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

TINH HA TINH Doc 1ap - Tw do - Hanh phuc
860: 10 /QP-UBND Ha Tinh, ngay 02 thangor nam 2024
QUYET PINH

V& viéc cong bé Danh muc va Quy trinh ndi b thi tuc hanh chinh dwgrc sira
doi, bo sung trong linh vue HO tich, Nu6i con nudi thugc tham quyén quain ly
cia nganh Tw phap ap dung tai UBND cap xa trén dia ban tinh Ha Tinh

CHU TICH UY BAN NHAN DAN TiNH

~ Can cir Lugt Té chizc chinh quyén dia phuong ngay 19/6/2015; Ludt sua
doi, bo sung mot so dieu cua Lugt To chirc Chinh phu va Lugt To chic chinh
quyén dia phuwong ngay 22/11/2019;

Can cir cac Nghj dinh cia Chinh phai: sé 63/2010/NP-CP ngay 08/6/2010
vé kiém soat thi tuc hanh chinh; sé 92/2017/NP-CP ngay 07/8/2017 vé sira doi,
bé sung mét sé diéu cua cac Nghi dinh lién quan dén kiém soéat thu tuc hanh
chinh; sé 61/2018/NP-CP ngay 23/4/2018 vé thuc hién co ché mét cira, mét cira
lién thong trong gidi quyét th tuc hanh chinh;

Can cir cac Thong tw cua Bo truong, Chu nhiém Van phong Chinh phu:
s6 02/2017/TT-VPCP ngay 31/10/2017 hwéng dan vé nghiép vu kiém soat thi
tuc hanh chinh;sé 01/2018/TT-VPCP ngay 23/11/2018 hwéng dan thi hanh mét
s6 quy dinh cia Ngh; dinh sé 61/2018/ND-CP;

Theo dé nghi cua So Tw phdp tai Van ban sé 1377/STP-VP ngay
21/11/2023.

QUYET PINH:

Piéu 1. Cong bb kém theo Quyét dinh ndy Danh muc va Quy trinh noi bo
24 (hai muoi tu) thu tuc trong linh vuc Ho tich, 03 (ba) tha tuc trong linh vuc
Nubi con nudi dugc stra doi, bd sung thuéc tham quyén quan ly cua nganh Tu
phap &p dung tai UBND cép xa trén dia ban tinh Ha Tinh.

Piéu 2. Giao S¢ Tu phap chu tri, phdi hop voi Van phong UBND tinh
(Trung tdm Coéng b&o - Tin hoc) va cac co quan lién quan cin ctr Quyét dinh
nay, trong thoi han 05 ngay lam viéc xay dung quy trinh dién tir giai quyét tha
tuc hanh chinh trén Hé théng thong tin giai quyét tha tuc hanh chinh cua tinh dé
ap dung théng nhat tai UBND cép x4 trén dia ban tinh Ha Tinh.

Pieu 3. Quyét dinh nay co hiéu luc ké tir ngdy ban hanh; thay thé Danh
muc va Quy trinh noi bo giai quyét thu tuc hanh chinh linh vic Ho tich tai Quyét
dinh s6 1935/QD-UBND ngay 15/08/2023 caa UBND tinh, Danh muc va Quy



2

trinh noi bo giai quyét thi tuc hanh chinh linh vuc Nudi con nudi tai Quyét dinh
s 3509/QP-UBND ngay 16/6/2021 ciia UBND tinh.

Piéu 4. Chanh Vian phong UBND tinh; Giam doc So Tu phap; Chu tich
UBND cac huyén, thanh phd, thi xa; Chu tich UBND cac xa, phuong, thi tran;
Giam déc Trung tdm Cong bao - Tin hoc tinh; Giam déc Trung tam Phuc vu
hanh chinh cong tinh; Thu trudng cac co quan lién quan va céc to chic, c& nhan
c6 lién quan chiu trach nhiém thi hanh Quyét dinh nay./.

Noi nhén: KT. CHU TICH
- Nhu biéu 4;

- B9 Tu phap;

- Cuc Kiém so4t TTHC - VP Chinh phu;
- Chu tich, cac PCT UBND tinh;

- S& Khoa hoc va Cong nghé;

- Cac PCVP UBND tinh;

- Trung tdm phuc vu HCC tinh;

- Trung tdm CB-TH;

- Luu: VT, NCi. e




_ DANH MUC VA QUY TRINH NOI BO THU TUC HANH CHINH PUQC SUA POL BO SUNG'
TRONG LINH VUC HQ TICH, NUOI CON NUOI THUQC THAM QUYEN QUAN LY CUA NGANH TU PHAP AP DUNG
TAI UBND CAP XA TREN PIA BAN TINH HA TINH

(ban hanh keém theo Quyét dinh s6

/OP-UBND ngay /

PHAN I. DANH MUC THU TUC HANH CHINH

12024 cua Chu tich UBND tinh)

Tén thua tuc
hanh chinh

Ky hiéu
quy trinh

Thoi han giai

TT £
quyeét

Pia diém thuc
hién

Phi, 18 phi (néu co)

Can cwr phép ly

Trong ngay tiép
nhan da hd so hop
I¢ (truong hgp nhan
hd so sau 15 gid
ma khbéng giai
quyét duoc ngay
thi tra két qua trong
ngay lam viéc tiép
theo).

Thu tuc dang

ky khai sinn | QTHT-01

- Bo phan Tiép
nhan va Tra két
qua UBND cip
X&;

- Cong dich vu
cong quéc
gia/lHé  thdng
thong tin giai
quyét tha tuc
hanh chinh cua
tinh.

- L& phi &p dung dbi voi
truong hop dang ky
khai sinh quad han:
10.000 dong/truong hop
néu nop hd so truc
tiép/qua  buu  chinh;
5.000 dong/trucng hop
néu nop hd so trén moi
truong mang;

- Mién ¢ phi d6i Vi
truong hop khai sinh
dung han; nguoi thudc
gia dinh c6 cong vai cach
mang; nguoi thugc ho
ngheo; nguoi khuyét tat;

- Phi cdp ban sao giy
khai sinh trong truong
hop nguoi dan yéu cau:
8.000 dong/ban.

- 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 diéu va bién phap thi hanh Luat Ho
tich;

- Nghi dinh sb 87/2020/ND-CP ngay
28/7/2020 cua Chinh phu quy dinh vé Co
so dit lidu ho tich dién tir, dang ky ho tich
truc tuyén;

- Nghi dinh sb 104/2022/NDP-CP ngay
21/12/2022 ctia Chinh phu sira d6i, bd sung
mot s6 didu caa cac nghi dinh lién quan
dén viéc nop, xuét trinh s6 ho khau, s6 tam
trd gidy khi thuc hién thu tuc hanh chinh,
cung cap dich vu cong;

- Théng tu s6 04/2020/TT-BTP ngay
28/5/2020 cua Bo trusng BO Tu phap quy
dinh chi tiét thi hanh mot sb diéu cua Luat
Ho tich va Nghi dinh sd 123/2015/ND-CP
ngay 15/11/2015 cta Chinh pha quy dinh chi
tiét mot s6 diéu va bién phép thi hanh Luat
Ho tich;

- Thong tu sé 01/2022/TT-BTP ngay

L Phan chir in nghiéng la ngi dung sira doi, b6 sung




TT

Tén tha tuc
hanh chinh

Ky hiéu
quy trinh

Theoi han giai
quyet

Pia diém thuc
hién

Phi, I phi (néu co)

Can cir phap ly

04/01/2022 cua Bo truong Bo Tu phap quy
dinh chi tiét mot sé diéu va bién phap thi
hanh Nghi dinh s6 87/2020/ND-CP ngay
28/7/2020 cua Chinh pha quy dinh vé Co
sor dit liéu ho tich dién tir, dang ky ho tich
truc tuyén;

- Thong tu s 03/2023/TT-BTP ngay
02/8/2023 cua Bo treong Bo Tu phap sua
d6i, b6 sung mot s6 noi dung ciia Thong tu
sb 01/2022/TT-BTP ngay 04/01/2022 quy
dinh chi tiét mot s6 diéu va bién phap thi
hanh Nghi dinh s6 87/2020/ND-CP ngay
28/7/2020 cua Chinh pha quy dinh vé Co
so dir ligu ho tich dién tr, dang ky ho tich
truc tuyén;

- Théng tu sb 281/2016/TT-BTC ngay
14/11/2016 cua Bo truéong Bo Tai chinh
quy dinh muc thu, ché @6 thu, nop, quan ly
va stir dung phi khai théc, st dung thdng tin
trong co so dir liéu ho tich, phi xac nhan co
qudc tich Viét Nam, phi x4c nhan 1a nguoi
gdc Viét Nam, 1& phi quéc tich;

- Thong tu s6 85/2019/TT-BTC ngay
29/11/2019 cua Bo truong Bo Tai chinh
huéng dan vé phi va 18 phi thuoc tham
quyén quyét dinh cua Hoi ddng nhan dan
tinh, thanh phé truc thuoc Trung wong;

- Thong tu sb 106/202L/TT-BTC ngay
26/11/2021 cua Bo truong Bo Tai chinh stra
ddi, bo sung mot sb didu ciia Thong tu sd
85/2019/TT-BTC ngay 29/11/2019 cua Bo
truong Bo Tai chinh huéng dan vé phi va 1é




Tén thi tuc Ky hiéu Thai han giai Pia diém thuc A e
T hanh chinh quy trinh quyét hién Phi, I phi (néu co) Cén cir phap ly
phi thuoc tham quyén quyét dinh cua Hoi
dong nhan dan tinh, thanh phd truc thudc
Trung uong;
- Nghi quyét sb 101/2023/NQ-HDND ngay
14/7/2023 cua HDND tinh vé stra doi, bd
sung mot sé khoan phi, 1& phi trén dia ban
tinh Ha Tinh;
- Quyét dinh sé 2466/QD-BTP ngay
20/10/2023 cua Bo trusng Bo Tu phap vé
viéc cong bd tha tuc hanh chinh dwoc sta
do6i, b sung trong linh vuc ho tich thuc
hién tai co quan dang ky ho tich thudc
pham vi chiac nang quan ly cuia B Tu
phap.
- L& phi ap dung d6i voi
truong  hop déng ky
khai sinh qud han:
- Bo phan Tiép | 10.000 dong/truong hop
Ngay trong ngay nhan va Tra k,é't néu nop hd so truc
tiép nhan da hé so qua UBND cap tlep/qua‘ buu  chinh;
Thi tuc d3 hop 16 (trwona h Xa; 5.000 dong/truong hop
U e dang QE’ e;(rw gnop ) Cong dich vu | néu nop ho so trén moi
ky khai sinh c6 nhan ho so sau 15 cong quéc | truong mang;
2 yéu\ t0 nuéc | QT.HT.02 | gic ma khong giai gia/He théng | - Mian s p’hi 46 Vi Nhu trén
ngoai tai Khu quyet dugC NGAY | 5™ tin  gidi | truong hop khai sinh
vuc bién gioi thi tra ket qua trong quyét thi tuc | dimg han: nguoi thuoc

ngay lam viéc tiép

theo).

hanh chinh cua
tinh.

gia dinh c6 cong voi
cach mang; nguoi thudc
ho nghéo; nguoi khuyét
tat;

- Phi cdp ban sao giy
khai sinh trong truong




Tén thi tuc Ky hiéu Thai han giai Pia diém thuc A e
T hanh chinh quy trinh quyét hién Phi, 1§ phi (néu co) Cén cir phap ly
hop nguoi dan yéu cau:
8.000 dong/ban.
- Lé phi: 10.000
- Trong thoi han 05 d(:mg/tfudng hQPA néu
ngay 1am viéé, ke . |mop ho sortruc tiep/qua
tir ngay nhan da hd | Bo phan Ticp | buu  ~ chinh; ~ 5.000
so hop 12 : nhan va Tra ket | dong/truong  hop  neu
Tha tuc dang Troﬁg ti';rc‘mg hop qlilé UBND' cap n(f)[? ho so trén moi
. L. Y . W | Xa, truong mang;
ky khai sinh phai xac minh thi |~ cdng dich vu | - Midn 16 ohi ddi véi
3 | cho ngusi di| QT.HT.03 |thoi han giai quyét | . -°"9 ¢ | o thusc oia i o Nhu trén
c6 hd so, gidy khong qua 25 ngay | cond duoc gl nguol thuge gia dinh co
tor c& nhan (khong  tinh thoi | e thong thong | cong i cach mang,
gian gui vin ban tmv giai qu\yet ngudi thuoi: rlo ngheo;
yeu ciu va thoi thq tuc hanh nguoi khuyet tat; By
gian tra Ii két qua chinh cua tinh. | - Phl gép ban sao giay
xéc minh) khai smh_ trong trudng
' hop nguoi dan yéu cau:
8.000 dong/ban.
- Lé phi: 10.000 | - Luat HO tich nam 2014;
dong/truong hop (4p | - Nghi dinh s6 123/2015/ND-CP ngay
dung d6i véi truong hop | 15/11/2015 caa Chinh phu quy dinh chi tiét
dang ky khai sinh qua | mot s6 diéu va bién phéap thi hanh Luat Ho
Truc tiép tai nha | ") oo |tem \
Trong 05 ngay Iam riéhg hoic tai | - Miéen 1é phi d_6| \_/él - Nghi dinh so 87/2020/ND-CP ngay
bang ky khai - A 9.2 2 L truong hop Kkhai sinh | 28/7/2020 caa Chinh phu quy dinh vé Co
. n QT.HT.04 | viéc, ké tir ngay nhan | dia diém t6 chac | &, ; o N s AL A g Ao s A
sinh luu dong AP I g , . | dang han; nguoi thudc | s¢ dir ligu hd tich dién tir, dang ky ho tich
du ho so hop 1€ dang ky khai | . .. R . .
sinhluudong | &8 dinh c6 cong voi|tryctuyen; \
; cach mang; nguoi thugc | - Nghi dinh so 104/2022/Nb-CP ngay
ho nghéo; nguoi khuyét | 21/12/2022 cua Chinh pha sira doi, bd sung
tat; mot s didu cua cac nghi dinh lién quan
- Phi cdp ban sao gidy | dén viéc nop, xuét trinh s6 ho khau, s6 tam
khai sinh trong truong | tr( gidy khi thuc hién thu tuc hanh chinh,




TT

Tén tha tuc
hanh chinh

Ky hiéu
quy trinh

Theoi han giai
quyet

Pia diém thuc
hién

Phi, I phi (néu co)

Can cir phap ly

hop nguoi dan yéu cau:
8.000 dong/ban.

cung cap dich vu cong;

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

- Thong tu sé 01/2022/TT-BTP ngay
04/01/2022 cta Bo truong Bo Tu phap quy
dinh chi tiét mot s6 diéu va bién phap thi
hanh Nghi dinh s6 87/2020/ND-CP ngay
28/7/2020 cua Chinh pha quy dinh vé Co
so dir ligu ho tich dién tr, dang ky ho tich
truc tuyén;

- Théng tu sb 281/2016/TT-BTC ngay
14/11/2016 cua B¢ truong BO Tai chinh
quy dinh muc thu, ché @6 thu, nop, quan ly
va stir dung phi khai théc, st dung thdng tin
trong co so dir liéu ho tich, phi xac nhan co
qudc tich Viét Nam, phi x4c nhan 1a nguoi
gdc Viét Nam, 1& phi quéc tich;

- Thong tu s6 85/2019/TT-BTC ngay
29/11/2019 cua Bo6 truong Bo Tai chinh
huéng dan vé phi va 18 phi thuoc tham
quyén quyét dinh cua Hoi ddng nhan dan
tinh, thanh phé truc thuc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay
26/11/2021 cua Bo truong Bo Tai chinh stra
ddi, bd sung mot sé diéu cua Thong tu sb
85/2019/TT-BTC ngay 29/11/2019 cia B
Tai chinh huéng dan vé phi va & phi thuoc




TT

Tén tha tuc
hanh chinh

Ky hiéu
quy trinh

Theoi han giai
quyet

Pia diém thuc
hién

Phi, I phi (néu co)

Can cir phap ly

tham quyen quyét dinh cua Hoi dong nhan
dan tinh, thanh phd truc thudc Trung wong;

- Nghi quyét s6 253/2020/NQ-HDND ngay
08/12/2020 cia HPND tinh quy dinh vé
muc thu, mién, giam, thu, nop, quan ly va
su dung cac khoan phi, 1é phi trén dia ban
tinh Ha Tinh;

- Nghi quyét sé 101/2023/NQ-HPND ngay
14/7/2023 ciia HDND tinh stra d6i, b6 sung
mot s6 khoan phi, 1& phi trén dia ban tinh
Ha Tinh;

- Quyét dinh sé 528/QD-BTP ngay
13/4/2023 cua Bo truong Bo Tu phap vé
viéc cong bd tha tuc hanh chinh dwoc sta
doi, bd sung trong linh vuc ho tich thudc
pham vi chiac nang quan ly cia By Tu
phép.

Lién thdong céac
tha tuc hanh
chinh vé dang
ky khai sinh,
dang ky
thudng trd, cip
thé bao hiém y
té cho tré em
dudi 6 tudi

QT.HT.05

Khéng qua 10 ngay
lam viéc, ké tir ngay
nhian da hd so hop
I¢. Trong do:

- UBND cip xa:
thyc hién dang ky
khai sinh ngay trong
ngay; trudong hop hd
so tiép nhan sau 15
gio ma khdng giai
quyét duogc ngay
trong ngay thi tién
hanh  giai  quyét
trong ngay lam viéc
tiép theo.

- Bo phan Tiép
nhan va Tra két
qua UBND cip
X4,

- Cong dich vu
cong qudc gia/
Hg thdng thong

tin giai quyeét
tha tuc hanh
chinh cua

tinh/Phan mém
dich vu cbng
lién thong.

- L& phi &p dung d6i véi
truong hop dang ky
khai sinh qua han:
10.000 dong/trudong hop
néu nop hd so truc
tiép/qua  buu  chinh;
5.000 ddng/truong hop
néundp hd so trén moi
truong mang;

- Mién 1& phi ddi voi
truong hop khai sinh
dung han; ngudi thugc
gia dinh c6 cong voi
cach mang; nguoi thuge
ho nghéo; nguoi khuyét

- Luat Ho tich nam 2014;

- Luat Cu trd nam 2020;

- Luat Bao hiém y té nam 2008 (duoc sta
d6i bo sung tai Luat sira ddi, bd sung mot
s6 diéu cua Luat Bao hiém y té nam 2014);
- Nghi dinh sb 123/2015/ND-CP ngay
15/11/2015 caa Chinh phi quy dinh chi tiét
mot sb diéu va bién phép thi hanh Luat Ho
tich;

- Nghi dinh sb 87/2020/ND-CP ngay
28/7/2020 cua Chinh phu quy dinh vé Co
so dir lidu ho tich dién tir, dang ky ho tich
truc tuyén;

- Nghi dinh s6 104/2022/ND-CP ngay
21/12/2022 ctia Chinh phu sira d6i, bd sung




Tén thi tuc Ky hiéu Thai han giai Pia diém thuc A e

T hanh chinh quy trinh quyét hién Phi, I phi (néu co) Cén cir phap ly
Sau khi ding ky tat; ’ mot s6 diéu cua cac nghi dinh lién quan
khai sinh  xong, - Mién 1€ phi cap the bao | den viéc nop, xuat trinh so6 ho khau, so tam
UBND cap x& co hiem y te; trd giay khi thyc hién tha tuc hanh chinh,

trach nhiém lap va
chuyén ho so ding
ky thuong tri va hd
so cip thé bao
hiém y té cho tré
em dudi 06 tudi
dén co quan c6
tham quyén trong
thoi han 01 ngay
lam viéc.

- Co quan dang ky
cu tra va Bao hiém
x& hoi cap huyén
thuc hién dong thoi
viec dang  ky
thuong trd va cap
thé bao hiém y té
cho tré em dudi 06
tudi trong thoi han
cu thé nhu sau:

+ Co quan dang ky
cu tru: khong qua
07 ngay lam viéc.

+ Bao hiém x& hoi
cap huyén: khong
qua 05 ngay lam
Viéc.

Truong hop hd so
chua dung quy dinh

- Mién ¢ phi dang ky
cu tru;

- Phi cdp ban sao giy
khai sinh trong truong
hop ngudi dan yéu cau:
8.000 dong/ban.

cung cap dich vu cong;

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

- Thong tu s 01/2022/TT-BTP ngay
04/01/2022 cua Bo truong Bo Tu phap quy
dinh chi tiét mot sé diéu va bién phap thi
hanh Nghi dinh s6 87/2020/ND-CP ngay
28/7/2020 cua Chinh phu quy dinh vé Co
so dit lidu ho tich dién tir, dang ky ho tich
truc tuyén;

- Thong tu sd 03/2023/TT-BTP ngay
02/8/2023 cua Bo trusng BO Tu phap sta
d6i, b6 sung mot s6 noi dung ctia Thong tu
s6 01/2022/TT-BTP ngay 04/01/2022 quy
dinh chi tiét mot s6 diéu va bién phap thi
hanh Nghi dinh s6 87/2020/ND-CP ngay
28/7/2020 cua Chinh pha quy dinh vé Co
so dir ligu ho tich dién tir, dang ky ho tich
truc tuyén;

- Théng tu sb 281/2016/TT-BTC ngay
14/11/2016 cua B¢ truong B Tai chinh
quy dinh muc thu, ché @6 thu, nop, quan ly
va st dung phi khai thac, st dung thong tin
trong co so dir liéu ho tich, phi xac nhan co




TT

Tén tha tuc
hanh chinh

Ky hiéu
quy trinh

Theoi han giai
quyet

Pia diém thuc
hién

Phi, I phi (néu co)

Can cir phap ly

ma UBND cap x4
phai hoan thién ho
so theo yéu cau cua
co quan dang ky cu
trd, Bao hiém xa
hoi thi thoi han giai
quyét duoc kéo dai
thém khéng qua 01
ngay lam viéc.

Déi voi cac x4 cach
Xa try s& co quan
Bao hiém xa hoi
cap huyén hoic co
quan dang ky cu
trd ter 50 km tro
1én, giao thong di
lai khé khan, chua
duoc  két  ndi
Internet thi thoi han
tra két qua duogc
kéo dai thém nhung
khong qua 03 ngay
lam viéc.

qudc tich Viét Nam, phi xac nhan 1a nguoi
géc Viét Nam, 1& phi qudc tich;

- Théng tu s6 85/2019/TT-BTC ngay
29/11/2019 cua Bo6 truong Bo Tai chinh
huéng dan vé& phi va Ié phi thudc tham
quyén quyét dinh cua Hoi déng nhan dan
tinh, thanh phé truc thuoc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay
26/11/2021 cua Bo truong Bo Tai chinh stra
doi, bo sung mot sb didu cua Théng tu sb
85/2019/TT-BTC ngay 29/11/2019 cua Bo
truong Bo Tai chinh hudng dan vé phi va 1é
phi thudc tham quyén quyét dinh cua Hoi
dong nhan dan tinh, thanh phé truc thudc
Trung uvong;

- Thong tu lién tich s6 05/2015/TTLT-
BTP-BCA-BYT ngay 15/5/2015 cua lién
Bo: Tu phap, Cong an, Y té huéng dan
thuc hién lién thdng cac tha tuc hanh chinh
vé dang ky khai sinh, ding ky thuong tra,
cap thé bao hiém y té cho tré em dudi 6
tuoi;

- Thong tu sd 36/2014/TT-BCA ngay
09/9/2014 cua Bo truong Bo Cong an ban
hanh quy dinh vé biéu mau sir dung trong
dang ky, quan ly cu tru;

- Quyét dinh s6 595/QP-BHXH ngay
14/4/2017 cia Tong Giam dbc Bao hiém x&
hoi Viét Nam ban hanh quy trinh thu bao
hiém x& hoi, bao hiém y té, bao hiém thit
nghiép, bao hiém tai nan lao dong, bénh
nghé nghiép; quan ly s6 bao hiém xa hoi,




TT

Tén tha tuc
hanh chinh

Ky hiéu
quy trinh

Theoi han giai
quyet

Pia diém thuc
hién

Phi, I phi (néu co)

Can cir phap ly

thé bao hiém y té;

- Quyét dinh 31/2015/QD-UBND ngay
29/7/2015 cia UBND tinh vé viéc ban
hanh Quy ché thuc hién lién thong cac thu
tuc hanh chinh: dang ky khai sinh, Pang ky
thuong trd va cap thé bao hiém y té cho tré
em dudi 6 tudi trén dia ban tinh Ha Tinh;

- Quyét dinh sé 12/2023/QD-UBND ngay
16/02/2023 cia UBND tinh sta doi, bo
sung Quyét dinh sb 31/2015/QD-UBND
ngay 29/7/2015 caa UBND tinh;

- Nghi quyét s6 101/2023/NQ-HDPND ngay
14/7/2023 cia HDND tinh stra d6i, b6 sung
mot s6 khoan phi, 1& phi trén dia ban tinh
Ha Tinh;

- Quyét dinh s6 2466/QD-BTP ngay
20/10/2023 cua B truong Bo Tu phap vé
viéc cong bd thu tuc hanh chinh dwogc sta
d6i, b sung trong linh vuc ho tich thuc
hién tai co quan dang ky ho tich thudc
pham vi chiac nang quan ly cia B Tu
phap.

Lién théng cac
tha tuc hanh
chinh vé dang
ky khai sinh,
cip thé bao
hiém y té cho
tré em dudi 6
tuoi

QT.HT.06

Khoéng qua 07 ngay
lam viéc, ké tir ngay
nhan da hd so hop
I¢. Trong do:

- UBND cap x&:
thuc hién dang ky
khai sinh ngay trong
ngay; trudng hop hd
so tiép nhan sau 15
gio ma khong giai

- Bo phan Tiép
nhan va Tra két
qua UBND cap
Xa;

- Cong dich vu
cong quic gia/
Hé thdng thdng
tin giai quyét thu
tuc hanh chinh
caa tinh.

- L& phi ap dung d6i voi
truong hop dang ky
khai sinh qua han:
10.000 dong/trudng hop
néu nop hd so truc
tiép/qua buu  chinh;
5.000 ddng/trudng
hopnéu nop hd so trén
moi trudng mang;

- Mién I& phi ddi véi

Nhu trén
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TT

Tén tha tuc
hanh chinh

Ky hiéu
quy trinh

Theoi han giai
quyet

Pia diém thuc
hién

Phi, I phi (néu co)

Can cir phap ly

quyét duoc ngay
trong ngay thi tién
hanh giai  quyét
trong ngay lam viéc
tiép theo.

Sau khi dang ky
khai sinh  xong,
UBND cap xi c6
trach nhiém lap va
chuyén hd so cap
thé bao hiém y té
cho tré em dudi 06
tudi dén Bao hiém
x& hoi cap huyén
trong thoi han 01
ngay lam viéc.

- Bao hiém xa hoi
cap huyén thyc hién
cap thé bao hiém y
té cho tré em dudi 6
tudi trong thoi han
05 ngay lam viéc.
Truong hop hd so
chua dung quy dinh
ma UBND cip x4
phai hoan thién ho
so theo yéu cau cua
Bao hiém x& hoi thi
thoi han giai quyét
duoc kéo dai thém
khong qua 01 ngay
lam viéc.

truong hop khai sinh
dang han; nguoi thuoc
gia dinh c6 cbng voi
cach mang; nguoi thuoc
ho nghéo; nguoi khuyét
tat;

- Mién I¢ phi cip thé
bao hiém vy té;

- Phi cdp ban sao gidy
khai sinh trong truong
hop nguoi dan yéu cau:
8.000 dong/ban.
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TT

Tén tha tuc
hanh chinh

Ky hiéu
quy trinh

Theoi han giai
quyet

Pia diém thuc
hién

Phi, I phi (néu co)

Can cir phap ly

Dbi voi cac x4 cach
Xa try s& co quan
Bao hiém x& hoi
cap huyén tir 50 km
tro 1én, giao thong
di lai khé khan,
chua duoc két ndi
Internet thi thoi han
tra két qua duogc
kéo dai thém nhung
khong qua 03 ngay
lam viéc.

Thu tuc dang
ky két hén

QT.HT.07

Ngay trong ngay
tiép nhan du hod so
hop 1€ (truong hop
nhan hd so sau 15
giod ma khong giai
quyét dugc ngay
thi tra két qua trong
ngay lam viéc tiép
theo). Truong hop
can phai xac minh
diéu kién két hon
ciaa hai bén nam,
nir thi thoi han giai
quyét khong qua 05
ngay lam viéc.

- Bo phan Tiép
nhan va Tra két
qua UBND cap
X&;

- Cong dich vu
cong quéc gia/
Hé théng thong
tin giai quyét
tha tuc hanh
chinh cua tinh.

- Mién 1¢ phi;

- Phi c4p ban sao trich
luc ho tich trong truong
hop nguoi dan yéu cau:
8.000 dong/ban.

- Luat Ho tich nam 2014;

- Luat Hon nhan va Gia dinh nam 2014;

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

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

- Nghi dinh s6 104/2022/ND-CP ngay
21/12/2022 ctia Chinh phu sira d6i, bd sung
mot s6 didu caa cac nghi dinh lién quan
dén viéc nop, xuét trinh s6 ho khau, s6 tam
trd gidy khi thuc hién thu tuc hanh chinh,
cung cap dich vu cng;

- Théng tu s6 04/2020/TT-BTP ngay
28/5/2020 cua B truéng Bo Tu phap quy
dinh chi tiét thi hanh mot sb diéu cua Luat
Ho tich va Nghi dinh s& 123/2015/ND-CP
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TT

Tén tha tuc
hanh chinh

Ky hiéu
quy trinh

Theoi han giai
quyet

Pia diém thuc
hién

Phi, I phi (néu co)

Can cir phap ly

ngay 15/11/2015 cua Chinh phu quy dinh chi
tiét mot s6 diéu va bién phép thi hanh Luat
Ho tich;

- Théng tu s 01/2022/TT-BTP ngay
04/01/2022 cua B¢ truong Bo Tu phap quy
dinh chi tiét mot sé diéu va bién phap thi
hanh Nghi dinh s6 87/2020/NP-CP ngay
28/7/2020 cua Chinh phu quy dinh vé Co
so dir liéu ho tich dién tir, dang ky ho tich
truc tuyén;

- Thong tu s 03/2023/TT-BTP ngay
02/8/2023 cua Bo truong Bo Tu phap sua
d6i, b6 sung mot s6 noi dung ctia Thong tu
sé 01/2022/TT-BTP ngay 04/01/2022 quy
dinh chi tiét mot s6 diéu va bién phap thi
hanh Nghi dinh s6 87/2020/ND-CP ngay
28/7/2020 cua Chinh pha quy dinh vé Co
so dir liéu ho tich dién tr, dang ky ho tich
truc tuyén;

- Théong tu sb 281/2016/TT-BTC ngay
14/11/2016 cua B Tai chinh quy dinh muc
thu, ché do thu, nop, quan ly va sir dung
phi khai thac, st dung thong tin trong co s
dir liéu ho tich, phi xac nhan c6 qudc tich
Viét Nam, phi xac nhan 13 nguoi gbc Viét
Nam, 18 phi quéc tich;

- Thong tu s6 85/2019/TT-BTC ngay
29/11/2019 cua Bo6 truong Bo Tai chinh
huéng dan vé phi va 18 phi thuoc tham
quyén quyét dinh cua Hoi ddng nhan dan
tinh, thanh phé truc thuoc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay
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Tén tha tuc Ky hiéu Thai han giai Pia diém thuc o e x e
T hanh chinh quy trinh quyét hién Phi, 1§ phi (néu co) Cén cir phap ly
2(3‘/11/?021 cua Bo truong Bo Tai chinh sua
doi, bd sung mot so dieu cia Thong tu so
85/2019/TT-BTC ngay 29/11/2019 cua B
Tai chinh hudng dan ve phi va 1¢ phi thuoc
tham quyeén quyet dinh cua Hoi dong nhan
dan tinh, thanh pho truc thude Trung vong;
- Quyet dinh so 2466/QD-BTP ngay
20/10/2023 cua B¢ truong BO Tu phép vé
Viqéc c@ng bo thu tuc hanh chinh duoc sua
doi, bo sung trong linh vyc ho tich thyc
hién tai co quan dang ky hd tich thudc
pham vi chiac nang quan ly cia B Tu
phép.
- B6 phan Tiép
03 ngay lam viéc nhan va Tra ket x
Thu tuc dang sau khi nhan du hé ql:l.a UBND cap | - Ml?n IF ph!, .
A WA A . Xa; - Phi cap ban sao trich
ky két hon co so hop 1€. Truong 2 ) . N
x £ . N . - Cong dich vu | luc ho tich trong trueong R
8 |yeu to6 nuoc| QT.HT.08 | hgp can xac minh | . JO NN Nhu trén
i AN ... | cdng quoc gia/ | hgp nguoi dan yéu cau:
ngoai o khu thi thoi han giai | /[ 5 < A A .
A PO h Hé thong thong | 8.000 dong/ban.
vuc bién gidi quyét khdng qua 08 tin giai quyét
ngay lam viéc. thi tuc hanh
chinh cua tinh.
- Luat Ho tich nam 2014;
) - Mi3n 1 ohi - Luat Hon nhan yé Gia dinh nam 2014;
Tryc tiep tai nha | Phi ci pbé’n sao trich | - Nghi dinh so 123/2015/NB-CP ngay
Dine k¢ Kt Khong qud 05 ngdy | riéng hogc tai | | " tigh S arq | 15/11/2015 ciia Chinh phu quy dinh chi tict
9 & Xy QT.HT.09 | lam viéc ké tir ngay | dia diémto chac | °~ ~ ° g ng mot so dieu va bién phap thi hanh Luat H6

hon lru dong

tiép nhan.

dang ky luu

dong

hop nguoi dan yéu cau:
8.000 ddng/ban.

tich;

- Nghi dinh s6 87/2020/ND-CP ngay
28/7/2020 cua Chinh phu quy dinh vé Co
so dir liéu ho tich dién tir, dang ky ho tich
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TT

Tén tha tuc
hanh chinh

Ky hiéu
quy trinh

Theoi han giai
quyet

Pia diém thuc
hién

Phi, I phi (néu co)

Can cir phap ly

truc tuyén;

- Nghi dinh sé 104/2022/ND-CP ngay
21/12/2022 cua Chinh pha sira d6i, bd sung
mot sb6 diéu caa cac nghi dinh lién quan
dén viéc nop, xuat trinh s6 ho khau, sé tam
trd gidy khi thuc hién thu tuc hanh chinh,
cung cap dich vu cdng;

- Théng tu s6 04/2020/TT-BTP ngay
28/5/2020 cuia Bo Tu phéap quy dinh chi tiét
thi hanh mot sd diéu cua Luat Ho tich va
Nghi dinh sé 123/2015/ND-CP ngay
15/11/2015 cua Chinh phii quy dinh chi tiét
mot s6 diéu va bién phép thi hanh Luat Ho
tich;

- Thong tu s 01/2022/TT-BTP ngay
04/01/2022 cta By Tu phap quy dinh chi
tiét mot s6 diéu va bién phap thi hanh Nghi
dinh s& 87/2020/ND-CP ngay 28/7/2020
cua Chinh phu quy dinh vé Co so dir liu
ho tich dién tu, dang ky ho tich truc tuyén;

- Thong tu sb 281/2016/TT-BTC ngay
14/11/2016 ctua Bo Tai chinh quy dinh mtc
thu, ché do thu, nop, quan ly va si dung
phi khai thac, st dung thong tin trong co s
dir liéu ho tich, phi xac nhan c6 quéc tich
Viét Nam, phi xac nhan 1a nguoi goc Viét
Nam, Ié phi quéc tich;

- Thong tu s6 85/2019/TT-BTC ngay
29/11/2019 cua Bo Tai chinh hudng dan vé
phi va I phi thuoc tham quyén quyét dinh
cua Hoi dong nhan dan tinh, thanh phd truc
thudc Trung uwong;
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TT

Tén tha tuc
hanh chinh

Ky hiéu
quy trinh

Theoi han giai
quyet

Pia diém thuc
hién

Phi, I phi (néu co)

Can cir phap ly

- Théng tu sb 106/2021/TT-BTC ngay
26/11/2021 ctia Bo Tai chinh sira doi, bd sung
mot s6 didu cua Théng tu sb 85/2019/TT-
BTC ngay 29/11/2019 cua Bo Tai chinh
hudng dan vé phi va 1é phi thudc tham quyén
quyét dinh cua Hoi dong nhan dan tinh, thanh
phé truc thudc Trung wong;

- Nghi quyét s6 253/2020/NQ-HDND ngay
08/12/2020 cia HDND tinh Ha Tinh quy
dinh vé muac thu, mién, giam, thu, nop,
quan ly va su dung cac khoan phi, ¢ phi
trén dia ban tinh Ha Tinh;

- Quyét dinh s6 528/QD-BTP ngay
13/4/2023 cua Bo Tu phéap vé viéc cdng bd
thii tyc hanh chinh dugc stra doi, bo sung
trong linh vuc hg tich thugc pham vi chac
nang quan ly cia B Tu phap.

10

Thu tuc dang
ky khai tir

QT.HT.10

Ngay trong ngay
tiép nhan du hod so
hop 1€ (truong hop
nhan hd so sau 15
giod ma khong giai
quyét duoc ngay
thi tra két qua trong
ngay lam viéc tiép
theo).

Truong hop can
phai xac minh thi
khong qua 03 ngay
lam viéc.

- Bo phan Tiép
nhan va Tra két
qua UBND cép
X&;

- Cong dich vu
cong quéc gia/
Hé théng thong
tin giai quyét
tha tuc hanh
chinh cua tinh.

- L& phi ap dung dbi voi
truong hop dang ky
khai tir qua han: 10.000
dong/trudng  hop néu
nop hd so truc tiép/qua
buu chinh; 5.000
dong/truong  hop  néu
nop hd so trén moi
truong mang;

- Mién I& phi di véi
truong hop khai to dung
han; nguoi thudc gia
dinh c6 cong vai cach
mang; nguoi thudéc ho
nghéo; ngudi khuyét tat;

- Luat Ho tich nam 2014;

- Luat Hon nhan va Gia dinh nam 2014;

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

- Nghi dinh sb 87/2020/ND-CP ngay
28/7/2020 cua Chinh pha quy dinh vé Co
so dir ligu ho tich dién tir, dang ky ho tich
truc tuyén;

- Nghi dinh sé 104/2022/ND-CP ngay
21/12/2022 cua Chinh pha stra d6i, b6 sung
mot s didu cua cac nghi dinh lién quan
dén viéc nop, xuat trinh s6 ho khau, s6 tam
trd gidy khi thuc hién thu tuc hanh chinh,
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TT

Tén tha tuc
hanh chinh

Ky hiéu
quy trinh

Theoi han giai
quyet

Pia diém thuc
hién

Phi, I phi (néu co)

Can cir phap ly

- Phi cap ban sao trich
luc ho tich trong truong
hop ngudi dan yéu cau:
8.000 dong/ban.

cung cap dich vu cong;

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

- Thong tu sé 01/2022/TT-BTP ngay
04/01/2022 cta B Tu phap quy dinh chi
tiét mot s6 diéu va bién phap thi hanh Nghi
dinh sé 87/2020/ND-CP ngay 28/7/2020
cua Chinh pha quy dinh vé Co so dir liéu
ho tich dién tu, dang ky ho tich truc tuyén;

- Théng tr sé 03/2023/TT-BTP ngay
02/8/2023 cua Bg Tur phdp sira doi, bé sung
mét sé ngi dung ciia Théng tu s6 01/2022/TT-
BTP ngay 04/01/2022 quy dinh chi tiét mgt s6
diéu va bién phap thi hanh Ngh; dinh s¢
87/2020/ND-CP ngay 28/7/2020 cua Chinh
phii quy dinh vé Co so dit liéu hé tich dién tik,
déng ky hé tich truc tuyén;

- Thong tu sb 281/2016/TT-BTC ngay
14/11/2016 cua B Tai chinh quy dinh muc
thu, ché do thu, nop, quan ly va si dung
phi khai thac, st dung thong tin trong co s
dir liéu ho tich, phi xac nhan c6 qudc tich
Viét Nam, phi xac nhan 1a nguoi goc Viét
Nam, I¢ phi quéc tich;

- Thong tu s6 85/2019/TT-BTC ngay
29/11/2019 cta Bo Tai chinh hudng dan vé
phi va I phi thuoc tham quyén quyét dinh
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TT

Tén tha tuc
hanh chinh

Ky hiéu
quy trinh

Theoi han giai
quyet

Pia diém thuc
hién

Phi, I phi (néu co)

Can cir phap ly

cua Hoi dong nhan dan tinh, thanh phd truc
thudc Trung wong;

- Théng tu sb 106/2021/TT-BTC ngay
26/11/2021 ctia Bo Tai chinh sira doi, bd sung
mot s6 didu cua Théng tu sb 85/2019/TT-
BTC ngay 29/11/2019 cua Bo Tai chinh
huéng dan vé phi va 1é phi thude tham quyén
quyét dinh cua Hoi dong nhan dan tinh, thanh
phé truc thudc Trung wong;

- Quyér dinh s6 2466/0P-BTP ngay
20/10/2023 cua Bg Tw phdp vé viéc cong
bé thi tuc hanh chinh dwoc sia doi, bo
sung trong linh vuc hg tich thyc hién tai co
quan dang ky h¢ tich thugc pham vi chic
nang quan |y cua Bo Tu phap.

11

Thu tuc dang
ky khai tir co
yéu t6 nudc
ngoai tai khu
vuc bién gidi

QT.HT.11

Ngay trong ngay
tiép nhan du ho so
hop 1€ (truong hop
nhan hd so sau 15
gio ma khong giai
quyét duoc ngay
thi tra két qua trong
ngay lam viéc tiép
theo).

Truong hop can
phai xac minh thi
khong qua 03 ngay
lam viéc.

- Bo phan Tiép
nhan va Tra két
qua UBND cap
X&;

- Cong dich vu
cong qudc gia/
Hé thng thong
tin giai quyét
thd tuc hanh
chinh cua tinh.

- L& phi &p dung d6i véi
truong hop dang ky
khai tir qua han: 10.000
dong/trudng  hop néu
nop hd so truc tiép/qua
buu chinh; 5.000
dong/truong  hop  néu
nop hd so trén moi
truong mang;

- Mién 1& phi ddi voi
trueong hop khai tir diing
han; nguoi thudc gia
dinh c6 cong vai cach
mang; nguoi thudéc ho
nghéo; ngudi khuyét tat;
- Phi c4p ban sao trich
luc ho tich trong truong

Nhu trén
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TT

Tén tha tuc
hanh chinh

Ky hiéu
quy trinh

Theoi han giai
quyet

Pia diém thuc
hién

Phi, I phi (néu co)

Can cir phap ly

hop nguoi dan yéu cau:
8.000 dong/ban.

12

bang ky khai
tur luu dong

QT.HT.12

Trong 705 ngay lam
Vi€, ke tir ngay nhan
du ho so hop 1€

Truyc tiép tai nha
riéng hoac tai
dia diém to chirc
ding ky luu
dong

- Lé phi: 10.000
dong/truong  hop  (4p
dung d6i Vi truong hop
dang ky khai tr qua
han);

- Mién I¢ phi ddi véi
truong hop khai tir ding
han; nguoi thudc gia
dinh c6 cong voi cach
mang; nguoi thudéc ho
nghéo; ngudi khuyét tat;
- Phi cip ban sao trich
luc ho tich trong truong
hop nguoi dan yéu cau:
8.000 dong/ban.

- Luat Ho tich nam 2014;

- Luat H6n nhan va Gia dinh nam 2014;

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

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

- Nghi dinh s6 104/2022/ND-CP ngay
21/12/2022 cua Chinh pha stra d6i, bd sung
mot s6 didu caa cac nghi dinh lién quan
dén viéc nop, xuét trinh s6 ho khau, s6 tam
trd gidy khi thuc hién thu tuc hanh chinh,
cung cap dich vu cong;

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

- Théng tu s 01/2022/TT-BTP ngay
04/01/2022 cua B Tu phap quy dinh chi
tiét mot s6 didu va bién phap thi hanh Nghi
dinh s& 87/2020/ND-CP ngay 28/7/2020
cua Chinh phu quy dinh vé Co so dir liéu
ho tich dién tir, dang ky ho tich truc tuyén;

- Thong tu sb 281/2016/TT-BTC ngay
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TT

Tén tha tuc
hanh chinh

Ky hiéu
quy trinh

Theoi han giai
quyet

Pia diém thuc
hién

Phi, I phi (néu co)

Can cir phap ly

14/11/2016 cua B Tai chinh quy dinh muc
thu, ché d6 thu, nop, quan ly va st dung
phi khai thac, st dung thong tin trong co s
dir liéu ho tich, phi xac nhan c6 quéc tich
Viét Nam, phi xac nhan 1a nguoi goc Viét
Nam, Ié phi quéc tich;

- Thong tu s6 85/2019/TT-BTC ngay
29/11/2019 cta Bo Tai chinh huéng dan vé
phi va 1& phi thuoc tham quyén quyét dinh
cuia Hoi dong nhan dan tinh, thanh phd truc
thudc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay
26/11/2021 ctia Bo Tai chinh sira doi, bo sung
mot sd didu cua Thong tu sb 85/2019/TT-
BTC ngay 29/11/2019 cua Bo Tai chinh
hudng dan vé phi va 1é phi thudc thim quyén
quyét dinh cua Hoi dong nhan dan tinh, thanh
phé truc thude Trung uong;

- Nghi quyét s6 253/2020/NQ-HPND ngay
08/12/2020 cua HPND tinh Ha Tinh quy
dinh vé muac thu, mién, giam, thu, nop,
quan ly va su dung cac khoan phi, I1¢ phi
trén dia ban tinh Ha Tinh;

- Quyét dinh sb 528/QD-BTP ngay
13/4/2023 cua Bo Tu phéap vé viéc cong bd
thu tuc hanh chinh dugc sua ddi, bd sung
trong linh vuc ho tich thuoc pham vi chic
nang quan ly caa Bo Tu phap.

13

Thu tuc dang
ky giam ho

QT.HT.13

Trong 03 ngay lam
viéc,‘ sau khi nhan
da ho so hop €.

- B6 phan Tiép
nhan va Tra két
qua UBND cip
Xa;

- Mién I¢ phi;

- Phi c4p ban sao trich
luc ho tich trong truong
hop nguoi dan yéu cau:

- Luat Ho tich nam 2014;

- Luat Hon nhan va Gia dinh nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay
15/11/2015 ciia Chinh phu quy dinh chi tiét
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TT

Tén tha tuc
hanh chinh

Ky hiéu
quy trinh

Theoi han giai
quyet

Pia diém thuc
hién

Phi, I phi (néu co)

Can cir phap ly

- Cong dich vu

cong quoc
gia/Hé thong
théng tin giai

quyét tha tuc
hanh chinh cua
tinh.

8.000 dong/ban.

mot sb diéu va bién phap thi hanh Luat Ho
tich;

- Nghi dinh sb 87/2020/ND-CP ngay
28/7/2020 cua Chinh pha quy dinh vé Co
s& dir lidu ho tich dién tr, dang ky ho tich
truc tuyén;

- Nghi dinh sé 104/2022/ND-CP ngay
21/12/2022 cua Chinh pha stra d6i, b6 sung
mot s6 diéu caa cac nghi dinh lién quan
dén viéc nop, xuét trinh s6 ho khau, s6 tam
trd gidy khi thuc hién tha tuc hanh chinh,
cung cap dich vu cong;

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

- Théng tu s 01/2022/TT-BTP ngay
04/01/2022 cua B Tu phap quy dinh chi
tiét mot s6 didu va bién phap thi hanh Nghi
dinh s& 87/2020/ND-CP ngay 28/7/2020
cua Chinh phu quy dinh vé Co so dir liéu
ho tich dién tr, dang ky ho tich truc tuyén;

- Théng ne sé 03/2023/TT-BTP ngay
02/8/2023 cua Bg Tuw phdp sira déi, bé sung
mét sé ngi dung ciia Thong tw s6 01/2022/TT-
BTP ngay 04/01/2022 quy dinh chi tiét mét so
diéu va bién phap thi hanh Nghi dinh sé
87/2020/ND-CP ngay 28/7/2020 cua Chinh
phii quy dinh vé Co sé di liéu hé tich dién tir,
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TT

Tén tha tuc
hanh chinh

Ky hiéu
quy trinh

Theoi han giai
quyet

Pia diém thuc
hién

Phi, I phi (néu co)

Can cir phap ly

déng ky hé tich truc tuyén;

- Théng tu sb 281/2016/TT-BTC ngay
14/11/2016 cua B Tai chinh quy dinh muc
thu, ché @6 thu, nop, quan ly va st dung
phi khai thac, st dung thong tin trong co s
dir liéu ho tich, phi xac nhan c6 qudc tich
Viét Nam, phi xac nhan 13 nguoi goc Viét
Nam, Ié phi quéc tich;

- Thong tu s6 85/2019/TT-BTC ngay
29/11/2019 cta Bo Tai chinh huéng dan vé
phi va 1& phi thuoc tham quyén quyét dinh
cuia Hoi dong nhan dan tinh, thanh phd truc
thudc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay
26/11/2021 ctia Bo Tai chinh sira doi, bo sung
mot sb diéu ciia Thong tu sb 85/2019/TT-
BTC ngay 29/11/2019 cua Bo Tai chinh
hudng dan vé phi va 1é phi thudc thim quyén
quyét dinh cua Hoi dong nhan dan tinh, thanh
phé truc thude Trung uong;

- Quyér dinh s6 2466/0P-BTP ngay
20/10/2023 cua Bg Tw phdp vé viéc cong
bo thi tuc hanh chinh duoc sia doi, bo
sung trong linh vuc hg tich thyc hién tai co
quan dang ky h¢ tich thugc pham vi chuc
nang quan ly cua Bé Tw phap.

14

Thu tuc dang
ky cham duat
giam ho

QT.HT.14

Trong 02 ngay lam
viéc, sau khi nhan

du hd so hop 1é.

- Bo phan Tiép
nhan va Tra két
qua UBND cép
X&;

- Cong dich vu
cong qudc

- Mién I¢ phi;

- Phi c4p ban sao trich
luc ho tich trong truong
hop nguoi dan yéu cau:
8.000 dong/ban.

Nhu trén
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Tén thi tuc Ky hiéu Thai han giai Pia diém thuc A e
T hanh chinh quy trinh quyét hién Phi, I phi (néu co) Cén cir phap ly
gia/Hé  thdng
théng tin giai
quyét tha tuc
hanh chinh cua
tinh.
~ L& phi: 20.000
dong/truong  hop  néu
- Bo phan Tiép [nop hd so truc tiép;
Trong 03 ngay Iam nhan va Tra két 10.000 dong/truong hop
vide. sau khi nhan ql~Jé UBND cép | néu nop hd so trén moi
, < da hf) so hop le. | *& 2 . truo'.rlg rrlang: i
Thu tuc dang Trwong hop. can |- Cong dich vu | - Mien I¢ phi cho ngudai
15 | ky nhan cha, | QT.HT.15 ohdi XAc minh thi cbng quoc | thudc gia dinh c6 cong Nhu trén
me, con thoi han giai quyét gizilHé _ th6_ng véi cach mang; ngub!
khéng'qué 08 ngay thong tin giai | thuoc ho ngheo; nguoi
Iam viec quyet thu tuc | khuyet tat;
i hanh chinh cua | - Phi cap ban sao trich
tinh. luc ho tich trong truong
hop nguoi dan yéu cau:
8.000 dong/ban.
s ohan Tiép |, ¢ phi:  20.000
28 20 TP | Gngiong o i
Trong 07 ngay lam ui UBND cAp nop hd so truc tiép;
Thu tuc dang viéc, ké tr ngay ?(a- 10.000 dong/trlrong hop
ky nhan cha, nhan du ho so hep | ééng dich vu néu nop hd so trén moi
16 | MS CON COYEU | p g | 1€ Trudng hop can | 7= 7, £ | truong mang; . Nhu trén
t0 nudc ngoai phai xac minh thi iHe  théng | Mién I¢ phi cho nguoi
tai khu vuc thoi han giai quyét | I&Te  TONG Fy 5e oia dinh co cong
thong tin giai

bién gidi

khdng qua 12 ngay

lam viéc.

quyét tha tuc
hanh chinh cua
tinh.

V4l cach mang; nguoi
thuéc ho ngheo; nguoi
khuyét tat;

- Phi c4p ban sao trich
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Tén thi tuc Ky hiéu Thai han giai Pia diém thuc A e
T hanh chinh quy trinh quyét hién Phi, I phi (néu co) Cén cir phap ly
luc ho tich trong truong
hop nguoi dan yéu cau:
8.000 ddng/ban.
- Luat Ho tich nam 2014;
- Luat Hon nhan y'c‘l Gia dinh nam 2014;
- Nghi dinh so 123/2015/ND-CP ngay
La phi- 15/11/2015 cua Chinh phu quy dinh chi tiét
PPl | mot sé didu va bién phép thi hanh Luat Ho
- bang ky khai sinh: | .. h:
10.000 déng/trusng hop | 2 \
(é' q 481 V6i truong | Nghi dinh so6 87/2020/ND-CP ngay
D e O pat D | 281712020 cia Chinh phit quy dinh vé Co
‘Jg han)%% y s& dir ligu ho tich dién tir, dang ky ho tich
EJDEm. k" nhan cha, me tryc tuyen; :
Trong 03 naav [am con g Xy nhe 20,000 | - Nghi dinh s 104/2022/NP-CP ngay
vise ke dongtruong hop: | 21/1212022 cia Chinh phi sira d, b sung
< , . s an A gay I X Ag ,’p, .. | mot so dieu cua cac nghi dinh lién quan
bang ky khai nhan du ho so hop | BophanTiep |- Mién I€ phi doi voi | (< .. - JRIN X LA LA R
. £ A . e ok N . , . | dén viéc nop, xuat trinh s6 ho khau, s6 tam
sinh ket hop I¢, truong hop phai | nhanva Tra két | truong hop dang ky khai |~ .« ; e X .
17 | . A QT.HT.17 ; . L ) z . , b . | tra giay khi thuc hién tha tuc hanh chinh,
dang ky nhan xac minh thi thoi | qua UBND cap | sinh ding han; déng ky cuna cio dich vu cona:
cha, me, con han giai quyét X4 khai sinh két hop nhan | CUN9 caP dich Vu cong,

khong qua 08 ngay
lam viéc.

cha, me, con dbi Vi
nguoi thudc gia dinh co
cong voi cach mang;
nguoi thugc hd nghéo;
ngudi khuyét tat;

- Phi c4p ban sao trich
luc ho tich trong truong
hop nguoi dan yéu cau:
8.000 dong/ban.

- Théng tu s6 04/2020/TT-BTP ngay
28/5/2020 cuia Bo Tu phéap quy dinh chi tiét
thi hanh mét sé diéu cua Luat Ho tich va
Nghi dinh sé 123/2015/ND-CP ngay
15/11/2015 ciia Chinh phu quy dinh chi tiét
mot sb diéu va bién phép thi hanh Luat Ho
tich;

- Thong tu s 01/2022/TT-BTP ngay
04/01/2022 cua By Tu phap quy dinh chi
tiét mot s6 diéu va bién phap thi hanh Nghi
dinh s6 87/2020/ND-CP ngay 28/7/2020
cua Chinh phu quy dinh vé Co so dit liu
ho tich dién tir, diang ky ho tich truc tuyén;
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TT

Tén tha tuc
hanh chinh

Ky hiéu
quy trinh

Theoi han giai
quyet

Pia diém thuc
hién

Phi, I phi (néu co)

Can cir phap ly

- Thong tu sb 281/2016/TT-BTC ngay
14/11/2016 ctia Bo Tai chinh quy dinh muc
thu, ché d6 thu, nop, quan ly va sir dung
phi khai thac, sir dung thong tin trong co s&
dir liéu ho tich, phi x&c nhan c6 quéc tich
Viét Nam, phi xac nhan 1a nguoi gbc Viét
Nam, I¢ phi quéc tich;

- Thong tu s6 85/2019/TT-BTC ngay
29/11/2019 ctua Bo Tai chinh hudng dan vé
phi va 1& phi thuoc tham quyén quyét dinh
cuia Hoi dong nhan dan tinh, thanh phd truc
thudc Trung wong;

- Théng tu s6 106/2021/TT-BTC ngay
26/11/2021 ctia Bo Tai chinh sira doi, bd sung
mot s6 diéu cua Thong tu s6 85/2019/TT-
BTC ngay 29/11/2019 cua B¢ Tai chinh
huéng dan vé phi va 1é phi thudc tham quyén
quyét dinh ctia Hoi dong nhan dan tinh, thanh
phé truc thudc Trung wong;

- Nghi quyét s6 253/2020/NQ-HDND ngay
08/12/2020 cia HDND tinh Ha Tinh quy
dinh vé muc thu, mién, giam, thu, nop,
quan ly va su dung cac khoan phi, I phi
trén dia ban tinh Ha Tinh;

- Quyét dinh sb 528/QD-BTP ngay
13/4/2023 cua By Tu phéap vé viéc cong bo
thii tuc hanh chinh duoc stra doi, bo sung
trong linh vuc ho tich thugc pham vi chic
nang quan ly cua B

18

Thu tuc dang
ky lai khai sinh

QT.HT.18

Trong 05 ngay lam
viéc, ké tr ngay
nhan du ho so hop

- Bo phan Tiép
nhan va Tra ket
qua UBND cap

Lé phi:  10.000

déng/t\ruc‘rng hop néu
nop ho so truc tiep/qua

- Luat Ho tich nam 2014;
- Luat Hon nhan yé Gia dinh nam 2014,
- Nghi dinh so6 123/2015/Nb-CP ngay
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Tén thi tuc Ky hiéu Thai han giai Pia diém thuc A e
T hanh chinh quy trinh quyét hién Phi, I phi (néu co) Cén cir phap ly
I6; Truong hop | X&; buu  chinh;  5.000 | 15/11/2015 cua Chinh phu quy dinh chi tiét

phai xac minh thi
thoi han giai quyét
khong qua 25 ngay
lam viéc.

- Cong dich vu
cong qudc gia/
Hé théng thong
tin giai quyét
thd tuc hanh
chinh cua tinh.

doéng/trudng  hop néu
nop hd so trén moi
truong mang;

- Mién 1& phi cho ngudi
thudc gia dinh c6 cong
voi cidch mang; nguoi
thugoc hd ngheo; nguoi
Khuyét tat;

- Phi cdp ban sao giy
khai sinh trong truong
hop ngudi dan yéu cau:
8.000 dong/ban.

mot sé diéu va bién phap thi hanh Luat Ho
tich;

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

- Nghi dinh sé 104/2022/ND-CP ngay
21/12/2022 cua Chinh pha stra d6i, b6 sung
mot s6 didu caa cac nghi dinh lién quan
dén viéc nop, xuat trinh s6 ho khau, s6 tam
trd gidy khi thuc hién thu tuc hanh chinh,
cung cap dich vu cdng;

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

- Thong tu s 01/2022/TT-BTP ngay
04/01/2022 cta By Tu phap quy dinh chi
tiét mot s6 diéu va bién phap thi hanh Nghi
dinh s6 87/2020/ND-CP ngay 28/7/2020
cua Chinh phu quy dinh vé Co so dit liéu
h¢ tich dién tir, dang ky ho tich tryc tuyén;

- Théng tw s6 03/2023/TT-BTP ngay 02/8/2023
cua Bo Tw phap sia doz b6 sung mét s6 noi
dung ciia Théng tir s6 01/2022/TT-BTP ngay
04/01/2022 quy dinh chi tiét mot so diéu va
bién phdp thi hanh Nghi dinh s6 87/2020/ND-
CP ngay 28/7/2020 ciia Chinh phit quy dinh vé
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TT

Tén tha tuc
hanh chinh

Ky hiéu
quy trinh

Theoi han giai
quyet

Pia diém thuc
hién

Phi, I phi (néu co)

Can cir phap ly

Co so dir lieu ho tich dién tw, dang ky ho tich
truc tuyén;

- Thong tu sb 281/2016/TT-BTC ngay
14/11/2016 ctia B6 Tai chinh quy dinh muc
thu, ché d6 thu, nop, quan ly va sir dung
phi khai thac, sir dung thong tin trong co s&
dir liéu ho tich, phi xac nhan c6 qudc tich
Viét Nam, phi xac nhan 1a nguoi goc Viét
Nam, I¢ phi quéc tich;

- Thong tu s6 85/2019/TT-BTC ngay
29/11/2019 ctua Bo Tai chinh huéng dan vé
phi va 1& phi thuoc tham quyén quyét dinh
cuia Hoi dong nhan dan tinh, thanh phd truc
thudc Trung wong;

- Théng tu s6 106/2021/TT-BTC ngay
26/11/2021 ciia Bo Tai chinh sira di, b6 sung
mot s6 diéu cua Thong tu s6 85/2019/TT-
BTC ngay 29/11/2019 cua B¢ Tai chinh
huéng dan vé phi va ¢ phi thudc tham quyén
quyét dinh ctia Hoi dong nhan dan tinh, thanh
phé truc thudc Trung wong;

- Quyér dinh s6 2466/QD-BTP ngay
20/10/2023 cua Bo Tu phap ve viéc cong
bo thi tuc hanh chinh dwoc sira doi, béo
sung trong linh vuc h¢ tich thuc hién tai co
quan dang ky h¢ tich thugc pham vi chuc
nang quan ly cua Bo Tuw phap.

