THUQC THAM QUYEN GIAI QUYET CUA CAP XA LINH VUC

) ‘ﬁ?) ban sao Trich luc ho tich (QT-XP-01)
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'Q;m nay quy dinh trinh tu va cach thuc giai quyet ho so cua ) chirc/cdng dan co
dé nghi cap ban sao trich luc hé tich thudc tham quyén giai quyét caa UBND cép x4

2 | Phamvi
- Ap dung dbi véi to chire, ca nhan dé nghi cap ban sao trich luc ho tich.
- Ap dung dbi véi cdng chac UBND cap x& chiu trach nhiém thuc hién Quy trinh nay.
3 | Noi dung quy trinh
3.1 | Co sé phap ly
- Luat Ho tich nam 2014;

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

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

- Nghi dinh s6 104/2022/NB-CP ngay 21/12/2022 cia Chinh phu stra doi, bo sung mot
s6 diéu cua cac nghi dinh lién quan dén viéc nop, xuat trinh s6 ho khau, s tam trl giay,
khi thuc hién tha tuc hanh chinh, cung cép dich vu cong:

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phap quy dinh chi tiét thi hanh
mot s6 diéu caa Luat Ho tich va Nghi dinh s 123/2015/ND-CP 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
s6 dieu va bién phap thi hanh Nghi dinh s6 87/2020/ND-CP cua Chinh phu quy dinh vé
Co s dir liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Thong tu s6 03/2023/TT-BTP cua B Tu phap stra ddi, bo sung mot s6 noi dung cua)
Thong tu s6 01/2022/TT-BTP cua Bo Tu phap quy dinh chi tiét mot sé diéu va bién
phap thi hanh Nghi dinh s6 87/2020/ND-CP quy dinh vé Co so dit liéu ho tich dién tu,
dang ky ho tich truc tuyén;

- Thong tu s6 04/2024/TT-BTP cia Bo Tu phéap stra doi, bo sung mot sé dicu cua
Thong tu s6 02/2020/TT-BTP cua Bé Tu phap ban hanh, huéng din st dung, quan ly
mau s6 qudc tich va mau gidy to vé quéc tich va Thong tu s 04/2020/TT-BTP cua Bo
Tu phap quy dinh chi tiét thi hanh mot sé diéu cua Luat Ho tich va Nghi dinh s
123/2015/ND-CP quy dinh chi tiét mot sé diéu va bién phap thi hanh Luat Ho tich;

- Thong tu sb 281/2016/TT-BTC cua Bo Tai chinh quy dinh muc thu, ché do thu, nop,
quan ly va su dung phi khai thac, sir dung thong tin trong co so dir liéu ho tich, phi xac
nhan c6 qudc tich Viét Nam, phi xac nhan 1a ngudi gbc Viét Nam, I phi qudc tich;

- Théng tu sb 85/2019/TT-BTC ngay 29/11/2019 caa Bo Tai chinh hudng dan vé phi va
18 phi thudc tham quyén quyét dinh cia HDND tinh, thanh phé truc thudc Trung vong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cuia Bo Tai chinh sira doi, bo sung
mot s6 diéu ciia Thong tu s6 85/2019/TT-BTC caa Bo Tai chinh hudng dan vé phi va l¢
phi thuoc tham quyén quyét dinh caa HDND tinh, thanh phé truc thudc Trung wong.

- Quyét dinh s6 1079/QD-BTP ngay 11/6/2024 cong bd thi tuc hanh chinh duoc sira doi,

bd sung trong linh vyc ho tich thuc hién tai co quan dang ky hd tich thudc pham vi chure



http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123

nang quan ly cua Bo Tu phap.

- Quyét dinh s6 3658/QD-UBND ngay 15/7/2024 ciia UBND thanh phd Ha Noi cong
bo Danh muc thua tuc hanh chinh stra d6i, bé sung linh vuc ho tich, quoc tich thuoc

tham quyén giai quyét ciia co quan, don vi trén dia ban thanh phé Ha Noi.

3.2

Thanh phan hé so

Ban

chinh

Ban
sao

- To khai dé nghi ban sao Trich luc ho tich theo mau trong truong hop
ngudi yéu cau 1a ca nhan hodc Vin ban yéu cau cp ban sao Trich luc hd
tich néu 5 1y do trong truong hop ngudi yéu cau 1a co quan, to chirc (néul
nguoi co yéu cau lya chon ndp hd so theo hinh thie truc tiép hodc gt hd
so qua hé thong buu chinh);

- Mau dién tir tuong tac yéu cau cip ban sao Gidy khai sinh, ban sao
Trich luc ho tich(do ngudi yéu cau cung cap thong tin theo huéng dan trén
Céng dich vu cong, néu nguoi co6 yéu cau lya chon nop hd so theo hinh
thure truc tuyén);

- Nguoi co yéu cau cép ban sao Trich luc ho tichthuc hién viéc n(f)p/xuét
trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thirc truc tuyén)
C4C gidy tO sau:

* Giay to phai nop:

- Vin ban uy quyén theo quy dinh cua phép luat trong truong hop uy|
quyén thuc hién yéu cau cip ban sao Trich luc ho tich. Truong hop nguoi
duoc uy quyén la dng, ba, cha, me, con, vo, chong, anh, chi, em ruét cua
ngudi Gy quyén thi van ban ty quyéen khéng phai ching thyc.

* Giay to phai xuat trinh:

-Ho chiéu hodc chtirng minh nhan dan hodc thé can cudc cong dan hoac
Can cude hodc cac gidy to khac co dan anh va thong tin ca nhan do co
quan c6 tham quyén cip, con gia tri st dung dé chimg minh vé nhéan
than ctia nguoi co yéu cau cap ban sao Trich luc ho tich. Trudng hop céc
thong tin ca nhan trong cac gidy to nay da c6 trong CSDLQGVDC,
CSDLHTPDT, dugc hé thong dién ty dong thi khong phai tai 1én (theo
hinh thtrc truc tuyén).

Truong hop giri ho so qua hé théng buu chinh thi phai giri kém theo ban
sao cO chung thuc cac giay to phai xuat trinh néu trén.

*Luwuy

- P6i v6i gidy to ndp, xuat trinh néu ngudi yéu cau ndp ho so theo
hinh thirc truc tiép:

+ Nguoi tiép nhan co trach nhiém kiém tra, ddi chiéu véi thong
tin trong to khai, chup lai hodc ghi lai thong tin dé luu trong ho so va tra
lai cho nguoi xut trinh, khong dugc yéu cau ndp ban sao hodc ban chup
gidy to do.

+ Ngudi yéu cau dang ky ho tich co thé ndp ban sao chung thuc

tor ban chinh hoac ban sao dugc cap tir s6 goc hoac ban chyp kém theo




ban chinh giay to dé doi chiéu. Truong hop ngudi yéu cau ndp ban chup
kém theo ban chinh giéy to thi nguoi tiép nhén co trach nhiém kiém tra,
d6i chiéu ban chup véi ban chinh va ky xac nhan, khong dugc yéu cu
ngudi di dang ky nop ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, du hd so ding
ky ho tich theo quy dinh ctia phap luat ho tich, khong duogc yéu ciu
nguoi ding ky ho tich ndp thém gidy to ma phap luat ho tich khong quy
dinh phai ndp.

Nguoi tiép nhdn hé so thie hién khai thdc théng tin trong Co s/
dir liéu quoc gia vé dan cuw theo quy dinh phdp ludt néu nguoi yéu cau
ddang ky ho tich dd cung cdp ho, chit dém, tén; ngay, thang, nam sinh; sé
dinh danh ca nhdn/can cudc cong dan/thé can cuoc/chirng minh nhdn
dan. Truong hop cdc thong tin can khai thac khéng cé trong Co sé diy
liéu quoc gia vé dan cw thi dé nghi ngueoi yéu cau ké khai day di.

- Péi v6i gidy to gui kém theo néu ngudi yéu cau nop hod so theo
hinh thirc truc tuyén:

+ Ban chup céc gidy to giri kém theo hd so capban sao Trich luc ho
tich truc tuyén phai bao dam rod nét, dﬁy du, toan ven vé ndi dung, 1a ban
chup béng may anh, dién thoai hoac dugc chup, duoc quét béng thiét bi
dién tr, tir gidy t& duge cap hop 18, con gia tri sir dung.

+ Trudng hop gidy to, tai liéu phai giri kém trong hd so capban sao
Trich luc ho tich truc tuyén da c6 ban sao dién tir hoac da c6 ban dién tir
gidy to ho tich thi nguoi yéu cau duoc str dung ban dién tir nay.

- Trudng hop nguoi yéu cau cap ban sao Trich luc ho tich khong
cung cip ddy du hodc cung cdp cac thong tin khong chinh xé4c, khong
thé tra ctru duoc thong tin thi co quan dang ky ho tich tir chdi giai quyét.

- Gidy to do co quan c6 thAm quyén cta nudc ngoai cap, cong
chtng hoidc xac nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam
phai dugc hop phap héa 1anh sy theo quy dinh cia phap luat, tror truong
hop duge mién theo diéu wéc qudc té ma Viét Nam 1a thanh vién.

- Truong hop nhan két qua (ban sao Trich luc ho tich) tai co quan|
dang ky ho tich, ngudi cd yéu cau cip ban sao Trich luc ho tich phai xuét
trinh gidy to tuy than; ndp cac gidy to, tai lidu 14 thanh phan hd so cap ban
sao Trich luc ho tich theo quy dinh phép luat ho tich.

3.3

S6 lwgng hd so

01 b¢

3.4

Thoi gian xw ly

quyét dugc ngay thi tra két qua trong ngay lam viéc tiép theo.

3.5

Két qua thuc hién thii tuc hanh chinh

Ngay trong ngay tiép nhan hoé so; truong hop nhan hd so sau 15 gio ma khong giai




Ban sao Trich luc ho tich, ban sao Gidy khai sinh.

3.6 | Noi tiép nhan va tra két qua
- Cong Dich vu céng Qudc gia (https://dichvucong.gov.vn)
- Cong Dich vu cong thanh phd Ha Noi (https://dichvucong.hanoi.gov.vn)
- B6 phan Mot cira (TN&TKQ) ciia UBND cép x4 noi dang luu giit S6 ho tich
3.7 | Phi
8.000 ddng/ban sao trich luc
3.8 | Quy trinh xir ly céng viéc
. Trach | Thoi | Biéu mau | Trang thai
T Trinh ty nhiém | gian | /Kétqua | Hé t?\éng
HoO so duoc ndp truc tiép tai BO phan Mdt Tai khoan
cura cua UBND cép xa hodc gt qua hé¢ théng Thanh gém Tén
B1 [buu chinh hodc ndp truc tuyén trén Cong phan hé so | Pang nhap
dich vu cong qudc gia theo Myc | va Mat
(https://dichvucong.gov.vn) 3.2 khau
hoac Cong dich vu cong thanh phd VNelD
(https://dichvucong.hanoi.gov.vn).
Céng DVC két ndi véi CSDLDC dékhai | cong Bicu mau
thac cac truong thong tin cua cdng dan co dan dién tur
trong CSDLDC. twong tac
Cong dan lya chon: cap ban
- Dich vu cong truc tuyén, sao Giay
- Quan, Huyén, Thi x& khai sinh,
- UBND x4, phuong, thi tran ¢ tham ban sao
quyén Trich luc
- Linh vuc Ho tich, ho tich
- Thu tuc cép ban sao trich luc ho tich
Cong chic B6 phan TN&TKQ truy cép - Phiéu yéu
vao Hé thong thong tin giai quyét thu tuc cau bo
hanh chinh kiém tra kiém tra tinh chinh sung, hoan
Xac, dﬁy du, théng nhat, hop 1€ cua hd so. th'én_Pé S‘O
(i) Truong hop hd so ddy da, hop 18 Céng - Et".et‘.’}“
thi tiép nhan ho 50; néu tié’p’nhén hd so sau chuc Khan rfhgr: ;EI
B2 [15 gio thi co Phiéu hen, tra két qua cho ngudi Bo phan | & 0? quyét ho
6 yéu cau trong ngay lam viéc tiép theo (néu| TN&TK k gics SO
ngudi c6 yéu cau lya chon hinh thic nop Q - Gidy tiép
ho S0 truc tiep) hoac guai ngay Phiéu hen, nhan hé so
tra két qua qua thu dién tir hoac gui tin va hen
nhan hen tra két qua qua dién thoai di dong ngay tra
cho ngudi c6 yéu cau (néu nguoi c6 yéu két qua

cau lya chon hinh thac nép hd so truc
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tuyén):chuyén ho so dé cong chac lam
cong tac ho tich xur ly.

- Sau khi tiép nhan hé so theo hinh
thirc nop truc tiép, can bo tiép nhan hd so
tai BO phan mot cira thuc hién sé hoa (sao
chup, chuyén thanh tai liéu dién tir trén hé
thong thong tin, co so dir liéu) va ky sé vao
tai liéu, hd so giai quyét tha tuc hanh chinh
da duogc sb hoa theo quy dinh.

(ii) Truong hop hd so chua day du,
hop 18 thi c¢6 thong bao cho ngudi yéu cau
bo sung, hoan thién hd so, néu 15 loai giay|
td, noi dung can bod sung dé ngudi co yéu
cau bd sung, hoan thién. Sau khi hd so duod
b6 sung, thuc hién lai budc (i);

(iii) Truong hop ngudi ¢d yéu cau
capban sao Trich luc ho tich khéng bd
sung, hoan thién dugc hd so thi bao cio
Truong bd phan mot ctra c6 thong béo ti
chbi giai quyét yéu cau cipban sao Trich
luc ho tich.

Cong chirc By phan TN&TKQ chuyen ho| Cong | Khdng | Phiéu kidm
so tir H¢ thong thdng tin giai quyet tha tuc | chiac Bo qua 01 | soat qua
B3 | hanh chinh sang Hé thong théng‘tin dang| phan gio trinh giai
Ky, quan ly hé tich, ban giao ho so cho| TN&TK quyét ho
Cong chuc Tu phap - Ho tich Q SO
Cong chtrc Tu phéap - Ho tich tham tra ho sof
(tham tra tinh thong nhat, hop Ié cta céd
thdng tin trong hd so, gidy to, tai liéu do
ngudi VAU cau nop, xuat trinh hodc dinh
kem). - Trich luc
+ Truong hop hd so can bd sung, hoan ban ?‘ar? ho
thién hogc khong du didu kién giai quyét| Cong | . e
phai tir chdi thi giri thong béo v& tinh trang| chire Tur | 10N | - Cong van
B4 | x i DA A At o AR HhA . . qua 02 | tra loi ket
ho so tdi Bo phan Mot cira dé thdong bao| phap - R , .
AR . . ; A o glo  |quatracuu
cho ngudi nop hd so — thuc hién lai buoc HO tich khéng c6
(ii) hodc (iii): thong tin.

+ Truong hop can phai kiém tra, x4c minh
lam r6 hoiac do nguyén nhan khac ma
khong thé tra két qua dang thoi gian d hen
thi cong chic lam cong tac ho tich lap
Phiéu xin 15i va hen lai ngay tra két qua,




trong d6 néu 1o 1y do cham tra két qua va
thoi gian hen tra két qua, chuyén Bo phan
mot ctra dé tra cho nguoi c6 yéu cau (néu
ngudi 6 yeu cau lua chon hinh thac nop
hé so truc tiép), hoac gui Phiéu xin 13i v
hen lai ngay tra két qua qua thu dién tof
hoac gui tin nhan qua dién thoai di dong
cho ngudi ¢6 yéu cau (néu nguoi c6 yéu
cau lya chon nop hé so truc tuyén).

+ Néu thiy ho so day du, hop 1¢, dung quy|
dinh, truong hop tiép nhan ho so cap ban sao
Trich luc ho tich theo hinh thuc tryc tiép,
sau khi tra ctru thdng tin trong S6 ho tich, Cof
s dir liéu ho tich dién tu, cong chac lam
cbng tac ho tich inban sao Trich luc ho tich
trinh Lanh dao UBND cip x4 ky, chuyén Bo
phan Mét cira dé tra két qua cho nguoi 6 yéu
caul.

Truong hop tiép nhan hd so xin capban sao
Trich luc ho tich theo hinh thuc truc tuyén,
cbng chic lam cbng tac ho tich gui lai noi
dung biéu miu Trich luc ho tich dién tir
twong (g Vvéi thong tin ddy du cho nguoi
yéu cau qua thu dién tir hoac thiét bi sb.
Nguoi yéu cau cd trach nhiém kiém tra tinh
chinh xac, day du cua cac thong tin trén
biéu mau Trich luc ho tich dién tava xac
nhan (t6i da mot ngay).

Néu nguoi c6 yéu capban sao Trich luc ho
tich da thong nhat, day du hoac khong co
phan hdi sau thoi han yéu cau thi cong
churc lam cbng tac ho tichin ban sao Trich
luc ho tich, trinh Lanh dao UBND cip x4
ky, ky s6 chuyén téi Bo phan Mét cira dé tra)
két qua cho ngudi c6 yéu cau.

BS

Lanh dao UBND cap xa ky, ky sé:

- Trich luc ho tich (ban sao)

- Thong bao hd so khong du diéu kién
giai quyet/Théng béo bo sung ho so

- Cong van tra 10i két qua tra ciu khdng
C0 thong tin.

L&nh
dao
UBND
cap x4

Khéng
qua 01
gio

Trich luc
ban sao ho
tich
hoac Cong
van tra 1ol
két qua tra
cuu




- Cong chtrc Tu phéap - Ho tich chuyén ho

Hé théng

so tir Hé théng thong tin dang ky, quan ly| _ Cong gui tin
ho tich sang Hé thong thong tin giai quyet chic - Trich lyc | nhan tei
thu tuc hanh chinh, hogn thien hd so, Tu ohs ban sao ho | email cua
chuyén Vin thu dong dau, ban giao két tr phap Khéng | tich hoic | cong dan
36 qua cho Bo phan TN&TKQ. ';icHh? qua | congvan | thdng béo
(Téng thoi gian giai quyét tir Bl dén B6| .~ | 01gio | tra loi két | da co ket
hoan thanh trugc 16 gio 30 phdt trong| Cong qua tra cgu | qué kinh
ngay tiép nhan hd so. Di voi truong hop Chu’CA Bo khong c6 | moi cong
tiép nhan hd so sau 15 gio, tra két qua pAhan7 théng tin | dén dén
trudc 11 gio ngay 1am viéc tiép theo) Mot cua nhan
- Thuc hién luu hd so theo quy dinh
- Trich lyc | Thong tin
Cong | Trong | hotich |dong bo voi
B7 chic | @i |- Cong van | CONg Dich
- Tra két qua cho cong dan Bo phan| hanh | tra loi két | Vu cong
TN&TKQ | chinh |qua tracgu| 9uoc gia
khdng co
thong tin.
4 | Biéu mau

Hé thdng biéu mau (Théng tu s6 01/2018/TT-VPCP cia Vin phong Chinh phu)

To khai cap ban sao trich luc ho tich (Thong tu s6 04/2024/TT-BTP cua Bo Tu phap)

Trich luc ho tich ban sao (Thong tu sé 04/2020/TT-BTP ctia Bo Tu phap)

Biéu mau ho tich dién tir trong tac cap ban sao Trich luc ho tich (néu ndp ho so truc

tuyén (Thong tu sb 03/2023/TT-BTP cua Bo Tu phap)




CONG HOA XA HQI CHU NGHIA VIET NAM
Poc l1ap - Tw do - Hanh phuc

TO KHAI
CAP BAN SAO TRICH LUC HOQ TICH

Kinh gti: @UY ban NhAN AN ...

Ho, chir dém, tén ngwoi yéu cau:

Ngay, thang, ndm sinh:

Noi cu tri: @

Giay to tay than: ©

Quan hé véi ngudi dugc cap ban sao Trich luc ho tich:

Pé nghi co quan cip ban sao trich TuC™. ...
cho nguoi c6 tén dudi day:

Ho, chir dém, tén:

Ngay, thang, nam sinh:

Gigitinh: @ .o, DaNtoc: @ ..o, Quéc tich: @
Noi cu tri: @

Giay to tay than: ©

D3 dang ky tai: ©

ngay .......... thang ........... nam .............. TS W QUYEN SO: oo,
Thong tin khac: ©
S0 lugng ban sao YU CAU CAP:......cccvevevvvanee. ban®

To6i cam doan nhirng ndi dung khai trén day la dung sy that va chiu trdch nhiém trudc phéap
luat vé& cam doan ctia minh.
100 1 1 AR , Ngay ..... thang ...... nam
Ngudi yéu cau
(ky va ghi rd ho, chir dém, tén)



Chu thich:
() Ghi tén co quan dé nghi thuc hién viéc cip ban sao Trich luc hé tich.

@ Chi ghi trong truong hop ngudi c6 yéu cau dang ky ho tich chua co/khong cung cap
s6 dinh danh c4 nhan/can cudc cdng dan/thé can cudc/chizng minh nhan dan.

Truong hop phai cung cap thong tin “Noi cu tri” thi ghi theo noi dang ky thuong tr;
néu khong c6 noi dang ky thuong tra thi ghi theo noi dang ky tam trt; truong hop khdng c6
noi dang ky thuong tri va noi dang ky tam trd thi ghi theo noi ¢ hién tai.

®Ghi sé dinh danh c4 nhan/cin cudc cdng dan/thé cin cudc (vi du: Can cude cong
dan s6 025188001010 do Cuc Canh sat QLHC vé TTXH cép ngay 20/11/2021). Truong hop
khong c6 s dinh danh c4 nhin/cin cudc cdng dan/thé can cude thi ghi gidy to hop 1é thay
thé (ho chiéu, chang minh nhan dan,...).

) Ghi r3 loai viéc ho tich da diang ky trudce day, nay dé nghi cap ban sao Trich luc hé tich.
®) Ghi rd tén co quan di ding ky ho tich trudc day.
Vi du: Uy ban nhan dan phuong Dién Bién, quan Ba Pinh, thanh ph Ha Noi.

Uy ban nhan dan quan Hoan Kiém, thanh phé Ha Noi.

S¢ Tu phap tinh Hoa Binh.

®) Truong hop ngudi yéu cau khong cung cip duoc thong tin tai muc ®thi cung cap
bo sung thong tin khac dé phuc vu viéc tra ciu.

Vi du: Cung cap théng tin vé cha, me dé phuc vu viéc cip ban sao Giay khai sinh;
cung cap théng tin vé vo, chong dé phuc vu viéc cap ban sao Trich luc két hon;...

() Ghi 13 s6 lwong ban sao dé nghi cap.



NOI DUNG MAU PIEN TU TUONG TAC YEU CAU
CAP BAN SAO GIAY KHAI SINH, BAN SAO TRICH LUC HO TICH

I. Thong tin vé ngudi yéu cau

(1) Ho, chir dém, tén;

(2) S6 dinh danh ca nhan;

(3) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H6 chiéu/Gidy to hop 18
thay thé); sb, ngay, thang, nim cap, co quan cap; ban chup dinh kém;

(4) Noi cu trt (noi thudng tra/noi tam tra/noi dang sinh sdng);

(5) Quan hé v&i ngudi duge cap ban sao Gidy khai sinh/Trich luc ho tich.

IL. Théng tin vé gidy to hd tich da ding ky

(6) Ho, chir dém, tén nguoi duge dang ky;

(7) Sb dinh danh ¢4 nhén;

(8) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/Hb chiéu/Giay t& hop 16
thay thé); s6, ngay, thang, nim cap, co quan cap; ban chup dinh kém;

(9) Noi cu trt (noi thuong tra/noi tam tra/noi dang sinh sdng);

(10) Loai viéc yéu cau cap ban sao Gidy khai sinh/Trich luc h tich;

(11) Co quan da dang ky sy kién ho tich trude day;

(12) Tén gidy to ho tich, sd, quyén s, ngay, thang, nam ding ky;

(13) S6 luong ban sao;

(14) Phuong thtrc nhan két qua:

o Truc tiép

o Truc tuyén (ban dién tir s& dugc giri vé Kho quan 1y dit liéu cta ca nhan/dia chi thu
dién tir/thiét bi sd/dién thoai ctia ngudi yéu cau)

0 Buu chinh (cung cap dia chi noi nhan).

(15) Ho so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan cac thong tin cung cip 1a dung su that va chiu hoan toan
trach nhiém trudc phap luat vé ndi dung cam doan ctia minh.

* Truong hop cac thong tin vé gidy to chimg minh noi cu tra d3 duge khai thac tir
CSDLQGVDC, duoc hé thdng dién ty dong thi khong phai xuat trinh (theo hinh thirc
truc tiép) hodc tai 1én (theo hinh thirc tryc tuyén).

* Mau dién tir twong tac ghi nhan thoi gian (gid, phut, gidy, ngdy, thang, nim) hoan
tat viéc cung cap thong tin; nguoi yéu cau trude d6 da dang nhap vao hé thong, thuc
hién xac thuc dién tir theo quy dinh.



CONG HOA XA HOI CHU NGHIA VIET NAM
DPoc lap - Ty do - Hanh phic

GIAY KHAI SINH

(BAN SAO)

............................................................ .ngay......thdng......ndm..........
@ NGUOI KY

................................... (K¥, ghi 16 ho, tén, chitc vu va déng dédu)




Chii thich:
 Ghi theo s6 trong S6 diing ky khai sinh.
@ Ghi tén co quan cip ban sao Gidy khai sinh.
® Ghi theo s6 trong S& theo ddi viéc cép ban sao clia co quan cip ban sao Trich luc hé tich.

“ Tuy theo cach thirc thyuc hién, ghi rd cin cir cip ban sao tir: “S6 ddng ky khai sinh” hoic “Co so dir
lieuho tichdiéntie”.



CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phiic

GIAY KHAI SINH

(BAN SAO)




Chii thich:
 Ghi theo s6 trong S6 diing ky khai sinh.
@ Ghi tén co quan cip ban sao Gidy khai sinh.
® Ghi theo s6 trong S& theo ddi viéc cép ban sao clia co quan cip ban sao Trich luc hé tich.

“ Tuy theo cach thirc thyuc hién, ghi rd cin cir cip ban sao tir: “S6 ddng ky khai sinh” hoic “Co so dir
lieuho tichdiéntie”.



CONG HOA XA HOI CHU NGHIA VIET NAM

(1) Doc lap - Tu do - Hanh phic

s54: @ JTLKH-BS ... ngay.....thang ....nam ...

TRICH LUC KET HON
(BAN SAO)

Ho, chir dém, ten v Ho, Chir dém, t8N ChONG: ..o,

Ngay, thang, nam sinh: .............................. Ngay, thang, namsinh: ...

DANtOC: ..o DANEOC:

QUABC ICh: oo QUOC TGS

NOTCU U o NOT CU UL oo e

Gy to tOY thAN: oo GIAY T OY AN e,

Ding ky két hon tai @

SO NOAY.. thang.................nam
Ghi cha:®

Thuec hién trich luc tur: ©

NGUOIKY TRICHLUC
(Ky, ghi r6 ho, chir dém, tén, chac vy, dong dau)



Chu thich:

M Ghi tén co quan thyc hién viéc cap ban sao Trich luc két hon (ghi du cac cp hanh
chinh).

(@ Ghi theo §6 trong S6 cap ban sao Trich luc ho tich cua co quan thyuc hién viéc cap
ban sao Trich luc két hon.

) Ghi 13 tén co quan da thyc hién viéc dang ky két hon.

@ - Truong hop dang ky lai két hon; dang ky hon nhan thyc té theo quy dinh tai
khoan 2 DiE%u 44 cta Nghi dinh so 123/2015/NB-CP; céng nhan viéc két, hon theo quy
dinh tai D%éu 11 Luat hon nhan va gia dinh; thuc hién lai viéc dang ky ket hon theo quy
dinh tai Biéu 13 cua Luat hon nhan va gia dinh thi ghi rd tai muc nay va ghi rd ngay xac lap
quan hé hén nhan.

Vi du: Dang ky lai két hon, quan hé hon nhan duoc xac 1ap tir ngay 01/5/1998

Ding ky hon nhan thuc té theo quy dinh tai khoan 2 Diéu 44 caa Nghi dinh s

123/2015/NB-CP, quan hé hon nhan dugc Xac lap tir ngay 01/5/1985

Quan hé hon nhan duoc cdng nhan tir ngay ..... theo Ban an/Quyét dinh s ...
ngay .......... cuaTAND .............

Thuyc hién lai viéc dang ky két hon theo quy dinh tai Diéu 13 cia Luat hdn nhan
va gia dinh, quan hé¢ hon nhan dugc xac lap tu ngay 01/5/2015.

- Truong hop di ly hon/ghi vao S6 ho tich viée Iy hon ciing can ghi rd tai myc nay.

Vi du: B ly hon/ghi vao S6 ho tich viéc ly hdn theo Ban an/Quyét dinh/Trich luc ghi
cha ly hon s6........cap ngay. ... thang......nam........

®) Tuy theo céach thuc thyuc hién, ghi rd can ctr cap ban sao tir: S6 dang ky két hon
hodc Co so dir liéu ho tich dién tu.



CONG HOA XA HQI CHU NGHIA VIET NAM
- Pjc lap - Ty do - Hanh phiic

S6: @ /TLKT-BS .. ,ngay......thang ... .nam ..........

TRICH LUC KHAI TU
(BAN SAO)

Ho, chir dém, tén:

Ngay, thang, ndm sinh:

Gigitinh: . DAN tOC: oo Quéc tich:

Sé dinh danh ca nhan:

Gidy to tuy than:

Da chét vao 1UC...... G0 PIGL, NQAY... ghi bang chit:
Noi chét:

D3 duge ding ky khai tir tai: ©).

Thuec hién trich luc tur:®

NGUOI KY TRICH LUC

(Ky, ghi 18 ho, chir dém, tén, chiic vy, dong dau)

@ Ghi tén co quan thuc hién viéc cip ban sao Trich luc khai tir (ghi dii céc cép hanh chinh).

@ Ghi theo sé trong Sé cap ban sao Trich luc hé tich cia co quan thuc hién viéc cip ban sao Trich luc khai tir.

® Ghi tén co quan dang ky khai i, s6, ngay thang nam dang ky.

@ Tuy theo cach thirc thuc hién, ghi rd cin ctr cép ban sao tir: S6 dang ky khai tir hosic Co s dit liéu ho tich dién tu.



CONG HOA XA HOI CHU NGHIA VIET NAM

D)

Poc 1ap - Tw do - Hanh phic

S6: @ /TLCMC-BS .. ,NQay.......thang ... nam ........
TRICH LUC PANG KY NHAN ... @
(BAN SAO)
X&c nhan dang ky viéc nhan ... Glgitra
Ho, chit dém, tén cha/me:
Ngay, thang, ndm sinh:
Gigitinh: .. DAN tOC: oo Quéc tich:

Gidy to tuy than:

Noi cu tra:

Va

Ho, chixr dém, tén con:

Ngay, thang, nam sinh:

GiGi tinN: Dan toc:.....o.n

Gidy khai sinh/Giay to tly than:
Noi cu tra:

Pading kynhan.................%ti®

v, NQAY
Thuec hién trich luc tur:®

........................... Quiéc tich:

NGUOI KY TRICHLUC
(Ky, ghi rd ho, chir dém, tén, chuc vy, dong dau)



Chu thich:

(1) Ghi tén co quan cap ban sao Trich luc (ghi du cac cip hanh chinh).

@ Ghi theo s6 trong S6 cap ban sao Trich luc ho tich cta co quan ding ky ho tich.

@ Ghi r6 viéc dang ky nhan: cha, con hodc me, con tuy theo ding ky viéc cha nhan
con/con nhan cha hoac me nhan con/con nhan me.

) Ghi tén co quan, sd, ngdy thang nim ding ky nhan cha, con hoic me, con.

®) Tuy theo céch thirc thyuc hién, ghi rd cin ctr cAp ban sao tir: S6 ding ky nhan cha,
me, con hodc Co sd dir ligu ho tich dién t.



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

S6:@TL...... -BS . ,ngay.......thang ......... nam ...

------------------------------------------- (3)
(BAN SAO)
Xac nhan:
Ho, chir dém, tén:
Ngay, thang, ndm sinh:
Gigitinh: ... DAN tOC: oo Quéc tich:

Gidy to tiy than:
Noi cu tri:
D3 dang ky viéc @

Trong ©

Noi dung: ©

Noi ding ky: ()

Thuec hién trich luc tir: ®

NGUOIKY TRICHLUC
(Ky, ghi rd ho, chr dém, tén, chirc vy, dong dau)

Chu thich:
() Ghi tén co quan cap ban sao Trich luc ho tich (ghi du cac cap hanh chinh).



@ Ghi theo sb trong S6 cap ban sao Trich luc h¢ tich cua co quan cap ban sao trich
luc, ghi chir viét tat loai viéc da giai quyét trong thuc te.

Vidu: 01/TLTDBHT-BS hoac 02/TLCCHT-BS hoac 05/TLXDLDT-BS

@) Ghi theo loai viéc thyuc té giai quyét: thay d6i ho tich; cai chinh ho tich; bo sung
thong tin ho tich; xac dinh lai dan toc.

) Ghi theo noi dung da ding ky: thay doi ho/chit dém/tén; cai chinh ho, chix dém,
tén, nam sinh; bo sung dan toc, ndm sinh cta nguoi cha; xac dinh lai dan toc...

®) Ghi tén loai gia@y to/s6 dang ky ho tich c6 ndi dung da duogc thay d6i, cai chinh, bd
sung thong tin ho tich, so, ngay thang nam dang ky.

©) Ghi noi dung di dang ky thay ddi, cai chinh, bd sung théng tin h tich, xac dinh lai
dan toc

Vi du: Thay d6i tén tir Nguyén Vin Nam thanh Nguyén Vin An

hodc: Xac dinh lai dan toc t Dan toc: Kinh thanh Dan toc: Thai

hodac Cai chinh nam sinh cua ngudi me tu sinh nam 1959 thanh nam 1960.

() Ghi tén co quan di ding ky, s6 dang ky, ngay thang nam ding ky viéc thay doi/cai
chinh/bd sung thdng tin ho tich/xac dinh lai dan toc.

®) Tuy theo cach thuc thuc hién, ghi & can cir cap ban sao tir: S6 dang ky thay doi,
cai chinh, bd sung thdng tin ho tich, xac dinh lai dan toc hoic Co s dit lidu ho tich dién ti.



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

S6:@ ITLGCKH-BS .. ,Nngay......thang .......nam ...

TRICH LUC GHI CHU KET HON
(BAN SAO)

Ho, chir dém, ténve:............cceeccoe..... . Ho, chix dém, t&n choNg: ..o

Ngay, thang, ndim sinh: ........................... Ngay, thang, namsinh: ... ...

DANtOC: ..o DANIOC

QUABC HICN: oo QUBC HCN: e

NOTCU s oo NOTCU ;oo

Gidy to tiy thAN: ... GIAY O tOY thAN:

Ping ky két hontai:®

Thuc hién trich luc tir:®

NGUOIKY TRICHLYC
(Ky, ghi rd ho, chr dém, tén, chtrc vy, dong dau)



Chu thich:

(1) Ghi tén co quan cap ban sao Trich luc ghi cht két hon (ghi du cac cap hanh chinh).

@ Ghi theo s trong §6 cap ban sao Trich luc ho tich ciia co quan thyc hién viéc cap
ban sao Trich luc ghi chd két hon.

© Ghi rd tén co quan, tén quéc gia nudc ngoai da dang ky lfét hon, tén loai giay to
chirng nhan yiéc Igét hon do co quan c6 tham quyén nudc ngoai cap, so (néu cd) va ngay,
thang, nam cap giay to do.

“Ghi 1 tén co quan dang ky ho tich, s6, ngay thang nam ghi vao S6 h tich viéc két hon.

®) Tuy theo céch thac thyuc hién, ghi & cin cir cap ban sao tir: S6 ding ky két hon
hodc Co so dir liéu ho tich dién tu.



CONG HOA XA HOI CHU NGHIA VIET NAM

EY Poc 1ap - Tw do - Hanh phlc
$6:@  /TLGCLH-BS .. , NOAY.......thang .....ndm ..........

TRICH LUC GHI CHU LY HON
(BAN SAO)

Ho, chir dém, tén:

Ngay, thdng, nam sinh:

Gidi tinN: e DAN tOC: s Qudc tich:
Gidy to thy than:

Noi cu tru:

Puogc ghi vao S6 ho tich VIgC.......e ()da giai quyét tai nwéc ngodi véi ngudi
co tén dudi day:

Ho, chir dém, tén:

) Ngay, thang, nim sinh:

GiGi tinN: o DAN tOC: oo Qudc tich:
Giay to thy than:

Noi cu tru:

Thuec hién trich luc tur: ("

NGUOIKY TRICHLUC
(Ky, ghi rd ho, chr dém, tén, chirc vy, dong dau)



Chu thich:

(1) Ghi tén co quan cap ban sao Trich luc ghi chd ly hdn (ghi da cac cap hanh chinh).

@ Ghi theo sb trong S6 cap ban sao Trich luc ho tich ciia co quan thyc hién viéc cap
ban sao Trich luc ghi cha ly hén.

®)Ghi 6 loai viéc thuc té: Iy hon hoic hiy viec két hon.

4 Ghi theo thong tin c6 trong S6 ghi chd ly hén, néu khéng co th()ng tin thi dé trong.

®) Ghi rd tén loai gidy to, so, tén co quan, ngay thang nam cap gidy to chimg minh
viéc ly hén/huy viée két hon do co quan c6 tham quyén nudc ngoai cap.

©) Ghi tén co quan ding ky ho tich da thuc hién viéc ghi cha ly hon, sb, ngay, thang,
nam ghi vao S6 ho tich viéc ly hén.

@ Tuy theo cach thirc thuc hién, ghi rd cin ctr cap ban sao tir: S ghi chd ly hon hoic
Co s dit liéu hé tich didn tir.



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

$6:®  JTLGCHT-BS .. ,Ngay.......thang .....nam .........

TRICH LUC

GHI VAO SO HQ TICH CAC VIEC HQ TICH KHAC
(BAN SAO)

Ho, chir dém, tén:

Ngay, thang, ndm sinh:

GiGH tINN: DANOC: oo Quéc tich:
Gidy to tuy than:

Noi cu tra:

Pi dugc ghi vao S6@

Noi dung ghi:®

Theo: ® SO do

Noi ghi:©
Thuec hién trich luc tur:()

NGUOIKY TRICHLYC
(Ky, ghi rd ho, chr dém, tén, chirc vy, dong dau)



Chu thich

() Ghi tén co quan cp ban sao Trich luc h tich (ghi da céc cap hanh chinh).

@Ghi theo sb trong S6 cap ban sao Trich luc ho tich cia co quan thyc hién viéc cap
ban sao Trich luc ghi vao Sb hé tich.

) Ghi rd loai S6 ho tich (Vi du: S6 dang ky khai tir, S6 thay d6i, cai chinh, bd sung
ho tich, xac dinh lai dan toc...).

) Ghi theo noi dung di duoc ghi vao so ho tich (Vi du: Pugc thay dbi ho tir Nguyén
Thi Lan thanh Smith Thi Lan).

®) Ghi tén loai gidy to ho tich, sb, tén co quan nudc ngoai da dang ky su kién ho tich
hoac cip gidy to xac nhan sy kién ho tich dd dugc ding ky/giai quyét, ngay ding ky/cp
gidy to do.

© Ghi rd tén co quan ding ky ho tich d thyc hién viéc ghi vao S6 ho tich (theo du cip
hanh chinh), t&n s6 ho tich, quyén sd, sb ding ky trong sb va ngay thuc hién viéc ghi vao S6 ho
tich.

Vi dy: UBND quan Ba Dinh, thanh phd Ha Noi, S6 ding ky khai tir, quyén s6 01, s6
123, ngay 18/8/2020.

) Tuy theo cach thuc thuc hién, ghi rd cin cir cap ban sao tir: S6 dang ky .......... hoic
Co sé dit lieu h tich dién ti.



2. Thu tuc dang ky khai sinh (QT-XP-02)

1

Muc dich

Quy trinh nay quy dinh trinh ty va cach thirc giai quyét hd so ctia cong dan c6 dé
nghi dang ky khai sinh thudc tham quyén giai quyét caa UBND cap x4

2 |Phamvi

- Ap dung dbi véi ca nhan c6 dé nghi dang ky khai sinh.

- Ap dung dbi véi cong chic UBND cap xa thuc hién Quy trinh nay.
3 |Noi dung quy trinh

3.1

Co sé phap ly

- Luat Ho tich nam 2014;

- Luat Hon nhan va Gia dinh nam 2014;

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

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cia Chinh pha quy dinh vé Co s¢ dif
liéu ho tich dién t, dang ky ho tich truc tuyén;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu sta d6i, bo sung
mét s6 diéu cua cac nghi dinh lién quan dén viéc ndp, xuat trinh s6 ho khau, s6 tam
trd giay khi thyc hién thi tuc hanh chinh, cung cap dich vu cong;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bd Tu phap quy dinh chi tiét thi
hanh mot s diéu caa Luat Ho tich va Nghi dinh s6 123/2015/ND-CP caa Chinh phu
quy dinh chi tiét mot s diéu va bién phap thi hanh Luat Ho tich;
- Thong tu sé 01/2022/TT-BTP ngay 04/01/2022 cua Bo Tu phap quy dinh chi tiét
mot sé diéu va bién phap thi hanh Nghi dinh s 87/2020/ND-CP cua Chinh phu quy,
dinh vé Co sd dix liéu ho tich dién ter, dang ky hé tich truc tuyén:
- Thong tu s6 03/2023/TT-BTP ngay 02/8/2023 cua Bo Tu phap stra d6i, b sung mot
s6 noi dung cia Thong tu s6 01/2022/TT-BTP cua Bo Tu phap quy dinh chi tiét mot
s6 dieu va bién phap thi hanh Nghi dinh s6 87/2020/NB-CP cua Chinh pha quy dinh
vé Co s dir liéu ho tich dién tir, ding ky ho tich truc tuyén;

- Thong tu s6 04/2024/TT-BTP cua Bo Tu phap sira doi, bo sung mot sé diéu cua
Thong tu s6 02/2020/TT-BTP cua B Tu phap ban hanh, hudng dan st dung, quan Iy
mau s6 qudc tich va mau gidy to vé qudc tich va Thong tu s6 04/2020/TT-BTP cual
B6 Tu phap quy dinh chi tiét thi hanh mot sé diéu caa Luat Ho tich va Nghi dinh s6
123/2015/ND-CP quy dinh chi tiét mot sé diéu va bién phap thi hanh Luat Ho tich;

- Théng tu s6 281/2016/TT-BTC cua Bo Tai chinh quy dinh muc thu, ché d6 thu, nop,
quan ly va str dung phi khai thac, st dung thong tin trong co s¢ dir liéu ho tich, phi xac
nhan cé qudc tich Viét Nam, phi xac nhan 1a nguoi géc Viét Nam, 1 phi qudc tich;

- Thong tu s6 85/2019/TT-BTC cua B Tai chinh hudng dan vé phi 18 phi thudc tham
quyén quyét dinh cia HDND tinh, thanh phé truc thuoc Trung wong.

- Thong tu s6 106/2021/TT-BTC cua Bo Tai chinh sira doi, bo sung mot sb diéu cua
Thong tu s6 85/2019/TT-BTC cua B Tai chinh huéng dan vé phi va & phi thuoc
tham quyén quyét dinh cua HDND tinh, thanh phé truc thude Trung uong.

- Nghi quyét s606/2020/NQ-HBPNDngay 07/7/2020 cua Hoi d¢ong nhan dan thanh
phd Ha Noi vé viéc ban hanh mot sé quy dinh thu phi, I phi trén dia ban thanh phd

Ha Noi thuoc tham quyén quyét dinh caa Hoi ddng nhan dan Thanh phé.



http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123

- Nghi quyét s6 07/2023/NQ-HPNDngay 04/7/2023 cta Hoi dong nhan dan thanh
phé Ha Nai vé viéc thu phi, 18 phi thuoc tham quyén quyét dinh cua Hoi dong nhan
dan Thanh phé trén dia ban thanh phé Ha Noi.

- Quyét dinh sb 1079/QD-BTP ngay 11/6/2024 cong b thu tuc hanh chinh duge sira
ddi, bd sung trong linh vuc ho tich thuc hién tai co quan dang ky ho tich thudc pham vi
chirc nang quan 1y cua Bo Tu phap.

- Quyét dinh sb 3658/QD-UBND ngay 15/7/2024 cua UBND thanh phé Ha Noi cong
bd Danh myc thu tyc hanh chinh sira doi, bo sung linh vyc h tich, qudc tich thudc
tham quyen giai quyét cta co quan, don vi trén dia ban thanh phd Ha Noi.

Quyet dinh s6 3211/Qb-UBND ngay 21/6/2024 cua UBND thanh phé Ha Néi cong
bé Danh myc 02 nhém thi tuc hanh chinh lién thong dién ti: Pang ky khai sinh,
dang ky thuong trd, cap thé bao hiém y té cho tré dudi 06 tudi; Pang ky khai sinh,
x6a ding ky thuong trd, giai quyét mai tang phi, tir tuat trén dia ban thanh phd Ha
NoI

3.2

Ban | Ban

Thanh phan ho so chinh | sao

- To khai dang ky khai sinh theo mau (néu nguoi ¢6 yéu cau lua chon
nop hod so theo hinh thirc tryc tiép hodc giri hd so qua hé thong buu
chinh);

- MAu ho tich dién ttr twong tacdang ky khai sinh (do nguoi yéu ciu cung
cap thong tin theo hudng dan trén Cong dich vu cong, néu ngudi co yéu| X
cau lya chon nop hd so theo hinh thire truc tuyén);

- Nguoi ¢ yéu cau dang ky khai sinh thuc hién viéc ndp/xuit trinh
(theo hinh thuc tryc tiép) hodc tai 1én (theo hinh thurc truc tuyén) cac
gidy to sau:

* Gidy to phai nop:

-Ban chinh Gidy chang sinh; truong hop khdng c6 Gidy chang sinh
thi ndp van ban cua ngudi 1dm ching xac nhan vé viéc sinh; néu
khong co ngudi 1am ching thi phai c6 gidy cam doan vé viéc sinh;

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

- Truong hop khai sinh cho tré em sinh ra do mang thai hg phai c6 van| X
ban xac nhan cia co s¢ Yy té da thuc hién k§ thuat hd tro sinh san cho
viéc mang thai ho.

- Van ban uy quyén (duoc ching thuc) theo quy dinh cta phap luat
trong truedng hop ay quyén thyuc hién viéc ding ky khai sinh.

(Trudng hop Gidy ching sinh duge chia sé ty dong tir Co s& dit liéu
ctia nganh y t&, cong dan khong phai ndp gidy nay).

* Giay to phai xuat trinh:

- Ho chiéu hoic Chtmng minh nhan dan hoac Thé can cudc cong dan
hodc Can cudc hodc cac gidy to khac co dan anh va thong tin c4 nhan| X
do co quan c6 thim quyén cip, con gia tri st dung dé ching minh vé

nhan than cia ngudi ¢d yéu cau ding ky khai sinh. Trudong hop céc




thong tin ca nhan trong cac gidy to nay da cd trong CSDLQGVDC,
CSDLHTDT, duoc hé thong dién tu dong thi khong phai tai 1én (theo
hinh thirc truc tuyén);

- Gidy to ¢6 gia tri chang minh thdng tin vé cu tra trong trudng hop
co quan ding ky ho tich khong thé khai thac dwoc thdng tin vé noi
cu tri cta cong dan theo cac phuong thirc quy dinh tai khoan 2 Diéu
14 Nghi dinh sé 104/2022/ND-CPcua Chinh pha. Truong hop céc
thong tin vé gidy to ching minh noi cu tri da duoc khai thac tir Co
so dit liéu quéc gia vé dan cu bang cac phuong thirc nay thi ngudi
c6 yéu cau khong phai xuat trinh (theo hinh thic tryc tiép) hoic tai
lén (theo hinh thic truc tuyén).

- Giay ching nhan két hdn néu cha, me da dang ky két hon. Truong
hop d co thong tin vé viéc két hdn caa cha, me trong CSDLHTDT,
CSDLQGVDC thi khéng phai xuét trinh (theo hinh thic truc tiép)
hoic tai 1én (theo hinh thic truc tuyén).

Truong hop giri hd so qua hé théng buu chinh thi phai gii kém theo
ban sao ¢ ching thuc c4c gidy to phai xuat trinh néu trén.

(Truong hop Co so dit liéu dan cu da duoc tich hop, chia sé, két néi,
cong dan da co xac thuc dinh danh dién ti, cdng dan khéng can xuét
trinh gidy to tly than. Trudng hop Gidy chimg nhan két hon duoc chia
sé tu dong tir Co s¢ dir li€u ho tich dién tir, cong dan khong can xuat
trinhgidy to thy than).

*Luuy:

- Trong thoi han 60 ngay ké tir ngay sinh con, cha hodc me c6
trach nhiém ding ky khai sinh cho con; truong hop cha, me khong thé
dang ky khai sinh cho con thi 6ng hoac ba hoac ngudi than thich khac
hodc ca nhan, t6 chirc dang nudi dudng tré em ¢ trach nhiém ding ky
khai sinh cho tré em.

- Truong hop dang ky khai sinh cho tré bi bo roi thi sau khi
nhan dugc thong bao, Chu tich Uy ban nhan dan cap xa hodc Trudng
cong an cp xa co trach nhiém t6 chirc 1ap bién ban vé viée tré bi bo
ro1.

Sau khi 1ap bién ban, Uy ban nhan dan cp xa tién hanh niém
yét tai tru s Uy ban nhan dan trong 07 ngdy lién tuc vé viéc tré bi bo
roi. Hét thoi han niém yét, néu khong c6 thong tin vé cha, me dé cia
tré, Uy ban nhan déan cp xa thong bao cho c4 nhan hoic t6 chiic dang
tam thoi nudi dudng tré dé tién hanh diang ky khai sinh cho tré.

- Truong hop tré chua xac dinh dugc cha thi ho, dan tdc, qué
quan, quéc tich cua con dugc xac dinh theo ho, dan tdc, qué quan,
qudc tich cia me; phan ghi vé cha cta tré dé tréng. Néu vao thoi diém
dang ky khai sinh nguoi cha yéu cau lam thu tuc nhan con thi két hop
giai quyét viéc nhan con va dang ky khai sinh.




- Truong hop tré chua xéc dinh dugc me ma khi dang ky khai
sinh cha yéu cau lam thu tuc nhan con thi két hop giai quyét viéc nhan
con va dang ky khai sinh; phan khai vé me cua tré dé trong.

- Truong hop tré khong thudc dién bi bo roi, chua xac dinh
dugc ca cha va me thi thuc hién tuong tu nhu dang ky khai sinh cho
tré bi bo roi, nhung trong S6 ho tich ghi & “Tré chua xac dinh duogc
cha, me”.

*Luwu y:

- Dbi voi gidy to ndp, xuit trinh néu ngudi yéu cau ndp ho so
theo hinh thuc truc tiép:

+ Nguoi tiép nhan c6 trach nhiém kiém tra, d6i chiéu véi thong
tin trong to khai, chup lai hodc ghi lai thong tin dé luu trong ho so va
tra lai cho nguoi xuét trinh, khong duoc yéu cau ndp ban sao hodc ban
chup gidy to do.

+ Ngudi yéu cau dang ky ho tich ¢ thé ndp ban sao chimg thuc
tir ban chinh hoac ban sao duoc cép tlr 6 géc hoac ban chup kem theo
ban chinh gidy to dé ddi chiéu. Truong hop nguoi yéu cau ndp ban
chup kém theo ban chinh gidy to thi ngudi tiép nhan co trach nhiém
kiém tra, d6i chiéu ban chup véi ban chinh va ky xac nhan, khong
duoc yéu cau ngudi di ding ky ndp ban sao gidy to do.

+ Nguoi tiép nhan co trach nhiém tiép nhan dung, dt hd so
dang ky ho tich theo quy dinh cua phap luat ho tich, khong duge yéu
cau nguoi dang ky ho tich nop thém gidy to ma phap luat ho tich
khong quy dinh phai ndp.

Ngueoi tiép nhan hé so thue hién khai théac théng tin trong Col
56 dit liéu quoc gia vé dan cu theo quy dinh phdp ludt néu nguoi yéu
cau dang ky hé tich di cung cdp ho, chiv dém, tén; ngay, thang, ndm
sinh; s6 dinh danh cd nhdn/cdn cwdce cong dan/thé can cuedc/chirng
minh nhan dan. Truong hop cdc théng tin can khai thic khéng cé
trong Co s& dit liéu quéc gia vé dan cuw thi dé nghi nguwoi yéu cau ké
khai day di.

- P6i v6i gidy to gui kém theo néu ngudi yéu cau ndp hd so
theo hinh thtc truc tuyén:

+ Ban chup céc gidy to giri kém theo ho so dang ky khai sinh truc
tuyén phai bao dam rd nét, day du, toan ven vé ndi dung, 1a ban chup
béng may anh, dién thoai hodc dugc chup, dugc quét béng thiét bi dién
tir, tir gidy to dugc cap hop 18, con gia tri st dung.

+ Truong hop gidy to, tai liéu phai giri kém trong ho so dang ky
khai sinh truc tuyén da co ban sao dién tir hoac da co6 ban dién tir giéy to
ho tich thi ngudi yéu cau duge sir dung ban dién tir ndy.

+ Khi dén co quan dang ky ho tich nhan két qua (Gidy khai
sinh/ban sao Gidy khai sinh), nguoi c6 yéu cau dang ky khai sinh phai




nop ban chinh Gidy chung sinh; xuat trinh gidy to tuy than; ban chinh
Gidy chimg nhan két hon (néu cha me tré da dang ky két hon va thong
tin vé viéc két hon chua co trong CSDLQGVDC, CSDLHTDT).

- Gidy to do co quan c6 thdm quyén cta nudc ngoai cip, cong
chimg hodc xac nhan dé su dung cho viéc dang ky ho tich tai Viét
Nam phai dugc hgp phap hoa lanh su theo quy dinh ctia phép luat, trur
truong hop duoc mién theo diéu wdc qubc té ma Viét Nam 1a thanh
vién.

- Trudng hop ngudi yéu cau ding ky khai sinh khong cung cap
duoc gidy to néu trén theo quy dinh hodc gidy to ndp, xuat trinh bi tay
x0a, sira chira, 1am gia thi co quan dang ky ho tich c6 thim quyén hiy
bo két qua dang ky khai sinh.

- Trudong hop nguoi di dang ky khai sinh cho tré em 1a 6ng, ba,
nguoi than thich khéc thi khong phai ¢é vin ban ty quyén cta cha, me
tré em, nhung phai thong nhét véi cha, me tré em vé cac ndi dung khai
sinh.

- Béi voi viée xac dinh ho, dan toc, qué quan, dit tén cho tré:

+ Viéc xac dinh ho, dan tdc, dat tén cho tré em phai phu hop
vGi phap luat va yéu cau gitt gin ban sic dan toc, tdp quan, truyén
théng van hoéa tbt dep cua Viét Nam; khong dat tén qua dai, kho s
dung.

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

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

Co quan dang ky ho tich tir chdi giai quyét hoic dé nghi co
quan c6 thim quyén huy bo két qua dang ky ho tich, néu co co so xac
dinh ndi1 dung cam doan khong dung su that.

3.3

S6 lwong ho so

01 bo

3.4

Thai gian xir ly

quyét duoc ngay thi tra két qua vao ngay lam viéc tiép theo.

3.5

Két qua thue hién thi tuc hanh chinh:

Gidy khai sinh).

Ngay trong ngay tiép nhan hd so; truong hop nhan hd so sau 15 gio ma khong giai

- Gidy khai sinh (ban chinh), ban sao Gidy khai sinh (truong hop yéu cau cap ban sao




- Ban dién ttr Gidy khai sinh (Ban dién tir s& tu dong gui vé Kho quan 1y dit liéu dién
tor cia ca nhan/dia chi thu dién tir/thié€t bi s6/di¢n thoai ctia nguoi yéu cau sau khi da
hoan tat thu tuc dang ky khai sinh tai co quan ding ky ho tich).

3.6

Noi tiép nhan va tra két qua

- Cong Dich vu céng Qudc gia (https://dichvucong.gov.vn)

- Cong Dich vu cong thanh phb Ha Noi (https://dichvucong.hanoi.gov.vn)
- B6 phan Mot cira (TN&TKQ) thuoc UBND cép xi noi cu trii ciia ngudi cha hoic
ngudi me ding ky khai sinh cho tré em; HoacUBND cép xa noi 1ap bién ban vé viéc tré
bi bo roi dbi véi trudng hop diang ky khai sinh cho tré bi bé roi; Hodc UBND cép xi noi

tré dang cu trii ¢6 trach nhiém dang ky khai sinh cho tré chua xac dinh dugc cha, me.

3.7

L¢ phi, Phi

5.000d

- Mién Lé phi di véi truong hop khai sinh dung han, nguoi thudc gia dinh c6 cong
véi cach mang; nguoi thuoc ho nghéo; nguoi khuyét tat.
- Muc thu Lé phi dbi vai dich vu cong truc tuyén khi té chac, ca nhan nop ho so
thuc hién TTHC trén Cong Dich vy cong bang Khong (Khdng thu).
- Néu cdng dan nop hé so Pang ky qua han truc tiép tai UBND cép x&:Lé phi:

- Phi cap ban sao gidy khai sinh (néu c6 yéu cau): 8.000 dong/ban sao.

3.8 | Quy trinh xir ly cdng viéc
. Tréch .. . | Biéumiu | Trang thai
TT Trinh tw nhiém Thoi gian /Kétqua | He théng
Hb so duge nodp truc tiép tai Bo Cong Dich
phan Mot ctra cia UBND cap xa vu cong
hodc giri qua hé thdng buu chinh Quoc gja
hodc ndp truc tuyén tt]uc h'f{n
- Trudng hop nop hd so truc tiép, Thanh phn | GoEPhaR
cong dan nop ho so tai B phan hd so theo hQ' an, et
Mot cua UBND cdp xa c6 tham Muc 3.2 ugflg nguol
quyén; nop I€ phi néu thudc trudng ' Cxungéqlh
hop phai nop ¢ phi; nop phi cap o ong Lic
bin sao Gidy khai sinh néu cé yeu . To khai déng h‘V uhcohn 9 4
B1 lciu cap ban sao Gidy khai sinh Cong dan ky khai sinh {thanh pno de

UBND céap xa c6 tham quyén.

Cong DVC két ndi voi CSDLDC

thuc hién cac

- Truong hop nop hd so truc Biéu mau Pbe fid
tuyén, cong dan truy cap Cong dién tr tuong u,?heolep
dich vu cbng quéc gia hoic Cong tacdangky | _ "

: . . L e ) khai sinh Tai khoan
dich vu cbng thanh pho, dang ky gm Teén
tai khoan (néu chwa c6 tai khoan), Dine nha

ac th 01 dung, dang nha ang nhep
xac thl-fc ;%um ne; hy hg by ap va Mat khau
vao hé thong, xac dinh dung VNelD




dé khai thac cac truong thong tin
cua céng dan co trong CSDLDC.
Cong dan lya chon:

- Dich vu ¢6ng truc tuyén,

- Quan, Huyén, Thi xa ,

- UBND xa, phuong, thi tran co
tham quyén

- Linh vuc Ho tich,

- Thu tyc Pang ky khai sinh.

Cong dan cung céap thdng tin theo
biéu miu dién tir twong tac(trén
Cong dich vu cdng), dinh kém ban
chup hoic ban sao dién tir cac giy
to, tai liéu theo quy dinh; ndp phi,
I¢ phi thdng qua chirc nang thanh
toan truc tuyén hoac bang cach
thirc khac theo quy dinh phép luat,
hoan tat viéc nop hd so.

B2

Cong chirc BO phan Mot cura truy
cap Hé théng thong tin giai quyét
tht tuc hanh chinh cta thanh phé
kiém tra tinh chinh xac, déy du,
thong nhat, hop 1é cta ho so.

(i) Trudng hop hd so day da, hop
& thi tiép nhan hd so; néu tiép nhan
hd so sau 15 gio thi c6 Phiéu hen,
tra két qua cho ngudi cd yéu cau
trong ngay lam viéc tiép theo (néu
nguoi €O yéu cau lya chon hinh
thic nop hd so truc tiép) hoic gui
ngay Phiéu hen, tra két qua qua
thu dién tir hodc gui tin nhan hen
tra két qua qua dién thoai di dong
cho nguoi ¢d yéu cau (néu nguoi
c6 yéu cau lya chon hinh thac nop
hd so truc tuyén);chuyén hd so dé
cong chuc Tu phap -Ho tich xu ly.
Sau khi tiép nhan ho so theo hinh
thirc nop truc tiép, cong chic Bo
phan Mot ctra thuc hién sé hoa
(sao chup, chuyén thanh tai liéu
dién tir trén hé thong thong tin, col

s dir liéu) va ky s vao tai liéu,

Cong chtrc
Bo phan
Mot cira

Khong qua
01 gio

- Phiéu yéu
cau bo sung,
hoan thién
ho so
- Phiéu tir
chéi tiép
nhan giai
quyét ho so
- Giay tiép
nhan ho so
va hen tra két
qua




ho so giai quyét thu tuc hanh
chinh d3 dugc sd hoa theo quy
dinh.

(i) Truong hop hd so chwa day
da, hop 1€ thi c6 théng bao cho
ngudi Yéu cau bd sung, hoan thién
hd so, néu 13 loai gidy t&, noi dung
can bd sung dé ngudi c6 yéu cau
b6 sung, hoan thién. Sau khi hd so
duoc bd sung, thuc hién lai budc
OF ‘
(iii) Truong hop ngudi cO yéu cau
dang ky khai sinh khong bo sung,
hoan thién duoc hd so thi tir chdi
giai quyét hd so va bao céo
Trudng Bo phan Mot cua

B3

Cong chac Bo phan Mot cira truy)
cap Heé théng thong tin giai quyét

thi tuc hanh chinh cua thanh phé Cé’rfg ehie ) nongqual
2 A A bl & A 0 phan . Ho6 so

chuyén ho so sang Hé thong thong Mét cita 01 gio

tin dang ky, quan ly hg tich cho '

cong chic Tu phap - Ho tich

Cong chac Tu phap - Ho tich tham

tra ho so (tham tra tinh thong nhat,

hop 1& cua cac thdng tin trong hd

s0, gidy to, tai lieu do nguoi yéu

cau nop, Xuat trinh hogc dinh kém).

+ Truong hop hd so can bo sung, - Giay khai

hoan thién hoic khong du diéu sinh

kién giai quyét, phai tir chéi thi - Thong béo

g}”r_i trlﬁngAbéo :/é tjnh Erang] hd % cong chic | , hE:> S‘?"Akh@_rfg
B4 to1 B phgn Mot cra dé thong pao Tur phép — Khong_qua du_ d_leu k[en

cho nguoi nop ho so — thuc hién . 04 gio | giai quyet/

S T A Ho tich

lai budc (ii) hoac (iii);

+ Truong hop can phai kiém tra, Thong bao

Xxac minh lam rd hoac do nguyén b sung hd

nhan khac ma khéng thé tra két SO

qua dang thoi gian da hen thi cong
chuc lam cong tac ho tich lap
Phiéu xin 156i va hen lai ngay tra
két qua, trong d6 néu rd ly do
cham tra két qua va thoi gian hen




tra két qua, chuyén B phan Mot
ctra dé tra cho nguoi c6 yéu cau
(néu nguoi ¢6 yéu cau lua chon
hinh thac nop hd so truc tiép),
hodc giri Phiéu xin 15i va hen lai
ngay tra két qua qua thu dién tu
hodc gui tin nhan qua dién thoai di
dong cho ngudi ¢ yéu cau (néu
ngudi €O yéu cau lya chon hinh
thire nop hd so truc tuyén).

+ Néu théy hd so déy da, hop 1§,
dung quy dinh, truong hop tiép
nhan hd so dang ky khai sinh theo
hinh thuce tryc tiép, thi cong chuc tu
phap - ho tich thuc hién viéc ghi
vao So dang ky khai sinh, cap nhat
thong tin dang ky khai sinh trén
Phan mém dang ky, quan ly ho tich
dién tr dung chung, luu chinh thuc
va chuyén thong tin  dén
CSDLQGVDC dé lay Sé dinh danh
ca nhan.

Truong hop tiép nhan ho so ding
Ky khai sinh theo hinh thuc truc
tuyén, cong chuc tu phap - ho tich
gui lai biéu mau Gidy khai sinh
dién tor voi thong tin day du cho
ngudi Yéu cau qua thu dién tir hoic
thiét bi so.

Nguoi yéu cau cd trach nhiém
Kiém tra tinh chinh xac, diy du
cia cac théng tin trén biéu mau
Gidy khai sinh dién tir va xac nhan
(t6i da mot ngay).

Cong dan xac nhan théng tin da
thong nhat, day du hoac khéng cé
phan hoi sau thoi han yéu cau thi
cong chire tu phap - ho tichghi noi
dung vao S6 dang ky khai sinh, cap
nhat thong tin dang ky khai sinh
trén Phan mém dang ky, quan ly ho
tich, luu chinh thac va chuyén




thong tin dén CSDLQGVDC dé lay)|
S6 dinh danh ca nhan.

Sau khi CSDLQGVDC tra vé So
dinh danh ca nhan, cdng chic tu]

s Phép - ho tich dy thio, trinh Lanh tﬁ%ﬁ;“‘;‘; thlngi 2 - Gidy kha
dao UBNQ cap xr?t ky, Giay khai tich ' sinh
sinh ban giay, ky so Giay khai sinh '
ban dién tu
- Lanh dao UBND cip xa ky Gidy
khai sinh ban gidy, ky s6 Gidy khai
sinh ban dién tr Lanh dag
B6 |- Ban dién tur, ban gidy chuyén | UBND cap
cong chite Tu phap - Ho tich va xa
cong chirc Vian phong - Thong ké
dé dong dau.
- Cong chtc Vian phong-Thong ké Hé thdng gui
phat hanh vin ban ban gidy, ban tin nhan toi
dién tir (Hé théng tu dong chuyeén email cua
ket qua ban dién tir dén BO phan| Cang chirc cong dan
Mot ctra). Vin phong- thong ,béo da
- Ban gidy chuyén cong chic tul Théng ké co ket qua
phép - ho tich dé chuyén Bo phan kinh moi
B7 Mot cra tra két qua cho cong dan Cong chirc cong dan den
(Tong thoi gian giai quyet tir B |ty phap - ho nhan
deén B6 hoan thanh truéc 16 gio tich
30 phat trong ngay tiép nhan ho '
s0. Poi véi truong hop tiép nhan
ho so sau 15 gio, tra két qua
truéc 11 gio ngay lam viéc tiép
theo)
1. Pé nghi cong dan xut trinh ban
chinh giay to tiy than, Giay ching| Cong chirc o
nhan két hon (Truong hop Cosd | B phan Thong tin
di ligu dan cu da duoc tich hop, | Motcia |Trong gio| _ dé’?g blg'vﬁl
chia s¢, két noi, cong dan da co hanh chinhl ~ Gléy khai VU (c);g?] 1360
Xéc thyc dinh danh dién ti, €09 | cong dan sinh [
B8 /dan khong can xuat trinh. Truong - Ban sao
hop Gidy ching nhan két hon dugc Trich luc
chia sé tu dong tir Co so dir li¢u ho khai sinh

tich dién tir, cong dan khong can
xudt trinh. Truong hop Gidy ching
sinh dugc chia sé ty dong tir Co s&
dir liéu cua nganh y té, cong dan




khong phai nop giéy nay).

