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

TINH HA TINH Doc 1ap - Tw do - Hanh phuc
So: 361 /QD-UBND Ha Tinh, ngay 30 thangor nam 2026
QUYET PINH

Cong b6 Danh muc va Quy trinh ndi bd thii tuc hanh chinh dwoc sira doi,
bo sung trong linh vuc ho tich, chirng thuc, nudi con nuoi
ap dung tai cap xa trén dia ban tinh Ha Tinh

CHU TICH UY BAN NHAN DAN TINH

Can cir Ludt Té chirc chinh quyén dia phwong ngay 16/6/2025;
~ Can cir Nghi dinh s6 63/2010/ND-CP ngay 08/6/2010 ciia Chinh phii vé
kiém soat thu tuc hanh chinh; Nghi dinh so 92/2017/ND-CP ngay 07/8/2017 cua
Chinh phu vé swa doi, bo sung mot so dieu cua cdac Nghi dinh lién quan dén
kiém soat thu tuc hanh chinh;

Can cir Nghi dinh s6 118/2025/ND-CP ngay 09/6/2025 ciia Chinh phii vé
thuc hién co ché mot cwea, mot cua lién thong tai bo phdan mot cura va cong Dich
vy cong quoc gia;

 Can cit Nghi quyét s6 66.7/2025/NQ-CP ngay 15/11/2025 ciia Chinh phii
vé cat giam, don gian hoa thu tuc hanh chinh dva trén dir liéu;

Can cir Théng tw s6 02/2017/TT-VPCP ngay 31/10/2017 cua B¢ truong,

Chii nhiém Vin phong Chinh phiit hudng dan vé nghiép vu kiém sodt thi tuc
hanh chinh;

Can cit Théng tw s6 03/2025/TT-VPCP ngay 15/9/2025 cia Vin phong
Chinh phii hieémg dan thi hanh mét s6 néi dung ciia Nghi dinh s6 118/2025/NP-CP
ngay 09/6/2025 ciia Chinh phii vé thuwe hién thi tuc hanh chinh theo co ché mot
ctta, mot cuea lién thong tai Bo phan Mot cira va C(fng Dich vu cong qué'c gia;

Theo dé nghi ciia Gidm ddc Sé Tuw phdp tai vin ban sé 144/STP-VP ngay
23/01/2026.

QUYET PINH:

Piéu 1. Cong bd kém theo Quyét dinh ‘nay Danh muc va Quy trinh ndi bo
44 thu tuc hanh chinh (TTHC) dugc stra d01 bd sung trong linh vuc h tich,
chung thyc, nudi con nudi thudc tham quyén quan 1y ctia nganh tu phap ap dung
tai cép xa trén dia ban tinh Ha Tinh.

Piéu 2. Giao S¢ Tu phép chu tri, phdi hop véi Bo Tu phap, Vian phong
UBND tinh (Trung tam Coéng bao - Tin hoc) va cac co quan, don vi lién quan



can cu Quyet dinh nay, trong thoi han 03 ngay lam viéc xay dung quy trinh dién
tr giai quyét TTHC duoc stra d6i, bo sung trén Hé théng thong tin giai quyét
TTHC téap trung cia B§ Tu phép theo ding quy dinh.

Piéu 3. Quyét dinh nay c6 hiéu luc ké tir ngay ban hanh;

- Thay thé Danh muc tha tuc hanh chinh linh vuc h¢ tich, nudi con nuodi
tai myc I, III phian B ban hanh kém theo Quyet dinh s6 74/QD-UBND ngay
12/01/2026 cua Chu tich UBND tinh vé cong bd Danh muc TTHC dugc stra doi,
bd sung trong linh vue ho tich, quéc tich, nuoi con nudi, hoa giai co so thude
tham quyén quéan 1y ctia nganh Tu phap cip tinh, cip xa ap dung trén dia ban
tinh;

- Thay thé Quy trinh ndi bd TTHC linh vyc hd tich; TTHC linh vuc nuoi
con nudi ¢ sb thir ty 03 phan III ban hanh kém theo Quyét dinh s6 1599/QD-
UBND ngay 27/6/2025 ciia Chu tich UBND tinh vé c¢6ng bé Danh muc va Quy
trinh ndi bo TTHC thudc thim quyén quan 1y ciia nganh Tu phap 4p dung tai
UBND cép x4 trén dja ban tinh Ha Tinh;

- Thay thé Danh muc va Quy trinh n6i bo TTHC linh vuc chirng thuc co
s6 thir tw 01 phan B ban hanh kém theo Quyét dinh sé 2973/QD-UBND ngay
19/11/2025 cta Cha tich UBND tinh vé cong bd Danh muc va Quy trinh nd1 bo
thu tuc hanh chinh dugc stra ddi, bd sung, bi bai bé trong linh vuc ching thuc ap
dung trén dia ban tinh Ha Tinh.

Piéu 4. Chanh Vin phong UBND tinh, Giam déc S¢ Tu phap, Giam ddc
cac sO, Thu trudng cac ban, nganh cip tinh; Giam ddc: Trung tim Cong bao - Tin
hoc tinh, Trung tdm Phuc vy hanh chinh cong tinh; Chu tich UBND céc xa,
phuong va cac to chire, ca nhan c6 lién quan chiu trach nhiém thi hanh Quyét dinh
nay./.

Noi nhdn:

- Nhu Piéu 4;

- B6 Tu phap;

- Chu tich, cac PCT UBND tinh;
- Trung tdm CB-TH tinh;

- UBND céc xa, phuong;

- Luu: VT, HCC..

T
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DANH MUC THU TUC HANH CHINH PUQC SUA POIL, BO SUNG TRONG LINH VUC HOQ TICH,
CHUNG THU'C, NUOI CON NUOI AP DUNG TAI CAP XA TREN PIA BAN TiNH HA TiNH

(Kém theo Quyét dinh s

/ODb-UBND ngay /

PHAN I: DANH MUC THU TUC HANH CHIiNH

/2026 cua Chu tich UBND tinh Ha Tinh)

TT

Tén thi tuc
hanh chinh

Ma
TTHC

Thoi han giai
quyet

Pia diém thuc
hién

Phi, 1€ phi
(néu co)

Cian cw phap ly

LINH VUC HO TICH (39 TTHC)

bang ky khai

sinh

1.001193

Ngay trong ngay tiép
nhan da hd so hop
1€, truong hop nhéan
ho so sau 15 gio ma
khong giai quyét
duoc ngay thi tra két
qua trong ngay lam
viec  tiép  theo.
Truong hop phai xac
minh tinh trang hon
nhan cua cha me tré
thi thot han xac
minh khéng qué 03
ngay lam vigc.

- Trung tdm phuc
vu Hanh chinh
cong cap xa;

- Trung tam phuc
vy hanh chinh cong
tinh (so”' 02, duong
Nguyén Chi Thanh,
phuong Thanh Sen,
tinh Ha Tinh) dé
thuc hién TTHC
phi dia gioi hanh
chinh;

- Qua Dich vu buu
chinh cong ich;

- Céng Dich wvu
cong Qubc gia:
http://dichvucong.
gov.vn.

- Lé phi 4p dung dbi
voi truong hop dang
ky khai sinh qua
han: 10.000
ddng/trudong hop néu
nop hd so truc
tiép/qua buu chinh;
0 dong/truong hop
néu nép hd so trén
moi truong mang;

- Mién 1¢ phi ddi véi
truong hop khai sinh
dung han; nguoi thude
gia dinh c6 cong voi
cach mang; nguoi
thudc ho ngheo; nguoi
khuyét tat;

- Phi cdp ban sao

- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 ctia Chinh phu
quy dinh chi tiét mot s6 diéu va
bién phap thi hanh Luat Ho tich;
- Nghi dinh s6 87/2020/NP-CP
ngay 28/7/2020 cua Chinh phu
quy dinh vé Co s¢ dir liéu hod
tich dién tr, dang ky ho tich truc
tuyén;

- Nghi dinh s6 104/2022/ND-
CP ngay 21/12/2022 cua Chinh
phu sua ddi, bod sung mot )
diéu cua cac nghi dinh lién
quan dén viéc nop, xuét trinh
s0 ho khau, s6 tam tri gidy khi
thuc hién thu tuc hanh chinh,
cung cép dich vu cong;



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

TT

Tén thi tuc
hanh chinh

Ma
TTHC

Thoi han giai
quyet

Pia diém thuc
hign

Phi, I¢ phi
(néu co)

Can ctr phép ly

- Ung Qyng dinh
danh quoc gia

giay khai sinh trong
treong  hop nguoi
dan yéu cau: 8.000
ddng/ban.

- Nghi dinh s6 07/2025/ND-CP
ngay 09/01/2025 cta Chinh phu
stra doi, bo sung mot sb didu
cua cac Nghi dinh trong linh
vuc ho tich, quéc tich, chung
thuec;

- Nghi dinh s 120/2025/Nb-
CP ngay 11/6/2025 ctia Chinh
pht quy dinh vé phan dinh
thAm quyén cua chinh quyén
dja phuong 02 céap trong linh
vuc quan ly nha nudc cua BO
Tu phap;

- Nghi quyét s6 66.7/2025/NQ-
CP ngay 15/11/2025 cta Chinh
pht quy dinh cat giam, don
gian hoa thu tuc hanh chinh
dua trén dir liéu;

- Nghi dinh s6 18/2026/NP-CP
ngay 14/01/2026 cua Chinh
phi sita doi, bé sung mét sé
Nghi dinh dé cat giam, don
gian hoa thu tuc hanh chinh,
diéu kién kinh doanh thugc
phagm vi quan ly cua Bg Tw
phdp;

- Thong tu sd 04/2020/TT-BTP
ngay 28/5/2020 cta BJ trudng
Bo Tu phap quy dinh chi tiét thi




TT

Tén thi tuc
hanh chinh

Ma
TTHC

Thoi han giai
quyet

Pia diém thuc
hign

Phi, I¢ phi
(néu co)

Can ctr phép ly

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

- Thong tu s6 01/2022/TT-BTP
ngay 04/01/2022 ctia Bo trudng
B6 Tu phap quy dinh chi tiét
mot sd didu va bién phap thi
hanh Nghi dinh
s6 87/2020/ND-CP ngay
28/7/2020 cta Chinh phu quy
dinh vé Co s¢ dir liéu ho tich
dién ta, dang ky ho tich truc
tuyén;

- Thong tu s6 03/2023/TT-BTP
ngay 02/8/2023 cua B trudéng
Bo Tu phap sira ddi, bd sung
mot sd nodi dung ciia Thong tu
sd  01/2022/TT-BTP  ngay
04/01/2022 ctua Bo truong Bo
Tu phap quy dinh chi tiét mot
sO didu va bién phéap thi hanh
Nghi dinh sé 87/2020/ND-CP
ngay 28/7/2020 cua Chinh phu
quy dinh vé Co s¢ dir liéu ho
tich dién tir, dang ky ho tich
truc myén;




TT

Tén thi tuc
hanh chinh

Ma
TTHC

Thoi han giai
quyet

Pia diém thuc
hign

Phi, 1§ phi

(néu co)

Can ctr phép ly

- Thong tu s6 04/2024/TT-BTP
ngay 06/6/2024 cua Bo trudng
B6 Tu phap sira doi, bd sung
mot sd diéu cia Thong tu sb
02/2020/TT-BTP ngay
08/4/2020 cua BJ trudéng B
Tu phap ban hanh, hudng dan
s dung, quan ly mau so quoc
tich va mau gidy to vé quoc
tich va Thong tu so
04/2020/TT-BTP ngay
28/5/2020 cua B§ trudéng Bo
Tu phép quy dinh chi tiét thi
hanh mot s6 diéu ctia Luat HO
tich va Nghi dinh s6
123/2015/Nb-CP ngay
15/11/2015 cua Chlnh phu quy
dinh chi tiét mot sb didu va
bién phdp thi hanh Luat HO
tich;

- Thong tu s6 08/2025/TT-BTP
ngay 12/6/2025 cua B trudéng
Bo Tu phap quy dinh vé phan
dinh tham quyén coa chinh
quyén dia phuong 02 cép va
phan cip trong linh vuc quan Iy
nha nudc cia B Tu phap;

- Thong tu s6 281/2016/TT-BTC
ngay 14/11/2016 cua B trudng




TT

Tén thi tuc
hanh chinh

Ma
TTHC

Thoi han giai
quyet

Pia diém thuc
hign

Phi, I¢ phi
(néu co)

Can ctr phép ly

B6 Tai chinh quy dinh mtc thu,
ché d6 thu, ndp, quan Iy va st
dung phi khai thac, su dung
thong tin trong co s& dit liéu ho
tich, phi xac nhan co quéc tich
Viét Nam, phi xac nhan la nguoi
géc Viét Nam, 1€ phi quéc tich;

- Thong tu s6 85/2019/TT-BTC
ngay 29/11/2019 cua B trudng
Bo Tai chinh huéng dan vé phi
va 1¢ phi thuoc thim quyén
quyét dinh cua Hoi dong nhan
dan tinh, thanh phé truc thudc
Trung vong;

- Théng tu s6 106/2021/TT-
BTC ngay 26/11/2021 cua Bo
truong BO Tai chinh sira doi, bd
sung mot s6 diéu ctua Thong tu
s6  85/2019/TT-BTC  ngay
29/11/2019 cua B Tai chinh
huéng din vé phi va 1& phi
thuoc thim quyén quyét dinh
ciia Hoi dong nhan dan tinh,
thanh phd tryc thudc Trung
uong.

- Nghi quyét s6 101/2023/NQ-
HDND ngay 13/07/2023 cua
HPND tinh vé stra d6i, bd sung
mot sb khoan phi, 1€ phi trén




1 | Tén thi tuc Ma Thai han giai Pia diém thuc Phi, I¢ phi Ciin et phap 1§
hanh chinh TTHC guyeét hién (néu co)
dia ban tinh Ha Tinh.
- Nghi quyét s6 136/2024/NQ-
HDND ngay 13/12/2024 cua
HDND tinh vé stra d6i, bd sung
mot sb khoan phi, 18 phi trén
dia ban tinh Ha Tinh.
- Quyét dinh sé6 163/0D-BTP
ngay 16/01/2026 cua B¢
truéng Bé Tw phdp vé viéc
cong b6 TTHC duwoc swa doi,
bo sung trong linh vic ho tich
dwoc thuc hién tai co quan
dang ky ho tich trong nuoc
thuéc pham vi chirc nang quadn
ly cua Bo Tw phap.
Ngay trong ngay - Lé phi: 60.000
tiép nhan hd so; ddng/trudng hop néu
truong hop nhan hod ndop hd so truc
so sau 15 gio ma tiép/qua buu chinh;
khong giai quyét 30.000 dong/trudng
Pang kY khai du:?c ngay thi‘tréllfét h({p néu Ar.lcf)p h@)‘ SO
2 |sinh co yéu 5| 2.000528 |qu@ frong ngay lam Nhu trén tren Mol truong Nhu trén
mréc ngodi V1¢C‘ tiep qt‘he’o. mangé A ,
Truong hop phai xac - Mién I¢ phi cho

minh tinh trang hon
nhan cua cha me tré
thi thoi han xac
minh khéng qué 03
ngay lam vigc.

nguoi thudc gia dinh
c6 cong voi cach
mang; nguoi thudc
hd ngheo; nguoi
khuyét tat;




1 | Tén thi tuc Ma Thai han giai Pia diém thuc Phi, I¢ phi Ciin et phap 1§
hanh chinh TTHC guyeét hién (néu co)
- Phi cap ban sao
trich luc ho tich
trong truong hop
ngudi din yéu cau:
8.000 dong/ban.
- L& phi: 10.000
ddng/trudng hop néu
nop hd  so truc
tiép/qua buu chinh;
0 déng/tmﬁrng hop
Trong 05 ngay lam né}l. nép ho so t_rén
N X s X mo1 truong mang,
vige, ke tr ngay - Mién 1¢ phi cho
Dang ky lai khai nhan du ho so hop nguoi thude gia dinh
3 N 1.004884 | I¢; Truong hop phai Nhu trén Y Ao Nhu trén
sinh , . NI c6 cong voi cach
xac minh thi thoi . n
han & & mang; nguoil thu(_)g
: g quyce A ) .
khong qua 25 ngay ho  nghco;  ngudi
' khuy¢ét tat;
- Phi cip ban sao
gidy khai sinh trong
truong hop nguoi
dan yéu cau: 8.000
dong/ban.
05 ngay lam viéc, - Lé phiz 60.000
Pang ky lai khai }li? tur ngayhnhan ;‘1’}1 d?ng/t;u;ong ho’ptneu
4 |sinh c6 yéu t6| 2.000522 |20 59 hop e Nhu trén nop o SO HUC Nhu trén

nudc ngoai

Truong hop phai
xac minh thi thoi
han gidi  quyét

tiép/qua buu chinh;
30.000 dong/truong
hop néu ndp hod so




TT

Tén thi tuc
hanh chinh

Ma
TTHC

Thoi han giai
quyet

Pia diém thuc
hign

Phi, I¢ phi
(néu co)

Cian cw phap ly

khong qué 25 ngay.

trén  moi
mang;

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

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

truong

Dang ky nhéan
cha, me, con

1.001022

Trong 03 ngay lam
viéc, sau khi nhan
da hd so hop lé.
Truong hop céan
phai x4&c minh thi
thoi han giai quyét
khéng qua 08 ngay

lam viéc.

Nhu trén

- Lé phi: 20.000
ddng/trudng hop néu
nop ho so truc tiép;
0 dong/truong hop
néu nop hd so trén
moi trudng mang;

- Mién 1¢ phi cho
nguoi thude gia dinh
c6 cong voi cach
mang; nguoi thudc
hd ngheo; nguoi
khuyét tat;

- Phi cap ban sao
trich luc ho tich
trong truong hop
ngudi din yéu cau:

Nhu trén




TT

Tén thi tuc
hanh chinh

Ma
TTHC

Thoi han giai
quyet

Pia diém thuc
hign

Phi, I¢ phi
(néu co)

Can ctr phép ly

8.000 dong/ban.

Pang ky nhan
cha, me, con co
yéu t6 nude
ngoai

2.000779

10 ngay lam viéc,
ké tir ngay nhdan du
ho so hop l¢

Nhu trén

- L¢ phi: 1.000.000
dong/truong hop néu
nop hd so truc tiép;
500.000 ddng/trudng
hop néu ndp hd so
trén  moi  trudng
mang;

- Mién 1¢ phi cho
nguoi thudc gia dinh
c6 cong voi cach
mang; nguoi thudc
hd ngheo; nguoi
khuyét tat;

- Phi cdp ban sao
trich luc hd tich
trong truong hop
ngudi din yéu cau:
8.000 dong/ban.

Nhu trén

bang ky khai
sinh két hop
dang ky nhéan
cha, me, con

1.000689

Trong 03 ngay lam
viee ké tr ngay
nhan di hd so hop
1¢, truong hop phai
xac minh thi thoi
han giai  quyét
khéng qua 08 ngay
lam viéc.

Nhu trén

L¢ phi:

- bang ky khai sinh
qua han: 10.000
dong/trudng hop néu
nép truc tiép/qua
buu chinh; 0
dong/truong hop néu
nop hd so trén moi
truong mang;

- Pang ky nhén cha,

Nhu trén




10

TT

Tén thi tuc
hanh chinh

Ma
TTHC

Thoi han giai
quyet

Pia diém thuc
hign

Phi, I¢ phi
(néu co)

Can ctr phép ly

me¢, con: 20.000
ddng/trudng hop néu
nép truc tiép/qua
buu chinh; 0
dong/truong hop néu
nop hd so trén méi
truong mang;

- Mién 1¢ phi d6i voi
truong hop dang ky
khai sinh dang han;
dang ky khai sinh
két hop nhan cha,
me, con dbi voi
nguoi thude gia dinh
c6 cong voi cach
mang; nguoi thudc
hd nghéo; nguoi
khuyét tat;

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

bang ky khai
sinh  két hop
ding ky nhéan
cha, me, con co
yéu t6 nudc
ngoai

1.001695

10 ngay lam viéc,
ke tir ngay nhan du
ho so hop 1¢

Nhu trén

- L¢ phi: Dang ky
khai sinh: 60.000
dong/truong hop.

- L¢ phi: Dang ky
nhan cha, me, con:
1.000.000

Nhu trén
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TT

Tén thi tuc
hanh chinh

Ma
TTHC

Thoi han giai
quyet

Pia diém thuc
hign

Phi, I¢ phi
(néu co)

Cian cw phap ly

dong/truong hop.

- Mién 1& phi cho
nguoi thude gia dinh
c6 cong voi cach
mang; nguoi thudc
ho nghéo; nguoi
khuyét tat.

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

bang ky khai
sinh cho nguoi
da c6 hd so, gidy
to cd nhan

1.004772

- Trong thot han 05
ngay lam viéc, ké tir
ngay nhan di ho so
hop 1€.

Trong truong hop
phdi x4c minh thi
thoi han giai quyét
khong qué 25 ngay.

Nhu trén

- Lé phi: 10.000
dong/truong hop néu
nop hd so truc
tiép/qua buu chinh; 0
ddng/trudong hop néu
noép hd so trén moi
truong mang;

- Mién 18 phi d6i véi
nguoi thude gia dinh
c6 cong voi cach
mang; nguoi thudc
ho ngheo; nguoi
khuyét tat;

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

Nhu trén
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1 | Tén thi tuc Ma Thai han giai Pia diém thuc Phi, I¢ phi Ciin et DhAD IV
hanh chinh TTHC guyeét hién (néu co) phap fy
dong/ban.
- Lé phi: 60.000
dong/trudng hop néu
nop hdé so truc
tiép/qua buu chinh;
30.000 dong/truong
05 ngdy lam viée, E‘;ﬁ e tﬁ;’é;"
Pang ky khai ké tir ngay nhan du o &
sinh c6 yéu to hé so hop ¢ ang,
nudc ngoai cho Truong hop phai co - Mién 1¢ phi cho
10 s~ . x| 1.000893 | " . . Nhu trén nguoi thude gia dinh Nhu trén
nguoi dd cd ho van ban xac minh o A >,
A g s . c6 cong voi cach
so, giay to ca thi thoi han giai . o
A Z n . mang; nguoi thude
nhan quyét khong qua 25 ha . .
ngdy 0 nghéo; nguoi
' khuyet tat;
- Phi cap ban sao
trich luc ho tich
trong truong hop
nguoi dan yéu cau:
8.000 dong/ban.
Ngay trong ngay ti€p - Luat Hon nhan va gia dinh
nhan du hd so hop - Mi3n 16 phi: nam 2014.
1¢; truong hop nhan oni cép bin sag | - LUat HO tich nam 2014,
, hé so sau 15 gio ma ion o pa eon | - Nehi dinh s6 123/2015/ND-CP
Dang ky ket hon | 1.000894 | khong gidi  quyet Nhu trén C T | ngay 15/11/2015 cua Chinh phu
s 1A trong truong hop : NS S
dugc ngay thi tra ket nousi dan veu cay: | 4w dinh chi tiét mot s di€u va
qua trong ngay lam 8g000 asn /gén | bién phap thi hanh Luat Ho tich.
viec  tiép theo. ' grban. - Nghi dinh s6 87/2020/ND-CP
Truong hgp can xac ngay 28/7/2020 cuia Chinh phu



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

Tén thi tuc
hanh chinh

Ma
TTHC

Thoi han giai
quyet

Pia diém thuc
hign

Phi, I¢ phi
(néu co)

Can ctr phép ly

minh diéu kién két
hon cua hai bén
nam, nit thi thoi han
giai quyét khong qua
05 ngay lam viéc.

quy dinh vé Co so dit liéu ho
tich dién t, dang ky hd tich truc
tuyén.

- Nghi dinh sé 07/2025/ND-CP
ngay 09/01/2025 cuaa Chinh
phu stra d6i, bd sung mot s6 didu
cua cac Nghi dinh trong linh vuc
ho tich, quéc tich, chimg thyc.

- Nghi dinh s6 120/2025/NP-CP
ngay 11/6/2025 cuia Chinh phu
quy dinh vé phan dinh thim
quyén cua chinh quyén dia
phuong 02 cap trong linh vuc
quan ly nha nudéc cia B§ Tu
phap.

- Nghi quyét s6 66.7/2025/NQ-
CP ngay 15/11/2025 cta Chinh
phi quy dinh cat giam, don
gian hoa thu tuc hanh chinh
dua trén dir liéu;

- Nghi dinh s6 18/2026/NP-CP
ngay 14/01/2026 cua Chinh
phi Sita déi, bé sung mgt sé
Nghi dinh dé cat giam, dom
gian hoa thu tuc hanh chinh,
diéu kién kinh doanh thugdc
pham vi quan ly cua By Tw
phdp;

- Théng tu sb 04/2020/TT-BTP
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TT

Tén thi tuc
hanh chinh

Ma
TTHC

Thoi han giai
quyet

Pia diém thuc
hign

Phi, 1§ phi

(néu co)

Can ctr phép ly

ngay 28/5/2020 cua B truong
B6 Tu phap quy dinh chi tiét thi
hanh mét s6 didu cua Luat Ho
tich  va Nghi dinh sé
123/2015/NDb-CP ngay
15/11/2015 cua Chlnh phu quy
dinh chi tiét mot s6 diéu va bién
phap thi hanh Luat Ho tich.

- Thong tu s6 08/2025/TT-BTP
ngay 12/6/2025 ctua B truong
B6 Tu phap quy dinh vé phan
dinh thAm quyén cua chinh
quyén dia phuong 02 cép va
phan cip trong linh vuc quéan Iy
nha nudc cua B§ Tu phap;

- Thong tu sd 01/2022/TT-BTP
ngay 04/01/2022 cta Bo truong
Bo Tu phap quy dinh chi tiét
mot s6 diu va bién phap thi
hanh Nghij dinh s6 87/2020/ND-
CP ngay 28/7/2020 cta Chinh
phii quy dinh vé Co so dit lidu
hd tich dién tir, dang ky ho tich
truc tuyén.

- Thong tu s6 03/2023/TT-BTP
ngay 02/8/2023 cua B truéng
Bo Tu phap sira doi, bo sung
mot sd nodi dung ctia Thong tu
s 01/2022/TT-BTP  ngay
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TT

Tén thi tuc
hanh chinh

Ma
TTHC

Thoi han giai
quyet

Pia diém thuc
hign

Phi, 1§ phi

(néu co)

Can ctr phép ly

04/01/2022 cua B9 truong Bo
Tu phap quy dinh chi tiét mot
s6 diéu va bién phéap thi hanh
Nghi dinh sé 87/2020/ND-CP
ngay 28/7/2020 cua Chinh phu
quy dinh vé Co so dir liéu ho
tich dién tor, dang ky ho tich
truc myén.

- Thong tu s6 04/2024/TT-BTP
ngay 06/6/2024 cua B trudng
Bo Tu phap sira ddi, bd sung
mot sd diéu cia Thong tu sb
02/2020/TT-BTP ngay
08/4/2020 cua B§ trudéng BO
Tu phap ban hanh, huong dan
s dung, quan ly mau so quoc
tich va mau gidy to vé quoc
tich va Thong tu sO
04/2020/TT-BTP ngay
28/5/2020 cua Bo truéng Bo
Tu phép quy dinh chi tiét thi
hanh mdt sb diéu cua Luat HO
tich va Nghi dinh s6
123/2015/Nb-CP ngay
15/11/2015 cta Chinh phu quy
dinh chi tiét mot sé diéu va
bién phap thi hanh Luat Ho
tich.

- Thong tu sb 281/2016/TT-
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TT

Tén thi tuc
hanh chinh

Ma
TTHC

Thoi han giai
quyet

Pia diém thuc
hign

Phi, I¢ phi
(néu co)

Can ctr phép ly

BTC ngay 14/11/2016 cua Bo
truéng BO Tai chinh quy dinh
muc thu, ché dé thu, ndp, quan
1y va stir dung phi khai thac, s
dung thong tin trong co s¢ dir
liéu ho tich, phi xac nhan co
quéc tich Viét Nam, phi xac
nhan 13 nguoi gbc Viét Nam, 18
phi quéc tich.

- Thong tu s6 85/2019/TT-BTC
ngay 29/11/2019 cua B¢ trudng
Bo Tai chinh huéng dan vé phi
va 1& phi thudc thadm quyén
quyét dinh ctua Hoi dong nhin
dan tinh, thanh phé truc thudc
Trung vong.

- Thong tu s 106/2021/TT-
BTC ngay 26/11/2021 cua B9
truong BO Tai chinh stra doi,
bd sung mot s6 diéu cua Thong
tr s6 85/2019/TT-BTC ngay
29/11/2019 cua Bo Tai chinh
huéng din vé phi va 1& phi
thugc thim quyén quyét dinh
ciia Hoi dong nhan dan tinh,
thanh phd tryc thudc Trung
uong.

- Nghi quyét s6 101/2023/NQ-
HDND ngay 13/07/2023 cua




17

1 | Tén thi tuc Ma Thai han giai Pia diém thuc Phi, I¢ phi Ciin et phap 1§
hanh chinh TTHC guyeét hién (néu co)
HPND tinh vé stra d6i, bo sung
mot sb khoan phi, 18 phi trén
dia ban tinh Ha Tinh.
- Quyét dinh sé6 163/0D-BTP
ngay 16/01/2026 cua B¢
trwong Bé Tw phdp vé viéc
cong b6 TTHC duwoc swa doi,
bo sung trong linh vic ho tich
dwoc thuc hién tai co quan
dang ky ho tich trong nuoc
thuoc pham vi chirc nang quan
ly cua Bo Tw phap.
- Lé phi: 1.000.000
ddng/trudng hop néu
nop ho so truc tiép;
500.000 ’
05 ngay lam viéc, dong/trrong hop néu
R o A s ndop ho so trén moi
ké tor ngay nhan du .
< A 1A hd so hop 1é. truogg mang,
Dang ky két hon \ XL - Mién I¢ phi cho
. A A . Truong hop can xac n L .
12 | c6 yéu to nudc | 2.000806 Nhu trén nguoi thude gia dinh Nhu trén

ngoai

minh thi thoi han
kéo dai  nhung
khéng qua 10 ngay

lam viéc

c6 cong voi cach
mang; nguoi thudc
hd ngheo; nguoi
khuyét tat;

- Phi cap ban sao
trich luc ho tich
trong truong hop
ngudi din yéu cau:
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Tén thi tuc Ma Thoi han giai Pia diém thuc Phi, I& phi o
T hanh chinh TTHC quyét hién (néu co) Can cir phap ly
8.000 dong/ban.
- L& phi: 10.000
dong/truong hop néu
nop hd so truc tiép; 0
dong/truong hop néu
nop hd so trén méi
Trong 05 ngay lam truong mang;
vide, ké tr ngay - Mién 1&¢ phi cho
< a1 X nhan da hd so hop nguoi thude gia dinh
13 bang k}] lai ket 1.004746 | 1¢; Truong hop phai Nhu trén c6 cong voi cach Nhu trén
hon . . T . N
xac minh thi thoi mang; nguoi thudc
han  giai  quyét hd nghéo; nguoi
khong qué 25 ngay. khuyét tat;
- Phi cdp ban sao
trich luc ho tich
trong truong hop
ngudi din yéu cau:
8.000 dong/ban.
- Lé phi: 1.000.000
05 ngay lam viéc, dong/truong hop néu
ké tir ngdy nhan du nop hd so truc tiép;
Piang ky lai két hé so hop Ié 500.000 ddng/trudng
14 |hon c6 yéu to | 2.000513 | Truong hop phai Nhu trén hop néu ndp hd so Nhu trén

nudc ngoai

xac minh thi th(‘z’i
han giai  quyét
khéng quéa 25 ngay.

trén  moi
mang;

- Mién 1& phi cho
nguoi thudc gia dinh

truong




19

1 | Tén thi tuc Ma Thai han giai Pia diém thuc Phi, I¢ phi Ciin et phap 1§
hanh chinh TTHC guyeét hién (néu co)

c6 cong voi cach

mang; nguoi thude

ho nghéo; nguoi

khuyét tat;

- Phi cdp ban sao

trich luc ho tich

trong truong hop

ngudi din yéu cau:

8.000 dong/ban.

- L& phi ap dung ddi | - Luat Ho tich nam 2014.

v6i ding ky khai tir | - Nghi dinh s6 123/2015/ND-CP

qua han: 10.000 | ngay 15/11/2015 ctua Chinh phu

dong/truong hop néu | quy dinh chi tiét mot sd diéu va

nop hd so truc | bién phép thi hanh Luat HJ tich.
Ngay trong ngay tiép/qua buu chinh; | - Nghi dinh s6 87/2020/ND-CP
s A an 1A 0 dong/truong hop | ngay 28/7/2020 cta Chinh phu
tiép nhan du ho so LA 1A - . N r s LA LA
hop 1¢, truomg hop néu np ho so t.ren quy d}flh vé ?0 50 d}I }1¢u ho
nhan 1o so sau 15 mmimo;ng marig . t1ch£d1¢n tur, dang ky ho tich truc

15 | Dang ky khai tir | 1.000656 | gid ma khong gidi | Nhu trén - Mien I¢ phi doi v6i | tuyén.

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

truong hop khai tu
ding han; nguoi
thudc gia dinh co6
cong vdi cach mang;
nguoi  thuéec ho
nghéo; ngudi khuyét
tat;

- Phi cap ban sao
trich luc ho tich
trong truong hop

- Nghi dinh s6 104/2022/NP-
CP ngay 21/12/2022 cua Chinh
phu stra ddi, bod sung mot $6
diéu cua cac nghi dinh lién
quan dén viéc ndp, xuat trinh
s0 ho khau, s6 tam trG gidy khi
thuc hién thu tuc hanh chinh,
cung céap dich vu cong.

- Nghi dinh s6 07/2025/ND-CP
ngay 09/01/2025 cua Chinh phu



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

Tén thi tuc
hanh chinh

Ma
TTHC

Thoi han giai
quyet

Pia diém thuc
hign

Phi, I¢ phi
(néu co)

Can ctr phép ly

nguoi dan yéu cau:
8.000 dong/ban.

sta doi, bo sung mot s6 diéu
cua cac Nghi dinh trong linh
vuc ho tich, quéc tich, chung
thurc.

- Nghi dinh s 120/2025/Nb-
CP ngay 11/6/2025 cua Chinh
pht quy dinh vé phan dinh
thAm quyén cua chinh quyén
dia phuong 02 cép trong linh
vuc quan ly nha nudc cua Bo
Tu phap.

- Nghi quyét sb 66.7/2025/NQ-
CP ngay 15/11/2025 cta Chinh
pht quy dinh cit giam, don
gian hoa thu tuc hanh chinh
dua trén dir liéu;

- Nghi dinh s6 18/2026/NP-CP
ngay 14/01/2026 cua Chinh
phi sita doi, bé sung mét sé
Nghi dinh dé cat giam, don
gian hoa thu tuc hanh chinh,
diéu kién kinh doanh thugc
pham vi quan ly cua By Tw
phap;

- Théng tu sb 04/2020/TT-BTP
ngay 28/5/2020 cta BJ trudng
Bo Tu phép quy dinh chi tiét thi
hanh mot sé diéu cua Luat HO
tich va Nghi dinh s
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TT

Tén thi tuc
hanh chinh

Ma
TTHC

Thoi han giai
quyet

Pia diém thuc
hign

Phi, I¢ phi
(néu co)

Can ctr phép ly

123/2015/NDb-CP ngay
15/11/2015 cua Chinh phu quy
dinh chi tiét mot s6 diéu va bién
phap thi hanh Luét Ho tich.

- Thong tu s6 01/2022/TT-BTP
ngay 04/01/2022 cua B trudng
B6 Tu phap quy dinh chi tiét
mot sd didu va bién phap thi
hanh Nghi dinh
s6 87/2020/NP-CP ngay
28/7/2020 cua Chinh phu quy
dinh vé Co s¢ dir liéu ho tich
dién ta, dang ky hd tich truc
myén.

- Thong tu s6 03/2023/TT-BTP
ngay 02/8/2023 cua B trudng
B6 Tu phap sira doi, bo sung
mot sd nodi dung ctia Théng tu
sd  01/2022/TT-BTP  ngay
04/01/2022 cta Bo truong BoO
Tu phap quy dinh chi tiét mot
sd diéu va bién phéap thi hanh
Nghi dinh sé 87/2020/ND-CP
ngay 28/7/2020 cua Chinh phu
quy dinh vé Co s¢ dit liéu ho
tich dién tir, dang ky ho tich
truc tuyén.

- Thong tu s6 04/2024/TT-BTP
ngay 06/6/2024 ciia Bo truong
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TT

Tén thi tuc
hanh chinh

Ma
TTHC

Thoi han giai
quyet

Pia diém thuc
hign

Phi, 1§ phi

(néu co)

Can ctr phép ly

B6 Tu phap sira doi, bo sung
mot sd didu cia Thong tu sb
02/2020/TT-BTP ngay
08/4/2020 cua Bo truéong Bo
Tu phap ban hanh, huong dan
s dung, quan ly mau so quoc
tich va mau giay to vé quoc
tich va Thong tu sO
04/2020/TT-BTP ngay
28/5/2020 cua Bo truong Bo
Tu phap quy dinh chi tiét thi
hanh mot s6 didu cua Luat Ho
tich  va Nghi dinh 56
123/2015/Nb-CP ngay
15/11/2015 cua Chinh phu quy
dinh chi tiét mot so diéu va
bién phap thi hanh Luat HO
tich.

- Thong tu s6 08/2025/TT-BTP
ngay 12/6/2025 cua B trudng
Bo Tu phap quy dinh vé phan
dinh thdm quyén cua chinh
quyén dia phuong 02 cép va
phan cép trong linh vyc quéan 1y
nha nude cia B Tu phap.

- Thong tu s6 281/2016/TT-BTC
ngay 14/11/2016 cua B9 trudng
B¢ Tai chinh quy dinh muc thu,
ché do thu, ndp, quan Iy va st
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TT

Tén thi tuc
hanh chinh

Ma
TTHC

Thoi han giai
quyet

Pia diém thuc
hign

Phi, I¢ phi
(néu co)

Can ctr phép ly

dung phi khai thac, st dung
thong tin trong co s¢ dit liéu ho
tich, phi xadc nhan co quéc tich
Viét Nam, phi xac nhan la nguoi
géc Viét Nam, 1€ phi quéc tich.

- Thong tu s6 85/2019/TT-BTC
ngay 29/11/2019 cua Bo trudng
Bo Tai chinh huéng dan vé phi
va 1&¢ phi thuoc tham quyén
quyét dinh coa Hoi dong nhan
dan tinh, thanh phd truc thude
Trung vong.

- Thong tu s6 106/2021/TT-
BTC ngay 26/11/2021 cua Bo
treong BO Tai chinh stra doi, bd
sung mot s6 diéu cua Thong tu
s6  85/2019/TT-BTC  ngay
29/11/2019 cua Bo Tai chinh
huéng din vé phi va 1& phi
thudc tham quyén quyét dinh
ciia Hoi dong nhan dan tinh,
thanh phd tryc thudc Trung
uong.

- Quyét dinh sé6 163/0D-BTP
ngay 16/01/2026 cua B¢
truéng Bé Tw phdp vé viéc
cong b6 TTHC duoc sira doi,
bo sung trong linh vuc ho tich
dwoc thuc hién tai co quan
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Tén thi tuc Ma Thoi han giai Pia diém thuc Phi, I& phi

hanh chinh TTHC quyét hign (néu c6) Cin cir phap ly

dang ky ho tich trong nuoc
thuoc pham vi chirc nang quan
ly cua Bo Tw phap.

- Lé phi: 60.000

ddng/trudng hop néu
nop hd so truc
Ngay trong ngay tiép/qua buu chinh;
tiép nhan ho so; 30.000 dong/truong
truong hop nhan ho hop néu nép hod so
so sau 15 gio ma trén moi  trudng
khéng giai quyét mang;
bang ky khai tir dugc ngay thi tra - Mién 1& phi cho
c6 yéu té nudc | 1.001766 | két qua trong ngay Nhu trén nguoi thude gia dinh
ngoai lam viéc tiép theo. cd cbébng voi cach
Truong hop can xac mang; ngudi thudc
minh thi thoi han hd nghéo; nguoi
giai quyét khong khuyét tat;
qua 03 ngay lam - Phi cip ban sao
Viéc. trich luc ho tich

trong truong hop
nguoi dan yéu cau:
8.000 dong/ban.

Trong 05 ngay lam - Lé phi: 10.000

viéc, ké tr ngay dong/truong hop néu
Pine kv lai khai nhan du ho so hgp n@p ho so truc
ang Ky K 1.005461 | 1¢. Truong hop can Nhu trén tiép/qua buu chinh; Nhu trén
tu ie g . \ X \

phai xac minh thi 0 dong/truong hop

thoi han giai quyét néu ndop hod so trén

khong qué 10 ngay moi trudng mang;
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TT

Tén thi tuc
hanh chinh

Ma
TTHC

Thoi han giai
quyet

Pia diém thuc
hign

Phi, I¢ phi
(néu co)

Can ctr phép ly

lam viéc.

- Mién 1& phi cho
nguoi thude gia dinh
c6 cong voi cach
mang; nguoi thudc
hd nghéo; nguoi
khuyét tat;

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

18

Pang ky lai khai
tr c6 yéu to
nudc ngoai

2.000497

05 ngay lam viéc,
ké tir ngdy nhan du
hd so hop 1é.
Truong hop cén
phai xdc minh thi
thoi han giai quyét
khéng qua 10 ngay
lam viéc.

Nhu trén

- L& phi: 60.000
dong/truong hop néu
nop hd  so truc
tiép/qua buu chinh;
30.000 ddng/truong
hop néu nép hod so
trén moéi  truong
mang,

- Mién 1¢ phi cho
nguoi thude gia dinh
c6 cong voi cach
mang; nguoi thudc
hd ngheo; nguoi
khuyét tat;

- Phi cap ban sao
trich luc ho tich
trong truong hop
ngudi din yéu cau:

Nhu trén
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1 | Tén thi tuc Ma Thai han giai Pia diém thuc Phi, I¢ phi Ciin et DhAD IV
hanh chinh TTHC guyeét hién (néu co) phap fy
8.000 dong/ban.
- BO luat Dan sy nam 2015.
- Luét Ho tich ndm 2014.
- Nghi dinh s6 123/2015/Nb-CP
ngay 15/11/2015 cua Chinh phu
quy dinh chi tiét mot s6 di€u va
bién phap thi hanh Luét H9 tich.
- Nghi dinh s6 87/2020/ND-CP
ngay 28/7/2020 cua Chinh phu
quy dinh vé Co s¢ dir licu ho
tich, dién tur, dang ky ho tich truc
- Mién 1¢ phi; tuyén.‘ L
03 | - Phi cﬁp ban sao | - Nghi dinh s6 07/2025/ND-CP
o1 o4 Trong 03 ngay lam , s 1ioh | ngdy 09/01/2025 ciia Chinh
Dbing ky giam AP AT A . trich luc ho tich | &3y b cua LA
19 g h(})’ g 1.004837 | viéc, ke tur khi nhan Nhu trén rong :mrc‘mg h0’p phu sira doi, bd sung mot s dicu

da ho so hop 16.

nguoi dan yéu cau:
8.000 dong/ban.

cua cac Nghi dinh trong linh vuc
ho tich, quéc tich, chig thuc.

- Nghj dinh s6 120/2025/ND-CP
ngay 11/6/2025 ctia Chinh phu
quy dinh vé phan dinh thim
quyén cua chinh quyén dia
phuong 02 cép trong linh vuc
quan ly nha nude cua Bo tu phép;
- Nghi quyét s6 66.7/2025/NQ-
CP ngay 15/11/2025 cta Chinh
phu quy dinh cit giam, don
gian héa thu tuc hanh chinh



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

Tén thi tuc
hanh chinh

Ma
TTHC

Thoi han giai
quyet

Pia diém thuc
hign

Phi, I¢ phi
(néu co)

Can ctr phép ly

dua trén dir liéu;

- Nghi dinh s6 18/2026/NP-CP
ngay 14/01/2026 cua Chinh
phi sita doi, bé sung mét sé
Nghi dinh dé cat giam, dom
gian hoa thu tuc hanh chinh,
diéu kién kinh doanh thugc
pham vi quan ly cua Bo Tw
phap;

- Thong tu s6 04/2020/TT-BTP
ngay 28/5/2020 cua B trudng
Bo Tu phap quy dinh chi tiét
thi hanh mét s6 diéu cua Luat
Ho tich va Nghi dinh s6
123/2015/Nb-CP ngay
15/11/2015 cta Chinh phu quy
dinh chi tiét mot sé diéu va
bién phap thi hanh Luat HO
tich.

- Thong tu s6 01/2022/TT-BTP
ngay 04/01/2022 ciia B trudong
B6 Tu phap quy dinh chi tiét
mot sd didu va bién phap thi
hanh Nghi dinh
s6 87/2020/NP-CP ngay
28/7/2020 ctia Chinh phi quy
dinh vé Co s¢ dir liéu ho tich
dién tu, dang ky ho tich tryc
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TT

Tén thi tuc
hanh chinh

Ma
TTHC

Thoi han giai
quyet

Pia diém thuc
hign

Phi, 1§ phi

(néu co)

Can ctr phép ly

tuyén.

- Thong tu s6 03/2023/TT-BTP
ngay 02/8/2023 cua B0 trudng
B6 Tu phap sira doi, bo sung
mot sd nodi dung ctia Thong tu
s6  01/2022/TT-BTP  ngay
04/01/2022 cua Bo truong BO
Tu phap quy dinh chi tiét mot
s6 diéu va bién phéap thi hanh
Nghi dinh s6 87/2020/NP-CP
ngay 28/7/2020 cua Chinh phu
quy dinh vé Co s¢ dit liéu ho
tich dién t&, dang ky ho tich
truc tuyén.

- Thong tu s6 04/2024/TT-BTP
ngay 06/6/2024 cua B trudng
Bo Tu phap sira doi, bd sung
mot sd diéu cia Thong tu sb
02/2020/TT-BTP ngay
08/4/2020 cua BJ trudéng B
Tu phap ban hanh, hudng dﬁn
st dung, quan ly mau so quoc
tich va miu gidy to vé quoc
tich va Thong tu so
04/2020/TT-BTP ngay
28/5/2020 cua B¢ truong Bo
Tu phap quy dinh chi tiét thi
hanh mot sé diéu cua Luat HO
tich va Nghi dinh sé
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TT

Tén thi tuc
hanh chinh

Ma
TTHC

Thoi han giai
quyet

Pia diém thuc
hign

Phi, 1§ phi

(néu co)

Can ctr phép ly

123/2015/ND-CP ngay
15/11/2015 cua Chinh phu quy
dinh chi tiét mot sb didu va
bién phap thi hanh Luat HO
tich.

- Thong tu s6 08/2025/TT-BTP
ngay 12/6/2025 cua Bo truong
B6 Tu phap quy dinh vé phan
dinh thim quyén cua chinh
quyén dia phuong 02 cép va
phan cip trong linh vuc quéan Iy
nha nudc cua B§ Tu phap;

- Thong tur s6 281/2016/TT-BTC
ngay 14/11/2016 cua Bo trudng
B¢ Tai chinh quy dinh muc thu,
ché d6 thu, ndp, quan 1y va st
dung phi khai thic, su dung
thong tin trong co s¢ dit liéu ho
tich, phi xac nhan co quéc tich
Viét Nam, phi xac nhan la nguoi
géc Vi¢t Nam, 1€ phi quéc tich.

- Quyét dinh s6 163/0D-BTP
ngay 16/01/2026 cua B¢
truéng Bé Tw phdp vé viéc
céng bé thii tuc hanh chinh sira
doi, bé sung trong linh vuc ho
tich thuc hién tai co quan dang
ky h¢ tich thuéc pham vi chuc
nang quan ly cua Bo Tu phap.
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1 | Tén thi tuc Ma Thai han giai Pia diém thuc Phi, I¢ phi Ciin et phap 1§
hanh chinh TTHC guyeét hién (néu co)
- Lé phi: 60.000
ddng/trudng hop néu
nop hd so truc
tiép/qua buu chinh;
- Pang ky giam ho 30.000 dong/trudng
cu: Trong thoi han hop néu nop hod so
05 ngay lam viéc, trén moéi  truong
ké tir ngdy nhan du mang;
Pang ky giam ho so hop 1¢. - Mién 1¢ phi cho
20 |ho c6 yéu té| 1.001669 |- Piang ky giam ho Nhu trén nguoi thude gia dinh Nhu trén
nudc ngoai duong nhién: Trong c6 cong vO1 cach
thoi han 03 ngay mang; nguoi thudc
lam viéc, ké tir ngay ho nghéo; nguoi
nhan du hod so hop khuyét tat;
1€. - Phi cip ban sao
trich luc hd tich
trong truong hop
ngudi din yéu cau:
8.000 dong/ban.
- Mién lé, phi;
N - Phi cap ban sao
< . LA Trong 02 ngay lam . A L
p1 | Dangkycham 1y 55045 Viéc,gké kb nhan Nhu trén trich luc ho tich Nhu trén
dut giam ho AN A trong truong hop
da ho so hop 1€. NP
nguoi dan yéu cau:
8.000 dong/ban.
1(?1?‘:1 ggiaknyl hcgl s 02 ngdy lam vicc, ke dénlé?tmpélﬁg hcéyg'?l(é?g
22 X . 2.000756 | tir ngay nhan du ho Nhu trén A ' Nhu trén

yéu t0 nudc

ngoai

so hop 1€

nop hdé so truc
tiép/qua buu chinh;
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TT

Tén thi tuc
hanh chinh

Ma
TTHC

Thoi han giai
quyet

Pia diém thuc
hign

Phi, I¢ phi
(néu co)

Can ctr phép ly

30.000 dong/trudng
hop néu ndép hd so
trén moéi  trudng
mang;

- Mién 1& phi cho
nguoi thude gia dinh
c6 cong vo1 cach
mang; nguoi thudc
hé nghéo; nguoi
khuyét tat;

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

23

Dang ky gidm
sat viéc gidm ho

3.000323

Trong 03 ngay lam
viée, truong hop can
phai xdc minh thi
thoi han giai quyét
dugc kéo dai nhung
khoéng qua 05 ngay
lam viéc ké tir ngay
tiép nhan ho so.

Nhu trén

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

- Muc thu phi d6i
v6i cac ddi tuong
khac: theo huodng
dan cia Bo Tai
chinh s& quy dinh
sau trong Nghi quyét
cua HDND tinh.

- Phi cdp ban sao

Nhu trén
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1 | Tén thi tuc Ma Thai han giai Pia diém thuc Phi, I¢ phi Ciin et phap 1§
hanh chinh TTHC guyeét hién (néu co)
trich luc ho tich
trong truong hop
ngudi din yéu cau:
8.000 dong/ban.
- Mién 1& phi cho
nguoi thude gia dinh
c6 cong voi cach
mang; nguoi thudc
ho nghéo; nguoi
Trong 03 ngay lam khuyét tat.
viéc, truong hop can - Mirc thu phi ddi
Pang ky chim pﬁl‘é_i hxéc mlnh t}}i El .céchdéi ﬁuc_’mg
24 | dit giam sat| 3.000322 | MOl han glai quyct Nhu trén fac:  theo huong Nhu trén
vidc gism hé dugc kéo ,dal nhu’r‘lg darrl cua Bo Tal
' ' khong qua 05 ngay chinh s€ quy dinh
lam viéc ké tir ngay sau trong Nghi quyét
tiép nhan ho so. cua HDND tinh.
- Phi cdp ban sao
trich luc ho tich
trong truong hop
ngudi din yéu cau:
8.000 dong/ban.
- Ngay trong ngay - P6i voi cong dan
Thay ddi, cai lam viéc d6i véi yéu Vi¢t Nam trén 14
chinh, bd sung cau bd sung théng tudi cu tri & trong
25 |thong tin  ho | 1.004859 |tin hd tich. Truong Nhu trén nudc: 20.000 Nhu trén

tich, xac dinh lai
dan tdc

hop nhan hd so sau
15 gio ma khong
giai quyéet dugc ngay

déng/trt{c‘mg hop néu
nop hé so truc
tiép/qua buu chinh;
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1 | Tén thi tuc Ma Thai han giai Pia diém thuc Phi, I¢ phi Ciin et phap 1§
hanh chinh TTHC guyeét hién (néu co)
thi tra két qua trong 10.000 dong/trudng
ngdy lam viéc tiép hop néu ndép hd so
theo. trfén moéi  truong
- 03 ngay lam vi¢c mang, R
dbi véi viéc thay dbi, - Doi v6i cong dan
cii chinh ho tich, Vit Dam rg“"tlmlllg
xac fimh lai dan tc,)‘Ac. nuée: 10.000
Truéng  hop can dong/truong hop néu
phai xdc minh thi nop hd so  truc
thoi han dugc kéo tiép/qua buu chinh; 0
dai thém khéng qua déng/tru’()’ng hop néu
03 ngay lam viéc. nop hd so trén moi
truong mang;
- Mién 1& phi cho
nguoi thude gia dinh
c6 cong voi cach
mang; nguoi thudc
hd ngheo; nguoi
khuyét tat.
- Phi cap ban sao
trich luc ho tich
trong truong hop
ngudi dan yéu cau:
8.000 ddng/ban.
Thay doi, cai - Ngay trong ngay - Lé phi: 50.000
26 chinh, bd sung 2000748 lam viéc d6i véi yéu Nhu trén dong/truong hop néu Nhu trén

thong tin  ho
tich, xac dinh lai

cau b sung thong
tin h tich. Truong

nop hd  so truc
tiép/qua buu chinh;
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1 | Tén thi tuc Ma Thai han giai Pia diém thuc Phi, I¢ phi Ciin et phap 1§
hanh chinh TTHC guyeét hién (néu co)
dan toc co yéu hop nhan hé so sau 25.000 dong/truong
t6 nude ngoai 15 gid6 ma khong hop néu ndép hd so
giai quyét duoc ngay trén  moéi  trudng
thi tra két qua trong mang;
ngay lam viéc tiép - Mién 1& phi cho
theo. nguoi thude gia dinh
- 03 ngay lam vigc, c6 cong vo1 cach
d6i voi yéu cau thay mang; nguoi thudc
d6i, cai chinh ho hé nghéo; nguoi
tich. Truong hop khuyét tat.
phai xac minh thi - Phi cap ban sao
thoi han giai quyét trich luc ho tich
khong qua 06 ngay trong truong hop
lam viéc. ngudi din yéu cau:
8.000 déng/ban.
- L& phi: 60.000 | - Luat Ho tich nam 2014.
ddng/1an néu ndp hod | - Nghi dinh sb 123/2015/ND-CP
so truc tiép/qua buu | ngdy 15/11/2015 cta Chinh phu
Ghi vio s o 05 ngay lam viéc, chinh; ~ 30.000 | quy dinh chi tiét mot s6 dicu va
: A 1A LA ké tor ngay nhan du dong/lan néu ndp ho | bién phap thi hanh Luat Ho tich.
tich viéc két hon £ . A A n \ . X
A N giay to hop I¢; so trén moi truong | - Nghi dinh s6 87/2020/ND-CP
Clia cong dan Vict truong hop phai xa mang; ngdy 28/7/2020 cta Chinh pht
27 | Nam da dugc giai | 2.002189 & 1op bhal xac Nhu trén ans, 3y cua p

quyét tai co quan
c6 tham quyén
cta nudc ngoai

minh thi thoi han
kéo dai  nhung
khéng qua 08 ngay
lam viéc

- Mién 1& phi cho
nguoi thudc gia dinh
c6 cong voi cach
mang; nguoi thudc
hd ngheo; nguoi
khuyét tat.

- Phi cdp ban sao

quy dinh vé Co so dit liéu ho
tich dién tir, dang ky hd tich truc
tuyén.

- Nghi dinh s6 104/2022/NP-
CP ngay 21/12/2022 cta Chinh
phu stra ddi, bod sung mot )
diéu cua cac nghi dinh lién



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

Tén thi tuc
hanh chinh

Ma
TTHC

Thoi han giai
quyet

Pia diém thuc
hign

Phi, I¢ phi
(néu co)

Can ctr phép ly

trich luc ho tich
trong truong hop
ngudi din yéu cau:
8.000 dong/ban.

quan dén viéc nop, xudt trinh
s6 ho khau, sd tam trG gidy khi
thuc hién thu tuc hanh chinh,
cung cép dich vu cong.

- Nghi dinh s6 07/2025/ND-CP
ngay 09/01/2025 cua Chinh phu
stra d6i, bo sung mot sb didu
cua cac Nghi dinh trong linh
vuc ho tich, quéc tich, chung
thuec.

- Nghi dinh s 120/2025/ND-
CP ngay 11/6/2025 cua Chinh
phu quy dinh vé phéan dinh
thAm quyén cua chinh quyén
dia phuong 02 cép trong linh
vuc quan ly nha nudc cua Bo
Tu phap.

- Nghi quyét s6 66.7/2025/NQ-
CP ngay 15/11/2025 cta Chinh
pht quy dinh cit giam, don
gian hoéa thu tyc hanh chinh
dua trén dur li€u;

- Nghi dinh s6 18/2026/NP-CP
ngay 14/01/2026 cua Chznh
phi sita doi, bo sung mgt s6
Nghi dinh dé cat giam, don
gian hoa thu tuc hanh chinh,
diéu kién kinh doanh thugc
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TT

Tén thi tuc
hanh chinh

Ma
TTHC

Thoi han giai
quyet

Pia diém thuc
hign

Phi, 1§ phi

(néu co)

Can ctr phép ly

pham vi quan ly cua Bo Tw
phap;

- Théng tu sb 04/2020/TT-BTP
ngay 28/5/2020 cua B truong
B6 Tu phap quy dinh chi tiét thi
hanh mét sé diéu cia Luat HO
tich  va Nghi dinh sé
123/2015/Nb-CP ngay
15/11/2015 cua Chinh phu quy
dinh chi tiét méot s6 diéu va bién
phép thi hanh Luat Ho tich.

- Thong tu s6 01/2022/TT-BTP
ngay 04/01/2022 cua B trudng
Bo Tu phap quy dinh chi tiét
mot sb diéu va bién phéap thi
hanh Nghi dinh
s6 87/2020/NP-CP ngay
28/7/2020 cta Chinh phu quy
dinh vé Co s¢ dit liéu ho tich
dién t&, dang ky hd tich truc
myén.

- Thong tu s6 03/2023/TT-BTP
ngay 02/8/2023 cua B truéng
Bo Tu phap sira doi, bo sung
mot sd nodi dung ctia Thong tu
sd  01/2022/TT-BTP  ngay
04/01/2022 cua B¢ truong Bo
Tu phap quy dinh chi tiét mot
s6 diéu va bién phéap thi hanh
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TT

Tén thi tuc
hanh chinh

Ma
TTHC

Thoi han giai
quyet

Pia diém thuc
hign

Phi, 1§ phi

(néu co)

Can ctr phép ly

Nghi dinh s6 87/2020/ND-CP
ngay 28/7/2020 ctia Chinh phu
quy dinh vé Co s& dir liéu hod
tich dién tr, dang ky ho tich
truc tuyén.

- Thong tu s6 04/2024/TT-BTP
ngay 06/6/2024 cua B trudng
B6 Tu phap sira doi, bd sung
mot sd didu cia Thong tu s6
02/2020/TT-BTP ngay
08/4/2020 cua Bo truéng Bo
Tu phap ban hanh, huong dan
st dung, quan ly mau so quoc
tich va mau giay to vé quoc
tich va Thong tu sO
04/2020/TT-BTP ngay
28/5/2020 cua Bo truong B
Tu phap quy dinh chi tiét thi
hanh mot s6 diéu cua Luat Ho
tich  va Nghi dinh sé
123/2015/Nb-CP ngay
15/11/2015 cua Chinh phu quy
dinh chi tiét mot sd diéu va
bién phap thi hanh Luat Ho
tich.

- Thong tu s6 08/2025/TT-BTP
ngay 12/6/2025 cua B truéng
Bo Tu phap quy dinh vé& phan
dinh thdm quyén caa chinh
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TT

Tén thi tuc
hanh chinh

Ma
TTHC

Thoi han giai
quyet

Pia diém thuc
hign

Phi, I¢ phi
(néu co)

Can ctr phép ly

quyén dia phuong 02 cap va
phan cép trong linh vuc quan ly
nha nudc cua B§ Tu phap;

- Thong tu s6 281/2016/TT-BTC
ngay 14/11/2016 cua Bo trudng
B6 Tai chinh quy dinh murc thu,
ché do thu, ndp, quan ly va st
dung phi khai thac, st dung
thong tin trong co s& dir liéu ho
tich, phi xac nhan co quéc tich
Viét Nam, phi xac nhan la nguoi
géc Vi¢t Nam, 1€ phi quéc tich.

- Quyét dinh sé6 163/0P-BTP
ngay 16/01/2026 cua B¢
truéng Bé Tw phdp vé viéc
cong b6 TTHC dwoc swa doi,
bé sung trong linh viec ho tich
dwoc thuc hién tai co quan
dang ky ho tich trong nuoc
thuéc pham vi chirc nang quadn
ly cua Bo Tw phap.

28

Ghi vao S6 ho
tich viéc ly hon,
hiy viéc két hon
cta cong dan Viét
Nam da dugc giai
quyét tai co quan
c6 tham quyén
ctia nudc ngoai

2.000554

05 ngay lam viéc ké
tir ngdy nhan da ho
so hop I¢, truong
hop phai x4c minh
thi thoi han gidi
quyét khong quéa 08
ngay lam viéc.

Nhu trén

- L& phi: 60.000
dong/lan néu ndp ho
so tryc tiép/qua buu
chinh; 30.000
dong/lan néu nop hod
so trén moi trudong
mang,

- Mién 1& phi cho

Nhu trén
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1 | Tén thi tuc Ma Thai han giai Pia diém thuc Phi, I¢ phi Ciin et phap 1§
hanh chinh TTHC guyeét hién (néu co)
nguoi thude gia dinh
c6 cong voi cach
mang; nguoi thude
hd ngheéo; nguoi
khuyét tat.
- Phi cap ban sao
trich luc ho tich
trong truong hop
nguoi dan yéu cau:
8.000 dong/ban.
- L& phi: 60.000
Ghi vio sb ho déng/lﬁn.r}éu nop hod
tich viéc ho tich o S0 tryc tiép/qua buu
khic cia .c()'ng ) Trongg ngay ticp Cbmh;; z 39'009
dan Viet Nam da nhan ho so. Truong dong/lan néu nop ho
duoc giéi quyét hop n}}én h‘(A) S0 sau so trén moi truong
tai co quan cé 15 glo ma khong mane,
thdm quyén cia glal qu yeAt duqc neay ) Ml.e n 1? phl c‘:ho
29 | nude ngoai (khai | 2.000547 | M ra ket qua trong Nhu trén nguoi thuge gia dinh Nhu trén
sinh: giam ho: ngay lam vige tiep c6 cong voi cacfh
nhan cha. me theq. Truopg hop mang; nguol thuog
con: xéc, din.}; ph‘é} Xac I'.Ilvl‘l’lh, tl}i ho Pgl}éo; nguoi
cha, me.  con: thO;l han giai quyet khuyc?t taj‘t; 7
nué’i coi; nuéif k‘hongAqua 03 ngay - ’Phl cap b?n sa0
khai tir: thay déi lam viéc. trich luc ‘ ho tich
hé tich) trong. tfuo’n{g hgp
- nguoi dan yéu cau:
8.000 dong/ban.
30 | Pang ky khai| 1.003583 |05 ngay lam viéc, | Tryc tiép tai nha |- L& phi: 10.000 Nhu trén
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TT

Tén thi tuc
hanh chinh

Ma
TTHC

Thoi han giai
quyet

Pia diém thuc
hign

Phi, I¢ phi
(néu co)

Cian cw phap ly

sinh luu dong

ké tir ngdy nhén du
ho so hop 1€

riéng hodc tai dia
diém t6 chirc ding
ky khai sinh Iluu
dong

dong/truong hop
dang ky khai sinh
qué han;

- Mién 1¢ phi dbi voi
truong hop khai sinh
ding han; nguoi
thudc gia dinh co
cong voi cach mang;
nguoi  thudéc hd
nghéo; ngudi khuyét
tat;

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

31

Ping ky két hon
luu dong

1.000593

05 ngay lam viéc,
ké tir ngay nhén du
ho so hop I¢€.

Nhu trén

- Mién 18 phi;

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

Nhu trén

32

Dang ky khai tur
luu dong

1.000419

05 ngay lam viéc,
ké tir ngay nhan du
ho so hop 1¢

Nhu trén

- L& phi: 10.000
ddng/trudong hop
dang ky khai tor qua
han;

- Mién 1¢ phi dbi voi
truong hop khai tr
ding han; nguoi

Nhu trén
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TT

Tén thi tuc
hanh chinh

Ma
TTHC

Thoi han giai
quyet

Pia diém thuc
hign

Phi, I¢ phi
(néu co)

Can ctr phép ly

thudc gia dinh co
cong voi cach mang;
nguoi  thudéc hod
nghéo; nguoi khuyét
tat;

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

33

Dang ky khai sinh
c6 yéu t6 nudc
ngoai tai khu vuc
bién gioi

1.000110

Ngay trong ngay
tiép nhan di ho so
hop 1¢; truong hop
nhan hd so sau 15
gid0 ma khong giai
quyét duoc ngay thi
tra két qua trong
ngay lam viéc tiép
theo.

- Trung tdm phuc
vu Hanh chinh
cong cép Xa;

- Qua Dich vu buu
chinh cong ich;

- Céng Dich wvu
cong Québc gia:
http://dichvucong.
gov.vn hoic Ung
dung dinh danh
qudc gia

- Lé phi 4p dung ddi
voi truong hop dang
ky khai sinh qua
han: 10.000
ddng/trudng hop néu
nop hd so truc
tiép/qua buu chinh;
0 dong/truong hop
néu nép hd so trén
moi trudong mang;

- Mién 1¢ phi déi voi
truong hop khai sinh
dung han; nguoi thude
gia dinh c6 cong voi
cach mang; nguoi
thudc ho ngheo; nguoi
khuyét tat;

- Phi cdp ban sao
gidy khai sinh trong

Nhu trén
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1 | Tén thi tuc Ma Thai han giai Pia diém thuc Phi, I¢ phi Ciin et DhAD IV
hanh chinh TTHC guyeét hién (néu co) phap fy
trudng  hop  nguoi
dan yéu cau: 8.000
dong/ban.
03 ngay lam vice, - Mi&n 1€ phi:
< LA 1A sau khi nhan du ho —_ ,
bang ky k&t hon N . - Phi cap ban sao
c6 yéu té nudc so hop 1¢. Truong trich luc ho tich
34 9 . 1.000094 | hop can xac minh Nhu trén P, Nhu trén
ngoai tai khu . . trong truong hop
A thi thot han giai o A A
vuc bién gioi e 1A , nguol dan yéu cau:
quyet khong qud 08 8.000 ddng/ban
ngay lam viéc. ' '
- L& phiz 20.000
dong/truong hop néu
nop hé SO truc tiép;
0 dong/truong hop
N A néu ndop hod so trén
07 ngay lam viéc, P .
ké tir ngay nhan du Mot trrong mang;
Dang ky nhéan X A - Mién 1€ phi cho
. hé6 so hop €. A
cha, me, con co Truone h An nguoi thude gia dinh
35 |yéu t6 nudc| 1.000080 | - uone hop can Nhu trén cb6 cong véi cach Nhu trén
.. . phai x4dc minh thi ‘. A
ngoai tai khu iy X mang; nguoi thudc
A tho1 han giai quyét A <. e
vuc bién gio1 KhGna aua 12 nad ho ngheo; nguoi
Jam viec o KhuyCt tat;
o - Phi cap ban sao
trich luc hg tich
trong truong h‘(_)‘p
nguoi dan yéu cau:
8.000 dong/ban.
36 | Dang ky khai twiy 5 0,7 | Ngay trong ngay Nhu trén - L& phi dang ky Nhu trén

cO y€u t0 nudc

tiép nhan da ho so

khai tor qud han:
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1 | Tén thi tuc Ma Thai han giai Pia diém thuc Phi, I¢ phi Ciin et phap 1§
hanh chinh TTHC guyeét hién (néu co)
ngoai tai khu hop 18; trudong hop 10.000 dong/truong
vuc bién gioi nhan hd so sau 15 hop néu ndép hd so
gi0 ma khong gidi tryc  tiép/qua buu
quyét duoc ngay thi chinh; 0
tra két qua trong dong/trudng hop néu
ngay lam viéc tiép noép hd so trén moi
theo. truong mang;
Truong hop céan - Mién 1¢ phi déi voi
phai x4c minh thi truong hop khai tir
khéng qua 03 ngay dung han; nguoi thude
lam viéc. gia dinh c6 cong voi
cach mang; nguoi
thudc ho ngheo; nguoi
khuyét tat;
- Phi cdp ban sao
trich luc hd tich
trong truong hop
ngudi din yéu cau:
8.000 dong/ban.
- Lé phi: 10.000
03 ngay lam viée ké dong/truong hop néu
. \ A a0 1A ndp hd so truc
tor ngay nhan da ho X L
ISP S N \ tiép/qua buu chinh;
Cap Giay xac so hop I¢; truong 0 done/trusne h
37 | nhan tinh trang | 1.004873 | hop phai xac minh Nhu trén , SONSUong hop Nhu trén
A A . . néu ndp hod so trén
hon nhan thi thot han giai

quyét khong quéa 23
ngay.

mai truong mang;

- Mién 1& phi cho
nguoi thude gia dinh
c6 cong voi céach
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Tén thi tuc Ma Thoi han giai Pia diém thuc Phi, I& phi o
T hanh chinh TTHC quyét hién (néu co) Can cir phap ly
mang; nguoi thudc
ho ngheo; nguoi
khuyét tat.
Trong ngay tiép
- nhan ho so. Truong - Phi: 8000
Cap ban sao hop nhéan ho so sau A )
trich luc h¢ tich 15 gid ma khén dong/ban saolsu
3g | en MO e | 5 000635 | 2. B0 ™ £ Nhu trén kién ho tich da ding Nhu trén
ban sao Gidy giai  quyet duogc ky
khai sinh ngay thi ‘tra ‘ket qua - Lé phi: Khong,
trong ngay lam viéc
tiép theo.
03 ngay, k¢ tr ngay
nhan du ho so hop - Phi: 8.000
1é. Truong hop phai dong/Van ban xac
Thu tuc xac nhan kiém tra, x4c minh R nhan vé mét viéc ho R
39 | thong tinho tich | 209%°18 | ihi thoi han co thé Nhu trén tich cia c4 nhan da Nhur trén
kéo dai  nhung dang ky.
khong qué 10 ngay - L¢ phi: Khong.
lam viéc.
Il | LINH VUC CHUNG THUC (01 TTHC)
Thoi han thye hién - Nghi quyét so 66.7/2025/
yéu cau chung thuc NQ-CP quy dinh cat giam, don
I . la ngay trong ngay . gian hoa thu tuc hanh chinh
1 | Cdpbansaotlr | 5 560008 | oo quan, t6 chirc Nhu trén Khong dua trén dit liéu;

sO goc

tiép nhan yéu ciu
hodc trong ngay
lam viéc ti€p theo

- Nghi dinh s6 280/2025/ND
-CP  ngdy 27/10/2025
Chinh phu sta do6i, bd sung

cua
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TT

Tén thi tuc
hanh chinh

Ma
TTHC

Thoi han giai
quyet

Pia diém thuc
hign

Phi, I¢ phi
(néu co)

Can ctr phép ly

néu tiép nhan yéu
ciu sau 15 gio.
Tho1i han duoc tinh
tir ngdy co quan, to
chtrc nhan du hd so
hop 186 truc tiép,
theo déu buu dién
dén hodc theo thoi
diém hé thong dich
vu cong ghi nhan da
nhan da hd so hop
1€.

mét sé diéu cua Nghi dinh sO
23/2015/ND-CP vé cip ban sao
tir s6 gbc, ching thuc ban sao
tor ban chinh, chung thuc chir
ky va chimg thuc hop dong,
giao dich, duoc sira d6i, bo
sung boi Nghi dinh s6
07/2025/Nb-CP;

- Nghi dinh s6 23/2015/ND-CP
ngay 16/02/2025 cua Chinh
phi vé cip ban sao tir ban
chinh, chimg thuc chitr ky va
ching thyc hop dong, giao
dich;

- Thong tu s6 01/2020/TT-BTP
ngay 03/3/2020 cua Chinh phu
quy dinh chi tiét va huéng dan
thi hanh mot sé diéu ciia Nghi
dinh s6 23/2015/ND-CP vé cip
ban sao tu ban chinh, chung
thuc chit ky va chung thuc hop
déng, giao dich;

- Thong tu s6 226/2016/TT-
BTC ngay 11/11/2016 cua Bo
truong B Tai chinh quy dinh
muc thu, ché do thu, ndp, quan
1y va str dung phi chung thuc;

- Thong tu sb 257/2016/TT-
BTC ngay 11/11/2016 cua Bo
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1 | Tén thi tuc Ma Thai han giai Pia diém thuc Phi, I¢ phi Ciin et phap 1§
hanh chinh TTHC guyeét hién (néu co)
truong Bo Tai chinh quy dinh
muc thu, ché dé thu, ndp, quan
ly, st dung phi cong ching; phi
ching thyc; phi tham dinh tiéu
chuan, diéu kién hanh nghe
cong chtng; phi tham dinh diéu
kién hoat dong van phong cong
chung; 18 phi cip thé cong
chung vién;
- Quyét dinh s6 161/QP-BTP
ngay 16/01/2026 cua B¢ truong
Bé Tw phdp vé viéc cong bé thi
tuc hanh chinh dwoc sira doi, bo
sung trong linh vuc chung thuc
thuoc pham vi quan ly cua B¢
Tu phap.
111 | LINH VU'C NUOI CON NUOI (04 TTHC)
- Thoi gian xac - Lé phi: 400.000 | - Luat Nudi con nudi 2010;
minh, danh gia hoan dong/truong hop. - Nghi dinh sé 19/2011/NB-CP
canh gia dinh, tinh - Mién 1& phi ding | ngay 21/3/2011 cta Chinh phu
Dang ky viéc trang chd &, diéu ky nudi con nudi | quy dinh chi tiét mot sb diéu
1 nudi con nudi | 2.001263 | kien kinh té cua Nhu trén trong nudc ddi véi | cua Luat Nudi con nudi;
trong nudc nguoi  nhan  con truong  hop  cha | - Nghi dinh sé 18/2026/ND-CP
nuoi: Truong hop duong hoic me ké|ngdy 14/01/2026 cua Chinh
nguoi  nhan  con nhan con riéng cua | phu sira d6i, bd sung mot sb

nudi c6 noi thuong

vo hoac chong lam

nghi dinh dé cat giam, don gian
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TT

Tén thi tuc
hanh chinh

Ma
TTHC

Thoi han giai
quyet

Pia diém thuc
hign

Phi, I¢ phi
(néu co)

Can ctr phép ly

tru va noi & hién tai
khac nhau, trong 02
ngay lam viéc ké tir
ngay nhan duoc dé
nghi cua nguoi
nhan con nudi, Uy
ban nhan dan cap x&
noi nguoi nhan con
nuoi thuong tra truc
tiép xac minh trong
05 ngay lam viéc
hodc ¢6 van ban dé
nghi Uy ban nhan
dan cap xa noi tam
trd cua ngudi nhan
con nubi thuc hién
xac minh, danh gia
hoan canh gia dinh,
tinh trang chd ¢,
diéu kién kinh té
cta nguoi nhan con
nubi. Trong thoi
han 05 ngay lam
viéc, ké tr ngay
nhan duoc van ban
dé nghi, Uy ban
nhan dan cip xi noi
tam trd cia nguoi
nhan con nudi thuc

con nuodi; co, cau, di,
chu, bac rudt nhan
chau lam con nudi;
nhan tré em khuyét
tat, nhiém
HIV/AIDS hoac
mic  bénh  hiém
ngheo theo quy dinh
cua Luat Nuoi con
nudéi va van ban
huéng dan; nguoi co
cong véi cach mang
nhan con nudi.

hoa tha tuc hanh chinh, diéu
kién kinh doanh thuéc pham vi
quan ly cua Bo Tu phap;

- Nghi dinh sé 24/2019/ND-CP
ngay 05/3/2019 cua Chinh phu
stra d6i, bd sung mot s diéu
cua Nghi dinh 19/2011/NDb-CP
ngay 21/3/2011 cua Chinh phu
quy dinh chi tiét thi hanh mot
sb diéu cua Luat Nubi con
nuoi;

- Nghi dinh sé 06/2025/ND-CP
ngay 08/01/2025 cua Chinh
phu sira d6i, bd sung mot sb
diéu cua cac Nghi dinh vé nudi
con nuoi;

- Nghi dinh s6 120/2025/ND-
CP ngay 11/6/2025 cua Chinh
phi quy dinh vé& phan dinh
tham quyén caa chinh quyén
dia phuong 02 cép trong linh
vuc quan ly nha nudc cua Bo
Tu phép;

- Nghi dinh s6 114/2016/ND-
CP ngay 08/7/2016 cua Chinh
phu quy dinh 1&¢ phi dang ky
nudi con nudi, 1& phi cap gidy
phép hoat dong cua to chic con
nudi nudC ngoai;
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TT

Tén thi tuc
hanh chinh

Ma
TTHC

Thoi han giai
quyet

Pia diém thuc
hign

Phi, I¢ phi
(néu co)

Can ctr phép ly

hién xac minh, danh
gia theo noi dung
Vian ban xac nhan
hoan canh gia dinh,
tinh trang chd ¢,
diéu kién kinh té
cta nguoi nhan con
nudi va c¢6 van ban
théng béo két qua
danh gia cho Uy
ban nhan dan cap x&
noi nguoi nhan con
nudi thuong tra.

- Thoi gian kiém tra
ho so va lay y kién:
10 ngay, ké tir ngay
nhan du hd so hop
I€;

- Thoi gian nhiing
nguoi  lién  quan
thay doi y Kkién
ddng y vé viéc cho
tr¢ em lam con
nubi: 10 ngay lam
viec ké tr ngay
duoc lay y kién;

- Thoi gian to chic
dang ky viéc nudi
con nudi va t6 chirc

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

- Nghi quyét s 66.7/2025/NQ-
CP ngay 15/11/2025 cua Chinh
phu quy dinh cat giam, don
gian hoa thu tuc hanh chinh
dua trén dir liéu;

- Thong tu s6 10/2025/TT-BTP
ngay 20/6/2025 cua B0 trudng
Bo Tu phap stra d6i, bd sung
mot s6 diéu cua Thong tu sb
10/2020/TT-BTP ngay
28/12/2020 cua Bo truong Bo
Tu phap ban hanh, huéng dan
viéc ghi chép, sir dung, quan ly
va luu trir S6, mau gidy to, ho
so nudi con nudi duogc stra doi,
bd sung mot sé diéu theo
Thong tu s6 07/2023/TT-BTP;

- Thong tu s6 10/2020/TT-BTP
ngay 28/12/2020 cua B truong
B6 Tu phap vé viéc ban hanh,
huéng dan viéc ghi chép, su
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TT

Tén thi tuc
hanh chinh

Ma
TTHC

Thoi han giai
quyet

Pia diém thuc
hign

Phi, I¢ phi
(néu co)

Can ctr phép ly

giao nhan con nuoi,
ghi vao s6 ding ky
viéc nubi con nudi
va trao Gidy chung
nhan nubi con nudi
trong nudc cho bén
giao va bén nhan:
05 ngay, ké tir ngay
hét han thay d6i y
kién dong y.

dung, quan 1y va luu trit SO,
mau gidy to, hd so nudi con
nuoi;

- Thong tu s 267/2016/TT-
BTC ngay 14/11/2016 cia Bo
treong Bo Tai chinh huéng dan
lap du toan, quan ly, st dung
va quyét toan kinh phi ngan
sach nha nudc bao dam cho
cdng tac nudi con nudi va cap,
gia han, stra doi gidy phép hoat
dong cua to6 chuc con nudi
nudc ngoai tai Viét Nam;

- Thong tu s6 07/2023/TT-BTP
ngay 29/9/2023 cua B0 trudng
Bo Tu phap stra d6i, bd sung
mot s6 diéu cua Thong tu sb
10/2020/TT-BTP ngay
28/12/2020 cua Bo truong Bo
Tu phap vé viéc ban hanh,
huéng dan viéc ghi chép, su
dung, quan 1y va luu trit SO,
mau gidy to, hd so nudi con
nuoi.

- Quyét dinh sé6 361/0P-BTP
ngay 23/01/2026 cua Bo truong
Bé Tw phdp vé viéc cong bo thii
tuc hanh chinh dwoc sira doi, bo
sung trong linh viec nuoi con nuoi
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1 | Tén thi tuc Ma Thai han giai Pia diém thuc Phi, I¢ phi Ciin et phap 1§
hanh chinh TTHC guyeét hién (néu co)
thugc pham vi chuc nang quan ly
cua Bo Tu phap.
Trong thoi han 45
ngay, trong do:
- UBND cip xi
kiém tra hd so, lay
¥ kién nhitng nguoi
lién quan: 10 ngay | _ Trung tam Phuc
lam vige, k& tir ngdy vu hanh chinh céﬁg
nhan du ho so hop | % .
lé: capxd.
Giai quyét viéc - Nhitng nguoi lién | ]Zunf Za’mh p }Azuc
nguoi nuoc quan thay‘d(;)i ¥ kién ZZ 5 a(’; P CO 2m d;g:g
Eﬁoal " trgié;y ??ng ' VGI}’l@C o Nguyén Chi Thanb, L¢ phi: 4.500.000
2 4o 1.003005 | ¢, M fam - con phuwong Thanh Sen, ¢ phL- . 50U Nhu trén

giéi nudc lang
giéng nhan tré
em Viét Nam
lam con nudi

nubi: 10 ngay lam
viée, ké tir ngay
duoc lay ¥ kién;

- S6 Tu phap c6 y
kién: 08 ngay lam
viée, ké tir ngay
nhan dugc van ban
cia Uy ban nhan
dan cip xa;

- DBang ky viéc nudi
con nudi va giao
nhan con nudi: 05
ngay lam viéc, ké tir

tinh Ha Tinh) hodc
Trung tam phuc vu
hanh chinh cbng
cap xd khic dé
thuc hién phi dia
gioi hanh chinh;

dong/trudong hop.
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Tén thi tuc Ma Thoi han giai Pia diém thuc Phi, I& phi o
T hanh chinh TTHC quyét hién (néu co) Can cir phap ly
ngay nhan dugc van
ban dong y cua So
Tu phéap.
- Trung tdm phuc
vu Hanh chinh
cong cap x;
. 2 ) - Trung tam phuc
CaP glay  xac vu hanh chinh cong
nh?n cong dan tinh (s6 02, dwong
Vl@:[ ) qNam Nguyén Chi Thanh,
thuong tri 6 khu phuong Thanh Sen,
vyc bién gi6i du tinh Ha Tinh) dé
3 | diéu kién nhan| 2.002349 10 ngay thue hién phi dia Khong Nhu trén
tré em cua nuoe gidi hanh chinh;
lvang gieng cu't o - Qua Dich vu buu
9 ,l?hu N bien chinh céng ich;
giéi  lam con . ,
nuoi - Cong I?;ch vu
cong Quoc gia:
http://dichvucong.
gov.vn.
Ghi vao S6 ding Ngay trong ngay - Lé phi: 60.000
Ky nudi con nubi tiép nhan ho so doéng/ 1an néu ndp
viéc nudi con (nhan hd so sau 15 hd so truc tiép/qua
4 |nu6i da dugc| 2.002363 |gio ma khong giai Nhu trén buu chinh; 30.000 Nhu trén

giai quyet tai co
quan c¢6 tham
quyén cua nudc

quyét dugc ngay thi
tra két qua trong
ngay lam viéc ti€p

dong/lan néu ndp ho
so trén moi trudong
mang.
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1 | Tén thi tuc Ma Thai han giai Pia diém thuc Phi, I¢ phi Ciin et DhAD IV
hanh chinh TTHC guyeét hién (néu co) phap fy
ngoai theo); Truong hop - Mién 1& phi cho

phai xdc minh thi
thoi han giai quyét
khong qua 03 ngay
lam viéc.

nguoi thude gia dinh
c6 cong voi cach
mang; nguoi thudc
hd ngheo; nguoi
khuyét tat.

- Phi cdp ban sao
Trich luc Ghi vao S6
viéc nudi con nudi
da dugc giai quyét
tai co quan c6 tham
quyén coa nudc
ngodai (néu co yéu
cau): 8.000
ddng/ban.




PHAN II. NOI DUNG QUY TRIiNH NOI BO TTHC

I. LINH VUC HO TICH (39 TTHC)
1. Thu tuc ding ky khai sinh

1 |KY HIEU QUY TRINH QT.HT.01
2 | NOIDUNG QUY TRINH
2.1 | Piéu kién thwe hién TTHC: Khong.
2.2 | Cach thirc thuc hién TTHC:
- Thu tuc nay du diéu kién thuc hién dich vu céng truc tuyén toan trinh.
- Ngudi yéu cau diang ky khai sinh truc tiép thuc hién hoic ty quyén cho
ngudi khac thuc hién nop hd so truc tiép tai Trung tam Phuc vu HCC cap XA.
- Ngp tai Trung tdm Phuc vu hanh chinh cong tinh Ha Tinh - Sé 024, dwong
Nguyén Chi Thanh, phwong Thanh Sen, tinh Ha Tinh dé thuc hién phi dia gidi
hanh chinh.
- Guri qua hé théng buu chinh.
- Nop hoé so truc tuyén tai Cong dich vu cbng quéc gia
(https://dichvucong.gov.vn) hodc Ung dung dinh danh qudc gia.
2.3 | Thanh phan hd so, bao gom: Cl;?;lh Ban sao

To khai diang ky khai sinh theo mau BM.HT.01.01 (néu
ndp theo hinh thic truc ti€p hodc gui ho so qua Dich vy X
buu chinh cong ich);

Mau h¢ tich dién tir tuong tac dang ky khai sinh (do nguoi
yéu cau cung cap thong tin theo hudng dan trén Cong dich vu
cong, néu ngudi cé yéu cau lya chon ndp hd so theo hinh thirc
truc tuyén);

Nguoi €6 yéu cau dang Ky khai sinh thyc hién viéc
ndp/xuat trinh (theo hinh thirc tryc tiép) hodc tai 1én (theo
hinh thirc truc tuyén) cac gidy to sau:

* Gidy to phai nop:

Gidy ching sinh.

Truong hop khéng co6 Gidy chtng sinh thi ndp vin ban
ctia ngudi 1am chimg xac nhan vé viéc sinh; néu khong co
ngudi lam ching thi phai c6 gidy cam doan vé viéc sinh;

- 5 . X
Truong hop nguoi yéu cau da ndp ban dién ti Gidy chung
sinh hodc co quan dang ky h¢ tich da khai thac dugc dur
lidu dién tur c6 ky so cua Gidy chimg sinh thi khong phai
ndp ban gidy;
| Truong hop tré em bi bé roi thi phéi c6 bién ban vé viéc y

tré bi bo roi do co quan c6 thim quyén lap;
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Truong hop khai sinh cho tré em sinh ra do mang thai ho
thi phai c6 van ban xac nhan cua co s¢ y té da thuc hién k¥
thuat ho trg sinh san cho viéc mang thai ho;

Van ban uy quyén (dugc chimg thyc, trir trudng hop duoc
mién chimg thyc) theo quy dinh cua phap luat trong truong
hop iy quyén thuc hién viéc dang ky khai sinh;

Gidy to chimg minh thudc gia dinh c¢6 coéng véi cach
mang, nguoi thudc ho nghéo, nguoi khuyét tat (néu co).

* Gidy to phai xuit trinh:

H6 chiéu/ Thé can cudc cong dan/Thé cian cude/Can cude
dién tir/Gidy chimg nhdn cin cudc hodc cac gidy to khac
c¢6 dan anh va thong tin ca nhan do co quan c6 thim quyén
cap, con gia tri st dung dé chtirng minh vé nhéan than khi
lam thu tyc tryc tiép tai co quan diang ky ho tich.

Trwong hop gidy to tiy than sir dung la: Ho chiéu, Thé
can cudc, Can cudc cong dan, Gidy chitng nhdn can cuoc
thi nguoi co yéu cau dang ky hé tich chi can cung cdp
thong tin s6 dinh danh cd nhédn hodc théng tin vé gidy to
(s6, ngay/thdng/nam cdp), co quan dang ky ho tich c6
trach nhiém tra ciru thong tin thong qua ket néi voi Co so
dir liéu ho tich dién tw, Co so du liéu quoc gia vé dan cur
hodc co so dir lieu khac co lién quan dé doi chiéu, khai
thac dir liéu.

Truong hop khong khai thac dwoc thong tin hodc thong tin
khai thac dwoc khéng day di, khéng chinh xdc thi co quan
dang ky hé tich yéu cau ngwoi di ddang ky hé tich xudt
trinh ban chinh gidy to dé chiing minh, dong thoi dé nghi
nguoi di dang ky hé tich cdp nhadt, diéu chinh théng tin
trong cdc co so dii liéu theo quy dinh cua phap luat.
Truong hop cac thong tin ¢4 nhan trong cac gidy to nay da
c6 trong CSDLQGVDC, CSDLHTDT, dugc hé théng dién
tu dong thi khong phai tai 1én (theo hinh thirc truc tuyén);

- Gidy to c6 gia tri chimg minh thong tin vé cu tri trong
truong hop co quan dang ky ho tich khong thé khai thac
duogc thong tin v€ noi cu tra cua cong dan theo cac phuong
thitc quy dinh tai khoan 2 Diéu 14 Nghi dinh s6
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong
hop cac thong tin vé gidy to ching minh noi cu tri da
duoc khai thac tir Co so dir liéu quoc gia vé dan cu bang
cac phuong thirc nay thi ngudi yéu cau khong phai xut
trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thirc
tryc tuyén).
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Truong hop guri hd so qua hé thong buu chinh thi phai gui
kém theo ban sao c¢6 chirng thuc cac giay to phai xuat trinh
néu trén.

* Luuy:

- Cé& nhan c6 quyén lwa chon thyuc hién thu tuc hanh chinh vé ho tich tai co
quan dang ky ho tich noi cu trt; noi cu tri cia ca nhan dugc xac dinh theo quy
dinh cua phap luat vé cu tra. Truong hop cé nhan lya chon thyc hién thu tuc
hanh chinh vé ho tich khéng phai tai Uy ban nhan dan cap x4 noi thuong trd
hodc noi tam tr( thi Uy ban nhan dan cip x4 noi tiép nhan yéu cau c6 trach
nhiém hd tro ngudi dan nop hd so dang ky ho tich truc tuyén dén dang co
quan c6 tham quyén theo quy dinh.

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

+ Nguoi yéu cau dang ky ho tich co thé nop ban sao dugc ching thuc tur ban
chinh hoic ban sao dugc cap tir s6 gbe (sau day goi la ban sao) hoac ban chup
kém theo ban chinh, ban dién tir cac gidy to ndy, bao gom ca gidy to dugc tich
hop, hién thi trén Ung dung dinh danh dién tir (VNelD).

Truong hop ngudi yéu cau nop ban chyup kém theo ban chinh gidy to thi nguoi
tiép nhan co trach nhiém kiém tra, d6i chiéu ban chup véi ban chinh va ky xéac
nhan, khong dugc yéu cau nop ban sao gidy to do. Déi véi gidy to xuat trinh
khi dang ky ho tich, nguoi tiép nhan co trach nhiém kiém tra, d6i chiéu, ghi lai
thong tin hoac chup lai, ky xac nhan dé luu trong hd so va tra lai cho nguoi
Xuat trinh, khéng dwoc yéu cau nop ban sao hodc ban chup giay to do.

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

Nguoi tiép nhan hé so thuc hién khai thac théng tin trong CSDLQGVDC theo
quy dinh phép luat néu nguoi yéu cau dang ky ho tich da cung cap ho, chix
dém, tén; ngdy, thang, nam sinh; s6 dinh danh c& nhan/thé can cudc cong
dan/th¢ can cude/can cude dign ta. Truong hop cac thdng tin can khai thac
khong co trong CSDLQGVDC thi de nghi ngu:ol yeu cau ké khai day du.

- Poi véi gidy to giri kém theo néu nguoi yéu cau nop hod so theo hinh thirc
truc tuyen

+ Ban chup céc glay to gui kem theo ho so dang ky khai sinh truc tuyén phai
bao dam rd nét, day du, toan ven vé noi dung, la ban chup bang may anh, di¢n
thoai hodc duoc chup, duoc quét bang thiét bi dién tu, tir gidy to dugc cap hop
€, con gia tri st dung.

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

- Truong hop nguoi yéu cau dang ky ho tich lya chon nhan két qua tai Trung
tam Phuc vu HCC cap x4 thi ngudi yeu cau dang ky ho tich phai Xuat trinh
gidy to tuy than, nop cac gidy to 1a thanh phan ho so theo quy dinh; Trudng
hop nguoi yéu cau dang ky ho tich khéng lya chon nhan két qua tai Trung tam
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Phuc vu HCC cip x3 thi nguoi yéu cau ding ky ho tich nop cac giay to 1a
thanh phan hd so theo quy dinh truéc khi nhan két qua.

- Trudng hop ngudi yéu cau dang ky ho tich khdng cung cip dugc gidy to theo
quy dinh hodc gidy to nop, xuét trinh bi tay x6a, sira chita, 1am gia thi co quan
dang ky ho tich c6 tham quyen huy bo két qua dang ky ho tich.

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

- Truong hop nguoi di ding ky khai sinh cho tré em 1a ong, ba, nguoi than
thich khac thi khéng phai co6 van ban uy quyén cua cha, me tré em, nhung phai
thong nhat vai cha, me tré em vé cac noi dung khai sinh.

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

+ Viéc xac dinh ho, dan tdc, dat tén cho tr¢ em phai phu hop véi phap luat va
yéu cau giir gin ban sac dan toc, tap quan, truyén thong van hoa tot dep cua
Viét Nam; khong dat tén qué dai, kho str dung.

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

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

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

2.4

S6 lwong ho so: 01 bo.

2.5

Thoi han gidi quyét: Ngay trong ngay tiép nhan yéu cau, truong hop nhan hd
so sau 15 gio ma khong giai quyét duoc ngay thi tra két qua trong ngay lam
viéc tiép theo. Truong hop phai xac minh tinh trang hon nhan cua cha, me tré
thi tho1 han x4c minh khong qua 03 ngay lam viéc.

2.6

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

- Trung tdm Phuc vu HCC cép xA.

- Trung tdm Phuc vu hanh chinh cong tink dé thuc hién phi dia giéi hanh
chinh.

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

- Ung dung dinh danh quéc gia.

2.7

Co quan thyuc hién:
- UBND cép xa noi cu tri cia ngudi cha hodc ngudi me thyuc hién ding ky
khai sinh cho tré em;
- UBND cép x4 noi lap bién ban vé viéc tré bi bo roi dbi v6i truong hop ding
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ky khai sinh cho tré bi bo roi;

- UBND cap xa noi tré dang cu tr ¢6 trach nhiém dang ky khai sinh cho tré
chua xac dinh duoc cha, me.

Co quan c6 thim quyén quyét dinh: UBND cép x4.

Co quan dwoc ity quyén: Khong.

Co quan phdi hop: Co quan quan Iy Co sé dit liéu Qudc gia vé dan cu.

2.8

Poi twong thwe hién TTHC: Ca nhan

2.9

Két qua giai quyét TTHC:

- Ho so du diéu kién:

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

- Ban dién tir Gidy khai sinh (Ban dién tir s& tw dong giri vé Kho quan ly dit ligu dién
tr cia ,cé nhan/dia chi thu dién tir/thiét bi s6/dién thoai cia nguoi yéu cau sau khi da
hoan tat thu tuc dang ky khai sinh tai co quan dang ky ho tich).

- H6 so khong du diéu kién: Vin ban thong bao khong du diéu kién cap Gidy
Kkhai sinh.

2.10

Quy trinh xir ly cong viéc

TT

Trach Thoi | Biéu miw/Két

Trinh tw ‘A : -
j nhiém glan qua

Bl

1. Tiép nhan hd so truc tiép tir ca
nhan hodc tu Dich vy buu chinh cong
ich hodc trén Cong Dich vu cong
Qudc gia https://dichvucong.gov.vn
hodc Ung dung dinh danh quéc gia.

2. Kiém tra thanh phan ho so:

(1) Truong hop ho so day du, hop 18
thi tiép nhan ho so; néu tiép nhan ho
so sau 15 gio thi ¢ Phiéu hen, tra két .
qué cho nguoi yéu cau trong ngdy lam Gig | Mau01;02,03
viéc tiép theo (néu ngudi yéu cau nop Cong chirc hanh (néu co), 06 va
hd so tryc tiép) hodc gui ngay Phiéu| TN&TKQ | . | HO so  theo
hen, tra két qua qua thu dién tir hodc muc 2.3

giri tin nhan hen tra két qua qua dién
thoai di dong cho nguoi yéu cau (neu
nguoi yéu cau nop hd so truc tuyén);
chuyén ho so dé cong chure tu phap -
ho tich xtr Iy; trudng hop tiép nhan hd
so tai Trung tam Phuc vu HCC cép Xa
cap tinh, can bd tiép nhan hd so
chuyen hé so dén Uy ban nhan dan
cap x4 c6 tham quyén xir 1y.
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(ii) Truong hop hd so chua day du,
hop 1& thi can bo tiép nhan hé so
thong bao cho nguoi yéu cau bo sung,
hoan thién ho so, néu 10 loai gidy to,
ndi dung can bd sung dé ngudi yéu
cau bd sung, hoan thién. Sau khi ho so
duoc b sung, thuc hién lai bude (i);
(iif) Truong hop ngudi yéu cau ding
ky khai sinh khong bo sung, hoan
thién dugc hod so thi can bo tiép nhan
hd so bao cdo Lanh dao Trung tim
Phuc vu HCC cép xa c6 thong bao tir
chdi giai quyét yéu cau diang ky khai
sinh.

Mau 01; 02, 03

B Chuyén Lanh dao Van phong HDND- | Cong churc 01 gid (néu co), 06 va

UBND cap xa TN&TKQ HOo so theo

muc 2.3
Lanh dao

Lanh dao Vin phong HDND-UBND | Vin phong Mau 05 va Ho
B3 | cip xd phan cong cong chic xtr Iy hd | HPND- | 01 gio [so  theo muc

SO UBND cip 2.3

Xa

B4.1. Truwomg hop khong cin xac

minh

Kiém tra, xem xét hd so:

- Néu du diéu kién: Ghi noi dung khai

sinh vao Sé‘ dang ky khai sinh, cap

l’lhAE.lt vao plgan mém h~Q ‘F{ch. ClA}uye%n Miu 05; Du

thong tin dén Co so dir liéu Qudc gia hio Gidv khai

vé dan cu dé ldy S& dinh danh ca thao Gay kha

n A , A , sinh hoac du

nhan. Sau khi c¢6 s6 dinh danh ca | Cong chuc thio vin ban
B4 | nhan, in dy thao Giay khai sinh; Tu phap - | 03 gio thong b0

- Trudng hop tiép nhan hd so dang | HO tich

ky khai sinh theo hinh thirc truc
tuyén: Gui lai biéu mau Gidy khai
sinh dién tir voi thong tin day du cho
nguoi yéu cau qua thu dién tir hodc
thiét bi s6.

Nguoi yéu cau co trach nhiém kiém
tra tinh chinh xac, diy du cua cic
thong tin trén biéu mau Gidy khai sinh

khong du diéu
kién cap Giay
khai sinh
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dién tir va xac nhén (t6i da mot ngay).
Néu ngudi ¢o yéu cau xac nhan thong
tin d4 thong nhat, diy du hodc khong
c6 phan hdi sau thoi han yéu ciu thi
ghi ndi dung vao S6 ding ky khai
sinh, cap nhat thong tin dang ky khai
sinh va Iuu chinh thtc trén Phan mém
dang ky, quan 1y ho tich dién tor dung
chung.

- Néu khong du diéu kién: Dy thao
van ban thong bao khong du diéu kién
cap Gidy khai sinh;

Trinh Chanh Van phong HDND-
UBND (néu oty quyén)/Lanh dao Vin
phong HDND-UBND (néu khong uy
quyén)

B.4.2. Truong hop cin xac minh tinh

trang hon nhan cua cha, me tré em thi 03
tién hanh x4c minh. Trén co s& xac ngay
minh thi tién hanh nhu budc 4.1
Mau 05; Gidy
khai sinh hoadc
- TH uy quyén: Chdnh Vin phong| - Chénh van banA thong
HDND-UBND ky du thao két qud gidi | Vin phong bao khong du
quyét thii tuc hanh chinh, chuyén dén | HPND- s dl.eﬁl kl_en. cap
BS | pse B UBND - 01 gio Gzizy khai Sll’lfl
- TH khéng vy quyén: Lanh dao Van | Lanh dao (neuﬁ‘ I
\ . e Y , 1 phon quyén)/da ky
phong ky duyét, chuyén den buoc B6 Van phong duyét (néu
khong uy
quyen)
Mau 05; Gidy
, N ’ Lanh dao khai sinh hoac
B6 Ky du thao két qua giai quyét tha tuc UBND cép | 01 eics van ban thong
hanh chinh. 2 cap | UL B9 hao khong du
Xa 5 N J
diéu kién cap
Gidy khai sinh
Mau 05, 06;
, Gidy khai sinh
Phat hanh van ban va tra két qua cho 9 .. | hodac van ban
B Trung tam phuc vu HCC Van thu | 01 gio thong bao

khong du diéu
kién cap Giay
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khai sinh

B7

Mau 01, 06;
Gidy khai sinh
Tra két qua, thu phi, 1& phi theo quy | Céng chuc C\}IO’ hO? ¢ van be}n
dinh (néu co) TN&TKQ | hanh | thong -~ bao

' ' chinh | khong da diéu
kién cip Gidy
khai sinh

- Truong hop cha, me tré di dang ky két hon, trén co sé thdng tin vé Giay
chuang nhan két hdn cung cap trong hd so dang ky khai sinh, co quan ding ky
ho tich c6 trach nhiém tra cau, xac thuc thong tin trén Hé théng thdng tin giai
quyét thu tuc hanh chinh cip tinh théng qua két ndi véi Co so dit liéu ho tich
dién tir (CSDLHTDT), Co s dit ligu quoc gia vé dan cu (CSDLQGVDC). Két
qua tra citu duoc luu trir dudi dang dién tu hoac ban gidy, phan anh day du,
chinh xac thdng tin tai thoi diém tra ciru va dinh kém trong hd so cta ngudi
dang ky.

Truong hop khong tra ciru duoc tinh trang hon nhan do chua cé thong tin
trong Co so dit liéu ho tich dién tir, CSDLQGVDC, thi co quan dang ky ho
tich dé nghi Uy ban nhan dan Cép X noi nguoi yéu cau thuong tri/noi da dang
ky két hdn xac minh, cung cap thong tin. Trong thoi han 03 ngay lam viéc ke
tir ngay nhan dugc yéu cau xac minh, Uy ban nhan dan cap xi noi nhan dugc
dé nghi xac minh c6 trach nhiém kiém tra, xac minh va gui két qua vé tinh
trang hon nhan cua nguoi do.

- Trong thoi han 60 ngay ké tir ngay sinh con, cha hoic me c6 trach nhiém
dang ky khai sinh cho con; trudng hop cha, me khong thé dang ky khai sinh
cho con thi 6ng hoic ba hoic nguoi than thich khac hoic c& nhan, to chuc
dang nuoi dudng tré em cd trach nhiém dang ky khai sinh cho tré em.

- Truong hop dang ky khai sinh cho tré bi bé roi thi sau khi nhan dugc thong
bao, Chu tich Uy ban nhan dan cap x& hoic Truong céng an cap xa co trach
nhiém t6 chic 1ap bién ban vé viéc tré bi bo roi.

Sau khi Iap bién ban, Uy ban nhan dan cap xa tién hanh niém yét tai tru s¢ Uy
ban nhan dan trong 07 ngay lién tuc vé viéc tré bi bo roi. Hét thoi han niém
yét, néu khdng c6 thong tin vé cha, me dé cua tré, Uy ban nhan dan cap xé
thong béo cho ¢ nhan hoic to chirc dang tam thoi nudi dudng tré dé tién hanh
dang ky khai sinh cho tré.

- Truong hop tré chua xac dinh duoc cha thi ho, dan toc, qué quan, qUOc tich
cua con dugc xac dinh theo ho, dan toc, qué quan, qudc tich cia me; phan ghi
vé cha cua tré dé tréng. Néu vao thoi diém dang ky khai sinh nguoi cha yéu
cau 1am tha tuc nhan con thi két hop giai quyét viéc nhan con va dang ky khai sinh.
- Trudng hop tré chua xac dinh duoc me ma khi ding ky khai sinh cha yéu cau
lam thu tuc nhéan con thi két hop giai quyét viéc nhan con va ding ky khai
sinh; phan khai vé me cua tré dé trong.

- Truong hop tré khong thudc dién bi b roi, chua xac dinh duoc ca cha va me
thi thyc hién tuong tu nhu dang ky khai sinh cho tré bi bo roi, nhung trong S6
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ho tich ghi 10 “Tré chua xac dinh dugc cha, me”.

- Trudng hop hd so khong xtr Iy duoc trong ngay lam viéc hodc trong ngay
lam viéc tiép theo (do6i véi ho so nhdn sau 15 gio) hodc 05 ngay lam viéc doi
VGi trieong hop cdn xdc minh, trong ngdy hen trd két qua, Cong chirc xit 1y ho
so trinh Chanh Van phong HDND-UBND (neu uy quyen)/Lanh dao UBND
cdp xd (néu khong uy quyen) ky ban hanh phiéu xin 16i va hen lai ngay trd két
qua dé giri cho té chirc, cd nhan.

BIEU MAU
Gidy tiép nhan ho so va hen tra két qua
Miu 01 i)
MAu 01.docx
Phiéu yéu ciu bo sung hoan thién ho so
MAu 02 w5
MAu 02.docx
Phiéu tir chéi tiép nhan giai quyét ho so
Miu 03 i)
MAu 03.docx
Phiéu xin 16i va hen lai ngay tra két qua
Mau 04 Iﬂﬂ
MAu 04.docx
Phiéu kiém soat qua trinh giai quyét hd so
Mau 05 Iij
MAu 05.docx
S6 theo ddi hd so
Miu 06 i)
MAu 06.docx
BM.HT.01.01 . . FRAT- 101 doc
01.0 To khai dang ky khai sinh
BM.HT .01.02 Mau ho tich dién tir tuong tac dang ky khai sinh

(méu ndp hd so theo hinh thic truc tuyén).




[
-

BM.HT.01.02.doc

4 |HOSOLUU:

Mau 01; 02, 03, 04 (néu c6); 06 luu tai Trung tim Phyc vy HCC cép xa. Méau
01, 05 luu theo ho so;

- Ho so dau vao theo muc 2.3;

- S6 dang ky khai sinh;

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

H6 so dugc luu tai UBND cap x4, thoi gian luu trir S6 dang ky khai sinh 1a vinh vién,
con cac giay to khac thyc hién luu theo quy dinh cua Luat HO tich va cac van ban
hudng dan thi hanh.

2. Thii tuc ding ky khai sinh c6 yéu td nuéc ngoai

1 |KY HIEU QUY TRINH QT.HT.02

2 |NOIDUNG QUY TRINH

2.1 | Diéu kién thuc hién TTHC:

Khong.

2.2 | Cach thirc thuc hién TTHC:

- Thu tyc nay du diéu kién thuc hién dich vy cong truc tuyén toan trinh.

- Nguoi yéu cau dang ky khai sinh tryc tiép thuc hién hodc uy quyén cho nguoi
khac thuc hién ndp hd so truc tlep tai Trung tam Phuc vu HCC cap Xa, gui qua
hé théng buu chinh hodc ndp hd so truc tuyén tai Cong dich vy cong quoc gia
(https://dichvucong.gov.vn) hodc Ung dung dinh danh quéc gia.

- Nép tai Trung tdm Phuc vy Hanh chinh cong tinh Ha Tinh - S6 024, dwong
Nguyén Chi Thanh, phwong Thanh Sen, tinh Ha Tinh dé thuc hién phi dia gidi

hanh chinh.
2.3 | Thanh phan hd so, bao gdom: Ban Ban sao
' P ’ gom: chinh
_ | To khai dang ky khai sinh theo mau BM.HT.02.01 (néu y
nguoi ¢o yéu cau lya chon ndp hd so theo hinh thic truc
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tiép hodc giri ho so qua dich vu buu chinh cong ich);

Mau ho tich dién tir twong tac dang ky khai sinh (do nguoi
yéu cau cung cap thong tin theo hudng dan trén Cong dich
vu cong, néu nguoi cd yéu cau lua chon ndp hd so theo
hinh thtrc truc tuyen),

Nguodi c¢6 yéu cdu dang ky khai sinh thuc hién viéc
ndp/xuat trinh (theo hinh thire tryc tiép) hodc tai 1én (theo
hinh thtrc truc tuyén) cac gidy to sau:

* Gidy to phai nop:

- Gidy chung sinh.

Truong hop khong cé Gidy ching sinh thi thay bang van
ban cta nguoi lam chimg xac nhan vé viéc sinh, néu khong
c6 van ban ciia ngudi 1am chung thi thay thé bang van ban
cam doan vé viéc sinh;

Truong hop nguoi yéu cau di ndp ban dién tir Gidy ching
sinh hodc co quan dang ky ho tich da khai thac dugc dir
liéu dién tor co ky so cua Gidy chimg sinh thi khong phai
ndp ban giay.

Truong hop tré em sinh ra tai nudce ngoai thi ngp Gidy chimg
sinh hogdc gidy to khac do co quan co tham quyén nudc ngoai
cap xac nhan vé viéc tré em dugc sinh ra ¢ nudc ngoai va
quan hé me - con.

- Truong hop cha hoac me hodac ca cha, me 1a ngudi nudc
ngoai thi phai nop van ban thoéa thuan cua cha, me vé viéc
lwa chon quéc tich cho con. Truong hop cha, me lya chon
qudc tich nude ngoai cho con, thi ngoai van ban thoa thuan
lya chon quéc tich con phai c6 xac nhan cua co quan co
tham quyén cua nudc ma tré duoc lra chon mang quoc tich
vé viée tré co qudc tich 1a phu hop quy dinh phap luét cta
nuoc do;

- Vin ban ty quyén (dugc chimg thuc) theo quy dinh cua
phap luat trong trudng hop ty quyén thyc hién viéc ding
ky khai sinh. Truong hop nguoi di dang ky khai sinh cho
tre em 1a 6ng, ba, nguoi than thich khac thi khong phai c6
van ban Uy quyén cua cha, me tré em, nhung phai théng
nhét véi cha, me tré em vé noi dung khai sinh;
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Gidy to chimg minh thudc gia dinh ¢ cong véi cach mang;
nguoi thudc ho ngheéo; ngudi khuyét tat (n€u co).

* Gidy to phai xut trinh:

- Ho chiéu/Thé can cude cong dan/Theé cin cude/Can cude
dién tir/Gidy chimg nhan cin cudc hodc cic gidy to khac co
dan anh va thong tin ca nhén do co quan co6 thAm quyén
cap, con gia tri su dung dé chimg minh vé nhén than cua
nguoi yéu cau ding ky khai sinh khi lam thi tyc truc tiép
tai co quan dang ky hd tich.

Truwong hop gidy to tiy than s dung la: Ho chiéu, Thé
can cudc, Can cudc cong ddn, Gidy chirng nhdn can cudc
thi nguoi co yéu cau dang ky hé tich chi can cung cdp
thong tin s6 dinh danh cd nhédn hodc théng tin vé gidy to
(s0, ngay/thang/nam cdp), co quan dang ky ho tich ¢
trach nhiém tra cuu thong tin thong qua ket noi voi Co so
dir lieu ho tich dién tw, Co so dil liéu quoc gia vée dan cuw
hodc co so dir lieu khdac co lién quan dé doi chiéu, khai
thac dir liéu.

Truong hop khong khai thac dwoc thong tin hodc thong tin
khai thdac dwoc khéng day di, khéng chinh xdc thi co quan
ddang ky ho tich yéu cau ngueoi di dang ky hé tich xudt trinh
ban chinh gidy to dé ching minh, dong thoi dé nghi nguwoi
di dang ky hé tich cdp nhdt, diéu chinh théng tin trong cdc
co so di liéu theo quy dinh cua phap luat.

Truong hop cac thong tin ci nhan trong cac gidy to nay da
c¢6 trong CSDLQGVDC, CSDLHTPDT, duoc hé théng dién
tu dong thi khong phai tai 1én (theo hinh thuc truc tuyén).

Gidy to co gia trj ching minh théng tin vé cu tra trong
truong hop co quan ding ky ho tich khong thé khai thac
duogc thong tin vé noi cu tra ctia cong dan theo cac phuong
thic quy dinh tai khoan 2 Diéu 14 Nghi dinh s
104/2022/ND-CP ngay 21/12/2022 cta Chinh phu. Truong
hop cac thong tin v€ gidy to ching minh noi cu tra da dugce
khai thac tor Co s¢ dir li€u quoc gia Ve dan cu bang cac
phuong thirc nay thi ngudi co yéu cau khong phai xuét
trinh (theo hinh thtic truc tiép) hodc tai 1én (theo hinh thirc
truc tuyén).

Gidy to ching minh viéc tré em nhap canh hop phap vao
Viét Nam (nhu: ho chiéu, gidy to co gia tri di lai qudc té,
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c6 ddu xac nhan nhdp canh cua co quan quan 1y xuét, nhép
canh) va van ban xac nhén cua co quan cong an co tham
quyén vé viéc tré em dang cu trua tai Viét Nam trong truong
hop tré em sinh ra & nudc ngoai, cd cha hodc me l1a cong
dan Viét Nam hodc cha va me déu la cong dan Viét Nam,
chua dugc ding ky khai sinh ¢ nude ngoai, vé cu tra tai
Viét Nam.

Truong hop giri hd so qua dich vu buu chinh cong ich thi phai giri kém theo
ban sao c6 chung thuc cac gidy to phai xuat trinh néu trén.

*Luuy

- Canhan co quyén Iwra chon thuc hién tha tuc hanh chinh vé ho tich tai co quan
dang ky ho tich noi cu tri; noi cu tri cua ¢4 nhan dugc xac dinh theo quy dinh
cua phap luat vé cu tri. Truong hgp ca nhan lga chon thyc hi¢n thu tuc hanh
chinh vé ho tich khong phai tai Uy ban nhan dan cap xa noi thuong tra hogc noi
tam tra thi Uy ban nhan dan cap X4 noi tlep nhan yeu cAu c¢6 trach nhiém hd trg
ngu’(n dan ndp hd so dang ky ho tich truc tuyen dén ding co quan c6 tham
quyén theo quy dinh.

- P6i voi yéu cau dang ky khai sinh ma cha, me tré da dang ky két hon, trén co
so thong tin vé Gidy ching nhan két hon cung cap trong To khai ding ky khai
sinh, co quan ding ky ho tich c6 trach nhiém tra ctru thong tin vé tinh trang hon
nhan ciia cha, me tré trén Hé thong thong tin giai quyét thu tuc hanh chinh cép
tinh thong qua két ndi véi CSDLHTDT, CSQGVDC. Két qua tra ctiru dugc luu
trit dudi dang dién tir hodc ban gidy, phan anh day du, chinh x4c thong tin tai
thoi diém tra ctru va dinh kém ho so ctia ngudi dang ky. Truong hop khong tra
citu duogc tinh trang hon nhan do chua c6 thong tin trong CSDLHTDT,
CSQGVDC, thi co quan dang ky h¢ tich dé nghi Uy ban nhan dan cap x4 noi
nguoi yéu cau thuong tru/noi da dang ky két hon xac minh, cung cap thong tin.
Trong thoi han 03 ngay lam viéc ké tir ngay nhan dugc yéu cau xac minh, Uy
ban nhan dan cap X4 noi nhan duoc dé nghi x4c minh c6 trach nhi¢m kiém tra,
x4ac minh va g két qua vé tinh trang hon nhan ctia nguoi do.

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

+ Nguoi yéu cau ding ky ho tich co the ndp ban sao duoc ching thuc tir ban
chinh hodc ban sao duoc cap tir sd goc (sau day goi la ban sao) hoac ban chup
kém theo ban chinh, ban dién tir cac gidy to nay, bao gom ca gidy to duogc tich
hop, hién thi trén Ung dung dinh danh dién tr (VnelD).

Truong hop nguoi yéu cau nop ban chup kem theo ban chinh gidy to thi nguoi
tiép nhan c6 trach nhiém kiém tra, doi chleu ban chup voi ban chinh va ky xac
nhan, khong dugc yéu cau ndp ban sao gidy to do.

Déi v6i gidy to xuat trinh khi dang ky ho tich, ngudi tiép nhan c6 trach nhiém
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kiém tra, d6i chiéu, ghi lai thong tin hodc chup lai, ky xac nhén dé luu trong hd
so' va tra lai cho nguoi xuét trinh, khong dugc yéu cau ndp ban sao hoic ban
chup gidy to do.

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

Nguoi tiép nhan hd so thuc hién khai thac thong tin trong CSQGVDC theo quy
dinh phap luat néu nguoi yéu cau dang ky ho tich da cung cép ho, chir dém, tén;
ngay, thang, nam sinh; sé dinh danh c4 nhan/thé can cudc cong dan/thé can
cudc/can cude dign tur. Truong hop cac thong tin can khai thac khong c6 trong
CSQGVDC thi d& nghi nguoi yeu cau ke khai day du.

- Béi voi gidy to giri kém theo néu ngudi yéu cau nop ho so theo hinh thirc truc
tuyén'

+ Ban chuyp cac glay to gui kém theo hé so dang ky khai sinh truc tuyén phai
bao dam rd nét, day di, toan ven vé noi dung, la ban chup bang may anh, di¢n
thoai hodc dugc chup, dugc quét bang thiét bj dién tir, tir giay to duoc cap hop
1€, con gia tri stir dung

+ Truong hop gidy t0, tai liéu phai gui kém trong hd so dang ky khai sinh truc
tuyén dd co ban sao dién tir hodc ban dién tir gidy to ho tich thi ngudi yéu cau
dugc st dung ban dién tir nay

- Truong hop nguoi yéu cau ding ky ho tich lya chon nhén két qua tai Trung
tam Phuc vu HCC cap xa thi ngudi yéu cau dang ky ho tich phai xuat trinh gidy
to tuy than, nop cac gidy to 1a thanh phan ho so theo quy dinh; Truong hop
nguoi yéu cau dang ky ho tich khong lya chon nhan két qua tai Trung tam Phyc
vu HCC cép x4 thi nguoi yéu cau dang ky ho tich nop cac gidy to 13 thanh phan
hé so theo quy dinh trudc khi nhan két qua.

- Truong hop ngudi yéu cau dang ky h¢ tich khong cung cap duoc gidy td theo
quy dinh hoac giay to ndp, xuat trinh bi tay x0a, stra chira, [am gia thi co quan
dang ky ho tich c6 tham quyén huy bo két qua dang ky ho tich.

- Gidy to do co quan c6 thim quyén cta nudc ngoai cip, cong ching hoidc xac
nhan dé st dung cho viéc dang ky ho tich tai Viét Nam phai duoc hgp phap hoa
lanh sy theo quy dinh cua phap luat, trir truong hop duge mién theo diéu udc
quéc té ma Viét Nam 13 thanh vién.

