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I. LINH VU'C HOA GIAI

1. Thi tuc bau hoa giai vién

a) Trinh tu thuc hién:

* Chuan bi bau hoa giai vién:

- Trong thoi han 20 ngay, trudc ngay du kién béu hoa giai vién, Truong ban cong tac
Mit tran cha tri, phdi hop véi truong thon, t6 truong t6 dan phd, dai dién cac t6 chuc thanh
vién cua Mit tran du klen nhimg ngudi dugc bau 1am hoa giai vién; thong nhét thoi gian
bau hoa giai vién; quyét dinh hinh thirc bau hoa giai vién; quyét dinh danh sach T bau hoa
giai vién do Truong ban cong tac Mat tran lam to truong, truong thon, t6 truong t6 dan pho
lam pho t6 trudng, mdt s trudng cac chi, t, hdi cua thon, té6 dan pho 1a thanh vién.

T6 béu hoa giai vién lap danh sach nhitng nguoi dy kién bau 1am hoa giai vién (sau
day goi tat 1a danh sach bau hoa giai vién) sau khi da trao d6i, dong vién va nhan dugc su
ddng y cta nhitng ngudi dugc gidi thiéu bau lam hoa giai vién.

Trudng hop thanh 1ap T6 hoa giai moi, danh sach bau hoa giai vién it nhit bang véi sb
lugng hoa giai vién da dugc Chu tich Uy ban nhan dan cap Xa quyét dinh, trong d6 ¢6 hoa
giai vién nit. Boi véi vung co nhiéu dong bao dan toc thiéu s6, danh sach bau hoa giai vién
phai ¢6 ngudi dan toc thiéu sd;

- Danh sach bau hoa giai vién dugc thong bao cong khai tai thon, to dan phd trong thoi
han 07 ngay, trudc ngay bau hoa giai vién. Truong hop ¢ y kién phan anh vé danh sach bau
hoa giai vién, thi Trudng ban cong tdc Mat tran xem xét, giai quyét.

* T chirc bau hoa giai vién:

- Viéc bau hoa giai vién bang hinh thirc biéu quyét cong khai hodc bé phiéu kin tai
cudc hop dugc tien hanh khi cé trén 50% dai dién cac ho gia dinh trong thon, t6 dan pho tré
1én tham dy va thuc hién nhu sau:

Dai dién T bau hoa giai vién gidi thiéu danh sach T bau hoa giai vién; tiéu chuan cia
hoa giai vién; danh sach bau hoa gidi vién; thong nhat hinh thirc bau hoa giai vién tai cudc
hop.

Truong hgp bﬁ}l hoa giai vién béng hinh thuc biéq qqyé't cong khai, ’Té b?tu hoa giai
vién truc tiép dém s6 ngudi bi€u quyét va 1ap bién ban vé két qua biéu quyet (Mau so6 01 tai
Phu lyc ban hanh kém theo Nghi qyyét lién tich so 01/2014/NQLqT-CI’3-UBTU’MTTQVN
ngay 18/11/2014 cua Chinh phu va Uy ban Trung wong Mat tran T6 quoc Viét Nam hudng
dan phoi hgp thyc hién mét s6 quy dinh ctia phép ludt vé hoa giai ¢ co sé - sau day goi tat 1a
Nghi quyét lién tich s6 01/2014/NQLT-CP-UBTUMTTQVN).

Truong hop bau hoa giai vién béng hinh thirc bo phiéu kin, T6 bau hoa giai vién lam
nhi¢m vy phat phleu phd bién quy ché bo phleu thu nhan phiéu va kiém phiéu ngay sau khi
két thiic viéc bo phiéu véi su co mit chig kién cia it nhat 01 dai dién ho gia dinh khong co
thanh vién trong danh sach bau hoa giai vién; 1ap bién ban kiém phiéu (MAu sé 02 tai Phu
luc ban hanh kém theo Nghi quyét lién tich s 01/2014/NQLT-CP-UBTUMTTQVN);

- Viéc bau hoa giai vién bang hinh thirc phat phiéu liy y kién cac ho gia dinh trong
thon, T dan pho dugce thuc hién nhu sau:



T6 bau hoa giai vién phat phiéu bau dén cac ho gia dinh, thu nhan lai phiéu bau va
kiém phiéu v6i sy c6 miat ching kién cua it nhat 01 dai dién ho gia dinh khong c6 thanh
vién trong danh sach bau hoa giai vién, 1ap bién ban kiém phiéu (Mau s6 03 tai Phy luc ban
hanh kém theo Nghi quyét lién tich s6 01/2014/NQLT-CP-UBTUMTTQVN).

+ Pé nghi va xem xét, quyét dinh cong nhan hoa giai vién:

- Truong hop két qua bau hoa giai vién dép Gng yéu cau quy dinh tai Diém a, Piém b
Khoan 3 Diéu 8 cua Luat hoa giai ¢ co so, Trudng ban coéng tic Mit tran l1ap danh sach
nguoi dugce dé nghi cong nhan la hoa giai vién (MAu s6 06 tai Phy luc ban hanh kém theo
Nghi quyét lién tich s0 01/2014/NQLT-CP- UBTUMTTQVN) kém theo bién ban kiém
phleu hoic bién ban vé két qua biéu quyét bau hoa giai vién giri Chu tich Uy ban nhan dan
cip xd. Trong thoi han 05 ngay 1am viéc, ké tir ngay nhéan dugc danh sach nguoi dugce dé
nghi cong nhan hoa giai vién, Chu tich Uy ban nhan dan cip xa xem xét, quyét dinh;

- Truong hop sd nguoi dugc de nghi cong nhan 1a hoa gidi vién lay theo két qua bo
phleu ttr cao xubng thap nhiéu hon s6 luong hoa giai vién dugc Chu tich Uy ban nhan dan
cap xi quyét dinh thi Truong ban cong tac Mat tran lap danh sach nhimg nguoi duge de
nghi cong nhén, trong d6 bao gom nhimg ngudi cd sé phiéu bang nhau giri Chu tich Uy ban
nhan dan cip x3 xem xét, quyét dinh;

- Viéc bau lai hoa giai vién duoc thyc hién trong truong hop két qua bau khong co

ngudi nao dat trén 50% dai dién ho gia dinh trong thén, to dan phd dong y. Viéc bau bd

sung hoa giai vién duoc thuc hién trong trudng hop két qua bau khong du sé luong hoa giai
vién dé thanh 1ap T6 hoa giai theo quyét dinh ctuia Chu tich Uy ban nhan dan cip x3;

- Truong hop t6 hoa giai dd dugc thanh 1ap du sb luong hoa giai vién theo quyét dinh
ctia Chu tich Uy ban nhan dan cdp x4, nhung chua c6 hoa giai vién nit hodc hoa giai vién 1a
ngudi dan toc thiéu sb theo quy dinh tai Khoan 1 Diéu 12 cta Luét hoa giai & co so, thi
Trudng ban cong tac Mit trin 1am vin ban béo cdo Chu tich Uy ban nhan dan cip xa. Trong
thoi han 05 ngay lam viéc, ké tir ngay nhan dugc bao cao cua Truong ban cong tac Mat trén,
Chu tich Uy ban nhan dan cép xi xem Xet, quyét dinh viéc bau bd sung hoa giai vién nir
hodc hoa giai vién 1a nguoi dan tdc thiéu sb;

- Néu viéc bau lai hodc bau bd sung hoa giai vién khong dat két qua, thi Trudng ban
cong tdc Mat tran lam van ban bao cdo Chu tich Uy ban nhan dan cap xa. Trong thoi han 05
ngay lam viéc, ké tr ngay nhan dugc bao cdo cuia Trudng ban cong tdc Mat tran, can cir vao
yéu cau thyc tien, Chu tich Uy ban nhan dan cap xa xem xét, quyét dinh s6 lugng, thanh
phan t6 hoa giai.

b) Cach thuc thuc hién: Viéc bau hoa giai vién duoc tién hanh béng mot trong cac hinh
thtrc sau day:

- Biéu quyét cong khai hodc bo phiéu kin tai cudc hop dai dién cac ho gia dinh;

- Phat phiéu lay y kién cac ho gia dinh.

¢) Thanh phan, s6 lugng ho so:

* Thanh phéan ho so:

- Danh sach ngudi duoc dé nghi cong nhan 13 hoa giai vién.

- Bién ban kiém phiéu hoic bién ban vé két qua biéu quyét bau hoa giai vién.

* S luong ho so: 01 bd ho so.



d) Thoi han giai quyét hd so: Trong thoi han 05 ngay lam viée, ké tir ngdy nhan du hd
so theo quy dinh.

d) PBdi tuong thuc hién thu tuc hanh chinh: Trudng ban Cong tac Mat tran chu tri phéi
hop voi truong thon, t6 truong to dan phd, dai dién cac t6 chirc thanh vién ciia Mat tran tai
thon, t6 dan phd, dai dién ho gia dinh trong thén, t6 dan phd.

- Co quan c6 thim quyén quyét dinh: Uy ban nhan dan cap xa.

- Co quan hodc nguoi c6 thim quyén duge ty quyén hodc phan cip thuc hién: Khdng.

- Co quan tryc tiép thuc hién thu tuc hanh chinh: Uy ban nhan dan cap xa.

g) Tén mau don, mau to khai:

- Mau s6 01 tai Phu luc ban hanh kém theo Nghi quyét lién tich s6 01/2014/NQLT-CP-
UBTUMTTQVN trong trudng hop bau hoa giai vién bang hinh thirc biéu quyét cong khai.

- MAu 6 02 tai Phy Iyc ban hanh kém theo Nghi quyét lién tich s6 01/2014/NQLT-CP-
UBTUMTTQVN trong trudng hop bau hoa giai vién bang hinh thirc bé phiéu kin.

- Miu s6 03 tai Phu luc ban hanh kém theo Nghi quyet lién tich sd 01/2014/NQLT-CP-
UBTUMTTQVN trong truong hop bau hoa giai vién bang hinh thirc phat phiéu bau dén ho
gia dinh.

- Danh sach dé nghi cong nhan hoa giai vién - Mau sé 06 tai Phy luc ban hanh kém
theo Nghi quyét lién tich s6 01/2014/NQLT-CP-UBTUMTTQVN.

h) Lé phi: Khong.
i) Két qua thuc hién thu tuc hanh chinh: Quyét dinh céng nhan hoa giai vién.
k) Yéu cau, diéu kién thuc hién thu tuc hanh chinh:

- Nguoi duge bau 1am hoa giai vién phai 1a cong dan Viét Nam thuong tré tai co so, tu
nguyén tham gia hoat dong hoa giai va c6 cac ti€u chuan sau day:

+ C6 pham chat dao dirc tot; ¢ uy tin trong cong ddong dan cu;
+ C6 kha ning thuyét phuc, van dong nhan dan; c6 hiéu biét phap luit.

- Ngu:c‘wiv duoc dé, nghi cong nhan 1a hoa giai vién phai dat trén 50% dai di¢n hd gia dinh
trong thon, t6 dan phd dong .

1) Can cu phép 1y cua tha tuc hanh chinh:
- Luat hoa gidi ¢ co s¢ ndm 2013;

- Nghi quyét lién tich s6 01/2014/NQLT-CP-UBTUMTTQVN ngay 18/11/2014 vé
Hudng dan phodi hop thuc hién mdt s6 quy dinh cua phap luat vé hoa giai & co sé



Mau s6 01

X4, phuong, thi tran: CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

BIEN BAN
VE KET QUA BIEU QUYET BAU HOA GIAI VIEN TAI CUOC HOP PAI DIEN CAC
HO GIA PINH
Hom nay, vao.......... foa o , ngay thang......... nam......
;) R SRSSSTSTPRRR
Thon/té dan phé; ..................................................................... td chirc cudc hop

dai dién cac ho gia dinh bau hoa giai vién bang hinh thirc biéu quyét cong khai.

T6 bau hoa gidi vién gom cac thanh vién sau day:

(O T (=1 P TTY - T6 Trudng

QLT (1) PR - Pho t6 trudng

QT T (1) P -Thanh vién

(O] To (=) TP -Thanh vién

(1o T (=) SO ~Thanh vién
ONQ (BA) ..ttt ettt ettt -Thanh vién

ONQG (BA) ..ottt e -Thanh vién

S6 luong dai dién hd gia dinh tham du cudc hop: .....oooeviiiiiiiiiiiiie

Két qua biéu quyét:



Stt

Ho va tén

S6 nglr(‘)"i biéu
quyét dong y

Ty 1€ % dai dién ho gia dinh
trong thon, t6 dan pho dong y

Cudc hop két thic vao

Bién ban nay dugc doc cong khai tai cude hop.

PAI DIEN HO GIA PiNH
CHUNG KIEN
(Ky va ghi ro ho tén)

TM. TO BAU HOA GIAI VIEN

TO TRUONG

(Ky va ghi ro ho tén)




Mau s6 02

Xa, phudng, thi tran: CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phiic

BIEN BAN
KIEM PHIEU BAU HOA GIAI VIEN TAI CUOC HOP PAI DIEN CAC HO GIA BINH

Hom nay, vao.......... gio........... , NEAYy........ thang......... nam......

Thon/td dan phé; ............................................................... chiic cudc hop dai
dién cac hg gia dinh bau hoa gidi vién bang hinh thirc biéu quyét cong khai.

T6 bau hoa gidi vién gom céac thanh vién sau day:

QLT (=1 RN - T6 Trudng

O T (1) TN - Pho t6 trudng
O LT “Thanh vién
O LT “Thanh vién
O LT “Thanh vién
ONG (BA) .ttt een s -Thanh vién
QT T (=1 TR -Thanh vién

da tién hanh kiém phi€u bau hoa giai vién vdi su ¢d6 mat chiing kién ctia dai dién ho gia dinh
khong c6 thanh vién trong danh siach bau lam hoa gidi vién 1a oOng
A ,diachic..i s

Tong sd dai dién ho gia dinh trong thon, t& dAn pho: .....ovveeeeeeeeeeeeeeee..
So luong dai dién ho gia dinh tham du cudc hop: ....ooovveeiieiiiii e

Két qua kiém phiéu bau hoa gidi vién nhu sau:
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- Tong s6 phiéu phat ra:

- Tong so phiéu thu vé:

- S6 phiéu hop 18:
- S6 phiéu khéng hop 1é:
- Két qua kiém phiéu:
Stt Ho va tén S6 lwong phiéu bau| Ty 1é % dai dién ho gia dinh

trong thon, to din phd dong y

Cudc hop két thuc vao

Bién ban nay dugc doc cong khai tai cude hop.

DAI DIEN HQ GIA PINH
CHUNG KIEN

(Ky va ghi ro ho tén)
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TM. TO BAU HOA GIAI VIEN

TO TRUONG
(Ky va ghi ro ho tén)




Mau sb 06

Xa, phudng, thi trin: CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phiic

., hgay ... thang ... nam

DANH SACH
Pé nghi cong nhin hoa giii vién
Kinh giri: Chu tich Uy ban nhan din xa/phudng/thi trdn

tén sau day:

Sttt [Ho va tén IDia chi Ty 1€ % dai dién h{ gia dinh trong
thon, to dan pho dong y

TRUONG BAN CONG TAC MAT
TRAN
(Ky va ghi ro ho tén)
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2. Thii tuc bau t6 truong to hoa giai

a) Trinh tu thuc hién:
+ T chirc cudc hop bau to truong t6 hoa giai:

Cudc hop bau to trudng to hoa giai do Trudng ban cong tic Mit tran chu tri va duogc
thuc hién nhu sau:

- Hoa giai vién tham dyu cudc hop théng nhit danh sach nhimg ngudi duoc gidi thiéu
bau lam t6 trudng t6 hoa gidi, lya chon hinh thirc bau, thong nhat danh sach T6 kiém phicu
trong truong hop bau bang hinh thirc bod phicu kin;

- Trudng hop bau t6 trudng to hoa giai bang hinh thirc biéu quyét cong khai thi Trudng
ban cong tic Mit trin dém s6 ngudi biu quyét, 1ap bién ban vé két qua biéu quyét (Mau sd
04 tai Phu lyc ban hanh kém theo Nghi quyét lién tich sé 01/2014/NQLT-CP-
UBTUMTTQVN);

- Truong hop bau to truong t6 hoa giai bang hinh thirc bo phiéu kin thi To kiém phleu
lam nhiém vu phat ph1eu phd bién quy ché bo phiéu, thu nhan phiéu va tién hanh klem
phiéu tai noi bo phiéu ngay sau khi két thiic viéc bo phleu 1ap bién ban kiém phiéu (Mau sb
05 tai Phu lyc ban hanh kém theo Nghi quyét lién tich sé 01/2014/NQLT-CP-
UBTUMTTQVN).

+ D¢ nghi va xem xét, cong nhan to trudng to6 hoa giai:

Nguoi duoc dé nghi cong nhan la t6 truong t6 hoa giai phai dat trén 50% s6 hoa giai
vién cua to hoa giai ddng ¥ va 1a nguoi c6 sb phiéu bau cao nhat.

Trong thoi han 05 ngay, ké tir ngdy t6 chitc cudc hop bau t6 trudng t6 hoa giai, Trudong
ban cong tac Mit tran lam vin ban dé nghi cong nhén t6 trudng t hoa giai (Mau sb 07 tai
Phu luc ban hanh kém theo Nghi quyét lién tich sé 01/2014/NQLT-CP-UBTUMTTQVN)
kém theo bién ban kiém phiéu hoic bién ban vé két qua biéu quyét vé viéc bau td trudng t6
hoa giai, giri Cha tich Uy ban nhan dan cip xi. Trong thoi han 05 ngay lam viée, ké tir ngay
nhan duoc vin ban dé nghi cong nhén t6 truéng to hoa giai, Chu tich Uy ban nhan dan cip
xd xem xét, quyét dinh.

b) Cach thirc thuc hién: Viéc bau t6 truong t6 hoa giai dwoc tién hanh bang hinh thirc
bo phi€u kin hodc bi€u quyét cong khai.

¢) Thanh phan, s6 lugng ho so:

* Thanh phan ho so:

- Vin ban dé nghi cong nhén to trudng to hoa giai.

- Bién ban kiém phiéu hodc bién ban vé két qua biéu quyét vé viéc bau to trudng t6 hoa
giai.

* S luong ho so: 01 bd ho so.

d) Thoi han giai quyét hd so: Trong thoi han 05 ngay lam viéc, ké tir ngdy nhan di ho
so theo quy dinh.

d) Déi tugng thyc hién tha tuc hanh chinh: Truong ban cong tac Mat tran, hoa giai
Vién cua to hoa giai.
e) Co quan thyc hién thu tuc hanh chinh
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- Co quan c6 thidm quyén quyét dinh: Uy ban nhan dan cap xa.
- Co quan hodc nguoi c6 thim quyén duge ty quyén hodc phan cip thyc hién: Khéng.
- Co quan tryc tiép thuc hién thi tuc hanh chinh: Uy ban nhan dan cap xa.

g) Tén mau don, miu to khai: Gidy dé nghi cong nhan t6 truong t6 hoa giai - Mau sb
07 tai Phu luc ban hanh kém theo Nghi quyét lién tich s6 01/2014/NQLT-CP-
UBTUMTTQVN.

h) L¢ phi: Khong.

i) Két qua thuc hién thu tuc hanh chinh: Quyét dinh cong nhén t6 trudng td hoa giai.

k) Yéu cau, diéu kién thuc hién thu tuc hanh chinh:

- Viée bau t6 truong t6 hoa giai dugc thuc hién trong cac truong hop sau day:

+ Thanh 13p t6 hoa giai méi;

+ TO trudng tO hoa giai thoi lam hoa giai vién, thoi lam t0 trudng t0 hoa giai hodc
khong thé tiép tuc lam t6 trudng t6 hoa giai.

- Nguoi dugce dé nghi cong nhan 1a t0 trudng t0 hoa giai phai dat trén 50% s hoa giai
vién cua t0 hoa gidi dong y va la nguodi cé sé phi€u bau cao nhat.

1) Can ctr phap 1y ctia tha tuc hanh chinh:

- Luat hoa gidi & co s& ndm 2013;

- Nghi quyét lién tich s6 01/2014/NQLT-CP-UBTUMTTQVN ngay 18/11/2014 vé
Hudng dan phoi hop thuc hién mot s6 quy dinh cua phép luat vé hoa giai & co so.
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Maiu s6 07

Xa, phudng, thi trin: CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phiic

.., NZAY ... thang ... nam....

GIAY PE NGHI
Cong nhin t6 truéng té hoa giai
Kinh giri: Chu tich Uy ban nhan dan xa/phuong/thi tran

Can ctr két qua bau t6 truong td hoa giai (co bién ban gii kém), Ban cong tac Mit tran
thon/td dan phé..........ccooeviiiinii... dé nghi Chu tich Uy ban nhan dan xd/phudng/thi
AN, ..o xem xét, quyét dinh cong nhén t6 truong to hoa giai dbi voi ong (ba) co
tén sau day:

Stt Ho va tén Dia chi Ty 1é % hoa giai vién cia to
hoa giai dong y

TRUONG BAN CONG TAC MAT TRAN
(Ky va ghi ro ho tén)
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3. Thu tuc thoéi lam hoa gidi vién
a) Trinh tu thuc hién:

T6 truong t6 hoa giai dé nghi Truong ban cong tac Mat tran phbi hop voi truong thon,
t6 truong to dan phd 1am vin ban dé nghi Chu tich Uy ban nhan dan cip x4 ra quyét dinh
thoi 1am hoa giai vién.

Trong thoi han 10 ngay, ké tir khi nhan dugc dé nghi cia to truong T6 hoa gidi vé viée
thoi lam hoa giai vién, Truong ban cong tac Mat tran chu tri, ph01 hop vo1 truong thon, t6
truong dan phd xem xét, xac minh, lam van ban dé nghi Chu tich Uy ban nhan dan cap xara
quyét dinh thoi lam hoa giai vién (Mau sb 08 tai Phu luc ban hanh kém theo Nghi quyét lién
tich s6 01/2014/NQLT-CP-UBTUMTTQVN).

Dbi v6i trudng hop thoi lam hoa giai vién theo quy dinh tai Piém b, Piém ¢ Khoan 1
Diéu 11 cua Luat hoa giai 0 co s0, néu Truong ban cong tac Mat tran, truong thon, t6
trudng t6 dan phd khong dong y y voi dé nghi cua t6 truong t6 hoa giai hodc Truong ban cong
tac Mt trdn va truong thon, t6 truong to6 dan phd khong théng nhat duoc véi nhau vé de
nghi cta to trudng t6 hoa giai, thi Trudng ban cong tac Mit tran thong bao véi td trudng to
hoa giai, néu rd 1y do khong dong ¥, dong thoi bao cdo Chu tich Uy ban nhan dan cép xa
xem xét, quyét dinh (Mau s6 09 tai Phu luc ban hanh kém theo Nghi quyét lién tich sb
01/2014/NQLT-CP-UBTUMTTQVN).

Truong hop théi lam hoa giai vién déi VOi to truong t6 hoa giai thi Truong ban cong
tac Mit tran phdi hop véi truong thon, t6 truong t6 dan phd lam vin ban dé nghi Chu tich
Uy ban nhén dan cap x4 ra quyét dinh thoi lam hoa giai vién.

Trong thoi han 05 ngay 1am viée, ké tir ngay nhan dugc vin ban dé nghi hoidc béo céo
ve vi¢c thoi lam hoa giai vién, Chu tich Uy ban nhan dan cap xa xem xét, quyét dinh.

b) Céch thtrc thuc hién: Khong quy dinh.

¢) Thanh phan, s6 luong ho so:

* Thanh phan ho so: Vian ban dé nghi ra quyét dinh théi lam hoa giai vién.
* S6 lugng hd so: 01 bd hd so.

d) Thoi han giai quyét hd so: Trong thot han 05 ngay lam viéc, ké tir ngay nhan duoc
van ban dé nghi hoic bao céo vé viéc thoi lam hoa giai vién.

d) P6i twong thuc hién thi tuc hanh chinh: T6 trudng to hoa giai, Truong ban cong tac
Mat tran, trudng thon, to trudng td dan pho.

¢) Co quan thuc hién thu tuc hanh chinh

- Co quan c6 tham quyén quyét dinh: Uy ban nhan dan cip xa.

- Co quan hodc nguoi c6 thim quyén dugc ty quyén hodc phan cip thyuc hién: Khong.
- Co quan tryc tiép thuc hién thu tuc hanh chinh: Uy ban nhan dan cép xa.

g) Tén mau don, miu to khai:

- Giay de nghi vé viéc thoi lam hoa gidi vién - Mau s6 08 tai Phu luc ban hanh kém
theo Nghi quyét lién tich s6 01/2014/NQLT-CP-UBTUMTTQVN.

- Bég cdo vé Viéq thoi 1am hoa giai vién - Mau s6 09 tai I?hu luc ban hanh kém theo
Nghi quyét lién tich s6 01/2014/NQLT-CP-UBTUMTTQVN doi véi truong hop thdi 1lam
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hoa gidi vién theo quy dinh tai Diém b, Piém ¢ Khoan 1 Diéu 11 ciia Luat hoa gidi ¢ co s¢
va néu Truong ban cong tac Mat tran, truong thon, t6 truong to dan phd khong dong y Vol
dé nghi cua t6 truong t6 hoa giai hodc Truong ban cong tac Mat tran va truong thon, t6
truong t6 dan phd khong thdng nhat duge voi nhau vé dé nghi cua to truong td hoa giai.

h) L¢ phi: Khong.

i) Két qua thuc hién thu tuc hanh chinh: Quyét dinh thoi 1am hoa giai vién.

k) Yéu cau, diéu kién thuc hién thu tuc hanh chinh:

Vi¢c thoi lam hoa gidi vién dugce thuc hién trong cac truong hop sau day:

- Theo nguyén vong ctia hoa giai vién;

- Hoa giai vién khong con dap ing mot trong cac tiéu chudn quy dinh tai Piéu 7 cta
Luat hoa giai ¢ co sd;

- Vi pham nguyén tic t6 chtc, hoat dong hoa giai ¢ co so theo quy dinh tai Diéu 4 cua

Luat hoa giai & co s hodc khong cé diéu kién tiép tuc 1am hoa giai vién do bi xur 1y vi pham
phép luit.

1) Can ctr phap ly cua tha tuc hanh chinh:

- Luat hoa gidi & co s¢ ndm 2013;

- Nghi quyét lién tich s6 01/2014/NQLT-CP-UBTUMTTQVN ngay 18/11/2014 vé
Hudng dan phdi hop thuc hién mot s6 quy dinh ctia phap luat vé hoa giai & co so.
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MAiu s6 08

X4, phuong, thi tran: CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phiic

., hgay ... thang ... nam

GIAY PE NGHI
Vé viéc thoi lam hoa giai vién
Kinh giri: Chu tich Uy ban nhan din xa/phudng/thi trin

vé viéc thoéi 1am hoa giai vién, dé nghi Chu tich Uy ban nhan dan xa/phuong/thi

EEANL. Lo, xem xét, quyét dinh thoi lam hoa giai vién déi véi
ONG (D)
Q1A CIIL..eeee e s
Ly do thoi Iam hoa @Ia1 VIEN:........cceviiiiiiiieiiieiee et
TRUONG THON TRUONG BAN CONG TAC MAT TRAN
TO TRUONG TO DAN PHO (Ky va ghi o ho tén)

(Ky va ghi ro ho tén)
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Mau s6 09

Xa, phudng, thi trin: CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phiic

.ee, NEAY ... thang ... nam....

BAO CAO
Vé viéc thoi lam hoa giai vién
Kinh giri: Chu tich Uy ban nhan din xa/phudng/thi trin

Ngay........ thang...... nam........ , t0 trudng t6 hoa At ...oooveveeeeeeeeeeeeean.
dé nghi thoi 1am hoa giai vién doi V61 6ng (DA): .e.veeeeeeeeeeeeeeeeee e
Q1A CIIL e s
VOT LY AOi et et et e e et en e



Pé nghi Chii tich Uy ban nhan dan xa/phudng/thi tran................ccccooeveveeenn..

..................................................................................................... Xem xét, quyét dinh.
TRUONG THON TRUONG BAN CONG TAC MAT TRAN
TO TRUGNG TO DAN PHO (Ky va ghi v6 ho tén)

(Ky va ghi ro ho tén)
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4. Thi tuc thanh toan thu lao cho hoa giii vién

a) Trinh tu thuc hién:

- To truong to hoa giai 1ap hd so dé nghi thanh toan thu lao cho hoa giai vién.

- Trong thoi han 05 ngdy lam viéc, ké tr ngdy nhan du ho so hop 1¢, Uy ban nhan dan
cap xa xem x¢ét, quyét dinh va tra thu lao cho hoa giai vién thong qua t6 hoa giai; truong hop
quyét dinh khong thanh toan cho hoa giai vién thi phai tra 161 bang van ban va néu 10 1y do.

- T6 hoa giai thuc hién tra thu lao cho hoa giai vién theo quyét dinh ctia Uy ban nhan
dan cap xa trong thoi han 03 ngay, ké tir ngay nhan dugc thu lao.

b) Cach thirc thuc hién: Khong quy dinh.

¢) Thanh phan, s6 luong hd so:

* Thanh phan ho so:

Gidy dé nghi thanh toan thu lao cua hoa giai vién co ghi r6 ho, tén, dia chi cua hoa giai
vién; tén, dia chi to hoa giai; S(A)‘ tién dé nghi thanh todn; noi dul}g thanh toan (c6 danh sach
cac vy, viéc trong truong hop dQ nghi thaqh toan thu lao cho nhiéu vy, vi¢c); chir ky cua hoa
giai vién; chit ky xac nhan cua to truong to hoa giai.

Xuét trinh S6 theo ddi hoat dong hoa giai & co s& dé ddi chiéu khi can thiét.

* S lugng ho so: 01 bd ho so.

d) Thoi han giai quyét hd so: Trong thoi han 08 ngay lam viéc, ké tir ngdy nhan da hd
so theo quy dinh.

d) Bdi tugng thyc hién thi tuc hanh chinh: Hoa giai vién.

e) Co quan thyc hién tha tuc hanh chinh

- Co quan c6 thidm quyén quyét dinh: Uy ban nhan dan cip xA.

- Co quan hodc ngudi c6 thim quyén duoc ty quyén hodc phan cip thyc hién: Khong.

- Co quan tryc tiép thuc hién thi tuc hanh chinh: Uy ban nhan dan cip xa.

g) Tén mau don, mau to khai: Chua quy dinh.

h) Lé phi: Khdng.

i) Két qua thuc hién thu tyc hanh chinh: Quyét dinh thanh toan thu lao cho hoa giai
vién/ hodc van ban tra 101 trong truong hop khong thanh toan.

k) Yéu cau, diéu kién thuc hién thu tuc hanh chinh:

- Vu, viéc duogc tién hanh hoa giai va da két thuc theo quy dinh tai Diéu 23 cua Luat
hoa giai ¢ co so;

- Hoa gii vién khong vi pham nghia vu quy dinh tai Diéu 10 Luat hoa giai ¢ co sé.

1) Can cu phép 1y cua tha tuc hanh chinh:

- Luat hoa gidi ¢ co s¢ ndm 2013;

- Nghi dinh s6 15/2014/ND-CP ngay 27/02/2014 Quy dinh chi tiét mot sé diéu va bién
phép thi hanh Luat hoa gidi ¢ co so.
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II. LINH VUC PHO BIEN GIAO DUC PHAP LUAT
1. Thii tuc cong nhin Tuyén truyén vién phap luat
a) Trinh ty thuc hién:

- Can ctr vao yéu cau cong tac phd bién, gido duc phap luat va nhu cau, diéu
kién thuc té trén dia ban cap x3, Chu tich Uy ban nhan dan cdp xi quyét dinh cong
nhan tuyén truyén vién phéap luat, bao dam c6 di ngudn luc dé trién khai céng tac phd
bién, giao duc phdp luat trén dia ban.

- Pinh ky thang 9 hang nam, cong chirc tu phap - ho tich chu tri, phdi hop véi
Truong ban cong tac Mat tran, Truong thon, lang, ap, ban, budn, phum, soc, to dan
phé, khu phd, khoi pho va cong dong dan cu khac (sau day goi la dia ban co s0) va
nguoi dimg dau cac to chirc chinh tri - x& hoi trén dia ban cap xa thong bao cong
khai tiéu chuan tuyén truyén vién phap ludt quy dinh tai khoan 1 Piéu 37 Luat phd
bién, gido duc phap luat; cic quy dinh vé cong nhan tuyén truyén vién phap ludt t6i
co quan, don vi va nguoi dan trén dia ban co s¢ dé ty nguyén dang ky tham gia lam
tuyén truyén vién phéap luat.

- Can ctr danh sach tu nguyén ding ky tham gia 1am tuyén truyén vién phap
luat tur dia ban co s, thuc trang doi ngii cong chirc cua Uy ban nhan dan cip xi va
nhu ciu xay dung d6i ngil tuyén truyen vién phép luat, cong chure tu phép - ho tich ra
soat, 1ap danh sach ngudi du tiéu chuan quy dinh tai khoan 1 Piéu 37 Luat phd bién,
gido dyc phap lut trinh Chu tich Uy ban nhan dan cdp x3 xem xét, cong nhan tuyén
truyén vién phéap luat.

- Trong thoi han 05 ngay lam viéc ké tir ngay nhin dugc danh sach dé nghi
cong nhan tuyén truyén vién phap luat cua céng chiic tu phap - ho tich, Chu tich Uy
ban nhin dan cip xi xem xét, ra quyét dinh cong nhan tuyén truyén vién phap luit.

b) Céch thirc thuc hién: Khong quy dinh.

¢) Thanh phan, s6 lugng hd so: Danh sach dé nghi cong nhan tuyén truyén vién
phép luat

d) Thoi han giai quyét hd so: 05 ngay

d) Co quan thy hién tha tuc hanh chinh

- Co quan c6 tham quyén quyét dinh: UBND cap xa.

- Co quan thuc hién tha tuc hanh chinh: Cong chirc Tu phap — ho tich cip xa
e) Déi tuong thue hién thi tuc hanh chinh: C4 nhan.

g) L¢ phi: Khong.

h) Két qua thyc hién tha tuc hanh chinh: Quyét dinh cong nhian Tuyén truyén
vién phap luat.
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i) Mau don, miu to khai: Khong

K) Yéu cau diéu kién thuc hién thu tuc hanh chinh: Khéng
1) Can ctr phap 1y cua tha tuc hanh chinh:

- Luat pho bién, gido duc phap luat nim 2012;

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

- Thong tu sé 10/2016/TT-BTP ngay 22/7/2016 ctia B6 Tu phap quy dinh vé
bao co vién phép luat, tuyén truyén vién phap luat
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2. Thii tuc cho théi lam tuyén truyén vién phap luat
a) Trinh ty thuc hién:

Khi tuyén truyén vién phap luat thuoc mdt trong cac truong hop quy dinh tai khoan
1 Diéu 6 Thong tu 10/2016/TT-BTP, cong chirc tu phap - ho tich trinh Chu tich Uy ban
nhan dan cdp x3 xem xét, ra quyét dinh cho thoi lam tuyén truyén vién phép luét.

Trong thoi han 03 ngay lam viéc ké tur ngay nhan dugc dé nghi, Chu tich Uy ban
nhan dan cp x3 xem xét, quyét dinh cho thoi 1am tuyén truyén vién phap luat.

b) Cach thirc thuc hién: Khong quy dinh.

¢) Thanh phan, s6 luong hd so: Khong quy dinh.

d) Thoi han giai quyét ho so: 03 ngay lam viée

d) Co quan thyc hién thu tuc hanh chinh: UBND cép Xa.

- Co quan c6 thdm quyén quyét dinh: UBND cép x4

- Co quan truc tiép thuc hién tha tuc hanh chinh: Cong churc Tu phap- Ho tich
e) Déi twong thuc hién tha tuc hanh chinh: C4 nhan.

g) Lé phi: Khong.

h) Két qua thuc hién thi tuc hanh chinh: Quyét dinh cho théi 1am Tuyén truyén vién
phap luat.

i) Mau don, mau to khai: Khong

K) Yéu ciu diéu kién thuc hién tha tuc hanh chinh:
1) Can ctr phap ly cua thu tuc hanh chinh:

- Luat pho bién, gido duc phap luit nim 2012;

- Nghi dinh s6 28/2013/ND-CP ngay 04 thang 4 nim 2013 ctia Chinh phii quy dinh
chi tiét mot s6 diéu va bién phap thi hanh Luat pho bién, gido duc phap luat;

- Thong tu s6 10/2016/TT-BTP ngay 22/7/2016 ctiia Bo Tu phap quy dinh vé bao céo

vién phap luat, tuyén truyén vién phap luat
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I11. LINH VU'C HQ TICH
1. Thu tuc dang ky khai sinh
a) Trinh tu thuc hi¢n:

- Nguoi ¢ yéu cau ding ky khai sinh nop hd so tai Bo phan tiép nhan va tra két qua
thugc Uy ban nhin dan cap xa c6 tham quyén.

- Nguoi tiép nhan cé trach nhiém kiém tra ngay toan bo hd so, dbi chiéu thong tin
trong To khai va tinh hgp 1€ cua giay to trong hd so do nguoi yéu cau ndp, xuat trinh.

- Néu ho so day du, hop 1€, nguoi tiép nhan ho so viét gidy tlep nhan, trong d6 ghi rd
ngdy, gio tra két qua; néu hd so chua day du, hoan thién thi huéng dan ngudi nop hé so bd
sung, hoan thién theo quy dinh; truong hop khong thé bo sung, hoan thién hd so ngay thi
phai 1ap thanh vin ban hudng dan, trong do6 néu ro loai gidy t0, ndi dung can bd sung, hoan
thién, ky, ghi rd ho, chit dém, tén cta nguoi tiép nhan.

- Néu hd so sau khi da dugc huong dan ma khéng duoc bd sung day du, hoan thién
thi nguoi tiép nhan tir chdi tiép nhan hd so va 1ap van ban ttr chéi tiép nhan ho so, trong do
ghi 18 1y do tir chéi, ky, ghi 15 ho, chir dém, tén cua ngudi tiép nhan.

- B6 phan tiép nhan va tra két qua chuyén ho so dén cong chirc tu phap — ho tich, theo
thoi gian nhu sau: Hb so tiép nhan trong budi sang thi chuyén giao trong bubi sang, hd so
tiép nhan dau gio chleu thi chuyen giao trude 15 gid va hd so tiép nhan thoi gian con lai
dugc chuyén giao cudi budi chiéu hang ngay.

- Néu thay thong tin khai sinh day du va phu hop, cong chue tu phap - ho tich bao cao
Chu tich Uy ban nhén dan c4p xi. Trudng hop Chu tich Uy ban nhan dan cép x4 dong y gial
quyét thi cong chirc tu phap - ho tich cap nhat thong tin khai sinh theo hudng dan dé lay S6
dinh danh c4 nhan (d4i v6i cac dia phuong d3 trién khai cAp S6 dinh danh c4 nhan khi diang
ky khai sinh), ghi ndi dung khai sinh vao S6 va ky tén vao S6 dang ky khai sinh. Chu tich
Uy ban nhén din cap x ky Giy khai sinh cdp cho ngudi duge dang ky khai sinh.

- Sau khi nhin S6 va Gidy khai sinh tir cong chuc tu phap — ho tich; Bo phan tiép
nhén va tra két qua hudng dan dé ngudi di dang ky khai sinh ky tén vao S6, dong thoi trao
Gidy khai sinh cip cho nguoi duoc ding ky khai sinh.

*Luuy:

+ Trudng hop ngudi yéu cau ndp gidy to 1 ban sao duoc cap tir s goc hodc ban sao
dugc chimg thuc tir ban chinh thi ngudi tiép nhan ho so khong dugc yéu cau xuét trinh ban
chinh; néu nguoi yéu cau chi ndp ban chup va xuét trinh ban chinh thi nguoi tiép nhan ho so
kiém tra, d6i chiéu ban chup voi ban chinh va ky vao ban chup xac nhan vé viéc da d6i
chiéu ndi dung gidy to do, khong duoc yéu cau ngudi di ding ky ndp ban sao ¢ chimg thuc
gidy to do.

+ Truong hop phap luét quy dinh xudt trinh glay to khi dang ky ho tich, ngudi tiép
nhan c6 trach nhiém kiém tra gidy to xuat trinh, dbi chiéu véi thong tin trong T khai va tra
lai cho nguoi xuat trinh, khong dugc yéu cau ‘nguoi dang ky ho tich nop thém ban sao glay
to' d6. Nguoi tlep nhan c6 thé chup 01 ban gidy to xuét trinh hodc ghi lai thong tin cia gidy
to xudt trinh dé luu ho so.

+ Nguoi tiép nhan c6 trach nhiém tiép nhén dung, du hé so dang ky ho tich theo quy
dinh cua phap luat ho tich, khong duge yéu cau nguoi diang ky ho tich nop thém gidy to ma
phép luat ho tich khong quy dinh phai nop.
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b) Cach thirc thuc hién:

- Ngudi ¢6 yéu cau dang ky khai sinh tryc tiép thuc hién hodc oy quyén cho nguoi
khéc thuc hién viéc dang ky khai sinh;

- Nguoi thuc hién viée ding ky khai sinh ¢ thé truc tiép ndp ho so tai Bo phén tiép
nhan va tra két qua thudc Uy ban nhan dan cap X& c6 tham quyén hodc giri ho so qua hé
thong buu chinh.

¢) Thanh phan, s6 lugng ho so:
* Gidy to phdi xudt trinh:

- HO chi€u hodc chiing minh nhan dan hoac thé can cudc cong dan hodc cac giay to
khéc c6 dan anh va thong tin ca nhan do co quan ¢6 tham quyén cap, con gia tri st dung dé
chirng minh v€ nhan than cua nguoi cd yéu cau dang ky khai sinh,;

- Gidy to chimg minh noi cu tri dé chtimg minh tham quyen dang ky khai sinh;
truong hop cha, me cua tre da dang ky ket hén thi phai xuét trinh Gidy ching nhan két hon
(trong giai doan Co so dir liéu quoc gia vé dan cu va Co s¢ dit liéu ho tich dién tir toan quoc
chua dugc xdy dung xong va thuc hién théng nhét trén toan qudc).

Trudng hop giri hd so qua hé théng buu chinh thi phai giri kém theo ban sao c6 ching
thuc cac giay to phai xuat trinh néu trén.

* Gidy to phdi nop:
- T khai dang ky khai sinh theo mau.

- Ban chinh Gidy chimg sinh; truong hop khong co Gidy chimg sinh thi ndp vin ban
cua nguoi lam chimg xac nhén vé viéc sinh; néu khong c6 nguoi lam chimg thi phai co gidy
cam doan vé viéc sinh;

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

- Truong hop khai sinh cho tré em sinh ra do mang thai hd phai c6 van ban xac nhan
cua co sO'y t€ da thuc hién k¥ thuat ho trg sinh san cho vi¢c mang thai ho.

- Vian ban ty quyén theo quy dinh cua phép luit trong truedng hop ty quyén thuc hién
viéc dang ky khai sinh.
* 86 heong ho so:. 01 bo

d) Thoi han giai quyet Ngay trong ngay cong chuc tu phap — ho tich tlep nhéan yéu
cau, truong hop nhén ho so sau 15 gio ma khong giai quyét duoc ngay thi tra két qua trong
ngay 1am viéc tiép theo.

d) Béi tuong thuc hién tha tuc hanh chinh: C4 nhan

¢) Co quan thyc hién thu tuc hanh chinh:

- Co quan thuc hién va quyét dinh thu tuc hanh chinh:

+ Uy ban nhan dan c4p xa noi cu tri ctia ngudi cha hodc nguoi me thyuc hién dang ky
khai sinh cho tré em;

+ Uy ban nhan dan cap x4 noi lap bién ban vé viéc tré bi bo roi dbi véi truong hop
dang ky khai sinh cho tré bi bo roi.