2. X&c nhan dbi chiéu ban chinh

3. Cong dan kiém tra théng tin trén
Giay khai sinh, S6 dang ky khai
sinh, ky vao To khai, S6 dang ky
khai sinh theo luat ho tich.

5. Thu phi trich luc gidykhai sinh
(8.000d/ban trich luc)

6. Tracong dan: Ban chinh Giay
khai sinh, Ban sao Giay khai sinh
7. Gui Giay khai sinh ban dién tu
dén tai khoan, email, Kho quan ly
dit liéu dién tr cua cong dan

8. Ho so, két qua giai quyét
TTHC duoc sé héa

9. Ban giao hd so cho cong chirc
Tu phap-Ho tich luu gir

Biéu mau

Hé thong biéu mau (Théng tu s6 01/2018/TT-VPCP ciia Vian phong Chinh pht)

To khai dang ky khai sinh (Thong tu s6 04/2024/TT-BTP cua Bo Tu phap)

Giay khai sinh, Giay khai sinh ban sao (Thong tu s6 04/2020/TT-BTP - Bo Tu phap)

Biéu mau dién tir tuong tac dang ky khai sinh (Thong tu s6 03/2023/TT-BTP).




CONG HOA XA HQI CHU NGHIA VIET NAM
Poc l1ap - Tw do - Hanh phuc

TO KHAI PANG KY KHAI SINH
Kinh gti: @ Uy ban Nhan dan ...

Ho, Chit dém, t81 NEUOT YEU CAU ...t
Ngay, thang, NAM SINN: ...ooiiiiiii e e e ae e nrbee s

Quan hé vai nguoi dugC Khai SINN: L.
Pé nghico quan ding ky khai sinh cho nguoi dwéi diy:

HOQ, CRTE @M, T8N ..ttt e ettt na e ne e
Ngay, thang, nam sinh: ........c.cccccoeveiiniieniiecieeee, ghi bANG T oo

GiGi tinh: e, DAN tOC: e vvevereeeeeeeererens QUABC LICN: oo,
INOT SN ).ttt et e et e et et et et e et et et et er et ene et et er et eeeeeeneer et eneeeenes
(@ 1= o[- SR SPOSSS

Ho, CNit d€my, t€1N MEUWOT M. ........iovoice s
NAM SINh: O Dantoc: @ ..o Quoc tich: @................

GIAY O tUY TNAN: Bttt en et
Ho, chit dém, tEN M@WOT CHA:........coooooooiooi s
NAm $inh: G Dan toc: @..vven Quéc tich: @ ..............
INOT CU AT @) ettt ettt et e et e st et e et e et e et e st et e st et et et estaaeeresteebesteseens
Gidy to tay TNAN: .
Thong tin vé Gidy chiing nhan két hon cua cha me tré (néu cha, me tré da DPKKH): So.......... ,
Quyén sb: .......... , dang ky ngay .... thang .... ndm ......... 171 SRR
T6i cam doan ndi dung dé nghi dang ky kha1 smh trén day la dung su that, duoc su thoa thuan
nhét tri ciia cac bén lién quan theo quy dinh phap luat.
T6i chiu hoan toan trach nhiém truéc phap luat vé noi dung cam doan cua minh.

Lamtai: ... , NZAY ........... thang ......... nam ..............

Ngudi yéu cau
(Ky, ghi rd ho, chit dém, tén)




Chd thich:
WGhi rd tén co quan ding ky khai sinh.

@ Chi ghi trong truong hop ngudi ¢6 yéu cau dang ky ho tich chua c6/khéng cung cap
s6 dinh danh ca nhan/can cudc cdng dan/thé can cudc/ching minh nhan dan; khéng cung cap
day du thong tin ngdy, thang, nim sinh.

~ Truong hop phai cung cap thong tin “Noi cu trd” thi ghi theo noi ding ky thuong tri;
néu khong c6 noi dang ky thuong tru thi ghi theo noi dang ky tam tra; truong hop khéng cé
noi dang ky thuong tra va noi dang ky tam tru thi ghi theo noi ¢ hién tai.

- Ochi s6 dinh danh c4 nhan/cin cudc cong dan/thé can cude(vi du: Can cude cong dan
so 025188001010 do Cuc Canh sat QLHC ve TTXH cap ngay 20/11/2021). Truong hop
khong c6 s6 dinh danh ¢4 nhan/can cudc cong dan/the can cudce thi ghi giay to hop 1€ thay the
(ho chiéu, chitng minh nhén dan,...).

@ Truong hop sinh tai co sé' y té thi ghi rd tén co sd y té va va dia chi tru sé co sd y té do.

Vi du: - Bénh vién Phu san Ha No6i, duong La Thanh, phuong Ngoc Khanh, quan Ba
Pinh, Ha Noi.

- Tram y té xa Dinh Bang, huyén Tir Son, tinh Bac Ninh.

Truong hop sinh ra ngoai co s& Y té thi ghi dia danh cua 03 cap hanh chinh (x&, huyén,
tinh), noi sinh ra.

Vi du: xa Binh Bang, huyén Tir Son, tinh Bic Ninh.

() Ghi ddy du ngay, thang sinh cua cha, me (néu co).

©) P& nghi danh ddu X vao 6 néu c6 yéu cau cap ban sao va ghi rd sb luong.



NOI DUNG MAU HO TICH PIEN TU TUONG TAC
PANG KY KHAI SINH

I. Thong tin vé ngudi yéu cau ding ky khai sinh
(1) Ho, chir dém, tén;
(2) Sé dinh danh ca nhan;

3) G1ay to tuy than: Loai gidy to su dung (CCCD/CMND/H9 chiéu/Gidy to hop 16
thay thé); sb, ngay, thang, nim cap, co quan cap; ban chup dinh kém;

(4) Noi cu trt (noi thuong tra/noi tam tra/noi dang sinh sdng);
(5) Quan h¢ vo1 nguoi duoce khai sinh.

II. Thong tin vé nguwoi dwoe diang Ky khai sinh

(6) Ho, chir dém, tén;

(7) Ngay, thang, nam sinh (tach biét riéng 03 truong thong tin ngay, thang, ndm sinh;
hé thong tu dong chuyén nodi dung tir sb sang ghi bang chir);

(8) Gidi tinh;
(9) Dan toc;
(10) Qudc tich;

(11) Noi sinh (gém céc trudng thong tin tach biét riéng theo dia danh hanh chinh: sb
nha; du(‘)’ng/phé; thén/té/bén/ép; xa, phuong, thi tran; quan, huyén, thi xa, thanh phé
thudc tinh, thanh phd thudc thanh phd tryc thudc Trung wong; tinh, thanh phd truc
thudc Trung wong);

(12) Qué quan.

I11. Thong tin vé nguoi me ciia ngudi dwoc Khai sinh

(13) Ho, chir dém, tén;

(14) Ngay, thang, nam sinh (tach biét riéng 03 truong thong tin ngay, thang, ndm);
(15) S6 dinh danh c4 nhan;

(16) G1ay to tuy than: Loai glay to st dung (CCCD/CMND/H9 chiéu/Giay to hop 16
thay thé); sb, ngay, thang, nim cap, co quan cap; ban chup dinh kém;

(17) Dan toc;

(18) Qudc tich;

(19) Noi cu trt (noi thuong tra/noi tam tra/noi dang sinh song).

IV. Thong tin vé ngudi cha ciia nguwoi dwogc khai sinh

(20) Ho, chir dém, tén;

(21) Ngay, thang, ndm sinh (tach biét riéng 03 truong thong tin ngay, thang, nam);
(22) S6 dinh danh ca nhan;



(23) Glay to tuy than: Loai glay to s dung (CCCD/CMND/H9 chiéu/Giay to hop 1¢
thay thé); sb, ngay, thang, nim cap, co quan cap; ban chup dinh kém;

(24) Dan toc;

(25) Qudc tich;

(26) Noi cu tra (noi thudng tra/noi tam tra/noi dang sinh sdng);
(27) Dé nghi cép ban sao:

o Co

S6 luogng ban sao yéu cau: ...

0 Khong

(28) Ho so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan céc thong tin cung cap, ndi dung dé nghi dang ky khai
sinh cho tré em la dung sy that, da c6 sy thoa thudn nhat tri ctia cha, me tré theo quy
dinh phép luat va chiu hoan toan trach nhi¢m trudc phap luat vé néi dung cam doan
cuia minh.

* Truong hop cc thong tin vé gidy o chimg minh noi cu trii da duoc khai thac tir
CSDLQGVDC, dugc hé thong dién tu dong thi khong phai xuat trinh (theo hinh thire
tryc tiép) hoac tai 1én (theo hinh thic truc tuyén)

* Mau dién tir tuong tac ghi nhan thoi gian (gio, phut, gidy, ngay, thang, nam) hoan
tat viéc cung cap thong tin; ngudi yéu cau trude d6 da dang nhap vao hé théng, thuc
hién xac thuc dién tir theo quy dinh.

Nguoi yéu cau dang ky khai sinh nhan Gidy khai sinh (ban chinh) truc tiép tai co
quan dang ky ho tich.

Ban di¢n tur s€ tu dong gui vé Kho quan ly dir li¢u dién tir cua CE:l nhan/dia chi thu
dién tir/thiét b1 s6/di¢n thoai ctia nguoi yéu cau sau khi da hoan tat thu tuc dang ky
khai sinh tai co quan dang ky hg tich.
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CONG HOA XA HOI CHU NGHIA VIETNAM
Poc 1ap - Tu do - Hanh phiic

GIAY KHAI SINH

(BAN SAO)

Ho, chit'dém, tén ngudl iKhai STl i i A e e s it
Gy M thAN o S N e o0 vvisn St L O S Y M s




Chii thich:
" Ghi theo 56 trong S6 dang ky khai sinh.
® Ghi tén co quan cép ban sao Gidy khai sinh.
® Ghi theo sb trong S6 theo ddi viée cap ban sao clia co quan cip ban sao Trich luc ho tich.

“ Tuy theo cach thirc thyuc hién, ghi rd can cir cAp ban sao tir: “S6 ddng ky khai sinh” hoic “Co'sé die
liéuhé tichdién tir”.



CONG HOA XA HOI CHUNGHIA VIET NAM
Doc 1ap - Tu do - Hanh phiic

GIAY KHAI SINH

(BAN SAO)




Chii thich:
" Ghi theo 56 trong S6 dang ky khai sinh.
® Ghi tén co quan cép ban sao Gidy khai sinh.
® Ghi theo sb trong S6 theo ddi viée cap ban sao clia co quan cip ban sao Trich luc ho tich.

“ Tuy theo cach thirc thyuc hién, ghi rd can cir cAp ban sao tir: “S6 ddng ky khai sinh” hoic “Co'sé die
liéuhé tichdién tir”.



3. Thii tuc ding ky két hon (QT-XP-03)

1

Muc dich

Muc dich: Quy trinh nay quy dinh trinh ty va cach thirc giai quyét ho so cua cong dan co
dé nghi dang ky két hon thudc tham quyén giai quyét caia UBND cap x&

2 |Phamvi

- Ap dung ddi véi ca nhan c6 dé nghi dang ky két hon.

- Ap dung dbi vai cong chic UBND cap xa thuc hién Quy trinh nay.
3 |N@i dung quy trinh

3.1

Co sé phap ly

- Luat Hon nhan va Gia dinh nam 2014;

- Luat Ho tich nam 2014;

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

- Nghi dinh sé 87/2020/ND-CP ngay 28/7/2020 cua Chinh phu quy dinh vé Co s¢ dif
liéu ho tich dién tt, ding ky ho tich truc tuyén;

- Nghi dinh sé 104/2022/NB-CP ngay 21/12/2022 cua Chinh phua stra d6i, bd sung
mot sé diéu caa cac nghi dinh lién quan dén viéc nop, xuat trinh s6 ho khau, s6 tam
trd giay khi thuc hién tha tuc hanh chinh, cung cap dich vu cong:

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

- Théng tu s6 01/2022/TT-BTP ngay 04/01/2022 cua Bo Tu phap quy dinh chi tiét
mot s6 diéu va bién phap thi hanh Nghi dinh s6 87/2020/NB-CP cua Chinh pha quy
dinh vé Co so dit liéu ho tich dién t, dang ky ho tich truc tuyén;

- Thong tu s6 03/2023/TT-BTP ngay 02/8/2023 cua Bo Tu phap sira doi, bo sung mot
s6 noi dung cua Thong tu s6 01/2022/TT-BTP cua Bo Tu phap quy dinh chi tiét mot
s6 diéu va bién phap thi hanh Nghi dinh sé 87/2020/ND-CP caa Chinh pha quy dinh
vé Co so dit liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Thong tu s6 04/2024/TT-BTP cta B Tu phép stra d6i, bd sung mot sé diéu cua
Thong tu s6 02/2020/TT-BTP ctia Bo Tu phéap ban hanh, hudng dan st dung, quan Iy
mau sb qudc tich va mau gidy to vé qudc tich va Thong tu sé 04/2020/TT-BTP cua|
Bo Tu phap quy dinh chi tiét thi hanh mot s6 diéu caa Luat Ho tich va Nghi dinh s
123/2015/ND-CP quy dinh chi tiét mot sé diéu va bién phap thi hanh Luat Ho tich;

- Thong tu s6 281/2016/TT-BTC cua Bo Tai chinh quy dinh muc thu, ché do thu, nop,
quan ly va su dung phi khai thac, st dung thong tin trong co sé dir ligu ho tich, phi xac
nhan ¢ quéc tich Viét Nam, phi x4c nhan 13 ngudi goc Viét Nam, 1& phi quéc tich.

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cta Bo Tai chinh husng dan vé phi va
1€ phi thudc tham quyén quyét dinh cia HPND tinh, thanh pho truc thugc Trung uong;

- Thong tu so 106/2021/TT-BTC cua Bo Tai chinh sira d6i, bo sung mot s6 diéu cua
Thong tu s6 85/2019/TT-BTC cua Bo Tai chinh huéng dan vé phi va Ié phi thuoc
tham quyén quyét dinh cia HDND tinh, thanh phé truc thudc Trung wong.

- Nghi quyét s6 06/2020/NQ-HPND ngay 07/7/2020 cta Hoi ddng nhan dan thanh
phd Ha Noi vé viéc ban hanh mot sé quy dinh thu phi, 1& phi trén dia ban thanh phd
Ha Noi thuc tham quyén quyét dinh caa Hoi dong nhan dan Thanh phé;



http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123

- Quyét dinh s6 1079/QD-BTP ngay 11/6/2024 cong bd thu tuc hanh chinh dugc stra
ddi, bd sung trong linh vuc ho tich thuc hién tai co quan dang ky hd tich thudc pham vi
chirc nang quan 1y cua Bo Tu phap.

- Quyét dinh sb 3658/QD-UBND ngay 15/7/2024 cia UBND thanh phé Ha Noi cong
bd Danh muc tha tuc hanh chinh sira d6i, b6 sung linh vuc ho tich, quéc tich thudc
tham quyén giai quyét cia co quan, don vi trén dja ban thanh phé Ha Noi.

- Quyét dinh 1277/QD-UBND ngay 07/3/2024 cua UBND thanh phé Ha Nai vé viéc
ban hanh Quy trinh giai quyét tha tuc hanh chinh: Pang ky két hon, xac nhan tinh
trang hon nhan tryc tuyén thudc tham quyén giai quyét cia UBND cap xa.

Ban |Ban

Thanh phan ho so chinh| sao

- To khai dang ky két hon theo mau, c6 di thong tin cuia hai bén nam, nir.
Hai bén nam, nit c6 thé khai chung vao mot To khai dang ky két hon (néu
nguoi co yéu cau lya chon ndp hd so theo hinh thire truc tiép);

- Mau ho tich dién tir tuong tacding ky két hon (do nguoi yéu cau cung cap
thong tin theo hudng dan trén Cong dich vu cong, néu ngudi co yéu cau lya| X
chon ndp ho so theo hinh thirc truc tuyén);

- Nguoi ¢6 yéu cau ding ky két hén thuc hién viéc nop/xuat trinh (theo
hinh thire truc tiép) hodc tai 1én (theo hinh thirc truc tuyén) cac gidy tof
Sau.

* Giay to phai nop:

- Ban chinh Giay xéac nhan tinh trang hén nhan do Uy ban nhan dan cap
X& cO tham quyeén cip trong trudng hop nguoi yéu cau dang ky két hon
khong dang ky thuong tra tai dia ban xa, phuong, thi tran lam thu tuc
dang ky két hon. Truong hop cac théng tin vé tinh trang hon nhan di co
trong CSDLQGVDC, CSDLHTDT duogc dién tu dong thi khong phai
xuat trinh (theo hinh thirc truc tiép) hodc tai 18n (theo hinh thuc truc
tuyén).

* Giay to phai xuat trinh:

- Ho chiéu hoic Chang minh nhan dan hodc Thé cian cuéc cong dan hoic
Can cudc hoic cac giay to khac cd dan anh va thong tin ca nhan do co
quan c6 tham quyén cap, con gia tri sir dung dé chang minh vé nhan than
ctia ngudi cO yéu cau dang ky két hon. Truong hop cac thdng tin ca nhan
trong cac gidy to nay di c6 trong CSDLQGVDC, CSDLHTDT, duoc hé
thong dién ty dong thi khdng phai tai 1én (theo hinh thtc truc tuyén); X
-Gidy to ¢o gia tri chang minh théng tin vé cu trt trong trudng hop co
quan dang ky ho tich khong thé khai thac dugc thdng tin vé noi cu tri
cta cong dan theo cac phuong thitc quy dinh tai khoan 2 Piéu 14 Nghi
dinh s& 104/2022/ND-CP ngay 21/12/2022 caa Chinh phi. Truong hop
cac thdng tin vé gidy to chimg minh noi cu tra da dwoc khai thac tir Co
s dir lieu qudc gia vé dan cu bang cac phuong thirc nay thi ngudi co




yéu cau khong phai xuat trinh (theo hinh thuc truc tiép) hoic tai Ién
(theo hinh thuc truc tuyén);

- Trich luc ghi chu ly hon dbi véi truong hop cng dan Viét Nam ding ky
thuong trd tai dia ban x& 1am tha tuc ding ky két hon, da duoc giai quyét
viéc ly hon, hiy viéc két hon trude d6 tai co quan co tham quyén nudc
ngoai.

Luuy:

- Péi voi gidy to nop, xuét trinh néu nguoi yéu cau ndp hd so theo
hinh thirc truc tiép:

+ Nguoi tiép nhan co trach nhiém kiém tra, d6i chiéu voi thong tin
trong to khai, chup lai hoac ghi lai thong tin dé luu trong hd so va tra lai
cho nguoi xudt trinh, khéng duoc yéu ciu ndp ban sao hodc ban chup
oidy to do.

+ Nguoi yéu cau dang ky ho tich ¢6 thé nop ban sao chimg thyc tir
ban chinh hodc ban sao duoc cép tir sO géc hoac ban chyp keém theo ban
chinh gidy t& dé ddi chiéu. Trudong hop nguoi yéu cau ndp ban chup kém
theo ban chinh gidy to thi nguoi tiép nhan co trach nhiém kiém tra, d6i
chiéu ban chup véi ban chinh va ky xac nhan, khong dugc yéu cau ngudi
di dang ky nop ban sao gidy to do.

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

Ngueoi tiép nhdn ho so thiee hién khai thdc théng tin trong Co s6 dir
liéu qudc gia vé dan cw theo quy dinh phdp ludt néu nguoi yéu cdau ding|
ky hé tich da cung cdp ho, chiv dém, tén; ngay, thang, nam sinh; sé dinh
danh ca nhdn/can cuoc cong dan/thé can cuoc/chirng minh nhdn ddn.
Truong hop cdc théng tin cdn khai thdc khéng c6 trong Co sé dit lidu
quoc gia vé dan cuwe thi dé nghi nguwoi yéu cdu ké khai day di.

- Pbi véi gidy to gui kém theo néu ngudi yéu cau ndp ho so theo
hinh thirc truc tuyén:

+ Ban chup cac gidy to giri kém theo hd so dang ky két hon truc
tuyén phai bao dam rd nét, ddy di, toan ven vé ndi dung, 1a ban chup bang
may anh, dién thoai hoic duoc chup, dugce quét bang thiét bi dién tu, tir gidy
td duoc cap hop 18, con gia tri st dung.

+ Trudng hop gidy t0, tai liéu phai giri kém trong hd so dang ky két
hon truc myén da co6 ban sao dién tir hoac da co6 ban dién tir giéy to ho tich
thi ngudi yéu cau duoge sir dung ban dién tir ndy.

+ Khi dén co quan ding ky ho tich nhan két qua (ban chinh Giay
chiing nhan két hon/ban sao Trich luc két hon), ngudi c6 yéu cau dang ky




két hon phai nop ban chinh Giay xac nhan tinh trang hén nhan (néu thong tin
vé tinh trang hon nhan chua c6 trong CSDLQGVDC, CSDLHTDT).

- Gidy to do co quan c6 thdm quyén cua nudc ngoai cip, cong
chirng hodc xac nhan dé su dung cho viéc dang ky ho tich tai Viét Nam
phai dugc hop phap hoéa lanh sy theo quy dinh cua phap luat, trir truong
hop dugce mién theo diéu uwdc qudc té ma Viét Nam 1a thanh vién.

- Trudng hop ngudi yéu cau dang ky két hén khong cung cap duoc
giy to néu trén theo quy dinh hodc gidy to nop, xuat trinh bi tay x6a, sua
chita, 1am gia thi co quan ding ky ho tich c6 tham quyén hay bo két qua
dang ky két hon.

3.3

S6 lrgng hd so 01 bo

3.4

Yéu cau, diéu kién thuc hién thi tuc hanh chinh:

- Nam tir ¢ 20 tudi trér 1én, nit tir d 18 tudi tré 1én;

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

- Céc bén khong bi mat nang luc hanh vi dan su;

- Viée két hon khong thudc mot trong cac trudng hop cim két hon, gom:

+ Két hon gia tao;

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

+ Nguoi dang ¢6 vo, co chéng ma két hon véi nguoi khac hoac chua co6 vo, chua co
chéng ma két hon véi nguoi dang co chéng, cO VO;

+ Két hon gitta nhimg ngudi cing dong mau vé truc hé; gitta nhimg nguoi co ho
trong pham vi ba do1; gitra cha, me nudi vdi con nuoi; gitra nguoi da tung la cha, me
nuodi vo1 con nudi, cha chéng voi con dau, me vo véi con ré, cha duong voi con riéng
ctia vo, me ké vai con riéng ciia chong.

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

3.5

Thoi gian xi ly

Ngay trong ngay tiép nhan ho so; truong hop 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 xac minh diéu kién két hon caa hai bén nam, nit theo quy dinh thi thoi
han giai quyét khdng qua 05 ngay.

3.6

K¢ét qua thue hién thi tuc hanh chinh:

- Gidy chtng nhan két hon (ban chinh), mdi bén v, chong 01 ban; ban sao Trich luc
két hon (truong hop yéu cau cap ban sao Trich luc két hon).

- Ban dién tir Trich luc két hon (Ban dién tir sé tu dong giri vé Kho quéan 1y dit liu
dién tir ctia c4 nhan/dia chi thu dién t/thiét bi sd/dién thoai cta nguoi yéu cau sau
khi d3 hoan tat thu tuc dang ky két hon tai co quan diang ky ho tich).

3.7

Noi tiép nhan va tra két qua

- Cong Dich vu céng Qudc gia (https://dichvucong.gov.vn)

- Cong Dich vu cbng thanh phé Ha Noi (https://dichvucong.hanoi.gov.vn)




- Bo phan Mét cira (TN&TKQ) cua UBND cép x3 noi cu trii ciia bén nam hoic bén ni.

3.8

L¢ phi, Phi

- Mién L¢ phi.

- Phi cap ban sao Trich luc két hdn (néu cd yéu cau): 8.000 dong/ban sao trich luc

3.9

Quy trinh xir ly cong viéc

TT

Trinh tw

Trach
nhiém

Thoi
gian

Biéu mau
/Két qua

Trang thai
Hé thdng

Bl

Ho6 so duoc ndp truc tiép hodc nop ho so
truc tuyén (bén nam hodc bén nir ¢ thé
nop hd so ma khong can co van ban ty
quyén cua bén con lai).

- Trudng hop nop hé so truc tiép, cong dan
nop hd so dang ky két hdn tai Bo phan Mot
ctra cia UBND cap xa c6 tham quyeén; nop
18 phi néu thudc truong hop phai nop 18 phi
dang ky két hon; nop phi cap ban sao Trich
luc két hon néu co yéu cau cap ban sao
Trich luc két hon.

- Trudng hop nop hd so truc tuyén, cdng
dan truy cap Cong dich vu cong quéc gia
hoiac Cong dich vu cdng thanh phd, dang
ky tai khoan (néu chua c6 tai khoan), xac
thuc nguoi dung theo huéng dan, ding
nhap vao hé théng, xac dinh ding UBND
cap xa c6 tham quyén.

Cong DVC két ndi voi CSDLDC dé khai
thac cac truong thong tin cua cong dan cé
trong CSDLDC.

Cong dan lya chon:

- Dich vu cdng truc tuyén,

- Quan, Huyén, Thi xa

- UBND xa, phuong, thi tran noi cu tra
cua bén Nam hoac bén N

- Linh vuc Ho tich,

- Thu tuc Pang ky két hon

Cong dan cung cip théng tin theo biéu
mau dién tir twong tac dang ky két hén
(tren Cong dich vu cong), dinh kém ban
chup hoic ban sao dién tir cac gidy to; nop
phi, 1€ phi thong qua chirc nang thanh toan
truc tuyén hoic bang cach thuc khéc theo
quy dinh, hoan tat viéc nop hé so.

Thanh phan
hé so theo
Muc 3.2

To khai
dang ky
két hon

Biéu mau
dién ta
tuong tac
dang ky két
hon

Tai khoan
gom Tén
bang nhap
va Mat
khau
VNelD




B2

- Cong chac Bo phan Mot cira truy cap Hé
théng théng tin giai quyét thu tuc hanh
chinh cua thanh phd kiém tra tinh chinh
xac, day du, thong nhat, hop 18 cua hd so.
(i) Truong hop hd so day dua, hop Ié thi
tiép nhan hoé so, cd Phiéu hen, tra két qud
cho nguoi ¢6 yéu cau (néu ngudi co6 yéu
cau lya chon hinh thic nop hd so truc
tiép) hoic guri ngay Phiéu hen, tra két qua)
qua thu dién tir hoac gui tin nhin hen tra
két qua qua dién thoai di dong cho ngudi
c6 yéu cau (néu ngudi cO yéu cau lya
chon hinh thac nop hd so truc tuyén),
chuyén hd so @é cong chic 1am cong tac
ho tich xur ly.

Sau khi tiép nhan ho so theo hinh thuc
nop truc tiép, can bo tiép nhan ho so tai
Bo phan mot cta thuc hién sé hda (sao
chup, chuyén thanh tai liéu dién tw trén hé
thong thong tin, co so dir liéu) va ky sé
vao tai liéu, hd so giai quyét tha tuc hanh
chinh d duoc s6 hoa theo quy dinh.

(i) Truong hop ho so chua day du, hop 18
thi c6 thong bao cho nguoi yéu cau bod
sung, hoan thién ho so, néu 5 loai gidy to,
noi dung can bo sung dé ngudi ¢ yéu cau
bd sung, hoan thién. Sau khi hé so duoc bd
sung, thuc hién lai budc (i);

(iii) Trudng hop ngudi ¢d yéu cau ding
ky két hén khéng bd sung, hoan thién
dugc hd so thi théng bao tir chéi giai
quyét yéu cau dang ky két hon, va béo cao
Truong Bo phan Mot cira

Cong
chuc Bo
phan
Mot cira

Khong
qua 02
gio

Phiéu kiém
soat qua
trinh giai

quyét
hé so

Cong chac Bo phan Mot cua truy cap Hé
thong théng tin giai quyét thu tuc hanh
chinh cua thanh phd chuyén hd so sang
Hé thong thong tin dang ky, quan ly ho

tich cho cong chue Tu phap - Ho tich




B3

- Cong chtic tu phéap - ho tich tham tra hd
so (tham tra tinh thdng nhat, hop 18 cua cac
thdng tin trong ho so, gidy to, tai liéu dinh)
kem).

+ Truong hop hd so can bd sung, hoan
thién hodc khong du diéu kién giai quyét,
phai tir chdi thi gui théng bao vé tinh
trang hd so toi Bo phan mot cira dé théng
bao cho ngudi nop hd so — thuc hién lai
buac (i) hoac (iii);

+ Trudng hop can phai kiém tra, x4c minh
lam r6 hoac do nguyén nhan khac ma
khong thé tra két qua dung thoi gian da
hen thi cbng chuc lam céng tac ho tich lap
Phiéu xin 15i va hen lai ngay tra két qua,
trong d6 néu o 1y do cham tra két qua va
thoi gian hen tra két qua, chuyén Bo phan
mét cira dé tra cho ngudi c6 yéu cau (néu
nguoi ¢6 yéu cau lra chon hinh thic nop
hé so truc tiép), hoac gai Phiéu xin 15i va
hen lai ngay tra két qua qua thu dién tir
hoac gui tin nhan qua dién thoai di dong
cho nguoi ¢6 yéu cau (néu ngudi co yéu
cau lya chon hinh thac nop hd so truc
tuyén).

+ Néu thay ho so day du, hop 1¢, cac bén
c6 du diéu kién két hon theo quy dinh cua
Luat Hon nhan va gia dinh, khong thugc
truong hop tir chdi dang ky két hon theo
quy dinh, truong hop tiép nhan ho so ding
ky két hon theo hinh thuc truc tiép, thi cong
chtrc tu phap - ho tich thuc hién viéc ghi
vao So6 ding ky két hon, cap nhat thdng tin
ding ky két hon va luu chinh thic trén
Phan mém ding ky, quan Iy ho tich dién tu
dung chung.

Truong hop tiép nhan hd so ding ky két
hdn theo hinh thuc truc tuyén, cong chirc tu
phép - ho tich gui lai biéu mau Gidy ching
nhan két hon dién tir voi théng tin day du

cho ngudi Yéu cau qua thu dién tir hoac thiét

Cong
chuac
Bo phan
Mot cira

Khong
qua 01
gio

Truo
ng
hop
Xac
minh
thi
khon
g qua
04

ngay

Ho so




bi s0.

Nguoi yéu cau co trach nhiém kiém tra
tinh chinh xac, ddy du cua cé4c thdng tin
trén biéu mau Giay ching nhan két hon
dién tir va xac nhan (t6i da mot ngay).

Néu nguoi c6 yéu cau xac nhan thdng tin
da thong nhat, day da hodc khdng c6 phan
hoi sau thdi han yéu cau thi cong chirc tu
phap - ho tichthuc hién viéc ghi noi dung
vao S6 ding ky két hon, cap nhat thdng tin
dang ky két hoén va luu chinh thac trén
Phan mém ding ky, quan Iy ho tich dién tu
dung chung.

Cong chic tu phap - ho tich du thao, trinh Gidy chimg
Lanh dao UBND cap xa ky bén,giéyGiéy Cong | Khon nhan két
chang nhan két hon; ky s6 Gidy chuing ehic tr | Qua Og hon
B4 Inhan két hon; Chuyén hd so tir Hé thong hAD - ho a iy
thong tin dang ky, quan 1y ho tich sangH¢ P ?p}; o 9
thong théng tin giai quyét tht tuc hanh e
chinh cta Thanh phé.
Lanh dao UBND cip xi ky Gidy ching Hg thong
nhan két honban gidy, ky sé Gidy ching gui _tin nh_én
nhan két hon Ban dién tu, ban gidy| ) t6i email
chuyén coéng chic Tu phép - Ho tich valLanh dao I;Ssgf Gidy chimng t;:}lr?t%qrr]]g
B5 |cong chirc Van phong - Théng ké. UBND | ™ | nhan két bzo d;Cg
cap xa hon— & qua kinh
moi cong
dan dén
nhan
‘Ngudi co yéu cau ding ky két hon (hai Truong hop
bén nam, nir [ﬁ)héi’ co n}ét, xuqét trinh gidy Khong 90 S‘:’ dur
to tuy thén’ dé doi chiéu) ki(,%m tra thong Cong qué 02 d|I~<,3(1il dantstu’h
tir} trén Giay C}’lfl‘l’lg nhémv ket hon, trong chire Mot| 210 (ke 2;] u’Q((:Jhilg
S6 dang ky két hon, khang dinh syt oo | trthoi | séQEét iy
nguyén két hon va ky tc:en vao SO dang k}’/ Cong dan dlAem Giay ching cér’lg dan d’ﬁ
B6 ket hon, ky tén vao Giay chimg nhan ket Cong cong | nhanket | " thuc
hon, moi bén nam, nit nhén 01 ban chinhj.y - -y galn ‘}ileAn hon dinh danh
Giay chting nhan két hon. | phong- ?\i’ét@n dien tir,
- Cong chae Mot ctra xac nhan da doi Théng k&| ﬁ,é) cong dan
chieu ban chinh va dé nghi cong dan kiém khong can
tra thong tin trén Giay chirg nhan két hon| xuat trinh

va trong SO diang ky két hon; hoan tat ho so

giay to tly




va ky vao So6 theo quy dinh caa luat ho
tich.

- Thu phi cap ban sao trich luc(néu co)
(8.000d/ban trich luc)

- Cong chirc Vin phong-Théng ké phat
hanh vin ban ban gidy, ban dién tir (Hé
thong tu dong chuyén két qua ban dién tuf
dén Tai khoan, email, Kho quan Iy di ligu
dién tr cua cong dan).Ban glay chuyen
céng chirc tu phap - ho tich dé chuyén Bo
phan Mot cira tra két qua cho cong dan
nhan Gidy chting nhan két hon.

- Hb so, két qua giai quyét TTHC duoc sb
hoa

(Téng thoi gian giai quyét tir B1 dén B6
hoan thanh truéc 16 gio 30 phdt trong
ngay tiép nhan hd so. Ddi véi truong hop
tiép nhan ho so sau 15 gio, tra két qu
trudc 11 gio ngay lam viéc tiép theo. Poi
véi truong hop phai xac minh theo quy|
dinh thi tong thoi gian giai quyét khdng
quéa 05 ngay)

than

B7

Thuc hién luu hd so theo quy dinh

Cong
chure tu
phap - ho
tich

Trong
gio
hanh
chinh

HO so

Biéu mau

Hé thong biéu mau (Théng tu s6 01/2018/TT-VPCP cia Vin phong Chinh phu)

To khai ding ky két hdn (néu truc tiép) (Thong tu s6 04/2024/TT-BTP cua Bo Ty

phap)

Gidy chuang nhan két hon, Trich luc két hén (Thong tu sb 04/2020/TT-BTP cua Bo Tu

phap)

Biéu mau dién tir tuong tac dang ky két hon (néu nop ho so truc tuyén) (Thong tu sd

03/2023/TT-BTP ciia Bo Tu phap).




CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap — Tw do — Hanh phac

TO KHAI PANG KY KET HON

(1) @

Kinh giri: @Uy ban NhAN daN..........ooooooooooeeeeeeeeeeeeeeeeeeeecce

Thong tin Bén nir Bén nam

Ho, chir dém, tén

Ngay, thang, ndm sinh

Dan toc @

Quéc tich @

Noi cu tra @

Giay to tiry than ©

Két hon 1an tha may

Ching ti cam doan nhitng 101 khai trén day 1a dung sy that, viéc két hon cia chung t6i 1a tu nguyén,
khong vi pham quy dinh cua Luat hon nhan va gia dinh Viét Nam.

Chung t6i chiu hoan toan trach nhiém trudc phap ludt vé ndi dung cam doan ctia minh.
Dé nghi Quy co quan ding ky.

., NQAY ............. thang ............ nam..............
Bén nir Bén nam
(Ky, ghi rd ho, chir dém, tén) (Ky, ghi rd ho, chir dém, tén)

Dé nghi cap ban sao®: Co D Khoéng []
S6 luong: ... ban




Chu thich:

1)@ Truong hop 1am thu tuc ding ky két hdn c6 yéu t nudce ngoai, thi phai dan anh cuoa hai
bén nam, ni.

®) Ghi 16 tén co quan ding ky két hon.

@Chi ghi trong treong hop ngudi co yéu cau ding ky ho tich chwa co/khong cung cip sb
dinh danh ¢4 nhan/can cudc cong dan/thé can cudc/ching minh nhan dan.

Truong hop phai cung cap thong tin “Noi cu tra” thi ghi theo noi dang ky thuong trd; néu
khong c6 noi dang ky thuong tra thi ghi theo noi dang ky tam tra; truong hop khong c6 noi dang
ky thuong tri va noi dang ky tam tra thi ghi theo noi ¢ hién tai.

®G)Ghi s6 dinh danh c4 nhan/can cudc cdng dan/thé can cude (vi du: Can cude cdng dan sd
025188001010 do Cuc Canh sat QLHC vé TTXH cép ngay 20/11/2021). Trudng hop khdng cé sb
dinh danh c4 nhin/cin cudc cdng dan/thé can cude thi ghi gidy to hop 18 thay thé (ho chiéu, chung
minh nhan dan,...).

®) P& nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd s6 lugng.



NOI DUNG MAU HO TICH PIEN TU TUONG TAC PANG KY KET HON

I. Thong tin bén nir

(1) Anh (trudng hop lam tha tuc dang ky két hon ¢ yéu td nude ngoai);

(2) Ho, chir dém, tén;

(3) Ngay, thang, nam sinh (tach biét riéng 03 truong thong tin ngay, thang, nam);
(4) Dan tdc;

(5) Qudc tich;

(6) S6 dinh danh c4 nhén;

(7) Gidy to tiy than: Loai gidy to stt dung (CCCD/CMND/H6 chiéu/Gidy to hop 18
thay thé); s6, ngay, thang, nim cap, co quan cap; ban chup dinh kém;.

(8) Noi cu tra (noi thudng tri/noi tam tri/noi dang sinh song);

(9) Két hon lan thtr méy.

I1. Thong tin bén nam

(10) Anh (trudong hop lam tha tuc dang ky két hon c6 yéu t6 nudc ngoai);

(11) Ho, chir dém, tén;

(12) Ngay, thang, nam sinh (tach biét riéng 03 truong thong tin ngay, thdng, nam);
(13) Dan toc;

(14) Qubc tich;

(15) S6 dinh danh c4 nhan;

(16) Giay to tuy than: Loai gidy to st dung (CCCD/CMND/H6 chiéu/Giay to hop 18
thay thé); s6, ngay, thang, nim cap, co quan cap; ban chup dinh kém;

(17) Noi cu trt (noi thuong tra/noi tam tra/noi dang sinh sdng);
(18) Két hon lan tha may;

(19) Pé nghi cap ban sao:

o Co

S6 luong ban sao yéu cau: ...

o Khong



(20) Hb so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan cac thong tin cung cip 1a dung su that, viéc két hon cua
hai bén 1a hoan toan ty nguyén, khong vi pham quy dinh ctia Ludt hon nhan va gia
dinh Viét Nam, chiu hoan toan trach nhiém trudce phép luat vé noi dung cam doan ctua
minh.

* Trudng hop cac thong tin vé gidy t& ching minh noi cu tri da duogc khai thac tir
CSDLQGVDC, duoc hé théng dién ty dong thi khong phai xuét trinh (theo hinh thuc
truc tiép) hodc tai 1én (theo hinh thirc truc tuyén).

* Mau dién tir tuong tac ghi nhan thoi gian (gid, phat, gidy, ngay, thang, nim) hoan
tat viéc cung cap thong tin; ngudi yéu cau trudc dé da dang nhap vao hé thong, thuc
hién xac thuc dién tir theo quy dinh.

Ngudi yéu cau ding ky két hon nhan ban chinh Gidy chimg nhan két hén truc tiép tai
co quan dang ky ho tich.

Ban di¢n tuo s€ tu dong gui vé Kho quan ly dir liéu dién tr cia c4 nhan/dia chi thu
dién tu/thiét bi sé/dién thoai cia ngudi yéu cau sau khi da hoan tat thu tuc dang ky
két hon tai co quan dang ky ho tich.
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UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM

S6:@ /TLKH-BS

TRICH LUC KET HON
(BAN SAO)

Ho, chir dém, ten v Ho, chir dém, t8N ChONG: ..o,

Ngay, thang, nam sinh: .............................. Ngay, thang, namsinh: ... ...

DANtOC: ..o DANEOC:

QUABC HICN: oo QUOC TG e,

NOTCU IO oo NOT CU UL oo e

Gy to tOY thAN: oo GIAY T OY AN e,

Ghi chu:@
Thuec hién trich luc tir: ©

NGUOIKY TRICHLYC
(Ky, ghi rd ho, chr dém, tén, chirc vy, dong dau)



Chu thich:

M Ghi tén co quan thyc hién viéc cap ban sao Trich luc két hon (ghi du cac cp hanh
chinh).

(@ Ghi theo §6 trong S6 cap ban sao Trich luc ho tich cua co quan thyuc hién viéc cap
ban sao Trich luc két hon.

) Ghi 13 tén co quan da thyc hién viéc dang ky két hon.

@ - Truong hop dang ky lai két hon; dang ky hon nhan thyc té theo quy dinh tai
khoan 2 DiE%u 44 cta Nghi dinh so 123/2015/NB-CP; céng nhan viéc két, hon theo quy
dinh tai D@éu 11 Luat hén nhén va gia dinh; thuc hién lai viéc dang ky két hon theo quy
dinh tai Biéu 13 cua Luat hon nhan va gia dinh thi ghi rd tai muc nay va ghi rd ngay xac lap
quan hé hén nhan.

Vi du: Dang ky lai két hon, quan hé hon nhan duoc xac 1ap tir ngay 01/5/1998

Ding ky hon nhan thuc té theo quy dinh tai khoan 2 Diéu 44 caa Nghi dinh s

123/2015/NB-CP, quan hé hon nhan dugc Xac lap tir ngay 01/5/1985

Quan hé hon nhan duoc cdng nhan tir ngay ..... theo Ban an/Quyét dinh s ...
ngay .......... cuaTAND .............

Thuyc hién lai viéc dang ky két hon theo quy dinh tai Diéu 13 ciia Luat hdn nhan
va gia dinh, quan hé¢ hon nhan dugc xac lap tu ngay 01/5/2015.

- Truong hop di ly hon/ghi vao S6 ho tich viée Iy hon ciing can ghi rd tai myc nay.

Vi du: B ly hon/ghi vao S6 ho tich viéc ly hdn theo Ban an/Quyét dinh/Trich luc ghi
cha ly hon s6........cap ngay. ... thang......nam........

®) Tuy theo céach thuc thyuc hién, ghi 16 can ctr cap ban sao tir: S6 dang ky két hon
hodc Co so dir liéu ho tich dién tu.



4. Tha tuc dang ky nhan cha, me, con (QT-XP-04)

1

Muc dich

Quy trinh nay quy dinh trinh tu va cach thirc giai quyét hé s0' cua cong dan co dé
nghi dang ky nhan cha, me, con thugc tham quyen giai quyét caa UBND cap xa

Pham vi

- Ap dung ddi v&i c4 nhan dang ky nhan cha, me, con.
- Ap dung ddi véi cong chitc UBND cép x4 thyc hién Quy trinh nay.

Noi dung quy trinh

3.1

Co sé phap ly

- Luat Hon nhan va gia dinh nam 2014;

- Luat Ho tich nam 2014,

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét mot
sd diéu va bién phép thi hanh Luat Ho tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ctia Chinh phi quy dinh vé Co sé dir
liéu ho tich dién tir, ding ky ho tich truc tuyén;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 caa Chinh phu sta doi, bo sung
mét s6 diéu cua cac nghi dinh lién quan dén viéc nop, xuat trinh s6 ho khau, s6 tam
trd giay khi thuc hién tha tuc hanh chinh, cung cap dich vu cong:

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

- Thong tu sb 01/2022/TT-BTP ngay 04/01/2022 cta Bo Tu phap quy dinh chi tiét
mot s6 diéu va bién phéap thi hanh Nghi dinh s 87/2020/ND-CP ctia Chinh phil quy
dinh vé Co s& dir liéu ho tich dién tir, ding ky ho tich truc tuyén;

- Thong tu s6 03/2023/TT-BTP ngay 02/8/2023 ciia Bo Tu phap sira doi, bo sung mot
s6 noi dung cua Thong tu s6 01/2022/TT-BTP cua Bo Tu phap quy dinh chi tiét mot
s6 dieu va bién phap thi hanh Nghi dinh s6 87/2020/ND-CP caa Chinh phi quy dinh
vé Co s dir liéu ho tich dién tir, ding ky ho tich truc tuyén;

- Thong tu s6 04/2024/TT-BTP cua Bo Tu phap sira doi, bo sung mot sb diéu cua
Thong tu s6 02/2020/TT-BTP ciia B Tu phap ban hanh, huéng dan st dung, quan ly
mau sb qudc tich va mau gidy to vé qudc tich va Théng tu sé 04/2020/TT-BTP cua
Bo Tu phéap quy dinh chi tiét thi hanh mot sé diéu caa Luat Ho tich va Nghi dinh sé
123/2015/ND-CP quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich;

- Thong tu s6 281/2016/TT-BTC ctia BO Tai chinh quy dinh muc thu, ché do thu, nop,
quan 1y va stir dung phi khai thac, st dung thong tin trong co s& dir liéu ho tich, phi xac
nhan co qué)c tich Viét Nam, phi xac nhan la nguoi géc Viét Nam, 1€ phi quéc tich.

- Thong tur s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh huong dan vé phi va
1€ phi thudc tham quyén quyét dinh cia HDND tinh, thanh pho true thudc Trung uong;

- Thong tu so 106/2021/TT-BTC cua Bo Tai chinh sira doi, bo sung mot sO diéu cia
Thong tu s6 85/2019/TT-BTC ciia BO Tai chinh huéng dan vé phi va 1é phi thudc
tham quyén quyét dinh cia HDND tinh, thanh phd truc thudc Trung wong.

- Nghi quyét 80 06/2020/NQ-HDPND ngay 07/7/2020 cua Hoi doéng nhan dan thanh
phd Ha Noi vé viéc ban hanh mot s6 quy dinh thu phi, 18 phi trén dia ban thanh phd

Ha Noi thudc thAm quyén quyét dinh cua Hoi ddng nhan dan Thanh phd;



http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123

- Nghi quyet $007/2023/NQ-HPNDngay 04/7/2023 cia Hoi dong nhén dan thanh
pho Ha Noi veé viéc thu phi, 1€ phi thuoc tham quyén quyét dinh caa Hoi dong nhéan

dan Thanh phé trén dia ban thanh phé Ha Noi.

- Quyét dinh s6 1079/QD-BTP ngay 11/6/2024 cong b6 thii tuc hanh chinh dugc sira)
doi, bod sung trong linh vuc ho tich thuc hién tai co quan dang ky hd tich thuoc pham vi

chirc nang quan 1y cua Bo Tu phap.

- Quyet dinh 6 3658/QD-UBND ngay 15/7/2024 cia UBND thanh phé Ha Noi cong
bo Danh muc thu tuc hanh chinh stra doi, bo sung linh vuc ho tich, quoc tich thudc
tham quyén giai quyét cua co quan, don vi trén dia ban thanh pho Ha Noi.

3.2

Thanh phin hé so

Ban
chinh

Ban
Sao

- To khai dang ky dang ky nhan cha, me, con theo mau (néu ngudi co
yéu cau lya chon ndp hd so theo hinh thire truc tiép);

- Mau hd tich dién tir tuong tac dang ky nhan cha, me, con (do ngudi c6
yéu cau cung cap thong tin theo hudng dan trén Cong dich vu cong, néu
nguoi co yéu cau lya chon nop hd so theo hinh thire truc tuyén);

- Nguoi ¢6 yéu cau dang ky nhan cha, me, con thuc hién viéc ndop/xuit
trinh (theo hinh thirc truc tiép) hodc tai 1&n (theo hinh thirc truc tuyén)
Cac gidy to sau:

* Gidy to phai nop:

- Ching ctr ching minh quan h¢ cha, con hoac quan hé me, con gé)m:
H+ Vin ban cua co quan y té, co quan giam dinh hodc co quan khéc co
tham quyén xac nhan quan hé cha con, quan hé me con.

+ Truong hop khong cd van ban néu trén thi phdi c6 van ban cam
doan ctia cic bén nhéan cha, me, con vé mdi quan hé cha, me, con va
c6 it nhat hai nguoi 1am chimg vé méi quan hé cha, me, con.

* Gidy to phai xuat trinh:

- Ho chiéu hoic Chang minh nhan dan hoic Thé cin cudc cong dan
hodc Can cudc hoic cac giay to khac c6 dan anh va thdng tin ca nhan
do co quan c6 tham quyén cap, con gid tri sir dung dé chiing minh vé
nhan than ctia ngudi ¢ yéu cau dang ky nhan cha, me, con. Trudng
hop cac théng tin cd nhan trong cac gidy to nay da cé trong
CSDLQGVDC, CSDLHTDT, dugc hé théng dién tu dong thi khéng
phai tai Ién (theo hinh thuc truc tuyén);

- Gidy to ¢6 gia tri chang minh thdng tin vé cu tra trong trudng hop
co quan ding ky ho tich khong thé khai thac dwoc thdng tin vé noi
cu tri cta cong dan theo cac phuong thtrc quy dinh tai khoan 2 Diéu
14 Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 caa Chinh phu.
Truong hop cac thong tin vé gidy to chimg minh noi cu tra da duoc
khai thac tir Co s dir liéu qudc gia vé dan cu bang cac phuong thirc
nay thi nguoi c6 yéu cau khéng phai xuat trinh (theo hinh thuc truc

tiép) hoic tai 18n (theo hinh thuc truc tuyén).




Luuy:

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

+ Nguoi tiép nhan c6 trach nhiém kiém tra, d6i chiéu véi thong
tin trong t& khai, chup lai hodc ghi lai thong tin dé luu trong hd so va
tra lai cho nguoi xuét trinh, khong dugc yéu cau ndp ban sao hodc ban
chup gidy to do.

+ Ngudi yéu cau dang ky ho tich c¢6 thé ndp ban sao chtng thuc
tir ban chinh hoac ban sao duoc cép tr 6 géc hoac ban chup kém theo
ban chinh gidy to dé ddi chiéu. Truong hop ngudi yéu cau ndp ban
chup kém theo ban chinh gidy to thi ngudi tiép nhan co trach nhiém
kiém tra, d6i chiéu ban chup véi ban chinh va ky xac nhan, khong
duoc yéu cau ngudi di ding ky ndp ban sao gidy to do.

+ Nguoi tiép nhan co6 trach nhiém tiép nhan dung, du hd so
dang ky ho tich theo quy dinh cua phap luat ho tich, khong dugc yéu
cau nguoi ding ky ho tich ndp thém gidy t& ma phap luat ho tich
khong quy dinh phai ndp.

Nguoi tiép nhan ho so thyc hién khai thac théng tin trong Co s
dit liéu quéc gia vé dan cu theo quy dinh phap ludt néu nguoi yéu cu
dang ky ho tich da cung cép ho, chit dém, tén; ngay, thang, nam sinh;
sd dinh danh c4 nhan/cin cudc cong dan/thé cin cudc/chimg minh
nhan dan. Truong hop cac thong tin can khai thac khong c6 trong Co
so dir liéu qubc gia vé dan cu thi dé nghi nguoi yéu cau ké khai day
du.

- PBéi voi gidy to gui kém theo néu ngudi yéu cau nop ho so
theo hinh thirc truc tuyén:

+ Ban chup cac gidy to gtri kém theo hd so ding ky nhén cha, me,
con truc tuyén phéi bao dam ro nét, déy du, toan ven vé ndi dung, 1a ban
chup béng may anh, dién thoai hoac duoc chup, dugc quét béng thiét bi
dién i, tir gidy to dugc cAp hop 1€, con gia tri sir dung.

+ Truong hop gidy to, tai liéu phai giri kém trong hd so ding k|
nhan cha, me, con truc tuyén da co ban sao dién tir hodc di co ban dién
tir gidy to ho tich thi nguoi yéu cau duoc str dung ban dién tir nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Trich luc dang
ky nhan cha, me, con/ban sao Trich luc dang ky nhan cha, me, con)
ngudi €6 Yeu cau ding ky nhan cha, me, con phai xuat trinh gidy to tly
than dé xac dinh nhan than; nop ban chinh gidy to, tai liéu lachung ctr
chirng minh quan hé cha, con hoac quan hé me, con.

- Gidy to do co quan c6 tham quyén ciia nudc ngodi cap, cong ching
hodc x4c nhan dé su dung cho vi¢c dang ky ho tich tai Viét Nam phai dugc
hop phép hoa lanh su theo quy dinh ctia phap luat, trr truong hop duogc

mién theo diéu wdc quoc té ma Viét Nam 1a thanh vién.




- Truong hop nguoi yéu cau dang ky nhan cha, me, con khong
cung cap duoc gidy to néu trén theo quy dinh hodc gidy to ndp, xuét
trinh bi tay x6a, sira chita, 1am gia thi co quan dang ky ho tich c6 tham
quyén hity bo két qua dang ky nhan cha, me, con.

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

Co quan ding ky ho tich tir chéi giai quyét hodc dé& nghi co
quan c6 tham quyén hay bo két qua dang ky ho tich, néu c6 co sd Xéac
dinh noi dung cam doan khong dung sy that.

3.3

S6 lwong ho so

01 bo

3.4

Yéu cau, diéu kién thyc hién thii tuc hanh chinh:

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

- Viéc nhan cha, me, con khong c6 tranh chép;

- Truong hop nam, nir chung séng véi nhau nhu vo chong, khong dang ky két hon,
sinh con, ngudi con séng cung véi ngudi cha, khi ngudi cha 1am thu tuc nhan con ma
khong lién hé dugc voi nguodi me thi khong can co y kién ciia ngudi me trong T khai
dang ky nhan cha, me, con.

3.5

Thoi gian xur ly

03 ngay. Trudng hop can phai xac minh theo quy dinh thi thoi han giai quyét khong
qué 08 ngay.

3.6

Két qua thye hién thi tuc hanh chinh:

- Trich luc dang ky nhan cha, me, con (ban chinh); ban sao Trich luc dang ky nhéan
cha, me, con (truong hop yéu cau cp ban sao Trich lyc dang ky nhan cha, me, con).

- Ban dién tir Trich luc dang ky nhan cha, me, con (Ban di¢n to sé tu dong gun vé
Kho quan 1y dit liéu dién tir ctia ca nhan/dia chi thu dién tir/thiét bi sé/dién thoai cta
nguoi yéu cau sau khi da hoan tat thil tuc dang ky nhan cha, me, con tai co quan ding
ky ho tich).

3.7

Noi tiép nhén va tra két qua

- Cong Dich vu c¢éng Qudc gia (https://dichvucong.gov.vn)

- Cong Dich vu cong thanh phb Ha Noi (https://dichvucong.hanoi.gov.vn)

- B6 phan Mot cira (TN&TKQ) ctia UBND cip xi noi cu tra ctia nguoi nhan hoic
nguoi dugc nhan 1a cha, me, con.

3.8

Lé phi, Phi

- Mién 1& phi cho ngudi thudc gia dinh c6 cong véi cach mang; ngudi thudc ho
nghéo; ngudi khuyét tat.

- Muc thu Lé phi di véi dich vu cdng truc tuyén khi té chic, c& nhan nop hd so
thuc hién TTHC trén Céng Dich vu cong bang Khéng (Khéng thu).

- Néu cong dan ding ky truc tiép tai UBND céap xa: Lé phi: 10.000 dong




- Phi cép ban sao Trich luc dang ky nhan cha, me, con: 8.000d6ng/bén sao trich luc

3.9

Quy trinh xir ly cong viéc

TT

Trinh tw

Trach
nhiém

Thoi
gian

Bi€éu mau/
Két qua

Trang thai
H¢ thong

Bl

Ho so duoc ndp truc tiép tai BO phan Mot
ctra cia UBND cdp x4 hodc ndp truc tuyén
(mot bén co thé ndp hd so ma khong phai
c6 van ban uy quyén cua bén con lai).

- Trudng hop ndp hd so truc tiép, cong dan
nop ho so tai Bo phan Mot cira ciia UBND
cap x3 c6 thAm quyén; ndp 1é phi néu thudc
truong hop phai ndp 1€ phi dang ky nhan
cha, me, con; ndp phi cap ban sao Trich luc
dang ky nhén cha, me, con néu c6 yéu cau
cap ban sao Trich luc dang ky nhan cha,

me, con.

- Trudng hop ndp hd so truc tuyén, cong
dan truy cap Cong dich vu cong qubc gia
hoic Cong dich vu cong thanh phd, ding
ky tai khoan (néu chua c6 tai khoan), xac
thuc nguoi dung theo huéng dan, ding
nhap vao hé¢ théng, xac dinh ding UBND
cap xi c6 tham quyén.

Cong DVC két ndi voi CSDLDC dé khai
thac cac truong thong tin cua cong dan cé
trong CSDLDC.

Cong dan lya chon:

- Dich vu cdng tryc tuyén,

- Quan, Huyén, Thi xa
- UBND x4, phuong, thi tran ¢ tham
quyén
- Linh vuc HJ tich,

- Thu tuc Bang ky nhan cha me con
Cong dan cung cap thong tin theo biéu miu
dién ta(trén Cong dich vu cong), dinh kém
ban chup hoac ban sao dién tir cac giéy to;
nop phi, 1€ phi thong qua chirc nang thanh
toan truc tuyén hodc bang cach thirc khéac
theo quy dinh, hoan tat viéc nop ho so.

Thanh phan
ho so
theo Muc 3.2

Biéu miu
dién tir trong
tac dang ky
nhan cha,
me, con

Tai khoan
gom Tén
Dang nhap
va Mat khau
VNelD

- Cong chtrc Bo phan Mot cra truy cap Hé
thong thong tin giai quyét thu tuc hanh

chinh cua thanh phd kiém tra tinh chinh

Cong
chuc
Bo

04
gio

- Phiéu kiém
soat qué trinh
giai quyét ho




B2

xac, day du, thong nhat, hop 18 cua ho so.
(i) Truong hop ho so day du, hop 18 thi tiép
nhan hd so, ¢ Phiéu hen, tra két qua cho
nguoi c6 yau cau (néu ngudi c6 yéu cau lua)
chon hinh thitc nop hd so truc tiép) hoic
gui ngay Phiéu hen, tra két qua qua thu
dién tir hoic gui tin nhan hen tra két qua
qua dién thoai di dong cho ngudi cO yéu
cau (néu nguoi ¢ yéu cau lya chon hinh
thaec nop hd so truc tuyén), dong thoi
chuyén hd so dé cong chac 1am cong tac ho
tich xu ly.

Sau khi tiép nhan hé so theo hinh thtc nop
truc tiép, can bo tiép nhan hd so tai Bo
phan mot ctra thuc hién sé héa (sao chup,
chuyén thanh tai liéu dién ter trén hé thdng
thong tin, co s dir liéu) va ky sb vao tai
licu, h6 so giai quyét thi tuc hanh chinh da
duoc s6 hoa theo quy dinh.

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

(iii) Truong hop ngudi c6 yéu cau ding ky
nhan cha, me, con khong bo sung, hoan
thién duoc hod so thi bao cio Truéng bo
phan mot cira c6 thdng béo tir chéi giai
quyét yéu cau dang ky nhan cha, me, con.

phan
Mot
cua

so theo quy
dinh.

- Phiéu hen tr4
két qua.
-Phiéu yéu
cau bd sung
ho so
- Phiéu tir chéi
tiép nhan giai
quyét hd so

Cong chuc Bo phan Mot cira truy cap Hé
thong thong tin giai quyét thu tuc hanh
chinh caa thanh phd chuyén ho so sang Hé
thong thong tin dang Ky, quan Iy ho tich
cho cdng chic Tu phap - Ho tich

B3

- COng chtrc tu phap - ho tich tham tra ho so
(tham tra tinh thong nhat, hop & cua céac
thong tin trong ho so, gidy to, tai liéu do
ngudi Yeu cau nop, xuat trinh hodc dinh|
kem).

+ Truong hop hd so can bd sung, hoan
thién hoic khong du diéu kién giai quyét,

Cong
chue tu
phap -
ho tich

08
gio.
Truon
g hop

Phiéu kiém
soat qua trinh
giai quyét ho

SO




phai tir choi thi gui théng béo vé tinh trang
hd so téi Bo phan mot cira dé théng bao
cho nguoi nop hd so — thuc hién lai budc
(ii) hozc (ii):

+ Truong hop can phai kiém tra, xac minh
lam rd hoac do nguyén nhan khac ma
khong thé tra két qua dung thoi gian da hen
thi cong chac lam cong tac ho tich lap
Phiéu xin 15i va hen lai ngay tra két qua,
trong d6 néu 15 Iy do cham tra két qua va
thoi gian hen tra két qua, chuyén Bo phan
mot ctra dé tra cho ngudi c6 yéu cau (néu
ngudi 6 yéu cau lya chon hinh thuc nop
ho so truc tiép), hoic giri Phiéu xin 15i va
hen lai ngay tra két qua qua thu dién tu
hodc gui tin nhan qua dién thoai di dong
cho ngudi ¢d yéu cau (néu ngudi co yéu
cau lya chon hinh thic nép hé so truc
tuyén).

+ Néu thay viéc nhan cha, me, con 1a ding
va khong cd tranh chap, hd so day da, hop
&, dtng quy dinh, truong hop tiép nhan hod
so dang ky nhan cha, me, con theo hinh thac
truc tiép, thi cdng chire tu phap - ho tich thuc
hién viéc ghi vao S6 dang ky nhan cha, me,
con, cap nhat thong tin dang ky nhén cha,
me, con va luu chinh thac trén Phan mém
dang ky, quan ly h¢ tich dién tir dung chung.
Truong hop tiép nhan hd so ding ky nhan
cha, me, con theo hinh thic truc tuyén, cong
chic tu phap - ho tich gui lai biéu mau
Trich luc dang ky nhan cha, me, con dién
tr v6i thong tin ddy di cho ngudi yéu cau
qua thu dién tir hoac thiét bj sé.

Nguoi yéu cau cé trach nhiém kiém tra tinh
chinh xac, ddy du cua cac thdng tin trén
biéu mau Trich luc ding ky nhan cha, me,
con dién tir va xac nhan (t6i da mot ngay).
Néu nguoi ¢ yéu cau xac nhan théng tin
da thong nhat, day du hoic khong cé phan
hoi sau thoi han yéu cau thi cong chic tu
phap - ho tichthuc hién viéc ghi ndi dung

can

Xac
minh:

05
ngay




vao So6 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.

Cong chirc tur phap - ho tich du thao, trinh
Lanh dao UBND cip xa ky ban gidy Trich
luc dang ky nhan cha, me, con; ky s Trich

Cong

-Trich luc
dang ky nhén
cha, me, con

04
B4 |luc dang ky,nhém cha, me, con, chuyén ho Chl’l’lc tu gio
so tor Hé thong thong tin dang ky, quan 1y pf‘aP -
ho tich sangHé thong thong tin giai quyét ho tich
thil tuc hanh chinh cta Thanh phd.
- Lanh dao UBND cap x4 ky Trich luc ding Hé théng gui
ky nhan cha, me, con ban gidy, ky s Trich tin nhin t6i
luc déng ky nh?m cha, me, con Ban dién tu, Lanh ’ erAnaiI ClAfla
ban gidy chuyén cong chirc Tu phap - HY| 4, | 93 [Trich  luccong  dén
BS ltich va cang chire Vin phong - Théng ké  |ygnp| 9'¢ (dang ky nhanthong bao da
cép <3 cha, me, con 09 ket qua
kinh moi
cong dan dén
nhan
- Ng}l’c‘ri c6 yéu cau ding ky nhan cha, me, Truong hop
condén bd phan Mot ctra (cd hai bén phai co Co s& dir liéu
mat, dan cu d3
Xuat trinh ban chinh gidy to tdy than, hd so . dugc  tich
d6i véi truang hop nop ban chup) Khag hop, chia se,
- Cong chitc Mot ciraxac nhan da doi chiéul Cong g 82 ket noi, cong
ban chinh va dé nghj cong dan kiém tra thong chuc | o dan da c6 xac
tin trén :Frich luc dang ky nhan cha, me, con, Mot (ké o thuc . dlnqh
trong S6 dang ky r}hefm cha, me, con; hoan tat cua; thoi dfmh dién t}l’,
ho sorva ky vao S6 theo quy dinh cua luat hoj Cong | y.x 1 cong  dan
tich. dan Qe Trich - luckhong  can
B6 | Thu phi cip ban sao trich luc(néu cd) cong cong dang ky nhanX{J?lt trinh
(8.000d/ban trich luc) chire | 4N cha, me, con gidy tor tly
- Cong chirc Van phong-Théng ké phat hanh| vz, | 460 than
van ban ban gidy, ban di¢n tir (H¢ théng twpnang- Bo
dong chuyén két qua ban dién tir dén TailTygng PhAN
khoan, email, Kho quan ly dit ligu dién t |5 | MOt
cua cdng dan).Ban gidy chuyén cong chirc tu cura)
phap - ho tich dé chuyén Bo phan Mot cua tra)
két qua cho cong dan nhan Trich lyc dang ky
nhan cha, me, con.
- Ho so, két qua giai quyét TTHC duogc sd
hoa
Cong Trongl Ho so




Thuc hién luu ho so theo quy dinh chirc tu| gio
phép - | hanh
ho tich|chinh

Biéu mau

Hé thong biéu mau (Thong tu s6 01/2018/TT-VPCP ctia Van phong Chinh phi)

T& khai ding ky nhan cha, me, con (néu ndp hd so truc tiép) (Thong tu sb
04/2024/TT-BTP cua B Tu phap)

Trich luc dang ky nhan cha, me, con (Thong tu s6 04/2020/TT-BTP cua Bo Tu phap)

Biéu mau djén tor tuong tac dang ky nhan cha, me, con (néu ndp hd so truc tuyén)
(Thong tu s0 03/2023/TT-BTP cia Bo Tu phap).




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

TO KHAI PANG KY NHAN CHA, ME, CON

Kinh giri: @ Uy ban nhan dan...........o

Ho, Chit d8m, t&10 NGUOT YBU CAUS .ooovv...ooeeeeeee oo
Ngay, thang, NAM SINN: ..o bbb b
INOT CU T @)oot e e ee s eee e eee s eeeee e
GIAY 1O TUY ThANT ©) et
Quan hé voi ngudi NAN Cha/ME/CON: @) ...
Pé nghico quan cong nhan ngudi c6 tén dwéi day:

L O T 413 1< 0 0 RN (=] o OO OO TURTRRTON
Ngay, thang, NEAM SINI: ...
Gigi tinh: @ o, DANOC: @, QUBC HICh: @ oo
INOT CU T @)oo e e e e e e e eee s eee s e st eee st eeee e e
Gidy khai SINN/GIAY 1 Y thAN: ©) oo
LA, cua ngudi co tén duwoi day:

HO, CRTE AEIM, TN ettt s et n e s et en et s st ns et es et ensnans
Ngay, thANg, NAM SINN: ..ottt s
Gigi tinh: @ oo, DANOC: @, QUBC HICh: @ oo
INOT CU T @)oo et e e e et ee s eee s e e st ee et eees e e
Gidy khai SIN/GIAY 1 Y thAN: ©) oo

To61 cam doan vi€c Nhan..........cceeveeevieeiiie e, noi trén la dang su that, tu nguyén, khéng c6 tranh

chap va chiu trach nhiém trude phap luat vé cam doan cua minh.

