VAN BAN PEN BIEN TU
S&7734 Ngay 15/08/2023 1

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

TINH HA TINH Déc 1ap - Tw do - Hanh phuc
S6: 1935 /QP-UBND Ha Tinh, ngay 15thangs  ndm 2023
QUYET PINH

Vé viéc cong b6 Danh muc va Quy trinh ndi bd thii tuc hanh chinh
(Linh vwe: H9 tich) thugc tham quyén quan 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 Ludt Té chic Chinh quyén dia phwong ngay 19/6/2015; Lugt sira
doi, bé sung mét so diéu cua Lugt Té chizc Chinh phu va Ludt Té chizc Chinh
quyén dia phwong ngay 22/11/2019;

Can cir Nghi dinh so 63/2010/NP-CP ngay 08/6/2010 cia Chinh phui vé
kiém soat ths tuc hanh chinh; Nghi dinh s6 92/2017/ND-CP ngay 07/8/2017 cua
Chinh phu vé sita doi, bé sung mét sé diéu cua cac Nghi dinh lién quan dén
kiém soat thu tuc hanh chinh;

Can cir Nghi dinh sé 61/2018/NP-CP ngay 23/4/2018 cia Chinh phui vé
thurc hién co ché mét cira, mét cira lién théng trong gidi quyeét th: tuc hanh chinh;

Can cir Théng tw sé 02/2017/TT-VPCP ngay 31/10/2017 cua Bé trweong,
Chu nhiém Vian phong Chinh phii hwéng dan vé nghiép vy kiém soét thi tuc
hanh chinh;

Can cir Thong tu s6 01/2018/TT-VPCP ngay 23/11/2018 cia Bé truong,
Chui nhiém Vin phong Chinh phii hwéng dan thi hanh mét sé quy dinh cia Ngh;
dinh sé 61/2018/NP-CP ngay 23/4/2018 ciia Chinh pha vé thuc hién co ché mét
cira, Mot cura lién thong trong gidi quyét thii tuc hanh chinh;

Theo dé nghi cua S¢ Tw phdp tai Vin ban sé 856/STP-VP ngay
04/8/2023, y kién cua Sé Khoa hoc va Cong nghé vé quy trinh ngi bé tai Vin
ban sé 1008/SKHCN-THC ngay 07/7/2023.

QUYET PINH:

Picu 1. Cong b6 kém theo Quyét dinh nay Danh muc va Quy trinh ndi bd
01 (mdt) thu tuc hanh chinh dugc ban hanh méi, 23 (hai muoi ba) thu tuc hanh
chinh duoc stra doi, bod sung trong linh vuc Ho tich thudc tham quyén quan 1y
ctia nganh Tu phap ap dung tai UBND cap x3 trén dia ban tinh.

Piéu 2. Giao S¢ Tu phap chu tri, phdi hop véi Vin phong UBND tinh
(Trung tdm C6ng b&o - Tin hoc) va cac co quan, don vi lién quan can cr Quyét
dinh nay, trong thoi han 05 ngay lam viéc xay dyng quy trinh dién tur giai quyét
thi tuc hanh chinh trén Hé thong thong tin giai quyét thu tuc hanh chinh cua tinh
dé ap dung théng nhat tai UBND cap x4 trén dia ban tinh Ha Tinh.
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Pi¢u 3. Quyét dinh ndy c6 hiéu luc ké tir ngay ban hanh; thay thé Danh
muc va Quy trinh ndi bd céc thu tuc hanh chinh trong Iinh vuc Ho tich ban hanh
kém theo Quyét dinh s6 3509/QD-UBND ngay 30/8/2021 ctia UBND tinh vé viéc
cong bd Danh muc va Quy trinh ndi bd thu tuc hanh chinh thudc tham quyén quan
Iy ctia nganh Tu phép 4p dung tai UBND cap xa trén dja ban tinh Ha Tinh.

Piéu 4. Chanh Vin phong UBND tinh; Giam déc So Tu phéap; Giam doc:
Trung tdm Cong bao - Tin hoc tinh, Trung tdm Phyc vu hanh chinh cong tinh;
Chu tich UBND cac huyén, thanh phé, thi xa; Chu tich UBND cac xa, phuong,
thi trAn va céac td chirc, c4 nhan ¢ lién quan chiu trach nhiém thi hanh Quyét
dinh nay./.

Noi nhgn: KT.CHU TICH
- Nhu biéu 4; S 4

- B9 Tu phap;

- Cuc Kiém soat TTHC - VP Chinh ph;
- Chu tich, cac PCT UBND tinh;

-So6 KH va CN;

- Ph6 CVP Tran Tuén Nghia;

- Trung tdm CB-TH tinh;

- Luu: VT, NC..
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DANH MUC VA QUY TRINH NQI BQ THU TUC HANH CHINH LINH VU'C HQ TICH THUQC THAM QUYEN
QUAN LY CUA NGANH TU PHAP AP DUNG TAI UBND CAP XA TREN PIA BAN TINH HA TiNH
/ /2023 cua Chu tich UBND tinh Ha Tinh)

(Ban hanh kém theo Quyét dinh s6

/OP-UBND ngay

PHAN I. DANH MUC THU TUC HANH CHIiNH

A. THU TUC HANH CHIiNH PUQC BAN HANH MOI

Tén tha A 2 C A s
. Ky hiéu ) . . ia dié Phi, Ié phi .,
TT | tuc hanh y F Thoi han giai quyeét ]?]!a drl]?[n X ep Can cw phap ly
chinh quy trinh thwc hién (néu co)
- Doi v6i ho so dang ky | - NOp ho s0t | | & phi ding ky | - Luat Ho tich nim 2014;
két hon: Ngay trong |Cong dich | 4 * D v 2 ‘
Sy i 'nhAg gw ) g y g /€T | két hon: Mien ¢ | - Nghi dinh s6 123/2015/ND-CP
op 1¢ (truong hop nhan | quéc gial He | P, | N8y 15/11/2015 cua Chinh ph
hip ' lgs P ma '?h‘n gth()n' - Lé phi cap giay | quy dinh chi tiét mot so diéu va
Dang kg kﬁésg S?Ellll quyé%loduoc tir? g gié% xa4c nhan tinh | bién phap thi hanh Luat H¢ tich;
e hény ngay thi tra kit qui quyét  tha trang hon nhan: |- Nghj dinh s6 61/2018/NP-CP
xac  nhan trong ngay lam viéc tiép | tuc hanh 5;000 . | hoay 2_?/4/2018ACua} Cr}mh pAhu ve
Lltinn trang | QTHT24 | iheo). Truong hop can |chinh  caa | 400&/trUONg hop; | thuc hién co che mot cira, mot cua
hon  nhan phai x4c minh diéu kién | tinh. - Mién 1¢ phi cho | lién thong trong giai quyeét thu tuc
tryc tuyen két hon cua hai bén|. Nhan két|Peuol thuoc gia | hanhchinh;
nam, nit thi thoi han giai | qua: ~ Bo dinh c6 cong v61| - Nghi dinh s6 45/2020/ND-CP
quyét khong qud 05| phan  Tidp | S9SN mang: | ngay 08/04/2020 cia Chinh phu
ngay lam viéc. nhan va Tra |M@ui thudc ho | ve thuc hién thu tuc hanh chinh
- i v6i hd so xdc nhan | két  qua | "9M60: - ngudl | trén moi trudng dign
tinh trang hoén nhan: | UBND cap Khuyet tat. - Nghi dinh s6 107/2021/ND-CP




Tén thﬁ e A A 4 A 4
Ky h : . : ja dié Phi, 1€ ph -
TT | tuc hanh y I?u Thoi han giai quyét }?]!a dr:‘?[n I; ¢ p ! Cin cir phap ly
chinh quy trinh thuc nien (néu co)
Trong ngay lam viéc Xa. - Phi cap ban sao | ngdy 06/12/2021 cua Chinh phu

trich luc ho tich
trong truong hop
nguoi  dan yéu
Cau: 8.000
dong/ban.

stra d6i, b6 sung mot sé diéu cua
Nghi dinh sé 61/2018/ND-CP
ngay 23/4/2018 cua Chinh phua vé
thuc hién co ché mot cira, mot cira
lien théng trong giai quyét thu tuc
hanh chinh;

- Nghi dinh sé6 47/2020/ND-CP
ngay 09/4/2020 cua Chinh phua vé
quan ly, két néi va chia sé dit liéu
s cua co quan nha nudc;

- Nghi dinh sé 87/2020/NDB-CP
ngay 28/7/2020 cua Chinh phu quy
dinh vé Co s& dit ligu ho tich dién
tir, ding ky ho tich truc tuyén;

- Nghi dinh s6 42/2022/ND-CP
ngay 24/6/2022 cua Chinh phu quy
dinh V& viéc cung cap thdng tin va
dich vu cdng tryc tuyén caa co quan
nha nudce trén moi trudong mang;

- Nghi dinh sb 59/2022/NP-CP
ngay 05/9/2022 cua Chinh phu
quy dinh vé dinh danh va xéc thuc
dién tu,

- Thong tu sb 04/2020/TT-BTP




TT

Tén tha
tuc hanh
chinh

Ky hiéu
quy trinh

Thoi han giai quyét

Pia diém
thuc hién

Phi, 1§ phi

(néu co)

Can cir phép ly

ngay 28/5/2020 cua BO Tu phap
quy dinh chi tiét thi hanh maot s6
diéu cua Luat Ho tich va Nghi
dinh s6 123/2015/ND-CP ngay
15/11/2015 cua Chinh phu quy
dinh chi tiét mot sé diéu va bién
phap thi hanh Luat Ho tich;

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

- Théng tu sb 281/2016/TT-BTC
ngay 14/11/2016 cua B Tai chinh
quy dinh mac thu, ché do thu,
nop, quan ly va st dung phi khai
thac, sir dung thong tin trong co
so dir liéu ho tich, phi xac nhan co
qudc tich Viét Nam, phi xac nhan
1a nguoi goc Viét Nam, 1& phi
qudc tich;

- Thong tu s6 85/2019/TT-BTC




TT

Tén tha
tuc hanh
chinh

Ky hiéu
quy trinh

Thoi han giai quyét

Pia diém
thuc hién

Phi, I¢ phi
(néu co)

Can cir phép ly

ngay 29/11/2019 cua B6 Tai chinh
huéng dan vé phi va Ié phi thudc
tham quyén quyét dinh caa Hoi
do6ng nhan dan tinh, thanh pho
truc thuoc Trung wong;

- Thong tu s6 106/2021/TT-BTC
ngay 26/11/2021 stra doi, bd sung
mét s6 diéu cua Thong tu sb
85/2019/TT-BTC ngay
29/11/2019 cua BO Tai chinh
huéng dan vé phi va Ié phi thudc
tham quyén quyét dinh caa Hoi
do6ng nhan dan tinh, thanh pho
truc thuoc Trung wong;

- Nghi quyét sb 253/2020/NQ-
HDND ngay 08/12/2020 cuoa
HDND tinh Ha Tinh quy dinh vé
mac thu, mién, giam, thu, nop,
quan ly va str dung céac khoan phi,
I¢ phi trén dia ban tinh Ha Tinh;

- Nghi quyét sé 101/2023/NQ-
HDND ngay 14/7/2023 cua
HDND tinh Ha Tinh stra doi, bo
sung mot sé khoan phi, 1& phi trén
dia ban tinh Ha Tinh;

- Quyét dinh s6 309/QD-BTP ngay




Tén thﬁ e A A 4 A 4
N Ky h : . . ia dié Phi, 1€ ph L
TT | tuc hanh y I\@u Thoi han giai quyét }?]!a dﬁ‘?[n I; ¢ p ! Cin cir phap ly
chinh quy trinh thuc nien (néu co)
13/3/2023 cua Bo Tu phap ban
hanh Quy trinh gidi quyet thu tuc
hanh chinh: Bang ky ket hon, xac
nhan tinh trang hon nhan truc tuyen.
B. THU TUC HANH CHINH PUQC SUA POI, BO SUNG
Tén tha tuc | Ky hidu Thai han Pia diém A e A a0
Il hanh chinh | quy trinh giai quyét thwc hién Phi, 1¢ phi (néu co) Can cir phap ly
. B phan|- Lé phi 4p dung d6i | - Luat Ho tich r’1€1m 2014;
Tiép nhan va | voi truong hop dang | - Nghi dinh so 123/2015/Nb-
s | Tra két qua | KY khai sinh qua han: | CP ngay 15/11/2015 cua Chinh
Trong nay e oD 2ép 10.000 déng/trudng | phi quy dinh chi tiét mot sb
5 (uong hég s hop néu nop hd so | diéu va bien phap thi hanh Luat
Dine kv khai nhan hd so sau 15 |- Céng dich gﬁ?}h_t'ep/qua 5833 Ho t;c.h;. .
1 | Dane kY QT.HT.01 | gi> ma khong giai | vu cong quéc | Si %" | - Nghi dinh s6 87/2020/NB-CP
sinh quyét dugc ngay | gia/Hé thdng dong/truong hop neu | ngay 28/7/2020 cua Chinh phu
thi tra két qua|thong tin giai | P N6 so trén moi| quy dinh vé Co so dir ligu ho
trong ngdy lam|quyét tha tyc | TUONY Mang. tich dién tu, dang ky ho tich
vigc tiép theo). | hanh  chinh | - Micn I¢ phi doi véi | trc tuyen;
cia tinh. truong hop khai sinh | - Nghi dinh s6 104/2022/ND-

ding han; nguoi thugc
gia dinh co6 cong Vi

CP ngay 21/12/2022 cua Chinh
phu stra doi, bo sung mot so




TT

Tén thua tuc
hanh chinh

Ky hiéu
quy trinh

Thoi han
giai quyet

Pia diém
thuc hién

Phi, 1& phi (néu co)

Can cur phap ly

cach  mang; nguoi
thudc hd ngheo; nguoi
khuyét tat;

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

diéu cua cac nghi dinh lién
quan dén viéc nop, xuit trinh
s6 ho khau, sb tam tra gidy khi
thuc hién thu tuc hanh chinh,
cung cap dich vy céng;

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

- Thong tu so 01/2022/TT-
BTP ngay 04/01/2022 cua Bo
Tu phép quy dinh chi tiét mot
s6 diéu va bién phap thi hanh
Nghi dinh sé6 87/2020/ND-CP
ngay 28/7/2020 cua Chinh phu
quy dinh vé Co s¢ dit liéu ho
tich dién ti, dang ky ho tich
truc tuyén;

- Thong tu s6 281/2016/TT-
BTC ngay 14/11/2016 cua Bo
Tai chinh quy dinh muc thu,
ché do thu, nop, quan Iy va sir




TT

Tén thua tuc
hanh chinh

Ky hiéu
quy trinh

Thoi han
giai quyet

Pia diém
thuc hién

Phi, 1& phi (néu co)

Can cur phap ly

dung phi khai thac, sir dung
thong tin trong co s dir liéu ho
tich, phi xac nhan c6 qudc tich
Viét Nam, phi xa& nhan la
nguoi goc Viét Nam, & phi
quéc tich:

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

- Thong tu s6 106/2021/TT-BTC
ngay 26/11/2021 cua Bo Tai
chinh sira d6i, b6 sung mot sb
diéu coa Thong tu sb
85/2019/TT-BTC ngay
29/11/2019 cua B6 Tai chinh
huéng dan vé phi va 1é phi thuoc
tham quyén quyét dinh caa 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
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TT

Tén thua tuc
hanh chinh

Ky hiéu
quy trinh

Thoi han
giai quyet

Pia diém
thuc hién

Phi, 1& phi (néu co)

Can cur phap ly

vé mac thu, mién, giam, thu,
nop, quan ly va su dung cac
khoan phi, 1€ phi trén dia ban
tinh Ha Tinh;

- Nghi quyét s 101/2023/NQ-
HDND ngay 14/7/2023 cua
HDND tinh Ha Tinh Stra doi,
b6 sung mot sé khoan phi, 1é
phi trén dia ban tinh Ha Tinh;

- Quyét dinh s6 528/QD-BTP
ngay 13/4/2023 cua Bo6 Tu
phap vé viéc cong bd thu tuc
hanh chinh dugc sta doi, bo
sung trong linh vuc ho tich
thuoc pham vi chie nang quan
ly cia Bo Tu phap.

bang ky khai
sinh ¢c6 yéu té
nudc ngoai tai
khu vuc bién
gioi

QT.HT.02

Ngay trong ngay
tiép nhan du ho so
hop 1¢ (truong hop
nhan hd so sau 15
gio ma khong giai
quyét dugc ngay

thi tra két qua
trong ngay lam
Viéc tiep theo).

- Bo phan
Tiép nhan va
Tra két qua
UBND cap x&;
- Coéng dich
vu cdng quéc
gia/Hé thong
théng tin giai
quyét tha tuc
hanh  chinh

- Lé phi &p dung d6i
Véi truong hop dang
ky khai sinh qua han:
10.000 ddng/trudng
hop néu nop hd so
tryc tiép/qua buu
chinh; 5.000
dong/truong hop néu
nop hd so trén moi
trudng mang;

Nhu trén
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Tén thi tuc | Ky hidu Thai han Pia diém A e a N
Il hanh chinh | quy trinh giai quyét thwc hién Phi, 1€ phi (néu co) Can cir phap ly
cua tinh. - Mién Ié phi ddi voi
trrong hop khai sinh
ding han; nguoi
thuoc gia dinh c¢oé
cong véi cach mang;
nguoi  thugc  ho
nghéo; ngudi khuyét
tat;
- Phi cap ban sao
gidy khai sinh trong
truong  hop nguoi
dan yéu cau: 8.000
ddng/ban.
- Trong thoi han 05 - Lé phi: 10.000
ngay lam viéc, ké |- BO  phan | ddng/truong hop néu
tir ngay nhan da ho | Tiép nhan va|nop hd so  truc
so hop I€. Tra ket qua|tiép/qua buu chinh;
Dang ky khai Trong truong hop | UBND ¢ap x&; | 5.000  dong/truong
sinh cho phai x4c minh thi|- Céng dich |hop néu nop ho so
3 |nguoi da co| QT.HT.03 | thoi han giai quyét | vu cdng quéc | trén  mdi  trudng Nhu trén
ho so, gidy to khéng qua 25 ngay | gia/ Hé thong | mang;
cé nhan (khong tinh thoi | théng tin giai | - Mién I¢ phi di véi
gian gii van ban | quyét thi tuc | nguoi thude gia dinh
yéu cau va thoi|hanh  chinh|cé cong véi céach
gian tra loi ket qua | caa tinh. mang; nguoi thudc

xac minh).

ho nghéo; nguoi
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TT

Tén thua tuc
hanh chinh

Ky hiéu
quy trinh

Thoi han
giai quyet

Pia diém
thuc hién

Phi, 1& phi (néu co)

Can cur phap ly

khuyét tat;
- Phi cap ban sao
gidy khai sinh trong
truong hop nguoi
dan yéu cau: 8.000
dong/ban.

bang ky khai
sinh luu dong

QT.HT.04

Trong 0§ ngay lam
viéc, ké tor ngay
nhan du ho so hop 1€

Truc tiép tai
nha riéng hoac
tai dia diém to
chuc dang ky
khai sinh luu
dong

- L& phi: 10.000
dong/truong hop (ap
dung ddi véi trudng
hop dang ky khai
sinh qué han);

- Mi&n I¢ phi dbi voi
truong hop khai sinh
dang han; nguoi
thuoc gia dinh c¢o
cong véi cach mang;
nguoi  thugc  ho
nghéo; ngudi khuyét
tat;

- Phi cap ban sao
giay khai sinh trong
truong  hop nguoi
dan yéu cau: 8.000
ddng/ban.

Nhu trén

Lién  thong

QT.HT.05

Khoéng qua 10 ngay

- Bo phan

- Lé phi &p dung d6i

- Luat Ho tich nam 2014;
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Tén thi tuc | Ky hidu Thai han Pia diém A e a N
Il hanh chinh | quy trinh giai quyét thwc hién Phi, 1€ phi (néu co) Can cir phap ly
cac thu tuc lam viéc, ké tir|Tiép nhan va|véi truong hop dang | - Luat Cu tra nam 2020;

hanh chinh vé
dang ky khai
sinh, dang ky
thuong  tru,
cip thé bao
hiém y té cho
tré em dudi 6
tuoi

ngay nhan du ho so
hop I€. Trong do:

- UBND cap xa:
thuyc hién dang 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 x& c6
trach nhiém lap va
chuyén ho so ding
ky thuong trd va
hd so cap thé bao
hiém y té cho tré
em duéi 06 tudi
dén co quan co
tham quyén trong
thoi han 01 ngay

Tra két qua
UBND  cip
Xa;

- Cong dich

vu cdng quoc
gia/ Hé thong
thdng tin giai
quyét tha tuc
hanh  chinh
cua tinh/Phan
mém dich vu
cong lién
thong.

ky khai sinh qua han:
10.000  dong/truong
hop néu nop ho so

truc tiép/qua buu
chinh; 5.000
dong/truong hop

néunop hd so trén
moi trrong mang;

- Mién 1& phi di voi
trrong hop khai sinh
diang han; nguoi
thugc gia dinh co
cdng vai cach mang;
nguoi  thugc  ho
nghéo; ngudi Khuyét
tat;

- Mién & phi cap thé
bao hiémy té;

- Mién I¢ phi ding ky
cu tru;

- Phi cap ban sao
gidy khai sinh trong
truong hop nguoi
dan yéu cau: 8.000
ddng/ban.

- Luat Bao hiémy té nam 2008
(duoc sta d6i bd sung tai Luat
stra d6i, bd sung mot s6 diéu
cia Luat Bao hiém y té nim
2014);

- Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 cua Chinh phua
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 s¢ dit liéu ho
tich dién ti, dang ky ho tich
truc tuyén;

- Nghi dinh s6 104/2022/ND-
CP ngay 21/12/2022 cua Chinh
phu sitra do6i, bo sung mot sé
diéu cua cac nghi dinh lién
quan dén viéc nop, xuét trinh
s6 ho khau, s tam tri gidy khi
thuc hién thu tuc hanh chinh,
cung cap dich vu cong;

- Thong tu s6 04/2020/TT-
BTP ngay 28/5/2020 cua B
Tu phap quy dinh chi tiét thi
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Tén thi tuc | Ky hidu Thai han Pia diém A e a N
Il hanh chinh | quy trinh giai quyét thwc hién Phi, 1€ phi (néu co) Can cir phap ly
lam viéc. hanh mot sé diéu caa Luat Ho

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

+ Co quan dang ky
cu tra: 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  ma UBND
cap x& phai hoan
thien hd so theo
yéu cau cua co
quan dang ky cu
trd, Bao hiém xa

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

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

- Théong tu s6 281/2016/TT-
BTC ngay 14/11/2016 cia B
Tai chinh quy dinh muc thu,
ché do thu, nop, quan Iy va s
dung phi khai thac, sir dung
thong tin trong co sé dir liéu ho
tich, phi xac nhan c6 qudc tich
Viét Nam, phi xac nhan la
nguoi goc Viét Nam, & phi
quéc tich:
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Tén thi tuc | Ky hidu Thai han Pia diém A e a N

Il hanh chinh | quy trinh giai quyét thwc hién Phi, 1€ phi (néu co) Can cir phap ly
hoi thi thoi han - Thong tu sO 85/2019/TT-
giai quyet dugc BTC ngay 29/11/2019 cua Bo
kéo dai  thém Tai chinh huéng dan vé phi va

khéng qua 01 ngay
lam viéc.

Poéi v cac xa
cach xa tru s& co
quan Bao hiém x&
hoi cap huyén hoac
co quan dang ky
cu tru tir 50 km tré
én, giao thong di
lai kho khan, chua
duoc  két  ndi
Internet thi  thoi
han tra két qua
dugc kéo dai thém
nhung khoéng qué
03 ngay lam viéc.

1& phi thuoc tham quyén quyét
dinh cia Hoi déng nhan dan
tinh, thanh phd truc thuoc
Trung vong;

- Thong tu s6 106/2021/TT-BTC
ngay 26/11/2021 cua Bo Tai
chinh sira d6i, bo sung mot sb
diéu coa Thong tu sb
85/2019/TT-BTC ngay
29/11/2019 cua B6 Tai chinh
huéng dan vé phi va 18 phi thudc
tham quyén quyét dinh cua Hoi
dong nhan dan tinh, thanh phd
truc thudc Trung wong;

- Thong tu lién tich s
05/2015/TTLT-BTP-BCA-
BYT ngay 15/5/2015 cua lién
Bo: Tu phap, Cong an, Y té
huéng dan thuc hién lién thong
c4c thu tuc hanh chinh vé dang
ky khai sinh, ding ky thuong
trd, cap thé bao hiém y té cho
tré em dudi 6 tuoi;
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TT

Tén thua tuc
hanh chinh

Ky hiéu
quy trinh

Thoi han
giai quyet

Pia diém
thuc hién

Phi, 1& phi (néu co)

Can cur phap ly

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

- Quyét dinh sé 595/Qb-
BHXH ngay 14/4/2017 cua
Tong Giam doc Bao hiém xa
hoi Viét Nam ban hanh quy
trinh thu bao hiém xa hai, bao
hiém y té, bao hiém that
nghiép, bao hiém tai nan lao
dong, bénh nghé nghiép; quan
ly s6 bao hiém x& hoi, thé bao
hiém y té:

- Quyét dinh 31/2015/QP-
UBND ngay 29/7/2015 cia
UBND tinh Ha Tinh vé viéc
ban hanh Quy ché thuc hién
lién thdong cac tha tuc hanh
chinh: dang ky khai sinh, Pang
ky thuong trd va cap thé bao
hiém y té cho tré em du6i 6
tudi trén dia ban tinh Ha Tinh;

- Quyét dinh s6 12/2023/Qb-
UBND ngay 16/02/2023 cua
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TT

Tén thua tuc
hanh chinh

Ky hiéu
quy trinh

Thoi han
giai quyet

Pia diém
thuc hién

Phi, 1& phi (néu co)

Can cur phap ly

UBND tinh stra doi, b sung
Quyét dinh sé 31/2015/Qb-
UBND ngay 29/7/2015 cua
UBND tinh Ha Tinh;

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

- Nghi quyét s6 101/2023/NQ-
HDND ngay 14/7/2023 cua
HDND tinh Ha Tinh sira doi,
b6 sung mot sé khoan phi, 1é
phi trén dia ban tinh Ha Tinh;-
Quyét dinh s6 528/Qb-BTP
ngay 13/4/2023 cia B Tu
phap vé viéc cong bd thu tuc
hanh chinh dugc sta doi, bo
sung trong linh vuc ho tich
thudc pham vi chic nang quan
ly cua B6 Tu phap.

Lién  thdng
cac thu tuc
hanh chinh vé

QT.HT.06

Khong qua 07 ngay
lam viéc, ké‘ tur
ngay nhan du ho so

- B6 phan Tiép
nhan va Tra
két qua UBND

- Lé phi &p dung d6i
véi truong hop dang
ky khai sinh qua han:

Nhu trén
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Tén thi tuc | Ky hidu Thai han Pia diém A e a N
Il hanh chinh | quy trinh giai quyét thwc hién Phi, 1€ phi (néu co) Can cir phap ly

dang ky khai hop I6. Trong d6: | cAp x&; 10.000 déng/trqéng

sinh, cap thé - UBND cép x&: |- Céngdichvy|hop néu nop ho so

bao hiem y t€ thyc hién dang ky | cong qudc gia/ | truc  tiép/qua  buu

cho tré em khai sinh ngay | Hé thdng | chinh; 5.000

dudi 6 tudi trong ngdy; trudong | thdng tin giai | dong/truong  hopnéu

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 x& c6
trach nhiém lap va
chuyén hd so cap
thé bao hiém y té
cho tré em dudi 06
tudi dén Bao hiém
x4 hoi cap huyén
trong thoi han 01
ngay lam viéc.

- Bao hiém xa hoi
cap huyén thuc hién

quyét thu tuc
hanh chinh cua
tinh.

nop ho so trén moi
truong mang;

- Mién 1& phi di voi
trrong hop khai sinh
ding han; nguoi
thugc gia dinh c¢o
cdng vai cach mang;
nguoi  thugc  ho
nghéo; ngudi Khuyét
tat;

- Mién & phi cap thé
bao hiémy té;

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

Tén thua tuc
hanh chinh

Ky hiéu
quy trinh

Thoi han
giai quyet

Pia diém
thuc hién

Phi, 1& phi (néu co)

Can cur phap ly

cap thé bao hiém y
té cho tré em dudi 6
tudi trong thoi han
05 ngay lam viéc.
Truong hop hd so
chua dang quy
dinh ma UBND
cip xa phai hoan
thien ho so theo
yéu cau cua Bao
hiém x& hoi thi
thoi han giai quyét
dugc kéo dai thém
khéng qué 01 ngay
lam viéc.

Pbi véi cac xa
cach xa tru s& co
quan Bao hiém x&
hoi cap huyén ti
50 km tro 1én, giao
thong di lai kho
khan, chua duoc
két ndi Internet thi
thoi han tra két qua
dugc kéo dai thém
nhung khong qué
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Tén thi tuc | Ky hidu Thai han Pia diém A e a N
Il hanh chinh | quy trinh giai quyét thwc hién Phi, 1€ phi (néu co) Can cir phap ly
03 ngay lam viéc.
- Luat Ho tich nam 2014;
- Luat Hon nhan va Gia dinh
nam 2014;
- Nghi dinh sé 123/2015/ND-
Ngay trong ngay CP ngay 15/11/2015 cua Chinh
tiép nhan du hd so phu quy dinh chi tiét mot so
hop 1€ (truong hop | A nhan Ti4 dieu va bién phap thi hanh Luat
nhin 6 so sau 15 e PO LD Hotich;
gio ma khong gial | 4 14 UBND . - Nghi dinh s 87/2020/ND-CP
quyet duoC Ngay | iy - Mien ¢ phi; ngay 28/7/2020 ctia Chinh phu
thi tra két qua| Cér’] dich | - Phi cap ban sao0 | quy dinh vé Co s6 dit ligu ho
7 Thﬁ’tuc dang QT.HT.07 trong Qgéy lam v cﬁng "z | trich lyc ho tich trong | tich dién ta, dang ky ho tich
ky két hon T viee tiép  theo). | VY OONT AUOC iang hop  ngud | truc tuyén:

Truong hop can
phai xac minh diéu
kién két hén cua
hai bén nam, nir thi
thoi han giai quyét
khéng qué 05 ngay
lam viéc.

gia/ Hé thong
théng tin giai
quyét tha tuc
hanh  chinh
cua tinh.

dan yéu cau: 8.000

ddng/ban.

- Nghi dinh s6 104/2022/ND-
CP ngay 21/12/2022 cua Chinh
phu sira d6i, bo sung mot sé
diéu cua cac nghi dinh lién
quan dén viéc nop, xuét trinh
s6 ho khau, s tam tri gidy khi
thuc hién thu tuc hanh chinh,
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 sb
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TT

Tén thua tuc
hanh chinh

Ky hiéu
quy trinh

Thoi han
giai quyet

Pia diém
thuc hién

Phi, 1& phi (néu co)

Can cur phap ly

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

- Thong tu s6 01/2022/TT-
BTP ngay 04/01/2022 cua Bo
Tu phép quy dinh chi tiét mot
s6 diéu va bién phap thi hanh
Nghi dinh sé6 87/2020/ND-CP
ngay 28/7/2020 ctaa Chinh phu
quy dinh vé Co s¢ dit liéu ho
tich dién ti, dang ky ho tich
truc tuyén;

- Thong tu s6 281/2016/TT-
BTC ngay 14/11/2016 cua Bo
Tai chinh quy dinh muc thu,
ché do thu, nop, quan Iy va s
dung phi khai thac, sir dung
thong tin trong co sé dir liéu ho
tich, phi xac nhan c6 qudc tich
Viét Nam, phi xac nhan la
nguoi géc Viét Nam, Ié phi
qudc tich;

- Thong tu sb 85/2019/TT-
BTC ngay 29/11/2019 cua Bo
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TT

Tén thua tuc
hanh chinh

Ky hiéu
quy trinh

Thoi han
giai quyet

Pia diém
thuc hién

Phi, 1& phi (néu co)

Can cur phap ly

Tai chinh hudng dan vé phi va
1& phi thuoc tham quyén quyét
dinh cua Hoi déng nhan dan
tinh, thanh phd truc thudc
Trung vong;

- Théong tu s6 106/2021/TT-BTC
ngay 26/11/2021 cua Bo Tai
chinh sira d6i, bo sung mot sb
diéu coa Thong tu  sb
85/2019/TT-BTC ngay
29/11/2019 cua B6 Tai chinh
huéng dan vé phi va 18 phi thudc
tham quyén 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 cua
HDND tinh Ha Tinh quy dinh
vé mac thu, mién, giam, thu,
nop, quan ly va sir dung cac
khoan phi, I¢ phi trén dia ban
tinh Ha Tinh;

- Quyét dinh sb6 528/Qb-BTP
ngay 13/4/2023 cia B Tu
phap vé viéc cong bd thu tuc
hanh chinh dugc sira doi, bo




23

Tén thi tuc | Ky higu Thoi han Dia diém LA AR (A e
Il hanh chinh quztri'nh giai quyét th.l.l’C hién Phi, 1€ phi (néu co) Can cir phap ly
sung trong linh vuc ho tich
thugc pham vi chtrc nang quan
ly cua B6 Tu phap.
- Bo phan
Tiép nhan va i
03 ngay lam vigc| Tra két qua |- Micn I¢ phi;
Ping ky két sau khi nhan du ho | UBND cap x&; | - Phi cip ban sao
hon cé yéu té so hop 1&. Truong | - Céng dich | trich luc ho tich trong
8 | nuéc ngoai ¢ | QT.HT.08 | hop can xac minh | vy cong quéc | truong hop  nguoi Nhu trén
khu vuc bién thi thoi han giai | gia/ H¢ théng [dan yéu cau: 8.000
gioi quyet khong qua|thong tin giai | dong/ban.
08 ngay lam viéc. | quyét thu tuc
hanh  chinh
cua tinh.
- Mién I¢ phi;
Tryc tiép tai|- Phi cap ban sao
Ding ky két Kh\ﬁng\ quz_él 05 nha riéngqhoég trich luc ho tich trong
9 hén lru dong QT.HT.09 | ngay lam viéc ké | tai dia diémt6 | truong hop nguoi Nhu trén
' tur ngay tiep nhan. | chic dang ky | ddn yéu cau: 8.000
luu dong dong/ban.
Ngay trong ngay |- BO phan |- L¢ phi dp dung doi
Ping ky khai tiép nhan da ho so | Tiep nhan va | voi truong hop din 5
10| 4 QTHT.L0 | o trong hop | Tra k&t qua | ky khai e Qud han Nhur trén
nhan hd so sau 15| UBND cap x&; | 10.000 dong/trudong




24

Tén thi tuc | Ky hidu Thai han Pia diém A e a N
Il hanh chinh | quy trinh giai quyét thwc hién Phi, 1€ phi (néu co) Can cir phap ly
gid ma khong giai |- Cdng dich | hop néu nop ho so
quyét duoc ngay | vu cdng qubc |truc tiép/qua  buu
thi tra ké qua|gia/ Hé théng | chinh; ;  5.000
trong ngay lam |théng tin giai | ddng/trudng hop néu
viéc tiép theo). quyét tha tuc | nop hd so trén moi
Trudng hop can | hanh  chinh | trudng mang;
phai xac minh thi | cuatinh. - Mién Ié phi ddi véi
khong qué 03 ngay truong hop khai tu
lam viéc. diang han; nguoi
thugc gia dinh c¢o
cong véi cach mang;
nguoi  thugc  ho
nghéo; ngudi Khuyét
tat;
- Phi cap ban sao
trich luc ho tich trong
truong  hop nguoi
dan yéu cau: 8.000
ddng/ban.
Ngay trong ngay |- BO phan |- L¢ phi dp dung doi
Pang ky khai tiép nhan da ho so | Tiép nhan va | véi trudng hop dang
tr co yeu to hop 1€ (truong hop | Tra  két qua | ky khai to quad han:
11 | nuwéc ngoai ¢ | QT.HT.11 | nhan hd so sau 15 | UBND cap x&; | 10.000 dong/truong Nhu trén
khu vuc bién gio ma khong giai |- Céng dich | hop néu nop ho so

gioi

quyét duoC ngay
thi tra két qua

vu cong quoc
gia/ HE thong

buu
5.000

truc  tiép/qua

chinh;
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TT

Tén thua tuc
hanh chinh

Ky hiéu
quy trinh

Thoi han
giai quyet

Pia diém
thuc hién

Phi, 1& phi (néu co)

Can cur phap ly

trong ngay
Viéc tiep theo).
Truong hop

lam

can

phai xac minh thi
khdéng qué 03 ngay

lam viéc.

thdng tin giai
quyét tha tuc
hanh  chinh
cua tinh.

dong/truong hop néu
nop hd so trén moi
treong mang;

- Mién ¢ phi dbi voi
truong hop khai tir
ding han; nguoi
thugc gia dinh c¢o
cdng véi cach mang;
nguoi  thugc  ho
ngheo; nguoi khuyét
tat;

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

12

Dang ky khai
tur luu dong

QT.HT.12

Trong 05 ngay

viéc, ké tr ngay

lam

nhan da ho so hop 16

Truc tiép tai
nha riéng hoac
tai dia diém to
chirc dang ky
luu dong

- L& phi: 10.000
dong/truong hop (ap
dung ddi véi trudong
hop dang ky khai tu
qué han);

- Mién 1& phi i voi
truong hop khai tu
dang han; nguoi
thugc gia dinh co
cbng véi cach mang;

Nhu trén
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TT

Tén thua tuc
hanh chinh

Ky hiéu
quy trinh

Thoi han
giai quyet

Pia diém
thuc hién

Phi, 1& phi (néu co)

Can cur phap ly

nguoi  thugc  ho
nghéo; nguoi khuyét
tat;

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

13

bang ky giam
ho

QT.HT.13

Trong 03 ngay lam
viéc, sau khi nhan

du ho so hop 16,

- Bo phan
Tiép nhan va
Tra két qua
UBND cap x&;
- Cong dich
vu cdng qubc
gia/Hé thong
théng tin giai
quyét tha tuc
hanh  chinh
cua tinh.

- Mién I¢ phi;

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

Nhu trén

14

Dang ky
cham dut
gidm ho

QT.HT.14

Trong 02 ngay lam
viéc, sau khi nhan

da hd so hop 18.

- B6 phan Tiép
nhan va Tra
két qua UBND
cap x&;

- Coéng dich
vu cdng qubc

- Mién I¢ phi;

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

Nhu trén
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Tén thi tuc | Ky hidu Thai han Pia diém A e a N
Il hanh chinh | quy trinh giai quyét thwc hién Phi, 1€ phi (néu co) Can cir phap ly
gia/Hé thong
thdng tin giai
quyét tha tuc
hanh  chinh
cua tinh.
- Lé phi: 20.000
ddng/truong hop néu
nop hd so truc tiép;
- Bo phan|10.000 dong/truong
Tiép nhan va|hop néu nop ho so
Trong 03 ngay lam | Tri két qua|trén moi  truong
viéc, sau khi nhan | UBND  cap | mang;
du hd so hop lé. | X&; - Mién 1& phi cho
15 Pang ky nhan QT.HT.15 Trlffyng, hc_)’_p Cér] - Cézng dj(;;h nguc‘yiAthuC)c g_ia dinh Nhur trén
cha, me, con phai xac minh thi | vy céng quoc | c6 cong vei cach
thoi han giai quyet | gia/Hé théng | mang; nguoi thudc
khong qua 08 ngay | thong tin giai | h¢ nghéo; ngudi
lam viéc. quyét tha tuc | Khuyet tat;
hanh  chinh |- Phi cdp ban sao
cua tinh. trich luc ho tich trong
truong hop nguoi
dan yéu cau: 8.000
ddng/ban.
16 | Pang ky nhan QT.HT.16 Trong 07 ngay lam |- B phan|- Lé phi: 20.000 Nhu trén

cha, me, con

viéc, ké tir ngay

Tiép nhan va

dong/truong hop néu
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Tén thi tuc | Ky hidu Thai han Pia diém A e a N
Il hanh chinh | quy trinh giai quyét thwc hién Phi, 1€ phi (néu co) Can cir phap ly
cd yéu td nudc nhan du ho so hop | Tra két qua | nop hd so truc tiép;
ngoai tai khu 1&. Truong hop can | UBND  cép | 10.000 ddng/trudng
vuc bién gioi phai xac minh thi | xa; hop néu nép hd so
thoi han giai quyét |- Céng dich |trén  mdi  truong
khong qua 12 ngay | vy cong quéc | Mang;
lam vigc. gia/Hé thong |- Mién I¢ phi cho
thdng tin giai | nguoi thudc gia dinh
quyét tha tuc|céd cbng voi céach
hanh  chinh | mang; nguoi thudc
cua tinh. ho6 nghéo; nguoi
khuyét tat;
- Phi cap ban sao
trich luc ho tich trong
truong  hop nguoi
dan yéu cau: 8.000
dong/ban.
- L¢ phi:
T-r? ng 013 ngay Ia\m - Pang ky khai sinh:
viec ké tr ngay . 110,000 ddne/trusn
bang ky khai nhan da ho so hop | Bo phan Tiép LY dong/uuo g
sinh két hop &, truong hop phai | nhanva Tra hop (ap dung doi Vo
17 | . . A | QTHT.A7 | 2 7 AN Tk truong hop dang ky Nhu trén
dang ky nhan xac minh thi thoi ket qua khai sinh qué han);
cha, me, con han giai quyet | UBND cap xa o

khéng qué 08 ngay
lam viéc.

- Pang ky nhan cha,
me, con:  20.000
dong/truong hop;
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TT

Tén thua tuc
hanh chinh

Ky hiéu
quy trinh

Thoi han
giai quyet

Pia diém
thuc hién

Phi, 1& phi (néu co)

Can cur phap ly

- Mién 1é phi ddi Véi
truong hop dang ky
khai sinh dung han;
dang ky khai sinh két
hop nhan cha, me, con
d6i v6i nguoi thudc
gia dinh c6 cong vai
cach mang; nguoi
thudc hd ngheo; nguoi
khuyét tat;

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

18

bang ky lai
khai sinh

QT.HT.18

Trong 05 ngay lam
viéc, ké tu ngay
nhan da ho so hop

I¢;

Truong hop

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

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

- Coéng dich
vu cdng qubc
gia/ Hé thdng
théng tin giai
quyét thu tuc
hanh  chinh

- Lé phi: 10.000
ddng/truong hop néu
nop hé so  truc
tiép/qua buu chinh;
5.000  dong/truong
hop néu nép ho so
trén moéi  truong
mang;

- Mién & phi cho
nguoi thudc gia dinh
cd cbng voi cach

Nhu trén
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Tén thi tuc | Ky hidu Thai han Pia diém A e a N
T hanh chinh | quy trinh giai quyét thwc hién Phi, 1€ phi (néu co) Can cir phap ly

cua tinh. mang; nguoi thudc
ho  nghéo; nguoi

Khuyeét tat;
- Phi cip ban sao
giay khai sinh trong
truong  hop ngudi
dan yéu cau: 8.000

dong/ban.
- Lé& phiz 10.000
dong/truong hop neu
nop hoé so truc tiep;
o n .z 15.000 dong/truong
5P TED oo i nop 1o s
Trong 05 ngay lam | | < qua UBND trén  moéi  truong

viée, ké tr ngay cAp XA; mang,
nhan du ho so hop C‘r’mg dich |~ Mién 1¢& phi cho
bang ky lai 16; Truong hop|~ ~©° Y nguoi thude gia dinh .
191 1t hon QTHTI9 bhai xac minh thi | V¥ €ONG QUOC| 5™ conq véi  cach Nhu trén

thoi han giai quyét
khong qua 25 ngay
lam viéc.

gia/ Hé thong
théng tin giai
quyét tha tuc
hanh  chinh
cua tinh.

mang; nguoil thudc
ho nghéo; nguoi
khuyét tat;

- Phi cap ban sao
trich luc ho tich trong
truong hop nguoi
dan yéu cau: 8.000
ddng/ban.
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Tén thi tuc | Ky higu Thoi han Dia diém LA AR (A e
Il hanh chinh | quy trinh giai quyét thwc hién Phi, 1€ phi (néu co) Can cir phap ly
- L& phi: 10.000
déng/truong hop néu
nop hé so truc
tiép/qua buu chinh;
- B6 phan Tiép | 5.000  dong/truong
__ |nhan va Tra|hop néu nop hod so
Iirgcng l(<)e5 nt?raynlga;;/ két qua UBND | trén  mdi  trudng
nhén dii ho so hop Capcxgr;g dich m E‘ll\n/lg?’én ¢ phi cho
20 Eﬁ;}gtﬁky ta QT.HT.20 :fh;r;rgggn?i?]ﬁ CSPI vu cdng qudc | nguoi thude gia dinh Nhu trén
thoi han giai quyét | 91/Hé thong | co cong véi cach
khong qué 10 ngay | (NONY tin giai | mang; ngudi thuoc
lam viéc. quyéet thu tuyc |hd  nghéo; nguoi
' hanh  chinh | khuyet tat;
cua tinh. - Phi cdp ban sao
trich luc ho tich trong
truong hop nguoi
dan yéu cau: 8.000
ddng/ban.
- Trong 03 ngay |- BO phan|- L¢ phi: 10.000
Thay déi. ci lam viéc ke tu Tiep nhan va dong/truong hop néu
chinh b6 ngay nhan di ho so | Tra ket qua nop ho so  truc
21| cung thong tin | QT-HT-21 | hop 1¢ doi véi yéu | UBND  cap |ticp/qua buu chinh; Nhu trén
hé tich cau thay doi, cai|Xa; 5.000  dong/truong
T chinh  ho tich; |- Céng dich | hop néu nop ho so
truong hop phai | vy céng qudc | trén  moi  trudng




32

Tén thi tuc | Ky hidu Thai han Pia diém A e a N
Il hanh chinh | quy trinh giai quyét thwc hién Phi, 1€ phi (néu co) Can cir phap ly
xac minh thi thoi | gia/Hé thdng | mang;
han giai quyét|thong tin giai |- Mi&n 1& phi cho
khong qua 06 ngay | quyet thu tuc | nouoi thudc gia dinh
lam ViéC. hanh chinh co C(’jng voi cach
- Ngay trong ngay | cua tinh. mang; ngudi thudc
lam viéc ddi véi ho nghéo; nguoi
yéu cau bo sung khuyét tat;
thong tin h¢ tich, - Phi cép ban sao
truong hop nhan trich luc ho tich trong
ho so sau 15 gio trudng  hop ngudi
ma  khong gia dan yéu cau: 8.000
quyét dwoc ngay ddng/ban.
thi tra két qua
trong ngay lam
viéc tiép theo.
03 ngay lam viéc |- BO phan|- L¢ phi: 10.000
k& tir ngay nhan du | Tiep nhan va | dong/truang hop néu
hdo so hop lg|Tra két qua|nop hd so truc
RPN truong hop  phai | UBND ¢ap X&; | tiép/qua buu chinh;
sap Glay xee xac minh thi thai |- Céng dich|5.000 ddng/truong
22 trahg hon QT.HT.22 | han giai quyét|vu cong quoc hop néu n@p ho so Nhu trén
nhan khong qua 23 ngay | gia/Hé thong | trén  mdi1  truong
(khdng tinh thoi | thdng tin giai | mang;
gian giri vdn ban | quyét thi tuc |- Mién 1& phi cho
yéu cau va thoi | hanh  chinh | nguoi thude gia dinh
gian tra loi két qua | cua tinh. c6 cbng vaGi cach
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Tén thi tuc | Ky higu Theoi han Dia diém LA AR (A e
Il hanh chinh quztri'nh giai quyét th.l.l’C hién Phi, 1€ phi (néu co) Can cir phap ly
xac minh). mang; nguoi thudc
ho nghéo; nguoi
khuyét tat.
- B6 phan Tiép
Ngay trong ngay |nhan va Tra
nhan da ho so hop | két qua UBND
¢ (trwong hop | Cap X&;
Cap ban sao nhan ho so sau 15 | - Cong dich ‘
23 | trich luc h¢ | QT.HT.23 | gid ma khdng giai | vy cong quéc | Phi: 8.000 dong/ban. Nhu trén
tich quyet dwoc ngay | gia/Hé théng

thi tra két qua
trong ngay lam
viéc tiep theo).

thdng tin giai
quyét thu tuc
hanh  chinh
cua tinh.
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PHAN I1. NOI DUNG QUY TRINH NQI BQ THU TUC HANH CHINH

|. THU TUC HANH CHINH PUQC BAN HANH MO
1. Pang ky két hon, xac nhan tinh trang hén nhan truc tuyén

KY HIEU QUY TRINH QT.HT.24

NOQI DUNG QUY TRINH

2.1

biéu ki¢n thuc hiégn TTHC:

- Viéc nop ho so ding ky két hdn, xac nhan tinh trang hon nhan truc tuyén trén
Cong Dich vu cong qudc gia, Hé thong thong tin giai quyét thu tuc hanh chinh
cua tinh chi dugc thuc hién véi diéu kién Cong dich vu cong/Hé théng mot cura
dién tir cua tinh da hoan thanh viéc két ndi, khai thac di liéu céng dan tir Co sd
dir liéu qudc gia vé dan cu va két néi, lién théng dir liéu véi Phan mém ding ky,
quan ly hd tich dién t& dung chung cua B Tu phap.

- Cong dan c6 yéu cau giai quyét tha tuc hanh chinh dang ky két hén, xac nhan
tinh trang hdn nhan truc tuyén cé tai khoan trén Cong dich vu céng Quéc gia
hodc tai khoan dinh danh dién tar mic d6 2 theo quy dinh caa Nghi dinh s6
59/2022/ND-CP ngay 05/9/2022 cia Chinh phi quy dinh vé dinh danh va xac
thuc dién tur.

2.2

Cach thirc thuc hign TTHC:

- Nguoi c6 yéu cau truy cap Cong dich vy cdng quéc gia
(https://dichvucong.gov.vn)/Hé théng thdng tin giai quyét thir tuc hanh chinh cua
tinh (https://dichvucong.hatinh.gov.vn), ding ky tai khoan (néu chwa co tai
khoan), x4c thuc ngudi dung theo hudng dan, dang nhap vao hé thong.

- Ngudi ¢6 yéu cau lya chon co quan ding ky ho tich c6 tham quyén giai quyét
thi tuc dang ky két hon thuc hién quy trinh nop ho so: Pang ky két hon, xac
nhan tinh trang hén nhan tryc tuyén.