- Co quan phdi hop thyc hién: Khong
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g) Két qua thyc hién thu tuc hanh chinh: Gidy khai sinh
h) Lé phi: 5.000 dong/1an.
Mién 1¢ phi ddi véi truong hop khai sinh dung han, nguoi thudc gia dinh ¢6 cong voi

cach mang; nguoi thudc ho ngheo; nguoi khuyét tat.

i) Mau don, mau to khai: To khai dang ky khai sinh

k) Yéu cau, diéu kién thuc hién thu tuc hanh chinh: Khong

1) Céan cu phap ly:

- Luat ho tich nam 2014,

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phii quy dinh chi tiét
mot sO di€u va bi¢n phép thi hanh Luat hd tich;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ciia B6 Tu phap hudng dan thi hanh
mot s diéu ciia Luat ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cta Chinh
phu quy dinh chi tiét mot s6 didu va bién phap thi hanh Luat ho tich;

- Quyét dinh s6 32/2016/Qb-UBND ngay 01/11/2016 cua UBND tinh Hai Duong Ve
viéc quy dinh muc thu, ché d6 thu, ndp, quan 1y va st dung phi, 1& phi thudc tham quyén
quyét dinh ctia Hoi dong nhan dan tinh Hai Duong.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phic

TO KHAI DPANG KY KHAI SINH

Ho, chit d8m, t&n NGUOT YAU CAUS .....oo..ovveeeeceeceeceeeee e
Gidy tO thy thAn: @ittt
INOT CU LT Bttt ettt ettt et et et e et ee e et et et et neeeeeenees
Quan h¢ v&i ngudi dugce khat SINh: ...ooeeiiiiice e e

Pé nghi co quan diing ky khai sinh cho nguoi dwéi day:

HoQ, chit d@m, 8Nz ........ooiii e e
Ngay, thang, nam sinh: ..........ccccoeeiiviieiniieceee, ghi bAng Chif:.....veoveeeeeeeee e,
INOTSINN: B e,

Gidi tinh:.....oveeeeeeeinnns Dan toc: ....coovvvvvviiiiiiiees e, Quéc tich: ..
(@ T T= o[-V USROS
Ho, chivdém, tén cha: ...
Nam sinh: ......cooovveneeenn. Dan toc: ....ovvveveveenninennn. Quéc tiCh:
NOTCU T ©) ettt
Ho, chir dém, ten me: ...
Namsinh: .....cooeovveneenen. Dan toc: .....oovvvvvviiiiiiee e, Quéc tich: ..
NOTCU T ©) ettt ettt

Td1 cam doan ndi dung dé nghi dang ky khai sinh trén day la dung su that, dugc su thoa thuin nhét
tri ciia cac bén lién quan theo quy dinh phap luat.

T6i chiu hoan toan trach nhiém trude phap luat vé ndi dung cam doan cua minh.
Lamtai: ..................... , NQAY ........... thang ......... nam .............
Nguoi yéu ciu
(Ky, ghi ro ho, chit dém, tén)
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Chu thich:
@) Ghi 1 tén co quan ding ky khai sinh
Vidu: - Uy ban nhan dan phuong Dién Bién, Ba Dinh, Ha Noi
- Uy ban nhan dan quén 1, thanh phé H6 Chi Minh

@ Ghi thong tin vé gidy td tiy than cta ngudi di ding ky, ghi 18 sb, co quan cap, ngay cp
ho chiéu, chirng minh nhan dan hodc gidy to hop 1¢ thay thé

Vi dy: Ching minh nhan dan s6 001089123 do Coéng an thanh phé Ha Noi cip ngiy
20/10/2014.

®) Ghi theo dia chi dang ky thudng tra; néu khong c6 noi dang ky thudng tra thi ghi theo dia
chi dang ky tam tru; truong hop khong c6 noi dang ky thuong trd va noi dang ky tam tra thi ghi
theo dia chi dang sinh song.

@ Truong hop sinh tai co s¢ y té thi ghi rd tén co so y té va dia danh hanh chinh
Vi du: - Bénh vién Phu san, Ha Noi
- Tramy té xa Dinh Bang, huyén Tir Son, tinh Bic Ninh.

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

Vi du: xa Pinh Bang, huyén Tur Son, tinh Bic Ninh.
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2. Thii tuc ding ky két hon
a) Trinh tu thuc hi¢n:

- Ngudi c6 yéu cau dang ky két hon ndp hd so tai BO phan tiép nhan va tra két qua
thuoc Uy ban nhan dan cép xi c6 tham quyén.

- Ngudi tiép nhan co trach nhiém kiém tra ngay toan bd ho so, dbi chiéu thong tin
trong To khai va tinh hop 18 cta gidy t& trong hd so do ngudi yéu cau ndp, xuét trinh.

- Néu ho so day du, hop 1¢, nguoi tiép nhan ho so viét gidy tiép nhan, trong d6 ghi rd
ngdy, gio tra két qua; néu hd so chua day du, hoan thién thi huéng dan ngudi ndp hd so bd
sung, hoan thién theo quy dinh; trudng hop khong thé bod sung, hoan thién hd so ngay thi
phai lap thanh vin ban huéng dan, trong d6 néu rd loai gidy to, ndi dung can bd sung, hoan
thién, ky, ghi rd ho, chir dém tén ctia nguoi tiép nhan.

- Hb so sau khi d3 dugc hudng dan ma khong duge bd sung day du, hoan thién thi
ngudi tiép nhan tir chéi tiép nhan ho so va 1ap van ban tir chéi tiép nhan hd so, trong d6 ghi
13 1y do tir chdi, ky, ghi rd ho, chit dém, tén ctia nguoi tiép nhan.

B6 phan tiép nhan va tra két qua chuyén hd so dén cong chirc tuw phap — ho tich, theo
thdi gian nhu sau: Hd so tiép nhan trong budi sang thi chuyén giao trong budi sang, hd so
tiép nhan dau gio chiéu thi chuyén giao trudc 15 gid va hd so tiép nhan thoi gian con lai
dugc chuyén giao cudi budi chiéu hang ngay.

- Sau khi tiép nhan du ho so hop 18, néu thiy du diéu kién két hon theo quy dinh,
cong chire tu phap - ho tich bao cao Chu tich Uy ban nhan dan cip xa. Truong hop Cha tich
Uy ban nhén dan cap xa dong ¥ giai quyét thi cong chirc tu phép - ho tich ghi viéc két hon
vao S6 dang ky két hon, huéng dan hai bén nam, nit ky vao Gidy ching nhan két hdn, clng
hai bén nam, nit ky tén vao So, Chu tich Uy ban nhan dan cip xi t6 chuc trao Gidy ching
nhén két hon cho hai bén nam, nit.

* Luuy:

+ Truong hop ngudi yéu cau ndp gidy to 1 ban sao duge cap tir s6 gbe hodc ban sao
dugc ching thuc tir ban chinh thi ngudi tiép nhan ho so khong dugc yéu cau xuét trinh ban
chinh; néu nguoi yéu cau chi ndp ban chup va xuét trinh ban chinh thi nguoi tiép nhan ho so
kiém tra, d6i chiéu ban chup voi1 ban chinh va ky vao ban chup xac nhan vé viéc da d6i
chiéu noi dung gidy to d6, khong dugc yéu cau ngudi di dang ky ndp ban sao co chimg thuc
gidy to do.

+ Trudng hop phap luat quy dinh xuét trinh gidy to khi dang ky ho tich, nguoi tiép
nhan c6 trach nhiém kiém tra gidy to xuét trinh, d6i chiéu véi thong tin trong T khai va tra
lai cho ngudi xuét trinh, khong dugc yéu cau nguoi dang ky ho tich nop thém ban sao gidy
td d6. Nguoi tiép nhan co thé chup 01 ban gidy to xuat trinh hodc ghi lai thong tin cia gidy
t& xuat trinh dé luu hd so.
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+ Ngudi tiép nhan c6 trach nhiém tiép nhan dung, du hd so ding ky ho tich theo quy
dinh cua phap luat ho tich, khong duge yéu cau nguoi ding ky ho tich nop thém gidy to ma
phép luat ho tich khong quy dinh phai nop.

b) Cach thirc thuc hién:

Ngudi co yéu cau dang ky két hon truc tiép ndp hd so tai B phan tiép nhan va tra két
qua thudc Uy ban nhan dan cap xa c6 tham quyén (bén nam hodc bén nir co6 thé truc ti€p ndp
hd so ma khong can ¢ vin ban ty quyén caa bén con lai).

¢) Thanh phan, s6 lugng hd so:

* Gidy to phdi xudt trinh

- H6 chiéu hodc chimg minh nhan dan hoic thé cin cude cong din hoic cic gidy to
khac c6 dan anh va thong tin ¢4 nhin do co quan c6 thim quyén cap, con gia tri sit dung dé
chtng minh vé nhan than ctia ngudi c¢6 yéu cau dang ky két hon.

- Gidy to chimg minh noi cu tra dé xac dinh tham quyén (trong giai doan Co s¢ dit
liéu quéc gia vé dan cu va Co s& dit liéu ho tich dién tir toan quéc chua dugc xay dung xong
va thuc hién thdng nhét trén toan qudc).

- Trich luc ghi cha ly hén dbi véi trudng hop cong dan Viét Nam diang ky thudng tra
tai dia ban xa lam tha tuc ding ky két hon, da dugc giai quyét viéc ly hon trude dé tai co
quan c6 thAm quyén nudc ngoai.

* Gidy to phdi nép

- T khai ding ky két hon theo mau. Hai bén nam, nit ¢ thé khai chung vao mot T
khai dang ky két hon;

- Ban chinh Gidy x4ac nhan tinh trang hon nhan do Uy ban nhén dan cip x3 c6 thim
quyén cap trong trudng hop ngudi yéu cau ding ky két hon khong dang ky thuong tra tai
dia ban xa lam thu tuc dang ky két hén (trong giai doan Co s& dit liéu qudc gia vé dan cu va
Co s& dir liéu ho tich dién tir toan quéc chua duogc xay dung xong va thuc hi¢n théng nhét
trén toan qudc).

- Trudng hop ngudi yéu cau diang ky két hon dang cong tac, hoc tap, lao dong co thoi
han & nudc ngoai thi phai ndp Gidy xac nhan tinh trang hon nhan do Co quan dai dién ngoai
giao, Co quan dai dién lanh sy cua Viét Nam ¢ nudc ngoai cép.

* S0 lwong ho so: 01 bo

d) Thoi han giai quyét: Ngay trong ngdy cong chiic tu phap - ho tich tiép nhan ho so;
truomg hop nhan ho so sau 15 gio ma khong giai quyét duogc ngay thi tra két qua trong ngay
lam viéc tiép theo. Truong hop can xac minh diéu kién két hon cta hai bén nam, nir thi thoi
han giai quyét khong qua 05 ngay lam viéc.

d) Pdi twong thuc hién thi tuc hanh chinh: C& nhan

e) Co quan thyc hién thu tuc hanh chinh:
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- Co quan thuc hién va quyét dinh thu tyc hanh chinh: Uy ban nhan dan cap x3 noi cu
tra cua bén nam hoac bén nir.

- Co quan phdi hop: Khéng.

g) Két qua thyc hién thu tuc hanh chinh: Gidy chimg nhan két hon

h) L& phi: Mién 1& phi.

i) Mau don, mau t& khai: To khai dang ky két hon

k) Yéu cau, diéu kién thuc hién thu tuc hanh chinh:

- Nam tir d 20 tudi tr& 1én, nir tir du 18 tudi trd 1én;

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

- Cac bén khong bi mat nang lyc hanh vi dan sy;

- Viéc két hon khong thude mot trong cac truong hop cim két hon, gom:

+ Két hon gia tao;

+ Ta0 hén, cudng ép két hon, lira dbi két hon, can tré két hon;

+ Nguoi dang c6 vo, co chéng ma két hon vai nguoi khac hodc chua c6 vo, chua co
chdng ma két hon véi nguoi dang cé chong, c6 vo;

+ Két hon gitta nhimg ngudi cing dong mau vé truc hé; gilta nhitng ngudi c6 ho
trong pham vi ba do1; gitta cha, me nuoi voi con nudi; gitta nguoi da tung la cha, me nudi
vo1 con nudi, cha chéng v6i con dau, me vo véi con ré, cha duong véi con riéng cua vg, me
ké véi con riéng cua chong.

* Nha nudc khong thira nhdn hon nhan gitta nhitng nguoi cung gioi tinh.

1) Can cu phap ly:

- Luat ho tich nam 2014;

- Luat hon nhan va gia dinh nam 2014;

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

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ciia B6 Tu phap huéng dan thi hanh
mot s6 diéu ciia Luat ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ciia Chinh
phu quy dinh chi tiét mot sé diéu va bién phéap thi hanh Luat ho tich;

- Quyét dinh s6 32/2016/QD-UBND ngay 01/11/2016 ciia UBND tinh Hai Duong vé
viéc quy dinh mirc thu, ché do thu, nop, quan 1y va sir dung phi, 1& phi thudc thim quyén
quyét dinh ctia Hoi dong nhan dan tinh Hai Duong.
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CONG HOA XA HQI CHU NGHIA VIET NAM

Doc 1ap — Tw do — Hanh phuc

TO KHAI PANG KY KET HON

(1) , 2)

Thong tin Bén nir Ben nam

Ho, chir dém, tén

Ngay, thang, nam sinh

Dan toc

Qudc tich

Noi cu tria @

Gidy to tuy than®

Két hon 1an thir miy

Chiing t6i cam doan nhiing 10 khai trén day 1a dung su that, viéc két hon cua ching toi 1a tu nguyén,
khong vi pham quy dinh ctia Luat hon nhan va gia dinh Viét Nam.

Chting t6i chiu hoan toan trach nhiém trude phap ludt vé cam doan ctia minh.

Dé nghi Quy co quan ding ky.

Bén nir Bén nam
(Ky, ghi ro ho, chir dém, tén) (Ky, ghi rd ho, chit dém, tén)

Ch thich:

(1), (2) Trudong hop lam thu tyc dang ky két hon co yéu t6 nudc ngoai, thi phai dan anh cia hai bén nam, nit.

(3) Ghi rd tén co quan dang ky két hon.

(4) Ghi theo noi ding ky thuong tri, néu khong cé noi dang ky thuong tra thi ghi theo noi dang ky tam tra; truong hop
khong c6 noi dang ky thuong tri va noi dang ky tam tra thi ghi theo noi dang sinh séng. )

(5) Ghi thong tin vé gidy to tuy than nhu: ho chi€u, chimg minh nhén dan hoéc gidy to hop 1€ thay thé (vi du: Ching
minh nhan dén s6 001089123 do Céng an thanh ph6é Ha N¢i cap ngay 20/10/1982).
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3. Thi tuc ding ky nhan cha, me, con
a) Trinh tu thuc hi¢n
’ - Ngu:c‘riv co yéu cau dang ky nhan cha}, me, con nop ho so tai Bo phan tiép nhan va tra
két qua thudc Uy ban nhan dan cap xa c6 tham quyén.
- Nguoi tiép nhéan ¢6 trach nhiém kiém tra ngay toan bo hd so, xac dinh tinh hop 1¢
ctia gidy to trong ho so do ngudi yéu cdu ndp, xuét trinh; dbi chiéu thong tin trong Td khai
v6i gidy to trong ho so.

- Néu hd so diy du, hop 1¢, ngudi tiép nhan ho so viét gidy/phiéu tiép nhan, trong do
ghi rd ngay, gid tra két qua; néu hd so chua day du, hoan thién thi huéng dan nguoi ndp hd
so bd sung, hoan thién theo quy dinh; truong hop khong thé bo sung, hoan thién hd so ngay
thi phai lap thanh vin ban hudéng din, trong d6 néu rd loai gidy to, ndi dung can bd sung,
hoan thién, ky, ghi rd ho, chir dém, tén ciia nguoi tiép nhan.

- Néu ho so sau khi dd duoc huéng dan ma khong duoc bd sung ddy du, hoan thién
thi nguoi tiép nhan tir chdi tiép nhan hd so va 1ap van ban tir chdi tiép nhan hd so, trong d6
ghi 18 1y do tir chéi, ky, ghi 15 ho, chir dém, tén cia ngudi tiép nhan.

- B6 phan tiép nhan va tra két qua chuyén hd so dén cong chuc tu phap — ho tich,
theo thoi gian nhu sau: Ho so tiép nhan trong budi sang thi chuyén giao trong budi sang, hd
so tiép nhan dau gid chiéu thi chuyén giao trude 15 gid va hd so tiép nhan thoi gian con lai
dugc chuyén giao cudi budi chiéu hang ngay.

- Trong thdi han 03 ngay, ké tir ngay nhan du ho so, néu thdy viéc nhan cha, me, con
1a dng va khong co tranh chap, cong chirc tu phap - ho tich bao cdo Chu tich Uy ban nhan
dan cap xa. Trudng hop Chu tich Uy ban nhan dan cip xi dong ¥ giai quyét thi cong chuc
tu phap - ho tich ghi va ky vao S6 ding ky nhan cha, me, con. Chu tich Uy ban nhan dan
cap xa ky Trich luc dang ky nhan cha, me, con.

- Sau khi nhan S6 va Trich luc ding ky nhén cha, me, con tir cong chirc tu phap — hod
tich; Bo phan tiép nhan va tra két qua huéng dan dé nguoi di dang ky ho tich ky tén vao S6,
dong thoi trao Trich luc diang ky nhan cha, me, con cho ngudi di dang ky ho tich.

*Luuy:

+ Truong hop ngudi yéu cau ndp gidy to 1 ban sao duge cap tir s6 gbe hodc ban sao
dugc chimg thuc tir ban chinh thi ngudi tiép nhan ho so khong dugc yéu cau xuét trinh ban
chinh; néu nguoi yéu cau chi ndp ban chyp va xuét trinh ban chinh thi nguoi tiép nhan ho so
kiém tra, ddi chiéu ban chup v&i ban chinh va ky vao ban chup xac nhan vé viéc di dbi
chiéu noi dung gidy to d6, khong duoc yéu cau ngudi di dang ky ndp ban sao co chimg thuc
gidy to do.

+ Truong hop phap ludt quy dinh xuét trinh gidy to khi dang ky ho tich, ngudi tiép
nhan c6 trach nhiém kiém tra gidy to xuat trinh, dbi chiéu véi thong tin trong T khai va tra
lai cho ngudi xuat trinh, khong dugce yéu cau ngudi dang ky ho tich nop thém ban sao gidy
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td d6. Nguoi tiép nhan c6 thé chup 01 ban gidy to xuat trinh hodc ghi lai thong tin cia gidy
t& xuat trinh dé luu hd so.

+ Ngudi tiép nhan c6 trach nhiém tiép nhan dung, da hd so ding ky ho tich theo quy
dinh cua phép luat ho tich, khong dugce yéu cau nguoi dang ky hg tich ndp thém giéiy to ma
phap luat ho tich khong quy dinh phai nop.

b) Cach thirc thuc hién:

Nguoi co yéu cau dang ky nhan cha, me, con (mot hodc hai bén) ndp hd so truc tiép
tai BO phan tiép nhan va tra két qua thudc Uy ban nhan dan cép Xa c6 thAm quyén.

¢) Thanh phan, s6 lugng ho so:
* Gidy to phdi xudt trinh
- H6 chiéu hodc chimg minh nhan dan hoic thé cin cude cong din hoic cac gidy to

khéac c6 dan anh va thong tin ca nhan do co quan c¢6 tham quyén cap, con gia tri st dung dé
chirng minh vé nhan than cta ngudi c6 yéu cau dang ky nhan cha, me, con.

- Giéy to ching minh noi cu tra dé xac dinh tham quyén dang ky nhan cha, me, con
(trong giai doan Co s¢ dir licu quéc gia vé dan cu va Co sé dit liéu ho tich dién tir toan quéc
chua duogc xdy dung xong va thuc hién théng nhét trén toan qudc).

* Gidy to phdi nép
- To khai dang ky nhan cha, me, con theo mau.

- Giay t0, do vat hodc chung ctr khac ching minh quan h¢ cha, con hodc quan hé me,
con gom:

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

+ Trudng hop khéng c6 vin ban néu trén thi phai c6 thu tir, phim anh, bang, dia, d6
dung, vat dung khac ching minh méi quan hé cha con, quan hé me con va vin ban cam
doan cua cha, me vé viéc tré em la con chung cta hai ngudi, c6 it nhat hai ngudi than thich
cua cha, me lam ching.

* 86 heong hé so 01 bé

d) Thoi han giai quyét: 03 ngay lam viéc ké tir ngy cong chitc tu phap - ho tich tiép
nhan hd so. Trudng hop can phai xac minh thi thoi han giai quyét khong qua 08 ngay lam
viéc.

d) P6i tuong thyc hién tha tuc hanh chinh: C4 nhan

¢) Co quan thuc hién thu tuc hanh chinh:

- Co quan thyc hién va quyét dinh thu tuc hanh chinh: Uy ban nhéan déan cap x4 noi cu
tril cua ngudi nhan hodc nguoi dugc nhan 1a cha, me, con.

- Co quan phdi hop: Khéng.
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g) Két qua thyc hién tha tuc hanh chinh: Trich lyc ddng ky nhéan cha, me, con.

h) Lé phi: 10.000 dong.

Mién 1& phi cho nguoi thude gia dinh c6 cong voi cach mang; nguoi thugc hd ngheo;
ngudi khuyét tat.

i) Mau don, mau to khai:To khai dang ky nhan cha, me, con.

k) Yéu cau, diéu kién thuc hién thu tuc hanh chinh:

- Bén nhan va bén duoc nhén 13 cha, me, con déu con séng;

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

- Trudng hop nam, nit chung séng voi nhau nhu vo chong, khong diang ky két hon,
sinh con, ngudi con séng cung voi nguoi cha, khi ngudi cha 1am thi tuc nhan con ma khéng
lién hé duoc voi nguoi me thi khong can c6 ¥ kién ctia ngudi me trong To khai ding ky
nhan cha, me, con.

1) Céan cu phap ly:

- Ludt hon nhan va gia dinh nam 2014;

- Luat ho tich nam 2014;

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

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

- Quyét dinh s6 32/2016/Qb-UBND ngay 01/11/2016 cua UBND tinh Hai Duong Ve

viéc quy dinh murc thu, ché do thu, ndp, quan 1y va sir dung phi, 1& phi thudc thim quyén
quyét dinh ctia Hoi dong nhan dan tinh Hai Duong.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap - Tu do - Hanh phic

TO KHAI PANG KY NHAN CHA, ME, CON

KA UMD et
Ho, chit dém, t&n NGUdT YAU CAUS .....o..oovoveviveiceeee e,
Ngay, thang, NAM SINN:.......ccciiiii e
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Quan h¢ vé1 nguodi nhan cha/me/ CONM T

La..iine. cia ngudi cé tén dwdi day:
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Kinh d& nghi Quy co quan dang ky.

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

Y kién ciia nguoi hién dang 13 me hoic cha® Y kién ciia ngudi dwoe nhén 1a cha, me, con®

Tai lieu gui kem theo To khai:
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() Ghi 18 tén co quan dang ky;

@ Ghi theo dia chi dang ky thudng tri; néu khong c6 noi ding ky thudng tra thi ghi theo dia chi ding
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 nhu: ho chiéu, chimg minh nhan dan hoic gidy to hop 16 thay
thé (vi du: Chung minh nhan dan s6 001089123 do Cong an thanh phé Ha Noi cip ngay
20/10/2004);

™) Chi can thiét trong truong hop ngudi khai khong dong thoi 1a ngudi nhan cha/me/con;

® Chi cén thiét trong truong hop cha hodc me nhan con chua thanh nién hodc nguoi dé thanh nién
nhung mat nang luc hanh vi dan sy, ghi y kién ctia nguoi 1a cha néu me la nguoi yéu cau, y kién
ngudi me néu cha 1 ngudi yéu cau (trir truong hop nguoi dé da chét, mat tich, mat nang lyc hanh vi
dan sy hodc han ché nang lyc hanh vi dan sy);

®) Chi can thiét trong truong hop ngudi duoc nhan 1a tré em tir da 9 tudi trd 1én.
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4. Thii tuc ding ky khai sinh két hgp nhin cha, me, con
a) Trinh tu thuc hi¢n

- Nguoi co yéu cau dang ky khai sinh va nhén cha, me, con nop hd so tai B phan
tiép nhan va tra két qua thudc Uy ban nhan dan cip xi c6 tham quyén.

- Ngudi tiép nhan co trach nhiém kiém tra ngay toan bd ho so, dbi chiéu théng tin
trong To khai va tinh hop 18 cua gidy to trong hd so do ngudi yéu cau ndp, xudt trinh.

- Néu ho so day du, hop 1&, nguoi tiép nhan ho so viét gidy tiép nhan, trong d6 ghi rd
ngdy, gio tra két qua; néu ho so chua day du, hoan thién thi huéng dan ngudi nop hd so bd
sung, hoan thién theo quy dinh; truong hop khong thé bd sung, hoan thién hd so ngay thi
phai lap thanh van ban hudng dan, trong d6 néu rd loai gidy to, ndi dung can bd sung, hoan
thién, ky, ghi rd ho, chit dém, tén cta nguoi tiép nhan.

- H so dang ky khai sinh va nhan cha, me, con sau khi da dugc hudng dan theo quy
dinh ma khong duoc bd sung, hoan thién thi nguoi tiép nhén tir chdi tiép nhén hd so. Viéc tur
chéi tiép nhan hd so phai duge thé hién bang van ban, trong d6 ghi rd 1y do tir chdi, nguoi
tiép nhan ky, ghi rd ho, chit dém, tén.

- B6 phan tiép nhan va tra két qua chuyén hd so dén cong chic tu phap — ho tich,
theo thoi gian nhu sau: Ho so tiép nhan trong budi sang thi chuyén giao trong budi sang, hd
so tiép nhan dau gid chiéu thi chuyén giao trude 15 gid va hd so tiép nhan thoi gian con lai
dugc chuyén giao cudi budi chiéu hang ngay.

- Trong thdi han 03 ngay, ké tir ngay nhan du ho so, néu thdy viéc nhan cha, me, con
1a ding va khong c6 tranh chap; thong tin khai sinh day du va phu hop, cong chirc tu phap -
ho tich bao cdo Chu tich Uy ban nhan dan cdp xi. Trudong hop Chu tich Uy ban nhan dan
cip xa dong ¥ giai quyét thi cong chirc tu phap - ho tich ghi ndéi dung nhén cha, me, con vao
S6 dang ky nhan cha, me, con; ghi ndi dung khai sinh vao S6 ding ky khai sinh, cap nhét
thong tin khai sinh theo huéng din dé 1y S6 dinh danh c4 nhan (ddi vé6i cac dia phuong da
trién khai cdp S6 dinh danh c4 nhan khi ding ky khai sinh) va ky tén vao S6. Chu tich Uy
ban nhén dan cap xi ky Gidy khai sinh va Trich luc nhan cha, me, con.

- Sau khi nhan két qua tir cong chirc tu phap — ho tich; Bo phan tiép nhan va tra két
qua huéng dan dé nguoi di dang ky khai sinh va nhan cha, me, con ky tén vao So6, dong thoi
trao Trich lyc diang ky nhan cha, me, con va Giy khai sinh cho nguoi di ding ky ho tich.

*Luuy:

+ Truong hop ngudi yéu cau ndp gidy to 1 ban sao duge cép tir s6 gbe hodc ban sao
dugc chimg thuc tir ban chinh thi ngudi tiép nhan ho so khong dugc yéu cau xuét trinh ban
chinh; néu nguoi yéu cau chi ndp ban chyp va xuét trinh ban chinh thi nguoi tiép nhan ho so
kiém tra, ddi chiéu ban chup v&i ban chinh va ky vao ban chup xac nhan vé viéc da do6i
chiéu noi dung gidy to d6, khong duoc yéu cau ngudi di dang ky ndp ban sao co chimg thuc
gidy to do.

+ Truong hop phap ludt quy dinh xuét trinh gidy to khi dang ky ho tich, nguoi tiép
nhan c6 trach nhiém kiém tra gidy to xuat trinh, dbi chiéu voi thong tin trong To khai va tra
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lai cho ngudi xuit trinh, khéng duoc yéu cau ngudi ding ky ho tich ndp thém ban sao gidy
to d6. Nguoi tiép nhan co thé chup 01 ban gidy to xuét trinh hodc ghi lai thong tin cia gidy
to xudt trinh dé luu ho so.

+ Ngudi tiép nhan c6 trach nhiém tiép nhan dung, du ho so ding ky ho tich theo quy
dinh cta phap luat ho tich, khong dugc yéu cau ngudi ding ky ho tich ndp thém gidy to ma
phap luat ho tich khong quy dinh phai ndp.

b) Cach thirc thuc hién:

Nguoi yéu cau dang ky khai sinh, nhan cha, me, con (mdt hodc hai bén) nop hd so
tryc tiép tai Uy ban nhan dan cép xi c6 tham quyén.

¢) Thanh phén, s6 luong hd so:

* Gidy to' phdi xudt trinh:

- Ho6 chiéu hodc chimg minh nhan dan hoic thé can cudc cong dan hoac cac gidy to
khac co dan anh va thong tin ca nhén do co quan c6 tham quyén céap, con gia tri str dung dé
chtirng minh v€ nhan than cia nguoi cé yéu cau dang ky khai sinh, nhan cha, me, con.

- Gidy to ching minh noi cu tra dé ching minh tham quyén dang ky khai sinh, nhan

cha, me, con (trong giai doan Co s¢ dir liéu quoc gia vé dan cu va Co s dir liéu ho tich dién
tir toan qudc chua duge xy dung xong va thuc hién thdng nhét trén toan qudc).

* Gidy to' phdi ngp:
- To khai dang ky khai sinh, To khai ding ky nhan cha, me, con theo mau.
- Ban chinh Gidy chimg sinh; truong hgp khong c6 Gidy chimg sinh thi ndp vin ban

cua nguoi lam chimg xac nhén vé viée sinh; néu khong c6 nguoi lam chimg thi phai co gidy
cam doan vé viéc sinh;

- Giéy t&r, dd vat hodc ching ctir khac ching minh quan h¢ cha, con hodc quan hé me,
con gom:

+ Vin ban cia co quan y té, co quan giam dinh hodc co quan khac c6 thim quyén
xac nhan quan hé cha con, quan hé me con.

+ Truong hop khong c¢6 van ban néu trén thi phai ¢6 thu tir, phim anh, bang, dia, a6
dung, vat dung khac ching minh moi quan h¢ cha con, quan h¢ me con va van ban cam
doan cua cha, me vé€ vi¢c tré em la con chung cia hai nguoi, cé it nhat hai nguoi than thich
cua cha, me lam ching.

* 86 lwong hé so- 01 bj

d) Thoi han giai quyét: 03 ngay lam viéc ké tir thoi diém Cong chue tu phap — ho tich
nhén du ho so hop 1€, truong hop phai xac minh thi khong qua 08 ngay lam viéc.

d) P6i tuong thyc hién tha tuc hanh chinh: C4 nhan

¢) Co quan thuc hién thi tuc hanh chinh:

- Co quan thuc hién va quyét dinh thu tyc hanh chinh: Uy ban nhéan dan cép x4 noi cu
trii cua nguoi cha hodc ngudi me thue hién dang ky khai sinh két hop nhan cha, me, con.

- Co quan phdi hop: Khong

g) Két qua thuc hién thu tuc hanh chinh: Giéy khai sinh, Trich luc nhan cha, me, con.

h) L¢ phi:

+ Piang ky khai sinh: 5.000 dong.

39



Mién 1é phi d6i véi truong hop ding ky khai sinh ding han; nguoi thudc gia dinh co
cong véi cach mang; nguot thude ho ngheo; nguoi khuyét tat.

+ Lé phi dang ky nhan cha, me, con: 10.000 dong.

Miéq 1€ phi cho nguoi thude gia dinh c6 cong voi cach mang; nguoi thudc hd ngheo;
nguoi khuyét tat.

i) Mau don, mau to khai: To khai dang ky khai sinh, T¢ khai dang ky nhéan cha, me,
con

k) Yéu cau, diéu kién thuc hién thu tuc hanh chinh:

- Bén nhan va bén duoc nhan 13 cha, me, con déu con séng;

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

- Truong hop nam, nir chung sdng véi nhau nhu vo chong, khong dang ky két hon,
sinh con, ngudi con séng cling voi nguoi cha, khi nguoi cha lam thu tuc nhan con ma khong

lién hé duoc voi ngudi me thi khong can co y kién ciia ngudi me trong To khai ding ky
nhan cha, me, con.

1) Céan cu phap ly:
- Ludt hon nhan va gia dinh nam 2014;
- Luat ho tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ciia Chinh phu quy dinh chi tiét
mot sO di€u va bi¢n phéap thi hanh Luat ho tich;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phap hudng dan thi hanh
mot sO di€u cua Lu:cflt ho tiqh V:c‘l Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ciaa Chinh
phu quy dinh chi tiét mdt s6 di€u va bién phap thi hanh Luat ho tich;

- Quyét dinh s6 32/2016/Qb-UBND ngay 01/11/2016 cua UBND tinh Hai Duong Vé

vigc quy dinh murc thu, ché do thu, ndp, quan 1y va sir dung phi, 1& phi thudc thim quyén
quyét dinh ctia Hoi dong nhan dan tinh Hai Duong.
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Doc lap - Tu do - Hanh phic

TO KHAI DPANG KY KHAI SINH

Ho, chit d8m, t&n NGUOT YAU CAUS .....oo..ovveeeeceeceeceeeee e
Gidy tO thy thAn: @ittt
NOTCU T ).ttt ettt ettt
Quan hé v&i ngudi dugce khai SINh: ..o
Pé nghi co quan diing ky khai sinh cho nguoi dwéi day:

HoQ, chit d@m, 8Nz ........ooiii e e

(@ T T= o[-V USROS
Ho, chivdém, tén cha: ...
Nam sinh: ......cooovveneeenn. Dan toc: .....coovvvnvvvnenennn, Quéc tich:
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Ho, chir dém, ten me: ...
Namsinh: .....cooeovveneenen. Dan toc: .....oovvvvvviiiiiiee e, Quéc tich: ..
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Td1 cam doan ndi dung dé nghi dang ky khai sinh trén day la dung su that, dugc su thoa thuin nhét
tri ciia cac bén lién quan theo quy dinh phap luat.

Tbi chiu hoan toan trach nhiém trude phap luat vé ndi dung cam doan cua minh.
Lamtai: ..................... , NQAY ........... thang ......... nam .............
Nguoi yéu ciu
(Ky, ghi ro ho, chit dém, tén)
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Chu thich:
@) Ghi 1 tén co quan ding ky khai sinh
Vidu: - Uy ban nhan dan phuong Dién Bién, Ba Dinh, Ha Noi
- Uy ban nhan dan quén 1, thanh phé H6 Chi Minh

@ Ghi thong tin vé gidy td tiy than cta ngudi di ding ky, ghi 18 sb, co quan cap, ngay cp
ho chiéu, chirng minh nhan dan hodc gidy to hop 1é thay thé

Vi dy: Ching minh nhan dan s6 001089123 do Coéng an thanh phé Ha Noi cip ngiy
20/10/2014.

®) Ghi theo dia chi dang ky thuong tri; néu khong c6 noi dang ky thudng tra thi ghi theo dia
chi dang ky tam tru; truong hop khong c6 noi dang ky thuong tra va noi dang ky tam tra thi ghi
theo dia chi dang sinh song.

@ Truong hop sinh tai co s¢ y té thi ghi rd tén co so y té va dia danh hanh chinh
Vi du: - Bénh vién Phu san, Ha Noi
- Tramy té xa Dinh Bang, huyén Tir Son, tinh Bic Ninh.

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

Vi du: xa Pinh Bang, huyén Tur Son, tinh Bic Ninh.
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TO KHAI PANG KY NHAN CHA, ME, CON

KA Ut
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To6i cam doan Viec Nhan........cccceeeevievvivieeiieeee. nai trén la dung sw that, tw nguyén, khong coé tranh chép va chiju trach nhiém trwéc phap luat vé cam doan

cta minh.

Kinh d& nghi Quy co quan dang ky.

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

Y kién ciia ngudi hién dang 12 me hoic cha® Y kién ciia ngudi dwegc nhén 1a cha, me, con®

Tai lieu gui kem theo To khai:
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Chd thich:

() Ghi 18 tén co quan ding ky;

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

©) Ghi thong tin vé gidy to ty than nhu: ho chiéu, chimg minh nhan dan hoic gidy to hop 16 thay
thé (vi du: Ching minh nhan dan s6 001089123 do Cong an thanh phé Ha Noi cip ngay
20/10/2004);

) Chi can thiét trong truong hop ngudi khai khong dong thoi 1a ngudi nhan cha/me/con;

®) Chi can thiét trong trudng hop cha hodc me nhan con chua thanh nién hoic ngudi da thanh nién
nhung mit ning luc hanh vi dan sy, ghi ¥ kién ctia nguoi 13 cha néu me 1a ngudi yéu cau, ¥ kién
ngudi me néu cha 1 ngudi yéu cau (trir truong hop ngudi dé di chét, mit tich, mat nang lyc hanh vi
dan sy hodc han ché nang lyc hanh vi dan sy);

®) Chi can thiét trong trudong hop ngudi duoc nhan 13 tré em tir da 9 tudi tro 1én.
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5. Thu tuc dang ky khai tir
a) Trinh tu thuc hi¢n

- Ngudi c6 yéu cau ding ky khai tir ndp hd so tai Bo phan tiép nhan va tra két qua
thuoc Uy ban nhan dan cép xi c6 tham quyén.

- Ngudi tiép nhan ¢ trach nhiém kiém tra ngay toan bd ho so, dbi chiéu thong tin
trong To khai va tinh hop 18 cta gidy to trong hd so do ngudi yéu cau ndp, xuat trinh.

- Néu ho so day du, hop 1&, nguoi tiép nhan ho so viét gidy tiép nhan, trong d6 ghi rd
ngdy, gio tra két qua; néu ho so chua day du, hoan thién thi huéng dan ngudi ndp hd so bd
sung, hoan thién theo quy dinh; truong hop khong thé bd sung, hoan thién hd so ngay thi
phai lap thanh van ban hudng dan, trong d6 néu rd loai gidy to, ndi dung can bd sung, hoan
thién, ky, ghi rd ho, chir dém, tén ctia ngudi tiép nhén.

- Néu hd so sau khi di duoc hudéng din theo quy dinh ma khong duoc bd sung day
du, hoan thién thi nguoi tiép nhan tir chdi tiép nhan ho so va 1ap van ban tu chdi tiép nhan
hd so, trong d6 ghi rd 1y do tir chdi, ky, ghi 16 ho, chit dém, tén cta ngudi tiép nhan.

- B6 phan tiép nhan va tra két qua chuyén hd so dén cong chic tu phap — ho tich,
theo thoi gian nhu sau: Ho so tiép nhan trong budi sang thi chuyén giao trong budi sang, hd
so tiép nhan dau gid chiéu thi chuyén giao trude 15 gid va hd so tiép nhan thoi gian con lai
dugc chuyén giao cudi budi chiéu hang ngay.

- Ngay sau khi nhan du hd so theo quy dinh, néu thay thong tin khai tir day du va phu
hop, cong chirc tu phap - ho tich bao cao Chu tich Uy ban nhan dan cip xi. Trudng hop
Chu tich Uy ban nhan dan cp xa dong ¥ giai quyét thi ky Trich luc khai tir; cong chuc tu
phap - ho tich ghi va ky tén vao So ding ky khai tu.

- Sau khi nhan S6 va Trich luc ding ky khai tir cong chire tu phap - ho tich; BO phan
tiép nhan va tra két qua hudng dan dé nguoi di dang ky khai tir ky tén vao S6, dong thoi trao
Trich luc dang ky khai tir cho nguoi di dang ky ho tich.

*Luuy:

+ Truong hop ngudi yéu cau ndp gidy to 1 ban sao duge cap tir s6 gbe hodc ban sao
dugc chimg thuc tir ban chinh thi ngudi tiép nhan ho so khong dugc yéu cau xuét trinh ban
chinh; néu nguoi yéu cau chi ndp ban chup va xuét trinh ban chinh thi nguoi tiép nhan ho so
kiém tra, d6i chiéu ban chup voi1 ban chinh va ky vao ban chup xac nhan vé viéc da d6i
chiéu noi dung gidy to d6, khong duoc yéu cau ngudi di dang ky ndp ban sao co chimg thuc
gidy to do.

+ Trudng hop phap luat quy dinh xuét trinh gidy to khi dang ky ho tich, nguoi tiép
nhan co trach nhiém kiém tra gidy to xuét trinh, d6i chiéu véi thong tin trong T khai va tra
lai cho ngudi xuat trinh, khong dugc yéu cau ngudi ding ky ho tich ndp thém ban sao gidy
td d6. Nguoi tiép nhan c6 thé chup 01 ban gidy to xuat trinh hodc ghi lai thong tin cia gidy
t& xuat trinh dé luu hd so.
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+ Ngudi tiép nhan c6 trach nhiém tiép nhan dung, du ho so ding ky ho tich theo quy
dinh cua phap luat ho tich, khong duge yéu cau nguoi ding ky ho tich nop thém gidy to ma
phép luat ho tich khong quy dinh phai ndp.

b) Cach thirc thuc hién:

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

- Ngudi thuc hién viée dang ky khai tir co thé truc tiép ndp hd so tai Bo phan tiép
nhan va tra két qua thuéc Uy ban nhan dan cdp x3d c6 thdm quyén hodc gui hd so qua hé
thng buu chinh.

¢) Thanh phan, s6 lugng ho so:

* Gidy to phdi xudt trinh

- Ho6 chiéu hoic chirmg minh nhan dan hodc thé cin cudc cong dan hodc cac gidy to
khac c6 dan anh va thong tin ¢4 nhin do co quan cé thAm quyén cap, con gia tri sit dung dé
chtng minh vé nhan than ctia ngudi c6 yéu cau dang ky khai tu;

- Gidy to chimg minh noi cu tri cudi cing cta ngudi chét dé xac dinh thim quyén

(trong giai doan Co s¢ dir licu quéc gia vé dan cu va Co sé dit liéu ho tich dién tir toan quéc
chua dugc xay dung xong va thuc hién thong nhat trén toan qudc).

- Trudng hop khong xac dinh duge noi cu tra cudi ciing ciia ngudi chét thi xuat trinh
gidy to chung minh noi ngudi d6 chét hoac noi phat hién thi thé cua nguoi chét.

Truong h0'p giri hd so qua hé théng buu chinh thi phai giri kém theo ban sao co
chung thuc cac gidy t& phai xuat trinh néu trén.

* Gidy to phdi ndp
- To khai dang ky khai tir theo mau;
- Gidy béo tir hodc gidy to thay thé Gidy bao tir do co quan c6 tham quyén cap.

- Vin ban ty quyén theo quy dinh cta phép luat trong trudng hop uy quyén thuc hién
viéc dang ky khai tir. Truong hop nguéri dugc y quyén 121 ong, ba, cha, me, con, vo, chong,
anh, chi, em rudt cta ngu0’1 iy quyén thi Van ban ty quyén khong pha1 cong chung, chung
thuc, nhung phai c6 gidy to chimg minh méi quan hé vdi ngudi ay quyén.

* 86 lwong ho so 01 bp

d) Thoi han giai quyét: Ngay trong ngiy coéng chirc tu phap — ho tich tiép nhan yéu
cau, truong hop nhan ho so sau 15 gio ma khong giai quyét dugc ngay thi tra két qua trong
ngdy lam viéc tiép theo. Truong hop can xac minh thi thoi han giai quyét khong qua 03
ngay lam viéc.

d) P6i tuong thyc hién tha tuc hanh chinh: C4 nhan
e) Co quan thyc hién thu tuc hanh chinh:
- Co quan thyc hién va quyét dinh thu tuc hanh chinh:
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+ Uy ban nhan déan cp x3 noi cu tri cudi ciing ctia nguoi chét thuce hién viée dang ky
khai tu;

+ Uy ban nhan dén cdp x3 noi nguoi d6 chét hodc noi phat hién thi thé ngudi chét
thuc hién viéc dang ky khai tir trong truong hgp khong xac dinh duge noi cu tra cudi cung
cua nguoi chét.

- Co quan phdi hop: Khong

g) Két qua thyc hién tha tyc hanh chinh: Trich lyc khai tu

h) Lé phi: 5.000 dong.

Mién 18 phi ddi voi trudong hop dang ky khai tir dung han, nguoi thude gia dinh co
cong voi cach mang; ngudi thude ho nghéo; nguoi khuyét tat.

i) Mau don, mau to khai: To khai dang ky khai tir

k) Yéu cau, diéu kién thyc hién thu tuc hanh chinh: Khéng

1) Céan cu phap ly:

- Luat ho tich nam 2014;

- Nghi dinh sb 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét
mot s diéu va bién phap thi hanh Luét ho tich;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phap hudng dan thi hanh
mot s6 didu cuia Luat ho tich va Nghi dinh sb 123/2015/ND-CP ngay 15/11/2015 ctia Chinh
phu quy dinh chi tiét mot s6 didu va bién phap thi hanh Luat ho tich;

- Quyét dinh s6 32/2016/QD-UBND ngay 01/11/2016 cua UBND tinh Hai Duong Vé

viéc quy dinh murc thu, ché d6 thu, ndp, quan 1y va st dung phi, 1& phi thudc thim quyén
quyét dinh ctia Hoi ddng nhan dan tinh Hai Duong.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phic

TO KHAI DPANG KY KHAI TU

KInh @iz O e
Ho, chit @8m, teN NEUWOT YEU CAU .....ooooooocoooeeeeees oo
INOT CU T @)oo oo
GiAy tO 1Y thAN ) oot
QuUAN h& VO NZUGT GA ChEL: ....oooooooeeeeeeeee oo

Pé nghi co quan ding ky khai tir cho ngudi c6 tén dwdi day:

Ho, Chit @&, tEI: ......oviceceeeeeee et Gid1 tinh:
Ngay, thAng, NAM SINR: ..o
DAN TOC: oo Quéc TICH: e
NOT CU T CUST CUNE: @) oottt
GHAY 1O TUY thAN: ©) oottt
Da chét vao [c: oo o3 T phut, ngay .............. thang ... NAM ....ooooovvvvrenn,
INOT CRELL oo e
eI I ) T e 1Yy £

S6 Gidy bao tir/ Gidy to thay thé Gidy bao tir: @ ... oo 3 [ T

T6i cam doan nhitng ndi dung khai trén day la dung su that va chiu trach nhiém trude phap luat vé

cam doan cua minh.