Ngudi yéu cau
(Ky, ghi rd ho, chir dém, tén)

Y kién ciia nguoi hién dang 13 me hosic cha®

Dé nghi cip ban sao®: Co D, Khéng (]
S6 luong:....... ban



Chu thich:
@ Ghi 10 tén co quan dang ky nhan cha, me, con.
@ Chi ghi trong trudong hop ngudi c6 yéu cau ding ky ho tich chua c6/khong cung
cap sO dinh danh ca nhan/can cudc cong dan/thé can cudc/chimg minh nhan dan.

Truong hop phai cung cap thong tin “Noi cu trt” thi ghi theo noi dang ky thuong tru;
néu khong 6 noi dang ky thuong tra thi ghi theo noi ding ky tam trt; truong hop khdng co
noi dang ky thuong tra va noi dang ky tam tru thi ghi theo noi ¢ hién tai.

®Ghi sé dinh danh c4 nhan/can cudc cdng dan/thé cin cude/sd Gidy khai sinh (d6i
VGi tré em)

Vi du: - Can cude cdng dan s6 025188001010 do Cuc Canh sat QLHC vé TTXH cap
ngay 20/11/2021.

- Gidy khai sinh s6 01/2014, quyén sé 02 do UBND xa My Thang, huyén My
Loc, tinh Nam Dinh cap ngay 15/11/2014.

Truong hop khdng ¢ s dinh danh c4 nhan/cin cudc cong dan/thé can cudc thi ghi
gidy to hop Ié thay thé (ho chiéu, chiing minh nhan dan,...).

) Chi khai trong truong hop nguodi yéu cau khong dong thoi 1a nguoi nhan
cha/me/con.

®) Chi khai trong trudng hop cha hoic me nhan con chua thanh nién hoic ngudi da
thanh nién nhung mét ning lyc hanh vi dan su, ghi y kién cua nguoi cha néu me 13 nguoi
yéu cau, y Kién ngudi me néu cha 1a nguoi yéu cau (trir truong hop ngudi d6 da chét, mat
tich, mét niang luc hanh vi dan sy hoac han ché niang luc hanh vi dan sy).

© P& nghj danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd sb luong.



NOI DUNG MAU HO TICH PIEN TU TUONG TAC
PANG KY NHAN CHA, ME, CON

I. Thong tin vé ngudi yéu ciu ding ky nhin cha, me, con
(1) Ho, chir dém, tén;
(2) S6 dinh danh ca nhan;

(3) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H6 chiéu/Gidy to hop 18
thay thé); sb, ngay, thang, nim cap, co quan cap; ban chup dinh kém;

(4) Noi cu trt (noi thuong tri/noi tam tri/noi dang sinh séng);

(5) Quan h¢ vo1 nguot duge nhan cha/me/con.

II. Thong tin vé nguwoi nhin

(6) Ho, chir dém, tén;

(7) Ngay, thang, nam sinh (tach biét riéng 03 truong thong tin ngay, thdng, nam);
(8) G101 tinh;

(9) Dan toc;

(10) Qudc tich;

(11) S6 dinh danh c4 nhan;

(12) Giy to tiy than: Loai gidy to st dung (CCCD/CMND/Hb chiéu/Gidy to hop 18
thay thé); sb, ngay, thang, nim cap, co quan cap; ban chup dinh kém;

(13) Noi cu trt (noi thuong tra/noi tam tra/noi dang sinh sdng).

I11. Thong tin vé nguwoi dwgc nhin

(14) Ho, chir dém, tén;

(15) Ngay, thang, nam sinh (tach biét riéng 03 truong thong tin ngay, thang, ndm);
(16) Gidi tinh;

(17) Dan toc;

(18) Qudc tich;

(19) Sé dinh danh c4 nhan;



(20) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/HO chiéu/Gidy to hop 16
thay thé); sb, ngay, thang, nim cap, co quan cap; ban chup dinh kém;

(21) Noi cu trt (noi thudng tra/noi tam tra/noi dang sinh sdng);
(22) Dé nghi cap ban sao:

o Co

S6 luogng ban sao yéu cau: ...

0 Khong

(23) Ho so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan céc thong tin cung cap la dang sy that va chiu hoan toan
trach nhi€m trudce phéap luat vé ndi dung cam doan cua minh.

* Trudng hop cac thong tin vé gidy to ching minh noi cu tri da duoc khai thac tir
CSDLQGVDC, duoc hé thong dién ty dong thi khong phai xuat trinh (theo hinh thirc
truc tiép) hodc tai 1én (theo hinh thirc truc tuyén)

* Mau dién tir tuong tac ghi nhan thoi gian (gio, phut, gidy, ngay, thang, nim) hoan
tat viéc cung cap thong tin; nguoi yéu cau trudc dé da dang nhap vao hé thong, thuc
hién xac thuc dién tir theo quy dinh.

Nguoi yéu cau dang ky nhan cha, me, con nhan Trich luc ddng ky nhéan cha, me, con
(ban chinh) tryc tiép tai co quan ding ky ho tich.

Ban dién tir s& tu dong giri vé Kho quan 1y dit lidu dién tr ctia ca nhan/dia chi thu
dién tir/thiét bi s6/dién thoai ciia ngudi yéu cau sau khi da hoan tat thi tuc ding ky
nhan cha, me, con tai co quan dang ky ho tich.



UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
L@ })@c ]ﬁ.ip- Tw do - Hanh phuc

sé6:@  /TLCMC . ,ngay.....thang .....nam ...

TRICH LUC
PANG KY NHAN ...

X&c nhan diang Ky viéc NhaNn ........cccooooovvceevrveeen Cgiira:
Ho, chit dém, tén cha/me:

Ngay, thang, ndm sinh:

Gigitinh: .. DAN toC: oo QUABC HICN: o
Gidy to tiy than:

Noi cu tru:

Va

Ho, chir dém, tén con:

Ngay, thang, ndm sinh:

GiGi tinh: DAN tOC: Quiéc tich:
Giay khai sinh/Giay to tuy than:

Noi cu tru:

VIEC NNAN oo ® ¢6 hiéu lyc ké tir ngay cap Trich luc./.

NGUOI KY TRICHLUC
(Ky, ghi rd ho, chir dém, tén, chirc vu, dong dau)

(WGhi tén co quan cap Trich luc (ghi du cac cap hanh chinh).

) Ghi theo s6 trong S6 ding ky nhan cha, me, con.

© Ghi 16 viéc dang ky nhan: cha, con hodic me, con tiy theo diing ky viéc cha nhin con/con nhin cha hoic me nhan
con/con nhan me.



PHAN GHI CHU NHUNG THONG TIN THAY DOI SAU NAY

TT

Ngay, thang, nam
ghi chu

Noi dung ghi cha

(d6ng dau vao nji
dung da ghi chu)

Can cw
ghi chu

Ho, chir dém, tén,
chir Ky ciia nguoi
thuc hién ghi cha




UY BAN NHAN DAN (1) CONG HOA XA HQI CHU NGHIA VIET NAM

Poc lap - Tu do - Hanh phic

S6: @ ITLCMC-BS ... ,NgAYy........
TRICH LUC PANGKY NHAN .................

(BAN SAO)
Xacnhandang ky viecnhan ........................e. Cgiira:

Ho, chit dém, tén cha/me:

Ngay, thang, nam sinh:

Gigitinh: ........ooooiiii DAntoc: ..ovvvvniiiiiiiin,

Gidy to tiy than:

Noi cu tra:

Va

Ho, chit dém, tén con:

Ngay, thang, nam sinh:

Gidy khai sinh/Gidy to tly than:

Noi cu tria:

Pi dingky nhan................ Gtai®. . 6 .......

Thuc hién trich luc tir:®

...... Qudc tich:

................... Qudc tich:

ceveeenene.. NEAY

NGUOIKY TRICHLUC
(Ky, ghi rd ho, chr dém, tén, chirc vy, dong dau)



Chu thich:

(D) Ghi tén co quan cap ban sao Trich luc (ghi da cac cip hanh chinh).

@ Ghi theo sb trong S cp ban sao Trich luc ho tich cia co quan ding ky ho tich.

® Ghi rd viéc dang ky nhan: cha, con hoac me, con tuy theo dang ky viéc cha nhan con/con
nhan cha hoac me nhan con/con nhan me.

*) Ghi tén co quan, sb, ngay thang nam diang ky nhan cha, con hoic me, con.

®) Tuy theo céch thirc thuc hién, ghi rd cin ctr cip ban sao tir: S6 dang ky nhan cha, me, con
hoac Co s& dix liéu ho tich dién tu.



5. Thii tuc ding ky khai sinh két hop ding ky nhan cha, me, con (QT-XP-05)

1

Muc dich

Quy trinh nay quy dinh trinh tu va cach thuc giai quyét h,é) so dang ky khai sinh két
hop dang ky nhan cha, me, con thugc tham quyen giai quyét cia UBND cap xa

Pham vi

- Ap dung dbi voi ca nhan co dé nghi khai sinh két hop dang ky nhan cha, me, con.
- Ap dung ddi véi cong chitc UBND cép x4 thyuc hién Quy trinh nay.

Noi dung quy trinh

3.1

Co sé phap ly

- Luat Hon nhan va gia dinh nam 2014;

- Luat HO tich nam 2014;

- Nghi dinh s 123/2015/ND-CP ngay 15/11/2015 ctia Chinh pht quy dinh chi tiét mot
sd diéu va bién phép thi hanh Luat Ho tich;

- Nghi dinh s6 104/2022/NB-CP ngay 21/12/2022 cta Chinh phu sira doi, bd sung
mot s6 diéu cua cac nghi dinh lién quan dén viéc nop, xuat trinh s6 ho khau, so tam
trd giay khi thuc hién thi tuc hanh chinh, cung cap dich vu cong;

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

- Thong tu s6 281/2016/TT-BTC cua Bb Tai chinh quy dinh muc thu, ché do thu, nop,
quan ly va st dung phi khai thac, st dung thong tin trong co s& dit liu ho tich, phi xac
nhan co quéc tich Viét Nam, phi xac nhan 1a nguoi géc Vi¢t Nam, 1€ phi quéc tich.

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ctia B Tai chinh huéng dan vé phi va)
1€ phi thudc tham quyén quyét dinh cia HDND tinh, thanh pho true thudc Trung uong;

- Thong tu so 106/2021/TT-BTC cua Bo Tai chinh stra d6i, bd sung mot so diéu cia
Thong tu s 85/2019/TT-BTC cua Bo Tai chinh hudng dan vé phi va 1é phi thudc
tham quyén quyét dinh cia HDND tinh, thanh phé truc thuoc Trung wong.

- Thong tu s6 03/2023/TT-BTP ngay 02/8/2023 cua Bo Tu phap stra d6i, bo sung mot
s noi dung cia Thong tu s6 01/2022/TT-BTP ciia B Tu phap quy dinh chi tiét mot
s6 dieu va bién phap thi hanh Nghi dinh s 87/2020/NB-CP cua Chinh pha quy dinh
vé Co sé dit liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Thong tu sé 04/2024/TT-BTP cua Bo Tu phép sira doi, bd sung mot s diéu cua
Thong tu s6 02/2020/TT-BTP cta Bo Tu phap ban hanh, huéng dan sir dung, quan ly
mau sb qudc tich va mau gidy to vé qudc tich va Thong tu sd 04/2020/TT-BTP cua
Bo Tu phéap quy dinh chi tiét thi hanh mot sé diéu caa Luat Ho tich va Nghi dinh sé
123/2015/ND-CP quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich;

- Nghi quyet s606/2020/NQ- HBNDngay 07/7/2020 cua Hoi ddng nhan dan thanh
phd Ha Noi vé viéc ban hanh mot s6 quy dinh thu phi, 1¢ phi trén dia ban thanh phd
Ha Noi thudc tham quyén quyét dinh ctia H6i ddng nhan dan Thanh phd.

- Nghi quyét 3007/2023/NQ -HDNDngay 04/7/2023 cua Hoi d6ng nhan dan thanh
phd Ha Noi vé viéc thu phi, & phi thuoc tham quyén quyét dinh caa Hoi dong nhan
dan Thanh phd trén dia ban thanh phé Ha Noi.

- Quyét dinh s6 1079/QD-BTP ngay 11/6/2024 cong b thu tuc hanh chinh dugc sira

d6i, bo sung trong linh vuc ho tich thuc hién tai co quan ding ky ho tich thudc pham vi



http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123

churc nang quan ly caa Bo Tu phép.

Danh muc thu tuc hanh chinh lién théng.

- Quyét dinh s6 3658/QD-UBND ngay 15/7/2024 cia UBND thanh pho Ha Noi
cong bo Danh muc thu tuc hanh chinh linh vue tu phap thudc tham quyén giai quyet
cua cap Thanh pho, UBND cap huyén, UBND cap xa trén dia ban thanh pho Ha Noi;

3.2

Thanh phin hd so

Ban
chinh

Ban
Sao

* Giay to phai nop:

- T khai dang ky khai sinh theo mau;

- T khai diing ky nhan cha, me, con theo mau.

- Ban chinh Gidy chting sinh; truong hop khéng co Gidy chung sinh
thi ndp van ban cta nguoi lam chung xac nhan vé viéc sinh; néu
khong co ngudi 1am chimg thi phai co gidy cam doan vé viéc sinh;

- Ching ctr chiing minh quan h¢ cha, con hoac quan hé me, con gém:
+ Vin ban cuia co quan y té, co quan giam dinh hodc co quan khéc co
tham quyén xac nhan quan h¢ cha con, quan hé me con.

+ Truong hgp khong c6 van ban néu trén thi cac bén nhan cha, me,
con 13p van ban cam doan vé mbi quan h¢ cha, me, con, c0 it nhat hai
nguoi lam ching vé moi quan hé cha, me, con.

* Giay to phai xuat trinh:

- Ho chiéu hoic Chang minh nhan dan hoic Thé cin cudc cong dan
hoic Cian cudc hodc cac gidy to khac co dan anh va théng tin c& nhan
do co quan c6 tham quyén cap, con gia tri st dung dé ching minh vé
nhan than cua ngudi ¢ yéu cau dang ky khai sinh va nhan cha, me,
con;

-Gidy to ¢6 gia tri chitng minh théng tin vé cu tra trong trudng hop
co quan ding ky ho tich khéng thé khai thac dwoc thong tin vé noi
cu tri ctia cong dan theo cac phuong thirc quy dinh tai khoan 2 Diéu
14 Nghi dinh s6 104/2022/NB-CP ngay 21/12/2022 caa Chinh phu.
Trudng hop cac thong tin vé gidy to ching minh noi cu tra da dugc
khai thac tir Co so dir liéu qudc gia vé dan cu bang cac phuong thirc
nay thi ngudi c6 yéu cau khong phai xuét trinh (theo hinh thic truc
tiép).

*Luuy:

- Bdi véi gidy to ndp, xuat trinh:

+ Nguoi tiép nhan cé trach nhiém kiém tra, d6i chiéu véi thong
tin trong to khai, chup lai hoac ghi lai thong tin dé luu trong hd so va
tra lai cho nguoi xuat trinh, khong duoc yéu cau ndp ban sao hoic ban
chup gidy to do.

+ Ngudi yéu cau dang ky ho tich c6 thé ndp ban sao ching thuc
tir ban chinh hoac ban sao duoc cép tr 6 géc hodc ban chup kém theo

ban chinh gidy to dé dbi chiéu. Truong hop nguoi yéu cau ndp ban




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

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

Ngueoi tiép nhdn hé so thuc hién khai thac théng tin trong Cof
s& dir liéu quéc gia vé dan cu theo quy dinh phdp ludt néu nguoi yéu
cau dang ky ho tich dd cung cdp ho, chit dém, tén; ngay, thang, ndm
sinh; s6 dinh danh cd nhdn/can cwée cong dan/thé can cwéc/chitng
minh nhdn ddn. Truong hop cdc théng tin can khai thic khéng cé
trong Co s6 dir liéu quoc gia vé dan cw thi dé nghi ngwoi yéu cau ké
khai day du.

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

Co quan dang ky ho tich tir chdi giai quyét hoic dé nghi co
quan c6 tham quyén hay bo két qua dang ky ho tich, néu co co so xac
dinh nd1 dung cam doan khong dung su that.

- Béi voi viée xac dinh ho, dan toc, qué quén, dit tén cho tré:

+ Viéc xac dinh ho, dan toc, dat tén cho tré em phai phu hop
v6i phap ludt va yéu cau gilt gin ban sic dan tdc, tip quén, truyén
thong van hoa tot dep cua Viét Nam; khong dat tén qua dai, kho sir
dung.

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

3.3

S6 lwgng ho so

01bo

3.4

Yéu céu, diéu kién thyc hién thii tuc hanh chinh:

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

- Viéc nhan cha, me, con khong c6 tranh chép.

- Truong hop nam, nit chung séng véi nhau nhu vo chong, khong dang ky két hon,
sinh con, ngudi con sdng cling v4i ngudi cha, khi ngudi cha lam thu tuc nhan con ma
khong lién hé dugc véi ngudi me thi khong can cé ¥ kién cua nguoi me trong To
khai dang ky nhan cha, me, con.

3.5

Thoi gian xir ly

03 ngay. Trudng hop can phai xdc minh theo quy dinh thi thoi han giai quyét khong




qua 08 ngay.

3.6

Két qua thwe hién thi tuc hanh chinh:

Giéy khai sinh, Trich luc dang 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
Gidy khai sinh, ban sao Trich luc dang ky nhan cha, me, con).

3.7

Noi tiép nhan va tra két qua

- Cong Dich vu céng Qudc gia (https://dichvucong.gov.vn)

- Cong Dich vu cong thanh phd Ha Noi (https://dichvucong.hanoi.gov.vn)

- B6 phan Mot ctra (TN&TKQ) Uy ban nhan dan cdp x3 noi cu tra cta ngudi cha hoic
nguoi me thuc hién dang ky khai sinh két hgp nhan cha, me, con.

3.8

Lé phi, Phi

- Mién L& phi d6i voi truong hop dang ky khai sinh ding han; nguoi thudc gia dinh
c6 cong véi cach mang; nguoi thude ho ngheéo; ngudi khuyét tat.

- Muc thu Lé phi ddi véi dich vu cong truc tuyén khi to chic, ¢ nhan nop ho so
thuc hién TTHC trén Cong Dich vu cong biang Khong (Khéng thu).

- Néu cong dan nop ho so truc tiép tai UBND cap xa: - Pang ky khai sinh qué han:
5.000 déng/viéc; bang ky nhan cha, me, con: 10.00066ng/viéc.

- Phi cip ban sao Gidy khai sinh, ban sao Trich luc ding k¥ nhan cha, me, con (néu c6
yéu cau): 8.000 dong/ban sao trich luc

3.9 | Quy trinh xir ly cong viéc
. Trach | Thoi Biéu mau/| Trang thai
Il Trinh ty nhiém | gian Két qua | H¢ théng
H6 so truc tiép tai BO phan Mot ctra cua) Co6ng dan
UBND cép xa c6 tham quyén (mot bén c6 Thanh | Tai khoan
thé nop hod so ma khong phai co vin ban phan hd so| gdm Tén
iy quyén cua bén con lai); ndp 1é phi néu theo muc | Bang nhap
thudc truong hop phai ndp 1€ phi dang ky 73.2 ) va Mat
khai sinh, dang ky nhan cha, me, con; ndp Bi€u mau khau
B1 [phi cap ban sao Gidy khai sinh, Trich luc diéntﬂf VNelD
dang ky nhan cha, me, con néu c6 yéu cau tuong tac
A1 dang ky
cap ban sao o ? Khai sinh
Cong DVC ket noi voi CSDLDC dé khai
thac cac trurong thong tin cua cong dan cé L
trong CSDLDC. Bicu mau
Cong dan lya chon: dién t
- Dich vu cdng truc tuyén, tuong tac
- Quan, Huyén, Thi xa dang ky
- UBND x4, phuong, thi trin c6 thim nhan cha,
quyén meg, con
- Linh vuc Ho tich,
- Thu tuc Pang ky khai sinh két hop nhan




cha me con

B2

Cong chuic Bo phan Mot cua truy cap HE
thong théng tin giai quyét tha tuc hanh
chinh cua thanh phd kiém tra tinh chinh
xac, day du, thong nhat, hop 18 cua hd so.
(i) Truong hop hd so day du, hop I¢ thi
tiép nhan hd so, c6 Phiéu hen, tra két qua
cho ngudi €6 yéu cau, ddng thoi chuyén hd
so dé cong chuc 1am cong tac ho tich xuf
ly.

Sau khi tiép nhan hé so, can bo tiép nhan
hd so tai B6 phan mét caa thuc hién sb
hoa (sao chup, chuyén thanh tai liéu dién
tir trén hé thong thong tin, co so dit liéu)
va ky s6 vao tai liéu, ho so giai quyét thi
tuc hanh chinh dd duoc s6 hoa theo quy
dinh.

(i) Trudong hop hd so chua day du, hop Ié
thi c6 thong bio cho nguoi yéu cau bod
sung, hoan thién ho so, néu 13 loai gidy to,
noi dung can b sung dé ngudi ¢6 yéu cau
bd sung, hoan thién. Sau khi hd so dugc bd
sung, thuc hién lai buac (i);

(iii) Truong hop ngudi ¢6 yéu cau dang
ky khai sinh va nhan cha, me, con khéng
b6 sung, hoan thién duoc hd so thi bao
cao Truong bo phan mét cua co thdng bao
tir choi giai quyét yéu cau dang ky khai
sinh va nhan cha, me, con.

Cong chirc
B6 phan
Mot ctra

Khéng
qua 04
gio

Phiéu
yéu cau bd
sung, hoan
thién hd so
- Giay tiép
nhan ho so

B3

Cong chic Bo phan Mot cua truy cap Hé
thong thong tin giai quyét thi tuc hanh
chinh caa thanh phé chuyén ho so sang
Hé thong thong tin dang ky, quan ly ho
tich cho cong churc Tu phap - Ho tich

Cong chuc
B6 phan
Mot cura

02 gid

HO so

B4

Cong chirc tu phép - ho tich tham tra ho sof
(tham tra tinh théng nhat, hop 1é cua cac
thong tin trong ho so, gidy to, tai liéu do
ngudi YU cau nop, Xuat trinh hodc dinh
kém).

+ Truong hop hd so can bd sung, hoan
thién hodc khong du diéu kién giai quyét,

phai tir chdi thi gui thdng bao vé tinh

Cong chtic
tu phap -
ho tich

- 02
ngay

Truon
g hop
can
phai
Xac
minh:

Phiéu kiém
soat qua
trinh giai

quyét ho so




trang ho so toi Bo phan Mot cira dé thong 05
bao cho nguoi nop hd so — thuc hién lai ngay
busc (i) hoic (iii):
+ Truong hop can phai kiém tra, xac minh
lam r6 hoac do nguyén nhan khac ma
khong thé tra két qua ding thoi gian da
hen thi cong chic tu phap - ho tich lap
Phiéu xin 13i va hen lai ngay tra két qua,
trong d6 néu rd 1y do cham tra két qua va
thoi gian hen tra két qua, chuyén Bo phan
mét cira dé tra cho nguoi c6 yéu cau;
+ Néu thay viéc nhan cha, me, con 1a dting
va khong cd tranh chép, thong tin khai
sinh ddy du va phu hop,thi céng chirc tu
phap - ho tich thuc hién viéc ghi vao S6
dang ky nhan cha, me, con, S6 ding ky)
khai sinh, cap nhat thong tin dang ky khai
sinh, dang ky nhan cha, me, con va luy
chinh thtic trén Phan mém dang ky, quan Iy
ho tich dién tir ding chung, chuyén thong
tin dén CSDLQGVDC d lay Sé dinh danh
ca nhan.
Cong chue tu phap - h tich du thao, trinh )
Lanh dao UBND cép xa ky, ky séGidy khai| Lanh dao - Gidy khai
sinh, Trich luc dang ky nhan cha, mc,U]%NDA cap . Smh
B5 [conchuyén hé so tir Hé théng thong tin Xa}’l,cong Olgio “Trich  Iuc
dang ky, quan 1y ho tich sang Hé théng p%élgc_tgé g;glgl C}lg
thong tin giéi’ quyét thu tuc hanh chinh tich ' mé, con ’
cua Thanh pho, hoan thién ho so
Hé théng
gui tin nhan
) ) toi email
Lanh _ctao L{Bl\]D -c’ﬁp Xa ky Giay khai sinh [ dao ctia cong
B6 ban gﬁléy, ky so Giay khai sinh ban d.ién tu, UBND (-:ép 01 givr dan thong
chuyén cong chirc Tu phép - Ho tich va 3 béo da c6
cbng chirc Van phong - Thong ké ’ ket qua kinh
moi cong
dan dén
nhan
1. Tiép nhan két qua ho so tir cdng chircCong chirc| Trong - Gidy khai
B7 [Tu phap-Ho tich Bo phan | gi¢ sinh /Trich
2. D& nghi cong dan xuét trinh ban chinhl Motcua | hanh luc  nhén
gidy to thy than, hd so Cong dan | chinh cha, me,




(Truong hop Co so dir ligu dan cu da
duogc tich hop, chia sé, két néi, cong dan
da co6 xac thuc dinh danh dién t&, cong
dan khong can xuat trinh gidy to tiy than)
3. Xac nhan d3 doi chiéu ban chinh

4. Nguoi ¢6 yéu cau dang ky khai sinh va
nhan cha, me, con (ca hai bén phai c6 mat,
xudt trinh gidy to tuy than dé dbi chiéu)
kiém tra thong tin trong Trich luc ding ky
nhan cha, me, con, Giéy khai sinh, thong
tin trong Sb dang ky nhan cha, me, con, S
dang ky khai sinh; Ky tén vao So6 dang ky
nhan cha, me, con, SO dang ky khai sinh

5. Thu phi cp ban sao trich luc(néu co)
(8.000d/ban trich luc)

6. Dong dau cia UBND cap xa vao phan
chit ky cia Lanh dao UBND cap x&

7. Tra két qua: Ban chinh, Ban sao.

8. Giri ban dién tir qua Hé thong dén tai
khoan, email, Kho quan ly dir li¢u dién tu
cua cong dan

9. Ho so, két qua giai quyét TTHC duoc
s6 hoa

10. Ban giao hd so cho cong chicc Tu
phap-Ho tich luu trlr theo quy dinh

con

B8

Thuc hién luu hd so theo quy dinh

Cong chue
tu phép -
ho tich

Trong
gio
hanh
chinh

Biéu mau

Hé thong biéu miu (Thong tu s6 01/2018/TT-VPCP cta Vin phong Chinh phu)

To khai diang ky khai sinh (Thong tu sb 04/2024/TT-BTP ciia Bo Tu phép)

T khai dang ky nhan cha, me, con (Théng tu s6 04/2024/TT-BTP cta Bo Tu phap)

Trich luc nhan cha, me, con (Thong tu s6 04/2020/TT-BTP ctia Bo Tu phap)

phap)

Gidy khai sinh, Gidy khai sinh ban sao (Thong tu s6 04/2020/TT-BTP cua Bo Tu




CONG HOA XA HQI CHU NGHIA VIET NAM
Poc l1ap - Tw do - Hanh phuc

TO KHAI PANG KY KHAI SINH
Kinh giri: @ Uy ban NhAN daN ...

Ho, chir dém, tén ngudi yéu cau:

Ngay, thang, ndm sinh:

Noi cu trii: @

Giay to thy than: @

Quan hé vai nguoi duoc khai sinh:

Pé nghico quan ding ky khai sinh cho nguoi dwéi diy:
Ho, chir dém, tén:

Ngay, thang, nam sinh: ............ccceoeeviiiiiiiiiceeee. ghi bang chi:

GiGi tinh: e, DAN tOC . vvevereeeeeeereeeen, Quéc tich:

Noi sinh: @)

Qué quan:

Ho, chir dém, tén ngwoi me:

NAM sinh: O, Dantoc: @ ... Qudc tich: @

Noi cu tra: @

Gidy to tuy than: @

Ho, chir dém, tén ngwoi cha:

NEM SINH: G DaN toc: @ ..o Quéc tich: @

Noi cu tra: @

Gidy to tuy than: ©

Thong tin vé Glay ching nhan két hon cua cha, me tré (néu cha, me tré da PKKH):
ST , Quyen so........... dang ky ngay....thang....nam......... 11 ST

T61 cam doan nd1 dung dé nghi dang ky khai sinh trén day 1a dung su that, duoc su thoa
thuan nhat tri caa cac bén lién quan theo quy dlnh phap luat.

T6i chiu hoan toan trach nhiém truéc phap luat vé noi dung cam doan cua minh.
Lamtai: ......................... , NEAY ..o thang ......... nam ..............
Ngudi yéu cau
(Ky, ghi rd ho, chlr dém, tén)

Dé nghi cap ban sao®: Co D, Khong []



Chu thich:

Ghi rd tén co quan ding ky khai sinh.

, @ Chi ghi trong truong hop ngudi ¢d yéu cau dang ky ho tich chua c6/khoéng cung cap
S(i) dil}h danh ca nhan/can cudc cong dan/thé can cudc/ching minh nhan dan; khéng cung
cap day du thong tin ngay, thang, nam sinh.

~ Truong hop phai cung cap thong tin “Noi cu tra” thi ghi theo noi ding ky thuong tri;
néu khong cé noi dang ky thuong tra thi ghi theo noi dang ky tam tru; truong hop khong cé
noi dang ky thuong tra va noi dang ky tam trd thi ghi theo noi ¢ hién tai.

,(3) Ghi s6 dinh danh c4 nhan/cin cudc cong dan/the can cudc(vi dy: Can cude cong
dén s6 025188001010 do Cuc Canh sat QLHC vé TTXH cAp ngay 20/11/2021). Truong hop
khf)ng co Sf?) dinh danh c4 nhan/can cudc cong dan/thé can cudc thi ghi giay to hop 1€ thay
the (ho chiéu, chiing minh nhan dan,...).

@ Truong hop sinh tai co sé y té thi ghi rd tén co sd y té va va dia chi tru sé co so y té do.

Vi du: - Bénh vién Phu san Ha No6i, duong La Thanh, phuong Ngoc Khanh, quan Ba
Pinh, Ha Noi.

- Tram y té xa Dinh Bang, huyén Tir Son, tinh Bac Ninh.

Truong hop sinh ra ngoai co so y té thi ghi dia danh cta 03 cap hanh chinh (x4,
huyén, tinh), noi sinh ra.

Vi du: xa Binh Bang, huyén Tir Son, tinh Bic Ninh.

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

®) P¢& nghi danh ddu X vao 6 néu c6 yéu cau cap ban sao va ghi ro sb lugng.



NOI DUNG MAU HQ TICH PIEN TU TUONG TAC
PANG KY KHAI SINH

I. Thong tin vé ngudi yéu cau ding ky khai sinh
(1) Ho, chir dém, tén;
(2) S6 dinh danh ca nhan;

3) Glay to tuy than: Loai gidy to su dung (CCCD/CMND/HG chiéu/Giay to hop 18
thay thé); sb, ngay, thang, nim cap, co quan cap; ban chup dinh kém;

(4) Noi cu trt (noi thuong tra/noi tam tra/noi dang sinh sdng);
(5) Quan h¢ vo1 nguoi duoce khai sinh.

IL. Théng tin vé nguwoi dwge diang ky khai sinh

(6) Ho, chir dém, tén;

(7) Ngay, thang, nam sinh (tach bit riéng 03 truong thong tin ngay, thang, nam sinh;
hé thong tu dong chuyén ndi dung tir s6 sang ghi bang chit);

(8) G101 tinh;
(9) Dan toc;
(10) Qudc tich;

(11) Noi sinh (gém céc trudng thong tin tach biét riéng theo dia danh hanh chinh: sb
nha; du:(‘)’ng/phé; th6n/t6/bén/§p; xa, phuong, thi tran; quan, huyén, thi xa, thanh phé
thudc tinh, thanh phé thudc thanh phé truyc thuoc Trung wong; tinh, thanh phé truc
thudc Trung wong);

(12) Qué quan.

I11. Thong tin vé nguwoi me ciia ngudi dwoce khai sinh

(13) Ho, chir dém, tén;

(14) Ngay, thang, nam sinh (tach biét riéng 03 truong thong tin ngay, thang, ndm);
(15) Sb dinh danh c4 nhan;

(16) Glay to tuy than: Loai glay to sir dung (CCCD/CMND/HO chiéu/Giay to hop 1¢
thay thé); sb, ngay, thang, nim cap, co quan cap; ban chup dinh kém;

(17) Dan toc;

(18) Qudc tich;

(19) Noi cu tra (noi thuong tra/noi tam tra/noi dang sinh sdng).

IV. Théng tin vé nguwdi cha ciia nguwoi dwoe khai sinh

(20) Ho, chir dém, tén;

(21) Ngay, thang, nam sinh (tch biét riéng 03 truong thong tin ngay, thang, nam);
(22) S6 dinh danh ca nhan;



(23) Glay to tuy than: Loai glay to s dung (CCCD/CMND/H9 chiéu/Giay to hop 1¢
thay thé); sb, ngay, thang, nim cap, co quan cap; ban chup dinh kém;

(24) Dan toc;

(25) Qudc tich;

(26) Noi cu tra (noi thuong tra/noi tam tra/noi dang sinh sdng);
(27) Dé nghi cép ban sao:

o Co

S6 luogng ban sao yéu cau: ...

0 Khong

(28) Ho so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan céc thong tin cung cap, ndi dung dé nghi dang ky khai
sinh cho tré em la dung su that, da c6 su thoa thuan nhat tri cia cha, me tré theo quy
dinh phép luat va chiu hoan toan trach nhi¢m trudc phap luat vé néi dung cam doan
cuia minh.

* Truong hop cc thong tin vé gidly o chimg minh noi cu trii da duoc khai thac tir
CSDLQGVDC, dugc h¢ thong dién tu dong thi khong phai xuat trinh (theo hinh thirc
tryc tiép) hoac tai 1én (theo hinh thic truc tuyén)

* Mau dién tir tuong tac ghi nhan thoi gian (gio, phut, gidy, ngay, thang, nam) hoan
tat viéc cung cap thong tin; nguoi yéu cau trudc d6 da dang nhap vao hé théng, thuc
hién xac thuc dién tir theo quy dinh.

Nguoi yéu cau dang ky khai sinh nhan Gidy khai sinh (ban chinh) truc tiép tai co
quan dang ky ho tich.

Ban di¢n tur s€ tu dong gui vé Kho quan ly dir li¢u dién tir cua ca nhan/dia chi thu
dién tir/thiét b1 s6/dién thoai ciia nguoi y€u cau sau khi da hoan tat thu tuc dang ky
khai sinh tai co quan dang ky hg tich.



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

TO KHAI PANG KY NHAN CHA, ME, CON

NOT CU T B oo e et e e e e e e e e et e e ee et et e es et e e et e s e e e s e s e s e et e s e e es e e e e es et e e es et e e es et e e en e enens

Quan hé voi ngudi NAN Cha/ME/CON: @)oo
Pé nghico quan cong nhin ngudi c6 tén duéi day:
[ [T ol 1 1<) T (= o ST

Ngay, thang, NAM SINN:.....coiiiiiii e e b srr e beesseennneen
GiGitinh: @, DANOC: @, Quéc tich: @ ..o

LA, cua nguoi cé tén dwdi diy:
[ (T oL v 1<) 1 TR (o SR

Ngay, thAng, NAM SINN:......oiiiiii e b e e e b e e s e nnneen
GiGitinh: @, DANOC: @, Quéc tich: @ ..o

T6i cam doan VIEC NhAN..........coeevveeeiiiee e, noi trén la dang sy that, tu nguyén, khong c6 tranh
chap va chiu trach nhiém truéc phap luat vé cam doan ciia minh.

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

Y kién ciia nguoi hién dang 1a me hoic cha®

D& nghi cap ban sao®: C6 LI, Khong L]
S6 luong:....... ban



Chu thich:

(D) Ghi rd tén co quan ding ky nhan cha, me, con.

@ Chi ghi trong truong hop nguoi cd yéu cau dang ky ho tich chua co/khong cung
cap s6 dinh danh c4 nhan/cin cudc cong dan/thé can cudc/chimg minh nhan déan.

Truong hop phai cung cip thong tin “Noi cu tri” thi ghi theo noi dang ky thuong tra;
néu khong 6 noi ding ky thuong tra thi ghi theo noi ding ky tam trt; truong hop khdng co
noi dang ky thuong tri va noi dang ky tam trd thi ghi theo noi ¢ hién tai.

®Ghi sé dinh danh c4 nhan/can cudc cdng dan/thé cin cudc/sdé Gidy khai sinh
(d4i vai tré em)

Vi du: - Can cudc cong dan sé 025188001010 do Cuc Canh sat QLHC vé TTXH cap
ngay 20/11/2021.

- Gidy khai sinh s 01/2014, quyén sé 02 do UBND x& My Thang, huyén My
Loc, tinh Nam Dinh cap ngay 15/11/2014.

Truong hop khdng ¢ sé dinh danh ca nhan/cin cudc cong dan/thé can cude thi ghi
gidy to hop 1é thay thé (ho chiéu, ching minh nhan dan,...).

) Chi khai trong trudng hop nguodi yéu cau khong dong thoi 13 nguoi nhan
cha/me/con.

®) Chi khai trong truong hop cha hoidc me nhan con chua thanh nién hoic nguoi da
thanh nién nhung mat ning lyc hanh vi dan su, ghi y kién cta nguoi cha néu me 13 nguoi
yéu cau, y kién ngudi me néu cha 1a nguoi yéu cau (trir truong hop ngudi d6 da chét, mat
tich, mét niang luc hanh vi dan sy hoac han ché niang luc hanh vi dan sy).

© P& nghj danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd sb luong.



NOI DUNG MAU HQ TICH PIEN TU TUONG TAC
PANG KY NHAN CHA, ME, CON

I. Thong tin vé ngudi yéu cau ding ky nhin cha, me, con
(1) Ho, chir dém, tén;
(2) S6 dinh danh ca nhan;

(3) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H6 chiéu/Gidy to hop 18
thay thé); sb, ngay, thang, nim cap, co quan cap; ban chup dinh kém;

(4) Noi cu trt (noi thuong tra/noi tam tra/noi dang sinh sdng);

(5) Quan h¢ vo1 nguoil dugce nhan cha/me/con.

II. Thong tin vé nguwoi nhin

(6) Ho, chir dém, tén;

(7) Ngay, thang, nam sinh (tach bi¢t riéng 03 truong thong tin ngay, thang, nam);
(8) Gidi tinh;

(9) Dan toc;

(10) Qudc tich;

(11) S6 dinh danh ca nhan;

(12) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H chiéu/Giay to hop 1¢
thay thé); sb, ngay, thang, nim cap, co quan cap; ban chup dinh kém;

(13) Noi cu trt (noi thuong tra/noi tam tri/noi dang sinh song).

II1. Thong tin vé nguwoi dwgc nhin

(14) Ho, chir dém, tén;

(15) Ngay, thang, nam sinh (tach biét riéng 03 truong thong tin ngay, thang, nam);
(16) Gidi tinh;

(17) Dan toc;

(18) Qudc tich;

(19) Sé dinh danh c4 nhan;

(20) Giay to tuy than: Loai gidy to si dung (CCCD/CMND/H6 chiéu/Giay to hop 18
thay thé); sb, ngay, thang, nim cp, co quan cap; ban chup dinh kém;



(21) Noi cu trt (noi thudng tra/noi tam tra/noi dang sinh sdng);
(22) Dé nghi cép ban sao:

o Co

S6 luong ban sao yéu cau: ...

o Khong

(23) Ho so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan cac thong tin cung cap la dang sy that va chiu hoan toan
trach nhi€m trudc phap luat vé ndi dung cam doan cua minh.

* Trudng hop cac thong tin vé gidy t& ching minh noi cu tri da duoc khai thac tir
CSDLQGVDC, duoc hé théng dién ty dong thi khong phai xuét trinh (theo hinh thuc
truc tiép) hodc tai 1én (theo hinh thirc truc tuyén)

* Mau dién tir tuong tac ghi nhan thoi gian (gio, phut, gidy, ngay, thang, nim) hoan
tat viéc cung cap thong tin; ngudi yéu cau trude d6 da dang nhap vao hé thdng, thuc
hién xac thuc dién tir theo quy dinh.

Nguodi yéu cau dang ky nhan cha, me, con nhan Trich luc dang ky nhan cha, me, con
(ban chinh) tryc tiép tai co quan ding ky ho tich.

Ban di¢n tu s€ tuy dong gui vé Kho quan ly dir li¢u dién tir cua cd nhan/dia chi thu
dién tir/thiét bi s6/dién thoai ciia ngudi yéu cau sau khi di hoan tat thu tuc dang ky
nhan cha, me, con tai co quan dang ky ho tich.
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CONG HOA XA HOI CHU NGHIA VIETNAM
Poc 1ap - Tu do - Hanh phiic

GIAY KHAI SINH

(BAN SAO)

Ho, chit'dém, tén ngudl iKhai STl i i A e e s it
Gy M thAN o S N e o0 vvisn St L O S Y M s




Chii thich:
" Ghi theo 56 trong S6 dang ky khai sinh.
® Ghi tén co quan cép ban sao Gidy khai sinh.
® Ghi theo sb trong S6 theo ddi viée cap ban sao clia co quan cip ban sao Trich luc ho tich.

“ Tuy theo cach thirc thyuc hién, ghi rd can cir cAp ban sao tir: “S6 ddng ky khai sinh” hoic “Co'sé die
liéuhé tichdién tir”.



CONG HOA XA HOI CHUNGHIA VIET NAM
Doc lap - Ty do - Hanh phiic

GIAY KHAI SINH

(BAN SAO)




Chii thich:
" Ghi theo 56 trong S6 dang ky khai sinh.
® Ghi tén co quan cép ban sao Gidy khai sinh.
® Ghi theo sb trong S6 theo ddi viée cap ban sao clia co quan cip ban sao Trich luc ho tich.

“ Tuy theo cach thirc thyuc hién, ghi rd can cir cAp ban sao tir: “S6 ddng ky khai sinh” hoic “Co'sé die
liéuhé tichdién tir”.



UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
B Poc lap - Tw do - Hanh phiic

sé:®  /TLCMC ,ngay.....thang .....nam .............

TRICH LUC
PANG KY NHAN ... ®

Xac nhan diang Ky viéc NhAN .............cccooorrrrrrrrrr Cgiira:
Ho, chir dém, tén cha/me:

Ngay, thang, nam sinh:

Gigitinh: o DANtoC: oo QUABC HICN: e
Gidy to tuy than:

Noi cu tra:

Va

Ho, chixr dém, tén con:

Ngay, thang, nam sinh:

GiGi tinh: . DAN tOC: Quiéc tich:
Gidy khai sinh/Giay to tly than:

Noi cu tra:

ViIEC NNAN oo ®) ¢4 hiéu luc ké tir ngay cap Trich luc./.

NGUOIKY TRICHLYC
(Ky, ghi rd ho, chr dém, tén, chirc vy, dong dau)

“Ghi tén co quan cap Trich luc (ghi du cac cap hanh chinh).

®) Ghi theo s trong S6 ding ky nhan cha, me, con.

®) Ghi 18 viéc dang ky nhan: cha, con hodic me, con tiy theo diing ky viéc cha nhin con/con nhan cha hoic me nhan
con/con nhan me.



PHAN GHI CHU NHUNG THONG TIN THAY DOl SAU NAY

TT

Ngay, thang, nam
ghi chu

N§i dung ghi chu

(dong diu vao ni
dung da ghi cha)

Can cw
ghi chud

Ho, chir dém, tén, chir
ky cia nguwoi thuc hién
ghi chu




UY BAN NHAN DAN
(1)

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

S6: @ /TLCMC-BS

TRICH LUC PANG KY NHAN
(BAN SAO)

Xac nhan dang ky viéc nhan
Ho, chir dém, tén cha/me:

Ngay, thang, ndm sinh:

Gigitinh: ... Dantdc: ...oovvvviiiiiinnnn,

Giy to tiy than:

Noi cu tra:

Va

Ho, chir dém, tén con:

Ngay, thang, nam sinh:

Gidy khai sinh/Gidy to tly than:
Noi cu tra:
Pa diang ky nhan................

Thuc hién trich luc tir:®

Ot SO iiiiiiiins

....... Qudc tich:

Quiéc tich:

veeeeeeen NEAY

NGUOI KY TRICHLUC
(Ky, ghi rd ho, chir dém, tén, chirc vu, dong dau)

Chd thich:

® Ghi tén co quan cdp ban sao Trich luc (ghi du cac cip hanh chinh).
@ Ghi theo s trong S6 cap ban sao Trich luc hé tich cia co quan dang ky ho tich.

© Ghi 6 viéc dang ky nhan: cha, con hoic me, con tiry theo ding ky viéc cha nhan con/con nhan cha hozc me nhan con/con nhan me.

@ Ghi tén co quan, s6, ngy thang nam dang ky nhan cha, con hoic me, con.

®) Tuy theo cach thirc thuc hién, ghi rd cin ctr cép ban sao tir: S6 dang ky nhan cha, me, con hoac Co s dit lidu ho tich dién tir.



6. Thu tuc dang Ky Kkhai tir (QT-XP-06)

1

Muc dich

Quy trinh nay quy dinh trinh ty va cach thire giai quyét hd s0 cua cong dan co dé
nghi dang ky khai tir thugc tham quyen giai quyet cia UBND cap xa

Pham vi

- Ap dung dbi véi ca nhan c6 dé nghi dang ky khai ti.
- Ap dung ddi véi cong chirc UBND cip x4 thyc hién Quy trinh nay.

Noi dung quy trinh

3.1

Co so phap ly

- Luat Ho tich nam 2014,

- Nghi dinh s 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phti quy dinh chi tiét mot
sO diéu va bién phép thi hanh Luat Ho tich;

- Nghi dinh sé 87/2020/NB-CP ngay 28/7/2020 ctia Chinh phii quy dinh vé Co s dit
liéu ho tich dién tir, ding ky ho tich truc tuyén;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cta Chinh phu stra doi, bo sung
mot s6 diéu caa cac nghi dinh lién quan dén viéc nop, xuat trinh s6 ho khau, so tam
trd giay khi thyc hién thi tuc hanh chinh, cung cap dich vu cong;

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

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 ctia B6 Tu phap quy dinh chi tiét
mot s6 diéu va bién phéap thi hanh Nghi dinh s6 87/2020/ND-CP cua Chinh pha quy|
dinh vé Co so dir liéu ho tich dién tir, dang ky ho tich truc tuyén;
- Thong tu s6 03/2023/TT-BTP ngay 02/8/2023 cuia Bo Tu phap stra d6i, bd sung mot
s6 noi dung cia Thong tu s6 01/2022/TT-BTP cua B Tu phap quy dinh chi tiét mot
s6 dieu va bién phap thi hanh Nghi dinh s6 87/2020/ND-CP cua Chinh phu quy dinh
vé Co s dir liéu ho tich dién tir, ding ky ho tich truc tuyén;

- Thong tu s6 04/2024/TT-BTP cua Bo Tu phép stra doi, bd sung mot s diéu cua
Thong tu s6 02/2020/TT-BTP cua Bo Tu phap ban hanh, huéng dan sir dung, quan ly
mau s6 qudc tich va mau gidy to vé qudc tich va Thong tu s 04/2020/TT-BTP cua
B6 Tu phap quy dinh chi tiét thi hanh mot sé diéu cua Luat Ho tich va Nghi dinh sb
123/2015/ND-CP quy dinh chi tiét mot sé diéu va bién phap thi hanh Luat Ho tich;

- Thong tu s6 281/2016/TT-BTC ctia BO Tai chinh quy dinh muc thu, ché do thu, nop,
quan ly va st dung phi khai thac, sur dung thong tin trong co so dir liéu ho tich, phi xac
nhan co quoc tich Viét Nam, phi x4c nhan 1a nguoi goc Viét Nam, 1€ phi quoc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ctia Bo Tai chinh huéng dan vé phi va
1¢ phi thudc tham quyén quyét dinh ctia HDND tinh, thanh phé tryc thudc Trung wong;

- Théng tu s6 106/2021/TT-BTC ngay 26/11/2021 cta Bo Tai chinh stra d6i, bo sung
mot s6 diéu ctia Thong tu sd 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh
hudng dan vé phi va 1¢ phi thudc tham quyén quyét dinh ctiia Hoi dong nhan dan tinh,
thanh phd tryc thugc Trung wong.

- Nghi quyét soO6/2020/NQ HDNDngay 07/7/2020 ctua Hoéi doéng nhan dan thanh
phd Ha Noi vé viéc ban hanh mot s6 quy dinh thu phi, ¢ phi trén dia ban thanh phd

Ha Noi thudc tham quyén quyét dinh ciia Hoi dong nhan dan Thanh phd.



http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123

- Nghi quyét soO7/2023/NQ HDNDngay 04/7/2023 cua Hoi do6ng nhan dan thanh
phd Ha Noi vé viéc thu phi, 1& phi thuoc tham quyén quyét dinh cua Hoi dong nhan
dan Thanh phd trén dia ban thanh phé Ha Nai.

- Quyét dinh s6 1079/QD-BTP ngay 11/6/2024 coéng b thu tuc hanh chinh duoc sta
ddi, bo sung trong linh vuc hg tich thuc hién tai co quan dang ky hd tich thudc pham vi
churc nang quan ly cia Bo Tu phap.

- Quyét dinh sb 3658/QD-UBND ngay 15/7/2024 cua UBND thanh phé Ha Noi cong
bd Danh muc thi tuc hanh chinh sira d6i, bé sung linh vuc hé tich, qudc tich thuc
tham quyén giai quyét cia co quan, don vi trén dja ban thanh phé Ha Noi.

- Quyét dinh s6 3211/QD-UBND ngay 21/6/2024 cua UBND thanh phé Ha Noi vé
viéc cong bé Danh muc 02 nhém thu tuc hanh chinh lién théng dién tir: Pang ky khai
sinh, ding ky thuong trd, cap thé bao hiém y té cho tré dudi 06 tudi; Pang ky khai
sinh, x6a dang ky thuong trd, giai quyét mai tang phi, tir tuat trén dia ban thanh phé
Ha Noi

3.2 | Thanh phin hd so Bin | Ban
chinh | sao
- To khai dang ky khai tir theo mau (néu nguoi c6 yéu cau lwa chon ndp
ho so theo hinh thirc tric tiép hodc giri hd so qua hé théng buu chinh);
- Mau hd tich dién tir twong tacdang ky khai tir (do ngudi yéu cau cung
cap thong tin theo hudng dan trén Cong dich vu cong, néu ngudi cé yéu %

cau lya chon nop hd so theo hinh thire truc tuyén);

- Nguoi ¢ yéu cau dang ky khai tir thuc hién viéc ndp/xuat trinh (theo
hinh thire truc tiép) hodc tai 1én (theo hinh thirc truc tuyén) cac gidy to
Sau.

* Gidy to phai nop:

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

- Gidy to, tai liéu, chimg ¢ do co quan, to chirc c6 tham quyén cap
hoidc xac nhan hop 1& ching minh su kién chét ddi voi truong hop
dang ky khai tir cho ngudi chét di lau, khong c6 Gidy bao tir hodc
gidy to thay thé Gidy bao tur. X
- Van ban uy quyén (duoc chung thuc) theo quy dinh cua phéap luat
trong truong hop Uy quyén thuc hién viéc dang ky khai tir. Truong
hop ngudi c6 trach nhiém ding ky khai tir ay quyén cho nguoi khac
thuc hién viéc dang ky khai tir ma ngudi dugc Gy quyén 13 ong, ba,
cha, me, con, vo, chéng, anh, chi, em rudt cua nguoi uy quyén thi van
ban Gy quyén khong phai ching thue.

* Gidy to phai xut trinh:

- Ho chiéu hoic Chtmg minh nhan dan hoac Thé can cudc cong dan
hodc Cian cude hodc cac gidy to khac co dan anh va thong tin c4 nhan
do co quan c6 thim quyén cip, con gia tri st dung dé ching minh vé
nhan than cua ngudi cd yéu cau diang ky khai tir. Truong hop céc

thong tin c4 nhan trong cac gidy to nay di c6 trong CSDLQGVDC,




CSDLHTDT, duoc hé thong dién tu dong thi khong phai tai 1én (theo
hinh thtc truc tuyén);

- Gidy t& chimg minh noi cu tra cudi cing ctia ngudi chét dé xac dinh
tham quyéntrong trudng hop co quan dang ky ho tich khong thé khai
thac duoc thong tin vé noi cu tri cta céng dan theo cac phuong thirc
quy dinh tai khoan 2 Diéu 14 Nghi dinh sb 104/2022/ND-CP.
Trudng hop cac thong tin vé gidy t& chirmg minh noi cu tri d3 duoc
khai thac tir Co so dit liéu qudc gia vé dan cu bang cac phuong thic
nay thi nguoi c6 yéu cau khong phai xuat trinh (theo hinh thirc truc
tiép) hodc tai 1én (theo hinh thuc tryc tuyén).

- Trudng hop khéng xac dinh dugc noi cu tra cudi cing cua nguoi
chét thi xudt trinh gidy to chirng minh noi nguoi d6 chét hodc noi phat
hién thi thé cia nguoi chét.

Truong hop giri hd so qua hé théng buu chinh thi phai gii kém theo
ban sao ¢d ching thuc c4c gidy to phai xuat trinh néu trén.

*Luwuy

- Trong thoi han 15 ngay ké tir ngdy c6 nguoi chét thi vo, chong
hodc con, cha, me¢ hodc nguodi than thich khac cua nguoi chét co trach
nhiém di dang ky khai tir; truong hop nguoi chét khong c6 nguoi than
thich thi dai dién cua co quan, to chirc, ca nhan lién quan cé trach
nhiém di khai tar.

- Pi voi gidy to ndp, xuat trinh néu ngudi yéu cau nop ho so
theo hinh thtc truc tiép:

+ Nguoi tiép nhan c6 trach nhiém kiém tra, d6i chiéu véi thong
tin trong to khai, chup lai hodc ghi lai thong tin dé luu trong ho so va
tra lai cho ngudi xuat trinh, khong duoc yéu cau ndp ban sao hoic ban
chup giay to do.

+ Nguoi yéu cau dang ky ho tich c¢6 thé ndp ban sao ching thuc
tir ban chinh hoac ban sao duoc cép tlr 6 géc hoac ban chup kem theo
ban chinh gidy to dé ddi chiéu. Truong hop nguoi yéu cau ndp ban
chup kém theo ban chinh gidy to thi nguoi tiép nhan c6 trach nhiém
kiém tra, d6i chiéu ban chup véi ban chinh va ky xac nhan, khong
duoc yéu cau ngudi di ding ky ndp ban sao gidy to do.

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

Ngueoi tiép nhdn hé so thie hién khai thac théng tin trong Col
s di liéu quoc gia vé dan cu theo quy dinh phdp ludt néu nguoi yéu
cau déing ky ho tich dd cung cdp ho, chir dém, tén; ngay, thang, ndm
sinh; s6 dinh danh cd nhan/can cwée cong dan/thé can cwdce/chimg]
minh nhan dan. Truong hop cdc théng tin can khai thic khéng cé




trong Co s& dit liéu quoc gia vé dan cuw thi dé nghi nguwoi yéu cau ké
khai day di.

- P6i v6i gidy to gui kém theo néu ngudi yéu cau ndp hd so
theo hinh thirc truc tuyén:

+ Ban chup cac gidy to giri kém theo hd so dang ky khai tir truc
tuyén phai bdo dam rd nét, dﬁy du, toan ven vé nodi dung, 1a ban chup
bﬁng may anh, dién thoai hoac duoc chup, dugc quét bﬁng thiét bi dién
tir, tir gidy to duoc cap hop 18, con gia tri str dung.

+ Truong hop gidy to, tai liéu phai giri kém trong hd so ding k]
khai ttr truc tuyén da c6 ban sao dién tir hodc dd c6 ban dién tir gidy to
ho tich thi ngudi yau cau dugc st dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Trich luc khai
tir/ban sao Trich luc khai tir), ngudi c6 yéu cau dang ky khai tir phai xuat
trinh gidy to tuy than, ndp ban chinh cac gidy to 14 thanh phan ho so
dang ky khai tir theo quy dinh phép luat ho tich.

- Gidy to do co quan c6 thdm quyén clia nudc ngoai cip, cong
chimng hodc xac nhan dé sir dung cho viéc dang ky ho tich tai Viét
Nam phai dugc hgp phép héa lanh sy theo quy dinh cua phap luat, trir
truong hop duoc mién theo diéu udc qubc t& ma Viét Nam 1a thanh
vién.

- Trudng hop ngudi yéu cau ding ky khai tir khong cung cép
duoc gidy to néu trén theo quy dinh hodc gidy to ndp, xudt trinh bi tay
x0a, sira chira, 1am gia thi co quan dang ky ho tich c6 tham quyén hiy
bo két qua dang ky khai tu.

3.3

S6 lwong ho so

01 bo

3.4

Thoi gian xir ly

Ngay trong ngay tiép nhan ho so; treong hop nhan ho so sau 15 gio ma khong giai
quyet duoc ngay thi tra két qua trong ngay lam viéc tiep theo.

3.5

K¢ét qua thue hién thi tuc hanh chinh:

- Trich lyc khai tir (ban chinh); ban sao Trich lyc khai tir (trudng hop yéu cau cap ban
sao Trich luc khai tir).

- Ban dién tir Trich luc khai tir (Ban dién ttr s& ty dong gui vé Kho quan 1y dit liéu
dién tir cia ca nhan/dia chi thu dién ti/thiét bi sé/dién thoai cua nguoi yéu cau sau
khi d3 hoan tat thu tuc dang ky khai tir tai co quan diang ky ho tich).

3.6

Noi tiép nhin va tra két qua

- Céng Dich vu cng Qudc gia (https://dichvucong.gov.vn)
- Cong Dich vu cong thanh phb Ha Noi (https://dichvucong.hanoi.gov.vn)

- BO phan Mot cira (TN&TKQ) ciia Uy ban nhan dan cip xi noi cu tra cudi cing cia




nguoi chét thuc hién viée dang ky khai tir
- Hodc BO phan Mot cira (TN&TKQ) cua Uy ban nhan dan cép xa noi nguoi do chét
hodc noi phat hién thi thé ngudi chét thuc hién viéc dang ky khai tir trong trudng hop

khong xac dinh dugc noi cu tra cudi cung cua nguodi chét.

3.7

Lé phi, Phi

- Mién L& phi dbi v6i trudng hop khai tir dung han, nguoi thudce gia dinh c6 cong

va1 cach mang; nguoi thudc ho nghéo; ngudi khuyét tat.

- Muc thu Lé phi ddi véi dich vu cong truc tuyén khi td chutc, ca nhan nop ho so

thyc hién TTHC trén Cong Dich vu cdng bang Khong (Khong thu).
- Bang ky khai tir qué han truc tiép tai UBND cap xa: 5.000 dong/vi¢c

- Phi cdp ban sao Trich lyc khai tir (néu c6 yéu cau): 8.000 dong/ban sao trich luc

3.8 | Quy trinh xir ly cong viéc
X Trach | Thoi | Bieu mau/| Trang thai
T Trinh ty nhiém | gian | Két qua Hé tﬁéng
- Truong hop ndp ho so truc tiép, cong cong Thanh |Céng Dich vu
dan nop hd so dang ky khai tir tai B6 phan|  dan phan hd so |cOng Quoc gia
mot ctra cia UBND cap x4 ¢6 tham theo  |dang nhap mot
quyén; ndp 18 phi néu thudc trudng hop Muc 3.2 Iatm, dicu .
phai ndp 1€ phi dang ky khai tir; n0p phi hu’o*ng _ngux.’orl
X1 . N S dung t6i Cong
cap bz}n sao Trich lyc khai tir néu c6 yéu Dich vu cong
cau cap ban sao Tric}} luc khai tir. , thanh p‘h 5 da
- Truong hop ndp ho so truc tuyén, cong thuc hién busc
dan truy cap Cong dich vu cong qgéc gia “tiép theo
hoac Cong dich vu cong thanh pho, dang
ky tai khoan (néu chua co tai khoan), xac
thuc nguodi dung theo huéng dan, ding
nhap vao h¢ théng, xac dinh dung Tai khoan
B1 UBND cap x?} cérthém quyén. 7 gom Tén
Cong DVC ket noi véi CSDLDC dé khai Ding nhap va
thac cac truong théng tin cua cong dan Mat khau
co trong CSDLDC. VNelD
Cong dan lya chon:
- Dich vu cdng tryc tuyén,
- Quan, Huyén, Thi xa
- UBND x4, phuong, thi tran cd tham
quyén o
- Linh vuc HJ tich, Biéu mau
- Thu tuc Pang ky khai tur dién tu
Cong dan cung cép thong tin theo biéu tuong tac
mau dién tir(trén Cong dich vu cong), dang k}"
dinh kém ban chup hoac ban sao dién tu khai tir
cac gidy t0, tai liéu; ndp phi, 1& phi thong




qua chtrc nang thanh toan truc tuyén,
hoan tat viéc nop ho so.

B2

Cong chirc B§ phan Mot curatruy cap Hé
thong thong tin giai quyét thu tuc hanh
chinh cua thanh phd kiém tra tinh chinh
Xac, dﬁy du, théng nhit, hop 1€ cua hd
50.

(i) Truong hop hd so day dua, hop 18 thi
tiép nhan ho so; néu tiép nhan hd so sau
15 gio thi c¢6 Phiéu hen, tra két qua cho
nguoi O yéu cau trong ngay lam viéc tiép
theo (néu ngudi €6 yéu cau lya chon hinh
thac nop hd so truc tiép) hoic gui ngay
Phiéu hen, tra két qua qua thu dién tir
hodc gui tin nhan hen tra két qua qua
dién thoai di dong cho nguoi ¢ yéu cau
(néu ngudi c6 yéu cau lya chon hinh
thic nop hod so truc tuyén):chuyén hd so
dé cong churc lam cong tac ho tich xir ly.
Sau khi tiép nhan ho so theo hinh thirc
nop truc tiép, can b tiép nhan hd so tai
Bo phan mot cura thuc hién sé héa (sao
chup, chuyén thanh tai liéu dién tir trén
hé thong thong tin, co sd dit lidu) va ky
s6 vao tai lieu, ho so giai quyét thu tuc
hanh chinh di duoc sb hdéa theo quy
dinh.

(ii) Truong hop hd so chua day du, hop
& thi c6 thong bao cho ngudi Yéu cau bd
sung, hoan thién ho so, néu 1o loai giay|
td, noi dung can bd sung dé ngudi b yéu
cau bd sung, hoan thién. Sau khi hd so
duoc b sung, thuc hién lai budc (i);

(iii) Truong hop nguoi c6 yéu cau ding
ky khai tir khong bd sung, hoan thién
duoc hd so thi tir chdi giai quyét hd so
va bao cao Truong B phan Mét cura

Cong
churc
B6 phan
Mot cura

Khdng
qua 01
gio

- Phiéu yéu
cau bd
sung, hoan
thién ho so
- Phiéu tir
chdi tiép
nhén hé so
- Gidy tiép
nhén hod so

B3

Cong churc B6 phan Mot cira truy cap HE
thong thong tin giai quyét tha tuc hanh
chinh cua thanh phé chuyén hé so sang
Hé thong thong tin dang ky, quan ly ho

Cong
chirc
B6 phan
Mot cura

Khéng
qua 01
gio

va hen
ngay  tra
két qua

Ho so




tich cho céng chirc Tu phap - Ho tich

B4

Cong chirc tur phap - ho tich tham tra ho sof
(tham tra tinh thdng nhat, hop 1& cua cac
thdng tin trong hd so, gidy to, tai lieu do
ngudi Yeu cau nop, xuat trinh hoic dinh
kem).

+ Truong hop hd so can bd sung, hoan
thién hoac khong du diéu kién giai quyét,
phai tir chéi thi giri thong bao vé tinh
trang ho so tdi Bo phan Mot cira dé
thong bao cho ngudi nop hd so — thuc
hién lai budc (ii) hoic (iii):

+ Truong hop can phai kiém tra, xac
minh lam r6 hoac do nguyén nhan khac
ma khong thé tra két qua dung thoi gian
da hen thi céng chuc lam cong tac ho
tich lap Phiéu xin 13i va hen lai ngay tra
két qua, trong d6 néu rd 1y do cham tra
két qua va thoi gian hen tra két qua,
chuyén Bo phan Mot cia dé tra cho
nguoi ¢4 yéu cau (néu nguoi ¢ yéu cau
lya chon hinh thic nop hd so truc tiép),
hodc gui Phiéu xin 13i va hen lai ngay tra
két qua qua thu dién tir hodc gui tin nhan
qua dién thoai di dong cho nguoi ¢ yéu
cau (néu ngudi c6 yéu cau lya chon hinh
thire nop hd so truc tuyén).

+ Néu thay ho so day du, hop 18, ding quy|
dinh, trudng hop tiép nhan ho so dang ky
khai tir theo hinh thuc tryc tiép, thi cong
chic tu phap - hd tich thuc hién viéc ghi
vao So dang ky khai tir, cap nhat théng tin
dang ky khai tr va luu chinh thic trén
Phan mém ding ky, quan ly ho tich dién
tir dung chung.

Truong hop tiép nhan hd so ding ky khai
tir theo hinh thirc truc tuyén, cong chie tu
phép - ho tich giri lai biéu mau Trich luc
khai tir dién tir v6i théng tin day du cho
nguoi Yéu cau qua thu dién tir hozc thiét bi

SO.

Cong
chic Tu
phap -
Ho tich

Khong
qua 3
gio

- Trich luc
khai tur,

- Thong
bédo hd so
khong du
diéu kién
giai
quyét/Tho
ng bao bd
sung hd so




Nguoi yéu cau co trach nhiém kiém tra
tinh chinh xac, diy du caa cac thong tin
trén biéu mau Trich luc khai ti dién ti val
x4c nhan (t6i da mot ngay).

Néu nguoi ¢6 yéu cau xac nhan théng
tin da théng nhat, day du hoic khdng co
phan hoi sau thai han yéu cau thi cong
chure tu phap - ho tichthuc hién viéc ghi
ndi dung vao Sb dang ky khai tir, cap
nhat thong tin dang ky khai tr va luu
chinh thic trén Phan mém dang ky, quan
ly ho tich dién tur dung chung.