- Péi voi viée xéac dinh ho, dan toc, qué quan, dat tén cho tré:

+ Viéc xac dinh ho, dan toc, dat tén cho tré em phai phu hop véi phap luat va
yéu cau gitt gin ban sic dan toc, tip quan, truyén thong vin hoéa tét dep cua
Viét Nam; khong dat tén qua dai, kho st dung.

+ Truong hop cha, me khong thoa thuan duoc vé ho, dan tdc, qué quan cua con
khi dang ky khai sinh thi ho, dan toc, qué quan cia con dugc xac dinh theo tap
quan nhung phai bado dam theo ho, dan tdc, qué quan ctua cha hodc me.
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2.4 | S6 lwgng ho so: 01 bo.
Thoi han gidi quyét: Ngay trong ngay tiép nhan ho so. Truong hop nhan ho so
o5 | SAU 15 gio ma khong giai quyét duoc ngay thi tra két qua trong ngay lam viéc
" | tiép theo. Trudong hop phai xac minh tinh trang hén nhan cia cha, me tré thi
tho1 han x4c minh khong qua 03 ngay lam viéc.
Dia diém tiép nhan hd so va tra két qua giai quyét TTHC:
- Trung tdm Phuc vu HCC cap xa.
26 |- Trung tdm Phyuc vu hanh chinh cong tink dé thuc hién TTHC phi dia gioi
"~ | hanh chinh.
- Cong Dich vy céng Quéc gia: https://dichvucong.gov.vn.
- Ung dung dinh danh quéc gia.
Co quan thye hién: Vin phong HDND-UBND cdp xd.
Co quan c6 tham quyen quyét dinh:
- Uy ban nhan dan €ap Xa noi cu trd cua nguoi cha hodc ngudi me thuc hién
dang ky khai sinh ddi véi tré em sinh ra & Viét Nam trong céc truong hop:
+ Cha hoac me la cong dan Viét Nam con nguoi kia la nguoi nude ngoai hodc
nguoi khdng quoc tich.
+ Cha hoac me la cong dan Viét Nam cu tra ¢ trong nude con nguoi kia la cong
2.7 | dan Viét Nam dinh cu & nudc ngoai.
+ Cha va me la cong dan Viét Nam dinh cu ¢ nudc ngo@i.
+ Cha va me la nguoi nuae ngoai hoae ngudi khong quoc tich
- Uy ban nhan dan cap xa noi cu tra caa tré em, cO cha hqéc me hoéc ca cha va
me la cong dan Viét Nam, thuc hién dang ky khai sinh doi vai tré em sinh ra &
nudc ngoai, chua dugc dang ky khai sinh, vé cu trt tai Viét Nam.
Co quan dwoe iy quyén: Khong.
Co quan phdi hop: Co quan quan Iy Co sé dit liéu qudc gia vé dan cu.
2.8 | Poi twong thue hién TTHC: Cé nhan
Két qua giai quyét TTHC:
- Ho so du diéu kién:
+ Giay khai sinh (ban chinh); ban sao Gidy khai sinh (truong hop yéu ciu cap
ban sao Giay khai sinh).
2.9 | + Ban dién tir Gidy khai sinh (Ban dién tir s& tuy dong giri vé Kho quan 1y dit

ligu dién tir clia ¢4 nhan/dia chi thu dién tir/thiét b s6/dién thoai clia nguoi yéu
cau sau khi da hoan tat thu tuc dang ky khai sinh tai co quan dang ky ho tich).

- Ho so khong du diéu kién: Vin ban thong bao khong du diéu kién ding ky
khai sinh.
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2.10

Quy trinh xir ly cong viéc

TT

Trinh tw

Tréach
nhiém

Thoi
gian

Bic¢u mau/Ket
qua

Bl

1. Tiép nhéan ho so.

- Tiép nhan hd so truc tiép tir ca
nhan hoac tur dich vu buu chinh
cong ich hodc trén Cong Dich vu
cong Qudc gia
(https://dichvucong.gov.vn)  hodc
Ung dung dinh danh quéc gia.

2. Can b TN&TKQ kiém tra ho
SO

- Néu hd so chuwa diy du hoic
khong hop 1&: Huéng dan hoidc
thong béo bang vin ban cho ca
nhan bd sung, hoan thién ho so.
Truong hop khong bod sung, hoan
thién duoc ho so thi thong bao tir
chéi giai quyét ho so.

- Néu hd so diy du, hop 16: Lam
thu tuc tiép nhan ho so va thu phi,
1& phi theo quy dinh. Néu tiép nhan
ho so sau 15 gid thi gui Phiéu hen,
tra két qua cho nguoi ¢ yéu cau
trong ngay lam vi¢c t1ep theo hodc
gui tin nhian hen tra két qua qua
dién thoai di dong cho nguoi co
yéu cau (néu nguoi c6 yéu cau lua
chon hinh thic ndp hd so truc
tuyén).

Sau khi tiép nhan ho so theo hinh
thic ndp truc tiép, cong chuc
TN&TKQ thyc hién s6 hoa (sao
chup, chuyén thanh tai liéu dién tir
trén hé thong thong tin, co so dit
liu) va ky sd vao tai liéu, hd so
giai quyét thu tuc hanh chinh da
dugc sb hoa theo quy dinh.

Cong chue
TN&TKOQ;
ca nhan

Gio
hanh
chinh

Mau 01, 02, 03
(néu co), 05, 06
va ho so theo muc
2.3

B2

Chuyén Lanh dao Vin phong

Cong chuc

01 gio

Mau 05 va ho so
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HDND-UBND cap xa TN&TKQ; theo muc 2.3
Lanh dao

Lanh dao Van phong HDND-| Van phong Maiu 05 va Hd so
B3 |UBND cép xd@ phén cong cong| HDND- 01 gio kem theo muc 2.3

chuc xur 1y ho so UBND cap T

Xa

Kiém tra, xtr 1y ho so:

- Trudng hop hd so can bd sung,

hoan thién hoidc khéng du diéu

kién giai quyét, phai tir chéi thi giri

thong bao vé tinh trang hd so toi

Trung tdm Phyc vu HCC cap x4 dé

thong bao cho ngudi ndp hd so. .

- Truong hop hd so khong du didu gg’i &

kién: Dy thao Van ban thong bao trudng

khong du diéu kién dang ky khai h

sinh trinh  Chdanh Van phong khgﬁg

HDND-UBND (néu uy cAn xdc

quyén)/Lanh  dao ~ Van  phong minh:

HDND-UBND  (néu khong 1y 03 ngé{y Miu 04 (o :

quyén) 5 au néu co),

- Truong hop can phai kiém tra, Viéir?iéj 05; .dl.I j[héo Gie:ly

xde minh lam rd hodc do nguyén | cong chire | voi khai sinh  hogc
B4 | nhan khéc ma khong thé tra két | . Iy hd so | trromg Van ban thong

Wait yi oi 3 i 14 + |bao khong du

qua dung thoi gian da hen thi lap hop can | o S g :

Phiéu xin 15i va hen lai ngay tra wac | dieu kién dang ky

két qua chuyén Trung tam Phuc vu minh khai sinh.

HCC cap xa dé tra cho nguoi co tinh

yéu cau (néu nguoi co yéu cau lya trang

chon hinh thirc ndp ho~so truc hon

tiép), hodac guri Phiéu xin 161 va hen nhan

lai ngay tra két qua qua thu dién tu clia

hodc giri tin nhan qua dién thoai di cha, me

dong cho nguoi co yéu cau (néu tre.

nguoi c¢6 yéu cau lya chon hinh
thirc nop ho so truc tuyén).

- Trudng hop hd so du diéu kién:
Thue hién viée ghi vao S6 dang ky
khai sinh, cp nhéat thong tin dang
ky khai sinh trén Phan mém ding
ky, quan ly ho tich dién tir dung
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chung, luu chinh thic va chuyén
thong tin dén Co so dir liéu Quéc
gia vé dan cu dé 1ay S6 dinh danh
ca nhan.

Truong hop tiép nhan hd so ding
ky khai sinh theo hinh thiic truc
tuyén thi goi lai biéu miu Gidy
khai sinh dién tr v6i thong tin day
da cho nguoi yéu cau qua thu dién
tir hodc thiét bi sb.

Nguoi yéu cau co trach nhiém
kiém tra tinh chinh xac, ddy du cta
c4c thong tin trén biéu mau Gidy
khai sinh di¢n t&r va xac nhan (t6i
da mdt ngay).

Néu ngudi ¢6 yéu cau xac nhan
thong tin di thong nhat, diy du
hoidc khong c6 phan hdi sau thoi
han yéu cau thi thuc hién viéc ghi
ndi dung vao SO diang ky khai sinh,
cap nhat thong tin dang ky khai
sinh va luu chinh thic trén Phéan
mém dang ky, quan 1y ho tich dién
tor dung chung. Truong hop cha,
me lua chon quéc tich Viét Nam
cho con thi chuyén thong tin dén
Co so dit lidu Quéc gia vé dan cu
dé 1ay S6 dinh danh c4 nhan. Sau
khi Co so dit liéu Qudc gia vé dan
cu tra vé S6 dinh danh c4 nhan, in
Gidy khai sinh trinh Chanh Vin
phong HDPND-UBND (néu tuy
quyén)/Lanh dao Vian phong
HDND-UBND (néu khéng uy
quyén)

B5

- TH 4y quyén: Chanh Van phong
HDND-UBND ky dir thdo két qua
gidi quyét thi tuc hanh chinh,
chuyén dén buéc B7.

- TH khéng uy quyén: Lanh dao
Vian phong ky nhdy, chuyén dén
budc B6

- Chanh
Van phong
HDND-
UBND -
Lanh dao
Van phong

01 gic

Méau 05; Gidy
khai sinh hodc
van ban thong
bao khong du
dieu kién cdp

Gic,i'y khai sinh
(néu uy quyén)/da
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Ky  duyét (néu
khong uy quyén)
Mau 05; Gidy
, Lanh dao khai sinh hoac
B6 Ky du thao két qua giai quyét tha UBND 4 01 wid van ban thong bao
tuc hanh chinh. ~ cap 819 | khong du  diéu
Xa  n £ K
kién cap Giay
khai sinh
Mau 05, 06; Gidy
khai sinh hoac
Phat hanh vin ban va tra két qua _ .. |Van ban thong
B cho Trung tam phuc vu HCC Van thu 01 gio bao khong du
diéu kién dang ky
khai sinh.
Mau 01, 06; Gidy
Gio khai sinh hoac
B8 Tra két qua, thu phi, 1& phi theo | Cong chuc hanh Van béan thong
quy dinh (néu co). TN&TKQ . bao khong du
chinh A 1A as ,
diéu kién dang ky
khai sinh.
* Truong hop hé so qua han xir ly, trong thoi gian cham nhat 01 gid trude khi
hét han xu Iy, Cong chirc xu ly ho6 so trinh Chanh Van phong HDND-UBND
(néu uy quyén)/Lanh dao UBND cap xd (néu khong uy guyén) ban hanh phiéu
xin 18i va hen lai ngay tra két qua dé giri cho to chirc, ¢4 nhan.
3 | BIEUMAU
< 5
Mau 01 M3u 01.doc
Giéy tiép nhéan ho so va hen tra két qua
. =
Mau 02 Mau s6 02.doc
Phiéu yéu cau bo sung hoan thién ho so
< =
Mau 03 M3u 03.doc

Phiéu tir chéi tiép nhan giai quyét ho so
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<
Mau 04 M3&u 04.doc
Phi€u xin 161 va hen lai ngay tra két qua
< _
Mau 05 Ma&u s6 05.doc

Phiéu kiém soat qua trinh giai quyét hd so

Sé theo ddi hd so

Mau 06

Mau s& 06.doc

]

BMHT.2.01.doc
BM.HT.02.01 To khai dang ky khai sinh

Mau hé tich dién tr twong tac dang ky khai sinh (néu nop
hd so theo hinh thic tric tuyén)

BM.HT.02.02 D

BM.HT.2.02.doc

4 |HOSOLUU

Mau 01; 02, 03, 94 (néu c0), 06 luu tai Trung tdm Phuc vu HCC cép xd. Mau
01, 05 Iuu theo ho so;

- | HO so dau vao theo muc 2.3;

- | Sb ding ky khai sinh;

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

H6 so dugce luu tai Van phong HDND-UBND, thoi gian luu trix S6 dang ky khai sinh
1a vinh vién, con cac gidy to khac thyc hién luu theo quy dinh cua Luat Ho tich va cac
van ban hudng dan thi hanh. Sau khi hét han, chuyén hé so xudng don vi luu trir cta
UBND cap xa va luu trit theo quy dinh hién hanh.
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3. Thu tuc dang ky lai khai sinh

1 |KY HIEU QUY TRINH QT.HT.03
2 | NOIDUNG QUY TRINH
2.1 | Piéu kién thyc hién TTHC:
- Viéc dang ky khai sinh dé dang ky tai co quan c6 tham quyén cla Viét Nam
trudc ngay 01/01/2016 nhung S6 dang ky khai sinh va ban chinh Gidy khai
sinh déu bi mat;
- Nguoi yéu cau dang ky lai khai sinh phai con song vao thoi diém tiép nhan
ho so.
2.2 | Cach thirc thue hién TTHC:
- Thu tuc nay da diéu kién thyuc hién dich vu cong truc tuyén toan trinh.
- Nguoi yéu cau dang ky lai khai sinh truc tiép thuc hién hodc ty quyén cho
ngué’i khac thuc hiér} vi¢ce dang ky lai khai siph tai Trung ,tﬁm Phyc vu HCC
cap xa gui qua h¢ thong buu chinh hodc ndp ho so tryc tuyén tai Cong dich vu
cong quoc gia (https://dichvucong.gov.vn) hodc Ung dung dinh danh quoc
gia. ,
- Nép}ai Trung tdm Phuc vu Hanh chinh cong tinh Ha Tinh - S6 024, duong
Nguyén Chi Thanh, phwong Thanh Sen, tinh Ha Tinh dé thuc hién phi dia gioi
hanh chinh.
2.3 | Thanh phan hd so, bao gom: Ban - Ban

chinh | sao

To khai dang ky lai khai sinh theo mau BM.HT.03.01 (neu
nguoi co yeu cau lya chon nop hé so theo hinh thirc truc tiép X
hodc gtri ho so qua Dich vu buu chinh cong ich);

Mau ho tich dién tir tuong tac dang ky lai khai sinh, trong do6
cd cam doan cac thong tin cung cép la dung sy that, khong
con ban chinh Gidy khai sinh, d3 nop du cac glay to hién co
va chiu hoan toan trach nhiém trudc phap luat vé nodi dung
cam doan ctia minh (do ngudi yéu cau cung cap thong tin theo
huéng dan trén Cong dich vu cong néu ngudi co yéu cau lwa
chon ndp ho so theo hinh thirc truc tuyen)
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Ngudi c6 yéu ciu ding ky lai khai sinh thuc hién viéc
nop/xudt trinh (theo hinh thue truc tiép) hodc tai 1én (theo
hinh thtc truc tuyén) cac gidy to sau:

* Gidy to phai nop:

Toan bd hd so, gidy to ctia ngudi yéu cau hodc hd so, gidy to,
tai liéu khac trong d6 c6 thong tin lién quan dén ndi dung khai
sinh, gom:

+ Gidy khai sinh do co quan c6 thAm quyén cta Viét Nam cap
hop 1¢ (ban sao dugc chimng thuc tir ban chinh, ban sao dugc
cap tir S6 dang ky khai sinh); Ban chinh hodc ban sao gidy to
c6 gia tri thay thé Gidy khai sinh dugc cip trude nim 1945 &
mién Béc va trudc ndm 1975 & mién Nam.

+ Truong hop nguoi yéu cau khong c6 gidy to néu trén thi
phai ndp ban sao gidy to do co quan, t6 chirc c6 tham quyén
cia Viét Nam clp hop 1¢ nhu: Gidy chimg minh nhén dan,
Thé can cude cong dan hoac HO chiéu; gidy to chimg minh vé
noi cu tr; Bang tot nghiép, Gidy ching nhén, Chung chi, Hoc
ba, hd s0 hoc tap do co quan co tham quyén cdp hodc xic
nhan; glay to khac co thong tin vé ho, chir dém, tén, ngay,
thang, ndm sinh cda ca nhan.

Nguoi yéu cau ding ky khai sinh ¢6 trach nhiém nop day du
ban sao cac gidy to néu trén (néu co) va phai cam doan da ndp
du cac giéy td minh co; chiu trach nhi¢m, hé qua cia viéc cam
doan khong dang sy that.

Truong hop ngudi yéu cau dang ky lai khai sinh 14 can bo,
cong chure, vién chirc, nguoi dang cong tac trong luc lugng vii
trang thi phai c6 van ban xac nhan cua Thu truong co quan,
don vi vé viéc nhitng nd1 dung khai sinh ctia nguoi d6 gom
ho, chit dém, tén; gidi tinh; ngay, thang, nam sinh; dan toc;
quéc tich; qué quan; quan h¢ cha - con, me - con phu hop véi
hé so do co quan, don vi dang quan 1y.

Vin ban uy quyén theo quy dinh ctia phap luat trong trudng
hop iy quyén thuc hién viéc dang ky lai khai sinh. Trudng
hop ngudi dugc uy quyén la 6ng, ba, cha, me, con, vo, chéng,
anh, chi, em rudt cia nguoi Gy quyén thi vin ban uy quyén
khong phai chiig thyec.

Gidy to chimg minh thudc gia dinh c6 cong véi cach mang,
nguoi thude ho ngheo, nguoi khuyét tat (néu co).
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* Gidy to phai xut trinh:

- Ho chiéu/Thé cin cudc cong dan/Thé cin cudc/Can cudce
dién tir/Gidy chimg nhén cin cudc hodc cac glay to khac co
dan anh va thong tin ca nhan do co quan co6 thAm quyén cap,
con gia tri sir dung (sau day goi tit la gidy to tuy than) dé
chtrng minh vé nhén than khi 1am tha tuc tryc tiép tai co quan
dang ky ho tich,

Trieong hop gidy to tay than siz dung la: Hé chiéu, Thé can
cuoc, Can cuoc cong dan, Gidy ching nhan can cudc thi
nguoi c6 yeu cau ddang ky hé tich chi can cung Cap théng tin
sé dinh danh cd nhan hogc théng tin vé gidy to (s6,
ngay/thang/nam cap), co quan dang ky ho tich c6 trach nhiém
tra ciru thong tin thong qua két noi voi Co so dit ligu ho tich
dien tw, Co so dit ligu quoc gia vé dén cu hodc co s dir liéu
khac co lién quan dé doi chiéu, khai thac div lieu.

Truong hop khong khai thac dwoc thong tin hodc thong tin
khai thac dwoc khéng day di, khéng chinh xdc thi co quan
dang ky hé tich yéu cdau ngwoi di dang ky hé tich xudt trinh
ban chinh gidy to dé chimg minh, dong thoi dé nghi nguoi di
dang ky hé tich cdp nhdt, diéu chinh théng tin trong cdc co s6
dit liéu theo quy dinh cua phap luat.

Truong hop cac théng tin c nhan trong cac gidy to ndy da cé
trong Co s& dit liéu quéc gia vé dan cu, Co s dit liéu ho tich
dién tir, dugc hé thong dién ty dong thi khong phai tai 1én
(theo hinh thtc tric tuyén);

Gidy to ¢6 gia tri chimg minh thong tin vé cu tri trong trudng
hop co quan dang ky ho tich khong thé khai thac dugc thong
tin vé noi cu tra cua cong dan theo cac phuong thirc quy dinh
tai khoan 2 Diéu 14 Nghi dinh sé 104/2022/NP- CP. ngay
21/12/2022 ciia Chinh phil. Trudng hop cac thong tin vé gidy
to ching minh noi cu trd da dugc khai thac tor Co s¢ dir li€u
quédc gia vé dan cu bang cic phuong thirc nay thi nguoi co
yéu cau khong phai xuét trinh (theo hinh thire truc tiép) hoic
tai 1én (theo hinh thiic truc tuyén).

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

*Luuy
- Ca nhan co quyén lya chon thyc hién tha tuc hanh chinh vé hé tich tai co
quan dang ky hg tich noi cu tri; noi cu tri ciia ca nhan duogc xac dinh theo quy
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dinh cua phap luat vé cu tra. Truong hop ca nhén lya chon thyc hién thu tuc
hanh chinh v€ ho tich khong phai tai Uy ban nhan dan cap x4 noi thuong tri
hodc noi tam tra thi Uy ban nhan din cdp xi noi tiép nhan yéu céu cd trach
nhiém hd tro nguoi dan nop hé so ding ky ho tich truc tuyén dén dung co
quan co tham quyén theo quy dinh.

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

+ Nguoi yéu cau ding ky ho tich c6 thé nop ban sao duoc ching thuc tir ban
chinh hoic ban sao dugc cap tir s6 gbe (sau day goi 1a ban sao) hodc ban chup
kém theo ban chinh, ban dién tir cac gidy to nay, bao gom ca giay to dugc tich
hop, hién thi trén Ung dung dinh danh quéc gia.

Trudng hop ngudi Yeu cau nop ban chup kém theo ban chinh gidy to thi nguoi
tiép nhan cd trach nhiém kiém tra, d6i chiéu ban chup vai ban chinh va ky xac
nhan, khong duoc yéu cau ndp ban sao giay to do.

Péi véi gidy to xuat trinh khi dang ky ho tich, nguoi tiép nhan co trach nhiém
kiém tra, ddi chiéu, ghi lai théng tin hodc chup lai, ky xac nhan dé luu trong hd so
va tra lai cho ngudi xuét trinh, khong duoc yau cau ndp ban sao hoic ban chup
giay to do.

+ Nguoi tiép nhan cd trach nhiém tiép nhan ding, da ho so dang ky ho tich theo
quy dinh ciia phap luat ho tich, khéng duoc yéu cau nguoi dang ky ho tich nop
thém gidy to ma phép luat ho tich khong quy dinh phai nop.

Nguai tiép nhan hd so thuc hién khai thac thong tin trong Co s dit liéu quéc gia
vé dan cu theo quy dinh phap luat néu nguoi yéu cau ding ky ho tich da cung cap
ho, chir dém, tén; ngdy, thang, ndm sinh; s6 dinh danh ca nhan/thé can cudc cong
dan/thé can cude/can cude dién tir. Truong hop céac thong tin can khai thac khdng
cd trong Co so dit liéu qudc gia vé dan cu thi dé nghi nguoi yéu cau ké khai day
du.

+ Truong hop gidy to, tai liéu 1a gidy to hg tich hodc gidy to ca nhan thuge nhom
gidy to c6 thé duoc thay thé bang diz liéu (gidy to tly than; gidy to ching minh
Vé noi cur trii; Thé bao hiém y té) thi cung cap cac thdng tin vé gidy to, tai lidu do
theo hwong dan cia co quan chii Quan co sé dit liéu, co quan ding ky hé tich co
trach nhiém tra cizu, khai thac théng tin, gidy to, tai liéu dé thong qua két néi Vo
Co s¢ di liéu hé tich dién i, Co so di# liéu quac gia vé dén cu, co so diF ligu
khéc co lién quan.

- Truong hop ngudi yéu cau dang ky ho tich lya chon nhan két qua tai Trung tam
Phyc vu hanh chinh cong thi ngudi yéu cau ding ky ho tich phai xuét trinh/nop
c4c gidy to 1a thanh phan hd so theo quy dinh; Truong hop ngudi yéu cau ding
ky ho tich khdng lya chon nhan két qua tai Trung tdm Phuc vu hanh chinh cong
thi nguoi yéu cau ding ky ho tich ndp céc gidy to 1a thanh phan ho so theo quy
dinh trudc khi nhan két qua.
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- Trudng hop nguoi yéu cau dang ky ho tich khdng cung cap dugc gidy to theo
quy dinh hodc gidy t& nop, xuat trinh bi ty x6a, stra chira, lam gia thi co quan
dang ky ho tich ¢d tham quyén hay bo két qua dang ky ho tich.

- Gidy to do co quan c6 thim quyén cia nudc ngodi cap, cdng ching hodc xac
nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phép hda
lanh su theo quy dinh caa phap luat, trir truong hop duoc mién theo didu wdc
qudc té ma Viét Nam la thanh vién.

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

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

2.4

S6 lwong ho so: 01 bo

2.5

Thoi han giai quyét: 05 ngay lam viéc, ké tor ngay nhan du hé so hop 18;
Truong hop phai xac minh thi thot han gidi quyét khong qua 25 ngay.

2.6

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

- Trung tam Phuc vu HCC cép xa.

- Trung tdm Phuc vu hanh chinh cong tinh dé thiec hién phi dia giéi hanh
chinh.

- Cong Dich vu cong Qudc gia https://dichvucong.gov.vn.

- Ung dung dinh danh quéc gia.

2.7

Co quan thue hién: UBND cip x4 noi dd ding ky khai sinh trudc day hoic
UBND cip xi noi nguoi yéu cau dang ky lai khai sinh thudng tru.

Co quan cé thAm quyén quyét dinh: UBND cip xa.

Co quan dwore iy quyén: Khong.

Co quan phdi hop: UBND cip xi noi ngudi yéu cau diang ky lai khai sinh da
dang ky khai sinh truéce day trong truong hgp thuc hién dang ky lai khai sinh
tai UBND cép xa noi thuong tra; Co quan quan Iy Co sé dir liu Quéc gia vé
Dan cu; Co quan cong an c6 thim quyen.

2.8

Poi twong thue hién TTHC: C4 nhan.

2.9

Két qua giai quyét TTHC:
- Ho so du diéu kién:
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+ Gidy khai sinh (ban chinh); ban sao Gidy khai sinh (truong hop yéu cau cip ban

sao Gidy khai sinh).

+ Ban dién tir Gidy khai sinh (Ban dién tir s& ty dong giri vé Kho quan 1y dir
liéu cua ca nhan/dia chi thu dién tir/thiét bi s6/dién thoai cua nguoi yéu cau
sau khi di hoan tat thi tuc dang ky lai khai sinh tai co quan dang ky ho tich).

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

2.10

Quy trinh xi ly cong viéc

TT

Trinh tw

Trach
nhiém

Thoi
gian

Biéu
mau/Keét qua

Bl

1. Tiép nhan hd so truc tiép tir c4 nhan
hoac tor Dich vu buu chinh céng ich
hodc trén Cong Dich vu cong Quéc gia
(https://dichvucong.gov.vn) hoic Ung
dung dinh danh quéc gia.

2. Kiém tra ho so:

- Néu ho so chua diy di hoidc khong
hop 1&: Huéng dan hoic théng bao
bang vin ban cho ca nhan bod sung,
hoan thién ho so. Truong hop khong
bd sung, hoan thién dwoc ho so thi
thong béo tir chéi giai quyét ho so.

- Néu ho so déy du, hop 1¢: Lam thu tuc
tiép nhan hd so va thu phi, 1& phi theo
quy dinh. Néu tiép nhan ho so sau 15
gio thi gt Phiéu hen, tra két qua cho
nguoi co yéu cau trong ngay lam vige
tiép theo hodc giri tin nhan hen tra két
qua qua dién thoai di dong cho nguoi
¢ yéu cau (néu nguoi c6 yéu cau lya
chon hinh thirc ndp hé so truc tuyén).

Sau khi tiép nhan ho so theo hinh thirc
nop truc tiép, Cong chuc tiép nhan thuc
hién s6 hoa (sao chup, chuyén thanh tai
liéu dién tir trén hé théng thong tin, co
sO dit liéu) va ky sd vao tai liéu, ho so
giai quyét thu tuc hanh chinh da duoc
s6 hoa theo quy dinh.

Cong chuc
TN&TKQ

Gio
hanh
chinh

Mau 01; 02,
03 (néu co),
04 (néu c6) 06
va Hd so theo
muc 2.3

B2

Chuyén Lanh dao Vian phong

Cong chirc

01 gid

Mau 05 va hd
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TN&TKQ

so muc 2.3

B3

Lanh dao Van phong phan cong cong
chuce xtur ly

Lanh dao
Van phong

02 giov

MaAu 05 va hd
so muc 2.3

B4

Cong chirc Tu phap - Ho tich kiém tra,
xem x¢€t ho so:

4.1. Trwong hop khong can phai xac
minh thi kiém tra hd so:

+ Néu du diéu kién: Ghi noi dung khai
sinh vao SO ding ky khai sinh, cap

nhap dit liéu vao phan mém ho tich, in
du thao Gidy khai sinh.

Truong hop tiép nhan ho so dang ky lai
khai sinh theo hinh thirc tryc tuyén thi
giri lai biéu mau Giy khai sinh dién tur
v6i thong tin day du cho nguoi yéu cau
qua thu dién tir hodc thiét bi sb.

Nguoi yéu cau c6 trach nhiém kiém tra
tinh chinh xac, ddy di cua cac thong tin
trén biéu mau Gidy khai sinh dién tir va
xac nhan (t6i da mot ngay).

Néu ngudi co yéu cau xac nhan thong tin
da thong nhét, day du hoic khong co
phan hoi sau thoi han yéu cau thi ghi noi
dung vao S6 ding ky khai sinh, cap nhat
thong tin dang ky khai sinh va luu chinh
thtrc trén Phan mém ding ky, quan 1y ho
tich di¢n tr dung chung.

+ Néu khong du diéu kién: du thao Vin
ban thong bao khong du diéu kién dang
ky lai khai sinh.

Trinh Chanh Van phong HDND-
UBND HPND-UBND cép xa.

Cong chuc
Tu phap -
Ho tich

03 ngay
lam
viéc

Mau 05; Du
thao gidy khai
sinh hoac du
thdao Van ban
théng béo
khong du diéu
kién dang ky
lai khai sinh.

4.2 Truong hop viéc dang Ky lai khai
sinh dwoge thwe hién tai Uy ban nhan
dan cap xa khong phai noi ding ky
khai sinh trwéc day thi Cong chic xu
ly hd so trinh Chdnh Vin phong
HDND-UBND  (truong = hop — uy
quyén)/Lanh dao UBND cdp xd (truong

Cong chuc
xtr Iy hd
so, Chanh
Vién phong
HDND-
UBND/La
nh dao

Khéng
qua 23
ngay

Mau 05; Vian
ban d& nghi
xac minh; Két
qua xac minh.
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hop khéng iy quyén) van ban dé nghi| UBND
Uy ban nhan dan cp xa noi dang ky | cap x4;
khai sinh trudc day kiém tra, xac minh | Van thu;
vé viéc luu giir s6 h tich. Uy ban
- Trudng hop gidy t& cua nguoi yéu | Nhandan
cau dang ky lai khai sinh khong c6| noida
thong tin ching minh quan hé cha, me, dén_g k}”
con thi co quan dang ky ho tich c6 van | Khai sinh
ban dé nghi co quan cong an c6 tham | trudc day;
quyén xac minh. Co quan
Uy ban nhan dén noi da ding ky khai | €ONg an co
sinh trudc day tién hanh kiém tra, xac | tham
minh va tra 161 bang vin ban; quyén.
Co quan cong an cd tham quyén xac
minh.
Thuc hién cac budce tiép theo.
* Nhan két qua xac minh: Thuc hién
nhu budc 4.1
* Truong hop co quan cong an tra 101
khong co6 thong tin thi co quan dang ky
ho tich cho ngudi yéu cau dang ky lai
khai sinh 1ap vian ban cam doan vé
thong tin cia cha, me va xac dinh noi
dung khai sinh theo van ban cam doan.
- TH uy
quyén: .
T iy i Chinh Ve opsro | ChAAN W\ i 0s; Gidy
uy quyen. anh Van phong Vin phong | T | o i
HBND-UBND ky dy thdo két qua gidi | o PO | 17 gig, | XN SN
5t thit tuc hanh chinh, chuyén dén HOND- - TH hogc Van ban
B5 | 79° - S UBND; . thong  bao
woc B7. khong T
B , R N _o- TH | khong du diéu
- TH khong uy quyen: Lanh dao Van . luy kién ding ky
phong ky nhay, chuyén dén budc B6 kho:z‘g w quyén: " e
quyén: .. | lai khai sinh.
Lanh dao 05 gio
Van phong
Mau 05; Giay
B6 Ih(\}'/ du t,héo két qua giai quyét thu tuc LSIglNdDaO 06 gic 1\{};11 sinh hggﬁ
anh chinh £~ A :
cap xa thong béo

khéng du diéu
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kién dang ky
lai khai sinh.

B7

Phat hanh vian ban va tra két qua cho
Trung tdm phuc vu HCC

Van thu

02 gid

Mau 05, 06;
Gidy  khai
sinh hodac Van
ban théng bao
khong du diéu
kién dang ky
lai khai sinh.

B8

Tra két qud, thu phi, 1& phi theo quy | Cong chirc &‘;’]
dinh (néu co). TN&TKQ | ot

Mau 01, 06;
Gidy  khai
sinh hoac Van
ban thong bdo
khong du dicu
kién dang ky
lai khai sinh.

* Truong hop hé so qua han xir 1y, trong thot gian cham nhat 01 ngdy trudc ngay
hét han xur ly, Cong chirc xu [y ho so trinh Chanh Van phong HDND-UBND
(neu uy quyen)/Lanh dao UBND cdp xd (néu khong uy quyén) Ky ban hanh

phiéu xin 16i va hen lai ngay tra két qua dé giri cho to chirc, ca nhan.

3 | BIEUMAU
Gidy tiép nhan ho so va hen tra két qua
Miu 01 W
MAu 01.docx
Phiéu yéu cau bd sung hoan thién hd so
Miu 02 g
Mau 02.docx
Phiéu tir chéi tiép nhan giai quyét ho so
Miu 03 W
MAu 03.docx
Mau 04 Phiéu xin 16i va hen lai ngay tra két qua
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@j

M3u 04.docx

Phiéu kiém soat qu4 trinh giai quyét ho so

Mau 05 'ﬂj

M3u 05.docx

S6 theo ddi hd so

Mau 06 Iij
Mau 06.docx
BM.HT.03.01 BM.HTQLdoc

To khai dang ky lai khai sinh.

1\‘/[511 ho tich dién tr tvong tac dang ky khai sinh (néu ndp
ho so theo hinh thirc truc tuyén).
BM.HT.03.02 D

BM.HT.3.02.doc

4 |HOSOLUU:

Mau 01; 02, 03, Q4 (néu c0); 06 luu tai Trung tam Phuc vu HCC cép xd. Mau
01, 05 luu theo ho so;

- Ho6 so dau vao theo muc 2.3;

- | Sb ding ky khai sinh;

- Van ban dé nghi xac minh; Van ban tra 161 két qua xac minh (néu c0);

- Vian ban cam doan vé thong tin cua cha, me (né€u co);

- | Van ban thong bao khong du diéu kién dang ky lai khai sinh (néu co);

Hb so duge luu tai UBND cap x4, thoi gian luu trit S6 ddng ky khai sinh 1a vinh vién,
con cac gidy to khac thuc hién luu theo quy dinh cia Luat Ho tich va cac van ban
hudong dan thi hanh.
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. Thii tuc ding ky lai khai sinh c¢é yéu t6 nwéc ngoai

1 |KY HIEU QUY TRINH
2 | NOIDUNG QUY TRINH
2.1 | Piéu kién thue hién TTHC:
- Viéc khai sinh ctia cong dan Vi¢t Nam dinh cu & nudc ngoai hoac cuia nguoi nude ngoa
- Nguoi yéu cau ding ky lai khai sinh phai con séng vao thoi diém yéu cau dang ky lai ki
2.2 | Cach thirc thwe hién TTHC:
- Thu tuc nay giﬁ diéu kién thuc hién dich vu géng truc tuyén toan trinh:
- Nguoi yéu cau dang ky lai khai sinh truc tiep thuc hién hoac uy quyén cho nguoi khac
hogdc Ung dung dinh danh quéc gia.
- N@p tai Trung tdm Phuc v Hanh chinh cong tinh Ha Tink - Sé 024, dwong Nguyén Ch
2.3 | Thanh phan ho so, bao gom:

- To khai dang ky lai khai sinh theo mdu BM.HT.04.01 (néu ngudi c¢6 yéu cau lua chon r

- Mau ho tich dién tir tuong tac dang ky lai khai sinh, trong do c6 cam doan cac thong t
trach nhiém trude phap luat vé ndi dung cam doan ctia minh (do ngudi yéu cau cung cé
tuyen),

- Nguoi co yéu cu dang ky lai khai sinh thyc hi¢n viéc ncf)p/xuét trinh (theo hinh thirc tr

* Gidy to phai nop:

- Toan bo ho so, gidy to ctia ngudi yéu cau hodc ho so, giéy to, tai liéu khac trong d6 co
+ Gidy khai sinh do co' quan ¢co tham quyen ctia Viét Nam cép hop 18 (ban sao dugc chimg
khai sinh duoc cap trude nam 1945 & mién Bic va trudc nam 1975 & mién Nam.

+ Truong hop nguoi yéu cau khong co gidy td néu trén thi phai nop ban sao gidy td do ¢
hodc Ho chiéu; gidy to chimg minh vé noi cu tr; Bang tot nghiép, Gidy chtmg nhan, Ch
ngay, thang, nam sinh cua ca nhan.

Ngudi yéu cau dang ky lai khai sinh c¢6 trach nhiém nop dy di ban sao cac gidy to néu
dang su that.

- Van ban uy quyen theo quy dinh cua phap luét trong truong hop uy quyén thuc hién v
ciia nguoi iy quyen thi van ban uy quyén khong phai chung thuc.
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- Gidy to chtrng minh thudc gia dinh c6 cong véi cach mang; nguoi thudc hd nghéo; ngur

* Gidy to phai xuat trinh:

Ho chiéu/Thé can cudc cong dan/Thé cin cude/Can cude dién ti/Gidy ching nhan cin
ching minh vé nhan than ciia nguoi c6 yéu cau dang ky lai khai sinh khi lam thu tuc truc
Truong hop glay tor tay than su dung la: Ho chiéu, Thé can cuéc, Can cueéc cong dan, (
hodgc théng tin vé gidy to (54, ngay/thang/nam cap), co quan dang ky hé tich cé trach nhi
so dit lieu khac co lién quan dé doi chiéu, khai thac dir liéu.

Truong hop khong khai thac dwoc thong tin hodc thong tin khai thac dwoc khong day a
churng minh, dong thoi dé nghi nguoi di dang ky ho tich cdp nhat, diéu chinh thong tin tr
Truong hop cac théng tin ¢4 nhan trong céc gidy to nay da c6 trong CSDLQGVDC, CST
Truong hop giri ho so qua hé théng buu chinh thi phai giri kém theo ban sao c6 ching tt

*Luuy

- Néu viéc dang ky lai khai sinh dwoc thiec hién tai Uy ban nhdn ddn cdp xd khong pha
thong qua nghiép vu cdp ban sao, két qua tra cuu la can cu xac dinh du diéu kién hodac k
- Ca nhan qé quyén lra chon thuc hién thu tuc hanh vchinh vé ho tich tqi cO quan dﬁmg k
nhan dan cap xa noi thudong tra hodc noi tam tra thi Uy ban nhan dan cap xa noi tiép nha
- Bdi véi gidy to ndp, xuat trinh néu ngudi yéu cau ndp hd so theo hinh thire tryuc tiép:

+ Ngudi yéu cau dang ky ho tich co thé ndp ban sao duoc ching thue tir ban chinh hodc
gia.

Truong hop nguoi yéu cau ndp ban chup kém theo ban chinh gidy to thi nguoi tiép nhan
Déi voi gidy to xuat trinh khi dang ky ho tich, nguoi tiép nhan co trach nhiém kiém tra, ¢
+ Nguoi tiép nhan ¢ trach nhiém tiép nhan ding, dii ho so dang ky ho tich theo quy dint
+ Nguoi tiép nhan ho so thuc hién khai thac thong tin trong Co s¢ dir liu qgéc gia yé da
tu. Truong hop cac thong tin can khai thac khong c6 trong Co so dir liéu quoc gia vé dan
+ Truong hop nguoi yéu cau dang ky h tich cung cap thdng tin vé gidy to ho tich cua «
dién tir, Co so dit liéu quéc gia vé dan cu. Truong hop khong tra ciru dugc do khdng co t
+ Truong hop gidy to, tai liéu la gidy to hé tich hodc gidy to cd nhan thude nhém gidy 1
quan co so dir liéu, co quan dang ky ho tich co trach nhiém tra cuu, khai thdc thong tin,
- Truong hop ngudi yéu cau dang ky ho tich Iya chon nhéln‘két qua tai Trung tam Phuc
qua tai Trung tdm Phuc vu hanh chinh cong thi nguoi yéu cau dang ky ho tich ndp céc gi
- Trudng hop ngudi yéu cau diang ky ho tich khong cung cap duoc gidy to theo quy dinh
- Giy to do co quan ¢6 thim quyén ciia nudc ngoai cp, cong chimg hodc xac nhan dé st
- Trudng hop cho phép ngudi yéu cau dang ky ho tich 1ap van ban cam doan vé ndi dung
Co quan diang ky ho tich tir chéi giai quyét hodc dé nghi co quan c6 tham quyén hay bo |

2.4

S6 lwong ho so: 01 bo
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2.5 | Thoi han giai quyét:
- Trong thoi han 05 ngay lam viéc, ké tir ngay nhan dii ho so hop 18.
- Trong trudng hop phai xac minh thi thoi han giai quyét khong qua 25 ngay.
2.6 | Pia diém tiép nhan hd so va tra két qua giai quyét TTHC:
- Trung tdm Phuc vu HCC cap xa.
- Trung tdm Phuc vu hanh chinh cong tink dé thurc hién phi dia gioi hanh chinh,
- Cong Dich vu cong Qudc gia: https://dichvucong.gov.vn.
- Ung dung dinh danh qudc gia.
2.7 | Co quan thwe hién: UBND cap xa.
Co quan c¢é tham quyén quyét dinh:
- Uy ban nhan dan cip xa noi da diang ky khai sinh trudc day thuc hién dang ky lai khai s
- Trudng hop khai sinh trude ddy dugce dang ky tai Uy ban nhan déan cap tinh hodc S& T
hién nay cua S& Tu phap thuc hién.
Co quan dwoe iy quyén: Khong.
Co quan phdi hop: Co quan quan Iy CSDLQGVDC; Uy ban nhan dan cap x4/So Tu ph
2.8 | Poi twong thwe hién TTHC: C4 nhan
2.9 | Két qua giai quyét TTHC:
- Ho so du dicu kién:
+ Gidy khai sinh (ban chinh); ban sao Gidy khai sinh (truong hop yéu cau cip ban sao Gi
+ Ban dién tir Gidy khai sinh (Ban dién tir s& ty dong guri vé Kho quan 1y dir liéu cua ca nh
- Ho so khong du diéu kién: Van ban thong bao khong du diéu kién dang ky lai khai sinh
2.1 | Quy trinh xir ly cong viéc
0
TT | Trinh tw
B1 | Tiép nhan ho so:

1. Tiép nhan ho so.

- Tiép nhan ho so tryc tiép tir ca nhfm hodc tir dich vu buu chinh cong ich hodc trén Con
(https://dichvucong.gov.vn) hodc Ung dung dinh danh quoc gia.

2. Can bd TN&TKQ kiém tra hd so:

- Néu hé) so chua day du hodc khong hop 1¢: Huong dan hodc thong bao bang vin ban ct
thién ho so. Truong hop khong bd sung, hoan thién dugc ho so thi thong bao tir chdi giai
- Néu ho so day du,  hop 1¢&: Lam thu tuc tlep nhan ho so va thu phi, 1& phi theo quy dinh,
cho ngudi c6 yéu cau (néu nguoi co yéu cau lwa chon hinh thirc ndp ho so truc tiép) hod




86

két qua qua thu dién tir hodc gui tin nhan hen tra két qua qua dién thoai di dong cho ngu
c6 yéu cau lya chon hinh thire ndp ho so truc tuyén).

Sau khi tiép nhéan hd so theo hinh thuc nop truc tiép, cong chirc TN&TKQ thuc hién s
thanh tai liéu dién tu trén hé théng thong tin, co s& dir li€u) va ky s6 vao tai liéu, ho sc
chinh di dugc sd hoa theo quy dinh.

B2

Chuyén ho so cho Lanh dao Vian phong.

B3

Phan cong cong chirc xtr 1y ho so.

B4

B4.1. Kiém tra, xir 1}'/ hd so:
- Truong hop hé so can bd sung, hoan thién hogc khong du diéu kién giai quyét, phai tur
tinh trang hé so toi Trung tim Phuc vu HCC cép x4 dé théng bao cho ngudi ndp hé so;

- Truong hop can phai kiém tra, xac minh lam rd hodc do nguyén nhan khic ma khong

gian da hen thi 1ap Phiéu xin 15i va hen lai ngay tra két qua, trong do néu o ly do chamn
hen tra két qua, chuyen Trung tdm Phuc vu HCC cap x3 dé tra cho nguoi c6 yéu cau (n
chon hinh thirc ndp ho so truc tiép), hodc giri Phiéu xin 15i va hen lai ngay tra két qua
tin nhin qua dién thoai di dong cho nguoi c6 yéu cau (néu ngudi cd yéu cau lua chon |
tuyén).

- Néu du diéu kién ma khong can xac minh:

+ Truong hop tiép nhan hd so theo hinh thire truc tiép: Thuc hién viéc ghi vao S6 dan
thong tin ddng ky lai khai sinh va luu chinh thirc trén Phan mém ding ky, quan 1y ho tich
+ Truong hop tiép nhan hd so theo hinh thire truc tuyén: Gui lai biéu mau Giay khai s
day du cho nguoi yéu cau qua thu dién tir hoic thiét bi so.

Nguoi yéu cau c6 trach nhiém kiém tra tinh chinh xac, ddy du cta cac thong tin trén t
dién tir va xac nhan (t6i da mot ngay).

Néu ngudi co yéu cau xac nhan thong tin da thong nhét, day du hoic khéng c6 phan hoi
thuc hién viéc ghi ndi dung vao S6 diang ky khai sinh, cap nhat thong tin dang ky khai sii
Phan mém ding ky, quan 1y ho tich dién tir dung chung.

- Néu khong du diéu kién: Dy thao Vin ban thong bao khong du diéu kién dang ky lai kk
Chuyén t6i bude B7

B4.2. Truong hop viéc dang ky khai sinh trude day duoc thyc hién tai Uy ban nhén ¢
phap thi xay dung du thao Van ban de nghi Uy ban nhan dan cap xa/S& Tu phap noi thy
sinh trude ddy kiém tra, xdc minh vé viéc luu giit s6 ho tich.

- Trudong hop gidy to clia ngudi yéu cau dang ky khai sinh khong c6 thong tin ching mi
thi tham muu Vin ban dé nghi co quan cong an c6 tham quyén xac minh.

Chuyén sang thuc hién cac budc tiép theo.

B5

Uy ban nhan dan cap x8/S¢ Tu phap noi thyc hién viéc dang ky khai sinh trude day, ¢
quyén kiém tra, xac minh vé viéc luu giit s6 ho tich.
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* Sau khi c6 két qua xac minh:
Thyuc hién nhu B4.1.
* Luu y: Truong hop co quan cong an tra 101 khong c6 thong tin hodc khong tra 101 thi

B6 A
ky khai sinh 13p V'f“m ban cam doan vé thong tin ctia cha, me va xac dinh ndi dung kha
doan. Dong thoi tién hanh cac budc gidi quyet theo quy dinh.
Trinh Chanh Vin phong HDND-UBND (chuyén t6i B7).
- TH 1y quyén: Chdanh Vin phong HDND-UBND ky dy thao két qua gidi quyét thii tuc
B7 | budc BY.
- TH khéng iy quyén: Lanh dao Vin phong ky nhdy, chuyén dén budc B8
B8 | Ky du thao két qua giai quyét thu tuc hanh chinh tai B7.
B9 | Phat hanh vin ban va tra két qua cho Trung tAim phuc vy HCC
B10 | Tra két qua, thu phi, 1& phi theo quy dinh (néu c6).
* Truong hop hd so quéa han xtr 1y, trong thoi gian cham nhat 01 ngdy trudc ngay hét has
cho t6 churc, ca nhan.
3 | BIEUMAU
Mau 01
Gidy tiép nhan ho so va her
Phiéu yéu cau bd sung hoar
Miu 02 :
Mau s6 02.doc
Phiéu tir chéi tiép nhan giai
Mu 03 -
Mau 03.doc
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Mau 04
Phiéu xin 15i va hen lai nga
Mau 05
Phiéu kiém soat qua trinh g
Mau 06
S6 theo d&i ho so
BM.HT.04.01
To khai dang ky lai khai sir
Mau ho tich dién tir twong t
BM.HT.04.02 D
BM.HT.4.03.doc

4 |HOSOLUU

- | Mau 01; 02, 03, 04 (néu c6), 06 luu tai Trung tim Phuc vy HCC cap x3. Mau 01, 05 luu

- | H6 so dau vao theo muc 2.3;

- | S6 dang ky khai sinh;

- | Vin ban thong bao khéng du diéu kién (néu cb);

- | Van ban d€ nghi xac minh; Van ban tra 161 x4c minh (néu co);

- | Van ban cam doan (néu co);

Hb so duoc luu tai Van phong HDND-UBND, thoi gian luu trit thye hién luu theo quy dinh ci

5. Tha tuc dang ky nhan cha, me, con

1 |KYHIEU QUY TRINH QT.HT.5
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2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thwc hién TTHC:
- Bén nhan va bén dugc nhén 1a cha, me, con déu con sbng;
- Viéc nhan cha, me, con khong c6 tranh chap.
- Truong hop nam, nit chung song voi nhau nhu vo chong, khong ding ky két
hon, sinh con, nguoi con séng cung voi nguoi cha, khi nguoi cha lam thu tuc
nhan con ma khong lién hé dugc vo1 ngudl me thi khong can co ¥ kién cua
nguoi me trong To khai dang ky nhan cha, me, con.

2.2 | Cach thirc thuce hién TTHC:
- Thu tuc nay du diéu kién thuc hién dich vu cong tryc tuyén toan trinh.
- Nguoi yéu cau dang ky nhan cha, me, con thyc hién nop hd so truc tlep tai
Trung tam Phuc vu HCC cap x4, gui qua h¢ théng buu chinh hoic nop ho so
tryc tuyén tai Cong dich vu cong quoc gia (https://dichvucong.gov.vn) hodac
Ung dung dinh danh quoc gia. (mdt bén c6 thé nop hd so ma khong phai co
van ban ty quyén ctia bén con lai). ,
- Nép~tai Trung tdam Phuc vy Hanh chinh céng tinh Ha Tinh - So 024, dwong
Nguyén Chi Thanh, phwong Thanh Sen, tinh Ha Tinh dé thuc hién phi dia gioi
hanh chinh.

. A LA A, Ban | Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao

T(‘): khai dang k}'{ nhan cha, me, con theo mau BM.HT.OS.QI
(néu ngudi yéu cau lya chon nop ho so theo hinh thirc tryc tiép X
hodc guri ho so qua h¢ thong buu chinh);

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

Nguoi c¢6 yéu cau ding ky nhan cha, me, con thuc hién viéc
ndp/xuat trinh (theo hinh thire tryc tiép) hodc tai 1én (theo hinh
thire tryc tuyén) cac gidy to sau:

* Gidy to phai nop:

Chung cu ching minh mbi quan hé cha, me, con gé)m mot
trong cac gidy to, tai liéu sau:

+ Vin ban cta co quan y té, co quan giam dinh hodc co quan
khac c6 thim quyén & trong nudc hodc nudc ngoai xac nhan
quan hé cha con, quan hé me con; X
+ Truong hop khong c6 van ban néu trén thi phai c6 van ban
cam doan cta cac bén nhin cha, me, con vé& moi quan hé cha,
me, con va co it nhat hai nguoi lam chung vé mbi quan h¢ cha,
me, con.
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Gidy to chimg minh thudc gia dinh c6 cong v&i cach mang,
nguoi thudc ho ngheéo, nguoi khuyét tat (néu co).

* Gidy to phai xuit trinh:

- Ho chiéu/Thé cin cude cong dan/Thé can cudc/Can cudc dién
tir/Gidy chimg nhan cin cudc hoidc cac gidy to khac co dan anh
va thong tin ca nhan do co quan co6 thAm quyén cap, con gia tri
st dung dé chimg minh vé nhan than cua ngudi yéu cau ding ky
nhéan cha, me, con.

Trirong hop gidy to tay than si dung la: Hé chiéu, Thé can
cuéc, Can cwéc cong dan, Gidy chieng nhén cdn cuéc thi nguoi
6 yéu cau déang ky hg tich chi can cung cap théng tin sé dinh
danh cd nhan hogc théng tin vé gidy to (so, ngay/thang/nim
cap), co quan dang ky ho tich co trach nhiém tra ciu thong tin
thong qua két noi voi Co so dir liéu ho tich dién tr, Co so dir
lieu quoc gia vé ddn cu hodc co s6 dir liéu khdc ¢ lién quan dé
doi chiéu, khai thdc dir liéu.

Truong hop khong khai thac dwoc thong tin hoac thong tin khai
thac dwege khéng day du, khéng chinh xdc thi co quan dang ky
hé tich yéu cau nguwoi di ding ky hé tich xudt trinh ban chinh
gidy to dé chitng minh, dong thoi dé nghi ngwoi di dang ky hé
tich cap nhat, diéu chinh thong tin trong cac co so dir liéu theo
quy dinh cua phap ludt.

Truong hop cac thong tin ca nhan trong cic gidy to nay di co
trong CSDLQGVDC, CSDLHTDT, dugc hé thong dién tu
dong thi khong phai tai 1én (theo hinh thirc truc tuyén);

Gidy to ¢ gia tri chung minh thong tin vé cu tra trong trudng
hop co quan dang ky ho tich khong thé khai thac duoc thong tin
vé noi cu tra cta cong dan theo cac phuong thirc quy dinh tai
khoan 2 Piéu 14 Nghi dinh s6 104/2022/NP-CP ngay
21/12/2022 ctia Chinh phu. Trudng hop cac thong tin vé gidy to | X
chung minh noi cu tr da dugc khai thac tor Co sé dit li¢u quoc
gia vé€ dan cu bang cac phuong thuc nay thi nguoi c6 yéu cau
khong phai xuét trinh (theo hinh thurc tryc tiép) hodc tai 1én (theo
hinh thirc truc tuyén).

*Luuy

- Ca nhan co quyén lya chon thyuc hién thu tuc hanh chinh vé hé tich tai co
quan dang ky hg tich noi cu tri; noi cu tri ciia ca nhan duogc xac dinh theo quy
dinh cua phap luat vé cu tra. Truong hop ca nhén lya chon thyc hién thu tuc
hanh chinh vé ho tich khong phai tai Uy ban nhan dan cap xa noi thuong tra
hodc noi tam tra thi Uy ban nhan dan cdp x4 noi tiép nhan yéu cau ¢ trach
nhiém hd trg nguoi dan ndp hd so ding ky ho tich truc tuyén dén ding co
quan c6 tham quyén theo quy dinh.
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- Déi v6i gidy to nop, xuét trinh néu ngudi yéu cau nop hd so theo hinh thirc
tryc tiép:

+ Ngudi yéu cau ding ky ho tich ¢c6 the ndp ban sao duogc chung thuc tir ban
chinh hodc ban sao dugc cap tir s gdc (sau déy got la ban sao) hodc ban chup

kém theo ban chinh, ban dién tir cac gidy to ndy, bao gom ca gidy td duoc tich
hop, hién thi trén Ung dung dinh danh dién tir (VNelD).

Truong hop nguoi yéu cau ndp ban chup kém theo ban chinh gidy to thi ngudi
tiép nhan co trach nhiém kiém tra, d6i chleu ban chup v61 ban chinh va ky xac
nhan, khong dugc yéu cau ndp ban sao gidy to do.

Dbi v6i gidy to xuat trinh khi dang ky ho tich, ngudi tiép nhan c6 trach nhiém
kiém tra, d6i chiéu, ghi lai thong tin hodc chup lai, ky xac nhan dé luu trong
ho so va tra lai cho nguoi xuét trinh, khong duoc yéu cau ndp ban sao hoac
ban chup gidy to do.

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

Nguoi tiép nhan ho so thyuc hién khai thac thong tin trong CSDLQGVDC theo
quy dinh phép luat néu nguoi yéu ciu dang ky ho tich da cung cp ho, chir
dém, tén; ngdy, thang, nim sinh; s6 dinh danh c4 nhan/thé can cudc cong

dan/the can cudc/can cude dién tir. Truong hop cac thong tin can khai thac
khong c6 trong CSDLQGVDC thi dé nghi nguoi yeu cau ké khai day du.

- P6i v6i gidy to giri kém theo néu nguoi yéu cau ndp ho so theo hinh thirc
truc tuyén:

+ Ban chuyp cac giéy to gui kem theo hd so dang ky nhan cha, me, con tryc
tuyén phai bao dam rd nét, day du, toan ven vé ndi dung, 1a ban chup bang
may anh, dién thoai hodc duoc chup, dugc quét bang thiét bi dién tu, tir gidy to
duoc cap hop 18, con gia tri sir dung.

+ Truong hop gidy t0, tai liéu phai giri kém trong ho so dang ky nhan cha, me,
con truc tuyén di c6 ban sao dién tir hodc ban dién tir gidy to ho tich thi ngudi
yéu cau duoc st dung ban dién tir nay.

- Truong hop ngudi yéu cau diang ky ho tich Iya chon nhan két qua tai Trung
tam Phyc vu HCC cap xa thi ngudi yéu cau dang ky h¢ tich phai xudt trinh
gidy tO tuy than, , nOp cac gidy to 1 thanh phan ho so theo quy dinh; Trudong
hop nguoi yéu cau dang ky ho tich khong lya chon nhén két qua tai Trung tam
Phuc vu HCC cép x4 thi ngudi yéu cau ding ky ho tich ndp cac gidy to la
thanh phan hé so theo quy dinh truéc khi nhan két qua.

- Truong hop nguoi yéu cau dang ky ho tich khong cung cap duoc gidy to theo
quy dinh hodc giay to ndp, xuat trinh bi tay x0a, sua chira, lam gia thi co quan
dang ky ho tich c6 thAm quyén hiy bo két qua diang ky ho tich.

- Gidy to do co quan c6 thim quyén ctia nudc ngodi cip, cong chimg hoic xac
nhan dé st dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phap
hoa lanh su theo quy dinh cua phép luat, trir truong hop dugc mién theo diéu
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wdc qudc t& ma Viét Nam la thanh vién.

- Tru’O’ng hop cho phép nguoi yéu cau dang ky ho tich lap van ban cam doan
v€ noi dung ylu cau dang ky ho tich thi co quan dang ky ho tich phai giai
thich & cho ngudi 1ap van ban cam doan vé trach nhiém, hé qua phép 1y cua
viéc cam doan khong dung su that.

Co quan dang ky ho tich tur chdi giai quyet hodc dé nghi co quan c6 tham

quyén hity bo két qua dang ky ho tich, néu c6 co sd xac dinh ndi dung cam
doan khong dung sy that.

2.4 | S6 lwong hd so: 01 bo.

o5 | Thoi han giai quyét: 03 ngdy 1am viée, sau khi nhan du hé so hop 1¢. Truong
hop can phai xac minh thi thoi han giai quyét khong qua 08 ngay lam viéc.
Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:

- Trung tdm Phyc vu HCC cép xA.
26 | 'I:rung tam Phuc vy hanh chinh céng tinh dé thuc hién phi dia giéi hanh
chinh.
- Céng Dich vu céng Quéc gia https://dichvucong.gov.vn.
- Ung dung dinh danh quéc gia.
Co quan thwe hién: UBND cdp x3 noi cu tri cia ngudi nhan hodc ngudi
duoc nhan la cha, me, con.
Co quan c6 tham quyén quyét dinh: UBND cép xa.
2.7 | Co quan dwoc ity quyén: Khéng.
Co quan phdi hop:
- UBND cép X4 noi cu tra cia nguoi duge nhan 1a cha, me, con.
- Co quan quan 1y Co so dit liéu Qubc gia vé Dan cu.
2.8 | Poi twong thue hién TTHC: Cé nhan.
Két qua giai quyét TTHC:
- Ho so du diéu kién:
+ Trich luc dang ky nhén cha, me, con (ban chinh); ban sao Trich luc dang ky
nhan cha, me, con (truong hop yéu cau cip ban sao Trich luc ding ky nhan
cha, me, con).

2.9 +‘Bén dién tr Trich luc dang ky nhan cha, me, con (Ban dién tir sé tu d(f)t}g gui
v€ Kho quan Iy dir liéu dién tur cua ca nhan/dia chi thu dién tu/thiét bi s6/dién
thoai cua nguoi yéu cau sau khi da hoan tat thu tuc dang ky nhan cha, me, con
tai co quan dang ky ho tich).

- H6 so khong du diéu kién: Vin ban thong bao khong du diéu kién nhan cha,
me, con.

2.10 | Quy trinh xir ly cong viéc

T Trinh ty Trach | Thoi Biéu

nhiém | gian | mAwKét
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Bl

1. Tiép nhan hd so truc tiép tir ca nhan
hodc trén Cong Dich vu cong Qudc gia
(https://dichvucong.gov.vn)  hode Ung
dung dinh danh qudc gia.

2. Kiém tra hd so:

- Néu hd so chua ddy du hodc khong hop
1¢: Hudng dan hodc thong bio bang van
ban cho c4 nhan bd sung, hoan thién hd
so. Truong hop khong bo sung, hoan
thién dugc ho so thi thong béo tir chdi
giai quyét ho so.

- Néu ho so dﬁy du, hop 1¢: Lam thu tuc
tiép nhan ho so va thu phi, 18 phi theo quy
dinh. Néu tiép nhan ho so sau 15 gio thi
guri Phleu hen, tra két qua cho nguoi co
yéu cau trong ‘ngay lam vigc tiép theo
hodc g tin nhan hen tra két qua qua dién
thoai di dong cho nguoi co yéu cau (néu
ngudi co yéu cau lua chon hinh thic nop
hd so truc tuyén).

Sau khi tiép nhén ho so theo hinh thire
nop tryc tiép, Cong chirc tlep nhan thyc
hién s6 hoa (sao chup, chuyén thanh tai
lidu dién tir trén he thong thong tin, co so
dir liéu) va ky s6 vao tai liéu, hd S0 giai
quyét thu tuc hanh chinh da dugc sd hoa
theo quy dinh.

Cong
churc
TN&TKQ

Gio
hanh
chinh

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

B2

Chuyén hd so cho Lanh dao Vin phong

Cong
chure
TN&TKQ

01 gid

Mau 05 va
HO so theo
muc 2.3

B3

Lanh dao Van phong phan cong cong
chtrc xtr 1y ho so

Lanh dao
Van
phong

02 gio

Mau 05 Mau
05 va Ho so
theo muc 2.3

B4

Cong chirc xtr 1y ho so:

B4.1. Kiém tra, xem xét hd so:

- Néu du diéu kién va thudc truong hop
khong phai xac minh: thuc hi¢n viéc ghi
vao SO dang ky nhan cha, me, con, cap
nhat thong tin dang ky nhan cha, me, con
va luu chinh thire trén Phan mém dang ky,
quan 1y ho tich dién tr dung chung.

Cong
chue xur ly
ho so

02
ngay

Mau 05;
- Du thao
Trich luc
dang ky
nhan  cha,
me, con hoac
du thao Van
ban  thong
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Truong hop tiép nhan ho so ding ky nhan
cha, me, con theo hinh thuc tryc tuyén thi

bdo  khong

du diéu kién;

guri lai biéu mau Trich luc dang ky nhan - Van ban
cha, me, con dién tir voi thong tin day du cam  doan
cho ngudi yéu cau qua thu dién tir hoic (néu co);
thiét bi so. . Vin ban
Nguoi yéu cau co trach nhiém kiém tra tinh xac
chinh xé4c, day du cia cac thong tin trén minh/bién
biéu mAu Trich luc dang ky nhan cha, me, ban Xac
con dién tir va xac nhn (t6i da mot ngay). minh  (néu
Néu ngudi c6 yéu cau xac nhan thong tin co).
da théng nhat, ddy du hodc khong c¢6 phan
hoi sau thoi han yéu cau thi ghi ndi dung
vao SO ding ky dang ky nhan cha, me,
con, cap nhat thong tin dang ky nhan cha,
me, con va luu chinh thtc trén Phan mém
dang ky, quan ly hd tich dién tr dung
chung, in du thdo Trich luc dang ky nhan
cha, me, con.
Truong hop khong c6 chiung clit ching
minh mdi quan h¢ cha, me, con hudng
dan cac bén nhan cha, me, con lap Vin
ban cam doan vé mdi quan hé cha, me,
con, co it nhat hai ngudi lam ching vé
mbi quan hé cha, me, con.
- Néu khoéng du diéu kién: Dy thao Vin
ban thong bao khong du diéu kién nhan
cha, me, con.
Trinh Lanh dao ¢ budc BS.
B4.2: Kiém tra, xem xét hd so, truong
hop phuc tap thi x4c minh bang vin ban 07
hodc tryc tiép. Sau khi c6 két qua xéc ngay
minh, thuc hién nhu B4.1.
Chanh | 10 z}mh P
- . ric uc
- TH uy quyén: Chanh Vin phong Van cony . | dang ky
HDND-UBND ky dy thdo két qua giai | phong qugzn. nhdn  cha,
quyét thi tuc hanh chinh, chuyén dén| HPND- ... | me, con
BS 1 buoc BY. UBND- | ®'% |hoge  van
- TH khong uy qu)fé‘n: Lanh dao Van | Lanh dao k-hgﬁ ban  thong
phong ky nhay, chuyén dén buéc B6 Van ON9 | hao  khong
phong qu?én' i diéu kién

nhan cha,
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02 gio

me, con da

ky/ky nhay

Mau 05;
Trich luc
dang ky
nhan cha,

Lanh dao me, con hoac
B6 | Ky két qua giai quyét thu tuc hanh chinh UBND | 02gio|Vian  ban
cap xa théng  bao
khong du
diéu kién
nhan cha,
me, con
Mau 05, 06;
Trich luc
dang ky
nhan cha,
B7 Phat ha‘inh van ban va tra két qua cho Van the | 01 gio r\l;ée;lcon h]g)é.lafl
Trung tdm phuc vu HCC n .
thong  bao
khong  du
diéu kién
nhan cha,
me, con
Mau 01, 06;
Trich luc
dang ky
nhan cha,
a8 ;Fé‘)a két qua, thu 1¢ phi theo quy dinh (néu Sﬂg i‘f;'l(?:] v hggz
' TN&TKQ | chinh [théng  bao
khong du

dicu kién
nhan cha,
me, con

* Truong hop ho so qua han xir 1y, trong thoi gian chdm nhat 01 ngay trudc ngay
hét han xu ly, Cong chirc xu 1y ho so trinh Chanh Van phong HDND-UBND
(neu uy quyen)/Lanh dao UBND cdp xa (néu khong iy quyén) ky ban hanh

phiéu xin 151 va hen lai ngay tra két qua dé giri cho t6 chirc, ca nhan.

BIEU MAU
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@j

Mau 01 M3u 01.docx

Gidy tiép nhan ho so va hen tra két qua
=

Mau 02 M3u 02.docx

Phicu y€u cau bd sung hoan thién ho so
=

Mau 03 M3u 03.docx

Phiéu tir chéi tiép nhan giai quyét ho so
=

Mau 04 M3u 04.docx

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

Mau 05 M3u 05.docx

Phiéu kiém soat qu4 trinh giai quyét ho so
=

Mau 06 M3u 06.docx
So theo do1 ho so

To khai dang ky nhan cha, me, con (néu nop truc tiép)

BM.HT.05.01 BMLHT5.01.doc

Mau ho tich dién tir tuong tac ding ky nhén cha, me, con
(néu ndp hd so theo hinh thirc truc tuyén).

BM.HT.05.02 D

BM.HT.5.03.doc

4 |HOSOLUU:

Mau 01; 02, 03, Q4 (néu c6); 06 luu tai Trung tdm Phuc vy HCC cép xi. Mau
01, 05 luu theo ho so;

- Ho so dau vao theo muc 2.3;

- S6 dang ky nhan cha, me, con;

- Vian ban thong bdo khong du di€u kién nhan cha, me, con (néu co);

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

Hb so duoc luu tai UBND cdp x4, thoi gian luu trit S6 ding ky nhan cha, me, con 4
vinh vién, con cac gidy to khac thuc hién luu theo quy dinh cia Luat Ho tich va cac
van ban huong dan thi hanh.
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6. Thii tuc ding ky nhén cha, me, con ¢ yéu té nuéc ngoai

KY HIEU QUY TRINH QT.HT.06

NOI DUNG QUY TRINH

2.1

Piéu kién thue hién TTHC:

Khong.

2.2

Cach thire thuc hién TTHC:

- Thu tuc nay da diéu kién thyuc hién dich vu cong truc tuyén toan trinh.

- Nguoi yéu cau dang ky nhan cha, me, con thyc hién nop hd so truc tiép tai
Trung tém Phuc vu HCC cap xa, gui qua hé thong buu chinh hoac ndp ho so
truc tuyeén tai Cong dich vu cong quoc gia (https://dichvucong.gov.vn) hogc

Ung dung dinh danh quéc gia.

Mot bén c6 thé ndp hd so ma khong phai co vin ban ty quyén cua bén con lai.
- Nop tai Trung tam Phyuc vy Hanh chinh cdng tinh Ha Tinh - So 024, dwong
Nguyén Chi Thanh, phwong Thanh Sen, tinh Ha Tinh dé thuc hién phi dia gioi

hanh chinh.

2.3

Thanh phin hé so, bao gom:

Ban
Sao

T6 khai dang ky nhén cha, me, con theo mau BM.HT.06.01
(n€u nguoi yéu cau lya chon ndp hoé so theo hinh thire truc
tiép hoac guri ho so qua h¢ thong buu chinh);

Mau ho tich dién tir trong tac ddng ky nhan cha, me, con (do

nguoi c6 yéu cau cung cap thong tin ‘theo hudng dan trén
Cong dich vu cong, néu ngudi cd yéu cau lwa chon nop ho so
theo hinh thirc truc tuyén);

Nguoi co yéu cau dang ky nhan cha, me, con thuc hién viéc
ndp/xuat trinh (theo hinh thure tryc ti€p) hodac tai 1én (theo hinh
thirc tryc tuy€n) céc gidy to sau:

* Gidy to phai nop:

Chung ctt chirng minh mo6i quan hé cha, me, con gom mot
trong cac giay to, tai liéu sau:



https://dichvucong.gov.vn/

98

+ Vin ban cla co quan y té, co quan giam dinh hodc co quan
khac c6 thAm quyén & trong nude hodc nude ngoai xac nhin
quan hé¢ cha, me, con;

+ Truong hop khong cé chimg cir chiing minh quan hé cha,
me, con néu trén thi phai ¢6 van ban cam doan cua cac bén
nhan cha, me, con, ¢6 it nhat hai nguoi lam ching vé mbi
quan hé¢ cha, me, con;

Truong hop ding ky nhén cha, me, con gilta cong dan Viét
Nam vé1 ngudi nudc ngoai hoac gitta ngudi nudc ngoai voi
nhau thi nguoi nudc ngoai phai ndp thém ban sao HO chleu
hodc gidy to co gid tri thay thé ho chiéu dé ching minh vé
nhan than,;

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

* Gidy to' phai xut trinh:

Ho chiéu/Thé can cude cong dan/Thé can cude/Can cude dién
tr/Gidy chimg nhéan cian cudc hoic cac gidy to khac co dan anh
va thong tin ca nhan do co quan ¢ thim quyén cap, con gia tri
sit dung dé chtimg minh vé nhan than ctia ngudi co yéu cau
dang ky nhan cha, me, con.

Trieong hop gidy to tiy than siz dung la: Hé chiéu, Thé cdn
cuoc, Can cucC cong dan, Gidy ching nhdn can cudc thi
nguoi co yeu cau dang ky hé tich chi can cung Cap thong tin
sé6 dinh danh c4 nhan hogc théng tin vé gidy to (so,
ngay/thang/nam cdp), co quan dang ky ho tich co trach nhiem
tra ciru thong tin thong qua két noi voi Co so dit ligu ho tich
dien tw, Co so dit lieu quoc gia vé déan cu hodc co sé dir liéu
khac co lién quan dé doi chiéu, khai thac dir lieu.

Truong hop khong khai thdac dwoc thong tin hoac thong tin
khai thac dwoc khéng day du, khéng chinh xdc thi co quan
dang ky ho tich yéu cau ngwoi di ding ky hé tich xudt trinh
ban chinh gidy to dé chimg minh, dong thoi dé nghi nguwoi di
dang ky hé tich cdp nhat, diéu chinh théng tin trong cdc co s&
dit liéu theo quy dinh cua phap ludt.

Truong hop cac thong tin c4 nhéan trong cac gidy to nay da cé
trong CSDLQGVDC, CSDLHTDT, dugc hé thong dién tu
dong thi khong phai tai 1én (theo hinh thire truc tuyén);

Gidy to c6 gi tri ching minh thong tin vé cu tri trong truong
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hop co quan dang ky ho tich khong thé khai thac dugc thong
tin vé noi cu trl cia cong dan theo cac phuong thic quy dinh
tai khoan 2 Piéu 14 Nghi dinh s6 104/2022/ND-CP ngay
21/12/2022 cta Chinh phi. Trudng hop cac thong tin vé gidy
to chirng minh noi cu tra da dugc khai thac tr CSDLQGVDC
bang cac phuong thic nay thi nguoi c6 yéu cau khong phai
xuét trinh (theo hinh thurc truc tiép) hodc tai 1én (theo hinh
thire truc tuyén).

*Luuy

- Ca nhan c6 quyén lya chon thyuc hién thu tuc hanh chinh vé ho tich tai co
quan dang ky hg tich noi cu tri; noi cu tri ciia ca nhan dugc xac dinh theo quy
dinh cua phap luat vé cu tri. Truong hop ca nhan lya chon thyc hién thu tuc
hanh chinh vé hg tich khong phai tai Uy ban nhan dan cap x4 noi thuong tra
hodc noi tam tra thi Uy ban nhan dan cdp x4 noi tiép nhan yéu cau co trach
nhiém hd tro nguoi dan nop hé so dang ky ho tich truc tuyén dén ding co
quan c6 tham quyén theo quy dinh.

- D6i v6i gidy to ndp, xuét trinh néu ngudi yéu cau ndp hd so theo hinh thirc
tryc tiép:

+ Nguoi yéu cau ding ky ho tich c6 thé ndp ban sao dugc ching thuc tir ban
chinh hodc ban sao dugc cip tir s6 gdc (sau day got la ban sao) hodc ban chup

kém theo ban chinh, ban dién tir cac gidy to nay, bao gom ca gidy to dugc tich
hop, hién thi trén Ung dung dinh danh dién tor (VNelD).

Truong hop nguoi yéu cau ndp ban chup kém theo ban chinh gidy to thi ngudi
tiép nhan co trach nhi¢m kiém tra, d6i chleu ban chup v61 ban chinh va ky xéac
nhan, khong dugc yéu cau ndp ban sao gidy to do.

DPéi vai giéy t& xuét trinh khi dang ky ho tich, nguoi tiép nhan c6 trach nhiém
kiém tra, ddi chiéu, ghi lai thong tin hoac chup lai, ky xac nhan dé luu trong
ho so va tra lai cho nguoi xuét trinh, khong duoc yéu cau ndp ban sao hoac
ban chup giay to do.

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

Nguoi tiép nhan ho so thuc hién khai thac thong tin trong CSDLQGVDC theo
quy dinh phép luat néu nguoi yéu cau ding ky ho tich da cung cap ho, chir
dém, tén; ngay, thang, nam sinh; s6 dinh danh ca nhan/thé cin cude cong
dan/thé cin cudc/can cude dién tir. Truong hop cac thong tin can khai thac
khong ¢ trong CSDLQGVDC thi dé nghi ngudi yéu cau ké khai day du.

- Pbi voi gidy to giri kém theo néu ngudi yéu cau nop hod so theo hinh thirc
tryc tuyén:

+ Ban chup cac gidy to gtri kém theo hd so ding ky nhan cha, me, con truc
tuyén phai bao dam rd nét, déy du, toan ven vé ndi dung, 1a ban chyp bﬁng
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may anh, dién thoai hodc duoc chup, duoc quét béng thiét bi dién tur, tir giéy to
duoc cép hop 1€, con gia tri str dung.

+ Truong hop gidy to, tai liéu phai gui kém trong hd so ding ky nhan cha, me,
con truc tuyén da co ban sao dién tir hoac ban dién tir giéy to ho tich thi nguoi
yéu cau duoc sir dung ban dién tir nay.

- Truong hop nguoi yéu cau ding ky ho tich lya chon nhén két qua tai Trung
tam Phyc vu HCC cap xa thl ngudi yéu cau dang ky ho tich phai xuat trinh
gidy tO tuy than, , nOp cac gidy to 1 thanh phan hd so theo quy dinh; Trudng
hop nguodi yéu cau dang ky ho tich khong lya chon nhén két qua tai Trung tam
Phyuc vu HCC cép x4 thi nguoi yéu cau ding ky ho tich ndp cac gidy to la
thanh phan ho so theo quy dinh truéc khi nhan két qua.

- Truong hop nguoi yéu cau dang ky h¢ tich khong cung cap duoc gidy to theo
quy dinh hodc giay t& ndp, xuat trinh bi tay x0a, stra chira, 1am gia thi co quan
dang ky ho tich c6 tham quyén hity bo két qua dang ky ho tich.

- Gidy to do co quan c6 thim quyén ctia nudc ngodi cip, cong chimg hodc xac
nhan dé sir dung cho viéc ding ky ho tich tai Viét Nam phai dugc hop phap
hoa lanh sy theo quy dinh cua phap luat, trir truong hop dugce mién theo diéu
wdc quoc té ma Viét Nam 1a thanh vién.

- Truong hop cho phép nguoi yéu cau dang ky ho tich lap van ban cam doan
ve nd1 dung yeu cau dang ky ho tich thi co quan dang ky ho tich phai giai
thich & cho ngudi 1ap van ban cam doan vé trach nhiém, hé qua phép 1y cua
viéc cam doan khong dung sy that.

Co quan diang ky ho tich tir chdi giai quyét hoic dé nghi co quan c6 tham
quyén hity bo két qua dang ky ho tich, néu co co sd xac dinh ndi dung cam
doan khong dang sy that.

2.4 | SO lwong hd so: 01 bd
2.5 | Thoi han giai quyét: 10 ngay, ké tir ngdy nhan da ho so hop 8.
Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
- Trung tdm Phuc vu HCC cép xA.
26 |- Trung tdm Phuc vu hanh chinh cong tink d@é thuc hién phi dia gisi hanh
= | chinh.
- Cong Dich vu coéng Qudc gia: https://dichvucong.gov.vn.
- Ung dung dinh danh quéc gia.
Co quan thue hién: UBND cép xa.
27 Co quan c6 thim quyén quyét dinh: Uy ban nhan dan cp x4 noi cu tra cia

nguoi dugce nhan 1a cha, me, con thuc hién dang ky nhan cha, me, con gitta
cong dan Viét Nam vdi ngudi nude ngoai; gitra cong dan Viét Nam cu tra &
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trong nudc voi cong dan Viét Nam dinh cu ¢ nudc ngoai; gitra cél}g dan Viét
Nam dinh cu ¢ nudc ngoai voi nhau; gitta cong dan Viét Nam dong thoi 6
quoc tich nudc ngoai véi cong dan Viét Nam hodc voi nguoi nudc ngoai; gitra
nguoi nudc ngoai véi nhau ma mot hodc ca hai bén thuong tra tai Viét Nam.
Co quan dwore iy quyén: Khong.

Co quan phoi hop:

- Uy ban nhan dan cip xa noi cu tra ctia ngudi dugc nhan 1a cha, me, con.

- Co quan quan ly CSDLQGVDC.

2.8 | Poi twong thue hién TTHC: Cé nhan

Két qua giai quyét TTHC:

- Ho so du diéu kién:

+ Trich lyc dang ky nhan cha, me, con (ban chinh); ban sao Trich luc dang ky
nhan cha, me, con (truong hop yéu cau cip ban sao Trich luc ding ky nhan
cha, me, con).

2.9 | + Ban dién tir Trich lyc ding ky nhan cha, me, con (Ban dién tr s& tw dong gui
vé Kho quan ly dix lié}l dién tir cua ca nhé,n/dia chi thu dién tu/thiét b1 s6/dién
thoai cua nguoi yéu cau sau khi da hoan tat thu tuc dang ky nhéan cha, me, con
tai co quan dang ky ho tich).

- H6 so khong du diéu kién: Vian ban thong bao khong du dicu kién ding ky
nhan cha, me, con.
2.10 | Quy trinh xi¥ ly cong viéc
. Trach o Bicu

TT Trinh tw nhiém Thoti gian miw/Két qua

1. Tiép nhan ho so.

- Tiép nhan hd so truc tiép tir ca

nhan hoac tur dich vu buu chinh

cong ich hoac trén, Cong Dich vu

cong Quoc gia x _

(https://dichvucong.gov.vn) hodc Cong ggau(ngl’ C(z,ﬁ’

Ung dung dinh danh quéc gia. ic ; Y €0)s
Bl | '8 “HNS G AT qUoE S chire | G0  hanh o h s o)

06 va Ho so
theo muc 2.3

2. Can bd TN&TKQ kiém tra hd TN&TKO chinh
SO

- Néu hd so chua day du hoic
khong hop 1&: Huéng dian hoic
thong bao bang vian ban cho ca
nhan b sung, hoan thién hd so.
Truong hop khong bod sung, hoan
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thién duoc ho so thi thong béo tir
chéi giai quyét ho so.

- Néu hd so day du, hop 18: Lam
thu tuc tiép nhan ho so, thu phi, 1¢
phi theo quy dinh, c6 Phiéu hen,
tra két qua cho ngudi c6 yéu ciu
(néu nguoi co6 yéu cau lua chon
hinh thirc nép hd so truc tiép)
hodc giri ngay Phiéu hen, tra két
qua qua thu dién tr hodc gui tin
nhan hen tra két qua qua dién
thoai di dong cho ngudi co yéu
cau (néu ngudi cb yéu cau lua
chon hinh thtirc ndop hd so truc
tuyén).

- Sau khi tiép nhan hd so theo
hinh thitc ndp truc tiép, can bod
tiép nhan ho so thuc hién sb hoa
(sao chup, chuyén thanh tai liéu
dién tir trén hé théng thong tin, co
so dir lidu) va ky sb vao tai liéu,
hé so giai quyét thu tuc hanh
chinh d3 duoc s hoa theo quy
dinh.

Z 1A ~ g Cong Mau 01, 05
B2 gr}]‘(‘;ggen ho so cho Lanh dao Van | o 01 gid | va hd so kém
' TN&TKQ theo
Lanh dao
Vian X L LA
B3 | Phan cong cong chire xir Iy ho so. phong 01 gio ls,\:[yal?égf t}\i:oho
HDND-
UBND
Kiém tra, xir 1y ho so: Cong
- Truong hop hd so can bd sung, | chirc xu Iy Méu 04 (néu
hoan thi¢n hogc khong du diéu | hoso, co), 05; Vin
Bg | Kién gidi quyét, _phai tir chéi thi| Chénh 01 ngay ban gt
guri thong bao vé tinh trang hd SO Van UBND cap xa
t4i Trung tdm Phuc vu HCC cdp | phong dé nghi niém
xa dé thong bao cho nguoi nop hé | HPND- yet thong tin
SO, UBND
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- Trudng hop can phai kiém tra,
xac minh lam rd hodc do nguyén
nhan khac ma khong thé tra két
qua dung thoi gian da hen thi cong
chuc xir 1y 1ap Phiéu xin 18i va
hen lai ngay tra két qua, trong do
néu rd Iy do cham tra két qua va
thoi gian hen tra két qua, chuyén
Trung tam Phuc vu HCC cép Xa
dé tra cho nguoi co yéu cau (néu
nguoi ¢6 yéu cau lya chon hinh
thire ndp ho so truc tiép), hodc giri
Phiéu xin 15i va hen lai ngay tra
két qua qua thu dién tir hodc gir
tin nhin qua dién thoai di dong
cho nguoi co yéu cau (néu ngudi
¢6 yéu cau lua chon hinh thic nop
hd so truc tuyén).

- Tham muu Vin ban dé nghi
UBND cép x4 noi thuong tri cia
nguoi dugc nhan 1a cha, me, con
thuc hién niém yét tai tru sé
UBND cdp xi trinh Chanh Vin
phong HDND-UBND xem xét, ky
duyét, Van thu dong dau phat
hanh van ban.

Thuc hién bude tiép theo.

cap xa,
Van thu

BS

Niém yét cong khai tai tru sé
UBND cip x4 xir Iy hd so va dé
nghi UBND cép xa noi thuong tra
cua nguoi dugc nhan la cha, me,
con niém yét cong khai

Cong
chuce xtr ly
ho so;
UBND
cap x3 noi
thuong tra
ciia nguoi
duoc nhan
la cha,
me, con

06 ngay

Thong tin
duoc  niém
yét tai tru S&
UBND cép x4

B6

Sau thoi gian niém yét cong khai:
- Néu ho so du diéu kién va khong
c6 tranh chap:

+ Truong hop tiép nhan ho so truc

Cong
chure xu ly
ho so

01 ngay

Mau 05; Du
thao Trich luc
dang ky nhan
cha, me, con
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tiép: Thyc hién viéc ghi vao SO
dang ky nhan cha, me, con, cap
nhat thong tin dang ky nhan cha,
me, con va luu chinh thic trén
Phan mém ding ky, quan 1y ho
tich dién tir dung chung.

+ Truong hop tiép nhan hd so
dang ky nhan cha, me, con theo
hinh thuc truc tuyén: Gui lai biéu
mau Trich luc dang ky nhan cha,
me, con dién tur voi thong tin day
du cho nguoi yéu cau qua thu dién
ttr hodc thiét bi s6.

Nguoi yéu cdu cO trach nhiém
kiém tra tinh chinh xAc, day du
ciia cac thong tin trén biéu miu
Trich luc dang ky nhan cha, me,
con di¢n tor va xac nhan (téi da
mot ngay).

Néu ngudi c6 yéu ciu xac nhin
thong tin di théng nhét, day du
hoic khong c6 phan hdi sau thoi
han yéu cau thi thuc hién viéc ghi
ndi dung vao S6 diang ky dang ky
nhan cha, me, con, cap nhat thong
tin dang ky nhan cha, me, con va
luu chinh thtc trén Phan mém
dang ky, quan ly ho tich dién tu
dung chung.

- HO so khong du diéu kién: Du
thdo Van ban thong bao khong du
diéu kién dang ky nhan cha, me,
con.

Trinh Chanh Van phong HDND-
UBND HDBND-UBND.

hoac du thao

Van ban
thdng béo
khong da
diéu kién

dang ky nhan
cha, me, con

B7

- TH 1y quyén: Chdanh Vin phong
HDND-UBND ky du thdo két qua
gidi quyét thi tuc hanh chinh,
chuyén dén buée BY.

- TH khéng iy quyén: Lanh dao
Vian phong ky nhdy, chuyén dén

- Chanh
Van
phong
HDPND-
UBND -
Lanh dao
Van

- TH uy
quyén: 04
gioy
- TH khéng
Uy quyén: 02
gio

Mau 05,
Trich luc
dang ky nhdn
cha, me, con
hoac Van ban
thong bao
khéng d diéu
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buwoc B8

phong

kien dang ky
nhan cha, me,
con da ky/ky
nhay

B8

Ky du thao két qua giai quyét thu
tuc hanh chinh tai B7.

Lanh dao
U!3 ND
cap xa

02 gid

Mau 05;
Trich luc
dang ky nhan
cha, me, con
hoac Van ban
thong béo
khong du
diéu  kién
dang ky nhan
cha, me, con.

B9

Phat hanh van ban va trd két qua
cho Trung tam Phuc vy HCC cap
Xa.

Van thu

02 gi0o lam
viéc

Mau 05, 06;
Trich luc
dang ky nhan
cha, me¢, con
hoac Van ban
théng béo
khong du
diéu kién
dang ky nhan
cha, me, con

B10

Tra két qua cho cé nhan.

Cong
chuc
TN&TKQ

Gio
chinh

hanh

Mau 01, 06;
Trich luc
dang ky nhan
cha, me, con
hoac Van ban
théng béo
khong da
diéu kién
dang ky nhan
cha, me, con.

* Trudng hop hod so qua han xir 1y, trong thoi gian cham nhat 01 ngdy trudc
ngay hét han xir 1y, Cong chirc xur Iy hé so trinh Chanh Van phong HDND-
UBND (neu uy quyen)/Lanh dao UBND cdp xd (neu khéng 1y quyén) ban
hanh phleu xin 161 va hen lai ngay tra két qua chuyén sang Trung tam Phuc vu
HCC cap xa dé guri cho t6 chtrc, ca nhan.
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BIEU MAU

Mau 01 Mau 01.doc
Giay tiép nhan ho so va hen tra két qua

Mau 02 M3&u s6 02.doc
Phiéu yéu cau bo sung hoan thién ho so

Mau 03 M3u 03.doc
Phiéu tur choi tiép nhan gidi quyét ho so

Mau 04 Mau 04.doc
Phi€u xin 161 va hen lai ngay tra két qua

Mau 05 Mau s6 05.doc
Phi€u kiém soat qua trinh giai quyét ho so

Mau 06 M3u s6 06.doc
S6 theo do1 ho so

BM.HT.06.01 mm’@l-duc
To khai dang ky nhéan cha, me, con
Mau hé tich dién tur tuong tac dang ky nhan cha, me, con
(néu nop ho so theo hinh thuc tryc tuyén).

BM.HT.06.02 Y

BM.HT.6.03.doc
HO SO LUU

Mau 01; 02, 03, Q4 (néu c0), 06 luu tai Trung tdm Phuc vu HCC cép xi. Mau
01, 05 Iuu theo ho so;
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- Ho6 so dau vao theo muc 2.3;

Vin ban dé nghi UBND cép xa noi thuong tra ctia nguoi duge nhan cha, me,
con niém yé€t cong khai thong tin;

- S6 dang ky nhan cha, me, con;

- Van ban thong bao khong du diéu kién dang ky nhan cha, me, con (néu co);

Hb so duge luu tai Vin phong HDND-UBND, thoi g~ian Iuu trir thuc hién 111:u theo
quy gﬁnh‘cﬁa Lu’ét Ho tich va cac van ban hu’(')jng dan thi hanh. Sau khi hét han,
chuyén ho so xuong don vi Iuu trit cia UBND cap x& va luu trir theo quy dinh hién
hanh.

7. Tha tuc ding ky khai sinh két hop déing ky nhén cha, me, con

1 KY HIEU QUY TRINH QT.HT.07

2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thuc hién TTHC:

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

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

- Truong hop nam, nir chung séng v4i nhau nhu vo chong, khong dang ky két
hén, sinh con, ngudi con séng clng véi ngudi cha, khi nguoi cha 1am thu tuc
nhan con ma khong lién h¢ duoc vd1 ngudi me thi khong can co v kién cua
nguoi me trong To khai dang ky nhan cha, me, con.

2.2 | Cach thirc thuce hién TTHC:

- Nguoi yéu cau ding ky nhan cha, me, con thyc hién nop hé so tryc tiép tai
Trung tam Phyc vy hanh chinh cong cap xa, gui qua h¢ thong buu chinh hoic
nép hoé so truec tuyén tai Cong dich vu cong quoc gia (https://dichvucong.gov.vn)
hodgc Ung dung dinh danh quéc gia (mot bén cé thé ndp hd so ma khong phai co
van ban uy quyén cta bén con lai).

- Nép tai Trung tdm Phuc vu Hanh chinh céng tink Ha Tinh - Sé 024, dwong
Nguyén Chi Thanh, phwong Thanh Sen, tinh Ha Tinh dé thuc hién phi dia
gioi hanh chinh.

‘ R y Ban | Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao

* Gidy to phai nop:

- To khai dang ky khai sinh va T khai dang ky nhan cha, me, X
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con theo mau (neu nguoi yéu cau lya chon ndp hod so theo
hinh thte truc tiép hodc giri hd so qua hé thdng buu chinh);

- Mau hd tich dién tir tuong tac ding ky khai sinh; Mau ho
tich dién tr tuong tac dang ky nhan cha, me, con (néu nguoi
yéu cau lya chon ndp hod so theo hinh thirc truc tuyén);

Gidy chimg sinh; trudng hop khong c6 Gidy ching sinh thi
ndp van ban cua nguoi lam chimg xac nhan vé viéc sinh; néu
khong c6 ngudi 1am chung thi phai ¢6 gidy cam doan vé viée
sinh.

Truong hop nguoi yéu cau di ndp ban dién tir Gidy chimg
sinh hodc co quan dang ky ho tich da khai thac dugc dit li¢u
dién tir c6 ky sO ciia Gidy chimg sinh thi khong phéi ndp ban
gidy.

Chung ctr chiing minh mbi quan h¢ cha, me, con, gé)m:

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

+ Truong hop khong c6 van ban néu trén thi cdc bén nhan
cha, me, con lap vin ban cam doan theo mau vé mbi quan hé
cha, me, con, co it nhat hai nguoi lam ching vé mbi quan h¢
cha, me, con.

Gidy to chimg minh thudc gia dinh c6 cong vdi cach mang,
nguoi thude ho ngheo, nguoit khuyét tat (néu co);

* Gidy to phai xuét trinh:

Ho6 chiéu/Thé cin cude cong dan/Thé can cudc/Can cudce
dién tir/Gidy chimg nhan cin cudc hodc cac glay to khac ¢
dan anh va thong tin ca nhan do co quan ¢ tham quyén cap,
con gi tri sit dung dé chimg minh vé nhan than ctia nguoi co
yéu cau dang ky khai sinh va nhan cha, me, con;

Trwong hop gidy to tiy than si dung la: Hé chiéu, Thé cdn
cuse, Can cudc cong dan, Gidy ching nhdn can cude thi
nguol €6 yeu cau dang ky hé tich chi can cung Cap thong tin
sé dinh danh cd nhan hogc thdng tin vé glay to (o,
ngay/thang/nam cap), co quan dang ky ho tich co trach nhiem
tra cuu thong tin thong qua két noi voi Co so dir lieu ho tich
dién tu, Co so dit lieu quoc gia vé dan cur hodc co s6 dir liéu
khac co lién quan dé doi chiéu, khai théc dit liéu.

Truong hop khong khai thdac dwoc thong tin hodc thong tin
khai thac dwoc khong day di, khéng chinh xdc thi co quan
dang ky ho tich yéu cau nguoi di dang ky hé tich xudt trinh
ban chinh gidy to dé chitng minh, dong thoi dé nghi nguwoi di
ddng ky hé tich cdp nhat, diéu chinh théng tin trong cdc co s¢
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dit liéu theo quy dinh cua phap ludt.

Trudng hop cac thong tin c4 nhan trong cac gidy to ndy di cd
trong Co s& dir liéu quéc gia vé dan cu, Co sé dir liéu ho tich
dién tir, duoc hé théng dién ty dong thi khong phai tai lén
(theo hinh thirc truc tuyén).

- Gidy to ¢ gia tri chimg minh thong tin vé cu tra trong
truong hop co quan ding ky ho tich khong thé khai thac
duoc théng tin vé noi cu tri cla cong dan theo cac phuong
thitc quy dinh tai khoan 2 Diéu 14 Nghi dinh sb
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong
hop céc thong tin vé gidy to chimg minh noi cu tri da dugc
khai thac tr Co sé dir liéu qudc gia vé dan cu bang céac X
phuong thic nay thi ngudi yéu cau khéng phai xuét trinh
(theo hinh thurc truc tiép) hodc tdi lén (theo hinh thirc tric
tuyén).

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

*Luuy:

- C4 nhéan c6 quyén lua chon thuc hién thu tuc hanh chinh vé h tich tai co
quan dang ky ho tich noi cu tr; noi cu trii cua ca nhan dugc xéac dinh theo
quy dinh cua phap luat vé cu tri. Truong hop ca nhan lya chon thyc hién thu
tuc hanh chinh vé h¢ tich khong phai tai Uy ban nhan dan cap xa noi thuong
tri hodc noi tam tra thi Uy ban nhin dan cip x3 noi tiép nhan 'yéu cau co
trach nhiém ho tro nguoi dan nop hd so ding ky ho tich truc tuyén dén dung
cO quan ¢o tham quyén theo quy dinh.

- Déi véi glay to nop, Xuat trinh:

+ Nguoi tiép nhan cd trach nhiém kiém tra, dbi chiéu voi thong tin trong to
khai, chup lai hoic ghi lai théng tin dé luu trong ho so va tra lai cho nguoi
xuat trinh, khong duoc yéu cau nop ban sao hodc ban chup giay to do.

+ Nguoi yéu cau dang ky ho tich co thé nop ban sao ching thyc tir ban chinh
hoac ban sao duoc cap tir s6 goc hogc ban chup kem theo ban chinh gidy to dé
dbi chiéu. Truong hop ngudi yéu cau nop ban chup kém theo ban chinh gidy to
thi nguoi tiép nhan co trach nhiém kiém tra, d6i chiéu ban chup véi ban chinh
va ky x&c nhan, khong duoc yéu cau ngudi di dang ky nop ban sao giay to do.
+ Nguoi tiép nhan c6 trach nhiém tiép nhan dang, du hd so dang ky ho tich
theo quy dinh cua phap luat h¢ tich, khong duoc yéu cau nguoi dang ky ho
tich nop thém glay to ma phéap luat ho tich khong quy dinh phai nop.

Ngudi tiép nhan hd so thuc hién khai thac thong tin trong CSDLQGVDC theo
quy dinh phap luat néu nguoi yéu cau ding ky ho tich da cung cap ho, chir dém,
tén; ngay, thang, nam sinh; sé dinh danh ca nhan/cin cudc cdng dan/thé cin
cude. Truong hop céc théng tin can khai thac khdng cé trong CSDLQGVDC thi
dé nghi nguoi yéu cau ké khai day du.
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- Truong hop nguoi yéu cau dang ky h¢ tich lwa chon nhén két qua tai Trung
tdm Phuc vy HCC cap xa thi ngudi yéu cau dang ky ho tich phai Xuét trinh gidy
to' tuy than, np cac gidy to 1a thanh phan hd so theo quy dinh; Truong hop
nguoi yéu cau dang ky ho tich khong lya chon nhan két qua tai Trung tam Phuc
vu HCC cép x4 thi ngudi yéu cau dang ky ho tich ngp cac gidy to 1a thanh phan
hé so theo quy dinh trudc khi nhén két qua.

- Truong hop ngudi yéu cau dang ky ho tich khong cung cap dugc gidy to
theo quy dinh hoac glay to nop, Xuat trinh bi tay X0a, stra chira, lam gia thi co
quan dang ky h tich co tham quyen hay bo két qua dang ky ho tich.

- Gidy to do co quan c6 tham quyén cua nudc ngodi cap, cdng chung hoic
xac nhan dé su dung cho viéc dang ky ho tich tai Viét Nam phai duoc hop
phap hoa lanh su theo quy dinh cua phap luat, trir truong hop duoc mién theo
diéu udc qudc té ma Viét Nam 1a thanh vién.

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

Co quan dang ky ho tich tir chbi giai quyét hoac dé nghi co quan c6 tham
quyén hiy bo két qua dang ky ho tich, néu co co s¢ xac dinh noi dung cam
doan khong dung su that.

- Péi véi viéc xac dinh ho, dan téc, qué quan, dat tén cho tré:

+ Viec xac dinh ho, dan tgc, dat tén cho tré em phai phu hop véi phap ludt va
yéu cdu giir gin ban sdc dan téc, tap quén, truyén thong véin hoa tét dep cua
Viét Nam; khong dat tén qué dai, kho si dung.

+ Truwong hop cha, me khong théa thudn diroc vé ho, dan téc, qué quan cua
con khi dang ky khai sinh thi he, dan téc, qué quan cua con duwoc Xac dinh
theo tap quan nhung phai bao dam theo ho, dan téc, qué quan cua cha hogc
Mme.

2.4

S0 lwgng ho so: 01 bd

2.5

Thoi han giai quyét: 03 ngay lam viéc, trudng hop phai xac minh thi thoi
han gidi quyét khong qué 08 ngay lam viéc.

2.6

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

- Trung tdm Phuc vu HCC cép xA.

- Trung tdm Phuc vu hanh chinh cong tinh d@é thuc hién phi dia giéi hanh
chinh.

- Céng Dich vu céng Quéc gia: https://dichvucong.gov.vn.

- Ung dung dinh danh quoc gia.

2.7

Co quan thyc hién: UBND gép X4 noi cu tra cua nguoi cha hodc ngudi me
thuc hién dang ky khai sinh két hgp nhan cha, me, con.

Co quan c6 tham quyén quyét dinh: UBND cép xa.

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

2.8

Poi twong thue hién TTHC: C4 nhan.

2.9

Két qua giai quyét TTHC:

- Ho so du dicu kién:

+ Giéy khai sinh, Trich luc dang ky nhan cha, me, con (ban chinh); ban sao
Glay khai sinh, ban sao Trich lyc dang ky nhan cha, me, con (truong hop yéu
cau cap ban sao Gidy khai sinh, ban sao Trich luc ding ky nhan cha, me,
con

+ B)dn dién tir Giay khai sinh; Bdn dién ti Trich luc ddng ky nhdn cha, me,
con (Bdn dién tir sé tw dong guri vé Kho qudn Iy di liéu dién tir cua ca
nhan/dia chi thir dién tirlthiét bi so/dién thoai ciia nguwoi Yeu cau sau khi da
hoan tdt tha tuc tai co quan dang ky hé tich).

- H6 so khong du diéu kién: Vin ban thong bao khong du diéu kién cap giay
khai sinh hoac nhan cha, me, con.

2.10

Quy trinh xir ly cong viéc

TT

Trach Thoi Biéu

Trinh ty nhiém gian miu/Két qua

Bl

1. Tiép nhan hd so tryc tiép tir ca nhan
hoidc qua Céng dich vu céng quoc gia
(https://dichvucong.gov.vn) hogc  Ung
dung dinh danh quéc gia.

2. Cong chirc tiép nhan kiém tra ho so:
- Néu ho so chua day du hodc khong
hop 1&: Huéng dan hodc thong béao
bang vin ban cho ca nhan bo sung,
hoan thién ho so. Trudng hop khong bd i
sung, hoan thién dugc ho so thi théng Mau 01; 02,
bao tir chdi giai quyét ho so. Cong Gio |03 (néu co);
- Néu hd so day du, hop 1&: Lam tha chirc hanh | 06 va

tuc tiép nhan hd so va thu phi, 1¢ phi | TN&TKQ | chinh | H6 so theo
theo quy dinh. Néu tiép nhan hé so sau muc 2.3

15 gio thi gri Phiéu hen, tra két qua
cho nguoi co yéu cau trong ngay lam
viéc tiép theo.

Sau khi tiép nhan hd so theo hinh thuc
ndp truc tiép, Cong chuc tiép nhan thyc
hién sb héa (sao chup, chuyén thanh tai
liéu dién tir trén hé thong thong tin, co
s0 dir liéu) va ky so vao tai liéu, hd so
giai quyét thu tuc hanh chinh da duoc
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s6 hoa theo quy dinh.
cong Mau 05 va
B2 | Chuyén Lanh dao Vin phong chtrc 01 gid |HO so theo
TN&TKQ muc 2.3
~ < . A A R Lanh dao Mau 05 va HO
B3 La1?h d?ao, Vfl n phong phan cong cong Vian 01 gi6 | so theo muc
chuce xtr Iy ho so N
phong 2.3
Cong chirc xtr ky kiém tra ho so
B4.1. TH hd so khong can xac minh.
- Truong hop du diéuv kién: Vao SO
dang ky khai sinh va S6 dang ky nhéan
ch\a, me, con; nhap dir 1iéy vao phan
mém ho tich, in du thdo Giay khai sinh <
va du thdo Trich luc ding ky nhan cha, Mau 05; Dy
me. con: thao Trich luc

o 02 | dang ky nhan
- Truong hop khong co6 ching cu \ :

, . Z. A ngay |cha, me, con
ching m~1nh moi quan hé cha, me, con BN | va du . thio
huong dan cac bén nhan cha, me, con A N

A= 1 A A A A viec | Giay khai sinh
1ap van ban cam doan v€ moOi1 quan hé cong < )
. % . e 1 iy hoac du thao
B4 | cha, me, con, c6 it nhat hai nguoi lam | chire xtr 1y - 1 o
, A A A A Vian ban thong
chiimg vé moi quan h¢ cha, me, con. ho so , o ;
g A A bao khong du
- Truong hop khong du diéu kién: Dy didu kién: Vin
thdo Van ban thong bao khong du di¢u ban o X&C
kién. minh/bién ban
Trinh Chanh Van phong HDND- x4c minh (néu
UBND. co)
B4.2. Kiém tra, xem xét ho so, truong
hop \{iéc nhan cha, me, con phtc tap 07
thi tién hanh xac minh viéc nhan cha, ngay
me, con béng, van ban hodc truc tiép. lam
Sau khi c6 két qua xac minh thi thuc viée
hién nhu B4.1
-TH | Mdu 05; Trich
‘ -Chénh | couy |luc dang ky
- TH uy quyén: Chanh V,dn phong Van quyen: | nhdan cha, me,
HDND-UBND ky dy thdo két qua gidi |  phong 05 |con va Gidy
B5 quyét thu tuc hanh chinh, chuyén dén | HDND- gio; | khai sinh hodc
buoc B7. UBND - | -TH | Van ban thong
- TH khong iy quyén.‘ Lanh dgo Van | Lanhdago | khong bao khong du
phong ky nhay, chuyén dén budc B6 Van uy | dieu kién da
phc‘)ng quyén_' duoc k_);/k)}
02 gio | nhay
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B6

Ky két qua giai quyét thu tuc hanh

chinh

Lanh dao
U!B ND
cap xa

03 giov

Mau 05; Trich
luc dang ky
nhan cha, me,
con va Gidy
khai sinh hoac
Vian ban thong
bdo khong du
diéu kién

B7

Phat hanh van ban va tra két qua cho
Trung tam phuc vu HCC

Van thu

01 gio

Mau 05, 06;
Trich luc dang
ky nhan cha,
me, con va
Gidy khai sinh
hodac Van ban
thong béo
khong du diéu
kién

B8

Tra két, qua, thu phi, 1€ phi theo quy
dinh (néu co).

Cong
churc
TN&TKQ

Gio
hanh
chinh

Mau 01, 06;
Trich luc dang
ky nhéan cha,
me, con va
Gidy khai sinh
hodac Van ban
théng béo
khong du diéu
kién

* Trudng hop ho so qua han xt 1y, trong thoi gian cham nhat 01 ngay trudc
ngdy hét han xt 1y, Cong chure xur 1y hd so trinh Chdnh Van phong HDND-
UBND (neu uy quyen)/Lanh dao UBND cdp xd (néu khong uy quyén) ky ban
hanh phiéu xin 16i va hen lai ngay tra két qua dé gui cho t6 chirc, c4 nhén.

BIEU MAU

Mau 01

Gidy tiép nhan ho so va hen tra két qua

@j

M&u 01.docx

Mau 02

Phiéu y€u cau bo sung hoan thién ho so

EH

M3u 02.docx

Mau 03

Phiéu tir chdi tiép nhan giai quyét ho so

@B

M3u 03.docx
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@j

Mau 04 M3u 04.docx

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

Mau 05 MAu 05.docx
Phiéu kiém soat qua trinh gidi quyét ho so

S theo ddi hd so

Mau 06 W
Mau 06.docx
BM.HT.07.01 EMHTQLM
To khai dang ky khai sinh
Van ban cam doan
BM.HT.07.02 D
BMLHT.7.03.doc

Noi dung biéu ho tich twong tac dang ky khai sinh va
nhan cha me¢ con

BM.HT.07.03 §
(W ]

BM.HT.07.03.docx

4 |HOSOLUU:

Mau 01; 02, 03, Q4 (néu c0); 06 Iuu tai Trung tdm Phuc vu HCC cép xd. Mau
01, 05 luu theo ho so;

- Ho6 so dau vao theo muc 2.3;

- S6 dang ky nhan cha, me, con;

- | S6 dang ky khai sinh;

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

- | Van ban xac minh/bién ban x4c minh (néu co);

H6 so duoc luu tai UBND cap x4, thoi gian luu trir S6 dang ky khai sinh va S6 ding
Ky nhan cha, me, con la vinh vién, con cac giay to khac thuc hién luu theo quy dinh
cua Luat Ho tich va cac van ban hudng dan thi hanh.

8. Ping ky khai sinh két hop ding ky nhan cha, me, con c6 yéu t6 nuéc ngoai

1 |KY HIEU QUY TRINH
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2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thwc hién TTHC:
- Viéc nhan cha, me, con khong c6 tranh chép.
- Bén nhan, bén dugc nhan 1a cha, me, con déu con sé)ng vao thoi diém dang ky nhan cha
2.2 | Cach thure thuc hién TTHC:
- Nguoi yﬁ:u cau ‘(iéng ky nhan cha, me, con thuc hién r}(f)p ho so truc tiép tai Trung tam |
bén co thé ndp ho6 so ma khong phai c6 van ban uy quyén cua bén con lai). N
- Ngp tai Trung tdm Phuc v Hanh chinh cong tinh Ha Tinh - So 024, dwong Nguyén Ch:
2.3 | Thanh phan hd so, bao gom:

* Gidy to phai nop:

- To khai dang ky khai sinh, theo mau BM.HT.08.01; To khai dang ky nhan cha, me, con

- Mdu hé tich dién tir twong tac dang ky khai sinh, Mau hé tich dién tir twong tac dang ky

- Giay chimng sinh.

+ Truong hop khong co Gidy ching sinh thi ndp vin ban ctia ngudi 1am ching xac nhan
+ Truong hop tré em sinh ra tai nudc ngoai thi ndp Gidy ching sinh hodc gidy to khac dc
Truong hop nguoi yéu cau da ndp ban dién tir Gidy ching sinh hodc co quan dang ky hod

- Truong hop cha hodc me hodc ca cha, me la nguoi nudce ngoai thi phai ndp van ban tho.
xé4c nhan cta co quan c6 thim quyén nudc ma tré duoc chon mang qudc tich vé viée tré ¢

- Chung ctr ching minh moi quan h¢ cha, con hoac quan hé me, con, gdm mdt trong cac .
+ Van ban cta co quan y t€, co quan giam dinh hodc co quan khac c6 tham quyén & trong
+ Truong hop khong c6 ching ctir chirng minh quan hé cha, me, con néu trén thi phai c6

- Truong hop dang ky nhin cha, me, con gitta cong dan Viét Nam vdi ngudi nude ngoai |

- Gidy to chting minh thudc gia dinh ¢ cong véi cach mang; ngudi thudc h nghéo; ngur

* Gidy to phai xuét trinh:

- Ho chiéu/Thé can cudc cong dan/Thé can cude/Can cude dien t/Gidy ching nhan cin
Khi lam tha tuc truc tiép tai co quan dang ky ho tich.
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Truong hop gidy to tay than sir dung la: Hg chiéu, Thé can cudc, Can cude cong dan, (
dang ky ho tich co trach nhiém tra cuu thong tin thong qua két noi voi Co so dir liéu ho t
Truong hop khong khai thac dugc thong tin hodc thong tin khai thdac dwgc khong ddy di,
diéu chinh thong tin trong cdc co so dir liéu theo quy dinh cua phdp luat.

Truong hop cac thong tin c4 nhan trong cac gidy to nay da c6 trong Co so dir liéu qudc g

- Gidy to c6 gia tri chimg minh thong tin Vf: cu tri trong truong hop co quan dang ky h
Chinh phu. Truong hop cac thong tin vé gidy to chimg minh noi cu tri da dugc khai thac

- Trudng hop tré em sinh ra tai nudc ngoai vé cu tru tai Viét Nam thi xuat trinh ban chinl
xac nhan nhap canh cua co quan quan 1y xuat, nhap canh) va van ban x4c nhan cta co qu

*Luuy

- Ca nhén c6 quyen lya chon thyc hién thu tuc hanh chinh vé hé tich tai co' quan ding k
nhan dan cap xa noi thuong tra hoac noi tam trt thi Uy ban nhan dan cap xa noi ti€p nhas
- D6i véi gidy to nop, xuat trinh:

+ Nguoi tiép nhan c6 trach nhiém kiém tra, d6i chiéu véi thong tin trong t& khai, chup lai
+ Nguoi yéu cau dang ky ho tich co thé ndp ban sao ching thyc tir ban chinh hodc ban s
tra, d6i chiéu ban chup véi ban chinh va ky xac nhan, khong dugc yéu cau nguoi di dang
+ Nguoi tiép nhan c6 trach nhiém tiép nhan ding, du ho so dang ky ho tich theo quy dint
Nguoi tiép nhan ho so thuc hién khai thac thong tin trong CSDLQGVDC theo quy dinh

thac khong c6 trong CSDLQGVDC thi dé nghi nguoi yéu cau ké khai day du.

- Truong hop nguoi yéu cau ding ky ho tich lua chon nhén két qua tai Trung tam Phuc

chon nhan két qua tai Trung tam Phuc vu HCC cap xa thi nguoi yéu cau dang ky hd tich -
- Trudng hop ngudi yéu cau dang ky ho tich khong cung cip duoc gidy to theo quy dinh

- Giay to do co quan c6 thadm quyén ciia nudc ngoai cip, cong chimg hodc xac nhan dé st
- Trudng hop cho phép ngudi yéu cau dang ky ho tich 1ap vin ban cam doan vé ndi dung
Co quan dang ky ho tich tir chdi giai quyét hodc dé nghi co quan c6 thim quyén hiy bo k
- Béi véi viée xac dinh ho, dan toc, qué quan, dat tén cho tré:

+ Viéc xac dinh ho, dan toc, dat tén cho tré em phai pht hop véi phap luat va yéu cau git
+ Truong hop cha, me khong thoa thuan duoc vé ho, dan toc, qué quan cia con khi ding

2.4 | S6 lwong hd so: 01 bd
2.5 | Thoi han giai quyét: 10 ngdy, ké tir ngay nhan da hd so hop 16.
2.6 | Dia diém tiép nhan ho so va tra két qua giai quyét TTHC:

- Trung tdm Phyc vu HCC cép Xa.
- Trung tdm Phyc vu hanh chinh cong tink d@é thuc hién phi dia giéi hanh chinh.
- Céng Dich vu céng Quéc gia: https://dichvucong.gov.vn.
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- Ung dung dinh danh quéc gia.

2.7

Co quan thuc hién: Van phong HDND-UBND.

Co quan cé thim quyén quyét dinh:

Uy ban nhan dan cip x4 noi cu trt ciia nguoi cha hodc ngudi me 12 cong dan Viét Nam tl
Co quan dwore iy quyén: Khong.

Co quan phoi hop:

- Uy ban nhan dan cép x4 noi cu tra cia nguoi duge nhan 1a cha, me, con;

- Co quan quan 1y Co so di liéu Qudc gia vé dan cu.

2.8

Poi twong thue hién TTHC: Cé nhan.

2.9

Két qua giai quyét TTHC:

- Ho so du diéu kién:

+ Gidy khai sinh, Trich luc dang ky nhan cha, me, con (ban chinh); ban sao Gidy khai sin
+ Ban dién tir Gicfy khai sinh; Ban dién ti Trich luc dang ky nhdn cha, me, con (Ban diér
- Ho so khong du diéu kién: Vian ban thong bao khong du diéu kién diang ky khai sinh va

2.1

Quy trinh xir ly cong viéc

TT

Trinh ty

Bl

Tiép nhén hd so:

1. Tiép nhan ho so.

Tiép nhan hd so tryc tiép tir ca nhan hodc triec tuyén qua Cong dich vu céng quéc gia (ht
2. Can bd TN&TKQ kiém tra h so:

- Néu ho so chua day du hoic khong hop 1¢: Huong dan hoic thong bao bang vin ban ch
thién duogc ho so thi thong bao tir choi gidi quyét ho so.

- Néu hd so day du, hop 1¢: Lam thu tuc t1ep nhan hd so va thu phi, 1& phi theo quy &

TN&TKQ thyc hién s6 hoa (sao chup, chuyén thanh tai liéu dién tir trén hé thong thong
chinh da duoc s6 hoa theo quy dinh.

B2

Chuyén hd so cho Vin phong HDND-UBND dé xtr 1y.

B3

Phan cong cong chure xtr 1y ho so.

B4

Kiém tra, xur Iy ho so:




118

- Trudng hop hd so can bd sung, hoan thién hoic khong du diéu kién giai quyét, phai tir
cap xi dé thong bao cho ngudi ndp hd so;

- Trudng hop can phai kiém tra, xac minh lam r6 hodc do nguyén nhan khac ma khong tl
UBND lap Phiéu xin 13i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham tra két
X dé tra cho ngudi c6 yéu cau;

- Tham muu Vin ban dé& nghi UBND cap x3 noi thuong tra ctia nguoi dugce nhan 1a ch
phong HPND-UBND xem xét, ky duyét, Vin thu dong dau phat hanh vin ban.

Thuc hién budc tiép theo.

BS

Niém yét cong khai tai tru s UBND cép x3, UBND cip x4 noi thuong tri ctia ngudi duoc r

B6

Sau niém yét cong khai:

- Néu du diéu kién va khong xdy ra tranh chap: Vao S6 ding ky khai sinh, S6 ding ky nl
khai sinh va du thdo Trich luc dang ky nhan cha, me, con;

- Néu khong du diéu kién: Dy thao Vin ban thong bao khong du diéu kién dang ky khai
Trinh Lanh dao & budc B7.

B7

- TH 1y quyén: Chanh Vian phong HDND-UBND ky du thao két qua giai quyét thu tuc h
- TH khong ty quyén: Lanh dao Vin phong ky nhay, chuyén dén buéc B8

B8

Ky du thao két qua giai quyét thu tuc hanh chinh tai B7.
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B9 | Phat hanh vin ban va tra két qua cho Trung tim Phuc vu HCC cap xa.
Bol Tra két qua cho ca nhan.
* Truong hop hd so qua han xtr ly, trong thot gian cham nhat 01 ngay trudc ngay hét han
sang Trung tdm Phuc vy HCC cap xa dé gui cho t6 chuc, ¢4 nhan.
3 |BIEU MAU

Mau 01
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Mau 02

Mau 03

Mau 04

Mau 05

Mau 06

BM.HT.08.01

BM.HT.08.02

HO SO LUU:
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- | Mau 01; 02, 03, 04 (néu c0), 06 luu tai Trung tam Phuc vy HCC cép x4. Mau 01, 05 luu t

- | HO so dau vao theo muc 2.3;

- | Van ban giri UBND cap xa dé nghi niém yét thong tin;

- | S6 dang ky khai sinh;

- | SO dang ky nhan cha, me, con;

- | Vian ban thong bao khong du diéu kién dang ky khai sinh va diang ky nhan cha, me, con (

Hb so duoc luu tai Van phong HDND-UBND, thoi gian luu trit thye hién luu theo quy dinh ci

9. Thi tuc ding ky khai sinh cho nguoi da 6 ho so, gidy to c4 nhan

1 |KYHIEU QUY TRINH QT.HT.09

2 | NOI DUNG QUY TRINH

2.1 | Picu kién thwe hién TTHC:

Cong dan Viét Nam cu tri trong nudc, sinh trude ngay 01/01/2016, chua duge
dang ky khai sinh nhung da c6 ho so, gidy to ca nhan (ban chinh hodc ban sao
dugc chimg thyc hop 1¢) nhu: Gidy to tuy than; gidy to khac do co quan nha
nudc cd tham quyén cta Viét Nam cap.