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

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

@) Ghi 16 tén co quan thyc hién ding ky khai tir.

@ Ghi theo dia chi dang ky thuong tra; néu khong c6 noi dang ky thuong tra thi ghi theo dia chi
dang ky tam tra; truong hop khong c6 noi dang ky thuong tra va noi dang ky tam trt thi ghi theo
noi dang sinh sbng.
® Ghi thong tin vé gidy td tiy than nhu: ho chiéu, chimg minh nhan dan hodc gidy to hop 1é thay
thé (vi du: Ching minh nhan dan s6 001089123 do Coéng an thanh phd Ha Noi cip ngiy
20/10/2004).

) Néu ghi theo Gidy bao ti, thi gach cum tir “Gidy to thay Glay bao t”; néu ghi theo s6 Gidy to
thay Gidy bao tir thi ghi rd tén, sd gidy to va gach cum tir “Gidy bao ta”.
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6. Thi tuc dang ky khai sinh luvu dong
a) Trinh tu thuc hi¢n:

- Cong chire tu phap - ho tich cAp xa duoc giao nhiém vu ding ky khai sinh luu dong
c6 trach nhiém chuédn bi ddy dit mau To 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 chuc ding ky luu
dong, bao dam thuan lgi cho nguoi dan.

Tai dia diém dang ky ho tich luu dong, cong chirc tu phap - hd tich huéng dan nguoi
yéu cau dién day du thong tin trong T& khai ding ky khai sinh; kiém tra cac gidy to 1am co
so cho viéc dang ky khai sinh.

- Trong thdi han 02 ngay 1am viée, ké tir ngdy tiép nhan du hd so, cong chirc tu phap
- ho tich bao cdo Chu tich Uy ban nhan dan cip xa. Truong hop Chu tich Uy ban nhan dan
ddng v giai quyét thi ky Gidy khai sinh cip cho nguoi c6 yéu cau.

- Trong thoi han 05 ngay ké tir ngay tiép nhan du hd so, cong chirc tu phap - ho tich
dem theo Gidy khai sinh va S6 diang ky khai sinh dé tra két qua cho ngudi cé yéu ciu tai dia
diém ding ky luu dong; cong chire tu phap - ho tich ghi ndi dung ding ky vao S6 ding ky
khai sinh, cung nguoi yéu cau ky S6 theo quy dinh. Tai muc “Ghi chd” trong S6 ding ky
khai sinh ghi rd “Pang ky luu dong”.

- Trudng hop ngudi yéu cau khong biét chir thi cong chire tu phap - ho tich truc tiép
ghi T khai, sau d6 doc cho ngudi yéu cau nghe lai noi dung va huéng din ngudi dé diém
chi vao To khai. Khi tra két qua diang ky ho tich, cong chuc tu phap - ho tich phai doc lai
ndi dung gidy t& ho tich cho nguoi yéu cau nghe va hudng dan ngudi do diém chi vao S6 ho
tich.

b) Thanh phén, s6 luong ho so:
* Gidy to phdi xudt trinh
- H6 chiéu hoic chirmg minh nhan dan hodc thé cin cudc cong dan hodc cac gidy to

khac c6 dan anh va thong tin ca nhan do co quan ¢ thim quyén cap, con gia tri sit dung dé
chting minh vé nhan than ciia ngudi yéu cau diang ky khai sinh.

- Gidy to chimg minh noi cu tri dé chimg minh tham quyén dang ky khai sinh;
truong hop cha, me cua tré da dang ky két hon thi phai xuat trinh Gidy ching nhan két hon
(trong giai doan Co s¢ dit liéu qudc gia vé dan cu va Co s¢ dit lidu ho tich dién tir toan qudc
chua dugc xdy dung xong va thuc hién théng nhét trén toan qudc).

* Gidy to phdi ngp:

- T& khai diang ky khai sinh theo mau.

- Ban chinh Gidy chimg sinh; truong hop khong c6 Gidy chimg sinh thi ndp van ban
ctia ngudi 1am chimg x4c nhan vé viée sinh; néu khong cé nguoi lam chung thi phai cé gidy
cam doan vé viéc sinh;
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- Truong hop khai sinh cho tré em sinh ra do mang thai ho phai c6 van ban xac nhan
cla co s0'y té da thuc hién ky thuat hd trg sinh san cho viée mang thai ho.

* 86 heong ho so:. 01 bo

¢) Thoi han giai quyét: 05 ngay lam viéc.

d) Déi tuong thyc hién thu tuc hanh chinh: Ca nhan

d) Co quan thyc hién thu tuc hanh chinh:

- Co quan thuc hién va quyét dinh thu tyc hanh chinh: Uy ban nhan dan cip x3 noi cu
trd ctia ngudi cha hodc ngudi me.

- Co quan phdi hop: Khong

e) Két qua thyc hién tha tyc hanh chinh: Giéy khai sinh

g) Lé phi: 5.000 dong.

Mién 1é phi d6i véi truong hop ding ky khai sinh dang han; dta'lng ky cho nguoi thudc
gia dinh c6 cong vdi cach mang; ngudi thudc ho ngheo; nguoi khuyét tat.

h) Mau don, mau t& khai: To khai ding ky khai sinh

i) Yéu cau, diéu kién thuc hién thu tuc hanh chinh: Khéng

k) Can ct phap 1y:

- Luat ho tich nam 2014,

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

mot sO diéu va bi¢n phéap thi hanh Luat ho tich;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phap hudng dan thi hanh
mot s6 didu cua Luat ho tich va Nghi dinh sb 123/2015/ND-CP ngay 15/11/2015 ctia Chinh
pha quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat ho tich;

- Quyét dinh s6 32/2016/QD-UBND ngay 01/11/2016 ctia UBND tinh Hai Duong vé
viéc quy dinh mutc thu, ché do thu, ndOp, quan 1y va sir dung phi, 1€ phi thudc tham quyén
quyét dinh ctia Hoi dong nhan dan tinh Hai Duong.
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http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123

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

TO KHAI DPANG KY KHAI SINH

Ho, chit d8m, t&n NGUOT YAU CAUS .....oo..ovveeeeceeceeceeeee e
Gidy tO thy thAn: @)oottt st
NOTCU T ).ttt n s an st en s
Quan h¢ v&i ngudi dugce khat SINh: ...ooveiiiiece e
Pé nghi co quan diing ky khai sinh cho nguoi dwéi day:

Ho, chit d@m, tEN: ........ooiiiii e s

(@ T T= o[-V USROS
Ho, chivdém, tén cha: ...
Nam sinh: .....ccocvvveeeeennn. Dantoc: .....ooovvvvvvveeeeeinns Quéc tich: ...
NOTCU T ©) ettt
Ho chit dém, t€n me: ...
Namsinh: .....cooeovveneenen. Dan toc: .....oovvvvvviiiiiiee e, Quéc tich: ..
NOTCU T ©) ettt ettt

Td1 cam doan ndi dung dé nghi dang ky khai sinh trén day la dung su that, dugc su thoa thuin nhét
tri ciia cac bén lién quan theo quy dinh phap luat.

T6i chiu hoan toan trach nhiém trude phap luat vé ndi dung cam doan cua minh.
Lamtai: ..................... , NQAY ........... thang ......... nam .............
Nguoi yéu ciu
(Ky, ghi ro ho, chit dém, tén)
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Chu thich:
@) Ghi 1 tén co quan ding ky khai sinh
Vidu: - Uy ban nhan dan phuong Dién Bién, Ba Dinh, Ha Noi
- Uy ban nhan dan quén 1, thanh phé H6 Chi Minh

@ Ghi thong tin vé gidy td tiy than cta ngudi di ding ky, ghi 18 sb, co quan cap, ngay cp
ho chiéu, chirng minh nhan dan hodc gidy to hop 1é thay thé

Vi dy: Ching minh nhan dan s6 001089123 do Coéng an thanh phé Ha Noi cip ngiy
20/10/2014.

®) Ghi theo dia chi dang ky thudng tra; néu khong c6 noi dang ky thudng tra thi ghi theo dia
chi dang ky tam tru; truong hop khong c6 noi dang ky thuong tra va noi dang ky tam tra thi ghi
theo dia chi dang sinh song.

@ Truong hop sinh tai co s¢ y té thi ghi rd tén co so y té va dia danh hanh chinh
Vi du: - Bénh vién Phu san, Ha Noi
- Tramy té xa Dinh Bang, huyén Tir Son, tinh Bic Ninh.

Truong hop sinh ra ngoai co sd y té thi ghi dia danh ctia 03 cip hanh chinh (x4, huyén, tinh),
noi sinh ra.

Vi du: xa Pinh Bang, huyén Tur Son, tinh Bic Ninh.
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7. Thi tuc diing ky két hon luu dong

a) Trinh tu thuc hi¢n

- Cong chirc tu phép - ho tich cip xd dugc giao nhiém vu ding ky két hon luu dong
c6 trach nhiém chuan bi ddy du cac loai miu T khai, gidy to ho tich va diéu kién can thiét
dé thuc hién dang ky luu dong.

- Tai dia diém dang ky két hon luu dong, cong chirc tu phéap - ho tich c6 trach nhiém
kiém tra, xac minh vé diéu kién két hon cia cac bén; hudng dan ngudi dan dién day du
thong tin trong To khai ding ky két hon. Néu ho so day da, hop 18, cong chirc tu phap - ho
tich tiép nhan ho so viét Phiéu tiép nhan.

- Trong thoi han 05 ngay 1am viéc, ké tir ngay tiép nhan hd so, cong chirc tu phap -
ho tich bao cao Chu tich Uy ban nhan dan cap xi. Truong hop Chu tich Uy ban nhan dan
ddng v giai quyét thi ky cip 02 Gidy chtng nhan két hon cho ngudi c6 yéu cau.

Cong chirc tu phéap - ho tich ghi ndi dung dang ky vao S6 ding ky két hon; trao Gidy
chtng nhan két hon cho céc bén tai dia diém dang ky luu dong; cling cac bén két hon ky vao
S6 theo quy dinh. Tai myc “Ghi chi” trong S6 dang ky két hon ghi 16 “Pang ky luu dong”.

- Trudng hop ngudi yéu cau khong biét chir thi cong chirc tu phap - ho tich truc tiép
ghi T khai, sau d6 doc cho ngudi yéu ciu nghe lai ndi dung va huéng dan ngudi dé diém
chi vao To khai. Khi trao Gidy chimg nhdn két hon, cong chirc tu phéap - ho tich phai doc lai
ndi dung Gidy chimg nhan két hon cho nguoi yéu cau nghe va huéng dan nguoi d6 diém chi
vao S dang ky két hon.

b) Céch thirc thuc hién:

¢) Thanh phan, s6 luong hd so:

* Gidy to phdi xudt trinh

- H6 chiéu hodc chirmg minh nhan dan hodc thé cin cudc cong dan hodc cac gidy td
khac c6 dan anh va thong tin ca nhan do co quan c6 thAm quyén cp, con gid trj st dung dé
chtng minh vé nhan than ciia ngudi c¢6 yéu cau dang ky két hon.

- Gidy to chimg minh noi cu tra dé xac dinh tham quyén (trong giai doan Co s¢ di
liéu quéc gia vé dan cu va Co s dir liéu ho tich dién tir toan quéc chua dugc xay dung xong
va thuc hién théng nhét trén toan qudc).

* Gidy to phdi ngp

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

* S0 lwong ho so 01 bo

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

d) Bdi twong thuc hién thi tuc hanh chinh: C& nhan

e) Co quan thyc hién thu tuc hanh chinh:
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- Co quan thuc hién va quyét dinh thu tuc hanh chinh: Uy ban nhan déan cdp x4 noi cu
tra cua hai bén nam, nir.

- Co quan phdi hop: Khong

) Két qua thyc hién thu tuc hanh chinh: Gidy chimg nhan két hon

h) Lé phi: Mién 1¢ phi.

i) Miu don, miu to khai: To khai ding ky két hon

K) Yéu cau, diéu kién thuc hién thu tuc hanh chinh:

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

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

- Khong bi mat nang lyc hanh vi dan sy;

- Viéc két hon khong thude mot trong cac truong hop cidm két hon, gom:

+ Két hon gia tao;

+ Ta0 hén, cudng ép két hon, lira dbi két hon, can tré két hon;

‘ + Ng}r(‘)ri dang c6 vo, cb chéng n}é két hon véi nguoi khac hodc chua c6 vo, chua co
chong ma két hon véi nguoi dang ¢6 chong, c6 vo;

+ Két hon giita nhitng ngudi ciing dong méau vé truc hé; gitta nhitng ngudi co ho
trong pham vi ba d(‘)r‘i; gitra cha, me¢ nudi vdi con nuéj; gitta nguoi da tung 1a cha, me nudi
V(:Yi con nuoi, cha chéng v6i con dau, me vo véi con ré, cha dugng véi con riéng cia vg, me
ké vo1 con riéng cua chong;

* Nha nudc khong thira nhdn hon nhan gitra nhitng nguoi cung gioi tinh.

I) Can cur phap ly:

- Luat ho tich nam 2014;

- Luat hon nhan va gia dinh nam 2014;

- Nghi dinh s 123/2015/ND-CP ngay 15/11/2015 ciia Chinh phu quy dinh chi tiét
mot sO diéu va bi¢n phép thi hanh Luat ho tich;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cuia B6 Tu phap hudng dan thi hanh
mot s6 diéu ciia Luat ho tich va Nghi dinh sé 123/2015/ND-CP ngay 15/11/2015 ciia Chinh
phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat ho tich;

- Quyét dinh s6 32/2016/QD-UBND ngay 01/11/2016 ciia UBND tinh Hai Duong vé
viéc quy dinh muc thu, ché d6 thu, nop, quan 1y va stir dung phi, 1& phi thudc tham quyén
quyét dinh cua Hoi dong nhan dan tinh Hai Duong.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap — Tw do — Hanh phic

TO KHAI PANG KY KET HON

(1) (2)

Théng tin Bén nir Bén nam

Ho, chir dém, tén

Ngay, thang, ndm sinh

Dan toc

Qudc tich

Noi cu tra @

Gidy to tiry than®

Két hon lan thr miy

Chiing t6i cam doan nhiing 101 khai trén day 1a dung su that, viéc két hon cua ching toi 3 tw nguyén,
khong vi pham quy dinh ctia Luat hon nhan va gia dinh Viét Nam.

Chéing t6i chiu hoan toan trach nhiém trude phap ludt vé cam doan ctia minh.

Pé nghi Quy co quan ding ky.

ey NQay . thang ... nam.......
Bén nir Bén nam
(Ky, ghi 0 ho, chit dém, tén) (Ky, ghi 6 ho, chit dém, tén)
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Ch thich:

(1), (2) Truong hop lam tha tuc dang ky két hon co yéu td nudc ngoai, thi phai dan anh cua hai bén
nam, nir.

(3) Ghi 15 tén co quan dang ky két hon.

(4) Ghi theo noi ding ky thuong tra, néu khong co noi ding ky thuong tra thi ghi theo noi ding ky
tam tr(; truong hop khong c6 noi dang ky thuong tra va noi dang ky tam tra thi ghi theo noi dang
sinh sdng.

(5) Ghi thong tin vé gidy to tiy than nhu: hd chiéu, chitng minh nhan dan hodc gidy to hop 1¢ thay
thé (vi du: Ching minh nhan dan s6 001089123 do Cong an thanh phé Ha Noi cip ngay
20/10/1982).
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8. Thi tuc dang ky khai tir lwu dong
a) Trinh tu thuc hi¢n

- Cong chuc tu phap - hd tich dugc giao nhiém vy dang ky khai tir luu dong c6 trach
nhiém chuan bi diy di mau To khai diang ky khai tir, gidy to ho tich va diéu kién can thiét
dé thyc hién dang ky luu dong tai nha riéng hoic tai dia diém t6 chuc ding ky luu dong, bao
dam thuan loi cho nguoi dan.

- Tai dia diém dang ky khai tir lvu dong, cong chirc tu phap - ho tich hudng dan
ngudi yéu cau dién day du thong tin trong To khai dang ky khai tir, kiém tra cac gidy to lam
co s& cho viée dang ky khai tur.

- Trong thdi han 02 ngay 1am viéc, ké tir ngay tiép nhan ho so, cf)ng chuc tu phap -
ho tich bao cédo Chu tich Uy ban nhan dan cép xa. Truong h0'p Chu tich Uy ban nhan déan
dong ¥ giai quyét thi ky cap Trich luc khai tir cho nguoi c6 yéu cau.

- Trong thdi han 05 ngay ké tir ngay tiép nhan hd so, cong chirc tu phap — ho tich
dem theo Trich luc khai tir va SO dang ky khai tir dé tra két qua cho ngudi cd yéu ciu tai dia
diém ding ky luu dong; cong chire tu phap — ho tich ghi ndi dung vao Sb dang ky khai tir,
cung ngudi yéu cau ky vao S6. Tai muc “Ghi chi” trong S6 ding ky khai tir ghi rd “Déang
ky luu dong”.

- Trudng hop ngudi yéu cau khong biét chir thi cong chuc tu phap - ho tich truc tiép
ghi T khai, sau d6 doc cho ngudi yéu cau nghe lai ndi dung va huéng dan ngudi dé diém
chi vao To khai. Khi tra két qua, cong chirc tu phap - hd tich doc lai nd1 dung Trich luc khai
tir cho ngudi yéu cau nghe va hudng din nguoi dé diém chi vao S6 ding ky khai tr.

b) Thanh phén, s6 luong ho so:

* Gidy to phdi xudt trinh

- H6 chiéu hoic chirmg minh nhan dan hodc thé cin cudc cong dan hodc cac gidy to
khéc c6 dan anh va thong tin c4 nhan do co quan c6 thdm quyén cip, con gia tri str dung dé
chtng minh vé nhan than ctia ngudi c6 yéu cau dang ky khai tu;

- Gidy to ching minh noi cu trii cudi ciing ctia nguoi chét dé xac dinh tham quyén
(trong giai doan Co s¢ dit liéu qudc gia vé dan cu va Co so dir lidu ho tich dién tir toan qubc
chua dugc xdy dung xong va thuc hién théng nhét trén toan qudc).

- Trudng hop khong xac dinh dugc noi cu tri cudi ciing ciia ngudi chét thi xuat trinh
giay to chung minh noi ngudi do chét hodc noi phat hién thi thé cia nguodi chét.

* Gidy to' phdi ngp

- To khai diang ky khai tir theo mau;

- Gidy béo tir hodc gidy to thay thé Gidy bao tir do co quan c¢6 tham quyén cép.

* 86 heong hé so: 01 bj

¢) Thoi han gidi quyét: 05 ngay lam viéc.

d) Péi tugng thyc hién thi tyc hanh chinh: Ca nhan
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d) Co quan thyc hién thu tuc hanh chinh:

- Co quan thuc hién va quyét dinh thu tuc hanh chinh:

+ Uy ban nhan déan cap x4 noi cu tri cudi cing ctia nguoi chét;

+ Uy ban nhan dan cap x4 noi ngudi d6 chét hodc noi phat hién thi thé ngu,(‘)i chét
thuc hién viéE: dang ky khai tir trong truong hop khong xac dinh dugce noi cu tra cudi cung
cua nguoi chét.

- Co quan phdi hop: Khong

e) Két qua thyc hién tha tuc hanh chinh: Trich luc khai tir

g) Lé phi: 5.000 dong.

Mién 18 phi dbi véi truong hop diang ky khai tir dung han; d:ng ky cho nguoi thude
gia dinh c6 cong vdi cach mang; nguoi thudoc hd ngheo; nguoi khuyét tat.

h) Mau don, mau t& khai: To khai ding ky khai tir

i) Yéu cau, diéu kién thuc hién thu tuc hanh chinh: Khéng

k) Can ctr phap 1y:

- Luat ho tich nam 2014;

- Nghj dinh s6 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh chi tiét
mot sO di€u va bi¢n phép thi hanh Luat hd tich;

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

- Quyét dinh s6 32/2016/QD-UBND ngay 01/11/2016 cua UBND tinh Hai Duong vé
viéc quy dinh mirc thu, ché do thu, ndp, quan ly va sir dung phi, 1¢ phi thudc tham quyén
quyét dinh cua Hoi dong nhan dan tinh Hai Duong.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phic

TO KHAI DPANG KY KHAI TU

KInh @iz O e
Ho, chit @8m, teN NEUWOT YEU CAU .....ooooooocoooeeeeees oo
INOT CU T @)oo oo
GiAy tO 1Y thAN ) oot
QuUAN h& VO NZUGT GA ChEL: ....oooooooeeeeeeeee oo

Pé nghi co quan ding ky khai tir cho ngudi c6 tén dwdi day:

Ho, Chit @&, tEI: ......oviceceeeeeee et Gid1 tinh:
Ngay, thAng, NAM SINR: ..o
DAN TOC: oo Quéc TICH: e
NOT CU T CUST CUNE: @) oottt
GHAY 1O TUY thAN: ©) oottt
Da chét vao [c: oo o3 T phut, ngay .............. thang ... NAM ....ooooovvvvrenn,
INOT CRELL oo e
eI I ) T e 1Yy £

S6 Gidy bao tir/ Gidy to thay thé Gidy bao tir: @ ... oo 3 [ T

T6i cam doan nhitng ndi dung khai trén day la dung su that va chiu trach nhiém trude phap luat vé

cam doan cua minh.

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

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

@ Ghi 15 tén co quan thyc hién dang ky khai tir.

@ Ghi theo dia chi dang ky thuong tri; néu khong co noi diang ky thuong tri thi ghi theo dia chi ding ky
tam tra; truong hop khong ¢ noi ding ky thuong tri va noi dang ky tam tra thi ghi theo noi dang sinh song.
®) Ghi théng tin vé gidy to tity than nhu: ho chiéu, chimg minh nhan dan hodc gidy td hop 16 thay thé (vi du:
Chimng minh nhén dan s6 001089123 do Cong an thanh phd Ha Noi cap ngay 20/10/2004).

@ Néu ghi theo Gidy bao tu, thi gach cum tir “Glay t& thay Gidy bao tir”; néu ghi theo s6 Gidy to thay Gidy
bao tir thi ghi 13 tén, sb gidy to va gach cum tir “Gidy bao tir”.
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9. Thi tuc dang ky giam ho

a) Trinh tu thuc hi¢n

- Ngudi ¢6 yéu cau ding ky gidm ho ndp ho so tai Bo phan tiép nhan va tra két qua
thuoc Uy ban nhan dan cép x c6 tham quyén.

- Nguoi tiép nhéan c¢6 trach nhiém kiém tra ngay toan bo hd so, xac dinh tinh hop 1¢
ctia gidy to trong ho so do ngudi yéu cau ndp, xuét trinh; dbi chiéu thong tin trong T& khai
v6i gidy to trong ho so.

- Néu ho so day du, hop 18, nguoi tiép nhan ho so viét gidy tiép nhén, trong d6 ghi rd
ngdy, gio tra két qua; néu hd so chua day du, hoan thién thi huéng dan ngudi ndp hd so bd
sung, hoan thién theo quy dinh; truong hop khong thé bd sung, hoan thién hd so ngay thi
phai 14ap thanh van ban hudng dan, trong d6 néu rd loai gidy t&, ndi dung can bd sung, hoan
thién, ky, ghi rd ho, chir dém, tén ctia ngudi tiép nhén.

- H6 so dang ky ho tich sau khi dd dugc hudng dan theo quy dinh ma khong duge bd
sung day du, hoan thién thi nguoi tiép nhan tir chdi tiép nhan hd so. Viéc tir chdi tiép nhan
ho so phai duoc thé hién bang vin ban, trong d6 ghi 1 1y do tir chdi, ngudi tiép nhan ky, ghi
0 ho, chit dém, tén.

- B6 phan tiép nhan va tra két qua chuyén hd so dén cong chic tu phap — ho tich,
theo thoi gian nhu sau: Ho so tiép nhan trong budi sang thi chuyén giao trong budi sang, hd
so tiép nhan dau gid chiéu thi chuyén giao trude 15 gid va hd so tiép nhan thoi gian con lai
dugc chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 03 ngay lam viée, ké tir ngdy nhan du hd so, néu thay yéu cau ding
ky giam ho du didu kién theo quy dinh phap luét thi céng chirc tu phap - ho tich bao cdo
Chu tich Uy ban nhan déin cép xi. Trudng hop Chu tich Uy ban nhan déan cap xi dong ¥ giai
quyét thi cong chirc tu phéap - ho tich ghi va ky vao S6 ding ky giam ho. Chu tich Uy ban
nhan dan cip x3 ky Trich luc ding ky giam ho.

- Sau khi nhan S6 va Trich luc dang ky giam ho tir cong chirc tu phap — ho tich; Bo
phan tiép nhan va tra két qua hudng dan dé nguoi di dang ky giam ho ky tén vao So, dong
thoi trao Trich luc dang ky gidm hd cho nguoi di dang ky ho tich.

*Luuy:

+ Truong hop ngudi yéu cau ndp gidy to 1 ban sao duge cap tir s6 gbe hodc ban sao
dugc chimg thuc tir ban chinh thi ngudi tiép nhan ho so khong dugc yéu cau xuét trinh ban
chinh; néu nguoi yéu cau chi ndp ban chyp va xuét trinh ban chinh thi nguoi tiép nhan ho so
kiém tra, ddi chiéu ban chup v&i ban chinh va ky vao ban chup xac nhan vé viéc da dbi
chiéu noi dung gidy to d6, khong duoc yéu cau ngudi di dang ky ndp ban sao co chimg thuc
gidy to do.

+ Truong hop phap ludt quy dinh xuét trinh gidy to khi dang ky ho tich, ngudi tiép
nhan c6 trach nhiém kiém tra gidy to xuat trinh, ddi chiéu véi thong tin trong To khai va tra
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lai cho ngudi xuit trinh, khéng duoc yéu cau ngudi ding ky ho tich ndp thém ban sao gidy
td d6. Nguoi tiép nhan co thé chup 01 ban gidy to xuét trinh hodc ghi lai thong tin cia gidy
t& xuat trinh dé luu hd so.

+ Ngudi tiép nhan c6 trach nhiém tiép nhan dung, du ho so ding ky ho tich theo quy
dinh cta phap luat ho tich, khong dugc yéu cau ngudi ding ky ho tich ndp thém gidy to ma
phap luat ho tich khong quy dinh phai nop.

b) Cach thirc thue hién:

- Nguoi ¢6 yéu cau ding ky giam ho truc tiép thuc hién hodc uy quyén cho ngudi
khac thuc hién viéc dang ky gidm ho;

- Nguoi thuc hién viéc dang ky gidm hd co thé truc tiép nop hd so tai B phan tiép
nhan va tra két qua thuéc Uy ban nhan dan cdp x3d c6 thdm quyén hodc gui hd so qua hé
thng buu chinh.

¢) Thanh phén, s6 luong hd so:

* Gidy to phdi xudt trinh:

- Ho6 chiéu hoic chirmg minh nhan dan hodc thé cin cudc cong dan hodc cac gidy to
khéc c6 dan anh va thong tin ca nhan do co quan c¢6 tham quyén cap, con gia tri st dung dé
chirng minh v€ nhan than cia nguoi ¢ yéu cau dang ky gidm hd.

- Gidy to chu’ng minh n01 cu tra dé xac dinh thAm quyén dang ky gidam ho (trong giai
doan Co so dit liéu qudc gia vé& dan cu va Co s dir liéu ho tich dién tir toan qudc chua duge
xay dung xong va thuc hién thdng nhit trén toan qudc).

* Gidy to phdi nép

- To khai dang ky giam ho theo mau.

- Vin ban ctr ngudi giam ho theo quy dinh cta Bo luat dan su dbi voi trudng hop
dang ky gidm ho cu.

- Gidy t& chimg minh diéu kién giam ho duong nhién theo quy dinh cua B6 luat dan
su d6i v6i trudng hop ding ky giam ho dwong nhién. Trudng hop cé nhidu ngudi cing du
diéu kién 1am giam ho duong nhién thi ndp thém van ban thoa thuan vé viéc cir mot nguoi
lam gidm ho duong nhién.

- Vian ban ty quyén theo quy dinh ctia phép luat trong trudng hop ty quyén thuc hién
viéc dang ky giam ho. Truong hop nguoi dugc Uy quyén la ong, ba, cha, me, con, vo,
chdng, anh, chi, em rudt cia nguoi ty quyén thi vin ban iy quyén khong phai cong chimng,
chung thyc, nhung phai c6 gidy to chung minh mdéi quan h¢ véi ngudi iy quyén.

* Sb luong ho so: 01 bd

d) Thoi han giai quyét: 03 ngay lam viéc ké tir ngay cong chirc tu phap — ho tich
nhan du ho so hop I¢€.

d) Bdi twong thuc hién thi tuc hanh chinh: C& nhan

e) Co quan thyc hién thu tuc hanh chinh:

63



- Co quan thuc hién va quyét dinh thu tyc hanh chinh: Uy ban nhan dan cap x3 noi cu
trd cta nguoi dugc giam hd hodc nguoi giam ho.

- Co quan phdi hop: Khong

g) Két qua thyc hién thu tuc hanh chinh: Trich luc dang ky giam ho.

h) Lé phi: Mién & phi.

i) Mau don, mau t khai: To khai ding ky giam ho.

k) Yéu cau, diéu kién thuc hién thu tuc hanh chinh: Khéng

1) Céan cu phap ly:

- B0 luat Dan su;

- Luat ho tich nam 2014;

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

mot sO di€u va bi¢n phép thi hanh Luat ho tich;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phap hudng dan thi hanh
mot s diéu ciia Luat ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh
phu quy dinh chi tiét mot s6 didu va bién phap thi hanh Luat ho tich;

- Quyét dinh s6 32/2016/QD-UBND ngay 01/11/2016 ctia UBND tinh Hai Duong vé
viéc quy dinh muc thu, ché d thu, ndp, quan ly va st dung phi, 1€ phi thudc tham quyén
quyét dinh ctia Hoi dong nhan dan tinh Hai Duong.
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http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123

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

TO KHAI PANG KY GIAM HQ

KINh @Oz ) e
Ho, chit dém, tén NGUWOT YEU CAUS ..oocooooooeeeee e Giditinh ..o,
INOT CU T @) oo oo e
GiAy tO 1Y thAN: ©) e

Pé nghi co quan ding ky viéc giam h giira nhimg ngwoi c6 tén dwdi diy:

Nguwoi giam h:

Ho, Chlt &M, tEIN: ....ooooceee e Giditinh ..o,
Ngay, thAng, NAM SINR: ..o

DAN tOC: ... Quéc 15161 4 SO

Nguwoi dugce giam ho:

Ho, Chlt &M, tEIN: ..ot Giditinh .o,
Ngay, thAng, NAM SINN: ..o
DAN TOC: oo Quéc 15 (o] 4 SO
INOT CU LT @) oo
Gidy Khai SINI/GIAY 1O Y thAN: ......oooooeeeeeseeeeseeesee oo ceees e ceeee oo eeeees e seee s
Ly do dang KY GIAM R0z ..o s
T6i cam doan nhitng ndi dung khai trén day la dung su that va chiu trach nhiém trude phap luat vé
cam doan cua minh.

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

Ngudi yéu cau
(Ky, ghi r6 ho, chit dém, tén)
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Chd thich:

@D Ghi rd tén co quan ding ky giam ho.

@ Ghi theo noi ding ky thuong trii, néu khong cd noi ding ky thudng tra thi ghi theo noi
dang ky tam trt; truong hop khong cé noi dang ky thuong tra va noi dang ky tam tra thi ghi theo noi
dang sinh song.

®) Ghi thong tin vé gidy to tiy than nhu: ho chiéu, chirng minh nhan dan hodc gidy to hop 16
thay thé (vi du: Ching minh nhin dan s6 001089123 do Cong an thanh phé Ha Noi cap ngay
20/10/2014).
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10. Thi tuc ding ky cham dit giam ho
a) Trinh tu thuc hién

- Nguoi c6 yéu cau ding ky chdm dat giam ho nop hd so tai Bo phan tiép nhan va tra
két qua thudc Uy ban nhan déan cap x4 c6 thim quyeén.

- Nguoi tiép nhéan c¢6 trach nhiém kiém tra ngay toan bo hd so, xac dinh tinh hop 1¢
ctia gidy to trong ho so do ngudi yéu cau ndp, xuat trinh; d6i chiéu thong tin trong T khai
v6i gidy to trong ho so.

- Néu ho so day du, hop 1¢, nguoi tiép nhan hd so viét gidy tiép nhan, trong d6 ghi 16
ngdy, gio tra két qua; néu hd so chua day du, hoan thién thi huéng dan ngudi ndp hd so bd
sung, hoan thién theo quy dinh; trudng hop khong thé bod sung, hoan thién hd so ngay thi
phai lap thanh van ban hudng dan, trong d6 néu rd loai gidy to, ndi dung can bd sung, hoan
thién, ky, ghi rd ho, chit dém, tén cta ngudi tiép nhén.

- Hd so sau khi d3 dugc hudng dan theo quy dinh ma khong duoc b sung day du,
hoan thién thi nguoi tiép nhan tir chdi tiép nhan ho so. Viée tir chdi tiép nhan hd so phai
duogc thé hién bang vin ban, trong d6 ghi 18 1y do tir chdi, ngudi tiép nhan ky, ghi rd ho, chir
dém, tén.

- B6 phan tiép nhan va tra két qua chuyén hd so dén cong chic tu phap — ho tich,
theo thoi gian nhu sau: Hd so tiép nhan trong budi sang thi chuyén giao trong budi sang, hd
so tiép nhan dau gid chiéu thi chuyén giao trude 15 gid va hd so tiép nhdn thoi gian con lai
dugc chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 02 ngay, ké tir ngdy nhan da hd so, néu thiy yéu cau ding ky chim
dut giam ho du diéu kién theo quy dinh phéap luat thi céng chirc tw phap - ho tich bao cdo
Chu tich Uy ban nhan déin cép xi. Trudng hop Chu tich Uy ban nhan dan cp xd dong ¥ giai
quyét thi cong chirc tu phap - ho tich ghi vao S6 va ky vao S6 dang ky chdm dat giam ho.
Chu tich Uy ban nhan dan cdp xa cip Trich luc ding ky chim dat giam ho cho nguoi yéu
cau.

- Sau khi nhan S6 va Trich luc dang ky cham dit giam ho tir cong chirc tu phap — ho
tich; Bo phan tiép nhan va tra két qua huéng din dé nguoi di dang ky cham dirt giam ho ky
tén vao SO, dong thoi trao Trich luc dang ky cham dut gidm ho cho nguoi di dang ky ho
tich.

*Luuy:

+ Trudng hop ngudi yéu cau ndp gidy to 13 ban sao duoc cip tir s6 gbe hoic ban sao
dugc chimg thuc tir ban chinh thi ngudi tiép nhan ho so khong duge yéu cau xuét trinh ban
chinh; néu nguoi yéu cau chi ndp ban chyp va xuét trinh ban chinh thi nguoi tiép nhan ho so
kiém tra, ddi chiéu ban chup vé&i ban chinh va ky vao ban chup xac nhan vé viéc da doi
chiéu n6i dung gidy to do, khong duoc yéu cau nguoi di ding ky ndp ban sao c¢6 chimg thuc
gidy to do.
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+ Truong hop phap ludt quy dinh xuét trinh gidy to khi dang ky ho tich, nguoi tiép
nhén c6 trach nhiém kiém tra giéiy to xuat trinh, ddi chiéu voi thong tin trong To khai va tra
lai cho ngudi xuit trinh, khéng duoc yéu cau ngudi ding ky ho tich ndp thém ban sao gidy
td d6. Nguoi tiép nhan co thé chup 01 ban gidy to xuét trinh hodc ghi lai thong tin cia gidy
t& xuét trinh d€ luu hd so.

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

b) Cach thirc thuc hién:

- Nguoi c6 yéu cau ding ky chim dat giam ho truc tiép thuc hién hodc uy quyén cho
ngudi khac thuc hién viéc dang ky chdm dut giam ho;

- Nguoi thuc hi¢n viéc dang ky chidm dut giam hd co thé truc tiép nop hd so tai BO

phan tiép nhan va tra két qua thudc Uy ban nhan dan cip x3d c6 thdm quyén hodc giri hd so
qua hé théng buu chinh.

c¢) Thanh phan, s6 lugng ho so:
* Gidy to phai xuat trinh
- HQ chi€éu hodc ching minh nhan dan hodc thé can cudc cong dan hodc cac gidy to

khéc c6 dan anh va thong tin ca nhan do co quan c¢6 tham quyén cap, con gia tri st dung dé
chtirng minh v€ nhan than cia nguoi ¢ yéu cau dang ky cham dat giam ho.

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

* Gidy to phdi ndp

- To khai ding ky chdm dut giam ho theo mAu.

- Giéy t& 1am can cir chim dat giam ho theo quy dinh ctia B luat dan su.

- Van ban uy quyén theo quy dinh cta phap luit trong trudng hop uy quyén thuc hién
viéc ding ky cham dut giam ho. Truong hop ngudi dugc y quyén la 6ng, ba, cha, me, con,
vo, chong, anh, chi, em rudt cia ngu’m iy quyén thi Van ban uy quyén khong pha1 cong
chtng, chimg thuc, nhung phai c6 gidy to chirng minh méi quan hé voi ngudi ty quyén.

* S luong ho so: 01 bd

d) Thoi han giai quyét: 02 ngay lam viéc ké tir ngay cong chitc tu phap — ho tich
nhan du ho so hop I¢€.

d) P6i tuong thyc hién thu tuc hanh chinh: C4 nhan

¢) Co quan thuc hién tha tuc hanh chinh:

- Co quan thuc hién va quyét dinh thu tyc hanh chinh: Uy ban nhan déan cp xa noi da
dang ky gidm ho trude day.

- Co quan phdi hop: Khong
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g) Két qua thyc hién thu tyc hanh chinh: Trich luc dang ky cham dirt giam ho .
h) Lé phi: Mién 1é phi.

i) Mau don, mau to khai: To khai dang ky cham dat gidm hé.

k) Yéu cau, diéu kién thuc hién thu tuc hanh chinh: Khdng

1) Céan cu phap ly:

- B0 luat Dan su;

- Luat ho tich nam 2014;

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

- - Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ctia B Tu phap huéng dan thi
hanh mot s diéu ctia Luét ho tich va Nghi dinh s 123/2015/ND-CP ngay 15/11/2015 cia
Chinh pht quy dinh chi tiét mot s6 diéu va bién phép thi hanh Luat ho tich;

- Quyét dinh s6 32/2016/QD-UBND ngay 01/11/2016 cua UBND tinh Hai Duong vé

viéc quy dinh murc thu, ché d6 thu, ndp, quan 1y va str dung phi, 1& phi thudc tham quyén
quyét dinh ctia Hoi dong nhan dan tinh Hai Duong.
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http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123

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

TO KHAI PANG KY CHAM DUT GIAM HQ

Kinh glri: @ oo
Ho, chit dém, tén NGUdT YeU CAU ........o..oorvevereieieeee e
NOTCU T @ittt
Gidy t0 thy thAn: @)oo

Pé nghi co quan diing ky cham dit viée giam h giira:
Nguwoi giam ho:

Ho, chlt @&m, tEN: .....ovvviiiiiiiiieeeieieceeeee e, Giditinh: ..oooooviiiiieen,

Ngwoi dwgce giam ho:

Ho, chit @&m, tEN: ..vvvvieiiiiiii i Gidi tinh: ..............

NOTCU T @) Lottt s
Gidy khai sinh/Gidy t& tiy than: ©..........coiiiiieeseeeee e

Di dang ky giam ho tai quyén $6: ........cocveevveureenen. R I

To61 cam doan nhitng ndi dung khai trén day la dung su that va chiu trach nhiém trudc
phap luat vé cam doan ctia minh.
Lam t@i: ....ccooooveiiiiiiaaii , Ngay ....... thang ....... nam ....

Nguoi yéu ciu
(Ky, ghi r6 ho, chit dém, tén)
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Cha thich:

() Ghi 5 tén co quan ding ky chdm dat giam ho.

@ Ghi theo noi dang ky thuong tr, néu khong c6 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 trt thi ghi theo
noi dang sinh song.

®) Ghi thong tin vé gidy to tily thin nhu: ho chiéu, ching minh nhan dan hoic gidy to hop
1¢ thay thé (vi du: Chirmg minh nhan dan s6 001089123 do Coéng an thanh phd Ha Noi cap ngay
20/10/2014).

® Ghi tén co quan ding ky giam ho trude day.
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11. Thi tuc thay ddi, cai chinh, b sung h tich
a) Trinh tu thuc hi¢n

- Ngudi ¢ yéu cau thay d6i, cai chinh, bo sung ho tich nop hd so tai Bo phan tiép
nhan va tra két qua thudc Uy ban nhan dan cip x3 c6 thim quyén.

- Nguoi tiép nhéan c¢6 trach nhiém kiém tra ngay toan bo hd so, xac dinh tinh hop 1¢
ctia gidy to trong ho so do ngudi yéu cau ndp, xuat trinh; d6i chiéu thong tin trong T khai
v6i gidy to trong ho so.

- Néu ho so diy du, hop 1&, nguoi tiép nhan hd so viét gidy tiép nhan, trong d6 ghi 16
ngdy, gio tra két qua; néu hd so chua day du, hoan thién thi huéng dan ngudi ndp hd so bd
sung, hoan thién theo quy dinh; trudng hop khong thé bod sung, hoan thién hd so ngay thi
phai lap thanh van ban hudng dan, trong d6 néu rd loai gidy to, ndi dung can bd sung, hoan
thién, ky, ghi rd ho, chir dém tén ctia nguoi tiép nhan.

- Hd so sau khi d3 dugc hudng dan theo quy dinh ma khong duoc bd sung day du,
hoan thién thi nguoi tiép nhan tir chdi tiép nhan ho so. Viée tir chdi tiép nhan hd so phai
dugc thé hién bang vin ban, trong d6 ghi 1 1y do tir chdi, ngudi tiép nhan ky, ghi rd ho, chir
dém, tén.

- B6 phan tiép nhan va tra két qua chuyén hd so dén cong chic tu phap — ho tich,
theo thoi gian nhu sau: Hd so tiép nhan trong budi sang thi chuyén giao trong budi sang, hd
so tiép nhan dau gid chiéu thi chuyén giao trude 15 gid va hd so tiép nhan thoi gian con lai
dugc chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 03 ngdy 1am viéc ké tir ngay nhan du gidy to theo quy dinh déi voi
yéu cau thay doi, cai chinh ho tich; ngay trong ngdy lam viéc ddi véi yéu cau bd sung hd
tich; néu thay viéc thay d6i, cai chinh, bo sung hé tich 1a ¢6 co sd, ph hop voi quy dinh cua
phap luat dan su va phép luit c6 lién quan, cong chirc tu phap - ho tich bao cdo Chu tich Uy
ban nhdn dan cip x3. Truong hop Chi tich Uy ban nhan dan cip xa dong ¥ giai quyét thi ky
Trich luc ho tich tuong ung (Trich luc thay ddi ho tich/Trich luc cai chinh ho tich/Trich luc
bd sung ho tich); cong chiic tu phap - ho tich ghi ndi dung thay doi, cai chinh, bo sung ho
tich vao S va ky vao S6 dang ky thay ddi, cai chinh, bd sung hd tich, xac dinh lai dan tdc.

Truong hop thay doi, cai chinh, b6 sung thong tin ho tich lién quan dén Gidy khai
sinh, Gidy chimg nhan két hon thi cong chic tu phap - ho tich ghi ndi dung thay doi, cai
chinh ho tich vao Giéy khai sinh, Giéy chirng nhan két hon; bd sung thong tin hd tich vao
muc tuong tmg va déong dau vao ndi dung bo sung.

- Sau khi tiép nhén két qua tir cong chuc tu phap — ho tich; B6 phan tiép nhan va tra
két qua huéng din dé ngudi di ding ky thay doi, cai chinh, bo sung ho tich, x4c dinh lai dan
toc ky tén vao So, déng thoi trao Trich luc dang ky ho tich twong tng cho ngudi ding ky ho
tich.

