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I1.NQI DUNG CU THE CUA THU TUC HANH CHINH TRONG
LINH VUC HQ TICH THUQC THAM QUYEN CUA UBND CAP XA

1. Thi tuc dang ky khai sinh

a) Trinh tw thuc hién

- Néu lya chon hinh thic nop hd so truc tiép, nguoi ¢ yéu cau ding ky khai
sinh nop hd so dang ky khai sinh tai B6 phan mot cira cia UBND cip xa ¢ tham
quyén; nop 1é phi néu thudc trudng hop phai nop 1€ phi ding ky khai sinh; nop phi
cap ban sao Giay khai sinh néu c6 yéu cau cap ban sao Gidy khai sinh.

- Néu lira chon hinh thizc nép hé so truc tuyén, nguoi ¢ yéu cau dang ky
khai sinh truy cdp Céng dich vu cong quéc gia hodgc Céng dich vu céng cap
tinh, dang ky tai khoan (Néu chwa cé tai khodn), Xac thuc nguwoi ding theo
hwéng dan, diang nhap vao hé thong, xdc dinh ding Uy ban nhan dan cdp xa co
thdm quyen.

Nguoi ¢O yéu cau dang ky khai sinh truc tuyén cung cdp théng tin theo
biéu mdu dién tir tuwong tac dang ky khai sinh (cung cap trén Céng dich vu cong),
dinh kém ban chup hodc ban sao dién tir Cac gidy to, tai liéu theo quy dinh; ngp
phi, 1¢ phi théng qua chitc ndng thanh todn truc tuyén hodc bang céch thic
khac theo quy dinh phap lugt, hoan tdt viéc ngp hé so:

- Cén bo tiép nhan ho so tai Bo phan mot cira ¢d trach nhiém kiém tra
tinh chinh xac, day du, théng nhat, hop 1é caa hd so.

(i) Truong hop hd so dy du, hop 1€ thi tiép nhan hd so; néu tiép nhan ho
so sau 15 gio thi c6 Phiéu hen, tra két qua cho nguoi ¢6 yéu cau trong ngay 1am viéc
tiép theo (néu nguoi 6 yéu cau lya chon hinh thic nop hd so truc tiép) hodcyuri
ngay Phiéu hen, tra két qua qua thw dién tir hogc g tin nhan hen tra két qud
qua dién thoai di déng cho nguwoi ¢ yéu cau (néu nguoi cd yéu cau lya chon
hinh thizc nép hé so truec tuyén);chuyén hd so dé cong chic 1am cong tac ho tich
xu ly.

- Sau khi tiép nhdn hé so theo hinh thirc nép truc tiép, can bé tiép nhdn
hé so tai Bé phdn mét cira thyc hién sé hda (sao chup, chuyén thanh tai ligu
dién tir trén hé thong thong tin, co so dir liéu) va ky sé vao tai liéu, ho so gidi
quyét thii tuc hanh chinh da dwoc 6 héa theo quy dinh.

(i) Truong hop hd so chua day du, hop 1€ thi c6 thong bao cho ngudi yéu
cau bo sung, hoan thién hd so, néu rd loai gidy to, ndi dung can bo sung dé
ngudi ¢4 yéu cau bo sung, hoan thién. Sau khi hd so dugc b sung, thuc hién lai
budc (i):

(iii) Truong hop nguoi c6 yéu cau dang ky khai sinh khong bo sung, hoan
thién duoc hd so thi bao cao Truéng bo phan mot ctira c6 théng béo tir chéi giai
quyét yéu cau diang ky khai sinh.



- COng chtrc tu phap - ho tich tham tra ho so (tham tra tinh thdng nhat, hop
& cua céc théng tin trong hd so, gidy to, tai liéu do nguoi Yéu cau nop, xuat trinh
hoac dinh kém).

+ Truong hop hd so can bd sung, hoan thién hoic khong du diéu kién giai
quyét, phai tir chéi thi giri thdng bao vé tinh trang hd so téi Bé phan mot cira dé
thong bao cho ngudi nop hd so — thuc hién lai budc (i) hoac (iii);

+ Truong hop can phai kiém tra, x4 minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chire 1am cong tac
ho tich 1ap Phiéu xin 18i 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
ngudi cO yéu cau (néu ngudi cd yéu cau lya chon hinh thic ndp hd so truc tiép),
hoac gi+i Phiéu xin 13i va hen lai ngay tra két qud qua thw dién tir hodc gii tin
nhdn qua dién thogi di déng cho nguwoi c6 yéu cau (néu nguwoi ¢ yéu cau lya
chon hinh thizc ngp hé so truc tuyén).

+ Néu thay ho so day du, hop 18, ding quy dinh, trudng hop tiép nhan ho so
dang ky khai sinh theo hinh thic truc tiép, thi cdng chirc tu phap - ho tich thyc hién
viéc ghi vao So ding ky khai sinh, cap nhat thong tin dang ky khai sinh trén Phan
mém dang ky, quan Iy ho tich dién tir ding chung, luu chinh thirc va chuyén théng
tin dén CSDLQGVDC d lay Sé dinh danh ¢4 nhan.

Truong hop tiép nhdn ho so ding ky khai sinh theo hinh thirc truc tuyeén,
cdng chite fir phdp - hé tich giri lai biéu mau Gidy khai sinh dién tir véi thdng tin
day dit cho nguwoi YU cau qua thu dién tir hodc thiét bi s.

Ngueoi yéu cau co trach nhiém kiém tra tinh chinh xdc, day di cua cac
théng tin trén biéu mdu Gidy khai sinh dién tir va xac nhdn (toi da mét ngay).

Néu nguwoi c6 yéu cau xac nhdn théng tin da thong nhat, day di hodc
khong c6 phan hai sau thoi han yéu cau thi cong chire tur phdp - hé tichthyc hién
viéc ghi ngi dung vao Sé ding ky khai sinh, cdp nhét thong tin ding ky khai sinh
trén Phan mém ding ky, quan Iy hé tich dién tr dimg chung, heu chinh thic va
chuyén théng tin dén CSDLOGVDC dé ldy Sé dinh danh ca nhan.

- Sau khi CSDLQGVDC tra vé Sé dinh danh c& nhén, cong chuc tu phép -
ho tich in Gidy khai sinh, trinh Lanh ¢dao UBND ky, chuyén tsi Bo phan mot cua
dé tra két qua cho ngudi ¢6 yéu cau.

- Nguoi ¢6 yéu cau dang ky khai sinh kiém tra théng tin trén Giay khai sinh,
trong S6 dang ky khai sinh va ky tén vao S6 ding ky khai sinh, nhan Gidy khai
sinh.

*Luuy:

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



- Truong hop dang ky khai sinh cho tré bi bé roi thi sau khi nhén dugc
thong bao, Chu tich Uy ban nhan dan cap xd hodc Trudng cong an cip xi co
trach nhiém t6 churc 1ap bién ban vé viéc tré bi bo roi.

Sau khi 1ap bién ban, Uy ban nhan déan cip x3 tién hanh niém yét tai tru
s& Uy ban nhan dan trong 07 ngay lién tuc vé viéc tré bi bo roi. Hét thoi han
niém yét, néu khong co6 thong tin vé cha, me dé cua tré, Uy ban nhan dan cép Xa
thong bao cho ¢4 nhan hodc t6 chirc dang tam thoi nudi dudng tré dé tién hanh
dang ky khai sinh cho tré.

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

- Trudong hop tré chua xac dinh dugc me ma khi dang ky khai sinh cha
yéu cau lam tha tyc nhan con thi két hop giai quyét viéc nhan con va dang ky
khai sinh; phan khai vé me cua tré dé tréng.

- Truong hop tré khdng thudc dién bi bo roi, chua xac dinh duoc ca cha
va me thi thuc hién twong ty nhu déng ky khai sinh cho tré bi bo roi, nhung
trong So6 ho tich ghi rd “Tré chua xac dinh dugc cha, me”.

b) Cach thirc thuc hién:

Ngudi ¢6 yéu cau ding ky khai sinh tryc tiép thuc hién hoic uy quyen
cho nguoi khac thyc hién nop ho so truc tiép tai Bo phan mét cira cuia UBND Cap
x& hoac giri ho so qua hé théng buu chinh hodgc nép hé so truc tuyén trén Cong
dich vu c¢ong quoc gia (https://dichvucong.gov.vn) hodc Cong dich vu cdng tinh Hdi
Duong (https://dichvucong.haiduong.gov.vn).

¢) Thanh phan ho so:

- To khai dang ky khai sinh theo mau (néu ngudi ¢6 yéu cau lua chon ndp
h6 so theo hinh thirc truc tiép);

- Biéu mau dién tir twong tac dang ky khai sinh (do nguweoi yéu cau cung cdp
théng tin theo hudng dan trén Cong dich vu cong, néu nguwoi ¢é yéu cau lwa chon
nép ho so theo hinh thirc truec tuyén);

- Ngudi ¢6 yéu cau dang ky khai sinh thuc hién viéc ndp/xuat trinh (theo
hinh thire truc tiép) hodc tai Ién (theo hinh thire truc tuyén) cac gidy to sau:

* Gidy tor phdi ngp:

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

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

- Truong hop khai sinh cho tré em sinh ra do mang thai ho phai c6 van
ban xac nhan cua co s y té da thuc hién k¥ thuat hd trg sinh san cho viéc mang
thai ho.
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- Vian ban ay quyén (duoc ching thuc) theo quy dinh cua phap luat trong
truong hop ty quyén thuc hién viéc dang ky khai sinh.

* Gidy to phdi xudt trinh:

- Ho chiéu hodc Chung minh nhan dan hodc Thé can cudc cong dan hodc
cac gidy to khac c6 dan anh va thong tin ¢4 nhan do co quan c6 tham quyén cp,
con gia tri st dung dé ching minh vé nhan than cua ngudi ¢6 yéu cau dang ky
khai sinh. Truong hop cac thong tin c4 nhan trong cac gidy to nay da c6 trong
CSDLQGVDC, CSDLHTPT, dugc hé théng dién tu dong thi khong phai xut
trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thire tryc tuyén);

- Gidy to chimg minh noi cu tra. Truong hop cac thong tin vé gidy to ching
minh noi cu tra di c6 trong CSDLQGVDC, dugc dién ty dong thi khong phai
xuat trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thirc truc tuyén);

+ Giay ching nhan két hon néu cha, me da dang ky két hon. Truong hop
da c6 thong tin vé viéc két hdn cua cha, me trong CSDLHTDT, CSDLQGVDC
thi khéng phai xuét trinh (theo hinh thirc truc tiép) hoac tai 18n (theo hinh thuc
truc tuyén).

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

* Lwu y:

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

+ Doi véi gidy to xuat trinh khi dang ky ho tich, nguoi tiép nhan cé trach
nhiém kiém tra, d6i chiéu v&i thong tin trong to khai, chup lai hodc ghi lai thong
tin dé luu trong hd so va tra lai cho nguoi xudt trinh, khong dugc yéu cau ndp
ban sao hodc 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 goc hodc ban chup kém theo ban chinh gidy
td dé ddi chiéu. Trudong hop nguoi yéu cau ndp ban chup kém theo ban chinh
gidy to thi ngudi tiép nhéan co trach nhiém kiém tra, di chiéu ban chup véi ban
chinh va ky xac nhan, khong dugc yéu cau nguoi di ding ky nop ban sao gidy to
do.

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

- Poi véi gidy to giri kém theo néu nguwoi yéu cdau ndp ho so theo hinh
thire triee tuyén:

+ Bdn chup cdc gidy to giri kém theo hé so dang ky khai sinh triec tuyén
phdi bdo dam ré nét, ddy di, toan ven vé ndi dung, la ban chup bang mdy dnh,
dién thoai hodc dwoc chup, duoc quét bcing thiét bi dién t, tir giéy to duoc cd'p
hop 16, con gid tri sir dung; néu la gidy to do co quan c6 tham quyén nudc ngoadi



cdp thi phdi dwoc hop phdp héa lanh sw, dich sang tiéng Viét theo quy dinh, triv
trueong hop dwgc mién hop phdp héa lanh sir.

+ Truong hop gidy to, tai liéu phdi giti kém trong hé so ding ky khai sinh
truc tuyén da co ban sao dién tir hoac da co ban dién tir gid’y to ho tich thi nguoi
yéu cau duwgc sir dung ban dién tir nay.

+ Khi dén co quan ding ky hé tich nhdn két qua (Gidy khai sinh/ban sao
Gidy khai sinh), nguoi ¢ yéu cau dang ky khai sinh phdi nép ban chinh Gidy
chitng sinh; xudt trinh gidy to tuy than; ban chinh Gidy chimg nhdn két hén (néu
cha me tré da dang ky két hon va théng tin vé viéc két hon chwa cé trong
CSDLOGVDC, CSDLHTPT).

Truong hop nguoi yéu cau dang ky khai sinh khéng cung cdp dwoc gidy
10 néu trén theo quy dinh hodc gidy to ndp, xudt trinh bi tdy xoa, sira chita, lam
gid thi co quan déang ky ho tich c6 tham quyén hiy bé két qua dang ky khai sinh.

- Truong hop nguoi di dang ky khai sinh cho tré em 1a 6ng, ba, nguoi
than thich khac thi khong phai ¢6 van ban iy quyén cta cha, me tré em, nhung
phai théng nhat véi cha, me tré em vé cac ndi dung khai sinh.

- Dbi véi viée xac dinh ho, dan tdc, dit tén cho tré:

+ Viéc xac dinh ho, dan tdc, dit tén cho tré em phai phu hop véi phap
luat va yéu cau giit gin ban sac dan toc, tdp quan, truyén thong vin hoa tét dep
cua Vi¢t Nam; khong dat tén qua dai, khoé st dung.

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

- Truong hop cho phép ngudi yéu cau diang ky ho tich 1ap van ban cam
doan vé noi dung yéu cau ding ky ho tich thi co quan dang ky ho tich phai giai
thich r& cho ngudi 14p van ban cam doan vé trach nhiém, hé qua phéap 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 huy bo két qua dang ky ho tich, néu c6 co s xac dinh ndi dung cam doan
khong dung su that.

d) S6 Iwong hd so: 0 bé

d) Thoi han giai quyet Ngay trong ngay tiép nhan yéu cau, trudng horp
nhan hd so sau 15 gid ma khdng giai quyét duoc ngay thi tra két qua trong ngay
lam viéc tiép theo.

e) Péi twong thuc hién thi tuc hanh chinh: C4 nhan

g) Co quan thuc hién tha tuc hanh chinh:

- Uy ban nhan dan cap x4 noi cu tri ctia nguoi cha hodc ngudi me thuc hién
dang ky khai sinh cho tré em;

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



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

h) Co' quan phdi hgp: Co quan quan Iy CSDLQGVDC.

i) Két qua thuc hién thi tuc hanh chinh: Giay khai sinh (ban chinh), ban
sao Gidy khai sinh (truong hop yéu cau cip ban sao Giay khai sinh).

K) L& phi:

- Dbi vé6i truong hop ding ky khai sinh khong dang han: 5000 dong/lan

- Mién 1& phi ddi véi truong hop khai sinh dang han, nguoi thudc gia dinh
c6 cdng vai cach mang; nguoi thuoc ho nghéo; nguoi khuyet tat.

- Phi cap ban sao Giay khai sinh (néu c6 yéu cau): 8.000d6ng/ban sao trich
luc.

) Mau don, miu to khai: ’ ‘ ,

+ To khai dang ky khai sinh (néu nop ho so theo hinh thurc tryuc tiep);

+ Biéu mdu dién tr tuwong tdc ding ky khai sinh (néu ngp hé so theo hinh
thzc truc tuyén).

m) Cén ctr 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 caa Chinh phii quy dinh
chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich;

- Nghi dinh sé 87/2020/NB-CP ngay 28/7/2020 cia Chinh phu quy dinh vé
Co so dir liéu hg tich dién tur, dding ky hé tich truc tuyén;

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

- Théng tw s6 01/2022/TT-BTP ngay 04/01/2022 cia B Tw phdp quy
dinh chi tiét mét sé diéu va bién phap thi hanh Ngh; dinh sé 87/2020/NP-
CP ngay 28/7/2020 cia Chinh phi quy dinh vé Co sé di# lidu hé tich dién tit,
dang ky hé tich tryc tuyén;

- Théng tu sb 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh quy
dinh mic thu, ché d6 thu, nop, quan Iy va sir dung phi khai thac, sir dung théng tin
trong co s& dit liéu ho tich, phi xac nhan ¢ québc tich Viét Nam, phi xac nhan Ia
ngudi gbc Viét Nam, 1 phi qudc tich.

- Thong tu sb 85/2019/TT-BTC ngay 29/11/2019 cia Bo Tai chinh huong
dan vé phi va 1& phi thuoc tham quyén quyét dinh ciia Hoi dong nhan dan tinh,
thanh phd truc thugc Trung wong;

- Thong tu so”', 106/2021/TT-BTC ngay 26/11/2021 cua Bg Tai chinh sua
doi, bo sung mét so diéu cua Thong tw so 85/2019/TT-BTC ngay 29/11/2019
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cua B¢ Tai chinh huéng dan ve phi va ¢ phi thugc tham quyén quyér dinh cua
Hoi dong nhan dan tinh, thanh pho truc thugc Trung wong.

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 cua Hoi dong nhan
dan tinh Hai Duong ban hanh Quy dinh muc thu, ché do thu, nop, quan ly va st
dung phi, I€ phi trén dia ban tinh Hai Duong.



Pgc l1ap - Tw do - Hanh phuc

TO KHAI PANG KY KHAI SINH
KINN QI @) e

Ho, Chit dém, tBN MEUOT YEU CAU ........c.vviieeeeieeeeeis sttt en st

Quan hé vai nguoi dugC KNal SINN: .o
Pé nghico quan ding ky khai sinh cho ngudi dwéi diy:

HO, CRit A€M, T8N .o ittt be e rae e e
Ngay, thang, nam sinh: ..........cccoeevevieiiie e, ghi baNg ChTE: ..o

HOQ, Chilt d@€m, T8N MGUPOTIMIE: ...
NEM ST O DAN tOC: ... QUABC tiCh: oo
NOT CU T ettt ettt ettt et et e e e e et et et et e st et ereeeeeee et e st et et et eeneenereeneens
Ho, Chit d€m, tBN M@WOT CHAI ..o
NEM SInh: G oo DAN tOC: v QUABC tich: v
NOT CU TG ettt ettt et et et et e e et e e et et e te et eeeeeeeee et e st et et et eeeeenareeneens
T6i cam doan ndi dung dé nghi ding ky khai sinh trén day 1a ding sy that, duoc su thoa
thuan nhat tri cua cac bén lién quan theo quy dinh phap luat.
T6i chiu hoan toan trach nhiém truéc phap luat vé noi dung cam doan caa minh.

Lamtai: ........................ , NQAY........... thang......... RAM oo,

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

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

@Ghi theo noi dang ky thuong trd; néu khong c6 noi ding ky thuong tr thi ghi theo
noi dang ky tam tra; treong hop khong c6 noi dang ky thuong trti va noi dang ky tam tru thi
ghi theo noidang sinh sng.

() Ghi thdng tin vé gidy to tly than caa nguoi di ding ky, ghi rd s, co quan cap, ngay
cap ho chiéu, chang minh nhan dan hoic gidy to hop 18 thay thé (Vi du: Ching minh nhan
dan s6 001089123 do Cong an thanh phd Ha Noi cap ngay 20/10/2014).

@ Truong hop sinh tai co so'y té thi ghi 15 tén co so'y té va dia chi tru 6 co so'y té do.

Vi du:- Bénh vién Phu san Ha Noi, duong La Thanh, phuong Ngoc Khénh, quan Ba

Pinh, Ha Noi
- Tramy té xa Pinh Bang, huyén Tir Son, tinh Bac Ninh.

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

Vi dy: xa Binh Bang, huyén Tir Son, tinh Bac Ninh.

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

©®)Ppé nghi danh dau X vao 6 néu ¢ yéu cau cap ban sao va ghi ré s6 luong.
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2. Thi tuc déing ky két hon
a) Trinh tw thuc hién

- Néu Iya chon hinh thtic nop ho so truc tiép, nguoi c6 yéu cau ding ky két
hon nop ho so dang ky két hon tai Bo phan mot cira cua UBND cap xa ¢6 tham
quyen nop 18 phi néu thudce trudng hop phai nop 1€ phi dang ky két hon; nop phi
cap ban sao Trich luc két hon néu c6 yéu cau cap ban sao Trich luc két hon.

- Néu lya chon hinh thitc nép hé so truc tuyén, nguoi ¢ yéu cau ding ky
két hon truy cdp Cong dich vu cong quoc gia hogc Cong dich vy cong cap tinh,
dang ky tai khoan (Néu chua ¢é tai khodn), Xac thuc nguoi ding theo huéng
dan, _dang nhap vao h¢ thong, xdc dinh ding Uy ban nhan dan cdp xa c6 tham
quyén.

Nguroi ¢ yéu cau déng ky két hon truc tuyén cung cap théng tin theo biéu
Mau dién tir iwong tac ddang ky két hon (cung cap trén Cong dich vu cong), dinh
kém ban chup hodc bdn sao dién tir cac gidy to, tai liéu theo quy dinh; nép phi,
Ié phi théng qua chize ndng thanh todn truc tuyén hodgc bang cach thizc khac
theo quy dinh phap ludt, hoan tat viéc ngp hé so:

- Cén bo tiép nhan ho so tai Bo phan mot cira ¢d trach nhiém kiém tra
tinh chinh xac, day du, thong nhat, hop 1€ cia ho so.

(i) Truong hop hd SO day dua, hop 1€ thi tlep nhan ho so, c6 Phiéu hen, tra
két qua cho ngudi 6 yéu cau (neu ngudi c6 yéu cau lya chon hinh thic nop hd so
truc tiép) hogcgui ngay Phiéu hen, tra két qua qua th dién tur hogc guri tin nhén
hen tra két qud qua dién thoai di dong cho nguoi c6 yeu cau (neu nguoi O yéu
cau lya chon hinh thizc ngp hé so fruc tuyén), chuyén hd so dé cong chic 1am
cong tac ho tich xur ly.

- Sau khi tiép nhdn hé so theo hinh thirc nép truec tiép, can bé tiép nhdn
hé so tai Bé phdn mét cira thyc hién sé hda (sao chup, chuyén thanh tai ligu
dién tir trén hé thong théng tin, co so dir liéu) va ky sé vao tai liéu, ho so gidi
quyét thii tuc hanh chinh da dwoc 6 héa theo quy dinh.

(ii) Truong hop hd so chua day da, hop 18 thi c6 théng bao cho nguoi
yéu cau bo sung, hoan thién ho so, néu 1o loai gidy to, noi dung can bo sung dé
nguoi ¢O yeu cau bo sung, hoan thién. Sau khi hd so dugc bd sung, thuc hién lai
budc (i);

(iii) Truong hop nguoi 6 yéu cau dang ky két hon khdng bo sung, hoan
thién dugc ho so thi bao cdo Truong bo phan mét cira ¢d thong bao tir chdi giai
quyét yéu cau dang ky két hon.

- Cong chire tur phap - ho tich tham tra ho so (tham tra tinh thong nhat, hop
I& cuia cac théng tin trong ho so, giay to, tai liéu dinh kém).
~ + Truong hop ho so can bo sung, hoan thién hodc khong du dieu kién giai
quyet, phai tir choi thi gui thdng bao ve tinh trang ho so t6i Bo phan mot cura dé
thong bao cho nguoi nop ho so — thuc hién lai budce (i) hoac (iii);



12

+ Truong hop can phai kiém tra, x4 minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chire 1am cong tac
ho tich 1ap Phiéu xin 18i 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 cO yéu cau (neu ngu’O’I c6 yéu cau lya chon hinh thac nop hé so truc tiép),
hoac gi+i Phiéu xin 13i va hen lgi ngay tra két qud qua thuw dién tir hogc guri tin
nhan qua dién thogi di déng cho nguoi ¢ yéu cau (Néu nguwoi b yéu cau lya
chon hinh thizc ngp hé so truc tuyén).

+ Néu thdy ho so day du, hop 18, cac bén co du diéu kién két hon theo quy
dinh cua Luat Hon nhan va gia dinh, khong thudc trudng hop tir chdi dang ky
két hon theo quy dinh, truong hop tiép nhan hd so ding ky két hdn theo hinh thic
truc tiép, thi cong chirc tu phap - ho tich thuc hién viéc ghi vao S6 dang ky két
hon, cap nhat thong tin dang ky két hon va luu chinh thic trén Phan mém dang ky,
quan ly ho tich dién tir dung chung.

Truong hop tiép nhdn ho so dang ky két hdn theo hinh thiic truc tuyen, cong
chire tw phap - ho tich gui lai bleu mau Giay ching nhdn ket hén dién tu voi
théng tin ddy dit cho nguwoi YU cau qua thu dién ti hodc thiét bj s.

Nguroi yéu cau co trach nhiém kiém tra tinh chinh xdc, dday di cua cac
thong tin trén biéu mau Gidy chitng nhdn két hon dién tr va xdc nhan (téi da mot
ngay).

Néu nguwoi cO yéu cau xac nhdn théng tin da thong nhat, day di hodc
khéng c6 phdn héi sau thoi han yéu cdu thi cng chize i phap - hé tichthuc hién
viéc ghi ngi dung vao Sé dding ky két hdn, cap nhdt théng tin ding ky két hdn va
liew chinh thirc trén Phan mém dding ky, quan ly hé tich dién ti diing chung.

- Cong chire tur phép - ho tich in Gidy chang nhan két hon, trinh Lanh dao
UBND Ky, chuyén tai Bo phan mét cura dé tra két qua cho nguai ¢ yéu cau.

- Nguoi ¢6 yéu cau ding ky két hon (hai bén nam, nit phai c6 mat, xuat trinh
gidy to tuy than dé doi chiéu) kiém tra thong tin trén Gidy ching nhan két hon,
trong So ding ky két hon, khang dinh su tu nguyén két hén va ky tén vao S6 ding
ky két hdn, ky tén vao Gidy ching nhan két hén, mdi bén nam, nit nhan 01 ban
chinh Gidy chtng nhan két hon.

b) Céach tharc thuc hién:

Ngudi ¢o yéu cau diang ky két hon thuc hién ndp ho so truc tiép tai Bo
phan mot ctra cia UBND cép xa hoidc ndp ho so triee tuyén trén Cong dich vu cong
quoc gia (https://dichvucong.gov.vn) hodc Cong dich vu céng tinh Hdi Dwong
(https://dichvucong.haiduong.gov.vn)(bén nam hodc bén nit c6 thé ndp hd so ma
khong can c6 vin ban ty quyén ciia bén con lai).

¢) Thanh phan hé so:

- T khai dang ky két hon theo mau, c6 du thong tin cta hai bén nam, nir.
Hai bén nam, n@t c6 thé khai chung vao mét To khai dang ky két hon (néu nguoi
cd yéu cau lya chon ndp ho so theo hinh thirc truc tiép);


https://dichvucong.gov.vn/
https://dichvucong.---.gov.vn)/
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- Biéu mdu dién tir twong tdc dang ky két hon (do nguoi yeu cau cung cdp
théng tin theo hwéng dan trén Cong dich vu céng, néu nguoi cé yéu cau lira chon
nép ho so theo hinh thirc triec tuyén);

- Nguoi ¢6 yéu cau ding ky két hon thuc hién viéc nc}p/xpét trinh (theo
hinh thirc truc tiép) hoac tai 1€n (theo hinh thirc truc tuyén) cac giay to sau:

* Gidy to phdi ngp:

- Ban chinh Gidy xac nhan tinh trang hon nhan do Uy ban nhan dan cép
x& ¢6 tham quyén cép trong trudng hop ngudi yéu cau dang ky két hon khong
déng ky thuong trl tai dia ban x4, phuong, thi tran 1am thu tuc dang ky két hon.
Truong hop céc thdng tin vé tinh trang hon nhan di c6 trong CSDLQGVDC,

CSDLHTDT dugc dien ty dong thi khong phai xuat trinh (theo hinh thuc truc
tiep) hoac tai 1én (theo hinh thtrc truc tuyen).

* Gidy to phdi xudt trinh:

- Ho chiéu hoic Chiing minh nhan dan hoic Thé cin cudc cong dan hoac
cac gidy to khac c6 dan anh va thong tin ca nhén do co quan ¢6 tham quyen cap,
con gia tri sir dung dé chang minh vé nhan than cia ngudi €O yéu cau dang ky
khai sinh. Truong hop cac thdng tin ca nhan trong cac gidy to nay da co trong
CSDLQGVDC, CSDLHTDT, dugc hé thong dién tu dong thi khQng phai xuat
trinh (theo hinh thic truc tiep) hoac tai 1€n (theo hinh thirc truc tuyeén);

- Gidy to chimg minh noi cu tra. Truong hop céc thong tin ve gidy to chimng
minh noi cu tra da co trong CSDLQGVDC, duoc dién tu dong thi khong phai
xuat trinh (theo hinh thirc truc tiép) hoac tai 1én (theo hinh thac truc tuyen);

- Trich luc ghi cha ly hon d6i voi trudng hop cong dan Viét Nam déang ky
thuong tri tai dia ban xa lam thi tuc dang ky két hon, da duoc giai quyét viéc ly
hon, hay viéc két hon trude do tai co quan c6 tham quyén nudc Ngoai.

*Luuy

- D01 voi giay to ndp, xuat trinh néu nguoi yéu cau ndp ho so theo hinh
thure truc ti€p:

+ Pbi véi giéy td xudt trinh khi ddng ky ho tich, nguoi tiép nhan c6 trach
nhiém kiém tra, d6i chiéu vé6i 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 hodc ban chup gidy to do.

+ Ngudi yéu cau dang ky ho tich co thé nop ban sao ching thuc tir ban
chinh hozc ban sao duoc cip tir s6 gdc hodc ban chup kem theo ban chinh gidy
to de d6i chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh
gidy td thi ngudi tiép nhan co trach nhiém kiém tra, ddi chiéu ban chup véi ban
chinh va ky xac nhan, khong dugc yéu cau nguoi di dang ky nop ban sao gidy to
do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan ding, du hd so dang ky ho
tich theo quy dinh ctia phap luat ho tich, khong duge yéu cau nguoi ding ky ho
tich ndp thém gidy to ma phap luat ho tich khong quy dinh phai nop.
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- Poi véi gidy to giri kém theo néu nguoi yéu cdau ndp ho so theo hinh
thite triee tuyén:

+ Ban chup cdc gidy to giri kém theo ho so ding ky két hon truc tuyén phdi
bdo dam ré nét, ddy di, toan ven vé ngi dung, la ban chup bang mdy anh, dién
thoai hodc dwgc chup, dwoc quét bang thiét bi dién tir, tir giay to duoc cdp hop Ie,
con gid tri st dung; néu la gidy to do co quan co tham quyén nwée ngodi cdp thi
phai dwoc hop phdp héa lanh sw, dich sang tiéng Viét theo quy dinh, trir truong
hop dwge mién hop phdp héa lanh su.

+ Truong hop gidy to, tdi liéu phdi givi kém trong ho so dang ky két hon
tryc tuyen dd c6 ban sao dién tir hodc da ¢6 ban dién tr gidy to ho tich thi nguoi
yéu cau dwoc s dung ban dién tir nay.

+ Khi dén co quan ding ky ho tich nhan két qua (ban chinh Gidy chiing
nhan két hén/ban sao Trich luc két hon), nguoi c6 yéu cau dang ky két hon phai
nop ban chinh Gidy xac nhan tinh trang hdn nhan (néu thong tin vé tinh trang hon
nhan chua c6 trong CSDLQGVDC, CSDLHTDT).

Truong hop nguoi yéu Cau dang ky két hon khong cung cap dwot giay to
néu trén theo quy dinh hodc gidy to ngp, XUat trinh bj tay x6a, si#a chiza, lam
gid thi co quan dang ky hé tich ¢ tham quyén huy bé két qua déng ky két hon.

d) S6 lweng hé so: 01 bg

d) Thoi han giai quyét: Ngay trong ngay tiép nhan ho so; truong hop nhan ho so sau 15
gio ma khong giai quyet dugc ngay thi tra ket qua trong ngay lam vigc tiep theo. Truong hop can
xac minh diéu kién ket hdn cua hai bén nam, nit thi thoi han giai quyét khong qué 05 ngay lam
Viéc.

e) Poi twong thwe hién thi tuc hanh chinh: Ca nhan

g) Co quan thuc hién thi tuc hanh chinh: Uy ban nhan dan cap xa noi cu tra caa bén
nam hoac bén nir.

h) Co quan phoi hep: Co quan quan ly CSDLQGVDC.

i) Két qua thwc hién thi tuc hanh chinh:

Gidy chung nhan két hdn (ban chinh), mdi bén ve, chong 01 ban; ban sao
Trich luc ket hon (truong hop yéu cau cap ban sao Trich luc két hén).

k) L& phi:.Doi voi truong hop ding ki két hon khong ding han: 25.000 dong/lan. Mién
1€ phi doi voi truong hop ket hon ding han, nguoi thude gia dinh c6 cong voi cach mang; nguoi
thugc ho ngheo; nguoi khuyet tat.

- Phi cap ban sao Trich luc két hon (néu c6 yéu cau): 8.000ddng/ban sao trich
luc.

[) Mau don, miu to khai:

+ To khai diang ky két hén (néu ndp hd so theo hinh thic truc tiép);

+ Biéu mdu dién tir firong tdc dang ky két hon (néu ngp hé so theo hinh thiic
truc tuyen).

m) Y&u cau, diéu ki¢n thuc hién thia tuc hanh chinh:

- Nam tir dt 20 tudi trd 18n, nit tir du 18 tudi trd 16n;
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- Viéc két hon do nam va nif ty nguyén quyét dinh;

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

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

+ Két hon gia tao;

+ T4o hon, cudng ép két hon, lira dbi két hon, can trd két hon;

+ Ngudi dang c6 vg, co chong ma két hon vGi nguoi khac hodc chua co
vo, chua c6 chong ma két hon voi ngudi dang c6 chong, ¢é vo;

+ Két hon gitra nhitng ngudi cung dong mau vé truc hé; giira nhiing
nguoi c6 ho trong pham vi ba doi; gitra cha, me nudi voi con nudi; gita nguoi

da timg 1a cha, me nudi v4i con nudi, cha chdng véi con dau, me vo voi con ré,
cha duong vdi con riéng ciia vo, me ké véi con riéng ciia chong.

* Nha nuoc khdng thera nhan hon nhan giira nhizng nguwoi cung gioi tinh.

p) Can cir 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 cua Chinh pha quy dinh
chi tiet mot so dieu va bién phap thi hanh Luat Ho tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phui quy dinh vé
Co so dir lieu hé tich dién e, dang ky ho tich truc tuyen;

- Thong tu sO 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phéap quy dinh
chi tiét thi hanh mot s6 diéu caa Luat HO tich,va Nghj diph so 123/2015/Nb-CP
ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mét so diéu va bién phép thi hanh
Luat Ho tich;

- Thong tr séi 01/2022/TT-BTP ngay 04/01/2022 cua Bo Tu phdp quy
dinh chi tiet mgt so dieu va bi¢n phap thi hanh Ngh; dinh so 87/2020/ND-
CP ngay 28/7/2020 cua Chinh phu quy dinh ve Co so dit ligu ho tich dien tu,
dang ky ho tich tryc tuyen;

- Thong tu sd 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh quy
dinh muc thu, che d thu, nop, quan 1y va st dung phi khai thac, sir dung thong tin
trong co sO dix liéu ho tich, phj xac nhan c6 quoc tich Viét Nam, phi xac nhan la
ngudi goc Viét Nam, 1¢ phi quoc tich.

- Thong tu sO 85/2019/TT-BTC ngay 29/11/2019 cua B¢ Tai chinh husng
dan vé phi va I¢ phi thugc tham quyen quyet dinh cua Hoi dong nhan dan tinh,
thanh pho truc thugc Trung wong;

- Thong tu s 106/2021/TT-BTC ngay 26/11/2021 cua B¢ Tai chinh sia
doi, bo sung mot so dieu cua Thong tu s6 85/2019/TT-BTC ngay 29/11/2019
cua BY Tai chinh hudng dan ve phi va Ié phi thugc tham quyen quyet dinh cua
Hoi dong nhan dan tinh, thanh pho truc thuéc Trung vong;


http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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- Nghi quyét s6 17/2016/NQ-HDND ngay 05/10/2016 ciia Hoi dong nhén dén tinh Hai
Duong ban hanh Quy dinh muc thu, ché do thu, nop, quan ly va stir dung phi, I€ phi trén dia
ban tinh Hai Duong..
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap — Tw do — Hanh phuc

TO KHAI PANG KY KET HON

1) O]

KENN QUL G

Théng tin Bén nir Ben nam

Ho, chir dém, tén

Ngay, thang, ndm sinh

Dan toc

Quéc tich

Noi cu tra @

Gidy to ity than ©

Két hon lan tha may

Chiing t6i cam doan nhiing 101 khai trén day 1a ding su that, viéc két hon ciia chung toi 13 tu nguyén, khdng vi
pham quy dinh cta Luat hon nhéan va gia dinh Viét Nam.

Chlng tdi chiu hoan toan trach nhiém trudc phép luat vé ndi dung cam doan ctia minh.

Dé nghi Quy co quan ding ky.

ey NQAY thang ........... nam..............
Bén nir Bén nam
(Ky, ghi rd ho, chit dém, tén) (Ky, ghi rd ho, chix dém, tén)

Dé nghi cap ban sao®: Co D Khéng L]
S6 luong:....... ban
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Chu thich:

M@ Trudong hop 1am thu tyc ding ky két hdn c6 yéu té nude ngoai, thi phai dan anh caa hai
bén nam, ni.

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

“Ghi theo noi ding ky thuong trd, néu khong co noi ding ky thudng tra thi ghi theo noi
dang ky tam tru; truong hop khong cé noi dang ky thuong tri va noi dang ky tam tru thi ghi theo
noi dang sinh song.

®) Ghi théng tin vé gidy to tuy than nhu: ho chiéu, chitng minh nhan dan hoic gidy to hop 16
thay thé (vi du: Ching minh nhan dan sé 001089123 do Céng an thanh phd Ha Néi cip ngay
20/10/1982).

©®Pé nghi danh dau X vao & néu c yéu cau cap ban sao va ghi rd sé lugng.
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3. Thua tuc dang ky nhan cha, me, con
a) Trinh tw thuc hién

- Néu lya chon hinh thac nop hd so truc tiép, ngudi 6 yéu cau ding ky
nhan cha, me, con nop hd so dang ky nhan cha, me, con tai Bo phan mot ctra cua
UBND cap x3 cd tham quyén; nop 1é phi néu thudc truong hop phai nop 1& phi
dang ky nhan cha, me, con; nop phi cap ban sao Trich luc dang ky nhan cha, me,
con néu cd yéu cau cap ban sao Trich luc dang ky nhan cha, me, con.

