HO chiéu hodc chirmg minh nhan dan hodc thé cin cudc cong dan hodc cac
gidy to khac c6 dan anh va thong tin ca nhan do co quan co tham quyen cép,
con gia tri sir dung dé chirmg minh vé nhan than cta ngudi c6 yéu ciu ding
ky két hon.

- Glay td chimg minh noi cu tri dé xac dinh thAm quyén (trong giai doan
chuyén tiép).

* Gidy to phai nop
- To khai ding ky két hon theo mau. Hai bén nam, nit c6 thé khai chung vao
mdt To khai dang ky két hon.

So lwong ho so

01 b0
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Thoi gian xir ly

05 ngay lam viéc

Noi tiép nhan va tra két qua

B0 phan TN&TKQ thi tran

Lé phi

- Pi voi truong hop dang ky lai két hon: 30.000 dong.
- Mién 1€ phi do1 v6i1 truong hop dang ky moi, ngyoi thude gia dinh ¢6 cong
vo1 cach mang; nguo1 thudoc hd ngheo; nguoi khuyét tat.

Quy trinh xit ly cong viéc

TT

Trinh tu

Trach
nhiém

Tho1 gian

Biéu mau/
Két qua

Bl

- Cong chuac TP-HT cap xa duoc giao
nhi¢m vu dang ky két hon luu dong
cO trach nhiém chuan bi day du cac
loai mau T¢ khai, gigy to ho tich va
di€u kién can thi€t dé thuc hi¢n dang
ky Ivu dong.

Con
chuc TP-
HT

Gi0 hanh
chinh tyr
thir 2 dén
thtr 6 (tru
ngél?gnghi
¢)

B2

- Tai dia diém dang ky két hon luu
dong, cong chuc TP-HT co6, trach
nhiém kiém tra, xac minh vé di€u
kién két hon cua cac bén; hudng dan
ngu:(‘ri dan dién day du thong tin trong
To khai dang ky két hon. Néu ho so
day du, hop igé, cong chgc TP-HT tiép
nhan ho so viét Phicu ti€p nhan ho so.

Xac minh,
kiém tra ho
SO

B3

- Sau khi tiép nhan ho so, cong chuc
TP-HT bao cao Chu tich Uﬁ ban nhan
dan cap xa. Tryong hop Chu tich Uy
ban nhan dan dong ¥ giai quyet thi Ky
cap Giéy ching nhan két hon cho
nguoi co yéu cau. Cong chyc TP-HT
Eﬁl ndi dung dang ky vao S6 dang ky
¢t hon, hugng dan cac bén kiém tra
ndi dung Giay ¢hung nhan két hon va
SO dang ky k€t hon, cung cgc bén
nam, nir ky vao S6 dang ky két hon,
Gidy ching nhan két hon theo quy
dinh; tién hanh trao Giay chiing nhan
két hon cho céac bén tai dia di€ém dang
ky luu dong. Tai myc “Ghi chu”
trong SO dang ky két hon ghi rod
“Dang ky luu dong” .
- Jruong hop ngudi yéu cau khong
biet chir thi cong chuc TP-HT truc
ticp ghi To, khai, sau d6 doc cho
nguo1 yéu cau nghe lai néi dung va

Chu tich
UBND
thi tran,
Con
chuc TP-
HT

05 ngay
lam viéc

Gidy ching
nhan két
thg)p vak,
0 dang ky
ket h(g)n
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hudng dan nguoi §o diém chi vao To
khai. Khi trao Gidy ching nhan két
hén, cong chirc tu phap - ho tich phgi
doc lai n01 dung Gidy chyng nhan két
hon cho nguoi yéu cau nghe va
hudéng dan nguoi d6 diém chi vao So6
dang ky két hon.

8 Co so phap ly

- Luat Hon nhan va gia dinh nam 2014;

- Luat HO tich nam 2014;

- Nghi dinh s6 23/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh
chi tiét mot sd diéu va bién phap thi hanh Luat Ho tich;

- Thong tu sd 04/2020/TT-BTP ngay 28/5/2020 ctia B6 Tu phap quy
dinh chi tiét thi hanh moét s6 diéu cta Luat HO tich va Nghi dinh s
23/2015/ND-CP ngay 15/11/2015 cta Chinh phi quy dinh chi tiét mot sd
diéu va bién phap thi hanh Luat Ho tich;

II. QUY TRINH DICH VU CONG TRUC TUYEN
https://dichvucong.sonla.gov.vn

Budc 1. Tao tai khoan (ddi véi trudng hop chua c6 tai khoan)

- Chon PANG KY vao lam theo hudng dan

- Lwu Y: Pé tao duoc tai khoan sb dién thoai phai chinh chu, dé kiém tra
xem s6 dién thoai c6 chinh chu hay khong, soan tin nhin theo ct phap: TTTB
gui 1414.

Budc 2. Bang nhap hé thong

- Chon PANG NHAP va lam theo huéng dan

Bude 3. Nop ho so truc tuyén

Chon Dich vu cong => Cap huyén —> Huyén Yén Chéau
Thi tran Yén ChAu =——>chon linh vuc H§ tich =——> Chon muc do Toan
trinh ==> chon thu tyc dang ky két hon ==> Chon “Nop ho so” dién diy du
cac thong tin can thiét theo yéu cau, dinh kém cac thanh phan ho so theo yéu cau
chon ==>“Thém méi” —=Siri hd so

Qua trinh ndp hd so truc tuyén da hoan tt, hd so s& duoc chuyén dén Bo
phan tiép nhan va Tra két qua cua thi trAn Yén Chau dé xac nhan thong tin.

Pé tra ciru tinh trang hd so dé nghi truy cép lai vao tai khoan
https://dichvucong.sonla.gov.vn bang tai khoan va mat khau ctia minh di tao &
bude 1 vao muc “hd so cta t6i” dé xem tién do va tinh trang giai quyét va thoi
gian nhan két qua (hd so ¢ thé dugc tra tryc tiép hodc qua dich vu buu chinh)



https://dichvucong.sonla.gov.vn/

(Théng tu sb:  09b/2013/TT-BTP)
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap — Tu do — Hanh phic

TO KHAI DANG KY KET HON 2

Nguwoi khai Bén nam

Ho va tén

Ngay, thang, nam sinh

Dan toc

Qudc tich

Noi thuong tra/tam tra

S6 Gidy CMND/H chiéu/
Giay to hop 1€ thay thé

Nghé nghiép

Két hon 1an thir miy

Chéing t6i cam doan nhimg 16i khai trén déy la dang su that, viée két hon ciia ching t6i
khong vi pham quy dinh ctia Luat Hon nhan va gia dinh Viét Nam va chiu trach nhi¢m trudc phap
luat vé cam doan cua minh.

DPenghi..ccoii, dang ky.
veiieey, NQAY .o thang nam...............
Xac nhan vé tinh trang hén nhan cua Bér_1 nam Bén nir
co quan 6 thAm quyén (Ky, ghi 0 ho tén) (Ky, ghi 0 ho tén)

Xac nhan nay c6 gia tri trong thoi han 6 thang ké tir ngay xac nhan.
Ngay........thang.......nam........
NGUOI KY GIAY XAC NHAN
(Ky, ghi 16 ho tén, chirc vu va dong diu)
Cha thich:
(1), (2) Truweong hop lam thii tuc déing ky két hon c6 yéu t6 nude ngodi, thi phdi dan dnh ciia hai bén nam, nit
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PANG KY KHAI TU LUU PONG

I. NOI DUNG QUY TRINH

1 Diéu kién thuc hién Tha tuc hanh chinh
Ngudi chét khong ¢ ngudi than thich, ngudi than thich khong song cung dia
ban xa hodc la nguoi gia, yéu, khuyét tat khong di dang ky khai tir duoc.

2 Thanh phan ho so
* Gidy to phai xuat trinh
- Ho chiéu hoic chig minh nhan dan hodc thé cin cudc cong dan hodc cac
glay to khac c6 dan anh va thong tin ca nhan do co quan c6 tham quyen cap,
con gié tri sir dung dé ching minh vé nhan than cua ngudi cé yéu cau ding
ky khai tu;
- Glay to chu:ng minh noi cu tra cudi cung cua ngum chét dé xac dinh thim
quyén (trong giai doan Co s¢ dir liéu quoc gia vé dan cu va Co s¢ dir li€u ho
tich di€n tir toan quoc chua dugce xay dung xong va thuc hién théng nhat trén
toan qudc).
- Truong h0’p khong x&c dinh dugc noi cu tra cu01 cing ctia ngudi chét thi
xuat trinh gidy to ching minh noi nguoi do chét hodc noi phat hién thi thé
cua nguoi chét.
* Giay to phai n¢p
- To khai ding ky khai tir theo mau;
- Glay bdo tir hodc gidy to thay thé Gidy béo tir do co quan co thaim quyén
cap.

3 So lwgng ho so
01 bo

4 Thoi gian xur ly
05 ngay lam viéc

5 Noi tiép nhin va tra két qua

6 L¢ phi
8.000 dong ddi vai truomg hop dang ky qua han va dang ky lai .
Mién 1¢ phi d6i voi tru’ong hgp dang ky khai tir dng han; dang ky cho ngudi
thudc gia dinh c6 cong vdi cach mang; ngudi thudc ho ngheo ngudi khuyét
tat.

7 Quy trinh xit ly cong viéc

TT Trinh ty Trach | Thoi gian | Biéu maw/

nhiém Két qua
B1 |- Cong TP-HT duoc giao nhiém vu| Co6ng Gio hanh
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dang ky khai tor lwu dong co trach
nhiém chuin bi day di mau To khai
dang ky khai tor, gidy to ho tich va
diéu kién can thidt dé thue hién dang
ky Iuu dong tai nha riéng hodc tai dia
diém to chirc ding ky luu dong, bao
dam thuan loi cho nguo1 dan.

chtrc
TP-HT

chinh tur
thr 2 dén
thtr 6 trir
ngay nghi
1€)

B2

- Tai dia diém dang ky khai to lyu
dong, cong chirc TP-HT huéng dan
nguoi yéu cau dién day du thong tin
trong To khai dang ky khai tu, kiém
tra cac gidy t0 lam co so cho viéc
dang ky khai tu; viét Phiéu tiép nhan
h6 so.

Cong
chuac
TP-HT

04 ngay

lam viéc

B3

- Sau khi tiép nhan ho so, cong chic
TP-HT béo cao Chu tich Uy ban nhin
dan cap xa. Truong hOp Chu tich Uy
ban nhan dan dong y giai quyet thi ky
Trich luc khai tir va ghi ndi dung vao
S6 dang ky khai tur.

Chu tich
UBND
thi tran

va Cong

chuc
TP-HT

01 ngay

lam viéc

Gidy khai
tir

B4

- Cong chuc TP-HT dem theo Trich
luc khai tir va S6 dang ky khai tur dé
tra ket qua cho nguoi c6 yéu cau tai
dia diém dang ky luu dong; hudng
dan ngudi yéu cau k1em tra ndi dung
Trich luc khai tir va SO dang ky khai
tir, ky, ghi r0 ho, tén trong S6 diang ky
khai tur; tai muc “Ghi chu” trong S6
dang ky khai tor ghi 16 “Pang ky luu
dong”.

- Truong hop ngum yéu cau khéng
blet chit thi cong chuc TP-HT truc
tiép gh1 To_ khai, sau d6 doc cho
nguoi yéu cau nghe lai noi dung va
huéng dan nguoi do diém chi vao To
khai. Khi tra két qua, cong chic tu
phép - ho tich doc lai ndi dung Trich
lyc khai tir cho ngu’0’1 yéu cau nghe va
hudéng din nguoi d6 diém chi vao S6
dang ky khai tu.

Cong
chuc
TP-HT

Gio hanh
chinh tur
thar 2 dén
tha 6 (tru
ngay nghi
1e)

- S6 theo
doi tra ket
qua;

- Phleu lay
¥ kién danh

gia

Co s¢ phap ly

- Luat HO tich nam 2014;

- Nghi dinh s6 23/2015/ND-CP ngay 15/11/2015 caa Chinh pha quy dinh chi

tiét mot s6 dleu va bién phap thi hanh Luat HJ tich,;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ctia Bo Tu phap quy dinh chi




39

tiét thi hanh mot sd diéu cta Luat HO tich va Nghi dinh,sé 23/2015/ND-CP
ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mot so6 di€u va bién phap
thi hanh Luat Ho tich;

I1. QUY TRINH DICH VU CONG TRUC TUYEN
https://dichvucong.sonla.gov.vn

Budc 1. Tao tai khoan (d6i voi trudng hop chua c6 tai khoan)

- Chon PANG KY vio lam theo huéng din

- Lwu Y: DPé tao duoc tai khoan sb dién thoai phai chinh chu, dé kiém tra
xem s dién thoai c6 chinh chu hay khong, soan tin nhan theo ct phap: TTTB
gui 1414,

Budc 2. Pang nhap hé théng

- Chon DANG NHAP va lam theo huéng dan

Bude 3. Nop ho so truc tuyén

Chon Dich vu cong =—=> Cap huyén —> Huyén Yén Chéau
Thi trin Yén ChAu ——> chon linh vuc H§ tich =—=> Chon mirc 46 Toan
trinh==> chon thu tuc dang ky khai ti=>Chon “N¢p hé so” dién day du
cac thong tin can thiét theo yéu cau, dinh kém cac thanh phan ho so theo yéu cau
chon =—=*Thém méi® ——3&iri ho so

Qua trinh ndp hd so truc tuyén da hoan tt, hd so s& duoc chuyén dén Bo
phan tiép nhan va Tra két qua cta thi trAn Yén Chau dé x4c nhan thong tin.

Pé tra ctru tinh trang hd so dé nghj truy cap lai vao tai khoan
https://dichvucong.sonla.gov.vn béng tai khoan va mat khau cua minh di tao &
bude 1 vao muc “hd so cia toi” dé xem tién do va tinh trang giai quyét va thoi
gian dén nhan két qua (két qua c6 thé duc tré tryc tiép hoic qua dich vu buu
dién)

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY KHAI TU

Kinh gtri: Y

Ho, chit dem, t8N NEUOT YU CAUS .ooooooooooooo oo ceceoeeeeseeee et ceeseesseeeeeeee
INOT U T @ e e oottt et e
GHAY 10 1Y ThAN ®) oot ees e
Quan hé VO NEUOT A8 CHEL: ......oooooooooe oo
Pé nghi co quan ding ky khai tir cho nguoi cé tén dwéi diy:

Ho, chlt @8m, tEN: ....ooveeeeeeeeeeeeeeeee e Gidi tinh:
Ngay, thang, NAM SINN: ..o
DAN LOC: oo (@ ITo SR ATe) AR

Noi cu tra cudi cling; ) e st et

Gidy to tiy than: ) et et


https://dichvucong.sonla.gov.vn/
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Da chét vao 1ac: oo o3 To A phuat, ngay ................ thang ... nam ...
INOT CREL oot
NGUYEN NHAN CREE: ..ot
S6 Gidy bao tir/ Gidy to thay thé Gidy bao ti: @ ... 3 (o O

................................................................................................... cAp ngay .......thang ... ndm .............

To1 cam doan nhiing nd1 dung khai trén day la ding sy that va chiu trach nhiém trudce
phap luat vé cam doan ctiia minh.

Lam t@i: ..o, ,ngay ... thang ... nam ..

Ngudi yéu ciu
(Ky, ghi ro ho, chit dém, tén)

Cha thich:

@ Ghi 3 tén co quan thuc hién dang ky khai tir.

@ Ghi theo dia chi dang ky thuong tri; néu khong c6 noi dang ky thudng tra thi ghi theo dia chi dang
ky tam tra; truong hop khong cé noi dang ky thuong tri va noi dang ky tam tra thi ghi theo noi dang
sinh séng.
®) Ghi thong tin vé gidy to tiy than nhu: ho chiéu, chirmg minh nhan dan hodc gidy to hop 18 thay thé
SVI dy: Chirng minh nhan dan s6 001089123 do Cong an thanh phé Ha Noi c,ép ngay 20/10/2004).

9 Néu ghi theo Gidy béo tw, thi gach cum tir “Gidy to thay Gidy béo tu’”; néu ghi theo sb Gidy t& thay
Gidy bao tir thi ghi rd tén, sb gidy to va gach cum tir “Gidy bao tir”.

PANG KY GIAM HO
I. NOI DUNG QUY TRINH

1 Piéu kién thuc hién Thi tuc hanh chinh

nam 2015: ‘
- Co6 nang luc hanh vi dan su day du.

Ngudi giam ho phai thoéa méan du cac diéu kién tai Diéu 49 B Luat dan sy

- C6 tu cach dao dirc tt va cac didu kién can thiét dé thuc hién quyén, nghia
vu cua ngudi giam ho.

- Khdng phai la nguoi dang bi truy ctru trach nhiém hinh sy hodc ngudi bi
két an nhung chua dugc xo04 an tich vé mot trong cac tdi cd ¥ xAm pham tinh
mang, stc khde, danh du, nhan pham, tai san ctia nguoi khac.

- Khong phai 13 nguoi bi Toa an tuyén bd han ché quyén d6i voi con chua
thanh nién

Thanh phan ho so

* Gidy to phai xuat trinh:

- HO chiéu hodc chimg minh nhan dan hodc thé cin cudc cong dan hogc cac
gidy to khac c6 dan anh va thong tin ca nhan do co quan co tham quyen cép,
con gié tri sir dung dé ching minh vé nhan than cua ngudi cd yéu cau ding
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ky giam ho.

- Gidy to chimg minh noi cu tri dé xac dinh thAm quyén dang ky giam ho
(trong giai doan chuyén tiép).

* Gidy to phai nop

- T khai ding ky gidm ho theo mau.

- Vian ban ctr nguoi giam ho theo quy dinh cta Bo luat dan su ddi v6i truong
hop dang ky giam ho cur.

- Gidy to ching minh diéu kién giam ho duwong nhién theo quy dinh cua Bo
ludt dan su dbi véi truong hop dang ky giam ho duong nhién. Trudng hop co
nhiéu nguoi cung du diéu kién lam giam ho dwong nhién thi ndp thém vin
ban thda thuan vé viéc cir mot ngudi lam giam ho duong nhién.

- Vin ban y quyén theo quy dinh cta phap luét trong trudng hop uy quyén
thyc hién viéc dang ky giam ho. Truong hop nguoi duge uy quyen la Ong,
ba, cha, me, con, vo, chong, anh, chi, em rudt ctia ngudi Uy quyén thi vin
ban uy quyén khong phai ching thuc.

*Luuy:

- Béi véi gidy to nop, xuat trinh:

+ Trudng hop ngudi yéu cau ndp gidy td 1a ban sao dugc cap tir s6 gbc hoic
ban sao dugc ching thyc tir ban chinh thi nguoi tiép nhan ho so khong dugc
yéu cAu xuat trinh ban chinh; néu ngudi yéu ciu chi ndp ban chup va xuét
trinh ban chinh thi ngudi tiép nhan hd so kiém tra, ddi chiéu ban chup véi
ban chinh va ky vao ban chup xac nhan vé viée da dbi chiéu noi dung gidy to
do, khong dugc yéu cau nguoi di ding ky ndp ban sao gidy to do.

+ Pbi v6i gidy to xudt trinh khi dang ky ho tich, nguoi tiép nhin cé trach
nhiém kiém tra, doi chiéu véi thong tin trong to khai, chup lai hodc ghi lai
thong tin dé luu trong hd so va tra lai cho ngudi xuat trinh, khong duge yéu
cau ndp ban sao hodc ban chup gidy to do.

+ Nguodi tiép nhan c6 trach nhiém tiép nhan dung, du hd so ding ky ho tich
theo quy dinh ctia phap lut ho tich, khong duoc yéu cau ngudi ding ky ho
tich nop thém gidy t& ma phap luat ho tich khong quy dinh phai ndp.

S6 lrgng ho so

01 bo

Thoi gian xur ly

03 ngay lam viéc

Noi tiép nhén va tra két qua

- Ngudi ¢o yéu cau diang ky giam ho truc tiép thuc hién hodc ay quyén cho
nguoi khac thyc hién viéc dang ky giam ho;

- Ngudi thye hién viée dang ky gidm ho ¢6 thé tryc tiép ndp ho so tai Uy ban
nhan dan cap xi c6 thAm quyén hodc giri hd so qua hé thong buu chinh hoic
giri ho so theo hé théng ding ky ho tich truc tuyén.
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B0 phan TN&TKQ thi tran

Lé phi

8.000d/ truong hop

Quy trinh xir ly cong viéc

TT

Trinh tu

Trach
nhiém

Tho1 gian

Biéu mau/
Két qua

Bl

Ngu(n c6 yeu cau dang ky glam ho
nop ho so tai Uy ban nhin dan cap xa
¢ tham quyén.

Nguoi co
yéu cau
dang ky

Gi0 hanh
chinh tur
thir 2 dén
thtr 6 trir
ngay nghi
1€)

Nop ho so

B2

Ngudi ti€p nhan c¢g trach nhiém ki€ém
tra ngay toan bo hd so, xac dmh tinh
hop 1€ cua glay to trong hd so do
nguol yéu cau ndp, xuat trinh; 601
chiéu thong tin trong T& khai véi gidy
to trong, hd SO.;

- Néu ho SO day du, hop 1€, nguoi tiép
nhan hd so viét glay tiep nhan trong
do ghi ro ngay, gio tra két qua; néu ho
so chua day du, hoan thi¢n thi huéng
dan nguoi noép hod so bd sung, hoan
thién theo quy dinh; truong hop
khong thé bd sung, hoan thién hd so
ngay thi phai 13p thanh van bdn
hu’ong dan, trong do néu ro loai giay
t0, ndi dung can bd sung, hoan thién,
ky, ghl rd ho, tén clia nguoi tiép nhan

Cong
chuc TP-
HT

Ngay khi

tiép nhan

- S6 theo
doi, tiép
nhan ho 503
- Phiéu t1ep
nhan ho SO;
- phleu hen

B3

Sau khi nhan du ho so, néu thiy yéu
cau dang ky giam ho du diéu kién
theo quy dinh phap luat thi cong chirc
TP-HT béo cao Chu tich Uy ban nhan
dan cap xa. Truong hop Chu tich Uy
ban nhian dan cap xi doéng ¥ giai
quyet thi cong chuc TP-HT ghi vao
S6 dang ky gidm ho, hudéng dan
ngu’m yéu céu dang ky ho tich kiém
tra nd1 dung Trich luc dang ky glam
ho va S6 ding ky gidm ho, cung
nguoi di dang ky giam ho ky vao So.
Chu tich Uy ban nhan dan cap xa cap
Trich lyc dang ky giam ho cho nguoi
yeéu cau

Chu tich
UBND
thi tran,
Cong
chirc TP-
HT

02 ngay
lam viéc

Bao cao
Chu tich
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Tréa két qua:
va vao so;
dia dlem dang ky.

viéc thuc hién cong viéc.

+ T1ep nhan két qua, 1dy s6, dong diu
B4 |+ Tra ket qué cho t6 chirc/ca nhan tai

+ Lay ¥ kién danh gia lién quan ve

Ccong
churc bo
phan

Gid hanh
chinh tir
thir 2 dén

TN&TK | thur 6 (tru

Q

ngay nghi
1€)

- S6 theo
doi tra ket
qua;

- Phleu lay
y kién danh

gia

8 Co so phap ly

thi hanh Luat Ho tich;

- B6 luat Dan su; - Luat HO tich nam 2014;
- Nghi dinh s6 23/2015/NB-CP ngay 15/11/2015 ciia Chinh phii quy dinh chi
tiét mot s6 diéu va bién phéap thi hanh Luat Ho tich;
- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ctia Bd Tu phap quy dinh chi
tiét thi hanh mot s diéu cua Luat Ho tich va Nghi dinh s6 23/2015/ND-CP
ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét mot sé diéu va bién phap

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

TO KHAI PANG KY VIEC GIAM HQ

Kinh guri: et
Ho va tén nguwoi Khai: ..o Gioi tinh ..o
Noi thuong tri/tam tra: e
S6 Gidy CMND/Gidy t& hop 18 thay thé: @ ..o
pé nghi(l) .................................................................................................. dang ky viéc giam ho

giira nhirng nguoi c6 tén dudi day:

Nguwoi giam ho:

HO VA TEN: .o G161 tinh

Ngay, thang, NAM SINN: ..o
(@ ITo e Te)  HAO
NoO1 thuong tri/tam trll: M.

S6 CMND/Giay to

Nguoi duge giam ho:

G (oI TZ: 15 1=1 o AP Gi6i tinh

Ngay, thdng, NEAM SINN: ..o
INOT ST oottt ettt

DAN tOC: ..o (@ Lo e A Te)  HA




Noi thuong tri/tam tri: @ e
Ly do dang Ky Gidm hQ: ..o
To1 cam doan nhiing nd1 dung khai trén day la ding sy that va chiu trach nhiém trudce

phap luat vé cam doan ctia minh.

Lam t@i: ..., ,ngay ... thang ... nam ..
Nguwoi giam hd Nguwoi khai®
(Ky, ghi ro ho tén) (Ky, ghi ro ho tén)

PANG KY CHAM DUT GIAM HOQ
NOI DUNG QUY TRINH

1 Piéu kién thwe hién Thii tuc hanh chinh

2 Thanh phén ho so

* Gidy to phai xuét trinh

- HO chiéu hodc chirmg minh nhan dan hodc thé cin cudc cong dan hodc cac
gidy to khac c¢6 dan anh va thong tin ca nhan do co quan co thAm quyen cp,
con gia tri sir dung dé chirmg minh vé nhdn than cta nguoi co yéu cau dang
ky chim dut giam ho. Trudng hop giri hd so qua hé thong buu chinh thi phai
gri kém theo ban sao ¢6 ching thuc gidy t& phai xuét trinh néu trén.

* Gidy to phai nop

- To khai dang ky chAm dut giam ho theo mAu.

- Gidy to lam can clr cham dut giam ho theo quy dinh cta Bo luat dan su.
-Vin ban ty quyén theo quy dinh cua phap luat trong truong hop uy quyen
thue hién viée dang ky chdm dat giam hé. Truong hop nguoi duge uy quyén
la dng, ba, cha, me, con, vo, chdng, anh, chi, em rudt cia ngudi iy quyén thi
vin ban uy quyén khong phai ching thuc.

*Luuy:

- Péi véi glay to nop, Xudt trlnh

+ Truong hop ngudi yéu cau ndp gidy to 13 ban sao duoc cap tir s6 gbc hodc
ban sao dugc ching thyc tir ban chmh thi ngu:0’1 tiép nhan hd so khéng du:oc
yéu cau xut trinh ban chinh; néu nguoi yéu cau chi ngp ban chup va Xuat
trinh ban chinh thi ngudi tiép nhan hd so kiém tra, d6i chiéu ban chup voi
ban chinh va ky vao ban chup xac nhin vé viéc da d6i chiéu ndi dung gidy tor
d6, khong duoc yéu cau ngudi di dang ky ndp ban sao gidy tor do.
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+ Doi v6i gidy to xuét trinh khi dang ky ho tich, nguoi tiép nhan c6 trach
nhiém kiém tra, d6i chiéu véi thong tin trong to khai, chup lai hodc ghi lai
thong tin dé Iuu trong hd so va tra lai cho ngudi xuét trinh, khong dugc yéu
cau ndp ban sao hodc ban chup gidy to do.

+ Nguoi tiép nhan c¢6 trach nhiém tiép nhan dang, du hd so dang ky ho tich
theo quy dinh ctia phap luat ho tich, khong dugc yéu cau nguoi ding ky ho
tich ndp thém gidy t& ma phap luat ho tich khong quy dinh phai ndp.