2.2 | Cach thirc thue hién TTHC:

- Thu tuc nay du diéu kién thuc hién dich vu cdng truc tuyén toan trinh.

- Nguoi yéu cau dang ky khai sinh tryc tiép thuc hién hoic ay quyén cho
ngudi khac thuc hién nop hé so tryc tiép tai Trung tdm Phuc vu HCC cép x4,
gui qua hé théng buu chinh hoic nép ho so truc tuyén tai Cong dich vu cong
quéc gia (https://dichvucong.gov.vn) hodc Ung dung dinh danh quéc gia.

- Nép tai Trung tdm Phuc vu Hanh chinh ¢ong tinh Ha Tinh - Sé 024, dwong
Nguyén Chi Thanh, phwong Thanh Sen, tinh Ha Tinh dé thuc hién phi dia gidi
hanh chinh.

‘ L . Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh sao

T& khai ddng ky khai sinh theo miu BM.HT.09.01 (néu
- | nguoi c6 yéu cau lya chon ndp ho so theo hinh thire truc tiép X
hodc gtri ho so qua Dich vu buu chinh cong ich);

Mau h¢ tich dién tir tuong tac dang ky khai sinh (do nguoi yéu
cau cung cip thong tin theo hudng dan trén Cong Dich vu
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cong néu ngudi co yéu cau lwa chon ndp ho so theo hinh thirc
truc tuyén).

Nguoi c¢6 yéu cau dang ky khai sinh thuc hién viéc
nop/xuit trinh (theo hinh thire truc tiép) hodc tai 1én (theo
hinh thtc truc tuyén) cac gidy to sau:

*Gidy to phai ndp:

Vian ban cam doan ctia ngudi yéu cau veé viéc chua dugc
dang ky khai sinh;

Toan bd hd so, gidy td cua ngudi yéu cau hodc hd so, gidy
to, tai liéu khac trong d6 co6 thong tin lién quan dén noi
dung khai sinh, gdm: Thé cin cudc cong dan/Thé cin
cude/Can cude dién ti/Gidy chting nhan cin cudc/HoO
chiéu; gidy to chimg minh vé noi cu tra; Bang tt nghiép,
Gidy ching nhan, Chung chi, Hoc ba, H6 so hoc tap do co
quan co tham quyén cdp hodc xac nhan; gidy to khac co
thong tin vé ho, chit dém, tén, ngay, thang, nam sinh cua ca
nhan.

Nguoi yéu cau ding ky khai sinh c6 trach nhiém nop day
du ban sao cac gidy to néu trén (néu cd) va phai cam doan
da nop du cac giéy to minh co; chiu trach nhi¢m, h¢ qua
cua viéc cam doan khong ding su that.

Vin ban xac nhan ctia Thi trudng co quan, don vi vé viéc
nhirng ndi dung khai sinh g(‘A)m ho, chir dém, tén; gidi tinh;
ngay, thang, nim sinh; dan toc; qudc tich; qué quan; quan
hé cha, me, con phu hop véi hd so do co quan, don vi dang
quan 1y d6i voi trudng hop ngudi yéu cau dang ky khai sinh
la can bg, cong churc, vién chirc, nguoi dang cong tac trong
luc luong vii trang;

-Vin ban Uy quyén theo quy dinh cua phép luat trong
truong hop Uy quyén thuc hién viée ding ky khai sinh.
Truong hop nguoi dugc uy quyén 1a éng, ba, cha, me, con,
VO, chong, anh, chi, em rudt cia nguoi ty quyén thi vin
ban ty quyén khong phai ching thuc;

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

* Gidy to phai xuit trinh:

Ho6 chiéu/Thé cin cude cong dan/Thé cin cude/Can cude
dién t/Gidy ching nhan cin cudc hodc cac gidy to khac co
dan anh va thong tin ¢4 nhan do co quan c6 thAm quyén
cap, con gia tri sit dung dé chimg minh vé nhén thin cua
nguoi ¢6 yéu cau ding ky khai sinh.

Truong hop gidy to tiy than si dung la: Hé chiéu, Thé can




123

cuoe, Can cuoc cong dan, Giay ching nhdn can cudc thi
nguoi Co yéu cau dang ky hé tich chi can cung Cap thdng
tin sé dinh danh cd nhan hogc thdng tin vé gidy to (so,
ngay/thang/nim cdp), co quan dang ky hé tich cé trach
nhiém tra cvwu thong tin thong qua két néi véi Co sé dir liéu
ho tich dién tw, Co so dir lieu quéc gia vé déan cur hodc co
s& dir liéu khdc c6 lién quan dé doi chiéu, khai thdc dir liéu.
Truong hop khong khai thdac dwoc thong tin hodac thong tin
khai thac dwoc khong day dv, khéng chinh xdc thi co quan
dang ky hé tich yéu cau nguoi di dang ky hé tich xudt trinh
ban chinh gidy to dé chirng minh, dong thoi dé nghi nguwoi
di dang ky ho tich cdp nhat, diéu chinh théng tin trong cdc
co so dir liéu theo quy dinh cua phap ludt.

Truong hop cac thong tin ca nhan trong cac gidy to nay da
c6 trong CSDLQGVDC, CSDLHTDT, dugc hé thong dién
tu dong thi khong phai tai 1én (theo hinh thirc truc tuyén);

Gidy to c6 gia tri chimg minh thong tin vé cu tri trong
truong hop co quan diang ky ho tich khong thé khai thac
duoc thong tin vé noi cu tri cta cong dan theo cac phuong
thtc quy dinh tai khoan 2 Diéu 14 Nghi dinh sd
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong
hop cac thong tin vé gidy to ching minh noi cu tri da duoc
khai thac tr Co s& dit liéu quoc gia Ve dan cu bang cac X
phuong thirc nay thi nguoi co yéu cau khong phai xuit
trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thirc
truc tuyén).

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

*Luuy:

- Cé& nhan c6 quyén lwa chon thyuc hién thu tuc hanh chinh vé ho tich tai co
quan dang ky ho tich noi cu tri; noi cu tra cia ca nhan dugc xac dinh theo quy
dinh cua phap luat vé cu tri. Truong hop c& nhan lwa chon thyuc hién tha tuc
hanh chinh vé ho tich khdng phai tai Uy ban nhan dan cép xa noi thuong trd
hodc noi tam tri thi Uy ban nhan dan cdp xa noi tiép nhan yéu cau co trach
nhiém hd tro nguoi dan nop ho so dang ky ho tich tryc tuyén dén dung co
quan co tham quyén theo quy dinh.

- Péi véi gidy to nop, xuat trinh néu nguoi yéu cau nop hd so theo hinh thirc
truc tlep

+ Ngudi yéu cau dang ky ho tich c6 thé nop ban sao dugc chiing thuc tir ban
chinh hoic ban sao duoc cap tir s6 goc(sau day goi la ban sao) hoac ban chup
kém theo ban chinh, ban dién tir c4c gidy to ndy, bao gom ca gidy to dugc tich
hop, hién thi trén Ung dung dinh danh dién tir (VNelD).
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Truong hop ngudi yéu cau nop ban chup kém theo ban chinh gidy to thi ngudi
tiép nhan co trach nhiém kiém tra, d4i chiéu ban chup véi ban chinh va ky xéac
nhan, khong duoc yéu cau nop ban sao gidy to do.

Déi véi gidy to xuat trinh khi dang ky ho tich, nguoi tiép nhan c6 trach nhiém
Kiém tra, doi chiéu, ghi lai théng tin hoac chup lai, ky xac nhan dé luu trong
hO so va tra lai cho ngudi xuat trinh, khong duoc yéu cau nop ban sao hoac
ban chup glay to do.

+ Nguoi tiép nhan co trach nhiém tiép nhan dung, du ho so dang ky hd tich
theo quy dinh cua phap lut h¢ tich, khong dugc yéu cau nguoi dang ky ho
tich nop thém glay to ma phap luat ho tich khong quy dinh phai nop.

Nguoi tiép nhan hd so thuc hi¢n khai thac thdng tin trong CSDLQGVDC theo
quy dinh phép luat néu ngudi yéu cau dang ky ho tich da cung cap ho, chir
dém, tén; ngay, thang, nim sinh; s6 dinh danh c& nhan/thé cin cuéc cong
dan/thé can cude/can cude dién ta. Truong hop cac thong tin can khai thac
khong co trong CSDLQGVDC thi de nghi nguoi yeu cau ké khai day du.

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

+ Ban chup cac giay to giri kém theo hé so dang ky khai sinh truc tuyén phai
bao dam rd nét, day du, todn ven vé noi dung, 1a ban chup bang may anh, dién
thoai hoic duoc chup, dugc quét bang thiét bi dién tir, tir gidy to duoc cap hop
1€, con gia tri st dung.

+ Truong hop gidy to, tai liéu phai guri kém trong hé so ding ky khai sinh truc
tuyén da c6 ban sao dién tir hodc ban dién tir gidy to ho tich thi nguoi yéu cau
duoc str dung ban dién tur nay.

- Truong hop nguoi yéu cau dang ky ho tich lya chon nhan két qua tai Trung
tam Phuc vu HCC céap xa thi nguoi yéu cau dang ky ho tich phai xuét trinh
gidy to tuy than, nop cac gidy to la thanh phan ho so theo quy dinh; Trudng
hop nguoi yéu cau dang ky ho tich khéng lwa chon nhan két qua tai Trung tam
Phuc vu HCC cip x4 thi nguoi yéu cau dang ky ho tich nop cac giay to 1a
thanh phan hé so theo quy dinh truéc khi nhan két qua.

- Trudng hop ngudi yéu cau dang ky ho tich khong cung cap duoc gidy to theo
quy dinh hoac giéy to NOp, Xuat trinh bj tay x0a, stra chira, 1am gia thi co quan
dang ky ho tich co tham quyen huy bo két qua dang ky ho tich.

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

-Truong hop cho phép ngudi yéu cau dang ky ho tich 1ap van ban cam doan vé
noi dung yéu cau dang ky ho tich thi co quan dang ky ho tich phai giai thich r3
cho nguoi 1ap vin ban cam doan vé trach nhiém, hé qua phap ly caa viéc cam
doan khong dung su that.

Co quan dang ky ho tich tu chéi giai quyet hoiac dé& nghi co quan c6 tham
quyén hay bo két qua dang ky ho tich, néu c6 co so xac dinh ndi dung cam
doan khong dung su that.
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2.4 | S6 lwong hd so: 01 bd
Thoi han gidi quyét: 05 ngay 1am viéc, ké tir ngay nhan da ho so hop 18.
2.5 . g ‘o T YA , .
Trong truong hop phai xac minh thi thoi han gidi quyét khong qua 25 ngay.
Pia di¢m tiép nhan ho so va tra két qua giai quyét TTHC:
- Trung tdm Phyc vy HCC cip x4. 7
26 | 'I:rung tdm Phuc vu hanh chinh cbng tink dé thuc hién phi dia giéi hanh
= | chinh.
- Cong Dich vu cong Qudc gia https://dichvucong.gov.vn.
- Ung dung dinh danh quéc gia.
Co quan thure hién: UBND cap x3 noi ngudi yéu cau dang ky khai sinh cu tri.
Co quan cé thAm quyén quyét dinh: UBND cép xa.
Co quan dwore iy quyén: Khong.
2.7 | Co quan phoi hop:
- UBND cép xi noi ngudi yéu cau dang ky khai sinh cu tra trude day;
- Co quan cong an c¢6 tham quyén;
- Co quan quan 1y Co so di liu Qudc gia vé dan cu.
2.8 | Poi twong thue hién TTHC: Cé4 nhan
Két qua giai quyét TTHC:
- Ho so du diéu kién:
+ Gidy khai sinh (ban chinh), ban sao Gidy khai sinh (truong hop yéu cau cap
29 ban sao Giay khai sinh).
+ Ban dién tir Gidy khai sinh (Ban dién tir s& ty dong giri vé Kho quan Iy dir
liéu cua ca nhan/dia chi thu dién t/thiét bi s6/dién thoai ctua ngudi yéu cau
sau khi da hoan tat thi tuc ddng ky khai sinh tai co quan dang ky ho tich).
- Ho so khong du diéu kién: Vin ban thong bao khong du diéu kién.
2.10 | Quy trinh xir ly cong viéc
TT Trinh tu I;%CIE ”;Il;(: Bieu (I;:la;/Ket
1. Tiép nhan hd so truc tiép tir ca
nhan hodc tir Dich vu buu chinh cong
ich , hoac trén Cong Dich vu cong
Quoc gia
(https://dichvucong.gov.vn) Aodc Ung| Cong Gid | Mau 01, 02 (néu
B1 |dung dinh danh quoc gia. chirc hanh | c¢6), 06 va Hb
2. Kiém tra ho so: TN&TKQ | chinh | so theo muc 2.3

- Néu hd so chua day du hodc khong
hop 16: Hudng dan hoic thong bao
bang vin ban cho ca nhin bd sung,
hoan thién hd so. Truong hop khong



https://dichvucong.gov.vn/
https://dichvucong.gov.vn/
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bo sung, hoan thién dugc ho so thi
thong bao tir chdi giai quyét ho so.

- Néu ho so day di, hop 1¢: Lam thu
tuc tiép nhan ho so va thu phi, 1¢ phi
theo quy dinh. Néu tlep nhan hd so sau
15 gio thi g Phleu hen, tra két qua
cho nguoi co yéu cau trong ngay lam
viée tiép theo hodc guri tin nhan hen tra
két qua qua dién thoai di dong cho
ngudi co yéu cau (néu ngudi co yéu
cau lra chon hinh thirc ndp ho so truc
tuyén).

Sau khi tiép nhan ho so theo hinh thirc
nop truc tiép, Cong chuc tiép nhan
thuc hién sd hoéa (sao chup, chuyén
thanh tai liéu dién tir trén hé théng
thong tin, co s¢ dir liéu) va ky s6 vao
tai liéu, ho so giai quyét thu tuc hanh
chinh da dugc s6 hoa theo quy dinh.

Chuyén Izanh~ dao Van phong HDND- CO[lg | MBu 05 va b
B2 | UBND cap xa chuc 01 gio <o theo muc 2.3
TN&TKQ T
g | LA e i P D BN | L0 | | MRS v
sop p g & Y phong g so theo muc 2.3
Kiém tra, xem xét hd so:
- Truong hop khoéng can kiém tra,
)(;ac Hll(lrl;lh klim tra hodso I%hlk?lm Cong nog Mau 05:
ung khail sinh vao S6 dang ky khai chitc xit Iy gay Du thio gidy
sinh, cap nhap dit liéu vao phan mém hd so lam khai sinh:
hd tich, in du thao Glay khai sinh, viéc ’

Trinh Chéanh Van phong HDND-
UBND tai Budc 7.
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B4 |- Truong hop can kiém tra, xac minh thi
tham muu Van ban dé nghi UBND cap
xd noi nguoi yéu cau dang ky khai sinh
cu tra trude day tién hanh kiém tra, xac cong
minh va tra 101 bang van ban vé€ viéc | chic Tu
nguoi yéu cau da duoc dang ky khai | phap - Ho
sinh hay chua duogc déng ky khai sinh; | tich, Lanh < 5
viéc con luu gilt hodc khong huu gilt | dao Van 01 Mau 05; Van
duoc so ho tich. ph(‘)ng’ ngay ban dé ngl?l xac
- Truong hop gidy to cua ngudi yéu | Lanh dao min
cau dang ky khai sinh khong c6 thong | UBND
tin chimg minh quan hé chq, me, con | cap xa,
thi tham muu Van ban dé nghi co| Van thu
quan cong an cO6 thdm quyén xac
minh.
Thuc hién cac budce tiép theo
UBND cép x3 va Co quan cong an ¢ AUBN~D‘
A X . A AL A . cap xa va
tham quyén noi nhan dugc yéu cau xéac
TR AP X L. .| Co quan
minh tién hanh ki€ém tra, xac minh va N L en 1
S U Gl A cong an Van ban tra 101
tra 101 bang van ban vé viéc nguodi yéu L A 20 L .
B5 A ax < , — cO tham N ket qua xac
cau da duoc dang ky khai sinh hay \ . | ngay )
9 ; . ... 7| quyén noi minh
chua dugc dang ky khai sinh; viéc con x
NS . i n 2 . ~ | nhan duoc
luu gitr hodc khong luu gilr dugc s6 hd A A
) yéu cau
tich. ..
Xac minh
* Nhan két qua xac minh:
- Néu du diéu kién: Vao So6 dang ky
khai sinh, nhap dit liéu vao phan mém Mau 05;
ho tich, in du thao Glay khai sinh; Du thio Giéy
* Truong hop tiép nhan ho so dang ky khai sinh hodc
khai sinh theo hinh thtc tryc tuyén: A du thdo Van ban
be 1 e 1 s2 x 4 L .~ | Nguot yéu o , N
Gui lai biéu mau Gidy khai sinh dién cAu din thong bao khong
tur voi thong tin day du cho nguoi yéu o oang du diéu kién cap
B6 | cdu qua thu dién tir hoic thiét bi sd. Ky kha 02 i4y khai sinh:
uau sinh; Cong | ngay | &'y Xhal sSih,
Nguoi yéu cau co trach nhi¢m kiém chire xtr Iy Van ban cam
tra tinh chinh xé4c, day du cua cic| 13 oo doan vé¢ thong

thong tin trén biéu mau Gidy khai sinh
dién tir va xac nhan (t6i da mot ngay).
Néu ngudi c6 yéu ciu xac nhan thong
tin dd thong nhat, ddy du hodc khong
c6 phan hoi sau thoi han yéu cau thi
ghi ndi dung vao S6 ding ky khai

tin cua cha, me,
con cua nguoi
dang ky khai
sinh (néu cd).
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sinh, cap nhat thong tin dang ky khal
sinh va Iuu chinh thtc trén Phdn mém
dang ky, quan 1y ho tich dién tor dung
chung.

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

Trinh Chéanh Van phong HDND-
UBND/Lanh dao Van phong

* Truong hop co quan cong an tra 101
khong cé thong tin hoac hét thoi han
xac minh ma khong c6 van ban tra 1o1
thi cho nguoi yéu cau ding ky khai
sinh 14p van ban cam doan vé thong tin
cua cha, me¢ va xac dinh noi dung khai
sinh theo vin ban cam doan. Pong thoi
tién hanh cac budc giai quyét theo quy
dinh.

~Chanh | TR ,
, A s 9 . < quyén: | Mau 05; Giay
- TH uy quyén: Chanh Van phong Vian 12 Khai s I,1 hod
HDND-UBND ky dy thio két qua | phong | * Vﬁ“ SIP hgac
87 giai quyét thu tuc hanh chinh, chuyén | HDND- 810 b an k?l{l t Ogg
dén budc BI. UBND; |« rT“H P o
. u
- TH khoéng uy quyén: Lanh dao Van | - Lanh dao ﬁyong gidy Kkhai sinh dg
phong ky nhay, chuyén dén budc B8 V\an quyén: | duge ky/ky nhay
phong 06 oic
gio

Miu 05; Gidy
, | Lanh dao khai sinh hoac
B8 Ky duyét du thao két qua giai quyét UBND | 06 cio Van ban thong
TTHC. Y #9 bao khong du
p didu kién cdp

gidy khai sinh

Mau 05, 06;
, Gidy khai sinh
Phat hanh van ban va tra két qua cho 9 .« [hodc Van ban
B9 Trung tdm phuc vu HCC Van thu | 01 gio thdng bao khong
du diéu kién cap

giay khai sinh.

. 0 i Mau 01, 06;

Tra két qua, thu phi, 1€ phi theo quy CO[]g (jno’ .z au L
B10 | & (néu c0) churc hanh | Giay khai sinh
: ’ TN&TKQ | chinh hodc Van ban




129

thdng bao khong
du diéu kién cap
gidy khai sinh.

* Truong hop hd so qua han xtr 1y, trong thoi gian chdm nhat 01 ngay trudc
ngdy hét han xir ly, Cong chire xur ly ho so trinh Chanh Van phong HDND-
UBND (neu uy quyen)/Lanh dao UBND cép xa (néu khong uy quyén) Ky ban
hanh phiéu xin 131 va hen lai ngay tra két qua dé guri cho t6 chtrc, c4 nhan.

BIEU MAU

@B

Mau 01 M3u 01.docx

Gidy tiép nhan ho so va hen tra két qua
)

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

Phiéu tir chéi tiép nhan giai quyét ho so

Mau 03 'ij

M&u 03.docx

Phiéu xin 16i va hen lai ngay tra két qua

Miu 04 w5

M3u 04.docx

Phiéu kiém soat qua trinh giai quyét ho so

Mau 05 lij

Mau 05.docx

S6 theo ddi hd so

Mu 06 )
Mau 06.docx
T¢ khai dang ky khai sinh
BM.HT.09.01 D
BM.HT.9.01.doc

M?\u h¢ tich dién tir trong tac dang ky khai sinh (néu ndp
ho so theo hinh thirc truc tuyén).
BM.HT.09.02 D

BM.HT.9.03.doc
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HO SO LUU

Mau 01; 02, 03, Q4 (néu c0); 06 luu tai Trung tdm Phuc vu HCC cép xi. Mau
01, 05 Iuu theo ho so.

Ho6 so dau vao theo muc 2.3.

S6 dang ky khai sinh.

Vian ban d€ nghi xadc minh; Van ban tra 161 két qua xac minh (néu o).

Vian ban cam doan vé€ thong tin ctia cha, me, con cia ngudi dang ki khai sinh
(n€u co).

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

H6 so dugc Iuu tai UBND cap x4, thoi gian luu trir S6 dang ky khai sinh 13 vinh vién,
con cac giay to khac thyc hién luu theo quy dinh cua Luat HO tich va cac van ban
hudng dan thi hanh.

10. Thi tuc ding Ky khai sinh c6 yéu t6 nwéc ngoai cho nguoi di c6 ho so,
giay t0’ ca nhan

KY HIEU QUY TRINH QT.HT.10

NOI DUNG QUY TRINH

2.1

Piéu kién thue hién TTHC:

Nguot Viét Nam dinh cu ¢ nudc ngoai, chua duge dang ky khai sinh tai co
quan c6 tham quyén Viét Nam, c6 ho so, gidy to ca nhan (ban chinh hodc ban
sao dugc chung thyc hop 1¢) nhu: G1ay to tuy than; S6 ho khau; So tam tru;

gidy to khac do co quan nha nudc ¢6 tham quyén cta Viét Nam cép, trong do
c6 ghi noi sinh tai Viét Nam.

2.2

Cach thirc thuc hién TTHC:

- Thu tuc nay du diéu kién thyc hién dich vu cong tryc tuyén toan trinh.

- Ngudi yéu cau dang ky khai sinh true tiép thuc hién hodc uy quyen cho
ngudi khac thuc hién nop hod so truc tlep tai Trung tdm Phuc vu HCC cap xa,
gui qua hé théng buu chinh hodc ndp hé so truc tuyén tai Cong dich vu cong
quéc gia (https://dichvucong.gov.vn) hogc Ung dung dinh danh quéc gia.

- N@p tai Trung tdm Phyuc vy Hanh chinh céng tink Ha Tinh - Sé 024, dwong
Nguyén Chi Thanh, phwong Thanh Sen, tinh Ha Tinh dé thuc hién phi dia
gidi hanh chinh.

2.3

Ban Ban

Thanh phan ho so, bao gom: chinh | sao
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To khai dang ky khai sinh, theo mau BM.HT.10.01 (néu
nguoi ¢6 yéu cau lya chon nop hd so theo hinh thirc truc
tiép hodc giri hd so qua Dich vu buu chinh cong ich);

Mau ho tich dién tir twong tac dang ky khai sinh (do nguoi
yéu cau cung cap thong tin theo hudng dan trén Cong dich
vu cong néu nguoi cd yéu cau lra chon ndp ho so theo
hinh thtc truc tuyén);

Nguoi ¢6 yéu cau diang ky khai sinh thyc hién viéc
ndp/xuat trinh (theo hinh thure truc tiép) hodc tai 1én (theo
hinh thirc truc tuyén) cac gidy to sau:

* Gidy to phai nop:

Van ban cam doan vé viéc chua dugc dang ky khai sinh;

Toan bo hd so, gidy to ctia ngudi yéu cau hoic ho so, gidy
td, tai liu khac trong d6 c6 thong tin lién quan dén noi
dung khai sinh, gdm: Thé cin cudc cong dan, thé cin
cude, Can cudce dién tu, G1ay chimg nhan can cude, HO
chiéu; gidy to chimg minh vé noi cu tra; Bang tot nghiép,
Gidy ching nhan, Ching chi, Hoc ba, hé so hoc tap do co
quan co tham quyén cap hodc xac nhan; Gidy to khac co
thong tin vé ho, tén, ngay, thang, nim sinh ctia c4 nhan.

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

Vin ban y quyén (dugc ching thuc) theo quy dinh cua
phap luat trong truong hop uy quyén thuc hién viée ding
ky khai sinh. Trudong hop ngudi duoc ty quyén 13 6ng, ba,
cha, me, con, V0, chéng, anh, chi, em rudt ciia nguoi uy
quyén thi vin ban uy quyén khong phai chtng thuc.

Gidy to ching minh thudc gia dinh c6 cong véi cach
mang; nguoi thuoc hd ngheo; nguoi khuyét tat (néu co).

* Gidy to phai xuat trinh:

- HO chi€éu/Thé can cudc cong dan/Thé can cude/Can cude
dién tu/Gidy ching nhan can cudc hodc cac gidy to khac
cd dan anh va thong tin cd nhan do co quan c6 thim quyén
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cap, con gia tri str dung (sau day goi tat la gidy to tay than)
dé chimg minh vé nhan than khi lam tha tuc truc tiép tai
co quan dang ky ho tich.

Trirong hop gidy to tiy than si dung la: Hé chiéu, Thé
can cuéc, Cén cwdc cdng dan, Gidy ching nhdn cdan cudéc
thi nguoi c6 yéu cdu dang ky hg tich chi can cung cap
thong tin sé dinh danh cd nhan hogc théng tin vé gidy to
(s6, ngaylthang/nam cap), co quan ding ky hé tich c6
trach nhiém tra ciru thong tin thong qua két néi véi Co sé
dir lieu ho tich dién tu, Co so diwr lieu quéc gia vé déan cur
hodc co so dit lieu khdc co lién quan dé doi chiéu, khai
thac dir liéu.

Triong hop khong khai thac dwgc thong tin hodc thong tin
khai thac dwoc khong day du, khong chinh xac thi co quan
dang ky ho tich yeu cau nguoi di dang ky ho tich xuat
trinh ban chinh gidy to dé chirng minh, dong thoi dé nghi
nguoi di dang ky ho tich cdp nhat, diéu chinh thong tin
trong cac co so dit liéu theo quy dinh cua phdp luat.
Truong hop céc thong tin ca nhan trong cac gidy to nay da
c6 trong CSDLQGVDC, CSDLHTDT, dugc hé thong dién
tu dong thi khong phai tai 1€n (theo hinh thure truc tuyén);

Gidy to c6 gia tri ching minh thong tin vé cu tra trong
truong hop co quan ding ky ho tich khong thé khai thac
duogc thong tin vé noi cu tra ciia cong dan theo cac phuong
thirc quy dinh tai khoan 2 Diéu 14 Nghi dinh sb
104/2022/ND-CP ngay 21/12/2022 cta Chinh phu. Truong
hop céac thong tin vé gidy to chung minh noi cu tra dé dugce
khai thac tr Co s¢ dir liéu quoc gia vé dan cu bang cac | x
phuong thtrc nay thi nguoi c6 yéu cau khong phai xuét trinh
(theo hinh thirc tryc tiép) hodc tai 1én (theo hinh thuc truc
tuyén).

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

*Luuy:

- C4 nhén ¢6 quyén lya chon thuc hién thu tuc hanh chinh vé hé tich tai co
quan dang ky ho tich noi cu tri; noi cu tru ciia ca nhan dugc xac dinh theo
quy dinh cua phap luét vé cu tra. Truong hop ca nhan lya chon thyc hién thu
tuc hanh chinh v€ h¢ tich khong phai tai Uy ban nhan dan cap x3 noi thuong
tri hodc noi tam tra thi Uy ban nhan dan cip x3 noi tiép nhan yéu cau co
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trach nhiém ho trg nguoi déan nop hé so ding ky ho tich truc tuyén dén ding
co quan co tham quyén theo quy dinh.

- P6i v6i gidy to nop, xuat trinh néu ngudi yéu cau nop hd so theo hinh thuc
truc tiép:

+ Nguoi yéu cau ding ky h¢ tich c6 thé nop ban sao dugc chang thuc tir ban
chinh hoic ban sao dugc cap tir sé goc (sau day gol la ban sao) hoac ban
chup kém theo ban chinh, ban dién tur c4c gidy to ndy, bao gom ca gidy to
duoc tich hop, hién thi trén Ung dung dinh danh dién tir (VNelD).

Truong hop nguol y&u cau nop ban chup kem theo ban chinh gidy to thi
ngudi tiép nhan co trach nhiém kiém tra, ddi chleu ban chup véi ban chinh va
Ky xac nhan, khong duoc yéu cau nop ban sao gidy to do.

Péi voi gidy to xuat trinh khi dang ky ho tich, nguoi tiép nhan co trach
nhiém kiém tra, d6i chiéu, ghi lai théng tin hodc chup lai, ky x4c nhan dé luu
trong hd so va tra lai cho ngudi Xuat trinh, khong duoc yéu cau nop ban sao
hoic ban chup giy to do.

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

Nguoi tiép nhan ho so thuc hién khai thac théng tin trong CSDLQGVDC
theo quy dinh phéap luat néu nguoi yéu cau dang ky ho tich di cung cap ho,
chit dém, tén; ngdy, thang, nim sinh; s6 dinh danh ca nhan/thé can cudc cong
dan/the can cude/can cude dién ta. Truong hop cac thong tin can khai thac
khong c6 trong CSDLQGVDC thi dé nghi nguoi yeu cau ké khai day du.

- Pbi voi gidy to giri kém theo néu ngudi yéu cau nop hd so theo hinh thuc
truc tuyen

+ Ban chup cac glay to guri kem theo hd so dang ky khai sinh truc tuyén phai
bao dam rd nét, day du, toan ven vé noi dung, la ban chup bang may anh, dién
thoai hodc duoc chup, dugc quét bang thiét bi dién tu, tir gidy to dugc cap hop
I¢, con gia tri sur dung.

+ Trudng hop gidy to, tai liéu phai gui kém trong hd so dang ky khai sinh tryc
tuyén da c6 ban sao dién tir hoac ban dién tir gidy to ho tich thi nguoi yéu cau
dugc st dung ban dién tur nay

- Truong hop nguoi yéu cau dang ky ho tich lya chon nhén két qua tai Trung
tam Phyc vy HCC cap xa thi nguoi yéu cau dang ky ho tich phai xuét trinh gidy
to' tuy than, nop cac gidy to 13 thanh phan hd so theo quy dinh; Trudong hop
nguoi yéu ¢ cau dang ky ho tich khong Iya chon nhén két qua tai Trung tdm Phyc
vu HCC cép xa thi nguoi yéu cau dang ky ho tich ngp cac gidy to 14 thanh phan
hd so theo quy dinh trude khi nhén két qua.

- Truong hop nguoi yéu cau dang ky h¢ tich khdng cung cap duoc gidy to
theo quy dinh hoac giay to nop, Xua'[ trinh bi tay x0a, sua chira, lam gia thi co
quan déng ky ho tich c6 tham quyen hay bo két qua dang ky ho tich.

- Gidy to do co quan c6 thdm quyén cua nudc ngoai cap, céng chang hoic
xac nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai duoc hop
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phap hoa 1anh su theo quy dinh cua phap luat, trir trudng hop duoc mién theo
diéu wac qudc té ma Viét Nam 1a thanh vién.

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

Co quan dang ky ho tich tur chéi giai quyet hodc dé& nghi co quan c6 tham
quyén huy bo két qua ding ky ho tich, néu cé co sd xac dinh ndi dung cam
doan khong dung su that.

2.4

S6 lrgng ho so: 01 bo

2.5

Thoi han giai quyét: 05 ngay lam viéc ké tur ngay nhan du hd so hop 1¢;
truong hop phai xac minh thi thoi han giai quyét khong qua 25 ngay.

2.6

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

- Trung tAm Phuc vu HCC cap XA. 7

- Trung tam Phuc vu hanh chinh cong tinh dé thuc hién phi dia gioi hanh
chinh.

- Cong Dich vu cong Qudc gia https://dichvucong.gov.vn.

- Ung dung dinh danh qudc gia.

2.7

Co quan thue hién: UBND cip xa.

Co quan co thAm quyén quyét dinh: Uy ban nhan dan cip x3 noi cu tri
trude khi xuat canh cua nguoi Viét Nam dinh cu tai nude ngoai.

Co quan dwoe iy quyén: Khong.

Co quan phoi hop: Co quan quan ly Co s¢ dir liu Quéc gia vé dan cu, Uy
ban nhén dan cap xa noi nguoi yéu cau _dang ky khai sinh cu tr trude khi
xuat canh; Co quan cong an c6 thim quyén.

2.8

Poi twong thue hién TTHC: Cé nhan

2.9

Két qua giai quyét TTHC:

- Ho so du dicu kién:

+ Gidy khai sinh (ban chinh), ban sao Gidy khai sinh (trudng hop yéu cau cip
ban sao Gidy khai sinh).

+ Ban dién tir Gidy khai sinh (Béan dién tur s& tu dong guri vé Kho quan ly dir
liéu d‘ién tr cua ca nhén/@ia chi thu dién tu/thiét bi s6/dién thoai cia nguoi
yéu cau sau khi da hoan tat thu tuc dang ky khai sinh tai co quan dang ky ho
tich).

- Ho so khong du diéu kién: Vian ban thong bao khong du diéu kién cap gidy
khai sinh.
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2.10

Quy trinh xir ly cong viéc

TT

Trinh ty

Tréach
nhiém

Thoi
gian

Bic¢u mau/Ket
qua

Bl

1. Tiép nhan ho so tryc tiép tir ca
nhan hoac tir Dich vu buu chinh
cong ich hodc trén Céng Dich vu
cong Qudc gia
(https://dichvucong.gov.vn) hodc
Ung dung dinh danh quéc gia.

2. Kiém tra hd so:

- Néu ho so chua diy du hoic
khong hop 18: Huéng dan hoic
thong bao bang vian ban cho ca
nhan bd sung, hoan thién ho so.
Truong hop khong bo sung, hoan
thién duoc hd so thi thong bao tur
chéi giai quyét ho so.

- Néu ho so day du, hop 1&: Lam
thu tuc tiép nhan hé so va thu phi,
1¢ phi theo quy dinh. Néu tiép
nhan hd so sau 15 gio thi gui
Phiéu hen, tra két qua cho nguoi
c6 yéu cdu trong ngdy lam viéc
tiép theo hodc giri tin nhan hen tra
két qua qua dién thoai di dong
cho nguoi ¢6 yéu cau (néu ngudi
c6 yéu cau lya chon hinh thirc
nop ho so tryc tuyén).

Sau khi tiép nhan ho so theo hinh
thire ndp truc tiép, Cong chirc
tiép nhéan thyuc hién sb hoa (sao
chup, chuyén thanh tai liéu dién
tir trén hé théng thong tin, co s
dir liéu) va ky s6 vao tai liéu, hd
so giai quyét thi tuc hanh chinh
da duoc s6 héa theo quy dinh.

Cong chuc
TN&TKQ

Gio
hanh
chinh

Mau 01, 02 (néu
c6), 04 (néu cd),
06 va Ho so
theo muc 2.3

B2

Chuyén Lanh dao Van phong

Cong chuc
TN&TKQ

01 gio

Mau 05 va Ho
so theo muc 2.3

B3

Lanh dao Van phong phén cong
cong chirc xr 1y ho so

Lanh dao
Vian phong

02 gid

Mau 05 va Ho
so theo muc 2.3
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Kiém tra, xem xét hd so:
- Truong hop khong phurc tap:

kiém tra hd so; ghi ndi dung khai Cong chic 03 pgéy Mau 05;,

sinh vao S6 ding ky khai sinh, xir 1§ hd so |§m Du thao giay

cap nhap dir li€u vao phan mém viée khai sinh;

ho tich, in du thao G1ay khai

sinh, Trinh Lanh dao tai Budc 7.

- Truong hop phtc tap thi tham

muu Vin ban dé nghi UBND cép

X3 noi nguoi yéu cau ding ky khai

sinh cu tra trudc day tién hanh
B4 |kiém tra, xac minh va tra 101 bang

vin ban vé viéc ngudi yéu cau da Cong chirc

dugc dang ky khai sinh hay chua | xyr Iy hd so,

duoc dang ky khai sinh; viéc con | [ 3nh dao Mau 05; vin

luu gitr hoac khong luu gitr duoc | vin phong, | 01 ngdy | ban dé nghi xac

s0 ho tich. Lanh dao minh

- Truong hop gidy to cua ngudi | UBND cip

yéu cau ding ky khai sinh khong | x3, Vin thu

c6 thong tin chirng minh quan hé

cha, me, con thi tham muu Van

ban dé nghi co quan céng an c6

tham quyén xac minh.

Thuc hién cac budc tiép theo

UBND cép xd va Co quan cong UBND cép

an co_ tham quyén noi nhan dugce ~ s

yéu cau xac minh tién hanh kiém xava 90

tra, x4c minh va tra 16i bang vin quar? C}?P J Van ban tra 101
B5 |ban vé viéc nguoi yéu cau da an C(;)t am - o0 ngay két qua xac

duogc dang ky khai sinh hay chua qllll}] er(lincn minh

duoc dang ky khai sinh; viéc con nA E‘mk UQ,C

luu gitt hoac khong luu gitr duoc yeu c_auhxac

s6 ho tich. min

* Nhan két qua xac minh: Mafl 05; .

- Néu di didu kign: Vao 6 dang | D th?“; fli‘y

ky khai sinh, nhap dir lidu vao| > g‘g, Y ky alh sinh - hoac

phan mém ho tich, in du thao Giay cau cang _ . dl{t 40 van ba,m
B6 Khai sinh: khai sinh; | 02 ngay | théng béo

. X A 1A Cong chirc khong du diéu
* Truong hop ti€p nhidn ho so | Iy hd so kien clp gidy

dang ky khai sinh theo hinh thirc
truc tuyén: Gui lai biéu mau

khai sinh; Van
ban cam doan
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G1ay khai sinh dién tur v6i thong
tin day du cho nguoi yéu cau qua
thu dién tir hodc thiét bi sd.

Nguoi yéu cau co trach nhiém
kiém tra tinh chinh xé4c, day du
clia cac thong tin trén biéu mau
Gidy khai sinh dién tor va xéc
nhan (t6i da mot ngay).

Néu ngudi co yéu ciu xac nhan
thong tin di théng nhat, day du
hoic khong c6 phan hoi sau thoi
han yéu cau thi ghi ndi dung vao
S6 dang ky khai sinh, cp nhat
thong tin dang ky khai sinh va
lwu chinh thirc trén Phan mém
dang ky, quan ly hd tich dién tu
dung chung.

- Néu khéng du diéu kién: Du
thao van ban thong bao khong du
diéu kién cap giay khai sinh;
Trinh Chanh Van phong HDND-
UBND/Léanh dao Van phong

* Truong hop co quan cong an tra
10i khong co thong tin hodc hét
thoi han xac minh ma khong co
van ban tra 101 thi cho nguoi yéu
cau dang ky khai sinh l4p van ban
cam doan vé thong tin cua cha, me
va xac dinh ndi dung khai sinh
theo vin ban cam doan. Pong thoi
tién hanh cac budc giai quyét theo
quy dinh.

vé thong tin cua
cha, me, con cua
ngudi dang ky
khai sinh (néu
co).

B7

- TH Uy quyén: Chanh Vin
phong HDND-UBND ky du thao
két qua giai quyét thu tuc hanh
chinh, chuyén dén buéc B7.

- TH khong uy quyén: Lanh dao
Vin phong ky nhay, chuyén dén
budc B6

- Chanh Van
phong
HDND-
UBND -
Lanh dao
Van phong

-TH ¢o
uy
quyén:
12 gio
lam
Viéc;
-TH
khong
uy
quyén:
06 gio

Mau 05; Giay
khai sinh hoac
Van ban thong
bao khong du
diéu kién cap

gidy khai sinh
da ky/ky nhay
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lam
viéc
Mau 05; Gidy
, Lanh dao khai sinh hoac
Ky duyét du thao két qua giai i .. | Van ban thong
B8 quyet TTHC. UBNI} cap | 06 gio bédo khong du
Xa Y cn K
diéu kién cap
gidy khai sinh
Mau 05, 06;
Gidy khai sinh
1 TP S hodc Van ban
Phat hanh van ban va tra két qua 9 . '

B9 cho Trung tam phuc vu HCC Van thu 01 gi6 | thong bao
khong du dleu
kién cdp gidy
khai sinh.

Mau 01, 06;
Gidy khai sinh
Tra két qua, thu phi, 1¢ phi theo | Coéng chirc Q10 hoAac Van ba}n
B10 | quy dinh (néu co). TN&TKQ | fanh | thong bao
- chinh | khong du dleu
kién cdp gidy
khai sinh.
* Truong hop h6 so qua han xir 1y, trong thoi gian cham nhat 01 ngay trudc
ngay hét han xtr ly, Cong chue xtr ly ho so trinh Chanh Van phong HDND-
UBND (neu uy quyen)/Lanh dao UBND cép xi (néu khong uy quyén) ky ban
hanh phiéu xin 16i va hen lai ngay tra két qua dé gui cho t6 chtrc, ca nhan.
3 BIEU MAU
Gidy tiép nhan ho so va hen tra két qua
Mu 01 :
M3&u 01.doc
Phiéu yéu cdu bd sung hoan thién hd so
Méu 02 :
Mau s6 02.doc
Mau 03 Phiéu tir chéi tiép nhan giai quyét ho so
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Mau 03.doc

Phiéu xin 16i va hen lai ngay tra két qua

Mau 04

Mau 04.doc

Phiéu kiém soat qua trinh giai quyét ho so

Mau 05

Mau s6 05.doc

S theo ddi hd so

Mau 06

Mau s6 06.doc

To khai dang ky khai sinh
BM.HT.10.01 D

BM.HT.10.01.doc

Mau h9 tich dién tir twong tic dang ky khai sinh (néu ndp
ho so theo hinh thure truc tuyén)
BM.HT.10.02 D

BM.HT.X.13.03.doc

HO SO LUU

Mau 01; 02, 03, 04 (néu c6) va 06 luu tai Trung tam Phuc vu HCC cép xa.
Mau 01, 05 luu theo hd so;

Ho6 so dau vao theo muc 2.3;

S6 ding ky khai sinh;

Van ban de€ nghi xadc minh; Van ban tra 161 két qua xac minh (néu co);

Vian ban cam doan vé thong tin cua cha me (néu co);
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Vin ban thong bao khong du diéu kién cép gidy khai sinh (néu co);

H6 so dugc luu tai Van phong HDND-UBND, thoi gian luu trir S6 dang ky khai sinh
1a vinh vién, con cac giéy to khac thuc hién luu theo quy dinh ctia Luat H9 tich va
c4c vin ban hudng dan thi hanh. Sau khi hét han, chuyén ho so xudng don vi luu trix
ciia UBND cap x3 va luu trit theo quy dinh hién hanh.

11. Thi tuc ding ky két hon

1 |KY HIEU QUY TRINH QT.HT.11
2 | NOI DUNG QUY TRINH

2.1 | Picu kién thwe hién TTHC:
* Nam nit két hon v6i nhau phai tuan theo céc diéu kién sau:
- Nam tir du 20 tudi tr 1én, nit tir dt 18 tudi trd 1én;
- Viéc két hon do nam va nit tu nguyén quyét dinh;
- Khong bi mét nang lyc hanh vi dan su;
- Viéc két hon khong thudc mot trong cac trudng hop cdm két hon, gom:
+ Két hon gia tao;
+ Tao hon, cudng ép két hon, lira dbi két hon;
+ Nguoi dang c¢6 vo, co chong ma két hon hodc chung song nhu vo ch’(‘Sng vOi
nguoi khac hodc chua c6 vo, chua c6 chong ma két hon hodc chung song nhu
vo chong véi nguoi dang ¢6 chong, co vo;
+‘Két hén hoic chung sdng nhu vo chong gitta nhitng ngudi cing dong mau
vé tryc h¢; gitta nhimg nguoi c¢o ho trong pham vi ba doi; gitra cha, me nubi
vOi con nubi; gitta nguoi da tung la cha, me nudi voi con nudi, cha chong voi
con dau, me vo vai con 1€, cha dugng véi con riéng cua vg, me ké voi con
riéng cua chong.
* Nha nudc khong thira nhan hon nhan gitta nhiing ngudi cung gioi tinh.

2.2 | Cach thirc thuce hién TTHC:
Nguoi yéu cau dang ky két hon thuc hién nop ho so truc tiép tai Trung tam
Phuc vy HCC cép xa, gui qua h¢ thong buu chinh hodc nop ho so truc tuyen
tai Cong Dich vu cong Qudc gia (https: //dlchvucong gov.vn) hogc Ung dung
dinh danh quOc gia (bén nam hoic bén nir c6 thé nop hd so ma khong can co
van ban ay quyén cua bén con lai). ,
- Nép~tai Trung tdm Phuc vy hanh chinh cong tink HdOTfnh - S0 024, duwong
Nguyén Chi Thanh, phwong Thanh Sen, tinh Ha Tinh dé thuc hién phi dia gioi
hanh chinh.

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

Sao

T khai dang ky két hon theo mau BMLHT.11.01, c6 du thong
tin caa hai bén nam, nit. Hai bén nam, nit c¢é thé khai chung
vao mot To khai dang ky két hon hon (néu ngudi yéu cau lya
chon ndp hé so theo hinh thic tryc tiép hoic giri ho so qua hé
thdng buu chinh);

Mau ho tich dién tir twong tac dang ky ket hdn (do nguoi yéu
cau cung cap thong tin theo hudng dan trén Céng dich vu céng,
néu ngudi c6 yéu cau lya chon nop hod so theo hinh thic truc
tuyén);

Nguoi c6 yéu cau dang ky két hdn thuc hién viéc nop/xuat
trinh (theo hinh thuc truc tiép) hoac tai 1én (theo hinh thuc
truc tuyen) cac giay to sau:

* Gidy to' phai xuét trinh:

- Ho chiéu/Thé cin cudc cong dan/Thé cin cudc/Can cudce
dién t/Gidy chimg nhan cin cudc hodc cac glay to khac co
dan anh va thong tin ca nhan do co quan co6 thAm quyén cap,
con gia tri s dung (sau day goi tat la gidy to tuy than) dé
chting minh vé nhan than khi 1am thi tuc tryc tiép tai co quan
dang ky ho tich

Trieong hop gidy to tiy than siz dung la: Hé chiéu, Thé can
cuoc, Can cuoC cong dan, Gidy ching nhdn can cucc thi
nguoi co yeu cau déang ky hé tich chi can cung Cap thong tin
s6 dinh danh cd nhan hogc théng tin vé gidy to (so,
ngay/thang/ndm cap), co quan dang ky hé tich cé trach nhiém
tra civu théng tin théng qua két néi véi Co sé dir lidu hé tich
dien twr, Co so dir liéu qu(fc gia vé déan cuw hodc co sé dir liéu
khdc cé lién quan d@é doi chiéu, khai thac dir liéu.

Truong hop khong khai thac dwoc thong tin hodc thong tin
khai thac dwoc khéng ddy di, khéng chinh xdc thi co quan
dang ky ho tich yéu cau nguoi di dang ky ho tich xudt trinh
ban chinh gidy to dé chitng minh, dong thoi dé nghi nguwoi di
dang ky ho tich cdp nhdt, diéu chinh théng tin trong cdc co so
dir lieu theo quy dinh cua phdp ludt.

Truong hop cac thong tin c4 nhan trong cc gidy td nay da cé
trong CSDLQGVDC, CSDLHTDT, dugc h¢ thong dién tu
dong thi khong phai tai 1én (theo hinh thire truc tuyén);

Gidy to c6 gia tri ching minh thong tin vé cu tra trong truong
hop co quan ding ky ho tich khong thé khai thac duoc thong
tin vé noi cu tri clia cong dan theo cac phuong thic quy dinh
tai khoan 2 DPiéu 14 Nghi dinh sb 104/2022/ND-CP ngay
21/12/2022 ctia Chinh phil. Trudng hop cac thong tin vé gidy
to chiing minh noi cu tri da duoc khai thac to Co s¢ dir li€u




142

quoc gia vé dan cu bang cac phuong thire nay thi ngudi cd yéu
cau khong phai xuat trinh (theo hinh thirc truc ti€p) hodc tai 1én
(theo hinh thurc tryc tuyén).

* Luuy

- Ca nhan co quyén lua chon thuc hién tha tuc hanh chinh vé ho tich tai co
quan dang ky hd tich noi cu tra; noi cu tra cua cd nhan dugc xac dinh theo quy
dinh cua phap luat vé cu tra. Truong hop ca nhén lya chon thuc hién thu tuc
hanh chinh vé hg tich khong phai tai Uy ban nhan dan cap xa noi thuong tra
hodc noi tam tra thi Uy ban nhan dan cdp xa noi tiép nhan yéu cau c6 trach
nhiém hd trg ngudi dan ndp hd so ding ky ho tich truc tuyén dén dung co
quan c6 thim quyén theo quy dinh.

- D01 v6i yéu cau dang ky két hon, co quan dang ky ho tich tra ctru thong tin
vé tinh trang hon nhan cua nguoi yéu cau dang ky két hon trén He théng
thong tin giai quyét thi tuc hanh chinh cap tinh thong qua két ndi vdi Co so
dir lidu ho tich dién tir, CSDLQGVDC. Két qua tra ctiru duoc luu trir dudi
dang dién tir hodc ban gidy, phan 4nh day du, chinh xac thong tin tai thoi diém
tra ciru va dinh kém ho so cua ngudi ding ky. Trudng hop khong tra ciru dugce
tinh trang hon nhan do chua ¢6 thong tin trong Co s& dit liéu ho tich dién tir,
CSDLQGVDC, thi co quan dang ky ho tich dé nghi Uy ban nhan dan cip X4
noi ngudi yéu cau thuong tra/noi da ding ky két hon xac minh, cung cap
thong tin. Trong thoi han 03 ngay lam viéc ké tir ngay nhan duoc yéu cau xac
minh, Uy ban nhan dan cip xa noi nhan duoc dé nghi xac minh c6 trach nhiém
kiém tra, xac minh va giri két qua vé tinh trang hon nhan cta nguoi do.

- Néu bén két hon 1a cong dan Viét Nam da ly hon hoac huy viée két hon tai
co quan c6 thim quyén nudc ngoai nhung qua tra ctru thong tin trong Co' s¢
dir liéu ho tich dién tu; thong qua két ndi gitta Hé thong thong tin giai quyét
thu tuc hanh chinh cap tinh v&1 Co s¢ dir 1iéu hd tich dién tir, CSDLQGVDC
khong thé hién thong tin vé viéc di ghi cha ly hon, hay viéc két hon thi co
quan ding ky ho tich huéng din cong dan thyuc hién tha tuc ghi vao sb ho tich
viée ly hon/huy viée két hon tai co quan nha nuéc c6 tham quyén trude khi
giai quyet vige dang ky két hon.

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

+ Nguoi yéu cau ding ky ho tich co the nop ban sao dugc chung thyc tir ban
chinh hoic ban sao dugc cap tir s6 gbe (sau day goi la ban sao) hodc ban chup
kém theo ban chinh, ban dién tir cac gidy to ndy, bao gom ca gidy to dugc tich
hop, hién thi trén Ung dung dinh danh di¢n tir (VNelD).

Truong hUp ngudi yéu cau nop ban chup kém theo ban chinh gidy to thi ngU.’OrI
tiép nhan c6 trach nhi¢m Kiém tra, d6i Chleu ban chup vai ban chinh va ky xac
nhan, khong duoc yéu cau nop ban sao gidy to do.

Déi véi gidy to xuat trinh khi dang ky ho tich, nguoi tiép nhan c6 trach nhiém
kiém tra, dbi chiéu, ghi lai thong tin hoac chup lai, ky xac nhan dé luu trong hd
so va tra lai cho nguoi xuat trinh, khong duoc yéu cau nop ban sao hoac ban
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chup gidy to do.

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

Nguoi tiép nhan hd so thuc hién khai thac thong tin trong CSDLQGVDC theo
quy dinh phép luat néu ngudi yéu cau dang ky ho tich da cung cap ho, chit
dém, tén; ngdy, thang, nam sinh; sé dinh danh ca nhan/thé can cudc cong
dan/thé can cude/can cude dign ta. Truong hop cac thong tin can khai thac
khong co trong CSDLQGVDC thi de nghi ngu’OI yéu cau ke khai day du.

- Pdi vai gidy to giri kém theo néu nguoi yéu cau nop hod so theo hinh thirc
truc tuyén:

+ Ban chup céc giay to giri kém theo hd so dang ky két hdn truc tuyén phai bao
dam 16 nét, day du, toan ven vé noi dung, 1a ban chup bang may anh, dién thoai
hodc duoc chup, dugc quét bang thiét bi dién tur, tir gidy to dugc cap hop I¢, con
gia tri st dung.

+ Truong hop gidy to, tai liéu phai gui kém trong ho so dang ky két hén truc
tuyén di co ban sao dién tir hodc ban dién tir gidy to ho tich thi ngudi yéu cau
duoc st dung ban di¢n tu nay.

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

- Truong hop nguoi yéu cau dang ky ket hon khong cung cap duoc gidy to néu
trén theo quy dinh hodc gidy to nop, xuat trinh bi tay x0a, stra chira, 1am gia thi
co quan dang ky ho tich co thim quyén huy bo két qua ding ky két hon.

2.4

S6 lwgng ho so: 01 bd.

2.5

Thoi han giai quyét: Ngay trong ngay tiép nhan du ho so hop 18 (nhan ho so
sau 15 gio ma khong giai quyét dugc ngay thi tra két qua trong ngay lam viéc
tiép theo). Trudng hop can phai xac minh diéu kién két hon cua hai bén nam,
nit thi thoi han giai quyét khong qué 05 ngay lam viéc.

2.6

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

- Trung tdm Phyc vu HCC cép xa.

- Trung tam Phuc vu hanh chinh cong tinh dé thuc hién phi dia gioi hanh
chinh.

- Cong Dich vu cong Qudc gia: https://dichvucong.gov.vn.

- Ung dung dinh danh quoc gia.

2.7

Co quan thwe hién: UBND cép x4 noi cu tri ctia bén nam hoic bén nir.
Co quan c6 tham quyén quyét dinh: UBND cap xa.

Co quan dwge iy quyén: Khong.

Co quan phéi hop: Co quan quan Iy Co sé dit liéu Qudc gia vé dan cu.

2.8

Poi twong thue hién TTHC: Cé nhan.
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2.9

Két qua giai quyét TTHC:

- Ho so du diéu kién:

+ Gidy ching nhan két hon (ban chinh), mdi bén vo, chong 01 ban; ban sao
Trich luc két hon (truong hop yéu cau cap ban sao Trich luc két hon).

+ Ban dién tir Trich luc két hon (Ban dién tir s& ty dong giri vé Kho quan ly di
liéu dién tir ctia c4 nhan/dja chi thu dién tir/thiét bi sd/dién thoai ctia nguoi yéu
cau sau khi d4 hoan tat thu tuc dang ky két hon tai co quan dang ky ho tich).

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

2.10

Quy trinh xir ly cong viéc

TT

Trach Thoi Biéu

Trinh ty nhiém gian miu/Két qua

Bl

1. Tiép nhén hd so truc tiép tir ca nhan,
qua dich vu Buu chinh cong ich hoéc trén
Cong Dich vy cong Quéc gia
(https://dichvucong.gov.vn)  hode  Ung
dung dinh danh quéc gia.

2. Cong chuc tiép nhan kiém tra ho so:
- Néu hd so chua day du hodc khéng
hop 1& Hudng dan hoic thong bao
bang van ban cho ci nhin bd sung,
hoan thién ho so. Trudng hop khong bd
sung, hoan thién dugc ho so thi thong
béo tir chéi giai quyét ho so. N
- Néu hd so day du, hop 1&: Lam tha Mau 01, 02
tuc tiép nhan hd so va thu phi, 1& phi Cong Gio | (n€u c6), 04
theo quy dinh. Néu tiép nhan ho so sau chac hanh | (n€u co) 06 va
15 gio thi gii Phiéu hen, tra két qua | TN&TKQ | chinh | HO so  theo
cho ngudi co yéu cau trong ngay lam muyc 2.3

viéc tiép theo hodc gui tin nhan hen tra
két qua qua di¢n thoai di dong cho
nguoi ¢ yéu cau (néu ngudi €O yéu
cau lya chon hinh thirc ndp hd so truc
tuyén).

Sau khi tiép nhan hd so theo hinh thuc
nop truc tiép, Cong chuc tiép nhan thuc
hién sb héa (sao chup, chuyén thanh tai
liéu dién tir trén hé théng thong tin, co
so dir lidu) va ky sb vao tai liéu, hd so
giai quyét thii tuc hanh chinh di duoc
s6 héa theo quy dinh.

B3

cong .. | MAu 01,05 va

Chuyén Lanh dao Vin phong chite 01 gio HO so theo
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TN&TKQ

muc 2.3

B3

Lanh dao Van phong HDND-UBND cép
xa phan cong cong chure xur Iy ho so

Lanh dao
Van
phong

01 gid

Mau 05 va Ho
so theo muc
2.3

B4

Cong chirc xtr 1y hd so

B4.1: Kiém tra, xem xét ho so:

- Trudng hop du diéu kién va khong
phai xac minh: thyc hién viéc ghi vao
S6 dang ky két hon, cap nhat thong tin
dang ky két hon va luu chinh thirc trén
Phan mém ding ky, quan 1y ho tich
dién tir dung chung.

Truong hop tiép nhan hd so ding ky
két hon theo hinh thire tryc tuyén: Gui
lai biéu mAu Gidy chting nhan két hon
dién tir voi thong tin day di cho nguoi
yéu cdu qua thu dién tir hodc thiét bi
s0.

Nguoi yéu cau o trach nhiém kiém tra
tinh chinh xac, ddy du ciia cac thong tin
trén biéu mau Gidy chimg nhan két hon
dién tir va xac nhan (61 da mot ngay).
Néu ngudi c6 yéu cau xac nhan thong
tin da thong nhat, diy du hodc khong
c6 phan hoi sau thoi han yéu cau thi
ghi ndi dung vao S6 ding ky két hon,
cap nhat thong tin dang ky két hon va
lwu chinh thac trén Phan mém dang ky,
quan ly ho tich dién tr dung chung, in
du thao Gidy chimg nhan két hon,
chuyén ngudi dan ky S6 va ky gidy
chtng nhan két hon;

- Trudng hop khéng du diéu kién: Dy
thao vin ban thong bao khong du diéu
kién dang ky két hon.

Trinh Chanh Van phong HDND-
UBND/Lanh dao Van phong.

B4.2: Néu thudc truong hop phai xac
minh diéu kién két hon cua hai bén
nam, nit thi tién hanh xac minh bang
van ban hoac truc tiép, sau khi c6 két
qua, thyc hién nhu B4.1.

Cong
chure xur ly
ho so

02 gid

04 ngay
lam
viéc

Mau 05;
Du thao Gidy
ching nhan
két hon hodc
du thao Van
ban thong bdo
khong du diéu
kién dang ky
két hon; Vin
ban Xac
minh/bién ban
xac minh.
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-Chanh | Thay | o4O
- TH 1ty quyén: Chanh Vin phong Vin quyén: Glf‘y Achu’rAlg
HDND-UBND ky du thao két qua giai | phong | 03 gio; | 2han ket hon
quyét thi tuc hanh chinh, chuyén dén | HDPND- -TH hoAac Van be}n
BS |buse B7. UBND- | khong |tond — bao
- TH khong uy quyén: Lanh dao Van | Lanh dao uy EhAo ne (;iu dlel,l
. oTa LY . < » | kién dang ky
phong ky nhay, chuyén dén budc B6 me quyen: |, < Lo da
phong | 01.gio | o v nhay
Mau 05;
Gidy chung
, , Léanh dao nh4n két hon
gg | K du thio ket qua giai quyét thi tuc UBND 02 oig | Dodc Van ban
hanh chinh cap xa g thong bao
cap x3 khéng du diéu
kién dang ky
két hon
Mau 05, 06;
Gidy  chung
nhan két hon
B7 Pong diu vin ban va tra két qua cho | Vin thu 01 giv hodc van ban
cbng chire xir 1y UBND thong bao
khong du diéu
kién dang ky
két hon
Mau 01,06;
cong Gidy  chimg
bPé nghi cong dan ky vao s6 dang ky két lc ,hg N Xui Gio nhr;;m k?t hc3n
B8 | hon, gidy chimg nhan két hon va tra két Y 20 50, hanh hoAac van bz,m
qua cho cong dan Cong chinh | thong bao
churc khong du diéu
TN&TKQ kién dang ky
két hon

* Nguoi yéu cau dang ky két hon (hai bén nam, nit phai c6 mit, xuét trinh gidy
td tuy than dé ddi chiéu) kiém tra thong tin trén Gidy ching nhan két hon,
trong S6 ding ky két hon, khang dinh sy tu nguyén két hon va ky tén vao SO
dang ky két hon, ky tén vao Gidy chimg nhan két hon, mdi bén nam, nit nhan

01 ban chinh Gidy ching nhan két hon.

* Truong hop hd so khong xtr ly dugc trong ngay lam viée hodc trong ngay
lam viéc tiép theo (d01 v6i hd so nhan sau 15 gid), trong ngay hen tra két qua,

Cong chue xu ly hd so trinh Chanh Van phong HDND-UBND (nf;u uy
quyén)/Lanh dao UBND cap xa (néu khong uy quyén) ky ban hanh phiéu xin
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16i va hen lai ngay tra két qua dé guri cho ca nhan.

* Truong hop hd so can xac minh néu qua han xt 1y, trong thoi gian cham
nhat 01 ngay trudc ngay hét han xur 1y, Cong chirc xur ly ho so trinh Chanh
Vian phong HDND-UBND (néu uy quyen)/Lanh dao UBND cap xa (neu
khong iy quyén) ky ban hanh phiéu xin 16i va hen lai ngay tra két qua dé gui
cho cé nhan.

BIEU MAU

@j

Mau 01 M3u 01.docx

Gidy tiép nhan ho so va hen tra két qua
el

Mau 02 Mau 02.docx

Phiéu yéu cau bo sung hoan thién ho so
]

Mau 03 M3u 03.docx

Phiéu tir chdi tiép nhén giai quyét ho so
]

Mau 04 M3u 04.docx

Phiéu xin 16i va hen lai ngay tra két qua
)

Mau 05 M&u 05.docx

Phiéu kiém soat qua trinh giai quyét hd so
)

Mau 06 M3u 06.docx

S6 theo dbi ho so

BM.HT.11.01 BMLHT 110 doc
T khai dang ky két hon

Mau ho tich dién tir twong tac ding ky két hon (néu nop hd
so theo hinh thtrc truc tuyén).

BM.HT.11.02
]

BMLHT.11.02 doc

HO SO LUU:

Mau 01; 02, 03, 04 (néu ¢6); 06 luu tai Trung tim Phuc vu HCC cap xa. Méu
01, 05 luu theo ho so;

Ho6 so dau vao theo muc 2.3;

S6 dang ky két hon;
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- | Van ban xac minh/bién ban xac minh (néu co);

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

H6 so duge luu tai UBND cép x4, thoi gian luu trit SO dang ky két hon 13 vinh vién,
con cac gidy to khac thuc hién luu theo quy dinh cua Luat HO tich va cac van ban
hudng dan thi hanh.

12. Thi tuc ding ky két hon c6 yéu té nwéc ngoai

1 KY HIEU QUY TRINH QT.HT.12

2 NOI DUNG QUY TRINH

2.1 | Piéu kién thyc hién TTHC:

- Nam tir di 20 tudi tré 1én, nir tr du 18 tudi trd 1én;

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

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

- Cong dan Viét Nam dinh cu ¢ nudc ngoai phai o gidy t& cho phép cu tra do
co quan c6 thAm quyén nudc ngodi cip;

- Viéc két hon khong thudec mét trong cac truong hop cam két hon theo quy
di‘nh tai cac diém a, b, ¢ va d khoan 2 Piéu 5 cua Luat Hon nhan va gia dinh,
gom:

+ Két hon gia tao;

+ Téao hon, cudng €p két hon, lira ddi két hon, can trg két hon;

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

+ Két hon gitta nhimg ngudi cing dong mau vé truc hé; gitta nhitg ngudi cd
ho trong pham vi ba doi; glu:a cha, me nudi voi con nudi; gitra nguoi da tung

1a cha, me nudi voi con nudi, cha chong voi con dau, me vo véi con ré, cha
duong véi con riéng cua vg, me ké vdi con riéng cua chong.

* Nha nudc khong thira nhan hon nhan gifta nhitng ngudi cung gisi tinh.

2.2 | Cach thirc thwe hién TTHC:

- Ngudi yéu cau dang ky két hon thuc hién ndp hd so truc tiép tai Trung tam
Phuc vu HCC cép x4, gui qua h¢ théng buu chinh hodc ndp hd so truc tuyén
tai Cong dich ‘vu cong quoc gia (https://dichvucong.gov.vn) hogc Ung dung
dinh danh qUOC gia. (b&n nam hodc bén nir c6 thé ndp hd so ma khong can co
van ban uy quyén cua bén con lai).
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- Ngp tgi Trung tdm Phyc vy Hanh chinh ¢ang tinh Ha Tinh - S6 024, dwong
Nguyén Chi Thanh, phuwong Thanh Sen, tinh Ha Tinh dé thuc hién phi dia gioi

hanh chinh.

2.3

Thanh phin hé so, bao gom:

Ban
Sao

T& khai ding ky két hon theo miu BM.HT.12.01, c6 du
thong tin ciia hai bén nam, nit. Hai bén nam, nit c6 thé khai
chung vao mot T khai dang ky két hon (neu nguol yéu cau
lya chon ndp hd so theo hinh thirc truc tiép hodc gui hd so
qua hé théng buu chinh);

Mau ho tich dién tur tuong tac dang ky két hon (do nguoi
yéu cau cung cap thong tin theo huong dan trén Cong dich
vu cong, néu nguoi co yéu cau lya chon ndp hd so theo hinh
thire truc tuyen),

Ngudi c6 yéu cau ding ky két hon thuc hién viéc ndp/xuat
trinh (theo hinh thtre truc tiép) hodc tai 1én (theo hinh thirc
truc tuyén) cac gidy to sau:

* Cac gidy to phai ndp:

Gidy xac nhan cua to chuc y té c6 thAm quyén cua Viét
Nam hodc nudc ngoai cép cho hai bén nam, nit, xac nhan
nguoi dé khong mic bénh tdm than hodc bénh khic ma
khong c6 kha nang nhan thuc, lam chi dugc hanh vi ctua
minh (chua qué 6 thang tinh dén ngay nhan ho so);

Gidy to ching minh tinh trang hon nhén cua nguoi nudce
ngoai do o quan co tham quyén ctia nudc ma ngudi dé 1a
cong dan cap con gia tri st dung, xac nhan hi¢n tai nguoi
d6 khong co vo hoic khong co chong; truong hop nudc
ngoai khong cap xac nhan tinh trang hon nhan thi thay
bang gidy to do co quan c6 thAm quyén nudc ngoai xac
nhan nguoi d6 co du diéu kién két hon theo phép lut nudc
do;

Gia tri st dung cua gidy to chimg minh tinh trang hon
nhan cuia nguodi nudc ngoai dugc xac dinh theo thoi han
ghi trén gidy to d6. Trudng hop gidy to chimg minh tinh
trang hon nhan khong ghi thoi han st dung thi ¢ gia tri
trong thoi han 6 thang, ké tir ngay cap;
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Ho6 chiéu hodc gidy t& c6 gia tri thay thé dbi voi ngudi
nudc ngoai, cong dan Viét Nam dinh cu ¢ nudc ngoai
(gidy to co gia tri thay thé ddi v6i ngudi nude ngoai 1a gidy
t& di lai quéc té hodc thé cu tra);

Ngoai gidy t& néu trén, tiy ting trudng hop, bén nam, bén nit phai ndp gidy
td twrong ung sau day:

Cong dan Viét Nam la cong chtic, vién chuc hodc dang
phuc vu trong luc lugng vii trang phai ndp van ban cua co
quan, don vi quan 1y xac nhan viéc két hon véi nguoi nudce
ngoai khong trai véi quy dinh cua nganh do;

Truong hop ngudi yéu cau diang ky két hon dang cong tac,
hoc tap, lao dong c6 thoi han & nude ngoai thi phai ndp
Gidy x4c nhan tinh trang hon nhan do Co quan dai dién X
ngoai giao, Co quan dai dién lanh sy cua Viét Nam & nudc
ngoai cap.

Gidy to chimg minh thudc gia dinh c6 coéng véi cach
mang; nguodi thudc hd ngheo; nguoi khuyét tat (néu co).

* Cac gidy to phai xuit trinh:

Ho6 chiéu/Thé cin cude cong dan/Thé can cude/Can cudce
dién tir/Gidy ching nhan cin cudc hodc cic glay to khac
cé dan anh va thong tin ca nhan do co quan co6 tham quyén
cap, con gia tri st dung dé ching minh vé nhan than cia
cong dan Viét Nam khi lam tha tuc truc tiép tai co quan
dang ky ho tich,

Truong hop gidy to tay than si dung la: Hé chiéu, Thé
can cudc, Can cuéc cong dan, Gidy ching hhgn can cudc
thi nguoi co yéu cau dang ky h¢ tich chi cdn cung Cap
thdng tin sé dinh danh cd nhan hogc théng tin vé gidy to X
(so, ngay/thang/nam cdp), co quan dang ky ho tich co
trach nhiém tra cuu thong tin thong qua ket noi voi Co so
dir liéu ho tich dién tw, Co so dir liéu quoc gia vé dan cu
hodc co so dir liéu khac co lién quan dé doi chiéu, khai
thac dir liéu.

Truong hop khong khai thac dwoc thong tin hodc thong tin
khai thac dwoc khong day dii, khéng chinh xdc thi co quan
dang ky ho tich yéu cdu nguoi di dang ky ho tich xudt trinh
ban chinh gidy to dé chitng minh, dong thoi dé nghi nguoi
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di dang ky hé tich cdp nhat, diéu chinh théng tin trong cdc
co so dir liéu theo quy dinh cua phap ludt.

Truong hop cac thong tin ca nhan trong cac gidy to nay da
¢6 trong CSDLQGVDC, CSDLHTDT, dugc hé thdng dién
tu dong thi khong phai tai 1én (theo hinh thtc tric tuyén);

Nguoi nude ngoai xuat trinh ban chinh ho chiéu dé ching
minh vé nhan than; trudng hop ngudi nude ngoai khong co
ho chiéu dé xuét trinh thi c6 thé xudt trinh gidy to di lai
quéc té hodc thé cu tru.

Gidy to ¢ gia tri chimg minh théng tin vé cu tra trong
truong hop co quan dang ky ho tich khong thé khai thac
duoc thong tin vé noi cu tra ctia cong dan theo cac phuong
thic quy dinh tai khoan 2 Piéu 14 Nghi dinh s6
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong
hop céac thong tin vé gidy to ching minh noi cu tra_da
duoc khai thac tr Co s¢ dir lieu quoc gia vé dan cu bang
cac phuong thie nay thi ngudi cd yéu cau khong phai xuét
trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thirc
truc tuyén).

*Luuy

- C& nhan c6 quyén lya chon thuc hién thu tuc hanh chinh vé ho tich tai co
quan dang ky ho tich noi cu tr; noi cu trd cua ca nhan dugc xac dinh theo
quy dinh cua phap luat vé cu tri. Truong hop ca nhan lya chon thue hién thu
tuc hanh chinh v€ ho tich khong phai tai Uy ban nhan dan cap x3 noi thuong
tri hodc noi tam tri thi Uy ban nhan dan cip x3 noi tiép nhan 'yéu cau co
trach nhiém hd tro ngudi dan ndp hd so ding ky ho tich tryc tuyén dén dung
co quan c6 thAm quyén theo quy dinh.

- D6i v6i yéu cau dang ky khai sinh ma cha, me tré da dang ky két hon, trén
co so thong tin vé Gidy chimg nhan két hon cung cap trong To khai dang ky
khai sinh, co quan dang ky ho tich c6 trach nhiém tra ctru thong tin vé tinh
trang hon nhan ciia cha, me tré trén Hé théng thong tin giai quyét thi tuc hanh
chinh cdp tinh thong qua két ndi voi Co so dit liéu ho tich dién tu,
CSDLQGVDC. Két qua tra cuu dugc luu trit dudi dang dién tor hoac ban
gidy, phan anh day du, chinh xac thong tin tai thoi diém tra ctru va dinh kém
hd so cua nguoi dang ky. Truong hop khong tra ciru duge tinh trang hén nhan
do chua c6 thong tin trong Co s¢ dur liéu ho tich dién tu, CSDLQGVDC, thi
co quan dang ky ho tich dé nghi Uy ban nhan dan cap xd noi ngudi yéu cau
thuong tra/noi d dang ky két hon xac minh, cung cip thong tin. Trong thoi
han 03 ngay lam viéc ké tir ngay nhan duoc yéu cau xac minh, Uy ban nhan
dan cap xi noi nhan duoc dé nghi xac minh c6 trach nhiém kiém tra, xac




152

minh va giri két qua vé tinh trang hon nhan cta nguoi do.

- Néu bén két hon 1a cong dan Viét Nam dé ly hon hodc huy viée két hon tai
CO quan cO thAm quyén nudc ngoai nhu’ng qua tra ctru thong tin trong Co sor
dir liéu ho tich dién tir; thong qua két ndi gitra Hé thong thong tin giai quyét
tht tuc hanh chinh cap tinh v6i Co sé dit liéu ho tich dién tir, CSDLQGVDC
khong thé hién thong tin vé viéc da ghi chii ly hon, hily viéc két hon thi co
quan dang ky ho tich hudng dan cong dan thyc hién thi tuc ghi vao s6 ho tich
viée ly hon/huy viéc két hon tai co quan nha nuédc ¢ thim quyén trude khi
giai quyét viéc dang ky két hon.

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

+ Ngudi yéu cau dang ky ho tich co thé ndp ban sao dugc chiing thyc tir ban
chinh hoic ban sao dugc cap tir s6 gdc (sau day goi la ban sao) hodc ban chup

kém theo ban chinh, ban dién tir cac gidy to ndy, bao gom ca gidy td duoc tich
hop, hién thi trén Ung dung dinh danh dién tor (VNelD).

Truong hop nguoi yeu cau nop ban chup kém theo ban chinh gidy to thi
ngudi tiép nhéan ¢ trach nhiém kiém tra, doi chleu ban chup vi1 ban chinh va
ky xac nhan, khong duoc yéu cau ndp ban sao gidy to do.

Péi voi giéy t xuét trinh khi dang ky ho tich, nguoi tiép nhan c6 trach nhiém
kiém tra, doi chiéu, ghi lai thong tin hoac chup lai, ky xdc nhan dé luu trong
ho so va tra lai cho nguoi xuét trinh, khong duogc yéu cu ndp ban sao hoac
ban chup gidy to do.

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

Ngudi tiép nhan hd so thyc hién khai thac thong tin trong CSDLQGVDC theo
quy dinh phap luat néu ngudi yéu cau dang ky ho tich di cung cép ho, chir
dém, tén; ngay, thang, nam sinh; s6 dinh danh c4 nhan/thé cin cudc cong
dan/thé cin cudc/can cudc dién tir. Truong hop cac thong tin can khai thac
khéng c6 trong CSDLQGVDC thi dé nghi nguoi yéu cau ké khai day du.

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

+ Bén chuyp céc giéy to gui kém theo ho so ding ky két hon truc tuyén phai
bao dam rd nét, ddy du, toan ven vé noi dung, 1a ban chup bang may anh, dién
thoai hodc duoc chup, dugc quét bang thiét bi dién t, tir gidy to duoc cap
hop 1€, con gia tri st dung.

+ Truong hop gidy to, tai liéu phai gui kém trong ho so ding ky két hon truc
tuyén d3 c6 ban sao dién tir hodc ban dién tir gidy to ho tich thi ngudi yéu cau
dugc st dung ban dién tir nay.

+ Khi dén co quan dang ky h¢ tich nhén két qua (Gidy chtng nhan két hon),
ngudi yéu cau dang ky két hon phai ndp gidy to chimg minh tinh trang hon
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nhan (d6i voi ngudi nude ngoai), gidy xac nhan cia td chic y té.

- Gidy to do co quan c6 tham quyén ciia nudc ngoai cap, cong ching hoic
xac nhan dé st dung cho viéc diang ky ho tich tai Viét Nam phai dugc hop
phap hoa lanh sy theo quy dinh cta phap luat, trir truong hop dugc mién theo
diéu wéc qudc té ma Viét Nam 1a thanh vién.

- Trudng hop ngudi yéu cau ding ky két hon khong cung cap duge gidy to
néu trén theo quy dinh hoac giéy to ndp, xuét trinh bi téy x0a, stra chira, lam
gia thi co quan ding ky ho tich c¢6 thAm quyén hiy bo két qua ding ky két
hon.

2.4 | S6 lwgng ho so: 01 bd

2.5 | Thoi han giai quyét: 05 ngay 1am viéc, ké tir ngay nhan du hd so hop 18.
Truong hop can xac minh thi ¢ thé kéo dai thoi han nhung khong duge qua
10 ngay lam viéc.

2.6 | Dia diém tiép nhéin ho so va tra két qua giai quyét TTHC:
- Trung tdm Phyc vu HCC cép xA.
- Trung tam Phuc vu hanh chinh cong tinh dé thuc hién phi dia gioi hanh
chinh.
- Cong Dich vu cong Qudc gia https://dichvucong.gov.vn.
- Ung dung dinh danh dién tir.

2.7 | Co quan thue hién: UBND cip xa.
Co quan c6 tham quyén quyét dinh:
ij ban nhan dan cap x4 noi cu tri cia cong dan Viét Nam thyc hién dang ky
két hon gitra cong dan Viét Nam véoi nguoi nude ngoai; gitta cong dan Vit
Nam cu trit ¢ trong nudc voi cong dan Viét Nam dinh cu ¢ nudce ngoai; gitta
cong dan Viét Nam dinh cu ¢ nude ngoai voi nhau; gitra cong dan Viét Nam
dong thoi c6 quoc tich nude ngoai voi cong dan Viét Nam hoac voi nguoi
nudc ngoai.
Truong hop nguoi nudc ngoai cu tri tai Viét Nam c6 yéu cau dang ky két hon
thi Uy ban nhan dan cap x3 noi cu trd ciia mdt trong hai bén thyc hién ding
ky két hon.
Co quan dwge iy quyén: Khong.
Co quan phoi hop: Co quan quan Iy Co so dit liéu Qubc gia vé dan cu, co
quan co lién quan.

2.8 | Poi twong thwe hién TTHC: C4 nhan.

2.9 | Két qua giai quyét TTHC:

- HO so du diéu kién:



https://dichvucong.gov.vn/
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+ Gidy chting nhan két hon (02 ban chinh), mdi bén vo, chong 01 ban; ban
sao Trich luc két hon (trudong hop yéu cau cp ban sao Trich luc két hon).

+ Ban dién tir Trich luc két hon (Ban dién tir s& tu dong giri vé Kho quan 1y
dir liéu di¢n tur cua cd nhan/dia chi thu dién tu/thiét bi s6/dién thoai cua nguoi
yéu cau sau khi da hoan tat thu tuc dang ky két hon tai co quan dang ky ho

tich).

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

két hon.

2.10

Quy trinh xir ly cong viéc

TT

Trinh tw

Tréch
nhiém

Thoi gian

Biéu mau/Két
qua

Bl

Tiép nhan ho so:

1. Tiép nhan ho so.

- Tiép nhan ho so truc tiép tir ca
nhan hodc tr dich vu buu chinh
cong ich hodc trén Cong Dich vu
cong Quéc gia
(https://dichvucong.gov.vn) hoac
Uhg dung dinh danh dién tu.

2. Can bd TN&TKQ kiém tra hd
SO

- Néu hd so chua day du hoic
khong hop 1é: Huéng dan hoic
thong bao bang vin ban cho cé
nhan bd sung, hoan thién ho so.
Truong hop khong bo sung, hoan
thién duoc ho so thi thong bao tir
chéi giai quyét ho so.

Néu hd so day du, hop 1&: Lam
thu tuc tiép nhan hd so, thu phi, 18
phi theo quy dinh, c6 Phiéu hen,
tra két qua cho nguoi co yéu cau
(néu ngudi co yéu cau lya chon
hinh thitc ndp hd so truc tiép)
hodc guri ngay Phiéu hen, tra két
qua qua thu dién tor hoac gui tin
nhin hen tra két qua qua dién
thoai di dong cho nguoi c6 yeu
cau (néu nguoi c6 yéu cau lwa

Cong chuc
TN&TKQ

Gi0 hanh
chinh

Mau 01, 02, 03
(néu co), 06 va
hd so theo muc
2.3
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chon hinh thirc ndp hd so truc
tuyén).

Sau khi tiép nhan ho so theo hinh
thirc ndp truc tiép, cong chirc
TN&TKQ thuc hién sé hoa (sao
chup, chuyén thanh tai liéu dién
tr trén hé thong thong tin, co sd
dir liéu) va ky sd vao tai liéu, hd
so giai quyét thu tuc hanh chinh
da duoc s6 hoa theo quy dinh.

B Chuyén hd so cho Vian phong | Cong chic | 02 gioy Mﬁu 01, 05 va
HDND-UBND. TN&TKQ | lam viéc | ho so kém theo
B3 | Phan cong cong chuc xu ly ho so La%l;r?ao 02 gio | Mau 05 va ho so
' . lam viéc | kém theo
phong
Xem xét, xir 1y ho so:
- Trudng hop hd so can bd sung,
hoan thién hodc khéng du diéu
kién giai quyét, phai tir chdi thi
gui thong bao vé tinh trang ho so
té1 Trung tdm Phuc vu HCC cép
x4 dé thong bao cho nguoi ndp hod
SO;
- Truong hop can phai kiém tra, 03 ngay Miu 04 (nbu
xac minh lam r6 hodc do nguyén lam Yléci c6), 05; du thio
nhan khac ma khong the tra két wuong | Gidv chimg
qua dang thoi gian da hen thi 1ap | Cong chirc | hop can nhan  két hén
B4 | Phiéu xin 18i va hen lai ngay tra | XWIyho | xacminh 13 = = o
két qua, trong d6 néu 18 ly do SO thi k,hﬁng théng b4o khong
cham tra két qua va thoi gian hen qua Q8 do didu  kien
tra két qua, chuyen Trung tam ngayﬂlam dang ky két hén
viéc

Phyc vu HCC cap xa dé tra cho
nguoi co yéu cau (néu nguoi co
yéu cau lya chon hinh thirc nop
hd so truc tiép), hodc giri Phiéu
xin 16i va hen lai ngay tra két qua
qua thu dién tr hodc giri tin nhan
qua dién thoai di dong cho ngudi
c6 yéu cau (néu ngudi co yéu cau
Ira chon hinh thirc ndp hd so truc
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tuyén).

- Néu du diéu kién: Vao S6 ding
ky két hon, nhap dir liéu vao phan
mém ho tich, in dy thao 02 Gidy
chtng nhan két hon.

+ Truong hop tiép nhan hod so
ding ky két hon theo hinh thuc
tryc tuyén: Gui lai biéu mau Gidy
chirng nhan két hon dién ti véi
thong tin ddy di cho ngudi yéu
cdu qua thu dién tr hodc thiét bi
s0.

Ngudi yéu cau co trach nhiém
kiém tra tinh chinh xac, day du
ciia cac thong tin trén biéu mau
Gidy chung nhan két hon dién tur
va x4c nhan (t0i da mot ngay).
Néu ngudi c¢6 yéu cdu xac nhan
thong tin di thong nhat, day du
hodc khong c6 phan hoi sau thoi
han yéu cau thi cong chirc xtr 1y
hd so thuc hién ghi vao S6 ding
ky két hon, nhap dir liéu vao phan
mém ho tich, in du thao 02 Gidy
chirng nhan két hon;

- Truong hop c6 khiéu nai, to céo
viéc két hon khong du diéu kién
két hon theo quy dinh cta Luat
Hon nhan va gia dinh hodc xét
thay c6 van dé can 1am rd vé nhan
than cua bén nam, bén nir hoac
gidy to trong hd so ding ky két
hon thi Van phong HDND-
UBND phdi hop véi co quan c6
lién quan x&c minh lam ré. Trong
qua trinh thdm tra, x4c minh ho
s0, néu thay can thiét, Van phong
HDPND-UBND lam viéc truc tiép
v6i cac bén dé lam rd vé nhéan
than, sy tu nguyén két hon, muc
dich két hon.

BS

- TH iy quyén: Chanh Vian phong

- Chanh

-TH uy

Mau 05; Gidy
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HDND-UBND ky du thao két | Van phong | quyén: 08 | ching nhan két
qua gidi quyet thu tuc hanh chinh, | HDND- gio; hén hoac Van
chuyén dén budc B7. UBND - -TH ban thong bao
- TH khong ty quyén: Léanh dao Lvﬁnh d\ao khong uy kh?ngv du ,dié}l
Vian phong ky nhdy, chuyén dén | Vanphong | quyén: 04 | ki¢n dang ky ket
budc B6 gio |hon did ky/ky
nhay
Méau 05; Gidy
chimg nhan két
, , X \ Lanh dao .. |hon hodc Van
ge | K¥ du thio gidi quyet thu tuc| “yp\py | 04810 1y gsho bao
hanh chinh tai BS. Lo~ lam viéc n N
cap xa khong du diéu
kién dang ky két
hon
M?{u 05, 06;
Giay ching
5, | Phat hanh van ban va tra két qua | Vanthu | 04 gio Ef)‘zg éj; EZE
cho Van phong HDND-UBND UBND lam viéc N . A
thdng bao khong
dua diéu’ kién
dang ky két hon
Ddi v6i Gidy chimg nhén két hon: géB':'(g M 0L 06 vi
T4 chirc L& trao Gidy chimg nhan | P %% U Y
R, LA s 2 .. =~ 1. | cOng chuc Giay ching
két hon va chuyén nguoi dan ky P A1 A 1A
QA LA L xtr ly ho nhan két hon
vao SO ho tich. <o
B8 : Gio hanh
Do6i voi Van ban thong bao khong chinh x .
du diéu kién dang ky két hon: 1\\/4;;1 gil’l (1161@?
vin  phong  HDND-UBND | Céng chirc e Lhan dﬁ
chuyén Vin ban thong bdo cho | TN&TKQ &

cong chuc TN&TKQ dé tra cho
ca nhan.

diéu kién dang
ky két hon

* Truong hop dén hen nhung chua c6 két qua, trong thoi gian chdm nhét 01
ngay trudc ngay hét han xir 1y, Cong chire xir 1y hd so trinh Chanh Vin phong
HDND-UBND (néu uy quyén)/Lanh dao UBND cip x3 (néu khéng uy
quyén) ban hanh phiéu xin 16i va hen lai ngay tra két qua dé gt cho t6 churc,

ca nhan.
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BIEU MAU

Gidy tiép nhan ho so va hen tra két qua
Mu 01 :

M3u 01.doc

Phiéu yéu ciu bo sung hoan thién ho so

Mau 02 :
M3u s6 02.doc

Phiéu tir chéi tiép nhan giai quyét ho so

Mu 03 :
M3u 03.doc

Phiéu xin 16i va hen lai ngay tra két qua

Mau 04 :
M3u 04.doc

Phiéu kiém soat qua trinh giai quyét hd so

Mau 05 :
M3u s6 05.doc

S6 theo ddi hd so

Mu 06 :
M3u s6 06.doc

BM.HT.12.01 de«.

To khai dang ky két hon

Mau ho tich dién tir twong tac ding ky két hon (néu ndp hod

so theo hinh thirc tryc tuyén)
BM.HT.12.02

]

BMLHT.12.02.doc
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HO SO LUU

Mau 01; 02, 03, 04 (néu ¢6), 06 luu tai Trung tm Phyc vu HCC cap xa. Mau
01, 05 luu theo ho so;

HO so dau vao theo muc 2.3;

Van ban dé nghi xadc minh; Van ban tra 161 két qua xac minh (néu co6);

S6 dang ky két hon;

Vin ban thong bao khong du diéu kién diang ky két hon (néu cb);

Hb so duogc luu tai Van phong HDND-UBND, thoi gian luu trir thye hién luu theo
quy dinh cua Luat HO tich va cac van ban hudng dan thi hanh. Sau khi hét han,
chuyén hd so xudng don vi luu trit cia UBND cép x4 va luu trit theo quy dinh hién

hanh.
13. Thii tuc ding Kky lai két hon
1 | KY HIEU QUY TRINH QT.HT.X.21
2 | NOI DUNG QUY TRINH

2.1 | Diéu kién thuc hi¢n TTHC:
- Viéc két hon di duoc dang ky tai co quan co tham quyén cua Viét Nam
trudc ngay 01/01/2016 nhung S6 dang ky két hon va ban chinh Giay ching
nhan két hon déu b1 mat;
- Nguoi yéu cau dang ky lai két hon con séng vao thdi diém yéu cau dang ky
lai két hon.

2.2 | Cach thirc thye hién TTHC:
- Ngudi yéu cau dang ky lai két hon thuc hién ndp hd so truc tiép tai Trung
tam Phuc vu HCC cép x4, gui qua h¢ théng buu chinh hodc ndp hd so truc
tuyén tai Cong dich vu cong qudc gia (https://dichvucong.gov.vn) hodc Ung
dung dinh danh quoc gia (bén nam hodc bén nir c6 thé ndp hd so ma khong
can co van ban uy quyén cua bén con lai). ,
- Nop:[al Trung tdm Phyc vu Hanh chinh cong tinh Ha Tz"zgh - S0 024, dwong
Nguyen Chi Thanh, phwong Thanh Sen, tinh Ha Tinh dé thuc hién phi dia
gioi hanh chinh.

2.3 | Thanh phin hé so, bao gom: Ban -\ Ban

’ chinh | sao



https://dichvucong.gov.vn/
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T khai déng ky lai két hon theo mdu BM.HT.13.01 (néu
nguoi yéu ‘céu lua chon p@p hé so theo hinh thuc truc tiép
hodc gui ho so qua hé thong buu chinh);

Mau ho tich dién tir twong tac dang ky lai két hon, trong d6
c6 cam doan cac thong tin cung cap la dung su that, khong
con ban chinh Giay chimg nhan két hon, da nop du cac giay
to hién c6 va chiu hoan toan trach nhiém trudc phap luat vé
ndi dung cam doan cua minh (do ngudi yéu cau cung cap
thong tin theo huéng dan trén Cong dich vu cong néu ngudi
c6 yéu cau lya chon ndp ho so theo hinh thirc truc tuyén);

Nguoi cd yéu cau dang ky lai két hon thuc hién viée
ndp/xuat trinh (theo hinh thire tryc tiép) hodc tai 1én (theo
hinh thirc truc tuyén) cac gidy to sau:

* Gidy to phai nop:

Gidy chung nhan két hon dugc cap trude day. Néu khong
c¢6 ban sao Gidy chimg nhan két hon thi ndp ban sao ho so,
gidy to c4 nhan c6 cac thong tin lién quan dén nodi dung
dang ky két hon;

* Gidy to phai xuit trinh:

Ho6 chiéu/Thé can cude cong dan/Thé can cude/Cin cude
dién to/Gidy chung nhan cin cudc hodc cac gidy to khac co
dan anh va thong tin c4 nhan do co quan c6 thim quyén
cap, con gia tri st dung dé chimg minh vé nhan than cua ca
hai bén c6 yéu cau ding ky lai két hon khi 1am thi tuc truc
tiép tai co quan diang ky ho tich.

Trieong hop gidy to tay than siz dung la: Hé chiéu, Thé can
cuoc, Can cuéc cong dan, Gidy ching nhdn can cudc thi
nguoi ¢6 yéu cau ddang ky hé tich chi can cung Cap thdng
tin s6 dinh danh cd nhan hogc thdng tin vé gidy to (so,
ngay/thang/nim cdp), co quan dang ky ho tich c6 trach
nhi¢m tra ciu thong tin thong qua . két noi voi Co so dit liéu
ho tich dién tw, Co so dir liéu quoc gia vé déan cuw hodc co
so dit lieu khac co lién quan dé doi chiéu, khai thdc dir liéu.
Truong hop khong khai thac dwoc thong tin hodc thong tin
khai thac dwoc khong ddy du, khong chinh xac thi co quan
dang ky ho tich yéu cau nguwoi di dang ky ho tich xudt trinh
ban chinh gidy to dé chimg minh, dong thoi dé nghi nguwoi
di dang ky ho tich cdp nhdt, diéu chinh théng tin trong cdc
co so dir lieu theo quy dinh cua phdp ludt.

Truong hop cac thong tin ca nhan trong cac gidy to nay da
c¢6 trong CSDLQGVDC, CSDLHTDT, duoc hé thong dién
tu dong thi khong phai tai 1én (theo hinh thirc tryc tuyén);
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Glay t& chimg minh noi cu tri dé xac dinh tham quyén (néu
viéc dang ky lai két hon thyc hién tai UBND cép xi khong
phai 1a noi ding ky két hon trudc day) trong truong hop co
quan ding ky ho tich khong thé khai thac duoc thong tin vé
noi cu tra cua cong dan theo cac phuong thirc quy dinh tai
khoan 2 Diéu 14 Nghi dinh sé 104/2022/ND-CP ngay | x
21/12/2022 cua Chinh phu.

Truong hop cac thong tin vé gidy td chimg minh noi cu tri
da duoc khai thac tir CSDLQGVDC bang cac phuong thirc
nay thi nguoi yéu cau khong phai xuat trinh (theo hinh thuc
truc tiép) hodc tai 1én (theo hinh thirc truc tuyén).

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

*Luuy

- Néu viéc dang ky lai két hén thwe hién tai Uy ban nhan déan cap xd khong
phai la noi da dang ky ket hon trudc ddy thi cong chirc tw phdp - ho tich thuc
hién tra ciru théng tin vé viéc dang ky két hén trude day cua nguoi yéu cau
trén Co s dir liéu hé tich dién tir thong qua nghiép vu cdp ban sao, két qua
tra ciru la can cie xdac dinh di diéu kién hodc khéng di diéu kién dang ky lai.

- Ca nhan co quyén lya chon thue hién tha tuc hanh chinh vé ho tich tai co
quan dang ky ho tich noi cu tr(; noi cu tri cia cd nhan dugc xac dinh theo
quy dinh ctia phap luat vé cu tra. Truong hop ¢4 nhan lya chon thyc hién th
tuc hanh chinh vé ho tich khong phai tai ij ban nhan dan cép xa noi thuong
tri hodc noi tam tra thi Uy ban nhan dan cap xi noi tiép nhan yéu cau c6
trach nhiém hd trg ngudi dan ndp ho so diang ky ho tich truc tuyén dén ding
co quan c6 thAm quyén theo quy dinh.

- Pdi voi gidy to ndp, xut trinh néu nguoi yéu cau ndp hd so theo hinh thirc
truc tiép:

+ Nguoi yéu cau dang ky ho tich co the ndp ban sao dugc chung thuc tir ban
chinh hodc ban sao dugc cap tir s6 gdc (sau day goi la ban sao) hodc ban
chup kém theo ban chinh, ban dién tir cac gidy to nay, bao gom ca gidy to
dugc tich hop, hién thi trén Ung dung dinh danh quéc gia.

Truong hop nguoi yéu cau nop ban chup kem theo ban chinh gidy to thi
ngudi tiép nhan co trach nhiém klem tra, d6i chleu ban chup vai ban chinh va
ky xac nhan, khong duoc yéu cau ndp ban sao gidy to do.

Déi v6i gidy to xuét trinh khi dang ky ho tich, ngudi tiép nhan co trach
nhiém kiém tra, ddi chiéu, ghi lai thong tin hodc chup lai, ky xac nhan dé luu
trong hd so va tra lai cho ngudi xut trinh, khong dugc yéu cau ndp ban sao
hodc ban chup gidy to do.

+ Nguoi tiép nhan co trach nhiém tiép nhan ding, da hd so dang ky ho tich
theo quy dinh cua phap luat ho tich, khong dugc yéu cau ngudi dang ky ho
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tich ndp thém gidy t& ma phéap lut ho tich khong quy dinh phai ndp.

Nguoi tiép nhan ho so thuc hién khai thac thong tin trong Co sé dir liéu qudc
gia vé dan cu theo quy dinh phap luat néu ngudi yéu cau dang ky ho tich da
cung cap ho, chir dém, tén; ngay, thang, nim sinh; sd dinh danh ca nhan/thé
can cudc cong dan/thé can cudce/can cudce dién tir. Trudong hop cac thong tin
can khai thac khong co6 trong Co s dit liéu quéc gia vé dan cu thi dé& nghi
ngudi yéu cau ké khai day du.

+ Truong hop nguoi yéu cau dang ky ho tich cung cap thdng tin vé gidy to ho
tich cua ca nhén da duoc dang ky, co quan dang ky h¢ tich cé trach nhiém tra
cau thong tin trén HE théng thdng tin giai quyét thu tuc hanh chinh cap tinh
thong qua két ndi vai Co so dir liéu ho tich dién tir, Co so dit liéu qudc gia vé
dan cu. Truong hop khdng tra ciu dugc do khdng c6 thong tin trong Co so
dir liéu ho tich dién tir, Co so dir liéu qudc gia vé dan cu thi co quan dang ky
ho tich yéu cau ngudi di dang ky ho tich nop/xuét trinh gidy to lién quan dé
chang minh.

+ Truong hop gidy to, tai liéu la gzay to ho tich hodac glay to' ca nhan thugc
nhom gidy to co thé dwoc thay thé bang dir liéu (gidy to' tuy than; gidy to
chitng minh vé noi cw trii; Thé bdo hiém y té) thi cung cdp cdc théng tin vé
gidy 10, tai liéu do theo hwdmg dan cia co quan chii qudn co so dir liéu, co
quan déing ky hé tich c6 trach nhiém tra cieu, khai thdc théng tin, gidy to, tdi
liéu d6 théng qua két néi véi Co s6 dir lidu hé tich dién ti, Co s¢ dir liéu
quoc gia vé dan cu, co sé dir liéu khdc c6 lién quan.

- Khi dén co quan ding ky h¢ tich nhan két qua (Glay ching nhan két hon),

hai bén nam, nir c6 yéu cau dang ky lai két hon xuét trinh gidy to tuy than,

ndp cac gidy to 1a thanh phan ho so ding ky lai két hon theo quy dinh phap
luat ho tich.

- Gidy to do co quan c6 thAm quyén ctia nudc ngoai cap, cong chimg hoic
xac nhan dé st dung cho vi¢c dang ky ho tich tai Viét Nam phai duoc hop
phap hoéa 1anh sy theo quy dinh ctia phap luat, trir truong hop dugc mién theo
diéu wéc qudc té ma Viét Nam 1a thanh vién.

- Truong hgp nguoi yéu cau dang ky lai ket hon khong cung cap dugc gidy to
néu trén quy dinh hodc gidy to nop, Xuét trinh bi tay x0a, stra chira, lam gia
thi co quan ding ky ho tich c6 tham quyén huy bo két qua dang ky lai két
hon.

2.4 | S6 lwong hd so: 01 bo

o5 | Thoi han gidi quyé’t: 05 ngdy lam viée, .ké tr ngdy nhan di ho so hop 1¢;
Truong hop phai x4c minh thi thoi han gidi quyét khong qua 25 ngay.
Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
- Trung tdm Phuc vu HCC cap xa.

2.6 |- Trung tdm Phuc vu hanh chinh cong tinh dé thuc hién phi dia gi6i hanh

chinh.
- Cong Dich vu cong Qudc gia https://dichvucong.gov.vn.
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- Ung dung dinh danh qudc gia.

Co quan thyc hién: UBND qép x3d noi da dang ky két hon trude day hoic
UBND cap xa noi nguoi yéu cau thuong tru.
Co quan c¢é thim quyén quyét dinh: UBND cap xa.

2.7 | Co quan dwoc ity quyén: Khong.
Co quan phdoi hop: Co quan quan ly Co so dir liéu Qudc gia vé dan cu; Uy
ban nhan dan noi dang ky két hon trudc day trong truong hop dang ky lai két
hon tai UBND cép x4 noi ngudi yéu cau thuong tri.
2.8 | P6i twong thwe hién TTHC: C4 nhan.
Két qua giai quyét TTHC:
- Ho so du dicu kién:
+ Gidy chung nhan két hén (ban chinh), mdi bén vg, chong 01 ban.
+ Ban dién ti Trich luc két hon (Ban dién tir s& ty dong giri vé Kho quan 1y
2.9 | di lidu dién tir cia ca nhan/dia chi thu dién tu/thiét bi s6/dién thoai cua nguoi
yéu cau sau khi da hoan tat thu tuc dang ky ket hon tai co quan dang ky ho
tich).
- Ho so khong du dicu kién: Van ban thong bao khong du diéu kién ding ky
lai két hon.
2.10 | Quy trinh xir ly cong viéc
T Trinh ty ;ll'lll‘;';léclill "gll;(:]’l Biéu (r;:laﬁu/Ket
1. Tiép nhan ho so tryc tiép tr ca
nhan hodc qua h¢ thong buu chinh
cong ich hodc trén Cong Dich vu cong
Quoc gia (https://dichvucong.gov.vn)
hodac Ung dung dinh danh quoc gia.
2. Kiém tra ho so:
- Néu ho so chua ~dz‘iy du hoac khong
bane vin bin cho cd mhin b6 sung, | o || Mauot; 02,03
hoan thién hd so. Truomg hop khong | 009 | G | (% co) 04
Bl : ; chure hanh | (néu c6) 06 va

bd sung, hoan thién duoc hd so thi TN&TKQ | chinh |Hb

Lo v Z X SO theo
thong bao tir chodi gidi quyét ho so.

o \ muc 2.3
- Néu ho so day du, hop 1¢: Lam thu

tuc tiép nhan ho so va thu phi, ¢ phi
theo quy dinh. Néu tlep nhan ho so
sau 15 gio thi gui Phiéu hen, tra két
qua cho ngudi ¢ yéu ciu trong ngay
lam viéc tiép theo hodc gui tin nhan
hen tra két qua qua dién thoai di dong
cho nguoi c¢6 yéu cau (néu nguoi co
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yéu cau lua chon hinh thic nop ho so
tryc tuyén).

Sau khi tiép nhan ho so theo hinh thirc
ndp truc tiép, Cong chuc tiép nhan
thuc hién sb hoa (sao chup, chuyén
thanh tai liéu dién to trén hé théng
thong tin, co so dir liéu) va ky s6 vao
tai liéu, ho so giai quyét thu tuc hanh
chinh da duoc so hda theo quy dinh.

Chuyén 1anh dao Vin phong HDND- Cof'g . Mau 05 va Ho

B2 UBN chtrc 01 gi6 | so theo muc
TN&TKQ 2.3
Lanh dao x v 1A
B3 | Phan cong cong chirc xir 1y hd so. Vian 04 gio Mau\ 05 va ho
phong so kém theo

Kiém tra, xem xét ho so:

- Truong hop khong can phai xéc

minh thi kiém tra ho so:

+ Néu du diéu kién: Vao S6 dang ky

két hon, nhap dir liéu vao phin mém

ho tich, in du thao Gidy chimg nhan

ket hon.

Truong hop tiép nhan ho so ding ky

lai két hon theo hinh thirc tryc tuyén

thi guri lai biéu mau Gidy chting nhan

két hon dién tir voi thong tin day du Mau 05; Gidy

cho nguot yéu cau qua thu dién tur Cong 03 ching nhan két

hodc thiét bi so. , N hon hodc Van

_ L chuc Tu | ngay |.. A .

Nguoi yéu cau co trich nhi¢m kiém phap - Ho | 1am bar} thon’g bilo

tra tinh chinh xac, ddy du cta cac| oy | viee | Khong du dicu

thong tin trén biéu mau Gidy chimg ' ’ kién dang ky

nhan két hon dién tir va xac nhan (tdi lai két hon.
B4 | da mét ngay).

Néu ngudi co yéu cau xac nhan thong
tin da thong nhat, day du hoic khong
c¢6 phan hdi sau thoi han yéu cau thi
ghi vao S6 dang ky két hon, cép nhat
thong tin dang ky lai két hon va luu
chinh thtc trén Phan mém diang ky,
quan ly ho tich dién tir dung chung.

- Néu khong du diéu kién: Du thao
van ban thong bao khong du diéu kién
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ding ky lai két hon.
Trinh Lanh dao tai budc B7
Cong
Truong hop viéc dang ky lai ket hon Chﬁ’f xir Iy
thuc hién tai Uy ban nhan dan cap xa Lﬁr(l)hsgéo
kho : x
ong phai noi da dang ky kqt hon UBND Miu 05 Vin
trude day: Tham muu van ban dé€ nghi p 02 ban & nohi x4
Uy ban nhan déan noi dang ky ket hon é/(éaﬁ <nh ngay a_nh © hght xac
trudc day kiém tra, xac minh vé viéc X Vi an min
luu gitr s6 hd tich tai dia phuong. hc‘?rrll
Thue hién cac budc tiép theo. HpDNI%-
UBND
UBND
Uy ban nhén dan noi dang ky ket hén| cipxd |[Khong |« . . oo
BS | trude day kiém tra, xc minh vé viéc | dugc dé | qua 20 V,a N b_a n trd 10i
o .~ | Xxac minh.
luu gitr s6 ho tich tai dia phuong. nghi xdc | ngay
minh
Sau khi ¢6 két qua xac minh hodc khi l\fﬁu 05};{ Gif}’
hét thoi han 20 ngay ké tir ngay gii . chung nhan ket
oo A ~ cong hon hodc Van
B6 van ban xac minh nhung khong nhan hire xir ¢ 01 ban thone ba
duoc van ban tra 161: Thuc hién nhu c u‘i xuly ngay ar} t or{g .?O
budc B4 ho so khong du diéu
P kién dang ky
Chuyen budc B7 lal két hon.
-TH
. - Chanh ﬁy Mau 05; Giéy
- TH 1y quyén: Chanh Van phong Vian quyén: | chtmg nhén két
HDND-UBND ky du thdo két qua | phong 06 |hon hodc Vin
87 giai quyét thu tuc hanh chinh, chuyén | HBPND- gio; | ban thong béo
dén bude BY. UBND- | -TH |khong du dicéu
- TH khong ty quyén: Lanh dao Van | Lanhdao | khong | kién dang ky
phong ky nhay, chuyén dén budc B8 Vin iy |lai két hon da
phong | quyén: | ky/ky nhay.
02 gio
Mau 05; Giéy
chimg nhan két
. . s X , . Lanh dao hon hoac Van
B8 I(:(h%nlget qua giai quyét thu tuc hanh UBND | 04 gis | ban thong béo
' cap xa khong du diéu

kién dang ky
lai két hon.
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Mau 05, 06;
Giay  chung
nhan két hon

Phat hanh vin ban va chuyén két qua | Van thu hoic Vin ban
B9 | cho cong chic Tu phap - HO tich d¢ | UBND | 01 gio théng b0
trd cho cong dan. cap xa khong du didu
kién dang ky
lai két hon.
Meiu 01, 06;
Cong Giay  chimg
Trao Gidy ching nhan két hon cho ch,u:c TUA Gio nhe;m k?t h?n
N « Son s A v~ | phap-HO \ hoac Van ban
B10 | cong dan, thu phi, 1€ phi (néu c6) hoac | °. n hanh n .
tra Van ban thong bao cho cong dan tich/Cong chinh thong bao
& & chirc khong du diéu
TN&TKQ kién dang ky
lai két hon.
* Tru’b‘pg hop ho so qué han xur 1y, trong thoi gian cham nhat 01 ngay trudc
ngay hét han xu ly, Cong chire xur Iy ho so trinh Chanh Van phong HDND-
UBND (neu uy quyen)/Lanh dao UBND cip xa (néu khong uy quyén) ky ban
hanh phiéu xin 161 va hen lai ngay tra két qua dé gui cho to chuc, ca nhan.
3 | BIEUMAU
Gidy tiép nhan ho so va hen tra két qua
Miu 01 )
M3u 01.docx
Phiéu yéu cau bd sung hoan thién ho so
Mau 02 )
Mau 02.docx
Phiéu tir chéi tiép nhan giai quyét ho so
Miu 03 )
MAu 03.docx
Phiéu xin 16i va hen lai ngay tra két qua
Miu 04 w5
MAu 04.docx
Mau 05 Phiéu kiém soat qua trinh giai quyét ho so
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EH

Mau 05.docx

S6 theo ddi hd so

Mau 06 lij

M&u 06.docx

To khai dang ky lai két hon.
BM.HT.13.01 D

BML.HT.13.01.docx

Mau ho tich dién tir tuong tac dang ky lai két hon (néu
nop ho so theo hinh thirc truc tuyen).

BM.HT.13.02 D

BMLHT.13.02.doc

4 |HOSOLUU:

Méu 01; 02, 03, 04 (néu c6); 06 luu tai Trung tAm Phyc vu HCC cap xa. Mau
01, 05 Iuu theo ho so;

- Ho6 so dau vao theo muc 2.3;

- | S6 dang ky két hon;

- | Van ban thong bao khong du diéu kién dang ky lai két hon (néu co);

- | Van ban d€ nghi xac minh va Van ban tra 161 két qua xac minh (n€u co);

H6 so dugc luu tai UBND cap x4, thoi gian luu trir S6 dang ky két hon 1a vinh vién,
con cac giay to khac thuc hién luu theo quy dinh cta Luat HO tich va cac van ban
hudng dan thi hanh.

14. Thi tuc diing ky lai két hon c6 yéu t6 nuéc ngoai

1 |KYHIEU QUY TRINH QT.HT.14

2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thuwc hién TTHC:

- Viéc dang ky két hon ctia cong dan Viét Nam dinh cu ¢ nudc ngoai hodc cua
nguoi nudc ngoai da dang ky tai co quan ¢6 tham quyén cua Vi¢t Nam trudce
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ngay 01/01/2016 nhung S6 dang ky két hon va ban chinh Gidy chimg nhan
két hon déu bi mat;

- Ca hai bén yéu cau ding ky két hon con sdng vao thoi diém yéu cau dang ky
lai két hon.

2.2

Cach thirc thuc hién TTHC:

- Nguoi yéu cau dang ky lai két hon thuc hién ndp ho so truc tiép tai Trung
tam Phuc vu HCC cap xa, gui qua h¢ thdng buu chinh hodc ndp hd so truc
tuyén tai Cong dich vu cong quoc gia (https://dichvucong.gov.vn) hodc Ung
dung dinh danh quoc gia. (bén nam hodc bén nir c6 thé nop hd so ma khong
can co van ban iy quyén cua bén con lai).

- NGp tgi Trung tdm Phyuc vy Hanh chinh céng tink Ha Tinh - S6 024, dwong
Nguyén Chi Thanh, phwong Thanh Sen, tinh Ha Tinh dé thuc hién phi dia gioi
hanh chinh.

2.3

Ban Ban

Thanh phan ho so, bao gom: chinh | sao

T khai dang ky lai két hon, theo mau BM.HT.14.01 (néu
nguoi yéu cau lya chon nop ho so theo hinh thire truc tiép | x
hodc gui ho so qua hé thong buu chinh);

Mau ho tich dién tir twong tac dang ky lai két hon, trong
d6 c6 cam doan cac thong tin cung cap 1a dung sy that,
khong con ban chinh Giay chting nhan két hon, da nop du
cac gidy to hién ¢6 va chiu hoan toan trach nhiém trudce
phap luét Ve ndi dung cam doan cua minh (do nguoi yéu
cau cung cap thong tin theo huong dan trén Cong dich vu
cong néu nguoi cd yéu cau Iya chon ndp ho so theo hinh
thire truc tuyén);

Nguoi c6 yéu cau dang ky lai két hon thyc hién viéc
ndp/xuat trinh (theo hinh thirc truc tiép) hodc tai 1én (theo
hinh thire truc tuyén) cc gidy td sau:

* Gidy to phai nop:

Gidy chung nhan két hon duoc cip trude day. Néu khong
c6 ban sao Gidy ching nhan két hon thi ndp ban sao hd so,
gidy to c4 nhan co cac thong tin lién quan dén ndi dung
dang ky két hon;

Gidy to chimg minh thudc ddi tuong gia dinh co cong véi X
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cach mang; ngudi thudc ho nghéo; ngudi khuyét tat (néu
c0);

* Gidy to phai xuat trinh:

Ho chiéu /Thé can cude cong dan/Thé cin cude/Can cude
dién tir/Gidy chimg nhédn cin cudc hodc cac gidy to khac c6
dan anh va thong tin ca nhan do co quan co6 thAm quyén
cap, con gia tri su dung dé chimg minh vé nhén thén cua ca
hai bén c6 yéu cau dang ky lai két hon.

Truong hop gidy to tiy than si dung la: Hé chiéu, Thé can
cuoc, Can cudc cong dan, Gidy ching nhan can cudc thi
nguoi c6 yéu cau dang ky hé tich chi can cung Cap thdng
tin s6 dinh danh cd nhan hodc théng tin vé gidy to (o,
ngay/thdang/nam cdp), co quan ddng ky hé tich c6 trach
nhiém tra citu thong tin théng qua két néi véi Co sé di liéu
ho tich dién twr, Co so dir lieu quéc gia vé déan cur hodc co | x
s6 dir liéu khdc cé lién quan dé doi chiéu, khai thac div
lieu.

Truong hop khong khai thac dwoc thong tin hodc thong tin
khai thac dwoc khong day di, khéng chinh xdc thi co quan
dang ky ho tich yéu cau nguoi di dang ky ho tich xudt trinh
ban chinh gidy to dé chitng minh, dong thoi dé nghi nguoi
di dang ky hé tich cdp nhat, diéu chinh théng tin trong cdc
co so dir liéu theo quy dinh cua phap ludt.

Truong hop cac thong tin ci nhan trong cac gidy to nay da
c¢6 trong CSDLQGVDC, CSDLHTPDT, duoc hé théng dién
tu dong thi khong phai tai 1én (theo hinh thire tric tuyén);

*Luuy

- Néu viéc dang ky lai két hén thuwc hién tai Uy ban nhdn ddn cdp xd khong
phai la noi da dang ky ket hon trudc day thi cong chirc tw phdp - ho tich thie
hién tra ciru théng tin vé viéc dang ky két hon truede day cua nguoi yéu cau
trén Co so dir lieu ho tich dién tw thong qua nghiép vu cap ban sao, két qua
tra cvu la can cir xde dinh di diéu kién hodc khong du diéu kién dang ky lai.

- Ca nhan c¢o6 quyén lua chon thuc hién thu tuc hanh chinh vé ho tich tai co
quan dang ky hd tich noi cu tra; noi cu tra cua ca nhan dugc xac dinh theo
quy dinh cua phap luét vé cu tri. Trudng hop ca nhan lya chon thyc hién thu
tuc hanh chinh vé ho tich khong phai tai Uy ban nhan dan cap xa noi thuong
tri hodc noi tam tra thi Uy ban nhan dan cap x4 noi tiép nhan yéu cau co trach
nhiém hd tro nguoi dan ndp hd so dang ky ho tich truc tuyén dén dung co
quan c6 tham quyén theo quy dinh.
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- Dbi v6i gidy to ndp, xuit trinh néu ngudi yéu cau ndp hd so theo hinh thirc
truc tiép:

+ Nguoi yéu cau ding ky ho tich co the ndp ban sao dugc chung thuc tir ban
chinh hodc ban sao dugc cap tir s6 goc (sau déy goi 1a ban sao) hodc ban chup
kem theo ban chinh, ban dién tir cac giay to nay, bao gdm ca gidy t& duoc tich
hop, hién thi trén Ung dung dinh danh quéc gia.

Truong hop nguoi yéu cau nop ban chup kem theo ban chinh gidy to thi
nguoi tiép nhan co trach nhiém kiém tra, doi chleu ban chup v61 ban chinh va
ky xac nhan, khong duoc yéu cau ndp ban sao gidy to do.

Pbi voi giéy to xuét trinh khi dang ky ho tich, nguoi tiép nhan ¢ trach nhiém
kiém tra, d6i chiéu, ghi lai thong tin hoac chup lai, ky xac nhan dé luu trong
hd so va tra lai cho nguoi xuét trinh, khéng duoc yéu cAu ndp ban sao hoic
ban chup gidy to do.

+ Ngudi tiép nhan c6 trach nhiém tiép nhan ding, du ho so dang ky ho tich
theo quy dinh ctia phap lut ho tich, khong duoc yéu cau nguoi ding ky ho
tich nop thém gidy t& ma phép luat ho tich khong quy dinh phai ndp.

Nguoi tiép nhan hd so thuc hién khai thac théng tin trong Co sé dix lidu quéc
gia vé dan cu theo quy dinh phap luat néu ngudi yéu cau ding ky ho tich da
cung cép ho, chir dém, tén; ngay, thang, nam sinh; s6 dinh danh ca nhan/thé
can cudc cong dan/thé can cudc/can cude dién tir. Truong hop cac thong tin
can khai thac khong c6 trong Co sé dir liéu quoc gia vé dan cu thi dé nghi
nguoi yéu cau ké khai day du.

+ Truong hop ngudi yéu cau dang ky ho tich cung cap théng tin vé gidy to ho
tich cua ca nhan da duge dang ky, co quan dang ky ho tich co trach nhiém tra
cuu thong tin trén He thong thong tin giai quyét tha tuc hanh chinh Cap tinh
thong qua két noi véi Co so dit liéu ho tich dién tir, Co s dix liéu quoc gia vé
dan cu. Truong hop khong tra ciru dugc do khdng ¢6 thong tin trong Co so dir
lidu ho tich dién tir, Co s& dir lidu qudc gia vé dan cu thi co quan ding ky ho
tich yéu cau nguoi di diang ky ho tich nop/xuét trinh gidy to lién quan dé
chuang minh.

+ Truong hop gidy to, tai liéu la gzay to ho tich hodac gzay to' cd nhan thugc
nhom gidy to co thé dwoc thay thé bang dir liéu (gidy to tuy than; gidy to
chung minh vé noi cw trii; Thé bdo hiém y té) thi cung cdp cdc théng tin vé
gidy to, tai liéu d6 theo huéng dan cia co quan chii qudn co sé dir liéu, co
quan dang ky hé tich c¢é trach nhiém tra civu, khai thac théng tin, gidy to, tdi
liéu do thong qua két noi véi Co sé dir lidu hé tich dién tir, Co 56 di liéu quo”'c
gia vé dan cu, co so dir liéu kKhéc c6 lién quan.

- Khi dén co quan dang ky h tich nhén két qua (Gidy chimg nhan két hén),

nguoi yéu cau dang ky lai két hon xuét trinh gidy to tuy than, ndp cac gidy to
1a thanh phan hé so dang ky lai két hon theo quy dinh phap luat ho tich.