- Néu lya chon hinh thitc nop hé so truec tuyén, ‘nguol 6 yéu cau ding ky
hhdn cha, me, con truy cap Cong dich vu cong quoc gia hogc Cong dich vu
cong cdp tinh, dang ky tai khodn (Néu chuwea ¢6 tai khodn), Xac thure nguoi dung
theo hwdng dan ddang nhdp vao hé théng, xdc dinh ding Uy ban nhan dan cap
x& cd tham quyén.

Nguoi co yéu cau dang ky nhdn cha, me, con tryc tuyén cung cdp thdng
tin theo biéu mdu dién tir twong tic dang ky nhdn cha, me, con (cung Cap trén
Cong dich vu cong), dinh kéem ban chup hodc bdan sao dién tir cac gidy to, tai
ligu theo quy dinh; ngp phi, 1é phi théng qua chitc ndng thanh todn truc tuyén
hodc bang cach thize khdc theo quy dinh phap ludt, hoan tat viéc ngp hé so:

- Can b tiép nhan ho so tai B phan mot cira c6 trach nhiém kicm tra
tinh chinh xac, day du, thong nhat, hop I¢ cua ho so.

(i) Truong hop hd SO day du, hop I¢ thi tlep nhan hd so, ¢6 Phiéu hen, tra
két qua cho ngudi 6 yéu cau (neu nguoi co yéu cau lya chon hinh thirc nop hd so
truc tiép) hoic gui ngay Phiéu hen, trd két qud qua thw dién Tt hogce guri tin
nhan hen tra két qud qua dién thoai di dong cho nguoi 0 yeu cau (neu nguoi co
yéu cau lira chon hinh thizc nép hé so truc tuyén), dong thoi chuyén ho so dé
cong chuc lam cong tac ho tich xu ly.

- Sau khi tiép nhdn hé so theo hinh thirc nép truc tiép, can bé tiép nhdn
hé so tai Bé phdn mét cira thyc hién sé hda (sao chup, chuyén thanh tai ligu
dién tir trén hé thong théng tin, co so dir liéu) va ky sé vao tai liéu, ho so gidi
quyét thii tuc hanh chinh da dwoc 6 héa theo quy dinh.

(i) Truong hop hd so chua day du, hop 1€ thi c6 théng bao cho ngudi yéu
cau bd sung, hoan thién hd so, néu rd loai gidy to, ndi dung can bd sung dé
ngudi ¢4 yéu cau bd sung, hoan thién. Sau khi hd so dugc b sung, thuc hién lai
budc (i):

(iii) Truong hop nguoi cd yéu cau dang ky nhan cha, me, con khdng bo
sung, hoan thién dugc ho so thi bdo cao Trudong bo phan mét cira 6 théng béao
tir chdi giai quyét yéu cau dang ky nhan cha, me, con.

- Cong chtre tur phap - ho tich tham tra ho so (tham tra tinh thdng nhat, hop
& cua céc théng tin trong hd so, gidy to, tai liéu do nguoi Yéu cau nop, xuat trinh
hodc dinh kém).
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~ + Truong hop ho so can bd sung, hoan thién hodc khong du dieu kién giai
quyet, phdi tir choi thi gui thong bao ve tinh trang ho so t6i Bo phan mot cura dé
thong bao cho ngudi nop ho so — thuc hién lai buac (ii) hoac (iii);

+ Truong hop can phai kiém tra, x4 minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chire 1am cong tac
ho tich 1ap Phiéu xin 18i 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 6 yéu cau (néu nguoi ¢6 yéu cau lya chon hinh thze nop hd so truc tiép),
hoac gi+i Phiéu xin 13i va hen lgi ngay tra két qud qua thu dién tir hogc guri tin
nhan qua dién thogi di déng cho nguoi €O yéu cau (Néu nguoi ¢ yéu cau lya
chon hinh thizc ngp hé so truc tuyén).

+ Néu thay viéc nhan cha, me, con 1a dung va khong co tranh chap, ho so
day du, hop 1, ding quy dinh, trudng hop tiép nhan ho so ding ky nhan cha, me,
con theo hinh thuc tryc tiép, thi cdng chiic tu phéap - ho tich thuc hién viéc ghi vao
S6 dang ky nhan cha, me, con, cap nhat thong tin dang ky nhan cha, me, con va
luu chinh thic trén Phan mém dang ky, quan Iy ho tich dién tr ding chung.

Truong hop tiép nhdn hé so ding ky nhdn cha, me, con theo hinh thic tryc
tuyén, cong chire tu phdp - hé tich gui lai biéu mau Trich luc ding ky nhdn cha,
Me, con dién tur Voi thong tin ddy du cho ngurol yéu cau qua thu dién tir hoac thiét bi
s0.

Nguroi yéu cau co trach nhiém kiém tra tinh chinh xdc, dday di cua cac
théng tin trén biéu mau Trich luc dang ky nhdn cha, me, con dién tir va xac nhdn
(toi da mét ngay).

Néu nguwoi cO yéu cau xac nhdn théng tin da thong nhat, day di hogc
khong c6 phan hoi sau thoi hgn yéu cau thi cong chiee fir phdp - hé tichthyc hién
viéc ghi ngi dung vao Sé dding ky ding ky nhdn cha, me, con, cdp nhdt théng tin
dding ky nhan cha, me, con va heu chinh thirc trén Phan mém ding ky, quan Iy hg
tich dién tir dung chung.

- Cong chtrc tu phap - ho tich in Trich luc dang ky nhan cha, me, con, trinh
Lanh dao UBND Ky, chuyén B6 phan mot cua tra két qua cho nguoi ¢6 yéu cau.

- Ngudi ¢6 yéu cau ding ky nhan cha, me, con (ca hai bén phai c6 mat, xuat
trinh gidy to tuy than dé di chiéu) kiém tra thdng tin trén Trich luc dang ky nhan
cha, me, con, trong S6 dang ky nhan cha, me, con va ky tén vao S6 dang ky nhan
cha, me, con, nhan Trich luc dang ky nhan cha, me, con.

b) Céach thirc thuc hién:

Ngudi ¢6 yéu cau dang ky nhan cha, me, con thuc hién nop hd so truc
tiép tai B6 phan mét cira cia UBND cép x& hodc ngp hé so truc tuyén trén Cong
dich vu cong quac gia (https://dichvucong.gov.vn) hodc Céng dich vu cong tinh Hdi
Duong (https://dichvucong.haiduong.gov.vn) (mét bén c6 thé nop hoé so ma
khong phai ¢6 vin ban ty quyén cua bén con lai).

¢) Thanh phan ho so:


https://dichvucong.gov.vn/
https://dichvucong.---.gov.vn)/
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- To khai ddng ky dang ky nhan cha, me, con theo mau (néu nguoi co yéu
cau lya chon ndp ho so theo hinh thure truc tiép);

- Bzeu mau dién tir twong tdc dang ky nhdn cha, me, con (do nguoi co yéu
cau cung cdp thong tin theo huong dan trén Cong dich vu cong, néu nguoi co yéu
cau lwa chon nop hé so theo hinh thire truec z‘uyen),

- Nguoi ¢6 yéu cau dang ky nhan cha, me, con thuc hién viéc ndp/xuit
trinh (theo hinh thire truc ti€p) hodc tai 1€n (theo hinh thire truc tuyén) cac giay
to sau:

* Gidy to phdi ngp:
- Chung ctr ching minh quan hé cha, con hodc quan hé me, con gém:

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

+ Truong hop khong c6 van ban néu trén thi phai c6 van ban cam doan
ctia cac bén nhéan cha, me, con vé mdi quan hé cha, me, con va co it nhét hai
nguoi 1am ching vé méi quan hé cha, me, con.

* Gidy to phdi xudt trinh:

- Ho chiéu hoic Chitng minh nhan dan hoic Thé cin cudc cdng dan hoic
cac gidy to khac c6 dan anh va thong tin c& nhan do co quan c6 tham quyén cap,
con gia tri str dung dé ching minh vé nhan than caa nguoi ¢ yéu cau dang ky
nhan cha, me, con. Trudng hop cac thong tin ca nhan trong céc gidy to nay da
c¢6 trong CSDLQGVDC, CSDLHTDT, dugc hé théng dién ty dong thi khéng
phai xuat trinh (theo hinh théc truc tiép) hoic tai 18n (theo hinh thuc truc
tuyen);

- Gidy to chimg minh noi cu tri. Truong hop cac thong tin ve gidy to chiing
minh noi cu trd da c6 trong CSDLQGVDC, duge dien ty dong thi khong phai
xuat trinh (theo hinh thtrc truc tiep) hoac tai I1én (theo hinh thic truc tuyeén).

*Luuy

- D01 voi giay to ndp, xuat trinh néu nguoi yéu cau ndp ho so theo hinh
thire truc ti€p:

+ Pbi voi giéy t& xuat trinh khi ding ky ho tich, nguoi tiép nhan co trach
nhiém kiém tra, d6i chiéu vé6i thong tin trong to khai, chup lai hodc ghi lai thong
tin dé luu trong hd so va tra lai cho ngudi xut trinh, khong dugc yéu cau ndp
ban sao hodc ban chup gidy to do.

+ Ngudi yéu cau dang ky ho tich co thé nop ban sao chimg thuc tir ban
chinh hodc ban sao duoc cip tir s6 gdc hodc ban chup kem theo ban chinh gidy
to de d6i chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh
gidy to thi nguoi tiép nhan cé trach nhi¢m kiém tra, d6i chiéu ban chup v0i ban
chinh va ky xac nhan, khong duoc yéu cau ngudi di ding ky ndp ban sao gidy to
do.



22

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

- Poi Voi gidy to giri kém theo néu nguoi yéu cau ndp hé so theo hinh
thiec tryuc tuyeén:

+ Bdn chup cdc gidy to gui kem theo hé so dang ky nhdn cha, me, con tric
tuyén phdi bdo dam ré nét, diy di, toan ven vé ndi dung, la ban chup bang mdy
anh, dién thoai hodc dwoc chup, duoc quét bang thiét bi dién tir, tir gidy to' duoc
cdp hop I¢, con gia tri su dung; néu la gidy to do co quan co tham quyén nudc
ngodi cap thi phai dwege hop phdp héa lanh sw, dich sang tiéng Viét theo quy dinh,
trie truong hop dwoc mién hop phap hoa lanh su.

+ Truong hop gidy to, tai liéu phai gui kém trong hé so dang ky nhan cha,
Me, con truc tuyen dd c6 ban sao dién tir hodc da c6 ban dién ik gidy to hé tich thi
ngueol Yeu cau duoc Stk dung ban dién ti nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Trich luc dang ky nhan
cha, me, con/ban sao Trich lyc ding ky nhan cha, me, con) nguoi ¢6 yéu cau dang
ky nhan cha, me, con phai xuat trinh gidy to tily than dé xac dinh nhan than; nop
ban chinh gidy to, tai liéu laching ct ching minh quan hé cha, con hodc quan hé
me, con.

Truwong hop nguoi yéu cau ding ky nhdn cha, me, con khong cung cap
dwoc gidy to néu trén theo quy dinh hodc gidy to nop, xuat trinh bi tay xoa, sua
chita, lam gid thi co quan ding ky hé tich ¢é tham quyén hity bé két qua dang
ky nhdn cha, me, con.

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

_ Co quan dang ky ho tich tur chdi giai quyét hodc dé nghi co quan ¢ tham
quyén huy bo két qua dang ky ho tich, néu c6 co sé xac dinh nd1 dung cam doan
khong dung su that.

d) S6 lwong hd so: 01 bg

d) Thoi han giai quyét: 03 ngdy Iam viéc. Truong hop can phai xéc minh
thi thoi han giai quyet khong qué 08 ngay lam viéc.

e) Péi twong thuc hién thi tuc hanh chinh: Ca nhan

g) Co quan thuc hién thii tuc hanh chinh: Uy ban nhan dan cip x4 noi cu
trd ctia ngudi nhan hoac nguoi dugc nhan la cha, me, con.

h) Co quan phdi hop:

- Uy ban nhan dan cép xa noi cu tra cua ngudi dugc nhan la cha, me, con.

- Co quan quan ly CSDLQGVDC.

i) Két qua thuc hién thia tuc hanh chinh: Trich luc dang ky nhan cha,
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me, con (ban chinh); ban sao Trich luc dang ky nhan cha, me, con (truong hop
y&u cau cap ban sao Trich luc ding ky nhan cha, me, con).

k) Lé phi: 10.000 dong/lan.

Mién I¢& phi cho nguoi thudc gia dinh c6 cong voi cach mang; nguoi thude
ho nghéo; nguoi khuyet tat.

- Phi cap ban sao Trich lyc dang ky nhan cha, me, con (néu ¢d yéu cau):
8.000dong/ban sao trich luc.

) Mu don, miu to khai:

+ T khai ding ky nhan cha, me, con(néu nop hd so theo hinh thuc truc tiép);

+ Biéu mau dién tur twong tac dang ky nhdn cha, me, con(néu ngp ho so
theo hinh thec truc tuyen).

m) Yéu ciu, diéu kién thuc hién thii tuc hanh chinh:

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

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

- Truong hop nam, nit chung s6ng Voi nhau nhu vo chong, khong ding ky
két hon, sinh con, nguoi con séng cling voi nguoi cha, khi nguoi cha lam thu tuc
nhan con ma khong lién hé duoc véi ngudi me thi khong can cd y kién cia ngudi
me trong To khai dang ky nhan cha, me, con.

p) Can cw 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 cta Chinh pha quy dinh
chi tiet mot so dieu va bién phap thi hanh Luat Ho tich;

- Ngh; dinh s6 87/2020/ND-CP ngay 28/7/2020 cia Chinh phi quy dinh vé
Co so dir lieu hé tich dién e, dang ky ho tich truc tuyen;

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

- Théng tw so 01/2022/TT-BTP ngay 04/01/2022 cua Bg Tw phdp quy
dinh chi tiét mét sé dieu va bién phap thi hanh Ngh; dinh sé 87/2020/ND-
CP ngay 28/7/2020 cia Chinh phi quy dinh vé Co sé di# lidu hé tich dién tit,
dang ky ho tich tryc tuyén;

- Théng tu sb 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh quy
dinh miac thu, ché d6 thu, ndp, quan Iy va st dung phi khai thac, sir dung théng tin
trong co s& dit liéu ho tich, phi xac nhan ¢ québc tich Viét Nam, phi xac nhan Ia
ngudi géc Viét Nam, I phi qudc tich.


http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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- Théng tu sb 85/2019/TT-BTC ngay 29/11/2019 ciia Bo Tai chinh huéng
dan vé phi va 18 phi thuoc tham quyén quyét dinh caa Hoi ddng nhan dan tinh,
thanh phd truc thudc Trung wong;

- Théng tw sé 106/2021/TT-BTC ngay 26/11/2021 cua Bé Tai chinh sia
doi, bé sung mét so diéu cia Thong tw s6 85/2019/TT-BTC ngay 29/11/2019
cua Bé Tai chinh hwdng dan vé phi va 1é phi thugc tham quyén quyét dinh cua
Héi dong nhan dan tinh, thanh phé truc thuge Trung wong;

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 caa Hoi dong nhan
dan tinh Hai Dwong ban hanh Quy dinh mac thu, ché d6 thu, nop, quan Iy va st
dung phi, 1€ phi trén dia ban tinh Hai Duong
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc l1ap - Tw do - Hanh phuc

TO KHAI PANG KY NHAN CHA, ME, CON

KENN QUL Do e

Ho, Chit dém, tEN NGUGT YBU CAUS ...........ooooeveeeeeeeeeeeoeeeoee oo eeessee e

Quan hé v&i ngudi NNAN ChA/ME/CON: @)........cooiioooeoeeeceoeeeeeeee oo
Pé nghico quan cong nhin ngudi cé tén duéi diy:

HO, CRTE ARIM, TN .ottt ettt ettt n st et et et et eten e e neees
Ngay, thang, NAM SINR: ..o s

LA cua nguoi co tén duwdi diy:

HO, CNTE ARIM, TN ettt ettt ettt ettt ettt ee e
Ngay, thAng, NAM SINN: ...t
GiGH NN, DAN TOC ...oeevveeeeeereeeeeeseeeeesesees QUABC TICN: v

To61 cam doan viéc nhan...........ccccocooevevvvecnan, noi trén 1a dung su that, tu nguyén, khong co
tranh chap va chiu trach nhiém trudc phép ludt vé cam doan ctia minh.

Nguoi yéu cau
(Ky, ghi r6 ho, chiz dém, tén)

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

Dé nghi cap ban sao ©: C6 |:| Khéng |:|
SO lugng:.......... ban
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Chu thich:

@) Ghi 1 tén co quan dang ky nhan cha, me, con;

@Ghi theo noi ding ky thuong tri; néu khong c6 noi ding ky thuong tra thi ghi theo noi dang
ky tam tri; trudong hop khong c6 noi dang ky thuong tra va noi dang ky tam trt thi ghi theo noi dang
sinh song.

©) Ghi thong tin vé gidy to tiy than nhu: ho chiéu, chimg minh nhan dan hoic gidy t6 hop 1€
thay thé (vi du: Chirmg minh nhan dan s6 001089123 do Céng an thanh phd Ha Noi cip ngay
20/10/2004).

™ Chi khai trong truong hop ngudi khai khong dong thoi 1a ngudi nhan cha/me/con.

® Chi khai trong truong hop cha hodc me nhan con chua thanh nién hodc ngudi da thanh
nién nhung mat nang lyc hanh vi dan sy, ghi 'y kién cua nguoi cha néu me la ngudi yéu cau, y kién
ngudi me néu cha 1a nguoi yéu cau (trir truong hop ngudi do da chét, mat tich, mat nang luc hanh
vi dan sy hoic han ché ning luc hanh vi dan sy).

®) P& nghi danh dau X vao 6 néu cd yéu cau cp ban sao va ghi rd s6 luong.
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4. Thi tuc ding ky khai sinh két hep nhan cha, me, con
a) Trinh tw thuc hién

- Ngudi ¢d yéu cau dang ky khai sinh va nhan cha, me, con nop hé so ding
ky khai sinh va déng ky nhan cha, me, con tai Bo phan mot ctira cia UBND cap xa
cd tham quyén; nop 1é phi néu thudc trueong hop phai nop 1€ phi dang ky khai sinh,
dang ky nhan cha, me, con; nop phi cap ban sao Glay khai sinh, Trich luc dang ky
nhan cha, me, con néu c6 yéu cau cap ban sao Gidy khai sinh, Trich luc dang ky
nhan cha, me, con.

- Cén bo tiép nhan hd so tai Bo phan mot cira ¢d trach nhiém kiém tra
tinh chinh xac, day du, thong nhat, hop I€ cua ho so.

(i) Trudng hop hd SO day dua, hop 1€ thi tlep nhan hé so, c6 Phiéu hen, tra
két qua cho ngudi ¢d yéu cau, dong thoi chuyén hd so dé cong chirc lam cong tac
ho tich xur ly.

- Sau khi tiép nhdn hé so, cdn bé tiép nhdn hé so tai Bé phdn mét cia
thirc hién sé hoa (sao chup, chuyén thanh tai ligu dién ti trén hé thong thong
tin, co so dir ligu) va ky so vao tai liéu, ho so gidi quyét thii tuc hanh chinh da
duwoC $6 héa theo quy dinh.

(ii) Truong hop hd so chua day du, hop 1€ thi c6 thong béo cho ngudi yéu
cau bd sung, hoan thién hd so, néu rd loai glay to, ndi dung can bo sung dé
ngudi ¢4 yéu cau bd sung, hoan thién. Sau khi hd so dugc b sung, thuc hién lai
busc (i);

(iii) Truong hop ngudi ¢ yéu cau diang ky khai sinh va nhan cha, me,
con khdng bé sung, hoan thién dugc hd so thi bao cao Trudng bo phan mot cua
c6 théng bao tir chdi giai quyét yéu cau dang ky khai sinh va nhan cha, me, con.

- Cong chire tw phap - ho tich tham tra ho so (tham tra tinh thong nhat, hop
I¢ cta cac thdng tin trong ho so, giay to, tai liéu do nguoi yéu cau nop, xuat trinh
hoac dinh kém).

~ + Truong hop ho so can bo sung, hoan thién hodc khong du diéu kién giai
quyeét, phai tr choi thi gui théng bao vé tinh trang ho so tai Bo phan mot cira dé
thong bao cho ngudi nop ho so — thuc hién lai buac (ii) hoac (iii);

+ Truong hop can phai kiém tra, x4 minh 1am rd hoic do nguyén nhan
khac ma khdng thé tra két qua dung thoi gian da hen thi cdng chire tu phap - ho
tich 1ap Phiéu xin I15i 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 ngudi
c6 yéu cau;

+ Néu thay viéc nhan cha, me, con la dung va khong co tranh chép, thong
tin khai sinh day da va phi hop,thi cong chirc tu phap - ho tich thuc hién viéc ghi
vao So dang ky nhan cha, me, con, So ding ky khai sinh, cap nhat thong tin dang
ky khai sinh, dang ky nhan cha, me, con va luu chinh thic trén Phan mém dang ky,
quan ly ho tich dién tir dng chung, chuyén thong tin dén CSDLQGVDC dé lay Sé
dinh danh ca nhan.
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- Sau khi CSDLQGVDC tra vé S6 dinh danh ca nhan, cong chirc tw phap -
ho tich in Giay Ighai sinh, Trich luc dang ky nhan cha, me, con, trinh Lanh dao
UBND Ky, chuyén toi Bo phan mot cua tra két qua cho nguoi ¢6 yéu cau.

- Nguoi ¢ yéu cau dang ky khai sinh va nhan cha, me, con (ca hai bén phai
cO mat, xuat trinh gidy to tuy than dé ddi chiéu) kiém tra théng tin trén Trich luc
dang ky nhan cha, me, con, Gidy khai sinh, trong S6 ding ky nhan cha, me, con,
S6 dang ky khai sinh va ky tén vao S6 dang ky nhén cha, me, con, S6 dang ky
khai sinh, nhan Trich luc dang ky nhéan cha, me, con, Giay khai sinh.

b) Céch thirc thuc hién:

‘ Ngu:c‘fi’ c6 yéu cau dang ky khai sinh va nh@n cha, me, con thu:c hién nop
ho so truc tiép tai B phan mot cfrgl cta UBND cap xa (mdt bén c6 thé ndp ho so
ma khong phai cé van ban iy quyén ctia bén con lai).

¢) Thanh phan ho so:

* Gidy to' phdi ngp:

- T khai dang ky khai sinh theo mau;

- To khai ding ky nhan cha, me, con theo mau.

- Ban chinh Giay ching sinh; truong hop khong c¢6 Gidy chung sinh thi
nop van ban cua nguoi lam chimg xac nhan vé viéc sinh; néu khong c6 nguoi
lam chung thi phai c6 gidy cam doan vé viéc sinh;

- Chimg ctr chimg minh quan hé cha, con hodc quan hé me, con gdm:

+ Van ban cua co quan y té, co quan giam dinh hodc co quan khac co
tham quyén x4c nhan quan h¢ cha con, quan hé me con.

+ Truong hop khong co van ban néu trén thi cac bén nhan cha, me, con
lap van ban cam doan vé moi quan hé cha, me, con, cé it nhat hai ngudi 1am
chtg vé mdi quan hé cha, me, con.

* Gidy to phdi xudt trinh:

- Ho chiéu hoac Chting minh nhan dan hoic Thé cin cudc géng dé‘n hqac
cac gidy to khac ¢ dan anh va thong tin ca nhan do co quan c6 tham quyen cap,
con gia tri st dung dé chiing minh vé nhén than cta nguoi cd yéu cau dang ky
khai sinh va nhan cha, me, con. Truong hop cac thong tin ca nhan trong cac
giay to nay da co trong CSDLQGVDC, CSDLHTDT, dugc hé thong dién tu
dong thi khdng phai xuat trinh;

- Gidy to chimg minh noi cu tra. Truong hop céc thong tin ve gidy to ching
minh noi cu tra da c6 trong CSDLQGVDC, duogc dién tu dong thi khéng phai
XUat trinh;

*Luuy:

- Ddi v6i gidy to ndp, xuat trinh:

+ Doi véi gidy to xuat trinh khi dang ky ho tich, ngudi tiép nhan co trach
nhiém ki€m tra, doi chiéu véi thong tin trong to khai, chup lai hoac ghi lai thong
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tin dé luu trong hd so va tra lai cho ngudi xudt trinh, khong dugc yéu cau ndp
ban sao hodc ban chup giay to do.

+ Ngudi yéu cau dang ky ho tich co thé ndp ban sao chimg thuc tir ban
chinh hodc ban sao duoc cip tir s6 gbc hodc ban chup kem theo ban chinh gidy
to ’de dbi chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh
gidy to thi ngudi tiép nhén co6 trach nhiém kiém tra, doi chiu ban chup voi ban
chinh va ky xac nhan, khong duoc yéu cau ngudi di dang ky ndp ban sao giay to
do.

+ Ngudi tiép nhan co trach nhiém tiép nhan dung, du hd so ding ky ho
tich theo quy dinh cua phap luat ho tich, khong dugc yeu cau nguoi dang ky ho
tich nop thém gidy to ma phap luat hd tich khong quy dinh phai ndp.

- Truong hop cho phep nguoi yéu cau dang ky ho tich 1ap vin ban cam
doan vé ndi dung yéu cau dang ky ho tich thi co quan dang ky h¢ tich phai giai
thich rd cho nguoi ldp vin ban cam doan vé trach nhiém, hé qua phéap 1y cua
viéc cam doan khong dung su that.

_ Co quan dang ky ho tich tur chdi giai quyét hodc dé nghi co quan ¢ tham
quyén huy bo két qua dang ky ho tich, néu c6 co s& xac dinh nd1 dung cam doan
khong dung su that.

- Doi véi viée Xac dinh ho, dan toc, dat tén cho tré:

+ Viée xac dinh ho, dan toc, dat ten cho tré em phai phu hop Vo1 phap

luat va y&u cau giit gin ban sic dan toc, tap quan, truyén théng vin hoa tot dep
cua Viét Nam; khong dat tén qua dai, kho str 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 cta cha hoac me.

d) S6 lwong hé so: 01 bg

d) Thoi han giai quyét: 03 ngay lam viéc, truong hop phai xac minh thi
thot han giai quyéet khong qua 08 ngay lam viéc.

e) Poi twong thuc hién thi tuc hanh chinh: Ca nhan

g) Co' quan thuc hign thi tuc hanh chinh: Uy ban nhan dan cip xa noi
cu tri cia nguoi cha hodc ngudi me thuc hién dang ky khai sinh két hop nhan
cha, me, con.

h) Co quan phoi hep: Co quan quan ly CSDLQGVDC.

i) Két qua thuc hién thi tuc hanh chinh:

~ Gidy khai sinh, Trich luc dang ky nhan cha, me, con (ban chinh); ban sao
Giay khai sinh, ban sao Trich luc dang ky nhan cha, me, con (truong hop yéu
cau cap ban sao Giay khai sinh, ban sao Trich luc dang ky nhan cha, me, con).

k) L& phi: Dang ky khai sinh 5000 dong/lan; Pang ky nhan cha, me, con
10.000 dong/lan. Mien 1€ phi doi voi truong hop déng ky khai sinh dung han;
nguoi thudc gia dinh c6 cong véi cach mang; ngudi thuoc ho ngheo; nguoi khuyét
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tat.

- Phi cap ban sao Gidy khai sinh, ban sao Trich lyc ddng ky nhan cha, me,
con (néu cd yéu cau): 8.000dong/ban sao trich luc.

) Miu don, mau to khai: To khai dang ky khai sinh, To khai ding ky nhan
cha, me, con

m) Yéu cau, diéu kién thwc hién thi tuc hanh chinh:

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

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

- Truong hop nam, nir chung s6ng véi nhau nhu vo chong, khong ding ky
két hon, sinh con, ngudi con séng clng voi nguoi cha, khi nguoi cha lam thu tuc
nhan con ma khong lién hé duoc véi ngudi me thi khong can cd y kién cia nguoi
me trong To khai dang ky nhan cha, me, con.

n) Can cw phap ly:

- Luat Hon nhan va gia dinh nam 2014;

- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/NB-CP ngay 15/11/2015 cua Chinh pha quy dinh
chi tiet mot so dicu va bién phap thi hanh Luat Ho tich;

- Théng tu s6 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phap quy dinh
chi tiet thi hanh mot so diéu cua Luat Ho tich,vé Nghj diph so 123/2015/NDb-CP
ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mét so dieu va bién phap thi hanh
Luat Ho tich;

- Thong tu sd 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh quy
dinh murc thu, che d thu, nop, quan ly va s dung phi khai thac, sir dung thong tin
trong co s dir liéu ho tich, phj xac nhan cé quoc tich Viét Nam, phi xac nhan la
nguoi goc Viét Nam, 1€ phi quoc tich.

- Thong tu sO 85/2019/TT-BTC ngay 29/11/2019 cua B§ Tai chinh husng
dan vé phi va I¢ phi thuoc tham quyen quyet dinh cua Hoi dong nhan dan tinh,
thanh pho truc thugc Trung wong;

- Thong tur s6 106/2021/TT-BTC ngay 26/11/2021 cua B¢ Tai chinh sira
doi, bo sung mot so dieu cua Thong tr so 85/2019/TT-BTC ngay 29/11/2019
cua Bg Tai chinh huong dan ve phi va I¢ phi thuge tham quyen quyer dinh cua
Hoi dong nhan dan tinh, thanh pho truc thuéc Trung wong;

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 ctia Hoi dong nhén
dan tinh Hai Duong ban hanh Quy dinh muc thu, ché d6 thu, nop, quan ly va st
dung phi, I€ phi trén dia ban tinh Hai Duong.


http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI DPANG KY KHAI SINH
KINN QI @) ot s

Ho, Chit dém, tBN MGUOT YBU CAU .........veeeceeeeeeeeeeeeeeeee e ee et s st

Quan hé vai nguoi GuoC KNai SINN: .
Pé nghico quan ding ky khai sinh cho ngudi dwdi diy:

o o T o 11 s (] 1A (=T o SRS
Ngay, thang, nam sinh: ..........cccoeevevieiiie e, ghi baNg ChTE: ..o

Ho, Chilt d@m, T8N MGUOTIME: .......oooiiiov s
NEM ST O DAN tOC: ... QUABC tiCh: oo
INOT CU T ettt ettt et e et et et e e et et et e et e eet et e eaeete et esteeat et eseeereaeeseeareeneens
Ho, Chit d€m, tEN MGWOT CHA: ......ccoooovvoie s
NEM ST G DAN tOC:vvveeeiriennn. QUAC tich: v,
INOT CU U ettt ettt e ettt e et et et e et e et e et e e e e ete et e steeat et eseeereeeeseeareeneens
T6i cam doan ndi dung dé nghi dang ky khai sinh trén day la dung sy that, duoc sy thoa
thuan nhat tri cua 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: ........................ , NQAY........... thang......... RAM ..o,

Ngudi yéu cau
(Ky, ghi 8 ho, chir dém, tén)

Dé nghi cip ban sao®: Co |:|, Khéng []
S6 luong:....... ban
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Chu thich:

(Ghi rd tén co quan ding ky khai sinh.

@Ghi theo noi ding ky thuong trd; néu khéng co noi ding ky thuong tr thi ghi theo
noi dang ky tam tra; truong hop khong c6 noi dang ky thuong tria va noi dang ky tam tra thi
ghi theo noidang sinh sng.

@) Ghi thdng tin vé gidy to tly than cua nguoi di ding ky, ghi rd s, co quan cip, ngay
cap ho chiéu, chang minh nhan dan hoic gidy to hop 18 thay thé (Vi du: Ching minh nhan
dan s6 001089123 do Cong an thanh phd Ha Noi cap ngay 20/10/2014).

@ Trudng hop sinh tai co sd y té thi ghi rd tén co sd'y téva dia chi tru s6 co sy té do.

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

Pinh, Ha Noi
- Tramy té xa Pinh Bang, huyén Tir Son, tinh Bac Ninh.

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

Vi dy: xa Binh Bang, huyén Tir Son, tinh Bac Ninh.

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

©®)Ppé nghi danh dau X vao 6 néu ¢ yéu cau cap ban sao va ghi ré s6 luong.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc l1ap - Tw do - Hanh phuc

TO KHAI PANG KY NHAN CHA, ME, CON

KINN QT @ttt ettt ettt s et sanees

Ho, Chit dem, t&n NEUWOT YBU CAUS ......coucveevevieieeeeeeeeeeee et sees st s s sns oo

Quan hé vai ngudi AN Cha/ME/CON: @) ...
Pé nghico quan cong nhin ngudi c6 tén dwéi day:

[ (o T oA 010 e 111 0 TR (= TR
Ngay, thang, NAM SINN: ...oeiiiiiii ettt e e et e e sbeesreesbeenbeennes

LA cua ngudi co tén dudi day:
[ (o o2 a1 1<) 1 0 O (=] AR
Ngay, thang, NAM SINN: ....eiii e n e nne e

To6i cam doan viéc Nhan........cccccceveevvveeviieee e, noi trén 1a dung su that, tu nguyén, khong c6 tranh
chap va chiu trach nhiém truéc phap luat vé cam doan ciia minh.

Lam t@i.....cccceenee. ngay ............ thang............ NAM.....o....
Nguoi yéu cau
(Ky, ghi rd ho, chir dém, tén)

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

Chu thich:

Dé nghi cap ban sao ©: C6 |:| Khong D
SO lugng:.......... ban
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(1) Ghi rd tén co quan dang ky nhan cha, me, con,

@Ghi theo noi ding ky thuong tri; néu khong co noi ding ky thuong tri thi ghi theo noi
dang ky tam tr(; truong hop khong c6 noi dang ky thuong tri va noi dang ky tam trt thi ghi theo
noi dang sinh séng.

®) Ghi thong tin vé gidy to tuy than nhu: ho chiéu, chimg minh nhan dan hodc gidy to hop
1¢ thay thé (vi du: Chirng minh nhan dén s6 001089123 do Cong an thanh phd Ha Noi cip ngay
20/10/2004).

) Chi khai trong truong hop ngudi khai khéng dong thoi 1a nguoi nhan cha/me/con.

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

®) P& nghi danh ddu X vao 6 néu co yéu cau cap ban sao va ghi rd sb luong.
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5. Thu tuc dang Ky Khai tir
a) Trinh tw thuc hién

- Néu lya chon hinh thic nop hd so truc tiép, nguoi ¢ yéu cau ding ky khai
tr NOp ho so ddng ky khai tir tai BO phan mot cira cia UBND cap xé ¢6 tham
quyen; nop 1€ phi neu thuge truong hop phai nop 1€ phi dang ky khai tir; nop phi
cap ban sao Trich luc khai tir néu cé yéu cau cap ban sao Trich luc khai tir.

- Néu lya chon hinh thitc nép hé so truc tuyén, nguoi ¢ yeu Cau dang ky
khai ti# truy cdp Cong dich vu cdng quéc gia hogc Cong dich vu cdng cdp tinh,
dang ky tai khoan (Néu chua ¢é tai khodn), Xac thuc nguoi ding theo huéng
dan,‘dang nhdp vao hé thong, xdc dinh ding Uy ban nhan dan cap xa c6 tham

quyen.

Nguoi ¢6 Yéu cau ddang ky khai tir tryec tuyén cung cap théng tin theo biéu
Mau dién tir twong tac dang ky khai ur (cung cap trén Cong dich vu cong), dinh
kém ban chup hodc bdn sao dién tir cac gidy to, tai liéu theo quy dinh; nép phi,
Ié phi théng qua chize ndng thanh todn truc tuyén hodgc bang cach thizc khac
theo quy dinh phap ludt, hoan tat viéc ngp hé so:

- Cén bo tiép nhan ho so tai Bo phan mot cira c¢d trach nhiém kiém tra
tinh chinh xac, day du, thong nhat, hop I¢ cua ho so.

(i) Truong hop hd so day du, hop 1€ thi tiép nhan hd so; néu tiép nhan ho
so sau 15 gio thi c6 Phiéu hen, tra két qua cho nguoi ¢6 yéu cau trong ngay lam viéc
tiép theo (néu nguoi ¢6 yéu cau lya chon hinh thirc ndp ho so tryc tiép) hodcgui
ngay Phiéu hen, tra két qua qua thu dién tur hogc guii tin nhan hen tra két qua
qua dién thogi di dong cho nguoi c6 yéu cau (neu nguoi ¢6 yéu cau lira chon
hinh thizc nép hé so truc tuyén);chuyén hd so dé cong chic 1am cong tac ho tich
Xt ly.

- Sau khi tiép nhdn hé so theo hinh thirc nép truc tiép, can bé tiép nhdn
hé so tai Bé phdn mét cira thyc hién sé hda (sao chup, chuyén thanh tai ligu
dién tir trén hé thong théng tin, co so dir liéu) va ky sé vao tai liéu, ho so gidi
quyét thii tuc hanh chinh da dwoc 6 héa theo quy dinh.

(ii) Truong hop hd so chua day du, hop ¢ thi c6 thong bao cho nguoi yéu
cau b sung, hoan thi¢n hd so, néu rd loai glay to, noi dung can bo sung dé
ngudi ¢4 yéu cau bd sung, hoan thién. Sau khi hd so dugc bd sung, thuc hién lai
budc (i);

(iii) Truong hop ngudi c6 yéu cau dang ky khai tar khdng bo sung, hoan
thién dugc hd so thi bao cdo Truong bo phan mot cira c6 thong bao tir chéi giai
quyét yéu cau diang ky khai tir.

- Cong chtrc tu phap - ho tich tham tra ho so (tham tra tinh thdng nhat, hop
& cua céc théng tin trong hd so, gidy to, tai liéu do nguoi Yéu cau nop, xuat trinh
hoic dinh kém).
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~ + Truong hop hd so can bd sung, hoan thién hodc khong du dieu kién giai
quyet, phdi tir choi thi gui thong bao ve tinh trang ho so t6i Bo phan mot cura de
thong bao cho ngudi nop ho so — thuc hién lai buac (ii) hoac (iii);

+ Truong hop can phai kiém tra, x4 minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chire 1am cong tac
ho tich 1ap Phiéu xin 18i 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 6 yéu cau (néu nguoi ¢6 yéu cau lya chon hinh thize nop hé so truc tiép),
hoac gi+i Phiéu xin 13i va hen lgi ngay tra két qud qua thu dién tir hogc guri tin
nhan qua dién thogi di déng cho nguoi €O yéu cau (Néu nguoi ¢ yéu cau lya
chon hinh thizc ngp hé so truc tuyén).