3 S6 lwong ho so
01 bo
4 Thoi gian xur ly
02 ngay lam viéc
5 Noi tiép nhin va tra két qua: B phan TN&TKQ thj tran
- Nguoi ¢ yéu cau dang ky cham dat giam h¢ truc tiép thyc hién hodc uy
quyén cho ngudi khac thye hién viée dang ky cham dit giam ho;
- Nguoi thye hién viée dang ky chdm dit giam ho c6 the tryc ti€p ndp ho so
tai Uy ban nhan dan cap xi c¢6 thim quyén hodc giri hd so qua h¢ théng buu
chinh hodc giri ho so theo hé théng dang ky hé tich truc tuyén.
6 L¢ phi
8.000d/ truong hop
7 Quy trinh xir ly cong viéc
TT Trinh tr Trach | Thoigian | Bicu mau/
nhi¢m Két qua
Gio hanh | - S6 theo
Nguoi | chinh tir doi, tiép
- Nguoi c6 yéu cau dang ky cham dut coyeu |tht2dén | nhan ho so:
Bl | giam ho ndp ho so tai Uy ban nhan | = 7. . . Y
dan cép xa c6 thim quyén cau d’ang thir 6 trur - Phiéu tiép
' ky ngay nghi | nhén ho so;
1€) - phi€u hen
- Nguoi tiép nhan c6é trach nhiém
kiém tra ngay toan bo ho so, xac dinh A
Cong
tinh hop 1€ cua gidy to trong ho so do . oA
chuc bd . .2 A
B2 nguoi yéu cdu ndp, xuat trinh; 601 phan Ngay khi | Kiém tra ho
chiéu thong tin trong T khai véi gidy ' tiép nhan SO
; TN&TK
to trong ho so. 0
- Néu hd so day du, hop I¢, nguoi tiép
nhan ho so viét gidy tiép nhan, trong




46

d6 ghi rd ngay, gio tra két qua; néu hd
so chua ddy du, hoan thién thi huéng
dan ngudi ndp hd so bd sung, hoan
thién theo quy dinh; truong hop
khong thé bd sung, hoan thién hd so
ngay thi phai lap thanh van ban
huéng dan, trong d6 néu 5 loai gidy
to, nd1 dung can b sung, hoan thién,
ky, ghi rd ho, tén cua ngudi tiép nhan.

Sau khi nhan du ho so, néu thay yéu
cau diang ky cham dat giam ho du
diéu kién theo quy dinh phap luat thi
cong chiic TP-HT bao cdo Chu tich
Uy ban nhén dan cap xa. Trudng hop

T ~ .. £ .| Cong
CP 4 u,Ch.}.J Y ba;n n?ari dan “aP X4 | chie TP-| 01 ngay Béo céo
B3 | dong y giai quyét thi cong chic TP- HT 14 viec Chil tich
HT ghi vao S6 dang ky cham dut ‘ ‘
giam ho, huéng dan ngudi yéu cau
kiém tra ndi dung Trich lyc dang ky
cham dut giam ho va S6 dang ky
cham dut giam ho, cung ngudi di
dang ky cham dut gidm hd ky vao So.
Chu tich Uy ban nhan dan cap x4 cdp | Chu tich 01 naa 1ul§:15Tr:|C12 ,
B4 |Trich luc ding ky chAm dit giam ho | UBND | - 9y | lucdangky
A A X lam viéc cham dut
cho nguo1i yéu cau.. thi tran r 1A
giam ho
Tra lgét qua: ’ o , Trong gio - 33 theo
+ Tiép nhan két qua, lay so, dong dau | Co6ng | hanh chinh a1 X
VxR LA N doi tra két
va vao so; q chuc bd tur thir 2 ua:
B5 |+ Tra két qua cho t6 chirc/ca nhan tai phéan déntha 6 | Pl?i & ,lé
dia diém ding ky. TN&TK | hang tudn | | kiénlzién}lll
+ Lay y kién danh gia lién quan ve Q (trr ngay Y i4
viéc thuc hién cong viéc. nghi I¢) g

Co s¢ phap ly

- B0 ludt Dan sy;
- Luat Ho tich nam 2014;

- Nghi dinh s 23/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh chi
tiét mot s6 diéu va bién phéap thi hanh Luat Ho tich;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ctia Bo Tu phap quy dinh chi
tiét thi hanh mot s diéu cua Luat Ho tich va Nghi dinh sb 23/2015/ND-CP




(QP sb: 01/2006/QD-BTP) STP
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thi hanh Luat Ho tich;

ngdy 15/11/2015 cta Chinh phu quy dinh chi tiét mot sb diéu va bién phap

CONG HOA XA HOI CHU NGHIA VIET NAM Mau STP/HT-2006-GH.4

Doc 1ap - Tu do - Hanh phuc

TO KHAI PANG KY CHAM DUT VIEC GIAM HQ
KINN @ULL o

Ho va tén nguoi

Nguoi giam ho:

ONG BA

Ho va tén

Ngay, thang, nam sinh

Dan toc

Quéc tich

Noi thuong tri/tam tra

S6 Gidy CMND/HO chiéu

Nguwoi dwge giam ho:
|5 (0T T8 (<1 s ST Gi61
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Theo Quyét dinh cong nhan viéc giam ho

ho:

T61 cam doan 101 khai trén day 1a dang sy that va chiu trach nhi¢m trudc phap luat vé
cam doan cua minh.

THAY DPOI, CAI CHINH, BO SUNG THONG TIN
HO TICH
NOI DUNG QUY TRINH

Picu kién thwc hién Thii tuc hanh chinh

9 tuoi tro 1€n thi con phai c6 sy dong y cia nguoi do.

hop 1& nham hop thirc hoa théng tin trén ho so, gidy to ca nhan khac.

tich hién hanh.

ctia Luat Qudc tich Viét Nam.

+ Vi¢c thay d6i ho, chit dém, tén cho nguoi dudi 18 tudi phai c6 su déng v
cua cha, me ngudi dé va dugc thé hién rd trong To khai; doi v&i nguoi tur du

+ Viéc cai chinh ho tich chi dugc giai quyét sau khi c6 du cin ctr dé xac dinh
c6 sai sot do 101 ctia cong chuc lam cong tac h tich hodc cua nguoi yéu cau
dang ky ho tich; khong cai chinh ndi dung trén giay to ho tich da dugc cap

+ Gidy to ho tich quy dinh da cap cho ca nhan theo quy dinh cua phap luat vé
h¢ tich trude ngay 01/01/2016 (ngay Luat HO tich co hiu lyc) co gia tri su
dung ma khong phai bd sung thong tin ho tich con thi€u so vdi bi€u mau hd

+ Gidy to ho tich dugc cap hop 1¢ ké tur ngay 01/01/2016 ma thong tin ho
tich con thleu thi duoc bd sung, néu co gidy to, tai liéu do co quan, t6 churc
c6 thAm quyén cdp hop 1& chimg minh. Yéu cu ghi bd sung qudc tich Viét
Nam chi thuc hién dbi véi gidy to ho tich dugc cip ké tir ngay 01/01/2016,
sau khi d4 xac dinh nguoi yéu cau dang c6 qudc tich Viét Nam theo quy dinh
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Thanh phan hd so

* Gidy to phai xuit trinh

- HO chiéu hodc chimg minh nhan dan hodc thé cin cudc cong dan hogc cac
glay to khac c6 dan anh va thong tin ca nhan do co quan co tham quyen cép,
con gia tri sir dung dé ching minh vé nhan thin ctia nguoi cd yéu cau ding
ky thay d6i, cai chinh, bo sung thong tin ho tich.

- Gidy to chirng minh noi cu tra dé xac dinh thim quyén dang ky thay d6i,
cai chinh, bd sung thong tin ho tich (trong giai doan chuyén tiép). Trudng
hop giri ho so qua hé thong buu chinh thi phai guiri kém theo ban sao c6
chimg thuc cac gidy to phai Xuat trinh néu trén.

* Gidy to phai nop

- To khai dang ky thay dbi, cai chinh, bd sung thong tin ho tich, xac dinh lai
dan toc theo mau.

- Giéy to 1am céan cu thay ddi, cai chinh, bod sung thong tin hd tich.

- Vin ban uy quyén theo quy dinh cta phap luét trong trudng hop Gy quyén
thyc hién viéc dang ky thay d6i, cai chinh, bd sung thong tin ho tich. Truong
hop ngudi duoc uy quyén la 6ng, ba, cha, me, con, vo, chong, anh, chi, em
rudt ctia ngudi Gy quyén thi van ban Gy quyén khong phai ching thue.
*Luuy:

- béi véi gidy to ndp, xuat trinh:

+ Trudng hop ngudi yéu cau ndp gidy td 1a ban sao duogc cap tir s6 goc hodc
ban sao dugc ching thyc tir ban chinh thi nguoi tiép nhan ho so khong duoc
yéu cAu xuat trinh ban chinh; néu ngudi yéu cu chi nép ban chup va xuét
trinh ban chinh thi ngudi tiép nhan hd so kiém tra, doi chiéu ban chup véi
ban chinh va ky vao ban chup xac nhan vé viée di dbi chiéu noi dung gidy to
do, khong duge yéu cau nguoi di ding ky ndp ban sao gidy to do.

+ Pbi v6i gidy to xudt trinh khi dang ky ho tich, nguoi tiép nhin cé trach
nhiém kiém tra, d6i chiéu véi thong tin trong to khai, chup lai hodc ghi lai
thong tin dé luu trong hd so va tra lai cho ngudi xuét trinh, khong duoc yéu
cau ndp ban sao hodc ban chup gidy t& do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan ding, du hod so dang ky ho tich
theo quy dinh ctia phap luat ho tich, khong duoc yéu ciu ngudi ding ky ho
tich ndp thém gidy to ma phap luat ho tich khong quy dinh phai nop.

S6 lrgng ho so

01 bo

Thoi gian xur ly

- 03 ngay lam viéc doi v6i yéu cau thay doi, cai chinh h¢ tich; truong hop
phai xac minh thi thoi han giai quyét khong qua 06 ngay lam viéc.

- Ngay trong ngay lam viéc dbi v4i yéu cau bd sung thong tin h tich, truong
hop nhan hd so sau 15 gio ma khong giai quyét duge ngay thi tra két qua
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trong ngay lam viéc tiép theo.

3) Noi tiép nhin va tra két qua
B) phin TN&TKQ thi tréan
- Nguoi ¢6 yéu cau dang ky thay d6i, cai chinh, bd sung thong tin ho tich
truc tiép thuc hién hodc Gy quyén cho nguoi khac thuc hién; 7
- Nguoi thue hién viéc dang ky thay d01 cai chinh, bd sung ho tich co the
truc tiép nop hé so tai Uy ban nhin dan cap xa ¢6 thim quyén hodc gui hd so
qua hé thong buu chinh hodc giri qua hé thong dang ky ho tich truc tuyén.
6 L¢ phi
15.000 dong.
7 Quy trinh xir ly cong viéc
TT Trinh tr Trach | Thoigian | Biéu maw/
nhiém Két qua
cong | Giobanh | - S6 theo
Ngubi co yéu cau thay doi, cai chinh, churc bo t;?;gh d%; nlil(ill’ht(i)es o
Bl | b6 sung thong tin ho tich ndp ho so | phén thit 6 (trir | - Phiéu tié ’
tai UBND thj trén c6 thim quyén. TN&TK | T B Ul = Paieu tep
0 ngay nghi | nhan ho so;
1€) - phi€u hen
- Ngudi tiep nhan ¢ _trach nhiém
kiém tra ngay toan bo hd so, xéac dinh
tinh hop 1€ cua glay to trong ho so do
nguoi yéu cau ndp, xuat trinh; 601
chiéu thong tin trong To khai voi gidy
to trong, hd SO,
- Néu ho SO day du, hop 1€, nguoi tiép Cong
nhan ho so viét glay tiep nhan trong | . we Tur Ngay khi | Kiém tra hd
B2 | d6 ghird ngay, gio tra két qua; néu ho ha 20 ha
so chua day du, hoan thién thi huong | P"aP - | ticp nhan S0
dan ngudi nop hd so bd sung, hoan | HO tich
thién theo quy dinh; truong hop
khong thé bd sung, hoan thién ho so
ngay thi phai 14p thanh van ban
hu’ong dan, trong do néu ro loai giay
t0, ndi dung can bd sung, hoan thién,
ky, gh1 rd ho, tén ctia ngudi tiép nhan.
- Sau khi nhan du glay to theo quy | Céng . o
B3 dinh, neu thay viéc thay doi, cai chitc TP- 02 ngay | Bao cao
chinh, bd sung thong tin hd tich 1a co HT lam viéc | Chu tich

co s¢, phu hop véi quy dinh cua phap
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luat dan su va phap luat co lién quan,
cong chuc TP-HT b4o cdo Chu tich
UBND cap Xa. Truong h0’p Chu tich
UBND cép xa dong y g1a1 quyét thi
ky Trich lyc ho tich tuong tng (Trlch
luc thay ddi ho tich/Trich luc cai
chinh h¢ tich/Trich luc bo sung thong
tin ho tich) cap cho ngu’(n yéu cau;
cong chuc TP-HT ghi nd1 dung thay
d6i, cai chinh, bd sung thong tin ho
tlch Vao, S6 dang ky thay doi, cai
chinh, b sung théng tin hd thh Xac
dinh 1a1 dan toc; huéng dan nguoi yéu
cau klem tra nd1 dung glay to ho tich
va So ho tich, cung nguoi yéu cau ky
vao SO. Tru:0'ng hop thay doi, cai
chinh, bo sung thong tin ho thh lién
quan den Gidy khai sinh, Gidy ching
nhan két hén thi cong chiic’ TP-HT
gh1 no1 dung thay d61, cai chinh ho
tich vao Giay khai smh Gidy chung
nhan két hon; bd sung thong tin ho
tich vao muc tuong tng va dong dau
vao nodi dung bo sung. Truong hop
dang ky thay d6i, cai chinh ho tich
khong phai tai noi dang ky ho tich
truoc day th1 UBND cap xa phal
thong bao bang vin ban kém theo ban
sao trich luc ho tich dén UBND noi
dang ky ho tich trude day dé ghi vao
S6 ho tich. Truong hop noi dang ky
ho tich trude day la Co quan dai dién
thi UBND cdp x3 phai thong béo
bang van ban kém theo ban sao trich
luc ho tich dén BO6 Ngoai giao dé
chuyen dén Co quan dai dién ghi vao
S6 ho tich

. .y Ch tich | Ky Trich
B4 CAhu tich UBND thi tran ky trich lyc UBND 01 ngay | luc dangky
ho tich thi tr4 lam viéc cham dut
Hran giam ho
Tra két qua: Co Gi0 hanh - S6 theo
+aT1zg Isl(l)lan két qua, lay s6, dong déu cht?cngé chinh tir ddi tra két
va v , oy 2K , .
B5 | +Tra ket qua cho td chirc/ca nhan tai phan thL,r 2 den q.lia’ £
dia diém dzng ky. TNETK | U6 | - Phicu lay
+ Lay ¥ kién danh gid lién quan ve Q ngay nghi |y kién ,danh
viéc thyc hién cong viéce. 1€) gla
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8 Co so phap ly

- B0 luat Dan su;

- Luat HO tich nam 2014;

- Nghi dinh s 23/2015/ND-CP ngay 15/11/2015 cta Chinh phi quy dinh chi
tiét mot s6 diéu va bién phap thi hanh Luat Ho tich; 146

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ctua Bo Tu phép quy dinh chi
tiét thi hanh mot s diéu cta Luat Ho tich va Nghi dinh sé 23/2015/ND-CP
ngay 15/11/2015 cta Chinh phu quy dinh chi tiét mot sé diéu va bién phap
thi hanh Luat Ho tich;

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phic

TO KHAI PANG KY VIEC THAY POI, CAI CHINH,
BO SUNG HOQ TICH, XAC PINH LAI DAN TQC

Ho, chilt d8m, t8N NEWOT YU CAUL ....o..ooovvoooeeoeeoeeeeeeeeeeeeee oo
INOT CU LT @)oottt
GIAY 1O Y ThANT ®) e
Quan hé voi nguoi dé nghi dugc thay ddi, cai chinh, x4c dinh lai dan toc, bd sung ho tich: ...................
Pé nghi co quan ding Ky viéc e e e et

cho nguoi c6 tén duwdi day

GIAY 1O Y ThANT ®) et
INOT CU T @) et

T6i cam doan nhitng noi dung khai trén day 1a dung su that va chiu trach nhiém trudc phéap luat vé

cam doan cia minh.
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Lam t@i: ..o, , ngay ........ thang ......... nAM ..o

Nguoi yéu cau
(Ky, ghi ro ho, chir dém, tén)

Y kién cta nguoi dugc thay ddi ho, tén (néu Y kién cua cha va me (néu thay doi ho, chit
ngudi d6 tr du 9 tudi tré 1én); xac dinh lai dan dém, tén cho nguoi dudi 18 tudi)

toc (néu

nguoi dO tir di 15 tudi dén dudi 18 tuST) e

Chu thich:

1. Ghi 6

tén co quan dang ky viéc thay ddi, cai chinh, bd sung hd tich, xac dinh lai dan tdc, xac dinh

lai gidi tinh trong Gidy khai sinh.

2. Ghi theo dia chi dang ky thuong tra; néu khong c6 noi dang ky thuong tra thi ghi theo dia chi dang
ky tam tra; truong hop khong cé noi dang ky thuong tréi va noi dang ky tam tra thi ghi theo noi dang
sinh séng.

3. Ghi thong tin vé gidy to tuy than nhu: ho chiéu, ching minh nhin dan hodc gidy to hop 16 thay thé
(vi du: Chirng minh nhan dan s6 001089123 do Céng an thanh phd Ha Noi cap ngay 20/10/2004).

4. Ghi rd
5. Ghird

loai viéc thuc hién (vi du: thay ddi Ho). ,
loai viéc ho tich da dang ky trudc day. Vi du: khai sinh ngay 05 thang 01 nam 2015 tai s6 10

quyén s6 01/2015 caa UBND xd Ha Héi, huyén Thuong Tin, thanh phd Ha Noi.

6. Ghi 16 ndi dung thay dbi, cai chinh, x4c dinh lai dan toc vi du: tir Nguyén Van Nam thanh Vii Van Nam;
Truong hop bd sung ho tich thi ghi rd noi dung d& nghi bd sung. Vi du: bd sung phan ghi vé qué quan
trong Gidy khai sinh nhu sau: Nghé An.

CAP GIAY XAC NHAN TINH TRANG HON NHAN

NOI DUNG QUY TRINH

Piéu kién thwc hién Thii tuc hanh chinh

Truong hop yéu cau xac nhan tinh trang hén nhan nhim muyc dich két hon thi
nguoi yéu cau phai dap ang du diéu kién ket hoén:

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

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

- Khong bi mat nang luc hanh vi dan su; - Viéc két hon khong thudc mdot
trong céac trudng hop cdm két hon, gom:

+ Két hon gia tao, ly hon gia tao;

+ T4ao hon, cudng ép két hon, lira dbi két hon, can trd két hon;

+ Nguoi dang o vo, co chong ma két hon véi nguoi khac hodc chua co vo,
chua c6 chong ma két hon véi ngudi dang co chong, co vo;

+ Két hon giita nhitng ngudi ciing dong mau vé tryc hé; giita nhitng ngudi cd
ho trong pham vi ba do1; gitra cha, me nu6i voi con nudi; gitta nguoi da timg
13 cha, me nudi v&i con nudi, cha chong véi con ddu, me vo v6i con ré, cha
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duong vdi con ri€ng cua vg, me ké v&i con riéng cla chéng.

- Nha nudce khong thira nhan hon nhan gitra nhitng nguoi cung gidi tinh.
Trudng hop yéu ciu cip Gidy xac nhan tinh trang hon nhan dé sir dung vao
muc dich khac, khong phai dé dang ky két hon, thi ngudi yéu ciu khong phai
dap tmg diéu kién két hon.

Thanh phan hé so

* Gidy to phai xuit trinh

- HO chiéu hodc ching minh nhan dan hodc thé cin cudc cong dan hodc cac
gidy to khac ¢ dan anh va thong tin ca nhan do co quan co tham quyen cap,
con gia tri sit dung dé chiing minh vé nhan than cua ngudi c6 yéu cu cap
Gidy xac nhan tinh trang hon nhan.

- Gidy to chimg minh noi cu tri ctia ngudi yéu cau cap Gidy xac nhan tinh
trang hon nhan dé xac dinh thAm quyén (trong giai doan chuyén tiép).
Truong hop giri hd so qua hé thong buu chinh thi phai giri kém theo ban sao
c6 ching thuc cac gidy to phai xuét trinh néu trén.

* Gidy to phai ngp

- To khai cap Gidy xac nhan tinh trang hon nhan theo mau;

- Truong hop nguoi yéu cau cap Gidy xac nhan tinh trang hon nhan da c6 vo
hoic chong nhung d3 ly hon hodc ngudi vo/chdng di chét thi phai xuét trinh
(ban chinh) hodc ndp ban sao gidy to hop 16 dé chirg minh;

- Cong dan Viét Nam da ly hon, huy viée két hon & nude ngoai thi phai ndp
ban sao Trich luc ghi cha ly hon.

- Truong hop ca nhan yéu cau cap lai Gidy xac nhan tinh trang hon nhan dé
st dung vao muc dich khac hoac do Giéy xac nhan tinh trang hon nhan da
hét thoi han st dung theo quy dinh thi phai nop lai Gidy x4c nhén tinh trang
hén nhan di duge cap trude do.

- Vin ban uy quyén theo quy dinh ctia phap luat trong truomg hop uy quyén
thuc hién viéc dang ky thay d6i, cai chinh, bd sung ho tich. Truong hop
nguoi duge uy quyén la 6ng, ba, cha, me, con, vo, chdng, anh, chi, em rudt
clia nguoi Gy quyén thi van ban iy quyén khong phai chimg thyec.

*Luuy:

- D6i v6i gidy to ndp, xuat trinh:

+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao dugc cép tir sO gdc hodc
ban sao dugc ching thyc tur ban chmh thi nguoi tiép nhan ho so khong duoc
yéu cu xuit trinh ban chinh; néu nguoi yéu cau chi nop ban chyp va Xudt
trinh ban chinh thi ngudi tiép nhan ho Y kiém tra, ddi chiéu ban chup voi
ban chinh va ky vao ban chup x4c nhan vé viéc di d6i chleu ndi dung giay to
do, khong dugc yéu cau ngudi di ding ky ndp ban sao gidy to do.

+ Pbi voi gidy to xuat trinh khi dang ky ho tich, ngudi tiép nhan ¢ trach
nhiém kiém tra, d6i chiéu v&i thong tin trong td khai, chyp lai hodc ghi lai
thong tin dé luu trong hd so va tra lai cho nguoi xuét trinh, khéng duoc yéu
cau ndp ban sao hodc ban chup gidy t& do.
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+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, du hd so dang ky ho tich
theo quy dinh ctia phap luat ho tich, khong dugc yéu cau ngudi ding ky ho
tich ndp thém gidy td ma phéap luat h¢ tich khong quy dinh phai ndp.

- Truong hop cho phep nguoi yéu cau dang ky ho tich 1ap vin ban cam doan
v€ ndi dung yeu cau dang ky ho tich thi co quan dang ky ho tich phai giai
thich rd cho ngudi 14p van ban cam doan vé trach nhiém, hé qua phap 1y cta
viéc cam doan khong dung su that.

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 sd xac dinh ndi dung cam
doan khong dung su that.

3 S6 hrgng ho so
01 bo
4 Thoi gian xur ly
03 ngay lam viéc; trudng hop phai xac minh thi thoi han giai quyét khong
qua 23 ngay
5 Noi tiép nhan va tra két qua
Bo phan TN&TKQ thi trin
6 L¢ phi
15.000 dong.
7 Quy trinh xir ly cong viéc
TT Trinh ty Trach | Thoi | Biéu
nhiém gian mauv/
Két qua
Gio - S theo
.. |hanh | dai, tiép
o , };\(Ijguglj chinh nhéan hod
Nguoi c6 yéu cau cap Gidy xac nhan tinh cﬁu{:él tur thr 2 | so;
Bl | trang hon nhan ndp hd so tai UBND cap xa Gid P | 4n thtr | - Phiéu
c6 tham quyén. a1 tiép nhan
XacC \ A
n (trr ho so;
nhan \ L
ngay |- phiéu
nghi I1€) | hen
- Nguoi tiép nhan co trach nhiém kiém tra Ngay
B2 | ngay toan bd ho so, doi chiéu thong tin trong khi tiép
To khai va tinh hop 1€ cua giay to trong ho so | COng nhan
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do ngudi yéu cau ndp, xuat trinh.

- Néu ho so day du, hop 1€, nguoi tiép nhan
hé so viét gidy tiép nhan, trong do ghi 16
ngdy, gio tra két qua; néu hd so chua day du,
hoan thién thi huéng dan ngay dé ngudi ndp
hd so bd sung, hoan thién theo quy dinh;
truomg hop khong thé bd sung, hoan thién hd
so ngay thi ngudi tiép nhan phai lap van ban
hudng dan ‘trong d6 néu rd loai gidy t0, ndi
dung can bd sung, hoan thién, ky, ghi ro ho,
tén cua nguoi tiép nhan

churc bo
phan
TN&TK

B3

- Sau khi nhan du hé so hop 1¢, cong chirc
TP-HT kiém tra, xac minh tinh trang hon
nhan cta nguoi co yéu cau.

- Truong hop ngudi yéu ciu xac nhan tinh
trang hon nhan da tung dang ky thuong tra
tai nhiéu noi khac nhau thi nguoi dé cé trach
nhi¢m ching minh vé tinh trang hon nhan
cua minh.

Truong hop ngudi yéu cau khong ching
minh duogc thi cong chiec TP-HT bdo cdo Chu
tich UBND cAp xd ¢6 vin ban dé nghi UBND
cap xa noi nguoi do da tung dang ky thuong
trt tién hanh kiém tra, xAc minh vé tinh trang
h6n nhén cta nguoi do. Sau khi ngay nhén
dugc van ban dé nghi, UBND cap xa duoc
yéu cau, tién hanh kiém tra, xac minh va tra
101 bang vin ban vé tinh trang hén nhan trong
thot gian thuong tra tai dia phuong cua nguoi
co yéu cau. Néu két qua kiém tra, xac minh
cho thay ngudi yéu ciu cé du diéu kién, viéc
cap Gidy xac nhan tinh trang hon nhan 1 phu
hop quy dinh phap luét hodc sau thoi han 20
ngay ké tir ngdy giri van ban yéu cau xic
minh ma khong nhan dugc van ban tra 101 thi
cho phép nguoi yéu cau cip Gidy xac nhan
tinh trang hon nhan c¢é vin ban cam doan vé
tinh trang hon nhan cua minh, cong chic TP-
HT trinh Chu tich UBND ky cap 01 ban Gidy
xac nhan tinh trang hon nhan dé sir dung vao
muc dich két hon cho nguoi yéu cau.

- Trudng hop ngudi yéu cau cap lai Gidy xéac
nhan tinh trang hon nhan dé két hon ma

Cong
chuc
TP-HT,
Chu
tich
UBND
thi trin

03 ngay
lam
viéc

Truong

phal
Xac
minh
thi
khong
qua 23
ngay
lam
viéc

Gidy xac
nhan tinh
trang

hon nhan
Hoac
van ban
tra 101
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khong nop lai duogc Giéy xac nhan tinh trang
hon nhan d3 dugc cip trudc day, thi nguoi
yéu cau phai trinh bay o 1y do khong nop lai
duoc Giéy xac nhan tinh trang hon nhan.
Trong thoi han 03 ngay lam viéc ké tir ngay
tiép nhan ho so, co quan ding ky ho tich c6
vin ban trao ddi véi noi du dinh dang ky két
hén trude day dé xac minh.

Truong hop khong xdc minh dugc hodc
khong nhan duogc két qua xac minh thi co
quan ding ky ho tich cho phép ngudi yéu cau
lap van ban cam doan vé tinh trang hon nhan.
- Trudng hop yéu cau cap Gidy xac nhan tinh
trang hon nhan dé su dung vao muc dich
khac, khong phai dé dang ky két hon thi
trong Gidy xac nhan tinh trang hon nhan phai
ghi rd muc dich sir dung, s6 luong Gidy xac
nhan tinh trang hén nhan duoc cap theo yéu
cau.