*Luuy:
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+ Truong hop ngudi yéu cau ndp gidy to 14 ban sao duoc cip tir s6 gdc hodc ban sao
dugc chimg thuc tir ban chinh thi ngudi tiép nhan ho so khong dugc yéu ciu xuat trinh ban
chinh; néu nguoi yéu cau chi ndp ban chup va xuat trinh ban chinh thi nguoi tiép nhan hd so
kiém tra, ddi chiéu ban chup vé&i ban chinh va ky vao ban chup xac nhan vé viéc da d6i
chiéu ndi dung gidy to do, khong duoc yéu cau ngudi di ding ky ndp ban sao ¢ chimg thuc
gidy to do.

+ Truong hop phap ludt quy dinh xuét trinh gidy to khi dang ky ho tich, nguoi tiép
nhan c6 trach nhiém kiém tra gidy to xuét trinh, dbi chiéu voi thong tin trong To khai va tra
lai cho ngudi xuit trinh, khéng duoc yéu cau ngudi ding ky ho tich ndp thém ban sao gidy
td d6. Nguoi tiép nhan c6 thé chup 01 ban gidy to xuat trinh hodc ghi lai thong tin cia gidy
t& xuat trinh dé luu hd so.

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

b) Céch thirc thuc hién:

- Ngudi c6 yéu cau ding ky thay d6i, cai chinh, bd sung h tich truc tiép thuc hién
hodc ty quyén cho ngudi khac thyc hién;

- Ngudi thue hién viée dang ky thay d6i, cai chinh, bd sung ho tich c6 thé truc tiép
ndp ho so tai BO phan tiép nhan va tra két qua thudc Uy ban nhan dan cip xi c6 thaim quyén
hodc giri hd so qua hé théng buu chinh.

¢) Thanh phén, s6 luong ho so:

* Gidy to phdi xudt trinh

- H6 chiéu hoic chirmg minh nhan dan hodc thé cin cudc cong dan hodc cac gidy to
khéc c6 dan anh va thong tin ca nhan do co quan c¢6 tham quyén cap, con gia tri st dung dé
chtirng minh v€ nhan than cia nguoi cé yéu cau dang ky thay doi, cai chinh, bo sung hd tich.

- Gidy to chirng minh noi cu trii dé x4c dinh thAm quyén ding ky thay d6i, cai chinh,
bo sung ho tich (trong giai doan Co sé dir li¢u quéc gia vé dan cu va Co so dir liéu ho tich
dién tir toan quéc chua dugc xay dung xong va thuc hién théng nhét trén toan qudc).

Truong hop giri hd so qua hé thong buu chinh thi phai giri kém theo ban sao co
chung thuc cac gidy to phai xuat trinh néu trén.

* Gidy to phdi ngp

- To khai dang ky thay doi, cai chinh, bo sung ho tich, x4c dinh lai dan toc theo mau.

- Giéy to lam can cu thay ddi, cai chinh, bd sung hd tich.

- Vin ban ty quyén theo quy dinh cta phép luat trong trudng hop ty quyén thuc hién
viéc dang ky thay ddi, cai chinh, b6 sung ho tich. Trudng hop ngudi duoc ty quyén 1 ong,
ba, cha, me, con, vg, chong, anh, chi, em rudt cia ngudi Uy quyén thi van ban uy quyén
khong phai cong ching, chimg thuc, nhung phai c6 gidy to ching minh mdi quan hé voi
nguoi uy quyén.
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* Sh lugng ho so: 01 bd

d) Thoi han giai quyét:

- 03 ngdy lam viéc doi voi yéu cau thay doi, cai chinh h¢ tich; truong hop phai xac
minh thi thoi han gi‘éi quyét khong qua 06 ngay lam viéc ké tur thoi diém cong chirc tu phap
- ho tich nhan du ho so hop 1€.

- Ngay trong ngay lam viéc d6i v6i yéu cau bd sung ho tich, trudng hop nhan ho so
sau 15 gio ma khong giai quyét duoc ngay thi tra két qua trong ngay lam viéc tiép theo.

d) Poi tuong thuc hién tha tuc hanh chinh: Ca nhéan

e) Co quan thyc hién thu tuc hanh chinh:

- Co quan thyc hién va quyet dinh thu tuc hanh chinh: Uy ban nhén dan cép xa noi da
dang ky ho tich trude ddy hodc Uy ban nhan dan cp x3 noi cu tra ctia ngudi c6 yéu cu

- Co quan phdi hop: Khong

g) Két qua thuc l}ién thu tuc hanh chinh: Trich luc thay ddi hd tich/Trich luc cai
chinh ho tich/Trich luc bd sung h tich.

h) L& phi: 10.000 dong.

Miéq 1€ phi cho nguoi thudce gia dinh c6 cong voi cach mang; nguoi thudc hd ngheo;
nguoi khuyét tat.

1) Mau don, mau to khai: T khai dang ky thay ddi, cai chinh, bd sung hd tich, xac
dinh lai dan toc.

k) Yéu cau, diéu kién thuc hién thu tuc hanh chinh: Khéng

1) Can cu phap ly:

- B6 luat Dan su;

- Luat ho tich nam 2014;

- Nghi dinh sb 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét
mot s diéu va bién phap thi hanh Luét ho tich;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phap hudng dan thi hanh
mot sO diéu cua Luat ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua Chinh
phu quy dinh chi tiét mot s6 didu va bién phap thi hanh Luat ho tich;

- Quyét dinh s6 32/2016/QD-UBND ngay 01/11/2016 ctia UBND tinh Hai Duong vé
viéc quy dinh mirc thu, ché d6 thu, nop, quan ly va str dung phi, 1¢ phi thugc tham quyén
quyét dinh cua Hoi dong nhan dan tinh Hai Duong.

74


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

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

TO KHAI PANG KY VIEC THAY DOI, CAI CHINH,
BO SUNG HO TICH, XAC PINH LAI DAN TQOC

Kinh glri: @ Lo,

Ho, chit d8m, ten NEUOT YEU CAUS ......oovviveiiieeee ettt
INOT CU T @)Lt es ettt ettt s s s sttt et et e b et e e nr e e s e en e
Gidy tO thy thAn: G L.ttt
Quan hé v6i ngudi dé nghi duoc thay doi, cai chinh, xac dinh lai dan toc, bd sung h tich: ...........
Pé nghi co quan dAng Ky viee @ ......co.coooviiiiiicceeceeeee e,

cho nguoi cé tén duwdi day

Gidy Oty thAn: ©) L.ttt

N OT CU LT ) oot e e ettt e e e e e e et e et e eee et e et e et e eaeeneeeeeaneeereeeeeeneeeneeaeeseeenes

T61 cam doan nhitng ndi dung khai trén day la ding su that va chiu trach nhiém trudce phép luét vé cam

doan cua minh.

Lam t@i: ....cooooviviiiiieaine, , Ngay ....... thang ....... nam ...........
Nguoi yéu ciu
(Ky, ghi ro ho, chir dém, tén)

Y kién cua nguoi dugc thay ddi ho, tén Y kién cua cha va me (néu thay ddi ho,
(néu nguoi d6 tir du 9 tudi trd 1én); xac chit dém, tén cho ngudi dudi 18 tudi)
dinh lai dan toc (néu nguoi d6 tir da 15
tudi dén dudi 18 tudi)



Chu thich:

1. Ghi 10 tén co quan dang ky viéc thay ddi, cai chinh, bd sung hd tich, xac dinh lai dan tdc, xac
dinh lai gi6i tinh trong Gidy khai sinh.

2. Ghi theo dia chi ding ky thuong tra; néu khong c6 noi dang ky thuong tra thi ghi theo dia chi
dang ky tam tr(; truong hop khong cd noi dang ky thuong tra va noi dang ky tam trt thi ghi theo
noi dang sinh séng

3. Ghi thong tin vé gidy to tiy than nhu: ho chiéu, ching minh nhan dan hodc gidy to hop 1¢ thay
thé (vi du: Chung minh nhan dan s6 001089123 do Cong an thanh phé Ha Noi cip ngay
20/10/2004).

4. Ghi 13 loai viéc thuc hién (vi du: thay doi Ho).

5. Ghi 13 loai viéc ho tich da dang ky trude day. Vi du: khai sinh ngay 05 thang 01 nim 2015 tai s
10 quyén s6 01/2015 ctia UBND xa Ha Hoi, huyén Thudng Tin, thanh phd Ha Noi.

6. Ghi 16 nd1 dung thay dbi, cai chinh, xac dinh lai dan tdc vi du: tir Nguyén Vin Nam thanh Vi Vin
Nam;

Truong hop bd sung ho tich thi ghi & ndi dung dé nghi bd sung. Vi du: bd sung phan ghi vé& qué
quan trong Gidy khai sinh nhu sau: Nghé An.
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12. Thii tuc cip Gidy xac nhin tinh trang hon nhan

a) Trinh tu thuc hi¢n

- Nguoi c6 yéu cau cép Giéy xac nhan tinh trang hon nhan ndp hd so tai Bd phan tiép
nhan va tra két qua thudc Uy ban nhan dan cdp xa c6 tham quyén.

- Ngudi tiép nhan co trach nhiém kiém tra ngay toan bd ho so, dbi chiéu thong tin
trong To khai va tinh hop 18 cta gidy to trong hd so do ngudi yéu cau ndp, xuét trinh.

- Néu ho so day du, hop 1¢, nguoi tiép nhan hd so viét gidy tiép nhan, trong d6 ghi 16
ngdy, gio tra két qua; néu ho so chua day du, hoan thién thi huéng dan ngudi ndp hd so bd
sung, hoan thién theo quy dinh; trudng hop khong thé bod sung, hoan thién hd so ngay thi
phai lap thanh van ban hudng dan, trong d6 néu rd loai gidy to, ndi dung can bd sung, hoan
thién, ky, ghi rd ho, chit dém tén ctia nguoi tiép nhan.

- Néu ho so sau khi d duoc huéng dan ma khong duoc bd sung day du, hoan thién
thi nguoi tiép nhan tir chdi tiép nhan hd so va 1ap van ban tir chdi tiép nhan hd so, trong do
ghi 16 1y do tir chéi, ky, ghi 1 ho, chit dém, tén cta ngudi tiép nhan.

- B6 phan tiép nhan va tra két qua chuyén hd so dén cong chic tu phap — ho tich,
theo thoi gian nhu sau: Ho so tiép nhan trong budi sang thi chuyén giao trong budi sang, hd
so tiép nhan dau gid chiéu thi chuyén giao trude 15 gid va hd so tiép nhan thoi gian con lai
dugc chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 03 ngay lam viée, ké tir ngdy nhan da hd so hop 1€, cong chuc tu
phap - ho tich kiém tra, x4c minh tinh trang hén nhan cta nguoi co yéu ciu.

Truong hop ngudi yéu ciu xac nhén tinh trang hén nhan di timg ding ky thudng tra
tai nhiéu noi khac nhau thi ngudi d6 c¢6 trach nhiém ching minh vé tinh trang hon nhén cia
minh. Truong hop ngudi yéu cau khong chimg minh duge thi céng chirc tw phap - ho tich
béo cdo Chu tich Uy ban nhan dan cip xd c6 vin ban dé nghi Uy ban nhan dan cip xa noi
ngudi d6 di timg dang ky thudng tr tién hanh kiém tra, xac minh vé tinh trang hon nhan
cua nguoi do.

Trong thoi han 03 ngay lam viée, ké tir ngay nhan dugc vin ban dé nghi, Uy ban
nhan dan cip xa dugc yéu cau, tién hanh kiém tra, xac minh va tra 15i bang vin ban vé tinh
trang hon nhan trong thoi gian thuong tra tai dia phuong ciia ngudi ¢6 yéu cau.

- Néu két qua kiém tra, xac minh cho thay ngudi yéu cau c6 du diéu kién, viéc cap
Gidy xac nhan tinh trang hon nhan 1a phu hop quy dinh phap luat thi cong chitc tu phap - ho
tich trinh Chi1 tich Uy ban nhan dan ky 01 ban Gidy x4c nhan tinh trang hon nhan.

- Sau khi nhan két qua tir cong chirc tu phap — ho tich, Bo phan tiép nhan va tra két
qua trao Gidy xac nhan tinh trang hén nhan cho ngudi yéu cau.

*Luuy:

+ Trudng hop nguoi yéu cau ndp gidy to 1a ban sao duge cap tir so6 gde hodc ban sao
dugc ching thyc tir ban chinh thi ngudi tiép nhan ho so khong dugce yéu ciu xuat trinh ban

chinh; néu ngudi yéu cau chi ndp ban chup va xuat trinh ban chinh thi nguoi ti€ép nhan ho so
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kiém tra, d6i chiéu ban chup voi ban chinh va ky vao ban chup xac nhan vé viéc da dbi
chiéu noi dung gidy to d6, khong duoc yéu cau nguoi di dang ky ndp ban sao co chimg thuc
gidy to do.

+ Truong hop phap ludt quy dinh xuét trinh gidy to khi dang ky ho tich, nguoi tiép
nhan c6 trach nhiém kiém tra gidy to xuat trinh, d6i chiéu véi thong tin trong To khai va tra
lai cho ngudi xuit trinh, khéng duoc yéu cau ngudi ding ky ho tich ndp thém ban sao gidy
td d6. Nguoi tiép nhan c6 thé chup 01 ban gidy to xuat trinh hodc ghi lai thong tin cia gidy
to xuét trinh dé luu ho so.

+ Ngudi tiép nhan c6 trach nhiém tiép nhan dung, da hd so dang ky ho tich theo quy
dinh cta phap luat ho tich, khong dugc yéu cau ngudi ding ky ho tich ndp thém gidy to ma
phap luat ho tich khong quy dinh phai nop.

b) Cach thirc thuc hién:

- Ngudi c6 yéu cau cip Gidy xac nhan tinh trang hén nhén truc tiép thuc hién hoic
iy quyén cho ngudi khac thue hién yéu cau cdp Gidy xac nhén tinh trang hon nhén;

- Nguoi thyc hién yéu cau cap Gidy xac nhan tinh trang hon nhan c6 thé truc tiép nop
hd so tai BO phan tiép nhan va tra két qua thudc Uy ban nhan dan cép x4 ¢6 thaim quyén
hodc giri hd so qua hé théng buu chinh.

¢) Thanh phan, sb lugng hd so:

* Gidy to phdi xudt trinh

- H6 chiéu hoic chirmg minh nhan dan hodc thé cin cudc cong dan hodc cac gidy to
khac c6 dan anh va thong tin ¢4 nhin do co quan cé thAm quyén cp, con gia tri st dung dé
chimg minh vé nhan than cta ngudi c6 yéu cau cip Gidy x4c nhan tinh trang hon nhan.

- Gidy to chirng minh noi cu tréi ciia ngudi yéu cau cip Gidy xac nhan tinh trang hon
nhan dé xac dinh thim quyén (trong giai doan Co s dir liéu qudc gia vé dan cu va Co so dit
liéu ho tich dién tir toan quéc chua dugc xay dung xong va thuc hién théng nhét trén toan
qudc).

Truong hop giri hd so qua hé thong buu chinh thi phai giri kém theo ban sao co
chtng thuc cac gidy to phai xuat trinh néu trén.

* Gidy to phdi ngp

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

- Trudng hop ngudi yéu cau cap Gidy xac nhan tinh trang hon nhan da c6 vo hoic
chéng nhung da ly hon hodc ngudi vo/chong da chét thi phai xut trinh (ban chinh) hoic
ndp ban sao gidy to hop 1& dé ching minh;

- Cong dan Viét Nam da ly hon, hiy viéc két hon ¢ nudce ngoai thi phai ndp ban sao
Trich luc ghi chu ly hon.

- Trudng hop yéu cau cap lai Gidy x4c nhan tinh trang hon nhan dé sir dung vao muc
dich két hon véi nguoi khac voi nguoi da ghi trong phan muc dich sir dung cia Gidy xac
nhan tinh trang hon nhan duoc cip trude day hodc do Gidy xac nhén tinh trang hon nhan da
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hét thoi han sir dung theo quy dinh thi phai ndp lai Gidy xac nhan tinh trang hon nhan da
dugc céap trudc day.

* S lugng hd so: 01 bd

d) Thoi han giai quyét: 03 ngay 1am viéc ké tir thoi diém cong chirc tu phap — ho tich
nhan da hd so hop 18.

Truong hop phai giri vin ban x4c minh thi thoi han giai quyét khong qua 06 ngay
1am viéc (khong tinh thoi gian giri vin ban yéu ciu xac minh va thoi gian giri van ban tra 1oi
két qua xac minh qua hé théng buu chinh).

d) Pdi twong thuc hién thu tuc hanh chinh: C4 nhan

e) Co quan thyc hién tha tuc hanh chinh:

- Co quan thuc hién va quyét dinh thu tuc hanh chinh:

+ Uy ban nhan déan cip x3 noi nguoi yéu cau cip Gidy x4c nhan tinh trang hon nhan
thuong tru.

+ Trudng hop ngudi yéu cau cip Gidy xac nhan tinh trang hén nhan khong cé noi
thuong tru thi Uy ban nhan dan cép xa noi tam tru thuc hién viéc cép Giéy xac nhan tinh
trang hon nhan.

- Co quan phdi hop: Uy ban nhan dan cip x3 noi thudng tri tru’0’c day cua nguoi yeu

cau cap Gidy xac nhan tinh trang hon nhan (trudng hop nguoi yéu cau da thuong tra ¢ nhiéu
noi khéc nhau).

g) Két qua thuc hién thu tuc hanh chinh: Gidy x4c nhén tinh trang hon nhan.
h) Lé phi: 10.000 dong.

Mién 1¢ phi cho ngudi thudc gia dinh c6 cong voi cach mang; nguoi thudc hd nghéo;
nguoi khuyét tat.

i)Mau don, mau to khai: T& khai cAp Gidy x4c nhén tinh trang hon nhan.

k) Yéu cu, diéu kién thyc hién thi tyc hanh chinh:

Truong hop yéu cau xac nhan tinh trang hon nhan nham muyc dich két hon thi nguoi
yéu cau phai dap tng du diéu kién két hon:

- Nam tir d 20 tudi tro 1én, nit tr dii 18 tudi tro 1én;

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

- Khong bi mat nang luc hanh vi dan sy;

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

+ Két hon gia tao, ly hon gia tao;

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

+ Nguoi dang c¢6 vo, o6 chong ma két hon véi ngudi khac hodc chua c6 vo, chua co
chéng ma két hon véi nguoi dang cé chong, c6 vo;

+ Két hon gilta nhitng ngudi ciing dong mau vé truc hé; gitra nhitng ngudi ¢ ho

trong pham vi ba doi; gitta cha, me nudi vdi con nuoi; gitra nguodi da tung 1a cha, me nudi
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vO1 con nudi, cha chéng véi con dau, me vo véi con ré, cha duong v6i con riéng cua vo, me
ké véi con riéng cua chéng;

* Nha nudc khong thira nhdn hon nhan gitta nhitng nguoi cung gioi tinh.

1) Céan ct phap ly:

- Ludt hon nhan va gia dinh nam 2014;

- Luat ho tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét
mot sO di€u va bi¢n phép thi hanh Luét ho tich;

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

- Quyét dinh s6 32/2016/QD-UBND ngay 01/11/2016 ctia UBND tinh Hai Duong vé
viéc quy dinh muc thu, ché do thu, ndp, quan 1y va st dung phi, 1¢ phi thude tham quyén
quyét dinh ctia Hoi dong nhan dan tinh Hai Duong.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

TO KHAI CAP GIAY XAC NHAN TINH TRANG HON NHAN

KIND UL e
Ho, chit d8m, ten NEUOT YEU CAUS ......oovveieeiicecee ettt e,
DAN EOC: weviiiiiieieceeee e Quéc tich: ...
INOT CU T @) et e ettt ettt et s s s st ettt et et et ne e e s enen e
Quan hé v6i ngudi duge cip Gidy xac nhan tinh trang hon nhan: ..........ccccevveveveveveeeeeeeeeeene,

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

HO, ChUF GEIM, TEI1: ..vvviiiiiii ittt e e e ee et aeee e e eeeenaaee s aeessnnannnes Gidi1 tinh:
Ngay, thang, NAM SINN: .....oooiii e
INOT STNR: et e e ettt e e e e e e s e bbb et e e e e e e e et e e e e e e e n bbb rr e e e e e e e e e
DA EOC: e ee et ee s et ee e s et ee s s ee e s s eeeseeens QUOC HHEh: oo,
Gidy tO thy thAN: @ L.ttt
INOT CU T D) oottt ettt e e ettt st st et etea e s e e e e et sttt

e Y1 Yed 1113 TP

Td1 cam doan nhitng nd1 dung khai trén day 1a dang su that va chiu trach nhiém trudc phap luat vé

161 khai ctia minh.

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

@ Truong hop cong dan Viét Nam cu tra trong nudc thi ghi theo noi dang ky thuong tra, néu
khong c6 noi dang ky thuong tra thi ghi theo noi dang ky tam trd; truong hop khong 6 noi dang ky
thuong tra va noi dang ky tam tru thi ghi theo noi dang sinh song.

Truong hop cong dan Viét Nam cu trit & nudc ngoai thi ghi theo dia chi thuong tra hodc tam tri

O nudc ngoai.

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

®) Khai trong cac truong hop:

- Cong dan Viét Nam dang cu tri & nudc ngoai c6 yéu cau xac nhan tinh trang hon nhéan trong thot
gian cu tru & nudc ngoai hodc trong thoi gian cu tra tai Viét Nam trude khi xuat canh;

- Nguoi dang ¢6 vo/chdng yéu cau xac nhan tinh trang hon nhén tir thoi diém du tudi ding ky két
hon cho dén trude thoi dieém dang ky két hon;

- Ngudi da qua nhiéu noi thuong tri khéc nhau thi phai ghi cu thé timg thoi diém thuong tra.

@ Pdi v6i cong dan Viét Nam cu tra & trong nude thi ghi rd tinh trang hon nhan hién tai: dang
c6 vo hodc co chong; hoac chua dang ky két hon lan nao; hoac da dang ky két hon, nhung da ly hon
hay nguoi kia da chet.

Dbi v6i cong dan Viét Nam cu tra & nude ngoai co yéu cau xac nhdn tinh trang hon nhan trong
thoi gian cu tra tai Viét Nam truoc khi xuét canh, thi khai vé tinh trang hon nhan cia minh trong
thoi gian da cu tra tai noi d6 (Vi du: trong thoi gian cu tri tai ..oe.eeeeeeeveceeeeecieeeeeiee, , tUr ngay......
thang ..... nam ......... dénngay ....... thang ....... nam ........ chua ding ky két hon véi ai).

Dbi voi cong dan Viét Nam dang cu trii & nude ngoai, cd yéu cau xac nhan tinh trang hon nhan
trong thoi gian cu trd ¢ nudc ngoai, thi khai vé tinh trang hon nhin cta minh trong thoi gian cu tra
tai nuoc do (Vi du: trong thoi gian cu tri tai CHLB Duc tur ngay ....... thang ..... nam ....... dén ngay ...
thang ...... nam....... khong ding ky két hon véi ai tai Pai sit quan Viét Nam tai CHLB Drc).

®) Ghi & muc dich st dung Gidy xac nhan tinh trang hén nhan. Trudng hop sir dung Gidy xac
nhan tinh trang hon nhan dé két hon, thi phai ghi rd két hon vai ai (ho va tén; ngay, thang, nam sinh;
quéc tich; noi thuong tri/tam tr1); noi dang ky két hon.
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13. Thi tuc dang ky lai khai sinh

a) Trinh tu thuc hi¢n

- Ngudi ¢6 yéu cau ding ky lai khai sinh ndp ho so tai Bo phan tiép nhan va tra két
qua thudc Uy ban nhan dan cp xa c6 thim quyén.

- Ngudi tiép nhdn co trach nhiém kiém tra ngay toan bd hd so, d6i chiéu thong tin
trong To khai va tinh hop 18 cta gidy t& trong hd so do ngudi yéu cau ndp, xuét trinh.

- Néu ho so day du, hop 1&, nguoi tiép nhan ho so viét gidy tiép nhan, trong d6 ghi rd
ngdy, gio tra két qua; néu ho so chua day du, hoan thién thi huéng dan ngudi ndp hd so bd
sung, hoan thién theo quy dinh; trudng hop khong thé bod sung, hoan thién hd so ngay thi
phai lap thanh vin ban hudng dan, trong d6 néu rd loai gidy t&, ndi dung can bd sung, hoan
thién, ky, ghi rd ho, chir dém tén ctia nguoi tiép nhan.

- Hd so sau khi d3 dugc hudng dan theo quy dinh ma khong duoc bd sung day du,
hoan thién thi ngudi tiép nhan tir chdi tiép nhan hd so. Viée tir chdi tiép nhan hd so phai
dugc thé hién bang vin ban, trong d6 ghi 1 1y do tir chdi, ngudi tiép nhan ky, ghi rd ho, chir
dém, tén.

- B6 phan tiép nhan va tra két qua chuyén hd so dén cong chic tu phap — ho tich,
theo thoi gian nhu sau: Ho so tiép nhan trong budi sang thi chuyén giao trong budi sang, hd
so tiép nhan dau gid chiéu thi chuyén giao trude 15 gid va hd so tiép nhan thoi gian con lai
dugc chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 05 ngay 1am viéc, ké tir ngay tiép nhan hd so, cong chirc tu phép -
ho tich kiém tra, xac minh hd so.

Truong hop viée ding ky lai khai sinh duoc thuc hién tai Uy ban nhan dan cip xi
khong phai noi dang ky khai sinh trudc day thi cong chuc tu phdp — hd tich bao cao Chu
tich Uy ban nhan dan cip x3 c6 van ban dé nghi Uy ban nhan din cip x3 noi ding ky khai
sinh trudc day kiém tra, xac minh vé viéc luu gitr s6 ho tich.

Trong thoi han 05 ngay lam viéc, ké tir ngdy nhan dugc van ban dé nghi, Uy ban
nhan dan noi da dang ky khai sinh trugc ddy tién hanh kiém tra, xic minh va tra loi bang
van ban vé viéc con luu gilr hodc khong luu gitr dugc s6 ho tich.

Trong thoi han 03 ngay lam viéc, ké tir ngay nhan dugc két qua xac minh vé viéc
khong con luu gitt duwoc so ho tich tai noi da dang ky khai sinh, néu thiy viéc dang ky lai
khai sinh chinh xac, duang quy dinh phap luat, cong chirc tu phap - ho tich bao cao Chu tich
Uy ban nhan dan cap xa. Trudng hop Chi tich Uy ban nhan dan dong ¥ giai quyét thi cong
chtic tu phap - ho tich ghi ndi dung khai sinh vao S6 va ky vao S6 dang ky khai sinh. Chil
tich Uy ban nhan dan ky Gidy khai sinh cho nguoi c6 yéu cau.

- Sau khi nhan két qua tr cong chuc tu phap — ho tich; Bo phan tiép nhén va tra két
qua hudng dan dé nguoi di dang ky lai khai sinh ky tén vao S6, dong thoi cap Gidy khai
sinh cho nguoi dugce dang ky khai sinh.
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* Luuy:

+ Truong hop ngudi yéu cau ndp gidy to 1 ban sao duge cap tir s6 gbe hodc ban sao
dugc chimg thuc tir ban chinh thi ngudi tiép nhan ho so khong dugc yéu cau xuét trinh ban
chinh; néu nguoi yéu cau chi ndp ban chyp va xuat trinh ban chinh thi nguoi tiép nhan hd so
kiém tra, ddi chiéu ban chup vé&i ban chinh va ky vao ban chup xac nhan vé viéc da di
chiéu ndi dung gidy to do, khong duoc yéu cau ngudi di ding ky ndp ban sao cé chimg thuc
gidy to do.

+ Truong hop phap ludt quy dinh xuét trinh gidy to khi dang ky ho tich, nguoi tiép
nhan c6 trach nhiém kiém tra gidy to xuat trinh, dbi chiéu voi thong tin trong To khai va tra
lai cho ngudi xuit trinh, khong dugc yéu cau ngudi ding ky ho tich ndp thém ban sao gidy
td d6. Nguoi tiép nhan c6 thé chup 01 ban gidy to xuat trinh hodc ghi lai thong tin cia gidy
t& xuat trinh dé luu hd so.

+ Ngudi tiép nhan c6 trach nhiém tiép nhan dang, du hd so dang ky ho tich theo quy
dinh cta phap luat ho tich, khong duge yéu cau nguoi dang ky ho tich ndp thém gidy to ma
phap luat ho tich khong quy dinh phai nop.

b) Céch thirc thuc hién:

- Ngudi c6 yéu cau ding ky lai khai sinh truc tiép thue hién hodc uy quyén cho ngudi
khéc thuc hién viéc dang ky lai khai sinh;

- Nguoi thuc hién dang ky lai khai sinh c6 thé truc tiép nop hd so tai B phan tiép
nhan va tra két qua thuéc Uy ban nhan dan cdp x3d c6 thdm quyén hodc gui hd so qua hé
thng buu chinh.

¢) Thanh phén, s6 luong ho so:

* Gidy to phdi xudt trinh

- H6 chiéu hoic chirmg minh nhan dan hodc thé cin cudc cong dan hodc cac gidy td
khac c6 dan anh va thong tin ¢4 nhin do co quan c6 thAm quyén cap, con gia tri sit dung dé
chtmg minh vé nhan than ciia ngudi c¢6 yéu cau dang ky lai khai sinh.

- Gidy to chirng minh noi cu trii dé x4c dinh tham quyén diang ky lai khai sinh (trong
giai doan Co so dit li€u quéc gia vé dan cu va Co sé dit liéu ho tich dién tir toan quéc chua
dugc xay dung xong va thyc hién thong nhét trén toan qudc).

Truong hop giri hd so qua hé thong buu chinh thi phai giri kém theo ban sao ¢o
chtng thuc cac gidy to phai xuat trinh néu trén.

* Gidy to phdi ngp

- To khai ding kY lai khai sinh theo mau, trong d6 c¢6 cam doan ciia ngudi yéu cau vé
viéc da dang ky khai sinh nhung khong luu giit duge ban chinh Gidy khai sinh.

- Ban sao toan b ho so, gidy to ciia nguoi yéu cau hodc hd so, gidy to, tai liéu khac

trong d6 c6 thong tin lién quan dén ndi dung khai sinh, gém:
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+ Ban sao Gidy khai sinh do co quan c6 thAim quyén cua Viét Nam cép (ban sao duoc
cong chimg, chimg thuc hop 18, ban sao dugc cap tir SO ding ky khai sinh).

+ Ban chinh hodc ban sao gidy td c6 gid tri thay thé Gidy khai sinh duogc cip trudce
nam 1945 & mién Bac va trudc nam 1975 ¢ mién Nam.

+ Trudng hop nguoi yéu cau khong c6 gidy to trén thi gidy to do co quan c6 tham
quyén cta Viét Nam cap hop 16 sau day 1a co s dé xac dinh ndi dung ding ky lai khai sinh:
Giéy chirng minh nhan dan, Thé can cudc cong dan hoac HO chiéu; S6 ho khau, SO tam tra,
giéy to chiing minh vé noi cu tri; Bé‘mg tdt nghiép, Giéy chting nhan, Ching chi, Hoc ba,
Hb so hoc tap do co quan dao tao, quan 1y gido duc c6 tham quyén cip hodc xac nhan; Gidy
to khac co6 thong tin vé ho, chit dém, tén, ngay, thang, ndm sinh cia c4 nhan; Giéy to chung
minh quan hé cha con, me con.

Nguol yéu cau dang ky khai sinh c6 trach nhlem ndp day du ban sao cic gidy to neu
trén (néu c6) va phai cam doan da ndp du cac glay to minh c6. Truong horp nguoi yeu cau
dang ky khai sinh cam doan khong dtng sy that, cd y chi ndp ban sao gidy to c6 loi dé dang
ky khai sinh thi viéc dang ky khai sinh khong c6 gia tri phap 1y.

- Truong hop nguoi yéu cau dang ky lai khai sinh 1a can bg, cong chuc, vién chirc,
nguoi dang cong tac trong lyc lugng vii trang thi phai c6 van ban xdc nhan cua Thu truong
co quan, don vi vé viée nhitng nd1 dung khai sinh ctia nguoi do gff)m ho, chir dém, tén; gidi
tinh; ngay, thang, nim sinh; dan toc; qudc tich; qué quan; quan hé cha - con, me - con phu
hop v6i hd so do co quan, don vi dang quan 1y.

- Vin ban uy quyén theo quy dinh cta phép ludt trong trudng hop uy quyén thuc hién
viéc dang ky lai khai sinh. Truong hop ngu(‘ri dugc uy quyén la 6ng, ba, cha, me, con, vo,
chdng, anh, chi, em rudt cua ngu’crl iy quyeén thi Van ban uy quyén khong phal cong chung,
chung thuc, nhung phai c6 gidy to ching minh mdi quan hé v6i ngudi uy quyén.

* S luong ho so: 01 bd

d) Thoi han giai quyét: 05 ngay lam viéc tinh tir thoi diém cong chuc tu phap — ho
tich nhan du ho so hop I¢€.

Truong hop phai c6 van ban xac minh thi thoi han giai quyét khong qua 13 ngay lam
viée (khong tinh thoi gian gii van ban yéu cau xac minh va thoi gian gui van ban tra 101 ket
qua x4ac minh qua h¢ thong buu chinh).

d) Pdi twong thuc hién thi tuc hanh chinh: C& nhan

e) Co quan thyc hién tha tuc hanh chinh:

- Co quan thuc hi¢n va quyétvdinh thi tuc hanh chinh: Uy ban nhan dan cap xi noi da
dang ky khai sinh truéc day hodc Uy ban nhan dan cap xa noi nguoi yéu cau dang ky lai
khai sinh thuong tra.

- Co quan phdi hop: Uy ban nhan dan cip xa noi nguoi yéu cau dang ky lai khai sinh
da dang ky khai sinh trudc day trong truong hop thuc hién dang ky lai khai sinh tai Uy ban
nhan dan cap xa noi thuong tru.

g) Két qua thyc hién tha tuc hanh chinh: Gidy khai sinh
h) Lé phi: 5.000 dong.
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Miéq 1€ phi cho nguoi thude gia dinh c6 cong voi cach mang; nguoi thudc hd ngheo;
nguoi khuyét tat.

i) Mau don, mau t& khai: To khai ding ky lai khai sinh

K) Yéu cau, diéu kién thuc hién thi tuc hanh chinh

- Vige khai sinh da dugc dang ky tai co quan ¢ thém quyén cia Viét Nam trude
ngay 01/01/2016 nhung S6 dang ky khai sinh va ban chinh Gidy khai sinh déu bi mat.

- Nguoi cd yéu ciu con song tai thoi diém yéu cau ding ky lai.

1) Céan cu phap ly:

- Luat ho tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 caa Chinh pha quy dinh chi tiét

mot sO di€u va bi¢n phép thi hanh Luét ho tich;

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

- Quyét dinh s6 32/2016/QD-UBND ngay 01/11/2016 ciia UBND tinh Hai Duong vé
viéc quy dinh muc thu, ché do thu, ndp, quan 1y va st dung phi, 1€ phi thude tham quyén
quyét dinh ctia Hoi dong nhan dan tinh Hai Duong.
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http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123

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

TO KHAI PANG KY LAI KHAI SINH

Ho, chit dém, tén NGUOT YAU CAUS .....oo.ovreeeceeeeeeceeece e
Gidy t0 thy thAn: @i
NOTCU T ).t
Quan hé v&i ngudi duoc Khai SINN: ..o
Pé nghi co quan diing ky lai khai sinh cho ngudi c6 tén duéi day:

HOQ, Chil d€m, t@I: ..o

Gidi tinh:.....veeeeeeeinnnns Dantoc: ....ooovvvvvvviiiieieee e, Quéc tich: ...
QUE QUAN: ettt ettt sttt ettt e e et e e es e s e se e e e e teen e ereeateen e areenrenneenne s

Ho, chir dé€m, t€N Cha: ...
Nam sinh: ......cooovveneeenn. Dan toc: ....ooovvvvvviiiiiiiee e, Quéc tich: ...
NOTCU T ) ettt ettt ettt

Ho, chir dém, ten me: ...

Nam sinh: ......oooovveneenn. Dan toc: .....ooovvvvvviiiiiiee e, Quéc tich: ...
NOTCU T ©) ettt e

Pa ding ky khai sinh tai: ® ...

Gidy khai sinh s6: ®...................... ,Ngay ......... [ Lo

Ly do dang KY L0 ..ot e
Td1 cam doan nhiing ndi dung khai trén day la ding su that va chiu trach nhiém trude phap luat vé
viéc cam doan cua minh.

Lamtai: ..................... , NQAY ........... thang ......... nam .............
Nguoi yéu ciu
(Ky, ghi ro ho, chit dém, tén)
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Chd thich:
) Ghi 15 tén co quan ding ky lai khai sinh
Vidu: - Uy ban nhan dan phuong Dién Bién, Ba Dinh, Ha Noi
- Uy ban nhan dan quén 1, thanh phé H6 Chi Minh

@ Ghi thong tin vé gidy td tiy than cta ngudi di ding ky, ghi 18 sb, co quan cap, ngay cp
ho chiéu, chirng minh nhan dan hodc gidy to hop 1¢ thay thé

Vi dy: Ching minh nhan dan s6 001089123 do Coéng an thanh phd Ha Noi cép ngay
20/10/2004.

®) Ghi theo dia chi dang ky thudng tra; néu khong c6 noi dang ky thudng tra thi ghi theo dia
chi dang ky tam tru; truong hop khong c6 noi dang ky thuong tra va noi dang ky tam tra thi ghi
theo dia chi dang sinh song.

@ Truong hop sinh tai co so y té thi ghi rd tén co s¢ y té va dia danh hanh chinh noi sinh ra;
trudng hop sinh ra ngoai co so y té thi ghi dia danh cta 03 cap hanh chinh (x4, huyén, tinh); truong
hop khong rd noi sinh day dii thi chi ghi dia danh hanh chinh cép tinh.

®) Ghi tén co quan da dang ky khai sinh trudc day, s6, ngay, thang, nim cap Gidy khai sinh
trude diy (néu cé ban sao Gidy khai sinh).
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14. Thi tuc ding ky khai sinh cho nguéi da c6 ho so, gidy to ca nhan
a) Trinh tu thuc hi¢n
- Cong dan Viét Nam cu tra trong nudc, sinh trude ngay 01/01/2016, chua dugc dang
ky khai sinh, c6 ho so, giéy to ca nhan (ban chinh hodc ban sao dugc ching thuc hgp 1€)
nhu: gidy to tuy than; S6 ho khau; S6 tam tra; gidy td khic do co quan nha nudc c6 tham
quyén ctia Viét Nam cip c6 yéu cau ding ky khai sinh ndp hd so tai Bo phan tiép nhan va
tra két qua thuéc Uy ban nhan dan cip xi c6 tham quyén.

- Ngudi tiép nhan ¢ trach nhiém kiém tra ngay toan bd ho so, dbi chiéu thong tin
trong To khai va tinh hop 18 cta gidy t& trong hd so do ngudi yéu cau ndp, xuit trinh.

- Néu ho so day du, hop 18, nguoi tiép nhan ho so viét gidy tiép nhan, trong d6 ghi rd
ngdy, gio tra két qua; néu hd so chua day du, hoan thién thi huéng dan ngudi ndp hd so bd
sung, hoan thién theo quy dinh; trudng hop khong thé bod sung, hoan thién hd so ngay thi
phai lap thanh van ban hudng dan, trong d6 néu rd loai gidy t&, ndi dung can bd sung, hoan
thién, ky, ghi rd ho, chir dém tén ctia nguoi tiép nhan.

- Ho so dang ky khai sinh sau khi dd duoc huéng din theo quy dinh ma khéng duogc
bd sung ddy du, hoan thién thi nguoi tiép nhan tir chdi tiép nhan hd so. Viée tir chdi tiép
nhan hd so phai duoc thé hién bing vin ban, trong d6 ghi 18 1y do tir chdi, ngudi tiép nhan
ky, ghi r0 ho, chir dém, tén.

- B6 phan tiép nhan va tra két qua chuyén hd so dén cong chirc tu phap — ho tich,
theo thoi gian nhu sau: Ho so tiép nhan trong budi sang thi chuyén giao trong budi sang, hd
so tiép nhan dau gid chiéu thi chuyén giao trude 15 gid va hd so tiép nhan thoi gian con lai
dugc chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 05 ngay 1am viée, ké tir ngay tiép nhan hd so, cong chirc tu phép -
ho tich kiém tra, xac minh hd so. Trong truong hop can thiét, cong chic tu phap - ho tich
béo cdo Chu tich Uy ban nhan dén cip x3 c6 vin ban dé nghi Uy ban nhan dan cip x4 noi
cu tra trude day ciia ngudi yéu cau ding ky lai khai sinh dé kiém tra, xac minh vé viéc ding
ky khai sinh va viéc luu giir so ho tich.

Trong thoi han 05 ngay lam viée, ké tir ngdy nhan dugc van ban dé nghi, Uy ban
nhan dan cap xa noi nguoi yéu cau ding ky khai sinh cu tri truéc ddy tién hanh kiém tra,
x&c minh va tra 15i bang van ban vé viéc ngudi yéu cau da dugc ding ky khai sinh hay chua
duoc dang ky khai sinh; viéc con luu giit hodc khong luu gitr duge s6 ho tich.

Trong thdi han 03 ngay lam viéc, ké tir ngay nhan duogc két qua xac minh, néu thay
ho so dang ky khai sinh 1a ddy du, chinh xac, dung quy dinh phéap luat, cong chirc tu phap -
ho tich bao cdo Chu tich Uy ban nhan déan cdp xi. Truong hop Chu tich Uy ban nhan dan
cap xa dong v giai quyét thi céng chire tu phap - ho tich ghi ndi dung khai sinh vao S6 va ky
tén vao S6. Chu tich Uy ban nhan dan cip xa ky Gidy khai sinh cho nguoi dugc dang ky
khai sinh.
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- Sau khi nhan két qua tu cong chirc tu phap — ho tich; Bo phan tiép nhén va tra két
qua hudng dan dé nguoi di ding ky khai sinh ky tén vao SO, dong thoi trao Gidy khai sinh
cho nguoi di dang ky khai sinh.

* Luuy:

+ Truong hop ngudi yéu cau ndp gidy to 1 ban sao duge cap tir s6 gbe hodc ban sao
dugc chimg thuc tir ban chinh thi ngudi tiép nhan ho so khong duge yéu cau xuét trinh ban
chinh; néu nguoi yéu cau chi ndp ban chup va xuat trinh ban chinh thi nguoi tiép nhan hd so
kiém tra, ddi chiéu ban chup vé&i ban chinh va ky vao ban chup xac nhan vé viéc da di
chiéu ndi dung gidy to do, khong duoc yéu cau nguoi di ding ky ndp ban sao c6 chimg thuc
gidy to do.

+ Truong hop phap ludt quy dinh xuét trinh gidy to khi dang ky ho tich, nguoi tiép
nhan c6 trach nhiém kiém tra gidy to xuét trinh, dbi chiéu voi thong tin trong To khai va tra
lai cho ngudi xuit trinh, khéng duoc yéu cau ngudi ding ky ho tich ndp thém ban sao gidy
t& d6. Nguoi tiép nhan c6 thé chup 01 ban gidy to xuat trinh hodc ghi lai thong tin cia gidy
t& xuat trinh dé luu hd so.

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

b) Céch thirc thuc hién:

- Ngudi c6 yéu cau ding ky khai sinh tryc tiép thuc hién hodc uy quyén cho ngudi
khéc thuc hién viéc dang ky khai sinh;

- Nguoi thuc hién viéc dang ky khai sinh co thé truc tiép nop hd so tai Bo phan tiép
nhén va tra két qua thuéc Uy ban nhan din cdp x3d c6 thdm quyén hodc gui hd so qua hé
thng buu chinh.

c¢) Thanh phan, s6 lugng ho so:
* Gidy to phdi xudt trinh
- Ho chiéu hodc chirg minh nhan dan hodc thé cin cudc cong dan hodc cac gidy td

khac c6 dan anh va thong tin ca nhan do co quan ¢ thim quyén cap, con gia tri sit dung dé
chtng minh vé nhan than ciia ngudi c6 yéu cau dang ky khai sinh (gidy to tiy than).

- Gidy to chimg minh noi cu tra dé xac dinh thim quyén dang ky khai sinh (trong
giai doan Co s¢ dit liéu quéc gia vé dan cu va Co sd dir liéu ho tich dién t toan quéc chua
dugc xdy dung xong va thyuc hién thong nhét trén toan qudc).

Truong hop giri hd so qua hé thdng buu chinh thi phai giri kém theo ban sao ¢6
chtng thuc cac gidy to phai xuat trinh néu trén.