+ Néu thay ho so day du, hop 1¢, dung quy dinh, truong hop tiép nhan
ho so dang ky khai tir theo hinh thuc truc tiép, thi cong chirc tu phap - ho tich thuc
hién viéc ghi vao So dang ky khai tir, cap nhat thong tin dang ky khai tir va luu
chinh thtc trén Phan mém dang ky, quan ly ho tich dién tir ding chung.

Truong hop tiép nhdn hé so ding ky khai ti theo hinh thizc truc tuyén, céng
chite twr phdp - hé tich giti lai biéu mau Trich luc khai ti dién tir Véi thong tin day
du cho nguoi yéu Cau qua thu dien tur hogc thiét bi s6.

Nguoi yéu cau c6 trach nhigm kiém tra tinh chinh xdc, day di cia cac
théng tin trén bieu mau Trich luc khai tu dién tir va xac nhan (toi da mét ngay).

Néu nguoi ¢6 yéu cau xac nhdn thong tin da thong nhat, day di: hogc
khdng c6 phan hoi sau thoi han yéu cau thi cong chize e phap - hg tichthuc hign
vigc ghi ngi dung vao So dang ky khai ur, cap nhdt thong tin dang ky khai tir va heu
chinh thzzc trén Phan mém dang ky, quan ly ho tich dién tir dung chung.

- Cong chirc tu phap - ho tich in Trich luc khai tw, trinh Lanh dao UBND ky,
chuyén B¢ phan mat cua tra két qua cho nguoi €O yéu cau.

- Ngudi ¢6 yéu cau ding ky khai tir kiém tra thong tin trén Trich luc khai ti,
trong SO dang ky khai tir va ky tén vao So6 dang ky khai tir, nhan Trich luc khai tur.

b) Cach thirc thuc hién:

Nguoi ¢ yéu cau dang ky khai tur truc tiép thuc hién hoic ty quyen cho
nguoi khac thue hién nop hd so truc tiép tai Bo phan mot cira cia UBND cap x@
hodc gtri hd so qua hé thong buu chinh hodc ndp hé so truc tuyén trén Cong dich
vu cong quéc gia (https://dichvucong.gov.vn) hodc Cong dich vu cong tinh Hdi
Duong (https://dichvucong.haiduong.gov.vn).

¢) Thanh phan ho so:

- To khai ddng ky khai tir theo mau (néu ngudi ¢6 yéu cau lwa chon ndp hd
so theo hinh thuc truc ti€p);

- Biéu mau dién tir twong tdc ding ky khai tir (do nguoi yeu cau cung cdp

théng tin theo huéng dan trén Cong dich vu céng, néu nguoi cé yéu cau lira chon
nép hoé so theo hinh thirc triec tuyén);


https://dichvucong.gov.vn/
https://dichvucong.---.gov.vn)/
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- Nguoi c6 yéu cau dang ky khai tir thuc hién viée nop/xuat trinh (theo
hinh thire truc tiép) hodc tai 1én (theo hinh thire truc tuyén) cac gidy to sau:

* Gidy to phdi ngp:

- Gidy bao tir hodc gidy to thay thé Gidy béo tir do co quan c6 thdm quyén
cap.

- Gidy to, tai liéu, chtng ct do co quan, t6 chire c6 thAm quyén cap hoic
xac nhan hop 1¢ ching minh sy ki¢n chét dbi voi truong hop dang ky khai tir
cho nguoi chét d 1au, khong co Gidy bao tir hodc gidy to thay thé Gidy bao tir.

- Vin ban oy quyén (dugc chtng thuc) theo quy dinh cua phap luét trong
truong hop Gy quyén thuc hién viéc dang ky khai ttr. Truong hop ngudi co trach
nhi¢m dang ky khai tir uy quyén cho nguoi khac thyc hién viéc dang ky khai tir
ma nguoi duge iy quyén 1a 6ng, ba, cha, me, con, vg, chong, anh, chi, em rudt
clia ngudi Gy quyén thi vin ban iy quyén khong phai chimg thuc.

* Gidy to' phdi xudt trinh:

- Ho chiéu hodc Chimg minh nhan dan hodc Thé cin cudc cong dan hodc
cac gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 tham quyen cp,
con gi tri sit dung dé ching minh vé nhan than cia nguoi co yeu cau dang ky
khai tir. Truong hop cac thong tin ca nhan trong cac gidy to nay da céd trong
CSDLQGVDC, CSDLHTDT, dugc hé théng dién ti dong thi khong phai Xudt
trinh (theo hinh thirc truc tiép) hoidc tai 1én (theo hinh thuc truc tuyén);

- Gidy to chimg minh noi cu tra cudi cung ctia ngudi chét dé xac dinh
tham quyén. Truong hop cac thong tin vé gidy to chung minh noi cu tri da co
trong CSDLQGVDC, duoc dién tu dong thi khong phai xudt trinh (theo hinh
thire truc tiép) hodc tai 1én (theo hinh thirc truc tuyén);

- Truong hop khong xac dinh duge noi cu tra cudi cing ctia ngudi chét
thi xuét trinh gidy to ching minh noi nguoi d6 chét hoic noi phét hién thi thé
ctia ngudi chét.

Truong hop gui hé so qua hé théng buu chinh thi phai giri kem theo ban
sao cO chang thuc céc giay to phai xuat trinh néu trén.

*Luuy

- Trong thoi han 15 ngay ké tir ngay c6 nguoi chét thi vg, chong hodc
con, cha, me hodc ngudi than thich khac cua nguoi chét ¢6 trach nhiém di dang
ky khai tir; truong hop ngudi chét khong c6 nguoi than thich thi dai dién cia co
quan, td chirc, ca nhan lién quan co trach nhiém di khai tir.

- Pbi voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp hd so theo hinh
thire truc ti€p:

+ Ddi voi giéy t xuét trinh khi ding ky ho tich, ngudi tiép nhan co trach
nhiém kiém tra, d6i chiéu v4i 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.
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+ Ngudi yéu cau dang ky ho tich co thé ndp ban sao chimg thuc tir ban
chinh hodc ban sao duoc cip tir s6 gbc hodc ban chup kem theo ban chinh gidy
to de d6i chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh
gidy t& thi nguoi tiép nhan c6 trach nhi¢ém kiém tra, ddi chiéu ban chup v0i ban
chinh va ky xac nhan, khong duoc yéu cau ngudi di ding ky ndp ban sao gidy to
do.

+ Ngudi tiép nhan co trach nhiém tiép nhan dung, du hd so ding ky ho
tich theo quy dinh ctia phap luat ho tich, khong duge yéu cau ngudi dang ky ho
tich nop thém gidy t& ma phap luat ho tich khong quy dinh phai nop.

- Poi véi gidy to giri kém theo néu nguoi yéu cdau ndp ho so theo hinh
thite triee tuyén:

+ Bdn chup cdc gidy to giki kem theo hé so ding ky khai tir triee tuyén phdi
bdo dam ré nét, dday di, todan ven vé ndi dung, la ban chup bang mady anh, dién
thoai hodc dwoc chup, duoc quét bang thiét bi dién tir, tir gidy to dugc cdp hop I¢,
con gid tri stk dung; néu la gidy to do co quan co tham quyén mede ngodi cdp thi

phai dwoc hop phap hoa lanh sw, dich sang tiéng Viét theo quy dinh, triv trirong
hop dwoc mién hop phap hoa lanh su.

+ Truong hop gidy to, tai liéu phdi giti kém trong ho so dang ky khai tir tryc
tuyen dd ¢6 ban sao dién tir hodc da cé ban dién tir gidy to hg tich thi nguoi yéu
cau dwot Sir dung bdn dién ti nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Trich lyc khai tir/ban sao
Trich lyc khai tu), nguoi co yéu cau ding ky khai tir phai xudt trinh gidy to tuy
than, ndp ban chinh cac gidy to 14 thanh phan hd so dang ky khai tir theo quy dinh
phap luat ho tich.

Truong hop nguoi yéu cau dang ky khai tw khong cung cap dwoc gidy to
néu trén theo quy dinh hodc gidy to nop, xuat trinh bi tdy xoa, sira chita, lam
gid thi co quan dang ky hé tich c6 tham quyén hity b két qua ddang ky khai tit.

d) S6 lwong hé so: 01 bg

d) Thoi han giai quyét: Ngay trong ngay tiép nhan yéu cau, truong hop
nhan hd so sau 15 gid ma khdng giai quyét duoc ngay thi tra két qua trong ngay
lam viéc tiép theo.

e) Péi twong thuc hién thi tuc hanh chinh: Ca nhan

g) Co quan thuc hién tha tuc hanh chinh:

- Uy ban nhan dan cép x3 noi cu tra cudi cling cua nguoi chét thyc hién viéc
dang ky khai tur;

- Uy ban nhan dan cip x4 noi nguoi d6 chét hodc noi phat hién thi thé nguoi
chet thuc hién viéc dang ky khai tir trong truong hop khong xac dinh dugc noi cu
trd cuoi cung cua nguoi chét.

h) Co quan phéi hep: Co quan quan ly CSDLQGVDC.
i) Két qua thuc hién thii tuc hanh chinh:
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_Trich lyc khai tir (ban chinh); ban sao Trich luc khai tur (truong hop yéu
cau cap ban sao Trich luc khai tu).

k) Lé phi: 5000 dong/lan.

Mi&n 1¢ phi ddi véi truong hop ding ky khai tr dung han, nguoi thudc gia
dinh ¢6 cong véi cach mang; nguoi thudc hd ngheo; nguoi khuyet tat.

- Phi cap ban sao Trich luc khai tir (néu c6 yéu cau): 8.000d6ng/ban sao
trich luc.

) Mu don, miu to khai:

+ To khai dang ky khai tir (néu nop hd so theo hinh thic truc tiép);

+ Biéu mau dién tir twong tdc ding ky khai ni (néu ngp ho so theo hinh thiic
truc tuyen).

m) Can ctr phap ly:

- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/NB-CP ngay 15/11/2015 cua Chinh pha quy dinh
chi tiet mot so dicu va bién phap thi hanh Luat Ho tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phui quy dinh vé
Co so dir lieu hé tich dién e, dang ky ho tich truc tuyen;

- Théng tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo Tu phap quy dinh
chi tiet thi hanh mot so diéu cua Luat Ho tich,vé Nghj diph so 123/2015/NDb-CP
ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mét so dieu va bién phap thi hanh
Luat Ho tich;

- Thong tr séi 01/2022/TT-BTP ngay 04/01/2022 cua Bg Tw phdp quy
dinh chi tiet mgt so dieu va bi¢n phap thi hanh Ngh; dinh so 87/2020/ND-
CP ngay 28/7/2020 cua Chinh phu quy dinh ve Co so dit ligu ho tich dién tu,
dang ky hé tich truc tuyen;

- Thong tu sO 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh quy
dinh muc thu, che d6 thu, nop, quan Iy va st dung phi khai thac, s dung thong tin
trong co s dir liéu ho tich, phj xac nhan cé quoc tich Viét Nam, phi xac nhan la
nguoi goc Viét Nam, I€ phi quoc tich;

- Thong tu sO 85/2019/TT-BTC ngay 29/11/2019 ctia B Tai chinh hudng
dan ve phi va I¢ phi thuoc tham quyen quyet dinh cua Hoi dong nhan dan tinh,
thanh pho truc thuéc Trung wong;

- Thong tw so”', 106/2021/TT-BTC ngay 26/11/2021 cua Bg Tai chinh sua
doi, bo sung mot so dieu cua Thong tr so 85/2019/TT-BTC ngay 29/11/2019
cua Bg Tai chinh huong dan ve phi va I¢ phi thuge tham quyen quyer dinh cua
Hoi dong nhan dan tinh, thanh pho truc thuéc Trung wong;

- Nghi quyet s6 17/2016/NQ-HDND ngay 05/10/2016 ciia Hoi dong nhén
dan tinh Hai Duong ban hanh Quy dinh muc thu, ché d¢ thu, nop, quan ly va st
dung phi, I€ phi trén dia ban tinh Hai Duong


http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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Pgc l1ap - Tw do - Hanh phuc

TO KHAI PANG KY KHAI TU

KENN QUL D)
Ho, Chit dém, tBN MEUOT YBU CAU: .....oooocoeeeoeeeeeeseeeseeeseeees oot ees oo

N OT CU L. B oo e oo e e oo

QUAN NE VOT NEUTT AF CHELL ..oooeees ettt
Pé nghi co quandiing kykhai tir cho ngudi ¢é tén dwdi day:

HOQ, CNTE A€M, T8N .o bbb
Ngay,thang, NAM STNN: ..o
GiGi tinN: oo, DAN O vveveveverereeeeeeeeeeeena, QUABC ICh: v,

Da chét vao IUC: ... [ phlt, NQay ............. thang ....... NAM oo
INOT CHEL: ..o
NGUYEN NNAN CREL: ...ttt et
S6 Giay béo tu/ Giay to thay thé Giay bao tirr @ ..o [
......................................................................................................... CAp NQAY ......thang ...... nim ............
T6i cam doan nhitng nodi dung khai trén day la dung su that va chiu trach nhiém trudc
phap luat vé cam doan ciia minh.
Lam tai: .....ooo.....ec.., ngay ... thang ... nam........

Nguwoi yéu cau
(Ky, ghi r6 ho, chit dém, tén)

Dé nghi cip ban sao®: Co D, Khéng []

Chd thich:
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(Ghi rd tén co quan ding ky khai tu.

@Ghi theo noi dang ky thuong trd; néu khong co noi ding ky thuong tra thi ghi
theo noi dang ky tam tra; truong hop khong céd noi dang ky thuong tri va noi dang ky
tam tra thi ghi theo noi dang sinh séng.

() Ghi théng tin vé giy to tuy than nhu: ho chiéu, ching minh nhan dan hoac gidy
to hop 16 thay thé (vi du: Chang minh nhan dan sé 001089123 do Céng an thanh phd Ha
Noi cip ngay 20/10/2004).

4 Néu ghi theo Gidy bdo tu, thi gach cum tir “Gidy to thay thé Gidy bao tu”; néu
ghi theo s Gidy t& thay thé Gidy béo tir thi ghi rd tén, sé gidy to va gach cum tir “Gidy
bao tir”; truong hop khéng c6 thi muc nay dé tréng

®)Pé nghi danh dau Xvao 6néu co yéu cau cap ban sao va ghi rd sé lugng.
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6. Thi tuc dang ky khai sinh luu dong
a) Trinh ty thuc hién:

- Cong chirc tu phap - ho tich cip xi duge giao nhiém vu ding ky khai
sinh luu dong c6 trach nhiém chuén bi day du mau T& khai ding ky khai sinh,
gidy to ho tich va diéu kién can thiét dé thuc hién ding ky luu dong tai nha
riéng hodc tai dia diém t6 chirc dang ky luu dong, bao dam thuan loi cho ngudi
dan.

Tai dia diém dang ky ho tich luu dong, cong chirc tu phap - ho tich hudng
dan nguoi yéu cau dién diy du thong tin trong To khai 'dang ky khai sinh; kiém
tra cac gidy to 1am co s cho viée dang ky khai sinh; viét Phiéu tiép nhan ho so.

- Sau khi tlep nhan du hd so, cong chuc tu phép - ho tich thuc hién viéc
ghi vao SO ding ky khai sinh, cap nhat thong tin ding ky khai sinh trén Phan mém
dang ky, quan 1y ho tich dién tir ding chung, luu chinh thirc va chuyén thong tin
dén CSDLQGVDC dé lay S6 dinh danh c4 nhan.

Sau khi CSDLQGVDC tra vé S6 dinh danh c4 nhén, cng chirc tu phap - hd
tich in Gidy khai sinh, trinh Lanh dao UBND ky Gidy khai sinh dé cap cho nguoi
6 yéu cau.

- Cong chuc tu phap - ho tich dem theo Gidy khai sinh va S6 ding ky
khai sinh dé tra két qua cho nguoi c6 yéu cau tai dia diém dang ky luu dong;
huéng dan ngudi yéu ciu kiém tra ndi dung Gidy khai sinh va S6 dang ky khai
sinh, ky, ghi 16 ho, tén trong SO dang ky khai sinh; tai myc “Ghi chu” trong S6
dang ky khai sinh ghi o “DPéang ky luu dong”.

- Truong hop nguoi yéu cau khong biét chit thi cong chirc tu phap - ho
tich truc tiép ghi To khai, sau d6 doc cho nguoi yéu cau nghe lai noi dung va
huéng dian ngudi d6 diém chi vao To khai. Khi tra két qua dang ky ho tich,
cong chirc tu phap - ho tich phai doc lai ndi dung Gidy khai sinh cho ngudi yéu
cau nghe va huéng din ngudi d6 diém chi vao S6 dang ky khai sinh.

*Luuy:
- P01 véi viée xac dinh ho, dan toc, dat tén cho tré:

+ Viéc xac dinh ho, dan toc, dat tén cho tr¢ em phai phu hop voi phap
luat va yéu cau giit gin ban sic dan toc, tip quan, truyén thong van hoa tét dep
cua Vi¢t Nam; khong dat tén qua dai, kho sir dung.

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

- Truong hop cho phep nguoi yéu cau dang ky ho tich 1ap van ban cam
doan vé ndi dung yéu cau dang ky ho tich thi co quan dang ky hd tich phai giai
thich rd cho nguoi 14p vin ban cam doan vé trach nhiém, hé qua phap 1y cua
viéc cam doan khong ding su that.
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_ Co quan dang ky ho tich tu chdi giai quyét hodc dé nghi co quan c6 tham
quyén huy bo két qua dang ky ho tich, néu ¢6 co s& xac dinh ndi dung cam doan
khong dung su that.

b) Thanh phan hé so-
* Gidy to' phdi ngp:
- To khai dang ky khai sinh theo mau.

- Ban chinh Giay chung sinh; truong hop khong c6 Giay ching sinh thi
ndp van ban cua nguoi lam ching xac nhan vé viéc sinh; néu khong c6 nguoi
lam ching thi phai c6 giay cam doan vé viéc sinh;

- Truong hop khai sinh cho tré em sinh ra do mang thai hg phai c6 van
ban xac nhan cta co sé y t€ da thuc hién k¥ thuat ho trg sinh san cho viéc mang thai
ho.

* Gidy to' phdi xudt trinh:

- Ho chiéu hodc Chimg minh nhan dan hodc Thé cin cudc cong dan hodc
cac gidy to khac c6 dan anh va thong tin ca nhan do co quan ¢ tham quyen cép,
con gia tri sir dung dé ching minh vé nhan than cia nguoi co yéu cau dang ky

khai sinh. Truong hop céc thong tin c4 nhén trong céc gidy to nay da co trong
CSDLQGVDC, CSDLHTDT, dugc hé thong dién tu dong thi khdng phai xuat trinh;

- Gidy to chtrng minh noi cu tra. Trudong hop cac thong tin vé gidy to ching
minh noi cu tra da c6 trong CSDLQGVDC, dugc dién ty dong thi khong phai xuat
trinh;

+ Gidy ching nhan két hon néu cha, me da diang ky két hon. Truong hop
da c6 thong tin Vé’ viéc két hon cua cha, me trong CSDLHTDT, CSDLQGVDC
thi khong phai xuat trinh.

¢) S6 lwong ho so: 01 bg
d) Thai han giai quyét: 05 ngay lam viéc.
d) Péi twong thuc hién thia tuc hanh chinh: Ca nhan

e) Co quan thyc hién thi tuc hanh chinh: Uy ban nhan dan cip x4 noi cu
tru ctia nguoi cha hoac nguoi me.

g) Co quan phdi hop: Co quan quan ly CSDLQGVDC.

h) Két qua thuc hién thi tuc hanh chinh: Gidy khai sinh (ban chinh).
i) Lé phi:

- Péi vé6i truong hop dang ky khai sinh khong ding han: 5000 dong/lan.

- Mién I¢ phi @i véi truong hop khai sinh ding han, nguoi thudc gia dinh
c6 cdng vai cach mang; nguoi thuoc ho nghéo; nguoi khuyet tat.

k) Mau don, miu té khai: T khai ding ky khai sinh
) Yéu cau, diéu kién thuc hién thi tuc hanh chinh:
Tré em sinh ra ma cha me bi khuyét tat, 5m bénh khong thé di dang ky khai
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sinh cho con; cha me bi bat, tam giam hoic dang thi hanh 4n phat ti ma khdng c(gn
ong ba noi, ngoai va nguoi than thich khac hoac nhitng nguoi nay khoéng co dieu
kKién di dang ky khai sinh cho tré.

m) Cin ctr phap ly:

- Luat Ho tich nam 2014;

- Nghi dinh sé‘ 123/2015/ND-CP ngay 15/11/2015 cta Chinh phua quy
dinh chi tiét mdt s6 di€u va bién phép thi hanh Luat Ho tich;

- Thong tu sO 04/2020/TT-BTP ngay 28/5/2020 cua Bo Tu phap quy dinh
chi tiet thi hanh mot so diéu cua Luat Ho tich,vé Nghi djph so 123/2015/NDb-CP
ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mét so dieu va bién phap thi hanh
Luat Ho tich;

- Thong tu sO 85/2019/TT-BTC ngay 29/11/2019 cua B§ Tai chinh husng
dan vé phi va I¢ phi thuoc tham quyen quyet dinh cua Hoi dong nhan dan tinh,
thanh pho truc thugc Trung wong;

- Thong tu so‘" 106/2021/TT-BTC ngay 26/11/2021 cua B¢ Tai chinh sua
doi, bo sung mot so dieu cua Thong tu so 85/2019/TT-BTC ngay 29/11/2019
cua Bg Tai chinh hueng dan ve phi va I¢ phi thugc tham quyen quyet dinh cua
Hoi dong nhan dan tinh, thanh pho truc thugc Trung wong.

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 ctia Hoi dong nhén
dan tinh Hai Duong ban hanh Quy dinh muc thu, ché d6 thu, nop, quan ly va st
dung phi, I€ phi trén dia ban tinh Hai Duong.
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Poc lap - Tw do - Hanh phuc

TO KHAI PANG KY KHAI SINH
KINN QU Q) et

Ho, Chit dém, tBN MEUOT YBU CAU ........cvverieceeieeeeeeesses sttt en st

Quan hé vai nguoi GuoC KNai SINN: .
Pé nghico quan diing ky khai sinh cho nguoi dudi day:

o o T o 11 s (] 1A (=T o SRS
Ngay, thang, nam sinh: ..........cccoeevevieiiie e, ghi baNg ChTE: ..o

Ho, Chilt d@m, T8N MGUOTIME: .......oooiiivio s
NEM ST O DAN tOC: ... QUABC tiCh: oo
NOT CU TP ettt ettt et e et et a b e st e s e et et et e stebeste e et e staseseesnsteseanas
Ho, Chit d€m, tEN MGWOT CHA: ......ccoooovvoie s
NEM SINN: G DAN tOC: v, QUABC tich: v
NOT CU TP ettt sttt e ettt et e e et e st et s st et e et et et e st ebeste st et e st aseseesnsteseanas
T6i cam doan ndi dung dé nghi dang ky khai sinh trén day la dung sy that, duoc sy thoa
thuan nhat tri cua 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: ........................ , NQAY........... thang......... RAM oo,

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

Dé nghi cap ban sao®: Co |:|, Khong []
S6 luong:....... ban
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Chu thich:

(Ghi rd tén co quan ding ky khai sinh.

@Ghi theo noi ding ky thuong trd; néu khéng co noi ding ky thuong trd 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 noidang sinh sng.

@) Ghi thdng tin vé gidy to tly than cua nguoi di ding ky, ghi rd s, co quan cip, ngay
cap ho chiéu, chang minh nhan dan hoic gidy to hop 18 thay thé (Vi du: Ching minh nhan
dan s6 001089123 do Cong an thanh phd Ha Noi cap ngay 20/10/2014).

@ Trudng hop sinh tai co sd'y té thi ghi rd tén co so'y té 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 Noi
- Tramy té xa Pinh Bang, huyén Tir Son, tinh Bac Ninh.

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

Vi dy: xa Binh Bang, huyén Tir Son, tinh Bac Ninh.

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

©®)Ppé nghi danh dau X vao 6 néu ¢ yéu cau cap ban sao va ghi ré s6 luong.
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7. Thi tuc ding ky két hon luu dong
a) Trinh tw thuc hién

- Cong chire tu phap - ho tich cip xi duoc giao nhiém vu ding ky két hon
luu dong co6 trach nhi¢m chuan bj dﬁy du cac loai mau To khai, giéy to ho tich
va diéu kién cén thiét dé thuc hién dang ky luu dong.

- Tai dia diém dang ky két hon luu dong, cong chirc tu phap - ho tich co
trach nhiém kiém tra, xdc minh vé diéu kién két hon cua cac bén; huéng dan
nguoi dan dién day du thong tin trong To khai ding ky két hon. Néu ho so day
du, hop 18, cong chirc tu phap - ho tich tiép nhan hd so viét Phiéu tiép nhan hd
SO.

- Sau khi tiép nhan hé so, cong chuc tu phép - ho tich bdo cdo Chu tich
Uy ban nhan dan cip xi. Truong hop Chu tich Uy ban nhan dan dong ¥ giai
quyét thi ky cip 02 Gidy ching nhan két hon cho ngudi co yéu cau. Cong chirc
tu phap - ho tich ghi ndi dung ding ky vao S6 dang ky két hon, hudng din cac
bén kiém tra ndi dung Gidy chimg nhan két hon va S6 diang ky két hon, cung
cac bén nam, nit ky vao So diang ky két hon, Gidy chimg nhan két hon theo quy
dinh; tién hanh trao Gidy chting nhan két hon cho cic bén tai dia diém dang ky
lwu dong. Tai muc “Ghi cha” trong SO dang ky két hon ghi 16 “Pang ky luu
dong”.

- Trudng hop nguoi yéu cau khong biét chit thi cong chirc tu phap - hod
tich tryc tiép ghi To khai, sau d6 doc cho ngudi yéu cau nghe lai ndi dung va
huéng din ngudi d6 diém chi vao To khai. Khi trao Gidy chimg nhan két hon,
cong chuc tu phap - ho tich phai doc lai nd1 dung Gie‘iy chirng nhan két hon cho
nguoi yéu cau nghe va hudng dan ngudi d6 diém chi vao S6 ding ky két hon.

b) Thanh phan hd so:

* Gidy to' phdi ngp

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

* Gidy to phdi xudt trinh

- Ho chiéu hoic Chitng minh nhan dan hoic Thé cin cudc cdng dan hoic
cac gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 tham quyén cap,
con gié tri str dung dé ching minh vé nhan than cua ngudi ¢ yéu cau ding ky
két hon. Truong hop céc thdng tin c& nhan trong cé4c gidy to nay da co trong
CSDLQGVDC, CSDLHTDT, dugc hé théng dién tu dong thi khdng phai xuét
trinh (theo hinh thirc tryc tiép) hoic tai 1én (theo hinh thuc truc tuyén);
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- Gidy to chimg minh noi cu tri. Truong hop c4c thdng tin vé gidy to ching
mil}h noi cu tra da co trong CSDLQGVDC, dugc dién tu dong thi khong phai
xuat trinh.

¢) S6 lwong hd so: 01 bg

d) Thai han giai quyét: 05 ngay lam viéc.

d) Poi twong thuc hién thii tuc hanh chinh: Ca nhan

e) Co quan thyc hién thi tuc hanh chinh: Uy ban nhan dan cip x4 noi cu
tru cua hai bén nam, nt.

g) Co quan phoi hop: Co quan quan Iy CSDLQGVDC.

h) Két qua thuc hién thii tuc hanh chinh: Giay chiing nhan két hon(ban
chinh), méi bén vg, chong 01 ban.

i) L& phi:Mian 1 phi.
k) Mau don, miu to khai: To khai dang ky két hon.
) Yéu cau, diéu kién thuc hién thi tuc hanh chinh:

- Hai bén nam, nir cung thuong tra trén dia ban cap xa ma mot hoic ca hai
bén nam, nix 1a nguoi khuyet tat, om bénh khong thé di dang ky ket hon dugc.

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

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

- Khodng bi mat ning lyc hanh vi dan su;

- Viéc két hon khong thudc mot trong cac truong hop cam két hén, gom:
+ Két hon gia tao;

+ Tao hon, cudng ép két hdn, lira dbi két hon, can trg két hon;

+ Nguoi dang c¢6 vg, ¢6 chong ma két hon voi nguoi khac hodc chua co vo,
chua c6 chong ma két hén vai nguoi dang co chong, ¢o vo;

+ Két hén giita nhimg nguoi cling dong mau vé truc hé; gitra nhitng nguoi
€0 ho trong pham vi ba doi; gitra cha, me nudi vai con nudi; gitra nguoi da ting la
cha, me nudi véi con nudi, cha chong véi con dau, me vo véi con ré, cha dugng
Vi con riéng caa vo, me ké voi con riéng cia chong;

* Nha nuac khong thira nhan hén nhén gitta nhitng nguoi cung gidi tinh.

m) Cin cw phap ly:

- Ludt Hon nhan va gia dinh nam 2014;

- Luat Ho tich nam 2014;

- Nghi dinh, sé‘ 123/2015/ND-CP ngay 15/11/2015 cta Chinh phu quy
dinh chi tiét mot s6 di€u va bién phap thi hanh Luat Ho tich;

- Nghi dinh sé 47/2020/NP-CP ngay 09/4/2020 ciia Chinh phi vé qudn
ly, két néi va chia sé di liéu 6 ciia co quan nha nuwdéc;


https://thuvienphapluat.vn/van-ban/cong-nghe-thong-tin/nghi-dinh-47-2020-nd-cp-quan-ly-ket-noi-va-chia-se-du-lieu-so-cua-co-quan-nha-nuoc-439384.aspx
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- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ciia Bo Tu phap quy dinh
chi tiét thi hanh mot sé diéu cua Luat Ho tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 caa Chinh phu quy dinh chi tiét mot sé diéu va bién phép thi hanh
Luat Ho tich;

_ Thong tu s& 85/2019/TT-BTC ngay 29/11/2019 ciia B Tai chinh huong
dan vé phi va 18 phi thuoc tham quyén quyét dinh cia Hoi ddng nhan dan tinh,
thanh phd truc thudc Trung wong;

_ Théng tw s6 106/2021/TT-BTC ngay 26/11/2021 cua Bé Tai chinh sira
doi, bé sung mét so dieu cia Thong tw so6 85/2019/TT-BTC ngay 29/11/2019
cua Bé Tai chinh hwdng dan vé phi va 1é phi thugc tham quyén quyét dinh cua
Héi dong nhan dan tinh, thanh phé truc thuge Trung wong.
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CONG HOA XA HOI CHU NGHIA VIET NAM

Poc 1ap — Tw do — Hanh phac

TO KHAI PANG KY KET HON

1) @)
KENN QUL G

Théng tin Bén nir Ben nam

Ho, chir dém, tén

Ngay, thang, ndm sinh

Dan toc

Quéc tich

Noi cu tra @

Gidy to tiy than ©

Két hon lan tha may

Chiing t6i cam doan nhiing 101 khai trén day 1a ding su that, viéc két hon ciia chung toi 13 tu nguyén, khdng vi
pham quy dinh cta Luat hon nhéan va gia dinh Viét Nam.

Chlng tdi chiu hoan toan trach nhiém trudc phép luat vé ndi dung cam doan ctia minh.

Dé nghi Quy co quan ding ky.

e, 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®: C6 D Khéng L]
S6 luong:....... ban
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Chu thich:

M@ Trudong hop 1am thu tyc ding ky két hdn c6 yéu té nude ngoai, thi phai dan anh caa hai
bén nam, ni.

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

“Ghi theo noi ding ky thuong trd, néu khong co noi ding ky thudng tra thi ghi theo noi
dang ky tam tru; truong hop khong cé noi dang ky thuong tri va noi dang ky tam tru thi ghi theo
noi dang sinh song.

®) Ghi théng tin vé gidy to tuy than nhu: ho chiéu, chitng minh nhan dan hoic gidy to hop 16
thay thé (vi du: Ching minh nhan dan sé 001089123 do Céng an thanh phd Ha Néi cip ngay
20/10/1982).

©®Pé nghi danh dau X vao & néu c yéu cau cap ban sao va ghi rd sé lugng.
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8. Thu tuc dang Ky Khai tir lwu dong
a) Trinh tw thuc hién

- Cong chuc tu phap - ho tich dugc giao nhiém vu dang ky khai tir Iuu
dong co trach nhiém chuan bi diy di mau T khai ding ky khai tir, gidy to ho
tich va diéu kién can thiét dé thuc hién dang ky luu dong tai nha riéng hoac tai
dia diém t6 chirc dang ky luu dong, bao dam thuan loi cho ngudi dan.

- Tai dia diém dang ky khai tu luu dong, cong chure tu phap - ho tich
huéng dan nguoi yéu cau dién day du thong tin trong To khai dang ky khai tu,
kiém tra cac giay to lam co s& cho viéc dang ky khai tir; viét Phic¢u ti€p nhan ho
SO.

- Sau khi tiép nhan ho so, cong chirc tu phap - ho tich bao cao Chu tich
Uy ban nhan dan cap xa. Truong hop Chu tich Uy ban nhan dan dong ¥ giai
quyét thicong chirc tu phéap - ho tich thuc hién viéc ghi vao S6 dang ky khai ti,
cap nhat thong tin ddng ky khai tir va luu chinh thtic trén Phan mém ding ky, quan
ly ho tich dién tir diing chung, in Trich lyc khai i, trinh Chit tich Uy ban nhan dan
ky Trich luc khai tir cp cho ngudi co yéu cau.

- Cong chirc tu phap - ho tich dem theo Trich lyc khai tir va SO ding ky
khai tir dé tra két qua cho nguoi co yéu ciu tai dia diém ding ky luu dong;
huéng din nguoi yéu cau kiém tra ndi dung Trich lyc khai tir va S6 ding ky
khai ttr, ky, ghi 10 ho, tén trong SH dang ky khai tir; tai muc “Ghi chi” trong Sb
dang ky khai tir ghi r0 “Dang ky luu dong”.

- Truong hop nguoi yéu cau khong biét chix thi cong chice tu phép - ho
tich truc ti€p ghi To khai, sau d6 doc cho nguoi yéu cau nghe lai néi dung va
hudng dan nguoi do diém chi vao To khai. Khi tra ket qua, cong chire tw phap -
ho tich doc lai ndi dung Trich luc khai tir cho nguoi yéu cau nghe va huéng dan
nguoi do diém chi vao So6 dang ky khai tu.

b) Thanh phan h so~

* Gidy to' phdi ngp

- To khai dang ky khai tir theo mau;

- Gidy béo tir hodic gidy to thay thé Gidy bao tir do co quan c6 thim quyén cap.

* Gidy to' phdi xudt trinh

- Ho chiéu hodc Chimg minh nhan dan hodc Thé can cudc cong dan hodc
cac gidy to khac c6 dan anh va théng tin ca nhan do co quan ¢ thAm quyen cép,
con gia tri st dung dé chimg minh vé nhan than cta nguoi co yéu cau dang ky
khai tir. Truong hop cac thong tin ca nhén trong cac gidy to nay da cé trong
CSDLQGVDC, CSDLHTDT, dugc hé thong dién ty dong thi khong phai xuat
trinh;

- Gidy to ching minh noi cu tri cudi cting ctia nguoi chét dé xac dinh

tham quyén. Truong hop cac théng tin vé gidy to chimg minh noi cu tri da co
trong CSDLQGVDC, dugc dién tu dong thi khong phai xuat trinh.



54

- Truong hop khong xac dinh duge noi cu tri cudi cung caa ngudi Ché7t
thi xuat trinh giay to chimg minh noi nguoi do chéet hodc noi phat hién thi the
cua nguoi chét.

¢) S6 lwong hé so: 01 bg

d) Thai han giai quyét: 05 ngay lam viéc.

d) Poi twong thuc hién thii tuc hanh chinh: Ca nhan

e¢) Co quan thyc hién tha tuc hanh chinh:

- Uy ban nhan dan cap x4 noi cu tra cudi cling cua nguoi chét;

- Uy ban nhan dan cip x4 noi nguoi d6 chét hodc noi phat hién thi thé nguoi

chét thuc hién viée dang ky khai tir trong truong hop khong xéac dinh dugce noi cu
tri cudi cling ctia ngudi chét.

g) Co quan phoi hop: Khong.

h) Két qua thuc hién thi tuc hanh chinh: Co quan quan ly
CSDLQGVDC.

i) L& phi: 5000 dong/lan.

Mién I& phi d6i voi truong hop dang ky khai tir dung han; dang ky cho
nguoi thudc gia dinh c6 cong véi cach mang; ngudi thuoc ho ngheo; nguoi khuyét
tat.

k) Mau don, miu to khai: To khai dang ky khai tir

) Yéu céu, diéu kién thuc hién thi tuc hanh chinh

Ngudi chét khong co nguoi than thich, nguoi than thich khong séng cling
dia ban xa hoac 1a nguoi gia, yeu, khuyet tat khong di dang ky khai tir duoc.

m) Cén ctr phap ly:

- Luat Ho tich nam 2014;

- Nghi dinh sé‘ 123/2015/ND-CP ngay 15/11/2015 cia Chinh phu quy
dinh chi tiét mot s6 di€u va bién phap thi hanh Luat Ho tich;

- Thong tu sO 04/2020/TT-BTP ngay 28/5/2020 cua Bo Tu phap quy dinh
chi tiet thi hanh mot so dieu cua Luat Ho tich va Nghi dinh so 123/2015/Nb-CP
ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mét so diéu va bién phép thi hanh
Luat Ho tich;

- Thong tu sO 85/2019/TT-BTC ngay 29/11/2019 cua B6 Tai chinh husng
dan ve phi va I¢ phi thuoc tham quyen quyet dinh cua Hoi dong nhan dan tinh,
thanh pho truc thuéc Trung wong;

- Thong tu sd 106/2021/TT-BTC ngay 26/11/2021 cua Bg Tai chinh sua
doéi, bé sung mét so diéu ciia Thong tu so 85/2019/TT-BTC ngay 29/11/2019

cua Bg Tai chinh huéng dan vé phi va I¢ phi thuge thdm quyén quyét dinh cua
Héi dong nhan dan tinh, thanh phé truc thuge Trung wong;

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 cua Hoi ddng nhan
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dan tinh Hai Duong ban hanh Quy dinh muc thu, ché do thu, nop, quan ly va st
dung phi, I€ phi trén dia ban tinh Hai Duong.