- Truong hop yéu cau cap Gidy x4c nhdn tinh
trang hon nhan dé két hén v6i nguoi cung
gidi tinh hodc két hon voi ngudi nude ngoai
tai Co quan dai dién nudc ngoai tai Viét Nam
thi co quan dang ky ho tich tu chdi giai

quyét.

Tra lgét qua: o , hGE‘ilr(ljh - S6 theo

+ Tiep nhan ket qua, lay so, dong dau va vao | Cong chinh doi tra

sO; ’ q churc bo &t thit 2 két ql}é;
B4 |+ Tra két qua cho to chirc/ca nhan tai dia phan % .| - Phiéu

FYNP. , dén thtr |«

diém dang ky. ‘ TN&TK 6 (trir lay y

+ Lay y ki€n danh gia lién quan ve viéc thuc Q ngay kién

hién cong viéc. nghi 18) danh giad

Co s¢ phap ly

- Luat Hon nhén va gia dinh nam 2014;

- Luat Ho tich nam 2014;

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

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

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI CAP GIAY XAC NHAN TiNH TRANG HON NHAN

KINh @ULL oo
Ho va tén n@uwoi KNaiz ...
DAN TOC: oottt Quéc HICH: i,
NOT thUONG TIU/EAM TTTL oottt
Quan hé véi ngudi duoc cap Gidy xac nhan tinh trang hon nhan: ..............ccccooooovvvvvecceeooseeeeeeccceie.

Pé nghi cip Gidy xac nhin tinh trang hon nhan cho ngudi c6 tén duéi day:

HO VA TGN oottt sttt s e Gid1 tinh: ..o
Ngay, thAng, NAM SINN: ..ottt
INOT SINN bbb
| D F: 5§ T8 €6 U Quéc TICH: o
S6 Gidy CMND/HO chiéu/Gidy to hop 18 thay thé: ........coooovvveeeeoeecoeeeeeeeccee e

Noi thuong tra/tam tra®

IS TR 1 Ted 1113 Lo OO
Trong thOT ZIAN CU tTT TA1 ....viiiiccccee ettt e s
................................... tlr ngay.........thang.........nam ............, dén ngay ........thang ........nam"* ............

Tinh trang hon nhan®

Muc dich cta viéc yéu cau cép Giéy xac nhan tinh trang hon NhAN®: e
Td1 cam doan nhitng nd1 dung khai trén day la dung sy that va chiu trach nhiém trudc phap

luat vé 161 khai caa minh.

Lam (@i, NQay ... thang ......... AN v,

Ngwoi khai
(Ky, ghi r6 ho va tén)
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PANG KY LAI KHAI SINH
NOI DUNG QUY TRINH

Diéu kién thuc hién Tha tuc hanh chinh

- Viéc khai sinh di dugc ding ky tai co quan c6 tham quyén cua Viét Nam
trude ngay 01/01/2016 nhung S6 dang ky khai sinh va ban chinh Gidy khai
sinh déu bi mat.

- Nguoi co yéu cdu con song tai thoi diém yéu cau ding ky lai.

Thanh phan ho so

* Gidy to phai xuat trinh

- HO chiéu hodc chirmg minh nhan dan hodc thé cin cudc cong dén hodc cac
gidy to khac ¢ dan anh va thong tin ca nhan do co quan co tham quyen cp,
con gié tri sit dung dé ching minh vé nhan than cua nguoi cé yéu cau dang
ky lai khai sinh.

- Gidy to ching minh noi cu tra dé xac dinh thim quyén dang ky lai khai
sinh (trong giai doan chuyén tiép). Truong hop giri hd so qua hé thdng buu
chinh thi phai gui kém theo ban sao c6 ching thuc cac gidy to phai xuét trinh
néu trén.

* Gidy to phai nop

- T khai ding ky lai khai sinh theo mau, trong d6 c6 cam doan cta ngudi
yéu cau vé viéc di ndp du cac gidy to hién co.

- Ban sao toan bo ho so, gidy to cta ngudi yéu cau hodc hd so, gidy to, tai
lidu khac trong d6 c6 thong tin lién quan dén ndi dung khai sinh, gdbm:

+ Ban sao Gidy khai sinh do co quan c6 tham quyén ctia Viét Nam cip hop
I¢ (ban sao dugc chimg thuc tur ban chinh, ban sao dugc cép tir SO dang ky
khai sinh); Ban chinh hodc ban sao glay td ¢6 gia tri thay thé Glay khai sinh
dugc cap trudc nam 1945 ¢ mién Béc va trudc nam 1975 & mi€n Nam.

+ Truong hop nguoi yéu cau khong co glay to' néu trén thi phai nop ban sao
gidy to do co quan, t6 chiic c6 tham quyén cta Viét Nam cap hop 1€ nhur
Glay ching minh nhén dén, The can cude cong dan hoac HO chiéu; S6 ho
khau, SO tam tra, gidy to chimg minh vé noi cu tr;; Bang tot nghiép, Glay
ching nhén, Ching chi, Hoc ba, hé so hoc tap do co quan c6 tham quyén cip
hodc xac nhan; giay to khac co thong tin vé ho, chir dém, ten, ngay, thang,
ndm sinh ctiia cd nhan. Nguoi yéu cau dang ky khai sinh c6 trach nhi¢ém ndp
day du ban sao cac gidy to néu trén (néu cd) va phai cam doan da ndp du cac
giéy to0 minh cé; chiu trach nhiém, hé qua cua viéc cam doan khong dung su
that.

- Trudng hop nguoi yéu cau dang ky lai khai sinh 13 can bo, cong chirc, vién
chuc, nguoi dang cong tac trong luc lugng vii trang thi phai c6 van ban xac
nhan

ctia Thi trudng co quan, don vi vé viéc nhitng ndi dung khai sinh ctia nguoi
do gém ho, chit dém, tén; gidi tinh; ngay, thdng, ndam sinh; dan tdc; quéc
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tich; qué quan; quan hé cha - con, me - con phd hop v&i hd so do co quan,
don vi dang quan ly.

- Van ban uy quyén theo quy dinh cta phéap luat trong truong hop uy quyen
thyc hién viéc dang ky lai khai sinh. Truong hop nguoi duge uy quyén la
ong, ba, cha, me, con, vo, chdng, anh, chi, em rudt ciia ngudi uy quyén thi
vin ban ty quyén khong phai ching thuc.

3 S0 lwgng ho so
01 bo
4 Thoi gian xur ly
05 ngay lam viéc; truong hop phai xac minh thi thoi han gidi quyét khong
guéa 25 ngay.
5 Noi tiép nhin va tra két qua
B6 phan TN&TKQ thi trin
- Nguo1i ¢6 yéu cau dang ky lai khai sinh truc ti€p thuc hién hoac uy quyén
cho nguoi khac thuc hién viéc dang ky lai khaj sinh; , ‘ 7
- Nguoti thyc hién dang ky lai khai sinh co6 thé tryc ti€p ndp ho so tai Uy ban
nhan dan cp xi c6 thAm quyén hoic gui hé so qua hé théng buu chinh hoic
guri hd so theo hé théng dang ky truc tuyén.
6 Lé phi
- 8.000 dong.
- Mién 1¢ phi cho nguoi thudc gia dinh c6 cong véi cach mang; ngudi thude
ho ngheo ngudi khuyét tat
7 Quy trinh xit ly cong viéc
TT Trinh ty Trach | Thoigian | Bi€u mau/
nhiém Két qua
A Trong gio | g4 theo
. Cong | hanh chinh doi, tié
Nguoi c6 yéu cau dang ky lai khai | chitc by | tur thir 2 nhén hd lsjo
Bl |sinh ndp ho so tai UBND cap xa c6| phan dén thtr 6
2 A \ A - Phiéu tlep
tham quyén. TN&TK | hang tuan
O nhan ho S0;
Q (tre ngay | hiéu hen
nghi 1¢) p
Nguoi tiép nhan c6 trach nhiém ki€ém
tra ngay toan bg hd so, doi chiéu Cong ) .
thong tin trong To khai va tinh hop 1¢ | chuc Tu | Ngay khi | Kiém tra ho
B2 . 2 N
cua g1ay to' trong hd so do nguoi yéu | phép - tiép nhan SO
cau nop, xuat trinh. Ho tich
- Néu ho so day du, hop 18, nguoi tiép
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nhan hd so viét glay tiép nhan, trong
do ghi r0 ngay, gio tra két qua; néu ho
so chua day du, hoan thi¢n thi hudng
dan ngudi ndp hd so bd sung, hoan
thién theo quy dinh; truong hop
khong thé bd sung, hoan thién ho so
ngay thi phai 13p thanh van bdn
hudng dan, trong do néu ro loai gidy
t0, n01 dung can bo sung, hoan thi€n,
ky, ghi rd ho, tén cia nguoi tiép nhan.

B3

- Sau khi tiép nhan ho so, cong chuc
TP-HT kiém tra, xac minh hd so.
Truong hop viée dang ky lai khai sinh
duoc thyc hién tai UBND cdp xd
khong phai noi dang ky khai sinh
trude day thi cong chuc TP-HT bao
cao Chu tich UBND cap xa noi dang
ky khai sinh truoc day kiém tra, xac
minh vé vi¢c luu gllI sO ho tich. Sau
khi nhan dugc vian ban dé nghi,
UBND noi da dang ky khai sinh truéce
day tién hanh kiém tra, xdc minh va
tra 101 bang van ban vé viéc con luu
gilt hodc khong Iuu gitt dugc s6 hd
tich.

TrU:O’ng hop gidy to cua nguoi yeu
cau dang ky lai khai sinh khong co
thong tin chung minh quan h¢ cha,
me, con thi co quan dang ky ho tlch
cO van ban de nghl co quan cong an
c6 tham quyén xac minh.

Truong hop co quan cong an tra 101
khong co thong tin thi co quan dang
ky ho tich cho nguoi yéu cau dang ky
lai khai sinh 1ap van ban cam doan vé
thong tin cua cha, me va xac dinh ndi
dung khai sinh theo van ban cam
doan. )

Sau khi nhan duoc két qua xac minh
v€ viéc khong con luu gilt dugce s6 ho
tich tai noi da dang ky khai sinh hodc
sau thoi han 20 ngay ké tir ngay guri
van ban yéu cau xac minh ma khong
nhan dugc vin ban tra 101, néu thay
viéc dang ky lai khai sinh chinh Xac,
dung quy dinh phap luat, cong chuc
TP-HT bdo cao Chu thh UBND cap
x3. Trudng hop Chu tich UBND ddng

Cong
chuc TP-
HT,
Chu tich
UBND
thi tran

Gidy diang
ky khai
sinh
Hoac van
ban tra 101
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v g1a1 quyét thi cong chirc TP-HT ghi
noi dung khai sinh_vao S6 dang ky
kha1 sinh, huong dan nguoi yéu cau
klem tra ndi dung Gidy khai sinh va
S6 ding ky khai sinh, cung nguoi di
dang ky lai khai sinh ky vao So6. Chu
tich UBND ky cap Gidy khai sinh cho
nguoi cd yéu cau.

*Luuy

.- D61 voi gidy to nop, xuat trinh:

+ Truong hop ngudi yéu cau nop gidy
to 1a ban sao dugc cap tur s6 goc hodc
ban sao dugc chung thuc tir ban chinh
thi nguoi tlep nhan ho so khong dugce
yéu cau xuat trinh ban chinh; néu
nguol yéu cau chi ndp ban chup va
xuat trinh ban chinh thi nguoi tiép
nhan hod so kiém tra, dbi chiéu ban
chup vo1 ban chinh va ky vao ban
chup xac nhan vé viéc da dbi chiéu
noi dung gidy to do, khong dugc yéu
cau nguoi di dang ky ndp ban sao
giay to do.

+ Déi véi gidy to xuat trinh khi dang
ky ho tich, nguoi tlep nhan co trach
nhiém kiém tra, d6i chiéu voi thong
tin trong to khal chup lai hodc ghi lai
thong tin dé luu trong ho so va tra lai
cho ngum xudt trinh, khong dugc yeu
cau ndp ban sao hoac ban chup giay
to do.

+ Nguoi tiép nhan c6 trach nhiém tiép
nhan dung, du ho so dang ky ho tich
theo quy dinh cua phap luat ho tich,
khong duogce yéu cau ngu’ol dang ky
hd tich ndp thém giay to ma phap luat
hd tich khong quy dinh phai nop

- Truong hgp cho phép nguoi yéu
cau dang ky ho tich lap van ban cam
doan vé€ ndi dung yéu cau dang ky ho
tich thi co quan dang ky ho tich phai
gidi thich r6 cho nguoi 1dp van ban
cam doan vé€ trach nhi€ém, hé qua
phép 1y cua viéc cam doan khong
ding su that.

Co quan dang ky ho tich tir chdi gidi
quyé€t hodc dé nghi co quan c6 tham
quyen huy bo két qua dang ky ho tich,
néu c6 co s& xac dinh nd1 dung cam
doan khong dung su that.
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Tra két qua: 1 2
A G160 hanh - S6 theo
:]raT;zg g(k)lan két qua, 1dy s6, dong diu . lsti)cn%é chinh tr 451 tra ket
B4 |+ Tra ket qué cho t6 chirc/ca nhan tai phan ' :ﬁg é ?;E ) P}(lllgi 14
dia dlem dang ky. TN&TK neav nehi Kién dan}}ll
+ Lay ¥ kién danh gia lién quan ve Q & %Ié) & y i4
viéc thuc hién cong viéce. g
8 Co so phap ly
- Luat HO tich nam 2014;
- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh
chi tiét mot s6 di€u va bién phéap thi hanh Luat HO tich;
- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo Tu phap quy dinh chi
ti€t thi hanh mot s6 di€u cua Luat HO tich va Nghi dinh s’6 123/2015/ND—CP
ngay 15/11/2015 cua Chinh phu quy dinh chi ti€t mot s6 di€u va bi¢n phap
thi hanh Luat Ho tich;
CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phic
TO KHAI PANG KY LAI KHAI SINH
Kinh giri:
Ho, chit dém, t8n NEWOT YEU CAUE ......cvovveieeeeeeeeeeeeee e

Gidy to tiy than: @

Noi cu tra: @

Quan h¢ vo1 nguoi duge khai sinh: ...

Pé nghi co quan ding ky lai khai sinh cho nguoi c6 tén dwéi day:

Ho, chir dém, tén:............ccocoovvviiviniiiie e,

Ngay, thang, nam sinh: .......c.ccccceevviiiniiiiieeeniees ghi bang chir:

Gioi tinh:................... Dan toc: ........... QuAC tich: oo,

(@010 [T oSS RSSSSRS
Ho, chit dém, ten me: ...
Nam sinh: ........cccceeenees Dan tdc: .o, Qubc tich: oo,

Noi cu tra: @

Ho, chirdém, tén cha: ...




Nam sinh: ...........c....e. Dan toc............ Quoc tich: ...

NOT CU T @) Lottt ettt s sttt
Da dang ky khai sinh tai: ...
Giay khai sinh s0: ..., ,ngay ... /... oo,
Lydodang ky lai: ...

To1 cam doan nhiing nd1 dung khai trén day la ding sy that va chiu trach nhiém trudce

phap luat vé viéc cam doan ctia minh.

Lamtai: ...................... , hgay ...... thang....... nam20
Nguoi yéu ciu
(Ky, ghi ro ho, chir dém, tén)

DPANG KY KHAI SINH CHO NGUOI
PA CO HO SO, GIAY TO CA NHAN

NOI DUNG QUY TRINH TIEP NHAN TRUC TIEP

1 Piéu kién thue hién Thii tuc hanh chinh

- Cong dan Viét Nam cu tru trong nudc, sinh truée ngay 01/01/2016, chua
duoc dang ky khai sinh, c6 hd $0, gidy to cé nhan (ban chinh hodc ban sa0
dugc ching thuc hop 1€) nhu: glay to tuy than, S6 ho khau; So tam tri; gidy
td khac do co quan nha nudc c6 tham quyén ciia Viét Nam cap..

2 Thanh phin ho so

* Gidy to phai xuit trinh

- HO chiéu hoic chirmg minh nhan dan hodc thé cin cudc cong dén hodc cac
glay to khac c6 dan anh va thong tin ¢d nhén do co quan ¢6 thAim quyen cép,
con gia tri st dung dé chirmg minh vé nhan than cta ngudi c6 yéu ciu ding
ky khai sinh (gidy to tiy than)

- Gidy to chu’ng minh noi cu tra dé xac dinh thim quyén dang ky khai sinh
(trong giai doan chuyén tiép). Tru’orng hop giri hd so qua hé thong buu chinh
thi phai giri kém theo ban sao c6 ching thuc cac gidy to phai xuét trinh néu
trén.

* Gidy to phai nop

- T khai ding ky khai sinh theo mau.

- Vin ban cam doan cua ngudi yéu cau vé viéc chua duge ding ky khai
sinh.
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- Ban sao toan bo ho so, gidy to cua nguoi yeu cau hoic hd so, glay to, tai
liéu khéc trong do c6 thong tin li€n quan dén noi dung khai sinh, gom: Glay
ching minh nhan dén, The can cudce cong dén hoac Ho chiéu; So ho khau,

S6 tam tra, gidy to chimg minh vé noi cu tra; Bang tot nghiép, Glay chirng
nhan, Chung chi, Hoc ba, Ho so hoc tap do co quan c6 thAm quyen cap hodc
Xac nhén; glay to khac co thong tin vé ho, chit dém, tén, ngay, thang, nam
sinh cua ca nhan. Ngu’m y€u cau dang ky khal sinh ¢6 trach nhi€ém nop day
da ban sao cac gidy to néu trén (néu co) va phal cam doan da ndp du céc gidy
to minh co; chiu trach nhi€ém, h¢ qua cua viéc cam doan khong ding su that.

- Truong hO’p ngum yéu cau dang ky khai sinh 1a can bo, cong chtrc, vién
chtrc, ngu:0'1 dang cong tac trong luc luong vii trang thi phal co van ban Xac
nhén cua Thu truéng co quan, don vi v€ viée nhung nd1 dung khai sinh cua
nguorl do gom ho, chir dém, tén; giGi tinh; ngay, thang, nam sinh; dan toc;

quoc tich; que quén; quan hé cha - con, me - con phu hop v&i hd so do co
quan, don vi dang quan 1y.

- Vén ban uy quyén theo quy dinh cua phap luat trong tru’O'ng hop uy quyen
thuc hién viéc diang ky khai sinh. Truong hop ngu:orl duoc uy quyen la o ong,
ba, cha, me, con, vo, chong, anh, chi, em rudt cua ngudi uy quyén thi vin
ban uy quyen khong phai chung thuyc.

* Luu y:

- Béi véi gidy to nop, Xudt trinh:

+ Trudng hop ngudi yéu cau ndp gidy to 1a ban sao dugc cap tir sO goc hodc
ban sao dugc ching thuc tir ban chinh thi ngucn tiép nhan ho so khong duogc
yéu cAu xuat trinh ban chinh; néu nguoi yéu cau chi ndp ban chup va Xuét
trinh ban chinh thi ngudi tiép nhan hd SO kiém tra, d6i chleu ban chup voi
ban chinh va ky vao ban chup xac nhan vé viéc di doi chleu ndi dung gidy to
do, khong dugc yéu cau nguoi di dang ky nop ban sao glay to do.

+ Dbi v6i gidy to xudt trinh khi dang ky ho tich, nguoi tiép nhin cé trach
nhi¢m klem tra, dbi chleu vOi thong tin trong to khai, chup lai hoac ghi lai
thong tin dé luu trong hd so va tra lai cho nguoi xuét trmh khong duoc yéu
cau ndp ban sao hodc ban chup gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, du ho SO dang ky ho tich
theo quy dinh cta phap luat hg tich, khong dugc yéu cau nguoi dang ky ho
tich n6p thém giéy to ma phap luat ho tich khong quy dinh phai nop.

thém glay to ma phap luat h tich khong quy dinh phai nop.

- T ru’ong hop cho phep nguoi yéu cau dang ky ho tich lap van ban cam doan
vé néi dung yéu cau dang ky hé tich thi co quan dang ky ho tich phai giai
thich ro cho nguoi ldp van ban cam doan vé trach nhiém, hé qua phap ly cua
vigc cam doan khong dung su thgt.

Co quan dang ky ho tich tir choi gidi quyet hodc dé nghz co' quan c6 tham
quyén huy bo ket qua dang ky ho tich, néu co co so xdc dinh noi dung cam
doan khong dung su that.

S6 lwong hd so

01 b0
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4 Thaoi gian xir ly
05 ngay lam viéc; truong hop phai xdc minh thi thdi han giai quyét khong
gua 25 ngay.
5 Noi tiép nhin va tra két qua
B phan TN&TKQ thi tran
- Nguo1i ¢6 yéu cau dang ky lai khai sinh truc tiép thyc hién hodc ty quyén
cho nguoi khac thuc hién viéc dang ky lai khai sinh;
- Nguoi thyc hién dang ky lai khai sinh ¢ the tryc tiép nop ho so tai Uy ban
nhan dan cap xi c6 tham quyén hoic gui hé so qua hé thong buu chinh hoic
gtri ho so theo hé théng ding ky truc tuyén.
6 L¢ phi
- 8.000 dong.
- Mi€n I¢€ phi cho nguoi thudce gia dinh c6 cong v&i cach mang; nguoi thudce
hd nghe¢o; nguoi khuyét tat
7 Quy trinh xir ly ¢ong viéc
TT Trinh tu Trach Thoi gian Bié}l mau/
nhiém Két qua
Trong gio - S6 theo dai,
Nguoi co yéu cau dang ky lai khai | Cong chuc haTlh Ch;mh t}I tiép nhan ho
o thr 2 dén thr | so;
B1 | sinh ndp ho so tai UBND cap xd c6 | bo phan . 3 g
thdm quyen TN&TKQ 6 hang tuan - Phleu‘tlep
(trir ngay nhan ho so;
nghi 18) - phiéu hen
Nguoi tiép nhan c6 trach nhiém klem
tra ngay toan bd hd so, d6i chiéu
thong tin trong To khai va tinh hO’p 1¢
cua glay to trong ho so do ngudi yéu
cau nop, xuat trinh.
- Néu ho SO day du, hop 1€, nguoi tiép
nhan ho so viét glay tiép nhan, trong
d6 ghi rd ngay, gio tra ket qua; néu hd | Cong chuc L
B2 |so chua day du, hoan thi¢n thi huéng | Tu phap - Ngaigﬁ tep

din ngudi nép hd so bd sung, hoan | Hd tich
thién theo quy dinh; trudng hop
khong thé bd sung, hoan thién hd so
ngay thi phai 1ap thanh vdn ban
hu’ong dan, trong do néu rd loai gidy
to, ndi dung can bd sung, hoan thi¢n,
ky, ghi 15 ho, tén ctia nguoi tiép nhan.
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B3

- Sau khi tlep nhan hd so, cong chirc
TP-HT kiém tra, x4c minh hd so.
Truong hgp vigée dang ky lai khai sinh
dugc thyc hién tai UBND cap xa
khong phai noi dang ky khai sinh
truéc day thi cong chirc TP-HT bao
c4o Chu tich UBND cép Xa noi dang
ky khai sinh truge day kiém tra, xac
minh vé viéc luu glu s6 ho tich. Sau
khi nhan duoc vian ban dé nghi,
UBND noi da dang ky khai sinh trude
day tién hanh kiém tra, xdc minh va
tra 101 bang van ban vé viéc con luu
giit hoic khong luu giir duoc s6 ho
tich. ’

Truong hop gidy to cua nguoi yéu
cau dang ky lai khai sinh khong co
thong tin chung minh quan hé cha,
me, con thi co quan dang ky ho tich
co van ban de nghl co quan cong an
c6 tham quyén xdac minh.

Truwong hop co quan cong an tra loi
khong co thong tin thi co quan dang
ky ho tich cho nguoi yéu cau dang ky
lai khai sinh ldp van ban cam doan vé
thong tin cua cha, me va xdc dinh ngi
dung khai sinh theo van ban cam
doan.

Sau khi nhan dugc két qua xac minh
hodc sau thoi han 20 ngay ké tur ngay
gli vian ban yéu cdu xac minh ma
khong nhén dugc van ban tra 161, néu
thiy hd so dang ky khai sinh 13 day
da, chinh xac, dung quy dinh phdp
luat, cong chuc tu phap ho tich bao
cdo Chu tich UBND cap xa. Truong
hop Chu tich UBND cap xa dong v
giai quyét thi cong chirc tu phap ho
tich ghi ndi dung khai sinh vao S6
dang ky khai sinh, hu’0’ng dan nguoi
yéu cau klem tra ndi dung Gidy khai
sinh va SO dang ky khai sinh, cung
nguoi di dang ky khai sinh ky tén vao
S6. Chu tich UBND cap xa cap Gidy
khai sinh cho nguoi dugc diang ky
khai sinh.

Cong chirc
TP-HT,
Chu tich
UBND thi
tran

05 ngay lam
vi€c; truong
hop phai xéc
minh thi thoi
han giai
quyét khong
qua 25 ngay.

Gidy dang ky
khai sinh
Hoac van ban
tra 101

Giay khai
sinh (ban
chinh).
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Tra ket qua:

+ T1ep nhin két qua, lay sd, dong dau
va vao so

B4 |+ Tra ket qué cho t6 chirc/ca nhan tai
dia dlem dang ky.

+ Lay y kién danh g1a lién quan vé
viéc thuc hién cong viéc.

Cong chic
bd phan
TN&TKQ

Gio hanh
chinh ttr thir
2 dén thir 6
(trir ngay
nghi 1&)

- S6 theo ddi
tra két qua;

- Phiéu lay y
kién danh gia

8 Co so phap ly

- Luat Ho tich nam 2014;

thi hanh Luat Ho tich; 158

- Nghi dinh so 123/2015/ND CP ngay 15/11/2015 ctia Chinh phu quy dinh
chi tiét mot so diéu va bién phap thi hanh Luat Ho tich;
- Thong tu 56 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phap quy dinh chi
tiét thi hanh mot sd diéu cua Luat Ho tich va Nghi dinh so 123/2015/NDb-CP
ngay 15/11/2015 ctia Chinh phtl quy dinh chi tiét mot sé diéu va bién phap

II. QUY TRINH DICH VU CONG TRUC TUYEN
https://dichvucong.sonla.gov.vn

Budc 1. Tao tai khoan (ddi véi trudng hop chua co tai khoan)
- Chon PANG KY vao lam theo huéng dan
- Lwu Y: Pé tao duoc tai khoan sb dién thoai phai chinh chu, dé kiém tra
xem s6 dién thoai c6 chinh chu hay khong, soan tin nhin theo ct phap: TTTB

gui 1414. ’
Budc 2. Bang nhap hé thong

- Chon PANG NHAP va lam theo huéng dan

Bude 3. Nop ho so truc tuyén

Chon Dich vu cdng => Cap huyén

chon—=—*Thém mé¢i” —>Gri ho SO’

—>

C Huyén Yén Chéau
Thi tran Yén Chau =—>chon linh vuc H§ tich =——> Chon mic d6 Toan

trinh ==> chon thu tyc déng ky khai sinh ==> Chon “Ngp hé so” dién day du
cac thdng tin can thiét theo yéu cau, dinh kém cac thanh phan hd so theo yéu cau

Qua trinh ndp hé so truc tuyén dé hoan tat, ho so s& dugc chuyén dén Bo
phan tlep nhan va Tra két qua cua thi tran Yén Chau dé xac nhan thong tin.

Pé tra ciru tinh trang hd so dé nghi truy cép lai vao tai khoan
https://dichvucong.sonla.gov.vn bang tai khoan va mat khau ctia minh di tao &
bude 1 vao muc “hd so cta t6i” dé xem tién do va tinh trang giai quyét va thoi

gian dén nhan két qua



https://dichvucong.sonla.gov.vn/

69

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

TO KHAI PANG KY KHAI SINH
Kinh gui:
Ho, chi dém, tén NEUOT YU CAU: ...oo.ovvveveeceese ettt
GiAy t0 tUY ThAN: @it ettt et
NOT CU I @)oottt ettt et

Quan h¢ v&1 nguot duge khai sinh: ...

