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THI TRAN BAC LY Doc 1ap - Tw do - Hanh phiic
Sé!5 /TB-UBND Bdc Ly, ngay 16 thdng 02 ndm 2024
THONG BAO

Vé viéc niém yét cong khai Danh muc thi tuc hanh chinh (TTHC) dwoc sira doi,
bo sung trong linh vure H$ tich thudc pham vi quan 1y ciia Bd Tw phap

Cin ctr Quyét dinh s6 528/QD-UBND ngay 10/4/2023 ctua B6 Tu phap vé cong
bd bo tha tuc hanh chinh duoc sira d6i, bo sung trong linh vyuc ho tich thuéc pham vi
chtrc ndng quan ly ctia Bo Tu phép.

UBND thi tran thong bao viéc niém yét cong khai danh muc TTHC duoc sira
d6i, bo sung trong linh vuc Ho tich thudc pham vi quan 1y ciia Bo Tu phap, cu thé:

1. Danh muc TTHC sira d6i, bo sung thudc thaAm quyén ciia UBND cip xi
gom: 20 TTHC

(Chi tiét ¢6 phu luc kém theo).

2. Danh muc TTHC bi bai b6: 0 TTHC

3. Quy trinh giai quyét TTHC

(Chi tiét c6 phu luc kém theo).

4. Pia diém niém yét: Tai try so UBND thi tran Bac Ly va Trang thong tin
dién tir cia UBND thj tran Bac Ly

5. Thoi gian niém yét: T ngay 16/02/2024 dén khi c6 quy dinh méi. UBND
thi tran Bac Ly thong bao dé cac co quan, to chirc, c4 nhan dugc biét./.

Noi nhgn: , ___ CHUTICH
TT Pang ity - HDND thi tran; LY
- MTTTQ, trudng cac doan thé thi tran;
- Can bo, cong chic thi tran;

- Pai truyén thanh thi tran;

- Luu: VT.




PHU LUC

THU TUC HANH CHINH PUQC SUA POI, BO SUNG TRONG LINH VUC HQ

TICH THUQC PHAM VI CHUC NANG QUAN LY CUA BQ TU PHAP
(Ban hanh kém theo Quyét dinh so 528/QD-BTP ngay 10/4/2023 ciia BY trudng Bo T phdp)

PHAN I. DANH MUC THU TUC HANH CHINH

STT | S6hdso | Tén thituc | Tén VBQPPL quy dinh ndi dung sira | Linh | Co
TTHC hanh chinh ddi, bo sung vwe | quan
thuc
hién
B. Thii tuc hanh chinh cip xa
1 1.001193 | bang ky khai | Nghi dinh s 104/2022/ND-CP ngay | Ho UBND
sinh 21/12/2022 cua Chinh phu stra d6i, bo | tich | cip xa
sung mot s6 diéu cua cac nghi dinh lién
quan den viéc nop, xuat trinh s6 ho
khau, s6 tam tra gidy khi thyc hién tha
tuc hanh chinh, cung cap dich vu cong.

2 1.000894 | biang ky két |Nghi dinh sé 104/2022/ND-CP ngay | HO | UBND
hén 21/12/2022 cua Chinh phu stra d6i, bo | tich | cap xa

sung mot s6 diéu cua cac nghi dinh lién
quan den viéc nop, xuat trinh s6 ho
khau, s0 tam tra gidy khi thyc hién thu
tuc hanh chinh, cung cap dich vu cong.

3 1.001022 | bang ky nhan | Nghi dinh s6 104/2022/ND-CP ngay | Ho UBND
cha, me, con | 21/12/2022 cta Chinh phu sta doi, bo | tich | cdp x4

sung mot s6 didu cia cac nghi dinh lién
quan den viéc ndp, xuat trinh s6 ho
khau, s6 tam tra gidy khi thyc hién thu
tuc hanh chinh, cung cap dich vu cong.

4 1.000689 | Pang ky khai [ Nghi dinh s6 104/2022/ND-CP ngay | Ho UBND
sinh két hop | 21/12/2022 ctia Chinh phu sira d6i, bo | tich | cép xa
dang ky nhan | sung mot sb diéu cua cac ‘nghi dinh lién
cha, me, con quan den viée nop, xuét trinh sd ho

khau, s6 tam tra gidy khi thyc hién thu
tuc hanh chinh, cung cap dich vu cong.

5 1.000656 | Pang ky khai [ Nghi dinh sé 104/2022/ND-CP ngay | Ho UBND
tir 21/12/2022 ctia Chinh phu sira d6i, bd | tich | cip xa

sung mot sd diéu ciia cac nghi dinh lién
quan dén viéc ndp, xuét trinh sd ho
khau, s6 tam tra gidy khi thuc hién tha
tuc hanh chinh, cung cap dich vu cong.




6 |1.003583 | Ping ky khai sinh | Nghi dinh sd 104/2022/ND-CP ngay | HO | UBND
lru dong 21/12/2022 ctia Chinh phu sira ddi, bd | tich |cip xa
sung mot sd didu cua cac 'nghi dinh lién
quan den viéc ndp, xuét trinh s6 ho
khau, s6 tam tra gidy khi thue hién thu
tuc hanh chinh, cung cép dich vu cong.

7 |1.000593 | bing ky két hon | Nghi dinh sd 104/2022/NB-CP ngay | HO | UBND
lru dong 21/12/2022 ctia Chinh phua stra doi, bo | tich | cap xa

sung mot sd didu cia cac 'nghi dinh lién
quan den viéc ndp, xuét trinh s6 ho
khau, s6 tam tra gidy khi thue hién thu
tuc hanh chinh, cung cap dich vu cong.

8 |1.000419 |Piang ky khai tir [ Nghi dinh s 104/2022/ND-CP ngay | HO | UBND
lwu dong 21/12/2022 cta Chinh phu sira ddi, bd |tich |cip xa

sung mdt s6 diéu ctia cac nghi dinh lién
quan dén viéc nop, xut trinh s6 ho
khau, sO tam tra gidy khi thuc hién thu
tuc hanh chinh, cung cép dich vu cong.

9 |1.000110 | biang ky khai sinh | Nghi dinh sd 104/2022/ND-CP ngay | HO | UBND
co 21/12/2022 ciia Chinh phu stra ddi, bo | tich |cap xa
yéu t6 nudc ngoai | sung mot sé didu cua cac nghi dinh lién
tai quan dén viéc nop, xuat trinh s6 ho
khu vyc bién gioi | khau, s6 tam tra gidy khi thyc hién thu

tuc hanh chinh, cung cap dich vy cong.

10 |1.000094 | Pang ky két hon | Nghi dinh sé 104/2022/ND-CP ngay | HO | UBND
coyéu t6 nude |21/12/2022 ciia Chinh pha stra doi, bd [tich | cip xa
ngoai tai khu vuc | sung mot s6 diéu cua cac 'nghi dinh lién
bién gidi quan den viéc nop, xuat trinh sO ho

khau, sO tam tra gidy khi thuc hién thu
tuc hanh chinh, cung cap dich vy cong.

11 [1.000080 |Ping ky nhan|Nghi dinh sb 104/2022/ND-CP ngay | HO |UBND
cha, me, con c6 |21/12/2022 ctiia Chinh phu sira d6i, bo | tich |cép xa
yéu t6 nude ngoai | sung mot sé diéu cua cac nghi dinh lién
tai khu vuc bién | quan dén viéc nop, xut trinh s6 ho
gi6i khau, sO tam tra gidy khi thyc hién thu

tuc hanh chinh, cung cp dich vu cong.

12 |1.004827 | Pang ky khai tir | Nghi dinh sb 104/2022/ND-CP ngay | H6 | UBND

co 21/12/2022 ciia Chinh phu stra ddi, bo | tich |cp xa

yéu td nudc ngoai
tai
khu vuc bién giéi

sung mot s6 diéu cua cac nghi dinh lién
quan dén viée nop, xuét trinh sd ho
khau, sd tam tra gidy khi thuc hién thu
tuc hanh chinh, cung cp dich vu cong.




13

1.004837

Pang ky giam ho

Nghi dinh sb 104/2022/ND-CP ngay
21/12/2022 ctia Chinh phua sira ddi, bd
sung mot sd didu cua cac 'nghi dinh lién
quan den viéc ndp, xuét trinh s6 ho
khau, s6 tam tra gidy khi thue hién thu
tuc hanh chinh, cung cép dich vu cong.

Ho
tich

UBND
cap xa

14

1.004845

Ping ky cham
dut
gidm ho

Nghi dinh s6 104/2022/ND-CP ngay
21/12/2022 ctia Chinh phua sira ddi, bd
sung mot sd didu cia cac 'nghi dinh lién
quan den viéc ndp, xuét trinh s6 ho
khau, s6 tam tra gidy khi thue hién thu
tuc hanh chinh, cung cap dich vu cong.

Ho
tich

UBND
cap xa

15

1.004859

Thay d6i, cai
chinh,
bd sung thong tin

ho tich

Nghi dinh s6 104/2022/NDP-CP ngay
21/12/2022 cta Chinh phua stra ddi, bd
sung mdt s6 diéu cua cic nghi dinh lién
quan dén viéc nop, xut trinh s6 ho
khau, sO tam tra gidy khi thuc hién thu
tuc hanh chinh, cung cép dich vu cong.

Ho
tich

UBND
cap xa

16

1.004873

Céap Gidy xac
nhan
tinh

nhan

trang hon

Nghi dinh s6 104/2022/ND-CP ngay
21/12/2022 cta Chinh phu sira d6i, bd
sung mot sb diéu cua cac nghi dinh lién
quan dén viéc nop, xuat trinh s6 ho
khau, sO tam tra gidy khi thyc hién thu
tuc hanh chinh, cung cap dich vy cong.

Ho
tich

UBND
cap xa

17

1.004884

bang ky lai khai
sinh

- Nghi dinh s6 104/2022/ND-CP ngay
21/12/2022 cta Chinh phua sira ddi, bd
sung mot sd didu cia cac 'nghi dinh lién
quan den viéc nop, xuat trinh s6 ho
khau, sO tam tra gidy khi thuc hién thu
tuc hanh chinh, cung cap dich vy cong.

- Théng tu s& 09/2022/TT-BTP ngay
30/12/2022 cta B0 truong BO Tu phap
bai bo mot s6 ndi dung tai cac Thong tur
trong linh vuc trg gitp phap 1y, ho tich.

Ho
tich

UBND
cap xa

18

1.004772

bang ky khai sinh
cho nguodi da co
hd SO,

gidy to ca nhan

- Nghi dinh sé 104/2022/ND-CP ngay
21/12/2022 ctia Chinh phu stra ddi, bo
sung mot s diéu cia cac ‘nghi dinh lién
quan den viéc ndp, xuat trinh s6 ho
khau, s6 tam tra gidy khi thyc hién thu
tuc hanh chinh, cung cp dich vu cong.

- Thong tu s6 09/2022/TT-BTP ngay
30/12/2022 cta B9 truéng BO Tu phép
bai bo mot sb nodi dung tai cac Thong tu
trong linh vuc trg gitip phap 1y, ho tich.

Ho
tich

UBND
cap xa




19 |1.004746 | Pang ky lai két | Nghidinh s6 104/2022/ND-CP ngay | HO | UBND
hén 21/12/2022 cta Chinh phu sira ddi, bd | tich |cip xa
sung mot sd diéu cua cac nghidinh lién
quan dén viéc ndp, xudt trinh s6ho khau,
sOtam tra glay khi thyc hién thu tuc hanh
chinh, cung cap dich vu cong.
20 | 1.005461 | bang ky lai khai | Nghidinh s6 104/2022/ND-CP ngay [ HO | UBND
tir 21/12/2022 clia Chinh phu sira doi, b6 | tich |cap xa

sung mot sd diéu cua cac nghidinh lién
quan dén viéc nop, xudt trinh s6ho khau,
sO tam trG gidy khi thuc hién thu tuc
hanh chinh, cung cap dich vu cong.




PHAN II
NOI DUNG CU THE CUA TUNG THU TUC HANH CHINH
TRONG LINH VUC HQ TICH THUQC PHAM VI CHUC NANG QUAN
LY CUA BOQ TU PHAP THU TUC HANH CHINH CAP XA

1. Thi tuc dang ky khai sinh

Trinh ty thgc hién:

- Néu lya chon hinh thic ndp hd so truc tiép, nguoi ¢6 yéu cau ding ky khai sinh nop
hd so ding ky khai sinh tai B phan mét cira cia UBND cép x3 c6 thdm quyén; nop 18 phi
néu thudc trudng hop phai nop 18 phi ding ky khai sinh; ndp phi cap ban sao Gidy khai
sinh néu c6 yéu cau cap ban sao Giay khai sinh.

- Néu lya chon hinh thirc nop hd so truc tuyén, ngudi co yéu cau diang ky khai
sinh truy cap Céng dich vu cong qudc gia hoic Cong dich vu cong cap tinh, dang ky tai
khoan (néu chua c6 tai khoan), xac thuc nguoi ding theo huéng dan, diang nhap vao hé
thong, xac dinh diing Uy ban nhan déan cap xa c6 tham quyeén.

Nguoi ¢ yéu cau dang ky khai sinh truc tuyén cung cip thong tin theo biéu mau
dién tir tuong tac dang ky khai sinh (cung cip trén Cong dich vu céng), dinh kém ban
chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop phi, 18 phi thong qua
chitc ning thanh toan truc tuyén hoic bang cach thirc khac theo quy dinh phép luat, hoan
tat viéc nop ho so.

- Can b tiép nhan hd so tai Bo phan mot cira ¢6 trach nhiém Kiém tra tinh chinh
xac, day du, théng nhat, hop Ié caa hd so.

(i) Truong hop hd so day du, hop Ié thi tiép nhan hd so; néu tiép nhan ho so sau 15
gior thi 6 Phiéu hen, tra két qua cho nguoi co yéu cau trong ngay lam viéc tiép theo (néu
ngudi cd yéu cau lya chon hinh thirc ndp hd so truc tiép) hodc gai ngay Phiéu hen, tra
két qua qua thu dién tir hoic giri tin nhan hen tra két qua qua dién thoai di dong cho
nguoi ¢6 yéu cau (néu ngudi co yéu cau lya chon hinh thic nép hd so truc tuyén);
chuyén ho so dé cong chirc 1am cong tac ho tich xu 1y.

Sau khi tiép nhan hé so theo hinh thic nop truc tiép, can bo tiép nhan hd so tai Bo
phan mét ctra thyc hién s6 hoa (sao chup, chuyén thanh tai liéu dién tir trén hé thdng
thong tin, co s& dit liéu) va ky sb vao tai lidu, hd so giai quyét thu tuc hanh chinh da
duogc sb hoa theo quy dinh.

(i) Truong hop hod so chua day du, hop 18 thi c6 thong bao cho ngudi yéu cau bd
sung, hoan thién hd so, néu rd loai gidy td, noi dung can bd sung dé nguoi co yéu cau bd
sung, hoan thién. Sau khi hé so duoc bd sung, thuc hién lai budc (i);

(iii) Truong hop ngudi cé yéu cau dang ky khai sinh khong b6 sung, hoan thién
dugc hd so thi bao cao Truong bd phan mot cira co thong bao tir chéi giai quyét yéu cau
dang ky khai sinh.

- Cong chirc tur phap - ho tich tham tra hd so (thdm tra tinh thong nhat, hop 18 cia cac
thong tin trong ho so, gidy o, tai liéu do nguoi yéu cau nop, Xuét trinh hoic dinh kém).

+ Truong hop hd so can bd sung, hoan thién hoic khong du diéu kién giai quyét,
phai tir chdi thi giri thong bao vé tinh trang hd so toi Bd phan mét cira dé thong béo cho
ngudi ndp hd so — thuc hién lai bude (i) hoac (iii);



+ Trudng hop can phai kiém tra, xac minh lam rd hodc do nguyén nhan khac ma
khong thé tra két qua ding thoi gian da hen thi cong chitrc 1am cong tac ho tich 1ap Phiéu
xin 151 va hen lai ngay tra két qua, trong d6 néu rd Iy do cham tra két qua va thoi gian
hen tra két qua, chuyén Bo phan mét cira dé tra cho ngudi c¢6 yéu cau (néu ngudi cd yéu
cau lya chon hinh thirc ndp hd so truc tiép), hodc gui Phiéu xin 16i va hen lai ngay tra
két qua qua thu dién tir hodc gui tin nhan qua dién thoai di dong cho ngudi co yéu cau
(néu ngudi c6 yéu cau lra chon hinh thirc nép hd so truc tuyén).

+ Néu thiy ho so day du, hop 18, ding quy dinh, tredng hop tiép nhan hd so dang ky
khai sinh theo hinh thuc tryc tiép, thi cong chirc tu phap - ho tich thuc hién viéc ghi vao S6
dang ky khai sinh, cap nhat thong tin dang ky khai sinh trén Phan mém dang ky, quan 1y ho
tich dién tir dung chung, luu chinh thire va chuyén thong tin d&én CSDLQGVDC dé lay S
dinh danh ca nhan.

Truong hop tiép nhan ho so ding ky khai sinh theo hinh thirc truc tuyén, cong chuirc
tu phap - ho tich gui lai biéu mau Giay khai sinh dién tir voi thong tin day di cho ngudi yéu
cau qua thu dién tir hozc thiét bj so.

Ngudi yéu cau cé trach nhiém Kiém tra tinh chinh xac, ddy du cua cac thong tin
trén biéu mau Giy khai sinh dién tir va xac nhan (t6i da mot ngay).

Néu ngudi c6 yéu ciu xac nhan thong tin di thong nhat, day da hoic khong co
phan hoi sau thoi han yéu cau thi cong chire tu phap - ho tich thyuc hién viéc ghi ndi dung
vao SO dang ky khai sinh, cap nhat thong tin dang ky khai sinh trén Phan mém dang ky,
quan 1y ho tich dién tir ding chung, luu chinh thirc va chuyén thong tin ¢&én CSDLQGVDC
dé 1iy Sé dinh danh c4 nhén.

- Sau khi CSDLQGVDC tra vé S6 dinh danh c4 nhan, cong chic tu phap - ho tich in
Gidy khai sinh, trinh Lanh dao UBND ky, chuyén t&i Bo phan mét ctra dé tra két qua cho
ngudi co yéu cau.

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

* Luu y:

- Trong thdi han 60 ngay ké tir ngdy sinh con, cha hodc me c6 trach nhiém ding
ky khai sinh cho con; truong hop cha, me khong thé dang ky khai sinh cho con thi 6ng
hodc ba hodc ngudi than thich khac hodc ca nhan, to chirc dang nudi dudng tré em co
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 béo,
Chu tich Uy ban nhdn dén cip xi hodc Trudng cong an cip xi c6 trach nhiém to chic
1ap bién ban vé viéc tré bi bo roi.

Sau khi 14p bién ban, Uy ban nhan dan cip x3 tién hanh niém yét tai tru sé Uy ban
nhan dan trong 07 ngay lién tuc vé viéc tré bi bo roi. Hét thoi han niém yét, néu khong
c6 thong tin vé cha, me d¢ cia tré, Uy ban nhan dan cip xa thong bao cho c4 nhan hodc
t6 chirc dang tam thoi nudi dudng tré dé tién hanh dang ky khai sinh cho tré.

- Trudng hop tré chua xac dinh dugc cha thi ho, dan toc, qué quan, qudc tich cua
con dugc xac dinh theo ho, dan toc, qué quan, quéc tich cua me; phén ghi vé cha cua tré



dé trong. Néu vao thoi diém ding ky khai sinh nguoi cha yéu cau lam thu tuc nhan con thi
két hop giai quyét viéc nhan con va ding ky khai sinh.

- Trudng hop tré chua xac dinh dwge me ma khi ding ky khai sinh cha yéu cau
lam thii tuc nhan con thi két hop giai quyét viéc nhan con va dang ky khai sinh; phan
khai vé me cua tré dé tréng.

- Truong hop tré khong thude dién bi bo roi, chua xac dinh dugce cé cha va me thi
thue hién tuong tu nhu ding ky khai sinh cho tré bi bo roi, nhung trong S6 ho tich ghi rd
“Tré chua xac dinh duogc cha, me”.

Cach thirc thue hién:

Nguoi ¢6 yéu cau dang ky khai sinh tryc tiép thuc hién hodc uy quyén cho ngudi
khac thuc hién nop hd so truc tiép tai BO phan mot ctra cia UBND cép xa hodc gtr hd so
qua hé théng buu chinh hoic nop hd so truc tuyén trén Cong dich vu cong qubc gia
(https://dichvucong.gov.vn) hodc Cong dich vu cong cap tinh (https://dichvucong.---
.gov.vn).

Thanh phan ho so

- To khai dang ky khai sinh theo mau (néu nguoi co yéu cau lya chon ndp hd so
theo hinh thirc tryc tiép);

- Biéu mAu dién tir twong tac diang ky khai sinh (do ngudi yéu ciu cung cp thong tin
theo hudng 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 dang ky khai sinh thuc hién viéc ndp/xuét trinh (theo hinh
thire truc tiép) hodc tai 1én (theo hinh thirc tryc tuyén) cac gidy to sau:

* Gidy to phdi ngp:

- Ban chinh Gidy chung sinh; trudng hop khong c6 Giay ching sinh thi ndp van
ban ciia ngudi lam chig xac nhan vé viéc sinh; néu khong c¢6 nguoi lam ching thi phai
c6 gidy cam doan vé viéc sinh;

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

- Truong hop khai sinh cho tré em sinh ra do mang thai hd phai cé van ban xac
nhan cta co s&' y té da thuc hién k§ thuat hd tro sinh san cho viéc mang thai ho.

- Vin ban uy quyén (dugc ching thuc) theo quy dinh ciia phap luat trong truong
hop ay quyén thuc hién viéc dang ky khai sinh.

* Gidy to phdi xudt trinh:

- Ho chiéu hoac Chirng minh nhan dan hodc Thé cin cudc cong dan hodc cac gidy
to khac c6 dan anh va thong tin c4 nhan do co quan c6 tham quyén cip, con gia tri sir
dung dé chirng minh vé nhan than cua nguoi c6 yéu cau diang ky khai sinh. Trudng hop
céc thong tin ca nhan trong cac gidy to nay di c6 trong CSDLQGVDC, CSDLHTDT,
duogc hé théng dién tu dong thi khong phai tai 1én (theo hinh thuc tryc tuyén);

- Gidy to ¢6 gid tri chitng minh théng tin vé cw trii trong trieong hop co quan
dang ky ho tich khong thé khai thic dwoc théng tin vé noi cuw trii ciia cong dan theo
cdc phwong thire quy dinh tai khodn 2 Diéu 14 Ngh;i dinh sé 104/2022/NP-CP ngay
21/12/2022 ciia Chinh phi. Truong hop cdc théng tin vé gidy to chitng minh noi cuw



trit da dwoc khai thac tir Co sé dir liéu quoc gia vé ddan cu bang cdc phwong thirc nay
thi nguoi c6 yéu cau khdong phdi Xudt trinh (theo hinh thic truc tiép) hodc tdi lén
(theo hinh thirc tryc tuyén).

- Giay chirng nhan két hon néu cha, me da dang ky két hon. Truong hop di c6
thong tin vé viéc két hon cua cha, me trong CSDLHTDT, CSDLQGVDC thi khong phai
Xuat trinh (theo hinh thic tryc tiép) hoic tai 1én (theo hinh thuc truc tuyén).

Truong hop giri hd so qua hé thdng buu chinh thi phai gii kém theo ban sao c6
chang thuc cac gidy to& phai xuit trinh néu trén.

*Luuy:

- Péi voi gidy to ndp, xudt trinh néu nguoi yéu cau ndp hd so theo hinh thirc tryc tiép:

+ Nguoi tiép nhan c6 trach nhiém kiém tra, ddi chiéu voi thong tin trong to khai,
chup lai hodc ghi lai thong tin dé luu trong ho so va tra lai cho ngudi xudt trinh, khong
dugc yéu cau ndp ban sao hodc ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich co thé ndp ban sao chimg thyuc tir ban chinh
hodc ban sao dugc cap tir so gbe hodc ban chup kém theo ban chinh gidy to dé d6i chiéu.
Truong hop nguoi 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 duoc
yéu cau ngudi di dang ky ndp ban sao gidy to do.

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

- Déi v6i gidy to giri kém theo néu ngudi yéu cau ndp hd so theo hinh thirc truc
tuyén:

+ Ban chup céc gidy to giri kém theo hd so ding ky khai sinh truc tuyén phai bao
dam ro nét, déy du, toan ven vé nodi dung, 1a ban chup bﬁng may anh, dién thoai hodc dugc
chup, dugc quét bang thiét bi dién tir, tir gidy t& dugc cap hop 1€, con gia tri st dung.