56

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

TO KHAI PANG KY KHAI TU

KINA QU Do
Ho, Chit dém, t8N M@WOT YU CAUL ...ooooooooooeseeoesoeeoe oo oo
INOT CU I ) s

QUAN NE VOT NGUTT A8 CHELL ..ooooeeeee ettt
Pé nghi co quandiing kykhai tir cho nguoi c6 tén dudéi day:

Ho, Chit @M, TEN: ..o et et e e ee e rre e
Ngay,thang, NAM SINN ....uiiiiiic i sb e e nrreeennes
GiGi tinh: oo, DAN tOC vveveeeeeeeeeeeeeeeeeeeenn, QUABC ICh: v

Da chét vao 10C: ..o ([ A phlt, ngay .............. thang ... NAM .o
J LS 1R 1<
NGUYBN NNAN CREL: ..ot
S6 Giay bao tir/ Gidy to thay thé Gidy bao ta: @ o A0
......................................................................................................... CAp NQAY ......thAng ... ndm ...
T6i cam doan nhirng ndi dung khai trén day la dang su that va chiu trdch nhiém truéc
phap luat vé cam doan ciia minh.
Lam taiz .o, ngay ... thang ....... nam

Ngudi yéu cau
(K, ghi 16 ho, chir dém, tén)
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Chu thich:

(DGhi rd tén co quan diang ky khai tur.

@Ghi theo noi dang ky thuong trd; néu khong co noi dang ky thuong tra thi ghi
theo noi dang ky tam tra; truong hop khong cé noi dang ky thuong tri va noi dang ky
tam trd thi ghi theo noi dang sinh séng.

) Ghi théng tin vé gidy to tiy than nhu: ho chiéu, ching minh nhan dan hoic gidy
td hop 16 thay thé (vi du: Chirng minh nhan dan s6 001089123 do Céng an thanh phé Ha
Noi cap ngay 20/10/2004).

4 Néu ghi theo Gidy béo tir, thi gach cum tir “Gidy to thay thé Gidy bao tu”; néu
ghi theo s Gidy t& thay thé Gidy béo tir thi ghi rd tén, sé gidy to va gach cum tir “Gidy
bao tir”; truong hop khong c6 thi muc nay dé tréng

®)Pé nghi danh dau Xvao dnéu c6 yéu cau cap ban sao va ghi rd sé luong.
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9. Thi tuc dang Ky giam hg
a) Trinh tw thuc hién

- Néu luya chon hinh thic nop hd so truc tiép, ngudi ¢ yéu cau dang ky
giam ho nop ho so dang ky gidam ho tai B phan mot cira cia UBND cap xa co
tham quyen; nop 1€ phi néu thudc truong hop phai ndp 1€ phi dang ky giam ho; nop
phi cap ban sao Trich luc dang ky gidm ho néu c6 yéu cau cap ban sao Trich luc
dang ky giam ho.

- Néu lya chon hinh thitc nép hé so truc tuyén, nguoi ¢ yéu cau ding ky
giam hé truy cdp Cong dich vu cdng quéc gia hogc Cong dich vu cong cdp tinh,
dang ky tai khoan (néu chuwa cé tai khodn), Xac thue nguoi ding theo hwong
ddn, ding nhdp vao hé théng, xdc dinh diing Uy ban nhan dan cdp x& c6 tham
quyén.

Nguoi ¢6 yéu cau dang ky gidm hg truc tuyén cung cap thong tin theo
biéu mdu dién tir twong tac déng ky gidm hg (cung cap trén Cong dich vu cang),
dinh kém ban chup hodc ban sao dién tir cac gidy to, tai liéu theo quy dinh; ngp
phi, 1é phi théng qua chitc nang thanh todn truc tuyén hodgc bang cach thirc
khac theo quy dinh phap lugt, hoan tdt viéc ngp hé so:

- Can b tiép nhan ho so tai B phan mot cira c6 trach nhiém kiem tra
tinh chinh xac, day du, thong nhat, hop I¢ cua ho so.

(i) Truong hop hd SO day du, hop I¢ thi tlep nhan hd so, ¢6 Phiéu hen, tra
két qua cho ngudi 6 yéu cau (neu nguoi co yéu cau lya chon hinh thirc nop hd so
truc tiép) hoac gui ngay Phiéu hen, tra két qud qua thi dién tir hodc giri tin
nhan hen tra két qua qua dién thoai di déng cho nguroi c6 yéu cau (néu nguoi co
yéu cau lira chon hinh thizc nép hé so truc tuyén), dong thoi chuyén ho so dé
cong chuc lam cong tac ho tich xu ly.

- Sau khi tiép nhdn hé so theo hinh thirc nép truc tiép, can bé tiép nhdn
hé so tai Bé phdn mét cira thyc hién sé hda (sao chup, chuyén thanh tai ligu
dién tir trén hé thong théng tin, co so dir liéu) va ky sé vao tai liéu, ho so gidi
quyét thii tuc hanh chinh da dwoc 6 héa theo quy dinh.

(ii) Truong hop hd so chua day du, hop ¢ thi c6 thong bao cho nguoi yéu
cau b sung, hoan thi¢n hd so, néu rd loai glay to, noi dung can bo sung dé
ngudi ¢4 yéu cau bd sung, hoan thién. Sau khi hd so dugc bd sung, thuc hién lai
budc (i):

(iii) Truong hop ngudi c6 yéu cau dang ky giam ho khdng bd sung, hoan
thién dugc hd so thi bao cdo Truong bo phan mot cira c6 thong bao tir chéi giai
quyét yéu cau diang ky giam ho.

- Cong chtrc tu phap - ho tich tham tra ho so (tham tra tinh thdng nhat, hop
& cua céc théng tin trong hd so, gidy to, tai liéu do nguoi Yéu cau nop, xuat trinh
hoic dinh kém),
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~ + Truong hop ho so can bd sung, hoan thién hodc khong du dieu kién giai
quyet, phai tir choi thi gui thong bao ve tinh trang ho so t6i Bo phan mot cura dé
thong bao cho ngudi nop ho so — thuc hién lai buac (ii) hoac (iii);

+ Truong hop can phai kiém tra, x4 minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chire 1am cong tac
ho tich 1ap Phiéu xin 18i 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
nguoi 6 yéu cau (néu nguoi ¢6 yéu cau lya chon hinh thze nop hd so truc tiép),
hoac gi+i Phiéu xin 13i va hen lgi ngay tra két qud qua thu dién tir hogc guri tin
nhan qua dién thogi di déng cho nguoi €O yéu cau (Néu nguoi ¢ yéu cau lya
chon hinh thizc ngp hé so truc tuyén).

+ Néu thay yéu cau dang ky giam ho du diéu kién theo quy dinh phap
luat, ho so day du, hop I, dung quy dinh, truong hop tiép nhan ho so dang ky
giam ho theo hinh thic truc tiép, thi cong chirc tu phap - ho tich thuc hién viéc ghi
vao S6 dang ky giam ho, cap nhat thong tin dang ky giam ho va luu chinh thic
trén Phan mém ding ky, quan 1y ho tich dién tir dung chung.

Truong hop tiep nhan ho so dang ky giam hg theo hinh thirc truc tuyen,
cong chuze tue phdp - ho tich gud lai bieu mau Trich luc dang ky giam ho dien tir Vi
thong tin day du cho nguoi Yéu cau qua thu dién tir hogc thiet by so.

Nguroi yéu cau co trach nhiém kiém tra tinh chinh xdc, dday di cua cac
théng tin trén biéeu mau Trich luc dang ky giam hé dién tir va xac nhan (toi da
mot ngay).

Néu nguwoi c6 yéu cau xac nhdn théng tin da thong nhat, day di hodc
khong c6 phan héi sau thei han yéu cau thi cong chire tw phdp - hg tich thyc
hién viéc ghi ngi dung vao Sé dang ky giam hg, cdp nhdt thong tin dang ky giam
héva luu chinh thirc trén Phan mém dding ky, quan ly hé tich dién tir diing chung.

- COng churc tu phap - ho tich in Trich luc dang ky giam ho, trinh Lanh dao
UBND ky, chuyén Bo phan mot cira tra két qua cho ngudi c6 yéu cau.

- Nguoi ¢o yéu cau dang ky giam ho kiém tra thong tin trén Trich lyc dang
Ky giam hg, trong S6 dang ky dang ky giam ho, ky tén vao So6 dang ky giam hg,
nhan Trich luc dang ky giam ho.

b) Céach thic thuc hién:

Ngudi c6 yéu cau dang ky giam hotruc tiép thuc hién hoidc oy quyén cho
nguoi khac thuc hién ndp hd so truc tiép tai BO phan mdét ctra cia UBND cép Xa
hodc gtri hd so qua hé thong buu chinh hodc ndp hé so truc tuyén trén Cong dich
vu cong quéc gia (https://dichvucong.gov.vn) hodc Cong dich vu céng tinh Hdi
Duong (https://dichvucong.haiduong.gov.vn).

¢) Thanh phan ho so:

- To khai dang ky giam ho theo mau (néu ngudi c6 yéu cau lya chon ndp hd
so theo hinh thuc truc ti€p);


https://dichvucong.gov.vn/
https://dichvucong.---.gov.vn)/
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- Biéu mAu dién tir trong tac dang ky giam ho (do nguoi yéu cau cung cap
thong tin theo hudng dan trén Cong dich vu cong, néu ngudi c6 yéu cau lwa chon
ndp hd so theo hinh thire truc tuyén);

- Ngudi ¢ yéu cau diang ky giam ho thuc hién viée ndp/xuét trinh (theo
hinh thirc truc tiép) hoac tai 1€n (theo hinh thirc truc tuyén) cac giay to sau:

* Gidy to phdi ngp:
- Vian ban ctr ngudi giam ho theo quy dinh cua Bo luat Dan su ddi véi
truong hop dang ky giam ho cu.

- Gidy to chimg minh diéu kién giam ho dwong nhién theo quy dinh cua
Bo luat Dan su ddi véi truong hop ding ky giam ho duong nhién. Trudng hop
c¢6 nhiéu ngudi cung du dicu kién lam giam ho duong nhién thi ndp thém vin
ban thoa thuan vé viéc ctir mot ngudi 1am gidm hd duwong nhién.

- Vin ban Uy quyén theo quy dinh cua phép luat trong trudng hop uy
quyén thuc hién viéc ding ky giam ho. Truong hop nguoi dugc uy quyén la
ong, ba, cha, me, con, vo, chong, anh, chi, em rudt cia ngudi iy quyén thi vin
ban ty quyén khong phai ching thuyc.

* Gidy to phdi xudt trinh:

- Ho chiéu hodc Chtrng minh nhan dan hodc Thé can cudc cong dan hoac
cac gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 thAm quyén cép,
con gia tri str dung dé chimg minh vé nhan than cta nguoi c6 yéu cau diang ky
giam ho. Trudng hop céc thong tin c4 nhan trong cac gidy to nay da co trong
CSDLQGVDC, CSDLHTDT, dugc hé théng dién tu dong thi khong phai xuét
trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thire truc tuyén);

- Gidy to chtirng minh noi cu tri. Trudng hop cac thong tin vé gidy to ching
minh noi cu tra da co trong CSDLQGVDC, dugc dién ty dong thi khong phai
xuat trinh (theo hinh thirc truc ti€p) hoac tai 1€n (theo hinh thirc truc tuyén);

Trudng hop guri ho so qua h¢ thong buu chinh thi phai giri kém theo ban
sao c6 chimg thuc cac gidy to phai xuat trinh néu trén.

*Luuy

- B61 voi giay to ndp, xuat trinh néu nguodi yéu cau ndp hod so theo hinh
thire truc ti€p:

+ Pbi voi giéy t& xuat trinh khi ding ky ho tich, nguoi tiép nhan co trach
nhiém kiém tra, d6i chiéu vé6i thong tin trong to khai, chup lai hodc ghi lai thong
tin dé luu trong hd so va tra lai cho nguoi xut trinh, khong duoc yéu cau ndp
ban sao hodc ban chup gidy to do.

+ Ngudi yéu cau dang ky ho tich co thé nop ban sao chimg thuc tir ban
chinh hoic ban sao duoc cap tir s6 gdc hodc ban chup kem theo ban chinh gidy
to de dbi chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh
gidy to thi nguoi tiép nhan c6 trach nhiém kiém tra, d6i chiéu ban chup voi ban
chinh va ky xac nhan, khong dugc yéu cau nguoi di dang ky nop ban sao gidy to
do.



61

+ Nguoi tiép nhan c6 trach nhiém tiép nhan ding, du hd so ding ky ho
tich theo quy dinh cta phép luat hg tich, khong duogc yéu cau nguodi dang ky ho
tich nop thém gidy to ma phap luat hd tich khong quy dinh phai ndp.

- Poi véi gidy to giri kém theo néu nguoi yéu cdau ndp ho so theo hinh
thiec tryuc tuyeén:

+ Ban chup cdc gidy to giri kem theo hé so dang ky gidm hé truc tuyén phdi
bdo dam ré nét, ddy du, todn ven vé néi dung, la ban chup bang mdy anh, di¢n
thoai hodc duwogc chup, duoc queét bang thiét bi dién tir, tir gidy to dugc cdp hop I¢,
con gid tri st dung; néu la gidy to do co quan co tham quyén nude ngodi cdp thi

phai duoc hop phdp héa lanh su, dich sang tiéng Viét theo quy dinh, trir truong
hop duwoc mién hop phap hoa lanh su.

+ Truong hop gidy to, tai liéu phdi gui kém trong ho so dang ky giam ho
truc tuyen dd ¢6 ban sao dién tr hodce dd c6 ban dién i gidy to hg tich thi nguoi
yéu Cdu duwroc stk dung bdn dién tir ndy.

+ Khi dén co quan diang ky ho tich nhan két qua (Trich luc dang ky giam
ho/ban sao Trich luc ding ky giam ho), nguoi cd yéu cau dang ky giam ho xuat
trinh gidy to tuy than, nop ban chinh cac gidy to la thanh phan ho so dang ky giam
ho theo quy dinh phép luat ho tich.

Truong hop nguoi yéu Cau dang ky giam hg khong cung Cdp dwot gidy to
néu trén theo quy dinh hodc gidy to ngp, XUat trinh bj tay xda, sia chiza, 1am
gid thi co quan ding ky hé tich ¢ tham quyén huiy bé két qua dang ky gidm hé.

d) S6 lwong hd so: 01 bg
d) Thoi han giai quyét: 03 ngay 1am viéc.
e) Poi twong thuc hién thi tuc hanh chinh: Ca nhan, phap nhan.

g) Co quan thuc hién thia tuc hanh chinh: Uy ban nhan dan cap x4 noi cu
tru ctia nguoi dugc gidm ho hoac nguoi gidm ho.

h) Co quan phéi hop: Khéng.

i) Két qua thyc hién thii tuc hanh chinh: Trich lyc déng ky gidm ho (ban
chinh), ban sao Trich luc dang ky giam ho (truong hop yéu cau cap ban sao
Trich luc dang ky giam ho).

k) L& phi: Mién I& phi.

- Phi cip ban sao Trich luc diang ky giam ho (néu c6 yéu cau):
8.000dong/ban sao trich luc.

) Miu don, miu to khai:

+ To khai dang ky giam ho (néu nop hé so theo hinh thirc truc tiép);

+ Biéu mau dién tir tuong tac dang ky giam ho (néu nop hd so theo hinh
thurc truc tuyen).

m) Can ctr phap ly:
- B luat Dan sy nam 2015;
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- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua Chinh pha quy dinh
chi tiet mot so dieu va bién phap thi hanh Luat Ho tich;

- Ngh; dinh s6 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phii quy dinh vé
Co so dir lieu he tich dién tw, dang ky ho tich truc tuyen;

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

- Théng tw s6 01/2022/TT-BTP ngay 04/01/2022 cia Bg Tw phdp quy
dinh chi tiét mét sé diéu va bién phap thi hanh Ngh; dinh sé 87/2020/NP-
CP ngay 28/7/2020 cia Chinh phi quy dinh vé Co sé dit liéu hé tich dién tit,
dang ky hé tich tryc tuyén:

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh quy
dinh mic thu, ché do thu, nop, quan Iy va sir dung phi khai thac, sir dung théng tin
trong co s& dit lieu ho tich, phi xac nhan c6 qudc tich Viét Nam, phi xac nhan 13
ngudi gbc Viét Nam, Ié phi quaoc tich;

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

- Théng twr s6 106/2021/TT-BTC ngay 26/11/2021 cia Bé Tai chinh siza
doi, bé sung mét so diéu cia Thong tw s6 85/2019/TT-BTC ngay 29/11/2019
cua Bé Tai chinh hwdng dan vé phi va 1 phi thugc tham quyén quyét dinh cua
Héi dong nhan dan tinh, thanh phé truc thuge Trung wong.

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 cua Hoi dong nhan
dan tinh Hai Duong ban hanh Quy dinh muc thu, ché do thu, nop, quan ly va str
dung phi, I¢ phi trén dia ban tinh Hai Duong.


http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc l1ap - Tw do - Hanh phuc

TO KHAI PANG KY GIAM HO

Pé nghi co quanding Ky viéc giam hd giira nhirng nguoi c6 tén dwéi day:
Nguwoi gidm h:

[ (o T ®E 0 1  £1 4 TR =T o OO
Ngay, thang, na3m SINN: ...
GiGi tinh: oo, DAN tOC vveveeeeeeeeeeeeeeeeeeeenn, QUABC tICh: v,
INOT CU LT ) et e et se s
YA (oA (V1 1T L L

Nguwoi dwgc gidm ho:

[ CO Yo 01V e £ . AN (=] o SO
Ngay, thang, NAM SINN: ....cooiiiii e
GiGi tinh: oo, DAN EOC vvevevererereeeeeeeeeeeenn, QUAC tiCh: oo,

T6i cam doan nhirng ndi dung khai trén day la dang su that va chiu trdch nhiém trudc
phap luat vé cam doan ciia minh.
Lam tai: .o, ngay ....thang ......... nam.......

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

Dé nghi cip ban sao™: C6 D, Khéng []
Séluong:...ban e
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Chu thich:

WGhi 15 tén co quan ding ky giam ho.

) Ghi theo noi ding ky thuong trd, néu khong ¢ noi ding ky thuong tra thi ghi theo noi
dang ky tam tra; truong hop khong c6 noi dang ky thuong trd va noi dang ky tam trd thi ghi theo
noi dang sinh séng.

®)Ghi thdng tin vé gidy to tiy than nhu: ho chiéu, ching minh nhan dan hoic gidy to hop
& thay thé (vi du: Chirng minh nhan dan s6 001089123 do Cong an thanh ph Ha Noi cip ngay
20/10/2014).

®Pé nghj danh dau X vao 6 néu cd yéu cau cap ban sao va ghi rd sé luong.
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10. Thi tuc déing ky chAm dit giam hé
a) Trinh tw thuc hién

- Néu lya chon hinh thac nop hd so truc tiép, ngudi ¢6 yéu cau ding ky
cham dat giam ho nop hd so dang kycham dat giam ho tai B phan mot cura cua
UBND cap x& cO tham quyén; nop 1€ phi néu thudc truong hop phai nop 1€ phi
dang ky cham dut giam hg; nop phi cap ban sao Trich luc dang ky cham dut giam
ho néu co yéu cau cap ban sao Trich luc dang ky cham dut giam ho.

- Néu lya chon hinh thitc nop hé so truec tuyén, ‘nguoi €0 yeu cau dang ky
cham durt giam hg truy cap Cong dich vu cong quac gia hogc Céng dich vu
cong cdp tinh, dang ky tai khodn (Néu chuwea ¢6 tai khodn), Xac thure nguoi dung
theo hwdng dan ddang nhdp vao hé théng, xdc dinh diing Uy ban nhan dan cap
x& cd tham quyén.

Nguoi co yeu cau dang ky cham dirt gidm hé triec tuyén cung cap thdng
tin theo biéu mdu dién tir tuwong tac ding ky cham dat gidam hé (cung Cap trén
Cong dich vu cong), dinh kém ban chup hodc bdan sao dién tir cac gidy to, tai
ligu theo quy dinh; ngp phi, 1é phi théng qua chitc ndng thanh todn truc tuyén
hodc bang cach thize khdc theo quy dinh phap ludt, hoan tat viéc ngp hé so:

- Can b tiép nhan ho so tai B phan mot cira c6 trach nhiém kicm tra
tinh chinh xac, day du, thong nhat, hop I¢ cua ho so.

(i) Truong hop hd SO day du, hop I¢ thi tlep nhan hd so, ¢6 Phiéu hen, tra
két qua cho ngudi 6 yéu cau (neu nguoi co yéu cau lya chon hinh thirc nop hd so
truc tiép) hoac gui ngay Phiéu hen, tra két qud qua thi dién tir hodc giri tin
nhan hen tra két qua qua dién thoai di déng cho nguroi c6 yéu cau (néu nguoi co
yéu cau lira chon hinh thizc nép hé so truc tuyén), dong thoi chuyén ho so dé
cong chuc lam cong tac ho tich xu ly.

- Sau khi tiép nhdn hé so theo hinh thirc nép truc tiép, can bé tiép nhdn
hé so tai Bé phdn mét cira thyc hién sé hda (sao chup, chuyén thanh tai ligu
dién tir trén hé thong théng tin, co so dir liéu) va ky sé vao tai liéu, ho so gidi
quyét thii tuc hanh chinh da dwoc 6 héa theo quy dinh.

(ii) Truong hop hd so chua day du, hop ¢ thi c6 thong bao cho nguoi yéu
cau b sung, hoan thi¢n hd so, néu rd loai glay to, noi dung can bo sung dé
ngudi ¢4 yéu cau bd sung, hoan thién. Sau khi hd so dugc b sung, thuc hién lai
buac (i);

(iii) Truong hop nguoi cd yéu cau dang ky cham dut giam ho khdng bd
sung, hoan thién dugc ho so thi bao cao Truong bo phan mét cua co théng bao
tir chdi giai quyét yéu cau dang ky cham dut giam ho.

- Cong chtre tw phap - ho tich tham tra ho so (tham tra tinh thong nhat, hop
I¢ cua cac thdng tin trong ho so, giay to, tai liéu do nguoi yéu cau nop, xuat trinh
hoiic dinh keém).
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+ Truong hop ho so can bo sung, hoan thién hogic khong du diéu kién giai
quyet, phai tir choi thi gui thong bao ve tinh trang ho so t6i Bo phan mot cura dé
thong bao cho ngudi nop ho so — thuc hién lai buac (ii) hoac (iii);

+ Truong hop can phai kiém tra, x4 minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chire 1am cong tac
ho tich 1ap Phiéu xin 18i 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 6 yéu cau (néu nguoi ¢6 yéu cau lya chon hinh thize nop hd so truc tiép),
hoac gi+i Phiéu xin 13i va hen lgi ngay tra két qud qua thu dién tir hogc guri tin
nhan qua dién thogi di déng cho nguoi €O yéu cau (Néu nguoi ¢ yéu cau lya
chon hinh thizc ngp hé so truc tuyén).

+ Néu thay ho so day du, hop 18, diing quy dinh, truong hop tiép nhan ho so
dang ky cham dut giam ho theo hinh thic truc tiép, thi cong chire tu phap - ho tich
thuc hién viéc ghi vao S6 dang kycham datgiam ho, cap nhat thong tin dang ky
cham duat giam ho va luu chinh thic trén Phan mém dang ky, quan ly ho tich dién
tir dung chung.

Truong hop tiép nhdn hé so dding ky cham diit gidm hg theo hinh thic tryc
tuyén, cong chite tur phdp - hé tich gai lai biéu mdu Trich luc ding ky cham diit
gidm hé dién tir Véi thong tin day dit cho nguoi YU Cau qua thu dién tir hodc thiét
bi 6.

Nguroi yéu cau co trach nhiém kiém tra tinh chinh xdc, dday di cua cac
thong tin trén biéu mau Trich luc ding ky chdm dit gidm hé dién tir va Xxac nhdn
(toi da mét ngay).

Néu nguoi c6 yéu cau xac nhdn théng tin da thong nhat, day di hodc
khong c6 phan héi sau thoi han yéu cau thi cong chire tw phdp - hg tich thyc
hién viéc ghi ngi dung vao Sé dding ky cham dit giam hé, cap nhét thong tin ding
ky cham dirtgiam héva leu chinh thirc trén Phan mém dding ky, quan 1y hg tich
dientwr  dung chung.

- Cong chure tu phap - hd tich in Trich luc dang ky cham dt giam ho, trinh
Lanh dao UBND ky, chuyén Bo phan mét cira tra két qua cho ngudi ¢6 yéu cau.

- Nguoi di dang ky cham dut giam ho kiém tra thong tin trén Trich
luc dang ky cham dut giam h¢, trong S6 déng ky déng ky cham dut giam ho, ky
tén vao So dang ky cham dat gidm hg, nhan Trich luc dang ky cham dut giam ho.

b) Céach thic thuc hién:

Ngudi co yéu cau ding ky cham ditgiam hotruc tiép thuc hién hodc ty
quyén cho nguoi khac thyc hién nop hd so truc tiép tai B phan mot ctra/ cua
UBND cép x4 hodc giri ho so qua hé théng buu chinh hodc ndp hé so truc tuyén
trén Cong dich vu céng quoc gia (https://dichvucong.gov.vn) hodc Cong dich vu
cong tinh Hai Duong (https://dichvucong.haiduong.gov.vn).

¢) Thanh phan ho so:


https://dichvucong.gov.vn/
https://dichvucong.---.gov.vn)/
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- T khai diang ky chdm dat giam ho theo mau (néu ngudi ¢ yéu cau lua
chon ndp ho so theo hinh thure truc tiép);

- Bzeu mau dién tir twong tdc ding ky cham dirt gidm ho (do ngu’o’z yéu cau
cung cdp thong tin theo hudng dan trén Cong dich vu céng, néu nguoi cé yéu cau
lwa chon nop hé so theo hinh thitc truc tuyen),

- Nguoi ¢6 yéu cau dang ky chdm dutgiam ho thuc hién viéc n@p/xuét
trinh (theo hinh thire truc ti€p) hodc tai 1€n (theo hinh thire truc tuyén) cac giay
to sau:

* Gidy to phdi ngp:
- Giéy to 1am can ¢t chidm dut giam ho theo quy dinh cua B9 luat Dan su.

- Vin ban Gy quyén theo quy dinh cua phap luat trong truong hop uy
quyen thuc hién viéc dang ky cham dat giam ho. Trudng hop ngudi dugc uy
quyén la ong, ba, cha, me, con, vg, chdng, anh, chi, em rudt cia ngudi ty quyén
thi van ban iy quyén khong phai chimg thuc.

* Gidy to phdi xudt trinh:

Ho chiéu hodc Chung minh nhan dan hodc Thé can cudc cong dan hoac
cac gidy to khac c6 dan anh va thong tin ca nhan do co quan c¢6 thdm quyén cap,
con gia tri str dung dé chimg minh vé nhan than cta nguoi c6 yeu cau dang ky
chdm dirt giam ho. Trudng hop cac thong tin ca nhan trong cac gidy to nay da céd

trong CSDLQGVDC, CSDLHTDT, duoc hé théng dién tu dong thi khong phai
xuat trinh (theo hinh thirc tryc ti€p) hodc tai 1én (theo hinh thurc truc tuyén).

Truong hop gui ho so qua hé thong buu chinh thi phai gui kém theo ban
sao ¢6 chirng thuc céc gidy to phai xuét trinh néu trén.

*Luuy

- Pbi voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp ho so theo hinh
thure truc ti€p:

+ i voi giéy t xuét trinh khi ding ky ho tich, ngudi tiép nhan c6 trach
nhiém kiém tra, d6i chiéu v4i thong tin trong to khai, chup lai hodc ghi lai thong
tin dé luu trong hd so va tra lai cho nguoi xudt trinh, khong dugce yéu cau ndp
ban sao hodc ban chup gidy to do.

+ Ngudi yéu cau dang ky ho tich co thé nop ban sao chimg thuc tir ban
chinh hodc ban sao duoc cip tir s6 gdc hodc ban chup kem theo ban chinh gidy
to de d6i chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh
gidy to thi ngudi tiép nhén co trach nhi¢m kiém tra, ddi chiéu ban chup v0i ban
chinh va ky xac nhan, khong dugc yéu cau nguoi di dang ky nop ban sao gidy to
do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dting, du hd so dang ky ho
tich theo quy dinh ctia phap luat ho tich, khong dugc yéu cau ngudi dang ky ho
tich nop thém giéy to ma phap luat ho tich khong quy dinh phai ndp.
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- Poi véi gidy to giri kém theo néu nguoi yéu cdau ndp ho so theo hinh
thite triee tuyén:

+ Ban chup cdc gidy to gui kém theo ho so dang ky cham dirt giam ho tryc
tuyén phai bao dam ré nét, day di, toan ven vé nji dung, la ban chup bang may
anh, dién thoai hodc dwoc chup, duoc quét bang thiét bi dién ti, tir gidy (o' duoc
cdp hop l¢, con gia tri su dung; néu la gidy to do co quan co tham quyén nuwdc
ngodi cdp thi phdi dwoc hop phdp héa lanh su, dich sang tiéng Viét theo quy dinh,
trie truong hop duoc mién hop phap hoa lanh su.

+ Truong hop gidy to, tai ligu phdi giri kém trong ho so dang ky cham duit
giam ho truc tuyén da cé ban sao dién tir hodc da c6 ban dién tir gidy to hé tich thi
ngueoi Yeu cau dueot st dung ban dién tir ndy.

- Khi dén co quan dang ky ho tich nhan két qua (Trich luc dang ky cham dut
giam ho/ban sao Trich luc ding ky chdm dut giam ho), ngudi c6 yéu cau dang ky
cham dat giam ho xuat trinh gidy to tuy than, nop cac giy to 1a thanh phan ho so
dang ky cham duat giam ho theo quy dinh phép luat ho tich.

Truong hop nguoi €0 yéu cau ding ky cham dut giam hg khong cung cap
dwoC gidy to néu trén theo quy dinh hodc gidy to nop, XUat trinh b; tay x0a, sia
chira, lam gia thi co quan dang ky ho tich c6 tham quyén huy bé két qua dang
ky cham dut gidm hé.

d) S6 lwong hd so: 01 bg

d) Thoi han giai quyét: 02 ngay 1am viéc.

e) P6i twong thuc hién thi tuc hanh chinh: Ca nhan, phap nhan

g) Co quan thuc hién thi tuc hanh chinh: Uy ban nhan dan cép xa noi da
dang ky gidm ho trude day.

h) Co quan phéi hep: Co quan quan ly CSDLQGVDC.

i) Két qua thwc hién thia tuc hanh chinh: : Trich luc dang ky cham dut
giam ho (ban chinh), ban sao Trich luc dang ky cham dut giam ho (truong hop
yéu cau cap ban sao Trich luyc dang ky cham dut giam ho).

K) Lé phi: Mién I¢ phi.

- Phi cép ban sao Trich lyc dang ky cham dut giam ho (néu cd yéu cau):
8.000dong/ban sao trich luc.

) Miu don, miu to khai:
~ + To khai déng ky cham dut giam ho (néu nop ho so theo hinh thirc truc
tiép);
+ Biéu mdu dién tir nwong tac dang ky cham dut gidm hg (néu ngp ho so
theo hinh thizc tryc tuyen).

m) Can ctr phap ly:
- B luat Dan sy nam 2015;
- Luat Ho tich nam 2014;


http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua Chinh pha quy dinh
chi tiet mot so dieu va bién phap thi hanh Luat Ho tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phui quy dinh vé
Co so dir lieu hé tich dién tw, dang ky ho tich truc tuyen;

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

- Théng tw sé6 01/2022/TT-BTP ngay 04/01/2022 cua Bé Tir phdp quy
dinh chi tiét mét sé diéu va bién phap thi hanh Ngh;i dinh sé 87/2020/NP-
CP ngay 28/7/2020 cia Chinh phi quy dinh vé Co sé dit liéu hé tich dién tit,
dang ky hé tich tryc tuyén:

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh quy
dinh mic thu, ché do thu, nop, quan Iy va sir dung phi khai thac, sir dung théng tin
trong co s& dit lieu ho tich, phi xac nhan c6 qudc tich Viét Nam, phi xac nhan 13
ngudi gbc Viét Nam, Ié phi quoc tich;

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

- Théng twr s6 106/2021/TT-BTC ngay 26/11/2021 cia Bé Tai chinh sia
doi, bé sung mét so diéu cia Thong tw s6 85/2019/TT-BTC ngay 29/11/2019
cua Bé Tai chinh hwdng dan vé phi va 1é phi thugc tham quyén quyét dinh cua
Héi dong nhan dan tinh, thanh phé truc thuge Trung wong.

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 cua Hoi dong nhan
dan tinh Hai Duong ban hanh Quy dinh mac thu, ché do thu, np, quan ly va sir
dung phi, I¢ phi trén dia ban tinh Hai Duong.
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phac

TO KHAI PANG KY CHAM DUT GIAM HQ
KINN QD) e

Ho, Chit dém, tn NGUOT YBU CAU ...........oveeeieeeeeeeeeeeeeee e
P[0 TR 0 4L R

Pé nghi co quan ding ky cham dirt viéc giam hd giira:
Nguwoi gidm h:

[ Co T 411 e 151 1. TR (=] SO
Ngay, thang, NAM SINN: .....ooii e
GiGi tinh: oo, DAN tOC: v QUABC iCh: v,
J L oL 411 TR
GIAY tO TUY thAN: B Lottt

Ngwoi dwgc gidm ho:

[ Co T 41V e 1< 1 AN (=] SO
Ngay, thang, NAM SINN: ....oociiii e
GiGi tinh: e, DAN EOC vveveveeerereeeeeeeeeeenn, QUAC tiCh: oo
INOT CU TP ettt ettt e et s et et et e e ee et st et et e ste e seeeeteseanas

DA dang ky gidm ho tai @) ..o
ngay ....... thang ......... nam ......... XS T QUYEN SO v,
LY do ChAm dirt VIEC GIAM NG .....vvveeeeeeeceeeeeee et
To1 cam doan nhitng ndi dung khai trén day la dang su that va chiu trach nhiém trude
phap luat vé cam doan cuia minh.

Lam tai: oo, , Ngay ....... thang ....... nam .......

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

Dé nghi cip ban sao®: Co |:|, Khoéng []
S6 luong:...ban
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Chu thich:

@) Ghi rd ténco quan dang ky cham dut giam ho.

@ Ghi theo noi ding ky thuong trd, néu khong co noi ding ky thuong tra thi ghi theo
noi dang ky tam trt; treong hgp khong co noi dang ky thuong tra va noi dang ky tam tru thi
ghi theo noi dang sinh sdng.

®Ghi théng tin vé gidy to tily than nhu: ho chiéu, ching minh nhan dan hoic gidy to
hop 1¢ thay thé (vi du: Chitng minh nhan dan s6 001089123 do Cong an thanh phé Ha Noi cip
ngay 20/10/2014).

@ Ghi rd tén co quan dang ky giam h¢ truge day (sd, ngay thang nam dang ky).

®) P& nghi danh ddu X vao 6 néu co yéu cau cap ban sao va ghi rd sb luong.
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11. Thi tuc thay ddi, cai chinh, bé sung théng tin h tich
a) Trinh ty thuc hién

- Néu lya chon hinh thic nop hd so truc tlep, ngudi c6 yéu cau ding ky thay
dbi, cai chinh, b sung théng tin ho tich nop ho so thay doi, cai chinh, bo sung
thong tin ho tichtai Bo phan mot cira cia UBND cap x4 c6 tham quyén; nop 1é phi
néu thudc truong hop phai nop 1¢ phi thay doi, cai chinh, bo sung thdng tin ho
tich; nop phi c:ap ban sao Trich luc thay dbi, cai chinh, b sung thong tin ho tich
néu c6 yéu cau cap ban sao Trich luc thay doi, cai chinh, bo sung théng tin ho
tich.

- Néu lwra chon hinh thizc nép hé so truc tuyén, nguoi co yéu cau thay doi,
cai chinh, bé sung thdng tin hg tich truy cap Cong dich vu cdng quoc gia hogc
Cong dich vu codng cdp tinh, dang ky tai khoan (Néu chua cé tai khodn), Xac
thue nguoi ding theo huong dan, _dang nhap vao hé thong, xdc dinh ding Uy
ban nhan dan cdp xa cé tham quyén.

Nguoi ¢6 yéu cau ding kythay doi, _cai chinh, bé sung théng tin hg tich
truc tuyen cung cap thong tin theo biéu mdu dién tir twong tac thuc hien dang ky
thay doi, cai chinh, bé sung thong tin hg tich (cung cap trén Cong dich vu cong),
dinh kém ban chup hodc ban sao dién tir cac gidy to, tai liéu theo quy dinh; ngp
phi, 1¢ phi théng qua chirc ndng thanh todn truc tuyén hodgc bang cach thic
khac theo quy dinh phap ludt, hoan tat viec nop hé so.

- Can b tiép nhan ho so tai B phan mot cira c6 trach nhiém kiem tra
tinh chinh xac, day du, thong nhat, hop I¢ cua ho so.

(i) Truong hop hd so dy du, hop 1¢ thi tiép nhan hd so; néu tiép nhan ho
so sau 15 gi¢ thi c6 Phiéu hen, tra két qua cho ngudi 6 yéu cau trong ngay lam viéc
tiép theo (neu ngudi €6 yeu cau lva chon hinh thic nop hé so truc tiép) hoacgui
ngay Phiéu hen, tra két qua qua thw dién tur hogc guii tin nhan hen tra két qua
qua di¢n thoai di dong cho nguoi cO yéu cau (neu nguoi ¢6 yéu cau lyra chon
hinh thizc nép hé so truc tuyén);chuyén hd so dé cong chic 1am cong tac ho tich
Xt ly.

- Sau khi tiép nhdn hé so theo hinh thirc nép truc tiép, can bé tiép nhdn
hé so tai Bé phdn mét cira thyc hién sé hda (sao chup, chuyén thanh tai ligu
dién tir trén hé thong théng tin, co so dir liéu) va ky sé vao tai liéu, ho so gidi
quyét thii tuc hanh chinh da dwoc 6 héa theo quy dinh.