- Giay to do co quan c¢6 tham quyén ctuia nudc ngoai cap, cong chirng hoac xac
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nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai duge hop phap
hoa lanh sy theo quy dinh cua phap ludt, trir truong hop duge mién theo diéu
udc qudc té ma Viét Nam 1a thanh vién.

- Truong hop nguoi yéu cau dang ky lai két hon khong cung cap dugc gidy to
néu trén quy dinh hoic gidy to ndp, xuat trinh bi tay x6a, stra chira, lam gia thi
co quan dang ky ho tich co thim quyén huy bo két qua ding ky lai két hon.

2.4

S6 lwong hd so: 01 bo

2.5

Thoi han gidi quyét: 05 ngay lam viéc, ké tur ngay nhan du hd so hop 1¢.
Truong hop phai xac minh thi thot han gidi quyét khong qua 25 ngay.

2.6

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

- Trung tam Phuc vu HCC cép Xa.

- Trung tam Phuc vu hanh chinh céng tinh dé thuc hién phi dia gioi hanh
chinh.

- Cong Dich vu cong Qudc gia https://dichvucong.gov.vn.

- Ung dung dinh danh qudc gia.

2.7

Co quan thuc hién: UBND cép xi.

Co quan c¢6 tham quyén quyét dinh:

- Uy ban nhan dan cip xa noi da dang ky két hon trude day.

- Truong hop viée két hon trude day duoc dang ky tai Uy ban nhan dan cap
tinh hodc S¢ Tu phap thi viéc dang ky lai do Uy ban nhén dan cap xa noi cu

tri cua nguoi yéu cau thue hién; néu ngudi do khong cu tra tai Viét Nam thi
do Uy ban nhan déan cap x4 noi c6 tru s& hién nay ctia S& Tu phép thuc hién.

Co quan dwoe iy quyén: Khong.

Co quan phoi hop: Uy ban nhan dan cip xd/Sd Tu phap noi ngudi yéu cau
dang ky lai két hon di ding ky két hon trude ddy. Co quan quan 1y Co sé dir
liéu Qudc gia vé dan cu.

2.8

Poi twong thwe hién TTHC: C4 nhan.

2.9

Két qua giai quyét TTHC:

- Ho so du dicu kién:

+ Gidy chung nhan két hon (ban chinh), mdi bén vo, chong 01 ban.

+ Ban dién tir Trich luc két hon (Ban dién tir s& ty dong gui vé Kho quan ly

dir liéu cua ca nhan/dia chi thu dién ta/thiét bi s6/dién thoai cta nguoi yéu cau
sau khi d4 hoan tat thi tuc dang ky lai két hon tai co quan ding ky ho tich).

- Ho so khong dii diéu kién: Van ban thong béo khong di dicu kién ding ky
lai két hon.
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2.10

Quy trinh xir ly cong viéc

TT

Trinh ty

Tréach
nhiém

Thoi gian

Bic¢u mau/Ket
qua

Bl

1. Tiép nhan ho so.

- Tiép nhan hd so truc tiép tir ca
nhan hoac trén Cong Dich vu
cong Quédc gia
(https://dichvucong.gov.vn) hodc
Ung dung dinh danh qudc gia

2. Can bd TN&TKQ kiém tra hd
SO

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

- Néu ho so day du, hop 1&: Lam
tha tuc tiép nhan hod so, thu phi,
1¢ phi theo quy dinh, c6 Phiéu
hen, tra két qua cho nguoi co yéu
cau (néu nguoi cod yéu cau lua
chon hinh thic nop hd so truc
tiép) hodc gui ngay Phiéu hen,
tra két qua qua thu dién tr hodc
gui tin nhin hen tra két qua qua
dién thoai di dong cho nguoi co
yéu cau (néu ngudi co yéu cau
lwa chon hinh thic ndép hd so
truc tuyén).

Sau khi tiép nhan ho so theo hinh
thirc ndp truc tiép, cong chirc
TN&TKQ thuc hién sé héa (sao
chup, chuyén thanh tai liéu dién
tir trén hé thong thong tin, co s
dir liéu) va ky sb vao tai liéu, hd
so giai quyét thu tuc hanh chinh
da duoc s6 hoa theo quy dinh.

Cong chuc
TN&TKQ

Gio hanh
chinh

Mau 01, 02, 03
(néu co), 03, 06
va hd so theo
muc 2.3
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B2

Chuyén hd so cho Van phong
HDND-UBND d¢ xu ly.

Cong churc
TN&TKQ

02 gid

Mﬁu 01, 05 va
ho so kém theo

B3

Phan cong cong chuc xtr ly ho
SO.

Lanh dao
Vian phong

04 gio

Mau 05 va hd so
kem theo

B4

B4.1. Xem xét, xir 1y hd so:

- Truong hop hd so can bo sung,
hoan thién hodc khong du diéu
kién giai quyet phai tir chéi thi
guri thong bao vé tinh trang hd Y
té1 Trung tam Phuc vu HCC cap
x4 dé thong bao cho ngudi nop
hd so;

- Truong hop can phai kiém tra,
xac minh 1am 1o hodac do nguyén
nhan khiac ma khong thé tra két
qua dung thoi gian da hen thi lap
Phiéu xin 18i va hen lai ngdy tra
két qua, trong d6 néu rd 1y do
cham tra két qua va thoi gian hen
tra két qua, chuyén Trung tdm
Phuc vu HCC cép xa dé tra cho
nguoi co yéu cau (néu ngudi co
yéu cau lya chon hinh thtrc ndp
hd so truc tiép), hodc giri Phiéu
xin 18i va hen lai ngay tra két qua
qua thu dién tir hodc giri tin nhan
qua dién thoai di dong cho nguoi
co yéu cau (néu nguoi co yéu
cau lya chon hinh thire nop hd so
truc tuyén).

- Néu du diéu kién:

+ Truong hop tiép nhan hd so
theo hinh thic truc tiép: Thuc
hién viéc ghi vao SO dang ky két
hon, cap nhét thong tin dang ky
lai két hén va luu chinh thirc trén
Phan mém dang ky, quan 1y ho
tich dién tir dung chung.

+ Truong hop tiép nhan hod so
theo hinh thirc truc tuyén: Gui lai

Cong chirc
xtr 1y ho so

02 ngay
lam viéc

Miu 04 (néu
c0), 05; Du thao
Gidy ching
nhan két hon
hodac Du thao
Vian ban thong
bdao khong du
diéu kién ding
ky lai két hon
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biéu miu Gidy chimg nhan két
hén dién tir v6i thong tin day du
cho nguoi yéu ciu qua thu dién
tir hogc thiét bi so.

Nguoi yéu cau cé trach nhiém
kiém tra tinh chinh xac, day du
clia cac thong tin trén biéu miu
Gidy ching nhan két hon dién tir
va x4c nhan (t6i da mot ngay).
Néu nguoi c¢d yéu ciu xac nhan
thong tin da thong nhét, day du
hodc khong c6 phan hdi sau thoi
han yéu cau thi thuc hién viéc
ghi vao S6 diang ky két hon, cap
nhat thong tin dang ky lai két
hén va luu chinh thic trén Phan
mém dang ky, quan 1y ho tich
dién t&r dung chung.

- Néu khéng du diéu kién: Dy
thao van ban thong bao khong du
diéu kién;

Trinh Lanh dao, chuyén t&i B7.

B4.2. Truong hop viéc dang ky
két hon truge day thuc hién tai
Uy ban nhén dan cap xa hoac Sé&

Tu phap thi du thao van ban dé | Cong chue 01 nad Vin ban dé nghi
nghi Uy ban nhan déan cap x&/S¢ | xu 1y ho so 93Y" | xac minh
Tu phap noi dang ky két hon
trudc day kiém tra, xac minh vé
viée luu gitr s6 ho tich.
Uy ban nhan dan cép xi hoic S& U~B NI? cap \ Van ban tra 101
BS5 e e 1 Ay e xa hoac S¢ | 20 ngay L
Tu phép tra 161 két qua xac minh. , xac minh
Tu phép
, Mau 05 va Dy
Sau khi co két qua xac minh thao Gidy chtng
hoac hét thoi han dé nghi ma| ) nhin két hon
B6 | khong nhan dugc van ban tra 16i: qun,g Cl}u’c 0lngdy |hoic du thao
xur 1y ho so ' '

Thuc hién nhu B4.1
Lanh dao, chuyén toi B7.

Véan ban thong
bao khong du
diéu kién
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- THuy
- TH uy quyén: Chanh Vin , quyén: 02 | MAu 05 va Gidy
phong HDND-UBND ky du thao | - MM | ngay 1am | ching nhan két
két qua giai quyet thu tuc hanh Vén phong viéc; hon hodc Vin
B7 | chinh, chuyén dén budc B9. HDND- -TH |ban thong bao
UBND - o A 2 A
- TH khéng ty quyén: Lanh dao Lanh dao | Khonguy khAOHg ~du C’hel,l
Vin phong ky nhdy, chuyén dén Vin pho quyén: 01 |kién da ky/ky
phong A ,
buéc B8 ngay lam | nhay
viéc
Mau 05 va Gidy
Lanh dao chimg nhan két
gg |KY két qua giai quyét thi tuc| UBNDcap | 01ngay |hon hodc Vin
hanh chinh. Xa lam viéc | ban thong bao
cp xa khong du diéu
kién
Mau 05, 06 va
Gidy ching
Phét hanh van ban va tra két qua nhan két hon
B9 | cho cho Trung tam Phuc vu HCC | Van thu 02 gid6 | hoac Van ban
cap Xa. thong bao
khong du diéu
kién
R , Mau 01 kém
v 7 Cong chuc Gidv chime nha
Chuyén nguoi dan ky S8, ky tén | Tuphap- | .. .. ,ay cuumg nhan
B10 | vio Gidy chimg nhan két hon va| Ho tichy | 010 hanh ket hon - hoac
C A A . chinh | Van ban thong
trd két qua. Cong chtic bdo khong di
TN&TKQ didu kién
* Truong hop dén hen nhung chua c6 két qua, trong thoi gian cham nhat 01
ngay trudc ngay hét han xu Iy tra két qua, Cong chirc xtr Iy hd so trinh Chanh
Vin phong HDND-UBND (néu uy quyén)/Linh dao UBND cip xi (néu
khong iy quyén) ban hanh phiéu xin 15i va hen lai ngay tra két qua dé giri cho
td chirc, c4 nhan.
3 | BIEUMAU

Mau 01

Gidy tiép nhan ho so va hen tra két qua
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@j

MAu 01.docx

Phiéu y€u cau bd sung hoan thién ho so

Mau 02 Iﬂj
Mau 02.docx
Phiéu tir chéi tiép nhan giai quyét ho so
Mau 03 IEJ
Mau 03.docx
Phiéu xin 15i va hen lai ngay tra két qua
Mu 04 -
M3&u 04.doc
Phiéu kiém soat qua trinh giai quyét hd so
Mau 05 Iﬂj
Mau 05.docx
S6 theo ddi ho so
Mau 06 IEJ
Mau 06.docx
BM.HT.14.01 mm@nmc
To khai diang ky lai két hon
Mau ho tich dién tir twong tac dang ky lai két hon (néu
BM.HT.14.02
. BMLHT.14.02_doc
ndp ho so theo hinh thirc truc tuyén)
HO SO LUU

Mau 01; 02, 03, 04 (néu ¢6), 06 luu tai Trung tam Phuc vu HCC cép x3. Mau
01, 05 Iuu theo ho so;
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- Ho6 so dau vao theo muc 2.3;

- | S6 dang ky két hon;

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

- Vién ban dé nghi x4c minh; Van ban tra 161 x4c minh (néu co);

Hb so duoc luu tai Van phong HDND-UBND, thoi gian luu trir thye hién luu theo
quy (;ﬁnh‘cfla Lu,élt Ho tich va cac van ban huc’wpg dan thi hanh. Sau khi hét han,
chuyén ho so xuong don vi luu trir cia UBND cap xa va luu trit theo quy dinh hién
hanh.

15. Thu tuc dang ky khai tir

1 |KY HIEU QUY TRINH QT.HT.15

2 | NOI DUNG QUY TRINH

Piéu kién thue hién TTHC:

21 Khong

2.2 | Cach thirc thue hién TTHC:

- Thu tuc nay du dieu kién thuc hién dich vu cong truc tuyén toan trinh.

- Nguoi yéu cau diang ky khai ttr truc tiép thuc hién hoic uy quyén cho nguoi
khac thuc hién nop ho so truc tiép tai Trung tm Phuc vu HCC cap x4, gui
qua hé théng buu chinh hoic nop hod so truc tuyén tai Cong Dich vy cong
Qudc gia (https://dichvucong.gov.vn) hoic Ung dung dinh danh quéc gia.

- Nép tai Trung tam Phyc vy Hanh chinh cong tinh Ha Tinh - S6 024, dwong
Nguyén Chi Thanh, phwong Thanh Sen, tinh Ha Tinh dé thuc hién phi dia
gidi hanh chinh,

Ban

. Ban sao
chinh

2.3 | Thanh phan hd so, bao gom:

- To khai dang ky khai tir theo mau BM.HT.15.01 (néu
nguoi co yéu cau lya chon ndp hé so theo hinh thirc truc X
tiép hodc giri ho so qua Dich vu buu chinh cong ich);

- Mau ho tich dién tu tuwong tac dang ky khai tr (do
nguoi yéu cau cung cap thong tin theo huong dan trén
Cong dich vu cong, néu nguoi co yéu cau lya chon ndp
ho so theo hinh thirc truc tuyén);

- Nguoi co yéu cau dang ky khai tir thuc hién viéc nop/xuat trinh (theo hinh
thire truc tiép) hodc tai 1én (theo hinh thire truc tuyén) cac gidy to sau:

* Gidy to phai nop:
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- Glay bao tr hodc gidy to thay Gidy bao tir do co quan
c6 tham quyen cap. Truong hop nguoi yéu cau di nop
ban dién tor Gidy bao tir hoic co quan dang ky ho tich da
khai thac dugc dir liéu dién tir co ky s6 cua Gidy bao tir
thi khong phai ndp ban gidy.

Truong hop UBND cap x4 ¢o tham quyen dang ky khai
tr dong thoi c6 trach nhiém cap Gidy bao tir thi khong
thie hién cip Gidy béo tir - gidy to phai ndp khong yéu
cau thanh phan nay.

- Glay to, tai liéu, chimg cr do co quan, t6 chirc c6 thAm
quyén cap hodc xac nhan hop 1é chirmg minh su kién chét
dbi véi truong hop dang ky khai to cho nguoi chét da
1au, khong c6 Gidy bao tir hodc gidy td thay thé Gidy bao
tur.

- Gidy to ching minh thudc gia dinh c6 cong vdi cach
mang, nguoi thudc ho ngheo, nguoi khuyet tat (néu co);

- Van ban uy quyén (dugc chimg thuc) theo quy dinh cua
phap luat trong truong hop ty quyén thyuc hién viée ding ky
khai tir. Truong hop nguoi c6 trach nhiém dang ky khai tur
iy quyén cho ngudi khac thue hién viée ding ky khai tir ma
nguoi dugce uy quyén la 6ng, ba, cha, me, con, vo, ché)ng,
anh, chi, em rudt cia ngudi Gy quyén thi vin ban Gy quyén
khong phéi chimg thuec.

* Gidy to phai xuat trinh:

- HO chiéu/Thé cin cudc cong dan/Thé can cude/Can
cudc dién tir/Gidy ching nhan can cudce hodc cac gidy to
khac c¢6 dan anh va thong tin ca nhan do co quan c6 tham
quyén cip, con gia tri st dung dé chimg minh vé nhan
than ciia ngudi c6 yéu cau ding ky khai tir khi lam thu
tuc tryuc tiép tai co quan ding ky ho tich.

Truong hop gidy to tiy than si dung la: Hé chiéu, Thé
can cuoc, Can cwéc cdng dan, Gidy ching nhdn can
cu6c thi nguoi ¢6 yéu cdau dang ky hg tich chi can cung
cap théng tin s dinh danh cd nhan hodc théng tin ve
gidy to (s6, ngaylthdng/nam cdp), co quan ding ky hé
tich co trach nhiém tra cuu thong tin thong qua két noi
voi Co so dir lieu ho tich dién tu, Co so dif liéu quoc gia
vé dan cuw hodc co s¢ dir liéu khdc cé lién quan dé doi
chiéu, khai thdac dir liéu.

Truong hop khong khai thdac dwoc thong tin hodac thong
tin khai thdc dwoc khéng day di, khéng chinh xdc thi co
quan déing ky hé tich yéu cau ngwoi di dang ky hé tich
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xudt trinh ban chinh gidy to @é chimg minh, dong thoi dé
nghi nguoi di dang ky hé tich cdp nhat, diéu chinh théng
tin trong cac co so dit liéu theo quy dinh cua phap luat.
Truong hop céc thong tin ¢4 nhan trong cc gidy tO ndy
da c6 trong CSDLQGVDC, CSDLHTPDT, duoc hé thong
dién tu dong thi khong phai tai 1én (theo hinh thirc truc
tuyén);

- Giéy to chimg minh noi cu tra cudi cing ciia ngudi chét
dé xac dinh tham quyen trong truong hop co quan dang ky
ho tich khong thé khai thac dugc thong tin vé noi cu tri
ctua cong dan theo cac phuong thitc quy dinh tai khoan 2
Piéu 14 Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022
ctia Chinh phi.. Truong hop cac thong tin vé gidy to ching
minh noi cu tra da duoc khai thac tir CSDLQGVDC bang
cac phuong thic ndy thi ngudi yéu cau khong phai xuat
trinh (theo hinh thuc truc tiép) hodc tai 1én (theo hinh thirc
truc tuyén).

- Trudng hop khong xac dinh duge noi cu tra cudi cing
ciia ngudi chét thi xuat trinh gidy to ching minh noi
ngudi d6 chét hodc noi phat hién thi thé ciia ngudi chét.
Truong hop giri hd so qua hé théng buu chinh thi phai
giri kém theo ban sao c6 chtng thuc cac gidy to phai xuat
trinh néu trén.

*Luuy

- C4 nhan c6 quyén lya chon thuc hién thu tuc hanh chinh vé ho tich tai co
quan dang ky ho tich noi cu tra; noi cu tra cia ca nhan dugc xac dinh theo
quy dinh ctia phap luat vé cu tra. Truong hop ca nhan lya chon thuc hién tha
tuc hanh chinh vé ho tich khéng phai tai Uy ban nhan dan cap xi noi thuong
trd hodc noi tam trd thi Uy ban nhan dan cip xa noi tiép nhan yéu cau c6
trach nhiém hd trg ngudi dan nop hé so dang ky ho tich truc tuyén dén ding
co quan c6 tham quyén theo quy dinh.

- Trong thoi han 15 ngay ké tir ngay c6 nguoi chét thi vo, chong hoac con,
cha, me hodc ngudi than thich khac cia nguoi chét c6 trach nhiém di dang ky
khai tir; truong hop nguoi chét khong co ngudi than thich thi dai dién cia co
quan, t6 chuc, ca nhan lién quan c6 trach nhiém di khai tu.

- P6i vai gidy to nop, xuat trinh néu ngudi yéu cau nop ho so theo hinh thic
truc tlep

+ Nguoi yéu cau ding ky h¢ tich co the nop ban sao dugc chang thyc tir ban
chinh hodc ban sao dugc cip tir s6 goc (sau day goi la ban sao) hodc ban
chup kém theo ban chinh, ban dién ttr cac gidy to ndy, bao gom ca gidy to
duoc tich hop, hién thi trén Ung dung dinh danh dién tir (VNelD).

Truong hop ngu’orl yBu cau nop ban chup kem theo ban chinh gidy to thi
ngudi tiép nhan co trach nhiém kiém tra, ddi chiéu ban chup vai ban chinh va
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ky xac nhan, khong dugc yéu cau nop ban sao giay to do.

Déi voi glay to xuat trinh khi ding ky ho tich, nguoi tiép nhan c6 trach
nhiém kiém tra, d4i chiéu, ghi lai thdng tin hozc chup lai, ky xac nhan dé luu
trong hd so va tra lai cho ngudi xuat trinh, khong dugc yéu cau nop ban sao
hoac ban chup giay to do.

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

Nguoi tiép nhan hd so thuc hién khai thac théng tin trong CSDLQGVDC
theo quy dinh phép luat néu nguoi yéu cau dang ky ho tich di cung cap ho,
chir dém, tén; ngdy, thang, nam sinh; sé dinh danh c& nhan/thé cin cuéc cong
dan/thé can cude/can cude dign tir. Truong hop cac thong tin can khai thac
khong co trong CSDLQGVDC thi dé nghi nguoi yeu cau ké khai day du.

- Pbi voi gidy to giri kém theo néu nguoi yéu cau nop ho so theo hinh thic
tryc tuyén:

+ Ban chup céc giay to giri kém theo ho so dang ky khai tir truc tuyén phai
bao dam ro nét, day du, toan ven vé noi dung, 1a ban chup bang may anh,
dién thoai hodc duoc chup, duoc quét bang thiét bi dién tu, tir gidy to dugc
cap hop 18, con gla tri st dung.

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

- Trudng hop nguoi yéu cau dang ky ho tich lva chon nhan két qua tai Trung
tm Phuc vu HCC cap xa thi nguoi yéu cau dang ky ho tich phai xuat trinh
gidy to tuy than, nop cac gidy to 1a thanh phan ho so theo quy dinh; Truong
hop ngudi yéu cau dang ky h¢ tich khdng lya chon nhén két qua tai Trung
tam Phuc vu HCC cép x4 thi ngudi yéu cau dang ky ho tich nop cac gidy to
la thanh phan ho so theo quy dinh truge khi nhan két qua.

- Truong hop ngudi yéu cau dang ky ho tich khdng cung cap duoc gidy to
theo quy dinh hoac gidy to nop, Xuat trinh bi tay x0a, sua chira, lam gia thi co
quan dang ky ho tich ¢ tham quyén hay bo két qua dang ky ho tich.

- Gidy to do co quan c6 thAm quyén ciia nudc ngoai cap, cong ching hoic
xac nhan dé st dung cho viéc dang ky hd tich tai Viét Nam phai dugc hop
phap hoéa lanh su theo quy dinh ctia phap luat, trir truong hop duoc mién theo
diéu udc qudc té ma Viét Nam 1a thanh vién.

2.4 | S6 lwgng hd so: 01 bo.
Thai han giai quyét

2.5 | Ngay trong ngay tiép nhan yéu cau, trudng hop nhan ho so sau 15 gi6 ma
khong giai quyét dugc ngay thi tra két qua trong ngay lam viéc tiép theo.
Dia diém tlep nhan hé so va tra két qua giadi quyet TTHC:

26 | Trung tdm Phuc vu HCC cip xa.

- Trung tam Phuc vu hanh chinh cong tinh dé thue hién phi dia gioi hanh
chinh.
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- Cong Dich vu cong Qudc gia https://dichvucong.gov.vn.
- Ung dung dinh danh quéc gia.

Co quan thuc hién:
- UBND cép x4 noi cu tri cudi cling ctia nguoi chét;
- UBND cap x4 noi nguoi d6 chét hodc noi phat hién thi thé nguoi chét trong

2.7 | truong hop khong xac dinh dugc noi cu tra cudi cung ctia ngudi chét.

Co quan co tham quyen quyet dinh: UBND cap Xa.
Co quan dwore iy quyén: Khong.
Co quan phdi hop: Co quan quan Iy Co so dit liu Qudc gia vé dan cu.

2.8 | P6i twong thwe hién TTHC: Cé4 nhan
Két qua giai quyét TTHC:

- Ho so du diéu kién:
+ Trich luc khai tu (ban chinh); ban sao Trich luc khai tur (truong hop yéu
cau cap ban sao Trich luc khai tu).

2 g |1 Bandién tir Trich luc khai tir (Ban dién tir s€ tu dong gui vé Kho quén ly
dir lié}l dién tir cia ca nhén/dia chi thu dién tir/thiét b1 s6/dién thoai cua ngudi
y€u cau sau khi da hoan tat thu tuc dang ky khai tir tai co quan dang ky hd
tich).

- H6 so khong du diéu kién: Vian ban thong bao khong du diéu kién dang ky
khai tir.

2.10 | Quy trinh xir ly cong viéc

TT Trinh tuw TréCh Th0'1 x Bié;u X

: nhiém glan | mau/Ket qua

1. Tiép nhan ho so truc tiép tir ca

nhan hodc tir Dich vu buu chinh cong

ich hodac trén Cong Dich vu cong

Quéc gia (https:/dichvucong.gov.vn)

hodc Ung dung dinh danh quéc gia.

2. Cong churc tiép nhan kiém tra hod

SO x

- NéuAhc‘A) so:chu:a ;iﬁy dl:l hoéf: khér}g Cépg Gio ggau(né')i’ C(()'sz
Bl |hop 1&: Huéng dan hodc thong bdo| chuc hanh | 0 c 2 18 sor

bang vin ban cho ca nhin bd sung, | TN&TKQ | chinh
hoan thién ho so. Truong hop khong
bd sung, hoan thién dwoc ho so thi
thong bao tir chdi giai quyét ho so.

- Néu hd so déy du, hop 1¢: Lam thu
tuc tiép nhan ho so va thu phi, 1¢ phi
theo quy dinh. Néu tlep nhan hd so
sau 15 gio thi goi Phiéu hen, tra két

theo muc 2.3
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qua cho ngudi cd yéu cau trong ngly
lam viéc tlép theo hodc giri tin nhin
hen tra két qua qua dién thoai di dong
cho nguoi co yéu cau (néu nguoi co
yéu cau lya chon hinh thirc ndp ho so
truc tuyén).

Sau khi tiép nhan hd so theo hinh thirc
nop truc tiép, Cong chic tiép nhan
thuc hién sd hoa (sao chup, chuyén
thanh tai liéu dién tr trén hé thong
thong tin, co s& dit lidu) va ky sb vao
tai liéu, ho so giai quyét tha tuc hanh
chinh da duoc s6 hoa theo quy dinh.

Chuyén Lanh dao Van phong HDND- C0|’1g " Mau 05 va Ho

B2 UBND chtrc 01 gid | so theo muc
TN&TKQ 2.3

~ - \ Lanh dao Mau 05 va Ho

B3 Lanh dao Van phong HDND-UBND Vin 01 gis | so theo muc

phéan cong cong chue xtr 1y ho so

phong

2.3
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Kiém tra, xem xét ho so, trudng hop
khong phai xac minh:

- Trudng hop du diéu kién: thyc hién
viéc ghi vao S6 dang ky khai tir, cap
nhat thong tin dang ky khai tir va luu
chinh thitc trén Phan mém dang ky,
quan 1y ho tich dién tir dung chung.
Truong hop tiép nhan hd so ding ky
khai tir theo hinh thirc truc tuyén, cong
chirc tu phép - ho tich gui lai biéu mau
Trich lyc khai tir dién tir voi thong tin
day du cho nguoi yéu cau qua thu dién
tir hodc thiét bi so.

Nguoi yéu cau co trach nhiém kiém tra

Mau 05; Dy
thao Trich luc
khai tir hoac
du thao van

tinh chinh x4c, day du cua cac thong tin f,on% Eir} th(iinqg dl?e‘}o
B3 | trén biéu mau Trich luc khai tir dién tur cnue uA 03 gio .P ngA’ Y }eu
va xac nhan (téi da mot ngay) phap - Ho kién cap trich
, il . ' tich luc khai tu;
Néu nguoi co yéu cau xac nhan thong Vin ban Xac
tin da thong nhat, day du hodc khong minh; Vin
c6 phan hoi sau thoi han yéu cau thi ban tra 101 xéc
cong chire tu phap - ho tich thue hién minh (néu co)
viéc ghi ndi dung vao So6 dang ky khai
tu, cap nhat thong tin dang ky khai tir
va luu chinh thtc trén Phan mém
dang ky, quan ly ho tich dién tir dung
chung.
- Truong hop khong du diéu kién: Dy
thao van ban thong bao khong du diéu
kién cép trich luc khai tir.
In dy thao két qua giai quyét thu tuc
hanh chinh, chuyén budc B4
‘ -Chanh | - TH iy | Méau 05; Trich
- TH uy quyén: Chanh Van phong Vian quyén: |lyc khai to
HDND-UBND ky du thiao két qua| phong | 02 gid; |hodc Vin ban
B4 giai quyét thi tuc hanh chinh, chuyén | HPND- -TH |thong béo
dén budc B6. UBND; | khéng |khong du diéu
- TH khéng ty quyén: Lanh dao Van | - Lanh dao uy | kién diang ky
phong ky nhay, chuyén dén budc B3 Vin quyén: |khai to da
phong 01 gio | ky/ky nhay
BS Ky két qua giai quyét thu tuc hanh LSIglNdDaO 01 giv i\ljl[?u (l)i’a;rn:g

chinh cho cong dan.

cap xa

hoac Van ban
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théng bao
khong du diéu
kién dang ky
khai tir

B6

Mau 05, 06;
Trich luc khai
Van thu tdr hoac Van
UBND 01 gi0 | ban thong bao
cap xa khong du diéu
kién dang ky
khai tir

Phat hanh van ban va tra lgé't qua cho
Trung tam Phuc vu HCC cap xa.

B7

Mau 01, 06;
Trich luc khai
Cong Gio |tor hoac Van
chuc hanh | ban thong bao
TN&TKQ | chinh |khong du diéu
kién dang ky
khai tir

Tra trich luc khai tr hoac Van ban
thong bao khong du diéu kién dang ky
khai tr cho cong dan, thu I¢ phi theo
quy dinh (néu co).

* Truong hop ho so khong xtr 1y dugc trong ngay lam viéc hodc trong ngay
lam viéc tiép theo (d6i voi hod so nhan sau 15 gid), trong ngay hen tra két qua,
Cong chuc xu ly hé so trinh Chanh Van phong HDND-UBND (néu uy
quyen)/Lanh dao UBND cap xa (néu khong ty quyén) ky ban hanh phiéu xin
16i va hen lai ngay tra két qua dé gri cho ca nhén.

* Trudng hop ho so can xac minh: Néu qua han xu 1y, trong thoi gian chdm
nhat 01 ngdy trudc ngay hét han xir 1y, Cong chue xur ly ho so trinh Chanh
Vin phong HDND-UBND (néu uy quyen)/Lanh dao UBND cap xa (neu
khong ty quyén) ky ban hanh phiéu xin 16i va hen lai ngay tra két qua dé giri
cho cé nhan.

BIEU MAU

EB

Mau 01 M3u 01.docx

Giéy tiép nhéan ho so va hen tra két qua
]

Mau 02 M3u 02.docx

Phiéu yéu cau bd sung hoan thién ho so
=

Mau 03 MAu 03.docx
Phiéu tir choi tiép nhan gidi quyét ho so




185

o)
Mau 04 ) 3 ) MAau 04.docx
Phiéu xin 161 va hen lai ngay tra két qua
=
Mau 05 ) 7 o MAu 05.docx
Phiéu kiém soat qué trinh gidi quyét ho so
=
Mau 06 q ‘ M3u 06.docx
S6 theo doi ho so
BM.HT.15.01.doc
BMHT.IS.01 o khai dang ky khai tir (néu ndp truc tiép)
Mau hé tich dién tir twong tac ding ky khai tr (néu nop hod
BM.HT.15.02 BM_HT.15.02.doc
so theo hinh thirc truc tuyén).
4 |HOSOLUU:

Mau 01; 02, 03, 04 (néu co6); 06 luu tai Trung tAm Phuc vu HCC cép xi. Mau

01, 05 luu theo hd so;

Ho6 so dau vao theo muc 2.3;

S6 dang ky khai tu;

Vin ban thong bao khong du diéu kién dang ky khai tir (néu c6); Vin ban dé
nghi xac minh (néu co) Vin ban tra 10i xac minh (néu c6);

HO so duoc lvu tai UBND cap x4, thot gian luu trix $O dang ky khai tir 1a vinh vién,
con cac giay to khac thuc hién luu theo quy dinh cua Luat Ho tich va cac van ban
hudong dan thi hanh.

16. Thi tuc ding ky khai tir c6 yéu té nwéc ngoai

1 | KY HIEU QUY TRINH QT.HT.16
2 | NOIDUNG QUY TRINH
2.1 | Piéu kién thuc hién TTHC:

Khong.
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2.2

Cach thure thuc hién TTHC:

- Thu tuc nay da diéu kién thyc hién dich vu cong truc tuyén toan trinh.

- Ngudi yéu cau dang ky khai tu truc tiép thuc hién hoic uy quyén cho nguoi
khac thuc hién ndp ho so truc tlep tai Trung tdm Phyc vu HCC cap x4, gui qua
hé théng buu chinh hodc ndp hd so truc tuyén tai Cong Dich vu cong Qudc
gia (https://dichvucong.gov.vn) hodc Ung dung dinh danh qudc gia.

- Nép tai Trung tdm Phyuc vy Hanh chinh cong tinh Ha Tinh - Sé 024, dwong
Nguyén Chi Thanh, phwong Thanh Sen, tinh Ha Tinh dé thuc hién phi dia gidi
hanh chinh.

2.3

Ban Ban

Thanh phan ho so, bao gom: chinh | sao

To khai dang ky khai tr, theo mau BM.HT.16.01 (néu
nguoi c6 yéu cau lya chon ndp hd so theo hinh thire truc X
tiép hodc giri ho so qua dich vu buu chinh cong ich);

Mau ho tich dién tu twong tac dang ky khai tir (do nguoi
yéu cau cung cap thong tin theo hudng dan trén Cong Dich
vu cong, néu nguoi co yeu cau lwa chon ndp hd so theo
hinh thirc truc tuyén);

Nguoi ¢6 yéu cau ding ky khai tir thue hién viée ndp/xuat
trinh (theo hinh thirc tryc tiép) hodc tai 1én (theo hinh thirc
tryc tuyén) cac gidy to sau:

* Gidy to phai nop:

Gidy bao tir hodc gidy to thay Gidy bao tir do co quan c6
thaAm quyén cip. Truong hop ngudi yéu cau di ndp ban
dién tir Gidy bao tir hodc co quan ding ky ho tich di khai
thac duoc dir liéu dién tir c6 ky sd cua Gidy bao tir thi
khong phai ndp ban gidy.

Giéy td, tai lidu, ching ¢ do co quan, to chirc c6 tham
quyén cap hodc xac nhan hop 1& chirmg minh sy kién chét
dbi voi truong hop dang ky khai tir cho nguoi chét da 1au,
khong co Gidy bao tir hodc gidy to thay Gidy bao tir;

Vin ban uy quyén (dugc chimg thuc) theo quy dinh cua
phap luat trong truong hop uy quyén thuc hién viéc ding
ky khai t. Truong hop nguoi co6 trach nhiém dang ky khai
tir iy quyén cho ngudi khac thyc hién viée ding ky khai tur
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ma nguoi dugc uy quyén la ong, ba, cha, me, con, vo,
chong, anh, chi, em rudt ctia ngudi uy quyén thi van ban uy
quyén khong phai chung thuec.

Gidy to chimg minh thudc gia dinh c6 cong véi cach mang;
nguoi thudc ho nghéo; nguoi khuyét tat (néu co);

* Gidy to phai xut trinh:

- Ho chiéu/Thé cin cudc cong dan/Thé cin cude/Can cude
dién ta/Gidy ching nhan cin cudc hodc cac gidy to khac co
dan anh va thong tin ca nhan do co quan co thAm quyén
cap, con gia tri s dung dé ching minh vé nhan than cia
nguoi c6 yéu cau dang ky khai tir khi lam thi tuc tryc tiép
tai co quan dang ky ho tich.

Truong hop gidy to tuy than si dung la: Hé chiéu, Thé cdn
cuoc, Can cuoc cong dan, Gidy ching nhdn can cudc thi
nguoi €6 yéu cau dang ky hé tich chi can cung Cap thdng
tin s6 dinh danh cd nhan hodc théng tin vé gidy to (o,
ngay/thang/nam cdp), co quan dang ky hé tich c6 trach
nhiém tra ciwu théng tin thong qua két néi véi Co so dir liéu
ho tich dién tu, Co so dir liéu quéc gia vé dan cw hodc co
s& dir liéu khdc 6 lién quan dé doi chiéu, khai thac dir lidu.
Truong hop khong khai thac dwoc thong tin hodac thong tin
khai thac dwoc khéng ddy di, khéng chinh xdc thi co quan
dang ky hé tich yéu cau nguoi di dang ky hé tich xudt trinh
ban chinh gidy to dé chimg minh, dong thoi dé nghi nguwoi
di dang ky ho tich cdp nhdt, diéu chinh théng tin trong cdc
co so dit liéu theo quy dinh cua phap ludt.

Trudng hop cac thong tin c4 nhan trong cac gidy to nay da
¢6 trong CSDLQGVDC, CSDLHTDT, dugc hé thong dién
tu dong thi khong phai tai 1én (theo hinh thuc truc tuyén);

- Gidy to co gia tri ching minh thong tin vé cu tri trong
truong hop co quan ding ky ho tich khong thé khai thac
duoc thong tin vé noi cu tra ctia cong dan theo cic phuong
thitc quy dinh tai khoan 2 Diéu 14 Nghi dinh s
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong
hop cac thong tin vé gidy to ching minh noi cu tri da duoc
khai thac tr Co s¢ dit liéu quoc gia Ve dan cu bang cac
phuong thirc ndy thi ngudi cd yéu cau khoéng phai xuét
trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thuc
tryc tuyén).
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Truong hop giri hd so qua Dich vu buu chinh cong ich thi
phai giri kém theo ban sao ¢6 ching thuc cac gidy to phai
xuat trinh néu trén.

*Luuy

- Ca nhan c¢6 quyén lua chon thuc hién thu tuc hanh chinh vé h tich tai co
quan dang ky hd tich noi cu tr; noi cu tri cia cd nhan duogc xéc dinh theo
quy dinh cta phap ludt vé cu tra. Truong hop c nhan lwa chon thuc hién tha
tuc hanh chinh vé ho tich khong phai tai Uy ban nhan dan cip x4 noi thuong
tri hodc noi tam tr thi Uy ban nhan dan cip x4 noi tiép nhan yéu cau co trach
nhiém hd trg nguoi dan ndp hod so ding ky ho tich truc tuyén dén dung co
quan c6 tham quyén theo quy dinh.

- Péi voi gidy to ndp, xuat trinh néu nguoi yéu cau ndp hod so theo hinh thirc
tryc tiép:

+ Nguoi yéu cau dang ky ho tich co the ndp ban sao dugc chung thuc tir ban
chinh hodc ban sao duoc cip tir sd g (sau day goi la ban sao) hodc ban chup
kem theo ban chinh, ban dién tir cac gidy to nay, bao gdm ca gidy to duoc tich
hop, hién thi trén Ung dung dinh danh quéc gia.

Trudng hop ngudi yéu cau ndp ban chup kém theo ban chinh gidy to thi nguoi
tiép nhan c6 trach nhiém kiém tra, ddi chiéu ban chup véi ban chinh va ky xac
nhan, khong dugc yéu cau ndp ban sao gidy to do.

béi véi giéy t xuat trinh khi dang ky ho tich, nguoi tiép nhan c6 trach nhiém
kiém tra, d6i chiéu, ghi lai thong tin hodc chup lai, ky xac nhan dé luu trong
ho so va tra lai cho nguoi xuét trinh, khong duoc yéu cau nop ban sao hoac
ban chup gidy to do.

+ Nguodi 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 nguoi ding ky ho
tich ndp thém gidy to ma phap luat ho tich khong quy dinh phai nop.

Nguoi tiép nhan hd so thuc hién khai thac thong tin trong Co sé dit liéu quéc
gia vé dan cu theo quy dinh phéap luat néu nguoi yéu cau dang ky ho tich da
cung cép ho, chir dém, tén; ngay, thang, ndm sinh; s6 dinh danh c4 nhéan/thé
can cudc cong dan/thé can cudc/can cudc dién tir. Truong hop cac thong tin
can khai thac khong c6 trong Co so dit liéu qudc gia vé dan cu thi dé nghi
nguoi yéu cau ké khai day du.

- Trudong hop nguoi yéu cau dang ky ho tich lya chon nhan két qua tai Trung
tam Phyc vu hanh chinh cong thi nguoi yéu cau ding ky ho tich phai xuit
trinh/ngp cac gidy to 13 thanh phan hd so theo quy dinh; Truong hop nguoi
yéu céu dang ky ho tich khong lua chon nhan két qua tai Trung tdm Phuc vu
hanh chinh cong thi ngudi yéu cau ding ky ho tich ndp cac gidy to 1a thanh
phan hd so theo quy dinh trude khi nhan két qua.

- Trudng hop nguoi yéu cau dang ky ho tich khong cung cip dugc gidy to
theo quy dinh hodc gidy td ndp, xuat trinh bi tiy x6a, stra chita, lam gia thi co
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quan dang ky ho tich ¢ tham quyén hity bo két qua dang ky ho tich.

- Gidy to do co quan c6 thim quyén ctia nudc ngodi cap, cong chimg hoic xac
nhan dé st dung cho viéc diang ky ho tich tai Viét Nam phai dugc hop phap
hoa lanh sy theo quy dinh cua phap luat, trir truong hop dugce mién theo diéu
udc qudc té ma Viét Nam 1a thanh vién.

2.4 | S6 lwong hd so: 01 bo
Thoi han giai quyét: Trong ngay tiép nhan hd so. Truong hop nhan hd so sau
25 15 gio ma khong giai quyet duogc ngay thi tra két qua trong ngay lam viéc tiép
theo. Trong trudng hop can xac minh, thi thoi han giai quyét khong qua 03
ngay lam viéc.
Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
- Trung tam Phuc vu HCC cép Xa.
26 |” T rung tam Phuc vu hanh chinh cong tinh dé thuc hién phi dia gioi hanh
chinh.
- Cong Dich vu céng Qudc gia: https://dichvucong.gov.vn.
- Ung dung dinh danh quoc gia.
Co quan thue hién: Vin phong HDND-UBND cap xa.
Co quan cé thim quyén quyét dinh:
- Uy ban nhan dan cap xa noi cu tra cudi cung ciia nguoi chét thuc hién viéc
dang ky khai tir cho nguoi nude ngoai hodc cong dan Viét Nam dinh cu ¢
27 nu:éc ngoai chét tai V’iét Nam; ’ 7
- Uy ban nhén dan cap xa@ noi nguoi do chét hodc noi phat hién thi thé nguoi
chét thuc hién viéc dang ky khai tir trong truong hop khong xac dinh dugc noi
cu tri cudi cung cua ngudi chét.
Co quan dwore iy quyén: Khong.
Co quan phdi hop: Co quan quan Iy Co sé dit liéu Qudc gia vé dan cu.
2.8 | Poi twong thue hién TTHC: Cé nhan
Két qua giai quyét TTHC:
- Ho so du dicu kién:
+ Trich lyc khai tir (ban chinh); ban sao Trich lyc khai tir (truong hop yéu cau
29 cap ban sao Trich luc khai tir).

+ Ban dién tir Trich luc khai tir (Ban dién tir s& tu dong gui vé Kho quan 1y dit
liéu dién tir cia ca nhan/dia chi thu dién ti/thiét bi sé/dién thoai cia nguoi yéu
cau sau khi d4 hoan tat thu tuc diang ky khai tir tai co quan ding ky ho tich).

- H6 so khong di diéu kién: Van ban thong bao khong di diéu kién ding ky khai
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tu.

2.10

Quy trinh xir ly cong viéc

TT

Trinh tw

Trach
nhiém

Thoi
gian

Biéu mau/Ket
qua

Bl

Tiép nhan hd so:

1. Tiép nhan ho so.

- Tiép nhan ho so truc tiép tir ca
nhan hodc tor dich vu buu chinh
cong ich hodc trén Cong Dich vu
cong Quéc gia
(https://dichvucong.gov.vn)  hodc
Ung dung dinh danh quéc gia.

2. Can bo TN&TKQ kiém tra hd
SO

- Néu hd so chuwa diy du hoic
khong hop 1&: Huéng dan hoic
thong bao bang van ban cho cé
nhan bd sung, hoan thién hd so.
Truong hop khong bo sung, hoan
thién dugc ho so thi thong bao tir
chéi giai quyét ho so.

- Néu hd so day du, hop 18: Lam
tht tuc tiép nhan hd so va thu phi,
1¢ phi theo quy dinh. Néu tiép nhan
ho so sau 15 gio thi giri Phiéu hen,
tra két qua cho ngu:orl c6 yéu cau
trong ngay lam viéc tlep theo hoac
gui tin nhan hen tra két qua qua
dién thoai di dong cho ngudi co
yéu cau (néu nguoi co yéu cau lya
chon hinh thc nép hd so truc
tuyén).

Sau khi tiép nhan ho so theo hinh
thtc ndp truc tiép, cong chic
TN&TKQ thuc hién sé hoa (sao
chup, chuyén thanh tai liéu dién tu
trén hé thong thong tin, co s dit
liu) va ky sb6 vao tai liéu, hd so
giai quyét tha tuc hanh chinh da

Cong
chtc
TN&TKQ

Gio hanh
chinh

Mau 01, 02 (néu
cd), 05, 06 va
HO so theo muc
2.3
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duogc s hoa theo quy dinh.

B2

Chuyén cho Van phong HDND-
UBND dé xu ly.

Cong
chuc
TN&TKQ

1 gio

Mﬁu 01, 05 va
HO so kém theo

B3

Phan cong cong chuc xur Iy ho so.

Lanh dao
Van
phong

1 gio

Mau 05 va Hd
so kém theo

B4

B4.1. Kiém tra, xt Iy ho so:

- Truong hop hd so can bd sung,
hoan thién hodc khong du diéu kién
giai quyét, phai tr chéi thi gui
thong bao vé tinh trang hd so toi
Trung tim Phuc vu HCC cép xa dé
thong bao cho ngudi ndp ho so;

- Trudng hop can phai kiém tra,
xac minh lam r6 hodc do nguyén
nhan khac ma khong thé tra két qua
ding thoi gian da hen thi cong chic
lap Phiéu xin 15i va hen lai ngay tra
két qua, trong d6 néu rd 1y do cham
tra két qua va thoi gian hen tra két
qua, chuyen Trung tam Phuc vu
HCC cap xa dé tra cho nguoi co
yéu cau (néu nguoi co yéu cau lua
chon hinh thirc ndp ho so truc tlep),
hodc giri Phiéu xin 16i va hen lai
ngdy tra két qua qua thu dién tir
hodc gui tin nhén qua dién thoai di
dong cho ngudi co yéu cau (néu
ngudi c¢6 yéu cau lwa chon hinh
thirc ndp hd so truc tuyén).

- Néu du diéu kién: Vao S6 dang ky
khai tir, nhap dir liéu vao phan mém
ho tich, in du thao Trich luc khai
tr;

+ Truong hop tiép nhan ho so dang
ky khai tir theo hinh thirc truc tuyén
thi giri lai biéu mau Trich lyc khai
tir dién tir voi thong tin day du cho
ngudi yéu cu qua thu dién tir hodc

Cong
chue xu ly
ho so

02 gid

Miu 04 (néu
co), 05 va du
thao Trich luc
khai to¢ va du
thao Van ban
théng béo cho
Bd Ngoai giao
hodac du thao
Van ban thong
bao khong du
diéu kién ding
ky khai tir
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thiét bi so.

Ngudi yéu cau c6 trach nhiém kiém
tra tinh chinh xac, ddy du cua cac
thong tin trén biéu méiu Trich luc
khai tir dién tir va x4c nhan (t6i da
mot ngay).

Néu ngudi c6 yéu cdu xac nhin
thong tin d3 théng nhit, day du
hoic khong c6 phan hoi sau thoi
han yéu cau thi thuc hién viéc ghi
ndi dung vao SO ding ky khai ti,
cap nhat thong tin dang ky khai tu
va luu chinh thic trén Phan mém
dang ky, quan 1y h§ tich di¢én tu
dung chung.

- Néu khong du diéu kién: Du thao
van ban thong bao khong du diéu
kién dang ky khai tu;

Chuyén toi Budc BS.

B4.2. Truong hop phuc tap thi tién
hanh xac minh. Viéc xdc minh co

Mau 05; dy thao
Trich luc khai tir
va du thao Van
ban thong bao
cho B0 Ngoai
giao hodac du
thao van ban

:Ee ban van ban hodac di xac minh (?2 ngay thong b0

uc te. lam viéc n » g A
o , . khong dua diéu
Sau khi xac minh, thyc hién nhu kign dang ky
B4.1. khai tr ;Vin
ban dé nghj xéac
minh hodc bién
ban két qua xéc

minh

- TH uy quyén: Chanh Vin ph(‘)ng -Chanh | -THuy | Mau 05; Trich
HDND-UBND ky duy thao két qua Vin quyén: | luc khai tir; Van
giai quyet tha tuc hanh chinh, | phong 03 gio; | ban thong bao
B5 chuyen dén buéc B7. HDND- -TH cho B0 Ngoai
- TH khéng ty quyén: Linh dao| UBND - |khonguy | giao hodc Van
Vin phong ky nhdy, chuyén dén | Lanhdao | quyén: |ban thong bio
budc B6 Van 01 gi> | khong du dicu
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phong

kién dang ky
khai tir da ky/ky
nhay

B6

Ky cac du thao két qua giai quyét
TTHC.

Lanh dao
UBND
cap xa

02 gid

Mau 05; Trich
luc khai tir; Van
ban thong bao
cho B§ Ngoai
giao hoac Van
ban thong bao
khong du diéu
kién dang ky
khai tu

B7

Phat hanh vin ban va tra két qua
cho Trung tam phuc vu HCC

Van thu

1 gio

Mau 05, 06 va
Trich luc khai
tr; Van ban
thong bao cho
Bd Ngoai giao
hoac Van ban
thdng béo
khong du diéu
kién dang ky
khai ti.

B8

Tra két qua, thu phi, 1¢ phi theo quy
dinh (néu co).

Cong
chtrc
TN&TKQ

Gio hanh
chinh

Mau 01, 06 va
Trich luc khai tir
hoac van ban
théng béo
khong du diéu
kién dang ky
khai tir

* Truong hop hd so khong xur Iy dugc trong ngay lam viéc hodc trong ngay
lam viéc tiép theo (d01 v6i hd so nhan sau 15 giod), trong ngay hen tra két qua,
Cong chue xu ly hd so trinh Chanh Van phong HDND-UBND (neu uy
quyen)/Lanh dao UBND cép x3 (néu khong uy quyén) ky ban hanh phiéu xin
16i va hen lai ngay tra két qua dé giri cho to chirc, ¢4 nhan.

* Truong hop hd so qua han xt 1y, trong thoi gian cham nhat 01 ngdy trudc
ngay hét han xu 1y, Cong chirc xu ly hd so trinh Chanh Van phong HDND-
UBND (neu uy quyen)/Lanh dao UBND cép x4 (neu khong uy quyén) ban
hanh phleu xin 16i va hen lai ngay tra két qua chuyén sang Trung tim Phuc vu
HCC cép x3 dé guri cho t6 chtrc, ¢4 nhan.
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BIEU MAU
Gidy tiép nhan ho so va hen tra két qua
Miu 01 i)
Mau 01.docx
Phiéu yéu cau bd sung hoan thién hd so
Miu 02 )
Mau 02.docx
Phiéu tir chéi tiép nhan giai quyét ho so
Mau 03 'Ej
Mau 03.docx
Phiéu xin 16i va hen lai ngay tra két qua
Miu 04 )
Mau 04.docx
Phiéu kiém soat qua trinh giai quyét ho so
Mau 05 'Ej
Mau 05.docx
S6 theo ddi ho so
Mau 06 'Ej
Mau 06.docx
BM.HT.16.01.doc
BM.HT.16.01 To khai dang ky khai tur
BM.HT.16.02 Mau ho tich dién tir trong tac dang ky khai tir (néu ndp ho

so theo hinh thirc truc tuyén).
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]

BMLHT.16.02 doc

HO SO LUU

Mau 01; 02, 03, Q4 (néu c0), 06 luu tai Trung tdm Phuc vu HCC cép x3. Mau
01, 05 Iuu theo ho so;

H6 so dau vao theo muc 2.3;

S6 dang ky khai tir;

Vin ban thong bao khong du diéu kién ding ky khai tr (néu c6);

Vian ban dé nghi x4c minh; van ban xac minh (néu co);

Hb so duge luu tai Van phong HDPND-UBND, thoi gian luu trr thye hién luu theo
quy (jinh‘cfla Lu,at Ho tich va cac van ban huc')”ng dan thi hanh. Sau khi hét han,
chuyén ho so xuong don vi luu trit cia UBND cap xa va luu trir theo quy dinh hién

hanh.
17. Thu tuc dang ky lai khai tir
1 |KY HIEU QUY TRINH QT.HT.17
2 | NOIDUNG QUY TRINH
2.1 | Piéu kién thwe hién TTHC:
Viéc dang ky khai tur da dang ky tai co quan c6 tham quyén cta Viét Nam
trudc ngay 01/01/2016 nhung S6 dang ky khai tur va ban chinh Gidy ching
tu déu bi mat.
2.2 | Cach thirc thuc hién TTHC:

- Thu tuc nay du diéu kién thuc hién dich vu cong truc tuyén toan trinh.

- Ngudi yéu cau dang ky lai khai tir tryc tiép thuc hién hodc ty quyén cho
nguoi khac thuc hién viéc dang ky lai khai tir tai Trung tam Phuc vu HCC
cép xa hodc gui ho so qua hé théng buu chinh hodc nop ho so truc myén tai
Cong dich vu cong qudc gia (https://dichvucong.gov.vn) hoic Ung dung
dinh danh quéc gia.

- Ngp tai Trung tdm Phuc vu Hanh chinh céng tink Ha Tinh - Sé 02A,
duwong Nguyén Chi Thanh, phwong Thanh Sen, tinh Ha Tinh dé thyc hién
phi dia gioi hanh chinh.,
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2.3

Thanh phin hd so, bao gom:

Ban
chinh

Ban
Sao

To khai dang ky lai khai tir theo mau BM.HT.17.01 (néu
nguoi c6 yéu cau lya chon ndp hé so theo hinh thirc truc
tiép hodc giri ho so qua Dich vu buu chinh cong ich);

Mau ho tich dién tir twong tac ding ky lai khai tir, trong d6
c6 cam doan cac thong tin cung cip 13 dung su that, khong
con ban chinh Gidy chimg t/Trich lyc khai tir, d3 nop du
cac gidy to hién co va chiu hoan toan trach nhiém trudc
phap luat Ve ndi dung cam doan cua minh (do nguoi yéu
cau cung cap thong tin theo huong dan trén Coéng dich vu
cong néu nguoi co yéu cau lya chon ndp hd so theo hinh
thire truc tuyén);

Nguoi c6 yéu cau ding ky lai khai tir thuc hién viéc
nop/xudt trinh (theo hinh thire truc tiép) hodc tai 1én (theo
hinh thtc truc tuyén) cac gidy to sau:

* Gidy to phai nop:

Gidy chimg tir duoc cip hop 18 trude day. Néu khong cod
ban sao Giay chung tir thi ndp ban sao ho so, gidy to lién
quan c6 ndi dung chimg minh sy ki¢n chét;

- Van ban ty quyén theo quy dinh cia phap luat trong
truong hop Uy quyén thuc hién viéc dang ky lai khai tu.
Truong hop ngudi duoc Gy quyén 1a 6ng, ba, cha, me, con,
Ao chéng, anh, chi, em rudt cua nguoi uy quyén thi van
ban Gy quyén khong phai ching thuc;

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

* Gidy to' phai xuat trinh:

Ho6 chiéu/Thé cin cudc cong dan/Thé cin cude/Can cudce
dién tir/Gidy chting nhan cin cudc hodc cac gidy to khac co
dan anh va thong tin ca nhan do co quan c6 tham quyén
cap, con gia tri s dung dé chimg minh vé nhan than cua
ngudi co yéu cau dang ky lai khai tir khi 1am thi tuc tryc
tiép tai co quan dang ky ho tich.

Trwong hop gidy to tiy than si dung la: Hé chiéu, Thé can
cude, Can cuoc cong dan, Gidy ching nhdn can cudc thi
nguoi co yéu cau dang ky hé tich chi can cung Cap thdng
tin s6 dinh danh cd nhan hogc thdng tin vé gidy to (so,
ngay/thang/nim cdp), co quan dang ky hé tich c6 trach
nhiém tra cveu thong tin thong qua két néi véi Co so dir liéu
ho tich dién tw, Co so dw liéu quéc gia vé déan cur hodc co
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so dir liéu khdc c6 lién quan dé doi chiéu, khai thdc dir liéu.
Truong hop khong khai thdac duoc thong tin hodc thong tin
khai thac dwoc khong ddy du, khong chinh xdc thi co quan
dang ky ho tich yéu cau nguoi di dang ky ho tich xudt trinh
ban chinh gidy to dé chimg minh, dong thoi dé nghi ngu’o’z
di dang ky ho tich cdp nhdt, diéu chinh théng tin trong cdc
co so dir liéu theo quy dinh cua phap ludt.

Truong hop cac thong tin ca nhan trong cac gidy to nay da
c¢6 trong CSDLQGVDC, CSDLHTDT, duoc hé thng dién
tur dong thi khong phai tai 1én (theo hinh thic tric tuyén);

*Luuy

- Ca nhan co quyén lua chon thuc hién thu tuc hanh chinh vé hé tich tai co
quan dang ky hd tich noi cu tra; noi cu tri ciia cd nhan dugc xéac dinh theo
quy dinh cua phéap ludt vé cu tra. Truong hop ¢4 nhéan lya chon thyc hién
thil tuc hanh chinh vé ho tich khong phai tai Uy ban nhan dan cap xi noi
thuong tri hodc noi tam tra thi Uy ban nhan dan cap xa noi tiép nhan yéu
cau c6 trach nhiém hd trg nguoi dan nop ho so dang ky ho tich truc tuyén
dén dung co quan c6 thAm quyén theo quy dinh.

- D6i v6i gidy to ndp, xuét trinh néu nguoi yéu cau ndp ho so theo hinh thirc
truc tiép:

+ Ngudi yéu cau dang ky ho tich co thé ndp ban sao dugc chirng thyc tir ban
chinh hodc ban sao duoc cip tir s6 gbc (sau day goi la ban sao) hodc ban
chup kém theo ban chinh, ban dién tur cac gidy to nay, bao gom ca gidy to
duoc tich hop, hién thi trén Ung dung dinh danh quéc gia.

Truong hop nguoi yéu cau ndp ban chup kém theo ban chinh gidy to thi
ngudi tiép nhan co trach nhiém klem tra, d6i chiéu ban chup voi ban chinh
va ky xac nhan, khong dugc yéu cau ndp ban sao gidy to do.

Doi voi gidy to xuat trinh khi dang ky ho tich, nguoi tiép nhan ¢6 trach
nhiém kiém tra, d6i chiéu, ghi lai thong tin hodc chup lai, ky xac nhan dé
Iy trong hd so va tra lai cho nguoi xuét trinh, khong dugc yéu cau nop ban
sao hodc ban chup gidy to do.

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

Nguoi tlep nhan hé so thuc hién khai thac thong tin trong Co s¢ dit liéu
quéc gia vé dan cu theo quy dinh phap luat néu nguoi yéu cau dang ky ho
tich da cung cap ho, chit dém, tén; ngay, thang, nam sinh; s6 dinh danh ca
nhan/thé can cudc cong dan/thé can cudc/can cude dién ti. Truong hop cac
thong tin can khai thac khong c6 trong Co s dir liéu quéc gia vé dan cu thi
dé nghi nguoi yéu cau ké khai day du.

+ Truong hop gidy to, tai liéu 1a glay td ho tich hodc gidy to ca nhan thudce
nhom gidy to c6 thé duoc thay thé bang dir liéu (gidy to tuy than; gidy to
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chtrng minh vé noi cu trii; Thé bao hiém y té) thi cung cap cac thong tin vé
gidy to, tai liéu d6 theo hudng dan cia co quan chu quan co sd dit liu, co
quan dang ky ho tich c6 trach nhiém tra ctru, khai thac thong tin, gidy to, tai
liéu d6 thong qua két ndi v6i Co so dir lidu ho tich dién tir, Co so dit liéu
qudc gia vé dan cu, co sd dir liéu khac ¢6 lién quan.

- Truong hop ngudi yéu cau ding ky ho tich lwa chon nhan két qua tai
Trung tam Phuc vu hanh chinh cong thi nguoi yéu cau dang ky ho tich phai
Xuét trinh/ngp cac gidy to 1a thanh phan hd so theo quy dinh; Truong hop
nguoi yéu cau dang ky ho tich khong lya chon nhan két qua tai Trung tam
Phuc vu hanh chinh céng thi ngudi yéu cau diang ky ho tich ndp cac gidy to
1a thanh phan ho so theo quy dinh trude khi nhan két qua.

- Truong hop ngudi yéu cau dang ky h¢ tich khong cung cap duoc gidy to
theo quy dinh hodc giay to nop, Xuat trinh bi tay x0a, stra chira, lam gia thi
co quan dang ky ho tich co tham quyen huy bo két qua dang ky ho tich.

- Gidy to do co quan c6 thim quyén cia nudc ngoai cap, cong chimg hodc
xac nhan dé st dung cho vi¢c dang ky hd tich tai Viét Nam phai dugc hop
phap hoéa 1anh su theo quy dinh cua phap luat, trir truong hop duoc mién
theo diéu udc qudc té ma Viét Nam 13 thanh vién.

2.4 | S6 lwong ho so: 01 bo
Thoi han giai quyét: 05 ngay lam viéc, ké tur ngay nhan du h6 so hop 1é.
2.5 | Truong hop can phai xac minh thi thoi han giai quyét khong qua 10 ngay lam
Vigc.
Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
- Trung tam Phuc vu HCC cép Xa.
THE T rung tdm Phuc vu hanh chinh céng tinh dé thuce hién phi dia giGi hanh
chinh.
- Cong Dich vu cong Qudc gia https://dichvucong.gov.vn.
- Ung dung dinh danh quoc gia.
Co quan thue hién: UBND cap x4, noi da ding ky khai tir trude day.
2.7 | Co quan dwoc ity quyén: Khong.
Co quan phdi hop: Co quan quan Iy Co sé dit liéu Qudc gia vé dan cu.
2.8 | Poi twong thue hién TTHC: Ca nhan
Két qua giai quyét TTHC:
- Ho so du diéu kién:
+ Trich lyc khai tu (ban chinh), ban sao Trich luc khai tir (truong hop yéu
29 cau cap ban sao Trich luc khai tu).

+ Ban dién tir Trich lyc khai tir (Ban dién tir s& ty dong giri vé Kho quan 1y
dir 1i€u cua cé nhan/dia chi thu dién tu/thiét bi s6/dién thoai cua nguoi yéu
cau sau khi da hoan tat thu tuc dang ky lai khai tir tai co quan dang ky ho
tich).
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- Ho so khong di diéu kién: Vin ban thong bao khong du diéu kién dang ky

lai khai tir.

2.10

Quy trinh xir ly cong viéc

TT

Trinh ty

Trach
nhiém

Thoi
gian

Biéu
mau/Két qua

Bl

1. Tiép nhan ho so truc tiép tir c4
nhan hodc to Dic vy buu chinh
cong ich hodc trén Céng Dich vu
cong Québc gia
(https://dichvucong.gov.vn)  hodc
Ung dung dinh danh quéc gia.

2. Kiém tra hd so:

- Néu hd so chua day du hoic
khong hop 1& Huodng dan hoic
thdng bao bang vin ban cho ca
nhan bo sung, hoan thién hd so.
Truong hop khong bod sung, hoan
thién duoc hd so thi thong bao tir
chéi giai quyét ho so.

- Néu ho so dély dua, hop 1€: Lam thu
tuc tiép nhan ho so va thu phi, 1€ phi
theo quy dinh. Néu tlep nhan hd so
sau 15 gio thi giri Phiéu hen, tra két
qua cho nguoi cb yéu cau trong
ngay lam viéc tiép theo hodc gui tin
nhin hen tra két qua qua dién thoai
di dong cho nguoi co yéu cau (néu
ngudi cd yéu cau lua chon hinh thic
nop ho so truc tuyén).

Sau khi tiép nhan hd so theo hinh
thire ndp truc tiép, Cong chuc tiép
nhan thuc hién sd hoa (sao chup,
chuyén thanh tai lidu dién tir trén hé
thong thong tin, co s& dit liéu) va
ky s6 vao tai liéu, ho so gidi quyét
thu tuc hanh chinh da dugc s6 héa
theo quy dinh.

Cong chuc
TN&TKQ

Gio
hanh
chinh

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

B2

Chuyén Lanh dao Van phong
HDND-UBND cap xa

Cong chirc
TN&TKQ

01 giov

Mau 05 va Ho
so theo muc
2.3

B3

Lanh dao Van phong phin cong

Lanh dao

02 gid

Mau 05 va Hd
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cong chirc xur 1y ho so

Van
phong

so theo muc
2.3

B4

B4.1. Kiém tra, xem xét hd so, néu hd
so khong thudc truong hop phai xac
minh:

- Néu du diéu kién: Vao S6 dang ky
khai to; nhap dir liéu vao phﬁn
mém hd tich, in dy thao Trich luc
khai tur.

Truong hop tiép nhan ho so ding
ky lai khai tir theo hinh thtrc truc
tuyén thi gui lai biéu mau Trich luc
khai tir dién tir voi thong tin ddy du
cho ngudi yéu cau qua thu dién tir
hogc thiét bi so.

Ngudi yéu cau cb trach nhiém kiém
tra tinh chinh xac, ddy du cta céc
thong tin trén biéu mau Trich lyc
khai tir dién tir va xac nhan (t6i da
mot ngay).

Néu nguoi co yéu cau xac nhdn
thong tin d3 thong nhat, diy du
hodc khong c6 phan hoi sau thoi
han yéu cau thi ghi ndi dung vao So
dang ky khai ti, cap nhat thong tin
dang ky lai khai to va luu chinh
thire trén Phan mém ding ky, quan
1y ho tich dién tir dung chung.

- Néu khong du diéu kién: Dy thao
Vin ban thong bao khong du diéu
kién dang ky lai khai tir.

Chuyén Lanh dao tai budc B7.

Cong chirc
xur 1y ho
SO

03 ngay
lam viéc

Mau 05; Du
thao Trich luc
khai tir hoac
Van ban
thong béo
khong du diéu
kién dang ky
lai khai tir.

B4.2. Trudong hop phai xac minh hd
so thi tham muu vin ban dé nghi
x4c minh gii co quan c6 tham
quyén

Cong chure
xur 1y ho
SO

01 ngay
lam viéc

Mau 05; Van
ban dé nghi
xac minh

B5

Co quan dugc dé nghi xac minh
thuc hién xac minh va tra 161 bang
van ban

Co quan
duoc dé
nghi

04 ngay
lam viéc

Van ban tra
1061 Xac
minh/Bién

ban xac minh
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Cong chirc

Mau 05; Du
thao Trich luc
khai tor hoac

gg | Saukhi c6 két qua xac minh: Thuc wilons | 03Ngdy |du thao Van
hién nhu budc 4.1. y lam viéc | ban thong bao
SO A g A
khong du diéu
kién dang ky
lai khai tir
- TH uy quyén: Chanh Vin ph(‘)ng Chanh ) EHéEy %\/[éu (1)51, Tric}}
HDND-UBND ky dy thio két qua | ";‘lr] ?lyi()‘_ h‘-“{ Vf” bf“’
giai quyet thi tuc hanh chinh, | ¥27PRONg s10, oac van ban
HDND- -TH |thong bao
B7 | chuyén dén buéc B9. . .  aed
TH kho . Linh d UBND - khong | khong du di€u
- h‘ongk‘}y %‘%yen'h an d?" Lanh dao iy | kién dang ky
‘;/ an 1])380ng y nhdy, chuyen e | yan phong | quyén: |lai khai tir da
Hoe 06 gior | ky/ky nhay
Mau 05; Trich
Lanh dao LUCV 1\</h~al bfu,
Ky du thao két qua giai quyét tha | UBND | podc van ban
B8 A , Lo~ 05 gio | thdng béo
tuc hanh chinh. cap xa " s
P khong du diéu
cap xa kién ding ky
lai khai tir
Mau 05, 06;
q ’ Trich luc khai
Phat hanh van ban va chuyén két Vin thu tr hodac Van
B9 | qud cho Trung tdm Phuc vu HCC 02 gio | ban thong bao
2~ UBND n NP
cap xa. khong du diéu
kién dang ky
lai khai tir.
Mau 01, 06;
Trich luc khai
Tra két qua, thu phi, 1& phi theo quy | Cong chirc (\}10 tu;’ hoa_}c Ve’m
B10 dinh TN&TKQ hanh | ban thong bdo
T chinh | khong du diéu
kién dang ky
lai khai tur.

* Truong hop ho so qua han xur 1y, trong thoi gian chdm nhat 01 ngdy trudc
ngay hét han xtr 1y, Cong chirc xur ly hé so trinh Chanh Van phong HDND-
UBND (néu uy quyen)/Lanh dao UBND cap xa (neu khong uy quyen) Ky
ban hanh phiéu xin 15i va hen lai ngay tra két qua dé gui cho t6 chirc, ca

nhan.
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BIEU MAU

Mau 01

Gidy tiép nhan ho so va hen tra két qua

@B

M3u 01.docx

Mau 02

Phiéu y€u cau bo sung hoan thién ho so

@j

M3u 02.docx

Mau 03

Phiéu tir chéi tiép nhan giai quyét ho so

@j

M&u 03.docx

Mau 04

Phiéu xin 15i va hen lai ngay tra két qua

@H

M3u 04.docx

Mau 05

Phiéu kiém soat qua trinh giai quyét ho so

@B

M3u 05.docx

Mau 06

S6 theo ddi hd so

@j

M3u 06.docx

BM.HT.17.01

To khai dang ky 1ai khai tir

[
-

BM.HT.X.22.01.doc

BM.HT.17.02

Mau ho tich dién tir twong tac thuc hién ding ky lai
khai tir (néu ndp ho so theo hinh thure tryc tuyén).

[
-

BM.HT.X.22.02.doc

HO SO LUU:

Mau 01; 02, 03, 04 (néu co); 06 luu tai Trung tim Phuc vu HCC cép xA.

Mau 01, 05 luu theo hd so;

Ho so dau vao theo muc 2.3;
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- S6 dang ky khai tur;

- Vian ban d€ nghi xadc minh; Van ban xac minh/bién ban xac minh (néu co);

- | Vin ban thong bao khong du diéu kién ding ky lai khai tr (néu c6);

Hb so duoc luu tai UBND cép x3, thoi gian luu trit S6 dang ky khai tir 1a vinh vién,
con cac giay to khac thuc hién Iuu theo quy dinh ctia Luat Ho tich va cac van ban
hudng dan thi hanh.

18. Thii tuc ding ky lai khai tir ¢6 yéu t6 nwée ngoai

1 |KYHIEU QUY TRINH QT.HT.18

2 | NOIDUNG QUY TRINH

2.1 | Piéu kién thye hién TTHC:

Viéc dang ky khai tir cua cong dan Viét Nam dinh cu & nudc ngoai hodc
ctia ngudi nude ngoai di ding ky tai co quan c6 tham quyén ctia Viét Nam
trude ngay 01/01/2016 nhung S6 ding ky khai tir va ban chinh Gidy chimg
tir déu bj mat.

2.2 | Cach thire thwe hién TTHC:

- Thu tuc nay du diéu kién thuc hién dich vu cong truc tuyén toan trinh.

- Ngudi yéu cau dang ky lai khai tir truc tiép thuc hién hodc oy quyén cho
nguoi khac thyc hién viée dang ky lai khai tir tai Trung tam Phuc vu HCC
cap xa, gui qua hé théng buu chinh hodc ndp hd so truc tuyen tai Cong
dich vu cong quoc gia (https://dichvucong.gov.vn) hodc Ung dung dinh
danh qudc gia.

- N¢p tai Trung tdm Phuc vu Hanh chinh cong tinh Ha Tinh - S6 02A,
dwong Nguyén Chi Thanh, phwong Thanh Sen, tinh Ha Tinh dé thuc hién
phi dia gioi hanh chinh,

Ban Ban

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

T khai dang ky lai khai tir theo mau BM.HT.18.01 (néu
- nguoi co yéu cau lya chon nop hé so theo hinh thuc tryc | X
tiép hodc giri ho so qua dich vu buu chinh cong ich);

Mau ho tich dién tir twong tac thuc hién ding ky lai khai
tu, trong d6 c6 cam doan cac thong tin cung cap la ding
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su that, khong con ban chinh Gidy ching tir/Trich luc
khai tur, da ndp du céc giéy to hién co6 va chiu hoan toan
trach nhiém trude phap luat vé ndi dung cam doan cua
minh (do nguol yéu cau cung cap thong tin theo hudng
dan trén Cong dich vu cong néu nguoi co6 yéu cau lya
chon ndp hd so theo hinh thire true tuyen),

Nguoi co yéu cau ding ky lai khai tir thuc hién viéc
ndp/xuat trinh (theo hinh thirc tryc tiép) hodc tai 1én (theo
hinh thtrc truc tuyén) cac gidy to sau:

* Gidy to phai nop:

Gidy chimg tir dugc cp hop 1& trude day. Néu khong co
ban sao Giay ching tir thi ndp ban sao ho so, gidy to lién
quan c6 ndi dung chirng minh su kién chét;

Trudng hop Uy quyén cho ngudi khac lam thay thi phai
c¢6 vin ban uy quyén dugc chimg thuc theo quy dinh cua
phép luat. Trudng hop nguodi duoc ty quyén 1a 6ng, ba,
cha, me, con, vo, chéng, anh, chi, em rudt clia nguoi uy
quyén thi vin ban uy quyén khong phai ching thuc;

Gidy to chimg minh thudc gia dinh nguoi c¢6 cong véi
cach mang, nguoi thugc hg ngheo, nguoi khuyét tat (n€u
c0);

* Gidy to phai xuit trinh:

HO chiéw/ Thé cin cudc cong dan/Thé cin
cudc/Can cudc dién th:/Giéy chiing nhan can cudc hoac
cac gidy to khac co dan anh va thong tin ca nhan do co
quan c6 tham quyén cip, con gia tri st dung dé chimg
minh vé nhan than cua ngudi c¢6 yéu cau dang ky lai khai
ttr khi lam tha tuc truc tiép tai co quan dang ky ho tich.
Truong hop gidy to tiay than si dung la: Hg chiéu, Thé
can cuce, Can cwdC cong dan, Gidy chirng nhdn can
cuoc thi nguoi €o yeu cau dang ky hé tich chi can cung
Cap théng tin s6 dinh danh cd nhan hogc théng tin vé
gidy to (S8, ngay/thdng/nam cdp), co quan ding ky ho
tich co trach nhiém tra ciu thong tin thong qua ket noi
voi Co so dir lieu ho tich dién twr, Co so dir liéu quoc gia
vé dan cu hodc co sé div lidu khdc ¢o lién quan dé doi
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chiéu, khai thdc di liéu.

Truong hop khong khai thac dwoc thong tin hoac thong
tin khai thac dwoc khong ddy du, khong chinh xac thi co
quan dang ky ho tich yéu cau nguoi di dang ky ho tich
xudt trinh ban chinh gidy to dé chirng minh, dong thoi dé
nghi nguwoi di dang ky hé tich cdp nhat, diéu chinh thong
tin trong cac co so dit liéu theo quy dinh cua phdp ludt.
Truong hop cac thong tin ca nhan trong cac gidy to ndy
d3 c6 trong CSDLQGVDC, CSDLHTPT, duogc hé théng
dién tu dong thi khong phai tai 1én (theo hinh thurc truc
tuyén);

*Luuy

- Ca nhan co quyén lua chon thyuc hién thi tuc hanh chinh vé ho tich tai co
quan dang ky ho tich noi cu tr; noi cu tri cia ca nhan dugc xac dinh theo
quy dinh cua phap lut vé cu tri. Truong hop ca nhan liwa chon thyc hién
thu tyuc hanh chinh vé ho tich khong phai tai Uy ban nhén dan cap x4 noi
thuong tri hodc noi tam trd thi Uy ban nhan dén cép xa noi tiép nhan yéu
cau c6 trach nhiém hd tro nguoi dan nop ho so ding ky h tich truc tuyén
dén dung co quan c6 tham quyén theo quy dinh.

- DBéi véi gidy to nop, xuét trinh néu ngudi yéu cau ndp ho so theo hinh
thire tryc tiép:

+ Ngudi yéu cau ding ky ho tich c6 thé ndp ban sao duoc ching thyuc tir
ban chinh hodc ban sao dugc cip tir s6 goc (sau day goi 1a ban sao) hoic
ban chup kém theo ban chinh, ban dién tir cac gidy td nay, bao gdbm ca gidy
t& duge tich hop, hién thi trén Ung dung dinh danh qudc gia.

Truong hop nguoi yéu cau nop ban chup kém theo ban chinh gidy to thi
nguoi tiép nhan c6 trach nhiém klem tra, d6i chiéu ban chup vo1 ban chinh
va ky x4c nhan, khong duoc yéu cau ndp ban sao gidy to do.

Doi voi gidly to xudt trinh khi ding ky ho tich, ngudi tiép nhan c6 trach
nhiém kiém tra, d6i chiéu, ghi lai thong tin hodc chup lai, ky xac nhén dé
luu trong ho so va tra lai cho nguoi xuat trinh, khong duoc yéu cau nop
ban sao hodc ban chup gidy to do.

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

Nguoi tlep nhan ho so thyc hién khai thac thong tin trong Co s¢ dir li¢u
qudc gia vé dan cu theo quy dinh phép luat néu nguoi yéu cau dang ky ho
tich da cung cap ho, chir dém, tén; ngay, thang, nam sinh; s6 dinh danh cé
nhan/thé can cudc cong dan/thé can cudc/can cude dién tir. Truong hop
cac thong tin can khai thac khong co trong Co sé dit liéu quc gia vé dan
cu thi dé nghi ngudi yéu cau ké khai day du.
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+ Truong hop ngudi yéu cau diang ky ho tich cung cap théng tin vé gidy to
ho tich cta ca nhan da duwoc dang ky, co quan dang ky hd tich co6 trach
nhiém tra cau thong tin trén Hé thong thong tin giai quyét thi tyc hanh
chinh cép tinh thong qua két ndi véi Co so dir lidu ho tich dién ti, Co so
dix liéu quéc gia vé dan cu. Truong hop khong tra ciu duoc do khodng c6
thong tin trong Co so dit liéu ho tich dién ti, Co so dit liéu qudc gia vé dan
cu thi co quan ding ky ho tich yéu cau nguoi di dang ky ho tich nop/xuat
trinh gidy to lién quan dé ching minh.

+ Truong hop gidy 1o, tai liéu la glay to ho tich hoac glay 10 ca nhan thugc
nhém giay to co thé dwoc thay thé bang dir liéu (gidy to tuy than; gidy to
ching minh vé noi cu trii; Thé bdo hiém y té) thi cung cdp cdc thong tin vé
gidy to, tai liéu do theo hwéng dan cia co quan chii quan co sé dir liéu, co
quan dang ky ho tich cé trach nhiém tra citu, khai thdc thong tin, gidy to,
tai liéu do théng qua két néi véi Co so dir liéu hé tich dién tir, Co sé di
liéu quoc gia vé dan cu, co so dir lidu khdc cé lién quan.

- Truong hop ngudi yéu cau ding ky ho tich lya chon nhan két qua tai
Trung tam Phuc vy hanh chinh c6ng thi nguoi yéu cau dang ky ho tich phai
Xuat trinh/nQp cac gidy to 14 thanh phan ho so theo quy dinh; Truong hop
nguoi yéu cau dang ky ho tich khong lya chon nhan két qua tai Trung tam
Phuc vu hanh chinh cong thi nguoi yéu cau ding ky ho tich ndp cac gidy to
1a thanh phan ho so theo quy dinh truéc khi nhan két qua.

- Truong hop nguoi yéu cau dang ky ho tich khong cung cap dugc gidy to
theo quy dinh hodc gidy to nop, Xuat trinh bi tay x0a, stra chira, lam gia thi
co quan diang ky ho tich co thim quyén huy bo két qua ding ky ho tich.

- Gidy to do co quan c6 tham quyén ciia nudc ngoai cap, cong chimg hoic
x4c nhan dé str dung cho viéc ding ky ho tich tai Viét Nam phai duoc hop
phap hoéa lanh sy theo quy dinh cua phap luét, trir truong hop duge mién
theo diéu udc qudc té ma Viét Nam 13 thanh vién.

2.4

S6 lwong ho so: 01 bo

2.5

Thoi han giai quyét:
Trong thoi han 05 ngay lam viéc, ké tir ngay nhén du hé so hop 18. Truong
hop can phai xac minh thi thoi han giai quyét khong qué 10 ngay lam vigc.

2.6

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

- Trung tam Phuc vu HCC cép Xa.

- Trung tam Phuc vu hanh chinh cong tinh dé thuc hién phi dia gioi hanh
chinh.

- Cong Dich vu cong Qudc gia https://dichvucong.gov.vn.

- Ung dung dinh danh quéc gia.
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Co quan thye hién: UBND cép x4.

Co quan cé tham quyén quyét dinh:

- Uy ban nhan dén cdp x4 noi ding ky khai tr cho ngudi nude ngoai, cong
dan Viét Nam dinh cu tai nudc ngoai trudc day thuc hién viéc dang ky lai
khai tu;

- Truong hop viée dang ky khai tir trude day thyuc hién tai Uy ban nhan dan

21 cap tinh hodc S¢ Tu phap thi Uy ban nhan dan cap x4 noi cu tra cla nguoi
yéu cau thue hién; néu nguoi yéu cau khong cu tra tai Viét Nam thi Uy ban
nhan déan cép xa noi c6 tru so hién nay ciia S¢ Tu phap thuc hién dang ky
lai khai tar.

Co quan dwoe iy quyén: Khong.
Co quan phdi hop: Co quan quan Iy Co sé dit liéu Qudc gia vé dan cu.

2.8 | Péi twong thue hién TTHC: C4 nhan
Két qua giai quyét TTHC:

- Ho so du diéu kién:
+ Trich luc khai tir (ban chinh), ban sao Trich luc khai tir (néu c6 yéu cau).

2.9 | T Bandién tir Trich luc khai tir (Ban dién tur s& ty dong gui vé Kho quan Iy
dir li€u ctia cd nhan/dia chi thu dién tu/thiét b1 s6/dién thoai cua ngudi yéu
cau sau khi d3 hoan tat thu tuc dang ky lai khai tr tai co quan ding ky ho
tich).

- Ho so khong du diéu kién: Vian ban thong bao khong du diéu kién.
2.10 | Quy trinh xir ly cong viéc
T Trinh tw Trach Thoi | Biéu mau/Két
nhiém gian qua
1. Tiép nhan hod so truc tiép tir ca
nhan hoac tr Dich vu buu chinh
cong ich hodc trén Céng Dich vu
cong Quéc gia
(https://dichvucong.gov.vn)  hodc ) Mau 01; 02, 03
Ung dung dinh danh quoc gia. Cong i (néu c0); 06 va
chitcc | Gio hanh | ;1A
B1 |2.Kiém tra ho so: ] H6 so theo
.y ) TN&TK | chinh
- Néu ho so chua day du hodc Q muyc 2.3

khong hop 1&: Hudéng din hoic
thdng bao bang van ban cho ca
nhan b6 sung, hoan thién ho so.
Truong hop khong bd sung, hoan
thién dugc ho so thi thong béo tir
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chdi giai quyét ho so.

- Néu ho so day di, hop 1é: Lam
thu tuc tiép nhéan ho so va thu phi,
1€ phi theo quy dinh. Néu tlep nhan
hd so sau 15 gio thi gt Phiéu hen
tra két qua cho ngum co yéu cau
trong ngay lam viéc t1ep theo hoac
gl tin nhén hen tra két qua qua
dién thoal di dong cho nguorl co
yéu cau (neu nguoi co yeu cau lua
chon hinh thirc ndp hd so truc
tuyén).

Sau khi tiép nhan hd so theo hinh
thirc nop truc tiép, Cong chirc tiép
nhéan thuc hién sd hoa (sao chup,
chuyén thanh tai liéu dién tr trén
hé thong thong tin, co sé dit lidu)
va ky s6 vao tai liu, hd so giai
quyét thu tuc hanh chinh da duogc
s6 hoa theo quy dinh.

cong Mau 05 va Hb
P o . churc .. |so theo muc
B2 | Chuyén Lanh dao Van phong TN&TK 01 gio 23
Q
Lanh d Mau 05 va Ho
Lanh dao Van phong phan cong annh ¢ao .. | so theo muc
B3 . - Van 02 gio
cong chirc xtr 1y ho so N 2.3
phong
Bﬂ.l. Kiém tra, xem xét hd so, néu
ho so khong thudc truong hop phai
xac minh:
- Néu du diéu kién: Vao S6 ding Mis 05 D
ky khai tir; nhdp dit liéu vao phan hf“l T 1 u
mém h¢ tich, in du thao Trich luc | Céng t a0 ICIC 1;1c
L , . khai t hoac
khai tir. chirc Tu | 03 ngay . 1. N
B4 \ X A 1A < . .27 | Van ban thong
Truong hop tiep nhan ho so dang | phap- | lamvige | . khong da
ky lai khai tir theo hinh thirc tryc | HO tich

tuyén thi guri lai biéu mau Trich luc
khai tir dién tir v6i thong tin day da
cho nguoi yéu cau qua thu dién tir
hoic thiét bi sb.

Ngudi yéu cau co trach nhiém

diéu kién dang
ky lai khai tir.
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kiém tra tinh chinh xac, day du
ciia cac thong tin trén biéu miu
Trich luc khai tir dién t&r va xac
nhan (t6i da mot ngay).

Néu ngudi c6 yéu cau xac nhin
thong tin dd thong nhat, day du
hodc khéng c6 phan hdi sau thoi
han yéu cau thi ghi ndi dung vao
S6 dang ky khai tir, cap nhat thong
tin dang ky lai khai tor va luu
chinh thitc trén Phan mém ding
ky, quan 1y ho tich dién tr dung
chung.

- Néu khong du diéu kién: Dy thao
Vin ban thong bao khong du diéu
kién dang ky lai khai ttr.

Trinh 1anh dao tai budc B7.

B4.2. Truong hop phai xac minh | COng x L us
hd so thi tham muu vin ban d& | chie Tw | 01 ngay ]ﬁi“déorf’hi\g
nghi xac minh gui co quan co phap - | lam viéc minh s
tham quyén HJ¢ tich
Co quan duoc dé nghi xac minh | Co quan 04 nad Van ban tra 1o1
B5 | thyc hign xéc minh va tra 16i bing | dugcdé | | gié{ x4c minh/Bién
van ban nghi V1% | ban x4c minh
Mau 05; Du
con thdo Trich luc
ong | khai ti hoic
Sau khi c6 két qua xac minh: Thuc | chtrc Tu | 03 ngay .. o
B6 A , . . .2 | Van ban thong
hién nhu budce 4.1. phap - | lam viéc bio khong du
Ho tich diéu kién ding
ky lai khai tir
- TH uy quyén: Chanh Vin ph(‘)ng ) (i]hvanh - TH uy i\/Iéu (l)i’ .Trid}
HDND-UBND ky dy thao két qua h:dn quyén: hl.lCV 'al b:[u
giai quyet thu tuc hanh chinh, IEDCI)\?[% 12 gi0; r:)f-lc Van be,m
B7 | chuyén dén budc B9. i -TH t ong ~ hao
UBND - ., | khong du diéu
- TH khong uy quyén: Lanh dao Lanh dao khong uy kien ding ky
Vin phong ky nhay, chuyén dén Van quyén: |, ai khai tc da
budc B8 phbng 06 g10 ky/ky nhé.y
, . %« .ne _z .. |Lanhdao Mau 05; Trich
B8 Ky du thao két qua gidi quyét thu UBND 06 gi6 |luc khai tu

tuc hanh chinh.

cap xa

hoac Van ban
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cap xa théng bao
khong du dicu
kién dang ky
lai khai tr
Mau 05, 06;
7 , Trich luc khai
Phat hanh vdn ban va chuyén két Vin thu tr hoac Van
B9 | qua cho Trung tam Phyc vu HCC 01 gid | ban thong béo
L~ UBND . NP
cap xa. khong du dicu
kién dang ky
lai khai tur.
Mau 01, 06;
R Trich luc khai
X Cong tr hoac Van
Tra két qua, thu phi, 1€ phi theo| chic | Giohanh |, A .
B10 . . ban thong bdo
quy dinh. TN&TK | chinh A NP
Q khong du diéu
kién dang ky
lai khai tur.
* Trudng hop dén hen nhung chua co két qua, trong‘ thoi gian cham nhat
01 ngay trudc ngay hét han xu ly, Cong chuc xu Iy ho so trinh Chanh Van
phong HDND-UBND (neu uy quyen)/Lanh dao UBND cép xa (neu khong
iy quyén) ban hanh phiéu xin 16i va hen lai ngay tra két qua dé guri cho to
chuc, cé nhan.
3 | BIEUMAU
, '
Mau 01 Mau 01.doc
Giéy tiép nhan ho so va hen tra két qua
, I
Mau 02 Mau s6 02.doc
Phiéu yéu cau bd sung hoan thién hd so
, I
Mau 03 M3u 03.doc
Phiéu tir chéi tiép nhan giai quyét ho so
] '
Mau 04 M3u 04.doc
Phiéu xin 15i va hen lai ngay tra két qua
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N
Mau 05 Mau s6 05.doc
Phiéu ki€m soat qua trinh gidi quyét ho so
~ o
Mau 06 Mau s6 06.doc

S theo ddi hd so

]

BM.HT.18.01 BM.HT.X.15.01.doc
To khai dang ky lai khai tur

Mau hé tich Qién tir trong tac thuc hién d}mg ky lai khai
tor (n€u ndp ho so theo hinh thirc tryc tuyén)
BM.HT.18.02 D

BM.HT.X.15.02 doc

4 |HOSOLUU

Mau 01; 02, 03, 04 (néu ¢6), 06 luu tai Trung tm Phuc vu HCC cap xa.
Mau 01, 05 Iuu theo ho so;

- Ho6 so dau vao theo muc 2.3;

- S6 dang ky khai tir;

Vin ban dé nghi xac minh, Van ban xac minh thong tin/bién ban két qua
xac minh (néu co);

- | Vin ban thong bao khong du diéu kién (néu c6);

Hb so duoc luu tai Van phong HDND-UBND, thoi gian luu tri thue hién luu theo
quy (jinh‘cﬁa Lu,aflt Ho tich va cac van ban hu’é’pg dan thi hanh. Sau khi hét han,
chuyén ho so xuong don vi Iuu trir cia UBND cap xa va luu trit theo quy dinh hién
hanh.

19. Thu tuc dang ky giam ho

1 |KY HIEU QUY TRINH QT.HT.19
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NOI DUNG QUY TRINH

2.1

Piéu kién thue hién TTHC: Khong.

2.2

Cach thire thuc hién TTHC:

- Thu tuc nay du diéu kién thuc hién dich vu cong tryc tuyén toan trinh.

- Nguoi yéu cau ding ky giam ho truc tiép thuc hién hodc Gy quyén cho
nguodi khac thuc hién ndp ho so truc tiép tai Trung tam Phuc vu HCC cép Xa,
gui qua hé théng buu chinh hoac ndp hd so truc tuyén tai Céng Dich vu cong
Quéc gia (https:/dichvucong.gov.vn) hodc Ung dung dinh danh quéc gia.

- N@p tai Trung tam Phyc v Hanh chinh cong tinkh Ha Tinh - S6 024, dwong
Nguyén Chi Thanh, phwong Thanh Sen, tinh Ha Tinh dé thuc hién phi dia
gioi hanh chinh,

2.3

Ban Ban

Thanh phan ho so, bao gom: chinh | sao

T khai dang ky giam ho theo mau BM.HT.19.01 (néy nguoi
co yéy cau lua chor} nop hod so theo hinh thic truc ti€ép hoac X
g1 ho so qua hé thong buu chinh);

Mau ho tich dién tor twong tac dang ky giam ho (do ngudi
yéu cau cung cap thong tin theo hudng dan trén Cong dich
vu cong, néu nguoi co yeu cau lua chon ndp ho so theo hinh
thire truc tuyén);

Nguoi c6 yéu cau dang Ky giam h¢ thyc hién viée nop/xuat
trinh (theo hinh thac tryc tiép) hodc tai Ién (theo hinh thuc
tryc tuyén) C4c gidy td sau:

* Gidy to phai nop:

Vian ban cir nguoi gidm ho theo quy dinh cua Bo luat Dan sy
doi voi dang ky gidm ho cu;

Gidy to chimg minh diéu kién giam ho duong nhién theo quy
dinh cua Bo luat Dan sy d6i voi trudng hop dang ky giam ho
duong nhién. Trudng hop c6 nhiéu ngudi cung du diéu kién X
lam gidm hd duong nhién thi ndp thém van ban thoa thuan
vé viéc cr mot ngudi lam giam ho dwong nhién;

Trudng hop uy quyén cho ngudi khac lam thay thi phai c¢6
van ban uy quyén duoc ching thuc theo quy dinh ctia phap
luat. Truong hop ngudi dugc uy quyén 1a ong, ba, cha, me, X
con, V0, chéng, anh, chi, em rudt ctia nguoi uy quyén thi van
ban iy quyén khong phai chimg thuec.

* Gidy to phai xuét trinh:

- HO chi€éu/Thé can cudc cong dan/Thé can cudc/Can cudce
dién tr/Gidy chirng nhan can cudc hoac cac gidy to khac co X
dan anh va thong tin ¢4 nhan do co quan c6 tham quyén cap,
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con gia tri sir dung (sau day goi tit la gidy to tuy than) dé
ching minh vé& nhan than khi lam thu tuc truc tiép tai co
quan dang ky ho tich.

Trieong hop gidy to tiy than si dung la: Hg chiéu, Thé can
cwéc, Can cwéc cdng dan, Gidy ching nhdn can cuéc thi
nguoi €6 yéu cau dang ky hg tich chi can cung cdp thdng tin
sé6 dinh danh cd nhan hogc thdng tin vé gidy to (so,
ngay/thang/nim cap), co quan ding ky hé tich cé trach
nhiém tra civu théng tin théng qua két néi véi Co sé dir liéu
ho tich dién tu, Co so dir liéu quo”'c gia vé dan cu hodc co sé
dir liéu khdc co lién quan dé doi chiéu, khai thdc dir liéu.
Truong hop khong khai thac dwoc thong tin hodc thong tin
khai thac dwoc khong day di, khéng chinh xdc thi co quan
dang ky hé tich yéu cau ngwoi di dang ky hé tich xudt trinh
ban chinh gidy to dé ching minh, dong thoi dé nghi nguwoi di
dang ky hé tich cdp nhdt, diéu chinh théng tin trong cdc co
so dit lieu theo quy dinh cua phap ludt.

Truong hop cac thong tin ca nhan trong cac gidy to ndy da
c6 trong Co so dit lieu qudc gia vé dan cu, Co so dit lieu ho
tich dién ttr, duwoc hé thdng dién ty dong thi khong phai tai
1én (theo hinh thtc truc tuyén);

Gidy to co gia tri ching minh thong tin vé cu trd trong
truong hop co quan ding ky ho tich khong thé khai thac
duoc thong tin vé noi cu tra cta cong dan theo cic phuong
thitc quy dinh tai khoan 2 Diéu 14 Nghi dinh so
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong
hop cac thong tin vé gidy to ching minh noi cu tra da dugc
khai thac tu Co so dir liGu quoc gia vé dan cu bang cac
phuong thirc nay thi ngudi c6 yéu cau khong phai xut trinh
(theo hinh thuc truc tiép) hodc tai 1én (theo hinh thurc truc
tuyén).

Trudng hop gti hd so qua hé théng buu chinh thi phai giri kém
theo ban sao co chimng thuc cac gidy to phai xuat trinh néu trén.

*Luuy

- C4 nhan cd quyén lya chon thyc hién thu tuc hanh chinh vé ho tich tai co
quan dang ky hd tich noi cu tra; noi cu tra cia ca nhan duoc xac dinh theo
quy dinh cta phap luat vé cu trii. Truong hop cé nhan lya chon thyc hién thu
tuc hanh chinh vé h¢ tich khong phai tai Uy ban nhan dan Cap xa noi thuong
trd hodc noi tam tra thi Uy ban nhan dan cip xa noi tiép nhan yéu cau co
trach nhiém ho tro nguoi dan nop hé so dang ky ho tich truc tuyén dén ding
cO quan ¢6 tham quyén theo quy dinh.

- B6i vai gidy to nop, xuat trinh néu ngudi yéu cau nop hod so theo hinh thic
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truc tiép:

+ Nguoi yéu cau ding ky h¢ tich c6 thé nop ban sao dugc chuang thuc tur ban
chinh hoic ban sao dwgc cap tir sé goc (sau day gol la ban sao) hoac ban
chup kém theo ban chinh, ban dién tr cac gidy to nay, bao gom ca gidy to
duoc tich hop, hién thi trén Ung dung dinh danh dién tar (VNelD).

Truong hop ngu’O’I yéu cau nop ban chup kém theo ban chinh gidy to thi
ngu’O’I tiép nhan co trach nhiém klem tra, doi Chleu ban chup vaéi ban chinh va
ky xac nhan, khong dugc yéu cau nop ban sao gidy to do.

Péi voi gidy to xuat trinh khi dang ky ho tich, nguoi tiép nhan co trach
nhiém kiém tra, d6i chiéu, ghi lai théng tin hodc chup lai, ky x4c nhan dé luu
trong ho so va tra lai cho ngudi xuét trinh, khong dugc yéu cau nop ban sao
hogc ban chup giay to do.

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

Nguoi tiép nhan hod so thuc hién khai thac thong tin trong CSDLQGVDC
theo quy dinh phép luat néu nguoi yéu cau dang ky ho tich da cung cap ho,
chir dém, tén; ngdy, thang, nam sinh; sé dinh danh c& nhan/thé can cuéc cong
dan/thé can cude/can cude dign tir. Truong hop cac thdng tin can khai thac
khong co6 trong CSDLQGVDC thi dé nghi nguoi yeu cau ké khai day du.

- Pbi voi gidy to giri kém theo néu ngudi yéu cau nop hd so theo hinh thuc
truc tuyen

+ Ban chup céc glay to gui kém theo hd so dang ky giam ho truc tuyén phai
bao dam rd nét, day du, toan ven vé noi dung, la ban chup bang may anh,
di¢n thoai hoic duoc chup, dugc quét bang thiét bi dién tr, tir gidy to duoc
cap hop I¢, con gia tri su dung.

+ Truong hop gidy to, tai liéu phai giri kém trong ho so dang ky giam ho truc
tuyén da co ban sao dién tr hoic ban dién tur gidy to ho tich thi nguoi yéu cau
dugc st dung ban dién tr nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Trich luc dang ky giam
ho/ban sao Trich luc dang ky giam ho) ngudi yeu cau dang ky giam ho XUt
trinh gidy to tuy than, nop ban chinh céc gidy to 1a thanh phan hé so dang ky
giam ho theo quy dinh phap luat ho tich.

- Glay to do co quan c6 tham quyén cua nudc ngoai cap, cong ching hoac
x4c nhan dé sur dung cho viéc dang ky ho tich tai Viét Nam phai duoc hop
phap hda lanh sy theo quy dinh ctia phap luat, trir truong hop dugc mién theo
diéu woc qudc té ma Viét Nam 1a thanh vién.

- Truong hop ngudi Yéu cau dang ky giam ho khdng cung cap duogc gidy to
néu trén theo quy dinh hoic gidy to nop, xuat trinh bi tay xoa, sira chira, 1am
gia thi co quan dang ky ho tich c¢6 tham quyén hay bo két qua dang ky giam
ho.

2.4

S6 lwong hd so: 01 bd.

2.5

Thoi han giai quyét: 03 ngay lam viéc ké tir khi nhan du hd so hop 16.
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Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
- Trung tim Phyc vy HCC cip x4.
- Trung tam Phuc vu hanh chinh cong tinh dé thuce hién phi dia gioi hanh

28 | chinh.
- Cong Dich vu cong Qudc gia https://dichvucong.gov.vn.
- Ung dung dinh danh quéc gia.
Co quan thuc hién:
UBND cép xa noi cu tri ctia ngudi duoc giam ho hodc ngudi gidam ho.
2.7 | Co quan c¢6 thAim quyén quyét dinh: UBND cép xAi.
Co quan dworc iy quyén: Khong.
Co quan phdi hop: Co quan quan Iy Co sd dit liu Qudc gia vé Dan cu.

2.8 | P6i twong thwe hién TTHC: Cé nhan, phap nhan.

Két qua giai quyét TTHC:

- Ho so du diéu kién:

+ Trich lyc dang ky giam ho (ban chinh), ban sao Trich lyc dang ky giam ho
(truong hop y€u cau cap ban sao Trich luc dang ky giam ho).

2.9 | + Ban dién tir Trich luc dang ky giam ho (Ban dién tir s& tu dong gui vé Kho
quan ly dir liéu Qién tr cua ca nhﬁn/dﬁa chi thu dién tu/thiét bi s6/dién thoai
clia nguoi yéu cau sau khi da hoan tat thu tuc dang ky giam hd tai co quan
dang ky hd tich).

- Ho so khong du diéu kién: Vin ban thong bao khong du diéu kién gidm ho.

2.10 | Quy trinh xir ly cong viéc

TT Trinh ty Trach | Théi | Biew

j nhiém glan | mau/Keét qua

1. Tiép nhan hod so truc tiép tir ca

nhan hodc tir Dich vu buu chinh cong

ich hodc trén Cong Dich vu cong

Quoc gia (https://dichvucong.gov.vn)

hogc Ung dung dinh danh quoc gia.

2. Kiém tra hd so:

- Néu hd so chua ~da‘iy du hoac khong ) , Gid Mau (21; QZ,
g1 | hop 1& Huéng dan hodc thong bao | Cong chirc hanh 03 (néu co);

bang vin ban cho c4 nhan bd sung, | TN&TKQ chinh 06 va HO so
hoan thién hd so. Trudng hop khong theo muc 2.3
bo sung, hoan thién dugc hd so thi
thong béo tir chdi giai quyét hd so.

- Néu ho so déy du, hop 1&: Lam thu
tuc tiép nhan ho so va thu phi, 1¢ phi
theo quy dinh. Néu tlep nhan hd so sau
15 gio thi giri Phiéu hen, tra két qua
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cho ngu’(n co yéu cau trong ngay lam
viéc t1ep theo hodc guri tin nhén hen tra
két qua qua dlen thoai di dong cho
ngu’m co yéu cau (neu nguorl cd yéu
cau lga chon hinh thuc ndp hd so truc
tuyen).

Sau khi tiép nhan ho so theo hinh thic
nop truc tiép, Cong chirc tiép nhan
thuc hién sd hoa (sao chup, chuyén
thanh tai liéu dién tr trén hé thong
thong tin, co s& dit lidu) va ky s6 vao
tai liéu, ho so giai quyét thu tuc hanh
chinh da duoc sé hoa theo quy dinh.

Mau 05 va Ho

B2 Chuyén Lanh dao Van phong HDND- | Céng chiic 01 eity | 5 theo muc
UBND TN&TKQ 19123
Mau 05 va Ho
B3 Lanh dao Van phong phan cong cong | Lénh dao 02 wisy | 3 theo muc
chirc xur 1y ho so Vin phong 819123
Kiém tra, xem xét hd so:
- Néu du diéu kién: Thyc hién viéc
ghi vao SO dang ky giam ho, cap nhat
thong tin dang ky giam ho va luu
chinh thtrc trén Phan mém dang ky,
quan ly ho tich dién tir dung chung.
Tru’ongA hop tl?p nhg}n ho so dflng ky Miu 05: Du
giam ho theo hinh thirc truc tuyén: Giri . ,
DAL X , < A thao Trich luc
lai biéu mau Trich luc ding ky giam 9 A
: ) .S 02 |dang ky gidm
ho dién tr voi thong tin day du cho | .. . X A o
Cong chtrc | ngay |ho hoac du
B4 | nguoi yéu cau qua thu dién tor hoic| .2, x N \ c 1
xtrlyhoso | lam |thao Van ban
thiét bi sd. " A .
N . viéc | thong bao
Nguoi yéu cau co6 trach nhiém kiém tra khong da didu

tinh chinh x4c, day du cua cac théng tin
trén biéu mau Trich luc ding ky giam
ho dién tir va xac nhan (t0i da mot
ngay).

Néu nguoi c6 yéu cau xac nhan thong
tin da thong nhat, day du hoic khong
c6 phan hoi sau thoi han yéu cau thi
ghi ndi dung vao S6 dang ky giam ho,

kién gidm ho
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cap nhat thong tin dang ky giam ho va
lwu chinh thic trén Phin mém ding
ky, quan ly ho tich dién tr dung
chung, in du thao Trich luc dang ky
giam ho;

- Néu khong du diéu kién: Dy thao Vin
ban théng bao khéng du didu kién giam
ho.

Trinh Lanh dao ¢ budc BS.
- TH
; , YY IMau 0s, 06;
- TH uy quyén: Chanh Van phong| -Chanh | quyén: Trich ’ : ’
HDND-UBND ky dy thio két qua| Vanphong | 04 df“’ » e
g | &idi quyct thi tue hanh chinh, chuyén | HDND- | gio; hi‘nz‘i Y g\lj‘fn
dén buéc B7. UBND “TH bgn ﬂ‘l’(‘;‘rcl bzg
- TH khong uy quyép: Lanh dao Van | - Lanhdao | khong khéng dﬁg didu
phong ky nhay, chuyén dén buéc B6 | Van phong Uy | kién giam ho
quyén: ' '
02 gio
Mau 05, 06;
Trich luc
, T VR X, Lanh dao dang ky giam
e | K¥ du thao két qua giai quyet thu tue | ypnny 4 | 02 gis | ho hodc Vin
hanh chinh < A i
xa ban thong bao
khong du diéu
kién gidm ho
Mau 05, 06;
Trich luc
Phat hanh vin ban va tra két qua cho | Van thu . de}ng kvy glam
B7 A TSR 01 gi6 | hd hodc Van
Trung tdam Phuc vu HCC cap xa UBND ; R .
ban thong bao
khong du diéu
kién gidm ho
Mau 01, 06;
Trich luc
. 1A , A1 . A . Gio | dang ky gidm
Tra két qua, thu 1€ phi theo quy dinh | Cong chuc X AT s <
B8 (néu c0) TN&TKQ hanh | hd hoac Van
‘ chinh | ban théng béo

khong du diéu
kién giam hd

* Truong hop hd so qua han xur 1y, trong thoi gian chdm nhat 01 ngay trudc
ngay hét han xir ly, Cong churc xir Iy ho so trinh Chanh Van phong HDND-
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UBND (neu uy quyen)/Lanh dao UBND cap xa (néu khong uy quyén) ky ban
hanh phiéu xin 16i va hen lai ngay tra két qua dé giri cho to chirc, c4 nhan.

BIEU MAU

@B

Mau 01 M3u 01.docx

Gidy tiép nhan ho so va hen tra két qua
]

Mau 02 M3u 02.docx

Phiéu yéu cau bo sung hoan thién ho so
0

Mau 03 M&u 03.docx

Phiéu tir chéi tiép nhan giai quyét ho so
)

Mau 04 M3u 04.docx

Phiéu xin 16i va hen lai ngay tra két qua
)

M?lu 05 ) v o Mau 05.docx
Phi€u kiém soat qua trinh giai quyét ho so
S6 theo dai ho SO
Mau 06 Iij
Mau 06.docx
BM.HT.19.01 BMHTQLdnc
To khai dang ky giam ho

Mau ho tich dién tir twong tac dang ky giam ho (néu
ndp ho so theo hinh thirc truc tuyén).

BM.HT.19.02
]

BMLHT.19.02.doc

HO SO LUU:

Mau 01; 02, 03, 04 (néu ¢6); 06 luu tai Trung tm Phyc vu HCC cap xa. Mu
01, 05 luu theo ho so;

Ho so dau vao theo muc 2.3;

S6 dang ky giam ho;

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




219

HO so dugc luu tai UBND cép x4, thoi gian luu trir SO dang ky giam h 1a vinh
vién, con cac gidy to khac thuc hién luu theo quy dinh ctia Luat HQ tich va cac van
ban huong dan thi hanh.

20. Thi tuc ding ky giam hd cé yéu td nwéc ngoai

KY HIEU QUY TRINH QT.HT.20

NOI DUNG QUY TRINH

2.1

Piéu kién thye hién TTHC:

- Viéc giam ho gifta cong dan Viét Nam va nguoi nude ngoai cung cu tra tai
Viét Nam.

- Ca nhan c6 du cac diéu kién sau day co thé 1am nguoi gidm ho:

+ C6 nang lyc hanh vi dan su day du.

+ C6 tu cach dao duc tot va cac diéu kién can thiét dé thyc hién quyén, nghia
vu cila nguoi gidm hd.

+ Khong phai la nguoi dang bi truy ctru trach nhiém hinh sy hodc nguoi bi
két an nhung chua dugc xoa an tich vé mot trong cac t01 ¢6 y xam pham tinh
mang, stc khde, danh du, nhan pham, tai sdn ctia nguoi khac.

+ Khong phai 1a nguoi bi Toa an tuyén bd han ché quyén ddi voi con chua
thanh nién.

- Phép nhan c6 du cac diéu kién sau ddy c6 thé lam nguoi giam ho:

+ C6 nang luc phép luat dan sy phu hop véi viée giam ho.

+ C6 diéu kién can thiét dé thuc hién quyén, nghia vy ctia nguoi giam ho.

2.2

Cach thire thyc hién TTHC:

- Thu tuc nay da diéu kién thuc hién dich vu cong truc tuyén toan trinh.

- Ngudi yéu cau ding ky giam ho truc tiép thuc hién hodc uy quyén cho
nguoi khac thuc hién nop ho so truc tiép tai Trung tdm Phuc vu HCC cép Xa,
gui qua hé théng buu chinh hoac ndp ho so truc tuyén tai Cé)ng dich vu cong
quéc gia (https://dichvucong.gov.vn) hodgc Ung dung dinh danh quéc gia.

- N&p tai Trung tdm Phuc vu Hanh chinh cong tinh Ha Tinh - S6 024, dwong
Nguyén Chi Thanh, phwong Thanh Sen, tinh Ha Tinh dé thuc hién phi dia
gidi hanh chinh.

2.3

Ban Ban

Thanh phan ho so, bao gom: chinh |sao
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To khai dang ky giam hg, theo mau BM.HT.20.01 (néu
nguoi c6 yéu cau lya chon ndp hd so theo hinh thuc truc
tiép hodc guri hd so qua dich vu buu chinh cong ich);

Mau ho tich dién tir twong tac dang ky giam ho (do nguoi
yéu cau cung cap thong tin theo hudng dan trén Cong dich
vu cong néu nguoi co yéu cau lwa chon ndp hd so theo
hinh thtc truc tuyén);

Ngudi c6 yéu cau ding ky giam ho thyc hién viée ndp/xuit
trinh (theo hinh thure truc tiép) hodc tai 1én (theo hinh thuc
truc tuyé€n) cac giay to sau:

* Gidy to phai nop:

- Van ban ctir nguotl giam hd theo quy dinh cua Bo luat
Dan su ddi véi trudng hop ding ky giam ho ctr; gidy to
ching minh diéu kién giam ho duong nhién theo quy dinh
ciia Bo luat Dan sy d6i voi truong hop dang ky giam ho
duong nhién; trudng hop c6 nhiéu nguoi cing du diéu kién
lam giam ho duong nhién thi ndp thém van ban thoa thuén
vé viéc clir mot nguoi 1am gidm ho duwong nhién;

Vin ban ty quyén (dugc ching thyuc) theo quy dinh cua
phép luat trong trudng hop uy quyén thuc hién dang ky
giam ho. Truong hop ngudi duge uy quyén 1a dng, ba, cha,
me, con, Vo, chong, anh, chi, em rudt ctia ngudi uy quyén
thi van ban uy quyén khong phai ching thuc.

Gidy to chimg minh thudc gia dinh c6 cong véi cach
mang; nguoi thude hd ngheo; nguoi khuyét tat (néu co).

* Gidy to' phai xuit trinh:

- Ho chiéu/Thé can cudc cong dan/Thé cin cude/Can cude
dién tir/Gidy chung nhan cin cudc hodc cic glay to khac
c6 dan anh va thong tin ca nhan do co quan co tham quyén
cap, con gia tri str dung (sau day goli tat 1a gidy to tay than)
dé chirmg minh vé nhan than khi lam tha tyc truc tiép tai co
quan dang ky ho tich.

Trirong hop gidy to tiy than si dung la: Hé chiéu, Thé cin
cuce, Can cudc cong dan, Gidy ching nhdn can cuoc thi
nguoi ¢o yeu cau déang ky h¢ tich chi can cung Cap thdng
tin sé dinh danh cd nhan hogc théng tin vé gidy to (so,
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ngay/thdng/niam cdp), co quan dang ky hé tich c¢6 trach
nhiém tra ciru thong tin thong qua két néi véi Co so dir
liéu ho tich dién tir, Co 56 dir lidu qudc gia vé déan cu hodc
co s6 dit lidu khdc c6 lién quan dé doi chiéu, khai thac di
liéu.

Truong hop khong khai thac dwoc thong tin hodc thong tin
khai thdc dwoc khéng ddy du, khéng chinh xdc thi co quan
ddang ky ho tich yéu cau nguwoi di dang ky hé tich xudt trinh
ban chinh gidy to dé chitng minh, dong thoi dé nghi ngueoi
di dang ky hé tich cdp nhdt, diéu chinh théng tin trong cdc
co so dir liéu theo quy dinh cua phap ludt.

Truong hop cac thong tin ca nhan trong cac gidy to ndy da
c6 trong Co so dir ligu qu0c gia vé dan cu, Co so dir liéu
ho tich dién tu, dugc hé thong dién tu dong thi khong phai
tai 1én (theo hinh thirc tryc tuyén);

Gidy to c6 gia tri chimg minh théng tin vé cu tra trong
truong hop co quan ding ky ho tich khong thé khai thac
duogc thong tin vé noi cu tri cia cong dan theo cac phuong
thic quy dinh tai khoan 2 Diéu 14 Nghi dinh s
104/2022/ND-CP ngay 21/12/2022 ctia Chinh phu. Truong X
hop céc thong tin vé gidy to chimg minh noi cu trii di dugc
khai thac tr CSDLQGVDC bang cac phuong thirc nay thi
ngudi yéu cau khong phai xuét trinh (theo hinh thirc truc
tiép) hodc tai 1én (theo hinh thirc truc tuyén).

Truong hop gti hd so qua dich vu buu chinh cong ich thi phai giri kém theo
ban sao c6 chung thyc gidy td phai xuat trinh néu trén.

*Luuy

- Ca nhan c¢6 quyén lra chon thuc hién tha tuc hanh chinh vé ho tich tai co
quan dang ky hg tich noi cu trt; noi cu trii cua ¢4 nhan dugc xac dinh theo
quy dinh ctia phap luat vé cu tri. Truong hop ca nhéan lya chon thuc hién thu
tuc hanh chinh vé ho tich khong phai tai Uy ban nhan dan cip x3 noi thudng
tri hodic noi tam tri thi Uy ban nhan din cdp x4 noi tiép nhan yéu cau co
trach nhiém hd tro ngudi dan ndp hd so dang ky ho tich tryc tuyén dén dung
co quan c6 thAm quyén theo quy dinh.

- B6i véi gidy to nop, xuat trinh néu nguoi yéu cau nop ho so theo hinh thirc
truc tiép:

+ Ngudi yéu cau dang ky ho tich co thé ndp ban sao dugc ching thyuc tir ban
chinh hodc ban sao duoc cip tir s6 gdc (sau day goi la ban sao) hodc ban
chup kém theo ban chinh, ban dién tir cac gidy to ndy, bao gdom ca gidy to
dugc tich hop, hién thi trén Ung dung dinh danh dién tir (VNeID).
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Truong hop nguoi yéu cau nop ban chup kem theo ban chinh gidy to thi nguoi
tiép nhan co trach nhiém kiém tra, d6i chleu ban chup vo1 ban chinh va ky xac
nhan, khong dugc yéu cau ndp ban sao gidy to do.

Déi véi gidy to xuat trinh khi ding ky ho tich, ngudi tiép nhan c6 trach nhiém
kiém tra, d6i chiéu, ghi lai thong tin hoac chup lai, ky xdc nhan dé Iuu trong
hd so va tra lai cho nguoi xuét trinh, khong duoc yéu cau ndp ban sao hodc
ban chup gidy to do.

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

Nguoi tiép nhan ho so thuc hién khai thac thong tin trong CSDLQGVDC
theo quy dinh phap luat néu nguoi yéu cau dang ky ho tich da cung cap ho,
chir dém, tén; ngay, thang, nam sinh; sd dinh danh c4 nhan/thé can cudc
cong dan/thé can cudc/can cude dién tur. Truong hop cac thong tin can khai
thac khong c6 trong CSDLQGVDC thi dé nghi ngudi yéu cau ké khai day
du.

- Bbi voi gidy to gtri kém theo néu ngudi yéu cau ndp ho so theo hinh thirc truc
tuyén:

+ Ban chup cac giéy to guri kém theo ho so dang ky giam ho tryc tuyén phai
bao dam rd nét, day du, toan ven vé noi dung, 1a ban chup bang may anh,
dién thoai hodc dugc chup, dugc quet bang thiét bi dién tir, tir gidy to duogc
cap hop 1é, con gié tri sit dung.

+ Truong hop gidy to, tai liéu phai giri kém trong hd so diang ky giam ho
tryc tuyén da co ban sao dién tir hodc ban dién tr gidy to ho tich thi ngudi
yéu cau dugc sir dung ban dién tir nay.

- Truong hop nguoi yéu cau dang ky ho tich Ira chon nhan két qua tai Trung
tam Phuc vu HCC cap xa thl nguoi yéu cau dang ky h¢ tich phai xudt trinh
gidy to tuy than, nop cac gidy to 1a thanh phan ho so theo quy dinh; Truong
hop nguoi yéu cau dang ky ho tich khong lya chon nhén két qua tai Trung
tam Phuc vu HCC cap xa thi nguoi yéu cau dang ky ho tich ndp cac gidy to
1a thanh phan ho so theo quy dinh trude khi nhan két qua.

- Truong hop nguoi yéu cau ding ky ho tich khong cung cap duoc gidy to
theo quy dinh hodc giay to ndp, Xuat trinh bi tay x0a, stra chira, lam gia thi
co quan ding ky ho tich co thim quyén hay bo két qua ding ky ho tich.

- Gidy to do co quan c6 thAm quyén clia nudc ngoai cip, cong ching hoic
xac nhan dé su dung cho viéc dang ky hd tich tai Viét Nam phai dugc hop
phap hoa lanh su theo quy dinh cua phap luat, trir truong hop duoc mién
theo diéu wéc qudc té ma Viét Nam 1a thanh vién.

2.4

S6 lwong ho so: 01 bd

2.5

Thoi han giai quyét:
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- Bang ky giam ho cir: 05 ngay lam viéc, ké tir ngdy nhan da hd so hop 18.
- Pang ky giam ho dwong nhién: 03 ngay lam viéc, ké tir ngdy nhan du ho so
hop 1¢.

Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
- Trung tdm Phuc vu HCC cép xa.
- Trung tam Phuc vu hanh chinh cong tinh dé thuce hién phi dia gidi hanh

28 | chinh.
- Cong Dich vu céng Qudc gia https://dichvucong.gov.vn.
- Ung dung dinh danh qudc gia.
Co quan thue hién: UBND cép xi.
Co quan c6 tham quyén quyét dinh: Uy ban nhan dan cép x4 noi cu tri

97 01_”15:1 n%ubi c‘{u’()‘c. {giém ho ‘hOé:lC ‘n.gu’bri giém‘ h@\thu’c hié,n d.éngAky giam ho

' gilta cong dan Viét Nam va nguoil nudc ngoai cung cu tra tai Viét Nam.
Co quan dwoe iy quyén: Khong.
Co quan phdi hop: Co quan quan Iy Co s¢ dit liéu Qudc gia vé dan cu.

2.8 | Poi twong thue hién TTHC: Ca nhan, phap nhan.

Két qua giai quyét TTHC:
- Ho so du diéu kién:
+ Trich lyc dang ky giam h¢ (ban chinh), ban sao Trich luc dang ky giam ho
(truong hop yéu cau cap ban sao Trich luc dang ky gidm hg).

2.9 |+ Ban dién tir Trich lyc dang ky giam ho (Ban dién tir s& tw dong giri vé
Kho quan 1y dir li¢u d‘ién tr cua ca nhén/dja chi thu dién tu/thiét b1 s6/dién
thoai cua nguoi yéu cau sau khi da hoan tat thu tuc dang ky giam hd tai co
quan dang ky ho tich).

- Ho so khong du diéu kién: Vian ban thong bao khong du diéu kién.
2.10 | Quy trinh xir ly cong viéc
T | Trinh tur Trach Thoi Biéu miu/Két
: nhiém glan qua
Tiép nhan ho so:
1. Tiép nhan ho so. .. |Mau 01; 02, 03
o \ r A , Gi0o J4 , \
B1 |- Tiép nhan ho so tryc tiep tir ca COng chirc hanh (néu co), 06 va

nhan hodc tir dich vy buu chinh | TN&TKQ | | HO  so  theo
cong ich hodc trén Cong Dich vy muc 2.3
cong Quoc gia
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(https://dichvucong.gov.vn)  hodc
Ung dung dinh danh qudc gia.

2. Can bd TN&TKQ kiém tra hd
SO

- Néu hd so chua day du hoic
khéng hop 1¢: Hudng dan hoic
thong bao biang vin ban cho cé
nhan b6 sung, hoan thién ho so.
Truong hop khong bd sung, hoan
thién duoc ho so thi thong bao tir
chéi giai quyét ho so.

Néu hd so dﬁy du, hop 1¢: Lam thu
tuc tiép nhan ho so, thu phi, 1 phi
theo quy dinh, c6 Phiéu hen, tra
két qua cho ngudi cd yéu cau (néu
nguoi ¢ yéu cau lya chon hinh
thirc ndp hd so truc tlep) hoac gui
ngay Phiéu hen, tra két qua qua
thu dién tr hodc gui tin nhin hen
tra két qua qua dién thoai di dong
cho nguoi c6 yéu cau (néu ngudi
c¢6 yéu cau lya chon hinh thirc ndp
hd so truc tuyén).

Sau khi tiép nhan hd so theo hinh
thirc ndp truc tiép, coéng chirc
TN&TKQ thuc hién s hoa (sao
chup, chuyén thanh tai liéu dién tur
trén hé thong thong tin, co s¢ dir
lidu) va ky s6 vao tai lidu, ho so
giai quyét thu tuc hanh chinh da
duogc sb hoa theo quy dinh.

B2 Chuyén hé so cho Lanh dao Van | Cong chuc 02 i Mﬁu 01, 05 va
phong HDND-UBND dé xtt 1y. TN&TKQ 819 1 hd so kem theo

A A o 1 A Lanh dao .. | Mau 01, 05 va

B3 | Phan cong chuc xur 1y ho so. Van phong 02 gio ho so kem theo
Kiém tra, xem xét ho so: L5 Miu 04 (néu

- Truong hop hd so can bd sung, Céne chi n ’é co), 05 ; du

B4 | hoan thién hoac khong du dicu < ﬂ? 111},%}(1:6 ig Igmy thdo Trich luc
kién giai quyét, _phai tur chéi thi viee ding ky giam

gi thong bao vé tinh trang ho so

ho hoac Van
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té61 Trung tam Phuc vu HCC cép
x4 dé thong bao cho ngudi ndp hod
SO;

- Trudng hop can phai kiém tra,
xac minh lam rd hodac do nguyén
nhan khic ma khéng thé tra két
qua dung thoi gian da hen thi lap
Phiéu xin 16i va hen lai ngay tra
két qua, trong d6 néu rd 1y do
cham tra két qua va thoi gian hen
tra két qua, chuyen Trung tam
Phuc vu HCC cap xa dé tra cho
nguoi co yéu cau (néu ngudi co
yéu cau lya chon hinh thirc ndp ho
so truc tiép), hodc gui Phiéu xin
16i va hen lai ngay tra két qua qua
thu dién tor hodc gui tin nhan qua
dién thoai di dong cho nguoi co
yéu cau (néu ngudi co yéu cau lua
chon hinh thirc ndp hd so truc
tuyén);

- Pbi véi truong hop ding ky
giam ho duong nhién:

+ Néu ho so du dicu kién thi vao
S6 dang ky giam ho, nhap dir liéu
vao phan mém ho tich, in dy thio
Trich lyc dang ky giam hg;
Truong hop tiép nhan hd so ding
ky gidm hd theo hinh thuc truc
tuyén: Gui lai biéu mau Trich luc
dang ky giam ho dién tir v6i thong
tin day du cho nguoi yéu cau qua
thu dién tir hodc thiét bj sd.

Nguoi yéu ciu co trach nhiém
kiém tra tinh chinh x4c, day du
ciia cac thong tin trén biéu mau
Trich luc dang ky gidm ho dién tr
va x4c nhan (t6i da mot ngay).
Néu ngudi cd yéu cau xac nhan
thong tin da thong nhat, day du
hodc khéng c6 phan hdi sau thoi
han yéu cau thi thuc hién viéc ghi

ban thong bao
khong du diéu
kién
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ndi dung vao SO dang ky giam ho,
cap nhat thong tin dang ky giam
hd va luu chinh thic trén Phan
mém ding ky, quan Iy ho tich dién
tir dung chung.

+ Néu khong du diéu kién thi du
thdo van ban thong bao khong du
diéu kién Trinh Chanh Vin phong
HDND-UBND.

- Pbi véi truong hop ding ky
giam ho cur:

+ Néu du diéu kién dé giam ho thi
thuc hién dang ky giam ho cu, vao
S6 dang ky giam ho, nhap dir licu

vao phan mém hd tich, in dy thao 3,5
Trich luc dang ky giam ho; ngay
Trudng hop ndp ho so truc tuyén lam
thi thuc hién cac buéc nhu ding viéc
ky gidm ho duong nhién.
+ Néu khong du diéu kién thi du
thao van ban thong bao khong du
diéu kién; Trinh Chanh Vin phong
HDND-UBND.
, A (LA < \ -THuy | |~ ;
- TH uy quyén: Chanh Van phong - Chanh quyén: Mau 05; Trich
HPND-UBND ky dy thao két qua | (-~ | 6yi6‘, luc ding ky
giai quyet thu tuc hanh chinh, HDII)\ID-g ';g'h " | giam ho hodc
B5 | chuyén dén budc B7. UBND: k_h‘ van ban thong
- TH khéng uy quyén: Lanh dao - Lanh d;10 lfng bé‘o kh@ng du
Vin phong ky nhay, chuyén dén Van ohon Xn' di€u kién da
bude B PRONE | UV | kylky nhay
Mau 05; Trich
< luc dang ky
‘ . ; Lanh dao :
Ky két qua gidi quyét thu tuc hanh ¥ .. | gidm ho hodc
BO chinh. UBI\)I(I; cap | 02 gio van ban thong
bdo khong du
diéu kién
B6 Phat hanh van ban, chu}{én cho| Van thu: 02 sid Mau 05, 06;
Trung tdm Phuc vu HCC cap xa. UBND cap & Trich luc dang
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Xa ky gidam ho
hodc van ban
théng béo
khong du diéu
kién

B7

Mau 01, 06;
Trich luc dang
Gio |ky gidm hd
hanh | hodc van ban
chinh | théng béo
khong du diéu
kién

Cong chirc

Tra két qua. TN&TKQ

* Truong hop hd so qua han xtr 1y, trong thoi gian cham nhat 01 ngay trudc
ngay hét han xu 1y, Cong chue xu 1y ho so trinh Chanh Van phong HDND-
UBND (néu uy quyen)/Lanh dao UBND cip xa (neu khong uy quyen) Ky
ban hanh phiéu xin 15i va hen lai ngay tra két qua dé giri cho t6 chirc, ca
nhan.

BIEU MAU

@j

Mau 01 Mau 01.docx
Giay ti€p nhan ho so va hen tra két qua

@j

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

@H

Mau 03 Mau 03.docx
Phiéu tir choi ti€p nhan gidi quyét ho so

@j

Mau 04 Mau 04.docx
Phiéu xin 161 va hen lai ngay tra két qua

@j

Mau 05 Mau 05.docx
Phiéu ki€m soat qua trinh gidi quyét ho so
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@j

Mau 06 Mau 06.docx
So theo doi ho so

Iy

BM.HT.20.01 BM.HT.20.01.doc
To khai dang ky giam ho

Mﬁu h¢ tich dién tur twong tac dang ky giam ho (néu ndp
ho so theo hinh thirc truc tuyén).
BM.HT.20.02 D

BM.HT.20.02.docx

4 |HOSOLUU

Mau 01; 02, 03, Q4 (néu c0), 06 luu tai Trung tdm Phuc vu HCC cép xi. Mau
01, 05 Iuu theo ho so;

- Ho6 so dau vao theo muc 2.3;

- | S6 dang ky giam ho;

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

H6 so duoc luu tai Van phong HDND-UBND, thoi gian luu trit thue hién luu theo
quy (jinh‘cﬁa Lu’ét Ho tich va cac van ban hu’épg dan thi hanh. Sau khi hét han,
chuyén ho so xuong don vi luu trit cia UBND cap xa va luu trit theo quy dinh hién
hanh.

21. Thii tuc ding ky cham dit giam hd

1 | KY HIEU QUY TRINH QT.HT.21

2 | NOIDUNG QUY TRINH

2.1 | Piéu kién thwe hién TTHC: Khong.

2.2 | Cach thirc thuc hién TTHC:

- Thu tuc nay du diéu kién thuc hién dich vu cong tryc tuyén toan trinh.
- Nguoi yéu cau dang ky chdm dat giam ho truc tiép thuc hién hodc uy

quyén cho nguoi khac thyc hién nop hé so truc tlep tai Trung tdm Phuc vu
HCC cip xa giri qua hé théng buu chinh hodc ndp ho so truc tuyén tai Cong
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dich vu cong quoc gia (https://dichvucong.gov.vn) hodc Ung dung dinh

danh quoc gia.

- Ngp tai Trung tam Phuc vy hanh chinh cong tink Ha Tinh - So 02A,
duwong Nguyen Chi Thanh, phwong Thanh Sen, tinh Ha Tinh dé thuc hién

phi dia gioi hanh chinh,

2.3

Thanh phin hé so, bao gom:

Ban
chinh

Ban
Sao

To khai ding ky cham dat giam ho theo mAu
BM.HT.21.01 (néu ngudi c6 yéu cau lya chon nop hd so
theo hinh thire tryc tiép hodc gui hd so qua Dich vu buu
chinh cong ich);

Mau ho tich dién [t tuong tac dang ky cham dut giam ho
(do nguoi yéu cau cung cap thong tin theo huong dan
trén Cong dich vu cong, néu nguoi co yéu cau lya chon
ndp ho so theo hinh thic truc tuyén);

Nguoi 6 yéu cau ding ky cham dat giam ho thye hién
viéc nop/xuit trinh (theo hinh thue tryc tiép) hodc tai Ién
(theo hinh thirc truc tuyén) cac gidy to sau:

* Gidy to phai nop:

Gidy to 1am cin ctr cham dat giam ho theo quy dinh cia
B4 luat Dan sy;

Vin ban uy quyen theo quy dinh cua phap luat trong
truong hop ty quyén thuc hién viéc dang ky cham dut
gidm ho. Truong hop ngudi dugc uy quyén 1a dng, ba,
cha, me, con, vQ, chéng, anh, chi, em rudt ciia nguoi uy
quyén thi vin ban uy quyén khong phai ching thuc.

* Gidy to' phai xuit trinh:

- Ho chiéu/Thé cin cude cong dan/Thé cin cude/Can
cudce dién tir/Gidy chimg nhan cin cude hoic cac gidy to
khac co dan anh va thong tin ca nhan do co quan c6 thém
quyén cip, con gia tri str dung (sau day goi tit 1a gidy to
tuy than) dé chtimg minh vé nhan than khi 1am tha tuc
truc tiép tai co quan dang ky ho tich.

Trieong hop gidy to tiy than si dung la: Hé chiéu, Thé
can cudc, Can cuéc cong dan, Gidy ching nhdn can
cuot thi nguoi ¢6 yéu cau dang ky hé tich chi can cung
Cap thong tin sé dinh danh cd nhan hogc thng tin vé
gidy to (s, ngay/thang/nam cdp), co quan ding ky ho
tich co trach nhiém tra cuu thong tin thong qua ket noi
véi Co so dir liéu hé tich dién tir, Co s& dir liéu quoc gia
vé dan cur hodc co sé div lidu khdc ¢ lién quan dée doi
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chiéu, khai thac dit liéu.

Truong hop khong khai thdac dwoc thong tin hodc thong
tin khai thdac dwoc khéng day du, khéng chinh xdc thi co
quan déing ky hé tich yéu cau nguwoi di dang ky hé tich
xudt trinh ban chinh gidy to @é chimg minh, dong thoi dé
nghi nguoi di dang ky hé tich cdp nhat, diéu chinh théng
tin trong cac co so dit liéu theo quy dinh cua phap luat.
Truong hop cac thong tin ¢4 nhan trong cc gidy td nay
da co trong Co so dir lieu qudc gia vé dan cu, Co so dir
lieu ho tich dién tir, duoc hé thong dién tu dong thi khong
phai tai 1én (theo hinh thirc truc tuyén.

- Gidy to 6 gia tri chimg minh thong tin vé cu tra trong
truomg hop co quan ding ky ho tich khong thé khai thac
dugc thong tin vé noi cu trd cua coéng dan theo cic
phuong thitc quy dinh tai khoan 2 Diéu 14 Nghi dinh s6
104/2022/ND-CP ngay 21/12/2022 cta Chinh phu.
Trudng hop céac thong tin vé gidy to chimg minh noi cu
tra da dugc khai thac tir Co sé dit liéu quéc gia vé dan cu
bang cac phuong thic nay thi nguoi c¢6 yéu cau khong
phai xuat trinh (theo hinh thirc tryc ti€p) hogc tdi 1én (theo
hinh thirc truc tuyén).

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

*Luuy

- Ca nhan c6 quyeén lya chon thuc hién tha tuc hanh chinh vé h tich tai co
quan dang ky ho tich noi cu tr; noi cu tra cua ca nhan dugc xac dinh theo
quy dinh cta phap luat vé cu tra. Trudng hop ca nhan lwa chon thuc hién
thir tuc hanh chinh vé ho tich khéng phai tai Uy ban nhan dan cip x4 noi
thuong tri hodc noi tam tra thi Uy ban nhan dan cap x4 noi tiép nhan yéu
cau c6 trach nhiém hd trg ngudi dan ngp ho so dang ky hé tich tryc tuyén
dén dung co quan co tham quyen theo quy dinh.

- Ddi Vi glay to nop, xuat trinh néu ngudi yéu cau nop hd so theo hinh
thire tryuc tiép:

+ Ngudi yéu cau ding ky ho tich co thé nop ban sao dugc ching thyc tur
ban chinh hoic ban sao duoc cap tir s6 goc (sau day goi la ban sao) hoac
ban chup kém theo ban chinh, ban dién tir cac gidy to ndy, bao gom ca gidy
to duoc tich hop, hién thi trén Ung dung dinh danh dién tar (VNelD).
Truong hop nguoi yéu cau nop ban chup kém theo ban chinh gidy to thi
ngudi tiép nhan co trach nhiém klem tra, di chiéu ban chup véi ban chinh
va ky xac nhan, khong duoc yéu cau nop ban sao gidy to do.

Déi voi gidy to xuat trinh khi dang ky ho tich, nguoi tiép nhan cé trach
nhiém kiém tra, d4i chiéu, ghi lai théng tin hodc chup lai, ky xac nhan dé
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lwu trong ho so va tra lai cho ngudi xuat trinh, khéng dwgc yéu cau nop
ban sao hogc ban chup gidy to do.

+ Ngudi tiép nhan c6 trach nhiém tiép nhan dung, du ho so dang ky hd tich
theo quy dinh cua phap luét h¢ tich, khong dugc yéu cau ngudi dang ky ho
tich nop thém gidy to ma phép luat ho tich khong quy dinh phai nop.

Nguoi tiép nhan ho so thuc hién khai thac thong tin trong CSDLQGVDC
theo quy dinh phép luat néu ngudi yéu cau dang ky ho tich da cung cap ho,
chir dém, tén; ngay, thang, nam sinh; s6 dinh danh ca nhan/thé can cudc
cong dan/thé cin cudc/cin cude dién tir. Trudong hop cac thdng tin can
khai thac khong c6 trong CSDLQGVDC thi dé nghi nguoi yéu cau ké khai
day du.

+ Truong hop ngudi yéu cau dang ky ho tich cung cap thong tin vé giay to
ho tich cta ca nhan da dugc dang ky, co quan dang ky ho tich cé trach
nhiém tra ciu thong tin trén Hé thong thong tin giai quyét thu tuc hanh
chinh cap tinh théng qua két ndi véi Co so dir liu ho tich dién tu,
CSDLQGVDC. Truong hop khong tra ctru dugc do khong cé thong tin
trong Co so dit liéu ho tich dién tir, CSDLQGVDC thi co quan dang ky ho
tich yéu cau nguoi di ding ky ho tich nop/xuat trinh gidy to lién quan dé
chuing minh.

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

+ Ban chup céc gidy to gui kém theo hd so dang ky chdm dut giam ho truc
tuyén phai bao dam rd nét, day du, todn ven vé noi dung, 1a ban chup bang
may anh, dién thoai hodc dugc chup, duoc quét bang thict bi dién ti, tu
gidy to dugc cap hop I€, con gia tri st dung.

+ Truong hop glay to, tai lieu phai giri kém trong ho so ding ky cham dut
giam hg truc tuyen da c6 ban sao dién tir hoac ban dién tir gidy to ho tich
thi ngudi yéu cau duoc st dung ban dién tar nay.

- Khi dén co quan ding ky ho tich nhan két qua (Trich luc dang ky cham
dut giam ho/ban sao Trich luc ding ky cham dut gidam ho), nguoi yéu cau
dang ky cham dat gidm ho xuat trinh gidy to tuy than, nop céac giay to 1a
thanh phan hd so dang ky chim dat giam ho theo quy dinh phap luat ho
tich.

- Gidy to do co quan ¢ tham quyén cua nudc ngoai cap, céng ching hoic
xé&c nhan dé st dung cho viéc dang ky ho tich tai Viét Nam phai duoc hop
phap hda lanh su theo quy dinh cua phép luat, trir truong hop dugc mién
theo diéu wéc qudc té ma Viét Nam la thanh vién.

- Truong hop ngudi yéu cau dang ky cham dat giam ho khong cung cap
duoc gidy to néu trén theo quy dinh hoic gidy to nop, xuat trinh bi tay x0a,
stra chira, 1am gia thi co quan dang ky ho tich c6 tham quyén hay bo két
qua dang ky cham duat gidam ho.

2.4

S6 lwong ho so: 01 bo

2.5

Thoi han giai quyét: 02 ngay lam viéc, ké tir khi nhan da ho so hop 1.
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Pia di¢m tiép nhan ho so va tra két qua giai quyét TTHC:
- Trung tim Phyc vy HCC cip x4.
- Trung tam Phuc vu hanh chinh cong tinh dé thuc hién phi dia gioi hanh

28 | chinh.
- Cong Dich vu cong Qudc gia https://dichvucong.gov.vn.
- Ung dung dinh danh quéc gia.
Co quan thue hién: UBND cép x4 noi di dang ky giam ho trudc day.
57 Co quan cé thim quy%n quyét dinh: UBND cap xa.
' Co quan dugc Gy quyén: Khong.
Co quan phdi hop: Co quan quan Iy Co sd dit liéu Qudc gia vé Dan cu.

2.8 | Poi twong thue hién TTHC: Ca nhan, phap nhan.

Két qua giai quyét TTHC:

- Ho so du diéu kién:

+ Trich luc dang ky cham dut giam ho (ban chinh), ban sao Trich luc dang
ky cham dat giam ho (truong hop yéu cau cip ban sao Trich luc diang ky
cham dut giam ho).

2.9 |+ Ban dién tir Trich luc dang ky cham dit giam ho (Ban dién tir s& ty dong
gui vé Kho quan Iy dir liéu dién tir cua ca nhan/dia chi thu dién tur/thiét bi
s0/dién thoai ciia nguo1 yéu cau sau khi da hoan tat thu tuc dang ky cham
dat giam hg tai co quan dang ky ho tich).

- Ho so khong du diéu kién: Van ban thong bao khong du diéu kién chim
dat giam hg.

2.10 | Quy trinh xir ly cong viéc

T Trinh tu I}I?é?l ’gll;(: Bieu (lllilaﬁu/Ket
1. Tiép nhan ho so tryc tiép tir ca
nhan hoac tur Dich vu buu chinh
cong ich hodc trén, Cong Dich vu
cong Quoc gia
(https://dichvucong.gov.vn)  hodc
Ung dung dinh danh quoc gia. .

2. Kiém tra hd so: Co he Gio Mr:}u 0'1;'0026, 0%

Bl |- I}Iéu ho S0 chu’a, day (;Iﬁ hodic TOI\InE_I(_JKuQc hanh gl gu CSO 0,)’ thzg
khong hop 1&: Huodng dan hoac chinh muc 2.3

thong bao bang vin ban cho ci
nhan bd sung, hoan thién hd so.
Truong hop khong bd sung, hoan
thién dugc hd so thi thong béo tir
chdi giai quyét ho so.

- Néu ho so day du, hop 1&: Lam
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thu tuc tiép nhan ho so va thu phi,
16 phi theo quy dinh. Néu tiép
nhan hd so sau 15 gio thi gir
Phiéu hen, tra két qua cho nguoi
c6 yéu cau trong ngdy lam viéc
tiép theo hodc giri tin nhan hen tra
két qua qua dién thoai di dong cho
ngudi cd yéu cau (néu nguoi cd
yéu cau lya chon hinh thirc ndp hd
SO tryc tuyén).

Sau khi tiép nhan ho so theo hinh
thirc ndp truc tiép, Cong chirc tiép
nhan thuc hién sé hoa (sao chup,
chuyén thanh tai liéu dién tir trén
hé théng thong tin, co s& dit li¢u)
va ky sb vao tai lidu, hd so giai
quyét thu tuc hanh chinh da duoc
s6 hoa theo quy dinh.

Mau 05 va Hd

B2 Chuyén Lanh dao Vin phong | Cong chirc 01 eity | 5© theo muc
HDND-UBND TN&TKQ 819123
Mau 05 va Ho
B3 Lanh dao Van phong phén cong | Lanh dao 01 oid so theo muc
cong chirc xir Iy ho so Van phong 810123
Kiém tra, xem xét hd so:
- Néu du giéu kién: thgc hién viéc
ghi vao S6 dang ky cham dut giam
hd, cap nhat thong tin dang ky : .
chdm dit giém ho va luu chinh yaw Do
thtrc trén Phan mém dang ky, quan ‘évao kr’lc h}lc
1y ho tich dién tir diing chung. ang Xy cham
\ . X A 1A < A . dat giam ho
Truong hop ti€p nhan ho so dang | Cong chuc .\ < \
B4 B A S X A 08 gio | hoic du thao
ky cham dut giam ho theo hinh | xtr 1y ho so

thirc tryc tuyén thi giri lai biéu mau
Trich luc dang ky cham dit giam
ho dién tir v6i thong tin ddy du cho
ngudi yéu cau qua thu dién tir hodc
thiét bj sb.

Nguoi yéu cau 6 trach nhiém kiém
tra tinh chinh xac, ddy du cua cac

Van ban thong
bao khong du
diéu kién chidm
dat giam ho
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thong tin trén biéu mau Trich luc
dang ky cham dat giam ho dién tur
va x4c nhan (61 da mot ngay).
Néu ngudi c6 yéu ciu xac nhan
thong tin di théng nhat, day du
hoic khong c6 phan hdi sau thoi
han yéu cau thi ghi ndi dung vao
S6 dang ky cham durt giam ho, cap
nhat thong tin dang ky cham dat
gidm hd va luu chinh thuc trén
Phan mém dang ky, quan 1y ho
tich dién to¢ dung chung, in du
thao Trich luc ding ky chdm dat
giam hg;

- Néu khéng du diéu kién: Dy thao
Vin ban thong bao khéng du diéu
kién chadm dut gidm hg;

Trinh Lanh dao & budc BS.
-TH |Mau 05; Du
\ \ . < . uy |thao Trich luc
- TH uy quyén: Chanh Van phong |~ . . s
HDND-UBND ky du thio két qua Vifhzgg LAt gﬁ‘ng ky Chfﬁ?
giai quyét thi tuc hanh chinh, PIOng | => jdut glam ho
P . HDND- g10; | hoac du thao
B5 | chuyén dén budc B7. 3 ) .
TH Khone ¢ s Lanh d UBND -TH | Vén ban thong
Vin ohore ke i o % G20 | - Lanh dgo | khong | bdo khong du
b a 11)3 60 He £y Ay, CAyen € vian phong | uy |di€u kién chim
voc quyén: | dat giam ho da
03 gi¢r | ky/ky nhay
Mau 05; Du
thao Trich luc
Lanh dao ge',utlg ky Chilnf
’ 5 A 5 s o A 9 UBND A u glam 0
B6 Ky d}J: thaol két qua giai quyét thu ) cap 02 git | hodc du thao
tuc hanh chinh. Xa < 1 o
' Vién ban thong
cap xd bao khong du
dieéu kién cham
dut gidm ho
Mau 05, 06;
Phat hanh vin ban va chuyén két 9 TpCh 1}10 dan,g
B7 | qua cho Trung tdim Phuc vu HCC Van thu 01 gio ky cham dut
. T UBND giam hd hodc

cap xa.

Van ban thong
bao khong du
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diéu kién cham

dat gidm hd
Mau 01, 06;
Trich luc dang
, Gio ky cham dut
BS Tra két qua, thu phi, I¢ phi theo | Cong chuc hanh giam hd hodc
quy dinh. TN&TKQ chinh Vién ban thong
bao khong du
diéu kién cham
dut giam hd
* Truong hop h6 so qua han xtr 1y, trong thoi gian cham nhat 01 ngay
trudc ngay hét han xu 1y, Cong chire xir Iy ho so trinh Chanh Van phong
HDND-UBND (néu uy quyen)/Lanh dao UBND cap xa (neu khong tuy
quyén) ky ban hanh phiéu xin 16i va hen lai ngay tra két qua dé giri cho to
chure, ca nhan.
3 | BIEUMAU
Gidy tiép nhan ho so va hen tra két qua
Mau 01 W
MAu 01.docx
Phiéu yéu cau bd sung hoan thién ho so
Miu 02 w5
MAu 02.docx
Phiéu tir chéi tiép nhan giai quyét ho so
Mau 03 )
Mau 03.docx
Phiéu xin 16i va hen lai ngay tra két qua
Miu 04 g
MAu 04.docx
Phiéu kiém soat qua trinh giai quyét hd
Mau 05 Iij
MAu 05.docx
SO
S6 theo ddi ho so
Miu 06 w5
Mau 06.docx
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]

BM.HT.21.01 BM.HT.21.01.doc.do
T khai dang ky chdm dit giam ho

Mau ho tich dién tir tuong tac ding ky cham dut giam
ho (n€u ndp ho so theo hinh thire truc tuyén).

BM.HT.21.02 D

BMLHT.21.02.doc

HO SO LUU:

Maéu 01; 02, 03, 04 (néu c6); 06 luu tai Trung tim Phuc vu HCC cap xa.
Mau 01, 05 luvu theo ho so;

Ho6 so dau vao theo muc 2.3;

S6 dang ky cham dut giam ho;

Vin ban thong bao khong du diéu kién chdm dirt gidm ho (néu cb);

H6 so dugc luu tai UBND cap x4, thoi gian luu trit S6 dang ky cham dit giam ho 1a
vinh vién, con cac gidy to khac thuc hién luu theo quy dinh ctia Luat Ho tich va cac
van ban hudng dan thi hanh.

22. Thi tuc diing ky cham dirt giam hé c6 yéu t6 nwéc ngoai

1 |KYHIEU QUY TRINH QT.HT.22
2 | NOIDUNG QUY TRINH
2.1 | Piéu kién thye hién TTHC:
Khéng
2.2 | Cach thirc thyuc hién TTHC:
- Thu tuc nay du diéu kién thyc hién dich vu cong truc tuyén toan trinh.
- Nguoi yéu cau dang ky chdm duat giam ho truc tiép thuc hién hodc uy
quyén cho nguoi khac thyc hién nop hd so truc tiép tai Trung tim Phuc vu
HCC cap xa cap tinh, glii qua hé thong buu chinh hodc ndp hd so truc
tuyen tai Cong dich vy cong quéc gia (https:/dichvucong.gov.vn) hoic
Ung dung dinh danh qudc gia. ,
- Ngp tai Trung tam Phuc vy Hanh chinh cong tinh Ha Tinh - So 02A,
dwong Nguyen Chi Thanh, phwong Thanh Sen, tinh Ha Tinh dé thuc hién
phi dia gidi hanh chinh,
2.3 | Thanh phan hé so, bao gdm: Ban Ban
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chinh

Sao

To khai dang ky chdm dat giam ho theo mAu
BM.HT.22.01 (néu nguoi yéu cau lya chon ndp ho so theo
hinh thuc truc tiép hoac gui hd so qua dich vu buu chinh
cong ich);

Mau ho tich dién tur trong tac dang ky cham duat giam ho
(do nguoi yéu cau cung cap thong tin theo hudng dan trén
Cong dich vu cong néu nguoi ¢ yéu cau lua chon ndp hd
so theo hinh thtrc truc tuyén);

Nguoi ¢6 yéu cau dang ky chdm dut giam ho thuc hign
viéc nop/xuat trinh (theo hinh thire truc tiép) hodc tai 1én
(theo hinh thtic truc tuyén) cac gidy to sau:

* Gidy to phai nop:

Gidy to 1am can c&r chdm dut giam ho theo quy dinh cia
B0 luat Dan su;

Vin ban uy quyén (duoc chimg thue) theo quy dinh cua
phép luat trong truong hop uy quyén thyc hién dang ky
chdm dut giam ho. Truong hop nguot duge uy quyén 1a
ong, ba, cha, me, con, vo, chong, anh, chi, em rudt cua
ngudi Uy quyén thi van ban ay quyén khong phai ching
thuc;

Gidy to chimg minh thudc gia dinh c6 cong voi cach
mang; nguoi thuoc hd ngheo; nguoi khuyét tat (néu co);

* Gidy to phai xuét trinh:

- Ho chiéu/Thé cin cude cong dan/Thé cin cude/Cin cude
dién t/Gidy chimg nhén cin cudc hodc cac gidy to khac
c¢6 dan anh va thong tin ca nhan do co quan c6 thim quyén
cap, con gia tri sir dung dé chimg minh vé nhén than cia
nguoi yéu cau dang ky cham dut giam ho khi 1am thi tuc
truc tiép tai co quan dang ky ho tich.

Trirong hop gidy to tiy than si dung la: Hé chiéu, Thé
can cude, Can cudt cong dan, Gidy chitng nhdn can cudc
thi nguoi co yéu cau déing ky hé tich chi can cung Cap
thdng tin so dinh danh cd nhan hogc thdng tin vé gidy to
(s0, ngay/thang/nam cdp), co quan dang ky ho tich co
trach nhiém tra ciru théng tin théng qua két néi véi Co sé
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dir liéu ho tich dién tr, Co sé div liéu quoc gia vé dan cuw
hodc co sé dir lidu khdc c6 lién quan dé doi chiéu, khai
thac dir liéu.

Truong hop khong khai thac dwoc thong tin hodc thong tin
khai thac dwoc khéng day di, khéng chinh xdc thi co quan
dang ky hé tich yéu cau ngwoi di dang ky ho tich xudt
trinh ban chinh gidy to dé chitng minh, dong thoi dé nghi
nguoi di diang ky hé tich cdp nhat, diéu chinh théng tin
trong cac co so dit liéu theo quy dinh cua phdp luat.
Truong hop cac thong tin ca nhan trong cac gidy to nay da
c¢6 trong CSDLQGVDC, CSDLHTPT, dugc hé théng dién
tu dong thi khong phai tai 1én (theo hinh thire truc tuyén).

- Gidy to co gia tri ching minh thong tin vé cu tri trong
truong hop co quan ding ky ho tich khong thé khai thac
duogc thong tin vé noi cu tri clia cong dan theo cac phuong
thic quy dinh tai khoan 2 Diéu 14 Nghi dinh sb
104/2022/ND-CP ngay 21/12/2022 cia Chinh pha. Truong
hop céc thong tin vé gidy to ching minh noi cu trii da duoc
khai thac tir CSDLQGVDC bang cic phuong thirc nay thi
nguoi yéu cau khong phai xuat trinh (theo hinh thiic truc
tiép) hodc tai 1én (theo hinh thuc truc tuyén).

Truong hop gt hd so qua hé théng buu chinh thi phai gui
kém theo ban sao co ching thuc cac gidy to phai xudt trinh
néu trén.

*Luuy

- Canhan co quyén lra chon thuc hién thil tuc hanh chinh vé ho tich tai co
quan dang ky ho tich noi cu tra; noi cu tra cua ca nhan dugc xac dinh theo
quy dinh cua phap luat vé cu tri. Trudng hop ca nhan lya chon thuc hién
thii tuc hanh chinh vé ho tich khong phai tai Uy ban nhan dan cap x4 noi
thuong tra hodc noi tam tra thi Uy ban nhan déan cép xa noi tiép nhan yéu
cau co trach nhiém hd tro nguoi dan nop hé so dang ky ho tich truc tuyén
dén dung co quan ¢6 tham quyén theo quy dinh.

- Déi véi gidy to nop, xuét trinh néu ngudi yéu cau ndp hd so theo hinh
thire truc tiép:

+ Ngudi yéu cau dang ky ho tich c6 thé ndp ban sao duge ching thuc tir
ban chinh hodc ban sao dugc cip tir s g (sau ddy goi 1a ban sao) hoic
ban chyp kém theo ban chinh, ban dién tir cic gidy to nay, bao gom ca gidy
t& duoc tich hop, hién thi trén Ung dung dinh danh dién tir (VNelD).
Truong hop nguoi yéu cau ndp ban chup kém theo ban chinh gidy to thi
ngudi tiép nhan co trach nhiém klem tra, ddi chiéu ban chyp v6i ban chinh
va ky xac nhan, khong dugc yéu cau ndp ban sao gidy to do.

Dbi v6i gidy to xuét trinh khi ddng ky ho tich, ngudi tiép nhan co trach
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nhiém kiém tra, d6i chiéu, ghi lai thong tin hodc chyp lai, ky xac nhén dé
lru trong hd so va tra lai cho nguoi xuat trinh, khong duoc yéu cau nop
ban sao hodc ban chup gidy to do.

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

Nguoi tiép nhan hd so thue hién khai thac thong tin trong CSDLQGVDC
theo quy dinh phép luit néu ngudi yéu cau ding ky ho tich da cung cép ho,
chit dém, tén; ngay, thang, nam sinh; s6 dinh danh ca nhan/thé cin cude
cong dan/thé can cude/can cude dién tir. Trudng hop cac thong tin can khai
thac khong c6 trong CSDLQGVDC thi dé nghi ngudi yéu cau ké khai day
du.

+ Truong hop ngudi yéu cau ding ky ho tich cung cép thong tin vé gidy to
ho tich cua ca nhan da duoc dang ky, co quan dang ky ho tich co trach
nhiém tra ctu thong tin trén HE thong thong tin giai quyét tha tuc hanh
chinh cép tinh thong qua két ndi véi Co sé dir liu ho tich dién tir,
CSDLQGVDC. Truong hop khong tra ciru duge do khong c6 thong tin
trong Co so dir liéu ho tich dién tir, CSDLQGVDC thi co quan dang ky ho
tich yéu cau nguoi di dang ky ho tich ndp/xuét trinh gidy to lién quan dé

chirng minh.
- P61 vai giay to gui kém theo néu nguoi yéu cau ndp ho so theo hinh thirc truc
tuyén:

+ Ban chup cac gidy to giri kém theo ho so dang ky cham dut gidam ho truc
tuyén phai bao dam rd nét, day du, toan ven vé noi dung, 1a ban chyp bing
may anh, dién thoai hodc duoc chup, dugc quet bang thiét bi dién tir, tir
gidy to dugc cap hop 1€, con gia tri su dung.

+ Truong hop gidy t0, tai liéu phai gui kém trong ho so diang ky cham dut
giam hd truc tuyen da co6 ban sao dién tir hoac ban dién tur giay to hd tich
thi nguoi yéu cau dugce st dung ban dién tir nay.

- Truong hgp nguodi yéu céu dang ky ho tich Iya chon nhan két qua tai
Trung tdm Phuc vu HCC cap x4 thi ngu:0’1 yéu cau dang ky ho tich phai
Xuat trinh gidy to tuy than, ndp cac gidy to la thanh phan ho so theo quy
dinh; Truong hop nguoi yéu cau dang ky ho tich khong lya chon nhan két
qua tai Trung tam Phuc vu HCC cap x4 thi nguoi yéu cau ding ky h¢ tich
ndp cac gidy to la thanh phan hé so theo quy dinh trudc khi nhén két qua.

- Truong hop nguoi yéu cau dang ky ho tich khong cung cap duoc gidy to
theo quy dinh hodc gidy to nop, Xudt trinh bi tay x0a, stra chira, lam gia thi
co quan diang ky ho tich co thim quyén huy bo két qua ding ky ho tich.

- Gidy to do co quan c6 thAm quyén ctia nudc ngoai cip, cong chimg hoic
xac nhan dé st dung cho viéc dang ky ho tich tai Viét Nam phai duoc hop
phap hoa lanh su theo quy dinh cta phap luat, trir truong hop dugc mién
theo diéu udc qudc té ma Viét Nam 1a thanh vién.
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2.4 | SO lwong ho so: 01 bo
2.5 | Thoi han giai quyét: 02 ngay lam viéc, ké tir ngdy nhan da ho so hop 1é.
Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
- Trung tam Phuc vy HCC cap xa. 7
26 | Trung tam Phuc vu hanh chinh cong tinh dé thuc hién phi dia gioi hanh
' chinh.
- Cong Dich vu cong Quoc gia https://dichvucong.gov.vn.
- Ung dung dinh danh quoc gia.
Co quan thyc hién: Van phong HDND-UBND.
Co quan c6 tham quyén quyét dinh: UBND céap xa noi da dang ky giam
2.7 | ho thyc hién dang ky cl;ém dat giam hg.
Co quan dugc iy quyén: Khong. , ‘
Co quan phoi hgp: Co quan quan ly Co s¢ dit liéu Quoc gia vé dan cu.
2.8 | Pbi twong thue hién TTHC: Ca nhan, phap nhan
Két qua giai quyet TTHC:
- Néu ho so du diéu kién:
+ Trich lyc dang ky chdm dut giam h¢ (ban chinh)/ ban sao Trich luc dang
ky cham dit giam ho (néu c6 yéu cau)
29 + Baq dién tir Trich luc dang ky cham dut gidm ho (Ban dién tu s¢€ tu dﬁmg
' gui vé Kho quan ly dir liéu dién tu cua ca nhan/dia chi thu dién tu/thiét bi
s0/dién thoai ciia nguodi yé€u cau sau khi da hoan tat thu tuc dang ky cham
dut giam ho tai co quan déng ky ho tich). ‘
- Néu ho so khong du di€u kién: Van ban thong bao khong du diéu kién
cham dut giam ho.
2.10 | Quy trinh xir ly cong viéc
, .. | Biéu
TT | Trinh tw TriCh Thot | o swKét
: nhi¢m glan -
qua
1. Tiép nhan ho so.
- Tiép nhan ho so truc tiép tu ca
nhan hodc tu dich vu buu chinh A Miu 01, 02,
cong ich hodc trén Cong Dich vu Cong 1 £
. Gi0 hanh | 03 (néu co),
Bl |cong Quéc gia chuc chinh | 06 va Hb so
(https://dichvucong.gov.vn)  hodc | TN&TKQ
’ ) £ 0, theo muc 2.3
Ung dung dinh danh quoc gia. ‘
2. Can bd TN&TKQ kiém tra ho
SO
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- Néu hd so chua diy du hoic
khong hop 1&: Huéng dan hoic
thong bao bang van ban cho ca
nhan bod sung, hoan thién hd so.
Truong hop khong bod sung, hoan
thién duoc h6 so thi thong bao tu
chdi giai quyét ho so.

- Néu hd so day du, hop 16: Lam
thu tuc tlep nhan hd so, thu phi, 1&
phi theo quy dinh, c6 Phiéu hen, tra
két qua cho nguoi co yéu cau (néu
ngudi c¢6 yéu cau lwa chon hinh
thirc ndp hd so truc tiép) hodc g
ngay Phiéu hen, tra két qua qua thu
dién tor hodc gui tin nhin hen tra
két qua qua dién thoai di dong cho
ngudi cd yéu cau (néu ngudi cd yéu
cau lua chon hinh thic nop ho so
truc tuyén).

- Sau khi tiép nhan ho so theo hinh
thirc nop truc tiép, can bd tiép nhan
ho so thuc hién s6 héa (sao chup,
chuyén thanh tai li¢u di€n tir trén hé
thong thong tin, co 8¢ dir liéu) va
ky s6 vao tai liéu, ho so giai quyet
thu tuc hanh chinh da duoc s6 hoa
theo quy dinh.

Chuyén cho lanh dao Vin phong Copg " Mau 0;1’ 05

B2 HDND-UBND dé xit Iy chuc 02gi0 |va HO so
' TN&TKQ kém theo

Lanh dao Mau 01, 05

B3 | Phan cong cong chirc xtr Iy ho so. Vin 01gid |va HO so
phong kém theo

Kiém tra, xem xét hd so: Mau 04 (néu

- Truong hop hd so can bod sung, co), 05; du

hoan thién hoac khong du diéu kién N thao  Trich

z e Ze s Cong 5 < ,

Bq |84 quyet, phai tur chdi thi Ul | 1 e xur Iy 01 ngay luc dang ky

thong bao v€ tinh trang hd so toi o so lam viéc | cham dut

Trung tdm Phuc vu HCC cap xa dé giam hd hodc

thong bao cho ngudi ndp hd so; du thdo Van

- Trudng hop can phai kiém tra, ban  thong
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xac minh lam rd hodac do nguyén
nhan khac ma khong thé tra két qua
dung thoi gian da hen thi 1ap Phiéu
xin 18i va hen lai ngay tra két qua,
trong d6 néu rd 1y do cham tra két
qua va thoi gian hen tra két qua,
chuyen Trung tam Phuc vu HCC
cap xa dé tra cho nguoi co yéu cau
(néu nguoi cod yéu cau lua chon
hinh thirc ndp hd so truc tiép), hoic
guri Phiéu xin 151 va hen lai ngay tra
két qua qua thu dién tir hodc gui tin
nhan qua dién thoai di dong cho
nguoi c6 yéu cau (néu nguoi co yéu
cau lya chon hinh thirc ndp hd so
tryc tuyén).

- Néu hd so du diéu kién:

+ Truong hop hd so ndp truc tiép:
Thuc hién viéc ghi ndi dung vao S6
dang ky chdm dut giam ho, cap
nhat thong tin dang ky cham dat
giam ho va luu chinh thic trén
Phan mém ding ky, quan 1y ho tich
dién tir dung chung;

+ Trudng hop tiép nhan hd so ding
ky cham dat giam ho theo hinh
thirc truc tuyén thi giri lai biéu mau
Trich luc dang ky chdm dut giam
ho dién tir v6i thong tin day du cho
nguoi yéu cau qua thu dién tir hoic
thiét bi s6.

Nguoi yéu cau c6 trach nhiém kiém
tra tinh chinh xac, day du cia cac
thong tin trén biéu mau Trich luc
dang ky chidm dut giam ho dién tir
va xac nhan (t0i da mot ngay).

Néu nguoi c6 yéu cdu xac nhan
thong tin d3 thong nhat, diy du
hoic khong c6 phan hoi sau thoi
han yéu cau thi thyc hién viée ghi
ndi dung vao S6 diang ky cham dat
giam hg, cap nhat thong tin dang ky
chdm dut giam ho va luu chinh

bao khong du
diéu kién
chim  dut
giam hg
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thirc trén Phan mém ding ky, quan
1y ho tich dién tir dung chung.

- Néu ho so khong du diéu kién: Du
thdo Van ban thong bao khong du
diéu kién chim dut gidm hg; Trinh

Lanh dao & budc B5
Mau 05; Dy
thao  Trich
- TH ty quyén: Chanh Vin phong C\:/h;nh - TH uy g:;n? e dlgt
HDND-UBND ky du thao két qua N quyeén: o N
z ) . ) phong ... | giam ho hoac
giai quyet thu tuc hanh chinh, | goNp. 04 g10; Vin ban
BS | chuyén dén bude B7. UBND -TH thong  béo
- TH khong Uy quyén: Léanh dao | _ Lanh dao khéng uy khong du
Vian phong ky nhay, chuyén dén Vin quyen: | i3y Kién
budc B6 ohong 02 gio chim dtt
giam ho da
ky/ky nhay.
Mau 05;
Trich luc
dang ky
chim  dut
g | K9 du thao két qua giai quyét th LS%“NdDaO 02 gio giam ho hggfl
tuc hanh chinh tai buéc BS. L~ A .
cap xa thong  béo
khong da
diéu kién
cham duat
giam ho.
Mau 05, 06;
Trich luc
dang ky
chim  dut
B7 Phat hanh van ban va chuyén cho Van thu . giam ho hO?,C
A IS UBND 01 gid | Van ban
Trung tdam Phuc vu HCC cap xa. Lo~ A .
cap xa thong  béo
khong du
diéu kién
chim  dut

giam ho.
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Mau 01, 05;
Trich luc
dang ky
cham dut
Cong s giam hd hodc
B8 | Tra két qua cho ca nhan. chtrc Gg;] Il:] e;]nh Vian ban
TN&TKQ théng  bao
khong da
dié,u kién
cham dut
giam ho.
* Truong hop h6 so qua han xir 1y, trong thoi gian cham nhat 01 ngay
trudc ngay hét han xur ly, Cong chire xtr ly ho so trinh Chanh Van phong
HDND-UBND (néu uy quyén)/Lanh dao UBND cap xa (néu khong uy
quyén) ky ban hanh phiéu xin 161 va hen lai ngay tra két qua dé gui cho to
chtrc, ca nhan.
3 | BIEUMAU
Gidy tiép nhan ho so va hen tra két qua
Mau 01 -
M3&u 01.doc
Phiéu yéu cau bd sung hoan thién ho so
Mau 02 -
Mau s8 02.doc
Phiéu tir chéi tiép nhan giai quyét ho so
Mau 03 -
M3&u 03.doc
Phiéu xin 16i va hen lai ngay tra két qua
Mau 04 -
M&u 04.doc
Mau 05 Phiéu kiém soat qu4 trinh giai quyét ho so
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Mau s& 05.doc

S6 theo ddi hd so

Mau 06

Mau s& 06.doc

]

BM.HT.22.01 BM.HT.22.0Ldoc
T khai dang ky chdm dut giam ho

Mau ho tich dién tir trong tac dang ky chém dut giam
ho (néu ndp ho so theo hinh thire truc tuyén).
BM.HT.22.02

BMLHT.22.02 doc

4 |HOSOLUU

Mailu 01; 02, 03, 04 (qéu c0); 06 luu tai Trung tdm Phuc vu HCC cép Xa.
Mau 01, 05 luvu theo ho so;

- Ho6 so dau vao theo muc 2.3;

- SO dang ky cham dut gidm hg;

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

Hb so duoc luu tai Van phong HDND-UBND, thoi gian luu trir thye hién Iuu theo
quy (jinh‘cﬁa Lu’aflt Ho tich va cac van ban hu(’)'pg dan thi hanh. Sau khi hét han,
chuyén ho so xuong don vi luu trit cia UBND cap xa va luu trit theo quy dinh hién
hanh.

23. Thu tuc dang ky giam sat viéc giam ho

1 | KY HIEU QUY TRINH QT.HT.23

2 | NOI DUNG QUY TRINH

Piéu kién thwe hién TTHC:

21 Nguoi giam sat viéc giam ho phai 1a ngudi c6 nang lyc hanh vi dan sy déy da
néu 1a ca nhén, c6 nang luc phap luat dan su phu hop voi viée giam sat néu la
phap nhan; c6 diéu kién can thiét dé thuc hién viéc giam sat.
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2.2 | Cach thire thwe hién TTHC:
- Thi tuc nay du diéu kién thyc hién dich vu cong truc tuyén toan trinh.
- Ngudi c6 yéu cau ding ky giam sat viéc giam ho tryc tiép thuc hién hodc uy
quyén cho ngudi khac thuc hién ndp hd so truc tiép tai Trung tim Phuc vu HCC
cap x4;
- Gui ho so qua Dich vu buu chinh cong ich;
- Nop hd so truc tuyén trén Coéng Dich vu cong Qudc gia
(https://dichvucong.gov.vn) hodc Ung dung dinh danh qué'c gia.
- Ngp tgi Trung tdm Phuc vu Hanh chinh céng tinkh Ha Tinh - Sé 024, dwong
Nguyén Chi Thanh, phwong Thanh Sen, tinh Ha Tinh dé thuc hién phi dia gidi
hanh chinh.

2.3 | Thanh phin hd so, bao gdm: Ban | Ban

chinh | sao

T& khai ding ky gidm sat viéc giam ho theo mau BM.HT.23.01
(nﬁ:u nguoi co yéu cau lua chon ndp ho so theo hinh thirc truc X
tiép hoac giri ho so qua hé thong buu chinh);

Mau ho tich dién tir trong tac dang ky giam sat viéc giam ho
(do nguoi yéu cau cung cap thong tin theo hudng dan trén
Cong dich vu cong, néu ngudi ¢ yéu cau lwa chon ndp hd so
theo hinh thirc truc tuyen),

Nguoi c6 yéu cau dang ky giam sat viéc giam ho thuc hién viéc
ndp/xuat trinh (theo hinh thirc tryc tiép) hodc tai lén (theo hinh
thirc truc tuyén) Cac gidy to sau:

* Gidy to phai nop:

Vian ban la can ctr ching minh viéc thoa thuan ctr/chon ngudi
gidm sat giam hd theo quy dinh cua B¢ luat Dan sy;

Vin ban uy quyén theo quy dinh cua phép ludt trong truong
hop @y quyén thuc hién viéc ding ky giam sat viéc giam
ho. Truong hop nguoi duge uy quyén la 6ng, ba, cha, me, con, X
v, chong, anh, chi, em rudt ciia ngudi ty quyén thi vin ban ty
quyén khong phai ching thyc;

* Gidy to phai xuit trinh:

- Ho chiéu/Thé cin cudc cong dan/Thé can cude/Can cude dién
t/Gidy chimg nhéan can cudc hodc cac gidy to khac co dan anh
va thong tin ¢4 nhan do co quan c6 thAm quyén cip, con gia tri
str dung (sau day goi tit 1a gidy to tuy than) dé ching minh vé
nhan than khi lam tha tuc truc tiép tai co quan dang ky ho tich. X
Trieong hop gidy to tay than si dung la: Hé chiéu, Thé cdn
cude, Can cuéc cOng dan, Gidy chiing nhén can cudc thi nguoi
6 yéu cau ddang ky hé tich chi Can cung Cap théng tin so dinh
danh cd nhan hodc théng tin vé gidy to (so, ngay/thdng/nam
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cap), co quan dang ky ho tich co trdach nhi¢m tra ciru thong tin
thong qua két noi voi Co so dir liéu ho tich dien twr, Co so dir
lieu quoc gia vé dan cu hodc co sé dir liéu khdc ¢6 lién quan dé
doi chiéu, khai thac div lieu.

Truong hop khong khai thdac dwoc thong tin hodac thong tin khai
thac dwoc khong day di, khong chinh xdc thi co quan dang ky
hé tich yéu cau nguwoi di dang ky hé tich xudt trinh ban chinh
gidy to dé chirng minh, dong thoi dé nghi nguoi di dang ky ho
tich cdap nhat, diéu chinh thong tin trong cac co so dir liéu theo
quy dinh cua phap ludt.

Truong hop cac thong tin ca nhéan trong cac gidy to nay di co
trong Co sd dir liéu qudc gia vé dan cu, Co sé dit liéu ho tich
dién tar, dugc hé thong dién ty dong thi khong phai tai 1én (theo
hinh thtc truc tuyén);

Gidy to ¢ gia tri chimg minh thong tin vé cu tra trong truong
hop co quan ding ky ho tich khong thé khai thac duoc thong
tin vé noi cu tra cua cong dan theo cac phuong thic quy dinh
tai khoan 2 Piéu 14 Nghi dinh sd 104/2022/ND-CP ngay
21/12/2022 cia Chinh phu. Truong hop cac thong tin vé gidy | X
to chimg minh noi cu trd da duge khai thac tr Co so dir liu
quoc gia vé dan cu bang cac phuong thic nay thi ngudi co yéu
cau khong phai xuat trinh (theo hinh thirc truc tiép) hodc tai 1én
(theo hinh thirc truc tuyén).

Trudng hop giri ho so qua hé thong buu chinh thi phai gii kém theo ban sao ¢6
chtng thuc cac gidy to phai xuat trinh néu trén.

*Luuy

- Ca nhan c6 quyén lya chon thuc hién thu tuc hanh chinh vé ho tich tai co quan
dang ky ho tich noi cu tr; noi cu tri cua ca nhan dugc xac dinh theo quy dinh
cua phap luat vé cu tri. Truong hop ca nhan lya chon thuc hién thu tuc hanh
chinh vé ho tich khong phai tai Uy ban nhan dan cip xa noi thuong trd hoic noi
tam trd thi Uy ban nhan dan cép xa noi tiép nhan yéu cau co trach nhiém hd tro
ngudi dan nop hd so dang ky ho tich truc tuyén dén dung co quan co tham
quyen theo quy dinh.

- Pi voi gidy to ndp, xuat trinh néu ngudi yéu cau nop hod so theo hinh thirc
truc tlep

+ Nguoi yéu cau diang ky h¢ tich co thé nop ban sao dugc ching thuc tr ban
chinh hodc ban sao dugc cap tir s6 goc (sau day goi la ban sao) hodc ban chup
kém theo ban chinh, ban dién tir cac gidy to ndy, bao gém ca gidy to duoc tich
hop, hién thi trén Ung dung dinh danh di¢n tir (VNelD).

Truong hop ngudi yéu cau nop ban chup kem theo ban chinh gidy to thi nguoi
tiép nhan co trach nhiém Kiém tra, doi Chleu ban chup vaéi ban chinh va ky xac
nhan, khong duoc yéu cau nop ban sao gidy to do.

Doi véi gidy to xuat trinh khi dang ky ho tich, nguoi tiép nhan c6 trach nhiém
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kiém tra, doi chiéu, ghi lai thdng tin hoic chup lai, ky x4c nhan dé luu trong hd
so va tra lai cho ngudi xuét trinh, khong duoc yéu cau nop ban sao hoic ban
chup gidy to do.

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

Nguoi tiép nhan hd so thuc hién khai thac thong tin trong CSDLQGVDC theo
quy dinh phép luat néu nguoi yéu cau dang ky ho tich da cung cap ho, chir dém,
tén; ngay, thang, nam sinh; sé dinh danh ca nhan/thé cin cudc cdng dan/thé can
cudc/can cude dién ta. Truong hop cac théng tin can khai thac khéng cé trong
CSDLQGVDC thi dé nghi ngudi yeu cau ké khai day du.

- Béi voi gidy to gui kém theo néu ngudi yéu cau nop hod so theo hinh thuc truc
tuyen

+ Ban chyp céc giay to gui kém theo ho so dang ky giam sat viéc giam h¢ truc
tuyén phai bao dam rd nét, day du, toan ven vé noi dung, la ban chup bang may
anh, dién thoai hodc dugc chup, dugc quet bang thiét bi dién tu, tir gidy to dugc
cap hop ¢, con gia tri su dung.

+ Truong hop glay to, tai liéu phai giri kém trong hd so dang ky gidm sat viéc
giam ho truc tuyén da c6 ban sao dién tir hodc ban dién tir gidy to ho tich thi
ngudi yeu cau duoc sir dung ban dién tir nay.

- Trudng hop nguoi yéu cau dang ky ho tich lva chon nhan két qua tai Trung
tam Phuc vu HCC cap x4 thi nguoi yéu cau dang ky ho tich phai xuat trinh gidy
to tuy than, nop cac gidy to 1a thanh phan hé so theo quy dinh; Trudng hop
ngudi yeu cau dang ky ho tich khdng lua chon nhan két qua tai Trung tam Phuc
vu HCC cép x4 thi ngudi yéu cau dang ky ho tich nop cac giy to la thanh phan
ho so theo quy dinh truéc khi nhan két qua.

- Truong hop ngudi yéu cau dang ky ho tich khdng cung cap duoc gidy to theo
quy dinh hodc gidy to nop, xuat trinh bj tay xda, sira chira, lam gia thi co quan
dang ky h¢ tich co tham quyen huy bo két qua dang ky ho tich.

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

2.4

S6 lwong ho so: 01 bo.

2.5

Thoi han giai quyét: 03 ngay lam viéc, truong hop can phai xac minh thi thoi
han giai quy€t dugc kéo dai nhung khong qua 05 ngay lam viée ké tir ngay ti€p
nhan ho so.

2.6

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

- Trung tdm Phuc vu HCC cap xa.

- Trung tam Phuc vu hanh chinh cong tinh dé thuc hién phi dia gioi hanh chinh.
- Cong Dich vu cong Qudc gia https://dichvucong.gov.vn.

- Ung dung dinh danh quéc gia.



https://dichvucong.gov.vn/

249

2.7

Co quan thue hién: Uy ban nhan dan cip x4 noi cu tra ctia ngudi dugc giam ho.
Co quan c¢é thim quyén quyét dinh: Uy ban nhan dan cép xA.

Co quan dwoe iy quyén: Khong.

Co quan phoi hop: Co quan quan Iy Co s¢ dir liéu Qudc gia vé dan cu.

2.8

Poi twong thue hién TTHC: C4 nhan, phap nhan.

2.9

Két qua giai quyét TTHC:

- Ho so du diéu kién:

+ Trich lyc dang ky dang ky giam sat viéc gidm ho (ban chinh), ban sao Trich
luc dang ky giam sat viéc giam ho (truong hop yéu cau cip ban sao Trich luc
dang ky giam sat viéc giam ho).

+ Ban dién tir Trich luc dang ky gidm sat vi¢c giam ho (Ban dién tir s€ tu dong
gti vé Kho quan 1y dit liéu dién tr ctia ca nhan/dia chi thu dién tir/thiét bi
so/dién thoai ctia nguoi yéu cau sau khi da hoan tat thi tuc dang ky giam sat
viéc gidm ho tai co quan dang ky ho tich).

- Ho so khong du diéu kién: Vin ban thong bao khong du diéu kién giam sat
viéc giam ho.

2.10

Quy trinh xir ly cong viéc

TT

Trach Thoi Biéu

Trinh ty nhiém | gian | miwKét qua

Bl

1. Tiép nhan hd so tryc tiép tir ci nhan
hoac tir Dich vu buu chinh cong ich hoac
trén Cong Dich vu coéng Qubc gia
https://dichvucong.gov.vn hodc Ung dung
dinh danh quéc gia.

2. Cong chuc tiép nhan kiém tra ho so:

(i) Truong hop ho so day da, hop 1€ thi
tiép nhan ho so, co Phleu hen, tra két qua
cho ngudi c6 yéu cau (néu ngudi co yéu N
cau lua chon hinh thire ndp hd so truc| CoOng Gic Mau 01; 02,
. X - o - X . 1 A X . 10 A ,
tiép) hodc gui ngay Phiéu hen, tra két qua |  chuc hanh |03 (néu co);
qua thu dién tr hodc gui tin nhan hen tra | TN&TK chinh 06 va HO so
két qua qua dién thoai di dong cho ngudi Q theo muc 2.3
c6 yéu cau (néu ngudi co6 yéu cau lwa
chon hinh thirc nép hd so truc tuyén),
ddng thoi chuyén hd so dé cong chic 1am
cong tac ho tich xu ly.

Sau khi tiép nhan hd so theo hinh thirc
nop truc tiép, can bd tiép nhan hd so tai
B0 phan mot ctra thuc hién s6 héa (sao
chup, chuyén thanh tai liéu dién tir trén hé
théng thong tin, co s¢ dir liéu) va ky sd
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vao tai liéu, ho so giai quyét thu tuc hanh
chinh da dugc sé hoa theo quy dinh.

(i) Truong hop hd so chua day du, hop 1€
thi c6 thong bdo cho nguodi yéu cau bo
sung, hoan thién hd so, néu rd loai gidy
t&, ndi dung can bo sung dé nguoi ¢ yéu
cau bd sung, hoan thi¢n. Sau khi hd so duge
bd sung, thyuc hién lai bude (i);

(iii) Trudong hop ngudi cd yéu cau ding ky
giam sat viéc giam ho khong bo sung, hoan
thién duogc ho so thi bao cao Truong bo phan
mot ctra c6 thong bao tur chéi giai quyét yéu
cau dang ky gidm sét viéc giam ho.

cong Mau 01; 02,
B2 Chuyen lanh dao Van phong HDND-UBND | chiic 01 gid 03 (néu co);
cap xa TN&TK 06 va Ho so
Q theo myc 2.3
Lanh dao Mau 05 va Ho
B3 | Phan cong cong chic xtr 1y hd so Vian 01 gio |so theo muc
phong 2.3
Cong chtrc xtr 1y hd so
B.4.1. Truong hop kiém tra ho so, khong
phai xadc minh
+ Truong hop hd so can bd sung, hoan
thién hodc khong du diéu kién giai quyet
phai tir chdi thi giri thong bao vé tinh 3
trang ho so téi BO phan mot cira dé théng Mau 05; Du
bao cho nguoi ndp ho so - thuc hién lai thao Trich luc
budc (i1) hodc (iii); dang ky giam
+ Truong hop can phai kiém tra, xac C’ong Sétt Vlé? glam
B4 | minh lam rd hodic do nguyén nhan khac | chue Tu 02 h({ hogc du
ma khong thé tra két qua dang thoi gian | PPap - ngay |thao Van ban
da hen thi cong chirc 1am cong tac ho tich Ho tich thoAng 7 b_‘E‘O
1ap Phiéu xin 13i va hen lai ngay tra két khong du dieu

qua, trong d6 néu 1& 1y do cham tra két
qua va thoi gian hen tra két qua, chuyén
Bo phan mot cira dé tra cho ngudi co yéu
cau (néu nguoi co yéu cau lya chon hinh
thire nop hé so truc tiép), hodc giri Phiéu
xin 18i va hen lai ngay tra két qua qua thu
dién tir hodc gui tin nhan qua dién thoai
di dong cho ngudi co yéu cau (néu nguoi

kién gidm sat
viéc gidm ho
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co yéu cau lya chon hinh thirc nop ho so
truc tuyén).

+ Néu thay yéu cau dang ky giam sat viéc
giam ho du diéu kién theo quy dinh phap
luat, ho so day du, hop 1€, dang quy dinh,
truong hop tiép nhan hd so dang ky giam
ho theo hinh thtc truc tlep, thi cong chuc
Tu phéap - HO tich thuc hién viéc ghi vao
S6 dang ky giam sat viéc giam ho, cap
nhat thong tin dang ky giam sat viéc giam
ho trén Phan mém dang ky, quan 1y ho
tich dién tor dung chung.

Truong hop tiép nhan ho so dang ky giam
sat viéc giam ho theo hinh thtc truc
tuyén, cong chic Tu phap - Ho tich gui
lai biéu mau Trich luc dang ky gidm sat
viéc giam ho dién tir voi thong tin day du
cho nguoi yéu cau qua thu dién tir hoic
thiét bi so.

Ngudi yéu cdu cd trach nhiém kiém tra
tinh chinh xac, day du cua cac thong tin
trén biéu mau Trich luc ding ky gidm sat
viéc giam ho dién tir va xac nhan (t6i da
mot ngay).

Néu ngudi ¢6 yéu cau xac nhan thong tin
da thong nhat, day du hodc khong c6 phan
hoi sau thoi han yéu cau thi cong chirc Tu
phap - HO tich thuc hién viéc ghi noi
dung vao SO diang ky giam sat viéc giam
hg, cép nhat thong tin dang ky gidm sat
viéc giam ho trén Phan mém ding ky,
quan 1y hd tich dién tir dung chung.

Trinh Chanh Van phong HDND-UBND

B.4.2. Truong hop phai xdc minh thi tién

hanh xac minh. Trén co s& két qua xac n3’35
minh thye hién nhw B.3.1 gay
\ -Chanh |- THuy | Mau 05; D
- TH 1y quyén: Chanh Vin phong Vin quyén'y thé?:)l TI‘iC’h lug
HDND-UBND ky du thao két qua giai hon 05 i(‘r" dine kv oid
quyét thu tuc hanh chinh, chuyén dén phong 510, ang Xy glam
B5 | huoc B7. HDND- | -TH |sat viéc gidm
. UBND | khong | hdé hoiac du
A ) A ~ < ong - : ]
- TH kl}ong uy qu};en:ALanh’ dao Van| Lanh gy | thio Van ban
phong ky nhay, chuyén dén budc B6 dao Van | quyén: | thong bao
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phong | 02 gio> | khong du diéu
kién giam sat
viéc giam ho
da ky/ky nhay
Mau 05, 06;
Trich luc
dang ky giam
Ky du thio két qua giai quyét thi tuc | “onn dao st vige glam
B6 h\y ¢ qua glat quy ¢ UBND | 03 gis |ho hoic Vin
anh chinh Ao~ Y A .
cap xa ban thong bao
khong du diéu
kién giam sat
viéc giam ho
Mau 05, 06;
Trich luc
dang ky giam
B7 Phat hé{nh van ban va '[I’fl ké;t qua cho Yﬁ;ﬁlgl 01 giv ;%t Ef;c g\l;lémn
Trung tam Phuc vu HCC cap xa L~ . A .
cap xa ban thong bao
khong du diéu
kién giam sat
viéc giam ho
Méau 01, 06;
Trich luc
Cong dang ky gidm
2 LAe i A . ;| chuctiép | Gio |sat vigc giam
B8 ;Fg? két qua, thu 1¢ phi theo quy dinh (néu nhn va hanh | hé hoic Van
' tra két chinh | ban thong bao
qua khong du diéu
kién gidm sat
viéc gidm hd
* Truong hop hé so qua han xu 1y, trong thoi gian cham nhat 01 ngdy trudc
ngay hét han xir ly, Cong churc xur 1y ho so trinh Chanh Van phong HDND-
UBND (neu uy quyen)/Lanh dao UBND cip xa (néu khong uy quyén) ky ban
hanh phiéu xin 18i va hen lai ngay tra két qua dé giri cho t6 chtic, c4 nhan.
3 | BIEUMAU
=
Mau 01 MAu 01.docx
Gidy tiép nhan ho so va hen tra két qua
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@j

Mau 02 M3u 02.docx

Phicu yéu cau bd sung hoan thién ho so
)

Mau 03 M&u 03.docx

Phiéu tir chdi tiép nhan giai quyét ho so
=

Mau 04 M3u 04.docx

Phiéu xin 16i va hen lai ngay tra két qua
]

Mau 05 Mau 05.docx

Phiéu kiém soat qua trinh giai quyét ho so
=l

Mau 06 M3u 06.docx
So6 theo doi ho so

To khai dang ky giam sat viéc gidm ho

BM.HT.23.01
BM.HT.23.01.doc
Mau ho ticI} dién tfr\tu’o*ng tac dang ky giam sat \{iéc
giam ho (néu ndp hod so theo hinh thuc tryc tuyén).
BM.HT.23.02 D
BM_HT.23.02.doc
4 |HOSOLUU:

Maéu 01; 02, 03, 04 (néu ¢6); 06 luu tai Trung tam Phuc vu HCC cép xa. Mau
01, 05 luu theo ho so;

Ho6 so dau vao theo muc 2.3;

S6 dang ky giam sat viéc gidm ho;

Vian ban thong bao khong du di€u kién gidm st viéc gidm h (néu co);

Hb so duogc luu tai UBND cp x4, thoi gian luu trir SO dang ky giam sat viéc giam ho
1a vinh vién, con cac gidy to khac thuc hién luu theo quy dinh cua Luat HO tich va cac
van ban huong dan thi hanh.

24. Thi tuc ding ky cham dirt giam sat viéc giam ho

KY HIEU QUY TRINH QT.HT.X.24
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2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thue hi¢n TTHC: Khong

2.2 | Cach thire thuc hién TTHC:
- Thit tuc nay du diéu kién thyc hién dich vu cong truc tuyén toan trinh.
- Ngudi ¢6 yéu cau ding ky cham dit giam sat viéc giam ho truc tiép thuc hién
hodc uy quyén cho nguoi khac thuc hién ndp hd so truc tiép tai Trung tdm Phuc
vu HCC cép Xa;
- Gui ho so qua Dich vu buu chinh cong ich;
- Nop ho so truc tuyén trén Codng Dich vu coéng Qudc gia
(https://dichvucong.gov.vn) hogc Ung dung dinh danh qudéc gia.
- Ngp tai Trung tdm Phyc vu Hanh chinh cong tinh Ha Tinh - S6 024, dwong
Nguyen Chi Thanh, phuwong Thanh Sen, tinh Ha Tinh dé thuc hién phi dia gidi
hanh chinh.

\ A LA A Ban | Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao

To khai dang ky chdm dut giam sat viéc giam ho theo mau
BM.HT.24.01 (néu nguoi c6 yéu cau lya chon ndp hd so theo X
hinh thire truc tiép hodc giri hd so qua hé théng buu chinh):

Mau ho tich dién tir twong tac dang ky cham dat gidam sat viée
giam ho (do nguoi yéu cau cung cip théng tin theo hudng dan
trén Cong dich vu cong, néu ngudi c¢6 yéu cau lya chon ndp hod
so theo hinh thuc truc tuyén);

Nguoi ¢ yéu cau ding Ky chdm dat gidm sat viéc gidm ho thuc
hién viéc ndp/xuit trinh (theo hinh thire truc tiép) hodc tai 1én
(theo hinh thire truc tuyén) cac gidy to sau:

* Gidy to phai nop:

Gidy to lam can c chAm dut giam sat viéc giam ho theo quy
dinh cua B luat Dan su;

Vin ban Gy quyén theo quy dinh cta phap luat trong truong hop
iy quyén thuc hién viéc dang ky cham dirt giam sat viéc giam
ho. Truong hop nguodi dugc uy quyén la 6ng, ba, cha, me, con, X
v, chong, anh, chi, em rudt cia nguoi uy quyén thi vin ban uy
quyén khong phai ching thuc;

* Gidy to phai xuat trinh:

- Ho chiéu/Thé can cudce cong dan/Thé can cudc/Can cudce di¢n
tt/Gidy chimg nhan cin cude hodc cac gidy to khac co dan anh
va thong tin ca nhan do co quan c6 tham quyén cip, con gid tri
st dung (sau ddy goi tit la gidy to tay than) dé ching minh vé
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nhan than khi lam tha tuc truc tiép tai co quan dang ky ho tich.
Trieong hop gidy to tuy than siz dung la: Hg chiéu, Thé can
cuot, Can cuéc cong dan, Gidy chiig nhan can cudc thi nguoi
C6 Yéu cau ddang ky hé tich chi can cung Cap théng tin so dinh
danh cd nhan hogc thong tin vé gidy to (so, ngay/thang/nam
cap), co quan dang ky ho tich co trach nhiém tra ciru thong tin
thong qua két noi voi Co so dir ligu ho tich di¢n tr, Co so dir
lieu quoc gia vé ddn cu hodc co sé dit liéu khéc ¢6 lién quan dé
doi chiéu, khai thac div lieu.

Truong hop khong khai thdac duoc thong tin hodac thong tin khai
thac dwoc khéng day du, khéng chinh xdc thi co quan dang ky
hé tich yéu cau nguwoi di dang ky hé tich xudt trinh ban chinh
gidy to dé chieng minh, dong thoi dé nghi ngwoi di dang ky hé
tich cdp nhat, diéu chinh thong tin trong cac co so dir liéu theo
quy dinh cua phap ludt.

Truong hop cac thong tin ca nhin trong cac gidy to ndy da c6
trong Co s& dir liéu qudc gia vé dan cu, Co so dit liéu ho tich
dién tir, dugc hé thong dién tu dong thi khong phai tai 1én (theo
hinh thtc truc tuyén);

Gidy to co gia tri chimg minh thong tin vé cu tri trong truong
hop co quan dang ky ho tich khong thé khai thac duoc thong tin
vé noi cu tra clia cong dan theo cic phuong thic quy dinh tai
khoan 2 Piéu 14 Nghi dinh s 104/2022/NDP-CP ngay
21/12/2022 cua Chinh phii. Trudng hop céac thong tin vé gidy to | X
chirng minh noi cu tra da dugce khai thac to Co s¢ dir ligu quéc
gia vé dan cu bang cac phuong thic ndy thi nguoi co yéu cau
khong phai xuét trinh (theo hinh thtic truc tiép) hodc tai 1én (theo
hinh thtc truc tuyén);

Truong hop gui ho so qua hé thong buu chinh thi phai giri kém theo ban sao cé
ching thyc céc gidy to phai xuét trinh néu trén.

*Luuy

- Ca nhan c6 quyén lya chon thuc hién thu tuc hanh chinh vé ho tich tai co quan
dang ky ho tich noi cu tri; noi cu tri cta ca nhan dugc xac dinh theo quy dinh
cua phap luat vé cu tra. Truong hop ca nhan lya chon thuc hién tha tuc hanh
chinh vé ho tich khong phai tai Uy ban nhan dan cip xa noi thuong trd hoic noi
tam trd thi Uy ban nhan dan cép xa noi tiép nhan yéu cau co trach nhiém hd tro
nguoi dan nép hd so ding ky ho tich truc tuyén dén dung co quan c6 tham
quyén theo quy dinh.

- D6i véi gidy to nop, xuat trinh néu ngudi yéu cau nop hd so theo hinh thic
truc tiép:

+ Nguoi yéu cau ding ky ho tich ¢ thé nop ban sao duoc chung thuc tir ban
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chinh hoic ban sao dugc cap tir s6 goc (sau day goi 1a ban sao) hoac ban chup
kém theo ban chinh, ban dién tir cac gidy to ndy, bao gém ca gidy to duoc tich
hop, hién thi trén Ung dung dinh danh dién tir (VNelD).

Truong hop nguoi yéu cau nop ban chup kém theo ban chinh gidy to thi nguoi
tiép nhan c6 trach nhiém kiém tra, ddi chiéu ban chup véi ban chinh va ky xéac
nhan, khong duoc yéu cau nop ban sao gidy to do.

Péi véi gidy to xuat trinh khi dang ky ho tich, nguoi tiép nhan cé trach nhiém
kiém tra, ddi chiéu, ghi lai thdng tin hoic chup lai, ky x&c nhan dé luu trong hd
so va tra lai cho ngudi xuét trinh, khong duoc yéu cau nop ban sao hoic ban
chup gidy to do.

+ Ngudi tiép nhan c6 trach nhiém tiép nhan ding, du ho so dang ky ho tich theo
quy dinh cua phap luat ho tich, khong duoc yéu cau ngudoi diang ky ho tich nop
thém gidy to ma phap luat ho tich khéng quy dinh phai nop.

Nguoi tiép nhan ho so thuc hién khai thac thong tin trong CSDLQGVDC theo
quy dinh phép luat néu nguoi yéu cau dang ky ho tich di cung cap ho, chir dém,
tén; ngay, thang, nam sinh; sé dinh danh ca nhan/thé cin cudc cdng dan/thé can
cudc/can cude dién tir. Truong hop cac thdng tin can khai thac khong cé trong
CSDLQGVDC thi d& nghi nguoi yéu cau ké khai day du.

+ Trudng hop ngudi yéu cau dang ky ho tich cung cap thong tin vé giay to ho
tich cta ca nhan da duoc dang ky, co quan dang ky hd tich co trach nhiém tra
ctru thdng tin trén Hé théng thdng tin giai quyét tha tuc hanh chinh cap tinh
thong qua két ndi voi Co sd dit lidu ho tich dién tar, CSDLQGVDC. Trudng hop
khéng tra ctiru dugc do khong co6 thong tin trong Co so dir liéu ho tich dién tir,
CSDLQGVDC thi co quan ding ky ho tich yéu cau nguoi di dang ky ho tich
nop/xuat trinh gidy to lién quan dé chiang minh.

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

+ Ban chup cac giay to giri kém theo ho so ding ky cham dut giam sat viéc
giam ho truc tuyén phai bao dam rd nét, day du, toan ven vé noi dung, 1a ban
chup bang may anh, dién thoai hoic duoc chup, dugc quét bang thiét bi dién tu,
tir gidy to duoc cap hop 1€, con gia trj sir dung.

+ Truong hop gidy to, tai liéu phai giri kém trong hd so dang ky cham dat giam
s&t viéc giam ho truc tuyén di c6 ban sao dién tir hoic ban dién tir gidy to ho
tich thi nguoi yéu cau duoc st dung ban dién tir nay.

- Trudng hop nguoi yéu cau dang ky ho tich lva chon nhan két qua tai Trung
tam Phuc vu HCC cap X4 thi nguoi yéu cau dang ky ho tich phai xuat trinh gidy
to tuy than, nop cac gidy to 1a thanh phan hé so theo quy dinh; Truong hop
ngudi Yeu cau dang ky ho tich khdng lua chon nhan két qua tai Trung tam Phuc
vu HCC cép x4 thi ngudi yéu cau ding ky ho tich nop cac gidy to 1a thanh phan
hd so theo quy dinh truéc khi nhan két qua.




257

- Truong hop ngudi yéu cau diang ky ho tich khdng cung cap duogc giay to theo
quy dinh hoic gidy to nop, xuat trinh b tiy xda, stra chira, 1am gia thi co quan
dang ky ho tich ¢ tham quyén hay bo két qua dang ky ho tich.

- Gidy to do co quan c6 tham quyén caa nudc ngodi cap, céng ching hoic xac
nhan dé str dung cho viéc ding ky ho tich tai Viét Nam phai dugc hop phap hoa
lanh sy theo quy dinh cua phap luat, trir truong hop dugc mién theo diu wdc
quéc té ma Viét Nam 14 thanh vién.

2.4 | S6 lwgng ho so: 01 bo.

Thoi han giz’ii quyét: 03 ngay lam viéc, truong hop can phai xac Wminh thi thf‘)’i

2.5 | han gidi quyét dugc kéo dai nhung khong qué 05 ngay lam viéc ké tir ngay tiép
nhan ho so.

Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
- Trung tam Phuc vu HCC cép Xa.

2.6 | - Trung tam Phuc vu hanh chinh cong tinh dé thuc hién phi dia gioi hanh chinh.

- Cong Dich vu cong Qudc gia https://dichvucong.gov.vn.
- Ung dung dinh danh quéc gia.
Co quan thue hién: Uy ban nhan déan cap xa di dang ky giam sat viéc giam ho.

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

Co quan dwoc uy quyén: Khong.
Co quan phdi hop: Co quan quan Iy Co sé dit liéu Qudc gia vé dan cu.
2.8 | Poi twong thwe hién TTHC: Ca nhan, phap nhan.
Két qua giai quyét TTHC:
- Ho so du diéu kién:
+ Trich luc dang ky dang ky chdm dut giam sat viéc giam ho (ban chinh), ban
sao Trich luc dang ky cham dut giam sat viéc giam ho (truong hop yéu cau cap
ban sao Trich lyc dang ky giam sat viéc giam hg).

2.9 | + Ban dién t&‘Trich luc dang ky cham dut giam st viéc giam ho (Ban dién tir s’é
tu dgf)ng gtri vé Kho quan 1y dir liéu dién tir cua ca nh,én/dia chi thu dién tu/thiét
bi s6/dién thoai cua ngudi yéu cau sau khi da hoan tat thu tuc dang ky gidm sat
viéc giam ho tai co quan dang ky hd tich).

- Hd so khong du diéu kién: Vian ban théng bao khong du diéu kién chdm dut
giam sat vi¢c giam ho.

2.10 | Quy trinh xir ly cong viéc

TT Trinh tw Trach Thoi mz?lifll;ét

nhiém gian

qua
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Bl

1. Tiép nhan hd so tryc tiép tir ca nhan
hoac tr Dich vu buu chinh cong ich hoac
trén Céng Dich vu cong Qubc gia
https://dichvucong.gov.vn hodc Ung dung
dinh danh quéc gia.

2. Kiém tra hd so:

(i) Trudng hop ho so day du, hop 16 thi tiép
nhan ho so, c6 Phiéu hen, tra két qua cho
ngudi ¢6 yéu cau (néu ngudi cé yéu cau lua
chon hinh thirc ndp hd so truc tiép) hoic
gui ngay Phiéu hen, tra két qua qua thu
dién tir hoac gui tin nhin hen tra két qua
qgua dién thoai di dong cho ngudi c6d yéu
cau (néu ngudi cd yéu cau lya chon hinh
thuc nop hd so truc tuyén), déng thot
chuyén ho so dé cong chirc 1am cong tic
ho tich xu ly.

Sau khi tiép nhan ho so theo hinh thirc nop
truc tiép, can bo tiép nhan hd so tai Bo
phan mét cira thuc hién sb hoa (sao chup,
chuyén thanh tai li€u dién tir trén hé théng
thong tin, co so dir lidu) va ky sb vao tai
lidu, hd so giai quyét thu tuc hanh chinh da
duogc s6 hoa theo quy dinh.

(ii) Truong hop hd so chua day du, hop 16
thi c6 théng bado cho nguoi yéu cﬁu bo
sung, hoan thlen ho so, néu 1o loai gidy t0’
ndi dung can bo sung dé ngum 6 yéu cau
bd sung, hoan thién. Sau khi hd so duoc bd
sung, thuc hién lai budc (i);

(iii) Truong hop nguoi c6 yéu cau dang ky
chim dat giam sat viéc giam ho khong bd
sung, hoan thién dugc hd so thi bao cao
Trudéng bd phan mdt ctra c6 thong bao tir
chéi giai quyét yéu cau dang ky cham dat
giam sat viéc giam ho.

Cong
churc
TN&TKQ

Gio
hanh
chinh

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

B2

Chuyén lanh dao Van phong HDND-
UBND cép x4

Cong
churc
TN&TKQ

01 giov

Mau 05 va
HO so theo
muc 2.3
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B3 L?ll’ll’,l dago Van phong phan cong cong chic Lazl;l(liao 02 gir ?I/[g " S(?Sth;](?
xtr 1y ho so \
phong muc 2.3
Cong chirc xur 1y hd so
B.4.1. Trudng hop kiém tra hd so, khong
phai xac minh
+ Truong hop hd so cin bd sung, hoan
thién hodc khong du diéu kién giai quyét,
phai tir chdi thi gui thong bao vé tinh trang
hd so t&i Bo phan mot ctra dé thong bao
cho nguoi ndp hd so - thuc hién lai budc
(i1) hodac (iii);
+ Truong hop can phai kiém tra, xac minh M3u 05: Du
12‘11}1 10 ho,eic do nguyén nhén @éc ma khong thao Trich
thé tra két qua dang thoi gian da hen thi luc ding ky
céng~ch1'1’c lam cOng tac h(f)’ tich 1ap Phiéu ciqém it
xin 161 va hen lai ngay trg”l két qua, trong do gi&m sat vidc
néu ro 1}'/’ do cham tr:él két qua va thoi giar} ) gidm Ii()
hen tra két qulé, chuyén B9 phan méj[ cua dé Fong | 02 | hoc du thao
B4 tra cho nguoi c6 yéu cau (néu ngudi c6 yéu chire xur ly ngdy | Van ban
cau lua chon hinh th1'J:~c ndp ho so truc ti€p), ho so thong  béo
hgéc gtri Phiéu xin 161 va hen lai ngay t}ré khéng du
két qua qua thu dién t&r hodc g tin nhan didu Kién
qua die::n thoai di dong C‘hO nguoi co yéu chdm di’I'[
cau (néu qguéi cod yéq cau lga chon hinh gifm sat vigc
thirc ndp ho so truc tuyén). gifm ho '

+ Néu thay ho so day du, hop 18, ding quy
dinh, trudng hop tiép nhan hd so ding ky
cham dat giam sat viéc giam ho theo hinh
thire truc tiép, thi cong chirc tu phap - hod
tich thuc hién viéc ghi vao SO dang ky
cham dut giam sat viéc giam ho, cap nhat
thong tin dang ky chdm dat giam sat viéc
giam ho trén Phan mém dang ky, quan 1y
ho tich dién tir dung chung.

Truong hop tiép nhin hd so ding ky chim
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dat gidm sat viéc gidam hd theo hinh thuc
truc tuyén, cong chirc tu phap - ho tich giri
lai biéu mau Trich lyc ding ky cham dut
giam sat viéc gidm hd dién tir voi thong tin
day du cho ngudi yéu cau qua thu dién tir
hogc thiét bj sb.

Nguoi yéu cau co trach nhiém kiém tra
tinh chinh xac, ddy du cua cac thong tin
trén biéu miu Trich luc ding ky cham dat
giam sat viéc giam ho di¢én tir va xac nhan
(t6i da mot ngay).

Néu nguoi c6 yéu cau xac nhan thong tin da
théng nhét, day du hodc khong co phan hdi
sau thoi han yéu cau thi cong chire tu phap -
ho tich thuc hién viéc ghi noi dung vao SO
dang ky cham dut giam sat viéc giam ho,
cap nhat thong tin dang ky cham dit giam
sat viéc giam ho trén Phan mém dang ky,
quan 1y ho tich dién tir dung chung.

Chuyén lanh dao & budc B5

B.4.2. Truong hop phai xac minh thi tién

hanh xac minh. Trén co sé két qua xac n3’§
minh thuc hién nhu B.4.1. gy

Mau 05; Dy
thao  Trich
“TH hlllci dang dk};

- Chanh| uay |
. A . | gl1am sat vigc
, N , . . Van quyen: |~ A
- TH uy quyén: Chanh Van phong HDND- hon 04 | &lam ho
UBND ky du thao két qua gidi quyét thi EIDN% | hodic dy thao
B5 | tuc hanh chinh, chuyén dén budc B7. UBND_ 810, Vin ban
- TH khong Uy quyén: Lanh dao Vin Linh d ) k_hTH thong  bao
phong ky nhay, chuyén dén budc B6 Ein a0 ong khong  du

Van uy A A
hon y | dicu kién
PRORG 1 quyen: | pgm dut

02810 | ., =, A
glam sat viec
giam h¢ da

ky/ky nhay
B6 | Ky du thao két qua giai quyét thu tyc hanh | Lanh dao | 02 gio | Mau 05, 06;
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chinh UBND Trich luc
cap x4 dang ky
chaim  dut
giam sat viéc
giam ho
hoac Van
ban  thong
bdo  khong
du diéu kién
chim dut
giam sat viéc
giam ho
Mau 05, 06;
Trich luc
dang ky
chim  dut
giam sat viéc
B7 Phat hanh van ban V%l tra két qua cho Trung | Vin thu 01 giv ﬁi)a; ngl
tam Phuc vu HCC cap xa UBND L .
ban  thong
bdo khdng
du diéu kién
chim dut
giam sat viéc
giam ho
Mau 01, 06;
Trich luc
dang ky
chim dut
BS ;fé‘;l két qua, thu 1€ phi theo quy dinh (néu C;;I;ntf; hanh | hoac Vin
' ' chinh | ban  thong

tra két qua

bdo  khong
du diéu kién
chdm duat
giam sat viéc
giam hg

* Truong hop hd so qua han xtr 1y, trong thoi gian chdm nhat 01 ngdy trude




262

ngay hét han xir 1y, Cong chirc xtr Iy ho so trinh Chanh Van phong HDND-
UBND (néu uy quyén)/Lanh dao UBND cip xi (néu khong ty quyén) Ky ban
hanh phiéu xin 15i va hen lai ngdy tra két qua dé gui cho t6 chtrc, ca nhan.

BIEU MAU
=
Mau 01 ) ) . ) MAu 01.docx
Giay tiép nhan ho so va hen tra két qua
=
Mau 02 , o ‘ M&u 02.docx
Phiéu yéu cau bd sung hoan thién ho so
el
Mau 03 ) ) ) o MAu 03.docx
Phiéu tur choi tiep nhéan giai quyét ho so
=
Mau 04 ) N ) MAu 04.docx
Phiéu xin 161 va hen lai ngay tra két qua
el
Mau 05 ) q o MAu 05.docx
Phiéu kiém soat qua trinh gidi quyét ho so
S6 theo ddi ho so
Mau 06 W
Mau 06.docx
To khai dang ky chdm dut giam sat viéc giam ho
BM.HT.24.01 D
BML.HT_24.01.doc
Mau ho tich dién tir tuong tac dang ky chidm dut giam
sat viéc giam ho (néu ndp hd so theo hinh thuc truc
tuyén).
BM.HT.24.02
—
BM.HT.24.02-doc
HO SO LUU:

Mau 01; 02, 03, 04 (néu c6); 06 luu tai Trung tdm Phuc vu HCC cap x3. Mau

01, 05 luu theo hd so;
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- | HO so dau vao theo muc 2.3;

- | S6 ding ky cham dat giam sat viéc giam ho;

- | Vin ban thong bao khong du diéu kién chim dut giam sat viéc giam ho (néu co);

Hb so duoc luu tai UBND cdp x4, thoi gian luu trir S6 dang ky chdm dat giam sat
viéc giam ho 1a vinh vién, con cac gidy to khac thuc hién luu theo quy dinh cua Luat
Ho tich va cac vin ban huéng dan thi hanh.

25. Thi tuc thay ddi, cai chinh, b6 sung théng tin hé tich, xdc dinh lai dan
toc

1 KY HIEU QUY TRINH QT.HT.25

2 NOI DUNG QUY TRINH

2.1 Piéu kién thuc hién TTHC:

- Viéc cai chinh ho tich chi duoc giai quyét sau khi xac dinh c6 sai sot trong
dang ky ho tich; khong cai chinh noi dung trén gidy to ho tich da dugc cap
hop 18 nhdm hop thic hoa thong tin trén ho so, gidy to ca nhan khac.

- Gidy to ho tich duoc cap hop 1€ ké tir ngay 01/01/2016 ma théng tin ho
tich con thleu thi duoc bd sung, néu co gidy td, tai liéu do co quan, to chirc
c¢6 tham quyén cap hop 18 ching minh.

Yéu cau ghi bd sung qudc tich Viét Nam chi thuc hién ddi véi gidy to ho
tich duoc cap ké tir ngay 01/01/2016, sau khi d3 xac dinh nguoi yéu cau
dang c6 qudc tich Viét Nam theo quy dinh cta Luat Qudc tich Viét Nam.

2.2 Cach thire thuc hién TTHC:

- Thit tuc nay du diéu kién thyc hién dich vu cong truc tuyén toan trinh.

- Nguoi ¢c6 yéu céu thay doi, cai chinh, bd _sung thong tin ho tich, xac dinh
lai dan toc truc tiép thuc hién hoic ty quyen cho nguoi khac thuc hi¢n ndp
hd so truc tiép tai Trung tim Phuc vu HCC cip x4;

- Gri ho so qua dich vu buu chinh cong ich;

- Nop hd so tryc tuyén trén Coéng Dich vu céng Qubc gia
(https://dichvucong.gov.vn) hogc Ung dung dinh danh quéc gia.

- Ngp tgi Trung tdm Phuc vy Hanh chinh céng tinh Ha Tinh - Sé 02A,
duwong Nguyén Chi Thanh, phwong Thanh Sen, tinh Ha Tinh dé thuc hién
phi dia gioi hanh chinh,

2.3 Thanh phin hd so, bao gom: Ban Béan
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chinh

Sao

- To khai dang ky viéc thay d6i, cai chinh, b6 sung thong
tin ho tich, xac dinh lai dan tdc (theo mau BM.HT.25.01)
(néu nguodi c6 yéu cau lya chon ndp hd so theo hinh thire
true tiép hodc gui hd so qua dich vu buu chinh cong ich);

- MAu ho tich dién tir twong tac thyc hién dang ky thay doi,
cai chinh, bo sung thong tin ho tich, xac dinh lai dan toc (do
nguoi yéu cau cung cap thong tin theo hudng dan trén Cong
dich vu cong, néu nguoi co yéu cau Iya chon ndp hd so theo
hinh thtc truc tuyén);

- Ngudi ¢o yéu cau dang ky thay d6i, cai chinh, bd sung
thong tin ho tich, xac dinh lai dan toc thuc hién viéc
nop/xuét trinh (theo hinh thirc truc tiép) hodc tai lén (theo
hinh thirc truc tuyén) cac gidy to sau:

* Gidy to phai nop:

- Cac gidy to c6 lién quan dén viéc thay doi, cai chinh, bd
sung thong tin ho tich, xac dinh lai dan tdc;

- Trudng hop iy quyén cho ngudi khac 1am thay thi phai c¢6
van ban iy quyén dugc chimg thyc theo quy dinh cua phap
luat. Truong hop nguoi duge uy quyén 13 ong, ba, cha, me,
con, Vg, chong, anh, chi, em rudt ctia ngudi Gy quyén thi
van ban uy quyén khong phai chiing thuc;

- Gidy to chimmg minh thudc gia dinh c6 cong véi cach
mang; nguoi thudoc ho ngheo; nguodi khuyét tat (néu co);

* Gidy to phai xuét trinh:

- Ho chiéu/Thé cin cudc cong dan/Thé cin cude/Can
cude dién t/Gidy chimg nhan cin cudc hodc cic gidy to
khac c6 dan anh va thong tin ¢4 nhan do co quan c6 tham
quyén cip, con gia tri st dung dé chimg minh vé nhan than
clia ngudi co yéu cau dang ky thay doi, cai chinh, bo sung
thong tin ho tich, xac dinh lai dan tdc khi lam thu tuc truc
tiép tai co quan dang ky ho tich.

Trirong hop gidy to tiy than sik dung la: Hg chiéu, Thé cdn
cwde, Can cwéc cdng dan, Gidy chiing nhdn cdn cuéc thi
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nguoi ¢6 Yeu cau dang ky hé tich chi can cung cdp théng
tin s6 dinh danh cd nhan hogc théng tin vé gidy to (so,
ngay/thdng/ndm cdp), co quan ding ky hé tich ¢6 trach
nhiém tra civu théng tin thong qua két néi véi Co so dir liéu
ho tich dién tw, Co so dir liéu quo”'c gia vé déan cur hodc co
s6 dit liéu khdc c6 lién quan dé doi chiéu, khai thdc dir liéu.

Truong hop khong khai thac dwoc thong tin hodac thong tin
khai thac dwoc khong ddy di, khéng chinh xdc thi co quan
ddang ky hé tich yéu cau nguoi di dang ky hé tich xudt trinh
ban chinh gidy to dé chitng minh, dong thoi dé nghi nguoi
di ding ky hé tich cdp nhdt, diéu chinh théng tin trong cdc
co so dir liéu theo quy dinh cua phap ludt.

Truong hop céac thong tin ¢4 nhan trong cac gidy to nay da
c6 trong Co sé dit liéu quoc gia vé dan cu, Co so dit lieu ho
tich dién ta, duoc hé thong dién tu dong thi khong phai tai
1én (theo hinh thuc truc tuyén);

- Gidy to ¢o gia tri chung minh thong tin vé cu tri trong
truong hop co quan dang ky ho tich khong thé khai thac
dugc thong tin vé noi cu tra cua céng dan theo cac phuong
thic quy dinh tai khoan 2 Diéu 14 Nghi dinh s
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong
hop cac thong tin vé gidy to ching minh not cu tra da dugce
khai thac tr Co s dir liéu quoc gia vé dan cu bang cac
phuong thirc ndy thi ngudi c6 yéu cau khong phai xuat trinh
(theo hinh thirc tryc tiép) hodc tai 1én (theo hinh thuc truc
tuyén).

Truong hop giri hd so qua hé théng buu chinh thi phai giri kém theo ban sao
c6 chimg thyc cac gidy to phai xudt trinh néu trén.

*Luuy

- Ca nhan co quyén lua chon thyc hién tha tuc hanh chinh vé h tich tai co
quan dang ky ho tich noi cu tri; noi cu tri cia cd nhan duge xac dinh theo
quy dinh ctia phap luat vé cu tra. Truong hop cé nhan lya chon thuc hién tha
tuc hanh chinh vé ho tich khong phai tai Uy ban nhan dan cap xa noi thuong
tri hodc noi tam tra thi Uy ban nhan dén cdp x4 noi tiép nhan 'yéu cau co
trach nhiém ho tro nguoi dan ndp hé so dang ky ho tich truc tuyén dén ding
co quan c6 tham quyén theo quy dinh.

- Béi véi gidy to ndp, xudt trinh néu ngudi yéu cau ndp hd so theo hinh thire
truc tiép:
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+ Ngudi yéu cau diang ky ho tich co thé ndp ban sao dugc chig thyc tir ban
chinh hodc ban sao dugc cép tir sd gde (sau day goi la ban sao) hodc ban
chup kém theo ban chinh, ban dién tir cac gidy to nay, bao gdm ca gidy td
dugc tich hop, hién thi trén Ung dung dinh danh dién tir (VNeID).

Truong hop nguoi yéu cau nop ban chup kém theo ban chinh gidy to thi
ngudi tiép nhan c6 trach nhiém klem tra, doi chleu ban chup vo1 ban chinh
va ky x4c nhan, khong dugc yéu cau ndp ban sao gidy to do.

Déi véi giéy td xuét trinh khi diang ky ho tich, nguoi tiép nhan cé trach
nhiém kiém tra, d6i chiéu, ghi lai thong tin hodc chyp lai, ky xac nhén dé
Iuu trong hd so va tra lai cho nguo1 xudt trinh, khong dugc yéu cau ndp ban
sao hodc ban chup gidy to do.

+ Nguoi tiép nhan co 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 t& ma phéap luat ho tich khong quy dinh phai ndp.

Nguoi tiép nhan hé so thuc hién khai thac thong tin trong CSDLQGVDC
theo quy dinh phép luat néu ngudi yéu cau dang ky ho tich da cung cap ho,
chit dém, tén; ngdy, thang, nim sinh; s6 dinh danh ca nhan/thé can cudc
cong dan/the can cudc/can cudce dién tir. Truong hop cac thong tin can khai
thac khong c6 trong CSDLQGVDC thi dé nghi ngudi yéu cau ké khai day
du.

+ Trudng hop ngudi yéu cau dang ky ho tich cung cap thong tin vé gidy to
ho tich cta cd nhan da dugc diang ky, co quan dang ky hd tich co trach
nhiém tra ctru thong tin trén Hé thong thong tin giai quyét thu tuc hanh
chinh cép tinh thong qua két nbi véi Co so dir liéu ho tich dién tu,
CSDLQGVDC. Truong hop khong tra ctru dugc do khong cod thong tin
trong Co s& dir li¢u hg tich di¢n tir, CSDLQGVDC thi co quan dang ky ho
tich yéu cau nguoi di dang ky ho tich ndp/xuat trinh gidy to lién quan dé
chimng minh.

- Béi voi gidy to glri kém theo néu ngudi yéu cau ndp ho so theo hinh thirc
truc tuyén:

+ Ban chup cac gidy to giri kém theo ho so ding ky thay doi, cai chinh, bo
sung thong tin h¢ tich, xac dinh lai dan toc truc tuyén phai bao dam rd nét,
day du, toan ven vé nodi dung, 1a ban chup bang may anh, dién thoai hodc
dugc chup, duoc quét bang thiét bi dién tir, tir gidy to dugc cap hop 18, con
gia tri st dung.

+ Truong hgp gidy t0, tai liéu phai giri kém trong hod so diang ky thay d6i,
cai chinh, b6 sung thong tin ho tich, xac dinh lai dén toc truc tuyen da co
ban sao dién ttr hodc ban dién tir gidy to ho tich thi ngudi yéu cau duogc sir
dung ban dién tir nay.

- Truong hop ngudi yéu cdu ding ky ho tich lya chon nhan két qua tai
Trung tdm Phuc vu HCC cip xa thi nguoi yéu cau dang ky ho tich phai xuét
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trinh gidy to tuy than, nop cac gidy to 1a thanh phan hd so theo quy dinh;
Truong hop nguoi yéu cau dang ky ho tich khong lya chon nhén két qua tai
Trung tam Phuc vu HCC cap x4 thi nguoi yéu cau dang ky hd tich ndp cac
gidy to 13 thanh phan hd so theo quy dinh trudc khi nhan két qué

- Truong hop nguoi yeu cau ding ky h¢ tich khong cung cap duoc glay to
theo quy dinh hodc giay to ndp, xuat trinh bi tay x0a, sua chira, lam gia thi
co quan diang ky ho tich co thim quyén hay bo két qua ding ky ho tich.

2.4 S6 lwong hd so: 01 bo
Thoi han giai quyét:
- Ngay trong ngay lam viéc dbi voi viée bd sung thong tin ho tich, trudng hop
nhan ho so sau 15 gio ma khong giai quyét duoc ngay thi tra két qua trong
25 ngay lam viéc tiép theo.
- 03 ngay lam viéc ddi véi viee thay ddi, cai chinh hé tich, xac dinh lai dan tdc.
Truong hop can phai xdc minh thi thoi han duoc kéo dai thém khong qua 03
ngay lam vigc.
Dia diém tiép nhén ho so va tra két qua giai quyét TTHC:
- Trung tam Phuc vu HCC cép xA.
26 - T rung tam Phuc vu hanh chinh cong tinh dé thuc hién phi dia gi6i hanh
chinh.
- Cong Dich vu cong Qudc gia https://dichvucong.gov.vn.
- Ung dung dinh danh quéc gia.
Co quan thyuce hién:
- Uy ban nhan dan cap xi noi da ding ky ho tich trudc day hodc Uy ban
nhan dan cap x4 noi cu tri cia ngudi yéu cau c6 tham quyén giai quyét viéc
thay doi, cai chinh, bo sung hé tich, xac dinh lai dan tdc cho cong dan Viét
27 Nam cu tra ¢ trong nudc.
- Uy ban nhén dan cap xa noi da dang ky khai tir trudc day thuc hién viéc
cai chinh nd1 dung ding ky khai tu.
Co quan dwoe iy quyén: Khong.
Co quan phdi hop: Co quan quan Iy Co sé dit liéu Qudc gia vé dan cu.
2.8 Poi twong thue hién TTHC: Cé nhan
Két qua giai quyét TTHC:
,g |- Hosodidieu kién:

- Trich lyc thay doi/cai chinh/bo sung thong tin h tich/xéc dinh lai dan toc
(ban chinh), ban sao Trich luc thay doéi/cai chinh/bd sung thong tin hd
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tich/xac dinh lai dan toc (truong hop yéu cau cip ban sao Trich luc thay

d6i/cai chinh/bd sung thong tin ho tich/xac dinh lai dan toc).

- Ban dién tu Trich luc thay ddi, cai chinh, bd sung thong tin hd tich, xac
dinh lai dan toc (Ban dién tur s€ tu dong gui vé Kho quan 1y dit liéu cua ca
nhan/dia chi thu dién ti/thiét bi sé/dién thoai ctia nguoi yéu cau sau khi da
hoan tat thu tuc dang ky thay ddi, cai chinh, bd sung thong tin ho tich, xac
dinh lai dan tQc tai co quan dang ky ho tich).

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

2.10

Quy trinh xir ly cong viéc

TT

Trinh tu

Tréach
nhiém

Thai gian

Bieu
mau/Két qua

Bl

1. Tiép nhan ho so.

- Tiép nhan hd so truc tiép tir ca
nhan hodc tor Dich vu buu chinh
cong ich hodc trén Cong Dich vu
cong Quéc gia
(https://dichvucong.gov.vn) hoéc
Ung dung dinh danh quéc gia.

2. Can bd TN&TKQ kiém tra hd
SO

- Néu hd so chua diy du hoic
khong hop 1&: Huéng dan hoic
thong bao bang vin ban cho ca
nhan bd sung, hoan thién hd so.
Truong hop khéng bo sung, hoan
thién duoc ho so thi thong béo tir
chéi giai quyét ho so.

- Néu ho so day du, hop 1&: Lam
thi tuc tiép nhan ho so, thu  phi, ¢
phi theo quy dinh; c¢6 Phiéu hen,
tra két qua cho nguoi co yéu cau
(néu nguoi co yéu cau lya chon
hinh thic nép hd so truc tlep)
hodc guri ngay Phiéu hen, tra két
qua qua thu dién tir hodac gui tin
nhin hen tra két qua qua dién
thoai di dong cho ngudi co yeu
cau (néu ngudi cb yéu cau lwa
chon hinh thic ndp hd so truc

Cong
chuc
TN&TKQ

G106 hanh
chinh

Mau 01; 02,
03 (néu cod),
06 va hd so
theo muc 2.3
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tuyén).

- Sau khi tiép nhan hd so theo
hinh thirc ndp truc tiép, cong chirc
TN&TKQ thuc hién s6 hoa (sao
chup, chuyén thanh tai liéu dién tir
trén hé thong thong tin, co s dir
liu) va ky sb vao tai liéu, hd so
giai quyét thii tuc hanh chinh da
duogc sb hoa theo quy dinh.

Chuyén lanh dao Vin phong Cof'g .y 1\/£au 01, OS‘Va
B2 HDND-UBND churc 12 g6 |ho so kem
' TN&TKQ theo
Lanh dao
Van X LA
B3 Phén cong cong chire xtr 1y ho so. phong 01 gio Is\g,alllégls t;:;oho
HDND-
UBND
Kiém tra, xem xét hd so: x p
\ X A 2 Mau 04 (neu
- Truong hop ho so can bo sung, c6). 05: du
hoan thién hodc khong du diéu S
thao Trich luc
kién gidi quyet phai tir chéi thi bd sune ho
gui thong bao vé tinh trang hd 80 : & N
tich/du  thao
toi Trung tam Phuc vu HCC cap Trich luc tha
xa dé thong bao cho nguoi ndp ho ddi/cai Y
SO -04 glb’ ovcal .
’ . o di voi chinh/b6 sung
- Trudng hop can phai kiém tra, élm vol théng tin ho
xac minh lam rd hogc do nguyén i thP su?_g tich/xac dinh
nhan khac ma khéng the tra ket ?Ong ’ 0ng tin) lai dan toc/du
B4.1 qua dung thoi gian da hen thi 1ap chu:ck xuly | - 2,5 ngay thao Vin ban
Phiéu xin 16i va hen lai ngay tra | hoso (461 voi thong bao
két qua, trong d6 néu 13 ly do thay doi, khong da didu
cham tra két qua va thoi gian hen cai chiph Kien: Van ban
tra két qua, chuyén Trung tim thong tin) | 43"

Phyc vu HCC cap xa dé tra cho
nguol co yéu cau (néu ngudi cod
yéu cau lya chon hinh thirc nop hd
so truc tiép), hodc gui Phiéu xin
15i va hen lai ngay tra két qua qua
thu dién tir hodc gui tin nhin qua
dién thoai di dong cho nguoi co

dé nghi xac

Minh, Van
ban Xac
minh/Bién

ban két qua
xac minh (néu
co)
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yéu cau (néu nguoi co yéu cau lya
chon hinh thuc ndp hd so truc
tuyén).

* Truong hop bod sung thoéng tin
ho tich hodc thay d6i, cai chinh
thong tin ho tich khong can xéc
minh thong tin:

- Néu du diéu kién:

+ Trudng hop tiép nhan ho so truc
tiép: Vao So6 thay d6i, cai chinh,
bo sung thong tin ho tich, xac dinh
lai dan toc; Nhap dir li¢u vao phﬁn
mém ho tich, in dyu thao Trich luc
thay do6i/cai chinh/bd sung thong
tin ho tich/xac dinh lai dan toc;

+ Trudng hop tiép nhan ho so truc
tuyén: Guri lai biéu miu Trich luc
thay doi, cai chinh, b6 sung thong
tin ho tich, xac dinh lai dan toc
dién tir voi thong tin day du cho
nguoi yéu cau qua thu dién tu
hodc thiét bi so.

Ngudi yéu cau cé trach nhiém
kiém tra tinh chinh xac, day du
clia cac thong tin trén biéu mau
Trich luc thay doi, cai chinh, b
sung thong tin ho tich, xac dinh lai
dan tdc dién ttr va xac nhén (t6i da
mot ngay).

Néu ngudi c¢6 yéu ciu xac nhin
thong tin da théng nhat, day du
hodc khong c6 phan hdi sau thoi
han yéu cau thi thuc hién viéc ghi
nodi dung vao S6 dang ky thay doi,
cai chinh, b6 sung théng tin ho
tich, xac dinh lai dan tdc, cap nhat
thong tin dang thay ddi, cai chinh,
bd sung thong tin ho tich, xac dinh
lai dan toc va luu chinh thirc trén
Phin mém ding ky, quan 1y ho
tich dién tor dung chung.

- Néu khong du diéu kién: Du
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thao Van ban thong bao khong du
diéu kién;
Trinh Lanh dao & budc B5

Miu 04 (néu

co), 05; Van
Truong hop thong tin thay d6i, cai ban dé nghi
chinh h¢ tich, xac dinh lai dan toc Cong Xac minh,
B4.2 | chua r0, thuc hién xac minh thong | chitc xtrly | 03 ngay | Van ban xac
tin. Sau khi c6 két qua xac minh, ho so minh/Bién
thuc hién cac budc nhu B4.1 ban két qua
x4c minh (néu
co)
Mau 05; Trich
luc thay
- TH ty quyén: Chanh Vin phong ) (\:/h;nh - TH uy dﬁiﬁf}ij; "
HDND-UBND ky dy thao két qua | - quyén: 02 ChA 0 S“h%
giai quyét tha tuc hanh chinh,| PONY giy; | thong tin ho
P . HDND- tich/xac dinh
B5 | chuyén dén budc B7. UBND -TH i din  toc
- TH khéng Uy quyén: Lanh dao - Lanh dao khéilg uwy | odc Vin b an
Vin phong ky nhay, chuyén dén Van | quyen: 01 thong bao
budc B6 phong glo khong du diéu
kién da ky/ky
nhay
Mau 05 va
Trich luc thay
. . ; Lanh dao doi/cai 2
Ky két qua giai quyét tha tuc hanh i .y chinh/b6 sung
B6 p UBND 01 gio . : ~
chinh. chp xi thong tin ho

tich/xac dinh
lai dan tdc
hodc Van ban
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théng bao
khong du diéu
kién

B7

Mau 05, 06 va
Trich luc thay
doi/cai
chinh/b6 sung
thong tin ho
1/2 gid | tich/xac dinh
lai dan tdc
hoac Van ban
thong béo
khong du diéu
kién

Phat hanh van ban va chuyén cho| Van thu
Trung tam Phuc vu HCC cap xa. UBND

B8

Mau 01, 06 va
Trich lyc thay
doi/cai chinh/
bd sung thong
Gi0 hanh | tin ho tich/xac

chinh dinh lai dan
tdoc hoac Van
ban thong bao
khong du diéu
kién

, Ccong
Tra két qua cho cé nhan. chuc
TN&TKQ

* Truong hop hd so khong xu ly dugc trong ngay 1am viéc hodc trong ngay
lam viéc tiép theo (ddi v6i hd so nhan sau 15 gid), trong ngay hen tra két
qua, Cong chire xir Iy hd so trinh Chanh Van phong HDND-UBND (néu ¢ uy
quyen)/Lanh dao UBND cap xa (neu khong uy quyén) ky ban hanh phiéu
xin 16i va hen lai ngay tra két qua dé gtri cho to chirc, ca nhén.

* Truong hop hd so quéa han xur 1y, trong thoi gian cham nhat 01 ngdy trude
ngay hét han xir 1y, Cong chure xu ly hd so trinh Chanh Van phong HDND-
UBND (néu uy quyen)/Lanh dao UBND cap xa (neu khong uy quyen) Ky
ban hanh phiéu xin 156i va hen lai ngay tra két qua dé gui cho to chuc, ca
nhan.

BIEU MAU

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

MAu 01.docx

Mau 02

@ﬂ

Mau 02.docx
Phiéu y€u cau bd sung hoan thién ho so
]
Mau 03 Mau 03.docx
Phiéu tur choi tiep nhéan giai quyét ho so
=l
Mau 04 Mau 04.docx
Phiéu xin 16i va hen lai ngay tra két qua
]
Mau 05 Mau 05.docx
Phiéu kiém soat qua trinh gidi quyét ho so
]
Mau 06 Mau 06.docx
S6 theo doi ho so
Td khai dang ky thay d6i, cai chinh, bd sung thong tin ho
tich, xac dinh lai dan tdc
BM.HT.25.01 D
BM.HT.25.01.doc
MaAu hé tich dién tur tuong tac thuc hién dang ky thay doi,
cai chinh, bé sung thong tin ho tich, X’E'IC dinh la1 dan tdc
(néu ndp ho so theo hinh thic tryc tuyén).
BM.HT.25.02 D
BMLHT.25.02.doc
HO SO LUU

Mau 01; 02, 03, 04 (r}éu c0), 06 luu tai Trung tdm Phuc vu HCC cép Xa.
Mau 01, 05 luu theo hd so.
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- Ho6 so dau vao theo muc 2.3;

S6 dang ky thay ddi, cai chinh, bd sung thong tin ho tich, xac dinh lai dan
toc;

Van ban dé nghi xac minh, Van ban xac minh thong tin/bién ban két qua xac
minh (n€u co);

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

Hb so duogc luu tai Van phong HDND-UBND, thoi gian luu trir thye hién luu theo
quy Qﬁnh‘cﬁa Lu,aflt Ho tich va cac van ban hudéng dan thi hanh. Sau khi hét han,
chuyén ho so xuong don vi luu trit cia UBND cap xa va luu trit theo quy dinh hién
hanh.,

26. Thii tuc thay ddi, cai chinh, bo sung thong tin hd tich, xac dinh lai dan
toc co6 yéu to nwdc ngoai

1 |KY HIEU QUY TRINH QT.HT.26

2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thye hién TTHC:

- Viéc thay ddi ho, chit dém, tén cho nguoi dudi 18 tudi phai cé su dong y
cta cha, me ngudi d6 va duoc thé hién rd trong T khai; dbi véi nguoi tir du
9 tudi tré 1&n thi con phai c6 su dong y cia ngudi do.

- Viéc cai chinh ho tich chi dugc giai quyét sau khi c6 di cin ct dé xac dinh
c6 sai sot trong ding ky ho tich; khong cai chinh noi dung trén gidy to ho
tich da duoc cap hop & nham hop thic hda thong tin trén ho so, gidy to ca
nhan khac.

- Gidy to ho tich dugc cap hop 1& ma thdng tin ho tich con thiéu thi duoc bd
sung, néu co gidy to, tai lidu do co quan, to chuc c6 tham quyén cip hop 1¢
chuang minh.

Yéu cau ghi bo sung quéc tich Viét Nam chi thuc hién d6i véi gidy to ho
tich dugc cap ké tir ngay 01/01/2016, sau khi di xac dinh ngudi yéu cau
dang c6 qudc tich Viét Nam theo quy dinh caa Luat Quéc tich Viét Nam.

2.2 | Cach thirc thyc hién TTHC:
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- Thit tuc nay du diéu kién thyc hién dich vu cong truc tuyén toan trinh.

- Nguoi ¢6 yéu cau thay doi, cai chinh, bd _sung thong tin h¢ tich, xac dinh
lai dan toc truc tiép thuc hién hodc uy quyen cho ngudi khac thyc hién nop
ho so true tlep tai Trung tam Phuc vu HCC céap xa;

- Gui ho so qua dich vu buu chinh cong ich;

- Nop hd so truc tuyén trén Cong Dich vu céng Quéc gia
(https://dichvucong.gov.vn) hogc Ung dung dinh danh quéc gia.

- Ngp tai Trung tdm Phyuc vy Hanh chinh céng tinh Ha Tinh - Sé 02A,
duwong Nguyén Chi Thanh, phirong Thanh Sen, tinh Ha Tinh dé thuc hién
phi dia gioi hanh chinh,

2.3

. L s Ban Ban
Thanh phan ho so, bao gom: chinh sao

- To khai dang ky viéc thay doi, cai chinh, bo sung thong
tin ho tich, xac dinh lai dan toc (theo mau BM.HT.26.01)
(néu nguoi co yéu cau lya chon ndp hd so theo hinh thirc
truc tiép hoac gui ho so qua dich vu buu chinh cong ich);

- Mau ho tich dién tir tuong tac thuc hién ding ky thay
d6i, cai chinh, bo sung thong tin ho tich, xac dinh lai dan
toc (do ngudi yéu cau cung cap thong tin theo huong dan
trén Cong dich vu cong, néu ngudi co yeu cau lya chon
ndp hod so theo hinh thirc truc tuyén);

- Nguoi ¢6 yéu cau diang ky thay doi, cai chinh, bo sung
thong tin ho tich, xac dinh lai dan tdc thuc hién viéc
ndp/xuat trinh (theo hinh thure truc tiép) hodc tai 1én (theo
hinh thirc truc tuyén) cac gidy to sau:

* Gidy to phai nop:

- Céc gidy to o lién quan dén viéc thay doi, cai chinh, bd
sung thong tin ho tich, xac dinh lai dan tdc;

- Trudong hop uy quyén cho nguoi khac lam thay thi phai
c6 van ban uy quyén dugc ching thuc theo quy dinh cua
phap luat. Truong hgp nguoi dugc uy quyén 13 6ng, ba, X
cha, me, con, vo, chong, anh, chi, em rudt cua nguoi uy
quyén thi vin ban ty quyén khong phai ching thuc;

- Gidy to ching minh thudc gia dinh cd cong véi cach
mang; nguoi thudc hd ngheo; nguoi khuyét tat (néu co);
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* Gidy to phai xut trinh:

- Ho chiéu/Thé cin cude cong dan/Thé cin cudc/Can cude
dién tir/Gidy chimg nhan cin cudc hoic cac glay to khac
c6 dan anh va thong tin ca nhan do co quan co thAm quyén
cap, con gia tri su dung dé chimg minh vé nhén than cua
ngudi c6 yéu cau diang ky thay d6i, cai chinh, b sung
thong tin ho tich, xac dinh lai dan toc khi lam thu tuc truc
tiép tai co quan diang ky ho tich.

Truong hop gidy to tay than siz dung la: Hg chiéu, Thé
can cuéc, Can cwéc cdng dan, Gidy chieng nhdn cdn cuéc
thi ngwoi cé yéu cdu dang ky hé tich chi can cung cap
thong tin s6 dinh danh cd nhan hogc thang tin ve giay to
(so, ngaylthang/nam cdp), co quan dang ky ho tich co
trach nhiém tra ciu thong tin thong qua ket noi voi Co 5o
dir lieu ho tich dién twr, Co so dir lieu quoc gia vé dan cu
hodc co so dit lieu khac co lién quan dé doi chiéu, khai
thac dir lieu.