19

Thu tuc dang
ky lai két hon

QT.HT.19

Trong 05 ngay lam
viéc, ké tir ngay
nhan da hd so hop
I¢; Truong hop
phai xac minh thi

- Bo phan Tiép
nhan va Tra két
qua UBND cép
X&;

- Cong dich vu

- Lé phi: 10.000
doéng/trudng hop néu
nop hd so tryc tiép;
5.000 dong/tmong hop
néu nop hd so trén moi

Nhu trén
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Tén thi tuc Ky hiéu Thai han giai Pia diém thuc A e
T hanh chinh quy trinh quyét hién Phi, I phi (néu co) Cén cir phap ly
thoi han giai quyét | cong quoc gia/ | truong mang;
khong qua 25 ngay | H¢ thong thong | - Mien I€ phi cho ngudi
lam viéc. tin giai quyét | thude gia dinh c6 cong
tha tuc hanh | v6i cach mang; nguoi
chinh cua tinh. | thugc ho ngheo; nguoi
khuyet tat;
- Phi cap ban sao trich
luc ho tich trong truong
hop nguoi dan yéu cau:
8.000 dong/ban.
- L¢ phiz  10.000
dong/truong hop  neu
 RA nhan Tiin | NOP hO so tryc tiep/qua
BO phan Tiep [ chinh:  5.000
N nhan va Tra ket | .x . X
Trong 05 ngay lam ; +_ | dong/truong  hop  néu
. PO .. | qua UBND cap | . \ A A
viec, ké tu ngay 3 nop ho so trén moi
nhan da ho so hop 2 : trrong mang;
Thu tuc dang l6. Truong hop can | Cong dich VU Midn e phi cho nguoi
20 | ot s e QT.HT.20 | >'.. . N . | cdng quoc A Lo Nhu trén
ky lai khai tu phai xac minh thi iaHe  thén thudc gia dinh c6 cong
thoi han giai quyét | 3T TONG 1™ cach mang; nguoi
A : .| théng tin giai e . i
khong qua 10 ngay £ \ thuoc ho ngheo; nguoi
N quyet thu tuc [N
lam viéc. N . ;| khuyet tat;
hanh chinh cua hi cAp ba ch
tinh - Phi cap ban sao tric
' luc ho tich trong truong
hop nguoi dan yéu cau:
8.000 dong/ban.
- Trong 03 ngay | - Bo phan Tiep |- Lé phir  10.000
Thu tuc thay lam viéc ke ter ngay | nhan va Tra ket | dong/truong  hop  neu
21 doi, cai chinh, QT.HT.21 nhan da ho so hop | qua UBND cap | nop ho so truc tiep/qua Nhur trén

bé sung thong
tin ho tich

lé d6i véi yéu cau
thay doi, cai chinh
ho tich; truong hop

X4,
- Cong dich vu
cbng quoc

bL‘ru chinh; 5 .OQO
dong/truong hop néu
nop ho so trén moi
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Tén thi tuc Ky hiéu Thai han giai Pia diém thuc A e
T hanh chinh quy trinh quyét hién Phi, 1§ phi (néu co) Cén cir phap ly
phai xdc minh thi | gia/H¢  thdng | truong mang;
thoi han giai quyet | thong tin - giai | - Micn 1€ phi cho ngudi
khong qua 06 ngay | quyet thu tuc | thuoc gia dinh c6 cong
lam viéc. hanh chinh cua | véi cach mang; nguoi
- Ngay trong ngay | tinh. thuoc ho ngheo; nguoi
lam vjéc qai Vi khuyétt’at;
yéu cau bd sung - Phi cap ban sao trich
théng tin ho tich, luc ho tich trong truong
truong hop nhan ho hop nguoi dan yéu cau:
so sau 15 gio ma 8.000 dong/ban.
khong giai quyet
duoc ngay thi tra
ket qua trong ngay
lam viéc tiép theo.
03 ngay lam viéc A 4 —« |- L& phi: 10.000
ké tir ngay nhan du BO phan Ticp dong/truong  hop  néu
X .. | nhan va Tra ket | . = & it
ho so hop I¢; ui UBND cép | NoP ho so truc tiep/qua
, trwong hop phai | 1 Plbuu  chinh;  5.000
Thu tuc cap xac minh thi thoi 2 dich dong/truong  hop  néu
Gidy xac nhan han giai  quyét - Cong dich vy nop hd so trén moi
22 | A QT.HT.22 S . .. | cOng quoc |, 7 i Nhu trén
tinh trang hon khong qua 23 ngay | ~._ 7.« x truong mang;
A A . ~. | giadHé  thong X A e
nhan (khéng tinh  thoi thona. tin aiai | - Mién I€ phi cho nguoi
gian gui van ban P g thudc gia dinh c6 cong
o A s .. |quyet thu tuc| .7, ) =
yéu cau va thoi | ; . .. | v6i cach mang; nguoi
. . 1w LA ~ o | hA@nh chinh cua N . i
gian tra loi ket qua tinh thuoc ho ngheo; nguoi
xac minh). ' khuyeét tat.
Ngay trong ngay | - B6 phan Tiep
Thi tuc chp nhan da ho so hgp | nhan va Tra Két ‘
23 | bin sao trich | QT.HT.23 | 1§ (treong hop nhan | qua UBND cap | - Phi: 8.000 dong/ban; Nhur trén
luc ho tich ho so sau 15 gio | x& - Lé phi: Khong

ma khong  giai
quyet duogC ngay

- Cong dich vy
cbng quoc
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Tén thi tuc Ky hiéu Thai han giai Pia diém thuc A e
T hanh chinh quy trinh quyét hién Phi, I phi (néu co) Cén cir phap ly
thi tra két qua trong | gia/Hé  thdng
ngay lam viéc tiép | thong tin giai
theo). quyét tha tuc
hanh chinh cua
tinh.
- Luat Ho tich nam 2014;
- Nghi dinh sb 123/2015/ND-CP ngay
15/11/2015 cua Chinh phu quy dinh chi tiét
- béi voi hd so mot s6 diéu va bién phap thi hanh Luat Ho
ding ky két hon: tich;
Ngay trong ngay - Nghi dinh sb 61/2018/ND-CP ngay
tiép nhan du hd so - Lé phi dang ky két | 23/4/2018 cua Chinh phua vé thuc hién co
hop 1€ (trwong hop | _ Nop hé so: hon: Mién 1€ phi. ché mot cura, mot cua lién thong trong giai
nhan ho so sau 15 Céng' dich vﬁ - L& phi cap giay xac | quyet thu tuc hanh chinh;
gio ma khong giai cong quéc gia] nhan tinh trang hon |- Nghi dinh so 45/2020/ND-CP ngay
’ quyet duoc ngay He théng thong nhan: 5.000 | 08/04/2020 cua Chinh phu vé thyc hién thu
bang ky ket thi tra ket qua trong tin giai  quyét dong/truong hop; tuc hanh chinh trén méi truong dién tu;
hon, xac nhan ngay lam viéc tiep tha tuc hanh |- Mién 1€ phi cho ngudi | - Nghi dinh so 107/2021/ND-CP ngay
24 | tinh trang hon | QT.HT.24 | theo). Truong hop : thudc gia dinh c6 cong | 06/12/2021 cua Chinh phu stra d6i, bo sung

nhan
tuyen

truc

can phai xac minh
diéu kién két hon
ciaa hai bén nam,
nir thi thoi han giai
quyét khong qua 05
ngay lam viéc.

- Déi vé6i hd so xac
nhan tinh trang hon
nhan: Trong ngay
lam viéc

chinh cua tinh.

- Nhan két qua:
Bo phan Tiép
nhan va Tra két
qua UBND cip
Xa.

vai cadch mang; nguoi
thuoc ho ngheo; nguoi
khuyét tat.

- Phi cip ban sao trich
luc ho tich trong truong
hop nguoi dan yéu cau:
8.000 dong/ban.

mot s diéu caa Nghi dinh s6 61/2018/ND-
CP ngay 23/4/2018 cua Chinh pha vé thyc
hién co ché mot cira, mot cira lién thong
trong giai quyét thu tuc hanh chinh;

- Nghi dinh sé 47/2020/ND-CP ngay
09/4/2020 cua Chinh phu vé quan ly, két
ndi va chia s¢ dir liéu sd cua co quan nha
I'III'UC

- Nghi dinh sé 87/2020/ND-CP ngay
28/7/2020 cua Chinh pha quy dinh vé Co s
dir ligu ho tich dién tu, dang ky ho tich truc
tuyén;

- Nghi dinh sé 42/2022/ND-CP ngay
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TT

Tén tha tuc
hanh chinh

Ky hiéu
quy trinh

Theoi han giai
quyet

Pia diém thuc
hién

Phi, I phi (néu co)

Can cir phap ly

24/6/2022 cua Chinh phu quy dinh vé viéc
cung cap thong tin va dich vu cdng truc tuyén
cua co quan nha nudce trén moi trudng mang;

- Nghi dinh sb 59/2022/ND-CP ngay
05/9/2022 ciia Chinh phii quy dinh vé dinh
danh va xac thuc dién tu;

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

- Théng tu sd 01/2022/TT-BTP ngay
04/01/2022 cua B Tu phap quy dinh chi
tiét mot s6 didu va bién phap thi hanh Nghi
dinh s& 87/2020/ND-CP ngay 28/7/2020
cua Chinh phu quy dinh vé Co so dir liéu
ho tich dién tir, dang ky ho tich truc tuyén;

- Thong tu sé 281/2016/TT-BTC ngay
14/11/2016 cua B Tai chinh quy dinh muc
thu, ché do thu, nop, quan ly va sir dung
phi khai thac, str dung thong tin trong co s
dir liéu ho tich, phi xac nhan c6 qudc tich
Viét Nam, phi xac nhan 13 nguoi gbc Viét
Nam, 18 phi quéc tich;

- Thong tu s6 85/2019/TT-BTC ngay
29/11/2019 ctia Bo Tai chinh hudng din vé
phi va 1& phi thuoc tham quyén quyét dinh
cua Hoi ddng nhan dan tinh, thanh phé truc
thudc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay
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TT

Tén tha tuc
hanh chinh

Ky hiéu
quy trinh

Theoi han giai
quyet

Pia diém thuc
hién

Phi, 1& phi (néu co)

Can cir phap ly

26/11/2021 stra doi, bd sung mot s6 diéu
cia Théng tu s6 85/2019/TT-BTC ngay
29/11/2019 ctia Bo Tai chinh huéng dan vé
phi va 1& phi thuoc tham quyén quyét dinh
cua Hoi ddng nhan dan tinh, thanh phé truc
thudc Trung wong;

- Nghi quyét s6 253/2020/NQ-HDPND ngay
08/12/2020 cua HPND tinh Ha Tinh quy
dinh vé muac thu, mién, giam, thu, nop,
quan ly va su dung cac khoan phi, I¢ phi
trén dia ban tinh Ha Tinh;

- Nghi quyét s6 101/2023/NQ-HDND ngay
14/7/2023 cua HDPND tinh Ha Tinh sta
dbi, b sung mot sé khoan phi, 1 phi trén
dia ban tinh Ha Tinh;

- Quyét dinh s 309/QD-BTP ngay 13/3/2023
caa Bo Tu phép ban hanh Quy trinh giai quyét
thi tuc hanh chinh: Dang ky két hon, xac nhan
tinh trang hon nhan tryuc tuyén.

LINH VUC NUOI CON NUOI (03 TTHC)

bang ky viéc
nudi con nuoi
trong nuGC

QT.NCN.01

30 ngay lam vigc,
ké tor ngay nhan du
ho so hop 1€

- Bo phan Tiép
nhan va Tra két
qua UBND cép
X&;

- Cong dich vu
cong quéc
gia/Hé  thdng
thdng tin giai
quyét tha tuc
hanh chinh cua
tinh.

- Lé phi: 400.000
dong/truong hop.

- Mién & phi ding ky
nuéi con nubi trong
nuée d6i véi truong hop
cha duong hoic me ké
nhan con riéng cua vo
hoic chdng lam con
nudi; co, cau, di, chu,
bac ruot nhan chau lam
con nudi; nhan tré em

- Luat Nudi con nudi nam 2010;

- Nghi dinh s6 19/2011/ND-CP ngay
21/3/2011 caia Chinh phii quy dinh chi tiét
thi hanh mot s diéu cua Luat Nudi con
nuoi;

- Nghi dinh sb 24/2019/ND-CP ngay
05/3/2019 cua Chinh phu sira ddi, bd sung
mot s diéu caa Nghi dinh s6 19/2011/ND-
CP ngay 21/3/2011 cua Chinh phu quy
dinh chi tiét thi hanh mot sb diéu cua Luat
nubi con nudi;
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TT

Tén tha tuc
hanh chinh

Ky hiéu
quy trinh

Theoi han giai
quyet

Pia diém thuc
hién

Phi, I phi (néu co)

Can cir phap ly

khuyét  tat,  nhiém
HIV/AIDS hoic miéc
bénh hiém nghéo theo
quy dinh ctaa Luat Nudi
con nudéli va van ban
huéng dan; nguoi cé
cong vai cach mang
nhan con nudi.

- Nghi dinh sb 114/2016/ND-CP ngay
08/7/2016 cua Chinh phu quy dinh I¢ phi
dang ky nudi con nudi, 1& phi cap gidy phép
hoat dong cua to chirc con nudi nudc
ngoai;

- Nghi dinh sé 104/2022/NP-CP ngay
21/12/2022 ciia Chinh phu sita d@6i, bé sung
mét sé diéu cua cac nghj dinh lién quan
dén viéc ngp, xudt trinh sé hg khau, sé tam
tri gidgy khi thuc hién thi tuc hanh chinh,
cung cap dich vy cong;

- Théong tu sd 10/2020/TT-BTP ngay
28/12/2020 cua Bo truong Bo Tu phap ban
hanh, huéng dan viéc ghi chép, sir dung,
quan 1y va luu trir S6, mau gidy to, hd so
nudi con nuoi;

- Théng tw sé 07/2023/TTBTP ngay
29/9/2023 cua B truong Bg Tu phap sua
doi, bé sung mét sé diéu ciia Thong tw s6
10/2020/TT-BTP ngay 28/12/2020 cua B¢é
trwong B Tw phdp vé viéc ban hanh,
hwéng dan viéc ghi chép, su dung, quan ly
va lew triv $6, mau glay to, hé so nudi con
nuoi;

- Thong tu s6 267/2016/TT-BTC ngay
14/11/2016 cua Bo trwong Bo Tai chinh
huéng dan 1ap du toan, quan ly, sir dung va
quyét toan kinh phi ngan sach nha nuéc
bao ¢am cho céng tac nudi con nudi va cap,
gia han, stra d6i gidy phép hoat dong cua t6
chirc nudi con nudi nudc ngoai tai Viét
Nam,;
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Tén thi tuc Ky hiéu Thai han giai Pia diém thuc

hanh chinh quy trinh quyét hién Phi, ¢ phi (néu co) Cin cir phap ly

- Quyét dinh sé 2687/0P-BTP ngay
09/11/2023 cua Bé trueng Bé Tw phdp Vé
viéc cong bo thi tuc hanh chinh dwot sira
doi, bé sung trong linh virc nudi con nudi
thugc pham vi chize nang quan ly cua Bo

Tw phap.

- B6 phan Tiép

nhan va Tra k}%t

qua UBND cap
bang ky lai Trong thoi han 05 i(aé:éng dich vu
VIEC nUOI coN | v Ny gp | NGAY 1M Vige, ke g T 0 de Khong Nhur trén
nuoi trong tr ngay nhan du ho iaHe  thén
nuoc so hop 1€ glame g

théng tin giai

quyét tha tuc
hanh chinh cua
tinh.

Trong thoi han 30
ngay, ké tir ngay
nhan da hd so hop
I¢, trong do:

- UBND cép x4
kiém tra ho so, lay
y kién nhitng nguoi
QT.NCN.O3 | co lién quan va cé
van ban gui S¢ Tu
phap xin y kién: 15
ngay, ké tir ngay
nhan da hd so hop
Ié;

- S0 Tu phap co y
kién: 10 ngay ké tur

Giai quyét viéc
nguoi nudc
ngoai cu tra &
khu wvuc bién
gigi nudc lang
giéng nhan tré
em Viét Nam
lam con nudi

Bo phan Tiép
nhan va Tra ket L¢ phi: 4.500.000
qua UBND cap dong/trueong hop.
Xa

Nhu trén
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TT

Tén tha tuc
hanh chinh

Ky hiéu
quy trinh

Theoi han giai
quyet

Pia diém thuc
hién

Phi, I phi (néu co)

Can cir phap ly

ngay nhan dugc
van ban cua UBND
Cap X&;

- UBND cép x&
dang ky viéc nuoi
con nudi va giao
nhan con nudi: 05
ngay lam viéc ké tur
ngdy nhan dugc
van ban ddng y cua
S¢ Tu phép.
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PHAN I1. NOI DUNG QUY TRINH NOQI BQ THU TUC HANH CHINH

1. Thu tuc ding ky khai sinh

1 |KY HIEU QUY TRINH QT.HT.01
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thwc hién TTHC: Khong.
2.2 | Cach thirc thuc hign TTHC:
- Ngudi ¢6 yéu cau dang ky khai sinh tryc tiép thuc hién hogc ty quyen cho
nguoi khac thuc hién nop ho so truc tiep tai Bo phan TN&TKQ cua UBND cap
X&;
- Gri h6 so qua hé théng buu chinh;
- Nop ho so truc tuyén trén Cong dich vu cong quoc gia
(https://dichvucong.gov.vn) hoac Hé¢ thong thong tin giai quyét thu tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn).
5 A A A, Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
| To khai dang ky khai sinh, theo mau BM.HT.01.01 (néu nop X

theo hinh thic truc tiép);

Ma~u ho tich dién tr twong tac dang ky khai sinh (do nguoi yeu
cau cung cdp thong tin theo hudng dan trén Cong dich vu cong,
néu nguot co yeu cau lwa chon ndp hé so theo hinh thirc truc
tuyén);

Ngudi c6 yéu cau dang ky khai sinh thuc hién viéc nop/xuat
trinh (theo hinh thirc tryc tiép) hodc tai 1en (theo hinh thuc
truc tuyen) cac giay to sau:

* Gidy to phdi ngp:

Giay chuang sinh.

Truong hop khdng c6 Gidy ching sinh thi ndp van ban caa
ngudi 1am ching xac nhan vé viéc sinh; néu khong co nguoi | X
lam chiing thi phai c6 gidy cam doan vé viéc sinh theo mau
BM.HT.01.02;

Trudng hop tré em bi bo roi thi phai c6 bién ban vé viéc tré bi
b6 roi do co quan c6 tham quyen 1ap;

Truong hop khai sinh cho tré em sinh ra do mang thai ho thi
pt]éi ¢6 van ban xac nhan cua co s¢ y té da thuc hién ky thuat X
ho trg sinh san cho viéc mang thai ho;
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Vin ban ty quyén (dugc ching thuc) theo quy dinh caa phép
luat trong truong hop ty quyén thuc hién viée dang ky khai
sinh.

Truong hop nguoi di dang ky khai sinh cho tr¢ em la 6ng, ba, X
nguoi than thich khac thi khdng phai c¢6 van ban uy quyén cua
cha, me tré em, nhung phai théng nhat vai cha, me tré em vé
cac noi dung khai sinh.

Gidy to chimg minh thugc gia dinh ¢6 cong véi cach mang,
nguoi thudc ho ngheo, nguoi khuyet tat (néu co).

* Gidy to phdi xudt trinh:

Ho chiéu hoic Chang minh nhan dan hoac Thé can cudc cong
dan hoic cac gidy to khac c6 dan anh va thong tin ca nhan do
co quan co tham quyén cap, con gia tri sit dung dé ching
minh vé nhan than cia ngudi c6 yéu cau ding ky khai sinh.
Truong hop cac théng tin ca nhan trong cac gidy to nay da co X
trong Co so dir liéu Qudc gia vé dan cu, Co sé dir lidu Ho tich
dién tir, dugc hé thong dién tu dong thi khdng phai xuat trinh
(theo hinh thuc truc tiép) hoac tai 1&n (theo hinh théc truc
tuyen);

- Gidy to ching minh noi cu tra cua cong dan Viét Nam dé
chimg minh thim quyén dang ky khai sinh trong truong hop co
quan dang ky ho tich khong thé khai thac duoc thong tin vé noi
cu tra ciia cong dan theo cac phuong thirc quy dinh tai khoan 2
Piéu 14 Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 clia
Chinh phu. Trudng hop cac thong tin vé gidy to chimg minh
noi cu tri da dugc khai thac tir Co sé dir lidu qudc gia vé dan
cu bang cac phuong thirc ndy thi nguoi co yéu cau khong phai
xudt trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thic
truc tuyén);

Gidy chang nhan két hdn néu cha, me di ding ky két hon.
Truong hop da co thong tin vé viéc két hon cua cha, me trong
Co s& dir lidu Ho tich dién ta, Co sé dir liéu Qubc giavé dan |  x
cu thi khong phai xuat trinh (theo hinh thic truc tiép) hoac tai
lén (theo hinh thuc truc tuyén).

* Luu y khi nop ho so:

- Tru’ong hop gu’l hd $0 qua h¢ thong buu chinh thi phai gui kem theo ban sao
c6 chitng thuc cac gidy to phai xuit trinh.

- i véi gidy to ndp, Xuat trinh néu ngudi yéu cau nop hd so theo hinh thic truc tiép:
+ DAi voi gidy to xuét trinh khi ding ky ho tich, nguoi tiép nhan c6 trach
nhiém Kiém tra, doi chiéu vai thong tin trong to khai, chup lai hoac ghi lai
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thong tin dé luu trong hd so va tra lai cho ngudi xuat trinh, khong duoc yéu
cau nop ban sao hoic ban chup gidy to do.

+ Ngudi yéu cau ding ky h¢ tich c6 thé nop ban sao ching thyc tir ban chinh
hoac ban sao dugc cap tir s6 gbc hogc ban chup kem theo ban chinh gidy to de
dbi chiéu. Truong hop ngu:m yéu cau nop ban chup kem theo ban chinh gidy
to thi nguoi tiép nhan c6 trach nhiém kiém tra, doi chiéu ban chup voi ban
chinh va ky xac nhan, khong duoc yéu cau ngudi di dang ky nop ban sao giay
to do.

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

- Pdi véi gidy to giri kém theo néu ngudi yéu cau nop hd so theo hinh thuc truc
tuyén:

+ Ban chup cac giay to giri kém theo hé so dang ky khai sinh truc tuyén phai
bao dam rd nét, day du, toan ven vé noi dung, la ban chup béng may anh, di¢n
thoai hodc dugc chup, dugc quét bang thiét bi dién tir, tir gidy to dugc cap hop
1€, con gia tri s dung; néu la gidy to do co quan c6 tham quyén nudc ngoai
cap thi phai dugc hop phép héa lanh su, dich sang tiéng Viét theo quy dinh,
trir trudng hop dugc mién hop phap hda lanh su.

+ Truong hop gidy to, tai liéu phai giri kém trong hd so ding ky khai sinh truc
tuyén d3 co ban sao dién tir hodc dd co ban dién tw gidy to ho tich thi nguoi
yéu cau duoc sir dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Giay khai sinh/ban sao Gidy
khai sinh), nguoi co yéu cau dang ky khai sinh ‘phai nop ban chinh Giay chang
sinh; xuét trinh glay to tuy than; ban chlnh Glay chiing nhan két hon (néu cha
me tré da dang ky két hon va thong tin vé viéc két hon chua co trong Co so dit
liéu Qudc gia vé dan cu, Co so dit liéu Ho tich dién tu).

Truong hop nguoi Yéu cau ding ky khai sinh khéng cung cip duoc gidy to néu
trén theo quy dinh hodc gidy t& nop, xuét trinh bi tay x06a, sira chita, lam gia thi
co quan dang ky ho tich ¢6 tham quyén hiy bo két qua diang ky khai sinh.

- Giay to do co quan c6 tham quyeén ciia nudc ngoai cap, cong chieng hoac xac
nhan dé st dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phap
hoa lanh sy theo quy dinh cua phap luét, trir truong hop dugc mién theo diéu
wdc qudc té ma Viét Nam Ia thanh vién.

- D6 véi viéce xac dinh ho, dan toc, dat tén cho tré:

+ Viéce xac dinh ho, dan toc, dat tén cho tr¢ em phai phu hop véi phap luat va
yBu cau giir gin ban sic dan toc, tap quan, truyén théng vin hoa tot dep cua
Viét Nam; khong dat tén qué dai, kho str dung.

+ Truong hop cha, me khdng thoa thuan duoc vé ho, dan toc, qué quan caa con
khi dang ky khai sinh thi ho, dan toc, qué quan cua con dugc xac dinh theo tap
quan nhung phai bao dam theo ho, dan toc, qué quan cua cha hoic me.
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- Truong hop cho phép ngudi yéu cau dang ky ho tich 1ap vian ban cam doan
vé noi dung yéu cau ding ky ho tich thi co quan ding ky ho tich phai giai
thich rd cho nguoi 1ap van ban cam doan vé trach nhiém, hé qua phap Iy cua
viéc cam doan khong dung su that.

Co quan diang ky ho tich tir chéi giai quyét hodc dé nghi co quan co tham
quyén hay bo két qua dang ky ho tich, néu c6 co so xac dinh ndi dung cam
doan khong dung su that.

2.4 | S6 lwong hd so: 01 bo.

Thoi han giai quyét: Ngay trong ngay tiép nhan du ho so hop 18, truong hop

2.5 | nhan ho so sau 15 gio ma khdng giai quyet dugc ngay thi tra ket qua trong
ngay lam viéc ti¢p theo.

Pia diém tiép nhan hd so va tra két qua giai quyét TTHC:
- Bo phan Tiép nhan va Tra két qua caa UBND céap xa.

2.6 | - Hé thong thdng tin giai quyét thu tuc hanh chinh cua tinh (chi tiép nhan ho
s0): http://dichvucong.hatinh.gov.vn hodc Cong dich vu cong qudc gia
https://dichvucong.gov.vn .

Co quan thuc hién:

- Uy ban nhan dan cp xa noi cu tra cia ngudi cha hoic nguoi me thyuc hién
dang ky khai sinh cho tré em;

- Uy ban nhan dan cap xa noi 1ap bién ban vé viéc tré bi bé roi doi véi truong
hop dang ky khai sinh cho tré bi bo roi.

- Uy ban nhan dan cap x4 noi tré dang cu tri ¢6 trach nhiém dang ky khai sinh
cho tré chua xac dinh duoc cha, me.

,7 | Co quan cb tham qu’yén quyét dinh:

"~ |- Uy ban nhan dan cap xa noi cu tra cua ngudi cha hodc nguodi me thuc hién
dang ky khai sinh cho tré em;
- Uy ban nhan dan cap xa noi 1ap bién ban vé viéc tré bj bo roi ddi véi truong
hop dang ky khai sinh cho tré bi bo roi.
- Uy ban nhén dan cap x4 noi tré dang cu trii ¢6 trach nhiém dang ky khai sinh
cho tré chua xac dinh duoc cha, me.
Co quan dwoc iy quyeén: Khong.
Co quan phdi hep: Co quan quan Iy Co sé dit liéu Quéc gia vé dan cu.

2.8 | Péi twgng thuc hién TTHC: Cé& nhan
Két qua giai quyét TTHC:

- H6 so du diéu kién:

2.9

+ Giay khai sinh ban chinh (01 ban); ban sao Gidy khai sinh duoc cap theo yéu
cau.
+ Bdn dién tir Giagy khai sinh (Bdn dién tir sé tw déng guri vé Kho quan 1y di
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ligu dién tu cua ca nhan/dia chi thu dién tufthiét bj so/dién thogi Cia nguo
YeU Cau sau khi da hoan tat thu tuc dang ky khai sinh tai co quan dang ky ho

tich).

- H6 so khong du diéu Kién: Vian ban thong bao khong du diéu kién cap Gidy

khai sinh.

2.10

Quy trinh xir ly cong viéc

TT

Trinh tw

Trach
nhiém

Thoi
gian

Bl

1. Tiép nhan hod so truc tiép tur ca
nhan hoac tir hé thong buu chinh hoac
trén Cong dich vu céng qudc gia
(https://dichvucong.gov.vn) hoac Hé
théng thdng tin giai quyét thu tuc
hanh chinh cua tinh
(https://dichvucong.hatinh.gov.vn).

2. Cong chirc Tu phap - Ho tich kiém
tra ho so:

- Néu hd so chua day du hodc khong
hop 1&: Hudng dan hoic théng bao
bang vin ban cho c& nhan bd sung,
hoan thién ho so. Truong hop khong
bo sung, hoan thién dugc hod so thi
thong béo tir chéi giai quyét ho so.

- Néu hé so day du, hop 1&: Lam tha
tuc tiép nhan hé so va thu phi, 18 phi
theo quy dinh. Néu tiép nhan ho so
sau 15 gio thi gui Phiéu hen, tra két
qua cho ngu’ol c6 y&u cau trong ngay
lam viéc tlep theo hoac gui tin nhan
hen tra két qua qua dién thoai di dong
cho nguoi co yéu cau (néu nguoi ¢6
yéu cau lua chon hinh thicc nop hé so
truc tuyén).

Sau khi tiép nhan hd so theo hinh
thac nop truc tiép, Cong chac Tu
phap - Ho tich thuc hién sé hoa (sao
chup, chuyén thanh tai liéu dién tu
trén hé théng thong tin, co s¢ dit liéu)
va ky sb vao tai liéu, ho so giai quyét
thi tuc hanh chinh di duoc s6 hoa
theo quy dinh.

Cong
chac Tu
phap -
Ho tich

Gio hanh
chinh

Mau 01; 02, 03
(néu co), 06 va
Ho so theo muc
2.3
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Kiém tra, xem xét hd so:

- Néu du diéu kién: Ghi noi dung khai
sinh vao S6 dang ky khai sinh, cap
nhat vao phan mém ho tich. Truong
hop cha, me lua chon qudc tich Viét
Nam cho con thi chuyén thong tin dén
Co so dir lieu Quéc gia vé dan cu dé
ldy S6 dinh danh ca nhan. Sau khi c6
sb dinh danh c& nhan, in dy thao Giay
khai sinh;

- Truong hop tiép nhan hd so diang
ky khai sinh theo hinh thuc truc
tuyén: Gui lai biéu mau Giay khai
sinh dién tir voi thong tin day du cho

Mau 05;
Du thao Giay

ngudi Yéu ciu qua thu dién ti hogc | ©ON9 khai sinh hoac
B2 | thiét bi sb. chie Tu | ) iy | du thio van ban
Ngudi yéu cu c6 trach nhiém kidm Hpt“'"tp'h thong  bao
tra tinh chinh xac, dﬁy du cua cac otie khf) ng A’du d}?u
thong tin trén biéu miu Gidy khai sinh kign cap Giay
dién tir va xac nhan (toi da mot ngay). khai sinh
Néu ngudi c6 yéu cau xac nhan thdng
tin da thong nhat, day du hoic khong
c6 phan hdi sau thoi han yéu cau thi
ghi ndi dung vao S6 dang ky khai sinh,
cap nhat thong tin dang ky khai sinh va
luu chinh thirc trén Phan mém ding ky,
quan ly ho tich dién tir dung chung.
- Néu khong du diéu kién: Dy thao
van ban thong bao khong du diéu kién
cap Giay khai sinh;
Trinh 1anh dgo UBND cdp 4.
Mau 05; Giay
’ : L Lanh dao khai sinh hodc
B3 Ky du thao két qua giai quyét tha tuc UBND 01 gio van ban thong
hanh chinh. cAD XA bao khong du
P dieu kién cap
Gidy khai sinh
, Cong Mau 05, 06;
g4 | Phat hanh van ban va tra ket qua cho | chiic 01 gio Giay khai sinh
cong chire Tu phap - Ho tich. Vin hoic vin ban
phong théng béo
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khong du dieu
kien cap Giay
khai sinh

BS

Chuyén nguoi dan ky vao S6 dang ky
khai sinh va tra ket qua, thu phi, I¢
phi theo quy dinh (néu co).

Cong
chac Tu
phap -
Ho tich

Gio hanh
chinh

Mau 01, 06;
Gidy khai sinh
hoac van ban
théng béo
khong du diéu
kién cap Giay
khai sinh

* Truong hop hd so khong xur ly duoc trong ngay lam viéc hodc trong ngay
lam viéc tiép theo (doi véi ho so nhan sau 15 gio), trong ngay hen tra ket qua,
cong chirc Tu phap - Ho tich trinh Chu tich UBND cap xa ky ban hanh phicu

xin 18i va hen lai ngay tra két qua dé giri cho to chuc, ca nhan.

* Trong qua trinh giai quyét hd so ngudi cd trach nhiém thuc hién can thuc
hién dong thoi céc thao tac tiép nhan/chuyen/tra hd so, két qua giai quyét trén
phan mém Hé thdng théng tin giai quyét tha tuc hanh chinh cua tinh véi cac

budc trong quy trinh.

3 | BIEU MAU
Giay tiép nhan ho so va hen tra két qua
Mau 01 W
MAu 01.docx
Phiéu yéu cau b6 sung hoan thién ho so
M3Au 02 w5
MAu 02.docx
Phiéu tir chdi tiép nhan giai quyét ho so
Mau 03 w5
Mau 03.docx
Phiéu xin 15i va hen lai ngay tra két qua
Mau 04 Iij
MAau 04.docx
Mau 05 Phiéu kiém soat qué trinh giai quyét hd so
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)
Mau 05.docx
S6 theo ddi hd so
MAu 06 i)
M3u 06.docx
To khai dang ky khai sinh
BM.HT.01.01 bl
BM.HT.01.01.docx
Van ban cam doan
BM.HT.01.02 bl
BM.HT.01.02.docx
Madu hg tich dién ti eong tac dang ky khai sinh (néu ngp
ho so theo hinh thuc truc tuyen).
BM.HT.01.03 .
BM.HT.01.03.doc
4 |HOSOLUU:

UBND cap x&. Mau 01, 05 luu theo ho so;

Mau 01; 02, 03, 04 (néu cd); 06 luu tai Bo phan Tiép nhan va Tra két qua caa

Ho so dau vao theo muc 2.3;

S6 dang ky khai sinh;

Vin ban thong bao khong du diéu kién cap Gidy khai sinh (néu c);

giai quyét thu tuc hanh chinh cua tinh.

Phan mém http:/khaisinhdientu.moj.gov.vn; Phan mém Hé thng thong tin

Ho so dugc luu tai UBND cp x4, thoi gian luu trir SO dang ky khai sinh 1a vinh vién,
con cac giay to khac thyc hién luu theo quy dinh cua Luat Ho tich va cac van ban
hudng dan thi hanh.

2. Thi tuc diing ky khai sinh c6 yéu té nwéc ngoai tai khu vuc bién

gioi

KY HIEU QUY TRINH

QT.HT.02
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NQI DUNG QUY TRINH

2.1

Piéu kién thuc hién TTHC:

Tré sinh ra tai Viét Nam co cha hoac me la cong dan Viét Nam thuong tru tai
dia ban x& & khu vuc bién gigi con me hoic cha 1a cong dan nuéc lang giéng
thuong tr tai don vi hanh chinh twong duong cap x& cua Viét Nam tiép giap
véi xa ¢ khu vuc bién gidi cua Viét Nam noi cdng dan Viét Nam thuong trd.

2.2

Céch thic thuc hién TTHC:

- Nguoi ¢6 yéu ciu dang ky khai sinh truc tiép thuc hién hoic ay quyén cho
ngudi khac thuc hién nop ho so truc tiép tai Bo phan TN&TKQ cua UBND cip
Xa;

- Giri ho so qua hé théng buu chinh;

- Nop hd so truc tuyén trén Coéng dich vu cong qudc gia
(https://dichvucong.gov.vn) hoiac Hé thdng thong tin giai quyét thu tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn).

2.3

Ban | Ban

Thanh phan ho so, bao gom: chinh | sao

To khai dang ky khai sinh, theo mau BM.HT.02.01 (néu nguoi

LA A A A \ , - £ X
€0 yéu cau lya chon nop ho so theo hinh thirc tryuc tiep);

Mau ho tich dién tur twong tdc dang ky khai sinh (do nguoi yéu Cau
cung Cap thong tin theo hwong ddn trén Cong dich vu cong, néu
ngueoi cO yu cau lira chon nép hé so theo hinh thirc tryc tuyén);

Nguoi cé yéu cau dang ky, khai sinh thuc hién viéc nQp/XUat
tr‘mh (theo hiph thirc truc tiép) hoac tai 1én (theo hinh thuc truc
tuyén) cac giay to sau:

*Gidy to' phdi nép:

Gidy chting sinh; truong hop khong co Glay chang sinh thi nop
van ban cua ngudi lam chiing xac nhan ve vigc sinh; néu khong
c6 ngudi 1am chang thi phai c6 gidy cam doan vé viéc sinh theo
mau BM.HT.02.02;

Vin ban xac nhan caa co s¢ y té da thuc hién ky thuat hd tro
sinh san cho viéc mang thai ho doi vai truong hop khai sinhcho | x
tré em sinh ra do mang thai ho;

Vin ban thoa thuan cua cha, me vé viéc chon qudc tich cho con.
Truong hop cha, me chon qudc tich nudc ngoai cho con thi van
ban thoa thuan phai c6 x4c nhan cua co quan nha nudc cd tham
quyén ctia nudc ngoai ma ngudi d6 1a cong dén;

Gidy to chang minh nhan than, chimg minh noi thuong tri ¢
khu vuc bién gidi cua cong dan nudc lang gieng;
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Truong hop ty quyén cho nguoi khac 1am thay thi phai ¢6 van
ban uy quyén duoc ching thuc theo quy dinh cta phap luat;

Gidy to chang minh thudc gia dinh c6 cong voi cach mang,
nguoi thudc ho ngheo, nguoi khuyet tat (néu co).

* Gidy to phdi xudt trinh:

Ho chiéu hoic Chang minh nhan dan hodc Theé can cudc cong
dan hoic cac giay to khac c6 dan anh va thong tin ¢4 nhan do co
quan c6 tham quyén cap, con gia tri su dung dé chirng minh vé
nhan than cua ngudi c6 yéu cau dang ky khai sinh. Truong hop
cac thong tin ca nhan trong cac giay to nay da c6 trong Co so dir
lieu Qudc gia vé dan cu, Co so dir liéu Ho tich dién tir, dugc hé
théng dién ty dong thi khdng phai xuat trinh (theo hinh thuc
truc tiép) hoic tai 18n (theo hinh thic truc tuyén);

Gidy to ¢6 gia tri chang minh thoéng tin vé cu tra trong trudng
hop co quan ding ky ho tich khdng thé khai thac duoc thong tin
Vé noi cu tri cua cong dan theo cac phuong thuc quy dinh tai
khoan 2 Piéu 14 Nghi dinh s6 104/2022/NDP-CP ngay
21/12/2022 cia Chinh phu. Truong hop cac thong tin vé giay to | x
ching minh noi cu trit da duoc khai thac tir Co so dir ligu qUOC
gia vé dan cu bang cac phuong thuc nay thi ngu:OI ¢ yéu cau
khong phai xuat trinh (theo hinh thuc truc tiép) hoic tai 1én
(theo hinh thire truc tuyén).

Gidy chang nhan két hon néu cha, me da dang ky két hon.
Truong hop da co thong tin vé viéc két hon cua cha, me trong
Co s6 dir lieu Quéc gia vé dan cu, Co sé dir lieu Ho tich dién tir | x
thi khéng phai xut trinh (theo hinh thic truc tiép) hoic tai 18n
(theo hinh thirc truc tuyén);

* Luu y khi nop ho so:
- Tru:ong hop gu’l hd 0 qua h¢ thong buu chinh thi phai gt kém theo ban sao
c6 chiing thuc cac gidy to phai xuit trinh.

- Pbi voi gidy to nop, xuat trinh néu ngudi yéu cau nop hd so theo hinh thirc
tryuc tiép:

+ Nguoi tiép nhan cé trach nhiém kiém tra, ddi chiéu véi thong tin trong to
khai, chup lai hozc ghi lai thong tin dé luu trong ho so va tra lai cho ngudi xuat
trinh, khong duoc yéu cau nop ban sao hoac ban chyp gidy to do.

+ Ngudi yéu cau dang ky ho tich c¢d thé nop ban sao ching thuc tir ban chinh
hodc ban sao duoc cap tir s6 gc hodc ban chup kém theo ban chinh gidy to dé
dbi chiéu. Truong hop ngudi yéu cau nop ban chup kém theo ban chinh gidy to
thi ngudi tiép nhan co trach nhiém kiém tra, dbi chiéu ban chup véi ban chinh
va ky xac nhan, khong duoc yéu cau ngudi di dang ky nop ban sao giay to do.




45

+ Nguoi tiép nhan c6 trach nhiém tiep nhan dung, di ho so ding ky ho tich
theo quy dinh cua phap luat ho tich, khéng duoc yéu cau ngudi dang ky ho tich
nop thém glay to ma phap luat ho tich khéng quy dinh phai nop.

- D6i véi gidy to gui kém theo néu nguoi yéu cau nop hd so theo hinh thirc
truc tuyén:

+ Ban chup céac glay to gui kem theo hé so dang ky khai sinh truc tuyén phai
bao dam rd nét, day du, toan ven vé noi dung, la ban chup bang may anh, dién
thoai hodc duoc chup, dugc quét bang thiét bi dién ta, tur glay to dugc cap hop
1€, con gia tri sir dung; néu l1a gidy to do co quan c6 tham quyén nudc ngoai
cap thi phai duoc hop phép hda lanh sy, dich sang tiéng Viét theo quy dinh, trir
trudong hop dugc mién hop phap héa Ianh sy.

+ Truong hop gidy to, tai liéu phai giri kém trong ho so dang ky khai sinh truc
tuyén di c6 ban sao dién tir hodc da co ban dién tir gidy to ho tich thi nguoi
yéu cau duoc sir dung ban dién tir nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Giay khai sinh/ban sao Giay
khai sinh), ngudi €6 yéu cau dang ky khai sinh 'phai nop ban chinh Giay chung
sinh; xuat trinh glay to tuy than; ban chinh Glay chting nhan két hon (néu cha
me tré di ding ky két hon va thong tin vé viéc két hon chua co trong Co so di
ligu Qudc gia vé dan cu, Co sé dir lidu Ho tich dién tw).

- Gidy to do co quan c6 tham quyén cta nudc cd chung duong bién gidi véi
Viét Nam 1ap, cap, xac nhan sir dung dé diang ky ho tich duoc mién hop phép
hoa 1anh su; dich ra tiéng Viét va c6 cam két ciia nguoi dich vé viéc dich ding
noi dung.

- Truong hop ngudi yéu cau dang ky khai sinh khong cung cdp duogc gidy to néu
trén theo quy dinh hoic gidy to nop, xuét trinh bi tay x06a, stra chia, 1am gia thi co
quan dang ky ho tich ¢4 tham quyén iy bo két qua dang ky khai sinh.

- Truong hop cho phép ngudi yéu cau ding ky ho tich 1ap van ban cam doan
vé noi dung yéu cau ding ky ho tich thi co quan dang ky ho tich phai giai thich
rd cho ngudi lap van ban cam doan vé trach nhiém, hé qua phap Iy caa viéc
cam doan khong dung su that.

- Co quan déng ky ho tich tu chdi giai quyet hoiac dé nghi co quan cé tham
quyén hay bo két qua dang ky ho tich, néu c6 co s& xac dinh noi dung cam
doan khong dung su that.

- D6 véi viéce xac dinh ho, dan toc, dat tén cho tré:

+ Viée xac dinh ho, dan toc, dat tén cho tre em phai pht hop véi phap luat va
yéu cau giir gin ban sic dan toc, tap quan, truyén théng van hoa tét dep cua
Viét Nam; khong dat tén qué dai, kho str dung.

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

2.4

S6 lwgng hd so: 01 bd.
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Thoi han giai quyét: Ngay trong ngay tiép nhan du hd so hop 1& (nhan hd so

2.5 |sau 15 gid ma khong giai quyét dugc ngay thi tra két qua trong ngay 1am viéc
tiép theo).

Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
- B6 phan Tiép nhan va Tra két qua cia UBND cép x4.

2.6 | - He thong thdng tin giai quyet thi tuc hanh chinh cua tinh (chi tiép nhan ho
s0): http://dichvucong.hatinh.gov.vn hodc Céng dich vu cong qudc gia
https://dichvucong.gov.vn.

Co quan thuc hién: UBND cap x4 & khu vuc bién gigi noi thuong trd cua
nguoi cha hoac nguoi me la cong dan Viét Nam.
Co quan c6 tham quyén quyét dinh: UBND cép x& ¢ khu vuc bién giéi noi

2.1 thuong trd cia nguoi cha hodc nguoi me la cong dan Viét Nam.

Co quan dwoc iy quyén: Khong.
Co quan phdi hop: Co quan quan Iy Co so dit liéu Quéc gia vé dan cu.

2.8 | Poi twong thuc hién TTHC: Cé& nhan
Két qua giai quyét TTHC:

- Ho so du diéu kién:
+ Gidy khai sinh (01 ban chinh); ban sao Giay khai sinh theo yéu cau.

99 |* Ban dién tir Giay khai sinh (Ban dién tir sé tw dong gui vé Kho quan 1y di
liéu dién tr cua ca nhan/dia chi thu dién tulthiet bi so/dién thoai cia nguoi
Yeu cau sau khi dd hoan tat thii tuc dang ky khai sinh tai co quan déing ky ho
tich).

- Ho so khong du diéu kién: Vin ban thong bao khong du diéu kién.
2.10 | Quy trinh xw ly cong viéc
T Trinh tu Trach Thoi | Bieu m?nvu/Két
: nhi¢m gian qua
1. Tiép nhan ho so tryc tiép tir ca
nhan hoic tir hé théng buu chinh
hodc trén Céng dich vu cdng quéc
gia (https://dichvucong.gov.vn) hodc
Hé thong thong tin giai quyét tha tuc . x
hanh ’ chigh ’ c?iay tinh | ©ONg Giy | Mau 0,1;_ 02, 03
B1 | (https:/dichvucong.hatinh.gov.vn). | CaeTu | o, | (neu co); 06 va
R ) ) o phap - HO . Ho6 so theo muc
2. Cong chuc Tu phép - Ho tich tich chinh 53
kiem tra ho so: ‘
- Néu hd so chua day du hoic khdng
hop I&: Huong dan hoic thong bao
bang vin ban cho c& nhan b sung,
hoan thién hd so. Trudng hop khong
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b6 sung, hoan thién dugc hd so thi
thong bao tir chéi giai quyét hd so.

- Néu ho so déy dua, hop 1€: Lam thu
tuc tiép nhan ho so va thu phi, 1 phi
theo quy dinh. Néu tlep nhan ho so
sau 15 gio thi gui Phleu hen, tra két
qua cho ngudi c6 yéu cau trong ngay
lam viéc tlep theo hoic gui tin nhén
hen tra két qua qua dién thoai di
dong cho ngudi c6 yéu cau (néu
ngudi €O yéu cau lya chon hinh thirc
nop ho so truc tuyén).

Sau khi tiép nhan hd so theo hinh
thac nop truc tiép, Cong chic Tu
phap - Ho tich thuc hién sé hda (sao
chup, chuyén thanh tai liéu dién to
trén hé thong thong tin, co so di
liéu) va ky s6 vao tai lidu, hd so giai
quyét tha tuc hanh chinh da duoc s
hoéa theo quy dinh.

B2

Kiém tra, xem xét hd so:

- Néu du diéu kién: Ghi noi dung khai
sinh vao S6 dang ky khai sinh, cap
nhat dir lieu vao phan mém ho tich.
Truong hop cha, me lya chon qudc
tich Viét Nam cho con thi chuyén
thong tin dén Co sé dit liéu Qudc gia
vé dan cu dé lay S6 dinh danh ca
nhan. Sau khi c6 sb dinh danh c&
nhan, in du thao Giy khai sinh.
Trudng hop tiép nhan ho so dang ky
khai sinh theo hinh thic truc tuyén:
Guri lai biéu mau Giay khai sinh dién
tir v6i thong tin day du cho nguoi yéu
cau qua thu dién tir hoic thiét bi so.
Ngudi yéu cau co trach nhiém kiém
tra tinh chinh xac, ddy du cua céc
thdng tin trén biéu mau Giay khai sinh
dién tir va xac nhan (t6i da mot ngay).
Néu nguoi ¢ yéu cau xac nhan
thong tin da théng nhat, day du hoic
khong c6 phan hoi sau thoi han yéu

Cong
chac Tu
phap - Ho
tich

02 gio

Mau 05; Du thao
Gidy khai sinh
hoac van ban
théng bao khong
du diéu kién
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cau thi ghi noi dung vao So6 dang ky
khai sinh, cap nhat thong tin dang ky
khai sinh va luu chinh thic trén
Phan mém dang ky, quan ly ho tich
dién tir dung chung.

- Néu khong du diéu kién: Dy thao vin
ban thong bao khong du diéu kién.
Trinh lanh dao UBND cdp xA.

Mau 05; Gidy

. T S S Lanh dao khai sinh hoic
B3 K\y du tf,]ao ke_t qua giai quyeét thu tuc UBND 01gio |vin ban thong
hanh chinh tai B2. L a , N 3
cap xa bao khong du
dieu kién
Mau 05; Giay
Phét hanh vin ban va tra két qua cho |, S°9. | Khai sinh hoac
B4 c6na chite Tu bhan - Ho tich chic Van | 01gio |van ban thdng
g phap = ot phong bao khéng du
dicu kién
7 7 Con Méu 01, 06;
Chuyén nguoi dan ky vao Sbé dang| -0N9 Gio |Gidy khai sinh
. . s e LZe s = | chtc Tu X 9 < ,
B5 | ky khai sinh va tra két qua, thu phi, hap - Ho hanh | hoac van ban
I¢ phi theo quy dinh. Phap = 10 | hinh thdng béo khodng
thh 0 2 A ‘A
du dieu kién
* Truong hop ho so khong xur ly dugc trong ngay lam viéc hodc trong ngay
lam viéc tiep theo (d6i voi ho so nhan sau 15 gio), trong ngay hen tra két qua,
cong chae Tu phéap - H9 tich trinh Chu tich UBND cap xa ky ban hanh phiéu
xin 10i va hen lai ngay tra ket qua dé guri cho to chuc, ca nhan.
* Trong qué trinh giai quyét ho so ngudi c6 trach nhiém thyc hién can thuc
hién dong thoi cac thao tac tiep nhan/chuyén/tra ho so, ket qua giai quyet trén
phan mém H¢ thong thong tin giai quyét tha tuc hanh chinh cua tinh véi cac
budc trong quy trinh.
3 | BIEU MAU
(W]
I\/I?lu 01 Mgugocx
Giay tiép nhan ho so va hen tra két qua
(]
M?lu 02 Méugocx
Phiéu yéu cau b6 sung hoan thién ho so
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@

Mau 03 M3u 03.docx

Phiéu tir chdi tiép nhan giai quyét ho so
o)

Mau 04 M&u 04.docx

Phiéu xin 15i va hen lai ngay tra két qua
]

Mau 05 Mau 05.docx

Phiéu kiém soat qua trinh giai quyét ho so
)

Mau 06 M&u 06.docx

S6 theo ddi ho so
-]

BM.HT.02.01 BM.HT.02.01.docx

To khai dang ky khai sinh
=

BM.HT.02.02 BM. HT.02.02.docx
Van ban cam doan

Mau hg tich dién ti twong tac dang ky khai sinh (néu ngp ho
50" theo hinh thuc truc tuyen).
BM.HT.02.03 -

BM.HT.02.03.doc

4 |HOSOLUU:

Mau 01; 02, 03, 04 (néu c6); 06 luu tai B phan Tiép nhan va Tra két qua cia
UBND cap x&. Mau 01, 05 luu theo ho so;

- | Ho so dau vao theo muc 2.3;

- | S6 dang ky khai sinh;

- | Van ban thong bao khong du diéu kién (néu co);

Phan mém http://khaisinhdientu.moj.gov.vn; Phan mém Hé théng théng tin
giai quyet tha tuc hanh chinh cua tinh.

Ho so dugc luu tai UBND cap x4, thoi gian luu trit S6 dang ky khai sinh 1a vinh vién,
con cac giay to khac thuc hién Iuu theo quy dinh caa Luat Ho tich va cac van ban
huéng dan thi hanh.
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3. Tha tuc ding ky khai sinh cho nguoi da ¢ ho so, gidy to ca nhan

KY HIEU QUY TRINH QT.HT.03

NOQI DUNG QUY TRINH

2.1

Piéu kién thuc hién TTHC:

Cong dan Viét Nam cu trli trong nude, sinh trude ngay 01/01/2016, chua duoc
dang ky khai sinh nhung da c6 hd so, gidy to ca nhan (ban chinh hodc ban sao
dugc chuang thuc hop [€) nhu: Gidy to tdy than; gidy to khac do co quan nha
nuéc cd tham quyén caa Viét Nam cap.

2.2

Cach thirc thuc hign TTHC:

- Nguoi ¢6 yéu cau dang ky khai sinh tryc tiép thuc hién hoic ty quyén cho
ngudi khac thuc hién nop ho so truc tiép tai Bo phan TN&TKQ caa UBND cap
X4;

- Giri ho so qua hé théng buu chinh;

- Nop hd so truc tuyén trén Coéng dich vu cdng qudc gia
(https://dichvucong.gov.vn) hoiac Hé théng thong tin giai quyét thu tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn).

2.3

Ban | Ban

Thanh phan ho so, bao gom: chinh | sao

To khai dang ky khai sinh, theo mdu BM.HT.03.01 (néu nguoi ¢6

A A A A \ , £ X
yéu cau lya chon nop ho so theo hinh thac truc tuyen);

Ma~u ho tich dién tur twong tac dang ky khai sinh (do nguoi yéu
cau cung cdp théng tin theo huong dan trén Cong dich vu cong
néu ‘nguoi co yéu cau lwa chon ndp ho so theo hinh thirc truc
tuyén);

Ngudi ¢6 yéu cau ding ky khai sinh thyc hién viéc nop/xuat
trinh (theo hinh thuc tryc tiep) hodc tdi Ién (theo hinh thuc tryc
tuyén) cac giay to sau:

*Gidy to phai ndp:

Vén ban cam doan cua ngudi yéu cau vé viéc chua dugc dang
ky khai sinh theo mau BM.HT.03.02;

Toan bo ho so, gidy to caa ngudi Yéu cau hoic ho so, giay to,
tai liéu khac trong d6 c6 thong tin lién quan dén noi dung khai
sinh, gém: Gidy chting minh nhan dan, Thé can cudc cong dan
hodc Ho chiéu; gidy to chang minh vé noi cu tra; Bang tot X
nghiép, Giay chang nhéan, Ching chi, Hoc ba, H0 so hoc tap do
co quan cO tham quyén cap hoic xac nhan; gidy to khac co
thong tin vé ho, chitr dém, tén, ngdy, thang, nim sinh cua Ca
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nhan.Nguoi yéu Cau dang ky khai sinh c6 trach nhiém nop day
du ban sao cac gidy to néu trén (néu cd) va phai cam doan da
ndp du cé&c gidy to minh co; chiu trach nhiém, hé qua cua viéc
cam doan khong dung su that.

Vin ban xac nhan cia Thu trudng co quan, don vi Vé viéc
nhitng ndi dung khai sinh gdm ho, chit dém, tén; gigi tinh;
ngay, thang, nim sinh; dan toc; qudc tich; qué quéan; quan hé
cha, me, con pht hop vai hd so do co quan, don vi dang quan X
ly ddi véi truong hop ngudi Yéu cau dang ky khai sinh 13 can
bo, cdng chuc, vién chirc, nguoi dang cong tac trong luc lugng
vl trang;

Truong hop uy quyén cho ngudi khac 1am thay thi phai ¢6 vin
ban 1y quyén dugc chung thuc theo quy dinh cua phéap luat.
Truong hop ngudi duoc ty quyén la dng, ba, cha, me, con, vo, | X
chéng, anh, chi, em rudt ciia nguoi uy quyén thi van ban ay
quyén khdng phai ching thuc;

Gidy to ching minh thudc gia dinh co cong voi cach mang,
nguoi thudc hd ngheo, nguoi khuyet tat (néu co).

* Gidy to phai xuat trinh:

Ho chiéu hodc Chtrng minh nhan dan hoic Thé cin cudc cdng
dan hoic céc gidy to khac co dan anh va thdng tin ca nhan do
co quan c6 tham quyén cap, con gia tri sir dung dé chang minh
vé nhan than caa ngudi ¢6 yéu cau dang ky khai sinh. Truong
hop cac thong tin c& nhan trong cac gidy to nay di co trong Co
so dir lisu Quéc gia vé Dan cu, Co so dit lidu Ho tich dién ti,
duoc hé théng dién ty dong thi khdng phai xuat trinh (theo hinh
thire truc tiép) hoic tai 1én (theo hinh thuc truc tuyén);

Gidy to 6 gia tri chitng minh théng tin vé cu tra trong truong
hop co quan ding ky ho tich khéng thé khai thac dugc théng
tin vé noi cu tra cua cong dan theo cac phuong thirc quy dinh
tai khoan 2 Piéu 14 Nghi dinh sé 104/2022/ND-CP ngay
21/12/2022 ctia Chinh phi. Truong hop céc théng tin vé gidy | X
to ching minh noi cu tra da duoc khai thac tir Co so dir liéu
qudc gia vé dan cu bang cac phuong thire nay thi nguoi c6 yéu
cau khdng phai xuat trinh (theo hinh thirc truc tiép) hoac tai 1én
(theo hinh thire truc tuyén).

*Luuy:
- Trudng hop giri hd s0 qua hé thong buu chinh thi phai gai kém theo ban sao
c6 chiing thuc cac gidy to phai xuat trinh.

- Déi véi gidy to nop, xuat trinh néu nguoi yéu cau nop hd so theo hinh thuc
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tryuc tiép:

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

+ Ngudi yéu ciu ding ky ho tich c¢d thé nop ban sao ching thuc tir ban chinh
hodc ban sao duoc cap tir sd goc hoic ban chup kém theo ban chinh gidy to dé
dbi chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh gidy
to thi nguoi tiép nhan cé trach nhiém kiém tra, ddi chiéu ban chup voi ban
chinh va ky xéac nhan, khong duoc yéu cau ngudi di ding ky nop ban sao gidy
to do.

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

- D6i véi gidy to giri kém theo néu ngudi yéu cau nop hod so theo hinh thuc
tryc tuyén:

+ Ban chup cac gidy to giri kém theo hé so dang ky khai sinh truc tuyén phai
bao dam rd nét, day du, toan ven vé ndi dung, Ia ban chup bang may anh, dién
thoai hoac duoc chup, dugc quét bang thiét b dién tu, tur giay to duoc cap hop
1€, con gia tri sir dung; néu 1a gidy to do co quan c6 thim quyén nudc ngoai
cap thi phai dugc hop phap hoa I3nh sy, dich sang tiéng Viét theo quy dinh,
trir trudng hop dugc mién hop phap hda lanh sy.

+ Truong hop gidy to, tai liéu phai giri kém trong hé so ding ky khai sinh truc
tuyén di c6 ban sao dién tir hoic di co ban dién tir gidy to ho tich thi nguoi
y&u cau dugce sir dung ban dién tir nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Glay khai sinh/ban sao Gidy
khai sinh), ngudi c0 yéu cau dang ky khai sinh phai Xuat trinh gidy to tuy than,
nop céc gidy to 1a thanh phan ho so ding ky khai sinh theo quy dinh phép luat
ho tich.

- Gidy to do co quan c6 tham quyén cta nudc ngoai cap, céng ching hodc xac
nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phap
héa lanh su theo quy dinh cua phap ludt, trir truong hop duoc mién theo diéu
wdc quoc té ma Viét Nam 1 thanh vién.

- Truong hop nguoi Yéu cau dang ky khai sinh khong cung cdp duogc gidy to néu
trén theo quy dinh hoac gidy to nop, xuat trinh bi tdy x6a, sira chira, 1am gia thi co
quan dang ky ho tich ¢ tham quyen hy bo két qua dang ky khai sinh.

- Truong hop cho phép nguoi yéu cau dang ky ho tich lap vin ban cam doan
vé noi dung yéu cau dang ky ho tich thi co quan déng ky h¢ tich phai giai thich
rd cho ngudi 1ap van ban cam doan vé trach nhiém, hé qua phép ly cua viéc
cam doan khong diang su that.

Co quan dang ky ho tich tur chéi giai quyet hoidc dé nghi co quan c6 tham
quyén hay bo két qua dang ky ho tich, néu c6 co s xac dinh ndi dung cam
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doan khong dung su that.

2.4 | S6 lwong hd so: 01 bo
Thoi han giai quyét: 05 ngay 1am viéc, ké tir ngay nhan du hd so hop 6.

2.5 | Trong trudng hop phai xac minh thi thoi han giai quyét khong qua 25 ngay
(khéng tinh thoi gian giii van ban yéu cau va thoi gian tra loi két qua xac minh).
Pia diém tiép nhan hd so va tra két qua giai quyét TTHC:

- B6 phan Tiép nhan va Tra két qua caa UBND céap xa.

2.6 | - Hé thong thong tin giai quyét thu tyc hanh chinh cua tinh (chi tiép nhan ho
s0): http://dichvucong.hatinh.gov.vn hoic Cong dich vy cong qubc gia
https://dichvucong.gov.vn .

Co quan thuc hién: UBND cép x3 noi ngudi yéu cau dang ky khai sinh cu trd.
Co quan c6 tham quyén quyét dinh: UBND cip x4 noi ngudi yéu cau dang
ky khai sinh cu tri.
Co quan dwoc iy quyén: Khong.
27 | co quan phoi hop:
- UBND cép xi noi ngudi yéu cau dang ky khai sinh cu tra trude day;
- Co quan cong an c6 tham quyeén;
- Co quan quan 1y Co sé dit liéu Québc gia vé Dan cu.

2.8 | Poi twong thuc hién TTHC: Cé& nhan

Két qua giai quyét TTHC:
- Ho so du diéu kién:
+ Gidy khai sinh (01 ban chinh); ban sao Giay khai sinh theo yéu cau.

2.9 | + Ban dién tir Giay khai sinh (Bdn dién tir sé ti dong guri vé Kho qudn ly diz
lieu ciia ca nhan/dia chi thw dién tilthiét bi so/dién thogi ciia nguwoi yéu cau
sau khi da hoan tat thii tuc dding ky khai sinh tai co quan déing ky hé tich).

- H6 so khong du diéu kién: Van ban thong bao khong du diéu kién.
2.10 | Quy trinh xw ly cong viéc
X Trach . B ieu .
TT Trinh tw . Thoi gian mau/Ket
nhiém .
; qua
1. Tiép nhan ho so tryc tiép tir ca| Cong Mau 01, 02
nhan hoac tr h¢ thong buu chinh | chirc Tu (neu c0), 06
hpaic trén Cong dich vu cong quoc phép -Ho Gi& hanh va Ho so

Bl |gia (https://dichvucong.gov.vn) tich ; theo muc 2.3
hodc Hé théng thong tin giai quyét chinh
thd tuc hanh chinh cua tinh
(https://dichvucong.hatinh.gov.vn).
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2. Cong chuc Tu phap - Ho tich
kiém tra hd so:

- Néu hd so chwa day da hoac
khong hop lé: Huéng dan hoic
théng bao bang van ban cho c& nhan
b6 sung, hoan thién hd so. Truong
hop khéng bd sung, hoan thién
duoc hd so thi thong bao tir chdi
giai quyét hd so.

- Néu hé so day du, hop 1&: Lam thu
tuc tiép nhan ho so va thu phi, 1¢ phi
theo quy dinh. Néu tiép nhan ho so
sau 15 gio thi gui Phiéu hen, tra két
qua cho ngudi cd yéu cau trong
ngay lam viéc tiép theo hozc gui tin
nhan hen tra két qua qua dién thoai
di dong cho ngudi c6 yéu cau (néu
nguoi cO yéu cau lya chon hinh
thirc nop hod so truc tuyén).

Sau khi tiép nhan hd so theo hinh
thirc nop truc tiép, Cong chicc Tu
phap - Ho tich thyc hién sé hoa (sao
chup, chuyén thanh tai liéu dién ta
trén hé thoéng thong tin, co so di
liu) va ky sé vao tai lidu, hd so giai
quyét thi tuc hanh chinh da duoc s6
hoéa theo quy dinh.

Kiém tra, xem xét hd so:

- Trudong hop khdng phuc tap: Kiém
tra hd so; Ghi noi dung khai sinh vao
S6 dang ky khai sinh, cap nhap dir
licu vao phan mém ho tich, in du
thao Gidy khai sinh, trinh linh dao
UBND cap xa, chuyén sang thuc
hién bwroc B5.