Pé nghi co’ quan diing ky khai sinh cho ngwoi dwéi diy:

Ho, chir dém, tén:..............cccooiiiiiiie

Ngay, thang, nam sinh: ..........cccccceenenne ghi DANg Chif:. ...,
Noi sinh: @
Gioi tinh:...................... Dan toc: ........... Quéc tich: .o
QUE QUAN: .ottt sttt enaesr e nra s

Ho, chir dém, tén nguwoi Me: ...t
Nam sinh®: ..o Dan toc: .......ooevvennnen. Quéc tich: ...
NOi U T @) e

Ho, chir dém, tén ngwoicha: ...
Nam sinh®: oo Dan toc: ................ Quéc tich: ...
NOT CU T D) ettt

T6i cam doan ndi dung dé nghi dang ky khai sinh trén day 1a dung sy that, dugc su
thoa thudn nhat tri ctia cac bén lién quan theo quy dinh phap luat.

T61 chiu hoan toan trach nhiém trudce phap luat veé noi dung cam doan cua minh.
Lam tai: ......................... , NQAYy ........... thang ......... nam ............
Ngudi yéu cau
(Ky, ghi ro ho, chit dém, tén)



70

PANG KY LAI KET HON
I.NOI DUNG QUY TRINH TIEP NHAN TRUC TIEP

Diéu kién thuc hién Tha tuc hanh chinh

- Viéc két hon da duge dang ky tai co quan c6 thAm quyén cia Viét Nam
trugc ngay 01/01/2016 nhung SO dang ky két hon va ban chinh Gidy chimg
nhan két hon deu bi mat;

- Nguo1 yéu cau dang ky lai két hon con sdng vao thoi diém yéu cau dang ky
lai két hén.

Thanh phan hé so

* Gidy to phai xuat trinh

- HO chiéu hodc chirng minh nhan dan hodc thé cin cudc cong dan hogc cac
gidy to khac ¢ dan anh va thong tin ca nhan do co quan c6 tham quyen cap,
con gié tri sit dung dé chting minh vé nhan than cua nguoi cé yéu cau dang
ky lai két hon.

- Gidy to ching minh noi cu tri dé xac dinh tham quyén trong truong hop
viéc dang ky lai két hon thuc hién tai UBND thi tran khong phai 1a noi ding
ky két hon trude day (trong giai doan Co so dit liéu qubc gia vé dan cu va
Co s& dir liéu ho tich dién tir toan quéc chua duoc xay dung xong va thuc
hién théng nhét trén toan qudc).

* Gidy to phai nop

- To khai dang ky lai két hon theo mau;

- Ban sao Gidy chimg nhan két hon duoc cip trude day. Néu khong co ban
sao Gidy chung nhan két hon thi ndp ban sao ho so, gidy td ca nhin c6 cac
thong tin lién quan dén ndi dung dang ky két hon.

*Luuy:

- béi véi glay to ndp, Xudt trlnh

+ Trudng hop ngudi yéu cau ndp gidy to 1a ban sao dugc cap tir sO goc hodc
ban sao dugc ching thyc tir ban chinh thi nguoi tiép nhan ho so khong dugc
yéu ciu xuét trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuat
trinh ban chinh thi ngudi tiép nhan hd S0 kiém tra, ddi chiéu ban chup voi
ban chinh va ky vao ban chup xac nhan vé viéc da d6i chleu noi dung giay to
do, khong duoc yéu cau ngudi di ding ky nop ban sao gidy to do. + Béi voi
gidy to xudt trinh khi dang ky ho tich, nguoi tiép nhan c6 trach nhiém kiém
tra, d6i chiéu v&i thong tin trong to khai, chup lai hodc ghi lai théng tin dé
lwu trong hd so va tra lai cho ngudi xuét trinh, khong duge yéu cau ndp ban
sao hodc ban chup gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan ding, du hd so dang ky ho tich
theo quy dinh cta phép luat ho tich, khong duoc yéu cau ngudi ding ky ho
tich ndp thém gidy t& ma phap luat ho tich khong quy dinh phai ndp.

So lwgng ho so
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01 bo
4 Thoi gian xir ly
- 05 ngay lam viéc.
- Truong hop phal c6 van ban xac minh thi thoi han giai quyét khdng qué 25
ngay.
5 Noi tiép nhin va tra két qua
B6 phan TN&TKQ thi tran
Ngu(n co yeu cau dang ky lai két hon truc tiép nop ho so tai Uy ban nhan
dan cap xa co tham quyen (bén nam hodc bén nit ¢6 thé truc tiép nop ho so
ma khong can ¢6 van ban uy quyén cua bén con lai).
6 Lé phi
30.000 dong.
Mién 1é ph1 cho nguo1 thude gia dinh c6 cong véi cach mang; nguoi thuc hd
nghéo; ngudi khuyét tat.
7 Quy trinh xir ly cong viéc
TT Trinh ty Trach | Thoigian | Bi€u mau/
nhiém Két qua
Neudi c6 Gio hanh
Ngu:orl cO yeu ( cau dang ky lai ket hén | yéu cau tcfllén; (;gn To khat
Bl nop ho SO tai Uy ban nhdn dan cdp x3 | dang ky thir (tru dang ky két
¢ tham quyén. lai ket . .| hon
hon ngay nghi
Ie)
- Nguoi ti€ép nhan c6_trach nhiém
kiém tra ngay toan bo hd so, X4c dinh
tinh hop 1€ cua glay to trong ho so do
nguoi yéu cau ndp, xuat trinh; 601
chiéu thong tin trong To khai vé1 giay
to trong, hd SO, ,
- Néu ho so day du, hop 1€, nguoi tiép con - SO theo
nhan hd so viét glay tiep nhan trong | gé dos, tiep
do ghi ro ngay, gio tra két qua; néu ho A Ngay khi | nhén ho so;
B2 phéan Y A
so chua day du, hoan thién thi huéng TN&TK | tép nhan | - Phiéu tlep
dan ngay dé ngudi ndp ho so b sung, Q nhan ho S0;
hoan thi¢n theo quy dinh; truong hop - phiéu hen

khong thé bd sung, hoan thién ho so
ngay thi nguoi tiép nhan phal lap van
ban hu:orng dan, trong do néu 1o loai
giay to, ndi dung can b sung, hoan
thién, ky, ghi rd ho, tén cua ngudi
tiép nhan
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B3

- Sau khi ti€p nhan ho so, cong chuc
TP-HT kiém tra, xac minh ho SO.
Truong hgp viéc dang ky lai két hon
thyc hién tai UBND cap xd khong
pha1 noi da dang ky két hon trudc day
thi cong chuc TP-HT bao cdo Chu
tich UBND c¢6 van ban dé nghi
UBND noi dang ky ket hon trude day
kiém tra, x4c minh vé viéc luu giit s6
h¢ tich tai dia phuong. Sau khi nhan
duoc vin ban dé nghi, UBND noi da
dang ky két hon trudc day tlen hanh
kiém tra, xac minh va tra 101 bang vin
ban v€ viéc con luu giltt hoac khong
luu giir duoc S6 ho tich.

- Sau khi nhan duoc két qua xac minh
Ve Viéc khong con luu gitr dugc S6 ho
tich tai noi da dang ky . két hon hodc
sau thoi han 20 ngay ké tir ngay guri
van ban yéu cau xac minh ma khong
nhin dugc van ban tra 161, néu thiy
hé so day du, chinh xac, ding quy
dinh phap 1uat thi cong chire TP-HT
bdo cdo Chu tich UBND cap xa.
TrU:O’ng hop Chu tich UBND cap xa
déng ¥ g1a1 quyet thi cong chac TP-
HT ghi viéc két hon vao S6 dang ky
két hon, hugng dan cac bén klem tra
noi dung Giay chirng nhan két hon va
S6 dang ky két hon, cung hai bén
nam, nit ky tén vio Sb va huéng dan
cac bén cung ky vao Gidy chirg nhan
két hon.

Cong
churc
TP-HT,
Chu tich
UBND
thi tran

Glay dang
ky két hon
Hoac van

bén tra 1oi

B4

Chu_ tich Uy ban nhan dan cap xa ky
va to chtrc trao Giay chirng nhan ket
hon cho hai bén nam, ntr.

Ky, trao
Giay dang
ky lai ket

hon

Co s¢ phap ly

- Luat Ho tich ndm 2014;

- Luat Hon nhan va gia dinh nam 2014;

- Nghi dinh s6 23/2015/ND-CP ngay 15/11/2015 ctia Chinh phii quy dinh chi

tiét mot sb diéu va bién phap thi hanh Luat HJ tich;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ctia Bo Tu phap quy dinh chi
tiét thi hanh mot s6 di€u cua Luat Ho tich va Nghi dinh s6 23/2015/Nb-CP
ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mot so6 di€u va bién phap

thi hanh Luat Ho tich;
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I1. QUY TRINH DICH VU CONG TRUC TUYEN
https://dichvucong.sonla.gov.vn

Budc 1. Tao tai khoan (d6i voi trudng hop chua cé tai khoan)

- Chon PANG KY vio lam theo huéng dan

- Lwu Y: Dé tao duoc tai khoan sé dién thoai phai chinh chu, dé kiém tra
xem sb dién thoai co chinh chu hay khong, soan tin nhin theo cti phap: TTTB
gui 1414,

Budc 2. Pang nhap hé théng

- Chon DANG NHAP va lam theo huéng dan

Bude 3. Nop ho so truc tuyén

Chon Dich vu cong =—=> Cap huyén —> Huyén Yén Chau
Thi tran Yén ChAu =—Xxhon linh vuc H§ tich ==> Chon muc do Toan
trinh —> chon thu tuc dang ky két hon—> Chon “Nép ho so” dién day du
cac thong tin can thiét theo yéu cau, dinh kém cac thanh phan ho so theo yéu cau
chon =—> “Thém méi” =i ho so

Qua trinh ndp hd so truc tuyén da hoan tat, hd so s& duoc chuyén dén Bo
phan tiép nhan va Tra két qua cua thi trAn Yén Chau dé xac nhan thong tin.

Pé tra ciru tinh trang hd so dé nghi truy cap lai vao tai khoan
https://dichvucong.sonla.gov.vn béng tai khoan va mat khau ciua minh da tao &
bude 1 vao muc “hd so cia toi” dé xem tién do va tinh trang giai quyét va thoi
gian dén nhan két qua

CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phuc

TO KHAI PANG KY LAI KET HON
Kinh gui: ettt

Ho, chit dém, tén N@UWdi YEU CAU: .....oceooiiiiiiiii e

Gidy to tly than: Y

NOTCU T @i

Pé nghi co quan diing ky lai két hon theo ndi dung duwéi day:

Ho, chit d€m, teN CUA VO ...ttt e nreeans
Ngay, thang, nam SINh: ..o
DaAn tOC: wovveeeiieeeeeeeeeeeeee e Quéc tich: o

INOT U EET: D oo

Ho, chir dém, tén cua chf“)ng: ............................................................
Ngay, thang, nam SInh: ........ccooiiiiiiiiie e e e

DaAn toc: wooeeveveveeiiiieieeeeeiiieeeee e Quéc 157¢] 1
INOT CU TPttt et e e en e er e

Gidy to tuy EHAIE D,


https://dichvucong.sonla.gov.vn/

K&t hON 140 thiT MAY:..........ooecvceeveecees et sns e ensaees
Pa ding ky két hon tai: @

Theo Gidy ching nhan két honsd: © ... ,Quyénsd: ® ...
Ly do dang KY Lai: ..o
T61 cam doan nhitng ndi dung khai trén day la dung su that va chiu trach nhi¢m trude phap
luat vé cam doan ctia minh.
Lamtai: ......................... , NQAY ..o thang ......... 77711 I
Ngudi yéu cau
(Ky, ghi r6 ho, chit dém, tén)

Cha thich:

@) Ghi 5 tén co quan ding ky lai két hon

@) Ghi theo dia chi dang ky thudng trii; néu khong c6 noi dang ky thudng tri thi ghi
theo dia chi dang ky tam tru; truong hop khong c6 noi dang ky thudng tra va noi dang ky tam
tra thi ghl theo noi dang sinh s()ng

Ghi thong tin vé gidy td tiy than nhu: ho chiéu, chirng minh nhan dan hoic gidy to
hop 18 thay thé (vi du: Chirng minh nhan dan s6 001089123 do Cong an thanh phd Ha Noi cap
ngay 20/10/2004)
) Ghi 15 tén co quan da dang ky két hon trude day.
(5) Chi khai trong truong hop biét rd.

PANG KY LAI KHAI TU
I. NOI DUNG QUY TRINH TIEP NHAN TRUC TIEP

1 Piéu kién thwe hién Thii tuc hanh chinh

Viéc khai tir da dugc dang ky tai co quan co thAm quyén cua Viét Nam trude
ngay 01/01/2016 nhung S6 dang ky khai tir va ban chinh Giay ching tir déu
bi mat.

2 | Thanh phan hd so

* Gidy to phai xuat trinh

- HO chiéu hodc chirng minh nhin dan hodc thé cin cudc cong dan hodc cac
gidy to khac c6 dan anh va thong tin ca nhan do co quan co tham quyen cép,
con gié tri st dung dé chting minh vé nhan than cua nguoi cé yéu cau ding
ky lai khai tir;

Truong hop gui hd so qua hé théng buu chinh thi phai gui kém theo ban sao
c6 chimg thyc gidy to phai xudt trinh néu trén.

* Gidy to phai nop

- T khai ding ky lai khai tir theo mau;

- Ban sao Gidy chung tir trude day duge cap hop 18. Néu khong c6 ban sao
Gidy chung tir trude day dugce cip hop 16 thi ndp ban sao hd so, gidy to lién
quan ¢6 no1 dung chirng minh sy kién chét.
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- Vin ban ty quyén theo quy dinh cta phap luat trong trudng hop uy quyén
thuc hién viéc dang ky lai khai tir. Truong hop ngudi duge uy quyén la ong,
ba, cha, me, con, vo, chdng, anh, chi, em rudt ciia nguoi Gy quyén thi vin
ban ty quyén khong phai chimg thuc.

*Luwuy:

- D6i v6i gidy to ndp, xuit trinh:

+ Truong hop ngudi yéu cau ndp gidy to 13 ban sao duoc cap tir s6 gdc hodc
ban sao dugc ching thuc tir ban chinh thi ngudi tiép nhan hd so khong duoc
yéu cau xudt trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuat
trinh ban chinh thi ngudi tiép nhan hd so kiém tra, doi chiéu ban chup véi
ban chinh va ky vao ban chup xac nhan vé viéc da d6i chiéu ndi dung gidy to
d6, khong duoc yéu cau ngudi di ding ky ndp ban sao gidy to do.

+ Dbi voi gidy to xuat trinh khi dang ky ho tich, nguoi tiép nhan co trach
nhiém kiém tra, d6i chiéu voi thong tin trong to khai, chup lai hodc ghi lai
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 c6 trach nhiém tiép nhan ding, du hd so dang ky ho tich
theo quy dinh ctia phap lut ho tich, khong duoc yéu cau ngudi ding ky ho
tich ndp thém gidy t& ma phap luat ho tich khong quy dinh phai ndp.

S6 lrgng ho so

01 bo

Thoi gian xur ly

- 05 ngay lam viéc. ,
- Trudng hop phai c6 van ban xac minh thi thoi han gidi quyét khong qua 10
ngay.

Cach thirc thue hién

- Nguoi co yéu cau dang ky lai khai tir truc tiép thuc hién hoic uy quyén cho
ngudi khac thuc hién viéc dang ky lai khai tu;

- Nguoi thye hién viée dang ky lai khai tir ¢6 thé ndp ho so tryc tiép tai Uy
ban nhan din cip xa c6 tham quyén hodc gui hd so qua hé thong buu chinh
hodc giri ho so theo hé thong dang ky ho tich truc tuyén.

L¢ phi

8.000 dong.
Mién I¢ phi cho ngudi thude gia dinh cé cong voi cach mang; ngudi thudc hd
ngheo; nguoi khuyet tat.

Quy trinh xir ly cong viéc
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TT Trinh ty Trach Thoi gian | Biéu miu/
nhiém Két qua
.. .| Gio hanh
Nworeo | pihtr |
Nguoi co yéu cau dang ky lai khai tir | yéu cau \ o~y A Ho6 so dang
< ., | thr2 dén D ;
B1 | ndp hd so tai Uy ban nhan dan cép xa | dingky thitr 6 (trir ky lai khai
c6 thAm quyén. lai khai . , tu
\ ngay nghi
tu X
1€)
- Nguoi tiép nhan co trach nhiém
kiém tra ngay toan by ho so, doi
chi€u thong tin trong To khai va tinh
hop 1€ cfla‘ gidy to tgong hé so do
nguori yeu cau ndp, xuat trinh. 7
- Néu hd so day du, hop 1¢, nguoi tiép A - S6 theo
Cong Y
nhan ho so viét gidy tlep nhan, trong L doi, tiép
churc bo . A 1A
do ghi rd ngay, gio tra két qua; néu hd . Ngay khi | nhan ho so;
BZ phan K A e e
so chua day du, hoan thién thi hudng tiép nhan | - Phi€u tiép
x - A A 2 2| TN&TK A 1A
dan nguoi ndop ho so bo sung, hoan Q nhan}lo SO;
thién theo quy dinh; truong hop - phi€u hen
khong thé bo sung, hoan thién ho so
ngay thi phai lap thanh van ban
huéng dan, trong d6 néu rd loai gidy
t&, ndi dung can bd sung, hoan thién,
ky, ghi 8 ho, tén clia ngudi tiép nhan
Ngay sau khi tiép nhan hdé so, néu - 05 nai
thiy théng tin khai tir ddy da va pha e Vigécy
hop, cong chie TP-HT bdo céo Chu| Cong |- Truon ' ‘
tich UBND cap xa. , chuc h hé% 6 Ho so
Truong hop Chu tich UBND cap xa | TP-HT g]gll;)én e Trich luc
B3 |ddng y giai quyét thi cong chirc TP-| Cha tich, :ninh o | khai ti
HT tich ghi vao S6 dang ky khai tr, | UBND .- Hoac van
. x e A A2 . Y thoi han NI
hudng dan nguoi yéu cau ki€m tra ndi | thi tran 31 quvét ban tra 101
dung Trich luc khai tir va S6 dang ky glal quyet
S e ae , : khong qua
khai tir, cung nguoi di dang ky khai 10 nad
tir ky vao Sb. gay.
Chu tich UBND cap xa ky cap Trich | Chu tich, Ky, cap
B4 | lyc khai tir cho nguo1i di dang ky khai | UBND Giay Trich
t. thi tran luc khai tir
g5 | Traketqua: Cong | Giohanh |- SO theo
+ Tieép nhan két qua, 1ay so, dong dau | chirc bd | chinh tu doi tra két
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VA vao so; phan | tha 2 dén
+ Tra két qua cho t6 chtc/cd nhan tai | TN&TK | thir 6 (trir
dia diém dang ky. Q ngay nghi
+ Lay ¥ kién danh gia lién quan vé 18)

viéc thuc hién cong vigc.

qua;

- Phiéu lay
y kién danh
gia

8 Co so phap ly

- Luat Ho tich ndm 2014;

tiét mot s6 diéu va bién phéap thi hanh Luat Ho tich;

thi hanh Luat Ho tich;

- Nghi dinh s6 23/2015/NB-CP ngay 15/11/2015 ciia Chinh phii quy dinh chi

- Thong tu 56 04/2020/TT-BTP ngay 28/5/2020 cua Bo Tu phap quy dinh chi
ti€t th1 hanh mot s6 di€u cua Luat HO tich va Nghi dinh,sé 23/2015/ND—CP
ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mot so6 di€u va bi¢n phap

II. QUY TRINH DICH VU CONG TRUC TUYEN
https://dichvucong.sonla.gov.vn

Budc 1. Tao tai khoan (ddi véi trudng hop chua c6 tai khoan)
- Chon PANG KY vao 1am theo huéng dan

- Lwu Y: Pé tao duoc tai khoan sb dién thoai phai chinh chu, dé kiém tra
xem sO dién thoai c¢6 chinh chu hay khong, soan tin nhan theo cu phap: TTTB

gui 1414.
Budc 2. Bang nhap hé thong
- Chon PANG NHAP va lam theo huéng dan
Bude 3. Nop ho so truc tuyén

Chon Dich vu cong => Cap huyén —> Huyén Yén Chéau
Thi tran Yén ChAu =—>chon linh vuc H§ tich ==> Chon muc d¢ Toan
trinh=> chon thi tuc ding ky khai tt ==> Chon “Nop ho so” dién diy du
cac thong tin can thiét theo yéu cau, dinh kém cac thanh phan ho so theo yéu cau

chon =—>%“Thém méi” ——Siri ho so

Qua trinh ndp hd so truc tuyén da hoan tat, hd so s& duoc chuyén dén Bo
phan ti€p nhan va Tra két qua cua thi tran Yén Chau dé xac nhan thong tin.

Pé tra ciru tinh trang hd so dé nghi truy cép lai vao tai khoan

https://dichvucong.sonla.gov.vn bang tai khoan va mat khau ctia minh di tao &
budc 1 vao muc “ho so cua t61” dé xem ti€n do va tinh trang gidi quyét va thoi

gian dén nhan két qua



https://dichvucong.sonla.gov.vn/

78

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phic

TO KHAI PANG KY LAI KHAI TU

Kinh gti: e

Ho, chi dém, tén NGUOT YU CAUL ...
INOT CU T @ oottt
GHAY 10 1Y thAN ®) oot
Quan hé VOT NEUOGT A8 CHEL: .....ooooooooeeeeeeeeeeee oo
Pé nghi co’ quan ding ky lai khai tir cho nguoi ¢ tén duéi day:

Ho, chilt @8m, t€N: .....oovoeeeeeeeee e Gio1 tinh: o
Ngay, thang, NAM SINN: ..o
DAN T0C: oo Quéc tICh: o,
Noi cu trii cudi cling: e e e s s e e e e
GHAY 10 1Y thANT @) oottt
Da chét vao 10C: oo gi0 i, phuat, ngay ............... thang ........... nam ..............
INOT CRELL oottt
NGUYEN NNAN CREE: ... esseee et
S6 Gidy bao tir/ Gidy to thay thé Gidy bao tir: @ .o 3 [0 YT

D3 dang ky khai tir tai: @ ... ngay .......... thang .......... nam ............
Theo Trich luc khai tt sb: )
Ly do dang KY L0 ..o
T61 cam doan nhiing ndi dung khai trén day la ding sy that va chiu trach nhiém trudc
phap luat vé cam doan cua minh.

Lam t@i: ..., ,ngay ... thang ... nam ..

Ngudi yéu ciu
(Ky, ghi ro ho, chir dém, tén)

Chu thich:

@ Ghi r6 tén co quan thuc hién dang ky lai khai tir.

@ Ghi theo dia chi dang ky thuong tr; néu khong c6 noi dang ky thuong tra thi ghi theo dia chi ding
ky tam tra; truong hop khong c6 noi dang ky thuong trli va noi dang ky tam tra thi ghi theo noi dang
sinh sdng.

@) Ghi thong tin vé gidy to tity thdn nhu: ho chiéu, chirng minh nhin dan hodc gidy t& hop 18 thay thé
(vi du: Chirng minh nhan dan s6 001089123 do Cong an thanh phd Ha Noi cap ngay 20/10/2004).

“ Néu ghi theo Gidy bao tur, thi gach cum tir “Gidy td thay Gidy béo tir’; néu ghi theo sé Gidy to thay
Gidy bao tir thi ghi 13 tén, s6 gidy to va gach cum tir “Gidy béo tir”.

©) Ghi r5 tén co quan da dang ky khai tir truéc day.

©) Chi khai trong trudng hop biét r3.
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LIEN THONG CAC TTHC VE PANG KY KHAI SINH,

PANG KY THUONG TRU, CAP THE BAO HIEM Y TE CHO

TRE EM DUOI 6 TUOI (KHI CO YEU CAU)

I.NOI DUNG QUY TRINH

Diéu kién thuc hién Thi tuc hanh chinh

Thanh phan hé so

- T khai dang ky khai sinh theo mau quy dinh.

- Glay chung sinh do co sO y té noi tré em sinh ra cap, néu tré em sinh ra
ngoal co sO y té thi gidy chimg sinh duoc thay bang van ban x4c nhan cua
nguoi lam chung, truong hop khong co ngu:(n lam ching thi nguoi di khai
sinh phai lam glay cam doan vé viéc sinh la ¢6 thyc. Do1 voi tru’ong hop tré
em bi bo roi thi ndp bién ban vé viée tré em bi bo roi thay cho gidy ching
sinh.

- Phiéu bao thay dbi ho khau, nhan khau (theo mau quy dinh); S6 ho khau
cua cha, me (ban chinh) hodc S6 h¢ khau ctia me (ban chmh) doi véi truong
hgp tré em dang ky thuong tra theo me hodc Sb ho khiu cua cha (ban chlnh)
doi voi truong hop tré em dang ky thuong tru theo cha hodc S6 ho khau cia
nguoi nuodi dudng, cham soc tré (ban chinh) ¢ dbi voi tru:ong hop tré em khong
dang ky thuong tra theo cha, me, ban sao Gidy khai sinh ctia tre.

+ Truong hop tré em khong dang ky thU:O’ng tri cung ho khau véi cha, me
ma dang ky thucmg tra theo ho khau ctia ngudi khac thi ngoal ban sao Glay
khai sinh, phai co y kién bang vin ban cua cha, me, c6 xac nhan cia UBND
cap xa, y ién dong y cua chu hd va S6 ho khau cua chu ho (ban chinh).

- T khai tham gia bao hiém y té, Danh sach dé nghl cap thé bao hiém y té
cho tré em duéi 6 tudi cia UBND x4, phuong, thi trin (theo miu quy dinh).

SO lwong ho so

01 b0

Thoi gian xir ly

20 ngay lam viéc.

Noi tiép nhan va tra két qua

Bo phan TN&TKQ thi tran

Lé phi

- 8.000d /truong hop dang ky khai sinh qué han

Quy trinh xir ly cong viéc

TT

Trinh ty Trach | Thoigian | Bi€u mau/
nhiém Két qua
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Bl

T6 chirc, ca nhan giri hd so dén Bo
phan TN&TKQ thuc UBND thj trin

Ccong
churc bo
phan
TN&TK
Q

Gi0 hanh
chinh tur
thr 2 dén
thtr 6 hang
tuan (trur
ngay nghi
1€)

- S6 theo
doi, tiep
nhén ho so;
- Phiéu tlep
nhéan ho SO;
= phleu hen

B2

Xem xét, kiém tra ho so;

+ Tru:ong hop hd so khong hop 1¢, thi
thong bao cho c4 nhan dé nghl bo
sung ho so;

+ Truong hO’p ho so day du, hop 1€ thi
chuyén sang budc tiép theo

Cong
chuc Tu
phap -
Ho tich

Ngay khi
tiép nhan

B3

- Cong chic Tu phap - ho tich thi
tran, phuong, thi tran dang ky khai
sinh cho tré em ngay trong ngay ti€p
nhan ho so.

- Sau khi cong chuc Tu phap — ho
tich thi tran, phuong, thi tran thlIC
hlen viéc dang ky khai sinh va cap
Glay khai sinh cho tré em, can bg,
cong chirc dugc giao nhi¢m vu lap ho
so dang ky thu:ong tra kém theo 16 phi
chuyen cho co quan Cong an c6 tham
quyén, cu thé: Pia ban huyén thi
chuyén cho Cong an thi tran, thi tran
thudc huyén; dia ban thanh pho thudc
tmh thi chuyen cho Cong an thanh
phé de dang ky thuong trG cho tré
emny; dong thot 1ap hé so cap Thé bao
hiém Y t¢ chuyén cho Bao hlem Xa
hoi cap huyén dé cap Thé bao hiém y
té cho tré em.