Cong chie tu phap - ho tich du thao, trinh - Céng | Khong | - Phiéu
Lanh dao UBND cip x& ky Trich luc khai| chitc Tw| qUd |kiém soat
tr ban gidy, ky s6 Trich luc khai tr ban phap- | 01 jqua trinh
B5 (dién ttr, chuyén ho so tir Hé thong théng| Ho tich | 810 |giai quyet
tin dang ky, quan ly ho tich sang Hé ho so
thong thong tin giai quyét thu tuc hanh " Tr.icvh luc
chinh ciia Thanh phé. khai tir
- L3nh dao UBND cép x3 ky Gidy khai L&nh |Khong|-  Phiéu
sinh ban gidy, ky sé Gidy khai sinh ban| dao | qua 01 kiem soat
dién tir UBND | &9 |qua trinh
B6 |. Ban dién ti, ban gidy chuyén cong CaPXd giai  quyet
chic Tu phap - Ho tich va cong chirc ho so
Vian phong - Théng ké dé dong dau. - Trich luc
khai tir
- Cong chic Vin phong-Théng ké phatl Cong |Khang|- Trich lyc| Hé thong gui
hanh van ban ban gidy, ban di¢n tar (Hg chuc |Qqua 0l khai tir tin nhan t6i
théng tu dong chuyén két qua ban dien| Van | g0 email cua
tir dén Bo phan Mot cira). phong- cong dan
- Ban gidy chuyén cdng chuc tu phap - ho Thkqng th(:%nﬁél;aouga
87 tich dé crluyénA Bo phan Mot cira tra két € Kinh m()'iqcﬁng
qu% cho cong dan ’ , Cong dan dén nhan
(Tong thoti gian giai quyet toer B1 dén B6 chie tw
hoan tl?anh truc’rg: 16 gi’c‘r 30 phat trong phép -
ngay tiep nh‘an ho so. Doi véi tru’(‘)’n’g hop ho tich
tiep nhan ho so sau 15 gio, tra két qua
truéc 11 gio ngay 1am viéc tiép theo)
1.Tiep nhan ket qua ho so tr cong chiac| Cong | Trong |- S6 theo
Tu phap-Ho tich , chirc Bo | gio |ddihoso | Thdng tin
B8 |2. bé ljghj cong dan xyﬁt trinh bé}n phan | hanh |- Trich luc dpng bo vaoi
chinh giay to tuy than, Giay bao tu (neul Mot cira | chinh | khai tie Cong Dich vu

c6) va hd so (Trudng hop Co so dit lidu

cdng quoc gia




dan cu da dugc tich hop, chia sé, két ndi,
cong dan da co xac thuc dinh danh dién
tir, cOng dan khéng can xuat trinh giay to
tuy than)

3. X&c nhan da doi chiéu ban chinh

4. Pé nghi cong dan ky vao T khai
dang ky khai tir va S6 dang ky khai tir
theo quy dinh cua luat ho tich.

5. Thu phi cap ban sao trich luc khai ti
(néu co) (8.000d/ban trich lyc)

6. Tra két qua cho cong dan: Ban chinh,
ban sao Trich luc khai tir (d6ng dau cua
UBND cap x3)

7. Gui Trich luc khai tir ban dién tr qua
Hé thdng dén tai khoan, email, Kho quan
ly dit liéu dién tir cia cong dan (Mién
phi)

8. Ho so, két qua giai quyét TTHC duoc
s6 hoa

9. Ban giao ho so cho cong chirc Tu
phap-Ho tich luu trir theo quy dinh

Biéu mau

Hé thong biéu miu (Thong tu s6 01/2018/TT-VPCP cta Vin phong Chinh phu)

T& khai dang ky khai tir (néu nop hd so truc tiép) (Thong tu s 04/2024/TT-BTP cua
B6 Tu phap)

Trich luc khai ttr, Ban sao Trich luc khai tir (Thong tu sé 04/2020/TT-BTP cua Bo
Tu phép)

Biéu miu dién tir twong tic dang ky khai ttr (néu ndp ho so truc tuyén) (Thong tu sd
03/2023/TT-BTP cua Bo Tu phap).




CONG HOA XA HQI CHU NGHIA VIET NAM
Poc l1ap - Tw do - Hanh phuc

TO KHAI DPANG KY KHAI TU

KINA QU D e

Ho, Chit dém, t81 NGUOT YBU CAU: .....ooooceeeeeeseeeeeeeseeeses e seeesseseesse et seees e

QUAN NE VT NGUTT A8 CHELL ...ooooeeeeeeeseeeseee oot
Pé nghi co quandiing ky khai tir cho ngudi c6 tén dwéi day:

HO, CREE d@M, TEN: ..o
Ngay, thang, NAM SINN: ..o
Gigitinh: @ DAN tOC: @ QUABC ICh: @ e

Da chét vao 1UC: ..o [ phlt, NQAY ......occ.c.... thang ........ NAM ..o
INOT CRELL oottt ettt
NGUYBN NNAN CREL: ..ot
S6 Giay béo tu/Giay to thay thé Gidy bao tar: @, [ T
......................................................................................................... Cap NQay ......thang ... nam ...
T6i cam doan nhitng nodi dung khai trén day la dang su that va chiu trach nhiém trudc phap
luat vé cam doan ctia minh.

Lam tai: ..., ngay ... thang ......... NAM oo e

Ngudi yéu cau
(Ky, ghi r6 ho, chit dém, tén)

Dé nghi cip ban sao®: CH D, Khéng (]



Chu thich:
(Ghi rd tén co quan ding ky khai tir.

@Chi ghi trong trudng hop ngudi ¢6 yéu cau diang ky ho tich chwa c6/khdng cung cap
s6 dinh danh c4 nhan/cin cuéc cong dan/thé cian cudc/chitng minh nhan dan; khéng cung
cap day du thong tin ngdy, thang, nam sinh.

Truong hop phai cung cap thong tin “Noi cu tra” thi ghi theo noi dang ky thuong tra;
néu khong c6 noi ding ky thudng trd thi ghi theo noi ding ky tam tra; treong hop khong co
noi dang ky thuong tra va noi dang ky tam trd thi ghi theo noi ¢ hién tai.

®) Ghi sb dinh danh c4 nhan/cin cudc céng dan/thé cin cude (vi du: Cin cude cong
dan s6 025188001010 do Cuc Canh sat QLHC vé TTXH cip ngay 20/11/2021). Truong hop
khong c6 sé dinh danh ca nhan/cin cuéc cong dan/thé can cude thi ghi gidy to hop 16 thay
thé (ho chiéu, chang minh nhan dan,...).

) Néu ghi theo Gidy béo tir, thi gach cum tir “Giay to thay thé Gidy béo tir*; néu ghi
theo s6 Gidy to thay thé Gidy béo tir thi ghi rd tén, s6 gidy to va gach cum tir “Gidy bao tu”;
truong hop khéng c6 thi muc nay dé tréng.

) P& nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd sb luong.



NOI DUNG MAU HO TICH PIEN TU TUONG TAC
PANG KY KHAI TU

I. Thong tin vé ngudi yéu cau ding ky khai tir
(1) Ho, chir dém, tén;
(2) Sé dinh danh ca nhan;

(3) Giay to tuy than: Loai gidy to st dung (CCCD/CMND/H$ chiéu/Gidy to hop 18
thay thé); sb, ngay, thang, nim cap, co quan cap; ban chup dinh kém;

(4) Noi cu trt (noi thuong tra/noi tam tra/noi dang sinh sdng);

(5) Quan h¢ vo1 nguodi duge khai tu.

I1. Thong tin vé nguoi dwoc ding ky khai tir

(6) Ho, chir dém, tén;

(7) Ngay, thang, nam sinh (tach biét riéng 03 trudng thong tin ngay, thang, nam);
(8) S6 dinh danh ca nhan;

(9) Gidy to tiy than: Loai gidy to st dung (CCCD/CMND/HG chiéu/Gidy to hop 16
thay thé); sb, ngay, thang, nim cap, co quan cap; ban chup dinh kém;

(10) Noi cu trt cudi cing (noi thudng tra/noi tam tra/noi dang sinh sdng);

(11) Thoi gian chét: gio, phut, ngdy, thang, nam (tach biét riéng cac truong thong tin
gi0, phut, ngay, thang, nam);

(12) Noi chét;
(13) Nguyén nhan chét (c6 chu thich: néu chua xac dinh dugc/chua rd thi dé tréng);

(14) Gidy bao tir/Giay to thay thé gidy bao tu: sd, ngdy, thang, nim cip, co quan cap
(tach biét riéng cac trudng thong tin sb, ngay, thang, nim, co quan cap; c¢6 cha thich
néu khong c6 thi dé tréng);

(15) Pé nghi cap ban sao:

o Co

S6 luong ban sao yéu cau: ...

0 Khong

(16) Ho so dinh kém theo quy dinh.



* Nguodi yéu cau cam doan cac thong tin cung cap 1a ding su that va chiu hoan toan
trach nhi€m trudce phéap luat vé ndi dung cam doan cua minh.

* Truong hop cac thong tin vé gidy to chimg minh noi cu tra da dugc khai thac tur
CSDLQGVDC, duoc hé théng dién tu dong thi khong phai xuét trinh (theo hinh thirc
truc tiép) hodc tai 1én (theo hinh thirc truc tuyén)

* Mau dién tir twong tac ghi nhan thoi gian (gio, phut, gidy, ngdy, thang, nim) hoan
tat viéc cung cap thong tin; ngudi yéu cau trudc d6 da dang nhap vao hé théng, thuc
hién xac thuc dién tir theo quy dinh.

Nguoi yéu cau ding ky khai tir nhan Trich luc khai tir (ban chinh) truc tiép tai co quan
dang ky ho tich.

Ban dién tur s€ tu dong guri vé Kho quan ly dir liéu dién tir ctia ca nhan/dia chi thu dién
ta/thiét bi s6/dién thoai ctia ngudi yéu cau sau khi da hoan tat thi tuc ding ky khai tir
tai co quan dang ky ho tich.



UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
Y Doc lap - Tu do - Hanh phic

& ©)
S0: filkT ,ngay....thang ...nam ...
TRICH LUC KHAI TU
HO, CREE @EIM, TEN: e
Ngay, thang, nam SINN: ... e
Gigitinh: ... .DANOC ..o e QUOC HCNT oo
SO dinh danh CA NhAN: )
GHAY T TUY AN ettt
Pa chét vao lUc.......... G0 PRUL, NGAY . ghi bang chi
INOT CREEL e
Gidy béo tir/Giay to thay thé GIaY DAO T S ..o 0.
..................................................................................................................... CAP NOAY ..o
Ho, chir dém, tén ngwoi di Khai t0r: ...
GHAY T TUY TNAN sttt

NGUOI KY TRICH LUC

(Ky, ghi r ho, chir dém, tén, chirc vy, dong dau)

™) Ghi tén co quan cp Trich luc khai tir(ghi du céc cAp hanh chinh).
® Ghi theo SO trong S6 dang ky khai tur.
© Chi ghi trong trudng hop da dugc cap S6 dinh danh c4 nhan.



PHAN GHI CHU NHUNG THONG TIN THAY DOI SAU NAY

TT

Ngay, thang, nam
ghi chu

Noi dung ghi chu

(d@6ng dau vao nji
dung da ghi chu)

Can cir ghi cha

Ho, chir dém,
tén, chir ky caa
nguwoi thuc hién

ghi chu




UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
...................... 1) Poc 1ap - Tu do - Hanh phiic

S6: @ /TLKT-BS ... ,Ngdy....... thang ... ... nam ...........

TRICH LUC KHAI TU
(BAN SAO)

Ho, chir dém, tén:

Ngay, thang, ndm sinh:

Giditinh: ......cooo DAN tOC: ottt Qudc tich:
S6 dinh danh cé nhan:

Gidy to tay than:

D3 chét VA0 IUC........coveeveererereia, 11 T pht,

Noi chét:

Pi dugc dang ky khai i tai: @ .

NGUOIKY TRICHLUC
(Ky, ghi rd ho, chir dém, tén, chirc vu, dong dau)

Chu thich:

() Ghi tén co quan thuc hién viéc cap ban sao Trich luc khai tir (ghi da céc cap hanh chinh).

@ Ghi theo sé trong S6 cap ban sao Trich luc ho tich cia co quan thyuc hién viéc cap ban sao
Trich luc khai tur.

®) Ghi tén co quan ding ky khai tir, s6, ngay thang nam dang ky.

@ Tuy theo céach thuc thuc hién, ghi rd can ctr cAp ban sao tir: S6 ding ky khai tr hodc Co so
dix liéu ho tich dién tur.



7. Thua tuc dang Ky khai sinh lwu dong (QT-XP-07)

1

Muc dich

Quy trinh nay quy dinh trinh ty va cach thirc giai quyét hd s0 cua cong dan dang ky
khai sinh Iuu dong thudc tham quyén giai quyéet cua UBND cap xa

Pham vi

- Ap dung dbi véi ca nhan dang ky khai sinh luu dong.
- Ap dung ddi véi cong chirc UBND cip x4 thyc hién Quy trinh nay.

Noi dung quy trinh

3.1

Co so phap ly

- Luat HO tich nam 2014;

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

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 caa Chinh phu sta di, bd sung
mot sé diéu cua cac nghi dinh lién quan dén viéc nop, xuat trinh s6 ho khau, s6 tam
trd giay khi thuc hién tha tuc hanh chinh, cung cap dich vu cong:

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

- Thong tu s6 85/2019/TT-BTC cua Bo Tai chinh hudéng dan vé phi va 18 phi thudc tham
quyén quyét dinh ctia Hoi dong nhan dan tinh, thanh phé truc thudc Trung vong;

- Thong tu s6 106/2021/TT-BTC cuia Bo Tai chinh stra doi, b sung mot sb diéu cia
Thong tu s6 85/2019/TT-BTC ciia Bo Tai chinh huéng dan vé phi va 1é phi thudc
tham quyén quyét dinh cia HDND tinh, thanh phé truc thudc Trung wong;

- Thong tu s6 03/2023/TT-BTP ngay 02/8/2023 ciia Bo Tu phap stra d6i, b sung mot
s6 noi dung cua Thong tu s6 01/2022/TT-BTP cua Bo Tu phap quy dinh chi tiét mot
s6 diéu va bién phap thi hanh Nghi dinh s 87/2020/ND-CP cua Chinh pha quy dinh
vé Co so dit liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Thong tu sb 04/2024/TT-BTP cua Bo Tu phap sta doi, b sung mot sb diéu cua
Thong tu s6 02/2020/TT-BTP ctia B Tu phép ban hanh, huéng dan st dung, quan ly
mau sb qudc tich va mau gidy to vé qudc tich va Théng tu sé 04/2020/TT-BTP cua
Bo Tu phap quy dinh chi tiét thi hanh mot sé diéu caa Luat Ho tich va Nghi dinh sé
123/2015/ND-CP quy dinh chi tiét mot sé diéu va bién phap thi hanh Luat Ho tich;

- Nghi quyét s6 06/2020/NQ-HPND ngay 07/7/2020 ctia Hoi dong nhan dan thanh
phd Ha Noi vé viéc ban hanh mot s6 quy dinh thu phi, 1é phi trén dia ban thanh phé
Ha Noi thudc tham quyén quyét dinh cua Hoi ddng nhan dan Thanh phd;

- Nghi quyét 3007/2023/NQ -HDNDngay 04/7/2023 cua Hoi doéng nhan dan thanh
phd Ha Noi vé viéc thu phi, 18 phi thudc tham quyén quyét dinh caa Hoi dong nhan
dan Thanh phé trén dia ban thanh ph Ha Noi.

- Quyét dinh s6 1079/QD-BTP ngay 11/6/2024 cong bd thu tuc hanh chinh dugc st
ddi, bo sung trong linh vuc ho tich thyc hién tai co quan dang ky ho tich thudc pham vi
chirc nang quan 1y cua Bo Tu phap.

- Quyét dinh s6 3658/QD-UBND ngay 15/7/2024 cia UBND thanh phé Ha Noi cong
bd Danh muc tha tuc hanh chinh sira ddi, bd sung linh vuc hé tich, qudc tich thudc

tham quyén giai quyét cia co quan, don vi trén dja ban thanh phd Ha Noi.




3.2

P

Bin | Ban

Thanh phan ho so chinh| sao

* Gidy to phai nop:

- T khai ding ky khai sinh theo mau.

- Ban chinh Gidy chtng sinh; truong hop khong c6 Gidy ching sinh
thi n0p van ban cua ngudi lam ching xac nhéan vé viéc sinh; néu
khong c6 ngudi lam chig thi phai c6 gidy cam doan vé viéc sinh;

- Trudong hop khai sinh cho tré em sinh ra do mang thai ho phai c6 van
ban X&c nhan cia co s¢' y té da thuc hién k¥ thuat hd tro sinh san cho viéc
mang thai hg.

* Gidy to phai xut trinh:

- H6 chiéu hodc Chung minh nhan dan hodc Thé cin cudc cong dan
hoidc Can cudc hodc cac gidy to khac co dan anh va thong tin c4 nhan
do co quan c6 thim quyén cip, con gia tri st dung dé ching minh vé
nhan than cia ngudi c6 yéu cau dang ky khai sinh;

- Giay to ¢ gid tri chung minh thong tin vé cu tra trong truong hop
co quan dang ky ho tich khéng thé khai thac dugc théng tin vé noi
cu tri cua cdng dan theo cac phuong thirc quy dinh tai khoan 2 Diéu
14 Nghi dinh s6 104/2022/NDB-CP ngay 21/12/2022 cua Chinh phi.
Trudng hop cac thong tin vé gidy to chimg minh noi cu tri da duoc
khai thac tir Co so dit liéu qubc gia vé dan cu bang cac phuong thic
nay thi nguoi c6 yéu cau khéng phai xuat trinh (theo hinh thic truc
tiép).

- Giay chimg nhéan két hon néu cha, me da dang ky két hon. Truong
hop da co thong tin vé viéc két hon ciia cha, me trong CSDLHTDT,
CSDLQGVDC thi khong phai xuét trinh.

*Luuy:

- Nguoi tiép nhdn hé so thuwce hién khai thdc théng tin trong Co sé div liéu quoc
gia vé ddn cu theo quy dinh phdp ludt néu nguoi yéu cau dang ky hé tich da cung cdp
ho, chir dém, tén; ngdy, thing, nam sinh; sé dinh danh cd nhdn/can cudc cong
dan/thé can cudc/chirng minh nhdn dan. Truong hop cdc théng tin can khai théc
khéng c6 trong Co sé dir lidu quéc gia vé dan cu thi dé nghi nguoi yéu cau ké khai
day di.

- Béi voi viée xac dinh ho, dan toc, qué quén, dit tén cho tré:

+ Viéc xac dinh ho, dan tdc, dat tén cho tré em phai phu hop véi phép luat va
yéu cau gilt gin ban sic dan toc, tdp quan, truyén théng vin hoa tét dep cua Viét
Nam; khong dat tén qua dai, kho sir dung.

+ Truong hop cha, me¢ khong thoa thuan dugc vé ho, dan toc, qué quan cua con
khi dang ky khai sinh thi ho, dan tdc, qué quéan cua con dugc xac dinh theo tdp quan
nhung phai bdo dam theo ho, dan tdc, qué quéan cta cha hodc me.

- Truong hop cho phép ngudi yéu cau dang ky ho tich 1ap van ban cam doan vé




noi dung yéu cau dang ky ho tich thi co quan diang ky ho tich phai giai thich rd cho
ngudi 14p vin ban cam doan vé trach nhiém, hé qua phap 1y cua viéc cam doan khong
ding su that.

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

3.3

S6 lwong ho so

01 bo

3.4

Yéu céu, diéu kién thuc hién thii tuc hanh chinh

Tré em sinh ra ma cha me bi khuyét tat, 5m bénh khong thé di dang ky khai sinh cho
con; cha me bi bit, tam giam hoac dang thi hanh an phat ti ma khong con 6ng ba noi,
ngoai va nguoi than thich hodc nhitng nguoi nay khong co diéu kién di ding ky khai
sinh cho tré.

3.5

Thoi gian xur ly

Téi da khong quéa 05 ngay lam viéc.

3.6

Két qua thue hién thi tuc hanh chinh

Gidy khai sinh (ban chinh).

3.7

Noi tiép nhin va tra két qua

- Cong Dich vu c¢éng Qudc gia (https://dichvucong.gov.vn)
- Cong Dich vu cong thanh phb Ha Noéi (https://dichvucong.hanoi.gov.vn)
- Tai nha riéng ctia cong dan hoic tai dia diém dang ky khai sinh luu dong

3.8

Lé¢ phi

- Mién L& phi d4i v6i truong hop khai sinh dung han, ding ky cho ngudi thudc gia
dinh c6 cong v6i cach mang; nguoi thudc ho nghéo; nguoi khuyét tat.

- Muc thu Lé phi ddi véi dich vu cong truc tuyén khi to chac, ca nhan nop hd so
thuc hién TTHC trén Cong Dich vu cong bang Khong (Khong thu).
- Pang ky khai sinh qua han theo hinh thtc truc tiép: Lé phi: 5.000 dong

3.9 | Quy trinh xir ly cong viéc
, ‘. Bieu Trang thai
T Trinh tu Il:f‘ecli‘l Eg‘;‘ miuw/Két | He théng
: qua
Cong chire tu phép - ho tich cap xa duoc Thanh Tai khoan
giao nhiém vu dang ky khai sinh luu phanh6so | gom Ten
dong co trach nhiém chuan bi day du| Cong theo muc f?én% nhﬁp
mau T khai ding ky khai sinh, gidy ty| chic |khéng| 32  |vaMatkhau
B1 [ho tich va diéu kién can thiét dé thuc| Tu | qua VNelD
hién dang ky luu dong tai nha riéng hoac| phap - |02 gio
tai dia diém t6 chic ding ky luu dong, |Hb tich
bdo dam thuan lgi cho nguoi dan.
Tai dia diém dang ky khai sinh luu dong,




cong chuc tu phap - ho tich huéng dan
ngudi yéu cau dién day du thong tin trong
T& khai dang ky khai sinh; kiém tra céc
gidy to 1am co sé cho viéc dang ky khai
sinh; viét Phiéu tiép nhan ho so.

Truong hop cdng dan khong biét chir thi
cong chtrc tu phap - ho tich truc tiép ghi
To khai, sau d6 doc cho cong dan nghe lai
noi dung va hudng dan nguoi d6 diém chi
vao To khai.

Cong chirc tu phap - ho tich hd tro cong
dan ké khai trén Céng DVC cua Thanh
phd

Cong DVC két ndi véi CSDLDC dé khai
thac cac trurong thong tin cua cong dan cé
trong CSDLDC.

Cong dan lya chon:

- Dich vu c6ng truc tuyén,

- Quan, Huyén, Thi xa , 7

- UBND x4, phuong, thi tran cé tham
quyén

- Linh vuc Ho tich,

- Thu tuc Pang ky khai sinh Iuu dong

Biéu mau
dién tor
tuong tac
dang ky
khai sinh

B2

Cong chic Bo phan Mot cua truy cap Hé
théng thong tin giai quyét thu tuc hanh
chinh caa thanh phé chuyén hd so sang
Hé thong thong tin dang ky, quan ly ho
tich cho cdng chuc Tu phap - Ho tich

Cong

churc
Mot
cura

khong
quéa
02 gio

B3

Sau khi tiép nhan du ho so, cong chuc tu
phap - ho tich ghi vao S6 ding ky khai
sinh, cdp nhat thong tin dang ky khai sinh|
trén Phan mém dang ky, quan 1y ho tich,
luu chinh thic va chuyén thoéng tin dén
CSDLQGVDC dé lay S6 dinh danh c4
nhan

Sau khi CSDLQGVDC tra vé Sé dinh danh
ca nhan, cong chirc tu phap - hd tich dy
thao Gidy khai sinh, trinh Lanh dao UBND
cap xa ky ban gidy, ky s6 Gidy khai sinh
dién tir

khong
qua0l
gio

B4

Lanh dao UBND cip xa ky Gidy khai sinh)
ban gidy, ky s6 Gidy khai sinh ban dién tir

Lanh dao
UBND
cép xa

khong
qua 01
gio

Gidy khai
sinh




Cong chuc tu phap - hd tich dem theo
Gidy khai sinh va Sb dang ky khai sinh dé
tra két qua cho ngudi cd yéu cau tai dia

diém ding ky luu dong; huong din ngudi ﬁi%"ﬁﬁ

yeu géu kiém tra ndi dung Giay khai sinh gidi quyét

va SO de:mg ky khai sinh, ky, ghi 10 ho, tén cong TTHC cuia

trong SO déng ky khai sinh; tai muc “Ghi| chiic khéng Thanh p,hé
B5 |chu” trong SO dang ky khai sinh ghi 16| Tu qua va H¢ thong

“Pang ky luu dong”. phap- | 04 thong tin

Truong hop cong dan khong biét chit,khi| HO tich| ngay dang ky,

tra két qua ding ky ho tich, cong chirc tu .quén‘l}” ho

phap - ho tich doc lai ndi dung Gidy khai tich dong bo

: A A \ . thong tin

sinh cho nguodi yéu cau nghe va hudng

dan nguodi d6 diém chi vao So dang ky

khai sinh

(Truwong hop Co s¢ dir liéu dan cu d3

duoc tich hop, chia sé, két ndi, cong dan| Céng

da cd xac thuc dinh danh dién tir, congl chuc Gidy khai

dan khdng can xuat trinh gidy to ty than) | Tu sinh Théng tin

~Thu phi cép ban sao trich luc(néu co) | Phap - khong ddng bo voi

(8.000d/ban trich lyc) Ho tich | Céna Dich
B6 . : C qué 02 ong Dich vu

- Gui ban dién tir qua Hé thong dén tai gidy cong qudc gia

khoan, email, Kho quan ly dir liéu dién tir | Cong

cua cbng dén chtrc

- Ho so, két qua giai quyét TTHC duoc s6| Mot

hoa cura

- Luu trit ho so theo quy dinh

Biéu mau

Hé thong biéu mau (Thong tu s6 01/2018/TT-VPCP cta Van phong Chinh pht)

T khai dang ky khai sinh (Thong tu sb 04/2024/TT-BTP ctia Bo Tu phap)

phap)

Gidy khai sinh, Giay khai sinh ban sao (Thong tu s6 04/2020/TT-BTP ctia B Tu




CONG HOA XA HQI CHU NGHIA VIET NAM
Poc l1ap - Tw do - Hanh phuc

TO KHAI DPANG KY KHAI SINH
Kinh giri: @ Uy ban nhan dan ...

Ho, Chir dém, t8N NEUWOT YEU CAU .......ovvecveeceeeeeeeee ettt ne s
Ngay, thang, NAM STNN: ....cveiiii e sb e nnees
NOT CU T @ttt bttt

Quan hé vai nguoi AugC KNai SINN: .o
Pé nghico quan ding ky khai sinh cho nguoi dwéi diy:

HOQ, CHTE @M, T8N .ottt b e e e e
Ngay, thang, nam sinh: ........c.ccccooeveiiiciienieeieeee, ghi bANG ChT: v,

(@ 1= o[- OSSR
Ho, CNit d€my, t€N MEWOT M. ...
NAM sinh: Ol e, Dantoc: @ ... Québc tich: @ ..............
J L Va5 TR
GIAY T TUY thAN: @) .ttt sttt
Ho, Chir dém, t€n NGt CRa: ..o s
Nam $inh: G Dan toc: @..ovven Quéc tich: @ ...............

Giay to thy TANT ) s
Thong tin vé Glay ching nhan két hon caa cha, me tre (néu cha, me tré da PKKH):
ST , Quyén s: ........... , dang ky ngay .... thdng .... nam ......... 171 SRR
T6i cam doan ndi dung dé& nghi ding ky khal sinh trén day la dung su that, duoc su thoa
thuan nhat tri caa cac bén lién quan theo quy dinh phép luat.
T6i chiu hoan toan trach nhiém truéc phap luat vé noi dung cam doan caa minh.

Lam tai: .......... , NAY ........... thang ......... nam ..............

Ngudi yéu cau
(Ky, ghi r6 ho, chir dém, tén)




Chd thich:
Ghi rd tén co quan ding ky khai sinh.

, @ Chi ghi trong trudng hop ngudi ¢d yéu cau ding ky ho tich chwa c6/khéng cung cip
Sc} dir}h danh ca nhan/can cudc cong dan/thé can cudc/chieng minh nhan dan; khéng cung
cap day du thong tin ngay, thang, ndm sinh.

~ Trudng hop phai cung cép thong tin “Noi cu tra” thi ghi theo noi dang ky thuong trd;
néu khong c6 noi dang ky thuong tru thi ghi theo noi dang ky tam tra; truong hop khdng co
noi dang ky thuong tra va noi dang ky tam tru thi ghi theo noi ¢ hién tai.

, ) Ghi s6 dinh danh c4 nhan/cin cudc cong dan/thé can cudc(vi dy: Can cude cong dan
SO 025188Q01010 do Cuc Canh sat QLHC vé TTXH cap ngay 20/11/20?1). Truong hop
kh,f)ng co 5,6 dinh danh ca nhan/can cudc cong dan/thé can cudc thi ghi giay to hop 1€ thay
thé (ho chiéu, chung minh nhan dan,...).

* Truong hop sinh tai co so y té thi ghi rd tén co sd'y té va va dia chi tru s¢ co so'y té do.

Vi du: - Bénh vién Phu san Ha Noi, duong La Thanh, phuong Ngoc Khanh, quan Ba
Pinh, Ha Nbi.

- Tram y té xa Dinh Bang, huyén Tir Son, tinh Bac Ninh.

Truong hop sinh ra ngoai co s& Y té thi ghi dia danh cua 03 cap hanh chinh (x&, huyén,
tinh), noi sinh ra.

Vi du: xd Dinh Bang, huyén Tir Son, tinh Bic Ninh.

() Ghi ddy du ngay, thang sinh cua cha, me (néu co).

©) P& nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd sb luong.



NOI DUNG MAU HO TICH PIEN TU TUONG TAC
PANG KY KHAI SINH

I. Thong tin vé ngudi yéu ciu ding ky khai sinh
(1) Ho, chir dém, tén;
(2) S6 dinh danh ca nhan;

3) Glay to tuy than: Loai gidy to su dung (CCCD/CMND/H9 chiéu/Gidy to hop 18
thay thé); sb, ngay, thang, nim cap, co quan cap; ban chup dinh kém;

(4) Noi cu trt (noi thuong tra/noi tam tra/noi dang sinh sdng);
(5) Quan hé voi ngudi dugce khai sinh.

II. Thong tin vé nguoi dwoc ding ky khai sinh

(6) Ho, chir dém, tén;

(7) Ngay, thang, ndm sinh (tach biét riéng 03 truong thong tin ngay, thang, nam sinh;
hé thong tu dong chuyén ndi dung tir s6 sang ghi bang chit);

(8) G101 tinh;
(9) Dan tc;
(10) Qudc tich;

(11) Noi sinh (gdm cac truong théng tin tach biét riéng theo dia danh hanh chinh: sb
nha; du:(‘)’ng/phé; thﬁnfté/bén/ép; x4, phuong, thi tran; quan, huyén, thi xa, thanh phé
thudc tinh, thanh phé thudc thanh phé tryc thudc Trung uwong; tinh, thanh phé truc
thudc Trung wong);

(12) Qué quan.

I11. Thong tin vé nguwoi me ciia ngudi dwoc khai sinh

(13) Ho, chir dém, tén;

(14) Ngay, thang, nam sinh (tach biét riéng 03 truong thong tin ngay, thang, ndm);
(15) Sb dinh danh c4 nhan;

(16) Glay to tuy than: Loai glay to su dung (CCCD/CMND/HG chiéu/Giay to hop 18
thay thé); sb, ngay, thang, nim cap, co quan cap; ban chup dinh kém;

(17) Dan toc;

(18) Qudc tich;

(19) Noi cu trt (noi thuong tra/noi tam tra/noi dang sinh sdng).

IV. Théng tin vé nguwdi cha ciia ngwoi dwoe khai sinh

(20) Ho, chir dém, tén;

(21) Ngay, thang, nam sinh (tich biét riéng 03 truong thong tin ngay, thang, nam);
(22) S6 dinh danh c4 nhén;



(23) Glay to tuy than: Loai glay to su dung (CCCD/CMND/HG chiéu/Giay to hop 18
thay thé); sb, ngay, thang, nim cap, co quan cap; ban chup dinh kém;

(24) Dan toc;

(25) Qudc tich;

(26) Noi cu trt (noi thuong tra/noi tam tra/noi dang sinh sdng);
(27) Dé nghi cap ban sao:

o Co

S6 luong ban sao yéu cau: ...

0 Khong

(28) Hb so dinh kém theo quy dinh.

* Ngudi yéu cau cam doan cac thong tin cung cép, ndi dung dé nghi diang ky khai sinh
cho tré em la dtng su that, da c6 su thoa thuan nhat tri ciia cha, me tré theo quy dinh
phap luat va chiu hoan toan trdch nhiém trude phap ludt vé nd1 dung cam doan cua
minh.

* Truong hop cac thong tin vé giéy to chimg minh not cu trd da dugc khai thac tu
CSDLQGVDC, dugc hé thng dién tu dong thi khong phai xuét trinh (theo hinh thirc
truc tiép) hodc tai 1én (theo hinh thirc truc tuyén)

* Mau dién tir tuong tac ghi nhan thoi gian (gi0, phut, gidy, ngay, thang, nam) hoan
tat viéc cung cap thong tin; ngudi yéu cau trude d6 di diang nhap vao hé thdng, thuc
hién xac thuc dién tir theo quy dinh.

Nguoi yéu cau ding ky khai sinh nhan Gidy khai sinh (ban chinh) truc tiép tai co quan
dang ky ho tich.

Ban dién ttr s& ty dong giri vé Kho quan 1y dir liéu dién tir ctia ¢4 nhan/dia chi thu dién
tu/thiét b1 s6/dién thoai cua ngudi yéu cau sau khi da hoan tat thu tuc dang ky khai
sinh tai co quan dang ky hd tich.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phiic

GIAY KHAI SINH

(BAN SAO)

NGUOI KY GIAY KHAI SINH
(Pa k)




Chi thich:
) Ghi theo s6 trong S6 dang ky khai sinh.
@ Ghi tén co quan cép ban sao Gidy khai sinh.
® Ghi theo sb trong S6 theo dai viée cap ban sao clia co quan cip ban sao Trich luc ho tich.

“ Tuy theo cach thirc thyc hién, ghi r cin cir cip ban sao tir: “Sé dang ky khai sinh” hoic “Co so dir
liéuho tich dién tir”’.



CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phiic

GIAY KHAI SINH

(BAN SAO)




Chi thich:
) Ghi theo s6 trong S6 dang ky khai sinh.
@ Ghi tén co quan cép ban sao Gidy khai sinh.
® Ghi theo sb trong S6 theo dai viée cap ban sao clia co quan cip ban sao Trich luc ho tich.

“ Tuy theo cach thirc thyc hién, ghi r cin cir cip ban sao tir: “Sé dang ky khai sinh” hoic “Co so dir
liéuho tich dién tir”’.



8. Thii tuc diing ky két hon lwu dong (QT-XP-08)

1

Muc dich

Quy trinh nay quy dinh trinh ty va cach thirc giai quyet hé so cla cong dan co dé
nghi ding ky két hon luu dong thudc tham quyén giai quyét cuia UBND cap xa

Pham vi

- Ap dung dbi v6i ca nhan c6 dé nghi dang ky két hon luu dong.
- Ap dung d6i véi cong chirc UBND cip x4 thyc hién Quy trinh nay.

Noi dung quy trinh

3.1

Co so phap ly

- Luat Hon nhan va Gia dinh nam 2014;

- Luat Ho tich nam 2014;

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

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cta Chinh phu stra ddi, bo sung mot
s diéu cua cac nghi dinh lién quan dén viéc nop, xuat trinh s6 ho khau, s6 tam tri giay)|
khi thuc hién thu tuc hanh chinh, cung cép dich vu cong;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo truongBo Tu phap quy dinh chi tiét
thi hanh mot s6 didu caa Luat Ho tich va Nghi dinh s6 123/2015/ND-CP caa Chinh pha quy,
dinh chi tiét mot sé diéu va bien phéap thi hanh Luat Ho tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh huong dan vé phi va 1¢
phi thude tham quyén quyét dinh cia HDND tinh, thanh phé truc thudc Trung uong;

- Thong tu s 106/2021/TT-BTC cua Bo Tai chinh sitra d6i, bo sung mot s6 diéu cua
Thong tu s6 85/2019/TT-BTC cua Bo Tai chinh hudéng dan vé phi va 18 phi thudc thim
quyén quyét dinh ctia Hoi déng nhan dan tinh, thanh phd truc thudc Trung wong;

- Théng tu sé 03/2023/TT-BTP ngay 02/8/2023 cua Bo Tu phép sta doi, bd sung mot s6
noi dung ciia Thong tu sé 01/2022/TT-BTP cia Bo Tu phap quy dinh chi tiét mot sb diéu
va bién phép thi hanh Nghi dinh s 87/2020/NB-CP cua Chinh pha quy dinh vé Co so diy
liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Théng tu s6 04/2024/TT-BTP cua Bo Tu phép stra d6i, b sung mot sé didu caa Thong
t s6 02/2020/TT-BTP cia B Tu phap ban hanh, huéng dan sir dung, quan Iy mau so
qudc tich va mau gidy to vé qudc tich va Thong tu sb 04/2020/TT-BTP cua B Tu phap
quy dinh chi tiét thi hanh mot s6 didu caa Luat Ho tich va Nghi dinh s6 123/2015/ND-CP
quy dinh chi tiét mot s6 diéu va bign phap thi hanh Luat Ho tich;

- Nghi quyet s6 06/2020/NQ- -HDND ngay 07/7/2020 cua Hoi d6ng nhan dan thanh phd
Ha Noi v€ viéc ban hanh mot s& quy dinh thu phi, 1& phi trén dia ban thanh phé Ha Noi
thudc tham quyen quyét dinh cua Hoi ddng nhan dan Thanh phd;

- Nghi quyet $607/2023/NQ- -HDNDngay 04/7/2023 cua Hoi d6ng nhan dan thanh phd

Ha Noi vé viéc thu phi, 1& phi thuoc tham quyén quyét dinh cia Hoi dong nhan dan
Thanh pho trén dia ban thanh phé Ha Noi.

- Quyét dinh s6 1079/QD-BTP ngay 11/6/2024 cong bd thi tuc hanh chinh dugc sira d6i, bd
sung trong linh vuc ho tich thuc hién tai co quan dang ky hd tich thudc pham vi chiic nang
quan ly cia Bo Tu phap.

- Quyét dinh s 3658/QD-UBND ngay 15/7/2024 cua UBND thanh phé Ha Néi cong b
Danh myc tha tuc hanh chinh sira doi, bd sung linh vuc ho tich, qudc tich thuoc tham

quyén giai quyét cta co quan, don vi trén dia ban thanh phé Ha Noi.



http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123

3.2

P

Ban | Ban

Thanh phan ho so chinh| sao

* Gidy to phai nop
- T khai ding ky két hon theo mau. Hai bén nam, nit c6 thé khai chungl X
vao mot TO khai dang ky két hon.

* Gidy to phai xuat trinh

- Ho chiéu hoic Chiing minh nhan dan hoic Thé cin cudc cdng dan
hoic Cin cudc hodc cc gidy to khac c6 dan anh va théng tin c& nhan do
co quan c6 tham quyén cap, con gia tri sa dung dé chang minh vé nhan
than cua ngudi €6 yéu cau ding ky két hon:

- Giy to ¢6 gié tri ching minh théng tin vé cu tri trong trudng hop co
quan ding ky ho tich khdng thé khai thac duoc théng tin vé noi cu trt
ctia cong dan theo cac phuong thirc quy dinh tai khoan 2 Piéu 14 Nghi
dinh s6 104/2022/ND-CP ngay 21/12/2022 caa Chinh phu. Truong
hop cé4c thong tin vé gidy to ching minh noi cu tra dd dugc khai thac
tr Co so dit lisu qudc gia vé dan cu bang cac phuong thic ndy thi
nguoi ¢4 yéu cau khéng phai xuat trinh (theo hinh thic truc tiép).

Luuy:

Ngueoi tiép nhdn ho so thye hién khai thdc théng tin trong Co s¢ dir liéu quoc
gia vé dan cu theo quy dinh phdp ludt néu nguoi yéu cau dang ky hé tich da cung cdp
ho, chir dém, tén; ngdy, thang, ndm sinh; sé dinh danh cd nhdn/can cude cong dan/thé
can cudc/chirng minh nhdan dan. Trieong hop cdc théng tin can khai thdc khéng cé
trong Co s¢ dit lidu quoc gia vé dan cw thi dé nghi nguoi yéu cau ké khai day di.

3.3

S6 lwong ho so

01 bo

3.4

Yéu cau, diéu Kién thye hién thi tuc hanh chinh

- Hai bén nam, nir cung thuong tra trén dia ban cap xd ma mot hodc ca hai bén nam, nit
la nguoi khuyét tat, dm bénh khong thé di dang ky két hon duoc.

- Nam tir da 20 tudi tr&r 1én, nit tlr dd 18 tudi trd 1én;

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

- Khong bi mét nang lyc hanh vi dan suy;

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

- Két hon gia tao;

+ Tdo hon, cudng €p két hon, Iira dbi két hon, can tré két hon;

+ Nguoi dang ¢6 vo, ¢o chong ma két‘ hon véi nguoi khac hoac chua cé vo, chua co
chong ma két hon véi nguoi dang co chong, c6 vo;

+ Két hon giita nhimg nguoi cfmg dong mau vé truc hé; gitra nhitng ngudi c¢6 ho trong
pham vi ba doi; gitta cha, me¢ nudi voi con nuéi; gitta nguoi da tung 1a cha, me nudi voi
con nudi, cha chong véi con dau, me vo véi con ré, cha dugng véi con riéng cia vo, me
ké v&i con riéng ciia chong;

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




3.5

Thoi gian xir ly

Khéng qua 05 ngay lam viéc.

3.6

Két qua thue hién thi tuc hanh chinh

Gidy chimg nhan két hon (ban chinh), mdi bén vo, chong 01 ban.

3.7

Noi tiép nhan va tra két qua

- Céng Dich vu cng Qudc gia (https://dichvucong.gov.vn)

- Céng Dich vu cdng thanh phd Ha Noi (https://dichvucong.hanoi.gov.vn)

- Tai nha riéng ctia cong dan hodc tai dia diémdéng ky két hon luu dong

3.8

L¢ phi

Mién Lé phi.

3.9

Quy trinh xir ly cong viéc

TT

Trinh ty

Tréch
nhiém

Thoi
gian

Biéu mau/
Keét qua

Trang thai
Hgé thong

Bl

Cong chirc tu phép - ho tich cap xa duogc giao

nhiém vu dang ky két hon luu dong chuan bi

day du cac mau To khai, gidy to ho tich val

diéu kién can thiét dé thyc hién dang ky luul

dong.

Truong hop cong dan khong biét chir thi

cong chirc ghi To khai, sau d6 doc cho nguoi

yéu cau nghe lai ndi dung va hudng dan

ngudi d6 diém chi vao T khai.

Cong chire tu phap - ho }ichhé trg cong dan

ké khai thong tin trén Cong DVC cua Thanh
ho.

lgléng DVC két ndi voi CSDLDC dé khai thac

cac truong thong tin cia cong dan co trong

CSDLDC.

Cong dan lya chon: ,

- Dich vu cOng truc tuyeén,

- Quan, Huyén, Thi xa

- UBND x4, phudng, thi tran ¢ tham quyén

- Linh vuc H0 tich,

- Thu tuc Piang ky két hon luu dong

Tai dia diém dang ky két hon luu dong, cong

chire tu phép - ho tich kiém tra, xac minh vé

diéu kién két hon cta cac bén; huéng din

ngudi dan dién thong tin trong T khai ding

ky két hon. Néu ho so diy di, hop 18, cong

chte tu phap - ho tich tiép nhan hd so viét

Phiéu tiép nhan ho so.

Cong
chuc tu
phap -
ho tich

02 gid

Thanh
phan ho so
theo Muc
3.2

Biéu mau
dién tur
tuong tac
dang ky két
hon

Tai khoan
gom Tén
bang nhap
va Mat khau
VNelD

B2

Cong chtirc Bo phan Mot cua truy cap Hé

thong théng tin giai quyét tha tuc hanh

Cong
churc

khéng
quéa




chinh caa thanh phd chuyén ho so sang Mot |02 gio
Hé thong thong tin dang ky, quan ly ho| cua
tich cho cong chire Tu phap - Ho tich
Cong chuc tu phap - ho tich cap nhat
thong tin trong Hé théng thong tin dang
ky, quan 1y ho tich A
Sau khi tiép nhan hd so, cong chic tu Cpng khong
B3 |phap - ho tich du théo Gidy chimg nhan Chﬁ’i" Wl qua
két hontrinh Lanh daoUBND cép xa xem| [t - |02 gio
xet, ky02 Giay chirg nhan két hon ban =~ °
gidy va ky s6 ban dién tor Gidy ching
nhan két hon
L?mh daoUBNp k)'/OZ’Giél’y chimg nhan Lanh |khong Gidy
B4 ké,t hon ban gidy, ky s6 Gidy chung nhdn dao qua ching
ket hon ban dién to UBND | 04 nhan
cap xi | ngay | kéthon
Cong chirc Tu phap - Ho tich ghi ndi dung
ding ky vao SO dang ky két hon, huéng dan Thong tin
cac bén kiém tra ndi dung Gidy ching nhan déng bo voi
két hon va So6 dang ky két hon, cing cac bén Cong Dich
nam, nit ky vao SO dang ky két hon, Gidy vu cong quéc
chirng nhan két hon theo quy dinh. Tai muc gia
“Ghi chu” trong SO dang ky két hon ghi 1d
“Dang ky luu dong”.
Trudng hop cong dan khong biét chit,khi trao] CONg
Gidy chung nhan két hon, cong chirc tu phap chirc
- ho tich phai doc lai ndi dung Gidy chimg Tu
nhan két hon cho ngudi yéu ciu nghe va phép - Gidy
huong din nguoi d6 diém chi vao So dang ky H¢ tich khong|  chimg
B5 két hon. - A qua nhan
(Truong hop Co 80 dfr’ liéu dan cu da duoc| - CONg 02 gio|  két hon
tich hop, chia s¢, két noi, cong dan da co xdc chuc 13 so
thuc dinh danh dién ti, cong dan khong canl B
Xuat trinh gidy to tdy than) phan
- Trao Gidy chimg nhan két hén cho 02 bén Mot
cua

Nam, Nt

-Thu phi cap ban sao trich luc(néu co)
(8.000d/ban trich luc)

- Guri ban dién tir qua Hé thng dén tai khoan,
email, Kho quan ly dir liéu dién tir cua cong
dan

- Ho so, két qua giai quyét TTHC duoc sd
hoa

- Luu trit ho so theo quy dinh




Biéu mau

Hé thong biéu mau (Thong tu s6 01/2018/TT-VPCP cta Vian phong Chinh pht)

T khai ding ky két hon (Thong tu s6 04/2024/TT-BTP ctia Bo Tu phap)

Gidy Chung nhan két hon, Trich luc két hon (Thong tu s6 04/2020/TT-BTP cua Bo
Tu phap)




CONG HOA XA HQI CHU NGHIA VIET NAM
Poc l1ap - Tw do - Hanh phuc

@ TO KHAI DPANG KY KET HON @)

Kinh giri: @Uy ban nhan dan ...

Théng tin Bén nir Bén nam

Ho, chitr dém, tén

Ngay, thang, nam sinh

Dan toc @

Quéc tich @

Noi cu tra @

Gidy to tiry than ©

Két hon 1an tha may

Chuing t61 cam doan nhirng 101 khai trén day la dung su that, viéc két hén cua chung t61 1a ty
nguyén, khong vi pham quy dinh ctia Luat hon nhan va gia dinh Viét Nam.

Chung t61 chiu hoan toan trach nhiém trudce phép luat vé ndi dung cam doan cua minh.

Pé nghi Quy co quan ding ky.

...................................... ngay...........thang ........nam.............
Bén nir Bén nam
(Ky, ghi rd ho, chir dém, tén) (Ky, ghi rd ho, chir dém, tén)




Chu thich:

M @ Tryong hop 1am tha tuc dang ky két hon co yéu té nude ngoai, thi phai dan anh
cua hai bén nam, na.

) Ghi 6 tén co quan dang ky két hon.

Chi ghi trong trudng hop ngudi ¢6 yéu cau diang ky ho tich chwa c6/khéng cung cap
s6 dinh danh c4 nhan/cin cudc cdng dan/thé can cude/chieng minh nhan dan.

Truong hop phai cung cap thong tin “Noi cu tra” thi ghi theo noi dang ky thuong tri;
néu khong c6 noi ding ky thudng trid thi ghi theo noi ding ky tam tra; treong hop khong co
noi dang ky thuong tra va noi dang ky tam tru thi ghi theo noi ¢ hién tai.

®)Ghi sé dinh danh c4 nhan/cin cudc cdng dan/thé cin cude (vi du: Can cude cong
dan s6 025188001010 do Cuc Canh sat QLHC vé TTXH cip ngay 20/11/2021). Truong hop
khong c6 sé dinh danh ca nhan/cin cuéc cong dan/thé can cude thi ghi gidy to hop 16 thay
thé (ho chiéu, chang minh nhan dan,...).

©) P& nghi danh ddu X vao 6 néu c6 yéu cau cap ban sao va ghi rd sb lugng.



NOI DUNG MAU HQ TICH BIEN TU TUONG TAC
PANG KY KET HON

I. Thong tin bén nir
(1) Anh (trudng hop lam tha tuc dang ky két hon ¢ yéu td nude ngoai);
(2) Ho, chir dém, tén;
(3) Ngay, thang, nam sinh (tach bié¢t riéng 03 truong thong tin ngay, thang, nam);
(4) Dan tdc;
(5) Qudc tich;
(6) Sb dinh danh c4 nhén;

(7) Gidy to tuy than: Loai gidy to str dung (CCCD/CMND/H$ chiéu/Gidy to hop 16
thay thé); s6, ngay, thang, nim cap, co quan cap; ban chup dinh kém;.

(8) Noi cu tra (noi thuong tri/noi tam tri/noi dang sinh song);

(9) Két hon lan thtr méy.

I1. Thong tin bén nam

(10) Anh (trudong hop lam thu tuc dang ky két hon c6 yéu td nudc ngoai);

(11) Ho, chir dém, tén;

(12) Ngay, thang, nam sinh (tach biét riéng 03 truong thong tin ngay, thang, ndm);
(13) Dan toc;

(14) Qudc tich;

(15) S6 dinh danh c4 nhan;

(16) Giay to tuy than: Loai gidy to st dung (CCCD/CMND/H6 chiéu/Giay to hop 18
thay thé); sb, ngay, thang, nim cap, co quan cap; ban chup dinh kém;

(17) Noi cu tra (noi thuong tra/noi tam tra/noi dang sinh sdng);
(18) Két hon lan tht may;

(19) Dé nghi cap ban sao:

o Co

S6 luong ban sao yéu cau: ...

0 Khong



(20) Ho so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan cac thong tin cung cip 1a dung sy that, viéc két hon cia
hai bén 1a hoan toan tu nguyén, khong vi pham quy dinh cua Luat hon nhan va gia
dinh Viét Nam, chiu hoan toan trach nhiém trudc phép lut vé ndi dung cam doan cia
minh.

* Truong hop cac thong tin vé gidy t& chimg minh noi cu tra da duogc khai thac tir
CSDLQGVDC, duoc hé théng dién tu dong thi khong phai xuét trinh (theo hinh thirc
truc tiép) hodc tai 1én (theo hinh thirc truc tuyén).

* Mau dién tir twong tac ghi nhan thoi gian (gio, phut, gidy, ngdy, thang, nim) hoan
tat viéc cung cip thong tin; ngudi yéu cau trude do da ding nhap vao hé thdng, thuc
hién xac thyuc di¢n tir theo quy dinh.

Nguoi yéu cau ding ky két hon nhan ban chinh Gidy chimg nhan két hon truc tiép tai
co quan dang ky ho tich.

Ban dién tur s€ tu dong guri vé Kho quan ly dir liéu dién tir ctia ca nhan/dia chi thu dién
tar/thiét bi sd/dién thoai cia ngudi yéu cau sau khi da hoan tat tha tuc dang ky két hon
tai co quan dang ky ho tich.
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UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
(1) D@C li.AlP - Tu' do - Hi.lllh phﬁc

S6: @ ITLKH-BS

TRICH LUC KET HON
(BAN SAO)

Ho, chir dém, ten v Ho, chir dém, t8N ChONG: ..o,

Ngay, thang, nam sinh: .............................. Ngay, thang, namsinh: ...

DANtOC: ..o DANIOC:

QUABC HICN: oo QUOC TG e,

NOTCU IO oo NOT CU UL oo e

Gy to tOY thAN: oo, GIAY T OY AN e,

NGUOIKY TRICHLUC
(Ky, ghi rd ho, chir dém, tén, chirc vu, dong dau)



Chd thich:

M Ghi tén co quan thuc hién viéc cap ban sao Trich luc két hon (ghi di cac cap hanh
chinh).

@ Ghi theo sfS trong S6 cap ban sao Trich luc hé tich cua co quan thuc hién viéc cap
ban sao Trich luc ket hon.

) Ghi 13 tén co quan da thuc hién viéc dang ky két hon.

@ - Trudng hop dang ky lai két hon; dang ky hon nhan thyc ,té theo quy dinh tai
khoén‘z bicu 44 cua Nghi dinh s6 123/2015/ND-CP; cong nhan viéc’két hon theo quy dinh
tai‘Diéu 11 Luat hon nhan va gia dinh; thuc hién lai viéc dang ky két hon theo quy dinh tai
bicu 13 cua Luat hon nhan va gia dinh thi ghi rd tai muc nay va ghi ré ngay xac lap quan hé
hon nhan.

Vi du: Pang ky lai két hon, quan hé hon nhan duoc xac 1ap tir ngay 01/5/1998

Ding ky hon nhan thyc té theo quy dinh tai khoan 2 Biéu 44 cua Nghi dinh s6

123/2015/ND-CP, quan hé hon nhan dugc Xac 1ap tir ngay 01/5/1985

Quan hé hon nhan dugc cong nhan tir ngay ..... theo Ban an/Quyét dinh s6 ...
ngay .......... cua TAND .............

Thuyc hién lai viéc dang ky két hon theo quy dinh tai Biéu 13 cua Luat hon nhan
va gia dinh, quan hé hon nhan dugc xac lap tu ngay 01/5/2015.

- Truong hop da ly hon/ghi vao S6 h tich viée Iy hon ciing can ghi rd tai muc nay.

Vi du: i ly hon/ghi vao S6 ho tich viéc ly hén theo Ban an/Quyét dinh/Trich luc ghi
chi ly hén so........cap ngay...... thang......nam........

®) Tuy theo céch thic thuc hién, ghi rd cin ctr cap ban sao tir: S6 dang ky két hon
hoac Co s¢ dir liu ho tich dién tur.



9. Tha tuc dang ky khai ti lvu dong (QT-XP-09)

1

Muc dich

Quy trinh nay quy dinh trinh ty va cach thirc giai quyét h(f) s0' cua cong dan co dé
nghi dang ky khai tir luu dong thugc tham quyen giai quyéet caa UBND cap xa

Pham vi

- Ap dung dbi v6i ca nhan c6 dé nghi dang ky khai tir luu dong.
- Ap dung d6i véi cong chirc UBND cip chiu trach nhiém thuc hién Quy trinh nay.

Noi dung quy trinh

3.1

Co so phap ly

- Luat HO tich nam 2014;

- Nghi dinh sd 123/2015/ND-CP ngay 15/11/2015 cta Chinh phu quy dinh chi tiét
mot s& diéu va bién phép thi hanh Luat ho tich;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu sira d6i, b sung
mét s6 diéu cua cac nghi dinh lién quan dén viéc nop, xuat trinh s6 ho khau, s6 tam
trd giay khi thyc hién thi tuc hanh chinh, cung cap dich vu cong;

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

- Théng tu sb 85/2019/TT-BTC cua Bo Tai chinh huéng din vé phi 1¢ phi thudc
tham quyén quyét dinh cia HDND tinh, thanh phé truc thudc Trung wong.

- Thong tu s6 106/2021/TT-BTC cua Bo Tai chinh sira doi, bo sung mot sb diéu cua
Thong tu s6 85/2019/TT-BTC ctia Bo Tai chinh huéng din vé phi va 1é phi thudc
tham quyén quyét dinh cia HDND tinh, thanh phd truc thudc Trung wong.

- Thong tu sd 03/2023/TT-BTP ngay 02/8/2023 cua B Tu phap sira doi, bo sung
mot sé noi dung cua Thong tu sé 01/2022/TT-BTP cia Bo Tu phap quy dinh chi tiét
mot so diéu va bién phap thi hanh Nghi dinh s6 87/2020/ND-CP caa Chinh phu quy]
dinh vé Co so dir liéu ho tich dién ti, dang ky ho tich truc tuyén;
- Thong tu s0 04/2024/TT-BTP cia BO Tu phap sira doi, bo sung mot s6 dieu cua)
Thong tu so 02/2020/TT-BTP cua Bo Tu phap ban hanh, huéng dan sir dung, quan ly|
mau s6 qudc tich va mau glay to vé qubc tich va Thong tu s6 04/2020/TT-BTP cua
Bo Tu phap quy dinh chi tiét thi hanh mot sb diéu cua Luat Ho tich va Nghi dinh s6
123/2015/ND-CP quy dinh chi tiét mot s6 dicu va bién phap thi hanh Luat Ho tich;

- Nghi quyét so 06/2020/NQ-HDND ngay 07/7/2020 ctua Hoi ddéng nhan dan thanh
ph6 Ha Noi vé viéc ban hanh mot sd quy dinh thu phi, 1& phi trén dia ban thanh phd
Ha Noi thudc tham quyén quyét dinh cua Hoi ddng nhan dan Thanh phd;

- Nghi quyét 3007/2023/NQ HDNDngay 04/7/2023 cua Hoi ddng nhan dan thanh

phd Ha Noi vé viéc thu phi, Ié phi thuoc tham quyén quyét dinh cua Hoi dong nhan
dan Thanh phd trén dia ban thanh phé Ha Nai.

- Quyét dinh s6 1079/QD-BTP ngay 11/6/2024 cong bd thil tuc hanh chinh dugc sta
d6i, bo sung trong linh vyc ho tich thuc hién tai co quan dang ky ho tich thudc pham vi
chirc ndng quan ly cua B Tu phép.

- Quyét dinh sb 3658/QD-UBND ngay 15/7/2024 cia UBND thanh phd Ha Noi cong
bd Danh muc thi tuc hanh chinh sira d6i, bo sung linh vuc ho tich, quéc tich thudc

tham quyén giai quyét cia co quan, don vi trén dja ban thanh phé Ha Noi.



http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123

3.2

P

Bin | Ban

Thanh phan ho so chinh| sao

* Gidy to phai nop

- T khai ding ky khai tir theo mau;

- Gidy bao tir hoic gidy to thay thé Gidy bao tir do co quan c¢6 tham quyeén
cap.

* Gidy to phai xut trinh

- Ho chiéu hoic Chimg minh nhan dan hoic Thé cin cudc cong dan
hoidc Can cudc hodc cac gidy to khac co dan anh va thong tin c4 nhan
do co quan c6 thim quyén cip, con gia tri st dung dé ching minh vé
nhan than cia ngudi co yéu cau dang ky khai tir;

- Gidy to chtimg minh noi cu trii cudi cling ctia ngudi chét dé xac dinh
tham quyéntrong trudng hop co quan diang ky ho tich khong thé khai
thac dugc thong tin vé noi cu tra cua cong dan theo cac phuong thic
quy dinh tai khoan 2 Piéu 14 Nghi dinh s6 104/2022/ND-CP ngay
21/12/2022 ctia Chinh pha. Truong hop cac thong tin vé gidy td
chtirmg minh noi cu tri d3 duoc khai thac tir Co s¢ dir liéu qubc gia
vé dan cu bang cac phuong thirc nay thi ngudi co yéu cau khong
phai xuét trinh (theo hinh thirc truc tiép).

- Truong hop khéng xac dinh duoc noi cu tri cudi cing cua ngudi
chét thi xuat trinh gidy to chimg minh noi nguoi d6 chét hodc noi phat
hién thi thé cua nguoi chét.

Luuy:

Ngueoi tiép nhédn hé so thiee hién khai théc théng tin trong Co sé dir liéu quoc
gia vé ddn cu theo quy dinh phdp ludt néu nguoi yéu cau dang ky ho tich dd cung cdp
ho, chir dém, tén; ngdy, thang, ndm sinh; sé dinh danh cd nhdn/can cudc cong
dan/thé can cudc/chirng minh nhdan dan. Truong hop cdc théng tin can khai théc
khéng c6 trong Co s div liu quéc gia vé dan cuw thi dé nghi ngwoi yéu cdu ké khai
day di.

3.3

S6 lwgng ho so

01 bo

3.4

Yéu céu, diéu Kkién thye hién thi tuc hanh chinh
Nguodi chét khong co nguoi than thich, nguoi than thich khong song cung
dia ban x& hoac 1a nguoi gia, yeu, khuyet tat khong di dang ky khai tir duoc.

3.5

Thoi gian xir ly

Thuc hién ngay. Téi da khong quéa 05 ngay lam viéc.

3.6

Két qua thye hién thi tuc hanh chinh

Trich luc khai tir (ban chinh).

3.7

Noi tiép nhin va tra két qua




- Cong Dich vu c¢éng Qudc gia (https://dichvucong.gov.vn)
- Cong Dich vu cong thanh phb Ha Noi (https://dichvucong.hanoi.gov.vn)
- Tai nha riéng cta cong dan hoic tai dia diém dang ky khai tir luu dong

3.8

L¢ phi

- Mién L& phi dbi véi truong hop khai tir dung han, ding ky cho ngudi thudc gia
dinh c6 cong v6i cach mang; ngudi thudc ho nghéo; nguoi khuyét tat.
- Muc thu Lé phi ddi véi dich vu cong truc tuyén khi toé chac, ca nhan nop hd so
thue hién TTHC trén Cong Dich vu cong biang Khong (Khéng thu).

- Pang ky khai tr qué han theo hinh thuc truc tiép: Lé phi: 5.000 dong

3.9

Quy trinh xi ly cong viéc

TT

Trinh tw

Trach
nhiém

Thoi
gian

Biéu mau
Két qua

Trang thai
H¢ thong

Bl

Cong chuc tu phép - ho tich dugc giao
nhi¢m vu dang ky khai tir luu dong co
trach nhiém chudn bi ddy du miu TO|
khai dang ky khai tir, gidy to ho tich va
diéu kién can thiét dé thyc hién dang ky
luu dong tai nha riéng hodc tai dia diém|
t6 chirc dang ky luu dong, thuén loi cho
nguoi dan.

Tai dia diém dang ky khai tr luu dong,
cong chuc tu phap - hd tich huéng dan
ngudi yéu cau dién day du thong tin
trong TO khai dang ky khai ttr, kiém tra
cac gidy to lam co s& cho viée ding ky
khai tir; viét Phiéu tiép nhan ho so.
Trudng hop cong dan khong biét chit thi
cong chirc tu phéap - hd tich ghi To khai,
sau d6 doc cho ngudi yéu cau nghe lai
noi dung va hudng din nguoi d6 diém
chi vao T khai.

Cong chire tu phap - ho tich hd trg cong
dan ké khai trén Cong DVC Thanh phé
Cong DVC két ndi voi CSDLDC dé khai
thac cac trrong thong tin caa cong dan
c6 trong CSDLDC.

Cong déan lya chon:

- Dich vy cong truc tuyén,

- Quan, Huyén, Thi x&

- UBND x4, phuong, thi tran ¢6 tham

quyeén
- Linh vuc H0 tich,

- Thu tuc Pang ky khai tr lvu dong

Cong
chuc Tu
phap -
Ho tich

khong
quéa 02
gio

"I'hén‘h
phan ho so
theo
Muc 3.2

Biéu mau
dién tr
tuong tac
dang ky
khai tir

Tai khoan
gom Tén
Dang nhap
va Mat khau
VNelD




Cong chac B phan Mot cua truy cap
Hé thdng thdng tin giai quyét thu tuc

hanh chinh thanh phé chuydn hd sof CONY | khong
B2 At & NP , .| chic | qua 02
sang Hé thong thong tin dang ky, quan/ , . R
C A L A , ’ | Motcua| gio
ly ho tich cho cdng chue Tu phap - HO
tich
Sau khi tiép nhan ho so, cong chuc tu
phap - ho tich bao cdo Lanh daoUBND
cap xa. Truong hop Linh daoUBND,
A~ 2 ;g A 1y A , cong N
cap xa dong y giai quyét thi cong chic e khong
B3 |tu phap - ho tich ghi véo S5 dang ky khai 1 " qua 02
tur, cap nhat thong tin dang ky khai tir val Eﬁ tipch gio
luu chinh thic trén Phan mém dang ky,
quan 1y ho tich, in Trich lyc khai tir, trinh|
Lanh dao UBND cép xaky, ky so
Lanh dao UBND cap xaky Trich luc| Lanh Khi
3, Khai tir ban gidy, ky s0 Trich luc khai tr|  dao N9 | Trich luc
ban dién ti UBND | 38 T yhai tr
.. |04ngay
cap xa
Cong chtrc tu phap - hg tich dem theo Trich luc
Trich lyc khai tir va SO dang ky khai tir khai tir
dé tra két qua cho cong dan tai dia diém
ding ky luu dong; hudng dan ngudi
yéu cau kiém tra noi dung Trich luc
khai tir va SO dang ky khai tir, k¥, ghil Ceng e
B5 r0 ho, tén trong SO dang ky khai tir; tail chie Tu ugggl
muc “Ghi chu” trong S6 dang ky khail phap - qua.
o ) A . L gio
ttr ghi 10 “Dang ky luu dong”. Ho tich

Truong hop cong dan khong biét chiy
Khi tra két qua, cong churc tu phéap - ho
tich doc lai ndi dung Trich luc khai tu
cho céng dan nghe va huéng dan cong

dan diém chi vao S6 diang ky khai tu.




-Thu phi cip ban sao trich luc(néu co)
(8.000d/ban trich luc)

Truong hop
Co s¢ dir lieu

- Gui ban dién tir qua Hé thong dén tai dan cu da
khoan, email, Kho quan ly dit liéu dién duoc  tich
tur ctia cOng dan hop, chia s¢,
- Ho so, két qua giai quyét TTHC dugc | Cong két ndi, cong
so hoa chuc Tu dan d3 co xac
- Luu trit hd so theo quy dinh phap - thuc dinh
Ho tich | khong danh dién tu,
B6 qua 01 cong  dan
-Cong | gio khéng  can
R e A
Mot cira KLt
HO so
Thong tin
ddng bo véi
Cong Dich
vu cong qudc
gia
4 | Biéu miu

Hé thong biéu mau (Thong tu s6 01/2018/TT-VPCP cta Van phong Chinh pht)

T khai dang ky khai tr (Thong tu s6 04/2024/TT-BTP cua Bo Tu phap)

Trich luc khai tir (Thong tu s6 04/2020/TT-BTP ctia Bo Tu phap)




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

TO KHAI DPANG KY KHAI TU

Kinh giri: ®Uy ban nhan dan ...

Ho, Chir dém, t8n NGUOT YEU CAUS ...
Ngay, thang, NAM STNN: ...
INOT CU T @)oo

QUAN NE VT NEUTT A8 CHELL ...oooeoeeeeeseeeseee oottt
Pé nghi co quandiing ky khai tir cho ngwoi c6 tén dwéi diy:

HO, CREE d@M, TEN: ...
Ngay, thang, NAM SINN: ..o
Gigitinh: @ DAN tOC: @ QUAC tich: @ e
NOT CU 1T CUOT CUNGE @) .ottt

Da chét vao 1UC: ..o [ phlt, NQAY ......occccc. thang ........ NAM ..o
SR 111
NGUYBN NNAN CREL: ..ottt
S6 Giay béo tu/Giay to thay thé Gidy bao tar: @, o[
......................................................................................................... C4p NQAY ......thang ....... nam ..........
T6i cam doan nhitng ndi dung khai trén day la dang sy that va chiu trdch nhiém truéc phap
luat vé& cam doan ctia minh.

Lam tai: , ngay thang nam...........

Nguoi yéu cau
(Ky, ghi r6 ho, chit dém, tén)

Dé nghi cip ban sao®: CH D, Khoéng (]



Chu thich:
(Ghi rd tén co quan ding ky khai tir.

@Chi ghi trong trudng hop ngudi ¢6 yéu cau diang ky ho tich chwa c6/khdng cung cap
s6 dinh danh c4 nhan/cin cuéc cong dan/thé cian cudc/chitng minh nhan dan; khéng cung
cap day du thong tin ngdy, thang, nam sinh.