* Gidy to phdi ngp
- T khai ding ky khai sinh theo mau.
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- Vian ban cam doan ctia nguoi yéu cau vé viéc chua dugc ding ky khai sinh.

- Ban sao toan bo ho so, gidy to ctia ngudi yéu cau hodc hd so, gidy to, tai liéu khac
trong d6 c6 thong tin lién quan dén noi dung khai sinh, gdm: Gidy ching minh nhéan dén,
Thé can cudc cong dan hodac HO chiéu; S6 ho khau, So tam tra, giéy to chirng minh vé noi
cu tru; Béng tbt nghiép, Giéy ching nhan, Ching chi, Hoc ba, HO so hoc tap do co quan
dao tao, quan 1y gido duc c6 thim quyén cap hodc xac nhan; Gidy to khac co thong tin vé
ho, chit dém, tén, ngay, thang, nam sinh cua cé nhan; Giéy to chimmg minh quan h¢ cha con,
me con.

- Trudng hop ngudi yéu cau ding ky khai sinh 14 can bo, cong chirc, vién chic,
nguoi dang cong tac trong luc lugng vii trang thi phai c6 van ban xac nhan cua Thua trudng
co quan, don vi veé viée nhitng nd1 dung khai sinh ctia nguoi do g6m ho, chit dém, tén; gidi
tinh; ngay, thang, ndm sinh; dan tdc; quéc tich; qué quan; quan hé cha - con, me - con phu
hop v6i hd so do co quan, don vi dang quan 1.

- Vin ban uy quyén theo quy dinh cta phép ludt trong trudng hop uy quyén thyc hién
viéc dang ky khai sinh. Truong hop nguoi dugc uy quyén la 6ng, ba, cha, me, con, vg,
chdng, anh, chi, em rudt cia nguoi uy quyén thi vin ban ty quyén khong phai cong chimg,
chtng thuc, nhung phai c6 gidy to chimg minh mdi quan hé v6i ngudi uy quyén.

* S lugng hd so: 01 bd

d) Thoi han giai quyét: 05 ngay 1am viée ké tir thoi diém cong chire tu phap — ho tich
nhan da hé so hop 1&.

Truong hop phai c6 vin ban xac minh thi thoi han giai quyét khong qua 13 ngdy lam
viéc (khong tinh thoi gian giri vin ban yéu cau xac minh va thoi gian giri van ban tra 101 két
qua xac minh qua hé théng buu chinh).

d) Béi tuwong thuc hién thu tuc hanh chinh: C4 nhan

e) Co quan thyc hién tha tuc hanh chinh:

- Co quan thue hién va quyét dinh tha tuc hanh chinh: Uy ban nhan dan cip x4 noi
ngudi yéu cau cu tri.

- Co quan phdi hop: Uy ban nhan dan cip xa noi ngudi yéu cau ding ky khai sinh cu
tr trudce day.

g) Két qua thyc hién thu tuc hanh chinh: Gidy khai sinh
h) Lé phi: 5.000 dong.

Mién 1& phi cho ngudi thudc gia dinh ¢ cong voi cach mang; nguoi thude hd ngheo;
ngudi khuyét tat.

i) Mau don, mau t& khai: To khai ding ky khai sinh
k) Yéu cau, diéu kién thuc hién tha tuc hanh chinh: Khéng

1) Can ctr phép ly:
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- Luat ho tich nam 2014,

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

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo Tu phap huéng dan thi hanh

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

- Quyét dinh s6 32/2016/QD-UBND ngay 01/11/2016 ctia UBND tinh Hai Duong vé
Viéc’quy dinh muc tl}u, ché do thu, ndp, quan 1y va st dung phi, 1¢ phi thudc tham quyén
quyét dinh cua Ho1 dong nhan dan tinh Hai Duong.
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http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123

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

TO KHAI DPANG KY KHAI SINH

Ho, chit dém, t&n NGUOT Y8U CAUS .....o..oooeveiireceee et

Gidy t0 thy thAn: @it
NOTCU T ).ttt ettt ettt
Quan h¢ v&i ngudi dugce khai SINh: ..o
Pé nghi co quan diing ky khai sinh cho nguoi dwéi day:

HoQ, chit d@m, 8Nz ........ooiii e e

L@ T = o[-V OSSR
Ho, chivdém, tén cha: ...
Nam sinh: .....ccoovvveeeeenn. Dantoc: ......ooovevvveveennnnen Quéc tich: ...
NOTCU T ©) ettt ettt
Ho, chir dém, ten me: ...
Nam sinh: .....coovvvveneenenn. Dan tdc: .ooovveeeviviiiiiiiin e, Quéc tich: ..
NOTCU T ©) ettt ettt

Td1 cam doan ndi dung dé nghi dang ky khai sinh trén day la dung su that, dugc su thoa thuin nhét
tri ciia cac bén lién quan theo quy dinh phap luat.

T6i chiu hoan toan trach nhiém trude phap luat vé ndi dung cam doan cta minh.
Lamtai: ..................... , NQAY ........... thang ......... nam .............
Nguoi yéu ciu
(Ky, ghi ro ho, chit dém, tén
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Chu thich:
@) Ghi 1 tén co quan ding ky khai sinh
Vidu: - Uy ban nhan dan phuong Dién Bién, Ba Dinh, Ha Noi
- Uy ban nhan dan quén 1, thanh phé H6 Chi Minh

@ Ghi thong tin vé gidy td tiy than cta ngudi di ding ky, ghi 18 sb, co quan cap, ngay cp
ho chiéu, chirng minh nhan dan hodc gidy to hop 1é thay thé

Vi dy: Ching minh nhan dan s6 001089123 do Coéng an thanh phé Ha Noi cip ngiy
20/10/2014.

®) Ghi theo dia chi dang ky thuong tri; néu khong c6 noi dang ky thudng tra thi ghi theo dia
chi dang ky tam tru; truong hop khong c6 noi dang ky thuong tra va noi dang ky tam tra thi ghi
theo dia chi dang sinh song.

@ Truong hop sinh tai co s¢ y té thi ghi rd tén co so y té va dia danh hanh chinh
Vi du: - Bénh vién Phu san, Ha Noi
- Tramy té xa Dinh Bang, huyén Tir Son, tinh Bic Ninh.

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

Vi du: xa Pinh Bang, huyén Tur Son, tinh Bic Ninh.
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15. Thii tuc ding ky lai két hon
a) Trinh tu thuc hi¢n

- Nguoi c6 yéu cau diang ky lai két hon ndp ho so tai Bo phan tiép nhan va tra két qua
thuoc Uy ban nhan dan cép x4 c6 thim quyén.

- Nguoi tiép nhéan c¢6 trach nhiém kiém tra ngay toan bo hd so, xac dinh tinh hop 1¢
ctia gidy to trong ho so do ngudi yéu cau ndp, xuat trinh; d6i chiéu thong tin trong T khai
v6i gidy to trong ho so.

- Néu ho so day du, hop 1¢, nguoi tiép nhan ho so viét gidy tiép nhan, trong d6 ghi 16
ngdy, gio tra két qua; néu hd so chua day du, hoan thién thi huéng dan ngudi ndp hd so bd
sung, hoan thién theo quy dinh; trudng hop khong thé bod sung, hoan thién hd so ngay thi
phai lap thanh van ban hudng dan, trong d6 néu rd loai gidy to, ndi dung can bd sung, hoan
thién, ky, ghi rd ho, chir dém tén ctia nguoi tiép nhan.

- Hd so sau khi dd dugc hudng dan ma khong duge bd sung day du, hoan thién thi
ngudi tiép nhan tir chéi tiép nhan ho so va 14p vin ban tir chéi tiép nhan hd so, trong d6 ghi
13 1y do tir chdi, ky, ghi rd ho, chit dém, tén ctia nguoi tiép nhan.

- B6 phan tiép nhan va tra két qua chuyén hd so dén cong chic tu phap — ho tich,
theo thoi gian nhu sau: Ho so tiép nhan trong budi sang thi chuyén giao trong budi sang, hd
so tiép nhan dau gid chiéu thi chuyén giao trude 15 gid va hd so tiép nhdn thoi gian con lai
dugc chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 05 ngay 1am viée, ké tir ngay tiép nhan hd so, cong chirc tu phép -
ho tich kiém tra, xac minh hd so.

Truong hop viée diang ky lai két hon thue hién tai Uy ban nhan dan cip xi khong
phai noi da diang ky két hon trude day thi cong chirc tu phép - ho tich bao cdo Chu tich Uy
ban nhan din c6 vin ban d& nghi Uy ban nhan dan noi ding ky két hon trudc day kiém tra,
x4c minh vé viéc luu gitr s6 ho tich tai dia phuong.

Trong thoi han 05 ngdy lam viée, ké tir ngay nhan dugc vin ban dé nghi, Uy ban
nhan dan noi da ding ky két hon trude day tién hanh kiém tra, xac minh va tra 10i bang van
ban vé viéc con luu gitr hodc khong luu gitr duoc s6 ho tich.

- Trong thdi han 03 ngay lam viéc, ké tir ngay nhan duogc két qua xac minh vé viéc
khong con luu gitr dugc s6 ho tich tai noi da dang ky két hon, néu thay ho so day du, chinh
xéc, ding quy dinh phap luat thi cong chic tu phap - ho tich bao cdo Chu tich Uy ban nhan
dan cip xa. Trudong hop Chu tich Uy ban nhan dan cip xa dong ¥ giai quyét thi cong chirc
tu phap — ho tich ghi viéc két hon vao So diang ky két hon, cung hai bén nam, nit ky tén vao
S6; hai bén nam, nit ciing ky vao Gidy chting nhan két hon; Chu tich Uy ban nhan déan cép
X3 to chirc trao Gidy chimg nhan két hon cho hai bén nam, nir.

*Luuy:
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+ Truong hop ngudi yéu cau ndp gidy to 1 ban sao duge cap tir s6 gbe hodc ban sao
dugc chimg thuc tir ban chinh thi ngudi tiép nhan ho so khong duge yéu cau xuét trinh ban
chinh; néu nguoi yéu cau chi ndp ban chup va xuat trinh ban chinh thi nguoi tiép nhan hd so
kiém tra, ddi chiéu ban chup vé&i ban chinh va ky vao ban chup xac nhan vé viéc da di
chiéu n6i dung gidy to do, khong duoc yéu cau ngudi di ding ky ndp ban sao c¢6 chimg thuc
gidy to do.

+ Truong hop phap ludt quy dinh xuét trinh gidy to khi dang ky ho tich, nguoi tiép
nhan c6 trach nhiém kiém tra gidy to xuat trinh, dbi chiéu voi thong tin trong To khai va tra
lai cho ngudi xuit trinh, khéng duoc yéu cau ngudi ding ky ho tich ndp thém ban sao gidy
td d6. Nguoi tiép nhan c6 thé chup 01 ban gidy to xuat trinh hodc ghi lai thong tin cia gidy
to xudt trinh dé luu ho so.

+ Ngudi tiép nhan c6 trach nhiém tiép nhan ding, da hd so dang ky ho tich theo quy
dinh cta phap luat ho tich, khong duoc yéu cau ngudi ding ky ho tich ndp thém gidy to ma
phap luat ho tich khong quy dinh phai nop.

b) Cach thirc thuc hién:

Ngudi c6 yéu cau dang ky lai két hon truc tiép ndp ho so tai Bo phén tiép nhan va tra
két qua thuéc Uy ban nhan dan cdp xi c6 tham quyén (bén nam hodc bén nit c6 thé truc tiép
nop hd so ma khong can cé vin ban oy quyén ctia bén con lai).

¢) Thanh phén, s6 luong ho so:

* Gidy to phdi xudt trinh

- H6 chiéu hoic chimg minh nhan dan hodc thé cin cudc cong dan hodc cic gidy to

khéc c6 dan anh va thong tin ca nhan do co quan c¢6 tham quyén cap, con gia tri st dung dé
chirng minh v€ nhan than cia nguodi cé yéu cau dang ky lai két hon.

- Gidy t& chimg minh noi cu trii & xac dinh thAm quyén trong trudng hop viéc ding
ky lai két hon thyc hién tai Uy ban nhan dan cap xa khong phai 1a noi dang ky két hon trudce
day (trong giai doan Co s¢ dit liéu quoc gia vé dan cu va Co so dir liu ho tich dién tir toan
quoc chua dugc xay dung xong va thuc hién thong nhat trén toan qudc).

* Gidy to phdi ngp

- To khai dang ky lai két hon theo mau;

- Ban sao Giay chung nhan két hon dugc cép trude day. Néu khong cd ban sao Gidy
ching nhan két hon thi ndp ban sao hod so, gidy to cd nhan cé cac thong tin lién quan dén nodi
dung dang ky két hon.

* S luong ho so: 01 bd

d) Thoi han giai quyét: 05 ngay lam viéc tinh tir thoi diém cong chic tu phap — ho
tich nhan du ho so hop 18.

Trudng hop phai c6 vin ban xac minh thi thoi han giai quyét khong quéa 13 ngay lam
viéc (khong tinh thoi gian giri vin ban yéu cau xac minh va thoi gian giri van ban tra 101 két
qua x4ac minh qua h¢ thong buu chinh).
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d) Poi tuong thuc hién tha tuc hanh chinh: Ca nhéan

e) Co quan thyc hién thu tuc hanh chinh:

- Co quan thuc hién va quyét dinh thu tyc hanh chinh: Uy ban nhan dan cép x4 noi da
dang ky két hon trude day hoac Uy ban nhan dan cap xa noi nguoi yéu cau cu tri.

- Co quan phdi hop: Uy ban nhan dan cip x4 noi d3 dang ky két hon trude day hodc
Uy ban nhan dan cap xa noi nguoi yéu cau cu tru.

g) Két qua thyc hién thu tyc hanh chinh: Gidy chimg nhan két hon

h) Lé phi: 25.000 dong.

Mién 1& phi cho nguoi thude gia dinh c6 cong voi cach mang; nguoi thuoc hd ngheo;
ngudi khuyét tat.

i) MAu don, mau to khai: To khai dang ky lai két hon

k) Yéu cau, diéu kién thuc hién tha tuc hanh chinh:

- Viéc két hon da duoc ding ky tai co quan c6 thim quyén cua Viét Nam trude ngay
01/01/2016 nhung S6 dang ky két hon va ban chinh Gidy ching nhan két hon déu bi mat;

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

1) Can cu phap ly:

- Luat ho tich nam 2014,

- Luat hon nhan va gia dinh nam 2014;

- Nghi dinh sb 123/2015/ND-CP ngay 15/11/2015 cta Chinh phu quy dinh chi tiét
mot sO diéu va bi¢n phép thi hanh Luat ho tich;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phap hudng dan thi hanh
mot s6 didu cua Luat ho tich va Nghi dinh sb 123/2015/ND-CP ngay 15/11/2015 ctia Chinh
phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat ho tich;

- Quyét dinh sb 32/2016/QD-UBND ngay 01/11/2016 ciia UBND tinh Hai Duong vé
viéc quy dinh mirc thu, ché do thu, nop, quan 1y va sir dung phi, 1& phi thudc thim quyén
quyét dinh ctia Hoi dong nhan dan tinh Hai Duong.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phic

TO KHAI PANG KY LAI KET HON

KInh @iz O e
Ho, chit dém, tén NGUOT YAU CAUS .....ooovvreeeceeeeeeceece e
Gidy t0 thy thAn: @)oo

NOTCU T @ttt

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

Ho, chir dé€m, t€N CTA VO ........ooiiiiiiii e
Ngay, thang, nam SINh: ......cccooiiiiiiiii e e e
DAn tOC: wovvvviiieiieieeee e Quéc tich: .,

NOT CU LT e e e e e e et e e e e e er e e e ee e eeer s

Ho, chit dém, tén clia ChONE: ..o
Ngay, thang, NAM SINN: .....cceieiiiiee e e e s eeeeae e e
DAn tOC: wovvviiiiieeeieeeeee e Quéc tICh:

INOT CU LT D) oottt e e e e e e e et et e e e e eeeee e e e eeeeseeeeeeseeneareneeneenes

Ly do @ang KY LAi ..o

Td1 cam doan nhiing ndi dung khai trén day la ding sy that va chiu trach nhiém trude phap luat vé

cam doan cua minh.

Lamtai: ...................... , NQAY ........... thang ......... nam ............
Nguoi yéu ciu
(Ky, ghi ro ho, chit dém, tén)
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Cha thich:
@) Ghi 13 tén co quan dang ky lai két hon
@ Ghi theo dia chi dang ky thuong tra; néu khong c6 noi dang ky thuong tri thi ghi theo dia
chi dang ky tam tra; truong hop khong cé noi dang ky thuong tra va noi dang ky tam tru thi ghi
theo noi dang sinh song.
®) Ghi thong tin vé gidy to tiy than nhu: hd chiéu, chimg minh nhan dan hodc gidy t& hop 18
thay thé (vi du: Ching minh nhin dan s6 001089123 do Céng an thanh phd Ha Noi cip ngiy
20/10/2004).
) Ghi 13 tén co quan da diang ky két hon trude day.
®) Chi khai trong truong hop biét rd.
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16. Tha tuc dang Ky lai khai tir

a) Trinh tu thuc hi¢n

- Nguoi c6 yéu cau ding ky lai khai tir ndp hd so tai Bo phén tiép nhan va tra két qua
thuoc Uy ban nhan dan cép xi c6 tham quyén.

- Ngudi tiép nhan ¢ trach nhiém kiém tra ngay toan bd ho so, dbi chiéu thong tin
trong To khai va tinh hop 18 cta gidy t& trong hd so do ngudi yéu cau ndp, xuét trinh.

- Néu ho so day du, hop 1&, nguoi tiép nhan ho so viét gidy tiép nhan, trong d6 ghi rd
ngdy, gio tra két qua; néu hd so chua day du, hoan thién thi huéng dan ngudi ndp hd so bd
sung, hoan thién theo quy dinh; trudng hop khong thé bod sung, hoan thién hd so ngay thi
phai lap thanh van ban huéng dan, trong d6 néu rd loai gidy to, ndi dung can bd sung, hoan
thién, ky, ghi rd ho, chir dém, tén cta ngudi tiép nhén.

- Hd so sau khi d3 dugc hudng dan ma khong duge bd sung day du, hoan thién thi
ngudi tiép nhan tir chéi tiép nhan ho so va 14p vin ban tir chéi tiép nhan hd so, trong d6 ghi
15 1y do tir chéi, ky, ghi rd ho, chit dém, tén ctia ngudi tiép nhan.

- B6 phan tiép nhan va tra két qua chuyén hd so dén cong chuc tu phap — ho tich,
theo thoi gian nhu sau: Ho so tiép nhan trong budi sang thi chuyén giao trong budi sang, hd
so tiép nhan dau gid chiéu thi chuyén giao trude 15 gid va hd so tiép nhan thoi gian con lai
dugc chuyén giao cudi budi chiéu hang ngay.

- Néu thay thong tin khai tir ddy da va phu hop, cong chirc tu phap - ho tich bao cdo
Chu tich Uy ban nhan dén cép xi. Trudng hop Chu tich Uy ban nhan dén cép xi dong ¥ giai
quyét thi cong chirc tu phap - ho tich ghi vao S6 ky vao S6 ding ky khai tir. Chu tich Uy
ban nhén dan cép x4 ky trich luc khai tir cho nguoi di ding ky khai ti.

- Sau khi nhan két qua tir céng chirc tu phap — ho tich; Bo phan tiép nhan va tra két
qua hudng dan dé nguoi di diang ky khai tir ky tén vao SO, déng thoi cip Trich luc khai tir
cho nguoi dugc dang ky khai ta.

*Luuy:

+ Truong hop ngudi yéu cau ndp gidy to 1 ban sao duge cap tir s6 gbe hodc ban sao
dugc chimg thuc tir ban chinh thi ngudi tiép nhan ho so khong dugc yéu cau xuat trinh ban
chinh; néu nguoi yéu cau chi ndp ban chyp va xuét trinh ban chinh thi nguoi tiép nhan ho so
kiém tra, ddi chiéu ban chup vé&i ban chinh va ky vao ban chup xac nhan vé viéc da doi
chiéu noi dung gidy to d6, khong dugc yéu cau ngudi di dang ky ndp ban sao co chimg thuc
gidy to do.

+ Trudng hop phap luat quy dinh xuét trinh gidy to khi dang ky ho tich, nguoi tiép
nhan c6 trach nhiém kiém tra gidy to xuét trinh, d6i chiéu véi thong tin trong T khai va tra
lai cho ngudi xuat trinh, khong dugce yéu cau ngudi dang ky ho tich nop thém ban sao gidy
td d6. Nguoi tiép nhan co thé chup 01 ban gidy to xuat trinh hodc ghi lai thong tin cia gidy
t& xuat trinh dé luu hd so.
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+ Ngudi tiép nhan c6 trach nhiém tiép nhan dang, du ho so ding ky ho tich theo quy
dinh cua phap luat ho tich, khong dugce yéu cau nguoi dang ky hg tich ndp thém giéiy to' ma
phép luat ho tich khong quy dinh phai nop.

b) Cach thirc thuc hién:
- Ngudi ¢6 yéu cau dang ky lai khai tir truc tiép thuc hién hodc ty quyén cho ngudi
khéc thyc hién viéc dang ky lai khai tir;

- Nguoi thuc hién viéc dang ky lai khai tir c6 thé nop hd so truc tiép tai BO phan tiép
nhan va tra két qua thudc Uy ban nhan dan cap xa c6 thim quyén hodc gui ho so qua hé
thng buu chinh.

¢) Thanh phén, s6 luong hd so:
* Gidy to phdi xudt trinh
- Ho chiéu hoic chirmg minh nhan dan hodc thé cin cudc cong dan hodc cac gidy to

khéc c6 dan anh va thong tin ca nhan do co quan c¢6 tham quyén cap, con gia tri st dung dé
chtirng minh v€ nhan than cia nguoi c6 yéu cau dang ky lai khai tu;

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

* Gidy to phdi nép
- To khai dang ky lai khai tir theo mau;

- Ban sao Gidy chimg tir truéc day duoc cip hop 16. Néu khong c6 ban sao Gidy
chung tir trude day dugc cip hop 16 thi ndp ban sao ho so, gidy to lién quan cd ndi dung
chtirng minh sy ki¢n chét.

- Van ban uy quyén theo quy dinh cta phap luit trong trudng hop uy quyén thuc hién
viéc dang ky lai khai ti. Truong hop nguc‘yi duge uy quyén la 6ng, ba, cha, me, con, vo,
chdng, anh, chi, em rudt cua ngu’ol iy quyeén thi Van ban uy quyén khéng phal cong chung,
chung thuc, nhung phai c6 gidy to ching minh mdi quan hé v6i ngudi uy quyén.

* S luong ho so: 01 bd

d) Thoi han giai quyét: 05 ngay lam viéc tinh tir thoi diém cong chire tu phap -ho tich
nhan da ho so hop 1¢.

Truong hop can xac minh thi thoi han giai quyét khong qua 10 ngay lam viéc.

d) P6i tuong thyc hién tha tuc hanh chinh: C4 nhan

¢) Co quan thuc hién tha tuc hanh chinh:

- Co quan thyc hién va quyét dinh thil tuc hanh chinh: Uy ban nhan dan cap xa, noi
da dang ky khai tur trude day.

- Co quan phdi hop: Khong.

g) Két qua thuc hién thu tuc hanh chinh: Trich luc khai tur

h) Lé phi: 5.000 dong.
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Mién 1& phi cho nguoi thudce gia dinh c¢6 cong voi cach mang; nguoi thugc hd ngheo;
ngudi khuyét tat.

i) Mau don, mau t& khai: To khai ding ky lai khai tir

k) Yéu cau, diéu kién thyuc hién thu tuc hanh chinh

Viéc khai tir d3 dugc ding ky tai co quan c6 tham quyén cia Viét Nam trudc ngay
01/01/2016 nhung S6 dang ky khai tir va ban chinh Gidy chung tir déu bi mat.

1) Cén cu phap ly:

- Luat ho tich nam 2014;

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

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

- Quyét dinh s6 32/2016/QD-UBND ngay 01/11/2016 ctia UBND tinh Hai Duong vé
Viéc,quy dinh muc thu, ché do thu, ndp, quan 1y va st dung phi, I¢ phi thudc tham quyén
quyét dinh cua Ho1 dong nhan dan tinh Hai Duong.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phic

TO KHAI PANG KY LAI KHAI TU

KInh @i @ e
Ho, chit @8m, teN NEUWOT YEU CAU .....oooocooccoooeeeeoes oo
INOT CU T @)oo oo
GiAy tO 1Y thAN ) oo
QuUAN h& VOT NZUGT GA CHEL: .....ooooooeeeeee oo

Pé nghi co quan ding ky lai khai tir cho nguoi cé tén dwéi day:

Ho, Chit @&, tEI: ......oviceceeeeeee et Gid1 tinh:
Ngay, thAng, NAM SINR: ..o
DAN TOC: oo Quéc TICH: e
NOT CU T CUST CUNE: @ oot
GHAY 1O TUY thAN: ©) oot
Da chét vao [c: oo o3 T phut, ngay ................ thang ... NAM ...coooovvrrvrnnn,
INOT CRELL oo oo oo
NGUYEN NNAN CREE: ......oooo oo ettt

S6 Gidy bao tir/ Gidy to thay thé Gidy bao tir: @ ... oo 3 [ T

D3 dang ky khai tirtai: © ngay ......... thang .......... NAM oo
Theo Trich luc khai ttr s6: © e
LY dO @ANG KY L0 ...

Td1 cam doan nhiing ndi dung khai trén day la ding sy that va chiu trach nhiém trude phap luat vé

cam doan cua minh.

Lam tQ@i: ..oy ngay ... thang ... nam .

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

() Ghi 18 tén co quan thuc hién ding ky lai khai tir.

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

©) Ghi thong tin vé gidy td tiy than nhu: ho chiéu, ching minh nhan dan hoic gidy to hop 1¢ thay
thé (vi du: Ching minh nhan dan s6 001089123 do Cong an thanh phé Ha Noi cip ngay
20/10/2004).

) Néu ghi theo Gidy bao ti, thi gach cum tir “Gidy to thay Glay bao t”; néu ghi theo s6 Gidy to
thay Gidy bao tir thi ghi rd tén, sd gidy to va gach cum tir “Gidy bao ta”.
®) Ghi rd tén co quan di dang ky khai tir trudc day.
®) Chi khai trong truong hop biét rd.
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17. Thii tuc cap ban sao trich luc hg tich
a) Trinh tu thuc hi¢n
- Nguoi co yéu cau cép ban sao trich lyc ho tich ndp pé SO ta:1i Bo phan tiép nhan va
trd két qua thudc Co quan quan 1y Co s& dir licu ho tich c6 tham quyén.
Truong hop co quan, to chirc ¢6 thim quyén dé nghi cip ban sao trich luc ho tich cua
c4 nhan thi giri vin ban yéu cau néu rd 1y do cho Co quan quan 1y Co sé dit liéu ho tich.

- Nguoi tiép nhan c6 trach nhiém kiém tra, dbi chiéu thong tin trong To khai va tinh
hop 18 cua gidy to do ngudi yéu ciu xuét trinh hodc nop.

- Néu ho so day du, hop 18, nguoi tiép nhan ho so viét gidy tiép nhan, trong d6 ghi rd
ngdy, gio tra két qua; néu hd so chua day du, hoan thién thi huéng dan ngudi ndp hd so bd
sung, hoan thién theo quy dinh; truong hop khong thé bd sung, hoan thién hd so ngay thi
phai lap thanh van ban hudng dan, trong d6 néu rd loai gidy t&, ndi dung can bd sung, hoan
thién, ky, ghi rd ho, chir dém, tén cta ngudi tiép nhén.

- Ho so yéu cau cdp ban sao trich luc sau khi di duoc huéng din theo quy dinh ma
khong duoc bd sung diy du, hoan thién thi ngudi tiép nhan tir chdi tiép nhan ho so. Viéc tir
chéi tiép nhan hd so phai dugc thé hién bang van ban, trong d6 ghi rd 1y do tir chdi, nguoi
tiép nhan ky, ghi rd ho, chit dém, tén.

- Ngay sau khi tiép nhan hd so, néu thiy hd so diy du va phu hop, céng chirc 1am
cong tac hd tich can cur vao Co s¢ dir li€u ho tich, ghi ndi dung ban sao trich luc ho tich, bao
cdo Thu trudng co quan quan ly co s¢ dir liéu ho tich ky ban sao trich luc hd tich.

- Ban sao Trich luc ho tich chuyén té1 BO phan tiép nhéan va tra két qua dé tra cho
ngudi yéu cau.

* Luuy:

+ Truong hop ngudi yéu cau ndp gidy t& 1a ban sao dugc cip tir s6 gbe hodc ban sao
dugc chimg thuc tir ban chinh thi ngudi tiép nhan ho so khong dugc yéu cau xuét trinh ban
chinh; néu nguoi yéu cau chi ndp ban chyp va xuét trinh ban chinh thi nguoi tiép nhan ho so
kiém tra, d6i chiéu ban chup voi1 ban chinh va ky vao ban chup xac nhan vé viéc da d6i
chiéu ndi dung gidy to d6, khong duoc yéu cau ngudi di dang ky ndp ban sao ¢ chimg thuc
gidy to do.

+ Trudong hop phap luat quy dinh xuét trinh gidy to khi dang ky ho tich, nguoi tiép
nhan c6 trach nhiém kiém tra gidy to xuét trinh, d6i chiéu véi thong tin trong T khai va tra
lai cho ngudi xuat trinh, khong dugc yéu cau ngudi ding ky ho tich ndp thém ban sao gidy
td d6. Nguoi tiép nhan c6 thé chup 01 ban gidy to xuat trinh hodc ghi lai thong tin cia gidy
t& xuat trinh dé luu hd so.
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+ Ngudi tiép nhan c6 trach nhiém tiép nhan dung, du ho so ding ky ho tich theo quy
dinh cua phép luat ho tich, khong dugce yéu cau nguoi dang ky hg tich ndp thém giéiy to ma
phép luat ho tich khong quy dinh phai ndp.

b) Cach thirc thuc hién:

- Nguoi co yéu cau cép ban sao trich luc hd tich truc tiép thuc hién hoac uy quyén
cho nguoi khac thuc hién yéu cau cép ban sao trich luc ho tich;

- Nguoi thuc hién yéu cau cép ban sao trich luc ho tich c6 thé truc tiép nop ho so; co
quan, t6 chirc c¢6 yéu cau cdp ban sao trich luc ho tich ¢ thé truc tiép giri van ban yéu cau
tai Bo phan tiép nhan va tra két qua thudc Co quan quan 1y co s& dit liéu ho tich c6 thim
quyén hodc guri hd so, vin ban yéu cau qua hé théng buu chinh.

¢) Thanh phan, s6 luong ho so:
* Gidy to phdi xudt trinh:

- HQ chi€éu hodc ching minh nhan dan hodc thé can cudc cong dan hodc cac giay to
khéc c6 dan anh va thong tin ca nhan do co quan c¢6 tham quyén cap, con gia tri st dung dé
chtirng minh v€ nhan than cia nguoi cé yéu cau cap ban sao trich luc hd tich.

Truong hop gii hd so qua hé thong buu chinh thi phai giri kém theo ban sao ¢o
chung thuc gidy to phai xuét trinh néu trén.

* Gidy to phdi nép

- T khai cip ban sao trich luc ho tich theo mau ddi véi truong hop ngudi yéu cau 1a
ca nhan.

- Vin ban yéu cau cap ban sao trich luc ho tich néu rd 1y do trong trudng hop ngudi
yéu cau 1a co quan, td chic.

- Van ban uy quyén theo quy dinh cta phép luit trong trudng hop uy quyén thuc hién
yéu cau cdp ban sao trich luc ho tich. Trudng hop ngudi duge uy quyén 13 6ng, ba, cha, me,
con, vo, chong, anh, chi, em rudt cia nguoi Gy quyén thi vin ban iy quyén khong phai cong
chtng, chimg thuc, nhung phai c6 gidy to chirng minh méi quan hé voi ngudi ty quyén.

* S luong ho so: 01 bd

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

d) Déi tuong thuc hién thu tuc hanh chinh: Ca nhan, t6 chuc.

¢) Co quan thuc hién tha tuc hanh chinh:

- Co quan thuc hién va quyét dinh tht tuc hanh chinh: Uy ban nhan dan cip xi noi
quan ly Co s¢ dit liéu ho tich..

- Co quan phdi hop: Khong.
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g) Két qua thyc hién tha tyc hanh chinh: Ban sao trich luc ho tich

h) L& phi: 3.000 déng/1 ban sao;

Mién 1& phi cho nguoi thude gia dinh c6 cong voi cach mang; nguoi thugc hd ngheo;
nguoi khuyét tat.

i) Mau don, mau to khai: To khai cép ban sao trich luc ho tich

k) Yéu cau, diéu kién thuc hién thu tuc hanh chinh: Khang

1) Céan cu phap ly:

- Luat ho tich nam 2014;

- Nghi dinh sb 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét
mot sO di€u va bi¢n phép thi hanh Luét ho tich;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua B6 Tu phap hudng dan thi hanh
mot s diéu ciia Luat ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cta Chinh
pht quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat ho tich;

- Quyét dinh s6 32/2016/Qb-UBND ngay 01/11/2016 cua UBND tinh Hai Duong Ve

viéc quy dinh murc thu, ché d6 thu, ndp, quan 1y va str dung phi, 1& phi thudc tham quyén
quyét dinh ctia Hoi dong nhan dan tinh Hai Duong.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phic

TO KHAI
CAP BAN SAO TRICH LUC HO TICH

KAnh @Uri: @ oo
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Lam t@ic .....cooooveviiiiiieiinn , Ngay ....... thang ....... nam ...........

Nguoi yéu ciu
(ky va ghi r6 ho, chir dém, tén)
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Cha thich:

() Ghi rd tén co quan thyc hién viée cip ban sao trich luc ho tich.

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

®) Ghi thong tin vé gidy to ty than nhu: ho chiéu, ching minh nhan dan hoic gidy to hop 16 thay
thé (vi du: Chtirng minh nhan dan s6 0010891235 do Cong an thanh phé Ha Noi cap ngay
20/10/2004).

@ Ghi rd loai viéc ho tich da dang ky trudc day.

®) Ghi 6 tén co quan di ding ky ho tich trude day.

© Ghi r5 loai gidy to ho tich da duoc cap trudc day.

() Chi khai khi biét 3.
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18. Lién thong thii tuc hanh chinh vé diing ky khai sinh, ding ky thuwong tri,
cap thé bao hiém y té cho tré em dwéi 6 tuoi

a) Trinh tu thuc hi¢n:

- Nguo1 c6 yéu cau ndp ho so tai BO phan tiép nhan va tra két qua theo co ché “Mot
cta” cua Uy ban nhan dan cap xa.

- Céan b9, cong chtrc tiép nhan hd so ¢o trach nhiém kiém tra gidy to trong hd so, néu
ho so day du, hop I¢ thi tiép nhan va tam thu 18 phi dang ky thuong tra cho tré em theo quy
dinh, dong thoi viét gidy nhan ho so, hen tra két qua timg loai viéc cho nguoi di dang ky;
néu ho so thiéu hodc khong hop 1¢ thi huéng dan nguoi co yéu cau bd sung hoan thién hd
503 van ban hudng dan phai ghi dy du, rd rang loai gidy to can bd sung, hoan thién; can bo
tiép nhan ho so ky, ghi rd ho tén va giao cho ngudi ndp hd so.

Truong hop hé so khong thude tham quyén giai quyét thi giai thich, huéng dan ngudi
di dang ky dén dung co quan c6 tham quyén giai quyét theo quy dinh.

- B6 phan tiép nhan va tra két qua chuyen hé so dén cong chue tu phap — ho tich, theo
thoi gian nhu sau: Hb so tiép nhan trong budi sang thi chuyen giao trong bubi sang, hd so
tiép nhan dau gio chleu thi chuyen giao trude 15 gid va hd so tiép nhan thoi gian con lai
dugc chuyén giao cudi budi chiéu hang ngay.

- Cong chirc Tu phap - ho tich cap xd ding ky khai sinh cho tré em ngay trong ngay
tiép nhan hd so.

- Sau khi céng chirc Tu phap — hé tich cap xa thuc hién viéc ding ky khai sinh va cap
Gidy khai sinh cho tré em, can bd, cong chirc dugc giao nhiém vu 1ap ho so ding ky thuong
tra kém theo 18 phi chuyén cho co quan Cong an co thAm quyén, cu thé: Dia ban huyén thi
chuyén cho Cong an x4, thi tran thudc huyén; dia ban thi xa, thanh phd thugc tinh, quan,
huyén, thi xa thudc thanh phé truc thudc trung uong thi chuyén cho Cong an cap huyén dé
dang ky thuong tra cho tré em; ddng thoi lap h0 so cAp Thé bao hiém y té chuyén cho Bao
hiém x4 hoi cap huyén dé cip Thé bao hiém y té cho tré em.

- Co quan Cong an, co quan Bao hiém x4 hoi kiém tra hd so, néu t}}éy dﬁy da, hop 1€
thi thuc hién dang ky thudng tra (trong thoi han 15 ngay), cap Thé bao hiém y té cho tré em
(trong thoi han 10 ngay).

Trudng hop hd so chua dy du thi théng béo cho Uy ban nhan dan cip xi biét, hoan
thién.

- Co quan Cong an, Bao hiém x4 hoi chuyen tra két qua dang ky thuong tra, Thé bao
hiém y té cho tré em vé Uy ban nhan déan cap xa.

- B6 phén tiép nhan va tra két qua theo co ché “Mot cira” tai Uy ban nhan déan cép xa
tra két qua cho ngudi c6 yéu cau.

Khi tra Gidy khai sinh cho nguoi co yéu cau, cong chirc Tu phap — ho tich ghi vao S6
dang ky khai sinh, yéu cau ngudi c6 yéu cau ky tén vao So6 dang ky khai sinh va Giay khai
sinh.

b) Cach thic thyc hién: Nguoi c6 yéu cau thyc hién truc t1ep hodc U uy quyen cho nguoi
khac thyc hién tai B6 phéan tiép nhan va tra két qua theo co ché “Mat cira” ciia Uy ban nhan
dan cép xa.

¢) Thanh phan, s6 lugng ho so:

110



* Thanh phan ho so:
- To khai ding ky khai sinh theo mau quy dinh.

- Gidy chimg sinh do co s& y té noi tré em sinh ra cip; néu tré em sinh ra ngoai co s¢' y
té thi gidy chung sinh duoc thay bang vin ban xac nhan cua ‘nguoi lam ching; truong hop
khong c6 nguoi lam ching thi nguoi di khai sinh phai lam giay cam doan vé vi€c sinh la c6
thye. Pbi v6i truong hop tré em bi bo roi thi ndp bién ban vé viée tré em bi bo roi thay cho
gidy chimg sinh.

- Phiéu béo thay d6i ho khau, nhin khau (theo mau quy dinh); S6 ho khau cia cha, me
(ban chinh) hodc S6 ho khau ciia me (ban chinh) d6i voi trudng hop tré em dang ky thuong
trd theo me hodc S6 ho khau ciia cha (ban chinh) déi véi truong hop tré em ding ky thuong
trii theo cha hodc SO ho khau cua nguoi nudl dudng, chdm séc tré (ban chinh) ddi véi
truong hop tré em khong dang ky thuong tra theo cha, me, ban sao Gidy khai sinh cua tré.

+ Truong hop tré em khong ding ky thuong tra cing hd khau véi cha, me ma dang ky
thudng tra theo hd khau cua ngudi khac thi ngoai ban sao Giay khai sinh, phai c6 y kién
bang vin ban cta cha, me, c6 xac nhan ciia Uy ban nhan dan cap x3, y kién dong ¥ cta chu
ho va S6 ho khau cta chu ho (ban chinh).

- T& khai tham gia bao hiém y t&, Danh sach dé nghi cap thé bao hiém y té cho tré em
dudi 6 tudi cua Uy ban nhan dan cap xa (theo mau quy dinh).

* S lugng ho so: 01 bd.

d) Thoi han giai quyét ho so:

- Thot han thue hién lién thong cac thu tuc hanh chinh déng ky khai sinh, dang ky
thuong tra, cap the bao hiém y t€ cho tré em dudi 6 tudi to1 da khong qua 20 ngay lam viéc,
ké tir ngay ndp du ho so theo quy dinh.

- Truong hop hd so, thong tin chua day du hogc chwa ding quy dinh ma B phén tiép
nhén va tra két qua cua Uy ban nhan dan cap xi phai hoan thién hd so, bd sung thong tin
theo yéu cau ciia co quan Cong an, co quan Bao hiém xa hoi thi thoi han giai quyét dugc
kéo dai thém khong qua 02 ngay lam viéc.

- Dbi v6i cac xi cach xa try sé co quan Bao hiém x3 hoi cip huyén hodc co quan Cong
an cap huyén tir 50 km tr¢ 1én, giao thong di lai kho khan, chua duge két ndi Internet thi
thoi han tra két qua dugce kéo dai thém nhung khong qua 05 ngay lam viéc.

- Can clr vao tinh hinh thuc té, cac dia phuong co thé quy dinh cu thé thoi han thuc
hién li€n thong céac thu tuc hanh chinh ngan hon thoi han t6i da néu trén.

d) Pdi tugng thyc hién thi tuc hanh chinh: C4 nhan.

¢) Co quan thuc hién tha tuc hanh chinh

- Co quan c¢6 tham quyén quyet dinh: Uy ban nhan dan cip xa c6 tham quyen dang ky
khai sinh; co quan Cong an ¢ tham quyén ding ky thuong trii; Bao hiém xa hoi cip huyén
c6 tham quyén cap thé bao hiém y té cho tré em.

- Co quan hodc nguoi c6 thim quyén duge ty quyén hodc phan cap thuc hién: Khong.

- Co quan tryc tlep thyc hién thu tuc hanh chinh: Uy ban nhan dan cap Xd; cO quan
Cong an ¢ thAm quyén dang ky thuong tra; Bao hiém xa hoi co tham quyén cap thé bao
hiém y té cho tré em.
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g) Tén mau don, mau to khai:

- To khai ding ky diang ky khai sinh (Mau TP/HT-2012-TKKS.1).

- Phiéu bao thay d6i ho khau, nhan khau (MAu HKO02 ban hanh theo Thong tu sb
36/2014/TT-BCA ngay 09/9/2014).

- To khai tham gia bao hiém xa hoi, bao hiém y té (Mau s: TK1-TS).

- Danh sach nguoi tham gia bao hiém y té (Mau DO3-TS).

h) L¢ phi:

- Khai sinh: 5.000 déng.

Mién 18 phi dbi v6i trudong hop khai sinh ding han, ngudi thudc gia dinh c6 cong voi
cach mang; nguoi thudc ho ngheo; nguoi khuyét tat.

. - bang ky thuong tra: 15.000 déng/lﬁn,déng ky thuong tri nhung khong cip s6 hod
khau tai cac phuong ndi thanh thudc thanh phé Hai Duong.

7.000 d6ng/lan ding ky dbi vé6i cac khu vuc con lai.

Khéng thu 1€ phi dang ky cu tra dbi véi cac truong hop: Con dudi 18 tudi cua liét si;
con duoi 18 tu’c“)i cua thuong binh; ho gia diqh thudc dién xoa doi, gidm ngheo; cong dan
thude xa, thi tran vung cao theo quy dinh cua Uy ban Dan toc.

i) Két qua thuc hién thu tuc hanh chinh: Gidy khai sinh (ban chinh), S6 ho khau da
dang ky thuong tra cho tré em va Thé bao hiém y té.

k) Yéu cau diéu kién thyc hién thi tuc hanh chinh:

- Viéc ding ky khai sinh cho tré em du6i 6 tudi thudc thAm quyén giai quyét cua Uy
ban nhan dan cap xa.

- Céc co quan c6 thdm quyén thuc hién lién thong cac thu tuc hanh chinh phai cung
thudc dia ban mot huyén, thi xa, ,thénh pho thude tinh cua tinh hodc cung thudc dia ban mot
quan, huyén, thi xa cta thanh pho truc thudc trung vong.