Truong hop khong khai thac dwoc thong tin hodc thong tin
khai thac dwoc khéng day di, khéng chinh xdc thi co quan
dang ky hé tich yéu cau ngweoi di dang ky hé tich xudt
trinh ban chinh gidy to dé chirng minh, dong thoi dé nghi
nguoi di diang ky ho tich cdp nhdt, diéu chinh théng tin
trong cac co so dit liéu theo quy dinh cua phdp luat.
Truong hop cac thong tin ca nhan trong cac gidy to nay da
co trong Co so dir li¢u qUOc gia vé dan cu, Co s¢ dir ligu
ho tich dién tir, dugc hé thong dién tu dong thi khong phai
tai 1én (theo hinh thirc tryc tuyén);

- Gidy to c6 gia tri chimg minh thong tin vé cu tri trong
trrong hop co quan ding ky ho tich khong thé khai thac
dugc thong tin vé€ noi cu tru cua cong dan theo cac phuong
thic quy dinh tai khoan 2 Piéu 14 Nghi dinh s6
104/2022/ND-CP  ngay 21/12/2022 cua Chinh phu.
Truong hop cac thong tin vé gidy to chtrng minh noi cu tra
da dugc khai thac tor Co s¢ dir liéu quoc gia Ve dan cu
bang cac phuong thirc ndy thi ngudi c6 yéu cau khong
phai xuét trinh (theo hinh thirc truc tiép) hodc tai 1én (theo
hinh thtrc truc tuyén).

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

- C4a nhan co quyén lua chon thuc hién tha tuc hanh chinh vé ho tich tai co
quan dang ky ho tich noi cu tri; noi cu trt cua cd nhan dugc xac dinh theo
quy dinh ctia phap luat vé cu tra. Trudng hop cé nhan lya chon thuc hién tha
tuc hanh chinh vé ho tich khong phai tai Uy ban nhan dan cip x4 noi thudng
tri hodc noi tam tra thi Uy ban nhin dén cip xi noi tiép nhan yéu cau co
trach nhiém hd tro ngudi dan ndp hd so ding ky ho tich truc tuyén dén dung
co quan c6 thAm quyén theo quy dinh.

- P6i v6i gidy to ndp, xuét trinh néu nguoi yéu cau ndp hd so theo hinh thic
truc tiép:

+ Ngudi yéu cau dang ky ho tich co thé ndp ban sao dugc chung thuc tur ban
chinh hodc ban sao dugc cép tir sd gde (sau day goi la ban sao) hoac ban

chup kém theo ban chinh, ban dién tir cac gidy to ndy, bao gém ca gidy to
duoc tich hop, hién thi trén Ung dung dinh danh dién tir (VNeID).

Truong hop nguoi yéu cau nop ban chup kém theo ban chinh gidy to thi
nguoi tiép nhan c6 trach nhiém klem tra, doi chleu ban chup vai ban chinh
va ky xac nhan, khong duoc yéu cau ndp ban sao gidy to do.

Pbi véi gidy to xuat trinh khi diang ky ho tich, nguoi tiép nhan co trach
nhiém kiém tra, doi chiéu, ghi lai thong tin hodc chup lai, ky xac nhan dé
lru trong ho so va tra lai cho ngudi xuat trinh, khong duoc yéu cau ndp ban
sao hodc ban chup gidy to do.

+ Nguoi tiép nhan co trach nhiém tiép nhan dung, da hd so ding ky ho tich
theo quy dinh cta phap luat ho tich, khong dugc yéu cau ngudi ding ky ho
tich nop thém gidy t& ma phép luat ho tich khong quy dinh phai ndp.

Nguoi tiép nhan hd so thyc hién khai thac théng tin trong CSDLQGVDC
theo quy dinh phép luat néu ngudi yéu cau dang ky ho tich di cung cap ho,
chir dém, tén; ngdy, thang, nim sinh; s6 dinh danh c4 nhan/thé can cudc
cong dan/the can cudc/can cudce dién tir. Truong hop cac thong tin can khai
thac khong c6 trong CSDLQGVDC thi dé nghi ngudi yéu cau ké khai day
du.

+ Trudng hop ngudi yéu cau ding ky ho tich cung cap thong tin vé gidy to
h¢ tich cua ca nhan dé duoc dang ky, co quan dang ky ho tich co trach
nhiém tra ctru thong tin trén HE thong thong tin giai quyét thu tuc hanh
chinh cap tinh thong qua két ndi véi Co s& dit lieu ho tich dién tu,
CSDLQGVDC. Truong hop khong tra ctru dugc do khong c6 thong tin
trong Co s& dir 1i¢u hg tich dién tr, CSDLQGVDC thi co quan dang ky ho
tich yéu cau nguoi di dang ky ho tich ndp/xuat trinh gidy to lién quan dé
chuing minh.

- Dbi v6i gidy to gtri kém theo néu ngudi yéu cau ndp ho so theo hinh thirc
truc tuyén:

+ Ban chup cac gidy to giri kém theo ho so ding ky thay doi, cai chinh, bd
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sung thong tin h¢ tich, xac dinh lai dan toc tryc tuyén phai bao dam rd nét,
day du, toan ven vé ndi dung, 1a ban chup bang may anh, dién thoai hodc
dugc chup, duoc quét bang thiét bi dién tir, tir gidy t& dugc cip hop 18, con
gia tri sir dung.

+ Trudng hop gidy to, tai liéu phai giri kém trong hd so ding ky thay doi,
cai chinh, bd sung thong tin ho tich, xac dinh lai dan tdc truc tuyén da co
ban sao dién tur hoac ban dién tir giéy to hd tich thi nguoi yéu cu duoc st
dung ban di¢n tir nay.

- Truong hop nguoi yéu céu dang ky ho tich Iwya chon nhan két qua tai
Trung tam Phyc vu HCC cap xa thl nguoi yéu cau dang ky ho tich phai Xuat
trinh gidy to tuy than, nop cac gidy to 1a thanh phan hd so theo quy dinh;
Truong hop nguoi yéu cau dang ky ho tich khong lya chon nhén két qua tai
Trung tdm Phuc vu HCC cap xa thi nguoi yéu cau dang ky ho tich nop cac
gidly to 14 thanh phan ho so theo quy dinh truéc khi nhan két qua.

- Truong hop nguoi yéu cau ding ky ho tich khong cung cap duoc gidy to
theo quy dinh hodc giay to ndp, Xuat trinh bi tay x0a, sua chira, lam gia thi
co quan dang ky ho tich co tham quyen hay bo két qua dang ky ho tich.

- Gidy to do co quan c6 tham quyén ciia nudc ngodi cap, cdng ching hoac
x4c nhan dé sur dung cho viéc ding ky ho tich tai Viét Nam phai duoc hop
phap hoa lanh sy theo quy dinh caa phap luat, trir truong hop dugc mién
theo diéu udc qudc té ma Viét Nam 1a thanh vién.

2.4 | S6 lwong ho so: 01 bo
Thoi han giai quyét:
- Ngay trong ngay lam viéc dbi voi viee bd sung thong tin ho tich, truong
hop nhan hd so sau 15 gio ma khong giai quyét duoc ngay thi tra két qua
2.5 | trong ngay lam viéc tiép theo.
- 03 ngay lam viéc doi voi viée thay doi, cai chinh thong tin ho tich, xéc
dinh lai dan tdc. Truong hop can phai xac minh thi thoi han duoc kéo dai
khong quéa 06 ngay lam viéc.
Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
- Trung tam Phuc vu HCC cép Xa.
26 |- T rung tam Phuc vu hanh chinh cong tinh dé thue hién phi dia gioi hanh
chinh.
- Cong Dich vu cong Qudc gia https://dichvucong.gov.vn.
- Ung dung dinh danh quéc gia.
57 Co quan thyuc hién:

- Uy ban nhén dan cap xa noi da ding ky ho tich truéc day hodc noi cu tra
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clia ngudi nudc ngoai giai quyét viéc cai chinh, bd sung thong tin ho tich
clia ngudi nudc ngoai da ding ky ho tich tai co quan co tham quyén cia
Viét Nam.

- Uy ban nhan dén cip x4 noi di dang ky ho tich trude day giai quyét viéc
thay doi, cai chinh, bd sung thong tin ho tich, xac dinh lai dan toc cho nguoi
Vi¢t Nam dinh cu ¢ nudc ngoai.

- Uy ban nhén dan cap xa noi di ding ky khai tir trude day thyc hién viée
cai chinh nd1 dung dang ky khai ttr.

- Truong hop thay d6i, cai chinh, b6 sung thong tin hd tich ma viéc ho tich
trude ddy dugce ding ky tai S& Tu phép thi thim quyén giai quyét duoc xéac
dinh nhu sau:

+ Trudng hop ngudi yéu cau 1a cong dan Viét Nam cu tra ¢ nude ngoai thi
Uy ban nhan dan cép X4 noi cu tra trude khi xuét canh thuc hién thay doi,
cai chinh, bo sung thong tin ho tich, xac dinh lai dan toc;

+ Truong hop nguoi yéu cau 13 ngudi nude ngodi cu tra tai Viét Nam thi Uy
ban nhan dan cap xi noi cu trii cua ngudi d6 thuc hién cai chinh, bo sung
thong tin ho tich.

+ Truong hop nguoi yéu cau 13 ngudi nude ngoai khong cu tra tai Viét Nam
thi Uy ban nhan din cip x3 noi c6 tru so ctia S& Tu phap da dang ky viée ho
tich trudc day thuc hién cai chinh, bd sung thong tin ho tich.

- Truong hop viée dang ky ho tich trude day duoc dang ky tai UBND cap
huyén thi tham quyén do Uy ban nhéan dan cép xa noi cu tra cua nguoi yéu
cau thyc hién. Truong hop nguoi yéu cau cu tra & nude ngoai thi Uy ban
nhan dan cip x3 noi cu trd trude day co tham quyén giai quyét.

Truong hop ngudi yéu cau khong c6 noi cu tra tai Viét Nam thi Sé Tu phap
c6 trach nhiém tiép nhan yéu cau hodc phan anh cua ngudi dan. Trong thoi
han 02 ngay lam viéc ké tir ngay tiép nhén, So Tu phap bao cao Chu tich Uy
ban nhén dan cap tinh hodc theo uy quyén ctua Chu tich Uy ban nhén dan
cap tinh giao Uy ban nhan dan cip x3 phu hop giai quyét, bao dam thuan loi
nhat cho ngudi ¢6 yéu cau. S6 Tu phap c6 trach nhiém thong bao va hudng
dan ngudi co yéu cau ndp ho so dén Uy ban nhan dan cap xa c6 tham quyén.
Co quan dwoe iy quyén: Khong.

Co quan phdi hop: Co quan quan Iy Co sé dit liéu Qudc gia vé dan cu.

2.8 | Péi twong thwe hién TTHC: C4 nhan
Két qua giai quyét TTHC:
- H6 so du diéu kién:
2.9 |- Trich luc thay ddi/cai chinh/bd sung thong tin hd tich/xac dinh lai dan tdc

(ban chinh), ban sao Trich luc thay déi/céj chl:nh/bé sung thong tin ho
tich/xac dinh lai dan tdc (truong hop yéu cau cap ban sao Trich luc thay
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d6i/cai chinh/bd sung thong tin ho tich/xac dinh lai dan toc).

- Ban dién tu Trich luc thay ddi, cai chinh, bd sung thong tin hd tich, xac
dinh lai dan tdc (Ban dién tur s€ tu dong gui vé Kho quan 1y dit liéu cua ca
nhan/dia chi thu dién tir/thiét bi sé/dién thoai ctia ngudi yéu cau sau khi da
hoan tat thu tuc dang ky thay ddi, cai chinh, bd sung thong tin ho tich, xac
dinh lai dan tQc tai co quan dang ky ho tich).

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

2.10

Quy trinh xir ly cong viéc

TT

Trach Thoi | Biéu miw/Két

Trinh tw o : A
: nhiém glan qua

Bl

1. Tiép nhan ho so.

- Tiép nhan hd so truc tiép tir ca
nhan hodc tor Dich vu buu chinh
cong ich hodc trén Cong Dich vu
cong Quéc gia
(https://dichvucong.gov.vn) hodc
Ung dung dinh danh quéc gia

2. Can bd TN&TKQ kiém tra hd
SO

- Néu hd so chua diy du hoic
khong hop 1&: Huéng dan hoic
thong bao bang vin ban cho ca
nhér‘l bod sung, Poén ;thién hd s‘0’. A Mau 01; 02, 03
Truong hop khong bo sung, hoan | CONG | Gigy hanh | (néu c6), 06 va
thién dugc ho so thi thong bao tur chac chinh | hd so theo muc
choi giai quyet ho so. TN&TKQ 23
- Néu ho so diy du, hop 1&: Lam
thu tuc tiép nhan hd so, thu phi, 18
phi theo quy dinh; c¢6 Phiéu hen,
tra két qua cho nguoi co yéu cau
(néu nguoi co yéu cau lya chon
hinh thirc ndp hd so truc tiép)
hodc guri ngay Phiéu hen, tra két
qua qua thu dién tir hodac gui tin
nhan hen tra két qua qua dién
thoai di dong cho nguoi c6 yéu
cau (néu ngudi cb yéu cau lua
chon hinh thic ndp hd so truc
tuyén).
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- Sau khi tiép nhan hd so theo
hinh thirc ndp truc tiép, cong chirc
TN&TKQ thuc hién s6 hoa (sao
chup, chuyén thanh tai liéu dién tir
trén hé thong thong tin, co so dir
liu) va ky sb vao tai liéu, hd so
giai quyét thii tuc hanh chinh da
duogc sb hoa theo quy dinh.

Chuyén Lianh dao Vin phong Cof'g .. | Mau 01, 05 va
B2 | HBND-UBND chue | 12810 | 15 5o kém theo
' TN&TKQ
Lanh dao x v LA
B3 | Phan cong cong chirc xir 1y ho so. Van 01 gio Mau‘ 05 va ho
X so kem theo
phong
Kiém tra, xem xét ho so:

- Trudng hop hd so can bod sung,

hoan thién hodc khong du diéu

kién gidi quyet phai tir chdi thi

gui thong bao vé tinh trang hod 80

té1 Trung tdm Phuc vu HCC cap
x4 dé thong bao cho nguoi ndp hod Mau 04 (néu
50, - 04 gi0 | co), 05; du thao
- Truong hop can phai kiém tra, (doi 61| Trich lyc bo
xac minh lam rd hodc do nguyén bOA sung | sung ho tich/dy
nhan khac ma khong thé tra két thong thao Tric}}. 11.19
qua dung thoi gian dé hen thi lap Cong tin) the}y . doi/cai
B4.1 Phiéu xin 16i va hen lai ngay tra chitc xa 1y |~ 25 Ch}nh/bo_ sung
két qua, trong do néu 13 1y do| 3y | NYAy (dOi thong tin  ho
cham tra két qua va thoi gian hen Vgﬁri thay | tich/xac  dinh
tra két qua, chuyen Trung tam doi, cai|lai dan toc/du
Phyc vu HCC cap xa dé tra cho chinh thao Van ban
ngudi co yéu cau (néu nguoi cf thong thdng bao
yéu cau lya chon hinh thirc ndp ho tin) khong du dicu

SO’ truc tlep), hoac guri Phiéu xin
16i va hen lai ngay tra két qua qua
thu dién tir hodc gt tin nhin qua
dién thoai di dong cho nguoi co
yéu cau (néu ngudi co yéu cau lya
chon hinh thuc ndp hd so truc
tuyén).

kién
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* Truong hop bod sung thoéng tin
ho tich hodc thay dbi, cai chinh
thong tin ho tich khong can xéc
minh thong tin:

- Néu du diéu kién:

+ Trudng hop tiép nhan ho so truc
tiép: Vao SO thay d6i, cai chinh,
bd sung thong tin ho tich, xac dinh
lai dan tdc; Nhap dir liu vao phén
mém hé tich, in du thao Trich luc
thay do6i/cai chinh/bd sung thong
tin ho tich/xac dinh lai dan toc;

+ Trudng hop tiép nhan ho so truc
tuyén: Gui lai biéu miu Trich luc
thay di, cai chinh, b6 sung thong
tin ho tich, xac dinh lai dan tdc
dién tir v6i thong tin day du cho
nguoi yéu cau qua thu dién tu
hodc thiét bi so.

Nguoi yéu cau c6 trach nhiém
kiém tra tinh chinh xac, day du
cia cac thong tin trén biéu mau
Trich lyc thay doi, cai chinh, bd
sung thong tin ho tich, xac dinh lai
dan toc dién tir va x4c nhan (t0i da
mot ngay).

Néu ngudi c¢6 yéu ciu xac nhan
thong tin di théng nhat, day du
hodc khong c6 phan hdi sau thoi
han yéu cau thi thuc hién viéc ghi
nodi dung vao S6 dang ky thay doi,
cai chinh, b6 sung théng tin ho
tich, xac dinh lai dan tdc, cap nhat
thong tin dang thay doi, cai chinh,
bd sung thong tin ho tich, xac dinh
lai dan tdc va luu chinh thirc trén
Phin mém ding ky, quan 1y ho
tich dién tr dung chung.

- Néu khong du diéu kién: Du
thdo Van ban thong bdo khong du
diéu kién;

Trinh Lanh dao & budc B5.
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Truong hop thong tin thay d6i, cai

Miu 04 (néu
co), 05; Van

chinh ho tich, xac dinh lai dan toc Cong ban dé nghi xac
B4.2 | chua 0, thuc hién xac minh thong | chiec xurly | 03 ngay | minh, Van ban
tin. Sau khi c6 két qua xac minh, | hd so X4c minh/Bién
thuc hién cac budc nhu B4.1 ban két qua xac
minh (néu co)
Mau 05; Trich
q . o _Chénh | luc thay doi/cai
- TH uy quyén: Chanh Van phong 5 -THuy | chinh/bd sung
HDND-UBND ky dy thao két qua | Yo% | quyén: |thong tin ho
giai quyét thu tuc hanh chinh, phong 02 g10; | tich/xdc  dinh
B5 | chuyén dén buéc B7. HDND- 1 o 11 dan toc hodc
- \ . UBND - o . o
- TH khong uy quyén: Lanh dao | [~ 4. | khonguy V:an bar} thong
Van phong ky nhay, chuyén dén Vin quyeén: b?‘o khgng du
budc B6 ohong 01 gi> |diéu kién da
duoc ky/ky
nhay
Mau 05 va
Trich luc thay
doi/cai
~ chinh/bd sung
ag | K két qua giai quyét thii tye hanh LS%“NdDaO 01 i | thong tin o
chinh. o B9 ltich/xac  dinh
P lai dan tdc hoac
Van ban thong
bao khong du
diéu kién
Mau 05, 06 va
Trich luc thay
doi/cai
Phét hanh vin ban va tra két qua | chinh/bd ~sung
B7 | cho Trung tim Phuc vu HCC cap Van thu 1/2 gio thong ~tin ho
~ T UBND tich/xac  dinh
Xa. A o
lai dan toc hoac
Van ban thong
bao khong du
diéu kién
B8 | Tra két qua cho ca nhan. Céng | Gio hanh | Mau 01, 06 va
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chuc chinh | Trich luc thay
TN&TKQ dbi/cai  chinh/
b6 sung thong
tin ho tich/xac
dinh la1 dan toc
hoac Van ban

théng bao
khong du diéu
kién

* Truong hop ho so khong xu ly dugc trong ngay lam viéc hodc trong ngay
lam viéc tiép theo (d6i véi hd so nhan sau 15 gid), trong ngay hen tra két
qua, Cong chire xir Iy hod so trinh Chanh Van phong HDND-UBND (néu uy
quyen)/Lanh dao UBND cap xa (neu khong uy quyén) ky ban hanh phiéu
xin 18i va hen lai ngay tra két qua dé guri cho to chirc, ca nhan.

* Truong hop hé so qua han xir 1y, trong thoi gian cham nhat 01 ngay trudc
ngay hét han xir 1y, Cong chure xu ly ho so trinh Chanh Van phong HDND-
UBND (néu uy quyen)/Lanh dao UBND cap xa (neu khong uy quyen) ky
ban hanh phiéu xin 16i va hen lai ngay tra két qua dé gui cho to chuc, ca
nhan.

BIEU MAU

Gidy tiép nhan ho so va hen tra két qua

Mau 01 'Ej

MAu 01.docx

@D

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

@j

Mau 03 Mau 03.docx
Phiéu tir choi tiép nhan gidi quyét ho so

@H

Mau 04 Mau 04.docx
Phiéu xin 161 va hen lai ngay tra két qua
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Mau 05

]
Mau 05.docx
Phiéu ki€m soat qua trinh gidi quyét ho so

Mau 06

]
Mau 06.docx
So theo doi ho so

BM.HT.26.01

T& khai ding ky thay d6i, cai chinh, bd sung thong tin ho
tich, xac dinh lai dan tc

_]

BMLHT.26.01.doc

BM.HT.26.02

Mau hd tich dién tir twong tac thuc hién ding ky thay doi,
cai chinh, b6 sung thong tin ho tich, xac dinh lai dan toc
(n€u ndp ho so theo hinh thirc truc tuyén).

)

BM.HT.26.02.doc

4 |HOSOLUU

Mau 01; 02, 03, 04 (néu c6), 06 luu tai Trung tdm Phuc vu HCC cap xa.
Mau 01, 05 luu theo ho so.

- Ho so dau vao theo muc 2.3;

toc;

S6 dang ky thay ddi, cai chinh, bd sung thong tin ho tich, xac dinh lai dan

minh (néu co);

Van ban dé nghi x4c minh, Van ban xac minh thong tin/bién ban két qua xac

- | Vin ban thong bao khong du diéu kién (néu c6);

H6 so duoc luu tai Van phong HDPND-UBND, thoi gian luu trir thye hién luu theo
quy dinh cua Lut Ho tich va cac van ban huong dan thi hanh. Sau khi hét han,
chuyén ho so xudng don vi luu trit cia UBND cép xa va luu trit theo quy dinh hién

hanh.
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27. Thii tuc ghi vao S6 hd tich viéc két hon ciia cong din Viét Nam da dwoc
gidi quyét tai co quan cé tham quyén cua nwéc ngoai

KY HIEU QUY TRINH QT.HT.27

NOI DUNG QUY TRINH

2.1

Piéu kién thue hién TTHC:

- Viéc két hon gitta cong dan Viét Nam voi nhau hodc voi nguoi nudc ngoai
da dugc giai quyet tai co quan co tham quyen ciia nudc ngoai ¢ nudc ngoai
duoc ghi vao s6 ho tich néu tai thoi dlem két hon, cac bén dap ung du diéu
kién két hon va khong vi pham diéu cdm theo quy dinh cua Luat Hon nhan va
gia dinh Viét Nam;

- Néu vao thoi diém dang ky tai co quan c6 tham quyén nudc ngoai, viéc két
hon khong dap tmg du diéu kién két hon, nhung khong vi pham diéu cam
theo quy dinh cua Luat Hon nhan va gia dinh va vao thoi diém yéu cau ghi
vao so ho tich viéc két hon, hau qua da duoc khac phuc hodc viéc ghi chu két
hén nham bao vé quyén loi ctia cong dan Viét Nam va tré em thi viéc két hon
cling duoc ghi vao S6 hd tich.

* Yéu cau ghi cha két hon bi tir chéi trong cac trudng hop sau:

- Viéc két hon vi pham diéu cidm theo quy dinh ctia Luat Hon nhan va gia
dinh;

- Cong dan Viét Nam két hon véi ngudi nudc ngoai tai co quan dai dién
ngoai giao, co quan dai dién lanh sy nudc ngoai tai Viét Nam.

2.2

Cach thure thuc hién TTHC:

- Thu tuc nay du diéu kién thuc hién dich vu céng truc tuyén toan trinh.

- Nguoi yéu cau ghi cha két hon truc tiép thuc hién hodc ty quyén cho ngudi
khac thyc hién nop hd so true tiép tai Trung tam Phuc vy HCC cép xa, gl
qua hé thdng buu chinh hodc ndp hd so truc tuyén tai Cong Dich vu cong
Qudc gia (https://dichvucong.gov.vn) hodgc Ung dung dinh danh quéc gia.

- Nép tai Trung tAm Phuc vu Hanh chinh cong tinh Ha Tinh - Sé 024, dwong
Nguyén Chi Thanh, phwong Thanh Sen, tinh Ha Tinh dé thuc hién phi dia
giai hanh chinh.,

2.3

Ban Ban

Thanh phan ho so, bao gom: chinh |sao

- To khai ghi chu két hon, theo mdu BM.HT.27.01 (néu
nguoi c6 yéu cau lya chon ndp ho so theo hinh thire tryc tiép X
hodc guri ho so qua dich vu buu chinh cong ich);
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- Mau ho tich dién tur tuong tac ghi vao S6 ho tich viéc két
hon (do nguoi yéu cau cung cap thong tin theo huong dan
trén Cong dich vu cong néu nguoi co yéu cau lya chon ndp
hd so theo hinh thirc truc tuyén);

- Ngudi ¢6 yéu cau ghi chit két hon thuc hién viéc nop/xut
trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thirc
truc tuyen) cac glay to sau:

* Gidy to phai nop:

- Ban sao gidy to ching nhén viéc két hon do co quan co
thim quyén clia nudc ngodi cap;

- Néu cong dan Viét Nam da ly hon hodc hay viéc két hon tai
co quan c6 thAm quyén nudc ngoai thi phai ndp Trich luc vé
viéc da ghi vao S6 ho tich viéc ly hon hodc huy viéc két hon
(Trich luc ghi chua ly hon).

- Vin ban uy quyén (duoc ching thuc) theo quy dinh cua
phap luat trong truong hop ty quyén thuc hién ghi chi két
hén. Truong hop nguoi duoc uy quyén 13 dng, ba, cha, me,
con, Vo, chéng, anh, chi, em rudt cua nguoi uy quyén thi van
ban ty quyén khong phai chimg thue.

- Gidy to chimg minh thudc gia dinh c6 cong voi cach mang;
nguoi thude ho ngheo; nguoi khuyét tat (néu co);

* Gidy to' phai xut trinh:

- Ho chiéu/Thé can cudc cong dan/Thé cin cude/Can cude
dién ti/Gidy chimg nhan cin cudc hodc cac glay to khac co
dan anh va thong tin ca nhan do co quan c6 tham quyén cép,
con gia tri sir dung dé chimg minh vé nhéan than cia nguoi
yéu cau ghi chu két hon khi lam thu tyc truc tiép tai co quan
dang ky ho tich.

Trirong hop gidy to tiy than siz dung la: Hé chiéu, Thé can
cuoc, Can cwsC cong dan, Gidy chig nhdn can cuoc thi
nguoi €6 yéu cau dang ky hé tich chi can cung Cap thong tin
sé6 dinh danh cd nhan hodc théng tin vé gidy to (so,
ngay/thang/nam cap), co quan dang ky ho tich co trach
nhiém tra curu thong tin thong qua két noi voi Co so dir liéu
ho tich dién tu, Co so dir liéu quoc gia vé dan cu hodc co sé
dir liéu khdc cé lién quan dé doi chiéu, khai théc dir liéu.
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Truong hop khong khai thac dwoc thong tin hodc thong tin
khai thac dwoc khéng ddy du, khong chinh xdc thi co quan
dang ky hé tich yéu cau nguoi di ding ky ho tich xudt trinh
ban chinh gidy to @é chimg minh, dong thoi dé nghi nguoi di
dang ky hé tich cdp nhdt, diéu chinh thong tin trong cdc co
so dit lieu theo quy dinh cua phap ludt.

Truong hop cac thong tin ca nhan trong cac gidy to nay di c6
trong Co so dit ligu qUOC gia vé dan cu, Co s dir liéu ho tich
dién tu, duoc hé thong dién tu dong thi khong phai tai 1én
(theo hinh thtc truc tuyén);

- Gidy to co gia tri chung minh thong tin vé cu tra trong
truong hop co quan dang ky ho tich khong thé khai thac
duoc thong tin vé noi cu tra cia cong dan theo cac phuong
thtc quy dinh tai khoan 2 BDiéu 14 Nghi dinh s
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong X
hop cac thong tin vé gidy to chirg minh noi cu tri da duoc
khai thac tir CSDLQGVDC bang cac phuong thirc nay thi
nguodi yéu cau khong phai xuét trinh (theo hinh thirc truc
tiép) hodc tai 1én (theo hinh thirc truc tuyén).

*Luuy

- Cé& nhan c6 quyén lwa chon thyc hién thil tuc hanh chinh vé hé tich tai co
quan dang ky ho tich noi cu tra; noi cu trii cua ca nhan dugc xac dinh theo
quy dinh ctia phap luat vé cu tra. Truong hop c nhan lua chon thyc hién thi
tuc hanh chinh vé ho tich khong phai tai ij ban nhan dan cép xa noi thuong
tri hodc noi tam tra thi Uy ban nhan dan cdp xa noi tiép nhan yéu cau co
trach nhiém hd tro ngudi dan ndp hd so ding ky ho tich truc tuyén dén dung
co quan c6 thAm quyén theo quy dinh.

- Béi voi gidy to nop, xuat trinh néu ngudi yéu cau ndp hd so theo hinh thirc
truc tiép:

+ Nguoi yéu cau dang ky ho tich co thé ndp ban sao dugc chung thuc tir ban
chinh hodc ban sao dugc cap tir s6 gbc (sau day goi la ban sao) hodc ban chup

kém theo ban chinh, ban dién tir cac gidy to ndy, bao gém ca gidy to duoc
tich hop, hién thi trén Ung dung dinh danh di¢n tir (VNelD).

Truong hop ngudi yéu cau ndp ban chup kém theo ban chinh gidy to thi
nguoi tiép nhan co trach nhi¢m kiém tra, dbi chleu ban chuyp vai ban chinh va
ky xac nhan, khong duoc yéu cau ndp ban sao gidy tor do.

Déi voi gidy to xuat trinh khi dang ky ho tich, nguoi tiép nhan c6 trach nhiém
kiém tra, ddi chiéu, ghi lai thong tin hodc chup lai, ky xac nhan dé luu trong
hd so va tra lai cho nguoi xuét trinh, khong dugc yéu cau ndp ban sao hoac
ban chup gidy to do.
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+ Nguoi tiép nhan co trach nhiém tiép nhan dung, di hd so dang ky ho tich
theo quy dinh cua phap luat ho tich, khong duoc yéu ciu nguoi ding ky ho
tich ndp thém gidy t& ma phap luat ho tich khong quy dinh phai nop.

Nguoi tiép nhan hd so thuc hién khai thac thong tin trong CSDLQGVDC
theo quy dinh phap luat néu ngudi yéu cau ding ky ho tich da cung cip ho,
chir dém, tén; ngay, thang, nam sinh; s6 dinh danh c4 nhan/thé can cudc cong
dan/thé cin cude/can cude dién tir. Truong hop cac thong tin can khai thac
khong c6 trong CSDLQGVDC thi dé nghi nguoi yéu cau ké khai day du.

- Pbi v6i gidy to giri kém theo néu nguoi yéu cau ndp hd so theo hinh thirc
truc tuyén:

+ Ban chup cac glay to gui kem theo hé so ghi cht két hon tryc tuyén phai
bao dam rd nét, day du, toan ven vé noi dung, 1a ban chup bang may anh, dién
thoai hodc duoc chup, duoc quét bang thiét bi dién tu, tir gidy to duoc cip
hop 1€, con gia tri st dung.

+ Trudng hop gidy t0, tai liéu phai giri kém trong ho so ghi chi két hon truc
tuyén dd c6 ban sao dién tir hodc ban dién tir gidy to ho tich thi nguoi yéu cau
dugc st dung ban di¢n tir néy

- Truong hop ngudi yéu cau dang ky ho tich lya chon nhén két qua tai Trung
tam Phuc vu HCC cap xa thl ngudi yéu cau dang ky ho tich phai Xut trinh
gidy to tuy than, ndp cac gidy to 1a thanh phan ho so theo quy dinh; Truong
hop nguoi yéu cau dang ky ho tich khong lua chon nhan két qua tai Trung
tam Phuc vu HCC cép x4 thi ngudi yéu cau dang ky ho tich ndp céc gidy to 1a
thanh phan ho so theo quy dinh truéc khi nhan két qua.

- Truong hop nguoi yéu cau dang ky ho tich khong cung cap duogc gidy to
theo quy dinh hodc giay to ndp, xuat trinh bi tay x0a, stra chira, [am gia thi co
quan dang ky ho tich ¢6 tham quyén hity bo két qua dang ky ho tich.

- Gidy to do co quan c6 thdm quyén cta nudc ngoai cip, cong ching hoic
xac nhan dé st dung cho vi¢c dang ky ho tich tai Viét Nam phai dugc hop
phap hoéa 1anh su theo quy dinh cta phap luat, trir truong hop duge mién theo
diéu wéc qudc té ma Viét Nam 1a thanh vién.

2.4 | S6 lwgng hd so: 01 bd
25 Thoi han gidi quyét: 05 ngay lam viéc, truong hop phai xac minh thi thoi
' han giai quyét khong qua 08 ngay lam viéc.
Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
- Trung tdm Phuc vu HCC cép xA.
2.6 |- Trung tam Phuc vu hanh chinh cong tinh dé thue hién phi dia gioi hanh

chinh.
- Cong Dich vu cong Qudc gia https://dichvucong.gov.vn.
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- Ung dung dinh danh quéc gia.

Co quan thwe hién: Cong chirc tu phap - ho tich tiép nhan hd so va tham
muu Lanh dao Uy ban nhan dan cap xa xem xét, quyét dinh.
Co quan c6 thAm quyén quyét dinh: Uy ban nhin dan cap x4 noi cu tra cia

2.7 cong dan Viét Nam.
Co quan dwore iy quyén: Khong.
Co quan phoi hop: Co quan quan Iy Co s¢ dit liéu Quéc gia vé dan cu

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

- H6 so du diéu kién:
- Trich luc ghi chu ket hon (ban chinh); ban sao Trich luc ghi chu két hén
(truong hop yéu cau cap ban sao Trich luc ghi cha két hon).

2.9 |- Ban dién tir Trich luc ghi chu két hon (Ban dién tur s€ tu ,d(f)ng gﬁ:i vé Kho
quan 1y dit licu Qién tr cua ca nhén/di’a chi thu dién tfr/thi’ét b1 so/dién thoai
cua nguoi yéu cau sau khi da hoan tat thu tuc ghi chi két hon tai co quan
dang ky ho tich).

- Ho so khong du diéu kién: Vin ban thong bao khong du diéu kién.
2.10 | Quy trinh xi¥ ly cong viéc
TT | Trinh tu Trach | pyoi gian | Bi€w  mau/Ket
nhi¢ém qua
1. Tiép nhén ho so.
- Tiép nhéan ho so truc tiép tir ca
nhan hodc tir dich vu buu chinh
cong ich hoac trén Cong Dich
vu cong Qudc gia
(https://dichvucong.gov.vn)
hoac Ung dung dinh danh quoc Mau 01; 02, 03

B1 gia. 7 Cong chire | Gio' hanh (néu co); 06 va
2. Can bd TN&TKQ kiém tra | TN&TKQ | chinh ho so theo muc
hé so: 2.3

- Néu hd so chua ddy du hoic
khong hop 1&: Huéng dan hoic
thong bao bang van ban cho ca
nhan bo sung, hoan thién ho so.
Truong hop khoéng bo sung,
hoan thién dugc hd so thi thong
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béo tir chéi giai quyét hd so.

- Néu hd so day du, hop 1¢:
Lam tha tyc tiép nhan hd so,
thu phi, 1€ phi theo quy dinh; co
Phiéu hen, tra két qua cho
nguoi c6 yéu cau (néu ngudi cd
yéu cau lya chon hinh thure ndp
hd so tryc tiép) hodc giri ngay
Phiéu hen, tra két qua qua thu
dién tor hodc gui tin nhin hen
tra két qua qua dién thoai di
ddéng cho ngudi c6 yéu cau (néu
nguoi c6 yéu cau lya chon hinh
thire nop ho so truc tuyén).

- Sau khi tiép nhan hé so theo
hinh thitc ndp truc tiép, cong
chitc TN&TKQ thuc hién s
hoa (sao chup, chuyén thanh tai
lidu dién tir trén hé thong thong
tin, co s& dit lidu) va ky sd vao
tai liéu, ho so giai quyét tha tuc
hanh chinh da dugc s6 héa theo
quy dinh.

B2 Chuyén Linh dao Vin phong | Cong chic 02 i Mﬁu 01, 05 va
HDND-UBND. TN&TKQ | -8 Hb so kém theo
B3 Phan cong cong chirc xtr Iy hd | Lanh dao 04 id Mau 05 va Ho so
SO Van phong & kem theo
Kiém tra, xem xét hd so:
- Truong hop hd so can bo
sung, hoan thién hodc khong du Mau 04 (ndu c6)
diéu kién giai quyét, phdi tir 05 du théc;
chéi th1 guri thong bao veé tinh TI“I:Ch luc ghi cht
g | R0 TR AP | Cong i |02 gy |1 b o
; b xa & xtt 1y hd so | lamviec | Van ban thong

cho nguoi ndp ho so;

- Trudng hop can phai kiém tra,
xac minh lam rd hoac do
nguyén nhan khac ma khdng
thé tra két qua dang thoi glan
da hen thi 14p Phiéu xin 15i va

bao khong du
dicu kién
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hen lai ngay tra két qua, trong
d6 néu rd 1y do cham tra két
qua va thoi gian hen tra két qua,
chuyén Trung tdm Phuc vu
HCC cap xa dé tra cho nguoi co
yéu cau (néu ngudi co yéu cau
lga chon hinh thirc nop hd so
tryc tiép), hodc giri Phiéu xin
16i va hen lai ngay tra két qua
qua thu dién tr hoac gui tin
nhin qua di¢n thoai di dong cho
ngudi co yéu cau (néu nguoi co
yéu cau lya chon hinh thuc nop
hd so truc tuyén).

- Néu du diéu kién:

+ Truong hop tiép nhan ho so
theo hinh thuc truc tiép: Thuc
hién viéc ghi vao S6 dang ky
két hon, cap nhat thong tin ghi
chi két hén trén Phian mém
dang ky, quan 1y ho tich dién tr
dung chung.

+ Truong hop tiép nhan ho so
theo hinh thire truc tuyén: Guri
lai biéu mAu Trich lyc ghi cha
két hon dién tor voi thong tin
day da cho nguoi yéu cau qua
thu dién tir hodc thiét bi s6.

Nguoi yéu cau c6 trach nhiém
kiém tra tinh chinh xéc, day du
clia cac thong tin trén biéu mau
Trich luc ghi chu két hon dién
tr va x4c nhén (t6i da mot
ngay).

Néu nguoi co yéu cau xac nhin
thong tin da théng nhat, day du
hoic khong c6 phan hoi sau
thoi han yéu cau thi thuc hién
viéc ghi ndi dung vao S6 ding
ky két hon, cap nhat thong tin
ghi cha két hén va luu chinh
thirc trén Phian mém dang ky,
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quan ly ho tich dién tr dung
chung.

- Néu khong du diéu kién: Dy
thdo Van ban thong bao khong
du diéu kién;

Trinh 1anh dao & budc BS.

Truong hop phai xdc minh thi

Mau 04 (néu co),
05; du thao Trich
luc ghi chu két

tham muu l8nh dao Van phong | Cong chie |05 ngay hon  hodc  Vin
HDND-UBND cap xa thyc hién | xtr Iy ho so | 1am viéc \ N .
X&c minh ban thong b@o
' khong dua diéu
kién
, A , < - TH uy
- TH uy quyén: Chanh Van A x . ,
phong HDND-UBND ky dw| - Chanh %“genl‘a(r)ﬁ 1}’[?“}1(;5 ; d‘i"l.thﬁ‘,’
thio két qua giai quyét thi tuc | Van phong | oo e b o
hanh chinh, chuyén dén budc| HPND- 7% | xet hon hoge cu
B5 B7 UBND - -TH thao Vian ban
- TH khéng iy quyén: Lanh dao Lénh dao gsggf l(l)}{ gzond%ézaiilégogg
Xé’?b 522?56 ky nhay, chuyén| Vanphong ngdy Iam | dugc ky/ky nhay
viéc
Mau 05; Trich
N luc ghi chu két
B6 Ky két qua giai quyét thu tuc &S;hDdgg 0l ngay |hon hodc Van
hanh chinh. e Pl lamviée |ban thong béo
khong du diéu
kién
Mau 05, 06 va
Phat hanh van ban va tra két| Trich luc ghi chu
\ n Van thu .y két hon hoac
B7 |qua cho Trung tam Phuc wvu 02 gio 9 X n
HCC cdp xi UBND Van ban thong
' bao khong du
dicu kién
- Tra két qua cho ca nhén. Mau 01, 06;
B8 |- Nguoi ¢ yéu céu, ghi cht két | Cong chirc | Gid  hanh Trich lyc ghi cha
hén dugc nhan két qua theo | TN&TKQ | chinh két hon hodc

mot trong cac phuong thuc sau

Van ban thong
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day:

+ Nhan ban dién t& Trich luc
ghi chu két hon giri qua thu
dién ti, Kho quan 1y dir liéu
dién tir ciia cd nhan do;

+ Nhan ban dién t& Trich luc
ghi cht két hon giri vao thiét bi
s0, thong qua phuong phap
truyén s liéu phu hop, dam bao
an toan, bao mat thong tin;

+ Nhan két qua 1a Trich luc ghi
chu két hon thong qua dich vu
buu chinh cong ich;

+ Nhan két qua 1a Trich lyc ghi
cha két hon tai co quan ding ky
ho tich.

bao khong du
dicu kién

* Truong hop hé so qua han xt 1y, trong thoi gian cham nhat 01 ngay trudc
ngay hét han xir ly, Cong chue xur ly hd so trinh Chanh Van phong HDND-
UBND (neu uy quyen)/Lanh dao UBND cap xa (néu khong uy quyén) ky ban
hanh phiéu xin 16i va hen lai ngay tra két qua dé guri cho t6 chtrc, c4 nhan.

BIEU MAU
0
Mau 01 Mau 01.docx
Giay tiép nhan ho so va hen tra két qua
w
Mau 02 Mau 02.docx
Phiéu yéu cau bo sung hoan thién ho so
@
Mau 03 Mau 03.docx
Phiéu tir choi tiép nhan gidi quyét ho so
o]
Mau 04 Mau 04.docx
Phiéu xin 161 va hen lai ngay tra két qua




o]
Mau 05 Mau 05.docx
Phi€u kiém soat qua trinh giai quyét ho so
=
Mau 06 MAu 06.docx
S6 theo doi ho so
BM.HT.27.01 BMI-ITQ)Lch
T khai ghi chu két hon
Mau h tich dién tir twong tac ghi vao S6 ho tich viée két
hon (néu ndp hd so theo hinh thic truc tuyén).
BM.HT.27.02 Y
BMLHT.27.02_doc

4 |HOSOLUU

01, 05 luu theo hd so;

Mau 01; 02, 03, 04 (néu c6), 06 luu tai Trung tAm Phuc vu HCC cip x3. Mau

- Ho so dau vao theo muc 2.3;

- | S6 dang ky két héon;

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

Hb so dugc luu tai Van phong HDND-UBND, thoi gian luu trlr thue hién luu theo
quy dinh cua Ludt Ho tich va cac van ban hudng dan thi hanh. Sau khi hét han,
chuyén hd so xudng don vi luu trit cia UBND cap x4 va luu trit theo quy dinh hién

hanh.

28. Thii tuc ghi vao s6 hd tich viéc ly hon, hiy viéc ket hon cua cong dan
Viét Nam da dwoc gidi quyét tai co quan cé thAm quyén ciia nuée ngoai

1 | KY HIEU QUY TRINH

QT.HT.28

2 | NOIDUNG QUY TRINH




296

2.1

Piéu kién thue hién TTHC:

- Ban 4n, quyét dinh ly hon, huy két hon, van ban thoa thuan ly hon da c6
hiéu luc phap luat hoac gidy to khac cong nhan viéc ly hoén do co quan ¢
thAm quyén ctia nudc ngoai cap khong vi pham quy dinh ctua Luat Hén nhan
va gia dinh.

- Viéc ly hon, hiy két hon cua cong dan Viét Nam do co quan c6 thim quyén
nudc ngoai giai quyét khong thude truong hop coé don yéu cau thi hanh tai
Viét Nam hodc c6 don yéu cau khong cong nhan tai Viét Nam.

- Cong dan Viét Nam dé ly hon, hay viéc két hon & nudce ngoai, sau do vé
nuée thuong tra hodc 1am tha tuc dang ky két hon méi tai co quan c6 tham
quyén ctia Viét Nam thi phai ghi cht ly hon. Truong hop dd nhiéu lan ly hon
hodc hily viéc két hon thi chi lam thua tuc ghi cha 1an ly hon, hity viéc két hon
gan nhat.

2.2

Cach thirc thye hién TTHC:

- Thu tuc nay da diéu kién thuc hién dich vu cong truc tuyén toan trinh.

- Ngudi yéu cau ghi chi ly hon truc tiép thuc hién hodc uy quyén cho nguoi
khac thyc hién nop ho so true tiép tai Trung tam Phuc vy HCC cép xa, gl
qua hé thdng buu chinh hodc ndp hd so truc tuyén tai Cong dich vu cong
quéc gia (https://dichvucong.gov.vn) kodc Ung dung dinh danh quéc gia.

- Nép tai Trung tdm Phuc vu Hanh chinh céng tink Ha Tinh - Sé 024, dwong
Nguyén Chi Thanh, phwong Thanh Sen, tinh Ha Tinh dé thuc hién phi dia
gioi hanh chinh.,

2.3

Ban Ban

Thanh phan ho so, bao gom: chinh | sao

- T khai ghi chu ly hon, theo mdu BM.HT.28.01 (néu nguoi
co yé}l cau lua chon ndp hd so theo hinh thire truc tiép hoac X
gui ho so qua dich vu buu chinh cong ich);

- Mau ho tich dién tu tuong tac ghi vao S6 ho tich viéc ly
hon (do ngudi yéu cau cung cap thong tin theo huong dan
trén Cong dich vu cong néu nguoi co yéu cau lya chon ndp
hé so theo hinh thirc truc tuyén);

- Nguoi ¢6 yéu cau ghi cha ly hon thye hién viée nop/xuit
trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thirc
truc tuyen) cac glay to sau:

* Gidy to phai nop:
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- Ban sao Ban an, quyét dinh ly hon, hiy két hon, van ban
thoa thuén ly hon d3 c6 hiéu luc phap luat hodc gidy to khac
cong nhan viéc ly hon do co quan c6 thim quyén cia nudc
ngoai cap;

- Vin ban uy quyén (duoc ching thuc) theo quy dinh cua
phap luat trong truong hop Uy quyén thuc hién ghi chu ly
hén. Trudong hop ngudi duoc uy quyén 1a dng, ba, cha, me,
con, Vo, chéng, anh, chi, em rudt cua nguoi uy quyén thi van
ban ty quyén khong phai ching thuc.

- Gidy td chirg minh thudc gia dinh c¢6 cong voi cach mang;
nguoi thude ho ngheo; ngudi khuyét tat (néu co);

* Gidy to' phai xuat trinh:

- Ho chiéu/Thé can cude cong dan/Thé cin cude/Can cude
dién tir/Gidy chtng nhan cin cudc hodc cac glay to khac co
dan anh va thong tin ca nhan do co quan c6 thAm quyén cép,
con gia tri st dung dé chung minh vé nhan than cta nguoi
yéu cau ghi cha ly hon khi lam thu tuc truc tiép tai co quan
dang ky ho tich,

Trirong hop gidy to tiy than si dung la: Hé chiéu, Thé can
cuoc, Can cucc cong dan, Gidy ching nhdn can cuoc thi
nguoi €6 yeu cau dang ky hé tich chi can cung Cap thong tin
so dinh danh cd nhan hogc théng tin vé gidy to (s,
ngay/thang/nam cdp), co quan ding ky hé tich cé trdch
nhiém tra cireu théng tin théng qua két néi véi Co sé dir liéu
ho tich dién tw, Co so dir liéu quéc gia vé dan cur hodc co sé
dir liéu khdc co lién quan dé doi chiéu, khai thdc dir liéu.
Trueong hop khong khai thac dwoc thong tin hodc théng tin
khai thac dwoc khéng ddy di, khéng chinh xdc thi co quan
dang ky hé tich yéu cau nguwoi di ding ky hé tich xudt trinh
ban chinh gidy to dé chimg minh, dong thoi dé nghi nguoi di
dang ky hé tich cdp nhdt, diéu chinh thong tin trong cdc co
so dir liéu theo quy dinh cua phap luat.

Truong hop cac thong tin ca nhan trong cac gidy to nay di c6
trong Co so dit liéu qu0c gia vé dan cu, Co sé dit liéu ho tich
dién ti, dugc hé thong dién tu dong thi khong phai tai 1én
(theo hinh thtc tric tuyén);

- Gidy to chimg minh noi cu tra dé xac dinh thAm quyén
(trong truong hop cong dan Viét Nam tor nudc ngoai ve
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thudng tra tai Viét Nam c6 yéu cau ghi chu ly hén, céng dan
Viét Nam khong thuong tra tai Viét Nam yéu cau ghi chua ly
hén tai Uy ban nhan dan cdp xi noi cu tra trude khi xuat
canh) trong trudng hop co quan dang ky ho tich khong thé
khai thac dugc thong tin vé noi cu tra ciia cong dan theo cac
phuong thitc quy dinh tai khoan 2 Diéu 14 Nghi dinh s
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Trudng
hop céc thong tin vé gidy t& ching minh noi cu tro da dugc
khai thac tir CSDLQGVDC bang cac phuong thirc nay thi
ngudi yéu cau khong phai xuét trinh (theo hinh thirc truc
tiép) hoic tai 1én (theo hinh thirc truc tuyén).

Truong hop gti hd so qua hé théng buu chinh thi phai g
kém theo ban sao c6 ching thuc cac gidy to phai xuét trinh
néu trén.

*Luuy

- Ca nhan co quyén lua chon thyc hién tha tuc hanh chinh vé hé tich tai co
quan dang ky ho tich noi cu tra; noi cu tri cia ca nhan dugc xac dinh theo
quy dinh cua phap luat vé cu tra. Truong hop ca nhan lya chon thue hién thu
tuc hanh chinh vé h¢ tich khong phai tai Uy ban nhan dan cap xa noi thuong
tri hodc noi tam tra thi Uy ban nhin dan cip x3 noi tiép nhan 'yéu cau co
trach nhiém hd tro ngudi dan ndp hd so dang ky ho tich truc tuyén dén dung
co quan c6 tham quyén theo quy dinh.

- Bdi véi gidy to ndp, xuat trinh néu ngudi yéu cau ndp ho so theo hinh thirc
tryc tiép:

+ Ngudi yéu cau dang ky ho tich co the ndp ban sao dugc ching thyc tir ban
chinh hodc ban sao dugc cap tir s6 goc (sau day goi la ban sao) hodc ban chup
kém theo ban chinh, ban dién tir cac gidy to ndy, bao gom ca gidy to dugc
tich hop, hién thi trén Ung dung dinh danh di¢n tor (VNelD).

Truong hop nguoi yéu cau nop ban chup kém theo ban chinh gidy to thi
nguoi tiép nhén co trach nhiém_ kiém tra, d6i chleu ban chup v4i1 ban chinh va
ky xac nhan, khong duoc yéu cau ndp ban sao gidy to do.

Péi voi giéy t& xudt trinh khi dang ky hg tich, nguoi tiép nhan c¢6 trach nhiém
kiém tra, doi chiéu, ghi lai thong tin hodc chup lai, ky x4c nhan dé luu trong
hd so va tra lai cho nguoi xuét trinh, khong duoc yéu cau ndp ban sao hoic
ban chup giay to do.

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

Nguoi tiép nhan hd so thuc hién khai thac thong tin trong CSDLQGVDC
theo quy dinh phap luat néu nguoi yéu cau ding ky ho tich da cung cip ho,
chir dém, tén; ngay, thang, nam sinh; s6 dinh danh ca nhan/thé can cude cong
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dan/thé can cude/can cude dién tir. Truong hop cac thong tin can khai thac
khong co trong CSDLQGVDC thi dé nghi nguoi yeu cau ké khai day du.

- Dbi voi gidy to giri kém theo néu nguoi yéu ciu ndp hod so theo hinh thire
truc tuyén:

+ Ban chup céc gidy to giri kém theo hd so ghi chu ly hén truc tuyén phai bao
dam rd nét, diy du, toan ven vé nodi dung, 1a ban chup bing ‘may anh, dién
thoai hodc duoc chup, duoc quét bang thiét bi dién tu, tir gidy to duoc cip
hop 1€, con gia tri st dung.

+ Truong hop gidy to, tai liéu phai giri kém trong hé so ghi cht ly hon tryc
tuyén da co ban sao dién tir hodc ban dién tir gidy to ho tich thi ngudi yéu cau
dugc str dung ban dién tir nay.

- Truong hop nguoi yéu ciu dang ky ho tich lya chon nhéan két qua tai Trung
tam Phuc vu HCC cap xa thi nguoi yéu cau dang ky ho tich phai xudt trinh
gidy to tuy than, nop cac gidy to 13 thanh phan ho so theo quy dinh; Truong
hop nguoi yéu cau dang ky ho tich khong Iwa chon nhén két qua tai _Trung
tam Phuc vu HCC cap xa thi ngudi yéu cau dang ky ho tich ngp cac gidy to 1a
thanh phan ho so theo quy dinh truéc khi nhan két qua.

- Truong hop nguoi yéu cau dang ky ho tich khong cung cap duogc gidy to
theo quy dinh hodc giay to ndp, xuat trinh bi tay x0a, stra chira, lam gia thi co
quan dang ky ho tich c6 thAm quyen hay bo két qua dang ky hd tich.

- Giay to do co quan c6 tham quyén cua nudc ngoai cap, cong ching hoic
xac nhan dé s dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop
phap hoa lanh sy theo quy dinh cua phap luét, trir truong hop dugce mién theo
diéu wéc qudc té ma Viét Nam 1a thanh vién.

2.4

S6 lwgng ho so: 01 bo

2.5

Thoi han giai quyét: 05 ngay lam viéc, truong hop phai xac minh thi thoi
han giai quyét khong qua 08 ngay lam vigc.

2.6

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

- Trung tdm Phyc vu HCC cép xa.

- Trung tam Phuc vu hanh chinh cong tinh dé thuc hién phi dia gidéi hanh
chinh.

- Cong Dich vu cong Qudc gia https://dichvucong.gov.vn.

- Ung dung dinh danh quéc gia.

2.7

Co quan thwe hién: Vin phong HDND-UBND cép xa.

Co quan c6 thim quyén quyét dinh:

- ﬁy ban nhan dan cép x4 noi da ding ky két hon hodc ghi vao S6 ho tich viéc
két hon trude day thuc hién ghi chu ly hon.
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Truong hop viéc két hon hodc ghi chu viéc két hon trude day thuc hién tai S&
Tu phép hoic UBND cip huyén thi viéc ghi chii ly hon do Uy ban nhan dan
cap x4 noi cu tra cia cong dan Viét Nam thyc hién.

Truong hop cong dén Viét Nam khong thuong tra tai Viét Nam thi viée ghi
cha ly hon do Uy ban nhan dan cép x4 noi cu tra trude khi xudt canh cia
cong dan Viét Nam thuc hién.

- Cong dan Viét Nam tir nude ngoai vé thuong tr tai Viét Nam co yéu cau
ghi cht ly hon ma viée két hon trude day duoc ding ky tai co quan dai dién
hoic tai co quan c6 thAm quyén nudc ngoai thi viée ghi chu ly hén do Uy ban
nhan dan cép x4 noi cong dan Viét Nam thuong tra thyc hién.

- COng dan Viét Nam cu tri ¢ nudc ngoai co yéu cau ghi chu ly hon dé két
hén méi ma viéc két hoén trude day duge dang ky tai co quan dai dién hodc tai
cO quan co tham quyén nudc ngoai thi viéc ghi chu ly hon do Uy ban nhan
dan cap xa noi tiép nhan ho so két hén méi thyuc hién.

- Truong hop cong dan Viét Nam khong thuong tra tai Viét Nam c6 yéu cau
ghi vao SO ho tich viée ly hon dé lam thu tuc dang ky két hon moi tai co quan
c6 tham quyen cua Viét Nam, thi thuc hién tai Uy ban nhéan dan cip xa noi da
dang ky két hon trude day hoic noi dang ky két hon mai.

Co quan dwore iy quyén: Khong.

Co quan phdi hop: Co quan quan Iy Co sé dit liéu Qudc gia vé dan cu.

2.8 | Poi twong thue hién TTHC: Cé nhan.
2.9 | Két qua giai quyét TTHC:
- Ho so du dicu kién:
+ Trich lyc ghi chu ly hén (ban chinh), ban sao Trich luc ghi cha ly hon (néu
cO yéu cau).
+ Ban dién tir Trich luc ghi cha ly hon (Ban dién tir s€ ty dong gui vé Kho
quan ly dir liéu cua ca nhan/dia chi thu dién t/thiét bi sd/dién thoai cua
ngudi yéu cau sau khi da hoan tat thu tuc ghi chu ly hén tai co quan ding ky
ho tich).
- Ho so khong du diéu kién: Vian ban thong bao khong du diéu kién.
2.10 | Quy trinh xir ly cong viéc
TT | Trinh ty Trach | Thei | _ Bitw
‘ nhiém glan mau/Keét qua
B1 | Tiép nhan ho so: . Mau 01; 02,
cong

- Tiép nhan hd so tryc tiép tir ca chite Gio hanh | 03 (néu _¢0),
nhan hogc tir dich vu buu chinh cong | 1y, &TKQ chinh 06 va ho so
ich hodc trén Cong Dich vu cong theo muc 2.3
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Quodc gia
(https://dichvucong.gov.vn) hoac
Ung dung dinh danh qudc gia.

2. Can bd TN&TKQ kiém tra hd so:
- Néu hd so chua day da hoic khong
hop 16: Hudng dan bd sung, hoan
thién ho so; truong hop ndp hd so
qua duong buu di¢n hoac qua mang
dién ttr thi thong bao bang van ban
cho c4 nhan dé hoan thién ho so.

Néu ngudi cé yéu cau ghi cha ly hon
khong bd sung, hoan thién duoc hd
so thi c6 van ban tir chdi giai quyét
yéu cau ghi cha ly hon.

- Néu ho so day du, hop 1é: Lam tha
tuc tiép nhan ho so, thu phi, 18 phi
theo quy dinh, c6 Phiéu hen, tra két
qua cho nguoi co yéu cau (néu nguoi
cd yéu céu lya chon hinh thirc ndp
ho so truc tiép) hodc gui ngay Phiéu
hen, tra két qua qua thu dién tr hodc
gui tin nhan hen tra két qua qua dién
thoai di dong cho nguoi co yéu cau
(néu nguoi co yéu cau lya chon hinh
thirc ndp hd so truc tuyén).

- Sau khi tiép nhan hd so theo hinh
thic ndp truc tiép cong chic
TN&TKQ thyc hién sb héa (sao
chup, chuyén thanh tai liéu dién tu
trén hé théng thong tin, co so dir
lidu) va ky s6 vao tai liéu, hd so giai
quyét thu tuc hanh chinh d3 duoc sb
hoa theo quy dinh.

Chuyén Lanh dao Vian phong Cof]g . N{au 01,05 va

B2 HDPND-UBND chtrc 02 g0 |hd6 so kem
' TN&TKQ theo

Lanh dao x N

B3 | Phan cong cong chirc xtr 1y ho so. Vian 04 gio Mau 05 va ho

phong

so kem theo
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B4

Kiém tra, xem xét hd so:

- Truong hop hd so can bd sung,
hoan thién hodc khong di diéu kién
giai quyet phai tir chéi thi giri thong
bdo vé tinh trang ho so to1 Trung
tam Phuc vu HCC cip x3 dé thong
béo cho ngudi ndp hd so;

- Truong hop can phai kiém tra, xac
minh lam rd hoac do nguyén nhan
khac ma khong thé tra két qua dung
thoi gian d3 hen thi 1ap Phiéu xin 16i
va hen lai ngay tra két qua, trong do
néu rd 1y do cham tra két qua va thoi
gian hen tra két qua, chuyén Trung
tam Phuc vu HCC cap xa dé tra cho
nguoi co yéu cau (néu ngudi co yéu
cau lva chon hinh thirc ndp ho so
tryc tiép), hodc giri Phiéu xin 161 va
hen lai ngay tra két qua qua thu dién
tor hodc g tin nhén qua dién thoai
di dong cho ngudi co yéu cau (néu
ngudi c6 yéu cau lua chon hinh thuc
nop ho so truc tuyén).

- Néu du diéu kién:

+ Trudng hop tiép nhan ho so theo
hinh thie truc tiép: Thyuc hién viéc
ghi vao S6 ghi cha ly hon, cdp nhat
thong tin ghi cha ly hon trén Phan
mém dang ky, quan 1y hd tich dién
tor dung chung.

+ Truong hop tiép nhan ho so theo
hinh thire truc tuyén: Guri lai biéu
mau Trich luc ghi cht ly hon dién tir
v6i thong tin day di cho nguoi yéu
cau qua thu dién tir hoac thiét bi sb.
Nguoi yéu cau cé trach nhiém kiém
tra tinh chinh xac, day du cua cac
thong tin trén biéu mau Trich luc ghi
chu ly hon dién tir va xac nhan (tdi
da mot ngay).

Néu nguoi c6 yéu cau xac nhan
thong tin da thdng nhat, day da hoic

Cong
chure xu ly
ho so

02 ngay
lam viéc

Miu 04 (néu
co), 05; du
thao Trich luc
ghi cha ly hén
hoac Van ban

théng bao
khong du diéu
kién
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khong c¢6 phan hoi sau thdi han yéu
cau thi cong chirc thuc hién viéc ghi
ndi dung vao S6 ghi chu ly hén, cip
nhat thong tin ghi chu ly hon va luu
chinh thirc trén Phan mém ding ky,
quan ly hd tich dién tir dung chung.

- Néu khéng du diéu kién: Du thao
Vin ban thong bao khong du diéu
kién;

Trinh Lanh dao & budc BS.
Mau 04 (néu
co), 05; du
Truong hop phai xéc minh thi tham |  Cong | thao Trich lyc
< < . . >, | 05ngay |ghi cha két
muu lanh dao Van phong HPDND- | chucxuly | ..~ 7. . < s
IR 2 X lam vi¢c | hon hodc Van
UBND cap xa thyc hién xac minh, ho so A .
ban thong bao
khong du diéu
kién
- TH x
‘ ~Chanh | oY I MAu 05; du
- TH uy quyén: Chanh Van phong Vin 02 ngé'y thao Trich luc
HDND-UBND ky dy thao két qua | phong lam vide: ghi chi ly hén
X , \ . am viéc; R
B5 giai quyét thu tyc hanh chinh, | HDND- hoac Van ban
chuyén dén budc B7. UBND - kh;THq thong  bao
- TH khong iy quyén: Lanh dao Van | Lanh dao Sné%n‘?y khong du diéu
phong ky nhay, chuyén dén budc B6 Vén Oql Y-l kign da duogc
phong . ngay ky/Ky nhay
lam viéc
Mau 05; Trich
o luc ghi chu ly
Ky két qua giai quyét thu tuc hanh Lénh dgo 01 ngay | hon hoac Van
B6 p UBND LT A .
chinh. Ap X lam viéc | ban thong bdo
p khong du didu
kién
Mau 05, 06;
Trich luc ghi
g7 | Phathanh vin ban va tra két qua cho Vin thu 02 oid chi ly hon
Trung tdm Phuc vu HCC cap xa. UBND g hoac Van ban
théng béo

khong du diéu
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kién

Tra két qua cho ¢4 nhan.

- Ngudi ¢6 yéu cau ghi chi ly hon

duoc nhan két qua theo mot trong

cac phuong thirc sau day:

+ Nhéan ban dién tr Trich luc ghi chu x

ly hon gui qua thu dién tir, Kho quan Ma}u o1, 065

Iy dit liéu dién tir ciia c4 nhan do; ch T;{Ch Il‘-l" f}ﬁ
ag |+ Nhan bn dién tir Trich lyc ghi cht | o0 | Giohanh | PV Y 0

ly hon giri vao thict bj s0, thong qua | t\gTKQ chinh thong bio

phuong phép truyén so6 li¢u phu hop, khong du didu

dam bao an toan, bao mat thong tin; Kien

+ Nhan két qua la Trich luc ghi chu
ly hon thong qua dich vu buu chinh
cong ich;

+ Nhan két qua la Trich luc ghi chu
ly hon tai co quan dang ky ho tich.

* Truong hop hd so qua han xu 1y, trong thoi gian cham nhat 01 ngay trudc
ngay hét han xir ly, Cong chuc xur ly hd so trinh Chanh Van phong HDND-
UBND (neu uy quyen)/Lanh dao UBND cép xa (néu khong uy quyén) ky ban
hanh phiéu xin 16i va hen lai ngdy tra két qua dé gui cho to chirc, ca nhén.

3 | BIEUMAU
=
Mau 01 Mau 01.docx
Giay ti€p nhan ho so va hen tra két qua
=
Mau 02 Mau 02.docx
Phiéu yéu cau bd sung hoan thién ho so
5
Mau 03 Mau 03.docx
Phiéu tir choi tiép nhan gidi quyét ho so
o]
Mau 04 M3u 04.docx
Phiéu xin 161 va hen lai ngay tra két qua
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@j

Mau 05 Mau 05.docx
Phi€u kiém soat qua trinh giai quyét ho so

@j

Mau 06 Mau 06.docx

S6 theo doi ho so

BM.HT.28.01 BM.HT.28.01.doc
To khai ghi cha ly hon

Mau h(:) tich digf:n tor trong tac ghi vao Sé, ho tich viéc ly
hon (néu ndp ho so theo hinh thirc truc tuyén).
BM.HT.28.02 D

BMLHT.28.02.doc

4 |HOSOLUU

- Mau 01; 02, 03, Q4 (néu c0), 06 luu tai Trung tdm Phuc vu HCC cép xi. Mau
01, 05 luu theo ho so;

- Ho6 so dau vao theo muc 2.3;

- | S6 ghi chu ly hon;

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

Hb so dugc luu tai Van phong HDND-UBND, thoi gian luu trir thye hién luu theo
quy cﬁﬁnh‘cﬁa Lu’élt Ho tich va cac van ban huépg dan thi hanh. Sau khi hét han,
chuyén ho so xuong don vi luu trir cia UBND cap xa va luu trir theo quy dinh hién
hanh.

29. Thi tuc ghi vao s6 hé tich viéc hd tich khac ciia cong dan Viét Nam da
dwoc giai quyét tai co' quan ¢é thim quyén ciia nwée ngoai (khai sinh; giam
h§; nhan cha, me, con; xac dinh cha, me, con; khai tir; nuéi con nudi; thay
ddi ho tich)

1 |KY HIEU QUY TRINH QT.HT.29
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2 | NOIDUNG QUY TRINH

2.1 | Piéu kién thyc hién TTHC:
Khéng.

2.2 | Cach thirc thuc hién TTHC:
- Thu tuc nay du diéu kién thuc hién dich vu cong truc tuyén toan trinh.
- Nguoi yéu cau ghi vao S6 ho tich cac viéc ho tich khéc truc tiép thuc hién
hodc ty quyén cho nguoi khac thyc hién nop hd so truc tlep tai Trung tam
Phuc vu HCC cap xa, gui qua hé thong buu chinh hoac nop hd so truc tuyen
tai Cong dich vu cong quoc gia (https://dichvucong.gov.vn) hogc Ung dung
dinh danh quoc gia. ’
- Ngp tai Trung tam Phuc vu Hanh chinh cdng tinh Ha Tinh - So 024, dwong
Nguyén Chi Thanh, phwong Thanh Sen, tinh Ha Tinh dé thuc hién phi dia
gioi hanh chinh,

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

chinh |sao

- To khai ghi vao S6 ho tich viéc khai sinh/T¢ khai ghi vao
S6 ho tich viéc khai tir/To khai ghi vao S6 ho tich viéc nudi
con nudi/Td khai ghi vao S6 ho tich viéc giam ho, nhan cha,
me, con/To khai ghi vao S6 ho tich cac viéc ho tich khac X
theo mau (néu nguoi co yéu cau lya chon nop ho so theo
hinh thirc truc tiép hodc giri hé so qua dich vu buu chinh
cong ich);

- Mau ho tich dién tir twong tac ghi vao S6 hé tich viéc khai
sinh/khai tir/nu6i con nudi/gidm ho, nhan cha, me, con/ Mau
ho tich dién tir twong tac ghi vao S6 ho tich cac viéc ho tich
khac (do nguoi yéu cau cung cép thong tin theo hudng dan
trén Cong dich vu cong néu nguoi cd yéu cau lwa chon ndp
hé so theo hinh thirc truc tuyén).

- Nguoi co yeu cau ghi vao S6 ho tich cac viéc ho tich khac
thie hién viéc ndp/xuét trinh (theo hinh thurc truc tiép) hoic
tai 1én (theo hinh thirc truc tuyén) cac gidy to sau:

* Gidy to phai nop:

- Ban sao giay to chiing minh cac viéc khai sinh; giam hg;
nhan cha, me, con; xac dinh cha, me, con; thay do6i hd tich;
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khai tir cua cong dan Viét Nam da duoc giai quyét tai co
quan c6 thim quyén ctia nudc ngoai;

- Vin ban uy quyén (duoc ching thyc) theo quy dinh cia
phap luat trong truong hop Uy quyén thuc hién ghi chi.
Truong hop nguoi dugc uy quyén la 6ng, ba, cha, me, con,
VO, chéng, anh, chi, em rudt ctia nguoi uy quyén thi van ban
iy quyén khéng phai ching thyc;

- Gidy to chimg minh thudc gia dinh c6 cong voi cach mang;
nguoi thude ho ngheo; nguoi khuyeét tat (n€u co);

* Gidy to phai xuat trinh:

- Ho chiéu/Thé cin cudc cong dan/Thé cin cude/Can cude
dién tir/Gidy chuing nhan cian cudc hodc cac glay to khac co
dan anh va thong tin ca nhan do co quan c6 tham quyén cép,
con gia tri str dung dé chirmg minh vé nhan than ciia ngudi c¢6
yéu cau ghi vao S6 ho tich c4c viéc ho tich khac khi lam thu
tuc truc tiép tai co quan dang ky ho tich.

Trirong hop gidy to tiy than siz dung la: Hé chiéu, Thé can
cuoc, Can cuoC cong dan, Gidy chig nhdn can cuoc thi
nguoi €6 yéu cau dang ky hé tich chi can cung Cap thong tin
so dinh danh cd nhan hogc théng tin vé gidy to (s,
ngay/thang/nim cdp), co quan dang ky No tich co trach
nhi¢m tra ciru thong tin thong qua két noi voi Co so dir liéu
ho tich dién tw, Co so dir lieu quoc gia vé dan cir hodc co so
dit liéu khac co lién quan dé doi chiéu, khai thac dir liéu.
Truong hop khong khai thac dwoc thong tin hodc thong tin
khai thac dwoc khéng ddy di, khéng chinh xdc thi co quan
dang ky hé tich yéu cau nguwoi di ding ky hé tich xudt trinh
ban chinh gidy to dé chimg minh, dong thoi dé nghi ngwoi di
dang ky hé tich cdp nhdt, diéu chinh thong tin trong cdc co
so dit lieu theo quy dinh cua phap ludt.

Trudng hop céac thong tin ca nhan trong cac gidy to nay di c6
trong Co so dir liéu qudc gia vé dan cu, Co sd dit liéu ho tich
dién ti, dugc hé thong dién tw dong thi khong phai tai 1én
(theo hinh thtc truc tuyén);

- Gidy to c6 gia tri chung minh thong tin vé cu tr trong
truong hop co quan ding ky ho tich khong thé khai thac
duoc thong tin vé noi cu tra cta cong dan theo cac phuong
thitc quy dinh tai khoan 2 BDiéu 14 Nghi dinh s6
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104/2022/ND-CP ngay 21/12/2022 cta Chinh phd. Truong
hop cac thong tin vé gidy to chimg minh noi cu tri da duoc
khai thac tr CSDLQGVDC bang cac phuong thic nay thi
nguoi yéu cau khong phai xuat trinh (theo hinh thuc tryc
tiép) hodc tai 1én (theo hinh thire truc tuyén).

*Luuy

- Ca nhan co quyén lya chon thuc hién thu tuc hanh chinh vé h tich tai co
quan dang ky ho tich noi cu tra; noi cu tri ciia ¢4 nhan dugc xac dinh theo
quy dinh cta phap luat vé cu tra. Trudng hop ca nhan liwa chon thuc hién thu
tuc hanh chinh vé ho tich khong phai tai Uy ban nhan dan cép xa noi thudng
tri hodc noi tam tra thi Uy ban nhin dan cdp x4 noi tiép nhan yéu cau co
trach nhiém hd tro ngudi dan ndp hd so dang ky ho tich truc tuyén dén ding
co quan c6 thAm quyén theo quy dinh.

- P6i v6i gidy to nop, xuét trinh néu nguoi yéu cau ndp hd so theo hinh thirc
truc tiép:

+ Ngudi yéu cau diang ky ho tich c6 thé ndp ban sao dugc chung thuc tir ban
chinh hoic ban sao dugc cap tir s6 g (sau ddy goi 1a ban sao) hodc ban chup
kém theo ban chinh, ban dién tir cac gidy to ndy, bao gom ca gidy to dugc
tich hop, hién thi trén Ung dung dinh danh dién tir (VNeID).

Truong hop ngudi yéu cau ndp ban chup kém theo ban chinh gidy to thi
nguoi tiép nhan co trach nhiém kiém tra, doi chleu ban chup v4i1 ban chinh va
ky xac nhan, khong duoc yéu cau nop ban sao gidy to do.

DPéi voi giéy t xudt trinh khi dang ky hd tich, nguoi tiép nhan c6 trach nhiém
kiém tra, doi chiéu, ghi lai thong tin hoac chup lai, ky xac nhan dé luu trong
ho so va tra lai cho nguoi xuét trinh, khong dugc yéu ciu ndp ban sao hoac
ban chup gidy to do.

+ Nguodi tiép nhan co trach nhiém tiép nhan dung, di ho so dang ky ho tich
theo quy dinh cua 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.

Nguoi tiép nhan ho so thyc hién khai thac thong tin trong CSDLQGVDC
theo quy dinh phép luat néu nguoi yéu cau dang ky ho tich di cung cap ho,
chir dém, tén; ngay, thang, ndm sinh; so dinh danh ¢4 nhén/th¢ can cude cong
dan/thé can cude/can cude dién tur. Truong hop cac thong tin can khai thac
khong co trong CSDLQGVDC thi dé nghi nguoi yeu cau ké khai day du.

- Péi v6i gidy to giri kém theo néu ngudi yéu cau ndp hd so theo hinh thirc
truc tuyén:

+ Ban chup céc gidy to gui kém theo hd so cau ghi vao S6 ho tich cac viéc ho
tich khac truc tuyén phai bao dam rd nét, day du, toan ven vé noi dung, 1a ban
chup bang may anh, dién thoai hodc dugc chup, dugc quét bang thiét bi dién
tir, tir gidy to duge cap hop 18, con gia tri st dung.

+ Truong hop gidy to, tai lidu phai gii kém trong hd so ghi vao S6 ho tich




309

cac viéc ho tich khac truc tuyén da co ban sao dién tir hoac ban dién tir giéy
to ho tich thi nguoi yéu cau dugce st dung ban dién tir ndy.

- Trudng hop ngudi yéu cau ding ky ho tich lya chon nhén két qua tai Trung
tam Phuc vu HCC cap xa thi ngudi yéu cau dang ky h¢ tich phai xuét trinh
gidy to tuy than, ndp cac gidy to 13 thanh phan ho so theo quy dinh; Truong
hop nguoi yéu cau dang ky ho tich khong lwa chon nhén két qua tai Trung
tdm Phyc vy HCC cap xa thi nguoi yéu cau dang ky ho tich np céac gidy to 1a
thanh phan ho so theo quy dinh trudc khi nhan két qua.

- Truong hop nguoi yéu cau dang ky ho tich khong cung cap duogc gidy to
theo quy dinh hoac giay to nop, Xuat trinh bi tay x0a, stra chira, [am gia thi co
quan dang ky ho tich c¢6 tham quyén huy bo két qua dang ky ho tich.

- Giay to do co quan c6 tham quyén clia nudc ngoai cap, cong chimg hoic
xac nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai duoc hop
phap hoéa 1anh su theo quy dinh ctia phap luat, trir trudng hop duoc mién theo
diéu udc quoc té ma Viét Nam 1a thanh vién.

2.4 | SO lwong hd so: 01 bd
Thoi han giai quyét: Trong ngay tiép nhan hd so. Truong hop nhan hd so sau
25 15 gio ma khéng giai quyét dugc ngay thi tra két qua trong ngay lam viéc tiép
theo. Trong trudong hop phai xac minh, thi thoi han giai quyét khong qua 03
ngay lam vigc.
Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
- Trung tdm Phuc vu HCC cép xA.
26 | T rung tam Phuc vu hanh chinh cong tinh dé thuc hién phi dia gioi hanh
| chinh.
- Cong Dich vu cong Qudc gia https://dichvucong.gov.vn.
- Ung dung dinh danh quéc gia.
Co quan thue hién: UBND cép xa.
Co quan c6 tham quyén quyét dinh:
- Uy ban nhan dan cap xi noi cu tra cua cong dan Viét Nam ghi vao S6 ho
tich viéc khai siqh; giam hg; nhan cha, me, con; xac dinh cha, me, con; nuoi
con nudi; thay doi hd tich da duoc gidi quyét tai co quan c¢é tham quyén cua
2.7 | nudc ngoai.

- I:Jy ban nhan dan cip x3 noi cu tri coa nguoi ¢ trach nhiém khai tir ghi vao
S6 ho tich viéc khai tor da duoc giai quyét tai co quan c6 tham quyén cua
nudc ngoai.

Co quan dwge iy quyén: Khong.

Co quan phdi hop: Co quan quan Iy Co sé dit liéu Qudc gia vé dan cu.
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2.8 | Poi twong thwe hién TTHC: Cé nhan.
Két qua giai quyét TTHC:
- H6 so du diéu kién:
+ Trich luc ghi vao S6 ho tich viée khai sinh/Trich luc ghi vao S6 ho tich cac
viéc hd tich khac (ban chinh), ban sao Trich luc ghi vao Sb ho tich viéc khai
sinh/ban sao Trich luc ghi vao S6 ho tich cac viée ho tich khac (truong hop
yéu cau cép ban sao Trich luc ghi vao S6 ho tich viée khai sinh/ban sao Trich
2.9 | luc ghi vao S6 ho tich cac viée ho tich khac).
+ Ban dién tr Trich luc ghi vao s6 ho tich viéc khai sinh/ Ban dién ttr Trich
luc ghi vao s6 ho tich cac viéc ho tich khac (Ban dién tir s& tu dong gui vé
Kho quan 1y dit liéu dién tir ctia ca nhan/dia chi thu dién tu/thiét bi sd/dién
thoai ctia nguoi yéu cau sau khi da hoan tat thu tuc ghi vao S6 ho tich cac
viéc ho tich khac tai co quan dang ky hd tich).
- Ho so khong du diéu kién: Vian ban thong bao khong du diéu kién.
2.10 | Quy trinh xir ly cong viéc
X Trach Thoi Biéu
TT | Trinh ty nhiém | gian mau/Két qua
Tiép nhan ho so:
1. Tiép nhan ho so.
- Tiép nhan ho so truc tiép tir ca
nhan hodc tir dich vu buu chinh
cong ich hodc trén Céng Dich vu
cong Quéc gia
(https://dichvucong.gov.vn)  hodc
Ung dung dinh danh quéc gia.
2. Can bd TN&TKQ kiém tra hd Miu 01: 02
B1 S0 Cong chue | Gio hanh | (néu ¢6), 06

- Néu ho so chua day du hodc | TN&TKQ | chinh |va hd so theo
khong hop 1¢: Hudng dan hodc muc 2.3
thdng bao bang van ban cho cé '
nhan bd sung, hoan thién ho so.
Truong hop khong bod sung, hoan
thién duoc hd so thi thong bao tir
chéi giai quyét ho so.

- Néu ho so day di, hop 1&: Lam
thi tyc tiép nhan ho so, thu phi, 1&
phi theo quy dinh. Néu tiép nhan ho
so sau 15 gid thi c6 Phiéu hen, tra
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két qua cho ngudi co yéu cau trong
ngay lam viéc tiép theo (néu ngudi
¢ yéu cau lya chon hinh thirc nop
hd so truc tlep) hodc gui ngay
Phiéu hen, tra két qua qua thu dién
tir hodc g tin nhin hen tra két qua
qua dién thoai di dong cho ngudi
c6 yéu cau (néu ngudi cd yéu ciu
lga chon hinh thirc ndp ho so truc
tuyén);

- Sau khi tiép nhan ho so theo hinh
thic ndp truc tiép, cong chirc
TN&TKQ thuc hién sd héa (sao
chup, chuyén thanh tai liéu dién tir
trén hé thong thong tin, co s dir
licu) va ky sd vao tai lidu, ho so
giai quyét tha tyc hanh chinh da
duogc s6 hoa theo quy dinh.

Chuyén Lanh dao Vin phong

Cong chuc

Mau 01, 05 va

B2 | HDND-UBND. TN&TKQ | |89 ?ﬁeo S0 kém
B3 | Phan cong cong chirc xtr 1y ho so. \?5?2}? (‘flr?g 02 gio ﬁaﬁégls tIYSOhO
B4.1. Coéng chirc dugce giao nhiém Miu 04 (néu
vu kiém tra, xem xét ho so: c6), 05; du
- Truong hop hd so can bd sung, thao Trich luc
hoan thién hoic khong du diéu kién ghi vao s6 hd
giai quyét, phai tr chdi thi gui tich viéc khai
thong bao vé tinh trang hd so toi sinh/ Trich
Trung tdm Phuc vu HCC cép xa dé luc ghi vao s6
thong bao cho ngudi ndp hd so. Cone chite c.éc viéc ho
B4 |- Truong hop can phai kiém tra, X&I,ghk 02 gio | tich khdc hodc
5 : 3 3 hod 5 yhoso du thao Van

xac minh lam rd hodc do nguyén -
nhan khac ma khong thé tra két qua ban thong bao
dung thoi gian da hen thi 1ap Phiéu khong du di€u

xin 18i va hen lai ngay tra két qua,
trong d6 néu rd 1y do cham tra két
qua va thoi gian hen tra két qua,
chuyén Trung tdm Phuc vu HCC
cap xd dé tra cho nguoi ¢ yéu cau

kién; Van ban
xac minh/bién
ban xac minh
(néu c9).
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(néu nguoi cod yéu cau lya chon
hinh thtrc nop hé so truc tiép), hodc
guri Phiéu xin 15i va hen lai ngay tra
két qua qua thu dién tir hodc gui tin
nhin qua dién thoai di dong cho
nguoi co yéu cau (néu nguoi co yéu
cau lya chon hinh thirc ndp hd so
tryc tuyén).

- Néu du diéu kién:

+ Trudng hop tiép nhan hd so theo
hinh thuc truc tiép: Thuc hién viéc
ghi ndi dung ghi chu vao S6 ho
tich, cap nhat thong tin ghi vao Sb
ho tich céac viéc ho tich khac va luu
chinh thirc trén Phan mém dang ky,
quan ly ho tich dién tir dung chung.
+ Trudng hop tiép nhan hd so theo
hinh thre tryc tuyén: Gui lai biéu
mau Trich luc ghi vao S6 ho tich
viéc khai sinh/Trich luc ghi vao S6
ho tich cac viéc ho tich khac dién
tr cho ngudi yéu cau qua thu dién
tir hodc thiét bi s6.

Nguoi yéu cau o trach nhiém kiém
tra tinh chinh xac, ddy du cua cac
thong tin trén biéu mau Trich luc
ghi vao s6 ho tich viéc khai
sinh/Trich luc ghi vao s6 ho tich
cac viéc ho tich khac dién tir va xac
nhan (t6i da mot ngay).

Néu ngudi c6 yéu cdu xac nhin
thong tin d3 théng nhat, diy du
hoic khong c6 phan hoi sau thoi
han yéu cau thi thuc hién viéc ghi
ndi dung ghi chi vao SO ho tich,
cap nhat thong tin ghi vao S6 ho
tich cac viéc ho tich khac va luu
chinh thtic trén Phan mém dang ky,
quan ly ho tich dién tir dung chung.
- Néu khong du diéu kién: Dy thao
Vin ban théng bao khong du diéu
kién;
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Trinh Lanh dao 6 bude B5

B4.2. Truong hop phirc tap thi tién

hanh x4ac minh bang vin ban hoic 2 ngay
truc tiép. Sau khi co két qua, thuc lam viéc
hién nhu B4.1.
Mau 05; du
thao Trich luc
‘ ghi vao s6 ho
- TH uy quyén: Chanh Van ph(‘)ng _ Chénh - TH uy | tich viéc khai
HDND-UBND ky du thao két qua . . quyeén: 2 | sinh/Trich luc
% ) . . Van phong ‘5 C .z,
gial quyét tha tuc hanh chinh, HDND- gio ghi vao so cac
B5 | chuyén dén budc B7. UBND - -TH viéc ho tich
- TH khong ty quyén: Lanh dgo | {51 40, | KhOnguy khvéC hOiElC
Véan phong ky nhdy, chuyén dén | v phong quyén: | Van ban
budc B6 01 gio [thong  bao
khong du diéu
kién da ky/ky
nhay
Mau 05; Trich
luc ghi vao sb
ho tich viéc
khai sinh/
~ Trich luc ghi
ag | K9 két qui gidi quyét thi tye hanh &g;%dfgp Lgio | Vi SO cic
chinh. X3 viéc ho tich
khac hoac
Van ban
théng béo
khong du diéu
kién.
Mau 05, 06;
Trich luc ghi
vao so ho tich
Phat hanh vin ban va tra két qua Vin thu viée khai
B7 c}~10 Trung tam Phuc vu HCC cap UBND 1 gi6 |sinh/  Trich

Xd.

luc ghi vao sb
cac viéc ho
tich khac hoac
Van ban
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B8

théng béo
khong du diéu
kién.

Tra két qua cho ca nhan.

Nguoi ¢d yéu cau ghi vao S6 ho

tich cac viéc hd tich khac duoc

nhan két qua theo mét trong cac

phuong thurc sau day:

+ Nhan ban dién tir Trich luc ghi

vao S6 ho ticI} viéc khai sinh/Trich

luc ghi vao S6 hd tich céc viéc hd Miu 01, 06:

tich khéac gt qua thu dién tr, Kho
quan ly dir li€u dién tur ctia ¢4 nhan
do;

+ Nhan ban dién tir Trich luc ghi
vao S6 ho tich viéc khai sinh/Trich
luc ghi vao SO ho tich cac viéc ho
tich khac giri vao thiét bi sb, thong
qua phuong phap truyén sb liéu phu
hop, dam bdao an toan, bao mat
thong tin;

+ Nhan két qua 1a Trich luc ghi vao
S6 ho tich viéc khai sinh/Trich luc
ghi vao S6 ho tich cac viéc ho tich
khac thong qua dich vu buu chinh
cong ich;

+ Nhan két qua 1a Trich luc ghi vao
S6 ho tich viéc khai sinh/Trich luc
ghi vao S6 ho tich cac viéc ho tich
khéc tai co quan dang ky hd tich.

Cong chuc
TN&TKQ

Gio hanh
chinh

Trich luc ghi
vao s6 ho tich
Viéc khai
sinh/  Trich
luc ghi vao s6
cac viéc ho
tich khac hoac

Vian ban
théng béo
khong du diéu
kién

* Truong hop hd so khong xtr ly duge trong ngay lam viéc hodc trong ngay
lam viéc tiép theo (d01 v6i hd so nhén sau 15 gid), trong ngay hen tra két qua,
Cong chue xu ly hé so trinh Chanh Van phong HDND-UBND (neu uy
quyen)/Lanh dao UBND cip x4 (néu khong uy quyén) ky ban hanh phiéu xin
16i va hen lai ngay tra két qua dé giri cho to chirc, c4 nhan.

* Truong hop ho so qua han xt 1y, trong thoi gian cham nhit 01 ngay trudc
ngay hét han xir ly, Cong chure xur ly hd so trinh Chanh Van phong HDND-
UBND (neu uy quyen)/Lanh dao UBND cip x3 (néu khong uy quyén) ky ban
hanh phiéu xin 15i va hen lai ngay tra két qua dé giri cho t6 chtic, c4 nhéan.
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BIEU MAU
]
Mau 01 Mau 01.docx
Giay tiép nhan ho so va hen tra két qua
0
Mau 02 Mau 02.docx
Phiéu yéu cau b6 sung hoan thi¢n ho so
o]
Mau 03 Mau 03.docx
Phiéu tir choi tiép nhan gidi quyét ho so
=
Mau 04 Mau 04.docx
Phiéu xin 16i va hen lai ngay tra két qua
=
Mau 05 Mau 05.docx
Phiéu kiém soat qué trinh gidi quyét ho so
]
Mau 06 Mau 06.docx
So theo doi ho so
BM.HT.29.01 BMHTQ,LM
To khai ghi vao s6 ho tich viéc khai sinh
BM.HT.29.02 BIVI.I-I'I'QOZ.dDC
To khai ghi vao s6 ho tich viéc khai tir
To khai ghi vao s6 ho tich viéc giam hg, nhan cha, me, con
BM.HT.29.03 D
BM.HT.20.03.doc
BM.HT.29.04 | T¢ khai ghi vao s6 ho tich cac viéc ho tich khéc
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]

BMLHT.29.04.doc

To khai ghi vao s6 ho tich viéc nudi con nudi

BM.HT.29.05 D
BM.HT.29.05.doc
Mau ho tich dién tir twong tac ghi vao S6 ho tich viée khai
sin~h/khai tr/nudl con nudi/gidm hg, nl}efln cha, me,con/
Mau ho tich diér} tr tuong tac ghi vao So6 ho tich cac \{iéc
BM.HT.29.06 | ho tich khac (n€u ndp hd so theo hinh thuc truc tuyén).
BM.HT.29.06.doc
4 |HOSOLUU

Mau 01; 02, 03, 04 (néu c6), 06 luu tai Trung tam Phuc vy HCC cap xa. Mu
01, 05 luu theo ho so;

Ho6 so dau vao theo muc 2.3;

S6 ho tich twong ng v61 ndi1 dung yéu cau cuia ca nhan;

Vian ban x4ac minh/bié€n ban xac minh (néu cd);

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

Hb so dugc luu tai Van phong HDND-UBND, thoi gian luu trit thuc hién luu theo
quy C;Iinh‘cﬁa Lu’;ﬁt Ho tich va cac van ban hu:épg dan thi hanh. Sau khi hét han,
chuyén ho so xuong don vi luu trir cia UBND cap xa va luu trir theo quy dinh hién

hanh.
30. Thu tuc dang ky khai sinh luu dong
1 | KY HIEU QUY TRINH QT.HT.30
2 | NOI DUNG QUY TRINH

2.1

Piéu kién thuc hién TTHC:

Tré em sinh ra ma cha me bi khuyét tat, 6m bénh khong thé di dang ky khai
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sinh cho con; cha me bi bit, tam giam hodc dang thi hanh an phat tu ma
khong con 6ng ba ndi, ngoai va ngudi than thich khac hoac nhirng nguoi nay

khong co6 diéu kién di ding ky khai sinh cho tré.

2.2

Cach thire thuc hién TTHC:

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

2.3

Thanh phin hé so, bao gom:

Ban
chinh

>

Ban
Ssao

* Gidy to phai nop:

T& khai dang ky khai sinh theo mau BM.HT.30.01.

Gidy chung sinh.

Truong hop khong co Gidy ching sinh thi ndp van ban cua
nguoi lam ching xac nhan vé viée sinh; néu khong c6 nguoi
lam chimg thi phai c6 gidy cam doan vé viéc sinh.

Truong hop nguoi yéu cau di ndp ban dién tir Gidy ching
sinh hodc co quan dang ky ho tich da khai thac dugc dit li¢u
dién tir c6 ky s6 ctia Gidy chimg sinh thi khong phai ndp ban
giay.

Vian ban xac nhan cua co sé'y té da thuc hién k¥ thuat ho tro
sinh san cho vi¢c mang thai h§ doi vaoi truong hop khai sinh
cho tré em sinh ra do mang thai hd.

Gidy to ching minh thudc gia dinh c¢6 cong véi cach mang,
nguoi thudc hd ngheo, nguoi khuyét tat (néu co).

* Gidy to phai xuét trinh

Ho chiéu/Thé cin cudc cong dan/Thé can cude/Can cude dién
t/Gidy chtng nhdn cin cudc hodc cac gidy to khac c6 dan
anh va thong tin c4 nhan do co quan c6 thAim quyén cip, con
gia tri sir dung dé ching minh vé nhéan than cua ngudi c6 yéu
cau dang ky khai sinh khi lam tha tuc truc tiép tai co quan
dang ky ho tich,

Trwong hop gidy to tay than si dung la: Hé chiéu, Thé can
cuéc, Can cwoc cdng dan, Gidy ching nhdn can cuoc thi
nguoi ¢6 yéu cdu dang ky hé tich chi can cung cap thong tin
sé dinh danh c4 nhan hodgc thdng tin vé gigy to (s6,
ngay/thdang/nam cdp), co quan dang ky hé tich cé trach nhiém
tra ciru théng tin thong qua két néi véi Co so dir liéu ho tich
dien twr, Co so dir liéu quéc gia vé dan cw hodc co s¢ dir liéu
khdc cé lién quan dé doi chiéu, khai thac dir liéu.

Truong hop khong khai thdac dwoc thong tin hodc thong tin
khai thac dwoc khéng day du, khéng chinh xdc thi co quan
dang ky ho tich yéu cdau ngwoi di diang ky hé tich xudt trinh
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ban chinh gidy to dé chimg minh, dong thoi dé nghi nguwoi di
dang ky hé tich cdp nhat, diéu chinh théng tin trong cdc co s&
dit liéu theo quy dinh cua phap luat.

Truong hop cac thong tin ca nhén trong cac gidy t& ndy di co
trong Co s¢ dir liu quoc gia vé dan cu, Co so dir liéu ho tich
dién tu, duoc hé théng, dién ty dong thi khong phai tai lén
(theo hinh thirc truc tuyén);

Gidy to c6 gia tri ching minh thong tin vé cu tra trong truong
hop co quan ding ky ho tich khong thé khai thac dugc thong
tin vé noi cu tri cia cong dan theo cac phuong thirc quy dinh
tai khoan 2 Piéu 14 Nghi dinh s6 104/2022/ND-CP ngay
21/12/2022 cta Chinh phu. Trudng hop céc thong tin vé gidy | X
to ching minh noi cu tri da dugc khai thac tir Co sé dit liéu
quéc gia vé dan cu bang cac phuong thirc nay thi ngudi yéu
cau khong phai xuat trinh (theo hinh thurc truc tiép) hodc tai
1én (theo hinh thirc truc tuyén).

Giéy ching nhan két hon néu cha, me da dang ky két hon.
Truong hop di c6 thong tin vé viéc két hon cia cha, me trong
CSDLHTDT, CSDLQGVDC thi khong phai xuat trinh.

- Truwong hop giri hé so qua hé thong bueu chinh thi phdi giki
kém theo ban sao cé chitng thuc cdc gidy to phdi xudt trinh
néu trén.

*Luuy:

- Nguoi tlep nhan ho so thuc hién khai thac thong tin trong Co s¢ dir li¢u
quéc gia vé dan cu theo quy dinh phap luét néu nguoi yéu Cau dang ky ho
tich da cung cap ho, chir dém, tén; ngay, thang, nam sinh; sb dinh danh ca
nhan/thé can cudc cdng dan/thé can cude/can cude dién tir. Truong hop cac
thong tin can khai thac khong c6 trong Co s dit liéu quéc gia vé dan cu thi
dé nghi ngudi yéu cau ké khai day du.

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

+ Viée xéac dinh ho, dan toc, dat tén cho tre em phai phu hop véi phap luat va
y&u cau gitr gin ban sic dan toc, tap quan, truyén thong van hoa tt dep cua
Viét Nam; khong dat tén qué dai, kho str dung.

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

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

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

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

2.4 | S6 lwong hd so: 01 bd
2.5 | Thoi han giai quyét: 05 ngay lam viéc.
26 Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
' Truc tiép tai nha riéng hoac tai dia diém to chirc dang ky luu dong.
Co quan thyce hién: UBND cép x3 noi cu tri ciia nguoi cha hodc nguoi me.
2.7 | Co quan dwoc ity quyén: Khéng.
Co quan phdi hop: Co quan quan Iy Co so dir liéu Qudc gia vé dan cu.
2.8 | Poi twong thue hién TTHC: Cé nhan.
Két qua giai quyét TTHC:
2.9 |- Ho so du dicu kién: Gidy khai sinh (01 ban chinh).
- Ho so khong dua diéu kién: Vian ban thong bao khong du diéu kién.
2.10 | Quy trinh xir ly cong viéc
Tréch piéu £
TT Trinh ty oA Thoi gian mau/Keét
nhiém -
j qua
Tiép nhan ho so:
Tai dia diém dang ky ho tich luu
dong, cong chirc Tu phap - Ho tich
huéng dan nguoi yéu cau dién day Trong hoiic
du thong tin trong TO khai dang ky 2. x )
A ngoai gio | Mau 01; 02,
khai sinh; kiém tra cac gidy to lam Cong . 2 £
, hanh chinh | 03 (néu co),
co s& cho viéc dang ky khai sinh, | chuc Tu \ © TrA
Bl | & phiu tide nhin b hap - Ho | tUY theo 06 va HO so
viet Phiu tiép nhan ho so. ) phap - HO thue tidn | theo muc 2.3
Truong hop nguoi yéu cau khong tich thue hién
biét chir thi cong chirc Tu phap - nhiém vu
H¢ tich tryc ti€p ghi To khai, sau ’ '
do doc cho nguoi yéu cau nghe lai
ndi dung va huéng dan ngudi do
di€ém chi vao T¢ khai.
Kiém tra, xem xét hd so: con Mau 05;
- Néu du didu kign: Sau khi tiép | ="} | 03p0a, | Du thio Gidy
B2 | nhin du ho so, ghi vao SO dang ky khali sinh

hap - HO | lam vié
khai sinh, cap nhat thong tin dang P tp © am vice hodc du thao
ich 8 ,
ky khai sinh trén Phdn mém ding Vién ban
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ky, quan ly h¢ tich dién tor dung théng  béo
chung, luu chinh thie va chuyén khong da
thong tin dén Co so dir liéu Quoc diéu kién
gia v€ Dan cu dé 1ay SO dinh danh dang ky giay
ca nhan. khai sinh.
Sau khi Co s¢ dir li€u Quéc gia vé
dan cu tr,é vé SO dinh danh c4 nhan
thi in Gidy khai sinh.
- Néu khong du dicu kién: Dy théo
Vian ban thong bao khong du dicu
kién.
Chuyén budc B3
Mau 05;
- TH uy quyén: Chanh Van ph(‘)ng Vi - TH uy khai sinh
HDND-UBND ky du thao két qua an quyén: 12 | hoic du thao
phong T 1 g
giai quyet thu tuc hanh chinh, gio lam Vin ban
h HDND- ‘A N .
B3 | chuyén dén budc BS5. UBND - viéc; thdng bao
- TH khéng Uy quyén: Lanh dao Lanh dao | - THkhong |  khong du
Vin phong ky nhay, chuyén dén Van uy quyeén: diéu kién
budc B4 phong 04 gio dang ky giay
khai sinh da
ky/ky nhay
Mau 05;
Gidy khai
Ky du thao két qua gidi quyét tha | J3m1 430 | g9 poay | sinh hode
B4 \ , UBND \ . Van ban
tuc hanh chinh. L~ lam viéc N ,
cap xa thdng bao
khong du
dicu kién
_ Mau 05, 06;
Van thu " .
i UBND: Glay khai
Phat hanh van ban va tra ket qué con ' sinh hoic
BS | cho cong chirc Tu phép - Ho tichdé | =09 | 04gid  |Vin  ban
XA, . A chtrc ho n ,
dén tra két qua cho nguoi dan. tich tu thong  béao
bhép khong da
dicu kién
Cong chirc tu phap - ho tich dem con Trong hoac M?}u 01, 06;
theo Gidy khai sinh va S6 dang ky | > %u, ngodi gid | Gidy  khai
B6 | khai sinh d€ trd két qua cho ngudi . . | hanh chinh | sinh  hoac
phap - HO | .. 9 ;
yéu cau tai dia diém diang ky luu tich tuy thgo Vién ban
dong; hudng din nguoi yéu cau ' thuc  tién | thdng  bao
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kiém tra ndi dung Gidy khai sinh va thuc  hién | khong dua
SH dang ky khai sinh; tai muc “Ghi nhiém vu diéu kién
chu” trong SO dang ky khai sinh
ghi r0 “Pang ky luu dong”.

* Trudong hop hd so qua han xur 1y, trong thoi gian chdm nhat 01 ngay trudc
ngdy hét han xir ly, Cong chure xur ly ho so trinh Chanh Véan phong HDND-
UBND (neu uy quyen)/Lanh dao UBND cap x3 (néu khong uy quyén) ky ban
hanh phiéu xin 161 va hen lai ngay tra két qua dé guri cho t6 chtrc, c4 nhan.

BIEU MAU
Gidy tiép nhan ho so va hen tra két qua
Miu 01 i)
MAu 01.docx
Phiéu yéu cau bd sung hoan thién ho so
Miu 02 w5
Mau 02.docx
Phiéu tir chéi tiép nhan giai quyét ho so
Miu 03 w5
MAu 03.docx
Phiéu xin 16i va hen lai ngay tra két qua
Miu 04 w5
MAu 04.docx
Phiéu kiém soat qua trinh giai quyét ho so
Mau 05 Iij
MAu 05.docx
S0 theo ddi ho so
Mau 06 Iij
MAu 06.docx
To khai dang ky khai sinh
BM.HT.30.01 D
BM.HT.30.01.doc
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]

BM.HT.30.02 BM.HT.30.02_doc
Van ban cam doan

HO SO LUU:

Mau 01; 02, 03, Q4 (néu c0); 06 Iuu tai Trung tdm Phuc vu HCC cép xi. Mau
01, 05 Iuu theo ho so;

Ho6 so dau vao theo muc 2.3;

S6 dang ky khai sinh;

Vin ban thong bao khong du diéu kién (néu c0);

H6 so duoc luu tai UBND cép x4, thoi gian luu trit S6 dang ky khai sinh 13 vinh vién,
con cac giay to khac thuyc hién luu theo quy dinh cua Luat HQ tich va cac van ban
hudong dan thi hanh.
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31. Thi tuc ding ky két hon luwu dong

KY HIEU QUY TRINH QT.HT.31

NOI DUNG QUY TRINH

2.1

Piéu kién thue hién TTHC:

* Hai bén nam, nir cfmg thu’b’pg tru trén dia bé\g cép Xa ma m(:)t hoac ca hai bén
nam, nir 1a nguo1 khuyét tat, 6m bénh khong thé di dang ky két hon duoc.

* Nam nit két hon v6i nhau phai tuan theo céc diéu kién sau:

- Nam tir di 20 tudi tré 1én, nir tir du 18 tuodi trd 1én;

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

- Khong bi mét nang luc hanh vi dan sy;

- Viéc két hon khong thudc mot trong céc truong hop cAm két hon, gdom:

+ Két hon gia tao;

+ Tao hon, cudng ép két hon, ltra dbi két hon, can trd két hon;

+ Nguoi dang c6 vg, co chong ma két hon véi nguoi khac hodc chua co vo,
chua c6 chong ma két hon vai nguot dang c6 chong, ¢b vo;

+ Két hon gitra nhimg ngudi cing dong méau vé truc hé; gitta nhimg nguoi co
ho trong pham vi ba doi; gitra cha, me nudi voi con nudi; gitta nguol da timg

1a cha, me nudi véi con nudi, cha chong v&i con diu, me vo véi con ré, cha
duong vai con riéng cua vg, me ké véi con riéng cua chong.

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

2.2

Cach thure thuc hién TTHC:

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

2.3

Ban Ban

Thanh phan ho so, bao gom: chinh | sao

* Gidy to phai nop:

T& khai dang ky két hon. Hai bén nam, nir c6 thé khai chung
vao mot To khai dang ky két hon theo mau BM.HT.31.01.

* Giay to phai xuat trinh:

Ho chiéuw/Thé cin cudc cong dan/Thé cin cude/Can cude
dién tir/Gidy chimg nhan cin cudc hodc cac gidy to khac c6
dan anh va thong tin c4 nhan do co quan c6 tham quyén cp,
con gia tri sir dung dé ching minh vé nhan than cta ngudi c6
yéu cau dang ky két hon khi 1am tha tuc truc tiép tai co quan
dang ky ho tich,

Trirong hop gidy to tiy than si dung la: Hé chiéu, Thé can
cudc, Can cwéC cong dan, Gidy chig nhdn can cuoc thi
nguoi €6 yéu cau dang ky hé tich chi can cung Cap thong tin
sé6 dinh danh cd nhan hodc théng tin vé gidy to (so,
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ngay/thdng/niam cap), co quan dang ky hé tich cé trach
nhiém tra ciru thong tin thong qua két néi véi Co sé dir liéu
ho tich dién tu, Co so dir liéu quéc gia vé déan cur hodc co sé
dir liéu khdc cé lién quan dé doi chiéu, khai théc dir liéu.
Truong hop khong khai thac dwoc thong tin hodc thong tin
khai thac dwoc khong ddy du, khong chinh xdc thi co quan
dang ky ho tich yeu cau nguoi di dang ky ho tich xudt trinh
ban chinh gidy to dé chimg minh, dong thoi dé nghi I’lth’O’l di
dang ky hé tich cdp nhdt, diéu chinh thong tin trong cdc co
so dit lieu theo quy dinh cua phap ludt.

Trieong hop cdc thong tin cd nhan trong cdc gidy to nay da
c6 trong Co sé dit liéu quac gia vé ddan cu, Co so dir liéu hg
tich dién tir, dwoc hé thong dién tw déng thi Khéng phdi tdi
Ién (theo hinh thirc truec tuyén);

Gidy to co gia tri ching minh théng tin vé cu trd trong
truong hop co quan ding ky ho tich khong thé khai thac
duoc thong tin vé noi cu tra cia cong dan theo cac phuong
thtc quy dinh tai khoan 2 BDiéu 14 Nghi dinh s
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong X
hop céc thong tin vé gidy to ching minh noi cu tra da dugc
khai thac tr Co s¢ dir lieu quoc gia vé dan cu bang cac
phuong thirc nay thi ngudi co yéu cau khong phai xuét trinh
(theo hinh thirc triee tiép).

Nguoi tiép nhan hod so thuc hién khai thac théng tin trong CSDLQGVDC
theo quy dinh phéap luat néu nguoi yéu cau ding ky ho tich da cung cip ho,
chir dém, tén; ngay, thang, nam sinh; s6 dinh danh ca nhan/thé can cuée cong
dan/thé cin cude/can cude dién tir. Truong hop cac thong tin can khai thac
khong c6 trong Co s dit liéu qudc gia vé dan cu thi dé nghi nguoi yéu cau ké
khai day di.

24 |SH lwgng ho so: 01 bd
2.5 | Thoi han giai quyét: 05 ngay lam viéc ké tir ngdy tiép nhan day du ho so.
26 Dia dié’m tiép nhén ho so va tra kétoquﬁq giai quyét TTHC:
Truyc ti€p tai nha riéng hoac tai dia diém t6 chirc dang ky luu dong.
Co quan thue hién: UBND cap x4 noi thuong tra ctia hai bén nam, nit.
2.7 | Co quan dwoc ity quyén: Khéng.
Co quan phdi hop: Co quan quan Iy Co sé dit liéu Qudc gia vé Dan cu.
2.8 | Poi twong thue hién TTHC: Cé4 nhan
29 Két qua giai quyét TTHC: Gidy chimg nhan két hon (ban chinh), mdi bén
vg, chong 01 ban.
2.10 | Quy trinh xir ly cong viéc
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TT Trinh tw TréCh Th0’1 x Biéu -
: nhiém glan | mau/Két qua
Trong
) . hodc
Tiép nhan ho so: ngoai
- Truong hop hd so chua day du, hop gio
1¢: Hudng dan ngudi ndp hod so bo Cong ha,nh Miu 01: 02,
sung, hoan thi¢n theo quy dinh, néu hite T chinh 03 (nd 5):
Bl | khong bo sung hoan thién dugc thi tur ch,u’c v tuy theo s 0%
chéi tiép nhan ho so. phap - Ho thuc 06 va Ho so
A . tich X theo muc 2.3
- Truong hop hod so day du, hop 1€ thi ticn
tiép nhan ho so, viét Phiéu tiép nhan hd thuce
SO. hién
nhiém
vu
Kiém tra, xem xét ho so:
- Truong hop du diéu kién: Vao phan
mém ding ky ho tich thuc hién nhap
thong tin, in Gidy chung nhan két
hon; ghi ndi dung dang ky vao S6
dang ky két hon, hudng dan cac bén
kiém tra noi dung Gidy chimg nhén
két hon va S6 dang ky két hon cung
cac bén nam, nir ky vao So6 ding ky
két hon, Gidy chimg nhan két hon| Céng 04 Mau 05; Dy
theo quy dinh; tién hanh trao Giay | chic Tu ngay thao Gidy
B2 chimg nhén két hon cho cac bén tai | phap - Ho lam chung nhéan
dia diém diang ky luu doéng. Tai muc tich vige két hon
“Ghi cht” trong S6 dang ky két hon
ghi 10 “Pang ky luu dong”.
- Trudng hop nguoi yéu cau khong
biét chir thi cong chuc tu phap - hod
tich truc tiép ghi To khai, sau d6 doc
cho ngudi yéu cau nghe lai noi dung
va huéng dan ngudi d6 diém chi vao
To khai.
Chuyén buéc B3
- TH Uy quyén: Chanh Vin phong| -Chanh | - THuy | Mau 05; Du
HDND-UBND ky dy thio két qua|  Vin quyén: |thao  Gidy
B3 | giai quyet thu tuc hanh chinh, chuyén |  phong 06 gio' | chimg nhan
dén bude BS. HDND- | -TH |két hon da
- TH khéng ty quyén: Lanh dao Van| UBND khong | ky/ky nhay
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phong ky nhay, chuyén dén budec B4 | _ [ anh dao uy
Van quyen:
phong | 02 gio
A A .o ... .| Lanh dao Mau 05; Gidy
B4 E%/ duyét két qua thuc hién tai budc UBND 04 gic cl}frng nhan
' cap xa két hon
Phat hanh vin ban va tra két qua chQ Vin thu M?}u 05, 06;
B5 |cong chirc Tu phap - HO tich dé UBND 02 gio | Giay chung
chuyén trd cho nguoi dan. nhan két hon
Trong
hoac
Trao Gidy ching nhan két hon cho ng?;'
cong dan. Khi trao Gidy chimg nhén | Lanh dao h% nh
két hon, cong chuc tu phap - ho tich | UBND . x
L~ chinh | Mau 01, 06;
phai doc lai ndi dung Gidy chimg nhén |  cap x&; . e .
B6 . " | tuy theo | Giay  chung
két hon cho nguoi yéu cau _nghe va | cong chuc A A 1A
, thuc | nhan két hon
huong dan nguoi d6 ky vao s0 dang ky | Tu phap - ti&n
két hon; diém chi vao So6 dang ky ket | HO tich thue
hon néu nguoi yéu cau khong biét chir. hia
ién
nhi€ém
vu

* Truong hop ho so qua han xu 1y, trong thoi gian cham nhat 01 ngay trudc
ngay hét han xir ly, Cong chure xur ly hd so trinh Chanh Van phong HDND-
UBND (neu uy quyen)/Lanh dao UBND cép x3 (néu khong uy quyén) ky ban
hanh phiéu xin 16i va hen lai ngdy tra két qua dé guri cho t6 chtrc, c4 nhan.

3 | BIEU MAU
Gidy tiép nhan ho so va hen tra két qua
Miu 01 g
MAu 01.docx
Phiéu yéu cdu bd sung hoan thién hd so
Miu 02 1)
MAu 02.docx
Phiéu tir chéi tiép nhan giai quyét ho so
Mau 03 g
MAu 03.docx
Mau 04 Phiéu xin 15i va hen lai ngay tra két qua




327

EH

Mau 04.docx

Phiéu kiém soat qu4 trinh giai quyét ho so

Mau 05 g

M3&u 05.docx

S6 theo ddi hd so

Mau 06 Iij
Mau 06.docx
T khai dang ky két hon
BM.HT.31.01

BMLHT.31.01.doc

HO SO LUU:

Mau 01; 02, 03, Q4 (néu c0); 06 Iuu tai Trung tdm Phuc vu HCC cép xi. Mau
01, 05 luu theo ho so;

Ho6 so dau vao theo muc 2.3;

S6 dang ky két hon;

H6 so duoc luu tai UBND cap x4, thoi gian luu trit S6 ding ky két hon 14 vinh vién,
con cac giay to khac thuc hién luu theo quy dinh cua Luat HO tich va céc van ban
huong dan thi hanh.

32. Thu tuc ding ky khai tir lvu dong

1 KY HIEU QUY TRINH QT.HT.32
2 | NOIDUNG QUY TRINH
2.1 | Diéu kié¢n thuc hi¢n TTHC:
Nguoi chét khong c6 nguoi than thich, nguoi than thich khong song cung dia
ban x4 hodc 1a ngudi gia, yéu, khuyét tat khong di ding ky khai t duoc.
2.2 | Cach thirc thuc hién TTHC:
Tryc tiép tai nha riéng hodc tai dia diém t6 chtrc dang ky luu dong.
2.3 | Thanh phan hé so, bao gom: Ban | Ban

chinh | sao

* Gidy to phai nop:

- To khai dang ky khai tir theo mau BM.HT.32.01;

- Giay béo tir hodc gidy to thay Gidy bao tir do co quan c6
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tham quyén cap. Truong hop ngudi yéu cau di ndp ban dién
tir Gidy béo tir hoic co quan diang ky ho tich di khai thac
dugc dit lidu dién tir c6 ky s6 cua Gidy bao tir thi khong phai
ndp ban gidy.

- Gidy to chimg minh thudc gia dinh ¢6 cong véi cach mang,
nguoi thude ho ngheéo, nguoi khuyét tat (néu co);

* Gidy to phai xuit trinh:

- Ho chiéu/Thé cin cudc cong dan/Thé cin cude/Can cude
dién tir/Gidy ching nhan cin cudc hodc cac glay to khac co
dan anh va thong tin ca nhan do co quan c6 thAm quyén cép,
con gia tri str dung dé chtirng minh vé nhan than ctia ngudi c6
yéu cau ding ky khai tir (sau dy goi tat la gidy to tuy than)
dé chimg minh vé nhan than khi 1am thu tuc truc tiép tai co
quan dang ky ho tich.

Trirong hop gidy to tiy than si dung la: Hé chiéu, Thé can
cuoc, Can cucC cong dan, Gidy ching nhdn can cuoc thi
nguoi €6 yeu cau dang ky hé tich chi can cung Cap thong tin
sé6 dinh danh cd nhan hogc théng tin vé gidy to (so,
ngay/thang/nim cdp), co quan dang ky ho tich co trach
nhi¢m tra ciru thong tin thong qua ket noi voi Co so dir liéu
ho tich dién tw, Co so dir lieu quoc gia vé dén cw hodc co sé
dir lidu khdc ¢6 lién quan dé doi chiéu, khai thdc dit liéu.
Truong hop khong khai thac dwoc thong tin hodc thong tin
khai thac dwoc khéng dday di, khéng chinh xdc thi co quan
dang ky hé tich yéu cau nguwoi di ding ky ho tich xudt trinh
ban chinh gidy to @é chimg minh, dong thoi dé nghi nguoi di
dang ky hé tich cdp nhdt, diéu chinh thong tin trong cdc co
so dit lieu theo quy dinh cua phap luat.

- Giy to ching minh noi cu tra cudi cung cta nguoi chét dé
xac dinh tham quyén trong truong hop co quan dang ky ho
tich khong thé khai thac dugc thong tin vé noi cu tri cua
cong dan theo cac phuong thirc quy dinh tai khoan 2 Diéu 14
Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cia Chinh
phu. Trudng hop cac thong tin vé gidy to chimg minh noi cu
tra da dugc khai thac tir Co so dir lidu qudc gia vé dan cu
bang cac phuong thirc nay thi nguoi yéu cau khong phai xuat
trinh (theo hinh thire truc tiép).

- Truong hop khong xac dinh duoc noi cu tra cudi clng ciia
nguoi chét thi xuét trinh glay to chiing minh noi nguodi do
chét hodc noi phat hién thi thé cua nguoi chét.

2.4

S6 lwong hd so: 01 bo

2.5

Thoi han gidi quyét: 05 ngay lam viéc.
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Pia di¢m tiép nhan ho so va tra két qua giai quyét TTHC:

2.6 . o
Truc ti€p tai nha ri€ng hodc tai dia di€m t6 churc dang ky luu dong.
Co quan thyuc hién:
- UBND cép x4 noi cu tri cudi cung ctia ngudi chét;
- UBND cép xi noi ngudi d6 chét hoic noi phat hién thi thé nguoi chét trong
2.7 | truong hop khéng xac dinh duoc noi cu tri cudi ciing ctia ngudi chét.
Co quan c6 tham quyén quyét dinh: UBND cip xi.
Co quan dwoc ity quyén: Khong.
Co quan phdi hop: Co quan quan Iy Co sé dit liéu Qudc gia vé dan cu.
2.8 | Dbi twgng thwe hign TTHC: Ca nhan
2.9 | Két qua giai quyét TTHC: Trich luc khai tir (ban chinh).
2.10 | Quy trinh xir ly cong viéc
TT Trinh tw TrﬁCh T.hm x Ble;u X
‘ nhiém glan mau/Keét qua
Tiép nhan hé SO Trong
Tai dia diém dang ky ho tich luu dong, hozc
CoE Chl‘I(.: ’l:u P Pap A HQ;uChq hu(Ayng Cong ngp‘al Mau 01; 02,
dan nguodi yéu cau dién day du thong , gio X .
: . L e , o 1A chtrc Tu 2 03 (néu co);
Bl | tin trong To khai dang ky khai tur; kieém . hanh s T
LA a1 \ P phap - . 06 va HO so
tra cac gidy to 1am co s¢ cho viée dang Ho tich chinh theo muc 2.3
ky khai tir, viét Phicu tiép nhan ho so. S tuy theo T
Néu ho so khong di diéu kién thi thye
hudng dan cong dan hoan thién. ticn
Kiém tra, xem xét hd so: Vao S6 diang | C6ng x _
, . Al 1AL P A , .. |Mau 01, 05;
ky khai tir, nhap dir liéu vao phan mém | chic Tu | 04 ngay : .
B2 . ) \ , . . . .. | Du thao Trich
hd tich, in du thao Trich luc khai tir, | phéap- |lam viéc lue khai tir
trinh budc B3 Ho tich :
- Chanh | - THuy
- TH uy quyén: Chanh Van phong Vian quyeén:
HDND-UBND ky du thao ket qua giai | phong | 06 gio | Mau 01, 05;
B3 quyét thu tuc hanh chinh, chuyén dén | HDND- -TH | Dy thao Trich
budc BS. UBND | khong |luc khai tir da
- TH khong uy quyén: Lanh dao Van| -Lanh ly ky/ky nhay
phong ky nhay, chuyén dén budc B4 dao Van | quyén:
phong 02 gio
Lanh dao
R L N UBND .. | MAu 05; Trich
B4 | Ky Trich lyc khai tir cho cong dan. chp xa 04 gio luc khai tir
cép xa
B5 | Phat hanh van ban va tra két qua cho| Cong 02 gid | Mau 05; Trich
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cong chtrc Tu phap - Ho tich dé chuyén | chirc luc khai t
tra két qua cho cong dan. Vian
phong;
Cong
chuc Tu
phap -
H tich.