(ii) Truong hop ho so chua day du, hop € thi c6 thong bao cho nguoi yéu
cau bd sung, hoan thién hd so, néu 1o loa glay to, noi dung can bo sung dé
ngudi ¢4 yéu cau bd sung, hoan thién. Sau khi hd so dugc b sung, thuc hién lai
budc (i);

(iii) Truong hop ngudi c6 yéu cau diang ky thay ddi, cai chinh, b sung
thong tin ho tich khdng bd sung, hoan thién dugc hd so thi bao cao Trudng bod
phan mot cira ¢6 théng béo tir chdi giai quyét yéu cau ding ky thay doi, cai
chinh, bé sung théng tin hé tich.
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- Cong chirc tu phap - h¢ tich tham tra hd so (tham tra tinh thong nhat,
hop 1€ cuaa cac thdng tin trong ho so, giay to, tai liéu do ngudi yéu cau nop, xuat
trinh hoac dinh keém).

~ + Truong hop ho so can bo sung, hoan thién hodc khong du dieu kién giai
quyet, phdi tir choi thi gui thong bao ve tinh trang ho so t6i Bo phan mot cura dé
thong bao cho ngudi nop ho so — thuc hién lai buac (ii) hoac (iii);

+ Truong hop can phai kiém tra, x4 minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chire 1am cong tac
ho tich 1ap Phiéu xin 18i 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 6 yéu cau (néu nguoi ¢6 yéu cau lya chon hinh thize nop hd so truc tiép),
hoac gii Phiéu xin 13i va hen lgi ngay tra két qud qua thu dién tir hoac gui tin
nhan qua dién thogi di déng cho nguoi ¢ yéu cau (Néu nguoi ¢ yéu cau lya
chon hinh thizc ngp hé so truc tuyén).

+ Néu thay viéc thay doi, cai chinh, bd sung thdng tin ho tich 1a ¢ co s6,
phu hop véi quy dinh cua phép luat dan sy va phap luat ¢ lién quan, hd so day
du, hop 18, dang quy dinh, truong hop tiép nhan ho so ding ky thay d6i, cai chinh,
bo sung thdng tin ho tich theo hinh thuc tryuc tiép, thi cong chire tu phép - ho tich
thuc hién viéc ghi vao So6 dang kythay d6i, cai chinh, bd sung thdng tin ho tich,
xac dinh lai dan toc, cap nhat thong tin ding ky thay d6i, cai chinh, b6 sung
thong tin ho tich va luu chinh thic trén Phan mém ding ky, quan ly ho tich dién tir
dung chung.

Trwong hop tiép nhan o so ding ky thay déi, cai chinh, bé sung thdng tin
h¢ tich theo hinh thuc truc tuyen cdng chize tuw phdp - hé tich gt lai biéu mau
Trich luc thay déilcai chinh/bé sung thdng tin hg tich, xdc dinh lai dan téc dién
tuvGi thong tin ddy dii cho nguoi YU cau qua thie dién tir hodc thiét bj so.

Nguoi yéu cau c6 trach nhi¢m kiém tra tinh chinh xdc, day di cua céc
thdng tin trén bieu mau Trich luc thay déilcai chinh/bo sung thong tin ho tich,
xdc dinh lgi dan téc dién tir va xac nhan (toi da mot ngay).

Néu nguwoi c6 yéu cau xac nhdn _thong tin da thong nhat, day du hodc
khong c6 phan héi sau thei han yéu cau thi cong chure tu phap - ho tich thuc
hién viéc ghi ngi dung vao Sé ding ky thay déi, cdi chinh, bé sung théng tin hé
tich, xdc dinh lai dan téc, cdp nhdt théng tin ding thay doi, cdi chinh, bé sung
théng tin hg tich va leu chinh thirc trén Phan mém dding ky, quan Iy hé tich dién ti
dung chung.

- Cong chire tur phap - ho tich in Trich lyc thay doi/cai chinh/bo sung thong
tin ho tich tuong ng, trinh Lanh dao UBND ky, chuyén Bo phan mot ctra tra két
qua cho ngudi cO Yau cau.

- Nguoi ¢6 yéu cau dang ky thay dbi, cai chinh, bd sung théng tin ho tich
kiém tra théng tin trén Trich luc thay doi/cai chinh/bd sung théng tin ho tich,
trong SO dang ky thay d6i, cai chinh, bo sung théng tin ho tich, xac dinh lai dan
toc, ky tén vao S6 dang ky thay doi, cai chinh, bo sung théng tin ho tich, xéac
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dinh lai dan toc, nhan Trich luc thay ddi/cai chinh/bd sung théng tin ho tich.

Truong hop thay doi, cai chinh, bd sung théng tin ho tich lién quan dén
Gidy khai sinh, Gidy chirng nhan két hon thi cng chic tu phap - ho tich ghi noi
dung thay doi, cai chinh ho tich vao Gidy khai sinh, Gidy chung nhan két hén;
bd sung thdng tin ho tich vao muc tuong tng va doéng dau vao noi dung bd
sung.

Truong hop ding ky thay d6i, cai chinh ho tich khdng phai tai noi
dang ky ho tich trudc day thi Uy ban nhan dan cip x& phai théng bao bang vin
ban kém theo ban sao trich luc ho tich dén Uy ban nhan dan noi dang ky ho tich
trude day dé ghi vao Sé ho tich.

q Truong hop noi déng ky ho tich truge day la Co quan dai dién thi
Uy ban nhan dan cap xa phai 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 So ho tich.

b) Céch thirc thuc hién:

Nguoi co yéu cau dang ky thay d6i, cai chinh, bo sung thong tin ho tich,
xac dinh lai dan toc truc tiép thuc hién hoic uy quyén cho nguoi khac thuc hién
nop hd so truc tiép tai Bo phan mot cira cia UBND cap xa hodc gui hd so qua h¢
thdng buu chinh hodc nép hé so truc tuyén trén Céng dich vu céng quoc gia
(https:/dichvucong.gov.vn)  hode Céng dich vu céng tinh Hdi Duwong
(https://dichvucong.haiduong.gov.vn).

¢) Thanh phan ho so:

lai dan toc theo mau (néu nguoi co yéu cau lwa chon ndp hd so theo hinh
thire tryc tiép);

- Biéu mdu dién tir twong tdc thuc hién ding ky thay doi, cai chinh, bé
sung thong tin ho tich, xdc dinh lqi dan toc (do nguoi yéu cau cung cdp thong tin
theo hwéng dan trén Cong dich vu céng, néu nguoi cé yéu cau lya chon nép ho so
theo hinh thize truee tuyén);

- Ngudi ¢6 yéu cau dang kythay doi, cai chinh, bd sung thong tin ho tich
thuc hién viéc nop/xuat trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh
thire truc tuyén) cac gidy to sau:

* Gidy to phdi ngp

- Gidy to 1am can ¢t thay doi, cai chinh, bd sung thong tin ho tich.

- Vin ban ty quyén theo quy dinh cua phap luat trong trudng hop ty
quyén thuc hién viéc diang ky thay ddi, cai chinh, bd sung thong tin ho
tich. Truong hop nguoi dugce uy quyén la ong, ba, cha, me, con, vo, chdng, anh,
chi, em rudt ctia ngudi Gy quyén thi vin ban uy quyén khong phai ching thuc.

* Gidy to' phdi xudt trinh

- HO chiéu hodc Chimg minh nhan dan hodc Thé can cudc cong dan hoac
cac giay to khac c6 dan anh va thong tin cd nhan do co quan c6 tham quyén cap,
con gia tri st dung dé chimg minh v€ nhéan than cia nguoi c6 yéu cau dang ky
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thay ddi, cai chinh, bd sung thong tin h(f) tich, xac dinh lai dan tdc. Truong hop céc
thong tin ca nhén trong cac gidy to nay da cé trong CSDLQGVDC,

CSDLHTPDT, dugc hé thong dién tu dong thi khong phai xuét trinh (theo hinh
thire truc tiép) hodc tai 1én (theo hinh thire truc tuyén);

- Gidy to chimg minh noi cu tra. Truong hop cac thong tin vé gidy to chimg
minh noi cu tra da co trong CSDLQGVDC, dugce dién ty dong thi khong phai
xuat trinh (theo hinh thire truc tiép) hoac tai 1€n (theo hinh thirc truc tuyén);

Truong hop gui ho so qua hé thong buu chinh thi phai gui kém theo ban
sao ¢6 chirng thuc cc gidy to phai xuét trinh néu trén.

*Luuy

- D061 voi giay to ndp, xuat trinh néu nguoi yéu cau ndp ho so theo hinh
thire truc ti€p:

+ Pbi véi giéy to xuét trinh khi ding ky ho tich, ngudi tiép nhan c6 trach
nhiém kiém tra, d6i chiéu vi thong tin trong to khai, chup lai hodc ghi lai thong
tin dé luu trong hd so va tra lai cho nguoi xuat trinh, khéng dugc yéu ciu ndp
ban sao hodc ban chup gidy to do.

+ Ngudi yéu cau dang ky ho tich co thé ndp ban sao chung thuc tir ban
chinh hodc ban sao dugc cap tir s6 gbc hodc ban chup kem theo ban chinh gidy
t& dé d6i chiéu. Trudong 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 voi ban
chinh va ky xac nhan, khong dugc yéu cau nguoi di ding ky nop ban sao gidy to
do.

+ Nguoi tiép nhan cé trach nhiém tiép nhan ding, du hd so dang ky ho
tich theo quy dinh ctia phap luét ho tich, khong dugc yéu cau nguoi dang ky ho
tich ndp thém gidy to ma phap luat ho tich khong quy dinh phai nop.

- Poi véi gidy to giri kém theo néu nguoi yéu cdau ndp ho so theo hinh
thite triee tuyén:

+ Bdn chup cdc gidy to giti kém theo hé so ding ky ding ky thay doi, cdi
chinh, bé sung thong tin ho tich triee tuyén phdi bao dam ré nét, day di, toan ven
Vé noi dung, la ban chup bang mdy anh, dién thogi hodc dwoc chup, duoc quét
bang thiét bi dién ti, tiv gidy to duoc cdp hop l¢, con gia tri swr dung; néu la giday to
do co quan ¢ tham quyén nude ngodi cdp thi phdi dwoc hop phdp héa lanh su,
dich sang tiéng Viét theo quy dinh, triv truong hop dwoc mién hop phdp héa linh
Su.

+ Truong hop ?gid'y to, tai ligu phai gui kem trong ho so ding ky ding ky
thay doi, cai chinh, bp‘ sung théng tin hé tich truc tuyen da c6 ban sao dien tu hogc
da co ban dién tur giay to hg tich thi nguoi yéu cau duoc s dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Trich luc thay doi/cai
chinh/ bd sung théng tin ho tich hoic ban sao Trich luc thay dbi/cai chinh/bd
sung thdng tin ho tich), ngudi cd yéu cau dang ky thay doi, cai chinh, bo sung
thong tin ho tich xuat trinh gidy to tuy than, nop céac gidy to 1a thanh phan hd so
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dang ky thay d6i, cai chinh, b6 sung théng tin ho tich theo quy dinh phap luat ho
tich.

Truong hop nguoi yéu cau ding ky CO yéu Cau dang ky thay doi, cdi
chinh, bé sung thong tin hg tichkhong cung cdp duwoc gidy to néu trén theo quy
dinh hogac glay to nap, XUat trinh b; tay x0a, sua chiza, lam gid thi co quan dang
ky hé tich cd tham quyeén hiy bé két qua ding ky thay déi, cdi chinh, bé sung
thong tin hg tich..

d) S6 lwong hd so: 01 bg

d) Thoi han giai quyét:

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

- Ngay trong ngay lam vigc doi véi yéu cau bo sung thong tin ho tich,
trudng hop nhan ho so sau 15 gio ma khdng giai quyet duoc ngay thi tra ket qua
trong ngay lam viéc tiep theo.

e) P6i twong thuc hién thi tuc hanh chinh: Ca nhan

g) Co quan thuc hién thi tuc hanh chinh:

- Uy ban nhan dan cap xa noi da ding ky ho tich trude day hoac Uy ban
nhan dan cap xi noi cu tra cta ngudi o yéu cau c6 tham quyén giai quyét viéc
thay doi, cai chinh cho nguoi chua du 14 tudi, bo sung ho tich cho cong dan Viét
Nam cu tru ¢ trong nudc.

-Uy ban nhan dan cdp xd noi da ding ky khai tr truée day thuc hién viéc
cai chinh ngi dung dang ky khai tiz.
h) Co quan phéi hop: Co quan quan ly CSDLQGVDC.

e) Két qua thyc hién thia tuc hanh chinh: Trich luc thay doi ho tich/Trich
luc cai chinh ho tich/Trich luc bo sung thong tin ho tich (ban chinh).

k) Lé phi: 10.000 dong/lan.

Mién Ié phi cho ngudi thuge gia dinh ¢6 cong véi cach mang; nguoi thude
ho nghéo; nguoi khuyeét tat.

- Phi cap ban sao Trich luc dang ky thay doi/cai chinh/bo sung thong tin ho
tich (néu cd yéu cau): 8.000dong/ban sao trich luc..

1) MAu dom, miu to khai:

+ To khai dang ky thay doi, cai chinh, bo sung thong tin ho tich, xac dinh lai
dan toc (néu nop ho so theo hinh thuc truc tiép);

+ Biéu mdu dién tir twong tic thuc hi¢n dang ky thay doi, cdi chinh, b
sung thdng tin ho tich, xdc dinh lai dan téc (néu nop ho so theo hinh thic truc tuyen).

m) Yéu ciu, diéu kién thuc hién thi tuc hanh chinh:

+ Viéc thay ddi ho, chir dém, tén cho nguoi dudi 18 tudi phai co su déng
y cua cha, m¢ nguoi d6 va dugc thé hién rd trong To khai; doi véi nguoi tir da 9
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tudi trd 1én thi con phai co sy dong ¥ clia ngudi do.

+ Viéc cai chinh ho tich chi dugc giai quyét sau khi c6 du can ci dé xac
dinh ¢ sai sot do 161 cua cong chirc 1am cong tac ho tich hodc cua nguoi yéu
cau dang ky hd tich; khong cai chinh ndi dung trén gidy to ho tich da duoc cap
hop 1€ nham hop thirc hoa thong tin trén ho so, gidy to cd nhan khac.

+ Gidy to ho tich quy dinh dd cdp cho c4 nhan theo quy dinh cua phap
luat vé ho tich trudce ngay 01/01/2016 (ngay Luét Ho tich ¢6 hiu luc) co gia tri
stt dung ma khong phai bd sung thong tin ho tich con thiéu so v6i biéu miu ho
tich hién hanh.

+ Glay to ho tich dugce cap hop 1€ ke tu ngay 01/01/2016 ma thong tin ho
tich con thleu thi dugc bd sung, néu c6 gidy to, tai liéu do co quan, to chirc cb
tham quyén cip hop 18 chtirng minh.

Yéu cau ghi bo sung quédc tich Viét Nam chi thyc hién doi véi gidy tor ho
tich dugc cap ke tir ngay 01/01/2016, sau khi da xac dinh nguoi yéu cau dang co
quoc tich Viét Nam theo quy dinh ctia Luat Qudc tich Viét Nam.

n) Can ctr phap ly:

- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/NB-CP ngay 15/11/2015 cua Chinh pha quy dinh
chi tiet mot so dicu va bién phap thi hanh Luat Ho tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cia Chinh phu quy dinh vé
Co so dir lieu hé tich dién e, dang ky ho tich truc tuyen;

- Thong tu sO 04/2020/TT-BTP ngay 28/5/2020 cua By Tu phéap quy dinh
chi tiét thi hanh mot s6 diéu caa Luat HO tich,va Nghj diph so 123/2015/Nb-CP
ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mét so dieu va bién phap thi hanh
Luat Ho tich;

- Thong tr séi 01/2022/TT-BTP ngay 04/01/2022 cua Bg Tuw phdp quy
dinh chi tiet mgt so dieu va bi¢n phap thi hanh Ngh; dinh so 87/2020/ND-
CP ngay 28/7/2020 cua Chinh phu quy dinh ve Co so dit ligu ho tich dien tu,
dang ky ho tich tryc tuyen;

- Thong tu sd 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh quy
dinh muc thu, che do thu, nop, quan 1y va s dung phi khai thac, sir dung thong tin
trong co sO dix liéu ho tich, phj xac nhan ¢ quoc tich Viét Nam, phi xac nhan la
nguoi goc Viét Nam, 1€ phi quoc tich;

- Thong tu sO 85/2019/TT-BTC ngay 29/11/2019 ctia B Tai chinh hudng
dan ve phi va I¢ phi thuoc tham quyen quyet dinh cua Hoi dong nhan dan tinh,
thanh pho truc thuéc Trung wong;

- Thong tw so”', 106/2021/TT-BTC ngay 26/11/2021 cua Bg Tai chinh sua
doi, bo sung mot so dieu cua Thong tr so 85/2019/TT-BTC ngay 29/11/2019
cua Bg Tai chinh huéng dan ve phi va I¢ phi thugc tham quyen quyet dinh cua
Hoi dong nhan dan tinh, thanh pho truc thugc Trung wong.
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- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 ctia Hoi dong nhén
dan tinh Hai Duong ban hanh Quy dinh muc thu, ché d6 thu, ndp, quan ly va sir
dung phi, I€ phi trén dia ban tinh Hai Duong.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc l1ap - Tw do - Hanh phuc

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

KINN QD e
Ho, Chit dém, t8N NGUOT YU CAUL ......ovocvecveeeececeeseseceectee et seenens
INOT CU I ettt ettt ettt s et ettt n ettt en st et es s
GIAY T TUY thAN: ©) Lottt ettt
Quan hé véi ngudi duoc thay ddi, cai chinh, xac dinh lai dan toc, bd sung thong tin ho tich:.........
Pé Nghi co' quan dAng KY VIEC @) ........ooovviiiieeeceeeeecee e
cho nguwoi cé tén dwdi day:
[ 0T 1T s £ T =] o SRS
Ngay, thang, NAM SINN: ....oeiiiiii e eereennr e
Gigi tinh:....cooveeee. DAN tOC v vveeeeeeeeeeeeeeeeeeeeeeeeee et eeeeeeens QUABC HHCN: v
NOT CU T @)ttt ettt et e et n ettt es et en st ntetan st
GIAY 1O 1Y tANT B ettt
DAGANZ KT ©) oottt
L1 PSP UPPR
ngay......... thang ......... nam .......... SO ververerrrinen QUYEN SO: e e,
T T (8T T TSRO
o 0TSRRI

T6i cam doan nhitng ndi dung khai trén day 1a dung sy that va chiu trach nhiém trude phap luat vé
cam doan cua minh.

Nguoi yéu cau
(Ky, ghi r6 ho, chiz dém, tén)

Y kién cia nguoi dugc thay déi ho, chir dém, tén Y kién cua cha va me (néu thay doi ho, chir
(néu nguoi d6 tir da 9 tudi tré 1én); xac dinh lai dém, tén cho ngudi dudi 18 tuoi)

dan toc (néu nguoi d6 tir di 15 tudi dén dudi 18

tudi)
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Chd thich:

() Ghi rd tén co quan dang ky viéc thay di, cai chinh, bd sung théng tin ho tich, xac dinh
lai dan tdc.

@ Ghi theo noi ding ky thuong tra; néu khong cé noi dang ky thudng tré 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 dang sinh song.

®) Ghi thong tin ,Vé gidy to tuy than, ghi 16 s6, co quan cap, ngay cip ho chiéu, chimg
minh nhan dan hoac giay to hop 1¢ thay theé (Vi du: Ching minh nhan dan s6 001089123 do
Cong an thanh pho Ha Noi cap ngay 20/10/2004).

™) Ghi rd ndi dung loai viéc dé nghi ding ky.

q Vi du: thay doi hp, tén/ cai chinh phén khai vé chit dém cua nguoi me/ xac dinh lai dan
toc/ bo sung phan khai vé nam sinh ctia nguoi cha.

® Ghi 6 loai viéc ho tich da dang ky trudc day co lién quan.

Vi dy: DA dang ky khai sinh tai UBND xa Ha Hoi, huyén Thuong Tin, thanh phd Ha Noi
ngay 05 thang 01 ndm 2015, s6 10 quyén s6 01/2015.

®) Ghi & ndi dung thay ddi, cai chinh h tich, bd sung thdng h tich, x4c dinh lai dan toc

Vi du: - Pugc thay doi ho tir Nguyén Vin Nam thanh Vii Van Nam.

- Puogc cai chinh nam sinh ttr 1975 thanh 1976

(P& nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd sé luong.
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12. Thi tuc cip Gidy xac nhén tinh trang hdn nhan
a) Trinh tw thuc hién

- Néu Iya chon hinh thuc nop hd so truc tlep, nguoi c6 yeu cau cap Giay
x&c nhan tinh trang hdn nhanndp hé so yéu cau Cap Giay xac nhan tinh trang hon
nhan tai B6 phan mot cira cua UBND cap x& c6 tham quyén; nop 1 phi néu thudc
trudng hop phai nop 18 phi cap Gidy xac nhan tinh trang hén nhan.

- Néu lia chon hinh thizc nép hé so truc tuyén, nguweoi c6 yeu cau cap Gidy
xac nhan tinh trgng hon nhan truy cap Cong dich vu cdng quoc gia hoge Cong
dich vu cdng cap tinh, dang ky tai khoan (Néu chua c6 tai khodn), xac thuc
nguoi dung theo hudng dan, dang nhap vao h¢ thong, xdc dinh ding Uy ban
nhan dan cdp xa cé tham quyén.

Nguoi ¢ yéu cdu cap Gidy xac nhdn tinh trgng hdn nhan tryc tuyén cung
cap théng tin theo biéu mau hé tich dién tir tuwong tic cap Gidy xac nhdn tinh
trang hén nhan (cung cdp trén Cong dich vy cdng), dink kém ban chup hodc bdn
sao dién ik CAC gidy to, tai lidu theo quy dinh; nép phi, 1¢ phi thong qua chic
ndng thanh todn truc tuyén hodc bang cach thize khdc theo quy dinh phép lugt,
hoan tat viéc nép ho so.

- Can b tiép nhan ho so tai B phan mot cira c6 trach nhiém kicm tra
tinh chinh xac, day du, thong nhat, hop I¢ cua ho so.

(i) Truong hop hd so dy du, hop 1€ thi tiép nhan hd so; néu tiép nhan ho
so sau 15 gio thi c6 Phiéu hen, tra két qua cho nguoi ¢6 yéu cau trong ngay 1am viéc
tiép theo (néu nguoi ¢6 yéu cau lya chon hinh thirc ndp ho so tryc tiép) hodcgui
ngay Phiéu hen, tra két qua qua thu dién tur hogc guii tin nhan hen tra két qua
qua di¢n thoai di dong cho nguoi O yéu cau (neu nguoi ¢6 yéu cau lya chon
hinh thizc nép hé so truc tuyén);chuyén hd so dé cong chic 1am cong tac ho tich
Xt ly.

- Sau khi tiép nhdn hé so theo hinh thirc nép truc tiép, can bé tiép nhdn
hé so tai Bé phdn mét cira thyc hién sé hda (sao chup, chuyén thanh tai ligu
dién tir trén hé thong théng tin, co so dir liéu) va ky sé vao tai liéu, ho so gidi
quyét thii tuc hanh chinh da dwoc 6 héa theo quy dinh.

(i) Truong hop hd so chua day du, hop 1€ thi c6 théng bao cho ngudi yéu
cau bd sung, hoan thién hd so, néu rd loai gidy t, ndi dung can bd sung dé
ngudi ¢4 yéu cau bd sung, hoan thién. Sau khi hd so dugc b sung, thuc hién lai
budc (i);

(iii) Néu nguoi c6 yéu cau cap Gidy xac nhan tinh trang hén nhan khéng
bd sung, hoan thién dugc hd so thi bao cao Truong bo phan tiép nhan hd so c6
van ban tir chéi giai quyét yéu cau cap Gidy xac nhan tinh trang hon nhan.

- Cong chirc tur phap - ho tich tham tra hd so (tham tra tinh théng nhat, hop

I& cua cac thdng tin trong ho so, giay to, tai liéu dinh kém).
~ + Truong hop ho so can bo sung, hoan thién hodc khong du diéu kién giai
quyeét, phai tir choi thi gl théng bao vé tinh trang ho so tdi B6 phan mot cira dé
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thong bao cho ngudi nop hd so — thuc hién lai bude (i) hoic (iii);

+ Truong hop can phai kiém tra, x4 minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chire 1am cong tac
ho tich 1ap Phiéu xin 18i 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 nguoi ¢0 yéu cau lya chon hinh thize nop hé so truc tiép),
hoac gi+i Phiéu xin 13i va hen lgi ngay tra két qud qua thu dién tir hogc guri tin
nhan qua dién thogi di déng cho nguoi ¢ yéu cau (Néu nguoi ¢ yéu cau lya
chon hinh thizc ngp hé so truc tuyén).

* Truong hop nguoi yéu cau X&c nhan tinh trang hon nhan di timg dang
ky thuong tru tai nhiéu noi khac nhau thi ngudi d6 cé trach nhi¢ém chang minh
vé tinh trang hdn nhan ctia minh. Trudng hop nguoi yéu cau khdng chitng minh
duoc thi cong chuc tu phap - ho tich bao cao Chu tich Uy ban nhan dan cap xa
c6 van ban dé nghi Uy ban nhan dan cip xi noi ngudi d6 di timg dang ky
thuong trd tién hanh kiém tra, xac minh vé tinh trang hon nhan caa nguoi do.

Sau khi nhan duoc vin ban dé nghi, Uy ban nhan dan cap xi dugc yéu
cau, tién hanh kiém tra, xac minh va tra loi bang van ban vé tinh trang hon nhan
trong thoi gian thuong tri tai dia phuong ctia ngudi €6 yéu cau.

Néu két qua kiém tra, x4c minh cho thdy ngudi yéu cau c6 du diéu kién, viéc
cap Gidy xac nhan tinh trang hén nhan 1a pht hop quy dinh phap luat hodc sau thoi
han 20 ngay ké tir ngay giri vin ban Yéu cau xac minh ma khéng nhan duogc van
ban tra loi thi cho phép nguoi yéu cau cap Giay xac nhan tinh trang hon nhan cé
van ban cam doan vé tinh trang hdn nhan caa minh.

* Truong hop ngudi yéu cau cap lai Gidy xac nhan tinh trang hon nhan dé
két hon ma khong nop lai dugc Gidy xac nhan tinh trang hén nhan di duoc cap
trudc day, thi ngudi yéu cau phai trinh bay rd ly do khdng nop lai duoc Giay
x&c nhan tinh trang hén nhan. Trong thoi han 03 ngay lam viéc ké tir ngay tiép
nhan ho so, co quan dang ky ho tich c6 van ban trao d6i véi noi dy dinh ding
ky két hon trudc day dé xac minh. Truong hop khoéng xac minh dugc hoic
khéng nhan dugc két qua xac minh thi co quan ding ky ho tich cho phép nguoi
y&u cau lap vin ban cam doan vé tinh trang hén nhan.

- Truong hop tiép nhan hé so cap Gidy xac nhan tinh trang hon nhan theo
hinh thirc tryc tiép, thi céng chire tu phap - hé tich thuc hién viéc cap nhat théng
tin xac nhan tinh trang hon nhan va luu chinh thic trén Phan mém dang ky, quan
ly ho tich dién tir dung chung.

Truong hop tiép nhdn ho so xac nhdn tinh trang hon nhan theo hinh thic
truec tuyén, cong chire tu phdp - hé tich gii lai biéu mau Gidy xac nhdn tinh trang
hén nhdn dién G Véi théng tin ddy dit cho nguoi YU cau qua thw dién tir hoge thiét
bi 6.

Nguroi yéu cau co trach nhiém kiém tra tinh chinh xdc, day di cua cac
thong tin trén biéu mdu Gidy xac nhdn tinh trang hén nhdn dién tir va xac nhdn
(toi da mét ngay).
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Néu nguwoi cO yéu cau xac nhdn théng tin da thong nhat, day di hodc
khong c6 phdan héi sau thei han yéu cau thi ¢ong chite fir phdp - hé tichcdp nhat
thdng tin xac nhdn tinh trgng hdn nhan va heu chinh thirc trén Phan mém déing ky,
quan ly ho tich dién tir dung chung.

- Cong chtre tw phap - ho tich in Gidy xac nhan tinh trang hon nhan, trinh
Lanh dao UBND ky, chuyén t6i B phan mot cura dé tra ket qua cho nguoi co yéu
cau.

- Nguoi ¢6 yéu cau cap Gidy x4c nhan tinh trang hon nhan kiém tra thong
tin trén Giay xac nhan tinh trang hén nhan, nhan Giay xac nhan tinh trang hén
nhan.

b) Cach thirc thuc hién:

Ngudi co yéu cau cap Gidy xac nhan tinh trang hén nhan tryc tiép thuc
hién hoic ay quyén cho ngudi khac thuc hién nop ho so truc tiép tai Bo phan
mot cira cia UBND cap x4 hodc giri hd so qua hé théng buu chinh hoic nép hé so
truec tuyén trén Céng dich vu cdng quéc gia (https://dichvucong.gov.vn) hogc Céng
dich vu cong tinh Hdi Duong (https://dichvucong.haiduong.gov.vn)..

¢) Thanh phan ho so:

- To khai cap Gidy xé4c nhan tinh trang hon nhan (néu nguoi 6 yéu cau lya
chon nop ho so theo hinh thirc truc tiep);

- Bleu Mdu dién tu twong tac cap Gidy xac nhan tinh trang hén nhan (do
nguoi yéu cau cung cdp théng tin theo huong dan trén Cong dich v cong néu
nguoi cO yu cau lyra chon nép hé so theo hinh thirc tryc tuyén).

- Nguoi cO yBu cau cap Gidy xac nhan tinh trang hén nhanthuc hién viéc
nop/xudt trinh (theo hinh thire truc tiep) hodc tai lén (theo hinh thue tryc tuyen)
cac giay to sau:

* Gidy to phdi ngp:

- Truong hop nguoi yéu cau cap Gidy xac nhén tinh trang hén nhan da co
vo hodc chong nhung dé ly hon hodc nguoi vo/chong da chét thi phai xuat trinh
(ban chinh) hoac ndp ban sao giay to hop 1¢ d€ chimg minh;

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

- Truong hop ca nhan yéu cau cp lai Gidy xac nhén tinh trang hon nhan
dé su dung vao muc dich khac hoac do Giéy xac nhan tinh trang hon nhan da
hét thoi han sir dung theo quy dinh thi phai ndp lai Gidy xac nhén tinh trang hon
nhan da dugc cép trude do.

- Van ban uy quyen theo quy dinh cua phép luat trong truong hop uy
quyén thuc hién viéc cap Gidy xac nhan tinh trang hon nhén. Truong hop ngudi

duogc uy quyén 1a ong, ba, cha, me, con, vo, chong, anh, chi, em rudt cua ngudi
iy quyén thi vin ban ty quyén khong phai ching thuc.

* Gidy tor phdi xudt trinh:


https://dichvucong.gov.vn/
https://dichvucong.---.gov.vn)/
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- Ho chiéu hodc Chiing minh nhan dan hoic Thé can cudc cong dan hoac
cac glay to khac c6 dan dnh va thong tin cd nhén do co quan c6 tham quyen Cap,
con gié tri st dung dé ching minh vé nhan than cua ngudi co yéu cau Cap Glay
xac nhan tinh trang hon nhan. Truong hop cac thong tin ca nhan trong cac gidy
to nay di c6 trong CSDLQGVDC, CSDLHTPDT, dugc hé thdng dién ty dong thi
khéng phai xuat trinh (theo hinh thic truc tiép) hosc tai 1én (theo hinh thic
truc tuyén):

- Gidy to chimg minh noi cu tri. Truong hop c4c thong tin ve gidy to chiing
minh noi cu tri da c6 trong CSDLQGVDC, duge dien ty dong thi khong phai
xuat trinh (theo hinh thuc truc tiép) hoac tai 1€n (theo hinh thac truc tuyeén);

Truong hop gui ho so qua hé thong buu chinh thi phai gui kém theo ban
sao ¢ ching thuc cac giay to phai xuat trinh néu trén.

*Luwuy

- Truong hop yéu cau cap Gidy xac nhan tinh trang hon nhan dé sir dung
vao muc dich két hon thi cdng chirc tu phap - ho tich trinh Lanh dao UBND ky
cap 01 ban Giay xac nhan tinh trang hdn nhan dé sir dung vao muc dich két hon
cho nguoi yéu cau.

- Truong hop yéu cau cap Gidy xac nhan tinh trang hon nhan dé sir dung
vao muc dich khac, khong phai dé dang ky két hon thi trong Gidy xac nhan tinh
trang hon nhan phai ghi rd muc dich sir dung, sb luong Gidy xac nhan tinh trang
hén nhan dugc cap theo yéu cau.

- Truong hop yéu cau cap Gidy xac nhan tinh trang hon nhan dé két hon
V6i nguoi cung gidi tinh hodc ket hdn voi ngudi nude ngoai tai Co quan dai
dién nudce ngoai tai Viét Nam thi co quan dang ky ho tich tir choi giai quyeét.

- D01 voi giay to ndp, xuat trinh néu nguoi yéu cau ndp ho so theo hinh
thure truc ti€p:

+ Pbi véi giéy t xuét trinh khi ding ky ho tich, ngudi tiép nhan co 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 xudt trinh, khong dugce yéu cau ndp
ban sao hodc ban chup gidy to do.

+ Ngudi yéu cau dang ky ho tich co thé nop ban sao chimg thuc tir ban
chinh hodc ban sao duoc cip tir s6 gdc hodc ban chup kem theo ban chinh gidy
to de d6i chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh
gidy to thi ngudi tiép nhén co trach nhi¢m kiém tra, ddi chiéu ban chup v0i ban
chinh va ky xac nhan, khong dugc yéu cau nguoi di ding ky nop 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 luat ho tich, khong dugc yéu cau ngudi dang ky ho
tich nop thém gidy t& ma phap luat ho tich khong quy dinh phai nop.

- Doi voi gidy to guii kem theo néu nguoi yéu cau nop ho so theo hinh
thire tryc tuyen:
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+ Ban chup cac gidy to gii kém theo hé so cap Gidy xdc nhdn tinh trang
hdn nhantruc tuyén phdi bao dam ré nét, ddy di, toan ven vé néi dung, la ban
chup bang mdy anh, dién thoai hodc duogc chup, dwoc quét bang thiét bi dién tir, tir
gidy to duoc cdp hop l¢, con gia tri su dung; néu la gidy to do co quan co tham
quyén nuoc ngodi cdp thi phai dwoc hop phdap hoa lanh sy, dich sang tiéng Viét
theo quy dinh, trir truong hop dwoc mién hop phdp hoa lanh su.

+ Truong hop gidy to, tai ligu phai gui kem trong hé so cap Gidy xdc nhdn
tinh trang hon nhan tryc tuyen dd c6 ban sao dién tir hodc di cé ban dién tr gidy
to ho tich thi nguoi yéu cau duoc su dung ban dién tur nay.

+ Khi dén co quan ding ky h¢ tich nhan két qua,nguoi co yéu Cau cap Giay
xac nhan tinh trgng hon nhan xuat trinh gidy to tuy than, ngp cac gidy to 1a thanh
phan hé so cap Gidy xac nhdn tinh trang hén nhan theo quy dinh phap ludt hg
tich.

Truong hop nguoi yéu cau cdp Gidy xdc nhan tinh trang hon nhan khong
cung cdp dwoc gidy to néu trén theo quy dinh hodc gidy to nop, xuat trinh bj tay
xéa, sia chita, lam gid thi co quan ddang ky ho tich ¢é tham quyén hiy bé két
qua xac nhan tinh trang hoén nhan.

- Truong hop cho phep nguoi yéu cau dang ky ho tich 1ap vin ban cam
doan vé ndi dung yéu cau dang ky ho tich thi co quan dang ky ho tich phai giai
thich rd cho nguoi lap vin ban cam doan vé trach nhiém, hé qua phép 1y cua viéc
cam doan khong dung su that.

_ Co quan dang ky ho tich tur chéi giai quyét hodc dé nghi co quan c6 tham
quyén huy bé két qua dang ky ho tich, néu c6 co s¢ xac dinh ndi dung cam doan
khong ding sy that.

d) S6 lwong hé so: 01 bg

d) Thoi han giai quyét: 03 ngay lam viéc; truong hop phai xac minh thi
thoi han giai quyéet khong qua 23 ngay.

e) Péi twong thuc hién thi tuc hanh chinh: Ca nhan
g) Co quan thuc hién tha tuc hanh chinh:

- Uy ban nhan dan cip xa noi nguoi y8u cau cap Gidy xac nhan tinh trang
hon nhan thuong tra.

- Trudng hop ngudi yéu cau cip Gidy xé&c nhan tinh trang hén nhan khdng
c6 noi thudng tra nhung c6 dang ky tam tra theo quy dinh cua phép luat vé cu tra
thi Uy ban nhan dan cap xa noi tam tr( thuc hién viéc cap Gidy xac nhan tinh trang
hon nhan.

h) Co quan phéi hop: Co quan quan ly CSDLQGVDC, Uy ban nhén dan
cap x4 noi thuong tra trude day cua ngudi yéu Cau cap Glay xac nhan tinh trang
hén nhan (truong hop nguoi yéu cau da thuong trd ¢ nhiéu noi khac nhau), Uy
ban nhéan dan noi du dinh diang ky két hon trude day.

i) Két qua thuc hién thi tuc hanh chinh: Gidy xac nhan tinh trang hon
nhan.
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k)Lé phi:10.000 ddng/Ian.

Mién I¢& phi cho nguoi thudc gia dinh c6 cong voi cach mang; nguoi thuoe
ho nghéo; nguoi khuyeét tat.

) Miu don, miu to khai:

+ To khai cap Gidy xac nhan tinh trang hdn nhan theo mau (néu nop ho so
theo hinh thurc truc tiep);

+ Biéu mau dién tir twong tac cap Gidy xac nhdn tinh trang hén nhan (néu
nop hé so theo hinh thirc tryc tuyén).

m) Yéu ciu, diéu kién thuc hién thi tuc hanh chinh:

Truong hop yéu cau x4c nhan tinh trang hon nhan nham muc dich két hon
thi ngudi yéu cau phai dap tmg du diéu kién két hon:

- Nam tir dt 20 tudi trd 18n, nir tir du 18 tudi trd 1én;

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

- Khong bi mét nang lyc hanh vi dan su;

- Viéc két hon khong thudc mét trong céc truong hop cAm két hon, gdom:
+ Két hén gia tao, ly hon gia tao;

+ T40 hén, cudng ép két hon, lira dbi két hon, can tro két hon;

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

+ Két hon gitta nhitng nguoi cing dong mau vé truc hé; giita nhimg
nguoi co ho trong pham vi ba doi; gitra cha, me nudi voi con nudi; gitra nguoi
da timg 1a cha, me nudi v6i con nudi, cha chong véi con dau, me vo véi con ré,
cha duong vdi con riéng cua vg, me ké voi con riéng cua chong

- Nha nudc khong thira nhan hon nhan gitra nhitng ngudi cung gidi tinh.