+ Trudng hop gidy to, tai liéu phai giri kém trong ho so ding ky khai sinh tryc tuyén
da co ban sao dién tir hoac da co6 ban dién tir giéy to hd tich thi nguoi yéu cau duoc sur dung
ban di¢n tir nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Gidy khai sinh/ban sao Gidy khai
sinh), nguoi c6 yéu cau dang ky khai sinh phai nop ban chinh Gidy ching sinh; xuét trinh
gidy to tuy than; ban chinh Gidy ching nhan két hon (néu cha me tré da dang ky két hon va
thong tin vé viéc két hon chua c6 trong CSDLQGVDC, CSDLHTDT).

- Gidy to do co quan c6 thAm quyén ctia nudc ngoai cip, cong ching hodc xac
nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phép hoa lanh su
theo quy dinh ctia phap luat, trir truong hop duoc mién theo diéu udc qudc t& ma Viét
Nam la thanh vién.

- Trudng hop ngudi yéu cau dang ky khai sinh khong cung cap duge gidy td néu
trén theo quy dinh hozc gidy to ndp, xuét trinh bi tay xo6a, sira chita, lam gia thi co quan
dang ky ho tich c6 thAm quyén huy bo két qua dang ky khai sinh.



- Trudong hop nguoi di dang ky khai sinh cho tré em 1a 6ng, ba, ngudi than thich
khac thi khong phai c¢6 vin ban uy quyén cta cha, me tré em, nhung phai thong nhat véi
cha, me tré em vé cc nodi dung khai sinh.

- Péi voi viée xac dinh ho, dan tdc, qué quan, dat tén cho tré:

+ Viéc xac dinh ho, dan tdc, dat tén cho tré em phai phu hgp véi phép luat va yéu
ciu giit gin ban sic dan toc, tdp quan, truyén thong van héa tét dep cua Viét Nam;
khong dat tén qua dai, khé st dung.

+ Trudng hop cha, me khong thoa thuan duoc vé ho, dan tdc, qué quan cua con
khi dang ky khai sinh thi ho, dan tdc, qué quan cua con dugc xac dinh theo tap quan
nhung phai bdo ddm theo ho, dan tdc, qué quan cua cha hodc me.

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

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

S6 lwong ho so: 01 bo

Thoi han gidi quyét: Ngay trong ngdy tiép nhan yéu cau, truong hop nhan hé so
sau 15 gio ma khong giai quyét dugc ngay thi tra két qua trong ngay lam viéc tiép theo.

P6i twong thuce hién thi tuc hanh chinh: Ca nhan

Co quan thue hién thu tuc hanh chinh:

- Uy ban nhan dén cép xa noi cur tra ctia nguoi cha hodc nguoi me thuc hién dang ky
khai sinh cho tré em;

- Uy ban nhan dén cp x4 noi 1ap bién ban vé viéc tré bi bo roi dbi véi trudng hop
dang ky khai sinh cho tré bi b roi.

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

Co quan phdi hep: Co quan quan Iy CSDLQGVDC.

Két qua thwe hién thii tuc hanh chinh: Giy khai sinh (ban chinh), ban sao Gidy
khai sinh (trudng hop yéu cau cap ban sao Gidy khai sinh).

Phi, I¢ phi: q ‘

- Boi voi truong hop dang ky khai sinh khong ding han: Muc 1€ phi cu thé do Hoi dong
nhan dan tinh, thanh pho truc thugc Trung wong quyét dinh.

- Mién I¢ phi doi voi truong hop khai sinh ding han, nguoi thude gia dinh ¢6 cong véi
cach mang; nguoi thudc hd nghéo; nguoi khuyét tat.

- Phi cap ban sao Giay khai sinh (néu c6 yéu cau) thuc hién theo quy dinh tai Thong tu so
281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh.

Mau don, mau to khai:

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

+ Biéu mau dién tir tuong tic dang ky khai sinh (néu ndp hd so theo hinh thic truc tuyén).

Can cwr phap ly:

- Luat Hon nhan va gia dinh nam 2014;

- Luat Ho tich nam 2014;



- Nghi dinh s 123/2015/NB-CP ngay 15/11/2015 ciia Chinh phu quy dinh chi tiét mot sb
diéu va bién phép thi hanh Luat Ho tich:

- Nghi dinh s6 87/2020/NB-CP ngay 28/7/2020 cua Chinh phii quy dinh vé Co so dit lidu
ho tich dién tir, dang ky ho tich tryc tuyén;

- Ngh; dinh sé 104/2022/NP-CP ngay 21/12/2022 ciia Chinh phi Sira déi, bé sung mgt
s6 diéu cua cdc nghi dinh lién quan dén viéc nép, xudt trinh sé hg khdu, sé tam tri gidy khi
thuec hién thii tuc hanh chinh, cung cap dich vu céng;

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

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 cta Bo truong Bo Tu phap quy dinh
chi tiét mot s6 diéu va bién phap thi hanh Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cua
Chinh phu quy dinh vé Co sé dit liéu ho tich dién tir, ding ky ho tich truc tuyén;

- Thong tu s 281/2016/TT-BTC ngay 14/11/2016 cta Bo truong Bo Tai chinh quy dinh
muc thu, ché do thu, nop, quan 1y va st dung phi khai thac, stir dung thong tin trong co s¢ dit li¢u ho
tich, phi xac nhan c6 qudc tich Viét Nam, phi x4c nhan 1a ngudi gbc Viét Nam, 1é phi quc tich.

- Thong tu sb 85/2019/TT-BTC ngay 29/11/2019 cua Bo truéng Bo Tai chinh huéng dan vé
phi va 1& phi thudc thim quyén quyét dinh cia Hoi dong nhan dén tinh, thanh phd truc thugc Trung
uong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo truéng Bo Tai chinh sira ddi,
bd sung mot sé diéu cua Thong tu sd 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh
huéng dan vé phi va 18 phi thuoc tham quyén quyét dinh ctia Hoi ddng nhan dan tinh, thanh phd
truc thugc Trung uwong.

Ghi chii: Phan chit in nghiéng la néi dung siza doi, bé sung, thay thé.
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Chu thich:

@ Ghi 13 tén co quan dang ky khai sinh.

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

®) Ghi thong tin vé gidy t& tiy than cua ngudi di dang ky, ghi 18 $8, co quan cip, ngay cap ho
chiéu, chimg minh nhan dan hoic gidy to hop 1é thay thé (Vi du: Ching minh nhan dan s6
001089123 do Cong an thanh phb Ha Noi cap ngay 20/10/2014).

® Truong hop sinh tai co sy té thi ghi rd tén co s¢' Y t& va dia chi tru 56 co so y té do.

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

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

Trudng hop sinh ra ngoai co s&'y té thi ghi dia danh ctia 03 c4p hanh chinh (x3, huyén, tinh),
noi sinh ra.

Vi du: xa Dinh Bang, huyén Tur Son, tinh Bac Ninh.

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

©) P& nghi danh déu X vao 6 néu c6 yéu cau cap ban sao va ghi rd s6 luong.



2. Thii tuc ding ky két hon

Trinh ty thuc hién:

- Néu lya chon hinh thirc nép hé so truc tiép, ngudi co yéu cau ding ky két hon nop hd so
dang ky két hon tai Bo phan mot cira cia UBND cap xa c¢6 tham quyén; nop 1é phi néu thude trudng
hop phai nop 1¢ phi dang ky két hon; ndp phi cap ban sao Trich luc két hén néu cé yéu cau cap ban
sao Trich luc két hon.

- Néu lya chon hinh thuc ndp hd so truc tuyén, ngudi co yéu cau ding ky két hon truy cap
Cdng dich vy cong qudc gia hoic Cong dich vu cong cap tinh, ding ky tai khoan (néu chua c6 tai
khoan), x4c thuc ngudi dung theo hudng dan, ding nhap vao hé théng, xac dinh dung Uy ban
nhan dan cip xa c6 tham quyén.

Ngudi ¢6 yéu cau ding ky két hon truc tuyén cung cap thong tin theo biéu mau dién tu
tuong tac dang ky két hon (cung cp trén Cong dich vu cong), dinh kém ban chup hodc ban sao
dién tr cac giéy to, tai liéu theo quy dinh; ndp phi, 1€ phi thong qua chirc nang thanh toan truc
tuyén hoic bang cach thirc khac theo quy dinh phap luat, hoan tt viéc nop ho so.

- Can bo tiép nhan ho so tai Bo phan mot cira ¢6 trach nhiém kiém tra tinh chinh xéc, day
du, théng nhat, hop 1é cua ho so.

(i) Truong hop hd so day du, hop 18 thi tiép nhan ho so, c6 Phiéu hen, tra két qua cho ngudi
¢6 yéu cau (néu ngudi cé yéu cau lya chon hinh thirc nop ho so truc tiép) hoic gui ngay Phiéu
hen, tra két qua qua thu dién tir hoic gui tin nhan hen tra két qua qua dién thoai di dong cho
ngudi c¢6 yéu cau (néu nguoi co yéu cau lya chon hinh thirc nop hd so truc tuyén), chuyén ho so
dé cong chirc 1am cong tac ho tich xir 1y.

Sau khi tiép nhan hd so theo hinh thirc nop truc tiép, can bo tiép nhan hd so tai B phan
mot cira thuc hién s6 hoa (sao chup, chuyén thanh tai lidu dién tir trén hé thong thong tin, co s
dir liéu) va ky sb vao tai liéu, hd so giai quyét tha tuc hanh chinh da duoc s6 héa theo quy dinh.

(i) Trudng hop hd so chua day du, hop 18 thi co thong bao cho nguoi yéu cau bd sung,
hoan thién hd so, néu rd loai gidy td, ndi dung can bd sung dé ngudi co yéu cau bd sung, hoan
thién. Sau khi hd so duoc bb sung, thuc hién lai budgc (i);

(iii) Truong hop nguoi cé yéu cu ding ky két hon khong bd sung, hoan thién duoc hd so
thi bao cdo Trudng bo phan mét cira c6 thong bao tir chi giai quyét yéu cau ding ky két hon.

- Cong chire tu phap - ho tich tham tra hd so (thim tra tinh théng nhét, hop 1 cua cac thong
tin trong ho so, gidy to, tai lidu dinh kém).

+ Trudng hop hd so can bd sung, hoan thién hoic khong du diéu kién giai quyét, phai tir
chéi thi giri théng bao vé tinh trang hd so toi B phan mot cia dé thong bao cho ngudi nop ho so
— thuc hién lai budc (ii) hoac (iii);

+ Truong hop can phai kiém tra, x4c minh 1am 16 hodc do nguyén nhan khac ma khong
thé tra két qua dung thoi gian da hen thi cong chirc 1am cong tac ho tich 1ap 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, chuyén
Bo6 phan mét cira dé tra cho ngudi c¢6 yéu cau (néu ngudi ¢ yéu cau lya chon hinh thac nop hd
so truc tiép), hodc guri Phiéu xin 16i va hen lai ngay tra két qua qua thu dién tir hoac gui tin nhin
qua dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh thic nop hd so
truc tuyén).

+ Néu thdy ho so day du, hop 18, cac bén co du diéu kién két hon theo quy dinh cua Luat
Hén nhan va gia dinh, khong thudc truong hop tir chéi dang ky két hon theo quy dinh, truong hop
tiép nhan hd so dang ky két hon theo hinh thirc truc tiép, thi cong chure tu phap - ho tich thuc hién
viéc ghi vao S6 dang ky két hon, cap nhat thong tin ding ky két hon va luu chinh thirc trén Phan mém
dang ky, quan 1y ho tich dién tir dung chung.



Truong hop tiép nhan hd so dang ky két hon theo hinh thic truc tuyén, cong chirc tu phép -
ho tich guri lai biéu mau Gidy chung nhan két hon dién tir véi thong tin day da cho ngudi yéu cau
qua thu dién tir hoic thiét bi s6.

Ngudi yéu cau cé trach nhiém Kiém tra tinh chinh x4c, ddy du cta cac thong tin trén biéu
mau Gidy chiing nhan két hon dién tir va xac nhan (t6i da mot ngay).

Néu ngudi c6 yéu cAu xac nhan thong tin da thong nhit, ddy du hodc khong co phan hdi
sau thoi han yéu cau thi cong chirc tu phép - ho tich thuc hién viéc ghi noi dung vao S6 ding ky két
hon, cap nhat thong tin ding ky két hon va luu chinh thirc trén Phan mém dang ky, quan 1y ho tich
dién tir dung chung.

- Cong chirc tu phép - ho tich in Gidy ching nhan két hon, trinh Lanh dao UBND ky, chuyén
t6i Bo phan mot cira dé tra két qua cho ngudi ¢ yéu cau.

- Nguoi ¢6 yéu cau ding ky két hon (hai bén nam, nit phai c6 mat, Xuét trinh gidy to tuy than
dé ddi chiéu) kiém tra thong tin trén Gidy chiang nhan két hon, trong S6 dang ky két hon, khang dinh
su tw nguyén két hon va ky tén vao So dang ky két hon, ky tén vao Giay ching nhan két hon, mdi bén
nam, nir nhan 01 ban chinh Gidy chiing nhan két hon.

Cach thire thwe hién:

Nguoi ¢6 yéu cau ding ky két hon thuc hién ndp hd so truc tiép tai Bo phan mot ctra cia
UBND cép xa hodc ndp hd so truc tuyén trén Cong dich vu cong quédc gia (https://dichvucong.gov.vn)
hodc Cdong dich vu cong cap tinh (https://dichvucong.---.gov.vn) (bén nam hodc bén nir c6 thé ndp
h6 so ma khong can c6 van ban iy quyén cua bén con lai).

Thanh phén hd so:

- To khai dang ky két hon theo mau, co du thong tin cua hai bén nam, nit. Hai bén nam,
nit ¢6 thé khai chung vao mot To khai ding ky két hon (néu ngudi o yéu cau lua chon ndp hd so
theo hinh thirc truc tiép);

- Biéu mau dién tir tuong tac ding ky két hon (do ngudi yéu cau cung cap thong tin theo hudng
dan trén Céng dich vu cong, néu nguoi ¢ yéu cau lua chon nop hd so theo hinh thire true myén);

- Nguoi ¢6 yéu cau dang ky két hon thyc hién viéc ndp/xuét trinh (theo hinh thire truc
tiép) hodc tai 1én (theo hinh thirc tryc tuyén) cac gidy to sau:

* Gidy to' phdi ngp:

- Ban chinh Gidy xac nhan tinh trang hén nhan do Uy ban nhan dan cip xi c¢6 tham
quyén cap trong truong hop nguoi yéu cau diang ky két hon khong dang ky thuong tra tai dia ban
xa, phuong, thi tran lam tha tuc dang ky két hon. Truong hop cac thong tin vé tinh trang hon nhan
da c6 trong CSDLQGVDC, CSDLHTPT dugc dién ty dong thi khong phai xuét trinh (theo hinh
thirc truc tiép) hoac tai 1én (theo hinh thuc truc tuyén).

* Gidy to' phdi xudt trinh:

- Ho chiéu hoic Ching minh nhan dan hoic Thé can cude cong dan hodc cac gidy to khac
¢6 dan anh va thong tin c4 nhan do co quan c6 tham quyén cip, con gia tri str dung dé chung
minh vé nhan than cta ngudi c6 yéu cau ding ky khai sinh. Trudng hop cac thong tin ¢4 nhan
trong cac giéy to nay da co trong CSDLQGVDC, CSDLHTDT, dugc hé théng dién tu dong thi
khong phai tai 1én (theo hinh thirc truc tuyén);

- Gidy to ¢é gid tri chitng minh théng tin vé cu trii trong trwong hop co quan déing ky
hg tich khdng thé khai thdc dwoc théng tin vé noi cuw trii ciia ¢éng déan theo cdc phiong thirc
quy dinh tai khodn 2 Piéu 14 Nghj dinh s¢ 104/2022/NP-CP ngay 21/12/2022 ciia Chinh phii.
Trieong hop cdc théng tin vé gidy to chitng minh noi cw trii da dwoc khai théac tir Co sé dit liéu
quoc gia vé dan cie bang cdc phwong thirc ndy thi ngwoi cé yéu cau khong phdi xudt trinh
(theo hinh thirc tryc tiép) hodc tdi lén (theo hinh thirc truec tuyén);



- Trich luc ghi cha ly hon d6i véi truong hop cong dan Viét Nam dang ky thuong tra tai
dja ban x4 1am thu tuc diang ky két hon, da duoc giai quyét viéc ly hon, hay viéc két hon trude do
tai co quan c6 thAm quyén nudc ngoai.

*Luuy

- B6i v6i gidy to ndp, xudt trinh néu ngudi yéu cau ndp hd so theo hinh thic truc tiép:

+ Nguoi tiép nhén ¢6 trach nhiém kiém tra, d6i chiéu voi thong tin trong td khai, chup lai
hodc ghi lai thong tin dé Iuu trong hd so va tra lai cho ngudi xuét trinh, khéng duge yéu cau ndp
ban sao hoidc ban chup gidy t& do.

+ Ngudi yéu cau ding ky ho tich c6 thé ndp ban sao chimg thyuc tir ban chinh hodc ban
sao dugc cép tir s6 gbc hodc ban chup kém theo ban chinh gidy to dé ddi chiéu. Truong hop
ngudi yéu cau ndp ban chup kém theo ban chinh gidy to thi nguoi tiép nhan ¢ trach nhiém kiém
tra, d6i chiéu ban chup véi ban chinh va ky xac nhan, khong duoc yéu ciu nguoi di ding ky nop
ban sao gidy to do.

+ Ngudi tiép nhan c6 trach nhiém tiép nhan ding, du ho so ding ky ho tich theo quy dinh
ctia phap luat ho tich, khong duoc yéu cau ngudi dang ky ho tich ndp thém gidy t& ma phéap luat
ho tich khong quy dinh phai ndp.

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

+ Ban chup cac gidy to gii kém theo ho so dang ky két hon truc tuyén phai bao dam rd nét,
dﬁy du, toan ven vé ndi dung, 1a ban chup br:ing may anh, dién thoai hoac dugc chup, dugc quét br:ing
thiét bi dién tu, tir giéy to duoc cép hop 1€, con gié tri str dung.

+ Trudng hop gidy to, tai liéu phai giri kém trong hd so ding ky két hon truc tuyén da c6 ban
sao dién tir hoac da co ban dién tir giéy to ho tich thi nguoi yéu cau dugc st dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (ban chinh Gidy ching nhan két hon/ban sao
Trich luc két hon), nguoi co yéu cau dang ky két hon phai nop ban chinh Gidy xac nhan tinh trang
hén nhan (néu thong tin vé tinh trang hon nhan chua ¢6 trong CSDLQGVDC, CSDLHTDT).

- Gidy to do co quan c6 thAm quyén cta nudc ngoai cap, cong ching hoic xac nhan dé sir
dung cho viéc dang ky h¢ tich tai Viét Nam phai dugc hop phap hoa 1anh sy theo quy dinh cta
phap luat, trir trudng hop duge mién theo didu wdc qudc té ma Viét Nam 1a thanh vién.

- Truong hop nguoi yéu cau dang ky két hon khong cung cip duoc gidy to néu trén theo
quy dinh hoic gidy to nop, xuat trinh bi ty xoa, sta chita, lam gia thi co quan ding ky ho tich co
tham quyén hay bo két qua dang ky két hon.

S6 lwong ho so: 01 bo

Thoi han gidi quyét: Ngay trong ngay tiép nhan hd so; truong hgp nhan hd so sau 15 gid
ma khong giai quyét duoc ngay thi tra két qua trong ngay 1am viéc tiép theo. Truong hop can xéac
minh diéu kién két hon cta hai bén nam, nit thi thoi han giai quyét khong qua 05 ngay lam viéc.

Poi twong thuwce hién thi tuc hanh chinh: Ca nhan

Co quan thue hién thi tuc hanh chinh:

Uy ban nhan dan cap x4 noi cu trt ctia bén nam hogc bén nif.

Co quan phaéi hep: Co quan quan Iy CSDLQGVDC.

Két qua thyc hién thi tuc hanh chinh: Gidy chting nhan két hon (ban chinh), mdi bén
v, chong 01 ban; ban sao Trich luc két hon (truong hop yéu cau cap ban sao Trich luc két hon).

Phi, 1& phi: Mién 1& phi.

- Phi c4p ban sao Trich luc két hon (néu c6 yéu cau) thuc hién theo quy dinh tai Thong tur s6
281/2016/TT-BTC ngay 14/11/2016 cua B Tai chinh.

Mau don, mau to khai:

+ To khai ding ky két hon (néu nop hd so theo hinh thirc tryc tiép);



+ Biéu mau dién tir tuong tac diang ky két hon (néu nop hd so theo hinh thirc truc tuyén).

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

- Nam tir da 20 tudi tré 1én, nit tir ¢ 18 tudi tra 1én;

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

- Céc bén khong bi mét nang lyc hanh vi dan sy;

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

+Két hon gia tao;

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

+ Nguoi dang cod vo, co chéng ma két hon vai nguoi khac hodc chua c6 vo, chua co
chdng ma két hon v6i ngudi dang co chong, co vo;

+ Két hon giira nhitng ngudi cung dong méau vé truc hé; gitra nhitng ngudi c¢6 ho trong
pham vi ba doi; gilra cha, me nudi véi con nudi; gitta nguodi da tirng 1a cha, me nudi véi con nudi,
cha ché)ng véi con dau, me vo voi con ré, cha duong véi con riéng clia vg, me ké véi con riéng
ctia chong.

* Nha nudc khong thira nhén hon nhan gitta nhitng nguoi cung gidi tinh.

Can cw phap ly:

- Luat Hon nhan va gia dinh nam 2014;

- Luat Ho tich nam 2014;

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

- Nghi dinh s6 87/2020/ND-CP ngéy 28/7/2020 cua Chinh pha quy dinh vé Co s dir ligu ho
tich dién tir, dang ky ho tich truc tuyén;

- Nghi dinh sé 104/2022/NP-CP ngay 21/12/2022 ciia Chinh phii Sira doi, bé sung mét sé
diéu cia cdc nghi dinh lién quan dén viéc ngp, xudt trinh sé hg khau, sé tam tri gidy khi thuc
hién thii tuc hanh chinh, cung cap dich vu céng;

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

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 ciia Bo truong Bo Tu phéap quy dinh chi
tiét mot s diéu va bién phap thi hanh Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cta Chinh
pht quy dinh vé Co sé dit liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ciia Bo truong Bo Tai chinh quy dinh mirc
thu, ché do thu, ndp, quan 1y va st dung phi khai thac, str dung thong tin trong co sé dit liéu ho tich,
phi x4c nhan ¢ qudc tich Viét Nam, phi x4c nhan 1 ngudi gbc Viét Nam, 1¢ phi quic tich.

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ctia Bo truong Bo Tai chinh hudng dan vé
phi va 1& phi thudc tham quyén quyét dinh ciia Hoi dong nhan dan tinh, thanh phé truc thudc Trung
uong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cta Bo truong Bo Tai chinh stra doi, bo
sung mot sb diéu cua Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cta B Tai chinh hudng
dan vé phi va 1& phi thudc tham quyén quyét dinh cua Hoi dong nhan dan tinh, thanh phd truc
thudc Trung wong.

Ghi chii: Phan chit in nghiéng la ndi dung siza déi, bé sung, thay thé.



CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap — Tw do — Hanh phic

TO KHAI PANG KY KET HON

& i © @)

Thong tin Bén nir Bén nam

Ho, chir dém, tén

Ngay, thang, ndm sinh

Dan toc

Quéc tich

Noi cur tra @

Gidy to tuy than ©

Két hon 1an tha may

Chiing t6i cam doan nhiing loi khai trén day 1 ding sy that, viéc két hon ciia chung t6i 1a tu nguyén, khong vi
pham quy dinh cua Luat hon nhan va gia dinh Viét Nam.

Chaing t6i chiu hoan toan trach nhiém trude phap luat vé noi dung cam doan ctia minh.

Pé nghi Quy co quan dang ky.

,NEAY ..o .thang ............ nam...............
Bén nir Bén nam
(Ky, ghi 16 ho, chir dém, tén) (Ky, ghi r6 ho, chit dém, tén)

P nghi cip ban sa0®: C6 L1, Khong []
S6 luong: ... ban



Chau thich:

W@ Treong hop 1am thu tuc dang ky két hon ¢ yéu td nude ngoai, thi phai dan anh cua hai bén
nam, ni.

®) Ghi 13 tén co quan dang ky két hon.

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

®) Ghi thong tin v& gidy to tiy than nhu: ho chiéu, chung minh nhan dan hodc gidy to hop 1é thay
thé (vi du: Ching minh nhan dan s6 001089123 do Cong an thanh phd Ha Noi cap ngay 20/10/1982).