Truong hop phai cung cap thong tin “Noi cu tra” thi ghi theo noi dang ky thuong tra;
néu khong c6 noi ding ky thuong trd thi ghi theo noi ding ky tam tra; treong hop khong co
noi dang ky thuong tra va noi dang ky tam trd thi ghi theo noi ¢ hién tai.

®) Ghi sb dinh danh c4 nhan/cin cudc céng dan/thé cin cude (vi du: Cin cude cong
dan s6 025188001010 do Cuc Canh sat QLHC vé TTXH cip ngay 20/11/2021). Truong hop
khong c6 sé dinh danh ca nhan/cin cuéc cong dan/thé can cude thi ghi gidy to hop 16 thay
thé (ho chiéu, chang minh nhan dan,...).

) Néu ghi theo Gidy béo tir, thi gach cum tir “Giay to thay thé Gidy béo tir*; néu ghi
theo s6 Gidy to thay thé Gidy béo tir thi ghi rd tén, s6 gidy to va gach cum tir “Gidy béo ta”;
truong hop khéng c6 thi muc nay dé tréng.

) P& nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd sb luong.



NOI DUNG MAU HQ TICH PIEN TU TUONG TAC
PANG KY KHAI TU

I. Thong tin vé ngudi yéu ciu diing ky khai tir
(1) Ho, chir dém, tén;
(2) S6 dinh danh ca nhan;

(3) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H6 chiéu/Gidy to hop 18
thay thé); sb, ngay, thang, nim cap, co quan cap; ban chup dinh kém;

(4) Noi cu trt (noi thuong tri/noi tam tri/noi dang sinh séng);

(5) Quan hé voi nguodi dugc khai tu.

II. Thong tin vé nguoi dugc ding ky khai tir

(6) Ho, chir dém, tén;

(7) Ngay, thang, nam sinh (tach biét riéng 03 truong thong tin ngay, thdng, nam);
(8) Sb dinh danh c4 nhén;

(9) Giay to tuy than: Loai gidy to st dung (CCCD/CMND/H chiéu/Gidy to hop 18
thay thé); s6, ngay, thang, nim cap, co quan cap; ban chup dinh kém;

(10) Noi cu trti cudi ciing (noi thudng tra/noi tam tra/noi dang sinh song);

(11) Thoi gian chét: gio, phat, ngdy, thang, nam (tach biét riéng cac trudng thong tin
gi0, phut, ngay, thang, nam);

(12) Noi chét;
(13) Nguyén nhan chét (c6 chu thich: néu chwa xac dinh dugc/chua rd thi dé tréng);

(14) Gidy bao tir/Giay to thay thé gidy bao tu: sd, ngay, thang, nim cip, co quan cip
(tach biét riéng cac trudng thong tin s6, ngdy, thang, nim, co quan cap; c6 chi thich
néu khéng c6 thi dé tréng);

(15) Pé nghi cap ban sao:

o Co

S6 luong ban sao yéu cau: ...

o Khong

(16) Ho so dinh kém theo quy dinh.



* Nguodi yéu cau cam doan cac thong tin cung cap la dung sy that va chiu hoan toan
trach nhi€m trudce phéap luat vé ndi dung cam doan cua minh.

* Truong hop cac thong tin vé gidy to chimg minh noi cu tra da dugc khai thac tur
CSDLQGVDC, duoc hé théng dién tu dong thi khong phai xuét trinh (theo hinh thirc
truc tiép) hodc tai 1én (theo hinh thirc truc tuyén)

* Mau dién tir twong tac ghi nhan thoi gian (gio, phut, gidy, ngdy, thang, nim) hoan
tat viéc cung cap thong tin; ngudi yéu cau trudc do da dang nhap vao hé thong, thuc
hién xac thuc dién tir theo quy dinh.

Nguoi yéu cau ding ky khai tir nhan Trich luc khai tir (ban chinh) truc tiép tai co quan
dang ky ho tich.

Ban dién tur s€ tu dong guri vé Kho quan ly dir liéu dién tir ctia ca nhan/dia chi thu dién
t0/thiét bi sd/dién thoai ctia ngudi yéu cau sau khi da hoan tat tha tuc dang ky khai tir
tai co quan dang ky ho tich.



UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
9 Doc lap - Tu do - Hanh phic

4 (10)
S0: filky ,ngay....thang ...nam ...
TRICH LUC KHAI TU
HO, CREE @EIM, TEN: e
Ngay, thang, nam SINN: ... e
Gigitinh: ... .DANOC ..o e QUOC HCNT oo
SO dinh danh CA NhAN: )
GHAY T TUY AN ettt
Pa chét vao lUc..... QIO PHUL, NGAY.... ghi bang chi
INOT CREEL e
Gidy béo tir/Giay to thay thé GIAY DAO T SO ..o 0.
..................................................................................................................... CAP NOAY ..o
Ho, chir dém, tén ngwoi di Khai t0r: ...
GHAY T TUY TNAN sttt

NGUOI KY TRICH LUC

(Ky, ghi r ho, chir dém, tén, chirc vy, dong dau)

©) Ghi tén co quan cp Trich luc khai tir(ghi du céc cAp hanh chinh).
9 Ghi theo So trong S6 dang ky khai tir.
© Chi ghi trong trudng hop da dugc cap SO dinh danh c4 nhan.



PHAN GHI CHU NHUNG THONG TIN THAY DPOI SAU NAY

TT

Ngay, thang, nam
ghi chu

N§i dung ghi chu

(d@6ng dau vao nji
dung da ghi cha)

Can cir ghi cha

Ho, chir dém,
tén, chir ky
cua nguoi
thwc hién ghi
cha
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UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
................... 1) Péc 1ap - Tw do - Hanh phiic

S6: @ /TLKT-BS ... ,NgAy....... thang ... ... nam ...........

TRICH LUC KHAI TU
(BAN SAO)

Ho, chir dém, tén:

Ngay, thang, nam sinh:

Gigitinh: ... DANtOC: .ouviiini i Qudc tich:
S4 dinh danh cé nhan:

Gidy to tay than:

D2 chét VA0 1UC.......cooeeceeeieeen, 1S AT phut,

Noi chét:

Pi dugc dang ky khai tir tai: @ .

NGUOIKY TRICHLYC
(Ky, ghi rd ho, chr dém, tén, chirc vy, dong dau)

Chd thich:

@ Ghi tén co quan thuc hién viéc cip ban sao Trich luc khai tir (ghi dii cc cip hanh chinh).

@ Ghi theo sé trong Sé cap ban sao Trich luc hé tich cia co quan thuc hién viéc cip ban sao Trich luc khai tir.

© Ghi tén co quan dang ky khai ti, $6, ngay thang nim ding ky.

@ Tuy theo céch thirc thuc hién, ghi rd cin ctr cap ban sao tir: S6 dang ky khai tir hodc Co s dit liéu ho tich dién tir.
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10. Thi tuc dang ky giam ho (QT-XP-10)

1

Muc dich

Quy trinh nay quy dinh trinh tu va cach thic giai quyét hd so cua cong dan co dé
nghi dang ky giam hg thudc tham quyén giai quyét cua UBND cap xa

Pham vi

- Ap dung dbi véi ca nhan c6 dé nghi dang ky giam ho.
- Ap dung d6i véi cong chirc UBND cip x4 thyc hién Quy trinh nay.

Noi dung quy trinh

3.1

Co sé phap ly

- B0 luat Dan sy nam 2015;

- Luat Ho tich nam 2014;

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

- Nghi dinh sé 87/2020/ND-CP ngay 28/7/2020 ctia Chinh phi quy dinh vé Co so di
liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Nghi dinh sé 104/2022/ND-CP ngay 21/12/2022 cua Chinh phua stra d6i, b sung
mot s6 diéu cua cac nghi dinh lién quan dén viéc nop, xuat trinh s6 ho khau, s6 tam
trd giay khi thyc hién thi tuc hanh chinh, cung cap dich vu cong;

- Thong tu s§ 04/2020/TT-BTP ngay 28/5/2020 cua Bé truéngBo Tu phap quy dinh chi
tiét thi hanh mot s6 diéu cua Luat Ho tich va Nghi dinh sé 123/2015/ND-CP caa Chinh
pht quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich;

- Théng tu s6 01/2022/TT-BTP ngay 04/01/2022 ciia Bo Tu phap quy dinh chi tiét
mot s6 diéu va bién phéap thi hanh Nghi dinh s6 87/2020/ND-CP cta Chinh phil quy
dinh vé Co so dit liéu ho tich dién tir, ding ky ho tich truc tuyén;

- Thong tu s6 03/2023/TT-BTP ngay 02/8/2023 ctua Bo Tu phap stra doi, bo sung mot
s6 noi dung cua Thong tu s6 01/2022/TT-BTP cua Bo Tu phap quy dinh chi tiét mot
s6 diéu va bién phap thi hanh Nghi dinh s6 87/2020/ND-CP caa Chinh phu quy dinh
vé Co so dit liéu ho tich dién tir, dang ky ho tich truc tuyén:

- Thong tu s6 04/2024/TT-BTP cua Bo Tu phép sira doi, bo sung mot so dieu cua
Thong tu so 02/2020/TT-BTP cua Bo Tu phap ban hanh, huéng dan su dung, quan ly
mau s6 qudc tich va mau glay to vé qudc tich va Thong tu s6 04/2020/TT-BTP cua
Bo Tu phap quy dinh chi tiét thi hanh mét sé diéu cua Luat Ho tich va Nghi dinh s6
123/2015/ND-CP quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich;

- Thong tu s6 281/2016/TT-BTC cta Bo Tai chinh quy dinh muc thu, ché do thu, nop,
quan ly va str dung phi khai thac, sit dung thong tin trong co s¢ dir 1i€u ho tich, phi xac
nhan co quéc tich Viét Nam, phi x4c nhan 1a ngudi géc Viét Nam, 1€ phi quéc tich;

- Thong tur s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh huong dan vé phi va
1€ phi thudc tham quyén quyét dinh cia HDND tinh, thanh pho trye thuoc Trung uong;

- Thong tu so 106/2021/TT-BTC ciia Bo Tai chinh sira doi, bo sung mot so diéu cua
Thong tu s6 85/2019/TT-BTC ctia BO Tai chinh huéng din vé phi va 1é phi thudc

tham quyén quyét dinh cia HDND tinh, thanh phd truc thudc Trung wong.
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- Nghi quyét s6 06/2020/NQ-HPND ngay 07/7/2020 ctia Hoi dong nhan dan thanh
phd Ha Noi vé viéc ban hanh mot s6 quy dinh thu phi, 18 phi trén dia ban thanh phd
Ha Noi thudce tham quyén quyét dinh cua Hoi ddng nhan dan Thanh phd;

- Nghi quyét 3007/2023/NQ HDNDngay 04/7/2023 cua Hoi ddng nhan dan thanh
phé Ha Noi vé viéc thu phi, 1& phi thuoc tham quyén quyét dinh cua Hoi dong nhan
dan Thanh phé trén dia ban thanh ph Ha Noi.

- Quyét dinh s6 1079/QD-BTP ngay 11/6/2024 cong bd th tuc hanh chinh dugc sta
ddi, bo sung trong linh vuc ho tich thyc hién tai co quan dang ky hd tich thugc pham vi
chirc nang quan 1y cua Bo Tu phap.

- Quyét dinh sb 3658/QD-UBND ngay 15/7/2024 cia UBND thanh phd Ha Noi cong
b6 Danh muc tha tuc hanh chinh stra doi, bd sung linh vuc hé tich, qudc tich thudc
tham quyén giai quyét ciia co quan, don vi trén dja ban thanh phé Ha Noi.

3.2

Ban | Ban

Thanh phan ho so chinh| sao

- To khai dang ky giam ho theo mau (néu ngudi co yéu cau lua chon ndp
ho so theo hinh thirc tric tiép hodc giri hd so qua hé théng buu chinh);

- MAu ho tich dién tir twong tacdiang ky giam ho (do nguoi yéu cau cung
cap thong tin theo hudng dan trén Cong dich vu cong, néu nguoi co yéu
cau lya chon nop hé so theo hinh thue truc tuyén);

- Ngudi ¢O yéu cau dang Ky giam ho thuc hién viéc ndp/xuat trinh
(theo hinh thuc truc tiép) hodc tai 1&n (theo hinh thuc truc tuyén) cac
gidy to sau:

* Gidy to phai nop:

- Van ban ctr nguoi giam ho theo quy dinh cta B0 luat Dan su dbi voi
truong hop dang ky giam ho cu.

- Gidy to chimg minh diéu kién giam ho dwong nhién theo quy dinh
ctia BO luat Dan sy ddi véi truong hop dang ky giam ho dwong nhién.
Truong hop c6 nhiéu ngudi cung di dicu kién lam giam ho duong
nhién thi ndp thém van ban thoa thuan vé viéc cir mot nguoi [am giam
ho duong nhién.

- Vin ban ty quyén theo quy dinh cta phap luat trong trudng hop ty
quyén thuc hién viéc dang ky giam ho. Truong hop ngudi duoc ty,
quyén la 6ng, ba, cha, me, con, vo, chéng, anh, chi, em rudt cua nguoi
Uiy quyén thi vin ban ty quyén khong phai chung thyec.

* Gidy to' phai xut trinh:

- Ho chiéu hoic Chting minh nhan dan hoac Thé can cudc cong dan
hoic Cian cudc hodc cac gidy to khac c6 dan anh va thong tin ca nhan do
co quan c6 thim quyén cap, con gia tri st dung dé chimg minh vé nhan| X
than clia nguoi co yéu cau dang ky giam ho. Trudng hop cac thong tin ca
nhan trong cac gidy to nay di c6 trong CSDLQGVDC, CSDLHTPDT,
dugc hé théng dién ty dong thi khong phai tai 1én (truc tuyén);
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- Giay to ¢6 gia tri chang minh théng tin vé cu tra trong truong hop
co quan dang ky ho tich khong thé khai thac dugc théng tin vé noi
cu tr cua cong dan theo cac phuong thic quy dinh tai khoan 2 Diéu
14 Nghi dinh sé 104/2022/ND-CP ngay 21/12/2022 ctua Chinh phu.
Trudng hop cac thong tin vé gidy to chimg minh noi cu tri da duoc
khai thac tir Co sé dir liéu qudc gia vé dan cu bang cac phuong thuc
nay thi nguoi c6 yéu cau khéng phai xuat trinh (theo hinh thic truc
tiép) hoic tai 18n (theo hinh thuc truc tuyén);

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

* Luuy

- Pbi véi gidy to ndp, xuat trinh néu nguoi yéu cau ndp hd sof
theo hinh thirc truc tiép:

+ Nguoi tiép nhan cé trach nhiém kiém tra, d6i chiéu v6i thong
tin trong to khai, chup lai hodc ghi lai thong tin dé luu trong hd so va
tra lai cho nguoi xuét trinh, khong duoc yéu ciu nop ban sao hodc ban
chup giay to do.

+ Ngudi yéu cau dang ky ho tich c6 thé ndp ban sao ching thuc
tir ban chinh hodc ban sao duoc cip tir s6 gdc hoic ban chup kém theo
ban chinh gidy to dé dbi chiéu. Truong hop ngudi yéu cau ndp ban
chup kém theo ban chinh gidy to thi ngudi tiép nhan c6 trach nhiém
kiém tra, d6i chiéu ban chup voi ban chinh va ky xac nhéan, khong
duoc yéu cau ngudi di dang ky ndp ban sao gidy to do.

+ Nguoi tiép nhan co6 trach nhiém tiép nhan dung, dua hd so
dang ky ho tich theo quy dinh cta phép luat ho tich, khong dugce yéu
cau nguoi dang ky ho tich nop thém gidy t& ma phap luat ho tich
khong quy dinh phai ndp.

Nguroi tié}) nhdn ho so thwe hién khai théc thong tin trong Co)
s& dir lidu quoc gia vé dan cuw theo quy dinh phdp ludt néu nguoi yéu
cau dang ky hé tich dd cung cdp ho, chit dém, tén; ngay, thang, ndm
sinh; s6 dinh danh cd nhdn/can cwéc céng dan/thé cin cubc/chitng
minh nhdn dan. Truong hop cdc thong tin can khai thic khéng cé
trong Co s& di liéu quéc gia vé dan cw thi dé nghi nguoi yéu cdu ké
khai day di.

- Poi v6i gidy to giri kém theo néu nguoi yéu cau nop ho so
theo hinh thuc truc tuyén:

+ Ban chup cac gidy to giri kém theo hd so ding ky giam ho truc
tuyén phai bdo dam ro nét, déy du, toan ven vé ndi dung, 1a ban chup
béng may anh, dién thoai hoac dugc chup, dugc quét béng thiét bi dién
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tir, tir gidy to duoc cap hop 18, ¢n gid tri sir dung.

+ Truong hop gidy to, tai liéu phai giri kém trong hd so ding ky
giam ho truc tuyén da co ban sao dién tir hodc da co ban dién tir gidy to
ho tich thi ngudi yau cau dugc st dung ban dién tir nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Trich luc ding
ky giam ho/ban sao Trich luc dang ky gidm ho), nguoi ¢6 yéu cau ding
ky giam ho xuat trinh gidy to tuy than, nop ban chinh cac gidy to 13
thanh phan hd so diang ky giam ho theo quy dinh phép luat ho tich.

- Gidy to do co quan c6 thdm quyén cta nudc ngoai cap, cong

chimg hodc xac nhan dé su dung cho viéc dang ky ho tich tai Viét
Nam phai duoc hop phap héda 1anh su theo quy dinh ctia phép luat, trur
truong hop duoc mién theo diéu wdc qudc té ma Viét Nam 1a thanh
vién.
- Truong hop ngudi yéu cau diang ky giam ho khong cung cap
duoc gidy to néu trén theo quy dinh hodc gidy to ndp, xuét trinh bj tay
x0a, sira chira, 1am gia thi co quan dang ky ho tich c6 tham quyén huy
bo két qua dang ky giam ho.

3.3

S6 lwong ho so

01 bo

3.4

Thoi gian xir ly

03 ngay lam viéc.

3.5

Noi tiép nhén va tra két qua

- Céng Dich vu céng Qudc gia (https://dichvucong.gov.vn)

- Cong Dich vu cong thanh phb Ha Noi (https://dichvucong.hanoi.gov.vn)

- B6 phan Mot ctra (TN&TKQ) ciia UBND cép xa noi cu tra ctia ngudi dugce giam ho
hodc nguodi giam hg.

3.6

Lé phi, Phi

- Mién L¢ phi.
- Phi cép ban sao Trich luc ding ky giam ho (néu c6 yéu cau): 8.000 ddng/ban sao

3.7

Két qua thue hién thi tuc hanh chinh:

- Trich luc dang ky giam hQ (ban chinh), ban sao Trich luc dang ky gidm hd (truong
hop yéu cau cip ban sao Trich luc dang ky giam ho).

- Ban dién tu Trich lyc dang ky giam ho (Ban dién tir sé tu dong giri vé Kho quan ly
dir liéu dién tir ctia c4 nhan/dia chi thu dién ta/thiét bi sd/dién thoai ctia ngudi yéu cau
sau khi da hoan tat thi tuc ddng ky giam ho tai co quan dang ky ho tich).

3.8

Quy trinh xir ly cong viéc

TT

Trinh tw Trach | Thoi | Biéu miu | Trang thai
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nhiém

gian

/Két qua

Hé thong

Bl

Ho so duoc ndp truc tiép tai BO phan Mot
ctra cia UBND cap x4 hodc giri qua hé
thong buu chinh hodc ndp truc tuyén

- Truong hop ndp hé so truc tiép, cong dan
nop ho so tai B6 phan Mot cira UBND cap
x3 c6 thAm quyén; ndp 1é phi néu thudc
treong hop phai ndp 16 phi; ndp phi cip ban
sao Trich luc dang ky giam ho néu ¢ yéu
cau cap ban sao Trich lyc dang ky giam
ho.

- Trudng hop ndp hd so truc tuyén, cong
dantruy cap Cong dich vu cong qudc gia
hoic Cong dich vu cong thanh phd, dang
ky tai khoan, xac thuc nguoi dung theo
huéng din, dang nhap vao hé thong, xac
dinh dng UBND cép x4 c¢6 tham quyén.
Cong DVC két ndi voi CSDLDC dé khai
thac cac trurong thong tin cua cong dan cé
trong CSDLDC.

Cong dan lua chon:

- Dich vu cdng truc tuyén,

- Quan, Huyén, Thi xa

- UBND x4, phuong, thi tran ¢ tham
quyén

- Linh vuc Ho tich,

- Thu tuc Pang ky giam ho

Cong dan cung cip thong tin theo biéu
mau dién tir twong tic ding ky giam ho
(cung cip trén Cong dich vu cong), dinh
kém ban chup hodc ban sao dién tir cac
gidy to, tai liéu theo quy dinh; ndp phi, 1é
phi, hoan tit viéc nop hd so.

Thanh
phan hd so
theo
Muc 3.2

Biéu miu
dién tir
tuong tac
dang ky
giam hd

Tai khoan
gom Tén
bang nhap
va Mat khau
VNelD

B2

Cong chuc BO phan Mot ctra truy cap HE
thong théng tin giai quyét tha tuc hanh
chinh caa thanh phd kiém tra tinh chinh
xac, day du, thong nhat, hop 1¢é cia ho so.
(i) Truong hop hd so day du, hop I¢ thi
tiép nhan hd so, cd Phiéu hen, tra két qud
cho nguoi c6 yéu cau (néu nguoi c6 yéu

cau lya chon hinh thac nop hd so truc

Cong
chirc
Bo
phan
Mot
cua

01 gio

HO so
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tiép) hozc guri ngay Phiéu hen, tra két qual
qua thu dién tir hodc gui tin nhan hen tra)
két qua qua dién thoai di dong cho ngudi
c6 yéu cau (néu ngudi c6 yéu cau lug
chon hinh thiic nép hd so truc tuyén),
ddng thoi chuyén hd so dé cong chirc 1am
cong tac ho tich xu ly.

Sau khi tiép nhan hd so theo hinh thirc
nop truc tiép, can bo tiép nhan hd so tai
Bo phan mot cta thuc hién sé hda (sao
chup, chuyén thanh tai liéu dién tir trén hg
thong thong tin, co s dir lidu) va ky sd
vao tai liu, hd so giai quyét thi tuc hanh
chinh di duoc s6 hoa theo quy dinh.

(ii) Trudong hop hd so chua day du, hop 1é
thi c6 thong bao cho ngudi yéu cau bod
sung, hoan thién hd so, néu rd loai gidy to,
noi dung can bo sung dé nguoi ¢o yéu cau
b6 sung, hoan thién. Sau khi hd so duogc bd
sung, thuc hién lai budc (i);

(iii) Truong hop ngudi ¢d yéu cau dang
ky giam ho khéng bd sung, hoan thién
duoc ho so thi bao cao Trudng bo phan
mot cira c6 théng bao tir chdi giai quyét
yéu cau dang ky giam ho.

B3

Cong chac Bo phan Mot cua truy cap Hé
thong théng tin giai quyét tha tuc hanh
chinh caa thanh phd chuyén hd so sang
Hé thong thong tin dang ky, quan ly ho
tich cho cong chic Tu phap - Ho tich

Cong
chuc
Mot
cua

HO so

B4

Cong chire tu phap - ho tich tham tra ho sof
(tham tra tinh théng nhat, hop 1& cua cac
thong tin trong hd so, gidy to, tai liéu do
ngudi Y8u cau nop, xuat trinh hodc dinh
kem).

+ Truong hop hd so can bd sung, hoan
thién hodc khong du diéu kién giai quyét,
phai tir chdi thi gui thong bao vé tinh
trang ho so téi Bo phan mot cia dé thong
béo cho nguoi nop hd so — thuc hién lai

Cong
chuc
Tu
phap -
Ho tich

Khéng
qua 02
ngay

HO so
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budc (ii) hodc (iii);
+ Trudng hop can phai kiém tra, xac minh
lam r6 hoac do nguyén nhan khac ma
khong thé tra két qua ding thoi gian da
hen thi cdng churc lam céng tac ho tich 1ap
Phiéu xin 15i va hen lai ngay tra két qua,
trong d6 néu ro 1y do cham tra két qua v
thoi gian hen tra két qua, chuyén Bo phan
mot cira dé tra cho ngudi c6 yéu cau (néu
ngudi ¢6 yéu cau lya chon hinh thuc nop
hd so truc tiép), hoic gui Phiéu xin 15i v
hen lai ngay tra két qua qua thu dién tir
hodc gui tin nhan qua dién thoai di dong
cho nguoi ¢6 yéu cau (néu nguoi co yéu
cau lya chon hinh thac noép hd so truc
tuyén).

+ Néu thy yéu cau ding ky giam ho du
diéu kién theo quy dinh phap luat, ho so
day du, hop 18, ding quy dinh, truong hop
tiép nhan ho so dang ky giam ho theo hinh
thic truc tiép, thi cong chic tu phap - hod
tich thuc hién viéc ghi vao S6 dang ky giam
ho, cap nhat thong tin dang ky gidm ho va
luu chinh thac trén Phan mém ding ky,
quan ly ho tich dién tir dung chung.

Truong hop tiép nhan ho so dang ky giam|
ho theo hinh thac truc tuyén, cong chic tu
phap - ho tich gui lai biéu mau Trich luc
dang ky giam ho dién tir v6i thong tin day|
du cho ngudi Yau cau qua thu dién tir hoic
thiét bi sb.

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

Néu nguoi c6 yéu cau xac nhan thong tin
da thong nhat, day du hodc khong cé phan
hoi sau thoi han yéu cau thi c¢ong chirc tu
phap - ho tich thuc hién viéc ghi ndi dung
vao So6 dang ky giam hg, cap nhat théng tin
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dang ky gidm hdva luu chinh thuc trén
Phan mém ding ky, quan ly ho tich dién tir
dung chung.

Cong chuc tu phap - ho tich in Trich luc
dang ky giam hg, trinh Lanh dao UBND
cap xa ky, ky s6 chuyén ho so tir Hé thong
thong tin dang ky, quan ly hd tich sang
Hé thong thong tin giai quyét thi tuc hanh
chinh, hoan thién hd so, chuyén B¢ phén
Mot cira

Lanh dao UBND cap xa ky Trich luc diang Ha théng
ky giam ho ban gidy, ky s6 Trich luc diang gui tin nhan
ky giam ho ban dién tur ) toi email
Lan 1a co
dao . T1:ich lu,c (;: 4'3111;1 t?]%?l%
BS UBND | 02817 | 3810 146 g co
chp xa SN0 &t qua kinh
maoi cong
dan dén
nhan
. . Truong hop
1. B¢ nghi cong dan xuat trinh ban chinh Co s6 dit lieu
gidy to tiy than, ho so dan cu da
2. X&c nhan da doi chiéu ban chinh cong duoc tich
3. Bé nghi cong dan ky vao To khai va | chue hop, chia se,
S6 theo quy dinh cta luat ho tich. Tu két ndi, cong
4. Thu phi cap ban sao trich luc(néu co) phap - dan da co xac
(8.000d/ban trich luc) .| H6 tich | Trong thuc dinh
B6 |5 bong dau cua UBND cap xgi vao phan T gid Trich luc danAh d1érA1 tur,
chir ky cua Lanh dao UBND cap xa ) hanh dang ky cong dan
6. Tra két qua cho cong dan: Ban chinh, | ©ON9 ninh | gidmhd | khong can
Ban sao. chuc | Chin Xuét trinh
7. Giri ban dién tir qua Hé théng dén tai | B9 gidy tor tiy
khoan, email, Kho quan Iy dit liéu dién tir | PDan than
cua cong dan Mot Thong tin
8. Hd so, két qua giai quyét TTHC duoc | V@ dong bo véi
s6 hoa Cong Dich
9. Luu trir hd so theo quy dinh vVu Cﬁng quoc
gia

Biéu mau

Hé thong biéu mau (Thong tu s6 01/2018/TT-VPCP cta Van phong Chinh phi)

180




T khai dang ky giam ho (néu ndp hd so truc tiép) (Thong tu sd 04/2024/TT-BTP
cua Bo Tu phap)

Trich luc ding ky giam ho (Thong tu s6 04/2020/TT-BTP cua Bo Tu phép)

Biéu miu dién tir twong tac dang ky giam ho (néu ndp hd so tryc tuyén) (Théng tu sd
03/2023/TT-BTP ctia B6 Tu phap).
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CONG HOA XA HOI CHU NGHIA VIET NAM
Péc lap - Tw do - Hanh phuc

TO KHAI PANG KY GIAM HOQ
Kinh gti: @Uy ban nhan dan ...

Ho, Chir dém, t8Nn NGUOT YEU CAUS .........oooooeseeeeeeeeeesoeeee e oo
Ngay, thang, NAM SINN: ..o
INOT CU I @)oo
GHAY L TUY thAN: B ettt ere et
Pé nghi co quandiing ky viéc giam h giira:

Nguwoi gidm h:

[ CO Yo 017 Qe £ 1. AN (=1 5O
Ngay, thang, NAM SINN: ..o
GiGi tinh:@ . DAN tOC: @ QUBC tiCh: @ oo
INOT CU L @)oo
GHAY T TUY TNAN: B
Nguwoi dwgc gidm h:

[ CO Yo 011 e £ 1 RN (=1 SO
Ngay, thang, NAM SINN: ..ot
Gigi tinh: @ DAN tOC: @ QUABC tiCh: @ e
INOT CU T @)oo oo
Gidy khai Sinh/GIay t tUY thAN: @) ..ot
Ly do dang Ky GIAM RO ..o

T6i cam doan nhitng noi dung khai trén day la dung su that va chiu trach nhiém trudc
phap luat vé cam doan ctia minh.

Lam tai: ..............., ngay ....thang ... nam ...

Ngudi yéu cau
(Ky, ghi 1o ho, chit dém, tén)

Dg% nghi cip ban sao™: C6 D, Khoéng []
SO lugng:...ban
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Chu thich:
1) Ghi 16 tén co quan ding ky giam ho.

@ Chi ghi trong truedng hop ngudi c6 yéu cau ding ky ho tich chwa c6/khdng cung
cap s6 dinh danh ca nhan/cin cuéc céng dan/thé can cudc/ching minh nhan dan.

Truong hop phai cung cap thong tin “Noi cu tra” thi ghi theo noi dang ky thuong
trd; néu khong c6 noi ding ky thuong tri thi ghi theo noi dang ky tam tra; truong hop
khong c6 noi dang ky thuong tra va noi dang ky tam tra thi ghi theo noi ¢ hién tai.

®Ghi sb dinh danh c4 nhan/cin cudc cdng dan/thé can cudc/sd Gidy khai sinh (d6i
Vi tré em)

Vi du: - Can cudc cong dan s6 025188001010 do Cuc Canh sat QLHC vé TTXH
cap ngay 20/11/2021.

- Giay khai sinh s6 01/2014, quyén s6 02 do UBND x& My Thing, huyén
My Loc, tinh Nam Dinh cap ngay 15/11/2014.

Truong hop khéng cé s6 dinh danh ca nhan/cin cude cong dan/thé can cudc thi ghi
gidy to hop Ié thay thé (ho chiéu, chizng minh nhan dan,...).

) P¢ nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd s6 lugng.
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NOI DUNG MAU HO TICH PIEN TU TUONG TAC
PANG KY GIAM HO

I. Thong tin vé ngudi yéu cau ding ky giam ho
(1) Ho, chir dém, tén;
(2) Sé dinh danh ca nhan;

(3) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H6 chiéu/Gidy to hop 18
thay thé); sb, ngay, thang, nim cap, co quan cap; ban chup dinh kém;

(4) Noi cu trt (noi thuong tra/noi tam tri/noi dang sinh song).

I1. Thong tin vé nguoi giam ho

(5) Ho, chir dém, tén;

(6) Ngay, thang, nam sinh (tach bi¢t riéng 03 truong thong tin ngay, thang, nam);
(7) G161 tinh;

(8) Dan tdc;

(9) Qudc tich;

(10) S6 dinh danh ca nhan;

(11) Giy to tiy than: Loai gidy to st dung (CCCD/CMND/H chiéu/Giay to hop 1¢
thay thé); sb, ngay, thang, nim cap, co quan cap; ban chup dinh kém;

(12) Noi cu trt (noi thuong tra/noi tam tra/noi dang sinh song);

II1. Thong tin vé ngudi dwge giam hd

(13) Ho, chir dém, tén;

(14) Ngay, thang, nam sinh (tach biét riéng 03 truong thong tin ngay, thang, ndm);
(15) Gidi tinh;

(16) Dan toc;

(17) Qudc tich;

(18) Sé dinh danh c4 nhan;



(19) Gidy to tuy than: Loai gidy to st dung (Gidy khai sinh/Thé CCCD/CMND/H6
chiéu/Giay to hop I¢ thay thé); so, ngay, thang, nam cap, co quan cap; ban chup dinh
kem:;

(20) Noi cu tra (noi thudng tra/noi tam tra/noi dang sinh sdng);

(21) Ly do dang ky giam ho;

(22) Dé nghi cap ban sao:

o Co

S6 luong ban sao yéu cau: ...

0 Khong

(23) Ho so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan cac thong tin cung cap la ding sy that va chiu hoan toan
trach nhiém trude phap luat vé ndoi dung cam doan cua minh.

* Truong hop cdc thong tin vé gidy to chimg minh noi cu tra d3 dugc khai thac tir
CSDLQGVDC, duoc hé thdng dién ty dong thi khong phai xuat trinh (theo hinh thirc
tryc tiép) hodc tai 1én (theo hinh thirc truc tuyén)

* Mau dién tir tuong tac ghi nhan thoi gian (gio, phut, gidy, ngay, thang, nim) hoan
tat viéc cung cap thong tin; ngudi yéu cau trude dé da dang nhap vao hé thong, thuc
hién xac thuc dién tir theo quy dinh.

Nguoi yéu cau ding ky giam ho nhan Trich luc dang ky giam ho (ban chinh) truc tiép
tai co quan dang ky hd tich.

Ban dién tir s& tu dong giri vé Kho quan 1y dir liéu dién tir ciia c4 nhan/dia chi thu
dién tir/thiét bi s6/dién thoai ctia ngudi yéu cau sau khi di hoan tat thu tuc diang ky
giam hg tai co quan dang ky ho tich.



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

S6; 12) /TLGH

TRICH LUC PANG KY GIAM HO

Nguwoi gidm h:

[ O T 01 10 e 13 2 O =] o
Ngay, thANE, NAM SN ..ot
GiGi tinh: DAN tOC: e QUABC EICN: e
GHAY T TUY TNAN sttt
INOT CU ETUL e oot

Nguwoi dwgc gidm h:

[ Lo T 08 1 £ 0 TR =T o O
Ngay, thang, NAM STNR: .o
GiGi tinh: DAN tOC: QUABC HICN: e

Gidy Khai SINN/GIAY 1O Y TAN: ...

Viéc giam ho c6 hiéu luc ké tir ngay cap Trich luc./.

NGUOI KY TRICHLUC
(Ky, ghi rd ho, chir dém, tén, chirc vu, dong dau)

1) Ghi tén co quan cAp Trich luc ding ky giam ho (ghi du cac cAp hanh chinh).
(2 Ghi s6 trong S6 dang ky gidm hd.



PHAN GHI CHU NHUNG THONG TIN THAY DOI SAU NAY

TT

Ngay, thang, nam
ghi chu

Noi dung ghi cha

(d@6ng dau vao nji
dung da ghi chu)

Can cwr
ghi chu

Ho, chir dém, tén, chir
ky cia ngwoi thuc hién
ghi chu




UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
.................... 1) Péc 1ap - Tw do - Hanh phiic

$6:@ ITLGH-BS ... ,ngay....... thang ... ... nam ...........

TRICH LUC PANG KY GIAM HQ
(BAN SAO)

Ngwoi gidm ho:

Ho, chit @ém, tén:

Ngay, thang, nam sinh:

GG NN e DAN tOC: veeeeeeeeeeeeeeeeeeeeeeeeeenn, Quiéc tich:
Gidy to tay than:

Noi cu tri:

Nguwoi dwoc giam ho:

Ho, chit éém, tén:

Ngay, thang, nam sinh:

Gidy khai sinh/Giay to tly than:

Noi cu tra:

Pa ding ky giam ho tai:®S6 ..o, NgAY............. thang ............ nim
Thuc hién trich luc tir:®

NGUOI KY TRICHLUC
(Ky, ghi rd ho, chr dém, tén, chirc vy, dong dau)

Chu thich:
® Ghi tén co quan cap ban sao Trich luc dang ky giam ho (ghi di cac cAp hanh chinh).
@ Ghi theo sé trong Sé cép ban sao Trich luc hé tich cua co quan cip ban sao Trich luc hé tich.
@) Ghi rd tén co quan da dang ky giam ho, sb, ngdy thang nam ding ky.
@ Tuy theo cach thuc thyc hién, ghi 13 cin cir cép ban sao tur; S& dang ky giam ho hoac Co s¢ dix liéu ho tich dién ta.



11. Thi tuc ding ky cham dt giam h (QT-XP-11)

1

Muc dich

Quy trinh nay quy dinh trinh ty va cach thuc giai quyét hd so cua cong dan co dé
nghi cham dut giam ho thugc tham quyéen giai quyet caa UBND cap x&

2 | Pham vi
- Ap dung di v6i ca nhan c6 dé nghi dang ky cham dut giam ho.
- Ap dung d6i v61 cong chire UBND cép xa thuc hién Quy trinh nay.
3 | Noi dung quy trinh
3.1| Co sé phap ly
- Luat HO tich nam 2014;

- B luat Dan sy nam 2015;

- Nghi dinh s 123/2015/ND-CP ngay 15/11/2015 caa Chinh phii quy dinh chi tiét mot
s6 diéu va bién phap thi hanh Luit ho tich;

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

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu stra do6i, bo sung
mot s6 diéu caa cac nghi dinh lién quan dén viéc nop, xuat trinh s6 ho khau, so tam
trd giay khi thuc hién thi tuc hanh chinh, cung cap dich vu cong;

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

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 ctia Bo Tu phap quy dinh chi tiét
mot s6 diéu va bién phap thi hanh Nghi dinh s6 87/2020/ND-CP ctia Chinh phu quy)|
dinh vé Co s& dir liéu ho tich dién tir, ding ky ho tich truc tuyén;

- Thong tu s6 03/2023/TT-BTP ngay 02/8/2023 ciia Bo Tu phap sira doi, bo sung mot
s6 noi dung cua Thong tu s6 01/2022/TT-BTP cua Bo Tu phap quy dinh chi tiét mot
s6 diéu va bién phap thi hanh Nghi dinh s6 87/2020/ND-CP caa Chinh pha quy dinh
vé Co sé dit liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Thong tu s6 04/2024/TT-BTP cua Bo Tu phap sta doi, bé sung mot s dieu cua
Thong tu s6 02/2020/TT-BTP ciia B6 Tu phép ban hanh, huéng dan sir dung, quan ly
mau sd qudc tich va mau gidy to vé qudc tich va Thong tu sé 04/2020/TT-BTP cua
Bo Tu phap quy dinh chi tiét thi hanh mét sé diéu caa Luét Ho tich va Nghi dinh sé
123/2015/ND-CP quy dinh chi tiét mot sé diéu va bién phap thi hanh Luat Ho tich;

- Thong tu s6 281/2016/TT-BTC ctia B Tai chinh quy dinh muc thu, ché d6 thu, nop,
quan Iy va st dung phi khai thac, str dung thong tin trong co s¢ dit liu ho tich, phi xac
nhan co quoc tich Viét Nam, phi xac nhan la ngudi goc Viét Nam, 1€ phi quoc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua B6 Tai chinh hudng dan vé phi va
1€ phi thude tham quyén quyét dinh cia HDND tinh, thanh pho tryc thudc Trung uong;

- Thong tu so 106/2021/TT-BTC cua Bo Tai chinh sira doi, bo sung mot sO diéu cia
Thong tu s6 85/2019/TT-BTC cua Bo Tai chinh huéng din vé phi va 1é phi thudc
tham quyén quyét dinh cia HDND tinh, thanh phé truc thudc Trung wong;

- Nghi quyét s6 06/2020/NQ-HDND ngay 07/7/2020 ctia Hoi dong nhan dan thanh



http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123

pho Ha Noi vé viéc ban hanh mot s6 quy dinh thu phi, 1& phi trén dia ban thanh phd
Ha Noi thudc thAm quyén quyét dinh caa Hoi déng nhan dan Thanh phd;

- Nghi quyét soO7/2023/NQ HDNDngay 04/7/2023 cua Hoi dbng nhan dan thanh

phd Ha Noi vé viéc thu phi, 18 phi thudc tham quyén quyét dinh cua Hoi dong nhan
dan Thanh phé trén dia ban thanh phé Ha Noi.

- Quyét dinh s6 1079/QD-BTP ngay 11/6/2024 cong bd thi tuc hanh chinh dugc stra
ddi, bd sung trong linh vuc ho tich thyuc hién tai co quan dang ky hd tich thugc pham vi
chirc nang quan 1y ctia B6 Tu phap.

- Quyét dinh s6 3658/QD-UBND ngay 15/7/2024 cia UBND thanh phé Ha Noi cong
bd Danh muc tha tuc hanh chinh sira ddi, b sung linh vuc ho tich, qudc tich thudc
tham quyén giai quyét ciia co quan, don vi trén dia ban thanh phé Ha Noi.

3.2

Ban | Ban

Thanh phan ho so chinh| sao

- T& khai dang ky cham diit giam ho theo mau (néu ngudi ¢ yéu cau lua
chon ndp hd so theo hinh thie truc tiép hodc giri hd so qua hé thong buu
chinh);

- Mau hé tich dién tir twong ticding ky cham dat giam ho (do nguoi yéu
cau cung cap thong tin theo huéng dan trén Cong dich vu cong, néu X
nguoi co yeu cau lya chon nop hd so theo hinh thire truc tuyén);

- Nguoi c6 yéu cau dang ky cham dutgiam ho thuc hién viéc nop/xuat
trinh (theo hinh thuc tryc tiep) hoac tai 1én (theo hinh thuc tryc
tuyen) cac giay to sau:

* Giay to phai nop:

- Giéy to 1am cin ¢t chidm dut giam hd theo B0 luat Dan su.

- Vin ban uy quyén theo quy dinh cta phap luat trong truong hop ty
quyén thuc hién viéc dang ky cham dut giam ho. Trudong hop nguoi
dugc uy quyén la 6ng, ba, cha, me, con, vg, chéng, anh, chi, em ruot
ctia ngudi Gy quyén thi van ban Gy quyén khong phai chimg thue.

* Gidy to phai xuat trinh:

Ho chiéu hodc Chung minh nhan dan hodac Thé can cudc cong dan
hoic Cian cudc hodc cac gidy to khac co dan anh va thong tin ca nhan
do co quan c6 thim quyén cip, con gia tri st dung dé chimg minh vé
nhan than cia ngudi co yéu cau dang ky chidm dat giam hd. Truong
hop cac thong tin ca nhan trong cic gidy to nay da cO trong
CSDLQGVDC, CSDLHTPDT, dugc hé thong dién tu dong thi khong
phai tai 18n (theo hinh thirc truc tuyén).

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

*Luuy
- D61 voi giay to ndp, xuat trinh néu nguoi yéu cau ndp ho so

theo hinh thuc truc tiép:




+ Nguoi tiép nhan cé trach nhiém kiém tra, d6i chiéu véi thong
tin trong to khai, chup lai hodc ghi lai thong tin dé luu trong ho so va
tra lai cho nguoi xuét trinh, khong duoc yéu cau ndp ban sao hodc ban
chup gidy to do.

+ Nguoi yéu cau dang ky ho tich c¢6 thé ndp ban sao ching thuc
tir ban chinh hoac ban sao duoc cép tlr 6 géc hodc ban chup kém theo
ban chinh gidy to dé dbi chiéu. Truong hop ngudi yéu cau ndp ban
chup kém theo ban chinh gidy to thi ngudi tiép nhan cé trach nhiém
kiém tra, ddi chiéu ban chup véi ban chinh va ky xac nhan, khong
dugc yéu cau ngudi di ding ky ndp ban sao gidy to do.

+ Nguoi tiép nhan co trach nhiém tiép nhan ding, du hd so
dang ky ho tich theo quy dinh ctia phap luét hd tich, khong dugc yéu
cau nguoil dang ky ho tich ndp thém giéy t0 ma phap luat ho tich
khong quy dinh phai ndp.

Nguoi tiép nhan hé so thuce hién khai théc théng tin trong Co'
s& dir liéu quéc gia vé dan cu theo quy dinh phdp ludt néu nguoi yéu
cau dang ky hé tich da cung cdp ho, chit dém, tén; ngay, thang, nam
sinh; s6 dinh danh cd nhan/can cwéce céng dan/thé cin cwbc/chimng
minh nhéan dan. Truong hop cdc théng tin can khai thic khéng ¢
trong Co s¢ dit liéu quéc gia vé dan cw thi dé nghi nguoi yéu cau ké
khai day di.

- P6i v6i gidy to giri kém theo néu nguoi yéu cau nop hod so
theo hinh thuc truc tuyén:

+ Ban chup cac gidy to giri kém theo hod so diang ky cham dut
giam ho truc tuyén phai bao dam 13 nét, day du, toan ven vé ndi dung, 1a
ban chup bé‘mg may anh, dién thoai hoac dugc chup, dugc quét bﬁng
thiét bi dién ttr, tir gidy to duoc cip hop 16, con gia tri sir dung.

+ Truong hop gidy to, tai lidu phai giri kém trong hd so ding ky
cham dut gidm ho truc tuyén di co ban sao dién tir hoic di co ban dién
tir gidy to ho tich thi nguoi yéu cau duoc str dung ban dién tar nay.

- Khi dén co quan dang ky ho tich nhan két qua (Trich luc dang
ky chim dut gidm ho/ban sao Trich luc dang ky chidm dat giam ho),
ngudi c6 yéu cau dang ky cham duat giam ho xuat trinh gidy to tuy than,
nop cac gidy to 1a thanh phan ho so dang ky cham dat giam ho theo quy)
dinh phap luat ho tich.

- Gidy to do co quan c6 thAm quyén ciia nudc ngoai cip, cong
chirng hodc xac nhan dé st dung cho viéc dang ky ho tich tai Viét
Nam phai dugc hop phép hda lanh sy theo quy dinh ctia phap luét, trur
truong hop duoc mién theo diéu wdc quéc té ma Viét Nam 1a thanh
vien.




- Trudng hop ngudi c6 yéu cau ding ky cham dat giam ho
khong cung cip dugc gidy to néu trén theo quy dinh hodc gidy td nop,
xudt trinh bi tAy x0a, sira chira, 1am gia thi co quan dang ky ho tich co
tham quyén huy bo két qua dang ky chAm dat giam ho.

3.3

S6 lwong ho so

01bo

3.4

Thoi gian xir ly

02 ngay lam viéc.

3.5

Két qua thue hién thi tuc hanh chinh

- Trich luc ding ky cham dat giam ho (ban chinh), ban sao Trich luc dang ky cham|
dat giam ho (trudong hop yéu cau cip ban sao Trich luc dang ky chim dut giam ho).

- Ban dién tr Trich luc dang ky cham dut gidm hd (Ban dién tur s€ tu dong guri vé Kho
quan 1y dit liéu dién tir cia c4 nhan/dia chi thu dién tir/thiét bi sb/dién thoai ctia ngudi
yéu cau sau khi di hoan tat thu tuc dang ky cham dut giam ho tai co quan ding ky ho

tich).

3.6

Noi tiép nhan va tra két qua

- Cong Dich vu c¢éng Quéc gia (https://dichvucong.gov.vn)
- Cong Dich vu cong thanh phd Ha Néi (https://dichvucong.hanoi.gov.vn)

- B phan Mot cira (TN&TKQ) ciia UBND cap x4 noi di dang ky giam ho trude day

3.7

L¢ phi, Phi

Mién L¢ phi.

Phi cap ban sao Trich luc ding ky cham dut giam ho: 8.000 dong/ban sao trich luc

3.8 | Quy trinh xir ly cong viéc
T Trinh tu Tr:élACh Th()’l Bié:l m?tjl/ Tr?ng }héi
: nhiém | gian | Kétqua | H€ thong

Ho6 so duogc nop truc tiép tai BO phan Mot Thanh Tai khoan
ctra cia UBND cap x4 hodc giri qua hé théng phan ho so gom Tén
buu chinh hodc ndp truc tuyén theo Muc | Pang nhap
- Trudng hop ndp hd so truc tiép, cong dan 3.2 va Mat
nop hd so tai B phan Mot cira cia UBND khau
cap xa c6 thim quyén; ndp 1& phi néu thudc VNelD

B1 truong hop phai ndp 1€ phi dang ky chdm Cong
dut giam hg; ndp phi cap ban sao Trich luc dan

dang ky cham dat giam ho néu co yéu cau
cap ban sao Trich lyc dang ky cham dut
giam ho.

- Trudng hop ndp hd so truc tuyén, ngudi
¢ yéu cau dang ky chdm dut giam ho truy

cap Cong dich vu cong qudc gia hoic Cong




dich vu cong thanh pho, dang ky tai khoan
(néu chua c6 tai khoan), dang nhap vao hé
thong, xac dinh ding UBND cdp xi ¢
tham quyén.

Cong DVC két ndi véi CSDLDC dé khai
thac cac truong thong tin cua cong dan co
trong CSDLDC.

Cong dan lya chon: ,

- Dich vu cbng truc tuyen,

- Quan, Huyén, Thi xa

- UBND x4, phuong, thi tran cd tham
quyén

- Linh vuc Ho tich,

- Tha tuc Pang ky cham dut giam ho

Cong dan cung cap thong tin theo biéu miu
dién tr tuong tac dang ky cham dut giam
ho (cung cap trén Cong dich vu cong), dinh
kém ban chuyp hodc ban sao dién tir cac
giéy to, tai liu theo quy dinh; ndp phi, 1¢
phi thong qua chiic nang thanh todn truc
tuyén hodc bang cach thuc khac theo quy
dinh, hoan tat viéc ndp ho so.

Biéu miu
dién tr
tuong tac
dang ky
chém dut
giam hg

B2

Cong chiac BO phan MGt cua truy
cap Hé thdng thong tin giai quyét tha tuc
hanh chinh cua thanh phd kiém tra tinh
chinh xac, day du, thong nhat, hop Ié cua
hd so.

(i) Truong hop hd so day du, hop 1é
thi tiép nhan hd so, ¢ Phiéu hen, tra két qua
cho ngudi ¢6 yéu cau (néu ngudi cd yéu cau
lya chon hinh thirc nop hd so truc tiép)
hodc gai ngay Phiéu hen, tra két qua qua
thu dién tir hodc gwi tin nhin hen tra két
qua qua dién thoai di dong cho nguoi cd
yéu cau (néu nguoi c6 yéu cau lya chon
hinh thicc nop hd so truc tuyén), dong thoi
chuyén hé so dé cong chirc 1am cong tac ho
tich xu ly.

Sau khi tiép nhan hd so theo hinh
thirc nop truc tiép, can bo tiép nhan ho sof

tai Bo phan mot cura thuc hién s hda (sao

Cong
chuc Bo
phan
Mot cura

01 gio

HO so




chup, chuyén thanh tai liéu dién ta trén hé
thdng thong tin, co so dir lidu) va ky s6 vao
tai liéu, hd so giai quyét thu tuc hanh chinh
da duogc sb hoa theo quy dinh.

(ii) Truong hop hd so chua day du,
hop 1é thi c6 thong bao cho nguoi yéu cau
b sung, hoan thién hd so, néu 1o loai gidy
td, noi dung can bod sung dé ngudi co yéu
cau bo sung, hoan thién. Sau khi hd so duoc
bd sung, thuc hién lai budc (i);

(iii) Truong hop nguoi c6 yéu cau
dang ky cham duat giam ho khong bo sung,
hoan thién duoc hod so thi bio cdo Trudng
bo phan mot cira c6 thong béo tir chdi giai
quyét yéu cau dang ky cham dat giam ho.

B3

Cong chitc B6 phan TN&TKQ chuyén hd
so tir Hé thong thong tin giai quyét thi tuc
hanh chinh sang Hé thong thong tin dang
ky, quan 1y ho tich, ban giao ho so cho
Cong chuc Tu phép - Ho tich

Cong
chic Bo
phan
Mot ctra

01 gid

HO so

B4

Cong chtic tu phap - ho tich tham tra)
hd so (tham tra tinh théng nhat, hop 18 cua
céc thong tin trong ho so, gidy to, tai liéu do
ngudi Yeu cau nop, xuat trinh hodc dinh|
kem).

+ Truong hop hd so can bd sung,
hoan thién hodc khong du diéu kién giai
quyét, phai tir chdi thi giri thdng bao vé tinh
trang ho so téi Bo phan mét cira dé thong
bao cho nguoi nép hd so — thuc hién lai
budc (i) hoac (iii);

+ Trudng hop can phai kiém tra, xac
minh lam r6é hoac do nguyén nhan khac ma
khong thé tra két qua dung thoi gian d& hen
thi céng chuc lam cdng tac ho tich lap
Phiéu xin 13i va hen lai ngay tra két qua,
trong d6 néu rd 1y do cham tra két qua v
thoi gian hen tra két qua, chuyén Bo phan
mot cira dé tra cho ngudi ¢ yéu cau (néu

ngudi €6 yéu cau lya chon hinh thic nop

Khong
quéa 12
gio

HO so




ho so truc tiép), hodc gui Phiéu xin 16i va
hen lai ngay tra két qua qua thu dién tir
hodc gui tin nhin qua dién thoai di dong
cho ngudi ¢6 yéu cau (néu ngudi co yéu
cau lya chon hinh thic nép hd so truc
tuyén).

+ Néu thiy ho so day du, hop 18, ding
quy dinh, trudng hop tiép nhan hd so ding
ky chdm dat gidm ho theo hinh thic truc
tiép, thi cong chire tu phap - ho tich thuc hién
viéc ghi vao So6 dang kycham datgiam ho,
cap nhat thong tin dang ky cham dut giam
ho va luu chinh thac trén Phan mém dang
Ky, quan ly h¢ tich dién tir dung chung.

Truong hop tiép nhan ho so ding k]

cham dut giam ho theo hinh thac tryc tuyén,
cong chirc tu phap - ho tich gui lai biéu mau
Trich luc dang ky cham dat giam ho dién tof
v6i thong tin day du cho nguoi yéu cau qua
thu dién tir hoac thiét bj so.
Nguoi yéu cau cé trach nhiém kiém
tra tinh chinh xac, day du cua céac thong tin
trén biéu mau Trich lyc ding ky cham dut
giam ho dién tir va xac nhan (t6i da mot
ngay). , ‘

Néu nguoi cO yéu cau xac nhan
thong tin da thong nhat, day du hoic khdng
c6 phan hoi sau thoi han yéu cau thi cong
chure tu phap - ho tich thuc hién viéc ghi noi
dung vao S6 dang ky cham dut giam ho, cap
nhat théng tin dang ky cham dutgiam hova
lwu chinh thic trén Phan mém dang ky, quan
ly hé tich dién tir dung chung.

Cong chuc tu phap - hg tich in Trich luc
dang ky chidm dat gidm ho, trinh Lanh dao
UBND cap x4 ky, chuyén ho so tir Hé thong
thong tin dang ky, quan 1y ho tich sang H¢
thong thong tin giai quyét thu tuc hanh
chinh, hoan thién hd so va chuyén Bo phan
Mot ctra




Lanh dao UBND cap xi ky Trich luc ding Trich luc | Hé théng
ky chAm dut giam ho ban gidy, ky sb Trich dang ky gui tin
luc ddng ky cham dut giam ho ban dién tir chdm dut | nhan toi
chuyén Bo phan Mot cira Lanh gidamho | email cia
dao cong dan
B5 UBND 02 gio thdng bao
A~ da co ket
cap xa qua kinh
maoi cong
dan dén
nhan
1. Bé nghi cdng dan xuét trinh ban chinh H6 so
gidy to thy than, hd so
(Truong hop Co s¢ dir liéu dan cu da duoc
tich hop, chia s¢, két ndi, cong dan da co
xac thuc dinh danh dién tir, cong dan khong
can xuat trinh gidy to tiy than) Cong
2. Xac nhan da doi chieu ban chinh | chtic Tu
3. B¢ nghi cong déan ky vao To khai va So phap - o
theo quy dinh cua luat ho tich. ’ Ho tich | Trong Thong tin-
B6 | 4 Thu phi cap ban sao trich luc (néu co) oids dong bo voi
(8.000d/ban trich lyc) , ‘ hanh Cong chh
5. Bong dau cua UBND cap xa vao phan . chinh Vu cong
chit ky cua Lanh dao UBND cap x& Cong quoc gia
6. Tra két qua cho cong dan: Ban chinh, | chic Bo
Ban sao. phan
Mot clra

7. Guri ban dién tir qua Hé thong dén tai
khoan, email, Kho quan ly dir liéu dién tur
cua cong dan

8. Ho so, két qua giai quyét TTHC duoc sb
hoa

9. Luu trir ho so theo quy dinh

Biéu mau

Hé thong biéu miu (Thong tu s6 01/2018/TT-VPCP ctia Van phong Chinh phu)

BTP cua B§ Tu phap)

To khai dang ky chiam dut giam ho (néu ndp ho so truc tiép) (Thong tu s6 04/2024/TT-

Trich luc dang ky chdm dut giam ho (Thong tu sb 04/2020/TT-BTP ciia Bo Tu phép)

tu 86 03/2023/TT-BTP cua Bo Tu phap)

Biéu miu dién tir tuong tac ding ky chdm dirt giam ho (néu ndp ho so truc tuyén) (Thdng




CONG HOA XA HQI CHU NGHIA VIET NAM
boc lap - Tw do - Hanh phac

TO KHAI PANG KY CHAM DUT GIAM HQ

Kinh geri: @Uy ban nhan dan ...

Ho, Chir dém, t&n NGUOT YEU CAUS ......ooovevceceeeeeese et
Ngay, thang, NAM SINN: ...occvviiiie s
INOT CU TR ettt ettt en s se et s s st ettt st tanas

Pé nghi co quan ding ky cham durt viéc giam h giira:

Nguwoi giam ho:

[ CO TR ®S 011 Qe £ 1 TR (=1 1S
Ngay, thang, NAM SINN: .....ocvviiii e
Gigitinh: @, DANOC: @, Quéc tich: @ .............
INOT CU TP oottt a et a bbbt b sanas

Nguoi dwgc giam ho:

[ (O TR0 411 Qe £ 2 1A (=1 ST
Ngay, thang, NAM SINN: ...ooiiiiii e
Gigitinh: @ ..o, DANOC: @, Quéc tich: @ ............
INOT CU T 2 Lottt sttt st st b e et s s st st r e et e st et e ss st erene s

DA dang ky gidm No tai @) ..o
ngay ....... thang ......... nam ......... 1S QUYEN SO e,
LY do ChAm dirt VIEC GIAM NO:......cveeeceeceeteee et
T61 cam doan nhitng ndi dung khai trén day 1a ding su that va chiu trach nhi¢m trude phap
luat vé cam doan caa minh.

Lam tai: ............. , NOAY ..o thang ....... nam .......

Ngudi yéu cau
(Ky, ghi rd ho, chir dém, tén)

D’é nghl Cép bél’l Sao(5): Cé |:|, Khéng |:| ................................
S0 lugng:...ban



Chu thich:
() Ghi 13 tén co quan ding ky chdm dut giam ho.
@ Chi ghi trong truong hop ngudi ¢ yéu cau ding ky ho tich chwa co/khong cung cap
s6 dinh danh c4 nhan/can cudc cdng dan/thé can cudce/chizng minh nhan dan.
~ Truong hop phai cung cap thong tin “Noi cu tra” thi ghi theo noi ding ky thuong tri;
néu khong c6 noi dang ky thuong trd thi ghi theo noi dang ky tam tra; truong hop khdng co
noi dang ky thuong tra va noi dang ky tam trd thi ghi theo noi ¢ hién tai.
®Ghi s6 dinh danh c4 nhan/can cudc cong dan/thé cin cude/sd Gidy khai sinh (d6i Vi tré
em)
Vi du: - Can cuée cong dan sé 025188001010 do Cuc Canh sat QLHC vé TTXH cap
ngay 20/11/2021
- Giay khai sinh s 01/2014, quyén s6 02 do UBND xa My Thang, huyén My
Loc, tinh Nam Dinh cap ngay 15/11/2014.
Truong hop khdng c6 s dinh danh c4 nhan/cin cudc cong dan/thé can cudc thi ghi
gidy to hop Ié thay thé (ho chiéu, chizng minh nhan dan,...).
) Ghi 16 tén co quan ding ky giam ho trude day (s6, ngay thang nam diang ky).

®) P& nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd sb luong.



NOI DUNG MAU HQ TICH DIEN TU TUONG TAC
PANG KY CHAM DUT GIAM HQ

I. Théong tin vé ngudi yéu ciu ding ky chim dit giam hd
(1) Ho, chir dém, tén;
(2) Sb dinh danh ¢4 nhan;

(3) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H6 chiéu/Gidy to hop 18
thay thé); sb, ngay, thang, nim cap, co quan cap; ban chup dinh kém;

(4) Noi cu tra (noi thuong tri/noi tam tri/noi dang sinh song).

II. Thong tin vé nguoi giam ho

(5) Ho, chir dém, tén;

(6) Ngay, thang, nam sinh (tach bi¢t riéng 03 truong thong tin ngay, thang, nam);
(7) Gi61 tinh;

(8) Dan tdc;

(9) Qudc tich;

(10) S6 dinh danh c4 nhan;

(11) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/Hb chiéu/Gidy to hop 18
thay thé); sb, ngay, thang, nim cap, co quan cap; ban chup dinh kém;

(12) Noi cu trt (noi thuong tra/noi tam tra/noi dang sinh sdng).

I11. Thong tin vé nguoi dwoc giam ho

(13) Ho, chit dém, tén;

(14) Ngay, thang, ndm sinh (tach biét riéng 03 truong thong tin ngay, thang, nam);
(15) G161 tinh;

(16) Dan toc;

(17) Qudc tich;

(18) S6 dinh danh c4 nhan;



(19) Gidy to tuy than: Loai gidy to st dung (Gidy khai sinh/CCCD/CMND/HO
chiéu/Giay to hop 1€ thay thé); so, ngay, thang, nam cap, co quan cap; ban chup dinh
kem:;

(20) Noi cu tra (noi thudng tra/noi tam tra/noi dang sinh sdng);

(21) Pang ky giam ho: s, ngdy, thang, nam ding ky, co quan ding ky;

(22) Ly do chdm dut giam ho;

(23) dé nghi cap ban sao:

o Co

S6 luwong ban sao yéu cau: ...

0 Khong

(24) Hb so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan cac thong tin cung cap la dang su that va chiu hoan toan
trach nhiém trude phap luat vé ndoi dung cam doan cua minh.

* Trudng hop cac thong tin vé gidy to ching minh noi cu tri da duoc khai thac tir
CSDLQGVDC, duoc hé thong dién ty dong thi khong phai xuat trinh (theo hinh thirc
truc tiép) hodc tai 1én (theo hinh thirc truc tuyén)

* Mau dién tir tuong tac ghi nhan thoi gian (gio, phut, gidy, ngay, thang, nim) hoan
tat viéc cung cap thong tin; ngudi yéu cau trude d6 da dang nhap vao hé théng, thuc
hién xac thuc dién tir theo quy dinh.

Nguoi yéu cau ding ky cham dat giam ho nhan Trich luc dang ky cham dut giam ho
(ban chinh) tryc tiép tai co quan ding ky ho tich.

Ban di¢n tu s€ tu dong gui vé Kho quan ly dir li¢u dién tr cua ca nhan/dia chi thu
dién tu/thiét bi sé/dién thoai cia ngudi yéu cau sau khi da hoan tat thu tyc dang ky
cham dut giam ho tai co quan ding ky ho tich.



UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
G Doc 1ap - Tw do - Hanh phuc

sSé6:@  JTLCDGH ... ,ngay......thang ....nim ...

TRICH LUC
PANG KY CHAM DUT GIAM HQ

Nguwoi gidm h:

Ho, chit dém, tén:

Ngay, thang, ndm sinh:

GiGi tinh: DAN tOC: Quéc tich:

GHAY T EUY TNAN ottt

Nguwoi dwgc giam ho:

Ho, chir dém, tén:

Ngay, thang, ndm sinh:

GiGi tinh: . DAN tOC: Quéc tich:

Gidy khai sinh/Giay to tly than:

Diang ky giam ho tai: @

S0 NQAY...ooore thang.............. nim
Pi cham dit giam h.

Ly do cham dhit:

NGUOIKY TRICHLYC
(Ky, ghi rd ho, chr dém, tén, chirc vy, dong dau)

(3Ghi tén co quan cp Trich lyc (ghi du cac cap hanh chinh).
9Ghi theo sb trong S dang ky cham dirt giam ho.
© Ghi rd tén co quan ding ky giam ho trude diy (so, ngay thang nim ding ky)



PHAN GHI CHU NHUNG THONG TIN THAY POl SAU NAY

TT

Ngay, thang, nam
ghi chu

Noi dung ghi cha

(d@6ng dau vao nji
dung da ghi cha)

Can ctr
ghi chu

Ho, chir dém, tén, chir ky
cuia ngwai thuc hién ghi cha




UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
.................... (1) Poc 1ap - Ty do - Hanh phiic

S6:@ /TLCDGH-BS ... ,NEAY.......... thang......... nim ..........

TRICH LUC
PANG KY CHAM DUT GIAM HQ

(BAN SAO)

Nguwoi giam ho:

Ho, chir dém, tén:

Ngay, thang, nam sinh:

GG NN e DAN TOC: o Quéc tich:
Gidy to tiy than:

Ngwoi dwec giam ho:

Ho, chir dém, tén:

Ngay, thang, nam sinh:

Gidy khai sinh/Giay to tly than:

Ding ky giam ho tai: @)oo, SOurereeieriie e, NGAY...ocvvereererenn. thang
.................... nam
Di dang ky cham dut gidm ho, SO .......covvveeveereeirennee. NEAY..eoveeneenrennens thang........cccceeee. nam

Thuc hién trich luc tir:®

NGUOI KY TRICH LyC ,
(Ky, ghi rd ho, chir dém, tén, chuc vy, dong dau)

Chu thich:

® Ghi tén co quan cdp ban sao Trich luc dang ky cham dut giam ho (ghi du cac cap hanh chinh).

@ Ghi theo s trong Sé cap ban sao Trich luc ho tich cia co quan thuc hién viéc cap ban sao Trich luc dang ky chdm dut giam hé.
@) Ghi rd tén co quan dang ky gidm ho trude déy (sb, ngay thang nam dang ky).

@ Tuy theo cach thirc thuc hién, ghi rd cin ctr cip ban sao tir: Sé dang ky chadm dut gidm ho hodc Co s dir liéu ho tich dién ti.



12. Thi tuc thay ddi, cai chinh, bé sung thong tin h¢ tich (QT-XP-12)

1

Muc dich

Quy trinh nay quy dinh trinh ty va cach thirc giai quyét hd so dé nghi thay d6i, cai
chinh, bé sung thong tin ho tich thudc tham quyén giai quyét caa UBND cép x4

Pham vi

- Ap dung dbi voi ca nhan co dé nghi thay ddi, cai chinh, bd sung thong tin hd tich.
- Ap dung dbi véi cong chire UBND cip x4 thue hién Quy trinh nay.