Cong
chic Tu
phap - Ho
tich

04 ngay

Mau 05:
Dy thao gidy
khai sinh;
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B2

- Truong hop phuc tap thi tham
muu Vian ban dé nghi UBND cip x&
noi ngudi yéu cau dang ky khai sinh
cu tr trude day tién hanh kiém tra,

x&c minh va tra 16i bang van ban vé |  Céng
viéc nguoi yéu cau da dugc dang ky | chie Tu
khai sinh hay chua dugc dang ky | phap - Ho < 5
khai sinh; viéc con luu giit hoic | tich. Lanh \ Mau 05; van
khong luu gitt duoc sb ho tich. dao 02ngay | bandé !‘ghhl
- Truong hop gidy to cia nguoi yéu | UBND Xac min
cau dang ky khai sinh khong c6| cap X4,
thdng tin chang minh quan h¢ cha, | Vén thu
me, con thi tham muu Van ban 7dé
nghi co quan cong an c6 tham
quyeén xac minh,
Thuec hién cac burdc tiép theo
UBND Cép xa va Co quan cong an EJBNND\
A X S ~ | cap xava
cO tham quyén noi nhan duoc yéu
Xz . L -2 Co quan
cau xac minh tién hanh kiém tra, A e
. 5 gz 1 < 1. x| c€ONngan Van ban tra
xac minh va tra loi bang van ban vé N \ iU Ap
B3 o A A s < . | cOtham 20 ngay loi ket qua
Viéc nguol yéu cau da dugc dang ky \ : L
S < > | quyén noi xac minh
khai sinh hay chua dugc dang ky x
- S .~ = 2| nhan duoc
khai sinh; viéc con luu gilr hoac AU CAU
khong luu gitr dugc s6 ho tich. yeu ¢
xac minh
* Nhan két qua xac minh: Mau 05;
- Néu dir diéu kign: Vao S6 dang ky Du  thiao
khai sinh, nhap dit liéu vao phan mém Giay  khai
hé tich, in dy thao Gidy khai sinh; sinh hoac
* Truong hop tiép nhan hd so ding ;ﬁ‘fl E?n
ky khai sinh theo hinh thic truc e
tuyén: Gui lai biéu mau Gidy khai | 50 d.‘me.A !
gy | Sinh dién ti voi thong tin ddy dit | cpecsie | 02 ngay :ZU '¢”k‘i1aapi
cho ngudi yéu cau qua thu dién tur hd so 9 1)1/ Vi
hoic thiét bi so. Zgln Caarg
Nguoi yéu cau c6 trach nhiém kicm tra doan i
tinh chinh xac, day du cua cac thong thong tin cia
tin trén biéu mau Giay khai sinh dién cha. me. con

tir VA X&c nhan (t6i da mot ngay).
Néu ngudi ¢ yéu cau x&c nhan
thong tin da thong nhat, day du

cia  nguoi
dang ky khai
sinh (néu
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hoac khong c6 phan hoi sau thoi co).
han yéu cau thi ghi néi dung vao Sé
dang ky khai sinh, cap nhat thong
tin dang ky khai sinh va luu chinh
thire trén Phan mém dang ky, quan
ly ho tich dién tir dung chung.
- Néu khong du diéu kién: Du thao
van ban thong bao khong du diéu kién
cap giay khai sinh;
Trinh 1anh dao UBND cap x4.
* Truong hop co quan cong an tra oi
khéng c6 thong tin hoac hét thoi han
xac minh ma khong c6 van ban tra
loi thi cho ngudi yéu cau dang ky
khai sinh lap vin ban cam doan vé
thdng tin cua cha, me va xac dinh noi
dung khai sinh theo van ban cam
doan. Ddng thoi tién hanh cac budc
giai quyét theo quy dinh.
Mau 05;
Gidy  khai
sinh hoac
BS Ky duyét du thao két qua giai quyeét LSIIIBhNdDaO 04 gio t\r/%rrl}g EZQ
TTHC. Lo A ,
cap xa khong du
diéu kién cap
gidy  khai
sinh
cong Mau 05, 06;
chice Vian Gidy  khai
phong sinh  hoic
Phat hanh van ban va tra két qua _|Van  ban
BO cho céng chie Tu phap - Ho tich. 04 gio thoAng bac3
khong du
diéu kién cap
gidy  khai
sinh.
Chuyén ngudi dan ky vao S6 dang Cl?lfcn%u Gi& hanh N_I?u 01, 06’_
B7 | ky khai sinh va tra ket qua, thu phi, | 5 ° 0| P Giay  khai
1& phi theo quy dinh (néu co). phap - Ho sinh  hoac
tich Van ban
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thdng  béo
khong du
diéu kién cap
gidy  khai
sinh.

* Truong hop ho so qua han xu 1y, trong thoi gian cham nhét 01 ngdy truée
ngéy hét han xu ly, C(A)ng, chirc Tu phap - HO tich tham muu Chﬁqtich UBND
cap xd ky ban hanh phicu xin 161 va hen lai ngay tra két qua dé gui cho to

chuc, ca nhan.

* Trong quéa trinh giai quyét hd so nguoi co trach nhiém thyuc hién can thuc
hién dong thoi cac thao tac tiép nhan/chuyén/tra ho so, két qua giai quyét trén
phan mém Heé théng thong tin giai quyét thu tuc hanh chinh cua tinh vai céac
budc trong quy trinh.

BIEU MAU
)
Mﬁu 01 Mau 01.docx
Gidy tiép nhan hd so va hen tra két qua
: g
Mau 02 Mau 02.docx
Phiéu yéu cau bo sung hoan thién ho so
)
M?lu 03 Mau 03.docx
Phiéu tir chéi tiép nhan giai quyét hd so
0
M?lu 04 Mau 04.docx
Phiéu xin 15i va hen lai ngay tra két qua
: =
Mau 05 ) 7 o MAu 05.docx
Phiéu kiem soat qua trinh giai quyét ho so
)
I\/I?lu 06 Mau 06.docx
S6 theo ddi hd so
)
BM.HT.03.01 BM.HT.03.01.docx
To khai dang ky khai sinh
=
BM.HT.03.02 BM.HT.03.02.docx

Van ban cam doan
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M‘dNU ho tich dién tr tuong tac dang ky khai sinh (néu nép
ho so theo hinh thuc truc tuyen).
BM.HT.03.03 GE

BM.HT.03.03.doc

HO SO LUU

Mau 01; 02, 03, 04 (néu ¢6); 06 luu tai BO phan Tiép nhan va Tra két qua cia
UBND cap xa. Mau 01, 05 Iuu theo ho so.

Ho so dau vao theo muc 2.3.

S6 dang ky khai sinh.

Vin ban dé nghi xac minh; Van ban tra 1oi két qua xac minh (néu co).

Vin ban cam doan vé thdng tin caa cha, me, con cua nguoi dang ki khai sinh
(néu co).

Vin ban thong bao khong du diéu kién (néu cd).

Phan mém http://khaisinhdientu.moj.gov.vn; Phan mém Hg théng thdng tin
giai quyét tha tuc hanh chinh cua tinh.

Ho so dugc luu tai UBND cp x4, thoi gian luu trir SO dang ky khai sinh 1a vinh vién,
con cac ~giﬁy to khac thuc hién luu theo quy dinh cia Luat Ho tich va cac van ban
huéng dan thi hanh.

4. Pang ky khai sinh luu dong

1 |KY HIEU QUY TRINH QT.HT.04
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thuc hién TTHC:
Tré em sinh ra ma cha me bi khuyet tat, om bénh khong thé di dang ky khai
sinh cho con; cha me bi bat, tam giam hodc dang thi hanh an phat tu ma khéng
con 0ng ba noi, ngoai va nguai than thich khac hodc nhimg nguoi nay khong
co diéu kién di dang ky khai sinh cho tré.
2.2 | Cach thirc thuc hién TTHC:
Truyc tiép tai nha riéng hoic tai dia diém t6 chirc dang ky luu dong.
N A A AL Ban Ban
2.3 | Thanh phan hé so, bao gom: chinh | sao

* Gidy to phai nop:

To khai dang ky khai sinh, theo mau BM.HT.04.01.

Giay chuang sinh.
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Truong hop khdng c6 Giay ching sinh thi nop vin ban cua
ngudi 1dm ching xac nhan vé viéc sinh; néu khong c6 ngudi
lam chiing thi phai c6 gidy cam doan vé viéc sinh theo mau
BM.HT.04.02.

Vian ban xac nhan ciia co so Y té da thyuc hién k§ thuat ho tro
sinh san cho viéc mang thai ho doi vai truong hop khai sinh X
cho tré em sinh ra do mang thai ho.

Gidy to chimg minh thudc gia dinh ¢6 cong vai cach mang,
nguoi thudc ho ngheo, nguoi khuyet tat (néu co).

* Gidy to phai xuét trinh

MGt trong céc giay to ching minh nhan thén la: Giay CMND,
Ho chiéu, Thé cin cudc céng dan hoic glay to khac c6 dan
anh va thong tin ca nhan do co quan co tham quyén cap, con
gia tri str dung cta ngudi Yéu cau dang ky khai sinh. Truong X
hop céc thdng tin ca nhan trong cac giay to nay da co trong
Co so dit lieu Quéc gia vé Dan cu, Co sé dir liéu Ho tich dién
tir, duoc hé thdng dién tu dong thi khéng phai xuat trinh.

Gidy to ¢6 gia tri ching minh thong tin vé cu tra trong trudng
hop co quan ding ky ho tich khdng thé khai thac dugc thong
tin vé noi cu tri cta céng dan theo cac phuong thirc quy dinh
tai khoan 2 Diéu 14 Nghi dinh s6 104/2022/ND-CP ngay
21/12/2022 cua Chinh phu. Truong hop cac thdng tin vé giy
to ching minh noi cu tra da dugc khai thac tir Co sé dir liéu
quéc gia vé dan cu bang cac phuong thirc ndy thi ngudi co
yéu cau khdng phai xuat trinh.

Gidy chiing nhan két hon cuaa cha, me tré em (néu cha, me c6
dang ky két hon). Truong hop da c6 théng tin vé viéc két hon
cua cha, me trong Co s& dit liéu Qudc gia vé Dan cu, Co s&
dir liéu Ho tich dién tir thi khdng phai xuat trinh.

*Luu y:

- Doi Véi Viée xac dinh ho, dan téc, dat tén cho tré:

+ Vige xac dinh ho, dan tdc, dat tén cho tré em phai phu hop véi phap lugt va
yéu cau gig gin ban sdac dan téc, tdp quan, truyén thong vin héa tot dep cua
Viét Nam; khong dat tén qué dai, khé si dung.

+ Truwong hop cha, me khdng théa thudn dwoc vé ho, dan téc, qué quan cua
con khi dang ky khai sinh thi ho, dan téc, qué quan cua con dwoc xdc dinh
theo tap quan nhung phai bdo dam theo ho, dan téc, qué quan cua cha hogc
Me.

- Truong hop cho phép nguoi Yéu cau dang ky hé tich Idp van ban cam doan
vé ngi dung yéu cau dang ky ho tich thi co quan dang ky hé tich phdi gidi thich
16 cho nguoi ldp van ban cam doan vé trach nhiém, hé qud phép Iy cua viéc
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cam doan khong dung su that.

Co quan dang ky h¢ tich tir chai gidi quyet hodc dé nghz co' quan ¢ tham
quyén hay bé két qua dang ky hé tich, néu c¢é co sé xdc dinh ngi dung cam
doan khong dung sy that.

- Truong hop nguoi yéu cau khong biét chir thi cong chirc f phdp - ho tich
truc tiep ghi To khai, sau doé doc cho nguoi yéu cau nghe lgi ngi dung va
hwéng dan ngwoi dé diém chi vao To khai. Khi tra két qud dang ky hé tich,
cdng chite tr phdp - hé tich phdi doc lai ngi dung Gidy khai sinh cho nguoi
yéu cau nghe va hwong ddn nguwoi dé diém chi vao Sé ding ky khai sinh.

2.4 | S6 lwong hd so: 01 bo
o5 | Thoi han gii quyét: Trong 05 ngay lam viéc, ké tir ngay nhan du hd so hop
' €.
, |Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
™| Truc tiép tai nha riéng hoic tai dia diém t6 chtrc dang ky luu dong.
Co quan thuc hién: UBND cép x3 noi cu tra cia nguoi cha hoic nguoi me.
Co quan cé tham quyén quyét dinh: UBND cip xa noi cu tri ciia ngudoi cha
2.7 | hoac nguoi me.
Co quan dwoc iy quyen: Khong.
Co quan phdi hop: Co quan quan Iy Co sé dir liéu Quéc gia vé Dan cu.
2.8 | Poi twong thuc hién TTHC: C4 nhan.
Két qua giai quyét TTHC:
2.9 |- Hb so du diéu kién: Gidy khai sinh (01 ban chinh).
- Ho so khong du diéu kién: Vin ban thong bao khong du diéu kién.
2.10 | Quy trinh xw ly cong viéc
TT Trinh ty TriCh Thot gian Bieu maﬁu/Ket
: nhiém qua
Tiép nhan ho so:
Tai dia diém dang ky ho tich luu
dong, cong chuc Tu phap - HO
tich hudng dan nguoi yéu cau <
Trong hoac
gle‘? gf‘y dlf, tEg”.g .t”;]_”kc.’?g To ngoai gio | Mau 01; 02, 03
Y e SInn, r:em 8| cong chic | hanh chinh | (néu c6), 06 va
Bl ?C g'?,/ l(zh am .C(fl SO.E,[ OPi\1/'I ¢ Tu phép - tuy theo | HO so theo muc
g Al S VS Ul Hotich | thuctidn |[2.3
1€p nhan ho so. o ) thuc hien
Trudng hop ngudi yéu cau khong nhiém vu
biet chir thi cong chue Tu phép - S
Ho tich truc tiep ghi To Ighai, sau
do doc cho nguoi yéu cau nghe
lai noi dung va hudng dan nguoi
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do diém chi vao To khai.

Kiém tra, xem xét ho so:

- Néu du diéu kién: Sau khi tiép
nhan du hd so, ghi vao S6 ding
ky khai sinh, cap nhat thdng tin
dang ky khai sinh trén Phan
mém dang ky, quan ly ho tich
dién to¢ dung chung, luu chinh

Mau 05
Du thiao Giay
khai sinh hoac

thirc va chuyén thong tin dén Co | Cong chirc : ;
B2 |so dir liéu Quoc gia vé Dén cu | Twphap- | 3,5ngay d?’ thﬁ‘O Ve}n
de lay Sé dinh danh ca nhan. Ho tich ban  thong bao
sau khi Co so dit lieu Quéc gia llzhf’ng du dicu
vé dan cu tra vé Sé dinh danh ca léen dang ky
nhan thi in Gidy khai sinh. giay khai sinh.
- Néu khong du diéu kién: Du
thao Van ban théng bao khong
du diéu kién.
Trinh lanh dao UBND cip xa.
Mau 05
Du thiao Giay
, X , ias z, | Lanh dao khai sinh hoac
Xa ban thong bao
khong du diéu
kién
Cong chirc Mau 05, 06_;,
\ , Vin Du thao Giay
Phat hanh van ban va tra ket qua hona: khai sinh hoac
B4 | cho cong chiic Tu phap - Ho tich an C%,C 04gid |du thiao Van
dé dén tri két qua cho ngudi dan. | 2 t?cht‘fr ban théng bao
.phép khong dua dieu
Kién
Cong chire Tu phap - Ho tich
dem theo Giay khai sinh va So < x :
dang kj khai sinh dé tr két qua I{;gg? hg?g g'l?u 3;’006’(;@
cho nguol €O yeu cau tai did| cang chye |hanh chinh | khai sinh hoac
s |diém dang ky luu dong; hudng |+, 14y |ty theo |dy thao Van
dan nguol yeu cau kiem tra not | “s'ieh | thye  tidn | ban thong béo
dung Giay khai sinh va S6 dang thuc  hién | khéne do didu
ky khai sinh, ky, ghi & ho, tén ahiemva | Kisn &

trong SO dang ky khai sinh; tai
muc “Ghi cht” trong S6 dang ky
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khai sinh ghi 16 “Pang ky luu
doéng”, thu phi, 1¢ phi theo quy
dinh (néu co).

Truong hop ngudi Yyéu cau
khdng biét chit, khi tra két qua,
cong churc Tu phap - HO tich doc
lai noi dung Giay khai sinh cho
ngudi yéu cau nghe va huéng
dan nguoi d6 diém chi vao So6

dang ky khai sinh.
BIEU MAU
=
Mau 01 ’ ’ . ) MA3u 01.docx
Giay tiep nhan ho so va hen tra ket qua
)
Mau 02 M5u 02.docx
Phiéu yéu cau bo sung hoan thién ho so
Phiéu tir chdi tiép nhan giai quyét ho so
MAu 03 W
MAu 03.docx
Phiéu xin 15i va hen lai ngay tra két qua
M3u 04 w5
Mau 04.docx
Phiéu kiém soat qué trinh giai quyét ho so
MAu 05 i)
Mau 05.docx
0
I\/I?lu 06 Mau 06.docx
S6 theo dbi ho so
To khai dang ky khai sinh
BM.HT.04.01 el
BM.HT.04.01.docx
Van ban cam doan
BM.HT.04.02 5
BM.HT.04.02.docx
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HO SO LUU:

Mau 01; 02, 03, 04 (néu ¢6); 06 luu tai BO phan Tiép nhan va Tra két qua cua
UBND cap xa. Mau 01, 05 Iuu theo ho so;

Ho so dau vao theo muc 2.3;

S6 dang ky khai sinh;

Vin ban thong bao khong du diéu kién (néu co);

Phan mém http://khaisinhdientu.moj.gov.vn. Phan mém dich vu cong

Ho so dugc luu tai UBND cAp x4, thoi gian lvu trir SO dang ky khai sinh 1a vinh vién,
con cac ~giéy to khac thuc hién luu theo quy dinh cia Luat HO tich va cac van ban
huéng dan thi hanh.

5. Lién théng cac thi tuc hanh chinh vé ding ky Kkhai sinh, ding ky

thwong tru, cap thé bao hiém y té cho tré em dwéi 06 tudi

KY HIEU QUY TRINH QT.HT.05

2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thuc hién TTHC: Khéng.

2.2 | Cach thirc thuc hién TTHC:
- Ngudi ¢6 yéu cau ding ky khai sinh tryc tiép thuc hién hogc uy quyen cho
nguoi khac thuc hién nop ho so truc tiep tai Bo phan TN&TKQ ctaa UBND cap
Xa;
- Gtri hd so qua hé théng buu chinh;
- Nop ho so tryc tuyén trén Cong dich vu cong quoc gia
(https://dichvucong.gov.vn) hodc H¢ thong thdng tin gidi quyet thu tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn) hoac phan mém dich vu
cong lién théng (https://lienthong.dichvucong.gov.vn).

N A A A Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
_ | To khai dang ky khai sinh, theo mau BM.HT.05.01 néu nop X

tryuc tiép;

Ma~u ho tich dién tur tuong tac dang ky khai sinh (do nguoi yéu
Cau cung Cdp thong tin theo hudng ddn trén Céng dich vu cong
néu ‘nguoi ¢O yeu cau lya chon ngp o so theo hinh thirc truc
tuyén);

Ngudi ¢6 yéu cau dang ky khai sinh thyc hién viéc nop/xuat
trinh (theo hinh thac truc tiép) hoac tai I1én (theo hinh thac



http://khaisinhdientu.moj.gov.vn/
https://dichvucong.hatinh.gov.vn/
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truc tuyén) céc giay to sau:

* Gidy to' phai nop:

T khai thay ddi thong tin cu tr(, theo mau BM.HT.05.02;

T khai tham gia bao hiém y té, theo mau BM.HT.05.03;

Gidy chimg sinh do co s& y té noi tré em sinh ra cap; néu tré
em sinh ra ngoai co s& Y té thi gidy chung sinh duoc thay
bang vin ban xac nhan cua nguoi 1am chimg; truong hop
khong c6 nguoi lam chung thi nguoi di khai sinh phai lam
gidy cam doan theo mau BM.HT.05.04 vé viéc sinh 1a cd that.
Péi voi truong hop tré em bi bo roi thi nop bién ban vé viéc
tré em bi bo roi thay cho gidy chung sinh;

Truong hop dang ky khai sinh cho tré em sinh ra do mang thai
ho thi nop thém vin ban xac nhan cua co so'y té da thuc hién
k§ thuat hd tro sinh san cho viéc mang thai ho.

Truong hop tré em co cha, m¢ nhung khong dang ky thuong
trd cung cha, me¢ ma dang ky thuong tra cung véi nguoi khac
thi phai c6 y kién bang vin ban cia cha, me, ¢d xac nhan cua
UBND cép x3; y kién dong y caa chi ho.

Trudng hop ty quyén cho nguoi khac lam thay thi phai c6 van
ban uy quyén duoc ching thuce theo quy dinh cua phéap luat.
Truong hop nguoi di dang ky khai sinh cho tre em la ong, ba,
nguoi than thich khéac thi van ban y quyén cua cha, me tré em,
nhung phai théng nhat véi cha, me tré em vé cac noi dung khai
sinh.

Gidy to chimg minh thuge gia dinh ¢6 cong vai cach mang,
nguoi thudc ho ngheo, nguoi khuyet tat (néu co).

* Gidy tor phai xuat trinh:

MGt trong céc gidy to chimg minh nhan than 1a Gidy CMND,
Ho chiéu, Thé can cudc cdng dan hoac glay to khac co dan
anh va thong tin ca nhan do co quan co tham quyén cap, con
gia tri st dung cua ngudi yéu cau. Truong hop cac thong tin
ca nhan trong cac giay to nay da co trong Co s¢ dir ligu Quoc
gia vé Dan cu, Co so dir liéu Ho tich dién tir duwoc hé thong
dién tu dong thi khéng phai xuat trinh.

Gidy to ¢6 gia tri chung minh thong tin vé cu tri trong trudng
hop co quan ding ky ho tich khdng thé khai thac dugc thong
tin vé noi cu tra cua céng dan theo cac phuong thirc quy dinh
tai khoan 2 Diéu 14 Nghi dinh s6 104/2022/ND-CP ngay
21/12/2022 cua Chinh phu. Truong hop cac thdng tin vé giy
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to chimg minh noi cu tri da dugc khai thac tir Co so dir liu
quéc gia vé dan cu bang cac phuong thirc ndy thi ngudi co
yéu cau khéng phai xuat trinh (theo hinh thuc truc tiép) hoic
tai 18n (theo hinh thic tryc tuyén).

Gidy chiing nhan két hon cua cha, me tré em (néu cha, me c6
dang ky két hon). Truong hop da c6 thong tin vé viéc két hon
cua cha, me trong Co sé dir liéu Ho tich dién ti, Co sé dir liu
Qudc gia vé Dan cu thi khong phai xuét trinh.

* Luu y khi nop hd so:

- Truong hop giri hd so qua hé thdng buu chinh thi phai giri kém theo ban sao
c6 ching thyc cac giay to phai xuat trinh.

- Doi véi gidy to nop, xuat trinh trong trudng hop ngudi yéu cau nop ho so
tryuc tiép:

+ D6i voi gidy to xuat trinh khi ding ky ho tich, nguoi tiép nhan cé trach
nhiém kiém tra, ddi chiéu véi thdng tin trong to khai, chup lai hoac ghi lai
thong tin dé luu trong hd so va tra lai cho ngudi xuét trinh, khong duoc yéu
cau nop ban sao hoic ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich c6 thé nop ban sao chiing thuc tir ban chinh
hoic ban sao duoc cip tir s6 gbc hoic ban chup kém theo ban chinh gidy to dé
dbi chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh gidy
to thi nguoi tiép nhan cé trach nhiém kiém tra, ddi chiéu ban chup voi ban
chinh va ky xéac nhan, khong duoc yéu cau ngudi di ding ky nop ban sao gidy
to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan ding, du ho so dang ky ho tich
theo quy dinh cua phap luat hg tich, khong dugc yéu cau nguoi dang ky ho
tich nop thém gidy t& ma phép luat ho tich khong quy dinh phai nop.

- D6 véi viéc xac dinh ho, dan toc, dat tén cho tré:

+ Viée xac dinh ho, dan toc, dat tén cho tr¢ em phai phu hop véi phap luat va
yBu cau giir gin ban sic dan toc, tap quan, truyén théng vin hoa tot dep cua
Viét Nam; khong dat tén qué dai, kho str dung.

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

- P6i véi gidy to giri kém theo néu ngudi yéu cau nop ho so theo hinh thuc
truc tuyén:

+ Ban chup céac glay to gui kem theo hd so dang ky khai sinh tryc tuyén phai
bao dam rd nét, ddy du, todn ven vé noi dung, 1a ban chup bang may anh, dién
thoai hodc duoc chup, dugc quét bang thiét bi dién tu, tur giay to dugc cap hop
1€, con gia tri st dung; néu 1a gidy to do co quan c6 thim quyén nudc ngoai
cap thi phai dugc hop phéap hoa lanh su, dich sang tiéng Viét theo quy dinh,
trir trudng hop dugc mién hop phap héa lanh sy.
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+ Truong hop giay to, tai liéu phai guri kém trong ho so dang ky khai sinh truc
tuyen dd co ban sao dién tir hodc da c6 ban dién tu gidy to ho tich thi nguoi
yéu cau duoc sir dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Gidy khai sinh/ban sao Giay
khai sinh), nguoi ¢6 yéu cau dang ky khai sinh phai ndp ban chinh Gidy chang
sinh; xuét trinh gidy to tuy than; ban chinh Giay chang nhan két hén (néu cha
me tré da dang ky két hon va thong tin vé viéc két hon chua co trong Co so dix
liéu Quéc gia vé Dan cu, Co s dir liéu Ho tich dién tw).

Truong hop ngudi yéu cau dang ky khai sinh khong cung cip duoc gidy to néu
trén theo quy dinh hoidc gidy to nop, xuét trinh bi tay x06a, sira chita, lam gia thi
co quan dang ky ho tich c6 tham quyén hay bo két qua dang ky khai sinh.

- Gidy to do co quan c6 tham quyén ctia nudc ngoai cap, cdng chung hoac xac
nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phap
hoa lanh sy theo quy dinh cua phap luét, trir truong hop duoc mién theo diéu
wde quoc té ma Viét Nam 1 thanh vién.

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

Co quan dang ky ho tich tur chéi giai quyet hoidc d& nghi co quan c6 tham

quyén hay bo két qua dang ky ho tich, néu c¢é co s xac dinh noi dung cam
doan khong dung su that.

2.4

S6 hwgng hé so: 01 bo

2.5

Thoi han giai quyét: Khong quéa 10 ngay lam viéc, ké tir ngay nhan da ho so
hop ¢, trong do:

- Uy ban nhén dan cip x&: Thuc hién diang ky khai sinh ngay trong ngay;
truong hop ho so tiép nhan sau 15 gio ma khong giai quyét dugc ngay trong
ngay thi tién hanh giai quyét trong ngay lam viéc tiép theo.

Sau khi dang ky khai sinh xong, UBND cap X4 c6 trach nhiém 1ap va chuyén
ho so dang ky thuong tru va ho so cap thé bao hiém y té cho tré em dudi 06
tudi dén co quan c6 tham quyén trong thoi han 01 ngay 1am viéc.

- Co quan dang ky cu tra va Bao hiém xa hoi cip huyén thuc hién dong thoi
viéc dang ky thudng trd va cap thé bao hiém y té cho tré em dudi 06 tudi trong
thai han cu thé nhu sau:

+ Co quan dang ky cu tru: Khong qua 07 ngay lam viéc.

+ Bao hiém x4 hoi cap huyén: Khdng qua 05 ngay lam viéc.

Truong hop hd so chua dung quy dinh ma UBND cap xa phai hoan thién ho so
theo yéu cau cua co quan diang ky cu trG, Bao hiém x& hoi thi thoi han giai
quyét dugc kéo dai thém khéng qua 01 ngay 1am viéc.

Péi véi cac xa cach xa tru s& co quan Bao hiém x& hoi cap huyén hoidc co
quan dang ky cu tru tir 50 km tré 1én, giao thong di lai kho khan, chua duoc
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két noi Internet thi thoi han tra két qua duoc kéo dai thém nhung khong qua 03
ngay lam viéc.

Pia diém tiép nhan hd so va tra két qua giai quyét TTHC:
- B6 phan Tiép nhan va Tra két qua caa UBND cap xa.
- Hé thdng théng tin giai quyét thu tuc hanh chinh cua tinh (chi tiép nhéan hd

20 s0): http://dichvucong.hatinh.gov.vn hoic Céng dich vu cong qudc gia
https://dichvucong.gov.vn hoac Phian mém dich vu cdng lién théng
https://lienthong.dichvucong.gov.vn.

Co quan thyc hién: UBND cap x4, co quan dang ky cu tra va Bao hiém x4
hoi cap huyén.

97 C\O’ quan o thﬁm_qqyén quyét dinh: UBND céap x4, co quan dang ky cu tra

' va Bao hiem xa hoi cap huyén.
Co quan dwoc ity quyén: Khong.
Co quan phdi hop: Co quan quan Iy Co sé dir liéu Quéc gia vé Dan cu.

2.8 | Poi twgng thuc hién TTHC: Cé& nhan
Két qua giai quyét TTHC:

- Ho so du diéu ki¢n:
+ Gidy khai sinh (01 ban chinh); ban sao Giay khai sinh theo yéu Cau.
+ Ban dién tr Gidy khai sinh (Ban dién tir s€ tw dong giri vé Kho qudn 1y dir

2.9 | lieu cua ca nhan/dia chi thu di¢n t/thiét bi sé/dién thoai ciia ngueoi yéu cdu
sau khi & hoan tat thii tuc ding ky khai sinh tai co quan dang ky hé tich).

+ Thong tin dang ky cu tra cho tré em.
+ Thé bao hiém y té.
- H6 so khong du diéu kién: Van ban thong bao khong du diéu kién.

2.10 | Quy trinh xw ly cong viéc

TT Trinh tu Trach | Thel | gix | mauKét qua

nhi¢m gian
1. Tiép nhan ho so tryc tiép tir
ca nhan hoac tir hé thong buu
chinh hoac trén Cong dich vu
cong : quoc gia Coéng | x £
(https: //dlch\{ucongAgov.v_n) | chire Tu Qlor Mau 01; \02,‘ 03 (néu

B1 |hodac Hé thong Fhong ,tm giai ohap - Ho ha,nh c6); 06 va Ho so theo
quyet thu tuc hanh chinh cua tich chinh | muc 2.3
tinh '

(https://dichvucong.hatinh.gov.
vn)

2. Cong chtrc Tu phap - Ho tich
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kiém tra ho so:

- Néu hd so chua day du hoic
khong hop 18: Huéng dan hoic
théng béo bang van ban cho cé
nhan b sung, hoan thién hd so.
Truong hop khoéng bd sung,
hoan thién dugc ho so thi théng
bao tir chdi giai quyét ho so.

- Néu hd so day du, hop lé:
Lam thu tuc tiép nhan hd so va
thu phi, 1¢ phi theo quy dinh.
Néu tiép nhan hd so sau 15 gio
thi gui Phiéu hen, tra két qua
cho ngudi c6 yéu cau trong
ngay lam viéc tiép theo hoic
gui tin nhan hen tra két qua qua
dién thoai di dong cho ngudi ¢
yéu cau (néu ngudi ¢ yéu cau
lya chon hinh thuc nop ho so
truc tuyén).

Sau khi tiép nhan ho so theo
hinh thic nop truc tiép, Cong
chuc Tu phap - Ho tich thuc
hién s6 hoa (sao chup, chuyén
thanh tai liéu dién tr trén hé
théng thong tin, co sé dir lidu)
va ky sb vao tai liéu, ho so giai
quyét thu tuc hanh chinh da
dugc s6 hoa theo quy dinh.

B2

Kiém tra, xem xét hd so:

- Néu du diéu kién: Ghi noi
dung khai sinh vao S6 dang ky
khai sinh, cap nhat vao phan
mém ho tich. Trudng hop cha,
me lya chon quéc tich Viét
Nam cho con thi chuyén théng
tin dén Co s¢ dit liéu Quéc gia
vé Dan cu dé lay Sé dinh danh
cd nhan. Sau khi c6 s dinh
danh c4 nhan, in du thao Gidy
khai sinh;

- Truong hop tiép nhan hd so

Cong
chue Tu
phap - Ho
tich

02 gio

Mau 05;
Dy thao Gidy khai
sinh hoac duy thao
van ban thong bao
khong du diéu kién
cap gidy khai sinh
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dang ky khai sinh theo hinh thtrc
truc tuyén: Gui lai biéu mau

Gidy khai sinh dién ttr voi thong
tin ddy da cho ngudi Yau cu qua
thu dién tir hoac thiét bj sd.
Nguoi yéu cau cé trach nhiém
Kiém tra tinh chinh xac, day du
cua cac thdng tin trén biéu mau
Gidy khai sinh dién tir va Xéac
nhan (t6i da mot ngay).

Néu ngudi c6 yéu cau xac nhan
thong tin di thong nhat, day du
hodc khoéng c6 phan hoi sau
thoi han yéu cau thi ghi noi
dung vao S6 dang ky khai sinh,
cap nhat thong tin dang ky khai
sinh va Iuu chinh thic trén Phan
mém dang ky, quan Iy ho tich
dién tr dung chung.

Trinh lanh dao UBND cap X&.

Mau 05;
Lanh dao Gie:iy khaj sinh cua E:é
B3 | Ky duyét két qua tai buoc B2. | UBND | 01gjoy | Nhan hodc van ban
cip xa thgng l?ao khong _Qu
diéu kién cap giay
khai sinh
Mau 05;
Phat hanh vin ban va chuyén| Cong Giay khai sinh cua ca
B4 | két qua cho cong chirc Tu phép | chirc Van | 01gioy |Nhan hode van ban
- Hé tich dé tra cho nguoi dan. phong thg)ng t??o k}}ong _c}u
dicu kién cap giay
khai sinh
Tra két qua dang ky khai sinh:
- Truwong hop du diéu kién: N
Chuyén nguoi dan ky vao So Cong _ ~ Mau 05, 06;
dang ky khai sinh, trd Giay khai | .. Ty Gio | Giay khai sinh hodc
BS |sinh, thu phi, 1¢ phi theo quy ohap - Ho hanh | Van ban thong bao
dinh (néu co). tich | chinh | khong du dieu kign

- Trudong hop khong du diéu
kign: Tra van ban thong bao
khong dua dieu kién cap giay

cap gidy khai sinh.
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khai sinh cho ca nhan.

Truong hop dd dugc cip gidy 01 ngay
khai sinh: Lap hd so ding ky (Déi voi MAL 05:
thuong trd, hd so dé nghi cap | Cong xdcach |. . - )
the bao hiém y t& va chuyén hd | chirc Tu | xa g sg | 0. S dang  ky
B6 so dén co quan ding ky cu tra | phap - Ho ' thuong trd, ho so dé
) L0 4 S0 Phap = HO | coquan | b TAN T the  ba
cung cap va co quan Bao hiem tich BHXxH | g cap the  Dao
xa hoi cap huyén. S5oKm: | emy .
03
ngay)
+ Co
quan
Co quan |dang ky
Kiém tra ho so, thuc hién viéc | dangky |cu trG:| Thong tin ding ky
g7 | dang ky thuong trd va cap the | cutrava |07ngay |thuong trd cho tré
bao hiem y té cho tré em dudi | Bao hiem | + em, Thé bao hiém y
06 tudi xa hoi cap | BHXH | té
huyén | cap
huyén:
05 ngay
Chuyen két qua dang ky thuong
trd va cap thé bao hiém y té cho M3u 05
tré em dudi 06 tudi cho UBND | Co quan A o] )
cAp x& dang ky Tho‘ng tm, dang k¥
ag | Luu: Néu khong du didu kign | cwtriva | O1ngay | frong th cho e
thi tuc nao thi co quan do xay | Bao hiém 4 ’ hoic Vi bqy
dung thong bao khong di diéu | Xa hi cép b e
Kién giai quyét tha tuc hanh| huyeén thong bio khong du
j : . : diéu kién.
chinh gtri cho UBND cap xa dé '
thong bao cho ngudi dan biét
Mau 01, 06;
Co Thong tin dang ky
LA o A s ong Gio | thuong trd cho tré
B9 Tra ket qua cho ca nhan va vao Chuc Tu hanh " Thé bao hid
S6 theo ddi hd so phép - HO ; em, The bao hiem y
tich chinh |t¢ hoic Vian ban

thong bao khong du
dieu kién.

* Truong hop ho so qua han xir Iy, trong thoi gian cham nhét 01 ngay trudc ngay
hét han xtr ly, cong chirc Tu phap - Ho tich tham muu Chu tich UBND cap xa ky
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ban hanh phiéu xin I18i va hen lai ngay tra két qua dé gui cho c& nhan.

* Trong qué trinh giai quyét hd so nguoi c6 trach nhiém thyuc hién can thuc
hién ddng thoi cac thao tac tiép nhan/chuyén/tra hd so, két qua giai quyét trén
phan mém Hé théng thdng tin giai quyét thu tuc hanh chinh cua tinh vai cac
budc trong quy trinh.

BIEU MAU

@H

Mau 01 M3u 01.docx

Gidy tiép nhan hd so va hen tra két qua
)

Mau 02 M3u 02.docx

Phiéu yéu cau bo sung hoan thién ho so
0

Mau 03 M&u 03.docx

Phiéu tir chéi tiép nhan giai quyét hd so
)

Mau 04 M3u 04.docx

Phiéu xin 15i va hen lai ngay tra két qua
g

Mau 05 M3u 05.docx

Phiéu kiém soat qua trinh giai quyét ho so
0

Mau 06 M&u 06.docx

S6 theo ddi ho so
-]

BM.HT.05.01 BM.HT.05.01.docx

To khai dang ky khai sinh
=

BM.HT.05.02 7 BM. HT.05.02.doc
To khai thay do61 thong tin cu tra

To khai tham gia, diéu chinh thdng tin bao hiém x& hoi, bao
hiemy té
BM.HT.05.03 oh

BM.HT.05.03.docx
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|ﬁj

BM.HT.05.04 BM.HT. 05.04.docx
Van ban cam doan

Mdu hg tich dién tir wong tdc ding ky khai sinh (néu ngp ho
50 theo hinh thurc tryc tuyeén).
BM.HT.05.05 e

BM.HT.05.05.doc

HO SO LUU:

Mau 01; 02, 03, 04 (néu ¢6); 06 luu tai Bo phan Tiép nhan va Tra két qua cia
UBND cap xa. Mau 01, 05 Iuu theo ho so;

Ho so dau vao theo muc 2.3;

S6 dang ky khai sinh;

Vin ban thong bao khong du diéu kién cap gidy khai sinh (néu c);

Vin ban tra 1oi ctia co quan cong an hodc co quan bao hiém x& hoi vé viéc
khong du diéu kién (néu co);

Phan mem http://khaisinhdientu.moj.gov.vn; Phan mém Hé thong thdng tin
giai quyét tha tuc hanh chinh caa tinh.

Ho so duoc luu tai UBND cap x4, thoi gian luu trit SO dang ky khai sinh 13 vinh vién,
con cac ~gia?ly to khac thuc hién luu theo quy dinh cta Luat Ho tich va cac van ban
huéng dan thi hanh.

6. Lién thong cac thi tuc hanh chinh vé ding ky khai sinh, cap thé

bao hiém y té cho tré em duwdi 06 tudi

1 | KY HIEU QUY TRINH QT.HT.06
2 | NOI DUNG QUY TRINH
2.1 | Pieu kién thuc hién TTHC:
Khéng.
2.2 | Cach thic thyc hién TTHC:

- Nguoi c6 yéu cau dang ky khai sinh tryc tiép thuc hién hoac uy quyén cho
nguoi khac thuc hién nop ho so truc tiép tai Bo phan TN&TKQ cuaa UBND cap
X&;

- Gtri hd so qua hé théng buu chinh;

- Nop hd so truc tuyén trén Cong dich vu cbng quéc gia
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(https://dichvucong.gov.vn) hodc Hé thong thdng tin giai quyét tha tuc hanh

chinh cua tinh (https://dichvucong.hatinh.gov.vn).

2.3

Thanh phan hd so, bao gom:

Ban
chinh

Ban
sao

To khai dang ky khai sinh, theo mau BM.HT.06.01 (néu nop
truc tiep);

X

Mau ho tich dien twr twong tac dang ky khai sinh (do nguol
yéu cau cung Cap thong tin theo hudng dan trén Céng dich vu
cdng néu nguoi ¢b yéu cau lya chon ngp hé so theo hinh thirc
tryec tuyen):

Nguoi c6 yéu cau dang ky khai sinh thuc hién viéc nop/xuat
trinh (theo hinh thuc truc tiép) hoac tai lén (theo hinh thirc
tryc tuyén) céc giay to sau:

* Gidy to phai nop:

To khai tham gia bao hiémy té, theo mau BM.HT.06.02;

Gidy chimg sinh do co sd Y té noi tré em sinh ra cap; néu tré
em sinh ra ngoai co s y té thi gidy chung sinh duoc thay
bang van ban xac nhan cua nguoi 1am chtng; truong hop
khong c6 nguoi lam ching thi nguoi di khai sinh phai lam
gidy cam doan theo mau BM.HT.06.03 vé viéc sinh 1 c6 that.
Déi vai truong hop tré em bi bo roi thi ndp bién ban vé viéc
tré em bi bo roi thay cho giay chung sinh;

Truong hop dang ky khai sinh cho tré em sinh ra do mang
thai ho thi nop thém vin ban Xac nhan cia co s y té da thuc
hién ky thuat ho tro sinh san cho viéc mang thai ho;

Truong hop uy quyén cho ngudi khac 1am thay thi phai c6
van ban ay quyén dugc ching thuc theo quy dinh caa phép
luat. Truong hop nguoi di dang ky khai sinh cho tré em la
ong, ba, nguoi than thich khac thi khong phai c6 van ban uy
quyen cua cha, me tré em, nhung phai théng nhat vai cha, me
tré em vé cac noi dung khai sinh.

Gidy to chang minh thudc gia dinh c6 cong voi cach mang,
nguoi thudc ho nghéo, nguoi khuyet tat (néu co).

* Gidy tor phai xuat trinh:

Ho chiéu hogc Chang minh nhan dan hodc Thé cin cudc
cong dan hodc cac giay to khac c6 dan anh va thong tin ca
nhan do co quan c6 tham quyén cap, con gla tri sar dung dé
chung minh vé nhan than caa nguoi ¢6 yéu cau dang ky khai
sinh. Trudng hop cac thdng tin ca nhan trong cac gidy to nay
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da c6 trong, Co so dir liéu Quoc gia vé Dan cu, Co so dit lidu
Ho tich dién tr dugc hé théng dién tu dong thi khong phai
xuat trinh (theo hinh thuc truc tiép) hoac tai 1én (theo hinh
thire truc tuyén);

Gidy to co gia tri chitng minh théng tin vé cu tra trong truong
hop co quan diang ky ho tich khdng thé khai thac duoc théng
tin vé noi cu tra ciia cong dan theo cac phuong thirc quy dinh
tai khoan 2 Diéu 14 Nghi dinh sé 104/2022/ND-CP ngay
21/12/2022 caa Chinh phu. Truong hop cac théng tin vé gidy | x
to chimg minh noi cu tra da duoc khai thac tir Co so dir liéu
quéc gia vé dan cu bang cac phuong thirc ndy thi ngudi c6
y&u cau khdng phai xuét trinh (theo hinh thirc truc tiép) hoic
tai 1én (theo hinh thic tryc tuyén).

Gidy ching nhan két hon néu cha, me da dang ky két hon.
Truong hop di co thong tin vé viéc két hén caa cha, me trong
Co sé dir lieu Ho tich dién tu thi khong phai xuat trinh (theo
hinh thic tryc tiép) hoac tai 1én (theo hinh thic truc tuyén).

* Luu y khi nop ho so:
- Truong hop g hd $0 qua hé thong buu chinh thi phai giri kem theo ban sao
c6 chiing thyuc cac giy to phai xuat trinh.

- Déi véi glay to nop, Xuat trinh:

+ Truong hop nguoi yéu cau nop giay to 1a ban sao duoc cap tir s6 goc hoic
ban sao duoc chung thyc tir ban chinh thi nguoi tiép nhan ho so khong duoc
yBu cau xuat trinh ban chinh; néu ngudi yéu cau chi nop ban chup va xuat
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 viéc da ddi chiéu noi dung gidy to do,
khong duoc yéu cau nguoi di dang ky nop ban sao gidy to do.

+ Doi véi gidy to xuat trinh khi ding ky ho tich, nguoi tiép nhan cd trach
nhiém kiém tra, ddi chiéu véi théng tin trong to khai, chup lai hoic ghi lai
thong tin dé luu trong hd so va tra lai cho ngudi Xuét trinh, khong duoc yéu
cau nop ban sao hoic ban chup gidy to do.

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

- D6 véi viée xac dinh ho, dan toc, dat tén cho tré:

+ Vlec xac dinh ho, dan toc, dat tén cho tré em phal phu hop Vi phap luat va
yBu cau giir gin ban sic dan toc, tap quan, truyén théng vin hoa tot dep cua
Viét Nam; khong dat tén qué dai, kho sir dung.

+ Truong hop cha, me khong thoa thuan dugc vé ho, dan toc, qué quan caa con
khi dang ky khai sinh thi ho, dan toc, qué quan cua con dugc xac dinh theo tap
quan nhung phai bao dam theo ho, dan toc, qué quan caa cha hoac me.
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- Poi véi giay to giri kém theo néu ngudi yéu cau nop ho so theo hinh thuc
truc tuyén:

+ Ban chup cac glay to gui kem theo ho so dang ky khai sinh truc tuyén phai
bao dam rd nét, day du, todn ven vé noi dung, la ban chup bang may anh, dién
thoai hodc dugc chup, dugc quét bang thiét bi dién tur, tir gidy to dugc cap hop
1€, con gia tri s dung; néu la gidy to do co quan co tham quyén nudc ngoai
cap thi phai dugc hop phéap héa 1anh su, dich sang tiéng Viét theo quy dinh,
trir trudng hop dugc mién hop phap héa lanh su.

+ Truong hop gidy to, tai liéu phai giri kém trong hd so ding ky khai sinh truc
tuyén di c6 ban sao dién tir hodc dd co ban dién tir gidy to ho tich thi nguoi
y&u cau duoc sir dung ban dién tir nay.

+ Khi dén co quan ding ky ho tich nhéan két qua (Giay khai sinh/ban sao Giay
khai sinh), ngudi c6 yéu cau dang ky khai sinh ‘phai nop ban chinh Giay chung
sinh; xuat trinh glay to tuy than; ban chinh Glay chting nhan két hon (néu cha
me tré da dang ky két hon va thong tin vé viéc két hon chua co trong Co so dit
liéu Quéc gia vé Dan cu, Co s dir liéu Ho tich dién ti).

Truong hop ngudi yéu cau dang ky khai sinh khong cung cap duoc gidy to néu
trén theo quy dinh hoac gidy to nop, xuat trinh bi tay x0a, sira chita, lam gia thi
co quan diang ky ho tich c6 tham quyén hay bo két qua dang ky khai sinh.

- Gidy to do co quan c6 thim quyén cta nudc ngoai cap, céng chung hoic xac
nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phap
héa 1anh su theo quy dinh cua phap ludt, trir truong hop duoc mién theo diéu
wdc qudc té ma Viét Nam la thanh vién.

- Truong hop cho phép ngudi yéu cau dang ky ho tich 1ap van ban cam doan
vé nodi dung yéu cau ding ky ho tich thi co quan dang ky ho tich phai giai
thich & cho nguoi 1ap van ban cam doan vé trach nhiém, hé qua phap Iy cua
viéc cam doan khong diang su that.

Co quan dang ky ho tich tur chdi giai quyet hodac dé nghi co quan c6 tham
quyén hay bo két qua dang ky ho tich, néu c6 co so xac dinh ndi dung cam
doan khong dung su that.

2.4

S6 lwgng hd so: 01 bo

2.5

Thoi han giai quyét: Khong quéa 07 ngay lam viéc, ké tir ngay nhan da ho so
hop I€, trong do:

- Uy ban nhan dan Cap xa: Thyc hién dang ky khai sinh ngay trong ngay;
truong hop hd so tiép nhén sau 15 glo ma khong giai quyét duoc ngay trong
ngay thi tién hanh giai quyét trong ngay lam viéc tiép theo.

Sau khi dang ky khai sinh xong, UBND cap xa c6 trach nhiém lap va chuyén
hd so cap thé bao hiém y té cho tré em dudi 06 tudi d¢én Bao hiém x& hoi cap
huyén trong thoi han 01 ngay lam viéc.

- Bao hiém xa hoi cap huyén thuc hién cip thé bao hiém y té cho tré em duéi 6
tudi trong thoi han 05 ngay 1am viéc.
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Truong hop ho so chua ding quy dinh ma UBND cap x& phai hoan thién ho
so theo yéu cau cua Bao hiém xa hai thi thoi han giai quyét duoc kéo dai thém
khong qua 01 ngay lam viéc.

Déi vai cac xa cach xa tru sé co quan Bao hiém xa hoi cap huyén tir 50 km tro
1én, giao thong di lai kho khin, chua duoc két ndi Internet thi thoi han tra két
qua dugc kéo dai thém nhung khong qua 03 ngay lam viéc.

Pia diém tiép nhan hd so va tra két qua giai quyét TTHC:
- B6 phan Tiép nhan va Tra két qua caa UBND cap xa.

2.6 | - Hé thong thdng tin giai quyét thu tyc hanh chinh cua tinh (chi tiép nhan ho
s0): http://dichvucong.hatinh.gov.vn hodc Cong dich vu cong qudc gia
https://dichvucong.gov.vn.

Co quan thuc hién: UBND cép x4 va Bao hiém xa hoi cap huyen.
Co quan cé tham quyeén quyét dinh: UBND cap xa va Bao hiém xa hoi cap

2.7 | huyén.

Co quan dwoc iy quyén: Khong.
Co quan phéi hop: Co quan quan Iy Co sé dit liéu Quéc gia vé Dan cu.

2.8 | Poi twong thuc hién TTHC: Cé& nhan
Két qua giai quyét TTHC:

- Ho so du diéu kién:
+ Gidy khai sinh (01 ban chinh); ban sao Giay khai sinh theo yéu cau.

o9 |t Bdn dién tir Gidy khai sinh (Ban dién tir sé tw dong giri vé Kho qudn 1y dir
' lieu cua ca nhan/dia chi thu dién tir/thiét bi sé/dién thoai ciia nguoi yéu cdu
sau khi dd hoan tdt thii tuc ding ky khai sinh tai co quan dang ky ho tich).

+ Thé bao hiém y té.

- H6 so khong du diéu kién: Van ban thong bao khong du diéu kién.
2.10 | Quy trinh xi ly cong viéc
TT Trinh tw Tr.aACh Thoi gian Bieu maﬂu/Ket

: nhiém qua

1. Tiép nhan ho so tryc tiép tr ca

nhan hoac tor hé thong buu chinh

hoac trén Cong dich vu cdng quoc

gia (https://dichvucong.gov.vn) hoac |  Cong Mau 01; 02,
gy | H¢ thong thong tin giai quyet thu tuc | chiae Tu | Giohanh |03 (néu co);

hanh chinh cua tinh | phap-Ho6 | chinh |06 va Ho so
(https://dichvucong.hatinh.gov.vn). tich theo muc 2.3
2. Cong chuc Tu phap - HO tich
kiém tra ho so:

- Néu hd so chwa day du hodc khong
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hop 1¢: Hudng dan hoic thong bao
bang van ban cho ca nhan bd sung,
hoan thién hé so. Truong hop khong
bd sung, hoan thién dugc hd so thi
thong bao tir chéi giai quyét hd so.

- Néu ho so day du, hop 1&: Lam thu
tuc tiép nhan ho so va thu phi, 18 phi
theo quy dinh. Néu tiép nhan hd so
sau 15 gio thi gu Phicu hen, tra két
qua cho ngu’ol c6 y&u cau trong ngay
lam viéc tlep theo hoac gui tin nhan
hen tra két qua qua dién thoai di
dong cho ngudi €O yéu cau (néu
nguoi ¢6 yéu cau lya chon hinh thuc
nop hod so truc tuyén).

Sau khi tiép nhan ho so theo hinh
thirc nop truc tiép, Cong chic Tu
phap - Ho tich thuc hién s6 hoa (sao
chup, chuyén thanh tai liéu dién tu
trén hé thong thong tin, co so di
lieu) va ky sé vao tai liéu, ho so giai
quyét thu tuc hanh chinh d3 duoc s6
hoéa theo quy dinh.

B2

Kiém tra, xem xét hd so:

- Néu du diéu kién: Ghi noi dung
khai sinh vao S6 dang ky khai sinh,
cap nhat vao phan mém ho tich.
Truong hop cha, me lva chon québc
tich Viét Nam cho con thi chuyén
thong tin dén Co so dir liéu Qudc gia
vé Dan cu dé ldy Sb dinh danh cé
nhan. Sau khi c6 sé dinh danh ca
nhan, in du thao Gidy khai sinh;

- Trudng hop tiép nhan hd so dang
ky khai sinh theo hinh thuc truc
tuyén: Gui lai biéu miu Giay khai
sinh dién tir v6i thong tin day du cho
ngudi yeu cau qua thu dién tir hoac
thiét bi s6.

Ngudi yéu cau cé trach nhiém kiém
tra tinh chinh xac, ddy du cua céc
thong tin trén biéu mau Giay khai

Cong
chic Tu
phap - Ho
tich

02 gio

Mau 05;
Dy thao Gidy
khai sinh hoac
du thao van
ban théng bao
khong du diéu
kién cap Giay
khai sinh
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sinh dién tir va xac nhan (t6i da mot
ngay).

Néu ngudi ¢ yéu cau xac nhan
thong tin da théng nhat, day da hoac
khéng ¢ phan hoi sau thoi han yéu
cau thi ghi noi dung vao So6 ding ky
khai sinh, cap nhat thong tin dang ky
khai sinh va luu chinh thuc trén
Phan mém dang ky, quan Iy ho tich
dién tu dung chung.

- Trudong hop hd so khéng du diéu
kién: Dy thao van ban thdng béo
khong du diéu kién cip Gidy khai
sinh.

Trinh lanh dao UBND cap X&.

Mau 05;
Giay khai sinh
, Lanh dao hoac van ban
B3 | Ky duyét két qua tai budc B2, UBND 01gio | thong bao
cap x& khong du diéu
kién cap Giay
khai sinh.
Mau 05;
Giay khai sinh
Phat hanh van ban va chuyén két| Céng ﬁu"ﬁl ca nggn
B4 |qua cho cdng chirc Tw phap - Ho | chuc Van | 01 gio thoc“?r?g van bgg
tich dé tra ch 5i dan. hon ‘
teh de tra cho nguo phong khong dit diéu
Kién cap giay
khai sinh
Tra két qua dang ky khai sinh:
- Truong hop du diéu kién: Chuyén Mau 05, 06;
nguoi dan ky vao So dang ky khai | . ] Giay khai sinh
sm’h, tra Glay.khal §|nh,, thu phi, 1€ chie Te | Gis hanh hof‘c Vian baim
B5 | phi theo quy dinh (néu c0). ohap - Ho chinh | thong bao
- Truong hop khong du diéu kién: |~ o khong du diéu
Tra van ban thong bdo khong du ' k'én (_:ép glay
diéu kién cap giay khai sinh cho cé khai sinh
nhan.
g | Truong hop da duoc cép gidy khai | Cong | Olngay | Mau05;
sinh: Lap ho so dé nghi cap thé bao | chiic Tu | (D6ivéi | HO so dé nghi
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hiém y té va chuyén hd so dén co | phap - HO | xd cach xa | cap thé bao
quan Bao hiém xa hoi cap huyén. tich tru s¢ co | hiémy té.
quan
BHXH
>50Km:
03 ngay)
Mau 05
Kiém tra hd so, thuc hién viéc cap Bio hidm The ﬁa(f hiem
thé bao hiém y té cho tré em dudi 06 | o0 . |Y e hodc Van
B7 | téi hoac tir chéi trong trwong hop | X191 €aP | 05ngay | ban thong béo
< - ) A g, tI'u’O'ng 0'p hU én kh,\ d’r d-,\
khong du didu kién dé cap ye nong du dieu
kién cap Thé
bao hiémy té.
Mau 05
Ch uyérAl the b,éo hiém y t,é hgéc Y&:m Bao hiém ;/”][Z Eggch\lf;l
B8 ban thong bdo khong du dieu kién X& hoi c&p | 01ngdy | ban théna bio
cap Thé bao hiem y te gho tré em hu. an k?f ,g Y
dudi 06 tudi cho UBND cip xa ye hong du dieu
kién cap Thé
bao hiém y té
Mau 01, 06;
The bao hiem
g |Tra két qua cho ca nhan va vao S6 | B¢ phan | Gio hanh y te; ;'P@C ;‘i‘n
theo ddi hd so TN&TKQ | chinh | Pan thong bao
khong du diéu
kién cdp thé
bao hiém y té
* Trudng hop hd so qua han xu ly, trong thoi gian cham nhat 01 ngay trudc
ngay hét han xu ly, cdng chic Tu phéap - Ho tich tham muu Cha tich UBND
cap x& ky ban hanh phiéu xin 16i va hen lai ngay tra két qua dé gui cho cé
nhan.
* Trong qua trinh giai quyét hd so nguoi ¢d trach nhiém thuc hién can thyc
hién dong thoi cac thao tac tiép nhan/chuyén/tra hd so, két qua giai quyét trén
phan mém Hé thong thong tin giai quyét tha tuc hanh chinh cua tinh véi cac
budc trong quy trinh.
3 | BIEU MAU
)
Mﬁu 01 MAu 01.docx

Gidy tiép nhan hd so va hen tra két qua
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@B

Mau 02 M3u 02.docx

Phiéu yéu cau b sung hoan thién hd so
0

Mau 03 M&u 03.docx

Phiéu tir chéi tiép nhan giai quyét hd so
)

Mau 04 M3u 04.docx

Phiéu xin 1i va hen lai ngay tra két qua
)

Mau 05 M&u 05.docx

Phiéu kiém soat qué trinh giai quyét ho so
)

Mau 06 MAu 06.docx
S6 theo dbi ho so
To khai dang ky khai sinh
BM.HT.06.01 g

BM.HT.06.01.docx

@Ij

BM.HT.06.02 =
To khai tham gia bao hiémy té BM.HT. 06.02.docx

Eﬁ

BM.HT.06.03 BM.HT.06.03.docx
Van ban cam doan

Mdu hé tich dién tir twong tac dang ky khai sinh (néu nép ho
so theo hinh thurC truc tuyen).
BM.HT.06.04 ZE

BM.HT.06.04.doc

HO SO LUU:

Mau 01; 02, 03, 04 (néu c6); 06 luu tai Bo phan Tiep nhan va Tra ket qua cua
UBND cap xa. Mau 01, 05 Iuu theo ho so;

Ho so dau vao theo muc 2.3;

S6 dang ky khai sinh;

Vin ban thong bao khong du diéu kién (néu co);
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Phan mém http://khaisinhdientu.moj.gov.vn; Phan mém Hg théng thong tin
giai quyét tha tuc hanh chinh cua tinh.

Ho so' dugc luu tai UBND cap x4, thoi gian luu trir SO déng ky khai sinh 1a vinh vién,
con cac ~gi:?ly to khac thuc hién luu theo quy dinh cta Luat Ho tich va cac van ban
huéng dan thi hanh.

7. Thi tuc ding ky két hon

1 |KY HIEU QUY TRINH QT.HT.07

2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thuc hién TTHC:
* Nam nit két hon voi nhau phai tuan theo cac diéu kién sau:
- Nam tur da 20 tudi tro 18n, nit tir da 18 tudi tro 1én;
- Viéc két hon do nam va nir ty nguyén quyét dinh;
- Khong bi mét nang lyc hanh vi dan su;
- Viéc két hon khdng thudc mot trong cac truong hop cam két hdn, gom:
+ Két héon gia tao;
+ Tao hon, cudng ép két hon, lra dbi két hon;
+ Nguoi dang c6 vo, ¢ chong ma két hdn hodc chung séng nhu vo chong véi
nguoi khac hodc chua c6 v, chua c6 chong ma ket hon hodc chung song nhu
Vo chong véi nguoi dang ¢6 chong, 0 vo;
+ K&t hon hogc chung song nhu vo chong gitra nhimg ngudi ciing dong méu
ve truc hé; gitta nhimg ngudi ¢ ho trong pham vi ba doi; gitra cha, me nuoi
V6i con nudi; gitra ngudi da tung la cha, me nudi véi con nudi, cha chong véi
con dau, me Vo véi con ré, cha dugng véi con riéng cua vo, me ke véi con
riéng cua chong.
* Nha nudc khong thira nhan hdn nhén gitra nhitng nguoi cung gidi tinh.,

2.2 | Cach thirc thuc hién TTHC:
- Nguoi c6 yéu cau dang ky két hon tryuc tiép thuc hién hogc iy quyen cho
nguc‘yi khac thuc hién nop ho so truc tiep tai Bo phan TN&TKQ cua UBND
cap x&;
- Nop ho so tryc tuyén trén Cong dich vu cong quoc gia
(https://dichvucong.gov.vn) hoac H¢ thong thong tin gidi quyet thu tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn) (bén nam hodc bén nit c6 thé
nop ho so ma khong can c¢6 van ban uy quyen cua bén con lai).

2.3 | Thanh phan hd so, bao gom: Ban | Ban
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chinh

Sao

T khai diang ky két hén theo mau, co du thdng tin cua hai bén
nam, nit. Hai bén nam, nir c¢é thé khai chung vao mét To khai
dang ky két hén (néu ngudi 6 yéu cau lya chon nop hé so theo
hinh thic truc tiép), theo mau BM.HT.07.01;

Mau ho tich dién tr twong tac dang ky két hén (do nguoi yéu Cau
cung Cap thong tin theo hwéng dan trén Cong dich vu cong, néu
nguoi cO Yéu cau lyra chon nép hé so theo hinh thirc tryc tuyén);

Nguoi ¢d yéu cau ding ky két hdn thuc hién viéc nop/xuit
tr‘mh (theo hiph thac truc tiep) hoac tai 1én (theo hinh thac truc
tuyén) cac giay to sau:

* Gidy to phdi ngp:

- Ban chinh Gidy xac nhan tinh trang hon nhan do UBND cap
X& c6 tham quyén cap trong truong hop nguoi yéu cau ding ky
két hon khong dang ky thuong tru tai dia ban xa, phuong, thi
tran 1am thu tuc dang ky két hon. Trudng hop cac théng tin vé
tinh trang hdn nhan da c6 trong Co s& dit liéu Québc gia vé Dan
cu, Co s6 dir liu Hb tich dién tir duoc dién tu dong thi khéng
phai xuét trinh (theo hinh thuc truc tiép) hoac tai 1&n (theo
hinh thuec truc tuyén).

* Gidy tor phdi xudt trinh:

Ho chiéu hoic Chirng minh nhan dan hoic Thé cin cudc cong
dan hoic cac gidy to khac cd dan anh va thdng tin ca nhan do
co quan ¢ tham quyén cap, con gia tri s dung d¢ ching minh
vé nhan than cia nguol o yéu cau dang ky khai sinh. Truong
hop cac thong tin ca nhan trong cac gidy to nay da c6 trong Co
so dir lisu Quéc gia vé Dan cu, Co so dir lidu Ho tich dién ti,
duoc hé théng dién ty dong thi khéng phai xut trinh (theo
hinh thire tryc tiép) hoic tai 1én (theo hinh thic truc tuyén);

Gidy to ¢ gid tri chitng minh thong tin vé cu tr trong truong
hop co quan diang ky ho tich khdng thé khai thac duoc théng
tin vé noi cu tra cta cong dan theo cac phuong thic quy dinh
tai khoan 2 Diéu 14 Nghi dinh sb 104/2022/NB-CP ngay
21/12/2022 caa Chinh phu. Trudng hop cac théng tin vé gidy
to chirng minh noi cu tra da duogc khai thac tir Co so dir liéu
qudc gia vé dan cu bang cac phuong thie ndy thi ngudi c6 yéu
cau khdng phai xuét trinh (theo hinh thac truc tiép) hoic tai
|&n (theo hinh thic truc tuyén).

Trich lyc ghi cha ly hon doi véi truong hop cong dan Vigt
Nam dang ky thuong tru tai dia ban xa lam thu tuc dang ky két
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hon, da dugc gial quyét viéc ly hon, huy viéc két hon trude do
tai co quan co tham quyen nudc ngoai.

*

Luu y:

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

+ D6i voi gidy to xuat trinh khi ding ky ho tich, nguoi tiép nhan co trach
nhiém kiém tra, di chiéu véi théng tin trong to khai, chup lai hodc ghi lai
thong tin dé luu trong hd so va tra lai cho ngudi Xuat trinh, khong duoc yéu
cau nop ban sao hoic ban chup giay to do.

+ Nguoi yéu cau dang ky ho tich c6 thé nop ban sao ching thuc tir ban chinh
hodc ban sao dugc cap tir s6 goc hoac ban chup kém theo ban chinh giay to dé
dbi chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh gidy
to thi nguoi tiép nhan cé trach nhiém kiém tra, ddi chiéu ban chup voi ban
chinh va ky xac nhan, khong duoc yéu cau ngudi di dang ky nop ban sao giay
to do.