1) Can ctr phap ly cua tha tuc hanh chinh:

- Luat Cu trt nam 2006 (duoc stra ddi, bd sung tai Luat stra ddi, bd sung mot s6 diéu
cua Luét Cu trd ndm 2013);

- Luat Bao hiém y té nam 2008 (duogc sta d6i bod sung tai Luat sura doi, bd sung mot s6
di€u cua Luat Bao hiém y té ndm 2014);
- Luat ho tich nam 2014,
- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cta Chinh phu quy dinh chi tiét mot
sO diéu va bién phap thi hanh Luat hd tich;

- Nghi dinh s6 31/2014/ND-CP ngay 18 thang 4 nim 2014 ciia Chinh phui quy dinh chi
tiét mot so di€u va bié€n phap thi hanh Luat Cu trt;

- Nghi dinh s6 105/2014/ND-CP ngay 15 thang 11 ndm 2014 cua Chinh phu quy dinh
chi tiét va huéng dan thi hanh mot s6 diéu ctia Luat Bao hiém vy té;

- Thong tu sé 80/2011/TT-BCA ngay 15/12/2011 ctua Bo Cong an quy dinh vé quy
trinh dang ky cu tra;
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- Thong tu s6 36/2014/TT-BCA ngay 09/9/2014 ciia Bo Cong an quy dinh vé biéu mau
st dung trong dang ky, quan 1y cu tra;

- Thong tu 15/2015/TT-BTP ngay 16 thang 11 nim 2015 ctia B6 Tu phap vé Quy dinh
chi tiét thi hanh mot sé diéu cia Luat ho tich va Nghi dinh sé 123/2015/NP CP ngay 15
thang 11 ndm 2015 cua Chinh phti quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat
ho tich;

- Thong tu 02/2014/TT-BTC ngay 02/01/2014 ctua B Tai chinh hudng dan vé phi va 1é
phi thudc thim quyén quyét dinh cia Ho1 dong nhan dan tinh, thanh pho truc thu¢c Trung
uong.

- Thong tu lién tich sd 05/2015/TTLT-BTP-BCA-BYT ngay 10/6/2015 cua lién Bo: Tu
phap, Cong an, Y t€ hudng dan thyc hién lién thong cac thu tuc hanh chinh vé dang ky khai
sinh, dang ky thuong tra, cap Thé bao hiém y té cho tré em dudi 6 tudi.

- Quyét dinh s6 32/2016/QD-UBND ngay 01/11/2016 ctia UBND tinh Hai Duong vé

vigc quy dinh muc thu, ché d6 thu, ndp, quan 1y va str dung phi, 1& phi thudc thim quyén
quyét dinh ctia Hoi dong nhan dan tinh Hai Duong.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phic

TO KHAI DPANG KY KHAI SINH

Ho, chit d8m, t&n NGUOT YAU CAUS .....oo..ovveeeeceeceeceeeee e
Gidy tO thy thAn: @ittt
NOTCU T ).ttt ettt ettt
Quan h¢ v&i ngudi dugce khai SINh: ..o
Pé nghi co quan diing ky khai sinh cho nguoi dwéi day:

HoQ, chit d@m, 8Nz ........ooiii e e

(@ T T= o[-V USROS
Ho, chirdém, tén cha: ...
Nam sinh: ......cooovveneeenn. Dan toc: .....ooovevvvveeieeenn, Quéc tich: ...
NOTCU T ©) ettt
Ho, chir dém, t€n me: ... e
Namsinh: .....cooeovveneenen. Dan toc: .....oovvvvvviiiiiiee e, Quéc tich: .
NOTCU T ©) oottt sttt ettt

Td1 cam doan ndi dung dé nghi dang ky khai sinh trén day la dang su that, dugc sy thda thudn nhét
tri ciia cac bén lién quan theo quy dinh phap luat.

T6i chiu hoan toan trach nhiém trude phap luat vé ndi dung cam doan cua minh.
Lamtai: ..................... , NQAY ........... thang ......... nam .............
Nguoi yéu ciu
(Ky, ghi ro ho, chit dém, tén)
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Chu thich:
@) Ghi 1 tén co quan ding ky khai sinh
Vidu: - Uy ban nhan dan phuong Dién Bién, Ba Dinh, Ha Noi
- Uy ban nhan dan quén 1, thanh phé H6 Chi Minh

@ Ghi thong tin vé gidy td tiy than cta ngudi di ding ky, ghi 18 sb, co quan cap, ngay cp
ho chiéu, chirng minh nhan dan hodc gidy to hop 1é thay thé

Vi dy: Ching minh nhan dan s6 001089123 do Coéng an thanh phé Ha Noi cip ngiy
20/10/2014.

®) Ghi theo dia chi dang ky thudng tra; néu khong c6 noi dang ky thudng tra thi ghi theo dia
chi dang ky tam tru; truong hop khong c6 noi dang ky thuong tra va noi dang ky tam tra thi ghi
theo dia chi dang sinh song.

@ Truong hop sinh tai co s¢ y té thi ghi rd tén co so y té va dia danh hanh chinh
Vi du: - Bénh vién Phu san, Ha Noi
- Tramy té xa Dinh Bang, huyén Tir Son, tinh Bic Ninh.

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

Vi du: xa Pinh Bang, huyén Tur Son, tinh Bic Ninh.
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CONG HOA XA HQI CHU NGHIA VIET NAM

Doc 1ap - Tw do - Hanh phic

Méu HK02 ban hanh
theo TT s6 36/2014/TT-BCA

ngay 09/9/2014

PHIEU BAO THAY POI HQ KHAU, NHAN KHAU

Kinh glii.ccciiiici,
I. Thong tin vé ngudi viét phiéu bao
1 HO VAN D: e 2. GiGi NN o
3. CMIND SO:ueieieeeeeeeee e 4. HO ChiBU SO: ..o,
5. NOT tHUIONEZ T Lo
6. Dia chi ChO 6 MIEN NAY: .....voevicececcee ettt sa ettt s s s s

IL. Théong tin vé ngudi cé thay ddi ho khiu, nhin khiu

S6 dién thoai Hen hé: ...oveeveveeeeeeeeeeereeereen,

1 HO VAN D: e 2. GiGi tinh e,

3. Ngay, thng, nam sinh: ........ccccecerrerinennn 4. DANOC: .vvveveeeiiienrenes 5. Qudc tich: ....oovvrerriennen,

6. CMIND SO:..eeeeeeeeeeeee oo, 7. HO ChIBU SO: oo,

TR N0 0 ' o PSS TS

0. INGUYEIN QUAN: ...ttt bbb bbbt b bbb e btk b e bbbkt b bt e b bt ne et nn et

10. Ngh nGhIgP, NOT AN VIEC: .vv.vveveeeeeeeieteeessesseeseeses s esses s sss st sesse st ns s seanesneas

L1, INOT thUONE TITLL ettt b e sb e bt e b e e b e s bt e bt e bt e ke e s bt e sbe e nbe e nbeenbeenbeenbeenbe e e

12. Dia chi €hd G HIEN NAY: o.vecvieeieeciieeeeeee ettt na et ese sttt a et ene et en et en et ense e

.......................................................................................... S6 dién thoai lien hé: ...

13. Hovatén chi hO:....ocovveiiiiiiiie e 14. Quan hé v&i chu hd:....cooovvvvviiiiiei,

15. Noi dung thay d6i ho khau, nhan Khau @ ..........cooovviiiiieeeeceeeee et

16. Nhitng ngudi cing thay doi:
Ngay, . | CMND | Quan h¢

e[ G | | oin | ouic ek vt
sinh s0) débi
...... , ngay....thang....nam... weveen, NEAY....thang....nam...

Y KIEN CUA CHU HO @
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(Ghi ro noi dung va ky, ghi vo ho tén) (K3, ghi ré ho tén)

XAC NHAN CUA CONG AN (4): ooorvrriereeeeseseieseississessssesssssissses s s sesssssssssessessssssssssssssssssssssssssesssssenns

...... , ngay...thang...nam...
TRUONG CONG AN:...........
(Ky, ghi ré ho tén va déng ddu)

(1) Viét chit in hoa dii ddu

(2) Ghi tom tdt ndi dung thay doi ho khéu, nhan khau. Vi du: dang ky thuong tri, tam tru; thay doi noi dang ky
thwong trii, tam tri; tach sé hg khau,; diéu chinh nhitng thay doi trong s6 hé khdu ..

(3) Ghi ré y kién ciia chi h¢ la dong ¥ cho ding ky thuong trii, ddang ky tam trii hodc déng ¥ cho tach s6 hé khdu;
chu hé ky va ghi ro ho tén, ngay, thang, nam.

4) Ap dung doi vdi truong hop: Xac nhdn viéc cong dan trudc day da dang ky thuong tri va truong hop cap lai
s0 ho khau do bi mat.

Ghi chii: Trieong hop nguwoi viét phiéu bdo ciing la nguoi ¢é thay doi ho khau, nhan khau thi cong dan chi can ké
khai nhitng noi dung quy dinh tai muc I1.
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Mau sb: TK1-TS
(Ban hanh kém theo QP so: 1018 /QD-BHXH
ngay 10/10/2014 ciia BHXH Viét Nam)

BAO HIEM XA HOQI VIET CONG HOA XA HQI CHU NGHIA VIET NAM
NAM Déc 1ap - Tw do - Hanh phuc

TO KHAI THAM GIA ,
BAO HIEM XA HQIL, BAO HIEM Y TE

S6 dinh danh:

A. THONG TIN CUA NGUOI THAM GIA:

[01]. Ho va tén (Viét chif in hOA): .....vueiee e

[02]. Ngay thang nam sinh:

[03]. Gi61 tinh: Nam |:|} [04]. E:|t©c: ............... , [05]. Qudc tich: .............
[06]. Noi cip gidy khai sinh (qué quéan):

[06.1]. XA, PAUONE .. .vviettiie ettt e et e e ste e s srae e s sraeeaaeeneeeenneeen
[06.2]. QUAN, MUYEN ...t e

[07]. Than nhan

[07.1]. Cha hoac Me¢ hodc Nguoi gidm hd: ......coooiiiiiiiiiiiiiii e

[07.1]. Than nhan Khac: ... e

[08]. S& ching minh thu (HO chiéu):

[08.1]. Ngay cap:

[08.2]. NOT CAP: - et

[09]. Pia chi dang ky ho khau: [09.1]. S6 nha, dudng phd, thon XOM: .........coeveeiineieiiine,

[09.2]. X&, phudng .......cccooveeeeeiennnn. [09.3]. Quén, huyén ................ [09.4]. Tinh, TP

[10]. Pia chi lién hé (noi sinh sdng): [10.1]. S6 nha, dudng phd, thén xém:
coerreennee[ 10.2].X3,  phuong ol [10.3].Quan, huyén..............

[10.41.TINN, TP....ouii oo

[11]. S dién thoai lien hé: ........................... [12].Email .............coooeein,

[13]. Noi dang ky kham chita bénh ban dau: ..................oooviiieeeiiiiiiee.

B. THAM GIA BAO HIEM XA HQI, BAO HIEM Y TE:
I. CUNG THAM GIA BAO HIEM XA HQI BAT BUQC, BAO HIEM Y TE
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[14]. Quyét dinh tuyén dung, hop ddng lao dong (hop dong lam viée): sb .........

codviid o, co hiéu luc tu ngay condod o loai
[15]. T€n co quan, OM VIi ...ouuiriietitt ittt et ettt ee e aaenaans

[16]. Chirc vu, chitc danh nghé, cONg VIEC: .....covueeieeeiie e

[17]. Luong chinh: ................ocieall. [18]. Phu cép: [18.1]. Chirc vu.............

vuot khung ........, [183]. TN nghé ............. , [18.4]. Khac
II. THAM GIA BAO HIEM XA HOQI TU NGUYEN

[19]. Mrc thu nhap thang dong bao hiém xa hdi tu nguyén: ...........................
[20]. Phuong thirc dONg: ........oooiviinii e

I1I. CHI THAM GIA BAO HIEM Y TE

[21]. Tham gia bao hiém y t& theo d0i trong: ..........cooveiiieeiiii e
[22]. Mirc tién 1am cin cir dong bao hiém yté: ........oooooiiiiiini e

[23]. Phuong thirc dONg: ......c.oviniii e e

vy [18.2]. TN

To61 cam doan nhiing nd1 dung ké khai la dang va
chiu trach nhi€ém trudce phap ludt vé nhiing ndi

dung da ké khai.
.......... , ngay ....... thang .......
Ngudi khai

(Ky, ghi ro ho tén)
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19. Lién thong cac thii tuc hanh chinh vé diing ky khai sinh, cAp Thé bao hiém y té
cho tré em dwéi 6 tuodi

a) Trinh tu thuc hién:

- Ngudi ¢ yéu cau ndp ho so tai Bo phan tiép nhan va tra két qua theo co ché “Mot
cua” cua Uy ban nhan dan cap xa.

- Can b, cong chuc tiép nhan h6 s0 €0 trach nhi¢ém kiém tra giéy td trong hd so, néu
ho so day du, hop 1€ thi tlep nhan, viét gidy nhan hd so, hen tra két qua timg loai viéc cho
ngudi di dang ky; néu hd so thiéu hodc khong hop 18 thi huéng dan nguoi co yéu cau bod

sung hoan thién hd s0; van ban hudng dan phai ghi day du, 1 rang loai gidy to can b sung,
hoan thién; can bo tiép nhan hd so ky, ghi rd ho tén va giao cho ngudi ndp ho so.

- Cong chuc Tu phap - ho tich cap xd dang ky khai sinh cho tré em ngay trong ngdy
tiép nhan ho so;

- Sau khi cong chirc Tu phap — ho tich cip xa thyc hién viéc ding ky khai sinh va cap
Glay khai sinh cho tré em, can b9, cong chirc dugc giao nhiém vu lap lap ho so cAp Theé bao
hiém y t& chuyén cho Bao hiém x hoi cip huyén dé cap Thé bao hiém y té cho tré em.

- Co quan Bao hiém xa hoi kiém tra hd so, néu thy day du, hop 1¢ thi thuc hién cip
Thé bao hi€ém y té cho tré em (trong thoi han 10 ngay).

Trudng hop hd so chua day du thi thong bao cho Uy ban nhan dan cép xa biét, hoan
thién.

- Co quan Bao hiém x3 hoi chuyén tra Thé bao hiém y té cho tré em vé Uy ban nhén
dan cap xa.

- B6 phan tiép nhan va tra két qua theo co ché “Mot cira” tai Uy ban nhan dén cip xa
tra két qua cho ngudi c6 yéu cau.

Khi tra Gidy khai sinh cho nguoi co yéu cau, cong chirc Tu phap — ho tich ghi vao S6
dang ky khai sinh, yéu cau ngudi c6 yéu cau ky tén vao S6 dang ky khai sinh va Gidy khai
sinh.

b) Cach thuc thuc hién: Ngudi co yéu cau truc tiép hodc uy quyén cho ngudi khac thuc
hién tai BO phén tiép nhan va tra két qua tai Uy ban nhan dan cap xi.

¢) Thanh phan, s6 lugng hd so:
* Thanh phan ho so
- To khai diing ky khai sinh theo mau quy dinh.

- Giéy chtng sinh do co s¢ y té noi tré em sinh ra cap; néu tré em sinh ra ngoai co s§'y
té thi gidy chimg sinh dugc thay bang vin ban xac nhan cia nguoi lam ching; truong hop
khong c6 nguoi lam ching thi nguoi di khai sinh phai lam gidy cam doan vé viéc sinh la ¢6
thyc. Pbi v6i truong hop tré em bi bo roi thi ndp bién ban vé viée tré em bi bo roi thay cho
gidy chung sinh.

- To khai tham gia bao hiém y t&, Danh sach dé nghi cap thé bao hiém y té cho tré em
dudi 6 tudi cua Uy ban nhan dan cap xa (theo mau quy dinh).

* 86 lugng ho so: 01 bo.

d) Thoi han giai quyét ho so:
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- Thot han thuc hién lién thong cac thu tuc hanh chinh ding ky khai sinh, cép thé ‘béo
hiém y t€ cho tré em dudi 6 tudi to1 da khong qua 15 ngay lam viéc, ké tr ngay nop du ho so
theo quy dinh.

- Truong hop hé so,  thong tin chua day du hodc chua ding quy dinh ma B phan tiép
nhan va tra két qua ciia Uy ban nhan dan cip xi phai hoan thién ho so, bd sung thong tin
theo yéu cau ciia co quan Bao hiém xa hoi thi thoi han giai quyét dugc kéo dai thém khong
qué 02 ngay lam viéc.

- Pi voi cac xa cach xa try s co quan Bao hiém xa hoi cdp huyén tir 50 km tré 1én,
giao thong di lai kho khan, chua dugc két no1 Internet thi thoi han tra két qua dugce kéo dai
thém nhung khong qua 05 ngay lam viéc.

- Can clr vao tinh hinh thuc té, cac dia phuong co the quy dinh cu thé thdi han thyc
hién lién thong cac thu tuc hanh chinh ngan hon thoi han t6i da néu trén.

d) Doi tuong thuc hién thu tuc hanh chinh: C4 nhan.
e) Co quan thyc hién tha tuc hanh chinh

- Co quan c6 tham quyen quyét dinh: Uy ban nhan dan cap x3 c6 tham quyén ding ky
khai sinh; Bao hiém x3 hoi cip huyén c6 tham quyén cip Thé bao hiém y té cho tré em.

- Co quan hodc ngudi c6 thim quyén duge ty quyén hodc phan cip thuc hién: Khang.

- Co quan tryc tlep thue hién thu tuc hanh chinh: Uy ban nhan dan cap x; Bao hiém xa
hoi c¢6 tham quyén cap thé bao hiém y té cho tré em.

g) Tén mau don, mau to khai:

- To khai dang ky dang ky khai sinh (Mau TP/HT-2012-TKKS.1).

- T khai tham gia bao hiém xa hoi, bao hiém y té (MAu sé: TK1-TS).
- Danh sach ngudi tham gia bao hiém y té (Mau D03-TS)

h) Lé phi: 5.000 dong.

Mién 18 phi dbi véi truong hop khai sinh ding han, ngudi thudc gia dinh c6 cong voi
cach mang; nguoi thudc ho ngheo; nguoi khuyét tat.

i) Két qua thyc hién thu tuc hanh chinh: Gidy khai sinh (ban chinh) va Thé bao hiém y

te.
k) Yéu cau diéu kién thyc hién thi tyc hanh chinh:

- Viéc ding ky khai sinh cho tré em dudi 6 tudi thudc tham quyén giai quyét cua Uy
ban nhan dan cap xa.

- Céc co quan c6 tham quyén thyc hién lién thong cac thu tuc hanh chinh phai cing
thudc dia ban mot huyén, thi xa, thanh phd thudc tinh hodc cung thudc dia ban mot quan,
huyén, thi xa thudc thanh pho truc thudc trung wong.

1) Can cu phap 1y cia tha tuc hanh chinh:

- Luét Bao hiém y té nam 2008 (duogc sua ddi bo sung tai Luat sura doi, bod sung mot )
diéu ctua Luat Bdo hiém y t&€ nam 2014);

- Nghi dinh sé 158/2005/ND-CP ngiy 27/12/2005 cua Chinh phu vé dang ky, quan 1y
ho tich;
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- Nghi dinh s6 06/2012/ND-CP ngy 02/02/2012 ctia Chinh phu stra doi, bo sung mot
s0 di€u cua cac Nghi dinh vé ho tich, hon nhan va gia dinh va ching thyc;

- Nghi dinh s6 105/2014/ND-CP ngay 15 thang 11 nam 2014 cta Chinh phu quy dinh
chi tiét va huéng dan thi hanh mot so diéu cua Luat Bao hiém y té;

- Thong tu 15/2015/TT-BTP ngay 16 thang 11 nam 2015 ctia Bo Tu phap vé Quy dinh
chi tiét thi hanh mot sé diéu cta Luét ho tich va Nghi dinh sé 123/2015/NP CP ngay 15
thang 11 ndm 2015 cua Chinh pht quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat
ho tich;

- Thong tu 5O 02/2014/TT-BTC ngay 02/01/2014 cua B¢ tai chinh huong dan vé phi va
1€ phi thudc tham quyén quyét dinh cia Hoi dong nhan dan tinh, thanh pho truc thuc Trung
uong;

- Théng tu lién tich s6 05/2015/TTLT-BTP-BCA-BYT ngay 10/6/2015 cua lién Bo: Tu
phap, Cong an, Y t& hu’('mg,dﬁn thue hién lién thong cac thu tuc hanh chinh vé déng ky khai
sinh, dang ky thuong tra, cap Thé bao hiém y té cho tré em dudi 6 tudi.

- Quyét dinh s6 32/2016/Qb-UBND ngay 01/11/2016 cua UBND tinh Hai Duong Ve

viéc quy dinh mic thu, ché d6 thu, ndp, quan 1y va st dung phi, 1& phi thudc tham quyén
quyét dinh ctia Hoi dong nhan dan tinh Hai Duong.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phic

TO KHAI DPANG KY KHAI SINH

Ho, chit dem, t&n NGUOT YEU CAUS .....oo.vvieeeceeeceeeeee et
Gidy tO thy thAn: @ittt
NOTCU T Bttt ettt ettt ettt ettt et
Quan h€ v&i ngudi dugce khai SINh: ..o
Pé nghi co quan diing ky khai sinh cho nguoi dwéi day:

HOQ, Chil @I, t8I: ...

(@ T T= o[-V USROS
Ho, chivdém, tén cha: ...,

Nam sinh: ......cooovveneenn. Dan toc: .....ooovevvvveeieeenn, Quéc tich: ...
NOTCU T ) oottt sttt sttt
Ho, chir dém, t€n me: ... e
Nam sinh: ......oooovveneenn. Dan toc: .....ooovvvvvviiiiiiee e, Quéc tich: ..
NOTCU T ©) ettt ettt ettt es e

Td1 cam doan ndi dung dé nghi dang ky khai sinh trén day la dang su that, dugc sy thda thuén nhét
tri ciia cac bén lién quan theo quy dinh phap luat.

T6i chiu hoan toan trach nhiém trude phap luat vé nodi dung cam doan cua minh.
Lamtai: ....................... , NQAY ........... thang ......... nam ............
Nguoi yéu ciu
(Ky, ghi ro ho, chit dém, tén)
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Chu thich:
@) Ghi 1 tén co quan ding ky khai sinh
Vidu: - Uy ban nhan dan phuong Dién Bién, Ba Dinh, Ha Noi
- Uy ban nhan dan quén 1, thanh phé H6 Chi Minh

@ Ghi thong tin vé gidy td tiy than cta ngudi di ding ky, ghi 18 sb, co quan cap, ngay cp
ho chiéu, chirng minh nhan dan hodc gidy to hop 1é thay thé

Vi dy: Ching minh nhan dan s6 001089123 do Coéng an thanh phé Ha Noi cip ngiy
20/10/2014.

®) Ghi theo dia chi dang ky thudng tra; néu khong c6 noi dang ky thudng tra thi ghi theo dia
chi dang ky tam tru; truong hop khong c6 noi dang ky thuong tra va noi dang ky tam tra thi ghi
theo dia chi dang sinh song.

@ Truong hop sinh tai co s¢ y té thi ghi rd tén co so y té va dia danh hanh chinh
Vi du: - Bénh vién Phu san, Ha Noi
- Tramy té xa Dinh Bang, huyén Tir Son, tinh Bic Ninh.

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

Vi du: xa Pinh Bang, huyén Tur Son, tinh Bic Ninh.
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Mau sb: TK1-TS
(Ban hanh kém theo QP so: 1018 /QD-BHXH
ngay 10/10/2014 ciia BHXH Viét Nam)

BAO HIEM XA HOI VIET CONG HOA XA HQI CHU NGHIA VIET NAM
NAM Déc 1ap - Tw do - Hanh phuc

TO KHAI THAM GIA '
BAO HIEM XA HQIL, BAO HIEM Y TE

S6 dinh danh:

A. THONG TIN CUA NGUOI THAM GIA:

[01]. Ho va tén (Viét Chit in hOA): «....'oieeee et

[02]. Ngay thang nam sinh:

[03]. Gi61 tinh: Nam |:|3 [04]. E:|t(f)c: ............... , [05]. Qudc tich: .............
[06]. Noi cip gidy khai sinh (qué quéan):

[06.1]. XA, PAUONE .. .viietiie ettt ae e e e
[06.2]. QUAN, MUYEN ..o e

[07]. Than nhan

[07.1]. Cha hoac Mg hoac Ngudi gidm hQ: .......coviiiiiiiiiiiiiieea

[07.1]. Than nhan Khac: ... e

[08]. S& ching minh thu (HO chiéu):

[08.1]. Ngay cap:

[08.2]. NOT CAP: - et

[09]. Dia chi dang ky ho khau: [09.1]. S6 nha, dudng phd, thon XOM: .......c.eevveeiineieiiin,

[09.2]. X&, phudng .......cccooveeeeeiennnn. [09.3]. Quén, huyén ................ [09.4]. Tinh, TP

[10]. Pia chi lién hé (noi sinh séng): [10.1]. S6 nha, dudng phd, thén xom:
coerreennee[ 10.2].X3,  phuong ol [10.3].Quan, huyén..............

[10AT.TINN, TP....owiiie oo

[11]. S dién thoai lien hé: ........................... [12].Email .............coooeein,

[13]. Noi dang ky kham chita bénh ban dau: ...................oooiiiieeeiiii....

B. THAM GIA BAO HIEM XA HQI, BAO HIEM Y TE:
I. CUNG THAM GIA BAO HIEM XA HQI BAT BUQC, BAO HIEM Y TE
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[14]. Quyét dinh tuyén dung, hop ddng lao dong (hop dong lam viée): sb .........

codviid o, co hiéu luc tu ngay oo loai
[15]. Tén co quan, oM Vii .....ouiirieit e,

[16]. Chirc vu, chitc danh nghé, cONg VIEC: .....covueeieeeiie e

[17]. Luong chinh: ................cceeael. [18]. Phu cap: [18.1]. Chirc vu.............

vuot khung ........, [183]. TN nghé ............. , [18.4]. Khac
II. THAM GIA BAO HIEM XA HOQI TU NGUYEN

[19]. Mrc thu nhap thang dong bao hiém xa hdi tu nguyén: ...........................
[20]. Phuong thirc dONg: ........oooiviinii e

I1I. CHI THAM GIA BAO HIEM Y TE

[21]. Tham gia bao hiém y t& theo d0i trong: ..........cooveiiieeiiii e
[22]. Mirc tién 1am cin cir dong bao hi€m v t&: .........oviieeiiiii e

[23]. Phuong thirc dONg: ......c.oviniii e e

vy [18.2]. TN

To61 cam doan nhiing nd1 dung ké khai la dang va
chiu trach nhiém trudc phap luat vé nhiing nodi

dung da ké khai.
.......... , ngay ....... thang .......
Ngudi khai

(Ky, ghi ro ho tén)
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IV. LINH VUC CHUNG THUC
1. Thii tuc cap bén sao tir sd goc
a) Trinh ty thuc hién:

+ Nguoi yéu cau cap ban sao tir s6 gbc phai Xuat trmh cac gidy to phuc vu cho yéu
cau cap ban sao tir s6 gdc. Trudng hop ngudi yéu cau cip ban sao tir sO gbc giri qua buu
dién thi phai giri kém theo ban sao c6 chimg thuc gidy to theo quy dinh.

+ UBND cép x4 cin ctr vao s6 goc dé cap ban sao cho ngudi yéu cau; ndi dung ban
sao phai ghi theo dung ndi dung di ghi trong s6 gbc.

+ Trong trudng hop khong tim thiy s6 gbc hodc trong sd gdc khong co thong tin vé
ndi dung yéu cau cap ban sao thi UBND cap xa dang luu gilr s6 goc cé trach nhiém tra 101
bang van ban cho nguoi yéu cau.

+ Nguoi yéu cau cap ban sao tir s6 goc nhan két qua tai noi ndp ho so hodc qua buu
dién (néu ndp qua buu di¢n).

b) Céch thue thuc hién: Nop hd S0 trye tiép tai BO phan tiép nhan va tra két qua thudc
UBND cép x4 luu s6 gbc hodc giri yéu cau qua buu dién.

¢) Thanh phan, sb lugng ho so:

+ Truong hop ndp truc tiép thi xuat trinh ban chinh hodc ban sao ¢6 ching thuc H
chiéu hoac chirng minh nhan dan hoac thé can cudc cong dan con gia tri st dung.

+ Trudng hop ngudi yéu cau cip ban sao tir sd gbe giri qua buu dién thi phai giri kém
theo ban sao c6 chimg thuc gidy chimg minh nhin din hodc Thé cin cudc cong dan hodc
ho chiéu con gid trj st dung, phong bi dan tem ghi rd ho tén, dia chi nguodi nhan cho UBND
cip x4 cAp ban sao.

+ Truong hop ngudi yéu ciu 1a ngudi dai dién theo phap luat, ngudi dai dién theo ay
quyén clia ca nhan, t6 chiic duoc cép ban chinh; cha, me, con; vo, chff)ng; anh, chi, em rudt;
ngudi thira ké khac ciia nguoi duoc cAp ban chinh trong trudng hop ngudi d6 da chét thi
phai xuét trinh gidy t& chimg minh quan hé véi ngudi dugc cp ban chinh.

d) Thoi han glal quyet Trong ngay UBND cép x4 tiép nhan yéu cau hoac trong ngay
lam V1ec tiép theo, néu tiép nhan yéu cau sau 15 gio. Trong truong hop yéu cau cip ban sao
tir s6 goc dugce giri qua buu dién thi thoi han duoc thuc hién ngay sau khi UBND cap xa
nhan da hd so hop 18 theo dau buu dién dén.

d) Déi tuong thuc hién thu tuc hanh chinh: Ca nhan, t6 chure

e) Co quan thyc hién thi tuc hanh chinh: UBND cép x4 dang quan 1y so goc
g) Két qua thyc hién thu tyc hanh chinh: Ban sao duoc cip tir s6 goc

h) L¢ phi: Quy dinh riéng theo tirng linh vuc chuyén nganh.

i) Tén mau don, mau to khai: Khong

k) Yéu cau, diéu kién thyc hién thu tuc hanh chinh: Phai c¢6 so gbc

1) Can ctr phép ly cua thu tuc hanh chinh:
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- Nghi dinh s 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phii vé& cip ban sao tir
ban chinh, ching thuc chit ky va chung thuc hop dong, giao dich;

Thong tu sé 01/2020TT-BTP ngay 03/3/2020 cua B Tu phap quy dinh chi tiét va
huéng dan thi hanh mot sd diéu cia Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cia
Chinh phu vé cép ban sao tir ban chinh, chimg thuc chit ky va chimg thuc hop dong, giao
dich.
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2. Thii tuc chirng thue ban sao tir ban chinh gidy to, vin ban do co quan t6 chirc
c6 tham quyén cua Viét Nam cap hoac chirng nhian

a) Trinh tu thuc hi¢n:

- Ngudi yéu cau ching thuc phai xuét trinh ban chinh gidy to, vin ban lam co so dé
ching thuc ban sao va ban sao can chirng thuc.

- Trudng hop nguoi yéu cau ching thyc chi xuét trinh ban chinh thi UBND cap x4
tién hanh chyp tir ban chinh dé thuc hi¢n chung thyc, trir truong hgp UBND cap xa khong
c6 phuong tién dé chup.

- Nguoi thyc hién ching thuc kiém tra ban chinh, ddi chiéu véi ban sao, néu nodi
dung ban sao ding véi ban chinh, ban chinh gidy to, van ban khong thudc cac truong hop
ban chinh gidy to, van ban khong dugc dung lam co s dé ching thuc ban sao nhu quy dinh
dudi day thi thyc hién ching thuc ban sao, nhu sau:

- Ghi day du 101 ching chimg thuc ban sao tir ban chinh theo mau quy dinh;

- KY¥, ghi rd ho tén, dong dau ctia UBND cap xa thuc hién ching thuc va ghi vao s6
chung thuec.

Dbi v6i ban sao co tir 02 (hai) trang trd 1én thi ghi 161 ching vao trang cudi, néu ban
sao co tur 02 (hai) to trd 1én thi phai dong dau gidp lai.

Mbi ban sao dugc ching thuc tir mdt ban chinh giéy to, van ban hodc nhiéu ban sao
duogc chung thuc tir mgt ban chinh giay to, van ban trong cung mot thoi diém dugc ghi mdt
sO chung thyec.

- Khéng duogc dung 1am co s¢ dé ching thuc ban sao cac gidy to, vin ban sau:
- Ban chinh bj tiy x06a, stra chita, thém, b6t ndi dung khong hop 16.
- Ban chinh bi hu hdng, cii nat, khong xac dinh dugc ndi dung.

- Ban chinh déng ddu mat cta co quan, t6 chirc c6 thAm quyén hodc khéng déng dau
mat nhung ghi rd khong dugc sao chup.

- Ban chinh ¢6 ndi dung trai phap luat, dao dirc xa hoi; tuyén truyén, kich dong chién
tranh, chong ché do xa hoi chu nghia Viét Nam; xuyén tac lich st cua dan toc Viét Nam;
xuc pham danh du, nhan pham, uy tin cta ca nhan, t6 chirc; vi pham quyén cong dan.

- Ban chinh do co quan, to chtic ¢6 tham quyén ciia nudc ngoai cip, cong chimg hoic
chuing nhan chua dugc hop phép hoa lanh su theo quy dinh.

- Giay t0, van ban do c4 nhan tu lap nhung khong c6 xac nhan va dong dau cua co
quan, té chirc ¢6 tham quyén.

+ Nguoi yéu cau ching thuc nhan két qua tai noi nop ho so.

b) Céch thic thyc hién: Nop hd so truc tiép tai B phan tiép nhan va tra két qua
thuoc UBND cap xa
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¢) Thanh phan, s6 luong hd so: Ban chinh gidy to, van ban lam co s dé chimg thuc
ban sao va ban sao can chung thuc. Truong hop nguoi yéu cau ching thyc chi xuat trinh
ban chinh thi co quan, t6 chtrc tién hanh chyp tir ban chinh dé thyc hién chimg thyc, trir
truong hop co quan, to chic khong c6 phuong tién dé chup. Ban sao, chup tir ban chinh dé
thuc hién chung thyc phai c6 day du cac trang da ghi thong tin cua ban chinh.

d) Thoi han giai quyét: Trong ngdy UBND cap x4 tiép nhan yéu cau hoic trong ngay
lam viéc ti€p theo, n€u ti€p nhan yéu cau sau 15 gio.

Dbi v6i truong hop cting mot lic yéu cau ching thue ban sao tir nhiéu loai ban chinh
gidy to, van ban; ban chinh cé nhi€u trang; yéu cau s6 lugng nhi€u ban sao; ndi dung giay
to, van ban phuc tap khé kiém tra, d6i chi€u ma co quan, t6 chirc thyc hién ching thuc
khong thé dap tng duogc thoi han quy dinh néu trén thi thoi han chung thuc dugc kéo dai
thém khong qua 02 (hai) ngay lam viéc hodc c6 thé dai hon theo thda thuan bang van ban
v&i nguoi yéu cau chung thuc. Truong hop tra két qua trong ngay lam viéc tiép theo hodc
phai kéo dai thoi gian theo quy dinh thi nguoi tiép nhén ho so phai ¢6 phiéu hen ghi 16 thoi
gian (gi0, ngay) tra két qua cho nguoi yéu cau chung thuc.

d) Déi tugng thuc hién thi tyc hanh chinh: C4 nhan, t6 chic

e) Co quan thyc hién thi tuc hanh chinh: Uy ban nhan dan cip xA.

g) Két qua thyc hién tha tuc hanh chinh: Ban sao dugc chung thyc tir ban chinh

h) Lé phi: 2.000 dong/trang; tir trang thi 3 tré 1én thu 1.000 ddng/trang, tdi da thu
khong qua 200.000 dong/ban.

i) Tén mau don, mau to khai: Khong
k) Yéu cau, diéu kién thuc hién thu tuc hanh chinh: Khong
1) Can ctr phap ly cua tha tuc hanh chinh:

- Nghi dinh s 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé& cip ban sao tir
ban chinh, chimg thuc chir ky va ching thuc hop dong, giao dich;

Thong tu sb 01/2020TT-BTP ngay 03/3/2020 ctua B Tu phap quy dinh chi tiét va
huéng dan thi hanh mot sb diéu cua Nghi dinh s 23/2015/ND-CP ngay 16/02/2015 cia
Chinh phu vé cép ban sao tir ban chinh, ching thuc chit ky va chimg thuc hop dong, giao
dich.

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh Quy dinh mirc
thu, ché d6 thu, ndp, quan 1y va sir dung phi ching thuc.
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3. Thii tuc chirng thue chir ky trong cac gidy to, vin ban (ap dung cho ca truong
hgp chirng thue di€ém chi va truong hop nguoi yéu cau chirng thuc khong thé ky,
khong thé diém chi dwgc)

a) Trinh tu thuc hi¢n:

- Nguoi yéu cau chtng thuc chir ky/diém chi/khong thé ky, khong thé diém chi dugc
phai xuat trinh cac gidy to phuc vu viéc chiig thuc chit ky.

- Trong trudng hop ngudi yéu cau ching thuc khong théng thao tiéng Viét thi phai
c6 ngudi phién dich. Ngudi phién dich phai 14 ngudi c¢6 nang luc hanh vi dan sy day du theo
quy dinh cua phap luat, thong thao tiéng Viét va ngdn ngir ma ngudi yéu cau chimg thuc sir
dung. Ngudi phién dich do ngudi yéu cau chimg thue moi hodc do co quan thuc hién chimg
thue chi dinh. Thu lao phién dich do ngudi yéu cau chimg thuc tra.

- Nguoi thuc hién ching thue kiém tra gidy to yéu cau chung thuc, néu thiy du gidy
t& theo quy dinh, tai thoi diém ching thyuc, ngudi yéu cau ching thue minh min, nhén thic
va lam chu dugc hanh vi cua minh va viéc chung thuc khong thudc céc truong hgp khong
dugc ching thuc chit ky thi yéu cau ngudi yéu cau ching thuc ky/diém chi trude mat ngudi
thuc hién chung thyc va thuc hién ching thuc nhu sau:

- Ghi day du 161 chtng chtng thuc chit ky theo mau quy dinh;

- Ky, ghi 5 ho tén, déng ddu cua UBND cap x4 thuc hién chimg thuc va ghi vao sb
ching thuc.

Dbi v6i gidy to, van ban co tir (02) hai trang trd 1én thi ghi 101 ching vao trang cudi,
néu gidy to, van ban ¢ tir 02 (hai) to trd 1€n thi phai dong dau gidp lai.
+ Truong hop khong dugc chirng thuc chit ky:

- Tai thoi diém chimg thuc, ngudi yéu ciu ching thyuc chit ky khong nhan thirc va 1am
chu duoc hanh vi cua minh.

- Nguoi yéu cau ching thuc chit ky xut trinh Gidy chimg minh nhan dan hoic Ho
chiéu khong con gia tri st dung hodc gia mao.

- Gidy t0, van ban ma nguoi yéu cau chimg thuc ky vao c6 nodi dung trai phap luat, dao
duc xa hoi; tuyén truyén, kich dong chién tranh, chong ché do xa hoi chu nghia Viét Nam;
xuyén tac lich sur cua dan toc Viét Nam; xac pham danh du, nhan phém, uy tin ctia ca nhan,
t6 chtrc; vi pham quyén cong dan

- Gidy to, van ban c6 ndi dung 1a hop dong, giao dich, trir cac trudng hop ching thuc
chir ky trong Gidy uy quyén d6i véi truong hop ty quyén khéng co thu lao, khong cd nghia
vu bdi thuong cua bén dugc ty quyén va khong lién quan dén viéc chuyén quyén so hitu tai
san, quyén st dung bt dong san hodc trudng hop phap luat c6 quy dinh khac.

+ Pbi voi truong hop ching thuc chir ky/diém chi/khong thé ky, khong thé diém chi
dugc tai bd phan tiép nhan va tra két qua thi cong chirc tiép nhan ho so kiém tra cc gidy to,
néu nhan thiy ngudi yéu cau ching thuc c6 du diéu kién quy dinh tai Khoan 2 Diéu 24 Nghi
dinh s6 23/2015/ND-CP thi dé nghi ngudi yéu cau ching thyc ky/diém chi vao gidy to can
ching thyc va chuyén cho ngudi c¢6 thim quyén ky chimg thyec.
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b) Cach thu:c thuc hién: Nop hd so truc tiép tai Bo phan tiép nhan va tra két qua
thuoc UBND cap x4 hoic ngoal try s& clia co quan thyuc hién chimg thuc néu nguoi yéu cau
chting thuc thudc dién gia yéu, khong thé di lai dugc, dang bi tam gitr, tam giam, thi hanh
an phat tu hodc c6 ly do chinh dang khac.

¢) Thanh phén, s6 lugng hd so:

- Ban chinh hoac ban sao c6 ching thuc Ho chiéu hodc chirng minh nhan dan hoac
thé can cudc cong dan con gia tri st dung.

- Gidy tO, van ban ma minh s& k}'l/diém chi. Truong hop chimg thuc chit ky trong gidy
to, van ban bang tiéng nudc ngoal néu ngu’0’1 thuc hlen chtng thuc khong hiéu rd ndi dung
cua glay td, van ban thi cé quyen yéu cau nguoi yéu cau ching thu’c ndp kém theo ban dich
ra tiéng Viét ndi dung cia gidy to, van ban do6 (ban dich khong can cong chimg hodc chimg
thuc chit ky ngudi dich, ngudi yéu cau ching thuc phai chiu trach nhiém vé noi dung cta
ban dich).

d) Thoi han thyc hién yéu cau chimg thuc: Trong ngdy UBND cip xa tiép nhdn yéu
cau hodc trong ngay 1am viéc tiép theo, néu tiép nhan yeu cau sau 15 gio Truong hop tra
két qua trong ngdy 1am viéc tiép theo thi ngu:orl tiép nhan ho so phai cé phiéu hen ghi 13 thoi
gian (gio, ngay) tra két qua cho ngudi yéu cau ching thyc.

d) Béi tuwong thuc hién thi tuc hanh chinh: C4 nhan

e) Co quan thyc hién thi tuc hanh chinh: UBND cip x3

g) Két qua thuc hién tha tuc hanh chinh: Gidy to, vin ban duoc chung thyuc chir
ky/diém chi.

h) Lé phi: 10.000 déng/trudng hop (trudng hop dugc tinh 14 mot hodc nhiéu chir ky
trong mét giay to, van ban)

i) Tén mau don, mau to khai: Khong

k) Yéu cau, diéu kién thuc hién thu tuc hanh chinh: Khong

1) Can cu phép 1y cia tha tuc hanh chinh:

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

- Thong tu s6 01/2020TT-BTP ngay 03/3/2020 ciia B6 Tu phéap quy dinh chi tiét va
huéng dan thi hanh mot sé diéu cua Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cia
Chinh pht1 vé cap ban sao tir ban chinh, chimg thuc chit ky va chimg thuc hop dong, giao
dich.

- Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh Quy dinh mirc
thu, ché do thu, ndp, quan Iy va st dung phi chirng thuc.
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4. Thii tuc chirng thuc hgp ddng, giao dich lién quan dén tai sian 1a dong san,
quyén st dung dat va nha &

a) Trinh tu thuc hi¢n:
- Nguoi yéu cau chimg thue ndp 01 bd hd so yéu cau ching thuc.

- Nguoi thue hién ching thuc kiém tra gidy to trong hd so yéu cau ching thyc, néu
day du, tai thoi diém chimg thuc cac bén tham gia hop dong, giao dich ty nguyén, minh man
va nhan thuc, 1am chu dugc hanh vi cua minh thi thyc hién chung thuc.

- Céac bén tham gia hop df)ng, giao dich phai ky trudc mat nguoi thyc hién ching thyc.
Truong hop nguoi co tham quyén giao két hop ddng cua cac to chire tin dung, doanh nghlep
d3 dang ky chit ky mau tai co quan thuc hién chimg thyc thi ¢ thé ky trude vao hop dong,
ngudi thue hién chimg thuc phai dbi chiéu chit ky cta ho trong hop déng véi chit ky mau
trude khi thuc hién chimg thuc, néu nghi ngo chit ky trong hop dong khac voi chir ky mau
thi yéu cau nguoi d6 ky trude mat.

- Truong hop ngudi yéu cau chung thuc khong ky duoc thi phai diém chi; néu ngudi
d6 khong doc duogc, khong nghe duoc, khong ky, khong diém chi duoc thi phai c6 02 (hai)
nguodi lam ching. Nguoi lam chu’ng phai c6 du nang luc hanh vi dan sy va khong cé quyen
lgi ich hoac nghla vu lién quan dén hop dong, giao dich. Nguoi lam chu’ng do nguol yéu cau
chtng thuc bd tri. Trudng hop ngudi yéu cau chimg thuc khong bd tri duoc thi dé nghi co
quan thyc hién ching thyc chi dinh ngudi lam ching.

- Nguoi thue hién ching thuc ghi 1oi chimg twong tmg véi ting loai hop dong, giao
dich theo miu quy dinh; k¥, ghi rd ho tén, dong du cua co quan thyc hién chimg thuc va
ghi vao s6 chimg thuc. Doi v6i hop dong, giao dich co tir 02 (hai) trang trd 1én, thi timg
trang phai duoc danh sb thir tu, co chir ky cua ngudi yéu cau chimg thuc va ngudi thue hién
chung thuc; sd luong trang va 1oi chimg duoc ghi tai trang cudi ciia hop dong, giao dich.
Trudng hop hop ddng, giao dich c6 tir 02 (hai) to trd 1én thi phai dong dau giap lai.