- Ngudi ¢ yéu cau cung cap thdng tin trén biéu mau dién tir twong tac ding ky
két hon, xac nhan tinh trang hén nhan (c6 miu kém theo); dinh kém ban chup
hodc ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop phi, 1& phi théng qua
chtrc nang thanh toan truc tuyén hoic bang cach thic khac theo quy dinh phép
luat, hoan tat viéc nop hd so.

2.3

\ . . Ban | Ban
Thanh phan ho so, bao gom: chinh | sao

Biéu mau dién tir twong tac dang ky két hon, xac dinh tinh trang

N N X
hon nhan.

Ngudi ¢6 yéu cau thyc hién viéc tai 1én ban chup cac giay to sau:
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Ho chiéu hoac Ching minh nhan dan hoic Thé cin cudc cdng
dan hoic cac giay to khac c6 dan anh va thong tin ca nhan do co
quan c6 tham quyén Cap, con gia tri st dung dé chung minh vé
nhhan than cua nguoi co yéu cau. Truong hop cac thdng tin ca X
nhan trong cac gidy to nay di c6 trong Co so dit liéu Qudc gia vé
dan cu, Co so dir liéu Ho tich dién tir, dugc hé théng dién ty dong
thi khong phai tai Ién;

Gidy to chung minh thugc gia dinh c6 cdng voi cach mang,
nguoi thudc ho ngheo, nguoi khuyét tat (néu co);

Gidy to c6 gia tri chitng minh théng tin vé cu tri trong truong
hop co quan quéan 1y Co sé dit liéu ho tich dién tir khdng thé khai
thac dugc thong tin vé noi cu tra caa céng dan theo cac phuong
thire quy dinh tai khoan 2 Diéu 14 Nghi dinh s6 104/2022/ND-
CP ngay 21/12/2022 cua Chinh phu. Trudng hop cac thong tin
vé glay to chimg minh noi cu trii da dugc khai thac tr Co s dir
licu qu00 gia vé dan cu bang cac phuong thirc nay thi ngudi c6
y&u cau khdng phai tai Ién.

Trich luc ghi ché ly hén ddi voi truong hop cong dan Viét Nam
dang ky thuong trd tai dia ban x& 1am thu tuc dang ky két hon,
da duoc giai quyét viéc ly hon, huy viéc két hon trude do tai co
quan c6 tham quyén nudc ngoai.

* Lueu ¥ khi nép hé so:

+ Bdn chup céc gidy to gui kém theo hé so truc tuyén phdi bdo dam ré nét, day
dii, toan ven vé ngi dung, Ia ban chup bang may danh, dién thoai hodc diroc chup,
dugC quet bang thiét bi dién ti, tir glay to duwot cap hop ¢, con gid tri sw dung;
néu l1a gidy to do co quan cé tham quyén nwéc ngoai cap thi phdai duwoc hop phap
hoa 1anh su, dich sang tiéng Viét theo quy dinh, trir trwong hop dwroc mién hop
phap hoa lanh su.

+ Khi dén nhan két qua, hai bén nam, niz phai c6 mat, xuat trinh giay to tup than
(hg chiéu, chizng minh nhan dan, thé can cudc cong dan hoac gidy to khac co
dan dnh va théng tin cd nhédn do co quan cé tham quyén cdp, con gia tri sir
dung) dé xdc dinh ding nhan than.

2.4

S6 lwgng ho so: 01 bo.

2.5

Thoi han giai quyét:

- Bang ky két hon: Ngay trong ngay tiép nhan du hd so hop 1& (nhan ho so sau 15
gio ma khong giai quyét duoc ngay thi tra két qua trong ngay 1am viéc tiép theo).
Truong hop can phai xac minh diéu kién két hon caa hai bén nam, nit thi thoi
han giai quyét khéng qua 05 ngay lam viéc.
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- X&c nhan tinh trang hon nhan: Trong ngay lam viéc.

2.6

Pia diém tiép nhan hd so va tra két qua giai quyét TTHC:

- Nop hd so: Cong dich vu cong qudc gia/Hé théng thdng tin giai quyét thu tuc
hanh chinh cua tinh.

- Nhan két qua: B phan TN&TKQ cua UBND cap xA.

2.7

Co quan thuc hién: UBND cép x4 noi cu tra ciia bén nam hozc bén nit.

Co quan c¢é thAm quyén quyét dinh: UBND cip x3 noi cu tra ctia bén nam
hoac bén ni.

Co quan dwoc iy quyeén: Khong.

Co quan phoi hop: Co quan quan Iy Co s¢ dir liéu Quéc 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 xir ly céng viéc

TT

Trach Biéu mau/Két

Trinh ty " Thoi gian .
nhiém qua

Bl

1. Tiép nhan hd so trén Cong dich
vy cong qudc gia
(https://dichvucong.gov.vn) hoac Hé
théng théng 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:

- Truong hop hd so chua day du, MAu 01: 02, 03
hop 1¢: Guri thong bdo qua thu dién Cong chirc o (néu c6); 06 va
ta hogc tin nhian qua dién thoai di | Ty ppap- | GO hanh s o5 theo
dong cho ngudi yéu cau bd sung, | g tich chinh | 23

hoan thién ho so, néu rd loai giay to, o
noi dung can bd sung dé ngudi co
y&u cau bo sung, hoan thién. Truong
hop nguoi c6 yéu cau khéng bo
sung, hoan thién duoc hod so thi gii
thong bao tir chéi giai quyét ho so.

- Trudng hop hd so dy dua, hop 1é
thi tiép nhan hd so, dong thoi gui
Phiéu hen, tra két qua qua thu dién
tir hoic tin nhin qua dién thoai di




37

dong cho ngudi ¢ yéu cau, trong do
néu rd thoi gian tra két qua. Truong
hop tiép nhan hd so sau 15h00 ma
khdng thé giai quyét duoc ngay thi
gui Phiéu hen, tra két qua qua thu
dién tir hoic tin nhin qua dién thoai
di dong cho ngudi c6 yéu cau, trong
d6 c6 néu rd thoi gian tra két qua
trong ngay lam viéc tiép theo.

Tham tra hé so:

- Truong hop hd so can bd sung,
hoan thién hoic khong du diéu kién
giai quyét, phai tir chéi thi gui théng
bédo qua thu dién ti hoic tin nhan

Mau 05;

qua dién thoai di dong cho nguoi cd | Cong chiic Van ban xac
y&u cau. Tuphép- | O4ngdy |minh thong tin
- Truong hop can phai kiém tra, xac | HO tich (neu co).
minh lam r6 thi gai thong tin hen lai
ngay tra két qua qua thu dién tur hoac
gui tin nhan qua dién thoai di dong
cho nguoi ¢6 yéu cau. Thuc hién xac
B2 | minh thdng tin.
Truong hop hd so da day du:
- §u’ dung ‘Chlfl'C nang trAén HéA thér}g Mau 05:
kIAem t[a tll’lh tranq hgn_AnhanA cua D& nghi UBND
cong dan (néu Co so dir liéu ho tich L T oz
AR A cap xa co tham
dién tu co du thong tin cta cong dan). | . , O
. AN . Cong chtrc quyen xac nhan
- Truong hop nguoi yéu cau Khong | 1y phap - | 02gio | tinh trang hon
cu tra trén dia \ban cap xd, khoqg H6 tich nhan qua chic
k!em Atm dLEQC t!nh tra?g th nhe}n ndng trén phan
cua cong dan thi chuyén hg SO Xac mém ho tich
nhan tinh trang hon nhan téi UBND
cap xa c6 tham quyén xac nhan tinh
trang hon nhan.
Cong chac Tu phap - Ho tich cua , Mau 05;
UBND cap xd c6 tham quyén xac | UBND cap Théng tin vé
B3 | nhan tinh trang hdn nhan co trach | xd dugcdé | 02gi6 | TTHN cua
nhiém tiép nhan hé so trén Hé théng, nghi ngudi c6 yéu

kiém tra, x4c minh théng tin tinh

cau
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trang hén nhén caa cong dan, hoan
tat tha tuc xac nhan tinh trang hon
nhan, chuyén tra két qua 1a thong tin
vé Gidy x&c nhan tinh trang hén
nhan (ky sé) tinh trang hon nhan
cua nguoi cO yéu cau cho UBND
Cap x3 noi tiép nhan hd so diang ky
két hon.

Sau khi ¢6 két qua xac minh/nhan
duoc két qua phan hoi vé tinh trang
hon nhan, truong hop hai bén nam

Mau 05;

nit du diéu kién két hon, cong chic | Cong chic S
B4 | Tu phép - Ho tich hoan tat quy trinh | Tuphép- | 02gis | D% thao Giay

dang ky két hon, ghi vao Sé dang ky |  Ho tich chimg nhan ket

két hon, cap nhat thdng tin dang ky hon

két hon trén Phan mém dang ky,

quan ly hd tich dién t& dung chung.

Cong chic Tu phap-Ho tich in Gidy | Céng chirc Mau 05, 06;
B5 | chimg nhan két hén, trinh Lanh dao | Tu phép - 01gid |Gidy  ching

UBND cap xa ky. Ho tich nhan két hon

Tra két qua cho cé& nhan:

Dé nghi hai bén nam nir xuat trinh

gidy to tuy than (ho chiéu, ching

minh nhan dan, thé can cudc cong

dan hoic gidy to khac c6 dan anh va

thong tin c4 nhan do co quan cé .

tham quyen cap, con gié trj si dung) | Cong chic | ..\ Mau 01, 06;
B6 | d¢ xac dinh dung nhén than, kiém tra | Tu phap - chinh | Gidy  ching

thong tin trén Gidy chiing nhan két | Ho tich nhan két hon

hon, trong S6 ding ky két hon,
khang dinh su tu nguyén két hon va
ky So DPiang ky két hon, ky Giay
ching nhan két hén. Tra mdi bén
nam, nit 01 ban chinh Gidy chtng
nhan két hon.

* Truong hop hé so khong xit Iy duot trong ngay lam vi¢e hogc trong ngay lam
Viéc tiép theo (@61 Véi hé so nhdn sau 15 gio), trong ngay hen tra két qud, cong
chite Tw phdp - Hé tich trinh Chui tich UBND cdp x& ky ban hanh phiéu xin 15i va

hen lai ngay tra két qua dé guri cho té chirc, ca nhan.
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* Trirong hop ho so can xac minh néu qua han xi Iy, trong thoi gian chdm nhat
01 ngay truéc ngay hét han xit 1y, cong chirc T phap - Hg tich trinh Chu tich
UBND cdp x& ky ban hanh phiéu xin 151 va hen lai ngay tra két qua dé guri cho to
chuc, ca nhan.

* Trong qua trinh giai quyet hé so nguoi ¢6 trach nhi¢m thuc hi¢n can thuec hién
dong thoi cac thao tac tiép nhdn/chuyén/tra hé so, két qua gidi quyét trén phan
mém: http://dichvucong.hatinh.gov.vn vgi cac bugc trong quy trinh.

BIEU MAU

Gidy tiép nhan ho so va hen tra két qua
Mau 01 Iij

M3u 01.docx

Phiéu yéu cau b6 sung hoan thién hd so
MAu 02 w5

M3u 02.docx

Phiéu tir chéi tiép nhan giai quyét hd so
MAu 03 w5

M3u 03.docx

Phiéu xin 1i va hen lai ngay tra két qua
M3Au 04 w5

M3u 04.docx

Phiéu kiém soét qua trinh giai quyét ho so
Mau 05 'ij

Mau 05.docx

S6 theo dbi hd so
MAu 06 g

Mau 06.docx

HO SO LUU:

szlu 01; 02, 03, 04 (n‘éu c6); 06 luu tai Bo phan TN&TKQ ciaa UBND Cép Xa.
Mau 01, 05 luu theo ho so;

Ho so dau vao theo muc 2.3;
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- | Gidy to thé hién tinh trang hdn nhan cia ngudi ¢ yéu cau;

- | S6 bang ky két hon;

Phan mém Hé théng théng tin giai quyét tha tuc hanh chinh caa tinh; Phan mém
http://hotich.moj.gov.vn.

Ho so dugc luu tai UBND cap x4, thoi gian luu trir hd so dang ky két hon va xéac nhan
t‘lph 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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I1. THU TUC HANH CHINH PUQC SUA POI, BO SUNG
1. Pang ky khai sinh

1 |KY HIEU QUY TRINH QT.HT.01
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thyc hién TTHC: Khéng.
2.2 | Céach thirc thuc hign TTHC:
- Ngudi ¢6 yéu cau dang ky khai sinh tryc tiép thuc hién hoic ay quyép cho nguoi
khéac thuc hién nop ho so truc tiep tai Bo phan TN&TKQ ciia UBND cap x&;
- 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 théng tin giai quyét tha tuc hanh
chinh cuaa tinh (https://dichvucong.hatinh.gov.vn).
A 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 thaec truc tiep);
Biéu mﬁu dién tur tuong tac dang ky khai sinh (do nguoi yéu cau
_|cung cap thong tin theo hudng dan trén He théng thdng tin giai «

quyét tha tuc hanh chinh cua tinh, néu ngudi c6 yéu cau lva
chon nop ho so theo hinh thuc truc tuyén);

Nguoi c6 yéu cau dang ky khai sinh thuc hién viéc nop/xuat
trinh (theo hinh thuc tryc tiép) hoac tdi 1én (theo hinh thuc truc
tuyén) cac giay to sau:

* Gidy to phdi ngp:

Gidy chung sinh.

Truong hop khoéng c6 Gidy chang sinh thi nép vin ban cua
ngudi 1am ching xac nhan vé viéc sinh; néu khong c6 ngudi lam | X
chang thi phai c6 gidy cam doan vé viéc sinh theo maiu
BM.HT.01.02;

Truong hop tré em bi bé roi thi phai c6 bién ban vé viéc tré bi
bo roi do co quan ¢6 tham quyen 1ap;

Truong hop khai sinh cho tré em sinh ra do mang thai ho thi
phai ¢6 van ban xac nhan cua co so' y té da thuc hién ky thuat ho X
tro sinh san cho viéc mang thai ho;

Vin ban uy quyén (duoc ching thuc) theo quy dinh cia phap | X
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luat trong truong hop ty quyén thuc hién viéc dang ky khai sinh.
Truong hop nguoi di dang ky khai sinh cho tré em la 6ng, ba,
nguoi than thich khac thi khdng phai c6 vén ban uy quyen cua
cha, me tré em, nhung phai théng nhit véi cha, me tré em vé cac
noi dung khai sinh.

Gidy to ching minh thuge gia dinh c6 cong voi cach mang,
ngudi thudc ho ngheo, nguoi khuyeét tat (néu co).

* Gidy to phdi xudt trinh:

Ho chiéu hodc Chang minh nhan dan hodc Thé can cudc cong
dan hoic cac giay to khac c6 dan anh va thong tin c4 nhan do co
quan c6 tham quyén cap, con gia tri sir dung dé chiing minh vé
nhan than cta nguoi ¢ yéu cau dang ky khai sinh. Truong hop
cac thong tin ca nhan trong cac gidy to nay da cé trong Co s dir
liéu Qudc gia vé dan cu, Co sé dir lisu Ho tich dién ta, duoc hé
thong dién tu dong thi khéng phai xuat trinh (theo hinh thuac truc
tiép) hoac tai 18n (theo hinh thirc truc tuyén);

- Gidy to ching minh not cu tra cua cong dan Viét Nam dé chimg
minh tham quyén ding ky khai sinh trong truong hop co quan
dang ky ho tich khong thé khai thac duoc thong tin vé noi cu tri
cua cong dan theo cac phuong thirc quy dinh tai khoan 2 Diéu 14
Nghi dinh s6 104/2022/NP- CP ngay 21/12/2022 ctia Chinh phu. X
Truong hop cac thong tin vé gidy to _ching minh noi cu tra da
duoc khai thac tor Co s¢ dit lieu quoc gia vé& dan cu bang céc
phuong thire nay thi nguoi co yéu cau khong phai xuét trinh (theo
hinh thire truc tiép) hodc tai 1én (theo hinh thic truc tuyén);

Gidy chting nhan két hon néu cha, me di ding ky két hon.
Truong hop di c6 thong tin vé viéc két hén cua cha, me trong
Co s6 dix liéu Hb tich dién tir, Co so dit liéu Quéc gia vé dan cu | X
thi khéng phai xuét trinh (theo hinh thirc tryc tiép) hoac tai lén
(theo hinh thire truc tuyén).

* Lueu ¥ khi nop ho so:

- Tru"oﬂg hop gwl ho so qua h¢ thong buu chinh thi phai guri kém theo ban sao
cé chwng thuc cac glay to phdi xuat trinh.

- Poi Véi gidy torndp, xudt trinh néu nguoi yéu cau ngp hé so theo hinh thirc truc tiép:
+ Doi Voi giay to xuat trinh khi déng ky hd tich, nguoi tiep nhdn c6 trach nhiém
Kiem tra, do”i‘ chieu voi thong tin trong to Ighai, chup lai hogc ghi lai thong tin de
lwu trong ho so va tra lai cho nguoi Xuat trinh, khong dwoc yeu cau ngp ban
sao hogc ban chup giay to do.

+ Nguoi yéu cau dang ky hé tich ¢ thé ngp ban sao chizng thuec tir ban chinh
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hodc bdn sao dwoc cap tir s6 goc hoac ban chup kem theo ban chinh giay to aé
doi chiéu. Truong hO’p ngueoi yéu cau nop ban chup kém theo ban chinh gidy to
thi ngu’O'I tiép nhdn co trach nhiem Kiém tra, doi chiéu ban chup Vi ban chinh
va ky xac nhdn, khéng dwroc yéu cau nguoi di ding ky nép ban sao giay to doé.

+ Nguoi tiép nhdn cd trach nhiém tiép nhdn ding, dui ho so ding ky hé tich
theo quy dinh cua phap ludt hé tich, khong dwroc yéu cau nguoi dang ky hé tich
nop thém glay toma phép ludt hé tich khong quy dinh phai ngp.

- Do Véi gidy tor giri kém theo néu ngueoi yeu cau nép ho so theo hinh thirc truc tuyén:

+ Ban chup cac glay to gui kém theo ho so ding ky khai sinh truc tuyén phdi
bdo dam ré nét, day di, t0an ven vé ngi dung, la ban chup bang may anh, dién
thogi hodc duroc chup, duot quet bang thiét bi dién tir, tor glay to duroc cap hop
I¢, con gid tri sz dung; néu 1a gidy to do co quan c6 tham quyén nuwéc ngoai
cap thi phdai dioc hop phép héa 1anh sy, dich sang tiéng Viét theo quy dinh, trir
trirong hop dwoc mién hop phap héa 1anh su.

+ Truong hop gidy to, tai liéu phdi gii kém trong ho so dang ky khai sinh truc
tuyen dd ¢6 ban sao dién tir hodc da c6 ban dién tir gidy to hé tich thi nguoi yéu
cau dwoc stk dung bdn dién tu nay.

+ Khi dén co quan dang ky h¢ tich nhan két qua (Gidy khai sinh/ban sao Gidy
khai sinh), nguwoi cO Yéu cau déing ky khai sinh phdi ngp ban chinh Gidy chiing
sinh; xudt trinh gidy to tup than; ban chinh Gidy ching nhdn két hén (néu cha
Me tré da ddang ky két hon va thong tin vé viéc két hén chia c6 trong Co sé dir
liéu Quéc gia vé ddn cu, Co sé dir lidu Ho tich dién tiz).

Trieong hop nguwoi yéu cau dang ky khai sinh khéng cung cdp duoc gidy to néu
trén theo quy dinh hodc gidy to: nép, xuat trinh bj tdy x6a, sia chira, lam gia thi
co quan dang ky hé tich ¢ tham quyén huy bé két qua ding ky khai sinh.

- Gidy to do co quan ¢é tham quyén Ciia nwéc ngoai cap, cong ching hodc xac
nhén dé sir dung cho viéc déing ky hé tich tai Viét Nam phdi dwoc hop phép hoa
13nh su theo quy dinh cua phap ludt, trir trieong hop diroc mién theo diéu wéc
quoc té ma Viet Nam 1a thanh vién.

- P61 Véi viée xdc dinh ho, dan tée, dat tén cho tre:

+ Vige xdc dinh ho, dan toc, dat tén cho tré em phai phu hop véi phap lugt va
yéu cau giir gin ban sac dan téc, tap quan, truyén thong van héa tot dep cua
Viét Nam; khong dat tén qué dai, khé si dung.

+ Triong hop cha, me khdng théa thudn duwroc vé ho, dan tgc, qué quén cuia con
khi dang ky khai sinh thi ho, dan téc, qué quan cua con dwoc xdac dinh theo tdp
quan nhung phdai bdo dam theo ho, dan tgc, qué quan cua cha hogc me.

- Truong hop cho phép nguoi yéu cau dang ky hé tich |dp van ban cam doan vé
ngi dung Yeu cdu ddang ky hé tich thi co quan dang ky hé tich phdi gidi thich rd
cho nguwoi ldp vin bdan cam doan vé trach nhiém, hé qua phap ly cua viéc cam
doan khong dung sy that.
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Co quan dang ky ho tich tir choi gial quyét hodc dé nghi co quan cé tham quyén
hiy bo két qua ding ky hé tich, néu cé co sé xdc dinh néi dung cam doan khéng
dung sy 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 khong giai quyet dugc ngay thi tra ket qua trong ngay
lam viéc tiep theo.
Pia diém tiép nhan hd so va tra két qua giai quyét TTHC:

56 |- Bophan Tiép nhan va Tra két,qué cia UBND cip xa. , ‘
- Hé thong théng tin giai quyét tha tuc hanh chinh cua tinh (chi tieép nhan ho
s0): http://dichvucong.hatinh.gov.vn hoac https://dichvucong.gov.vn .
Co quan thuc hién:
- Uy ban nhan dan cip xi noi cu tra cta nguoi cha hoic nguoi me thuc hién
dang ky khai sinh cho tré em;
- Uy ban nhan dan cip x4 noi 1ap bién ban vé viéc tré bi bo roi déi véi trudong
hop dang ky khai sinh cho tré bi bo roi.
- Uy ban nhan dan cip xa noi tré dang cu trii ¢6 trach nhiém dang ky khai sinh
cho tré chua xac dinh duoc cha, me.

,7 | Coquan c tham quyén quyét dinh:

' - Uy ban nhén dan cap x& noi cu tru cta nguoi cha hodc nguoi me thuc hién

dang ky khai sinh cho tré em;
- Uy ban nhan dan cip x4 noi 1ap bién ban vé viéc tré bi bo roi d6i véi trudng
hop dang ky khai sinh cho tré bi bo roi.
- Uy ban nhan dan cip xa noi tré dang cu trii ¢ trach nhiém dang ky khai sinh
cho tré chua xac dinh duoc cha, me.
Co quan dwoc iy quyén: Khong.
Co quan phdi hep: Co quan quan ly Co sé dit liéu Qudc gia vé dan cu.

2.8 | Poi twong thuc hién TTHC: Cé nhan
Két qua giai quyét TTHC:
- HO so du diéu kign: Giy khai sinh ban chinh (01 ban); ban sao Gidy khai sinh

2.9 | duogc cap theo yéu cau.
- Hb so khong du diéu kién: Vin ban théng bao khong du diéu kién cap Giay
khai sinh.

2.10 | Quy trinh xw ly cong viéc

T Trinh te Trach | Thoi Biéu mﬁﬂu/Két

: nhiém gian qua
B1 |1. Tiép nhan ho so truc tiép tir c&| CoOng | Gio hanh | Mau 01; 02, 03
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nhan hoic tir hé thong buu chinh hoac
trén Cong dich vu céng qudc gia
(https://dichvucong.gov.vn) hodc Hé
théng théng tin giai quyét tha tuc
hanh chinh cua tinh
(https://dichvucong.hatinh.gov.vn).

2. Cong chitc Tu phép - Ho tich kiém
tra ho so:

- Néu hd so chua day du hoic khong
hop lé: Huéng dan hoic thong béo
bang van ban cho c& nhan bd sung,
hoan thién ho so. Truong hop khong
b6 sung, hoan thién dugc hd so thi
théng 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 nguol c yéu cau trong ngay
lam viéc tlep theo hoac gui tin nhan
hen tra két qua qua dién thoai di dong
cho nguoi ¢6 yéu cau (néu nguoi co
y&u cau lya chon hinh thic nop ho so
truc tuyén).

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

chuc Tu
phap -
Ho tich

chinh

(neu c6), 06 va
Ho6 so theo muc
2.3

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 lua chon quéc tich Viét
Nam cho con thi chuyén thong tin dén
Co s dir liéu Quéc gia vé dan cu dé
ldy S6 dinh danh ca nhan. Sau khi c6
s6 dinh danh ca nhan, in du thao Giay

Cong
chac Tu
phap -
Ho tich

02 gio

Mau 05;
Dy thao Giay
khai sinh hoac
du thao van ban
thong bao khéng
du diéu kién cap
Giy khai sinh
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khai sinh;

- Truong hop tiép nhan hd so ding
ky khai sinh theo hinh thac truc
tuyén: Gui lai biéu mau Gidy khai
sinh dién tir voi thong tin day da cho
ngudi yéu cau qua thu dién ta hoic
thiét b sé.

Nguoi yéu cau cd trach nhiém kiém
tra tinh chinh xac, day du cua céc
thdng tin trén biéu mau Gidy khai sinh
dién tir va xac nhan (t6i da mot ngay).
Néu nguoi c6 yéu cau xac nhan thdng
tin da thong nhat, day du hodc khong
c6 phan hdi sau thoi han yéu cau thi
ghi noi dung vao S6 dang ky khai sinh,
cap nhat thong tin dang ky khai sinh va
Iwu chinh thuc trén Phan mém dang ky,
quan ly ho tich dién tir dung chung.

- Néu khong du diéu kién: Du thao
vin ban thong bao khong du diéu kién
cap Giay khai sinh;

Trinh 1&nh dgo UBND cdp 3.

Mau 05; Giay
, , Linh dao khai sinh hoac
Ky du thao két qua giai quyét tha tuc i .. |van ban thong
B3 |, g UBND | Olgiv |, . q
hanh chinh. Lo bao khong du
cap xa A - X
dieu kién cap
Giay khai sinh
Mau 05, 06;
, Cong Giay khai sinh
B4 Phat hanh van ban va tra két qua cho| chuc 01 gio hoiac van ban
cbng chirc Tu phap - Ho tich. Van g thdng bao khong
phong du dieu kién cap
Giay khai sinh
Mau 01, 06;
2 AL sk ax. 1. | CONQ Gidy khai sinh
Chuyen ngudi dan ky vao So dang ky | o Tir | Gig hanh | hoac  van  ban
B5 | khai sinh va tra két qua, thu phi, I¢ h3 hinh hona bao kha
hi theo quy dinh (néu co). phap - chinh | thong bao khong
p : Ho tich da diéu kién cap

Gidy khai sinh
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* Truong hop hé so khong xur Iy dwoc trong ngay lam viéc hodc trong ngay lam
viée tiép theo (do6i véi hé so nhdn sau 15 gio), trong ngay hen tra két qud, cong
chire Tw phdp - HY tich trinh Chii tich UBND cdp xd ky ban hanh phiéu xin 16i
va hen lai ngay tra két qua dé gLZ’i cho t6 chike, cd nhan.

* Trong qua trinh giai quyét ho SO nguoi co trach nhiém thuc hién can thuc
hién dong thoi cdc thao tdc tiép nhan/chuyen/tra hé so, két qua gidai quyét trén
phan mém Hé thong théong tin gidi quyét thii tuc hanh chinh ciia tinh véi cdc
buwoc trong quy trinh.

BIEU MAU

Giay tiép nhan ho so va hen tra két qua
M3u 01 w3

Mau 01.docx

Phiéu yéu cau bo sung hoan thién ho so
M3u 02 )

M&u 02.docx

Phiéu tir chdi tiép nhan giai quyét ho so
M3u 03 W5

M&u 03.docx

Phiéu xin 15i va hen lai ngay tra két qua

Mau 04 Iﬁj

Mau 04.docx

Phiéu kiém soat qua trinh giai quyét ho so
M3u 05 w5

M&u 05.docx

S6 theo ddi ho so
Mau 06 Iﬁj

M&u 06.docx

To khai dang ky khai sinh
BM.HT.01.01 w5

BM.HT.01.01.docx
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Van ban cam doan

BM.HT.01.02 )

BM.HT.01.02.docx

HO SO LUU:

Mau 01; 02, 03, 04 (néu ¢6); 06 luu tai BO phan Tiép 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 cap Giay khai sinh (néu co);

Phan mém http://khaisinhdientu.moj.gov.vn; Phan mém Hg¢ thong thong tin giai
quyet thu tuc hanh chinh caa tinh.

Ho so dugc Iuu tai UBND cap x4, thoi gian luu trit S6 dang ky khai sinh 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.

2. Piang ky Kkhai sinh c6 yéu t6 nwéc ngoai tai khu vuc bién giéi

1 |KY HIEU QUY TRINH QT.HT.02
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thuc hién TTHC:
Treé sinh ra tai Viét Nam c6 cha hoac me la cong dan Viét Nam thuong tru‘tai
dia ban xa ¢ khu vuc bién gigi con me hoac cha la cong dén nudc Iéng gieng
thuong trd 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 trd.
2.2 | Cach thirc thuc hiégn TTHC:
- Nguoi ¢6 yéu cau dang ky khai sinh tryc tiép thyc hién hogc iy quyen cho nguoi
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 vu cong quoc gia
(https://dichvucong.gov.vn) hoac Hé thong thong tin giai quyét thua tuc hanh
chinh cuaa tinh (https://dichvucong.hatinh.gov.vn).
N A A AL Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao

T khai ding ky khai sinh, theo mau BM.HT.02.01 (néu nguoi X
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cd yéu cau lya chon nop hd so theo hinh thuc truc tiép);

Biéu mau dién tur trong tac dang ky khai sinh (do nguoi yéu Cau
cung cap théng tin theo huéng dan trén Cong dich vu cdng quéc
gia hoac H¢ théng thdng tin gidi quyét thu tuc hanh chinh cua
tinh, néu ngudi c6 yéu cau lya chon ndp ho so theo hinh thuc tryc
tuyén);

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

*Gidy tor phdi ngp:

Giay chimg sinh; truong hop khong c6 Giay ching sinh thi nop
van ban cua nguoi 1dm chang xac nhan vé viéc sinh; néu khong
c6 nguoi 1am chang thi phai c6 gidy cam doan vé viéc sinh theo
mau BM.HT.02.02;

Vin ban xac nhan cua co so y té da thuc hién ki thuat hd tro
sinh san cho viéc mang thai ho doi véi truong hop Khai sinh cho
tré em sinh ra do mang thai ho;

Vin ban théa thuan caa cha, me vé viéc chon quéc tich cho con.
Truong hop cha, me chon qudc tich nudc ngoai cho con thi van
ban thoa thuan phai co xac nhan caa co quan nha nudc cd tham
quyén cta nudc ngodi ma ngudi dé 1a cong dan;

Gidy to chang minh nhan than, chiing minh noi thuong tri ¢
khu vuc bién gidi cta cong dan nudce lang giéng;

Truong hop uy quyen cho ngudi khac 1am thay thi phai co van
ban uy quyén dugc ching thuc theo quy dinh ctaa phap luat;

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

* Gidy tor phdi xudt trinh:

Ho chiéu hoic Chiing minh nhan dan hodc Thé cin cudc cong
dan hoic cac gidy to khac c6 dan anh va thong tin ca nhan do co
quan c6 tham quyén cip, con gia trj sir dung dé chang minh vé
nhan than caa ngudi cO yéu cau dang ky khai sinh. Trudong hop
cac thong tin ca nhan trong céac giay to nay da c6 trong Co so dir
liéu Qudc gia vé dan cu, Co s dir liéu Ho tich dién tir, dugc hé
thong dién tu dong thi khéng phai xuat trinh (theo hinh thuc
truc tiép) hoac tai 1én (theo hinh thic tryc tuyén);

Gidy to c6 gia tri chung minh thong tin ve cu tra trong truong
hop co quan dang ky hd tich khong thé khai thac dugc thong tin
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Vé noi cu tra 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 cia Chinh phu. Truong hop cac thong tin vé giay to
chimg minh noi cu tri da dugc khai thac tr Co so dix liéu qUOC
gia v¢ dan cu bang cac phuong thuc nay thi ngu’ol ¢ yéu cau
khdng phai xuit trinh (theo hinh thuc truc tiép) hoic tai 1én
(theo hinh thire truc tuyén).

Gidy chung nhan két hon néu cha, me da dang ky két hon.
Truong hop da co thong tin vé viéc két hon caa cha, me trong
Co s¢ dir liéu Quéc gia vé dan cu, Co so dir liéu Ho tich dién tar | x
thi khéng phai xut trinh (theo hinh thirc truc tiép) hoic tai 1&n
(theo hinh thirc truc tuyén);

* Lueu y khi nép ho so:
- Truwong hop guri ho so qua hé thong buu chinh thi phai guri kém theo ban sao
co chwng thyrc cac gidy to phal Xudt trinh.

- Doi Véi gidy to nép, Xudt trinh néu nguoi yéu cau nép hé so theo hinh thirc
tryec tiép:

+ Nguroi tiép nhdn c6 trach nhiém kiém tra, doi chiéu véi thong tin trong to
khai, chup lai hodc ghi lai théng tin dé huu trong hé so va tra lai cho nguoi Xudt
trinh, khéng dwroC YU cau nép ban sao hodc ban chup gidy to dé.

+ Nguwoi Yéu cau déang ky hé tich c6 thé nép ban sao ching thyc tir ban chinh
hodc ban sao diroc cap tir s6 goc hogce ban chup kém theo ban chinh giay to dé
doi chiéu. Truong hop nguoi yéu cau nop ban chup kem theo ban chinh gidy to
thi ngum tiép nhdn co trach nhhi¢m Kiém tra, doi chiéu ban chup Vi ban chinh
va ky xac nhdn, khéng dwroc yéu cau ngum di ding ky nép ban sao giay to doé.

+ Nguoi tiep nhan co trach nhiém tiép nhédn diing, du ho so ding ky hé tich
theo quy dinh cua phap lugt ho tich, khong duroc yéu Cau nguoi ding ky hé tich
nop thém glay to ma phép ludt hé tich khong quy dinh phai ngp.

- Poi Vi gidy to guri kém theo néu nguwoi yéu cau nép ho so theo hinh thirc tryc
tuyeén:

+ Ban chup cac giay to gui kém theo ho so dang ky khai sinh truc tuyén phdi
bdo dam ré nét, day dii, toan ven vé ngi dung, la ban chup bang may anh, dién
thogi hodc duroc chup, duot quet bang thiét bi dién tur, tor glay to duot cap hop
I¢, con gia tri siz dung; néu 1a gidy to do co quan c6 tham quyén nwéc ngoai
cap thi phai dioc hop phép hoa 1anh si, dich sang tieng Viét theo quy dinh, trir
trirong hop dwoc mién hop phap héa 1anh su.

+ Truong hap giay to, tai liéu phai gu’l kém trong ho so dang ky khai sinh truc
tuyen dd c6 ban sao dién tir hodc da c¢é ban dién tir gidy to hé tich thi nguwoi yéu
cau dwoc sir dung ban dién tu nay.

+ Khi dén co quan dang ky hé tich nhan két qua (Gidy khai sinh/ban sao Gidy
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khai sinh), ngwoi cO Yéu cau déing ky khai sinh phdi ngp ban chinh Giay ching
sinh; xudt trinh gidy to tup than; ban chinh Gidy ching nhdn két hén (néu cha
Me tré da ddang ky két hon va thong tin vé viéc két hén chia c6 trong Co sé dir
liéu Quac gia vé ddn cu, Co so dit lidu Hé tich dién tir).

- Giay to do co quan c6 tham quyeén Cua nude c¢é chung dwong bién gisi voi
Viét Nam Idp, cap, xac nhdn si dung dé dang ky ho tich duwoc mién hop phap
hoa 1anh su; dich ra tiéng Viét va co cam két ciia nguoi dich vé viéc dich diing
noi dung.

- Truong hop nguoi yéu Cau dang ky khai sinh khong cung cdp duwot gidy to néu
trén theo quy dinh hoac glay to nop, xuat trinh bj tdy x6a, sira chira, 1am gid thi co
quan déing ky hé tich c6 tham quyeén hiy bé két qud déing ky khai sinh.

- Trueong hop cho phép nguoi yéu cau dang ky hé tich |dp van ban cam doan vé
ngi dung yéu cau dang ky ho tich thi co quan dang ky hé tich phdi giai thich rd
cho nguwoi ldp vin ban cam doan vé trach nhiém, hé qua phéap ly cua viéc cam
doan khong dung sy that.

- Co quan dang ky ho tich tir chai giai quyét hodc d@é nghi co quan cé tham
quyén hay bé két qud dang ky hé tich, néu ¢é co sé xde dinh néi dung cam doan
khong dung su that.

- D6i Véi Viéc xdc dinh ho, dan téc, dat tén cho tré:

+ Vige xdc dinh ho, dan toc, dat tén cho tré em phai phu hop véi phap lugt va
yéu cau gi# gin ban sdc dan téc, tdp quan, truyén thong van héa tot dep cua
Viét Nam; khdng dat tén qué dai, kho si dung.

+ Trwong hop cha, me khong théa thudn dwroc vé ho, dan téc, qué quan cua con
khi dang ky khai sinh thi ho, dan téc, qué quan cua con duoc xdc dinh theo tap
quan nhung phdai bdao dam theo ho, dan toc, qué quan cua cha hogc me.

2.4 | S6 lwgng hé so: 01 bo.

Thoi han giai quyét: Ngay trong ngay tiép nhan du ho so hop 1& (nhan ho so

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

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

26 A e A . - e N \ , o 9 0 gt A A A
- Hé thong thong tin giai quyét thu tuc hanh chinh cua tinh (chi tieép nhan ho
s0): http://dichvucong.hatinh.gov.vn hoac https://dichvucong.gov.vn.

Co quan thuc hién: UBND cip x4 ¢ khu vuc bién giéi noi thuong trd cua
ngudi cha hodac ngudi me la cong dan Viét Nam.

,7 | Co quan cé tham quyén quyét dinh: UBND cip xa & khu vyc bién giéi noi

thuong trd cta nguoi cha hodc nguoi me la cong dan Viét Nam.
Co quan dwoc iy quyén: Khong.
Co quan phdi hep: Co quan quan ly Co s dit liéu Quéc gia vé dan cu.
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2.8 | Péi twong thuc hién TTHC: C4 nhan

Két qua giai quyét TTHC:

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

- H6 so khong du diéu kién: Vian ban thong béo khong du diéu kién.

2.9

2.10 | Quy trinh xir ly cong viéc

Trach Thoi Bidu mau/Két

TT Trinh tw o . R
: nhiém gian qua

1. Tiép nhan hd so truc tiép tir ca
nhan hoic tir hé théng buu chinh
hoic trén Cong dich vu céng quéc
gia (https://dichvucong.gov.vn) hoac
Hé thdng théng tin giai quyét tha tuc
hanh chinh cua tinh
(https://dichvucong.hatinh.gov.vn).
2. Cong chuc Tu phap - Ho tich
kiém tra hd so:

- Néu ho so chua day da hoic khong
hop 1&: Huéng dan hoac thong bao
bang vin ban cho c& nhan b sung,
hoan thién hd so. Trudong hop khdng
béA sung, hgén 'Er_]ié_r{ duoc hé; so thi Cong G Miu 0L: 02, 03
a1 th:lr!g b?o tur cPol glal quy?F h(3 SO. | chie Tu haln(:\ (n{éu c6); 06 va
- e!{,ho sE)’ da}I du, ho’p 1€: I_’arrz thU; phép - Ho el HO so theo muc
tuc tiép nhan ho SO' va thu phi, 1¢ phi tich cnin 23
theo quy dinh. Néeu tiép nhan ho so
sau 15 gio thi giri Phiéu hen, tra két
qua cho ngudi ¢6 yéu cau trong ngay
lam viéc tlep theo hoac gui tin nhan
hen tra két qua qua dién thoai di
dong cho nguoi cd yéu cau (néu
ngudi €6 yéu cau lya chon hinh thuc
nop hod so truc tuyén).

Sau khi tiép nhan hd so theo hinh
thac nop truc tiép, Cong chuc Tu
phap - Ho tich thyc hién s hoa (sao
chup, chuyén thanh tai liéu dién tu
trén hé théng thong tin, co so dir
licu) va ky sb vao tai lidu, hd so giai
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quyét thu tuc hanh chinh da duogc s6
hoa theo quy dinh.

Kiém tra, xem xét hd so:

- Néu du diéu kién: Ghi noi dung khai
sinh vao S6 dang ky khai sinh, cap
nhat dir liéu 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 @ lay S6 dinh danh ca
nhan. Sau khi c6 sb dinh danh ca
nhan, in dy thao Giay khai sinh.
Truong hop tiép nhan ho so dang ky
khai sinh theo hinh thic truc tuyén:
Gui lai biéu mau Giay khai sinh dién

Mau 05; Du thao

ter voi thong tin day du cho ngudi yéu Cong Y .
cau qua thu dién tir hogc thiét bi sb. chiic Tu _|Giay khai sinh
B2 N WPy 2 . .~ | 020i0 |hoac van ban
Nguoi yéu cau co trach nhiém kiém | phap - Ho o . N
. . O S ) théng bao khdng
tra tinh chinh xéc, day du cua cac tich i didu Kien
thdng tin trén bieu mau Giay khai sinh '
dién tr va xac nhan (t6i da mot ngay).
Néu nguoi co yéu cau xac nhan
thong tin da thong nhat, day du hoac
khong co phan hoi sau thoi han yéu
cau thi ghi ngi dung vao So dang ky
khai sinh, cap nhat thong tin dang ky
khai sinh va luu chinh thuc trén
Phan mém dang ky, quan ly ho tich
dién t&r dung chung.
- Néu khong d dieu kign: Dy thao van
ban thong bao khong du dieu kién.
Trinh lanh dao UBND cdp xa.
Mau 05; Giay
, e Ee ey Ly ar Lanh dao khai sinh hoac
g3 | KY du thao ket qua giai quyetthi tuc | " ygNp - | 01 gig [van ban  thong
hanh chinh tai B2. IR . N .
cap xa bao khong du
diéu kién
st st s ix Céng Mau 05; Giay
Phat hanh van ban va tra két qua cho R -\ NN N
B4 cong chire Tu phép - H6 tich. Chu:c\ Van | 01 gio kijal S!nh h?ac
phong van ban thong




54

bao khong du
diéu kién

BS

7 7 con Mau 01, 06; Giay
Chuyén nguoi dan ky vao So6 diang ong Gio | khai sinh hoac
. . S % \ 2| chuc Tu N 9 , N
ky khai sinh va tra két qua, thu phi, hao - H6 hanh |van ban thong
I€ phi theo quy dinh. Phap = H0 1 chinh | bao khong du
tich A LA

diéu kién

* Triong hop hé so khéng xik Iy dwege trong ngay lam viée hodc trong ngdy lam
viéc tiép theo (doi véi hé so nhdn sau 15 gio), trong ngay hen trd két qud, cong
chire Tw phdp - HY tich trinh Chii tich UBND cdp xd ky ban hanh phiéu xin 16i
va hen lai ngay tra két qua d@é giri cho t6 chire, cd nhan.

* Trong quda trinh giai quyét ho SO nguoi co trach nhiém thuc hién can thuc
hién a”ong thoi cdc thao tdc tiép nhan/chuyen/tra hé so, két qua gidai quyét trén
phan mém Hé thong théng tin gidi quyét thi tuc hanh chinh cia tinh véi cdc
buoc trong quy trinh.

BIEU MAU

EH

Mau 01 M&u 01.docx

Gidy tiép nhan ho so va hen tra két qua
0

Mau 02 M3u 02.docx

Phiéu yéu cau b6 sung hoan thién hd so
0

Mau 03 M&u 03.docx

Phiéu tir chdi tiép nhan giai quyét ho so
0

Mau 04 M&u 04.docx

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

Mau 05 Mau 05.docx

Phiéu kiém soat qué 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
T¢ khai dang ky khai sinh
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@j

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

4 |HOSOLUU:

Mau 01; 02, 03, 04 (néu ¢6); 06 luu tai BO phan Tiép nhan va Tra két qua cua
UBND cap x4. Mau 01, 05 Ivu 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 H¢ thong thong tin giai
quyet thu tuc hanh chinh caa tinh.

Ho so dugc Iuu tai UBND cép x4, thoi gian luu trit S6 dang ky khai sinh 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.

3. Ping ky khai sinh cho nguoi da c6 ho so, gidy toé ca nhan

1 | KY HIEU QUY TRINH QT.HT.03

NQI DUNG QUY TRINH

2.1 | Piéu kién thuc hién TTHC:

CoOng dan Viét Nam cu tra trong nudc, sinh truede ngay 01/01/2016, chua duoc
dang ky khai sinh nhung di c6 ho so, gidy to cé nhan (ban chinh hodc ban sao
duogc Chu’ng thuc hop 1€) nhu: Glay to tly than; giay to khac do co quan nha
nudc c6 tham quyén cua Viét Nam cap.

2.2 | Cach thirc thuc hiégn TTHC:

- Ngudi ¢6 yéu cau dang ky khai sinh truc tiép thuc hién hoic ty quyén cho nguoi
khéc thuc hién nop hd so truc tiép tai Bo phan TN&TKQ cia UBND cap xA;

- Gri ho so qua hé théng buu chinh;

- Nop hd so tryuc tuyén trén Coéng dich vu céng qudc gia
(https://dichvucong.gov.vn) hoic Hé thong théng 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 khai sinh, theo miu BM.HT.03.01 (néu nguoi ¢6 y
yéu cau lya chon nop ho so theo hinh thic truc tuyen);



http://khaisinhdientu.moj.gov.vn/
https://dichvucong.hatinh.gov.vn/
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Biéu mau dién tr tuong tac ding ky khai sinh (do ngudi yéu
cau cung cap thong tin theo huéng dan trén Cong dich vy cong
qudc gia hodc H¢ thong thdng tin giai quyét thu tuc hanh chinh
cua tinh néu nguoi c6 yéu cau lva chon nop hod so theo hinh
thire truc tuyén).

Ngudi ¢d yéu cau ding ky khai sinh thuc hign viéc nop/xuat
trinh (theo hinh thuc tryc tiép) hodc tdi Ién (theo hinh thuc tryc
tuyen) cac giay to sau:

*Giay to phai nop:

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

Toan bo hd so, gidy to cua ngudi Yeu cau hoic hd so, gidy to,
tai liéu khac trong d6 co thong tin lién quan dén ndi dung khai
sinh, gom: Giay chung minh nhan dan, Thé cin cudc cong dan
hoac Ho chiéu; gidy to chang minh vé noi cu tri; Bang tot
nghiép, Giay chang nhén, Ching chi, Hoc ba, Ho so hoc tap do
co quan c6 tham quyén cap hoiac xac nhan; gidy to khac co
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
da ban sao cac gidy to néu trén (néu cd) va phai cam doan da
nop du céc gidy to minh co; chiu trach nhiém, hé qua cua viéc
cam doan khong dung sy that.

Vin ban xac nhan cta Tha truéong co quan, don vi Vé viéc
nhitng noi dung khai sinh gém ho, chir dém, tén; gidi tinh;
ngay, thang, nam sinh; dan toc; qudc tich; qué quén; quan hé
cha, me, con phd hop véi hd so do co quan, don vi dang quan
ly ddi véi truong hop ngudi yéu cau dang ky khai sinh 1a can
bo, cdng chirc, vién chic, nguoi dang cong tac trong luc Iugng
vl trang;

Truong hop ty quyén cho nguoi khac 1am thay thi phai c¢6 van
ban ty quyén dugc chung thuc theo quy dinh cua phap luét.
Truong hop ngudi duoc ay quyén 1a 6ng, ba, cha, me, con, vo,
chéng, anh, chi, em rudt cia ngudi ty quyén thi vin ban uy
quyén khéng phai chang thyc;

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

* Gidy tor phai xuat trinh:

Ho chiéu hodc Chirng minh nhan dan hoic Thé cin cudc cong
dan hoac céc giay to khac c6 dan anh va thong tin ca nhan do
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co quan c6 tham quyén cap, con gia tri sir dung dé ching minh
vé nhan than cua ngudi cO yéu cau dang ky khai sinh. Truong
hop cac thong tin ca nhan trong cac gidy to nay di co trong Co
s& dir liéu Quéc gia vé Dan cu, Co so dir liéu Ho tich dién ta,
dugc hé théng dién ty dong thi khdng phai xuat trinh (theo hinh
thuc truc tiép) hoic tai 18n (theo hinh thuc truc tuyén):;

Gidy to o gia tri chizng minh thdng tin vé cu tra trong truong
hop co quan ding ky ho tich khéng thé khai thac dugc thdng
tin v& noi cu tra cua cong dan theo cac phuong thirc quy dinh
tai khoan 2 Diéu 14 Nghi dinh sé 104/2022/ND-CP ngay
21/12/2022 cua Chinh phu. Truong hop cac thdng tin vé gidy | X
to chimg minh noi cu tra da dugc khai thac tir Co so dit liéu
qudc gia vé dan cu bang cac phuong thirc ndy thi ngudi c6 yéu
cau khdng phai xuat trinh (theo hinh thirc tryc tiép) hoac tai 1én
(theo hinh thuc truc tuyén).

* Luu y:
- Truong hop gui ho so qua hé thong buu chinh thi phai guri kém theo ban sao
co chwng thyrc cac gidy to phal Xudt trinh.

- Doi V6i gidy to ngp, xudt trinh néu nguroi yéu cau nép hé so theo hinh thirc
tryec tiép:

+ Nguoi tiép nhdn co trach nhiém kiém tra, doi chiéu véi théng tin trong to
khai, chup lai hodc ghi lai théng tin @é leu trong hé so va tra lai cho nguoi
Xudt trinh, khéng dwoc yéu cau ngp ban sao hodc bdn chup gidy to do.

+ Nguoi Yéu cau dang ky hé tich ¢6 thé nép ban sao ching thyc tir ban chinh
hodc ban sao duoc cap tir 6 goc hogc ban chup kém theo ban chinh giay to dé
doi chiéu. Truong hop ngurol yéu cau nop ban chup kem theo ban chinh gidy to
thi nguwoi tiép nhan ¢ trach nhi¢m kiém tra, doi chiéu ban chup véi ban chinh
va ky xac nhdn, khéng dwoc yéu cau nguoi di dang ky nép ban sao giay to doé.

+ Nguoi tiep nhan c6 trach nhiém tiep nhdn diing, dii ho so dang ky hé tich
theo quy dinh cua phap ludt hé tich, khdng dwoc yeu cau nguoi dang ky hé tich
nop thém glay to ma phéap IUat ho tich khong quy dinh phai ngp.