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

- Déi véi gidy to giri kém theo néu ngudi yéu cau nop hd so theo hinh thuc
tryc tuyén:

+ Ban chup cac gidy to giri kém theo hd so dang ky két hon truc tuyén phai
bao dam rd nét, dy du, toan ven vé noi dung, 1a ban chup bang may anh, dién
thoai hoac dugc chup, dugc quét bang thiét b dién tu, tur glay to dugc cap hop
1€, con gia tri sir dung; néu 1 gidy to do co quan c6 thim quyén nudc ngoai
cap thi phai dugc hop phap hoa Ianh sy, dich sang tiéng Viét theo quy dinh,
trir trudng hop dugc mién hop phap hda lanh sy.

+ Truong hop gidy to, tai liéu phai giri kém trong ho so dang ky két hon truc
tuyen da c6 ban sao dién tir hodc da c6 ban dién tir gidy to ho tich thi nguoi
yéu cau duoc sir dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (ban chinh Gidy chang nhan két
hon/ban sao Trich luc két hon), nguoi co yéu cau dang ky két hon phai nop ban
chinh Giay xac nhan tinh trang hén nhén (neu thdng tin vé tinh trang hén nhan
chua c6 trong Co so dit liéu Québc gia vé Dan cu, Co so dit liéu Ho tich dién
tu).

- Gidy to do co quan c6 tham quyén cua nudc ngoai cap, cdng chang hodc xac
nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai duoc hop phap hoa
lanh sy theo quy dinh cua phap luat, trr truong hop duoc mién theo diéu wdc
qudc té ma Viét Nam Ia thanh vién.

Truong hop ngudi yéu cau ding ky két hon khong cung cap duogc gidy to néu
trén theo quy dinh hoic gidy to nop, xuat trinh bi tay x06a, sira chira, 1am gia thi
co quan diang ky ho tich c6 tham quyén huy bo két qua ding ky két hon.
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2.4 | S6 lwong hd so: 01 bo
Thoi han giai quyét: Ngay trong ngay tiép nhan du hd so hop Ié (nhan ho so

o5 | SAU 15 gio ma khong giai quyét duoc ngay thi tra két qua trong ngay lam viéc

' tiép theo). Truong hop can phai xac minh diéu kién két hon cua hai bén nam,
nir thi thoi han giai quyét khéng qué 05 ngay lam viéc.
Pia diém tiép nhan hd so va tra két qua giai quyét TTHC:
- B6 phan Tiép nhan va Tra két qua caa UBND cap xa.

2.6 | - Hé thong thdng tin giai quyét thu tyc hanh chinh cua tinh (chi tiép nhan ho
s0): http://dichvucong.hatinh.gov.vn hodc Cong dich vu cong qudc gia
https://dichvucong.gov.vn .

Co quan thuc hién: UBND cép xa noi cu tri cua bén nam hozc bén ni.
Co quan c6 tham quyén quyét dinh: UBND cap x4 noi cu tri cia bén nam

2.7 | hoac bén ntr.

Co quan dwoc iy quyén: Khong.
Co quan phéi hop: Co quan quan Iy Co sé dit liéu Quéc gia vé Dan cu.

2.8 | Poi twgng thuc hién TTHC: Cé& nhan
Két qua giai quyét TTHC:

- Ho so du diéu kién:
+ Gidy chtrng nhan két hon ban chinh, mdi bén vo, chong 01 ban.

2.9 | + Ban di¢n ti Trich luc ket hon (Ban dién tir sé ti dong gui vé Kho quan 1y dir
licu a"g’én twr cua ca nhdn/g?,ia chi thur dién tulthiet bi so/dién thoai ciua nguoi
Yéu cau sau khi da hoan tat tai co quan dang ky ho tich).

- Ho so khong du diéu kién: Vin ban thong bao khong du diéu kién.
2.10 | Quy trinh xw ly cong viéc
. Tréch T Biéu

TT Trinh tw nhigm Thoi gian mAu/KEt qui
1. Tiép nhan ho so truc tiép tir ca
nhan hogc trén Cong dich vu cong
qudc gia (https://dichvucong.gov.vn)
hoic Hé théng thong tin giai quyét
tha tuc hanh chinh cua tinh| Céng Mau 01, 02

B1 (https://dichvucong.hatinh.gov.vn). | chice Tu | Gidhanh | (néu co), 06
2. Cong chtc Tu phap - Ho tich | phap - chinh va Ho so theo
kiém tra hd so: Ho tich muc 2.3
- Néu hd so chua day du hoac
khong hop 1¢: Hudéng dan hodc
thdng bao bang van ban cho ca
nhan bo sung, hoan thién ho so.
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Truong hop khdng bd sung, hoan
thién duoc hd so thi thong bao tir
chéi giai quyét ho so.

- Néu hé so day du, hop l&: Lam
th tuc tiép nhan hd so va thu phi,
& phi theo quy dinh. Néu tiép nhan
hd so sau 15 gid thi gui Phiéu hen,
tra két qua cho nguoi €6 yéu cau
trong ngay lam viéc tiép theo hoic
gui tin nhan hen tra két qua qua
dién thoai di dong cho ngudi co
yéu cau (néu ngudi co yéu cau lya
chon hinh thiic nop hd so truc
tuyén).

Sau khi tiép nhan ho so theo hinh
thirc nop truc tiép, Cong chuc Tu
phap - Ho tich thuc hién s6 hoa
(sao chup, chuyén thanh tai liéu
dién tir trén hé thong thong tin, co
so dit lieu) va ky sb vao tai lidu, ho
so giai quyét thi tuc hanh chinh da
duogc s6 hoa theo quy dinh.

B2

B2.1: Kiém tra, xem xét ho so:

- Truong hop du diéu kién va
khéng phai xac minh: thuc hién
viéc ghi vao S6 dang ky két hon,
cap nhat thong tin dang ky két hon
va luu chinh thuc trén Phan mém
dang ky, quan ly ho tich dién t
dung chung.

Truong hop tiép nhan hd so ding
ky két hon theo hinh thuc truc
tuyén: Gui lai biéu mau Giay
ching nhan két hon dién tir Voi
thong tin day du cho nguoi yéu cau
qua thu dién ta hoac thiét bj sé.
Nguoi yéu cau cO trach nhiém
Kiém tra tinh chinh xéc, day du cua
cac thdng tin trén biéu miu Gidy
chting nhan két hon dién tir va xac
nhan (t6i da mot ngay).

Néu nguoi ¢ yéu cau xac nhan

Cong
chac Tu
phap -
Ho tich

02 gio

Mau 05;
Du thao Gidy
chang  nhan
két hon; Vin
ban Xac
minh/bién
ban
minh;  Van
ban thong
bao khong du
diéu kién
dang ky két
hon

Xac
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thong tin di thong nhat, day du
hodc khéng cé phan hoi sau thoi
han yéu cau thi ghi noi dung vao
S6 dang ky két hon, cap nhat thong
tin dang ky két hén va luu chinh
thire trén Phan mém ding ky, quan
ly ho tich dién tir dung chung, in
du thao Gidy chang nhan két hén,
chuyén nguoi dan ky So va ky gidy
chting nhan két héon;

- Truong hop khong du diéu kién:
Du thao van ban thong bao khéng
du diéu kién dang ky két hén.

Trinh 1anh dao UBND cap x4.

B2.2: Néu thudc truong hop phai
xac minh diéu kién két hon cua hai

bén nam, nit thi tién hanh xac minh 04 ngay
bang van ban hoac tryc ticp, sau
khi co két qua, thuc hién nhu B2.1.
Mau 05;
Giay ching
nhan két hon
. LA . o X Lanh dao hoac van ban
Ky du thao két qua giai quyet thu UBND . N .
B3 | tuc hanh chinh on | 02gio jthong - bo
cap xa khong du
dieu kiép
dang ky keét
hon
Mau 05, 06;
Gidy chiing
cong nhan két hon
, £ . S ez LA , h - hoac van ban
B4 DongAdau van ban va tra Ake.t qua| ¢ EIC 02 gio théng béo
cho cbéng chac Tu phap - Ho tich Vin A ;
hong khong dua
P didu kién
dang ky két
hon
Trao Gidy ching nhan két hon cho LS%hNdSO Gio hanh I\_/A!au 01’0,6;
B5 |cong dan hozc tra két qua cho cong | . . Hinh Giay ~chang
dan cap xa; chin nhan két hén

Cong

hodc van ban
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chac Tu théng béo
phap - khong du
Ho tich diéu kién
ding ky két

hon

* Khi nhan két qua dang ky két hdn thi hai bén nam, nix phai c6 mat, xuat trinh
gidy to tuy than dé ddi chiéu) kiém tra thong tin trén Glay chtng nhan két hon,
trong S6 dang ky két hon, khang dinh sy tu nguyén két hon va ky tén vao S6
dang ky két hdn, ky tén vao Giy chiing nhan két hén, mdi bén nam, nir nhan
01 ban chinh Giéy chtng nhan két héon.

* Truong hop ho so khong xtr Iy duoc trong ngay lam viéc hoac trong ngay
lam viéc tiép theo (di vai hd so nhan sau 15 gio), trong ngay hen tra két qua,
cong chie Tu phap - HH tich tham muu Chu tich UBND cap x& ky ban hanh
phiéu xin 15i va hen lai ngay tra két qua dé gui cho cé nhan.

* Truong hop hd so can xac minh néu quéa han xu ly, trong thoi gian cham
nhat 01 ngay truéc ngay hét han xu ly, cong chirc Tu phap - Ho tich trinh Chu
tich UBND cap xa ky ban hanh phiéu xin 15i va hen lai ngay tra két qua dé guri
cho cé nhan.

* Trong quéa trinh giai quyét hd so nguoi co trach nhiém thuc hién can thuc
hién dong thoi cac thao tac tiép nhan/chuyén/tra hd so, két qua giai quyét trén
phan mém Hé théng thong tin giai quyét thu tuc hanh chinh cua tinh vai céac
budc trong quy trinh.

BIEU MAU

@j

Mau 01 M3u 01.docx

Gidy tiép nhan ho so va hen tra két qua
)

Mau 02 M3u 02.docx

Phiéu yéu cau b6 sung hoan thién ho so
)

Mau 03 M3u 03.docx

Phiéu tir chdi tiép nhan giai quyét ho so
0

Mau 04 M3u 04.docx

Phiéu xin 13i va hen lai ngay tra két qua
0

M?lu 05 ) i o Mau 05.docx
Phiéu kiém soat qué trinh giai quyét ho so
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@j

Mau 06 Mau 06.docx

S6 theo ddi ho so
b

BM.HT.07.01 ’ BM.HT.07.01.doc
To khai dang ky ket hon

Mdu hé tich dién tir twong tdc dang ky két hon (néu ngp
ho so theo hinh thirc truc tuyén).

BM.HT.07.02 -
W]

BM.HT.07.02.docx

HO SO LUU:

Mau 01; 02, 03, 04 (néu c6); 06 luu tai By phan Tiep nhan va Tra két qua cua
UBND cap xa. Mau 01, 05 Iuu theo ho so;

Ho so dau vao theo muc 2.3;

S6 dang ky két hon;

Vin ban xac minh/bién ban xac minh (néu co);

Vin ban thong bao khong du diéu kién (néu co);

Phan mém http://hotichdientu.moj.gov.vn; Phan mém Hé thong thong tin giai
quyét tha tuc hanh chinh cua tinh.

Ho so duge Iuu tai UBND cap x4, thoi gian luu trit S6 ding ky két hon 14 vinh vién,
con cac ~gia?ly to khac thuc hién luu theo quy dinh cua Luat Ho tich va cac van ban
hudng dan thi hanh.

8. Ping ky két hon co yéu té nwéc ngoai & khu vuc bién giéi

1 | KY HIEU QUY TRINH QT.HT.08
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thuc hién TTHC:

* Cong dan Viét Nam thuong tru tai dia ban xa ¢ khu vuc bién giéi dang ky két
hon véi cong dan cua nudc lang giéng thuong tr tai don vi hanh chinh twong
duong cap xa cua Viét Nam tiép giap véi xa ¢ khu vuc bién gigi cua Viét Nam
noi cong dan Viét Nam thuong tru.

* Nam nit két hon voi nhau phai tuan theo cac diéu kién sau:
- Nam tir du 20 tudi tro 1én, nix tir da 18 tudi tro Ién;
- Viéc két hon do nam va nir ty nguyén quyét dinh;
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- Khéng bi mat nang luc hanh vi dan sy;

- Khéng cung giai tinh;

- Viéc két hon khdng thudc mot trong cac truong hop cim két hdn, gom:

+ K&t hon gia tao;

+ Tao hon, cudng ép két hon, lira dbi két hon;

+ Nguoi dang ¢6 vo, ¢6 chong ma ket hdn hodc chung song nhu vo chong voi
ngudi khac hodc chua c6 vo, chua c6 chong ma ket hon hodc chung song nhu
vo chong vai nguoi dang c6 chong, ¢ Vo,

+ Két hdn hodc chung song nhu vo chdng gitra nhitng ngudi cling dong mau vé
truc hé; gitta nhirng nguoi 6 ho trong pham vi ba doi; gita cha,‘me nudi vai con
nuoi; gitta nguoi da tung la cha, me nudi véi con nudi, cha chong véi con dau,
me Vo Vai con ré, cha dugng vei con riéng cua vo, me ké vai con riéng cua
chong.

* Nha nudc khong thira nhan hon nhan gitra nhitng ngudi cung giai tinh.

2.2 | Céach thirc thyc hién TTHC:
- Nguoi ¢ yéu cau ding ky ket hon tryc tiép thuc hién hodc uy quyen cho
ngudi khac thuc hién nop ho so truc tiep tai B6 phan TN&TKQ cua UBND cap
Xa;
- Nop ho so tryc tuyén trén Cong dich vu cong quoc gia
(https://dichvucong.gov.vn) hoac Hé thong thong tin giai quyét tha tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn).
(Bén nam hogc bén nir ¢6 thé tryc tiép nop ho so ma khong can ¢6 van ban uy
quyén cua bén con lai).
5 A A A Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao

To khai dang ky két hon theo méu BM.HT.08.01, c6 dii thong
tin cua hai bén nam, ni. Hai bén nam, ni c6 the khai chung vao | x
mot To khai dang ky két hon (néu nop truc tiep);

I\/Ia~u ho tich dien tur twong tac dang ky két hon (do nguoi yéu
cau cung Cap thong tin theo hudng ddn trén Céng dich vu
cOng, néu nguoi c6 yeu cau lwa chon nép ho so theo hinh thirc
tryc tuyén);

Nguoi ¢6 yéu cau dang ky két hon thyc hién viéc nop/xuat trinh
(theo hinh thuc tryc tiep) hodc tai 1én (theo hinh thuc tryc
tuyén) cac giay to sau:

* Gidy to phdi ngp:

Gidy to do co quan c6 thAm quyén cua nuéc lang giéng cap
khong qua 6 thang tinh dén ngay nhan ho so xac nhan cong dan | X
nudc lang gieng hién tai 1a nguoi khong c6 vo hoac khong co
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chéng;

Gidy to chirng minh nhan than, ching minh noi thuong tra ¢
khu vuc bién gidi caa cong dan nudce lang giéng.

* Gidy tor phdi xudt trinh:

Ho chiéu hoac chiang minh nhan dan hoic thé cin cudc cong
dan hoic céc gidy to khac co dan anh va théng tin ca nhan do
co quan c6 tham quyén cap, con gia tri sir dung dé ching minh
vé nhan than cua cong dan Viét Nam. Truong hop cac thdng tin
ca nhan trong céc gidy to nay di c6 trong Co so dit liéu Quéc
gia vé Dan cu, Co s¢ dir liéu Ho tich dién tr, dugc hé thdng
dién tu dong thi khdng phai xuat trinh (theo hinh thuc truc tiép)
hoac tai 1én (theo hinh thic tryc tuyén);

Giay to o gia tri chung minh thong tin vé cu tri trong trudng
hop co quan dang ky ho tich khéng thé khai thac dugc théng tin
Vé noi cu tra cta cong dan theo cac phuong thirc quy dinh tai
khoan 2 Biéu 14 Nghi dinh s6 104/2022/ND-CP ngay
21/12/2022 cua Chinh phu. Truong hop cac thong tin vé gidy to | x
chimg minh noi cu trit da dugc khai thac tr Co so dir ligu qu0c
gia vé dan cu bang cac phuong thirc nay thi nguoi c6 yéu cau
khong phai xuat trinh (theo hinh thuc truc tiép) hoac tai 1én (theo
hinh thic truc tuyén).

*Luu y:

- Déi véi gidy to nop, xuat trinh néu ngudi yéu cau nop hd so theo hinh thuc
truc tiép:

+ Dbi vai gidy to xuat trinh khi diang ky ho tich, nguoi tiép nhan co trach nhiém
kiém tra, ddi chiéu véi théng tin trong to khai, chup lai hoic ghi lai thong tin dé
lru trong ho so va tra lai cho nguoi xuat trinh, khong dugc yéu cau nop ban sao
hoac ban chup gidy to do.

+ Ngudi yéu cau dang ky ho tich c6 thé nop ban sao chiing thuc tir ban chinh
hoic ban sao dugc cap tir s6 gbc hoic ban chup kém theo ban chinh gidy to dé
d6i chiéu. Truong hop ngudi yéu cau ndp ban chyup kém theo ban chinh gidy to
thi nguoi tiép nhan cé trach nhiém kiém tra, d6i chiéu ban chup véi ban chinh
va ky xac nhan, khong duoc yéu cau nguoi di dang ky nop ban sao gidy to do.

+ Ngudi tiép nhan cé trach nhiém tiép nhan dung, da hd so dang ky ho tich theo
quy dinh cua phap luat ho tich, khong duoc yéu cau ngudi ding ky ho tich nop
thém gidy to ma phap luat ho tich khéng quy dinh phai nop.

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

+ Ban chup cac giay to guri kém theo hd so dang ky két hon truc tuyén phai bao
dam ro nét, day du, toan ven vé noi dung, 1a ban chup bang may anh, dién thoai
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hogc duoc chup, duoc quet bang thiét bi dién tu, tir gidy to dugc cap hop [<3 con
gia tri s dung; néu la gidy to do co quan co thAm quyén nudc ngoai cap thi
phai dugc hop phép hoa 1anh sy, dich sang tiéng Viét theo quy dinh, trir trudng
hop dugc mién hop phap hoa lanh sy.

+ Truong hop gidy to, tai liéu phai gai kém trong ho so dang ky két hon truc
tuyén da c6 ban sao dién t hodc da c6 ban dién tir gidy to ho tich thi nguoi yéu
cau duoc st dung ban dién tir nay.

+ Khi d&én co quan ding ky ho tich nhan két qua (Gidy chting nhan két hon),
ngudi €6 Yéu cau dang ky két hon phai nop ban chinh Giay xac nhan tinh trang
hon nhan (néu théng tin vé tinh trang hon nhan chua co trong Co so dit lidu
Quéc gia vé Dan cu, Co so dit liéu Ho tich dién tir), gidy to chitng minh tinh
trang hon nhan,

Truong hop nguoi yéu cau ding ky két hon khong cung cap duoc gidy to néu
trén quy dinh hoic gidy to nop, Xuat trinh bi tay X0a, sta chira, lam gia thi co
quan dang ky ho tich ¢ tham quyén hay bo két qua dang ky két hon.

- Giay to do co quan c6 tham quyén cua nudc co chung duong bién gidi voi
Viét Nam lap, cip, xac nhan su dung dé dang ky ho tich duoc mién hop phap
hoa lanh sy; dich ra tiéng Viét va cd cam két caa ngudi dich vé viéc dich dang
noi dung.

2.4 | S6 lwong ho so: 01 bo
Thoi han giai quyét: 03 ngay lam viéc sau khi nhan da hd so hop 18. Truong

2.5 X s P ] N I,
hop can xac minh thi thoi han giai quyét khong qua 08 ngay lam viéc.

Pia diém tiép nhan hd so va tra két qua giai quyét TTHC:
- B6 phan Tiép nhan va Tra két qua caa UBND cép xA.

2.6 | - He thdng thong tin giai quyét thi tyc hanh chinh cua tinh (chi tiép nhan ho
so): http://dichvucong. hatinh.gov.vn hodc Céng dich vu cbng qudc gia
https://dichvucong.gov.vn.

Co quan thuc hién: Uy ban nhan dan x& o khu vuc bién giéi noi cong dan Viét
Nam thuong tra.
, 7 | Co quan c6 tham quyén quyét dinh: UBND cap x& ¢ khu vuc bién gidi noi
' | cong dan Viét Nam thuong tra.
Co quan dwoc iy quyén: Khong.
Co quan phdi hep: Co quan quan Iy Co s dit liéu Quéc gia vé Dan cu.

2.8 | Poi twong thuc hién TTHC: Ca nhan

Két qua giai quyét TTHC:
- H6 so du diéu kien:
2.9 | + Gidy chting nhan két hdn ban chinh, mdi bén vg, chong 01 ban.

+ Ban dién tur Trich luc két hdn (Ban dién tir sé tw dgng gui vé Kho quan 1y di
liu dién tu Cia ca nhan/dia chi thu dién tilthiét bi so/dién thoai cua nguroi yéu
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cau sau khi da hoan tat thii tuc deang ky Két hon tai co quan dang ky hé tich).
- Ho so khong du diéu kién: Vian ban thong bao khong du diéu kién.

2.10

Quy trinh xi¥ ly cong viéc

TT

Trinh tw

Trach
nhiém

Thot gian

Biéu
mau/Ket qua

Bl

1. Tiép nhan hd so truc tiép tir ca
nhan hoic trén Céng dich vu cong
qudc gia
(https://dichvucong.gov.vn)  hoac
Hé thong thong tin giai quyét thu
tuc hanh chinh cua tinh
(https://dichvucong.hatinh.gov.vn).
2. Cong chuc Tu phap - Ho tich
kiém tra ho so:

- Néu hd so chua day da hoic
khong hop 1&: Huong dan hoic
théng bdo bing vin ban cho ca
nhan bo sung, hoan thién hd so.
Truong hop khdng bd sung, hoan
thién dugc hd so thi thong bao tir
chéi giai quyét ho so.

- Néu ho so day du, hop 1é: Lam tha
tuc tiép nhan hd so va thu phi, 1é phi
theo quy dinh. Néu tiép nhan ho so
sau 15 gio thi gui Phiéu hen, tra két
qua cho ngudi cO yéu cau trong
ngay lam viéc tiép theo hoac gui tin
nhan hen tra két qua qua dién thoai
di dong cho nguoi c6 yéu cau (néu
ngudi ¢4 yéu cau lya chon hinh
thirc nop ho so truc tuyén).

Sau khi tiép nhan ho so theo hinh
thac nop truc tiép, Coéng chac Tu
phap - Ho tich thuc hién sé hoa
(sao chup, chuyén thanh tai liéu
dién tir trén hé thong thong tin, co
s& dir liéu) va ky sb vao tai liéu, hd
so gial quyét thi tuc hanh chinh da
duogc s6 hoa theo quy dinh.

Cong chirc
Tu phap -
Ho tich

Gio hanh
chinh

Mau 01; 02,
03 (néu co);
06 va Ho so
theo muc 2.3

B2

B2.1. Kiém tra, xem xét hd so:
- Trudng hop du diéu kién va thugc

Cong chuc
Tu phap -

02 ngay

Mau 05;
Du thao Giay
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treong hop khéng phai xac minh:
thuc hién viéc ghi vao S6 dang ky
két hon, cap nhat thong tin dang ky
két hon va luu chinh thic trén Phan
mém dang ky, quan ly ho tich dién
tur dung chung,

Truong hop tiép nhan hd so diang
ky két hon theo hinh thuc truc
tuyén: Gui lai biéu miu Gidy
ching nhan két hon dién to voi
thong tin day du cho ngudi yéu cau
qua thu dién tir hoac thiét bi so.
Nguoi yéu cau cO trach nhiém
kiém tra tinh chinh xac, day du cua
cac thdng tin trén biéu mau Giay
chung nhan két hon dién tir va xac
nhan (t6i da mot ngay).

Néu nguoi ¢ yéu cau xac nhan
thong tin da théng nhat, day du
hoic khdng cd phan hdi sau thoi
han yéu cau thi ghi noi dung vao
So dang ky két hon, cap nhat thong
tin dang ky két hon va luu chinh
thac trén Phan mém dang ky, quan
ly ho tich dién tir dung chung.

- Trudng hop khong du diéu kién:
Du thao van ban thong bao khéng
du diéu kién dang ky két hon;

Trinh lanh dao UBND cdp xA.

B2.2. Truong hop phuc tap phai
xac minh thi tién hanh xac minh
bang van ban hoac tryc tiép. Trén
co so két qua xac minh, thuc hién
nhu B2.1.

Ho tich

chang  nhan
két hén hoac
van ban thong
bdo khéng du
diéu kién

07 ngay

Mau 05;
Du thao Giay
chung nhan
két hén hoac
van ban thong
bao khong du
diéu kién;
Vian ban Xxac
minh/bién ban
x&c minh (néu
co)

B3

Ky du thao két qua giai quyét tha

Lanh dap
UBND cap

04 gio

Mau 05;
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tuc hanh chinh X4 Giay chuang
nhan két hén
hoiac van ban
théng bao
khong du diéu
kién

B4

Mau 05, 06;
Gidy chung
nhan két hén
01 gio hoac van ban
thong béo
khong du diéu
Kién

Phat hanh vin ban va tra két qua | Cong chuc
cho cong chic Tu phép - Ho tich Van phong

BS

Lanh dao Mau 01, 06;
UBND Giéy ’chL’rng
cap X&; Gio hanh Ehf-j‘n k?t E?n

Co6ng chuc chinh 0dc van ban

. thong béo

Tu phap - ;

H6 tich khong du diéu
T kién

Trao Giay chang nhan ket han cho
cong dan hoac tra ket qua cho cong
dan

* Khi nhan két qua dang ky két hon thi hai bén nam, nit phai ¢ mat, xuat trinh
gidy to tuy than dé d6i chiéu, kiém tra thdng tin trén Gidy chang nhan két hon,
trong S6 dang ky két hon, khang dinh sy ty nguyén két hon va ky tén vao So6
dang ky két hon, ky tén vao Giay chang nhan két hén, mdi bén nam, ni nhan 01
ban chinh Giay chang nhan két hon.

* Truong hop dén hen nhung chua c6 két qua, trong thoi gian cham nhat 01 ngay
truéc ngay hét han xir ly, cong chic Tu phap - Ho tich tham muu Chu tich
UBND cép xa ban hanh phiéu xin 13i va hen lai ngay tra két qua dé gui cho ca
nhan.

* Trong qua trinh giai quyét hd so ngudi ¢ trach nhiém thyc hién can thyc hién
dong thoi cac thao tac tiép nhan/chuyén/tra hd so, két qua giai quyét trén phan
mém Hé thng thong tin giai quyét thu tuc hanh chinh cua tinh véi cac budc
trong quy trinh.

BIEU MAU

@B

Mau 01 M3u 01.docx

Gidy tiép nhan ho so va hen tra két qua
)

Mau 02 Mau 02.docx
Phiéu yéu cau bo sung hoan thién ho so
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@j

Mau 03 M3u 03.docx

Phiéu tir chdi tiép nhan giai quyét ho so
o)

Mau 04 M&u 04.docx

Phiéu xin 15i va hen lai ngay tra két qua
)

Mau 05 M3u 05.docx

Phiéu kiém soét qua trinh giai quyét ho so
)

Mau 06 M&u 06.docx

S6 theo ddi ho so
b

BM.HT.08.01 ’ ’ ’ BM.HT.08.01.doc
To khai dang ky két hdn (neu nop truc tiep)

Mdu hg tich dién tir twong tac dang ky két hon (néu ngp hé so
theo hinh thc truc tuyen).
BM.HT.08.02 v -

BM.HT.08.02.docx

4 |HOSOLUU:

Mau 01; 02, 03, 04 (néu ¢6); 06 luu tai BO phan Tiép nhan va Tra két qua cua
UBND cap xa. Mau 01, 05 luu theo ho so;

- | HO so dau vao theo muc 2.3;

- | S6 dang ky két hén;

- | Van ban xac minh/bién ban xac minh (néu c6);

- | Vin ban thong bao khong du diéu kién (néu co);

Phan mém http://hotichdientu.moj.gov.vn; Phan mém Hé thong théng tin giai
quyet thu tuc hanh chinh cua tinh.

Ho so duoc luu tai UBND cép x4, thoi gian luu trit S6 ding ky két hon 1a vinh vién,
con cac giay to khac thuc hién luu theo quy dinh cua Luat Ho tich va cac van ban
huéng dan thi hanh.
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9. Piing ky két hon luu dong

1 KY HIEU QUY TRINH QT.HT.09
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thuc hién TTHC:
* Hai bén nam, nir cung thuong tra trén dia ban cap X3 ma mot hodc ca hai bén
nam, nir 1a nguoi khuyét tat, om bénh khéng thé di dang ky két hon duoc.
* Nam nit két hon voi nhau phai tuan theo cac diéu kién sau:
- Nam tur ¢ 20 tudi tro 18n, nit tir du 18 tuoi tro 1én;
- Viéc két hdn do nam va nit tu nguyén quyét dinh:
- Khdng bi mat nang luyc hanh vi dan su;
- Viéc két hon khdng thudc mot trong céc truong hop cam két hdn, gom:
+ Két hon gia tao;
+ T4o hon, cudng ép két hon, lira déi két hon, can tré két hon;
+ Nguoi dang c6 vg, ¢0 chong ma két hon V6i nguoi khac hodc chua c6 vo,
chua c¢6 chong ma két hon vai nguoi dang c6 chong, €0 vo;
+ Két hon giita nhitng nguoi cung dong mau vé truc hé; giira nhimg ngudi co
ho trong pham vi ba doi; gitra cha, me nudi véi con nudi; gitta ngudi da ting la
cha, me nudi véi con nudi, ’cha chong véi con dég, Mme Vo Vai con ré, cha dugng
véi con riéng cua vg, me ke vai con riéng cua chong.
* Nha nudc khong thtra nhan hdn nhan gitra nhitng ngudi cung giai tinh.,
2.2 | Cach thirc thwc hign TTHC:
Tryc tiép tai nha riéng hoic tai dia diém t6 chice dang ky luu dong.
2.3 | Thanh phan hd so, bao gom: CE?:h Egg
* Gidy to phdi ngp:
_ | To khai dang ky két hon. Hai bén nam, nit c6 thé khai chung y

vao mot To khai dang ky két hon, theo mau BM.HT.09.01.

* Gidy to phdi xudt trinh:

Ho chiéu hodc Chting minh nhan dan hoic Thé can cudc cong
dan hogc cac gidy to khac c6 dan anh va thong tin ca nhan do
co quan ¢6 tham quyén cap, con gia tri sir dung dé chirng minh
vé nhan than cua nguorl cO yéu cau dang ky két hon. Truong X
hop cac thdng tin ca nhan trong cac gidy to ndy da c6 trong Co
so dir lieu Qudc gia vé Dan cu, Co sé dit lieu Ho tich dién tor
duoc hé théng dién ty dong thi khdng phai xuat trinh.

Gidy to 6 gia tri chirng minh théng tin Vé cu tra trong truong | X
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hop co quan ding ky ho tich khong thé khai thac dugc théng
tin v& noi cu trd cua cong dan theo cic phuong thirc quy dinh
tai khoan 2 Diéu 14 Nghi dinh s 104/2022/ND-CP ngay
21/12/2022 cta Chinh phu. Truong hop cac thong tin vé gidy
to ching minh noi cu tra da duoc khai thac tr Co so dir liéu
qudc gia vé dan cu bang cac phuong thire ndy thi ngudi c6 yéu
cau khéng phai xuat trinh.

Luu y:

Trurong hop nguwoi yéu cau khéng biét chir thi cong chire fir phép - hg tich tryc
tiép ghi To khai, sau d6 doc cho nguwoi yéu cau nghe lai ngi dung va hiréng dan
nguoi dé diém chi vao To khai. Khi trao Gidy ching nhdn két hén, cong chazc
tw phdp - hé tich phdi doc lai néi dung Gidy chieng nhdn két hén cho nguwroi yéu
cau nghe va hwong ddn nguoi dé diém chi vao Sé ding ky két hon.

2.4 | So lweng hd so: 01 bd
2.5 | Thoi han giai quyét: Khong qua 05 ngay lam viéc ké tir ngay tiép nhan.
Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
2.6 T T S A
Truc tieép tai nha riéng hoac tai dia diém to chuc dang ky luu dong.
Co quan thuc hién: UBND cép x4 noi thuong trd cua hai bén nam nix.
Co quan c6 tham quyén quyét dinh:
2.7 | UBND cép xa noi thuong tra caa hai bén nam ni.
Co quan dwoc iy quyén: Khong.
Co quan phdi hop: Co quan quan Iy Co so di liéu Quéc gia vé Dan cu.
2.8 | Péi twong thuc hién TTHC: Ca nhan
29 Két qua giai quyét TTHC: Giay chiing nhan két hon (ban chinh), méi bén vo,
"~ | chong 01 ban.
2.10 | Quy trinh xir ly céng viéc
. Tréch . Biéu
TT Trinh tw nhigm Thoi gian mAu/Két qua
Tiép nhan hd so:
- Truong hop ho so chua day du, Trong hoic
h?p Ié: Huopg da_rl nguoi Nop hq SO Cong ngoai gio | x| 0L 02,
bo sung, hoan thién theo quy dinh, , hanh chinh % .
) - 2 AR chac Tu N 03 (neu co);
B1 | néu khong b6 sung hoan thién dugc . . | tay theo s LA
NN SRy N phap - HO x 06 va Ho so
thi tir choi tiep nhan ho so. ) thuc tien
\ . tich - theo muc 2.3
- Truong hop ho so day da, hop Ié thuc hién

thi tiép nhan ho so, viét Phiéu tiép nhiém vu
nhan ho so.
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Kiém tra, xem xét hd so:

- Truong hop du diéu kién: Vao
phan mém ding ky ho tich thuc hién
nhap théng tin, in Gidy chang nhan
két hon; ghi noi dung ding ky vao
S6 dang ky két hon, huéng dan céc
bén kiém tra noi dung Gidy chtng
nhan két hén va So6 dang ky két hon
cung cac bén nam, nit ky vao Sb

ding ky két hon, Gidy ching nhan cfi’roc n%u o I\{[ISEJOOZ_ .
B2 két, hon theo quy dinh; tien hanh trao ohap - Ho 03 ngay hUi a r:ily

Giay ching nhan két hon cho cac| ™" "™ chung — nhan

bén tai dia diém ding ky lwu dong. | ket hon

Tai muc “Ghi chu” trong S6 dang ky

két hon ghi 6 “Pang ky luu dong”.

- Truong hop ngudi yéu cau khdng

biét chir thi cong chiic tu phéap - ho

tich tryc tiép ghi To khai, sau d6 doc

cho ngudi yéu cau nghe lai noi dung

va huéng dan ngudi d6 diém chi vao

To khai.

A ... . | Lanhdao MAau 05;
B3 g%/ duyét ket qua thuc hién tai budc UBND 04 gio Gidy ching
: cap xa nhan két hon

Phat hanh van ban va tra két qua cho |  Céng Mau 05, 06;
B4 |cong chuc Tu phép - Ho tich dé| chic Van | 04 gi6 | Gidy ching

chuyén tra cho ngudi dan. phong nhan két hon

Trao Gidy ching nhan két han cho Trong hoic

cong dan. Khi trao Giay chuang nhan | Lanh dao ngoai giér

ketﬁ hon, cong cb_u:c tu phapx— ho t}ch UABNIND. hanh chinh | M3u 01, 06:
BS phai doc lai ndi dung G_layAchu:r‘]g Cap xa; tytheo | Gidy chin

nhan két hon cho nguoi yéu cau | cong chac thue tidn hﬂy K&t ho g

nghe va hudng dan nguoi do diém | Tu phap - hl‘I h-ei nhan ket hon

chi vao S6 dang ky két hon néu| Hotich | L1uchien

ARG > R nhiém vu

nguoi Yéu cau khong biet chi.

3 |BIEU MAU

Mau 01

Gidy tiép nhan ho so va hen tra két qua

@j

M3u 01.docx
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@

Mau 02 Mau 02.docx

Phiéu yéu cau b6 sung hoan thién hd so
)

Mau 03 M&u 03.docx

Phiéu tir chéi tiép nhan giai quyét hd so
i)

Mau 04 M3u 04.docx

Phiéu xin 15i va hen lai ngay tra két qua
)

Mau 05 M&u 05.docx

Phiéu kiém soat qué trinh giai quyét hd so
)

Mau 06 M&u 06.docx

S6 theo ddi ho so
W)

BMHT0901 , BM.HT.09.01.doc
To khai dang ky ket hon

HO SO LUU:

Mau 01; 02, 03, 04 (néu c6); 06 luu tai Bo phan Tiép nhan va Tra két qua cua
UBND cap x4. Mau 01, 05 Iuu theo ho so;

Ho so dau vao theo muc 2.3;

S6 dang ky két hon;

Phan mém http://hotich.moj.gov.vn.

Ho so dugc luu tai UBND cAp x4, thoi gian Iuu trit SO déng ky két hon 1a vinh vién, con
céc giay to khac thuc hién luu theo quy dinh cua Luat Ho tich va cac van ban hudng
dan thi hanh.
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10. Thu tuc dang ky khai tir

1 | KY HIEU QUY TRINH QT.HT.10

2 | NOI DUNG QUY TRINH
biéu kién thuc hién TTHC:

2.1 A . . .
Khong

2.2 | Cach thic thuc hién TTHC:
- Nguoi ¢6 yéu cau dang ky khai tir truc tiép thuc hién hodc uy quyen cho
ngu:(‘)’i khac thuc hién nop ho so truc tiép tai Bo phan TN&TKQ cua UBND
cap x&;
- Gri h6 so qua hé théng buu chinh;
- Nop ho so tryc tuyén trén Cong dich vu cong quoc gia
(https://dichvucong.gov.vn) hoac Hé thong thong tin giai quyét thu tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn).

5 A A Ao Ban Ban

2.3 | Thanh phan ho so, bao gom: chinh | sao

- To khai dang ky khai tir, theo mau BM.HT.10.01 (néu ngudi c6 «

yéu cau lya chon nop ho so theo hinh thic tryuc tiép);

- Mau ho tich dién tu twong tac dang ky khai tir (do nguol yéu
cau cung Cap thong tin theo huwong ddn trén Cong dich vu
cdng, néu nguoi 6 yéu cau lya chon ngp hé so theo hinh thirc
tryec tuyen);

- Nguoi ¢d yéu cau dang ky khai tir thyc hién viéc nop/xuét trinh (theo hinh
thuac truc tiép) hoac tai 1én (theo hinh thuc truc tuyén) cac giay to sau:

* Gidy to phdi ngp:

- Gidy bao tur hoic gidy to thay cho Gidy béo tir, gom:

+ Gidy x4&c nhan viéc thi hanh an ti hinh ddi véi nguoi chét do
thi hanh an tu hinh;

+ Ban &n, quyét dinh cd hiéu luc cua Toa an ddi voi truong
hop mot nguoi bi Toa &n tuyén bd la da chét; X
+ Vin ban xac nhan cua co quan cong an hoac két qua giam
dinh ciia Co quan giam dinh phap y ddi voi ngudi chét trén
phuong tién giao thong, chét do tai nan, bi giét, chét dot ngot
hoac chét cd nghi van.

- Gidy to, tai liéu, ching ¢t do co quan, t6 chac ¢ tham quyén
cap hodc xac nhan hop 1& chang minh sy kién chét déi véi
truong hop dang ky khai tr cho nguoi chét da 1au, khong c6
Gidy bao tur hoic gidy to thay thé Gidy béo tu.



https://dichvucong.hatinh.gov.vn/
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- Giy to chitng minh thudc gia dinh c6 cong véi cach mang,
nguoi thudc ho nghéo, nguoi khuyeét tat (néu co);

- Truong hop Gy quyén cho nguoi khac 1am thay thi phai c6 vin
ban 1y quyén duoc ching thuc theo quy dinh ciia phap luat.
Truong hop ngudi duoc ty quyén 1a dng, ba, cha, me, con, vo, X
chdng, anh, chi, em rudt cua ngudi uy quyén thi vin ban uy
quyén khéng phai chiing thuc.

* Gidy to phdi xudt trinh:

- Ho chiéu hoic Chang minh nhan dan hoic Thé can cudc
cdng dan hoic cac gidy t& khac c6 dan anh va théng tin ca
nhan do co quan c6 tham quyén cap, con gia tri sa dung dé
ching minh vé nhén than cia ngudi c6 yéu cau ding ky khai
tir. Trudng hop céc théng tin ca nhan trong cac giay to nay da X
c6 trong Co sé dir liéu Quéc gia vé Dan cu, Co so dit lisu Ho
tich dién ta, dugc hé thong dién tu dong thi khdng phai xuat
trinh (theo hinh thtrc truc tiép) hoac tai 1én (theo hinh thic truc
tuyen);

- Giay to cd gia tri ching minh thdng tin vé cu tra trong truong
hop co quan dang ky ho tich khéng thé khai thac duoc théng tin
Vé noi cu tri cta cong dan theo cac phuong thirc quy dinh tai
khoan 2 Diéu 14 Nghi dinh sé 104/2022/ND-CP ngay
21/12/2022 ciia Chinh phu. Truong hop cc thong tin vé gidy to | x
chimg minh noi cu tra da duoc khai thac tr Co s¢ dir liu qUOC
gia vé dan cu bang cac phuong thuc nay thi ngu’OI c6 yéu cau
khong phai xuat trinh (theo hinh thic truc tiép) hoic tai 1én
(theo hinh thuc truc tuyén).

- Truong hop khong xéc dinh duge noi cu tra cudi cing cua
ngudi chét thi xuat trinh glay to chimg minh noi nguoi d6 chét
hoidc noi phat hién thi thé cua ngudi chét.

Truong hop gti hd so qua hé thong buu chinh thi phai gui kem
theo ban sao co chiing thuc cac giay to phai xuat trinh néu trén.

*Luuy:

- Trong thoi han 15 ngay ké tir ngay c6 nguoi chét thi vo, chong hoic con,
cha, me hoic nguai than thich khac ciia ngudi chét co trach nhiém di dang ky
khai tir; truong hop nguoi chét khong co nguoi than thich thi dai dién caa co
quan, to chtc, c& nhan lién quan co trach nhiém di khai tir.

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

+ Doi véi gidy to xuat trinh khi ding ky ho tich, nguoi tiép nhan cd trach
nhiém kiém tra, ddi chiéu vai thdng tin trong to khai, chup lai hoac ghi lai
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thong tin dé luu trong hd so va tra lai cho ngudi xuat trinh, khong duoc yéu
cau nop ban sao hoic ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich c6 thé nop ban sao ching thuc tir ban chinh
hoac ban sao dugc cip tir s6 géc hoic ban chup kém theo ban chinh gidy to dé
dbi chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh gidy
to thi nguoi tiép nhan c6 trach nhiém kiém tra, doi chiéu ban chup voi ban
chinh va ky xac nhan, khong duoc yéu cau ngudi di dang ky nop ban sao giay
to do.

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

- Poi véi gidy to giri kém theo néu ngudi yéu cau nop hd so theo hinh thuc
tryc tuyén:

+ Ban chup cac giay to giri kém theo hd so dang ky khai tir truc tuyén phai
bao dam rd nét, ddy du, toan ven vé noi dung, la ban chup béng may anh, di¢n
thoai hodc dugc chup, dugc quét bang thiét bi dién tir, tir gidy to dugc cap hop
1€, con gia tri s dung; néu la gidy to do co quan c6 tham quyén nudc ngoai
cap thi phai dugc hop phéap hda lanh su, dich sang tiéng Viét theo quy dinh,
trir trudng hop dugc mién hop phap hda lanh su.

+ Truong hop gidy to, tai liéu phai giri kém trong hd so ding ky khai tir truc
tuyén d3 co ban sao dién tir hodc dd co ban dién ti gidy to ho tich thi nguoi
yéu cau duoc sir dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Trich luc khai tu/ban sao
Trich luc khai tir), nguoi c6 yéu cau dang ky khai tir phai xuét trinh gidy to tuy
than, nop ban chinh cac gidy to 1a thanh phan hd so ding ky khai tir theo quy
dinh phap luat ho tich.

- Gidy to do co quan c6 thim quyén cta nudc ngoai cap, céng ching hoadc xac
nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phap
hda lanh sy theo quy dinh cua phap ludt, trir truong hop duoc mlen theo diéu
wdc qudc té ma Viet Nam la thanh vién.- Truong hop nguoi yéu cau dang ky
khai tor khong cung cap duogc gidy to néu trén theo quy dinh hoic gidy to nop,
Xuat trinh bj tay x0a, stra chira, 1am gia thi co quan dang ky ho tich c6 tham
quyén hay bo két qua dang ky khai ti.

2.4

S6 lwong ho so: 01 bo.

2.5

Thoi han giai quyét: Ngay trong ngay tiép nhan du hd so hop Ié (nhan ho so
sau 15 gio ma khong giai quyét duoc ngay thi tra két qua trong ngay lam viéc
tiép theo).

Truong hop can xac minh thi thoi han giai quyét khdng quéa 03 ngay lam viéc.

2.6

Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
- B6 phan Tiép nhan va Tra két qua caa UBND cép x4.
- Hé théng thong tin giai quyét thu tuc hanh chinh cua tinh (chi tiép nhan hd
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s0): http://dichvucong.hatinh.gov.vn hodc Cong dich vu cong qudc gia
https://dichvucong.gov.vn.

Co quan thuc hién:

- UBND Cép X3 noi cu tra cudi cling cia ngudi chét;

- UBND cép x3 noi nguoi d6 chét hoic noi phat hién thi thé ngudi chét trong
truong hop khéng xac dinh dwgc noi cu tri cudi cling cua ngudi chét.

Co quan c6 tham quyén quyét dinh:

21 UBND Cép x3 noi cu tri cudi clng cua ngudi chét;

- UBND cép x4 noi ngudi d6 chét hoic noi phat hién thi thé ngudi chét trong
truong hop khong xac dinh dugc noi cu tra cubi cling cua nguoi chét.

Co quan dwoc iy quyén: Khong.

Co quan phéi hop: Co quan quan Iy Co sé dit liéu Quéc gia vé Dan cu.

2.8 | Poi twong thuc hién TTHC: Cé& nhan

Két qua giai quyét TTHC:

- Ho so du diéu kién:

+ Trich luc khai tir (ban chinh); ban sao Trich luc khai ter (treong hop y&u cau
cap ban sao Trich lyc khai tu).

29 |* Bandi¢n tu Trich luc khai twr (Ban di¢n tu sé tu dong gu vé Kho quan ly di
liéu dién tir cua ca nhan/dia chi thw dién tulthiet bi so/dién thoai cua nguoi
yéu cau sau khi da hoan tat thi tuc dang ky khai tir tai co quan dang ky hé
tich).

- H6 so khong du diéu kién: Van ban thong bao khong du diéu kién dang ky
khai tu.

2.10 | Quy trinh xw ly cong viéc

T Trinh t Trach Thoi Biéu mﬁvu/Ké't

nhiém gian qua
1. Tiép nhan hd so truc tiép tur ca
nhan hoac tir hé théng buu chinh hoac
trén Cong dich vy cbng quéc gia
(https://dichvucong.gov.vn) hoac H¢
m%g thonghltrl]r;q giai c(|:uyet tha tuc Cong Miu 01: 02, 03
ua tinh . s N .

B1 | (https://dichvucong.hatinh.gov.vn). chie Tu | Gio hanh | (neu co); 06 va

2. Cong chite Tur phép - Ho tich i phap - chinh | HO so theo muc
- -0 phap = Ho UCh KIEM | 5 tich 2.3

tra ho so:

- Néu hd so chua day du hoac khdng

hop l&: Huéng dan hoic théng bao

bang van ban cho c& nhan bd sung,

hoan thién hd so. Truong hop khong
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b6 sung, hoan thién dwgc ho so thi
thong bao tir chéi giai quyét hd so.

- Néu hd so déy da, hop 1é: Lam thu
tuc tlep nhan ho so va thu phi, 1¢ phi
theo quy dinh. Néu tlep nhan hod so
sau 15 gio thi gui Phleu hen, tra két
qua cho nguoi o yéu cau trong ngay
lam viéc tlep theo hoac gui tin nhan
hen tra két qua qua dlen thoai di dong
cho ngu’OI cé yéu cau (neu ngu’OI co
yéu cau lya chon hinh thic nop hé so
truc tuyén).

Sau khi tiép nhan hd so theo hinh
thac nop truc tiép, Cong chiac Tu
phap - Ho tich thuc hién sé hoa (sao
chup, chuyén thanh tai liéu dién to
trén hé thong thong tin, co s dir liéu)
va ky so vao tai lidu, ho so giai quyét
tha tyc hanh chinh di dugc s6 hda
theo quy dinh.

B2

Kiém tra, xem xét hd so, truong hop
khéng phai xac minh:

- Trudng hop du diéu kién: thuc hién
viéc ghi vao So6 diang ky khai tir, cap
nhat thong tin dang ky khai tr va luu
chinh thicc trén Phan mém ding ky,
quan ly ho tich dién tir dung chung.
Truong hop tiép nhan hé so ding ky
khai tir theo hinh thuc truc tuyén,
cong chirc tu phap - hd tich gui lai
biéu mau Trich luc khai ta dién tu véi
thong tin ddy du cho ngudi yéu cau
qua thu dién ta hoac thiét bj sé.

Ngudi yéu cau co trach nhiém kiém tra
tinh chinh xac, day du cua cic thong
tin trén biéu mau Trich luc khai tir dién
ter va X4c nhan (t6i da mot ngay).

Néu ngudi c6 yéu cau xac nhan thong
tin da théng nhat, day du hoic khong
c6 phan hdi sau thoi han yéu cau thi
cong chirc tu phap - ho tich thuc hién
viéc ghi noi dung vao So6 dang ky

Cong
chac Tu
phap -
Ho tich

02 gio

Mau 05;

Du thao Trich
luc khai tir hoac
du thao van ban
théng bao
khong du diéu
kién cap trich
luc khai tu;
Van ban xac
minh; Van ban
tra 161 Xac minh
(néu co)
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khai tr, cap nhat thong tin dang ky
khai tir va luu chinh thac trén Phan
mém dang ky, quan ly ho tich dién tir
dung chung.

- Truong hop khong du diéu kién: Du
thao vian ban thong bao khong du diéu
kién cap trich luc khai tu.

Truong hop phai xac minh thi tién
hanh x4ac minh. Trén co s& két qua
xac minh:

- Truong hop du diéu kién: Vao Sb

ding ky khai tr, nhap dit ligu vao| —ON9
A A e \ , chac Tu .
phan mém h¢ tich, in dyu thao Trich . 2,5 ngay
- phap -
luc khai tur. A g
N Ho tich
- Truong hop khong du di€u kién: Dy
thao van ban thong bao khong du diéu
kién cap t(ich luc khai tr hoac thong
béo truc tiep.
Mau 05;
Trich luc khai
. . z , . Lanh dao ted hoac Van
Ky két qua giai quyet tha tuc hanh i . \ A .
B3 chinh cho cong dan. U?Nl? 01 gio barf thonﬁg p"ilo
cap xa khong du diéu
kién dang ky
khai tir
Mau 05, 06;
’ cong 'I:rlcr;] |}_10 khval
54 | Phat hanh vin ban va tra két qua cho | chiac | oo . L"i oac ‘g‘i‘n
cong chitc Tu phap - Ho tich. Vin g an thong bao
phong khong dua diéu
kién dang ky
khai tur
Mau 01, 06;
Chuyén ngudi dan ky vao Sé (néu cap Con Trich luc khai
trich luc khai tw); tra trich luc khai tr , g s tr hoac Van
- SR n . . . | chitc Tu | Gio hanh | * < :
B5 |hodac Van ban thong bao khong du . . ban théng bao
A iAo , . A phap - chinh N 2 9
dicu kién dang ky khai tor cho cong Ho tich khong du diéu

dan, thu 18 phi theo quy dinh (néu cd).

kién dang ky
khai tu

* Truong hop ho so khong xtr Iy duoc trong ngay lam viéc hoac trong ngay




106

lam viéc tiép theo (doi voi ho so nhan sau 15 gio), trong ngay hen tra két qua,
cdng chize Tu phap - Ho tich trinh Chu tich UBND cip xa ky ban hanh phiéu
xin 18i va hen lai ngay tra két qua dé gui cho cé nhan.

* Truong hop hd so can xac minh: Néu qué han xu ly, trong thoi gian cham
nhat 01 ngay truéc ngay hét han xu Iy, cdng chirc Tu phap - Ho tich trinh Chu
tich UBND cép x4 ky ban hanh phiéu xin 15i va hen lai ngay tra két qua dé gui
cho cé nhan.

* Trong quéa trinh giai quyét hd so nguoi co trach nhiém thuc hién can thuc
hién ddng thoi cac thao tac tiép nhan/chuyén/tra hd so, két qua giai quyét trén
phan mém Hé thdng théng tin giai quyét tha tuc hanh chinh cua tinh véi cac
budc trong quy trinh.

BIEU MAU

@H

Mau 01 Mau 01.docx

Giay tiép nhan ho so va hen tra két qua
)

Mau 02 M3u 02.docx

Phiéu yéu cau bo sung hoan thién ho so
)

Mau 03 M&u 03.docx

Phiéu tir chéi tiép nhan giai quyét hd so
)

Mau 04 Mau 04.docx

Phiéu xin 15i va hen lai ngay tra két qua
g

Mau 05 M3u 05.docx

Phiéu kiém soat qué trinh giai quyét ho s
)

Mau 06 M&u 06.docx
So6 theo dbi ho so

To khai ddng ky khai ttr (néu nop truc tiép)
BM.HT.10.01 B

BM.HT.10.01.doc

Mdu hé tich dién tir twong tac dang ky khai tir (néu ngp ho

BM.HT.10.02 5o theo hinh thuc truc tuyen).
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|

BM.HT.10.02.docx

HO SO LUU:

Mau 01; 02, 03, 04 (néu c6); 06 luu tai Bo phan Tiep nhan va Tra két qua cua
UBND cap xa. Mau 01, 05 Iuu theo ho so;

Ho so dau vao theo muc 2.3;

S6 dang ky khai tu;

Vin ban thong bao khong du diéu Kién dang ky khai tir (néu c6); Van ban dé
nghi xa4¢ minh (néu c6); Van ban tra loi xac minh (néu co);

Phan mém http://hotichdientu.moj.gov.vn; Phan mém Hé thong théng tin giai
quyeét thua tuc hanh chinh cua tinh.

Ho so duoc luu tai UBND cap x4, thoi gian luu trit s6 déng ky khai tir 1 vinh vién,
con cac ~giﬁy to khac thuc hién luu theo quy dinh cta Luat Ho tich va cac van ban
hudng dan thi hanh.

11. Pang Ky khai tir c6 yéu té nwéc ngoai tai khu vuc bién giéi

1 | KY HIEU QUY TRINH QT.HT.11
2 | NOI DUNG QUY TRINH
Picu kién thuc hién TTHC:
2.1 .
Khong
2.2 | Céch thwrc thuc hién TTHC:
- Nguoi ¢6 yéu cau dang ky khai tir tryc tiép thuc hién hodc uy quyén cho
nguc‘yi khac thuc hién nop ho so truc tiep tai Bo phan TN&TKQ cua UBND
cap x&;
- Gtri hd so qua hé théng buu chinh;
- Nop ho so tryc tuyén trén Cong dich vy cdng quoc gia
(https://dichvucong.gov.vn) hoac HE thong thong tin giai quyét thu tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn).
N A A A, Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
_ | To khai déng ky khai tir, theo mau BM.HT.11.01 (néu ngudi co X
yéu cau hya chon nop ho so theo hinh thirc truc tiep);



http://hotichdientu.moj.gov.vn/
https://dichvucong.hatinh.gov.vn/
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Ma?u ho tich dién tir twong tac dang ky khai tir (do nguoi yéu
cau cung cdp théng tin theo huwong dan trén Cong dich vu
cong, néu nguoi c6 yéu cau lira chon ndp hé so theo hinh thirc
triec tuyén);

Ngudi 6 yéu cau dang ky khai tir thuc hién viéc nop/xuat
trinh (theo hinh thuc tryc tiep) hoac tai 1én (theo hinh thuc
truc tuyen) cac giay to sau:

* Gidy to phai nop:

Gidy bao tir hoac gidy to thay cho Gidy béo tir, gom:

+ Gidy xac nhan viéc thi hanh an tir hinh ddi véi nguoi chét do
thi hanh an tu hinh;

+ Ban an, quyét dinh c6 hiéu luc cia Toa 4n d6i voi truong
hop mot ngudi bi Toa an tuyén bé 1a da chét;

+ Vin ban xac nhan cua co quan cong an hoic két qua giam
dinh cua Co quan giam dinh phép y d6i voi nguoi chét trén
phuong tién giao thong, chét do tai nan, bi giét, chét dot ngot
hodc chét co nghi van;

Gidy to ching minh thudc gia dinh co cong voi cach mang,
ngudi thudc ho ngheo, nguoi khuyét tat (néu co);

Truong hop ty quyén cho ngudi khac 1am thay thi phai c6 van
ban uy quyéen dugc chirng thuc theo quy dinh cia phép luat.

* Giy to phai xuat trinh:

Ho chiéu hoic Chirng minh nhan dan hoic Thé cin cudc cong
dan hoac cac giéy to khac co dan anh va thong tin ca nhan do
co quan ¢o tham quyén cap, con gia tri st dung dé ching minh
vé nhan than cua nguoi c6 yéu cau dang ky khai tr. Truong
hop céc thdng tin c& nhan trong cac giay to nay di co trong Co
sa dir lieu Quéc gia vé Dan cu, Co so dir lieu Ho tich dién tu,
duoc hé théng dién ty dong thi khong phai xuat trinh (theo
hinh thie truc tiép) hoic tai 1én (theo hinh thic truc tuyén);

Gidy to chimg minh noi cu trd cudi cling cta ngudi chét dé xac
dinh tham quyén trong trudng hop co quan dang ky ho tich
khong thé khai thac duoc thong tin V& noi cu trii ciia cdng dan
theo cac phuong thirc quy dinh tai khoan 2 Piéu 14 Nghi dinh
s6 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong
hop céc thdng tin vé gidy to' chimg minh noi cu tra da duoc
khai thac tir Co s¢ dix liéu qUOC gia vé dan cu bang cac phuong
thirc nay thi nguoi 6 yéu cau khéng phai xuat trinh (theo hinh
thic truc tiép) hoac tai 1&n (theo hinh thuc truc tuyén).
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Trudng hop khong xac dinh duoc noi cu tri cudi clng cua
ngudi chét thi xuat trinh glay td chimg minh noi ngudi d6 chét X
hoidc noi phat hién thi thé ctia nguoi chét.

* Luu y khi nop hd so:

- Di voi gidy to nop, xuat trinh néu ngudi yéu cau nop hd so theo hinh thuc
tryuc tiép:

+ Nguoi tiép nhan ¢ trach nhiém kiém tra, d6i chiéu véi thdng tin trong to khai,
chup lai hoac ghi lai thong tin dé luu trong hd so va tra lai cho ngudi xuét trinh,
khong dugc yau cau nop ban sao hoic ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich ¢ thé nop ban sao chiing thyc tir ban chinh
hoac ban sao duoc cap tir 6 goc hodc ban chup kém theo ban chinh gidy to dé
dbi chiéu. Truong hop ngudi yéu cau nop ban chup kém theo ban chinh gidy to
thi ngudi tiép nhan cé trach nhiém kiém tra, doi chiéu ban chup véi ban chinh
va ky xac nhan, khong duoc yéu cau ngudi di ding ky nop ban sao gidy to do.
+ Ngudi tiép nhan cd trach nhiém tiép nhan ding, du ho so dang ky ho tich
theo quy dinh cua phap luat ho tich, khong duoc yéu cau nguoi dang ky ho tich
nop thém gidy to ma phap luat ho tich khong quy dinh phai nop.

- Truong hop giri ho s0 qua h¢ thong buu chinh thi phai gui kém theo ban sao
c6 chiing thuc cac giy to phai xuat trinh néu trén.

- Doi véi gidy to gui kém theo néu nguoi yéu cau nop ho so theo hinh thuc
tryc tuyén:

+ Ban chup céc gidy to gui kém theo hd so dang ky khai tir truc tuyén phai bao
dam rd nét, day du, toan ven vé ndi dung, la ban chup bang may anh, di¢n
thoai hoac duoc chup, dugc quét bang thiét bi dién ta, tur glay to dugc cap hop
1€, con gia tri sir dung; néu l1a gidy to do co quan co thim quyén nudc ngoai
cap thi phai duoc hop phap hda lanh sy, dich sang tiéng Viét theo quy dinh, trir
trudng hop dugc mién hop phap héa lanh sy.

+ Truong hop gidy to, tai lidu phai giri kém trong ho so dang ky khai tir truc
tuyen dd co ban sao dién tir hodc dd co ban dién tir gidy to ho tich thi nguoi
yéu cau duoc sir dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Trich luyc khai ta/ban sao
Trich lyc khai tir), ngudi ¢ yéu cau dang ky khai tir phai xuat trinh gidy to tuy
than, nop ban chinh cé4c gidy to 1a thanh phan hd so ding ky khai tir theo quy
dinh phéap luat ho tich.

- Giay to do co quan c6 thAm quyén cua nude co chung duong bién gisi Vo
Viét Nam 1ap, cap, xac nhan st dung dé dang ky ho tich duoc mién hop phap
hoa 14nh sy; dich ra tiéng Viét va c6 cam két caa nguoi dich vé viéc dich dung
noi dung.

- Truong hop nguoi yéu cau dang ky khai tir khéng cung cap duoc gidy to néu
trén theo quy dinh hoac giay to nop, xuat trinh bi tay xda, stra chira, lam gia thi
co quan diang ky ho tich c6 tham quyén hay bo két qua dang ky khai ti.
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2.4 | S6 lwgng ho so: 01 bo
Thoi han giai quyét: Ngay trong ngay nhan du hd so hop 1é (nhan hd so sau 15

25 gio ma khong giai quyet duoc ngay thi tra két qua trong ngay lam viéc tiép

> | theo). Trudng hop can xac minh thi thoi han giai quyét khdng qua 03 ngay 1am
Viéc.
Pia diém tiép nhan hd so va tra két qua giai quyét TTHC:
- B6 phan Tiép nhan va Tra két qua caa UBND cap xa.

2.6 |- He thong thong tin giai quyét thu tuc hanh chinh cua tinh (chi tiép nhan ho
s0): http://dichvucong.hatinh.gov.vn hoiac Coéng dich vu céng quéc gia
https://dichvucong.gov.vn.

Co quan thuc hién:
UBND cip xa & khu vuc bién gioi noi nguoi chét 1a ngudi nude ngoai cu tru.
Co quan c6 tham quyén quyét dinh:

2.7 A x o Y VR .. ,
UBND cap xa ¢ khu vuc bién gidi noi ngudi chét 1a nguoi nude ngoai cu tru.

Co quan dwoc iy quyén: Khong.
Co quan phéi hop: Co quan quan Iy Co sé dit liéu Quéc gia vé Dan cu.

2.8 | Péi twong thuc hién TTHC: Ca nhan
Két qua giai quyét TTHC:

- Ho so du diéu kién:
+ Trich luc khai tir; ban sao Trich luc khai tir (trudng hop y&u cau cap ban sao
Trich luc khai tt).

29 | * Bandién tu Trich luc khai tu (Ban di¢n tur sé tu dong gui vé Kho qudn ly di
licu di¢n W Cua ca nhan/dia chi thu dién tulthiet bi so/dién thogi cua nguoi
Yéu cau sau khi da hoan tat thu tuc dang ky khai tir tai co quan dang ky ho
tich).

- H6 so khong du diéu kién: Vian ban thong bao khong du diéu kién cap trich
luc khai tur.