- Trong trudng hop ngudi yéu cau chimg thuc khong thong thao tiéng Viét thi phai co
ngudi phién dich. Ngudi phién dich phai 13 nguoi c6 ning luc hanh vi dan su day da theo
quy dinh cua phap luat, thong thao tiéng Viét va ngdn ngir ma ngudi yéu cau ching thuc st
dung. Ngudi phién dich do ngudi yéu cau chimg thue moi hodc do co quan thuc hién chimg
thuc chi dinh. Thu lao phién dich do ngudi yéu cau ching thyuc tra. Nguoi phién dich co
trach nhiém dich dﬁy du, chinh xac ndi1 dung cia hop déng, giao dich, noi dung 161 ching
cho ngudi yéu cau chimg thuc va ky vao timg trang hop dong véi tu cach 1a ngudi phién
dich.

b) Cach thtrc thuc hién: Nop ho so truc tiép tai BO phan tiép nhén va tra két qua thudc
UBND cap x3. Viéc ching thuc cac hop dong, giao dich lién quan dén quyén cia nguoi sir
dung dat duoc thuc hién tai I:Ty ban nhan dan cép X4 noi co dat. Viéc ching thuc cac hop
déng, giao dich lién quan dén nha & duoc thuc hién tai Uy ban nhan dan cr?ip x4 noi ¢o nha.

¢) Thanh phan, s6 lugng ho so:
* Thanh phan ho so:
- Du thao hop déng, giao dich;
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- Ban sao Giay chung minh nhan dan hoac thé can cudc cong dan hodc Ho chiéu con
gia tr1 st dung cua nguoi yéu cau chirng thuc (xuat trinh kem theo ban chinh dé doi chiéu);

-Ban sao gidy ching nhan quyén sé hitu, quyén sir dung hoic ban sao gidy to thay thé
du:oc phap luat quy dinh d6i voi tai san ma phap luat quy dinh pha1 dang ky quyén so hitu,
quyén st dung trong truong hop hop ddng, giao dich lién quan dén tai san d6 (xuat trinh
kém theo ban chinh dé ddi chiéu).

* S lugng hd so: 01 bd

d) Thoi han giai quyét:
Khong qua 02 (hai) ngay lam viéc, ké tir ngay nhan du ho 50 yéu cau chimg thuc hodc
c6 thé kéo dai hon theo thoa thuan bang van ban v&i ngudi yéu cau chimg thuc. Trudng hop

kéo dai thoi han giai quyét thi ngudi tiép nhan ho so phai ¢ phiéu hen ghi 1 thoi gian (gio,
ngay) tra két qua cho ngudi yéu cau chiung thuc.

d) P6i tuong thuc hién thu tuc hanh chinh: Ca nhan, to chirc

e) Co quan thyc hién tha tuc hanh chinh: Uy ban nhan dan cép xa

g) Két qua thyc hién tha tuc hanh chinh: Hop déng, giao dich dugc chung thuc
h) Lé phi: 50.000 d6ng/hop dong, giao dich

Mién 18 phi chimg thuc hop dong thé chap tai san cho c& nhan, ho gia dinh vay vén
tai t0 chure tin dung d€ phuc vu phat trién ndng nghiép, nong thén, gom cac linh vuc sau:

- Cho vay céc chi phi phat sinh phuc vu qué trinh san xuat kinh doanh san pham nong
nghiép tu khau san xuat dén thu mua, ché bién va tiéu thu.

- Cho vay phuc vu san xuit cong nghiép, thuong mai va cung tng cac dich vu trén
dia ban nong thon.

- Cho vay d¢é san xuét giéng trong tréng trot, chin nuéi, thiy san, trong rimg va cung
ung cac san pham, dich vu phuc vu qua trinh san xuat nong nghiép.

- Cho vay phat trién nganh nghé tai dja ban nong thon.
- Cho vay phuc vu Chuong trinh muc tiéu Quéc gia vé xiy dung nong thon méi.
- Cho vay cac nhu cau phuc vu doi séng cua cu dan trén dia ban nong thon.

- Cho vay theo cac chuong trinh kinh té lién quan dén linh vuc nong nghiép, nong
thon ctia Chinh phu.

i) Tén mau don, miu to khai: Khong

k) Yéu cau, diéu kién thuc hién tha tuc hanh chinh:

1) Can cu phap 1y cia tha tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phii vé cip ban sao tir
ban chinh, ching thuc chit ky va chung thuc hgp dong, giao dich;

- Nghi dinh s6 55/2015/ND-CP ngay 09 thang 6 nam 2015 cua Chinh phii vé chinh
s&ch tin dung phuc vu phét trién ndng nghiép, ndng thon;
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- Théng tu s6 20/2015/TT-BTP ngay 29/12/2015 ctia Bo Tu phap quy dinh chi tiét va
huéng dan thi hanh mot sé diéu cua Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cia
Chinh phu vé cép ban sao tir ban chinh, chimg thuc chit ky va chimg thuc hop dong, giao
dich.

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 ciia B6 Tai chinh Quy dinh mirc
thu, ché d6 thu, ndp, quan 1y va sir dung phi chimg thuc.
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5. Tha tuc chirng thuc di chuc
a) Trinh tu thuc hi¢n:
- Nguoi yéu cau chimg thue ndp 01 bd hd so yéu cau ching thuc.

- Nguoi thue hién ching thuc kiém tra gidy to trong hd so yéu cau ching thuc, néu
day du, tai thoi diém ching thuc nguodi lap di chic ty nguyén, minh man va nhan thirc, lam
chu dugc hanh vi ctia minh thi thyc hién ching thuc.

- Nguoi 1ap di chic phai ky trude mat nguoi thuc hién ching thuec.

- Truong hop ngudi yéu cau chung thuc khong ky duoc thi phai diém chi; néu ngudi
d6 khong doc duogc, khong nghe duoc, khong ky, khong diém chi duoc thi phai c6 02 (hai)
nguoi lam ching. Nguoi lam chumg phai c6 du nang luc hanh vi dan sy va khong co quyén,
loi ich hodc nghia vu lién quan dén glao dich. Nguoi lam chung do nguoi yeu cau chimg
thuc bd tri. Truong hop ngudi yéu cau chimg thuc khong bd tri dugc thi dé nghi co quan
thuc hién chung thyc chi dinh nguoi lam ching.

- Nguoi thuc hién ching thuc ghi 101 chting theo mau quy dinh; ky, ghi o ho tén, dong
ddu cta co quan thuc hién chimg thuc va ghi vao s6 chimg thuc. Ddi voi di chac c6 tir 02
(hai) trang tr& 18n, thi timg trang phai dugc danh sb tht tw, co chit ky cia ngudi yéu cau
ching thuc va nguoi thuc hién ching thuc; ) lugng trang va 101 chung duogc ghi tai trang
cudi cua di chic. Truong hop di chiic ¢o tir 02 (hai) td trd 1én thi phai dong dau giap lai.

- Trong trudng hop ngudi yéu cau chimg thuc khong thong thao tiéng Viét thi phai co
ngudi phién dich. Ngudi phién dich phai 13 nguoi c6 ning luc hanh vi dan sy day du theo
quy dinh cua phap luat, thong thao tiéng Viét va ngdn ngir ma ngudi yéu cau chimg thuc sir
dung. Ngudi phién dich do ngudi yéu cau chimg thue moi hodc do co quan thuc hién chimg
thuc chi dinh. Thu lao phién dich do ngudi yéu ciu chimg thuc tra. Ngudi phién dich c6
trach nhiém dich day du, chinh xac ndi dung cta di chic, ndi dung 1o chimg cho ngudi yéu
cau chimg thuc va ky vao ting trang di chuc véi tu cach 1a nguoi phién dich.

b) Cach thirc thuc hién: Nop hd so truc tiép tai B6 phan tiép nhan va tra két qua thudc
UBND cap xa.

¢) Thanh phan, s6 lugng ho so:
* Thanh phan ho so:
- Du thao di chuc;

- Ban sao Gidy chting minh nhan dan hodc thé cin cudc cong dan hoic Ho chiéu con
gia tri st dung cia nguoi yéu cau chirng thuc (xuat trinh kem theo ban chinh dé doi chiéu);

- Ban sao gidy chimg nhan quyén so hitu, quyén str dung hodc ban sao gidy to thay
thé dugc phap luat quy dinh do6i voi tai sdn ma phap ludt quy dinh phai dang ky quyén so
hitu, quyén sir dung trong truong hgop hop dong, giao dich lién quan dén tai san do; tru
truong hop nguoi lap di chuc dang bi cai chét de doa dén tinh mang (xuét trinh kém theo
ban chinh dé doi chiéu).

* S lugng ho so: 01 bd

d) Thoi han giai quyét:
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Khong qua 02 (hai) ngay lam viéc, ké tir ngay nhan da hd so yéu ciu chung thuc hoic
c6 thé kéo dai hon theo thoa thuan bang van ban véi ngudi yéu cau chimg thuc. Trudng hop
kéo dai thoi han giai quyét thi nguoi tiép nhan hd so phai c¢6 phiéu hen ghi rd thoi gian (gio,
ngay) tra két qua cho ngudi yéu cau chimg thyc.

d) Péi tuong thyc hién thu tuc hanh chinh: Ca nhan, t6 chuc

e) Co quan thyc hién tha tuc hanh chinh: Uy ban nhan dan cép xa
g) Két qua thyc hién tha tuc hanh chinh: Di chic dugc chiung thuc
h) Lé phi: 50.000 d6ng/di chic.

i) Tén mau don, mau t& khai: Khong

k) Yéu cau, diéu kién thuc hién thu tuc hanh chinh: Khong

1) Céan ctr phap ly cua tha tuc hanh chinh:

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

Thong tu sb 01/2020TT-BTP ngay 03/3/2020 cua B Tu phap quy dinh chi tiét va
huéng dan thi hanh mot sé diéu cua Nghi dinh s 23/2015/ND-CP ngay 16/02/2015 cia
Chinh phu vé cip ban sao tir ban chinh, ching thuc chit ky va ching thuc hop ddng, giao
dich.

- Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh Quy dinh mirc
thu, ché do thu, ndp, quan Iy va st dung phi chiing thyc.
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6. Thii tuc chirng thwe viin ban tir chdi nhén di san
a) Trinh tu thuc hi¢n:
- Nguoi yéu cau chimg thue ndp 01 bd hd so yéu cau ching thuc.

- Nguoi thue hién ching thuc kiém tra gidy to trong hd so yéu cau ching thyc, néu
day du, tai thoi diém ching thuc nguoi tr choi nhan di san ty nguyén, minh man va nhan
thirc, lam chu dugc hanh vi ciia minh thi thyc hién chiig thuc

- Nguoi tu chdi nhan di san ky trudec mat nguoi thyuc hién chung thyc.

- Truong hop ngudi yéu cau chung thuc khong ky duoc thi phai diém chi; néu ngudi
d6 khéng doc duogc, khong nghe duoc, khong ky, khong diém chi duoc thi phai c6 02 (hai)
nguoi lam ching. Nguoi lam chumg phai c6 du nang luc hanh vi dan sy va khong co quyén,
loi ich hodc nghia vu lién quan dén glao dich. Nguoi lam chung do nguoi yeu cau chimg
thuc bd tri. Truong hop ngudi yéu cau chimg thue khong bd tri dugc thi d& nghi co quan
thuc hién chung thyc chi dinh nguoi lam ching.

- Nguoi thuc hién ching thuc ghi 161 ching theo mau quy dinh; ky, ghi 16 ho tén, dong
du ctia co quan thuc hién chimg thuc va ghi vao sb chimg thue. Dbi v6i vin ban tir chdi co
tl‘r 02 (hai) trang trd 1€n, thi ting trang phai dugc démh s6 thir tw, ¢6 chit ky cua ngudi yéu
cau chu:ng thue va ngudi thuc hién ching thuc; sé luong trang va 10i chimg duogc ghi tai
trang cudi ctia van ban tir chdi nhan di san. Truong hop vin ban tir chdi nhan di san c6 tir 02
(hai) t& trd 1én thi phai dong dau giap lai.

- Trong trudng hop ngudi yéu cau chimg thuc khong thong thao tiéng Viét thi phai co
ngudi phién dich. Ngudi phién dich phai 13 nguoi c6 ning luc hanh vi dan su day da theo
quy dinh cua phap luat, thong thao tiéng Viét va ngon ngit ma ngudi yéu cau chimg thuc st
dung. Ngudi phién dich do ngudi yéu cau chimg thue moi hodc do co quan thuc hién chimg
thuc chi dinh. Thu lao phién dich do ngudi yéu ciu chimg thuc tra. Ngudi phién dich c6
trach nhiém dich dﬁy du, chinh xac ndi dung cua van ban tir chdi nhan di san, ndi dung 161
chtng cho ngudi yéu cau chimg thyc va ky vao timg trang vin ban tir chdi nhan di san voi
tu cach 1a nguoi phién dich.

b) Céch thtrc thuc hién: Nop hd so truc tiép tai BO phan tiép nhén va tra két qua thude
UBND cap xa.

¢) Thanh phan, s6 lugng ho so:
* Thanh phan ho so:
- Dy thao van ban tir chdi nhan di san;

- Ban sao Gidy chting minh nhan dan hodc Thé cin cudc cong dan hodc Ho chiéu con
gia tri st dung cia nguoi yéu cau chirng thuc (xuat trinh kem theo ban chinh dé doi chicu);

- Ban sao gidy chtng nhan quyén s& hitu, quyén sir dung hodc ban sao gidy t(‘y thay thé
du:oc phap luat quy dinh d6i vai tai san ma phap luat quy dinh pha1 dang ky quyén so hitu,

quyén st dung trong tru0’ng hO’p hop ddng, giao dich lién quan dén tai san d6 (xuét trinh
kém theo ban chinh dé ddi chiéu).

* S6 lugng ho so: 01 bo
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d) Thoi han giai quyét:

Khéng quéa 02 (hai) ngay 1am viéc, ké tir ngdy nhan du hd so yéu cau chimg thuc hoic
c6 thé kéo dai hon theo thoa thuan bang van ban véi ngudi yéu cau ching thuc. Trudng hop
kéo dai thoi han gidi quyét thi nguot tiép nhan ho so phai c6 phiéu hen ghi 10 thoi gian (gio,
ngay) tra két qua cho ngudi yéu cau chiung thuc.

d) Péi tuong thyc hi¢n thu tuc hanh chinh: Ca nhan, t6 chuc
e) Co quan thyc hién thu tuc hanh chinh: Uy ban nhan dan cép xa

g) Két qua thyc hi¢n thu tuc hanh chinh: Van ban tur chdi nhan di san dugc ching
thuc

h) L& phi : 50.000 dong/vin ban.

i) Tén mau don, mau t& khai: Khong

k) Yéu cau, diéu kién thuc hién thu tuc hanh chinh: Khong
1) Céan ct phap ly cua tha tuc hanh chinh:

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

Thong tu sb 01/2020TT-BTP ngay 03/3/2020 cua B Tu phap quy dinh chi tiét va
huéng dan thi hanh mot sb diéu cua Nghi dinh s 23/2015/ND-CP ngay 16/02/2015 cia
Chinh phu vé cip ban sao tir ban chinh, chimg thue chit ky va chimg thuc hop dong, giao
dich.

- Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh Quy dinh mirc
thu, ché @6 thu, ndp, quan 1y va sir dung phi chimg thuc.
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7. Thi tuc chirng thuce van ban théa thuin phin chia di sdn ma di sin la dong
san, quyén sir dung dat, nha &

a) Trinh tu thuc hi¢n:
- Nguoi yéu cau chimg thue nop 01 bd hd so yéu cau ching thuc.

- Nguoi thuc hién ching thuc kiém tra gidy to trong hd so yéu cau ching thyc, néu
day du, tai thoi diém chung thyc cac bén tham gia théa thuin phan chia di san ty nguyén,
minh min va nhan thirc, 1am chii dugc hanh vi cia minh thi thuc hién chung thue.

- Cac bén tham gia thoa thuan phan chia di san phai ky trudc mat nguoi thuc hién
chung thuec.

- Truong hop ngudi yéu cau ching thyc khong ky duoc thi phai diém chi; néu ngudi
d6 khong doc duogc, khong nghe duoc, khong ky, khong diém chi duoc thi phai c6 02 (hai)
nguoi lam chimg. Nguoi lam chu’ng phai c6 du nang luc hanh vi dan sy va khong co quyén,
loi ich hodc nghia vu lién quan dén glao dich. Nguoi lam chung do nguoi yeu cau chimg
thuc bd tri. Truong hop ngudi yéu cau chimg thue khong bd tri dugc thi dé nghi co quan
thuc hién chung thuc chi dinh nguoi lam chung.

- Nguoi thuce hién chung thuc ghi 161 ching theo mau quy dinh; ky, ghi 16 ho tén, dong
du ctia co quan thyc hién chimg thuc va ghi vao so ching thuc Dbi v6i vin ban thoa thuan
c6 tir 02 (hai) trang tro 18n, thi ting trang phai duoc danh s6 thi tu, c6 chit ky ctua ngudi yéu
cau chimg thuc va ngudi thue hién chimg thuc; sé luong trang va 1oi chimg duoc ghi tai
trang cudi clia vin ban thoa thuan. Truong hop vin ban thoa thuan c6 tir 02 (hai) to trd 1én
thi phai déng dau giap lai.

- Trong trudng hop ngudi yéu cau chimg thuc khong thong thao tiéng Viét thi phai co
ngudi phién dich. Ngudi phién dich phai 13 nguoi c6 ning luc hanh vi dan su day da theo
quy dinh cua phap luat, thong thao tiéng Viét va ngdn ngir ma ngudi yéu cau ching thuc st
dung. Ngudi phién dich do ngudi yéu cau chimg thue moi hodc do co quan thuc hién chimg
thuc chi dinh. Thu lao phién dich do ngudi yéu ciu chimg thuc tra. Ngudi phién dich c6
trach nhiém dich dﬁy du, chinh x4c ndi dung ctia van ban thdéa thuan ndi dung 161 ching cho
ngudi yéu cau ching thuc va ky vao ting trang vin ban thoa thudn véi tu cach 1a ngudi
phién dich.

b) Céch thirc thuc hién: Nop ho so truc tiép tai BO phan tiép nhén va tra két qua thude
UBND cap xa.

¢) Thanh phan, s6 lugng ho so:
* Thanh phan ho so:
- Du thao van ban thoa thuan phan chia di san;

- Ban sao Gidy chting minh nhan dan hodc Thé cin cudc cong dan hodc Ho chiéu con
gi4 tri sir dung ctia ngudi yéu cau ching thuc (xuét trinh kém theo ban chinh dé ddi chiéu);

- Ban sao gidy chting nhan quyén s¢ hitu, quyén str dung hoic ban sao gidy t(‘r thay thé
du:oc phap luat quy dinh ddi véi tai san ma phap luat quy dinh pha1 dang ky quyén so hitu,

quyén st dung trong tru0’ng hO’p hop dong, giao dich lién quan dén tai san d6 (xuat trinh
kém theo ban chinh dé ddi chiéu).

140



* S lugng ho so: 01 bd
d) Thoi han giai quyét:

Khéng quéa 02 (hai) ngay 1am viéc, ké tir ngdy nhan du ho so yéu cau chimg thuc hoic
co thé kéo dai hon theo thoa thuan bang van ban véi nguot yéu cau chung thuc. Truong hop
kéo dai thoi han gidi quyét thi nguoi ti€p nhén ho so phai ¢ phiéu hen ghi 1o thot gian (gio,
ngay) tra két qua cho ngudi yéu cau ching thuc.

d) Péi tuong thyc hién thu tuc hanh chinh: Ca nhan, t6 chuc
e) Co quan thyc hién tha tuc hanh chinh: Uy ban nhan dan cép xa

g) Két qua thyc hién thu tuc hanh chinh: Van ban théa thuan phan chia di san dugc
ching thuc

h) Lé phi: 50.000 d6ng/vin ban

i) Tén mau don, mau t& khai: Khong

k) Yéu cau, diéu kién thuc hién thu tuc hanh chinh: Khong
1) Can ctr phap ly cua tha tuc hanh chinh:

- Nghi dinh s 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phii vé& cip ban sao tir
ban chinh, chimg thuc chir ky va ching thuc hop dong, giao dich;

Thong tu sé 01/2020TT-BTP ngay 03/3/2020 ctua B Tu phap quy dinh chi tiét va
huéng dan thi hanh mot sé diéu cua Nghi dinh s 23/2015/ND-CP ngay 16/02/2015 cia
Chinh phu vé€ cap ban sao tir ban chinh, chung thuc chir ky va chiing thuc hop dong, giao
dich.

- Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh Quy dinh mirc
thu, ché do thu, ndp, quan Iy va sur dung phi chirng thuc.
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8. Thii tuc chirng thuc vin ban khai nhin di sin ma di san 13 dong san, quyén
stra dung dat, nha &

a) Trinh tu thuc hi¢n:
- Nguoi yéu cau chimg thuc ndp 01 bd hd so yéu cau chimg thuc.

- Nguoi thue hién ching thuc kiém tra gidy to trong hd so yéu cau ching thyc, néu
day du, tai thoi1 diém chung thuc cac bén tham gia van ban khai nhan di san ty nguyén, minh
man va nhan thirc, lam chui dugc hanh vi ctia minh thi thyc hién ching thyec.

- Céc bén tham gia khai nhan di san phai ky trudc mat nguoi thyc hién ching thuc.

- Truong hop ngudi yéu cau chung thuc khong ky duoc thi phai diém chi; néu nguoi
d6 khéng doc duogc, khong nghe duoc, khong ky, khong diém chi duoc thi phai c6 02 (hai)
nguoi lam chimg. Nguoi lam chumg phai c6 du nang lyc hanh vi dan sy va khong co quyén,
loi ich hodc nghia vu lién quan dén glao dich. Nguoi lam chung do nguoi yeu cau chimg
thuc bd tri. Truong hop ngudi yéu cau chimg thuc khong bd tri dugc thi dé nghi co quan
thuc hién chung thyc chi dinh nguoi lam ching.

- Nguoi thuc hién ching thuc ghi 161 ching theo mau quy dinh; ky, ghi 16 ho tén, dong
du ctia co quan thuc hién ching thuc va ghi vao s chimg thuc. Di véi van ban khai nhan
c6 tir 02 (hai) trang tro 18n, thi ting trang phai duoc danh sé tht tu, ¢ chit ky ctia nguoi yéu
cAu ching thuc va ngudi thuc hién ching thuc; sb luong trang va 1061 chung dugc ghi tai
trang cudi ctia vin ban khai nhdn di san. Truong hop vin ban khai nhan c6 tir 02 (hai) tor trd
|&n thi phai dong dau giap lai.

- Trong trudng hop ngudi yéu cau chimg thuc khong thong thao tiéng Viét thi phai co
ngudi phién dich. Ngudi phién dich phai 13 nguoi c6 ning luc hanh vi dan su day da theo
quy dinh cua phap luat, thong thao tiéng Viét va ngdn ngit ma ngudi yéu cau chimg thyc st
dung. Ngudi phién dich do ngudi yéu cau chimg thue moi hodc do co quan thuc hién chimg
thuc chi dinh. Thu lao phién dich do ngudi yéu ciu chimg thuc tra. Ngudi phién dich co
trach nhiém dich dﬁy da, chinh xac ndi dung cua van ban khai nhan di san, néi dung 1oi
chtng cho nguoi yéu cau ching thuc va ky vao timg trang vin ban khai nhan véi tu cach 1a
ngudi phién dich.

b) Céch thirc thuc hién: Nop ho so truc tiép tai BO phan tiép nhén va tra két qua thude
UBND ciép x4.

¢) Thanh phan, s6 lugng ho so:
* Thanh phan ho so:
- Du thao van ban khai nhan di san;

- Ban sao Gidy chtng minh nhan dan hodc Thé cin cudc cong dan hodc Ho chiéu con
gia tri st dung cia nguoi yéu cau chirng thuc (xuat trinh kem theo ban chinh dé doi chiéu);

- Ban sao gidy chtng nhan quyén s& hitu, quyén sir dung hodc ban sao gidy t(‘y thay thé
du:oc phap luat quy dinh d6i voi tai san ma phap luat quy dinh phai dang ky quyén s¢ hiru,

quyén sir dung trong truong h(rp van ban khai nhan di san lién quan dén tai san d6 (xuat
trinh kém theo ban chinh dé dbi chiéu).

* S6 lugng ho so: 01 bd
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d) Thoi han giai quyét:

Khéng quéa 02 (hai) ngay 1am viéc, ké tir ngdy nhan du hd so yéu cau chimg thuc hoic
c6 thé kéo dai hon theo thoa thuan bang van ban véi ngudi yéu cau chimg thuc. Trudng hop
kéo dai thoi han giai quyét thi nguoi tiép nhan hd so phai co phiéu hen ghi rd thoi gian (gio,
ngay) tra két qua cho ngudi yéu ciu chimg thuyc.

d) Péi tuong thyc hi¢n thu tuc hanh chinh: Ca nhan, t6 chuc

e) Co quan thyc hién tha tuc hanh chinh: Uy ban nhan dan cép Xa

g) Két qua thyc hién tha tyc hanh chinh: Van ban khai nhan di san dugc chung thuc
h) Lé phi: 50.000 déng/vin ban

i) Tén mau don, mau t& khai: Khong

k) Yéu cau, diéu kién thuc hién thu tuc hanh chinh: Khong

1) Céan ctr phap ly cua tha tuc hanh chinh:

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

Thong tu sé 01/2020TT-BTP ngay 03/3/2020 ctua B6 Tu phap quy dinh chi tiét va
huéng dan thi hanh mot sé diéu cua Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cia
Chinh phu vé cip ban sao tir ban chinh, chimg thuc chit ky va chimg thuc hop dong, giao
dich.

- Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh Quy dinh mirc
thu, ché do thu, ndp, quan 1y va st dung phi chung thuec.
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9. Thii tuc chirng thwe viée sira d6i, bd sung, hity bé hop dong, giao dich
a) Trinh tu thuc hi¢n:

- Nguoi yéu ciu chimg thuc xuat trinh gidy to tiy than con gid tri st dung dé ngudi
thuc hién chung thyc kiém tra va ngp 01 bd ho so .

- Viéc sira ddi, bd sung, huy bo hop df’)ng, giao dich da dugc ching thuc chi dugc thuc
hién khi c6 thoa thuan bing vin ban cua cic bén tham gia hop ddng, giao dich.

- Viéc stra d6i, bd sung, huy bé hop déng, giao dich dugc thuc hi¢n tai UBND cép xa
da chimg thuc hop dong, giao dich. Truong hop stra d6i, bd sung, thay thé, huy bo mot phan
hodc toan bd di chic thi c6 thé ching thuc tai bat ky co quan c6 thim quyén ching thuc
nao.

- Nguoi thuc hién ching thuc kiém tra gidy to trong hd so yéu cau chung thyuc, néu
day du tai thoi diém chung thuc cac bén tham gia hop dong, giao dich tu nguyén, minh man
va nhan thuc, lam chu dugc hanh vi cua minh thi thyc hién chung thyc.

- Céc bén tham gia hop ddng, giao dich phai ky truéc mit nguoi thuc hién ching thuc.
Truong hop ngudi co thim quyén giao két hop dong cua cac t6 chic tin dung, doanh nghiép
d3 dang ky chit ky mau tai co quan thuc hién chimg thuc thi ¢ thé ky trude vao hop dong;
ngudi thue hién chimg thuc phai dbi chiéu chit ky cta ho trong hop déng véi chit ky mau
true khi thuc hién ching thuc, néu nghi ngo chit ky trong hop ddéng khac véi chit ky mau
thi yéu cau ngudi d6 ky trude mit.

- Truong hop ngudi yéu cau chung thuc khong ky duoc thi phai diém chi; néu ngudi
d6 khong doc duogc, khong nghe duoc, khong ky, khong diém chi duogc thi phai co 02 (hai)
nguodi lam ching. Nguoi lam chu’ng phai c6 du nang lyc hanh vi dan sy va khong co quyen
loi ich hoac nghla vu lién quan dén hop dong, giao dich. Nguoi lam chu‘ng do ngu’ol yéu cau
chung thuc bd tri. Trudng hop ngudi yéu cau chimg thuc khong bé tri duge thi dé nghi co
quan thuc hién ching thuc chi dinh ngudi lam ching.

- Nguoi thue hién chtng thuc ghi 10i chimg twong tmg véi timg loai hop ddng, giao
dich theo miu quy dinh; k¥, ghi rd ho tén, déng du cua co quan thuc hién chimg thuc va
ghi vao s6 chimg thuc. Ddi v6i hop dong, giao dich co tir 02 (hai) trang trd 1én, thi timg
trang phai duogc danh sb thu ty, co chir ky cta ngudi yéu cau chimg thuc va ngudoi thuc hién
chtng thyc; sd luong trang va 15i ching dugc ghi tai trang cudi ciia hop dong, giao dich.
Truong hop hop dong, giao dich ¢ tir 02 (hai) to trd 1én thi phai dong dau giap lai.

- Trong trudng hop nguoi yéu cau chimg thuc khong thong thao tiéng Viét thi phai co
ngudi phién dich. Nguoi phién dich phai 13 nguoi c6 nang luc hanh vi dan sy day du theo
quy dinh cua phap luat, thong thao tiéng Viét va ngdn ngit ma ngudi yéu cau ching thuc sir
dung. Nguoi phién dich do nguoi yéu cau ching thuc moi hodc do co quan thuc hién chimg
thuc chi dinh. Thu lao phién dich do nguoi yéu cau ching thyuc tra. Ngudi phién dich c6
trach nhiém dich day du, chinh xac ndi dung cta hop dong, giao dich, ndi dung 101 ching
cho ngudi yéu cau chimg thuc va ky vao timg trang hop dong véi tu cach 1a ngudi phién
dich.

- UBND cép x4 thuc hién viéc stra doi, bd sung, thay thé, huy bé mét phﬁn hoac toan
bd di chiic phai thong bdo bang van ban cho co quan da chung thuc trude day veé ndi dung
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stra d6i, bd sung, thay thé, hity bo mot phan hodc toan bo di chuc dé ghi cha vao S6 ching
thuc hop dong, giao dich.

- Nguoi yéu cau chimg thuc nhan két qua tai noi ndp ho so.

b) Cach thtrc thuc hién: Nop hd so truc tiép tai BO phan tiép nhéan va tra két qua thudc
UBND cap xa.

¢) Thanh phén, s6 lwong hd so:
* Thanh phan ho so:
- Hop déng, giao dich da dugc ching thyc;

- Dy thao hop déng, giao dich stra doi, b6 sung, huy bo hop dong, giao dich da duogc
ching thuc;

- Trong truong hop ndi dung sira doi, bo sung ¢ lién quan dén tai san thi nguoi yéu
cau chimg thuc phai ndp ban sao kém ban chinh dé ddi chiéu gidy chimg nhan quyén so
hitu, quyén sir dung hodc ban sao gidy to thay thé duoc phap luat quy dinh ddi véi tai san
ma phap luat quy dinh phai dang ky quyén s hitu, quyén st dung, trir trudng hop nguoi lap
di chiic dang bi cai chét de doa dén tinh mang.

* S luong hd so: 01 bd

d) Thot han giai quyét Thot han thuc hien yéu cau chung thuc phai duoc bao dém
ngay trong ngay co quan, to chirc tiép nhan yeu cau hoic trong ngay lam V1ec tiép theo, néu
t1ep nhan yeu causau 15 g10’ Truong hop tra két qua trong ngay lam viée tiép theo thi ngu’0’1
tiép nhan hd so phai c6 phiéu hen ghi rd thoi gian (gid, ngay) tra két qua cho nguoi yéu cau
ching thuc.

d) DPéi tuong thyuc hi¢n thu tuc hanh chinh: Ca nhan, t6 chire

e) Co quan thyc hién thi tuc hanh chinh: UBND cép x4

g) Két qua thuc hién thu tuc hanh chinh: Hop ddng, giao dich dugc chimg thuc
h) Lé phi: 30.000 dong/hop dong, giao dich.

Mién 18 phi chig thuc hop dong thé chép tai san cho c& nhan, ho gia dinh vay vén
tai to chirc tin dung dé phuc vu phat trién ndng nghiép, ndong thon, gom cac linh vuc sau:

- Cho vay céc chi phi phat sinh phuc vu qua trinh san xuét kinh doanh san pham nong
nghiép tur khau san xuat dén thu mua, ché bién va ti€u thy.

- Cho vay phuc vu san xuat cong nghiép, thuong mai va cung tng cac dich vu trén
dia ban nong thon.

- Cho vay d¢é san xuat gidng trong trong trot, chin nudi, thily san, trong rimg va cung
ung cac san pham, dich vu phuc vu qua trinh san xuat nong nghié¢p.

- Cho vay phat trién nganh nghé tai dia ban nong thon.
- Cho vay phuc vu Chuong trinh muc tiéu Qudc gia vé xay dung néng thon méi.
- Cho vay cac nhu cau phuc vu doi séng ciia cu dan trén dia ban nong thon.

- Cho vay theo cac chuong trinh kinh té lién quan dén linh vuc nong nghiép, nong
thon ctia Chinh phu.
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i) Tén mau don, mau to khai: Khong

k) Yéu cau, diéu kién thuc hién thu tuc hanh chinh: Khong

I) Can cur phap 1y cua thu tuc hanh chinh:

- Nghi dinh s 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phii vé& cip ban sao tir
ban chinh, chimg thuc chir ky va ching thuc hop dong, giao dich;

- Nghi dinh s6 55/2015/ND-CP ngay 09 thang 6 nim 2015 ctua Chinh pha vé chinh
sach tin dung phuc vu phét trién néng nghiép, ndng thon;

- Thong tu s6 01/2020TT-BTP ngay 03/3/2020 ctia B6 Tu phéap quy dinh chi tiét va
huéng dan thi hanh mot sé diéu cua Nghi dinh s 23/2015/ND-CP ngay 16/02/2015 cia
Chinh phu vé cip ban sao tir ban chinh, chimg thuc chit ky va chimg thuc hop dong, giao
dich.

- Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh Quy dinh mirc
thu, ché do thu, ndp, quan ly va str dung phi chung thuc.
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10. Thii tuc sira 15i sai s6t trong hep dong, giao dich
a) Trinh tu thuc hi¢n:
- Nguoi yéu cau ching thuc ndp 01 bd ho so.

- Viéc sira 151 sai sot trong khi ghi chép, ddnh may, in hop ddng, giao dich di duogc
chting thuc dugc thuc hién theo thda thuan béng van ban cua cac bén tham gia hop déng,
giao dich, néu khong 1am anh huong dén quyén, nghia vu cia cac bén va dugc thuc hién tai
co quan di chimg thuc hop dong, giao dich.

- Nguoi thuc hién chimg thuc gach chan 151 sai sot can sira, dong diu cua co quan thuc
hién chiing thuc va ghi vao bén 1€ cua hgp dong, giao dich ndi dung da sitra, ho tén, chir ky
clia nguoi stra, ngay thang ndm stra.

- Nguoi yéu cau chimg thue nhan két qua tai noi ndp ho so.

b) Céch thirc thuc hién: Nop hd so truc tiép tai BO phan tiép nhan va tra két qua thudce
UBND cap xa.

¢) Thanh phan, sb lugng ho so:
* Thanh phan hd so:

- Ban sao Gidy ching minh nhan dan hoac Thé can cudc cong dan hodc HS chiéu con
gia tri st dung ctia ngudi yéu cau ching thuc (xuat trinh ban chinh dé doéi chiéu);

- Vian ban thoa thun vé viéc stra 16i sai sot trong hop dong, giao dich di duoc chimg
thuc

- Hop dong, giao dich d3 duoc chimng thuc;

- Ban sao gidy chuing nhin quyén sd hitu, quyén st dung hodc ban sao gidy to thay
thé duoc phap luat quy dinh d6i v6i tai san ma phap ludt quy dinh phai ding ky quyén s&
hitu, quyén str dung trong trudng hop hop dong, giao dich lién quan dén tai san do (xuét
trinh ban chinh dé doéi chiéu).

* Sb lugng ho so: 01 bd

d) Thoi han giai quyét: Thoi han thuc hién yéu cau ching thuc phai duge bao dam
ngay trong ngéy UBND cap xa tiép nhan yéu cau hodc trong ngay lam viéc ti€p theo, néu
tlep nhan yeu causau 15 glo’ Truong hop tra két qua trong ngay lam viéc tiép theo thi ngu:(n

tiép nhan hd so phai c6 phiéu hen ghi rd thoi gian (gio, ngay) tra két qua cho ngudi yéu cau
chung thyec.

d) Déi tuong thuc hién thu tuc hanh chinh: Ca nhan, t6 chure

e) Co quan thyc hién tht tuc hanh chinh: UBND cép xa

g) Két qua thyc hién thu tuc hanh chinh: Hop dong, giao dich duoc sira 16i ki thuat
h) L& phi: 25.000 d6ng/hop dong, giao dich.

Mién 18 phi chimg thuc hop dong thé chéap tai san cho c& nhan, ho gia dinh vay vén
tai to chirc tin dung dé phuc vu phét trién néng nghiép, ndong thon, gom cac linh vuc sau:
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- Cho vay céc chi phi phét sinh phuc vu qué trinh san xuat kinh doanh san pham nong
nghi€p tu khau san xuat dén thu mua, ché bién va tiéu thu.

- Cho vay phuc vu san xuat cong nghiép, thuong mai va cung Gng cac dich vu trén
dia ban n6ng thon.

- Cho vay dé san xuat giong trong trong trot, chdn nudi, thuy san, trong rirng va cung
ung cac san pham, dich vu phuc vu qua trinh san xuat nong nghiép.

- Cho vay phat trién nganh nghé tai dia ban nong thon.

- Cho vay phuc vu Chuong trinh muc tiéu Qudc gia vé xdy dung nong thon méi.

- Cho vay cac nhu cau phuc vu doi séng cua cu dan trén dia ban nong thon.

- Cho vay theo cac chuong trinh kinh té lién quan dén linh vuc nong nghiép, nong
thon cua Chinh phu.

i) Tén mau don, mau t& khai: Khong

k) Yéu cau, diéu kién thuc hién thu tuc hanh chinh: Khong

1) Can ctr phap ly cua tha tuc hanh chinh:

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

- Nghi dinh s6 55/2015/ND-CP ngay 09 thang 6 nim 2015 ctua Chinh pha vé chinh
sach tin dung phuc vu phat trién ndng nghiép, ndng thon;

Thong tu sb 01/2020TT-BTP ngay 03/3/2020 ctia B6 Tu phap quy dinh chi tiét va
huéng dan thi hanh mot sé diéu cua Nghi dinh s 23/2015/ND-CP ngay 16/02/2015 cia
Chinh phu vé cip ban sao tir ban chinh, chimg thue chit ky va chimg thuc hop dong, giao
dich.

- Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh Quy dinh mirc
thu, ché d6 thu, ndp, quan 1y va sir dung phi chimg thuc.
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11. Thi tuc cip ban sao c6 chirng thwe tir ban chinh hop ddng, giao dich di
dwgc chirng thue

a) Trinh tu thuc hi¢n:

- Ngudi yéu cau cap ban sao c¢6 chung thuc tir ban chinh hop dong, giao dich phai
xuat trinh cac giay to theo quy dinh.

- Nguoi thuc hién chu’ng thuc kiém tra glay td do ngudi yéu cau cap ban sao co
chimg thyc tir ban chinh hop dong, giao dich xuat trinh.

- Viéc cdp ban sao co ching thuc tir ban chinh hop dong, giao dich di dugc chimg
thuc duogc thuc hién tai co quan luu trit hop dong, giao dich.

- Co quan thyc hién chung thuc tién hanh chyup tr ban chinh hop déng, giao dich
dang dugc luu trir va thyc hién ching thuc nhu sau:

+ Ghi day du 10i chimg chimg thuc chir ky theo mau quy dinh;

+ Ky, ghi 10 ho tén, dong diu cua co quan, td chue thuc hién ching thuc va ghi vao $0
chung thuec.

Dbi véi ban sao c6 tir 02 (hai) trang trd 1én thi ghi 16 chimg vao trang cudi, néu ban
sao co tir 02 (hai) to tro 1én thi phai dong dau giép lai.

Mbi ban sao dugc ching thuc tir mot ban chinh giéy to, van ban hodc nhiéu ban sao
duogc chung thuc tir mgt ban chinh giay to, van ban trong cung mot thoi diém dugc ghi mdt
sO chung thyec.

b) Céch thtrc thuc hién: Nop ho so truc tiép tai BO phan tiép nhan va tra két qua thudc
UBND cap xa.

¢) Thanh phan, sb luong hd so: Ngudi yéu cau chimg thuc xuét trinh ban chinh hoic
ban sao c6 ching thuc, Gidy chimg minh nhan din hodc Thé cin cudc cong dan hodc HO
chiéu con gia trj sir dung.

d) Thoi han glal quyet Trong ngay UBND cép x4 tiép nhin yeu cau hoic trong ngay
1am viéc tiép theo, néu tlep nhan yeu cau sau 15 glo Trudng hop tra két qua trong ngay 1am
viéc tiép theo thi nguoi tiép nhan ho so phai c6 phiéu hen ghi 1 thoi gian (gio, ngay) tra két
qua cho ngudi yéu cau ching thuc.

d) Déi tuong thuc hién thu tuc hanh chinh: Ca nhan, t6 chure
e) Co quan thyc hién thi tuc hanh chinh: UBND cép x4 luu trit hop dong, giao dich

g) Két qua thuc hién thu tuc hanh chinh: Ban sao hop déng, giao dich dugc ching
thuc

h) Lé phi: 2.000 dong/trang; tir trang thir 3 tré 1én thu 1.000 dong/trang, t6i da thu
khong qua 200.000 dong/ban.

i) Tén mau don, mau to khai: Khong
k) Yéu cau, diéu kién thuc hién thu tuc hanh chinh: Khong
1) Can ctr phép ly cua thu tuc hanh chinh:
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- Nghi dinh s 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phii vé& cip ban sao tir
ban chinh, ching thuc chit ky va chung thuc hop dong, giao dich;

- Thong tu s6 01/2020TT-BTP ngay 03/3/2020 ctia B6 Tu phéap quy dinh chi tiét va
huéng dan thi hanh mot sé diéu cua Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cia
Chinh phu vé cép ban sao tir ban chinh, chimg thuc chit ky va chimg thuc hop dong, giao
dich.

- Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh Quy dinh mirc
thu, ché do thu, ndp, quan ly va str dung phi ching thuc.
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V. LINH VUC NUOI CON NUOI
1. Thi tuc dang ky nudi con nudi trong nwoc
a) Trinh tu thuc hi¢n:

- Ngudoi nhan con nudi ndp ho so ctia minh va cta ngudi duge nhan 1am con nudi tai
UBND cip x4 noi nguoi duoc nhan 1am con nudi thuong tra (d6i véi cac truong hop thong
thudng) hodc tai UBND cép x3 noi ngudi nhin con nudi thuong tra (néu 1a cha duong, me
ké hodc co, cau, di, ch, bac rudt cia nguoi duge nhan lam con nuodi hodc co6 sy thoa thuan
gitra nguoi1 nhan con nudi voi cha me dé, nguoi gidm hd cia nguoi duge nhan lam con
nuoi);

- Cong chirc tu phap - ho tich kiém tra hd so, ldy ¥ kién ciia nhitng nguoi c¢6 lién
quan;

- Uy ban nhan dan cip x3 to chirc ddng ky nudi con nudi, trao Gidy ching nhan
nudi con nudi cho cha me¢ nudi, cha me dé hodc ngudi gidm hd hodc dai dién co sé nudi
dudng (tai L& giao nhan con nudi). Truong hop tir chdi ding ky, Uy ban nhan din cdp x3
phai tra 101 b?mg van ban cho ngudi nhén con nuoi, cha me dé hodc ngudi giam hd hoac dai
dién co s¢ nuoi dudng.

b) Céch thirc thuc hién: Truc tiép tai tru s6 UBND cép Xa.

¢) Thanh phén, sb luong ho so.

* Thanh phan hd so.

+ Ho so ctia nguoi nhan con nudi:

- Pon xin nhan con nudi (theo mau quy dinh);

- Ho chiéu/Chtng minh nhan dan hodc gidy to c6 gia trj thay thé;
- Phiéu Iy lich tu phap (duoc cip chua quéa 06 thang);

- Van ban xac nhan tinh trang hén nhan;

- Gidy kham sirc khoe do co so y té cap huyén tré 1én cap (duge cap chua qua 06
thang);

- Vin ban x4c nhan hoan canh gia dinh, tinh trang chd ¢, diéu kién kinh té do
UBND cép xa noi ngudi nhan con nudi thuong tra cap (truong hop cha dugng, me ké hodc
c0, cau, di, chu, bac rudt cia ngudi dugc nhan lam con nudi thi khong can van ban nay).