- Doi vi gidy to giti kém theo néu nguoi yéu cau ndp ho so theo hinh thirc triec tuyén:

+ Ban chup cac glay to gui kem theo ho so ding ky khai sinh truc tuyén phdi
bdo dam ré nét, day di, toan ven vé ngi dung, la ban chup bang may anh, di¢n
thogi hodc duwoc chup, dugc quet bang thiét bj dién ti, tir glay to duoc cap hop
I¢, con gia tri stz dung; néu 1a gidy to do co quan c¢é tham quyén nwdc ngoai
cap thi phai dwoc hop phap hda lanh si, dich sang tiéng Viét theo quy dinh, trie
trirong hop dwoc mién hop phap héa 1anh su.

+ Truong hop gidy to, tai liéu phai gu’l kém trong ho so dang ky khai sinh truc
tuyén da cé ban sao dién tir hodc da cé ban dién tir gidy to-hé tich thi nguwoi yéu
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cau dwoc st dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua ( Glay khai sinh/ban sao Gidy
khai Sznh) nguoi co yeu cau dang ky khai sinh phai xudt trinh gidy to tuy than,

nép cdc giay to la thanh phan hé so dang ky khai sinh theo quy dinh phdp ludt
ho tich.

- Gidy to do co quan ¢é tham quyén Ciia nwdc ngodi cdp, cong ching hodc xac
nhdn dé sir dung cho viéc dang ky hé tich tai Viét Nam phdi diroc hop phép hoa
13nh su theo quy dinh cua phap ludt, trir trieong hop dioc mién theo diéu woc
quoc té ma Viét Nam 1a thanh vién.

- Truong hop nguoi yéu Cau dang ky khai sinh khong cung cap duwot gidy to néu
trén theo quy dinh hoac glay to nop, xuat trinh bj tay x0a, sira chira, 1am gid thi co
quan déing ky hé tich cd tham quyén hiy bé két qud déing ky khai sinh.

- Truong hop cho phép nguwoi yéu cau dang ky hé tich ldp van ban cam doan vé
ngi dung yéu cau dang ky ho tich thi co quan dang ky hé tich phdi giai thich rd
cho nguwoi ldp vin bdan cam doan vé trach nhiém, hé qua phap Iy cia viéc cam
doan khong dung sy that.

Co quan dang ky ho tich tie choi giai quyét hodc dé nghi co quan c6 tham quyén
hiiy b6 két qua ding ky hé tich, néu cé co sé xdc dinh ndi dung cam doan khéng
dung su that.

2.4

S6 lwong hd so: 01 b

2.5

Thoi han giai quyét: 05 ngay 1am viéc, ké tir ngay nhan da hd so hop 18.
Trong truong hop phai xac minh thi thoi han giai quyét, khong quéa 25 ngay (khéng
tinh thot gian gaii van ban yéu cau va thoi gian tra loi két qua xac minh).

2.6

Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:

- Bo phan Tiép nhan va Tra két qua caa UBND cép xa.

- Hé thdng thong tin giai quyét thu tuc hanh chinh caa tinh (chi tiép nhan ho
s0): http://dichvucong.hatinh.gov.vn hoac https://dichvucong.gov.vn .

2.7

Co quan thuc hién: UBND cép x3 noi ngudi yéu cau dang ky khai sinh cu tra.
Co quan cé tham quyén quyét dinh: UBND cap x3 noi ngudi yéu cau ding
ky khai sinh cu trq.

Co quan dwoc iy quyén: Khong.

Co quan phoi hop:

- UBND cép xa noi ngudi yéu cau dang ky khai sinh cu tra trude day;

- Co quan cong an c6 tham quyén;

- Co quan quan ly Co sé dir liéu Québc gia vé Dan cu.

2.8

Poi twong thuc hién TTHC: Cé nhan

2.9

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

- Ho so khong du diéu kién: Van ban thong bao khong du diéu kién.

2.10

Quy trinh xi¥ ly cong viéc

TT

Trinh tw

Trach
nhiém

Theot gian

Biéu
mau/Ket qua

Bl

1. Tiép nhan hd so truc tiép tir ca
nhan hoic tir hé théng buu chinh
hoic trén Cong dich vu cdng quéc
gia (https://dichvucong.gov.vn)
hoiac Hé thdng théng tin giai quyét
thd tuc hanh chinh caa tinh
(https://dichvucong.hatinh.gov.vn).
2. Cong chuc Tu phap - HO tich
kiém tra ho so:

- Néu ho so chua day du hoic
khong hop lé: Huéng dan hoic
théng bao bang vin ban cho c& nhan
b6 sung, hoan thién ho so. Truong
hop khong bo sung, hoan thién
dugc ho so thi thong bao tir chdi
giai quyét ho so.

- Néu hd so day du, hop 1&: Lam thu
tuc tiép nhan ho 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 ngudi cd yéu cau trong
hgay lam viéc tiép theo hoac gui tin
nhan hen tra két qua qua dién thoai
di dong cho ngudi c6 yéu cau (néu
ngudi €6 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 thyc hién sb hoa (sao
chup, chuyén thanh tai liéu dién te
trén hé thong thong tin, co s dir
lidu) va ky sb vao tai liéu, ho so giai
quyét thu tuc hanh chinh da duoc s6
hoéa theo quy dinh.

Cong
chac Tu
phap - Ho
tich

Gio hanh
chinh

Mau 01, 02
(néu c6), 06
va Ho so theo
muc 2.3

Kiém tra, xem xét ho so:

Mau 05;
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- Truong hop khong phuc tap: Kiem | chirc Tu Du thao giay
tra ho so; Ghi ndi dung khai sinh vao | phap - H 04 ngay khai sinh;
SO dang ky khai sinh, cap nhap dix tich
liéu véq phan mem ho tich, in du
thao Giéy, khai sinh, trinh lanh dao
UBND cap x&, chuyén sang thuc
hién buwroc B5.
B2
- Truong hop phuc tap thi tham
muu Vin ban d€ nghi UBND cap xa
noi nguoi yéu céu dang ky khai sinh
cu tri trude day tien hanh kiém tra,
Xac minh va tra I‘(yi bang van ban veé cong
viéc nguoi yéu cau da dugc dang ky | chitrc Tu
khai sinh hay chua dugc ding ky | phap - H MA .
khai sinh; viéc con luu giit hoic | tich, Lanh . b?u O§= Vﬁfl
khong luu giit duoc sb ho tich. dao 02ngay | bande hont
- Truong hop gidy to cia nguoi yéu | UBND xac min
cau dang ky khai sinh khong co6 | cap X4,
thdng tin chung minh quan h¢ cha, | Van thu
me, con thi tham muu Van ban 7dé
nghi co quan cong an c6 tham
quyen Xac minh.
Theec hién cac budc tiép theo
UBND cép xa va Co quan cong an EJBI\JD\
cap xa va
CO tham quyén noi nhan duoc yéu
Co quan
cau xac minh tién hanh kiém tra, N a1
cong an Vian ban tra
xac minh va tra loi bang vin ban vé X \ N
B3 " i oA A e < . | c6tham 20 ngay loi ket qua
Viéc ngudl yéu cau da duogc dang ky X . L
.S < " | quyén noi xac minh
khai sinh hay chua dugc dang ky A
- .. © 2 | nhan duoc
khai sinh; viéc con luu gitr hoac AU CAU
khong luu giit duoc s hé tich. yeu ¢
xac minh
* Nhan két qua xac minh: Mau 05;
- Néu du diéu kién: Vao Sb dang ky Du thao Giay
khai sinh, nhap di liéu vao phan mém | Cong khai sinh hoac
B4 | ho tich, in du thao Gidy khai sinh; chﬁ:g xtwly | 02ngay |van ban théng
* Trudng hop tiép nhan hd so dang | ho so bao khong du

ky khai sinh theo hinh thuc tryc

tuyén: Guri lai bieu mau Giay khai

diéu kign cap
giay Kkhai
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sinh dién tir véi thong tin day du
cho nguoi yéu cau qua thu dién tir
hoic thiét bi sb.

Ngudi yéu cau o trach nhiém kiém tra
tinh chinh xac, ddy du cia cac thong
tin trén biéu mau Gidy khai sinh dién
tir va X&c nhan (t6i da mot ngay).

Néu nguoi ¢ yéu cau xac nhan
thong tin da thdng nhat, day du
hoac khdng cd phan hdi sau thoi
han y&u cau thi ghi noi dung vao S6
dang ky khai sinh, cap nhat thong
tin dang ky khai sinh va luu chinh
thac trén Phan mém dang 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 dao UBND cép xa.

* Truong hop co quan cong an tra loi
khong c6 thdng tin hoic hét thoi han
xac minh ma khong c6 van ban tra
loi thi cho ngudi yéu cau ding ky
khai sinh 1ap vin ban cam doan vé
thdng tin cua cha, me va xac dinh noi
dung khai sinh theo van ban cam
doan. Pong thoi tién hanh cac budc
giai quyét theo quy dinh.

sinh; Van ban
cam doan vé
théng tin cua
cha, me, con
Cla nguoi
dang ky khai
sinh (néu c9).

Mau 05; Gidy
khai sinh hoac

. n . LA Y z, | Lanh dao Van ban
BS Ky duyét du thao két qua giai quyét UBND 04 gio thong b0
TTHC. Ao A 0 did
cap xa khong du diéu
kién cap giay
khai sinh
Cong Mau 05, 06;
o e x e LA s | CHUC Van Gidy khai
B6 Phat hanh van ban va tra két qua ohong 04 gio sinh hodc Vin

cho cong chiic Tu phap - Ho tich.

ban thdng bao
khong du dieu
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kién cap giay
khai sinh.
Mau 01, 06;

q 7 Cong Giay khai
Chuyén nguoi dan ky vao So6 dang . A sinh hoac Van
. . P A = | chiac Tu Gio hanh Y LA .

B7 | ky khai sinh va tra ket qua, thu phi, hao - Ho chinh ban thdng bao
|& phi theo quy dinh (néu c6). S khong da diéu
' kién cap giay
khai sinh.
* Truong hop hé so qud han xik Iy, trong thoi gian chdm nhat 01 ngay truoc ngay
hét han xit Iy, ‘cong chire Tu phdp - Ho tich tham muu Chu tich UBND cdp xa ky
ban hanh phiéu xin 16i va hen lai ngay tra két qud dé giki cho t6 chirc, cd nhan.
* Trong qua trinh giai quyét ho so nguoi ¢6 trach nhiem thuc hi¢n CaQ thuc
hi¢n dong thoi cac thao tac tiep nhan/chuyen/tra ho so, ket qua giai quyet trén
phan mém Hé¢ thong thong tin gidi quyét thu tuc hanh chinh cua tinh véi cac
buoc trong quy trinh.
3 |BIEU MAU
(W]
M?lu 01 M5u£ocx
Gidy tiép nhan ho so va hen tra két qua
(w]
Méu 02 Mgugocx
Phiéu yéu cau bo sung hoan thién ho so
(W]
Mﬁu 03 Méugocx
Phiéu tir chéi tiép nhan giai quyét hd so
(]
Mau 04 Mgugocx
Phiéu xin 15i va hen lai ngay tra két qua
[w]
Mﬁu 05 Méugocx
Phiéu kiém soat qua trinh giai quyét ho so
(]
Mﬁu 06 Mgugocx
S6 theo dbi ho so
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@j

BM.HT.03.01 BM.HT.03.01.docx

To khai dang ky khai sinh
g

BM.HT.03.02 BM.HT.03.02. docx
Van ban cam doan

HO SO LUU

Mau 01; 02, 03, 04 (néu ¢6); 06 luu tai Bo phan Tiép 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 dé nghi xac minh; Van ban tra 1oi két qua xac minh (néu co).

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

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

Phan mem http://khaisinhdientu.moj.gov.vn. Phan mém Hg thdng thong tin giai
quyeét thu tuc hanh chinh cua tinh.

Ho so' dugc luu tai UBND cap &, thoi gian luu trir SO dang ky khai sinh 1a vinh vién,
con cac ~gia&y to khac thuc hién Iuu theo quy dinh cua Luat HO tich va cac van ban
hudng 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 thyc hién TTHC:
Tré em sinh ra ma cha me bj khuyét tat, dm bénh khéng thé di dang ky khai sinh
cho con; cha me bi bat, tam giam hodc dang thi hanh an phat tu ma khong con
ong ba ndi, ngoai va nguoi than thich khac hoac nhitng nguoi nay khong co dicu
Kién di dang ky khai sinh cho tré.
2.2 | Cach thirc thuc hién TTHC:
Truc tiép tai nha riéng hoic tai dia diém t6 chirc dang ky luu dong.
N A A A Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh

Sao
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* Giay to phai nop:

To khai ding ky khai sinh, theo mau BM.HT.04.01. X

Giay chuang sinh.

Truong hop khdng c6 Gidy ching sinh thi nop van ban cua
ngudi 1am ching xac nhan vé viéc sinh; néu khong c6 nguoi | X
lam chang thi phai c6 gidy cam doan vé viéc sinh theo mau
BM.HT.04.02.

Vian ban xac nhan cia co so y té da thyc hién kg thuat ho tro
sinh san cho viéc mang thai ho doi véi truong hop khai sinh cho X
tré em sinh ra do mang thai ho.

Gidy to ching minh thugc gia dinh c6 cong véi cach mang,
nguoi thudc hd ngheo, nguoi khuyet tat (néu co).

* Gidy to phai xuét trinh

MGt trong cac gidy to chang minh nhéan than 1a: Giday CMND,
Ho chiéu, Thé can cudce cong dan hoic gidy to khac c6 dan anh
va thong tin ca nhan do co quan c6 tham quyén cap, con gia tri
st dung ciia nguoi yéu cau dang ky khai sinh. Truong hop cac X
thong tin ca nhan trong cac giy to nay da co trong Co so dir
licu Quéc gia vé Dan cu, Co so dit liéu Ho tich dién tir, dugc hé
théng dién ty dong thi khdng phai xuat trinh.

Gidy to ¢ gié tri chitng minh thdng tin vé cu tra trong truong
hop co quan diang ky ho tich khong thé khai thac duoc thong tin
Vé noi cu tra ciia cong dan theo cac phuong thuc quy dinh tai
khoan 2 Dieu 14 Nghi dinh so 104/2022/ND-CP ngay
21/12/2022 cua Chinh pha. Truong hop cac thong tin vé gidy to
chimg minh noi cu tra da duoc khai thac tor Co so dir liu qUOC
gia vé dan cu bang cac phuong thirc ndy thi ngudi cd yéu cau
khdng phai xuat trinh.

Giay chang nhan két hon cua cha, me tré em (néu cha, me c6
dang ky két hon). Truong hop da co thong tin vé viéc két hon
cta cha, me trong Co sé dir liéu Qudc gia vé Dan cu, Co sé dir
liéu Ho tich dién tar thi khong phai xuat trinh.

*Luu y:
- Déi Véi Viéc xdc dinh ho, dan téc, dat tén cho tré:
+ Vigc xac dinh ho, dan tgc, dat tén cho treé em phai phu hop véi phap lugt va

yéu cau giir gin ban sdc dan téc, tap quan, truyén thong van héa tot dep cua
Viét Nam; khong dat tén qué dai, khé si dung.

+ Truong hop cha, me khdng théa thudn diroc vé ho, dan téc, qué quan cuia con




65

khi dang ky khai sinh thi ho, dan téc, qué quan cCua con duoc xdac dinh theo tap
qudan nhung phai bao dam theo ho, dan tgc, qué quan cua cha hogc me.

- Truong hop cho phép nguoi Yeu cau ding ky hé tich Idp van ban cam doan vé
ngi dung Yeu cdu dang ky hé tich thi co quan déing ky hé tich phdi gidi thich rd
cho nguwoi ldp van ban cam doan vé trach nhiém, hé qua phap 1y cua viéc cam
doan khong dung sy that.

Co quan dang ky hé tich tir chdi giai quyét hodc dé nghi co quan ¢ tham quyén
hiy bo két qua dang ky hé tich, néu cé co sé xdc dinh néi dung cam doan khéng
dung su that.

- Truong hop nguoi yéu cau khong biét cha thi cdng chize tue phap - o tich truc
tiep ghi To' khai, sau d6 doc cho ngwoi yéu cdu nghe lai néi dung va hwéng dan
nguoi dé diém chi vao To khai. Khi trd két qud dang ky ho tich, cong chie tur
phap - hg tich phdi doc lai ngi dung Gidy khai sinh cho nguroi yéu cau nghe va
hwéng ddn nguwoi dé diém chi vao Sé dang ky khai sinh.

2.4 | So6 lwong ho so: 01 bo
2.5 | Thaoi han giai quyét: Trong 05 ngay lam viéc, ké tir ngay nhan da ho so hop 18.
.6 |Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
| Tryc tiép tai nha riéng hoic tai dia diém t6 chie dang ky luu dong.
Co quan thuc hién: UBND cép xa noi cu tri cia nguoi cha hoic nguoi me.
Co quan cé tham quyén quyét dinh: UBND cap xi noi cu trdi ctia ngudi cha
2.7 | hoac nguoi me.
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 twong thuc hién TTHC: Ca nhan.
Két qua giai quyét TTHC:
2.9 |- Ho so du diéu kién: Giay khai sinh (01 ban chinh).
- H6 so khong du diéu kién: Van ban thong bao khong du diéu kién.
2.10 | Quy trinh xw ly cong viéc
. Tréch e Biéu mau/Két
TT Trinh tw nhigm Thoi gian qui
Tiepnhanhoso: Trong hogc |
Tai dia diém dang ky hd tich luu ngoai giv | Mau 01; 02, 03
dong, cong chire Tu phdp - HO | cong chire | hanh chinh | (néu c6), 06 va
g1 |tich huéng din ngudi yéu cau Tu phap - tiytheo | Hd so theo muc
dién day du théng tin trong To|  Hs tich thuc tidn | 2.3
khai dang ky khai sinh; kiém tra o thue hién
cac giay to lam co s¢ cho viéc nhiém vu
dang ky khai sinh, viét Phiéu o
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tiép nhan ho so.

Trudng hop ngudi yéu cau khdng
biét chir thi cong chic Tu phap -
Ho tich truc tiép ghi To khai, sau
d6 doc cho nguoi yéu cau nghe
lai noi dung va huéng dan ngudi
d6 diém chi vao To khai.

Kiém tra, xem xét hd so:

- Néu du diéu kién: Sau khi tiép
nhan da hd so, ghi vao S6 ding
ky khai sinh, cap nhat thong tin
dang ky khai sinh trén Phan

mém ding ky, quan ly ho tich Mavu - i
dién t¢ dung chung, luu chinh Dy thao G'E‘y
thuc va chuyén, thong tip dén Co Cong chuc khal WSInhv hO?C
B2 |so dir liéu Quoc gia vé Dan cu | Tu phép - 3,5 ngay d‘{ thao ,Van Pa”
dé 1ay Sé dinh danh c& nhan. Hb tich thvong bf‘o kho_rAlg
Sau khi Co so dit liéu Quéc gia i dieu  kién
vé dan cu tra v& S dinh danh ca dang ky = gidy
nhan thi in Gidy khai sinh. khai sinh.
- Néu khong du diéu kién: Du
thao Van ban thong bao khong
du diéu kién.
Trinh 1anh dao UBND cap xa.
Mau 05
N Du thao Giay
. : . ., | Lanh dao .
Ky du thao két qua giai quyét 1 5 khai sinh hoac
B3| tha tuc hanh chinh. VBN P | OIS gy thao Van ban
thdng bao khdng
du diéu kién
Cong chuc Mau 05, 06;
Phat hanh vin ban va tra két qua | van Dy thao  Giay
B4 | cho cong chirc Tu phap - Ho tich P hong,’ 04 gio khal 7smhv ho?c
dé dén tra két qua cho nguoi dan. Cong chic dy thao Van ban
ho tich tu thong bao khong
phap du diéu kién
Coéng chic Tu phap - Ho tich | Cong chic | Trong hoac | Mau 01, 06;
B5 |dem theo Gidy khai sinh va S6| Tuphap- |ngoai @io |Dy thio Gidy
ding ky khai sinh dé tra két qua| Hotich | hanh chinh | khai sinh hoac




67

cho nguoi c6 yéu cau tai dia tuy theo | du thao Van ban
diém dang ky luu dong; huéng thuc  tién | théng bao khoéng
dan nguoi yéu cau kiém tra noi thuc  hién | du diéu kién
dung Giay khai sinh va S6 diang nhiém vy

ky khai sinh, ky, ghi ré ho, tén
trong S6 dang ky khai sinh; tai
muc “Ghi chi” trong S6 dang ky
khai sinh ghi 10 “Péang 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 chuc Tu phap - HO tich doc
lai noi dung Giay khai sinh cho
nguoi yéu cau nghe va huéng
dan nguoi d6 diém chi vao So6
dang ky khai sinh.

BIEU MAU

@H

Mau 01 Mau 01.docx

Gidy tiép nhan ho so va hen tra két qua
0

Mau 02 M3u 02.docx

Phiéu yéu cau b6 sung hoan thién hd so
0

Mau 03 M&u 03.docx

Phiéu tir chdi tiép nhan giai quyét ho so
0

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 ho so
5

I\/I?lu 06 M3u 06.docx
So6 theo dbi ho so




68

@j

BM.HT.04.01 BM. HT.04.01.docx

To khai dang ky khai sinh
|

BM.HT.04.02 BM.HT.04.02.docx
Van ban cam doan

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 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 x&, thoi gian luu trit SO déng ky khai sinh 1a vinh vién,
con cac ~gie”ly to khac thuc hién luu theo quy dinh cia Luat HO tich va cac van ban
huédng dan thi hanh.

5. Lién thdng cac tha tuc hanh chinh vé ding ky khai sinh, ding ky thwong

tri, cap thé bao hiémy té cho tré em dwéi 06 tudi

1 |KY HIEU QUY TRINH QT.HT.05

2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thyc hién TTHC: Khéng.

2.2 | Cach thic thuc hién TTHC:
- Nguoi ¢6 yéu cau dang ky khai sinh truc tiép thuc hién hoac uy quyén, cho nguoi
khac thuc hién nop ho so truc tiep tai Bo phan TN&TKQ caa UBND cap x4;
- Gtri hd so qua hé théng buu chinh;
- Nop hd so tryc tuyén trén Cong dich vu cdng quoc gia
(https://dichvucong.gov.vn) hoac Hé thong thong tin giai quyet thu tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn) hoac phan mém dich vu cong
lién thong (https://lienthong.dichvucong.gov.vn).

\ A A AL 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 y

truc tiep;
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Biéu mau dién tir tuong tac dang ky khai sinh (do nguoi yéu
cau cung cap thong tin theo huéng dén trén Cong dich vu cong
qudc gia hodc H¢ thong thdng tin giai quyét thi tuc hanh chinh
cua tinh, néu ngudi c6 yéu cau lya chon nop hd so theo hinh
thire truc tuyén):;

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

* Giay to phai nop:

T khai thay d6i thong tin cu trd, theo mau BM.HT.05.02;

To khai tham gia bao hiém vy té, theo mau BM.HT.05.03;

Giay chung 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 duogc thay bang van
ban xac nhan cua nguoi lam ching; truong hop khong coé nguoi
lam chang thi nguoi di khai sinh phai 1am gidy cam doan theo
mau BM.HT.05.04 vé& viéc sinh 1 c6 that. Bi véi truong hop
tré em bi bo roi thi nop bién ban vé viéc tré em bi bo roi thay
cho gidy chang sinh;

Truong hop dang ky khai sinh cho tré em sinh ra do mang thai
ho thi nop thém van 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 c6 cha, me nhung khong dang ky thuong trd
cung cha, me ma dang ky thuong tri cung vai nguoi khéc thi
phai c6 y kién bang van ban cua cha, me, c6 xac nhan cua
UBND cap x&; y kién dong y cua chi ho.

Trudng hop iy quyén cho ngudi khac 1am thay thi phai ¢ van ban
1y quyén duoc ching thyc theo quy dinh ciia phap luat.

Truong hop nguoi di dang ky khai sinh cho tré em la 6ng, ba,
nguoi than thich khac thi van ban ay quyén cua cha, me tré em,
nhung phai théng nhat véi cha, me tré em vé cac noi dung khai
sinh.

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

* Gidy tor phai xuat trinh:

Mot trong cac gidy to ching minh nhan than la Giéy CMND, Ho
chiéu, Thé can cudc cdng dan hoic gidy to khac c6 dan anh va
thong tin ca nhan do co quan c6 thAm quyeén cap, con gia tri st
dung ciia nguoi Yeu cau. Truong hop cac thdng tin ca nhan trong
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C4cC giay to nay di co trong Co sé dir liéu Quéc gia vé Dan cu,
Co so dir Iiéu, Ho tich dién t&r dugc hé thong dién tu dong thi
khong phai xuat trinh.

Gidy to 6 gié tri chang minh théng tin vé cu tra trong truong
hop co quan ding ky ho tich khdng thé khai thac duoc thong tin
Vvé noi cu tra cta cong dan theo cac phuong thic quy dinh tai
khoan 2 Dicu 14 Nghi dinh s6 104/2022/ND-CP ngay
21/12/2022 ciia Chinh phu. Truong hop céc thdng tin vé gidy to X
chimg minh noi cu tru da dugc khai thac tir Co s¢ dir ligu qUOC
gia vé dan cu bang cac phuong thirc nay thi ngu’ol c6 yéu cau
khdng phai xuat trinh (theo hinh thic truc tiép) hoic tai 1én
(theo hinh thic truc tuyén).

Gidy chang nhan két hon caa cha, me tré em (néu cha, me c6
dang ky két hon). Truong hop di co thong tin vé viéc két hon
cua cha, me trong Co sé dir liéu Ho tich dién tir, Co so dir liéu
Qudc gia vé Dan cu thi khéng phai xuat trinh.

* Lueu ¥ khi nép ho so:

- Truwong hop giri ho 50" qua h¢ thong buu chinh thi phai gui kém theo ban sao
co chwng thyrc cac gidy to phdi xudt trinh.

- Qol V6i gidy to nép, xuat trinh trong triong hop nguoi yéu cau ngp hé so truc
tiep:

+ Péi Vi gidy to Xudt trinh khi ding ky ho tich, nguoi tiép nhdn co trach nhiém
Kiém tra, doi chiéu véi thong tin trong to khai, chup lai hodc ghi lai thong tin d@é
liew trong hé so va tra lai cho nguwoi Xudt trinh, khéng dwoc yéu cau ngp ban sao
hodc ban chup giay to doé.

+ Neguwoi yéu cdu ddang ky hé tich c6 thé ngp ban sao ching thuc tir ban chinh
hogc ban sao duwoc cap tir 6 goc hogc ban chup kém theo ban chinh giay to d@é
doi chiéu. Truwong hop nguoi yéu cau nop ban chup kem theo ban chinh gidy to
thi ngueoi tiép nhdn c6 trach nhhi¢m Kiém tra, doi chiéu ban chup véi ban chinh
va ky xac nhdn, khéng dwoc yeu cdau ngueoi di dang ky nép bdn sao gidy to dé.

+ Nguroi tiép nhdn ¢ trach nhiém tiép nhdn diing, dii hé so dang ky hé tich theo
quy dinh cua phap ludt hé tich, khéng dwoc Yeu cau nguwoi dang ky hé tich nép
thém gidy to: ma phap ludt hé tich khéng quy d@inh phdi nép.

- P6i Véi viée xdc dinh ho, dan tée, dat tén cho treé:

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

+ Truong hop cha, me khong théa thudn dwroc vé ho, dan téc, qué quan cia con
khi dang ky khai sinh thi ho, dan téc, qué quan Cua con duoc xdc dinh theo tap
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quan nhung phdi bdo dam theo ho, dan téc, qué quan cua cha hogc me.

- Poi Véi giay to guri kém theo néu nguroi yéu cau ngp hé so theo hinh thirc truc
tuyeén:

+ Bdn chup céc glay to gui kem theo ho so ding ky khai sinh truc tuyén phdi
bdo dam ré nét, ddy dii, toan ven vé noi dung, la ban chup bang may dnh, dien
thogi hodc duwoc chup, duoc quet bang thiét by dién ti, ti glay to dwoC cap hop
I¢, con gia tri sir dung; néu 1a gidy to do co quan cé tham quyén nwdc ngoai cap
thi phdi dwoc hop phéap héa Ianh su, dich sang tiéng Viét theo quy dinh, trir
trirong hop dwrgc mién hop phap hoa lanh su.

+ Truong hop gidy to, tai lieu phdi gui kém trong ho so dang ky khai sinh truc
tuyen dd c6 ban sao dién tir hodc da cé ban dién tir gidy tor hé tich thi nguoi yéu
cau dwoc sir dung ban dién tir nay.

+ Khi dén co quan dang ky hé tich nhdn két qud (Gidy khai sinh/bdn sao Gidy
khai sinh), nguwoi ¢4 yéu cdu dang ky khai sinh phdi nép ban chinh Gidy ching
sinh; xudt trinh gidy to tuy than; bdn chinh Gidy chitng nhdn két hon (néu cha
Me tré da ding ky két hén va thdng tin vé viéc két hon chira cé trong Co sé dir
ligu Quéc gia vé Ddn cur, Co sé dit ligu Hé tich dién tir).

Truwong hop nguoi Yéu cdu ‘dang ky khai sinh khdng cung cdp dwoct gidy to néu
trén theo quy dinh hodc gidy to nop, Xudt trinh bi tdy x6a, siza chéiza, lam gid thi
co quan dang ky hé tich c6 tham quyén haiy bé két qua déing ky khai sinh.

- Gidy to do co quan c6 tham quyén Ciia nwdéc ngoai cap, céng ching hodc Xac
nhdn dé sir dung cho viéce dang ky hé tich tai Viét Nam phai dugt hop phap hoa
lanh sw theo quy dinh cua phap ludt, trir truong hop dirgc mién theo diéu wéc
quoc té ma Viét Nam la thanh vién.

- Truong hop cho phép ngwoi yéu cau dang ky hé tich ldp van ban cam doan vé
ngi dung yéu cau dang ky hé tich thi co quan dang ky hé tich phdi gidi thich rd
cho nguwoi ldp van ban cam doan vé trach nhiém, hé qua phap ly cua viéc cam
doan khong dung sy that.

Co quan dang ky ho tich tir chdi gidi quyét hodc dé nghi co quan cé tham quyén
hity bé két qua dding ky hé tich, néu cé co sé xdc dinh néi dung cam doan khéng
dung sy that.

2.4 | S6 lwong hé so: 01 bo
Thoi han giai quyét: Khong qua 10 ngay 1am viéc, ké tir ngay nhan du hd so
hop I¢, trong do:
- Uy ban nhan dan cap xa: Thyc hién dang ky khai sinh ngay trong ngay; truorng
2.5 hop hd so tiép nhan sau 15 gIO ma khong giai quyét duoc ngay trong ngay thi

tién hanh giai quyét trong ngay l1am viéc tlep theo.

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

- Co quan diang ky cu tra va Bao hiém xa hoi cap huyén thuc hién dong thoi viéc
dang ky thuong tri 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 tri: Khong qué 07 ngay lam viéc.

+ Bao hiém x& hoi cap huyén: Khong qua 05 ngay lam viéc.

Truong hop hd so chua ding quy dinh ma UBND cép x& phai hoan thién ho so
theo y&u cau ciia co quan dang ky cu tra, Bao hiém x4 hoi thi thoi han giai quyét
duoc kéo dai thém khdng qué 01 ngay lam viéc.

Ddi véi cac xa cach xa tru s& co quan Bao hiém x& hoi cap huyén hodc co quan
dang ky cu tra tir 50 km tré 18n, giao thong di lai khé khan, 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:
- Bo phan Tiép nhan va Tra két qua caa UBND cép xa.

2.6 | - Hé thdng théng tin giai quyét thu tuc hanh chinh cua tinh (chi tiép nhan hd so):
http://dichvucong.hatinh.gov.vn hoac https://dichvucong.gov.vn hoac
https://lienthong.dichvucong.gov.vn.

Co quan thyc hi¢n: UBND cap x3, co quan ding ky cu tra va Bao hiém x4 hoi
cap huyén.

57 Co quan c6 thﬁm,quyén quyét dinh: UBND cap x3, co quan dang ky cu tra va

' Bao hiém xa hoi cap huyén.
Co quan dwoc iy quyeén: Khong.
Co quan phdi 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:

29 |- Ho so du diéu kién: Gidy khai sinh, thong tin dang ky cu tra cho tré em, Thé

' bao hiemy te.
- Ho so khong du diéu kién: Vin ban thong bao khong du diéu kién.

2.10 | Quy trinh xi ly cong viéc

TT Trinh tu Trach Tho Biéu miu/Két qua

nhiém gian
1. Tiép nhan ho so truc tiép tir
C;‘,”Earr]‘ t‘o"-‘tc Ry (f:le thoé’.ghb““ Cf&”%u Gi | Mau 01; 02, 03 (néu
g1 | chiNA Noac tren Long dich vu - LAUCTW 1 panh | c6): 06 va Hb so theo
cong quoc gia | phap - HO | ohinh | muc 2.3
(https://dichvucong.gov.vn) tich T
hoac H¢ thong thong tin giai
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quyét thu tuc hanh chinh cua
tinh
(https://dichvucong.hatinh.gov.
vn)

2. Cong chic Tu phap - Ho tich
kiém tra h so:

- Néu ho so chua day du hoic
khong hop 1&: Huéng dan hoic
thong béo bang vin ban cho cé
nhan b sung, hoan thién hd so.
Truong hop khéng bd sung,
hoan thién dugc ho so thi thong
bao tir chdi giai quyét hd so.

- Néu hd so day dua, 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 nguoi cod
yéu cau (néu ngudi ¢ yéu cau
lwa chon hinh thic nop hd so
truc tuyén).

Sau khi tiép nhan ho so theo
hinh thac nop truc tiép, Cong
chuc Tu phap - Ho tich thuc
hién s6 hoa (sao chup, chuyén
thanh tai liéu dién tir trén hé
théng thong tin, co sé dir lidu)
va kY s6 vao tai lidu, hd so gidi
quyét tha tuc hanh chinh da
duogc s hoa theo quy dinh.

B2

Kiém tra, xem xét ho so:

- Néu da 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 quéc tich Viét
Nam cho con thi chuyén thong

Cong
chac Tu
phap - Ho
tich

02 gio

Mau 05;
Dy thao Giay khai sinh
hoac du thao van ban
théng bao khong du
diéu kién cap giay khai
sinh
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tin dén Co so dit lieu Quoc gia
vé Dan cu dé lay Sé dinh danh
cd nhan. Sau khi c6 sé dinh
danh c& nhan, in du thao Gidy
khai sinh;

- Truong hop tiép nhan hd so
dang ky khai sinh theo hinh thtrc
truc tuyén: Gui lai biéu maiu
Gidy khai sinh dién tir voi théng
tin day d cho ngudi yéu cau qua
thu dién tir hoac thiét bj so.
Nguoi yéu cau co trach nhiém
Kiém tra tinh chinh xac, day du
cua cac thong tin trén biéu mau
Gidy khai sinh dién tir va xac
nhan (t6i da mot ngay).

Néu ngudi cd yéu cau xac nhan
thong tin da théng nhat, day du
hoac khéng c6 phan hoi sau
thoi han yéu cau thi ghi noi
dung vao So dang ky khai sinh,
cap nhat thong tin dang ky khai
sinh va Iuu chinh thac trén Phan
mém ding ky, quan Iy ho tich
dién tir dung chung.

Trinh lanh dao UBND cdp X&.

Mau 05;
Giay khai sinh cua ca

’ Lanh dao han hoa i be
B3 | Ky duyét két qua tai busc B2. | UBND | 0lgio |Nhan Noac  van ban
cAD X3 thong bao khong du
ap Xa Y . A £ - X :
dieu kién cap giay khai
sinh
Mau 05;
Phat hanh van ban va chuyén| Cong Gr:a:ly khhaf smhvcﬁab70a
B4 | két qua cho cong chac Tu phap | chiic Van | 01gio |Nhan Nnoac van ban
Ay 2 4o - \ thong bao khong du
- Ho tich d¢ tra cho nguoi déan. phong RO Y .
diéu kién cap giay khai
sinh
g5 | Trd két qua dang ky khai sinh: Cong Gio Mau 05, 06;
- Truong hop du diéu kién:| chuc Tu | hanh |Gidy khai sinh hoic
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Chuyén nguoi dan ky vao So6 | phap-Ho | chinh | Van ban théng bao
dang ky khai sinh, tra Gidy khai tich khong du diéu kién cap
sinh, thu phi, 1& phi theo quy giay khai sinh.

dinh (néu co).

- Trudong hop khong du diéu

kién: Tra van ban théng bao

khong du diéu kién cap giay

khai sinh cho ca nhan.

Truong hop di dugc cap gidy 01 ngay

khai sinh: Lap ho so ding ky D6 voi )

thuong tri, ho so de nghi cap | Cong X4 cach Mau 05;

B6 thé bao hiém y té va chuyén ho | chac Tu | xa tru so HO so dang ky thuong
so dén €0 quan dang ky cu trit | phap - HO | co quan | trg, hod so dé ngh1 Cap
cung Cap va co quan Bao hiém tich BHXH | thé bao hiémy té.

x& hoi cap huyen. >50Km:;
03
nhgay)
+ Co
quan
7 ‘ Co quan |dang ky
Kiém tra ho so, thuc hién viéc | dangky |cu tra: . : 9 ,
87 dang ky thuong trd va cap thé | cutrava |07 ngay Thqng tin dan‘% ky
R X \ iy , s R thuong tru cho tré em,
bao hiém y te cho tr¢ em dudi | Bao hiém | + The bao hiém y té
06 tudi xa hoi cAp | BHXH
huyén | cap
huyén:
05 ngay
Chuyén két qua dang ky thuong
tri va cap thé bao hiémy té cho
tré em dudi 06 tudi cho UBND | Co quan Mau 05;
cap xa dang ky Thong tin dang ky

g | Luu ¥: Néu khong dii diéu ki¢n | cutrava | 01ngay | thuong tr cho tre em,
thii tuc nao thi co quan dé xdy | Bao hiem Theé bao hiém y té hoic
dung théng bdo khéong du diéu | xa hoi cap Van ban théng béo
kien giai quyét thu tuc hanh| huyén khéng du diéu kién.
chinh gi#i cho UBND cdp xa dé
théng bdo cho nguroi dan biét

gg | Tra két qua cho ¢4 nhan vavao | Cong Gio Mau 01, 06;

S6 theo doi ho so chac Tu hanh | Thong tin ding ky
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phap - HO
tich

chinh

thuong trd cho tré em;
Thé bao hiém y té hoic
Van ban thdong bao
khéng du diéu kién.

* Truong hop ho so qud han xi ly, trong thoi gian chdm nhdt 01 ngay truréc ngay
hét han xi 1y, cdng chite Tw phdp - Ho tich tham muwu Chii tich UBND cap x& ky
ban hanh phiéu xin 16i va hen lai ngay tra két qua dé guri cho ca nhan.

* Trong qud trinh gidi quyét ho so nguroi ¢ trach nhiém thyec hién can thuc hién
dong thoi céc thao tac tiép nhdn/chuyénitra ho so, két qua gidi quyét trén phan
mém Hé thong thong tin gidi quyét thi tuc hanh chinh cua tinh véi cdc budc

trong quy trinh.

BIEU MAU

Mau 01

Gidy tiép nhan ho so va hen tra két qua

Eﬂ

M3u 01.docx

Mau 02

Phiéu yéu cau b6 sung hoan thién hd so

@j

M3u 02.docx

Mau 03

Phiéu tir chdi tiép nhan giai quyét ho so

Eﬂ

M3u 03.docx

Mau 04

Phiéu xin 15i va hen lai ngay tra két qua

@j

M3u 04.docx

Mau 05

Phiéu kiém soét qua trinh giai quyét ho so

@ﬂ

M3u 05.docx

Mau 06

S6 theo ddi ho so

@j

Mau 06.docx

BM.HT.05.01

To khai dang ky khai sinh

@H

BM.HT.05.01.docx

BM.HT.05.02

T khai thay dbi thong tin cu tri

@H

BM.HT.05.02.doc

BM.HT.05.03

To khai tham gia, diéu chinh thdng tin bao hiém xa hoi, bao
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hiémy té

@j

BM.HT.05.03.docx

(W]
BM.HT.05.04 BM.HT.(QO‘LdOCX
Van ban cam doan

4 |HOSOLUU:

Mau 01; 02, 03, 04 (néu c¢6); 06 luu tai Bo phan Tiép nhan va Tra két qua cia
UBND cap x4. Mau 01, 05 Ivu theo ho so;

- | H6 so dau vao theo muc 2.3;

- | S6 dang ky khai sinh;

- | Van ban thong bao khong du diéu kién cap gidy khai sinh (néu co);

Vin ban tra 10i cia co quan cong an hodc co quan bao hiém x& hoi vé viéc
khong du dieu kién (néu co);

Phan mém http://khaisinhdientu.moj.gov.vn. Phan mém Hg thong thong tin giai
quyet thu tuc hanh chinh caa tinh.

Ho so duoc Iuu tai UBND cap x4, thoi gian luu trir S6 dang ky khai sinh 13 vinh vién, con
cac giay to khac thuc hién Iuu theo quy dinh cua Luat Ho tich va cac van ban hudng dan
thi hanh.

6. Lién thong cac thi tuc hanh chinh vé ding ky khai sinh, cap thé bao hiém
y te cho tré em dwéi 06 tuoi

1 | KY HIEU QUY TRINH QT.HT.06

NQI DUNG QUY TRINH

2.1 | Piéu kién thuc hién TTHC:

Khong.

2.2 | Cach thic thuc hién TTHC:

- Nguoi ¢6 yéu cau ding ky khai sinh truc tiép thuc hién hoic ty quyén cho nguoi
khéc thuc hién nop ho so truc tiép tai Bo phan TN&TKQ ciia UBND cap x4;

- Gtri hd so qua hé théng buu chinh;

- Nop hd so truc tuyén 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).
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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);

Biéu mau dién tir twong tac dang ky khai sinh (do ngudi yéu
cau cung cap thong tin theo hudng dan trén Hé thdng thdng
tin giai quyét thu tuc hanh chinh cua tinh, néu ngudi c¢é yéu
cau lra chon nop hd so theo hinh thuc tryc tuyén):;

Nguoi ¢6 yéu cau dang ky khai sinh thuc hién viéc nop/xuat
trinh (theo hinh thuc tryc tiép) hoic tai lén (theo hinh thuc
truc tuyén) céc gidy to sau:

* Gidy to phai nop:

To khai tham gia bao hiém y 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 x4c 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 voi truong hop tré em bi bo roi thi ndp 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 cia co s y té da thuc
hién k¥ thuat ho tro sinh san cho viéc mang thai ho;

Truong hop uy quyén cho ngudi khac 1am thay thi phai cé
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 khéc thi khong phai c6 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 chiing minh thudc gia dinh ¢6 cong vai cach mang,
nguoi thudc hd ngheo, nguoi khuyet tat (néu co).

* Giay to phai xuat trinh:

Ho chiéu hoac Chang minh nhan dan hoic Thé cin cudc
cong dan hoac cac gidy to khac c6 dan anh va théng tin ca
nhan do co quan ¢6 tham quyén cap, con gia tri st dung dé
chang minh vé nhan than caa ngu’OI 6 yéu cau dang ky khai
sinh. Trudng hop céc thong tin ca nhén trong céac gidy to nay
da c6 trong, Co so dir liéu Quéc gia vé Dan cu, Co so dit lidu
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Ho tich dién tir duoc hé thong dién ty dong thi khong phai
xuat trinh (theo hinh thuc tryc tiep) hodc tai 1én (theo hinh
thac truc tuyen);

Gidy to co gi tri chitng minh théng tin vé cu tra trong truong
hop co quan dang 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 chiing minh noi cu tra da dugc khai thac tir Co so dir liéu
quéc gia vé dan cu bang cac phuong thirc nay thi ngudi co
yéu cau khong phai xuat trinh (theo hinh thuc tryc tiép) hoic
tai 1én (theo hinh thic tryc tuyén).

Gidy chting nhan két hdn néu cha, me da dang ky két hon.
Truong hop di ¢ 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 thte tryc tiép) hoac tai 18n (theo hinh thac truc tuyén).

* Luru y khi nop hoé so:
- Truong hop giti ho so qua h¢ thong buu chinh thi phai gui kem theo ban sao
co chwng thyc cac gidy to phdi xudt trinh.

- Poi Vi gidy to ngp, xudt trinh:

+ Truong hop nguoi yéu cau ngp gidy to 1a ban sao dugc cap tir s6 goc hogc
ban sao dwgc ching thuc tir ban chinh thi nguoi tiép nhdn ho so khong duoc
yéu cau xudt trinh ban chinh; néu nguoi yeu cau chi nop ban chup va xudt trinh
ban chinh thi nguoi tiép nhdn hé so kiém tra, ddi chiéu ban chup véi ban chinh
va ky vao ban chup xac nhdn vé viée da dsi chiéu ngi dung gidy to do, khéng
duroC YU Cau nguwoi di ding ky nép ban sao giay to doé.

+ Poi Vi gidy to xudt trinh khi dang ky hé tich, nguoi tiép nhdn co trach
nhiém kiém tra, déi chiéu véi théng tin trong to khai, chup lai hogc ghi lai
théng tin dé heu trong hé so va trd lai cho ngwoi Xudt trinh, khéng dwoc yéu
cau nép ban sao hodgc ban chup gidy to do.

+ Nguoi tiep nhan c trach nhiém tiép nhan diing, di ho so dang ky hé tich
theo quy dinh cua phap ludt hé tich, khéng dwoc Yeu cau nguwoi ding ky hé tich
nép thém gidy to ma phap ludt hé tich khdng quy dinh phdi nép.

- Poi Véi viée xdce dinh ho, dan téc, dat tén cho tré:

+ Viéc xdc dinh ho, dan toc, dat tén cho tré em phai phu hop véi phap lugt va
yéu cau giit gin ban sdc dan tgc, tdp quan, truyén thong van héa tot dep cua
Viét Nam; khong dat tén qué dai, khé si dung.

+ Truong hop cha, me khéng théa thudn diroc vé ho, dan téc, qué quan cua con
khi dang ky khai sinh thi ho, dan toc, qué quan Cua con dwoc xdac dinh theo tdp
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quan nhung phai bdao dam theo ho, dan tgc, qué quan cua cha hoac me.

- P61 Véi gidy to gui kém theo néu nguroi yéu cau nép hé so theo hinh thirc truc
tuyén:

+ Bdn chup céc gidy to gui kém theo hé so ding ky khai sinh truc tuyén phdi
béo dam ro nét, day du, toan ven vé ngi dung, la ban chup bang may anh, dién
thogi hodc duoc chup, diroc quét bang thiét bi dién tir, tir giay to duot cap hop
¢, con gia tri st dung; néu la gidy to do co quan c¢é tham quyén nwdc ngoai
cap thi phai dwoc hop phap hoa lanh suw, dich sang tiéng Viét theo quy dinh, trie
trirong hop dirgc mién hop phép héa 1anh se.

+ Truong hop gidy to, tai liu phdi gui kém trong hé so dang ky khai sinh truc
tuyén da c6 ban sao dién tu hodc da co ban dién tu giay to ho tich thi nguoi
yéu cdu diroc stk dung bdn dién ti nay.

+ Khi dén co quan ddng ky hé tich nhdn két qud (Gidy khai sinh/ban sao Gidy
khai sinh), nguwoi ¢6 Yeu cau ding ky khai sinh phdi nép ban chinh Gidy ching
sinh; xudt trinh gidy to tup than; bdn chinh Gidy chitng nhdn két hén (néu cha
Me tré da ddang ky két hon va thong tin vé viéc két hén chira cé trong Co so diF
liéu Quéc gia vé Ddn cu, Co sé diz lidu Hé tich dién tir).

Truong hop nguoi yéu cdu dang ky khai sinh khong cung cdp dwoc gidy to néu
trén theo quy dinh hodc gidy to nép, XUat trinh b tdy x6a, sia chira, 1am gid thi
co quan dang ky hé tich c6 tham quyén haiy bé két qua déing ky khai sinh.

- Gidy to do co quan ¢é tham quyén Cia nwdc Ngoai cdp, cong ching hodc Xac
nhdn dé sir dung cho viéc déing ky hé tich tgi Viét Nam phdai dugt hop phap hoa
lanh su theo quy dinh cua phap lugt, trir truong hop duoc mién theo diéu wéc
quoc té ma Viét Nam la thanh vién.

- Truong hop cho phép nguoi Yéu cau dang ky hé tich ldp van ban cam doan vé
ngi dung yéu cau dang ky hé tich thi co quan déing ky hé tich phdi gidi thich rd
cho nguwoi ldp vin ban cam doan vé trach nhiém, hé qua phap 1y cia viéc cam
doan khong dung sy that.

Co quan dang ky h¢ tich tir chai gidi quyet hodc dé nghi co quan cé tham
quyén hiy bé két qua ddang ky hé tich, néu cé co sé xdc dinh ngi dung cam
doan khong dung sy that.

2.4 | So lwong hd so: 01 bo
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: Thuc hién dang ky khai sinh ngay trong ngay;
2.5 tru’ong hop hé so tiép nhan sau 15 glo ma khong gidi 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 x& c6 trach nhiém lap va chuyén
ho so cap thé bao hiém y té cho tré em dudi 06 tudi dén Bao hieém x& hoi cap
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huyén trong thoi han 01 ngay lam viéc.

- Bao hiém x4 hoi cap huyén thuc hién cap thé bao hiém y té cho tré em dudi 6
tudi trong thoi han 05 ngay 1am viéc.

Truong hop ho so chua dung quy dinh ma UBND cap xa phai hoan thién ho so
theo yéu cau cta Bao hiém xa hoi thi thoi han giai quyét duoc kéo dai thém
khong qua 01 ngay lam viéc.

Ddi véi cac xa cach xa tru s co quan Bao hiém xa hoi cip huyén tir 50 km tro
1én, giao thong di lai kho khin, chua dugc 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 cép x4.