2.10 | Quy trinh xir ly cbng viéc

TT Trinh tu TrfaAch T_h0’| Biéu ma?u/Ket

: nhiém gian qua
1. Tiép nhan ho so truc tiép tir ca
nhan hoac tor hé thong buu chinh
S?aac tre(rﬁlttcp(;r-]/gd?émﬁr?g r;%\? l\J/(r)S Clg:ﬁg:n%u Gioy hanh | Mau- 0L, 02, 03
Bl ' AN (néu c0d); 06 va Ho

hodc Hé théng thong tin giai quyét | phap - Ho | chinh
tha tuc hanh chinh cuaa tinh tich
(https://dichvucong.hatinh.gov.vn).

2. Cong chtc Tu phap - Ho tich

so theo muc 2.3
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kiém tra ho so:

- Néu hd so chua day du hoic
khong hop 1&: Huéng dan hoic
thdng bdo bing vin ban cho ca
nhan bo sung, hoan thién hd so.
Truong hop khoéng bé sung, hoan
thién duoc hd so thi thong bao tir
chéi giai quyét hd so.

- Néu ho so day du, hop 1&: Lam
thi tuc tiép nhan hd so va thu phi,
I6 phi theo quy dinh. Néu tiép
nhan ho so sau 15 gid thi gui
Phiéu hen, tra két qua cho nguoi
c6 yBu cau trong ngay lam viéc
tiép theo hoac gui tin nhan hen tra
két qua qua dién thoai di dong cho
ngudi €6 yéu cau (néu nguoi co
yéu cau lya chon hinh thac nop ho
SO truc tuyén).

Sau khi tiép nhan hd so theo hinh
thirc nop truc tiép, Cong chic Tu
phap - Ho tich thuc hién s6 hda
(sao chup, chuyén thanh tai liéu
dién tir trén hé théng thong tin, co
so di lisu) va ky sé vao tai lieu,
ho so giai quyét thi tuc hanh
chinh da dugc s hoa theo quy
dinh.

B2

B.2.1. Kiém tra, xem xét ho so,
trrong hop khéng phai xac minh:
- Truong hop du diéu kién: thuc
hién viéc ghi vao S6 dang ky khai
ta, cap nhat thong tin dang ky
Khai tor va luu chinh thac trén
Phan mém ding ky, quan Iy ho
tich dién tur dung chung.

Truong hop tiép nhan hd so ding
ky khai t& theo hinh thuc truc
tuyén: Gui lai biéu mau Trich luc
khai tir dién tir véi thong tin day
du cho ngudi yéu cau qua thu
dién ti hoic thiét bi sb.

Cong
chic Tu
phap - Ho
tich

02 gio

Mau 05;

Du thao Trich luc
khai tor hoac du
thao van ban thong
bao khong du diéu
kién cap trich luc
khai tr; Van ban
xac minh; Van ban
tra loi xac minh
(néu co)
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Nguoi yéu cau c6 trach nhiém
kiém tra tinh chinh xac, day du
cua cac thong tin trén biéu miu
Trich luc khai tir dién tir va Xxac
nhan (t6i da mot ngay).

Néu nguoi cO yéu cau xac nhan
thong tin da théng nhat, day du
hodc khéng cé phan hdi sau thoi
han yéu cau thi ghi noi dung vao
S6 dang ky khai tr, cap nhat
thong tin dang ky khai tor va luu
chinh thuc trén Phan mém ding
Ky, quan ly ho tich dién t&r dung
chung.

- Truong hop khong da diéu kién:
Du thao van ban thong bao khong
du diéu kién cap trich luc khai tir
hoic thong bao truc tiép.

B.2.2. Truong hop phai xac minh
thi tién hanh x4c minh. Trén co

s¢ két qua xac minh thuc hién 2,5 ngay
nhu B.2.1
Mau 05;
~ Trich luc khai ta
na | KY du thao két qua giai quyét thi | 00O | L Thoge  Van  ban
: ] gio . . A
tuc hanh chinh. chp X4 thong bao khdng
da dicu kién cap
trich luc khai tir
Mau 05, 06;
Phat hanh van ban va tra két qua| Cong :]_”Ph hi(;‘ kha'b:[&
B4 |cho cdng chirc Tu phap - Ho tich | chie Van | 02 gid tf?c‘?ﬁg bagn khﬁgg
dé chuyén tra nguoi dan hon , a0 ,
© CAtyen Tra ngud Phong da diéu kién cap
trich luc khai tir
Chuyén nguoi dan ky S6 (néucap | Cong Mau 0L 06:
trich luc); tra ket qua, thu 1¢ phi | chic Tu Trich | ’kh f @
theo quy dinh (néu co). phap - HO | ~.. .. rich fuc khal tu
. A : -1 xap | Giohanh [ hoic  Vin  ban
B5 | Sau khi dang ky khai tir, Uy ban | tich; Lanh ‘ N , .
N chinh | théng bao khong
nhan dan xa c6 van ban thdng bao dao di didu kien cép
kém theo ban sao trich luc ho tich | UBND trich luc khai tir
giri B6 Ngoai giao dé thong bdo | CapXa ‘
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cho co quan co tham quyén cua
nudc ma nguol chét mang quoc
tich.

* Truong hop hd so khong xir 1y dwgc trong ngay 1am viéc hoic trong ngay
lam viéc tiép theo (d6i v&i hd so nhan sau 15 gid), trong ngay hen tra két qua,
cong chirc Tu phap - Ho tich tham muu Chi tich UBND cap x4 ky ban hanh
phiéu xin 15i va hen lai ngay tra két qua dé gui cho to chuc, ca nhan.

* Truong hop hd so can xac minh: Néu qua han xu ly, trong thoi gian cham
nhat 01 ngay trudc ngay hét han xir Iy, céng chic Tu phap - Ho tich trinh Chu
tich UBND cép xa ky ban hanh phiéu xin 18i va hen lai ngay tra két qua dé guri
cho t6 chtic, c& nhan.

* Trong qué trinh giai quyét hd so ngudi ¢ trach nhiém thuc hién can thuc
hién dong thoi cac thao tac tiép nhan/chuyén/tra ho so, két qua giai quyét trén
phan mém Dich vy cngvai cac budc trong quy trinh.

BIEU MAU

@j

Mau 01 Mau 01.docx

Gidy tiép nhan ho so va hen tra két qua
0

Mau 02 M&u 02.docx

Phiéu yéu cau b6 sung hoan thién hd so
)

Mau 03 M3u 03.docx

Phiéu tir chdi tiép nhan giai quyét ho so
9

Mau 04 M3u 04.docx

Phiéu xin 13i va hen lai ngay tra két qua
0

Mau 05 M&u 05.docx

Phiéu kiém soét qué trinh giai quyét ho so
=

Mau 06 M3u 06.docx
So6 theo dbi ho so

To khai ding ky khai ttir (néu nop truc tiép)
BM.HT.11.01 B

BM.HT.11.01.doc

BM.HT.11.02 | Mdu hg tich dién tir twong tac ding ky khai tir (néu ngp hé so
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theo hinh thizc triec tuyen).

W]

BM.HT.11.02.docx

HO SO LUU:

Mau 01; 02, 03, 04 (néu ¢4); 06 luu tai Bo phan Tiép nhan va Tra két qua cua
UBND cap x4. Mau 01, 05 Iuu theo ho so;

Ho so dau vao theo muc 2.3;

S6 dang ky khai tu;

Vin ban xac minh; Van ban tra 11 x4c minh (néu co);

Vin ban thong bao khong du diéu kién cap trich luc khai tar (néu cd);

Phan mém http://hotichdientu.moj.gov.vn; Phan mém Hé thong thong tin giai
quyét thu tuc hanh chinh caa tinh.

Ho so dugc luu tai UBND cap x4, thoi gian luu trir S6 dang ky khai tir 1a vinh vién,
con cac giay to khac thuc hién luu theo quy dinh cua Luat HO tich va cac van ban
hudng dan thi hanh.

12. Pang ky khai tir luvu dong

1 |KY HIEU QUY TRINH QT.HT.12
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thuc hién TTHC:
Nguoi chét khong cé nguoi than thich, nguoi than thich khong séng cung dia
ban x& hodc 1a nguoi gia, yeu, khuyet tat khong di dang ky khai tir duoc.
2.2 | Cach thirc thuc hién TTHC:
Truyc tiép tai nha riéng hoic tai dia diém t6 chirc dang ky luu dong.
23 | Thanh phan hd se, bao gdm: oan | oan

* Gidy to phai nop:

- To khai dang ky khai tir, theo mau BM.HT.12.01; X

- Giay béo tir hoic gidy to thay cho Gidy bao tir, gom:

+ Gidy xé&c nhan viéc thi hanh &n tir hinh ddi voi ngudi chét do
thi hanh an tu hinh;

+ Ban an, quyét dinh c6 hiéu luc cia Toa an di véi truong hop
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mot ngudi bi Toa an tuyén b 1a da chét;

+ Vin ban xac nhan cua co quan cong an hoic két qua giam
dinh cta Co quan giam dinh phap y d6i voi ngudi chét trén
phuong tién giao théng, chét do tai nan, bi giét, chét dot ngot
hodc chét c6 nghi van.

- Giay t& chitng minh thudc gia dinh c6 cong véi cach mang,
ngudi thuéc ho ngheo, nguoi khuyét tat (néu co);

* Gidy tor phai xuét trinh:

- Ho chiéu hoac Chung minh nhan dan hoac Thé can cudc
cong dan hoic cac giay to khac co dan anh va thdng tin ca nhan
do co quan ¢6 tham quyén cap, con gia tri sir dung dé chung
minh vé nhan than cua nguoi c6 yéu cau ding ky khai tir. X
Truong hop céc théng tin ca nhan trong cac gidy to nay da co
trong Co so dit liéu Qudc gia vé Dan cu, Co sé dir liéu Ho tich
dién tir, dugc hé thong dién tu dong thi khéng phai xuat trinh;

- Giay to chimg minh noi cu tra cudi cling cua nguoi chét dé
xac dinh tham quyén trong truong hop co quan dang ky ho tich
khodng thé khai thac dugc thdng tin vé noi cu tri ctia cdng dan
theo cac phuong thuc quy dinh tai khoan 2 Diéu 14 Nghi dinh
s6 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong
hop cac thong tin vé gidy to ching minh noi cu tra da duoc
khai thac tir Co s¢ dir liéu qUOC gia vé dan cu bang cac phuong
thirc nay thi nguoi c6 yéu cau khdng phai xuat trinh.

- Truong hop khong xéc dinh duge noi cu tra cudi clng cua
nguoi chét thi xuat trinh giay to chimg minh noi ngudi do chét
hodc noi phat hién thi thé cua ngudi chét.

2.4

S6 lwgng hd so: 01 bo

2.5

Thoi han giai quyét: 05 ngay lam viéc, ké tir ngay nhan du ho so hop 18.

2.6

Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
Truyc tiép tai nha riéng hoic tai dia diém t6 chirc dang ky luu dong.

2.7

Co quan thyuc hién:

- UBND Cép x3 noi cu tra cudi Ct‘mg ctia ngudi chét;

- UBND cép x3 noi nguoi d6 chét hoic noi phat hién thi thé ngu’orl chét trong
trrong hop khong xéac dinh duoc noi cu tra cudi cling cia ngudi chét.

Co quan cé tham quyén quyét dinh:

- UBND cép xi noi cu tra cudi cing cia ngudi chét;

- UBND cap xa noi ngudi d6 chét hogc noi phat hién thi thé nguoi chét trong
truong hop khong xac dinh dugc noi cu tri cudi cung cua nguoi chét.

Co quan dwoc iy quyén: Khong.

Co quan phdi hop: Co quan quan Iy Co sé dit liéu Quéc gia vé Dan cu.
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2.8 | Poi twong thuc hién TTHC: Cé& nhan
2.9 | Két qua giai quyét TTHC: Trich luc khai tir (ban chinh).
2.10 | Quy trinh xw ly cong viéc
Trach B iéu x
TT Trinh tw o Thot gian mau/Keéet
: nhiém X
: qua
Tiép nhan hd so:
Tai dia diém ding ky ho tich luu
dong, cong chuc Tu phap - Ho tich <
huéng din ngudi yéu ciu dién ddy | Cong :rgg? ho?g Mau 01; 02,
da théng tin trong To khai dang ky | chic Tu J 9a491 53 (néu co);
Bl a2 (A 1y . hanh chinh N
khai tu; kiém tra cac giay to lam co | phap - tv theo thuc 06 va Ho so
s& cho viéc dang ky khai t, viét| Hotich |2 "€ theo muc 2.3
DAY A b X tien
Phiéu tiép nhan ho so.
Néu ho so khong du dieu kign thi
hudng dan cong dan hoan thién.
Kiém tra, xem xét hd so: Vao So R x )
dang ky khai ti, nhap dir ligu vao | "9 [')V'a“ o t?f’
B2 | phan mém ho tich, in du thao Trich hAD - 04 ngay Tuf h Iao
luc khai tir, trinh lanh dao UBND| PhaP rich — luc
i Ho tich khai t
cap xa.
Lanh dao Mau 05;
B3 | Ky Trich luc khai tir cho cong dan. UBND 04 gio Trich luc
cap xa khai tir
Cong
chuc
’ \ - ) N s 1,4 ) Van X .
Phét hanh van ban va tra ket qua cho hona: Mau 05;
B4 |cong chic Tu phap - HO tich dé pC@nS’ 0lgis  |Trich  Iuc
chuyen tra két qua cho cong dan. chire Tu Khai tur
phap —
Ho tich.
Tra két qua, chuyen nguoi dan ky
s, thu 1€ phi theo quy dinh (neu co).
Huéng dan nguoi yéu cau kiém tra con Trong hoac N
noi dung Trich lyc khai tr va So chitc %I ngoai giod | Mau 01, 06;
BS | dang ky khai tu, ky, ghi rd ho, tén hAD - hanh chinh | Trich luc
trong S6 dang ky khai tir; tai muc IPlé tFi)ch tuy theo thyc | khai tir
“Ghi chu” trong So dang ky khai tir T tien

ghi r0 “Pang ky luu dong”.
- Trudng hop nguoi yéu cau khong
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biét chir thi céng chuc tu phap - ho
tich tryc tiép ghi To khai, sau d6 doc
cho nguoi yéu cau nghe lai noi dung
va hudng dan nguoi d6 diém chi vao
To khai. Khi tra két qua, cong chuc
tu phap - ho tich doc lai noi dung
Trich luc khai tir cho ngudi yéu cau
nghe va huéng dan nguoi d6 diém
chi vao S6 dang ky khai tir.

BIEU MAU

@j

Mau 01 M3u 01.docx

Gidy tiép nhan ho so va hen tra két qua
0

Mau 02 M&u 02.docx

Phiéu yéu cau bo sung hoan thién ho so
0

Mau 03 M&u 03.docx

Phiéu tir chéi tiép nhan giai quyét hd so
)

Mau 04 M3u 04.docx

Phiéu xin 15i va hen lai ngay tra két qua
)

Mau 05 M&u 05.docx

Phiéu kiém soat qué trinh giai quyét hd so
)

Mau 06 M&u 06.docx

S6 theo ddi ho so
ZH

BM.HT.12.01 BM.HT.12.01.doc
To khai dang ky khai tu

HO SO LUU:

Mau 01; 02, 03, 04 (néu c6); 06 luu tai Bo phan Tiep nhan va Tra két qua cua
UBND cap xa. Mau 01, 05 luu theo ho so.

Ho so dau vao theo muc 2.3;

S6 dang ky khai tu;

Phan mém http://hotich.moj.gov.vn.
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Ho so dugce luu tai UBND cAp x&, thoi gian luu trir S6 dang ky khai tir 1a vinh vién, con
ce’}c giay to khac thuc hién luu theo quy dinh cta Luat Ho tich va cic van ban hudng
dan thi hanh.

13. Thu tuc dang Ky giam ho

KY HIEU QUY TRINH QT.HT.13
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thuc hién TTHC: Khéng c6
2.2 | Cach thirc thuc hién TTHC:
- Nguoi ¢6 yéu cau dang ky giam ho tryuc tiép thuc hién hodc iy quyen cho
nguoi khac thuc hién nop ho so truc tiép tai B phan Tiep nhan va Tra két qua
cua UBND cap x4,
- Gtri hd so qua hé théng buu chinh.
- Nop ho so tryc tuyén trén Cong dich vu cong quoc gia
(https://dichvucong.gov.vn) hodac Hé thong thong tin giai quyét thu tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn).
. A A AL Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
_ | To khai dang ky giam ho, theo mau BM.HT.13.01 (néu nguoi «
c6 yéu cau lua chon nop ho so theo hinh thirc truc tiep);
Mdu ho tich dien W twong tac dang ky giam ho (do nguol
_|yéu cau cung Cdp théng tin theo huéng ddn trén Cong dich
vu cong, néu nguoi €O yéu cau lya chon nép hé so theo hinh
thizc truc tuyén);
Ngudi c6 yéu cau dang ky giam ho thuc hién viéc nop/xuat
- | trinh (theo hinh thuc truc tiep) hoac tai 1én (theo hinh thuc
truc tuyén) cac giay to sau:
* Gidy to phai nop:
_ | Vanban cu ngudi giam ho theo quy dinh cua B luat Dan su «
doi voi dang ky giam ho ct;
Gidy to chirmg minh diéu kién giam ho duong nhién theo quy
dinh cua B6 luat Dan su; van ban thoa thuan cir nguoi gidm
ho duong nhién trong truong hop cd nhiéu nguoi thuoc dién
giam ho duong nhién;
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Truong hop uy quyen cho nguoi khac lam thay thi phai co
van ban uy quyén duoc chung thuc theo quy dinh cua phap
luat. Truong hop nguoi duoc uy quyén 1a dng, ba, cha, me, X
con, vo, chong, anh, chi, em rudt cua nguoi uy quyén thi vin
ban uy quyén khdng phai chiing thuc.

* Gidy to phai xuat trinh:

Ho chiéu hoic Chang minh nhan dan hoic Thé cin cudc
cong dan hoac cac giéy to khac co dan anh va thong tin ca
nhan do co quan co tham quyén cap, con gia tri su dung dé
chang minh vé nhan than cua nguoi ¢d yéu cau dang ky
giam ho. Truong hop cac thdng tin ca nhan trong cac giay to X
nay da cé trong Co s dir liéu Qudc gia vé Dan cu, Co so di
lieu Ho tich dién tar, duoc hé théng dién tu dong thi khong
phai xuat trinh (theo hinh thuc truc tiép) hoac tai 1én (theo
hinh thire truc tuyén);

Gidy to ¢O gia tri chiing minh thong tin vé cu tra trong
truong hop co quan diang ky ho tich khdng thé khai thac
duoc thdng tin vé noi cu tri ctia cong dan theo cac phuong
thic quy dinh tai khoan 2 Diéu 14 Nghi dinh s
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong
hop cac thdng tin vé gidy to chirng minh noi cu tra da duogc
khai thac tir Co so dit lieu qudc gia vé dan cu bang céc
phuong thirc nay thi ngudi ¢6 yéu cau khong phai xuat trinh
(theo hinh thirc tryc tiép) hoic tai 1én (theo hinh thuc truc
tuyén).

*Luuy:
- Truong hop giri hd s0 qua hé thong buu chinh thi phai g kém theo ban sao
c6 chiing thuc cac gidy to phai xuat trinh.

- Béi vai gidy to nop, xuat trinh néu nguoi yéu cau nop hd so theo hinh thic
truc tiép:

+ Doi véi gidy to xuat trinh khi dang ky ho tich, nguoi tiép nhan cé trach
nhiém kiém tra, d6i chiéu vai thdng tin trong to khai, chup lai hoac ghi lai
thong tin dé luu trong ho so va tra lai cho nguoi Xuat trinh, khong dugc yéu
cau nop ban sao hoic ban chup giay to do.

+ Nguoi yéu cau dang ky ho tich co thé nop ban sao ching thyc tir ban chinh
hogc ban sao duoc cp tir s6 goc hogc ban chup kém theo ban chinh gidy to dé
dbi chiéu. Truong hop nguoi yéu cau nop ban chup kem theo ban chinh gidy
to thi ngudi tiép nhan co trach nhiém klem tra, d6i chiéu ban chup véi ban
chinh va ky xéac nhan, khong duoc yéu cau ngudi di ding ky nop ban sao gidy
to do.
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+ Nguoi tiép nhan cd trach nhiém tiép nhan ding, di ho so dang ky ho tich theo
quy dinh cua phap luat ho tich, khéng duoc yéu cau ngudi dang ky ho tich nop
thém gidy to ma phap luat ho tich khong quy dinh phai nop.

- D6i vai gidy to giri kém theo néu ngudi yéu cau nop hod so theo hinh thuc
truc tuyén:

+ Ban chup céc glay to gui kem theo ho so ding ky gidam ho truc tuyén phai
bao dam rd nét, day du, todn ven vé noi dung, la ban chup bang may anh, dién
thoai hoic duoc chup, dugc quét bang thiét bi dién tir, tir gidy to duoc cap hop
I¢, con gia tri sur dung.

+ Trudng hop giay to, tai liéu phai giri kém trong ho so dang ky giam ho truc
tuyén di c6 ban sao dién tir hodc da co ban dién tir gidy to ho tich thi nguoi
yéu cau duoc sir dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Trich lyc dang ky giam
ho/ban sao Trich luc ding ky giam ho), nguoi ¢6 yéu cau ding ky giam ho
Xuat trinh gidy to tuy than, nop ban chinh céc gidy to 1a thanh phan ho so ding
ky giam ho theo quy dinh phép luat h tich.

- Gidy to do co quan c6 tham quyén cta nudc ngoai cap, céng ching hodc xac
nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phap
hoa lanh sy theo quy dinh cua phap luat, trir truong hop duoc mién theo diéu
wde quoc té ma Vit Nam 1 thanh vién.

- Truong hop nguoi yéu Cau dang ky giam h¢ khong cung cap duoc gidy to néu
trén theo quy dinh hoac glay to nop, xuét trinh bi tay x0a, stra chita, 1am gia thi co
quan dang ky ho tich cd tham quyén hay bo két qua dang ky giam ho.

2.4

S6 lwrgng hd so: 01 bd.

2.5

Thoi han giai quyét: 03 ngay lam viéc, sau khi nhan du ho so hop Ié.

2.6

Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
- B6 phan Tiép nhan va Tra két qua caa UBND cap 4.
- Hé théng théng tin giai quyét thu tuc hanh chinh caa tinh (chi tiép nhéan ho

s0): http://dichvucong.hatinh.gov.vn hodc Cong dich vy cdng qudc gia
https://dichvucong.gov.vn.

2.7

Co quan thuc hién:

UBND cép xa noi cu tra ciia ngudi dugc giam ho hoic ngudi giam ho.

Co quan c6 tham quyén quyét dinh: UBND cip x4 noi cu tri ciia ngudi
duoc giam ho hodc nguoi giam ho.

Co quan dwoc iy quyen: Khong.

Co quan phdi hop: Co quan quan Iy Co sé dit liéu Quéc gia vé Dan cu.

2.8

Péi twong thuc hién TTHC: C4 nhan, phap nhan.

2.9

Két qua giai quyét TTHC:
- Hb so du diéu kién:
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+ Trich luc dang ky giam ho (ban chinh), ban sao Trich luc dang ky giam ho
(trong truong hop ¢ yéu cau).

+ Bdn dién ti Trich luc dang ky gidm hé (Bdn dién tir sé t dong guri vé Kho
quan 1y di# lieu dién tir ciia cd nhdn/dia chi thu dién tifthiét bi sé/dién thoai
Ciia ngueoi Yeu cdau sau khi da hoan tat thi tuc dang ky gidm hé tai co quan
dang ky ho tich).

- Ho so khong du diéu kién: Vin ban thong bao khong du diéu kién giam ho.

2.10 | Quy trinh xw ly cong viéc

Trach Thoi | Biéu mau/Két

TT Trinh tw A : R
: nhiém gian qua

1. Tiép nhan hd so tryc tiép tir ca nhan
hoic tir hé théng buu chinh hodc trén
cong dich wvu cong quéc gia
(https://dichvucong.gov.vn) hoac Hé
théng thong tin giai quyét thi tuc hanh
chinh cua tinh
(https://dichvucong.hatinh.gov.vn).

2. Cong chuc Tu phap - Ho tich
kiém tra ho so:

- Néu hd so chua day du hoic khdng
hop 1é: Huéng dan hoic théng bao
bang vin ban cho c& nhan bd sung,
hoan thién hd so. Truong hop khdng
bd sung, hoan thién duoc ho so thi _ M3iu 01 02. 03
théng béo tir choi giai quyet ho so. | Cong chic | Gio (néu Cé)’. 06 va
Bl 1. N&u hd so dy di, hop 1¢: Lam tha | Twphap- | hanh ) B 500
tuc tiép nhan ho so va thu phi, 1& phi | Hotich | chinh | o - 5

theo quy dinh. Néu tiép nhan ho so
sau 15 gio thi gui Phicu hen, tra két
qua cho ngudi ¢ yéu cau trong ngay
lam viéc tlep theo hoac gui tin nhan
hen tra két qua qua dién thoai di
dong cho nguoi co yéu cau (néu
nguoi 6 yéu cau lya chon hinh thac
nop hd so truc tuyén).

Sau khi tiép nhan hd so theo hinh
thac nop truc tiép, Cong chic Tu
phap - Ho tich thuc hién sé hoa (sao
chup, chuyén thanh tai liéu dién tu
trén hé théng thong tin, co so dir
lieu) va ky sb vao tai liéu, hd so giai
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quyét thu tuc hanh chinh da duoc 6
hoa theo quy dinh.

Kiém tra, xem xét hd so:

- Néu dua diéu kien: Thuc hién viéc
ghi vao So6 dang ky giam ho, cap
nhat thong tin dang ky giam ho va
lwu chinh thic trén Phan mém ding
ky, quan ly ho tich dién tir dung
chung.

Truong hop tiép nhan hé so dang ky
gidm ho theo hinh théc truc tuyén:
Guri lai biéu mau Trich lyc dang ky
gidm ho dién tir v6i thong tin day du
cho nguoi yéu cau qua thu dién ta

hogc thiét bi s6. Mau 05;
Ngudi yéu cau co trach nhiém kiém Du thaf’ T”Ch
tra tinh chinh xac, ddy du cua céc | Cong chuc luc dang ky
B2 |thong tin trén biéu mau Trich luc | Tuphép- | 02 ngay |91am ho hoac
dang ky gigm ho dién tir va xac nhan | Ho tich dy thao Van
(t8i da mot ngay). ban thong bao
z A N , . khong du diéu
NEu ngudi €O yéu cau xac nhén kién giam ho
thong tin da thong nhat, day du hoac ‘ '
khéng c6 phan hoi sau thoi han yéu
cau thi ghi noi dung vao So6 dang ky
gidm ho, cap nhat thong tin dang ky
giam ho va luu chinh thac trén Phan
mém dang ky, quan ly ho tich dién
tor dung chung, in du thao Trich luc
dang ky giam ho;
- Néu khong du diéu kién: Dy thao
Vin ban thong bao khong du diéu
kién giam ho.
Trinh lanh dao UBND cdp xa.
Mau 05, 06;
Trich luc dang
B3 L(\y du thao két qua giai quyét thu tuc &S&hDdggp 06 gio Egéc g{?g; bgﬁ
anh chinh ~ N .
Xa thong béo
khong du diéu
kién giam ho
B4 | Phat hanh vin ban va tra két qua cho | Cong chirc | 02 gid | Mau 05, 06;
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cong chte Tu phap - Ho tich Van phong Trich luc dang
ky giam ho
hoac Vian ban
théng bao
khong du diéu
kién giam ho
Mau 01, 06;
7 o Trich luc dang
Chuyén nguoi dan ky vao So (neu | Cong chuc Gio | ky giam ho
B5 | cap trich luc); tra két qua, thu I¢ phi | Tu phap - hanh | hoic Vian ban
theo quy dinh (néu cd). Ho tich chinh | théng bao
khong du diéu
kién giam ho
* Truong hop hd so qua han xir Iy, trong thoi gian cham nhét 01 ngay trudc
ngay hét han xur ly, cdng chitc Tu phap - Ho tich trinh Cha tich UBND cip x4
ky ban hanh phiéu xin 16i va hen lai ngay tra két qua dé gui cho té chac, ca
nhan.
* Trong quéa trinh giai quyét hd so nguoi co trach nhiém thyuc hién can thuc
hién ddng thoi cac thao tac tiép nhan/chuyén/tra hd so, két qua giai quyét trén
phan mém Hé théng théng tin giai quyét thu tuc hanh chinh cua tinh vai céc
budc trong quy trinh.
3 |BIEU MAU
=
Mau 01 M3u 01.docx
Giay tiép nhan ho so va hen tra két qua
0
Mau 02 M3u 02.docx
Phiéu yéu cau bo sung hoan thién ho so
0
I\/I?lu 03 Mau 03.docx
Phiéu tir chdi tiép nhan giai quyét ho so
)
Mﬁu 04 MA3u 04.docx
Phiéu xin 15i va hen lai ngay tra két qua
0
Mﬁu 05 MAu 05.docx

Phiéu kiém soat qué trinh giai quyét ho so
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@B

Mau 06 M3u 06.docx

S6 theo ddi ho so
b ]

BM.HT.13.01 BM.HT. 13.01.doc
To khai dang ky gidm ho

Mdu hg tich dién tir twong tac dang ky giam ho (néu ngp ho
5o theo hinh thuc truc tuyen).
BM.HT.13.02 o -

BM.HT.13.02.docx

HO SO LUU:

Mau 01; 02, 03, 04 (néu ¢6); 06 luu tai BO phan Tiép nhan va Tra két qua cia
UBND cap xa. Mau 01, 05 Iuu theo ho so;

Ho so dau vao theo muc 2.3;

S6 dang ky giam ho;

Vin ban thong bao khong du diéu kién giam ho (néu co);

Phan mem http:/hotichdientu.moj.gov.vn; Phan mém Hg thong thong tin giai
quyeét thu tuc hanh chinh caa tinh.

Ho so dugce luu tai UBND Cap X, thoi gian luu trir S6 dang ky giam ho 1a vinh vién,
con cac giéy to khac thuc hién luu theo quy dinh cta Luat Ho tich va cac van ban
hudng dan thi hanh.

14. Thi tuc diang ky cham dit giam ho

1 |KY HIEU QUY TRINH QT.HT.14
2 | NOI DUNG QUY TRINH
Piéu kién thuc hiégn TTHC:
21 ~ . 3 .
Khéng
2.2 | Cach thirc thuc hién TTHC:

- Ngudi ¢6 yéu cau dang ky cham duat giam ho truc tiép thuc hién hoic uy
quyén cho ngudi khéc thuc hién nop ho so truc tiép tai Bo phan Tiép nhan va
Tra két qua cia UBND cép xa;

- Gtri ho so qua hé théng buu chinh;

- Nop hd so truc tuyén trén Codng dich vu cdng quéc gia
(https://dichvucong.gov.vn) hoac Hé thong thong tin giai quyét thu tuc hanh
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chinh cua tinh (https://dichvucong.hatinh.gov.vn).

2.3

Thanh phan hd so, bao gom:

<2

Ban
chinh

>

Ban
Ssao

To khai dang ky chém dat giam hg, theo mau BM.HT.14.01
(n€u ngudi co yéu cau lya chon nop ho so theo hinh thuc truc
tiep);

Mdu hg tich dién tur twong tac dang ky cham dut giam hg (do
nguoi yéu cau cung cap thong tin theo huong dan trén Cong
dich vu cong, néu nguoi co yéu cau lya chon nép ho so theo
hinh thizc triec tuyén):;

Ngudi ¢6 yéu cau dang ky cham dit giam h¢ thyc hién viéc
nop/xuat trinh (theo hinh thuc tryc tiep) hoac tai Ién (theo
hinh thuc tryc tuyén) cac giay to sau:

* Gidy to phai nop:

Gidy to lam can ctr cham dat giam ho theo quy dinh cia Bo
luat Dan su;

Truong hop ty quyén cho ngudi khac 1am thay thi phai c6
van ban uy quyén duoc ching thuc theo quy dinh cua phap
luat. Truong hop nguoi dugc uy quyén la 6ng, ba, cha, me,
con, vg, chdng, anh, chi, em rudt caa ngudi Gy quyén thi vin
ban uy quyén khdng phai chang thuc.

* Gidy to phai xuat trinh:

Ho chiéu hoac Ching minh nhan dan hoic Thé can cudc cong
dan hoic cac gidy to khac o dan anh va thong tin c nhan do co
quan cé tham quyén cap, con gia tri sir dung dé chiang minh vé
nhan than cta nguoi co yeu cau dang ky cham dut giam ho.
Truong hop cac thong tin ca nhan trong cac gidy to nay di co
trong Co s& dit liéu Qudc gia vé Dan cu, Co s dir liéu Ho tich
dién tt, duoc hé thong dién tu dong thi khong phai xuat trinh
(theo hinh thuc tryc tiép) hodc tai 1&n (theo hinh thtc truc
tuyen).

* Luu y khi nop ho so:

- Tru’ong hop gu:l hd s0 qua hé thong buu chinh thi phai gui kéem theo ban sao

c6 chiing thuc cac gidy to phai xuat trinh.

- Boi v6i gidy to nop, xuat trinh néu nguoi yéu cau nop ho so theo hinh thirc

truc tiep:

+ Dbi véi gidy to xuat trinh khi ding ky ho tich, nguoi tiép nhan cé trach
nhiém kiém tra, ddi chiéu véi thdng tin trong to khai, chup lai hoac ghi lai
thong tin dé luu trong hd so va tra lai cho nguoi xuat trinh, khong dugc yéu
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cau nop ban sao hoic ban chup giay to do.

+ Nguoi yéu cau dang ky ho tich c6 thé nop ban sao ching thuc tir ban chinh
hoac bén sao dwoc cap tir s0 goc hogic ban chup kém theo ban chinh gidy to dé
dbi chiéu. Truong hop ngu:m yéu cau nop ban chup kem theo ban chinh giy
to thi ngu:orl tiép nhan co trach nhiém klem tra, d6i chiéu ban chup voi ban
chinh va ky xé&c nhan, khong duoc yéu cau ngudi di ding ky nop ban sao gidy
to do.

+ Ngudi tiép nhan c6 trach nhiém tiép nhan dung, di ho so dang ky ho tich
theo quy dinh caa phép luat ho tich, khong duoc yéu ciu ngudi dang ky ho
tich nop thém gidy to ma phép luat ho tich khong quy dinh phai nop.

- Doi véi gidy to gui kém theo néu ngudi yéu cau nop hd so theo hinh thuc
tryc tuyén:

+ Ban chup cac gidy to giri kém theo hd so ding ky cham dat giam ho truc
tuyén phai bao dam rd nét, diy du, toan ven vé noi dung, 1a ban chup bang
may anh, dién thoai hoic dugc chup, dugc quét bang thiét bi dién tu, tir gidy to
duoc cap hop Ié, con gia tri sir dung.

+ Truong hop glay to, tai lieu phai giri kém trong hd so ding ky cham dut
giam ho truc tuyen d3 c6 ban sao dién tir hodc di c6 ban dién tir gidy to ho tich
thi ngudi yéu cau duoc st dung ban dién tar nay.

- Khi dén co quan dang ky ho tich nhan két qua (Trich luc dang ky cham dat
giam ho/ban sao Trich luc dang ky cham dut gidm ho), ngudi c6 yéu cau ding
ky cham dut giam ho xuat trinh gidy to tuy than, nop cac gidy to 1a thanh phan
ho so dang ky cham dut giam ho theo quy dinh phap luat ho tich.

- Gidy to do co quan c6 tham quyén ctia nudc ngoai cap, cong chiing hoic xac
nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phap
hoa lanh sy theo quy dinh cua phap luat, trir truong hop dugc mién theo diéu
wde quoc té ma Viét Nam 1 thanh vién.

- Truong hop ngudi co yéu cau dang ky cham dat giam ho khong cung cap
duoc gidy to néu trén theo quy dinh hoac gidy to nop, Xuat trinh bi tay X0a, sura
chira, 1am gia thi co quan ding ky ho tich ¢ tham quyén hay bo két qua dang
ky cham dat giam ho.

2.4 | So lwgng hd so: 01 bo

2.5 | Thoi han giai quyét: 02 ngay 1am viéc, sau khi nhan du hd so hop Ié.
Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:

- B6 phan Tiép nhan va Tra két qua caa UBND cép xa.

2.6 | - He thong thdng tin giai quyét thu tuc hanh chinh cua tinh (chi tiép nhan ho
s0): http://dichvucong.hatinh.gov.vn hodac Coéng dich vy cbng qudc gia
https://dichvucong.gov.vn.

27 Co quan thyc hién:

UBND cép xa noi da diang ky giam ho trudc day.
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Co quan c6 tham quyén quyét dinh:

UBND cép xa noi da dang ky giam ho trudc day.

Co quan dwoc ity quyén: Khong.

Co quan phdi hop: Co quan quan Iy Co sé dir liéu Quéc gia vé Dan cu.

2.8

Poi twong thuc hién TTHC: Cé nhan, phap nhan.

2.9

Két qua giai quyét TTHC:

- H6 so du diéu kién:

+ Trich luc dang ky cham dat giam ho (ban chinh), ban sao Trich luc dang ky
cham duat gidm ho (truong hop co yéu cau).

+ Ban di¢n tu Trich luc dang ky cham dit gidm hé (Ban dién tir sé tw dong guri
vé Kho quan ly diz Iiézf dién twr Cua ca nhd;?/d,ia chi thuwr dién tp%/’ghiét bi so/dién
thoai cua nguoi yéu cau sau khi da hoan tat thu tuc dang ky cham dut giam hg
tai co quan dang ky hé tich).

- H6 so khong da diéu kién: Vin ban thong bao khong du didu kién cham dut
giam ho.

2.10

Quy trinh xi ly cong viéc

TT

Trach Thoi | Biéu mau/Két

Trinh tw . . .
: nhiém gian qua

Bl

1. Tiép nhan hd so tryc tiép tir ca
nhan hoic tir hé thdng buu chinh
hodc trén Cong dich vu cong qudc
gia (https://dichvucong.gov.vn)
hodc Hé théng thdng tin giai quyét
tha tuc hanh chinh cua tinh
(https://dichvucong.hatinh.gov.vn).
2. Cong chac Tu phap - Ho tich
kiém tra hé so:

- Néu ho so chua day du hodc khong | ~4 : _ Mau 01; 02,
hop 1¢: Huéng dén hogc thdng bao %?Inghzr;uf: Gio hanh | 03 (néu c0); 06
bang van ban cho ca nhan bd sung, | 4 tich chinh | va Ho6 so theo
hoan thién ho so. Truong hop khong o myc 2.3

b sung, hoan thién duoc hd so thi
thong bao tir chéi giai quyét hd so.

- Néu hd so déy dua, hop Ié: Lam thu
tuc tiép nhan ho so va thu phi, 18 phi
theo quy dinh. Néu tlep nhan hd so
sau 15 gio thi giri Phiéu hen, tra két
qua cho ngudi cO yéu cau trong
ngay lam viéc tiép theo hoic gui tin
nhin hen tra két qua qua dién thoai
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di dong cho ngudi c6 yéu cau (néu
ngudi co yéu cau lra chon hinh thic
nop ho so truc tuyén).

Sau khi tiép nhan hd so theo hinh
thac nop truc tiép, Cong chiac Tu
phap - Ho tich thuc hién s6 hda (sao
chup, chuyén thanh tai liéu dién ta
trén hé théng thong tin, co so di
lieu) va ky sb vao tai liéu, hd so giai
quyét thi tuc hanh chinh da duoc sb
hoéa theo quy dinh.

B2

Kiém tra, xem xét ho so:

- Néu du diéu kién: thuc hién viéc
ghi vao So ding ky cham dat giam
ho, cap nhat thong tin dang ky cham
dut giam hd va luu chinh thirc trén
Phan mém dang ky, quan Iy ho tich
dién tr dung chung.

Truong hop tiép nhan hd so ding
ky cham dut giam ho theo hinh thac
truc tuyén thi giri lai bieu mau Trich
luc dang ky cham duat gidm ho dién
tor v6i thong tin day du cho nguoi
y&u cau qua thu dién tir hoic thiét bi
$6.

Nguoi yéu cau c6 trach nhiém kiém
tra tinh chinh xac, diy du cua cac
thong tin trén biéu mau Trich luc
dang ky cham dut giam ho dién ta
va xac nhan (toi da mot ngay).

Néu nguoi €6 yéu cau xac nhan
thong tin da thong nhat, day du hoic
khong c6 phan hoi sau thoi han yéu
cau thi ghi noi dung vao S6 ding ky
cham dut giam ho, cap nhat théng
tin dang ky cham dut giam ho va
Iwu chinh thirc trén Phan mém dang
Ky, quan ly ho tich dién tir dung
chung, in du thao Trich luc dang ky
cham dut giam ho;

- Néu khong du diéu kién: Dy thao
Vin ban thong bao khong du diéu

Cong chirc
Tu phép -
Ho tich

1,5 ngay

Mau 05;
Du thao Trich
luc dang ky
cham dat giam
ho hoac du
thao Van ban
théng béo
khong du diéu
kien cham dut
gidm ho
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kién cham duat giam ho;
Trinh lanh dao UBND cap X&.
Mau 05;
Trich luc dang
ky cham duat
i L . ) , | Lanh dao iam ho hodac
B3 :(y d}g: thaq ket qua giai quyet thu UBND cdp | 03 gio %én ban thong
uc hanh chinh. ~ h N :
Xa bdao khong du
diéu kien
cham dat giam
ho.
Mau 05, 06.
Trich luc dang
Cong chic ky cham duat
L s e v , | Van phong; giam ho hoac
Phat hanh van ban va tra két qua . , -\ o N
B4 A , A+ Cong chuc | 01gio | Van ban thong
cho cong chirc Tu phap - Ho tich. Tur phap - bao khong du
Ho tich diéu kién
cham dat giam
ho
Mau 01, 06;
Trich luc dang
7 o ky cham duat
Chuyén nguoi dan ky vao So (neu | Cong chirc Gi& hanh giam ho hoic
BS | cap trich lyc); tra ket qua, thu | phi | Tw phép - chinh | Van ban théng
theo quy dinh (néu co). Ho tich bao khong du
diéu kién
cham dat giam
ho
* Trudng hop hd so qua han xt ly, trong thoi gian cham nhat 01 ngay trude ngay
hét han xu ly, cong chace Tu phéap - Ho tich trinh Chu tich UBND cap xa ky ban
hanh phiéu xin 16i va hen lai ngay tra két qua dé giri cho t6 chic, ca nhan.
* Trong qué trinh giai quyét hd so ngudi c6 trach nhiém thuc hién can thuc
hién dong thoi cac thao tac tiép nhan/chuyén/tra ho so, két qua giai quyét trén
phan mémDich vu cdng Vi cac budc trong quy trinh.
3 | BIEU MAU
]
Mﬁu 01 MAu 01.docx

Gidy tiép nhan hd so va hen tra két qua
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Mau 02 Mau 02.docx

Phiéu yéu cau b sung hoan thién hd so
=

Mau 03 M&u 03.docx

Phiéu tir chéi tiép nhan giai quyét hd so
)

Mau 04 M3u 04.docx

Phiéu xin 1i va hen lai ngay tra két qua
=

Mau 05 M&u 05.docx

Phiéu kiém soat qué trinh giai quyét hd so
)

Mau 06 M&u 06.docx

S6 theo ddi ho so
b

BM.HT.14.01 ’ BM.HT. 14.01.doc
To khai dang ky cham dut giam ho

Mdu hg tich dién tir twong tdc ding ky cham di#t giam hg
(néu nép hé so theo hinh thirc truc tuyén).

BM.HT.14.02 -
W

BM.HT.14.02.docx

4 |HOSOLUU:

Mau 01; 02, 03, 04 (néu ¢6); 06 luu tai Bo phan Tiép nhan va Tra két qua cua
UBND cap xa. Mau 01, 05 Iuu theo ho so;

- | Ho so dau vao theo muc 2.3;

- | S6 dang ky cham dut giam ho;

- | Van ban thong bao khong du diéu kién cham dut giam ho (néu co);

Phan mém http://hotichdientu.moj.gov.vn; Phan mém Heé thong théng tin giai
quyet thu tuc hanh chinh cua tinh.

Ho so duoc luu tai UBND cip x4, thoi gian luu trit S6 ding ky cham dat giam ho 1a
vinh vién, con céc giay to khac thuc hién Iuu theo quy dinh cua Luat Ho tich va cac
van ban hudng dan thi hanh.
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15. Thua tuc dang ky nhan cha, me, con

1 |KY HIEU QUY TRINH QT.HT.15
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thuc hién TTHC:
- B&n nhan va bén duoc nhan 1a cha, me, con déu con sdng;
- Viéc nhan cha, me, con khdng c6 tranh chap.
- Truong hop nam, nix chung séng Vi nhau nhu vo chong, khong dang ky két
hon, sinh con, ngudi con song cung véi ngudi cha, khi nguoi cha lam thu tyc
nhan con ma khong lién hé duoc voi nguoi me thi khdng can c6 y kién cua
nguoi me trong To khai dang ky nhan cha, me, con.
2.2 | Cach thirc thuc hign TTHC:
- Nguoi ¢6 yéu cau ding ky nhan cha, me, con thuc hién nop ho so truc tiép tai
Bo phan Tiép nhan va Tra két qua caa UBND cap x&;
- Nop ho so tryc tuyén trén Cong dich vy cdng quoc gia
(https://dichvucong.gov.vn) hoac Hé¢ thong thong tin giai quyét thu tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn).
Mot bén c6 thé nop hd so ma khong phai cé van ban uy quyén cua bén con lai.
N A 1A Aoon. Ban | Ban
2.3 | Thanh phan hé so, bao gom: chinh | sao
- | To khai ding ky nhan cha, me, con, theo mau BM.HT.15.01; X

Mau hé tich di¢n tr twong tac dang ky nhdan cha, me, con (do
nguoi co yéu cau cung cap thong tin theo huong dan trén Cong
dich vu céng, néu nguoi co yéu cau lywa chon nép hé so theo
hinh thirc truec tuyén);

Ngudi ¢6 yéu cau ding ky nhan cha, me, con thuc hién viéc
nop/xuat trinh (theo hinh thirc truc tiep) hodc tai 1én (theo hinh
thirc truc tuyen) cac giay to sau:

* Giay to phai nop:

Chung ct ching minh méi quan hé cha, me, con gom mot
trong cé4c gidy to, tai liéu sau:

+ Vin ban cua co quan y té, co quan giam dinh hoic co quan
khac c6 tham quyén & trong nudc hodc nudc ngodi xac nhan
guan hé cha con, quan hé me con; X
+ Truong hop khong cé van ban néu trén thi phai c6 van ban
cam doan (theo mau BM.HT.15.02) cua cac bén nhan cha, me,
con vé mdi quan hé cha, me, con va c6 it nhat hai ngudi 1am
chting vé méi quan hé cha, me, con.
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Gidy to chitng minh thudc gia dinh c6 cong vé&i cach mang,
nguoi thudc ho ngheo, nguoi khuyet tat (néu co).

* Gidy to phai xuat trinh:

Ho chiéu hodc Chirng minh nhan dan hoic Thé can cudc cong
dan hoic cac gidy to khac c6 dan anh va thong tin c nhén do co
quan c6 tham quyén Cap, con gia tri st dung dé chung minh vé
nhan than cta nguoi co6 yeu cau ding ky nhan cha, me, con.
Trudng hop cé&c théng tin c& nhan trong cac gidy to nay di c6 X
trong Co s& dit liéu Québc gia vé Dan cu, Co sé dir liéu Ho tich
dién tir, duoc hé théng dién ty dong thi khdng phai xuat trinh
(theo hinh thuc truc tiép) hodc tai 1én (theo hinh thuc truc
tuyen);

Gidy to 6 gia tri chitng minh théng tin vé cu tra trong truong
hop co quan ding ky ho tich khéng thé khai thac duoc thdng
tin vé noi cu tra cua coéng dan theo cac phuong thirc quy dinh
tai khoan 2 Diéu 14 Nghi dinh s 104/2022/NB-CP ngay
21/12/2022 cua Chinh phu. Truong hop cac thong tin vé gidy | X
to chimg minh noi cu tra da dugc khai thac tor Co so dir liéu
quéc gia vé dan cu bang cac phuong thirc nay thi nguoi c6 yéu
cau khdng phai xuat trinh (theo hinh thic truc tiép) hoac tai 1én
(theo hinh thire truc tuyén).

- Péi véi gidy to nop, xuat trinh néu nguoi yéu cau nop ho so theo hinh thic
tryuc tiép:

+ Poi voi gidy to xuat trinh khi ding ky ho tich, nguoi tiép nhan co trach
nhiém kiém tra, di chiéu véi théng tin trong to khai, chup lai hoic ghi lai
thong tin dé luu trong hd so va tra lai cho nguoi xuat trinh, khong duoc yéu
cau nop ban sao hoic ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich ¢d thé nop ban sao ching thyc tir ban chinh
hodc ban sao dugc cap tir s6 gbc hogc ban chup kem theo ban chinh gidy to de
dbi chiéu. Truong hop ngu’ol y&u cau nop ban chup kem theo ban chinh gidy
to thi nguoi tiép nhan cé trach nhiém kiém tra, doi chiéu ban chup voi ban
chinh va ky xac nhan, khong duoc yéu cau ngudi di dang ky nop ban sao giay
to do.

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

- P6i véi gidy to giri kém theo néu ngudi yéu cau nop hd so theo hinh thuc
tryc tuyén:

+ Ban chup cac gidy to giri kém theo hd so ding ky nhan cha, me, con truc
tuyén phai bao dam rd nét, day du, toan ven vé ndi dung, 1a ban chup bing
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may anh, dién thoai hoic duoc chup, duoc quét bang thiét bi dién tu, tir gidy to
duoc cap hop 18, con gia tri sir dung.

+ Truong hop gidy to, tai liéu phai gui kém trong hd so dang ky nhan cha, me,
con truc tuyén di co ban sao dién tir hodc da c6 ban dién tir gidy to ho tich thi
ngudi Yeu cau duoc sir dung ban dién tir nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Trich luc diang ky nhan cha,
me, con/ban sao Trich luc ding ky nhan cha, me, con) ngudi ¢6 yéu cau ding
ky nhan cha, me, con phai xuat trinh gidy to tiy than dé xac dinh nhan than;
nop ban chinh giay to, tai liéu 1a chang ca chitng minh quan hé cha, con hoac
quan hé me, con.

- Gidy to do co quan c6 tham quyén ctia nudc ngoai cap, cdng chung hoaic xac
nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phap
héa 1anh su theo quy dinh cua phap ludt, trir truong hop duoc mién theo diéu
udc qudc té ma Viét Nam la thanh vién.

- Truong hop nguoi yéu cau dang ky nhan cha, me, con khong cung cap dugc
gidy to néu trén theo quy dinh hoic gidy to nop, Xuat trinh bi tay x0a, sua
chira, 1am gia thi co quan ding ky ho tich c6 tham quyén huy bo két qua dang
Ky nhan cha, me, con.

- Truong hop cho phép ngudi yéu cau dang ky ho tich 1ap van ban cam doan
vé nodi dung yéu cau ding ky ho tich thi co quan dang ky ho tich phai giai
thich rd cho ngudi 13p vin ban cam doan vé trach nhiém, hé qua phap ly cua
viéc cam doan khong ding su that.

Co quan dang ky ho tich tur chdi giai quyet hodac dé nghi co quan c6 tham
quyén hay bo két qua dang ky ho tich, néu c6 co so xac dinh ndi dung cam
doan khong dung su that.

2.4 | S6 lwong hd so: 01 bo.
o5 | Thoi han giai quyét: 03 ngay lam viéc, sau khi nhan di ho so hop 18. Truong
' hop can phai xac minh thi thoi han giai quyét khéng qua 08 ngay lam viéc.
Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
- B6 phan Tiép nhan va Tra két qua caa UBND cap xa.

2.6 | - Hé thong thdng tin giai quyét thu tyc hanh chinh cua tinh (chi tiép nhan ho
s0): http://dichvucong.hatinh.gov.vn hodc Coéng dich vu cong qudc gia
https://dichvucong.gov.vn.

Co quan thuc hién: UBND céap x3 noi cu tri cia ngudi nhan hoic ngudi
dugc nhan la cha, me, con.
Co quan c6 tham quyén quyét dinh: UBND cip x4 noi cu tri ciia ngudi

2 7 | nhan hoac nguoi dugc nhan la cha, me, con.

Co quan dwoc iy quyen: Khong.
Co quan phdéi hop:
- Uy ban nhan dan cip xa noi cu tra ctia ngudi dugc nhan 1a cha, me, con.
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- Co quan quan ly Co so dir liéu Quéc gia vé Dan cu.

2.8

Péi twong thuc hién TTHC: Cé& nhan.

2.9

Két qua giai quyét TTHC:

- H6 so du diéu kién:

+ Trich luc dang ky nhan cha, me, con (ban chinh); ban sao Trich luc dang ky
nhan cha, me, con (trudng hop yéu cau cap ban sao Trich luc dang ky nhan
cha, me, con).

+ Ban dién tur Trich luc dang ky nhdn cha, me, con (Ban dién tir sé tu dong gui
vé Kho quan Iy diz lidu dién tik ciia cd nhédn/dia chi thuw dién tirlthiét bi so/dién
thogi Ciia nguoi Yeu cau sau khi dd hoan tat thii tuc ding ky nhdn cha, me, con
tai co quan dang ky hé tich).

- H6 so khong du diéu kién: Van ban thong bao khong da diéu kién nhan cha,
me, con.

2.10

Quy trinh xi¥ ly cong viéc

TT

Trach Thoi Biéu

Trinh ty nhiém gian | mau/Két qua

Bl

1. Tiép nhan hd so truc tiép tir c& nhan
hodc trén Cong dich vu cdng quéc gia
(https://dichvucong.gov.vn) hoac Hé
théng théng tin giai quyét tha tuc hanh
chinh cua tinh
(https://dichvucong.hatinh.gov.vn)

2. Cong chuc Tu phap - Ho tich kiém
tra ho so:

- Néu ho so chua day du hoiac khong
hop 1&: Huong dan hoic thdng bao i
bdng van ban cho cd nhan bo sung,| Cong Mau 01; 02,
hoan thién hd so. Truong hop khong | chic Tu | Giohanh | 03 (néu co);
b6 sung, hoan thién duoc ho so thi| phap - chinh |06 va Ho so
thong bao tir chéi giai quyét hd so. H¢ tich theo muyc 2.3

- Néu hd so day du, hop lé: Lam tha
tuc tiép nhan ho so va thu phi, 1& phi
theo quy dinh. Néu tiép nhan ho so sau
15 gio thi gui Phiéu hen, tra két qua
cho ngudi co yéu cau trong ngay lam
viéc tiép theo hozc giri tin nhan hen tra
két qua qua dién thoai di dong cho
ngudi ¢6 yéu cau (néu ngudi ¢ yéu
cau lya chon hinh thirc nép hd so truc
tuyén).
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Sau khi tiép nhan hé so theo hinh thic
nop truc tiép, Cong chac Tu phap - HO
tich thuc hién sb hda (sao chup, chuyén
thanh tai liéu dién tir trén hé théng
thong tin, co so dir lidu) va ky sb vao
tai liéu, hd so giai quyét thu tuc hanh
chinh da duoc s6 hoa theo quy dinh.

B2

B2.1. Kiém tra, xem Xét ho so:

- Néu du diéu kién va thudc truong hop
khéng phai x4&c minh: thuc hién viéc
ghi vao So dang ky nhan cha, me, con,
cap nhat thong tin dang ky nhan cha,
me, con va luu chinh thac trén Phan
mém dang ky, quan ly ho tich dién tir
dung chung.

Truong hop tiép nhan ho so ding ky
nhan cha, me, con theo hinh thac truc
tuyén thi gui lai biéu mau Trich luc
dang ky nhan cha, me, con dién tir voi
thong tin ddy da cho nguoi yéu cau
qua thu dién ta hoac thiét bj sé.

Nguoi yéu cau co trach nhiém kiém tra
tinh chinh xac, day du cua cac thong
tin trén biéu mau Trich luc dang ky
nhan cha, me, con dién tir va xac nhan
(t6i da mot ngay).

Néu ngudi ¢ yéu cau xac nhan théng
tin da thong nhat, day da hoic khong
c6 phan hoi sau thoi han yéu cau thi
ghi noi dung vao So6 diang ky ding ky
nhan cha, me, con, cap nhat thdng tin
dang ky nhan cha, me, con va Iuu
chinh thic trén Phan mém ding ky,
quan ly ho tich dién tir dung chung, in
du thao Trich luc dang ky nhan cha,
me, con.

Truong hop khéng c6 chang ctr chirng
minh méi quan hé cha, me, con hudng
dan cac bén nhan cha, me, con lap Vin
ban cam doan vé mdi quan hé cha, me,
con, c6 it nhat hai nguoi 1am chang vé
méi quan hé cha, me, con.

Cong
chic Tu
phap -
Ho tich

02 ngay

Mau 05;
- Du thao
Trich luc dang
Ky nhan cha,
me, con hoac
du thao Van
ban thdong bao
khong du diéu
Kién;
- Van
cam
(néu co);
- Vin ban xac
minh/bién ban
x&c minh (néu
co).

ban
doan
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- Néu khong du diéu kién: Dy thao
Vin ban thong bao khong du diéu kién
nhan cha, me, con.

Trinh ldnh dao UBND cdp x& theo
buéc B3.

B2.2: Kiém tra, xem xét ho so, truong
hop phuc tap thi x4&c minh bang vin

ban hoic truc tiép. Sau khi co két qua 07 ngay
xac minh, thyc hién nhu B2.1.
Mau 05;
Trich luc dang
Lt d Ky nhan cha,
oA . i S \ anh dao me, con hoac
B3 L(h);anTGt qua giai quyet thu tuc hanh U!BND 04 gio | Van ban
cap xa thong béo
khong du diéu
kién nhan cha,
me, con
Mau 05, 06;
Trich luc dang
‘ , Cong ky nhan cha,
Phat hanh van ban va tra ket qua cho chie me, con hoac
B4 | cong chuc Tu phap - Ho tich d¢ tra cho Vin 01gi0 | Van ban
cong dan. ohong théng bao
khong du diéu
Kién nhan cha,
Mme, con
Mau 01, 06;
Trich luc dang
7 o Cong ky nhan cha,
Chuyén nguoi dan ky vao So (néu cap , s me, con hoac
) e LA . Ay chic Tu | Giohanh | ¥ :
B5 | trich luc); tra ket qua, thu Ié phi theo haD - chinh Vian ban
quy dinh (néu co). I?Ié tliach théng bao

khong du diéu
kién nhan cha,
Mme, con

* Khi nhan két qua dang ky viéc nhan cha, me, con thi cac bén cha, me, con
phai c6 mat dé ky so dang ky nhan, cha, me con.
* Trudng hop hd so qua han xu 1y, trong thoi gian cham nhat 01 ngay trudc ngay
hét han xir ly, cdng chic Tu phap - Ho tich trinh Cha tich UBND cap x4 ky ban
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hanh phiéu xin I16i va hen lai ngdy tra két qua dé gui cho to chirc, ca nhan.

* Trong qué trinh giai quyét hd so nguoi c6 trach nhiém thyc hién can thyc
hién ddng thoi cac thao tac tiép nhan/chuyén/tra hd so, két qua giai quyét trén
phan mém Hé thdng thdng tin giai quyét tha tuc hanh chinh cua tinh véi cac
budc trong quy trinh.

BIEU MAU

@H

Mau 01 M&u 01.docx

Gidy tiép nhan ho so va hen tra két qua
)

Mau 02 Mau 02.docx

Phiéu yéu cau bo sung hoan thién ho so
)

Mau 03 M&u 03.docx

Phiéu tir chéi tiép nhan giai quyét hd so
)

Mau 04 Mau 04.docx

Phiéu xin 15i va hen lai ngay tra két qua
)

Mau 05 Mau 05.docx

Phiéu kiém soét qua trinh giai quyét ho so
0

Mau 06 M&u 06.docx
So6 theo doi ho so

To khai dang ky nhan cha, me, con (néu nop truc tiép)
BM.HT.15.01 B

BM.HT.15.01.doc

@43'

BM.HT.15.02 BM.HT. 15.02.docx
Van ban cam doan

Mdu hg tich dién tir twong tdac ding ky nhdn cha, me, con
(Néu ngp hé so theo hinh thirc tryec tuyen).

BM.HT.15.03 W =

BM.HT.15.03.docx

HO SO LUU:
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Mau 01; 02, 03, 04 (néu c6); 06 luu tai Bo phan Tiép nhan va Tra két qua cua
UBND cap x4. Mau 01, 05 Iuu theo ho so;

Ho so dau vao theo muc 2.3;

S6 dang ky nhan cha, me, con;

Vin ban thong bao khéng du diéu kién nhan cha, me, con (néu cd);

Vin ban xac minh/bién ban xac minh (néu co);

Phan mém http://hotichdientu.moj.gov.vn; Phan mém Hé thdng thang tin giai
quyet thu tuc hanh chinh cua tinh.

Ho so' dugc luu tai UBND cap x4, thoi gian luu trir SO dang ky nhan cha, me, con la
vinh vién, con céc giay to khac thuc hién luu theo quy dinh ctia Luat Ho tich va céac
van ban huéng dan thi hanh.

16. Tha tuc diang ky nhan cha, me, con ¢ yéu té nwéc ngoai tai khu

vuc bién gioi

1 |KY HIEU QUY TRINH QT.HT.16

2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thuc hién TTHC:
- Viéc nhan cha, me, con gitra cong dan Viét Nam thuong trd tai dia ban xa ¢
khu vuc bién gigi voi cong dan cua nudc lang gleng thuong tru tai don vi
hanh chinh twong duong cap x& cua Viét Nam, tiép giap voi xa & khu vuc bién
gidi cua Viét Nam noi cong dan Viét Nam thuong tra.
- B&n nhan va bén duoc nhan 1a cha, me, con déu con song.
- Vigc nhan cha, me, con khong c6 tranh chap.
- Truong hop nam, nix chung s6ng véi nhau nhu vo chong, khong dang ky két
hén, sinh con, ngudi con sdng clng véi nguoi cha, khi nguoi cha lam thu tuc
nhan con ma khdng lién hé duoc véi ngudi me thi khdng can c6 y kién cua
nguoi me trong To khai dang ky nhan cha, me, con.

2.2 | Cach thirc thuc hién TTHC:

- Ngudi ¢ yéu cau dang ky nhan cha, me, con thuc hién nop hé so truc tiép
tai Bo phan Tiép nhan va Tra két qua cia UBND cap X&;

- Nop hdé so truc tuyén trén Cong dich vu cbng quéc gia
(https://dichvucong.gov.vn) hodac Hé thdng théng tin giai quyét thu tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn)

M6t bén c6 thé nop hd so ma khong phai cé van ban uy quyén cua bén con lai.
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2.3

Thanh phan hd so, bao gom:

>

Ban
chinh

>

Ban
Sao

To khai dang ky nhan cha, me, con, theo mau BM.HT.16.01
(N€u nguoi cO yéu cau lya chon nop ho so theo hinh thirc truc
ticp);

Mdu hg tich dién tr twong tac dang ky nhan cha, me, con (do
ngLfo’l cd yéu cau cung cdp thong tin theo hwong dan trén
Cong dich vu cdng, néu nguoi ¢o yeu cau lya chon ngp ho
so theo hinh thirc tryc tuyén);

Nguoi ¢6 yéu cau dang ky nhén cha, me, con thyc hién viéc
nop/xuat trinh (theo hinh thirc truc tiep) hodc tai Ién (theo
hinh thac truc tuyén) cac giay to sau:

* Gidy to phai nop:

Chting ci chieng minh méi quan hé cha, me, con, géom mot
trong cac giy to, tai liéu sau:

+ Vin ban cua co quan y té, co quan giam dinh hodc co quan
khac c6 tham quyén & trong nudc hodc nudc ngoai xac nhan
guan hé cha con, quan hé me con;

+ Truong hop khong c6 van ban néu trén thi cac bén nhan
cha, me, con lap vin ban cam doan (theo mau BM.HT.16.01)
vé mdi quan hé cha, me, con, c6 it nhat hai ngudi lam ching
vé méi quan hé cha, me, con.