- Co quan Cong an, co quan Bao
hlem xa hoi kiém tra ho s0, néu thay
day du, hop 1é thi thuc hién dang ky
thu’orng tri (trong thoi han 15 ngay),
cap Thé bao hi€m y té cho tré em
(trong thoi han 10 ngay).

Truong hop hd so chua day du thi
thong bao cho UBND cip xi biét,
hoan thién.

- Co quan Cong an, Bao hiém x4 hoi
chuyén tra két qua dang ky thu’ong
tra, Thé bao hiém y té cho tré em vé
UBND cap xa.

Cong
chuc Tu
phap —
Ho tich
Lanh dao
UBND
thi tran

Gidy khai
sinh

Thé BHYT
Ghi dang
ky trén ho
khau
thuong tra

B4

Tra ket qua:
+ Tiép nhan két qua, lay sb, dong diu

Cong
churc bo

Gi0 hanh
chinh tur

- S6 theo
doi tra két
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va vao so; phan |th2dén | qua;

+ Tra ket qué cho to chirc/ca nhan tai | TN&TK | thir 6 trix - Phleu lay
dia dlem dang ky. Q ngay nghi |y kién danh
+ Lay ¥ kién danh gia lién quan ve 1€) gia

viéc thuc hién cong viéc.

Co so phap ly

- Luat Cu trd nam 2006 (du:oc stra doi, bo sung tai Luat stra d6i, bd sung mot
s6 diéu cua Luat Cu tru nam 2013);

- Luat Bao hlem y té ndm 2008 (duogc sua d6i bo sung tai Luat stra doi, bo
sung mot s6 dicu cua Luat Bao hiém y té nim 2014);

- Luat HG tich ngay 20/11/2014 (c6 hiéu luc ké tir ngay 01/01/2016)

- Ngh1 dinh s0 31/2014/ND-CP ngay 18 thang 4 nam 2014 cua Chinh phu
quy dinh chi tlet mot s6 diéu va bién _phap thi hanh Luat Cu trg;

- Ngh1 dinh so 105/2014/NB CP ngay 15 thang 11 ndm 2014 cua Chinh phu
quy dinh chi tlet va huéng dan thi hanh mét sb diéu cua Luat Bao hiém y té;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dlnh
chi tiét mot s6 didu va bién phap thi hanh Luat Ho tich (c6 hiéu luc ké tur
ngay 01/01/2016)

- Thong tu s6 80/2011/TT-BCA ngay 15/12/2011 cia B6 Cong an quy dinh
ve€ quy trinh dang ky cu tri;

- Thong tu s 36/2014/TT-BCA ngay 09/9/2014 ctia Bo Cong an quy dinh vé
bi€u mau su dung trong dang ky, quan 1y cu try;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 clia B Tu phéap quy dinh chi
tiét thi hanh mot sd diéu cua Luat Ho tich va Nghi dinh sO 123/2015/ND CP
ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét mot sé diéu va bién phap
thi hanh Luat Ho tich;
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CAP BAN SAO TU SO GOC

NOI DUNG QUY TRINH

1 | Piéu kién thyc hién Thii tuc hanh chinh
2 | Thanh phan hé so
+ Truong hop ndp truc tiép thi xuat trinh ban chinh hodc ban sao c6 ching
thyc gidy chimg minh nhén dan hodc ho chiéu con gia tri sir dung.
+ Trudng hop ngudi yéu cau cap ban sao tir s6 gbc giri qua buu dién thi phai
gui kem theo ban sao co chung thuc giay chimg minh nhan dan hodc ho
chiéu con gia tri str dung, phong bi dan tem ghi r6 ho t€n, dia chi nguoi nhan
cho co quan, to chiic cip ban sao.
+ Truong hop nguoi yéu cau 1a nguoi dai dién theo phap luat, nguoi dai dién
theo Uy quyén cua c4 nhan, t6 chiic dugc cap ban chinh; cha, me, con; Vo,
chong, anh, chi, em rudt; nguoi thy:a ké khac cugl ngudi dlg:(jc cap ban chinh
trong trudng hop ngudi do da chet thi phai xuat trinh gidy to chirmg minh
quan h¢ véi ngudi dugce cap ban chinh.
3 S6 lrgng ho so
01 bo
4 Thoi gian xur ly
Trong ngay lam viée (trudng hop tiép nhan yéu cau tir 15 h 00 thi tra két qua
vao ngay hém sau).
5 Noi tiép nhan va tra két qua
Bo phan TN&TKQ thi trin
6 L¢ phi
-8.000d/ ban sao trich luc
7 Quy trinh xir ly cong viéc
TT Trinh ty Trach Thoi | Bicu maw/
nhiém gian Két qua
Cong | Gio hanh | - S6 theo
B1 T6 chure, ca nhan guri ho so dé,n B6 phan | chuc bd | chinh tur doi, tiép
TN&TKQ thuoc UBND thi tran phan thr 2 dén | nhan ho
TN&TKQ | tht6 SO;
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(trungay | - Phiéu
nghi l1€) | tiép nhan
ho 50;
- phiu
hen
Xem xét, kiém tra hd so;
+ Truong hop ho so khong hop 1€, thi con
thong bao bang van ban cho t6 chic, ca chirc ghu 15 nad Kidm tra
B2 | nhan d& nghi dé hoan chinh hd so theo | T U¢PIW | 72 Ngay !
) trach linh | 1am vi¢c ho so
quy dinh; vie ‘
+ Truong hop ho SO day du, hop 1¢ thi '
chuyén sang budc tiép theo
- Ca‘n. clr vao s6 goc deé cap ‘E)an sao Chf? Lanh dao
nguoi yéu céu; noi dung ban sao phai UBND thi
gl}i theo ding ndi dung da ghi trong so thn ,
goc. . - Y2ngay | Cap ban
B3 cong chirc | .\~ 77
- Trong truong hop khong tim thiy so6 hu trach lam viéc sao
goc hodc trong s6 goc khong co thong Iiin.h vie
tin vé ndi dung yéu cau cip ban sao thi j
TP —HT
tra 101 bang vin ban cho nguoi yéu cau.
+ Tiép nhan két qua, 1y s, dong dau va Cong Gio hanh
vao s0; P A , \ ) 1A
B4 | + Tl:él két qué cho t0 chirc/ca nhén‘; CI;T:;EQ f}?;n; (;gn Tr(ilulget
+ Lay y kleP danh gia lién quan vé viéc ™ &TKQ thit 6
thuc hi€n cong viéc.

Co sé phap ly

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phtl vé cip ban
sao tir ban chinh, chimg thuc chit ky va chtng thuc hop dong, giao dich;

+ Thong tu s 01/2020/TT-BTP ngay 03 thang 3 ndm 2020 ctia Bo Tu phap
quy dinh chi tiét va huéng dan thi hanh mot sé Piéu ciia Nghi dinh sb
23/2015/ND-CP ngay 16/02/2015 ctia Chinh phi vé cdp ban sao tir ban
chinh, chirng thuc chir ky va chung thuc hop déng, giao dich.
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CHUNG THUC BAN SAO TU BAN CHINH GIAY TO,
VAN BAN DO CO QUAN, TO CHUC CO THAM QUYEN CUA
VIET NAM CAP HOAC CHUNG NHAN

NOI DUNG QUY TRINH

1 Diéu kién thwe hién Thu tuc hanh chinh

Ban chinh gidy to, vin ban can ching thuc. Ban chinh gidy to, vin ban
khong dugc ding lam co s¢ dé ching thuc ban sao:

+ Ban chinh bi t:fly x0a, stra chira, thém, bot nd1 dung khong hop 1€.

+ Ban chinh bi hu hdng, cii nat, khong xac dinh dugc ndi dung.

+ Ban chinh dong dau mat ciia co quan, to chirc ¢ tham quyén hoic khong
dong dau mat nhung ghi rd khong duogc sao chup.

+ Ban chinh ¢6 ndi dung trai phap luat, dao duc xa hoi; tuyén truyén, kich
dong chién tranh, chéng ché d6 xa hoi chu nghia Viét Nam; xuyén tac lich sur
cua dan tdc Viét Nam; xtic pham danh dy, nhan phém, uy tin cua ca nhan, t0
chtic; vi pham quyén cong dan.

+ Giay to, van ban do ca nhan ty 1ap nhung khong c6 xac nhan va dong dau
clia co quan, to chitc c¢6 thAim quyén.

2 Thanh phén ho so

Ban chinh gidy to, vin ban lam co O dé chimng thuc ban sa0 va ban sao can
ching thyc. Truong hop nguoi yéu cau chung thyc chi xut trinh ban chinh
thi co quan, to chirc tlen hanh chup tir ban chinh dé thyc hién ching thuc, trir
truong hop co quan, to chirc khong c6 phuong tién dé chup. Ban sao, chup tir
ban chinh dé thuc hién chtng thyc phai c6 day du cac trang da ghi thong tin
cua ban chinh.

3 So luong ho so

01 bo

4 Thoi gian xir ly

Trong ngay lam viéc (trudng hop ti€p nhan yéu cau sau 15h00 thi tra két qua
vao ngay hom sau).
Neéu vu viéc phurc tap duoc kéo thém thoi gian khong qua 2 ngay lam viéc

5 Noi tiép nhan va tra két qua
B0 phin TN&TKQ thi tran
6 Lé phi

2.000 dong/trang, t6i da thu khong qua 200.000 dong/ban

7 Quy trinh xir ly cong viéc
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TT Trinh tu Trach Thoi | Biéu mau/
nhiém gian Két qua
Gio hanh
) . ) Cong chinh tu )
B1 T chirc, cd nhan giri ho so dén B phan | chitc by | thir 2 dén | Tiép nhan
TN&TKQ thuoc UBND thi tran phan thir 6 ho so
TN&TKQ | (trir ngay
nghi 1€)
- Kiém tra ban chinh, d6i chiéu voi ban
sao, néu nd1 dung ban sao ding v&i ban
chmh thi thue hién chimg thuc nhu sau:
+ Ghi day du 1o chung_ ching thue ban Trong 01
sao tir ban chinh theo mau quy dinh; noa gl am
+ Ky, ghi 16 ho tén, dong dau cua co 9 ly
quan, to chtrc thuc hlen chiing thuc va Lanh d NV ec;
ghi vao s6 ching thye. UI%III\ID ?ﬁi S}lé;]u
D61 voi ban sao ¢6 tir 02 (hai) trang tro tAn. | ohic t )
B2 1€n thi ghi 101 chimg vao trang cudi, néu | . ran},lr g ue ka,p Kiém tra
ban sao co tu 02 (hai) to trd 1én thi phal cong calc | uoe ko ho so
hu trach thém
dong dau giap lai. I} h thoi o
Moi ban sao dugc chung thuc tor mot 'llzlP—IYIgI'C I?hlé%an
ban chinh gidy t&, vin ban hodc nhiéu uézg
ban sao dugc chung thuc tr mot ban n qé Iam
chinh gidy to, vdn ban trong cung mot gay
thoi diem dugc ghi mdt s6 ching thuc. viee.
- Truong hop khong du diéu kién chimg
thuc thi trd 101 bang van ban cho t6
chtrc, c4 nhan dé nghi
+ Tiep nhan két qua, 1ay s0, dong dau va cong Gi& hanh )
g | 12055 chirc b | chinhti | 17 K&t
ra két qué cho t6 chirc/ca nhan; han thir 2 dén qua:
+ LAy y kién danh gia lién quan vé viéc TNIZ&TKQ thit 6
thuc hién cong viéc.

Co s¢ phap ly

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phtl vé cip ban
sao tir ban chinh, chirmg thuc chit ky va chtng thuc hop dong, giao dich;

+ Thong tu s 01/2020/TT-BTP ngay 03 thang 3 nim 2020 cta Bo Tu phap
quy dinh chi tiét va huéng dan thi hanh mot sé Diéu ciia Nghi dinh sb
23/2015/ND-CP ngay 16/02/2015 ctia Chinh phii vé cdp ban sao tir ban
chinh, chtng thuc chit ky va chimg thuc hop dong, giao dich;

+ Thong tu s6 257/2016/TT-BTC ngay 11/11/2016 ctia Bo Tai chinh quy
dinh mirc thu, ché do thu, ndp, quan 1y, sir dung phi cong chimg; phi chiing
thuc; phi thAm dinh tiéu chuan, diéu kién hanh nghé céng ching; phi thAm
dinh diéu kién hoat dong van phong cong ching; 18 phi cap thé cong ching
vien.
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CHUNG THUC CHU KY TRONG CAC GIAY TO, VAN

BAN (Ap dung cho ca truwong hop ching thue dlem chi va truong

hop nguwoi yéu cau chirng thuwe khong ky, diém chi dugc)

NOI DUNG QUY TRINH

1 Diéu kién thuc hién Thi tuc hanh chinh
Truong hgp khong dugc chirng thyc chir ky
+ Tai thoi diém chimg thuc, ngu’m yéu cau chung thuc chir ky khong nhan
thirc va lam chu duoc hanh vi ctia minh.
+ Nguoi yéu cau chung thuc chir ky xuét trinh G1ay chirng minh nhan dan
hodac HO chiéu khong con gla tri sur dung hodc gia mao.
+ Glay to, van ban ma ngu’m yéu cau chu’ng thuc ky vao ¢6 ndi1 dung quy
dinh tai Khoan 4 Pidu 22 cua Nghi dinh s 23/2015/NDB-CP.
+ Gidy to, van ban c6 nd1 dung la_hop dong, giao dich, tru c4c truong hop
quy dinh tai Piém d Khoan 4 Didu 24 cia Nghi dlnh s0 23/2015/Nb-CP
hoac trudong hop phap luat c6 quy dinh khac.

2 Thanh phan hé so
+ Ban chinh hodc ban sao ¢6 chimg thyc Gidy chitng minh nhan din hodc HY
chiéu con gla tri sur dung,
+ Giay to, van ban ma minh s¢€ ky/dlem chi. Truong hop chu’ng thuc chir ky
trong gidy tO, vin ban bang tleng nuoc ngoal néu ngu’orl thuc hlen chung
thuc khong hidu 15 nd1 dung cua gidy to, van ban thi co quyen yéu cau ngu’0'1
yéu cau chung thyc nop kém theo ban dlCh ra tiéng Viét ndi dung cua gidy
to, van ban dé (ban dich khong can cong ching hodac chung thuc chir ky
ngudi dich, nguoi yéu cau ching thuc phai chiu trach nhiém vé ndi dung cua
ban dlch)

3 SO lrgng ho so
01 bo

4 Thoi gian xur ly
Trong ngay lam viéc (truong hop tiép nhan yéu cau sau 15h00 thi tra két qua
vao ngay hom sau).
Néu vu viée phure tap duoc kéo thém thoi gian khong qua 2 ngay lam viéc

5 Noi tiép nhan va tra két qua
Bo phan TN&TKQ thi tran

6 Lé phi
10.000 dong/truong hop

7 Quy trinh xir ly cong viéc

TT Trinh ty Trach Thoi | Biéu mau/
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nhiém gian Két qua

- S6 theo
Gio hanh | 900 ti€p

Ccong chinh tur nhg;g'ho

B1 T6 chirc, ca nhan giri hd so den Bo phan| chirc b | thir 2 dén ) théu
TN&TKQ thuoc UBND thj trin phan thr 6 tiép nhan
TN&TKQ | (trir ngay | "B
nghi15) | DOSG:
& - ph1eu
hen
- Kiém tra hd so yéu cau chung thuc, tu Irgngl aor%
cach hanh vi dan su ctua nhiing nguo1 gviyéC'
tham gia, nguo1 phién dich (néu c6). Lanh dao | Néu vu
- Ghi day du 161 ching chung thyuc chir e A
UBND thi Viéc
ky theo mau quy dinh; 4 ,
ran, phuc tap - X
B2 |- Ky, ghi 10 ho tén, dong dau cua to c6ne chire | duoe kéo Ki€m tra
chtic hanh nghe cong chu’ng thuc hién g : ho so

phu trach thém
linh vyc | thoi gian
TP-HT khong

chu:ng thuc va ghi vao so chu’ng thuc.
D61 voi gidy to, van ban co tir (02) hai
trang tro lén thi ghl 101 chufng vao trang

B3

cudi, néu giay to, van ban co tr 02 (hai) n qéualgm
to tro 1én thi phal dong dau giap lai. gviyéc
Gio hanh

+ Tiép nhan két qua, 1y s, dong dau va

vao so; B © i aA . 1A

+ Tra két qua cho t6 chirc/ca nhan; chirc bg | thir2 dén | Tra ket
phan thir 6 qua

+ LAy y kién danh gia lién quan vé viéc ' s
thuc hi€n cong viéc. TN&TKQ g;ﬁﬁ%?y

Cong chinh tur

Co sé phap ly

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cap ban
sao tu ban chinh, chung thyc chir ky va ching thuc h0’p dong, glao dich;

+ Thong tu sd 01/2020/TT-BTP ngay 03 thang 3 nam 2020 cua Bo Tu phap
quy dinh chi tiét va huéng dan thi hanh mot sé Dleu cua Nghi dinh s6
23/2015/ND-CP ngay 16/02/2015 cta Chinh phu vé cdp ban sao tir ban
chinh, chirg thyc chit ky va chung thyc hop ddng, glao dich;

+ Thong tu s0 257/2016/TT-BTC ngay 11/11/2016 cua B¢ Tai chinh quy
dinh muc thu, ché do thu, nop, quan ly, sit dung phi_ cong chung, phi chung
thuc; phi thim dinh tiéu chuan, diéu kién hanh nghé cong chu’ng, phi thim
dinh diéu kién hoat dong van phong cong ching; 1€ phi cap thé cong ching
vien.
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CHUNG THUC VIEC SUA POIL, BO SUNG HUY BO HOP

PONG, GIAO DICH
NOQI DUNG QUY TRINH

1 Diéu kién thuc hién Tha tuc hanh chinh
Viéc stra ddi, bo sung, huy bd hop d‘éng, giao dich da dugc ching thyc chi
dgqc thuc hién khi c6 théa thudn bang van ban ctia cac bén tham gia hop
dong, giao dich.

2 Thanh phan hé so
+ Hop déng, giaq dich da duoc ch&ng thl_J:g; ‘
+ Du thdo hop dong, giao dich stra d61, bo sung, hity bo hop dong, giao dich
da duoc chung thuc;
+ Trong truong hop ndi dung stra do6i, bo sung co lién quan dén tai san thi
nguoi yéu cau chimg thyc phai nop ban sao kem ban chinh dé d6i chiéu gidy
chtrg nhin quyén s& hitu, quyén sir dung hodc ban sao gidy to thay thé duogc
phap luat quy dinh d6i voi tai san ma phap luat quy dinh phai ding ky quyen
so hitu, quyén st dung, trir trudng hop ngudi lap di chuc dang bi cai chét de
doa dén tinh mang.

3 So lwgng ho so
01 bo

4 Thoi gian xir ly
Trong ngay lam viéc (trudng hop tiép nhan yéu cau sau 15h00 thi tra két qua
vao ngay hom sauy).
Neéu vu viéc phure tap dugc kéo thém thoi gian khong qua 2 ngay lam viée

5 Noi tiép nhin va tra két qua
Bo phan TN&TKQ thi tran

6 Lé phi
30.000 dong/hop dong, giao dich

7 Quy trinh xir ly cong viéc

TT Trinh ty Trach Thoi | Biéu mau/

nhiém gian Két qua
) . ) Cong | Gio hanh | L2 o
B1 To chirc, ca nhan g1 hd so dén B phan | chirc bd | chinh tur P N

TN&TKQ thuoc UBND thi trén phin | tht2 dén| DO SO:
TN&TKQ | thit 6
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- Kiém tra hd so yéu ciu ching thuc, tu
cach hanh vi dan su cua nhu:ng nguoi
tham gia giao dich (ty nguyén, minh
man, nhan thirc, 1am chil dugc hanh vi
cta minh,. )
- Ching klen cac bén tham g1a giao dich
ky hoac diém chi vao van ban, hop
dong; hoac xac minh chit ky trong van
ban, hop ddng
- Ghi 101 ching tuong ng voi tung loai
hop dong, giao dich theo mau quy dinh; Trona 01
ky, ghi o ho tén, dong dau cta co quan noa glélm
thuc hién chung thuc va ghi vao so gay :
Chu:ng thuc. Dbi véi hop dong, giao dich Lanh dao N\gﬁcx;u
co tu 02 (hai) trang tr¢ Ién, thi tung UBND thi vice
trang phai dugc danh so6 thu tu, co chiv trn, hite t )
B2 ky cta ngudi yéu cau chu’ng thu’c va a PRUC WP 1 1 iém tra
cong chirc duoc kéo | 1 x
nguodi thuc hién chung thuc; so6 lu’ong hu trach them ho so
trang va 101 chiung duogc gh1 tai trang Iiin.h vue | thoi eian
cudi cua hop dong, giao dich. Truong TP-HT khO%]
hop hop dong, giao dich c6 tur 02 (hai) ué29
t& tré 1én thi phai dong dau giap lai. N qél lam
Truong hop phal phién dich thi nguoi gay
phién dich c6 trach nhiém dich day du, viee.
chinh xdc nd1 dung cua hop dong, glao
dich, noi dung 161 chting cho nguoi yéu
cau chl'Ing thuc va ky vao tung trang
hop dong véi1 tu cadch 1a ngudi phién
dich.
- Thong béo bang vin ban cho co quan
da chirng thyc truéc day vé ndi dung
stra d6i, bd sung, thay thé, huy boé mot
phan hoac toan by di chuc dé ghi chu
vao Sb chung thuc hop dong, giao dich.
+ Tiep nhan két qua, 1dy s6, dong dau va Cong (zlll?nlllla?f? )
vao so; A 2 Tra két
B3 |+ Tra két qua cho to chtrc/ca nhan; Chlfl(i bo thltrh% c;en qua:
+ Lay ¥ kién danh gia lién quan vé viéc TNI:&?I'I:(Q (trl‘ILIrl 3
thuc hi€n cong viéc. nghi %é)y

Co s¢ phap ly

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phtl vé cip ban
sao tir ban chinh, ching thuc chit ky va ching thuc hop dong, giao dich;

+ Thong tu s6 01/2020/TT-BTP ngay 03 thang 3 ndm 2020 ctia Bo Tu phap
quy dinh chi tiét va hudng din thi hanh mot s6 Diéu ctia Nghi dinh sb
23/2015/ND-CP ngay 16/02/2015 ciia Chinh phii vé cdp ban sao tir ban
chinh, ching thuc chit ky va chimg thuc hop dong, giao dich;
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+ Thong tu s6 257/2016/TT-BTC ngay 11/11/2016 ciia Bo Tai chinh quy
dinh mirc thu, ché do thu, nop, quan ly, su dung phi cong ching; phi chung
thue; phi thim dinh tiéu chudn, diéu kién hanh nghé cong chimg; phi thAm
dinh diéu kién hoat dong van phong cong ching; 18 phi cap thé cong ching
vién.

SUA POI SAI SOT TRONG HQP PONG, GIAO DICH

NOI DUNG QUY TRINH

1 Diéu kién thuc hién Thi tuc hanh chinh

2 Thanh phan hé so
+ Ban sao Qiéy chiing minh nbﬁn dan hoac HO cl}iél} con ’gié tri st dung cua
nguoi yéu cau ching thyc (xuét trinh ban chinh dé doi chiéu);
+ Van ban thda thuan vé€ viéc stra 101 sai sot trong hop dong, giao dich da
duoc chl:Ing thuc
+ Hop dong, giao dich da duoc c‘hl'rng thuc; . ’
+ Ban sao gidy chimg nhén quyén s¢ hitu, quyén sir dung hodc ban sao gidy
td thay thé duoc phap luat quy dinh dbi vé6i tai san ma phap luat quy dinh
phai dang ky quyén s¢ hiu, quyen su dung trong truong hop hop déng, giao
dich lién quan dén tai san d6 (xuét trinh ban chinh dé d6i chiéu).

3 SO lrgng ho so
01 bo

4 Thoi gian xir ly
Trong ngdy lam viéc (trudng hop tiép nhan yéu cau sau 15h00 thi tra két qua
vao ngay hom sau).
Néu vu vi¢e phtrc tap duoc kéo thém thoi gian khong qua 2 ngay lam viéc

5 Noi tiép nhan va tra két qua
Bo phan TN&TKQ thi tran

6 Lé phi
25.000 dong/hop dong, giao dich

7 Quy trinh xir ly cong viéc

TT Trinh ty Trach Thoi | Bi€u mau/

nhiém gian Két qua
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Gio hanh
Cong chinh tir | 1.« a0
B1 T6 chic, ca nhan giri hod so den B6 phan | chic bd | thir 2 dén hg o
TN&TKQ thuoc UBND thj tran phan thr 6 ’
TN&TKQ | (trir ngay
nghi I¢)
+ Viéc stra 10i sai sot trong khi ghi chép,
danh may, in hop ddng, giao dich da Trong 01
duogc ching thyc dugc thuc hién theo ngay lam
théa thuan bang van ban cua cic bén viéc;
tham gia hop dong, giao dich, néu Néu vu
khong lam anh huorng dén quyén, nghla Lanh dao vigc
vu cua cac bén va dugc thuc hién tai co | UBND thi | phtc tap Sira I5i sai
B2 | quan da chung thye hO’p dong, giao tran, duoc kéo sot
dich. cong chirc | thém
+ Nguoi thuc hién chimg thuc gach TP-HT | thot gian
chan 101 sai sot can stra, dong dau cua co khong
quan thyc hién ching thyc va ghl vao qua 2
bén 1& cta hop dong, giao dich noi dung ngay lam
da sua, ho tén, chir ky ctia nguoi sua, viéc.
ngay théng nam sira.
+ Tiép nhan két qua, 1ay so, dong dau va Cong | Gid hanh o
vao s0; chic b | chinh tir Tra ket
B3 |+ Tra két qua cho t6 chirc/ca nhan; han | the 2 dé qua:
+ Lay ¥ kién danh gia lién quan vé viéc paan t 11’2, en
yy & 1 TN&TKQ |  thu 6
thuc hién cong viéc.