2.6 ; . . . ] _, .
- HE thong thong tin giai quyét tha tuc hanh chinh cua tinh (chi tiep nhan ho
s0): http://dichvucong.hatinh.gov.vn hoac https://dichvucong.gov.vn.
Co quan thuc hién: UBND cép x4 va Bao hiém xa hoi cap huyén.
Co quan c6 tham quyén quyét dinh: UBND cap xa va Bao hiém xa hoi cap
2.7 | huyén.
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: Cé4 nhan
Két qua giai quyét TTHC:
2.9 |- Hb so du diéu kién: Gidy khai sinh, Thé bao hiémy té.
- 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 Theti gian Bieu maﬁu/Ket
: nhiém qua
1. Tiép nhan hd so truc tiép tur ca
nhan hoac tor hé thong buu chinh
hoac trén Cong dich vu cOng quoc
gia (https://dichvucong.gov.vn) hodc
H\e thong thorlg tin giai quyet thu Fuc Cong Miu 0L: 02, 03
hanh chinh cua tinh hie T Gi& hanh AU cOY 06 VA
B1 | (https://dichvucong.hatinh.gov.yn), | Cnue Tu | Giohanh | (néu co); 06 va

phap - Ho chinh HO so theo

2. Cong chirc Tu phap - Ho tich tich muc 2.3

kiém tra ho so:

- Néu ho so chua day du hoac khong
hop 1&: Huéng dan hoic théng bao
bang vin ban cho ca nhan bd sung,
hoan thién hd so. Truong hop khong
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bo sung, hoan thién duoc ho 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, 1é phi
theo quy dinh. Néu tiép nhan ho so
sau 15 gio thi guri Phicu hen, tra két
qua cho ngudi ¢4 yéu cau trong ngay
lam viéc tlep theo hodc guri tin nhan
hen tra két qua qua dién thoai di
dong cho nguoi c6 yéu cau (néu
ngudi €6 yéu cau lya chon hinh thuc
nop ho 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 ho 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 lya chon québc
tich Viét Nam cho con thi chuyén
thong tin dén Co so dir liéu Qudc gia
vé Dan cu dé ldy S6 dinh danh cé
nhan. Sau khi c6 sé dinh danh ca
nhan, in dy thao Giay khai sinh;

- Trudng hop tiép nhan hé so ding
ky khai sinh theo hinh thtc truc
tuyén: Guii lai biéu mau Gidy khai
sinh dién tir v4i thong tin day du cho
nguoi yéu Ccau qua thu dién tir hoic
thiét bi s6.

Nguoi yéu cau cé trach nhiém kiém
tra tinh chinh xac, diy du cua céc
thong tin trén biéu mau Gidy khai
sinh dién tir va x4c nhan (t6i da mot

Cong
chic Tu
phap - Ho
tich

02 gio

Mau 05;
Du thao Gidy
khai sinh hoac
du thao van
ban théng bao
khong du diéu
kién cap Giay
khai sinh
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ngay).

Néu ngudi ¢ yéu ciu xac nhan
thong tin da théng nhat, day da hoic
khéng cd phan hdi sau thoi han yéu
cau thi ghi noi dung vao S6 ding ky
khai sinh, cap nhat thong tin dang ky
khai sinh va luu chinh thac trén
Phan mém dang ky, quan Iy ho tich
dién tu dung chung.

- Trudng hop hd so khéng du diéu
kién: Du thao van ban théng bao
khong du diéu kién cip Gidy khai
sinh.

Trinh lanh dao UBND cdp x3.

Mau 05;
Gidy khai sinh
, Lanh dao hoac van ban
B3 | Ky duyét két qua tai budc B2. UBND 0l gio |thong bao
cap xa khong du diéu
kién cap Giay
khai sinh.
Mau 05;
Gidy khai sinh
Phat hanh vin ban va chuyén két| Cong cua ca nhan
B4 | qua cho cong chic Tu phap - HO | chicc Van | 01 gio hodc ~van ban
tich dé tra cho ngudi dan. phong thang bao
‘ khong du diéu
kién cap giay
khai sinh
Tra két qua dang ky khai sinh:
- Trudng hop du diéu kién: Chuyén Mau 05, 06;
ngudi dan ky vao So dang ky khai con Giay khai sinh
sinh, tra Gidy khai sinh, thu phi, Ie| "9 .+ |hoic Van ban
, . X chac Tu | Gio hanh N .
B5 | phi theo quy dinh (néu co). ‘ ohap - Ho | chinh thong bao
- Truong hop khong du dieu kién: tich khong du diéu
Tra van ban thong bao khong du ' kién cap giay
diéu kién cap giay khai sinh cho cé khai sinh
nhan.
B6 | Truong hop da duoc cap gidy khai | Céng 01 ngay M3u 05;




84

sinh: Lap ho so dé nghi cap thé bao | chirc T | (Doivsi |HO so dé nghi
hiém y te va chuyén ho so dén co | phap - Ho | xacachxa |cap the bao
quan Bao hiem x& hoi cap huyén. tich truso co |hiemy te.
quan
BHXH
>50Km:
03 ngay)
Mau 05
Kiém tra hd so, thuc hién viéc cap Bio hidm ;%hé Eg;ch'e{/néi
B7 thé bao hiémy te cho tré em dudi 06 Xa hoi cp | 05ngay | ban théng béo
tudi hoidc tir chéi trong trudng hop . . A
huyén khong du diéu
khong du diéu kién dé cap " z ]
kién cap The
bao hiemy te.
Mau 05
Chuyén thé bao hiém y té hoge Van | . ... The bao hiem y
Bao hiem t¢ hodac Van
ban thong bao khong du didu kien | ., . 5 . A .
B8 xa hoicap | 0lngay |ban théng béao
cap Thé bao hiém y té cho tr¢ em huven Khone di dia
dudi 06 tudi cho UBND cép x& ye nong du dicu
kién cap The
bao hiemy t¢
Mau 01, 06;
Thé bao hiem y
Tra két qua cho c& nhan va vao S6| Bo6 phan | Gio hanh te,; anc van
B9 e LA . ban thong béo
theo ddi ho so TN&TKQ chinh . NS
khong du diéu
kign cap the
bao hiemy te
* Truong hop ho so qud han xii 1Y, trong thoi gian chdm nhar 01 ngay rrudc ngay
het han xi ly, cong chire T phdp - Ho tich tham muu Chai tich UBND cap xa ky
ban hanh phieéu xin laoi va hen lai ngay tra ket qua dé gui cho ca nhan.
* Trong qua trinh gidi quyét ho so nguoi c6 trach nhiém thyc hién can thuc
hién dong thoi cac thao tac tiep nhan/chuyenitra ho so, ket qua giai quyet trén
phan mém H¢ thong thong tin gidi quyeét thu tuc hanh chinh cua tinh voi cac
budc trong quy trinh,
3 | BIEU MAU
(W]
Mﬁu 01 Méugocx

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

Mau 02 M3u 02.docx

Phiéu yéu cau b6 sung hoan thién hd so
0

Mau 03 M&u 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
0

Mau 05 M&u 05.docx

Phiéu kiém soat qué trinh giai quyét ho so
)

Mau 06 M3u 06.docx

S6 theo ddi ho so
]

BM.HT.06.01 BM.HT.06.01.docx

To khai dang ky khai sinh
o]

BM.HT.06.02 i
T khai tham gia bao hiém y té BM.HT.06.02.docx

@H

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

4 |HOSOLUU:

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;

- | Sb dang ky khai sinh;

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

Phan mém http:/khaisinhdientu.moj.gov.vn. Phan mém Hg thong thong tin giai
quyeét thua tuc hanh chinh cua tinh.

Ho so dugc luu tai UBND cap x4, thoi gian luu trir S6 déng ky khai sinh 1a vinh vién,
cc}n cac giay to khac thuc hién luu theo quy dinh ctua Luat Ho tich va cac van ban hudng
dan thi hanh.
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7. Piing 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 du 18 tudi tro 1én;
- Viéc két hdn do nam va nir tu nguyén quyét dinh:
- Khong bi mét ning luc hanh vi dan su;
- Viéc két hdn khdng thuoc mét trong cac truong hop cim két hon, gom:
+ Két héon gia tao;
+ Tao hon, cudng ép két hon, lra dbi két hon;
+ Ngudi dang ¢6 vo, €6 chong ma két hdn hodc chung song nhu vo chong véi
ngu’di‘khéc hoac chua co6 vo, chua c6 chong ma két hén hoac chung song nhu
vo chong vai nguoi dang c6 chong, ¢ vo;
+ Két hon hodc chung séng nhur vo chong giira nhitg ngudi cling dong méu
Ve truc hé; gira nhimg ngudi €6 ho trong pham vi ba doi; gitra cha, me nudi
V6i con nudi; gitra nguoi da tung la cha, me nudi véi con nudi, cha chong véi
con dau, me vo voi con re, cha dugng véi con riéng cua vo, me ke voi con
riéng cua chong.
* Nha nuac khong thtra nhan hon nhan gitra nhitng ngudi cung giai tinh.,
2.2 | Cach thirc thuc hign TTHC:
- Nguoi ¢6 yéu cau ding ky két hon truc tiép thuc hién hodc uy quyen cho
ngu:c‘yi khac thuc hién nop ho so truc tiep tai Bo phan TN&TKQ cua UBND
cap x&;
- Nop hd so tryc tuyén trén Cong dich vu cong quoc gia
(https://dichvucong.gov.vn) hoac Hé thong thdng tin giai quyét thu tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn) (bén nam hoac bén nir c6 thé
nop ho so ma khong can cé van ban ay quyén caa bén con lai).
23 | Thanh phan hd so, bao gdm: oan | oan
To khai dang ky ket hon theo mau, c6 du thong tin cua hai bén
| nam, nit. Hai bén nam, nix c6 thé khai chung vao mot To khai «

dang ky két hon (néu nguoi ¢6 yéu cau lya chon ndp ho so theo
hinh thuc truc tiép), theo mau BM.HT.07.01;

Biéu méu dién tu tuong tac dang ky két hon (do ngu’ori yéu cau
cung Cap thong tin theo hudng dan trén Hé thong thong tin
giai quyét tha tuc hanh chinh cua tinh, néu ngudi c6 yéu cau
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lya chon nop ho so theo hinh thuc truc tuyén).

Ngudi ¢6 yéu cau dang ky két hon thuc hién viéc nop/xuat
trinh (theo hinh thuc tryc tiep) hoac tai Ién (theo hinh thuc truc
tuyén) cac giay to sau:

* Gidy to phdi ngp:

- Ban chinh Gidy xac nhan tinh trang hén nhan do UBND cép
X4 ¢6 tham quyén cap trong truong hop nguoi yéu cau ding ky
két hon khong dang ky thuong tri tai dia ban x4, phuong, thi
tran 1am thu tuc dang ky két hon. Trudng hop cac thdng tin vé
tinh trang hdn nhan da c6 trong Co so dit liéu Québc gia vé Dan
cu, Co s dir liéu Ho tich dién tir duoc dién tu dong thi khdng
phai xuét trinh (theo hinh thuc truc tiép) hoac tai 1&n (theo
hinh thic tryc tuyén).

* Gidy tor phdi xudt trinh:

Ho chiéu hodc Chiing minh nhan dan hoic Thé cin cudc cong
dan hoac céc giay to khéac co dan anh va théng tin ca nhan do
co quan ¢ tham quyén cap, con gia tri sir dung dé ching minh
vé nhan than cua ngudi cO yéu cau dang ky khai sinh. Trudng X
hop cé4c thdng tin ca nhan trong céc giay to nay da cé trong Co
sé dix liéu Qudc gia vé Dan cu, Co sé dix liéu Ho tich dién tu,
duoc hé théng dién ty dong thi khéng phai xut trinh (theo
hinh thire tryc tiép) hoac tai 1én (theo hinh thic truc tuyén);

Gidy to ¢6 gid tri chitng minh thong tin vé cu tr trong truong
hop co quan diang ky ho tich khéng thé khai thac duoc théng
tin V& noi cu tra ctia cong dan theo cac phuong thic quy dinh
tai khoan 2 Diéu 14 Nghi dinh sb 104/2022/ND-CP ngay
21/12/2022 caa Chinh phu. Trudng hop cac thdng tin vé gidy | X
to chirng minh noi cu tra da dugc khai thac tir Co so dir liéu
qudc gia vé dan cu bang cac phuong thie ndy thi ngudi c6 yéu
cau khdng phai xuat trinh (theo hinh thac truc tiép) hoac tai
lén (theo hinh thuc truc tuyén).

Trich luc ghi cha ly hon dbi véi truong hop cong dan Viét
Nam ding ky thuong trd tai dia ban x& 1am thu tuc ding ky két
hon, da dugc giai quyét viéc ly hon, huy viéc két hon trude do
tai co quan c6 tham quyén nudc ngoai.

* Luu y:
- Dol Véi giay to ngp, xuat trinh néu ngurdi yéu cau ngp ho so theo hinh thic
truc tiep:
+ Poi Véi gidy to xudt trinh khi ding ky hé tich, nguoi tiép nhdn cd trach
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nhiém kiém tra, doi chiéu véi théng tin trong to khai, chup lai hodc ghi lai
théng tin dé luu trong hé so va trd \ai cho nguoi xudt trinh, khéng dwoc yéu
cau nép ban sao hodc ban chup gidy to dé.

+ Nguoi yeu cau dang ky ho tich c6 thé ngp ban sao ching thuc tir ban chinh
hodc bdn sao dirgt cap tir s6 goc hoge ban chup kém theo ban chinh gidy to dé
doi chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh gidy to
thi ngu’O'I tiép nhdn co trach nhi¢m Kiém tra, doi chiéu ban chup véi ban chinh
va ky xac nhdn, khéng dwoc yéu cau nguoi di dang ky nép ban sao giay to doé.

+ Nguoi tiép nhdn cd trach nhiém tiép nhdn diing, dii ho so dang ky hé tich
theo quy dinh cua phap ludt hé tich, khéng dwroc yBu cau nguoi ding ky hé tich
nép thém gidy to ma phap ludt hé tich khéng quy dinh phdi nép.

- Péi Véi gidy to gii kém theo néu nguoi yéu cau nép hé so theo hinh thirc
tryec tuyén:

+ Ban chup cac glay to gui kem theo hé so dang ky két hon truc tuyén phdi
bdo dam ré nét, day di, toan ven vé ngi dung, la ban chup bang may anh, dien
thogi hodc durgc chup, duoc quet bang thiét bi dién tiz, tir glay to duoc cap hop
1é, con gia tri siz dung; néu 1a gidy to do co quan c¢6 tham quyén nwéc ngoai
cap thi phdi dwoc hop phap hda 1anh su, dich sang tiéng Viét theo quy dinh,
trir trirong hop dwroc mién hop phap hoa 1anh su.

+ Truong hop gidy to, tai lieu phai giri kém trong ho so dang ky két hon truc
tuyén da co ban sao dien tur hodc dd c6 ban dién tir gidy to hg tich thi nguoi
yéu cau duwoc sir dung bdn dién ti nay.

+ Khi dén co quan ding ky hé tich nhdn két qud (ban chinh Gidy chitng nhan két
hon/ban sao Trich luc ket hon), nguoi ¢ yéu cau dang ky két hdn phai ngp ban
chinh Gidy xac nhdn tinh trgng hén nhan (neu thdng tin vé tinh trgng hén nhan
chira ¢6 trong Co sé dir liéu Quéc gia vé Ddn cu, Co so dir lieu Hg tich dién
tiz).

- Giay to do co quan c6 tham quyén Ciia nwéc NYoai cap, cong ching hodc xac
nhdn dé sir dung cho viéc dding ky hé tich tai Viét Nam phdi durgc hop phap hoa
lanh su theo quy dinh cua phap lugt, trir truong hop duwot mién theo diéu woc
quoc té ma Viéet Nam 14 thanh vién.

Truong hop nguoi yéu cau dang ky két hon khdng cung Cap dwroC giay to néu
trén theo quy dinh hodc giay to nop, XUat trinh bj tay x0a, sia chira, lam gia
thi co quan déing ky hé tich c6 tham quyén haiy bé két qud ddang ky két hon.

2.4 | So lwong hd so: 01 bo
Thoi han giai quyét: Ngay trong ngay tiép nhan da hd so hop I& (nhan ho so
o5 | SAU 15 gio ma khong giai quyét dugc ngay thi tra két qua trong ngay lam viéc

tiép theo). Trudng hop can phai xac minh diéu kién két hén cua hai bén nam,
nit thi thoi han giai quyét khéng qué 05 ngay 1am viéc.
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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 tuc hanh chinh cuaa tinh (chi tiép nhan ho
s0): http://dichvucong.hatinh.gov.vn hoac https://dichvucong.gov.vn .
Co quan thuc hién: UBND cép x4 noi cu tra ciia bén nam hozc bén nit.
Co quan c6 tham quyén quyét dinh: UBND cép x3 noi cu tri ciia bén nam
2.7 | hoac bén nu.
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
Két qua giai quyét TTHC:
29 |- Ho so du diéu kién: Gidy chiing nhan két hon ban chinh, mdi bén vg, chong
' 01 ban.
- Ho so khong du diéu kién: Vin ban thong bao khong du diéu kién.
2.10 | Quy trinh xw& ly cong viéc
. Tréch e Biéu
TT Trinh tw nhigm Thoi gian mAu/K&t qui
1. Tiép nhan ho so truc tiép tir ca
nhan hogc trén Cong dich vu cong
qudc gia (https://dichvucong.gov.vn)
hozc Hé théng thong tin giai quyét
tha tuc hanh chinh cua tinh
(https://dichvucong.hatinh.gov.vn).
2. Cong chue Tu phap - Ho tich
kiem tra ho so:
- |>|éu hé\) SO’A.ChlIa,dé,y gﬁ hOE:lC Céng Mau 01, 02
khong hop lg: Huong dan hodc| chue Ty | Gishanh | (néu co), 06
Bl |thong bado bang vin ban cho ca

. : A hap - chinh va Ho so theo
nhan b6 sung, hoan thién ho so. IPIé tl?ch

Truong hop khdng bd sung, hoan
thién duoc hd so thi thong bao tur
chéi giai quyét ho so.

- Néu ho so day du, hop l&: 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 nguoi €6 yéu cau
trong ngay lam viéc tiép theo hoic

muc 2.3
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gui tin nhan hen tra két qua qua
dién thoai di dong cho ngudi cO
yéu cau (néu ngudi ¢ 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 tor trén hé thong thong tin, co
s6 dir lieu) va ky s6 vao tai liéu, hd
so giai quyét thu 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 So6 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 t
dung chung.

Truong hop tiép nhan hd so ding
ky két hon theo hinh thuc truc
tuyén: Guri lai biéu miu Giay
chitng nhan két hon dién ta voi
thong tin day du cho ngudi yéu cau
qua thu dién tir hoac thiét bi s6.
Nguoi yéu cau cé trach nhiém
Kiém tra tinh chinh xac, day du cua
cac thdng tin trén biéu miu Giay
chiing nhan két hon dién tar va xac
nhan (t6i da mot ngay).

Néu nguoi ¢ yéu cau xac nhan
thong tin di théng nhat, day du
hodac khéng cé phan hoi sau thoi
han yéu cau thi ghi noi dung vao
S6 dang ky két hon, cap nhat théng
tin dang ky két hon va luu chinh
thirc trén Phan mém dang ky, quan
ly ho tich dién tir dung chung, in
du thao Gidy chang nhan két hon,

Cong
chac Tu
phap -
Ho tich

02 gior

Mau 05;
Du thao Giay
chung nhan
két hon; Vin
ban Xac
minh/bién ban
Xac minh;
Van ban
théng béo
khong du diéu
Kién dang ky
két hon
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chuyén nguoi dan ky So va ky giay
chtng nhan két hon;

- Truong hop khong du didu kién:
Du thao van ban théng bao khéng
du diéu kién dang ky két hon.

Trinh lanh dao UBND cép X4.

B2.2: Néu thudc truong hop phii
xac minh dieu kién két hon cua hai

bén nam, nit thi tién hanh xac minh 04 ngay
bang van ban hoac truc tiep, sau
khi ¢ két qua, thuc hién nhu B2.1.
Mau 05;
Gidy chtng
< nhan két hon
Ky dy thao két qua giai quyét tha Lanh dao | hoic vin ban
B3 A g UBND 02 gio N 3
tuc hanh chinh cAp XA thong bao
ap khong du didu
kién dang ky
két hon
Mau 05, 06;
A Gidy ching
’ , Cong nhan két hon
g4 |Pong dau van ban va tra ket qua chirc 02 i hodc van ban
cho cbéng chic Tu phap - Ho tich Van g théng bao
phong khong du diéu
kién dang ky
ket hon
Lanh dao Mau 01’0,6;
UBND Glay ’Chung
e , A LAe A L. nhan két hon
Trao Giay chung nhan két hon cho | cap x4; s UV
A A e K A " Gio hanh | hoiac van ban
B5 | cong dan hodc tra ket qua cho cong| Cong . R .
> i chinh théng bao
dan chac Tu . s 2
. khong du dieu
phap - Kién dang ky
HoO tiCh TN
két hon

* Khi nhdn két qua déing ky két hon thi hai bén nam, niz phdi c6 mat, xudt trinh
gidy totuy thdan dé déi chiéu) kiém tra thdng tin trén Gidy chitng nhdn két hon,
trong Sé ddang ky két hdn, khang dinh sw tir nguyén két hon va ky tén vao So
dang ky két hon, ky tén vao Gidy chizng nhan két hén, méi bén nam, ni nhdn
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01 ban chinh Gidy chizng nhdn két hon.

* Triwong hop hé so khéng xir 1y dwoc trong ngay 1am viéc hogc trong ngay
lam viéc tiep theo (d6i véi ho so nhan sau 15 gio), trong ngay hen tra ket qud,
cong chire Tu phap Hé tich tham muwu Chu tich UBND cdp xa ky ban hanh
phiéu xin 13i va hen lgi ngay tra két qUa dé guri cho ca nhan.

* Trirong hop hé so can xac minh néu qua han xi ly, trong thoi gian chdm
nhdt 01 ngay triéc ngay hét han xit 1y, céng chite Tw phdp - Hé tich trinh Cha
tich UBND cdp x& ky ban hanh phiéu xin 13i va hen lgi ngay tra két qud dé guri
cho ca nhan.

* Trong qué trinh gidi quyét ho so nguwoi cé trach nhiém thyc hién can thuc
hién dong thoi céc thao tac tiép nhdn/chuyén/tra hé so, két qua gidi quyét trén
phan mém Hé théng théng tin gidi quyét thu tuc hanh chinh cua tinh véi cac
buoc trong quy trinh.

BIEU MAU

@ﬂ

Mau 01 M3u 01.docx

Giay tiép nhan ho so va hen tra két qua
)

Mau 02 M&u 02.docx

Phiéu yéu cau bo sung hoan thién ho so
0

Mau 03 M&u 03.docx

Phiéu tir chdi tiép nhan giai quyét ho so
0

Mau 04 M3u 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 Mau 06.docx

S6 theo ddi ho so
]

BM.HT.07.01 ’ BM.HT.07.01.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
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UBND cap x&. Mau 01, 05 luu 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://hotich.moj.gov.vn. Phan mém Hé thdng théng tin giai quyét
tha tuc hanh chinh cua tinh.

Hb so duoc luu tai UBND cAp X, thoi gian luu trit S6 ding ky két hon 1a vinh vién,
con cac giay to khac thuc hién luu theo quy dinh cta Luat Ho tich va cac van ban
huéng dan thi hanh.

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

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 trl tai dia ban xa ¢ khu vyc bién gioi dang ky két
hon véi cong dan cua nudce Iang gleng thuong trd tai don vi hanh chinh tuong
duong cap x& cua Viét Nam tiép gidp véi xa ¢ khu vuc bién gisi cua Viét Nam
noi cong dan Viét Nam thuong tra.

* Nam nit két hon voi nhau phai tuan theo cac diéu kién sau:

- Nam tir ¢ 20 tudi tro 18n, nit tir du 18 tuoi tro 1én;

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

- Khdng bi mat nang luc hanh vi dan su;

- Khéng cung gidi tinh;

- Viéc két hon khdng thudc mot trong céc truong hop cam két hdn, gom:

+ Két hon gia tao;

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

+ Ngudi dang co vo, c6 chong ma két han hoac chung song nhu v chong vei
nguoi khac hodc chua c6 v, chua c6 chong ma ket hon hodc chung song nhu vo
chong véi nguoi dang ¢ chong, €6 vo;

+ Két hén hodc chung séng nhu vo chong giita nhitng ngudi cling dong mau vé
truc hé; gitra nhitng nguoi co ho trong pham vi ba doi; gitra cha, me nudi véi con

nudi; gitra nguoi da tung la cha, me nudi vei con nudi, cha chdng vai con dau, me
Vo VGi con ré, cha dugng véi con riéng ciia vo, me ké véi con riéng cia chong.
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* Nha nudc khong thira nhan hdn nhan gitra nhimg ngudi cung giai tinh,

2.2 | Cach thikc thyc hién TTHC:
- Nguoi ¢6 yéu cau dang ky két hon tryc tiép thyc hién hogc iy quyén cho ngudi
khac thuc hién nop ho so truc tiép tai Bo phan TN&TKQ cua UBND cap xa;
- Nop ho so tryc tuyén trén CoOng dich vu cdng quoc gia
(https://dichvucong.gov.vn) hodc Hé théng théng tin giai quyét thu tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn).
(Bén nam hogc bén nit c6 the tryc tiép nop hd so ma khong can ¢6 van ban uy
quyen cua bén con lai).
A A A AL, Ban Ban
2.3 | Thanh phan hé so, bao gom: chinh | sao

To khai dang ky két hon theo miu BM.HT.08.01, ¢6 du thong tin
cua hai bén nam, nix. Hai bén nam, nix co thé khai chung vao mot X
To khai dang ky két hon (néu ndp truc tiep);

Biéu mau dién tir trong tac ding ky két hon (do nguoi yéu cau
cung cap thong tin theo huéng dan trén Hé théng thong tin giai
quyét thi tuc hanh chinh caa tinh, néu nguoi ¢ yéu cau lya chon
nop hd so theo hinh thire truc tuyén);

Nguoi c6 yéu cau ding ky két hdn thuc hién viéc nop/xuat trinh
(theo hinh thtrc tryc tiép) hoac tai Ién (theo hinh thic truc tuyén)
c4cC gidy to sau:

* Gidy to phdi ngp:

Gidy to do co quan c6 tham quyén cia nudc lang giéng cap khéng
qua 6 thang tinh dén ngay nhan ho so xac nhan cong dan nudc X
lang giéng hién tai la nguoi khdng c6 vo hoac khdng cé chong;

Gidy to ching minh nhan than, ching minh noi thuong tra & khu
vuc bién giéi ctia cong dan nudc lang giéng.

* Gidy to phdi xudt trinh:

Ho chiéu hodc chiing minh nhan dan hoic thé can cude cdng dan
hoic cac gidy to khac c6 dan anh va thong tin ca nhan do co quan
c6 tham quyén cap, con gia tri sir dung dé chung minh vé nhan
than cua cong dan Viét Nam. Truong hop cac thong tin ca nhan

" | trong cac gidy to nay da c6 trong Co so dit liéu QUOC gia vé Dan X
cu, Co so dir ||,¢U Ho tich dién tu, duoc hé thpng dién ty dong thi
khong phai xuat trinh (theo hinh thuc tryc tiep) hodc tai 1én (theo
hinh thuc truc tuyén);

_ | Gidy to c6 gia tri chang minh thdng tin vé cu tra trong truong hop .

co quan dang ky ho tich khong thé khai thac duoc thdng tin vé noi
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cu tru cua cong dan theo cac phuong thirc quy dinh tai khoan 2
Diéu 14 Nghi dinh s 104/2022/NP-CP ngay 21/12/2022 cia
Chinh phu. Truong hop céc thong tin vé gidy to chimg minh noi
cu tru da duoc khai thac tir Co s¢ dir liu [quoc gia ve dan cu bang
cac phuong thirc nay thi ngudi ¢d yéu cau khong phai xuit trinh
(theo hinh thirc tryuc tiép) hoac tai 18n (theo hinh thuc truc tuyén).

*Luuy:

- Doi véi gidy to ndp, xudt trinh néu nguwoi yéu cau ngp hé so theo hinh thirc truc tiép:

+ Poi Véi gidy to xudt trinh khi dang ky hé tich, nguwoi tiép nhdn c6 trach nhiém
kiém tra, doi chiéu véi thdng tin trong to khai, chup lai hodc ghi lai théng tin dé
lieu trong ho so va tra lai cho nguwoi Xudt trinh, khéng dwroC YU cau nép bdn sao
hodc ban chup giay to do.

+ Nguoi yéu cau dang ky hé tich c6 thé ngp ban sao ching thyc tir ban chinh
hodc bdn sao dwoc cdp tir sé6 géc hogc ban chup kém theo ban chinh gidy to dé
doi chiéu. Triong hop nguoi yeu cau ngp ban chup kém theo ban chinh gidy to
thi nguoi tiép nhdn c6 trach nhiém kiém tra, doi chiéu ban chup véi ban chinh va
ky xac nhdn, khéng dwoC Yéu cau nguwoi di dang ky nép ban sao gidy to dé.

+ Nguoi tiép nhdn c6 trach nhiém tiép nhédn diing, dit hé so déing ky hé tich theo
quy dinh cia phap ludt hé tich, khéng dwoc Yéu cau nguwoi dang ky hé tich ngp
thém gidy to- ma phap ludt hé tich khéng quy dinh phdi ngp.

- Déi véi gidy to giti kém theo néu nguwoi yéu cau np ho so theo hinh thirc truc tuyén:
+ Ban chup cac gidy to giri kém theo hé so ding ky két hon truc tuyén phdi bdo
ddam ré nét, day di, t0an ven vé ngi dung, la ban chup bdng may anh, di¢n thoai
hodc duwoc chup, duwoc quét bang thiét by dién tir, tir gidy to duoc cap hop ¢, con
gia tri sz dung; néu la gidy to do co quan c6 tham quyén mweéc ngoai cap thi
phai diwoc hop phap hoa Ianh sw, dich sang tiéng Viét theo quy dinh, trir trurong
hop dwot mién hop phap hoa lanh su.

+ Truong hop gidy to, tai liéu phdi gii kém trong ho so dang ky két hdn tryc
tuyen dd ¢6 ban sao dién tir hodc da cé ban dién tir gidy to hé tich thi nguoi yéu
cau dwoc stk dung ban dién ti nay.

+ Khi dén co quan dang ky ho tich nhan két qud (Gidy chizng nhan két hon),
ngueoi €6 yeu cau ding ky ket hdn phdi ngp bdn chinh Gidy xac nhdn tinh trang
hon nhan (néu thdng tin vé tinh trang hén nhan chua c6 trong Co so di liéu
Quoc gia vé Ddn cu, Co so dir lieu Hé tich dién ti), gidy to chitng minh tinh
trang hon nhan.

Trieong hop nguoi yéu cau dang ky két hon khong cung cdp duwoc gidy tor néu
trén quy dinh hodc gidy to nép, xudt trinh b tdy xoa, sia chiza, lam gid thi co
quan déng ky hé tich c6 tham quyén haiy bé két qua dang ky két hon.

- Gidy to do co quan c6 tham quyén cia nuéc c6 chung dwong bién gidi véi Viét
Nam ldp, cdp, xdc nhan sir dung d@é dang ky hé tich dwoc mién hop phdp héa linh
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su; dich ra tieng Viét va co cam két cua nguoi dich vé viéc dich dung noi dung.

2.4

S6 lwgng hd so: 01 bo

2.5

Thoi han giai quyét: 03 ngay lam viéc sau khi nhan du ho so hop 1&. Truong hop
can xac minh thi thoi han giai quyét khdng qua 08 ngay lam viéc.

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 cép x4.

- Hé thdng théng tin giai quyét tha tuc hanh chinh cua tinh (chi tiép nhan hd so):
http://dichvucong.hatinh.gov.vn hoac https://dichvucong.gov.vn.

2.7

Co quan thuc hién: Uy ban nhan dan x4 ¢ khu vuc bién gidi noi cong dan Viét
Nam thuong tra.

Co quan c¢6 tham quyén quyét dinh: UBND cip x& ¢ khu vuc bién gigi noi
cong dan Viét Nam thuong tra.

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 twgng thuc hién TTHC: Ca nhan

Két qua giai quyét TTHC:

2.9 | - H6 so du didu kién: Gidy ching nhan két hén ban chinh, mdi bén vo, chong 01 ban.
- Ho so khong du diéu kién: Vin ban thong bao khong du diéu kién.
2.10 | Quy trinh xi ly cdng viéc
Trach Biéu £
TT Trinh tw Cn Thei gian mau/Két
nhiém .
* qua
1. Tiep nhan ho so tryc tiép tir ca
nhé}n hoac trén Cong dich vu cong
quoc gia
(https://dichvucong.gov.vn)  hoéc
Hé thong thdng tin giai quyet thu
tuc hanh chinh cua tinh
(https://dichvucong.hatinh.gov.vn). . , Mau 01; 02
n , . N Cong chuc s R
2. Cong chuc Tu phap - Ho tich . Gio hanh |03 (néu co);
Bl | iz \ Tu phap - . s LA
kiem tra ho so: A chinh 06 va Ho so
£ A A , < Ho tich
- Néu ho so chua day du hoic theo muc 2.3
khong hop 1¢: Hudéng dan hodc
thong bao bang van ban cho ca
nhan bo sung, hoan thién ho so.
Truong hop khong bo sung, hoan
thién duoc ho6 so thi thong bao tur
choi giai quyeét ho so.
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- Néu ho so day du, hop 18: Lam thu
tuc tiép nhan ho 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 ngudi c6 ydu cau trong
ngay lam viéc tlep theo hoac gui tin
nhin hen tra két qua qua dién thoai
di dong cho nguoi c6 yéu cau (néu
ngudi €6 yéu cau lya chon hinh
thizc 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 s6 hoa
(sao chup, chuyén thanh tai liéu
dién tr trén hé thong thong tin, co
sa dit lieu) va ky sb vao tai lidu, ho
so giai quyét thu tuc hanh chinh da
duogc s6 hoa theo quy dinh.

B2

B2.1. Kiém tra, xem xét ho so:

- Trudng hop du diéu kién va thuoc
trrong hop khéng phai xac minh:
thuc hién viéc ghi vao S6 ding ky
két hon, cap nhat théng tin ding ky
két hon va luu chinh thic trén Phan
mém ding ky, quan Iy ho tich dién
tir dung chung,

Truong hop tiép nhan hd so ding
ky két hon theo hinh thuc truc
tuyén: Guri lai biéu miu Gidy
chitng nhan két hén dién ta voi
thong tin ddy du cho nguoi yéu cau
qua thu dién tir hoic thiét bi s6.
Nguoi yéu cau cO trach nhiém
Kiém tra tinh chinh xac, day du cua
cac thdng tin trén biéu miu Giay
chang nhan két hon dién tir va xéac
nhan (t6i da mot ngay).

Néu nguoi ¢ yéu cau xac nhan
thong tin di thong nhat, day du
hoiac khong cé phan hoi sau thoi
han yéu cau thi ghi noi dung vao

Cong chuc
Tu phap -
Ho tich

02 ngay

Mau 05;
Du thao
Gidy chung
nhan két hon
hoac van ban

thong  bao
khong du
dieu kién




98

So dang ky két hdn, cap nhat thong
tin dang ky két hon va luu chinh
thirc trén Phan mém dang ky, quan
ly ho tich dién tir dung chung.
- Truong hop khong du didu kién:
Du thao van ban théng bao khéng
du diéu kién dang ky két hon;
Trinh lanh dao UBND cap Xa.

B2.2. Truong hop phuc tap phai
x4c minh thi tién hanh xac minh
bang vin ban hoic truc tiép. Trén
co s& két qua xac minh, thuc hién
nhu B2.1.

07 ngay

Mau 05;
Du, thao
Giay chtng

nhan két hén
hodc van ban
thong  bao
khong du
diéu  kién;
Van ban xac
minh/bién
ban xac minh
(néu co)

B3

Ky du thao két qua giai quyét tha
tuc hanh chinh

Lanh dap
UBND cap
Xa

04 gio

Mau 05;
Gidy chung
nhan két hon
hoac van ban
thong  bao
khong du
diéu kién

B4

Phat hanh vin ban va tra két qua
cho céng chie Tu phap - Ho tich

Cong chirc
Vian phong

01 gio

Mau 05, 06;
Gidy chang
nhan két hon
hoac van ban
théng  béo
khong da
diéu kién

BS

Trao Giay chang nhan két hén cho
cong dan hoac tra két qua cho cong
dan

Lanh dao
UBND
cap X&;

Cong chuc

Tu phap -

Gio hanh
chinh

Mau 01, 06;

Gidy chung
nhan két hon
hoac van ban
théng  béo
khong du
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Ho tich diéu kién

* Khi nhdn két qua ddang ky két hdn thi hai bén nam, nir phai ¢ mat, xudt trinh
gidy to tuy thdan d@é dsi chiéu, kiém tra thong tin trén Gidy chizng nhdn két hon,
trong Sé dding ky két hdn, khang dinh su tw nguyén két hon va ky tén vao Sé dang
ky két hon, ky tén vao Gidy chizng nhdn két hdn, maéi bén nam, niz nhdn 01 ban
chinh Gidy chizng nhdn két hon.

* Truong hop dén hen nhung chwea cé két qud, trong thoi gian chdm nhat 01 ngay
trieée ngay hét han xir Iy, cong chirc T phdp - HO tich tham muu Chii tich UBND
cdp xd ban hanh phiéu xin 16i va hen lai ngdy tra két qua dé giri cho cd nhan.

* Trong qua trinh gidi quyét hé so nguoi c6 trach nhiém thuc hién can thuc hién
dong thoi cac thao tac tiép nhdn/chuyén/tra ho so, két qua gidi quyét trén phan
mém Hé théng thdng tin gidi quyét thi tuc hanh chinh cua tinh véi cdc budc
trong quy trinh.

BIEU MAU

@j

Mau 01 M&u 01.docx

Gidy tiép nhan hd 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 Mau 04.docx

Phiéu xin 15i va hen lai ngay tra két qua
0

Mau 05 M&u 05.docx

Phiéu kiém soat qué trinh giai quyét ho so
]

Mau 06 M3u 06.docx

S6 theo ddi ho so
b ]

BM.HT.08.01 ’ , , BM.HT.08.01.doc
To khai dang ky két hén  (néu ndp truc tiep)

HO SO LUU:

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

- | HO so dau vao theo muc 2.3;

- | S6 dang ky két hon;

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

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

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

Ho so dugc luu tai UBND cap xa, thoi gian luu trit S0 dang ky két hon 1a vinh vién, con
cac giay to khac thuc hién Iuu theo quy dinh cua Luat Ho tich va cac van ban hudng dan
thi hanh.

9. Ping ky két hon lwu 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 X& ma mot hodc ca hai bén
nam, nir 1a nguoi khuyét tat, om bénh khong thé di dang ky két hon duoc.

* Nam nit két hon voi nhau phai tuan theo cac diéu kién sau:

- Nam tir da 20 tudi tro 18n, nir tir ¢ 18 tudi tro 1én;

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

- Khéng bi mat nang luc hanh vi dan sy;

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

+ Két hon gia tao;

+ Tao hon, cudng ép két hon, lra dbi két hdn, can tro két hon;

+ Nguoi dang c6 vo, ¢6 chdng ma két hén V6i nguoi khac hoac chua c6 ve,
chua c6 chong ma két hon vaéi nguoi dang c6 chong, ¢ vo;

+ Két hon gitra nhimg ngudi cling dong méau vé truc hé; giira nhitng ngudi c6
ho trong pham vi ba doi; gitra cha, me nudi véi con nudi; gitta nguoi da tung la
cha, me nudi véi con nudi, ,cha chong vai con dég, me Vo Vai con ré, cha duong
Véi con riéng caa vo, me ke vai con riéng cua chong.

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

2.2 | Cach thic thuc hien TTHC:
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Truyc tiép tai nha riéng hoic tai dia diém t6 chtrc dang ky luu dong.

2.3

<

Ban Ban

Thanh phan ho se, bao gom: chinh | sao

* Gidy to phdi ngp:

T khai ding ky két hon. Hai bén nam, nir ¢6 thé khai chung | x
vao mot To khai dang ky két hon, theo mau BM.HT.09.01.

* Gidy tor phdi xudt trinh:

Ho chiéu hoic Chirng minh nhan dan hoic Thé can cudc cong
dan hoac céac giéy to khac co dan anh va thong tin ca nhan do
co quan ¢o tham quyén cap, con gia tri sur dung dé ching minh
vé nhan than ciia ngudi c6 yéu cau dang ky két hon. Truong X
hop cac théng tin ca nhan trong cac gidy to nay di co trong Co
s& dit lieu Quédc gia vé Dan cu, Co sé dit liéu Ho tich dién tir
duogc hé théng dién ty dong thi khdng phai xuat trinh.

Gidy to o gia tri chitng minh théng tin vé cu tra trong truong
hop co quan dang ky ho tich khéng thé khai thac duoc thdng
tin vé noi cu tra cua coéng dan theo cac phuong thitc quy dinh
tai khoan 2 Piéu 14 Nghi dinh sé 104/2022/NB-CP ngay
21/12/2022 cia Chinh phu. Truong hop cac thong tin vé giay
to chimg minh noi cu tra da dugc khai thac tir Co so dir liéu
qudc gia vé dan cu bang cac phuong thire nay thi nguoi co yéu
cau khdng phai xuat trinh.

Trirong hop nguwoi yéu cau khong biét chi thi cong chize tir phdp - hé tich tryc
tiép ghi To khai, sau dé doc cho nguroi yéu cau nghe lai néi dung va hwéng dan
nguoi dé diém chi vao To khai. Khi trao Gidy chizng nhdn két hdn, cong chirc
twr phdp - hé tich phdi doc lai ngi dung Gidy chiing nhdn két hén cho nguroi yéu
cau nghe va hwong dan nguwoi dé diém chi vao Sé ding ky két hon.

2.4

S6 lwgng hd so: 01 bo

2.5

Thoi han giai quyét: Khdng qué 05 ngay l1am viéc ké tir ngay tiép nhan.

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 chtrc dang ky luu dong.

2.7

Co quan thuc hién: UBND cép x4 noi thuong trd cua hai bén nam ni.
Co quan c6 tham quyeén quyét dinh:

UBND cép xa noi thuong tri cia hai bén nam ni.

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

2.8

Poi twong thuc hign TTHC: C4 nhan

2.9

Két qua giai quyét TTHC: Gidy ching nhan két hdn (ban chinh), mdi bén vo,

chdng 01 ban.

2.10

Quy trinh xir ly cdng viéc

TT

Trinh tw

Trach
nhiém

Thot gian

Biéu
mau/Ket qua

Bl

Tiép nhan ho so:

- Truong hop hd so chua diy du,
hop 1é: Huéng dan ngudi nop hd so
bo sung, hoan thién theo quy dinh,
néu khéng bd sung hoan thién duoc
thi ter chdi tiép nhan hd so.

- Truong hop hé so day du, hop 1¢
thi tiép nhan ho so, viét Phiéu tiép
nhan ho so.

Cong
chic Tu
phap - Ho
tich

Trong hoac
ngoai gio
hanh chinh
tuy theo
thuc tién
thuc hién
nhiém vu

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

B2

Kiém tra, xem xét ho so:

- Truong hop du diéu kién: Vao
phan mém dang ky ho tich thyc hién
nhap thdng tin, in Gidy chang nhan
két hon; ghi noi dung dang ky vao
S6 dang ky két hon, huéng dan cac
bén kiém tra noi dung Giay chung
nhan két hén va So6 dang ky két hon
cung cac bén nam, nit ky vao Sb
dang ky két hdn, Gidy chiing nhan
két hon theo quy dinh; tién hanh trao
Gidy ching nhan két hoén cho céc
bén tai dia diém dang ky luu dong.
Tai muc “Ghi chu” trong SO dang ky
két hon ghi 16 “Pang ky luu dong”.

- Truong hop ngudi yéu cau khong
biét chir thi cong chirc tu phap - ho
tich truc 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.

Cong
chue Tu
phap - Ho
tich

03 ngay

Mau 05;
Du thao Giay
chang nhan
két hon

B3

Ky duyét két qua thuc hién tai buéc

Lanh dao

04 gio

Mau 05;




103

B2. UBND Giay ching
cap xa nhan két hon
Phat hanh vin ban va tra két qua cho| Codng Mau 05, 06;
B4 |cong chic Tu phap - Ho tich dé| chic Van | 04gid | Gidy ching
chuyén tra cho nguoi dan. phong nhan két hén
Trao Giay chiang nhan két hon cho §
cong dan. Khi trao Gidy chiing nhan | Lanh dao Tg;ggi Z?gc
két hon, cong chire tu phap - ho tich L{BNE) hanh chinh | M3u 01, 06:
B5 phai doc lai noi dung Gidy chang | cap x& tytheo | Gi chim
nhan két hon cho nguodi yéu cau | cdng chic X ay ~ chung
, thuc tien | nhan két hon
nghe va huong dan nguoi do dlem Tu phap - thue hien
chi vao S6 dang ky ket hon néu | Ho tich nhiam vu
ngudi yéu cau khong biét chi. T
3 |BIEU MAU
(w]
M?lu 01 Mgugocx
Giay tiép nhan ho so va hen tra két qua
(W]
M?lu 02 Méugocx
Phiéu yéu cau b sung hoan thién ho so
(W]
M?lu 03 Méugocx
Phiéu tir chéi tiép nhan giai quyét hd so
(]
Mau 04 M5u£ocx
Phiéu xin 15i va hen lai ngay tra két qua
(]
M?lu 05 Mgugocx
Phiéu kiém soat qué trinh giai quyét ho so
(]
I\/I?lu 06 Méugocx
S6 theo dbi ho so
]
BMHT0901 , BM.HT.OT:ll.doc
To khai dang ky ket hon
4 |HOSOLUU:
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Mau 01; 02, 03, 04 (néu ¢6); 06 luu tai Bo phan Tiép nhan va Tra két qua cua
UBND cap x4. Mau 01, 05 Ivu 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 duogc luu tai UBND cap x4, thoi gian luu trit S0 dang ky két hon 1a vinh vién, con
ce’}c giay to khac thuc hién luu theo quy dinh cua Luat HO tich va cac van ban huéng
dan thi hanh.

10. Pang ky khai tir

KY HIEU QUY TRINH QT.HT.10
2 | NOI DUNG QUY TRINH
Piéu kién thuc hién TTHC:
2.1 .
Khdng
2.2 | Cach thic thuc hiégn TTHC:
- Nguoi ¢6 Yéu cau dang ky khai tir tryc tiép thuc hién hodc uy quyén cho ngudi
khac thuc hién nop ho so truc tiep tai Bo phan TN&TKQ cua UBND cap xa;
- Gtri hd so qua hé théng buu chinh;
- Nop h0 so tryc tuyén trén Cong dich wvu cdng quoc gia
(https://dichvucong.gov.vn) hodc Hé thong thdng tin giai quyét tha 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
- T khai dang ky khai tir, theo mau BM.HT.10.01 (néu ngudi c6 y

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

- Biéu mau dién tu twong tac dang ky khai tur (do ngudi yéu cau
cung cap thong tin theo hudng dan trén He théng thdng tin giai
quyét thi tuc hanh chinh cua tinh, néu ngudi ¢ yéu cau lya chon
nop hd so theo hinh thuc truc tuyén);

- Nguoi ¢6 yéu cau dang ky khai tir thuc hién viéc nop/xuat trinh (theo hinh thirc
truc tiép) hoac tai Ién (theo hinh thuc truc tuyén) cac giay to sau:



https://dichvucong.hatinh.gov.vn/
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* Gidy to phdi ngp:

- Gidy bdo tir hoic gidy to thay cho Gidy bao ta, gom:

+ Gidy x4c nhan viéc thi hanh &n tt hinh déi v6i nguoi chét do
thi hanh an ta hinh;

+ Ban an, quyét dinh cd hiéu luc cua Toa an d6i véi truong hop
mot ngudi bi Toa an tuyén bd 1a da chét;

+ Vén ban xac nhan cua co quan cong an hodc két qua giam dinh
ciia Co quan giam dinh phap y ddi Voi ngu’ol chét trén phuong
tién giao théng, chét do tai nan, bi giét, chét dot ngot hodc chét
c6 nghi van.

- Gidy to, tai liéu, chiang ct do co quan, to chiic ¢ tham quyén
cap hoic xac nhan hop 1é chirg minh sy kién chét d6i véi truong
hop dang ky khai tir cho ngudi chét da 1au, khong co Gidy bao tir
hoic gidy to thay thé Gidy bao tu.

- Giay to chiang minh thudc gia dinh c6 cong véi cach mang,
ngudi thudc ho ngheo, nguoi khuyet tat (néu co);

- Trudng hop ay quyén cho nguoi khac 1am thay thi phai c6 van ban
1y quyén duoc ching thyc theo quy dinh ciia phap luat.

Truong hop nguoi duoc uy quyén la 6ng, ba, cha, me, con, vo,
chong, anh, chi, em rudt ciia ngudi uy quyén thi van ban uy
quyén khdng phai ching thuc.

* Gidy tor phdi xudt trinh:

- Ho chiéu hoic Chiing minh nhan dan hoac Thé cin cudc cong
dan hoic céc gidy to khac c6 dan anh va thong tin ca nhan do co
quan cd tham quyén cap, con gié tri st dung dé chiing minh vé
nhan than cua ngudi cO yéu cau dang ky khai tir. Truong hop cac
thong tin c& nhan trong cé4c gidy to nay da c6 trong Co so dir liéu
Quéc gia vé Dan cu, Co so dir liéu Ho tich dién tir, duoc hé
théng dién tu dong thi khéng phai xuat trinh (theo hinh thtc truc
tiép) hoic tai 1én (theo hinh thuc truc tuyén);

- Gidy to ¢6 gia tri chizng minh théng tin vé cu tra trong truong
hop co quan diang ky ho tich khong thé khai thac dugc thong tin vé
noi cu tra cia cong dan theo cac phuong thirc quy dinh tai khoan 2
Piéu 14 Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cua
Chinh phi. Truong hop cac théng tin vé gidy to ching minh noi
cu tri da duoc khai théc tir Co so dir liéu qubc gia vé dan cu bang
cac phuong thirc nay thi ngudi c6 yéu cau khdng phai xuat trinh
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(theo hinh thuc tryuc tiép) hoac tai 18n (theo hinh thic truc tuyén).

- Truong hop khong xéac dinh duge noi cu tri cudi cung cua
nguoi chét thi xuat trinh gidy to chimg minh noi nguoi d6 chét
hodc noi phat hién thi thé caa nguoi chét.

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

* Luu y.

- Trong thoi han 15 ngay ké tir ngay ¢é nguoi chét thi ve, chong hodc con, cha,
Me hodc nguwoi than thich khac cia nguwoi chét co trach nhiém di dang ky khai
tit; trieong hop nguoi chét khéng c6 nguoi than thich thi dai dién cia co quan,
té chic, c& nhan lién quan cé trach nhiém di khai ti.

- Poi Véi gidy to ngp, xudt trinh néu nguwoi yéu cau nép hé so theo hinh thirc
tryc tiep:

+ Péi Vi gidy to Xudt trinh khi dang ky hé tich, nguoi tiép nhan c6 trach nhiém
Kiém tra, doi chiéu véi thong tin trong to khai, chup lgi hodc ghi lai théng tin dé
liew trong hé so va trd \ai cho nguwoi Xudt trinh, khéng dwoc yeu cau nép ban sao
hodc bdn chup gidy to do.