©) P& nghi déanh déu X vao 6 néu c6 yéu cau cp ban sao va ghi rd sd luong.



3. Thi tuc ddng ky nhan cha, me, con

Trinh ty thuc hién:

- Néu lva chon hinh thirc nép hé so truc tiép, ngudi c6 yéu cau ding ky nhan cha, me, con
nop hd so dang ky nhan cha, me, con tai Bo phan mot cira ciaa UBND cip x3 c6 thdm quyén; nop 1é
phi néu thude trudng hop phai nop 18 phi dang ky nhan cha, me, con; nop phi cap ban sao Trich luc
dang ky nhan cha, me, con néu c6 yéu cau cap ban sao Trich luc ding ky nhan cha, me, con.

- Néu lva chon hinh thirc nop hd so truc tuyén, ngudi cd yéu cau dang ky nhan cha, me,
con truy cap Cong dich vu cong qudc gia hoic Cong dich vu cong cap tinh, ding ky tai khoan
(néu chua c6 tai khoan), x4c thuc ngudi ding theo huéng dan, ding nhap vao hé thong, xac dinh
dung Uy ban nhéan dan cap x4 c6 thim quyen.

Ngudi co yéu cau dang ky nhan cha, me, con truc tuyén cung cép thong tin theo biéu mau
dién tir twong tac dang ky nhan cha, me, con (cung cép trén Cong dich vu cong), dinh kém ban
chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; ndp phi, 1¢ phi thong qua chirc ning
thanh toan truc tuyén hoic bang cach thirc khac theo quy dinh phap luat, hoan tat viéc nop ho so.

- Cén b tiép nhan ho so tai B6 phan mot cira c¢6 trach nhiém kiém tra tinh chinh xac, day
du, théng nhat, hop 1é cua ho so.

(1) Truong hop hd so day du, hop 18 thi tiép nhan hd so, c6 Phiéu hen, tra két qua cho nguoi
c6 yéu cau (néu ngudi co yéu cau lya chon hinh thirc nop hd so truc tiép) hodc gui ngay Phiéu
hen, tra két qua qua thu dién tir hoac gui tin nhan hen tra két qua qua dién thoai di dong cho
ngudi ¢6 yéu cau (néu ngudi c¢d yéu cau lya chon hinh thuc nop hd so truc tuyén), dong thoi
chuyén hé so dé cong chirc 1am cong tac ho tich xir 1y.

Sau khi tiép nhan hd so theo hinh thirc nop truc tiép, can bo tiép nhan ho so tai B phan
mét cira thuc hién s6 hoa (sao chup, chuyén thanh tai liéu dién tir trén hé thong thong tin, co so
dir liéu) va ky sb vao tai liéu, hd so giai quyét tha tuc hanh chinh da duoc s6 héa theo quy dinh.

(i) Truong hop hd so chwa day du, hop 18 thi c6 thong bao cho ngudi yéu cau bd sung,
hoan thién hd so, néu rd loai gidy to, ndi dung can bd sung dé ngudi ¢6 yéu cau bd sung, hoan
thién. Sau khi hd so duoc bb sung, thuc hién lai budgc (i);

(iii) Truong hop ngudi cd yéu cau diang ky nhan cha, me, con khéng bo sung, hoan thién
duogc ho so thi bao cdo Truang bo phan mot cira co thong bao tir chdi giai quyét yéu cau diang ky
nhan cha, me, con.

- Cong chirc tu phép - ho tich tham tra ho so (thim tra tinh thong nhét, hop 1¢ ciia cac thong
tin trong hd so, gidy to, tai liéu do nguoi yéu cau ndp, xuat trinh hodc dinh kém).

+ Trudng hop hd so can bo sung, hoan thién hoic khong du diéu kién giai quyét, phai tir
chéi thi giri thong bao vé tinh trang hd so t6i Bo phan mot cira dé thong bao cho ngudi nop hd so
— thuc hién lai budc (i) hoac (iii);

+ Truong hop can phai Kiém tra, xac minh 1am 16 hodc do nguyén nhan khiac ma khong
thé tra két qua dung thoi gian da hen thi cong chirc 1am cong tac ho tich 1ap Phiéu xin 131 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
Bo6 phan mét cira dé tra cho ngudi c6 yéu cau (néu ngu(‘ri ¢6 yéu cau lya chon hinh thic nop hd
so truc tiép), hodc guri Phiéu xin 16i va hen lai ngay tra két qua qua thu dién tir hodc giri tin nhan
qua dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh thic nop hd so
truc tuyén).

+ Néu thay viéc nhan cha, me, con 1a ding va khong co tranh chap, hd so day du, hop 18, dung
quy dinh, truong hop tiép nhan hd so dang ky nhan cha, me, con theo hinh thirc tryc tiép, thi cong
chire tur phap - h tich thuc hién viéc ghi vao S6 dang ky nhan cha, me, con, cap nhat théng tin ding
ky nhan cha, me, con va luu chinh thirc trén Phin mém ding ky, quan 1y ho tich dién tir dung chung.

Truong hop tiép nhan hd so ding ky nhan cha, me, con theo hinh thir truc tuyén, cong chirc
tu phap - ho tich gui lai biéu mau Trich luc dang ky nhan cha, me, con dién tir véi thong tin day
du cho ngudi yéu cau qua thu dién tir hoac thiét bi sb.



Ngudi yéu cau c¢b trach nhiém Kiém tra tinh chinh xac, ddy du cua cac thong tin trén biéu
mau Trich luc ding ky nhan cha, me, con dién tir va xac nhan (t6i da mot ngay).

Néu ngudi 6 yéu cau xac nhan thong tin da thong nhat, day du hodc khéng cé phan hoi
sau thoi han yéu cau thi cong chire tur phap - ho tich thyc hién viéc ghi noi dung vao S6 dang ky
dang ky nhan cha, me, con, cap nhat thong tin dang ky nhan cha, me, con va luu chinh thic trén
Phan mém ding ky, quan 1y ho tich dién tr dung chung.

- Cong chire tu phap - hé tich in Trich luc dang ky nhan cha, me, con, trinh Lanh dao UBND
ky, chuyén Bo phan mot Cuza tra két qua cho ngudi co yéu cau.

- Nguoi c6 yéu cau ding ky nhan cha, me, con (ca hai bén phai ¢ mit, Xuat trinh gidy to tuy
than dé ddi chiéu) kiém tra thong tin trén Trich luc ding ky nhan cha, me, con, trong S6 diang ky
nhan cha, me, con va ky tén vao S6 diang ky nhan cha, me, con, nhan Trich luc dang ky nhan cha,
me, con.

Cach thire thwe hién:

Nguoi c6 yéu cAu dang ky nhén cha, me, con thuc hién ndp hd so truc tiép tai BO phan mét
cia cua UBND cép xa hodac nop hd so truc tuyén trén Céng dich vu cong quéc gia
(https://dichvucong.gov.vn) hodc Céng dich vu cong cép tinh (https:/dichvucong.---.gov.vn) (mot
bén c6 thé ndp hod so ma khong phai cé vin ban iy quyén ciia bén con lai).

Thanh phén hd so:

- To khai dang ky dang ky nhan cha, me, con theo mau (néu nguoi co yéu cAu lya chon ndp
hé so theo hinh thirc truc tiép);

- Biéu méu dién tir trong tac dang ky nhan cha, me, con (do ngudi cd yéu cau cung cp
thong tin theo hudng dan trén Cong dich vu cong, néu ngudi cé yéu cau lya chon ndp ho so theo hinh
thirc truc myén);

- Nguoi ¢6 yéu cau diang ky nhan cha, me, con thyc hién viéc ndp/xuét trinh (theo hinh
thire truc tiép) hodc tai 1én (theo hinh thire truc tuyén) cac gidy to sau:

* Gidy to' phdi ngp:

- Chung ctr chung minh quan hé cha, con hodc quan hé me, con gém:

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

+ Truong hop khong cé van ban néu trén thi phdi c6 van ban cam doan ctia cac bén nhan
cha, me, con vé mdi quan h¢ cha, me, con va co it nhét hai nguoi lam chung vé moi quan hé cha,
me, con.

* Gidy to phdi xudt trinh:

- Ho chiéu hoic Chimg minh nhan dan hodc Thé cin cudc cong dan hodc cac gidy to khac
c¢6 dan anh va thong tin c4 nhan do co quan c6 tham quyén Ccip, con gia tri str dung dé chung
minh vé nhan than ctia ngudi ¢ yéu cau dang ky nhan cha, me, con. Trudng hop céac thong tin ca
nhan trong cac gidy to nay di c6 trong CSDLQGVDC, CSDLHTDT, duoc hé théng dién tu dong
thi khong phai tai 1én (theo hinh thirc truc tuyén);

- Giay to ¢6 gid tri chitng minh thong tzn vé cu trii trong trieong hop co quan dang ky
hg tich khong thé khai thac dwoc théng tin vé noi cw trii ciia ¢ong ddn theo cdc phwong thirc
quy dinh tai khoan 2 Piéu 14 Ngh; dinh s6 104/2022/NP-CP ngay 21/12/2022 cua Chinh phu.
Truong hop cdc théng tin vé gidy to chitng minh noi cw trii da dwoc khai thdac tir Co s¢ dir liéu
quoc gia vé dan cir bang cdc phwong thirc ndy thi ngwoi cé yéu cau khong phdi xudt trinh
(theo hinh thirc tryc tiép) hodc tdi lén (theo hinh thirc truc tuyén).

*Luuy

- Bdi v6i gidy to ndp, xudt trinh néu ngudi yéu cau ndp hd so theo hinh thic truc tiép:

+ Nguoi tiép nhén ¢6 trach nhiém kiém tra, d6i chiéu voi thong tin trong td khai, chyp lai
hodc ghi lai thong tin dé luu trong hd so va tra lai cho ngudi xuét trinh, khéng duge yéu cau ndp
ban sao hodc ban chup gidy to do.



+ Nguoi yéu cau ding ky ho tich c6 thé ndp ban sao ching thuc tir ban chinh hodc ban
sao dugc cép tir s6 géc hodc ban chup kém theo ban chinh gidy to dé ddi chiéu. Truong hop
ngudi yéu cau ndp ban chup kém theo ban chinh gidy to thi nguoi tiép nhan ¢ trach nhiém kiém
tra, d6i chiéu ban chup vé&i ban chinh va ky xac nhan, khong duoc yéu cau nguoi di dang ky ndp
ban sao gidy to do.

+ Ngudi tiép nhan c6 trach nhiém tiép nhan dung, du ho so dang ky ho tich theo quy dinh
ctia 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 ndp.

- Dbi v6i gidy to giri kém theo néu ngudi yéu cau ndp hd so theo hinh thirc truc tuyén:

+ Ban chup céc gidy to gii kém theo hd so ding ky nhan cha, me, con truc tuyén phai bao
dam 10 nét, dﬁy du, toan ven vé ndi dung, 1a ban chup béng may anh, dién thoai hodc dugc chup,
duogc quét béng thiét bi dién tt, tur giéy to duoc cép hop 1€, con gié tri st dung.

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

+ Khi dén co quan dang ky ho tich nhan két qua (Trich luc dang ky nhan cha, me, con/ban sao
Trich lyc dang ky nhan cha, me, con) ngudi c6 yéu cau ding ky nhan cha, me, con phai xuat trinh
gidy to tiry than dé xac dinh nhan than; nop ban chinh gidy to, tai liéu 1a ching cir chitng minh quan hé
cha, con hoac quan hé me, con.

- Gidy to do co quan c6 thAm quyén cua nudc ngoai cap, cong ching hodc xac nhan dé sur
dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phap héa 1anh sy theo quy dinh cua
phap luat, trir trudng hop duoc mién theo diéu udc qudc té ma Viét Nam 1a thanh vién.

- Trudng hop ngudi yéu cau ding ky nhan cha, me, con khéng cung cip dugc gidy td néu
trén theo quy dinh hodc gidy to ndp, xuat trinh bi tiy x6a, sira chita, 1am gia thi co quan dang ky
ho tich c6 tham quyén huy bo két qua dang ky nhan cha, me, con.

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

Co quan dang ky ho tich tir chdi giai quyét hodc dé nghi co quan c6 tham quyén huay bo
két qua dang ky ho tich, néu c6 co so xac dinh noi dung cam doan khong dung sy that.

S6 lwong ho so: 01 bo

Thoi han gidi quyét: 03 ngay lam viéc. Truong hop can phai xac minh thi thoi han giai
quyét khong qua 08 ngay lam viéc.

Poi twong thue hién thii tuc hanh chinh: Ca nhan

Co quan thyc hién thi tuc hanh chinh:

Uy ban nhan dan cép X4 noi cu tru cua ngudi Nhan hoac nguoi dugc nhan la cha, me, con.

Co quan phoi hop:

- Uy ban nhan dén cap xi noi cu tra ctia ngudi duge nhén 1 cha, me, con.

- Co quan quan ly CSDLQGVDC.

Két qué thyc hién thu tuc hanh chinh: Trich luc dang ky nhan cha, me, con (ban
chinh); ban sao Trich lyc ding ky nhan cha, me, con (trudng hop yéu cau cip ban sao Trich luc
dang ky nhan cha, me, con).

Phi, 1€ phi:

- Mic 1¢ phi cu thé do Hoi dong nhan dan tinh, thanh phd truc thude Trung wong quyét
dinh.

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



- Phi c4p ban sao Trich luc ddng ky nhan cha, me, con (néu c¢6 yéu cau) thuc hién theo quy
dinh tai Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ctua Bo Tai chinh.

MAu don, mau to khai:

+ To khai ding ky nhan cha, me, con (néu ndp hd so theo hinh thirc truc tiép);

+ Biéu mau dién tir tuong tac diang ky nhan cha, me, con (néu ndp hd so theo hinh thuc truc
tuyén).

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

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

- Vi¢c nhén cha, me, con khong c6 tranh chép.

- Truong hop nam, nit chung sdng véi nhau nhu vo chdng, khong ding ky két hon, sinh
con, ngudi con séng cung voi ngudi cha, khi nguoi cha 1am thu tuc nhan con ma khong lién hé
duoc véi ngudi me thi khong can co ¥ kién ciia ngudi me trong To khai ding ky nhan cha, me,
con.

Can cir phap ly:

- Luat Hon nhan va gia dinh nam 2014;

- Luat Ho tich nam 2014;

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

- Nghi dinh s6 87/2020/ND-CP ngéy 28/7/2020 cua Chinh pha quy dinh vé Co s dir ligu ho
tich dién tir, dang ky ho tich truc tuyén;

- Nghi dinh sé 104/2022/NP-CP ngay 21/12/2022 ciia Chinh phii Sira doi, bé sung mét sé
diéu cia cdc nghi dinh lién quan dén viéc ngp, xudt trinh sé hg khau, sé tam tri gidy khi thuc
hién thii tuc hanh chinh, cung cap dich vu céng;

- Thong tu sb 04/2020/TT-BTP ngay 28/5/2020 ctia Bo truong Bo Tu phap quy dinh chi tiét
thi hanh mot s diéu cia Luat Ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ciia Chinh
phit quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich;

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

- Thong tur s6 281/2016/TT-BTC ngay 14/11/2016 ctia Bo trusng Bo Tai chinh quy dinh mirc
thu, ché do thu, ndp, quan 1y va st dung phi khai thac, str dung thong tin trong co sé di liéu ho tich,
phi x4c nhan ¢ qudc tich Viét Nam, phi x4c nhan 1a ngudi gbc Viét Nam, 1¢ phi quic tich.

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ctia Bo truong Bo Tai chinh hudng dan vé
phi va 1& phi thudc tham quyén quyét dinh ctiia Hoi dong nhan dan tinh, thanh phé truc thudc Trung
uong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 ctia Bo truong Bo Tai chinh stra di, bo
sung mot sb diéu cua Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ctia B Tai chinh hudng
dan vé phi va 1& phi thuoc tham quyén quyét dinh cia Hoi dong nhan dén tinh, thanh phé truc
thudc Trung wong.

Ghi chii: Phan chit in nghiéng la ndi dung sita déi, bé sung, thay thé.
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Nguoi yéu cau
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Y kién ciia ngudi hién dang 12 me hoic cha®

Bé nghi cép ban sao ®. co |:| Khoéng |:|
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Chu thich:
Ghi 16 tén co quan dang ky nhén cha, me, con;

@ Ghi theo noi dang ky thuong tra; néu khong c6 noi dang ky thuong tra thi ghi theo noi
dang ky tam tra; truong hop khong c6 noi dang ky thuong tri va noi dang ky tam tra thi ghi theo noi
dang sinh s6ng.

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

“) Chi khai trong truong hop ngudi khai khong ddng thoi 1a ngudi nhan cha/me/con.

®) Chi khai trong truong hop cha hodc me nhan con chua thanh nién hodc nguoi da thanh
nién nhung mat nang lyc hanh vi dén sy, ghi y kién cua ngudi cha néu me 1a nguoi yéu cau, y kién
nguol me néu cha I3 ngu’(rl yéu cau (trir trudng hop nguoi d6 da chét, mat tich, mét ning lyc hanh
vi dan su hoic han ché nang lyc hanh vi dan sy).

© pé nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd s6 luong.



4. Tha tuc ding ky khai sinh két hop ding ky nhan cha, me, con

Trinh ty thuc hién:

- Nguoi ¢6 yéu cau dang ky khai sinh va nhan cha, me, con nop hd so ding ky khai sinh va
dang ky nhan cha, me, con tai Bo phan mét cira cia UBND cap xa c6 tham quyén; nop 1é ph1
néu thudc truO’ng hop phai nop 1€ phi dang ky khai sinh, dang ky nhan cha, me, con; nop phi cap
ban sao Gidy khai sinh, Trich luc dang ky nhan cha, me, con néu c6 yéu cau cap ban sao Giay
khai sinh, Trich luc dang ky nhan cha, me, con.

- Can bd tiép nhan ho so tai Bo phan mot cira c6 trach nhiém kiém tra tinh chinh xac,
day du, théng nhat, hop 1é cua hd so.

(i) Truong hop hd so day du, hop 18 thi tiép nhan ho so, c6 Phiéu hen, tra két qua cho
ngudi co yéu cau, dong thai chuyén ho so dé cong chire lam cong tac ho tich xu 1y.

Sau khi tiép nhan hé so, can bo tiép nhan ho so tai Bo phan mot cira thuc hién s6 hoa
(sao chup, chuyén thanh tai liéu dién tir trén hé thong thong tin, co s dit liéu) va ky sé vao
tai lidu, ho so giai quyét thu tuc hanh chinh di duoc s6 hoa theo quy dinh.

(ii) Truong hop hd so chua day da, hop 1é thi c6 thong bao cho ngudi yéu cau bd
sung, hoan thién ho so, néu rd loai gidy to, ndi dung can bo sung dé ngudi co yéu cau bo sung,
hoan thién. Sau khi hé so duoc bd sung, thuc hién lai budc (i);

(iii) Truong hop ngudi cé yéu cau dang ky khai sinh va nhan cha, me, con khong b
sung, hoan thién dugc ho so thi bao cdo Truong bd phan mot cira ¢ thong bao tir chdi giai
quyét yéu cau dang ky khai sinh va nhan cha, me, con.

- Cong chirc tu phap - ho tich tham tra hd so (thim tra tinh thong nhat, hop 1é cua cac
thong tin trong hd so, gidy 10, tai liéu do ngudi yéu cau nop, Xuat trinh hodc dinh kém).

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

+ Truong hop can phai kiém tra, xdc minh 1am & hodc do nguyén nhén khac ma
khong thé tra két qua dung thoi gian da hen thi cong chie tu phap - ho tich 1ap Phiéu xin 16
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 B phan mot cira dé tra cho ngudi c6 yéu cau;

+ Néu thy viéc nhan cha, me, con 1a dung va khong co tranh chap, thong tin khai sinh
day du va phu hop, thi cong chire tu phap - ho tich thuc hién viéc ghi vao S6 ding ky nhan cha,
me, con, SO ding ky khai sinh, cap nhat thong tin ding ky khai sinh, dang ky nhan cha, me, con
va luu chinh thirc trén Phan mém dang ky, quan 1y ho tich dién tr ding chung, chuyén thong tin
dén CSDLQGVDC d lay S6 dinh danh c4 nhan.

- Sau khi CSDLQGVDC tra vé S6 dinh danh ca nhan, cong chirc tur phap - ho tich in
Giay khai sinh, Trich luc dang ky nhan cha, me, con, trinh Lanh dao UBND ky, chuyén t6i Bo
phan mot ctra tra két qua cho nguoi co yéu cau.

- Nguoi c6 yéu cau dang ky khai sinh va nhan cha, me, con (ca hai bén phai c6 mat, xuét
trinh gidy to tuy than dé dbi chiéu) kiém tra thong tin trén Trich luc dang ky nhan cha, me, con,
Giay khai sinh, trong S6 dang ky nhan cha, me, con, S6 dang ky khai sinh va ky tén vao S6
dang ky nhan cha, me, con, S dang ky khai sinh, nhan Trich luc dang ky nhan cha, me, con,
Gidy khai sinh.

Cach thurc thuc hién:

Nguoi co yéu cau dang ky khai sinh va nhan cha, me, con thuc hién ndp hd so truc
tiép tai Bo phan mot cira cia UBND cép xa (mdt bén c6 thé ndp hd so ma khong phai co van
ban iy quyén cia bén con lai).

Thanh phan ho so:

* Gidy tor phdi nép:



- To khai dang ky khai sinh theo mau;

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

- Ban chinh Gidy ching sinh; trudng hop khong co Gidy chimg sinh thi ndp van ban
ctia ngudi lam chimg xac nhan vé viéc sinh; néu khong co nguoi 1am ching thi phai c6 gidy
cam doan vé viéc sinh;

- Chirng ctr chiing minh quan hé cha, con hodc quan hé me, con gom:

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

+ Truong hop khong cé van ban néu trén thi cac bén nhan cha, me, con lap van ban
cam doan vé& mdi quan hé cha, me, con, co it nhét hai nguoi lam chung vé mdi quan h¢ cha,
me, con.

* Gidy tor phdi xudt trinh:

- Ho chiéu hoac Chimg minh nhan dan hoic Thé cin cudc cong dan hodc cac gidy to
khac c6 dan anh va thong tin ca nhan do co quan c6 thim quyén cap, con gia tri sir dung dé
chting minh vé nhan than ciia nguoi c6 yéu cau ding ky khai sinh va nhan cha, me, con;

- Gidy to ¢6 gid tri chitng minh thong tin vé cw trii trong trwong hop co quan ding
ky hé tich khéng thé khai thac dwoc théng tin vé noi cie trii ciia cong dan theo cac phirong
thire quy dinh tai khodn 2 Diéu 14 Nghi dinh s6 104/2022/NP-CP ngay 21/12/2022 cua
Chinh phii. Trieong hop cdc théng tin vé gidy to chitng minh noi cuw trii da dwoc khai thic
tir Co so dir liéu quoc gia vé dan cu bang cac phwong thire nay thi ngudoi c6 yéu cau khong
phdi xudt trinh (theo hinh thirc tryc tiép) hodc tdi lén (theo hinh thirc truc tuyén).

*Luuy:

- P6i voi gidy to ndp, xuat trinh:

+ Nguoi tiép nhan co trach nhiém kiém tra, d6i chiéu voi théng tin trong to khai, chup
lai hodc ghi lai théng tin dé luu trong hd so va tra lai cho ngudi xuét trinh, khong duogc yéu
cau nop ban sao hodc ban chup gidy to do.

+ Ngudi yéu cau dang ky ho tich c6 thé ndp ban sao ching thyc tir ban chinh hoic
ban sao duoc cap tir s6 gdc hodc ban chup kém theo ban chinh gidy to dé di chiéu. Truong
hop ngudi yéu cau np ban chup kém theo ban chinh gidy to thi nguoi tiép nhan c6 trach
nhiém kiém tra, dbi chiéu ban chup v6i ban chinh va ky xac nhan, khong dugc yéu cau nguoi
di dang ky ndp ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dang, du hd so ding ky ho tich theo quy
dinh ciia phap luat ho tich, khong duge yéu cau ngudi dang ky ho tich ndp thém gidy to ma
phép luat ho tich khong quy dinh phai np.

- Trudng hop cho phép ngudi yéu cau dang ky ho tich 1ap vin ban cam doan vé ndi
dung yéu cau ding 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 phép 1y cua viéc cam doan khong ding sy that.

Co quan dang ky ho tich tir chdi giai quyét hodc dé nghi co quan cé tham quyén hay
bo két qua dang ky hd tich, néu c6 co s& xac dinh noi dung cam doan khong ding su that.