Gidy to chiing minh thudc gia dinh c6 cong véi cach mang,
nguoi thudc hd ngheo, nguoi khuyet tat (néu co).

* Gidy to phai xuat trinh:

Ho chiéu hogc Chung minh nhan dan hoic Thé cin cudc
cong dan hoac cac glay to khac co dan anh va thong tin ca
nhan do co quan ¢6 tham quyén cap, con gia tri St dung dé
chang minh vé nhan than caa nguoi ¢ yéu cau dang ky
nhan cha, me, con. Truong hop cac thong tin ca nhan trong
Ccac gidy to nay da co trong Co so dir liéu Qudc gia vé Dan
cu, Co so dir lisu Ho tich dién tir, dugc hé théng dién tu
dong thi khdng phai xuat trinh (theo hinh thuc truc tiép)
hoac tai Ién (theo hinh thuc truc tuyén);

Gidy to c6 gia tri chitng minh thdng tin vé cu tra trong
truong hop co quan ding ky ho tich khéng thé khai thac
duoc thdng tin vé noi cu tri ciia cong dan theo cac phuong
thic quy dinh tai khoan 2 Diéu 14 Nghi dinh s
104/2022/ND-CP ngay 21/12/2022 cua Chinh phia. Truong
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hop cac thdng tin vé giay to chimg minh noi cu tra di dugc
khai thac tir Co so dir liéu qudc gia vé dan cu bang cac
phuong thirc nay thi ngudi ¢6 yéu cau khong phai xuat trinh
(theo hinh thuc truc tiép) hoic tai 1én (theo hinh thic truc
tuyen).

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

*Luuy:

- Déi véi gidy to nop, xuat trinh néu ngudi yéu cau nop hd so theo hinh thirc
tryuc tiép:

+ DPoi voi gidy to xuat trinh khi dang ky ho tich, ngudi tiép nhan c6 trach
nhiém kiém tra, d6i chiéu véi théng tin trong to khai, chup lai hoic ghi lai
thong tin dé luu trong ho so va tra lai cho ngudi xuat trinh, khong duoc yéu
cau nop ban sao hoic ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich c6 thé ndp ban sao ching thyc tir ban chinh
hoac ban sao dugc cap tir s6 goc hogc ban chup kém theo ban chinh gidy to de
dbi chiéu. Truong hop ngudi yéu cau nop ban chup kem theo ban chinh gidy
to thi ngudi tiép nhan co trach nhiém kiém tra, d6i chiéu ban chup voi ban
chinh va ky xac nhan, khong dugc yéu cau nguoi di dang ky nop ban sao gidy
to do.

+ Nguoi tiép nhan co trach nhiém tiép nhan dung, du ho so dang ky hd tich
theo quy dinh cua phap luat ho tich, khong dugc yéu cau nguoi dang ky ho
tich nop thém gidy t& ma phép luat ho tich khong quy dinh phai nop.

- Doi Vi gicfy to guii kem theo néu nguoi yéu cau nop ho so theo hinh thirc tree tuyén:
+ Ban chup cac gidy to gui kém theo ho so dang ky khai tir truc tuyén phai
bao dam ro nét, day du, toan ven vé noi dung, la ban chup béng may anh, di¢n
thoai hoac dugc chup, dugc quet bang thiét bi dién tu, tir glay to dugc cap hop
1€, con gia tri s dung; néu la gidy to do co quan c6 tham quyén nudc ngoai
cap thi phai duoc hop phap hoa lanh sy, dich sang tiéng Viét theo quy dinh,
trir truong hop dugc mién hop phap héa lanh sy.

+ Truong hop giay to, tai liéu phai gai kém trong ho so dang ky nhan cha, me,
con truc tuyén da c6 ban sao dién tir hodc da co ban dién tir giay to ho tich thi
ngudi yeu cau duoc sir dung ban dién tir nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Trich luc dang ky nhan cha,
me, con/ban sao Trich luc ding ky nhan cha, me, con) ngudi c6 yéu cau ding
ky nhan cha, me, con phai xuat trinh gidy to tuy than dé xac dinh nhan than;
nop ban chinh gidy to, tai liéu 1a chiing ctr chitng minh quan hé cha, con hoic
quan hé me, con theo quy dinh phép luat ho tich.

- Gidy to do co quan c6 tham quyén caa nudc co chung duong bién gigi Voi
Viét Nam 1ap, cap, xac nhan sir dung dé ding ky ho tich dugc mién hop phap
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hoa 13nh su; dich ra tiéng Viét va co cam két ciia ngudi dich vé viéc dich dung
noi dung.

- Truong hop nguoi yéu cau dang ky nhan cha, me, con khong cung cap duoc
gidy to néu trén theo quy dinh hoic gidy to nop, XUat trinh bi tay x0a, sua
chira, 1am gia thi co quan dang ky ho tich c6 tham quyén hay bo két qua dang
ky nhan cha, me, con.

- Truong hop cho phép nguoi yéu cau dang ky ho tich 1ap vin ban cam doan
ve ndi dung yéu cau dang ky ho tich thi co quan dang ky ho tich phai giai
thich rd cho ngudi 1ap vin ban cam doan vé trach nhiém, hé qua phap Iy cua
viéc cam doan khong dung su that.

Co quan dang ky ho tich tu chéi giai quyet hoiac dé nghi co quan c6 tham
quyén hay bo két qua dang ky ho tich, néu c6 co s¢ xac dinh ndi dung cam
doan khong dung su that.

2.4 | S6 lwgng hd so: 01 bo.

Thai han giai quyét: 07 ngay 1am viéc, ké tir ngy nhan da hd so hop 1&. Truong

2:5 hop can phai xac minh thi thoi han giai quyét khéng qua 12 ngay 1am viéc.

Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
- B6 phan Tiép nhan va Tra két qua caa UBND cép xa.

2.6 | - H¢ thong thong tin giai quyét this tuc hanh chinh cua tinh (chi tiép nhan ho
s0): http://dichvucong.hatinh.gov.vn hoic Coéng dich vu cbng qudc gia
https://dichvucong.gov.vn.

Co quan thuc hién: UBND cap x4 & khu vuc bién gigi noi cong dan Viét
Nam thuong tra.
,7 |Co quan cé tham quyeén quyét dinh: UBND cap xa ¢ khu vyc bién giéi noi
' cong dan Viét Nam thuong tra.
Co quan dwoc iy quyén: Khong.
Co quan phdi hop: Co quan quan Iy Co so di liéu Quéc gia vé Dan cu.

2.8 | Poi twgng thuc hién TTHC: Cé& nhan

Két qua giai quyét TTHC:

- Ho so du diéu kién:

+ Trich luc dang ky nhan cha, me, con; ban sao Trich luc dang ky nhan cha,
me, con (truong hop yéu cau cap ban sao Trich luc dang ky nhan cha, me,
con).

2.9 | + Ban dién tir Trich luc dang ky nhdn cha, me, con (Bdn dién tir Sé tur dong guri

vé Kho quan Iy di liéu dién tir Ciia cd nhdn/dia chi thu dién tidthiét bi so/dién
thogi Ciia nguoi Yeu cau sau khi da hoan tdt thi tuc dang ky nhdn cha, me,
con tai co quan dang ky ho tich).

- H6 so khong du diéu kién: Vin ban thong bao khong du diéu kién nhan cha,
me, con.
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2.10

Quy trinh xir ly cdng viéc

TT

Trinh tw

Trach
nhiém

Thoi
gian

Biéu mau/Két
qua

Bl

1. Tiép nhan hd so truc tiép tur ca
nhan hoic trén Cong dich vu cdng
quéc gia (https://dichvucong.gov.vn)
hoic Hé théng thdng tin giai quyét
tha tuc hanh chinh cuaa tinh
(https://dichvucong.hatinh.gov.vn)

2. Cong chac Tu phéap - Ho tich kiém
tra hd so:

- Néu hd so chua day du hoac khdng
hop I1¢é: Hudng dan hoic théng béo
bang van ban cho c4 nhan bd sung,
hoan thién hd so. Truong hop khong
b6 sung, hoan thién dwgc hd so thi
thong bao tir chéi giai quyét hd so.

- Néu hé so day du, hop 18: Lam thu
tuc tiép nhan ho so va thu phi, 1& phi
theo quy dinh. Néu tiép nhan ho so
sau 15 gio thi giri Phiéu hen, tra ket
qua cho ngudi cd yéu cau trong ngay
lam viéc tlep theo hodc gui tin nhin
hen tra két qua qua dién thoai di dong
cho nguoi c6 yéu cau (néu ngudi €O
yéu cau lya chon hinh thic nop hé so
truc tuyén).

Sau khi tiép nhan hd so theo hinh
thac nop truc tiép, Cong chicc Tu
phap - Ho tich thuc hién s hoa (sao
chup, chuyén thanh tai liéu dién to
trén hé thong thong tin, co so dir liéu)
va ky sé vao tai ligu, hd so giai quyét
tha tuc hanh chinh d3 duoc s6 hda
theo quy dinh.

Cong
chac Tu
phap -
Ho tich

Gio hanh
chinh

Mau 01; 02, 03
(néu co); 06 va
H6 so theo
muc 2.3

B2

B2.1. Kiém tra, xem xét hd so:

- Truong hop du diéu kién va thuoc
trrong hop khong xac minh: thuc hién
viéc ghi vao So6 dang ky nhan cha, me,
con, cap nhat thong tin dang ky nhan
cha, me, con va luu chinh thuc trén

Cong
chac Tu
phap -
Ho tich

06 ngay

Mau 05;
Du thao Trich
luc dang ky
nhan cha, me,
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Phan mém dang ky, quan Iy ho tich
dién tir dung chung, in du thao Trich
luc dang ky nhan cha, me, con;

Truong hop tiép nhan hé so ding ky
nhan cha, me, con theo hinh thuc truc
tuyén thi gui lai biéu mau Trich luc
dang ky nhan cha, me, con dién tu voéi
thong tin day du cho nguoi yéu cau
qua thu dién tir hozc thiét bi sé.

Nguoi yéu cau cé trach nhiém kiém
tra tinh chinh xac, ddy du cta cac
thong tin trén biéu mau Trich luc
dang ky nhan cha, me, con dién tir va
xé&c nhan (t6i da mot ngay).

Néu ngudi c6 yéu cau xac nhan théng
tin da théng nhat, day du hoic khéng
c6 phan hdi sau thoi han yéu cau thi
ghi ndi dung vao S6 dang ky dang ky
nhan cha, me, con, cap nhat thong tin
dang ky nhan cha, me, con va luu
chinh thac trén Phan mém dang ky,
quan ly ho tich dién tr dung chung, in
du thao Trich luc dang ky nhan cha,
Mme, CON;

- Truong hop khéng c6 chung cu
chtrng minh méi quan hé cha, me, con
huéng dan cac bén nhan cha, me, con
lap van ban cam doan vé mbi quan hé
cha, me, con, ¢6 it nhat hai nguoi lam
chung vé méi quan hé cha, me, con;

- Trudong hop khong du diéu kién: Du
thao Van ban théng bao khoéng du
diéu kién nhan cha, me, con;

Trinh lanh dao UBND cdp xa.

B2.2. Kiém tra, xem xét hd so, truong
hop phtic tap thi x4c minh bang vin
ban hoac tryc tiép. Sau khi ¢ két qua
xac minh, thyc hién nhu B2.1.

11 ngay

con hoac Van
ban théng bao
khong du diéu
kién; Van ban
xac minh/bién
ban xac minh
(néu co).

B3

Ky két qua giai quyét thu tuc hanh
chinh

Lanh dao
UBND
cap xa

04 gio

Mau 05;
Trich luc dang
ky nhan cha,
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me, con hoac
Van ban thong
bao khong du
diéu kién nhan

cha, me, con
Mau 05, 06;
Trich luc dang
, Cong ky nhan cha,
B4 Phat hanh van ban va tra két qua cho | chuc 01 agiy |Me con hoac
cong chuc Tu phap - Ho tich Van g Van ban thong
phong bao khong du
diéu kién nhan
cha, me, con
Mau 01, 06;
Trich luc dang
2 P WY S Cong Ky nhan cha,
C,huyen n.gu’(?’l d?n k){ vao So (,nel;I Cap | oo Tu | Gio hanh me. con  hoic
B5 | trich luc); tra két qua, thu phi, 1€ phi ) . M g
theo quy dinh (néu co) phap - chinh | Van ban thang
' ' H tich bio khong di
diéu kién nhan
cha, me, con
* Truong hop hd so qua han xir Iy, trong thoi gian cham nhat 01 ngay tru6c ngay
het han xur ly, cong chirc Tu phap - H tich trinh Chu tich UBND cap xa ky ban
hanh phieu xin 16i va hen lai ngay tra két qua d¢ gui cho t6 chuec, ca nhan.
* Trong qua trinh giai quyét ho so nguoi ¢6 trach nhiém thuc hién can thuc
hién dong thoi cac thao tac tiep nhan/chuyén/tra ho so, ket qua giai quyet trén
phan mém Hé thong giai quyét thu tuc hanh chinh cua tinh véi cac budc trong
quy trinh.
3 | BIEU MAU
]
Mau 01 ) ) . ) MAu 01.docx
Giay tiep nhan ho so va hen tra ket qua
]
Mau 02 M3u 02.docx
Phiéu yéu cau bo sung hoan thién ho so
]
Mﬁu 03 MAu 03.docx

Phiéu tir chdi tiép nhan giai quyét ho so
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Mau 04

@

) . ) Mau 04.docx
Phiéu xin 10i va hen lai ngay tra két qua
)
I\/Iﬁu 05 Mau 05.docx
Phiéu kiém soat qué trinh giai quyét hd so
9
Mau 06 M&u 06.docx
S6 theo di hd so
=
BM.HT.16.01 BM.HT. 16.01.doc
To khai dang ky nhan cha, me, con
%
BM.HT.16.02 BM. HT. 16.02.docx
Van ban cam doan
Méu ho tich dién tur twong tac dang ky nhan cha, me, con
(néu ngp ho so theo hinh thuc truc tuyen).
BM.HT.16.03 -

W]

BM.HT.16.03.docx

4 |HOSOLUU:

Mau 01; 02, 03, 04 (néu c6); 06 luu tai Bo phan Tiép nhan va Tra két qua cia
UBND cap xa. Mau 01, 05 Iuu theo ho so;

- | Ho so dau vao theo muc 2.3;

- | Sb dang ky nhan cha, me, con;

- | Van ban x&c minh/bién ban xac minh (néu co);

- | Van ban thong bao khong du diéu kién nhan cha, me, con (néu co);

Phan mém http://hotichdientu.moj.gov.vn; Hé thdng thdng tin giai quyét thu

tuc hanh chinh cua tinh.

Ho so duoc luu tai UBND cap x4, thoi gian luu trir S6 ding ky nhan cha, me, con Ia
vinh vién, con cac giay to khac thuc hién luu theo quy dinh ciaa Luat Ho tich va cac
van ban hudng dan thi hanh.
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17. Pang ky khai sinh két hop ding ky nhan cha, me, con

1 KY HIEU QUY TRINH QT.HT.17
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thuc hién TTHC:
- Bén nhan va bén duoc nhan 1a cha, me, con déu con sbng;
- Viéc nhan cha, me, con khéng c6 tranh chép.
- Trudng hop nam, nix chung séng voi nhau nhu vo chong, khong ding ky két
hon, sinh con, ngudi con song cung Vi nguoi cha, khi nguoi cha lam thu tuc
nhan con ma khong lién hé duoc vaoi nguoi me thi khéng can c6 y kien cua
nguoi me trong To khai dang ky nhan cha, me, con.
2.2 | Cach thirc thuc hién TTHC:
Ngudi ¢ yéu cau dang ky khai sinh va nhan cha, me, con thuc hién nop ho so
truc tiép tai B phan Tiép nhan va Tra ket qua cua Uy ban nhan dan (UBND)
cap xa (mot bén co6 thé nop ho so ma khdng phai cé van ban ty quyen cua bén
con lai).
N )Y A A Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
* Giay to phai nop:
| To khai ding ky khai sinh va To khai dang ky nhéan cha, me, X
con, theo mau BM.HT.17.01 va BM.HT.17.02;
Gidy chimg sinh; truong hop khéng co Glay chung sinh thi
_ | ndp van ban cua ngudi lam chiing xac nhan Vé Viéc sinh; néu «

khong c6 ngudi lam ching thi phai c6 gidy cam doan vé viéc
sinh theo mau BM.HT.17.03;

Chung ctr chitng minh méi quan hé cha, me, con, gom mot
trong c4c giay to, tai liéu sau:

+ Vin ban cua co quan y té, co quan giam dinh hodc co quan
khac c6 tham quyén ¢ trong nudc hodc nudc ngoai xac nhan
guan hé cha con, quan hé me con; X
+ Truong hop khong c6 van ban néu trén thi cac bén nhan cha,
me, con lap van ban cam doan theo mau BM.HT.17.03 vé mdi
quan hé cha, me, con, c6 it nhat hai nguoi 1am ching vé moi
guan hé cha, me, con.

Gidy to chimg minh thudc gia dinh ¢6 cong véi cach mang,
ngudi thudc ho ngheo, nguoi khuyét tat (néu co);

* Giay to phai xuat trinh:

Ho chiéu hoic Chang minh nhan dan hoic Thé can cudc cong
dan hoac céc giay to khac ¢ dan anh va théng tin ca nhan do X
co quan c6 tham quyén cap, con gi tri sir dung dé chung minh
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vé nhan than cua nguoi cO yéu cau ding ky khai sinh va nhén
cha, me, con. Truong hop cac thong tin ca nhan trong cac gidy
to nay da c6 trong Co so dit liéu QUOC gia vé Dan cu, Co so di
liu Ho tich dién tu, duoc hé thng dién ty dong thi khdng phai
Xuat trinh;

Gidy to ¢d gia tri chang minh thdng tin vé cu tra trong trudng
hop co quan ding ky ho tich khéng thé khai thac duoc thdng
tin vé noi cu tra cua cong dan theo cac phuong thire quy dinh
tai khoan 2 Diéu 14 Nghi dinh sb 104/2022/ND-CP ngay
21/12/2022 cua Chinh phu. Truong hop cac thdng tin vé giay
to chirng minh noi cu trt da duoc khai thac tir Co s¢ dir liéu
qudc gia vé dan cu bang cac phuong thire ndy thi ngudi ¢ yéu
cau khong phai xuat trinh.

*Luu y:

- P6i Vi gidy to ngp, xudt trinh:

+ PG V6i gidy to xudt trinh khi dang ky hé tich, ngwoi tiép nhdn cé trach
nhiém kiém tra, doi chiéu véi thong tin trong to khai, chup lai hogc ghi lgi
théng tin dé luu trong hé so va trd lai cho nguoi Xudt trinh, khéng dwoc yéu
cau ngp ban sao hodc ban chup gidy to dé.

+ Nguoi yeu cdu dang ky hé tich ¢ thé ngp bdn sao ching thyec tir ban chinh
hodc bén sao dwot cap tir sé6 goc hoac ban chup kém theo bdn chinh gidy to dé
doi chiéu. Trirong hop nguwoi yéu cau nép ban chup kém theo bdn chinh gidy
to thi nguwoi tiép nhdn cd trach nhiém kiém tra, doi chiéu ban chup véi ban
chinh va ky xac nhdn, khong dwoc Yeu cau nguoi di ding ky nép bdn sao gidy
tor do.

+ Nguwoi tiép nhdn c6 trach nhiém tiép nhdn ding, di hé so dang ky hé tich
theo quy dinh cua phap ludt hg tich, khéng dwoc YU cau nguoi ding ky ho
tich ngp thém gidy to- ma phép ludt hg tich khéng quy dinh phdi nép.

- Truong hop cho phép nguoi yéu cau déang ky hé tich ldp véin ban cam doan
vé néi dung yéu cdau ding ky ho tich thi co quan dang ky h¢ tich phai giai
thich 16 cho nguoi ldp van bdan cam doan vé trach nhiém, hé qud phap ly cua
Viéc cam doan khong ding su that.

Co quan dang ky h¢ tich tir chai gidi quyet hodc dé nghi co quan cé tham
quyén haiy bé két qua dang ky hé tich, néu cé co sé xde dinh néi dung cam
doan khong dung sy that.

- D6i V6i Viéc xdc dinh ho, dan téc, dat tén cho treé:

+ Viéc xdc dinh ho, dan tgc, dat tén cho tré em phai phu hop véi phap lugt va
yéu cdu gi gin ban sdc dan téc, tap quan, truyén thong van héa tot dep cua
Viét Nam; khong dat tén qué dai, khé si dung.

+ Truwong hop cha, me khong théa thudn dwoc vé ho, dan tgc, qué quan cua
con khi dang ky khai sinh thi ho, dan téc, qué quan cua con dwoc xdc dinh
theo tdp quan nhung phai bao dam theo ho, dan téc, qué quan cua cha hodc
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Mme.
2.4 | S6 lwgng hd so: 01 bo
95 Thai han giai quyét: 03 ngay l1am viéc, truong hop phai xac minh thi thoi han
™~ | giai quyet khéng qua 08 ngay lam viéc.
, ¢ |Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
| B6 phan Tiép nhan va Tra két qua caa UBND cap XA.
Co quan thuc hién: UBND cap x4 noi cu trii cia nguoi cha hoic ngudi me.
Co quan cé thAm quyén quyét dinh: UBND cép xa noi cu trii cia ngudi cha
2.7 | hoac nguoi me.
Co quan dwoc iy quyen: Khong.
Co quan phdi hop: Co quan quan Iy Co sé dir liéu Quéc gia vé Dan cu.
2.8 | Poi twong thuc hién TTHC: C4 nhan.
Két qua giai quyét TTHC:
- HO so du diéu kién: Gidy khai sinh, Trich luc dang ky nhan cha, me, con
(ban chinh); ban sao Giay khai sinh, ban sao Trich luc dang ky nhan cha, me,
2.9 | con (truong hop yéu cau cap ban sao Giay khai sinh, ban sao Trich luc dang
ky nhan cha, me, con).
- Hb so khong du diéu kién: Vian ban thong bao khong du diéu kién cap gidy
khai sinh hoac nhan cha, me, con.
2.10 | Quy trinh xi ly cong viéc
Trach B ey £
TT Trinh tw C Theti gian mau/Ket
: nhiém .
y qua
1. Tiép nhan hd so truc tiép tir ca
nhan.
2. Cong chic Tw phép - HO tich
kiem tra ho so:
- Néu hd so chua ~de‘iy du hoac khong
hgp Ié:v Hu:{yng dan ,ho:;ch thﬁpg béo A Miu 01: 02,
bang van ban cho c& nhan bo sung, Ccong L0 Azy.
S A A . A . s 03 (néu co);
gy | hoan thién ho so. Truong hop khong chitc Tu | Gio hanh 06 V3

bo sung, hoan thién duoc hd so thi | phap - HO chinh
thong bao tir chéi giai quyét hd so. tich
- Néu hd so day du, hop I&: Lam thu
tuc tiép nhan hd so va thu phi, 1¢ phi
theo quy dinh. Néu tiép nhan hd so
sau 15 gio thi gui Phiéu hen, tra két
qua cho ngudi ¢ yéu cau trong ngay
lam viéc tiép theo.

Hd so theo
muc 2.3
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Sau khi tiép nhan ho so theo hinh
thc nop truc tiép, Cong chuc Tu
phap - Ho tich thuc hién sé hda (sao
chup, chuyén thanh tai liéu dién to
trén hé théng thong tin, co s& di
licu) va ky sb vao tai liéu, hd so gial
quyét tha tuc hanh chinh da duoc sd
hoéa theo quy dinh.

B2.1. Kiém tra, xem xét hd so.

- Truong hop du diéu kién: Vao So
dang ky khai sinh va S6 dang ky
nhan cha, me, con; nhap dur liéu vao

phdn mém ho tich, in du thao Gidy Mau 05;
khai sinh va du thao Trich luc ding Dy thio
ky nhan cha, me, con; Trich  luc
- Truong hop khong c6 chang cu dang ky nhan
chang minh mdi quan hé cha, me, 02 nod cha, me, con
con huéng din cac bén nhan cha, gay |va du thao
me, con lap vin ban cam doan vé cong C-_;Iay 5 khai
méi quan hé cha, me, con, ¢6 it nhat | chice Tu sinh hoac du
B2 | hai nguoi lam ching vé moi quan hé | phap - Ho :Ef‘o Van Ee}n
cha, me, con. tich khqng g?
- Truong hop khong du diéu kién: dié‘:fg kién‘?
Dy thao Vian ban thong bao khong Van ban X.é(’)
du dieu kien. minh/bién
Trinh lanh dao UBND cap Xa. bin Xac minh
B2.2. Kiém tra, xem xét hd so, (néu co);
truong hop viéc nhan cha, me, con
phuc tap thi tién hanh xac minh viéc 07 ngay
nhan cha, me, con bang van ban
hoac truc tiép. Sau khi c6 két qua
xac minh thi thuc hién nhu B2.1
Mau 05;
Trich luc
dang ky nhan
~ cha, me, con
a3 | Ky két qua giai quyét thi tuc hanh LS“BhNdSO 04gic | VA Gidy kha
chinh cAp XA sinh hoac
P Van  ban
théng  béo
khong da

diéu kién
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Mau 05, 06;
Trich luc
dang ky nhan
Cong cha, me, con
g4 | Phat hanh van ban va tra két qua cho| chuc 01 gio va Gidy khai
céng chuc Tu phap - HO tich Vin sinh hoac
phong Vin ban
théng  béo
khong dua
diéu kién
Mau 01, 06;
Trich luc
dang ky nhan
2 i dAe L 2, A Cong cha, me, con
Chuyen nguoi dan ky vao S6 (neu | oo | Gighanh | va Gidy khai
B5 | cap trich lyc); tra két qua, thu phi, 1€ . . ; . N
phi theo quy dinh (néu co). phap ~Ho chinh sinh hoac
: tich Van ban
thong  bao
khong du
diéu kién
* Truwong hop hé so qud han xit 1y, trong thoi gian chdm nhdt 01 ngay truéc
ngay hét han xi 1y, cong chize T phdp - Hé tich trinh Chai tich UBND cap x& ky
ban hanh phiéu xin 13i va hen lai ngay trd két qua dé gii cho té chirc, ca nhan.
* Trong qua trinh gidi quyét ho so nguoi ¢ trach nhiém thuc hién can thuec hién
dong thoi céc thao tac tiép nhan/chuyénitrd hé so, két qua gidi quyét trén phan
mém Hé thong théng tin gidi quyét thi tuc hanh chinh cua tinh véi cde budc
trong quy trinh.
3 | BIEU MAU
)
ME:lU 01 M3u 01.docx
Giay tiép nhan ho so va hen tra két qua
a0
Mau 02 MAu 02.docx
Phiéu yéu cau bo sung hoan thién ho so
)
Mﬁu 03 MAu 03.docx
Phiéu tir chdi tiép nhan giai quyét ho so
)
Mﬁu 04 Mau 04.docx

Phiéu xin 15i va hen lai ngay tra két qua
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Mau 05 M&u 05.docx

Phiéu kiém soat qué trinh giai quyét ho so
0

Mau 06 M&u 06.docx

S6 theo ddi ho so
|Ej

BM.HT.17.01 BM.HT.17.01. docx

To khai dang ky khai sinh
]

BM.HT.17.02 BM.HT.17.02.doc

To khai dang ky nhan cha, me, con
5

BMHT1703 BM.HT.17.03.docx
Van ban cam doan

HO SO LUU:

Mau 01; 02, 03, 04 (néu c6); 06 luu tai By phan Tiep nhan va Tra két qua cua
UBND cap xa. Mau 01, 05 Iuu theo ho so;

Ho so dau vao theo muc 2.3;

S6 dang ky nhan cha, me, con;

S6 dang ky khai sinh;

Vin ban thong bao khong du diéu kién (néu co);

Vin ban xac minh/bién ban xac minh (néu co):

Phén mém, http://khaisinhdientu.moj.gov.vn; http://hotich.moj.gov.vn. Phan
meém Hé thong thong tin giai quyét tha tuc hanh chinh cua tinh.

Ho so duoc luu tai UBND cap Xa, thoi gian luu trir S6 dang ky khai sinh va S6 ding
ky nhan cha, me, con la vinh vien, con cac giay to khac thuc hién Iuu theo quy dinh
cua Luat Ho tich va cac van ban hudng dan thi hanh.

18. Thi tuc dang ky lai khai sinh

1 |KY HIEU QUY TRINH QT.HT.18
2 | NOI DUNG QUY TRINH
2.1 | Pieu kién thuc hién TTHC:



http://khaisinhdientu.moj.gov.vn/
http://hotich.moj.gov.vn/
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- Viéc dang ky khai sinh da dang ky tai co quan c6 tham quyén cua Viét Nam
truéc ngay 01/01/2016 nhung S6 dang ky khai sinh va ban chinh Gidy khai
sinh déu bi mat;

- Nguoi yéu cau dang ky lai khai sinh phai con séng vao thoi diém tiép nhan hd so.

2.2 | Céch thirc thuc hién TTHC:
- Nguoi ¢ yéu cau dang ky lai khai sinh truc tiép thyc hién hozc ty quyén cho
nguc‘ri khac thuc hiéq viéc dang ky lai khai sinh tai Bo phan Tiep nhan va Tra
ket qua cia UBND cap x&;
- Gtri hd so qua hé théng buu chinh;
- Nop hd so tryc tuyén trén Cong dich vu cdng quoc gia
(https://dichvucong.gov.vn) hodac Hé thong thong tin giai quyéet tha tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn).

N )Y A A Ban Ban

2.3 | Thanh phan ho so, bao gom: chinh | sao

T khai déng ky lai khai sinh, theo mau BM.HT.18.01, trong
_ | d6 c6 cam doan cua nguoi yéu Cau vé Viéc da nop du céc gidy X

to hién c6 (néu nguoi cd yéu cau lya chon nop hod so theo
hinh thac truc tiep);

Madu hé tich dién tir tuwong tdc dang ky lai khai sinh, trong do
O cam doan céc thong tin cung cap la dung sy that, khong
con ban chinh Giay khai sinh, d3 ndép du cac gidy to hién co
va chiu hoan toan trach nhiém trudc phap luat vé noi dung
cam doan cua minh (do nguoi yéu cau cung cap thong tin
theo huéng dan trén Cong dich vy céng néu ngudi c6 yéu cau
lya chon nop hd so theo hinh thire truc tuyén);

Nguoi ¢6 yéu cau dang ky lai khai sinh thuc hién viéc
nop/xuét trinh (theo hinh thuc truc tiép) hoac tai Ién (theo
hinh thire truc tuyén) cac gidy to sau:

* Gidy to phai nop:

Toan bo hod so, gidy to cua nguoi yéu cau hoic ho so, gidy to,
tai liéu khac trong d6 co thong tin lién quan dén noi dung
khai sinh, géom:

+ Gidy khai sinh do co quan c6 tham quyén cua Viét Nam
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cap hop 1€ (ban sao dugc ching thyc tir ban chinh, ban sao
dugc cap tu S6 ding ky khai sinh); Ban chinh hodc ban sao
gidy to co gia tri thay thé Gidy khai sinh dugc cap trudc nim
1945 & mién Bic va trude nam 1975 & mién Nam.

+ Truong hop nguoi yéu cau khong co gidy to néu trén thi
phai nop ban sao gidy to do co quan, t6 chuc c6 tham quyén
cua Viét Nam cap hop 18 nhu: Gidy chitng minh nhan dan,
Thé cin cuée cong dan hodc HY chiéu; gidy to chang minh
vé noi cu tra; Bang tét nghiép, Gidy chang nhan, Ching chi,
Hoc ba, hd so hoc tap do co quan ¢ tham quyén cap hoic
x4c nhan; giay to khac cd thong tin vé ho, chir dém, tén,
ngay, thang, nam sinh cua ca nhan.

Nguoi yéu cau dang ky khai sinh c6 trach nhiém nop day du
ban sao cac gidy to néu trén (néu cd) va phai cam doan da
ndp du céc gidy to minh cd; chiu trach nhiém, hé qua cua viéc
cam doan khong dung su that.

Truong hop ngudi yéu cau dang ky lai khai sinh 1a can bo,
cong chuec, vién chuc, nguoi dang cong tac trong luc luong
vil trang thi phai c6 van ban X&c nhan cia Tha trudng co
quan, don vi vé viéc nhiing noi dung khai sinh cua nguoi do
gom ho, chit dém, tén; gidi tinh; ngdy, thang, nam sinh; dan
toc; qudc tich; qué quan; quan hé cha - con, me - con phi hop
véi hd so do co quan, don vi dang quan ly.

Vin ban ay quyén theo quy dinh caa phap lut trong truong
hop ay quyén thuc hién viéc ding ky lai khai sinh. Truong
hop ngudi dugc ty quyén 1a 6ng, ba, cha, me, con, vo, chong,
anh, chi, em rudt cia ngudi uy quyén thi van ban ay quyén
khong phai ching thyc.

Gidy to ching minh thudc gia dinh c6 cong véi cach mang,
nguoi thugc hd ngheo, nguoi khuyet tat (néu co).

* Gidy tor phai xuat trinh:

Ho chiéu hoic Chang minh nhan dan hoic Thé can cudc
cdng dan hoidc cac gidy to khac ¢ dan anh va thong tin cé&
nhan do co quan c6 tham quyén cap, con gia tri sir dung dé
ching minh vé nhan than caa nguoi c6 yéu cau dang ky lai
khai sinh. Truong hop cac thong tin ca nhan trong cac giay to
nay da cé trong Co sé dir ligu Qubc gia vé Dan cu, Co s dir
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ligu Ho tich dién ti, duoc h¢ thong dién ty dong thi khong
phai xuat trinh (theo hinh thuc truc tiep) hodc tai 1én (theo
hinh thac truc tuyen);

Gidy to ¢o gid tri chang minh thdng tin vé cu tra trong truong
hop co quan dang ky ho tich khéng thé khai thac duoc thdng
tin vé noi cu tri cta céng dan theo cac phuong thirc quy dinh
tai khoan 2 Biéu 14 Nghi dinh sb 104/2022/ND-CP ngay
21/12/2022 cua Chinh phu. Truong hop cac théng tin vé gidy | X
to chirng minh noi cu tra da dugc khai thac tir Co so dir liéu
quéc gia vé dan cu bang cac phuong thic nay thi ngudi c6
yéu cau khong phai xuat trinh (theo hinh thic truc tiép) hoac
tai 1én (theo hinh thic tryc tuyén).

* Luu y khi nop ho so:
- Truong hop gui hd 50 qua h¢ thong buu chinh thi phai gui kem theo ban sao
c6 chiing thyc cac giy to phai xuat trinh néu trén.

- Pbi voi gidy to nop, xuat trinh néu nguoi yéu cau nop ho so theo hinh thuc
tryuc tiép:

+ Ddi véi gidy to xuat trinh khi ding ky ho tich, ngudi tiép nhan c6 trach
nhiém kiém tra, d6i chiéu véi théng tin trong to khai, chup lai hoic ghi lai
thong tin dé luu trong hd so va tra lai cho ngudi Xuat trinh, khong duoc yéu
cau nop ban sao hoic ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich c6 thé nop ban sao chung thyuc tir ban chinh
hoac ban sao duoc cap tir s6 g¢ hoic ban chup kém theo ban chinh gidy to dé
dbi chiéu. Truong hop ngudi yeu cau nop ban chup kém theo ban chinh gidy to
thi ngudi tiép nhan co trach nhiém kiém tra, dbi chiéu ban chup véi ban chinh
va ky xac nhan, khong duoc yéu cau ngudi di ding ky nop ban sao gidy to do.
+ Ngudi tiép nhan cé trach nhiém tiép nhan dang, di hd so dang ky ho tich
theo quy dinh cua phap luat ho tich, khong duoc yéu cau ngudi dang ky ho tich
nop thém gidy to ma phap luat ho tich khong quy dinh phai nop.

- Doi véi gidy to givi kém theo néu nguoi yéu cau ngp hé so theo hinh thirc truc tuyén
+ Ban chup cé4c gidy to giri kém theo ho so dang ky lai khai sinh truc tuyén
phai bao dam ro nét, day di, toan ven vé noi dung, 1a ban chyp bang may anh,
dién thoai hoic dugc chup, duoc quét bang thiét bi dién ta, tir gidy to duoc cap
hop 1€, con gia tri sir dung.

+ Truong hop gidy to, tai liéu phai gui kém trong hd so dang ky lai khai sinh
truc tuyén da c6 ban sao dién tir hodc da c6 ban dién tur gidy to ho tich thi
ngudi yeu cau duoc sir dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Giay khai sinh/ban sao Giay
khai sinh), ngudi c6 yéu cau dang ky lai khai sinh phai xuat trinh gidy to tuy
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than, nop cac giay to 1a thanh phan ho so dang ky lai khai sinh theo quy dinh
phap luat ho tich.

- Gidy to do co quan c6 tham quyén cta nudc ngodi cap, cong ching hoic xac
nhan dé su dung cho viéc diang ky ho tich tai Viét Nam phai dugc hop phap
hda lanh sy theo quy dinh cua phap luét, trir truong hop dugc mién theo diéu
wdc qudc té ma Viét Nam Ia thanh vién.

- Truong hop ngudi c6 yéu cau dang ky lai khai sinh khong cung cap duogc
gidy to néu trén theo quy dinh hoic glay to nop, Xuat trinh bi tay X0a, stra chira,
lam gia thi co quan ding ky ho tich c6 tham quyén hay bo két qua dang ky lai
khai sinh.

- Trudng hop cho phép ngudi yéu cau dang ky ho tich 1ap van ban cam doan vé
noi dung yéu cau ding ky ho tich thi co quan dang ky ho tich phai giai thich rd
cho ngudi 1ap van ban cam doan vé trach nhiém, hé qua phéap ly cua viéc cam
doan khong dung su that.

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

2.4 | S6 lwong ho so: 01 bo
o5 | Thoi han giai quyét: 05 ngay lam vigc, ke tur ngay nhan du hé so hop 1¢;
™ | Truong hop phai xac minh thi thoi han giai quyét khdng qua 25 ngay lam viéc.
Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
- Bo phan Tiép nhan va Tra két qua caa UBND céap xa.

2.6 |- He thong thong tin giai quyét thi tuc hanh chinh cua tinh (chi tiép nhan ho
s0): https://dichvucong.hatinh.gov.vn hodc Cong dich vu cbng qudc gia
https://dichvucong.gov.vn.

Co quan thyc hign: UBND cép x4 noi da ding ky khai sinh trede day hodc
UBND cap xa noi ngudi yéu cau dang ky lai khai sinh thuong tra.

Co quan ¢ tham quyén quyét dinh: UBND cap xa noi da déng ky khai sinh
tredc day hoac UBND cap xa noi nguoi Yéu cau dang ky lai khai sinh thuong

57 tra.

" | Co quan dwoc aty quyén: Khong.
Co quan phdi hop: UBND cip x4 noi nguoi yéu cau ding ky lai khai sinh da
dang ky khai sinh truge day trong truong hop thuc hién dang ky lai khai sinh
tai UBND cap x4 noi thuong tri; Co quan quan ly Co s¢ dit lieu Quoc gia ve
Dan cu; Co quan cong an c6 tham quyén.
2.8 | Po6i twong thuc hién TTHC: Ca nhan.
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Két qua giai quyét TTHC:
- H so da diéu kién:

+ Gidy khai sinh (01 ban chinh; s6 luong ban sao theo yéu cau).

2.9 | + Ban dién tir Gidy khai sinh (Ban dién tir S¢ tu dgng gui ve Kho quan 1y di
ligu ciia cd nhan/dia chi thu dién tilthiét bi so/dién thoai ciia nguwoi yéu cau
sau khi & hoan tat thii tuc dang ky khai sinh tai co quan déing ky hé tich).

- H6 so khong du diéu kién: Van ban thong bao khong du diéu kién.
2.10 | Quy trinh xir ly céng viéc
T Trinh ta Trach Thoi Biéu méﬁu/Ké’t
: nhiém gian qua
1. Tiép nhan hd so tryc tiép tir ca
nhan hoic tir hé théng buu chinh
hodc trén Cong dich vu cong qudc
gia (https://dichvucong.gov.vn) hoac
Hé théng thong tin giai quyét thu tuc
hanh chinh cua tinh
(https://dichvucong.hatinh.gov.vn).
2. Cong chuc Tu phap - HoO tich
kiém tra ho so:
- Néu ho so chua day du hoic khong
hop 1&: Huong dan hoic thong bao
bang vin ban cho c& nhan bo sung, i
hgan thien h§3 so. Truong hqg khéng Cong chic | Gio M:i}u 01; 02, 03

B1 bOA sung, hgan Ehleg .du’(_)’CA’ hoA so thi Tu phap - hanh (neukco), 06 va

thdng béo tur choi giai quyét ho so. Hb tich chinh Ho so ;hgo
- muc 2.

- Néu hd so day du, hop 1é: Lam tha
tuc tiép nhan ho so va thu phi, 1& phi
theo quy dinh. Néu tiép nhan ho so
sau 15 gio thi gui Phiéu hen, tra két
qua cho nguol c6 yéu cau trong ngay
lam viéc tlep theo hoac gui tin nhan
hen tra két qua qua dién thoai di
dong cho nguodi cd yéu cau (néu
ngudi ¢6 yéu cau lra chon hinh thic
nop hd so truc tuyén).

Sau khi tiép nhan hd so theo hinh
thac nop truc tiép, coéng chic Tu
phap - Ho tich thuc hién sé hoa (sao
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chup, chuyén thanh tai liéu dién ta
trén hé théng thong tin, co sé dir
lieu) va ky sb vao tai liéu, hd so giai
quyét thu tuc hanh chinh di dugc sb
hoéa theo quy dinh.

B2

Kiém tra, xem xét hd so:

- Truong hop khéng can phai xac
minh thi kiém tra h so:

+ Néu du diéu kién: Ghi noi dung
khai sinh vao So dang ky khai sinh,
cap nhap di liéu vao phan mém ho
tich, in du thao Gidy khai sinh.
Truong hop tiép nhan ho so dang ky
lai khai sinh theo hinh thac truc
tuyén thi gui lai biéu mau Gidy khai
sinh dién ttr v&i thong tin day du cho
ngudi Yéu ciu qua thu dién tr hoic
thiét bj sb.

Nguoi yéu cau co trach nhiém kiém
tra tinh chinh xac, day du coa céc
thdng tin trén biéu mau Giy khai sinh
dién tir va xac nhan (toi da mot ngay).
Néu ngudi ¢ yéu cau xac nhan thdng
tin da théng nhat, day da hoac khong
¢ phan hoi sau thoi han yéu cau thi
ghi noi dung vao S6 dang ky khai sinh,
cap nhat thong tin dang ky khai sinh va
lwu chinh thic trén Phan mém ding
Ky, quan ly ho tich dién tir dung chung.
+ Néu khong du diéu kién: du thao
Vin ban thong bao khong du diéu
kién dang ky lai khai sinh.

Trinh lanh dao UBND cap X4.

Cong chuc
Tu phap -
Ho tich

04 ngay

Mau 05;

Du thao gidy
khai sinh hoac
Van ban thong
bdao khong du
diéu kién dang
ky lai khai
sinh.

- Truong hop viéc dang ky lai khai
sinh dugc thyc hién tai Uy ban nhan
dan cap x& khéng phai noi dang ky
khai sinh trudc day thi cong chirc Tu
phap - Ho tich bao céo Chu tich Uy
ban nhan dan cap xi c6 vin ban dé

Cong chuc
Tu phap -
Ho tich,
Lanh dao
UBND céip
xa, Van thu

02 ngay

Mau 05; Van
ban dé nghi
Xac minh
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nghi Uy ban nhan dan cip xa noi
dang ky khai sinh truée day kiém tra,
x&c minh vé viéc luu gitr s6 ho tich.

- Truong hop gidy to caa ngudi yéu
cau ding ky lai khai sinh khong c6
thdng tin chirng minh quan hé cha,
me, con thi co quan dang ky ho tich
¢ van ban dé nghi co quan cong an
c6 tham quyén xac minh.

Thuc hién cac budc tiép theo.

Uy ban nhan dan noi da dang ky khai | UBND cap
sinh trude déy ti€n hanh kiém tra, Xac | x3 va co Vian ban tra o
B3 | minhvatra loi bang van ban; quan cong | 20 ngay a)r(lécar?]ir:?] ol
Co quan cong an c6 tham quyen xac | an co tham '
minh. quyén
Mau 05;
Du thao Giay
* Nhan két qua xac minh: Thuc hién khai sinh hogc
nhu budc 2 Van ban thong
% . A , bao khong du
Truong hop co quan céng an tra didu Kien dan
l61 khong c6 thong tin thi co quan A . , ; g
- oo 5| Cong chuc ., | ky lai  khai
B4 | ding ky ho tich cho nguoi Yéu Cau | _. 1o A 02 ngay | e
9 e . 2 T xa ly ho so sinh; Van ban
dang ky lai khai sinh lap van ban cam. doan va
cam doan vé thong tin cua cha, me théna tin caa
va xac dinh ndi dung khai sinh theo cha g me.  con
van ban cam doan. Cﬁa’ngu’ & ’1 ding
ki khai sinh
(néu co).
Mau 05;
Giay khai sinh
. . LA , i 4 thor Lanh dao hoac Vian ban
B5 Ky du tt]ao ket qua giai quyét tha tuc UBND cdp | 04 gio thong bé0
hanh chinh " A A
Xa khong du diéu
kién dang ky
lai khai sinh.

cho cong chitc Tu phap - Ho tich dé
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tra cho t chiic, ca nhan. Vin phong

Gidy khai sinh
hoic Van ban
théng béo
khong du diéu
kién dang ky
lai khai sinh.

Chuyén ngudi dan ky vao S6 (néu| Céngchuc | Gio

Mau 01, 06;
Gidy khai sinh
hoac Van ban

B7 |cip gidy khai sinh); tra két qua, thu| Tuwphap- | hanh |théng bao
phi, 1& phi theo quy dinh. Ho tich chinh | khéng du didu
Kién dang ky
lai khai sinh.
* Truong hop ho so qué han xu 1y, trong thoi gian cham nhat 01 ngay truéc ngay
hét han xu ly, cdng chire Tu phép - HY tich trinh Chu tich UBND cap xa ky ban
hanh phieu xin 16i va hen lai ngay tra két qua dé gui cho t6 chuec, ca nhan.
* Trong qua trinh giai quyét ho so nguoi c6 trach nhiém thyc hién can thuc
hién dong thoi cac thao tac tiep nhan/chuyén/tra ho so, ket qua giai quyet trén
phan mém H¢ thong thong tin giai quyet thu tuc hanh chinh caa tinh voi cac
budc trong quy trinh.
3 |BIEU MAU
g
Mau 01 ) ) . ) MAu 01.docx
Giay tiép nhan ho so va hen tra két qua
]
Mau 02 ) . 7 . MAu 02.docx
Phiéu yéu cau bo sung hoan thién ho so
0
Mau 03 ) ) ) o MAu 03.docx
Phiéu tir choi tiep nhan giai quyét ho so
=
Mau 04 Mau 04.docx

Phiéu xin 15i va hen lai ngay tra két qua
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@j

Mﬁu 05 ) i o MAu 05.docx
Phicu kiém soat qué trinh giai quyét ho so

@H

Mau 06 M3u 06.docx
So6 theo doi ho so

@H

BM.HT.18.01 BM.HT. 18.01.doc
To khai dang ky lai khai sinh

Mdu hg tich dién tir twong tac dang ky khai sinh (néu nép ho
5o theo hinh thuc truc tuyen).
BM.HT.18.02 e

BM.HT.18.02.doc

4 |HOSOLUU:

Mau 01; 02, 03, 04 (néu co); 06 luu tai Bo phan Tiép nhan va Tra két qua cua
UBND cap xa. Mau 01, 05 Iuu theo ho so;

- | H6 so dau vao theo muc 2.3;

- | S6 dang ky khai sinh;

- | Vin ban @& nghi xac minh; Vin ban tra loi két qua xac minh (néu co);

- | Vin ban cam doan vé thdng tin cua cha, me (néu cd);

- | Van ban thong bao khong du diéu Kién dang ky lai khai sinh (néu co);

Phan mem http://khaisinhdientu.moj.gov.vn; Phan mém Hé thong thong tin
giai quyet tha tuc hanh chinh caa tinh.

Ho so dugc luu tai UBND cap x4, thoi gian luu trit S6 déng ky khai sinh 1a vinh vién,
con cac ~giély to khac thuc hién luu theo quy dinh cua Luat Ho tich va cac van ban
huéng dan thi hanh.



http://khaisinhdientu.moj.gov.vn/

161

19. Thi tuc ding ky lai két hon

1 | KY HIEU QUY TRINH QT.HT.19
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thuc hién TTHC:
- Viéc két hon di duoc dang ky tai co quan ¢6 tham quyén cua Viét Nam trudc
ngay 01/01/2016 nhung So déng ky ket hdn va ban chinh Giay ching nhan ket
hon déu bi mat;
- Nguoi yéu cau dang ky lai két hon con séng vao thoi diem yéu cau dang ky
lai két hon.
2.2 | Céach thwc thuc hién TTHC:
- Nguoi c6 yéu cau dang ky lai két hdn thuc hién nop ho so truc tiép tai BO
phan Tiép nhan va Tra két qua cia UBND cap x&;
- Nop ho so tryc tuyén trén Cong dich vu cong quéc gia
(https://dichvucong.gov.vn) hoac H¢ thong thdng tin giai quyét thu tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn)
Bén nam hoac bén nit c6 thé nop hd so ma khong can co van ban ty quyén cua
bén con lai.
5 A A A Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
| To khai dang ky lai két hon, theo miu BM.HT.19.01 (néu «

nguoi ¢6 yéu cau lya chon nop ho so theo hinh thuc truc tiép);

Mdu hé tich dién tir twong tdc dang ky lai két hén, trong d6 c6
cam doan céac thong tin cung cap 1a dang sy that, khéng con
ban chinh Gidy ching nhan két hon, da nop du cac gidy to hién
co va chiu hoan toan trach nhi¢ém truéc phap luat vé noi dung
cam doan cta minh (do nguoi yéu cau cung cap thong tin theo
huéng dan trén Cong dich vu cdng néu ngudi cd yéu cau lya
chon nop hd so theo hinh thire truc tuyén);

Ngudi c6 yéu cau dang ky lai két hon thyc hién viéc nop/xuat
trinh (theo hinh thuc tryc tiep) hoac tai 1én (theo hinh thic truc
tuyen) cac giay to sau:

* Gidy tor phai nop:

Giay ching nhan két hon duogc cap trude day. Néu khdng co ban
sao Gidy ching nhan két hon thi nop ban sao hd so, giay to ca X
nhan c6 cac thong tin lién quan dén ndi dung ding ky két hon;

* Gidy tor phai xuat trinh:
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Ho chiéu hoac Chung minh nhan dan hodc Thé can cudc cong
dan hoac cac gidy to khac c6 dan anh va thong tin ca nhan do co
quan c6 tham quyén cap, con gié tri sa dung dé chiing minh vé
nhan than caa ca hai bén c6 yéu cau dang ky lai két hon. Truong
hop cac thong tin c& nhan trong c4c gidy to nay da c6 trong Co
s& dir liéu Qudc gia vé Dan cu, Co sé dit liéu Ho tich dién tu,
duogc hé thong dién ty dong thi khdng phai xuat trinh (theo hinh
thic truc tiép) hoic tai 1&n (theo hinh thuc truc tuyén);

Gidy to 6 gia tri ching minh théng tin vé cu trd trong truong
hop co quan ding ky ho tich khdng thé khai thac duoc thdng
tin vé noi cu tri ciia cong dan theo cac phuong thirc quy dinh
tai khoan 2 Piéu 14 Nghi dinh s6 104/2022/NB-CP ngay
21/12/2022 caa Chinh phu. Truong hop cac théng tin vé giy X
to chung minh noi cu tra da dwoc khai thac te Co so dir ligu
quoc gia vé dan cu bang cac phuong thirc nay thi nguoi o yéu
cau khong phai xuét trinh (theo hinh thuc tryc tiép) hoac tai lén
(theo hinh thic truc tuyén).

Luuy:

- Di vai gidy to nop, xuat trinh néu ngudi yéu cau nop hd so theo hinh thic
truc tiép:

+ Poi Vi gidy to xuat trinh khi dang ky ho tich, nguoi tiép nhan cé trach
nhiém kiém tra, d6i chiéu vai thong tin trong to khai, chup lai hodc ghi lai
thong tin dé luu trong ho so va tra lai cho nguoi Xuat trinh, khong duoc yéu cau
nop ban sao hoic ban chup gidy to do.

+ Nguoi yéu cau ding ky ho tich c6 thé nop ban sao ching thuc tir ban chinh
hoac ban sao dugc cap tir s6 goc hoic ban chup kém theo ban chinh gidy to dé
d6i chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh giay to
thi nguoi tiép nhan co trach nhiém kiém tra, d6i chiéu ban chyp véi ban chinh
va ky xac nhan, khong duoc yéu cau ngudi di daing ky ngp ban sao gidy to do.

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

- P6i vai gidy to giri kém theo néu ngudi yéu cau nop hd so theo hinh thuc truc
tuyén:

+ Ban chup céc gidy to giri kém theo ho so dang ky lai két hon truc tuyén phai
bao dam rd nét, ddy du, toan ven vé ndi dung, 1a ban chup bang may anh, dién
thoai hodc dugc chup, duoc quét bang thiét bi dién tu, tir gidy to duoc cap hop
I¢, con gia tri sir dung

+ Truong hop gidy to, tai liéu phai giri kém trong hé so dang ky lai két hon
truc tuyén da co ban sao di¢n tu hodc da c6 ban dién ttr gidy to ho tich thi
ngudi yeu cau duoc sir dung ban dién tir nay.
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+ Khi dén co quan dang ky ho tich nhan két qua (Glay chirng nhan két hon)
ngudi €6 yéu cau dang ky lai két hon xuét trinh gidy to tuy than, nop céc giay
to 12 thanh phan ho so diang ky lai két hon theo quy dinh phap luat ho tich.

- Gidy to do co quan c6 tham quyén ciia nudc ngoai cap, cdng chirng hoic xac
nhan dé st dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phap
héa lanh sy theo quy dinh cua phap luat, trir truong hop dugc mién theo diéu
wdc qubce té ma Vit Nam 1a thanh vién.

- Truong hop nguoi yéu cau diang ky lai két hon khong cung cap duoc gidy to
néu trén quy dinh hodc gidy to nop, xuat trinh bi tay x6a, sta chita, lam gia thi
co quan ding ky ho tich c6 tham quyén huy bo két qua ding ky lai két hon.

2.4 | S6 lwong hd so: 01 bd
Thoi han giai quyét: 05 ngay lam viéc, ké tir ngay nhan du ho so hop 18;

2.5 \ v s e A , N .
Truong hop phai x4c minh thi thoi han giai quyét khong quéa 25 ngay lam viéc.
Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:

- B6 phan Tiép nhan va Tra két qua caa UBND cép xA.

2.6 | - H¢ thong thang tin giai quyét thi tuc hanh chinh cua tinh (chi tiép nhan ho
so): http://dichvucong.hatinh.gov.vn hoic Cong dich vu cong qudc gia
https://dichvucong.gov.vn.

Co quan thyc hign: UBND cap xa noi da dang ky két hon trude ddy hodc
UBND cap xa noi ngudi yéu cau thuong trd.
Co quan cé tham quyen quyét dinh: UBND cap xa noi da dang ky ket hon

27 trude day hoac UBND cap xa noi nguoi yéu cau thuong tru.

" | Co quan dwoc uy quyén: Khong.
Co quan phdi hop: Co quan quan ly Co s¢ dit ligu Quéc gia vé Dan cu; Uy
ban nhan dan noi dang ky két hon truge day trong truong hop dang ky lai két
hon tai UBND cip x4 noi ngudi yéu cau thuong trd.

2.8 | Poi twong thuc hién TTHC: Ca nhan.

Két qua giai quyét TTHC:
- Ho so du diéu kign:
+ Giay chting nhan két hdn (ban chinh), mdi bén vg, chong 01 ban.

59 |+ Ban dién tir Trich luc két hon (Ban dién tii sé tur dong guii vé Kho quan 1y dit
|iéu di¢n tr Cua ca nhan/dia chi thu diéen t’L}/thiét bi so/dién thoai cua nguwoi yéu
Cau sau khi da hoan tat thu tuc dang ky ket hon tai co quan dang ky ho tich).

- HO so khong du diéu kign: Van ban thong bao khong du dieu kién dang ky lai
ket hon.

2.10 | Quy trinh xik ly cdng viéc

T Trinh tu Trach Thot | Bieu mau/Ket

nhiém gian qua
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Bl

1. Tiép nhan hd so truc tiép tur ca
nhan hoic trén Cong dich vu cong
quéc gia (https://dichvucong.gov.vn)
hoic Hé théng thdng tin giai quyét thu
tuc  hanh  chinh  cua tinh
(https://dichvucong.hatinh.gov.vn).

2. Cong chie Tu phap - Ho tich kiém
tra ho so:

- Néu hd so chua day du hoic khong
hop 1&: Huéng dan hodc thong bao
bang van ban cho c& nhan bo sung,
hoan thién ho so. Truong hop khong
b6 sung, hoan thién duoc hd so thi
thong bao tir chdi giai quyét ho so.

- Néu hé so day du, hop 1&: Lam thu
tuc tiép nhan ho so va thu phi, 1& phi
theo quy dinh. Néu tiép nhan ho so
sau 15 gio thi gui Phiéu hen, tra ket
qua cho nguol ¢ yéu cau trong ngay
lam viéc tlep theo hoic guri tin nhan
hen tra két qua qua dién thoai di dong
cho nguoi c6 yéu cau (néu nguoi co
y&u cau lya chon hinh thic nop hd so
truc tuyén).

Sau khi tiép nhan ho so theo hinh thirc
nop truc tiép, Cong chac Tu phép -
Ho tich thuc hién s6 hoa (sao chup,
chuyén thanh tai liéu dién tu trén hé
thdng thong tin, co s dit liéu) va ky
s6 vao tai lieu, hd so giai quyét thu
tuc hanh chinh da duoc sd hoéa theo
quy dinh.

Cong
chic Tu
phap - Ho
tich

Gio
hanh
chinh

Mau 01; 02, 03
(néu c6); 06 va
H6 so theo
muc 2.3

B2

Kiém tra, xem xét ho so:

- Truong hop khong can phai xac
minh thi kiém tra ho so:

+ Néu du diéu kién: Vao So6 dang ky
két hon, nhap dit liéu vao phan mém
hg tich, in du thao Gidy chuang nhan
ket hon.

Truong hop tiép nhan hé so dang ky
lai ket hon theo h~inh thuc tryc tuyén
thi gui lai biéu mau Giay chirng nhan

Cong
chac Tu
phap - Ho
tich

04 ngay

Mau 05;
Gidy  chung
nhan két hon
hodac Van ban
théng béo
khong du diéu
kién dang ky
lai két hon.
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két hon dién tir v6i thong tin day du
cho nguoi yéu cau qua thu dién to
hoc thiét bi sb.

Nguoi yéu cau c6 trach nhiém kiém
tra tinh chinh xé&c, day du cua cac
thong tin trén biéu mau Giay ching
nhan két hon dién tir va xac nhan (toi
da mot ngay).

Néu nguoi ¢ yéu cau xac nhan théng
tin da thong nhat, day da hoic khéng
c6 phan héi sau thoi han yéu cau thi
ghi vao So6 dang ky két hon, cap nhat
thong tin dang ky lai két hon va luu
chinh thic trén Phan mém dang ky,
quan ly hd tich dién tir dung chung.

- Néu khong du diéu kién: Dy thao
van ban thong bao khong du diéu kién
dang ky lai két hon.

Trinh ldnh dao UBND cdp 3.

, Cong

Truong hop viéc dang ky lai két hon | chic Tu
thyc hién tai Uy ban nhan dan cap xa | phap — Ho
khong phai noi da dang ky ket hon | tich, Lanh x <
trude ddy: Tham muu van ban dé nghi dao . I\/!au 0§; Vag
[jy ban nhan dan noi dang ky kéthon| UBND 02 ngay be}n _de nghi
truée day kiém tra, xac minh vé viéc | cép xa, xac minh
luu gitr s6 ho tich tai dia phuong. cong chirc
Thuc hién cac budc tiép theo. Vin

phong

UBND
Uy ban nhan déan noi dang ky ket hon| cap xa v e

B3 | trudc day kiém tra, xac minh vé viéc | duoc dé | 20 ngay ;/éinrﬁﬁ]nhtra 1o

lwu giit 6 ho tich tai dia phuong. nghi X&c '

minh
Sau khi c6 két qua xac minh hozc khi ~ Mau05;
hét thoi han 20 ngay ké tir ngay gui ) Giagy  chang
vdn ban x4ac minh nhung khong nhan 90”9 , _|nhan két hon

B4 dugc van ban tra loi: Thuc hién nhu Ch“’? xuly | 02ngay | hogc Van ban
ho so bao

budc B2.
Trinh lanh dao UBND cdp X&.

théng :
khong du dieu
Kién dang ky
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lai két hon.

Mau 05;
Giay  ching
nhan ket hoén

Ky két qua giai quyét tha tuc hanh Lanh dao .. | hodc Van ban
B5 f UBND 04 gio N .
chinh. cip xa thong bao
khong du diéu
kién dang ky
lai két hon.
Mau 05, 06;
Gidy  chung
Phat hanh van ban va chuyén két qua | Cong Ehﬁm \5?'[ 29”
B6 |cho cong chirc Tu phap - Ho tich d& | chuc Van | 01 gio thog‘rfg an bgg
tra cho cong dan. hon .
4 g Phong khong du didu
kién dang ky
lai két hon.
Mau 01, 06;
Giay  ching
Trao Gidy ching nhan két hon cho clg:tfcn%u Gio Ehﬁm \5?'[ 29”
B7 | cong dan, thu phi, 18 phi (néu co) hoac ohdp - Ho hanh thogrfg an bgg
ra Van ban théng bao cho céng dan ) | chinh :
tra Van ban thong ’ tich khong di didu
kién dang ky
lai két hon.
* Truong hop ho so qué han x ly, trong thoi gian cham nhat 01 ngay trudc ngay
het han xur Iy, cong chirc Tu phap - Ho tich trinh Chu tich UBND cap xa ky ban
hanh phieu xin 16i va hen lai ngay tra két qua dé gui cho t6 chuc, ca nhan.
* Trong qua trinh giai quyet ho so nguoi ¢ trach nhiém thyuc hién can thuc
hién dong thoi cac thao tac tiep nhan/chuyén/tra ho so, ket qua giai quyet trén
phan mém H¢ thong théng tin giai quyét tha tuc hanh chinh caa tinh véi cac
budc trong quy trinh.
3 |BIEU MAU
]
Mau 01 M&u 01.docx
Gidy tiép nhan ho so va hen tra két qua
]
Mau 02 ) . i . M3u 02.docx
Phiéu yéu cau bo sung hoan thién ho so
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@

Mau 03 Mau 03.docx

Phiéu tir chdi tiép nhan giai quyét ho so
o)

Mau 04 M&u 04.docx

Phiéu xin 15i va hen lai ngay tra két qua
]

Mau 05 Mau 05.docx

Phiéu kiém soat qua trinh giai quyét ho so
0

Mau 06 M&u 06.docx

S6 theo ddi ho so
b ]

BM.HT.19.01 ’ BM.HT. 19.01.doc
To khai dang ky lai ket hon.