+ Nguwoi yéu cau dang ky hé tich c6 thé nép ban sao ching thiec tir ban chinh
hogc ban sao dirgt cap tir s6 goc hogc ban chup kém theo ban chinh giay to d@é
doi chiéu. Truong hop ngueoi yeu cau nop ban chup kém theo ban chinh gidy to
thi ngueoi tiép nhdn c6 trach nhiem kiém tra, doi chiéu ban chup véi ban chinh
va ky xac nhdn, khéng dwoc yéu cau nguoi di dang ky nép ban sao giay to doé.

+ Ngwoi tiép nhdn c6 trach nhiém tiép nhdn diing, dii hé so déing ky hé tich theo
quy dinh cua phap ludt hé tich, khéng dwoc YeU cau nguwoi dang ky hé tich ngp
thém gidy to: ma phap ludt hé tich khéng quy dinh phdi nép.

- Poi Véi gidy to guri kém theo néu nguroi yeu cau nép ho so theo hinh thirc truc
tuyén:

+ Ban chup céc giay to gui kém theo ho so ding ky khai tik tryc tuyén phdi bao
dam ré nét, ddy dii, toan ven vé ngi dung, la ban chup bang may anh, dien thogi
hodc duoc chup, duot quet bang thiét b dién tir, tir gidy to duot cap hop ¢, con
gia tri s dung; néu 1a gidy to do co quan cé thdm quyén nwdc ngoai cdp thi
phai dwoc hop phap hoa 1anh si, dich sang tiéng Viét theo quy dinh, trir trirong
hop dwrot mién hop phap hoa lanh su.

+ Truong hop gidy to, tai liéu phdi giri kém trong ho so dang ky khai tir truc
tuyen dd c6 ban sao dién tir hodc da c¢é ban dién tir gidy to hé tich thi nguoi yéu
cau dwoc sir dung ban dién tir nay.

+ Khi dén co quan dang ky h¢ tich nhdn két qud (Trich luc khai ti/ban sao
Trich luc khai tiz), ngueoi €6 yéu cau dang ky khai tir phdi xudt trinh gidy to tup
than, ngp ban chinh cac gidy to 1a thanh phdn hé so dang ky khai tir theo quy




107

dinh phéap lugt ho tich.

- Gidy to do co quan ¢ tham quyén Cia nwdc ngodi cap, cdng ching hodc xac
nhdn dé sir dung cho viéce ding ky hé tich tai Viét Nam phadi dugc hop phap hoa
lanh su theo quy dinh cua phap ludt, trir truong hop dwoc mlen theo diéu woéc
quoc té ma Vi¢t Nam la thanh vién.- Truong hop nguoi yéu Cau dang ky khai tir
khong cung cdp dwoc gidy to néu trén theo quy dinh hodc gidy to ngp, XUat trinh
bi tdy x0a, sira chira, 1am gid thi co quan déing ky hé tich c6 tham quyén hay bo
két qud ddang ky khai tit.

2.4 | S6 lwgng hd so: 01 bo.
Thoi han giai quyét: Ngay trong ngay tiép nhan du ho so hop 1& (nhan ho so
sau 15 gio ma khong giai quyét duoc ngay thi tra két qua trong ngay lam viéc

2.5 | %
tiep theo).
Truong hop can xac minh thi thoi han giai quyét khdng quéa 03 ngay lam viéc.
Pia diém tiép nhan hd so va tra két qua giai quyét TTHC:

,g |~ Bophan Tiép nhan va Tra két qua cia UBND cép xa.

| - Heé théng thong tin giai quyét tha tuc hanh chinh caa tinh (chi tiép nhan ho so):

http://dichvucong.hatinh.gov.vn hoac https://dichvucong.gov.vn.
Co quan thuc hién:
- UBND Cép X3 noi cu tra cudi cling ciia ngudi chét;
- UBND cép xa noi nguoi d6 chét hoic noi phat hién thi thé nguoi chét trong
truong hop khéng xac dinh dugc noi cu tri cudi clng cua ngudi chét.

27 Co quan c6 tham quyeén quyét dinh:

" | - UBND cép xa noi cu tra cudi cing cta ngudi chét;

- UBND cap xa noi ngudi d6 chét hoac noi phat hién thi the ngudi chét trong
truong hop khong xac dinh dugc noi cu tré cudi cung cia ngudi chét.
Co quan dwoc iy quyén: Khong.
Co quan phdi 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 dieu kién: Trich luc khai tir (ban chinh); ban sao Trich luc khai tu

2.9 | (truong hop yéu cau cap ban sao Trich luc khai tur).
- H6 so khong du diéu kién: Vian ban thong bao khong du diéu kién dang ky khai
tar.

2.10 | Quy trinh xi ly cong viéc

TT Trinh tu Trach Thei Bieu mau/Ket

nhiém gian qua
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Bl

1. Tiép nhan hd so truc tiép tur ca
nhan hoic tir hé théng buu chinh hoac
trén Cong dich vu cdng quéc gia
(https://dichvucong.gov.vn) hodc H¢
théng théng tin giai quyét thu tuc
hanh chinh cua tinh
(https://dichvucong.hatinh.gov.vn).

2. Cong chitc Tu phép - Ho tich kiém
tra ho so:

- Néu hd so chua day du hoac khong
hop lé: Huong dan hoic théng béo
bang van ban cho c& nhan bd sung,
hoan thién ho so. Truong hop khong
b6 sung, hoan thién dugc hd so thi
thong bao tir chdi giai quyét ho so.

- Néu hd so day du, hop l1&: 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 hoac gui tin nhan
hen tra két qua qua dién thoai di dong
cho nguoi co yéu cau (néu nguoi co
y&u cau lya chon hinh thtc nop hé so
truc tuyén).

Sau khi tiép nhan ho so theo hinh
thac nop truc tiép, Cong chicc Tu
phap - Ho tich thuc hién s hda (sao
chup, chuyén thanh tai liéu dién to
trén hé thong thong tin, co s dir liu)
va ky s6 vao tai liéu, hd so giai quyét
tha tuc hanh chinh d3 duoc sd hda
theo quy dinh.

Cong
chic Tu
phap -
Ho tich

Gio hanh
chinh

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

B2

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

- Truong hop du diéu kién: thuc hién
viéc ghi vao S6 dang ky khai ttr, cap
nhat thong tin dang ky khai tir va luu
chinh thic trén Phan mém ding ky,
quan ly hé tich dién tir dung chung.

Cong
chac Tu
phap -
Ho tich

02 gio

Mau 05;
Du thao Trich luc
khai to hoac du
thao van ban
thdng bao khoéng
du diéu kién cap
trich luc khai tu;
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Truong hop tiép nhan ho so dang ky
khai tir theo hinh thtc truc tuyén,
cbng chuc tu phap - ho tich gui lai
biéu mau Trich luc khai ta dién t véi
thong tin ddy da cho ngudi yéu cau
qua thu dién tir hodc thiét bj s6.

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

Néu ngudi ¢6 yéu cau xac nhan théng
tin da théng nhat, day du hoic khéng
c6 phan hdi sau thoi han yéu cau thi
cong chure tu phap - ho tich thuc hién
viéc ghi noi dung vao S6 dang ky
khai tu, cap nhat thong tin dang ky
khai tir va luu chinh thtic trén Phan
mém dang ky, quan ly ho tich dién tir
dung chung.

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

Truong hop phai xac minh thi tién
hanh x4c minh. Trén co s két qua
xac minh:

- Truong hop du diéu kién: Vao S6

Van ban Xxac
minh; Van ban
tra 161 Xxac minh
(néu co)

ding kY khai t, nhap dit ligu vao| —ON9
N Y A ae . , , ChUC Tu N
phan mém ho tich, in dy thao Trich . 2,5 ngay
o, phap -
luc khai tur. o
N Ho tich
- Truong hop khong du diéu kién: Dy
thao van ban thong bao khong du diéu
kién cap trjch luc khai tir hoac théng
béo tryc tiep.
Mau 05;
~ Trich luc khai tir
Ky két qua giai quyét tha tuc hanh | -2nh dao _lhoge Van ban
B3 | ¢hinh cho cong dan UBND 1 01910 | g bao kho
g dan. cip xa théng bao khéng

du diéu kién dang
ky khai tu
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Mau 05, 06;
, Cong Trich luc khai tu
B4 Phat hanh van ban va tra két qua cho| chuc 01 gio hoic Vin ban
cong chac Tu phap - HJ tich. Vian thong bdo khéng
phong du diéu kién dang
Ky khai tir
Chuyén ngudi dan ky vao S6 (néucdp | o T”,';/r']a‘: Zlkﬁgl .
trich fuc khai ta); tra trich luc khai tir | = T | sl ‘i/ b,‘;
BS5 |hodc Van ban thong bao khong du ohap - chinh | th glnc bégnkh()ﬁ
diéu kign dang ky khai tir cho cong | I 0ng bao Khong
dan, thu 1¢ phi theo quy dinh (néu cg). | 0 1C di dicu kién dang
ky khai tir
* Trieong hop hé so khéng xir Iy dwoc trong ngay 1am viéc hodc trong ngay lam
Viéc tiép theo (déi V6i hé so nhdn sau 15 gio), trong ngay hen tra két qud, cong
chite Tw phdp - Hé tich trinh Chu tich UBND cdp xa ky ban hanh phiéu xin 14
va hen lgi ngay tra két qud dé guri cho c& nhan.
* Trirong hop hé so can xac minh: Néu qua han xi ly, trong thoi gian chgm
nhdt 01 ngay truéc ngay hét han xir Iy, cong chize Tir phdp - Hé tich trinh Chu
tich UBND cdp x& ky ban hanh phiéu xin 16i va hen lai ngay tra két qua dé gui
cho ca nhan.
* Trong qud trinh gidi quyét ho so nguoi c6 trach nhiém thuc hién can thyc hién
dong thoi céc thao tac tiep nhan/chuyénftra ho so, két qua gigi quyét trén phan
mém Hé thong théng tin gigi quyét thui tuc hanh chinh cua tinh véi cde budc
trong quy trinh.
3 | BIEU MAU
(]
M?lu 01 Méuf.]ocx
Gidy tiép nhan ho so va hen tra két qua
(]
ME:lU 02 Mgugocx
Phiéu yéu cau bo sung hoan thién ho so
(]
Mﬁu 03 Méugocx
Phiéu tir chdi tiép nhan giai quyét ho so
(]
M?lu 04 Mgugocx
Phiéu xin 1i va hen lai ngay tra két qua
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Mau 05 Mau 05.docx

Phiéu kiém soat qué trinh giai quyét hd s
)

Mau 06 M&u 06.docx

S6 theo ddi ho so
ZH

BM.HT.10.01 , , BM.HT.10.01.doc
To khai dang ky khai tir (n€u nop truc tiep)

HO SO LUU:;

Mau 01; 02, 03, 04 (néu ¢6); 06 luu tai Bo phan Tiép nhan va Tra ket qua cia
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 tor (néu c6); Vin ban dé
nghi x4c minh (néu c6); Van ban tra 1oi xac minh (néu co);

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

Ho s0 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 Iuu theo quy dinh ctaa Luat HO tich va cac van ban hudng dan
thi hanh.

11. Pang ky khai tir c6 yéu té nwéc ngodi & khu vuc bién giéi

1 | KY HIEU QUY TRINH QT.HT.11
2 | NOI DUNG QUY TRINH
Piéu kién thuc hién TTHC:
2.1 A
Khéng
2.2 | Cach thwc thuc hién TTHC:

- Nguoi ¢6 yéu cau dang ky khai tir tryc tiép thyc hién hodc uy quyén cho nguoi
khac thuc hién nop ho so truc tiep tai Bo phan TN&TKQ cua UBND cap xa;
- Gtri ho so qua hé théng buu chinh;
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- Nop hdé so truc tuyén trén Cong dich vu c¢cong quoc

gia

(https://dichvucong.gov.vn) hodc Hé théng théng tin giai quyét tha tuc hanh

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

2.3

Thanh phan h so, bao gom:

Ban
chinh

Ban
sao

To khai dang ky khai tir, theo mau BM.HT.11.01 (néu nguoi co
yéu cau lya chon ndp ho so theo hinh thirc truc tiep);

X

Biéu mau dién tir tuong tac dang ky khai tir (do ngudi y&u cau
cung cap thong tin theo hudng dan trén He thng théng tin giai
quyét tha tuc hanh chinh caa tinh, néu nguoi c6 yéu cau lua
chon nop hd so theo hinh thirc truc tuyén);

Nguoi ¢6 yéu cau dang ky khai ttr thuc hién viéc nop/xuat trinh
(theo hinh thuc tryc tiép) hoac tai 1én (theo hinh thuc truc
tuyén) cac giy to sau:

* Gidy to phai nop:

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

+ Gidy xé&c nhan viéc thi hanh an tir hinh dbi véi nguoi chét do
thi hanh an tu hinh;

+ Ban &n, quyét dinh c6 hiéu luc caa Toa an ddi voi trudng hop
mot nguoi bi Toa an tuyén bd 1a da chét;

+ Vin ban x&c nhan cia co quan cong an hoic két qua giam
dinh ciia Co quan giam dinh phap y d6i véi ngudi chét trén
phuong tién giao théng, chét do tai nan, bi giét, chét dot ngot
hoac chét co nghi van;

Gidy to chang minh thudc gia dinh ¢6 cong véi cach mang,
ngudi thudc ho ngheo, nguoi khuyét tat (néu co);

Truong hop uy quyén cho nguoi khéc 1am thay thi phai co van
ban ay quyén dugc ching thuc theo quy dinh cua phép luat.

* Giay to phai xuat trinh:

Ho chiéu hodic Ching minh nhan dan hogc Thé can cude cong
dan hoac cac glay to khac ¢6 dan anh va thong tin ca nhan do
co quan co tham quyén cap, con gla tri sir dung dé chung minh
vé nhan than cua nguol c6 yéu cau dang ky khai tr. Truong
hop cac thdng tin ca nhan trong cac gidy to ndy da c6 trong Co
s& dir licu QUOC gia vé Dan cu, Co so dit liu Ho tich dién tu,
duoc hé théng dién tu dong thi khdng phai xuat trinh (theo hinh
thire truc tiép) hoic tai 18n (theo hinh thuc truc tuyén):;
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Giay to chitng minh noi cu trii cudi cling Ciia nguoi chét dé xac
dinh tham quyén trong truong hop co quan dang ky ho tich
khong thé khai thdac dwroc thdng tin vé noi cu trii cia cdng dan
theo cdc phwong thirc quy dinh tai khodn 2 Diéu 14 Nghj dinh
so 104/2022/NP-CP ngay 21/12/2022 cia Chinh phi. Truong | X
hop cac thong tin vé giay to chumg minh noi cw tri da duwoc khai
thac tir Co so dir liéu qUOC gia vé dan cu bang cac phuwong thuc
nay thi ngwoi c6 yéu cau khong phdi xudt trinh (theo hinh thirc
tryec tiep) hodc tdi 1én (theo hinh thzc triec tuyén).

Truong hop khong xdc dinh dugc noi cu tra cudi cung cua
ngudi chét thi xuat trinh gidy to ching minh noi nguoi d6 chét X
hoic noi phat hién thi thé ciia nguoi chét.

* Lieu y khi nép hé so:

- Déi Véi gidy to ngp, xudt trinh néu nguroi yéu cau nép ho so theo hinh thirc truc
tiép:

+ Nguroi tiép nhdn c6 trach nhiém kiém tra, déi chiéu véi théng tin trong to khai,
chup lai hogc ghi lai thong tin dé heu trong hé so va tra lai cho nguol xuat trinh,
khéng duwoc yu cau nép ban sao hodc ban chup gidy to do.

+ Nguwoi yéu cau dang ky hé tich ¢ thé ngp ban sao ching thuc tir ban chinh
hodc bdan sao dwoc cdp tir 6 goc hodc ban chup kém theo bdn chinh gidy to dé
doi chiéu. Triwong hop nguwoi yéu cau nép ban chup kém theo bdn chinh gidy to
thi nguoi tiép nhdn cé trach nhiém Kiém tra, dai chiéu ban chup véi ban chinh va
ky Xac nhdn, khéng dwroc YU cau nguwoi di ding ky nép ban sao gidy to dé.

+ Ngueoi tiép nhan c6 trach nhiém tiép nhdn diing, dii ho so dang ky hé tich theo
quy dinh cua phap lugt hé tich, khéng dwroc yéu cau nguwoi dang ky hé tich ngp
thém gidy to- ma phap ludt hg tich khéng quy dinh phdi nép.

- Truong hop Qi ho S0 qua hé thong buu chinh thi phai guri kem theo bdn sao cé
chitng thurc cac gidy to phdi xudt trinh néu trén.

- Poi Véi gidy to guri kém theo néu nguoi yéu cau ngp ho so theo hinh thirc truc
tuyeén:

+ Ban chup céc giay to gui kém theo ho so dang ky khai ni truc tuyén phdi bao
ddam ré nét, day di, toan ven vé néi dung, la ban chup bang may anh, di¢n thoai
hodc duoc chup, dwoc quét bang thiét bi dién ti, tir gidy to duoc cap hop ¢, con
gia tri sit dung; néu la giay to do co quan co tham quyén nwdc ngoai cap thi
phdi diroc hop phap hda 1anh s, dich sang tiéng Viét theo quy dinh, trir trirong
hop dwot mién hap phap hoa lanh sy.

+ Truong hop gidy to, tai liéu phai gii kém trong ho so dang ky khai tw truc
tuyen dd c6 ban sao dién tir hodc dd c6 ban dién tir gidy to hé tich thi nguoi yéu
cau dwoc sir dung ban dién ti nay.
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+ Khi dén co quan ding ky hé tich nhdn ket qua (Trich luc khai tiz/bdn sao Trich
luc khai tiz), nguoi c6 yéu cdu dang ky khai tir phdi xuat trinh gidy to tup than,
nép ban chinh cac gidy to 1a thanh phdn hé so ding ky khai tir theo quy dinh
phéap lugt ho tich.

- Gidy to do co quan c¢6 tham quyén Cia nwée ¢é chung dwrong bién gidsi véi Viét
Nam ldp, cdp, xac nhdn sir dung dé dang ky hé tich dwoc mién hop phéap hoa
13nh su; dich ra tiéng Viét va co cam két cia nguwoi dich vé viéc dich diing néi
dung.

- Truong hop nguoi yeu cau dang ky khai tir khdng cung cdp dwot gidy to néu
trén theo quy dinh hodc gidy to ngp, xudt trinh by tay x6a, sia chira, 1am gia thi
co quan dang ky hé tich 6 tham quyén huiy bé két qua dang ky khai tir.

2.4

S6 lwgng hd so: 01 bo

2.5

Thoi han giai quyét: Ngay trong ngay nhan du hd so hop 1& (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 khong quéa 03 ngay l1am viéc.

2.6

Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:

- Bo phan Tiép nhan va Tra két qua caa UBND cap xA.

- Hé thong thong tin giai quyét tha tuc hanh chinh cua tinh (chi tiép nhan ho so):
http://dichvucong.hatinh.gov.vn hoac https://dichvucong.gov.vn.

2.7

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:

UBND cip xa & khu vuc bién gioi noi nguoi chét 1a ngudi nude ngoai cu tru.
Co quan dwoc iy quyén: Khong.

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

2.8

Poi twgng thuc hién TTHC: Ca nhan

2.9

Két qua giai quyét TTHC:

- HO so du diéu kién: Trich luc khai tir; ban sao Trich luc khai tir (truong hop yéu
cau cap ban sao Trich luc khai tu).

- Ho so khong du diéu kién: Vian ban thong bao khong du diéu kién cap trich luc
khai tir.

2.10

Quy trinh xi¥ ly cong viéc

TT

Trinh tw Trach Thot | gy maukét qua
: nhiém gian

Bl

1. Tiép nhan ho so tryc tiep tr cd|  Cong | Gio hanh | Mau 01; 02, 03 (néu
nhan hoic tir hé thong buu chinh | chac Tu | chinh | cé); 06 va Ho so
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hoic trén Cong dich vy céng quoc
gia  (https://dichvucong.gov.vn)
hodc Hé théng thong tin giai quyét
that tuc hanh chinh cua tinh
(https://dichvucong.hatinh.gov.vn).
2. Cong chue Tu phap - Ho tich
kiém tra hd so:

- Néu hd so chua day du hoic
khong hop 1é: Huéng dan hoic
théng bdo bing vin ban cho ca
nhan bd sung, hoan thién hd so.
Truong hop khoéng bé sung, hoan
thién dugc hd so thi théng bao tur
chéi giai quyét ho so.

- Néu ho so day du, hop l&: Lam
thia tuc tiép nhan hd so va thu phi,
16 phi theo quy dinh. Néu tiép
nhan ho so sau 15 gid thi gui
Phiéu hen, tra két qua cho nguoi
c6 y8u cau trong ngay lam viéc
tiép theo hogc gii tin nhan hen tra
két qua qua dién thoai di dong cho
nguoi cd yéu cau (néu nguoi co
y&u cau lya chon hinh thic nép hd
SO truc tuyén).

Sau khi tiép nhan hd so theo hinh
thac nop truc tiép, Coéng chuc Tu
phap - Ho tich thuc hién sé hoa
(sao chup, chuyén thanh tai liéu
dién tur trén hé thong thong tin, co
sor di lieu) va ky sé vao tai lieu,
hd so giai quyét thi tuc hanh
chinh da dugc s6 héa theo quy
dinh.

phap - HO
tich

theo muc 2.3

B2

B.2.1. Kiém tra, xem xét hd so,
truong hop khéng phai xac minh:
- Truong hop du diéu kién: thuc
hién viéc ghi vao S6 dang ky khai
tir, cap nhat thong tin dang ky
khai tr va luu chinh thic trén

Cong
chic Tu
phap - Ho
tich

02 gio

Mau 05;
Dy thao Trich luc
khai tir hoac du thao
van ban théng bao
khong du diéu kién
cap trich luc khai tir;
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Phan mém diang ky, quan Iy ho
tich dién tir dung chung.

Truong hop tiép nhan hd so ding
ky khai tir theo hinh thuc truc
tuyén: Guri lai biéu mau Trich luc
khai tir dién tir véi thong tin day
du cho nguoi yéu cau qua thu
dién tir hoac thiét bi sé.

Ngudi yéu cau cd trach nhiém
kiém tra tinh chinh xac, day du
cia cac thoéng tin trén biéu mau
Trich luc khai tir dién t&r va xac
nhan (t6i da mot ngay).

Néu ngudi cO yéu cau xac nhan
thong tin da théng nhat, day du
hodc khéng cé phan hoi sau thoi
han yéu cau thi ghi noi dung vao
S6 dang ky khai t, cap nhat
thong tin dang ky khai tir va luu
chinh thac trén Phan mém ding
Ky, quan ly ho tich dién tar dung
chung.

- Truong hop khong du diéu kién:
Du thao van ban thdng bao khéng
du diéu kién cap trich luc khai tir
hodc thong bao truc tiép.

B.2.2. Truong hop phai xac minh
thi tién hanh x4ac minh. Trén co

Van ban xac minh;
Van ban tra loi xac
minh (néu co)

s¢ két qua xac minh thuc hién 2,5 ngay
nhu B.2.1
Mau 05;
o Trich luc khai tu
Ky du thao két qua giai quyét thu Léanh dao .. | hodc Van ban théng
B3 . . UBND 02 gio - N s g
tuc hanh chinh. chp X4 bao khong du diéu
kién cap trich luc
khai tir
Phat hanh van ban va tra két qua| Cong Mau 05, 06;
B4 cbo céng chirc Tu phap - Ho tich | chite Van | 029i0 | Trich luc khai tir
deé chuyeén tra nguoi dan phong hoic Vin ban théng
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bao khong du dieu
kién cap trich luc
Khai tu

Chuyén nguoi dan ky S6 (néu cap
trich luc); tra két qua, thu 1€ phi

theo quy dinh (nu c). hC,O”% Méu 01, 06;
Sau khi ding ky khai ti, Uy ban | 1o o Trich luc khai tu
o an o T T o phap - HO | Al s e el
g5 | nhén dan xa c6 van ban thong bao tich: Lanh Gio hanh h(?ac Ve:n banv thqrgg
kém theo ban sao trich luc h tich 420 chinh | bao khong du dieu
gui Bo Ngoai giao dé thong bao UBND kién cap trich luc
cho co quan c6 thdm quyen cua chp X khai tur
nudc ma nguoi chét mang quoc
tich.
* Truong hop hé so khéng xir Iy diroc trong ngay lam viéc hodc trong ngay 1am
viéc tiép theo (@61 véi hé so nhdn sau 15 gio), trong ngay hen trd két qud, cong
chike Tue phdp - Ho tich tham mueu Chai tich UBND cdp x& ky ban hanh phiéu xin
141 va hen lai ngay trd két qud dé guri cho to chitc, ca nhan.
* Trirong hop hé so cdn xac minh: Néu qua han xi ly, trong thoi gian chdm nhadt
01 ngay trudc ngay hét han xiz ly, cong chirce Tu phap - Hg tich trinh Chu tich
UBND cdp x& ky ban hanh phiéu xin 13i va hen lai ngay tra két qua dé giti cho té
chuc, ca nhan.
* Trong qua trinh gidi quyét ho so nguwoi c6 trach nhiém thyec hién can thyec hién
dong thoi cac thao tac tiep nhan/chuyén/tra ho so, két qua gidi quyét trén phan
mém Djch vi cdngvéi cde buée trong quy trinh.
3 |BIEU MAU
)
M?lu 01 MAu 01.docx
Gidy tiép nhan ho so va hen tra két qua
]
ME:lU 02 MAau 02.docx
Phiéu yéu cau bo sung hoan thién ho so
0
ME:lU 03 MAau 03.docx
Phiéu tir chdi tiép nhan giai quyét ho so
]
M?lu 04 MAu 04.docx
Phiéu xin 13i va hen lai ngay tra két qua
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Mau 05 M&u 05.docx

Phiéu kiém soat qué trinh giai quyét hd so
]

Mau 06 Mau 06.docx

S6 theo ddi ho so
k]

BM.HT.11.01 , , BM.HT.11.01.doc
To khai dang ky khai tir (néu nop truc tiep)

4 |HOSOLUU:

Mau 01; 02, 03, 04 (néu c6); 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 tir;

- | Van ban x4c minh; Vin ban tra o1 xac minh (néu co);

- | Vin ban thong bao khong du diéu kién cap trich luc khai tar (néu cd);

Phan mém http://hotich.moj.gov.vn. Phan mém Hé théng théng tin giai quyét thu
tuc hanh chinh cua tinh.

Ho so dugc luu tai UBND cp x4, thoi gian luu trit S6 dang ky khai tir 1a vinh vién, con
cac giay to khac thuc hién Iuu theo quy dinh ctaa Luat Ho tich va cac van ban hudng dan
thi hanh.

12. Pang ky khai tir luu dong

1 | KY HIEU QUY TRINH QT.HT.12

NQI DUNG QUY TRINH

2.1 | Pieu kién thuc hién TTHC:

Nguoi chét khong co nguoi than thich, nguoi than thich khong séng cung dia
ban xa hodc la nguoi gia, yéu, khuyet tat khong di dang ky khai tir duoc.

2.2 | Cach thic thuc hién TTHC:

Truc tiép tai nha riéng hoic tai dia diém t6 chirc dang ky luu dong.

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

Sao

* Gidy to phai nop:

- To khai dang ky khai tir, theo mau BM.HT.12.01;

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

+ Gidy xé4c nhan viéc thi hanh &n tir hinh di voi nguoi chét do
thi hanh an tu hinh;

+ Ban &n, quyét dinh cd hiéu luc cta Toa an ddi véi trudong hop
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 gidam dinh phap y d6i voi ngudi chét trén
phuong tién giao théng, chét do tai nan, bi giét, chét dot ngot
hodc chét co nghi van.

- Giay to chitng minh thuoc gia dinh ¢6 cong vai cach mang,
nguoi thudc hd ngheo, nguoi khuyet tat (néu co);

* Giay to phai xuat 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 chang
minh vé nhan than cua nguoi c6 yéu cau ding ky khai tir.
Truong hop céc théng tin ca nhan trong cac giay 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 h¢ tich
khodng thé khai thac dugc thdng tin vé noi cu tri ctia céng 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
thire nay thi nguoi c6 yéu cau khdng phai xuat trinh.

- Truong hop khong xac dinh duoc noi cu tri cudi cling cua
nguoi chet thi xuat trinh gidy to chimg minh noi ngudi do chet
hodc noi phat hién thi thé cua ngudi chét.

2.4 | So lwong hd so: 01 bo
2.5 | Thoi han giai quyét: 05 ngay 1am viéc, ké tir ngay nhan da hé so hop Ié.
, 5 |Dia 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.
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Co quan thyc hién:

- UBND Cép x4 noi cu tri cudi clng cua ngudi chét;
- UBND cép x4 noi ngudi d6 chét hoic noi phat hién thi thé ngu:m chét trong
trueong hop khong xac dinh duoc noi cu trii cudi cling cua ngudi chét.

Co quan c6 tham quyén quyét dinh:

20 UBND cép xa noi cu tra cudi cing cia ngudi chét;
- UBND cép x& noi nguoi d6 chét hodc noi phat hién thi thé ngudi chét trong
truong hop khong xac dinh dugc noi cu trii cudi cung cia nguoi chét.
Co quan dwoc ay quyén: Khong.
Co quan phdi hop: Co quan quan Iy Co sé dit liéu Quéc gia vé Dan cu.
2.8 | Poi twong thuc hién TTHC: Cé4 nhan
2.9 | Két qua giai quyét TTHC: Trich luc khai tir (ban chinh).
2.10 | Quy trinh xw ly cong viéc
TT Trinh ty TriCh Thot gian Biéu maou/Ket
: nhiém qua
Tiép nhan hd so:
Tai dia diém ding ky ho tich luu
dong, cong chuc Tu phap - Ho tich -
huéng din nguoi yéu ciu dién diy | Céng Irggg ho?g Mau 01; 02,
da théng tin trong To khai dang ky | chiac Tu J 9491 93 (néu co);
B1 C o iR (A 1 . hanh  chinh s LA
khai tur; kiém tra cac giay to 1am co | phap - tv theo thuce 06 va Ho6 so
so cho viéc dang ky khai tir, viét| Ho tich ~y “7 | theo muc 2.3
Y A A tien
Phiéu tiep nhan ho so.
Néu ho o khong du diéu kién thi
hudng dan cong dan hoan thién.
Kiém tra, xem xét ho so: Vao So con X
dang ky khai tir, nhap di ligu vao | =" %u M3u 01, 05:
B2 | phan mém ho tich, in du thao Trich hAD - 04 ngay Du thao Trich
luc khai tir, trinh lanh dao UBND| PhaP luc khai tir
X Ho tich :
cap xa.
Lanh dao Mau 05;
B3 | Ky Trich luc khai tir cho cong dan. UBND 04 gio Trich luc khai
cap xa tr
) Cong N
Phat hanh van ban va tra ket qua cho | chuc Mau 05;
B4 |cong chic Tu phap - HO tich d€| Van 01 gio Trich luc khai
chuyen tra két qua cho cong dan. phong; tu

Cong
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chac Tu
phap —
Ho tich.
Tra két qua, chuyen nguoi dan ky
s, thu 1€ phi theo quy dinh (néu co).
Huéng dan nguoi yéu cau kiém tra
noi dung Trich luc khai tr va So6
dang ky khai tu, ky, ghi ro ho, tén
trong So dang ky khai tir; tai muc
G'h1~c‘}‘1uv trong So da}ng”ky khai tor ) Trong hoiic
ghi 0 “Pang ky luu dong”. cong ngoai gic Mau 01. 06"
B5 -_'{ruorlg h‘Q’pAngu’O’I yeu cau,khong chuf: Tu hanh chinh | Trich luc khai
biét chir thi cong chure tu phap - ho phap - tily theo thuc | ti
tich truc tiép ghi To khai, sau d6 doc | Ho tich tian
cho ngudi yeu cau nghe lai noi dung
va huéng dan ngudi do diém chi vao
To khai. Khi tra két qua, cong chtic
tu phap - ho tich doc lai noi dur]g
Trich lyc khai tr cho ngudi yéu cau
nghe va huong dan nguoi do di€m
chi vao S6 dang ky khai tur.
3 | BIEU MAU
]
Mau 01 ’ ) . ) MAu 01.docx
Giay tiep nhan ho so va hen tra ket qua
)
Mau 02 ) . i . Mau 02.docx
Phi¢u yéu cau bo sung hoan thién ho so
]
Mau 03 ) ) ) o Mau 03.docx
Phiéu tir choi tiep nhan giai quyét ho so
=
Mau 04 ) N ) Mau 04.docx
Phiéu xin 10i va hen lai ngay tra két qua
g
Mau 05 ) i o MAau 05.docx
Phiéu kiém soat qua trinh giai quyét ho so
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@H

Mau 06 M3u 06.docx

S6 theo ddi ho so
b ]

BM.HT.12.01 BM.HT.12.01.doc
To khai dang ky khai tir

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 dang ky khai tu;

Phan mém http://hotich.moj.gov.vn.

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

13. Pang ky giam ho

1 |KY HIEU QUY TRINH QT.HT.13
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thuc hién TTHC: Khong c6
2.2 | Cach thic thuc hién TTHC:
- Nguoi ¢6 yéu cau ding ky giam ho tryc tiép thuc hign hoic iy quyen cho
nguoi khac thuc hién nop ho so tryc tiep tai Bo phan Tiep nhan va Tra ket qua
cua UBND cap x4,
- Gtri hd so qua hé théng buu chinh.
- Nop hd so tryc tuyén trén CoOng dich vu cdng quoc gia
(https://dichvucong.gov.vn) hoac Hé thong thong tin giai quyeét tha tuc hanh
chinh cuaa tinh (https://dichvucong.hatinh.gov.vn).
\ A A AL Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
_ | T khai ding ky giam ho, theo mau BM.HT.13.01 (néu nguoi c6 y

y&u cau lra chon ndp hd so theo hinh thuc truc tiép);

Biéu mau dién tir twong tac ding ky giam ho (do ngudi yéu cau
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cung cap thong tin theo hudng dan trén Cong dich vy cong quoc
gia hoac H¢ théng thdng tin giai quyét tha tuc hanh chinh cua
tinh, néu ngudi c6 yéu cau lya chon nop hd so theo hinh thirc
truc tuyén);

Ngudi ¢6 yéu cau dang ky giam ho thuc hién viéc nop/xuat
trinh (theo hinh thuc tryc tiép) hodc tdi Ién (theo hinh thuc truc
tuyén) cac giay to sau:

* Gidy to phai nop:

Van ban ctr ngudi gidm ho theo quy dinh cia Bo luat Dan su
doi véi dang ky giam ho cu;

Gidy to ching minh diéu kién giam ho duong nhién theo quy
dinh caa B¢ luat Dan su; van ban thoéa thuan cir nguoi giam ho
duong nhién trong trudng hop ¢ nhiéu ngudi thudc dién giam
ho duong nhién;

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.
Trudng hop nguoi dugc uy quyén la dng, ba, cha, me, con, vo,
chong, anh, chi, em rudt caa ngudi uy quyén thi vin ban uy
quyén khéng phai ching thuc.

* Giay tor phai xuat trinh:

Ho chiéu hodc Chirng minh nhan dan hoic Thé cin cudc cong
dan hoic cac gidy to khac co dan anh va thong tin ca nhan do
co quan 6 tham quyen cap, con gia trj s dung dé ching minh
vé nhan than caa ngu:ol c6 yéu cau dang ky giam h¢. Truong
hop cac thdng tin ca nhan trong cac gidy to nay da c6 trong Co
s& dir liéu Quéc gia vé Dan cu, Co so dir liéu Ho tich dién tu,
duogc hé théng dién ty dong thi khdng phai xuat trinh (theo hinh
thire truc tiép) hoac tai 1én (theo hinh thuc truc tuyén);

Gidy to o 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 tra cua coéng dan theo cac 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 giay
to chung minh noi cu tra da duoc khai thac tor Co so dir liéu
qudc gia vé dan cu bang cac phuong thirc ndy thi ngudi c6 yéu
cau khdng phai xuat trinh (theo hinh thic tryc tiép) hoac tai 1én
(theo hinh thic truc tuyén).
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* Luu y:
- Trwo’ng hop gu’l ho so qua hé thong buu chinh thi phai gui kem theo ban sao
cé chwng thurc c4c gidy to phal xuat trinh.

- Péi V6i gidy to ngp, xudt trinh néu nguwoi yéu cau ngp hé so theo hinh thirc
tryec tiép:

+ Poi Vi gidy to xudt trinh khi ding ky ho tich, nguoi tiép nhdn c6 trach nhiém
kiém tra, doi chiéu véi thong tin trong to khai, chup lai hodc ghi lai théng tin dé
lieu trong hé so va trd lai cho nguwoi Xudt trinh, khéng dwoc yéu cau nép ban sao
hodc ban chup gidy to dé.

+ Nguwoi yéu cau déing ky hé tich c6 thé ngp ban sao ching thuc tir ban chinh
hodc bdn sao dwoc cap tir 6 goc hogc ban chup kém theo ban chinh gidy to dé
doi chiéu. Truong hop nguwoi yeu cau ngp bdn chup kém theo bdn chinh gidy to
thi nguoi tiép nhdn c6 trach nhiém kiém tra, doi chiéu bdn chup véi bdn chinh
va ky xac nhdn, khéng dwoc yéu cau nguoi di dang ky nép ban sao giay to doé.

+ Nguroi tiép nhdn c6 trach nhiém tiép nhdn diing, di hé so déing ky hé tich theo
quy dinh cua phép ludt ho tich, khong duoc yéu cau nguwoi dang ky ho tich ngp
thém gidy to-ma phap ludt hé tich khéng quy dinh phdi nép.

- DI V6i gidy to guri kém theo néu nguwoi yéu cau nép hé so theo hinh thirc truc
tuyeén:

+ Ban chup cac giay to gui kém theo ho so dang ky gidm hg truc tuyén phai bao
dam ré nét, ddy dii, toan ven vé néi dung, & ban chup bang may danh, di¢n thogi
hodc dwoc chup, dwoc quét bang thiét bi dién tir, tir gidy to dwoc cap hop 1€, con
gia tri sur dung.

+ Truong hop gidy to, tai liéu phdi gii kém trong hé so dang ky gidm hé truec
tuyén da cé bdn sao dién tir hodc dé cé ban dién tir gidy to hé tich thi nguroi yéu
cau dwoc sk dung ban dién tir nay.

+ Khi dén co quan dang ky hé tich nhan két qua (Trich luc dang ky giam hglban
sao Trich luc dang ky giam hg), nguoi ¢ yéu Cau dang ky giam h¢ xudt trinh
gidy to tuy than, nép ban chinh céac gidy to 1a thanh phan hé so ding ky gidm hé
theo quy dinh phap lugt hg tich.

- Gidy to do co quan cé tham quyén Cua nwéc ngoai cap, cdng ching hodc xac
nhdn dé sir dung cho viéc dang ky hé tich tai Viét Nam phdi dugc hop phap héa
lanh sy theo quy dinh cua phap lugt, trie truong hop duwoc mién theo diéu woéc
qUOc té ma Viét Nam la thanh vién.

- Truong hop nguwoi yéu cau dang ky gidm hé khdng cung cdp duwot gidy to néu
trén theo quy dinh hodc gidy to ngp, xudt trinh by tdy x6a, sira chira, 1am gid thi co
quan dang ky hé tich c6 tham quyén haiy bé két qud ding ky gidm hé.

2.4

S6 lweng ho so: 01 bo.

2.5

Thoi han giai quyét: 03 ngay 1am viéc, sau khi nhan du hd so hop 18.
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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.

26 1. Hé théng thong tin giai quyét thu tuc hanh chinh caa tinh (chi tiép nhan ho so):
http://dichvucong.hatinh.gov.vn hoac https://dichvucong.gov.vn.
Co quan thyec hién:
UBND cép xa noi cu tra ctia ngudi dugc gidm ho hoic nguoi gidam ho.
,7 | Coquancé tham quyén quyét dinh: UBND cép xa noi cu trii ctia ngudi duoc
" | gidm ho hoac ngudi gidm ho.
Co quan dwoc iy quyén: Khong.
Co quan phoi hop: Co quan quan Iy Co s¢ dir liéu Quéc gia vé Dan cu.
2.8 | Poi twong thuc hién TTHC: Cé nhén, phap nhan.
Két qua giai quyét TTHC:
29 |- Ho so di diéu kign: Trich lyc dang ky giam ho (ban chinh), ban sao Trich lyc
' dang ky giam ho (trong truong hop cé yéu cau).
- H6 so khong du diéu kién: Van ban théng bao khong du diéu kién giam ho.
2.10 | Quy trinh xwr ly cong viéc
TT Trinh ty TriCh Thot gian Biéu mavu/Ket
: nhiém qua
1. Tiép nhan ho so truc tiép tir ca nhan
hozc tir hé thdng buu chinh hogc trén
Céng dich wvu cbng 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: Cong chirc Mau 01; 02,
B1 |- Néu ho so chua day di hoac khong | T, phap - Giohanh 103 (néu co);
hop Ié&: Huéng dan hodc thong béo | s tich chinh 106 va Ho so
bang vin ban cho c& nhan bd sung, o theo muyc 2.3
hoan thién hé so. Truong hop khong
b6 sung, hoan thién dugc hd so thi
thong bao tir chdi giai quyét ho so.
- 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 giri Phiéu hen, tra két
qua cho ngudi ¢ yéu cau trong ngay
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lam viéc tiép theo hodc gui tin nhan
hen tra két qua qua dién thoai di
dong cho nguoi cd yéu cau (néu
ngudi €6 yéu cau lua chon hinh thirc
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 hda (sao
chup, chuyén thanh tai liéu dién to
trén hé thong thong tin, co so di
lieu) va ky sb vao tai lidu, hd so giai
quyét thu tuc hanh chinh da dugc sb
hoéa theo quy dinh.

B2

Kiém tra, xem xét ho so:

- Néu du diéu kién: Thuc hién viéc
ghi vao So6 ding ky giam ho, cap
nhat thong tin dang ky giam ho va
lwu chinh thuc trén Phan mém ding
Ky, quan ly ho tich dién tia dung
chung.

Truong hop tiép nhan ho so dang ky
giam ho theo hinh thuc truc tuyén:
Gui lai biéu mau Trich luc ding ky
gidm ho dién ti v4i thong tin day du
cho nguoi yéu ciu qua thu dién to
hoac thiét bi sd.

Nguoi yéu cau cé trach nhiém kiém
tra tinh chinh xac, day du cua cac
thong tin trén biéu mau Trich luc
dang ky giam ho dién tir va Xac nhan
(t6i da mot ngay).

Néu nguoi cO yéu cau xac nhan
thong tin da thdng nhat, day da hoic
khong 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 thirc trén Phan
mém dang ky, quan ly ho tich dién
tu dung chung, in du thao Trich luc
dang ky giam ho;

Cong chuc
Tu phap -
Ho tich

02 ngay

Mau 05;
Du thao Trich
luc dang ky
giam ho hoac
dy thao Van
ban thong béo
khong du diéu
kién giam ho
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- Néu khong du diéu kign: Dy thao
Van ban thong bao khong du diéu
kién giam ho.
Trinh lanh dao UBND cdp X&.
Mau 05, 06;
Trich luc dang
- ) e s i A ) Lanh dao ky giém h@
g3 | KV duthaoketqua giai quyetthutuc | ;o\ can | 06 gis | hode Van ban
hanh chinh ~ N .
xa thong bao
khong du diéu
kién giam ho
Mau 05, 06;
Trich luc dang
P S A . ky giam ho
B4 | e hen 10 | Vonorhee | oz | o Van b
T thong bao
khong du diéu
kién giam ho
Mau 01, 06;
7 o Trich luc dang
Chuyén nguoi dan ky vao So (neu | Cong chuc Gis hanh ky gidm ho
B5 | cap trich lyc); tra ket qua, thu 1€ phi| Tu phép - chinh hoac Van ban
theo quy dinh (néu co). Ho tich théng béo
khong du diéu
kién giam ho
* Trwong hop ho so' qud han ik 1y, trong thoi gian chdm nhar 01 ngdy trueée
ngay het han xur 1y, cong chize Tur phdp - Ho tich trinh Cha tich UBND cap xa ky
ban hanh phieu xin loi va hen lai ngay tra ket qua dé g cho to chiic, ca nhan.
* Trong qua trinh gidi quyét ho so nguoi c6 trach nhi¢m thyec hién can thuc hién
dong thoi cac thao tac tiep nhan/chuyen/tra ho so, ket qua giai quyet trén phan
mem Hé¢ thong thong tin gidi quyet thi tuc hanh chinh cua tinh voi cdc buoc
trong quy trinh.
3 |BIEU MAU
(W]
Mﬁu 01 Méugocx

Gidy tiép nhan ho so va hen tra két qua
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(w]
I\/I?lu 02 Mgugocx
Phiéu yéu cau b6 sung hoan thién hd so
(]
M?lu 03 Méugocx
Phiéu tir chéi tiép nhan giai quyét hd so
(W]
I\/I?lu 04 Méugocx
Phiéu xin 13i va hen lai ngay tra két qua
(]
M?lu 05 MSugocx
Phiéu kiém soat qué trinh giai quyét ho so
(W]
I\/Iﬁu 06 Mgugocx
S6 theo dbi ho so
4]
BM.HT.13.01 BM.HT.%l.doc
To khai dang ky giam ho
4 |HOSOLUU:

Mau 01; 02, 03, 04 (néu co); 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;

S6 dang ky giam ho;

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

Phan mém http://hotich.moj.gov.vn. Phan mém Hé théng théng tin giai quyét

thu tuc hanh chinh cua tinh.

Ho so duoc lIuu tai UBND cap x4, thoi gian luu trit S6 dang ky giam ho 14 vinh vién, con
cac giay to khac thuc hién luu theo quy dinh cta Luat Ho tich va cac van ban hudng dan
thi hanh.

14. Piang ky cham dit giam hg

1 |KY HIEU QUY TRINH QT.HT.14
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thuc hién TTHC:



http://hotich.moj.gov.vn/
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Khong
2.2 | Cach thic thuc hién TTHC:
- Nguoi c6 yéu ciu ding ky cham dut gidm ho tryuc tiép thuc hién hogc uy
quyén cho nguoi khac thuc hién nop ho so tryc tiep tai Bo phan Tiep nhan va
Tra két qua cua UBND cap xa;
- Giri ho 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 thoéng tin giai quyét tha tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn).
A A A AL, Ban Ban
2.3 | Thanh phan hé so, bao gom: chinh | sao

To khai dang ky cham dut gidm ho, theo mau BM.HT.14.01
(néu nguoi co yéu cau lua chon nop ho so theo hinh thirc truc X
tiép):

Biéu mau dién tu tuong tac dang ky cham dut giam h¢ (do
ngu’OI yéu cau cung Cip 'thong tin theo huong dan trén He
théng thong tin gial quyét tha tuc hanh chinh cua tinh, néu
ngudi €O yéu cau lya chon nop ho so theo hinh thuc truc
tuyén);

Ngudi ¢6 yéu cau dang ky cham dut gidm ho thyc hién viéc
nop/xuat trinh (theo hinh thuc truc tiep) hodc tai [én (theo hinh
thie truc tuyen) cac giay to sau:

* Gidy to phai nop:

Gidy to 1am can ctr cham dat giam ho theo quy dinh cua Bo
luat Dan su;

Truong hop uy quyén cho nguoi khac 1am thay thi phai c6 vin
ban uy quyén duoc ching thuc theo quy dinh caa phéap luat.
Truong hop ngudi dugc uy quyén la éng, ba, cha, me, con, vo, | X
chéng, anh, chi, em rudt ciia ngudi Gy quyén thi van ban uy
quyén khdng phai chtng thuc.

* Gidy tor phai xuat trinh:

Ho chiéu hodc Ching minh nhan dan hodc Thé can cudc cong
dan hoic cac gidy to khac co dan dnh va thong tin ca nhan do co
quan c6 tham quyén cap, con gia tri su dung dé ching minh vé
nhan than cua nguoi co6 yeu cau dang ky cham dut giam ho.
Truong hop cac thdng tin ca nhan trong cac gidy to nay da co
trong Co sé dir liéu Qubc gia vé Dan cu, Co s dir liéu Ho tich
dién tir, duogc hé thong dién tu dong thi khong phai xuat trinh
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(theo hinh thuc tryc tiép) hoc tai 1én (theo hinh thic truc tuyén).

* Luru ¥ khi nop ho so:
- Tru"oﬂg hop gwl ho so qua h¢ thong buu chinh thi phai gui kém theo ban sao
céd chwng thurc cac gidy to phal xudt trinh.

- Déi Véi gidy to nép, xudt trinh néu nguwoi yéu cau ngp ho so theo hinh thirc
tryec tiép:

+ Pei Vi gidy to xudt trinh khi diang kY hé tich, nguwoi tiép nhdn cd trach
nhiém kiém tra, doi chiéu véi théng tin trong to khai, chup lgi hogc ghi lai
thong tin dé heu trong hé so va tra lai cho nguoi Xudt trinh, khong dwoc yéu
cau nép ban sao hodc ban chup gidy to dé.

+ Ngwoi yéu cau dang ky hé tich c6 thé ngp bdn sao ching thuc tir bdan chinh
hodc ban sao diroc cap tir s6 goc hogc ban chup kém theo ban chinh giay to @é
doi chiéu. Truong hop nguroi yéu cau ngp ban chup kém theo bdn chinh gidy to
thi nguwoi tiép nhdn co trach nhiem kiém tra, doi chiéu ban chup véi ban chinh
va ky xac nhdn, khéng dwoc Yeu cau nguoi di dang ky nép bdn sao giay to doé.

+ Nguoi tiép nhdn c6 trach nhiém tiép nhdn diing, dii hé so ding ky hé tich
theo quy dinh cia phap ludt hé tich, khéng dwoc Yeu cau nguoi ding ky hé tich
nop thém gidy to ma phap ludt hé tich khéng quy dinh phdi nép.

- P61 Véi gidy tor guri kém theo néu nguwoi yéu cau ngp hé so theo hinh thirc tryc
tuyén:

+ Ban chup céc gidy to gui kém theo ho so dang ky cham dut giam hg truc
tuyén phdi béao dam ré nét, day di, toan ven vé néi dung, la ban chup bang may
anh, di¢n thogi hodc duoc chup, duot quet bang thiét bj dién tir, tir gidy to
dwroc cap hop 16, con gia tri si dung.