- Bdi v6i viée xac dinh ho, dan tdc, qué quan, dit tén cho tré:

+ Viéc xac dinh ho, dan tdc, dat tén cho tré em phai phu hop véi phap luat va yéu cau
gitt gin ban sac dan tc, tp quén, truyén thong van hoa tot dep ctia Viét Nam; khong dat tén
qua dai, kho str dung.

+ Trudng hop cha, me khéng thoa thuan dugc vé ho, dan tdc, qué quan cua con khi
dang ky khai sinh thi ho, dan tdc, qué quan cua con dugc xac dinh theo tdp quan nhung phai
bao dam theo ho, dan tdc, qué quan cia cha hodc me.

S6 lwgng hé so: 01 bd



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

Poi twgng thuc hién thii tuc hanh chinh: C4 nhan

Co quan thuc hién thii tuc hanh chinh: Uy ban nhan dén cdp x4 noi cu trii ca nguoi
cha hoic ngudi me thuc hién dang ky khai sinh két hop nhan cha, me, con.

Co quan phdi hop: Co quan quan Iy CSDLQGVDC.

Két qua thue hién thii tuc hanh chinh: Gidy khai sinh, Trich luc dang ky nhan cha,
me, con (ban chinh); ban sao Giéy khai sinh, ban sao Trich luc dang ky nhéan cha, me, con
(truong hop yéu cau cip ban sao Gidy khai sinh, ban sao Trich luc ding ky nhén cha, me,
con).

Phi, 1€ phi:

- Mtc 1& phi cu thé do Hoi dong nhan déan tinh, thanh phd truc thudc Trung uong
quyét dinh.

- Mién I¢ phi cho ngudi thude gia dinh c6 cong véi cach mang; ngudi thugc ho ngheo;
nguoi kKhuyét tat.

- Phi c4p ban sao Gidy khai sinh, ban sao Trich luc dang ky nhan cha, me, con (néu c6
yéu cau) thyuc hién theo quy dinh tai Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai
chinh.

Mau don, miu to khai: To khai dang ky khai sinh, To khai dang ky nhan cha, me, con.

Yéu cau, diéu kién thuc hi¢n thi tuc hanh chinh:

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

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

- Truong hop nam, nit chung séng véi nhau nhu vo chong, khong dang ky két hon,
sinh con, ngudi con séng cung véi ngudi cha, khi nguoi cha lam thu tuc nhan con ma khong
lién hé duge véi nguoi me thi khong can c6 ¥ kién ciia ngudi me trong To khai dang ky nhan
cha, me, con.

Can cur phap ly:

- Luat Hon nhan va gia dinh nam 2014;

- Luat Ho tich nam 2014;

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

- Nghi dinh sé 104/2022/NP-CP ngay 21/12/2022 ciia Chinh phii Sira déi, bé sung
M6t s6 diéu ciia cdc nghi dinh lién quan dén viéc nop, xudt trinh sé6 hg khau, sé tam tri gidy
khi theec hién thai tuc hanh chinh, cung cdp dich vu cong;

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

- Thong tu sb 281/2016/TT-BTC ngay 14/11/2016 cua Bo trusng Bo Tai chinh quy dinh
mtc thu, ché do thu, nop, quan 1y va st dung phi khai thac, st dung thong tin trong co sé dir liéu
ho tich, phi xac nhan co quéc tich Viét Nam, phi xac nhéan la nguoi goc Viét Nam, 1¢ phi quéc
tich.

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ciia Bo truong Bo Tai chinh huéng dan
vé phi va 1& phi thudc tham quyén quyét dinh cua Hoi dong nhan dan tinh, thanh phd truc thudc
Trung uong;

- Théng tu s6 106/2021/TT-BTC ngay 26/11/2021 cia Bo trusng Bo Tai chinh sta
ddi, bd sung mot s6 diéu cua Thong tu sb 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai
chinh huéng dan vé phi va 1& phi thudoc thim quyén quyét dinh cua Hoi déng nhan dén tinh,
thanh phé truc thuc Trung wong.



Ghi chii: Phan chit in nghiéng la ndi dung siza déi, bé sung, thay thé.
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) Ghi 13 tén co quan dang ky khai sinh.

@ Ghi theo noi dang ky thuong tri; néu khong c6 noi ding ky thuong tra thi ghi theo noi
dang ky tam tra; truong hop khong cé noi dang ky thuong tri va noi dang ky tam tra thi ghi theo
noi dang sinh sbng.

®) Ghi thong tin vé gidy t& tiy than cua ngudi di dang ky, ghi r 8, co quan cip, ngay cap ho
chiéu, chimg minh nhan dan hoic gidy t& hop 1& thay thé (Vi du: Ching minh nhén dan sb
001089123 do Cong an thanh phd Ha Noi cap ngay 20/10/2014).

@ Truong hop sinh tai co sé' y té thi ghi rd tén co s& y té va dia chi tru 56 co so y té do.

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

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

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

Vi dyu: xa Dinh Bang, huyén Tir Son, tinh Bac Ninh.

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

©) P& nghi danh déu X vao 6 néu c6 yéu cau cp ban sao va ghi rd s6 luong.
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Chu thich:

D Ghi 15 tén co quan dang ky nhan cha, me, con,

@ Ghi theo noi dang ky thuong tri; néu khong ¢6 noi dang ky thuong tra thi ghi theo noi
dang ky tam trt; truong hop khong c6 noi dang ky thuong trii va noi dang ky tam trd thi ghi theo
noi dan% sinh sbng.

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

“) Chi khai trong truong hop ngudi khai khong ddng thoi 1a ngudi nhan cha/me/con.

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

© pé nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd s6 luong.



5. Thi tuc dang ky khai tir

Trinh ty thuc hién:

- Néu lya chon hinh thirc ndp hd so truc tiép, nguoi co yéu cau dang ky khai tir nop hd so
dang ky khai tir tai Bo phan mot cira cia UBND cép x3 co tham quyén; nop 1é phi néu thuoc
trudng hop phai nop 1€ phi dang ky khai tir; ndp phi cap ban sao Trich luc khai tir néu c6 yéu cau
cap ban sao Trich luc khai tu.

- Néu lya chon hinh thuc nop ho so truc tuyén, nguodi co yéu cu dang ky khai tu truy
cap Cong dich vu cong qudc gia hoic Cong dich vu cong cap tinh, ding ky tai khoan (néu
chua c6 tai khoan), xac thuc nguoi ding theo huéng din, ding nhip vao hé thng, xac dinh
dung Uy ban nhéan dan cap x4 c6 thim quyen.

Ngudi ¢ yéu cau ding ky khai tir truc tuyén cung cép thong tin theo biéu mau dién tir
tuong tac dang ky khai tir (cung cap trén Cong dich vu cong), dinh kém ban chyp hoic ban sao
dién tr cac giéy to, tai liéu theo quy dinh; ndp phi, 1€ phi thong qua chirc nang thanh toan truc
tuyén hoic bang cach thire khac theo quy dinh phap luat, hoan tat viéc nop ho so.

- Cén b tiép nhan ho so tai Bo phan mot cira c6 trach nhiém kiém tra tinh chinh xac,
day du, théng nhat, hop Ié cua ho so.

(i) Truong hop hd so day di, hop 18 thi tiép nhan hd so; néu tiép nhan hd so sau 15 gio
thi c6 Phiéu hen, tra két qua cho ngudi c¢6 yéu cau trong ngay lam viéc tiép theo (néu ngudi c6 yéu
cau lya chon hinh thirc nop hd so truc tiép) hoac 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 cd yéu cau (néu ngudi
¢6 yéu cau lya chon hinh thirc ndp hd so truc tuyén); chuyén hd so dé cong chirc 1am cong tac
ho tich xu 1y.

Sau khi tiép nhan hd so theo hinh thiic nop truc tiép, can bo tiép nhan ho so tai Bo
phan mot cira thuc hién s hoa (sao chup, chuyén thanh tai liéu dién tir trén hé théng thong
tin, co s& dit liéu) va ky sé vao tai lidu, hd so giai quyét thi tuc hanh chinh da dugc s6 hoa
theo quy dinh.

(i) Truong hop hd so chua day da, hop 1é thi c6 thong bao cho ngudi yéu cau bd
sung, hoan thién ho so, néu rd loai gidy to, ndi dung can b sung dé ngudi co yéu cau bd sung,
hoan thién. Sau khi hd so duoc b sung, thuc hién lai budc (i);

(iii) Truong hop ngudi ¢6 yéu cau dang ky khai tir khong bo sung, hoan thién dugc ho
so thi bao cdo Trudng bd phan mot cira c6 théng bao tir chdi giai quyét yéu cau ding ky khai
tu.

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

+ Truong hop hd so can bo sung, hoan thién hodc khong du diéu kién giai quyét, phai
tir chdi thi giri thong bao Ve tinh trang hd so téi Bd phan mot cira dé thong bao cho ngudi nop
hd so — thuc hién lai budc (i) hoic (iii);

+ Truong hop can phai kiém tra, x4c minh lam rd hodc do nguyén nhan khic ma
khong thé tra két qua dung thoi gian da hen thi cong chirc 1am cong tac ho tich 1ap 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, chuyén Bo phan mot cira dé tra cho ngudi co yéu cau (néu nguoi c6 yéu cau lya chon
hinh thirc ndp hd so truc tiép), hodc giri Phiéu xin I18i va hen lai ngay tra két qua qua thu dién
tr hoac gui tin nhan qua dién thoai di dong cho nguoi c6 yéu cau (néu ngudi cd yéu cau lua
chon hinh thirc ndp hd so truc tuyén).

+ Néu thay ho so day du, hop 1¢, ding quy dinh, truong hop tiép nhan hd so dang ky khai
tir theo hinh thuc tryuc tiép, thi cong chirc tu phép - hd tich thuc hién viéc ghi vao S6 dang ky khai
tir, cap nhat thong tin ding ky khai tir va luu chinh thtrc trén Phan mém ding ky, quan 1y ho tich
dién tir dung chung.



Trudng hop tiép nhan hd so dang ky khai tir theo hinh thirc truc tuyén, cong chirc tu phap
- ho tich gui lai biéu mau Trich luc khai tir dién tir v6i thong tin ddy du cho nguoi yéu cau qua
thu dién tir hoac thiét bi sb.

Ngudi yéu ciu c6 trach nhiém Kiém tra tinh chinh xdc, day du ciia cac thong tin trén
biéu mau Trich luc khai tir dién tir va xac nhan (t6i da mot ngay).

Néu ngudi c¢6 yéu cau xac nhan thong tin da thdng nhat, day du hoic khong c6 phan
hoi sau thoi han yéu cau thi cong chuc tu phap - ho tich thuc hién viéc ghi noi dung vao S6
dang ky khai tir, cap nhat thong tin dang ky khai tir va luu chinh thirc trén Phan mém dang ky,
quan 1y ho tich dién tr dung chung.

- Cong chure tu phap - ho tich in Trich luc khai tir, trinh Lanh dao UBND kY, chuyén B
phan mot cira tra két qua cho nguoi co yéu cau.

- Nguoi co yéu cau dang ky khai tir kiém tra thong tin trén Trich luc khai ti, trong S6
dang ky khai tir va ky tén vao S6 ding ky khai tir, nhan Trich luc khai tu.

Cach thire thue hién:

Nguoi ¢d yéu cau déng ky khai tir truc tiép thuc hién hoéc iy quyén cho ngubi khac
thuc hién ndp ho so truc tiép tai Bo phan mot ctra cia UBND cép x4 hodc giri ho so qua hé
théng buu chinh hodc nép hd so tryc tuyen trén Coéng dich vu céng quic gia
(https://dichvucong.gov.vn) hodc Cong dich vu cong cap tinh (https://dichvucong.---.gov.vn).

Thanh phan ho so:

- To khai dang ky khai tir theo mau (néu nguoi ¢6 yéu cau lya chon ndp ho so theo hinh
thire truc tiép);

- Biéu mau dién tir twong tac ding ky khai tir (do ngudi yéu ciu cung cap thong tin theo
hudéng dan trén Céng dich vu cong, néu nguoi cd yeéu cau lya chon nop hd so theo hinh thirc truc
tuyén);

- Nguoi ¢6 yéu cau dang ky khai tir thyc hién viéc nop/xuét trinh (theo hinh thirc truc
tiép) hodc tai 1én (theo hinh thirc tryc tuyén) cac gidy to sau:

* Gidy to phdi ngp:

- Gidy béo tir hoic gidy td thay thé Gidy bao tir do co quan c6 tham quyén cap.

- Gidy t0, tai liéu, chimg ctr do co quan, t6 chirc c6 thim quyén cap hodc xac nhan
hop 1¢ ching minh su kién chét d6i voi truong hop dang ky khai tr cho ngudi chét da lau,
khong c6 Gidy béo tir hodc gidy td thay thé Gidy bao tir.

- Vin ban uy quyén (duoc chimg thuc) theo quy dinh ctia phap luat trong trudong hop
liy quyén thyc hién viéc dang ky khai tir. Truong hop nguoi co trach nhiém dang ky khai tir
lly quyén cho ngudi khéac thyc hién viée dang ky khai tir ma nguoi duge iy quyén 1a ong, ba,
cha, me, con, v, chong, anh, chi, em rudt ciia ngudi Gy quyén thi vin ban oy quyén khong
phai ching thyec.

* Gidy to phdi xudt trinh:

- Ho chiéu hoac Chimg minh nhan dan hoic Thé can cude cong dan hodc cac gidy to
khac c¢6 dan anh va thong tin ca nhan do co quan c6 tham quyén cap, con gié tri sir dung dé
chting minh vé nhan than ctia ngudi c¢6 yéu cau ding ky khai tr. Trudong hop céac thong tin ca
nhan trong cac giéy to nay da co6 trong CSDLQGVDC, CSDLHTDT, dugc hé théng dién tu
dong thi khong phai tai 1én (theo hinh thirc tryc tuyén);

- Gidy to chitng minh noi cw trii CU6i ciing ciia nguwoi chét dé xde dinh tham quyén
trong trieong hop co quan dang ky hé tich khéng thé khai thac dwoc théng tin vé noi cu trii
Ciia cong ddn theo cdic phwong thirc quy dinh tai khodn 2 Diéu 14 Nghj dinh so
104/2022/ND-CP ngay 21/12/2022 cua Chinh phii. Trwong hop cdc théng tin vé gidy to
chitng minh noi cie trii da dwoc khai thdac tir Co sé di liéu quoc gia vé dan cuw bdng cdc



phuwong thire nay thi nguoi c6 yéu cdau khéng phdi xudt trinh (theo hinh thirc truc tiép)
hodc tdi Ién (theo hinh thirc truc tuyén).

- Trudng hop khong xac dinh dugc noi cu tri cudi cing cia ngudi chét thi xudt trinh
gidy to chimg minh noi ngudi d6 chét hodc noi phat hién thi thé ciia ngudi chét.

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

*Luuy

- Trong thoi han 15 ngay ké tir ngay cé nguoi chét thi vo, chéng hodc con, cha, me
hodc nguoi than thich khac cia ngudi chét ¢6 trach nhiém di dang ky khai tir; trudng hop
ngudi chét khong c6 ngudi than thich thi dai dién cta co quan, t6 chirc, ca nhan lién quan co
trach nhiém di khai ti.

- Bdi v6i gidy to ndp, xuat trinh néu ngudi yéu cau ndp hd so theo hinh thuc truc tiép:

+ Nguoi tiép nhén c6 trach nhiém kiém tra, di chiéu véi thong tin trong to khai, chup
lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho ngudi xuét trinh, khong duge yéu
cau ndp ban sao hodc ban chup gidy to do.

+ Ngudi yéu cau dang ky ho tich c6 thé ndp ban sao ching thyc tir ban chinh hoic
ban sao dugc cap tir s6 gbe hodc ban chup kém theo ban chinh gidy to dé dbi chiéu. Trudong
hop nguoi yéu cau ndp ban chup kém theo ban chinh gidy to thi ngudi tiép nhan co trach
nhiém kiém tra, d6i chiéu ban chup v6i 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 nhén dung, da hd so dang ky ho tich theo quy
dinh ciia phép lut ho tich, khong duge yéu cau ngudi dang ky ho tich ndp thém gidy to ma
phap luat hd tich khong quy dinh phai ndp.

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

+ Ban chup céc gidy to giri kém theo ho so dang ky khai tir tryc tuyén phai bao dam rd
nét, déy du, toan ven vé nodi dung, 13 ban chup béng may anh, dién thoai hoac duogc chup, dugc
quét bang thiét b dién tr, tir gidy t& duoc cap hop 18, con gia tri sir dung.

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

+ Khi dén co quan dang ky ho tich nhan két qua (Trich Iyc khai tit/ban sao Trich Iyc khai
tir), ngudi co yéu cau ding ky khai tir phai xuét trinh gidy to tuy than, ndp ban chinh cac gidy to
14 thanh phéan ho so dang ky khai tir theo quy dinh phéap luat ho tich.

- Gidy to do co quan c6 thim quyén ctia nudc ngoai cdp, cong ching hodc x4c nhan
dé str dung cho viéc dang ky ho tich tai Viét Nam phai duoc hop phap héa lanh sy theo quy
dinh ctia phéap luat, trir truong hop duoc mién theo diéu uwéc qubc té ma Viét Nam 1a thanh
vién.

- Trudng hop ngudi yéu cau dang ky khai tir khong cung cdp dugc gidy to néu trén
theo quy dinh hodc gidy t& ndp, xuat trinh bj tiy xo6a, stra chita, lam gia thi co quan ding ky
ho tich c6 tham quyén huy bo két qua dang ky khai tir.

S6 lwong ho so: 01 bd

Thoi han giai quyét: Ngay trong ngay tiép nhan yéu cau, trudng hop nhan hd so sau
15 gio ma khong giai quyét duoc ngay thi tra két qua trong ngay 1am viée tiép theo.

Poi twong thuwce hién thi tuc hanh chinh: Ca nhan

Co quan thyc hién thi tuc hanh chinh:

- Uy ban nhan dan cip x3 noi cu tra cudi ciing ctia ngudi chét thuc hién viée dang ky
khai tir;



CONG HOA XA HQI CHU NGHIA VIET NAM

- Uy ban nhan dan cp xa noi ngudi d6 chét hodc noi phat hién thi thé nguoi chét thyuc
hién viéc ding ky khai tir trong trudng hop khong xac dinh duoc noi cu trii cudi cing cia
ngudi chét.

Co quan phéi hep: Co quan quan ly CSDLQGVDC.

Két qua thye hién thii tuc hanh chinh: Trich luc khai tir (ban chinh); ban sao Trich
luc khai tir (truong hop yéu cau cap ban sao Trich luc khai tir).

Phi, |1€ phi:

- Mtc 1& phi cu thé do Hoi dong nhan déan tinh, thanh phd truc thudc Trung uong
quyét dinh.

- Mién Ié phi ddi véi trudng hop dang ky khai tir dung han, nguoi thude gia dinh co
cong véi cach mang; ngudi thudc ho ngheéo; ngudi khuyét tat.

- Phi c4p ban sao Trich luc khai tir (néu c6 yéu cau) thuc hién theo quy dinh tai Thong tu
s6 281/2016/TT-BTC ngay 14/11/2016 ctia B Tai chinh.

MAu don, mau to khai:

+ To khai dang ky khai ttr (néu ndp hd so theo hinh thic tryc tiép);

+ Biéu mau dién tir twong tac ding ky khai tir (néu ndp hd so theo hinh thuc tryc tuyén).

Can cu phap ly:

- Luat Ho tich nam 2014;

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

- Nghi dinh s 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phu quy dinh v& Co s& dit liéu
ho tich dién tir, dang ky ho tich truc tuyén;

- Ngh; dinh s6 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phi sira doi, bé sung
M6t s6 diéu Ciia cdc nghi dinh lién quan dén viéc nép, xudt trinh sé hé khau, sé tam trii gidy
khi thyec hién tha tuc hanh chinh, cung cap dich vu cong;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ctia Bo truong Bo Tu phap quy dinh chi
tiét thi hanh mot s6 diéu cua Luat Ho tich va 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;

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

- Thong tu s 281/2016/TT-BTC ngay 14/11/2016 cta Bo truong Bo Tai chinh quy dinh
muc thu, ché do thu, ndp, quan 1y va sir dung phi khai thac, sir dung thong tin trong co s& dit ligu
ho tich, phi xac nhan co quéc tich Viét Nam, phi xac nhan la nguoi géc Viét Nam, 1 phi quéc
tich;

- Théng tu sb 85/2019/TT-BTC ngay 29/11/2019 cua Bo truong Bo Tai chinh hudng din
vé phi va 18 phi thudc tham quyén quyét dinh cua Hoi dong nhéan dan tinh, thanh phd truc thugc
Trung uong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo truong Bo Tai chinh sira
ddi, bd sung mot sé diéu cua Thong tu sb 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai
chinh huéng din vé phi va 1& phi thudc tham quyén quyét dinh cua Hoi dong nhan dan tinh,
thanh phé truc thuc Trung wong.

Ghi chii: Phan chit in nghiéng la ndi dung siza déi, bé sung, thay thé.
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QUAN h& VOT NEUOT G CHEL: ..ottt
Pé nghi co’ quan diing ky khai tir cho ngudi cé tén duwéi day:
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NEUYEN NHAN CRELL ..ottt seas
S6 Gidy béo tu/ Gidy to thay thé Gidy bao tir: @, 3 [o T
........................................................................................ Cap ngay ......... thing ......nam .............
T6i cam doan nhirng ndi dung khai trén day 1a dang su that va chiu trach nhiém trude phap luat
vé cam doan cta minh.

Lam tqi: ................... , ngay ... thang ...... nam..........

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

Chau thich:

@) Ghi 13 tén co quan dang ky khai tu.
@ Ghi theo noi dang ky thudng tri; néu khong c6 noi ding ky thudng tra thi ghi theo noi



dang ky tam tra; truong hop khong co noi dang ky thuong tru va noi dang ky tam tra thi ghi theo
noi dang sinh sbng.

®) Ghi thong tin vé gidy t& tuy than nhu: ho chiéu, chirng minh nhan dan hodc gidy t& hop
& thay thé (vi du: Ching minh nhan dan s6 001089123 do Céng an thanh phd Ha Noi cp ngay
20/10/2004).

“ Néu ghi theo Gidy bao tt, thi gach cum tir “Gidy to thay thé Gidy bao ti”; néu ghi theo
sb Gidy to thay thé Gidy bao tir thi ghi rd tén, sb gidy to va gach cum tir “Gidy bao tir”; truong
hop khong c6 thi muc nay dé tréng

®) P& nghi dénh déu X vao 6 néu c6 yéu cau cp ban sao va ghi rd sd luong.



6. Thi tuc dang ky khai sinh luwu dong

Trinh ty thuc hién:

- Cong chirc tu phép - ho tich cip xa dugc giao nhiém vy ding ky khai sinh luu dong
c6 trach nhiém chuan bi day du mau To khai ding ky khai sinh, gidy to ho tich va diéu kién
can thiét dé thyc hién dang ky luu dong tai nha riéng hodc tai dia diém t6 chirc ding ky luu
dong, bao dam thuan lgi cho nguoi dan.

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

- Sau khi tiép nhan da hd so, cong chuc tu phap - ho tich thuc hién vi¢c ghi vao SH
dang ky khai sinh, cap nhat thong tin dang ky khai sinh trén Phan mém déng ky, quan 1y ho tich
dién tr dung chung, Iuu chinh thirc va chuyén thong tin dén CSDLQGVDC dé lay S6 dinh danh
ca nhan.

Sau khi CSDLQGVDC tra vé Sb dinh danh ca nhan, cong chtrc tu phap - ho tich in Giéy
khai sinh, trinh Lanh dao UBND ky Gidy khai sinh dé cdp cho nguoi c6 yéu cau.

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

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

*Luu y:

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

+ Viéc xac dinh ho, dan tdc, dit tén cho tré em phai phu hop voi phap ludt va yéu cau
giit gin ban sic dan toc, tp quan, truyén thong van hoa t6t dep cua Viét Nam; khong dit tén
qua dai, kho st dung.

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

- Truong hop cho phép ngudi yéu cau ding 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 rd cho ngudi lap van
ban cam doan vé trach nhiém, hé qua phép 1y cta viéc cam doan khong ding su that.

Co quan ding ky ho tich tir chdi giai quyét hodc dé nghi co quan c6 thAm quyén hay
bo két qua dang ky ho tich, néu co co so xéac dinh noi dung cam doan khong diung sy that.

Thanh phin hd so:

* Gidy to' phdi ngp:

- To khai ding ky khai sinh theo mau.