+ Ho so cua nguoi duoc nhan lam con nudi:
- Giay khai sinh;
- Gidy kham strc khoe do co quan y té cap huyén tro 1én cap;

- Hai 4nh toan than, nhin thang (chup khoéng quéa 06 thang);
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- Bién ban xac nhan do Uy ban nhan dan hodc Cong an cap x3 noi phat hién tré bi
bo roi lap ddi véi tré em bi bo roi; Giéy ching tir cua cha dé, me dé hodc quyét dinh cua
Toa an tuyén bd cha dé, me dé cua tré em 1a di chét dbi voi tré em mo coi; quyét dinh cua
Toa an tuyén bd cha dé, me dé cua nguoi duge gioi thiéu lam con nudi mat tich ddi véi
nguoi dugc gidi thi¢u lam con nudi ma cha dé, me dé mat tich; quyét dinh cua Toa an tuyén
bd cha dé, me dé cua ngudi duge gidi thiéu lam con nudi mét nang lyc hanh vi dan sy ddi
v&i1 nguoi dugce gioi thiéu lam con nudi ma cha dé, me dé mat nang lyc hanh vi dan sy;

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

*Sh luong hd so: 01 bo.

d) Thoi han giai quyét: Trong thdi han 30 ngay, trong do:

- Kiém tra hd so va ldy ¥ kién: 10 ngay, ké tir ngay nhan du hd so hop 18é;

- Ghi vao s6 ding ky viéc nudi con nudi va Gidy chimg nhan nudi con nudi, giao -
nhan con nudi: 20 ngay, ké tir ngdy co y kién ddng y cua nhitng nguoi c¢é lién quan (theo
quy dinh ctia Didu 21 Luét nudi con nudi).

d) Bdi tuong thyc hién thi tuc hanh chinh: C4 nhan.
e) Co quan thyc hién tha tuc hanh chinh:

- Co quan c6 tham quyén quyét dinh: UBND cap xa noi thuong tri ctia nguoi nhan
con nudi hoac ctia ngudi dugc nhan lam con nudi.

- Co quan tryuc tiép thuc hién thu tuc hanh chinh: UBND cép xa noi thudng tra cta
ngudi nhan con nudi hoac cia nguoi duge nhan lam con nudi.

- Co quan phdi hop: Khong

g) Tén mau don, mau to khai:

- Pon xin nhan con nudi, mau TP/CN-2014/CN.02;

- TS khai hoan canh gia dinh ctia ngudi nhan con nuéi, mau TP/CN-2011/CN.06.
h) L& phi: 400.000d/truong hop.

Mién 1& phi dang ky nudi con nudi trong nudc ddi véi truong hop cha duong hoic
me ké nhan con riéng cuia vg hoac chéng lam con nuoi; co, cau, di, chi, bac rudt nhan chau
lam con nudi; nhan tré em khuyét tat, nhiém HIV/AIDS, tré em mic bénh hiém nghéo va
ngudi c6 cong voi cach mang nhan con nudi.

i) Két qua thuc hién tha tuc hanh chinh: Gidy chtrng nhan nudi con nudi.
K) Yéu cau, diéu kién thyc hién thi tuc hanh chinh:
+ Ngudi nhan con nudi phai cé di diéu kién sau:

- C6 nang lyc hanh vi dan su déy du;
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- Hon con nudi tir 20 tudi tré 1én — khong ap dung d6i voi truong hop cha duong
nhan con riéng cua vo, me ké nhan con riéng caa chong lam con nuéi hoic ¢, cau,di, cha
bac ru6t nhan chau lam con nubi;

- C6 diéu kién vé strc khoe, kinh té, chd ¢ bao dam viéc cham séc, nudi dudng, gido
duc con nudi - khdng ap dung dbi voi truong hop cha duong nhan con riéng cua vo, me ké
nhan con riéng cua chong lam con nudi hoic ¢, cau,di, cha bac rudt nhan chau lam con
nuoi;

- C6 tu cach dao dtc tét.

+ Cac truong hop khong dugc nhan con nudi:

- Bang bi han ché mét sd quyén ctia cha, me ddi véi con chua thanh nién;

- Pang chip hanh quyét dinh xir Iy hanh chinh tai co s gido duc, co s chira bénh;

- Pang chap hanh hinh phat tu;

- Chua duoc x6a an tich vé mot trong cac toi ) y xam pham tinh mang, suc khoé,
nhan phélm, danh du cua nguoi khac; nguoc dai hodc hanh ha 6ng ba, cha me, vog ché)ng,
con, chau, ngudi c6 cong nudi dudng minh; du da, ¢p budc hodc chura chép nguoi chua
thanh nién vi pham phép luat; mua ban, dénh trao, chiém doat tré em.

+ Tré em dugc nhan [am con nudi phai c6 du diéu kién nhu sau:

- La tré em dudi 16 tuoi (néu thude truong hop cha dugng, me ké, ¢, cau, di, chuy,
bac rudt nhan lam con nudi thi ¢ thé dén dudi 18 tudi);

- M6t ngudi chi duge lam con nu6i cua mdt nguoi doc than hodc cua ca hai nguoi la
vo chong.

[) Can ctr phap ly:

- Luat Nudi con nudi;

- Nghi dinh s 19/2011/NB-CP ngay 21/3/2011 ctia Chinh phu quy dinh chi tiét thi
hanh mot s6 diéu cta Luat Nudi con nudi;

- Thong tu s6 12/2011/TT-BTP ngay 27/6/2011 vé viéc ban hanh va hudng din viéc
ghi chép, luu trit, st dung biéu mau nudi con nudi;

- Thong tu s6 24/2014/TT-BTP ngay 29/12/2014 sira doi, bd sung mot s diéu cua
Thong tu s6 12/2011/TT-BTP ngay 27/6/2011 ctiia B Tu phap vé viéc ban hanh va hudng
dan viéc ghi chép, luu tri¥, sir dung biéu mau nudi con nudi;

- Nghi dinh s6 114/2016/ND-CP ngay 08/7/2016 ctua Chinh phii quy dinh 1& phi
dang ky nudi con nudi, 1¢ phi cap gidy phép hoat dong cia t6 chirc nudi con nudi nudc
ngoai;

- Thong tu s6 267/2016/TT-BTP ngay 14/11/2016 huéng dan lap du toan, quan 1y,
sir dung va quyét toan kinh phi ngan sach nha nudc bao dam cho cong tac nudi con nudi va
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cap, gia han, stra doi giay phép hoat dong ctia t6 chlrc nudi con nudi nudc ngoai tai Viét
Nam.
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Méu TP/CN-2011/CN.06

CONG HOA XA HQI CHU NGHIA VIET NAM

Doc lap - Tu do - Hanh phuc

TO KHAI HOAN CANH GIA PINH CUA NGUOI NHAN CON NUOI
PHAN TU KHAI CUA NGUOI NHAN CON NUOI

1. Ong:
HO vaten: ..ocveeiece e Ngay sinh: ..ooveeeieee e
INOT ST Lttt et et et s r e e en e nree e
S6 Gidy CMND: ................... NOT CAP: e, NEAY CAP oo
INZNE NZRIED: oottt an e en e er s
B[ I 4180 0T o SRR
Tinh trang hon NHAN®: ..........c.cooiiiieeiiceee ettt

2. Ba:
HO VAtEN: coeiie e Ngay sinh: ..oooveeeieciece e
NOT SINNE Lt
S6 Gidy CMND: .................... NOT CAP: e NEAY CAP e
DT TR 1Yed 1113 s U
DA (2 I 4180 0T o £ USSR
Tinh trang hon NhAN™: ..ot s

I\ o 1o £ PTTTRTTR

3 Khai rd day la 1an két hon thr may cia nguoi nhan con nudi, tinh trang con céi.
# Khai nhu chu thich 1.
% Khai rd hién nay ngudi nhan con nudi dang song cung véi ai; thai do ciia nhiing ngudi trong gia dinh vé viéc nhan con

nuoi.
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— , ngay........ thang.......... nam..............
Ong Ba
(Ky, ghi ro ho tén) (Ky, ghi ro ho tén)

Y kién ciia T truéng to dan phd/Trwéng thon vé nguwoi nhin con nudi:

Té trwéng dan phd/Truéng thén
(Ky, ghi ro ho tén)

Xdc minh ciia cong chirc te phdp - h tich®:

Nguwoi xac minh
(Ky, ghi ro ho tén)

TM. UBND XA/PHUONG/THI TRAN
(Ky, ghi r6 ho tén, chirc vu va dong dau)

Y kién ctia cdn bd xdc minh vé cdc ndi dung ma ngudi nhan con nudi ty khai & trén. Danh gid ngudi nhan con nudi d
hay khong du diéu ki¢én dé nhan con nudi.



Mau TP/CN-2014/CN.02

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc
Anh 4 x 6cm Anh 4 x 6 cm

PON XIN NHAN CON NUOI

(Dung cho truong hgp nudi con nudi trong nude)

KD @O oo

Chung toi/toi la:

Ho va tén

Ngay, thang, nam sinh

Noi sinh

Dan toc

Qudc tich

Nghé nghiép

Noi thuong tra

S Gidy CMND/Hb chiéu

Noi cap

Ngay, thang, nim cip

Pia chi lién hé

bién thoai/fax/email

C6 nguyén vong nhan tré em dwdi diy lam con nuoi:

Hovatén:...........oooiiiiii i, Giditinh: .................... ...
Ngay, thang, ndm Sinh: ...
NOTSINN: Lttt sttt e e enreen
Dan tocC: .voeveveieiie e, QUOC HCR: e
Tinh trang sUe KhoG: .......oooiiiiiiiee e e

" Trudong hop ngudi nhan con nudi thudng tri trong nude, thi gii UBND xa/ phuong/thi tran noi ¢6 tham quyén dang
ky viéc nudi con nudi. Trudng hop ngudi nhan con nudi va ngudi duge nhin lam con nudi tam trit & nudc ngoai, thi guri
Co quan dai dién Viét Nam, noi c6 tham quyén déng ky viéc nuoi con nudi.
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Gia dinh;

Ho va tén

Ngay, thang, nam sinh

Dia chi lién hé

bién thoai,/fax/ email

Quan h¢ voi tré em duogc
nhan lam con nuoi

CO SO NUOT AUTNEE: ..ottt

LY do nh@n CoOn NUOIL: ....ooveeiiiiciiiece e

Néu duoc nhén tré em lam con nudi, chung t61/t61 cam két s& cham soc, nudi dudng, gido
duc tré em nhu con dé ctia minh va thuc hién moi nghia vu ctia cha me ddi véi con theo quy dinh
ctia phap luat. Chung t6i/téi cam két trong thoi han ba nam, ké tir ngay giao nhan con nudi, dinh ky
06 thang mot 1an, giri thong bao vé tinh trang phat trién moi mit cta con nudi (c6 kém theo anh)

3210 OO ® noi chiing t6i/t6i thudng tri.
D& NIl oo xem xét, giai quyét.
.................. , ngay ........... thang ......... nam..............
ONG BA
(Ky, ghi ro ho tén) (Ky, ghi ro ho tén)

® Ghi rd tén va dia chi co so nuéi dudng.
® Ghi tén UBND x4/phudng/thi tran hoic Co quan dai dién Viét Nam & nuéc ngoai.
10 Nhu kinh guri.
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2. Thi tuc dang ky lai viéc nudi con nudi trong nwéc

a) Trinh tu thuc hi¢n:

- Nguoi ¢ yéu cau dang ky lai viéc nudi con nudi ndp To khai ding ky lai viéc nudi
con nudi tai Uy ban nhan dan cdp xi noi cha me nudi va con nudi thudng tra hodc noi da
dang ky viéc nudi con nudi trude diy (truong hop yéu ciu dang ky lai tai Uy ban nhan dan
cap xa khong phai 14 noi trude ddy di ding ky viée nudi con nudi, thi T khai phai c6 cam
két cta ngudi yéu cau ding ky lai vé tinh trung thuc cta viéc ding ky nudi con nudi trude
d6 va c6 chir ky cia it nhat hai nguoi 1am chimg);

- Chu tich Uy ban nhan déan cép xi ky va cip cho nguoi yéu cau ding ky lai 01 ban
chinh Gidy chimg nhan nuéi con nuoi.

b) Cach thirc thuc hién: Tryc tiép tai Uy ban nhan dan cap xa .

¢) Thanh phan hd so: To khai dang ky lai viéc nuéi con nuoi.

d) Thoi han giai quyét: Trong thoi han 05 ngay lam viéc, ké tir ngdy nhan da hd so
hop 1é.

d) Bdi tuong thuc hién thi tuc hanh chinh: Ca nhan.

e) Co quan thyc hién tha tuc hanh chinh:

- Co quan ¢ thAm quyén quyét dinh: Uy ban nhan dan cép xa.

- Co quan tryc tiép thuc hién thu tuc hanh chinh: Uy ban nhan dan cip xa.

- Co quan phdi hop: Khong

g) Tén mau don, mau to khai: To khai dang ky lai viéc nudi con nudi, mau TP/CN-
2011/CN.04.

h) L¢ phi: Khong.
i) Két qua thue hién thu tuc hanh chinh: Gidy ching nhan viéc nudi con nudi.
K) Yéu cau, diéu kién thuc hién thi tuc hanh chinh:

- S6 ho tich va ban chinh gidy to ding ky nudi con nudi bi mat hoic hu hong khong
st dung duoc;

- Cha, me nudi va con nudi déu con sdng vao thoi diém yéu cau dang ky lai.

[) Can ctr phap ly:

- Luat Nudi con nudi;

- Nghi dinh s6 19/2011/NB-CP ngay 21/3/2011 ctia Chinh phii quy dinh chi tiét thi
hanh mot so diéu cua Luat Nuoi con nuoi;

- Thong tu s6 12/2011/TT-BTP ngay 27/6/2011 vé viéc ban hanh va hudng dan viéc

ghi chép, luu trir, sit dung biéu mau nudi con nudi;
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- Thong tu s6 24/2014/TT-BTP ngay 29/12/2014 sira doi, b sung mot s diéu cua
Thong tu s6 12/2011/TT-BTP ngay 27/6/2011 ciia Bo Tu phap vé viéc ban hanh va hudng
dan viéc ghi chép, luu trit, str dung biéu miu nudi con nudi;

- Nghi dinh s6 114/2016/ND-CP ngay 08/7/2016 ciia Chinh phu quy dinh 1& phi
dang ky nudi con nudi, 1& phi cap gidy phép hoat dong cia t6 chirc nudi con nudi nude
ngoai;

- Thong tu s6 267/2016/TT-BTP ngay 14/11/2016 huéng dan lap du toan, quan 1y,
st dung va quyét toan kinh phi ngan sach nha nudc bao dam cho cong tac nudi con nudi va
cip, gia han, sira ddi gidy phép hoat dong cta t6 chirc nudi con nudi nudc ngodi tai Viét
Nam.
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Anh 4x 6 cm CONG HOA XA HQI CHU NGHIA VIET NAM
(chup chua Poc lap - Tu do - Hanh phic
qué 6 thang)

TO KHAI PANG KY LAI VIEC NUOI CON NUOI
Kinh @izt

Chung toi /tdi 1a:

Méu TP/CN-2011/CN.04

Anh 4x 6 cm
(chyp chua
qua 6 thang)

Ba

Ho va tén

Ngay, thang, nam sinh

Noi sinh

Dan toc

Qudc tich

Noi thuong tra

S6 Gidy CMND/H6 chiéu

Noi cap

Ngay, thang, nim cip

Pia chi lién hé

bién thoai/fax/email

Pa nhan nguoi co tén dwdi day lam con nuéi:

HO VAN .o Gioi tinh: ..o
Ngay, thang, nam SINN:.......cccciiiiii
INOT STNRI e bbb e r e bt r s
DaAN tOC: vvvieiieie e QUOC tiCh: v
NOTthUONE T ee et e e e e srre e enes

Phén khai vé bén giao con nudi truée day*?

Ho va tén

Ngay, thang, nam sinh

Noi sinh

Dan toc

Qudc tich

Noi thuong tro/tam tra

1 Truong hop nudi con nudi trong nudc, thi gui UBND xa/ phuong/thi trin noi c6 tham quyen dang ky lai viéc nudi
con nudi. Truong hop nudi con nudi ¢6 yéu té nude ngoai, thi giri S& Tu phap, noi c6 thim quyén ding ky lai viéc nudi

con nudi.
12 Néu c6 dugc cac thong tin nay.
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S6 Gidy CMND/H6 chiéu

Noi cap

Ngay, thang, nim cap

Dia chi lién hé

bién thoai/fax/email

Quan h¢ véi tré duwge nhan 1am con nuéi i

TEN CO SO MUOT AUTNEZ: ..ottt
Chtrc vu cua nguoi dai dign co SO NUOT AUGNZ: ..eovvvevvvveiiiiieeeiiee e
Viéc nudi con nudi da duwge dang Ky tai: ...

Chuting t61 cam doan 101 khai trén day la ding sy that va chiu trach nhi¢m trude phap luat vé
cam doan cia minh.

Nguwoi khai
(Ky, ghi ro ho tén)

X4c nhin ciia Ngwoilam chieng thir nhét* X&ac nhan cia Nguoilam chirng thir hai
TONEEN 1A sinh nam ... Toi tén la sinh nam ........
S6 CMND... cur trl taie . S6 CMND
Tai xin lam chirng viéc nudi con nudi néu trén la To1 xin lam chirng viéc nudi con nudi néu trén
dung sy that va xin chju trach nhiém vé viéc lam la dang su that va xin chiu trach nhiém vé viéc lam
chirng cua minh. chiimg cua minh.
................. , NQay......thang..... nam...... cvrveneey NQAY...... thaNg...... nam.........

(Ky, ghi ro ho tén)

3 Ghi 16 la cha, me dé; nguoi gidm h hay co s6 nudi dwong. Néu la co sé nudi dwdng thi ghi ré tén co s¢ nudi dudng,
chikc vu cua nguwoi dai dién co so nudi duong.
4 Khong can cé xdc nhdn ciia ngueoi lam chimg néu déing ky lai viéc nuéi con nudi tai UBND cdp xd/STP noi di dang ky
viéc NCN trucc day.
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VI.LINH VUC BOI THUONG NHA NUOC

1. Thi tuc giai quyét bdi thwong tai co quan cé trach nhiém boi thuwong
trong hoat dong quin ly hanh chinh

a) Trinh ty thuc hién:

- Nguoi bi thiét hai giri hd so yéu cau bodi thudng dén co quan co trach nhiém
bdi thudng.

- Khi nhan hd so yéu ciu bdi thudng, co quan co trach nhiém boi thudng
phai kiém tra va xac dinh tinh hop 1¢ cua don va cac giéy to, tai liéu kem theo;
trudng hop ho so khong day du thi huéng ddn ngudi yéu cau boi thuong bo sung.

- Thu Iy don yéu cau bdi thuong: trong thoi han 05 ngay 1am viée, ké tir ngdy
nhan duoc don yéu cau va cac gidy to hop 1é;

- X4c minh thiét hai: trong thdi han 20 ngay, ké tir ngay thu 1y don yéu cau boi
thudng; truomg hop vu viée ¢6 nhiéu tinh tiét phirc tap hodc phai xac minh tai nhiéu
dia diém thi thoi han xac minh thiét hai c6 thé kéo dai nhung khong qua 40 ngay;

- Thuong luong boi thuong: trong thdi han 03 ngay lam viée, ké tir ngay két
thiic viéc xac minh thi¢t hai, nguoi dai dién phai tién hanh thuong lugng véi nguoi bi
thiét hai. Thoi han thuc hién viéc thuong luong 1a 30 ngdy, ké tir ngay két thic viéc
xac minh thi€t hai; truong hop vu viéc co nhiéu tinh tiét phuc tap thi thoi han thuong
lwong co thé kéo dai thém nhung khong qué 45 ngay;

- Quyét dinh giai quyét boi thudng: trong thoi han 10 ngdy, ké tir ngay két thuc
viéc thuong luong, co quan co trach nhiém bdi thuong phai ra quyét dinh giai quyét
bdi thudng.

b) Cach thtc thuc hién: Truc tiép tai tru s& co quan hanh chinh hodc qua hé
théng buu chinh;

¢) Thanh phan, s6 luong hd so:
* Thanh phan ho so

- bon yéu cau bdi thuong (Mau 0la hodc 01b Ban hanh kém theo Thong tu
lién tich s0 18/2015/TTLT-BTP-BTC-TTCP ngay 14/12/2015)

- Ban sao van ban cua co quan nha nudc c6 tham quyén xéc dinh hanh vi trai
phép luat ctia nguoi thi hanh cong vu (1a mot trong cac van ban sau day):

+ Quyét dinh thu hoi, hity bo, thay thé, stra d6i quyét dinh hanh chinh do quyét
dinh d6 dugc ban hanh trai phap luét;

+ Quyét dinh giai quyét khiéu nai cua ngudi c6 thim quyén theo quy dinh cua
phap luat vé khi€u nai;

+ Két luan ndi dung t6 cédo cua ngudi co tham quyén theo quy dinh ctia phap
luat vé to cao;

+ Két luan thanh tra giai quyét vu viéc khiéu nai, t6 cdo cua co quan nha nuéc
c6 tham quyén theo quy dinh cua phép luat vé thanh tra;
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+ Ban 4n, quyét dinh ctia Toa an vé giai quyét vu an hanh chinh da c6 hiéu luc
phap luat;

+ Ban an, quyét dinh cta Toa 4n vé viée giai quyét vu an dan su da c6 hiéu luc
phép luat tuyén hiy quyét dinh hanh chinh;

+ Ban 4n, quyét dinh ctia Toa an vé viéc giai quyét vu an hinh su xac dinh
ngudi thi hanh cong vu c6 hanh vi pham t01 trong khi thi hanh cong vu ma tai Ban an,
quyét dinh d6 chua xac dinh trach nhiém boi thudng thiét hai do hanh vi pham toi ctia
nguoi thi hanh cong vu gay ra trong khi thi hanh cong vu.

- Gidy uy quyén yéu cau boi thuong hop phép, trong truong hop ngudi yéu cau
boi1 thuong 1a nguoi dai dién theo uy quyén ctia ngudi bi thiét hai.

- Tai li€u, chung cr kéem theo (néu co).

- Trudng hop ngudi bi thiét hai chét ma nguoi thira ké ciia ngudi bi thiét hai
gtri don yé€u cau boi thuong thi ngoai céc tai li¢u trén, ho so yéu cau boi thuong con
phai c6 cac tai liéu sau day:

+ Di chuc ctia nguoi bi thi¢t hai hoac van ban hgp phap khac chirmg minh
quyén thtra ké cia nguoi yéu cau boi thuong;

+ Vin ban y quyén hop phéap vé viéc cir mot ngudi trong nhirng nguoi thira ké
hodc cu nguoi khac khong phai la nguoi thira ké 1am nguoi dai dién cho nhiing nguoi
thira ké ctia nguoi bi thiét hai thyc hién quyén yéu cau boi thudng, trong trudng hop
ngudi bi thiét hai co nhiéu nguoi thira ké;

+ Chtrng minh thu nhan dan va cac loai gidy to chirg minh quan hé cta ho d6i
v&i1 nguoi bi thiét hai nhu: ho khau, gidy chung nhan dang ky két hon, giay khai sinh
cua nguodi yéu cau boi thuong... hodc xac nhdn cua chinh quyén dia phuong noi
ngudi bi thi€t hai cu tri hodc xac nhan cua co quan, t6 chirc noi ngudi bi thiét hai lam
vi€c xac nhan ngudi bi thi¢t hai 1a than nhan ctia nguoi yéu cau boi thuong.

(Truong hop ngudi bi thiét hai truc tiép giri hd so yéu cau bodi thudng tai co
quan c6 trach nhi¢m bodi thuong thi gui ban photocopy cac giay to nay, dong thoi
mang theo ban chinh dé doi chi€u; Trudong hop ngudi bi thiét hai giri ho so yéu cau
boi thuong dén co quan cé trach nhi€ém bodi thuong thong qua dudng buu dién thi giri
ban sao c6 chung thyuc cac gidy to nay).

d) Thoi han giai quyét ho so: 65 ngay ké tir nhan dugce hd so hop 1¢

- Truong hop vu viée ¢6 nhiéu tinh tiét phirc tap hodc phai xac minh tai nhiéu
dia di€m va thoi han thuong lugng thi thoi han giai quyét co thé kéo dai thém nhung
khong qué 100 ngay

d) Co quan thuc hién thi tuc hanh chinh: UBND cép x4

e) Péi tuong thuc hién thu tuc hanh chinh: c4 nhén, t6 chic

g) Tén mau don, mau to khai: Pon yéu cau boi thuong (Mau 0la hodc 01b Ban
hanh kém theo Thong tu lién tich so0 18/2015/TTLT-BTP-BTC-TTCP ngay
14/12/2015).
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g) Lé phi: Khong.

h) Két qua thuc hién tha tuc hanh chinh: Quyét dinh hanh chinh.

i) Yéu cau diéu kién thyuc hién tha tuc hanh chinh:

- Trach nhiém boi thuong cua Nha nude trong hoat dong quan Iy hanh chinh
chi phat sinh khi c6 du cac di€u kién sau day:

+ C6 vin ban cua co quan nha nudc c6 thAim quyén xac dinh hanh vi ctia ngudi
thi hanh cong vu la trai phép luat;

1+ Hanh vi trai phap luat cua nguo1i thi hanh céng vy thuoc pham vi trach nhiém
bo1 thuong quy dinh tai Piéu 13 cia Luat TNBTCNN;

+ Co thiét hai thyc té xay ra;

+ C6 mbi quan hé nhan qua giira thiét hai thuc té xdy ra va hanh vi trai phap
luat cua nguoi thi hanh cong vu.

- Nha nuéc khong boi thuong ddi voi thiét hai xay ra hoan toan do 13i cua
nguoi bi thiét hai; truong hop nguoi thi hanh céng vu va nguoi bi thiét hai cung c6 161
thi Nha nudce chi boi thuong mdt phan thi€t hai tuvong ting voi phan 161 ctia nguoi thi
hanh cong vu.

I) Can ctr phap 1y ctia thu tuc hanh chinh:

- Luét Trach nhiém bdi thuong ctia Nha nude 2009;

- Nghi dinh s6 16/2010/ND-CP ngay 03/3/2010 cua Chinh phu quy dinh chi
tiet va huong dan thi hanh moét s6 di€u cua Luat TNBTCNN.

- Théng tu lién tich sb 18/2015/TTLT-BTP-BTC-TTCP ngay 14/12/2015 cua
B6 Tu phap, Bo Tai chinh, Thanh tra Chinh phu hudng dan thuc hién trach nhi€ém boi
thuong ctia Nha nudc trong hoat dong quan 1y hanh chinh.
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Mau sé6 01a (Ban hanh kém theo Thong tw lién tich s6 18/2015/TTLT/BTP-
BTC-TTCP ngay 14/12/2015 huong ddn thuc hién trach nhiém boi thuong cua Nha
nwoc trong hoat dong quan ly hanh chinh)

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phuc

DON YEU CAU BOI THUONG
(doi voi ca nhan bi thiét hai)

Kinh QUic....coovvveeiiiiiieiieeeeieeeee (Tén co quan c¢é trach nhiém boi
thuong)

Tén toi la

DA CRIU oo e et e e

Can cir (néu tén van ban quy dinh tai Diéu 3 Théng tw lién tich sé
18/2015/TTLT-BTP-BTC-TTCP ngay 14/12/2015 cua Bo Tw phdp, B¢ Tai chinh va
Thanh tra Chinh phi), t6i dé nghi Quy co quan xem xét, gidi quyét boi thwong thi¢t
hai theo quy dinh ciia Ludt Trach nhiém béi thwong ciia Nha nwéc, bao gom cdc
khodn sau:

1. Yéu cdu thu thdp van bin xdc dinh hanh vi trdi phdp ludt ciia ngwoi thi
hanh cong vu
(Trong truong hop co quan nha nuée cé tham quyén da ban hanh vin ban xdc
dinh hanh vi trai phap ludt cua nguoi thi hanh cong vu nhung nguoi bi thiét hai
khéng c6 khd ndng cung cdp van ban do).
2. Thigt hgi do tai sdn bi xdm pham (néu cd)
TR HQT SAN: ..o ettt e

Dac diém ciia tai san (hinh dang, mau sdc, kich thuée, cong dung, nam san
Xudt, Xudt xur tai SAN, NOT MUA TAT SAN... )  .....cceeeeeeeeeeieiieieeeeeireees seriiieeee e

Tinh trang tai san (bi phdt mai, bi mat, bi hie RONG):........oovveeeeeecere o,
Gid tri 11 SAN KRT MU ...t
Gid tri tai san khi bi XAm pR@M:.............cccceiiiiiiiie e e
Thiét hai do viéc khong sir dung, khai thdc tai san (néu co):

(Kém theo tai liéu chitng minh vé tai san néu trén néu c6)
MAEC YU CAU BOT LRUONG ... e es e
3. Thu nhap thuc 16 bi mit hodc bi giam sut (néu co)



(Kem theo tai lieu chung minh thu nhdp thuc té bi mat hodc bi giam sut)
4. Thiét hai do ton thit vé tinh than (néu cé)

a) Truong hop bi tam gitr, bi dwa vao truong gido duong, co so giao duc, co so
chita bénh

S6 ngay bi tam giit / bi dwea vao truong gido dudng / co sé gido duc / co sé chiva

bénh (tw ngay ................... dén ngay...........c........ ) e e e e ngay.
S6 1ién YOU CAU DOT tMUONG: ............oooeeeeersererrses e er s,

b) Truwong hop suwc khoé bi xam pham

Mite do sire khoé bj ton hai: .

SO 16N YEU CAU DOT REOTG: ... e nee,
5. Thiét hai vé vt chat do bi ton hai vé sirc khée (néu cé)

a) Chi phi hop 1y cho viéc ciru chita, béi dudng, phuc héi sikc khde va chire ning
bi mat, bi GIAm SUt, DAO GOM:..........c.cooeeeeeeeeeeeeeeeeeeeeeeee e,

(Kém theo hé so bénh dn, héa don, chitng tir, xdc nhdn lién quan dén cdc chi phi
trén).

b) Chi phi hop Iy va thu nhdp thic té bi mat ciia ngwoi cham séc nguoi by thiét
hai trong thoi gian diéu tri (MEU CO):........oooeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee e

(Kém theo gidy to chitng minh nhitng khodn tién trén)
¢) Truong hop nguoi bi thiét hai mat khd ndng lao déng
- Chi phi hop Iy cho nguoi thwong xuyén chiam séc nguwoi bi thiét hai (néu co):

- Khoan tlen cdp duong cho nhitng nguoi ma nguoi bi thi¢t hai dang thuc hién
nghia vu cdp dudng (néu co):

(Kém theo gidy to chitng minh nhitng khodn tién trén)
6. Tong céng sé tién dé nghi boi thwong

Pé nghi Quy Co quan xem xét, giai quyét boi thwong cho Téi vé nhitng thiét hai
trén theo quy dinh cua phap luat./.
........ ngay..... thang..... nam... ...
Nguwoi yéu cau boi thwong
(Ky va ghi ro ho tén)
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Miu s6 01b (Ban hanh kém theo Thong ur lién tich so 18/2015/TTLT-BTP-BTC-
TTCP ngay 14/12/2015 huong dan thuc hién trach nhiém boi thuong cua Nha nuodc
trong hoat dong quan Iy hanh chinh)

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phuc

PON YEU CAU BOI THUONG THIET HAI
(doi voi truong hop nguoi bi thiét hai chét)

Kinh gui:.......ccooeevveenn.... (Tén co quan co trach nhiém béi thuong)
TEM LOT LQ: ..ottt e e e e e e e e et e e e e e e e e e

La: ........... (Ghi ro quan hé voi nguoi bi thiét hai la: vo, chong, cha dé, me
dé, cha nudi, me nuoi, con de, con nudi, nguoi truc tiép nuoi duwong nguoi bi thiét
hai, nguoi dwoc nguoi bi thiét hai truc tiép nudoi duong).

Duwoc sw vy quyén cua nhitng nguoi sau (néu co):

Can cir (néu tén van ban quy dinh tai Diéu 3 Théng tw lién tich sé
18/2015/TTLT-BTP-BTC-TTCP ngay 14/12/2015 cua Bo Tu phdp, B¢ Tai chinh va
Thanh tra Chinh phi), toi dé nghi Quy co' quan xem xét, giai quyét boi thuong thi¢t
hai theo quy dinh cua Ludt Trach nhiém boi thuong cua Nha nwdc, bao gom cdc
khoadn sau:

1. Yéu cdu thu thdp van bin xdc dinh hanh vi trdi phdp ludt ciia ngwoi thi
hanh cong vu

(Trong truong hop co quan nha nuée cé tham quyén dd ban hanh vin ban xdc
dinh hanh vi trdai phap luat cua nguwoi thi hanh cong vu nhung nguoi bi thiét hai
khéng c6 khd ndng cung cdp van ban doé).

2. Thiét hgi do ton thit vé tinh than... ... ... ...........c..ccccc oo e veeveonee,

3. Chi phi cho viéc civu chiva, béi dwéng, cham séc ngwoi bi thiét hai truée
KRi ChEt (MEU CO) ... ........o oo ev ettt e e e e e e e e e e

(Kém theo hé so bénh dn, héa don, chitng tir, xdc nhdn lién quan dén cdc chi phi
trén)
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4. Khodn tién cdp dwing cho nhitng ngwoi ma ngwoi bi thiét hai dang thuc
hién nghia vu cdp dudng (MU CO) ... .............c.ccooeviiiee it et it e,

(Kém theo gidy to chitng minh nhitng khodn tién cap dwéng trén)
5. Chi phimai tang... ... .o cov e e e e e e e e e e e e e
(Kém theo gidy chirng tit)

6. Tong cong so tien dé nghi boi thwong ...................c.cccocoeeeceeecvennn,

Pé nghi Quy Co quan xem xét, gidi quyét boi thwong thiét hai cho Téi theo quy
dinh cua phap luat./.

Xdc nhin ciia UBND xd, phwong, thi trdn ... ngay..... thang..... nam........
(Vé moi quan hé giita nguoi yéu cau boi thuong va Ngwoi yéu cau boi thuwong
nguoi bi thiét hai da chét) (Ky va ghi ro ho tén)

(Ky, déng ddu va ghi ré ho tén)
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2. Thii tuc chuyén giao quyét dinh giii quyét boi thuong
a) Trinh ty thuc hién:

- Nguoi thue hién viéc chuyén giao phai truc tiép chuyén giao quyét dinh giai
quyét b01 thuong cho nguoi bi thi€t hai. Nguoi bi thiét hai phai ky nhan vao bién ban
hodc s6 giao nhan quyét dinh giai quyet bdi thudng. ‘Ngay ky nhan cua nguoi bi thiét
hai duoc tinh 13 ngay nhan duoc quyét dinh giai quyét bodi thuong.

- Trong trudng hop ngudi bi thiét hai vang mat thi quyét dinh giai quyét boi
thudng co thé duoc giao cho nguoi thin c6 du ning lyc hanh vi dan su cing cu tri
v6i ho. Nguoi than ctiia nguoi bi thiét hai phai ky nhan vao bi€n ban hoac ) giao
nhan quyét dinh giai quyét boi thuong. Ngay ky nhan cia ngudi than cing cu tri duoc
tinh 13 ngdy nguoi bi thiét hai nhan duoc quyét dinh giai quyét boi thudng.

Trong truong hop nguoi bi thiét hai khong c6 nguoi than ¢6 di nang lyc hanh vi
dan su cung cu trtt hoac c6 nhung ho tur chdi nhan ho quyét dinh giai quyét boi thuong
thi c6 thé chuyén giao quyét dinh giai quyét boi thudng thong qua Uy ban nhin dan
cép xa noi nguoi bi thi¢t hai cu tra.

Trong trudng hop viéc chuyén giao quyét dinh giai quyét boi thudng qua ngudi
kh&c thi nguoi thuc hién viée chuyén giao phai 1ap bién ban ghi rd viéc nguoi bi thiét
hai vang mit, quyét dinh giai quyét boi thudng di dugc giao cho ai; 1y do; ngy, gio
giao; quan h¢ gitra nguoi nhan ho voi ngudi bi thiét hai; cam két giao ngay tin tay
quyét dinh giai quyet bdi thudng cho nguoi bi thi€t hai. Bién ban c6 chir ky cua nguoi
nhan chuyén quyét dinh giai quyét boi thuong va ngudi thuc hién viéc chuyén giao
quyét dinh giai quyét boi thuong, ngudi chu’ng kién.

Trong truong hop nguoi bi thiét hai ving mat ma khong 10 thoi diém tro Ve hodc
khong rd dia chi thi nguoi thyc hién viée chuyén giao quyét dinh giai quyét boi
thuong phai 1ap bién ban vé viéc khong thue hién duge viée chuyén giao. Bién ban
phai co chir ky ctia ngudi cung cip thong tin vé& ngudi bi thiét hai.

Trong trudng hop nguoi bi thiét hai tir chdi nhan quyét dinh gidi quyét boi
thuong thi nguoi thuc hién viée chuyen giao phai lap bién ban trong d6 néu 16 ly do
ctia viée tir chdi, c6 xac nhan cua t6 trudng t6 dan phd hoic Uy ban nhén dan, cong
an xd, phuong, thi trdin vé& viéc ngudi d6 tir chdi nhan quyét dinh giai quyét boi
thuong.

b) Céch thurc thuc hién:

¢) Thanh phan ho so:

- Quyét dinh giai quyét boi thuong;

- Bién ban hodc s6 giao nhin quyét dinh giai quyét boi thuong.
d) Thoi han giai quyét hd so: Chua quy dinh.

d) Co quan thuc hién thi tuc hanh chinh: UBND cép x4

e) Déi tuong thue hién thi tuc hanh chinh: ca nhan, t6 chic

g) Tén mau don, miu to khai: Khéng.
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h) Lé phi: Khdng.

) ,Két‘ qua thuc hién thu tuc hanh chinh: bién ban hodc ) giao nhan quyét dinh
giai quyét boi thuong.

K) Yéu cau diéu kién thuc hién thu tuc hanh chinh: Khéng.

I) Can ctr phap 1y ctia thu tuc hanh chinh:

- Luat Trach nhiém bdi thudng ctia Nha nude 2009;

- Nghi dNinh ) 16/2010/NB-CP ngay 03/3/2010 cua Chinh phu quy dinh chi
tiet va huong dan thi hanh mot s6 di€u ciia Luat TNBTCNN.
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3. Thi tuc cAp va chi tra tién bdi thuwong trong hoat dong quan Iy hanh
chinh

a) Trinh ty thuc hién:

- Trong thoi han 05 ngay 1am viée, ké tir ngdy ban an, quyét dinh giai quyet bdi
thuong co hiéu lyc phap luat, co quan co6 trach nhiém boi thuong phai chuyén ngay
ho so d& nghi bdi thudng dén co quan tai chinh c6 trach nhiém bao dam kinh phi theo
quy dinh ctia Luat Ngan sach nha nudc dé cap kinh phi chi tra boi thuong.

- Trudng hop co quan co trach nhiém bdi thuong ¢6 co quan quan 1y cép trén
thi gir1 ho so d€ co quan quan 1y cap trén tham dinh.

- Cham nhét 05 ngay lam viéc sau khi nhan dugc kinh phi, co quan c6 trach
nhi¢m boi thuong td chirc chi tra cho ngudi bi thi€t hai hodc nhan than nguoi bi thiét
hai. Viéc chi trd dugc thuc hi€n mot 1an bang tién mat hoac chuyén khoan theo théa
thuan.

b) Céch thire thuc hién: Thuc hién mot 1an bang tién mit cho nguoi duge nhan
tién boi thuong hodc chuyén khoan theo yéu cau cia ngudi nhan tién boi thuong.

¢) Thanh phan ho so:
- Vin ban dé nghi cap boi thudng kinh phi

- Ban sao van ban, quyét dinh ctia co quan nha nudc c6 thaim quyén xac dinh
hanh vi trai phap luat cua ngudi thi hanh cong vu

- Ban 4n, quyét dinh giai quyét bdi thuong clia co quan c6 thim quyén c6 hiéu
luc phap luat.

d) Thoi han giai quyét hod so: 20 ngdy lam viéc ké tir ngay nhin duoc hd so bdi
thuong hop 1€.

d) Co quan thuc hién thi tuc hanh chinh: co quan c6 trach nhiém bdi thudng.

e) Péi tuong thuc hién tha tuc hanh chinh: ca nhan, td chirc

g) Tén mau don, miu to khai: Khéng.

h) L& phi: Khéng.

i) Két qua thuc hién thu tuc hanh chinh: bién ban giao nhan tién boi thuong
phu hop véi hinh thire giao nhan tién.

K) Yéu cau diéu kién thyc hién thu tuc hanh chinh: Khéng.

[) Can cur phap 1y cua thu tuc hanh chinh:

- Luat Trach nhiém bdi thudng ctia Nha nude 2009;

- Nghi dinh 5O 16/2010/ND-CP ngay 03/3/2010 cua Chinh phu quy dinh chi

tiet va hudng dan thi hanh mét s6 diéu cua Luat TNBTCNN;

- Théng tu lién tich s6 18/2015/TTLT-BTP-BTC-TTCP ngay 14/12/2015 cia
Bo6 Tu phap, Bo Tai chinh, Thanh tra Chinh phii huéng dan thuc hién trach nhiém boi
thuong ctia Nha nudce trong hoat dong quan 1y hanh chinh.
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- Thong tu lién tich s6 71/2012/TTLT-BTC-BTP ngay 09/5/2012 cua lién B Tai
chinh, Bo Tu phap quy dinh viéc lap dy toan, quan ly, st dung va quyét toan kinh phi
thuc hién trach nhi€ém boi thuong cia Nha nude.
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4. Thii tuc gidi quyét khiéu nai vé bdi thwong nha nuéc lan dau
a) Trinh ty thuc hién:

+ Nguoi bi thiét hai g1 don khiéu nai;

+ Co quan c6 thAim quyén thu 1y giai quyét;

+ Xac minh ndi dung khiéu nai;

+ To chite ddi thoai;

+ Ban hanh quyét dinh giai quyét khiéu nai;

+ Guri quyét dinh giai quyét khiéu nai lan dau.

b) Cach thic thuc hién: ndp don khiéu nai truc tiép hodc qua hé théng buu

chinh dén tru sé co quan thyuc hién thu tuc hanh chinh.

¢) Thanh phan, s6 lugng hd so:

* Thanh phan ho so :

+ Pon khiéu nai hodc ban ghi 101 khiéu nai :

+ Tai liéu, chtng ¢t do cac bén cung cap

* S luong hd so : 01 bd

d) Thoi han giai quyét:

+ Khong qua 30 ngay, ké tir ngay thu 1y; d6i v6i vu viée phtic tap thi thoi han

giai quyét c6 thé kéo dai hon nhung khong qué 45 ngay, ké tir ngay thu 1y.

+ O ving sau, vung xa di lai khé khan thi thoi han giai quyét khiéu nai khong

qua 45 ngay, ké tir ngay thu 1y; dbi véi vu vige phure tap thi thot han giai quyét co thé
kéo dai hon nhung khong qua 60 ngay, ké tir ngay thu 1y.

dau.

d) Poi tuong thuc hién thu tuc hanh chinh: ca nhan, td chue.

e) Co quan thyc hién thi tuc hanh chinh: Cha tich Uy ban nhan dan cép
g) Két qua thuc hién thu tuc hanh chinh: Quyét dinh giai quyét khiéu nai lan

h) L& phi: Khéng.

i) Mau don, mau to khai : Khong quy dinh

K) Yéu cau, diéu kién thuc hién thu tuc hanh chinh: Khdng

I) Can ctr phap 1y cta thu tuc hanh chinh:

+ Luat Trach nhiém boi thudng ciia Nha nude 2009;

+ Nghi dinh s 16/2010/ND-CP ngay 03/3/2010 ctua Chinh phu quy dinh chi

tiét va hudng dan thi hanh mot s6 diéu ciia Luat TNBTCNN;

+ Théng tu lién tich sb 06/2014/TTLT-BTP-TTCP-BQP ngay 14/02/2014 cua

lién B6 Tu phéap, Thanh tra Chinh phi, B6 Qudc phong hudng dan khiéu nai, giai
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quyét khiéu nai vé bdi thudng nha nudc trong hoat dong quan 1y hanh chinh va thi
hanh an dan su;

+ Luat Khiéu nai nim 2011;

ot Nghi\ dinh sb 75/2012/ND-CP ngay 03/10/2012 cta Chinh phu quy dinh chi
ti€t mot so dicu cua Luat Khi€u nai./.
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