+ Truwong hop glay to, tai ligu phdi giri kém trong ho so ding ky cham dit
giam hg truc tuyen dd c6 ban sao dién tir hodc da cé ban dién tir gidy to hé tich
thi nguoi Yeu cau duwoc sir dung bdn dién tir nay.

- Khi dén co quan dang ky hé tich nhdn két qua (Trich luc dang ky chdm duzt
giam hg/ban sao Trich luc dang ky cham ditt giam hg), nguoi ¢ yeu cau dang
ky cham dut giam hg Xudt trinh gidy to tuy than, nép cac gidy to 1a thanh phan
hé so ding ky cham dit gidm hé theo quy dinh phép ludt hg tich.

- Gidy to do co quan ¢é tham quyén Ciia niréc Ngoai cap, cdng ching hodc xac
nhdn dé sir dung cho viéc ding ky hé tich tai Viét Nam phai dugt hop phap
héa lanh su theo quy dinh cua phap lugt, trir truong hop duoc Mmién theo diéu
w6C quoc té ma Viét Nam 1a thanh vién.

- Truong hop nguoi c6 yeu cau dang ky cham durt giam hg khong cung cap
duroC gidy to néu trén theo quy dinh hodc glay to nap, XUat trinh b; tay x0a, sua
chaza, 1am gid thi co quan dang ky hé tich c6 tham quyén huy bé két qua dang
ky chdm diit giam h.
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2.4 | S6 lwong hd so: 01 bo
2.5 | Thoi han giai quyét: 02 ngay 1am viéc, sau khi nhan du ho so hop Ié.
Pia diém tiép nhan hd so va tra két qua giai quyét TTHC:
- Bo phan Tiép nhan va Tra két qua caa UBND cap XA.
2.6 A sl A A . J4 , \ P 0 o ) gi K A X
- Hé thong thdng tin giai quyeét tha tuc hanh chinh cua tinh (chi tiép nhan ho
s0): http://dichvucong.hatinh.gov.vn hoac https://dichvucong.gov.vn.
Co quan thuc hién:
UBND cép xi noi da diang ky giam ho trudc day.
,7 | Coquan cb tham quyén quyét dinh:
" | UBND cép x4 noi da dang ky giam ho trude day.
Co quan dwoc iy quyén: Khong.
Co quan phdi hop: Co quan quan Iy Co sé dit liéu Quéc gia vé Dan cu.
2.8 | Poi twong thuc hién TTHC: Cé nhan, phap nhan.
Két qua giai quyét TTHC:
- HO so du diéu kign: Trich luc dang ky cham dat giam ho (ban chinh), ban sao
2.9 | Trich luc dang ky cham dat giam ho (truong hop c6 yéu cau).
- H6 so khong du diéu Kién: Van ban thong bao khong du diéu kién cham dat
giam ho.
2.10 | Quy trinh xw ly cong viéc
TT Trinh tu Trich T_h0'| Biéu ma”u/Ket
: nhiém gian qua
1. Tiep nhan ho so tryuc tiep tur ca
nhan hoac t}‘I hé thong buu chir}h
hoac trén Cong dich vu cdng quoc
gia (https://dichvucong.gov.vn)
hoac Hé thong thong tin giai quyet
tht tuc hanh chinh cua tinh
https://dichvucong.hatinh.gov.vn). «
(https-fidichvucong hatinh. gov.m). | M3u 01; 02, 03
2. Cong chac Tu phap - Ho tich | Cdng chuc Gid i N N
2 X . 10 -hanh | (néu c0); 06 va
B1 | kiém tra ho so: Tu phap - ; X
PR N R Ay chinh | HO so theo muc
- Néu ho so chua day du hodc khdng | HO tich 23

hop 1&: Huéng dan hoic thong bao
bang van ban cho ca nhan b sung,
hoan thién ho so. Truong hop khong
bd sung, hoan thién duoc hd so thi
thong béao tir chéi giai quyét hd so.

- Néu hd so day du, hop 1&: Lam tha
tuc tiép nhan ho so va thu phi, 18 phi
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theo quy dinh. Néu tiép nhan ho so
sau 15 gio thi giri Phiéu hen, tra két
qua cho ngudi cO yéu cau trong
ngay lam viéc tiép theo hoic guri tin
nhin hen tra két qua qua dién thoai
di dong cho ngudi c6 yéu cau (néu
ngudi cO yéu cau lwa chon hinh thic
nop hod 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 so dir
lisu) va ky sé vao tai ligu, hd so gidi
quyét thi tuc hanh chinh di duoc s6
hoéa theo quy dinh.

B2

Kiém tra, xem xét hd so:

- Néu du diéu kién: thuc hién viéc
ghi vao S6 ding ky cham dat giam
ho, cap nhat thong tin dang ky chiam
dat gidm ho va luu chinh thic trén
Phan mém ding ky, quan ly ho tich
dién tr dung chung.

Truong hop tiép nhan hd so ding
ky cham dut giam ho theo hinh thuc
truc tuyén thi giri lai bieu mau Trich
luc ding ky chdm dut giam ho dién
tr v6i thong tin day du cho nguoi
yéu cau qua thu dién tir hoic thiét bi
$6.

Nguoi yéu cau co trach nhiém kiém
tra tinh chinh xac, ddy du cua cac
thong tin trén biéu mau Trich luc
dang ky cham dut giam ho dién ta
va xac nhan (tdi da mot ngay).

Néu nguoi c6 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 So6 dang ky
cham dut giam ho, cap nhat théng
tin dang ky cham dut giam ho va

Cong chuc
Tu phap -
Ho tich

1,5 ngay

Mau 05;
Dy thao Trich
luc dang ky
cham duat giam
ho hoac du
thao Van ban
théng béo
khong du diéu
kién cham dut
giam ho
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Iwu chinh thic trén Phan mém dang
ky, quan ly ho tich dién tar dung
chung, in dy thao Trich luc dang ky
cham dat giam ho;

- Néu khong du diéu kién: Du thao
Vin ban thong bao khong du diéu
kién cham dat giam ho;

Trinh lanh dao UBND cap X&.

Mau 05;
Trich luc dang
N ky cham duat
g3 | KY du thio két qua giai quyét thu l};ﬁhDdgg 03giy | 918m ho hodc
tuc hanh chinh. XA P g Vian ban thong
bao khong du
dieu kién cham
dut giam ho.
Mau 05, 06.
Cong chirc Tflch |1A;1c dén,g
\ , Van phong: ky cham dut
Phat hanh van ban va tra ket qua | . g .| gidm ho hodc
B4 . \ , A Cong chac | 01 gio ey A
cho cong chirc Tu phap - Ho tich. ; Van ban thong
Tu phap - , . -
A g bdo khdéng du
Ho tich A oA X
diéu kién cham
dirt giam ho
Mau 01, 06;
Trich lyc dang
Chuyén ngudi dan ky vao Sé (néu| Céngchac | .. ., . | <Y cham dut
S RPN A B . Gio hanh | giam ho hoic
B5 | cap trich luc); tra ket qua, thu 1€ phi| Tu phap - chinh | Van ban tho
theo quy dinh (néu cd). Ho tich an_oan thong

bao khong du
dieu kién cham
dut giam ho

* Truong hop hé so qud han xit ly, trong thoi gian chdm nhdt 01 ngay trréc ngay
hét han xi Iy, cong chize T phdp - Hé tich trinh Cha tich UBND cdp x& ky ban
hanh phiéu xin 161 va hen lai ngay tra két qua dé guri cho té chire, c& nhan.

* Trong qua trinh gidgi quyét ho so nguwoi c6 trach nhiém thyc hién can thuc
hién dong thoi cac thao tac tiép nhdn/chuyénitra ho so, két qua gidi quyét trén
phdn mémDich v cdng Vi cdc buéc trong quy trinh.

BIEU MAU
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@H

Mau 01 Mau 01.docx

Gidy tiép nhan ho so va hen tra két qua
0

Mau 02 M3u 02.docx

Phiéu yéu cau b sung hoan thién hé so
)

Mau 03 M3u 03.docx

Phiéu tir chdi tiép nhan giai quyét ho so
0

Mau 04 M3u 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
ZH

BM.HT.14.01 ’ BM.HT.14.01.doc
To khai dang ky cham dut giam ho

4 |HOSOLUU:

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;

- | Hb so dau vao theo muc 2.3;

- | Sb ding ky cham duat giam ho;

- | Van ban thong bao khong du diéu kién cham dut giam ho (néu co);

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

Ho so dugc luu tai UBND cap x4, thoi gian luu trir SO dang ky cham dat giam ho 1a
vinh vién, con célc 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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15. Pang ky nhan cha, me, con

KY HIEU QUY TRINH QT.HT.15

NQI DUNG QUY TRINH

2.1

Piéu kién thuc hién TTHC:

- Bén nhan va bén dugc nhan 1a cha, me, con déu con séng;

- Viéc nhan cha, me, con khdng c6 tranh chap.

- Truong hop nam, nix chung Song v6i nhau nhu vo chong, khong dang ky két
hén, sinh con, nguoi con sdng cling véi ngudi cha, khi nguoi cha lam thu tuc
nhan con ma khong lién hé duoc voi ngudi me thi khdng can cé y kién cua
nguoi me trong To khai dang ky nhan cha, me, con.

2.2

Cach thirc thuc hign TTHC:

- Ngudi ¢6 yéu cau dang ky nhan cha, me, con thuc hién nop hd so truc tiép tai
B6 phan Tiép nhan va Tra két qua caa UBND cap xa:

- Nop hdé so truc tuyén trén Cbdng dich wvu cbng qubc gia
(https://dichvucong.gov.vn) hoic Hé théng thdng tin giai quyét thu tuc hanh
chinh cuaa tinh (https://dichvucong.hatinh.gov.vn).

Mot bén c6 thé nop hd so ma khong phai cé van ban ay quyén cua bén con lai.

2.3

Ban Ban

Thanh phan ho so, bao gom: chinh | sao

To khai ding ky nhan cha, me, con, theo mau BM.HT.15.01; X

Biéu mau dién tr trong tac dang ky nhan cha, me, con (do
nguol c6 yéu cau cung cap thong tin theo hudéng dan trén H¢
théng théng tin giai quyét tha tuc hanh chinh caa tinh, néu nguoi
c6 yéu cau lya chon nop ho so theo hinh thirc truc tuyén);

Ngudi ¢6 yéu cau dang ky nhan cha, me, con thuc hién viéc
nop/xuat trinh (theo hinh thuc truc tiép) hoac tai 1én (theo hinh
thc truc tuyén) cac giay to sau:

* Giay to phai nop:

Chting ¢t ching minh méi quan hé cha, me, con gém mét trong
cac gidy to, tai liéu sau:

+ Vin ban cia co quan y té, co quan giam dinh hoic co quan
khac c6 tham quyén & trong nuéc hodc nudc ngodi xac nhan
quan hé cha con, quan hé me con;

+ Truong hop khong c6 van ban néu trén thi phai c6 van ban
cam doan (theo mau BM.HT.15.02) cta cic bén nhan cha, me,
con vé mdi quan hé cha, me, con va c6 it nhat hai nguoi lam
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chuing vé méi quan hé cha, me, con.

Gidy to ching minh thuge gia dinh c6 cong voi cach mang,
ngudi thudc ho nghéo, nguoi khuyét tat (néu co).

* Gidy tor phai xut trinh:

Ho chiéu hoic Chung minh nhan dan hoac The can cudc cong
dan hoic cac giay to khac c6 dan anh va thong tin c4 nhan do co
quan c6 tham quyén cap, con gia tri su dung dé chirng minh vé
nhan than cta nguoi cO yéu cau dang ky nhan cha, me, con.
Truong hop cac thdng tin ca nhéan trong cac giéy to nay da co X
trong Co s¢ dit liéu Québc gia vé Dan cu, Co sé dit lieu Ho tich
dién tu, duoc hé thdng dién ty dong thi khdng phai xuét trinh
(theo hinh thuc truc tiép) hoic tai 1&n (theo hinh thuc tryuc
tuyén);

Gidy to c6 gia tri chitng minh thong tin vé cu tra trong truong
hop co quan ding ky ho tich khdng thé khai thac dugc théng tin
Vé noi cu tra cta céng dan theo cic phuong thicc quy dinh tai
khoan 2 Diéu 14 Nghi dinh s6 104/2022/ND-CP ngay
21/12/2022 cua Chinh phu. Truong hop céc thong tin vé giay to | X
chimg minh noi cu tra da dugc khai thac tir Co s¢ dir lidu qUOC
gia vé dan cu bang cac phuong thirc nay thi nguoi c6 yéu cau
khong phai xuat trinh (theo hinh thire truc tiép) hoac tai 1én (theo
hinh thuec truc tuyén).

Luu y:

- Péi Véi gidy to ngp, xuat trinh néu nguwoi yéu cau ngp hé so theo hinh thirc
tryc tiep:

+ Poi Vi gidy to xudt trinh khi ding ky hé tich, nguweoi tiép nhan c6 trach nhiém
Kiém tra, doi chiéu véi thong tin trong to khai, chup lai hodc ghi lai théng tin dé
lurw trong ho so va tra lai cho nguwoi Xudt trinh, khéng dwoc yéu cau nép ban sao
hodc ban chup gidy to dé.

+ Nguoi yéu cau déang ky hg tich c6 thé ngp ban sao ching thuc tir ban chinh
hodc bdn sao dwoc cap tir sé goc hoac ban chup kém theo ban chinh gidy to dé
doi chiéu. Truong hop nguroi yeu cau nop ban chup kem theo ban chinh gidy to
thi ngum tiép nhdn cé trach nhiem kiém tra, déi chiéu ban chup véi ban chinh
va ky xac nhdn, khéng dwoc yéu cau nguoi di dang ky nép ban sao gidy to doé.

+ Nguoi tiép nhdn c6 trach nhiém tiép nhdn diing, dii hé so ding ky hé tich theo
quy dinh cua phap ludt hé tich, khong dwroc yéu cdu nguoi ding ky hé tich ngp
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thém gidy to: ma phap ludt hé tich khéng quy dinh phdi nép.

- Doi vi gidy to giti kém theo néu ngueoi yéu cau ndp hé so theo hinh thitc trec tuyén:
+ Ban chup cac giay to gui kém theo ho so ding ky nhan cha, me, con tryc
tuyén phdi bdo ddm ré nét, day di, todn ven vé noi dung, la ban chup bang may
anh, di¢n thoai hodc dwoc chup, dirgc quét bang thiét bi dién ti, tir gidy to diroc
cap hop 1¢, con gia tri si dung.

+ Truong hop gidy to, tai lieu phdi gii kém trong hé so déing ky nhdn cha, me,
con truc tuyén da cé ban sao dién tir hodc da cé ban dién tir gidy to hé tich thi
nguroi Yeu cau dwoc sir dung ban dién ti nay.

+ Khi dén co quan dang ky hé tich nhan két qua (Trich luc dang ky nhdn cha,
me, con/ban sao Trich luc dang ky nhan cha, me, con) nguoi €6 yeu cau dang ky
nhdn cha, me, con phdi xudat trinh gidy to tity than dé xdc dinh nhan than; ngp
ban chinh gidy to, tai liéu 14 ching ci chitng minh quan hé cha, con hodc quan
hé me, con.

- Gidy to do co quan c¢é tham quyén Cia nwéc ngoai cap, cong chizng hodc xac
nhdn dé sir dung cho viée ddang ky hé tich tai Viét Nam phdi dugc hop phap héa
lanh sy theo quy dinh cua phap lugt, trie truong hop duwoc mién theo diéu wéc
quoc té ma Viéet Nam 1a thanh vién.

- Truong hop nguoi yéu cau dang ky nhan cha, me, con khdng cung cdp duwoc
gidy to néu trén theo quy dinh hodc gidy to ngp, XUat trinh bj tdy x0a, sira chira,
lam gid thi co quan déing ky hé tich ¢ tham quyén haiy bé két qud dang ky nhdn
cha, me, con.

- Truong hop cho phép nguoi yéu cau dang ky hé tich ldp van ban cam doan vé
ngi dung Yeu cdu ding ky hé tich thi co quan dang ky hé tich phdi gidi thich rd
cho nguoi ldp vian ban cam doan vé trach nhiém, hé qud phap Iy cua viéc cam
doan khong dung sy that.

Co quan dang ky ho tich tir chéi gidi quyét hodc dé nghi co quan cé tham quyén
hiy bo két qua ding ky hé tich, néu cé co so xdc dinh ngi dung cam doan khéng
dung sy that.

2.4 | S6 lwong hd so: 01 bo.
95 Thoi han giai quyét: 03 ngay lam viéc, sau khi nhan du hd so hop 1&. Truong
™~ | hop can phai xac minh thi thoi han giai quyét khong qua 08 ngay lam viéc.
g |Pia diém tiép nhan hd so va tra két qua giai quyét TTHC:
™ | Bo phan Tiép nhan va Tra két qua caia UBND cap Xa.
Co quan thuc hién: UBND cip x4 noi cu tri ciia ngudi nhan hodc nguoi dugc
nhan la cha, me, con.
2.7 | Co quan c6 tham quyén quyét dinh: UBND cip x3 noi cu tra caa ngudi nhan

hodc nguoi dugc nhan la cha, me, con.
Co quan dwoc iy quyén: Khong.
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Co quan phdi hep:
- Uy ban nhan dan cap xa noi cu tra ctia nguoi dugc nhan la cha, me, con.
- Co quan quan ly Co s¢ dit liéu Quoc gia vé Dan cu.

2.8

Poi twong thuc hién TTHC: C4 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).

- Hb so khong du diéu kién: Vin ban thong bao khong du diéu kién nhan cha,
me, con.

2.10

Quy trinh xi¥ ly cong viéc

TT

Trach Thoi Biéu mau/Két

Trinh tw A : R
: nhiém gian qua

Bl

1. Tiép nhan ho so tryc tiép tir ca nhan
hoac trén Céng dich vu cdng qudc 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 chic Tu phap - Ho tich kiém
tra ho so:

- Néu ho so chua day du hoiac khdng
hop 1&: Huéng dan hodc thong bao
bang vin ban cho c& nhan bd sung, i
hoan thién ho so. Truong hop khong | Cong Mau 01; 02, 03
b6 sung, hoan thién dugc hd so thi| chtc Tu | Gio hanh (néu co); 06 va
théng bao tir chéi giai quyét ho so. phap - chinh | H6 so theo muc
- Néu hd so day du, hop 1&: Lam thu | HO tich 2.3

tuc tiép nhan ho 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 nguoi ¢4 yéu cau trong ngay lam
viéc tiép theo hozc gui tin nhan hen tra
két qua qua dién thoai di dong cho
nguoi ¢O yéu cau (néu ngudi cd yéu
cau lya chon hinh thirc nop hd so truc
tuyén).

Sau khi tiép nhan hé so theo hinh thirc
nop truc tiép, Cong chic Tu phap - HO
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tich thuc hién s6 hda (sao chup, chuyén
thanh tai ligu dién tir trén hé thong
thong tin, co s¢ dit ligu) va ky so vao
tai lieu, hd so giai quyét tha tuc hanh
chinh da dugc so6 hoa theo quy dinh.

B2

B2.1. Kiém tra, xem xét ho so:

- Néu du diéu kién va thudc truong hop
khong phai xa&c minh: thuc hién viéc
ghi vao Sb dang ky nhan cha, me, con,
cap nhat thong tin dang ky nhén cha,
me, con va luu chinh thuc trén Phan
mém dang ky, quan Iy ho tich dién tir
dung chung.

Truong hop tiép nhan ho so dang ky
nhan cha, me, con theo hinh thac truc
tuyén thi gai lai biéu mau Trich luc
dang ky nhan cha, me, con dién tir voi
thong tin diy du cho ngudi yéu cau
qua thu dién tir hoac thiét bi so.

Nguoi yéu cau co trach nhiém kiém tra
tinh chinh xac, day du cua cac thong
tin trén biéu mau Trich lyc dang ky
nhan cha, me, con dién tir va xac nhan
(t61 da mot ngay).

Néu ngudi ¢d yéu cau xac nhan thong
tin da thong nhat, day du hoic khéng
c6 phan hoi sau thoi han yéu cau thi
ghi nodi dung vao S6 ding ky dang ky
nhan cha, me, con, cap nhat thong tin
dang ky nhan cha, me, con va luu
chinh thac trén Phan mém diang ky,
quan ly ho tich dién tir dung chung, in
dy thao Trich luyc dang ky nhan cha,
me, con.

Truong hop khéng cé chang cir chang
minh méi quan hé cha, me, con huéng
dan cac bén nhan cha, me, con lap Vin
ban cam doan vé méi quan hé cha, me,
con, ¢ it nhat hai ngudi lam chang vé
méi quan hé cha, me, con.

Cong
chac Tu
phap -
Ho tich

02 ngay

Mau 05;

- Du thao Trich
luc dang ky
nhan cha, me,
con hoac du
thao Van ban
thong béo
khong du diéu
Kién;

- Van ban cam
doan (néu co);

- Van ban xac
minh/bién  ban
xac minh (néu
co).
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- Néu khéng du diéu kién: Dy thao
Vin ban thong bao khong du diéu kién
nhan cha, me, con.

Trinh ldnh dao UBND cdp x& theo
buoc B3.

B2.2: Kiém tra, xem xét ho 50, truong
hop phuc tap thi xac minh bang van

ban hoic tryuc tiép. Sau khi co két qua 07 ngay
xac minh, thuc hién nhu B2.1.
Mau 05;
Trich luc dang
N ky nhan cha
. X .. . . Lanh : ’
Ky két qua giai quyét tha tuc hanh anh dgo .. | me, con hoac
B3 . UBND 04 gio N \ a
chinh CAp XA Vian ban thong
P béo khong du
dieu kién nhan
cha, me, con
Mau 05, 06;
Trich luc dang
Phat hanh vin ban va tra két qua cho Sﬁgg ky - nhan hChva’
B4 | cong chirc Tu phap - Ho tich dé tra cho b 01giy |Me Con Noac
cong dan. V‘an Van ban théng
phong bao khong du
diéu kién nhan
cha, me, con
Mau 01, 06;
Trich luc dang
2 i AA LA Y S« Cong Ky nhan cha,
C,huyen n-gu’sﬂ dfln k){ vao 8(3 (ne,u cap chire Tu | Gio hanh | me, con  hodic
B5 | trich luc); tra két qua, thu Ié phi theo . . M A'
uy dinh (néu c6) phap - chinh | Van ban thong
quy & ' Ho tich bao khong du

diéu kién nhan
cha, me, con

* Khi nhdn két qua dang ky viéc nhdn cha, me, con thi cac bén cha, me, con
phdi c6 mdt dé ky sé déing ky nhdn, cha, me con.
* Truong hop o so qud han ik ly, trong thoi gian chdm nhdt 01 ngay truéc ngay
hét han xit ly, cong chize T phdp - Hé tich trinh Chui tich UBND cdp xa ky ban
hanh phiéu xin 161 va hen lai ngay tra két qua dé guri cho té chire, c& nhan.

* Trong qua trinh gidi quyét ho so nguroi ¢ trach nhiém thyec hién can thuc hién
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dong thoi cac thao tac tiep nhan/chuyén/tra ho so, ket qua giai quyét trén phan
mém H¢ thong théng tin gidi quyét thu tuc hanh chinh cua tinh voi cdc buéc
trong quy trinh.

BIEU MAU

@j

Mau 01 M&u 01.docx

Giay tiép nhan ho so va hen tra két qua
g

Mau 02 M3u 02.docx

Phiéu yéu cau b6 sung hoan thién hé so
0

Mau 03 M&u 03.docx

Phiéu tir chéi tiép nhan giai quyét hd so
)

Mau 04 M&u 04.docx

Phiéu xin 15i va hen lai ngay tra két qua
0

Mau 05 M&u 05.docx

Phiéu kiém soat qué trinh giai quyét ho so
)

Mau 06 M3u 06.docx
So6 theo ddi ho so

To khai ding ky nhan cha, me, con (néu nop truc tiép)
BM.HT.15.01 B

BM.HT.15.01.doc

@j

BM.HT.15.02 BM.HT. 15.02.docx
Van ban cam doan

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 nhan cha, me, con;

Vin ban théng bao khong du diéu kién nhan cha, me, con (néu co);

Vin ban xac minh/bién ban xac minh (néu cd);
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Phan mém http://hotich.moj.gov.vn. Phan mém Hé théng thdng tin giai quyét
thu tuc hanh chinh cua tinh.

Ho so dugce luu tai UBND cap x4, thoi gian luu trit SO dang ky nhan cha, me, con la
vinh vién, Cb~n cac giay to khac thuc hién luu theo quy dinh caa Luat Ho tich va cac van
ban huéng dan thi hanh.

16. Pang ky nhan cha, me, con c6 yéu té nwéc ngoai tai khu vuc bién giéi

1 |KY HIEU QUY TRINH QT.HT.16

NQI DUNG QUY TRINH

2.1 | Piéu kién thuc hiégn TTHC:

- Viéc nhan cha, me, con gitta cong dan Viét Nam thuong tru tai dia ban xa ¢
khu vuc bién giéi voi cong dan caa nudc lang giéng thuong trd tai don vi hanh
chinh tuong duong cap xa cua Viét Nam, tiép giap véi 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 sng.

- Viée nhan cha, me, con khong c tranh chép.

- Truong hop nam, nir chung séng v6i nhau nhu vo chong, khong dang ky két
hén, sinh con, ngudi con séng clng véi ngudi cha, khi nguoi cha lam thu tuc
nhan con ma khong lién hé dugc véi nguodi me thi khdng can c6 y kién cua
nguoi me trong To khai dang ky nhan cha, me, con.

2.2 | Céach thirc thwc hign TTHC:

- Nguoi ¢d yéu cau dang ky nhan cha, me, con thuc hién nop hd so truc tiép tai
Bo phan Tiép nhan va Tra két qua caa UBND cap X3;

- Nop hd so tryc tuyén trén Cong dich vy cdng qudc gia
(https://dichvucong.gov.vn) hoic Hé thdng thong tin giai quyét thi tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn)

Mot bén c6 thé nop ho so ma khong phai cé van ban ty quyén cua bén con lai.

\ A A AL Ban Ban
2.3 | Thanh phan hé so, bao gom: chinh | sao
_ | To khai dang ky nhén cha, me, con, theo mau BM.HT.16.01 (néu y

ngudi €0 yéu cau lya chon ndp ho so theo hinh thirc truc tieép);

Biéu mau dién tu twong tac dang ky nhan cha, me, con (do
ngU.’OI c6 yéu cau cung cap thong tin theo huéng dan trén
Cong dich vu ¢ong quéc gia hoic Hé thdng thong tin giai
quyét thir tuc hanh chinh cua tinh, néu ngudi c6 yéu cau lua
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chon nop ho so theo hinh thirc truc tuyén):;

Nguoi c6 yéu cau ding ky nhan cha, me, con thuc hién viéc
nop/xuét trinh (theo hinh thuc tryc tiép) hoac tai 1én (theo
hinh thie truc tuyén) cac gidy to sau:

* Gidy to phai nop:

Chung ci ching minh méi quan hé cha, me, con, gom maot
trong cac gidy to, tai liéu sau:

+ Vin ban caa co quan y té, co quan giam dinh hoic co quan
khac ¢ tham quyén & trong nudc hoidc nudc ngoai xac nhan
guan hé cha con, quan hé me con; X
+ Truong hop khong ¢6 van ban néu trén thi cac bén nhan cha,
me, con lap vin ban cam doan (theo mau BM.HT.16.01) vé
méi quan hé cha, me, con, cé it nhat hai nguoi 1am ching vé
méi quan hé cha, me, con.

Gidy to chiing minh thuoc gia dinh c6 cong voi cach mang,
nguoi thugc hd ngheo, nguoi khuyet tat (néu co).

* Giay tor phai xuat trinh:

Ho chiéu hoic Chung minh nhan dan hoac Thé can cudc cong
dan hoac céc glay to khac co dan anh va thong tin ca nhan do
co quan co tham quyén cap, con gia tri str dung dé ching
minh vé nhan than cia ngudi ¢6 yéu cau ding ky nhan cha,
me, con. Truong hop cac thdng tin ca nhan trong cac gidy to X
nay da co trong Co s¢ dir liu Qu0c gia vé Dan cu, Co so dit
lieu Ho tich dién tu, duoc hé thdng dién tu dong thi khdng
phai xuét trinh (theo hinh thuc truc tiép) hoac tai 1én (theo
hinh thire truc tuyén);

Gidy to ¢0 gia tri chitng minh théng tin vé cu tr trong trudng
hop co quan ding ky ho tich khdng thé khai thac dugc thdng
tin V& 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 tru da duoc khai thac tir Co s¢ dir liéu
quéc gia vé dan cu bang cac phuong thic nay thi nguoi co
yéu cau khéng phai xuat trinh (theo hinh thic truc tiép) hoac
tai 1&n (theo hinh thic truc tuyén).

Ban sao gidy to ching minh nhan than, giy to chimg minh noi
thuong tru ¢ khu vyc bién gigi cua cong dan nuac 1ang gieng.

* Luu y:
- Dol voi giay to ngp, xuat trinh néu nguoi yéu cau ngp ho so theo hinh thuc
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tryec tiep:

+ Doi Véi gidy to xuat trinh khi ding ky hé tich, nguwoi tiép nhdn cé trach
nhiém kiém tra, doi chiéu véi thdng tin trong to khai, chup lai hodgc ghi lgi
théng tin dé heu trong hé so va tra lai cho nguoi Xudt trinh, khong dwoc yéu
cau nép ban sao hodc ban chup gidy to dé.

+ Ngwoi yéu cau dang ky hé tich c6 thé ngp bdn sao ching thuc tir ban chinh
hogc ban sao drgt cap tir s6 goc hogc ban chup kém theo ban chinh giay to dé
doi chiéu. Truong hop nguroi yéu cau ngp ban chup kém theo bdn chinh gidy to
thi ngu’o’l tiép nhdn c6 trach nhigm kiém tra, doi chiéu ban chup véi ban chinh
va ky xac nhdn, khéng dwoc yéu cau nguoi di dang ky nép ban sao gidy to doé.
+ Nguoi tiép nhan co trach nhiém tiép nhédn diing, di ho so dang ky hé tich
theo quy dinh cua phap ludt hé tich, khong dwroc yéu cau nguoi dang ky ho tich
nép thém gidy to ma phap ludt hé tich khéng quy dinh phdi nép.

- Doi véi gidy to givi kém theo néu nguoi yéu cau np hé so theo hinh thike triec tuyén:
+ Ban chup cac gidy to guri kém theo ho so déng ky khai ni truc tuyén phai bao
dam ré nét, day du, t0an ven vé ngi dung, la ban chup bang may anh, di¢n
thogi hodc duoc chup, diroc quét bang thiét bi dién tir, tir glay to duoc cap hop
¢, con gia tri stz dung; néu 1a gidy to do co quan cé tham quyén nwéc ngoai
cap thi phai dwoc hop phap hoa lanh sy, dich sang tiéng Viét theo quy dinh, trir
trieong hop diwoc mién hop phap hda lanh su.

+ Truong hop gidy to, tai ligu phai giti kém trong hé so dding ky nhdn cha, me,
con tryc tuyén da cé ban sao dién tir hodc da cé ban dién tir gidy to hg tich thi
ngueol Yeu cau dwoc sir dung bdn dién tir nay.

+ Khi dén co quan dang ky hé tich nhan két qua (Trich luc dang ky nhan cha,
me, con/ban sao Trich luc ding ky nhdn cha, me, con) nguoi c6 yéu cau ding
ky nhdn cha, me, con phdi xudt trinh gidy to iy thdn dé xdc dinh nhan than;
nép ban chinh gidy to, tai liéu 1a chiing ciz chizng minh quan hé cha, con hodgc
quan hé me, con theo quy dinh phap ludt hé tich.

- Gidy to do co quan c6 tham quyén ciia nuée c6 chung dwong bién gioi vdi
Viét Nam Idp, cdp, xac nhdn si dung dae dang ky h¢ tich duot mlen hop phép
hoa 1anh su; dich ra tiéng Viét va c6 cam két cuia ngueoi dich vé viéc dich diing
ngi dung.

- Truong hop nguoi yéu cau ding ky nhan cha, me, con khong cung cap dwoc
gidy to néu trén theo quy dinh hoac gidy to nop, XUat trinh bj tay x0a, sua
chiza, 1am gid thi co quan dang ky hé tich co tham quyén huy bé két qua dang
ky nhan cha, me, con.

- Truong hop cho phép nguoi yéu cau dang ky hé tich ldp van ban cam doan vé
ngi dung yéu cau dang ky hé tich thi co quan dang ky h¢ tich phai giai thich ro
cho nguwoi ldp van ban cam doan vé trach nhiém, hé qua phap Iy cua viéc cam
doan khong dung sy that.
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Co quan dang ky ho tich tir chaoi gidi quyet hodgc dé nghi co quan c6 tham
quyén hay bo két qua dang ky hé tich, néu cé co sé xdc dinh ngi dung cam
doan khong dung sy that.

2.4 | S6 lwong hd so: 01 bo.
95 Thoi han giai quyet 07 ngay lam viéc, ké tur ngay nhan du hd so hop 1&. Trudng
' hop can phai xac minh thi thoi han giai quyét khéng qua 12 ngay lam viéc.
Pia diém tiép nhan hd so va tra két qua giai quyét TTHC:
56 |- Bophan Tiép nhan va Tra két qua caa UBND cép x4.
" | - Hé thdng théng tin giai quyét thu tuc hanh chinh cua tinh (chi tiép nhan hd
s0): http://dichvucong.hatinh.gov.vn hoac https://dichvucong.gov.vn.
Co quan thuc hién: UBND cap x4 ¢ khu vuc bién gidi noi cong dan Viét Nam
thuong tra.
,7 | Co quan c6 tham quyén quyét dinh: UBND cap x& ¢ khu vuc bién gisi noi
" | cOng dan Viét Nam thuong tra.
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:
- Hb so du diéu kién: Trich luc dang ky nhan chq, me, con; ban sao Trich luc
29 dang ky nhan cha, me, con (trurong hop yéu cau cap ban sao Trich luc dang ky
' nhan cha, me, con).
- H6 so khong du diéu Kién: Van ban thong bao khong du diéu kién nhan cha,
me, con.
2.10 | Quy trinh xw ly cong viéc
TT Trinh tu TrfaAch T_h0'| Biéu ma?u/Ket
: nhiém gian qua
1. Tiép nhan hd SO truc tiép tur ca
nhé}n hoac trén Cong dich vu cong
quoc gia (https://dichvucong.gov.vn)
hoac Hé thong thong tin giai quyet
thi tuc hanh chinh cua tinh | Céng Mau 01; 02, 03
gy | (nttps://dichvucong.hatinh.gov.vn) chac Tu | Gio hanh | (néu co); 06 va

2. Cong chirc Tu phap - Ho tich kiém | phap - | chinh Ho6 so theo muc
tra ho so: Ho tich 2.3

- Néu hé so chua day du hozc khong
hop 1&: Huéng dan hoic théng bao
bang van ban cho c& nhan bd sung,
hoan thién ho so. Truong hop khong
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bo sung, hoan thién duogc ho so thi
thong bao tir chéi giai quyét hd so.

- Néu ho so day du, hop I&: Lam tha
tuc tiép nhan ho so va thu phi, 1& phi
theo quy dinh. Néu tiép nhan hd so
sau 15 gio thi giri Phiéu hen, tra két
qua cho ngudi €6 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 ngudi co
yéu cau lya chon hinh thic nop ho so
truc tuyén).

Sau khi tiép nhan ho so theo hinh
thac nop truc tiép, Cong chic 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 s6 vao tai liéu, ho so giai quyét
thi tuc hanh chinh da dwoc s6 hoa
theo quy dinh.

B2

B2.1. Kiém tra, xem xét ho so:

- Truong hop du diéu kién va thuoc
truong hop khong xac minh: thyc 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
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 ho so diang ky
nhan cha, me, con theo hinh thuc truc
tuyén thi gui lai biéu mau Trich luc
dang ky nhan cha, me, con dién tir voi
thong tin ddy du cho ngudi yéu cau
qua thu dién tir hozc thiét bi sb.

Nguoi yéu cau co trach nhiém kiém
tra tinh chinh xac, ddy du cua cac
thong tin trén biéu mau Trich luc
dang ky nhan cha, me, con dién tir va
X&c nhan (t6i da mot ngay).

Cong
chac Tu
phap -
Ho tich

06 ngay

Mau 05;
Du thao Trich
luc dang ky
nhan cha, me,
con hoic Vian
ban thong béo
khong du diéu
Kién; Van ban
xac  minh/bién
ban xac minh
(néu co).
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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
ghi noi dung vao S6 dang ky dang ky
nhan cha, me, con, cap nhat thong tin
dang ky nhan cha, me, con va luu
chinh thuc 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 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
chting vé méi quan hé cha, me, con;

- Trudong hop khong du diéu kién: Du
thao Van ban thong bao khong du
diéu kién nhan cha, me, con;

Trinh lanh dao UBND cap X&.

B2.2. Kiém tra, xem xét ho so, truong
hop phuc tap thi x4&¢ minh bang van

ban hoic truc tiép. Sau khi co két qua 11 ngay
xac minh, thuc hién nhu B2.1.
Mau 05;
Trich luc dang
N ky nhan cha,
Ky két qua giai quyét thi tuc hanh | -anh dao e con hoae
B3 g UBND | 04giy | =0T MU
chinh cdp xa 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 giv me, con hoac
céng chuc Tu phap - Ho tich Van Van ban thong
phong bao khong du

diéu kién nhan
cha, me, con
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Mau 01, 06;
Trich luc dang

X i AR vyt R A& Cong ky nhan cha,
C,huyen ngu:gl d?n k){ vao So (,nelf Cap | e Tu | Gis hanh me. con  hoic
B5 |trich luc); tra ket qua, thu phi, 1é phi . ; M o
theo quy dinh (néu co) phap - | chinh | Van ban  thong
: ' Ho tich bdo khong du
dieu kién nhan
cha, me, con
* Truong hop ho so qud han xii 1Y, trong thoi gian chdm nhar 01 ngay truéc ngay
het han Xur ly, cdng chize Tur phap - Ho tich tri[lh Chu t_icb UBND cap xa ky ban
hanh phiéu xin loi va hen lai ngay tra ket qua dé guri cho to chiic, ca nhan.
* Trong qua trinh giai quyét ho so' nguoi ¢6 tréach nhiém thyc hién can thuc
hi¢n dong thoi cac thao tac tiep nhan/chuyen/tra ho so, ket qua giai quyet trén
phan mémDich vy cdng Vi cdc buéc trong quy trinh,
3 |BIEU MAU
(]
I\/Iﬁu 01 MQUF.ZIOCX
Giay tiép nhan ho so va hen tra két qua
(W]
M?lu 02 MSugocx
Phiéu yéu cau b sung hoan thién ho so
(w]
Mau 03 MSugocx
Phiéu tir chdi tiép nhan giai quyét ho so
(W]
Mﬁu 04 Méugocx
Phiéu xin 15i va hen lai ngay tra két qua
(W]
Mau 05 Mgugocx
Phiéu kiém soat qué trinh giai quyét ho so
[w]
Mﬁu 06 Méugocx
S6 theo dbi ho so
=
BM.HT.16.01 BM.HT. 16.01.doc
To khai dang ky nhan cha, me, con
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@j

BM.HT.16.02 BM.HT. 16.02. docx
Van ban cam doan

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 luu theo ho so;

Ho so dau vao theo muc 2.3;

S6 dang ky nhan cha, me, con;

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

Vin ban thong bao khéng du diéu kién nhan cha, me, con (néu cd);

Phan mém http://hotich.moj.gov.vn. Phan mém dich vu c6ng

Ho so dugc luu tai UBND cap x4, thoi gian luu trit SO dang ky nhan cha, me, con la
vinh vién, con cac giay to khac thuc hién luu theo quy dinh cua Luét H¢ tich va cac
van ban hudng dan thi hanh.

17. Pang ky khai sinh két hep 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:
- B&n nhan va bén duoc nhan 1a cha, me, con déu con song;
- Viéc nhan cha, me, con khéng c6 tranh chép.
- Truong hop nam, nir chung song véi nhau nhu vo chong, khong dang ky két
hon, sinh con, nguoi con song cung V6i ngudi cha, khi ngudi cha lam thu tuc
nhan con ma khong lién hé duoc vdi nguoi me thi khéng can co6 y kién cua
nguoi me trong To khai dang ky nhan cha, me, con.

2.2 | Cach thirc thuc hién TTHC:
Ngudoi €6 yéu cau dang ky khai sinh va nhén cha, me, con thyuc hién nop ho so
truc tiép tai Bo phan Tlep nhan va Tra két qua cua Uy ban nhan dan (UBND)
cap x& (Mot bén co thé ndp hd so ma khéng phai co van ban ty quyén cua bén
con lai).

\ A A AL Ban Ban
2.3 | Thanh phan hé so, bao gom: chinh | sao

* Giay to phai nop:
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To khai dang ky khai sinh va To khai dang ky nhan cha, me,

con, theo mau BM.HT.17.01 va BM.HT.17.02; X
Gidy chimg sinh; truong hop khdng c6 Giay ching sinh thi
nop van ban cia ngudi lam ching xac nhan veé viéc sinh; néu %

khong c6 nguoi 1am chang thi phai ¢é gidy cam doan vé viéc
sinh theo mau BM.HT.17.03;

Chting c& ching minh mdi quan hé cha, me, con, gdm mot
trong cac gidy 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 c¢6 van ban néu trén thi cac bén nhan cha,
me, con lap vin ban cam doan theo mau BM.HT.17.03 vé méi
quan hé cha, me, con, cé it nhat hai nguoi lam chang vé moéi
guan hé cha, me, con.

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

* Gidy to phai xuat trinh:

Ho chiéu hoic Chang minh nhan dan hoic Thé can cudc cong
dan hoic cac gidy to khac c6 dan anh va thong tin ca nhan do
co quan c¢6 tham quyeén cap, con gia tri st dung dé chiing minh
vé nhan than cua nguoi c6 yéu cau ding ky khai sinh va nhan
cha, me, con. Truong hop cac théng tin ca nhan trong cac giay
td nay di c6 trong Co so dit liéu Qudc gia vé Dan cu, Co so dir
liéu Ho tich dién t, duoc hé thong 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 khong thé khai thac duoc thdng
tin vé noi cu tra ctia 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 gidy
to chirng minh noi cu trt da duoc khai thac tir Co s¢ dit liéu
qudc gia vé dan cu bang cac phuong thire nay thi ngudi ¢ yéu
cau khéng phai xuat trinh.

*Luuy:

- Déi Véi gidy to ngp, xudt trinh:

+ Dol Vi gidy to Xuat trinh khi dang ky hg tich, nguoi tiep nhdn c trach
nhiém kiémvtra, doi chiéy voi thong tin trong to kha,i, chup lai hogc ghi lai
thong tin dé luu trong ho so va tra lai cho nguwoi Xuat trinh, khong dwoc yéu
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cau ngp ban sao hodc ban chup gidy to dé.

+ Nguoi yéu cau déing ky hé tich cd thé nép ban sao ching thuc tir bdan chinh
hodc bdn sao dirpc cap tir 6 goc hogc ban chup kém theo ban chinh gidy to dé
doi chiéu. Truong hop nguoi yéu cau nop ban chup kem theo ban chinh gidy to
thi ngu’o’l tiép nhdn co trach nhi¢m kiém tra, doi chiéu bdn chup véi ban chinh
va ky xac nhdn, khéng dwoc yéu cau nguoi di dang ky nép ban sao gidy to doé.

+ Ngwoi tiép nhan co trach nhiém tiép nhdn ding, di hé so ding ky hé tich
theo quy dinh cia phap ludt hé tich, khdng dwoc yéu cau nguoi ding ky hé tich
nop thém gidy to ma phap ludt hé tich khéng quy dinh phdi nép.

- Truong hop cho phép nguoi yéu cau dang ky hé tich ldp van ban cam doan
Vé néi dung Yeu cdu ddang ky hé tich thi co quan déing ky hé tich phdi gidi thich
rd cho nguoi ldp van ban cam doan vé trach nhiém, hé qua phép ly cia viéc
cam doan khong ding su that.

Co quan dang ky ho tich tir choi gidi quyet hodc dé nghi co quan ¢é tham
quyén huy bé két qua ding ky hé tich, néu c¢é co sé xdc dinh néi dung cam
doan khong ding su thdt.

- Péi Véi viée xdc dinh ho, dan tée, dat tén cho tre:

+ Vige xac dinh ho, dan tgc, dat tén cho tré em phai phu hop véi phap lugt va
yéu cau giz gin bdn sdc dan tgc, tap quan, truyén thong vin héa tét dep cua
Viét Nam; khong dat tén qué dai, khé si dung.

+ Truong hop cha, me khong thoa thudgn duwoc vé ho, dan téc, qué quan cua
con khi dang ky khai sinh thi ho, dan téc, qué quan cua con dwoc xdac dinh theo
tap quan nhung phdi bao dam theo ho, dan toc, qué quan cua cha hogc me.

2.4 | So lwong hd so: 01 bo
25 T_hf‘ri han giai quyét: 03 ngay lam \_/iéc, trueong hop phai xa¢ minh thi thoi han
| giai quyet khéng qua 08 ngay lam viéc.
,q |Dia diém tiép nhan hé so va tri két qua giai quyé't TTHC:
' Bo phan Tiép nhan va Tra ket qua cia UBND cap xa.
Co quan thuc hién: UBND cap x4 noi cu trii cia nguoi cha hoic nguoi me.
Co quan c6 tham quyén quyét dinh: UBND cip x4 noi cu tri ctia ngudi cha
2.7 | hoac nguoi me.
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:
5 g |- HO so du dieu kign: Giay khai sinh, Trich luc diang ky nhan cha, me, con (ban

chinh); ban sao Giéy khai sinh, ban sao Trich luc dang ky nhan cha, me, con
(truong hop yéu cau cap ban sao Giay khai sinh, ban sao Trich luc dang ky
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nhan cha, me, con).

- Hd so khong du diéu kién: Vin ban thong bao khong du diéu kién cap gidy

khai sinh hoac nhan cha, me, con.

2.10

Quy trinh xir ly cong viéc

TT

Trinh tw

Tréach
nhiém

Theot gian

Biéu
mau/Ket qua

Bl

1. Tiép nhan hd so truc tiép tir ca
nhan.

2. Cong chuc Tu phap - HO tich
kiém tra hd so:

- Néu hd so chua day du hoic khdng
hop 1é: Huéng dan hoic thong bao
bang van ban cho c& nhan bd sung,
hoan thién hd so. Truong hop khong
bo sung, hoan thién dugc ho so thi
thong bao tir chéi giai quyét hd so.

- Néu hd so day du, hop I&: Lam thu
tuc tiép nhan ho so va thu phi, 1& phi
theo quy dinh. Néu tiép nhan ho so
sau 15 gio thi guri Phiéu hen, tra két
qua cho ngudi ¢ yéu cau trong ngay
lam viéc tiép theo.

Sau khi tiép nhan ho so theo hinh
thirc 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 giai
quyét thu tuc hanh chinh da dugc s6
hoéa 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 ho so.

- Truong hop du diéu kién: Vao So
dang ky khai sinh va S6 dang ky
nhan cha, me, con; nhap du liéu vao
phan mém ho tich, in du thao Gidy
khai sinh va du thao Trich luc dang
Ky nhan cha, me, con;

- Truong hop khdng c6 chung cu
ching minh méi quan hé cha, me,

Cong
chirc Tu
phap - Ho
tich

02 ngay

Mau 05;
Du thao Trich
luc dang ky
nhan cha, me,
con va du
thao  Giay
khai sinh
hoac du thao
Van ban
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con huéng dan cac bén nhan cha, théng  béao
me, con lap vin ban cam doan vé khong da
mbi quan hé cha, me, con, c6 it nhat diéu  kién;
hai nguoi 1am chang vé méi quan hé Vin ban xac
cha, me, con. minh/bién
- Truong hop khong du diéu kién: ban xac minh
Du thao Van ban théng bao khong (neu co);
du diéu kién.
Trinh lanh dao UBND cap X&.
B2.2. Kiém tra, xem xét hd so,
truong hop vi@c nhan cha, me, con
phuc tap thi tien hanh xac minh viéc X
nhan cha, me, con bang vin ban 07 ngay
hodc tryc tiép. Sau khi co két qua
xac minh thi thuc hién nhu B2.1
Mau 05;
Trich luc
dang ky nhan
~ cha, me, con
na | KY Két qua giai quyét tha tuc hanh | GENEC | gis |Va Gidy kha
chinh cp & sinh hoac
Vian ban
théng béo
khong dua
diéu kién
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
cong chirc Tu phap - Ho tich Vian sinh hoac
phong Van ban
théng béo
khong du
diéu kién
2 i A s 2 X Cong Mau 01, 06;
Chuyén nguoi dan ky vao So (neu | o p | Gighanh | Trich — luc
B5 | cap trich luc); tra ket qua, thu phi, 1€ o ia . dang ky nhan
) : I phéap - HO chinh
phi theo quy dinh (néu co). tich cha, me, con

va Giay khai
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sinh hoac
Van ban
thdng béo
khong da
diéu kién

* Trieong hop hé sor qua han xix 1y, trong thoi gian chdm nhdt 01 ngay truéc ngay
hét han Xt ly, cdng chite Tur phdp - Hé tich trinh Cha: tich UBND cdp x& ky ban
hanh phiéu xin 151 va hen lai ngay trd két qua dé giri cho té chirc, ca nhan.

* Trong qud trinh gidi quyét ho so nguoi c6 trach nhiém thyc hién can thuec hién
dong thoi cac thao tac tiép nhan/chuyénitra ho 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.

BIEU MAU
(]
Mﬁu 01 Mgugocx
Giay tiép nhan ho so va hen tra két qua
(]
M?lu 02 Méugocx
Phiéu yéu cau bo sung hoan thién ho so
(w]
M?lu 03 Mgugocx
Phiéu tir chdi tiép nhan giai quyét ho so
(w]
M?lu 04 Méugocx
Phiéu xin 15i va hen lai ngay tra két qua
(w]
Mau 05 MSuF.]ocx
Phiéu kiém soat qua trinh giai quyét ho so
[w]
ME:lU 06 Méugocx
S6 theo dbi ho so
]
BM.HT.17.01 BM.HT. 17.01.docx
To khai dang ky khai sinh
[
BM.HT.17.02 BM.HT.%Z.dOC

To khai dang ky nhan cha, me, con
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@j

BM.HT.17.03 BM.HT. 17.03.docx
Van ban cam doan

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 luu 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);

Phan mém http://khaisinhdientu.moj.gov.vn; http:/hotich.moj.gov.vn. Phan
mém H¢ thong thong tin giai quyét tha tuc hanh chinh cua tinh.