- Ban chinh Gidy chiing sinh; truong hop khong co Gidy chimg sinh thi ndp van ban
clia ngudi lam chimg xac nhan vé viée sinh; néu khong co nguoi 1am ching thi phai c6 gidy
cam doan vé viéc sinh;

- Truong hop khai sinh cho tré em sinh ra do mang thai ho phai c6 van ban xac nhan
ciacosdy té da thuc hién k¥ thuat hd tro sinh san cho viéc mang thai ho.

* Gidy to phdi xudt trinh:



- Ho chiéu hodc Chimg minh nhan dan hoic Thé cin cude cong dan hodc cac gidy to
khac c¢6 dan anh va thong tin ca nhan do co quan c6 tham quyén cép, con gid tri sir dung dé
ching minh vé nhan than ctia nguoi ¢6 yéu cau dang ky khai sinh;

- Gidy to ¢6 gid tri chitng minh thong tin vé cuw trii trong trieong hop co quan ddng
ky ho tich khéng thé khai thac dwoc théng tin vé noi cu trii ciia cong dan theo cdc phwong
thite quy dinh tai khodn 2 Piéu 14 Nghi dinh s¢ 104/2022/ND-CP ngay 21/12/2022 cua
Chinh phii. Trieong hop cdc théng tin vé giay to chitng minh noi cw trii dd dwoc khai théc
tir Co s¢ dir lidu quac gia vé déin cu bang cdc phirong thire nay thi nguoi ¢é yéu cau khéng
phdi xudt trinh (theo hinh thirc truec tiép) hodc tai lén (theo hinh thirc truc tuyén):;

- Gidy chting nhan két hon néu cha, me da dang ky két hon. Truong hop dé cé thong
tin vé viéc két hon cua cha, me trong CSDLHTDT, CSDLQGVDC thi khéng phai xuit trinh.

S6 lwong ho so: 01 bd

Thoi han giai quyét: 05 ngay lam viéc.

Poi twong thwe hién thi tuc hanh chinh: Ca nhan

Co quan thue hién thi tuc hanh chinh: Uy ban nhan dan cdp xi noi cu tra cua
nguoi cha hodc ngudi me.

Co quan phdi hop: Co quan quan Iy CSDLQGVDC.

Két qua thye hién thi tuc hanh chinh: Gidy khai sinh (ban chinh).

L¢ phi:

- Pbi véi truong hop diang ky khai sinh khong diing han: Mic 1¢ phi cu thé do Hoi
d6ng nhan dan tinh, thanh phé tryc thudc Trung wong quyét dinh.

- Mién 1¢ phi d6i v6i truong hop khai sinh dang han, ngudi thude gia dinh ¢6 cong véi
cach mang; ngudi thude ho nghéo; ngudi khuyét tat.

Maiu don, miu to khai: To khai déing ky khai sinh

Yéu céu, diéu kién thye hién thi tuc hanh chinh:

Tré em sinh ra ma cha me bi khuyét tat, bm bénh khong thé di dang ky khai sinh cho
con; cha me bi bat, tam giam hodc dang thi hanh an phat tit ma khong con 6ng ba noi, ngoai
va nguoi than thich khac hodc nhitng nguoi nay khong cé diéu kién di dang ky khai sinh cho
tre.

Can cwr phap ly:

- Luat Ho tich nam 2014;

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

- Ngh; dinh sé 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phi sira doi, bé sung
mét sé diéu cua cdc nghi dinh lién quan deén viéc ngp, xudt trinh s6 hg khau, sé tam trii gicfy
khi thyc hién tha tuc hanh chinh, cung cap dich vy cong;

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

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ciia Bo truong Bo Tai chinh hudng dan
vé phi va 18 phi thudc tham quyén quyét dinh cua Hoi dong nhéan dan tinh, thanh phd truc thuge
Trung uong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo truong Bo Tai chinh sira
d6i, bd sung mot sé dieu cua Thong tu sé 85/2019/TT-BTC ngay 29/11/2019 ciia Bo Tai
chinh huéng din vé phi va 1& phi thudc tham quyén quyét dinh cua Hoi dong nhan dan tinh,
thanh phd truc thudc Trung wong.

Ghi chii: Phan chit in nghiéng la ndi dung siza déi, bé sung, thay thé.



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

TO KHAI PANG KY KHAI SINH

Kinh gui: ©

Ho, Chit dém, t8N NGUOT YEU CAU .....ooovvoceeceeeeeeceeee et ses s

Quan hé v&i nguoi dugC KNAT SINN: L.
Pé nghi co’ quan diing ky khai sinh cho ngudi duéi day:
HOQ, CNTE @8I, TRIN: ..o bbbttt b bbbttt ne e

Ngay, thang, ndm sinh: ..........ccccoceevvevievienierereeenen, ghi DANG ChTE: oo,

L@ DTS a LT 3 OO PRSPPI
Ho, Chit d€m, tEN NEWOT MIE: .....oiiiiiiiiii bbbttt e et bbbt
NEM SINh: © e DAN tOC: vveveeverrrerrnn. QUBC tHCN: e,

N OT U T B oo e e

Ho, Chir d€m, t€n NGWOT CRA: .......ociiiiiiiiiee e
NAM SINI: oo DAN tOC:.veveerreerreen, QUAC HICN: v,

N OT CU T B oo e e,

T6i cam doan ndi dung dé nghi dang ky khai sinh trén day la ding sy that, dugc sy thoa thuan nhét
tri cua cac bén lién quan theo quy dinh phap luat.
T6i chiu hoan toan trach nhiém trudc phap luat vé noi dung cam doan ctia minh.
Lamtai: ......................... , NEAY evenen. thang ......... nam ...
Nguoi yéu cau
(Ky, ghi ro ho, chir dém, tén)

P& nghi cép ban sa0®: c6 L1, Khong L]

Chau thich:



) Ghi 13 tén co quan dang ky khai sinh.

@ Ghi theo noi dang ky thuong tri; néu khong c6 noi ding ky thuong tra thi ghi theo noi
dang ky tam tra; truong hop khong cé noi dang ky thuong tri va noi dang ky tam tra thi ghi theo
noi dang sinh sbng.

®) Ghi thong tin vé gidy t& tiy than cua ngudi di dang ky, ghi r 8, co quan cip, ngay cap ho
chiéu, chimg minh nhan dan hoic gidy t& hop 1& thay thé (Vi du: Ching minh nhén dan sb
001089123 do Cong an thanh phd Ha Noi cap ngay 20/10/2014).

@ Truong hop sinh tai co sé' y té thi ghi rd tén co s& y té va dia chi tru 56 co so y té do.

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

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

Trudng hop sinh ra ngoai co so Y té thi ghi dia danh ctiia 03 cap hanh chinh (x4, huyén, tinh),
noi sinh ra.

Vi dyu: xa Dinh Bang, huyén Tir Son, tinh Bac Ninh.

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

©) P& nghi danh déu X vao 6 néu c6 yéu cau cp ban sao va ghi rd s6 luong.



7. Thi tuc diing ky két hon lwu dong

Trinh ty thuc hién:

- Cong chuc tu phap - ho tich cép xa duoc giao nhiém vu dang ky két hon luu dong co
trach nhiém chuén bi ddy du cac loai miu T khai, gidy to ho tich va diéu kién can thiét dé
thuc hién dang ky luu dong.

- Tai dia diém dang ky két hon luu dong, cong chirc tu phap - ho tich ¢é trach nhiém
kiém tra, xac minh vé diéu kién két hon cua cac bén; hudng dan ngudi dan dién diy du thong
tin trong T khai ding ky két hon. Néu hd so ddy du, hop 18, cong chirc tu phép - ho tich tiép
nhan hd so viét Phiéu tiép nhan ho so.

- Sau khi tiép nhan hd so, cong chirc tu phap - ho tich bao cio Chu tich Uy ban nhan
dan cap xa. Truong hop Chu tich Uy ban nhan dan dong y giai quyét thi ky cép 02 Gidy
ching nhéan két hon cho ngudi ¢6 yéu cau. Cong chire tu phép - ho tich ghi ndi dung dang ky
vao SO dang ky két hon, hudng dan cic bén kiém tra ndi dung Gidy chimg nhan két hon va
S6 dang ky két hon, cing cdc bén nam, nit ky vao SO dang ky két hon, Gidy chimg nhéan két
hén theo quy dinh; tién hanh trao Gidy chtrng nhan két hon cho cac bén tai dia diém ding ky
lwu dong. Tai muc “Ghi chi” trong SO dang ky két hon ghi rd “Pang ky luu dong”.

- Trudong hop ngudi yéu cau khong biét chir thi cong chirc tu phap - ho tich truc tiép
ghi To khai, sau d6 doc cho nguoi yéu cau nghe lai ndi dung va huéng dan nguoi d6 diém chi
vao To khai. Khi trao Gidy ching nhan két hon, cong chirc tu phap - ho tich phai doc lai noi
dung Gidy ching nhan két hon cho ngudi yéu cdu nghe va hudng din nguoi d6 diém chi vao
S6 dang ky két hon.

Thanh phin hd so:

* Gidy to phdi nop

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

* Gidy to phdi xudt trinh

- Ho chiéu hodc Ching minh nhan dan hoic Thé cin cudce cong dan hodc cac gidy to
khac c¢6 dan anh va thong tin ca nhan do co quan c6 tham quyén cap, con gié tri sir dung dé
ching minh vé nhan than ctia nguoi c6 yéu cau dang ky két hon;

- Gidy to ¢6 gid tri chitng minh théng tin vé cuw trii trong trieong hop co quan ddng
ky ho tich khéng thé khai thac dwoc théng tin vé noi cw trii ciia cong dan theo cac phwong
thite quy dinh tai khodn 2 Piéu 14 Nghi dinh s¢ 104/2022/ND-CP ngay 21/12/2022 cua
Chinh phii. Trieong hop cdc théng tin vé giay to chitng minh noi cw trii da dwoc khai théc
tir Co s¢ diF lidu quac gia vé déin cu bang cdc phirong thire nay thi ngueoi c¢é yéu cau khong
phdi xudt trinh (theo hinh thirc tryec tiép) hodc tdi lén (theo hinh thirc truc tuyén).

S6 lwong hd so: 01 bo

Thoi han gidi quyét: 05 ngay lam viéc.

Poi twong thuwe hién thi tuc hanh chinh: Ca nhan

Co quan thyc hién thii tuc hanh chinh: Uy ban nhan dan cip x3 noi cu trG cta hai
bén nam, ni¥.

Co quan phéi hop: Co quan quan Iy CSDLQGVDC.

Két qua thwe hién thi tuc hanh chinh: Gidy ching nhan két hon (ban chinh), mdi
bén vo, chéng 01 ban.

Lé phi: Mién 18 phi.

MAiu don, miu to khai: To khai dang ky két hon.

Yéu ciu, diéu kién thye hién thi tuc hanh chinh:

- Hai bén nam, nit cung thuong tra trén dia ban cép xa ma mot hodc ca hai bén nam,
nit 1a nguoi khuyét tat, 5m bénh khong thé di ding ky két hon duoc.



- Nam tir dt 20 tudi tré 1én, nit tir dii 18 tudi tr 1én;

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

- Khong bi mét nang lyc hanh vi dan su;

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

+Két hon gia tao;

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

+ Nguoi dang cd vo, co chéng ma két hon véi nguoi khac hodc chua c6 vg, chua co
chdng ma két hon v6i nguoi dang co chdng, ¢ vo;

+ Két hon gitta nhitng nguoi cing dong méu vé truc hé; gitta nhitng ngudi ¢ ho trong
pham vi ba doi; gitta cha, me nudi véi con nudi; gitta nguoi da ting 1a cha, me nuodi voi con
nuodi, cha chéng v6i con dau, me vo v6i con 1é, cha duong véi con riéng cua vg, me ké vai
con riéng cta chong;

* Nha nude khong thira nhan hon nhan gitra nhitng nguoi cung gidi tinh.

Can cir phap ly:

- Luat Hon nhan va gia dinh nam 2014;

- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cta Chinh phi quy dinh chi tiét
mot sb diéu va bién phap thi hanh Luat H¢ tich;

- Nghi dinh sé 104/2022/NP-CP ngay 21/12/2022 ciia Chinh phii Sira déi, bé sung
MGt S6 diéu Ciia cdc nghi dinh lién quan dén viéc nop, xudt trinh sé6 hg khau, sé tam tri gidy
khi theec hién thai tuc hanh chinh, cung cdp dich vu cong;

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

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ctia B truong Bo Tai chinh hudng dan
vé phi va 1¢ phi thudc tham quyén quyét dinh cua Hoi dong nhan dén tinh, thanh phé truc thudc
Trung uong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cia Bo truong Bo Tai chinh sia
doi, bd sung mot s6 diéu cua Thong tu sb 85/2019/TT-BTC ngay 29/11/2019 ciua Bo Tai
chinh huéng dan vé phi va 1& phi thudc tham quyén quyét dinh cua Hoi dong nhan dan tinh,
thanh phd truc thugc Trung wong.

Ghi chii: Phan chiz in nghiéng la néi dung sira doi, bé sung, thay thé.



CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap — Tw do — Hanh phic

TO KHAI PANG KY KET HON

& i © @

Thong tin Bén nir Bén nam

Ho, chir dém, tén

Ngay, thang, ndm sinh

Dan toc

Quéc tich

Noi cur tra @

Gidy to ty than ©

Két hon 1an tha may

Chiing t6i cam doan nhiing loi khai trén day 1& ding sy that, viéc két hon ciia chung i 1a tu nguyén, khong vi
pham quy dinh cua Luat hon nhan va gia dinh Viét Nam.

Chaing t6i chiu hoan toan trach nhiém trude phap luat vé noi dung cam doan ctia minh.

Pé nghi Quy co quan dang ky.

,NEAY ..o .thang ............ nam..............
Bén nir Bén nam
(Ky, ghi r6 ho, chit dém, tén) (Ky, ghi r6 ho, chit dém, tén)

P nghi cip ban sa0®: C6 L1, Khong []
S6 luong: ... ban



Chaui thich:

(1) @) Trudng hop lam tha tuc dang ky két hon c6 yéu té nuéc ngoai, thi phai déan anh cua hai bén
nam, ni.

®) Ghi 5 tén co quan dang ky két hon.

“) Ghi theo noi dang ky thuong tri, néu khong c6 noi dang ky thuong trd thi ghi theo noi dang ky
tam tru; truong hop khong cé noi dang ky thuong trii va noi dang ky tam tra thi ghi theo noi dang sinh
séng.

©) Ghi thong tin v& gidy to tiy than nhu: ho chiéu, chung minh nhan dan hoic gidy to hop 18 thay
thé (vi du: Ching minh nhén dan s6 001089123 do Céng an thanh phd Ha Noi cip ngay 20/10/1982).

©) P& nghi danh déu X vao 6 néu c6 yéu ciu cp ban sao va ghi rd sb luong.



8. Thi tuc dang ky khai tir lvu dong

Trinh ty thyc hién:

- Cong chuc tu phap - ho tich duoc giao nhi¢m vy dang ky khai tir luu dong c6 trach
nhiém chuan bi ddy du mau To khai dang ky khai tir, gidy to ho tich va diéu kién can thiét dé
thyc hién dang ky luu dong tai nha ri€ng hodc tai dia diém t chuc dang ky Iuu dong, bao
dam thuén lgi cho nguoi dan.

- Tai dia diém dang ky khai tir luu dong, cong chirc tu phap - ho tich hudng dan nguoi
yéu cau dién day du thong tin trong To khai dang ky khai tir, kiém tra céc gidy to 1am co s
cho viéc ding ky khai tir; viét Phiéu tiép nhan hd so.

- Sau khi tiép nhan hd so, cong chirc tu phap - ho tich bao cao Chu tich Uy ban nhan
dan cép xa. Truong hop Chi tich Uy ban nhan dan dong ¥ giai quyét thi cong chirc tu phép -
ho tich thuc hién viéc ghi vao SO dang ky khai tir, cp nhat thong tin dang ky khai tir va luu chinh
thirc trén Phan mém ding ky, quan 1y ho tich dién tr dung chung, in Trich lyc khai tir, trinh Chu
tich Uy ban nhan dan ky Trich luc khai tir cip cho nguoi ¢6 yéu cau.

- Cong chuc tu phap - ho tich dem theo Trich luc khai tir va S6 dang ky khai tir dé tra
két qua cho nguoi co yéu cau tai dia diém dang ky luu dong; huéng dan ngudi yéu ciu kiém
tra noi dung Trich luc khai tir va SO ding ky khai tir, ky, ghi rd ho, tén trong S6 dang ky khai
tir; tai muc “Ghi cht” trong S6 dang ky khai tir ghi rd “Dang ky luu dong”.

- Truong hop ngudi yéu cau khong biét chir thi cong chic tu phap - ho tich truc tiép
ghi To khai, sau d6 doc cho nguoi yéu cau nghe lai ndi dung va huéng dan ngudi d6 diém chi
vao To khai. Khi tra két qua, cong chirc tu phap - ho tich doc lai nd1 dung Trich luc khai tir
cho ngudi yéu cau nghe va hudéng dan ngudi d6 diém chi vao S6 dang ky khai tu.

Thanh phn ho so:

* Gidy to phdi nop

- T khai diing ky khai tir theo mau;

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

* Gidy to phdi xudt trinh

- Ho chiéu hodc Chimg minh nhan dan hodc Thé cin cudc cong dan hoic cac gidy to
khac ¢6 dan anh va thong tin ca nhan do co quan c6 tham quyén cap, con gia tri sir dung dé
chtng minh vé nhan than ctia nguoi c6 yéu cau ding ky khai tir;

- Gidy to chitng minh noi cu trii CUGi ciing ciia ngueoi chét dé xdac dinh thdm quyén
trong trwong hop co quan déing ky hé tich khéng thé khai thac dwoc théng tin vé noi cu trii
Cua cong ddn theo cac phwong thiuc quy dinh tai khodn 2 Pieu 14 Nghi dinh s6
104/2022/ND-CP ngay 21/12/2022 cua Chinh phii. Trwong hop cdc théng tin vé gidy to
chitng minh noi cw trii da dwoc khai thac tir Co sé dir liéu quoc gia vé ddan cu bang cdc
phirong thirc nay thi nguoi cé yéu cau khéng phdi xudt trinh (theo hinh thirc truc tiép)
hodc tdi Ién (theo hinh thirc tryc tuyén).

- Truong hop khong xac dinh dugc noi cu tra cudi ciing cta nguoi chét thi xuat trinh
gidy t& chirng minh noi ngudi d6 chét hodc noi phét hién thi thé ctia ngudi chét.

S6 lwong ho so: 01 b

Thoi han gidi quyét: 05 ngay lam viéc.

Poi twong thuwce hién thi tuc hanh chinh: Ca nhan

Co quan thuce hién thi tuc hanh chinh:

- Uy ban nhan dan cip x4 noi cu tra cudi cling ciia ngudi chét;



- Uy ban nhan dan cip xi noi ngudi d6 chét hodc noi phat hién thi thé nguoi chét thuc
hién viéc dang ky khai tir trong trudng hop khong xac dinh duoc noi cu tri cudi cing cua
ngudi chét.

Co quan phdi hop: Co quan quan Iy CSDLQGVDC.

Két qua thue hién thii tuc hanh chinh: Trich luc khai tir (ban chinh).

Lé phi: Theo murc thu 1¢ phi do Hoi dong nhan dan cip tinh quy dinh.

Mién 18 phi d6i voi trudng hop diang ky khai tir dung han; diang ky cho ngudi thude
gia dinh c6 cong voi cach mang; ngudi thude hd nghéo; ngudi  khuyét tat.

Miu don, miu to khai: To khai dang ky khai tir

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

Ngudi chét khong c6 nguoi than thich, nguoi than thich khong sdng cing dia ban xa
hoic 1a nguoi gia, yéu, khuyét tat khong di dang ky khai tir dugc.

Can cu phap ly

- Luat Ho tich nam 2014;

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

- Nghi dinh s6 104/2022/NP-CP ngay 21/12/2022 cia Chinh phi sita doi, bé sung
M6t s6 diéu Ciia cdc nghi dinh lién quan dén viéc nép, xudt trinh sé hé khdu, sé tam trii gidy
khi thyec hién tha tuc hanh chinh, cung cap dich vu cong;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cta Bo truong Bo Tu phéap quy dinh chi
tiét thi hanh mot s6 diéu cua Luat Ho tich va 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;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ctia Bo truong Bo Tai chinh huéng dan
vé phi va 1¢ phi thudc tham quyén quyét dinh cua Hoi dong nhan dén tinh, thanh phé truc thudc
Trung uong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cia Bo truong Bo Tai chinh sia
d6i, bd sung mot sd dieu cia Thong tu sé 85/2019/TT-BTC ngay 29/11/2019 ciia Bo Tai
chinh huéng din vé phi va 1& phi thudc tham quyén quyét dinh cua Hoi dong nhan dan tinh,
thanh phd truc thugc Trung wong.

Ghi chii: Phan chit in nghiéng la néi dung sita déi, bé sung, thay thé.



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

TO KHAI PANG KY KHAI TU

KINR U D et
Ho, Chit d@m, t8N NEWOT YU CAU ....ovvvieeieceieeeeeeeee sttt
@

QUAN NE VT NEUGT A8 ChELL ....ivcevceeeeee ettt ettt
Pé nghi co’ quan diing ky khai tir cho ngudi cé tén duwéi day:

HO, Chit @8I, tEI: ......ccviiiiece ettt e et e et e s re e teere e e e nreere s
Ngay, thang, NAM SINN: ..oociiiiii ettt et esre e e b e e sbeeebeesreeenes
(CT163 13111 R DAN OC: vvvvvereereeriereseeereseeines QUAC HICN: oeveceeeeee e

Da chét vao [UC: v, (o] Lo JURRY phut, ngay ............... thang ........... nam ...............

INOT CREL: oot

NGUYEN NNAN CREL: ..ottt

S6 Gidy béo tu/ Gidy to thay thé Gidy bao tir: @, 3 [o T

........................................................................................ Cap ngay ......... thing .......nam .............

T6i cam doan nhirng noi dung khai trén day 1a dang su that va chiu trach nhiém trude phap luat
vé cam doan clia minh.

Lam tai: ..o , ngay ... thang ....... nam

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

P& nghi cp ban sa0®: co L], Khong []

Chu thich:
) Ghi 5 tén co quan dang ky khai tir.



@) Ghi theo noi dang ky thuong tra; néu khong c6 noi dang ky thudng tra thi ghi theo noi
dang ky tam tra; truong hop khong co noi dang ky thuong tru va noi dang ky tam tra thi ghi theo
noi dang sinh sbng.

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

“ Néu ghi theo Gidy bao tt, thi gach cum tir “Gidy to thay thé Gidy bao ti”; néu ghi theo
sb Gidy to thay thé Gidy bao tir thi ghi 1 tén, sb gidy to va gach cum tir “Gidy bao ti”; truong
hop khong c6 thi muc nay dé tréng

®) P& nghi dénh déu X vao 6 néu c6 yéu cau cp ban sao va ghi rd sd luong.



9. Thit tuc diing ky khai sinh c6 yéu té nwéc ngoai tai khu vure bién gi6i

Trinh ty thuc hién:

- Néu lya chon hinh thirc ndp hd so truc tiép, nguoi ¢o yéu cau ding ky khai sinh nop hd
so dang ky khai sinh tai B6 phan mot cira cia UBND cép x co thim quyén; nop 1é phi néu thudc
trudng hop phai nop 1€ phi dang ky khai sinh; ndp phi cap ban sao Gidy khai sinh néu c6 yéu cau
cap ban sao Gidy khai sinh.

- Néu lya chon hinh thirc nop hd so truc tuyén, nguoi co yéu cau ding ky khai sinh
truy cap Cong dich vu cong qudc gia hoic Cong dich vu cong cip tinh, dang ky tai khoan
(néu chua c6 tai khoan), xac thuc ngudi dung theo huéng dan, ding nhap vao hé thong, xac
dinh ding Uy ban nhan dan cip xa c6 tham quyén.

Ngudi ¢6 yéu cau dang ky khai sinh truc tuyén cung cip thong tin theo biéu mau dién
tir tuong tac dang ky khai sinh (cung cap trén Cong dich vu cong), dinh kém ban chup hoic
ban sao dién tur cac giéy to, tai liéu theo quy dinh; ndp phi, 1€ phi thong qua chirc nang thanh
toan truc tuyén hoac bang cach thirc khac theo quy dinh phap luat, hoan tat viéc nop hd so.

- Céan b tiép nhan ho so tai Bo phan mot cira c6 trach nhiém kiém tra tinh chinh xac,
day du, théng nhat, hop Ié cua ho so.