Noi dung quy trinh

3.1

Co so phap ly

- Luat HO tich nam 2014;

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

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

- Nghi dinh s6 104/2022/NP-CP ngay 21/12/2022 cua Chinh phu stra d6i, bo sung mot
s6 diéu cua cac nghi dinh lién quan dén Viéc nop, Xuat trinh s6 ho khau, s6 tam tr giay
khi thuc hién tha tuc hanh chinh, cung cap dich vu cong:

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

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

- Thong tu s6 03/2023/TT-BTP ngay 02/8/2023 cua B Tu phép sira doi, b sung mot
s6 noi dung cia Thong tu sé 01/2022/TT-BTP cua Bo Tu phap quy dinh chi tiét mot
s6 diéu va bién phap thi hanh Nghi dinh s6 87/2020/NB-CP cia Chinh pha quy dinh
vé Co sé dit liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Thong tu s6 04/2024/TT-BTP cua Bo Tu phéap stra do6i, bd sung mot s6 diéu cua
Thong tu s6 02/2020/TT-BTP cua B Tu phap ban hanh, huéng dan st dung, quan ly
mau sé qudc tich va mau gidy to vé qudc tich va Thong tu s 04/2020/TT-BTP cua Bo
Tu phap quy dinh chi tiét thi hanh mot sé diéu cua Luat Ho tich va Nghi dinh sé
123/2015/ND-CP quy dinh chi tiét mot sé diéu va bién phap thi hanh Luat Ho tich;

- Thong tu s6 281/2016/TT-BTC ctia Bo Tai chinh quy dinh mirc thu, ché d6 thu, ndp,
quan ly va sir dung phi khai thac, sir dung thong tin trong co s6 dir 1iéu ho tich, phi xac
nhan co quoc tich Viét Nam, phi xac nhan 1a nguoi goc Viét Nam, 1€ phi quoc tich;

- Thong tu s0 85/2019/TT-BTC ngay 29/11/2019 cua B Tai chinh hudng dan vé phi v
1€ phi thude tham quyén quyét dinh cia HDND tinh, thanh pho tryc thudc Trung uong;

- Thong tu so 106/2021/TT-BTC caa Bo Tai chinh sira doi, bo sung mot sO diéu cua
Thong tu s6 85/2019/TT-BTC ctia B Tai chinh huéng dan vé phi va 1& phi thudc
tham quyén quyét dinh ctia Hoi dong nhan dan tinh, thanh phé truc thuéc Trung wong.
- Nghi quyét s6 06/2020/NQ-HPND ngay 07/7/2020 ctia Hoi dong nhan dan thanh
phd Ha Noi vé viéc ban hanh mot s6 quy dinh thu phi, 1& phi trén dia ban thanh phd Ha
N1 thudc thém quyén quyét dinh ctia Hoi dong nhan dan Thanh phé

- Nghi quyét 3007/2023/NQ HDNDngay 04/7/2023 cua Hoi ddéng nhan dan thanh
phd Ha Nai vé viéc thu phi, & phi thuoc tham quyén quyét dinh caa Hoi ddng nhan

dan Thanh phé trén dja ban thanh phé Ha Noi.



http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123

- Quyét dinh s6 1079/QD-BTP ngay 11/6/2024 cong bo thi tuc hanh chinh dugc stra doi,
bo sung trong linh vuc ho tich thuc hién tai co quan dang ky ho tich thudéc pham vi chiic

nang quan 1y cua Bo Tu phap.

- Quyét dinh s6 3658/QD-UBND ngay 15/7/2024 cua UBND thanh phd Ha Noi cong
bq Danh muyc tha tuc hanh chinh stra doi, bd sung linh vuc hé’, tich, quoc tich thudc
tham quyén giai quyét cua co quan, don vi trén dia ban thanh pho Ha Noi.

3.2

Thanh phin hd so

Ban
chinh

Ban
Sao

- To khai dang ky thay d6i, cai chinh, bo sung thong tin ho tich, xac
dinh lai dan tdc theo mau (néu ngudi ¢ yéu cau lua chon ndp hd so
theo hinh thuc truc tiép hodc giri hd so qua hé théng buu chinh);

- MAu ho tich dién tir twong tacthuc hién dang ky thay doi, cai chinh, bé
sung thong tin hd tich, xac dinh lai dan toc (do ngu’m yéu cAu cung cap
thong tin theo hu:ong dan trén Céng dich vu cong, néu ngudi cd yéu cau
lua chon ndp hd so theo hinh thire truc tuyen),

- Nguoi ¢6 yéu cau dang kythay doi, cai chinh, b sung thong tin ho
tich thuc hién viéc ndp/xuat trinh (theo hinh thire truc tiép) hodc tai Ién
(theo hinh thire truc tuyén) cac gidy to sau:

* Gidy to phai nop

- Gidy to 1am can cr thay ddi, cai chinh, bd sung thong tin ho tich.

- Vin ban iy quyén theo quy dinh cta phap luat trong truong hop uy
quyén thuc hién viéc dang ky thay d6i, cai chinh, b6 sung thong tin ho
tich. Truong hop ngudi duge uy quyén la 6ng, ba, cha, me, con, vQ,
chdng, anh, chi, em rudt ctia ngudi Gy quyén thi vin ban uy quyén
khong phai chung thuec.

* Gidy to phai xuat trinh

- Ho chiéu hodc Chting minh nhan dan hoidc Thé cin cudc cong dan
hoidc Can cudc hodc cac gidy to khac ¢ dan anh va thong tin c4 nhan
do co quan c6 thim quyén cép, con gia tri sir dung dé chimg minh vé
nhan than cta ngudi ¢ yéu cdu ding ky thay doi, cai chinh, bd sung
thong tin ho tich.Truong hop cac thong tin ¢4 nhan trong cac gidy td
nay da co trong CSDLQGVDC, CSDLHTPT, duoc hé thong dién tu
dong thi khong phai tai 1én (theo hinh thirc tryc tuyén);

- Gidy to c6 gié tri chang minh théng tin vé cu tra trong trudng hop
co quan diang ky ho tich khdng thé khai thac duoc théng tin vé noi cu
tr( ciia cong dan theo cac phuong thircc quy dinh tai khoan 2 Diéu 14
Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 ctua Chinh phu.
Truong hop cac thong tin vé gidy to chimg minh noi cu tra da duoc
khai thac tir Co s¢ dit liéu qudc gia vé dan cu bang cac phuong thirc
nay thi nguoi c6 yéu cau khong phai xuat trinh (theo hinh thuc truc
tiép) hoic tai 18n (theo hinh thuc truc tuyén).

Truong hop gii hd so qua hé théng buu chinh thi phai gui kém theo

ban sao ¢ chang thuc cac gidy to phai xuat trinh néu trén.




*Luuy

- Doi v6i gidy to ndp, xuat trinh néu ngudi yéu cau ndp hd so
theo hinh thtc truc tiép:

+ Nguoi tiép nhan co trach nhiém kiém tra, dbi chiéu véi thong
tin trong to khai, chup lai hodc ghi lai thong tin d luu trong ho so va
tra lai cho nguoi xuét trinh, khong duoc yéu ciu ndp ban sao hoac ban
chup gidy to do.

+ Ngudi yéu cau dang ky ho tich c6 thé ndp ban sao ching thuc
tir ban chinh hoac ban sao duoc cép tlr sO géc hodc ban chup kém theo
ban chinh gidy to dé d6i chiéu. Truong hop ngudi yéu cau ndp ban
chup kém theo ban chinh gidy to thi nguoi tiép nhan c6 trach nhiém
kiém tra, d6i chiéu ban chup vé&i ban chinh va ky xac nhan, khong dugc
yéu cau nguoi di dang ky ndp ban sao gidy to do.

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

Ngueoi tiép nhdn hé so thue hién khai théac thong tin trong Co S0
dit liéu quoc gia vé dan cu theo quy dinh phdp ludt néu nguoi yéu cdau
ddang ky ho tich dd cung cdp ho, chiv dém, tén; ngay, thang, nam sinh;
s6 dinh danh cd nhdn/cin cuwde cong dan/thé can cwde/chirng minh
nhdn dan. Truong hop cdc théng tin can khai thac khéng cé trong Co
s diF lidu quoc gia vé déan cw thi dé nghi nguoi yéu cau ké khai day du.

- Béi voi gidy to giri kém theo néu nguoi yéu cau ndp ho so theo
hinh thire truc tuyén:

+ Ban chup cac gidy to giri kém theo hd so ding ky ding ky thay
ddi, cai chinh, bd sung thong tin ho tich truc tuyén phai bao dam rd nét,
dﬁy du, toan ven vé ndi dung, 1a ban chup bé“mg may anh, dién thoai hodc
duoc chup, dugc quét béng thiét bi dién tur, tir giéy to duoc cép hop I¢,
con gia tri st dung.

+ Truong hop gidy to, tai liéu phai gui kém trong hd so ding k)
dang ky thay ddi, cai chinh, bd sung théng tin ho tich truc tuyén di c6 ban
sao dién tir hodc di c6 ban dién tir gidy to ho tich thi nguoi yéu cau duoc
sir dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Trich luc thay
doi/cai chinh/ bd sung thong tin ho tich hodc ban sao Trich luc thay
ddi/cai chinh/bd sung thdng tin ho tich), ngudi c6 yéu cau ding ky thay)
d6i, cai chinh, b6 sung thong tin ho tich xuat trinh gidy to tuy than, nop
cac giay to la thanh phan ho so dang ky thay doi, cai chinh, bo sung
théng tin ho tich theo quy dinh phap luat hé tich.

- Gidy to do co quan c6 thdm quyén cta nudc ngodi cap, cong
chirng hoac xac nhéan dé st dung cho vi¢c dang ky ho tich tai Viét Nam
phai dugc hop phap hoa lanh su theo quy dinh cua phap luat, trir trudong




hop duoc mién theo diéu ude qudc té ma Viét Nam 1a thanh vién.

- Trudng hop ngudi yéu cau ding ky ¢ yéu cau diang ky thay|
d6i, cai chinh, bd sung théng tin ho tichkhdéng cung cdp dugc gidy td
néu trén theo quy dinh hodc gidy to ndp, xuat trinh bi tay xoa, sta
chita, 1am gia thi co quan dang ky ho tich c6 tham quyén hiy bo két
qua dang ky thay dbi, cai chinh, bo sung thong tin ho tich.

3.3

S6 lwong hd so

01 bo

3.4

Yéu ciu, diéu kién thye hién thi tuc hanh chinh:

+ Viéc thay doi ho, chit dém, tén cho ngudi dudi 18 tudi phai c6 su déng ¥ cua cha,
me nguoi do va duogc thé hién 1o trong To khai; ddi véi nguoi tr du 9 tudi trg 1én thi
con phai c6 sy dong ¥ cta ngudi do.

+ Viéc cai chinh ho tich chi duoc giai quyét sau khi c6 du cin ctr dé xac dinh c6 sai sot
do 18i ctia cong chuc lam cong tac ho tich hodc cua nguoi yéu cau dang ky ho tich;
khong cai chinh ndi dung trén gidy to ho tich dd duoc cap hop 1é nham hop thuc hoa
thong tin trén ho so, gidy to c4 nhan khac.

+ Gidy to ho tich quy dinh di cdp cho ca nhan trudc ngay 01/01/2016 (ngay Luat Ho
tich co hiéu luc) co gia tri str dung ma khong phai bo sung thong tin ho tich con thiéu
50 v6i bieu mu ho tich hién hanh.

+ Gidy to ho tich duoc cap hop 18 ké tir ngay 01/01/2016 ma thong tin ho tich con
thiéu thi dugc bo sung, néu co gidy to, tai lidu do co quan, to chirc ¢6 thim quyén cap
hop 1€ chiing minh.

Yéu cau ghi bod sung quéc tich Viét Nam chi thyc hién d6i véi giéy to ho tich duoc cép
ké tir ngay 01/01/2016, sau khi da xac dinh ngudi yéu cau dang c6 qudc tich Viét Nam
theo quy dinh ctia Luat Qudc tich Viét Nam.

3.5

Thoi gian xir ly

- 03 ngay lam viéc d6i v6i yéu cau thay doi, cai chinh ho tich; truong hop phai
xac minh thi thoi han giai quyét khong qua 06 ngay lam viéc.

- Ngay trong ngdy lam viéc ddi v6i yéu ciu bod sung thong tin ho tich, truong
hop nhan hd so sau 15 gid ma khong giai quyét dugc ngay thi tra két qua trong ngay
lam viéc tiép theo.

3.6

Két qua thue hién thi tuc hanh chinh:

- Trich luc thay ddi/cai chinh/bd sung théng tin ho tich (ban chinh), ban sao Trich luc
thay d6i/cai chinh/bd sung thong tin ho tich (trudng hop yéu cau cip ban sao Trich luc
thay d6i/cai chinh/bo sung thong tin ho tich).

- Ban dién tir Trich luc thay dbi, cai chinh, bo sung thong tin ho tich, xac dinh lai dan
toc (Ban dién tr s€ tu dong giri vé Kho quan 1y dir li€u cua cd nhan/dia chi thu dién
t(r/thiét bi sd/dién thoai ctia ngudi yéu cau sau khi da hoan tat thi tuc dang ky thay doi,
cai chinh, bd sung thong tin ho tich, xac dinh lai dan tdctai co quan dang ky ho tich).

3.7

Noi tiép nhan va tra két qua

- Cong Dich vu céng Qudc gia (https://dichvucong.gov.vn)



- Cong Dich vu cong thanh phé Ha Néi (https://dichvucong.hanoi.gov.vn)

- B§ phén Mot cira (TN&TKQ) cua UBND cap xd noi da dang ky ho tich trude day
hodc UBND cap xa noi cu trii cua nguoi c6 yéu cau co thdm quyen giai quyet viée
thay doi, cai chinh cho nguoi chua du 14 tudi, bd sung ho tich cho cong dan Viét Nam
cu tru ¢ trong nuoc.

- Bo phan Mot cira (TN&TKQ) ctia Uy ban nhan déan cip x4 noi di dang ky khai tir
trudc day thuc hién viéc cai chinh ndi dung dang ky khai .

3.8

Lé phi, Phi

- Mién 18 phi cho nguoi thudc gia dinh c6 cong véi cach mang; ngudi thude ho
nghéo; ngudi khuyét tat.

- Mtc thu Lé phi ddi véi dich vu cong truc tuyén khi t chic, c& nhan nop hd so thuc
hién TTHC trén Cong Dich vu c¢éng bang Khdng (Khéng thu).

- Lé phi dang ky theo hinh thurc tryc tiép: 5.000 dong

- Phi cap ban sao Trich luc dang ky thay d6i/cai chinh/bo sung thong tin ho tich: 8.000
d6ng/ban sao trich luc

3.9 | Quy trinh xir ly cong viéc
\ Trach | Thoi | Biéu miu/ | Trang thai
Il Trinh ty nhiém | gian | Kétqua | H¢ thong
Hb so dugc ndp truc tiép tai BO phan Mot Ihén‘ﬂh Tf\ii khoan
ctra cia UBND cép x4 hoic giri qua hé thong phanhd so | gomTén
buu chinh hodc ndp truc tuyén theo Myc Dar‘lg nPap
\ A A - A . 3.2 va Mat
- Trudong hop ndp ho so truc ti€p, ngudi co Kkhiu
yéu cau dang ky thay d6i, cai chinh, bo sung
n A NS PO VNelD
thong tin ho tich ndp hd so thay doi, cai
chinh, bd sung thong tin ho tichtai B phan
Mot ctra cia UBND cdp x3 co tham quyén;
nop 1& phi néu thudc truong hop phai ndp 18
phi thay d6i, cai chinh, b sung thong tin ho
tich; nop phi cip ban sao Trich lyc thay déi,
cai chinh, bd sung thong tin hd tich néu ¢o Co
A A A 5 ’ A 5 . Ong
Bl yéu cau cap ban sao Trich luc thay doi, cai dan

chinh, bo sung thong tin ho tich.
- Trudng hop ndp hd so truc tuyén, cong
dantruy cap Cong dich vu coéng qudc gia
hoic Cong dich vu cong thanh phd, dang ky
tai khoan (néu chua co tai khoan), xac thuc
nguodi dung theo hudng dan, ding nhap vao
hé thong, xac dinh diing UBND cap xi co
tham quyén.

Cong dan lya chon: ,

- Dich vu cbng truc tuyen,

- Quan, Huyén, Thi xa

- UBND x4, phuong, thi tran c6 tham quyén Bidu mau




- Linh vuc Ho tich,

- Thu tuc Pang ky thay ddi, cai chinh, bd
sung thong tin ho tich

Cong dan cung cap thong tin theo biéu miu
dién tir dang ky thay ddi, cai chinh, bo sung
thong tin ho tich (trén Cong dich vu cong),
dinh kém ban chup hodc ban sao di¢n tir cac
gidy t0, tai lidu theo quy dinh; ndp phi, 1& phi
thong qua chirc niang thanh toan tryc tuyén
hoic bang cach thirc khac theo quy dinh,
hoan tat viéc nop hd so.

dién tur
tuong tac
thuc hién
dang ky
thay doi,
cai chinh,
bd sung
thong tin
ho tich

B2

Cong chirc B phan M4t cua truy cap Hé
thong thong tin giai quyét thu tuc hanh chinh
cta thanh phd kiém tra tinh chinh xéc, day
du, théng nhat, hop 1€ cua hd so.

(i) Truong hop ho so day du, hop 18 thi tiép
nhan hd so; c6 Phiéu hen, tra két qua cho
ngudi cO yéu cau thay doi, cai chinh, bo sung
thong tin ho tich (néu tiép nhan hd so bo sung
thong tin ho tich sau 15 gio) (néu nguoi co
y&u cau lya chon hinh thac nép hd so truc
tiép) hoac gui ngay Phiéu hen, tra két qua
qua thu dién t hoac giri tin nhan hen tra két
qua qua dién thoai di dong cho nguoi co yéu
cau (néu nguoi co6 yéu cau lya chon hinh
thic nop ho so truc tuyén):chuyén ho so dé
cdng chac lam cong tac ho tich xur ly.

Sau khi tiép nhan hd so theo hinh thirc nop
truc tiép, can bo tiép nhan hd so tai BO phan
mét cira thyuc hién sb hoa (sao chup, chuyén
thanh tai liéu dién tir trén hé théng thong tin,
co s& dir liéu) va ky s6 vao tai lieu, ho so
giai quyét thi tuc hanh chinh da dugc sé hoa
theo quy dinh.

(ii) Truong hop hod so chua day du, hop 1é
thi c6 thong bao cho ngudi Yéu cau b sung,
hoan thién hd so, néu 15 loai gidy to, noi
dung can bo sung dé nguoi ¢d yéu cau bd
sung, hoan thién. Sau khi h6 so duoc bd sung,
thuc hién lai budc (i);

(iii) Truong hop ngudi ¢d yéu cau dang ky
thay doi, cai chinh, b6 sung thdng tin ho tich

khdng bd sung, hoan thién dugc hd so thi

Cong
chirc
B6 phan
Mot cua

Trong
gio
hanh
chinh

- Phiéu yéu
cau bd
sung, hoan
thién hd so
- Giay tiép
nhén hé so
va hen
ngay tra
két qua




bao cao Truong bo phan mot cira cé thdng
bao tir choi giai quyét yéu cau ding ky thay
d6i, cai chinh, bo sung théng tin ho tich.

Cong chac Bo phan Mot cura truy cap Hé

thong thong tin giai quyét tha tuc hanh chinh|  Cang

B3 [cia thanh phd chuyén hd so sang Hé thdng| chirc Hb so
thong tin dang ky, quan ly ho tich cho congl Mot cira
chue Tu phap - Ho tich
Cong chirc tu phap - ho tich tham tra ho so
(tham tra tinh théng nhat, hop 1¢ cua cac thdng
tin trong ho so, gidy to, tai liéu do ngudi yéu
cau nop, xuat trinh hodc dinh kém).
+ Trudng hop hd so can b sung, hoan thién
hoac khong du diéu kién giai quyét, phai tur
chéi thi giri thdng bao vé tinh trang ho so tdi
Bo phan mot cira dé thong bao cho nguoi
nop hd so — thuc hién lai bude (i) hoic (iii);
+ Truong hop can phai kiém tra, x4c minh :
lam r6 hodc do nguyén nhan khac ma khong -Bo |- Tricf;,lui
thé tra két qua ding thoi gian da h§n thi h%uggh t?i?:i /Eil“(;lic};lo
cf)ng churc lam cbng tac h(j tich 1ap Phiéu xin 01 gi(y luc cai
[6i va hen lai ngély,tré két qua, trong d6 néyl - Thay chinh ho
rQ ly do chamvtré ket qua va thoi giar) hen tra dbi, cai tich/Trich
ket qua, chuyen B6 phan mot cira dé tra cho| chinh | Tuc bd
nguoi ¢4 yéu cau (néu ngudi 6 yéu cau lua Cﬁf‘g ho tich: | sung ho

B4 [chon hinh thtc nép hd so tryc tiép), hoic gii TC U}’f, 02 tich
Phiéu xin 13i va hen lai ngay tra két qua qua _ fl(f tiil}’l ngay; | - Thong
thu dién tor hoac gui tin nhan qua dién thoai T -Thoi | bao ho so
di dong cho ngudi ¢6 yéu cau (néu nguoi co gian | khongdu
y&u cau lya chon hinh thac nép ho so truc xac | dicukién
tuyén) minh | gidi
+ Néu thdy viéc thay d6i, cai chinh, bé sung (néu | quyet/Tho

P A L y c0): 05 | ng bao bd

thong tin ho tich 1a ¢o6 co s, phu hop vai ngay | sung hd so

quy dinh cua phap luat dan su va phép luat
c6 lién quan, hd so day du, hop 1¢, dang quy
dinh, truong hop tiép nhan hd so dang ky thay
d6i, cai chinh, bd sung théng tin ho tich theo
hinh thic tryc tiép, thi cong chirc tu phép - ho
tich thuc hién viéc ghi vao So6 diang kythay
d6i, cai chinh, bé sung thdng tin ho tich, xac
dinh lai dan toc, cap nhat thong tin dang ky
thay doi, cai chinh, b6 sung thdng tin ho tich

va luu chinh thic trén Phan mém dang ky,




quan ly ho tich dién tir dung chung.

Trudng hop tiép nhan hé so dang ky thay doi,
cai chinh, b6 sung théng tin ho tich theo hinh
thirc truc tuyén, céng chic tu phap - ho tich
gui lai biéu miu Trich luc thay doi/cai
chinh/bé sung théng tin ho tich, xac dinh lai
dan toc dién tirvéi thong tin day du cho nguoi
yéu cu qua thu dién tir hoac thiét bi sb.

Nguoi yau cau cd trach nhiém kiém tra tinh
chinh xac, day du cua cac thong tin trén biéu
mau Trich lyc thay doi/cai chinh/bd sung
thong tin ho tich, xac dinh lai dan toc dién ti
va xac nhan (t6i da mot ngay).

Néu ngudi €6 yéu cau xac nhan thong tin da
thong nhat, day du hodc khong ¢ phan hoi
sau thoi han yéu cau thi cong chue tu phép -
ho tich thuc hién viéc ghi noi dung vao So
dang ky thay doi, cai chinh, b6 sung théng
tin ho tich, xac dinh lai dan toc, cap nhat
thong tin thay doi, cai chinh, bo sung thong
tin ho tich va luu chinh thic trén Phan mém
dang ky, quan ly ho tich dién tur dung chung.
Cong chure tw phap - h¢ tich in Trich luc thay
doi/cai chinh/bé sung thong tin ho tich
tuong ung, trinh Lanh dao UBND cap xa ky,
ky sO, chuyén ho so tir Hé thdng thong tin
dang ky, quan ly h¢ tich sang H¢ thong
thong tin giai quyét thu tuc hanh chinh,
hoan thién hd so va chuyen Bd phan Mot ctra

Lanh dao UBND cap xi ky Trich lyc thay Hé théng
d6i/cai chinh/bo sung thong tin ho tich ban guri tin
gidy, ky s6 Trich luc thay ddi/cai chinh/bd | nhantsi
sung thong tin ho tichban dién tir chuyén Bo N Phié,u kié,m erpail c}ia
phan Mot cira tra két qua cho ngudi c6 yéu Lanh dao soatqua | cong dan
BS |.au. UBND | 01 gio | trinh gidi | thong bao
cap xa quyéthd | da co két
SO qua kinh
moi cong
dan dén
nhan
1 ,Dé nghi cong dan xuat trinh ban chinh Cong Trich Iuc Truong th
gidy to tuy than, ho so chic | 1MONg thay dbi, Co so du
B6 [2. X4c nhan di ddi chiéu ban chinh Bophan | 29 | cai chinh, licu dan cu
3. Dé nghi cong dan ky vao To khai va S6 | Mot cira hanh b6 sung ho da dugc tich
theo quy dinh cua luat ho tich. chinh tich hop, ~ chia

s¢, két ndi,




4. Thu phi cap ban sao trich luc (néu co)
(8.000d/ban trich luc)

5. Béng dau cia UBND cap xa vao phan
chit ky cua Lanh dao UBND cap x&

6. Tra két qua cho cong dan: Ban chinh, Ban
Sa0.

7. Gri ban dién tir qua Hé thong dén tai
khoan, email, Kho quan ly dir liéu dién tu
cua cong dan

8. Ho so, két qua giai quyét TTHC duoc 6
hoa

9. Luu trir hd so theo quy dinh

Cong
dan

cong dan da
cO xac thuc
dinh  danh
dién tur,
cong  dén
khéng can
Xuat  trinh
gidy to tly
than

Thong tin
ddng bo véi
Cong Dich

vu cong

quéc gia

\I

- Truong hop thay doi, cai chinh, bo sung
thong tin ho tich lién quan dén Gidy khai
sinh, Gidy chiig nhan két hon thi cong chirc
tu phap - ho tich ghi ndi dung thay doi, cai
chinh ho tich vao Gidy khai sinh, Gidy
ching nhan két hon; bo sung thong tin ho
tich vao muc twong ting va déng dau vao ndi
dung b sung.

Truong hop dang ky thay doi, cai chinh ho
tich khong phai tai noi dang ky hd tich trude
day thi UBND cip xa phai thong bdo bang
van ban kém theo ban sao trich luc ho tich
dén UBND noi dang ky ho tich trudc day dé
ghi vao S6 hé tich.

Truong hop noi dang ky ho tich trude day la
Co quan dai dién thi UBND céap xi thong
bao bang van ban kém theo ban sao trich luc
ho tich dén Bo Ngoai giao dé chuyén dén Co
quan dai dién ghi vao S6 ho tich.

- Thyc hién luu ho so theo quy dinh

Cong
chuc Tu
phap - Ho
tich

Trong
gio
hanh
chinh

Biéu mau

Hé thong biéu miu (Thong tu s6 01/2018/TT-VPCP ctia Vin phong Chinh phu)

To khai dang ky thay d6i/ cai chinh/ bo sung thong tin ho tich (néu ndp hé so truc tiép)

(Thong tu s 04/2024/TT-BTP ciia Bo Tu phap)

Trich luc thay doi ho tich/Trich lyc cai chinh ho tich/Trich luc bo sung thong tin ho

tich (Thong tu s6 04/2020/TT-BTP cta B6 Tu phap)

Biéu mau dién tir trong tac thuc hién ding ky thay doi, cai chinh, bo sung thong tin ho

tich (néu ndp ho so truc tuyén) (Thong tu s6 03/2023/TT-BTP ciia Bd Tu phap).
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GIAY T TUY ThAN: Bttt sttt n et en et ees
DA FANZE KT ©) oot
17|
ngay......... thang ......... nam ........... SO wereerieeeen QUYEN SOttt ries e siee e
NI 18T T TP
o o PRSP

T6i cam doan nhitng ndi dung khai trén ddy 1a dung sy that va chiu trach nhiém trudc phép luat vé
cam doan cua minh.
Dé nghi cap ban sao™: Co L], Khong [ <6 luong:........... ban(®.

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

Y kién ciia ngudi duge thay ddi ho, chit dém, tén Y kién cua cha va me (néu thay doi ho, chi
(néu nguoi d6 tir di 9 tudi tré 1én); xac dinh lai dém, tén cho nguoi dudi 18 tuoi)

dan toc (néu ngudi d6 tir da 15 tudi dén dudi 18

tuoi)



Chu thich:
@ Ghi rd tén co quan dang ky viéc thay ddi, cai chinh, bo sung thong tin ho tich,
xac dinh lai dan toc.
D Chi ghi trong trudng hop nguoi ¢ yéu cau dang ky ho tich chua co/khong cung
cap so dinh danh c& nhan/can cudc cong dan/thé can cudce/ching minh nhan dan.

_Truong hop phai cung cap thong tin “Noi cu tri” thi ghi theo noi dang ky thuong
trt; néu khong c6 noi dang ky thuong trt thi ghi theo noi dang ky tam tr(; truong hop
khong c6 noi déng ky thudng tri va noi dang ky tam tra thi ghi theo noi ¢ hién tai.

®) Ghi s6 dinh danh c4 nhan/cin cudc cong dan/the can cude (vi du: Can cude
cong dan sd 025188001010 do Cyc Canh sat QLHC vé TTXH cip ngay 20/1 1/2021).
Truong hop khong co s6 dinh danh ca nhan/can cudc cong dan/the can cudce thi ghi giay
to hop 1€ thay thé (hg chiéu, ching minh nhan dan,...).

) Ghi 16 n6i dung loai viéc dé nghi dang ky.

Vi Siu: thay d‘éi ho, téq/ cai chinh phﬁn khai vé chir dém cua nguoi me/ xac dinh lai
dan tdc/ bod sung phan khai vé ndm sinh cua ngudi cha.

®) Ghi rd loai viéc ho tich di ding ky trudc day co lién quan.

Vi du: Da dang ky khai sinh tai UBND x& Ha Hoi, huyén Thuong Tin, thanh pho
Ha N1 ngay 05 thang 01 ndm 2015, s6 10 quyén s6 01/2015.

® Ghi & ndi dung dé nghi thay di, cai chinh ho tich, bo sung thong h tich, x4c dinh
lai dan tc.

Vi dy: - Pugc thay d6i ho tir Nguyén Vian Nam thanh Vil Van Nam.

- Buoc cai chinh nam sinh tir 1975 thanh 1976.

) Pé nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd sb luong.



NOI DUNG MAU HO TICH PIEN TU TUONG TAC THU'C HIEN
PANG KY THAY DPOI, CAI CHINH, BO SUNG THONG TIN HO TICH,
XAC PINH LAI DAN TQC

I. Thong tin vé nguoi yéu ciu ding ky thay doi, cai chinh, bé sung théng tin hd
tich, xac dinh lai dan toc

(1) Ho, chir dém, tén;
(2) Sé dinh danh ca nhan;

(3) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H6 chiéu/Giay to hop 18
thay thé); sb, ngay cdp, co quan cip; ban chup dinh kém;

(4) Noi cu trt (noi thuong tra/noi tam tra/noi dang sinh song);

(5) Quan hé véi ngudi duge thay doi, cai chinh, bo sung thong tin ho tich, xac dinh lai
dan toc.

II. Thong tin vé nguoi cé ndi dung thay doi

(6) Ho, chir dém, tén;

(7) Ngay, thang, nam sinh (tach biét riéng 03 truong thong tin ngay, thdng, nam);
(8) G101 tinh;

(9) Dan tc;

(10) Qudc tich;

(11) S6 dinh danh c4 nhan;

(12) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H6 chiéu/Giay to hop 18
thay thé); sb, ngay cap, co quan cip; ban chup dinh kém;

(13) Noi cu tra: (noi thudng tri/noi tam tri/noi dang sinh séng).

II1. Thong tin vé ndi dung dé nghi ding ky thay ddi, cai chinh, bé sung thong tin
ho tich, xac dinh lai dan t¢c

(14) Tén loai Giy to ho tich da dang ky (sd, quyén s, ngay, thang, nim ding ky);

(15) Noi dung dé nghi thay ddi, cai chinh ho tich, bd sung thong ho tich, xac dinh lai
dan toc;

(16) Ly do thay dbi, cai chinh ho tich, bo sung thong ho tich, xac dinh lai dan toc;
(17) DBé nghi cép ban sao:

o Co



S6 luong ban sao yéu cau:...

0 Khong

(18) Phuong thtrc nhan két qua:

o Truc tiép

o Truc tuyén (ban dién tir s& duoc giri vé Kho quan 1y dit liéu ctia ca nhan/dia chi thu
dién tir/thiét bi sd/dién thoai ctia ngudi yéu cau)

0 Buu chinh (cung cép dia chi noi nhan).

(19) Ho so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan cac thong tin cung cip 1a ding su that va chiu hoan toan
trach nhiém trudc phap luat vé ndi dung cam doan ctia minh.

* Truong hop cac thong tin vé gidy to chimg minh noi cu trd d3 duge khai thac tir
CSDLQGVDC, dugc hé thdng dién ti dong thi khong phai xuat trinh (theo hinh thirc
tryc tiép) hodc tai 1én (theo hinh thirc tryc tuyén).

* MAu dién tir tuong tac ghi nhan thoi gian (gid, phut, gidy, ngdy, thang, nim) hoan tat
viéc cung cip thong tin; ngudi yéu cau trude d6 da diang nhap vao hé thong thong qua
vigce xac thuc dién tir theo quy dinh.



UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
.19 Poc 1ap - Tu do - Hanh phic
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TRICH LUC

(17)

Xac nhan:

[ FO TR0 011 Qe £ 1 TR (=1 1S
Ngay, thANE, NAM SN ...
Gidi tinh: oo DAN tOC: oo QUABC HHCR: o
GHAY T TUY AN sttt

NGUOI KY TRICHLUC
(Ky, ghi rd ho, chir d@ém, tén, chirc vu, dong dau)

9 Ghi tén co quan cap Trich luc h¢ tich (ghi dii cac cép hanh chinh).
(9 Ghi theo sb trong S6 ding ky thay dbi, cai chinh h tich, bd sung thang tin ho tich, xac dinh lai dan toc va chir viét tat loai viéc da giai quyét trong
thuc té (Vi du: 01/TLTDHT néu 14 viéc thay déi ho tich)

A7) Ghi theo loai viéc thuc t& giai quyé'tg thay ddi o tich; cai chinh ho tich; b sung thong tin ho tich; xac dinh lai dan toc. ]
(8 Ghi theo ngi dung thuc té giai quyét: thay doi ho/chir dém/tén; cai chinh ho, chit dém, tén, nim sinh, qué quan ...; bo sung dan toc, nim sinh cua
nguoi cha...; xac dinh lai dan toc.

(9 Ghi tén loai gidy to/s6 dang ky hé tich ¢ ndi dung dugc yéu ciu thay déi, cai chinh, bd sung thong tin ho tich, s6, ngay thang nam dang ky.
© Ghi rd n01 dung thay dbi, cai chinh hg tich, bd sung thong tin ho tich, xac dinh lai dan toc (V1 du: thay ddi ho tir Nguyén Van Nam thanh Vi Van Nam; bd sung
théng tin vé ngay théng sinh thanh ngay 01 thang 01...)



PHAN GHI CHU NHUNG THONG TIN THAY DOI SAU NAY

TT

Ngay, thang, nam
ghi chu

Noi dung ghi cha

(@6ng du vao ndi dung
da ghi chu)

Can cwr
ghi chu

Ho, chir dém, tén,
chir ky cia nguoi
thuc hién ghi cha




UY BAN NHAN DAN

Y Péoc lap - Tw do - Hanh phiic

Xac nhan:
Ho, chit @ém, tén:

Ngay, thang, nam sinh:

Giditinh: ...

Gidy to tiy than:
Noi cu tru:
b3 dang ky viec @

Trong ©

Noi dung: ©

Noi dang ky: 7

Thuc hién trich luc tir: ©

(BAN SAO)

....... DANOC: +evvveeveeevieieeeeeennnnenn..... Qubc tich:

NGUOI KY TRICHLUC
(Ky, ghi rd ho, chir dém, tén, chuc vy, dong dau)

CONG HOA XA HQI CHU NGHIA VIET NAM



Chu thich:

(D) Ghi tén co quan cap ban sao Trich luc ho tich (ghi du cac cap hanh chinh).

@ Ghi theo sb trong Sb gép ban sao Trich luc ho tich cia co quan cap ban sao trich luc, ghi
chir viét tat loai viéc da giai quyet trong thuc te.

Vidu: 01/TLTPHT-BS hoac 02/TLCCHT-BS hoac 05/TLXDPLDT-BS

®) Ghi theo loai viéc thuc té giai quyét: thay ddi ho tich; cai chinh h tich; bé sung thdng tin
ho tich; xac dinh lai dan toc.

q(4) Ghi theo noi dung da dang ky: thay ddi ho/chixr dém/tén; cai chinh ho, chit dém, tén, nam
sinh; b6 sung dan toc, nam sinh cua nguoi cha; xac dinh lai dan toc...

®) Ghi tén loai gidy to/s6 dang ky ho tich c6 noi dung dd duoc thay dbi, cai chinh, bd sung
théng tin ho tich, so, ngay thang nam dang ky.

® Ghi noi dung da dang ky thay ddi, cai chinh, bd sung thdng tin ho tich, xac dinh lai dan toc

Vi du: Thay déi tén tir Nguyén Vian Nam thanh Nguyén Vin An

hoac: Xac dinh lai dan toc tir Dan toc: Kinh thanh Dan toc: Thai

hoac Cai chinh nam sinh ctia nguoi me tir sinh nam 1959 thanh nam 1960.

(?) Ghi tén co quan di ding ky, s6 ding ky, ngay thang nim ding ky viéc thay doi/cai
chinh/b6 sung théng tin ho tich/xac dinh lai dan toc.

@ Tuy theo céach thac thuc hién, ghi 1 can ¢t cap ban sao tir: So dang ky thay doi, cai chinh,

b6 sung thong tin h tich, xac dinh lai dan toc hoac Co so dir liéu ho tich dién tur.



13. Thi tuc cap Giay xac nhan tinh trang hon nhan (QT-XP-13)

1

Muc dich

Quy trinh nay quy dinh trinh tu va cach thirc giai qqyét ho so dé nghi Cép Gidy xac
nhan tinh trang hon nhan thugc tham quyén giai quyéet caa UBND cap xa

Pham vi

- Ap dung ddi v6i ca nhan cé dé nghi Cap Gidy xac nhén tinh trang hon nhén.
- Ap dung ddi véi cong chitc UBND cép x4 thyc hién Quy trinh nay.

Noi dung quy trinh

3.1

Co sé phap ly

- Luat Hon nhan va gia dinh nam 2014;

- Luat HO tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh pht quy dinh chi tiét mot
so diéu va bién phép thi hanh Luat Ho tich;

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

- Nghi dinh s6 104/2022/NB-CP ngay 21/12/2022 caa Chinh phu sira doi, bd sung
mét sé diéu cua cac nghi dinh lién quan dén viéc nop, xuat trinh s6 ho khau, s6 tam
tri gidy khi thuc hién tha tuc hanh chinh, cung cap dich vu cong;

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

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 ctia B6 Tu phéap quy dinh chi tiét
mot s6 diéu va bién phéap thi hanh Nghi dinh s6 87/2020/ND-CP ctia Chinh phu quy
dinh vé Co so dir liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Thong tu s6 03/2023/TT-BTP ngay 02/8/2023 cua Bo Tu phap sira doi, bo sung mot
s6 noi dung ciia Thong tu s6 01/2022/TT-BTP cua Bo Tu phap quy dinh chi tiét mot
s6 diéu va bién phap thi hanh Nghi dinh sé 87/2020/ND-CP cua Chinh phi quy dinh
vé Co sé dit liéu ho tich dién tir, ding ky ho tich truc tuyén;

- Thong tu s6 04/2024/TT-BTP cua B Tu phap stra d6i, bo sung mot sé diéu cua
Thong tu s6 02/2020/TT-BTP cua Bo Tu phap ban hanh, hudng dan sir dung, quan ly;
mau s qudc tich va mau gidy to vé qudc tich va Thong tu sé 04/2020/TT-BTP cua
Bo Tu phap quy dinh chi tiét thi hanh mot s6 diéu cua Luat Ho tich va Nghi dinh sb
123/2015/ND-CP quy dinh chi tiét mot sé diéu va bién phap thi hanh Luat Ho tich;

- Thong tu s6 281/2016/TT-BTC cta Bo Tai chinh quy dinh muc thu, ché do thu, ndp,
quan 1y va str dung phi khai thac, st dung thong tin trong co s& dir liéu ho tich, phi xac
nhan co quéc tich Viét Nam, phi x4c nhan 1a nguoi géc Viét Nam, 1€ phi quéc tich.

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ctia By Tai chinh huéng dan vé phi va
1¢ phi thudc tham quyén quyét dinh cia HDND tinh, thanh phd truc thuc Trung uong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 ctia Bo Tai chinh sira doi, bo sung
mot s6 diéu ciia Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ciia Bo Tai chinh
huéng din vé phi va 1é phi thudc thim quyén quyét dinh cua Hoi dong nhan dan tinh,

thanh phd truc thudc Trung wong.



http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123

- Nghi quyét so 06/2020/NQ-HDND ngay 07/7/2020 cua Hoi dong nhan dan thanh
ph6 Ha Noi vé viéc ban hanh mét sO quy dinh thu phi, 1& phi trén dia ban thanh phd
Ha Noi thudc tham quyén quyét dinh cua Hoi ddng nhan dan Thanh ph;

- Nghi quyét 5007/2023/NQ HDNDngay 04/7/2023 cua Hoi d6ng nhan dan thanh
phd Ha Noi vé viéc thu phi, 1& phi thuoc tham quyén quyét dinh cia Hoi ddng nhan
dan Thanh phé trén dia ban thanh phé Ha Noi.

- Quyét dinh sb 1079/QD-BTP ngay 11/6/2024 cong bd thu tuc hanh chinh duoc sira
d6i, bd sung trong linh vue ho tich thudc pham vi chirc ning quéan 1y caa Bd Tu phap.

- Quyét dinh sb 3658/QD-UBND ngay 15/7/2024 cia UBND thanh phé Ha Noi cong
bd Danh muc tha tuc hanh chinh sira d6i, b6 sung linh vuc ho tich, quéc tich thudc
tham quyén giai quyét ciia co quan, don vi trén dia ban thanh phé Ha Noi.

- Quyét dinh 1277/QD-UBND ngay 07/3/2024 caa UBND thanh phé Ha Nbi vé viéc
ban hanh Quy trinh giai quyét thu tuc hanh chinh: Pang ky két hon, xac nhan tinh
trang hon nhan tryc tuyén thudc tham quyén giai quyét caa UBND cip XA.

3.2

Ban | Ban

Thanh phan ho so chinh| sao

- To khai cap Giay xac nhan tinh trang hon nhan (néu nguoi c6 yéu cau
lyra chon nop ho so theo hinh thirc truc tiép hozc gai hd so qua hé thdng
buu chinh);

- Mau dién tir tuong taccap Gidy xac nhan tinh trang hdn nhan (do
ngudi Yeu cau cung cap thong tin theo hudng dan trén Cong dich vu
céng néu nguoi co yéu cau lya chon nop hod so theo hinh thirc truc
tuyén).

- Nguoi ¢6 yéu cau cip Gidy xac nhan tinh trang hén nhanthyc hién
viéc nop/xuét trinh (theo hinh thirc truc tiép) hodc tai lén (theo hinh
thirc truc tuyén) Cac gidy to sau:

* Giay to phai nop:

- Truong hop nguoi yéu cau cip Gidy xac nhan tinh trang hén nhan
d3 c6 vo hodc chong nhung di ly hon hodc nguoi vo/chong da chét
thi phai xudt trinh (ban chinh) hoic ndp ban sao gidy to hop 1& dé
chuing minh;

- Cong dan Viét Nam da ly hon, hity viéc két hon & nude ngoai thi
phai ndp ban sao Trich luc ghi cht ly hon.

- Truong hop ca nhan yéu cau cdp lai Gidy xac nhan tinh trang hon| X
nhan dé sir dung vao muc dich khac hodc do Gidy x4c nhéan tinh
trang hon nhan da hét thoi han sir dung theo quy dinh thi phai nop lai
Gidy x4c nhan tinh trang hon nhan da duoc cap trude do.

- Vian ban oy quyén theo quy dinh ctia phap luat trong truong hop ty
quyén thyc hién viéc cdp Gidy xdc nhan tinh trang hon nhan. Trudng
hop nguodi dugce uy quyén la 6ng, ba, cha, me, con, vo, chéng, anh,
chi, em rudt cia ngudi iy quyén thi vin ban uy quyén khong phai




chung thuc.

* Gidy to phai xuat trinh:

- H6 chiéu hoic Chirng minh nhan dan hoic Thé cin cudc cong dan
hoic Can cudc hoic cac gidy to khac cd dan anh va thdng tin ca
nhan do co quan c6 tham quyén cip, con gia tri st dung dé chang
minh vé& nhan than cua ngudi c6 yéu cau cap Gidy xac nhan tinh
trang hon nhan. Trudng hop céc théng tin c& nhan trong cac gidy to
nay da c6 trong CSDLQGVDC, CSDLHTDT, dugc hé thong dién tu
dong thi khong phai tai 18n (theo hinh thic truc tuyén);

- Gidy to c6 gia tri chitng minh théng tin vé& cu tra trong truong
hop co quan ding ky ho tich khéng thé khai thac duoc thdng tin veé
noi cu tru cua cong dan theo cac phuong thirc quy dinh tai khoan 2
DPiéu 14 Nghi dinh sé 104/2022/ND-CP ngay 21/12/2022 cua
Chinh phu. Truong hop cac thong tin vé giay to ching minh noi cu
tri 3 duoc khai thac tir Co so dit lidu qubc gia vé dan cu bang céac
phuong thirc nay thi nguoi c6 yéu cau khong phai xuat trinh (theo
hinh thuc truc tiép) hoac tai 18n (theo hinh thuc truc tuyén).

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

*Luuy

- Trudng hop yéu cau cap Gidy xac nhan tinh trang hén nhan
dé sir dung vao muc dich két hdn thi co quan ding ky ho tich chi cap
01 ban cho nguoi yéu cau.

- Truong hop yéu cau cap Giay xac nhan tinh trang hén nhan
dé stir dung vao muc dich khéac, khong phai dé dang ky két hon thi
trong Giay xac nhan tinh trang hén nhan phai ghi rd muc dich sir
dung, s6 lugng Gidy x&c nhan tinh trang hon nhan duogc cap theo yéu
Cau.

- Truong hop yéu cau cap Giay xac nhan tinh trang hén nhan
dé két hon voi nguoi cung gidi tinh hoic két hon voi ngudi nudce
ngoai tai Co quan dai dién nudc ngoai tai Viét Nam thi co quan dang
ky ho tich tir chéi giai quyét.

- Péi v6i gidy to ndp, xuat trinh néu ngudi yéu cau ndp hd so
theo hinh thire truc tiép:

+ Nguoi tiép nhan c6 trach nhiém kiém tra, d6i chiéu véi
thong tin trong to khai, chup lai hodc ghi lai thong tin dé luu trong
hd so va tra lai cho ngudi xuét trinh, khong dugc yéu cau ndp ban
sao hoic ban chup gidy to do.

+ Ngudi yéu cau ding ky ho tich co thé ndp ban sao chimg
thuc tir ban chinh hoac ban sao duoc cép tlr 6 géc hoac ban chup




kém theo ban chinh gidy to dé d6i chiéu. Truong hop ngudi yéu cau
noép ban chup kém theo ban chinh gidy to thi ngudi tiép nhan co
trach nhiém kiém tra, ddi chiéu ban chup vo1 ban chinh va ky xac
nhan, khong dugc yéu cau ngudi di ding ky ndp ban sao gidy to do.

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

Nguoi tiép nhdn ho so thwe hién khai thdc théng tin trong Col
s& dir liéu quoc gia vé dan cu theo quy dinh phdp ludt néu nguwoi yéu
cau déang ky hé tich da cung cdp ho, chit dém, tén; ngay, thing, ndm
sinh; s6 dinh danh cd nhan/can cuée cong dan/thé can cudc/ching
minh nhan dan. Truong hop cdc théng tin cdn khai thac khéng c6
trong Co s& dit lidu quoc gia vé dan cuw thi dé nghi nguwoi yéu cau ké
khai day di.

- P6i v6i gidy to glri kém theo néu ngudi yéu cau nop ho so
theo hinh thtc truc tuyén:

+ Ban chup céc gidy to giri kém theo hod so cdp Gidy xac nhan
tinh trang hon nhan truc tuyén phai bao dam rd nét, day du, toan ven vé
noi dung, 1a ban chup béng may anh, dién thoai hoac dugc chup, duoc
quét bang thiét bi dién tir, tir gidy to duge cap hop 18, con gid tri su
dung.

+ Trudng hop gidy to, tai liéu phai giri kém trong hd so cip Giay)|
x4c nhan tinh trang hon nhén truc tuyén da c6 ban sao dién tir hodc da
c6 ban dién tir gidy to ho tich thi nguoi yéu cau dugce str dung ban dién
tUr nay.

+ Khi dén co quan dang ky ho tich nhan két qua,ngudi co yéu
cau cap Gidy xac nhan tinh trang hdn nhan xuat trinh gidy to tuy than,
nop céc gidy to 1a thanh phan hd so cdp Gidy xac nhan tinh trang hon
nhan theo quy dinh phép luat ho tich.

- Gidy to do co quan c6 tham quyén ctia nudc ngoai cip, cong
chtng hoic xac nhan dé sir dung cho viéc dang ky ho tich tai Viét
Nam phai dugc hop phap héa lanh sy theo quy dinh ctia phéap luat,
trir truong hop duge mién theo diéu udc quoc té ma Viét Nam la
thanh vién.

- Truong hop ngudi yéu cau cip Gidy xac nhan tinh trang hon
nhan khong cung cip dugc gidy to néu trén theo quy dinh hodc gidy
t& nop, xuat trinh bi tiy x6a, stra chita, lam gia thi co quan dang ky
ho tich c6 tham quyén huy bo két qua xac nhan tinh trang hon nhan.

- Trudng hop cho phép ngudi yéu cau ding ky ho tich 1ap vin ban




cam doan vé ndi dung yéu cau diang ky ho tich thi co quan dang ky ho
tich phai giai thich rd cho ngudi lap van ban cam doan vé trach nhiém,
hé qua phép 1y ctia viéc cam doan khong dling su that.

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

3.3

S6 lwong ho so

01 bo

3.4

Yéu céu, diéu kién thwe hién thi tuc hanh chinh:

Truong hop yéu cAu xac nhén tinh trang hon nhan nhim muc dich két hon thi ngudi
yéu cau phai dap tmg du diéu kién két hon:

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

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

- Khong bi mét nang lyc hanh vi dan su;

- Viée két hon khong thudc mot trong céc truong hop cim két hon, gom:

+ Két hon gia tao, ly hon gia tao;

+ Téao hon, cudng ¢p két hon, lira dbi két hon, can tro két hon;

+ Nguoi dang c6 v, co chong ma két hon voi ngudi khac hodc chua ¢o vo, chua co
chong ma két hon voi nguoi dang co chdng, cd vo;

+ Két hon giita nhitng ngudi cing dong méau vé truc hé; giira nhitng ngudi co ho
trong pham vi ba doi; gitra cha, me nudi vdi con nudi; gitta nguoi da tung 1a cha, me
nuoi voi con nuodi, cha chéng voi con dau, me vo véi con 1é, cha duong voi con riéng
ctia vo, me ké vai con riéng ciia chong.

- Nha nudce khong thira nhan hon nhan gitta nhitng nguoi cung gidi tinh.

Truong hop yéu cau cip Gidy dé st dung vao muc dich khéac, khong phai dé dang ky
két hon, thi cong dan khong phai dap ung diéu kién két hon.

3.5

Thoi gian xir ly

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

3.6

Két qua thwe hién thi tuc hanh chinh:

- Gidy xé4c nhan tinh trang hon nhan(ban chinh).

- Ban dién ti Giéy xac nhan tinh trang hon nhan (Ban dién tr s€ ty dong gui vé Kho
quan ly dit liéu dién tir cia ca nhan/dia chi thu dién tir/thiét bi s6/dién thoai ctia ngudi
yéu cau sau khi dd hoan tat thi tuc cdp Gidy xac nhan tinh trang hon nhan tai co quan
dang ky ho tich).

3.7

Noi tiép nhan va tra két qua

- Cong Dich vu céng Qudc gia (https://dichvucong.gov.vn)
- Cong Dich vu cong thanh phd Ha Néi (https://dichvucong.hanoi.gov.vn)

- Bo phan Mot cira (TN&TKQ) ctia Uy ban nhan dan cdp xa noi ngudi yéu cau cap




Gidy xac nhan tinh trang hon nhan thudng trd.
- Trudng hop ngudi yéu ciu cap Gidy xac nhan tinh trang hon nhan khong co noi
thuong tri nhung c6 dang ky tam tra theo quy dinh cta phap luat vé cu tra thi Uy ban

nhan dan cap xa noi tam tra thyc hién vi¢c cap Gidy xac nhan tinh trang hon nhan.

3.8

Lé phi

nghéo; ngudi khuyét tat.

- Mién Lé phi cho ngudi thudc gia dinh co cong véi cach mang; ngudi thude ho

- Mt thu Lé phi ddi véi dich vu cong truc tuyén khi to chic, c& nhan nop hé so
thuc hién TTHC trén Cong Dich vu cong bang Khong (Khdng thu).
- L¢ phi dang ky theo hinh thuc truc tlep 3.000 ddng/viéc

- Phi trich luc ban sao hd tich: 8.000 dong/ban trich luc

3.9 | Quy trinh xir ly cong viéc
TT Trinh tr Trach | Thoi Bié:l mﬁP/ Trang thai
: nhiém | gian | Kétqua | HE thong
Ho so duoc ndp truc tiép tai B0 phan Mot
ctra (TN&TKQ) ctia UBND cap x4 hodc gt Tai khoan
qua hé théng buu chinh hodc ndp truc tuyén gom Tén
- Truong hop ndp hd so truc tiép, cong Dang nhap
danndp hd so tai BO phan mot clra cial va Mat
UBND cép x4 c6 tham quyén; ndp 1¢ phi néy| khau
thudc truong hop phai nop 18 phi. Thanh VNelD
- Truong hop ndp hd so truc tuyén, cong phén ho so
dan truy cap Cong dich vu céng qubc gia theo Muc
hoic Cong dich vu cong thanh phd, ding 3.2
ky tai khoan (néu chua c6 tai khoan), xac R o
Bl S 5 An vao hé thd Cong Biéu mau
thuc nguol dung, dang nhap vao h¢ thor}g, 4an di5n i
xac dinh dung UBND cap xa c6 tham o
A tuong tac
quyen. . _ 2 cap Gidy
Cong dan cung cap thong tin thep bi€u mau xéc nhan
ho tich dién tir trong tac Céjlp Giay )iéC nhan tinh trang
tinh trang hon nhan (cung cap trén Cong dich| hén nhan
vu cong), dinh kém ban chyp hoac ban sao
dién tir cac gidy to, tai lidu theo quy dinh;
nop phi, 1€ phi thong qua chirc nang thanh
toan truc tuyén hodc bang cach thirc khéc
theo quy dinh, hoan tat viéc nop ho so.
Cong chuc B§ phan Mot cua truy cap Hé Cfmg X
B2 théng thong tin giai quyét thi tuc hanh chu;chBQ Hb so
chinh coa thanh phd kiém tra tinh chinh M%tirllﬁfa




Xac, dﬁy du, théng nhat, hop I¢ cua ho so.

(i) Trudng hop hd so day du, hop 18
thi tiép nhan ho so; c6 Phiéu hen, tra két qua)
cho ngudi c6 yéu cau (néu ngudi co yéu cau
lya chon hinh thiic nop hd so truc tiép)
hosc gui ngay Phiéu hen, tra két qua qua
thu dién to hoic gwi tin nhan hen tra két
qua qua dién thoai di dong cho nguoi co
yéu cau (néu nguoi co yéu cau lya chon
hinh thirc nop hd so truc tuyén);chuyén hod
so dé cdng chirc 1am cong tac ho tich xi 1y.

Sau khi tiép nhan hd so theo hinh
thac nop truc tiép, can bo tiép nhan hd so
tai Bo phan mot cira thuc hién s6 hoa (sao
chup, chuyén thanh tai liéu dién ta trén hé
thdng thong tin, co so dir liéu) va ky s6 vao
tai lieu, ho so giai quyét tha tuc hanh chinh
da duoc s6 hoa theo quy dinh.

(ii) Truong hop ho so chua day du,
hop 1& thi c6 thong bao cho nguoi yéu cau
bd sung, hoan thién hd so, néu 13 loai gidy
td, noi dung can bod sung dé nguoi co yéu
cau bo sung, hoan thién. Sau khi hé so duoc
bo sung, thuc hién lai buéc (i);

(iii) Néu nguoi co yéu cau cap Giay)|
x4c nhan tinh trang hon nhan khéng bd
sung, hoan thién dugc hd so thi bao céo
Trudng bo phan tiép nhan hd so ¢o van ban
tir choi giai quyét yéu cau cap Gidy Xac
nhan tinh trang hon nhan.

CoOng chac Bo phan Mot cua truy cap Hé

thong thong tin giai quxét tha tuc hanh| Céng
B3 [chinh cua thanh pho chuyén ho so sang HE| chac | 01 gio |  Ho so
thong thong tin dang ky, quan ly ho tichl Mot cura
cho céng chic Tu phap - Ho tich
‘ CQng chuc tu ph,ép - h(f)’ tich tham tra Khong
ho so (tham tra tinh th()ng nhe}t, hop I¢ cud qua 01
B4 |c&c thdng tin trong ho so, giay to, tai ligu ngay
dinh kém). lam
+ Truong hop hd so can bd sung, Vigc;




hoan thién hoic khong du diéu kién giai
quyét, phai tir chdi thi gui théng bao vé tinh
trang hd so téi B phan mot cira dé thdng
béo cho nguoi nép hd so — thuc hién lai
budc (ii) hoac (iii);

+ Trudng hop can phai kiém tra, xac
minh lam rd hoac do nguyén nhan khac ma
khong thé tra két qua dung thoi gian da hen
thi cong chuc lam cdng tac ho tich lap
Phiéu xin 13i va hen lai ngay tra két qua,
trong d6 néu rd 1y do cham tra két qua va
thoi gian hen tra két qua, chuyén Bo phan
mot cira dé tra cho ngudi ¢ yéu cau (néu
nguoi €O yéu cau lya chon hinh thic nop
hd so truc tiép), hodc gui Phiéu xin 16i va
hen lai ngay tra két qua qua thu dién tu
hodc gui tin nhan qua dién thoai di dong
cho ngudi ¢d yéu cau (néu ngudi co yéu
cau lya chon hinh thicc nép hd so truc
tuyén).

* Truong hop ngudi yéu cau xac

nhan tinh trang hon nhan da tung dang ky
thuong trd tai nhiéu noi khac nhau thi
nguoi do co trach nhiém chang minh vé
tinh trang hdn nhan cua minh. Truong hop
nguoi yéu cau khéng ching minh duoc thi
cong chtrc tu phap - hd tich bao cdo Chu
tich Uy ban nhan dan cap xa c6 van ban dé
nghi Uy ban nhan dan cap xa noi nguoi do
da ting dang ky thuong tra tién hanh kiém
tra, Xx4c minh vé tinh trang hon nhan cua
nguoi do.
Sau khi nhan duoc van ban dé nghi, Uy ban
nhan dan cip xa duoc yéu cau, tién hanh
kiém tra, x4c minh va tra loi bang van ban vé
tinh trang hon nhén trong thoi gian thuong
trd tai dia phuong ctia ngudi €6 yéu cau.

Néu két qua kiém tra, xac minh cho
thay nguoi yeu cau c6 du diéu kién, viéc cap

Gidy xac nhan tinh trang hén nhan 1a phu

truong
hop
phai
X&c
minh
thi thoi
han
giai
quyét
khong
qua 21
ngay




hop quy dinh phap luat hoac sau thoi han 20
ngdy ké tir ngdy guri vin ban yéu cau xac
minh ma khéng nhan dugc van ban tra loi thi
cho phép ngudi yéu cau cip Gidy xac nhan
tinh trang hon nhan c6 van ban cam doan vé
tinh trang hén nhan cua minh.

* Truong hop nguoi yéu cau cap lai
Gidy xé&c nhan tinh trang hon nhan dé két
hon ma khdng nop lai duoc Gidy xac nhan
tinh trang hon nhan da duoc cap trudc day,
thi nguoi yéu cau phai trinh bay rd ly do
khong nop lai dugc Gidy xac nhan tinh
trang hon nhan. Trong thoi han 03 ngay
lam viéc ké tir ngay tiép nhan ho so, co
quan ding ky ho tich ¢ van ban trao doi
v6i noi dy dinh dang ky két hon trude day
dé xac minh. Truong hop khong xac minh
duoc hodc khong nhan duoc két qua xac
minh thi co quan dang ky ho tich cho phép
ngudi Yeu cau lap van ban cam doan vé
tinh trang hén nhan.

- Truong hop tiép nhan hd so cap
Gidy xac nhan tinh trang hén nhan theo hinh
thirc truc tiép, sau khi hoan tat thu tuc thi
cong chirc tu phap - ho tich cap nhat thong
tin xac nhan tinh trang hon nhan va luu chinh|
thic trén Phan mém dang ky, quan ly ho tich
dién tir dung chung.

Trudng hop tiép nhan hd so xac nhan
tinh trang hén nhén theo hinh thac tryc
tuyén, cdng chac tu phap - ho tich guri lai
biéu mau Gidy xac nhan tinh trang hon
nhan dién tir véi thong tin day du cho ngudi
yéu cau qua thu dién tir hozc thiét bi sb.

Nguoi yéu cau cd trach nhiém kiém
tra tinh chinh xac, day du cuia cac thong tin
trén biéu mau Gidy xac nhan tinh trang hon
nhan dién tir va xac nhan (t5i da mot ngay).

Néu nguodi c6 ydu cau xac nhan
thong tin da thong nhét, day da hoic khdng




c6 phan hoi sau thoi han yéu cau thi cong
chire tu phap - ho tichcap nhat théng tin xac
nhan tinh trang hén nhan va luu chinh thac
trén Phan mém ding ky, quan Iy ho tich dién
tir dung chung.

Cong chiic tu phap - ho tich in Gidy Xac
nhan tinh trang hon nhan, trinh Lanh dao

UBND cép x3 ky, ky s6 chuyén ho so tir Hé Cong
thong thong tin dang ky, quan 1y ho tich| chuc Tu .
B5 A 1A Ny X e . 02 gi¢y

sang H¢ thong thong tin giai quyét thu tuc| phap -
hanh chinh, hoan thién hd so va chuyén Bo| Ho tich
phan Mot cira tra két qua cho ngudi co yéul
Cé\lll.

Lanh dao UBND cép xa ky Giéy xac nhan| Hé théng
tinh trang hon nhan ban gidy, ky s6 Gidy xac gui tin
nhan tinh trang hon nhan béan dién tir nhan téi

Lénh Giky xac | Smal dan

B dao 02 oic nhan tinh t(;]oAng ba,n
6 UBND | "“ 89 | (anghon | 11oN9do
P AN da co }<et

cap xa n qua kinh

moi cong

dan dén

nhan

Cong dan dén UBND cép xa Truong hop

1. Cong chirc d& nghi céng dan xuét trinh I'(EO s¢ dir
ban chinh giy to tly than, hd so ) Ju dan e

2. X4c nhan da dbi chiu ban chinh Cong hop, chia sé,

3. D& nghi cong dan ky vao To khai va 6 | dan Hbso  |kétnéi, cong
theo quy dinh cua luat ho tich. dan da co

4. Thu phi cap ban sao trich luc (néu co) Cong S chp | Xécthu

B ((8.000d/ban trich luc) | chic Tu | Trong Gidy x4c dinh danh
7 | 5. Dong dau cua UBND cap xdvao phan | phap- | gio | - .- . |dién i, cong
chit ky cua Lanh dao UBND cap X4 Hotich | hanh | = | ddnkhong

6. Tra két qua cho cong dan: Ban chinh, chinh .nr%én can xuat
Ban sao. cong trinh glhay to
7. Giri ban dién tir qua Hé thong dén tai chirc Bo Ttﬁg nt gat?n
khoan, email, Kho quan ly dir liéu dién tur phan dédng b voi
cua cong dan , _ | Mot cira Céng Dich
8. HoO so, két qua giai quyét TTHC dugc so vu cong
hoa quéc gia

9. Luu trit ho so theo quy dinh




Biéu mau

Hé thong biéu mau (Thong tu s6 01/2018/TT-VPCP cta Van phong Chinh phi)

Td khai cap Gidy xac nhan tinh trang hon nhan (néu ndp ho so truc tiép) (Thong tu sb
04/2024/TT-BTP cuia B6 Tu phap)

Gidy x4c nhan tinh trang hon nhan (Thong tu s6 04/2020/TT-BTP ciia Bo Tu phap)

Biéu mau dién tir trong tac cap Gidy xac nhén tinh trang hon (néu ndp ho so tryc tuyén)
(Thong tu s6 03/2023/TT-BTP ctia B6 Tu phap).




CONG HOA XA HOQI CHU NGHIA VIET NAM
boc lap - Tw do - Hanh phac

TO KHAI CAP GIAY XAC NHAN TINH TRANG HON NHAN

Kinh gui: @ Uy ban nhan dan ............ccccoveceeevrerennnss

Ho, Chir dém, t8Nn NEUWOT YEU CAU .......cooevecvececeeeeeee ettt
Ngay, thang, NAM SINN: ...cceiiiii e
INOT CU T Bttt ettt ettt et st et et st et s e et et st et s st st e s s teen e e
GIAY T TUY thAN: B Lottt
Quan h¢ véi ngudi dugc cap Gidy xac nhan tinh trang hdn NhAN: ................cccooomennrrcrrrrnneen
Pe nghi cap Giay xac nhan tinh trang hon nhan cho nguwoi c6 tén dwéi day:

HO, Chilt d@m, T8N Lot e e e et e b e
Ngay, thang, NAM SINN: ...cceiiiii e srres
Gigitinh: @ ... DANtOC: D e, Quoc tich: @ ...,
P L TR 4L T
GIAY T TUY ThAN: ©) Lottt ettt
TINh trang hON NNAN: @) ...ttt ere s
Muc dich st dung Gidy xac nhan tinh trang hon Nhan: @ ..........c.co.coeieieieeeeeeeeeeee s

T61 cam doan nhitng ndi dung khai trén day la ding su that va chiu trach nhi¢m trude phap
luat vé cam doan caa minh.
Lam taii e NQAY .......... thang ......... nam ..............
Ngudi yéu cau
(Ky, ghi rd ho, chir dém, tén)



Cha thich:

@ Ghi 5 tén co quan cap gidy XNTTHN.

@ Chi ghi trong truong hop nguoi ¢6 yéu cau dang ky ho tich chua cé/khong cung cap sb dinh danh ca
nhan/can cudc cong dan/thé can cudc/chirng minh nhan dan.

Trudng hop phai cung cap thong tin “Noi cu tri” thi ghi theo noi ding ky thuong tri; néu khong c6 noi
dang ky thuong tra thi ghi theo noi dang ky tam tra; treong hop khong co noi dang ky thuong tri va noi dang
Ky tam trd thi ghi theo noi & hién tai.

® Ghi Sé dinh danh ca nhan/can cudc cong dan/thé can cude (vi dy: Can cude cong dan s do Cuc Canh
sat QLHC ve TTXH cép ngay ). Truong hop khong ¢6 so dinh danh c4 nhén/cén cude cong dan/the can cude
thi ghi giay to (ho chiéu, chitng minh nhéan dan,...).