Tra két qua, chuyén ngudi dan ky so,
thu 1¢ phi theo quy dinh (neu cd).
Huéng dan ngudi yéu cau kiém tra ndi

dung Trich luc khai tir va S6 dang ky Trong
khai tir; tai muc “Ghi cht” trong So hoac
dang ky khai tir ghi 0 “Pang ky luu Co ngoai
dong”. oo | gio | Mau 01, 06;

B6 |- Truong hop ngudi yéu cau khong biét ¢ E’; _u hanh | Trich luc khai
chit thi cdng chirc tu phap - h tich truc I—pIA P chinh | tir
£ R ) , .. otich | ..
tiép ghi To khai, sau d6 doc cho nguoi tuy theo
yéu cau nghe lai ndi dung va hudéng dan thue
ngudi d6 diém chi vao To khai. Khi tra tién
két qua, cong churc tu phap - ho tich doc
lai nd1 dung Trich luc khai tir cho nguoi
yéu cau nghe.
*Luuy:
- Nguoi tlep nhan ho so thuc hién khai thac thong tin trong Co s¢ dir li¢u
quéc gia vé dan cu theo quy dinh phap luat néu nguoi yéu Cau dang ky ho
tich da cung cap ho, chir dém, tén; ngay, thang, nim sinh; s6 dinh danh ca
nhan/thé can cudc cong dan/thé can cude/can cude dién ti. Truong hop cac
thong tin can khai thac khong c6 trong Co s¢ dit liéu qudc gia vé dan cu thi
dé nghi ngudi yéu cau ké khai day du.
- Trudng hop ho so qua han xir 1y, trong thoi gian chdm nhét 01 ngay trudc
ngay hét han xir ly, Cong chure xur ly ho so trinh Chanh Van phong HDND-
UBND (neu uy quyen)/Lanh dao UBND cép x3 (néu khong uy quyén) ky ban
hanh phiéu xin 16i va hen lai ngay tra két qua dé giri cho t6 chtic, c nhan.
- Trong qué trinh giai quyét hd so ngudi c6 trach nhiém thyc hién can thuc
hién dong thoi cac thao tac tiép nhan/chuyén/tra ho so, két qua giai quyét trén
Cong Dich vy cong qudc gia véi cac budc trong quy trinh.

3 | BIEU MAU

Giéy tiép nhéan ho so va hen tra két qua
Mau 01 w5

Mau 01.docx

Mau 02 Phiéu yéu cau b6 sung hoan thién ho so
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@j

M3u 02.docx

Phiéu tir chéi tiép nhan giai quyét ho so

Miu 03 w5
Mau 03.docx
Phiéu xin 16i va hen lai ngay tra két qua
Mu 04 w5
Mau 04.docx
Phiéu kiém soat qua trinh giai quyét hd so
Miu 05 1)
MAau 05.docx
S6 theo ddi ho so
Mau 06 Iij
Mau 06.docx
To khai dang ky khai tur
BM.QT.32.01
BM.HT.32.01.doc
4 |HOSOLUU:

Mau 01; 02, 03, 04 (néu c6); 06 luu tai Trung tdm Phuc vu HCC cip xa. Mau

01, 05 luu theo hd so.

Ho so dau vao theo muc 2.3;

S6 dang ky khai tir;

HO so duoc Ivu tai UBND cép x4, thoi gian luu trix SO dang ky khai tir 1a vinh vién,
con cac giday to khac thuc hién luu theo quy dinh cua Luat HQ tich va cac van ban
hudng dan thi hanh.

33. Thi tuc ding ky khai sinh ¢é yéu t6 nwéc ngoai tai khu vue bién

gigi
1 | KYHIEU QUY TRINH QT.HT.33
2 | NOI DUNG QUY TRINH

2.1 | Piéu Kién thue hién TTHC:
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Tré sinh ra tai Viét Nam c6 cha hodc me 1a cong dan Viét Nam thuong tra
tai dia ban xa & khu vuc bién gidi con me hodc cha la cong dan nude lang
giéng thuong trii tai don vi hanh chinh tuong duong cap xi ciia Viét Nam
tiép giap véi xa & khu vuc bién gi6i ciia Viét Nam noi cong dan Viét Nam
thuong tra.

2.2

Cach thure thuce hién TTHC:

- Thu tuc nay du diéu kién thuc hién dich vu céng truc tuyén toan trinh.

- Ngudi yéu cau dang ky khai sinh tryc tiép thuc hién hoic uy quyén cho
ngudi khac thuc hién nop hd so truc tiép tai Trung tdm Phuc vu HCC cép
x& hodc guri ho so qua hé théng buu chinh hoic nop ho so truc tuyén trén
cong dich vu céng quéc gia (https://dichvucong.gov.vn) hogc Ung dung
dinh danh qudc gia.

- Ngp tai Trung tdm Phuc vy Hanh chinh cong tinh Ha Tinh - S6 02A,
dwong Nguyén Chi Thanh, phwong Thanh Sen, tinh Ha Tinh dé thuc hién
phi dia gioi hanh chinh,

2.3

Ban | Ban

Thanh phan ho so, bao gom: chinh | sao

To khai dang ky khai sinh theo mau BM.HT.33.01 (néu
nguoi o yéu cau lua chon nop ho so theo hinh thirc truc tiep X
hoac guri ho so qua Dich vu buu chinh cong ich);

Mau ho tich dién tir tuong tac dang ky khai sinh (do nguoi
yéu cau cung cap thong tin theo hudéng dan trén Cong dich
vu cong, néu nguoi ¢ yeu cau lya chon nop ho so theo hinh
thirc truc tuyén);

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

*Gidy to phai ndp:

Gidy chimg sinh; truong hop khong co Gidy ching sinh thi
ndp van ban cia ngudi 1am ching xac nhan vé viéc sinh;
néu khong c6 ngudi 1am ching thi phai cé gidy cam doan
vé viéc sinh;

Truong hop ngudi yéu cau di ndp ban dién tir Gidy chimg
sinh hodc co quan dang ky h¢ tich da khai thac dugc dir licu
dién tir co ky so cua Gidy chung sinh thi khong phai nop
ban giay.

Vian ban x4c nhan cua co s6'y té da thuc hién ky thuat hd
trg sinh san cho viéc mang thai ho doi vo1 truong hop khai X
sinh cho tré em sinh ra do mang thai ho;

Van ban thoéa thudn cua cha, me vé€ vi¢c lua chon quoc tich
cho con. Truong hop cha, me lya chon quoc tich nudc ngoai X
cho con, thi ngoai van ban thoéa thuan lya chon quoc tich con



https://dichvucong.gov.vn/

333

phai ¢6 xac nhan ctia co quan c6 tham quyén nudc ngoai vé
viéc tré c6 quoc tich nudc ngoai theo quy dinh cia phap luat
nudc do;

Gidy to chimg minh nhan than, gidy t& ching minh noi
thuong trd & khu vuc bién gidi cua cong dan nudc lang
giéng;

Van ban uy quyén theo quy dinh cta phép luat trong trudng
hop uy quyén thuc hién viéc dang ky khai sinh;

Gidy to ching minh thudc gia dinh c¢6 cong véi cach mang,
nguoi thude ho ngheo, nguoi khuyét tat (néu co).

* Gidy to phai xuit trinh:

Ho6 chiéu/Thé can cudc cong dan/Thé cin cudc/Can cudce
dién tu/Gidy ching nhan cin cude hoic cac glay to khac co
dan anh va thong tin ca nhan do co quan c6 tham quyén cép,
con gia tri st dung dé ching minh vé nhéan than cia nguoi
yéu cau dang ky khai sinh (sau day goi tit la gidy to tuy
than) khi lam thu tuc truc tiép tai co quan dang ky ho tich.
Truong hop gidy to tiy than si dung la: Hé chiéu, Thé can
cuéc, Can cudc cdng dan, Gidy chieng nhdn cdn cwéc ma co
quan ddng ky hé tich cé thé doi chiéu, khai thdc dir ligu trén
H¢ thong thang tin giai quyét TTHC cap tinh thdng qua ket
nol Véi Co sé dir liéu hé tich dién tir, Co so dir liéu quoc gia
vé ddn cu hogc CSDL khac cé lién quan thi nguoi cé yéu cau
dang ky h¢ tich chy Can cung cap thdng tin so dinh danh cd
nhan hodgc thdng tin vé gidy to (s, ngaylthdng/nim cdp), co
quan dang ky ho tich co trach nhi¢m tra ciru thong tin thong
qua két noi voi Co' so dit liéu ho tich dien tu, Co so dir lieu
quoc gia vé ddn cu hodc co sé dir liéu khdc cé lién quan dé
doi chiéu, khai thac dir liéu.

Truong hop khong khai thac duoc thong tin hodc thong tin
khai thac dwoc khéng ddy di, khéng chinh xdc thi co quan
dang ky hé tich yéu cau nguoi di dang ky hé tich xudt trinh
ban chinh gidy to dé chirmg minh, dong thoi dé nghi ngueoi di
dang ky hé tich cdp nhdt, diéu chinh thong tin trong cdc co
so dir liéu theo quy dinh cua phap luat.

Truong hop cac thong tin ca nhan trong cac gidy to nay da
c6 trong Co sé dit liéu quéc gia vé dan cu, Co so dit liu ho
tich dién tor, duoc hé thong dién ty dong thi khong phai tai
1én (theo hinh thtc truc tuyén);

Giy to ching minh noi cu tri cua cong dan Viét Nam dé
ching minh thdm quyén dang ky khai sinh trong truong hop
co quan dang ky hg tich khong thé khai thac dugc thong tin
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vé noi cu tri cua cong dan theo cac phuong thirc quy dinh tai
khoan 2 Piéu 14 Nghi dinh sb 104/2022/ND-CP ngay
21/12/2022 cua Chinh phu. Truong hop céc thong tin vé gidy
to0 ching minh noi cu trt d3a dugc khai thac tu
CSDLQGVDC bang cac phuong thirc nay thi ngudi yéu cau
khong phai xuat trinh (theo hinh thirc truc tiép) hodc tai 1én
(theo hinh thirc truc tuyén).

- Truong hop giri ho so qua hé thong buwu chinh thi phdi giri
kém theo bdn sao cé chitng thuc cdc gidy to phdi xudt trinh
néu trén.

*Luuy

- C4 nhan c6 quyén lua chon thuc hién thu tuc hanh chinh vé ho tich tai co
quan dang ky ho tich noi cu tr; noi cu tri ciia ca nhan dugc xac dinh theo
quy dinh cua phap luét vé cu tra. Truong hop ca nhén lya chon thue hién thu
tuc hanh chinh vé h¢ tich khong phai tai Uy ban nhan dan cap x4 noi thuong
trd hodc noi tam tri thi Uy ban nhan dan cip x4 noi tiép nhan 'yéu cau co
trach nhiém hd trg ngudi dan ndp ho so dang ky ho tich truc tuyén dén dung
co quan c6 tham quyén theo quy dinh.

- Pbi voi yéu cau dang ky khai sinh ma cha, me tré¢ da dang ky két hon, trén
co s thong tin vé Gidy chimg nhan két hon cung cép trong To khai dang ky
khai sinh, co quan dang ky ho tich c6 trach nhi€m tra ctru thong tin vé tinh
trang hon nhan ctia cha, me tré trén Hé thong thong tin giai quyét thu tuc hanh
chinh cdp tinh théng qua két ndi voi Co s& dir lieu ho tich dién tu,
CSDLQGVDC. Két qua tra ctru duoc luu trir dudi dang dién tir hodc ban
gidy, phan anh day du, chinh xac thong tin tai thoi diém tra ctru va dinh kém
hé so ctia ngudi diang ky. Truong hop khong tra ctiru duoc tinh trang hén nhan
do chua co6 thong tin trong Co s¢ dir 1iéu ho tich dién tr, CSDLQGVDC, thi
co quan diang ky ho tich dé nghi Uy ban nhéan dan cap X3 noi nguoi yéu cau
thuong tri/noi da dang ky két hon xac minh, cung cap thong tin. Trong thoi
han 03 ngay 1am viéc ké tir ngdy nhan dugc yéu cau xac minh, Uy ban nhin
dan cép x4 noi nhan duoc dé nghi xac minh c6 trach nhiém kiém tra, xac
minh va giri két qua vé tinh trang hon nhan cta nguoi do.

- Dbi voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp hod so theo hinh thirc
truc tiép:

+ Nguoi yéu cau dang ky ho tich co the ndp ban sao dugc chung thyc tir ban
chinh hodc ban sao dugc cip tir sd gbe (sau day goi la ban sao) hodc ban chup
kém theo ban chinh, ban dién tir cac gidy to ndy, bao gdm ca gidy to dugc tich
hop, hién thi trén Ung dung dinh danh dién tr (VNelD).

Truong hop nguoi yéu cau ndp ban chup kém theo ban chinh gidy to thi
ngudi tiép nhén co trach nhiém kiém tra, ddi chleu ban chup vé1 ban chinh va
ky x4c nhan, khong dugc yéu cau ndp ban sao gidy to do.

Déi v6i gidy to xuat trinh khi dang ky ho tich, ngudi tiép nhan co trach nhiém
kiém tra, d6i chiéu, ghi lai thong tin hoac chup lai, ky x4c nhan dé luu trong
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hd so va tréa lai cho nguoi xut trinh, khong duoc yéu cau ndp ban sao hoac
ban chup gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, dii hd so dang ky ho tich
theo quy dinh cua phép ludt ho tich, khong duoc yéu cau nguoi dang ky ho
tich ndp thém gidy t& ma phéap luat ho tich khong quy dinh phai ndp.

Nguoi tiép nhan hd so thyc hién khai thac thong tin trong CSDLQGVDC
theo quy dinh phap lut néu nguoi yéu cau dang ky ho tich di cung cap ho,
chir dém, tén; ngay, thang, ndm sinh; s6 dinh danh ca nhan/th¢ can cude cong

dan/th¢ can cude/can cude dién tir. Truong hop cac thong tin can khai thac
khong co trong CSDLQGVDC thi dé nghi nguoi yeu cau ké khai day du.

- Béi voi gidy to gui kém theo néu nguoi yéu cau ndp ho so theo hinh thirc
truc tuyén

+ Ban chup céc glay to guri kém theo ho so dang ky khai sinh truc tuyén phai
bao dam 13 nét, day du, toan ven vé noi dung, 1a ban chup bang may anh, dién
thoai hodic duoc chup, dugc quét bang thiét bi dién tir, tir gidy to dugc cip
hop 1€, con gia tri st dung.

+ Trudng hop gidy to, tai liéu phai giri kém trong hd so dang ky khai sinh
truc tuyén di c6 ban sao dién tir hodc ban dién tir gidy to ho tich thi ngudi yéu
cau dugc sir dung ban dién tir ndy.

- Truong hop nguoi yéu cau diang ky ho tich Iua chon nhan két qua tai Trung
tam Phyc vu HCC cap xa thi nguoi yéu cau dang ky ho tich phai xuét trinh
gidy to tuy than, ngp cac gidy to 13 thanh phan ho so theo quy dinh; Truong
hop nguoi yeéu cau dang ky ho tich khong Iya chon nhan két qua tai Trung
tam Phuc vu HCC cép x4 thi ngudi yéu cau dang ky ho tich ndp cac gidy to 1a
thanh phan ho so theo quy dinh truéc khi nhan két qué.

- Trudng hop ngudi yéu cau dang ky ho tich khong cung cap duogc gidy to
theo quy dinh hoac giéy to ndp, xuét trinh bi téy x0a, sua chira, lam gia thi co
quan dang ky ho tich c6 thim quyén hity bo két qua dang ky ho tich.

- Gidy to do co quan c6 thim quyén ctia nudc ngoai cap, cong chimg hodc
xac nhan dé sir dung cho viéc ding ky ho tich tai Viét Nam phai dugc hop
phap hoa lanh su theo quy dinh cta phap luat, trir truong hop duoc mién theo
didu udc qudc té ma Viét Nam la thanh vién.

- Trudng hop cho phép ngudi yéu cau dang ky ho tich 1ap vin ban cam doan
vé noi dung yéu cau ding ky ho tich thi co quan dang ky ho tich phai giai
thich & cho nguoi 1ap van ban cam doan vé trach nhiém, hé qua phap 1y cua
vi¢c cam doan khong ding su thit.

Co quan dang ky ho tich tir chdi giai quyét hodc dé& nghi co quan c6 thim
quyén hiy bo két qua dang ky ho tich, néu c¢6 co sd xac dinh ndi dung cam
doan khong dung su that.

- Pbi véi viée xac dinh ho, dan tdc, qué quan, dit tén cho tré:

+ Viéc xac dinh ho, dén tdc, dat tén cho tré em phai phu hop voi phap luét va
yéu cau giir gin ban sic dan toc, tp quan, truyén thong vian hoa t6t dep cia
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Viét Nam; khong dat tén qua dai, kho stir dung.

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

2.4 | S6 lwong ho so: 01 bo.

Thoi han giai quyét: Ngay trong ngay tiép nhan hd so; truong hop nhan

2.5 | hd so sau 15 gio ma khong giai quyét dugc ngay thi tra két qua trong ngay
lam viéc tiép theo.

Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
- Trung tam Phuc vu HCC cép Xa.

THE T rung tam Phuc vu hanh chinh cong tinh dé thuc hién phi dia gioi hanh

chinh.

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

- Ung dung dinh danh quéc gia.

Co quan thue hién: UBND cip x4 & khu vuc bién gidi noi thuong tra ciia
nguoi cha hodc nguoi me la cong dan Viét Nam.

2.1 Co quan dwore iy quyén: Khong.

Co quan phdi hop: Co quan quan Iy Co so dit liéu Qudc gia vé dan cu.

2.8 | Poi twong thue hién TTHC: Ca nhan
Két qua giai quyét TTHC:

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

g |+ Ban dién tir Gidy khai sinh (Ban dién tir s& tw dong gui vé Kho quan Iy dir
liéu Qién tr cua ca nhén/gﬁa chi thu di¢n tir/thi€t bi s6/dién thoai clia nguoi
yéu cau sau khi da hoan tat thu tuc dang ky khai sinh tai co quan dang ky ho
tich).

- Hd so khong du diéu kién: Vin ban thong bao khong du diéu kién.
2.10 | Quy trinh xir ly cong viéc
TT Trinh tw TréCh Th0'1 mé!isliflléé't
: nhi¢ém glan -
qua
1. Tiép nhan hd so truc tiép tir ca
nhan hoac tir dich vy buu chinh con X
ich hoeié trén .C(K)r}é Dich vu Céng Cong o g/éélznglll; c(()’)gf
81 Quoc gia (https://dichvucong.gov.vn) hiie hanh | 06 va Hb so

hodc Ung dung dinh danh quéc gia.
S as . Hecs TN&TKQ | chinh | theo myc 2.3
2. Kiém tra ho so:

- Néu ho so chua ~de‘iy du hoac khong
hop 1&: Huong dan hodc thong béo
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bang vin ban cho ca nhin bo sung,
hoan thién hd so. Trudong hop khong
bo sung, hoan thién dugc ho so thi
thong béo tir chdi giai quyét hd so.

- Néu ho so day du, hop 1é: Lam tha
tuc tiép nhan hd so va thu phi, 1€ phi
theo quy dinh. Néu tiép nhan ho so sau
15 gio thi giri Phiéu hen, tra két qua
cho ngudi c6 yéu ciu trong ngdy lam
viéc tiép theo hodc guri tin nhén hen tra
két qua qua dién thoai di dong cho
ngudi ¢o yéu cau (néu ngudi co yéu
cau lya chon hinh thuc nop hd so truc
tuyén).

Sau khi tiép nhan ho so theo hinh thuc
nop truc tiép, Cong chuc tiép nhan
thuc hién sd hoa (sao chup, chuyén
thanh tai liéu dién tr trén hé thong
thong tin, co so dit liéu) va ky s6 vao
tai liéu, ho so giai quyét thi tuc hanh
chinh da duoc sé hoa theo quy dinh.

Co M?lu 05 va
g, | Chuyén Lanh dao Van phong HDND- ngg | g |HO so theo
UBND cap xa muc 2.3
TN&TKQ
Lanh d Mau 05 va
B3 Lanh dao Van phong phan cong cong a%inao | oid H6 so theo
chtre xtr 1 hd so \ 819 ' myc 2.3
phong
Kiém tra, xem xét hd so:
- Néu du diéu kién: Ghi ndi dung khai
sinh vao SO ding ky khai sinh, cap
nhat dir liéu vao phﬁn mém hd tich. Mau 05; Du
Truong hop cha, me lya chon qu(f)c Cong thao Giéy
tich Viét Nam cho con thi chuyén hite Tu khali sinh
B4 | thong tin dén Co s¢ dir liéu Quoc gia Ch Ho 03 gio | hodc van ban
vé dan cu dé ldy S6 dinh danh ca P apil © théng  bao
nhan. Sau khi c6 sé dinh danh ca| °° khong  du

nhan, in du thao Gidy khai sinh.

Truong hop tiép nhan hd so ding ky
khai sinh theo hinh thirc truc tuyén:
Gui lai biéu miu Gidy khai sinh dién

dieu kién
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tir voi thong tin ddy du cho ngudi yéu
cau qua thu dién tir hodc thiét bi sd.
Nguoi yéu ciu co trach nhiém kiém
tra tinh chinh xac, diy du cua cic
thong tin trén biéu mau Gidy khai sinh
dién tir va x4c nhén (t6i da mot ngay).
Néu ngudi co yéu ciu xac nhan thong
tin di thong nhat, diy du hoic khong
c6 phan hdi sau thoi han yéu cau thi
ghi ndi dung vao S6 dang ky khai sinh,
cap nhat thong tin dang ky khai sinh
va luu chinh thirc trén Phan mém dang
ky, quan 1y ho tich dién tr ding chung.
- Néu khong du diéu kién: Dy théo van
ban thong bao khong du diéu kién.

Chuyén budc B5.
-TH x
‘ -Chénh | ay | Maw 0% v
- TH uy quyén: Chanh Van phong Vian quyén: I(haq ! a%/
HDND-UBND ky dy thio ket qua| phong | 02gio | al ; S}'l'i‘
B5 giai quyét thu tuc hanh chinh, chuyén | HDND- -TH oac du tb?o
dén budc BT. UBND | khong tvr?éln bgg
- TH khong uy quyép: Lanh dao Van | - Lanhdao | uy kh()ngg dir
phong ky nhay, chuyén dén budc B6 Vian quyefn didu kién da
phong | = 011y vy nhay
gio
M?l’u 05;
Lanh dao ij}lly 111( hfl !
B6 Ky du thao két qua giai quyét thu tuc | UBND 01 gid s1€111n ggﬁ
hanh chinh tai B2. cap xa g10° | val ;
L. thong  bao
cap xa khong  du
dicu kién
Mau 05;
Giay  khai
B7 Phét hanh van ban va tra lgét qua cho | Van thu 01 wid igﬁl hggfl
Trung tam Phuc vu HCC cp xa. UBND & ! ;
théng  bao
khong  du
dicu kién
gg | Ird két qua, thu phi, 1& phi theo quy | Céng Gio | Mau 01, 06;
dinh. chure hanh | Giay  khai
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TN&TKQ | chinh |sinh  hodc

van ban
théng  bao
khong  du

dieu kién

* Truong hop hd so khong xur ly dugc trong ngay lam viéc hodc trong ngay
1am viéc tiép theo (ddi voi hd so nhan sau 15 gid), trong ngay hen tra két
qua, Cong chuc xur ly hd so trinh Chanh Van phong HDND-UBND (néu
uy quyen)/Lanh dao UBND cip x4 (neu khong uy quyén) ky ban hanh
phiéu xin 15i va hen lai ngay tra két qua dé gui cho t6 chirc, ca nhan.

BIEU MAU
Gidy tiép nhan ho so va hen tra két qua
Miu 01 W
MAu 01.docx
Phiéu yéu cau bd sung hoan thién ho so
Miu 02 w5
MAu 02.docx
Phiéu tir chéi tiép nhan giai quyét ho so
Miu 03 w9
Mau 03.docx
Phiéu xin 16i va hen lai ngay tra két qua
Miu 04 w5
MAu 04.docx
Phiéu kiém soat qua trinh giai quyét ho so
Mau 05 lij
MAu 05.docx
S0 theo d&i ho so
Mau 06 Iij
Mau 06.docx
BM.HT.33.01 BM.I-I'I'Q)LdDC
To khai dang ky khai sinh
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BM.HT.33.02 mm@ozduc
Van ban cam doan

Mau ho tich dién tir twong tic dang ky khai sinh (néu
ndp ho so theo hinh thire truc tuyén).
BM.HT.33.03 D

BMLHT.33.03.doc

HO SO LUU:

Mau 01; 02, 03, 04 (qéu c0); 06 luu tai Trung tdm Phuc vu HCC cép Xa.
Mau 01, 05 luu theo ho so;

Ho6 so dau vao theo muc 2.3;

S6 dang ky khai sinh;

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

Ho so dugc luu tai UBND cap x3, thoi gian luu trir S6 dang ky khai sinh 14 vinh
vién, con cac giay to khac thuc hién luu theo quy dinh cua Luat HS tich va cac van
ban hudéng dan thi hanh.

34. Thi tuc diing ky két hon cé yéu t6 nwéc ngoai tai khu vue bién giéi

1 | KYHIEU QUY TRINH QT.HT.34
2 | NOIDUNG QUY TRINH
2.1 | Piéu kién thwe hién TTHC:

* Cong dan Vi€t Nam thuong tru tai dia ban xa ¢ khu vuc bién giGi dang
ky két hon véi cong dan cua nudc lang gleng thu’O’ng tra tai don vi hanh
chinh twong dwong cép xa cua Viét Nam tiép gidp voi xa ¢ khu vuc bién
gid1 cua Viét Nam noi cong dan Vi¢t Nam thuong tri.

* Nam nit két hon v6i nhau phai tuan theo cac diéu kién sau:

- Nam tlr dui 20 tudi tr 1én, nit tir ¢ 18 tudi trd 1én;

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

- Khong bi mét nang luc hanh vi dan sy;

- Khong cung gidi tinh;

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

+ Tao hon, cudng ép két hon, lira dbi két hon;
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+ Nguoi dang ¢ vo, c6 chong ma két hon hodc chung song nhu vo chong
v6i ngudi khac hodc chua co vo, chua c6 chong ma két hon hodc chung
song nhu vo chdong voi nguoi dang c6 chdng, co vo;

+ Két hon hoidc chung sdng nhu vo chdng gitta nhitng ngudi cing dong
mau vé truc hé; gitta nhitng ngudi c6 ho trong pham vi ba doi; gitta cha,
me nudi voi con nudi; gitta nguoi da tung 1a cha, me nudi voi con nudi,
cha chong v6i con dau, me vg voi con ré, cha dugng voi con riéng cua
vo, me ké véi con riéng cua chong.

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

2.2

Cach thirc thuce hién TTHC:

Nguoi yéu cau dang ky két hén thuc hién nop hd so truc tiép tai Trung
tdm Phuc vu HCC cép x&, nop hd so truc tuyén trén Cong dich vu cong
quéc gia (https://dichvucong.gov.vn) hoic Ung dung dinh danh quéc gia
(b&n nam hoic bén nit ¢ thé nop hd so ma khdng can co vin ban uy
quyén caa bén con lai).

- Ngp tai Trung tdm Phyuc vy Hanh chinh céng tink Ha Tinh - S6 02A,
duwong Nguyén Chi Thanh, phirong Thanh Sen, tinh Ha Tinh dé thyc hién
phi dia gioi hanh chinh.

2.3

Ban Ban

Thanh phan ho so, bao gom: chinh | sao

To khai dang ky két hon theo mau, c6 du thong tin cia hai
bén nam, nir. Hai bén nam, nit c6 thé khai chung vao mot
To khai ding ky két hon theo mau BM.HT.34.01 (néu ndp
tryc tiép);

Mau ho tich dign tir twong tac dang ky két hon (do nguoi
yéu ciu cung cap thong tin theo hudng dan trén Cong
dich vu cong, néu nguoi co yeéu cau lya chon nop hd so
theo hinh thirc truc tuyén);

Nguoi cO yéu cau dang ky két hon thuc hién viéc
ndp/xuat trinh (theo hinh thure truc tiép) hodc tai Ién (theo
hinh thirc truc tuyén) cac gidy to sau:

* Gidy to phai nop:

Giéy to do co quan c6 tham quyén ctia nudc lang giéng
cap khong qua 6 thang tinh dén ngay nhan hd so xac nhan
cong dan nuoc lang giéng hién tai 1a nguoi khong co vo
hoac khéng co chong,

Giay to ching minh nhan than, chimg minh noi thuong
trd & khu vuc bién gioi caa cong dan nudce lang giéng.

* Gidy to phai xuit trinh:

Ho chiéu/Thé can cudc cong dan/Thé can cudc/Can cude
dién ti/Giay chiing nhan can cudc hoac cac gidy to khac
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c6 dan anh va thong tin ca nhan do co quan c6 thAm quyén
cap, con gia tri st dung dé ching minh vé nhan than cua
cong dan Viét Nam(sau ddy goi tat 1a gidy to tay than) khi
lam thu tuc tryc tiép tai co quan dang ky ho tich.

Truong hop gidy to tiy than siz dung la: Hg chiéu, Thé
can cudc, Can cwéc ¢dng dan, Gidy chiing nhédn cdn cuéc
Ma Co quan dang ky hé tich cé thé dai chiéu, khai thdc dir
licu trén Hé thong thdng tin gidi quyét TTHC cdp tinh
thong qua két noi véi Co sé dix lidu hé tich dién tir, Co so
dir ligu quac gia vé ddn cu hogc CSDL khdc cé lién quan
thi nguoi ¢é yéu cau dang ky hg tich chi can cung cap
thdng tin s6 dinh danh ca nhan hogc thang tin vé giay to
(s6, ngay/thang/ndm cdp), co quan dang ky ho tich co
trach nhiém tra ciru thong tin thong qua ket noi voi Co 50
dir lieu ho tich diéen tw, Co so dir liéu quoc gia vé dan cur
hodac co so dit liéu khac co lién quan dé doi chiéu, khai
thac dir liéu.

Trueong hop khong khai thac dwoc thong tin hodc thong
tin khai thac dwoc khéng day di, khéng chinh xdc thi co
quan ding ky hé tich yéu cdau ngwoi di ding ky ho tich
xudt trinh ban chinh gidy to dé chimg minh, dong thoi dé
nghi nguoi di dang ky ho tich c¢dp nhdt, diéu chinh théng
tin trong cdc co so dit liéu theo quy dinh cua phdp ludt.
Trudng hop cac thong tin c4 nhan trong cac gidy to ndy da
c6 trong Co so dit liéu quéc gia vé dan cu, Co so dit liu
ho tich dién tu, duoc hé thong dién tu dong thi khong phai
tai 1én (theo hinh thuc truc tuyén);

Gidy to co gia tri ching minh thong tin vé cu tra trong
truong hop co quan ding ky ho tich khong thé khai thac
duoc thong tin vé noi cu trG cta cong dan theo céc
phuong thitc quy dinh tai khoan 2 Diéu 14 Nghi dinh sb
104/2022/ND-CP  ngay 21/12/2022 cua Chinh phu.
Truong hop cac thong tin vé gidy to ching minh noi cu
tri da duoc khai thac tir Co s¢ dir liu quoc gia Ve dan cu
bang cac phuong thirc nay thi nguoi ¢ yéu cau khong
phai xuit trinh (theo hinh thirc truc tiép) hodc tai 1én
(theo hinh thtc tric tuyén).

*Luuy

- Ca nhan c6 quyén lua chon thuc hién thi tuc hanh chinh vé ho tich tai
co quan dang ky hd tich noi cu tri; noi cu tri ctia cd nhan dugc xac dinh
theo quy dinh ctia phap luat vé cu tra. Truong hop ca nhan lya chon thuc
hién tha tuc hanh chinh vé ho tich khong phai tai Uy ban nhan dan cép Xa
noi thuong tri hodc noi tam tr thi Uy ban nhan dan cdp x4 noi tiép nhan
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yéu cau co trach nhiém hd tro nguoi dan ndp ho so dang ky ho tich truc
tuyén dén dung co quan c6 thim quyén theo quy dinh.

- Pbi voi gidy to ndp, xuét trinh néu ngudi yéu cau ndp hd so theo hinh
thirc truc tiép:

+ Ngudi yéu cau dang ky ho tich c¢6 thé ndp ban sao duge chimg thuc tir
ban chinh hoic ban sao duoc cp tir s6 gdc (sau day goi 1a ban sao) hoic
ban chup kém theo ban chinh, ban dién tir cac gidy to ndy, bao gdm ca
giay t& duoe tich hop, hién thj trén Ung dung dinh danh dién tir (VNelID).
Truong hop nguoi yéu cau nop ban chup kém theo ban chinh gidy to thi
nguoi tiép nhan cé trach nhiém kiém tra, dbi chiéu ban chyp voi ban
chinh va ky xac nhan, khong duoc yéu cau ndp ban sao gidy to do.

Pbi voi giéy to xuat trinh khi dang ky ho tich, nguoi tiép nhan co trach
nhiém kiém tra, d6i chiéu, ghi lai thong tin hodc chup lai, ky xac nhan dé
Iwu trong ho so va tra lai cho nguoi xuat trinh, khong dugc yéu cau ndp
ban sao hodc ban chup gidy to do.

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

Nguoi tiép nhan hd so thyuc hién khai thac thong tin trong CSDLQGVDC
theo quy dinh phéap luat néu ngudi yéu cau ding ky ho tich di cung cap
ho, chit dém, tén; ngdy, thang, nam sinh; sd dinh danh c4 nhan/thé cin
cudc cong dan/thé can cuoc/can cude dién tu. Trudng hop cac thong tin
can khai thac khong c6 trong CSDLQGVDC thi dé nghi ngudi yéu cau ké
khai day du.

- Ddi véi gidy to giri kém theo néu ngudi yéu cau ndp hd so theo hinh
thire truc tuyén:

+ Ban chup céc gidy to giri kém theo hé so dang ky két hon tryc tuyén
phai bao dam rd nét, day du, toan ven vé ndi dung, 1 ban chup bang may
anh, dién thoai hodc dugc chup, dugc quet bang thiét bi dién tir, tir gidy to
duoc cap hop 1€, con gia tri st dung.

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

- Trudng hop ngudi yéu cau ding ky ho tich liwa chon nhan két qua tai
Trung tam Phyc vy HCC cap x4 thi nguoi yéu cau dang ky h¢ tich phai
xuét trinh gidy t& tuy than, ndp cac giay to la thanh phan hd so theo quy
dinh; Truong hop nguoi yéu cau dang ky ho tich khong lua chon nhén két
qua tai Trung tam Phuc vu HCC cip x4 thi ngudi yéu cau ding ky ho tich
ndp céc giay to 1a thanh phan ho so theo quy dinh trudc khi nhan két qua

- Truong hop nguoi yéu cau dang ky ho tich khong cung cap duoc gidy to
theo quy dinh hodc gidy to ndp, xuét trinh bi tdy x6a, sira chita, 1am gia
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thi co quan ding ky ho tich c6 thAm quyén hiuy bo két qua dang ky ho
tich.

- Giay to do co quan c6 thim quyén ciia nude ngoai cp, cong chimg hoic
xac nhan dé sir dung cho viéc dang ky hd tich tai Viét Nam phai dugc hop
phéap hoa lanh sy theo quy dinh cua phép luat, trir truong hop dugc mién
theo diéu udc qudc té ma Viét Nam 1a thanh vién.

2.4 | S6 lwong ho so: 01 bo
Thoi han giai quyét: 03 ngay lam viéc sau khi nhan du hd so hop 1€.

2.5 | Truong hop can xac minh thi thoi han giai quyét khdng quéa 08 ngay lam
viéc.

Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
- Trung tam Phuc vu HCC cép Xa.

26 |” T rung tam Phuc vu hanh chinh cong tinh dé thure hién phi dia gioi hanh

chinh.

- Cong Dich vu cong Qudc gia https://dichvucong.gov.vn.

- Ung dung dinh danh qudc gia

Co quan thue hién: UBND cip x3 & khu vyc bién gii noi cong dan Viét
Nam thuong tru.

2.1 Co quan dwore iy quyén: Khong.

Co quan phéi hop: Co quan quan Iy Co sé dit liéu Qudc gia vé dan cu.

2.8 | Poi twong thue hién TTHC: Ca nhan
Két qua giai quyét TTHC:

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

2 g | T Bandién tu Trich luc két hon (Ban dién tr s& tu dong gui vé Kho quan
1y dir ligu die::n tr cia ca nhan/dia 9hi thu dién t/thiét b,i s6/dién thoai cua
nguoi yéu cau sau khi da hoan tat thu tuc dang ky két hon tai co quan
dang ky ho tich).

- Hd so khong du diéu kién: Vin ban thong bao khong du diéu kién.
2.10 | Quy trinh xir ly cong viéc
. Trach | Thoi Biu

T Trinh ty nhiém gian | miw/Két qua
1. Tiép nhan hod 80 truc tiép tir ca
nhan hodc trén Coéng Dich vu cong Mau 01; 02,
Quoc gia . , Gio |03 (néu co);

B1 | (https://dichvucong.qov.vn)  hode | COngehuc b 106 va Ho so
Ung dung dinh danh quéc gia. TN&TKQ | hinh | theo muc 2.3
2. Kiém tra hd so:

- Néu hd so chua day du hoic
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khong hop 1é: Hudéng dan hoic
thong bao bang vin ban cho cé
nhan b sung, hoan thién ho so.
Truong hop khong bd sung, hoan
thién duoc hd so thi thong bao tir
chéi giai quyét ho so.

- Néu ho so day du, hop 16: Lam thu
tuc tiép nhén ho so va thu phi, 1¢ phi
theo quy dinh. Néu tiép nhan hd so
sau 15 gio thi giri Phiéu hen, tra két
qua cho nguodi c6 yéu ciu trong
ngay lam viéc tiép theo hodc giii tin
nhin hen tra két qua qua dién thoai
di dong cho nguoi c6 yéu cau (néu
ngudi c¢6 yéu cau lya chon hinh
thirc ndp ho so truc tuyén).

Sau khi tiép nhan ho so theo hinh
thire ndp truc tiép, Cong chirc tiép
nhan thuc hién s6 hoa (sao chup,
chuyén thanh tai liéu dién tir trén
hé théng thong tin, co s& dir licu)
va ky so vao tai lidu, hd so giai
quyét tht tuc hanh chinh di duoc
sO héa theo quy dinh.

Mau 05 va Hd

B2 Chuyén Léanh dao Vian phong | Congchiic | 01 |so theo muc
HDND-UBND cap xa TN&TKQ | gio | 2.3
Mau 05 va Ho
Lanh dao Van phong phan cong | Lanh dao 02 |so theo muyc
83 A 4 9 14 /‘\ ' \ N\
cong chirc xtr 1y ho so Vin phong | gio | 2.3
B4.1. Kiém tra, xem xét hd so:
- Tl‘”u’orng hop d}l diéu lfl.e;n }/a th}loc Miu 05: Du
truong hgp khong phai xdc minh: , X
A Y QA ax , thao Giay
thuc hién viéc ghi vao S6 dang ky | ~. . 02 . A
LA A N AL A > | Cong chirc .. | chung  nhéan
két hon, cap nhat thong tin dang ky . ngay |z, 1A g
B4 A A \ )4 4 A A TII phap = by ket hon hoac
két hon va luu chinh thirc trén Phan A lam | =
N - , PP o n Ho tich ©n van ban thong
meém dang ky, quan 1y ho tich dién viéc

tu dung chung.
Truong hop tiép nhan ho so ding
ky két hon theo hinh thuc truc

bao khong du
diéu kién
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tuyén: Gui lai biu mau Gidy
ching nhan két hon dién tu vOi
thong tin dy du cho nguoi yéu cau
qua thu dién tir hodc thiét bi sb.

Ngudi yéu cdu cd trach nhiém
kiém tra tinh chinh xac, day du cua
cac thong tin trén biéu miu Gidy
chimg nhan két hon dién tir va xac
nhan (t6i da mot ngay).

Néu nguoi c6 yéu ciu xac nhdn
thong tin da thong nhat, day du
hodc khong c6 phan hoi sau thoi
han yéu cau thi ghi noi dung vao
S6 dang ky két hon, cap nhat thong
tin dang ky két hén va luu chinh
thire trén Phan mém dang ky, quan
1y hd tich dién tir dung chung.

- Truong hop khong du diéu kién:
Dy thao van ban thong bao khong
du diéu kién dang ky két hon;

Cong chirc tu phap - ho tich in
Gidy chung nhan két hon, Trinh
Chanh Van phong HDND-UBND
cép xa.

Mau 05; Du
thao Gidy
. . .. ching nhan ket
B4.2. Truong hop phuc tap phai 06 | hon %1050‘ vin
xac minh thi tién hanh xdc minh nadv | ban thone béo
bang Vﬁp ban hoac truc ti€p. Trén Igmy Khon dﬁg didu
co 5o két qua xac minh, thuc hién viee kién'gVEm b
nhu B4.1. " | xéc minh/bién
ban xac minh

(néu co)
: TR A 0s; D
- TH uy quyén: Chanh Van phong | Chanh uy th;;l ’ Gi él.I
HDND-UBND ky dy thio ket qua | (. Lo | quyen | 0 k?
giai quyét thi tuc hanh chinh, HDFI’\ID_Q 04 | SHmg 1 ot
B5 | chuyén dén budc B7. UBND gio; bgﬁ thg?lc gzg
- TH khéng uy quyén: Lanh dao N -TH A s
Vin phong ky nhdy, chuyén dén | - Lanhdao | o | khong du dicu
an phong ky nhdy, chuyén dén Van phong 0N | ien da kyiky

budc B6 gUY | nhay

quyén
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: 02
gio

Mau 05; Gidy
ching nhan

Ky du thao két qua giai quyét thu Lanh da? 02 |két hon hoidc
B6 A . UBND cap - . 1 o
tuc hanh chinh 3 gio | van ban thong
bdo khong du
diéu kién
Méau 05, 06;
Gidy  chung
Phat hanh vian ban va tra két qua 9 nhan két hon
A 2 Van thu 01 N
B7 | cho Trung tam Phuc vu HCC cap .. | hoac van ban
« UBND g10 A .
xa thong béo
khong du diéu
kién
Lanh dag
UBND cap Mau 01, 06;
Chuyén nguoi dang ky két hon dé ky xa Gidy  chung
ten vao SO dang ky két hon, ky tén |  chp xa; Gid |nhan két hon
B8 | vao Giay chimg nhan ket hon. Trao | Cong chire | hanh | hodc van ban
Giay chung nhén ket hon cho cong | Tuw phép - | chinh | thong bao
dan hodc tra két qua cho cong dan HO tich; khong du diéu
Cong chtrc kién
TN&TKQ
* Khi nhan két qua dang ky két hon thi hai bén nam, nit phai c6 mit, xuét
trinh glay td tuy than dé doi chiéu, kiém tra thong tin trén Gidy ching
nhan két hon, trong S6 ding ky két hon, khang dinh sy tu nguyén két hon
va ky tén vao S6 dang ky két hon, ky tén vao Gidy ching nhan két hon,
mdi bén nam, nit nhan 01 ban chinh Giay chting nhan két hon.
* Truong hop hd so qua han xir 1y, trong thoi gian cham nhét 01 ngay
trude ngdy hét han xtr 1y, Cong chirc xir Iy hd so trinh Chanh Vin phong
HDND-UBND (néu uy quyén)/Lanh dao UBND cip xd (néu khong uy
quyén) ky ban hanh phiéu xin 18i va hen lai ngay tra két qua dé giri cho to
churc, ca nhan.
3 | BIEUMAU
Gidy tiép nhan ho so va hen tra két qua
Mau 01 W)

Mau 01.docx

Mau 02 Phi€u yéu cau b6 sung hoan thién ho so
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@H

Mau 02.docx

Phiéu tir chéi tiép nhan giai quyét ho so

Mau 03 'ij

M&u 03.docx

Phiéu xin 16i va hen lai ngay tra két qua

Mu 04 o5

M&u 04.docx

Phiéu kiém soat qua trinh giai quyét hd so

Mau 05 'ﬂj

M3&u 05.docx

S6 theo ddi hd so

Mau 06 lij

Mau 06.docx

To khai dang ky két hon (néu ndp truc tiép)
BM.HT.34.01 D

BM.HT.34.01.doc

Mau hd tich dién tir twong tac dang ky két hon (néu
ndp ho so theo hinh thirc truc tuyén).

BM.HT.34.02
_]

BMLHT.34.02.doc

HO SO LUU:

Maéu 01; 02, 03, 04 (néu c6); 06 luu tai Trung tAm Phuc vu HCC cép xa.
Mau 01, 05 luu theo ho so;

Ho so dau vao theo muc 2.3;

S6 dang ky két hon;

Vian ban x4c minh/bi€n ban xac minh (néu co);

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

Ho so dugc luu tai UBND cép x4, thoi gian luu trit S6 dang ky két hon 1a vinh
vién, con cac giay to khac thuc hién luu theo quy dinh cua Luat HJ tich va cac van
ban hudng dan thi hanh.
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35. Thi tuc ding ky nhan cha, me, con c6 yéu t6 nwéc ngoai tai khu
vue bién gidi

1 |KY HIEU QUY TRINH QT.HT.35

2 | NOI DUNG QUY TRINH

2.1 | Pi¢u kién thue hién TTHC:

- Viéc nhan cha, me, con gifta cong dan Viét Nam thuong tra tai dia ban
xa & khu vuc bién gidi véi cong dan ciia nudce lang giéng thudng tra tai
don vi hanh chinh tuong duong cap xi cua Viét Nam, tiép giap véi xa &
khu vyc bién gidi ciia Viét Nam noi1 cong dan Viét Nam thuong tra.

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

- Viéc nhan cha, me, con khf)ng c6 tranh chap.

- Truong hop nam, nit chung song v6i nhau nhu vo chong, khong dang ky
két hon, sinh con, ngudi con sdng cung voi ngudi cha, khi nguoi cha lam
thl tuc nhan con ma khéng lién hé dugc voi ngudi me thi khong can co ¥
kién cta nguoi me trong To khai dang ky nhan cha, me, con.

2.2 | Cach thirc thuc hién TTHC:

Nguoi yéu cau dang ky nhan cha, me, con thuc hién ndp hod so truc tiép
tai Trung tam Phuc vy HCC cap xa hodc nop ho so truc tuyén trén Cong
dich vu cong qudc gia ( https://dichvucong.gov.vn) hogac Ung dung dinh danh
quac gia. (mot bén co thé ndp hd so ma khong phai co vin ban Gy quyén
cua bén con lai).

- N¢p tai Trung tdm Phuc vu hanh chinh cong tinh Ha Tinh - S6 02A,
dwong Nguyén Chi Thanh, phirong Thanh Sen, tinh Ha Tinh dé thyec hién
phi dia gioi hanh chinh,

Ban | Ban

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

To khai dang ky nhén cha, me, con theo {nr?lu
- BM.HT.35.01 (néu ngudi cd yéu cau lya chon ndp ho so X
theo hinh thirc truc tiép);

Mau ho tich dién tu twong tac dang ky nhan cha, me, con
(do nguoi co yéu ciu cung cap thong tin theo hudng dan
trén Cong dich vu cong, néu nguoi co yéu cau lwa chon
ndp ho so theo hinh thic truc tuyén);

Ngu’m c6 yéu cau dang ky nhan cha, me, con thuc hién
- viéc nop/xuét trinh (theo hinh thire truc tiép) hoic tai 1én
(theo hinh thtic truc tuyén) cac gidy to sau:

* Gidy to phai nop:
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- Chung ctr chung minh quan h¢ cha, con hodc quan h¢
me, con gom:

+ Van ban cua co quan y té, co quan gidm dinh hoic co
quan khac c6 thAm quyén & trong nudc hodc nudc ngoai
xac nhan quan hé cha con, quan h¢ me con;

+ Truong hop khong c¢é van ban néu trén thi cac bén nhan
cha, me, con 13p van ban cam doan vé moi quan h¢ cha, me,
con, ¢ it nhat hai nguoi 1am ching vé méi quan hé cha,
me, con.

Gidy to chimg minh thudc gia dinh c¢6 coéng véi cach
mang, nguoi thudc ho nghéo, nguoi khuyét tat (néu co).

* Gidy to phai xuit trinh:

Ho chiéu/Thé cin cudc cong dan/Thé can cude/Can
cudc dién tir/Gidy chimg nhan cin cudc hodc cac gidy to
khac c6 dan anh va thong tin ca nhan do co quan c6 tham
quyén cip, con gia tri st dung dé chimg minh vé nhan
than ciia nguoi c6 yéu cau ding ky nhan cha, me, con (sau
day goi tat 1a gidy to tuy than) khi lam thu tuc tryc tiép tai
co quan dang ky ho tich.

Trieong hop gidy to tiy than siz dung la: Hé chiéu, Thé
can cuéc, Cén cwéc cdng dan, Gidy ching nhédn cdn cuéc
ma co' quan dang Ky hé tich ¢é thé déi chiéu, khai thac di
ligu trén Hé thong thdng tin gidi quyét TTHC cdp tinh
thong qua két néi véi Co sé dir lidu hé tich dién tir, Co s6
dir liéu quéc gia vé dan cw hogc CSDL khdc 6 lién quan
thi nguoi cé yéu cau dang ky hg tich chi can cung cap
thong tin sé dinh danh cd nhan hogc théng tin vé gidy to
(so, ngay/thdng/nam cdp), co quan dang ky hé tich c¢6
trach nhiém tra ciru thong tin théng qua két néi véi Co sé
dir liéu ho tich dién tir, Co so dir liéu quo”'c gia vé dan cur
hodc co so dit lieu khac co lién quan dé doi chiéu, khai
thac dir liéu.

Truong hop khong khai thac dwoc thong tin hodc thong tin
khai thac dwoc khéng day di, khéng chinh xdc thi co quan
dang ky hé tich yéu cau nguwoi di ding ky hé tich xudt
trinh ban chinh gidy to dé chitng minh, dong thoi dé nghi
nguoi di ding ky hé tich cdp nhat, diéu chinh théng tin
trong cdc co so dir liéu theo quy dinh cua phap ludt.
Truong hop cac thong tin c4 nhan trong cic gidy to nay da
c6 trong Co so dit liéu qudc gia vé dan cu, Co sé dit liéu ho
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tich dién tur, duoc hé thong dién ty dong thi khong phai tai
1én (theo hinh thtc truc tuyén);

Gidy to c6 gia tri ching minh thong tin vé cu tra trong
truong hop co quan ding ky ho tich khéng thé khai thac
dugc thong tin vé noi cu tra ctia cong dan theo cac phuong
thicc quy dinh tai khoan 2 Piéu 14 Nghi dinh $O
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Trudong
hop cac thong tin vé gidy to chimg minh noi cu tra da duoc
khai thac tir Co s& dir liéu qubc gia vé dan cu bang cic
phuong thirc ndy thi ngudi ¢ yéu cau khong phai xuat trinh
(theo hinh thuc tryc tiép) hodc tai 1én (theo hinh thirc truc
tuyén);

Gidy to ching minh nhan than, gidy to ching minh noi
thuong tra & khu vyc bién gidi cua cong dan nudc lang X
giéng.

Truong hop giri ho so qua hé thong buu chinh thi phdi giri
kem theo ban sao co churng thuc cac gidy to phdi xuat trinh X
néu trén.

*Luuy

- C4 nhan c6 quyén lua chon thuc hién thi tuc hanh chinh vé ho tich tai
co quan dang ky ho tich noi cu tra; noi cu tri cia ca nhan dugc xac dinh
theo quy dinh cua phap luat vé cu tri. Truong hop ca nhan lya chon thuc
hién thu tuc hanh chinh vé ho tich khong phai tai Uy ban nhan dan cap xa
noi thudng trii hodc noi tam tra thi Uy ban nhan déan cép x4 noi tiép nhan
yéu clu co trach nhiém hd tro nguoi dan ndp ho so dang ky ho tich truc
tuyén dén dung co quan c6 thim quyén theo quy dinh.

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

+ Nguoi yéu cau dang ky ho tich co the ndp ban sao duge ching thyc tur
ban chinh hoic ban sao duoc cap tir s6 gdc (sau day goi la ban sao) hodc
ban chup kém theo ban chinh, ban dién tor cac giay to nay, bao gom ca
gidy to duoc tich hop, hién thi trén Ung dung dinh danh dién tir (VNelD).
Truong hop ngudi yéu cau ndp ban chup kém theo ban chinh gidy to thi
nguoi tiép nhan cé trach nhiém kiém tra, d6i chiéu ban chyp voi ban
chinh va ky xac nhan, khong duoc yéu cau ndp ban sao gidy to do.

Péi voi giéy td xudt trinh khi dang ky ho tich, nguoi tiép nhan cé trach
nhiém kiém tra, d6i chiéu, ghi lai thong tin hodc chup lai, ky xac nhan dé
lru trong hd so va tra lai cho nguoi xudt trinh, khoéng duoc yéu cau nop
ban sao hodc ban chup gidy to do.

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

Nguoi tiép nhan ho so thyc hién khai thac thong tin trong CSDLQGVDC
theo quy dinh phap luat néu ngudi yéu cau ding ky ho tich di cung cap
ho, chit dém, tén; ngay, thang, nam sinh,; s6 dinh danh c4 nhan/thé cin
cudc cong dan/thé can cudc/can cudc dién tu/./can cudce dién tir. Truong
hop céc thong tin can khai thac khong c6 trong CSDLQGVDC thi dé nghi
ngudi yéu cau ké khai day du.

- Ddi véi gidy to giri kém theo néu ngudi yéu cau ndp hd so theo hinh
thire tryc tuyén:

+ Ban chyp cac gidy to giri kém theo ho so dang ky nhan cha, me, con
trye tuyén phai bao dam rd nét, day du, toan ven vé ndi dung, la ban chup
bing ‘may anh, dién thoai hoac duoc chup, duoc quét bang thiét bi dién ti,
tu gidy to dugc cap hop 1€, con gia tri st dung.

+ Truong hop gidy to, tai lidu phai giri kém trong hd so ding ky nhan cha,
me, con truc tuyén da co ban sao dién tir hoac ban dién tir giéy to ho tich
thi ngudi yéu cau dugc sir dung ban dién tir nay.

- Truong hop nguoi yéu cau dang ky ho tich lya chon nhén két qua tai
Trung tam Phuc vu HCC cap x4 thi nguoi yéu cau dang ky h¢ tich phai
xuat trinh gidy to tuy than, ndp cac giay to la thanh phan ho so theo quy
dinh; Truong hop nguoi yéu cau dang ky ho tich khong lua chon nhén két
qua tai Trung tdm Phuc vu HCC cap x4 thi ngudi yéu cau dang ky ho tich
ndp cac gidy to 1a thanh ph?m ho so theo quy dinh trudc khi nhan két qué

- Truong hop nguoi yéu cau dang ky ho tich khong cung cap duoc gidy to
theo quy dinh hodc gidy to ndp, xuat trinh bi tdy x0a, stra chira, 1am gia
thi co quan diang ky ho tich ¢ thAm quyén hiy bo két qua dang ky ho
tich.

- Giay to do co quan c6 thim quyén cia nude ngoai cp, cong chimg hoic
xac nhan dé s dung cho viéc dang ky hg tich tai Viét Nam phai dugc hop
phap hoa lanh su theo quy dinh ctia phap luat, trir trudng hop duoc mién
theo diéu udc qudc té ma Viét Nam 13 thanh vién.

- Trudng hop cho phép ngudi yéu cau ding ky ho tich ldp van ban cam
doan vé nodi dung yéu cau ding ky ho tich thi co quan ding ky ho tich
phai giai thich & cho ngudi 1ap vin ban cam doan vé trach nhiém, hé qua
phép 1y cta viéc cam doan khong ding su that.

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

2.4 | SO lwong ho so: 01 bo.
Thoi han giai quyét: 07 ngay 1am viéc, ké tir ngay nhan du hd so hop 18.
2.5 | Truong hop can phai xac minh thi thoi han giai quyét khong qua 12 ngay

lam viéc.
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Pia di¢m tiép nhan ho so va tra két qua giai quyét TTHC:
- Trung tim Phyc vy HCC cip x4.
- Trung tam Phuc vu hanh chinh cong tinh dé thure hién phi dia gidi hanh

28 | chinh.
- Cong Dich vu cong Qudc gia https://dichvucong.gov.vn.
- Ung dung dinh danh quéc gia.
Co quan thue hién: UBND cap xi & khu vuc bién gii noi cong dan Viét
Nam thuong tra.

2.7 Co quan dwoc ity quyén: Khong.

Co quan phdi hop: Co quan quan Iy Co sé dit liéu Qudc gia vé Dan cu.

2.8 | Péi twong thuwe hién TTHC: Ca nhan
Két qua giai quyét TTHC:

- Ho so du diéu kién:

+ Trich lyc dang ky nhan cha, me, con (ban chinh); ban sao Trich lyc dang ky
nhan cha, me, con (trudng hop yéu cau cap ban sao Trich luc ding ky nhan
cha, me, con).

29 |+ Bér} dién tr Trich luc dang ky nhan cha, me, con (Ban dién tir s€ tu dﬁmg
gui vé Kho quan ly dir liéu dién tir cua ca nhan/dia chi thu dién tu/thiét bi
s0/dién thoai cia ngudi yéu cau sau khi da hoan tat thu tuc dang ky nhan cha,
me, con tai co quan dang ky ho tich).

- H6 so khong du diéu kién: Vin ban thong bao khong du diéu kién nhan
cha, me, con.
2.10 | Quy trinh xir ly cong viéc
TT Trinh ty TriCh Th0'1 m?l?liflléé't
: nhi¢m glan -
qua
1. Tiép nhan ho S0 truc tiép tir ca
nhan hodc trén Cong Dich vu cong
Quoc gia (https://dichvucong.gov.vn)
hogc Ung dung dinh danh quoc gia.
2. Kiém tra h6 so:
- NéuAh(‘A) sor’chu’a ?da‘iy dfl hoeflf: khér}g cong Gid Mau (21; 92,
B1 hop 1¢: Hudong dan hoac thong bao chirc hanh 03 (néu co);

bang van ban cho ca nhin bo sung, -+ | 06 va HO so
hoan thién hd so. Trudng hop khong TN&TKQ | chinh theo muc 2.3
bo sung, hoan thién dugc hd so thi
thong béo tir chdi giai quyét hd so.

- Néu hd so déy da, hop 1¢: Lam thu
tuc tiép nhan ho so va thu phi, 1¢ phi
theo quy dinh. Néu tiép nhan ho so sau
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15 gio thi giri Phiéu hen, tra két qua
cho ngudi c6 yéu ciu trong ngdy lam
viéc tiép theo hodc guri tin nhén hen tra
két qua qua dién thoai di dong cho
nguodi ¢o yéu cau (néu ngudi co yéu
cau lya chon hinh thuc nop hd so truc
tuyén).

Sau khi tiép nhan ho so theo hinh thic
ndp truc tiép, Cong chirc tiép nhan
thuc hién sd hoa (sao chup, chuyén
thanh tai liéu dién tir trén hé thong
thong tin, co so dit liéu) va ky s6 vao
tai liéu, ho so giai quyét tha tuc hanh
chinh di duoc sé hoa theo quy dinh.

- Cong chuc tu phap - ho tich niém
yét viéc nhan cha, me, con tai tru so
Uy ban nhan dan cip xA.

. Mau 05 va
Chuyén Lanh dao Vin phong HDND- CO[]g 01 |HO so theo
B2 | UBND chirc 6 |muc23
TN&TKQ | & -
snh d M?lu 05 va
B3 Lanh dao Van phong phan cong cong La%énao 02 |HO6 so theo
chuce xtr Iy ho so ohong gio | muc 2.3
B4.1. Kiém tra, xem xét hd so:
- Truong hop di diéu kién va thudc <
truong hop khong xac minh: thyc hi¢n Mau 05;
viéc ghi vao S6 dang ky nhan cha, me, Du thao
con, cap nhat thong tin ding ky nhan Trich  luc
cha, me, con va luu chinh thic trén dang ky
Phan mém dang ky, quan 1y ho tich . nhn  cha,
dién tir ding chung, in du thao Trich | ©ON9 | 05 Fme, con hodic
B4 | luc dang ky nhan cha, me, con; ch,u:c Tu; ”Qay Van ban
‘ A ... |phap-HO | lam |thong béo
Truong hop ti€p nhan ho so diang ky tich viée | kha di
nhan cha, me, con theo hinh thirc truc ’ i ) f)ng o u
tuyén thi gui lai bidu mau Trich luc dieu  kién;
dang ky nhan cha, me, con dién tir véi V'fm ba_r} xac
thong tin ddy du cho ngudi yéu ciu mth/ bien ,
qua thu dién tir hodc thiét bi sb. ba,nh xdc
Ngudi yéu cau c6 trach nhiém kiém I:rcl)l)n (néu

tra tinh chinh xdc, day du cua cac
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thong tin trén biéu mau Trich luc ding
ky nhan cha, me, con dién tr va xac
nhan (téi da mdt ngay).

Néu ngudi ¢o yéu cau xac nhan thong
tin dd thdng nhat, ddy du hodc khong
c6 phan hoi sau thoi han yéu cau thi
ghi ndi dung vao S6 ding ky dang ky
nhan cha, me, con, cap nhat thong tin
dang ky nhan cha, me, con va luu
chinh thtc trén Phan mém ding ky,
quan ly ho tich dién tor dung chung, in
du thao Trich luc dang ky nhén cha,
me, con;

- Truong hop khoéng c6 chung cu
chimg minh mbi quan hé cha, me, con
huéng dan cac bén nhan cha, me, con
lap van ban cam doan vé mdi quan hé
cha, me, con, c6 it nhit hai nguoi lam
ching vé moi quan h¢ cha, me, con;

- Truong hop khong du diéu kién: Dy
thdo Van ban thong bio khong du
diéu kién nhan cha, me, con;

Chuyén budc B3,

B4.2. Kiém tra, xem xét hd 50, truong 10
hop phte tap thi xdc minh bang van ngay
ban hodc truc ti€p. Sau khi c6 két qua lam
xac minh, thuc hién nhu B4.1. Vigc
_TH Mc:;u 05; Du’
iy thao  Trich
- Chanh 2 | luc dang ky
, A , . . - quyen | g
- TH uy quyén: Chanh Van phong Van 12 nhdn  cha,
HBZYD-UBND k); de thao ket qufi gic?i ph(‘)ng ) i me, con
B5 quyét thu tuc hanh chinh, chuyén den | HPND- g hodc Van
buée B7. UBND k'hTH ban  théng
- TH khong uy quyé‘lg: Lanh dao Van | - Lanh ;ng bao  khong
phong ky nhay, chuyén dén budc B6 dao Van Yo | du diéu kién
phong AU\ yhgn  cha,
: 06 -
" |me, con da
819 | ky/ky nhay
, , 5 Mau 05;
Ky két qua giai quyét thu tuc hanh Lénh dao 06 ) au e,
B6 , UBND ... | Trich luc
chinh L~ gio 5 ;
cap xa dang ky
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nhan cha,
me, con hoac

Van ban
théng  bao
khong  du

diéu kién
nhan  cha,
me, con

Phat hanh vin ban va tra két qua| Vanthu | 01

Mau 05, 06;
Trich luc
dang ky
nhan cha,
me, con hoac

B7 | Trung tam Phyc vy HCC cép xa UBND | gio t‘r’]f‘)?]g Egg
khong  du
dicéu kién
nhan cha,
me, con
Mau 01, 06;
Trich luc
dang ky
nhan cha,

2 1A \ DA s Cong Gi0 | me, con hodc
B8 girrellhk(i[élclltg) thu phi, 1¢ phi theo quy chite hanh | Van ban
‘ ’ TN&TKQ | chinh | thong  béo
khong  du
diéu kién
nhan cha,

me, con
* Truong hop h6 so qua han xir 1y, trong thoi gian cham nhat 01 ngay
trudc ngay hét han xu 1y, Cong chirc xur Iy ho so trinh Chanh Van phong
HPND-UBND (néu iy quyen)/Lanh dao UBND cap xd (neu khong uy
quyén) ky ban hanh phiéu xin 15i va hen lai ngay tra két qua dé giri cho to

chure, ca nhan.
3 | BIEUMAU
Gidy tiép nhan ho so va hen tra két qua
Miu 01 g
MAu 01.docx
Mau 02 Phiéu yéu cau bd sung hoan thién ho so
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@

Mau 02.docx

Phiéu tir chéi tiép nhan giai quyét ho so

Miu 03 i)

M3u 03.docx

Phiéu xin 16i va hen lai ngay tra két qua

M3u 04 w5

M&u 04.docx

Phiéu kiém soat qua trinh giai quyét hd so

Miu 05 1)

M&u 05.docx

S6 theo ddi hd so

Mau 06 Iij

M3u 06.docx

To khai dang ky nhén cha, me, con

BM.HT.35.01

BMLHT.35.01.doc

Van ban cam doan

BM.HT.35.02 D

BMLHT.35.02.doc

Mau hd tich dién tir tuong tac dang ky nhan cha, me,
con (néu ndp ho so theo hinh thirc truc tuyén).

BM.HT.35.03 —n

BMLHT.35.03.doc

HO SO LUU:

Maflu 01; 02, 03, 04 (néu c0); 06 luu tai Trung tdm Phuc vu HCC cép xa.
Mau 01, 05 Iuu theo ho so;

Ho6 so dau vao theo muc 2.3;

S6 dang ky nhan cha, me, con;

Vian ban x4ac minh/bié€n ban xac minh (néu cd);

Vian ban thong bao khong du di€u ki¢n nhan cha, me, con (néu co);
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Hb so dugc luu tai UBND cap x4, thoi gian luu trit S6 dang ky nhan cha, me, con
1a vinh vién, con cac giay to khac thuc hién luu theo quy dinh cua Luat Ho tich va
cac van ban hudng dan thi hanh.

36. Thi tuc ding ky khai tir ¢é yéu t6 nwée ngoai tai khu vue bién gioi

1 | KY HIEU QUY TRINH QT.HT.36
2 | NOIDUNG QUY TRINH
Diéu kién thye hi¢n TTHC:
2.1 ~ . . .
Khong
2.2 | Cach thirc thyuce hién TTHC:
- Thi tuc ndy du dieu kién thuc hién dich vu cong truc tuyen toan trinh.
- Nguoi yéu cau dang ky khai tir truc tiep thyc hién hodc uy quyen cho
nguoi khac thuc hién nop ho so tryc tiep tai Trung tam Phuc vy HCC cap
X8, guri ho so qua h¢ thong buu chinh hodc nop ho so tryc tuyen trén Cong
dich vu cong quoc gia (https:/dichvucong.gov.vn) hoac Ung dung dinh
danh quoc gia. ’
- Nop tai Trung tam Phuc vu Hanh chinh cong tinh Ha Tinh - So 02A,
dwong Nguyen Chi Thanh, phwong Thanh Sen, tinh Ha Tinh dé thuc hién
phi dia gioi hanh chinh.,
5 A 1A A Ban | Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao

To khai dang ky khai tir theo mau BM.HT.36.01 (néu nguoi
co yéy cau lua chon ndp ho so theo hinh thure truc ti€ép hoac X
guri ho so qua Dich vy buu chinh c¢ong ich);

Mau ho tich dién tir twong tac dang ky khai tir (do nguoi yéu
cau cung cap thong tin theo huong dan trén Coéng dich vu
cong, néu ngudi co yéu cau lua chon ndp hd so theo hinh thirc
truc tuyén);

Nguoi co yéu cau ding ky khai tir thuce hién viée ndp/xut
trinh (theo hinh thire tryc tiép) hodc tai 1én (theo hinh thirc
tryc tuyén) cac gidy to sau:

* Gidy to phai nop:

Gidy bao tir hoic gidy to thay Gidy bao tir do co quan c6
tham quyén cadp. Trudng hop nguoi yéu ciu di ndp ban
dién tir Gidy bao tir hoidc co quan dang ky ho tich da khai X
thac dugc dir lidu dién tir c6 ky sd cia Gidy bao tir thi
khong phai nop ban gidy.

Gidy to chimg minh thudc gia dinh c¢6 cong vdi cich mang, X
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ngudi thude ho nghéo, ngudi khuyét tat (néu co);

Vin ban ty quyén theo quy dinh caa phép luat trong trudng
hop uy quyén thuc hién viéc diang ky khai t. Truong hop
ngudi dugc uy quyén la éng, ba, cha, me, con, vo, chdng,
anh, chi, em rudt cia ngudi Gy quyén thi van ban ay quyén
khong phai chiing thuc.

* Gidy to phai xut trinh:

H6 chiéu/Thé cin cude cong dan/Thé cin cude/Can cude
dién tir/Gidy chtng nhan cin cudc hoic cac gidy to khac co
dan anh va thong tin ca nhan do co quan c6 thAm quyén
cap, con gia tri sir dung dé chung minh vé nhan than cua
nguoi yéu cau dang ky khai tir (sau day goi tat la gidy to tuy
than) khi lam thu tuc truc tiép tai co quan dang ky ho tich.
Truong hop gidy to tuy than si dung la: Hé chiéu, Thé cdn
cwéc, Can cwéc cong dan, Gidgy ching nhédn cin cuéc ma
co quan dang ky hé tich ¢6 thé doi chiéu, khai thdc di liéu
trén Hé thong théng tin gidi quyét TTHC cdp tinh thdng qua
két noi véi Co s dir liéu hé tich dién tir, Co sé di lidu quoc
gia vé ddn cir hodc CSDL khdc cé lién quan thi ngueoi cé
yéu cdu ddang ky hé tich chi can cung cap thong tin sé dinh
danh cd nhan hodgc thong tin vé gidy to (s6, ngay/thdang/niam
cap), co quan déing ky ho tich cé trach nhiém tra ciru théng
tin théng qua két néi véi Co sé dir liéu ho tich dién tir, Co
so dir liéu quéc gia vé dan cur hodc co sé dir liéu khdc ¢6
lién quan dé doi chiéu, khai thdc dir liéu.

Truong hop khong khai thac dwoc thong tin hodc thong tin
khai thic dwoc khéng ddy di, khéng chinh xdc thi co quan
dang ky hé tich yéu cau nguoi di ding ky ho tich xudt trinh
ban chinh gidy to dé chitng minh, dong thoi dé nghi nguwoi
di dang ky hé tich cdp nhdt, diéu chinh thdng tin trong céc
co so dir liéu theo quy dinh cua phap ludt.

Truong hop cac thong tin ca nhan trong cac gidy to nay da
c6 trong Co so dir liéu qUOC gia vé dan cu, Co s¢ dir liéu ho
tich dién tu, duoc hé thong dién tu dong thi khong phai tai
Ién (theo hinh thuc tryc tuyén);

Gidy to ching minh noi cu tri cudi cing clia ngudi chét dé
xéac dinh thAm quyén trong truong hop co quan dang ky ho
tich khong thé khai thac dugc thong tin vé noi cu tri cua
cong dan theo cac phuong thirc quy dinh tai khoan 2 Diéu 14
Nghi dinh sé 104/2022/ND-CP ngay 21/12/2022 cta Chinh
phu. Trudng hop céc théng tin vé gidy to chimg minh noi cu
tra dd duoc khai thac tr CSDLQGVDC bang cac phuong
thirc ndy thi ngudi yéu cau khong phai xuét trinh (theo hinh
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thire tryc tiép) hodc tai 1én (theo hinh thic truc tuyén)

- Trudng hop khéng xac dinh duoc noi cu tri cubi cung cua
nguoi chét thi xuat trinh g1ay to chung minh noi nguoi do
chét hodc noi phat hién thi thé ciia ngudi chét.

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

*Luuy

- Ca nhan c6 quyén lya chon thuc hién tha tuc hanh chinh vé ho tich tai co
quan dang ky ho tich noi cu tri; noi cu tra cia ca nhan dugc xac dinh theo
quy dinh cta phap luat vé cu tra. Truong hop ca nhan lya chon thuc hién
thu tuc hanh chinh vé ho tich khong phai tai Uy ban nhan dan cip xi noi
thuong tri hoic noi tam tri thi Uy ban nhan dan cip x4 noi tiép nhan yéu
cau c6 trach nhiém hd tro nguoi dan nop ho so ding ky ho tich truc tuyén
dén dung co quan c6 tham quyen theo quy dinh.

- Béi Vo glay to nop, xuat trinh néu ngudi yéu cau noép hd so theo hinh
thuc truc tiép:

+ Ngudi tiép nhan c6 trach nhiém kiém tra, d6i chiéu véi théng tin trong to
khai, chup lai hoic ghi lai thong tin dé luu trong hd so va tra lai cho nguoi
Xuit trinh, khong duoc yéu cau nop ban sao hoic ban chup gidy to do.

+ Nguoi yéu cau ding ky ho tich ¢ thé nop ban sao ching thuc tir ban
chinh hoac ban sao duoc cap tir s6 goc hodc ban chup kém theo ban chinh
gidy to dé dol chiéu. Truong hop nguoi yéu cau nop ban chup kém theo
ban chinh gidy to thi nguoi tiép nhan co trach nhiém klem tra, d6i chiéu
ban chup véi ban chinh va ky xac nhan, khong duoc yéu cau nguoi di dang
Ky nop ban sao gidy to do.

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

Nguoi tiép nhan ho so thyc hién khai thac thong tin trong CSDLQGVDC
theo quy dinh phap luat néu ngudi yéu Cau dang ky ho tich da cung cap ho,
chir dém, tén; ngdy, thang, nam sinh; s6 dinh danh ca nhan/thé can cudc
cong dan/thé can cude/can cude dign ti/. Truong hop cac thong tin can
khai thac khdng c6 trong CSDLQGVDC thi dé nghi ngudi yéu cau ké khai
day du.

- Béi voi gidy to gui kém theo néu ngudi yéu cau nop ho so theo hinh thirc
truc tuyen

+ Ban chup cac giay to giri kém theo hd so diang ky khai tir truc tuyén phai
bao dam rd nét, day du, todn ven vé ndi dung, 1a ban chup bang may anh,
dién thoai hoic duoc chup, duoc quét bang thiét bi dién tu, tir gidy to duoc
cap hop 18, con gié tri st dung;

+ Truong hop gidy to, tai liéu phai gui kém trong hd so ding ky khai tir
truc tuyén dd cé ban sao dién tir hoic ban dién tir gidy to ho tich thi nguoi
yéu cau duoc sir dung ban dién tir nay.
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- Truong hop ngudi yéu cau ding ky ho tich lya chon nhan két qua tai
Trung tm Phyc vy HCC cap xa thi ngudi yéu ciu dang ky ho tich phai
Xuat trinh gidy to tuy than, nop cac gidy to 1a thanh phan hd so theo quy
dinh; Truong hop ngudi yéu cau dang ky ho tich khdng lua chon nhén két
qua tai Trung tdm Phuc vu HCC cap x& thi ngudi yéu cau dang ky ho tich
nop cac gidy to la thanh phan ho so theo quy dinh truée khi nhan két qua.

- Truong hop nguoi yéu cau dang ky h¢ tich khong cung cap duogc gidy to
theo quy dinh hodc giay to nop, Xuat trinh bi tay x6a, stra chita, 1am gia thi
co quan dang ky ho tich co tham quyen hay bo két qua dang ky h¢ tich.

- Gidy to do co quan c6 tham quyén ctia nudc ngoai cap, cdng ching hoac
xé&c nhan dé st dung cho viéc dang ky ho tich tai Viét Nam phai duoc hop
phap héa lanh sy theo quy dinh cta phap luat, trir truong hop duoc mién
theo diéu udc qudc té ma Viét Nam 14 thanh vién.

2.4

S6 lwong ho so: 01 bo

2.5

Thoi han giai quyét: Ngay trong ngay nhan du h6 so hop 18 (nhan ho so
sau 15 gio ma khong giai quyet dugc ngay thi tra két qua trong ngay lam
viéc tiép theo). Truong hop can xac minh thi thoi han giai quyét khong qua
03 ngay lam vigc.

2.6

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

- Trung tam Phuc vu HCC cép Xa.

- Trung tdm Phuc vu hanh chinh céng tinh d@é thiee hién phi dia giéi hanh
chinh.

- Cong Dich vu cong Qudc gia https://dichvucong.gov.vn.

- Ung dung dinh danh qudc gia.

2.7

Co quan thuc hién:

UBND cép x3 ¢ khu vuc bién giéi noi ngudi chét 13 nguoi nude ngoai cu tra.
Co quan dwoe iy quyén: Khong.

Co quan phdi hop: Co quan quan Iy Co sé dit liéu Qudc gia vé dan cu.

2.8

Poi twong thue hién TTHC: Cé nhan

2.9

Két qua giai quyét TTHC:

- Ho so du diéu kién:

+ Trich luc khai tir (ban chinh); ban sao Trich luc khai tir (truong hop yéu
cau cap ban sao Trich luc khai tir).

+ Ban di¢n ti Trich luc khai tr (Ban di¢n tur s€ ty dong gui vé Kho quan ly
dit lidu dién tir ctia c4 nhan/dia chi thu dién tw/thiét bi so/dién thoai clia
ngudi yéu cau sau khi da hoan tat thu tuc dang ky khai tir tai co quan déng
ky ho tich).

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

2.10

Quy trinh xir ly cong viéc
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TT

Trinh ty

Tréch
nhiém

Thoi
gian

Biéu mau/Ket
qua

Bl

1. Tiép nhan hd so truc tiép tir ca
nhan hodc tir Dich vu buu chinh
cong ich hodc trén Cong Dich vu
cong Qudc gia
(https://dichvucong.gov.vn)
Ung dung dinh danh quoc gia.
2. Kiém tra hd so:

hoac

- Néu ho so chua day du hoic
khong hop 1&: Huéng dan hoic
thong bao bang vin ban cho ca
nhan bo sung, hoan thién ho so.
Truong hop khong b6 sung, hoan
thién hd so thi théng bao tir chdi
giai quyét hd so.

Néu hd so day du, hop 18: Lam
thi1 tuc tiép nhan hd so va thu phi,
16 phi theo quy dinh. Néu tiép
nhan ho so sau 15 gio thi gtri Phiéu
hen, tra két qua cho ngudi c0 yéu
cau trong ngdy lam viéc tlep theo
hodc gui tin nhin hen tra két qua
qua dién thoai di dong cho ngudi
c6 yéu cau (néu nguoi co yéu cau
lwa chon hinh thirc ndp hé so truc
tuyén).

Sau khi tiép nhan hd so theo hinh
thire ndp truc tiép, Cong chic tiép
nhén thyc hién sé hoa (sao chup,
chuyén thanh tai liéu dién tir trén
hé thong thong tin, co s& dir licu)
va ky s6 vao tai liéu, hd so giai
quyét thii tuc hanh chinh da duoc
s6 hoa theo quy dinh.

Cong
chtrc
TN&TKQ

Gio hanh
chinh

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

B2

Chuyén Lanh dao Van phong
HDND-UBND cap xa

Cong
chure
TN&TKQ

1 gio

Mau 05 va Ho
so theo muc
2.3

B3

Lanh dao Van phong phén cong
cong chuce xr 1y ho so

Lanh dao
Van
phong

1 gio

Mau 05 va Ho
so theo muc
2.3
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B.4.1. Kiém tra, xem xét hd so,
truong hop khong phai xadc minh:

- Truong hop du diéu kién: thuc
hién viéc ghi vao S6 dang ky khai
tir, cap nhat thong tin dang ky
khai tor va luu chinh thic trén
Phin mém ding ky, quan 1y ho
tich dién tor dung chung.

Truong hop tiép nhan ho so ding
ky khai tor theo hinh thuc truc
tuyén: Guri lai biéu mau Trich lyc
khai tir dién tir v6i thong tin day
du cho ngudi yéu cau qua thu dién
tir hogc thiét bi sb.

Nguoi yéu cau c6 trach nhiém
kiém tra tinh chinh xac, day du
clia cac thong tin trén biéu mau

Mau 05; Du
thao Trich luc
khai tr hoac
du thao van

Trich lyc khai tir dién tir va xac | Cong 04 g10 ban thong bao

nhén (t6i da mot ngay). chirc Tu khong du diéu
B4 | x N S : A BT

Néu nguoi c6 yéu cau xac nhan | phap - HO kién cap trich

thong tin da théng nhét, day du tich luc  khai tu;

hodc khong c6 phan hdi sau thoi Van ban xac

han yéu cau thi ghi ndi dung vao minh;  Van

S6 dang ky khai tr, cAp nhat thong ban tra 1oi xéc

tin dang ky khai tir va luu chinh minh (néu co)

thire trén Phan mém dang ky, quan

1y ho tich dién tr dung chung.

- Trudng hop khéng du diéu kién:

Du thao van ban thong bao khong

du diéu kién cép trich lyc khai tur

hoic thong bao truc tiép.

Cong chuc tu phap - ho tich in

Trich luc khai tir, Trinh Chanh

Vian phong HDND-UBND

B.4.2. Truong hop phai xadc minh

thi tién hanh x4c minh. Trén co s& 2,5 ngay

két qua xac minh thuc hién nhu lam viéc

B.4.1

- TH 1y quyén: Chanh Vin phong | -Chéanh | - THuy | Mdau 05; D
B5 | HDND-UBND ky du thdo két qua Van quyén: | thdo Trich luc

gidi quyét thi tuc hanh chinh, phong 02 gio | khai tw hodc
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chuyén dén budc B7. HDND- -TH Van ban thong
- TH khéng ity quyén: Lanh dao| UBND | khéng vy | bdo khong du
Van phong ky nhdy, chuyén dén| -L&nh quyen: | dieu kién dang
budc B6 dao Van 01 gio | kv lai khai tw
Mau 05; Trich
luc khai tr
, LA s as %, . | Lanh dao ho? ¢ Van b'{m
B6 Ky du thao két qua giai quyet thu UBND 01 gios thong bao
tuc hanh chinh. Ao x3 khong du dicu
p kién cap trich
luc khai tir da
duyét/ky nhay
Mau 05, 06;
Trich luc khai
Phat hanh vin ban va tra két qua Vin thu tr hodc Van
B7 | cho Trung tdm Phuc vu HCC cap UBND 01 gi6 | ban thong bao
Xa. khong da diéu
kién cap trich
luc khai tir
Tra két’ qua, thu 1€ phi theo quy M | .
dinh (néu co). Cong yau Ol 0%
Sau khi ding ky khai tir, Uy ban | chic Tu & hoic Vin
gg |nhan dan xa c6 van ban théng bao | phap - HO | Gio hanh ban thone bi
\ , . 2 . 1 A ; g bio
kém theo ban sao trich luc ho tich | tich; Cong | chinh Khone di didu
giri B Ngoai giao dé thong béo cho chire Kie 8 trich
co quan c¢6 thdm quyén cta nuéc | TN&TKQ 11en cap e
. 1A o uc khai tur
ma nguoi chét mang qudc tich.
* Truong hop hé so khong xur Iy dugc trong ngay lam viéc hodc trong ngay
1am viéc tiép theo (dbi voi hd so nhdn sau 15 gid), trong ngdy hen tra két
qua, Cong chirc xur Iy ho so trinh Chanh Van phong HDND-UBND (néu uy
quyen)/Lanh dao UBND cap xd (neu khong 1y quyén) ky ban hanh phiéu
xin 16i va hen lai ngay tra két qua dé giri cho t6 chire, ca nhan.
* Truong hop hd so can xac minh: Néu qua han xu ly, trong thoi gian
cham nhét 01 ngay trudc ngay hét han xt 1y, Cong chirc xit Iy ho so trinh
Chdanh Van phong HPND-UBND (néu ity quyén)/Lanh dao UBND cdp xd
(néu khéng 1ty quyén) ky ban hanh phiéu xin 16i va hen lai ngay tra két qua
dé giri cho to chire, ca nhan.
3 | BIEUMAU
Mau 01 Gidy tiép nhan ho so va hen tra két qua
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@H

M3u 01.docx

Phiéu y€u cau bd sung hoan thién ho so

Miu 02 1)

M&u 02.docx

Phiéu tir chéi tiép nhan giai quyét ho so

Mau 03 'Ej

M&u 03.docx

Phiéu xin 16i va hen lai ngay tra két qua

Miu 04 g

M3u 04.docx

Phiéu kiém soat qua trinh giai quyét ho so

Mau 05 'Eﬂ

M&u 05.docx

S6 theo ddi hd so

Mau 06 'Ej

M&u 06.docx

T khai dang ky khai tir (néu ndp truc tiép)
BM.HT.36.01 D

BMLHT.36.01.doc

Mau ho tich dién tir tvong tac ding ky khai tir (néu
ndp ho so theo hinh thirc truc tuyén).

BM.HT.36.02
]

BMLHT.36.02.doc

HO SO LUU:;

Mau 01; 02, 03, 04 (néu c6); 06 luu tai Trung tam Phuc vu HCC cép Xa.
Mau 01, 05 luu theo hd so;

Ho6 so dau vao theo muc 2.3;

S6 dang ky khai tir;

Vian ban x4ac minh; Van ban tra 101 xac minh (néu co);

Vin ban thong bao khong du diéu kién cap trich luc khai tir (néu co);
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Hb so dugc luu tai UBND cip x3, thoi gian luu triv S6 dang ky khai tir 14 vinh
vién, con cac gidy to khac thuc hién luu theo quy dinh ctia Luat HO tich va céac van
ban huong dan thi hanh.

37. Thii tuc cip Gidy xdc nhin tinh trang hon nhén

1 | KY HIEU QUY TRINH QT.HT.37
2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thuc hién TTHC:
Trudng hop yeu cau xac nhan tinh trang hon nhan nham muc dich két hon
thi nam nit két hon v61 nhau phai tuan theo cac di€u kién sau:
- Nam tir ¢t 20 tudi tr¢r 1én, nir tir ¢ 18 tudi trér 1én;
- Viéc két hon do nam va nit tu nguyén quyét dinh;
- Khéng bi mat nang luc hanh vi dan su;
- Viéc két hon khong thudc mot trong cac trudong hop cAm két hon, gom:
+ Két hon gia tao, ly hon gia tao;
+ Tao hon, cudng ép két hon, lra dbi két hon, can tro két hon;
+ Nguoi dqng co Vo, co chéng ma két hon véi qué’i khac hoac chua c6 vo,
chua c6 chong ma két hon vo1 nguoi dang ¢o6 chong, ¢ vo;
+ Két hon giita nhitng nguoi cing dong méu vé tryc hé; gitta nhitng ngudi
c6 ho trong pham vi ba doi; gitra cha, me¢ nudi vo1 con nudi; gitra nguoi da
timg 13 cha, me nudi véi con nudi, cha chong véi con dau, me vo véi con ré,
cha duong vdi con riéng cta vo, me ké vai con riéng ctia chong.
* Nha nudc khong thira nhan hon nhan gitra nhitng nguoi cung gidi tinh.
Truong hop yéu cau cap Gidy xac nhan tinh trang hon nhan dé s dung vao
muyc dich khac, khong phai dé dang ky két hon, thi ngudi yéu cau khéng
phai dap tng diéu kién két hon.

2.2 | Cach thuc thuc hién TTHC:
- Thu tuc nay da diéu kién thuc hién dich vu cong truc tuyén toan trinh.
- Nguoi yéu ‘ce‘iu cap Gidy xac nhan tinh trang hon nhan tryc tiép thuc hién
hodc uy quyén cho ngudi khac thyc hién ndp ho so tryc ticp tai Trung tam
Phuc vu HCC cép x@ cap tinh, gui qua hé thong buu chinh hodc nép ho so
true tuyen tai Cong dich vu cong quoc gia (https://dichvucong.gov.vn) hoac
Ung dung dinh danh quoc gia. ,
- Nop tai Trung tam Phuc vy Hanh chinh céng tinh Ha Tinh - S0 02A,
duwong Nguyen Chi Thanh, phuwong Thanh Sen, tink Ha Tinh dé thuc hién
phi dia gioi hanh chinh.,

2.3 | Thanh phén hd so, bao gom: Ban | Ban

chinh | sao
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TS khai cap Giaiy xac nhén tinh trang hon nhén theo mau
BM.HT.37.01 (qéu nguoi co yéu cau lya chon ndp ho so theo
hinh thure tryc ti€p hodc gui ho so qua Dich vu buu chinh cong
ich);

Mau dién tr tuong tac cap Glay xac nhan tinh trang hon
nhén (do nguoi yéu cau cung cap thong tin theo hudng dan
trén Cong dich vu cong néu nguoi co yéu cau lua chon nop
hd so theo hinh thirc truc tuyén).

Nguoi ¢6 yéu cau cap Gidy x4c nhan tinh trang hon nhan
thue hién viée ndp/xuat trinh (theo hinh thirc truc tiép) hodc
tai 18n (theo hinh thirc truc tuyén) cac gidy to sau:

* Gidy to phai nop:

Truong hop nguoi yéu cau cip Gidy xac nhan tinh trang
hén nhan di c6 vo hoic chong nhung da ly hon hodc ngudi
vo/chong di chét thi phai xuat trinh (ban chinh) hodc nop
ban sao gidy to hop 1é dé chimg minh;

Trich luc ghi chu ly hon df;i voi1 truong hop cong dan Viét
Nam da ly hon, huy viéc két hon & nude ngoai.

Truong hop yéu cau cap lai Gidy xac nhan tinh trang hon
nhan dé sir dung vao muc dich khac hoic do Gidy xac nhan
tinh trang hon nhan da hét thoi han sir dung theo quy dinh thi
phai nop lai Gidy xac nhan tinh trang hon nhan da dugc cap
truoc do;

Gidy to ching minh thudc gia dinh c¢6 cong véi cach mang,
nguoi thudc hd ngheo, nguoi khuyét tat (néu co);

Vin ban iy quyén theo quy dinh cta phap luat trong truong
hop ty quyén. Truong hop nguoi duoc Gy quyén 1a ong, ba,
cha, me, con, Vo, chéng, anh, chi, em rudt cia nguoi uy
quyén thi vin ban 0y quyén khong phai ching thuc.

* Gidy to phai xuit trinh:

Ho6 chiéu/Thé cin cudc cong dan/Thé cin cudce/Cian cude
dién ta/Gidy ching nhén cin cude hodc cac gidy to khac co
dan anh va thong tin ca nhén do co quan c6 tham quyén
cap, con gid tri sur dung dé ching minh vé nhan than cta
nguoi co yéu cau cap Gidy xac nhan tinh trang hon nhan
(sau day goi tat 1a gidy to tuy than) khi 1am tha tuc tryc tiép
tai co quan dang ky ho tich.

Trirong hop gidy to tiy than sik dung la: Hg chiéu, Thé cdn
cuce, Can cwdc cdng dan, Gidy ching nhdn can cuoc thi
nguoi Co yeu cau dang ky h¢ tich chi can cung Cap thdng
tin s6 dinh danh c4 nhan hogc thong tin vé gidgy to (so,
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ngay/thdng/ndm cdp), co quan dang ky hé tich c6 trach
nhiém tra civu théng tin théng qua két noi véi Co so dir liéu
ho tich dién tu, Co so dir liéu quéc gia vé dan cur hodc co
s& dit liéu khdc 6 lién quan dé doi chiéu, khai thdac dir lidu.

Truong hop khong khai thac dwoc thong tin hoac thong tin
khai thac dwoc khong a”dy du, khong chinh xdc thi co quan
dang ky ho tich yéu cau nguoi di dang ky ho tich xudt trinh
ban chinh gidy to dé chitng minh, dong thoi dé nghi ngu*o’z
di dang ky hé tich cdp nhdt, diéu chinh théng tin trong céc
co so dir liéu theo quy dinh cua phap ludt.

Truong hop céac thong tin ¢4 nhan trong cac gidy to nay da
c6 trong Co s& dit liéu qubc gia vé dan cu, Co sé dit lidu ho
tich dién ta, duoc hé thong dién ty dong thi khong phai tai
Ién (theo hinh thirc truc tuyén);

Gidy to co gia tri chimg minh thong tin vé cu tréi trong truong
hop co quan ding ky ho tich khong thé khai thac duoc thong
tin vé& noi cu tra ctia cong dan theo cac phuong thirc quy dinh
tai khoan 2 Diéu 14 Nghi dinh s6 104/2022/ND-CP ngay
21/12/2022 ctia Chinh phii. Trudng hop cac thong tin vé gidy | X
to chirng minh noi cu tra da dugc khai thac tr CSDLQGVDC
bang cac phuong thirc nay thi nguoi yéu cau khong phai xuat
trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thirc
tryc tuyén).

*Luuy

- Ca nhan co quyén lua chon thuc hién tha tuc hanh chinh vé ho tich tai co
quan dang ky ho tich noi cu tri; noi cu tri cua ca nhan dugc xac dinh theo
quy dinh cta phap luat vé cu tra. Trudng hop ca nhéan lya chon thyc hién
thil tuc hanh chinh vé ho tich khong phai tai Uy ban nhan déan cdp xa noi
thuong tra hodc noi tam tra thi Uy ban nhan dan cip xi noi tiép nhan yéu
cau co trach nhiém hd trg ngudi dan ndp hod so dang ky ho tich truc tuyén
dén dung co quan c6 thim quyén theo quy dinh.

- Truong hop nguoi yéu cau xac nhan tinh trang hon nhén da timg dang ky
thudng tri tai nhiéu noi khac nhau, ngudi yéu cau cung cp cac gidy to
ching minh tinh trang hon nhén tai noi thuong tra trude day (néu c6). Trén
co s cac thong tin dugce cung cap, co quan dang ky ho tich tra ctru thong tin
vé tinh trang hon nhan cia nguoi yéu cau xac nhan tinh trang hoén nhan trén
Hé thong thong tin giai quyét thu tuc hanh chinh cap tinh thong qua két nbi
voi Co sé dir 1i¢u ho tich dién tor, CSDLQGVDC. Truong hop khong tra ctru
dugc tinh trang hon nhan do chua c6 thong tin trong Co s& dit li€u ho tich
di¢n tr, CSDLQGVDC, thi co quan dang ky ho tich dé nghi Uy ban nhan
dan cap xd noi nguoi yéu cau thudng tri/noi da dang ky két hon xac minh,
cung cap thong tin. Trong thoi han 03 ngay lam viéc ké tir ngay nhan dugc
yéu cau xac minh, Uy ban nhan din cip x3 noi nhan dugc dé nghi xac minh
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c6 trach nhiém kiém tra, x4c minh va guri két qua vé tinh trang hon nhan cia
nguoi do.

- Trudng hop yéu cau cip Gidy xac nhan tinh trang hon nhan dé st dung
vao muc dich két hon thi co quan dang ky ho tich chi cap 01 ban cho ngudi
yéu cau.

- Trudng hop yéu cau cip Gidy xac nhan tinh trang hon nhan dé st dung
vao myc dich khéc, khong phai dé dang ky két hon thi trong Gidy xac nhin
tinh trang hon nhén phai ghi r6 myc dich st dyung, sO lugng Gidy xac nhan
tinh trang hon nhan duoc cip theo yéu cau.

- Truong hop yéu cau cap Gidy xac nhan tinh trang hon nhan dé két hon véi
nguoi cung gidi tinh hodc két hon voi ngudi nude ngoai tai Co quan dai
dién nudc ngoai tai Viét Nam thi co quan ding ky ho tich tir chdi giai quyét.
- Bdi véi gidy to ndp, xuat trinh néu ngudi yéu cau ndp ho so theo hinh thic
truc tiép:

+ Ngudi yéu cau dang ky ho tich co thé ndp ban sao dugc chiig thyc tir ban
chinh hodc ban sao dugc cp tir s6 gde (sau day goi 1a ban sao) hodc ban
chup kém theo ban chinh, ban dién tr cac gidy to ndy, bao gdm ca gidy to
duoc tich hop, hién thi trén Ung dung dinh danh dién tir (VNeID).

Truong hop nguoi yéu cau ndp ban chup kém theo ban chinh gidy to thi
ngudi tiép nhan cé trach nhiém klem tra, doi chleu ban chup v61 ban chinh
va ky x4c nhan, khong duoc yéu cau ndp ban sao gidy to do.

Pbi véi gidy to xuat trinh khi diang ky ho tich, nguoi tiép nhan c6 trach
nhiém kiém tra, d6i chiéu, ghi lai thong tin hodc chup lai, ky xac nhan dé
lru trong ho so va tra lai cho ngudi xut trinh, khong duoc yéu cau ndp ban
sao hodc ban chup gidy to do.

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

Nguoi tiép nhan hd so thyc hién khai thac théng tin trong CSDLQGVDC
theo quy dinh phép luat néu ngudi yéu cau ding ky ho tich di cung cép ho,
chir dém, tén; ngdy, thang, nam sinh; s6 dinh danh ca nhan/thé can cuoc
cong dan/th¢ can cude/can cudce dién tir. Truong hop cac thong tin can khai
thac khong co trong CSDLQGVDC thi dé nghi ngudi yéu cau ké khai day
du.

+ Trudng hop ngudi yéu cau ding ky ho tich cung cdp thong tin vé gidy to
ho tich cua ca nhan dé duoc dang ky, co quan dang ky h¢ tich co trach
nhiém tra ctru thong tin trén HE thong thong tin giai quyét thu tuc hanh
chinh cap tinh thong qua két ndi véi Co sé dir liu ho tich dién tu,
CSDLQGVDC. Truong hop khong tra ctru dugc do khong co thong tin
trong Co s¢ dir 1i€u ho tich dién tir, CSDLQGVDC thi co quan dang ky ho
tich yéu cau nguoi di dang ky ho tich nop/xuat trinh gidy to lién quan dé
ching minh.
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- Béi voi gidy to gti kém theo néu ngudi yéu cau ndp hd so theo hinh thic
truc tuyén:

+ Ban chup cac gidy to giri kém theo hd so cap Gidy xac nhén tinh trang hon
nhan truc tuyén phai bao dam rd nét, day du, toan ven vé nodi dung, la ban
chup bang may anh, dién thoai hodc dugc chup, dugc quét bang thiét bi dién
tir, tir gidy to dugc cap hop 18, con gia tri str dung.

+ Truong hop gidy to, tai liéu phai giri kém trong hd so cdp Gidy xac nhan
tinh trang hon nhan truc tuyén da co ban sao dién tir hoac ban dién tir giéy to
ho tich thi nguoi yéu cau duge st dung ban dién tir nay.

- Truong hop ngudi yéu ciu ding ky ho tich Iya chon nhén két qua tai
Trung tdm Phyc vy HCC cap xa thi nguoi yéu cau dang ky ho tich phai Xudt
trinh gidy to tuy than, nop cac gidy to 1a thanh phan ho so theo quy dinh;

Truong hop nguoi yéu cau dang ky ho tich khong lya chon nhén két qua tai
Trung tam Phuc vu HCC cap xa thi nguoi yéu cau dang ky h¢ tich nop cac
gidy to 13 thanh phan ho so theo quy dinh trude khi nhan két qua.

- Trudng hop ngudi yéu cau dang ky ho tich khong cung cap duogc gidy to
theo quy dinh hodc gidy to nop, xuat trinh bi tiy x6a, stra chira, lam gia thi
co quan dang ky ho tich c6 tham quyén huy bo két qua ding ky ho tich.

- Gidy to do co quan c6 tham quyén ctia nudc ngoai cip, cong chimg hoic
xac nhan dé st dung cho viéc dang ky ho tich tai Viét Nam phai duoc hop
phap héa lanh sy theo quy dinh cua phap ludt, trir truong hop duge mién
theo diéu wdc qudc té ma Viét Nam 1a thanh vién.

- Truong hop cho phép ngudi yéu cau diang ky ho tich 1ap vin ban cam doan
vé ndi dung yéu cau dang ky ho tich thi co quan dang ky ho tich phai giai
thich rd cho ngudi 1ap vin ban cam doan vé trach nhiém, hé qua phap Iy cua
viéc cam doan khong dung sy that.

Co quan dang ky ho tich tur chbi giai quyet hodc dé nghi co quan c6 tham
quyén hiy bo két qua ding ky ho tich, néu c6 co sé xac dinh nodi dung cam
doan khong dung su that.

2.4 | S6 lwong hd so: 01 bo
25 Thoi .h.s;ln giai quyét: 03 ngay 1am viéc; truong hop phai xac minh thi thoi
han giai quyét khong qua 23 ngay.
Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
- Trung tam Phyc vu HCC cép Xa.
26 |” T:rung tam Phuc vu hanh chinh cong tinh dé thuc hién phi dia gioi hanh
chinh.
- Cong Dich vu cong Qudc gia https://dichvucong.gov.vn.
- Ung dung dinh danh qudc gia.
Co quan thwe hién: UBND cip xi noi ngudi yéu cau cap Gidy xac nhan
2.7 | tinh trang hon nhan thuong tru;

Truong hgp ngudi yéu ciu cdp Gidy x4c nhan tinh trang hon nhan khong c6
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noi thuong tra nhung c6 dang ky tam tra theo quy dinh cua phap luat vé cu
tr thi Uy ban nhan din cap x4 noi tam tra thuc hién viéc cip Gidy xac nhan
tinh trang hon nhan.

Co quan dwoe iy quyén: Khong.
Co quan phéi hop: Co quan quan ly CSDLQGVDC, Uy ban nhan déan cip
xd noi thuong tra trude déy ciua ngudi yéu cau cap Gidy xac nhan tinh trang

hén nhan (trudng hop ngudi yéu cau di thuong tra ¢ nhidu noi khac nhau),
Uy ban nhéan dan noi du dinh dang ky két hon trudc day.

2.8 | Poi twong thue hién TTHC: C4 nhan.
Két qua gidi quyét TTHC:
- Ho so du diéu kién:
+ Gidy x4c nhan tinh trang hon nhan (ban chinh).

29 |7 Bér} dién tir Giéy xac nhan tinh trang hon nhan (Ban di¢én tu s€ tu dfmg
gui vé Kho quan 1y dir liéu dién tir cua ca nhan/dia chi thu dién ti/thiét bi
so0/dién thoai cua nguoi yéu cau sau khi da hoan tat thu tuc cap Giay xac
nhan tinh trang hon nhan tai co quan dang ky ho tich).

- Ho so khong du diéu kién: Van ban thong bao khong du diéu kién.
2.10 | Quy trinh xir ly cong viéc
TT Trinh tw TréCh Th0’1 x Biéu )
i nhiém glan | mau/Két qua
1. Tiép nhan hd so truc tiép tir ca
nhan hoac tur Dich vu buu chinh cong
ich’ hodac trén Cong Dich vu cong
Quoc gia (https://dichvuconq;qov.vn)
hogc Ung dung dinh danh quoc gia.
2. Kiém tra hd so:
- Néu ho so chua ~dély du hoac khong
hop 1&: Huéng dan hodc thong bao
bang van ban cho ca nhan bd sung, x ,
h(?élrgl thign hd so. Truong hop khong | Cong Gid gga“(nglll 0%2)
Bl | b0 sung, hoan thién dugc ho so thi| chuc hanh ’

thér}g bé‘o tr cl}éi giai quyét ho so. TN&TKQ | chinh ?lfeovr?lulc{g. 3S ?
- Néu ho so day du, hop 1¢: Lam thu
tuc tiép nhan hd so va thu phi, 1€ phi
theo quy dinh. Néu tiép nhan ho so
sau 15 gio thi gui Phiéu hen, tra két
qua cho ngudi c6 yéu ciu trong ngay
lam viée tiép theo hodc giri tin nhin
hen tra két qua qua dién thoai di dong
cho ngudi ¢ yéu cau (néu nguoi co

yéu cau luya chon hinh thirc ndp hd so
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tryc tuyén).

Sau khi tiép nhan ho so theo hinh thirc
ndp truc tiép, Cong chuc tiép nhan
thuc hién s6 hoa (sao chup, chuyén
thanh tai liéu dién tir trén hé thong
thong tin, co so dit liéu) va ky sd vao
tai liéu, ho so giai quyét thu tuc hanh
chinh di duogc sé hoa theo quy dinh.

Mau 05 va Hd

A ~ < \ on
Chuyén Lanh dao Van phong HDND- CO, g .. | so theo muc
B2 UBND cAb xi chtic 01gio |54
P TN&TKQ '
N Mau 05 va Ho
~ < \ A A n Lanh dao

Lanh dao Van phong phan cong cong 9 .. | so theo muc
B3 1 1A Vian 01 gio

chirc xtr 1y ho so N 2.3

phong

B4.1: Kiém tra, xem xét ho so:

- Néu du diéu kién: Vao So cap gidy xac

nhan tinh trang hon nhan; Nhap dir liéu

vao phan mém hd tich, in du thdo Giay

xac nhan tinh trang hon nhan;

Trudng hop tiép nhan hod so xac nhan

tinh trang hon nhan theo hinh thirc

tryc tuyén thi gui lai bi€u mau Gidy

xac nhan tinh trang hon nhan dién tr Mau 05; Du

vo1 thong tin day du cho nguoi yéu thao Gidy xac

cau qua thu dién tr hodc thiét bi so. 02 nhan tinh

Ngudi yéu cau c¢o trach nhiém kiém A ; trang hon

. , , X aa o L Ccong ngay A <

tra tinh chinh xdc, day du cia cc| . <o |am nhén hoac dy

thong tin trén biéu mau Gidy xac nhan e .| thao van ban

. A A AL e oy 7 ho so VigC A ‘

tinh trang hon nhan dién tor va xac thong bao

nhan (t61 da mot ngay). viéc khong du
B4 | Néu ngudi co yéu cau xac nhan théng diéu kign

tin da théng nhat, day di hodc khong
c6 phan hoi sau thoi han yéu cau thi
cap nhat thong tin xac nhan tinh trang
hén nhéan va luu chinh thire trén Phan
mém dang ky, quan 1y ho tich dién tir
dung chung.

- Néu khong du diéu kién: Dy thao Vin
ban thong bao khong du diéu kién.
Chuyén buéc B7.
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B4.2: Trudng hop ngudi yéu ciu xac
nhan tinh trang hon nhan da tung
dang ky thudng tra tai nhiéu noi khac
nhau, néu nguoi d6 khong chimg
minh dugc tinh trang hon nhan cua
minh thi bao cdo Lanh dao Van phong
HPND-UBND c6 vian ban dé nghi Uy
ban nhan dan cip xi noi nguoi do da

ting dang ky thuong trd tién hanh Coéng Mau 0;5 ’ Vag
g 01 |ban dé nghi
kiém tra, xdc minh v€ tinh trang hon | chire xir Iy X wac minh
nhan cia nguoi do. hd so ngay
Truong hop nguoi yéu cau cap lai
Gidy x4c nhan tinh trang hon nhan dé
két hon ma khong nop lai dugc Gidy
xac nhan tinh trang hon nhan da duoc
cap trudc day thi tham muu Lanh dao
Van phong HDND-UBND Vin ban
trao d6i voi noi du dinh dang ky két
hén trude day dé xac minh.
Uy ban
Uy ban nhéan dan cap xa noi nguoi d6 | nhan dan n
2 9 , . 2 _~ | Khong | «,. \ )
B5 dgv tung dang ky. thuong tra tién hanh | cap xa qué 19 Va}n bag tra
kiém tra, xac minh vé tinh trang hén | duoc dé X 161 xac minh
L, Ny A ngay
nhan cua nguoi do. nghi xac
minh
Sau khi ¢6 két qua xac minh hodc sau Mau 05; Du
thoi han 20 ngay ké tir ngay gui van thdo Gidy xac
ban yéu cau xac minh ma khong nhan nhan tinh trang
dugc van ban tra 1oi thi cho phép Cong hon nhan hodc
B6 ngudi yéu cau cip Gidy xac nhan tinh | chtc Tu 01 | Van ban thong
trang hon nhan c6 van ban cam doan | phap - HO | ngay | bao khong du
vé tinh trang hon nhan cia minh theo tich diéu kién; Van
mau, tiép tuc thuc hién nhu B4.1 va ban cam doan
Trinh Chéanh Van phong HDND- cia ca nhan
UBND cép x4 theo budc B7. (néu co)
-Chanh | -TH | Mdu 05; Du
- TH iy quyén: Chdnh Van phong Van uy | thao Gidy xdc
HDND-UBND ky du thdo két qua gidgi | phong quyén: | nhdin tinh
587 quyét thu tuc hanh chinh, chuyén dén| HBPND- | 04 gio | trang hén
bwoc B97. UBND -TH | nhdn hoac Van
- TH khéng iy quyén: Lanh dao Van | - L&nh khong | ban thong bao
phong ky nhay, chuyén dén buéc BS dao Van uy | khong du dieu
phong | quyén: | kién da ky/ky
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02 gio | nhay
Mau 05; Giay
xac nhan tinh
~ trang hon
B8 Ky du thao két qua giai quyét thu tuc LSIIIBhNdSO 02 i nhan hoac
hanh chinh. i #91van  ban
P thong  béo
khong du diéu
kién
Mau 05; Giay
xac nhan tinh
o trang hon
B9 Phat hanh van ban va chuyén két qua | Van thu 02 sids nhan hodc
cho Trung tam Phuc vu HCC cap xa UBND & Van ban
théng bao
khong du diéu
kién
M?{u 01, 06;
Giay xac nhan
| corg | Gig | o one o
B10 | Tra két qua, thu 1¢ phi theo quy dinh. chirc hanh 9 X
. Van ban
TN&TKQ | chinh A .
thong bao
khong du diéu
kién
* Tru’c‘rpg hop hd so qua han xir 1y, trong thoi gian cham nhat 01 ngay trudc
ngay hét han xu ly, Cong chirc xur [y hé so trinh Chanh Van phong HDND-
UBND (neu uy quyen)/Lanh dao UBND cdp xd (néu khong 1y quyén) Ky ban
hanh phiéu xin 161 va hen lai ngay tra két qua dé gui cho to chuc, ca nhan.
3 | BIEUMAU
Gidy tiép nhan ho so va hen tra két qua
Mau 01 'Ej
M3u 01.docx
Mau 02 Phiéu yéu cau bd sung hoan thién ho so
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@j

M&u 02.docx

Phiéu tir chéi tiép nhan giai quyét ho so

Mau 03 liﬂ

Mau 03.docx

Phiéu xin 16i va hen lai ngay tra két qua

Mau 04 'E:l

Mau 04.docx

Phiéu kiém soat qu4 trinh giai quyét ho so

Mau 05 'Ej

MAau 05.docx

S theo ddi hd so

Mau 06 'Eﬂ

Mau 06.docx

T khai cap gidy xac nhén tinh trang hon nhan

BM.HT.37.01 D

BM_HT.37.01.doc

Van ban cam doan

BM.HT.37.02 D

BM.HT.37.02.doc

Mau dién ttr twong tic cap Gidy xac nhén tinh trang
hon nhan (néu ndp ho so theo hinh thuc tryc tuyén).
BM.HT. 37.03 B

BM_HT.37.03.doc

HO SO LUU:;

Mau 01; 02, 03, 04 (I}éu c6); 06 luu tai Trung tdm Phuc vu HCC cép xa.
Mau 01, 05 luu theo hd so;

Ho6 so dau vao theo muc 2.3;

S6 cap giay xac nhan tinh trang hon nhan;

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

Vién ban d€ nghi x4c minh; Van ban tra 101 xac minh (néu co);
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H6 so duoc luu tai UBND cap x4, thoi gian luu trix S6 cap gidy xac nhan tinh trang
hon nhan 13 vinh vién, con céc glay to khac thyc hién luu theo quy dinh cua Luat
Ho tich va cac van ban hudng dan thi hanh.

38. Thii tuc cip ban sao trich luc hd tich, ban sao Gidy khai sinh

1 | KYHIEU QUY TRINH QT.HT.38
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thwe hién TTHC: Khong.
2.2 | Cach thirc thue hién TTHC:
- Thii tuc nay du diéu kién thuc hién dich vy céng truc tuyén toan trinh.
- Nguoi yéu cau cap ban sao Trich luc ho tich, ban sao Giay khai sinh truc
tiép thuc hién hoic ty quyén cho nguoi khac thuc hién nop hé so truc tiép
tai Trung tm Phuc vu HCC cap x4 tinh, giri qua hé thdng buu chinh hoic nop
hd so truc tuyén tai Cong dich vu cong québc gia (https:/dichvucong.gov.vn)
hoac Ung dung dinh danh qudc gia.
- Ngp tai Trung tdm Phyc vy Hanh chinh cong tinh Ha Tinh - So 02A,
dwong Nguyen Chi Thanh, phuwong Thanh Sen, tinh Ha Tinh dé thuc hién
phi dia gioi hanh chinh.
A s \ Ban Ban
2.3 | Thanh phan ho so, bao gom: chin
h sao

To khai dé nghi ban sao Trich luc hd tich theo mau
BM.HT.38.01 trong trudng hop ngudi yéu cau 13 ca nhan
hodic Vin ban yéu cau cap ban sao Trich luc ho tich, ban
520 Gidy khai sinh néu r6 ly do trong truong hop nguoi yéu | X
cau 1 co quan, t6 chiic (neu nguoi yéu cau lya chon nop ho
so theo hinh thirc tryc tiép hodc giri hd so qua hé thong buu
chinh hodc guri hd so qua hé thong buu chinh);

Mau dién tir tuong tac yéu cau cip ban sao Trich luc ho
tich, ban sao Gidy khai sinh (do ngudi yéu cau cung cap
thong tin theo hudng dan trén Cong dich vu cong, néu nguoi
cd yéu cau lua chon nop hd so theo hinh thire truc tuyen)

Nguodi co yéu cau cép ban sao Trich luc ho tich, ban sao
Gidy khai sinh thyc hién viéc ndp/xuat trinh (theo hinh
thire truc tiép) hodc tai 1én (theo hinh thirc truc tuyén) cac
gidy to sau:

* Gidy to phai nop:

Truong hop Gy quyén cho ngudi khac 1am thay thi phai c6 | X
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van ban uy quyén duoc chimg thuc theo quy dinh cta phap
luat. Truong hop nguoi dugc uy quyén 13 6ng, ba, cha, me,
con, Vo, chong, anh, chi, em rudt ctia ngudi Gy quyén thi
van ban uy quyén khong phai ching thuc.

Gidy to chimg minh thudc gia dinh c6 cong v6i cach mang,
nguoi thudc ho ngheo, nguoi khuyét tat (néu co);

* Gidy to phai xuat trinh:

Ho6 chiéu/Thé cin cudc cong dan/Thé cin cude/Can cudce
dién tir/Gidy chimg nhén cin cudc hodc cac glay to khac co
dan anh va thong tin ca nhan do co quan c6 tham quyén cép,
con gia tri sit dung dé ching minh vé nhan than cia nguoi
¢ yéu cau cdp ban sao Trich luc ho tich (sau day goi tat la
gidy to tuy than) khi lam thu tuc truc tiép tai co quan ding
ky ho tich.

Trieong hop gidy to tiy than si dung la: Hg chiéu, Thé cdin
cuéc, Can cwéc cdng dan, Gidy ching nhdn can cuoc thi
nguoi €6 yeu cau deang ky hé tich chi can cung cap théng tin
sé dinh danh cd nhan hogc théng tin vé gidy to (so,
ngay/thdng/nim cdp), co quan dang ky ho tich c6 trach
nhi¢m tra ciru thong tin thong qua ket noi voi Co so dit lieu
ho tich dién tir, Co 0 dit li¢u quoc gia vé dan cur hodc co s¢
dit liéu khdc cé lién quan dé doi chiéu, khai théc dit liéu.
Truwong hop khong khai thac dwoc thong tin hodc thong tin
khai thac dwoc khong a"dy du, khong chinh xdc thi co quan
dang ky ho tich yéu cau nguoi di dang ky ho tich xudt trinh
ban chinh gidy to dé chimg minh, dong thoi dé nghi nguoi
di dang ky ho tich cdp nhdt, diéu chinh théng tin trong cdc
co so dit ligu theo quy dinh cua phap ludt.

Trudng hop cac thong tin ca nhan trong cac gidy to nay da
c6 trong Co so dir lieu qudc gia vé dan cu, Co s dir liéu ho
tich dién tur, dugc hé thong dién ty dong thi khong phai tai
1én (theo hinh thirc tryc tuyén);

*Luuy

- C4 nhan c6 quyén lya chon thuc hién tha tuc hanh chinh vé hé tich tai co
quan dang ky ho tich noi cu tr; noi cu tri ctia ca nhan dugc xac dinh theo
quy dinh caa phap luat vé cu tra. Truong hop ca nhan lwa chon thyc hién thu
tuc hanh chinh vé ho tich khdng phai tai Uy ban nhan dan cap xa noi thudng
trd hogc noi tam trd thi Uy ban nhan dan cip xi noi tiép nhan yéu cau co
trach nhiém hd tro ngudi dan nop ho so diang ky ho tich truc tuyén dén dung
co quan c6 tham quyén theo quy dinh.

- Boi véi giay to nop, xuat trinh néu ngudi yéu cau nop ho so theo hinh thirc
truc tiép:

+ Ngudi yéu cau dang ky ho tich ¢ thé nop ban sao duoc ching thuc tir ban
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chinh hoac ban sao dwgc cap tir s6 goc (sau day gol la ban sao) hodc ban
chup kém theo ban chinh, ban dién tir céc gidy t& nay, bao gom ca gidy to
duoc tich hop, hién thi trén Ung dung dinh danh dién tir (VNelD).

Truong hop nguoi yéu cau nop ban chup kém theo ban chinh gidy to thi
nguorl tiép nhan co trach nhiém klem tra, d6i chiéu ban chup véi ban chinh
va ky xac nhan, khong dugc yéu cau nop ban sao gidy to do.

Péi véi glay to xuat trinh khi ding ky ho tich, nguoi tiép nhan cd trach
nhiém kiém tra, di chiéu, ghi lai théng tin hoac chup lai, ky xac nhan dé
lru trong hd so va tra lai cho ngudi Xuét trinh, khong duoc yéu cau nop ban
sao hoic ban chup gidy to do.

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

Nguoi tiép nhan ho so thuc hién khai thac théng tin trong CSDLQGVDC
theo quy dinh phap luat néu ngudi yéu cau dang ky ho tich da cung cap ho,
chit dém, tén; ngdy, thang, nam sinh; sé dinh danh ca nhan/thé can cudc
cong dan/the can cude/can cude dign tu. Truong hop cac thong tin can khai
thac khong c6 trong CSDLQGVDC thi dé nghi ngudi yéu cau ké khai day
du.

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

+ Ban chup cac gidy to gui kém theo hd so cap ban sao Trich luc ho tich,
ban sao Gidy khai sinh truc tuyén phai bao dam rd nét, day du, toan ven vé
ndi dung, la ban chup béng may anh, di¢n thoai hoac dugc chup, duoc quet
bang thiét b dién tu, tr gidy to dugc cap hop 18, con gia tri su dung.