Truong hop yéu cau cap Giéy xac nhén tinh trang hon nhan dé‘ su dung
vao muc dich khac, khong phai dé dang ky két hon, thi nguoi yéu cau khong
phai dap tng dicu kién két hon.

n) Can cir 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 cua Chinh phu quy dinh

chi tiet mot so dieu va bién phap thi hanh Luat Ho tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phui quy dinh vé
Co so dir lieu hé tich dién tw, dang ky ho tich truc tuyen;

- Thong tu ) OL}/ZQZO/TT—BTP ngay 28/5/2020 cua B6 Tu phap quy dinh
chi tiét thi hanh mét so6 diéu caa Luat Ho tich va Nghi dinh s6 123/2015/NDB-CP


http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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ngay 15/11/2015 caa Chinh phu quy dinh chi tiét mot sé diéu va bién phép thi hanh
Luat Ho tich;

- Théng tw s6 01/2022/TT-BTP ngay 04/01/2022 cia Bg Tw phdp quy
dinh chi tiét mét sé dieu va bién phap thi hanh Ngh; dinh sé 87/2020/ND-
CP ngay 28/7/2020 cia Chinh phi quy dinh vé Co sé di# liéu hé tich dién tit,
ddang ky hé tich tryc tuyén;

- Théng tu sé 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh quy
dinh muc thu, ché d6 thu, nop, quan Iy va sir dung phi khai théc, st dung théng tin
trong co s& dit liéu ho tich, phi xac nhan ¢ québc tich Viét Nam, phi xac nhan Ia
ngudi géc Viét Nam, Ié phi qudc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cia Bo Tai chinh hudng
dan vé phi va 1é phi thuoc tham quyén quyét dinh ciia Hoi dong nhan dan tinh,
thanh phé truc thuc Trung vong;

- Théng tw s6 106/2021/TT-BTC ngay 26/11/2021 cua Bé Tai chinh sia
déi, bé sung mét so diéu ciia Théng tw s6 85/2019/TT-BTC ngay 29/11/2019
cua Bé Tai chinh hwéng dan vé phi va 1é phi thugc tham quyén quyér dinh cua
Héi dong nhan dan tinh, thanh pho truc thuge Trung wong;

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 cua Hoi ddng nhan
dan tinh Hai Duong ban hanh Quy dinh muc thu, ché do thu, nop, quan ly va st
dung phi, I€ phi trén dia ban tinh Hai Duong.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI CAP GIAY XAC NHAN TINH TRANG HON NHAN

KINN QU Do

Ho, Chir d8m, t8N NEWOT YU CAU.........cvcveeceeiee ettt es st
NOT CU T Pttt ee ettt et n et st sttt te s s s s tetetesesn s
GIAY 1O TUY thAN: B) Lottt ettt
Quan hé véi nguoi dugc cap Gidy xac nhan tinh trang hon NhAN: ........cccovevvvveveceveeeens
Pé nghi cap Giay xac nhan tinh trang hén nhéan cho ngudi ¢é tén dwéi diy:

HO, CRit A€M, T8N .o e ee e e e
Ngay, thang, na3m SINN: .....ccooiiiiiii
Gigitinh: ................... Dantdc: ..., QUAC HICN: v,
NOT CU D) Lottt ettt s et st st et et e se st s s tet et esese s
GIAY O TUY thAN: B) Lottt
TINh trang hON NNAN: @) .ottt
Muc dich str dung Gidy x&c nhan tinh trang hon Nhan: ©...........c..cccoeeeeeeeeeeeeeeeee

T61 cam doan nhiing ndi dung khai trén day la ding su that va chiu trach nhiém trude phap
luét vé cam doan caa minh.
Lam taii .o NQay ... thang ......... nam ..............
Ngudi yéu cau
(Ky, ghi r ho, chiz dém, tén)
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Chd thich:

@ Ghi 5 tén co quan cap giay XNTTHN.

@ Truong hop cong dan Viét Nam cu tra trong nudc thi ghi theo noi dang ky thuong trd, néu khong cé
noi dang ky thuong tra thi ghi theo noi dang ky tam trd.

Truong hop cong dan Viét Nam cu trit & nudc ngoai thi ghi theo noi thuong tri hodc tam tra & nude
ngoai.

@) Ghi thong tin vé gidy to tily than nhu: ho chiéu, chitng minh nhan dan hoic gidy to hop Ié thay thé (vi
du: Ching minh nhan dan s4 001089123 do Cong an thanh phd Ha Noi cap ngay 20/10/2004).

@ Pbi v6i cong dan Viét Nam cu tra & trong nude thi ghi 1 tinh trang hon nhan hién tai: dang c6 vo
hodc ¢6 chong; hodc chua dang ky két hon véi ai; hodc da ding ky két hon/da co vo hodc chdng, nhung di ly
hén hodc ngudi kia da chét.

D4i v6i nguoi dang co volchdng yéu cau xac nhan tinh trang hon nhan trong thoi gian trude khi dang ky
két hon thi ghi: Trong thoi gian tir ngay...thang....ndm....dén ngay....thang....ndm....chua ding ky két hon
VGi ai;hién tai dang co vo/chdng 1a ba/ong. .. (Gidy chung nhan két hdn sé ..., do ... cap ngay...thang...nam).

Déi véi cong dan Viét Nam cu tra & nudc ngoai ¢b yéu cau xac nhan tinh trang hén nhan trong thoi gian
cu tri1 tai Viét Nam truéc khi xuat canh; ngudi di qua nhiéu noi thuong trii khac nhau dé nghi xac nhan tinh
trang hon nhan tai noi thuong tra trudc day thi khai vé tinh trang hén nhan cua minh trong thoi gian da
thuong tr0 tai noi d6 (Vi du: Khong ding ky két hon voi ai trong thoi gian cu tri tai
............................................ , trngay...... thang ... ndm ......... dén ngay ........ thang ....... ndm ........).

Déi véi cong dan Viét Nam dang cu trii & nuwdc ngoai, co yéu cau xac nhan tinh trang hdn nhan trong thoi
gian cu tri & nuwdc ngoai, thi khai vé tinh trang hdn nhan ciia minh trong thoi gian cu tra tai nude do (Vi du:
trong thoi gian cu tr tai CHLB Duc tir ngay ....... thang ..... nam ....... dén ngay ........ thang ....... nam ........ khong
dang ky két hon véi ai tai Dai st quan Viét Nam tai CHLB Duc).

©) Ghi rd muc dich sir dung Gidy x&c nhan tinh trang hén nhan. Truong hop sir dung Gidy xac nhan tinh
trang hon nhan dé két hon, thi phai ghi rd két hon vai ai (ho, chir dém, tén; ngay, thang, nam sinh; qudc tich;
gidy to tuy than; noi cu tr); noi dy dinh dang ky két hon.
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13. Tha tuc dang Ky lai khai sinh
a) Trinh tw thuc hién

- Néu Iya chon hinh thic nop hd so truc tiép, ngudi c6 yéu cau dang ky lai
khai sinh ndp ho so ding ky lai khai sinh tai Bo phan mét cira cia UBND cap xa
c6 tham quyén; nop 1€ phi néu thudc truong hop phai nop I¢ phi dang ky lai khai
sinh; nop phi cap ban sao Gidy khai sinh néu cé yéu cau cap ban sao Gidy khai
sinh.

- Néu lra chon hinh thirc ngp ho so truc tuyén, nguoi ¢6 yéu cau déing ky
lai khai sinh truy cdp Céng dich vu céng qudc gia hodgc Cong dich v cong cap
tinh, dang ky tai khoan (Néu chira cé tai khodn), Xac thuc nguroi ding theo
hwong dan ddang nhdp vao hé thong, xdc dinh diing Uy ban nhan dan cdp xa co
tham quyén.

Nguroi co yéu cau dang ky Iai khai sinh truec tuyén cung cap thdng tin theo
biéu mdu dién wr twong tac dang ky lai khai sinh (cung Cap trén Cong dich vy
cong), dinh kém bdn chup hodc bdn sao dién tir cac gidy to, tai liéu theo quy
dinh; ngp phi, 1é phi thong qua chirc ndng thanh todn truc tuyén hodc bang
cach thize khdc theo quy dinh phap ludt, hoan tdt viéc nép ho so.

- Can b tiép nhan ho so tai B phan mot cira c6 trach nhiém kicm tra
tinh chinh xac, day du, thong nhat, hop I¢ cua ho so.

(i) Truong hop hd SO day du, hop I¢ thi tlep nhan hd so, ¢6 Phiéu hen, tra
két qua cho ngudi 6 yéu cau (neu nguoi co yéu cau lya chon hinh thirc nop hd so
truc tiép) hoac gui ngay Phiéu hen, tra két qud qua thi dién tir hodc giri tin
nhan hen tra két qua qua dién thoai di déng cho nguroi c6 yéu cau (néu nguoi co
yéu cau lira chon hinh thizc nép hé so truc tuyén), dong thoi chuyén ho so dé
cong chuc lam cong tac ho tich xu ly.

- Sau khi tiép nhan ho so theo hinh thirc ngp truc tiep, can b tiép nhan
ho so tai Bo phdn, m¢t cuia thuc hién so hoa (sao chup, chuyén thanh‘ tai ligu
dign tur trén h¢ thong thong tin, co so dir lieu) va ky so vao tai liu, ho so gidi
quyét thu tuc hanh chinh da dwoc S6 hoa theo quy dinh.

(ii) Truong hop hd so chua day du, hop € thi c6 thong bao cho nguoi yéu
cau b sung, hoan thi¢n hd so, néu rd loai glay to, noi dung can bo sung dé
ngudi ¢4 yéu cau bd sung, hoan thién. Sau khi hd so dugc b sung, thuc hién lai
budce (i);

(iii) Néu ngudi ¢6 yéu cau dang ky lai khai sinh khdng bo sung, hoan
thién dugc ho so thi béo céo Truong bo phan tiép nhan ho so ¢6 van ban tur choi
giai quyet yéu cau dang ky lai khai sinh.

- Cong chirc tr phap - ho tich tham tra hd so (tham tra tinh théng nhat, hop
I¢ cta cac thdng tin trong ho so, giay to, tai liéu do nguoi yéu cau nop, xuat trinh
hoic dinh kém).

~ + Truong hop ho so can bo sung, hoan thién hodc khong du diéu kién giai
quyet, phai tir choi thi gui théng bao vé tinh trang ho so tai Bo phan mot cira dé
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thong bao cho ngudi nop hd so — thuc hién lai bude (i) hoic (iii);

+ Truong hop can phai kiém tra, x4 minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chire 1am cong tac
ho tich 1ap Phiéu xin 18i 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 nguoi ¢0 yéu cau lya chon hinh thize nop hé so truc tiép),
hoac gi+i Phiéu xin 13i va hen lgi ngay tra két qud qua thu dién tir hogc guri tin
nhan qua dién thogi di déng cho nguoi ¢ yéu cau (Néu nguoi ¢ yéu cau lya
chon hinh thizc ngp hé so truc tuyén).

Truong hop viéc dang ky lai khai sinh duoc thyc hién tai ﬁy ban nhan
dan cap x& khong phai noi ding ky khai sinh trudc day thi cong chire tu phéap -
ho tich béo cao Chu tich Uy ban nhan dan cip xi c6 van ban dé nghi Uy ban
nhan dan cap xa noi dang ky khai sinh trudc day kiém tra, xac minh vé viéc luu
giir s6 ho tich.

Sau khi nhan dugc van ban dé nghi, Uy ban nhan dan noi da dang ky khai
sinh trudc day tién hanh kiém tra, x4c minh va tra 1i bang van ban vé viéc con
luwu gitt hoac khéng luu gitt dugc s6 ho tich.

Truong hop gidy to cta ngudi yéu cau diang ky lai khai sinh khdng c6
thong tin ching minh quan hé cha, me, con thi co quan dang ky ho tich cé van
ban dé nghi co quan céng an c6 thim quyén xac minh. Truong hop co quan
Cong an tra loi khong co6 thong tin thi co quan dang ky ho tich cho ngu:ol yéu
cau dang ky lai khai sinh 1ap vin ban cam doan vé théng tin ciia cha, me va xac
dinh noi dung khai sinh theo van ban cam doan.

Sau khi nhan dugc két qua xac minh vé viéc khong con luu giit duge S6
ho tich tai noi di dang ky khai sinh hoac sau thoi han 20 ngay ké tr ngay gui
van ban yéu cau xac minh ma khdng nhan dugc van ban tra 10i, néu thay viéc
dang ky lai khai sinh chinh xac, ding quy dinh phap luat, ho so day du, hop ¢,
dung quy dinh, truong hop tiép nhan hd so dang ky lai khai sinh theo hinh thic
truc tiép, thi cong chire tu phap - hd tich thuc hién viéc ghi vao So diang ky khai
sinh, cap nhat thong tin ding ky lai khai sinh va luu chinh théc trén Phan mém
dang ky, quan ly h¢ tich dién tir dung chung.

Trirong hop tiép nhan ho so déng ky Lai khai sinh theo hinh thuc truc tuyen,
cong chize fur phap - ho tich gui lai bieu mau Giay khai sinh dien tur voi thong tin
day du cho nguoi Yéu cau qua thu dién tur hoac thiéet bi so.

Nguoi yeu Cd‘u~cé trach nhiem Kiém tra tinh chinh xdc, day di cua cac
thong tin trén biéu mau Giay khai sinh dién tur va Xac nhan (toi da mét ngay).

Néu nguoi €O yéu cau xac nhén théng tin dd thong nhat, day di hodc
khdng c6 phan hoi sau thoi han yéu cau thi cong chie tu phdp - hé tichthuc hién

viéc ghi ngi dung vao Sé dang ky khai sinh, cap nhdt thong tin dang ky khai sinh va
liew chinh thirc trén Phan mém ddang ky, quan ly hé tich dién ti diing chung.

- €ong chirc tu phap - o tich in Gidy khai sinh, trinh Lanh dao UBND ky,
chuyeén tai Bo phan mét cua dé tra két qua cho ngudi ¢ yéu cau.
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- Nguoi ¢ yéu cau dang ky lai khai sinh kiém tra thdng tin trén Gidy khai
sinh, trong So6 dang ky khai sinh va ky tén vao S6 dang ky khai sinh, nhan Giay
Kkhai sinh.

b) Cach thic thuc hién:

Ngudi cd yéu cau dang ky lai khai sinh tryc tiép thuc hién hodc Gy quyén
cho nguoi khac thyc hién viée dang ky lai khai sinh tai BO phan mot cura cia
UBND cap xa hoac gui ho S0 qua hé thdng buu chinh hodc nép hé so truc tuyén
trén Cong dich vu céng quéc gia (https://dichvucong.gov.vn) hodc Céng dich vu
cong tinh Hai Duong (https://dichvucong.haiduong.gov.vn).

¢) Thanh phan ho so:

- To khai dang ky lai khai sinh theo mau, trong d6 co cam doan cta nguoi
yéu cau vé viéc da nop du cac gidy to hién co (néu nguoi co yéu cau lya chon nop
hd so theo hinh thic truc tiép);

- Biéu mdu dién r twong tdc dang ky lai khai sinh, trong do co cam doan
cac thong tin cung cdp la diing sw that, kndng con bdn chinh Gidy khai sinh, da
ngp dii cac gidy to hién c6 va chju hoan toan trach nhiém truéc phap lugt vé
noi dung cam doan cua minh (do nguol yéu Cau cung cdp théng tin theo huong
dan trén Cong dich vu ¢éng néu nguoi c6 yéu cau lwa chon nép hé so theo hinh
thre tryc tuyén).

- Ngudi ¢6 yéu cau ding Ky lai khai sinh thuc hién viéc ndp/xuét trinh
(theo hinh thirc truc tiép) hodc tai 1én (theo hinh thirc truc tuyén) cac giay to
Sau.

* Gidy to phdi ngp:
- Ban sao toan bd ho so, gidy to cia nguoi yéu cau hoic hd 80, gidy to, tai
liéu khac trong d6 c6 thong tin lién quan dén nodi dung khai sinh, gom:

+ Ban sao Giay khai sinh do co quan c6 thim quyén cta Viét Nam cap
hop 18 (ban sao duoc chimg thuc tir ban chinh, ban sao duoc cap tir SO dang ky
khai sinh); Ban chinh hodc ban sao gidy to c6 gia tri thay thé Gidy khai sinh
duoc cap trude ndm 1945 ¢ mién Béc va trude nim 1975 ¢ mién Nam.

+ Truong hop nguoi yéu cau khong co glay to néu trén thi phai ngp ban
sao gidy to do co quan, to chirc 6 thim quyén cua Viét Nam cap hop 1& nhur:
G1ay ching minh nhan dan, The can cudc cong dan hoac HO chiéu; S6 ho khau,
S6 tam tra, gidy to ching minh vé noi cu tri; Bang tot nghiép, Glay ching
nhén, Chung chi, Hoc ba, hd so hoc tap do co quan co tham quyén cap hodc xac
nhan; gidy to khac c6 thong tin vé ho, chir dém, tén, ngay, thang, nam sinh cua
ca nhan.

Nguoi yéu cau dang ky khai sinh c6 trach nhiém nop day du ban sao cac
gidy to néu trén (néu co) va phai cam doan da ndp du cac gidy to minh co; chiu
trach nhiém, hé qua cia viéc cam doan khong dung su that.

- Truong hop nguoi yéu cau dang ky lai khai sinh 1a cén bo, cong chuec,
vién churc, nguoi dang cong tac trong luc lugng vii trang thi phdi c6 van ban xac


https://dichvucong.gov.vn/
https://dichvucong.---.gov.vn)/
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nhan cua Thu trudéng co quan, don vi vé viée nhitng nd1 dung khai sinh cua
nguoi do gém ho, chir dém, tén; gidi tinh; ngay, thang, nam sinh; dan tdc; quéc
tich; qué quan; quan hé cha - con, me¢ - con phu hop véi hd so do co quan, don
vi dang quan ly.

- Vin ban uy quyén theo quy dinh cta phéap luit trong truong hop uy
quyén thyuc hién viéc dang ky lai khai sinh. Truong hgp nguoi duge uy quyén 1a
ong, ba, cha, me, con, vo, chdng, anh, chi, em rudt cia ngudi iy quyén thi vin
ban ty quyén khong phai chimg thuec.

* Gidy tor phdi xudt trinh:

- Ho chiéu hodc Chimg minh nhan dan hodc Thé can cudc cong dan hoac
cac gidy to khac c6 dan anh va thong tin ca nhan do co quan ¢ tham quyen cp,
con gi tri sir dung dé ching minh vé nhan than cia nguoi co yéu cau dang ky
lai khai sinh. Truong hop cac thong tin ca nhan trong cac gidy to nay da co
trong CSDLQGVDC, CSDLHTDT, duoc hé théng dién tu dong thi khong phai
xuat trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thirc truc tuyén);

- Gidy to chimg minh noi cu trii. Truong hop cac thong tin vé gidy to ching
minh noi cu tra da co trong CSDLQGVDC, dugc dién tu dong thi khong phai
xuat trinh (theo hinh thtrc tryc ti€p) hodc tai 1én (theo hinh thurc truc tuyén).

Truong hop gui ho so qua hé thong buu chinh thi phai gui kém theo ban
sao ¢6 chirng thuc cc gidy to phai xuét trinh néu trén.

*Luuy

- Pbi voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp hd so theo hinh
thire truc ti€p:

+ i voi giéy t xuét trinh khi ding ky ho tich, ngudi tiép nhan co 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 xuat trinh, khong duoc yéu cau ndp
ban sao hodc ban chup gidy to do.

+ Ngudi yéu cau dang ky ho tich co thé ndp ban sao ching thyc tir ban
chinh hozc ban sao duoc cap tir s6 goc hogc ban chyp kem theo ban chinh gidy
to de d6i chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh
gidy to thi ngudi tiép nhan co trach nhi¢m kiém tra, di chiéu ban chup v0i ban
chinh va ky xac nhan, khong dugc yéu cau nguoi di dang ky ndp ban sao gidy to
do.

+ Ngudi tiép nhan c6 trach nhiém tiép nhan ding, di ho so ding ky ho
tich theo quy dinh cua phap luét ho tich, khong dugc yéu cau nguoi dang ky ho
tich nop thém gidy t& ma phap luat hd tich khong quy dinh phai ndp.

- Poi voi gidy to giti kém theo néu nguoi yéu cdau nép hé so theo hinh
thikc truec tuyén:

+ Ban chup cac glay to guri kém theo hé so dang ky lai khai sinh triec tuyén

phdi bdo dam ré nét, diy di, todn ven vé ndi dung, la ban chup bang may anh,
dién thoai hodc dwoc chup, dwoc quét bang thiét bi dién tir, tir gidy to dwoc cdp
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hop l¢, con gia tri sir dung; néu la gidy to do co quan co tham quyén nudc ngodi
cap thi phai dwoc hop phap hoa lanh sy, dich sang tiéng Viét theo quy dinh, trir
truong hop dwoc mién hop phap hoa lanh su.

+ Truong hop gidy to, tai lidu phdi giti kém trong ho so dang ky lai khai
sinh truc tuyen dd co ban sao dién tw hodac da co ban dién twr gidy to ho tich thi
nguoi yéu cau duoc su dung ban dién tur nay.

+ Khi dén co quan dang ky hé tich nhan két qua (Gidy khai sinh/ban sao
Giay khai sinh),nguoi cO yéu cdau dding kylai khai sinh phdi xudt trinh gidy to tuy
than, nép céc gidy to la thanh phan hé so déing ky lai khai sinh theo quy dinh phap
luat ho tich.

Truong hop ngudi cé yéu cau dang ky lai khai sinh khong cung cdp dwgc
gidy to néu trén theo quy dinh hodc gidy to nop, xuat trinh bi tay xoa, sia chira,

lam gid thi co quan dang ky hé tich c6 tham quyén hiy bo két qua ding ky lai
khai sinh.

- Truong hop cho phep nguoi yéu cau dang ky ho tich 1ap van ban cam doan

vé ndi dung yéu cau ding ky ho tich thi co quan dang ky ho tich phai giai thich 13

cho nguoi 1ap vin ban cam doan vé trach nhiém, hé qua phap 1y ciia viéc cam doan
khong dung su that.

Co quan dang ky h tich tir chéi gial quyét hodc dé nghi co quan c6 tham

quyén hay bo két qua dang ky ho tich, néu c6 co sé xac dinh ndi dung cam doan
khong dung su that.

d) S6 lwong hd so: 01 bg

d) Thoi han giai quyét: 05 ngay 1am viéc; trudng hop phai xac minh thi
thot han giai quyéet khong qua 25 ngay.

e) Poi twong thuc hién thi tuc hanh chinh: Ca nhan

g) Co quan thyc hign thi tuc hanh chinh: Co quan quan ly
CSDLQGVDC; Uy ban nhéan déan cap xa noi nguoi yéu cau dang ky lai khai
sinh da dang ky khai sinh trude day trong truong hop thyuc hién dang ky lai khai
sinh tai Uy ban nhan dan cap xa noi thuong trt; Co quan cong an c6 tham
quyen.

h) Co' quan phéi hop: Uy ban nhan dan cép xa noi ngudi yéu cau dang ky
lai khai sinh da dang ky khai sinh trudce déy trong truong hop thuc hién dang ky lai
khai sinh tai Uy ban nhan dan cap xa noi thuong tra.

i) Két qua thuc hién thii tuc hanh chinh: Gidy khai sinh (ban chinh); ban
sao Giay khai sinh (trueong hop yéu cau cap ban sao Giay khai sinh).

k) Lé phi:

- 5000 dong/lan.

- Mién I¢ phi cho ngudi thudce gia dinh c6 cong voi cach mang; nguoi thude
ho nghéo; nguoi khuyet tat.

- Phi c4p ban sao Gidy khai sinh (néu c6 yéu cau): 8.000dong/ban sao.
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) Miu don, mau to khai:
To khai dang ky lai khai sinh
+ To khai dang ky lai khai sinh (néu nop hd so theo hinh thirc truc tiép);

+ Biéu md~Lf dién tur twong tac dang ky lai khai sinh (néu ngp hé so theo
hinh thzzc tryc tuyen).

m) Yéu cau, diéu kién thuc 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.

- Nguoi ¢6 yéu cau con song tai thoi diém yéu cau ding ky lai.

n) Can cw phap ly:

- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/NB-CP ngay 15/11/2015 cua Chinh pha quy dinh
chi tiet mot so dicu va bién phap thi hanh Luat Ho tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phi quy dinh vé
Co so dir lieu hé tich dién e, dang ky ho tich truc tuyen;

- Thong tu sO 04/2020/TT-BTP ngay 28/5/2020 cua Bo Tu phap quy dinh
chi tiet thi hanh mot so diéu cua Luat Ho tich,va Nghj djph so 123/2015/Nb-CP
ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mét so dieu va bién phap thi hanh
Luat Ho tich;

- Thong tw séi 01/2022/TT-BTP ngay 04/01/2022 cua Bg Tuw phdp quy
dinh chi tiet mgt so dieu va bi¢n phap thi hanh Ngh; dinh so 87/2020/ND-
CP ngay 28/7/2020 cua Chinh phu quy dinh ve Co so dit ligu ho tich dien tu,
dang ky h¢ tich truc tuyen;

- Thong tu sO 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh quy
dinh muc thu, che d6 thu, nop, quan Iy va st dung phi khai thac, st dung thong tin
trong co s dir liéu ho tich, phj xac nhan cé quoc tich Viét Nam, phi xac nhan la
nguoi goc Viét Nam, I€ phi quoc tich;

- Thong tur sO 85/2019/TT-BTC ngay 29/11/2019 cua B¢ Tai chinh hudéng
dan ve phi va I¢ phi thuoc tham quyen quyet dinh cua Hoi dong nhan dan tinh,
thanh pho truc thuéc Trung wong;

- Thong twr sd 106/2021/TT-BTC ngay 26/11/2021 cua B¢ Tai chinh sua
doi, bé sung mét so diéu ciia Thong tu so 85/2019/TT-BTC ngay 29/11/2019

cua Bg Tai chinh hwéng ddn vé phi va I¢ phi thuge thdm quyén quyét dinh cua
Héi dong nhan dan tinh, thanh phé truc thuge Trung wong.

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 ctia Hoi dong nhén
dan tinh Hai Duong ban hanh Quy dinh muc thu, ché d¢ thu, ndp, quan ly va st
dung phi, I€ phi trén dia ban tinh Hai Duong.


http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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Pé nghico quan ding ky lai khai sinh cho nguoi ¢é tén duéi day:

HOQ, CNTE @M, T8N . b b eneas
Ngay, thang, nam sinh: .........cccoccevviiiiinniiennieee, ghi DANG ChT: oo,

Ho, chir dém, tEN nguwoi Cha:..........cooiiiie e
Nam sinh: © ..o, DAN toC:......ccvvenee. QUAC TN oo

Da dang ky khai Sinh tai:®) ...
Gidy khai sinh s6:7 ... ,quyénsé ... Ngay .../ ... T
T6i cam doan nhirng noi dung khai trén day 1a dung su that va da nop du céc gidy to hiénco.
T6i chiu trdch nhiém trudc phap luat ve viéc cam doan ctia minh.
Lamtai: ....................... , NQAY........... thang......... HAM ..o
Ngudi yéu cau
(Ky, ghi r6 ho, chi dém, tén)
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Chd thich:

(Ghi rd tén co quan ding ky lai khai sinh

@ Ghi theo noi dang ky thuong trd; néu khong c6 noi ding ky thuong trd thi ghi theo
noi dang ky tam tra; truong hop khong c6 noi dang ky thuong tra va noi dang ky tam trd thi
ghi theo noidang sinh song.

~ © Ghi thong tin vé gidy to tly than cua nguoi di dang ky, ghi ré so, co quan cap, ngay
cap ho chiéu, chung minh nhan dan hoac giay to hop 1€ thay the (Vi du: Chirng minh nhan
dan s6 001089123 do Céng an thanh pho Ha Noi cap ngay 20/10/2004).

@ Truong hop sinh tai co s¢' y té thi ghi rd tén cosoy té va dia chi co s y té do; truong
hop sinh ra ngoai co so Yy te thi ghi dia danh cua 03 cap hanh chinh (xa, huyén, tinh) noi sinh
ra; truong hop khong r6 noi sinh day du thi chi ghi dia danh hanh chinh cap tinh.

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

®) Ghi tén co quan da dang ky khai sinh trudc day.

() Chi khai trong truong hop biét rd.
®Pé nghi danh dau X vao dnéu co yéu cau cap ban sao va ghi rd sb lugng.
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14. Thi tuc diing ky khai sinh cho nguwoi da cé ho so, gidy to ca nhan
a) Trinh tw thuc hién

- Néu lya chon hinh thiic ndp hd so truc tiép, nguoi ¢d yéu cau dang ky khai
sinh nop ho so dang ky khai sinh tai Bo phan mot cira cua UBND cp xa ¢6 tham
quyen nop 1€ phi neu thuge truong hop phai ndp I€ phi dang ky khai sinh; nop phi
cap ban sao Gidy khai sinh néu c6 yéu cau cap ban sao Gidy khai sinh.

- Néu lya chon hinh thitc nép hé so truc tuyén, nguoi €O yeu cau ding ky
khai sinh truy cdp Céng dich vu cdng qudc gia hogc Céng dich vu cong cap
tinh, dang ky tai khoan (Néu chwa cé tai khodn), xac thuc nguoi dung theo
hwéng dan, diang nhdp vao hé thong, xdc dinh ding Uy ban nhan dan cap xa co
tham quyén.

Nguoi ¢O yéu cau dang ky khai sinh truc tuyén cung cap théng tin theo
biéu mdu dién tir twong tac dang ky khai sinh (cung cap trén Cong dich vu cng),
dinh kém ban chup hodc ban sao dién tir cac gidy to, tai liéu theo quy dinh; ngp
phi, 1é phi théng qua chitc ndang thanh todn truc tuyén hodgc bang cach thirc
khac theo quy dinh phép ludt, hoan tat viéc nép hé so.

- Cén bo tiép nhan ho so tai Bo phan mot cira ¢d trach nhiém kiém tra
tinh chinh xac, day du, thong nhat, hop I¢ cua ho so.

(i) Truong hop hd SO day du, hop I¢ thi tlep nhan hd so, ¢6 Phiéu hen, tra
két qua cho ngudi 6 yéu cau (neu nguoi co yéu cau lya chon hinh thirc nop hd so
truc tiép) hoic gui ngay Phiéu hen, trd két qud qua thuw dién Tt hogc guri tin
nhan hen tra két qud qua dién thoai di déng cho nguoi 0 yeu cau (neu nguoi co
yéu cau lya chon hinh thizc ngp hé so triec tuyén), dong thoi chuyén hd so dé
cong chuc lam cong tac ho tich xu ly.

- Sau khi tiép nhdn hé so theo hinh thirc nép truc tiép, can bé tiép nhdn
hé so tai Bé phdn mét cira thyc hién sé hda (sao chup, chuyén thanh tai ligu
dién tir trén hé thong théng tin, co so dir liéu) va ky sé vao tai liéu, ho so gidi
quyét thii tuc hanh chinh da dwoc 6 héa theo quy dinh.

(i) Truong hop ho so chua day du, hop 1€ thi c6 thong bao cho ngudi yéu
cau bd sung, hoan thién hd so, néu rd loai gidy to, ndi dung can bd sung dé
ngudi ¢4 yéu cau bd sung, hoan thién. Sau khi hd so dugc b sung, thuc hién lai
budc (i):

(iii) Truong hop nguoi c6 yéu cau dang ky khai sinh khong bo sung, hoan
thién dugc hd so thi bao cdo Truong bo phan mot cira c6 thong bao tir chéi giai
quyét yéu cau diang ky khai sinh.

- Cong chtre tur phap - ho tich tham tra hd so (tham tra tinh thdng nhat, hop
& cua céc théng tin trong hd so, gidy to, tai liéu do nguoi Yéu cau nop, xuat trinh
hodc dinh kém).

~ + Truong hop ho so can bo sung, hoan thién hodc khong du diéu kién giai
quyet, phai tir choi thi gui thong bao ve tinh trang ho so téi Bo phén ti€p nhéan
ho so dé thong bao cho ngudi nop ho so — thuc hién lai budc (ii) hoac (iii);
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+ Truong hop can phai kiém tra, x4 minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chire 1am cong tac
ho tich 1ap Phiéu xin 18i 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 cO yéu cau (neu ngu’O’I c6 yéu cau lya chon hinh thac nop hé so truc tiép),
hoac gi+i Phiéu xin 13i va hen lgi ngay tra két qud qua thuw dién tir hogc guri tin
nhan qua dién thogi di déng cho nguoi ¢ yéu cau (Néu nguwoi b yéu cau lya
chon hinh thizc ngp hé so truc tuyén).

Trong truong hop can thiét, cdng chirc tu phéap - ho tich béo céo Chu tich
Uy ban nhan dan cap xa c6 van ban dé nghi Uy ban nhan dan cap x4 noi cu tra
trude ddy clia ngudi Yéu cau ding ky khai sinh dé kiém tra, xac minh vé viéc
dang ky khai sinh va viéc luu giit $6 ho tich.

Sau khi nhan dugc vin ban dé nghi, Uy ban nhan dan cap xa noi nguoi
yéu cau ding ky khai sinh cu tra truge day tién hanh kiém tra, xac minh va tra
loi bang van ban vé viéc nguoi yéu cau di duoc dang ky khai sinh hay chua
duoc ding ky khai sinh; viéc con luu git hodc khong luu gilt dugc s6 ho tich.

Truong hop gidy to cia ngudi yéu cau dang ky khai sinh khong c6 thong
tin ching minh quan hé cha, me, con thi co quan dang ky ho tich ¢6 vin ban dé
nghi co quan cong an ¢ tham quyén xac minh. Trudng hop co quan cong an tra
loi khong c6 thong tin thi co quan dang ky ho tich cho nguoi yéu cau ding ky
khai sinh 1ap van ban cam doan vé théng tin cua cha, me va xac dinh ndi dung
khai sinh theo van ban cam doan.

+ Sau khi nhan duoc két qua xac minh hoac sau thoi han 20 ngay ké tir ngay
gui van ban yéu cau xac minh ma khdng nhan dugc van ban tra loi, néu thay ho so
day du, hop 1¢, ding quy dinh, truong hop tiép nhan ho so dang ky khai sinh theo
hinh thuc tryc tiép, thi cdng chire tu phap - ho tich thuc hién viéc ghi vao S6 dang
ky khai sinh, cap nhat thong tin ding ky khai sinh va lIuu chinh thuc trén Phan
mém ding ky, quan ly ho tich dién tr diing chung.

Trwong hop tiép nhan ho so dang ky khai sinh theo hinh thic truc tuyén,
cong chuze o phap - ho tich gui lai bieu mau Giay khai sinh dién tur voi thong tin
day du cho nguoi Yéu cau qua thu dién tur hoac thiet bi so.

Nguoi yeu Cd‘u~cé trach nhiem Kiém tra tinh chinh xdc, day di cua cac
thong tin trén biéu mau Giay khai sinh dién tur va Xac nhgn (toi da mét ngay).

Néu nguoi ¢6 yéu cau xac nhdn thong tin di thong nhat, day dii hogc
khdng c6 phan hoi sau thoi han yéu cau thi cong chize e phap - hg tichthuc hign
viéc ghi ngi dung vao So dang ky khai sinh, cap nhdt thong tin dang ky khai sinh va
lwu chinh thuc trén Phan mém dang ky, quan ly hé tich dién tir dung chung.

- Cong chirc tu phap - ho tich in Gidy khai sinh, trinh Lanh dao UBND ky,
chuyén t6i Bo phan mot cira dé tra két qua cho ngudi c6 yéu cau.

- Nguoi co yéu cau dang ky khai sinh lglem tra thong tin trén Giay khai sinh,
trong SO dang ky khai sinh va ky tén vao S0 dang ky khai sinh, nhan Giay khai
sinh.
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b) Céch thwrc thuc hién:

Ngudi co yéu cau ding ky khai sinh tryc tiép thuc hién hodc uy quyen
cho nguoi khac thyuc hién nop hd so tryc tiép tai Bo phan mot ctra cia UBND cap
xa hodc giri hd so qua hé théng buu chinh hodc ndp hé so truec tuyén trén Cong
dich vu céng quoc gia (https://dichvucong.qov.vn) hodc Cong dich vu céng tinh Hai
Duong (https://dichvucong.haiduong.gov.vn).

¢) Thanh phan ho so:

- T khai dang ky khai sinh theo mau (néu ngudi ¢ yéu cau lya chon nop
ho so theo hinh thuac tryc tuyen);

- Biéu mdu dién tir twong tac dang ky khai sinh (do nguoi yéu Cau cung
Cdp théng tin theo hwrong ddn trén Cong dich vu cong néu nguoi ¢ yéu cau lya
chon nép hé so theo hinh thirc tryc tuyén).

- Nguoi ¢ yéu cau dang ky khai sinh thyc hién vige nc}p/xpét trinh (theo
hinh thirc tryc tiép) hoac tai 1én (theo hinh thirc truc tuyén) cac giay to sau:

* Gidy to phdi ngp:
- Van ban cam doan ctia ngudi yéu ciu vé viéc chua duoc ding ky khai
sinh.

- Ban sao toan bd ho so, gidy to cla nguoi yéu cau hoic ho so, glay to, tai
liéu khac trong d6 c6 thong tin lién quan dén ndi dung khai sinh, gom: Glay
ching minh nhan dan, Thé can cudc cong dan hoac Ho chiéu; S6 ho khau, S6
tam tra, gidy to chimg minh vé noi cu tri; Bang tot nghiép, G1ay ching nhan,
Ching chi, Hoc ba, Hb so hoc tap do co quan co tham quyén cdp hodc xac
nhan; glay td khéc co6 thong tin vé ho, chlt dém, tén, ngay, thang, nam sinh ctia
ca nhan.

Nguoi yéu cau dang ky khai sinh ¢6 trach nhiém ndp day du ban sao cac
gidy to néu trén (néu co) va phai cam doan da ndp du cac giay to minh co; chiu
trach nhiém, hé qua cia viéc cam doan khong dung su that.

- Trudng hop nguoi yéu cau dang ky khai sinh 1 can bd, cong chirc, vién
chtc, nguoi dang cong tac trong luc lugng vii trang thi phdi c6 van ban xéc
nhan cua Thu trudng co quan, don vi vé viée nhitng nd1 dung khai sinh cua
nguoi do gém ho, chir dém, tén; gidi tinh; ngay, thang, nam sinh; dan tdc; quéc
tich; qué quan; quan hé cha - con, me¢ - con phu hop véi hd so do co quan, don
vi dang quan ly.