(i) Truong hop hod so day dii, hop 1¢ thi tiép nhan ho so; néu tiép nhan hd so sau 15 gio
thi c6 Phiéu hen, tra két qua cho ngudi c¢6 yéu cau trong ngay lam viéc tiép theo (néu ngudi c¢6 yéu
cau lya chon hinh thirc nop hd so truc tiép) hoac 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 cd yéu cau (néu ngudi
¢6 yéu cau lya chon hinh thirc ndp hd so truc tuyén); chuyén ho so dé cong chirc 1am cong tac
ho tich xur 1y.

Sau khi tiép nhan hd so theo hinh thirc nop truc tiép, can bo tiép nhan ho so tai Bo
phan mot cira thuc hién sé hoa (sao chup, chuyén thanh tai liéu dién tir trén hé théng thong
tin, co s& dit liéu) va ky sé vao tai lidu, hd so giai quyét thi tuc hanh chinh da dugc s6 hoa
theo quy dinh.

(i) Truong hop hd so chua day da, hop 1é thi c6 thong bao cho ngudi yéu cau bd
sung, hoan thién hd so, néu rd loai gidy td, ndi dung can bd sung dé ngudi co yéu cau bd sung,
hoan thién. Sau khi hd so duoc bd sung, thuc hién lai budce (i);

(iii) Truong hop ngudi c¢6 yéu cau dang ky khai sinh khong b6 sung, hoan thién dugc
hd so thi bao cao Trudng bd phan mot cira co thong bao tir chdi giai quyét yéu cau dang ky
khai sinh.

- Cong chirc tu phap - ho tich tham tra hd so (thim tra tinh thong nhat, hop 1é cua cac
thong tin trong hd so, gidy to, tai liéu do ngudi yéu cau nop, xuat trinh hodc dinh kém).

+ Truong hop hd so can bo sung, hoan thién hodc khong du diéu kién giai quyét, phai
tir chdi thi giri thong bao vé tinh trang hd so t6i Bo phan mot cira dé thong béo cho ngudi nop
hd so — thuc hién lai budc (i) hoac (iii);

+ Truong hop can phai kiém tra, x4c minh 1am rd hodc do nguyén nhan khic ma
khong thé tra két qua dung thoi gian da hen thi cong chirc 1am cong tac ho tich 1ap 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, chuyén Bo phan mét cira dé tra cho ngudi cd yéu cau (néu nguoi ¢ yéu cau lya chon
hinh thirc ndp hd so truc tiép), hoic giri Phiéu xin 18i va hen lai ngay tra két qua qua thu dién
tr hoac gui tin nhan qua dién thoai di dong cho nguoi c¢6 yéu cau (néu ngudi cd yéu cau lya
chon hinh thirc ndp hd so truc tuyén).

+ Néu thay ho so day du, hop 1¢, ding quy dinh, truang hop tiép nhan hd so dang ky khai
sinh theo hinh thirc truc tiép, thi cong chirc tu phap - ho tich thyuc hién viéc ghi vao S6 dang ky
khai sinh, cap nhat thong tin déng ky khai sinh va luu chinh thirc trén Phan mém dang ky, quan 1y



ho tich dién tir dung chung. Trudong hop cha, me lua chon qudc tich Viét Nam cho con thi
chuyén thong tin dén CSDLQGVDC dé liy Sé dinh danh c4 nhan.

Truong hop tiép nhan hd so dang ky khai sinh theo hinh thic truc tuyén, cong chirc tu
phéap - ho tich gui lai biéu mau Gidy khai sinh dién ttr voi thong tin day du cho ngudi yéu cau qua
thu dién tir hoac thiét bi sb.

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

Néu ngudi c6 yéu cau xac nhan thong tin da thong nhét, diy du hoic khong co phan
hoi sau thoi han yéu cau thi cong chirc tu phap - ho tich thuc hién viéc ghi ndi dung vao Sé
dang ky khai sinh, cap nhat thong tin ding ky khai sinh va luu chinh thie trén Phan mém déng
ky, quan ly ho tich dién tir dung chung. Truong hop cha, me lya chon quéc tich Viét Nam cho
con thi chuyén thong tin dén CSDLQGVDC dé lay Sé dinh danh ca nhan.

- Sau khi CSDLQGVDC tra vé& S6 dinh danh ca nhan, cong chirc tu phap - ho tich in
Giay khai sinh, trinh Lanh dao UBND ky, chuyén tgi Bo phan mot cira dé tra két qua cho nguoi
6 yéu cau.

- Nguoi c6 yéu cau dang ky khai sinh kiém tra thong tin trén Gidy khai sinh, trong S6
dang ky khai sinh va ky tén vao S6 dang ky khai sinh, nhan Giay khai sinh.

Cach thire thue hién:

Nguoi co yéu cau dang ky khai sinh truc tiép thuc hién hodc ty quyén cho nguoi khac
thuc hién ndp ho so truc tiép tai Bo phan mot cira cia UBND cdp x4 hodc giri hd so qua hé
théng buu chinh hodc nép hd so tryc tuyén trén Coéng dich vu cong qudc gia
(https://dichvucong.gov.vn) hodc Cong dich vu cong cap tinh (https://dichvucong.---.gov.vn).

Thanh phan ho so:

- T& khai dang ky khai sinh theo mau (néu nguoi 6 yéu cau lira chon ndp ho so theo hinh
thirc truc tiép);

- Biéu mau dién tir tuong tac dang ky khai sinh (do nguoi yéu ciu cung cap thong tin theo
hudéng dan trén Céng dich vu cong, néu nguoi cd yeéu cau lya chon nop hd so theo hinh thirc truc
tuyén);

- Nguoi ¢6 yéu cau dang ky khai sinh thuc hién viéc ndp/xuét trinh (theo hinh thirc
tryc tiép) hodc tai 1én (theo hinh thirc truc tuyén) cac gidy to sau:

* Gidy to phdi ngp:

- Ban chinh Gidy chiig sinh; trudng hop khong c6 Gidy chung sinh thi nop van ban
clia ngudi lam chimg xac nhan vé viée sinh; néu khong co nguoi 1am ching thi phai c6 gidy
cam doan vé viéc sinh; trudng hop khai sinh cho tré em sinh ra do mang thai hd phai c6 van
ban x4c nhéan cia co s¢ y té da thuc hién k¥ thuat ho trg sinh san cho viéc mang thai ho.

- Vin ban thoa thuan cta cha, me vé viéc lua chon quéc tich cho con. Truong hop
cha, me lya chon quéc tich nude ngoai cho con, thi ngoai van ban thoa thuén lga chon quéc
tich con phai c6 xac nhan cua co quan c6 thim quyén nudc ngoai vé viée tré co qudc tich
nudc ngoai theo quy dinh ctia phap luat  nudc do.

- Ban sao gidy to ching minh nhan than, gidy to ching minh noi thudong tra & khu
vuc bién gidi cia cong dan nudce lang giéng.

- Vin ban Uy quyén theo quy dinh ctia phép luat trong trudng hop ty quyén thuc hién
viéc dang ky khai sinh.

* Gidy to' phdi xudt trinh:

- Ho chiéu hoac Chimg minh nhan dan hoic Thé can cude cong dan hodc cac gidy to
khac c6 dan anh va thong tin ca nhan do co quan c6 thim quyén cép, con gia tri sir dung dé
ching minh vé nhan thin cta ngudi c6 yéu cau ding ky khai sinh. Trudng hop cac thong tin



c4 nhan trong cac gidy to nay da c6 trong CSDLQGVDC, CSDLHTDT, duoc hé théng dién
tu dong thi khong phai tai 1én (theo hinh thirc truc tuyén);

- Gidy to chitng minh noi cw trii ciia cong dan Viét Nam @é chimg minh tham quyén
dang ky khaz sinh trong trieong hop co quan ddng ky hé tich khéng thé khai thic dwoc
théng tin vé noi cur trii ciia céng dan theo cdc phirong thire quy dinh tai khodn 2 Piéu 14
Ngh; dinh sé 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phii. Trieong hop cdc théng tin
vé gidy to chitng minh noi cu trii da dwoc khai thac tir Co sé di lidu quéc gia vé dan cur
bang cdc phwong thirc nay thi ngudi cé yéu cau khéng phdi xudt trinh (theo hinh thirc truc
tiép) hodc tdi Ién (theo hinh thirc truec tuyén);

- Gidy chting nhan két hon néu cha, me da dang ky két hon. Truong hop dé cé thong
tin vé viéc két hon cuia cha, me trong CSDLHTDT, CSDLQGVDC thi khong phai xuét trinh
(theo hinh thirc tryuc tiép) hoac tai 1én (theo hinh thac  tryc tuyén);

Trudng hop gui hd so qua hé théng buu chinh thi phai giri kém theo ban sao ¢ chiing
thuc cac gidy to phai xuét trinh néu trén.

*Luuy

- Béi v6i gidy to ndp, xuat trinh néu ngudi yéu cau ndp hd so theo hinh thuc truc tiép:

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

+ Ngudi yéu cau dang ky ho tich c6 thé ndp ban sao ching thyc tir ban chinh hoic
ban sao dugc cap tir s6 gbe hodc ban chup kém theo ban chinh gidy to dé dbi chiéu. Trudng
hop ngudi yéu cau ndp ban chup kém theo ban chinh gidy to thi nguoi tiép nhan co trach
nhiém kiém tra, d6i chiéu ban chup v6i ban chinh va ky xac nhan, khong duge yéu cau ngudi
di dang ky ndp ban sao gidy to do.

+ Nguoi tiép nhan co6 trach nhiém tiép nhan dung, dii hd so dang ky ho tich theo quy
dinh ciia phép lut ho tich, khong duge yéu cau ngudi dang ky ho tich ndp thém gidy to ma
phap luat hd tich khong quy dinh phai ndp.

- B6i v6i gidy to giri kém theo néu nguoi yéu cau ndp ho so theo hinh thirc truc tuyén:

+ Ban chup céc gidy to gii kém theo hd so ding ky khai sinh tryc tuyén phai bao dam rd
nét, déy du, toan ven vé nodi dung, 13 ban chup béng may anh, dién thoai hoac duogc chup, dugc
quét bang thiét b dién tr, tir gidy t& duoc cap hop 18, con gia tri sir dung.

+ Truong hop gidy t0, tai liéu phai giri kém trong hd so dang ky khai sinh truc tuyén da
c6 ban sao dién tir hodc da c6 ban dién tir giéy to ho tich thi nguoi yéu cau duoc sir dung ban dién
tir nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Gidy khai sinh/ban sao Gidy khai sinh),
nguoi co yéu cau dang ky khai sinh phai ndp ban chinh Gidy chimg sinh; xuét trinh gidy to tuy
than; ban chinh Gidy chimg nhéan két hon (néu cha me tré da dang ky két hon va thong tin vé viéc
két hon chua c6 trong CSDLQGVDC, CSDLHTDT).

- Gidy to do co quan c¢6 tham quyén cua nudce c6 chung dudng bién gidi v6i Viét Nam
lap, cép, xac nhan st dung dé dang ky ho tich dugc mién hop phéap hoa lanh sy; dich ra tiéng
Viét va c6 cam két cua nguoi dich vé viéc dich dtng ndi dung.

- Trudong hop ngudi yéu cau ding ky khai sinh khong cung cdp dugc gidy to néu trén
theo quy dinh hodc gidy t& ndp, xuat trinh bi tdy x0a, stra chira, lam gia thi co quan ding ky
ho tich c6 thim quyén hay bo két qua dang ky khai sinh.

- Truong hop cho phép ngudi yéu cau diang ky ho tich 14p van ban cam doan vé noi
dung yéu cau ding ky ho tich thi co quan dang ky ho tich phai giai thich rd cho ngudi lap van
ban cam doan vé trach nhiém, hé qua phép 1y cta viéc cam doan khong ding su that.



Co quan dang ky ho tich tir chdi giai quyét hodc dé nghi co quan c6 tham quyén huy
bo két qua dang ky ho tich, néu c6 co sd xéac dinh ndi dung cam doan khong dung su that.

- Dbi véi viee xéac dinh ho, dan tdc, qué quan, dat tén cho tré:

+ Vi¢e xac dinh ho, dan tdc, dat tén cho tré em phai phu hop véi phap luat va yéu cau
giit gin ban sic dan toc, tp quan, truyén thdng van hoa tét dep cua Viét Nam; khong dit tén
qué dai, kho str dung.

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

S6 lwong ho so: 01 bo

Thoi han gidi quyét: Ngay trong ngay tiép nhan ho so; truong hop nhan hd so sau 15
gio ma khong giai quyét dugc ngay thi tra két qua trong ngay 1am viéc tiép theo.

Poi twong thwe hién thii tuc hanh chinh: Ca nhan

Co quan thue hién thii tuc hanh chinh: Uy ban nhan déan cip xi ¢ khu vuc bién gi6i
noi thudng tri ciia nguoi cha hodc nguoi me la cong dan Viét Nam.

Co quan phdi hep: Co quan quan ly CSDLQGVDC.

Két qua thwc hién thi tuc hanh chinh: Gidy khai sinh (ban chinh); ban sao Gidy
khai sinh (trudng hop yéu cau cip ban sao Gidy khai sinh).

Phi, 1€ phi:

- Mtc 1& phi cu thé do Hoi dong nhan déan tinh, thanh phd truc thudc Trung uong
quyét dinh.

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

- Phi cap ban sao Gidy khai sinh (néu c6 yéu cau) thuc hién theo quy dinh tai Thong tu sb
281/2016/TT-BTC ngay 14/11/2016 cua B Tai chinh.

Mau don, mau to khai:

+ To khai ddng ky khai sinh (néu nop hd so theo hinh thirc truc tiép);

+ Biéu méu dién tir tuong tac dang ky khai sinh (néu nop hd so theo hinh thic truc
tuyén).

Yéu céu, diéu kién thye hién thi tuc hanh chinh:

Tré sinh ra tai Viét Nam c6 cha hoac me la cong dan Vi¢t Nam thuong trh tai dia ban
xd ¢ khu vuc bién gi6i con me hodc cha 13 cong dan nude lang giéng thudng tri tai don vi
hanh chinh twong duong cép xi ctia Viét Nam tiép giap v6i xa & khu vuc bién gidi ciia Viét
Nam noi cong dan Viét Nam thuong tra.

Can cu phap ly:

- Luat Ho tich nam 2014;

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

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ctia Chinh phi1 quy dinh vé Co sé dit liéu
ho tich dién tir, dang ky ho tich truc tuyén;

- Ngh; dinh sé 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phii sira déi, bé sung
mét sé diéu cua cdc nghi dinh lién quan deén viéc ngp, xudt trinh s6 hg khau, sé tam trii gicfy
khi theec hién thu tuc hanh chinh, cung cap dich vu cong;

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



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

- Thong tu s 281/2016/TT-BTC ngay 14/11/2016 ctia Bo trusng B Tai chinh quy dinh
mutc thu, ché d6 thu, nop, quan 1y va st dung phi khai thac, st dung thong tin trong co sé dit liéu
ho tich, phi x4c nhan c6 quéc tich Viét Nam, phi xac nhan 1a ngudi goc Viét Nam, 1& phi qudc
tich.

- Thong tu sb 85/2019/TT-BTC ngay 29/11/2019 caa Bd truong Bo Tai chinh huéng dan
vé phi va 18 phi thudc tham quyén quyét dinh cua Hoi dong nhan dan tinh, thanh phd truc thudc
Trung uong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua B¢ trusng B Tai chinh sira
do6i, bd sung mot s6 diéu cua Thong tu sb 85/2019/TT-BTC ngay 29/11/2019 ciua Bo Tai
chinh huéng din vé phi va 1& phi thudc tham quyén quyét dinh cua Hoi dong nhan dan tinh,
thanh phé truc thuc Trung wong.

Ghi chii: Phan chiz in nghiéng la néi dung sita déi, bé sung, thay thé.
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) Ghi 13 tén co quan dang ky khai sinh.

@ Ghi theo noi dang ky thuong tri; néu khong c6 noi ding ky thuong tra thi ghi theo noi
dang ky tam tra; truong hop khong cé noi dang ky thuong tri va noi dang ky tam tra thi ghi theo
noi dang sinh sbng.

®) Ghi thong tin vé gidy t& tiy than cua ngudi di dang ky, ghi r 8, co quan cip, ngay cap ho
chiéu, chimg minh nhan dan hoic gidy t& hop 1& thay thé (Vi du: Ching minh nhén dan sb
001089123 do Cong an thanh phd Ha Noi cap ngay 20/10/2014).

@ Truong hop sinh tai co sé' y té thi ghi rd tén co s& y té va dia chi tru 56 co so y té do.

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

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

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

Vi dyu: xa Dinh Bang, huyén Tir Son, tinh Bac Ninh.

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

©) P& nghi danh déu X vao 6 néu c6 yéu cau cp ban sao va ghi rd s6 luong.



10. Thii tuc ding ky két hon c6 yéu toé nwéc ngoai tai khu vire bién gi6i

Trinh ty thuc hién:

- Néu lya chon hinh thirc nop hd so truc tiép, ngudi c6 yéu cau ding ky két hon nop ho so
dang ky két hon tai B phan mot cira cia UBND cép xd c6 tham quyén; nop 1é phi néu thudc
truong hop phai nop 1é phi dang ky két hon.

- Néu lya chon hinh thirc nop hd so truc tuyén, ngudi co yéu cau ding ky két hon truy
cap Cong dich vu cong qudc gia hoic Cong dich vu cong cép tinh, ding ky tai khoan (néu
chua c6 tai khoan), xac thuc nguoi ding theo huéng din, ding nhip vao hé thng, xac dinh
dung Uy ban nhéan dan cap x4 c6 thim quyen.

Ngudi ¢6 yéu cau ding ky két hon truc tuyén cung cép thong tin theo biéu mau dién
tir twong tac ding ky két hon (cung cap trén Cong dich vu cong), dinh kém ban chup hozic ban
sao dién tir cac gidy to, tai lidu theo quy dinh; ndp phi, 18 phi thong qua chiic ning thanh toan
truc tuyén hoic bang cach thuc khéac theo quy dinh phap luat, hoan tit viéc nop ho so.

- Cén b tiép nhan ho so tai Bo phan mot cira c6 trach nhiém kiém tra tinh chinh xac,
day du, théng nhat, hop Ié cua ho so.

(i) Truong hop hd so ddy du, hop 18 thi tiép nhan ho so, co Phiéu hen, tra két qua cho
ngudi c6 yéu cau (néu ngudi co yéu cau lya chon hinh thirc nop hd so truc tiép) hoic gii ngay
Phiéu hen, tra két qua qua thu dién tir hoic gui tin nhan hen tra két qua qua dién thoai di dong
cho ngudi ¢6 yéu cau (néu ngudi c¢6 yéu cau lya chon hinh thirc nop hd so truc tuyén), dong
thoi chuyén ho so dé cong chire 1am cong tac ho tich xu 1y.

Sau khi tiép nhan hd so theo hinh thiic nop truc tiép, can bo tiép nhan ho so tai Bo
phan mot cira thuc hién s hoa (sao chup, chuyén thanh tai liéu dién tir trén hé théng thong
tin, co s& dit liéu) va ky s6 vao tai liéu, hd so giai quyét thu tuc hanh chinh da dugc s hoa
theo quy dinh.

(ii) Trudong hop hd so chua day du, hop 1€ thi co thong bao cho ngudi yéu cau bd
sung, hoan thién hd so, néu rd loai gidy td, ndi dung can bd sung dé ngudi co yéu cau bd sung,
hoan thién. Sau khi hé so dwoc bd sung, thuc hién lai budc (i);

(iii) Truong hop ngudi co yéu cau dang ky két hon khong bd sung, hoan thién duoc
hd so thi bao cao Trudng bd phan mot cira co thong bao tir chdi giai quyét yéu cau dang ky
két hon.

- Cong chuc tu phap - ho tich tham tra hd so (thdm tra tinh théng nhat, hop 1 cua cac
thong tin trong hd so, gidy to, tai liéu do ngudi yéu cau np, xuat trinh hoac dinh kém).

+ Truong hop hd so can bd sung, hoan thién hodc khong du diéu kién giai quyét, phai
tir chdi thi giri thong bao vé tinh trang hd so t6i Bo phan mot cira dé thong béo cho ngudi nop
hd so — thuc hién lai budc (i) hoac (iii);

+ Truong hop can phai kiém tra, x4c minh lam rd hodc do nguyén nhan khic ma
khong thé tra két qua dung thoi gian da hen thi cong chirc 1am cong tac ho tich 1ap 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, chuyén Bo phan mot ctra dé tra cho ngudi ¢o yéu cau (néu ngudi co yéu cau lya chon
hinh thtrc ndp hd so truc tiép), hodc giri Phiéu xin 16i va hen lai ngay tra két qua qua thu dién
tir hodc guri tin nhin qua dién thoai di dong cho ngudi cd yéu cau (néu ngudi co yéu cau lua
chon hinh thire ndp hd so truc tuyén).

+ Néu thdy hd so day du, hop 18, cac bén co du diéu kién két hon theo quy dinh cua
Luat Hon nhan va gia dinh, khong thudc truong hop tir chdi dang ky két hon theo quy dinh,
trudng hop tiép nhan hd so ding ky két hon theo hinh thic truc tiép, thi cong chire tu phéap - ho



tich thuc hién viéc ghi vao S6 ding ky két hon, cap nhét thong tin dang ky két hon va luu chinh
thirc trén Phan mém déang kY, quan 1y h tich dién tir dung chung,

Trudng hop tiép nhan hd so ding ky két hon theo hinh thic truc tuyén, cong chire tu phéap
- ho tich guri lai biéu mau Gidy ching nhan két hon dién tir voi thong tin ddy du cho ngudi yéu
cau qua thu dién tir hoac thiét bi so.

Ngudi yéu ciu c6 trach nhiém Kiém tra tinh chinh xac, day du ciia cac thong tin trén
biéu mau Gidy ching nhan két hon dién tir va xac nhan (t5i da mot ngay).

Néu ngudi c¢6 yéu cau xac nhan thong tin da thdng nhat, day du hoic khong cé phan
hoi sau thoi han yéu cau thi cong chirc tu phap - ho tich thuc hién viéc ghi ndi dung vao Sé
dang ky két hon, cap nhat thong tin ding ky két hon va luu chinh thirc trén Phan mém ding ky,
quén ly hd tich di¢n tir dung chung.

- Cong chirc tu phép - ho tich in Gidy ching nhan két hon, trinh Linh dao UBND ky,
chuyén téi Bo phan mot cira dé tra két qua cho nguoi co yéu cau.

- Ngudi ¢6 yéu cau ding ky két hon (hai bén nam, nit phai c6 mat, Xuat trinh gidy to tuy
than dé do6i chiéu) kiém tra thong tin trén Gidy ching nhan két hon, trong S6 dang ky két hon,
khang dinh su ty nguyén két hon va ky tén vao S6 dang ky két hon, ky tén vao Gidy ching nhan
két hon, mbi bén nam, nit nhan 01 ban chinh Gidy chting nhan két hon.

Cach thwrc thuc hién:

Nguoi c6 yéu ciu dang ky két hon thuc hién nop hd so truc tiép tai BO phan mot ctra
cia UBND cdp xi hoic ndp hd so truc tuyén trén Cong dich vu coéng qudc gia
(https://dichvucong.gov.vn) hodc Cong dich vu cong cap tinh (https:/dichvucong.---.gov.vn)
(bén nam hodc bén nit ¢6 thé ndp hd so ma khong can c6 van ban Gy quyén ctia bén con lai).

Thanh phan ho so:

- T khai dang ky két hon theo miu, c6 di thong tin cta hai bén nam, nit. Hai bén
nam, nir c6 thé khai chung vao mot To khai dang ky két hon (néu ngudi c6 yéu cau lya chon
nop hd so theo hinh thuc truc tiép);

- Biéu méu dién tir trong tac dang ky két hon (do ngudi yéu ciu cung cip thong tin theo
huéng dan trén Cong dich vu cong, néu nguoi co yéu cau lya chon ndp ho so theo hinh thire truc
tuyén);

- Nguoi ¢6 yéu cau dang ky két hon thue hién viéc ndp/xuat trinh (theo hinh thirc truc
tiép) hodc tai 1én (theo hinh thuc truc tuyén) cac gidy to sau:

* Gidy to phdi ngp:

- Gidy to do co quan c¢6 thim quyén ciia nude lang giéng cap khong qua 06 thang tinh
dén ngay nhan hd so, xac nhan céng dan nudc lang giéng hién tai 1 ngudi khong ¢ vo hoic
khong c6 chdng;

- Ban sao gidy to chimg minh nhan than, gidy to chimg minh noi thuong tri ¢ khu
vue bién gidi cia cong dan nude lang giéng.