I\/‘Id~u ho tich dien tr twong tac dang ky lai két hdn (néu nép
ho so theo hinh thirC truc tuyen).
BM.HT.19.02 | -

BM.HT.19.02.docx

4 |HOSOLUU:

Mau 01; 02, 03, 04 (néu co); 06 luu tai BO phan Tiép nhan va Tra két qua cua
UBND cap xa. Mau 01, 05 luu theo ho so;

- | HO so dau vao theo muc 2.3;

- | S6 dang ky két hén;

- | Vin ban thong bao khong du diéu kién dang ky lai két hon (néu co);

- | Van ban dé nghi xac minh va Vin ban tra loi két qua xac minh (néu co);

Phan mém http://hotichdientu.moj.gov.vn; Phan mém Heé théng thong tin giai
quyet thu tuc hanh chinh cua tinh.

Ho so dugc luu tai UBND cap x&, thoi gian luu trir SO dang ky két hon 1a vinh vién,
con cac giay to khac thyc hién luu theo quy dinh cua Luat H¢ tich va cac van ban
hudng dan thi hanh.
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20. Thi tuc dang ky lai khai tir

1 |KY HIEU QUY TRINH QT.HT.20
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thuc hién TTHC:
Viéc dang ky khai tir da déng ky tai co' quan c6 tham quyén cua Viét Nam trudc
ngay 01/01/2016 nhung S6 dang ky khai tar va ban chinh Giay chang tir déu bi
mat.
2.2 | Cach thirc thuc hign TTHC:
- Nguoi c6 yéu cau ding ky lai khai tir truc tiép thuc hién hoac uy quyén cho
nguoi khac thuc hién viéc dang ky lai khai tir tai Bo phan Tiep nhan va Tra keét
qua caa UBND cap xa;
- Gtri hd so qua hé théng buu chinh;
- Nop ho so tryc tuyén trén Cong dich vu cong quoc gia
(https://dichvucong.gov.vn) hoac Hé thong thong tin giai quyét thu tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn).
N A A A, Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
| To khai dang ky lai khai tu, theo mau BM.HT.20.01 (néu «

ngudi ¢6 yéu cau lya chon nop ho so theo hinh thuc truc tiép);

Mau hé tich dién tir tuwong tac dang ky lai khai tir, trong d6 co
cam doan céc thong tin cung cap l1a ding sy that, khéng con
ban chinh Gidy chang tu/Trich luc khai tir, d3 nop du céc giay
to hién c6 va chiu hoan toan trach nhiém trudc phap luat Vvé noi
dung cam doan cua minh (do nguoi yéu cau cung cap théng tin
theo huéng dan trén Céng dich vu cng néu ngudi ¢ yéu cau
lya chon nop hd so theo hinh thuc truc tuyén);

Ngudi c6 yéu cau dang ky lai khai tir thuc hign viéc nop/xuat
trinh (theo hinh thuc tryc tiép) hodc tai [én (theo hinh thic truc
tuyén) cac giay to sau:

* Giay to phai nop:

Gidy ching tir dugc cap hop 18 trude day. Néu khong cé ban
sao Giay chung tu thi nop ban sao ho so, gidy to lién quan c6 X
noi dung chiang minh sy kién chét;

Truong hop uy quyén cho ngudi khac 1am thay thi phai c6 van
ban ty quyén dugc chung thuc theo quy dinh cua phap luét.
Truong hop ngudi duoc ty quyén 1a 6ng, ba, cha, me, con, Vo,
chdng, anh, chi, em rudt cia nguoi uy quyén thi vin ban uy
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quyén khéng phai chiing thuc.

Gidy to chitng minh thudc gia dinh c6 cong vé&i cach mang,
ngudi thuéc ho ngheo, nguoi khuyét tat (néu co).

* Gidy tor phai xut trinh:

Ho chiéu hoic Chitng minh nhan dan hoic Thé cin cudc cong
dan hoic cac gidy to khac ¢ dan anh va thdng tin ca nhan do
co quan c6 tham quyén cap, con gia tri sir dung dé ching minh
vé nhan than cua ngudi c6 yéu cau ding ky lai khai tir. Truong
hop cac thong tin c& nhan trong cac gidy to nay di co trong Co
s6 dir lieu Quéc gia vé Dan cu, Co sé dir liéu Ho tich dién ta,
duoc hé théng dién ty dong thi khong phai xuét trinh (theo hinh
thuc truc tiép) hoic tai 1&n (theo hinh thuc truc tuyén).

* Luu y khi nop ho so:

- Trudng hop giri hd so qua hé thdng buu chinh thi phai gui kém theo ban sao
c6 chang thuc cac gidy to phai xuat trinh.

- Péi véi gidy to nop, xuat trinh néu nguoi yéu cau nop ho so theo hinh thic
tryuc tiép:

+ Poi voi gidy to xuat trinh khi ding ky ho tich, nguoi tiép nhan co trach
nhiém kiém tra, ddi chiéu véi théng tin trong to khai, chup lai hoic ghi lai
thong tin dé luu trong hd so va tra lai cho ngudi xuat trinh, khong duoc yéu
cau nop ban sao hoic ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich c6 thé nop ban sao ching thuc tir ban chinh
hoac ban sao dugc cip tir s6 géc hoic ban chup kém theo ban chinh gidy to dé
dbi chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh giy
to thi nguoi tiép nhan cé trach nhiém kiém tra, doi chiéu ban chup voi ban
chinh va ky xac nhan, khong duoc yéu cau ngudi di dang ky nop ban sao giay
to do.

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

- Poi véi gidy to giri kém theo néu ngudi yéu cau nop hd so theo hinh thuc
truc tuyén:

+ Ban chup cac gidy to gui kém theo ho so ding ky lai khai tar truc tuyén phai
bao dam rd nét, day du, toan ven vé noi dung, 1a ban chup bang may anh, dién
thoai hodc duoc chup, duoc quét bang thiét bi dién tu, tir gidy to duoc cap hop
I¢, con gia tri sur dung.

+ Truong hop gidy to, tai liéu phai gui kém trong hd so dang ky lai khai tr
truc tuyén da co ban sao dién tar hodc di cé ban dién tur gidy to ho tich thi
ngudi yeu cau duoc sir dung ban dién tir nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Trich luc khai tir/ban sao




170

Trich luc khai tir), ngudi c6 yéu cau ding ky lai khai tar phai xuat trinh gidy to
tuy than, nop cac gidy to 1a thanh phan ho so dang ky lai khai ti theo quy dinh
phap luat ho tich.

- Gidy to do co quan c6 tham quyén cta nudc ngoai cap, céng ching hoic xac
nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phap
hoa lanh sy theo quy dinh cua phap luat, trir truong hop duoc mién theo diéu
wdc qudc té ma Viét Nam la thanh vién.

- Trudng hop ngudi c6 yéu cau ding ky lai khai tir khéng cung cap duoc giay
td néu trén theo quy dinh hoic gidy to nop, Xuat trinh bi tay x6a, stra chira, 1am
gia thi co quan dang ky ho tich c6 tham quyén hay bo két qua ding ky lai khai
tar.

2.4

S6 lwgng hd so : 01 bo

2.5

Thoi han giai quyét: 05 ngay Iam viéc, ké tir ngdy nhan di ho so hop 18 Truong
hop can phai xac minh thi thoi han giai quyét khdng qué 10 ngay lam viéc.

2.6

Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
- B6 phan Tiép nhan va Tra két qua caa UBND cép xa.
- Hé thdng thong tin giai quyét tha tuc hanh chinh cua tinh (chi tiép nhén ho

s0): http://dichvucong.hatinh.gov.vn hodc Cong dich vu cong qudc gia
https://dichvucong.gov.vn.

2.7

Co quan thuc hién: UBND cép x4 noi di dang ky khai tir trudc day.

Co quan cé tham quyén quyét dinh: UBND cap xa noi da ding ky khai tir
truoc day.

Co quan dwoc iy quyen: Khong.

Co quan phdi hop: Co quan quan Iy Co sé dir liéu Quéc gia vé Dan cu.

2.8

Poi twong thuc hién TTHC: Ca nhan

2.9

Két qua giai quyét TTHC:

- H6 so du diéu kién:

+ Trich lyc khai tu (ban chinh), ban sao Trich luc khai tu (truong hop yéu cau
cap ban sao Trich luc khai tur).

+ Ban dién tir Trich luc khai ti (Bdn dién tir sé tw dong guri vé Kho quan ly dir
lieu cuia ca nhan/dia chi thu dién tir/thiét bi so/dién thogi ciia nguwoi yéu cau
sau khi & hoan tat thii tuc dang ky lai khai tit tai co quan dang ky hé tich).

- H6 so khong du diéu kién: Vin ban thong bao khong du diéu kién dang ky
lai khai tu.

2.10

Quy trinh xir ly cdng viéc

TT

Trach Thoi Biéu mau/Két

Trinh tw . : .
: nhiém gian qua

Bl

1. Tiép nhan hd so truc tiép tir c4| Congchac | Gio | Mau 01; 02, 03
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nhan hoac tir hé thong buu chinh
hodc trén Cdng dich vu cdng quéc
gia (https://dichvucong.gov.vn)
hodc Hé théng théng tin giai quyét
tha tuc hanh chinh caa tinh
(https://dichvucong.hatinh.gov.vn)
2. Cong chac Tu phap - Ho tich
kiém tra ho so:

- Néu hd so chua day du hoic
khong hop 1é: Hudéng dan hoic
thdng bao bang vin ban cho cé
nhan bod sung, hoan thién hd so.
Truong hop khong bd sung, hoan
thién dugc ho so thi thong bao tir
chéi giai quyét ho so.

- Néu ho so day du, hop 1&: Lam thu
tuc tiép nhan ho so va thu phi, 18 phi
theo quy dinh. Néu tiép nhan hd so
sau 15 gio thi giri Phiéu hen, tra két
qua cho nguoi cO yéu cau trong
hgay lam viéc tlep theo hoac gui tin
nhan hen tra két qua qua dién thoai
di dong cho ngudi co yéu cau (néu
ngudi €6 yéu cau lya chon hinh thic
nop ho so truc tuyén).

Sau khi tiép nhan hd so theo hinh
thirc nop truc tiép, Cong chac Tu
phap - Ho6 tich thuc hién sb hoa
(sao chup, chuyén thanh tai liéu
dién tu trén hé théng thong tin, co
so dir liéu) va ky sé vao tai liéu, hd
so giai quyét thu tuc hanh chinh da
duogc s6 hoa theo quy dinh.

Tu phap -
Ho tich

hanh
chinh

(neu cd); 06 va
Ho6 so theo muc
2.3

B2

Kiém tra, xem xét hd so, néu ho so
khong thudc truong hop phai xac
minh:

- Néu du dieu kién: Vao S6 dang ky
khai tu; nhap di liéu vao phan
mém hd tich, in du thao Trich luc
khai t.

Truong hop tiép nhan ho so ding
ky lai khai tir theo hinh thuc truc

Cong chuc
Tu phap -
Ho tich

04 ngay

Mau 05;
Dy thao Trich
luc khai tir hoac
Van ban thong
bao khong du
diéu kié dang ky
lai khai tur.
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tuyén thi giri lai biéu mau Trich luc
khai tir dién tir v6i thong tin day du
cho ngudi yéu cau qua thu dién tu
hoac thiét bi sd.

Nguoi yéu cau c6 trach nhiém kiém
tra tinh chinh xac, ddy du cua céc
thong tin trén biéu miu Trich luc
khai tir dién tir va xac nhan (t6i da
mot ngay).

Néu ngudi c6 yéu cau xac nhan
thong tin da thong nhit, day du
hoac khdng c6 phan hoi sau thoi
han yéu cau thi ghi ndi dung vao S6
dang ky khai tir, cap nhat thong tin
dang ky lai khai tr va luu chinh
thire trén Phan mém dang ky, quan
ly ho tich dién tir dung chung.

- Néu khong du diéu kién: Dy thao
Vin ban théng bao khong du diéu
kién dang ky lai khai tir.

Trinh 1anh dao UBND cap x4.

Truong hop phai xac minh hd so

thi tham muu Cha tich UBND cép %‘zr”gh‘;h”_c o1 naay | vs '\S?u 253’ "
xa van ban dé nghi xac minh gui co HPt’clli gay an ban de hgh
quan c6 tham quyén on Xac minh
Co quan dugc dé nghi xac minh | Co quan Vin ban tra 10i
B3 | thyc hién xac minh va tra loi bang | duoc dé | 04 ngay | xac  minh/Bién
van ban nghi ban xac minh
Mau 05;
) Du thao Trich
Sau khi co6 két qua xac minh: Thuc | Cong chirc luc khai tir hoic
B4 | hién nhu budc 2. Tu phap - | 04ngay | Van ban thong
Trinh 1anh dao UBND cap x4 Ho tich bdo khong du
diéu kién ding
ky lai khai tir
Mau 05;
, , Linh dao Trich lyc khai tw
BS Ky du thao két qua giai quyét tha UBND 04 gis | Nodc Vin ban
. ] gio ¢ g -
tuc hanh chinh. cép i thong bao khong

du diéu kién
dang ky lai khai
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tu

Phat hanh vin ban va chuyén két

Mau 05, 06:

Trich luc khai tir
hoic Van ban

B6 |qua cho cong chuc Tu phip - HO 5229 Eggc 01 gio | thong bao khong
tich dé tra cho cong dan. PhONg du  diéu kién
dang ky lai khai
tur.
Mau 01, 06;
7 7 Trich luc khai tu
Chuyén nguoi dan ky vao So va tra | Cong chirc Gio  |hoac Vian ban
B7 | ket qua, thu phi, 1€ phi theo quy | Tu phéap - hanh | théng bao khong
dinh. Hé tich chinh |da diéu kién
dang ky lai khai
tur.
* Truong hop ho so qué han xw 1Y, trong thoi gian cham nhat 01 ngay trude ngay
hét han xu ly, cong chic Tu phap - HY tich trinh Chu tich UBND cap xa ky ban
hanh phiéu xin 16i va hen lai ngay tra két qua dé gui cho to chuc, ca nhan.
* Trong qua trinh giai quyét ho so nguoi c6 trach nhigm thyc hién can thyc
hién dong thoi cac thao tac tiep nhan/chuyen/tra ho so, ket qua giai quyet trén
phan mém H¢ thong théng tin giai quyét tha tuc hanh chinh caa tinh véi céc
budc trong quy trinh.
3 | BIEU MAU
]
Mau 01 MAu 01.docx
Giay tiép nhan hd so va hen tra két qua
o]
Mau 02 ) . i . Mau 02.docx
Phiéu yéu cau bo sung hoan thién ho so
]
Mau 03 ) ’ ) o MAu 03.docx
Phiéu tir choi tiép nhan giai quyét ho so
o]
I\/I?lu 04 MAu 04.docx
Phiéu xin 13i va hen lai ngay tra két qua
]
Mﬁu 05 MAu 05.docx

Phiéu kiém soat qué trinh giai quyét hd so




174

@j

Mau 06 Mau 06.docx

S6 theo ddi ho so
b

BM.HT.20.01 BM.HT. 20.01.doc
To khai dang ky lai khai tir

I\/Igfu ho tich dien tur twong tac thuc hié,n dang ky lai khai ti
(néu ngp ho so theo hinh thuc truc tuyen).
BM.HT.20.02 o -

BM.HT.20.02.docx

HO SO LUU:

Mau 01; 02, 03, 04 (néu c6); 06 luu tai By phan Tiep nhan va Tra két qua cua
UBND cap xa. Mau 01, 05 Iuu theo ho so;

Ho so dau vao theo muc 2.3;

S6 dang ky khai tu;

Vin ban dé nghi xac minh; Van ban xac minh/bién ban xac minh (néu co);

Vin ban thong bao khong du diéu kién dang ky lai khai tir (néu co);

Phan mém http://hotichdientu.moj.gov.vn; Phan mém Hé thong thong tin giai
quyét tha tuc hanh chinh cua tinh.

Ho so dugce luu tai UBND cAp x&, thoi gian luu trir S6 dang ky khai tir 1a vinh vién, con
Cé~1c giay to khac thuc hién luu theo quy dinh cua Luat Ho tich va cac van ban hudng
dan thi hanh.

21. Thi tuc thay doi, cai chinh, bé sung thong tin hd tich

1 | KY HIEU QUY TRINH QT.HT.21
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thuc hién TTHC:

+ Viéc thay d6i ho, chir dém, tén cho nguoi dudi 18 tudi phai cé su dong y cua
cha, me ngudi d6 va duoc thé hién rd trong T khai; dbi véi nguoi tir du 9 tudi
tré 1én thi con phai c6 su déng y cia ngudi do.

+ Viéc cai chinh ho tich chi duogc giai quyét sau khi c6 du can cir dé xac dinh c6
sai sot do 16i cua cong chirc 1am cdng tac ho tich hodc cua nguoi yéu cau ding
ky ho tich; khéng cai chinh noi dung trén gidy to ho tich da duoc cip hop 16
nham hop thtc hoa thdng tin trén hd so, gidy to ca nhan khac.



http://hotichdientu.moj.gov.vn/
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+ Giay to ho tich quy dinh da cap cho ca nhan theo quy dinh cua phap luat vé
ho tich trudc ngay 01/01/2016 (ngay Luat Ho tich co hiéu luc) cé gia tri su
dung ma khdng phai bd sung théng tin ho tich con thiéu so vai biéu mau ho tich
hién hanh.

+ Gidy to ho tich dugc cap hop 1& ké tir ngay 01/01/2016 ma théng tin ho tich
con thiéu thi dugc bd sung, néu cé gidy to, tai liéu do co quan, té chic c6 tham
quyén cap hop 1& ching minh.

Yéu cau ghi b sung quéc tich Viét Nam chi thuc hién d6i voi gidy to ho tich
duoc cap ké tir ngay 01/01/2016, sau khi da xac dinh ngudi yéu cau dang co
qudc tich Viét Nam theo quy dinh cua Luat Qudc tich Viét Nam.

2.2 | Céach thirc thyc hién TTHC:
- Ngudi c6 yéu cau dang ky thay doi, cai chinh, bo sung thong tin h tich tryuc
tiep thuc hién hodc uy quyen cho nguoi khac thuc hién nop ho so truc tiep tai
Bo phan tiép nhan va tra két qua cia UBND cap x&;
- Gtri hd so qua hé théng buu chinh;
- Nop hd so truc tuyén trén Cong dich vu cong quoc gia
(https://dichvucong.gov.vn) hoac HE thong thong tin giai quyet tha tuc hanh
chinh cuaa tinh (https://dichvucong.hatinh.gov.vn).
5 A A A Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao

T khai déng ky thay doi, cai chinh, bo sung thong tin ho tich,
xac dinh lai dan toc theo mau BM.HT.21.01 (n€u nguoi cd yéu X
cau lya chon nop ho so theo hinh thac truc tiep);

Mau hé tich dién tir twong tac thuc hién dang ky thay doi, cai
chinh, b(f sung thong tin ho tich, xdac dinh lai dan toc (do nguoi
yéu cau cung cdp thong tin theo huong dan trén Cong dich vu
cong, néu nguoi c6 yéu cau lira chon ndp hé so theo hinh thirc
truec tuyén);

Nguoi ¢ yéu cau dang ky thay doi, cai chinh, bo sung théng tin
ho tich, xac dinh lai dan toc thuc hién viéc nop/xuat trinh (theo
hinh thirc truc tiép) hoic tai 18n (theo hinh thirc truc tuyén) cac
gidy to sau:

* Gidy to phdi ngp:

Gidy to lién quan dén viéc thay doi, cai chinh, bd sung théng tin

" | ho tich, x4c dinh lai dan toc; X
Vin ban dy quyén (duoc ching thuc) theo quy dinh cua phap
_ | luat trong truong hop uy quyen thuc hién viéc dang ky thay doi, X

cai chinh, b6 sung thdng tin ho tich, xac dinh lai dan toc. Truong
hop nguoi dugc uy quyén la ong, ba, cha, me, con, vg, chong,
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anh, chi, em rudt cia ngudi ty quyén thi vin ban ay quyén
khéng phai chirng thuc.

Gidy to ching minh thudc gia dinh c6 cong véi cach mang,
ngudi thudc ho nghéo, nguoi khuyét tat (néu co);

* Gidy tor phai xut trinh:

Ho chiéu hoic Chang minh nhan dan hoac The can cudc cong
dan hodc cac giay to khac c6 dan anh va thong tin ca nhan do co
quan c6 tham quyén cap, con gia tri su dung dé chiang minh vé
nhan than cta ngudi ¢ yéu cau dang ky thay doi, cai chinh, bo
sung thoéng tin ho tich, xac dinh lai dan tdc. Truong hop cac X
thong tin ca nhan trong c4c giay to nay da cé trong Co sd dir lidu
quéc gia vé dan cu, Co s dit liéu Ho tich dién tir, duoc hé théng
dién ty dong thi khong phai xuét trinh (theo hinh thuc tryuc tiép)
hoac tai 1én (theo hinh thic tryc tuyén);

Gidy to c6 gia tri chitng minh théng tin vé cu tri trong truong
hop co quan ding ky ho tich khdng thé khai thac dugc thdng tin
Vé noi cu tra cia céng dan theo cac phuong thicc quy dinh tai
khoan 2 Diéu 14 Nghi dinh sé 104/2022/ND-CP ngay
21/12/2022 cia Chinh phi. Truong hop cac thdng tin vé giay to
chimg minh noi cu tra da dwgc khai thac te Co s¢ dir ligu qu00 X
gia vé dan cu bang cac phuong thire ndy thi ngudi 6 yéu cau
khong phai xuat trinh (theo hinh thire truc tiép) hoic tai 1én (theo
hinh thire truc tuyén).

* Luu y khi nop ho so:
- Truong hop gui ho so qua hé thong buu chinh thi phai giri kem theo ban sao
c6 chang thuc cac gidy to phai xuat trinh.

- Poi véi gidy to nop, xuat trinh néu ngudi yéu cau nop hd so theo hinh thuc
tryc tiép:

+ DOi voi gidy to xuat trinh khi ddng ky ho tich, nguoi tiép nhan c6 trach nhigm
kiém tra, ddi chiéu véi thong tin trong to khai, chup lai hoac ghi lai thong tin dé
Iwu trong ho so va tra lai cho nguoi Xuat trinh, khong dugc yéu cau nop ban sao
hoac ban chup glay to do.

+ Ngudi yéu cau dang ky ho tich c6 thé nop ban sao ching thuc tir ban chinh
hoac ban sao duoc cap tir s6 goc hogc ban chup kem theo ban chinh gidy to dé
d6i chiéu. Truong hop ngudi yéu cau ndp ban chyup kém theo ban chinh gidy to
thi nguoi tiép nhan cé trach nhiém kiém tra, d6i chiéu ban chup vai ban chinh
va ky xac nhan, khong dugc yéu cau ngudi di dang ky nop ban sao gidy to do.

+ Ngudi tiép nhan c6 trach nhiém tiép nhan ding, du hd so dang ky ho tich theo
quy dinh cua phap luat ho tich, khéng duoc yéu cau ngudi ding ky ho tich nop
thém gidy to ma phap luat ho tich khéng quy dinh phai nop.
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- Boi voi gidy to gui kém theo néu ngudi yéu cau nop ho so theo hinh thic truc
tuyén:

+ Ban chup cac giay to giri kém theo ho so ding ky thay d6i, cai chinh, bé sung
thong tin ho tich, xac dinh lai dan toc truc tuyén phai bao dam rd nét, day du,
toan ven vé noi dung, 1a ban chup bang may anh, dién thoai hodc dugc chup,
duoc quét bang thiét bj dién tu, tir gidy to dugc cap hop 18, con gié tri st dung.

+ Truong hop gidy to, tai liéu phai giri kém trong hd so dang ky thay doi, cai
chinh, b sung théng tin ho tich, xac dinh lai dan toc truc tuyen da co6 ban sao
dién tir hodc da co ban dién tir gidy to ho tich thi nguoi yéu cau duoc st dung
ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Trich luc thay doi/cai chinh/ bd
sung thdng tin ho tich/xac dinh lai dan toc/ban sao Trich luc thay d6i/ cai chinh,
bd sung thdng tin ho tich/ xac dinh lai dan toc), nguoi cd yéu cau diang ky thay
d6i, cai chinh, b6 sung théng tin ho tich, xdc dinh lai dan toc Xuat trinh glay to
tuy than, nop ban chinh cac gidy to 1a thanh phan hd so dang ky thay doi, cai
chinh, bo sung thong tin ho tich, xac dinh lai dan toc theo quy dinh phap luat ho
tich.

- Gidy to do co quan c6 tham quyén cia nudc ngoadi cap, céng ching hoic xac
nhan dé str dung cho viéc ding ky ho tich tai Viét Nam phai dugc hop phap hoa
lanh sy theo quy dinh cua phap luat, trir truong hop dugc mién theo diéu wdc
quéc té ma Viét Nam 14 thanh vién.

- Truong hop ngudi c6 yéu cau dang ky thay doi, cai chinh, bo sung théng tin
ho tich, xac dinh lai dan toc khéng cung cap duoc gidy to néu trén theo quy
dinh hoac giay to nop, xuat trinh bi tay x0a, sira chira, 1am gia thi co quan dang
ky ho tich c6 tham quyén hay bo két qua diang ky thay doi, cai chinh, bd sung
thong tin ho tich, xac dinh lai dan toc.

2.4 | S6 lwong hd so: 01 b
Thai han giai quyét:

- Trong 03 ngay lam viéc ke tr ngay nhan du ho so hop 1¢ d6i vai yéu cau thay
doi, cai chinh hd tich; truong hop phai x4c minh thi thoi han giai quyét khong

2.5 | qua 06 ngay lam viéc.

- Ngay trong ngay lam viéc doi véi yéu cau bo sung thong tin ho tich, truong
hop nhén ho so sau 15 gio ma khong giai quyet duoc ngay thi tra ket qua trong
ngay lam viéc tiep theo.

Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:

- B6 phan Tiép nhan va Tra két qua cua UBND cap xa.

2.6 | - He thdng thong tin giai quyét thi tuc hanh chinh cua tinh (chi tiép nhan ho
so): http:/dichvucong.hatinh.gov.vn hodc Cbng dich vu céng qudc gia
https://dichvucong.gov.vn.

2.7 | Co quan thuc hién:
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- UBND cép x4 noi da dang ky ho tich trude day hoac UBND Cap Xa noi cu tra
ctia nguoi cO yéu c:au cd tham quyén giai quyét viéc thay ddi, cai chinh cho
ngudi chwa du 14 tudi, bd sung ho tich cho cong dan Viét Nam cu tra ¢ trong
nudc.

- Uy ban nhan dan cap xa noi da dang ky khai tir trude day thuc hién viéc cai
chinh noi dung dang ky khai tt.

Co quan c¢é tham quyén quyét dinh:

- UBND cép x4 noi da dang ky ho tich trudc day hoac UBND Cap X4 noi cu tra
cua ngudi cO yéu cau c6 tham quyén giai quyét viéc thay ddi, cai chinh cho
ngudi chua du 14 tudi, bo sung ho tich cho cong dan Viét Nam cu tra ¢ trong
nuadc.

- Uy ban nhan dan cap x3 noi da dang ky khai tir trude ddy thuc hién viéc cai
chinh n6i dung dang ky khai tt.

Co quan dwoc iy quyén: Khong.

Co quan phdi hop: Co quan quan Iy Co sé dit liéu qudc gia vé dan cu.

2.8 | Poi twgng thuc hién TTHC: Ca nhan.
Két qua giai quyét TTHC:
- Ho so du diéu kién:
+ Trich luc thay d6i/ cai chinh/ bo sung théng tin ho tich (ban chinh); ban sao Trich
luc thay d6i/cai chinh/bd sung théng tin ho tich (néu c6 yéu cau).
+ Bdn dién ti Trich luc thay déi, cai chinh, bé sung théng tin hé tich, xdc dinh
2.9 | Iqi dan téc (Bdn dién tir sé tw dong guri vé Kho quan Iy diz liéu cia cd nhan/dia
chi thu dién tirlthiét bi sé/dién thogi ciia ngieoi YU cau sau khi da hoan tat thii
tuc ddng ky thay déi, cai chinh, bé sung théng tin hg tich, xdc dinh lai dan téc
tai co quan dang ky hé tich).
- Ho so khong du diéu kién: Van ban thong bao khong du diéu Kién thay doi/
cai chinh/bd sung théng tin ho tich.
2.10 | Quy trinh xir ly cong viéc
T Trinh t Trach | Thoi Biéu mﬁvu/Két
: nhiém gian qua
1. Tiép nhan ho so truc tiép tir c& nhan
hogc tir h¢ thong buu chinh hogc trén
Cong dich wvu c¢on uoc gia . x
(httpgs://dichvucong.gov.\?n) qhozic ?—|é Cong Giy | Mau0L; 02,03
B1 | théng théng tin giai quyét tha tuc hanh | SN Tu | aoy | (Eu co); 06 va
chinh ciia tinh phap -HO chinh Ho so theo muc
(https://dichvucong.hatinh.gov.vn) tich 2.3
2. Cong chic Tu phéap - Ho tich kiém
tra hd so:
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- Néu ho so chua day du hoiac khong
hop lé: Huéng dan hoic théng béo
bang van ban cho ca nhan bo sung,
hoan thién hd so. Truong hop khong b
sung, hoan thién duoc hd so thi thong
bao tir chéi giai quyét ho so.

- Néu hd so day du, hop 1é: Lam tha tuc
tiép nhan hd so va thu phi, 1¢ phi theo
quy dinh. Néu tiép nhan hd so sau 15
gio thi gui Phiéu hen, tra két qua cho
ngudi ¢O yéu cau trong ngay lam viéc
tiép theo hoac gui tin nhan hen tra két
qua qua dién thoai di dong cho nguoi ¢
yéu cau (néu nguoi co yéu cau lya chon
hinh thirc nop hd so truc tuyén).

Sau khi tiép nhan ho so theo hinh thirc
nop truc tiép, Céng chirc Tu phap - HO
tich thuc hién s6 hoa (sao chup, chuyén
thanh tai liéu dién tir trén hé théng
thong tin, co s& dir liéu) va ky sb vao
tai liéu, ho so giai quyét tha tuc hanh
chinh d duoc s6 hoa theo quy dinh.

B2

Kiém tra, xem xét hd so:

B2.1: Trudong hop thay doi, cai chinh
ho tich khéng can xac minh théng tin:

- Néu du diéu kién: Vao So dang ky
thay doi, cai chinh, b6 sung théng tin
ho tich; Nhap dit liéu vao phan mém ho
tich, in dy thao Trich luc thay déi/cai
chinh ho tich.

Truong hop tiép nhan hd so dang ky
thay doi, cai chinh, bo sung théng tin
ho tich theo hinh thuc truc tuyén thi
guri lai biéu mau Trich lyc thay doi/cai
chinh/b6 sung théng tin ho tich, xac
dinh lai dan toc dién tr vai thdng tin
day du cho ngudi yéu cau qua thu dién
tir hoic thiét bi sb.

Nguoi yéu cau c6 trach nhiém kiém tra
tinh chinh xéac, day du cua céc théng tin
trén biéu mau Trich lyc thay doi/cai
chinh/bo sung théng tin ho tich, xac

Cong
chac Tu
phap - Ho
tich

25
ngay

Mau 05;
Du thao Trich
luc thay doi/ cai
chinh/ bé sung
thong tin ho
tich
hoac du thao
Van ban thong
bdao khong du
diéu kién thay
doi/ cai chinh/
bd sung théng
tin ho tich;

- Van ban
thdng bao thay
do6i/cai  chinh
ho tich (néu
cd).

- Van ban xac
minh /bién ban
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dinh lai dan toc dién tir va xac nhan (toi
da mot ngay).

Néu ngudi c6 yéu cau xac nhan thong
tin da théng nhat, day da hoic khéng
c6 phan hoi sau thoi han yéu cau thi
ghi noi dung vao S6 dang ky thay déi,
cai chinh, b6 sung théng tin ho tich,
xac dinh lai dan toc, cap nhat thong tin
dang thay doi, cai chinh, bd sung thdng
tin ho tich va luu chinh thuc trén Phan
mém ding ky, quan ly ho tich dién tir
dung chung.

Trudng hop dang ky thay doi, cai chinh
ho tich khdng phai tai noi dang ky ho
tich trude day hoac noi dang ky ho tich
trude day la Co quan dai dién thi du thao
Vin ban thong bao noi dung thay doi/cai
chinh ho tich giri dén Uy ban nhan dan
noi dang ky ho tich trudc day dé ghi vao
S6 ho tich hoic dén Bo Ngoai giao dé
chuyén dén Co quan dai dién ghi vao Sb
ho tich.

- Néu khong du diéu kién: Dy thao vin
ban Thong bao khong du diéu kién thay
ddi/cai chinh ho tich.

Trinh ldnh dao UBND cdp x& ky duyét .

Cong
B2.2: Trudng hop thay déi, cai chinh ‘;]h,“" TH“’A
ho tich phai xac minh hd so thi tién pti?l?--CoQ
hanh xac minh bang van ban hoac truc | "> 55
tiép tily theo timg truong hop cu thé. | T4 0 )
Sau khi co két qua xac minh, thuc hign | am | ngay
nhu buoc B2.1 vi trinh lanh dao | TYEF1EE
UBND cép xa ky duyét theo budc B3. | "1 (néu

duoc yéu

cau)
B2.3: Truong hop bo sung thdng tin ho
tich: Cong
- Néu du diéu kién: Vo So ding ky | ChieTu |5, ;0
thay ddi, cai chinh, bd sung thong tin | Phap - Ho
ho tich; Nhap dit liéu vao phan mém ho tich

tich, in dy thao Trich luc bo sung théng

xac minh (néu
cod).
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tin ho tich;

- Néu khong du diéu kién: Dy thao vin
ban Thong bao khong du diéu kién bd
sung thong tin ho tich;

Trinh lanh dao UBND cdp xa ky duyét
theo buoc B3.

B3

Ky du thao két qua giai quyét thu tuc
hanh chinh

Lanh dao
UBND
cap xa

03 gio

Mau 05;
Trich luc thay
doilcai
chinh/bé  sung
théng tin ho
tich; Van ban
théng bao noi
dung thay
ddi/cai  chinh
ho tich (néu cd)
hoic Van ban
théng béo
khong du diéu
kién thay
doilcai  chinh/
b6 sung thong
tin ho tich.

BS

Phat hanh van ban va chuyén ket qua
cho cbng churc Tu phap - Ho tich dé tra
cho cbng dan.

Cong
chic Van
phong

01 gio

Mau 05, 06;
Trich luc thay
doi/cai
chinh/bé  sung
théng tin ho
tich; Van ban
théng bé&o noi
dung thay
ddi/cai  chinh
ho tich (néu co)
hoiac Van ban
théng bao
khong du diéu
kién thay
doifcai  chinh/
b6 sung théng
tin ho tich.

B6

Chuyén nguoi dan ky vao S6 va tra két

Cong
chuc Tu

Gio
hanh

Mau 01, 06:
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qua, thu phi, I¢ phi theo quy dinh. phap - H6 | chinh | Trich luc thay
tich doi/cai

chinh/bé  sung

thong tin ho

tich; Van ban
théng bédo noi
dung thay
doi/cai  chinh
ho tich (néu cd)
hoac Van ban

théng bao
khong du diéu
kién thay

doi/cai  chinh/
bo sung thdng
tin ho tich.

* Truong hop bo sung thong tin ho tich: Néu khong xu 1y duoc trong ngay lam
viéc hoac trong ngay lam viéc tiép theo (d6i véi hd so nhan sau 15 gio), trong ngay
hen tra két qua, cong chac Tu phap - Ho tich trinh Cha tich UBND cap x4 ky ban
hanh phiéu xin 13i va hen lai ngay tra két qua dé gui cho ca nhéan; Truong hop hd
so can xac minh néu qué han xir Iy, trong thoi gian cham nhat 01 ngay truéc ngay
hét han xt 1y, cdng chitc Tu phap - Ho tich trinh Cha tich UBND cap x& ky ban
hanh phiéu xin 16i va hen lai ngay tra két qua dé giri ca nhan.

* Truong hop yéu cau thay doi, cai chinh ho tich: Néu qua han xur ly, trong thoi
gian cham nhét 01 ngay trudc ngay hét han xir ly, cong chirc Tu phap - Ho tich
trinh Chu tich UBND cép x& ky ban hanh phiéu xin 15i va hen lai ngay tra két
qua dé gui cho to chuc, c& nhan.

* Trong qua trinh giai quyét hd so ngudi cd trach nhiém thuc hién can thuc hién
d6ng thoi cac thao tac tiép nhan/chuyén/tra ho so, két qua giai quyét trén phan
mém Hé thdng thong tin giai quyét thu tuc hanh chinh cua tinh véi cac budc
trong quy trinh.

BIEU MAU

@j

Mau 01 MAu 01.docx
Giay tiep nhan ho so va hen tra ket qua

Phiéu yéu cau bo sung hoan thién ho so

MAu 02 W

M3u 02.docx

Mau 03 Phiéu tir chéi tiép nhan giai quyét hd so




183

@j

M3u 03.docx

Phiéu xin 15i va hen lai ngay tra két qua

MAu 04 w5
M3u 04.docx
Phiéu kiém soét qué trinh giai quyét ho so
M3u 05 w3
Mau 05.docx
S6 theo dbi hd so
M3u 06 W
MAu 06.docx
T khai ding ky thay ddi, cai chinh, bé sung ho tich
BM.HT.21.01 @j
BM.HT.21.01.doc
Mdu hé tich dien tuir twong tac thuc hién dding ky thay doi,
cdi’chinh, b‘oA sung thong tin h¢ tich, xdc dinh lgi dan téc
(néu nop ho so theo hinh thurc truc tuyen).
BM.HT.21.02 .
W
BM.HT.21.02.docx
HO SO LUU:

Mau 01; 02, 03, 04 (néu c6); 06 luu tai BO phan Tiép nhan va Tra ket qua cua
UBND cap xa. Mau 01, 05 luu theo ho so;

Ho so dau vao theo muc 2.3;

S6 dang ky thay ddi, cai chinh, bd sung thong tin ho tich;

Vin ban xac minh/bién ban xac minh (néu cd);

Vin ban thong béo noi dung thay doi/ cai chinh ho tich (néu co);

Vin ban thong bao khong du diéu kién (néu cd);

Phian mém http://hotichdientu.moj.gov.vn; Phan mém Hé thdng théng tin giai

quyét thu tuc hanh chinh caa tinh.
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Ho so duogc luu tai UBND cAp x4, thoi gian lwu trir S6 dang ky thay doi, cai chinh, bo
sung thdng tin ho tich 1a vinh vien, con cac giay to khac thuc hién luu theo quy dinh
cua Luat Ho tich va cac van ban hudng dan thi hanh.,

22. Thii tuc cip Gidy x&c nhan tinh trang hén nhan

KY HIEU QUY TRINH QT.HT.22

2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thuc hién TTHC:
Truong hop yéu cau xac nhan tinh trang hon nhan nham muc dich két hon thi
nam nit két hon vai nhau phai tuan theo cac diéu kién sau:
- Nam tur da 20 tudi tro 18n, nit tir du 18 tudi tro 1én;
- Viéc két hon do nam va nir ty nguyén quyét dinh;
- Khéng bi mét ning lyc hanh vi dan su;
- Viéc két hon khdng thudc mot trong cac truong hop cam két hdn, gom:
+ Két hon gia tao, ly hon gia tao;
+ T4o hon, cudng ép két hon, lira déi két hon, can tré két hon;
+ Nguoi dang ¢6 vg, €O chéng ma két hon V&i nguoi khac hodc chua c6 v,
chua c6 chong ma két hon vai nguoi dang c6 chong, €0 vo;
+ Két hon giira nhimg nguoi clng dong mau vé truc hé; gitta nhitng nguoi 6
ho trong pham vi ba doi; gitra cha, me nudi vé6i con nudi; gitra nguoi da tung la
cha, me nudi vai con nudi, ,cha chong vai con déy, me Vo V&i con ré, cha dugng
véi con riéng caa vo, me ké vai con riéng cua chong.
* Nha nudc khong thtra nhan hdn nhan gitra nhitng ngudi cung giai tinh.,
Truong hop yéu cau cap Giay xac nhan tinh trang hon nhan dé sir dung vao muc
dich khac, khong phai dé dang ky ket hon, thi nguoi yéu cau khong phai dap
ung dieu kién ket hon.

2.2 | Cach thwc thuc hién TTHC:
- Nguoi ¢6 yéu cau cap Gidy xac nhan tinh trang hon nhan tryc tiép thuc hi¢n
hodc uy quyén cho nguoi khac thuc hién nop ho so truc tiep tai Bo phan Tiep
nhan va Tra két qua cia UBND cap x&;
- Gtri ho so qua hé théng buu chinh;
- Nop ho so tryc tuyén trén Cong dich vu cong quoc gia
(https://dichvucong.gov.vn) hoac HéE thong thong tin giai quyét tha tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn).

2.3 | Thanh phan hd so, bao gdm: Ban | Ban

chinh | sao
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To khai cap Giay xac nhan tinh trang hon nhén, theo mau
BM.HT.22.01 (néu nguoi cd yéu cau lya chon nop ho so theo
hinh thac truc tiep);

Mau dién tir tirong tac cap Gidy xdc nhdn tinh trang hon nhan
(do nguoi yeu cdu cung cap thong tin theo hurong dan trén Cong
dich vu céng néu nguoi co yéu cau lwa chon nép hé so theo
hinh thirc truec tuyén);

Nguoi c6 yéu cau cap Giay xac nhan tinh trang hon nhan thuc
hién viéc nop/xuat trinh (theo hir)h thac truc tiép) hoac tai 1én
(theo hinh thuc truc tuyén) cac giay to sau:

* Gidy to phai nop:

Truong hop nguoi yéu cau cip Gidy xac nhan tinh trang hon
nhan di c6 vo hoic chéng nhung da ly hoén hoic nguoi
vo/chong da chét thi phai xuat trinh (ban chinh) hoac nop ban
sao giay to hop 18 dé chiing minh;

Trich lyc ghi cha ly hon déi véi truong hop cong dan Viét Nam
da ly hon, hay viéc két hén & nudc ngoai sau d6 vé nudce thudng
trd hoic lam tha tuc ding ky két hdn méi tai co quan co tham
quyén caa Viét Nam:;

Trudng hop y&u cau cap lai Gidy x4c nhan tinh trang hon nhan
dé sir dung vao muc dich khac hoic do Gidy xac nhan tinh trang
hon nhan da hét thoi han sir dung theo quy dinh thi phai nop lai
Gidy xac nhan tinh trang hon nhan di duoc cip trude do;

Gidy to chung minh thudc gia dinh c6 cong voi cach mang,
nguoi thudc ho ngheo, nguoi khuyeét tat (néu co);

Vin ban uy quyén theo quy dinh caa phép luat trong truong hop
ty quyén. Truong hop ngudi dugc ay quyén la 6ng, ba, cha, me,
con, vo, chdng, anh, chi, em rudt cia nguoi ty quyén thi vin
ban uy quyén khdng phai chiing thuc.

* Gidy tor phai xuat trinh:

Ho chiéu hodc Chang minh nhan dan hoic Thé can cudc cong
dan hoic céc gidy to khac c6 dan anh va thong tin cd nhan do co
quan cd tham quyeén cap, con gia tri st dung dé chiing minh vé
nhan than cta nguoi c6 yéu cau cap Gidy xac nhan tinh trang hon
nhan. Truong hop cac thong tin ca nhan trong cac gidy to nay da
c6 trong Co so dir lieu qUOC gia vé dan cu, Co sé dit liéu ho tich
dién ta, dugc hé théng dién ty dong thi khdng phai xuat trinh
(theo hinh thuc truc tiép) hoac tai 18n (theo hinh thic truc tuyén);
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Gidy to ¢6 gia tri chitng minh théng tin vé cu tr trong trudng
hop co quan dang ky ho tich khéng thé khai thac dugc théng tin
vé noi cu tri cta cong dan theo cac _phuong thirc quy dinh tai
khoan 2 Diéu 14 Nghi dinh s6 104/2022/ND- CP ngay
21/12/2022 cta Chinh phu. Trudng hop céac théng tin vé gidy to X
ching minh noi cu tri da dugc khai thac te Co s¢ dit ligu qUOc
gia v¢ dan cu bang cac phuong thire nay thi nguoi c6 yéu cau
khéng phai xuét trinh (theo hinh thic tryc tiép) hoic tai Ién
(theo hinh thirc truc tuyén).

* Luu y khi nop ho so:
- Truong hop gui ho so qua hé thong buu chinh thi phai giri kém theo ban sao
c6 chang thuc cac glay to phai xuét trinh.

- Truong hop Yéu cau cip Giay x&c nhan tinh trang hon nhan dé sir dung vao
muc dich két hon thi cong chire tu phap - ho tich trinh Lanh dao UBND ky cép
01 ban Gidy xac nhan tinh trang hon nhan dé sir dung vao muc dich két hdn cho
ngudi yeu cau.

- Trudng hop yéu cau cap Giay xac nhan tinh trang hon nhan dé sir dung vao
muc dich khac, khong phai dé dang ky két hon thi trong Giay xac nhan tinh
trang hon nhan phai ghi rd muc dich st dung, s6 lwong Gidy xac nhan tinh trang
hén nhan dugc cap theo yéu cau.

- Trudng hop yéu cau cap Gidy xac nhan tinh trang hon nhan dé két hon voi
ngudi clng gigi tinh hoac két hon voi nguodi nude ngoai tai Co quan dai dién
nudc Ngoai tai Viét Nam thi co quan ding ky ho tich tir chéi giai quyét.

- D6i véi gidy to nop, xuét trinh néu ngudi yéu cau nop hd so theo hinh thirc
truc tiép:

+ Pbi vai gidy to xuat trinh khi dang ky ho tich, nguoi tiép nhan c6 trach nhiém
Kiém tra, ddi chiéu véi théng tin trong to khai, chup lai hodc ghi lai thong tin dé
lru trong hd so va tra lai cho nguoi xuét trinh, khéng duoc yéu cau nop ban sao
hodc ban chup giay to do.

+ Ngudi yéu cau dang ky ho tich ¢d thé nop ban sao chiing thuc tir ban chinh
hoac ban sao dugc cap tir s6 gc hoic ban chup kém theo ban chinh gidy to dé
dbi chiéu. Truong hop ngudi yéu cau nop ban chup kém theo ban chinh gidy to
thi nguoi tiép nhan cé trach nhiém kiém tra, d6i chiéu ban chup vai ban chinh
va ky xac nhan, khong duoc yéu cau ngudi di ding ky nop ban sao gidy to do.

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

- B4 voi gidy to gui kém theo néu ngudi yéu cau nop hd so theo hinh thuc truc
tuyén:

+ Ban chup cac gidy to giri kém theo hd so cidp Gidy xac nhan tinh trang hon
nhan truc tuyén phai bao dam rd nét, day du, toan ven vé noi dung, 1a ban chup
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bang may anh, dién thoai hodc dugc chup, duoc quét bang thiét bi dién tr, tur
gidy to dugc cap hop I¢, con gié trj sir dung.

+ Trudng hop gidy to, tai liéu phai giri kém trong hd so cap Giay xac nhan tinh
trang hon nhan truc tuyen d3d c6 ban sao dién tir hodc da c6 ban dién tu gidy to
ho tich thi nguoi yéu cau duoc stir dung ban dién tir nay.

+ Khi dén co quan ding ky ho tich nhan ket qua, ngudi o yéu cau Cap Giay
xac nhan tinh trang hon nhan xuat trinh gidy to tuy than, nop cac gidy to la
thanh phan hd so cap Gidy xac nhan tinh trang hon nhan theo quy dinh phap
luat ho tich.

- Gidy to do co quan c6 tham quyén ciia nudc ngoai cap, cdng chiing hoac xac
nhan dé str dung cho viéc ding ky ho tich tai Viét Nam phai dugc hop phap hoa
lanh sy theo quy dinh cua phap luat, trir truong hop dugc mién theo diéu udc
quéc té ma Viét Nam la thanh vién.

- Trudng hop ngudi yéu cau cap Gidy xéac nhan tinh trang hon nhan khéng cung
cap duogc gidy to néu trén theo quy dinh hoac gidy to nop, xuat trinh bi tay x6a,
stra chira, 1am gia thi co quan dang ky ho tich ¢ tham quyén hay bo két qua xac
nhan tinh trang hon nhan.

- Trudng hop cho phép nguoi yéu cau ding ky ho tich 1ap van ban cam doan vé
noi dung yéu cau dang ky ho tich thi co quan ding ky ho tich phai giai thich rd
cho ngudi lap vin ban cam doan vé trach nhiém, hé qua phap ly cua viéc cam
doan khong dung su that.

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

2.4 | S6 lwong hd so: 01 bd
Thoi han giai quyét:

25 03 ngay lam viéc; truong hop phai xac minh thi thoi han giai quyét khdng qua

| 23 ngay (khong tinh thoi gian giri van ban yéu cau va thoi gian giri van ban tra
lo1 ket qua xac minh).
Pia diém tiép nhan hd so va tra két qua giai quyét TTHC:
- B6 phan Tiép nhan va Tra két qua caa UBND cap xa.

2.6 |- Hg thong thdng tin giai quyét thu tuc hanh chinh cua tinh (chi tiép nhan ho
s0): http://dichvucong.hatinh.gov.vn hodc Cong dich vu céng qudc gia
https://dichvucong.gov.vn.

Co quan thuc hién: UBND cap xa noi nguoi yéu cau cap Gidy xac nhan tinh
trang hon nhan thuong tra;

57 | Trudng hop nguoi yéu cau khong c6 noi thuong tr, nhung c6 ding ky tam tr(

theo quy dinh cua phap luat vé cu tra thi UBND cép x3, noi nguoi d6 dang ky
tam tri cap Giay xac nhan tinh trang hon nhan.
Co quan c¢é thAm quyén quyét dinh: UBND cép x3 noi nguoi yéu cau cip
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Giay xac nhan tinh trang hon nhan thuong tri/tam trd.

Co quan dwoc iy quyeén: Khong.

Co quan ph0| hop: Co quan quan Iy Co so dir liéu quéc gia Ve dan cu, Uy ban
nhan dan cp xi noi thudng tra trude ddy cua  ngudi yeu Cau cap Glay xac nhan

tinh trang hon nhan (treong hop nguoi yéu cau da thuong trd & nhiéu noi khac
nhau), Uy ban nhan dan noi dy dinh diang ky két hon trude day.

2.8 | Poi twong thuc hién TTHC: C4 nhan.
Két qua giai quyét TTHC:
- Ho so du diéu kién:
+ Gidy xac nhan tinh trang hon nhan (ban chinh).

09 |+ Bdn dién tir Gidy xac nhan tinh trang hon nhan (Ban dién tir sé tu dgng guii vé
Kho quan ly diz liéu dién tr ciia ca nhan/dia chi thw dién tir/thiéet bi so/dién
thogi Ciia nguwoi yéu cau sau khi da hodn tat thi tuc cdp Gidy xac nhdn tinh
trang hon nhan tai co quan dang ky ho tich).

- Ho so khong du diéu kién: Van ban thong bao khong du diéu kién.
2.10 | Quy trinh xir ly cong viéc
) Biéu
TT Trinh tu Trach Thoi gian mau/Két
‘ nhiém .
y qua
1. Tiép nhan hd so truc tiép tir ca
nhan hoic tir hé thong buu chinh
hodc trén Cong dich vu cong qudc
gia (https://dichvucong.gov.vn)
hodc Hé théng thong tin giai quyét
tht tuc hanh chinh cua tinh
(https://dichvucong.hatinh.gov.vn).
2. Cong chuc Tuw phap - Ho tich
kiemtra ho so: . Cong Mau 01; 02,
a1 - Néu ho so chua day du hoac khong | ohie Tur Giohanh |03 (néu co),

hop [¢: Huong dan hoac thong bao | phap - Hg chinh 06 va Ho so
baI\lg van ban cho ca nhan bo sung, tich theo muc 2.3
hoan thién ho so. Truong hop khong
b6 sung, hoan thién dugc hd so thi
thong bao tir chéi giai quyét hd so.

- Néu hd so déy dua, hop 1é€: Lam thu
tuc tiép nhan ho so va thu phi, 1¢ phi
theo quy dinh. Néu tlep nhan hd so
sau 15 gio thi giri Phiéu hen, tra két
qUa cho nguoi c¢d yéu cau trong
ngay lam viéc tiép theo hoic gui tin
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nhan hen tra két qua qua dién thoai
di dong cho ngudi c6 yéu cau (néu
ngudi cO yéu cau lwa chon hinh thie
nop ho so truc tuyén).

Sau khi tiép nhan hd so theo hinh
thac nop truc tiép, Cong chiac Tu
phap - Ho tich thuc hién s6 hda (sao
chup, chuyén thanh tai liéu dién to
trén hé théng thong tin, co s& dix
lieu) va ky sb vao tai liéu, ho so giai
quyét thi tuc hanh chinh di duoc b
hoéa theo quy dinh.

B2

B2.1: Kiém tra, xem xét ho so:

- Néu du diéu kién: Vao So cap giay
xac nhan tinh trang hon nhan; Nhap
dir lieu vao phan mém hé tich, in du
thao Gidy x&c nhan tinh trang hon
nhén;

Truong hop tiép nhan hd so xac
nhan tinh trang hon nhan theo hinh
thire truc tuyén thi gui lai biéu mau
Gidy xac nhan tinh trang hén nhan
dién tir véi thong tin day da cho
nguoi yeu cau qua thu dién tir hoac
thiét bi sb.

Nguoi yéu cau co trach nhiém kiém
tra tinh chinh xac, day du cua cac
thong tin trén biéu mau Giay xac
nhan tinh trang hon nhan dién tir va
xé&c nhan (t6i da mot ngay).

Néu nguoi €O yéu cau xac nhan
thong tin da thong nhit, day du hoic
khéng c6 phan hoi sau thoi han yéu
cau thi cap nhat thdng tin xac nhan
tinh trang hon nhan va Iuu chinh
thic trén Phan mém ding ky, quan
ly ho tich dién tir dung chung.

- Néu khong du diéu kién: Dy thao
Vin ban théng bao khong du diéu
kién.

Trinh 1anh dao UBND céap x& ky
duyét theo budc B5.

Cong
chac Tu
phap - Ho
tich

02 ngay

Mau 05;
Du thao Gidy
Xac nhan tinh

trang hon
nhan hoac
van ban
théng bao
viéc  khoéng

du diéu kién
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B2.2: Truong hop ngudi yéu cau
xac nhan tinh trang hon nhan da
timg dang ky thuong trd tai nhiéu
noi khac nhau, néu nguoi d6 khong
chung minh dugc tinh trang hoén
nhan caa minh thi bdo cao Chu tich
Uy ban nhan dan cip x4 ¢6 vin ban

dé nghi Uy ban nhan dan c4p x4 noi . Mau 05;
nguoi do da tung dang ky thuong r?on% Vian ban dé
trd tién hanh kiém tra, xéc minh vé | MY Y 1 01 ngay  |nghi xac
tinh trang hon nhén cta ngu’0‘1 do. phatp 'hHQ minh
Trudng hop nguoi yeu cau cap lai i
Glay xac nhan tinh trang hén nhan
dé két hon ma khong nop lai duoc
Gidy xac nhan tinh trang hén nhan
da duogc cap trude ddy thi tham muu
Lanh dao UBND cép xd Vin ban
trao d6i voi noi dy dinh dang ky két
hén trude day dé xac minh.
Uy ban
Uy ban nhan dan cap xa noi nguoi | nhan dan
g3 |46 da timg dang ky thuong trd tien | capxd 20 ngay Vin ban tra
hanh kiém tra, x4&c minh vé tinh | dugc dé [6i xa4c minh
trang hén nhan cua nguoi do. nghi xac
minh
Sau khi co két qua xac minh hoac Matj 05’_;
sau thoi han 20 ngay ké tir ngay gui Du thao Giay
viin ban yéu ciu xac minh ma khong Xac nhan tinh
nhin duec van ban trd loi thi cho | oo reng - hon
phép ngusi yéu cau cip Gidy xéc | = 3 Vi b?n
B4 | nhan tinh trang hon nhan c6 véan ban hao - Ho 02 ngay h%n ba,l
cam doan vé& tinh trang hén nhan P ph ' t OAng a?
cia minh theo miu BM.HT.22.02,| 1€ khong  du
tiép tuc thuc hién nhu B2.1 va trinh dl?u . kién;
Lanh dao UBND cip x& ky duyét Van ban cam
theo budc B5. doan cua ca
nhan (néu co)
Mau 05;
. , ,( 2 i e . | Lanh dao G|éy Xac
BS L(l)é }?;[:hcﬁ'nl;et qua giai quyet thu UBNE) 04 gios ahan f
' ' cap xa trang  hon

nhan hoac
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Van ban
théng bao
khong dua
diéu kien
Mau 05, 06;
Gidy X4cC
o nhan  tinh
Phat hanh van ban va chuyén két| Cong trang hon
B6 | qua cho cong chicc Tu phap - HO | chic Van 01 gio nhan  hoic
tich dé tra cho cong dan. phong Vin ban
thong béo
khong dua
diéu kién
Mau 01, 06;
Giay X4cC
Cong nhan t‘|rA1h
g7 | Chuyén nguoi dan ky vao S6 vatra | chirc Tu | Gio hanh trﬁpg hhqn
két qua, thu 1¢ phi theo quy dinh. phap - Ho chinh | han hoac
tich \/%n, bgn
thong béo
khong du
diéu kién
* Truong hop hd so qua han xir ly, trong thai gian cham nhat 01 ngay trude
ngay hét han xir ly, cong chiic Tu phéap - Ho tich trinh Cha tich UBND cap x&
ky ban hanh phiéu xin I18i va hen lai ngay tra két qua dé giri cho t6 chuc, cé
nhan.
* Trong qué trinh giai quyét hd so ngudi ¢d trach nhiém thuc hién can thuc hién
d6ng thoi cac thao tac tiép nhan/chuyén/tra ho so, két qua giai quyét trén phan
mém Heé théng thong tin giai quyét thu tuc hanh chinh caa tinh véi cac budc
trong quy trinh.
3 |BIEU MAU
)
Mﬁu 01 MAu 01.docx
Gidy tiép nhan ho so va hen tra két qua
0
Mau 02 MAu 02.docx

Phiéu yéu cau b6 sung hoan thién hd so
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@j

Mau 03 Mau 03.docx

Phiéu tir chdi tiép nhan giai quyét ho so
o)

Mau 04 M&u 04.docx

Phiéu xin 15i va hen lai ngay tra két qua
)

Mau 05 Mau 05.docx

Phiéu kiém soét qua trinh giai quyét ho so
0

Mﬁu 06 M3u 06.docx
So theo ddi ho so

BM.HT.22.01 ’ ’ BM.HT.22.01.doc
To khai cap giay xac nhan tinh trang hén nhan
I
BM.HT.22.02 BM.HT.22.02.doc

Van ban cam doan

Mdu dién tir twong tac cap Gidy xac nhdn tinh trang hén nhan

BM.HT.22.03 W]

BM.HT.22.03.docx

(néu nép hé so theo hinh thirc truc tuyén).

HO SO LUU:

Mau 01; 02, 03, 04 (neu c6); 06 luu tai Bo phan Tiép nhan va Tra két qua cua
UBND cap xa. Mau 01, 05 Iuu theo ho so;

Ho so dau vao theo muc 2.3;

S6 cap gidy xac nhan tinh trang hon nhan;

Vin ban thong bao khong du diéu kién (néu co);

Vin ban dé nghi xac minh; Van ban tra 15i x4c minh (néu co);

Phan mém http://hotichdientu.moj.gov.vn; Phan mém Hé thong thong tin giai
quyet thu tuc hanh chinh cua tinh.

Ho so dugc luu tai UBND cap x&, thoi gian luu trit S0 cap gidy xéc nhan tinh trang
hon nhén 1a vinh vién, con cac giay to khac thuc hién luu theo quy dinh cua Luat Ho
tich va cac van ban hudng dan thi hanh.
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23. Thii tuc cap ban sao trich luc hd tich

1 | KY HIEU QUY TRINH QT.HT.23
2 | NOI DUNG QUY TRINH
biéu kién thuc hién TTHC:
2.1 A . . .
Khong
2.2 | Cach thic thuc hién TTHC:
- Nguoi ¢ yéu cau cap ban sao Trich luc ho tich truc tiép thuc hién hodc uy
quyén cho nguoi khac thuc hién nop ho so truc tiep tai Bo phan tiep nhan va
tra ket qua caa UBND cap x&;
- Gri h6 so qua hé théng buu chinh;
- Nop ho so tryc tuyén trén Cong dich vu cdng quoc gia
(https://dichvucong.gov.vn) hoac Hé thong thdng tin giai quyét tha tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn).
5 A A Ao Ban Ban
2.3 | Thanh phan hé so, bao gom: chinh | sao

To khai cap ban 580 trich luc ho tich, 'gheo mau BM.HT.23.01
doi voi ca nhan (néu nguoi co yéu cau lya chon nop ho so X
theo hinh thuec truc tiep);

Mau dién tr twong tdc yéu cau cdp ban sao Gidy khai sinh,
ban sao Trich luc ho tich (do nguoi yéu cau cung cdp thong
tin theo hwong dan trén Cong dich vu cong, néu nguoi cé yéu
cau lya chon ndp hé so theo hinh thirc truec tuyén);

Nguoi g:o y&u cau cap ban sao Trich Iucrho tich thuc hién viéc
nop/xuat trinh (theo hinh tharc tryc tiep) hoac tai 1én (theo
hinh thac truc tuyén) cac giay to sau:

* Gidy to phai nop:

Truong hop uy quyen cho nguoi khac lam thay thi phai co
van ban uy quyén duoc ching thuc theo quy dinh cua phap
luat. Truong hop ngudi dugc uy quyén 1a 6ng, ba, cha, me, X
con, vo, chong, anh, chi, em rudt caa nguoi uy quyén thi vin
ban uy quyén khdng phai chiing thuc.

Giay to chung minh thuoc gia dinh c6 cong v6i cach mang,
nguoi thudc ho ngheo, nguoi khuyét tat (néu co);

* Gidy tor phai xuat trinh:

Ho chiéu hoic chiing minh nhan dan hoic thé can cudc cong
dan hoac céc giay to khac c6 dan anh va théng tin ca nhan do
co quan c6 tham quyén cap, con gia tri sir dung dé chirng minh
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vé nhan than cua nguoi ¢6 yéu cau cap xac nhan thang tin ho
tich. Truong hop cac thong tin ca nhan trong cac gidy to nay da
co trong Co so dir licu qUOC gia vé dan cu, Co so dir liéu ho
tich dién tir dugc hé théng dién ty dong thi khdng phai xuat
trinh (theo hinh thtrc tryc tiép) hoic tai 18n (theo hinh thuc truc
tuyen).

* Luu ¥ khi nop ho so:
- Truong hop gu’l hd s0 qua h¢ thong buu chinh thi phai gui kem theo ban sao
c6 chitng thuc cac gidy to phai xuit trinh.

- Déi Vi gidy to nop, xuat trinh néu ngudi yéu cau nop hd so theo hinh thic
truc tiép:

+ DPoi voi gidy to xuat trinh khi dang ky ho tich, nguoi tiép nhan co trach
nhiém kiém tra, doi chiéu véi thong tin trong to khai, chup lai hogc ghi lai
thong tin dé luu trong ho so va tra lai cho nguoi Xuat trinh, khong duoc yéu
cau nop ban sao hoic ban chup gidy to do.

+ Nguoi yéu cau diang ky ho tich c¢d thé nop ban sao chiing thuc tir ban chinh
hoic ban sao dugc cap tir s6 gc hodc ban chup kém theo ban chinh giay to dé
dbi chiéu. Truong hop ngudi yéu cau nop ban chup kém theo ban chinh gidy
to thi nguoi tiép nhan co trach nhiém kiém tra, d6i chiéu ban chup véi ban
chinh va ky xac nhan, khong duoc yéu cau ngudi di diang ky nop ban sao giay
to do.