“Chi ghi trong truong hop nguoi phai cung cip thong tin chua cd/khdng cung cap sé dinh danh ca
nhéan/cén cudc cdng dan/thé can cudce/chirng minh nhén déan.

Trudng hop phai cung cap thong tin thi ghi nhu sau:
- Néu chua bao gid két hon thi ghi rd 13 hién tai chua dang ky két hon véi ai.

- Néu dang c6 vo/chong thi ghi 16 la hién tai dang c6 vo/chong la ba/ong... (Gidy chiing nhan két hon
S0..., do... cap ngay... thang... nam...).

- Néu chung séng voi nhau nhu vo chong trude ngay 03/01/1987 va chua ly hon hodc khong co su kién
Vg (chong) chét hoac bi tuyén bo 1a da chét thi ghi rd 1a hién tai dang c6 vo/chong la ba/ong....

- Néu ¢6 daing ky két hon hoac chung song véi nhau nhu vo chong trude ngay 03/01/1987, nhung da ly
hoén va chua ket hon moi thi ghi rd 1a da dang ky ket hon hodc da c6 vo/chong, nhung dé ly hon theo Ban
an/Quyét dinh ly hon s6... ngay... thang... nam... ctia Toa an nhan dan...; hién tai chua dang ky két hon vai ai.

- Néu c6 ding ky két hon hodc chung séng voi nhau nhu vo chong truéc ngay 03/01/1987, nhung
vo/chong da chét va chua két hon méi thi ghi 16 la da dang ky két hon hoic da co vo/chdng, nhung vo/chdng
da chét (Gidy chung tw/Trich luc khai ti/Ban an sé:... do... cap ngay... thang... nam...); hién tai chua ding ky
két hon véi ai.

- Néu ngudi dang ¢6 vo/chong yéu cau xac nhan tinh trang hon nhan trong thoi gian trude khi dang ky
két hon thi ghi r 1 trong thoi gian tir ngay...thang....nam.. ..dén ngay....thang....nam....chua dang ky két
hon véi ai; hién tai dang c6 vo/chong 1a ba/ong... (Gidy ching nhan két hén sé ..., do ... cép
ngay...thang...nam).

- Péi v6i cong dan Viét Nam cu tra & nudc ngodi co yéu cau xac nhan tinh trang hén nhan trong thoi
gian cu tré tai Viét Nam truée khi xuat canh; nguoi da qua_ nhiéu noi thudng tri khac nhau d& nghi xac nhan
tinh trang hon nhan tai noi thuong tra trude day thi khai vé tinh trang hon nhan caa minh trong thoi gian da
thuong tru tai noi do (Vi du: Khong dang ky két hon voi ai trong thoi gian cur tril tai ....eeveeceecveeeeeeieene, , tur
ngay...... thang ..... nam ......... dénngay ........ thang ....... nam ........ ).

- P6i véi cong dan Viét Nam dang cu trii & nudc ngoai, cd yéu cau xac nhan tinh trang hon nhan trong
thoi gian cu tra & nude ngoai, thi khai vé tinh trang hon nhan caa minh trong thoi gian cu tra tai nude d6 (Vi
du: trong thoi gian cu tra tai CHLB Duc tir ngay ....... thang ..... nam ....... dén ngay ........ thang ....... nam
........ khong dang ky két hon vai ai tai Dai s quan Viét Nam tai CHLB Durc).

) Ghi 16 muc dich sir dung Gidy xac nhan tinh trang hon nhan. Truong hop sir dung Gidy xac nhan tinh
trang hon nhan dé két hén, thi phai ghi rd két hon y(yi ai (ho, chir dém, tén; ngay, thang, nam sinh; quoc tich;
giay to tuy than; noi cu tra); noi du dinh dang ky két hon.



NOI DUNG MAU PIEN TU TUONG TAC YEU CAU
CAP GIAY XAC NHAN TiNH TRANG HON NHAN

I. Thong tin vé ngudi yéu ciu cap Gidy xac nhén tinh trang hon nhan

(1) Ho, chir dém, tén;

(2) Sé dinh danh ca nhan;

(3) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H6 chiéu/Gidy to hop 18
thay thé); sb, ngay, thang, nim céap, co quan cap; ban chup dinh kém;

(4) Noi cu trt (noi thuong tra/noi tam tra/noi dang sinh sdng);

(5) Quan hé v&i ngudi duge cap Gidy xac nhan tinh trang hon nhan.

II. Thong tin vé nguwoi dwoge cap Gidy xdc nhan tinh trang hon nhin

(6) Ho, chir dém, tén;

(7) Ngay, thang, nam sinh (tach bi€t riéng 03 truong thong tin ngay, thang, nam);

(8) Gidi tinh;

(9) Dan tdc;

(10) Québc tich;

(11) Sé dinh danh c4 nhan;

(12) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H6 chiéu/Gidy to hop 16
thay thé); s6, ngay, thang, nam cap, co quan cap; ban chup dinh kém;

(13) Noi cu tra (no1 thuong trii/noi tam tra);

(14) Tinh trang hon nhan;

(15) Muc dich str dung Gidy XNTTHN: Ghi r& muc dich st dung Gidy xac nhan tinh
trang hon nhan. Trudng hop st dung Gidy xac nhén tinh trang hon nhan dé két hon,
thi phai ghi rd két hon véi ai (ho, chir dém, tén; ngdy, thang, nam sinh; qudc tich; gidy
to tly than); noi du dinh ding ky két hon.

(16) Phuong thirc nhan két qua:

o Truc tiép

o Tryc tuyén (ban dién tir s& dugc giri vé Kho quan 1y dir liéu cta c4 nhan/dja chi thu
dién tir/thiét bi sd/dién thoai ctia ngudi yéu cau)

0 Buu chinh (cung cap dia chi noi nhan).

(17) Ho so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan cac thong tin cung cip 1a dung su that va chiu hoan toan
trach nhiém trudc phap luat vé ndi dung cam doan ctia minh.

* Truong hop cac thong tin vé gidy to chimg minh noi cu tri da duoc khai thac tir
CSDLQGVDC, dugc hé thong dién ty dong thi khong phai xuat trinh (theo hinh thuc
truc tiép) hodc tai 1én (theo hinh thirc truc tuyén).

* Mau dién tir tvong tac ghi nhan thoi gian (gio, phit, gidy, ngay, thang, nim hoan tat
viéc cung cap thong tin); ngudi yéu cau trudc d6 da ding nhap vao hé thong thong
qua viéc xac thuc dién tu theo quy dinh.



UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
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GIAY XAC NHAN TiNH TRANG HON NHAN
2

Xét dé nghi caa 6ng/ba®:,

vé viéc cap Giay xac nhan tinh trang hén nhan cho®
XAC NHAN:

Ho, chir dém, tén:
Ngay, thang, nam sinh:
GiGi tiNN: e, DAN tOC: v eeeeeeeeeeeeeeeeeeeeeeeeeeeeeen, Quéc tich:
Gidy to tiy than:.
Noi cu tra:
Tinh trang hdn nhén:
Giay nay duoc sir dung dé:
Gidy x&c nhan tinh trang hdn nhan c6 gié tri dén thoi diém thay doi tinh trang hén nhan hoic 06

thang ké tir ngay cip, tly theo thoi diém nao dén trudc.

NGUOI KY GIAY XAC NHAN

(kY ghi 16 ho tén, chrc v va dong dau)

®Ghi tén co quan cAp Gidy xac nhan tinh trang hon nhén (ghi di céc cap hanh chinh).

@ Ghi tén co quan cip Gidy xac nhan tinh trang hén nhan. (Vi du: Uy ban nhan dan phuong Lam Son).

@ Ghi rd ho, chir dém, tén ciia cong chire tu phap - ho tich cip x& hozc vién chuc Ianh sy duoc giao nhiém vy tham muu giai quyét.
@ Ghi r8 ho, chit dém, tén cua ngudi dugc cip Gidy xac nhan tinh trang hon nhan.



14. Thit tuc ding Ky lai khai sinh (QT-XP-14)

1

Muc dich

Quy trinh nay quy dinh trinh ty va cach thue giai quyet hd so cua cong dan dang ky lai
khai sinh thuoc tham quyén giai quyét caa UBND cap x4

Pham vi

- Ap dung dbi véi ca nhan c6 dé nghj dang ky lai khai sinh.
- Ap dung ddi véi cong chitc UBND cép x4 thyc hién Quy trinh nay.

Noi dung quy trinh

3.1| Co sé phap ly

- Luat HO tich nam 2014;

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

- Nghi dinh s 87/2020/ND-CP ngay 28/7/2020 ctia Chinh pha quy dinh vé Co sé dit liéu
ho tich dién tir, dang ky ho tich truc tuyén;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 ctua Chinh phu sira doi, b sung mot
s6 diéu cua cac nghi dinh lién quan dén viéc nop, xuat trinh s6 ho khau, sé tam tr( gidy
khi thuc hién tha tuc hanh chinh, cung cép dich vu cong:

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo truongBo Tu phép quy dinh chi
tiét thi hanh mot sb diéu cua Luat Ho tich va Nghi dinh s6 123/2015/ND-CP caa Chinh ph|
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 ctia Bo Tu phap quy dinh chi tiét mot
s6 diéu va bién phap thi hanh Nghi dinh s6 87/2020/ND-CP cua Chinh phu quy dinh vé
Co s dir liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Thong tu s6 281/2016/TT-BTC cua Bo Tai chinh quy dinh muc thu, ché do thu, ndp,
quan ly va st dung phi khai thac, st dung thong tin trong co s¢ dit liéu ho tich, phi xac
nhan co quéc tich Viét Nam, phi xac nhan 1a nguoi géc Viét Nam, 1€ phi quéc tich.

- Thong tu sé 85/2019/TT-BTC ngay 29/11/2019 ctia Bo Tai chinh hudng dan vé phi va 16
phi thudc tham quyén quyét dinh cia HDND tinh, thanh phd truc thudc Trung uong;

- Théng tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo Tai chinh stra doi, bd sung
mot s6 diéu ciia Thong tu sd 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh
huéng dan vé phi va 18 phi thudc thim quyén quyét dinh ctia Hoi dong nhan dan tinh,
thanh phd tryc thudc Trung wong;

- Théng tu s6 03/2023/TT-BTP ngay 02/8/2023 cta Bé Tu phép stra d6i, b sung mot
s6 noi dung cia Thong tu s6 01/2022/TT-BTP caa B Tu phap quy dinh chi tiét mot s6
diéu va bién phéap thi hanh Nghi dinh s6 87/2020/NB-CP cua Chinh phu quy dinh vé Co
so dir lieu ho tich dién tir, dang ky ho tich truc tuyén;

- Thong tu sb 04/2024/TT-BTP cua Bo Tu phéap stra doi, bd sung mot sé diéu cua
Thong tu sb 02/2020/TT-BTP cua Bo Tu phap ban hanh, huéng dan sir dung, quan ly
mau s6 qudc tich va mau gidy to vé qudc tich va Thong tu sé 04/2020/TT-BTP cua Bo
Tu phap quy dinh chi tiét thi hanh mot sé diéu cua Luat Ho tich va Nghi dinh sé
123/2015/ND-CP cua Chinh pha quy dinh chi tiét mot sé diéu va bién phap thi hanh
Luat Ho tich;
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- Nghi quyet 50 06/2020/NQ- -HDND ngay 07/7/2020 cua Hoi d6ng nhan dan thanh pho
Ha Noi v€ viéc ban hanh mot sd quy dinh thu phi, 1& phi trén dia ban thanh phd Ha Noi
thudc thim quyén quyét dinh cia Hoi dong nhan dan Thanh phd;

- Nghi quyét sé 07/2023/NQ-HPNDngay 04/7/2023 caa HDND thanh phd Ha Noi vé
viéc thu phi, 1& phi thuoc tham quyén quyét dinh cua Hoi ddng nhan dan Thanh phé
trén dia ban thanh phé Ha Nai.

- Quyét dinh s6 1079/QD-BTP ngay 11/6/2024 cong bé thi tuc hanh chinh duoc stra doi,
bd sung trong linh vuc hd tich thuc hién tai co quan dang ky ho tich thuoc pham vi chirc
nang quan 1y cua Bo Tu phap.

- Quyét dinh s6 3658/QD-UBND ngay 15/7/2024 caa UBND thanh ph Ha Nbi cong bd
Danh muc tha tuc hanh chinh sira d6i, b6 sung linh vuc ho tich, quéc tich thuoc tham
quyén giai quyét ciia co quan, don vi trén dia ban thanh phé Ha Noi.

3.2

Ban | Ban

Thanh phan ho so chinh| sao

- To khai ding ky lai khai sinh theo mau, trong d6 c6 cam doan clia ngudi
yeu cau Vé viéc da nop du cac giay to hién co (néu nguoi ¢ yéu cau lua
chon nop ho so theo hinh thic tryc tiép hoac giri hd so qua hé thong buu
chinh);

- Mau ho tich dién tir twong tac ding ky lai khai sinh, trong d6 c6 cam
doan céac thong tin cung cap 1a dung sy that, khong con ban chinh Giay
khai sinh, dd ndp du céc gidy to hién c6 va chiu hoan toan trach nhiem X
trudc phap luat vé noi dung cam doan ctia minh (do ngudi yéu cau cung
cap thong tin theo hudng dan trén Cong dich vy cong néu ngudi 6 yéu cau
lya chon ndp hd so theo hinh thic truc tuyén).

- Ngudi ¢6 yéu cau ding ky lai khai sinh thuc hién viéc ndp/xuit trinh
(theo hinh thire truc tiép) hodc tai 1én (theo hinh thirc truc tuyén) cac
gidy to sau:

* Giay to phai nop:

- Ban sao toan bd ho so, gidy to ctia ngudi yéu cau hodc hd so, gidy to,
tai licu khac trong d6 c6 thong tin lién quan dén noi dung khai sinh,
gom:

+ Ban sao Gidy khai sinh do co quan c¢6 thdm quyén cua Viét Nam cip
hop 1¢ (ban sao dugc ching thyc tir ban chinh, ban sao dugc cép tr SO
dang ky khai sinh); Ban chinh hodc ban sao gidy t& co gia tri thay thé] X
Gidy khai sinh dugc cap trude nim 1945 ¢ mién Bic va trude nam 1975
& mién Nam.

+ Truong hop ngudi yéu cau khong cé gidy to néu trén thi phai ndp ban
sao gidy to do co quan, to chtrc ¢6 tham quyén cua Viét Nam cép hop 18
nhu: Giéy chirng minh nhan dan, Thé can cudc cong dan hoac HO chiéu;

gidy to chimg minh vé noi cu trG; Bing t6t nghiép, Gidy ching nhan,




Chtng chi, Hoc ba, ho so hoc tap do co quan c6 tham quyén cap hoic
xac nhan; gidy to khac c6 thong tin vé ho, chit dém, tén, ngay, thang,
nam sinh ctia ca nhan.

Nguoi yéu cau dang ky khai sinh c6 trach nhiém ndp day du ban sao céac
gidy to néu trén (néu c6) va phai cam doan di ndp du cac gidy to minh
c6; chiu trach nhi¢m, h¢ qua cua viéc cam doan khong dung sy that.

- Trudng hop ngudi yéu cau ding ky lai khai sinh 14 can b, cong chirc,
vién chire, nguoi dang cong tac trong luc lugng vii trang thi phai c6 van
ban xac nhan cua Thu trudéng co quan, don vi vé viéc nhirng ndi dung
khai sinh cua nguoi do gém ho, chit dém, tén; gidi tinh; ngay, thang,
nam sinh; dan toc; quéc tich; qué quan; quan hé cha - con, me - con phu
hop véi hd so do co quan, don vi dang quan 1y.

- Vian ban uy quyén theo quy dinh cua phap luat trong truong hop uy
quyén thuc hién viéc dang ky lai khai sinh. Truong hop ngudi duoc uy
quyén la ong, ba, cha, me, con, vo, chéng, anh, chi, em rudt cua nguoi
iy quyén thi van ban uy quyén khong phai chimg thuc.

* Gidy to phai xuat trinh:

- Ho chiéu hodc Chimg minh nhan dan hodc Thé cin cudc cong dan
hodc Cin cude 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 chimg minh vé nhan
than cta ngudi co yéu cau ding ky lai khai sinh. Truong hop cac thong
tin c4 nhan trong cic gidy to nay di cO trong CSDLQGVDC,
CSDLHTPDT, dugc hé théng dién tu dong thi khong phai tai 1én (theo
hinh thtic truc tuyén);

- Gidy to ¢6 gié tri chang minh théng tin vé cu trt trong trudng hop co
quan dang ky ho tich khdng thé khai thac duoc théng tin vé noi cu tra
ctia cong dan theo cac phuong thirc quy dinh tai khoan 2 Piéu 14 Nghi
dinh s6 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Trudng
hop cé4c thdng tin vé gidy to chirmg minh noi cu tra da duoc khai thac
tir Co so dir liéu qudc gia vé& dan cu bang cac phuong thuc nay thi
nguoi cO yéu cau khong phai xuét trinh (theo hinh thirc truc tiép) hoac
tai [én (theo hinh thic truc tuyén).

Truong hop guri ho so qua hé thong buu chinh thi phai gui kém theo ban
sao cO chung thuc cac gidy to phai xuét trinh néu trén.

*Luuy

- P6i v6i gidy to ndp, xuét trinh néu nguoi yéu cau ndp ho so theo
hinh thire truc tiép:

+ Nguoi tiép nhan c6 trach nhiém kiém tra, di chiéu véi thong tin
trong to khai, chup lai hodc ghi lai thong tin dé luu trong ho so va tra lai
cho ngudi xuét trinh, khong duoc yéu cau ndp ban sao hodc ban chup




gidy to do.

+ Ngudi yéu cau diang ky ho tich ¢6 thé ndp ban sao chimg thuc tir
ban chinh hoac ban sao duoc cép tr 0 géc hoac ban chup kém theo ban
chinh gidy to dé dbi chiéu. Trudong hop ngudi yéu cau ndp ban chup kém
theo ban chinh gidy to thi nguoi tiép nhan co trach nhiém kiém tra, dbi
chiéu ban chup véi ban chinh va ky xac nhan, khong duoc yéu cau nguoi
di dang ky ndp ban sao gidy to do.

+ Nguoi tiép nhén c6 trach nhiém tiép nhan diung, du hd so ding
ky ho tich theo quy dinh cua phéap luat hd tich, khong duoc yéu cau
nguoi ding ky ho tich ndp thém gidy to ma phap luat ho tich khong quy
dinh phai ndp.

Nguoi tiép nhdn hé so thue hién khai thac théng tin trong Co so
dit liéu quoc gia vé dan cuw theo quy dinh phdp ludt néu nguoi yéu cau
dding ky ho tich dd cung cdp ho, chit dém, tén; ngdy, thang, ndm sinh; sé
dinh danh cd nhan/can cuoc cong dan/thé can cudc/chung minh nhan
dan. Truwong hop cdc théng tin can khai thac khéng cé trong Co so dir
liéu quoc gia vé dan cuw thi dé nghi nguoi yéu cdu ké khai day di.

- Déi v6i gidy to giri kém theo néu nguoi yéu cau ndp ho so theo
hinh thire truc tuyén:

+ Ban chup cac gidy to giri kém theo ho so dang ky lai khai sinh tryc
tuyén phéi bado dam rd nét, dﬁy du, toan ven vé nodi dung, 1a ban chup brfmg
may anh, dién thoai hoic duoc chup, dugc quét bang thiét bi dién tu, tir
gidy to duoc cap hop 18, con gia tri st dung.

+ Trudng hop gidy to, tai liéu phai gii kém trong hd so dang ky lai
khai sinh truc myén da co ban sao dién tir hoac da co6 ban dién tur giéy to hd
tich thi ngudi yéu cau dugc sir dung ban dién tir ndy.

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

- Gidy to do co quan c6 thdm quyén ctia nudc ngoai cap, cong
chirng hodc xac nhan dé sur dung cho viéc dang ky ho tich tai Viét Nam
phai dugc hop phép hoa lanh sy theo quy dinh cua phap luat, tror truong
hop duge mién theo diéu wéc qudc té ma Viét Nam 1a thanh vién.

- Trudng hop ngudi co yéu cau dang ky lai khai sinh khong cung
cap duoc gidy to néu trén theo quy dinh hodc gidy to ndp, xuit trinh bi
tay x0a, sira chita, lam gia thi co quan diang ky ho tich c6 tham quyén
hiy bo két qua ding ky lai khai sinh.

- Trudng hop cho phép nguoi yéu cau dang ky ho tich 1ap vin ban
cam doan vé noi dung yéu cau dang ky ho tich thi co quan ding ky ho tich




phai gidi thich rd cho ngudi 1ap van ban cam doan vé trach nhiém, hé qua
phép 1y cua viéc cam doan khong dung su that.

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

3.3

S6 lwong hd so

01bo

3.4

Yéu ciu, diéu kién thue hién thi tuc hanh chinh:

- Viéc khai sinh da dugc dang ky tai co quan co tham ,quyén cia Viét Nam trude ngay
01/01/2016 nhung S6 dang ky khai sinh va ban chinh Giay khai sinh déu bi mat.

- Ngudi cd yéu cau con song tai thoi diém yéu cau dang ky lai.

3.5

Thoi gian xir ly

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

3.6

Két qua thuc hién thi tuc hanh chinh:

- Giay khai sinh (ban chinh); ban sao Giay khai sinh (trudong hop yéu cau cap ban sao
Giay khai sinh).

- Ban dién tir Gidy khai sinh (Ban dién ttr s& ty dong gtri vé Kho quan 1y dit liéu cua ca
nhan/dia chi thu dién tir/thiét bi sd/dién thoai cia nguoi yéu cu sau khi d hoan tat tha
tuc dang ky lai khai sinh tai co quan dang ky ho tich).

3.7

Noi tiép nhén va tra két qua

- Cong Dich vu céng Qudc gia (https://dichvucong.gov.vn)

- Cong Dich vu cong thanh phd Ha Néi (https://dichvucong.hanoi.gov.vn)

- B6 phan Mot cura (TN&TKQ) cua UBND cap x4 noi di dang ky khai sinh trude day
hodc UBND cap xa noi nguoi yéu cau dang ky lai khai sinh thuong tru.

3.8

Lé phi, Phi

- Mién Lé phi cho nguo1 thudc gia dinh c6 cong voi cach mang; nguoi thudoc hd ngheo;
ngudi khuyét tat.

- Mt thu L¢ phi doi vai dich vu cong truc tuyén khi to chirc, ca nhan np ho so thuc
hién TTHC trén Céng Dich vu cong bang Khong (Khong thu).

-L¢é ph1 dang ky theo hinh thuc tryc tiép: 5.000 dong/ viéc

- Phi cap ban sao Gidy khai sinh (néu c6 yéu cau): 8.000 dong/ban sao trich luc

3.9

Quy trinh xir ly cong viéc

TT

Trach | Thoi | Biéu miu/ | Trang thai

Trinh ty nhi¢ém | gian | Kétqua | Hé thong

Bl

Ho so duoc ndp truc tiép tai BO phan Mot o Thanh Tai khoan
ctra cia UBND cip x3 hodc gii qua buu d%r;g phan ho so gom Tén

chinh hodc ndp truc tuyén trén Cong dich vyl theo Muc | Dang nhép




cong quoc gia (https://dichvucong.gov.vn)
hoac Cong dich vy cong thanh phd
(https://dichvucong.hanoi.gov.vn).

- Truong hop ndp hd so truc tiép, cong
dannop hd so tai Bo phan Mot ctia cua
UBND cp x4 c6 thdm quyén; ndp 1¢ phi néu
thudc truong hop phai ndp 1€ phi; ndp phi
cap ban sao Gidy khai sinh néu c6 yéu cau
cap ban sao.

- Trudng hop ndp hd so truc tuyén, cong
dan truy cap Cong dich vu cong qubc gia
hoic Cong dich vu cong thanh phd, ding
ky tai khoan (néu chua c6 tai khoan), xac
thuc ngudi dung theo huéng dan, ding
nhap vao hé thong, xac dinh dung UBND
cap x4 c6 tham quyén.

Cong dan cung cip thong tin theo biéu
mau(trén Cong dich vu cong), dinh kém ban
chup hoac ban sao dién tir cac giéy to, tai
ligu theo quy dinh; ndp phi thong qua churc
nang thanh toan tryuc tuyén, hoan tat viéc
nop ho so.

3.2

Biéu miu
dién tur
tuong tac
dang ky lai
khai sinh

va Mat
khau
VNelD

B2

Cong chuc B6 phan Mot cua truy cap Hé
thong thong tin gidi quyét thu tuc hanh
chinh cta thanh phd kiém tra tinh chinh
xac, ddy du, thong nhat, hop 18 cta hd so.

(i) Truong hop hd so day da, hop 1&
thi tiép nhan hd so, ¢ Phiéu hen, tra két qua
cho ngudi ¢6 yéu cau (néu ngudi co yéu cau
lya chon hinh thirc nop hd so truc tiép)
hozc giri ngay Phiéu hen, tra két qua qua
thu dién tir hodc gui tin nhin hen tra két
qua qua dién thoai di dong cho nguoi co
yéu cau (néu nguoi co6 yéu cau lya chon
hinh thac nop hd so truc tuyén), déng thoi
chuyén hé so dé cong chirc 1am cong tac ho
tich xu ly.

Sau khi tiép nhan hd so theo hinh
thirc nop truc tiép, can bo tiép nhan ho sof

tai BO phan mot cira thuc hién s hoa (sao
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chup, chuyén thanh tai liéu dién tu trén hé
thdng thong tin, co s& dir lidu) va ky sb vao
tai liéu, hd so giai quyét tha tuc hanh chinh
da duoc sb hoa theo quy dinh.

(ii) Trudong hop hd so chua diy du,
hop 1é thi ¢6 thong bao cho nguoi yéu cau
b sung, hoan thién ho so, néu rd loai gidy
td, noi dung can bod sung dé nguoi co yéu
cau bo sung, hoan thién. Sau khi hd so duoc
bd sung, thuc hién lai budc (i);

(iii) Néu nguoi c6 yéu cau dang ky
lai khai sinh khong bo sung, hoan thién
duoc hd so thi bao cdo Truong bo phan tiép
nhan ho so co vin ban tir chéi giai quyét
yéu cau dang ky lai khai sinh.

B3

Cong chac Bo phan Mot cua truy cap Hé
thong thong tin giai quyét tha tuc hanh
chinh caa thanh phd chuyén hé so sang Heé
thong thong tin dang ky, quan ly ho tich
cho cbng chie Tu phap - Ho tich

B4

Cong chiic tu phap - ho tich tham tra)
hd so (tham tra tinh thong nhat, hop 1& cua
céc thong tin trong ho so, gidy to, tai liéu do
ngudi Yeu cau nop, xuat trinh hodc dinh
kem).

+ Truong hop hd so can bd sung, hoan
thién hodc khong du diéu kién giai quyét,
phai tir chéi thi gui thdng bao vé tinh trang
hd so ti Bo phan mot cira dé thdng bao
cho nguoi nop hd so — thuc hién lai budc
(ii) hoac (iii):

+ Truong hop can phai kiém tra, xac minh
lam rd hoac do nguyén nhan khac ma
khong thé tra két qua dung thoi gian da hen
thi céng chuc lam cdng tac ho tich lap
Phiéu xin 15i va hen lai ngay tra két qua,
trong d6 néu rd 1y do cham tra két qua v
thoi gian hen tra két qua, chuyén Bo phan
mot cira dé tra cho ngudi ¢ yéu cau (néu
ngudi €6 yéu cau lya chon hinh thic nop

Cong
chuc
Tu phép
- Ho tich

khong
qua 03
ngay
lam
Viéc
Truong
hop phai
cO van
ban xac
minh thi
thoi han
giai
quyét
khong
qua 23
ngay.

HO so




ho so truc tiép), hodc gui Phiéu xin 16i va
hen lai ngay tra két qua qua thu dién tir
hodc gui tin nhan qua dién thoai di dong
cho ngudi co yéu cau (néu nop hd so truc
tuyén).

Truong hop viéc dang ky lai khai
sinh duogc thuc hién tai Uy ban nhan dan
cap xa khong phai noi dang ky khai sinh
trugc day thi cong chuc tu phap - ho tich
bao cdo Chu tich Uy ban nhan dan cip xa
c¢6 van ban d& nghi Uy ban nhan dan cap x4
noi dang ky khai sinh trude day kiém tra, Xac
minh vé viéc luu giit 6 ho tich.

Sau khi nhan duoc vin ban dé nghi,
Uy ban nhan déan noi da ding ky khai sinh
trude day tién hanh kiém tra, x4c minh v
tra loi bang van ban vé viéc con luu giil
hoic khong luu gitt duoc s6 ho tich.

Truong hop gidy to cua ngudi yéu
cau dang ky lai khai sinh khong c6 théng
tin chirng minh quan hé cha, me, con thi co
quan dang ky ho tich c6 vin ban dé nghi cof
quan cbng an c6 tham quyén xac minh.
Truong hop co quan cong an tra 161 khong
cd thong tin thi co quan dang ky hd tich
cho nguoi yéu cau dang ky lai khai sinh l1ap
van ban cam doan vé thong tin caa cha, me
va xac dinh ndi dung khai sinh theo van|
ban cam doan.

Sau khi nhan duoc két qua xac minh
vé viéc khong con luu giit dugc So6 ho tich
tai noi da dang ky khai sinh hoac sau thoi
han 20 ngay ké tir ngay gui van ban yéu
cau xac minh ma khéng nhan duoc van ban
tra loi, néu thay viéc dang ky lai khai sinh
chinh xac, dung quy dinh phap luat, ho sof
day du, hop 18, dung quy dinh, trudng hop
tiép nhan hd so dang ky lai khai sinh theo
hinh thac tryc tiép, thi cdng chic tu phap -
ho tich thuc hién viéc ghi vao S6 dang ky




khai sinh, cap nhat thong tin dang ky lai khai
sinh va luu chinh thuc trén Phan mém ding
Ky, quan ly hé tich dién tur dung chung.

Truong hop tiép nhan hd so dang ky
lai khai sinh theo hinh thic truc tuyén, cong
chire tu phap - ho tich gui lai biéu mau Giay
khai sinh dién tir v6i thong tin day da cho
ngudi yeu cau qua thu dién tr hoac thiét bi s6.

Nguoi yéu cau cé trach nhiém kiém
tra tinh chinh xac, ddy du cua céc théng tin
trén biéu mau Gidy khai sinh dién tir va xac
nhan (t6i da mot ngay).

Néu ngudi c6 yéu cau xac nhan
thong tin di théng nhat, day da hoac khong
c6 phan hdi sau thoi han yéu cau thi cong
chure tu phap - hd tichthuc hién viéc ghi noi
dung vao SO dang ky khai sinh, cap nhat
thong tin dang ky lai khai sinh va luu chinhl
thirc trén Phan mém dang ky, quan Iy ho tich
dién tir dung chung.

Cong chirc tu phap - ho tich in Gidy]
khai sinh, trinh Lanh dao UBND cap x4 ky,
chuyén ho so tir Hé théng thong tin ding
ky, quan 1y ho tich sang Hé théng thong tin
giai quyét tha tuc hanh chinh, chuyén B
phan Mot cira tra két qua cho cong dan

Lanh dao UBND cap xi ky Giay khai sinh| Gidy khai | Hé théng
B5 ban gidy, ky s6 Gidy khai sinh ban dién ti, sinh gui tin
chuyén Bo phan Mot cira trd két qua cho nhan t6i
cong dan Lanh email cuia
dao cong dan
UBND | 02 g0 thdng bao
L~ da co két
cap xa qua kinh
maoi cong
dan dén
nhan
1. P& nghi cdng dan xuat trinh ban chinh  Céng | Trong | HOso | Théng tin
gidy to thy than, ho so chirc gidy dong bo voi
(Truong hop Co so dit liéu dan cu di dugc| Tu phap | hanh Cong Dich
tich hop, chia s¢, két ndi, cong dan da c6|- Ho tich| chinh vu cong




(o]

xac thue dinh danh dién tur, cong dan khong
can xuét trinh gidy to tdy than)

2. X&c nhan da ddi chiéu ban chinh

3. Bé nghi cong dan ky vao T khai va Sb
theo quy dinh cua luat ho tich.

4. Thu phi cép ban sao trich luc (néu co)
(8.000d/ban trich luc)

5. Béng dau cia UBND cap xa vao phan
chit ky cua Lanh dao UBND cap x&

6. Tra két qua cho cdng dan: Ban chinh,
Ban sao.

7. Gri ban dién tir qua Hé thong dén tai
khoan, email, Kho quan ly dir liéu dién tur
cua cong dan

8. Ho so, két qua giai quyét TTHC duoc 6
hoa

9. Luu trit h6 so theo quy dinh

Cong
chic Bo
phan
Mot cua

quéc gia

Biéu mau

Hé thong biéu mau (Thong tu s6 01/2018/TT-VPCP cta Van phong Chinh pht)

cua BO Tu phap)

To khai dang ky lai khai sinh (néu ndp hd so truc tiép) (Théng tu s6 04/2024/TT-BTP

phap)

Gidy khai sinh, Gidy khai sinh ban sao (Thong tu s6 04/2020/TT-BTP cua Bo Tu

s6 03/2023/TT-BTP ctia Bo Tu phép).

Biéu mau dién tir twong tac dang ky lai khai sinh (néu ndp ho so truc tuyén) (Thong tu




CONG HOA XA HQOI CHU NGHIA VIET NAM
Poc l1ap - Tw do - Hanh phuc

TO KHAI PANG KY LAl KHAI SINH
Kinh gtri: @ Uy ban nhan dan ...

Ho, Chit dém, t8Nn NGUOT YEU CAU .......o.cvoeveeieieeeeeeteeee st tene st sn st
Ngay, thang, NAM STNN: .......ooiiii e
NOT CU T @)1 ettt bbbttt b s st
GIAY T LY thAN: B) .ottt ettt
Quan hé vai nguoi AugC Khai SINN: ..o
Pé nghico quan ding ky lai khai sinh cho ngudi ¢6 tén duwéi day:

HOQ, CHTE @M, T8N ..ttt e e
Ngay, thang, nam sinh: ........c..ccccoeevieniieeieee, ghi baNgG ChT: oo
GiGi tinh: e, DAN OC: wveveeeeeeeeeeees e, QUABC HICN: e,

(@ TH o U 1o TSSO
Ho, Chit d€m, t€n MEWOT M. ......ooiiiiiie e e et e e sae e srae e snaeenreas
Nam sinh: @i, Dan toc: @................. QUABC tICh:@ e
INOT CU T @) Lttt ettt ettt e st e et et e b e st e se et et atestess st e seare s
GHAY T TUY ThAN: B oottt ettt en ettt
Ho, chit dém, tén n@wol Cha:..........cooiiiiiii e
Nam sinh: ©...ocooviiiiieien, Dan toc: @................. QUABC ICh: @ e
L 0 a5 1 TR
GIAY O Y TNANT B) ittt
Da dang ky khai sinh tai: © ...
Gidy khai sinh s6: ... ,quyensé ... ngay .../ ... R
T6i cam doan nhitng noi dung khai trén day 1a dang sy that va da nop du cac gidy to hién co.
T6i chiu trach nhiém trudc phép luat vé viéc cam doan caa minh,

Lamtai: ............ , NZAY ........... thang ......... nam ...........

Ngudi yéu cau
(Ky, ghi rd ho, chir dém, tén)

D’é nghl Cé'p bén Sao(g): Cé D’ Khéng D ............................
SO lugng:....... ban



Chd thich:

(Ghi rd tén co quan ding ky lai khai sinh

, @ Chi ghi trong trudng hop ngudi ¢ yéu cau diang ky ho tich chwa c6/khong cung cap
S(i) dil:lh danh céa nhan/can cudc cong dan/thé can cudc/chitng minh nhan dan; khéng cung
cap day du théng tin ngay, thang, nam sinh.

, Truong hop phai cung cép thong tin “Noi cu tra” thi ghi theo noi ding ky thuong tri;
néu khong c6 noi dang ky thuong tru thi ghi theo noi dang ky tam tra; truong hop khdng co
noi dang ky thuong tra va noi dang ky tam trd thi ghi theo noi ¢ hién tai.

,(3) Ghi s6 dinh danh c4 nhan/can cuéc cong dan/thé can cudc (vi du: Can cudc cong
dan sb 025188001010 do Cuc Canh sat QLHC vé TTXH cip ngay 20/11/2021). Truong hop
kh@ng co 5,6 dinh danh ca nhan/can cudc cong dan/thé can cudc thi ghi giay to hop 1€ thay
thé (ho chieu, chung minh nhan dan,...).

@Trudng hop sinh tai co sy té thi ghi 1o tén co SOy té va dia chi co s y té do; truong
hop sinh ra ngoai co so y té thi gh‘i dia danh cua 03 cap hanh chinh (xa, huyén, tinh) noi sinh
ra; truong hop khong rd noi sinh day du thi chi ghi dia danh hanh chinh cap tinh.

) Ghi day du ngay, thang sinh caa cha, me (néu cd).

) Ghi tén co quan da ding ky khai sinh truéc day.

() Chi khai trong truong hop biét rd.

® P¢ nghi danh dau X vao dnéu co yéu cau cap ban sao va ghi ré sé luong.



NOI DUNG MAU HO TICH PIEN TU TUONG TAC
PANG KY LAI KHAI SINH

I. Thong tin vé ngudi yéu cau ding ky lai khai sinh
(1) Ho, chir dém, tén;
(2) Sé dinh danh ca nhan;

3) Glay to tuy than: Loai gidy to st dung (CCCD/CMND/HG chiéu/Gidy to hop 18
thay thé); sb, ngay, thang, nim cap, co quan cap; ban chup dinh kém;

(4) Noi cu trt (noi thuong tra/noi tam tra/noi dang sinh séng);
(5) Quan h¢ vo1 ngudi duge khai sinh.

II. Thong tin vé nguoi dwoc ding ky lai khai sinh

(6) Ho, chir dém, tén;

(7) Ngay, thang, nam sinh (tach biét riéng 03 truong thong tin: ngay, thang, nam; hé
thong tu dong chuyén ndi dung tir sd sang ghi bang chir);

(8) Gidi tinh;
(9) Dan toc;
(10) Qudc tich;

(11) Noi sinh (gom cac truong thong tin riéng theo dia danh hanh chinh: sd nha;
duong phd; thon/té/ban/ap; xa, phuong, thi tran; quan, huyén, thi xa, thanh phé thudc
tinh, thanh phd thudc thanh phd truc thuéc Trung wong; tinh, thanh phé truc thudc
Trung vong);

(12) Qué quan;
(13) Sé dinh danh c4 nhan;

(14) G1ay to tuy than: Loai glay to su dung (CCCD/CMND/HO chiéu/Giay to hop 18
thay thé); sb, ngay, thang, nim cap, co quan cap; ban chup dinh kém.

I11. Thong tin vé ngwdi me ciia ngwdi dwoe diang ky lai khai sinh

(15) Ho, chit dém, tén;

(16) Ngay, thang, nam sinh (tdch biét riéng 03 truong thong tin: ngay, thang, nam);
(17) Dan toc;

(18) Qudc tich;

(19) Sé dinh danh c4 nhan;

(20) Glay to tuy than: Loai glay to su dung (CCCD/CMND/H§ chiéu/Giay to hop 18
thay thé); sb, ngay, thang, nim cap, co quan cap; ban chup dinh kém;

(21) Noi cu trt (noi thuong tra/noi tam tra/noi dang sinh song).



IV. Thong tin vé nguoi cha ciia nguwoi dwoc ding ky lai khai sinh

(22) Ho, chir dém, tén;

(23) Ngay, thang, ndm sinh (tach biét riéng 3 truong thong tin ngady, thang, nam);
(24) Dan toc;

(25) Qudc tich;

(26) S6 dinh danh c4 nhan;

(27) Glay to tuy than: Loai glay to su dung (CCCD/CMND/HG chiéu/Gidy to hop 18
thay thé); sb, ngay, thang, nim cp, co quan cap; ban chyp dinh kém;

(28) Noi cu trt (noi thudng tra/noi tam tra/noi dang sinh sdng).
V. Théng tin vé viéc ding Ky khai sinh truéc diy

(29) Co quan dang ky khai sinh trude day;

(30) Gidy khai sinh (sd, quyén s6, ngay, thang, nam ding ky);
(31) Dé nghi cip ban sao:

o Co

S6 luong ban sao yéu cau: ...

0 Khong

(32) Ho so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan cac thong tin cung cap 1a dung su that, khong con ban
chinh Gidy khai sinh, dd ndp du cac gidy to hién c¢6 va chiu hoan toan trach nhiém
trudc phap luat vé ndi dung cam doan ctia minh.

* Truong hgp cac thong tin vé gjéy to chimg minh noi cu tri da dugc khai thac tur
CSDLQGVDC, dugc h¢ thong dién tu dong thi khong phai xuat trinh (theo hinh thirc
tryc tiép) hoac tai 1én (theo hinh thirc truc tuyén).

* Mau dién tir twong tac ghi nhan thoi gian (gio, phut, gidy, ngdy, thang, nim) hoan
tat viéc cung cap thong tin; nguoi yé€u cau trude do da dang nhap vao hé thong, thuc
hién xac thuc dién tir theo quy dinh.

Nguoi yéu cau dang ky lai khai sinh nhan Gidy khai sinh (ban chinh) tryc tiép tai Co
quan dang ky ho tich.

Ban dién tir s& tu dong gui vé Kho quan 1y dit liéu cta c4 nhan/dia chi thu dién
ti/thiét b1 s6/dién thoai ciia nguoi yéu cau sau khi da hoan tat thu tuc dang ky lai khai
sinh tai co quan dang ky hd tich.
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CONG HOA XA HOI CHU NGHIA VIET NAM
DPoc lap - Ty do - Hanh phic

GIAY KHAI SINH

(BAN SAO)




Chii thich:
 Ghi theo s6 trong S6 diing ky khai sinh.
@ Ghi tén co quan cip ban sao Gidy khai sinh.
® Ghi theo s6 trong S& theo ddi viéc cép ban sao clia co quan cip ban sao Trich luc hé tich.

“ Tuy theo cach thirc thyuc hién, ghi rd cin cir cip ban sao tir: “S6 ddng ky khai sinh” hoic “Co so dir
lieuho tichdiéntie”.



CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phiic

GIAY KHAI SINH

(BAN SAO)




Chii thich:
 Ghi theo s6 trong S6 diing ky khai sinh.
@ Ghi tén co quan cip ban sao Gidy khai sinh.
® Ghi theo s6 trong S& theo ddi viéc cép ban sao clia co quan cip ban sao Trich luc hé tich.

“ Tuy theo cach thirc thyuc hién, ghi rd cin cir cip ban sao tir: “S6 ddng ky khai sinh” hoic “Co so dir
lieuho tichdiéntie”.



15. Thia tuc déing ky khai sinh cho nguéi di c6 hd so, gidy té ca nhan (QT-XP-15)

1 | Muc dich
Quy trinh nay quy dinh trinh ty va cach thuc giai quyét ho so dang ky khai sinh cho
ngudi da co ho so, gidy to ca nhan thudc tham quyén giai quyét caa UBND cap xa
2 | Phamvi
- Ap dung d(f)i VGi ca nhan dang ky khai sinh cho ngudi da co hd so, gidy to c& nhan.
- Ap dung doi vai cong chirc UBND cap xa chiu trach nhiém thuc hién Quy trinh nay.
3 | Noi dung quy trinh
3.1| Coséphaply

- Luat Ho tich nam 2014;

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

- Nghi dinh sé 87/2020/NB-CP ngay 28/7/2020 cua Chinh pht quy dinh vé Co so dit liéu
ho tich dién ttr, diang ky ho tich truc tuyén;

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

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

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 ciia Bo Tu phap quy dinh chi tiét mot
s6 diéu va bién phap thi hanh Nghi dinh s6 87/2020/NB-CP cta Chinh phii quy dinh vé
Co so dir liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Thong tu s6 281/2016/TT-BTC caa Bo Tai chinh quy dinh muc thu, ché d6 thu, nop,
quan ly va st dung phi khai thac, st dung thong tin trong co s& dit liéu ho tich, phi xac
nhan cé qudc tich Viét Nam, phi xac nhan 1a nguoi géc Viét Nam, I phi qudc tich;

- Théng tur s6 85/2019/TT-BTC ngay 29/11/2019 ciia B Tai chinh huéng dan vé phi va 1¢
phi thuoc tham quyén quyét dinh caa HDND tinh, thanh phd truc thugc Trung uong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo Tai chinh stra dol b sung
mot s6 diéu cia Thong tu s6 85/2019/TT-BTC cua Bo Tai chinh hudng dan vé phi va Ié
phi thuoc tham quyén quyét dinh cia HDND tinh, thanh phé truc thuc Trung uong;

- Théng tu s6 03/2023/TT-BTP cua Bo Tu phép sta ddi, b sung mét sé noi dung cua
Théng tu s6 01/2022/TT-BTP cua Bé Tu phap quy dinh chi tiét mot sé diéu va bién
phap thi hanh Nghi dinh sé 87/2020/NB-CP quy dinh vé Co s¢ dit liéu ho tich dién tu,
dang ky ho tich truc tuyén;

- Thong tu sd 04/2024/TT-BTP cua Bo Tu phap stra ddi, bo sung mot s diéu cua
Thong tu s6 02/2020/TT-BTP ban hanh, huéng dan st dung, quan Iy mau sé qudc tich
va mau gidy to vé qudc tich va Thong tu s 04/2020/TT-BTP cta Bo Tu phap quy dinh
chi tiét thi hanh mot sb diéu cua Luat Ho tich va Nghi dinh sé 123/2015/ND-CP quy
dinh mot sé diéu va bién phap thi hanh Luat Ho tich;

- Nghi quyét s606/2020/NQ-HPNDngay 07/7/2020 caa Hoi dong nhan dan thanh phé

Ha Nbi vé viéc ban hanh mot sé quy dinh thu phi, 1& phi trén dia ban thanh phé Ha Noi



http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123

thudc tham quyén quyét dinh caa Hoi déng nhan dan Thanh pho.

- Nghi quyet $607/2023/NQ-HPNDngay 04/7/2023 cua HDND thanh phd Ha Noi ve
viéc thu phi, Ié phi thuoc tham quyen quyét dinh caa Hoi dong nhan dan Thanh pho

trén dia ban thanh phé Ha Noi.

- Quyét dinh s6 1079/QD-BTP ngay 11/6/2024 cong bd thu tuc hanh chinh dugc stra doi,
bo sung trong linh vuc hd tich thuc hién tai co quan dang ky ho tich thudc pham vi chuc

nang quan 1y cua Bo Tu phap.

- Quyét dinh s6 3658/QD-UBND ngay 15/7/2024 cua UBND thanh phd Ha Noi cong
bo Danh muc tha tuc hanh chinh sira doi, bo sung linh vuc hé tich, quoc tich thudc tham

quyén giai quyét ciia co quan, don vi trén dia ban thanh phé Ha Noi.

3.2

Thanh phan hé so

Ban
chinh

Ban
sao

- To khai ding ky khai sinh theo mau (néu nguoi ¢4 yéu cau lua chon nop
hd so theo hinh thic tryc tuyén hozc gui hd so qua hé thong buu chinh);

- Mau ho tich dién tir tuwong tac dang ky khai sinh (do ngudi yéu cau
cung cap thong tin theo hudng dan trén Cong dich vu ¢dng néu nguoi co
yéu cau lya chon nop ho so theo hinh thic truc tuyén).

- Ngudi ¢6 yéu cau dang ky khai sinh thuc hién viéc ndp/xuét trinh
(theo hinh thire truc tiép) hodc tai Ién (theo hinh thic truc tuyén) cac
gidy to sau:

* Gidy to phai nop:

- Vin ban cam doan cua ngudi yéu cau vé viée chua duoc diang ky khai
sinh.

- Ban sao toan bd ho so, gidy to ciia nguoi yéu cau hodc hd so, gidy to,
tai liéu khac trong d6 co thong tin lién quan dén ndi dung khai sinh,
gém: Gidy ching minh nhan din, Thé cin cudc cong dan hoic Ho
chiéu; gidy to ching minh vé noi cu tra; Bang t6t nghiép, Gidy chimng
nhan, Chimg chi, Hoc ba, Ho so hoc tip do co quan c6 tham quyén cap
hoac xac nhan; giéy to khac c6 thong tin vé ho, chit dém, tén, ngay,
thang, nam sinh cua c4 nhan.

Nguoi yéu cau ding ky khai sinh ¢ trach nhiém ndp day du ban sao
cac gidy to néu trén (néu c6) va phai cam doan di ndp du cac gidy to
minh co; chiu trach nhiém, hé quéa cia viéc cam doan khong diung su
that.

- Truong hop ngudi yéu cau dang ky khai sinh 1a can bg, cong chiic,
vién churc, nguoi dang cong tac trong luc luong vii trang thi phai ¢6 van
ban xac nhan ctia Thu truong co quan, don vi vé viéc nhitng ndi dung
khai sinh ctia ngudi d6 gom ho, chir dém, tén; gidi tinh; ngdy, thang,
nam sinh; dan toc; quéc tich; qué quan; quan hé cha - con, me - con phu

hop vé6i hd so do co quan, don vi dang quan 1y.




- Vin ban oy quyén theo quy dinh cta phép luat trong trudong hop ty
quyén thuc hién viéc ding ky khai sinh. Truong hop ngudi duoc uy
quyén la 6ng, ba, cha, me, con, vo, chéng, anh, chi, em rudt cua nguoi
iy quyén thi van ban uy quyén khong phai ching thuc.

* Giay tor phai xuat trinh:

- Ho chiéu hodc Chting minh nhan dan hoic Thé cin cudc cong dan
hoidc Cin cudc hodc cac gidy to khac c6 dan anh va thong tin c4 nhan
do co quan c6 thAm quyén cip, con gia tri st dung dé chimg minh vé
nhan thin clia ngudi cd yéu cau dang ky khai sinh. Trudong hop cac
thong tin c4 nhan trong cac gidy to ndy da co trong CSDLQGVDC,
CSDLHTPDT, duoc hé théng dién tu dong thi khong phai tai 1én (theo
hinh thtc truc tuyén);

- Gidy to ¢6 gié tri chang minh théng tin vé cu tra trong treong hop
co quan dang ky ho tich khéng thé khai thac dugc thong tin vé noi cu
tri cta cong dan theo cac phuong thirc quy dinh tai khoan 2 Piéu 14
Nghi dinh sb 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu.
Trudng hop cac thong tin vé gidy to chimg minh noi cu tra da duoc
khai thac tir Co so dit liéu qudc gia vé dan cu bang cac phuong thic
nay thi ngudi c6 yéu cau khong phai xuat trinh (theo hinh thic truc
tiép) hoac tai 18n (theo hinh thuc truc tuyén).

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

*Luuy

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

+ Ngudi tiép nhan co6 trach nhiém kiém tra, d6i chiéu véi thong
tin trong to khai, chup lai hoac ghi lai thong tin dé luu trong hd so va
tra lai cho nguoi Xuét trinh, khong duogc yéu cau ndp ban sao hoac ban
chup gidy to do.

+ Nguoi yéu cau dang ky ho tich c6 thé ndp ban sao ching thuc
tir ban chinh hodc ban sao duoc cap tir s6 gdc hodc ban chup kém theo
ban chinh gidy to dé dbi chiéu. Truong hop ngudi yéu ciu ndp ban
chup kém theo ban chinh gidy to thi nguoi tiép nhan c6 trach nhiém
kiém tra, ddi chiéu ban chup v61 ban chinh va ky xac nhan, khong dugc
yéu cau ngudi di dang ky ndp ban sao gidy td do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan ding, du hd so ding
ky ho tich theo quy dinh cta phap luat ho tich, khong duoc yéu cau
nguoi dang ky ho tich ndp thém gidy to ma phap luat ho tich khong quy




dinh phai nop.

Ngueoi tiép nhdn hé so thiee hién khai thdc théng tin trong Co 56
dir liéu quéc gia vé dan cu theo quy dinh phdp ludt néu nguoi yéu cau
dang ky ho tich di cung cdp ho, chit dém, tén; ngay, thang, ndm sinh;
56 dinh danh cd nhéan/cin cwéce cong dan/thé can cudc/chimg minh
nhdn dan. Truong hop cdc thong tin can khai thdc khéng cé trong Co
s& dir liéu quoc gia vé dan cu thi dé nghi nguoi yéu cau ké khai day du.

- P6i v6i gidy to giri kém theo néu ngudi yéu cau ndp ho so theo
hinh thtc truc tuyén:

+ Ban chup cac gidy to giri kém theo hd so ding ky khai sinh truc
tuyén phai bao dam rd nét, dﬁy du, toan ven vé ndi dung, 1a ban chup bﬁng
may anh, dién thoai hoic dugc chup, dugc quét bang thiét bi dién tir, tix
gidy to duoc cap hop 18, con gia tri st dung.

+ Trudng hop gidy t0, tai liéu phai giri kém trong hd so dang ky
khai sinh tric tuyén da co ban sao dién tir hodc di c6 ban dién tir gidy to
ho tich thi nguoi yéu cau duoc str dung ban dién tir nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Gidy khai
sinh/ban sao Gidy khai sinh), ngudi c6 yéu cau dang ky khai sinh phai
xuat trinh gidy to tuy than, ndp cac gidy to 1a thanh phan ho so dang ky
khai sinh theo quy dinh phap luat ho tich.

- Giy to do co quan c6 thim quyén ctia nudc ngoai cip, cong
chiing hoac xac nhan dé st dung cho viéc dang ky hg tich tai Vi¢t Nam
phai dugc hop phap hoa lanh sy theo quy dinh cta phap luat, trir truong
hop duoc mién theo diéu udc qudc té ma Viét Nam 1a thanh vién.

- Trudong hop ngudi yéu cau ding ky khai sinh khong cung cap
duoc gidy to néu trén theo quy dinh hodc gidy to nop, xuét trinh bi tay
x0a, stra chita, 1am gia thi co quan ding ky ho tich c6 tham quyén hiy
bo két qua dang ky khai sinh.

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

Co quan dang ky ho tich tir chdi giai quyét hoic dé nghi co quan co
tham quyén huy bo két qua dang ky ho tich, néu ¢ co sé xac dinh noi
dung cam doan khong diang su that.

3.3

S6 lwong ho so

01 bo

3.4

Yéu cau, diéu kién thuc hién thi tuc hanh chinh

Cong dan Viét Nam cu tra trong nudc, sinh trude ngay 01/01/2016, chua dugc dang ky




khai sinh, c6 ho so, giéy to ca nhan (ban chinh hoac ban sao dugc ching thuc hop 1€)
nhu: giéy to tuy than; SO ho khau; S6 tam tru; gidy to khac do co quan nha nudc co
thAm quyén cua Viét Nam cip.

3.5

Thoi gian xi ly

05 ngay lam viéc. Truong hop phai ¢6 vian ban xac minh thi thoi han giai quyét khéng qué|
25 ngay.

3.6

Két qua thuc hién tha tuc hanh chinh:

- Giay khai sinh (ban chinh), ban sao Giay khai sinh(trudng hop yéu cau cap ban sao
Giay khai sinh).

- Ban dién tir Gidy khai sinh (Ban dién tir s& tu dong guri vé Kho quan 1y dit liéu cia ca
nhan/dia chi thu dién tir/thiét bi sé/dién thoai cta ngudi yéu cau sau khi d3 hoan tat tha
tuc dang ky khai sinh tai co quan dang ky hd tich).

3.7

Noi tiép nhan va tra két qua

- Cdng Dich vu cng Quéc gia (https://dichvucong.gov.vn)
- Cong Dich vu cong thanh phb Ha Noi (https://dichvucong.hanoi.gov.vn)
- Bo phan Mot cira (TN&TKQ) UBND cép x4 noi cu tri cia nguoi ding ky khai sinh

3.8

Lé phi

- Mién Lé phi cho ngudi thudc gia dinh co cong vdi cach mang; nguoi thudc ho nghéo;
ngudi khuyét tat,

- Mtec thu Lé phi doi véi dich vu cdng truc tuyén khi to chic, ca nhan nop ho so thuc
hién TTHC trén Céng Dich vu cong bang Khong (Khong thu).

- L& phi dang ky theo hinh thuc tryc tiép: 5.000 dong/viéc

3.9 | Quy trinh xw ly cong viéc
. Trach | Thei | Biéu mau/ | Trang thai
I Trinh ty nhiém | gian | Kétqua | Heéthong
Ho so duoc nop truc tiép tai Bo phan Mot Tai khoan
ctra UBND cép xa hoic nop qua buu gém Tén
chinhhodc ndp truc tuyén trén Cong dich vu bang nhap
cong qudc gia (https://dichvucong.gov.vn) Thanh |va Mat khau
hodc Cong dich vu cong thanh phd phanhdso| VNelD
(https://dichvucong.hanoi.gov.vn). theo Muc
Cong DVC két néi véi CSDLDC de khai Cong 32
B1 ithac cac truong thong tin cua cong dan co dan Bi€u mau
trong CSDLDC. dién tu
Cong dan lya chon: tuong tac
- Dich vu ¢6ng truc tuyén, dang ky
- Quan, Huyén, Thi xa khai sinh
- UBND x4, phuong, thi tran ¢ tham
quyén
- Linh vuc HJ tich,



https://dichvucong.gov.vn/
https://dichvucong.hanoi.gov.vn)/

- Thu tuc Pang ky khai sinh cho nguoi da
c6 hd so, gidy to ca nhan

Cong chuc Bo phan TN&TKQ truy cap Hé
thong thong tin giai quyét thu tuc hanh
chinh kiém tra tinh chinh xac, diy du,
thong nhat, hop 1é ctia hd so.

(i) Trudng hop hd so day dua, hop 1&
thi tiép nhan hd so, co Phiéu hen, tra két qua)
cho ngudi 6 yéu cau (néu ngudi co yéu cau
lya chon hinh thic nop hd so truc tiép)
hoic guri ngay Phiéu hen, tra két qua qua
thu dién to hoic gwi tin nhan hen tra két
qua qua dién thoai di dong cho nguoi €O

veu ciu (nu ngudi ¢6 yéu ciu lua chon - Phicu yéu
hinh thic nop hd so truc tuyén), déng thoi cau bo
chuyén ho so dé cong chirc 1am cong tac ho| . sung, hoan
: o cong thién
tich xtr 1y. , ‘ chirc hd so
Sau khi tiep nhan ho so theo hinh Ry Tr(_)pg - Phiéu tu
B2 fthirc nop truc tiép, can bo tiép nhan hd so| phan h%lr?h chéi tiép
tai Bo phan mot cira thuc hién sé hoa (saol TN&T chinp | MNan gidi
chup, chuyén thanh tai liéu dién to trén hg  KQ quyet ho
thong thong tin, co so dit liéu) va ky s6 vao 30
A LA e ol 5 ] - Giay tiep
tai ligu, h(? so gial quyét thu tuc hanh chinh nhan
da duoc so hoa theo quy dinh. hd so
(ii) Truong hop hd so chua day du,
hop & thi c6 thong bao cho nguoi yéu cau
b sung, hoan thién hé so, néu rd loai gidy
td, noi dung can bd sung dé ngudi co yéu
cau bo sung, hoan thién. Sau khi hd so dugc
bo sung, thuc hién lai buéc (i);
(iii) Truong hop nguoi c6 yéu cau
dang ky khai sinh khong bod sung, hoan
thién dugc hd so thi bio cdo Trudng bo
phan mot ctra c6 thdng bao tir chéi giai
quyét yéu cau diang ky khai sinh.
Cong chic Bo phan TN&TKQ chuyén ho | Cong Phiéu kiem
g3 | 50 tir He thong thong tin giai quyét thu tuc | chic | 01 gio | soatqua
hanh chinh sang Hé thong thong tin dang Bo trinh giai
ky, quan ly hg tich, ban giao ho so cho phan quyet ho




Cong chtrc Tu phap - Ho tich

TN&T
KQ

B4

Cong chire Tu phap - Ho tich truy cap Hé
thong thong tin déng ky, quan Iy ho tich,
tham tra ho so (tham tra tinh thong nhat, hop
1é cua cac thong tin trong hd so, gidy to, tai
liéu do ngudi yéu cau nop, xuét trinh hodc
dinh kém).

+ Truong hop hd so can bd sung,
hoan thién hodc khong du diéu kién giai
quyét, phai tir chdi thi giri théng béo vé tinh
trang hd so ti Bo phan tiép nhan ho so dé
thong bao cho nguoi nop hd so — thuc hién
lai budc (i) hoic (iii);

+ Trudng hop can phai kiém tra, xac
minh lam rd hoac do nguyén nhan khac ma
khong thé tra két qua dung thoi gian da hen
thi cong chuc lam cong tac hd tich lap
Phiéu xin 15i va hen lai ngay tra két qua,
trong d6 néu rd 1y do cham tra két qua v
thoi gian hen tra két qua, chuyén Bo phan
mot ctra dé tra cho ngudi ¢ yéu cau (néu
ngudi €6 yéu cau lya chon hinh thic nop
hd so truc tiép), hodc gui Phiéu xin 16i va
hen lai ngay tra két qua qua thu dién tu
hoac gui tin nhan qua dién thoai di dong
cho ngudi ¢d yéu cau (néu ngudi co yéu
cau lya chon hinh thicc nép hé so truc
tuyén).

Truong hop gidy to cua nguoi yéu
cau dang ky khai sinh khong c6 thong tin
chung minh quan hé cha, me, con thi co
quan dang ky ho tich c6 vian ban dé nghi co
quan cbéng an c6 tham quyén xac minh.
Truong hop co quan cong an tra loi khong
cd thong tin thi co quan dang ky ho tich
cho ngudi yéu cau dang ky khai sinh 1ap
van ban cam doan vé thong tin cua cha, me

va xac dinh ndi dung khai sinh theo vian

Cong
chac
Tu
phap -
Ho tich

-03
ngay
- Thoi
gian
xac
minh:

23

ngay

- Théng
bo hd so
khong du
diéu kien
giai quyét/
Thoéng bao
bé sung hd

SO




ban cam doan.

+ Sau khi nhan duoc két qua xac minh
hoic sau thoi han 20 ngay ké tir ngay gui van
ban yéu cau xac minh ma khong nhan duoc
van ban tra loi, néu thay hd so day du, hop
&, ding quy dinh, truong hop tiép nhan hd
so ding ky khai sinh theo hinh thuc tryc tiép,
thi cong chuc tu phap - ho tich thuc hién viéc
ghi vao Sb dang ky khai sinh, cap nhat thong
tin dang ky khai sinh va Iuu chinh thirc trén
Phan mém ding ky, quan ly ho tich dién tir
dung chung.

Truong hop tiép nhan hé so dang k]
khai sinh theo hinh thic truc tuyén, cong
chire tu phap - ho tich gui lai biéu mau Giay
khai sinh dién tir v6i thong tin day da cho
ngudi Yeu cau qua thu dién tir hoic thiét bi sb.

Nguoi yéu cau cd trach nhiém kiém
tra tinh chinh xac, day du cua céc thong tin
trén biéu mau Gidy khai sinh dién tir va xac
nhan (t6i da mét ngay).

Néu nguodi c6 y8u cau xac nhan
thong tin dd théng nhat, day da hoic khdng
c6 phan hoi sau thoi han yéu cau thi cong
chuc tu phap - hd tichthuc hién viéc ghi noi
dung vao So diang ky khai sinh, cap nhat
thong tin dang ky khai sinh va Iuu chinh thuc
trén Phan mém ding ky, quan ly ho tich dién
tir dung chung.

- Cong chure tu phap - ho tich du thao
Giay khai sinh, trinh Lanh dao UBND ky, ky
s6 chuyén téi Bo phan Mot cira dé tra két
qua cho ngudi c6 Yéu cau.

B5

Lanh dao UBND cap xa ky, ky so:

- Gidy khai sinh:

- Théng béo néu hd so khong du diéu
kién giai quyét /Thdng béo bo sung hd so.

Lanh
dao
UBND
cap x4

04 gio

- Giay khai
sinh

Hé thong
guri tin nhan
toi email
cua cong
dan thong
bao da co




két qua kinh

moi cong
dan dén
nhan

- Cong chtrc Tu phap - Ho tich chuyén ho| Cong - Ho so
so tir Hé théng thong tin déng ky, quan ly| chuc - Gidy khai

B6 |ho tich sang Hé théng théng tin giai quyét| Tu | 01giod sinh
tha tuc hanh chinh, hoan thién hé so, dong| phap -
dau, ban giao cho B phan TN&TKQ. Ho tich ?
1. Dé nghi cbng dan xuat trinh ban chinh S6 Piang
gidy to tiy than, hd so ky khai ‘
2. X4c nhan da di chiéu ban chinh sinh - Truong _fop
3. P& nghi cong dan ky vao To khai va Sé ~Hoso | s
theo quy dinh cua luat ho tich. - Giay dan cu p ﬁ
4. Thu phi cap ban sao trich luc (néu c6) | Cong khai sinh huqc hi o
(8.000d/ban trich lyc) , ‘ chuc kgf ’n g : iﬁsnz
5. Pong dau cua UBND cap xa vao phan Tu dan di 2;(’) he
chir ky cua Lanh dao UBND cap xa phap - h $inh
6. Tra két qua cho cdng dan: Ban chinh, | H0 tich thye -~ din
Ban sao. dfmh dign t}r ’
7. Guii ban dién tir qua Hé thong dén tai Céng ﬁﬁqg dan

B7 |khoan, email, Kho quan ly dir liéu dién tir | chuc 9”9 can

o A A A Xxuat trinh

Cuia cong da}n ’ | Bo gidy oty
8. Ho so, ket qua giai quyét TTHC dugc so | phan than
hoa Mot Thong tin
9. Luu trir ho so theo quy dinh cua déng bo véi
Truong hop Co s¢ dit ligu dén cu da duoc Céng Dich
tich hop, chia s¢, ket noi, cong dan da co vu cdng quéc
xac thuc dinh danh dién tir, cbng dan khong gia

can xuat trinh gidy to tly than

Biéu mau

Hé thong biéu mau (Théng tu s6 01/2018/TT-VPCP ciia Vian phong Chinh pht)

T khai dang ky khai sinh (Thong tu s6 04/2020/TT-BTP cua Bo Tu phép)

phap)

Giay khai sinh, Giay khai sinh ban sao (Thong tu s6 04/2020/TT-BTP cua Bo Tu




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

TO KHAI PANG KY KHAI SINH
Kinh gti: @ Uy ban nhan dan ...

Ho, Chit dém, t81 NGUOT YBU CAU: ...t ee ettt en s
Ngay, thang, NAM STNN: ....ccveiiiii e sbe e nes
NOT CU T @ttt ettt sttt

Quan hé vai nguoi dugC Khai SINN: ..o
Pé nghico quan ding ky khai sinh cho ngudi duéi day:
HO, CREE d@IM, T8N .t e et e b e e be e be e
Ngay, thang, ndm sinh: ..........ccoccoiviiiiiiinieeeee ghi bang Ch: oo,
GiGi tinh: e, DAN tOC: e eveeeeeeeeeeeeerees QUABC HICN: oo,
DL T3040 £ LSRR
(@ 1= o[- OSSR
Ho, CNit d€my, t€N MEWOT M. ...
NAM sinh: O, Dantoc: @ ....cceeee. Quéc tich: @ .............
J L Va5 SRR
GIAY T TUY thAN: B) oottt ettt
Ho, Chir dém, t€n NGt CRa: ..o s
Nam $inh: G Dan toc: @ Quéc tich: @ ...............
INOT CU T @) Lottt sttt sttt sttt et b e st e se st e e et e st e se et et etesaasestesearens
GIAY T TUY thAN: B) oottt sttt nees
Thong tin vé Glay ching nhan két hon cua cha, me tre (néu cha, me tré da PKKH):
SO, , Quyén sb: ........... , dang ky ngay .... thang .... nam ......... 151 SRR
T6i cam doan ndi dung dé nghi dang ky khal sinh trén day la dung sy that, dugc su thoa
thuan nhat tri caa cac bén lién quan theo quy dinh phép luat.
T6i chiu hoan toan trach nhiém truéc phap luat vé noi dung cam doan caa minh.