Ho so duoc luu tai UBND cAp X, thoi gian luu trit So déng ky khai sinh va S6 ding
ky nhan cha, me, con 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.

18. Pang ky lai khai sinh

KY HIEU QUY TRINH QT.HT.18

NOQI DUNG QUY TRINH

2.1

piéu kién thuc hién TTHC:

- Viéc dang ky khai sinh d3 dang ky tai co quan c6 tham quyén cua Viét Nam
trudc ngay 01/01/2016 nhung S6 dang ky khai sinh va ban chinh Giay khai
sinh déu bi mat;

- Nguoi yéu cau diang ky lai khai sinh phai con séng vao thoi diém tiép nhan hé so.

2.2

Cach thirc thuc hign TTHC:

- Nguoi c6 yéu cau dang ky lai khai sinh tryc tiép thuc hién hodc uy quyen cho
nguoi khac thuc hién viéc dang ky lai khai sinh tai Bo phan Tiep nhan va Tra
ket qua cia UBND cap x&;



http://khaisinhdientu.moj.gov.vn/
http://hotich.moj.gov.vn/
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- Giri ho so qua hé théng buu chinh;

- Nop hd so truc tuyén trén Codng dich vu cbng qudc gia
(https://dichvucong.gov.vn) hoiac Hé thdng thdng tin giai quyét thu 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 khai sinh, theo mau BM.HT.18.01, trong
_ | d6 ¢6 cam doan cua ngu:m yéu Cau vé viéc dd nop du cac gidy X

to hién c6 (néu ’ngu’ol c6 yéu cau lua chon nop hd so theo
hinh thuc tryc tiep);

Biéu mau dién tir tuong tac dang ky lai khai sinh, trong do co
cam doan cac thong tin cung cap 1a dung sy that, khdng con ban
chinh Gidy khai sinh, d3 ndp du cac glay to hién co6 va chiu
hoan toan trach nhiém trudc phap luat vé ndi dung cam doan
ctua minh (do nguoi yéu Céu cung cap thong tin theo hudéng dan
trén Cong dich vu cong quéc gia hodc Hé thdng théng tin giai
quyét thi tuc hanh chinh caa tinh néu nguoi c6 yéu cau lya
chon nop hé so theo hinh thic truc tuyén).

Ngu’(‘)ri’Cé yéu ciu ding ky lai khair sinh thuc hién viéc
nop/xuat trinh (theo hinh thuc tryc tiép) hodc tai Ién (theo
hinh thic truc tuyén) cac giay to sau:

* Giay to phai nop:

Toan bo hod so, gidy to caa nguoi yéu cau hoic ho so, gidy to,
tai liéu khac trong d6 co thong tin lién quan dén noi dung
khai sinh, gom:

+ Gidy khai sinh do co quan c6 tham quyén caa Viét Nam cap
hop 1é (ban sao dugc ching thuc tir ban chinh, ban sao duoc
cap tir S6 ding ky khai sinh); Ban chinh hoac ban sao gidy to
ch gia trj thay thé Gidy khai sinh duoc 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 chic c6 tham quyén X
cua Viét Nam cap hop 1é nhu: Gidy chitng minh nhan dan, Thé
can cude ¢ong dan hoic Ho chiéu; gidy to chang minh vé noi
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cu tr; Bang tét nghiép, Gidy ching nhan, Chung chi, Hoc ba,
ho so hoc tap do co quan co tham quyén cap hoic xac nhan;
gidy to khac cé théng tin v& ho, chit 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 c6) va phai cam doan da nop
du cac gidy to minh co; chiu trach nhiém, hé qua caa viéc cam
doan khong ding su that.

Truong hop ngudi yéu cau dang ky lai khai sinh 1a can b,
cong chuc, vién chice, nguoi dang cong tac trong luc luong
vl trang thi phai c¢6 van ban xac nhan cta Thu trudng co
quan, don vi vé viéc nhiing noi dung khai sinh cua ngudi do
gom ho, chit dém, tén; gidi tinh; ngdy, thang, nam sinh; dan
toc; qudc tich; qué quan; quan hé cha - con, me - con phl hop
Vvéi ho so do co quan, don vi dang quan ly.

Vin ban ay quyén theo quy dinh cua phap luat trong truong
hop ty quyén thuc hién viéc dang ky lai khai sinh. Truong
hop ngudi dugc ay quyén 1a 6ng, ba, Ccha, me, con, vg, chong,
anh, chi, em rudt cta ngudi uy quyén thi van ban ay quyén
khong phai chang thuc.

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

* Gidy to phai xuét trinh:

Ho chiéu hoic Chang minh nhan dan hoic Thé can cudc
cong dan hoic cac giay to khac co dan anh va thong tin ca
nhan do co quan ¢6 tham quyén cap, con gia tri s dung dé
ching minh vé nhan than cua nguoi ¢6 yéu cau ding ky lai
khai sinh. Truong hop cac thdng tin ca nhan trong cac gidy to
nay da co trong Co sé dir liéu QUOC gia vé Dan cu, Co so dir
liéu Ho tich dién to, dugc hé théng dién tu dong thi khdng
phai xuat trinh (theo hinh thuc truc tiép) hoic tai 1&n (theo
hinh thire truc tuyén);

Gidy to ¢6 gid tri chung minh thong tin vé cu tr trong trudng
hop co quan dang ky ho tich khong thé khai thac dugc thong
tin vé noi cu tru cia cong dan theo cac phuong thuc quy dinh
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tai khoan 2 Piéu 14 Nghi dinh sé 104/2022/ND-CP _hgay
21/12/2022 cua Chinh phu. Truong hop cac théng tin vé gidy
to chimg minh noi cu tri da duoc khai thac tir Co so dir liéu
qudc gia vé dan cu bang cic phuong thirc nay thi ngudi c6
y&u cau khong phai xuét trinh (theo hinh thuc truc tiép) hoic
tai 18n (theo hinh thac truc tuyén).

* Lueu ¥ khi nop ho so:
- Truong hop gii ho so qua h¢ thong buu chinh thi phai gui kém theo ban sao
co chwng thyrc cac gidy to phal Xudt trinh néu trén.

- Déi Véi gidy to ndp, xudt trinh néu nguoi yéu cau nop hé so theo hinh thirc
tryec tiép:

+ Poi Vi gidy to xudt trinh khi dang ky hé tich, nguwoi tiép nhdn cé trach
nhiém kiém tra, déi chiéu véi thong tin trong to khai, chup lai hogc ghi lai
théng tin dé luu trong hé so va trd lai cho ngwoi Xudt trinh, khéng dwoc yéu
cau nép ban sao hodc ban chup gidy to dé.

+ Nguoi yéu cau dang ky hé tich c¢d thé nép ban sao ching thuc tir ban chinh
hodc bdn sao dwot cap tir sé goc hodc ban chup kém theo bdn chinh gidy to dé
doi chiéu. Triong hop ngueoi yéu cau nép ban chup kém theo ban chinh gidy to
thi nguwoi tiép nhdn co trach nhiém kiém tra, déi chiéu ban chup véi ban chinh
va ky xac nhdn, khéng dwoc yeu cdu ngueoi di dang ky nép bdn sao gidy to doé.
+ Ngwoi tiép nhdn cé trach nhiém tiép nhdn ding, di hé so dang ky hé tich
theo quy dinh cua phap ludt hé tich, khéng dwoc yéu cau nguoi dang ky hé tich
ngp thém gidy to ma phap ludt hé tich khéng quy dinh phdi nép.

- D6i Vi gidy to givi kém theo néu nguoi yéu cdu ndp hé so theo hinh thirc truc tuyén.:
+ Ban chup céc gidy to guii kém theo hé so ding ky lai khai sinh tryc tuyén
phdi bdo dam ré nét, day dii, toan ven vé ngi dung, 1a ban chup bang may danh,
dién thogi hodc duwoc chup, dwoc quét bang thiét bi dién tir, tir gidy to duwoc
cap hop 1é, con gid trj sir dung.

+ Truong hop gidy to, tai lieu phai giri kém trong hé so ding ky lai khai sinh
tryc tuyén da c6 ban sao dién tr hodac da cé ban dién tur gidy to hg tich thi
nguroi Yeu cdu dwroc sir dung bdan dién tir nay.

+ Khi dén co quan dang ky hé tich nhdn két qua (Gidy khai sinh/bdn sao Gidy
khai sinh), nguoi cO yéu cau dang ky lai khai sinh phdi xudt trinh gidy to tuy
than, ngp cac gidy to 1a thanh phan hé so dang ky lai khai sinh theo quy dinh
phéap lugt ho tich.

- Gidy to do co quan c¢6 tham quyén ciia nwdc ngoai cap, cong ching hodc xac
nhdn dé sir dung cho viéc dang ky hé tich tai Viét Nam phdi duot hop phap
hoa 1anh sir theo quy dinh cia phap ludt, trir trwong hop dwoc mién theo diéu
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wéC quac té ma Viét Nam 1a thanh vién.

- Truong hop nguoi c6 yéu cau dang ky lai khai sinh khong cung Cap duoc
gidy to néu trén theo quy dinh hodc gidy to nop, XUat trinh bj tay x0a, sua
chiza, 1am gid thi co quan ding ky hé tich c6 tham quyén huy bé két qua dang
ky lai khai sinh.

- Truwong hop cho phép nguoi yéu cau dang ky hé tich ldp van ban cam doan
vé néi dung Y&u cdu ddang ky ho tich thi co quan déing ky hé tich phdi gidi thich
r6 cho nguwoi ldp van ban cam doan vé trach nhiém, hé qua phap Iy cua viéc
cam doan khong dung su that.

- Co quan dang ky ho tich tr chai gidi quyet hodc dé nghi co quan c6 tham
quyén hay b két qua dang ky hé tich, néu c¢é co sé xdc dinh ngi dung cam
doan khong dung sy that.

2.4

S6 lwong hd so: 01 b

2.5

Thoi han giai quyét: 05 ngay lam viéc, ké tir ngay nhan du ho so hop 1¢;
Truong hop phai xac minh thi thoi han giai quyéet khdng qua 25 ngay lam viéc.

2.6

Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:

- Bo phan Tiép nhan va Tra két qua caa UBND cép xa.

- Hé thdng thong tin giai quyét thu tuc hanh chinh caa tinh (chi tiép nhan hd
s0): https://dichvucong.hatinh.gov.vn hoac https://dichvucong.gov.vn.

2.7

Co quan thuc hién: UBND cép x4 noi da dang ky khai sinh trudc day hoac
UBND cép xa noi ngudi yéu cau dang ky lai khai sinh thuong tra.

Co quan c6 tham quyén quyét dinh: UBND cép xa noi da ding ky khai sinh
trude day hodc UBND cép xi noi ngudi yéu cau dang ky lai khai sinh thuong
tra.

Co quan dwoc iy quyén: Khong.

Co quan phdi hop: UBND cip x3 noi ngudi yéu cau ding ky lai khai sinh da
dang ky khai sinh trudc day trong truong hop thuc hién dang ky lai khai sinh
tai UBND cép x4 noi thuong tra; Co quan quan 1y Co s& dir liéu Quéc gia vé
Dan cu; Co quan cong an c6 tham quyén.

2.8

Poi twong thuc hién TTHC: C4 nhan.

2.9

Két qua giai quyét TTHC:
- Ho so di1 diéu kién: Gidy khai sinh (01 ban chinh; s lugng ban sao theo yéu cau).
- H6 so khong du diéu kién: Vian ban thong bao khong du diéu kién.
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2.10 | Quy trinh xi ly cdng viéc

Trach Thoi | Biéu mau/Két

TT Trinh tw o . .
: nhiém gian qua

1. Tiép nhan hd so truc tiép tir ca
nhan hoic tir hé théng buu chinh
hoic trén Cong dich vu cbng qudc
gia (https://dichvucong.gov.vn) hoac
Hé thong théng 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 du hoic khdng
hop 1é: Huéng dan hoic théng bao
bang van ban cho c& nhan bé sung,
hoan thién ho so. Truong hop khong
b6 sung, hoan thién duoc ho so thi
théng bao tir chéi giai quyét hd so.

- Néu hé so day du, hop lé: Lam tha | Cong chic | Gio
B1 | tuc tiép nhan ho so va thu phi, 1¢ phi | Tuphap- | hanh
theo quy dinh. Néu tiép nhan ho so| HO tich chinh
sau 15 gio thi giri Phiéu hen, tra két
qua cho ngudi c6 yéu cau trong ngay
lam viéc tiép theo hoac guri tin nhan
hen tra két qua qua dién thoai di
dong cho nguoi c6 yéu cau (néu
nguoi €6 yéu cau lya chon hinh thic
nop hd so truc tuyén).

Sau khi tiép nhan hd so theo hinh
thac nop truc tiép, cong chicc Tu
phap - Ho tich thuc hién s6 hoa (sao
chup, chuyén thanh tai liéu dién tir
trén hé théng thong tin, co so dir
lieu) va ky sb vao tai liéu, ho so giai
quyét thil tuc hanh chinh da duoc sb
hoéa theo quy dinh.

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

Kiém tra, xem xét hd so: Coéng chuac | 04 ngay Mau 05;
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B2

- Truong hop khong can phai xac
minh thi kiém tra hd so:

+ Néu du diéu kién: Ghi noi dung
khai sinh vao S6 dang ky khai sinh,
cap nhap dir liu vao phan mém ho
tich, in du thao Gidy khai sinh.
Truong hop tiép nhan hé so dang ky
lai khai sinh theo hinh thuc truc
tuyén thi gui lai biéu miu Gidy khai
sinh dién tir v4i thong tin day du cho
ngudi Yeu cau qua thu dién tir hoic
thiét bi s6.

Ngudi yéu cau co trach nhiém kiém
tra tinh chinh xac, day du cua céac
thdng tin trén biéu mau Giy khai sinh
dién tir va xac nhan (t6i da mot ngay).
Néu ngudi ¢4 yéu cau xac nhan thong
tin da théng nhat, day da hoac khong
¢ phan hoi sau thoi han yéu cau thi
ghi ndi dung vao S6 dang ky khai sinh,
cap nhat thong tin dang ky khai sinh va
lwu chinh thirc trén Phan mém dang
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 1anh dao UBND cép xa.

Tu phap -
Ho tich

Dy thao gidy
khai sinh hoac
Van ban thong
bao khong du
diéu kién dang
ky lai khai
sinh.

- Truong hop viéc dang ky lai Khai
sinh duogc thyc hién tai Uy ban nhan
dan cap xa khong phai noi ding ky
khai sinh trudc day thi cong chirc Tu
phap - Ho tich bdo céo Chu tich Uy
ban nhan dan cap xi c6 vin ban dé
nghi Uy ban nhan dan cép xi noi
dang ky khai sinh true day kiém tra,
x&c minh vé viéc luu giir 6 ho tich.

- Trudng hop gidy to cua nguoi yéu
cau dang ky lai khai sinh khong co
thong tin chung minh quan hé cha,

Cong chuc
Tu phap -
Ho tich,
Lanh dao
UBND cap
xa, Van thu

02 ngay

Mau 05; Van
ban d¢ nghi
Xac minh
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me, con thi co quan dang ky hg tich
c6 vin ban dé nghi co quan cong an
c6 tham quyén xac minh.

Thuc hién cac budc tiép theo.

Uy ban nhédn dan noi da dang ky khai | UBND cap
sinh trudce day tien hanh kiém tra, X&c | x& va co Vin ban tra 15
B3 | minh va tra l6i bang van ban; quan cé{]g 20 ngay a)r(lécar?ﬂr:ﬁ ol
Co quan cong an co tham quyén xac | anco t‘hﬁm '
minh. guyén
Mau 05;
Du thao Gidy
* Nhan két qua xac minh: Thuc hién khai sinh hoac
nhu budc 2 V,an barj tho“g
" \ A , bao khong du
Truong hop co quan cong an tra didu kién din
l6i khdng cO thong tin thi co quan A . . ; g
9 S .. 15| Cong chirc ., | ky lai  khai
B4 | dang ky ho tich cho ngudi yéu cau | _. (o ha 02ngay | 7. "¢
9 L . 20 0 xua ly ho so sinh; Van ban
dang ky lai khai sinh lap van ban cam. doan  vé
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’ é ’1 ding
ki khai sinh
(néu co).
Mau 05;
Gidy khai sinh
. T U e b Lanh dao hoac Van ban
ps | KV duthioketqua gial quyetthutuc | ygnp ey | o4 giv |thong  béo
hanh chinh < . g A
xa khong du diéu
kién dang ky
lai khai sinh.
Mau 05, 06;
Phét hanh van ban va chuyén két qua Cong chi Sli}y khai sinh
B6 | cho cong chirc Tu phap - H6 tich dé | —2nd ¢ 01giy |Nodc Van ban
Van phong thong béo

tra cho td chuc, ca nhan.

khong du diéu
kién dang ky
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lai khai sinh.

Mau 01, 06;
Gidy khai sinh

Chuyén ngudi dan ky vao S6 (néu| Congchiic | Gio | hogc Van ban
B7 | cap giay khai sinh); tra két qua, thu| Tu phap - hanh | thong béo
phi, 1€ phi theo quy dinh. Ho6 tich chinh | khong du diéu
kién dang ky
lai khai sinh.
* Truong hop ho so qud han xik 1y, trong thoi gian chdm nhar 01 ngay trudc ngay
het han X 1y, cong chize T phap - Ho tich trinh Chu tich UBND cap xa ky ban
hanh phieu xin loi va hen lai ngay tra ket qua dé gui cho té chiic, ca nhan.,
* Trong qué trinh giai quyét ho so ngurdi c6 trach nhiém thyc hién can thuc hién
dong thoi cac thao tac tiep nhan/chuyen/tra ho so, ket qua giai quyet trén phan
meéem H¢ thong thong tin giai quyét thu tuc hanh chinh cua tinh voi cac buoc
trong quy trinh.
3 |BIEU MAU
(W]
M?lu 01 Méugocx
Gidy tiép nhan ho so va hen tra két qua
(w]
Mau 02 Mgugocx
Phiéu yéu cau bo sung hoan thién ho so
(W]
M?lu 03 MSugocx
Phiéu tir chéi tiép nhan giai quyét hd so
(w]
I\/I?lu 04 Méu&ocx
Phiéu xin 15i va hen lai ngay tra két qua
(W]
ME:lU 05 Méugocx
Phiéu kiém soat qua trinh giai quyét ho so
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Mau 06 M3u 06.docx
So theo ddi ho so

]
BM.HT.18.01 BM.HT.F.ZILdoc
To khai dang ky lai khai sinh

HO SO LUU:

Mau 01; 02, 03, 04 (néu 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 dang ky khai sinh;

Vin ban dé nghi xac minh; Vin ban tra loi két qua xac minh (néu co);

Vin ban cam doan vé thdng tin caa cha, me (néu co);

Vin ban thong bao khong du diéu kién dang ky lai khai sinh (néu co);

Phan mém http://khaisinhdientu.moj.gov.vn. Phan mém Hé thong thong tin
giai quyét thu tuc hanh chinh cua tinh.

Ho so dugce luu tai UBND cap x4, thoi gian luu trir S6 dang ky khai sinh 1a vinh vién,
con cac ~giély to khac thuc hién Iuu theo quy dinh cua Luat HO tich va cac van ban
huédng dan thi hanh.

19. Ping ky lai két hon

1 | KY HIEU QUY TRINH QT.HT.19
2 | NQI DUNG QUY TRINH
2.1 | Piéu kién thuc hién TTHC:

- Viéc két hon da duoc dang ky tai co quan ¢6 tham quyén cua Viét Nam trudc
ngay 01/01/2016 nhung S6 dang ky ket hon va ban chinh Giay chirng nhan ket
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hon déu bi mat;
- Ngudi yéu cau dang ky lai két hon con song vao thoi diem yéu cau dang ky
lai két hon.

2.2 | Céch thac thuc hién TTHC:
- Nguoi ¢6 yéu cau dang ky lai két hdn thyc hién nop ho so tryc tiép tai Bo
phan Tiep 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 Hé thong théng tin giai quyét thu tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn)
Bén nam hoic bén nit c6 thé nop hd so ma khong can c6 van ban ty quyén cua
bén con lai.
N )Y by A . Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
| To khai ding ky lai két hon, theo miu BM.HT.19.01 (néu «

ngudi ¢O yéu cau lya chon nop ho so theo hinh thuc truc tiép);

Biéu mau dién tur twong tac ding ky lai két hon, trong do co
cam doan céac thong tin cung cdp 1a dung su that, khéng con
ban chinh Gidy chiing nhan két hon, da nop du cac gidy to hién
c6 va chiu hoan toan trach nhiém trudc phap luat vé noi dung
cam doan ctia minh (do nguoi yéu cau cung cap thdng tin theo
huong dan trén Cong dich vu cong quoc gia hoic Hé thong
thdng tin giai quyét thu tuc hanh chinh cua tinh néu nguoi c6
yéu cau lua chon nop hd so theo hinh thirc tryc tuyén).

Nguoi ¢6 yéu cau ding ky lai két hon thuc hién viéc nop/xuat
trinh (theo hinh thirc tryc tiep) hoac tai 1én (theo hinh thirc truc
tuyén) cac giay to sau:

* Giay to phai nop:

Gidy chiing nhan két hon duoc cap trude ddy. Néu khdng cd ban
sao Giay chung nhan ket hon thi nop ban sao ho so, giay to ca X
nhan c6 céc thong tin lién quan dén ndi dung dang ky ket hon;

* Gidy tor phai xuat trinh:

Ho chiéu hoac Chang minh nhan dan hoic Thé can cudc cong
dan hoic cac gidy to khac c6 dan anh va thong tin ca nhan do co
quan c6 tham quyén cap, con gia tri st dung dé chitng minh vé
nhén than cua ca hai bén c6 yéu cau dang ky lai két hon. Truong | X
hop cac thong tin c& nhan trong cac gidy to nay da co trong Co
s& dir liéu Qudc gia vé Dan cu, Co sé dir liu Ho tich dién ta,
dugc hé thong dién ty dong thi khdng phai xuat trinh (theo hinh
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thirc truc tiép) hoac tai 18n (theo hinh thuc truc tuyén):;

Gidy to ¢6 gia tri chung minh théng tin vé cu tra trong truong
hop co quan dang ky ho tich khéng thé khai thac dugc théng
tin vé noi cu trii ciia cong dan theo cac phuong thirc quy dinh
tai khoan 2 Diéu 14 Nghi dinh s6 104/2022/ND-CP ngay
21/12/2022 cua Chinh phu. Truong hop cac théng tin vé gidy |  x
to ching minh noi cu tru da dugc khai thac tir Co so dit liéu
qudc gia V& dan cu bang cac phuong thirc nay thi ngudi c6 yéu
cau khdng phai xuat trinh (theo hinh thuc truc tiép) hoac tai 1én
(theo hinh thire truc tuyén).

Luu y:

- Déi Vi gidy to nép, xudt trinh néu nguwoi yéu cau ngp hé so theo hinh thirc
tryc tiep:

+ Do Véi gidy to xudt trinh khi ding ky ho tich, nguoi tiép nhdn co trach
nhiém kiém tra, déi chiéu véi thong tin trong to khai, chup lai hodgc ghi lai
théng tin dé lwu trong hé so va trd lai cho ngwoi xudt trinh, khéng diroC yéu
cau nép ban sao hodc ban chup gidy to dé.

+ Ngwoi yéu cau dang ky hg tich co thé ngp ban sao ching thyec tir ban chinh
hodc bdn sao dwot cap tir s6 goc hogc ban chup kém theo ban chinh gidy to dé
doi chiéu. Truong hop nguroi yéu cau nop ban chup kém theo bdn chinh gidy to
thi nguwoi tiép nhdn co trach nhi¢m kiém tra, doi chiéu ban chyup Vi ban chinh
va ky xac nhdn, khéng dwoc yéu cau nguoi di dang ky nép ban sao giay to do.
+ Nguoi tiép nhan co trach nhiém tiép nhdn diing, dii hé so dang ky hé tich
theo quy dinh cia phap lugt hé tich, khéng dwoc yeu cau nguwoi dang ky hé tich
ngp thém gidy to ma phap ludt hé tich khéng quy dinh phdi nép.

- P61 Véi gidy to guri kém theo néu nguoi yéu cdu ngp hé so theo hinh thirc truc
tuyeén:

+ Ban chup céc gidy to giri kém theo hé so ddang ky lai két hon truc tuyén phdi
bdo dam ré nét, day dii, toan ven vé ngi dung, 12 ban chup bang may dnh, dién
thoai hodc duwoc chup, dwoc quét bang thiét bj dién ti, tir gidy to dwoc cap hop
I¢, con gié tri si dung

+ Truong hop gidy to, tai liéu phdi gii kém trong hé so dang ky lai két hon
truc tuyén da c6 ban sao dién tur hodc da cé ban dien tur giay to hg tich thi
nguoi yeu cau dwoc sir dung bdn dién tir nay.

+ Khi dén co quan dang ky h¢ tich nhan két qua (Glay chitng nhdn keét hon),
ngueoi o yeu cdu dang ky lai két hdn xudt trinh gidy to tup than, ngp céc giay
to 1a thanh phan hé so dang ky lai két hén theo quy dinh phéap ludt hé tich.

- Gidy to do co quan c6 tham quyén cia nwdéc ngoai cap, cdng ching hodc xac
nhdn dé sir dung cho viéc ding ky hé tich tai Viét Nam phdi diroc hop phap
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hoa 1anh sir theo quy dinh cua phap lugt, trie trieong hop dieoc mién theo diéu
wéC quoc té ma Viét Nam 1a thanh vién.

- Truong hop nguoi yéu Cau dang ky lai két hon khong cung cdp dwot giay to
néu trén quy dinh hoac glay to nop, XUat trinh b; tay x0a, swa chira, lam gia thi
co quan dang ky hé tich ¢6 tham quyén huiy bé két qua dang ky Iai két hon.

2.4 | S6 lwong hd so: 01 bd
o5 | Thoi han gii quyét: 05 ngay lam viéc, ké tir ngdy nhan du ho so hop I§;
= | Truong hop phai x4c minh thi thoi han giai quyét khdng qua 25 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.
26 A e ~ . - e N \ , N 9 0 a1t A A A
- Hé thong thdng tin giai quyét tha tuc hanh chinh cua tinh (chi tiép nhan ho
s0): http://dichvucong.hatinh.gov.vn hoac https://dichvucong.gov.vn.
Co quan thuc hign: UBND cp xa noi da dang ky két hon trude day hodc
UBND cap xa noi nguoi yéu cau thuong tru.
Co quan cé tham quyen quyét dinh: UBND cap xa noi da dang ky két hon
97 trude day hoac UBND cap xa noi nguoi Yéu cau thuong tra.
" | Co quan dwoc ity quyén: Khong.
Co quan phoi hop: Co quan quan ly Co s¢ dir ligu Quéc gia vé Dan cu; ﬁy
ban nhén dan noi déng ky ket hon trude day trong truong hop déng ky lai ket
hon tai UBND cap xa noi nguoi yéu cau thuong tru.
2.8 | Poi twong thuc hién TTHC: C4 nhan.
Két qua giai quyét TTHC:
- Ho so du diéu kién: Gidy chang nhan két hon (ban chinh), mdi bén vo, chong
2.9 | 01 ban.
- HO so khong du diéu kién: Van ban thong bao khong du diéu kién dang ky lai
két hon.
2.10 | Quy trinh xir ly cdng viéc
TT Trinh tu Trich T_hm Biéu maﬁu/Ket
: nhiém gian qua
1. Tiep nhan ho so tryc tiép tir ca
nhan hoac trén Cong dich vu cong
quoc gia (https://dichvucong.gov.vn) A x _
hoac Hé thong thong tin giai quyét tha t?on(% Gio M?u 010026 O?’
Bl |tuc hanh chinh cua tinh p%élgc_ I—lllé hanh I(_rl]gu Cs(z’ th:e/g
(https://dichvucong.hatinh.gov.vn). tich * | chinh Muc 2.3

2. Cong chire Tu phap - HO tich kiem
tra ho so:
- Néu hd so chua day du hoic khong
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hop 1& Hudéng dan hodc thong bao
bang van ban cho c& nhan bd sung,
hoan thién hd so. Truong hop khong
b6 sung, hoan thién duoc hd so thi
thong bao tir chéi giai quyét hd so.

- Néu hd so day dua, hop 1&: Lam thu
tuc tiép nhan hd so va thu phi, 1& phi
theo quy dinh. Néu tiép nhan hd so
sau 15 gio thi giri Phiéu hen, tra keét
qua cho nguoi ¢6 yéu cau trong ngay
lam viéc tlep theo hodc g tin nhan
hen tra két qua qua dién thoai di dong
cho ngudi c6 yéu cau (néu ngudi co
yéu cau lya chon hinh thac nop ho so
truc tuyén).

Sau khi tiép nhan ho so theo hinh thirc
nop truc tiép, Cong chac Tu phéap -
Ho tich thuc hién sb hoa (sao chup,
chuyén thanh tai liéu dién tu trén he
théng thong tin, co s¢ dit liéu) va ky
s6 vao tai lieu, hd so giai quyét thu
tuc hanh chinh da dugc s6 hoa theo
quy dinh.

B2

Kiém tra, xem xét hd so:

- Truong hop khong can phai xac
minh thi kiém tra ho so:

+ Néu du diéu kién: Vao So6 dang ky
két hon, nhap di liéu vao phan mém
ho tich, in du thao Gidy chung nhan
két hon.

Truong hop tiép nhan hod so dang ky
lai két hon theo hinh thuc truc tuyén
thi gui lai biéu mau Gidy ching nhan
két hon dién tir v6i thong tin day du
cho nguoi yéu cau qua thu dién to
hoic thiét bi sé.

Nguoi yéu cau cé trach nhiém kiém
tra tinh chinh xac, day du cua cac
thong tin trén biéu mau Giay ching
nhan két hon dién tr va xac nhan (tdi

Cong
chac Tu
phap - Ho
tich

04 ngay

Mau 05;
Gidy  chung
nhan két hon
hoac Van ban
théng béo
khong du diéu
Kién diang ky
lai két hon.
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da mot ngay).

Néu ngudi 6 yéu cau xac nhan thong
tin da thong nhat, day du hoic khéng
c6 phan hdi sau thoi han yéu cau thi
ghi vao S6 dang ky két hén, cap nhat
thong tin dang ky lai két hon va luu
chinh thac trén Phan mém dang ky,
quan ly hé tich dién tir dung chung.

- Néu khong du diéu kién: Du thao
van ban thong bao khong du diéu kién
dang ky lai két hon.

Trinh lanh dao UBND cdap XA.

, Cong
Truong hop viée dang ky lai ket hon | chic Tu
thuc hién tai Uy ban nhan dan cap xa | phap — Ho
khong phai noi da dang ky ket hon | tich, Lanh Miu 05: Van
trudc day: Tham muu van ban dé nghi dao 02 noav | ban  da hi
Uy ban nhén dan noi dang ky ket hon| UBND ngay Xa}n mineh nght
trude day kiém tra, xac minh vé viéc | cép x4, a
luu gitr s0 ho tich tai dia phuong. cong chuc
Thuc hién cac budc tiép theo. Van
phong
UBND
Uy ban nhan dan noi dang ky két hon | cap xa e e na
B3 | trudc day kiém tra, x4c minh vé viéc | duoc dé | 20 ngay Van ban tra loi
I S g o Xac minh.
luu gitr s6 ho tich tai dia phuong. nghi xac
minh
, Mau 05;
Sau khi c6 két qua xac minh hogc khi Gidy  chtng
hét thoi han 20 ngay ké tir ngay gui . nhan két hon
B4 van ban x4ac minh nhung khong nhan h9°”9 v | 02 nas hoéc Van ban
duge vin ban tra 15i: Thuc hién nhu | ©1¢ XY 9 lthong  bao
budéc B2. , khong du diéu
Trinh lanh dao UBND cap xa. kién dang ky
lai két hon.
Mau 05;
- 4 9 .y A ” \ Lﬁl’lh d.’;‘lo e ,,
BS K){ ket qua giai quyet thu tuc hanh UBND 04 giv G|i1y A’churjg
chinh. chp Xa nhan két hoén

hodc Van ban
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théng bao
khong du dieu
kién dang ky

lai két hon.
Mau 05, 06;
Gidy  chung
Phat hanh van ban va chuyén két qua| Cong Ehﬁm \l;f’t 202
B6 |cho cong chuc Tu phap - Ho tich dé | chiac Van | 01 gio thogr?g an bgo
: ong dan. hon 3
tra cho cong phong khong du didu
kién dang ky
lai két hon.
Mau 01, 06;
Gidgy  ching
Trao Gidy ching nhan két hon cho cr?&ocn%u Gio Ehe;‘n \lj?t 29”
B7 | cong dan, thu phi, 1€ phi (néu c0) hoac ohap - Ho hanh thoglr?g an bgg
tra Van ban thong bao cho cong dan tich " | chinh khong du didu
kién dang ky
lai két hon.
* Truong hop ho so qud han xii 1Y, trong thoi gian cham nhar 01 ngay trirée ngay
het han xu ly, cdng chie T phdp - Ho tich trinh Chu tich UBND cap xa ky ban
hanh phiéu xin loi va hen lai ngay tra ket qua dé guri cho to chaic, ca nhan.
* Trong qué trinh gidgi quyét ho so nguoi ¢6 trach nhigm thyc hién can thuc
hién dong thoi cac thao tac tiep nhan/chuyen/tra ho so, ket qua giai quyet trén
phan mem Hé thong théng tin giai quyet thu tuc hanh chinh cua tinh véi cac
buwdc trong quy trinh,
3 |BIEU MAU
(W]
Mﬁu 01 M5u£ocx
Gidy tiép nhan hd so va hen tra két qua
(]
Mﬁu 02 MSu%ocx
Phiéu yéu cau bo sung hoan thién ho so
(]
Mﬁu 03 MSugocx
Phiéu tir chdi tiép nhan giai quyét ho so
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Mau 04 Mau 04.docx

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

Mau 05 Mau 05.docx

Phiéu kiém soat qué trinh giai quyét hd so
g

Mau 06 M3u 06.docx

S6 theo ddi ho so
b ]

BM.HT.19.01 ’ BM.HT. 19.01.doc
To khai dang ky lai ket hon.

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;

So dang ky két hon;

Vin ban thong bao khong du diéu kién dang ky lai két hon (néu cd);

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

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

Ho so duoc luu tai UBND céap x4, thoi gian luu trit S6 ding ky két hon 1a vinh vién,
con cac ~giély to khéac thuc hién luu theo quy dinh cua Luat Ho tich va cac van ban
huéng dan thi hanh.

20. Pang ky lai khai tir

KY HIEU QUY TRINH QT.HT.20

NQI DUNG QUY TRINH

2.1

Piéu kién thuc hién TTHC:

Vige dang ky khai tir da dang ky tai co quan c6 tham quyén cua Viét Nam trugc
ngay 01/01/2016 nhung S6 dang ky khai tir va ban chinh Giay ching tir déu bi mat.

2.2

Cach thwrc thuc hign TTHC:
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- Nguoi ¢6 yéu cau dang ky lai khai tir truc tiép thuc hién hodc ay quyén cho
ngudi khéc thuc hién viéc dang ky lai khai tir tai Bo phan Tiép nhan va Tra két
qua caa UBND cap X&;

- Gtri ho so qua hé théng buu chinh;

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

\ A LA A, Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
| To khai dang ky lai khai t, theo mau BM.HT.20.01 (néu «

ngudi c6 yéu cau lya chon nop ho so theo hinh thuc truc tiép);

Biéu mau dién tir twong tac dang ky lai khai tir, trong d6 c6 cam
doan cac thong tin cung cdp 1a ding sy that, khdng con ban
chinh Gidy chang ti/Trich luc khai tir, dd nop du cac gidy to
hién c6 va chiu hoan toan trach nhiém trugc phap luét vé noi
dung cam doan cua minh (do nguoi yéu Cau cung cap thong tin
theo hudng dan trén Cong dich vu cong quéc gia hodc Hé théng
thdng tin giai quyét thu tuc hanh chinh caa tinh néu nguoi co
yéu cau lya chon ndp hd so theo hinh thic truc tuyén).

Nguoi ¢6 yéu cau dang ky lai khai tir thyc hién viéc nop/Xxuat
trinh (theo hinh thuc tryc tiép) hodc tai [én (theo hinh thuc truc
tuyén) cac giay to sau:

* Giay to phai nop:

Gidy chang tir duoc cap hop Ié trudce day. Néu khong co ban
sao Giay chung tu thi nop ban sao ho so, giay to lién quan co X
noi dung ching minh su kién chét;

Truong hop ty quyén cho nguoi khac 1am thay thi phai ¢ vin
ban @y quyén duoc ching thuc theo quy dinh cua phap luét.
Truong hop nguoi dugc uy quyén la dng, ba, cha, me, con, vo, X
chong, anh, chi, em rudt caa ngudi uy quyén thi vin ban uy
quyén khdng phai ching thuc.

Giay to chiang minh thuoc gia dinh c6 cong véi cach mang,
nguoi thudc hd ngheo, nguoi khuyet tat (néu co).

* Giay to phai xuat trinh:

Ho chiéu hodc Chitng minh nhan dan hoic Thé can cudc cong
dan hoic cac giéy to khac co dan anh va thong tin ca nhan do
co quan ¢o tham quyén cap, con gla tri str dung dé ching minh
vé nhan than cua nguoi ¢ yéu cau dang ky lai khai ti. Truong
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hop cac thong tin ca nhan trong cac gidy to nay di co trong Co
s6 dir lieu Quéc gia vé Dan cu, Co s& dir liéu Ho tich dién ta,
duoc hé théng dién ty dong thi khong phai xuét trinh (theo hinh
thire truc tiép) hoic tai 1én (theo hinh thic truc tuyén).

* Luru ¥ khi nop ho so:
- Tmang hop gu’l ho so qua h¢ thong buu chinh thi phadi guri kém theo ban sao
co chwng thyc cac gidy to phal Xudt trinh.

- Déi Véi gidy to ngp, xudt trinh néu nguwoi yéu cdau nép hé so theo hinh thirc
truec tiep:

+ Déi V6i gidy to xudt trinh khi dang ky ho tich, nguwoi tiép nhdn co trach nhiém
kiém tra, doi chiéu véi théng tin trong to khai, chup lai hodc ghi lai théng tin dé
lieu trong hé so va trd lai cho nguoi Xudt trinh, khéng dwoc yeu cau nép ban
sao hodc ban chup gidy to dé.

+ Nguoi yéu cau dang ky hé tich ¢ thé ngp bdn sao ching thuec tir ban chinh
hodc bdn sao dwoc cdp tir s6 goc hodc ban chup kém theo bdn chinh gidy to dé
doi chiéu. Truong hop nguroi yéu cau ngp ban chup kém theo ban chinh gidy to
thi nguoi tiép nhdn co trach nhiém kiém tra, déi chiéu ban chup véi bdan chinh
va ky xac nhdn, khéng dwoc yéu cau nguoi di dang ky nép ban sao gidy to doé.

+ Nguwroi tiép nhdn cd trach nhiém tiép nhdn ding, di hé so dang ky hé tich
theo quy dinh cua phap luat ho tich, khéong dwoc yéu cau nguoi dang ky ho tich
nép thém gidy to ma phap ludt hé tich khéng quy dinh phdi nép.

- Poi Véi gidy to giri kém theo néu nguwoi yéu cau nép ho so theo hinh thirc tryc
tuyeén:

+ Ban chup cAc gidy to gui kém theo ho so déng ky lai khai tir tryc tuyén phai
bdo dam ré nét, day di, t0an ven vé ngi dung, la ban chup bang may anh, dien
thoai hodc diwrgc chup, dioc quét bang thiét bi dién tir, tir gidy to dwoc cap hop
I¢, con gi& tri su dung

+ Truong hop gidy to, tai liéu phai gui kém trong ho so dang ky lai khai tu truc
tuyen dd c6 ban sao dién tir hodc da cé ban dién tir gidy to hé tich thi nguwoi yéu
cau dwoc sir dung bdn dién tir nay.

+ Khi dén co quan dang ky hé tich nhdn két qua (Trich luc khai tiz/bdn sao
Trich luc khai ti), nguroi c6 yéu cdu dang ky lai khai tir phdi xudt trinh gidy to
tup than, ngp cac gidy to 1a thanh phan hé so déing ky lai khai tir theo quy dinh
phap ludt h¢ tich.

- Gidy to do co quan c6 thdm quyén Ciia nwéc Ngoai cap, céng chizng hodc xac
nhdn dé sir dung cho viéc déing ky hé tich tai Viéet Nam phdai dugc hop phap hoa
lanh su theo quy dinh cua phap ludt, trie truong hop duoc mién theo diéu woc
qu()c té ma Viét Nam la thanh vién.

- Truwong hop nguoi ¢é yéu cau dang ky lai khai tir khéng cung cdp dwoc gidy
10 néu trén theo quy dinh hodc gidy to nép, xudt trinh bi tdy xéa, sira chita, lam
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gid thi co quan déing ky hé tich cé tham quyén hity bé két qua déing ky lai khai
.

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 I8, Truong
hop can phai xac minh thi thoi han giai quyét khong qué 10 ngay lam viéc.

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 cép x4.

- Hé thdng théng tin giai quyét tha tuc hanh chinh cua tinh (chi tiép nhan hd
s0): http://dichvucong.hatinh.gov.vn hoac https://dichvucong.gov.vn.

2.7

Co quan thuc hién: UBND cap x4 noi di dang ky khai tir trudc day.

Co quan c6 tham quyén quyét dinh: UBND cap xa noi di ding ky khai tir
trudce 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 twgng thuc hién TTHC: Ca nhan

2.9

Két qua giai quyét TTHC:

- Ho so du dieu kign: Trich luc khai tir (ban chinh), ban sao Trich luc khai tu
(truong hop yéu cau cap ban sao Trich luc khai tr).

- Ho so khong du diéu kién: Van ban thong bao khong du diéu kién dang ky lai
khai ttr.

2.10 | Quy trinh xi ly cong viéc
T Trinh tu Trach Thoi Biéu mﬁvu/Ké't
: nhiém gian qua
1. Tiép nhan ho so tryc tiép tir ca
nhan hoac tir hé théng buu chinh
hoac trén Céng dich vu cong quéc
gia (https://dichvucong.gov.vn)
hoac Hé thong théng tin giai quyét
tha tuc hanh chinh cuaa tinh Mau 01; 02, 03
(https://dichvucong.hatinh.gov.vn) | Cong chirc Gio (néu cd); 06 va
Bl |2. Cong chac Tu phap - Ho tich| Tuphap- | hanh |HO so theo muc

kiém tra ho so: Hotich | chinh |23
- Néu hd so chua day du hoic
khong hop 1&: Huéng dan hoic
thong béo bang van ban cho cé
nhan bo sung, hoan thién ho so.
Truong hop khéng bd sung, hoan
thién dugc hd so thi théng bao tur
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chéi giai quyét ho so.

- Néu ho so day du, hop 1&: Lam thu
tuc tiép nhan hd so va thu phi, 1¢ phi
theo quy dinh. Néu tiép nhan hd so
sau 15 gio thi giri Phiéu hen, tra két
qua cho ngudi cd yéu cau trong
ngay 1am viéc tiép theo hoic gui tin
nhin hen tra két qua qua dién thoai
di dong cho ngudi c6 yéu cau (néu
ngudi €6 yéu cau lua chon hinh thic
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 sé hoa
(sao chup, chuyén thanh tai liéu
dién tu trén hé théng thong tin, co
sé dix liéu) va ky sé vao tai liéu, hd
so giai quyét thu tuc hanh chinh da
duoc s6 hoa theo quy dinh.

B2

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

- Néu du diéu kién: Vao So ding ky
khai t; nhap dir liéu vao phan
mém hd tich, in du thao Trich luc
khai tur.

Truong hop tiép nhan hd so ding
Ky lai khai tir theo hinh thuc truc
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
hoic thiét bi sb.

Nguoi yéu cau cd trach nhiém kiém
tra tinh chinh xac, ddy du cua céc
thdng tin trén biéu mau Trich luc
khai tir dién tir va xac nhan (t6i da
mot ngay).

Néu ngudi c6 yéu ciau xac nhan
thong tin da thong nhat, day du
hodac khong c6 phan hdi sau thoi

Cong chuc
Tu phap -
Ho tich

04 ngay

Mau 05;
Dy thao Trich luc
khai tir hoac Van
ban théng bao
khong du diéu kié
dang ky lai khai
tur.
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han yéu cau thi ghi ndi dung vao So
dang ky khai tir, cap nhat thong tin
dang ky lai khai to va luu chinh
thirc trén Phan mém dang ky, quan
ly ho tich dién tir dung chung.

- Néu khong dua diéu kién: Dy thao
Vin ban théng bao khong du diéu
Kién dang ky lai khai t.

Trinh 1anh dao UBND cap x4.

Truong hop phai xac minh ho so

thi tham muu Chi tich UBND cip | Soro e | | '\;'f‘” g‘?; N
xa vén ban d€ nghi xac minh gui co Hf?tic% gay | Van .arrl] © ngh
guan c6 tham quyén S xac min
Co quan dugc dé nghi Xxéac minh | Co quan Van ban tra loi
B3 | thuc hién xac minh va tra loi bang | dugcdé | 04ngay | xac  minh/Bién
van ban nghi ban xac minh
Mau 05;
) Du thao Trich luc
Sau khi co6 ket qua xac minh: Thuc | Cong chac khai tir hoac Van
B4 | hién nhu buéc 2. Tu phap - | 04ngay | ban thong bao
Trinh lanh dao UBND cap x4 Ho tich khéng du diéu
kién dang ky lai
khai tir
Mau 05;
~ Trich luc khai tu
Ve r - r L h °
B5 Ky du thao két qua giai quyét thu SnBNdSO 04 giv hoac Van ban
tuc hanh chinh. cAD x4 thong bao khong
P du diéu kién dang
ky lai khai tur
Mau 05, 06;
Phat hanh van ban va chuyén két Cona chic -hr”fm I‘ifv kha'b:[&
B6 |qua cho cong chac Tu phép - H Va‘mg hon 01 gio thoflc b,ankhAan
tich dé tra cho cong dan. phong 70n9; ac.)A (Bng
du diéu kién dang
ky lai khai tr.
Chuyén nguoi dan ky vao So vatra | Cong chuc | Gio ,I\ﬂatlj Oli(g6,; 7
B7 |két qua, thu phi, 1& phi theo quy | Tuphap- | hanh | 17iCh luc khai tu
dinh. Hé tich chinh |hodc Van ban

thong bao khoéng
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du diéu kién dang
Ky lai khai tt.

* Truong hop ho so qud han xit Iy, trong thoi gian chdm nhat 01 ngay trudc ngay
hét han xir 1y, cong chirc Tur phap Ho tich trinh Chu tich UBND cdp xa ky ban
hanh phiéu xin 16i va hen lai ngdy tra két qua dé giri cho t6 chire, cd nhan.

* Trong qué trinh gidi quyét ho so nguroi c6 trach nhiém thuc hién can thuc hién
dong thoi cac thao tac tiep nhan/chuyénitra hé so, két qua gidi quyét trén phan
mém Hé thang théng tin gidi quyét thu tuc hanh chinh cia tinh véi cdc budc
trong quy trinh.

BIEU MAU

@ﬂ

Mau 01 M3u 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 M3u 03.docx

Phiéu tir chdi tiép nhan giai quyét ho so
0

Mau 04 M3u 04.docx

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

Mau 05 M&u 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.20.01 BM.HT.20.01.doc
To khai dang ky lai khai tir

HO SO LUU:

Mau 01; 02, 03, 04 (néu 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 dang ky khai tu;




178

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

- | Vin ban thong bao khong du diéu kién dang ky lai khai tir (néu co);

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

Ho so dugc luu tai UBND cAp x4, thoi gian luu trir SO déang ky khai tir 1a vinh vién, con
cac giay to khac thuc hién luu theo quy dinh ctaa Luat Ho tich va cac van ban hudng dan
thi hanh.

21. Thay ddi, cai chinh, bé sung théng tin hd tich

1 | KY HIEU QUY TRINH QT.HT.21

NOQI DUNG QUY TRINH

2.1 | Piéu kién thuc hién TTHC:

+ Viéc thay doi ho, chit dém, tén cho ngudi dudi 18 tudi phai c6 sy dong y cua
cha, me ngudi d6 va duoc thé hién rd trong To khai; doi voi ngudi tir da 9 tudi
tré 1én thi con phai c6 su dong y cua ngudi do.

+ Viéc cai chinh ho tich chi duoc giai quyét sau khi c6 du cin ct dé xac dinh co
sai sot do 16i cia cong chuc lam ¢ong tac hé tich hodc cua nguoi yéu cau dang ky
hé tich; khong cai chinh noi dung trén glay td ho tich da duoc cap hop 18 nham
hop thirc hoa théng tin trén ho S0, gidy to ca nhan khac.

+ Gidy to ho tich quy dinh d cip cho ca nhéan theo quy dinh caa phéap luat vé ho
tich trudc ngay 01/01/2016 (ngay Luat Ho tich ¢o hiéu luc) co gia tri st dung ma
khdng phai bo sung théng tin ho tich con thiéu so véi biéu miu ho tich hién
hanh.

+ Gidy to ho tich dugc cap hop I¢ ke tr ngay 01/01/2016 ma thdng tin ho tich
con thleu thi duoc bo sung, néu co gidy to, tai liéu do co quan, to chic c6 tham
quyén cap hop 1 chang minh.

Yéu cau ghi bd sung quéc tich Viét Nam chi thuc hién dbi véi gidy to ho tich
dugc cap ké tir ngay 01/01/2016, sau khi di xac dinh nguoi yéu cau dang cé
qudc tich Viét Nam theo quy dinh cua Luat Qudc tich Viét Nam.