- Vin ban 0y quyén theo quy dinh cua phap luat trong trudng hop uy
quyén thuc hién viéc ding ky khai sinh. Truong hop nguoi duge uy quyén la
ong, ba, cha, me, con, vo, chong, anh, chi, em rudt ciia ngudi Gy quyén thi vin
ban iy quyén khong phai chimg thuec.

* Gidy tor phdi xudt trinh:

- Ho chiéu hodc Chimg minh nhan dan hodc Thé cin cudc cong dan hodc
cac gidy to khac c6 dan anh va thong tin ca nhan do co quan ¢ tham quyen cp,
con gia tri st dung dé ching minh vé nhan than cua nguoi c6 yéu cau dang ky


https://dichvucong.gov.vn/
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101

khai sinh. Truong hop céc thong tin cd nhén trong céc gidy to nay da co trong
CSDLQGVDC, CSDLHTPDT, dugc hé théng dién tu dong thi khong phai Xuét
trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thirc truc tuyén);

- Gidy to chitng minh noi cu tra dé xac dinh tham quyén dang ky khai sinh.
Truong hop cac théng tin vé gidy to chimg minh noi cu tra d3 co trong
CSDLQGVDC, duge dién tu dong thi khéng phai xuit trinh (theo hinh thic
tryc tiép) hodc tai 1én (theo hinh thirc truc tuyén).

Truong hop gui ho so qua hé thong buu chinh thi phai gui kém theo ban
sao ¢6 chirng thuc cc gidy to phai xuét trinh néu trén.

*Luuy

- D01 voi giay to ndp, xuat trinh néu nguoi yéu cau ndp hod so theo hinh
thire truc ti€p:

+ Pbi véi giéy t xuét trinh khi ding ky ho tich, ngudi tiép nhan c6 trach
nhiém kiém tra, d6i chiéu vi 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.

+ Ngudi yéu cau dang ky ho tich c6 thé nop ban sao ching thuc tir ban
chinh hodc ban sao dugc cap tir s6 gbc hodc ban chup kem theo ban chinh gidy
t& dé d6i chiéu. Trudong 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 voi ban
chinh va ky xac nhan, khong dugc yéu cau nguoi di ding ky nop ban sao gidy to
do.

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

- Poi véi gidy to giri kém theo néu nguwoi yéu cdau ndp ho so theo hinh
thire triee tuyén:

+ Ban chup cac gldy 1o guii kem theo ho so ding ky khai sinh tric tuyén
phdi bdo dam ré nét, ddy di, toan ven vé ngi dung, la ban chup bang may anh,
dién thoai hoac dwoc chup, dwoc quét bang thiét bi dién nr, tir giay to dugc cap
hop ¢, con gia tri su dung; néu la gidy to do co quan co tham quyén nuée ngodi
cap thi phai dwoc hop phdp hoa lanh sy, dich sang tiéng Viét theo quy dinh, trir
truong hop dwoc mién hop phap hoa lanh su.

+ T mo’ng hop gidy to, tdi liéu phdi gm kem trong ho so dang ky khai sinh
tryc tuyen dd c6 ban sao dién tir hodc dd c6 ban dién tir gidy to hé tich thi ngueoi
yéu cau dwoc s dung ban dién tir nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Gzay khai sinh/ban sao
Giay khai sinh), nguoi co yeu cau dang ky khai sinh phai xudt trinh gidy to tup
thén, nép cdc gidy to la thanh phdn hé so dang ky khai sinh theo quy dinh phdp
luat ho tich.

Trueong hop ngudi yéu cau dang ky khai sinh khéng cung cdp dwoc gidy
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10 néu trén theo quy dinh hodc gidy to ndp, xudt trinh bi tdy xéa, sira chita, lam
gia thi co quan dang ky ho tich co tham quyén huy bo két qua dang ky khai sinh.

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

_Co quan dang ky ho tich tur chéi giai quyét hoidc dé& nghi co quan c6 tham
quyén huy bé két qua dang ky ho tich, néu c6 co s¢ xac dinh ndi dung cam doan
khong dung su that.

d) S6 lwong hd so: 01 bg

d) Thoi han giai quyét: 05 ngay 1am viéc; truong hop phai xac minh thi
thot han giai quyéet khong qua 25 ngay.

e) Péi twong thuc hién thi tuc hanh chinh: Ca nhan

g) Co' quan thyc hién thi tuc hanh chinh: Uy ban nhan dan cap xa noi
nguoi yéu cau cu tru.

h) Co' quan phéi hgp: Co quan quan Iy CSDLQGVDC,Uy ban nhan dén
cap xa noi ngu’orl yéu cau dang ky khai sinh cu tri trude day; Co quan cong an
c6 tham quyén.

) Két qua thuc hién thi tuc hanh chinh: Giéy’ khai sinh (ban chinh), ban
sao Giay khai sinh(trueong hop yéu cau cap ban sao Giay khai sinh).

k) Lé phi:

- 5000 dong/lan. Mién I phi cho ngudi thude gia dinh c6 cong véi cach
mang; nguoi thudc ho nghéo; nguoi khuyeét tat.

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

) Mau dom, miu to khai:

+ To khai dang ky khai sinh (néu nop ho so theo hinh thic tryuc tiép);

+ Biéu’ Mau dién tr twong tdc ding ky khai sinh (néu ngp hé so theo hinh
thuc tryc tuyen).

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

Cong dan Viét Nam cu tra tropg nudc, sinh trudc ngay 01/01/2016, chua
dugc dang ky khai sinh, ¢6 ho so, gidy to ca nhan (ban chinh hodc ban sao dugc

chimg thuc hop 1€) nhu: glay to tuy than; S6 ho khau S6 tam tra; gidy to khac
do co quan nha nuée c6 tham quyén cua Viét Nam cap.

n) Can cir phap ly:
- Luat Ho tich ndm 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh
chi tiet mot so dieu va bién phap thi hanh Luat Ho tich;

- Nghi dinh sé 87/2020/NB-CP ngay 28/7/2020 cia Chinh phu quy dinh vé


http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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Co sé dir ligu hg tich dién tir, dding ky hé tich truc tuyen;

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

- Théng tw sé6 01/2022/TT-BTP ngay 04/01/2022 cua Bé Tir phdp quy
dinh chi tiét mét sé diéu va bién phap thi hanh Ngh;i dinh sé 87/2020/NP-
CP ngay 28/7/2020 cia Chinh phi quy dinh vé Co sé di# liéu hé tich dién tit,
ddang ky hé tich tryc tuyeén;

- Théng tu sé 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh quy
dinh mic thu, ché do thu, nop, quan Iy va sir dung phi khai thac, sir dung théng tin
trong co s& dit lieu ho tich, phi xac nhan c6 qudc tich Viét Nam, phi xac nhan 13
ngudi gbc Viét Nam, Ié phi quoc tich;

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

- Théng tw s6 106/2021/TT-BTC ngay 26/11/2021 cia Bé Tai chinh sia
doi, bé sung mét so diéu cia Thong tw so6 85/2019/TT-BTC ngay 29/11/2019
cua Bé Tai chinh hwdng dan vé phi va 1é phi thugc tham quyén quyét dinh cua
Héi dong nhan dan tinh, thanh phé truc thuge Trung wong

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 caa Hoi déng nhan
dan tinh Hai Dwong ban hanh Quy dinh mac thu, ché d6 thu, nop, quan Iy va st
dung phi, 1€ phi trén dia ban tinh Hai Duong
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc l1ap - Tw do - Hanh phuc

TO KHAI DPANG KY KHAI SINH
KINN QI @) e

Ho, Chit dém, tBN MUOT YBU CAU ........c.oeeeeeeeceeeeeeeeee e ee e ee st en st

Quan hé vai nguoi dugC KNal SINN: .o
Pé nghico quan d:ing ky khai sinh cho nguoi dudi day:

o o T 11 s (] TR (=T o SRS
Ngay, thang, nam sinh: ..........cccoeevevieiiie e, ghi baNg ChTE: ..o

Ho, Chilt d@m, T8N MGUOTIME: .......oioiiiooo s
NEM ST G DAN tOC: . v, QUAC tiCh: oo
INOT CU TP ettt sttt et e et e bt et e st e et e st e et e st e se et et e st ateebestesbesbestees
Ho, Chit d€m, tBN M@WOT CHAI ..o
NEM ST G DAN tOC:vvveeeiriennn. QUAC tich: v,
INOT CU TP ettt sttt et e et e bt et e st e et e st e st e st e st et e st e st areebestesbestestees
T6i cam doan ndi dung dé& nghi ding ky khai sinh trén day 1a ding sy that, duoc su thoa
thuan nhat tri cua 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: ........................ , NQAY........... thang......... RAM oo,

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

SO lugng:....... ban
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Chu thich:

(Ghi rd tén co quan ding ky khai sinh.

@Ghi theo noi ding ky thuong trd; néu khéng co noi ding ky thuong trd 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 noidang sinh sng.

@) Ghi thdng tin vé gidy to tly than cua nguoi di ding ky, ghi rd s, co quan cip, ngay
cap ho chiéu, chang minh nhan dan hoic gidy to hop 18 thay thé (Vi du: Ching minh nhan
dan s6 001089123 do Cong an thanh phd Ha Noi cap ngay 20/10/2014).

@ Trudng hop sinh tai co sé y té thi ghi rd tén co sd'y téva dia chi tru s6 co sy té do.

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

Pinh, Ha Noi
- Tramy té xa Pinh Bang, huyén Tir Son, tinh Bac Ninh.

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

Vi dy: xa Binh Bang, huyén Tir Son, tinh Bac Ninh.

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

©®)Pé& nghi danh dau X vao 6 néu ¢ yéu cau cap ban sao va ghi rd sé luong..
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15. Thi tuc diing ky lai két hon
a) Trinh tw thuc hién

- Néu lIya chon hinh thirc nop hd so truc tiép, nguoi c6 yéu cau dang ky lai
ket hdn nop ho so dang ky lai ket hon tai Bo phan mot cira cua UBND cap xa co
tham quyén; nop 1€ phi néu thudc truong hop phai nop 1€ phi dang ky lai két hon.

- Néu lya chon hinh thitc nép hé so truc tuyén, nguoi €O yeu cau ding ky
lai két hodn truy cdp Cong dich vu cdng qudc gia hogc Cong dich vu cdng cap
tinh, dang ky tai khoan (Néu chwa cé tai khodn), xac thuc nguoi dung theo
hwong dan ddng nhdp vao hé thong, xdc dinh diing Uy ban nhan dan cdp xa co
tham quyen.

Nguoi €0 yéu cau ddang ky lai két hon truc tuyén cung cap thdng tin theo
biéu mdu dién t twong tic ding ky lai két hdn (cung Cap trén Cong dich vu
cong), dinh kém bdn chup hodc bdn sao dién tir cac gidy to, tai liéu theo quy
dinh; ngp phi, 1é phi thong qua chirc ndng thanh todn truc tuyén hodgc bang
cach thize khdc theo quy dinh phap ludt, hoan tdt viéc nép ho so.

- Cén bo tiép nhan ho so tai Bo phan mot cira ¢d trach nhiém kiém tra
tinh chinh xac, day du, thong nhat, hop 1€ cia ho so.

(i) Truong hop hd SO day du, hop I¢ thi tlep nhan hd so, c6 Phiéu hen, tra
két qua cho ngudi 6 yéu cau (neu nguoi co yéu cau lya chon hinh thirc nop hd so
truc tiép) hoic gui ngay Phiéu hen, trd két qud qua thw dién Tt hogce guri tin
nhan hen tra két qud qua dién thoai di déng cho nguoi 0 yeu cau (neu nguoi co
yéu cau lya chon hinh thizc ngp hé so triec tuyén), dong thoi chuyén hd so dé
cong chuc lam cdng tac ho tich xu ly.

- Sau khi tiép nhan ho so theo hinh thirc ngp truc tiep, can b tiép nhan
ho so tai Bo phdn, m¢t cuia thuc hién so hoa (sao chup, chuyén thanh‘ tai ligu
dign tur trén h¢ thong thong tin, co so dir lieu) va ky so vao tai liu, ho so giai
quyét thu tuc hanh chinh da dwoc S6 hoa theo quy dinh.

(i) Truong hop ho so chua day du, hop € thi c6 thong bao cho ngudi yéu
cau bo sung, hoan thién ho so, néu ro loai giay to, ndi dung can bo sung dé
ngudi ¢O yéu cau bo sung, hoan thién. Sau khi ho so dugc bo sung, thuc hién lai
budc (i);

(iiii) Néu ngudi ¢6 yéu cau dang ky lai két hon khdng bo sung, hoan thién
dugc ho so thi bao cdo Truong bo phan tiép nhan ho so ¢6 van ban tir choi giai
quyét yéu cau dang ky lai ket hon.

- Cong chire tur phap - ho tich tham tra ho so (tham tra tinh thong nhat, hop
I¢ cua cac théng tin trong ho so, giay to, tai liéu do nguoi yéu cau nop, xuat trinh
hoic dinh kém).

~ + Truong hop ho so can bo sung, hoan thién hodc khong du diéu kién giai
quyet, phai tir choi thi gui thdng bao ve tinh trang ho so t6i Bo phan mot cura dé

thdng b&o cho nguoi nop ho so — thuc hién lai budce (i) hoac (iii);
+ Truong hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan
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khac ma khong thé tra két qua ding thoi gian da hen thi cong chire 1am cong tac
ho tich 1ap Phiéu xin 15i va hen lai ngay tra két qud, trong do néu rd 1y do chdm
tra két qUa va thoi gian hen tra két qua, chuyén Bo phan mot cta dé tra cho
ngudi cO yéu cau (neu ngudi ¢6 yéu cau lya chon hinh thirc nép hd so truc tiép),
hoac gii Phiéu xin 13i va hen lgi ngay tra két qud qua thu dién tir hogc guri tin
nhan qua dién thogi di déng cho nguoi ¢ yéu cau (Néu nguoi ¢ yéu cau lya
chon hinh thizc ngp hé so truc tuyén).

Truong hop viéc dang ky lai két hon thuc hién tai Uy ban nhan dan cap
x& khdng phai noi da dang ky két hon trude day thi cong chic tu phéap - ho tich
b4o cdo Chu tich Uy ban nhan dén c6 van ban dé nghi Uy ban nhan dan noi
dang ky két hon trude day kiém tra, Xac minh vé viéc luu gitt s6 ho tich tai dia
phuong.

Sau khi nhan duogc van ban dé nghi, Uy ban nhan dan noi da dang ky két
hon trude day tien hanh kiém tra, xac minh va tra lo1 bang van ban vé viéc con
luu gitr hoac khong luu gitr dugc So ho tich.

+ Sau khi nhan duoc két qua xac minh vé viéc khong con luu giit duoc S6
ho tich tai noi da dang ky két hon hodc sau thoi han 20 ngay ké tir ngay gui vin
ban yéu cau xac minh ma khéng nhan duogc vian ban tra 1oi, néu thay ho so day du,
hop 18, diing quy dinh, truong hop tiép nhan hd so dang ky lai két hon theo hinh
thirc tryc tiép, thi cdng chire tu phép - 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
dang ky, quan ly h¢ tich dién tir dung chung.

Trurong hop tiep nhan hé so déing ky lai ket hon theo hinh thic truc tuyén,
cong chire ar phdp - ho tich gui lai bieu mau Giay chung nhan ket hon dign tir
Voi thong tin day du cho nguol Yéu Cau qua thu dién tur hogc thiét by so.

Nguoi yéu cau co trach nhiém kiém tra tinh chinh xdc, day di cua Cac
thdng tin trén biéu mau Gidy chiing nhdn két hén dién tir va xac nhdn (t6i da mét
ngay).

Néu nguoi ¢d yéu cau xac nhan thong tin da thong nhat, day du hoic
khong c6 phan hdi sau thoi han yéu cau thi cong chie tu phép - ho tich thuc hién
viéc ghi vao S6 dang ky két hdn, cap nhat thong tin dang ky lai két hon va luu
chinh thic trén Phan mém dang ky, quan Iy ho tich dién tr ding chung.

- Cong chire tu phap - ho tich in Gidy chiing nhan két hon, trinh Lanh dao
UBND Ky, chuyén tgi Bo phan mét cira dé tra két qua cho ngudi ¢6 yéu cau.

- Nguoi ¢6 yéu cau dang ky lai két hon (hai bén nam, nit phai c6 mit, xuat
trinh gidy to tuy than dé dbi chiéu) kiém tra théng tin trén Gidy ching nhan két
hon, trong So dang ky két hon, va ky tén vao So dang ky két hon, ky tén vao Giay
chang nhan két hon, mdi bén nam, nit nhan 01 ban chinh Gidy chiing nhan két
hon.

b) Céch thwrc thuc hién:

Ngudi cd yéu cau dang ky lai két hon thuc hién ndp ho so truc tiép tai Bo
phan mot ctra cua UBND cap xa hodc nop ho so truc tuyen trén Cong dich vu cong
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quoc gia (https://dichvucong.gov.vn) hodc Cong dich vu cong tinh Hai Dwong
(https://dichvucong.haiduong.gov.vn)(bén nam hodc bén nit ¢6 thé ndp ho so ma
Khong can c¢6 van ban tty quyén cta bén con lai).

¢) Thanh phén hé so:

- Tokhai dang ky lai két hdn theo mAu (néu nguoi ¢ yéu cau lya chon nop
ho so theo hinh thirc truc tiep);

- Biéu mau dién ti twong tdc ding ky lai két hén, trong dé c6 cam doan
cac thong tin cung cdp la diing sur that, khéng con ban chinh Gidy ching nhdn
ket hon, da ngp di cAc gidy to hién ¢6 va chiu hoan toan trach nhi¢m mrudc
phap ludt vé néi dung cam doan cua minh (do nguoi yéu Cau cung cap thong tin
theo huong ddn trén Cong dich vu cong néu nguoi c6 yéu cau lira chon nép hé so
theo hinh thizc tryc tuyen).

- Nguoi c0 yéu cau dang Ky lai két hon thuc hién vige nc}p/guét trinh (theo
hinh thirc tryc tiép) hoac tai 1én (theo hinh thirc truc tuyén) cac giay to sau:

* Gidy to phdi ngp:

- Ban sao Gidy chang nhan két hon duoc cap truée day. Néu khong co
ban sao Giay chung nhan két hon thi np ban sao ho so, gidy to ca nhan co cac
thong tin lién quan den ndi dung dang ky ket hon.

* Gidy tor phdi xudt trinh:

- Ho chiéu hodc Chimg minh nhan dan hodc Thé can cudc cong dan hodc
cac gidy to khac c6 dan anh va thong tin ca nhan do co quan co tham quyen cép,
con gia tri str dung dé ching minh vé nhén than cta ca hai bén 0 yéu cau dang
ky lai két hon. Truong hop cac théng tin ca nhan trong cac gidy to nay da co
trong CSDLQGVDC, CSDLHTDT, duogc h¢ thong dién tu dong thi khc}ng phai
xuat trinh (theo hinh thirc truc ti€p) hoac tai 1€n (theo hinh thirc truc tuyén);

- Gidy to chimg minh noi cu tra dé xac dinh tham quyén néu viéc ding ky
lai két hon thuc hién tai Uy ban nhan dan cap xa khong phai la noi dang ky két
hén trude day. Truong hop cac thong tin vé gidy to chimg minh noi cu tra déd c6
trong CSDLQGVDC, dugc dién tu dong thi khong phai xuat trinh (theo hinh
thire truc tiép) hodc tai 1én (theo hinh thire truc tuyén).

* Luuy

- B61 voi giay to ndp, xuat trinh néu nguoi yéu cau ndp hd so theo hinh
thire truc ti€p:

+ Pbi voi giéy t& xuat trinh khi ding ky ho tich, nguoi tiép nhan co 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 xut trinh, khong dugc yéu cau ndp
ban sao hodc ban chup gidy to do.

+ Ngudi yéu cau dang ky ho tich co thé nop ban sao chung thuc tir ban
chinh hoic ban sao dugc cap tir s6 gdc hodc ban chup kem theo ban chinh gidy
t& dé d6i chiéu. Trudng hop ngudi yéu ciu ndp ban chup kém theo ban chinh
gidy to thi ngudi tiép nhan co trach nhiém kiém tra, ddi chiéu ban chup véi ban


https://dichvucong.gov.vn/
https://dichvucong.---.gov.vn)/
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chinh va ky xac nhan, khong dugc yéu cau nguoi di ding ky ndp ban sao gidy to
do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan ding, du ho so diang ky ho
tich theo quy dinh cua phap luét ho tich, khong dugc yéu cau nguoi dang ky ho
tich ndp thém giay to ma phap luat ho tich khong quy dinh phai ndp.

- Poi Vo gidy to giri kém theo néu nguoi yéu cau nép hé so theo hinh
thiec truc tuyén:

+ Ban chup cac gzay to gui kem theo hé so dang ky lai két hon truc tuyén
phdi bdo dam ré nét, diy di, todn ven vé ndi dung, la ban chup bang may anh,
dién thoai hoac dwoc chup, dirgc quét bang thiét bi dién tr, tir gidy to dugc cdp
hop 1, con gia tri su dung; néu la gidy to do co quan co tham quyén medc ngodi
cdp thi phai dwoc hgp phdp héa lanh su, dich sang tiéng Viét theo quy dinh, tru
truong hop dwoc mién hop phap hoa lanh su.

+ Truong hop gidy 1o, tai liéu phdi gii kém trong ho so dang ky lai két hon
truc tb‘tyén da co ban sao dién tir hodac da co ban dién twr giay to ho tich thi nguoi
yéu cau dwoc st dung ban dién tir nay.

+ Khi den co quan dang ky h¢ tich nhan ket Qqua (Gidy chizng nhdn két hon),
nguoi co yeu cau déing kylai két hon xudt trinh gidy tor tuy than, ndp cac gidy to 1a
thanh phan hé so déng ky lai két hdn theo quy dinh phap ludt hé tich.

Truong hop nguoi yéu cau ddang ky lai két hon khong cung cdp dirot gidy
to néu trén quy dinh hogc giay to- ngp, Xuat trinh bi tay xoa, sua chira, lam gia
thi co quan dang ky hé tich ¢6 tham quyén huy bo két qua dang ky lai ket hén.

d) S6 lwong hd so: 01 bg

d) Thoi han giai quyét: 05 ngay lam viéc; truong hop phai xac minh thi
thot han giai quyéet khong qua 25 ngay.

e) Péi twong thuc hién thi tuc hanh chinh: Ca nhan

g) Co quan thuc hién thi tuc hanh chinh: Uy ban nhan dan cap xa noi
da dang ky két hon trude day hoac Uy ban nhan dan cip xa noi ngudi yéu cau
thuong tra.

h) Co quan phdi hop: Co quan quan ly CSDLQGVDC; Uy ban nhan dan
noi dang ky két hon trude day trong truong hop dang ky lai két hon tai Uy ban
nhan dan cip xa noi ngudi yéu cau thudng trd

i) Két qué thuc hién thia tuc hanh chinh: Gidy ching nhan két hon(ban
chinh), moi bén vg, chong 01 ban.

k) Lé phi: 25.000 d¢ong/lan.

Mién 1¢ phi cho ngudi thuge gia dinh c6 cong véi cach mang; nguoi thude
ho nghéo; nguoi khuyeét tat.

) Méu don, miu to khai:

+ To khai dang ky lai két hdn (néu ndp ho so theo hinh thic truc tiép);
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+ Biéu, Mdu dién tir twong tdc dang ky lai két hon (néu ngp ho so theo hinh
theic truc tuyen).

m) Yéu ciu, diéu kién thuc hién thi tuc hanh chinh:

- Vige két hon da dugce dang ky tai co quan ¢ tham quyen cua Viét Nam
trude ngay 01/01/2016 nhung S6 déng ky ket hdn va ban chinh Giay chung
nhan két hon déu bi mat;

- Nguoi yéu cau ding ky lai két hon con song vao thoi diém yéu cau ding
Ky lai két hén.

[) Can cw phap ly:

- Ludt Hon nhan va gia dinh nam 2014;

- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/NB-CP ngay 15/11/2015 cua Chinh pha quy dinh
chi tiet mot so dicu va bién phap thi hanh Luat Ho tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phu quy dinh vé
Co so dir lieu hé tich dién e, dang ky ho tich truc tuyen;

- Thong tu sO 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phéap quy dinh
chi tiet thi hanh mot s6 diéu cua Luat Ho tich,va Nghj diph so 123/2015/Nb-CP
ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mét so dieu va bién phap thi hanh
Luat Ho tich;

- Thong tr séi 01/2022/TT-BTP ngay 04/01/2022 cua Bg Tw phdp quy
dinh chi tiet mgt so dieu va bi¢n phap thi hanh Ngh; dinh so 87/2020/ND-
CP ngay 28/7/2020 cua Chinh phu quy dinh ve Co so dit ligu ho tich dien tu,
dang ky ho tich truc tuyen;

- Thong tu sO 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh quy
dinh muc thu, che d6 thu, nop, quan Iy va st dung phi khai thac, s dung thong tin
trong co s dir liéu ho tich, phj xac nhan cé quoc tich Viét Nam, phi xac nhan la
nguoi goc Viét Nam, 1€ phi quoc tich;

- Thong tu sO 85/2019/TT-BTC ngay 29/11/2019 cua B§ Tai chinh husng
dan vé phi va 1¢ phi thuoc tham quyen quyet dinh cua Hoi dong nhan dan tinh,
thanh pho truc thuéc Trung wong;

- Thong tu sd 106/2021/TT-BTC ngay 26/11/2021 cua Bg Tai chinh sua
doi, bé sung mét so diéu ciia Thong tu so 85/2019/TT-BTC ngay 29/11/2019

cua Bg Tai chinh hwéng ddn vé phi va I¢ phi thuge thdm quyén quyét dinh cua
Héi dong nhan dan tinh, thanh phé truc thuge Trung wong.

- Nghi quyét s6 17/2016/NQ-HDND ngay 05/10/2016 ctia Hoi dong nhén
dan tinh Hai Duong ban hanh Quy dinh muc thu, ché do thu, nop, quan ly va st
dung phi, 1€ phi trén dia ban tinh Hai Duong


http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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CONG HOA XA HQI CHU NGHIA VIET NAM
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Ngudi yéu cau
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@) Ghi r6 tén co quan dang ky lai két hon.

@Ghi theo noi dang ky thuong trd; néu khong ¢ noi diang ky thuong trd thi ghi theo noi dang
ky tam tr0; truong hop khong c6 noi dang ky thuong trd va noi dang ky tam tréi thi ghi theo noi
dang sinh song.

@Ghi thdng tin vé gidy to tily than nhu: ho chiéu, ching minh nhan dan hoac gidy to hop 18
thay thé (vi du: Chiang minh nhan dan s6 001089123 do Cbdng an thanh pho Ha Noi cap ngay
20/10/2004).

™ Ghi r6 tén co quan dading ky két hon trugeday.

®) Chi khai trong truong hop biét rd.

® P& nghi danh ddu X vao 6 néu co yéu cau cap ban sao va ghi rd sb luong.
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16. Thu tuc dang Ky lai khai tir
a) Trinh tw thuc hién

- Néu Iya chon hinh thic nop hd so truc tiép, ngudi c6 yéu cau dang ky lai
khai tir ndp ho so dang ky lai khai tur tai B phan mét cira cia UBND cap xa ¢6
tham quyen; nop 1€ phi neu thude trueong hop phai nop 1€ phi dang ky lai khai tu;
nop phi cap ban sao Trich luc khai tir néu c6 yéu cau cap ban sao Trich luc khai tur.

- Néu lya chon hinh thitc nép hé so truc tuyén, nguoi €O yeu cau ding ky
lai khai ti# truy cdp Cong dich vu céng quéc gia hogc Cong dich v cdng cap
tinh, dang ky tai khoan (Néu chwa cé tai khodn), xac thuc nguoi dung theo
hwéng dan, diang nhdp vao hé thong, xdc dinh ding Uy ban nhan dan cap xa co
tham quyén.

Nguoi ¢O yéu cau déing ky lai khai tir trec tuyén cung cap thdng tin theo
biéu mau dién tir tuong tac dang ky lai khai ti (cung cap trén Cong dich vy
cong), dinh kém bdn chup hodc bdn sao dién tir cac gidy to, tai lieu theo quy
dinh; ngp phi, 1é phi thong qua chirc ndng thanh todn truc tuyén hodgc bang
cach thize khdc theo quy dinh phap ludt, hoan tdt viéc nép ho so.

- Cén bo tiép nhan ho so tai Bo phan mot cira c¢d trach nhiém kiém tra
tinh chinh xac, day du, thong nhat, hop I¢ cua ho so.

(i) Truong hop hd SO day du, hop I¢ thi tlep nhan hd so, ¢6 Phiéu hen, tra
két qua cho ngudi 6 yéu cau (neu nguoi co yéu cau lya chon hinh thirc nop hd so
truc tiép) hoic gui ngay Phiéu hen, trd két qud qua thuw dién Tt hogc guri tin
nhan hen tra két qud qua dién thoai di déng cho nguoi 0 yeu cau (neu nguoi co
yéu cau lya chon hinh thizc ngp hé so triec tuyén), dong thoi chuyén hd so dé
cong chuc lam cong tac ho tich xa ly.

- Sau khi tiép nhdn hé so theo hinh thirc nép truc tiép, can bg tiép nhdn
hé so tai Bé phdn mét cira thyc hién sé hda (sao chup, chuyén thanh tai ligu
dién tir trén hé thong théng tin, co so dir liéu) va ky sé vao tai liéu, ho so gidi
quyét thii tuc hanh chinh da dwoc 6 héa theo quy dinh.

(i) Truong hop ho so chua day du, hop 1€ thi c6 thong bao cho ngudi yéu
cau bd sung, hoan thién hd so, néu rd loai gidy to, ndi dung can bd sung dé
ngudi ¢4 yéu cau bd sung, hoan thién. Sau khi hd so dugc b sung, thuc hién lai
budc (i):

(iii) Néu nguoi c¢d yéu cau ding ky lai khai tir khéng b sung, hoan thién
duoc hd so thi bao cao Truong b phan tiép nhan hd so ¢6 vin ban tir chéi giai
quyét yéu cau dang ky lai khai tir.

- Cong chirc tu phap - ho tich tham tra hd so (tham tra tinh théng nhat, hop
& cua céc théng tin trong hd so, gidy to, tai liéu do nguoi Yéu cau nop, xuat trinh
hoiic dinh kém).

+ Truong hop hd so can bo sung, hoan thién hoic khong du diéu kién giai
quyét, phai tir chéi thi giri thdng béo vé tinh trang hé so téi Bo phan mot cira dé
thong bao cho ngudi nop hd so — thuc hién lai budc (i) hoic (iii);
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+ Truong hop can phai kiém tra, x4 minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chire 1am cong tac
ho tich 1ap Phiéu xin 18i 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 cO yéu cau (neu ngu’O’I c6 yéu cau lya chon hinh thac nop hé so truc tiép),
hoac gi+i Phiéu xin 13i va hen lgi ngay tra két qud qua thuw dién tir hogc guri tin
nhan qua dién thogi di déng cho nguoi ¢ yéu cau (Néu nguwoi b yéu cau lya
chon hinh thizc ngp hé so truc tuyén).

+ Néu thay thong tin khai tir day du va phd hop, hd so day da, hop 1€, dung
quy dinh, truong hop tiép nhan hd so dang ky lai khai tir theo hinh thuc tryc tiép,
thi cdng chire tu phap - ho tich thuc hién viéc ghi vao So6 ding ky khai tir, cap nhat
thong tin ding ky lai khai tir va Iuu chinh thac trén Phan mém dang ky, quan Iy ho
tich dién tir dung chung.

Truong hop tiep nhan ho so déng ky lai khai tir theo hinh thirc truc tuyen,
cong chire tu phdp - ho tich gui lai bieu mau Trich luc khai ti dign tuvai thong tin
day di cho nguoi Yéu cau qua thu dién tir hoac thiét bi so.

Nguoi yéu cau co trach nhiém kiém tra tinh chinh xdc, day di cua Cac
théng tin trén bieu mau Trich luc khai tu dién tir va xac nhan (toi da mét ngay).

Néu nguwoi cO yéu cau xac nhdn théng tin da thong nhat, day di hodc
khong c6 phan héi sau thei han yéu cau thi c¢ong chire tw phdp - hg tich thyc
hién viéc ghi ngi dung vao Sé dang ky khai ti, cap nhdt thong tin dang ky lai khali
tir va lueu chinh thirc trén Phan mém dding ky, quan ly hé tich dién tir ding chung.

- Cong chire tw phép - h¢ tich in Trich luc khai tu, trinh Lanh dao UBND
Ky, chuyén téi Bo phan mot cira dé tra két qua cho nguoi o yéu cau.

- Ngudi ¢6 yéu cau ding ky lai khai tir kicm tra thdng tin trén Trich luc khai
twr, trong SO dang ky khai tir va Ky tén vao S6 dang ky khai tir, nhan Trich luc khali
tu.

b) Cach thirc thuc hién:

Ngudi co yéu cau dang ky lai khai tir truc tiép thuc hién hodc Gy quyén
cho nguot khac thuc hién viéc dang ky lai khai tir tai B phan mdt ctra cua
UBND cép x4 hodc giri ho so qua hé thng buu chinh hodc ndp hé so truc tuyén
trén Cong dich vu céng quoc gia (https://dichvucong.gov.vn) hodc Cong dich vu
cong tinh Hai Duong (https://dichvucong.haiduong.gov.vn).

¢) Thanh phén hd so:

- To khai ding ky lai khai tir theo mau (néu nguoi c6 yéu cau lya chon nop
ho so theo hinh thic truc tiep);

- Biéu mau dién tir twong tdc dang ky lai khai i, trong dé c6 cam doan
cac théng tin cung cdp la ding si that, kndéng con ban chinh Gidy ching
tu/Trich luc khai tw, da nop du cac gidy to hién ¢ va chiu hoan toan trach
nhiém trudc phap lugt ve ngi dung cam doan cua minh (do ngu’O’I yéu Cau cung
cdp théng tin theo hwéng dan trén Cong dich v cong néu nguoi co yéu cau lua


https://dichvucong.gov.vn/
https://dichvucong.---.gov.vn)/
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chon nép hé so theo hinh thirc tryc tuyén).

- Ngudi ¢d yéu cau dang ky lai khai tir thuc hién viée nop/xuat trinh (theo
hinh thire truc tiép) hodc tai 1én (theo hinh thire truc tuyén) cac gidy to sau:

* Gidy to phdi ngp:

- Ban sao Gidy chung ttr trude day dugce cap hop 16. Néu khong c6 ban
sao Giay chung tu trudc day dugce cap hop 1€ thi ndp ban sao hd so, gidy to lién
quan ¢6 ndi dung chtiing minh su kién chét.

- Vin ban uy quyén theo quy dinh cua phap ludt trong trudng hop uy
quyén thuc hién viéc dang ky lai khai tir. Truong hop nguoi duge ty quyén la
ong, ba, cha, me, con, vg, chdng, anh, chi, em rudt cua ngudi Gy quyén thi van
ban ity quyén khong phai chimg thuyc.

* Gidy to phdi xudt trinh:

- Ho chiéu hodc Chimg minh nhan dan hodc Thé cin cudc cong dan hodc
cac gidy to khac c6 dan anh va thong tin ca nhan do co quan co6 tham quyen cap,
con gi tri sir dung dé ching minh vé nhan than cia nguoi co yéu cau dang ky
lai khai t&r. Truong hop cac thong tin ca nhan trong cac giay to nay da co trong
CSDLQGVDC, CSDLHTDT, dugc hé théng dién tu dong thi khong phai xuat
trinh (theo hinh thire truc tiép) hodc tai 1én (theo hinh thire truc tuyén).

Truong hop gui hf} so qua hé théng buu chinh thi phai gui kém theo ban
sao c6 chuang thuc cac giay to phai xuat trinh néu trén.

*Luuy

- Pbi voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp hd so theo hinh
thire truc ti€p:

+ i voi giéy t xuét trinh khi ding ky ho tich, ngudi tiép nhan co 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 xuat trinh, khong duoc yéu cau ndp
ban sao hodc ban chup gidy to do.

+ Ngudi yéu cau dang ky ho tich co thé ndp ban sao ching thyc tir ban
chinh hozc ban sao duoc cap tir s6 goc hogc ban chyp kem theo ban chinh gidy
to dé ddi chiéu. Truong hop ngudi yéu cau ndp ban chup kém theo ban chinh
gidy td thi ngudi tiép nhéan co trach nhiém kiém tra, ddi chiéu ban chup véi ban
chinh va ky xac nhan, khong dugc yéu cau nguoi di ding ky ndp ban sao gidy to
do.

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

- Doi voi gidy to guri kem theo néu nguoi yéu cau nop ho so theo hinh
thikc truec tuyén:

+ Ban chup cac glay 1o gui kém theo hé so dang ky lai khai tir triee tuyén
phdi bao dam ré nét, ddy di, toan ven vé ngi dung, la ban chup bang mdy dnh,
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dién thoai hodc dwoc chup, a"Lf’o’c qué; bcing thiét bi dién tﬁ’,?n‘t’ gid’)‘/ to duoc cd'p
hop l¢, con gia tri sur dung; néu la gidy to do co quan co tham quyén nuoc ngoai
cap thi phai dwoc hgp phap hoa lanh sy, dich sang tiéng Viét theo quy dinh, trir
truong hop dwoc mién hop phap hoa lanh su.

+ Truong hop gidy 10, tai liéu phdi giti kém trong ho so dang ky lai khai tir
truc tqyén da co ban sao dién tur hoac da co ban dién tw gidy to ho tich thi nguoi
yéu cau duoc su dung ban dién tur nay.

+ Khi dén co quan dang ky"hé tich nhdn keét qua (Trich I@fc khai tz%/pdn sao
Trich luc khai tiz), nguoi ¢0 yéu cau dang kylai khai tur phai xuat trinh giay to- tuy
than, ngp cac giay to la thanh phan ho so dang ky lai khai tw theo quy dinh phap
lugt hé tich.