Co sé phap ly

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh pha vé cap ban
sao tir ban chinh, ching thuc chir ky va chimg thyc hop dong, giao dich;

+ Thong tu s6 01/2020/TT-BTP ngay 03 thang 3 nim 2020 ctia B6 Tu phap
quy dinh chi tiét va hudng din thi hanh mot s6 Piéu ctia Nghi dinh sb
23/2015/ND-CP ngay 16/02/2015 ciia Chinh phii vé cdp ban sao tir ban
chinh, chtng thuc chit ky va chimg thuc hop dong, giao dich;

+ Thong tu s6 257/2016/TT-BTC ngay 11/11/2016 cta B Tai chinh quy
dinh mirc thu, ché do thu, ndp, quan 1y, sir dung phi cong chirng; phi chiing
thuc; phi thim dinh tiéu chuan, diéu kién hanh nghé céng ching; phi thim
dinh diéu kién hoat dong van phong cong ching; 18 phi cap thé cong ching
vien.
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CAP BAN SAO CO CHUNG THUC TU BAN CHINH HQP
PONG, GIAO DICH PA PUQC CHUNG THU'C

NOI DUNG QUY TRINH
1 | Piéu kién thyc hién Thi tuc hanh chinh
2 | Thanh phan hd so
Nguoi yéu cau ching thuc xuét trinh ban chinh hodc ban sao c6 chimg thyc
Gidy chiing minh nhan dan hoac HO chi€u con gia tri str dung.
3 S6 hrgng ho so
01 bo
4 Thoi gian xur ly
Trong ngdy lam viéc (trudng hop tiép nhan yéu cau sau 15h00 thi tra két qua
vao ngay hom sau).
Neéu vu viéc phire tap dugc kéo thém thoi gian khong qua 2 ngay lam viéc
5 Noi tiép nhan va tra két qua
Bo phan TN&TKQ thi trin
6 L¢ phi
2.000 dong/trang, t6i da thu khong qua 200.000 dong/ban
7 Quy trinh xir ly cong viéc
TT Trinh ty Trach Thoi | Bicu maw/
nhiém gian Két qua
‘ , Cong Gio hanh Tiép nhan
B1 T6 chure, ca nhan guri ho so dé,n B6 phan | chuc bd | chinh t,L‘I' hg SO"‘
TN&TKQ thuoc UBND thi tran phan thar 2 dén ’
TN&TKQ | thua 6
- Kiém tra gidy t& do ngudi yéu cau cap Trong 01
ban sao c6 chung thyc tir ban chinh hop | Lanh dao | ngay lam
déng, giao’ dich xuat trinh. UBND thi viéc; Kidm tra
B2 |- Do6i chiéu voi ho so Iuu trir, néu cbd tran, Néu vu 10 so

trong hd so luu tri thi tién hanh chup tir | cong chic viéc
ban chinh hgp dong, giao dich dang| TP-HT | phuec tap
duoc luu trir va thuc hién chung thuc duoc kéo
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nhu sau: thém
+ Ghi ddy du 101 chimg chtng thyc chir thoi gian
ky theo miu quy dinh; khong
+ Ky, ghi 18 ho tén, dong diu cua co qua 2
quan, to chuc thuc hién chung thuc va ngay lam
ghi vao s6 ching thuye. viéc.
Dbi véi ban sao c6 tir 02 (hai) trang trd
1én thi ghi 16i chimg vao trang cudi, néu
ban sao c6 tir 02 (hai) to tr¢ 1€n thi phai
dong dau giap lai.
Mbi ban sao dugc ching thuc tir mot
ban chinh gidy to, vin ban hodc nhiéu
ban sao dugc ching thuc tor mot ban
chinh gidy to, van ban trong cling mot
thoi diém dugc ghi mot s chimg thyc.
- Truong hop khong cip ban sao thi tra
101 bang vin ban cho to chirc, ca nhin
yéu cau va néu 1d 1y do.
+‘T1e£)‘nhan két qua, lay so, dong dau va Cong Gid hanh o
vao 50, : chirc b0 | chinh tur Tra ket
B3 | + Tra két qua cho t6 chirc/ca nhan; A "~ 3A qua:
+ Lay y kién danh gia lién quan vé viéc phan thir 2 den
A A ' TN&TKQ | tha 6
thuc hi€n cong viéc.

Co sé phap ly

+ Nghi dinh s6 23/2015/ND-CP ngy 16/02/2015 ctia Chinh phu vé cap bén
sao tir ban chinh, ching thuc chit ky va chiing thuc hop dong, giao dich;

+ Thong tu s6 01/2020/TT-BTP ngay 03 thang 3 nim 2020 ctia B6 Tu phap
quy dinh chi tiét va huéng dan thi hanh mot sé6 Piéu ciia Nghi dinh sb
23/2015/ND-CP ngay 16/02/2015 ciia Chinh phii vé cdp ban sao tir ban
chinh, chtng thuc chit ky va chimg thuc hop dong, giao dich;

+ Thong tu s6 257/2016/TT-BTC ngay 11/11/2016 cta B Tai chinh quy
dinh mirc thu, ché do thu, ndp, quan 1y, sir dung phi cong chimng; phi chiing
thuc; phi thAm dinh tiéu chuan, diéu kién hanh nghé céng ching; phi thim
dinh diéu kién hoat dong van phong cong ching; 18 phi cap thé cong ching
vien.
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CHUNG THUC HQP PONG, GIAO DICH LIEN QUAN

PEN TAI SAN LA PONG SAN, QUYEN SU DUNG DAT,

NHA O
NOI DUNG QUY TRINH

1 | Piéu kién thyc hién Thii tuc hanh chinh

2 | Thanh phan hd so
+ Du thao hop déng, giao dich;
+ Ban sao Qiéy chiing minh nhén dan hodc Ho chiéu con goié t,ri sur ,dung cua
nguoi yéu cau chirg thue (xuat trinh kém theo ban chinh dé doi chiéu);
+ Ban saorgi:fly chirmg nhan quyén s hiru, quyén st dung hodc ban sao gidy
to thay thé dugc phap luat quy dinh d61 voi tai san ma phap luat quy dinh
phai dang ky quyén so hitu, quyén sir dung trong truong hop hop dong, giao
dich li€n quan dén tai san d6 (xuat trinh kem theo ban chinh dé doi chiéu).

3 S6 lrgng ho so
01 bo

4 Thoi gian xur ly
02 ngay lam viéc

5 Noi tiép nhan va tra két qua
Bo phan TN&TKQ thi trin

6 L¢ phi
50.000 dong/hgp ddong giao dich

7 Quy trinh xir ly cong viéc

TT Trinh tu Trach Thoi | Bieu mau/

nhiém gian Két qua
Cong Gio hanh Tiép nhan

B1 T6 chiic, ca nhan giri hd so den BO phan | chitc b | chinh twr hE K

TN&TKQ thudc UBND thi trin phan | the2dén| "5
TN&TKQ | thta 6

Xem xét, kiém tra ho so; A . > ¥

B2 | + Truong hop ho so khong hop 1€, thi cong chic | 01 ngay | Kiém tra

thong bao bang van ban cho t6 chirc, ca phy trach | lam viéc ho so
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nhin dé nghi dé hoan chinh ho so theo
quy dinh;

+ Truong hop ho SO day du, hop 1é thi
chuyén sang budc tiép theo

linh vuc

B3

- Kiém tra ho so yéu cau ching thuc, tu
cach hanh vi dan sy cua nhitng nguoi
tham gia giao dich (ty nguyén, minh
man, nhan thirc, lam chu dugc hanh vi
cua minh,...)

- Chirng kién céc bén tham gia giao dich
ky hoac diém chi vao van ban, hop
dong; hodc xdc minh chir ky trong van
ban, hop dong

- Ghi 161 chung tuong Umg véi tung loai
hop dong, giao dich theo mau quy dinh;
ky, ghi r0 ho tén, dong diu ctia co quan
thuc hién ching thuc va ghi vao sé
ching thuc. D61 voi hop dong, giao dich
co tor 02 (hai) trang tr¢ lén, thi tung
trang phai dugc danh sé thu tu, co6 chir
ky cta ngudi yéu cau ching thuc va
ngudi thuc hién ching thuc; s6 luong
trapg va 161 ching dugc ghi tai trang
cuoi cua hop dong, giao dich. Truong
hop hop dong, giao dich co tur 02 (hai)
t& trd 1én thi phai dong dau giap lai.
Truong hop phal phién dich thi nguoi
phién dich c6 trach nhiém dich day du,
chinh xdc nd1 dung cua hop dong, glao
dich, n¢1 dung 101 chu’ng cho nguoi yéu
cau chung thuc va ky vao tu’ng trang
hop dong vé6i tu cach 13 nguoi phién
dich.

Lanh dao
UBND thi
tran
cong churc
phu trach
linh vuc
Tu phap —
Ho tich

01 ngay

lam viéc

Két qua
chung
thuc hop
déng giao
dich

B4

+ Tiép nhan két qua, lay s6, dong dau va
vVao sé;

+ Tra két qua cho t6 chtrc/c4 nhan;

+ Lay ¥ kién danh gia lién quan vé viéc
thuc hi€n cong viéc.

01(1:1'1(:5011 gé

e b
TN&TKQ

Gio hanh
chinh tjr
thtr 2 dén
thir 6

Tra két
qua:

Co s¢ phap ly

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phi1 vé cap ban sao tir
ban chinh, chimg thuc chit ky va ching thuc hop dong, giao dich;

+ Thong tu s6 01/2020/TT-BTP ngay 03 thang 3 nam 2020 cua B Tu phap quy
dinh chi tiét va hudéng dan thi hanh mot s6 Piéu ctia Nghi dinh s6 23/2015/ND-CP
ngay 16/02/2015 ctia Chinh phu vé cip ban sao tir ban chinh, ching thuc chit ky va
chtng thuc hop dong, giao dich;

+ Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 ctia Bo Tai chinh quy dinh
mure thu, ché do thu, ndp, quan ly va s dung phi chirng thyec.
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CHUNG THUC DI CHUC
NOI DUNG QUY TRINH
1 | Piéu kién thyc hién Thii tuc hanh chinh
2 | Thanh phan hd so
+ Du thao di chuc;
+ Ban sao Giéy chiing minh nhén dan hodc Ho chiéu con goié t,ri sur ,dung cua
nguoi yéu cau chirng thye (xuat trinh kém theo ban chinh dé doi chiéu);
+ Ban saorgiéy chirg nhan quyén so hiru, quyén str dung hodc ban sao gidy
to thay thé dugc phap luat quy dinh d61 voi tai san ma phap luat quy dinh
phai dang ky quyén so hitu, quyén sur dung trong truong hop hop dong, giao
dich lién quan dén tai san do; trur truong hop nguoi lap di chic dang bi cai
chét de doa dén tinh mang (xuat trinh kém theo ban chinh dé doi chiéu).
3 S6 lrgng ho so
01 bo
4 Thoi gian xur ly
02 ngay lam viéc
5 Noi tiép nhén va tra két qua
Bo phan TN&TKQ thi trin
6 Lé phi
50.000 dong/hgp dong giao dich
7 Quy trinh xir ly cong viéc
TT Trinh tu Trach Thoi | Bicu maw/
nhiém gian Két qua
Cong Gio hanh Tiép nhan
B1 T6 chue, ca nhan gui ho so dén BO phén | chie by | chinh tur hg So-
TN&TKQ thuoc UBND thi tran phan thir 2 dén ’
TN&TKQ | tht 6
B2 | Xem xét, kiém tra ho so; cong chirc | 01 ngay | Xem xet,
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+ Truong hop hd so khong hop 18, thi
thong bao bang van ban cho t6 chiic, ca
nhan d¢ nghi dé hoan chinh hé so theo
quy dinh;

+ Truong hop hd so diy du, hop 18 thi
chuyén sang budc tiép theo

phu trach
linh vuc

lam viéc

kiém tra
ho so

B3

- Kiém tra hd so yéu cu chimg thuc, tu
cach hanh vi dan su cua nhiing nguoi
tham gia giao dich (ty nguyén, minh
man, nhan thic, lam chi duoc hanh vi
cua minh,...)

- Chung kién cac bén tham gia giao dich
ky hodc diém chi vao vin ban, hop
dong; hodc xac minh chit ky trong vin
béan, hop dong

- Ghi 161 chung tuong g véi tung loai
hop dong, giao dich theo miu quy dinh;
ky, ghi rd ho tén, dong diu ciia co quan
thye hién chimg thuc va ghi vao so
chtng thuc. Di voi hop dong, giao dich
co tr 02 (hai) trang tr¢ Ién, thi tung
trang phai dugc danh sb thir tu, co chit
ky ctia nguoi yéu cau chimg thuc va
nguodi thuc hién chung thuc; sb luong
trang va 101 chung dugc ghi tai trang
cubi ctia hop ddng, giao dich. Trudng
hop hop dong, giao dich c6 tir 02 (hai)
t& trd 16n thi phai dong dau giap lai.
Truong hop phai phién dich thi ngudi
phién dich c6 trach nhiém dich dﬁy du,
chinh xac ndi dung cta hop dong, giao
dich, néi dung 161 chung cho nguodi yéu
cau chung thuc va ky vio tiung trang
hop dong véi tu cach 1a nguoi phién
dich.

Lanh dao
UBND thi
trén,
cong chuc
phu trach
linh vuc
TP - HT

01 ngay
lam viéc

Két qua
ching
thuc di
chdc

B4

+ Tiép nhan két qua, 1y sd, dong dau va
Vo sO;

+ Tra két qua cho t6 chtrc/ca nhan;

+ Lay ¥ kién danh gia lién quan vé viéc
thuc hién cong viéc.

Cong
chuc bd
phan
TN&TKQ

Gi0 hanh
chinh tur
thtr 2 dén
tho 6

Tra két
qua

Co s¢ phap ly
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+ Nghj dinh sb 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phtl vé cip ban
sa0 tir ban chinh, ching thuc chit ky va ching thuc hop dong, giao dich;

+ Thong tu s6 01/2020/TT-BTP ngay 03 thang 3 nim 2020 ctua B6 Tu phap
quy dinh chi tiét va huéng dan thi hanh mot sé Diéu ctia Nghi dinh sb
23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cdp ban sao tir ban
chinh, chirng thuc chir ky va chirng thuc hop déng, giao dich;

+ Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 ciia Bo Tai chinh quy
dinh muc thu, ché do thu, ndp, quan Iy va sir dung phi chimg thuc.

CHUNG THUC VAN BAN TU CHOI NHAN DI SAN
NOI DUNG QUY TRINH

Pi¢u kién thwe hién Thi tuc hanh chinh

Thanh phan ho so

+ Du thao van ban tir choi nhan di san;

+ Ban sao Gidy chung minh nhan dan hodac HO chi€u con gia tri st dung cua
ngudi yéu cau ching thuc (xuat trinh kém theo ban chinh dé déi chiu);

+ Ban sao giéy chirng nhan quyén sé hitu, quyén st dung hodc ban sao gidy
td thay thé duoc phap luat quy dinh dbi vé6i tai san ma phap luat quy dinh
phai dang ky quyén s¢ hiru, quyen su dung trong truong hop hop dong, giao
dich lién quan dén tai san d6 (xuat trinh kém theo ban chinh dé dbi chiéu).

S6 lwgng ho so

01 b0

Thoi gian xur ly

02 ngay lam viéc

Noi tiép nhén va tra két qua

Bo phan TN&TKQ thi trin

L¢ phi

50.000 dong/hgp ddng giao dich

Quy trinh xir Iy cong viéc
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TT Trinh ty Trach Thoi | Bieu maw/
nhiém gian Két qua
- S theo
Gio hanh | 4% 1D
? ‘ , Cong chinh tur ZIO:CHI ©
B1 T6 chure, ca nhan gui h6 so dén B phén | chirc b | thor 2 dén | I;hiéu
TN&TKQ thuoc UBND thi tran phan thir 6 X A
« . | tiép nhan
TN&TKQ | (trtr ngay hd s
hi1d) | 05%
g - phiu
hen
Xem xét, kiém tra ho so;
+ Trudng hop hod so khong hop 1¢, thi
thong bao bang 'van ban cho té‘ chtrc, ca | cong chic 01 ngay
B2 | nhan dé nghi dé hoan chinh hd so theo | phu trach M vie
) - am viéc
quy dinh; linh vuc
+ Truong hop hd so day du, hop 18 thi
chuyén sang budc tiép theo
- Kiém tra hd so yéu cau chung thuc, tu
cach hanh vi dan sy cua nhirng ngudi
tham gia giao dich (ty nguyén, minh
man, nhan thire, 1am cha dugc hanh vi
cua minh,...)
- Chung kién cac bén tham gia giao dich
ky hodc diém chi vao vin ban, hop
ddng; hodc xac minh chit ky trong vin
béan, hop dong Lanh dao
- Ghi 101 chung tuong ting vé1 tung loai | UBND thi
hop dong, giao dich theo miu quy dinh; | trén, .
L 2 A as I A . | 01 ngay
B3 | ky, ghi o ho tén, dong déu cta co quan | cong chirc lam vidc
thuc hién ching thuc va ghi vao so6 | phutrach i
ching thue. DPdi véi hop déng, giao dich | Iinh vuc
co tor 02 (hai) trang tré lén, thi tuing | TP —HT

trang phai dugc danh sé thir tw, c6 chir
ky ctia ngudi yéu cau chimg thuc va
ngudi thyc hién ching thuc; s6 luong
trang va 101 chung duogc ghi tai trang
cubi cua hop dong, giao dich. Truong
hop hop dong, giao dich c6 tir 02 (hai)
td trd 18n thi phai dong dau giap lai.

Truong hgp phai phién dich thi nguoi
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phién dich c6 trach nhiém dich day du,
chinh xac ndi dung cua hop dong, giao
dich, nd1 dung 161 ching cho nguodi yéu
cau chimg thuc va ky vao ting trang
hop ddéng voi tu cach 1a ngudi phién
dich.

B4

Tra két qua: | L, , A Gio hanh | - S6 theo,
+ Ti€p nhan két qua, lay s6, dong dau va Cong chinh ty | doi tra két
Vao so; , , chitc by | thtr 2 dén | qua; ,

+ Tra két qua cho to chuc/ca nhan, han thtr 6 - Phi€u
+ Lay y kien danh gia lién quan vé viéc | TN&TKQ | (trir ngay lay y kién
thuc hién cong viéc. nghi I¢) | danh gia

Co so phap ly

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cap ban

sao tur ban chinh, chiing thuc chitr ky va chirng thuc hop dong,

+ Thong tu s6 01/2020/TT-BTP ngay 03 théng 3 pam 2020 cua

uy dinh chi ti€t va hudén
3/2015/ND-CP ngay

chinh, chiing thuc chur ky va chl'mg thyc h?{)/
ngay

+ Théng tu sO 226/2016/TT-BT

120 dich;

Bo Tu hap

dan th1 hanh mot s6 Djéu,cia Nghi dinh s6
16/02/2015 cua Chinh, phu vé cdp ban sao tr ban
dong, giao dich;
11/2016 cua Bo Tai chinh quy

dinh murc thu, ché do thu, ndp, quan ly va stir dung phi chirng thuc.

'CHUNG THU'C VAN BAN THOA THUAN PHAN CHIA
DI SAN MA DI SAN LA PONG SAN, QUYEN SU DUNG DAT,

NHA O

NOI DUNG QUY TRINH

Piéu kién thwc hién Thii tuc hanh chinh

Thanh phén hd so

+ Du thao van ban thoa thuan phan chia di san;

+ Ban sao Gidy chirng minh nhan dan hodac Ho chiéu con gid tri st dung cua
nguoi yéu cau ching thyc (xuat trinh kém theo ban chinh dé doi chicu);

+ Ban sao gidy ching nhan quyén so hitu, quyén sir dung hodc ban sao gidy
t thay thé dugce phap luat quy dinh ddi véi tai san ma phap luat quy dinh
phai ding ky quyén s& hitu, quyén sir dung trong truong hop hop dong, giao
dich lién quan dén tai san d6 (xuat trinh kém theo ban chinh dé ddi chiéu).

S6 luwgng hd so
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ky, ghi 6 ho tén, dong diu cta co quan
thuc hién chﬁgng thuc Vé} ghi vao so
chirng thuc. D61 voi1 hop dong, giao dich

01 bo
4 Thoi gian xur ly
02 ngay lam viéc
5 Noi tiép nhén va tra két qua
Bo phian TN&TKQ thi trin
6 L¢ phi
50.000 dong/hgp dong giao dich
7 Quy trinh xir ly cong viéc
TT Trinh tu Trach Thoi | Biéu miuw/
nhiém gian Két qua
Gio hanh
7 ‘ ’ Cong chinh tur Tiép nhan
B1 T6 chure, ca nhan giri ho so dép B6 phan | chic bd | thir 2 dén hg so"
TN&TKQ thuoc UBND thi tran phan thor 6 ’
TN&TKQ | (trr ngay
nghi 1¢)
+ Truong hgp ho so khong hop 1§, thi
thong bdo bang van ban cho to chue, ca cone chirc Xem xet,
nhan dé nghi d€ hoan chinh ho so theo £¢ 0l ngay | kiém tra
B2 ) phutrach | .| A A
quy dinh; ‘ ‘ finh vue lam viéc ho so;
+ Truong hop ho so day du, hop 1€ thi .
chuyén sang budc ti€p theo
- Kiém tra hd so yéu ciu chung thuc, tu
cach hanh vi dan su cua nhiing nguoi
tham gia giao dich (tu nguy¢én, minh ’
man, nhan thic, lam chi duoc hanh vi N Két qua
R Lanh dao ,
cua minh,...) UBND thi Chung
- Chung kién cac bén tham gia giao dich X ' thuc van
, < .2 ;s D , tran, R , ,
ky hodc diém chi vao van ban, hop | . . | 0l ngay | ban thoa
B3 | 3 . Y »- | cong chac | .7 Y ~
dong; hodc xac minh chir ky trong van hu trach lam viéc thudn
béan, hgp dong Pt phan chia
o , N . | linh vuc .. .
- Ghi }01 chirng tuong ung voi ting loai TP-HT di sdn ma
hop dong, giao dich theo mau quy dinh; di san
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co tr 02 (hai) trang tr¢ lén, thi tung
trang phai dugc danh sb thtr tu, c6 chir
ky cua ngudi yéu cau chung thyc va
nguoi thuc hién chung thuc; sb lugng
trang va 101 chung duogc ghi tai trang
cubi cua hop ddng, giao dich. Truong
hop hop ddng, giao dich co tir 02 (hai)
to tro 1én thi phai dong dau giap lai.

Truong hop phai phién dich thi ngudi
phién dich c6 trach nhiém dich day du,
chinh xac ndi dung ctia hop dong, giao
dich, nd1 dung 161 chung cho ngudi yéu
cau chung thuc va ky vio tiung trang
hop dong véi tu cach 1a nguoi phién

B4

dich.

+ Tiép nhan két qua, lay s6, dong dau va A .

Va0 s0; cong | Gig hanh |- g 14y
2 LAy A 1 1A chirc b | chinh tyr r

+ Tra két qua cho t6 churc/ca nhan; han thir 2 dén qua:

+ LAy y kién danh gia lién quan vé viéc | TN&TKQ |  tht 6
thuc hi€n cong viéc.

Co so phap ly

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cip ban
sao tir ban chinh, ching thuc chit ky va chimg thyc hop dong, giao dich;

+ Thong tu s6 01/2020/TT-BTP ngay 03 thang 3 nim 2020 ctia B6 Tu phap
quy dinh chi tiét va hudng din thi hanh mot sé Piéu ctia Nghi dinh sb
23/2015/ND-CP ngay 16/02/2015 ctia Chinh phi vé cip ban sao tir ban
chinh, chirng thuc chir ky va ching thuc hop déng, giao dich;

+ Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cta B Tai chinh quy
dinh murc thu, ché do thu, ndp, quan ly va sir dung phi chiing thuec.
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CHUNG THUC VAN BAN KHAI NHAN DI SAN MA DI
SAN LA PONG SAN, QUYEN SU DUNG PAT, NHA O

NOI DUNG QUY TRINH

1 | Piéu kién thyc hién Thi tuc hanh chinh

2 | Thanh phan hd so

+ Du thao van ban khai nhan di san;

+ Ban sao Giéy chirng minh nhan dan hoac Ho chiéu con gia tri st dung cua
ngudi yéu cau ching thuc (xuét trinh kém theo ban chinh dé dbi chiéu);

+ Ban sao gidy ching nhan quyén so hitu, quyén stir dung hodc ban sao gidy
t thay thé duoc phap luat quy dinh d6i vé6i tai san ma phap luat quy dinh
phai ding ky quyén so hitu, quyén su dung trong truong hop van ban khai
nhan di san lién quan dén tai san d6 (xuat trinh kém theo ban chinh dé d6i
chiéu).

3 S6 lrgng ho so

01 bo

4 Thoi gian xur ly

02 ngay lam viéc

5 Noi tiép nhan va tra két qua

B6 phan TN&TKQ thi tran

6 L¢ phi

50.000 dong/hgp ddong giao dich

7 Quy trinh xir ly cong viéc

TT Trinh ty Trach Thoi | Bicu maw/
nhiém gian Két qua

Cong Gio hanh
B1 T6 chirc, ca nhan giri hd so dén Bo phan | chiic by | chinh tur o so-

TN&TKQ thuoc UBND thi tran phin  |thae2dén| 5%
TN&TKQ | tht6

Ti€p nhan

gy |~ Trudng hop hd so khong hop 1¢, thi| Cong 01 ngay | Xem xét,
thong bao bang van ban cho t6 chic, cd | chuc phu | lam viéc kiém tra
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nhan dé nghi dé hoan chinh ho so theo
quy dinh;

+ Truong hop ho sg day du, hop 1¢ thi
chuyén sang budc tiép theo

trach linh
vuc

hd so;

B3

- Kiém tra ho so yéu cau ching thuc, tu
cach hanh vi dan su cua nhiing nguoi
thgm gia giao dich (tv nguyén, minh
man, nhan thirc, lam chu dugc hanh vi
cua mmh

- Ching klen cac bén tham gia giao dich
ky hoac diém chi vao van ban, hop
dong; hoeflq xac minh chit ky trong van
ban, hop dong

- Ghi 161 chung tuong g véi tung loai
hop dong, giao dich theo ,méu quy dinh;
ky, ghi 16 ho tén, dong dau cua co quan
thuc hién chung thuc va ghi vao so
chu:ng thuc. Poi v6i hop dong, giao dich
¢6 tir 02 (hai) trang trd 1én, thi ting
trang phai dugc danh sé thir tu, c6 chir
ky cua nguoi yéu cau ching thuc va
ngudi thuc hién chung thuc; s6 lugng
trang va lo1 ching dugc ghi tai trang
cudi cua hop dong, giao dich. Truong
hop hO’p dong, giao dich c6 tir 02 (hai)
t& tré 16n thi phai dong dau giap lai.
Truong hop phal phién dich thi nguoi
phién dich c6 trach nhi¢m dich day du,
chinh xdc nd1 dung cua hop dong, glao
dich, noi dung 1oi chu’ng cho ngu’m yéu
cau chung thuc va ky vao tung trang
hop ddng voi tu cach 14 ngudi phién
dich.

Lanh dao
UBND thi
trén,
cong chuc
phu trach
linh vuc
TP-HT

01 ngay

lam viéc

Két qua
Ching
thuc van
ban khai
nhan di
san

B4

+ Tiep nhan két qua, lay s6, dong dau va
Vao so;

+ Tra két qua cho to chirc/ca nhan;

+ Lay ¥ kién danh gia lién quan vé viéc
thuc hién cong viéc.

Cong
churc bo
phan
TN&TKQ

gio hanh
chinh tu
thir 2 dén
tho 6

Tra két
qua:

Co s6 phap ly

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phtl vé cip ban
sao tir ban chinh, chimg thuc chir ky va chtng thuc hop dong, giao dich;

+ Thong tu s 01/2020/TT-BTP ngay 03 thang 3 ndm 2020 ctia Bo Tu phap
quy dinh chi tiét va huéng dan thi hanh mot sé Diéu ciia Nghi dinh sd
23/2015/ND-CP ngay 16/02/2015 ctia Chinh phii vé cdp ban sao tir ban
chinh, ching thuc chit ky va chimg thuc hop dong, giao dich;

+ Thong tu s 226/2016/TT-BTC ngay 11/11/2016 ctia Bo Tai chinh quy
dinh murc thu, ché do thu, nop, quan 1y va st dung phi chirng thuc.
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GIAI QUYET YEU CAU BOI THUONG TAI CO QUAN

TRUC TIEP QUAN LY NGUOI THI HANH CONG VU GAY

THIET HAI
NOI DUNG QUY TRINH
1 | Piéu kién thyc hién Thii tuc hanh chinh
- C6 van ban cua co quan nha nudc c6 thim quyén xac dinh hanh vi cua
nguoi thi hanh cong vu 1a trai phdp luat va thudc pham vi trdch nhiém boi
thuong ctua Luat TNBTCNN;
- Co thiét hai thyc t€ do hanh vi trai phap luat ctua nguoi thi hanh cong vu
giy ra dﬁ)i v&1 ngudi bi thiét hai; ’
- C6 moi quan hé nhan qua gitra thi¢t hai thuc t€ xdy ra va hanh vi trai phéap
luét ctia nguoi thi hanh cong vu.
2 | Thanh phan hd so
- Pon yéu cau bdi thudng; 7 ‘
- Véan ban cua co quan nha nudc c6 thaim quyén xdc dinh hanh vi trai phap
luat cua nguoi thi hanh cong vu va tai liéu,chiing cr ¢6 lién quan.
3 S6 lrgng ho so
01 bo
4 Thoi gian xur ly
05 ngay lam viéc
5 Noi tiép nhan va tra két qua
Bo phan TN&TKQ thi trin
6 Lé phi
7 Quy trinh xir ly cong viéc
TT Trinh ty Trach Thoi | Bicu maw/
nhiém gian Két qua
Cong Gi0 hanh Tiép nhan
B1 To chirc, ca nhan g1 hd so dén BO phan | chirc bd | chinh tur hg SO’"

TN&TKQ thuéc UBND thj tran phan | tha 2 d&én
TN&TKQ | tha 6
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Xac minh thiét hai, thuong lugng viéc Cong
B2 bdi thudng; chitc Tu | 04 ngay | Xac minh
Tham muu Chu tich UBND thi tran ra phap — HO | lam viéc | thiét hai
quyét dinh giai quyét bdi thu’ong tich
Chu tich X . ;
A, a AL At s .| 01 ngay | Ky Quyét
B3 | Quyét dinh giai quyét boi thuong. UBtTé?l thi lim viéc dinh

8 Co so phap ly

- Luét Trach nhiém boi thuong cua Nha nude ngay 20/6/2017;

- Nghi dinh s6 68/2018/ND-CP ngay 15/5/2018 cua Chinh phii quy dinh chi
tiét va huong dan thi hanh mot s6 diéu ciia Luat TNBTCNN.