2.2 | Cach thirc thuc hién TTHC:

- Nguoi co yéu cau ding ky thay ddi, cai chinh, bo sung thdng tin ho tich tryc
tiép thuc hién hogdc uy quyen cho nguoi khac thuc hién nop hd so truc tiép tai Bo
phan tiép nhan va tra két qua cia UBND cap x4;

- Giri ho so qua hé théng buu chinh;
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- Nop ho so truc tuyén trén Cong dich wvu cdng qudc

gia

(https://dichvucong.gov.vn) hodc Hé théng thdng tin giai quyét tha tuc hanh

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

2.3

Thanh phan hé so, bao gom:

Ban
chinh

Ban
sao

T khai dang ky thay doi, cai chinh, bo sung thong tin ho tich,
xac dinh lai dan toc theo mau BM.HT.21.01 (néu ngudi ¢ yéu
cau lya chon nop ho so theo hinh thac truc tiep);

Biéu miu dién tir tuwong tac thuc hién ding ky thay ddi, cai
chinh, b sung théng tin ho tich, xac dinh lai dan toc (do nguoi
yéu cau cung cép thong tin theo huong dan trén Cong dich vu
cong quédc gia hoac Hé théng thdng tin giai quyét tha tuc hanh
chinh cua tinh, néu ngudi ¢ yéu cau lua chon nop hd so theo
hinh thire truc tuyén);

Nguoi ¢ yéu cau dang ky thay doi, cai chinh, bo sung thong tin
ho tich, xac dinh lai dan toc thuc hién viéc nop/xuat trinh (theo
hinh thac truc tiép) hodc tai 1én (theo hinh thuc truc tuyén) cac
gidy to sau:

* Gidy to phdi ngp:

Gidy to lién quan dén viéc thay doi, cai chinh, b6 sung théng tin
ho tich, xac dinh lai dan toc;

Vin ban ay quyén (duoc chung thuc) theo quy dinh cua phap
luét trong trudng hop vy quyén thuc hién viéc dang ky thay doi,
cai chinh, bd sung théng tin ho tich, xac dinh lai dan téc. Truong
hop ngudi dugc ay quyén 1a 6ng, ba, cha, me, con, vg, chdng,
anh, chi, em rudt cia ngudi ty quyén thi vin ban ay quyén
khong phai chang thuc.

Gidy to ching minh thugc gia dinh c6 cong voi cach mang,
ngudi thudc ho ngheo, nguoi khuyét tat (néu co);

* Giay tor phai xuat trinh:

Ho chiéu hogc Ching minh nhan dan hoac Thé cin cuéc cong
dan hoic cac giay to khac c6 dan anh va thong tin cd nhan do co
quan c6 tham quyén cap, con gia tri st dung dé chiing minh vé
nhan than cta ngudi ¢ yéu cau dang ky thay doi, cai chinh, bo
sung théng tin ho tich, xac dinh lai dan toc. Truong hop cac
thong tin ca nhan trong cé4c gidy to nay da cé trong Co so dit lidu
quéc gia vé dan cu, Co s dit liéu Ho tich dién tir, duoc hé théng
dién tu dong thi khong phai xuét trinh (theo hinh thuc tryc tiép)
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hoac tai 18n (theo hinh thic truc tuyén);

Gidy to c6 gia tri chitng minh théng tin vé cu tr trong truong
hop co quan ding ky ho tich khdng thé khai thac dugc thdng tin
Vé noi cu tra cia cong dan theo cac phuong thirc quy dinh tai
khoan 2 Diéu 14 Nghi dinh sb 104/2022/ND-CP ngay
21/12/2022 cua Chinh phi. Truong hop céc thong tin vé gidy to
chimg minh noi cu tra da dugc khai thac tr Co s dir ligu qu0c X
gia vé dan cu bang cac phuong thire ndy thi ngudi ¢ yéu cau
khdng phai xuét trinh (theo hinh thire truc tiép) hoic tai 1én (theo
hinh thuec truc tuyén).

* Lueu y khi nép ho so:
- Truong hop gui ho so qua hé thong buu chinh thi phai gui kem theo ban sao c6
chwng thurc cac gidy to phal Xudt trinh.

- D6i Vi gidy to ngp, xuat trinh néu nguoi yéu cau ngp o so theo hinh thirc tryc
tiep:

+ Poi V6i glay to Xudt trinh khi ding ky hé tich, nguoi tiép nhdn c6 trach nhiém
Kiém tra, déi chiéu véi thong tin trong to khai, chup lai hogc ghi lai thong tin dé
lieu trong ho so va tra \ai cho nguoi Xudt trinh, khéng dwoc yéu cau ngp ban sao
hogc bdn chup gidy to do.

+ Nguwoi yéu cau dang ky hé tich c6 thé ngp ban sao chirng thuc tir ban chinh
hogc bdn sao diroc cap tir s6 goc hodc bdn chup kém theo bdn chinh gidy to dé
doi chiéu. Truong hop nguoi yéu cau ngp ban chup kém theo ban chinh gidy to
thi ngwoi tiép nhdn co trach nhiém kiém tra, doi chiéu ban chup véi bdn chinh va
ky xac nhdn, khéng dwoc yu cau nguoi di diang ky nép ban sao gidy to doé.

+ Ngueoi tiep nhdn c6 trach nhiém tiép nhdn diing, dii hé so dang ky hé tich theo
quy dinh cia phép lugdt hé tich, khéng dwoc Yeu cau nguwoi dang ky hé tich nop
thém gidy to- ma phap lugt hé tich khéng quy dinh phdi nép.

- DGi V6i gidy to guri kém theo néu nguroi yeu cau nép hé so theo hinh thirc truc
tuyeén:

+ Ban chup céc gidy to gui kém theo hé so dang ky thay déi, cdi chinh, bé sung
thdng tin h¢ tich, xac dinh lgi dan toc truc tuyén phdi bdo dam ré nét, day du,
todn ven vé néi dung, 1a ban chup bang may dnh, di¢n thogi hodc duwoc chup,
diroc quét bang thiét bi dién tir, tir gidy to duroc cdp hop 1€, con gid tri siz dung.

+ Truong hop gidy to, tai liéu phdi guri kém trong hé so dang ky thay doi, cdi
chinh, bé sung thong tin hg tich, xac dinh lgi dan toc truc tuyen da co ban sao
dién tir hodc da c6 ban dién tir gidy to hé tich thi nguoi yéu cau dwoc sir dung
ban dién tir nay.

+ Khi dén co quan dang ky hé tich nhan két qud (Trich luc thay déilcdi chinh/ bo
sung théng tin hé tich/xdc dinh lgi dan téc/ban sao Trich luc thay déil cdi chinh,
b sung théng tin hé tich/ xdc dinh lai dan téc), nguwoi co yéu cau dang ky thay
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doi, cdi chinh, bé sung théng tin hg tich, xdc dinh lai dan téc xudt trinh giay to tuy
than, ngp bdn chinh cac gidy to 1a thanh phan hé so ding ky thay déi, cdi chinh,
bé sung théng tin hg tich, xdc dinh lai dan tée theo quy dinh phap lugt hé tich.

- Gidy to do co quan c6 tham quyén Cia nudc ngoai cap, cong ching hodc xac
nhdn dé sir dung cho viéc dding ky hé tich tai Viét Nam phdi dugc hop phap hoa
lanh su theo quy dinh cua phap lugt, trir truong hop duoc mién theo diéu woc
quoc té ma Viét Nam 1a thanh vién.

- Trieong hop nguoi €6 yéu cau dang ky thay doi, cai chinh, bé sung thong tin hg
tich, xac dinh lai dan tgc khong cung Cdap dwoC gidy to néu trén theo quy dinh
hoac glay to-ngp, xudt trinh bj tay x6a, sia chira, 1am gid thi co quan dang ky ho
tich co tham quyen huy bé két qua déing ky thay doi, cai chinh, bé sung thdng tin
ho tich, xac dinh lai dan toc.

2.4 | S6 lwong hd so: 01 b
Thoi han giai quyét:
- Trong 03 ngay lam viéc ké tir ngay nhan du ho so hop I& d6i véi yéu cau thay
d6i, cai chinh ho tich; truong hop phai xac minh thi thoi han giai quyét khong
2.5 | qua 06 ngay lam viéc.
- Ngay trong ngay lam viéc dbi vai yéu cau bd sung théng tin ho tich, trudng hop
nhan hd so sau 15 gid ma khdng giai quyét dugc ngay thi tra két qua trong ngay
lam viéc tiép theo.
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 ; T . : ) i .
- Hé thong théng tin giai quyét tha tuc hanh chinh caa tinh (chi tiep nhan ho so):
http://dichvucong.hatinh.gov.vn hoac https://dichvucong.gov.vn.
Co quan thuc hién:
- UBND cép x4 noi di dang ky ho tich trudc day hoic UBND cap xi noi cu tri
ctia nguoi €O yéu cau ¢ tham quyén giai quyét viéc thay doi, cai chinh cho nguoi
chua d 14 tudi, bd sung ho tich cho cong dan Viét Nam cu tra ¢ trong nudc.
- Uy ban nhan dan cép xi noi da dang ky khai tir trude day thuc hién viéc cai
chinh noi dung dang ky khai tt.
,7 | Co quan c6 tham quyén quyét dinh:

- UBND cép xa noi da dang ky ho tich trude day hoic UBND cép xa noi cur tri
cua ngudi €6 yeu cau co tham quyen giai quyet viéc thay doi, cai chinh cho nguoi
chua du 14 tuoi, bo sung ho tich cho cong déan Viét Nam cu tra ¢ trong nudc.

- Uy ban nhan dan cap x4 noi da ding ky khai tir trudc day thuc hién viéc cai
chinh n6i dung dang ky khai tt.

Co quan dwoc iy quyeén: Khong.

Co quan phdi hep: Co quan quan Iy Co s dix liéu qudc gia vé dan cu.
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2.8 | Péi twong thuc hién TTHC: C4 nhan.

Két qua giai quyét TTHC:

- HO so du diéu kién: Trich luc thay doi/ cai chinh/ bo sung thdng tin h¢ tich (ban
2.9 | chinh); ban sao Trich luc thay doi/cai chinh/bo sung théng tin ho tich (néu co yéu cau).
- Ho so khong du diéu kién: Vin ban thong bao khong du diéu kién thay doi/ cai
chinh/b6 sung thdng tin ho tich.

2.10 | Quy trinh xi ly céng viéc

Trach Thoi Biéu mau/Két

TT Trinh tw o . .
: nhiém gian qua

1. Tiép nhan hd so truc tiép tir c& nhan
hoac tir hé théng buu chinh hoic trén
cong dich vu céng 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 chuic Tu phap - Ho tich kiém
tra ho so:

- Néu hé so chua day du hoiac khdng
hop 1é: Hudng dan hoic théng béo
bang vin ban cho cd nhan bo sung,
hoan thién hé so. Trudng hop khéng bo i
sung, hoan thién duoc ho so thi thong | Cong Giy | Mau01;02,03
B1 béo tur choi giai quyét ho so. chic Tu hanh (neu co); 06 va
- Néu hé so ddy du, hop 1&: Lam tha tuc | Phap-HO | o | HO so theo muc
tiép nhan hd so va thu phi, 18 phi theo |  tich 2.3

quy dinh. Néu tiép nhan hé 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 ngudi o
yéu cau (néu ngudi c6 yeu cau lya chon
hinh thirc nop hd so truc tuyén).

Sau khi tiép nhan hd so theo hinh thirc
nop truc tiép, Cong chirc Tu phap - HO
tich thuc hién sé hoa (sao chup, chuyén
thanh tai liéu dién to trén hé théng
thong tin, co s& dir liéu) va ky sb vao
tai lieu, ho so giai quyét thi tuc hanh
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chinh di dugc sé hoa theo quy dinh.

B2

Kiém tra, xem xét ho so:

B2.1: Truong hop thay dbi, cai chinh
ho tich khéng can xac minh thdng tin:

- Néu du diéu kién: Vao So ding ky
thay doi, cai chinh, bo sung théng tin
ho tich; Nhap dir liéu vao phan mém ho
tich, in du thao Trich luc thay dbi/cai
chinh h¢ tich.

Truong hop tiép nhan hd so diang ky
thay doi, cai chinh, b6 sung théng tin
ho tich theo hinh thuc truc tuyén thi
gui lai biéu mau Trich luc thay doi/cai
chinh/bo sung théng tin ho tich, xac
dinh lai dan toc dién tar vai théng tin
day du cho ngudi yéu cau qua thu dién
tir hoac thiét bi sb.

Nguoi yéu cau c6 trach nhiém kiém tra
tinh chinh xéac, day du cua céac thong tin
trén biéu mau Trich luc thay doi/cai
chinh/b6 sung théng tin ho tich, xac
dinh lai dan toc dién tir va xac nhan (toi
da mot ngay).

Néu ngudi c6 yéu cau xac nhan théng
tin da théng nhat, day da hodc khong
c6 phan hoi sau thoi han yéu cau thi
ghi noi dung vao So6 dang ky thay doi,
cai chinh, b6 sung théng tin ho tich,
xac dinh lai dan toc, cap nhat théng tin
dang thay doi, cai chinh, b6 sung thdng
tin ho tich va luu chinh thirc trén Phan
mém dang ky, quan ly ho tich dién tir
dung chung.

Trudng hop dang ky thay doi, cai chinh
ho tich khong phai tai noi dang ky ho
tich trude day hoac noi dang ky ho tich
trudc day la Co quan dai dién thi du thao
Vin ban thdng bao noi dung thay doi/cai
chinh hé tich gii dén Uy ban nhan dan
noi ding ky ho tich trude day dé ghi vao

Cong
chac Tu
phap - Ho
tich

2.5
ngay

Mau 05;
Dy thao Trich
luc thay d6i/ cai
chinh/ bd sung
thong tin ho tich
hoac du thao
Van ban théng
bao khong du
diéu kién thay
do6i/ cai chinh/
bo sung thong
tin ho tich;

- Van ban thong
bdo thay doi/cai
chinh  ho tich
(néu co).

- Van ban xac
minh /bién ban
xac minh (néu
cd).
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S6 ho tich hoic dén Bo Ngoai giao dé
chuyén dén Co quan dai dién ghi vao S6
ho tich.

- Néu khong du diéu kién: Du thao vin
ban Thong bao khong du diéu kién thay
doi/cai chinh ho tich,

Trinh 1&nh dzo UBND cdp xa ky duyét .

Cong
B2.2: Truong hop thay dbi, cai chinh %h,uc Tl_ler
ho tich phai xéc minh ho so thi tién | RiT> "
hanh xac minh bang van ban hoac truc 'ua;1 6 55
tiép tly theo timg truong hop cu thé.| 9 o A
Sau khi cd két qua xac minh, thuc hién tham | ngay
nhu bude B2.1 vi trinh lanh dao | 1P EE
UBND cAp x4 ky duyét theo busc B3, | M1 (néu
duogc yéu
cau)
B2.3: Trudng hop b sung théng tin ho
tich:
- Néu du diéu kién: Vao So6 dang ky
thay doi, cai chinh, b6 sung théng tin
ho tich; Nhap dit liéu vao phan mémho | Céng
tich, in du thao Trich luc b6 sung théng | chuc Tu 04 gic
tin ho tich; phap - Ho glo
- Néu khong du diéu kién: Du thao van | tich
ban Thong béo khong du diéu kién bd
sung théng tin ho tich;
Trinh lanh dao UBND cap x& ky duyét
theo buoc B3.
Mau 05;
Trich luc thay
doilcai chinh/bd
sung théng tin
. s LA A mi2E At fhe Lanh dao ho tich; Vin ban
B3 L(;:] r?ghmo két qua giai quyet thu tuc UBND | 03 gio th'c“)n'g bio  noi
cap xa dung thay
doi/cai chinh ho
tich (néu co)

hoic Van ban
thong bao khong
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du diéu kién thay
dbilcai chinh/ bd
sung théng tin
ho tich.

B5

Phat hanh van ban va chuyén két qua
cho cong chic Tu phap - Ho tich dé tra
cho cbng dan.

Cong
chtc Van
phong

01 gio

Mau 05, 06;
Trich luc thay
ddilcai chinh/bd
sung thong tin
ho tich; Van ban
thdng bao noi
dung thay
doi/cai chinh ho
tich (néu co)
hoic Van ban
théng bao khéng
du diéu kién thay
doi/cai chinh/ bo
sung thong tin
ho tich.

B6

Chuyén nguoi dan ky vao So va tra két
qua, thu phi, I¢ phi theo quy dinh.

Cong
chac Tu
phap - Ho
tich

Gio
hanh
chinh

Mau 01, 06;
Trich luc thay
ddilcai chinh/bd
sung thong tin
ho tich; Van ban
thdng bao noi
dung thay
doi/cai chinh ho
tich (néu co)
hoac Van ban
thdng bao khong
du diéu kién thay
dbilcai chinh/ bd
sung théng tin
ho tich.

* Truong hop bé sung thong tin hé tich: Néu khong xi Iy duroc trong ngay lam viéc
hodc trong ngay lam viéc tiép theo (doi véi ho so nhdn sau 15 gio), trong ngay hen
tra két qud, , €0Nng chuze Tur phdp - Ho tich trinh Chu tich UBND cap xa ky ban hanh
phleu Xin |0| va hen lai ngay tra két qud dé guri cho cd nhén; Tru’o’ng hop hé so can
xac minh néu qua hgn xiz ly, trong thoi gian chdm nhdt 01 ngay trucc ngay hét han
xut Iy, cong chire Tur phdp - Hé tich trinh Chai tich UBND cdp xa ky ban hanh phiéu
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xin 1i va hen lai ngay tra két qud dé guri ca nhan.

* Trirong hop Y8u cau thay doi, cai chinh hé tich: Néu qua han xi 1y, trong thoi
gian chdm nhdt 01 ngay truéc ngay hét han xi Iy, cdng chize Tur phdp - Hg tich
trinh Cha tich UBND cdp xa ky ban hanh phiéu xin 13i va hen lai ngay tra két
qud dé guri cho té chirc, c& nhan.

* Trong qua trinh gidi quyét ho so nguoi c6 trach nhiém theec hién can thyec hién
dong thoi cac thao tac tiép nhan/chuyénitra hé so, két qua gidi quyét trén phan
mém Hé thong thdng tin gidi quyét thi tuc hanh chinh cua tinh véi cdc budc
trong quy trinh.

BIEU MAU

@j

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
)

Mau 03 M&u 03.docx

Phiéu tir chéi tiép nhan giai quyét hd so
)

Mau 04 M&u 04.docx

Phiéu xin 1i va hen lai ngay tra két qua
0]

Mﬁu 05 ) i o MAau 05.docx
Phieu kiém soat qua trinh giai quyét ho so

S6 theo ddi ho so
M3u 06 w3

Mau 06.docx

T khai dang ky thay doi, cai chinh, bé sung ho tich

BM.HT.21.01 @B

BM.HT.21.01.doc

HO SO LUU:

Mau 01; 02, 03, 04 (néu co); 06 luu tai Bo phan Tiép nhan va Tra ket qua cua
UBND cap xa. Mau 01, 05 Iuu theo ho so;
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Ho so dau vao theo muc 2.3;

S6 dang ky thay ddi, cai chinh, bd sung théng tin ho tich;

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

Vin ban théng b4o ndi dung thay doi/ cai chinh ho tich (néu co);

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

Phan mém http://hotich.moj.gov.vn. Phan mém Hé thdng théng tin giai quyét thu
tuc hanh chinh cua tinh.

Ho so dugc luu tai UBND cap X3, thoi gian luu trix S6 dang ky thay d6i, cai chinh, bo
sung thong tin ho tich la 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. Cap Giay xac nhan tinh trang hon nhan

1 |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 hdn nhan nham muyc dich ket han thi
nam nit két hdn véi nhau phai tuan theo cac diéu kién sau:
- Nam tir da 20 tudi tro 18n, nir tir ¢ 18 tudi tro 1én;
- Viéc két hon do nam va nir ty nguyén quyét dinh;
- Khéng bi mat nang luc hanh vi dan sy;
- Viéc két hon khdng thudc mot trong cac truong hop cam két hon, gom:
+ K&t hon gia tao, ly hon gia tao;
+ Tao hon, cudng ép két hon, lra dbi két hdn, can tro két hon;
+ Nguoi dang c6 vog, ¢0 chong ma két hon V6i nguoi khac hodc chua c6 vo,
chua c6 chong ma két hon vai ngudi dang c6 chong, ¢ vo;
+ Két hdn gitra nhitng ngudi cling dong mau vé truc hé; gitra nhitng ngudi ¢6 ho
trong pham vi ba doi; gitta cha, me nuoi véi con nudi; gitra nguoi da ting 1a cha,
me nudi vai con nudi, cha chong véi con dau, me vo véi con ré, cha duong véi
con riéng cua vo, me ké vai con riéng caa chong.
* Nha nudc khong thura nhan hdn nhén gitra nhitng nguai cung gidi tinh.,
Truong hop yéu cau cap Gidy xé4c nhan tinh trang hon nhan dé sir dung vao muc
dich khac, khong phai d€ dang ky ket hon, thi nguoi yéu cau khong phai déap
ung diéu kién ket hon.

2.2 | Cach thirc thuc hién TTHC:
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- Nguoi ¢6 yéu cau cap Gidy xac nhan tinh trang hén nhan tryc tiép thuc hién
hodc uy quyén cho ngudi khéc thuc hién nop hd so truc tiép tai B phan Tiép
nhan va Tra két qua cia UBND cap X&;

- Giri hd so qua hé théng buu chinh;

- Nop hd so truc tuyén trén Céng dich vu cong qudc gia
(https://dichvucong.gov.vn) hodc Hé théng théng 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 cap Gidy xac nhan tinh trang hon nhan, theo mau
BM.HT.22.01 (r]éu nguoi €O yéu cau lya chon nop ho so theo X
hinh thac truc tiep);

Biéu mdu dién tir tiong tdc cdp Gidy xac nhdn tinh trgng hon
nhdn (do nguwoi yu cau cung Cap théng tin theo hwoéng dan trén
Cong dich vy céng qudc gia hodc Hé thang théng tin gidi quyét
ths tuc hanh chinh cua tinh néu nguwoi c6 yéu cau la chon ngp
hé so theo hinh thizc truc tuyén).

Ngudi ¢6 yéu cau cap Gidy xéac nhan tinh trang hon nhan thuc
hién viéc nop/xuat trinh (theo hinh thuc tryc tiép) hoac tai lén
(theo hinh thure truc tuyén) cac giay to sau:

* Giay to phai nop:

Truong hop ngudi yéu cau cap Giay xac nhan tinh trang hon
nhan di c6 vo hoic chong nhung da ly hon hodc ngudi vo/chong
da chét thi phai xuét trinh (ban chinh) hoic nop ban sao gidy to
hop Ié dé ching minh;

Trich luc ghi chu ly hon dbi véi truong hop cong dan Viét Nam
da ly hon, hay viéc két hon & nudc ngoai sau dé vé nudce thuong
trd hozc 1am tha tuc dang ky két hén mai tai co quan c6 tham
quyén caa Viét Nam;

Truong hop yéu cau cap lai Gidy xac nhan tinh trang hén nhan
dé sir dung vao muc dich khac hoic do Gidy xéac nhan tinh trang
hén nhan da hét thoi han sir dung theo quy dinh thi phai nop lai
Gidy xac nhan tinh trang hon nhan da duoc cap trude do;

Gidy to ching minh thuoc gia dinh c6 cong véi cach mang,
ngudi thudc ho ngheo, nguoi khuyét tat (néu co);

Vin ban uy quyen theo quy dinh cua phéap luat trong truong hop
uy quyen. Truong hop nguoi duoc uy quyen la ong, ba, cha, me, X
con, vg, chong, anh, chi, em rudt cuia nguoi Gy quyén thi van
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ban uy quyén khdng phai chiing thuc.

* Gidy to phai xuat trinh:

Ho chiéu hodc Ching minh nhan dan hoic Thé cin cudc cong
dan hoic cac gidy to khac co dan anh va thong tin ca nhan do co
quan c6 tham quyén Cap, con gia tri su dung dé chiing minh vé
nhan than cia ngudi c6 yéu cau Cap Gidy xac nhan tinh trang hon
nhan. Truong hop cac thdng tin ca nhan trong cac gidy to nay da
co trong Co s¢ dit liéu qUOC gia vé dan cu, Co so dit liéu ho tich
dién tu, dugc hé thong dién tuy dong thi khong phai xuét trinh
(theo hinh thie tryuc tiép) hoic tai 18n (theo hinh thtc truc tuyén):

Gidy to cd gia tri chitng minh théng tin vé cu tra trong trudng
hop co quan ding ky ho tich khong thé khai thac dugc théng tin
Vé noi cu tra cia cong dan theo cac _phuong thirc quy dinh tai
khoan 2 Diéu 14 Nghi dinh sé 104/2022/ND- CP ngay
21/12/2022 cua Chinh phu. Truong hop céc théng tin vé gidy to X
chimg minh noi cu tra da duoc khai thac tr Co s¢ dir liéu qUOC
gia vé dan cu bang cac phuong thire ndy thi nguoi c6 yéu cau
khdng phai xuat trinh (theo hinh thic truc tiép) hoic tai 1én (theo
hinh thire truc tuyén).

* Liew y khi nép hé so:

- Truwong hop giri hé so qua hé théng buu chinh thi phdi giri kém theo bdn sao
c6 chitng thure cac gidy to phdi xudt trinh.

- Triong hop Yyéu cau cdap Gidy xac nhdn tinh trang hén nhdn d@é sir dung vao
Muc dich két hon thi cong chire tu phap - hg tich trinh Lanh dao UBND Ky cdp
01 ban Gidy xac nhdn tinh trang hén nhdn dé sir dung vao muc dich két hén cho
nguoi yéu cau.

- Triwong hop yéu cau cap Gidy xac nhdn tinh trang hén nhdn d@é sir dung vao
Muc dich khdc, khéng phdi dé dang ky két hon thi trong Gidy xac nhdn tinh
trgng hén nhan phdi ghi rd muc dich sir dung, sé lwong Gidy xac nhdn tinh
trang hén nhdn dwoc cdp theo yéu cdu.

- Trwrong hop yéu cau cap Gidy xac nhdn tinh trang hén nhdan dé két hon véi
nguoi cling gidi tinh hodc két hon véi nguoi nueéc ngodi tai Co quan dai dién
nudc NQoai tai Viét Nam thi co quan dang ky hé tich tir choi gidi quyét.

- Poi Véi gidy to ngp, xudt trinh néu nguoi yéu cau ngp ho so theo hinh thirc
tryc tié’p

+ Do Vo glay to Xudt trinh khi ding ky ho tich, nguoi tiép nhdn c6 trach nhiém
Kiém tra, doi chiéu véi thong tin trong to khai, chup lai hogc ghi lai thong tin dé
liew trong hé so va trd \ai cho nguwoi Xudt trinh, khéng dwoc yéu cau nép ban sao
hodc ban chup gidy to dé.
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+ Ngwoi Yéu cau déing ky ho tich ¢ thé nép ban sao ching thuc tir ban chinh
hodc ban sao dirgt cap tir s6 goc hogc ban chup kém theo ban chinh gidy to dé
doi chiéu. Truong hop nguoi yéu cau nop ban chup kem theo ban chinh gidy to
thi ngu’O'I tiép nhdn c6 trach nhi¢m Kiém tra, doi chiéu ban chup véi ban chinh
va ky xac nhdn, khéng dwroc yéu cau nguoi di dang ky nép ban sao gidy to doé.

+ Nguroi tiép nhdn c6 trach nhiém tiép nhdn diing, dii hé so dang ky hé tich theo
quy dinh cua phap ludt hé tich, khdng dwroc yéu cdu nguoi ding ky hé tich ngp
thém gidy to: ma phap ludt hé tich khéng quy d@inh phdi nép.

- Poi Véi giay to gui kém theo néu nguwoi yéu cau ngp ho so theo hinh thirc tryc
tuyeén:

+ Bdn chup cac gidy to giri kém theo hé so cdp Gidy xac nhdn tinh trang hon
nhan tryc tuyén phdi bdo ddm ré nét, day di, toan ven vé néi dung, 1a ban chup
bang may dnh, dién thoai hodc dwoc chup, diroc quét bang thiét bi dién tir, tir
gidy to diroc cap hop I¢, con gid trj siz dung.

+ Truong hop gidy to, tai lidu phai giri kém trong hé so cdp Gidy xac nhdn tinh
trang hon nhan tryc tuyen dd ¢6 ban sao dién tir hodc dé c6 ban dién tir giay to
ho tich thi nguoi yéu cau dwoc sur dung ban dién tur nay.

+ Khi dén co quan ding ky ho tich nhan két qud, nguwoi cé yeu cau cap Gidy xdc
nhdn tinh trang hon nhan xudt trinh gidy to tuy théan, ndp cdc gidy to la thanh phan
hé so cap Gidy xdc nhan tinh trang hén nhan theo quy dinh phdp ludt hé tich.

- Gidy to do co quan c6 tham quyén Ciia nwdc ngoai cap, cong chitng hodc xac
nhdn dé sir dung cho viéc ding ky hé tich tai Viét Nam phdi dugt hop phap hoa
lanh s theo quy dinh cua phap lugt, trir truong hop duwoc mién theo diéu woéc
quoc té ma Viet Nam 1a thanh vién.

- Truong hop nguoi yéu cau cap Gidy xac nhdn tinh trang hon nhan khong cung
cdp duwoc gidy to néu trén theo quy dinh hodc gidy to nép, XUat trinh bj tay xda,
sira chira, 1am gid thi co quan déing ky hé tich c6 tham quyén huiy bé két qua xac
nhgn tinh trgng hon nhan.

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

Co quan dang ky ho tich tir chdi gidi quyét hodc dé nghi co quan c¢é tham quyén
hity bé két qua ding ky hé tich, néu c6 co sé xdc dinh ngi dung cam doan khéng
dung sy that.

2.4 | S6 lwgng hd so: 01 bo
Thai han giai quyét:
2.5 | 03 ngay lam viéc; truong hop phai xac minh thi thoi han giai quyét khéng qué

23 ngay (khong tinh thoi gian giri van ban yéu cau va thoi gian gai van ban tra
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1o 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 cép xA.

26 1. Hé thdng thong tin giai quyét thu tuc hanh chinh caa tinh (chi tiép nhan hd so):
http://dichvucong.hatinh.gov.vn hoac https://dichvucong.gov.vn.
Co quan thuc hién: UBND cip xi noi ngudi Yeu cau cap Gidy xac nhan tinh
trang hon nhan thuong tru;
Truong hop ngudi yéu ciu khong c6 noi thuong tr, nhung c6 déng ky tam trd
theo quy dinh cua phap luat vé cu tra thi UBND cip x4, noi ngudi d6 dang ky
tam tri cap Glay xac nhan tinh trang hon nhan.
57 Co quan co tham quyén quyét dinh: UBND cép x3 noi ngudi yéu cau cap
" | Giay xac nhan tinh trang hon nhan thuong trd/tam tra.
Co quan dwoc iy quyén: Khong.
Co quan phol hop: Co quan quan ly Co s& dit liéu quéc gia Ve dan cu, Uy ban
nhan dan cap xi noi thudng tra trude day cia  nguoi yéu CAU CAp Glay xac nhan
tinh trang hon nhén (treong hop ngudi yéu cau da thuong trd & nhiéu noi khéac
nhau), Uy ban nhan dan noi du dinh dang ky két hon trude day.
2.8 | Poi twong thuc hién TTHC: C4 nhan.
Két qua giai quyét TTHC:
2.9 |- Ho so dua diéu kién: Giay xac nhan tinh trang hon nhan (ban chinh)
- Ho so khong du diéu kién: Vin ban thong bao khong du diéu kién.
2.10 | Quy trinh xw ly cong viéc
Trach . Bieu
TT Trinh ty o Thoi gian mau/Ket
Nnhiém .
y qua
1. Tiép nhan hd so truc tiép tir ca
nhan hoic tir hé théng buu chinh
hoic trén Cong dich vu cbng qudc
gia (https://dichvucong.gov.vn) hoac
rI;|é:;n':]hong thcc;]r;gr;un glalcquyet tha Fuc Cong Miu 0L 02
ua tinh ; s Z ,
B1 | (https://dichvucong.hatinh.gov.yn). | CnueTu | Giohanh )03 (neu co),

phap - Ho chinh 06 va Ho so

2. Cong chic Tu phép - HO tich | ™" theo muyc 2.3

kiém tra ho so:

- Néu hé so chua day du hodc khong
hop l1&: Huong dan hoic thong bao
bang vin ban cho ¢4 nhan bo sung,
hoan thién ho so. Truong hop khong
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bo sung, hoan thién duogc ho so thi
thong bao tir chdi giai quyét hd 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 giri Phiéu hen, tra két
qua cho ngudi ¢6 yéu cau trong ngay
lam viéc tiép theo hodc gui tin nhan
hen tra két qua qua dién thoai di
dong cho nguoi c6 yéu cau (néu
nguoi €6 yéu cau lua chon hinh thic
nop ho so truc tuyén).

Sau khi tiép nhan ho so theo hinh
thac nop truc tiép, Cong chic Tu
phap - Ho tich thuc hién sé hoa (sao
chup, chuyén thanh tai liéu dién tir
trén hé thdng thong tin, co s& dir
liéu) va ky sb vao tai liéu, hd so giai
quyét thu tuc hanh chinh dd dugc sb
hoéa theo quy dinh.

B2

B2.1: Kiém tra, xem xét ho so:

- Néu du diéu kién: Vao So6 cap giay
xac nhan tinh trang hon nhan; Nhap dix
liéu vao phan mém hg tich, in du thao
Giéy xac nhan tinh trang hdn nhan;
Truong hop tiép nhan hd so xac
nhan tinh trang hén nhan theo hinh
thac truc tuyén thi giri lai biéu mau
Gidy xac nhan tinh trang hdn nhan
dién tir v6i thong tin day du cho
ngudi Yeu cau qua thu dién ti hoic
thiét bi so.

Nguoi yéu cau cé trach nhiém kiém
tra tinh chinh xac, day du cua cac
thong tin trén biéu miu Gidy xac
nhan tinh trang hon nhan dién tir va
xé&c nhan (t6i da mot ngay).

Néu ngudi cd yéu cau x&c nhan
thong tin da thong nhat, day da hoic
khong c6 phan hoi sau thoi han yéu

Cong
chuc Tu
phap - Ho
tich

02 ngay

Mau 05;
Du thao Giay
Xac nhan tinh
trang hon
nhan hoac
van ban
thong béo
viéc  khong
dua diéu kien
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cau thi cap nhat théng tin xac nhan
tinh trang hon nhan va luu chinh
thic trén Phan mém diang ky, quan
ly ho tich dién tir dung chung.

- Néu khong du diéu kién: Dy thao Vian
ban théng bao khong da diéu kién.
Trinh lanh dao UBND cip x& ky
duyét theo budc B5.

B2.2: Trudng hop ngudi yéu cau xac
nhan tinh trang hon nhan da tung
dang ky thuong trd tai nhiéu noi
khac nhau, néu nguodi d6 khong
chung minh duogc tinh trang hon
nhan caa minh thi bao cao Chu tich
Uy ban nhan dan cap xi c6 van ban

dé nghi Uy ban nhan dan cap x& noi . Mau 05;
NN < , \ . cong < , A
nguoi do da tung dang ky thuong tru ; Vin ban dé
tién hanh kiém tra, xac minh vé tinh | SNeTu 1 o ngay | nghi X4c
trang hon nhan cia nguoi do. phatp 'hHQ minh
Truong hop ngudi yéu cau cap lai 1
Gidy xac nhan tinh trang hén nhan
dé két hon ma khéng nop lai duoc
Gidy xac nhan tinh trang hén nhan
da dugc cap trude day thi tham muu
Lanh dao UBND cép xi Vin ban
trao doi vé6i noi dy dinh dang ky két
hén trude day dé xac minh.
Uy ban
Uy ban nhan dan cip xa noi nguoi | nhan dan
g3 |40 da timg dang ky thuong tri tien| capxa 20 ngay Vin ban tra
hanh kiém tra, xac minh vé tinh| duoc dé loi x&4c minh
trang hon nhan cua nguoi do. nghi Xac
minh
Sau khi cd két qua xac minh hoic sau Mau 05;
thoi han 20 ngay ké tir ngay guri van con Du thao Gidy
ban yéu cau xac minh ma khdng nhan ong x&c nhan tinh
o S : chuc Tu . M
B4 |dugc van ban tra loi thi cho phép ohap - Ho 02ngay | trang hon
nguoi Yéu cau cap Giay xac nhan tinh tich nhan  hoac
trang hon nhan c6 van ban cam doan ' Vian ban

vé tinh trang hén nhan caa minh theo

thong béo
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mau BM.HT.22.02, tiép tuc thuc hién
nhy B2.1 va trinh Lanh dao UBND
cap xa ky duyét theo budc B5.

khong du
dieu  kién;
Van ban cam
doan cua ca
nhan (néu co)

Mau 05;
Gidy  xac
nhan tinh
a5 L(\y dur thao két qua giai quyét thi tuc LS‘glNdSO 04 gio Hﬁ;‘ﬁ hgiz
anh chinh. P < :
cap xa Vian ban
théng béo
khong du
diéu kiéen
Mau 05, 06;
Gidy NE
nhan tinh
Phat hanh vin ban va chuyén két qua| Céng trang  hoén
B6 | cho cong chic Tu phap - Ho tich dé | chuc Vin 01 gio nhan  hoic
tra cho cong dan. phong Vin ban
thong béo
khong du
diéu kién
Mau 01, 06;
Gidy  xac
Cong nhan t‘|rA1h
57 | Chuyén ngudi dan ky vao SO va tra| chicTu | Gihanh |12 hOD
két qua, thu I& phi theo quy dinh. phép - Ho chinn ~ |Mnan  hoac
tich Vefn bffm
thong béo
khong du
diéu kién

* Truong hop ho so qud han xi Iy, trong thoi gian chdm nhdt 01 ngay truéc
ngay hét han xi Iy, céng chize Tw phdp - Hé tich trinh Chai tich UBND cdp x& ky
ban hanh phiéu xin 161 va hen lai ngay trd két qua dé giri cho té chirc, ca nhan.

* Trong qua trinh gidi quyét ho so ngueoi ¢d trach nhiém thuc hién can thyc hién
dong thoi cac thao tac tiep nhan/chuyén/tra hé so, két qua giai quyét trén phan
mém Hé thong théng tin gigi quyét thi tuc hanh chinh cia tinh véi cde budc

trong quy trinh.
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BIEU MAU
(w]
M?lu 01 Msugocx
Gidy tiép nhan ho so va hen tra két qua
(w]
Mﬁu 02 Méugocx
Phiéu yéu cau b sung hoan thién hé so
(]
M?lu 03 Mgugocx
Phiéu tir chdi tiép nhan giai quyét ho so
(]
Mﬁu 04 Mgugocx
Phiéu xin 15i va hen lai ngay tra két qua
(]
Mglu 05 Mgugocx
Phiéu kiém soat qua trinh giai quyét ho so
(]
Mﬁu 06 Méu%ocx
S6 theo ddi ho so
I
BM.HT.22.01 ’ ’ BM.HT.22.01.doc
To khai cap giay xac nhan tinh trang hén nhan
e
BM.HT.22.02 BM.HT.22.02.doc
Van ban cam doan
HO SO LUU:

Mau 01; 02, 03, 04 (néu c6); 06 luu tai Bo phan Tiep 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 cap gidy xac nhan tinh trang hén nhan;

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

Vin ban dé nghi xac minh; Vin ban tra loi x4c minh (néu co);

Phan mém http://hotich.moj.gov.vn. Phan mém Hé théng théng tin giai quyét
thu tuc hanh chinh cua tinh.
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Ho so duoc luu tai UBND cAp x4, thoi gian luu trit S cap gidy xac nhan tinh trang hon
nhan la vinh vieén, cc‘)p cac giay to khac thuc hién luu theo quy dinh cua Luat Ho tich va
cac van ban hudng dan thi hanh.

23. C4p ban sao trich luc h tich

1 |KY HIEU QUY TRINH QT.HT.23
2 NOI DUNG QUY TRINH
Piéu kién thuc hién TTHC:
2.1 R . . .
Khdng
2.2 | Cach thic thuc hién TTHC:
- Nguoi 6 yéu cau cap ban sao Trich luc ho tich tryc tiép thuc hién hoac ty
quyen cho nguoi khac thyc hién nop ho so truc tiép tai Bo phan tiép nhan va tra
két qua cia UBND cap x&;
- Giri ho 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 thong tin giai quyét tha tuc hanh
chinh cuaa tinh (https://dichvucong.hatinh.gov.vn).
N A 1A Apon. Ban | Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao

To khai clp ban sao trich luc ho tich, theo miu BM.HT.23.01
doi voi ca nhan (n€u nguoi €6 yéu cau lya chon nop ho so theo X
hinh thac truc tiep);

Vin ban yéu cau cap ban sao trich luc ho tich néu rd Iy do trong
trrong hop nguoi yéu cau la co quan, to chic (néu nguoi o yéu X
cau luya chon nop ho so theo hinh thic truc tiep);

Bicu mau dién tur twong tac cap ban sao Gidy khai sinh, ban sao
Trich luc h¢ tich (do nguoi yéu cau cung cap théng tin theo
huéng dan trén Cong dich vu ¢bng quéc gia hodc Hé théng
thdng tin giai quyét thi tuc hanh chinh caa tinh, néu nguoi c6
yéu cau lya chon nop ho so theo hinh thic truc tuyén);

Nguoi c6 yéu cau cap ban sao Trich luc ho tich thuc hién viéc
nop/xuét trinh (theo hinh thac tryc tiép) hoac tai Ién (theo hinh
thuc truc tuyén) cac gidy to sau:

* Gidy to phai nop:
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Truong hop uy quyén cho ngudi khéac 1am thay thi phai c6 van
ban uy quyén duoc ching thuc theo quy dinh cua phap luat.
Truong hop ngudi dugc uy quyén 1a dng, ba, cha, me, con, vo, X
chdng, anh, chi, em rudt cia nguoi uy quyén thi vin ban ay
quyén khéng phai ching thuc.

Gidy to ching minh thugc gia dinh c6 cong véi cach mang,
ngudi thudc ho ngheo, nguoi khuyét tat (néu co);

* Gidy to phai xuat trinh:

Ho chiéu hoac chirng minh nhan dan hoic thé can cudc cong dan
hoac cac giéy to khac ¢ dan anh va thong tin ca nhan do co quan
c6 tham quyén cap, con gia tri st dung dé chitng minh vé nhan
than ctia nguoi cO Yéu cau cap Xac nhén thong tin ho tich. Truong
hop céc théng tin c& nhan trong cac gidy to nay di c6 trong Co s X
dir liéu quéc gia vé dan cu, Co so dit liéu ho tich dién ta duoc hé
thong dién tu dong thi khdng phai xuat trinh (theo hinh thic truc
tiép) hoic tai 18n (theo hinh thic truc tuyén).

* Lueu ¥ khi nép ho so:

- Trueong hop guri h0 so qua hé thong buu chinh thi phai gui kém theo ban sao co
chwng thurc cac gidy to phal Xudt trinh.

- P61 Véi gidy to ngp, xudt trinh néu nguwoi yeu cau nép hé so theo hinh thirc
tryc tiep:

+ Poi Vi gidy to xudt trinh khi dang ky hé tich, nguwoi tiép nhdn cé trach nhiém
Kiém tra, doi chiéu véi théng tin trong to khai, chup lai hodgc ghi lai théng tin dé
liew trong hé so va trd lai cho nguoi Xudt trinh, khéng dwroc yéu cau nép ban sao
hodc ban chup giay to doé.

+ Nguwoi Yeu cau dang ky hé tich c6 thé ngp ban sao ching thuc tir ban chinh
hodc bdn sao dwoc cap tir sé6 goc hodc ban chup kém theo ban chinh gidy to dé
doi chiéu. Triong hop nguwoi yéu cau ngp ban chup kém theo ban chinh gidy to
thi nguoi tiép nhdn c6 trach nhiém kiém tra, doi chiéu ban chup véi ban chinh
va ky xac nhdn, khéng dwroc yéu cdu ngudi di dang ky ngp ban sao gidy to dé.

+ Nguroi tiép nhdn cd trach nhiém tiép nhédn ding, du ho so dang ky hé tich theo
quy dinh cua phap lugt hé tich, khong duoc yéu cau ngwoi dang ky hé tich ngp
thém gidy to- ma phap lugt hé tich khéng quy dinh phai nép.

- Doi vi gidy to giti kém theo néu ngueoi yéu cau ndp ho so theo hinh thirc triec tuyén:
+ Ban chup cac gidy to gui kém theo hé so cap ban sao Trich luc hg tich truc
tuyén phdi bao dam ré nét, day dii, toan ven vé néi dung, 1a ban chup bang may
anh, dién thogi hodc duwroc chup, duoc quet bang thiét bi dién ti, tir gidy tor dugc
cap hop 1é, con gid tri stz dung; néu la gidy to do co quan cé tham quyén nudc
ngoai cap thi phdi diroc hop phéap héa lanh sy, dich sang tiéng Viét theo quy
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dinh, trir trieong hop diroc mién hop phap hoa lanh su.

+ Truong ho’p nhan ket qua (ban sao Trich luc hg tich) tai co quan dang ky ho
tich, nguoi €6 yéu cau cdp ban sao Trich luc hé tich phai xudt trinh gidy to tup
than; ngp cac gidy to, tai liéu 1a thanh phan ho so cdp ban sao Trich luc hé tich
theo quy dinh phap lugt hg tich. Truong hop gidy to, tai lieu phai gm kem trong
hé so cdp ban sao Trich luc ho tich truc tiép hodc truc tuyen da co6 ban sao dien
twr hoac da co ban dién tur glay to ho tich thi nguoi yéu cau dwoc sir dung ban
dién tur nay.

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
2.5 |sau 15 gid ma khéng giai quyét duoc ngay thi tra két qua trong ngay lam viéc
tiép theo).
,¢ |Pia diém tiép nhan ho so' va tra két qué giai quyét TTHC: Bo phan Tiép
' nhan va Tra ket qua caa UBND cap xa.
Co quan thuc hién: UBND cap x4.
,7 | Coquancé tham quyén quyét dinh: UBND cip xa.
" | Co quan dwoc iy quyén: Khong.
Co quan phdi hop: Khong.
2.8 | Poi twong thuc hién TTHC: Cé nhan
Két qua giai quyét TTHC:
2.9 |- Hb so du diéu kién: Ban sao Trich luc ho tich.
- Ho so khong du diéu kién: Vin ban thong bao khong du diéu kién.
2.10 | Quy trinh xw ly cong viéc
. Tréach e Biéu
TT Trinh tw nhigm Theti gian mAu/Két qua
1. Tiép nhan ho so truc tiép tir ca
nhan hoac tir hé théng buu chinh hoac
trén Cong dich vu cdng quédc gia
(https://dichvucong.gov.vn) hoac H¢ N
théng thong tin giai quyét thu tuc Mau 01; 02,
hanh chinh cua tinh | Céng chic Gis hanh 03 (néu co);
B1 | (https://dichvucong.hatinh.gov.vn). Tu phap - ::c;ﬂn?n 06 va Ho so
2. Cong chirc Tu phap - HY tich kiem | H9 tich theo muc 2.3
tra ho so:

- Néu ho so chua day du hoidc khong
hop 1&: Hudng dan hoic thdng bao
bang vin ban cho c& nhan bd sung,
hoan thién ho so. Truong hop khong
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bo sung, hoan thién duoc ho so thi
thng bao tir chdi giai quyét ho so.

- Néu ho so day du, hop 1&: Lam thu
tuc tiép nhan ho so va thu phi, 1& phi
theo quy dinh. Néu tiép nhan hd so
sau 15 gio thi giri Phiéu hen, tra két
qua cho ngudi co yéu cau trong ngay
lam viéc tiép theo hoac g tin nhan
hen tra két qua qua dién thoai di dong
cho nguoi ¢ yéu cau (néu ngudi co
yéu cau lra chon hinh thic nop hé so
truc tuyén).

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

B2

Kiém tra, xem xét ho so, nhap di liéu
vao phan mém ho tich hoic kiém tra
thong tin tir phan mém ho tich, in ban
sao Trich luc ho tich, trinh lanh 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
thuc truc tuyén, céng chic 1am cong
tac ho tich g lai nodi dung biéu mau
Trich luc ho tich dién tir twong Gng
v6i thong tin day da cho ngudi yéu
cau qua thu dién tir hoic thiét bi so.
Nguoi yéu cau co trach nhiém kiém tra
tinh chinh x4c, day du cua cac thong tin
trén biéu mau Trich luc ho tich dién tu
va xac nhan (toi da mot ngay).

Néu ngudi ¢o yéu cap ban sao Trich
luc ho tich di théng nhat, day du hoac
khéng c6 phan hoi sau thoi han yéu
cau thi cong chirc Tu phap - Ho tich

Cong chuc
Tu phap -
Ho tich

03 gio

Mau 05;
Ban sao Trich
luc ho tich
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nhap dir liéu vao phan mém ho tich
hoac kiém tra théng tin tir phan mém
ho tich, in ban sao Trich luc ho tich,
trinh 1anh dao UBND cap x4; vao So
cap ban sao Trich luc ho tich.

. ) e .| Lanhdao Mau 05;
B3 L(Ay ban sao Trich luc ho tich cho cong UBNDcip | 01gio |Ban sao Trich
an. ~ L
Xa luc ho tich
Pong dau van ban va chuyén két qua Cona chic Mau 05, 06;
B4 | cho cdng chirc Tu phap - Ho tich dé | . g ¢ 01gio | Ban sao Trich
\ A Vian phong o
tra cho ca nhan. luc ho tich
. At sz s 0 j : . Mau 01, 06;
Chuyén nguoi dan ky vao So6 va tra Cong C’hu’C Gio hanh | _, . )
BS | két qua, thu phi theo quy dinh. Tuphdp - | iy | Ban sao Trich
’ ‘ Ho tich luc ho tich
* Truong hop khong xu Iy duoc trong ngay lam viec hogc trong ngay lam viec
tiep theo (doi véi ho so nhdn sau 15 gio) thi trong ngay hen tra ket qua, cong
chire Tur phap - Ho tich trinh Cha tich UBND cap xa ky ban hanh phieu xin loi
va hen lai ngay trad ket qua d@é gui cho to chuc, ca nhan.
* Trong qua trinh gidi quyét ho so nguoi c6 trach nhiém thyc hién can thuc hién
dong thoi cac thao tac tiep nhan/chuyeén/tra ho so, ket qua giai quyet trén phan
mem H¢é thong théng tin gidi quyét thi tuc hanh chinh cua tinh véi cdac buoc
trong quy trinh.
3 | BIEU MAU
(W]
Mau 01 Méugocx
Gidy tiép nhan hé so va hen tra két qua
(w]
ME:IU 02 MSu%ocx
Phiéu yéu cau bo sung hoan thién ho so
(W]
Mau 03 M5u£ocx
Phiéu tir chdi tiép nhan giai quyét ho so
(W]
ME:lU 04 M§u£ocx
Phiéu xin 15i va hen lai ngay tra két qua
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@H

Mau 05 Mau 05.docx

Phiéu kiém soat qua trinh giai quyét ho so
0

Mau 06 M&u 06.docx
So theo ddi ho so

BM.HT.23.01 BM.HT.23.01.doc

T khai cp ban sao trich luc ho tich

HO SO LUU:

Mau 01; 02, 03, 04 (néu ¢6); 06 luu tai B 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 hé tich:

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

Ho so duoc luu tai UBND cap x&, thoi gian luu trit S6 ¢ap ban sao Trich luc h tich la
vinh vien, c()~n cac 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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