Truong hop nguoi ¢é yéu cdu dang ky lai khai tr khong cung cap duwoc
gidy to néu trén theo quy dinh hodc gidy to nop, xuat trinh bi tay xoa, sia chira,

lam gid thi co quan dang ky ho tich c6 tham quyén hiy bé két qud dang ky lai
khai tu.

d) S6 lwong ho so: 01 b6

d) Thoi han giai quyét: 05 ngay lam viéc; trudng hop can xac minh thi
tho1 han giai quyét khong qua 10 ngay lam viéc.

e) Péi twgng thue hién thi tuc hanh chinh: C4 nhan

g) Co quan thwe hién thi tuc hanh chinh: Uy ban nhan dan cép x4, noi
da dang ky khai tu trude day.

h)Co quan phéi hep: Co quan quan Iy CSDLQGVDC.

i) Két qua thuc hién thi tuc hénh‘ chinh: Trich luc khai tir (ban chinh),
ban sao Trich luc khai tir (treong hop yéu cau cap ban sao Trich luc khai tu).

k) Lé phf:

- Muc I¢ phi cy thé do Hoi dong nhan dan tinh, thanh pho tryc thudc
Trung wong quyeét dinh.

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

- Phi cap ban sao Trich luc khai tir (néu ¢6 yéu cau) thyc hién theo quy dinh
tai Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cua B6 Tai chinh.

I) Mau don, miu to khai:

+ To khai dang ky lai khai tar (néu nop hd so theo hinh thuc truc tiép);

+ Biéu,mcfu dién tir twong tac dang ky lai khai tiz (néu ngp hoé so theo hinh
thuzc tryc tuyen).

m) Yéu ciu, diéu kién thuc hién thi tuc hanh chinh:

Viéc khai tr da duoc dang ky tai co quan c6 tham quyén cua Viet Nam
trugc ngay 01/01/2016 nhung So dang ky khai tir va ban chinh Giay chung tir deu bi
mat.
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n)Can cir phap ly:
- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua Chinh pha quy dinh
chi tiet mot so dieu va bién phap thi hanh Luat Ho tich;

- Nghi dinh s0 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phui quy dinh vé
Co so dir lieu h¢ tich dien tw, dang ky ho tich truc tuyen;

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

- Théng tw sé6 01/2022/TT-BTP ngay 04/01/2022 cua Bé Tur phdp quy
dinh chi tiét mét sé diéu va bién phap thi hanh Ngh; dinh sé 87/2020/NP-
CP ngay 28/7/2020 cia Chinh phi quy dinh vé Co sé dit liéu hé tich dién tit,
dang ky hé tich tryc tuyén;

- Théng tu s6 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh quy
dinh mic thu, ché do thu, nop, quan Iy va sir dung phi khai thac, sir dung théng tin
trong co s& dit liéu ho tich, phi xac nhan c6 qudc tich Viét Nam, phi xac nhan 13
ngudi géc Viét Nam, Ié phi qudc tich;

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

- Théng twr s6 106/2021/TT-BTC ngay 26/11/2021 cia Bé Tai chinh siza
doi, bé sung mét so diéu cia Thong tw s6 85/2019/TT-BTC ngay 29/11/2019
cua Bg Tai chinh hwéng dan vé phi va 1é phi thugc tham quyén quyér dinh cua
Héi dong nhan dan tinh, thanh phé truc thuge Trung wong;

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 caa Hoi dong nhan
dan tinh Hai Duong ban hanh Quy dinh muc thu, ché do thu, nop, quan 1y va st
dung phi, 1€ phi trén dia ban tinh Hai Duong


http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc l1ap - Tw do - Hanh phuc

TO KHAI PANG KY LAl KHAI TU

KINN QU @ et

Ho, Chit d8m, tBN MEUOT YBU CAU: ......oooocoeeeeeeseeseeeeseeeeseeees oo ees s e seseessees s

QUAN NE VT NGUTT A8 CHELL .oooooseeee et
Pé nghi co quanding ky lai khai tir cho nguoi ¢é tén duwéi day:

Ho, CRilt d@mM, TBN: L e b e e anee e
Ngay, thang, NAM SINN: ...
GiGi tinh:.eeeeeeeeeee, DAN tOC: wvveveveeeeeeees e, (LTl §10) 2 A

Da chét vao 10C: ..o ([ A phlt, ngay .............. thang ... NAM .o
INOT CRELL e

D3 ding ky khai tir tai:® ... ngay ......... thang .......... NAM coooovvee.
Gidy chung tir/Trich luc khai tir s6:©) ..o, quyénsd:® ...
T6i cam doan nhitng ndi dung khai trén day la dung su that va chiu trach nhiém truéc phép
luat vé cam doan ctia minh.
Lamtai: ....................... , NQAy........... thang........ nAM ..............
Nguwoi yéu cau
(KY, ghi 16 ho, chiz dém, tén)

Dé nghi cap ban sao™: Co |:|, Khoéng []
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Chu thich:

(DGhi 15 tén co quan ding ky lai khai tir.

@ Ghi theo noi dang ky thuong tri; néu khong ¢ noi dang 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 trd thi ghi theo
noi dang sinh song.

()Ghi thong tin vé gidy to tiry than nhu: h¢ chiéu, ching minh nhan dan hoc gidy to hop 18

thay thé (vi du: Chitng minh nhan dan s6 001089123 do Céng an thanh phé Ha Noi cap ngay
20/10/2004).

@Truong hop chua xac dinh duoc thi dé trong.

®) Ghi 16 tén co quan da dang ky khai tir trudc day.

®) Chi khai trong truong hop biét rd.

M Pé nghi danh diu X vao 6 néu c6 yéu cau cap ban sao va ghi rd sé luong.
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17. Thi tuc cAp ban sao Trich luc hd tich
a) Trinh ty thuc hién:

- Néu Iya chon hinh thtc ndp hd so truc tiép, ngudi c6 yéu cau capban sao
Trich luc ho tichnop hd so @& nghi cip ban sao Trich luc ho tich tai Bo phan
mot ctira/Trung tdm hanh chinh cong cua Co quan quan 1y Co so dir liéu ho tich
dién tir 6 tham quyeén; nop phi, Ié phi theo quy dinh phap luat.

Truong hop co quan, to chitc ¢6 thim quyén dé nghi cap ban sao Trich
luc ho tich cta ca nhan thi giri van ban yéu cau néu 16 1y do cho Co quan quan
Iy Co sé dit liéu ho tich dién tir.

- Néu lwra chon hinh thizc ngp ho so truc tuyén, nguoi ¢ yu cau capban
sao Trich luc hg tichtruy cap Céng dich v cdng quéc gia hogc Cong dich vy
cdng cdp tinh, dang ky tai khoan (néu chira cé tai khoan), xac thue nguwoi ding
theo huéng ddn, ding nhap vao hé thong, xdc dinh diing Co quan quan 1y Co s6
diz liéu hé tich dién tir cO tham quyen.

Nguoi €0 yéu cau capbdn sao Trich luc hg tichtruc tuyén cung cap théng
tin theo biéu mdu dign tur twong tac cap ban sao Gidy khai sinh, bdn sao Trich
luc hé tich (cung cap trén Cong dich vu cdng), dinh kém bdan chup hodc bdn sao
dién ti cac gidy to, tai lidu lién quan dén néi dung dé nghi cdpbdn sao Trich luc
hé tich; ngp phi, 1é phi théng qua chite nang thanh todn truc tuyén hodac bang
cach thitc khdc theo quy dinh phap ludt, hoan tdt viéc nép ho so:

- Cén bd 'glep nhan ho so tai Bo phan mot cira ¢6 trach nhigm kiém tra
tinh chinh xac, day du, thong nhat, hop I¢ cua ho so.

(i) Truong hop hd so dy du, hop 1¢ thi tiép nhan hd so; néu tiép nhan ho
so sau 15 gios thi ¢ Phiéu hen, tra két qua cho ngudi ¢6 yéu cau trong ngay lam viéc
tiép theo (neu ngudi €6 yéu cau lya chon hinh thitc nop hé so truc tiép) hoacgui
ngay Phiéu hen, tra két qua qua thu dién tur hogc guii tin nhan hen tra két qua
qua dién thoai di dong cho nguoi O yéu cau (neu nguoi ¢6 yéu cau lya chon
hinh thizc nép hé so truc tuyén);chuyén ho so dé cong chic 1am cong tac ho tich
Xt ly.

- Sau khi tiép nhdn hé so theo hinh thirc nép truc tiép, can bé tiép nhdn
ho so tai B phdn mét ciza thuc hién so hoa (sao chup, chuyén thanh tai li¢u
dién tir trén hé thong thong tin, co sé dir liéu) va ky sé vao tai liéu, ho so gidi
quyét thai tuc hanh chinh da diwoc s6 héa theo quy dinh.

(i) Truong hop hé so chwa day dit, hop ¢ thi 6 thong bao cho nguoi yéu
cau bo sung, hoan thi¢n ho so, néu ré loai glay to, ngi dung can bé sung dé
nguoi ¢6 yéu cau bé sung, hoan thién. Sau khi ho so duroc bé sung, thyc hién lai
buoe (i);

(iii) Triwong hop nguroi c6 yeu cau capban sao Trich luc hé tich khdng bo
sung, hoan thién diroc hé so thi bdo cdo Triong bé phdn mét cira c6 théng bao
tir chéi gidi quyét yéu cau capbdn sao Trich luc hé tich.
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- Cong chirc lam cdng tac h¢ tich tham tra hd so (tham tra tinh thong nhit,
hop 1€ cua cac thdng tin trong ho so, giay to, tai liéu do ngudi yéu cau nop, xuat
trinh hodc dinh kém).

~ + Truong hop hd so can bd sung, hoan thién hodc khong du dieu kién giai
quyet, phai tir choi thi gui thdng bao ve tinh trang ho so t6i Bo phan mot cura de
thong bao cho ngudi nop ho so — thuc hién lai buac (ii) hoac (iii);

+ Truong hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chire 1am cong tac
ho tich 1ap Phiéu xin 18i 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
ngudi ¢6 yéu cau (néu ngudi ¢6 yéu cau lya chon hinh thirc ndp hd so truc tiép),
hoac gi+i Phiéu xin 13i va hen lai ngay tra két qud qua thu di¢n tir hoac gui tin
nhdn qua dién thogi di déng cho nguoi 0 yéu cau (néu ngueoi cO yéu cau lya
chon hinh thizc nép hé so truc tuyén).

ot Néu thay ho so day du, hop 18, dung quy dinh, truong hop tiép nhan ho so
cap ban sao Trich luc ho tich theo hinh thuc truc tiep, thi cong churc lam cong tac
ho tich inban sao Trich luc ho tich trinh Thua truéng Co quan quan ly Co so dir
ligu ho tich dién tir ky, chuyén toi Bo phan mot cua dé tra ket qua cho ngudi o yéu
cau.

Trirong hop tiép nhdn hé so xin cdpbdan sao Trich luc ho tich theo hinh
thec truc tuyen, cong chire lam cong tac hg tich gui lai ngi dung bieu mau Trich
luc hg tich dién i twong vmg voi thong tin ddy dii cho nguoi Yeu cau qua thu dien
tiz hogc thiét by so.

Nguoi yéu cdu~cé trach nhiém kiém tra tinh chinh xdc, day du cua cac
thong tin trén bieu mau Trich luc hé tich dien tuva xac nhdn (toi da mot ngay).

Néu nguoi c6 yéu capban sao Trich luc hg tich da thong nhat, day dii
hogc khong co phan hoi sau thoi hgn yéu cau thi cong chzc lam cong tac ho
tichin ban sao Trich luc hg tich, trinh Thu trucng Co quan quan Iy Co so dir ligu
ho tich dién tur ky, chuyén toi Bg phan mét cia dé tra ket qua cho nguoi ¢ yéu
cau.

- Nguoi €6 yu cau cap ban sao Trich luc hg tich dwoc nhdn két qua theo
Mot trong cac phwong thuc sau day:

+ Nhan ban dién tir bgin sao Trich luc ho tich gui qua thw dién tir, Kho
quan ly dér liéu dién tur cua to chire, cd nhdn do,

+ Nhdn ban dién tir ban sao Trich luc hé tich gui vao thiet bj s, thong
qua phuwong phdp truyén so liéu phu hop, dam bao an toan, bao mqgt thdng tin;

+ Nhan két qua 1a ban sao Trich luc hé tich théng qua hé théng buu
chinh;

+ Nhdn két qud 1a ban sao Trich luc hé tich tai co quan ding ky hé tich.

b) Cach thirc thuc hién:
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Ngudoi co yéu cau cép ban sao Trich luc ho tichtruc tiép thuc hién hodc uy
quyén cho ngudi khac thuc hién ndp hd so truc tiép tai B6 phan mot cira/Trung
tam hanh chinh cong cua Co quan quan Iy Co so dir liu ho tich dién tir hodc gui
ho 50 qua h¢ thong buu chinh hodc ndp hé so triec tuyén trén Cong dich vu cong
quoc gia (https://dichvucong.qov.vn) hode Cong dich vu céng tinh Hdi Duwong
(https://dichvucong.haiduong.gov.vn).

¢) Thanh phén hd so:

- T khai dé nghj ban sao Trich luc ho tich theo méu trong trudng hop
nguoi yéu cau 13 ca nhan hodc Vin ban yéu cau cép ban sao Trich luc ho tich néu
15 1y do trong truong hop ngudi yéu cau 1a co quan, t6 chire (néu ngudi co yéu cau
lya chon ndp hd so theo hinh thie truc tiép);

- Biéu madu dién tir twong tac cdp ban sao Gidy khai sinh, ban sao Trich
luc ho tich(do nguoi yéu cau cung cdp thong tin theo hudng dan trén Cong dich vu
céng, néu nguwoi c6 yéu cau lwa chon ndp hé so theo hinh thirc truc tuyén);

- Ngudi ¢6 yéu cau cglp ban sao Trich luc hd tichthyc hién vige nop/xu,ét
trinh (theo hinh thtrc truc ti€p) hoac tai 1€n (theo hinh thirc truc tuyén) cac giay
to sau:

* Gidy to phdi ngp:

- Van ban uy quyén theo quy dinh caa phap luat trong trudng hop ty quyen
thuc hién yéu cau cap ban sao Trich luc ho tich. Truong hop ngudi duoc uy quyen

la dng, ba, cha, me, con, vo, chéng, anh, chi, em rudt cua nguoi Gy quyén thi van
ban ty quyén khdng phai ching thuc.

* Gidy tor phdi xudt trinh:

-Ho chiéu hoic chimg minh nhan dan hodc thé cin cudc cong dan hodc
cac gidy to khac c6 dan anh va thong tin ca nhan do co quan co tham quyen cép,
con gia tri st dung dé chimg minh vé nhan than cia nguoi ¢ yéu cau cap xac
nhan thong tin ho tich. Trudng hop cac thong tin c4 nhan trong cac gidy to nay
d4 c6 trong Co s dit lidu qudc gia vé dan cu (CSDLQGVDC), Co so dit liéu ho
tich dién tir (CSDLHTDT), duoc hé théng dién ty dong thi khong phai xuét
trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thire truc tuyén);

Truong hop gu:l ho so qua hé thong buu chinh thi phai gtri kém theo ban
sao 6 chang thuc cac gidy to phai xuét trinh néu trén.

* Luuy

- Péi v6i gidy to ndp, xuat trinh néu nguoi yéu cau ndp hd so theo hinh
thire truc ti€p:

+ DA voi gidy to xudt trinh khi ding k¥ ho tich, ngudi tiép nhan ¢6 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 xuat trinh, khong duoc yéu cau ndp
ban sao hodc ban chup gidy to do.

+ Ngudi yéu cau dang ky ho tich c6 thé nop ban sao chung thuc tir ban
chinh hoic ban sao duoc cap tir s6 gdc hodc ban chup kém theo ban chinh gidy


https://dichvucong.gov.vn/
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to dé ddi chiéu. Trudong hop ngudi yéu cau ndp ban chup kém theo ban chinh
gidy to thi nguoi tiép nhan c6 trach nhiém kiém tra, doi chiéu ban chup véi ban
chinh va ky xdc nhan, khong duoc yéu cau ngudi di dang ky ndp ban sao giay to
do.

+ Ngudi tiép nhan co trach nhiém tiép nhan dung, du hd so ding ky ho
tich theo quy dinh cta phap luat ho tich, khong dugc yéu cau nguoi dang ky ho
tich ndp thém giay to ma phap luat ho tich khong quy dinh phai ndp.

- Doi véi gidy to giri kém theo néu nguwoi yéu cau nép ho so theo hinh
thiec truc tuyén:

+ Ban chup cac gidy to giti kém theo ho so ca'p ban sao Trich luc ho tich
truee tuyén phdi bdo dam ré nét, ddy di, toan ven vé ngi dung, la ban chup bang
mdy anh, di¢n thogi hodc dugc chup, dugc quét bang thiét bi dién tw, tir gidy to
dwoc cdp hop 1¢, con gia tri su dung; néu la gidy to do co quan co tham quyén
nude ngodi cdp thi phai dwoc hop phap héa lanh su, dich sang tiéng Viét theo quy
dinh, trir truong hop dwoc mién hop phap hoa lanh su.

+ Truong hop nhdn ket qua (ban sao Trich luc ho tich) tai co quan dang ky
ho tich, nguoi co yéu cau cdp ban sao Trich luc hé tich phai xudt trinh gidy to tuy
thén; nép cdc gidy to, tai liéu la thanh phan ho so cdp ban sao Trich luc hé tich
theo quy dinh phdp ludt hé tich. Truong hop gidy to, tdi liéu phdi giri kém trong ho
SO cdp ban sao Trich luc ho tich truc tié}? hoac truc tuyén da co ban sao dién twr
hoac da co ban dién tw gicfy to ho tich thi nguoi yéu cau dwoc sir dung ban dién tu
nay.

d) S6 lwong hd so: 01 bo

d) Thoi han giai quyét: Ngay trong ngay tiép nhan ho so; truong hop nhan
ho so sau 15 gid ma khong giai quyét duoc ngay thi tra két qua trong ngay lam viéc
tiép theo.

e) Poi twong thuc hién thi tuc hanh chinh: Ca nhan, t6 chic

g) Co quan thuc hién tha tuc hanh chinh: Co quan quan ly Co s¢ dir
liéu
ho tich dién ta.

h) Két qua thuc hién thi tuc hanh chinh: Ban sao trich luc ho tich

i) Lé phi:8.000 d6ng/ban sao Trich luc/su kién ho tich di ding ky

- Mién I¢ phi cho nguoi thuge gia dinh c6 cong véi cach mang; nguoi
thuoc ho nghéo; nguoi kKhuyeét tat.

k) Mau don, miu to khai:

+ To khai cap ban sao Trich lyc ho tich theo mau dbi véi truong hop nguoi
yéu cau la c& nhan (néu ndp ho so theo hinh thic truc tiep);

+ Vin ban yéu cau cap ban sao trich luc ho tich néu rd 1y do trong truong
hop nguoi yéu cau la co quan, to chiic (néu ndp ho so theo hinh thic truc tiep);



124

+ Biéu mau h tich dién ti twong tac cap ban sao Gidy khai sinh, bén sao
Trich luc hg tich(néu nép ho so theo hinh thirc truc tuyen).

[) Can cw phap ly:

- Luat Ho tich nam 2014;

- Nghj dinh s6 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh
chi tiet mot so dieu va bién phap thi hanh Luat Ho tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phui quy dinh vé
Co so dir lieu hé tich dién tw, dang ky ho tich truc tuyen;

- Thong tu sO 04/2020/TT-BTP ngay 28/5/2020 cua Bo Tw phap quy dinh
chi tiet thi hanh mot so diéu cua Luat Ho tich,vé Nghj djph so 123/2015/NDb-CP
ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mét so diéu va bién phép thi hanh
Luat Ho tich;

- Thong tr so{ 01/2022/TT-BTP ngay 04/01/2022 cua Bo Tw phdap quy
dinh chi tiet mgt so dieu va bién phap thi h{‘anh Nghi dinh so 87/2020/ND-
CP ngay 28/7/2020 cua Chinh phu quy dinh ve Co so dit ligu ho tich dién tu,
dang ky ho tich truc tuyen;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh quy
dinh muc thu, che d thu, nop, quan ly va s dung phi khai thac, sir dung thong tin
trong co s¢ dit ligu ho tich, phj xac nhan cé quoc tich Viét Nam, phi xac nhan la
nguoi goc Viét Nam, 1€ phi quoc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ciia Bo Tai chinh huong
dan ve phi va I¢ phi thuoc tham quyen quyet dinh cua Hoi dong nhan dan tinh,
thanh pho truc thudc Trung wong;

- Thong tu sé" 106/2021/TT-BTC ngay 26/11/2021 cua B¢ Tai chinh sua
doi, bo sung mot so dieu cua Thong tu so 85/2019/TT-BTC ngay 29/11/2019
cua Bg Tai chinh hueng dan ve phi va I¢ phi thugc tham quyen quyer dinh cua
Hoi dong nhan dan tinh, thanh pho truc thugc Trung wong.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc l1ap - Tw do - Hanh phuc

TO KHAI
CAP BAN SAO TRICH LUC HOQ TICH

KINN QUL @) e
Ho, Chit dém, tn NGUOT YBU CAU: ......co.eeeeeeeeeeeeeeeeee et
INOT CU LT )ttt ettt ettt sttt st et et e et et s te st sae e e e
GIAY 1O TUY thAN: B) Lottt
Quan hé véi ngudi dugc cap ban sa0 Trich TuC hO HCh: ...
Pé nghi co quan ciap ban sao trich TuC®........ccooiceeieeeeeeee e,

cho nguoi c6 tén dudi day:

Ho, Chit @M, TEN: ..o et et e e ree e e
Ngay, thang, na3m SINN: ...
GiGi tinh: oo DAN tOC: wvveeeeeeeeeeeeeenns QUABC tICN: v,

N UL U T Qoo et e e e e e e e e et e e e e e e e e e e e e ee e eee e e e e e e e e e e aaeaanes

S6 dinh danh €& NNAN (NEU COY: vuvvrvvvevevceceeeeee ettt ene s

DA dANG KY 1211 oot

T6i cam doan nhitng ndi dung khai trén day la dang sy that va chiu trach nhiém trudc
phap luat vé cam doan ciia minh.

Lam tai: ..oooovvveeieeee , Ngay ...... thang ..... nam ...
Nguwoi yéu cau
(ky va ghi rd ho, chir dém, tén)
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Chu thich:

() Ghi tén co quan d& nghi thuc hién viéc cip ban sao Trich luc ho tich.

@) Ghi theo noi dang ky thuong trd; néu khong ¢ noi dang ky thudng tra thi ghi theo noi
dang ky tam tr(; truong hop khong c6 noi dang ky thuong tri va noi dang ky tam trd thi ghi theo
noi dangsinh séng.

®) Ghi théng tin vé gidy to tiy than cia nguoi di dang ky, ghi rd s, co quan cap, ngay cip
ho chiéu, chitng minh nhan dan hoic gidy to hop 16 thay thé

Vi du: Chang minh nhan dan sé 001089123 do Coéng an thanh phé Ha Nai cip ngay
20/10/2004.

™ Ghi r3 loai viéc ho tich da dang ky truéce day, nay d& nghi cip ban sao Trich luc ho tich.

® Ghi r5 tén co quan di dang ky ho tich trude 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
© Ghi r5 s6 lwong ban sao dé nghi cap.
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18. Thi tuc xac nhan théng tin h tich
a) Trinh tu thuc hién:

- Néu lya chon hinh thirc ngp hé so tryc tiép, ngudi ¢ yéu cau capxac
nhan théng tin ho tichnop ho so dé nghi cap xac nhan théng tin ho tich tai Bo
phan mot cira cia UBND cap x& c¢6 tham quyén; nop phi, 1 phi theo quy dinh
phap luat.

- Néu lya chon hinh thtc nop hd so truc tuyén, ngudi c6 yéu cau capxac
nhan théng tin ho tich truy cap Cong dich vu cong québc gia hoic Cong dich vu
cdng tinh Hai Duong, diang ky tai khoan (néu chua c6 tai khoan), xac thuc
nguoi dung theo hudng dan, diang nhap vao hé thong, xac dinh ding Co quan
quan 1y Co so dit liéu ho tich dién tir c6 tham quyen.

Ngudi c6 yéu cau capxac nhan théng tin ho tichtruc tuyén cung cap thong
tin theo biéu mau dién tir twong tac (cung cap trén Cong dich vu cong), dinh kém
ban chup hoic ban sao dién tir cac gidy to, tai liéu lién quan dén noi dung dé
nghi xXac nhan thong tin ho tich; ndp phi thdng qua chiic nang thanh toan truc
tuyén hoic bang cach thuc khac theo quy dinh phép luat, hoan tat viéc nop ho so.

- Cén bo tiép nhan ho so tai Bo phan mot cira c¢d trach nhiém kiém tra
tinh chinh xac, day du, thong nhat, hop I¢ cua ho so.

(i) Truong hop hd SO day du, hop I¢ thi tlep nhan hd so, ¢6 Phiéu hen, tra
két qua cho ngudi 6 yéu cau (neu ngudi c6 yéu cau lya chon hinh thic nop hd so
truc tiép) hodc 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 c6 yéu cau (neu nguoi €O yéu
cau lua chon hinh thic nop hé so truc tuyén), dong thoi chuyén hd so dé cong
chuc lam 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 B6 phan mot cira thuc hién s6 hoa (sao chup, chuyén thanh tai licu dién tu
trén hé thong thong tin, co sé dit liéu) va ky sb vao tai liéu, ho so giai quyét thi
tuc hanh chinh da duoc sb hoa theo quy dinh.

(i) Truong hop ho so chua day du, hop 1€ thi c6 thong bao cho ngudi yéu
cau bd sung, hoan thién hd so, néu rd loai gidy to, ndi dung can bd sung dé
ngudi cO yéu cau bd sung, hoan thién. Sau khi ho so duoc bd sung, thuc hién lai
budc (i):

(iii) Truong hop ngudi ¢ yéu cau cap xac nhan thong tin ho tich khong
b sung, hoan thién dugc hd so thi bao cao Truang bo phan mot cira cd thdng
bao tir chdi giai quyét yéu cau xac nhan thong tin ho tich.

- Cong chic 1am cong tac ho tich tham tra hd so (tham tra tinh thdng nhat,
hop 1é ciia cac théng tin trong ho so, gidy to, tai liéu do ngudi yeu cau nop, xuat
trinh hoac dinh kém).

+ Truong hop hd so can bo sung, hoan thién hoic khong du diéu kién giai
quyét, phai tir chéi thi giri thdng béo vé tinh trang ho so téi Bo phan mot cira dé
thong bao cho ngudi nop hd so — thuc hién lai budc (i) hoic (iii);
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+ Truong hop can phai kiém tra, x4 minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chire 1am cong tac
ho tich 1ap Phiéu xin 18i 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
ngudi ¢6 yéu cau (néu nguoi ¢o yéu cau lya chon hinh thize nop hd so truc tiép),
hodc guri Phiéu xin 16i va hen lai ngay tra két qua qua thu dién tor hoac gui tin
nhin qua dién thoai di dong cho ngudi €O yéu cau (néu ngudi c6 yéu cau lya
chon hinh thizc nop hd so truc tuyén).

Truong hop can xac minh, cdng chic 1am cdng tac ho tich bao céo Tha
truong Co quan quan |y Co s di liéu ho tich dién tir c6 van ban dé nghi co
quan cong an, cac co quan khac co lién quan xac minh theo quy dinh tai Khoan
3 Piéu 13 Nghi dinh sé 87/2020/ND-CP. Truong hop két qua xac minh khong
co thong tin hogc thong tin khong théng nhat véi gidy to nguoi yéu cau cung
cap thi tir chdi cap Vian ban xac nhan thong tin ho tich.

Pdi vai yéu cau xac nhan thong tin ho tich cua ca nhan, néu thay thong
tin ho tich ciia ca nhan khdng c6 sy thay doi thi cong chirc lam céng tac ho tich
bdo céo Lanh dao UBND cap xakhdng cap Vian ban xac nhan thong tin ho tich
ma huéng dan nguoi yéu cau lam thu tyc cap ban sao Gidy khai sinh hoac ban
sao trich luc hd tich twong ung, trir trudng hop co quan, t6 chuc co tham quyén
dé nghi cap van ban xac nhan dé giai quyét vu viéc lién quan dén cé nhan.

+ Néu thay hd so day da, hop 18, dung quy dinh, thong tin trong Co so di
liéu ho tich dién tir va thong tin d& nghi xac nhan 1a dung, truong hop tiép nhan hd
so cap xac nhan thdng tin ho tich theo hinh thuc tryc tiép, thi cong chic lam cang
tac hd tich in Van ban xac nhan thong tin h¢ tich, trinh Lanh dao UBND cap xa ky,
chuyén t6i Bo phan mot cira dé tra két qua cho ngudi ¢6 yéu cau.

Truong hop tiép nhan ho so xin cap xac nhan thong tin ho tich theo hinh
thirc truc tuyén, cdng chic 1am cong tac ho tich gui lai biéu mau Xéac nhan théng
tin ho tich dién tir voi thong tin day du cho ngudi yéu cau qua thu dién tir hodc thiét
bi s6.

Nguoi yéu cau cd trach nhiém Kiém tra tinh chinh xac, diy du cta cac
thong tin trén biéu mau Xac nhan thdng tin ho tich dién tiva xac nhan (t6i da
mot ngay).

Néu nguoi ¢d yéu cau xac nhan thong tin da théng nhat, diy du hoic
khéng c6 phan hdi sau thoi han yéu cau thi cong chirc 1am cong tac ho tichin
Vin ban xac nhan thdng tin ho tich, trinh Lanh dao UBND cap x& ky cap Vin ban
x&c nhan thong tin ho tich, chuyén Bo phan mot ctra tra két qua cho nguoi c6 yéu
cau.

- Nguoi ¢6 yéu cau cap xac nhan thdng tin ho tich dugc nhan két qua theo
Mot trong cac phuong thirc sau day:

+ Nhan ban dién tir Van ban xac nhan théng tin ho tich gui qua thu dién tir,
Kho quan ly dit liéu dién tir cta to chire, ca nhan do;



129

+ Nhan ban dién tir Van ban xac nhan thong tin ho tich gui vao thiét b sb,
thong qua phuong phap truyén so liéu phu hop, dam bao an toan, bao mat thong tin;

+ Nhan két qua 12 Vin ban xac nhan thang tin ho tich théng qua hé théng
buu chinh;

+ Nhan két qua l1a Vin ban xac nhan thong tin ho tich tai co quan ding ky
ho tich.

b) Céach thic thuc hién:

Ngudi c6 yéu ciu xac nhan thong tin ho tich truc tiép thuc hién hodc uy
quyén cho nguoi khac thuc hién nop hd so truc tiép tai B phan mdt cua cua
UBND cép xhodc giri hd so qua hé thdng buu chinh hodic ndp hd so truc tuyén
trén Cong dich vu cong quéc gia (https:/dichvucong.gov.vn) hodc Cong dich vu
cong tinh Hai Duong (https://dichvucong.haiduong.gov.vn).

¢) Thanh phén hé so:

- To khai dé nghi x4c nhan thong tin ho tich theo mau (néu nguoi co yéu
cau lya chon ndp ho so theo hinh thure truc ti€p);

- Biéu mau dién tu tuong tac yeu cau cap vian ban xac nhan thong tin ho
tich (do nguoi yéu cau cung cap thong tin theo hudng dan trén Cong dich vu cong,
néu ngudi co yéu cau lwa chon ndp hd so theo hinh thire tryc tuyén);

- Nguoi co yéu cdu xac nhan thong tin hd tich thuc hién viéc n(f)p/xuét
trinh (theo hinh thic truc ti€p) hoac tai 1én (theo hinh thirc truc tuyén) cac giay
to sau:

* Gidy to phai nop:
- Giay to, tai liéu co lién quan dén noi dung dé nghi xac nhan thdng tin ho
tich;

- Van ban uy quyén (duoc chiing thuc) theo quy dinh cua phap luat trong
treong hop uy quyen thyc hién viéc xin cap xac nhan thong tin ho tich. Truong
hop ngudi dugc ty quyén la 6ng, ba, cha, me, con, vo, chong, anh, chi, em ruot
ctia ngudi uy quyén thi van ban ay quyén khong phai ching thyc.

* Giay to phai xuat trinh:

-Ho chiéu hoic chimg minh nhan dan hodc thé cin cudc cong dan hoac
cac gidy to khac c6 dan anh va théng tin ca nhan do co quan co thAm quyen cép,
con gia tri st dung dé chimg minh vé nhan than cia ngudi cd yéu cau cap xac
nhan thong tin ho tich. Trudng hop cac thong tin ca nhan trong cac gidy to nay
da c6 trong Co s dir liéu qubc gia vé dan cu (CSDLQGVDC), Co s¢ dir liéu ho
tich dién tr (CSDLHTDT), duoc hé théng dién ty dong thi khong phai xudt
trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thire truc tuyén);

- Gidy to chtirng minh noi cu tri. Trudng hop cac thong tin vé gidy t& ching
minh noi cu tra da c6 trong CSDLQGVDC, dugce dién ty dong thi khong phai
xuat trinh (theo hinh thirc truc ti€p) hoac tai 1€n (theo hinh thurc truc tuyén).


https://dichvucong.gov.vn/
https://dichvucong.haiduong.gov.vn)/
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Truong hop gul ho so qua hé thong buu chinh thi phai gui kém theo ban
sao ¢ chung thyuc cac gidy to phai xuat trinh néu trén.

*Luuy

- B61 voi giay to ndp, xuat trinh néu nguoi yéu cau ndp hd so theo hinh
thire truc ti€p:

+ Ddi voi giéy to xudt trinh khi ddng ky ho tich, 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 xuat trinh, khong duoc yéu cau ndp
ban sao hodc ban chup gidy to do.

+ Ngudi yéu cau dang ky ho tich c6 thé nop ban sao chimg thuc tir ban
chinh hozc ban sao duoc cap tir s6 goc hodc ban chup kem theo ban chinh gidy
to dé d6i chiéu. Trudng hop ngudi yéu ciu ndp ban chyup kém theo ban chinh
gidy to thi nguoi tiép nhan c6 trach nhiém kiém tra, doi chiéu ban chup voi ban
chinh va ky xac nhan, khong duoc yéu cau ngudi di ding ky ndp ban sao gidy to
do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan ding, du hd so dang ky ho
tich theo quy dinh ctia phap 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.

- Béi voi gidy to gui kém theo néu nguodi yéu cau ndp hd so theo hinh
thure truc tuyén:

+ Ban chup cac gidy to giri kém theo hd so cip xac nhan thong tin ho tich
truc tuyén phai bao dam rd nét, ddy du, toan ven vé ndi dung, 1a ban chyp bémg
may anh, dién thoai hodc dugc chup, dugce quét bang thiét bi dién tir, tir gidy to
dugc cap hop 1€, con gia tri st dung; néu 1a gidy to do co quan co tham quyén
nudc ngodi cap thi phai dugce hop phap héa lanh su, dich sang tiéng Viét theo quy
dinh, trir trudng hop duge mién hop phap hoa lanh su.

+ Trudng hop nhan két qua (Van ban xac nhén thong tin h tich) tai co quan
dang ky ho tich, nguoi ¢ yéu cau cap xac nhén thong tin ho tich xuat trinh gidy to
tuy than; ndp ban chup cac gidy to, tai liéu co lién quan dén noi dung dé nghi xac
nhan thong tin ho tich theo quy dinh phap luat h¢ tich. Truong hop gidy t0, tai liéu
phai giri kém trong hd so cdp xac nhan thong tin ho tich tryc tiép hodc truc tuyén
d3 c6 ban sao dién tir hodc da c6 ban dién tir gidy to ho tich thi ngudi yéu cau dugc
str dung ban dién tir nay.

d) S6 lwong hé so: 01 bo

d) Thoi han giai quyét: 03 ngay. Truong hop phai kiém tra, x4c minh thi
thoi han c6 the kéo dai nhung khong qua 10 ngay lam viéc.

e) Péi twong thuc hién thi tuc hanh chinh: Co quan, t6 chirc, ca nhan.

g) Co quan thuc hién tha tuc hanh chinh: Co quan quan ly Co s¢ dir
liéu
ho tich dién tir (UBND cap x&).

h) Co quan phéi hop: Co quan cong an, cac co quan khac c6 lién quan.
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i) Két qua thuc hién thi tuc hanh chinh: Vin ban xac nhan thong tin ho
tich.

k) Lé phi:8.000 déng/V 4n ban xac nhan vé mot viéc ho tich cia ca nhan
da dang ky.

- Mién I¢ phi cho nguoi thugc gia dinh c6 cong véi cach mang; nguoi
thuoc ho nghéo; nguoi khuyet tat.

) Miu don, miu to khai:

+ To khai dé nghi x&c nhan thang tin ho tich (néu ndp ho so theo hinh thir
truc tiep);

+ Biéu méu dién tir twong tac y&u cau cip van ban xac nhan thdng tin ho
tich (néu nop ho so theo hinh thic tryc tuyen).

m) Yéu cau, diéu kién thuc hién thi tuc hanh chinh: Khong c6

n) Can cw phap ly:

- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/NB-CP ngay 15/11/2015 cua Chinh pha quy dinh
chi tiet mot so dicu va bién phap thi hanh Luat Ho tich;

- Nghi dinh 6 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phii quy dinh ve
Co s¢ dir licu ho tich dién t, dang ky ho tich truc tuyeén;

- Thoéng tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo Tu phap quy dinh
chi tiet thi hanh mot so diéu cua Luat Ho tich,vé Nghj diph so 123/2015/Nb-CP
ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mét so dieu va bién phap thi hanh
Luat Ho tich;

- Thong tu sé 01/2022/TT-BTP ngay 04/01/2022 cua By Tu phap quy
dinh chi tiet mét s6 diéu va bién phap thi hgémh Nghi dinh so 87/2020/Nb-
CP ngay 28/7/2020 cua Chinh phu quy dinh vé Co s¢ dir liéu ho tich di¢n ti,
dang ky ho tich truc tuyen;

- Thong tu sO 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh quy
dinh muc thu, che d6 thu, nop, quan Iy va st dung phi khai thac, s dung thong tin
trong co s& dir liéu ho tich, phj xac nhan cé quoc tich Viét Nam, phi xac nhan la
nguoi goc Viét Nam, 1€ phi quoc tich;

- Thong tu sO 85/2019/TT-BTC ngay 29/11/2019 cua B6 Tai chinh husng
dan ve phi va I¢ phi thuoc tham quyen quyet dinh cua Hoi dong nhan dan tinh,
thanh pho truc thudc Trung wong;

- Thong tu sé 106/2021/TT-BTC ngay 26/11/2021 cua B¢ Tai chinh sta
doi, bo sung mot so dieu cua Thong tu s6 85/2019/TT-BTC ngay 29/11/2019
cua BY Tai chinh huéng dan ve phi va I¢ phi thuge tham quyen quyet dinh cua
Hoi dong nhén dan tinh, thanh pho truc thudc Trung vong.


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