- Théng tu s6 09/2019/TT-BTP ngay 10/12/2019 ctia Bo Tu phap quy dinh
bién phéap hd trg, hudng din nguoi bi thiét hai thuc hién thu tuc yéu cau boi
thuong nha nudce.

- Théng tu s6 08/2019/TT-BTP ngay 10/12/2019 cta Bo Tu phap quy dinh
bién phap thuc hién chirc ning quan 1y nha nudc vé cong tac boi thudng nha
nudc.

Miu s6 02/BTNN
(Ban hanh kém theo Théng tw s6 09/2019/TT-BTP ngay 10/12/2019)

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phuc

Dia chit.ovecvececece e (B) et
S8 AHBN thOAT (MU COY: ettt ettt ene e

EMAIL (118U CO) ettt

Gidy to chimg minh nhan than:...............cco..cooeoeven.. (D)oo

Téi dé nghi Quy Co quan hudng dan thyc hién thu tuc yéu cau bdi thuong nha nudce nhu sau:

1. Noi dung yéu ciu huéng din

2. Van ban lam cén cir yéu cau boi thudng



(9)..., ngay ... thang ... nam
Ngudi yéu cau huéng din (10)

Huwong din siv dung Mdu sé 02/BTNN:

(1) Ghi tén co quan huéng dan.

(2) Ghi tén ca nhan, t6 chirc ¢6 yéu cau hudng dan

(3) Ghi noi cu tra tai thoi diém giri van ban yéu cau huéng dan. Neu nguoi yéu cau hudng
dan 13 c4 nhan thi ghi day du dia chi noi cu tra; néu ngudi yéu cau huéng dan 1a co quan, to
chirc thi ghi dia chi tru s¢ chinh ciia co quan, t6 chirc do.

(4) Ghi chirng minh nhan dan hodc can cudc cong dan hodc ho chiéu, s6, ngay cép, noi cap
loai glay to tuong tng cua ca nhan ngudi yéu cau hudng dan. Truong hop nguoi yéu cau
huéng dan 1a t6 chirc ghi s6, ngay cap, noi cap Quyét dinh thanh 1ap hoac Gidy ching nhan
dang ky doanh nghiép hodc Gidy ding ky ho kinh doanh hoac Gidy chtng nhan ding ky dau
tu, gidy phép hodc cac gidy to co gia tri nhu gidy phép theo quy dinh cta phép luat chuyén
nganh.

(5) Ghi mot trong cac truong hop:

- Nguoi bi thiét hai;

- Nguoi thura ké cua ngudi bi thi€t hai trong truong hop nguoi bi thiét hai chét; to chirc ké
thira quyén, nghia vu cua to chure bj thiét hai dd chAm dut ton tai;

- Nguoi dai dién theo phap luat cia nguoi bi thi€t hai thudc truong hop phai c6 nguoi dai dién
theo phap luat theo quy dinh ctia B¢ luat Dan sy;

- Cé4 nhan, phap nhan dugc nguoi bi thiét hai hoac nguoi thira ké cua nguoi bi thiét hai trong
truong hop nguoi bi thiét hai chét hodc t6 chirc ké thira quyén, nghia vu cua td chire bj thiét
hai d3 chidm dut ton tai hodc ngudi dai dién theo phap luat ctia nguoi bi thiét hai thudc truong
hop phai ¢6 nguoi dai dién theo phap luat theo quy dinh cua B luat Dan su uy quyén thuc
hién quyén yéu cau huéng dan.

(6) Ghi 16 nhirng ndi dung yéu cau hudng din theo quy dinh tai Diéu 6 Thong tu s6 09/TT-
BTP ngay 10/12/2019.

(7) Ghi tén van ban lam can ctr yéu cau boi thuong (s6 hiéu, ngay thang nam ban hanh, co
quan ban hanh va trich yéu ctia van ban).

(8) Ghi 15 céc loai gidy to, tai lidu co lién quan dén yéu cau bdi thudng (néu c).

(9) Ghi dia diém lam van ban yéu cau huéng dan.

(10) Truong hop 1a ca nhéan thi ky va ghi rd ho tén hodc diém chi. Truong hop 1 t chic thi
nguoi dai dién theo phép lut ciia to chirc ky, dong dau va ghi 1 ho tén.
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MAu s 03/BTNN
(Ban hanh kém theo Théng tw s6 09/2019/TT-BTP ngay 10/12/2019)

CO QUAN LAP SO.....ueeereerernereerennene

SO
TIEP NHAN, XU LY YEU CAU HO TRQ, HUONG DAN

Quyén $0: ...

Téng s0 trang: ......ccceeeeeneee

Thoi gian sir dung: .................

Thu truwdng co quan xac nhan

(Ky tén, dong dau)

Ghi ch(: Bia in trén gidy khuon kho A3

I HOAT PONG PHAT
LOAI VIEC Cafatiogts.F Mo
‘ : - SINH YEU CAU N
NGAY ‘ TAI LIEU, )
. | HQ VA | PIA . NOQI DUNG | GIAY TO CO (KET QUA
ST TIEP \ren femi | Jyuong | O8N | 1o | 1 | YEUCAU | LIENQUAN | XULY
NHAN HO TRO)| DAN | HANH |TUNG H/’ANH (néu co)
CHINH AN
@O @ 3 4) ®) (6) ) ) ©) (10) (11) (12)

Huoéng din sir dung Miu s6 03/BTNN:

Cot s0 1. Tht tu sb vu viéc tiép nhan.
Cot sb 2. Ghi rd ngay, thang, nim tiép nhan.
Cot s6 3. Ghi ho va tén nguoi yéu cau hd trg, hudng dan.

Cot 6 4. Ghi dia chi ctia nguoi yéu cau hd trg, huéng dan.

Cot so 5 va 6. Panh dau (X) vao 6 tuong g vdi yéu cau hd trg hodc yéu cau hudng dan.

Cot s6 7, 8 va 9. Panh dau (X) vao 6 twong tmg vi hoat dong phat sinh yéu cau hd tro,
huéng dan.
Cot sé 10. Ghi tom tét noi dung yéu cau ho tro, hudéng dan
Cot so 11. Liét ké tai liu, gidy to o li€n quan den yéu cau ho tro, huéng dan (néu c6).
Cot s6 12. Ghi két qua da xur 1y, giai quyét yéu cau hd trg, huéng dan.

Ghi ch(: Trang rudt, in trén gidy khuoén kho A3
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CONG NHAN TUYEN TRUYEN VIEN PHAP LUAT
NOI DUNG QUY TRINH

Pic¢u kién thue hién Thi tuc hanh chinh

Ngudi dugc cong nhin tuyén truyén vién phéap luat phai 1a nguoi c6 uy tin,

kién thirc, am hi€u v€ phap luat

Thanh phan hé so

Danh sach dé nghi cong nhan tuyén truyén vién phap lut ctia cong chire tu

phap - ho tich

S6 hrgng ho so

01 bo

Thoi gian xur ly

05 ngay lam viéc

Noi tiép nhan va tra két qua

L¢ phi

Quy trinh xir ly cong viéc

TT

Trinh tu

Trach
nhiém

Thoi gian

Biéu mau/
Két qua

Bl

Can ctr danh sach tu nguyén diang ky
tham gia 1am tuyén truyén vién phap
luat tir dia ban co s¢, thyc trang do1
ngil céng chirc cua UBND thi tran va
nhu cau xay dung doi ngli tuyén
truyén vién phap luat, cong chic tu
phap - ho tich ra soat, klem tra tinh
hop 1€ va day du cua cac gidy to ¢o
trong ho so, lap danh sach nguoi du
tiéu chuan trinh Chu tich UBND thi
trdn xem x¢ét, cong nhan tuyén truyen
vién phap luat.

Cong
chirc Tu
phap —
Ho tich

B2

Xem xét, ra quyét dinh cong nhan
tuyén truyén vién phap luat. Truong
hop tir chdi thi bang van ban, c6 néu

Chu tich
UB N,D
thi tran

05 ngay
lam viéc

Kiém tra ho
SO

Ky Quyét
dinh
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rd ly do.

8 Co so phap ly

- Luat Pho bién, gido duc phap luat nam 2012;

- Nghj dinh s6 28/2013/ND-CP ngay 04 thang 4 nim 2013 cua Chinh phu
quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat phd bién, gido duc
phap luat

- Thong tu s6 10/2016/TT-BTP ngay 22 thang 7 nim 2016 quy dinh vé bao
c4o vién phap luat, tuyén truyén vién phap luat

Uy ban MTTQ Xi........ccuun..... CONG HOA XA HQI CHU NGHIA VIET
Ban cong tac MTTQ thon (ban) NAM
Poc lap — Tw do — Hanh phic

~ DANH SACH TRICH NGANG ‘
NGUOI PUQC PE NGHI CONG NHAN TUYEN TRUYEN VIEN PHAP

LUAT
STT | Hova Ngay, Gioi | Chucvuy, | Trinh do | Dia chi Ghi
tén thang, tinh | chitc danh | chuyén | lién hé cha
nim sinh va don vi mon
cong tac

(néu co)

Nguoi 1ap biéu Truéng ban cong tic mit tran thon
(K, ghi r6 ho tén) (ban)
(Ky, ghi ro ho tén)
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CHO THOI LAM TUYEN TRUYEN VIEN PHAP LUAT

NOI DUNG QUY TRINH

1 | Diéukién thyc hi¢n Thii tuc hanh chinh
Viéc cho thoi lam tuyén truyén vién phap luat dugc thuc hién khi tuyén
truyén vién phap luat thuoc mot trong cac truong hop sau day:
- tht_rc, hién mot trong cadc hanh vi bi cam theo quy dinh tai Di€u 9 ctua Luat
pho bién, gido dyc phap luat;
- B1 Toa an lgét an va l?én an da co6 hiu luc phép luat;
- Bi han ché hodc mat nang lyc hanh vi dén su; - Khong con uy tin trong
cong dong dan cu.

2 | Thanh phan ho so

3 S6 luong ho so
01 bo

4 Thoi gian xu ly

5 Noi tiép nhan va tra két qua

6 L¢ phi

7 Quy trinh x1r Iy cong viéc

TT Trinh ty Trach | Thoi | Biéu miw/

nhiém gian Két qua

- Truong ban cong tac Mat tran 1ap danh
sach nhing nguoi thyfc truong hop quy
dinh tai khoan 1 Diéu 13 Thong tu s A
21/2013/TT BTP ngay 18 thang 12 nam Cor]g
2013 (mau s6 05 ban hanh kém theo Thong | chirc

Bl |tu) guri cong chirc Tu phap — HO tich tong Tu
hogp, trinh Chu tich UBND thi tran xem X€t, | phép —
ra quyét dinh cho thoi 1am tuyén truyén Vi€n | e tich

phap luat va thong b4o cho tuyén truyén
vién phap luat vé viéc dé nghi cho thoi lam
tuyén truyén vién phap luat.
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Trong truong h0’p tuyén truyén vién phap
luat vi 1y do sttc khoé, hoan canh gia dinh
hodc vi 1y do chinh dang khac ma xét thdy
khong thé hoan thanh nhiém vu thi xin tho6i
lam tuyén truyén vién phép luélp.

Pon xin théi lam tuyén truyén vién phap
luat duoc gui to1 cong chuc Tu phap HO
tich de trinh Chu tich UBND cap x4 ra
Quyét dinh cho thoi lam tuyén truyén vién
phap luat.

B2

Xem xét, ra quyét dinh cho théi lam tuy€n
truyén vién phap luat. Truong hop tir choi
thi bang van ban, c6 néu 10 ly do.

Cha )
tich Quyet
UBND dinh

Co so phap ly

- Luat Pho bién, gido duc phap luat naim 2012;

- Nghi dinh 56,28/20133/N]:)—CP ngay 04 thang 4 ndm 2013 cua Chinh phu
quy dinh chi tiét mot s6 di€u va bién phap thi hanh Luat pho bién, gido duc

phap luat

- Thong tu sb 10/2016/TT-BTP ngay 22 thang 7 nim 2016 quy dinh vé bao

c4o vién phap luat, tuyén truyén vién phap luat

Uy ban MTTQ Xi......cvvunnennn..
Ban cong tac MTTQ thon

CONG HOA XA HOQI CHU NGHIA VIET NAM
Doc lap — Tw do — Hanh phic

DANH SACH TUYEN TRUYEN VIEN PHAP LUAT THUQC TRUONG HQP

PE NGHI CHO THOI LAM TUYEN TRUYEN VIEN

STT | Ho Ngdy, |Gi6i| Chiecvu, | Pia | Quyétdinhcong | Lydo | Ghi
va thang, | tinh | chitc danh | chi | nhin tuyén truyén | théi lam | chi
tén | nim sinh vadonvi | lién hé | vién phap luat tuyén

cong tac (ghi 16 s6 Quyét truyén
(néu co) dinh, ngay, thang, Vién
nam ban hanh
Quyét dinh)
Nguoi 1ap biéu Trwéng ban cong tic mat tran thon

(Ky, ghi r6 ho tén)

(ban)
(Ky, ghi ro ho tén)
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CONG NHAN HOA GIAI VIEN

NOI DUNG QUY TRINH
1 | Piéu kién thyc hién Thii tuc hanh chinh
Nguoi duge dé nghi cong nhan 1a hoa giai vién phai dat trén 50% dai dién ho
gia dinh trong thon, td dan phd dong V.
2 | Thanh phan hé so
- Danh sach nguoi dugce dé nghi cong nhan la hoa giai vién
- Bién ban kiém phi€u hoac bi€n ban vé két qua bi€u quyét bau hoa giai vién
3 S6 hrgng ho so
01 bo
4 Thoi gian xur ly
05 ngay lam viéc
5 Noi tiép nhan va tra két qua
Bo phan TN&TKQ thi trin
6 L¢ phi
7 Quy trinh xir ly cong viéc
TT Trinh ty Trach Thoi | Bicu maw/
nhiém gian K¢ét qua
Tru:ong hop két qua bau hoa giai dap A Trorjg
ing ydu cau. Thi lap danh sach nguoi ClongA glo han‘h
duoc dé nghi cong nhan 1a hoa giai vién | chic by | chinh tir Tiép nhan
Bl | kém theo bién ban, kiém phiéu hoic bién phéan thr 2 dén hE ;
ban vé két qua biéu quyét bau hoa gidi | TN&TKQ | thu 6 0 80,
vién gtri Cha tich UBND thi tran qua bd | thi tran hang
phan TN&TKQ thuéc UBND thi tran ' tudn
Kiém tra hd so, trich ngang 1y lich cua Cong .
B2 ngudi dugc dé ngh1 chuc Tu | 04 ngay
Tham muu lanh dao UBND thi trin ra phap — HO | lam viéc
quyét dinh cong nhan tich
B3 | Xem xét, ra quyét dinh cong nhan hoa | Chutich |01 ngay | Quyét
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giai vién. Truong hop tir chdi thi bing
van ban, c6 néu 1o ly do.

U BN,D thi
tran

lam viéc

dinh

Co so phap ly

- Luat hoa giai & co sé nam 2013;

- Nghi quyét lién tich s6 01/2014/NQLT-CP-UBTUMTTQVN.

- Nghi dinh s 15/2014/ND-CP ngay 27/02/2014 cta Chinh phi Quy dinh

chi tiét mot s6 diéu va bién phap thi hanh Luat Hoa giai & co s




115

CONG NHAN TO TRUONG TO HOA GIAI

quyét dinh cong nhan

tich

NOI DUNG QUY TRINH
1 | Piéu kién thyc hién Thii tuc hanh chinh
Ngum dugc cong nhén la t0 tru’ong t0 hoa g1a1 phéi dat trén 50% s0 hoa giai
vién ctia to hoa giai dong v va la nguoi c6 s phiéu bau cao nhit.
2 | Thanh phan hé so
- Vian ban dé nghi cong nhan t6 trudng té hoa giai. o o
- Bién ban kiém phi€u hodc bi€n ban vé ket qua biéu quyét vé viéc bau t6
trudng to hoa giai.
3 S6 hrgng ho so
01 bo
4 Thoi gian xur ly
05 ngay lam viéc
5 Noi tiép nhan va tra két qua
Bo phan TN&TKQ thi trin
6 L¢ phi
7 Quy trinh xir ly cong viéc
TT Trinh ty Trach Thoi | Bicu maw/
nhiém gian K¢ét qua
Trudng ban cong tac Mat tran lam van ) Trorjg
ban dé nghi cong nhan td trudng t6 hoa ClongA glo han‘h P
giai kem theo bién ban klem phleu hogc | chucbd | chinhtur | Tiép nhan
Bl |bién ban Ve ketq qua biéu quyét vé viéc phan thr2dén | ho so;
bau to truong t6 hoa giai, giri Chu tich | TN&TKQ | tht 6
UBND thi tran qua b phan TN&TKQ | i tr4 han
thuéc UBND thi tran Hrat tud g
uan
Kiém tra hd so, trich ngang 1y lich cta Cong . )
B2 ngudi duoc dé ngh1 chic Tu | 04 ngay | Ki€mtra
Tham muu linh dao UBND thj trén ra | phap — Ho | lam viéc ho so
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Xem xét, ra quyet dinh cong nhan t6 | Chu tich ; £
B3 | truong t6 hoa giai. Tru’O'ng hop tir chdi | UBND thi ?1 ngg}/ %l.lyﬁt
thi bang van ban, c6 néu rd 1y do. trAn am viee n
8 Co sé phap ly

- Luat hoa giai & co sé nam 2013;

- Nghj quyét lién tich s6 01/2014/NQLT-CP-UBTUMTTQVN.
- Nghi dinh s6 15/2014/ND-CP ngay 27/02/2014 cua Chinh phu Quy dinh
chi tiét mot s6 di€u va bién phéap thi hanh Luat Hoa gidi ¢ co s&
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CHO THOI LAM HOA GIAI VIEN

NOI DUNG QUY TRINH
1 | Piéu kién thyc hién Thii tuc hanh chinh
Vi¢c thoi lam hoa giai vién dugce thuc hién trong cac truong hop sau day:
- Theo nguyén vong cua hoa gidi vién; q
- Hoa gidi vién khong con dép trng mdt trong céc ti€éu chuan quy dinh tai
Diéu 7 cua Luat hoa giai ¢ co so;
- Vi pham nguyén tac t6 chtic, hoat dong hoa giai & co s theo quy dinh tai
Piéu 4 cua Luat hoa giai ¢ co so hodc khong co diéu kién tiép tuc lam hoa
giai vién do bi xtr 1y vi pham phap luét.
2 | Thanh phan hd so
Vin ban dé nghi ra quyét dinh thoi lam hoa giai vién
3 S6 lrgng ho so
01 bo
4 Thoi gian xur ly
05 ngay lam viéc
5 Noi tiép nhan va tra két qua
Bo phan TN&TKQ thi trin
6 L¢ phi
5.7 | Quy trinh xir ly cong viéc
TT Trinh ty Trach Thoi | Bicu maw/
nhiém gian Két qua
Truong ban cong tac Mt tran phdi hop ClﬁngA Gidhanh | —.. ..
voi trudng thon, lam yan ban de nghi | chirc bd chinh tir Tlep nhan
B1 | Chu tich UBND thi tran ra quyét dinh phan hit 2 dé ho so;
thdi 1am hoa gidi vién qua bd phan TN&TKQ L u 2 den
TN&TKQ thudc UBND thi tran. thi trdn | U6
Kiém tra hd so, trich ngang 1y lich cua Cong . )
B2 ngudi dugc dé nghi chuc Tu |04 ngay | Kiém tra

Tham muu lanh dao UBND thj trin ra phap — HY | lam viéc hd so
quyét dinh tich
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Xem xét, ra quyét dinh cho thoi lam hoa | Chu tich s 4
B3 | gidi vién. Truong hop tir chéi thi bing | UBND thi ?1 ngay guiet
vin ban, ¢6 néu 10 1y do. trAn amviee | din
8 Co so phap ly

- Luat hoa giéi 0 cO SO nam 2013;

- Nghi quyet lién tich s6 01/2014/NQLT-CP-UBTUMTTQVN.

- Nghi dinh 6 15/2014/ND-CP ngay 27/02/2014 cua Chinh phu Quy dinh

chi tiét mot s6 di€u va bién phéap thi hanh Luat Hoa gidi ¢ co s&
MAu s6 08
XA CONG HOA XA HOI CHU NGHIA VIET NAM

Doc 13p - Tw do - Hanh phuc
Thon: ... e
.., NEAy ... thang ... nam....
GIAY PE NGHI
Vé viéc théi 1am hoa giai vién
Kinh giri: Cha tich Uy ban nhan dan xa................

Can clr & nghi ctia t6 trudng t0 NOA GIATt. . ...oeveeeeeeeeeeeeee e e,
vé viéc théi lam hoa giai vién, dé nghi Chu tich UBND x&
.................................... xem xét, quyét dinh thoi 1am hoa gidi vién doi véi
ong (bA):.....oooiii e,
Q18 Chleeeeniiiieeee
Ly do thoi lam hoa giai
VI s

TRUONG THON TRUONG BAN CONG TAC MAT

(Ky va ghi ro ho tén) TRAN

(Ky va ghi ro ho tén)
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THANH TOAN THU LAO CHO HOA GIAI VIEN

NOI DUNG QUY TRINH
1 Diéu kién thuc hién Tha tuc hanh chinh
- Vu, viéc dugc tién hanh hoa giai va da két thic theo quy dinh tai Didu 23
cua Luat hoa giai ¢ co s&; ‘
- Hoa giai vién khong vi pham nghia vu quy dinh tai Di€u 10 Luat hoa gidi &
CO SO.
2 | Thanh phan hd so
Giéy dé nghi thanh toén thu lao f:ﬁa hoa giai yiép C(')‘ghi r0 ho, tén, dia chi
cua hoa gidi vién; tén, dia chi t6 hoa giai; s6 tién dé nghi thaph toan; noi
dung thanh toan (c6 danh sach cac vy, viéc trong truong hop dé nghi thanh
toan !thl lao chp nhi€u vy, vi¢c); chit ky cua hoa giai vién; chir ky xdc nhan
cua to truong to hoa giai. o , ‘ ’
Xuat trinh S6 theo do1 hoat dong hoa giai & co s& d€ doi chiéu khi can thiét.
3 So lwgng ho so
01 bo
4 Thoi gian xir ly
05 ngay lam viéc
5 Noi tiép nhan va tra két qua
Bo phan TN&TKQ thi tran
6 Lé phi
7 Quy trinh xir ly cong viéc
TT Trinh tu Trach Thoi | Biéu mau/
nhiém gian Két qua
2 ) X 1a SUERTN A A . Cong S 1
T6 truong to hoa gidi 1ap ho so dé nghi , 2. | Giohanh | .« .
2 T chuc bd - . | Tiép nhan
B1 thanh toan thu lao cho hoa giai vién. qua phan chinh tur ho so:
bd phin TN&TKQ thudéc UBND thi i thir 2 dén ’
X TN&TKQ |
tran. X thir 6
thi tran
Kiém tra hé so, Tham muu lanh dao Cong 04 nad Kidm tra
B2 | UBND thi tran ra quyét dinh thanh toan | chac Tu | | g.Ay A
) T . ~ | lam viéc ho so
thu lao cho hoa giai vién phap — HO
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tich
Xem xét, ra quyét dinh thanh toan thu | Chu tich \ X
B3 |lao cho hoa giai vién. Truong hgp tir | UBND thi Ql ngay nget
IR SR A e X lam viéc dinh
choi thi bang van ban, c6 néu 10 ly do. tran
8 Co s6 phap ly

- Luat hoa giai & co sé nam 2013;

- Nghj quyét lién tich s6 01/2014/NQLT-CP-UBTUMTTQVN.
- Nghi dinh s6 15/2014/ND-CP ngay 27/02/2014 cua Chinh phu Quy dinh
chi tiét mot s6 di€u va bién phéap thi hanh Luat Hoa gidi ¢ co s¢
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PANG KY VIEC NUOI CON NUOI TRONG NUOC
NOI DUNG QUY TRINH

Pic¢u kién thue hién Thi tuc hanh chinh

Ngudi nhan con nudi phai c6 di diéu kién sau:

+ C6 nang lyc hanh vi dan su day du;

+ Hon con nudi tir 20 tudi tré 1én - khong ap dung d6i véi truong hop cha
duong nhan con riéng ctia vo, me ké nhan con riéng cua chong 1am con nudi
hoac c0, cau, di, chu bac rudét nhan chau lam con nudi;

+ Co diéu kién vé stuc khoe, kinh té, chd & bao dam viée chim séc, nudi
dudng, gido dyuc con nudi - khong ap dung ddi véi trudng hop cha duong
nhan con riéng cla vo, me ké nhan con riéng cua chéng lam con nuoi hoac
c0, cau, di, chu bac rudt nhan chau lam con nuoi;

+ Co tu cach dao durc tdt.

Cac truong hop khong dugc nhan con nuoi:

+ Pang bi han ché mot sb quyén cua cha, me dbi v4i con chua thanh nién;

+ Pang chap hanh quyét dinh xir Iy hanh chinh tai co s& gido duc, co s& chira
bénh;

+ Pang chap hanh hinh phat tu;

+ Chua dugc x06a an tich v& mot trong cac t0i ¢ ¥ xAm pham tinh mang, stc
khoe, nhan pham, danh du cua nguoi khac; nguoc dai hoac hanh ha 6ng ba,
cha me, vo chéng, con, chau, ngudi c6 cong nudi dudng minh; du do, ép
buoc hoac chura chép ngudi chua thanh nién vi pham phéap luat; mua ban,
danh trao, chiém doat tré em.

Tré em dwoc nhin 1am con nudi phai cé di cac diéu kién sau:

+ La tré em dudi 16 tudi; néu tré em thudc truong hop duoc cha duong, me
ké, co, cu, di, chu, bac rudt nhan 1am con nudi thi dén dudi 18 tudi;

+) Tré em bi bo roi, tré em md ¢di ca cha va me, tré em khong noi nuong
tua;

+) Mot nguoi chi dugc lam con ctia mot nguodi doc than hodc cua ca hai
ngudi 13 vo chong.

Thanh phan hd so

Ho so ciia ngudi nhan con nudi:

- Pon xin nhan con nudi;

- Ban sao Ho chiéu, Chirng minh nhan dan hodc gidy to co gia tri thay thé;

- Phiéu Iy lich tu phap;

- Van ban xac nhan tinh trang hon nhan;

- Gidy kham strc khoe do co s6 y té cAp huyén tro 18n cap;

- Vin ban xac nhan hoan canh gia dinh, tinh trang chd ¢, diéu kién kinh té do
UBND cép x4 noi nguoi nhan con nudi thudng tra cap.