+ Nguoi tiép nhan co trach nhiém tiép nhan dang, di ho so ding ky ho tich
theo quy dinh caa phap luat ho tich, khong duoc yéu cau ngudi ding ky ho
tich nop thém gidy to ma phép luat ho tich khong quy dinh phai nop.

- Ddi véi gidy to giri kém theo néu ngudi yéu cau nop hd so theo hinh thirc
tryc tuyén:

+ Ban chup céc gidy to gui kém theo ho so cap ban sao Trich luc h¢ tich tryc
tuyén phai bao dam rd nét, day du, toan ven vé noi dung, la ban chup bang
may anh, dién thoai hodc dugc chup, duoc quét bang thiét bj dién tu, tur glay
to dugc cap hop I¢, con gia tri st dung; néu 1a gidy to do co quan co tham
quyén nudc ngodi cap thi phai dugc hop phap hoa lanh sy, dich sang tiéng
Viét theo quy dinh, trir truong hop duoc mién hop phéap hoa lanh su.

+ Truong hop nhan ket qua (ban sao Trich luc ho tich) tai co quan dang ky h
tich, ngudi €6 yéu cau cap ban sao Trich luc ho tich phai Xuat trinh gidy to tuy
than; nop céc gidy to, tai liéu 1a thanh phan ho so cap ban sao Trich luc ho tich
theo quy dinh phap luat ho tich. Truong hop glay to, tai liu phai gui kem
trong hd so cap ban sao Trich luc ho tich truc tiép hoic truc tuyen da co ban
sao dién tir hodc da co ban dién tir gidy to ho tich thi ngudi yéu cau dugc sir
dung ban dién tir nay.

2.4

S6 lweng ho so: 01 bo

2.5

Thoi han giai quyét: Ngay trong ngay tiép nhan du hd so hop 1& (nhan hd so
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sau 15 gio ma khong giai quyét duoc ngay thi tra két qua trong ngay lam viéc
tiep theo).

2.6

Pia diém tiép nhan hd so va tra két qua giai quyét TTHC:
- B6 phan Tiép nhan va Tra két qua caa UBND cap xa.
- Hé théng thong tin giai quyét tha tuc hanh chinh cua tinh (chi tiép nhéan ho

s0): http://dichvucong.hatinh.gov.vn hodc Céng dich vu cdng quéc gia
https://dichvucong.gov.vn.

2.7

Co quan thuc hién: UBND cap xa.

Co quan c6 tham quyén quyét dinh: UBND cap xa.
Co quan dwoc iy quyén: Khong.

Co quan phéi hop: Khong.

2.8

Poi twgng thuc hién TTHC: Ca nhan

2.9

Két qua giai quyét TTHC:

- Ho so du diéu kién:

+ Ban sao Trich luc ho tich.

+ Bdn sao Giay khai sinh.

- Ho so khong du diéu kién: Vin ban thong bao khong du diéu kién.

2.10

Quy trinh xir ly cong viéc

TT

Trach Thoi Biéu

Trinh ty nhiém gian | mau/Két qua

Bl

1. Tiép nhan hd so truc tiép tur ca
nhan hoac tir hé théng buu chinh hoac
trén Cong dich vu cdng qudc gia
(https://dichvucong.gov.vn) hoac H¢
théng thdng tin giai quyét tha tuc
hanh chinh cua tinh
(https://dichvucong.hatinh.gov.vn).

2. Cong chie Tu phép - Ho tich kiém Mau 01; 02,
tra ho so: cong chic | Gis |03 (néu co);
- Néu hd so chua day du hogc khong | Twphdp - | hanh |06 va Ho so
hop 1&: Hudng din hoic théng bao| HO tich chinh | theo myc 2.3

bang van ban cho c& nhan bd sung,
hoan thién hd so. Truong hop khdng
b6 sung, hoan thién dugc hd so thi
thong bao tir chéi giai quyét hd so.

- Néu ho so day du, hop 1&: Lam thu
tuc tiép nhan ho so va thu phi, 1& phi
theo quy dinh. Néu tlep nhan hé so
sau 15 gio thi gui Phiéu hen, tra két
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qua cho ngudi 6 yéu cau trong ngay
lam viéc tlep theo hodc gui tin nhin
hen tra két qua qua dién thoai di dong
cho nguoi co yéu cau (néu nguoi ¢6
yéu cau lwa chon hinh thic nop hé so
truc tuyén).

Sau khi tiép nhan hd so theo hinh
thac nop truc tiép, Cong chicc Tu
phap - Ho tich thuc hién sé hoa (sao
chup, chuyén thanh tai liéu dién to
trén hé thong thong tin, co s dir liéu)
va ky s vao tai liéu, ho so giai quyét
thi tuc hanh chinh di dugc s6 hoa
theo quy dinh.

B2

Kiém tra, xem xét hd so, nhap di liéu
vao phan mém hé tich hoac kiém tra
théng tin tir phan mém ho tich, in ban
sao Trich luc ho tich, trinh 1anh dao
UBND cip x&; vao S6 cap ban sao
Trich luc ho tich.

Truong hop tiép nhan hd so xin cap
ban sao Trich luc ho tich theo hinh
thac truc tuyén, cong chac 1am cong
tac ho tich gui lai noi dung biéu mau
Trich luc ho tich dién tir twong ng
véi thong tin day da cho ngudi yéu
cau qua thu dién tir hoac thiét bi so.
Nguoi yéu cau c6 trach nhiém kiém tra
tinh chinh xac, day du cua cac thong tin
trén biéu mau Trich luc ho tich dién tur
va xac nhan (tdi da mot ngay).

Néu ngudi co yéu cap ban sao Trich
luc ho tich di théng nhét, day du hoac
khong c6 phan hoi sau thoi han yéu
cau thi céng chirc Tu phap - Ho tich
nhap dir liéu vao phan mém ho tich
hodc kiém tra théng tin tir phan mém
ho tich, in ban sao Trich luc hd tich,
trinh 1anh dao UBND cép x&; vao So
cap ban sao Trich luc h tich.

Cong chirc
Tu phap -
Ho tich

03 gio

Mau 05:
Ban sao Trich
luc hd tich

B3

Ky ban sao Trich luc ho tich cho cong
dan.

Lanh dap
UBND cap

01 gio

Mau 05:
Ban sao Trich
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Xa luc ho tich
Pong dau vin ban va chuyén két QUA | ~500 chic Mau 05, 06;
B4 | cho cong chirc Tu phéap - Ho tich dé | -2 © 01gi> | Ban sao Trich
, A Vian phong o
tra cho ca nhan. luc ho tich
: P S 0 ] Te Mau 01, 06;
Chuyén nguoi dan ky vao So va tra Cong C’huC G\'O’ , y ]
BS | két qua, thu phi theo quy dinh Tuphdp - [ hanh | Ban sao Trich
» (U p quy ¢t Ho tich | chinh luc ho tich

* Truong hop khong xu ly dugc trong ngay lam viéc hodc trong ngay lam viéc
tiép theo (d6i v6i hd so nhan sau 15 gio) thi trong ngay hen tra két qua, cong
chtrc Tu phép - Ho tich trinh Cha tich UBND cap x& ky ban hanh phiéu xin 15i
va hen lai ngay tra két qua dé gui cho to chuc, ca nhan.
* Trong qua trinh giai quyét hd so ngudi c6 trach nhiém thuc hién can thuc
hién ddng thai cac thao tac tiép nhan/chuyén/tra ho so, két qua giai quyét trén
phan mém Hé thdng thdng tin giai quyét tha tuc hanh chinh cua tinh véi cac
budc trong quy trinh.

3 | BIEU MAU
)
Mﬁu 01 Mau 01.docx
Gidy tiép nhan ho so va hen tra két qua
0
Mau 02 ’ ‘ 7 . Mau 02.docx
Phiéu yéu cau bo sung hoan thién ho so
)
Méu 03 Mau 03.docx
Phiéu tir chéi tiép nhan giai quyét hd so
)
Mau 04 Mau 04.docx
Phiéu xin 13i va hen lai ngay tra két qua
]
Mﬁu 05 Mau 05.docx
Phiéu kiém soat qué trinh giai quyét ho so
)
Mﬁu 06 MAau 06.docx
S6 theo ddi ho so
=
BM.HT.23.01

To khai cap ban sao trich luc hé tich

BM.HT.23.01.doc
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Mau dién tir twong tic yeéu cau c‘d’p ban sao Gidy khai sinh, ban
sao Trich luc ho tich (néu ngp ho so theo hinh thirc truc tuyén).
BM.HT.23.02 W S

BM.HT.23.02.docx

HO SO LUU:

Mau 01; 02, 03, 04 (néu co); 06 luu tai Bo phan Tiép nhan va Tra két qua cua
UBND cap xa. Mau 01, 05 Iuu theo ho so;

Ho so dau vao theo muc 2.3;

S6 cap ban sao Trich luc ho tich;

Phan mém http:/hotichdientu.moj.gov.vn; Phan mém Hé thong thang tin giai
quyét thu tuc hanh chinh caa tinh.

Ho so duoc luu tai UBND cap x4, thoi gian luu trit S0 ¢ap ban sao Trich luc ho tich la
vinh vién, con cé~c giay to khac thuc hién Iuu theo quy dinh cua Luat Ho tich va céc
van ban huéng dan thi hanh.

24. Pang ky két hon, xac nhan tinh trang hén nhan truc tuyén

KY HIEU QUY TRINH QT.HT.24

NQI DUNG QUY TRINH

2.1

Piéu kién thuc hién TTHC:

- Viéc nop ho so diang ky két hdn, xac nhan tinh trang hdn nhan truc tuyén trén
Cong Dich vu cong quéc gia, Hé thong thdng tin giai quyét thir tuc hanh chinh
cua tinh chi dugc thuc hién véi diéu kién Cong dich vu cong/Hé thong mét cira
dién tir cta tinh d3 hoan thanh viéc két néi, khai thac dit liéu céng dan tir Co so
dir liéu quéc gia vé dan cu va két ndi, lién théng dit liéu véi Phan mém dang ky,
quan ly hé tich dién tir dung chung cta B6 Tu phap.

- Cong dan c6 yéu cau giai quyet thil tuc hanh chinh dang ky két hén, xac nhan
tinh trang hoén nhan tryc tuyén cé tai khoan trén Cong dich vu céng Qudc gia
hoac tai khoan dinh danh dién tir mic do 2 theo quy dinh caa Nghi dinh sb
59/2022/ND-CP ngay 05/9/2022 cua Chinh phi quy dinh vé dinh danh va xac
thuc dién tu.

2.2

Cach thirc thuc hign TTHC:

- Ngudi c6 yéu cau truy cap Coéng dich vu cong qudc gia
(https://dichvucong.gov.vn)/Hé thdng thong tin giai quyét thu tuc hanh chinh
cua tinh (https://dichvucong.hatinh.gov.vn), ding ky tai khoan (néu chua c6 tai
khoan), x&c thuc ngudi ding theo hudng dan, diang nhap vao hé thong.
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- Nguoi ¢6 yéu cau lya chon co quan dang ky ho tich ¢ tham quyen giai quyét
thu tuc dang ky két hon thuc hlen quy trinh nop hd so: Pang ky két hon, xac
nhan tinh trang hén nhan truc tuyén.

- Ngudi ¢6 yéu cau cung cap thdng tin trén biéu mau dién tir tuong tac dang ky
két hon, x4c nhan tinh trang hén nhan (c6 mau kém theo); dinh kém ban chup
hoac ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop phi, 18 phi thdng
qua chtrc nang thanh toan truc tuyén hoic bang cach thuc khéc theo quy dinh
phap luat, hoan tat viéc nop hd so.

A A A AL Ban Ban
Thanh phan ho so, bao gom: chinh | sao
Biéu mau dién tir tuong tac dang ky két hon, xac dinh tinh trang «

hon nhan.

Nguoi ¢6 yéu cau thuc hién viéc tai 1én ban chup cac gidy to
sau:

Ho chiéu hodc Chitng minh nhan dan hodc Thé cin cude cong
dan hoac cac gidy to khac c6 dan anh va thoéng tin ca nhan do co
quan c6 tham quyén cap, con gia tri sir dung dé chiing minh vé
nhan than cia ngudi c6 yéu cau. Truong hop cac thdng tin ca X
nhan trong cac gidy to nay da co trong Co so dit lieu Qudc gia
vé dan cu, Co sé dir liéu Ho tich dién tar, dugc hé thong dién tu
dong thi khong phai tai Ién;

Gidy to chang minh thudc gia dinh ¢6 cong véi cach mang,
ngudi thudc ho ngheo, nguoi khuyét tat (néu co);

Gidy to o gia tri chang minh thdng tin vé cu trt trong trudng
hop co quan quan 1y Co so dir liéu ho tich dién tir khdng thé
khai thac duoc thong tin vé noi cu tri cua cdng dan theo cac
phuong thirc quy dinh tai khoan 2 Piéu 14 Nghi dinh s
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop
cac thong tin vé giy to ching minh noi cu trit da duoc khai
thac tir Co so dir liu qu0c gia vé dan cu bang cac phuong thirc
nay thi ngudi c6 yéu cau khéng phai tai lén.

Trich luc ghi chu ly hén dbi véi truong hop cong dan Viét Nam
dang ky thuong tra tai dia ban xa lam thu tuc dang ky két hon,
da duoc giai quyet viéc ly hdn, hay viéc két hon trude do tai co
quan c6 tham quyén nuéc ngoai.

* Lueu ¥ khi nop ho so:

+ Ban chup cac gidy to guri kém theo hé so truec tuyén phdi bdo dam ré nét, day
dii, t0An Ven vé ngi dung, la ban chup bang may dnh, dién thoai hodc duoc
chup, duot quet bang thiét bi dién tur, tir gidy to duot cap hap ¢, con gia tri sir
dung; néu l1a gidy to do co quan cé tham quyén nwéc ngodi cap thi phdi duoc
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hop phap hoa 1anh si, dich sang tiéng Viét theo quy dinh, trir trwong hop duoc
mién hop phap héa 1anh sy.

+ Khi den nhdn két qua, hai bén nam, ni phai ¢6 mat, xuat trinh giay to- tuy
than (hé chiéu, chitng minh nhan dan, thé cdn cuéc 'cdng dan hodc giay to khac
c6 dan dnh va théng tin cd nhan do co quan cé tham quyén cdp, con gia trj sit
dung) dé xdac dinh diing nhan than.

2.4 | S6 lwgng ho so: 01 bo.
Thoi han giai quyét:
- Bang ky két hén: Ngay trong ngay tiép nhan du ho so hop 1¢ (nhan hé so sau
55 15 gio ma khong giai quyét dugc ngay thi tra két qua trong ngay 1am viéc tiép
"~ | theo). Truong hop can phai xac minh diéu kién két hon cua hai bén nam, nit thi
thoi han giai quyét khong qué 05 ngay lam viéc.
- X&c nhan tinh trang hén nhan: Trong ngay lam viéc.
Pia diém tiép nhan hd so va tra két qua giai quyét TTHC:
26 |- Nop ho so: Cong dich vu cong qudc gia/Heé thong thong tin giai quyét thi tuc
"~ | hanh chinh cua tinh.
- Nhan két qua: Bo phan TN&TKQ caa UBND cép xA.
Co quan thuc hién: UBND cap x3 noi cu tri ctia bén nam hozc bén nir.
Co quan c6 thAm quyén quyét dinh: UBND cap x4 noi cu tra ctia bén nam
2.7 | hoac bén nt.
Co quan dwoc iy quyén: Khong.
Co quan phdi hop: Co quan quan Iy Co sé dit liéu Qudc gia vé dan cu.
2.8 | Poi twgng thuc hién TTHC: Ca nhan.
2.9 | Két qua giai quyét TTHC: Giay chiing nhan két hon.
2.10 | Quy trinh xi ly céng viéc
. Tréach o Biéu
TT Trinh tw nhigm Thoi gian mAU/KEt qui
1. Tiép nhan ho so trén Cong dich
vu cong quoc gia
(https://dichvucong.gov.vn) hoac Hé X
thong thong tin giai quyét tha tuc Mau 01; 02,
hanh chinh cua tinh | Céng chtic Gio hanh 03 (néu co);
B1 | (https://dichvucong.hatinh.gov.vn). Tu phap - ::(:1 inin 06 va Ho so
2. Cong chirc Tu phap - Ho tich| Hotich theo muc 2.3

kiém tra ho so:

- Truong hop hd so chua diy du,
hop 1&: Gui thong bao qua thu dién
ter hodc tin nhan qua dién thoai di
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dong cho nguoi yéu cau bo sung,
hoan thién ho s0, néu rd loai gidy to,
noi dung can bd sung dé ngudi co
y&u cau b sung, hoan thién. Truong
hop nguoi c6 yéu cau khéng bod
sung, hoan thién dugc hd so thi giri
thong bao tir chdi giai quyét hd so.

- Truong hop hd so day du, hop 18
thi tiép nhan hd so, ddng thoi guri
Phiéu hen, tra két qua qua thu dién
ter hodc tin nhian qua dién thoai di
dong cho ngudi c6 yéu cau, trong do
néu rd thoi gian tra két qua. Truong
hop tiép nhan hd so sau 15h00 ma
khong thé giai quyét duoc ngay thi
gui Phiéu hen, tra két qua qua thu
dién tir hoac tin nhin qua dién thoai
di dong cho nguoi c6 yéu cau, trong
d6 co néu rd thoi gian tra két qua
trong ngay lam viéc tiép theo.

B2

Tham tra ho so:

- Trudong hop hd so can bd sung,
hoan thién hodc khong du diéu kién
giai quyét, phai tir chéi thi gui thong

bao qua thu dién tar hoic tin nhan Mau 05;
qua dién thoai di dong cho nguoi cd | Cong chic Van ban xac
yéu cau. Tuphép- | O4ngdy |minh  thong
- Trudng hop can phai kiém tra, xac | HO tich tin (néu co).
minh lam rd thi gui thdng tin hen lai

ngay tra két qua qua thu dién tir hoac

gui tin nhan qua dién thoai di dong

cho nguoi ¢6 yéu cau. Thuc hién xac

minh thong tin.

Truong hop ho so di day du: Mau 05;

- Su dyng chirc nang trén Hé thdng pé nghi
kiem tra tinh trang hon nhan cua UBND cap x&
cdng dan (néu Co s& dir liéu ho tich | Cong chirc 6 thim
dién tir ¢ di thong tin ctia cong dan). Tuphdp- | 020i0 |quyén  xac
- Trudng hop nguoi yéu cau khong Ho tich nhan tinh
cu tri trén dia ban cip x& khong trang hon
kiém tra dugc tinh trang hén nhan nhan qua
cua cdng dan thi chuyén hd so xac chic  nang
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nhan tinh trang hon nhan té6i UBND
cap xa c6 tham quyen xac nhan tinh
trang hén nhan.

trén phan
mém ho tich

B3

Cong chic Tu phap Ho tich cua
UBND cip xa c6 tham quyén Xac
nhan tinh trang hén nhan co6 trach
nhiém tiép nhan hd so trén Hé thng,
kiém tra, x4c minh théng tin tinh
trang hén nhan cuaa cong dan, hoan
tat tha tuc xac nhan tinh trang hon
nhan, chuyén tra két qua 1a thdng tin
vé Gidy xac nhan tinh trang hén
nhan (ky s6), tinh trang hon nhan
Cua nguoi €O yeu cau cho UBND
Cap X3 noi tiép nhan ho so dang ky
két hon.

UBND cap
xa duoc dé

nghi

02 gid

Mau 05;
Thong tin vé
TTHN cua
nguoi €O Yyéu
cau

B4

Sau khi c6 két qua xac minh/nhan
duoc két qua phan hdi vé tinh trang
hon nhan, treong hop hai bén nam
nit du diéu kién két hon, cong chic
Tu phap - Ho tich hoan tat quy trinh
dang ky két hén, ghi vao So6 dang ky
két hon, cap nhat thong tin dang ky
két hon trén Phan mém ding ky,
quan ly ho tich dién tir dung chung.

Cong chuc
Tu phap -
Ho tich

02 gid

Mau 05;
Du thao Giay
chang  nhan
ket hon

BS

Cong chire Tu phap-H9 tich in Gidy
chung nh@n két hon, trinh Lanh dao
UBND cap xa ky.

Cong chirc
Tu phap -
Ho tich

01 gid

Mau 05, 06;
Gidy chung
nhan ket hon

B6

Tra két qua cho cé nhan:

Pé nghi hai bén nam nit xuat trinh
gidy to tuy than (ho chiéu, ching
minh nhén dan, thé can cudc cong
dan hoic gidy to khac c6 dan anh va
thong tin c4 nhan do co quan co
tham quyén cap, con gia trj str dung)
dé xac dinh dung nhén than, kiém tra
thong tin trén Gidy ching nhan két
hon, trong S6 diang ky két hén,
khing dinh sy tu nguyén két hon va
ky S6 Piang ky két hon, ky Gidy
ching nhan két hén. Tra mdi bén

Cong chuc
Tu phap -
Ho tich

Gio hanh
chinh

Mau 01, 06;
Gidy chung
nhan ket hén
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nam, nir 01 ban chinh Giay ching
nhan két hon.

* Truong hop ho so khong xu Iy dwoc trong ngay lam viéc hogc trong ngay lam
viéc tiép theo (doi véi hé so nhdn sau 15 gio), trong ngay hen tra ket qud, cong
chite Tur phdp - Hé tich trinh Chu tich UBND cdp x& ky ban hanh phiéu xin 16i
va hen lgi ngay tra két qua dé guri cho té chire, c& nhan.

* Trieong hop hé so can xac minh néu qué han xi# Iy, trong thei gian chdm nhat
01 ngay trudc ngay hét han xi 1y, cong chirc Tur phép - Hé tich trinh Chy tich
UBND cdp x& ky ban hanh phiéu xin 16i va hen lai ngay tra két qud dé gui cho
té chitc, ca nhan.

* Trong qua trinh gidi quyét hé so nguoi c6 trach nhiém thuc hién can thuc
hién dong thoi c&c thao tac tiép nhdn/chuyén/tra ho so, két qua gidi quyét trén
phan mém: http://dichvucong.hatinh.gov.vn véi cac budc trong quy trinh.

BIEU MAU

Giay tiép nhan ho so va hen tra két qua

Mau 01 W

M3u 01.docx

Phiéu yéu cau b6 sung hoan thién ho so
MAu 02 w5

M3u 02.docx

Phiéu tir chéi tiép nhan giai quyét hd so
M3u 03 w5

M&u 03.docx

Phiéu xin 15i va hen lai ngay tra két qua

Mau 04 'Eﬂ

M3u 04.docx

Phiéu kiém soét qué trinh giai quyét ho so
M3u 05 w5

M3u 05.docx

S6 theo dbi ho so
M3u 06 w5

M3u 06.docx
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HO SO LUU:

Mau 01; 02, 03, 04 (néu co); 06 luu tai BO phan TN&TKQ cia UBND cap x4.
Mau 01, 05 Iuu theo ho so;

Ho so dau vao theo muc 2.3;

Gidy to thé hién tinh trang hdn nhan cia ngudi ¢ yéu cau:

S6 bang ky két hon;

Phan mém Hé thng thong tin giai quyét thu tuc hanh chinh cua tinh; Phan mém
http://hotich.moj.gov.vn.

Ho so duoc luu tai UBND cip x4, thoi gian luu trit ho so dang ky két hon va xac nhan
tinh trang hon nhan thuc hién luu theo quy dinh cta Luat HO tich va cac van ban
hudng dan thi hanh.
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II. LINH VUC NUOI CON NUOI

1. Pang ky viéc nuéi con nuéi trong nwéc

1 | KY HIEU QUY TRINH QT.NCN.01

2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thuc hién TTHC:
* Ngwoi nhdn con nudi phdi ¢é dii diéu kign sau:
- C6 nang luc hanh vi dan sy day du;
- Hon con nudi tir 20 tudi tro 1én - khong ap dung d6i vai truong hop cha dugng nhan
con riéng cua v, me ké nhan con riéng caa chong lam con nudi hoic ¢d, cau, di, cha
bac ruot nhan chau lam con nubi;
- C6 diéu kién vé suc khoe, kinh té, chd ¢ bao dam viéc cham soc, nudi dudng, gido
duc con nudi - khéng ap dung ddi voi truong hop cha dwong nhan con riéng cua vo,
me ké nhan con riéng caa chong lam con nudi hodc ¢6, cau, di, cha bac rudt nhan
chau lam con nubi;
- C6 tu cach dao duc tét.
* Cdc trwong hop khéng dwoct nhdn con nudi
- Pang bi han ché mot s quyén caa cha, me dbi vai con chua thanh nién;
- Pang chap hanh quyét dinh xir Iy hanh chinh tai co so gido duc, co s& chita bénh;
- Pang chap hanh hinh phat to;
- Chua duoc x06a &n tich vé mot trong céc toi cd y xam pham tinh mang, stuc khoé,
nhan pham, danh du cua ngudi khac; nguoc dii hoic hanh ha 6ng ba, cha me, vo
chéng, con, chau, nguoi co céng nudi dudng minh; du dd, ép budc hoic chira chap
nguoi chwa thanh nién vi pham phap luat; mua ban, danh trao, chiém doat tré em.
* Tré em dwoc nhan 1am con nudi phdi cé dii cdc diéu kign sau:
- L& tré em dudi 16 tudi; néu tré em thudc truong hop dugce cha duong, me ké, ¢,
cau, di, chd, bac rudt nhan 1am con nudi thi dén dudi 18 tudi;
- Tré em bi bo roi, tré em md cbi ca cha va me, tré em khdng noi nuong tua;
- M6t nguoi chi duoc 1am con ciia mét ngudi doc than hodc cia ca hai ngudi 1a vo chong.

2.2 | Cach thuc thuc hién TTHC:

- Tryc tiép tai Bo phan Tiép nhan va Tra két qua cua Uy ban nhan dan (UBND) cap
xa.
+ Déi voi truong hop tré em md ¢o6i khong c6 ngudi nudi dudng hoic tré em c6 cha
me dé, nguoi than thich nhung khong cé kha nang nudi dudng dugc nhan lam con
nudi, nop hd so tai Uy ban nhan dan cip xa noi ngudi dugc nhan 1am con nudi thudng
tra;
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+ Poi voi truong hop cha duong hoic me ké nhan con riéng cua vo hoic chong lam
con nudi; cd, cau, di, chl, bac rudt nhan chau 1am con nudi, nép hd so tai Uy ban
nhan dan cip xi noi cu tra cua ngudi nhan con nudi hoic cua ngudi duoc nhan 1am
con nuoi;

+ i véi trudng hop tré em bi bo roi chwa chuyén vao co sé nudi dudng dugc nhan
lam con nudi, nop ho so tai Uy ban nhan dan cip xa noi 1ap bién ban xac nhan tinh
trang tré em bi bo roi;

+ Ddi véi trudng hop tré em & co s6 nudi dudng dugc nhan 1am con nudi, nop ho so
tai Uy ban nhan dan cip xa noi ¢6 tru s& cta co sd nudi dudng. Néu ho so cuia tré em
0 co so NUOI dudng dwoc gioi thiéu lam con nudi da guri So Tu phap thi So Tw phadp
gidi thiéu nguwoi da dang ky nhu cau dén Uy ban nhan dan cdp xd noi dong tru sé co
S0 nudi dwdng dé xem xét, gidi quyét.

- Ngp hé so truc tuyén trén Cong dich vu cong quéc gia (https://dichvucong.gov.vn)
hogc Hé thong théng tin gidi quyéet thu tuc hanh chinh cua tinh
(https://dichvucong.hatinh.gov.vn).

2.3

Ban

Thanh phan ho so, bao gom:
sao

* Hé so' ciia ngwoi nh@n con nudi:

Don xin nhan con nuoi, theo mau BM.NCN.01.01 (néu nguroi yéu
cau lya chon négp ho so theo hinh thirc truc tiep);

Biéu mdu dién tir twong tic Pang ky viéc nudi con nudi trong nuéc
(do nguwoi Yeu cau cung cdp thong tin theo hwéng dan trén Cong
dich vu cong, néu TTHC c6 cung cdp dich vu cong truc tuyén va
nguoi €O yéu cau lya chon ngp hé so theo hinh thirc truc tuyén);

Ho chiéu, Gidy chirng minh nhan dan hoic gidy to c6 gié tri thay
thé;

Phiéu‘ly lich tu phép (duoc cap chua qua 06 thang tinh dén ngay
nop ho so);

Van ban xac nhan tinh trang hén nhan:

+ Truong hop ngudi nhan con nudi 1a cap vo chong nhan con nubi:
Giay chung nhan két hon;

+ Truong hop nguoi nhan con nudi la ngudi doc than nhan con
nubi: Giay xac nhan tinh trang hén nh&n (duoc cap chua qua 06 X
thang tinh dén ngay nop ho so);

Gidy kham strc khoe do co quan y té cap huyén tré 18n cip (duoc
cap chua qua 06 thang tinh dén ngay nop hf) so) (tree truong hop X
cha dwong nhdn con riéng cua vo, me ké nhgn con riéng cua
chong 1am con nudi hodc ¢6, cdu, di, chd, bac rudt nhdn chau lam




207

con nuoi);

Vin ban xac nhan hoan canh gia dinh, tinh trang chd &, diéu kién
kinh té do UBND cip x4 noi ngudi nhan con nudi thuong tri cap
(dugc cap chua qua 06 thang tinh dén ngay nop hd so) theo mau
BM.NCN.01.03, trir truong hop cha dugng nhan con riéng cua vo,
me ké nhan con riéng cua chdng 1am con nuéi hoic c6, cau, di,
chd, bac rudt nhan chau lam con nubi;

Truong hop ngudi nhan con nudi ¢d nguyén vong va dua diéu kién
nhan con nudi theo quy dinh nhung chua tim dugc tré em dé nhan
lam con nudi: Pon ding ky nhu cau nhan tré em 1am con nudi theo
mau BM.NCN.01.04.

Gidy to chirng minh thudc truong hop cha duong hoic me ké nhan
con riéng cua vo hoac ch6ng lam con nubi; c6, cau, di, chd, bac ruot
nhan chau 1am con nudi; nhan tré em khuyét tat, nhiém HIV/AIDS
hodc mac bénh hiém nghéo theo quy dinh caa Luat Nudi con nudi
va vin ban huéng dan; nguoi ¢ cong véi cach mang nhan con nudi
(néu co).

* Ho so ciia ngudi dwoc nhan 1am con nudi:

Gidy khai sinh; X

Gidy kham strc khoe do co quan y té cap huyeén tré 1én cap (duoc
cap chua qua 06 thang tinh dén ngay nop hd so);

Hai anh toan than, nhin thang chup khéng qua 06 thang; X

Bién ban xac nhan do Uy ban nhan dan hoic Cong an cip xi noi
phét hién tré bi bo roi lap ddi vai tré em bi bo roi; Gidy chang tir
cua cha dé, me dé hoidc quyét dinh cia Toa an tuyén b cha dé, me
dé cua tré em 1a da chét ddi véi tré em mo coi; quyét dinh cia Toa
an tuyén bd cha dé, me dé cua nguoi duoc gigi thiéu 1am con nudi
mat tich ddi v&i ngudi dugc gidi thiéu 1am con nudi ma cha dé, me
dé mét tich; quyét dinh cua Toa an tuyén bd cha dé, me dé cua
ngudi duoc gigi thiéu 1am con nudi mat niang lyc hanh vi dan sy
ddi véi nguoi duoc gidi thi¢u lam con nudi ma cha dé, me dé mat
nang lyc hanh vi dan sy;

Quyét dinh tiép nhan ddi véi tré em & co so nudi dudng. X

Luu y:

- Truong hop phdi chirng minh noi cw tru cua céng dan, can bg, cong chuc, vién
chite, cd nhdn dwoc giao trach nhiém tiép nhdn, gidi quyét phdi khai thac, si dung
thong tin Vé cw trii ciia c¢éng dan trong Co sé dir liéu quéc gia vé dan cur theo cdc
phuong thirc néu tgi khodn 2 Piéu 14 Nghi dinh sé 104/2022/ND-CP ngay
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21/12/2022 ciia Chinh phu. Truong hop khdng thé khai théc dwoe théng tin cu trii cua
céng dan theo cdc phwong thirc trén thi ¢d thé yéu cau nguwoi nhdn con nudi nép bdn
sao hogc xudt trinh mét trong cac gidy to chirng minh théng tin vé cu trii, bao gom:
Thé can cuéc cdng dan; Chizng minh nhan dan; Gidy xac nhdn thong tin vé cuw tri,
Gidy thdng bao sé dinh danh cd nhén va théng tin cong dan trong Co sé dir liéu quac
gia vé ddn cu.

- Cdc truong hop phdi chiing minh noi cu trii ciia céng dan bao gom:

+ Khi nguoi nhdn con nuéi dé nghi UBND cdp x& cdp Vén ban x&c nhdn hoan canh
gia dinh, tinh trang ché &, diéu kién kinh té;

+ Khi ngp hé so tai UBND cdp x&, can chizng minh noi ngueoi dwoc nhdn am con nudi
thwong tri trong truong hop tré em mé céi khong cé nguwoi nudi dwdng hodc tré em
cé cha me dé, nguoi thdn thich nhung khong cé kha nang nuéi duong dwoc nhagn lam
con nudi;

+ Khi ngp hé so tai UBND cdp x&, can chitng minh noi cu trii ciia ngwoi nhdn con
nudi hoac cua nguwoi duoc nhdn lam con nudi trong truong hop cha dwong hogac me
ké nhdn con riéng cua vor hogc chong 1am con nudi; ¢d, cdu, di, chd, bac ruét nhdn
chau lam con nudi.

2.4

S6 lwgng hd so: 01 bo ddi véi ting loai hd so cia ngudi nhan con nudi va hd so cua
nguoi dugc nhan lam con nudi.

2.5

Thai han giai quyét: 30 ngay lam viéc ké tir ngay nhan da ho so hop 18, trong dé:

- Thoi gian kiém tra ho so va 1ay y kién: 10 ngay, ké tir ngay nhan da hd so hop 1¢;

- Thoi gian nhitng nguoi lién quan thay ddi y kién dong y vé viéc cho tré em 1am con
nudi: 15 ngay ké tir ngay duoc lay y kién;

- Thoi gian cap Giay chting nhan nudi con nudi trong nudc, Ghi vao sé dang ky viéc
nudi con nudi va té chuc giao - nhan con nudi: 05 ngay, ké tir ngay hét han thay doi y
kién dong .

2.6

Dia diém tiép nhan ho so va tra két qua giai quyét TTHC:

- B6 phan Tiép nhan va Tra két qua cia UBND cap xa.

- Hé thang thong tin gidi quyét thi tuc hanh chinh cua tinh (chi tiép nhdn hé so):
http://dichvucong.hatinh.gov.vn  hogc  Céng dich vy cdng qudc gia
https://dichvucong.gov.vn.

2.7

Co quan thyc hién: UBND cép x4.

Co quan c6 tham quyén quyét dinh: UBND cap x4.

Co quan dwoc ity quyén: Khong.

Co quan phéi hop:

- UBND cdp xd noi thuong tri ciia nguoi nhdn con nudi (doi véi truong hop noi
thuong trQ cua nguoi dwoc nhgn con nudi va cua nguwoi nhdn con nudi khac nhau,
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nguwoi nhdn con nudi nop ho so ding ky nudi con nuéi tai UBND cdp xd noi thuwong
tru cua nguoi duwoc nhan lam con nudi).

- UBND cdp xd noi cw trii ciia ngwoi nhdn con nudi la cha dwong/me ké hodgc ¢0, cdu,
di, chi, bac rugt cia nguoi dwroc nhdn lam con nudi (@i Véi trwong hop noi cu trii
Cua nguoi dwoc nhgn lam con nudi va cua nguoi nhdn con nuéi khac nhau, nguoi
nhan con nudi nép ho so ding ky nuéi con nudi tai UBND cdp xd noi cw trii cua
nguoi dwoC Nhdn lam con nudi) va nguoc lai.

Poi twong thuc hién TTHC: Cong dan Viét Nam thuong tri ¢ Viét Nam nhan tré

28 em thwong trd ¢ Viét Nam lam con nuéi.
Két qua giai quyét TTHC:
2.9 | - Ho so du diéu kién: Giay ching nhan nudi con nudi trong nudc.
- Ho so khong du diéu kién: Vin ban thong bao khong du diéu kién nudi con nudi.
2.10 | Quy trinh xir ly cdng viéc
. Trach Thoi Biéu mau/Ke
TT Trinh ty ic _01 ieu aqu/ et
nhiém gian qua
1. Tiép nhan ho so
Tiép nhdn hé so truc tiép tir cd nhan
hogc trén Cong dich vu cong qudc gia
(https://dichvucong.gov.vn)  hogc Hé
thong théng tin gidi quyét thu tuc hanh
chinh cua tinh MiU 0L 02. 03
(https://dichvucong.hatinh.gov.vn). ?u NN
. , . N Cdng chuc o (néu cd); 06 va
2. Cong chae Tu phap - Ho tich kieém tra ; Gio hanh A
B1 hd so: Tu phap - chinh HoO so theo muc
050" ‘ ‘ H tich 2.3
- Truong hop ho so chua day du, hop I€:
Huéng dan ngudi nop hd so bd sung,
hoan thién theo quy dinh, néu khéng b
sung hoan thién duogc thi tir chdi tiép nhan
hd so.
- Truong hop hd so day da, hop Ié thi
tiép nhan ho so.
Cona chie Mau 05 va Ho
Kiém tra, xem xét ho so va lay y kién g¢ . so kém theo
B2 | . A Tu phap - | 10 ngay T
cua nhirng nguoi co lién quan. n e Bién ban lay y
Ho tich Kién
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Nhitng ngudi lién quan thay d6i y kién

ddng y vé viéc cho tré em l1am con nudi 15ngdy |Vian ban thay
(néu co) Nhitng kétr | ddi y kién ddng
B3 | Luu y: Hét thoi han 15 ngay lam viéc ké | nguoi lién ngdy |y veé viéc cho tré
tir ngay dugc liy y kién dong y, nhiing quan duoc lay | em lam con nudi
ngudi lién quan khong duge thay doi y y kién | (néu co).
kién vé viéc cho tré em 1am con nudi.
Sau khi hét thai han Iy ¥ kién, néu hb so _
du diéu kién va khong co thay doi y kién Mau 05; )
thi vao S6 dang ky nudi con nudi; Nhap Du  thao Gié}_’
di lidu vao phan mém ho tich, in dy thao | Cong chirc ching nhan nuoi
B4 | Gidy chiing nhan nudi con nuoi; Tuphép- | 04ngay |SOM NUOI h9ac
Néu khong dii didu kién: Du thao Van | Ho tich Van ban thong
ban thong bdo khong dit didu Kign nui bio khong du
con nudi. dleAu_ Kién P.han
C nudi con nubi.
Trinh lanh dao UBND cap xa.
Mau 05;
Giay ching
o nhan nudi con
BE K\y du Théo két qua giai quyét thu tuc UlelilhDdfgp 07 git nudi h?éc Vé‘:tn
hanh chinh 4 ban théng bgo
khong du diéu
kién nhan nudi
con nudi.
Mau 05, 06;
Giay chang
nhan nubi con
B6 Phat hanh vin ban va chuyén két qua cho | Cong chirc 01 gi nudi hoic Vin
cong chuc Tu phap - Ho tich. Van phong ban théng bao

khong du diéu
kién nhan nudbi
con nuoi.
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Tra két qua:

L L Mau 01, 06;
- Truong hop cap Giay chang nhan nuGi 2 ,
N 2 i 4A Lo s Giay chung
con nudi thi chuyén nguoi dan ky vao ha .
S, to chirc giao - nhan con nudi, thu I& | Céng chuc Gis hanh n %h/ QL{O' E?n
B7 | phi theo quy dinh néu co. Tu phép - (o | uov van  ban
) 5 3 tich chinh | théng bao khong
- Tra van ban thong bao khong du didu | Hotic di didu  Kien
kién nhan nudi con nudi néu khong du ahan nubi con
diéu kién cap Gidy chang nhan nudi con e
nuoi. '
* Truong hop ho so qua han xu ly, trong thoi gian cham nhat 01 ngay trudc ngay hét
han xu ly, céng chizc Tu phap - Ho tich trinh Chu tich UBND cap x& ky ban hanh
phiéu xin 15i va hen lai ngay tra két qua dé gui cho t6 chuc, ca nhan.
3 | BIEU MAU
=
Mau 01 Mau 01.docx
Gidy tiép nhan hd so va hen tra két qua
=
Mau 02 MAu 02.docx
Phiéu yéu cau bo sung hoan thién ho so
=
Mau 03 Mau 03.docx
Phiéu tir chéi tiép nhan giai quyét ho so
o)
Mau 04 MAu 04.docx
Phiéu xin 13i va hen lai ngay tra két qua
!
Mau 05 Mau 05.docx
Phiéu kiém soat qua trinh giai quyét ho so
=
Mau 06 Mau 06.docx
S6 theo ddi ho so
=
BM.NCN.01.01 BM.NCN.01.01.doc
Pon xin nhan con nudi
BM.NCN.01.02 Biéu mdu dién tir twong tdc Pdng ky viéc nudi con nudi trong
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nwoc

BM.NCN.01.02.docx

Van ban xac nhan hoan canh gia dinh cua nguoi nhan con nudi

BM.NCN.01.03 e

BM.NCN.01.03.doc

Pon ding ky nhu cau nhan tré em 1am con nudi

=

BM.NCNO01.04.doc

BM.NCN.01.04

HO SO LUU:

Mau 01; 02, 03, 04 (néu c6); 06 luu tai Bo phan Tiép nhan va Tra két qua cuaa UBND
cap x&. Mau 01, 05 luu theo hd so;

Ho so dau vao theo muc 2.3;

S6 dang ky nuoi con nudi;

Bién ban lay y kién;

Vin ban thay doi y kién déng y vé viéc cho tré em lam con nudi (néu co).

Vin ban thong bao khong du diéu kién nudi con nudi (néu co);

Phan mém http://hotichdientu.moj.gov.vn; Hé thong thdng tin giai quyét tha tuc hanh
chinh tinh Ha Tinh.

Ho so duoc luu tai UBND cap x4, thoi gian luu trit S6 dang ky nudi con nudi 1a vinh vién,
con cac gidy to khéac thuc hién luu theo quy dinh cua Luat Ho tich va cac van ban huéng dan

thi hanh.
2. Pang ky lai viéc nudi con nudi trong nuwéc
1 | KY HIEU QUY TRINH QT.NCN.02
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thyc hién TTHC:

- Viéc nudi con nudi di duoc ding ky nhung ca S6 ho tich va ban chinh giay to dang
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ky nudi con nudi bi mat hoic hu hong khéng sir dung duoc;
- Ca cha, me nudi va con nudi déu con séng vao thoi diém yéu cau diang ky lai.

2.2 | Cach thuc thuc hién TTHC:
- Tryc tiép tai BO phan Tiép nhan va Tra két qua cia Uy ban nhan dan (UBND) cap
xa.
- Ngp hé so truc tuyén trén Cong dich vu cong qudc gia (https://dichvucong.gov.vn)
hogc Hé thong thong tin gidi quyét tha tuc hanh chinh cua tinh
(https://dichvucong.hatinh.gov.vn).
N A A AL Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao

To khai dang ky lai viéc nudi con nudi, theo mau BM.NCN.02.01 (néu
ngudi 6 yéu cau lya chon nop hd so theo hinh thuc tryuc tiép);

Truong hop yéu cau dang ky lai tai UBND cap x& khong phai la noi |
truge day da dang ky viéc nudi con nudi, thi To khai phai co cam két

clia ngudi yéu cau dang ky lai vé tinh trung thuc cua viée dang ky
nudi con nudi trude d6 va co chir ky cua it nhat hai nguoi lam ching.

Biéu mdu dién tir twong tic Pdang ky lai viéc nubi con nudi trong
nuéc (Néu nguoi cO yéu cau lya chon nép hé so theo hinh thirc tryc
tuyén);

Luu y:

- Khi nép hé so, truong hop phdi chitng minh noi thwong tri cua cha me nudi va con
nudi, can bg, cong chic, vién chire, cd nhdan dwoc giao trach nhiém tiép nhdn, gidi
quyét hé so phdi khai thac, sir dung thong tin Vé cu trii ciia cong dan trong Co sé dir
ligu quéc gia vé ddn cur theo cdc phirong thirc néu tai khodn 2 Piéu 14 Nghj dinh so
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu.

- Truwong hop khodng thé khai thic dwoc théng tin cw trii cuia cong dan theo céc
phirong thirc trén thi c6 thé yéu cau nguoi nép hé so ndp ban sao hodc xudt trinh mét
trong cac gidy to: chirng minh thng tin vé cu trii, bao gom: Thé can cuéc cong dan;
Chitng minh nhan dan; Gidy xac nhdn théng tin vé cu trii, Gidy thdng béo sé dinh
danh cd nhén va théng tin céng dan trong Co sé dir liéu quac gia vé dan cu.

2.4 | S6 lwong ho so : 01 bo

. Thai han giai quyét: Trong thoi han 05 ngay lam viéc, ké tir ngay nhan du ho so hop
lé.
Dia diém tiép nhan ho so va tra két qua giai quyét TTHC:

,6 |~ B0 phan Tiép nhan va Tra két qua cua UBND c4p x4.

- Cong dich vu cdng quoc gia (https://dichvucong.gov.vn) hogc Hé théng théng tin
gidi quyét thu tuc hanh chinh cia tinh (https://dichvucong.hatinh.gov.vn).
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2.7

Co quan thuc hién: Uy ban nhan dan cap xa noi cha me nudi va con nudi thuong trd
hodc Uy ban nhan dan cap x4 noi di dang ky viéc nudi con nudi trude day.
Co quan c6 thAm quyén quyét dinh: Khéng.

Co quan dwoc ity quyén: Khong.
Co quan phdi hep: Khong.

2.8

Péi twong thuc hién TTHC: Ca nhan c6 yéu cau dang ky lai viéc nudi con nuoi.

Két qua giai quyét TTHC:

- H6 so du diéu kién: Gidy chung nhan nuéi con nudi trong nudc.

29 1. Ho so khong du diéu kién: Van ban thong bao khong du diéu kién dang ky lai viéc
nudi con nudi.
2.10 | Quy trinh xir ly cdng viéc
TT Trinh ty Trich Thoi gian Bieu maou/Ket
’ nhiém qua
1. Tiép nhan ho so
Tiép nhdn ho so truc tiép tir c& nhan
hodc trén Cong dich vu céng quéc gia
(https://dichvucong.gov.vn) hogc H¢é
thong théng tin gidi quyét thi tuc hanh
chinh cua tinh N
(https://dichvucong.hatinh.gov.vn). M@u 01; 02, 03
i Cong chtrc s (néu cd); 06 va
Bl | 2 C(?ng chic Tu phap - Ho tich kiem | . phap - Glor,hanh HG so theo muc
tra ho so H6 tich chinh 53
- Truong hop hd so chua day da, hop
1&: Huong din ngudi nop hd so bd
sung, hoan thién theo quy dinh, néu
khong bd sung hoan thién duoc thi tir
chéi tiép nhan ho so.
- Trudng hop hd so day da, hop 1¢ thi
tiép nhan hd so.
Kiém tra, xem xét ho so: Mau 05 va Ho
. N .. , so kém theo;
Néu du dieu kién thi vao SO dang ky ) .;
nudi con nudi; Nhap dit ligu vao phan | Cong chirc Du thio Giay
B2 | mém ho tich, in du thao Gidy ching| Tuphip- | O4ngay |CMNg  nhan
nhan nudi con nuoi; Ho tich Auorcon nuol

Néu khong du diéu kién: Dy thao Vian
ban thong bao khong du diéu kién ding

hodc van ban
théng béo
khong du diéu
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ky lai viéc nudi con nuoi;
Trinh lanh dao UBND cip Xa.

kién dang ky
lai viéc nudi
con nudi

B3

Ky du thao két qua giai quyét thu tuc

hanh chinh

Lanh dao
UBND cip 07 gio
Xa

Mau 05;
Gidy  chung
nhan nudi con
nudi hodac van
ban théng bao
khéng du diéu
Kién dang ky
lai  nubi con
nuoi

B4

Phat hanh van ban va chuyén két qua
cho cong chitc Tu phap - Ho tich dé tra

cho cong dan.

Cong chuc

1 gic
Van phong 0lgio

Mau 05, 06;
Gidy  chung
nhan nudi con
nudi hodc van
ban théng bao
khong du diéu
kién dang ky
lai  nubi con
nuodi

BS

Chuyén nguoi dan ky So va tra két qua. | Tu  phap -

cong chic | i hanh

Ho tich chinh

Mau 01, 06;
Gidy  chung
nhan nudi con
nudi hoac van
ban thdong béo
khong du diéu
kién dang ky
lai  nubi con
nuoi

* Truong hop hd so qua han xu ly, trong thoi gian cham nhat 01 ngay trudc ngay hét
han xu ly, céng chicc Tu phap - Ho tich trinh Chu tich UBND cép x& ky ban hanh
phiéu xin 16i va hen lai ngay tra két qua dé gui cho t6 chuc, ca nhan.

BIEU MAU

Mau 01

Giy tiép nhan hd so va hen tra két qua

@j

Mau 01.docx
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@H

Mau 02 Mau 02.docx

Phiéu yéu cau bo sung hoan thién ho so
T

Mau 03 Mau 03.docx

Phiéu tir chéi tiép nhan giai quyét ho so
=

Mau 04 Mau 04.docx

Phiéu xin 15i va hen lai ngay tra két qua
=

Mau 05 Mau 05.docx

Phiéu kiém soat qué trinh giai quyét hd so
=

Mau 06 Mé&u 06.docx
So6 theo doi ho so

- ;
BMNCN0201 BM.NCN.02.01.doc
To khai dang ky lai viéc nudi con nudi

Biéu mdu dién tir twong tdc DPang ky lai viéc nudi con nudi trong
nuéc (Néu nguwoi cO yéu cau lya chon ngp hé so theo hinh thirc

tryec tuyén)
BM.NCN.02.02

BM.NCN.02.02.docx

HO SO LUU:

Mau 01; 02, 03, 04 (néu co); 06 luu tai B phan Tiép nhan va Tra két qua cia UBND
cap xa. Mau 01, 05 luu theo ho so;

Ho so dau vao theo muc 2.3;

S6 dang ky nuoi con nudi;

Vin ban thong bao khong du diéu kién dang ky lai viéc nudi con nudi (néu co);

Phan mém http://hotichdientu.moj.gov.vn; Hé thdng thong tin giai quyét TTHC tinh
Ha Tinh.

Ho so dugc luu tai UBND cip x4, thoi gian luu trir S6 dang ky nudi con nudi 1a vinh vién,
con cac gidy to khéac thuc hién luu theo quy dinh cua Luat Ho tich va cac van ban huéng dan
thi hanh.
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3. Giai quyét viéec ngwoi nwée ngoai cw tri & khu vuc bién giéi nwéc
lang giéng nhan tré em Viét Nam lam con nudi

1 | KY HIEU QUY TRINH QT.NCN.03
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thuc hién TTHC:
* Ngwoi nhédn con nudi cé dii cdc diéu Kién nhw sau:
- C6 nang lyc hanh vi dan sy day du;
- Hon con nudi tir 20 tudi tré 1en;
- Co diéu kién vé suc khoe, kinh té, chd & bao dam viéc cham soc, nudi dudng, giao
duc con nudi;
- Co tu cach dao duc tét;
- bu diéu kién theo quy dinh caa phap luat nudc lang giéng.
* Cdc trwong hop khong dwec nhgn con nuoi
- Pang bi han ché mot s6 quyén cua cha, me di véi con chua thanh nién;
- Pang chap hanh quyét dinh xt ly hanh chinh tai co sé gido duc, co s chita bénh;
- Pang chap hanh hinh phat tu;
- Chua dugc xda &n tich vé mot trong céc toi ¢ y xam pham tinh mang, stic khog,
nhan pham, danh dy ctia nguoi khac; nguoc dai hodc hanh ha ong ba, cha me, vo
chong, con, chau, nguoi c6 cong nudi dudng minh; du do, ép buoc hoic chira chap
nguoi chua thanh nién vi pham phap luat; mua ban, danh trao, chiém doat tré em.
* Tré em dwoc nhan 1am con nudi phdi ¢é dii cdc diéu kign sau:
+ L& tré em dudi 16 tudi; 1a tré em tir du 16 tudi dén dudi 18 tudi néu thude truong
hop dugc cha dugng, me ke, ¢, cau, di, cha, bac ruét nhan lam con nudi;
+ Mot nguoi chi dugc lam con ctia mét ngudi doc than hoac cua ca hai nguoi la vo
chong.
2.2 | C4ch thirc thuc hign TTHC:
Truc tiép tai Bo phan Tiép nhan va Tra két qua cua Uy ban nhan dan (UBND) cép xA.
N 5 Ban Ban
2.3 | Thanh phan ho so, b om: .
phan 1o so, bao go chinh | sao
* Ho so' ciia ngwdi nhan con nudi:
- | Pon xin nhan con nudi, theo mau BM.NCN.03.01; X
- | Ho chiéu hoic giay to c6 gia tri thay thé; X
Phiéu Iy lich tu phap (dwoc cap chua qua 06 thang tinh dén ngay nop «
hd s0);
_ | Van ban xac nhan vé viéc ngudi nhan con nudi c6 du diéu kién nudi y
con nudi theo quy dinh cia phép luit nuéec d6 theo biéu maiu




218

BM.NCN.03.02;

Vin ban xac nhan tinh trang hén nhan (duoc cap chua qua 06 thang
tinh dén ngay nop hd so);

Giay kham strc khoe (duoc cap chua qua 06 thang tinh dén ngay nop
hd s0);

Hai anh mai nhat, chyp toan than, ¢ 9 cm x 12 cm hoic 10 cm x 15
cm.

(Céc gidy to trén do co quan c6 tham quyén cia nwéc lang giéng | X
cap va phdi duoc dich ra tiéng Viét; cac gidy to 1a ban sao phdi co
bén chinh dé dsi chiéu va khdng phdi chitng thuc).

* Ho so ciia ngudi dwoc nhan 1am con nudi:

Gidy khai sinh; X

Gidy kham suc khoe do co quan y té cap huyén tré lén cap khong
qua 06 thang;

Hai anh toan than, nhin thang chup khdng qua 06 thang; X

Bién ban xac nhan do UBND hozc Cong an cip xi noi phat hién tré
bi b6 roi 1ap d6i véi tré em bi bo roi; Gidy chang tir cia cha dé, me dé
hodc quyét dinh cua Toa an tuyén b cha dé, me dé cua tré em la da
chét ddi vai tré em mo cbi; quyét dinh cua Toa &n tuyén b cha de,
me dé ciia ngudi duoc giGi thiéu 1am con nudi mét tich dbi véi nguoi X
duoc gidi thiéu lam con nudi ma cha dé, me dé méat tich; quyét dinh
ctia Toa an tuyén bd cha dé, me dé cua ngudi dugc gidi thidu 1am con
nudi mat nang luc hanh vi dan sy ddi voi nguoi duoc gidi thiu lam
con nudi ma cha dé, me dé mat nang luyc hanh vi dan su;

Quyét dinh tiép nhan ddi véi tré em & co so nudi dudng. X

Luu y:

- Khi nép hé so, trueng hop phdi chitng minh noi thiong trd cua cha me nudi va con
nudi, can bg, cong chirc, vién chite, cd nhdn dwoc giao trach nhiém tiép nhdn, gidi
quyét ho so phdi khai thac, siz dung thdng tin vé cuwe trii ciia céng dan trong Co s¢ dir
ligu quéc gia vé ddn cu theo cdc phwong thirc néu tai khodn 2 Diéu 14 Nghj dinh s
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu.

- Triwong hop khdng thé khai thac dwoc théng tin cw trii cuia cong dan theo céc
phirong thirc trén thi c6 thé yéu cdu nguwoi nép hé so ndp ban sao hogc xudt trinh mgt
trong cac gidy to chieng minh théng tin vé cir trii, bao gom: Thé can cudc cong dan;
Chitng minh nhan dan; Gidy xac nhdn thdng tin vé cu tri, Gidy thdng b&o so dinh
danh cd nhén va théng tin céng dan trong Co sé dit liéu quac gia vé dan cu.
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S6 lwong ho so: 02 bo d6i véi mbi loai hd so cta ngudi nhan con nudi va hd so cua

2.4 .. N A
nguoi dugc nhan lam con nudi.
Thai han giai quyét: Trong thoi han 30 ngay 1am viéc, trong do:
- UBND cap xa kiém tra ho so, 1ay ¥ kién nhitng ngudi ¢6 lién quan: 15 ngay, ké tir
ngay nhan du hd so hop 1¢;
2.5 | - S¢ Tu phap c6 y kién: 10 ngay, ké tir ngay nhan dugc van ban caa Uy ban nhan dan
CAp X4;
- Pang ky viéc nudi con nudi va giao - nhan con nudi: 05 ngay lam viéc, ké tir ngay
nhan dugc van ban dong y cia Sé Tu phap.
’ 6 Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
" | Bo phan Tiép nhan va Tra két qua cua UBND cip 4.
Co quan thyc hién: UBND cép xi noi ngudi dugc nhan 1am con nudi thuong tra.
Co quan c¢é tham quyén quyét dinh: UBND cép xd noi nguoi duoc nhan lam con
2.7 | nudi thuong tra.
Co quan dwoc ity quyén: Khong.
Co quan phdi hep: Khong.
28 Péi twong thuc hién TTHC: Ngwoi nude ngodi cu trii ¢ Khu vuc bién gidi ciia nuéc
" | lang gieng nhdn tré em Viét Nam 1am con nudi.
Két qua giai quyét TTHC:
2.9 | - Ho so du diéu kién: Gidy chirng nhan nudi con nudi.
- Ho so khong du diéu kién: Vin ban thong bao khong du diéu kién nhan con nuéi.
2.10 | Quy trinh xi ly cong viéc
. Trach Thoi 2 % .
TT Trinh tyw i no Bieu mau/Ket qua
nhiém gian
1. Tiép nhan hd so
Tiép nhan hd so truc tiép tir ca
nhan.
2. Cong chtrc Tu phap - Ho tich
ié 5 Cong chuc | ... . X A1 04
o Kiem tra ho so 9CNIC | Gis hanh | M3u 01: 02, 03 (néu co):

- Truong hop hd so chua day | TUPRAP- | = cpon o6 va HE o theo muc 2.3,
da, hop l1&: Huéng din nguoi | HOtich
nop hd so bod sung, hoan thién
theo quy dinh, néu khdng bo
sung hoan thién dugc thi tir chéi
tiép nhan hd so.
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- Trudng hop ho so day du, hop
& thi tiép nhan ho so.

Kiém tra, xem xét hd so, liy y
kién nhitg ngudi 6 lién quan.

Luu y: Néu nhiing ngudi cd
lién quan thay doi y kién vé

viéc cho tré em 1am con nudi | Cong chuc Mfilu 05; Bién ban lay y
thi trong vong 15 ngay lam viéc | Tu phép - kien nhiing nguoi lién quan;
ké tir ngay duoc liy y kién, | H0 tich;
nhitng nguoi lién quan phai
thong bao bang van ban cho Uy
B2 | ban nhan déan Cép xa noi dang 15 ngay
giai quyét hd so nudi con nudi.
Cong chuc
Tu phap -
- Tham muu Vian ban lay y kién | Ho tich;
S¢ Tu phap kém 01 bo hd so | Lanh dao Mau 05; Vian ban lay y
ctia ngudi nhan con nudi va cia | UBND cap kién S& Tu phap va ho so
tré em. xa; Cong
chirc Van
phong
50 Tu phap xem et ho so xin | g 7, | M&u 05; Van ban tra I8 y
B3 | nhan con nudi va trg lo1 bang ha 10 ngay Kién cia Sé Tu phi
van ban cho UBND cap xa phap ol Lud 5o S phap
Sau khi nhan két qua tra 15i cua
So Tu phap:
- Néu da diéu kien: Vao So
dang ky nuoi con nudi; nhap dir Mau 05;
:jiéu Vin phfm mfém ho :[iCh, lAn Cong chic DL’E thao Gié)( ching nhan
u thao Giay chiing nhan nudi .| nudi con nudi hodc Vin
B4 A Tu phap - | 04 ngay :
con ’nu0|. ‘ Hb tich bé}’l thong bao khéng du
- Néu khong du dicu kién: Dy C diéu kién nhan nudi con
thao Van ban thong bao khéng nuoi
du diéu kién nhan nudi con
nuoi.
Trinh 1inh dao UBND c4p x4.
BS Ky du thao két qua giai quyét | Lanh dao 07 gis Mau 05; Giay ching nhan
tha tuc hanh chinh. UBND nudi con nudi hodc Vin ban
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cap xa thong bao khong du diéu
kién nhan nubi con nubi
. , Mau 05; Giay ching nhan
Phat hanh van ban va chuyén | . , %. fy vu ‘% E;1
p ) . , .| Cong chuc . nudi con nudi hodac Van ban
B6 | két qua cho cong chuc Tu phap | _ _ . 01 gio . , . .
Ay I R A Vian phong thong bao khong du dicu
- Ho tich dé tra cho cong dan. e .. -
kién nhan nubi con nubi
Tra két qua:
- Truong hop cip Gidy ching
nhan nudi con nudi thi chuyén
e s 1o | COTOERE | o oo i s
B7 AT > P Tu phép - ] N . R g
quy dinh néu co. 46 tich chinh thong bao khong du dicu

- Tra van ban théng bao khong
du diéu kién nudi con nudi néu
khong du diéu kién cip Gidy
chirng nhan nudi con nudi.

kién nhan nubi con nubi

* Truong hop hd so qua han xir ly, trong thoi gian cham nhat 01 ngay trudc ngay hét
han xu ly, cdng chie Tu phap - Ho tich trinh Cha tich UBND cap xa ky ban hanh
phiéu xin 15i va hen lai ngay tra két qua dé gui cho t6 chuc, ca nhan.

BIEU MAU

Mau 01

Gidy tiép nhan ho so va hen tra két qua

@B

M&u 01.docx

Mau 02

@j

Mau 02.docx

Phiéu yéu cau bo sung hoan thién ho so

Mau 03

@H

Mau 03.docx

Phiéu tir chéi tiép nhan giai quyét ho so

Mau 04

|ﬂ|j

Mau 04.docx

Phiéu xin 13i va hen lai ngay tra két qua

Mau 05

@j

MAu 05.docx

Phiéu kiém soat qué trinh giai quyét hd so
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Mau 06 Mau 06.docx
S6 theo dodi ho so

- \
BM.NCN.03.01 BM.NCN.03.01.doc
Pon xin nhan con nudi

Van ban xac nhan hoan canh gia dinh cua nguoi nhan con nudi

BM.NCN.03.02 |
b

BM.NCN.03.02.doc

HO SO LUU:

Mau 01; 02, 03, 04 (néu c6); 06 luu tai Bo phan Tiép nhan va Tra két qua caa UBND
cap x&. Mau 01, 05 luu theo hd so;

Ho so dau vao theo muc 2.3;

S0 dang ky nuoi con nudi;

Bién ban lay y kién nhitng nguoi lién quan;

Vin ban thay doi y kién ddng y vé viéc cho tré em lam con nudi (néu co).

Vin ban thong bao khong du diéu kién (néu co);

Vin ban lay y kién S¢ Tu phap; Van ban tra loi cia Sé Tu phap;

Phan mém http://hotichdientu.moj.gov.vn; Hé thdng thong tin giai quyét tha tuc hanh
chinh tinh Ha Tinh.

Ho so duoc luu tai UBND cap x4, thoi gian luu trir S6 dang ky nudi con nudi 13 vinh vién,
con cac gidy to khéac thuc hién luu theo quy dinh cua Luat Ho tich va cac van ban huéng dan
thi hanh.



http://hotichdientu.moj.gov.vn/
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