* Gidy to phdi xudt trinh:

- H6 chiéu hodc chimg minh nhan dan hoic thé cin cudce cong dan hodc cac gidy to
khac c6 dan anh va thong tin ca nhan do co quan c6 tham quyén cap, con gié tri sir dung dé
ching minh vé nhan than cua cong dan Viét Nam. Truong hop céc thong tin c4 nhan trong
cac gidy to nay di c6 trong CSDLQGVDC, CSDLHTDT, duoc hé théng dién tu dong thi
khong phai tai 1én (theo hinh thuc truc tuyén):;

- Gidy to chitng minh noi cw trii ciia cong dan Viét Nam @é ching minh tham quyén
dang ky két hon trong truong hop co quan dang ky hé tich khéng thé khai thac dwoc thong
tin Vé noi cu trii ciia céng ddan theo cdc phwong thire quy dinh tai khodn 2 Diéu 14 Nghi



dinh sé 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phii. Trieong hop cdc théng tin vé
gidy to chitng minh noi cur trii da dweoc khai théc tir Co sé di liéu quéc gia vé ddn cur bang
cdc phwong thire nay thi nguoi c6 yéu cau khéng phdi xudt trinh (theo hinh thirc truc tiép)
hodc tdi lén (theo hinh thirc tryc tuyén).

*Luuy

- Dbi v6i gidy to ndp, xuit trinh néu ngudi yéu cau ndp hd so theo hinh thire tryc tiép:

+ Nguoi tiép nhan cé trach nhiém kiém tra, ddi chiéu véi thong tin trong td khai, chup
lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho ngudi xuét trinh, khéng duge yéu
cau ndp ban sao hodc ban chup gidy to do.

+ Ngudi yéu cau ding ky ho tich c6 thé ndp ban sao chung thuc tir ban chinh hoic
ban sao dugc cap tir s6 gbe hodc ban chup kém theo ban chinh gidy to dé dbi chiéu. Trudng
hop nguoi yéu cau ndp ban chup kém theo ban chinh gidy to thi ngudi tiép nhan c6 trach
nhiém kiém tra, d6i chiéu ban chup v6i ban chinh va ky xac nhan, khong duge yéu cau ngudi
di dang ky ndp ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dang, du ho so dang ky ho tich theo quy
dinh cua phép luat hd tich, khong dugc yéu cAu nguoi dang ky ho tich ndp thém giéy t0' ma
phép luat ho tich khong quy dinh phai nop.

- P6i voi gidy to giri kém theo néu ngudi yéu cau ndp hd so theo hinh thire tryc tuyén:

+ Bén chup cac gidy to giri kém theo hd so ding ky két hon truc tuyén phai bao dam 15
nét, day du, toan ven vé ndi dung, 13 ban chup bang may anh, dién thoai hoic dugc chup, duoc
quét bang thiét b dién tr, tir gidy t& duoc cap hop 1€, con gia tri str dung.

+ Truong hop gidy to, tai liéu phai giri kém trong ho so diang ky két hon truc tuyén da c6
ban sao dién tir hoac da co6 ban dién tir giéy to ho tich thi nguot yéu cau duoc su dung ban dién tir
nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Giay chiing nhan két hon), ngudi c6 yéu
cau dang ky két hon phai nop ban chinh Gidy xac nhan tinh trang hon nhan (néu thong tin vé tinh
trang hon nhan chua c6 trong CSDLQGVDC, CSDLHTDT), gidy to ching minh tinh trang hon
nhan.

- Gidy to do co quan c¢6 tham quyén cua nudce c6 chung dudng bién gidi v6i Viét Nam
1ap, cép, xac nhén st dung dé dang ky ho tich dugc mién hop phép hoa lanh sy; dich ra tiéng
Viét va c6 cam két cua nguoi dich vé viéc dich ding ndi dung.

- Truong hop nguoi yéu cau ding ky két hon khong cung cip duoc gidy to néu trén
theo quy dinh hoac gidy to nop, xuat trinh bi tay x6a, stra chira, 1am gia thi co quan ding ky
ho tich c6 tham quyén huy bo két qua dang ky két hon.

S6 lwong hd so: 01 bo

Thoi han giai quyét: 03 ngay lam viéc. Truong hop can xac minh thi thoi han giai
quyét khong qua 08 ngay lam viéc.

Poi twong thue hién thii tuc hanh chinh: Ca nhan

Co quan thue hién thi tuc hanh chinh: Uy ban nhan dan x4 & khu vuc bién gi6i noi
cong dan Viét Nam thuong tra.

Co quan phdi hep: Co quan quan Iy CSDLQGVDC.

Két qua thuc hién thi tuc hanh chinh: Gidy chung nhan két hon (02 ban chinh), mdi
bén vo, chong 01 ban.

Phi, 1€ phi:

- Mtc 1& phi cu thé do Hoi dong nhan déan tinh, thanh phé truc thudc Trung uong
quyét dinh.



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

MAu don, mau to khai:

+ T khai dang ky két hon (néu nop hd so theo hinh thirc truc tiép);

+ Biéu mau dién tir tuong tac ding ky két hon (néu nop hd so theo hinh thirc truc tuyén).

Yéu ciu, diéu kién thye hién thi tuc hanh chinh:

- Cong dan Viét Nam thuong tri tai dia ban xa & khu vuc bién gi6i dang ky két hon
v6i cong dan cua nudc lang giéng thudng tra tai don vi hanh chinh twong dwong cép x3 cla
Viét Nam tiép giap véi xa ¢ khu vurc bién gidi caa Viét Nam noi cong dan Viét Nam thudng
tra.

- Nam tir dt 20 tudi tré 1én, nit tir dii 18 tudi tr 1én;

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

- Khong bi mét nang lyc hanh vi dan su;

- Viéc két hon khong thude mot trong céc truong hop cam két hon, gom:

+ Két hon gia tao;

+ Tao hon, cudng ép két hon, Lira ddi két hon, can tré két hon;

+ Nguoi dang cd vo, co chéng ma két hon véi nguoi khac hodc chua c6 vo, chua co
chdng ma két hon vé6i nguoi dang co chdng, ¢o vo;

+ Két hon giita nhitng ngudi cing dong mau vé truc hé; giira nhitng ngudi ¢6 ho trong
pham vi ba doi; gitra cha, me nudi véi con nudi; gitta nguoi da ting 1a cha, me nudi véi con
nuoi, cha chéng v6i con dau, me vo véi con ré, cha duong voi1 con riéng cua vg, me ké vai
con riéng cta chong;

* Nha nude khong thira nhan hon nhan gifra nhitng nguoi cung giéi tinh.

Can cu phap ly:

- Luat Hon nhan va gia dinh ndm 2014;

- Luat Ho tich nam 2014;

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

- Nghi dinh s6 87/2020/NB-CP ngay 28/7/2020 cta Chinh phu quy dinh vé Co so dit liéu
ho tich dién tir, dang ky ho tich truc tuyén;

- Nghi dinh sé 104/2022/NP-CP ngay 21/12/2022 ciia Chinh phii Sira déi, bé sung
Mot s6 diéu cua cdc nghi dinh lién quan dén viéc nop, xudt trinh sé6 hg khau, sé tam tri gidy
khi thyec hién tha tuc hanh chinh, cung cap dich vy cong;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ctia Bo truong Bo Tu phap quy dinh chi
tiét thi hanh mot sé diéu cua Luat Ho tich va Nghi dinh sé 123/2015/ND-CP ngay 15/11/2015
cta 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 cua B truong Bo Tu phap quy dinh
chi tiét mot sb diéu va bién phap thi hanh Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cta
Chinh phu quy dinh vé Co so dit liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 caa Bo truong Bo Tai chinh quy dinh
murc thu, ché dé thu, nop, quan ly va st dung phi khai thac, st dung théng tin trong co’ s& dir liéu ho tich,
phi xé&c nhan c6 quéc tich Viét Nam, phi x&c nhan la ngudi gbe Viét Nam, 1& phi quéc tich.

- Thong tw sb 85/2019/TT-BTC ngay 29/11/2019 clia Bo trwdng Bo Tai chinh huwéng dan vé phi
va |é phi thudc thdm quyén quyét dinh ctia Hoi ddng nhan dan tinh, thanh phd trwe thudc Trung wong;

- Théng tw sb 106/2021/TT-BTC ngay 26/11/2021 cta B6 trwéng Bod Tai chinh stra di, bd
sung mot sb diéu ctia Thong tw s6 85/2019/TT-BTC ngay 29/11/2019 ctia B6 Tai chinh hwéng dan vé



phi va |& phi thudc thdm quyén quyét dinh ctia Hoi ddng nhan dan tinh, thanh phé trwc thudc Trung
wong.
Ghi chu: Phan chi in nghiéng Ia néi dung stra déi, bé sung, thay thé.
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11. Tha tuc dang ky nhan cha, me, con ¢6 yéu té6 nwéc ngoai tai khu vire bién gidi

Trinh tw thwc hién:

- Néu Iwa chon hinh thirc ndp hd so truc tiép, nguwdi cd yéu cau dang ky nhan cha, me, con nop hd
so dang ky nhan cha, me, con tai B6 phan mét ctra ctia UBND cép x& c6 thdm quyén; ndp 1& phi néu thudc
trwong ho’p phai np Ie ph| dang ky nhan cha, me, con; nép phi cap ban sao Trich luc dang ky nhan cha,
me, con néu cd yéu cau cap ban sao Trich luc dang ky nhan cha, me, con.

- Néu lwa chon hinh thirc ndp hd so trwc tuyén, nguwdi cé yéu cau dang ky nhan cha, me, con truy
cap Cdng dich vu cong quéc gia hodc Cdng dich vu céng cép tinh, déng ky tai khodn (néu chwa co tai
khodn), xac thwc ngwdi dung theo huwéng dan, dang nhap vao hé théng, xac dinh dung Uy ban nhan dan
cap xa c6 thdm quyén.

Nguwoi cé yéu cau dang ky nhan cha, me, con truc tuyén cung cép théng tin theo biéu mau dién
tr twong tac dang ky nhan cha, me, con (cung cép trén Céng dich vu cdng), dinh kém ban chup ho&c ban
sao dién ttr cac gidy to, tai liéu theo quy dinh; ndp phi, 1é phi thdng qua chirc ndng thanh toan trwc tuyén
ho&c bang cach thirc khac theo quy dinh phap luat, hoan tat viéc nop hd so.

- Can bo tiép nhan hd so tai B phan mot clra cé trach nhiém kiém tra tinh chinh xac, day du,
théng nhét, hop I& cta hd so.

(i) Trwong hop hd so day da, hop 1@ thi tiép nhan hd so, co Phiéu hen, trd két qua cho ngudi cé yéu
cau (néu nguwdi co yéu cau lwa chon hinh thire ndp hd so trwe tiép) hodc glri ngay Phiéu hen, tra két qua
qua thw dién t& hodc gi tin nhan hen tra két qué qua dién thoai di ddng cho nguwdi cé yéu cau (néu
ngwdi c6 yéu cau lwa chon hinh thirc nop hd so truc tuyén), ddng thdi chuyén hd so dé cong chirc lam
cong tac ho tich xt ly.

Sau khi tiép nhan hé so theo hinh thirc ndp truc tiép, can bo tiép nhan hd so tai B6 phan moét clra
thwe hién sb héa (sao chup, chuyén thanh tai liéu dién t& trén hé thdng théng tin, co' s& di liéu) va ky sb
vao tai liéu, hé so giai quyét tha tuc hanh chinh da dwoc sé héa theo quy dinh.

(i) Trwong hop hd so chwa day dd, hop 1é thi co théng bao cho ngudi yéu cau bd sung, hoan
thién hd so, néu rd loai gidy t&, ndi dung can bd sung dé nguoi cd yéu cau bd sung, hoan thién. Sau khi hd
so dwoc bd sung, thyc hién lai budrce (i);

(i) Trwong hop ngudi co yéu cau dang ky nhan cha, me, con khéng bd sung, hoan thién dugc
hd so thi bao cdo Truwdng bd phan mot clra cé thong bao tir chéi gidi quyét yéu ciu dang ky nhan cha,
me, con.

- Cong chirc tw phap - ho tich thadm tra hd so' (thdm tra tinh théng nhat, hop Ié ctia céac théng tin trong
hé so, gidy to, tai liéu do ngudi yéu cau ndp, xuét trinh hodc dinh kém).

+ Trwdng hop hd so can bd sung, hoan thién hodc khéng du diéu kién gidi quyét, phai tlr chéi thi
glri théng béo vé tinh trang hd so t&¢i B6 phan mét clra dé théng bao cho nguwdi ndp hd so — thwe hién lai
buwéec (i) hoac (iii);

+ Trwong hop can phai kiém tra, xac minh lam ré hodc do nguyén nhan khac ma khéng thé tra
két qua dung thoi gian d& hen thi cong chire lam cdng tac ho tich 1ap Phiéu xin 16i va hen lai ngay tré két
qua, trong dé néu ré ly do cham tra két qua va thdi gian hen tra két qua, chuyén Bé phan moét clra dé tra
cho ngudi cé yéu cau (néu ngwdi cé yéu cau lwa chon hinh thirc ndp hd so true tiép), hoac gri Phiéu xin
I6i va hen lai ngay tra két qué qua thw dién t& hodc gli tin nhan qua dién thoai di ddng cho ngudi cé yéu
cau (néu ngudi co yéu cau lwa chon hinh thirc ndp hod so trwc tuyén).

+ Cong chire tw phap - ho tich niém yét viéc nhan cha, me, con tai try s& Uy ban nhan dan cap xa.

+ Néu thay viéc nhan cha, me, con la dung va khdng cé tranh chap, hé so day du, hop 1€, dang quy
dinh, trwdng hop tiép nhan hé so dang ky nhan cha, me, con theo hinh thirc trye tiép, thi cong chire tw phap -
hé tich thwc hién viéc ghi vao S dang ky nhan cha, me, con, cap nhat théng tin dang ky nhan cha, me, con va
Iu chinh thirc trén Phdn mém d&ng ky, quén ly hé tich dién t& dung chung.

Trwong hop tiép nhan hd so dang ky nhan cha, me, con theo hinh thirc truc tuyén, céng chirc tw
phap - ho tich gi lai biéu mau Trich luc dang ky nhan cha, me, con dién t& véi thong tin day di cho nguoi
yéu cau qua thw dién t& hodc thiét  bij sb.

Nguwoi yéu ciu cé trach nhiém kiém tra tinh chinh xac, day dd clGa cac théng tin trén biéu mau
Trich luc dang ky nhan cha, me, con dién t& va xac nhan (tbi da mét ngay).

Néu ngudi c6 yéu cau xac nhan théng tin da théng nhét, ddy dd hodc khong cé phan hdi sau thoi
han yéu cau thi cong chirc tw phap - ho tich thwe hién viéc ghi ndi dung vao Sé dang ky ddng ky nhan cha,
me, con, cap nhat théng tin dang ky nhan cha, me, con va lwu chinh thérc trén Phan mém dang ky, quan ly ho
tich dién t& dung chung.

- Cong chtrc tw phap - hd tich in Trich luc dang ky nhan cha, me, con, trinh Lanh dao UBND ky,
chuyén Bd phan mét clra tré két qua cho nguoi co yéu cau.



- Nguoi ¢ yéu cau dang ky nhan cha, me, con (ca hai bén phai coé mat, xuét trinh gidy to tuy than dé
dbi chiéu) kiém tra théng tin trén Trich luc dang ky nhan cha, me, con, trong Sé dang ky nhan cha, me, con
va ky tén vao Sé ddng ky nhan cha, me, con, nhan Trich luc d&ng ky nhan cha, me, con.

Cach thwrc thwe hién:

Nguwoi c6 yéu ciu dang ky nhan cha, me, con thuc hién ndp hd so truc tiép tai B6 phan mét clra
ctia UBND cép xa hodc nop hd so trwe tuyén trén Cdng dich vu cong quéc gia (https://dichvucong.gov.vn) hodc
Céng dich vu cong cép tinh (https://dichvucong.---.gov.vn) (mot bén cé thé ndp hd so ma khdng phai cé van
ban Gy quyén clia bén con lai).

Thanh phan hd so

- T& khai déng ky nhan cha, me, con theo mau (néu ngudi cé yéu cu lwa chon ndp hd so theo hinh
thire trye tiép);

- Biéu mau dién tlr twong tac dang ky nhan cha, me, con (do nguwdi co yéu cau cung cap théng tin
theo hwéng dan trén Cong dich vu cong, néu ngudi cd yéu cau lwa chon ndp hd so theo hinh thirc trc tuyén);

- Nguwoi cé yéu cau dang ky nhan cha, me, con thwe hién viéc ndp/xuét trinh (theo hinh thirc trwc
tiép) hodc tai Ién (theo hinh thirc tric tuyén) cac gidy to sau:

* Gidy to'phai nép:

- Chirng cr chirng minh quan hé cha, con hodc quan hé me, con gém:

+ V&n ban cla co quan y té, co quan giam dinh hodc co quan khac c6 thdm quyén xac nhan
quan hé cha con, quan hé me con.

+ Trwéng hop khéng cé van ban néu trén thi cac bén nhan cha, me, con lap van ban cam doan vé
mdi quan hé cha, me, con, c6 it nhat hai ngwdi lam chirng vé méi quan hé cha, me, con.

* Gidy torphai xuét trinh:

- Ho chiéu hodc Chirng minh nhan dan ho&c Thé can cwdc cong dan hodc cac gidy to khac cé dan
anh va thong tin ca nhan do co quan c6 thdm quyén cép, con gia tri s dung dé chirng minh vé nhan than
clia nguoi cé yéu cau dang ky nhan cha, me, con. Truwéng hop cac thdng tin ca nhan trong cac gidy t&
nay da co trong CSDLQGVDC, CSDLHTDT, dugc hé thdng dién tw dong thi khéng phai tai 1én (theo hinh
thire trwe tuyén);

- Gidy to c6 gid tri chimg minh théng tin vé cw trd trong triromg hop co quan ddng ky hé tich
khéng thé khai thac duwoc théng tin vé noi cw trd cda céng dan theo cac phuong thirc quy dinh tai
khodn 2 Piéu 14 Nghj dinh sé 104/2022/NB-CP ngay 21/12/2022 cia Chinh phd. Trwong hop céc
théng tin vé gidy to chirng minh noi cw tri da dwoc khai thac tir Co sé& diF liéu quéc gia vé dan cuw bang
céc phuwong thire nay thi nguoi cé yéu cau khdéng phéi xuét trinh (theo hinh thirc truc tiép) hodc téi Ién
(theo hinh thirc truc tuyén);

- Ban sao gidy t& chirng minh nhan than, gidy t& chirng minh noi thwdng tri & khu vuc bién gici
clia céng dan nwéc lang giéng.

*Lwuy

- D6i v6i gidy t& ndp, xuat trinh néu ngudi yéu cau ndp hd so theo hinh thire truc tiép:

+ Nguwdi tiép nhan cé trach nhiém kiém tra, déi chiéu véi théng tin trong t& khai, chup lai hodc ghi
lai théng tin d& lwu trong hd so va tra lai cho ngwdi xuét trinh, khong duwoc yéu ciu ndp ban sao hodc ban
chup gidy to do.

+ Nguwdi yéu ciu dang ky ho tich cé thé nép ban sao ching thyc tir ban chinh hodc ban sao
duwoc clp tir sd gbc hodc ban chup kém theo ban chinh gidy t& dé dbi chiéu. Trwdng hop nguwdi yéu ciu
ndp ban chup kém theo ban chinh gidy t& thi ngwoi tiép nhan cé trach nhiém kiém tra, déi chiéu ban chup
v&i ban chinh va ky xac nhan, khéng duwoc yéu cau ngudi di déng ky ndp ban sao gidy tor do.

+ Nguwoi tiép nhan c6é trach nhiém tiép nhan dung, dd hd so dang ky ho tich theo quy dinh cla
phap luat ho tich, khéng dwoc yéu cu ngudi dang ky ho tich ndp thém gidy t& ma phap luat ho tich khéng
quy dinh phai nop.

- D6i v6i gidy t& glri kém theo néu ngudi yéu cau ndp hd so theo hinh thire tric tuyén:

+ Ban chup céc gidy t& glri kém theo hd so dang ky nhan cha, me, con truc tuyén phai bido dam rd
nét, day du, toan ven vé& ndi dung, la ban chup bang may anh, dién thoai hodc dwoc chup, dwoc quét bang
thiét b dién to, tr gidy t& dworc cdp hop 18, con gia tri s&v dung.

+ Truwdng hop gidy to, tai liéu phai gt kém trong hd so’ ding ky nhan cha, me, con truc tuyén da cé
ban sao dién t&r hodc da co6 ban dién tir gidy t& hd tich thi ngudi yéu cau dwoc st dung ban dién tr nay.

+ Khi d@én co quan dang ky ho tich nhan két qua (Trich luc dang ky nhan cha, me, con/ban sao Trich
luc d&ng ky nhan cha, me, con) ngudi cé yéu cau dang ky nhan cha, me, con phai xuét trinh gidy t& tuy than
dé xac dinh nhan than; nop ban chinh gidy to, tai liéu 1a chirng c& chirng minh quan hé cha, con hodc quan
hé me, con theo quy dinh phap luat hé tich.



- Gidy t& do co quan c6 thim quyén ciia nude co chung dudng bién gidi véi Viét Nam lap, cip, xac nhan
su dung dé ding ky ho tich dugc mién hgp phap héa lanh sy; dich ra tiéng Viét va c6 cam két cua nguoi dich vé viée
dich dung noi dung.

- Truong hop ngudi yéu cau dang ky nhan cha, me, con khong cung cap duge gidy to néu trén theo quy dinh
hodc gidy t& ndp, xuét trinh bi tiy x6a, sira chita, 1am gia thi co quan ding ky ho tich c6 thim quyén hity bo két qua
dang ky nhén cha, me, con.

- 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 ding ky ho tich phai giai thich & cho ngudi lap van ban cam doan vé trach nhiém, hé qua phéap 1y
cua viéc cam doan khong dung sy that.

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

S6 lwong hé so: 01 b

Thoi han gidi quyét: 07 ngay lam viéc; truong hop phai xéc minh thi thoi han giai quyét khong qua 12
ngay lam viéc.

Poi twong thye hién thi tuc hanh chinh: C4 nhan

Co quan thue hién thi tuc hanh chinh: Uy ban nhin dan xi ¢ khu vuc bién gi6i noi cong dan Viét Nam
thuong tru.

Co quan phéi hep: Co quan quan Iy CSDLQGVDC.

Két qua thyc hién thi tuc hanh chinh: Trich lyc dang ky nhén cha, me, con (ban chinh); ban sao Trich luc
dang ky nhan cha, me, con (truong hop yéu cau cap ban sao Trich luc ding ky nhan cha, me, con).

Phi, 1€ phi:

- Miic 18 phi cy thé do Hoi dong nhan dan tinh, thanh phé truc thuée Trung wong quyét dinh.

- Mién 1& phi cho nguoi thude gia dinh ¢6 cong véi cach mang; ngudi thudc hd nghéo; ngudi khuyét tat.

- Phi cdp ban sao Trich luc dang ky nhan cha, me, con (néu ¢6 yéu cau) thyuc hién theo quy dinh tai Thong tu sb
281/2016/TT-BTC ngay 14/11/2016 caaBo  Tai chinh.

M4au don, miu to khai:

+ To khai dang ky nhan cha, me, con (néu nop hd so theo hinh thic truc tiép);

+ Biéu mau dién tir trong tac ding ky nhan cha, me, con (néu nop hé so theo hinh thic truc tuyén).

Yéu ciu, diéu ki¢n thuc hi¢n thi tuc hanh chinh:

- Viéc nhan cha, me, con gilta cong dan Viét Nam thuong tra tai dia ban xa ¢ khu vyc bién gigi véi cong
dan ciia nude lang giéng thudng tra tai don vi hanh chinh twong dwong cip xi ciia Viét Nam, tiép giap v6i xa ¢ khu
vuce bién gidi cua Viét Nam noi cong dan Viét Nam thuong tri.

- Bén nhén va bén duoc nhan 12 cha, me, con déu con séng.

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

- Truong hop nam, nit chung séng v6i nhau nhu v chong, khong dang ky két hon, sinh con, ngudi con séng
cung voi nguoi cha, khi ngudi cha 1am thi tuc nhan con ma khong lién hé dwoc véi ngudi me thi khong can c6 ¥ kién
cua nguoi me trong To khai dang ky nhan cha, me, con.