HO so ciia ngwdi dwoe nhian 1am con nudi:
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- Giy khai sinh;

- Gidy kham strc khoe do co quan y té cap huyén tré 1én cap;

- Hai anh toan than, nhin thang chup khong qua 06 thang;

- Bién ban xac nhan do Uy ban nhan dan hodc Cong an cip xa noi phat hién
tré bi bo roi 1ap ddi voi tré em bi bo roi; Giéy ching tr cia cha dé, me dé
hodc quyét dinh cua Toa an tuyén bd cha dé, me dé cua tré em 1 da chét doi
v6i tré em md cdi; quyét dinh cua Toa an tuyén bb cha d¢, me dé cua nguoi
dugc gioi thiéu lam con nudi mat tich d6i v6i nguoi duge gidi thiu lam con
nudi ma cha dé, me dé mat tich; quyet dinh cua Toa an tuyén bd cha dé, me
dé cta ngudi dugc gidi thiéu lam con nudi mat ning luc hanh vi dan su d6i
v6o1 ngudi duge gidi thi€u lam con nudi ma cha dé, me dé mat nang luc hanh
vi dan su;

- Quyét dinh tiép nhan ddi véi tré em & co s& nudi dudng.

3 S6 lrgng ho so
01 bo
4 Thoi gian xur ly
30 ngay lam viéc
5 Noi tiép nhan va tra két qua
Bo phan TN&TKQ thi trin
6 L¢ phi
- Mtc thu 1€ phi: 400.000d/truong hop.
- Mién 1é phi dang ky nudi con nudi trong nudc dbi voi trudng hop cha
duong hodc me ké nhan con riéng cta vo hodc chong lam con nudi; ¢, ciu,
di, chu, bac ruqt nhan chau lam con nudi; nhan cac tré em sau day lam con
nuoi: Tré khuyét tat, nhiem HIV/AIDS hoac mac bénh hi€ém nghéo theo quy
dinh cua Luat nu6i con nudi va van ban hudng dan; nguoi c6 cdng voi cach
mang nhan con nuoi.
7 Quy trinh xir ly cong viéc
TT Trinh tu Trach Thoi | Bicu miw/
nhiém gian Két qua
Cong Gi0 hanh Tiép nhan
B1 T6 chue, ca nhan gui ho so dén Bo phén | chie b | chinh tur hd 50. ‘
TN&TKQ thuoc UBND thi tran phan thor 2 dén ’
TN&TKQ | thu 6
B2 + Nghién ctu, tim hiéu tdim tu,| C6ng 10 ngay | Kiém tra
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nguyén vong va hoan canh cua nhiing
nguoi lién quan.

+ Truong hop nguoi duogc nhan lam
con nudi ¢6 cha me dé, thi kiém tra viéc
cha me dé co6 thdéa thuan véi cha me
nudi dé giit lai quyén, nghia vu dbi vai
con va cach thuc thyc hién quyén, nghia
vu do sau khi da cho lam con nuoi.

- Ly y kién cta nhimg nguoi co lién
quan:

+ Tu van dé tré em tiép tuc duoc
cham soc, nuoi dudng, gido duc phu hgp
véi diéu kién va kha nang thuc té cla
gia dinh;

+ Tu van dﬁy du cho cha me dé hoac
nguoi giam ho vé muc dich nudi con
nudi; quyén va nghia vy phat sinh gitra
cha me nudi va con nudi sau khi ding
ky nudi con nudi; vé viéc cha me dé sé
khong con cac quyén, nghia vu chim
soc, nudi dudng, cép dudng, dai dién
theo phap luat, boi thuong thiét hai,
quan 1y, dinh doat tai san riéng d6i voi
con d3 cho 1am con nudi néu cha me dé
va cha me¢ nudi khong cod thoa thudn
Khéc;

+ Giai thich cho nhiing nguodi lién
quan vé quyén thay doi y kién dong y
trong thoi han 15 ngay ké tir ngay duogc
ldy v kién dong y. Hét thoi han nay,
nhiing nguoi lién quan khong dugc thay
dbi v kién vé& viéc cho tré em lam con
nuoi;

chic Tu
phap — Ho
tich

lam viéc

ho so:

B3

Ti€p nhan y kién thay do6i vé dong y
viéc cho tré lam con nuoi (néu cd) cua
nhitng nguoi cé lién quan

Cong
chuc TP-
HT

15 ngay
lam viéc

B4

- T6 chuc ding ky nudi con nudi, trao
Gidy chtng nhan nudi con nudi cho cha
me nuoi, cha me dé hoac ngudi gidm hd
hodc dai dién co s& nudi dudng, td churc
giao nhan con nudi va ghi vao sé ding
ky viéc nudi con nudi;

Lanh dao
UBND thi
tran

05 ngay,
ké tir
ngay hét
han thay
d6i y
kién

Gidy
chung
nhan
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- Truong hop tir chdi dang ky, phai tra
101 bang vin ban cho ngudi nhan con
nudi, cha me dé hoac nguoi gidm hd
hodc dai dién co s& nudi dudng.

dong y

+ Tiép nhan két qua, 1ay so, dong dau va

Ccong Gio hanh

thuc hién cong viéc.

vao so; .2 , . Tra két
2 1 A \ X 4. 1a chirc b0 | chinh tur \
+ Tra két qua cho t6 churc/ca nhan; A © ~ 4A qua:
X 1A s C1eA A phan thir 2 dén
+ Lay y kién danh gié li€n quan vé viéc TN&TKQ | thtr 6

8 Co so phap ly

- Luat nuoi con nuo6i 2010;
- Nghi dinh sO 24/2019/ND-CP ngay 05 thang 3 nam 2019 cua Chinh phu
stra d0i, bo sung mot sé diéu cua Nghi dinh 19/2011/Nb-CP ngay 21 thang 3
nam 2011 caa Chinh phu quy dinh chi tiét thi hanh mot s6 diéu ctia Luat nudi
con nuéi;
- Thong tu s6 24/2014/TT-BTP ngay 29 thang 12 nim 2014 ctia Bo Tu phap
stra d6i, bd sung mot sd diéu cta Thong tu s6 12/2011/TT-BTP ngay 27
thang 6 nam 2011 ctia B6 Tu phap vé viéc ban hanh va hudng din viéc ghi
chép, luu trit, str dung biéu mau nudi con nudi;

CONG HOA XA HQI CHU NGHIA VIET NAM

Mdu TP/CN-2014/CN.02

Poc lap - Tu do - Hanh phuc

Anh 4 x 6cm Anh 4 x 6 cm
PON XIN NHAN CON NUOI
(Dung cho truong hop nudi con nudi trong nudc)
Kinh glri: ..o
Chung t6i/toi la:
Ong Ba

Ho va tén

[Ngay, thang, ndm sinh

[No1 sinh

Dan tdc
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Qudc tich

Nghé nghiép

[Noi thuong tra

S6 Gidy CMND/H6 chiéu

[Noi cap

Ngay, thang, nim cap

Dia chi lién h¢

Dién thoai/fax/email

Co6 nguyén vong nhdn tré em dwdi dday lam con nudi:

Hovatén: ..., Giditinh:.......o
Ngay, thang, nam SINN: ... e e
N T SN L e
Dantoc: oovv Quéc tich: Tinh trang strc khoe: ......................
Noi dang ky ho Khau thuong tri: .........eeee e

Noi dang cu tra:
o0 Gia dinh:

Ho va tén

[Ngay, thang, nam sinh

Dia chi lién hé

Dién thoai,/fax/ email

Quan h¢ vdi tré em dugc nhan
lam con nudi

O CO SO NMUOT AUONE: ..ttt et et et ee e
LY do nhAn COM MUOT: . ..unent et

Néu duoc nhan tré em 1am con nudi, chung t61/t61 cam két s& cham soc, nudi dudng, gido duc
tré em nhu con dé ctia minh va thuc hién moi nghia vu ciia cha me ddi v6i con theo quy dinh
clia phap luat. Chiing t6i/tdi cam két trong thot han ba nam, ké tir ngay giao nhan con nudi,
dinh ky 06 thang mdt 1an, giri thong bao vé tinh trang phat trién moi mit cta con nudi (co
kem theo anh) cho ... noi ching t61/t61
thuong tru.

DB NEGNE ..t xem xét, giai quyét.



ey NQAY e thang ........ AAM oo e e
ONG BA
(Ky, ghi ro ho tén) (Ky, ghi 1o ho tén)

Mdu TP/CN-2011/CN.06

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phiic

TO KHAI HOAN CANH GIA PINH CUA NGUOI NHAN CON NUOI
PHAN TU KHAI CUA NGUOI NHAN CON NUOI

1. Ong:
Ho Vatln: .o Ngay sinh: ...,
N T SN L e
S6 Gidy CMND: ................... NOTCAP: e Ngay cap: .........
NEHE NERIBD: ..o el
D2 IR 41803 0T o
Tinhtrang hON NNAN: ... e
2. Ba:
Ho VA BN L Ngay sinh: .....................
N T SN L
S6 Gidy CMND: ......ooevveeiinn. . NOTCAP: weveee el Ngay cap ...........
NEGHE NGRIBD: ..o
D2 1R 418 03 0T o

TiNhtrang hOn NNAN: ...

4. Hoan canh kinh té:
N R O oo
= MG thU NP o e e

= CAC AL SAN KA, o oot

ey NQAY e thang ........ AAM oie e e
ONG BA
(Ky, ghi ré ho tén) (Ky, ghi ro ho tén)

Y Kkién ciia T truwéng t6 dan phd/Truéng thon vé ngudi nhan con nudi:



....... oeeee, NQAY ... thANg.....ndm ...
To trwéng dan pho/Trwéng thon
(Ky, ghi rd ho tén)

............... ngay ..... thang.....nam ... .....
Nguoi xac minh
(Ky, ghi rd ho tén)

Xac nhén ciia UBND xa/phuwong/thi trin

e , NQay ... th?ng ..... nam ...
TM. UBND XA/PHUONG/THI TRAN
(Ky, ghi ré ho tén, chitc vu va dong dau)

Mdu TP/CN-2014/CNNNg.05

VAN BAN VE PAC PIEM, SO THiCH, THOI QUEN PANG LUU Y CUA TRE EM
I. THONG TIN VE TRE EM:
Ho VAaten: ..o Giditinh: ...
Ngay, thang, nam SINN: ... e e,
N OT ST et
Ly do tiép nhan vao co s nudi dudng:
0 Mb coi
o Bi bé roi

0 Tré em c6 hoan canh dac biét khac (néu rd hoan canh dac bi€t): .......................o...l.

II. TINH TRANG SUC KHOE CUA TRE EM:

1. Tinh trang strc khée khi sinh ra/hoic khi dwoc tiép nhin vao co sé nudi dudng:



2. Tinh trang sirc khoe hién tai: Chiéu cao: ..................... Cannang: ............ccoeennnnn.
0 Binh thuong
0 CO nhu ciu cham soc dic biét:

i. Nhu ciu chim séc dic biét: dj tdt, khuyét tat, bénh hiém nghéo, bénh can diéu tri ca doi
hodc cdc van dé suc khoe nghiém trong khac cua tre em.

3. Tiém chiing:
0 D3 duoc tiém chung (cung cap sb tiém chung cho cha me nudi)
0 Chua duoc ti€ém ching.

4. Sw phat trién:

Phu hop voi do Can phat trién
tudi nhiing kha nang nay

Kha nang van dong i mi
Kha ning giao tiép, twong O O
tac 5 5
Kha nang ngoén ngir - -
Kha nang nhan thurc

m m

Kha nang hoc tap

Nhitng khd nang Khac: ... ... e



1. SO THiCH DANG LUU Y CUA TRE EM (néu nhiing s¢ thich dang luu y cua tré em
dé giup cha me nuoi biét cach dap vng nhu cau cua tré em):

IV. THOI QUEN PANG LUU Y CﬁA TRE EM (néu nhitng thoi quen vé an uong, sinh
hoat, cac logi thirc an gay di wng dé giup cha me nudi biét cach cham soc tré em):

Xac nhan cia co quan cé tham quyén

(Ky, ghi 16 ho tén va déng dau) Neguoi lam bao cao

(Ky, ghi ro ho tén)

Mdu TP/CN-2014/CN.07

CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phuc

BIEN BAN LAY Y KIEN CUA CHA, ME DE HOAC NGUOI GIAM HO VE VIEC
CHO TRE EM LAM CON NUOI TRONG NUOC

HO6m nay, ngay .......... thang .......... nam......... 12 | IR

Tdi/chung tdi la:

Ong Ba

Ho va tén

[Ngay, thang, ndm sinh

Dan tdc

Qudc tich
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S6 Gidy CMND/ Ho chiéu

[Noi cap

Ngay, thang, nim cap

[Noi thuong tra

Dién thoai/ fax/email

La Chadé o Me dé o Nguoi gidam ho o cua tré em:

SHO VAN ., Giditinh: ...
- Ngay, thang, nam sinh: ... e,

= NOT ST Lo

S DANEOC: Quéc tich: ..o
02 TR0 1 o

Sau khi dugc tu van day du veé cac quy dinh ctia phap luat vé nudi con nudi, to6i/chiing to1
dong y cho tré em c6 tén néu trén lam con nudi cua Ong/Ba:

Ong Ba

Ho va tén

[Ngay, thang, nam sinh

Dan tdc

Québc tich

S6 Gidy CMND/ Ho chiéu

INoi cap

Ngay, thang, nim cip

[Noi thuong tra

Dién thoai/ fax/email

T6i/chung ti xin khang dinh nhu sau:

1. Viéc déng ¥ cho tré em lam con nuoi 1a hoan toan ty nguyén, khong bi ép budc, khong cod
bat ctr sy dén bu hay théa thuan vat chat nao.

2. Toi/chiing t61 hiéu rang, viéc cho tré em lam con nudi s€ phat sinh moéi quan hé cha me va
con lau dai, 6n dinh giira cha me nuo6i va con nudi.

3. Toi/chiing t6i hiéu rang sau ngay ......... thang ........... nam.......... toi/chung t6i khdng
duogc thay doi ¥ kién vé viéc cho tré em lam con nudi.

4. To1/ching t61 va nguoi nhan con nuodi da c6 thoa thuan vé viéc:

- Toi/ching t61 VAN cOn quyén, NEhTa VU ......ooouieii e



- Cha m¢ nudi c6 quyén, nghia vu: ..........

Y Kién ctia tré em tir di 9 tudi tré 1én
(Ky, ghi ro ho tén)

Xac nhén ciia ngwoi lay y kién
T6i xin cam doan da tu van day da quy
dinh phap luat vé nudi con nudi, nhirng
nguoi lién quan da bay to su tu nguyén
dong y cho tré em lam con nudi va da ky
tén trudc mat toi.
........... , ngay ..... thang .....nam.........
Nguwai lay y kien
(Ky, ghi ro ho tén)
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CHA, ME PE/NGUOI GIAM HQ
(Ky, ghi ro ho tén)

Xic nhin ciia co’ quan ¢é thim quyén6
Xéc nhan chir ky bén 1a caa Ong/Ba

T CM e, lam con

(Ky, ghi rd ho tén, chirc vu, déng ddu)

Mdu TP/CN-2011/CN.08

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phuc

BIEN BAN GIAO NHAN CON NUOI

Can ctr Gidy chirng nhan nudi con nudi sd

(o1
Ho6m nay, vao hoi ...... gio ....... phut, ngay
LAl T SO oo

Chiing tbi gdm:

A.Paidién ...
ONG/BA: ..o

Chic VU oo

B. Bén giao con nudi:

ONG: oo
Ba: .
Piachi: ...

Quan hé voitréem: ...............coviennn.nn.

...... Quyénsb ......ngay... thang ....nam ........


https://thuvienphapluat.vn/van-ban/bo-may-hanh-chinh/Quyet-dinh-1223-QD-UBND-2019-cong-bo-thu-tuc-hanh-chinh-Nuoi-con-nuoi-So-Tu-phap-Hoa-Binh-417444.aspx#_ftn19
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C. Bén nhén con nudi:

Ho va tén

[Ngay, thang, nam sinh

[N o1 sinh

Qudc tich

[Noi thuong tra

Nghé nghiép

S6 Gidy CMND/H)
chicu

INoi cap

Ngay, thang, nim cip

Dia chi lién h¢

Dién thoai/fax/email

Pa hoan thanh viéc giao nhén tré em duwéi diy lam con nudi:
Ho VAten: ... Giditinh: ...
Ngay, thang, nam SINN: ... .

IS 11 s

Bién ban nay duogc lam thanh .................. ban, 01 ban trao cho bén nhan, 01 ban trao cho
bén giao, 01 ban luu tai .......oooiii noi dang ky viéc
nuoi con nuoL, 01 badn i cho.... .o

Pai dién ........ceueenenn. A A A
(Ky, ghi rd ho, tén, chitc vu va dong dau) Ben giao Ben nhan
(Ky va ghi ro ho, (Ky va ghi ro ho, tén)

tén)
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Mdu TP/CN-2011/CN.09
BAO CAO TINH HINH PHAT TRIEN CUA CON NUOI
Kinh giri: Uy ban nhan dan xa/phuong/thi trdn ..................................

I. Théng tin chung:
HO VA tEN CNa MU ..o,
Ngay, thang, nam SINh: ... e
NZRE NERIED: -,
HO VAatEn Me NUOIL: ....ovviiiiiii i Ngay, thang, ndm sinh: ..................
NZNE NERIED: -,
Noi thuong trit hi€n nay cia cha Mme NUOL: ....oveeiiniii e
Ho va tén con nUOT (1rIGC AAY): «..nviiiii e e

Theo Gidy chirng nhin nudi con nudi sé: ........ ngay ....... thang ......... Nam ..................
o [o T PP CAD v

Ho vatén con nuii hi€n NAY: ..ot e e e

(Ho tén con nudi duoc thay doi theo Quyét dinh sd.... ngay thang...nam............... cua Uy
bannh@ndan ... ).

IL. Tinh hinh phat trién ciia tré em (kém theo 02 anh ciia tré em):

............. ,Ngay........thang ......nam..........
Ngwoi lam bao cao
(Ky, ghi ro ho tén)
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PANG KY LAI VIEC NUOI CON NUOI TRONG NUOC
NQI DUNG QUY TRINH

1 | Piéu kién thyc hién Thii tuc hanh chinh
- Vi¢c dang ky lai nu6i con nudi thuc hqién khi: Viéc nuoi con nu(}i da duoc
dang ky tai UBND thi tran nhung ca S6 h¢ tich va Ban chinh Giay to dang
ky nuéi con nudi bj mat hodc hu hong khong st dung dugc.
- Cé cha, me nudi va con nudi déu con sbng tai thoi diém yéu cau dang ky
lai.

2 | Thanh phan hd so
To khai dang ky lai viéc nudi con nudi
Chu y: Truong hop ndp ho so tai UBND thi trdn khong phai noi trude day da
dang ky nudi con nudi thi phai c6 cam két ctia nguoi yéu cau ding ky lai vé
tinh trung thuc cia viéc ding ky va c6 chir ky cta it nhat 02 ngudi lam
ching.

3 S6 lrgng ho so
01 bo

4 Thoi gian xur ly
05 ngay lam viéc

5 Noi tiép nhan va tra két qua
Bo phan TN&TKQ thi trin

6 L¢ phi

7 Quy trinh xir ly cong viéc

TT Trinh tu Trach Thoi | Bieu miu/

nhiém gian Két qua
Cong Gio hanh Tiép nhan

B1 T6 chue, ca nhan gui ho so dén BO phén | chie by | chinh tur hg So-

TN&TKQ thuoc UBND thi tran phan thir 2 dén ’
TN&TKQ | tht 6
Dbi chiéu hd so luvu trir. Truong hop |  Cdng X 5
B2 | UBND thi trén khong phai I noi dang | chirc Ty | 07 N9y | Kiémira

lam viéc ho so

ky trudec ddy thi tién hanh xac minh | phap — HO
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thong tin. tich

Tham muu lanh dao UBND thj trin
cap lai gidy ching nhan hodc vin ban
tra 161 cho t6 chirc c4 nhan.

VY , ~ n Lanh dao . Gidy
B3 Xeﬂn_q x€ét cap gidy chimng nhin nudi con UBND thi Ql ngﬁy chimg
nudi cho. £ lam viéc n
tran nhan
+‘Tié£) nhan két qua, 1y s6, dong dau va Cong Gid hanh -
vao so, 2 chirc b0 | chinh tur Tra ket
B4 | + Tra két qua cho t6 chirc/ca nhan; ' qua:

+ Lay y kién danh gia lién quan vé viéc TN%I?I'T(Q thltlhi (éen

thuc hién cong viéc.

8 Co s6 phap ly

- Luat nuoi con nuo6i 2010;

- Nghi dinh s 24/2019/ND-CP ngay 05 thang 3 nim 2019 ctia Chinh phu
stra d0i, bo sung mot sé diéu cua Nghi dinh 19/2011/ND-CP ngay 21 thang 3
nim 2011 ctia Chinh phu quy dinh chi tiét thi hanh mot sé diéu ctia Luat nudi
con nuoi;

- Thong tu s6 24/2014/TT-BTP ngay 29 thang 12 ndm 2014 ctia B Tu phap
stra d6i, bd sung mot sd diéu cta Thong tu sé 12/2011/TT-BTP ngay 27
thang 6 nam 2011 ctia B6 Tu phap vé viéc ban hanh va hudng dan viéc ghi
chép, luu trir, st dung biéu miu nudi con nudi;

Mdéu TP/CN-2011/CN.04

Anh 4 x CONG HOA XA HQI CHU NGHIA VIET NAM Anh 4 x
6cm (chup Poc lap - Tw do - Hanh phic 6cm (chup
chwaqua6 | e chua qua 6

thang) thang)

Chuing toi/toi la:

Ong Ba
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Ho va tén

Ngay, thang, nam sinh

Noi sinh

Dan toc

Qudc tich

Noi thuong tra

S6 Gidy CMND/H$ chiéu

Noi cap

Ngay, thang, nim cip

bia chi lién h¢

bién thoai/fax/email

Pa nhan nguoi ¢ tén dudi day lam con nuoi:
HOo VAten:.....cooiiiiiii i iieeeeeeeeenessnnenens, GIOT NN
Ngay, thang, nam sinh:

Noi sinh:

Ho va tén

Ngay, thang, nam sinh

Noi sinh

Dan t6c

Quéc tich

Noi thuong tro/tam tra

S6 Gidy CMND/H6 chiéu

Noi cap
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Ngay, thang, nim cp

Dia chi lién hé

bién thoai/fax/email

Viéc nudi con nudi da dwgc dang Ky tai: .......... ngay ..... thang ..... nam

Chung t61 cam doan 101 khai trén day la dung sy that va chiu trach nhiém trudce phap luat vé
cam doan cia minh.

......................... , hgay .... thang .... nam......
Nguwoi khai
(Ky, ghi rd ho tén)
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GIAI QUYET VIEC NGUOI NUOC NGOAI CU TRU O
KHU VUC BIEN GIOI NUGC LANG GIENG NHAN TRE EM
VIET NAM LAM CON NUOI

1 Diéu kién thwe hién Thi tuc hanh chinh

Ngudi xin nhan con nuoi c6 da cac di€u kién nhu sau :
- Co6 nang luyc hanh vi dan su day du;
- Hon con nuoi tir 20 tuoi trd 1€n;

dudng, gido duc con nuodi;

- C6 tu cach dao duc tdt;

- bu diéu kién theo quy dinh ctia phap luat nudc lang giéng.
Cac truong hop khong dugc nhan con nudi

- Bang bi han ché mot sb quyén cua cha, me dbi vdi con chua thanh nién;

bénh;
- Dang chéap hanh hinh phat tu;

danh trao, chiém doat tré em.

Tré em dugc nhan lam con nudi phai c6 du céac diéu kién sau:

nubi;

la vo chong.

2 Thanh phan hé so

- Gidy khai sinh;
- Giay kham strc khoe do CO quany té cap huyen tré 1én cap;
- Hai anh toan than, nhin thang chyp khong qué 06 thang;

vi dan su;
Quyet dinh t1ep nhan ddi véi tré em & co so nudi dudng.

- Co6 di€u kién vé strc khoe, kinh té, cho & bao dam viéc cham sbéc, nuoi

- Pang chap hanh quyét dinh xr Iy hanh chinh tai co s& gido duc, co so chita

- Chua duoc x6a an tich vé mot trong cac tdi cd ¥y xam pham tinh mang, strc
khoé, nhan phém, danh du cua nguoi khac; ngugce dai hoac hanh ha 6ng ba,
cha me, vo chéng, con, chau, ngudi c6 cong nudi dudng minh; du do, ép
buoc hoac chura chép ngudi chua thanh nién vi pham phéap luat; mua ban,

+ La tré em dudi 16 tudi; 1a tré em tir dt 16 tudi dén dudi 18 tudi néu thudce
truong hop duoc cha dugng, me ké, cd, cau, di, chu, bac rudt nhan lam con

+ Mot nguoi chi dugce 1am con cia mot ngudi dde than hodc ctia ca hai nguoi

- Bién ban xac nhan do Uy ban nhin dan hoac Cong an cap xa noi phat hién
tré bi bo roi lap d6i voi tré em bi bo roi; Gidy chu:ng tir cua cha dé¢, me d¢
hoic quyét dinh cua Toa 4n tuyen bb cha d¢, me d¢ cua tré em la da chét d6i
v6i tré em md coi; quyét dinh cua Toa an tuyen bb cha d¢, me dé cua nguoi
duoc g10’1 thi¢u lam con nudi mat tich dbi voi ngu:orl duoc gidi thiéu lam con
nudi ma cha dé, me dé mat tich; quyét dinh cua Toa an tuyén b6 cha de, me
dé cua ngu’0’1 duoc g101 thiéu lam con nudi mat ning luc hanh vi dan sy dbi
v6i nguoi duge gidi thidu lam con nudi ma cha dé, me dé mét ning lyc hanh
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SO lwgng hoé so

02 bo

Thaoi gian xir ly

30 ngay lam viéc

Noi tiép nhan va tra két qua

Bo phan TN&TKQ thi tran

L¢ phi

Quy trinh xir ly cong viéc

TT

Trinh tu

Trach
nhiém

Thoi
gian

Biéu maw/
Két qua

Bl

T6 chirc, ca nhan giri ho so den B0 phén
TN&TKQ thuoc UBND thj tran

Cong
churc bo
phan
TN&TKQ

G106 hanh
chinh tur
thir 2 dén
thr 6

Ti€p nhan
ho so;

B2

Cong chuc tu phap — ho tich kiém tra
hé so, lay y kién cta nhu’ng nguodi co
li€n quan va ¢6 van ban gu’l S& Tu phap
kém theo 01 bd hd so cua ngu’0'1 nhan
con nudi va cta tré em dé Xin y kién;

- S6 Tu phap xem X¢t hé so xin nhan
con nudi va tra 161 bang vin ban cho
UBND thi tran;

- Uy ban nhén dan cap xa dang ky
viéc nudi con nudi, tién hanh giao nhan
con nuoi. Tmong hop S& Tu phap
khong dong v thi UBND thi tran tra 1oi
bang van ban cho ngudi nhan con nudi
vanéurd ly do.

30 ngay

Gidy diang
ky hodc
van ban

tra 101

Co s¢ phap ly

- Luat nuoi con nudi 2010;

- Nghi dinh s6 24/2019/ND-CP ngay 05 thang 3 ndm 2019 ciia Chinh phu stra d6i,
bd sung mot s6 diéu cia Nghi dinh 19/2011/ND-CP ngay 21 thang 3 nim 2011 cua
Chinh phu quy dinh chi tiét thi hanh mot sé diéu cua Luat nudi con nudi;

- Thong tu s6 24/2014/TT-BTP ngay 29 thang 12 nam 2014 ciia Bo Tu phap sira
d6i, bo sung mot sb diéu ciia Thong tu s6 12/2011/TT-BTP ngay 27 thang 6 nim
2011 cua Bo Tu phap vé viéc ban hanh va huéng dan viéc ghi chép, luu trix, sir

dung biéu mau nudi con nuoi;