Lamtai: ................ , NEAY ........... thang ......... nam ..............

Ngudi yéu cau
(Ky, ghi rd ho, chir dém, tén)

Dé nghi cip ban sao®: C6 |_|, Khoéng L
S6 luong:....... ban



Chu thich:
(DGhi 15 tén co quan ding ky khai sinh.
@ Chi ghi trong trudng hop ngudi c6 yéu cau dang ky ho tich chua co/khong cung cap

s6 dinh danh ca nhan/can cuéc cdng dan/thé can cudc/ching minh nhan dan; khéng cung cap
day du thong tin ngdy, thang, nam sinh.

~ Truong hop phai cung cap thong tin “Noi cu tra” thi ghi theo noi ding ky thuong tra;
néu khong co6 noi dang ky thuong trd thi ghi theo noi dang ky tam tra; truong hop khdng co
noi dang ky thuong tri va noi dang ky tam trd thi ghi theo noi ¢ hién tai.
~ OGhi s6 dinh danh c4 nhan/can cudc cong dan/thé can cuge(vi du: Can cudc cong dan
s6 025188001010 do Cuc Canh sat QLHC V& TTXH cAp ngay 20/11/2021). Trudng hop
khong ¢6 s6 dinh danh ca nhan/can cudc cong dan/the can cudc thi ghi giay to hop 1€ thay
the (ho chieu, chiing minh nhan dan,...).
™ Truong hop sinh tai co so'y té thi ghi rd tén co sd'y té va va dia chi tru s¢ co so'y té do.
Vi du: - Bénh vién Phu san Ha No6i, duong La Thanh, phuong Ngoc Khanh, quan Ba
Pinh, Ha Nbi.
- Tram y té xa Pinh Bang, huyén Tir Son, tinh Bac Ninh.
Trudng hop sinh ra ngodi co &'y té thi ghi dia danh ctia 03 cap hanh chinh (x4, huyén,
tinh), noi sinh ra.
Vi du: xd Dinh Bang, huyén Tir Son, tinh Bic Ninh.
() Ghi day du ngay, thang sinh cua cha, me (néu co).
©) P& nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd sb luong.



NOI DUNG MAU HO TICH PIEN TU TUONG TAC
PANG KY KHAI SINH

I. Thong tin vé ngudi yéu cau ding ky khai sinh
(1) Ho, chir dém, tén;
(2) Sé dinh danh ca nhan;

3) Glay to tuy than: Loai gidy to st dung (CCCD/CMND/HG chiéu/Gidy to hop 1é
thay thé); sb, ngay, thang, nim cap, co quan cap; ban chup dinh kém;

(4) Noi cu trt (noi thuong tra/noi tam tra/noi dang sinh sdng);
(5) Quan h¢ vo1 ngudi duge khai sinh.

II. Thong tin vé nguoi dwoce diing Ky khai sinh

(6) Ho, chir dém, tén;

(7) Ngay, thang, ndm sinh (tach bit riéng 03 truong thong tin ngay, thang, nam sinh;
hé thong tr dong chuyén nodi dung tir sb sang ghi bang chir);

(8) Gidi tinh;
(9) Dan toc;
(10) Qudc tich;

(11) Noi sinh (g0m cac truong thong tin tach biét riéng theo dia danh hanh chinh: s6
nha; duong/phd; thon/té/ban/ap; x4, phuong, thi tran; quan, huyén, thi x4, thanh pho
thugc tinh, thanh phé thudc thanh phé truc thuoc Trung wong; tinh, thanh phé truc
thudc Trung wong);

(12) Qué quan.

I11. Thong tin vé nguwoi me ciia ngudi dwoc khai sinh

(13) Ho, chir dém, tén;

(14) Ngay, thang, nam sinh (tach biét riéng 03 truong thong tin ngay, thang, ndm);
(15) S6 dinh danh c4 nhan;

(16) G1ay to tuy than: Loai glay to su dung (CCCD/CMND/HG chiéu/Giay to hop 18
thay thé); sb, ngay, thang, nim cap, co quan cap; ban chup dinh kém;

(17) Dan toc;

(18) Qudc tich;

(19) Noi cu trt (noi thuong tra/noi tam tra/noi dang sinh song).

IV. Thong tin vé ngudi cha ciia nguwoi dwogc khai sinh

(20) Ho, chir dém, tén;

(21) Ngay, thang, ndm sinh (tach biét riéng 03 truong thong tin ngay, thang, nam);



(22) S6 dinh danh ca nhan;

(23) Glay to tuy than: Loai glay to su dung (CCCD/CMND/H§ chiéu/Giay to hop 18
thay thé); sb, ngay, thang, nim cap, co quan cap; ban chup dinh kém;

(24) Dan toc;

(25) Qudc tich;

(26) Noi cu tra (noi thudng tra/noi tam tra/noi dang sinh sdng);
(27) Dé nghi cép ban sao:

o Co

S6 lugng ban sao yéu cau: ...

0 Khong

(28) Ho so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan cac thong tin cung cip, ndi dung dé nghi ding ky khai sinh
cho tré em la ding su that, da c6 su thoa thuan nhat tri cia cha, me tré theo quy dinh
phap luat va chiu hoan toan trach nhi€ém trudc phap luat vé noi dung cam doan cua
minh.

* Truong hop cac thong tin vé giéy to chimg minh not cu trd da dugc khai thac tu
CSDLQGVDC, dugc hé thdng dién ty dong thi khong phai xuat trinh (theo hinh thuc
tryc tiép) hodc tai 1én (theo hinh thirc truc tuyén)

* Mau dién tir tuong tac ghi nhan thoi gian (gio, phut, gidy, ngay, thang, nam) hoan
tat viéc cung cap thong tin; ngudi yéu cau trude do da dang nhap vao hé thong, thuc
hién xac thuc dién tir theo quy dinh.

Nguoi yéu cau ding ky khai sinh nhan Gidy khai sinh (ban chinh) truc tiép tai co quan
dang ky ho tich.

Ban di¢n tu s€ tu dong guri vé Kho quan ly dir li¢u dién tir ctia ca nhan/dia chi thu di¢n
ti/thiét b1 s6/di¢n thoai cua nguodi yéu cau sau khi da hoan tat thu tuc dang ky khai
sinh tai co quan dang ky hd tich.
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CONG HOA XA HOI CHU NGHIA VIET NAM
DPoc lap - Ty do - Hanh phic

GIAY KHAI SINH

(BAN SAO)




Chii thich:
 Ghi theo s6 trong S6 diing ky khai sinh.
@ Ghi tén co quan cip ban sao Gidy khai sinh.
® Ghi theo s6 trong S& theo ddi viéc cép ban sao clia co quan cip ban sao Trich luc hé tich.

“ Tuy theo cach thirc thyuc hién, ghi rd cin cir cip ban sao tir: “S6 ddng ky khai sinh” hoic “Co so dir
lieuho tichdiéntie”.
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Chii thich:
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® Ghi theo s6 trong S& theo ddi viéc cép ban sao clia co quan cip ban sao Trich luc hé tich.

“ Tuy theo cach thirc thyuc hién, ghi rd cin cir cip ban sao tir: “S6 ddng ky khai sinh” hoic “Co so dir
lieuho tichdiéntie”.



16. Thi tuc ding ky lai két hon (QT-XP-16)

1 | Muc dich
Quy trinh nay quy dinh trinh ty va cach thuc giai quyét ho so cua cong dan co dé
nghi dang ky lai két hon thugc tham quyén giai quyéet caa UBND cap xa

2 | Phamvi
- Ap dung dbi véi ca nhan c6 dé nghi dang ky lai két hon.
- Ap dung dbi véi cong chire UBND cip xa thuc hién Quy trinh nay.

3 | Néi dung quy trinh

3.1| Coséphéply

- Luat Hon nhan va gia dinh ndam 2014;

- Luat HO tich nam 2014;

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

- Nghi dinh s6 87/2020/NB-CP ngay 28/7/2020 caa Chinh phi quy dinh vé Co so dir lidu
ho tich dién tir, ding ky ho tich truc tuyén;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cta Chinh phu stra dbi, bo sung mot
s6 diéu cuia cac nghi dinh lién quan dén viéc nop, xuat trinh s6 ho khau, s6 tam tri giay
khi thuc hién tha 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 diéu cua Luat Ho tich va Nghi dinh s6 123/2015/NB-CP cuaa Chinh phu quy,
dinh chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich;

- Thong tu sd 01/2022/TT-BTP ngay 04/01/2022 cua Bo Tu phap quy dinh chi tiét
mét s6 diéu va bién phap thi hanh Nghi dinh s 87/2020/ND-CP cua Chinh pha quy.
dinh vé Co so dir liéu ho tich dién tr, dang ky ho tich truc tuyén;

- Thong tu sb 03/2023/TT-BTP ngay 02/8/2023 cuia B Tu phap sira doi, b sung mot
s6 noi dung ciia Thong tu s6 01/2022/TT-BTP caa Bo Tu phap quy dinh chi tiét mot s6
diéu va bién phap thi hanh Nghi dinh sé 87/2020/ND-CP vé Co s¢ dir liéu ho tich dién
tir, dang ky ho tich truc tuyén;

- Thong tu sd 04/2024/TT-BTP cia Bo Tu phap sira doi, bo sung mot sé diéu cua
Thong tu s6 02/2020/TT-BTP caa Bo Tu phap ban hanh, huéng dan st dung, quan Iy
mau s6 qudc tich va miu gidy to vé quéc tich va Thong tu s6 04/2020/TT-BTP cua Bo
Tu phap quy dinh chi tiét thi hanh mot sé diéu cua Luat Ho tich va Nghi dinh sé
123/2015/ND-CP quy dinh chi tiét mot sé diéu va bién phap thi hanh Luat Ho tich;

- Thong tu s6 281/2016/TT-BTC caa Bo Tai chinh quy dinh muc thu, ché do thu, nop,
quan ly va sir dung phi khai thac, sir dung thong tin trong co s& dir liéu ho tich, phi xac
nhan c6 quéc tich Viét Nam, phi xac nhan 1a nguoi goc Viét Nam, 18 phi qudc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua B¢ Tai chinh hudng dan vé phi va
I& phi thuoc tham quyén quyét dinh cia HDND tinh, thanh pho truc thugc Trung uong;

- Thong tu s6 106/2021/TT-BTC caa Bo Tai chinh sta di, bd sung mot sb diéu cual
Thong tu s6 85/2019/TT-BTC cta Bo Tai chinh hudng dan vé phi va Ié phi thuoc tham
quyén quyét dinh cua Hoi dong nhan dan tinh, thanh phé truc thudc Trung wong.

- Nghi quyét s606/2020/NQ-HDNDngay 07/7/2020 cia Hoi dong nhan dan thanh phd



http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123

Ha Noi vé viéc ban hanh mét s6 quy dinh thu phi, Ié phi trén dia ban thanh pho Ha Noi
thuoc tham quyén quyét dinh caa Hoi ddng nhan dan Thanh phé.

- Nghi quyét s607/2023/NQ-HPNDngay 04/7/2023 ctia HDND thanh phd Ha Noi vé
viéc thu phi, 1& phi thuoc tham quyén quyét dinh cia HDND Thanh phé trén dia ban
thanh phé Ha Noi.

- Quyét dinh s 1079/QD-BTP ngay 11/6/2024 cong bé thu tuc hanh chinh duoc stra d6i,
bd sung trong linh vuc hd tich thuc hién tai co quan dang ky hd tich thuoc pham vi chure
nang quan 1y cua Bo Tu phap.

- Quyét dinh sé 3658/QD-UBND ngay 15/7/2024 cia UBND thanh phd Ha Noi cong
bd Danh muc thii tuc hanh chinh stra d6i, bo sung linh vuc ho tich, qudc tich thudc
tham quyén giai quyét ciia co quan, don vi trén dia ban thanh phé Ha Noi.

3.2

Ban | Ban

Thanh phan ho so chinh| sao

- T khai dang ky lai két hon theo mau (néu nguoi c6 yéu cau lya chon
nop hd so theo hinh thirc tryc tiép):;

- MAau ho tich dién tr twong tac dang ky lai két hon, trong d6 c6 cam
doan cac thong tin cung cap 1a dung sy that, khéng con ban chinh Giay)
chung nhan két hon, da nop du cac gidy to hién c6 va chiu hoan toan
trach nhiém truéc phap luat vé noi dung cam doan ctia minh (do ngudi| X
yéu cau cung cip thong tin theo huéng dan trén Cong dich vu cdng néu
ngudi €6 Yeu cau lra chon nop hd so theo hinh thuc truc tuyén).

- Ngudi ¢O yéu cau ding ky lai két hon thue hién viée ndp/xuét trinh
(theo hinh thuc truc tiép) hodc tai 1én (theo hinh thirc truc tuyén) céc
gidy to sau:

* Giay to phai nop:

- Ban sao Gidy chiing nhan két hon duoc cap trude day. Néu khdng co
ban sao Giay ching nhan két hon thi nop ban sao ho so, gidy to ca nhan
c6 cac thong tin lién quan dén ndi dung ding ky két hon.

* Gidy to phai xuat trinh:

- H6 chiéu hoic Chung minh nhan dan hodc Thé can cudc cong dan
hoic Cin cudc hodc cac gidy to khac co dan anh va thong tin ca nhan
do co quan cé tham quyén cap, con gia tri str dung dé chimg minh vé
nhan than cia ca hai bén co yéu cau dang ky lai két hon. Truong hop
cac thong tin ca nhan trong cac gidy to nay da c6 trong CSDLQGVDC,
CSDLHTPDT, duoc hé théng dién ty dong thi khong phai tai 1én (theo| X
hinh thie tryc tuyén);

- Gidy to chimg minh noi cu tra dé xac dinh thAm quyén (néu viéc diang
ky lai két hon thuc hién tai Uy ban nhan dan cap xi khong phai 13 noi
dang ky két hon trude day) trong truong hop co quan ding ky ho tich
khong thé khai thac dugc thong tin vé noi cu tri cua cong dan theo

cac phuong thirc quy dinh tai khoan 2 Piéu 14 Nghi dinh s




104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop cac
thong tin vé gidy to ching minh noi cu tra da duge khai thac tir Co s6
dir liéu qudc gia vé dan cu bang cac phuong thirc nay thi nguoi cé
yéu cau khong phai xuét trinh (theo hinh thirc truc tiép) hodc tai l1én
(truc tuyén).

*Luuy

- P6i v6i gidy to nop, xuat trinh néu ngudi yéu cau nop hod so
theo hinh thuc truc tiép:

+ Ngudi tiép nhan c6 trach nhiém kiém tra, d6i chiéu véi thong
tin trong tO khai, chup lai hodc ghi lai thong tin dé luu trong hd so va
tra lai cho nguoi xuét trinh, khong dugc yéu cau ndp ban sao hoac ban
chup gidy to do.

+ Nguoi yéu cau dang ky ho tich c6 thé ndp ban sao chimg thyc
tir ban chinh hodc ban sao duogc cip tir s6 gdc hodc ban chup kém theo
ban chinh gidy to dé ddi chiéu. Truong hop ngudi yéu ciu ndp ban
chup kém theo ban chinh gidy t& thi nguoi tiép nhan cé trach nhiém
kiém tra, d6i chiéu ban chup vé6i ban chinh va ky xac nhan, khong duoc
yéu cau ngudi di dang ky ndp ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dang, da ho so dang
ky ho tich theo quy dinh cua phéap luat ho tich, khong duoc yéu caul
nguoi dang ky ho tich ndp thém gidy to ma phap luat ho tich khong quy
dinh phai ndp.

Nguoi tiép nhdn hé so thue hién khai thac théng tin trong Co s
dir liéu quoc gia vé déan cu theo quy dinh phdp ludt néu nguoi yéu cdu
dang ky hé tich di cung cdp ho, chiv dém, tén; ngay, thang, ndm sinh;
s6 dinh danh cd nhdn/can cwéc cong dan/thé can cwéce/chitng minh
nhdin dan. Truong hop cdc théng tin can khai thac khéng cé trong Cof
s6 dit liéu quoc gia vé dan cu thi dé nghi nguoi yéu cau ké khai day di.

- P6i voi gidy to glri kém theo néu ngudi yéu cau ndp ho so theo
hinh thirc truc tuyén:

+ Ban chup céc gidy to giri kém theo hd so dang ky lai két hon truc
tuyén phai bao dam rd nét, day du, toan ven vé ndi dung, 1 ban chup bang
may anh, dién thoai hoic duoc chup, duoc quét bang thiét bi dién tu, tiy
gidy t& duoc cap hop 18, con gia tri str dung.

+ Trudng hop gidy to, tai liéu phai giri kém trong hd so dang ky lai
két hon truc tuyén da c6 ban sao dién tir hoac da co ban dién tir giéy to ho
tich thi nguoi yéu cau duoc sir dung ban dién tir nay.

+ Khi dén co quan diang ky ho tich nhan két qua (Gidy chang nhan
két hon), hai bén nam, nit ¢6 yéu cau ding kylai két hdn xuat trinh gidy to
tuy than, nop cac gidy to 1a thanh phan hd so dang ky lai két hon theo quy]




dinh phap luat ho tich.

- Gidy to do co quan c6 thAm quyén cua nudc ngodi cap, cong
chung hodc xac nhan dé st dung cho viéc dang ky ho tich tai Viét Nam
phai dugc hop phap hoa lanh sy theo quy dinh cua phép luat, trir truong
hop duoc mién theo diéu ude qubc té ma Viét Nam 1a thanh vién.

- Truong hop ngudi yéu cau dang ky lai két hdn khong cung cap
duoc gidy to néu trén quy dinh hoic gidy to nop, xuat trinh b tay xoa,
stra chira, 1am gia thi co quan dang ky ho tich c6 tham quyén hay bo két
qua dang ky lai két hén.

3.3

S6 lwong ho so

01 bo

3.4

Yéu cau, diéu kién thuc hién thi tuc hanh chinh

- Viéc két hon da duoc dang ky tai co quan c6 thidm quyén cta Viét Nam trude ngay
01/01/2016 nhung S6 ding ky két hon va ban chinh Gidy chimg nhan két hon déu bi
mét;

- Nguoi yéu cau ding ky lai két hon con song vao thoi diém ding ky lai két hon.

3.5

Thoi gian xi ly

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

3.6

Két qua thwc hién thi tuc hanh chinh:

- Giay chtng nhan két hén (ban chinh), mdi bén vo, chong 01 ban.

- Ban dién tir Trich luc két hon (Ban dién tir s& tu dong giri vé Kho quan 1y di liéu cua
c4 nhan/dia chi thu dién tir/thiét bi s6/dién thoai ctia nguoi yéu cau sau khi di hoan tat
thu tuc dang ky lai két hon tai co quan dang ky ho tich).

3.7

Noi tiép nhan va tra két qua

- Cong Dich vu céng Qudc gia (https://dichvucong.gov.vn)

- Cong Dich vu cong thanh phé Ha Noi (https://dichvucong.hanoi.gov.vn)

- Bo phan M¢t cura (TN&TKQ) thude Uy ban nhan dan Ccap x4 noi dd ding ky két hon
trudc day hoac Uy ban nhan dan cap xa noi ngudi Yéu cau thuong tra.

3.8

Lé phi

- Mién I¢ phi cho ngudi thudc gia dinh c6 cong véi cach mang; ngudi thuoc ho nghéo;
ngudi khuyét tat.

- Mtc thu Lé phi d6i vai dich vu cdng truc tuyén khi t chic, c& nhan nop hd so thuc
hién TTHC trén Cong Dich vu c¢ng bang Khdng (Khong thu).

- L& phi dang ky theo hinh thuc truc tiép: 5.000 dong/viéc

3.9

Quy trinh xir ly cong viéc

TT

Trinh tu Trach | Thoi | Biéu mju | Trang thai




nhiém | gian | /Kétqua | Hé thong
Ho so duoc nop truc tiép tai Bo phan Tai  khoan
Mot cira ctia UBND cép xa hoac nop truc | Cong gom  Tén
tuyen tré_n Cong dich vy cong quoc gia dan Thanh D\Emg nhap
(https://dichvucong.gov.vn) hogc Cong phin hd so | Va Mat khau
dich vu cong thanh pho theo Muc | VNelD
(https://dichvucong.hanoi.gov.vn)(bén 3.2
nam hoac bén ni ¢6 thé nop ho so ma
khdng can co vin ban uy quyén caa bén
con lai).
B1 (Cong DVC két néi voi CSDLDC dé khai
thac cac truong thong tin cua cong dan co L s
trong CSDLDC. Bicu mau
Céng dan luya chon: dién tur
- Dich vu cdng truc tuyén, twong tac
- Quan, Huyén, Thi xa dang ky lai
- UBND x4, phuong, thi tran ¢ tham két hon
quyén
- Linh vuc Ho tich,
- Tha tuc Bang ky lai két hon
Cong chic B6 phan TN&TKQ truy, - Phiéu yéu
cap Hé thong thdng tin giai quyét thu tuc cau bd
hanh chinh kiém tra tinh chinh xac, dﬁy Coéng | Trong SU_ng, hoan
du, théng nhét, hop I¢ cua hd so. chic | gio |thiénho so
(i) Truong hop hé so ddy du, hop 1§ Bo phan | hanh |- Phieu tur
thi tiép nhan hd so, c6 Phiéu hen, tra két qual TN&TK | chinh Ch(:" tiep
cho ngudi ¢ yéu cau (néu nguoi c6 yéu Q nhan — giai
cau lya chon hinh thac nop hod so truc quyet  ho
tiép) hoac giri ngay Phiéu hen, tra két qua SOG.; y
qua thu dién tir hoic gui tin nhin hen tra) j A'ayxt'ep
nhan ho so

B2

két qua qua dién thoai di dong cho nguoi
c6 yéu cau (néu ngudi c6 yéu cau lug
chon hinh thac nop hd so truc tuyén),
ddng thoi chuyén hd so dé cong chic 1am
cong tac ho tich xu ly.

Sau khi tiép nhan ho so theo hinh
thirc nop truc tiép, can bo tiép nhan ho so
tai Bo phan mot cira thuc hién sb hoa (sao
chup, chuyén thanh tai liéu dién tir trén hé
théng thong tin, co sd dir lidu) va ky sd

vao tai lidu, ho so giai quyét thu tuc hanh



https://dichvucong.gov.vn/
https://dichvucong.hanoi.gov.vn)/

chinh da duoc s6 hoa theo quy dinh.

(i) Truong hop hd so chua day du,
hop 1€ thi c6 thong bao cho ngudi yéu cau
bé sung, hoan thién hd so, néu rd loai giay)|
td, noi dung can bo sung dé nguoi ¢ yéu
cau bd sung, hoan thién. Sau khi hd so dugg
bd sung, thuc hién lai budc (i);

(iii) Néu nguoi c6 yéu cau dang ky
lai két hén khdng bd sung, hoan thién
dugc hd so thi bao cao Truong bo phan
tiép nhan hod so co van ban tir chdi giai
quyét yéu cau dang ky lai két hon.

Cong chuc Bo phan TN&TKQ chuyén| Cong | 01gio |-  Phiéu
ho so tir Hé thong thong tin giai quyét| chic Bo kiém soat
B3 |thu tuc hanh chinh sang Hé thong thdng| phan qua  trinh
tin dang ky, quan ly h¢ tich, ban giao ho | TN&TK giai quyet
so cho Cong chuc Tu phap - Ho tich Q ho so
Cong chuc Tu phap - Ho tich truy -03 |- HO so,
cap Hé thong thong tin ding ky, quan Iy ngay |Giay
ho tichtham tra ho so (tham tra tinh thong - [ching
nhat, hop 1& cua cac thong tin trong hd so, Truong |nhan ket
gidy to, tai liéu do nguoi yéu cau nop, xudtl ceng | hoP hon )
trinh hogic dinh kém). chic Tw| Xa¢ |- Thong
+ Truong hop hd so cin bé sung,| phap- | Minh: [bao ho so
hoan thién hogc khong da diéu kien giail Ho tich | 23 |khong di
X T TR G LA ngay |dieu Kién
quyet, phai tir choi thi gui thdng bao vé
N A i YA A np 2 glal
tinh trang ho so tai BQ phan‘mQt cua dé quyét/Thd
thong bao cho nguoi nop ho so — thuc ng bao bd
B4 hién lai busc (ii) hoac (iii); q sung hd so
+ Truong hop can phai kiém tra, -Vian ban
xac minh lam rd hoac do nguyén nhan Xac minh

khac ma khong thé tra két qua dang thoi
gian da hen thi cong chuc lam cong tac ho
tich 1ap Phiéu xin 16i va hen lai ngay tra
két qua, trong d6 néu rd 1y do cham tra két
qua va thoi gian hen tra két qua, chuyén
Bo phan mot cira dé tra cho ngudi 6 yéu
cau (néu ngudi c6 yéu cau lya chon hinh
thirc nop hd so truc tiép), hoic gui Phiéu

Xin 15i va hen lai ngay tra két qua qua thu




dién ta hodc gui tin nhan qua dién thoai di
dong cho ngudi c6 yéu cau (néu ngudi co
y&u cau lya chon hinh thic ndp hd so truc
tuyén).

Truong hop viéc dang ky lai két
hén thuc hién tai Uy ban nhan dan cap xa
khong phai noi da dang ky két hon truéc
day thi cong chuce tu phap - hd tich bao
c4o Chu tich Uy ban nhan dén c6 vin ban
dé nghi Uy ban nhan déan noi dang ky két
hon trude day kiém tra, xac minh vé viéc
lwu giit s6 ho tich tai dia phuong.

Sau khi nhan duoc van ban dé nghi,
Uy ban nhan dan noi da dang ky két hon
trude day tién hanh kiém tra, xac minh va
tra 10i bang van ban vé viéc con luu gify
hoac khong luu gilr dugc S6 ho tich.

+ Sau khi nhan duoc két qua Xéc
minh vé viéc khong con luu giit dugc S6 ho
tich tai noi da dang ky két hdn hoac sau thoi
han 20 ngay ké tir ngay gui vin ban yéu cau
xac minh ma khéng nhan duogc van ban trg
161, néu thay ho so day du, hop I¢, dung quy
dinh, truong hop tiép nhan hd so dang ky)
lai két hon theo hinh thic tryuc tiép, thi cong
chirc tu phap - ho tich thuc hién viéc ghi
vao So6 dang ky két hon, cap nhat thong tin
dang ky lai két hon va luu chinh thtc trén
Phan mém dang ky, quan ly ho tich dién ti
dung chung.

Trudng hop tiép nhan hd so ding ky
lai két hon theo hinh thac truc tuyén, cong
chic tu phap - ho tich gui lai biéu mau
Gidy chung nhan két hon dién tir vai théng
tin ddy du cho ngudi Yau cau qua thu dién ti
hoac thiét bi s6.

Nguoi yéu cau co trach nhiém kiém
tra tinh chinh xac, day du cua cac thong
tin trén biéu mau Giay chung nhan két
hon dién tir va xac nhan (t6i da mot ngay).




Néu ngudi cO yéu cau xac nhan
thong tin da thong nhat, day da hoic
khong c6 phan hdi sau thoi han yéu cau
thi cong chic tu phap - ho tich thuc hién
viéc ghi vao So6 dang ky két hon, cap nhat
thong tin dang ky lai két hon va luu chinh
thic trén Phan mém ding ky, quan Iy ho
tich dién tur dung chung.

- Cong chire tu phép - ho tich in Gidy]
chang nhan két hén, trinh Lanh dao UBND
cap x& xem xét, ky, ky sb chuyén tsi Bg
phan Mot ctra dé tra két qua cho nguoi co
y&U CAu.

Lanh dao UBND ,cép x& xem xét, ky I&?oh
B5 |Giay chang nhan két hon ban giay, ky so '
Gidy ching nhan két hon ban dién UBND
cap xa
Cong chirc Tu phéap - Ho tich chuyén ho| - Céng | 01 gio |-S6  dang|Hé  thdng
so tir Hé thdng thong tin dang ky, quan ly| chie Tu ky két hén|gui tin nhan
ho tich sang Hé thdng théng tin giai| phap - va Gidy|téi  emalil
quyét thu tuc hanh chinh, hoan thién hd| Ho tich Chting cia  cbng
B6 | 59 chuyén Van thu dong déu, ban giao nhan  két|dan  thdng
ket qua cho Bo phan TN&TKQ hon bao da c¢o
két qua kinh
moi cbng
dan dén
nhan
1. Pé nghi cdng dan xuat trinh ban chinh Truong hop
gidy to tuy than, ho so - Cong Co st dir lieu
2. Xac nhan da déi chiéu ban chinh dan dan cu da
3. D& nghi cong dan ky vao T khai va dugc tich
Sé theo quy dinh caa luat ho tich. - Cong i Eﬁ,’f’n ?Pli@;e’
Hai bén Nam Nir dén UBND cap X& KY | chirc Tur Trong 'h,'ay s dzn d; " xé?:
B7 | S0 dang ky két hon, ky Giay Chang nhan | phap - gio  [Chung hnan e dinh
ket hon. Hotich | got <O i dien ti
4. Thu phi cip ban sao trich luc (néucé) | | CNiNh |- S§ Dang| - o
- ke a o ICONQ dan
(8.000d/ban trich lyc) Cong ky kethon | hang  can
5. Tra ket qua cho cong dan: Ban chinh, chic Bo UAL trinh
Ban sao. Cong chirc trao Gidy Chung phan ‘ gidy to tly
nhan két hén Mot cira than

6. Guri ban dién tir qua Hé thong dén tai

khoan, email, Kho quan ly dir liéu dién tur




cua cong dan Thong tin
7. Ho so, két qua giai quyét TTHC duoc ddng bo véi
s6 hoa cong Dich
8. Luu trit hd so theo quy dinh vu Cﬁng quoc
gia
Biéu mau

Hé thong biéu mau (Thong tu sb 01/2018/TT-VPCP cua Vin phong Chinh phi)

To khai dang ky lai két hon (néu nop hd so tryc tiép) (Thong tu sé 04/2024/TT-BTP
cua Bo Tu phap)

Gidy chung nhan két hon, Trich luc két hon (Thong tu s6 04/2020/TT-BTP cua B Tu
phap)

Biéu mau dién tir tuong tac dang ky lai két hdn (néu nop ho so truc tuyén) (Thong tu sd
03/2023 cta B Tu phap).




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

TO KHAI PANG KY LAl KET HON

Kinh guri: @ Uy ban nhan dan ...

Ho, Chir dém, t8n M@UOT YEU CAUS ...
Ngay, thang, NAM STNN: ...
INOT CU T @)oo eeeeeee e

Pé nghico quan ding ky lai két hon theo ndi dung dwéi day:

Ho, Chit @M, TEN CUA V- ...
Ny, thang, NAM SINN: ......ccoooivvveeeceee s
DAN tOC: @ U1 1) LG
INOT CU T @)oo

Ho, Chit @M, T8N CUA CNONG: ..o oo
Ngay, thaAng, NAM SINN: ..o
DAN OC: @ QUAEC TICN: @ e
INOT CU T P

......................................... NQAY ... thANQ ........ . NEM ...
Theo Giay chung nhan két hon so: ©............................ , Quyen s6: ®)
T6i cam doan nhitng noi dung khai trén day la dang su that va chiu trdch nhiém trudc phap
luat vé cam doan ciia minh.
Lam tai: ............... , NQAY ........... thang ........ nam ...
Ngudi yéu cau
(Ky, ghi r@ ho, chir dém, tén)




Chu thich:

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

, @ Chi ghi trong truong hop ngudi c6 yéu cau dang ky ho tich chua c6/khéng cung cap
s0 dinh danh ca nhan/can cudc cong dan/thé can cudc/chirng minh nhéan dan.

, Truong hop phai cung cp thong tin “Noi cu tra” thi ghi theo noi ding ky thuong tra;
néu khong c6 noi dang ky thuong tru thi ghi theo noi dang ky tam tra; truong hop khdng co
noi dang ky thuong tra va noi dang ky tam tru thi ghi theo noi ¢ hién tai.

’(S)Ghi s6 dinh danh c4 nhan/cin cudc cong dan/thé can cudc (vi du: Can cudc cong
dan so 025;88001010 do Cuc Canh sat QLHC vé TTXH cap ngay 20/11/2021). Truong hop
kh,f)ng co 5,6 dinh danh ca nhan/can cudc cong dan/thé can cudc thi ghi giay to hop 1€ thay
thé (ho chieu, chung minh nhan dan,...).

) Ghi 1 tén co quan da dang ky két hon trudc day.

() Chi khai trong truong hop biét rd.

©) P& nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd sb luong.



NOI DUNG BIEU MAU HO TICH PIEN TU TUONG TAC
PANG KY LAI KET HON

I. Thong tin vé ngudi yéu cau ding ky lai két hon
(1) Ho, chir dém, tén;
(2) Sé dinh danh ca nhan;

(3) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H6 chiéu/Gidy to hop 18
thay thé); sb, ngay, thang, nim cap, co quan cap; ban chup dinh kém;

(4) Noi cu trt (noi thuong tra/noi tam tri/noi dang sinh song).

I1. Théng tin nguwoi vo

(5) Ho, chir dém, tén;

(6) Ngay, thang, nam sinh (tach bi¢t riéng 03 truong thong tin ngay, thang, nam);
(7) Dan toc;

(8) Qudc tich;

(9) S6 dinh danh c4 nhén;

(10) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H6 chiéu/Gidy to hop 1¢
thay thé); sb, ngay, thang, nim cap, co quan cap; ban chup dinh kém;

(11) Noi cu trt (noi thuong tra/noi tam tra/noi dang sinh song).

II1. Thong tin ngudi chong

(12) Ho, chir dém, tén;

(13) Ngay, thang, ndm sinh (tach biét riéng 03 truong thong tin ngay, thang, nam);
(14) Dan toc;

(15) Qudc tich;

(16) S6 dinh danh c4 nhan;

(17) Giay to ty than: Loai gidy to st dung (CCCD/CMND/H chiéu/Giay to hop 18
thay thé); sb, ngay, thang, nim cap, co quan cap; ban chup dinh kém;

(18) Noi cu trt (noi thudng tra/noi tam tra/noi dang sinh sdng).



IV. Théng tin vé viéc ding ky két hon truée day

(19) Noi ding ky két hon trudc day;

(20) Gidy ching nhan két hon (s6, quyén sd, ngdy, thang, nim dang ky);
(21) Dé nghi cap ban sao:

o Co

S6 lugng ban sao yéu cau: ...

0 Khong

(22) Ho so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan cac thong tin cung cap la dung sy that, khong con ban
chinh Giay ching nhan két hon, da ndp du cac gidy to hién c6 va chiu hoan toan trach
nhiém trude phap luat vé ndi dung cam doan cua minh.

* Truong hop cac thong tin vé gidy t& chimg minh noi cu tra di duge khai thac tir
CSDLQGVDC, duoc hé théng dién tu dong thi khong phai xuét trinh (theo hinh thirc
truc tiép) hodc tai 1én (theo hinh thirc truc tuyén).

* Mau dién tir twong tac ghi nhan thoi gian (gio, phut, gidy, ngay, thang, nim) hoan
tat viéc cung cap thong tin; ngudi yéu cau trudce do da dang nhap vao hé thdng, thuc
hién xac thuc dién tir theo quy dinh.

Nguoi yéu cau dang ky lai két hon nhan Béan chinh Gidy ching nhan két hon truc tiép
tai co quan dang ky ho tich.

Ban dién tir s& tu dong gui vé Kho quan 1y dit liéu cta ca nhan/dia chi thu dién
ti/thiét bi s6/dién thoai ctia nguoi yéu cau sau khi da hoan tat tha tuc dang ky lai két
hon tai co quan dang ky ho tich.
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UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM

S6: @ ITLKH-BS

TRICH LUC KET HON
(BAN SAO)

Ho, chir dém, ten v Ho, chix dém, t8N ChONG: ..o,

Ngay, thang, ndm sinh: ............................. Ngay, thang, namsinh: ...

DANtOC: ..o DANTOC: e

QUABC HICN: oo QUOC TG e,

NOLCU IO oo NOT QU LU o

Gy to tOy than: oo GIAY O OY thAN e,

NGUOI KY TRICHLUC
(Ky, ghi rd ho, chir @ém, tén, chirc vu, dong dau)



Chu thich:

M Ghi tén co quan thuc hién viéc cap ban sao Trich luc két hon (ghi du cac cip hanh
chinh).

(@ Ghi theo §6 trong S6 cap ban sao Trich luc hé tich cua co quan thuc hién viéc cap
ban sao Trich luc két hon.

®) Ghi 13 tén co quan da thyc hién viéc dang ky két hon.

@ - Trudng hop dang ky lai két hon; dang ky hon nhan thuc ,té theo quy dinh tai
khoén‘z biéu 44 cua Nghi dinh so 123/2015/ND-CP; cdng nhan viéc,két hon theo quy dinh
tai‘Diéu 11 Luat hon nhan va gia dinh; thuc hién lai viéc dang ky két hon theo quy dinh tai
bicu 13 cua Luat hon nhan va gia dinh thi ghi r6 tai muc nay va ghi rd ngay xac lap quan hé
hon nhan.

Vi du: Pang ky lai két hon, quan hé hon nhan duoc xac 1ap tir ngay 01/5/1998

Ping ky hon nhén thuc té theo quy dinh tai khoan 2 Piéu 44 cua Nghi dinh sb

123/2015/ND-CP, quan h¢ hon nhan dugc xac lap tir ngay 01/5/1985

Quan hé hon nhan dugc cdng nhan tir ngdy ..... theo Ban an/Quyét dinh s6 ...
ngay .......... cuaTAND .............

Thuc hién lai viéc dang ky két hon theo quy dinh tai Piéu 13 cua Luat hdn nhan
va gia dinh, quan h¢ hon nhan dugc xac lap tu ngay 01/5/2015.

- Trudng hop da ly hon/ghi vao S6 ho tich viéc ly hon ciing can ghi rd tai muc nay.

Vi du: Da ly hon/ghi vao S6 ho tich viéc ly hon theo Ban an/Quyét dinh/Trich lyc ghi
chld ly hén so........cap ngay...... thang......nam........

®) Tuy theo cach thtc thuc hién, ghi rd cin ctr cap ban sao tir: S6 dang ky két hon
hodc Co so dir liéu ho tich dién tu.



17. Thii tuc Ding ky lai khai tir (QT-XP-17)

1 | Muc dich
Quy trinh nay quy dinh trinh ty va céch thuc giai quyét ho so cua cong dan de nghi
dang ky lai khai tur thuoc tham quyén giai quyet caa UBND cap xa

2 | Phamvi
- Ap dung dbi véi ca nhan c6 dé nghi dang ky lai khai tu.
- Ap dung dbi véi cong chic UBND cap x4 thuc hién Quy trinh nay.

3 | N¢i dung quy trinh

3.1| Coséphaply

- Luat Ho tich nam 2014;

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

- Nghi dinh sé 87/2020/NB-CP ngay 28/7/2020 cua Chinh pht quy dinh vé Co so dit liu
ho tich dién ttr, ding ky ho tich truc tuyén;

- Nghi dinh sé 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu sira doi, bo sung mot
s6 diéu cua cac nghi dinh lién quan dén viéc nop, xuat trinh s6 ho khau, so tam tri giy
khi thuc hién tha tuc hanh chinh, cung cap dich vu cong;

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

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

- Thong tu s6 03/2023/TT-BTP caa Bo Tu phap stra doi, bd sung mot sé noi dung cua
Thong tu s6 01/2022/TT-BTP cua Bd Tu phap quy dinh chi tiét mot sé didu va bién
phap thi hanh Nghi dinh s6 87/2020/NB-CP quy dinh vé Co sé dit liéu ho tich dién tu,
dang ky ho tich truc tuyén;

- Thong tu sd 04/2024/TT-BTP cua Bo Tu phap stra ddi, bo sung mot s diéu cua
Thong tu s6 02/2020/TT-BTP cua Bo Tu phap ban hanh, huéng dan sir dung, quan ly
mau s6 qudc tich va mau gidy to vé qudc tich va Thong tu sé 04/2020/TT-BTP cia Bo
Tu phap quy dinh chi tiét thi hanh mot sé diéu caa Luat Ho tich va Nghi dinh sb
123/2015/ND-CP quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich;

- Thong tu s6 281/2016/TT-BTC caa Bo Tai chinh quy dinh muc thu, ché do thu, nop,
quan ly va stir dung phi khai thac, st dung thong tin trong co s& dit liéu ho tich, phi xac
nhan c6 quéc tich Viét Nam, phi xac nhan 1a ngudi goe Viét Nam, 1¢ phi qudc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 caa Bo Tai chinh hudng dan vé phi va l¢
phi thuoc tham quyén quyét dinh cia HDND tinh, thanh phé truc thugc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo Tai chinh sira d6i, bo sung
mot s6 diéu ciia Thong tu s6 85/2019/TT-BTC cua Bo Tai chinh hudng dan vé phi va Ié
phi thuoc tham quyén quyét dinh cia HDND tinh, thanh phé truc thuoc Trung uong.

- Nghi quyét s606/2020/NQ-HPNDngay 07/7/2020 ciia Hoi dong nhan dan thanh phé

Ha Noi vé viéc ban hanh mot s6 quy dinh thu phi, 1& phi trén dia ban thanh phd Ha Noi



http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123

thudc tham quyén quyét dinh caa Hoi déng nhan dan Thanh pho.

trén dia ban thanh phé Ha Noi.

nang quan 1y cua Bo Tu phap.

quyén giai quyét ciia co quan, don vi trén dia ban thanh phé Ha Noi.

- Nghi quyet $607/2023/NQ-HPNDngay 04/7/2023 cua HDND thanh phd Ha Noi ve
viéc thu phi, Ié phi thuoc tham quyen quyét dinh caa Hoi dong nhan dan Thanh pho

- Quyét dinh s6 1079/QD-BTP ngay 11/6/2024 cong bd thu tuc hanh chinh dugc stra doi,
bo sung trong linh vuc hd tich thuc hién tai co quan dang ky ho tich thudc pham vi chuc

- Quyét dinh s6 3658/QD-UBND ngay 15/7/2024 cua UBND thanh phd Ha Noi cong
bo Danh muc tha tuc hanh chinh sira doi, bo sung linh vuc hé tich, quoc tich thudc tham

3.2

Thanh phan hé so

Ban
chinh

Ban
sao

- To khai dang ky lai khai tir theo mau (néu nguoi ¢ yéu cau lya chon nop
hd so theo hinh thic truc tiép hodc giri ho so qua hé thng buu chinh);

- MAau ho tich dién tr tuong tac ding ky lai khai ti, trong d6 c6 cam
doan céac thong tin cung cap la dung sy that, khong con ban chinh Giay
chung ta/Trich luc khai tir, dd ndp du cac gidy to hién ¢ va chiu hoan
toan trach nhiém trudgc phap luat vé ndi dung cam doan ctia minh (do
ngudi Yeu cau cung cap thong tin theo hudng dan trén Cong dich vu cdng
néu ngudi cO Yeu cau lya chon ndp ho so theo hinh thic truc tuyén).

- Nguoi ¢6 yéu cau dang ky lai khai tir thyc hién viéc ndp/xuat trinh
(theo hinh thirc truc tiép) hodc tai 1&n (theo hinh thuc truc tuyén) cac
gidy to sau:

* Gidy to phai nop:

- Ban sao Gidy chung tir truée ddy dugc cap hop 16. Néu khong c6 ban
sao Gidy chimg tir trudc day duoc cap hop 1é thi ndp ban sao ho so, gidy
to lién quan c6 ndi dung ching minh su kién chét.

- Vian ban uy quyén theo quy dinh cta phap luit trong truong hop ty
quyén thuc hién viéc dang ky lai khai t. Truong hop nguoi duoc uy
quyén la ong, ba, cha, me, con, vo, chéng, anh, chi, em rudt ctia nguoi
Uiy quyén thi vian ban ty quyén khong phai chung thyec.

* Giay to phai xuat trinh:

- Ho chiéu hodc Chung minh nhan dan hodc Thé can cudc cong dan
hozc Cin cudc hodc cac gidy td khac c6 dan anh va thong tin ca nhan do
co quan c6 tham quyén cap, con gia tri sir dung dé ching minh vé nhan
than clia nguoi co yéu cau dang ky lai khai ttr. Truong hop cac thong tin
c4 nhan trong cac gidy to ndy da c6 trong CSDLQGVDC, CSDLHTPDT,
duoc hé théng dién tu dong thi khong phai tai 1€n (theo hinh thuc truc
tuyén).

Truong hop giri ho so qua hé thdng buu chinh thi phai gui kém theo ban

sao cO ching thuc cac gidy to phai xuat trinh néu trén.




*Luuy

- P6i v6i gidy to ndp, xuét trinh néu nguoi yéu cau ndp hd so theo
hinh thtc truc tiép:

+ Ngudi tiép nhan c6 trach nhiém kiém tra, d6i chiéu voi thong tin
trong to khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai
cho nguoi xuat trinh, khong duoc yéu cau ndp ban sao hodc ban chup
gidy to do.

+ Nguoi yéu cau ding ky ho tich c6 thé ndp ban sao chimg thuc
tir ban chinh hoac ban sao duoc cép tr sO géc hoac ban chup kém theo
ban chinh gidy to dé ddi chiéu. Truong hop ngudi yéu cau ndp ban chup
kém theo ban chinh gidy to thi nguoi tiép nhan c¢6 trach nhiém kiém tra,
d6i chiéu ban chyp vé&i ban chinh va ky xac nhan, khong duoc yéu cau
nguoi di dang ky nop ban sao gidy to do.

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

Ngueoi tiép nhdn hé so thwe hién khai théac théng tin trong Co sO)
dir liéu quoc gia vé dan cw theo quy dinh phdp ludt néu nguwoi yéu cau
dang ky hé tich dd cung cdp ho, chit dém, tén; ngay, thang, nam sinh; sd
dinh danh cd nhan/can cudc cong dan/thé can cwdc/chung minh nhan
ddn. Truong hop cdc théng tin can khai thdac khéng cé trong Co so dir
liéu quoc gia vé dan cw thi dé nghi nguoi yéu cau ké khai day di.

- Péi v6i gidy to giri kém theo néu nguoi yéu cau ndp ho so theo
hinh thtc truc tuyén:

+ Ban chup céc gidy to gii kém theo hd so dang ky lai khai tir truc
tuyén phai bao dam 1 nét, day du, toan ven vé ndi dung, 1a ban chup bang
may anh, dién thoai hodc duoc chup, dugc quét bang thiét bi dién tir, tir
gidy to duoc cap hop 18, con gia tri st dung.

+ Trudng hop gidy to, tai liéu phai gii kém trong hd so dang ky lai
khai tir truc myén da co6 ban sao dién tir hoac da co ban dién tir giéy to ho
tich thi nguoi yéu cau duoc str dung ban dién tir nay.

+ Khi d&én co quan ding ky ho tich nhan két qua (Trich luc khai
tir/ban sao Trich luc khai tir), ngudi c6 yéu cau diang kylai khai tir phai xuat
trinh gidy to tuy than, ndp cac gidy to 1a thanh phan hd so ding ky lai khai
tir theo quy dinh phép luat ho tich.

- Gidy to do co quan c6 thAm quyén cia nudc ngodi cip, cong
chtng hodc xac nhan dé st dung cho viéc ding ky ho tich tai Viét Nam
phai dugc hop phap hoa lanh sy theo quy dinh cua phap luat, trir truong
hop duoc mién theo diéu udc qudc té ma Viét Nam 1a thanh vién.




- Truong hop ngudi ¢ yéu cau dang ky lai khai tir khong cung
cap duoc gidy to néu trén theo quy dinh hodc gidy to ndp, xuat trinh bi
tay x0a, sira chita, lam gia thi co quan ding ky ho tich c¢6 thAm quyén
huy bo két qua dang ky lai khai t.

3.3

S6 lwong ho so

01 bo

3.4

Yéu cau, diéu kién thuc hién thia tuc hanh chinh
Viéc khai tir da duge déng ky tai co quan c6 thélm, quyén cua Viét Nam truéc ngay
01/01/2016 nhung S6 dang ky khai tir va ban chinh Gidy chimg tir déu bi mét.

3.5

Thoi gian xir ly

05 ngay 1am viéc; trudng hop can xac minh thi thoi han giai quyét khong qua 10 ngay
lam viéc.

3.6

Két qua thwc hién thii tuc hanh chinh:

- Trich luc khai tir (ban chinh), ban sao Trich luc khai tir (truong hop y&u cau cap ban sao
Trich luc khai t).

- Ban dién tir Trich luc khai tir (Ban dién tir s& tu dong gti vé Kho quan 1y dit liéu cua
c4 nhan/dia chi thu dién tir/thiét bj s6/dién thoai ctia nguoi yéu cu sau khi dd hoan tat
thu tuc dang ky lai khai tir tai co quan dang ky hg tich).

3.7

Noi tiép nhan va tra két qua

- Cong Dich vu c¢éng Qudc gia (https://dichvucong.gov.vn)
- Cong Dich vu cong thanh phb Ha Noi (https://dichvucong.hanoi.gov.vn)
- B6 phan Mot cira (TN&TKQ) cia UBND cép x4 noi di dang ky khai tir trude day

3.8

Lé phi

- Mién Lé phi cho ngudi thudc gia dinh c6 cong v&i cdch mang; nguoi thudc ho nghéo;
ngudi khuyét tat,

- Mc thu Lé phi ddi vai dich vu cong truc tuyén khi té chirc, ca nhan nop hé so thuc
hién TTHC trén Cong Dich vu cdng bang Khong (Khéng thu).

- Lé phi dang ky theo hinh thuc tryc tiép: 5.000 dong/ viéc

3.9 | Quy trinh xw ly cong viéc
. Trach | Thei | Biéu miu | Trang thai
lal Trinh ty nhiém | gian | /Kétqua | Hé thong
Ho so duoc nop truc tiép tai Bo phan Mot Thanh | Tai khoan
ctra UBND cap xa hodc nop qua buu chinh phan ho so | gom Tén
hodc nop truc tuyén trén Cong dich vu cong| theo Muc | Bang nhap
B1 | qudc gia (https://dichvucong.gov.vn) qung 3.2 va Mat
hodc Cong dich vu cong thanh phd an khau
(https://dichvucong.hanoi.gov.vn). VNelD
Cong DVC két ndi véi CSDLDC dé khai



https://dichvucong.gov.vn/
https://dichvucong.hanoi.gov.vn)/

thac cac trurong thong tin cua cong dan cé
trong CSDLDC.

Cong dan lya chon:

- Dich vu ¢6ng truc tuyén,

- Quan, Huyén, Thi xa

- UBND x4, phuong, thi tran c6 tham quyén
- Linh vuc Ho tich,

- Tha tuc Bang ky lai khai tir

Biéu mau
dién ta
tuong tac
dang ky lai
khai tur

Cong chtrc B6 phan TN&TKQ truy cap Hé
thong thong tin giai quyét tht tuc hanh
chinhkiém tra tinh chinh xac, dy du, théng
nhat, hop 1€ ctia ho so.

(i) Truong hop hd so day du, hop 1¢
thi tiép nhan ho so, c6 Phiéu hen, tra két qud
cho nguoi ¢6 yéu cau (néu ngudi ¢ yéu cau
lya chon hinh thirc nop ho so truc tiép) hoac
gui ngay Phiéu hen, tra két qua qua thu dién
tr hodc gui tin nhan hen tra két qua qua dién
thoai di dong cho ngudi cO yéu cau (néu
nguoi €6 yéu cau lya chon hinh thic nop hd
so truc tuyén), dong thoi chuyén ho so dé
cong chuc lam céng tac ho tich xu ly.

Sau khi tiép nhan hd so theo hinh thirc
nop truc tiép, can bo tiép nhan hod so tai Bo
phan mot cua thuc hién s6 hoa (sao chup,
chuyén thanh tai liéu dién tar trén hé thong
thong tin, co so dir liéu) va ky sb vao tai
liéu, hd so giai quyét thu tuc hanh chinh d3
duoc s6 hoa theo quy dinh.

(ii) Truong hop ho so chua day du,
hop 1é thi c6 thong bao cho ngudi yéu cau bd
sung, hoan thién hod so, néu 1o loai gidy to,
noi dung can bd sung dé ngudi c6 yéu cau bd
sung, hoan thién. Sau khi hd so duoc bo sung,
thuc hién lai buac (i);

(iii) Néu nguoi ¢d yéu cau ding ky lai
khai tir khong bd sung, hoan thién dugc hd
so thi bdo cdo Truong b phan tiép nhan hd
so ¢O van ban tir chdi giai quyét yéu cau

dang ky lai khai tur.

Trong
gio
hanh
chinh

- Phiéu yéu
cau bo
sung, hoan
thién
ho so
- Phiéu tir
chéi tiép
nhan giai
quyét hd
SO
- Giay tiép
nhan ho so




B3

Cong chirc Mot cira chuyén hé so tir Hé
thdng théng tin giai quyét thu tuc hanh
chinh sang Hé théng thong tin ding ky,
quan ly ho tich, ban giao hd so cho Céng
chue Tu phap - Ho tich

Cong
chuc
Mot
cua

01 gio

Ho so

B4

Cong chuc Tu phap - Ho tich truy cap HéE
thong théng tin dang ky, quan Iy ho tich,
tham tra hd so (tham tra tinh thdng nhat, hop
Ié caa cac thdng tin trong ho so, gidy to, tai
licu do ngudi yéu cau nop, xuat trinh hoic
dinh kém).

+ Truong hop hd so can bd sung, hoan thién
hodc khong du diéu kién giai quyét, phai tir
chéi thi guri thong bao vé tinh trang ho so t4i
Bo phan mot cira dé thong bao cho nguoi
nop hd so — thuc hién lai bude (i) hoac (iii);
+ Truong hop can phai kiém tra, x4c minh
lam rd hoac do nguyén nhan khac ma khong
the tra két qua dung thoi gian da hen thi
cdng chie 1am cong tac ho tich 1ap Phiéu xin
15i va hen lai ngay tra két qua, trong dé néul
rd 1y do cham tra két qua va thoi gian hen tra
két qua, chuyén Bo phan mot cira dé tra cho
nguoi €6 yéu cau (néu ngudi co yéu cau lya
chon hinh thtc ndp hd so truc tiép), hodc guri
Phiéu xin 15i va hen lai ngay tra két qua qua
thu dién tar hoic giri tin nhan qua dién thoai
di dong cho ngudi ¢6 yéu cau (néu nguoi co
yéu cau lya chon hinh thac nép hé so truc
tuyén).

+ Néu thay thong tin khai tir day du va phu
hop, hod so day du, hop 1¢, dung quy dinh,
truong hop tiép nhan ho so dang ky lai khai tu
theo hinh thuc tryc tiép, thi cong chie tu phéap
- ho tich thuc hién viéc ghi vao So6 ding ky]
khai tt, cap nhat thong tin dang ky lai khai ta
va luu chinh thuc trén Phan mém ding ky,
quan ly ho tich dién t&r dung chung.

Trudng hop tiép nhan hé so ding ky lai khai

tr theo hinh thuc truc tuyén, cdng chic tuf

Cong
chuac
Tu
phap -
Ho tich

- 03
ngay

Truong
hop
Xac

minh:
08
ngay

- Trich luc
khai tur,

- Théng
b4o ho so
khong du
diéu kién

giai
quyét/Tho
ng bo b
sung ho so




phap - ho tich guri lai biéu mau Trich luc khai
tir dién tavoi thong tin ddy du cho ngudi yéu
cau qua thu dién tir hoic thiét bi so.

Ngudi yau cau cd trach nhiém kiém tra tinh
chinh x4c, ddy du cua cac thong tin trén biéu
mau Trich luc khai tor dién t&r va xac nhan
(t6i da mot ngay).

Néu nguoi ¢ yéu cau xac nhan thong tin d3
thong nhat, day du hoic khong cé phan hoi
sau thoi han yéu cau thi cong chirc tu phap -
ho tich thuc hién viéc ghi noi dung vao Sb
dang ky khai ttr, cap nhat thong tin dang ky lai
khai tir va luu chinh thic trén Phan mém
dang ky, quan ly h¢ tich dién tir dung chung.

- Cong chirc tur phap - hd tich du thaoTrich
luc khai tir, trinh Lanh dao UBND cap x& ky,
ky s, chuyén toi Bo phan Mot cira dé tra két
qua cho ngudi c6 Yéu cau.

Hé thong
gui tin
nhin toi

) | Lann email cua

Lanh dao UBND cap xa ky Trich luc khai 420 Trich luc cong dan

B5 |tir ban giay, ky so Trich luc khai tir ban UBND 04 gio Khai tir thdng bao

dién ta Cép XA (;i;(l)q’l;e},]t

maoi cong

dan dén

nhan

Cong chac Tu phap - Ho tich chuyén hd so| _ Cong Truong hop
tir Hé thong thong tin dang ky, quan Iy ho|  4an Co 5o di
tich sang Hé thong thong tin giai quyét tha licu dan cu
tuc hanh chinh, hoan thién ho so, chuyén R da duogc tich
Vin thu dong diu, ban giao két qua cho Bo| ~ €09 hop,  chia
phan TN&TKQ. chac olgiq | HOso & két ndi
B6 |1. B¢ nghi cong dan xuat trinh ban chinh #;I ] N1 Trich lyc [cOong dan da
gidy to ty than, hd so |36 tliach khai tir (€0 Xac thuc
2. X&c nhan da déi chiéu ban chinh . dinh  ganh
3. D& nghi cong dan ky vao To khaivasé | . dien  tu,
Diang ky khai tir theo luat ho tich. Cong cong  dan
4. Thu phi cap ban sao trich luc khai tir (néu Cgléc izgpg tr?gﬂ

cd) (8.000d/ban trich luc)




5. Pong dau caa UBND cap xa vao phan
chit ky caa Lanh dao UBND cap x&

6. Tra két qua cho cdng dan: Ban chinh,
Ban sao trich luc khai tu.

7. Guri ban dién tir qua Hé thong dén tai
khoan, email, Kho quan ly dir liéu dién tur
cua cong dan

8. Ho so, két qua giai quyét TTHC dugc sb
hoa

9. Luu trit ho so theo quy dinh

phan
Mot
cua

giay to tuy
than
Thong tin
ddng bo voi
Cong Dich
vu cong
qudc gia

Biéu miu

Hé théng biéu mau (Thong tu s 01/2018/TT-VPCP ctia Vin phong Chinh phit)

T khai ding ky lai khai tir (Thong tu s6 04/2024/TT-BTP ciia Bd Tu phap)

Trich luc khai tir (Thong tw s6 04/2020/TT-BTP ctia Bd Tu phap)

Biéu mau dién tur tuong tac ding ky lai khai tir (néu ndp ho so truc tuyén) (Thong tr 80

03/2023/TT-BTP cia Bo Tu phap).




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

TO KHAI PANG KY LAl KHAI TU

Kinh gtri: @Uy ban nhan dan ...

Ho, Chit dém, t81 NGUOT YBU CAU .....ooooceeeeeeeoeeeeeeeseeeses e seeesse e sees oo ees et

QUAN NE VT NGUTT A8 CHELL ...ooo et
Pé nghi co quanding ky lai khai tir cho nguoi cé tén dwéi day:

HO, CRilt @M, TEN: oo
Ngay, thang, NAM SINN: ..ot
Gigitinh: @ oo DaN toC: @ QUAC ICN: @ oo

Da chét vao 10C: oo Qi o phlt, Ngay ... thang .......... nAM ...
INOT CREL: ..o
NGUYEN NNAN CREL ™) oot oot eeeteeseseeesoe
D3 ding ky khai tir tai: © ngay ......... thang .......... nam ...............
Gidy chuang tir/Trich luc khai tirsd: © ..., quyen s6: ©
T6i cam doan nhtng ndi dung khai trén day la dtng su that va chiu trach nhiém truéc
phapluat vé cam doan cta minh.

Lam tai: ............. , NQAY .......... thang ....... nam ..............

Ngudi yéu cau
(Ky, ghi 16 ho, chi dém, tén)

Dé nghi cip ban sao™: CH D, Khéng (]



Chu thich:
(DGhi 16 tén co quan ding ky lai khai ti.

o @ Chi ghi trong truong hop ngudi ¢d yéu cau dang ky ho tich chua co/khong cung
cap S(),dinh danh ca nhan/can cudc cong dan/thé can cudc/ching minh nhén dan; khong
cung cap day du thong tin ngay, thang, nam sinh.

, Truong hop phai cung cap thong tin “Noi cu trd” thi ghi theo noi dang ky thuong tri;
néu khong co6 noi dang ky thuong tra thi ghi theo noi dang ky tam tra; truong hop khong co
noi dang ky thuong tra va noi dang ky tam trd thi ghi theo noi ¢ hién tai.

, ®)Ghi sb dinh danh ca nhan/can cudc cong dan/the can cuéc (vi dy: Can cudc cong
dan s6 025188001010 do Cyc Canh sat QLHC vé TTXH cap ngay 20/11/2021). Truong hop
khpng co 5,6 dinh danh ca nhan/can cudc cong dan/thé can cudc thi ghi giay to hop 1€ thay
the (ho chieu, chiing minh nhan dan,...).

ATruong hop chua xac dinh duoc thi dé trng.

®) Ghi rd tén co quan da diang ky khai tir trudc day.

) Chi khai trong truong hop biét rd.

M Pé nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd sb lugng.



NOI DUNG BIEU MAU HO TICH PIEN TU TUONG TAC
THU'C HIEN PANG KY LAI KHAI TU

I. Thong tin vé ngudi yéu ciu ding ky lai khai tir
(1) Ho, chir dém, tén;
(2) Sé dinh danh ca nhan;

(3) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H6 chiéu/Gidy to hop 18
thay thé); sb, ngay, thang, nim cap, co quan cap; ban chup dinh kém;

(4) Noi cu trt (noi thuong tra/noi tam tra/noi dang sinh song);

(5) Quan h¢ vo1 nguodi duge khai tu.

II. Thong tin vé nguwoi dwoe diang Ky lai khai tir

(6) Ho, chir dém, tén;

(7) Ngay, thang, nam sinh (tach bi¢t riéng 03 truong thong tin ngay, thang, nam);
(8) S6 dinh danh ca nhan;

(9) Gidy to tiy than: Loai gidy to st dung (CCCD/CMND/H6 chiéu/Gidy to hop 18
thay thé); sb, ngay, thang, nim cap, co quan cap; ban chup dinh kém;

(10) Noi cu trt cudi cing (noi thudng tra/noi tam tra/noi sinh sdng trude khi chét);

(11) Thoi gian chét: gio, phat, ngdy, thang, ndm (tach biét riéng cac trudng thong tin
gi0, phut, ngay, thang, nam);

(12) Noi chét;

(13) Nguyén nhan chét (c6 chii thich: néu chua xac dinh dugc/chua 16 thi dé tréng).
I11. Thong tin vé viéc ding ky khai tir trude diy

(14) Noi dang ky khai tir trude day;

(15) Gidy chung tir/Trich luc khai tir (s6, quyén sb, ngay, thang, nam diang ky);
(16) Dé nghi cap ban sao:

o Co

S6 lugng ban sao yéu cau: ...



0 Khong
(17) Hb so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan cac thong tin cung cap 1a dung su that, khong con ban
chinh Gidy chtng tir/Trich luc khai tir, d ndp du cac gidy to hién co va chiju hoan
toan trach nhiém trudc phap luat vé ndi dung cam doan ctia minh.

* Trudng hop cac thong tin vé gidy to ching minh noi cu tra di dugc khai thac tir
CSDLQGVDC, duoc hé thdng dién ty dong thi khong phai xuat trinh (theo hinh thuc
truc tiép) hodc tai 1én (theo hinh thirc truc tuyén).

* Mau dién tir twong tac ghi nhan thoi gian (gio, phut, gidy, ngdy, thang, nim) hoan
tat viéc cung cap thong tin; ngudi yéu cau trudc dé da dang nhap vao hé thong, thuc
hién xac thuc dién tir theo quy dinh.

Nguoi yéu cau dang ky lai khai tir nhan Trich lyc khai tir (ban chinh) truc tiép tai co
quan dang ky ho tich.

Ban dién tir s& tu dong gui vé Kho quan 1y dit liéu cta c4 nhan/dia chi thu dién
tir/thiét bi sd/dién thoai cua nguoi yéu cau sau khi dd hoan tat thu tuc dang ky lai khai
tur tai co quan dang ky ho tich.



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

(B0 Doc 1ap - Tw do - Hanh phuc
A, (21)
S0: ikt ,ngay......thang ....nam ...
TRICH LUC KHAI TU
HOQ, CTE @M, TN e
Ngay, thang, nam SINN: ...
Gigitinh: ... . DANTOC: oo QUBOC TCN: oo,
SO dinh danh CA NAN: ) e
GHAY T TUY TNAN ottt
Pa chét vao lUc..... QIO PHUL, NGAY.... ghi bang chi:
INOT CREL: o
Gidy béo tu/Gidy to thay thé Gidy DAO tlr SO ..o A0
..................................................................................................................... CAP NGAY oo
Ho, chir dém, tén ngwoi di KRai Tl ...
GHAY T TUY TNAN sttt

NGUOI KY TRICH LUC

(Ky, ghi rd ho, chir dém, tén, chtic vy, dong dau)

@9 Ghi tén co quan cép Trich lyc khai tir(ghi du cac cép hanh chinh).
@1 Ghi theo S0 trong S6 dang ky khai tir.
©) Chi ghi trong truong hop di duoc cap S6 dinh danh c4 nhan.



PHAN GHI CHU NHUNG THONG TIN THAY POI SAU NAY

TT

Ngay, thang,
nam

ghi chi

Noi dung ghi chu

(d6ng du vao ndi dung
da ghi chu)

Cin cw ghi chu

Ho, chir dém,
tén, chir ky caa
ngwoi thuc hién

ghi chu




UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
L@ Péc 1ap - Tw do - Hanh phiic

S6: @ [TLKT-BS ... ,NgAy....... thang ... ... nam ...........

TRICH LUC KHAI TU
(BAN SAO)

Ho, chir dém, tén:

Ngay, thang, nam sinh:

Gigitinh: ... DANtOC: «ouviiini i Qudc tich:
S6 dinh danh cé nhan:

Gidy to tuy than:

D3 chét VA0 1UC.......c.oveeieeeeeeen 011 AT pht,

Noi chét:
Di duoc dang ky khai tir tai: @ .S6: oo NEAY...ccvvrerennnn. thang............. nam
Thuec hién trich luc tir:®

NGUOIKY TRICHLYC
(Ky, ghi rd ho, chr dém, tén, chirc vy, dong dau)

Chu thich:

(1) Ghi tén co quan thyc hién viéc cap ban sao Trich luc khai tir (ghi du cac cap hanh chinh).

@ Ghi theo s6 trong Sb cip ban sao Trich luc ho tich cua co quan thuc hién viéc cap ban sao Trich luc
khai tir.

@) Ghi tén co quan ding ky khai tir, s6, ngay thang nam ding ky.

@) Tuy theo cach thirc thyc hién, ghi rd can cir cap ban sao tir: S6 dang ky khai tir hodc Co s dir ligu ho
tich dién ta.
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