+ Truong hop gidy to, tai liéu phai gui kém trong ho so cap ban sao Trich
luc ho tich, ban sao Giay khai sinh truc tuyén da c6 ban sao dién tir hoic ban
dién tir gidy to ho tich thi nguoi yéu cau duoc st dung ban dién tar nay.

- Truong hop nguoi yéu cau cap ban sao Trich luc ho tich, ban sao Giay
khai sinh khéng cung cap day du hoic cung cap cac thong tin khong chinh
xéac, khong thé tra ctru duoc thong tin thi co quan dang ky ho tich tir chdi
giai quyét.

- Gidy to do co quan c6 tham quyén ciia nudc ngodi cap, cdng chang hoac
x4c nhan dé st dung cho viéc ding ky ho tich tai Viét Nam phai dugc hop
phap hoa lanh sy theo quy dinh cua phap luat, trir truong hop duoc mién
theo diéu woc qudc té ma Viét Nam 1a thanh vién.

- Truong hop ngudi yéu cau ding ky ho tich lya chon nhan két qua tai
Trung tdm Phuc vu HCC cép x4 thi nguoi yéu cau dang ky ho tich phai xuét
trinh gidy to tuy than, nop céc gidy to 1a thanh phan ho so theo quy dinh.

- Trudng hop ngudi yéu cau dang ky ho tich khong lya chon nhan két qua
tai Trung tdm Phuc vu HCC cip x4 thi nguoi yéu cau dang ky ho tich nop
cac gidy to 1a thanh phan ho so theo quy dinh trudc khi nhan két qua.

2.4

S6 lwong ho so: 01 bo

2.5

Thoi han gidi quyét: Ngay trong ngdy tiép nhan hd so; trudong hop nhan hd
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so sau 15 gid ma khong giai quyét dugc ngay thi tra két qua trong ngay lam
viée ti€p theo.

2.6

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

- Trung tdm Phuc vu HCC cép Xa.

- Trung tdm Phuc vu hanh chinh cong tinh dé thuc hién phi dia gioi hanh
chinh.

- Cong Dich vu cong Qudc gia https://dichvucong.gov.vn.

- Ung dung dinh danh qudc gia.

2.7

Co quan thue hién: UBND cép x4.
Co quan dwoe iy quyén: Khong.
Co quan phdi hop: Khong.

2.8

Poi twong thue hién TTHC: Cé nhan

2.9

Két qua giai quyét TTHC:

- Ho so du diéu kién:

+ Ban sao Trich luc ho tich.

+ Ban sao Gidy khai sinh.

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

2.10

Quy trinh xir ly cong viéc

TT

Trach Thoi | Biéu mauw/Két

Trinh ty < : -
i nhi¢m glan qua

Bl

1. Tiép nhan hé so truc tiép tir ca
nhan hoac tir Dich vu buu chinh
cong ich hoac trén Céng Dich vu
cong Quéc gia
(https://dichvucong.gov.vn) hogc
Ung dung dinh danh quéc gia.

2. Kiém tra hd so:

- Néu hd so chua day du hoic N
khong hop 1&: Huéng dan hoic Mau 01; 02,
thong béo bang vin bin cho ca| Congchirc | Gio hanh | 03 (néu co);
nhan bd sung, hoan thién hd so. | TN&TKQ chinh |06 va HO so
Truong hop khong b sung, hoan theo muc 2.3
thién duoc ho so thi thong bao tu
chéi giai quyét hd so.

- Néu ho so day du, hop 1&: Lam
thil tyc tiép nhan ho so va thu phi,
1¢ phi theo quy dinh. Néu tiép
nhan hd so sau 15 gio thi gui
Phiéu hen, tra két qua cho nguoi
c6 yéu ciu trong ngdy lam viéc



https://dichvucong.gov.vn/
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tiép theo hodc guri tin nhan hen tra
két qua qua dién thoai di dong cho
ngudi co yéu cau (néu ngudi co
yéu cAu lya chon hinh thic nop
hé so truc tuyén).

Sau khi tiép nhan ho so theo hinh
thitc ndp truc tiép, Cong chirc
tiép nhan thyc hién s6 hoa (sao
chup, chuyén thanh tai liéu dién
tir trén hé thng thong tin, co s
dir liéu) va ky s6 vao tai liéu, hd
so giai quyét thu tuc hanh chinh
da duoc s6 hoa theo quy dinh.

B2

Chuyén Lanh dao Van phong
HDND-UBND cap xa

Cong chuc
TN&TKQ

01 gio

Mau 05 va Hb
so theo muc
2.3

B3

Lanh dao Van phong phan cong
cong chirc xr 1y ho so

Lanh dao
Vian phong

01 gio

Mau 05 va Ho
so theo muc
2.3

B4

Kiém tra, xem xét ho so, nhap dir
liéu vao phﬁn mém ho tich hodc
kiém tra thong tin tir phdn mém
ho tich, in ban sao Trich luc hd
tich, Chuyén buéc B5

Truong hop tiép nhan hd so xin
cép ban sao Trich luc ho tich theo
hinh thire tryc tuyén, cong chirc
lam cong tadc hg tich gtri lai noi
dung biéu mau Trich luc ho tich
dién tir twong ung voi thong tin
day du cho nguoi yéu cau qua
thu dién tir hodc thiét bi sd.

Ngudi yéu cau co trach nhiém
kiém tra tinh chinh xéc, ddy du cia
cac thong tin trén biéu mau Trich
luc ho tich dién tir va xac nhan (toi
da mot ngay).

Néu ngudi co6 yéu cip ban sao
Trich lyc ho tich da thong nhat,
day du hoac khong c6 phan hoi

Cong chirc
xtr 1y ho so

03 gid

Mau 05; Ban
sao Trich luc
ho tich
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sau thoi han yéu cau thi cong
chtic Tu phap - HO tich nhap dir
liéu vao phﬁn mém ho tich hodc
kiém tra thong tin tir phdn mém
ho tich, in ban sao Trich luc hd
tich, Chuyén budc B3

- TH 1ty quyén: Chdnh Vin ghc‘)ng - Chanh - TH uy
HDND-UBND ky du thao két qua . . quyén: > )
Van phong .~ | Mau 05; Ban
giai quyet thu tuc hanh chinh, 02 gio ;
HDND- sao Trich luc
B5 chuyen dén buéc B7. UBND -TH he tich da
. |ho tic a
- TH khéng ity quyén: Lanh dao - Lanh dao khong W | kylky nhay
Van phong ky nhdy, chuyén dén Vén phon quyén:
buéc B6 PROTE | 0] gjoy
.y , A Lanh dao Mau 05; Ban
B6 KAy bari sao Trich lyc ho tich cho UBNDcap | 01gid |[sao Trich luc
cong dan. ~ . L
xa ho tich
Pong diu vin ban va chuyén két Vin thu Mau 05; Ban
B7 | qua cho Trung tam Phuc vu HCC 01 gi¢ |sao Trich luc
X~ UBND . L
cap xa ho tich
Tra két qua, thu phi theo quy | Céng chirc | Gio hanh | M4 V1, 06
B8 : . Ban sao Trich
dinh. TN&TKQ | chinh e
luc ho tich
* Truong hop khong xur 1y dugce trong ngay lam viéc hodc trong ngay lam
viéc tiép theo (d6i voi ho so nhéan sau 15 gid) thi trong ngay hen tra két qua,
Cong chirc xur [y hé so trinh Chanh Van phong HDND-UBND (neu uy
quyen)/Lanh dao UBND cdp xd (neu khong 1y quyén) ky ban hanh phiéu xin
16i va hen lai ngay tra két qua dé gtri cho to chirc, ca nhén.
3 | BIEUMAU
Gidy tiép nhan ho so va hen tra két qua
Mau 01 IEH
Mau 01.docx
Phiéu yéu ciu bd sung hoan thién hd so
Mau 02 'Ej
Mau 02.docx
Phiéu tir chéi tiép nhan giai quyét ho so
Mau 03 lﬁﬁl
Mau 03.docx
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Phiéu xin 16i va hen lai ngay tra két qua

Mau 04 'Eﬂ

MAu 04.docx

Phiéu kiém soat qua trinh giai quyét hd so

Mau 05 'Ej

Mau 05.docx

S6 theo ddi hd so

Mau 06 IEH

M&u 06.docx

To khai cép ban sao trich luc ho tich

BM.HT.38.01 D

BM.HT.38.01.doc

Mau dién tir twong tac yéu cau cap ban sao Gidy khai sinh,
ban sao Trich luc ho tich (néu ndp ho so theo hinh thirc

tryc tuyén).
BM.HT.38.02 D

BM_HT.38.02.doc

4 |HOSOLUU:

Mau 01; 02, 03, 04 (néu c6); 06 luu tai Trung tm Phuc vu HCC cép xa.
Mau 01, 05 Iuu theo ho so;

- Ho6 so dau vao theo muc 2.3;

- S6 cép ban sao Trich luc ho tich;

Hb so dugc luu tai UBND cap x4, thoi gian luu trit SO cip ban sao Trich lyc ho tich
la vinh vién, con céc giay to khac thyc hién luu theo quy dinh ctia Luat Ho tich va
cac van ban hudng dan thi hanh.

39. Thi tuc xac nhan thong tin h¢ tich

1 | KY HIEU QUY TRINH QT.HT.39

2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thuc hién TTHC: Khong.

2.2 | Cach thire thyc hién TTHC:
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- Thu tuc nay du diéu kién thuc hién dich vu cong tryc tuyén toan trinh.

- Ngudi yéu cau xac nhan thong tin ho tich truc tiép thuc hién hodc uy quyen
cho ngudi khac thuce hién ndp ho so truc tlep tai Trung tam Phuc vu HCC cap
xa, gui qua hé thong buu chinh hodc nop hd so truc tuyen tai Cong dich vu
cong qubc gia (https://dichvucong.gov.vn) hodc Ung dung dinh danh qudc

gia.

- Ngp tai Trung tam Phyc vy Hanh chinh ¢ang tinh Ha Tinh - S6 024, duong
Nguyén Chi Thanh, phwong Thanh Sen, tinh Ha Tinh dé thuc hién phi dia

gioi hanh chinh.

2.3

Thanh phéan hé so, bao gom:

chinh

Ban sao

Td khai dé nghi xac nhan thong tin ho tich theo mau
BM.HT.39.01 (néu ngudi ¢ yéu cau lya chon ndp hod so
theo hinh thurc truc tiép hoac gui qua dich vu buu chinh
cong ich);

Mau dién tir tuong tac dé nghi xac nhan thong tin ho tich
(do nguoi yéu cau cung cap thong tin theo hudng dan
trén Cong dich vu cong, néu nguoi co yéu cau lya chon
ndp ho so theo hinh thic truc tuyén);

Nguoi co yéu cau xac nhan thong tin ho tich thyc hién
viéc nop/xuét trinh (theo hinh thirc truc tiép) hodc tai 1én
(theo hinh thtic truc tuyén) cac gidy to sau:

* Gidy to phai nop:

Gidy to, tai liéu co lién quan dén ndi dung dé nghi xéac
nhan thong tin ho tich;

Vin ban uy quyén (duoc chimg thuc) theo quy dinh cua
phap luat trong truong hop ty quyén thuc hién viée xin
cap x4c nhan thong tin ho tich. Truong hop ngudi duoc
uy quyén la 6ng, ba, cha, me, con, vo, chong, anh, chi,
em rudt ctia nguoi Gy quyén thi van ban oy quyén khong
phai chung thyc.

Gidy to chimg minh thudc gia dinh co cong véi cach
mang, nguoi thugc ho ngheéo, ngudi khuyét tat (néu co);

* Gidy to phai xuét trinh:

H6 chiéuw/Thé cin cudc cong dan/Thé cin cude/Cin
cudc dién tir/Gidy ching nhan cin cudc hoic cac gidy to
khac co dan anh va thong tin ca nhan do co quan c6
thAm quyén cép, con gia tri s dung dé chimg minh vé
nhan than cua ngudi c6 yéu cau cap xac nhan thong tin
ho tich (sau day goi tit la gidy to tay than) khi lam thu
tuc truc tiép tai co quan ding ky ho tich.
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Truong hop gidy to tuy than si dung la: Hé chiéu, Thé
can cude, Can cudc cong dan, Giay ching nhan cdn
cuot thi nguoi ¢6 yeu cau dang ky hg tich chi can cung
Cap théng tin sé dinh danh cd nhan hogc théng tin vé
gidy to (s8, ngaylthdang/nam cdp), co quan dang ky hé
tich ¢é trach nhiém tra ciru thong tin thong qua két noi
voi Co so dit lieu ho tich dién tw, Co so dir licu quéc gia
vé dan cur hodc co sé di lidu khac ¢ lién quan dé doi
chiéu, khai thdc di liéu.

Truong hop khong khai thac dwoc thong tin hodc thong
tin khai thac dwoc khéng day du, khéng chinh xdc thi co
Quan déing ky hé tich yéu cau nguoi di dang ky hé tich
xudt trinh bdn chinh gidy to dé chitng minh, dong thoi dé
nghi nguoi di ding ky hé tich cdp nhdt, diéu chinh théng
tin trong cac co so dit liéu theo quy dinh cua phap luat.
Truong hop cac thong tin ca nhan trong cac gidy to nay
da c6 trong Co so dit lieu qudc gia vé dan cu, Co so dix
lisu ho tich dién tor, duoc hé théng dién tuy dong thi
khong phai tai 1én (theo hinh thirc truc tuyén);

Gidy tO c6 gia trj ching minh thong tin vé cu trl trong
truong hop co quan quan ly Co s¢ dit li¢u ho tich dién tir
khong thé khai thac duoc thong tin vé noi cu tra cua
cong dan theo cac phuong thic quy dinh tai khoan 2
Piéu 14 Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022
ciia Chinh phu. Truong hop cac thong tin vé gidy to
ching minh noi cu tra da dugc khai thac tr Co sé di
liéu quéc gia vé dan cu bang cac phuong thuc nay thi
ngudi ¢6 yéu cau khong phai xuét trinh (theo hinh thirc
tryc tiép) hodc tai 1én (theo hinh thirc tryc tuyén).

*Luuy

- Ca nhan co quyén lua chon thuc hién tha tuc hanh chinh vé ho tich tai co
quan dang ky ho tich noi cu tri; noi cu trd cua ca nhan dugc xac dinh theo
quy dinh cta phéap ludt vé cu tri. Trudong hop ca nhan lya chon thyc hién thu
tuc hanh chinh vé ho tich khong phai tai Uy ban nhan dan cdp x4 noi thudng
tri hodc noi tam tra thi Uy ban nhan dén cap xi noi tiép nhan yéu cau co
trach nhiém hd trg ngudi dan ndp ho so ding ky ho tich truc tuyén dén ding
co quan c6 tham quyén theo quy dinh.

- Pdi véi gidy to ndp, xut trinh néu nguoi yéu cau ndp hd so theo hinh thic
tryc tiép:

+ Nguoi yéu cau ding ky ho tich ¢6 thé ndp ban sao dugc chung thuc tir ban
chinh hodc ban sao dugc cap tir s6 goc (sau day goi 1a ban sao) hodc ban
chup kém theo ban chinh, ban dién tr cac gidy to ndy, bao gdm ca gidy to
dugc tich hop, hién thi trén Ung dung dinh danh dién tir (VNeID).
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Truong hop nguoi yéu cau nop ban chup kem theo ban chinh gidy to thi
nguoi tiép nhan cé trach nhiém klem tra, d6i chleu ban chup v6i ban chinh va
ky xac nhan, khong duoc yéu cau ndp ban sao gidy to do.

Dbi v6i gidy to xudt trinh khi dang ky ho tich, ngudi tiép nhan c6 trach nhiém
kiém tra, ddi chiéu, ghi lai thong tin hoac chup lai, ky x4c nhan dé luu trong
hd so va tra lai cho ngudi xuét trinh, khong dugc yéu cau ndp ban sao hoic
ban chup gidy to do.

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

+ Trudng hop ngudi yéu cau dang ky ho tich cung cip thong tin vé gidy to ho
tich ctia ca nhan da dugc dang ky, co quan dang ky ho tich co trach nhiém tra
ctru thong tin trén Hé thong thong tin giai quyét tha tuc hanh chinh cip tinh
thong qua két ndi véi Co sé dir liéu ho tich dién tir, CSDLQGVDC. Truong
hop khong tra ciru duoc do khong c6 thong tin trong Co s¢ dir liéu ho tich
dién ta, CSDLQGVDC thi co quan dang ky ho tich yéu cau nguoi di dang ky
ho tich nop/xuat trinh gidy to lién quan dé chimg minh.

- Pbi voi gidy to giri kém theo néu nguoi yéu cau ndp ho so theo hinh thirc
truc myén:

+ Ban chup céac gidy to giri kém theo hd so cdp xac nhan thong tin ho tich
truc tuyén phai bao dam rd nét, dﬁy du, toan ven vé ndi dung, 1a ban chup
béng may anh, di¢n thoai hoac dugc chup, duoc quét bﬁng thiét bi dién tir, tir
gidy to dugc cap hcrp 1€, con gia tri sir dung.

+ Truong hop glay td, tai liéu phai giri kém trong ho so cap xac nhan thong
tin hd tich truc tuyen d3 c6 ban sao dién tir hodc ban dién tir gidy to ho tich
thi nguoi yéu cau duoc sir dung ban dién tr nay.

- Truong hop ngudi yéu cau cAp xac nhan thong tin ho tich khong cung cap
day du hodc cung cép cac thong tin khong chinh xac, 'khong thé tra ciru dugc
thong tin thi co quan dang ky ho tich tir choi giai quyét.

- Gidy to do co quan c6 thAm quyén ctia nudc ngoai cap, cong chimg hoic
xac nhan dé s dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop
phap hoéa lanh sy theo quy dinh cua phap ludt, trir trudng hop dugce mién theo
diéu udc qudc té ma Viét Nam 1a thanh vién.

- Trudng hop nguoi yéu cau dang ky ho tich lwa chon nhan két qua tai Trung
tam Phyc vu HCC cap xi thi ngudi yéu cau dang ky ho tich phai xuat trinh
gidy to tuy than, ndp cac gidy to 1a thanh phan hé so theo quy dinh.

- Trudng hop nguoi yéu cau dang ky ho tich khong lwa chon nhan két qua tai
Trung tdm Phuc vu HCC cip x4 thi ngudi yéu cau ding ky ho tich ndp cac
gidy to 13 thanh phan hd so theo quy dinh trudc khi nhan két qua.

2.4

S6 lwong ho so: 01 bo.

2.5

Thoi han giai quyét: Trong thoi han 03 ngay lam viéce, ké tir ngay nhan du
ho so hop 1. Trudng hop phai kiém tra, x4c minh thi thoi han c6 thé kéo dai
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nhung khong qué 10 ngay lam viéc.

2.6

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

- Trung tdm Phyc vy HCC cip 4.

- Trung tam Phuc vu hanh chinh cong tinh dé thuc hién phi dia gioi hanh
chinh.

- Cong Dich vu cong Qudc gia https://dichvucong.gov.vn.

- Ung dung dinh danh quéc gia.

2.7

Co quan thue hién: UBND cép xi
Co quan dwoe iy quyén: Khong.
Co quan phdi hop: Co quan cong an, cic co quan khac c6 lién quan.

2.8

Poi twong thue hién TTHC: Co quan, tO chirc, c4 nhan.

2.9

Két qua giai quyét TTHC:

- Néu ho so di diéu kién:

+ Vian ban xac nhan thong tin ho tich.

+ Ban dién tu Xac nhén thong tin ho tich (Ban dién tur s€ ty dong gui vé Kho
quan ly dir liéu Qién tr cua ca nhén/dia chi thu dién tu/thiét b1 s6/dién thoai
cua nguoi yéu cau sau khi da hoan tat tha tuc xac nhan thong tin hd tich tai
co quan dang ky ho tich).

- Néu hd so khong du diéu kién: Vin ban tir chdi xac nhan thong tin ho tich.

2.10

Quy trinh xir ly cong viéc

TT

Trach Thoi Biéu mauw/Két

Trinh ty o . -
: nhi¢m glan qua

Bl

1. Tiép nhan ho so.

- Tiép nhan ho so truc tiép tir ca
nhan hoac tir dich vu buu chinh
cong ich hodc trén Céng Dich vu
cong Quédc gia
(https://dichvucong.gov.vn) hoac
Ung dung dinh danh quéc gia.

2. Can bo TN&TKQ kiém tra ho A Gis méu co): 06 va
50 . . Cong chirc hanh H6 so theo muc
- Trudng hop ho so chua day du, | TN&TKQ | (o |93

hop 18: Hudng dan nguoi ndp hod
so bo sung, hoan thién theo quy
dinh, néu khoéng bo sung hoan
thién dugc thi tir chéi tiép nhan hd
SO.

- Trudng hop hd so day du, hop 16
thi tiép nhan ho so, thu phi theo
quy dinh, c6 Phiéu hen, tra két qua

Mau 01; 02, 03



https://dichvucong.gov.vn/
https://dichvucong.gov.vn/

387

cho nguoi co yéu cau (néu ngudi
co yéu cau lya chon hinh thirc nop
hd so truc tiép) hoic giri ngay
Phiéu hen, tra két qua qua thu
dién tir hoac gui tin nhin hen tra
két qua qua dién thoai di dong cho
nguoi cd yéu cau (néu nguoi co
yéu cau lya chon hinh thirc ndp hod
so truc tuyén), dong thoi chuyén
hd so dé Vian phong HDND-
UBND xur ly.

Sau khi tiép nhan hd so theo hinh
thic ndp truc tiép, cong chuc
TN&TKQ thuc hién sé hoa (sao
chup, chuyén thanh tai liéu dién tir
trén hé thong thong tin, co so dir
lidu) va ky s vao tai liéu, hd so
giai quyét thi tuc hanh chinh da
duoc s6 hoa theo quy dinh.

B2

Chuyén Linh dao Vian phong
HDND-UBND.

Cong chuc
TN&TKQ

01 gio

Mau 01, 05 va hod
so theo muc 2.3

B3

Lanh dao Van phong phan cong
cong chue xur 1y ho so

Lanh dao
Vian phong

02 gid

Mau 05 va Ho so
theo muc 2.3

B4

Thim tra hd so (tham tra tinh
théng nhat, hop 1¢ cua cac thong
tin trong hod 50, gidy t0, tai liéu do
ngudi yéu cau ndp, xuit trinh
hodc dinh kem).

- Néu thay hd so day du, hop 18,
ding quy dinh, thong tin trong Co
s& dir liu ho tich dién tr va thong
tin d& nghi x4c nhan 1 dang:

+ Trudng hop tiép nhan hd so cip
xac nhan thong tin hd tich theo
hinh thtec truc tiép, thi cong chuc
xt 1y hd so in Van ban xac nhan
thong tin hd tich, Chuyén budc
B7.

Pbi véi yéu cau xac nhan thong
tin ho tich cua cd nhan, néu théy
thong tin hd tich cia ca nhan

Cong chire
xur 1y ho
SO

02
ngay
lam
viéc

Mau 05; Du thao
Van ban xac nhan
thong tin ho tich.




388

khong c6 sy thay dbi thi cong
chicc xur 1y bdo cdo Chanh Van
phong HDND-UBND cip xa
khong cdp Vian ban xic nhan
thong tin ho tich ma hudng dan
nguoi yéu cau lam thu tuc cap ban
sao Gidy khai sinh hoic ban sao
trich luc ho tich twong Ung, trur
truong hop co quan, to chuc co
tham quyén dé nghi cap vin ban
xéac nhan dé giai quyét vu viéc lién
quan dén c4 nhan.

+ Truong hop tiép nhan hd so xin
cdp x4c nhan thong tin ho tich
theo hinh thac tryc tuyen cong
chte xtr 1y ho so gui lai biéu mau
X4c nhan thong tin ho tich dién tr
v6i thong tin day di cho ngudi
yéu cau qua thu dién tir hodc thiét
bi s0.

Nguoi yéu cau c6 trach nhiém
kiém tra tinh chinh xac, day du
ciia cac thong tin trén biéu miu
X4c nhan thong tin ho tich dién tir
va xac nhan (t61 da mot ngay).
Néu ngudi c6 yéu ciu xac nhin
thong tin di thdng nhét, day du
hoic khong c6 phan hdi sau thoi
han yéu cau thi céng chic lam
cong tac ho tich in Van ban xéc
nhan thong tin ho tich, Chuyén
budc B7.

- Trudng hop can xac minh thém
thong tin thi chuyén thuc hién tu
budc B4 dén B6.

B4o cdo Lanh dao Van phong
HDPND-UBND cap xa va tham

< , A : o , 101 Mau 05; Du thao
muu van ban dé nghi co quan | Cong chuc 5 NP :
o , A .2, x| hgay Van ban dé nghi
B4 | cong an, cac co quan khac c6 lién | xtrly ho |, , : N
. : ) : lam xac minh thong
quan xac minh theo quy dinh tai SO viee tin ho tich
Khoan 3 DBiéu 13 Nghi dinh so i T
87/2020/ND-CP.
B5 | Xac minh thong tin ho tich. Co quan | Khong | Du thao van ban
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cong an, | qua 06 | tra 1oi dé nghi xac
cacco | hgay | minh thong tin ho
quan khac | lam tich
cé lien | viéc
guan
- Trudng hop két qua xac minh
khong c6 thong tin hodc thong tin
khong thong nhét V01 giay to Mau 05; Du thao
nguoi yéu cau cung cap thi du| 101 Van ban xac nhan
thao Van ban tir chdi cap van ban Coflg,Cth ngay thong tin ho tich
BO | xéc nhan thong tin ho tich Xulyhd | | hoze Van ban tir
- Truong hop két qua xac minh >0 vige chéi x4c nhan
thong tin thong nhat véi gidy to thong tin ho tich
thi du thao Van ban xac nhan
thong tin ho tich.
‘ - TH
- TH uy quyén: Chanh Van phong | Chanh uy Mdu 05; Du thdo
HDND-UBND ky dw thado két qua Van phong quyeén: | Van ban xdac nhdn
giadi guyéj thu tuc hanh chinh, LDND- 04 gio | théng tin ho tich
B7 | chuyén dén buoc BY. UBND |- TH hodc Van ban tir
- TH khéng ity quyén: Lanh dao - khong | choi xdc nhan
. \ ; f : .+ | -Lanhdao |, . . P
Van phong ky nhay, chuyén den Ven ohone | & thong tin ho tich
buoc BS prong quyen: | da ky/ky nhay
02 gio
Mau 05; Van bén
Lanh dao xac nhan thong tin
g | K¥ du thao két qua giai quyét tha | UBND 02 wiy | DO tich hodc Van
tuc hanh chinh. cap xa & ban tir chdi x4c
cap x3 nhan thong tin hd
tich
Mau 05, 06; Vin
Dong d4u van ban va chuyén két Cong chtic baP xac Anhan
B9 | qua cho Trung tdm Phuc vy HCC | xtlyhd |01 gid thqng tlvn hq HCI}
cAp xa T <o hOE_’lfj Van ban tu
' chdoi  xac nhan
thong tin ho tich
- Tra két qua cho nguoi dan. Mau 01, 06; Vin
- Nguoi c6 yéu cau cip xac nhén Gio ban x&c nhan
B10 thong tin ho tich dugc nhan két | Cong chiic hanh thong tin hg tich
qua theo mot trong cac phuong | TN&TKQ chinh hoac Van ban tur

thirc sau day:
+ Nhan ban dién tor Van ban xac

chdi  xac nhén
thong tin ho tich
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nhan thong tin hd tich g1 qua thu
dién tu, Kho quan 1y dir liéu dién
ttr cia td chire, c4 nhan do;

+ Nhan ban dién tr Van ban xac
nhan thong tin hd tich gui vao
thiét bi sd, thong qua phuong
phap truyén sé liéu phu hop, dam
bdo an toan, bao mat thong tin;

+ Nhan két qua 1a Van ban xéc
nhan thong tin hd tich théng qua
dich vy buu chinh cong ich;

+ Nhan két qua 1a Van ban xéc
nhan thong tin ho tich tai co quan
dang ky ho tich.

* Truong hop ho6 so qua han xir 1y, trong thoi gian cham nhat 01 ngay trudc
ngay hét han xu 1y, Cong chirc xir Iy ho so trinh Chanh Van phong HDND-
UBND cap xd ky ban hanh phiéu xin 101 va hen lai ngay trd két qua dé gun

cho t6 chirc, ca nhan.

BIEU MAU
Giay ti€p nhan ho so va hen tra két qua
Mau 01
Mau 01.doc
Phiéu yéu cau bo sung hoan thién ho so
Mau 02
Mau s6 02.doc
Phiéu tir choi tiép nhan gidi quyét ho so
Mau 03
M3u 03.doc
Phiéu xin 16i va hen lai ngay tra két qua
Mau 04
Mau 04.doc
Phiéu kiém soat qué trinh gidi quyét ho so
Mau 05
M3&u sé 05.doc
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S6 theo ddi hd so

Mau 06
Ma3u s6 06.doc
T& khai dé nghi xac nhan thong tin h¢ tich (néu nodp hd so
theo hinh thire tryc tiép).
BM.HT.39.01 D
BM.HT.39.01. docx
Meflu dién tu tuong tac dé nghi xac nhén thong tin ho tich
(néu ndp ho so theo hinh thirc tryc tuyén).
BM.HT.39.02 B

BM.HT.39.02.docx

4 |HOSOLUU:

Mau 01; 02, 03, Q4 (néu c0); 06 Iuu tai Trung tdm Phuc vu HCC cép x4. Mau
01, 05 luu theo ho so;

- | HO so dau vao theo muc 2.3;

Hb so duoc luu tai Van phong HDND-UBND, thoi gian luu trit hd so xac nhén
thong tin ho tich thuc hién luu theo quy dinh cua Luat HO tich va cac van ban huéng

dan thi hanh./.
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I1. LINH VU'C CHUNG THUC (01 TTHC)

1. Cap ban sao tir s0 goc

1 KY HIEU QUY TRINH QT.CT.01
2 | NOIDUNG QUY TRINH
2.1 | Piéu kién thyc hién TTHC:
- Phai c6 sb goc
- Co quan, to chtre can cur vao s6 gdc dé cap ban sao; ndi dung ban sao
phai dung theo s6 gdc.
2.2 | Cach thirc thuc hién TTHC:
- Nguoi ¢6 yu cau cap ban sao tir so goc thuc hién nop truc tiép tai Trung
tadm Phuc vu hanh chinh céng cap xa;
- Qua dich vu Buu chinh cong ich;
- Truc tuyén Qua Cong Dich vy cong Quoc gia: http://dichvucong.gov.vn
(da du dieu kién thuc hién dich vu cbng truc tuyén toan trinh). ,
- Nop tai Trung tam Phuc vy Hanh chinh cong tinh Ha Tz‘nh; So 02A,
duwong Nguyen Chi Thanh, phuong Thanh Sen, tinh Ha Tinh dé thuc hién
phi dia gidi hanh chinh.
Ket qua dugc tra truc tiep hoac qua‘dich vu buu chinh céng ich hoac truc
tuyén theo phuong thirc nguoi yéu cau da dang ky.
2.3 | Thanh phin hd so, bao gom: Ban | Ban sao

chinh

Mot trong cac gidy to: Can cude dién tir; ban chinh
hoac ban sao ctia Thé can cudc cong dan hoac Thé can
cuoc hoac Giéy chimg nhan can cudc hoac HQ chiéu X X
hodc gidy to xuat nhap canh hodc gidy to co gia trj di
lai qudc té con gia tri st dung.

Ban chinh hodc ban sao c6 ching thuc gidy to ching
minh quan hé véi nguoi duoc cdp ban chinh trong
truong hop ngudi yéu cau 1a ngudi dai dién theo phap
ludt, nguoi dai dién theo Gy quyén cta ca nhén, to chic
duoc cép ban chinh; cha, me, con; vo, ché)ng; anh, chi,
em rudt; nguoi thira ké khac cua nguoi dugc cap ban
chinh trong truong hop nguoi do da chét.

(Khéng yéu cau nguoi yéu cau cdp bdn sao tir s6 goc



http://dichvucong.gov.vn/
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nép gidy to nay khi co quan gidi quyet thu tuc hanh
chinh khai thdc dwoc théng tin vé gidy khai sinh, gidy
dang ky két hon trén Co sé dir liéu hé tich dién ).

Luu y:

+ Truong hop ndp hd so truc tlep tai co quan, t6 chue ¢co thAm quyén,
nguoi yéu cau cap ban sao tu s6 goc xuét trinh céc gidy to theo quy dinh
dé nguoi tiép nhan hd so kiém tra;

+ Truong hop ndp hd so qua dich vu buu chinh, nguoi yéu cau cp ban sao
tir s goc phai giri kém ho so theo quy dinh va 01 phong bi dan tem ghi rd
ho tén, dia chi nguo1 nhan;

+ Truong hop ndp hé so truc tuyén, nguoi yéu cdu cip ban sao tir s6 gdc
c6 thé ndp ban dién tr hodc ban sao dién tir giay to theo quy dinh.

+ Nguoi thuc hién ching thuc khong yéu cau ngudi yéu cau ching thuc
ndp, xuat trinh ban chinh hoic ban sao cac gidy to, tai liéu da duoc tich hop
trén VNelD khi ngudi yéu cau ching thuc da xuét trinh thong tin tuong tng
tor VNelD.

Truong hgp nguoi yéu cau ching thyc dé nghi va nguoi thue hién chung
thuc c6 thé khai thac thong tin, gidy to tir Co so dit liéu quéc gia vé dan cu
hoac cac co s& dir li¢u khac theo quy dinh ctia phép luat thi nguoi thuc
hién chung thuc c6 trach nhi€ém thuc hién viéc khai thac thong tin, giéy to
tir cac co s¢ dit liéu nay, khong yéu cau nguoi yéu cau chimg thyc xuat
trinh ban chinh, ban sao tir s6 gc hodc ban sao co chimg thuc ddi voi cac
thong tin, gidy to da duoc khai théc.

+ Trong truong hop nguwoi yéu cau cdp ban sao tir s6 goc la nguoi dwoc
quy dinh tai khodn 2 va khodn 3 Diéu 16 cia Nghi dinh so 23/2015/ND-
CP, dugc sua doi, bo sung boi Nghi dinh 6 280/2025/NP-CP, co quan, té
chitc tiép nhdn va giai quyet thu tuc hanh chinh thyc hién viéc khai thdc,
su dung thong tin vé gidy to' chung minh quan hé cua nguoi yéu cau cdp
ban sao tir s goc vOi nguoi duoc cap ban chinh trén Co so dir liéu ho tich
dién tir (gidy khai sinh, gidy déing ky két hon).

Truong hop khong khai thdac duoc thong tin hodc thong tin khai thac dwoc
khéng ddy du, khéng chinh xdc thi co quan, ngwoi cé tham quyén tiép
nhdn, gidi quyét thi tuc hanh chinh yéu cau cd nhdn, t6 chirc b6 sung
thanh phan hé so dé giai quyét thii tuc hanh chinh; dong thoi dé nghi cd
nhadn, t6 chirc thuc hién cdp nhat, diéu chinh thong tin trong cdc co so dir
liéu theo quy dinh cua phap luat.

2.4

S6 lwong hd so: Khong quy dinh.

2.5

Thoi han gidi quyet Thoi han thyc hién yéu cau chimg thuc 13 ngay
trong ngay co quan, t6 churc tlep nhan yéu cau hodc trong ngay lam viéc
tleptheo néu tiép nhan yéu cau sau 15 gio. Thoi han duoc tinh tur ngay co
quan, t6 chirc nhan du hd so hop ¢ truc tlep, theo ddu buu dién dén hoic




394

theo thoi diém hé thong dich vu céng ghi nhan di nhan da ho so hop 1é.

2.6

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

- Thuc hién truc tiép tai Trung tdm Phuc vu hanh chinh cong cép Xa;

- Trung tam Phuc vu hanh chinh cong tinh dé thuce hién phi dia gioi hanh
chinh;

- Qua dich vu Buu chinh cong ich;

- Céng Dich vu cong Quoc gia: http://dichvucong.gov.vn.

2.7

Co quan thue hién: UBND cip xa.

Co quan c6 tham quyén quyét dinh: UBND cap xa.
Co quan dwoe iy quyén: Khong.

Co quan phdi hop: Khong.

2.8

Poi twong thue hién TTHC: Cé nhan, t6 chuc

2.9

Két qua giai quyét TTHC: Ban sao duoc cip tir s6 goc.

2.10

Quy trinh xir ly cong viéc

TT

Trach Thoi | Biéu miuw/Két

Trinh tw I . -
: nhiém glan qua

Bl

1. Tiép nhéan ho so:

Tiép nhan ho so truc tiép tir ca
nhén, t6 chirc hodc tir Dich vu
buu chinh cong ich hoac trén
Cong Dich vu céng Quéc gia:
http://dichvucong.gov.vn

2. Kiém tra hd so:

- Néu ho so chua day du hoic
khong hop 1&: Hudng dan bo | Cong chirc
sung, hoan thién hd so; truong | TN&TKQ
hop ndp hd so qua duong buu
dién hoac ndp ho so truc tuyén
thi thong bao bang vin ban
cho c4 nhan dé hoan thién hd
SO.

- Néu ho so day du, hop 1é:
Lam thu tuc tiép nhan ho so
theo quy dinh.

Gio | Mau 01, 02 (néu
hanh | ¢6), 05, 06 va Ho
chinh | so theo muc 2.3

B2

Méu 01, 02 (néu
01 gio | ¢0), 05, 06 va HO
so theo muc 2.3

Chuyén cho Van  phong | Coéng chuc
HDND - UBND dé xu ly. TN&TKQ
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Lanh dao
83 Egan cong cong chire xir Iy hd Vﬁ%%%fg 0l gid Mﬁ;lOO klé rgsthveaOHa
UBND cap
Xa
Kiém tra, xem xét hd so, bao
B4 cao két qua kiém tra, chuyén | Cong chue 02 gic Mau 05 va Ho so
dén Lanh dao Van phong | xirly ho so kéem theo
HDND-UBND cap xa
Chanh Vian Mau 05 va du
- TH Uy quyén: Chanh Vin phong thao Ban sao
phong ky va chuyén két qualai| HBND- | 01 gio | duogc cip tir sO
cho cong churc UBND cip gbc da duoc ky
Xa ching thuc
B5 |- TH khong Gy quyén: Lanh | Lanh dao
dao Vian phong HDND, | Vin phong Mau 05 va du
UBND ky nhay, chuyén dén HDND- thao Ban sao
Lanh dao UBND cép xa. UBND cép | 02 gio | duoc cip tir s6
Lanh dao UBND cép xi ky | xd/ Lanh dao gbc di duogc ky
chiung thuc va chuyén lai két | UBND cap chirng thuc
qua cho cong chuec. Xa
Pong dau, phat hanh van ban | ., , Mau 05, 06; Ban
\ 2 1% \ Cong chirc .y X ..
B6 | va chuyén két qua cho Trung LA 01 gio | sao dugc cap tu
n . , n L~ xu 1y ho so 2 %
tam Hanh chinh cong cap xa. sO goc
B7 Tra két qua cho to chuc, ca| Cong chirc h(; ln(:] 1\8/;? d?rlc;cogzii BZ;I
nhan. TN&TKQ | A
chinh sO goc

* Truong hop hd so khong xu 1y duoc trong ngay lam viéc hodc trong
ngay lam viéc tiép theo (d6i voi ho so nhan sau 15 gid), trong ngay hen tra
két qua, cong chure xir Iy ho so trinh Chanh van phong HDND - UBND x&
hodc Lanh dao UBND cép x4 ky ban hanh phiéu xin 15i va hen lai ngay tra
két qua dé gui cho t6 chtic, ca nhan.
* Co quan, to chue can cur vao sO géc dé cap ban sao; ndi dung ban sao
phai dung theo s6 goc. Truong hop so gbe khong con duge luu trir hodc
khong co6 thong tin theo yéu céu thi co quan, t6 chirc ¢ trach nhiém tra 1oi

bang van ban cho nguoi yéu cau.

* Kg:t qua duoc tra truc tlep hoac qua dich vu buu chinh cong ich hoac truc
tuyén theo phuong thirc nguoi yéu cau da dang ky.
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3 | BIEUMAU

Gidy tiép nhan ho so va hen tra két qua

Mau 01 utl

Mau 01.docx

Phiéu y€u cau bd sung hoan thién ho so

Mau 02 utl

Mau 02.docx

Phiéu tir chéi tiép nhan giai quyét ho so

Mau 03 utl

Mau 03.docx

Phiéu xin 16i va hen lai ngay tra két qua

Mau 04 utl

Mau 04.docx

Phiéu kiém soat qua trinh giai quyét hd so

Mau 05 “j

Mau 05.docx

S6 theo ddi hd so

Mau 06 “j

Mau 06.docx

4 |HOSOLUU:

Mau O!; 02, O3~, 04 (néu co) va 06 ‘lu’u tai Trung tdm Phuc vu hanh chinh
cong cap xa. Mau 01, 05 luu theo ho so.

Thoi gian luu 01 ndm, hét thoi gian trén chuyén xubng luu trir co quan va
xtr ly theo quy dinh.

H6 so dugc luu tai Trung tim Phuc vy hanh chinh cong cép x4 , thoi gian luu trit
S6 ching thuc 1a vinh vién, luu trir van ban chimg thuc 1a 02 nam. Hét thoi han
luu trlt, van ban ching thuc dugc ti€éu hity theo quy dinh cua phap luat vé luu trir.
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1. LINH VU'C NUOI CON NUOI (04 TTHC)
1. Pang ky viéc nuéi con nudi trong nwéc

KY HIEU QUY TRINH QT.NCN.01

NOI DUNG QUY TRINH

2.1

Picu kién thue hién TTHC:

* Nguwoi nhan con nudi phai c6 da diéu kién sau:
- C6 nang luc hanh vi dan su day du;
- Hon con nudi tir 20 tudi trd 1én - khdng ap dung d6i véi truong hop cha

duong nhan con riéng ctia vo, me ké nhan con riéng caa chong lam con nudi
hoac ¢, cau, di, cha bac ruot nhan chau lam con nubi;

- C6 diéu kién vé strc khoe, kinh té, chd & bglo dam viéc cham soc, nuoi1
dudng, gido duc con nudi - khong ap dung doi vdi truong hop cha duong
nhan con riéng cua vg, me ké nhan con riéng cua chong lam con nudi hoac
cO, cau, di, cha bac ruét nhan chau lam con nubi;

- C6 tu cach dao duc tbt.

* Cac truwong hop khong dwge nhan con nuéi

- Bang bi han ché mot s6 quyén ctia cha, me ddi véi con chua thanh nién;

- Pang chép hanh quyét dinh xir Iy hanh chinh tai co so gido duc, co so chita
bénh;

- Pang chap hanh hinh phat tu;

- Chua dugc x06a an tich vé mot trong cac tdi ¢ ¥ xdm pham tinh mang, stc
khoé, nhan phﬁ‘m, danh du ctia nguoi khac; nguoc dai hodc hanh ha 6ng ba,
cha me, vg chong, con, chau, nguoi c6 cong nudi dudng minh; du do, ép
budc hodc chtra chap nguoi chua thanh nién vi pham phap ludt; mua ban,
danh trao, chiém doat tré em.

* Tré em dwoc nhan 1am con nudi phai c6 di cac diéu kién sau:

- Lé tré em dudi 16 tudi; néu tré em thude truong hgp duoc cha glugng, me
ke, co, cau, di, chu, bac rudét nhan lam con nuoi thi dén dudi 18 tudi;

- Tré em bi bo roi, tré em mo cdi ca cha va me, tré em khéng noi nuong tua;

- Mot ngubi chi dugc lam con ciia mot ngudi ddc than hodc cta ca hai nguoi
1a vo chong.

2.2

Cach thirc thuc hién TTHC:

- Nguoi nhan con pu()i thuc hién ndp hd so truc tiép tai Trung tdm Phuc vu
hanh chinh cong cap xa;

- Nop tai Trung tam Phuc vu Hanh chinh cong tinh Ha Tinh - S6 024, duwong
Nguyén Chi Thanh, phuwong Thanh Sen, tinh Ha Tinh dé thuc hién phi dia
gioi hanh chinh.

- Gti ho so qua Dich vy buu chinh cong ich;

- Truc tuyén Qua Cong Dich vu cong Qudc gia: http://dichvucong.gov.vn
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Ban Ban

2.3 | Thanh phan hd so, bao gom: chinh | sao
* Hd so' clia ngwdi nhan con nudi:
- Pon xin nhan con nudi; X

Vin ban xac nhan hoan canh gia dinh, tinh trang chd &, diéu
kién kinh té do UBND cap xa noi nguoi nhan con nudi
thuong tra cap co gia tri str dung néu duoc cip chua quéa 06
thang, tinh dén ngay ndp ho so tai co quan c6 tham quyen X
(trtr truong hop cha duong nhan con riéng cia vo, me ké
nhan con riéng cua chéng lam con nu61 hoac c¢o, cau, di,
chq, bac rudt nhan chdu lam con nudi);

* Ho so' ciia nguwoi dwoc nhan lam con nuoi:

Gidy khai sinh; X

Hai anh toan than, nhin thang chup khong qua 06 thang; X

Bién ban x4c nhan do Uy ban nhin din hodc Cong an cip
xa noi phat hién tré bi bo roi 1ap ddi voi tré em bi bo roi;
Giéy chimg tir cua cha dé, me dé hoac quyét dinh cua Toa
an tuyén bd cha dé, me dé cua tré em la da chét ddi voi tre
em md cdi; quyét dinh ciia Toa an tuyén bd cha dé, me dé
ciia ngudi duoc gidi thidu lam con nudi mat tich ddi voi| X
nguoi duge gidi thiéu lam con nudi ma cha dé, me dé mat
tich; quyét dinh ctua Toa 4n tuyén bd cha dé, me dé cia
nguoi duge gidi thiéu 1lam con nudi mat ning luc hanh vi
dan su d6i v6i nguodi duoc gidi thidu 1am con nudi ma cha
dé, me dé mat nang luc hanh vi dan sy;

Quye¢t dinh ti€ép nhan doi véi tré em & co s& nudi dudng. X

Luuy:

- Uy ban nhan dan cép xa khai thac, st dung thong tin trén céc co so dir licu
dé thay thé thanh phan hd so cua ngudi nhin con nudi va ngudi dugc nhan
lam con nubi, cy thé:

+) Thong tin trén Co s¢ dir liéu qudc gia vé dan cu dé thay thé Hj chiéu,
Thé Can cudc; Can cude cong dan; Gidy ching nhan can cudc;

+) Théng tin trén Co sé dir liéu ho tich dién tir dé thay thé Gidy chimg nhan
két hon (dbi véi trudng hop nguodi nhan con nudi 13 cdp vo chong) hoic
Gidy x4c nhan tinh trang hon nhan (d6i véi trudng hop nguoi nhén con nudi
1a nguoi doc than); Giay chu:ng tor cua cha deé, me dé (d6i véi truong hop
nguoi duge nhan 1am con nudi 13 tré em mo cbi);

+) Théng tin trén dit lidu So sitc khoe dién tir tich hop trén vmg dung VNelD
(S6 sitc khée dién tir VNeID) dé thay thé Gidy kham sike khée.

Truong hop khong khai thac duge hodc thong tin khai thac duoc khong day
du, khong chinh xac thi thuc hién nhu sau:
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+) Truong hop ho so thu tuc hanh chinh nop truc tuyen trén Cong Dich vy
cong quoc gia hoac qua VNelD, ngudi co tham quyén tiép nhan, giai quyét
thu tuc hanh chinh phai c6 thong béo yéu cau bd sung, hoan thién hd so cho
ngudi nhan con nudi khong mudn hon 08 gio lam viée ké tir khi Hé théng
thong tin giai quyét thu tuc hanh chinh tiép nhan ho so. Viéc thong bao duoc
thuc hién bﬁng mot hodc nhiéu phuong thtrc: gui dén tai khoan ca nhan trén
Céng Dich vu cong qudc gia hoidc trén VNelID; giri tin nhan hodc lién hé qua
s0 dién thoai, hop thu di¢n tir do nguoi nhéan con nudi cung cap, dong thoi
huong dan nguoi nhan con nudi lién hé véi co quan co thim quyén cap nhat,
diéu chinh dir liéu.

+) Trudng hop hd so tha tuc hanh chinh ndp tryc tiép hodc qua dich vu buu
chinh, nguoi co tham quyén tiép nhan, giai quyét thi tuc hanh chinh gui
Phiéu yéu cau b sung, hoan thién ho so cho ngudi nhan con nudi trong thoi
han khong qua 01 ngay lam viéc ké tir khi nhan dugc ho so; thuc hién viéc
s6 hoa phuc vu giai quyét thi tuc hanh chinh; dong thoi hudng dan nguoi
nhan con nudi lién hé véi co quan c6 thim quyén cdp nhat, diéu chinh di
liéu.

Két qua tra ctru dugc Uy ban nhan dan cép xa luu trlt dudi dang dién tir hodc
ban gidy, phan anh day du, chinh x4c thong tin tai thoi diém tra ctru va dinh
kém ho so ctia ngudi nhan con nudi.

- Uy ban nhan dan cdp x4 noi c6 thim quyén giai quyét co trach nhiém yéu
cau co quan quan ly dir liéu 1y lich tu phap cung cip thong tin 1y lich tu
phap; cd nhan khi thyc hién cac thu tuc hanh chinh nay khong phai ndp
Phiéu 1y lich tu phap trong hd so.

*) Cac truong hop phai chirmg minh noi cu tra ctia cong dan bao gdom:

+) Khi ngudi nhan con nudi dé nghi UBND cép xi xac nhan Vin ban xac
nhan hoan canh gia dinh, tinh trang chd &, diéu kién kinh té;

+) Khi ndp hd so tai UBND cép x4, can chimg minh noi nguoi dugc nhin
lam con nudi thudng tra trong trudng hop tré em md cdi khong cd nguoi
nudi dudng hoac tré em co cha me d¢, nguoi than thich nhung khong c6 kha
nang nudi dudng dugc nhan lam con nuoi;

+) Khi ndp hd so tai UBND cdp x3, can chimg minh noi cu tra ctia nguoi
nhan con nudi hoac cua ngudi dugc nhan lam con nuoi trong truong hop cha
dugng hodc me ké nhan con riéng cua vo hodc chéng lam con nuoi; co, cau,
di, chu, bac rudét nhan chau lam con nuoi.

*) Ddi v6i Van ban xac nhan hoan canh gia dinh, tinh trang chd o, diéu kién
kinh té ctia nguoi nhan con nudi: Trudng hop ngudi nhan con nudi cd noi
thuong tra va noi tam trii khac nhau, Uy ban nhan dan cip xi noi nguoi
nhan con nudi thudng tr truc tiép xac minh hoic c6 van ban dé nghi Uy ban
nhan dan cép Xa noi tgm tru cua nguoi nhan con nudi thuc hién xac minh,
danh gia hoan canh gia dinh, tinh trang chd o, diéu kién kinh té ctia nguoi
nhan con nuoi.

*) Gidy to c6 trong hd so ctia ngudi nhan con nudi va ngudi duoc nhan lam
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con nudi do co quan, t6 chic, nguoi ¢6 tham quyén lap, cép, xac nhan ma bi
téy x04, stra chira lam sai 1éch ndi dung hodc thong tin trong cdc van ban,
gidy to dugc khai khong dung sy that thi khong cé gia tri st dung. Ngudi
thuc hién hanh vi téy x04, stra chira lam sai 1¢ch nd1 dung hodc khai thong
tin khong ding su that bi xtr ly vi pham theo quy dinh phap luit.

Luu y: Truong hop nguoi nhan con nudi lya chon ndp hd so khong phai tai
Uy ban nhén dan cap xa noi c6 tham quyen giai quyét viéc nudi con nudi,
Uy ban nhan déan cap xa noi tiép nhan yéu cau c6 trach nhiém ho tro nguoi
nhan con nudi ndp hod so dang ky nudi con nudi truc tuyén dén dung Uy ban
nhan dan cp x4 c6 thim quyén theo quy dinh.

2.4

SO lwgng ho so: 01 b doi voi ting loai hd so cia ngudi nhan con nudi va
ho so cua nguoi duge nhan lam con nudi.

2.5

Thoi han giai quyét:

- Thoi gian xac minh, ddnh gia hoan canh gia dinh, tinh trang chd o, diéu
kién kinh té ctia nguoi nhan con nudi:

Truong hop nguodi nhan con nudi ¢6 noi thuong trd va noi tam tri Khac
nhau, trong 02 ngay lam viéc ké tir ngay nhan dugc dé nghi cuia nguoi nhan
con nudi, Uy ban nhan dan cap xa noi nguoi nhan con nudi thudng tra truc
tiép x4c minh trong 05 ngay lam viéc hodc c6 vin ban dé nghi Uy ban nhén
dan cép Xa noi tam tru cua ngudi nhan con nuoi thuc hién xac minh, danh gia
hoan canh gia dinh, tinh trang chd &, diéu kién kinh té cua nguoi nhan con
nudi. Trong thoi han 05 ngdy lam viéc, ké tir ngdy nhan duoc vin ban dé
nghi, Uy ban nhan dan cép X4 noi tgm tru cua nguoi nhan con nudi thyc hi¢n
xac minh, danh gia theo ndi dung Van ban xac nhan hoan canh gia dinh, tinh
trang chd &, diéu kién kinh té cua nguoi nhan con nudi va c6 van ban thong
bao két qua danh gia cho Uy ban nhan dan cdp xi noi ngudi nhin con nudi
thuong tri.

- Thoi gian kiém tra ho so va lay y kién: 10 ngay, ké tir ngdy nhan du ho so
hop I¢;

- Thoi gian nhing ngudi lién quan thay do6i y kién dong y vé viéc cho tré em
lam con nudi: 10 ngay lam viéc ké tir ngay duoc lay y kién;

- Thoi gian t6 chuc dang ky viéc nu6i con nudi va t6 chirc giao nhan con
nudi, ghi vao sb6 dang ky viéc nudi con nudi va trao Gidy chimg nhan nuoéi
con nudi trong nudc cho bén giao va bén nhan: 05 ngay, ké tir ngay hét han
thay d6i y kién dong y.

2.6

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

- Trung tim Phuc vu hanh chinh cong cap x4;

- Trung tam Phuc vu hanh chinh cong tinh dé thue hién phi dia gioi hanh
chinh;

- Qua dich vu Buu chinh cong ich;

- Cong Dich vu cong Quéc gia: http:l/dichvucong.gov.vn

2.7

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




401

Co quan truec tiép thue hién TTHC: Uy ban nhan dan cép xa.

Co quan phoi hop:

- Uy ban nhan dan cdp xi noi thudng tri ctia nguoi nhan con nudi (ddi voi
truong hop noi thuong tra cua ngudi duge nhan con nuodi va cua nguodi nhan
con nudi khac nhau, ngudi nhan con nudi ndp hd so ding ky nudi con nudi tai
Uy ban nhan dan cap x3 noi thudng tra ciia ngudi duge nhan 1am con nudi).

- Uy ban nhéan dan cip x3 noi cu trd cia ngudi nhan con nudi 1a cha
duong/me ké hodc ¢b, cau, di, cha, bac rudt cua ngudi dugc nhan lam con
nudi (d6i véi truong hop noi cu tri ctia ngudi duge nhan 1am con nudi va
ctia nguoi nhan con nudi khac nhau, ngudi nhan con nudi ndp hd so dang ky
nudi con nudi tai Uy ban nhan dan cdp xi noi cu tri ciia nguoi duoc nhan
lam con nuoi) va ngugc lai.

- Uy ban nhan dan cip x4 noi ¢ hién tai ciia nguoi duoc nhin con nudi (ddi
vo1 truong hop nguoi nhan con nudi c6 noi thuong trd va noi & hién tai khac
nhau).

- Co quan quan 1y co s¢ dir li€u 1y lich tu phép.

Poi twong thwe hién TTHC: Cong dan Viét Nam thuong tra ¢ Viét Nam

2.8 nhan tré em thuong tra & Viét Nam lam con nudi.
Két qua giai quyét TTHC:

2.9 |- Ho so du diéu kién: Gidy chirmg nhan nudi con nudi trong nude.
- Ho so khong du diéu kién: Vian ban thong bao khong du diéu kién nudi con nudi.

2.10 | Quy trinh xir ly cong viéc

TT Trinh ty Trach | Thei | Bieu

‘ nhiém glan | mau/Két qua

- Truong hgp cong dan Viét Nam co
nguyén vong va du diéu kién nhan
con nudi theo quy dinh cua Luat
Nuoi con nudi nhung chua tim duogc
tré em d¢€ nhén lam con nudi thi dang | Nguoi
ky nhu ciu nhan con nuéi v6i S6 Tu | nhan con
phéap noi nguoi do thuong tra. nudi; S&
- Tim gia dinh thay thé cho tré em: Tu phép; A

B1 g‘ y _ qe e. i lég sacl’yp, Ho so theo
+) Truong hop tre em bi bo roi, tré muc 2.3

em moO cOi ca cha va me, tré em nuoi

khong noi nuong tya dang dwge ca | dudng;
nhan, gia dinh, t6 chtc tam thoi nuoi | UBND
dudng hodc chiam soc thay thé theo | cap xa
quy dinh cta phap luat, Uy ban nhan
dan cap xi dinh ky 06 thang ra soat,
danh gia viéc tré em can dwoc nhan
lam con nudi. Néu c6 cong dan Viét
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Nam thuong tri & trong nudc nhan
tr¢ em lam con nudi, Uy ban nhén
dan cip x3d xem xét, giai quyét hodc
huéng dan giai quyét viéc nudi con
nudi. Néu khéng c6 cong dan Viét
Nam thuong trd ¢ trong nudc nhan
tré em lam con nudi, Uy ban nhan
dan cip xi c6 vin ban kém theo hd
so tré em gui So Tu phap dé tim
nguoi nhén tré em lam con nudi.

+) Truong hop tré em bi bo roi, tré
em md cdi ca cha va me, tré em
khong noi nuong twa séng & co s
nudi dudng, co sé nudi dudng danh
gia viéc tré em can dugc nhan lam
con nudi, 1ap hd so tré em, xin v kién
cua co quan chu quan. Co quan chu
quan c6 ¥ kién dé co so nudi dudng
glri S& Tu phap kém theo ho so tré
em dé thong bao tim ngudi nhan con
nuoi.

- Khi tiép nhan ho so tré em, néu c6
cong dan Viét Nam thuong tra &
trong nudc ding ky nhu cau nhan
con nudi, S& Tu phap kiém tra diéu
kién ctia nguoi nhan con nudi trude
khi giao 01 bd ho so tré em cho
nguoi nhan con nuodi va gidi thi¢u
nguoi nhan con nudi dén Uy ban
nhan dan cap xi noi c6 thim quyén
giai quyét viéc nudi con nudi dé xem
xét, giai quyét.

Truong hop khong c6 cong dan Viét
Nam thuong trti ¢ trong nudc dang
ky nhu cau nhan con nuéi, So Tu
phép thong bio tim ngudi nhan tré
em lam con nuoi.

+) Trong thoi han thong bao trén
pham vi cép tinh, néu c6 cong dan
Viét Nam thuong trd ¢ trong nudc
dang ky nhu cau nhan con nudi, S&
Tu phap kiém tra diéu kién cia
nguoi nhan con nudi trude khi giao
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01 bo ho so tré em cho nguoi nhan
con nudi va gidi thi€u ngudi nhan
con nudi dén Uy ban nhan dan cép
x3 noi c6 thAm quyén giai quyét viée
nudi con nudi dé xem xét, giai quyét.
Hét thoi han thong bao cap tinh, néu
khong c6 cong dan Viét Nam thuong
tra ¢ trong nudc nhan tré em lam con
nudi, S& Tu phap gui danh sach tré
em cho Cuc Hanh chinh tu phap dé
thong bao tim ngudi nhan con nuoi.
Cuc Hanh chinh tu phap thong bao
tim nguo1 nhan con nudi. Trong thoi
han thong bdo trén pham vi toan
qudc, néu cong dan Viét Nam
thuong trGt ¢ trong nudc c6 nguyén
vong va du diéu kién nhan tré em
lam con nudi thi lién hé véi SO Tu
phap.

B2

- Ngudi nhan con nudi ndp ho so cia
minh va cda ngudi dugc nhan Iam
con nuoi tai Uy ban nhan dan cép xa.
+) Bdi voi truong hop tré em md coi
khong c6 nguoi nudi dudng hodc tré
em cO6 cha me¢ dé, nguoi than thich
nhung khong c6 kha nang nudi dudng
duoc nhan lam con nuoi: nop ho so
cho Uy ban nhan dan cdp x3 noi
ngudi dugc nhan lam con nuodi
thuong tru;

+) P6i véi truong hop cha duong
hodc me ké nhan con riéng cua vo
hoac ch6ng lam con nuoi; co, cau, di,
chu, bac rudt nhan chau lam con nuoi:
nop hod so cho Uy ban nhan dan cap
xa noi cu tri cia ngudi nhan con nudi
hodc cua nguoi dugc nhan lam con
nuoi;

+) P6i véi trudng hop tré em bi bod
roi chua chuyén vao co s& nudi
dudng dugc nhan lam con nuoi: ndp
h6 so cho Uy ban nhan dan cap xa
noi 1dp bién ban xac nhan tinh trang

Nguoi
nhan con
nuoi

Gio
hanh
chinh

Hb so theo
muc 2.3
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tré em bi bo roi;

+) Ddi vé6i truong hop tré em & co s
nuoi dudng dugc nhin lam con nuoi:
ndép hod so cho Uy ban nhan dan cép
Xa noi cO tru s& cua co s& nuol
dudng.

1. Tiép nhan ho so

Tiép nhan hd so tryc tiép tir c4 nhan
hoac qua Dich vu buu chinh hodc
trén Hé thong thong tin giai quyét
TTHC

2. Kidm tra hd so: cong Giy |Mav 9L 02,
. \ 03 (néu co);
B3 |- Truong hop ho so chuwa day du, hop chuac hanh s HA
. 06 va HO so
I¢: Huéng dan ngudi nop hd so b | TN&TKQ | chinh o " 3
sung, hoan thién theo quy dinh, néu '
kh{)ng })6 sung l}oén thién duoc thi tur
choi tiép nhan ho so.
- Truong hop ho so day du, hop 18
thi ti€p nhan ho so.
Cong Mau 05 va Ho
. th
B4 | Chuyén Lanh dao Vin phong chic | Olgid |,g o 00
TN&TKQ '
- T ~ A~ | Lanhdao Mau 05 va Ho
B5 LaPh d?o V a phong phan cong cong Van 03 gio | so theo muc
chirc xtr 1y ho so .
phong 2.3
7 ‘ | cong Mau 05 va Ho
Kiém tra, xem xét ho so va lay y kién | chuc Tu ... | so kem theo
B6 , ~ A . . 110N0aY | 5oa 1. 1A
cua nhirng nguoi co6 lién quan. phap - Ho Bién ban lay y
tich kién
Nhing nguoi lién quan thay d6i ¥ 10 nas
kién dong y vé viéc cho tré em lam I‘n 98Y | van ban thay
con nuoi (néu co) - am ol i y  kién
Luu ¢ Hét thai han 10 nady 12 Nhiing viéc ké abn va
g7 | Luu y: Het thoi han 10 ngdy 1am | o oo pian | tirngay | 9008 ¥ V€
vigc ké tr ngay dugc lay y kién dong quan duoe viéc cho tré
¥, nhimg nguoi lién quan khong léy-y em lam con
dugc thay ddi y kién vé viéc cho tré Kién nuodi (néu co).
em lam con nudi.
Sau khi hét thoi han ldy y kién, néu | Cong Méu 05; Du
B8 | ho so du di€u kién thi tién hanh dang | chuc Tu | 03 ngay | thao Giay
ky nudi con nudi, in du thao Giay | phap - HO chimg nhén
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chirng nhan nudi con nuoi; tich nuéi con nuobi
Néu khong du diéu kién: Dy thao hogc Van ban
Vin ban thong bao khong du diéu thong  bao
kién nudi con nuoi. khf)ng du dlfju
Trinh 1anh dao Van phong HDND- kleﬁn_ nhfm
UBND Cé(lp XA. nuol con nuol.
Mau 05; Dy
thao Giay
chimg nhan
nuéi con nuoi
Lanh dao Van phong duyét, ky nhay; | Lanh dao hodc Van ban
B9 | giao cong chue xu ly trinh hodc ty Van 04 gio | thong bao
trinh Lanh dao UBND cap xa phong khong du diéu
kién nhan
nudi con nuoi
da duyét/ky
nhay
Mau 05; Giay
chimg nhan
Lanh dao nudi con nuoi
Ky du thdo két qua giai quyét thu tuc i .. | hoac Van ban
B10 | ) UBND 06 gio A .
hanh chinh An x5 thong bao
p khong di diéu
kién nhan
nudi con nuoi.
Mau 05, 06;
Giay chung
, nhan nudi con
Phat hanh van ban va chuyén két qua Vin thu nuoi hodc
B11l | cho Trung tam Phuc vu hanh chinh 02 gio | Van ban
A UBND o .
cong. théng bao
khong du dieu
kién nhan
nudi con nuoi.
Tra két qua: 3 x
mEea _ | Lanhdao Miu 01, 06;
- Truong hop cap Gidy chung nhén Van Gidy  chimg
nudi con nudi thi t6 chirc giao nhan | phong « g
n o X LA .\ nhan nuoi con
con nudi, ghi vao S6 dang ky nubi | HDND- Gio N TR 1
ne Oy Y > N _ . nudi/ Van ban
B12 | con nudi va trao Giay chimg nhan | UBND; hanh thong bao
nudi con nudi trong nudc tai try s¢ | Cha,me | chinh Kho . aA
L a2 A n a ong du dicu
UBND cap x4 noi ding ky viéc nu6i | nuoi, cha, " X
N f e . kién nhan
con nudi voi sy ¢ mat cua cha, me me de, nudi con nuodi
nudi, cha, me dé, nguodi gidm ho nguoi '
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hoac dai dién co s& nudi dudng va
nguoi dugc nhan lam con nudi.
Truong hop cha, me nudi hoac cha,
me dé cua tré em ma mdt trong hai
ngudi vi 1y do khach quan khong thé
cd mait tai budi giao nhan con nuodi
thi phai c6 iy quyén cho ngudi kia.

- Tra van ban thong bao khong du
diéu kién nhan nudi con nudi néu
khong du diéu kién cip Gidy ching
nhan nudi con nudi.

gidm ho
hoac dai
dién co s&
nuoi
dudng va
nguoi
duoc nhan
lam con
nuoi

* Truong hop h6 so qué han xir 1y, trong thoi gian cham nhat 01 ngay truoc
ngay hét han xur ly, Van phong HDND-UBND trinh Lanh dao UBND cap xa
ky ban hanh phiéu xin 15i va hen lai ngay tra két qua dé gui cho t6 chirc, ca

nhan.

BIEU MAU

Mau 01 'Ej

Mau 01.docx

Gidy tiép nhan ho so va hen tra két qua

Mau 02 'Ej

Mau 02.docx

Phiéu yéu cau bo sung hoan thién ho so

Mau 03 'Ej

Mau 03.docx

Phiéu tir chéi tiép nhan giai quyét ho so

Mau 04 'Ej

Mau 04.docx

Phiéu xin 16i va hen lai ngay tra két qua

Mau 05 Iﬂj

Mau 05.docx

Phiéu kiém soat qua trinh giai quyét ho so

Mau 06 Iﬂj

Mau 06.docx

S theo ddi hd so




407

BM.NCN.01.01 HVI.NCQOI.doc
Pon xin nhan con nuodi

Van ban xac nhan hoan canh gia dinh cua nguoi nhan
con nuoi
BM.NCN.01.02 D

BM.NCN.01.03.doc

Pon dang ky nhu cau nhan tré em lam con nuoi

BM.NCN.01.03 D

BM.NCN.01.04.doc

HO SO LUU:;

Mau 01; 02, 03, 04 (néu ¢6); 06 lwu tai Trung tdm phuc vy HCC cap xa.
Mau 01, 05 luu theo ho so.

Ho so dau vao theo muc 2.3.

S6 dang ky nudi con nuoi.

Bién ban ly y kién.

Vian ban thay do1 y ki€n dong y v€ vi¢c cho tré em lam con nudi (néu c0).

Vian ban thong bdo khong du di€u kién nudi con nudi (n€u co).

Hb so duoc luu tai UBND cép x4, thoi gian luu trir S6 ding ky nudi con nudi 12
vinh vién, con céc gidy to khac thuc hién luu theo quy dinh ctia Ludt Nudi con nuoi
va cac van ban huéng dan thi hanh.

2. Giai quyét viéc ngudi nwée ngoai cw trit ¢ khu vuwe bién giéi nuéc

lang giéng nhan tré em Viét Nam lam con nuoi

1 | KY HIEU QUY TRINH QT.NCN.03
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thwe hién TTHC:

* Nguwdi nhan con nudi c6 di cac diéu Kién nhu sau:

- C6 nang luc hanh vi dan sy day du;

- Hon con nudi tir 20 tudi tré 1én;

- C6 dieu kién vé stc khoe, kinh té, chd & bao ddm viéc chim soc, nudi
dudng, giao duc con nudi;

- Co tu cach dao duc tot:

- bu diéu kién theo quy dinh caa phép luat nudc lang giéng.

* Céc truwong hgp khong dwgc nhin con nudi

- Pang bi han ché mot s6 quyén caa cha, me ddi véi con chua thanh nién;
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- Pang chap hanh quyét dinh xa ly hanh chinh tai co s¢ gi4o duc, co so chira
bénh;

- Pang chap hanh hinh phat tu;

- Chua duoc x06a an tich vé mot trong céc toi ¢ y xam pham tinh mang, stc
khoé, nhan pham, danh dy caa nguoi khac; nguoc dai hoic hanh ha dng ba,
cha me, vo chong, con, chau, ngudi ¢ cong nudi dudng minh; du dd, ép budc
hodc chtra chap ngudi chwa thanh nién vi pham phap luat; mua ban, danh trao,
chiém doat tré em.

* Tré em dwoc nhan lam con nudi phai ¢é di cac diéu kién sau:

+ LA tré em dudi 16 tudi; 1a tré em tir da 16 tudi dén dudi 18 tudi néu thuodc
treong hop duoc cha duong, me ké, ¢d, cau, di, chi, bac rudt nhan 1am con nubi;
+ Mot nguoi chi dugc lam con cta mot nguoi doc than hoac cua ca hai nguoi
la vo chong.

2.2 | Cach thire thwe hién TTHC:
- Tryc tiép tai Trung tim Phyc vu hanh chinh c6ng cap xa.
- Ngp tai Trung tm Phyc vy hanh chinh cong tink Ha Tinh - S6 024, dirong
Nguyén Chi Thanh, phuwong Thanh Sen, tinh Ha Tinh dé thuc hién phi dia gioi
hanh chinh.
. A LA A, Ban | Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
* Hd so clia ngwdi nhan con nudi:
- | Pon xin nhan con nuoi; X
- | Ho chiéu hodc gidy td c6 gia tri thay thé; X
i Phiéu 1y lich tu phap, co gia tri str dung néu duoc cap chua qua X
12 thang, tinh dén ngay ndp ho so tai co quan c6 thim quyén;
_ | Van ban xac nhéan vé viéc ngudi nhan con nudi c6 du diéu kién «
nuodi con nudi theo quy dinh ctia phap luat nude do;
- | Van ban xac nhén tinh trang hon nhan; X
i Gidy kham strc khoe co gié tri sir dung néu duogc cap chua qua «
06 thang, tinh dén ngay nop ho so tai co quan c6 thim quyén;
_ | Hai anh moi nhat, chup toan than, c6 9 cm x 12 cm hodc 10 X
cm x 15 cm.

Cac gidy to trén do co quan c6 tham quyén ctia nude lang giéng cap va phai duoc
dich ra tiéng Viét; cac gidy to la ban sao phai c6 ban chinh dé do6i chiéu va khong
phai chig thuc).

* HO so’ ctia nguwoi duwgec nhan lam con nuoi:

Gidy khai sinh; X

Hai anh toan than, nhin thiang chup khong qua 06 thang; X




409

Bién ban xac nhian do UBND hodc Cong an cdp xi noi phat
hién tré bi bo roi 1ap d6i véi tré em bi bo roi; Gidy chimg tir cua
cha dé, me dé hoac quyét dinh cua Toa an tuyén bd cha dé, me
dé cla tré em 1a dd chét d6i véi tré em md cdi; quyét dinh cua
Toa an tuyén bd cha dé, me dé cua nguoi duge gioi thiéu lam
con nudi mat tich d6i véi ngudi duoc gidi thiéu 1am con nudi
ma cha dé, me dé mit tich; quyét dinh ctia Toa an tuyén bd cha
dé, me dé cua ngudi dugc gidi thiéu lam con nuoi mat nang luc
hanh vi dan sy dbi véi nguoi dugc gidi thi€u lam con nudi ma
cha dé, me dé méat nang luc hanh vi dan su;

Quyét dinh ti€ép nhan doi véi tré em & co s& nudi dudng. X

*Luuy

- Uy ban nhén dén cdp xa khai théc, siv dung thong tin trén cdc co sé dir liéu
dé thay thé thanh phan hé so ciia nguoi diege nhdn lam con nuéi, cu thé:

+) Théng tin trén Co s6 dit liéu hé tich dién tir dé thay thé Gidy chirng tir ciia
cha dé, me dé (i véi truong hop ngwoi dwge nhan lam con nuéi la tré em
mé ¢6i):

+) Théng tin trén dir liéu Sé sirc khée dién tir tich hop trén vmg dung VNelD
(S6 sirc khée dién tir VNelID) dé thay thé Gidy kham sikc khoe.

- Gidy to ¢6 trong hd so cta nguoi nhan con nudi va nguoi duoc nhan 1am
con nudi do co quan, td chirc, nguoi co tham quyén lap, cép, xac nhan ma bi
tay xo4, stra chita lam sai 16ch nodi dung hodc théng tin trong cac van ban, gidy
to duoc khai khong dung su that thi khong c6 gia tri sit dung. Nguoi thue hién
hanh vi tiy xo4, sira chita lam sai 1éch noi dung hodc khai thong tin khong
dang su that bi xtr Iy vi pham theo quy dinh phap luét.

- Khi ndp hd so, truong hop phai chimg minh noi thudng tri cta tré em dugc
nhén lam con nudi, can bg, cong chirc, vién chuc, ca nhan dugc giao trach
nhiém tiép nhén, giai quyét hd so phai khai thac, stir dung thong tin vé cu tra
cua cong dan trong Co s¢ dir liéu quoc gia vé dan cu theo cac phuong thirc
néu tai khoan 2 Piéu 14 Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cua
Chinh phu.

Truong hop khong thé khai thac dugc thong tin cu tri ciia cong dén theo céc
phuong thirc trén thi c6 thé yéu cau ngudi nhan nudi ndp ban sao hodc xuit
trinh mot trong cac gidy to chimg minh thong tin vé cu tri ciia tré em duoc
nhan 1am con nudi, bao gdbm: Thé cin cudc; Gidy xac nhan thong tin vé cu
tra, Gidy thong bao sb dinh danh ca nhan va thong tin céng dan trong Co s&
dir liéu quéc gia vé dan cu.

- Truong hop ngudi nhan con nudi lya chon nop hd so khong phai tai UBND
cap x4 noi co tham quyen gidi quyet viéc nudi con nudi, UBND cap X4 Nnoi
tiép nhan yéu cau co trach nhiém hd trg ngudi nhan con nudi ndp hd so ding
ky nudi con nudi truc tuyén dén ding UBND cip x4 c6 thim quyén theo quy
dinh.
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So lwgng ho so: 02 bd doi vai moi loai hod so cua nguodi nhan con nudi va ho

2.4 so cua nguoi dugc nhan lam con nuoi.
Thoi han giai quyét: Trong thoi han 45 ngay 1am viée, trong do:
- UBND cép x3 kiém tra ho 50, ldy ¥ kién nhimg nguoi lién quan: 10 ngay
lam viéc, ké tir ngay nhan du ho so hop 1¢;
- Nhirg nguoi lién quan thay d6i y kién,d(‘ing y vé viée cho tré em lam con

2.5 | nubi: 10 ngay lam viéc, ké tr ngay duoc lay y kien;
- SO Tu phap c6 y }(ién: 08 ngay lam viéc, ké tir ngay nhan duoc vin ban cua
Uy ban nhan dén cap xa;
- Dang ky viéc nudi con nudi va giao nhan con nuéi: 05 ngay lam viéc, ké tir
ngay nhan dugc van ban dong y ctia S6 Tu phap
Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:

26 |- Trung tim Phuc vy hanh chinh coéng cép xA. 7
- Trung tam Phuc vu hanh chinh cong tinh dé thwc hién phi dia gioi hanh
chinh;
Co quan c6 tham quyén quyét dinh: UBND cip x4 noi tré em thuong tru.
Co quan trye tiép thuc hién TTHC: UBND cip x3 noi ngudi duge nhan lam

2.7 | con nudi thuong tru.
Co quan dwore iy quyén: Khong.
Co quan phéi hop: S¢ Tu phap.

28 Poi twong thgrg ‘hién TTHC: Ngl_rc‘fi nudc ngoai cu tm 0 khu vuc bién gidi
cua nudc lang giéng nhan tré em Viét Nam lam con nuoi.
Két qua giai quyét TTHC:

59 |” Hé?) so du diéu kién:‘ Gidy chtng nhan nudi con nudi. ‘
- H6 so khong du diéu kién: Van ban thong bao khong du diéu kién nhan con
nuoi.

2.10 | Quy trinh xir ly cong viéc

T Trinh tu Trach | Thoi | pos mAwKét qua

: nhi¢ém glan

1. Tiép nhan ho so
Tiép nhan ho so tryc tiép tir ca
nhan.
2. Kiém tra hd so ’
- Trudng hop hd so chua ddy | CONG | oo Mau 01; 02, 03 (néu

Bl | qu, hop 1&: Hudng din nguoi| chic chinh | €% 06 va Ho so
nop hd so bd sung, hoan thién | TN&TKQ theo muc 2.3.

theo quy dinh, néu khong bd
sung hoan thi¢n dugc thi tu
chéi tiép nhan ho so.

- Truong hop hd so day du,
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hop 16 thi tiép nhan ho so.

Mau 05 va HO so

B2 | Chuyén Lanh dao Vin phong (T:ONHE;ES 01 gio | theo muc 2.3
B3 L:Smh daf) Ve“}n Iy)h(‘{ﬂg phan cong Lvﬁnh d‘ao 04 gid }[\}/1[2;1 m(l)lsc 2\.];1 Ho so
cong chuce xur 1y ho so Vian phong
Kiém tra, xem xét hd so, ly y| 09 Mau D5; Bién ban lay
kién nhimg nguoi ¢6 lién quan. ch,uc Tul yAklen n.hu’ng netel
phap - Ho lién quan;
tich;
Cong
chtc Tu .
B4 | phép-Ho | L) ngy
- Tham muu Van ban lay y | tich; Lanh | ‘amviec x TR Ta 14
kién S& Tu phap kém 01 bo hd | dao M?(‘FAOS ’SYar}banﬁ?y
s0' cua nguoi nhan con nuéi va | UBND zé hlgr;g o o phap
cua tré em. cap xa;
Cong
chic Van
phong
Nhiing nguoi co lién quan xem
xét c6 hay khong thay doi y kién
déng ¥ vé viée cho tré em lam
con nuoi.
Luu y: Néu nhimg nguoi co
lién quan thay doi y kién vé Nhiing . N
B5 viéc cho tré em lam con nudi ngudi o6 19 ngay VE}H ban thay doi y
thi trong vong 15 ngay lam lién quan lam viéc | kién (n€u co)
viéc ké tor ngay dugc lay y
kién, nhing nguoi lién quan
phai thong bao bang vin ban
cho Uy ban nhan dan cip xa
noi dang giai quyét ho so nudi
con nuoi.
S& Tu phap xem xét hd so Xin 36 Tu 08 ngay Mau 05; Van ban tra
B6 | nhan con nudi va tra 1oi bang ha lom vié 161 y kién cua S¢ Tu
van ban cho UBND cAp x3 phap | camviee [ onan
Sau khi nhan két qua tra loi Cong Mau 05; Du thao
B7 cua ,Sé Tu ph:c'lpi " chuc Tu 03 ngay Gidy chung nhéan
- Néu du dicu kién: Vao So | phap - HO nudi con nudi hoic
dang ky nudi con nudi; nhip tich dy thao Van ban
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dir liéu vao phﬁn mém ho tich,
in dy thio Gidy chimg nhan
nuoi con nuoi.

- Néu khong du diéu kién: Dy
thdo Van ban thong bao khong
du diéu kién nhan nudi con
nuoi.

Trinh lanh dao Van phong
HDPND-UBND cép xa.

thong bao khong du
diéu kién nhan nuoi
con nudi

Lanh dao Van phong duyét, ky

Mau 05; Du thao
Giay chung nhan
nudi con nudi hoac

BS nhdy; giao cong chic xut ly | Lanh dao 04 oidy du thdo Van ban
trinh hoac tu trinh Lanh dao | Van phong & thong bao khong du
UBND cap xa diéu kién nhan nubi

con nudi da duyét/ky

nhay

Mau 05; Gidy ching
~ nhan nudi con nuoi

B9 Ky du thao két qua giai quyét LsrllghNdDao 06 gic hodc Van ban thong
thu tuc hanh chinh. L. bao khong du dicu

cap xa kién nhan nudi con
nuoi
Mau 05; Gidy ching
1 . 1a s 2 nhan nudi con nuodi
PElat ha}nh van ban va chuyen Van thu ... | hoac Van ban thong
B10 | két qua cho Trung tdm Phuc 01 gio . A g A
\ . n UBND bao khong du dicu
vu hanh chinh cong. A A n-
kién nhan nudi con
nuoi
Tra két qua:
- Trudng hop cap Gidy chimg
nhan nudi con nudi thi chuyén| Cong Mau 01, 06; Gidy
nguoi dan ky vao SO, to chic | chuc Tu chirng nhén nudi con

B11 giao - nhan con nudi, thu 1¢ phi | phap - HY | Gio hanh | nudi/Van ban thong
theo quy dinh néu co. tich/Cong | chinh | bao khong du dicu
- Tra van ban thong bao khong chac kién nhan nudi con
du diéu kién nuéi con nudi néu TN&TKQ nuoi

khong du diéu kién cap Gidy
chirng nhén nudi con nudi.

* Truong hop h6 so qué han xir 1y, trong thoi gian cham nhat 01 ngay trudce
ngay hét han xir ly, Van phong HDND-UBND trinh Lanh dao UBND cap xa
ky ban hanh phiéu xin 15i va hen lai ngay tra két qua dé gui cho to chirc, ca
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nhan.
BIEU MAU
Gidy tiép nhan ho so va hen tra két qua
Mau 01 bai2)
Mau 01.docx
Phiéu yéu cau bd sung hoan thién ho so
Miu 02 i)
M3u 02.docx
Phiéu tir chéi tiép nhan giai quyét ho so
Mau 03 'Ej
Mau 03.docx
Phiéu xin 15i va hen lai ngay tra két qua
Mau 04 @j
Mau 04.docx
Phiéu kiém soat qua trinh giai quyét hd so
Mau 05 IEJ
Mau 05.docx
S6 theo ddi ho so
Mau 06 @j
Mau 06.docx
BM.NCN.03.01 BM.NCQOdec
Pon xin nhan con nuoi
HO SO LUU:

Mau 01; 02, 03, 04 (néu co); 06 luu tai Trung tim phuc vu HCC cép xa. Mau

01, 05 luu theo hd so;

Ho so dau vao theo muc 2.3;

S6 dang ky nudi con nuoi;

Bién ban lay y kién nhitng nguoi lién quan;

Vian ban thay doi y kién dong y veé viéc cho tré em lam con nudi (n€u o).

Vin ban thong bao khong du diéu kién (néu co);
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Vin ban ldy ¥ kién S¢ Tu phap; Vin ban tra 10i ctia S¢ Tu phap;

H6 so dugc luu tai UBND cép x3, thoi gian luu trir S6 dang ky nudi con nudi 1a
vinh vién, con céc giay to khac thuc hién luu theo quy dinh cia Luat Nudi con nudi
va cac van ban hudng dan thi hanh.

3. Cap gidy xac nhin cong din Viét Nam thuong tri ¢ khu vue bién

gidi da diéu kién nhan tré em cia nwéc lang gleng cu tra ¢ khu vue bién gidi

lam con nudi
1 |KY HIEU QUY TRINH QT.NCN.04
2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thuc hién TTHC:

a) Piéu kién ddi véi ngwoi nhan con nudi:

- C6 nang luc hanh vi dan su day du;

- Hon con nudi tir 20 tudi tré 1én - khdng ap dung ddi véi truong hop cha
dugng nhan con riéng cua vo, me ké nhan con riéng caa chong 1am con nudi
hoac c0, cau, di, chd, bac rudt nhan chau lam con nubi;

- C6 didu kién vé sac khoe, kinh té, chd & bao dam viée cham soc, nudi
dudng, gido duc con nudi - khdng ap dung d6i véi truong hop cha dugng
nhan con riéng cua vg, me ké nhan con riéng cua chong 1am con nudi hoic
cd, cau, di, chu, bac ruét nhan chau lam con nudi;

- C6 tu cach dao dirc tot.

b) Nhitng ngwoi sau day khong dwoc nhan con nudi:

- Pang bi han ché mot s6 quyén ctia cha, me ddi voi con chua thanh nién;

- Pang chap hanh quyét dinh xir Iy hanh chinh tai co so gido duc, co so chita
bénh;

- Pang chép hanh hinh phat ti;

- Chua dugc x6a an tich vé mot trong céc toi cd y xam pham tinh mang, stc
khoe, nhan pham, danh du cta nguoi khac; nguge dai hodc hanh ha 6ng ba,
cha me, vo chéng, con, chau, ngudi c6 cong nuodi dudng minh; du do, ép
budc hoac chura chép nguoi chua thanh nién vi pham phdap luat; mua ban,
danh trao, chiém doat tré em.

2.2

Cach thire thyc hién TTHC:

- Thu tuc nay du diéu kién thyc hién dich vu c6ng truc tuyén toan trinh;

- Truc tiép tai Trung thm Phuc vu hanh chinh cong cap xa;

- Ngp tgi Trung tm Phyc vu hanh chinh cng tinh Ha Tinh - S6 024, dwong
Nguyen Chi Thanh, phwong Thanh Sen, tinh Ha Tinh dé thuc hién phi dia
gidi hanh chinh.

- Giri ho so qua dich vu buu chinh cong ich;

- Truc tuyén Qua Cong Dich vu cong Qudc gia: http://dichvucong.gov.vn
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\ A LA A Ban Ban

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

- Pon xin nhan con nuoi; X

Vin ban xac nhan hoan canh gia dinh, tinh trang chd 6,
diéu kién kinh té do UBND cap xi noi nguoi nhan con
nudi thuong tra cap c6 gia tri str dung néu duoc cap chua X
qua 06 thang, tinh dén ngay ndp hod so tai Uy ban nhan dan
cap xa.

Luuy:

- UBND cép x4 khai thac, sir dung thong tin trén cac co so dir liéu dé thay thé
thanh phén ho so cua nguoi nhan con nuodi, cu thé:

+) Thong tin trén Co sé dit liéu quéc gia vé dan cu dé thay thé Ho chiéu; Thé
Can cudc; Can cude cong dan; Gidy chimg nhan cin cudc;

+) Thong tin trén Co sé dir lidu ho tich dién tir dé thay thé Gidy chting nhan
két hon (ddi véi trudng hop ngudi nhan con nudi 1a cip vo chong) hodc Gidy
xac nhan tinh trang hon nhéan (d6i véi truong hop ngudi nhan con nudi 1a
nguoi doc than);

+) Théng tin trén dit liéu S6 sirc khée dién tir tich hop trén iing dung VNelD
(S6 sirc khoe dién tir VNelD) dé thay thé Gidy kham sirc khée. Truong hop
khong khai thac duoc hodc thong tin khai thac dugc khong diy du, khong
chinh x4c thi thuc hi¢n nhu sau:

+) Truong hop hé so thil tuc hanh chinh nop truc tuyen trén Cong Dich vu
cong quoc gia hoac qua VNelD, nguoi cé tham quyén tiép nhan, giai quyét
thu tyc hanh chinh phai c6 thong bao yéu cau bo sung, hoan thién ho so cho
nguoi nhan con nudi khong mudn hon 08 gid 1am viéc ké tir khi Hé thong
thong tin giai quyét tha tuc hanh chinh tiép nhan ho so. Viéc thong bao dugc
thuc hién béng mét hodc nhiéu phuong thure: gui dén tai khoan ca nhan trén
Céng Dich vu cong qudc gia hodc trén VNelD; guri tin nhan hodc lién h¢ qua
s0 dién thoai, hop thu dién tir do ngudi nhan con nudi cung cap, dong thoi
hudng dan nguoi nhan con nudi lién hé véi co quan cd thim quyén cap nhat,
diéu chinh dir liéu.

+) Truong hop hd so thu tuc hanh chinh ndp truc tiép hoac qua dich vu buu
chinh, ngudi co6 tham quyén tiép nhén, giai quyét tha tuc hanh chinh gii
Phiéu yéu cau bo sung, hoan thién hd so cho nguoi nhan con nudi trong thoi
han khong qua 01 ngay lam viéc ké tir khi nhan dugc ho so; thuc hién viée s6
hoéa phuc vu giai quyét thi tuc hanh chinh; dong thoi hudng dan ngudi nhan
con nudi lién h¢ voi co quan cod tham quyen cap nhat, diéu chinh dir liéu.

Két qua tra ctru duoc Uy ban nhan déan cap x4 luu trir dudi dang dién tir hodc
ban gidy, phan anh day du, chinh xac thong tin tai thoi diém tra ciru va dinh
kém ho so ctia ngudi nhan con nudi.

- Uy ban nhan dén cép x3 c6 trach nhiém yéu cau co quan quan 1y dit liéu 1y
lich tu phap cung cip thong tin 1y lich tu phap; c4 nhan khi thuc hién céac thu
tuc hanh chinh nay khong phai ndp Phiéu 1y lich tu phap trong hd so.
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- Truong hop nguoi nhéan con nuéi lya chon nop hé so khong phai tai Uy ban
nhan dan cap xa noi co tham quyen giai quyét viéc nudi con nudi, Uy ban
nhan déan cap xa noi tiép nhan yéu cu c6 trach nhiém hd tro ngudi nhan con
nu6i nop ho so dang ky nudi con nuéi truc tuyén dén dung Uy ban nhan dan
cap xa c6 tham quyén theo quy dinh.

- Glay to co trong ho S0 ciia nguoi nhan con nudi do co quan, t6 chic, ngu:0’1
c6 tham quyén lap, cap, xac nhan ma bi tay x04, stra chita lam sai 1éch noi
dung hoac théng tin trong cac van ban, gidy to dugc khai khong dung su that
thi khong co6 gia tri sir dung. Nguoi thuc hién hanh vi tiy xo4, stra chita 1am
sai léch nd1 dung hodc khai thong tin khong ding sy that bi xur 1y vi pham
theo quy dinh phap luat.

2.4 | S6 lwong ho so: 01 bo.

2.5 | Thoi han giai quyét: 10 ngay, ké tir ngay nhan dugc ho so hop 1.
Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
- Trung tAm Phuc vu hanh chinh cong cip xa;

26 |- Trung tam Phuc vu hanh chinh cong tinh dé thuc hién TTHC phi dia gioi
hanh chinh;
- Qu;l dich vu Buu chinh géng ich;
- Cong Dich vu cong Quoc gia: http://dichvucong.gov.vn.
Co quan c6 tham quyén quyét dinh: Chu tich UBND cap xa.

57 Co quan truc tiép giéii‘ quyét TTHC: UBND cép xa.

" | Co quan dugc Gy quyén: Khong.

Co quan phoi hop: Co quan quan 1y co sé dir liéu 1y lich tu phap.
Poi twong thue hién TTHC: Cong dan Viét Nam thuong tra ¢ khu vye bién

2.8 | gid1 nhan tré em cua nudc lang giéng cu trd & khu vuc bién giéi lam con
nuol.
Két qua giai quyét TTHC:
- HO so du diéu kién: Van ban xac nhan du diéu kién nhan tré em ctia nudc

29 la'mg?r giéng cu tra tai }(hu vuc bién gidi lam con nuoi. ‘ o
- HO6 so khong du di€u kién: Van ban thong bao khong du diéu kién cap giay
xac nhan du diéu kién nhén tré em cua nudc lang giéng cu tru tai khu vuc
bién gidi lam con nudi.

2.10 | Quy trinh xir ly cong viéc

T Trinh ty I}l;?éiz ’;Il;(;l Biéu (Ill:laéu/Ket
" Tip nhin 05 w0 e tp 0 ci| oo | i | M OI 02,03

B1 | nhan hoic tir dich vu buu chinh cong Cén bo hanh (ns u co); 06 va
; N R > i TN&TKQ . Ho6 so theo muc
ich hoac truc tuyén trén Cong Dich chinh 23

vy cong Quoc gia:
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http://dichvucong.gov.vn

2. Cong chitc TN&TKQ kiém tra hd
so:

- Trudng hop hd so chua day du, hop
1&: Huéng dan nguoi nop hd so bod
sung, hoan thién theo quy dinh, néu
khong bo sung hoan thién duogc thi tir
chdi tiép nhan ho so.

- Trudng hop hd so day du, hop 18 thi
tiép nhan ho so, thu phi theo quy dinh.

B2 Chuyén ho so cho Vin phong| Cénbd 02 gid Mau 01, 05 va
HDND-UBND c4p xa xit 1. TN&TKQ | °~ &'% | Hd so kém theo.
Phan cong cong chirc thy Iy hd so va | Lo 420 | g1 I vz 05 va HY
B3 R S : Phong Tu A .
giai quyét cong viéc theo quy dinh. ohap ngay |so kem theo
Mau 05 va Dy
thdo van ban
Xem xét, kiém tra ho so: Xé(i nhan ngu’c‘ﬁ
- Trudng hop hd so di diéu kién: Dy nlrlagq (&0{1 II?AOI
thao van ban xac nhan ngudoi nhan co du dicy xieh
con nudi c6 du di€u kién nuodi con Euﬁ)' Ccclm n}LlJ,O'
nuoi; Cong chuc Vovac b”u t}IAaO
. o . an ban thon
B4 |- Trudng hop hd so khong di didu | duge giao | 55 | [/ B P
ki¢n: Dy thao van ban thong bao | XU Iy ho so| ngay didu kién cp
khong du diéu kién cap gidy xac gidy x4c nhan
nhg}n d}l dlelilk kién nha’n '[I:e em cua dn didu kin
nudc lang giéng cu tra tai khu vuc nhan tré em cua
bién gi61 lam con nudi; nuée lang gidng
Trinh lanh dao Van phong. cu tra tai khu
vuc bién gidi
lam con nudi
Mau 05 va Dy
thdo van ban
xac nhan nguoi
Xem >5ét ho so, k}'l,nhéy/duyét du ggagﬁ (c:i(i)énu 111111;
thao két qua giai quyét TTHC tai B4, | Lanh dao 02 A .
B> truc tiép hodc giao chuyén vién trinh | Vin phong | ngay | ot €O AUl
, p hoac g y phong gay hoic du thdo

Chu tich UBND cép xA.

Vian ban thong
bdo khong du
diéu kién cép
gidy xac nhan
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da  diéu kién
nhan tré em cua
nuéc lang giéng
cu tra tai khu
vuc bién gidi
lam con nuoi da
duyét/ky nhay.

B6

Phé duyét dy thao két qua giai quyét
TTHC tai BS, chuyén Van thu phat
hanh van ban.

Chu tich
UBND cap
Xa

01
ngay

Mau 05 va Vin
ban xac nhan
nguoi nhan con
nudi c6 du diéu
kién nudi con
nudi hoac Van
ban thong bao
khong du diéu
kién cip gidy
Xac nhan du
diéu kién nhéan
tré em cua nudc
lang giéng cu
tra tai khu vuc
bién giéi lam
con nuoi.

B7

Béng dau, phét hanh van ban;
Chuyén tra két qua cho Trung tam
Phuc vu hanh chinh cong

Van thu;
UBND cap
Xa

02 gid

Mau 05, 06 va
Van ban xac
nhan nguoi
nhian con nudi
c6 du diéu kién
nudi con nudi
hoac Van ban
théng béo
khong du diéu
kién cap gidy
xac nhan du
diéu kién nhéan
tré em cua nudc
lang giéng cu
tra tai khu vuc
bién giéi lam
con nuoi.

B8

Tra két qua cho ca nhan.
- Van ban xac nhan da diéu kién
dugc trd cho nguodi ¢6 yéu cau qua

Cén bo
TN&TKQ

Gio
hanh
chinh

Mau 01, 06 va
Van ban xac
nhan ngudi nhan
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thu dién tir, Kho quan 1y dir li€u dién con nudi co6 du
tir, Dich vu buu chinh cong ich hoac diéu kién nudi
tai b phan TN&TKQ. con nudi hodc
- Sau khi ding ky nudi con nuéi tai Van ban thong
co quan co thAm quyén cta nudc bdo khong du
lang giéng, nguoi nhan con nudi dleu kién cap
phai lam thu tuc ghi chu viéc nudi gl?y xac nhén du
con nudi tai UBND cap x4 noi nguoi diéu kién nhén
do cu trii theo quy dinh cua phép tré em cua nudc

luét vé ho tich.

lang giéng cu tra
tai khu vuc bién
giéi  lam  con
nuoi.

* Truong hop hd so qua han xir 1y, trong thoi gian cham nhét 01 ngay trudce
ngay hét han xur ly, Van phong HDND-UBND trinh Lanh dao UBND cap xa
ky ban hanh phicu xin 161 va hen lai ngay tra két qua dé guri cho to6 chuc, ca

nhan.
BIEU MAU
Gidy tiép nhan ho so va hen tra két qua
x i
Mau 01 69
M3u 01.docx
Phiéu yéu cau bo sung hoan thién ho so
x i
Miu 02 69
M3u 02.docx
Phiéu tir chéi tiép nhan giai quyét ho so
x i
Mau 03 oy
Mau 03.docx
Phiéu xin 16i va hen lai ngay tra két qua
x i
Mau 04 o
M3u 04.docx
Phiéu kiém soat qua trinh giai quyét hd so
x i
Mau 05 L'j
Mau 05.docx
Mau 06 S6 theo ddi hd so
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Mau 06.docx

BM.NCN.04.01 m_Nch_ch
Pon xin nhan con nuoi trong nudc

Vin ban x4c nhan hoan canh gia dinh, tinh trang chd
0, dieu kién kinh t€ cia ngudi nhan con nudi
BM.NCN.04.02 [y

BM_NCN_4.03.doc

HO SO LUU

Mau 01; Q2, 03, 04 (néu c6), 06 luu tai Trung tim phuc vu HCC. Mau 01, 05
luu theo ho so;

Ho6 so dau vao theo muc 2,3;

Vian ban xac nhan ngudi nhan con nudi ¢6 da diéu kién nudi con nudi hoac
Van ban thong bao khong du diéu kién cap gidy xac nhan du diéu kién nhén
tré em cua nudc lang giéng cu trl tai khu vuc bién gidi lam con nudi;

Hb so duogc luu tai Van phong HDND-UBND cép x4, thoi gian Iuu trir thye hién luu
theo quy dinh ctia Nudi con nudi va cac van ban hudng dan thi hanh. Sau khi hét
han, chuyén ho so xudng don vi luu trit cia UBND cap xi va luu trit theo quy dinh
hién hanh.

4. Ghi vao S6 dang ky nudi con nudi viéc nuéi con nudi da dwoc giai

quyét tai co quan c6 tham quyén ctia nwéc ngoai

1 KY HIEU QUY TRINH QT.NCN.05
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thye hién TTHC:

Viéc nudi con nudi gitta cong dan Viét Nam véi nhau hodc gitra cong dan
Viét Nam v6i ngudi nudce ngoai da duge giai quyét tai co quan c6 tham quyén
clia nudc ngoai thi duoc ghi vao S6 dang ky nudi con nudi trong cc truong
hop:

- Viéc nudi con nudi di duoc giai quyét theo quy dinh cua diéu ude qudc té
ma Viét Nam va nudc noi giai quyét viéc nudi con nudi cing 1a thanh vién;

- Viéc nudi con nudi da duoc giai quyét theo quy dinh phép luat caa nuéc
ngoai, trir trudng hop vi pham nhitng nguyén tic co ban cua phéap luat nudc
Cong hoa x& hoi chu nghia Viét Nam.
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2.2

Cach thure thuc hién TTHC:

- Thu tyc nay du diéu kién thyc hién dich vu cong truc tuyén toan trinh.

- Ngudi c6 yéu cau truc tiép thuc hién hodc uy quyén cho ngudi khac thuc
hién ndp hod so tryc tiép tai Trung tim Phuc vy hanh chinh cong cia UBND
cap x4;

- N@p tai Trung tdm Phuc v hanh chinh cong tinh Ha Tinh - S6 024, dwong
Nguyén Chi Thanh, phwong Thanh Sen, tinh Ha Tinh dé thuc hién phi dia
gioi hanh chinh;

- Gri h6 so qua Dich vu buu chinh cong ich;

- Nop hd so truc tuyén trén Coéng Dich vu coéng Quéc gia
(https://dichvucong.gov.vn).

2.3

Ba
Ban n
chinh | sa
0

Thanh phin hé so, bao gom:

- To khai ghi vao S6 ho tich viéc nudi con nudi theo mau
BM.NCN.05.01 (néu nguodi cé yéu cau lua chon ndp ho so X
theo hinh thtrc tryc ti€ép hoac guri qua Dich vu buu chinh);

- Biéu mau dién tir tuong tac ghi vao S6 ho tich viéc nudi con
nuoi (do ngudi yéu cau cung cap thong tin theo huong dan
trén Cong dich vu cong néu nguoi c¢6 yéu cau lya chon ndp hod
so theo hinh thtc truc tuyén);

- Ngudi ¢6 yéu cau ghi vao SO dang ky nudi con nudi viéc
nudi con nudi da duoc giai quyét tai co quan co thim quyén
ciia nudc ngoai thuc hién vige n(f)p/xuét trinh (theo hinh thirc
tryc tiép) hodc tai 1én (theo hinh thirc truc tuyén) cac gidy to
Sau.

* Gidy to phai nop:

- Ban sao c¢6 chimg thuc gidy to chimg minh viéc nudi con nudi
da duogc giai quyét tai co quan c6 tham quyén clia nudc ngoai;

- Truong hop uy quyén cho ngudi khac lam thay thi phai c6
van ban uy quyén duoc chimg thuc theo quy dinh cua phap
luat. Truong hop nguoi duge uy quyén 1a ong, ba, cha, me, X
con, Vo, chong, anh, chi, em rudt ctia nguoi uy quyén thi vin
ban uy quyén khong phai chig thuc;
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- Van ban ching nhan viéc nudi con nudi da duge thue hién
phu hop véi diéu ude qudc té cua co quan c6 thim quyén cua
nuoc ngoai (trong truong hop viéc nuodi con nudi da duogc giai X
quyét theo quy dinh cua diéu wéc qudc té ma Viét Nam va
nudc noi giai quyét viéc nudi con nudi cung 1a thanh vién);

- Gidy to chirng minh thudc gia dinh c6 cong v6i cach mang;
nguo1 thudc ho ngheéo; nguoi khuyét tat (néu co);

* Gidy to phai xuat trinh:

- Ho chiéu/Thé can cudc cong dan/Thé cin cude/Can cude
dién ta/Gidy chung nhan cin cudc hodc céc glay to khac co
dan anh va thong tin ca nhan do co quan c6 thaim quyén cap,
con gia tri st dung (sau day goi tat 1a gidy to tuy than) dé
chting minh vé nhéan than khi 1am thu tuc truc tiép tai co quan
dang ky ho tich,

Trieong hop gidy to tiy than siz dung la: Hé chiéu, Thé can
cuoc, Can cucC cong dan, Gidy ching nhdn can cudc thi
nguoi co yeu cau dang ky hg tich chi can cung Cap thong tin
so dinh danh cd nhan hogc thong tin vé gidy to (so,
ngay/thdang/nim cdp), co quan dang ky ho tich co trach nhi¢m
tra ciru thong tin thong qua két noi voi Co so dit ligu ho tich
dien tw, Co so dir lieu quoc gia vé ddan cui hodc co sé dir liéu
khac co lién quan dé doi chiéu, khai thac div liéu.

Truong hop khong khai thac dwoc thong tin hodac thong tin
khai thac dwoc khéng ddy di, khéng chinh xdc thi co quan
dang ky ho tich yéu cdau ngwoi di ding ky hé tich xudt trinh
ban chinh gidy to dé chimg minh, dong thoi dé nghi ngwoi di
dang ky hé tich cdp nhat, diéu chinh théng tin trong cdc co s&
dir liéu theo quy dinh cua phdp ludt.

Truong hop giri hd so qua dich vu buu chinh cong ich thi phai gti kém theo
ban sao cd chung thuc cic gidy to phai xuat trinh néu trén.

*Luuy:

- D6i v6i gidy to ndp, xuét trinh néu nguoi yéu cau ndp hd so theo hinh thirc
tryc tiép:

+ D6i voi gidy to xudt trinh, ngudi tiép nhan c6 trach nhiém kiém tra, d6i
chiéu véi thong tin trong t& khai, chup lai hodc ghi lai thong tin dé luu trong
hd so va tra lai cho nguoi xuét trinh, khong dugc yéu cau ndp ban sao hodc
ban chup gidy to do.

+ Nguoi yéu cu thuc hién thi tuc c6 thé ndp ban sao chung thuc tir ban
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chinh hodc ban sao duoc cap tir s6 gbc hoic ban chyp kém theo ban chinh
gidy to de d6i chiéu. Truong hop nguoi yéu cau ndp ban chyp kém theo ban
chinh gidy to thi nguoi tiép nhan c6 trach nhiém klem tra, di chiéu ban
chup véi ban chinh va ky xac nhan, khong dugc yéu cau ngudi di dang ky
ndp ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dl'mg, da hod so ding ky theo
quy dinh cua phap lut ho tich va phap luat nudi con nuéi, khoéng dugce yeu
cau nguo’l dang ky nop thém gidy t& ma phap luat ho tich va phap luat nudi
con nudi khong quy dinh phai np.

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

+ Ban chup cac gidy to giri kém theo hd so yéu cau ghi vao SO dang ky nuoi
con nudi viéc nudi con nudi da duoc giai quyét tai co quan c6 tham quyén cia
nudc ngoai truc tuyén phai bdo dam 10 nét, dﬁy du, toan ven vé noi dung, 1a
ban chup béng may anh, dién thoai hodc dugc chup, dugc quet bﬁng thiét bi
dién tu, tur gidy to dugc cap hop I¢, con gia tri su dung; néu 1a gidy to do co
quan co tham quyén nudc ngoai cap thi phai duoc hop phap hoa lanh sw, dich
sang tiéng Viét theo quy dinh, trir truong hop duge mién hop phap héa lanh
su.

+ Trudng hop gidy to, tai liéu phai giri kém trong ho so ghi vao S6 ding ky
nuoi con nudi viéc nudi con nudi da duge giai quyét tai co quan c6 tham
quyen ctia nudc ngoai truc tuyén di c6 ban sao dién tir hodc da c6 ban dién
tir gidy to thi ngudi yéu cau duoc st dung ban dién tir nay.

+ Truong hop nhén két qua (Trich lyc Ghi vao S6 viéc nudi con nudi di
duogc giai quyét tai co quan co tham quyen ctiia nudc ngoai) tai co quan dang
ky ho tich, nguoi co6 yéu cau ghi vao S6 dang ky nu6i con nudi viéc nudi
con nudi da dugc giai quyét tai co quan co tham quyén clia nudc ngoai phai
xuat trinh gidy to tuy than, ndp cac gidy to 1a thanh phan ho so ghi vao S6
dang ky nudi con nudi viéc nudi con nudi da dugc giai quyét tai co quan co
thAm quyén cta nudc ngoai theo quy dinh phap luat ho tich va phap luat
nuoi con nuoi.

2.4

S6 lwong ho so: 01 bo.

2.5

Thoi han glal quyet Trong ngay t1ep nhan ho so (nhan ho so sau 15 gio ma
khong giai quyét duoc ngay thi tra két qua trong ngay lam viéc tiép theo).
Trong trudng hop phai xac minh, thi thoi han giai quyét khong qua 03 ngay
lam viéc.

2.6

Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
- Trung tdm Phuc vy hanh chinh cong cap x3;
- Trung tam Phuc vu hanh chinh cong tinh dé thwc hién phi dia gioi hanh




424

chinh;
- Qua dich vu Buu chinh cong ich;
- Cong Dich vu cong Quoc gia: http://dichvucong.gov.vn.

Co quan c6 thim quyén quyét dinh: UBND cdp x4 noi cu tri ciia cong
dan Viét Nam.

2.7 | Co quan truc tiép thue hién TTHC: UBND cip xa.
Co quan dwore iy quyén: Khong.
Co quan phdi hop: Khong.
Poi twong thue hién TTHC: C4 nhan ngudi c¢6 yéu gﬁu ghi vao S6 ding ky
2.8 | nudi con nudi vieéc nudi con nudi da dugc giai quyet tai co quan c6 tham
quyén ctua nudc ngoai.
Két qua giai quyét TTHC:
- H6 so du diéu kién: Trich luc Ghi vao S6 viéc nudi con nudi da dugc giai
29 quyét tai co quan c6 tham quyen cua nuoc ngoai; Trich luc Ghi vao S6 viée
*® | nudi con nudi da duogc giai quyét tai co quan c6 thim quyén cua nudc ngoai
(ban sao) (néu ngudi dan co yéu cau).
- Ho so khong du diéu kién: Vin ban thong bao khong du diéu kién.
2.10 | Quy trinh xir ly cong viéc
. . Biéu
TT Trinh ty TriCh T.hm maw/Keét
: nhi¢m glan -
qua
1. Tiép nhan ho so:
Tiép nhan ho so truc tiép tir c4 nhan
hoac tir dich vu buu chinh cong ic}l
hoac trén Cong Dich vu céng Quoc
gia: http://dichvucong.gov.vn.
- Néu ho so chua day da hoic khong Mau 01, 02
hop 1¢: Thong bdo cho nguoi yéu cau | ~» . Gio | (néu  co),
B1 Cong chue | anh |05, 06 va

bo sung, hoan thi¢n ho 50, néu 10 03l | T\ &TKQ I )
gidy to, ndi dung can bd sung dé chinh | HO so theo
ngudi c6 yéu cau bd sung, hoan thién. muc 2.3

- Trudng hop hd so day du, hop 1¢ thi
tiép nhan ho so; néu tiép nhan ho so
sau 15 gio thi co Phiéu hen, tra két
qua cho ngudi co yéu cau trong ngay
lam viéc tiép theo (néu ngudi co yéu
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cau lua chon hinh thirc nop hd so truc
tiép) hodc giri ngay Phiéu hen, tra két
qua qua thu dién tir hodc gui tin nhan
hen tra két qua qua dién thoai di dong
cho ngudi cd yéu cau (néu ngudi co
yéu cau lya chon hinh thic nop hd so
tryc tuyén);

- Sau khi tiép nhan hd so theo hinh
thirc ndp truc tiép, can bd tiép nhan hd
so tai Trung tdm Phuc vu hanh chinh
cong cip x3d thuc hién sd héa (sao
chup, chuyén thanh tai li€u dién tu
trén hé thong thong tin, co so dit licu)
va ky s6 vao tai lidu, ho so giai quyét
thu tyc hanh chinh dd dugc so hoéa
theo quy dinh.

B Chuyén cho Van phong HDND-| Cong chuc 12 eis \lt/léau};) 61 ’ 22

UBND cap xa dé xu ly. TN&TKQ & ke
em theo
Lanh da x \
Van pl(lidrcl)g . M‘a u 05 va
B3 | Phan cong cong chuc xtur 1y. 02 gi¢ | HO so kem
HDND- theo
UBND

B4.1. Céng chic dugc giao nhiém vu Mau 05 va
kiém tra, xem xét ho so: Dy thao
- Néu du diéu kién: Trich lug
+ Trudng hop tiép nhan hd so ghi vao ghi vao S
S6 ding ky nudi con nudi vigc nuoi dang ky
con nuéi da duoc_giai quyét tai co nubi  con
quan c6 tham quyén cua nudc ngoai nudi  hodc
tijeo thh thuc truc tiép, thi J_cong Ch_lf'C Céng chirc . du;’ th%o

B4 | lam cbng tac nudi con nudi thuc hién| _. /1 02 gid | Vin  ban

. 2 S xu 1y ho so N ;

viéc ghi noi dung ghi chu vao So6 dang théng béo
ky nudi con nudi, cap nhat thong tin khong  du
ghi vao S6 dang ky nudi con nudi viéc dieu kién;
nuodi con nudi da dugc glal quyét tai Van  ban
co quan cd tham quyén cua nuoc xac
ngoai va uu chinh thtc trén Phan mém minh/bién
dang ky, quan ly ho tich dién tir dung ban xac
chung. minh (néu
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+ Trudng hop tiép nhan hd so ghi vao co)
S6 dang ky nudi con nudi viéc nudi
con nudi di dwgc giai quyét tai co
quan c6 tham quyén cia nudc ngoai
theo hinh thic truc tuyén, cong chuc
lam cdng tdc nubi con nudi gui lai
biéu mau Trich luc Ghi vao So viéc
nudi con nudi da duoc glal quyét tai
co quan co tham quyén Cia nudcC
ngoai dién tir cho ngum yeu cau qua
thu dién ta hoac thiét bi sb.
Sau khi nguoi co yéu ciu xac nhan
thong tin day du, chinh xéac thi thuc
hién vao SO, vao phén mém ho tich
nhu hinh thirc tiép nhan truc tiép.
- Néu khong du diéu kién: Dy thao
van ban théng bao khong du diéu
kién;
Trinh 1anh dao Van phong.
B4.2. Truong hop phuc tap thi tién
hanh xac minh bﬁng van ban hoac truc 2,5
tiép. Sau khi c6 két qua, thyc hién nhu ngay
B4.1.
Mau 05 va
Du thao
Trich  luc
ghi vao S6
Lanh dao dang ky
Kiém tra két qua thyuc hién, duyét, truc | Van phong nuoi con
B5 | tiép hodc giao cong chirc xir Iy ho so | HDND va | 1/2 gio | nudi  hodc
trinh 1anh dao UBND cép x4. UBND cip du thao Vin
Xa ban thong
bao khong
du dicu kién
da duyét/ky
nhay
;1A , s X , \ Lanh dao hd?u 05 va
B6 Ky két qua giai quyét tha tuc hanh UBND cp | 1/2 gid Tl‘l.Ch‘ lug
chinh. X3 ghi vao SO

ding  ky
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nudi  con
nuoi hoac
Van  ban
théng béo
khong  du
diéu kién
Mau 05, 06
va  Trich
Phét hanh van ban va tra két qua cho luc ghi vao
Trung tim Phuc vu hanh chinh cong. | Van thu; SO dang ky
B7 Truong hop du di€u kién cap Trich luc | Van phong 12 ois nuéi  con
thi Van phong HDND-UBND cép x3| HDND- 89 1 nusi  hodc
ghi ndi dung ghi chu vao So dang ky | UBND Van  ban
nuoi con nuoi theo quy dinh. théng béao
khong  du
dicu kién
Tra két qua cho ca nhan, thu phi, 1&
phi (néu c9).
Nguoi ¢6 yéu cau ghi vao SO dang ky
nuoi con nuoi ’ViéC nuoi con nuoil vdﬁ
duoc giai quyet tai co quan co tham
quyén cua nudc ngoai dugc nhan két
qua theo mot trong cac phuong thiic
sau day: x
+ Nhan ban dién tir Trich luc Ghi vao Mau 0Ol
2 i A A ax 06; Trich
SO viéc nudi con nudi da duogc gial o
L goe LA A o luc ghi vao
quyeét tai co quan c6 tham quyén cua 2 T ,
f N A, .y SO dang ky
nudC ngoai gui qua thu dién t&, Kho | . . Gio A
o 1o e Gia mia ao nn s | COng chirc X nudi  con
B8 |quan ly dir liu dién t&r cua ca nhan hanh ~ 9
. TN&TKQ . nudi  hodc
do; chinh 8 ;
) , Van  ban
+ Nhén ban dién tir Trich luc Ghi vao thong  bao
SO viéc nudi con nudi da dugc gidi khong  dit

quyét tai co quan c6 thim quyén cua
nudc ngoai giri vao thiét bi sd, thong
qua phuong phép truyén sb liéu phu
hop, ddm bdo an toan, bdo mat thong
tin;

+ Nhan két qua 1a Trich luc Ghi vao
S6 viéc nudi con nudi da duogc giai
quyét tai co quan c6 tham quyén cua
nudc ngoai thdng qua dich vu buu

diéu kién
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chinh cong ich;

+ Nhan két qua 1a Trich luc Ghi vao
S6 viéc nudi con nudi di duoc giai
quyét tai co quan c6 tham quyén cua
nudC ngoai tai co quan diang ky ho
tich.

* Truong hop hd so khong xir Iy duoc trong ngay lam viéc hodc trong ngay
lam viéc tiép theo (ddi v6i hd so nhan sau 15 gid), trong ngdy hen tra két
qua, Vin phong HPND-UBND cip x4 tham muu Lanh dao UBND cép x4
ky ban hanh phiéu xin 16i va hen lai ngay tra két qua dé giri cho to chuc, ca
nhan.

* Truong hop hd so qué han xtr 1y, trong thoi gian chdm nhat 01 ngay trudc
ngay hét han xir Iy, Van phong HDPND-UBND trinh Lanh dao UBND cap xa
ky ban hanh phiéu xin 16i va hen lai ngay tra két qua dé gti cho t6 churc, ca
nhan.

* Trong qua trinh giai quyét hd so ngudi ¢ trach nhiém thyc hién can thuc
hién ddng thoi cac thao tac tiép nhan/chuyén/tra hd so, két qua giai quyét
trén Hé théng motcua.hatinh.gov.vn véi cac budc trong quy trinh..

BIEU MAU

Gidy tiép nhan ho so va hen tra két qua

Mau 01 b )

Mau 01.docx

Phiéu yéu cau bd sung hoan thién ho so

Miu 02 G

Mau 02.docx

Phiéu tir chéi tiép nhan giai quyét ho so

Mu 03 b )

Mau 03.docx

Phiéu xin 16i va hen lai ngay tra két qua

Mau 04 b )

Mau 04.docx
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Phiéu kiém soat qua trinh giai quyét ho so

Mau 05 =

Mau 05.docx

S theo ddi hd so

Mau 06 utl

Mau 06.docx

To khai ghi vao S6 hd tich viéc nudi con nudi

BM.NCN.05.01 E}

BM.NCN.05.01.doc

HO SO LUU

Mau 01; 02, 03, 04 (néu ¢6), 06 Iuu tai Trung tam Phuc vu hanh chinh cong.
Mau 01, 05 luu theo ho so;

Ho6 so dau vao theo muc 2.3;

S6 ho tich;

Vian ban xac minh/bié€n ban xac minh (néu cd);

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

H6 so duoc luu tai Van phong HDPND-UBND cép x4, thoi gian luu trir thuc hién luu
theo quy dinh ctia Luat Nudi con nudi va cac vin ban hudng dan thi hanh. Sau khi hét
han, chuyén ho so xudng don vi luu trit cia UBND cép x4 va luu trit theo quy dinh
hién hanh.
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