Can cw phap ly:

- Luat Hon nhan va gia dinh ndm 2014;

- Luat Ho tich nam 2014;

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

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cta Chinh phu quy dinh vé Co s¢ dit liéu ho tich dién tir, dang ky
h tich truc tuyén;

- Nghi dinh s6 104/2022/NB-CP ngay 21/12/2022 ciia Chinh phii Sira d6i, bé sung mét sé diéu ciia cdc nghi
dinh lién quan d@én viéc nép, xudt trinh sé6 ho khdu, sé tam tri giay khi thuc hién thi tuc hanh chinh, cung cap dich
Vu cong;

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

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 ctia Bo truong Bo Tu phap quy dinh chi tiét mot s6 diéu va
bién phép thi hanh Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phu quy dinh vé Co so dir liéu ho tich
dién tir, dang ky ho tich tryc tuyén;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cua Bo truong Bo Tai chinh quy dinh muc thu, ché do thu,
nop, quan 1y va st dung phi khai thac, sir dung thong tin trong co s dir liéu ho tich, phi xac nhan ¢6 qudc tich Viét Nam,
phi x4c nhén 13 ngudi gde Viét Nam, 18 phi quéc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cta Bo truong Bo Tai chinh huéng dan vé phi va 1é phi thudc
tham quyén quyét dinh ctua Hoi dong nhan dan tinh, thanh ph tryc thuoe Trung wong;



- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cta Bo truong Bo Tai chinh sira d6i, bd sung mot sé diéu
ctia Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh huéng dan vé phi va 1¢ phi thugc tham quyén
quyét dinh cua Hoi dong nhan dan tinh, thanh phd tryc thugc Trung uong.

Ghi chii: Phan chir in nghiéng la ngi dung sira doi, bé sung, thay thé.
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TO KHAI PANG KY NHAN CHA, ME, CON

Quan hé Vi ngudi NhAN ChA/ME/CON: @ ...t
Pé nghi co’ quan cong nhan ngudi c6 tén dwéi day:
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trach nhiém trudc phép ludt vé cam doan ctia minh.
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Nguoi yéu ciu
(Ky, ghi ré ho, chit dém, tén)

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

Chui thich:
) Ghi 13 tén co quan dang ky nhén cha}, me, con;
@ Ghi theo noi dang ky thuong tri; néu khong c6 noi dang ky thudng tra thi ghi theo noi dang ky tam tru;

Bé nghi cép ban sao ®. co |:| Khoéng |:|
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trudng hop khong c6 noi dang ky thuong tra va noi dang ky tam tra thi ghi theo noi dang sinh song.
* Ghi thong tin vé gidy to tuy than nhu: ho chiéu, ching minh nhén dan hodc gidy to hop 1¢ thay thé (vi du:

Ching minh nhan dan s6 001089123 do Cong an thanh pho Ha Noi cap ngay 20/10/2004).

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

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

© B¢ nghi danh ddu X vao 6 néu c6 yéu cau cap ban sao va ghi rd sé luong.



12. Thii tuc ding ky khai tir c6 yéu té nwréc ngoai tai khu vure bién giéi

Trinh tw thwc hién:

- Néu Iya chon hinh thirc ngp hd so truc tiép, nguoi co yéu cau dang ky khai tir nop hd so diang ky khai tir tai
Bo phan mét ctra cia UBND Cép xa co tham quyen nop & phi néu thudc truong hop phai nop 1¢ phi dang ky khai tir;
ndp phi cip ban sao Trich luc khai tir néu ¢ yéu cau cap ban sao Trich luc khal tir.

- Néu lya chon hinh thirc nop hd so truc tuyén, ngudi cd yéu cau ding ky khai tir truy cap Cong dich vu
cong qudc gia hodc Cong dich vu cong cap tinh, dang ky tai khoan (néu chua co tai khoan), xac thuc ngudi ding
theo huéng dan, ddng nhap vao hé thong, xac dinh diing Uy ban nhan dan cap xi c6 thim quyeén.

Ngudi co yéu cau diang ky khai tir truc tuyén cung cép thong tin theo biéu mau dién tir twong tac dang
ky khai tir (cung cap trén Cong dich vu cong), dinh kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo
quy dinh; nop phi, 1¢ phi théng qua chirc ning thanh toan truc tuyén hoic bang cach thirc khac theo quy dinh
phap luat, hoan tat viéc nop hod so.

- Cén b6 tiép nhan hd so tai B6 phan mot cira ¢6 trach nhiém kiém tra tinh chinh xac, day du, théng
nhét, hop 18 caa hd so.

(i) Truong hop hd so day du, hop 18 thi tiép nhan hd so; néu tiép nhan hd so sau 15 gio thi ¢ Phiéu hen, tra
két qua cho nguoi ¢6 yéu cau trong ngay lam viéc tiép theo (néu ngudi co yéu cau lya chon hinh thirc nop hd so truc
tiép) hoac gui ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin nhan hen tra két qua qua dién thoai di
dong cho ngudi co yéu cau (néu nguoi co yéu cau lya chon hinh thirc nop hd so tryc tuyén); chuyén hd so dé
cong chure lam cong tac ho tich xur 1y.

Sau khi tiép nhan hd so theo hinh thirc nop truc tiép, can bo tiép nhan hd so tai Bo phan mot cira thuc
hién s6 hoa (sao chup, chuyén thanh tai liéu dién tir trén hé thong thong tin, co so dir ligu) va ky s6 vao tai liéu,
hd so giai quyét thi tuc hanh chinh da dugc s6 hoa theo quy dinh.

(ii) Truong hop hd so chua day du, horp 1€ thi ¢o thong béo cho ngudi yéu cau bd sung, hoan thién hd
s0, néu rd loai gidy to, ndi dung can bd sung dé ngudi ¢ yéu cau bd sung, hoan thién. Sau khi ho so dugc bd sung,
thuc hién lai budc (i);

(iii) Truong hop nguoi co yéu cau dang ky khai tir khong bd sung, hoan thién dugc hd so thi bao céo
Truong bd phan mot cira c6 théng bao tir chdi giai quyét yéu cau dang ky khai tir.

- Cong chirc tu phap - ho tich tham tra hd so (thdm tra tinh théng nhat, hop 1¢ cta cac thong tin trong hd so,
gidy 0, tai liéu do ngudi yéu ciu nop, Xuét trinh hoic dinh kém).

+ Truong hop hd so can bé sung, hoan thién hoic khong du didu kién giai quyét, phai tir chdi thi gii
thong bao vé tinh trang hd so téi Bo phan mot cira dé thong bao cho ngudi nop hd so — thuc hién lai budce (ii)
hoac (iii);

+ Truong hop can phai kiém tra, xac minh 1am r& hodc do nguyén nhan khac ma khong thé tra két qua
dung thoi gian da hen thi cong chirc 1am cong tac ho tich 1ap Phiéu xin 15i 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 Bo phan mot cia dé tra cho nguoi co yeu cau
(néu ngudi c6 yéu cau lya chon hinh thirc ndp hd so truc tiép), hoac giri Phiéu xin 15i va hen lai ngay tra két qua
qua thu dién tir hoac gui tin nhan qua dién thoai di dong cho ngudi ¢6 yéu cau (néu ngudi c6 yéu cau lya chon
hinh thirc ndp ho so truc tuyén).

+ Néu thdy hd so day di, hop 16, dung quy dinh, trrdng hop tiép nhan hd so ding ky khai tir theo hinh thic
truc tiép, thi cong chirc tu phap - ho tich thuc hién viéc ghi vao S6 dang ky khai tir, cap nhat thong tin ding ky khai tir
va Iuu chinh thirc trén Phin mém dang ky, quan 1y ho tich dién tir diung chung.

Truong hop tiép nhan hd so dang ky khai tir theo hinh thirc tryc tuyén cong chirc tw phap - ho tich giri lai
biéu mau Trich luc khai tir dién tir voi thong tin ddy du cho ngudi yéu cau qua thu dién tir hoac thiét bi s6.

Ngudi yéu cdu co trach nhiém kiém tra tinh chinh x4c, day du cua cac thong tin trén biéu mau Trich luc
khai tir dién tir va xac nhan (t6i da mot ngay).

Néu ngudi co yéu ciu xac nhan thong tin da thdng nhét, day du hodc khong c6 phan hdi sau thoi han
yéu cau thi cong chirc tw phap - ho tich thuc hién viéc ghi noi dung vao S6 dang ky khai tir, cap nhat thong tin ding
ky khai tir va Iuu chinh thirc trén Phin mém dang ky, quan 1y ho tich dién tir ding chung.

- Cong chuc tu phap h tich in Trich luc khai tir, trinh Lanh dao UBND ky, chuyén B phan mét cira tra
két qua cho nguoi ¢6 yéu cau

- Nguoi c6 yéu cau ding ky khai tir kiém tra thong tin trén Trich lyc khai tir, trong S6 dang ky khai tir va ky
tén vao SO ding ky khai tir, nhan Trich lyc khai .

Sau khi dang ky khai tur, Uy ban nhin dan xa c6 van ban thong bao kém theo ban sao trich luc hd tich
giri Bo Ngoai giao dé thong bao cho co quan c6 tham quyén cta nuée ma ngudi chét mang qudc tich.

Cach thue thuc hién:

Ngudi co yéu cau ding ky khai tir true tiép thuc hién hodc uy quyén cho nguoi khac thuc hién ndp hd
SO truc tiép tai BO phan mot ctra cia UBND cf'lp xa hodc gui hd so qua hé théng buu chinh hoac ndp hd so truc tuyén



trén Cong dich vu cong qudc gia (https:/dichvucong.gov.vn) hodc Cong dich vu cong cap tinh (https://dichvucong.---
.gov.vn).

Thanh phén hd so:

- T khai déng ky khai tir theo mau (néu nguoi ¢6 yéu cau lya chon ndp ho so theo hinh thire tryc tiép);

- Biéu miu dién tir tuong tac dang ky khai tir (do ngudi yéu cau cung cip thong tin theo hudng dan trén
Céng dich vu cong, néu nguoi ¢ yéu cau lva chon ndp hd so theo hinh thic truc tuyén);

- Nguoi ¢6 yéu cau dang ky khai tir thyc hién viéc ndp/xuét trinh (theo hinh thirc tryc tiép) hodc tai 1én
(theo hinh thire tryc tuyén) cac gidy to sau:

* Gidy to phdi ngp:

- Gidy béo tir hodc gidy to thay thé Gidy béo tir do co quan ¢ thim quyén cap.

- Vin ban ity quyén theo quy dinh cua phap ludt trong truong hop ty quyén thuc hién viéc ding ky
khai tir. Trudng hop ngudi duge ty quyén 1a 6ng, ba, cha, me, con, vo, chdng, anh, chi, em rudt cua ngudi uy
quyén thi van ban iy quyén khong phai chimg thyec.

* Gidy to phdi xudt trinh:

- Ho chiéu hodc Chirng minh nhan dan hodc Thé cin cudc cong dan hodc cac gidy to khac c¢o dan anh
va thong tin c4 nhan do co quan c6 tham quyén cép, con gia tri sir dung dé ching minh v& nhén than cia ngudi
¢6 yéu cau ding ky khai tir. Truong hop cac thong tin ca nhan trong cac gidy to nay di c6 trong CSDLQGVDC,
CSDLHTPDT, dugc hé thong dién tu dong thi khong phai tai 1én (theo hinh thic tryc tuyén);

- Gidy to- chiimg minh noi cu trii cudi ciing ciia ngueoi chét dé xdac dinh tham quyén trong truong hop
co quan ddng ky h tich khéng thé khai thac dwoc théng tin vé noi cuw trii ciia cong dan theo cdc phwong
thite quy dinh tai khodn 2 Piéu 14 Nghi dinh s6 104/2022/NP-CP ngay 21/12/2022 ciia Chinh phii. Trwong
hop cdc théng tin vé gidy to chitng minh noi cu trii da dwoc khai théc tir Co s di liéu quéc gia vé ddn cu
bang cdc phirong thite ndy thi ngwdi ¢é yéu cau khong phdi xudt trinh (theo hinh thirc truc tiép) hodc tdi lén
(theo hinh thirc triec tuyén).

- Truong hop khong xac dinh duge noi cu trii cudi ciing ciia ngudi chét thi xuét trinh gidy to ching
minh noi ngudi 6 chét hodc noi phat hién thi thé caa nguoi chét.

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

*Luuy

- Dbi v6i gidy td ndp, xudt trinh néu ngudi yéu cau ndp hd so theo hinh thire truc tiép:

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

+ Nguoi yéu cau dang ky ho tich c¢6 thé ndp ban sao chimg thuc tir ban chinh hodc ban sao dugc cip tir
s6 gbc hodc ban chup kém theo ban chinh gidy to dé dbi chiéu. Truong hop nguoi yéu cau ndp ban chup kém
theo ban chinh gidy t& thi nguoi tiép nhan c6 trach nhiém kiém tra, d6i chiéu ban chup vdi ban chinh va ky xéac
nhan, khéng dugc yéu cau ngudi di diang ky ndp ban sao gidy t& do.

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

- Di vé6i gidy to giri kém theo néu ngudi yéu cdu ndp hd so theo hinh thire tryc tuyén:

+ Ban chup cac gidy to giri kém theo ho so dang ky khai tir true tuyén phai bao dam rd nét, day di, toan ven
vé n6i dung, 14 ban chyp bing may anh, dién thoai hodc dugc chup, duoc quét bang thiét bi dién t, tir gidy to duoc
cﬁp hop 1€, con gia tri st dung;

+ Truong hop gidy to, tai liéu phai giri kém trong hd so dang ky khai tir truc tuyén di co ban sao dién tir
hoic da c6 ban dién tir gidy to ho tich thi ngudi yéu cAu duoc sir dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Trich luc khai tir/ban sao Trich luc khai tir), nguoi c6 yéu
cau ding ky khai tir phai xuat trinh gidy to tuy than, ndp ban chinh cac gidy to 1 thanh phan ho so ding ky khai tir
theo quy dinh phap luét ho tich.

- Gidy to do co quan ¢ thim quyén ciia nu6e c¢6 chung dudng bién gidi voi Viét Nam lap, cép, xac
nhan st dyng dé ding ky ho tich dugc mién hop phap héa lanh sy; dich ra tiéng Viét va c6 cam két cua nguoi
dich vé viéc dich dung noi dung.

- Trudng hop ngudi yéu cau ding ky khai tir khong cung cAp duoc giéy td néu trén theo quy dinh hodc
gidy t& ndp, xuat trinh bi tdy x6a, stra chita, lam gia thi co quan dang ky ho tich c6 thim quyén huy bo két qua
dang ky khai tur.

S6 lwgng hd so: 01 bd



Thoi han giai quyét: Ngay trong ngay tiép nhan ho so; truong hop nhan hd so sau 15 gio ma khong
giai quyét dugc ngay thi tra két qua trong ngay lam viéc tiép theo. Truong hop cin xéc minh thi thoi han giai
quyét khong qua 03 ngay lam viéc.

Poi twong thye hién thii tuc hanh chinh: Ca nhan

Co quan thye hién thi tuc hanh chinh: Uy ban nhan dan cép xa ¢ khu vyc bién gidi noi nguoi chét
la nguoi nude ngoai cu tri.

Co quan phéi hep: Co quan quan Iy CSDLQGVDC.

Két qua thuwe hién thii tuc hanh chinh: Trich luc khai tir (ban chinh); ban sao Trich luc khai tir (truong
hop yéu ciu cip ban sao Trich luc khai ti).

Phi, I¢ phi:

- Muc 1¢ phi cu thé do Hoi dong nhan dan tinh, thanh phd tryc thudc Trung wong quyét dinh.

- Mi&n 1¢ phi cho nguoi thugc gia dinh co cong voi cach mang; nguoi thuoc hd nghéo; nguoi khuyét
tat.

- Phi cdp ban sao Trich luc khai tir (néu ¢6 yéu cau) thuc hién theo quy dinh tai Thong tu s6 281/2016/TT-
BTC ngay 14/11/2016 cua Bo Tai chinh.

M4au don, miu to khai:

+ To khai diang ky khai tir (néu nop hd so theo hinh thrc tryc tiép);

+ Biéu mau dién tir trong tac dang ky khai tir (néu nop hd so theo hinh thirc tryc tuyén).

Yéu ciu, diéu kién thuc hién thii tuc hanh chinh: Khong c6

Can cwr phap ly:

- Luat Ho tich nam 2014;

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

- Nghi dinh s 87/2020/ND-CP ngay 28/7/2020 ctia Chinh phu quy dinh vé Co s6 dit liéu ho tich dién tu,
dang ky ho tich tryc tuyén;

- Nghi dinh s6 104/2022/NP-CP ngay 21/12/2022 ciia Chinh phii sira déi, bé sung mét sé diéu ciia cdc
ngh; dinh lién quan dén viéc nép, xudt trinh sé hé khau, sé tam tri gidy khi thuc hién thi tuc hanh chinh, cung
cap dich vy cong;

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

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 cta Bo truong Bo Tu phap quy dinh chi tiét mot sb
didu va bién phap 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 sb 281/2016/TT-BTC ngay 14/11/2016 cua Bo truong Bo Tai chinh quy dinh muc thu, ché do
thu, nop, quan 1y va sir dung phi khai thac, sir dung thong tin trong co sé dit liéu ho tich, phi xac nhan c¢6 qudc tich
Viét Nam, phi xac nhan 1a ngudi gbe Viét Nam, 1é phi quéc tich;

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

- Théong tu s6 106/2021/TT-BTC ngay 26/11/2021 cia Bo truong Bo Tai chinh stra ddi, bd sung mot sb
diéu cta Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ciia By Tai chinh huéng dan vé phi va 1é phi thudc
tham quyén quyét dinh cia Hoi dong nhan dan tinh, thanh phé tryc thugc Trung wong.

Ghi chii: Phan chir in nghiéng la ngi dung sira doi, bé sung, thay thé.
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Lam t@i: oo, gAY v thang .......... nam

Nguoi yéu ciu
(Ky, ghi 15 ho, chit dém, tén)

SO luong:....... ban

Chui thich:

@ Ghi 5 tén co quan dang ky khai ttr.

@ Ghi theo noi dang ky thuong tra; néu khong ¢ noi diang ky thuong tra thi ghi theo noi dang ky tam tri;
truong hop khong c6 noi ding ky thudng tra va noi ding ky tam tra thi ghi theo noi dang sinh séng.

®) Ghi thong tin v& giy to tiy than nhu: ho chiéu, ching minh nhan dan hoic gidy to hop 18 thay thé (vi du:
Chirng minh nhan dan s6 001089123 do Cong an thanh phd Ha Noi cip ngay 20/10/2004).

“ Néu ghi theo Gidy béo tir, thi gach cum tir “Gidy to thay thé Gidy bao tir”; néu ghi theo sé Gidy to thay
thé Gidy bao tir thi ghi 15 tén, sd gidy to va gach cum tir “Gidy béao tir”; truong hop khong c6 thi myc nay dé tréng

® pé nghi danh diu X vao 6 néu c6 yéu cau cap ban sao va ghi rd sb luong.



13. Thi tuc déing ky giam ho

Trinh tw thwc hién:

- Néu lya chon hinh thtrc nop hd so truc tiép, ngudi c6 yéu cau ding ky giam ho nop hd so ding ky giam ho
tai Bo phan mot cira cia UBND cép xa co tham quyeén; nop 1é phi néu thuge truong hop phai nop 18 phi ding ky gidm
ho; ndp phi cap ban sao Trich lyc ding ky giam ho néu cd yéu cau cap ban sao Trich luc diang ky giam ho.

- Néu lya chon hinh thirc nop hd so truc tuyén, nguoi cé yéu cau dang ky giam ho truy cap Cong dich
vu cong qudc gia hoac Cong dich vu cong cap tinh, ding ky tai khoan (néu chua co tai khoan), xac thuc ngudi
dung theo huéng dan, dang nhap vao hé théng, xac dinh dung Uy ban nhan dan cap xi c6 tham quyeén.

Ngudi c6 yéu cau dang ky giam ho truc tuyén cung cip thong tin theo biéu miu dién tir tuong tac dang
ky giam ho (cung cép trén Cong dich vu cong), dinh kém ban chup hoac ban sao dién tir cac gidy to, tai liéu theo
quy dinh; nop phi, 1¢ phi théng qua chirc ning thanh toan truc tuyén hoic bang cach thirc khac theo quy dinh
phap luat, hoan tat viéc nop hod so.

- C4n b6 tiép nhan hd so tai B6 phan mot cira ¢6 trach nhiém kiém tra tinh chinh xac, day du, théng
nhét, hop 18 caa hd so.

@) Truimg hop hd so day du, hop 1¢ thi tiép nhan ho so, c6 Phiéu hen, tra két qua cho nguoi ¢6 yéu cau (néu
ngudi c¢6 yéu cau lya chon hinh thirc nép hd so truc tiép) hoac guri ngay Phiéu hen, tra két qua qua_ thu dién tir
hoic guri tin nhin hen tra két qua qua dién thoai di dong cho ngudi ¢6 yéu cau (néu ngudi cé yéu cau lya chon
hinh thtrc nép hd so tryc tuyén), dong thoi chuyén hd so dé cong chire 1am cong tac ho tich xir 1.

Sau khi tiép nhan hd so theo hinh thirc nop truc tiép, can bo tiép nhan hd so tai Bo phan mot cira thuc
hién s6 hoa (sao chup, chuyén thanh tai liéu dién tir trén hé théng thong tin, co so dir liu) va ky s6 vao tai liéu,
hd so giai quyét thi tuc hanh chinh da dugc s6 hoa theo quy dinh.

(ii) Truong hop hd so chwa day di, hop 1¢ thi c6 thong bao cho ngudi yéu cau bd sung, hoan thién hd
s0, néu 13 loai giy to, noi dung can bd sung dé ngudi c6 yéu cau bd sung, hoan thién. Sau khi hé so duoc bd sung,
thyc hién lai budc (i);

(iii) Truong hop nguoi cé yéu cau dang ky giam ho khong bd sung, hoan thién dugc hd so thi bao céo
Truong bd phan mot cira c6 thong bao tir chdi giai quyét yéu cau dang ky giam ho.

- Cong chirc tu phap - ho tich tham tra hd so (thdm tra tinh théng nhat, hop 1& cua cac thong tin trong hé so,
gidy 10, tai liéu do ngudi yéu cau ndp, Xuat trinh hodc dinh kém).

+ Truong hop hd so can bé sung, hoan thién hoic khong du didu kién giai quyét, phai tir chdi thi g
thong bao vé tinh trang hd so t6i Bo phan mot cira dé thong bao cho ngudi nop hd so — thuc hién lai budc (ii)
hoac (iii);

+ Truong hop can phai kiém tra, xac minh 1am rd hodc do nguyén nhan khac ma khong thé tra két qua
dung thoi gian da hen thi cong chirc 1am cong tac ho tich 1ap Phiéu xin 13i va hen lai ngay tra két qua, trong d6
néu rd 1y do cham tra két qua va thoi gian hen tra két qua, chuyén B phan mot cira dé tra cho nguoi c6 yéu cau
(néu ngudi c6 yéu cau lya chon hinh thirc ndp hd so truc tiép), hoac giri Phiéu xin 15i va hen lai ngay tra két qua
qua thu dién tir hoac gui tin nhan qua dién thoai di dong cho ngudi ¢6 yéu cau (néu ngudi co yéu cau lya chon
hinh thtrc nop hd so truc tuyén).

+ Néu thiy yéu cau diang ky giam ho du diéu Kién theo quy dinh phap luat, hd so day du, hop 18, ding
quy dinh, truedng hop tiép nhan hd so dang ky giam ho theo hinh thic tryc tiép, thi cong chire tu phép - ho tich thuc
hién viéc ghi vao Sé dang ky giam ho, cap nhat thong tin dang ky giam hé va luu chinh thirc trén Phin mém dang ky,
quan ly ho tich dién tr dung chung.

Truong hop tiép nhan hd so dang ky giam h¢ theo hinh thuc tryuc tuyén, cong chire tu phap - ho tich giri lai
biéu mau Trich luc dang ky giam ho dién tir véi thong tin dly du cho ngudi yéu cau qua thu dién tir hodc thiét bj sb.

Ngudi yéu ciu co trach nhiém kiém tra tinh chinh xéac, day du cua cac thong tin trén biéu mau Trich luc
dang ky giam ho dién tir va xac nhan (tdi da mot ngay).

Néu ngudi c6 yéu ciu xac nhan thong tin da thdng nhét, day du hodc khong c6 phan hdi sau thoi han
yéu cau thi cong chirc tu phap - ho tich thuc hién viéc ghi noi dung vao S6 diang ky giam ho, cap nhat thong tin
dang ky giam ho va luu chinh thirc trén Phan mém dang ky, quan 1y h tich dién tir ding chung.

- Cong chirc tu phap - ho tich in Trich lyc ding ky giam ho, trinh Linh dao UBND ky, chuyén Bo phan mot
ctra tra két qua cho ngudi co yéu cau.

- Ngudi c6 yéu cau ding ky giam ho kiém tra thong tin trén Trich luc dang ky giam ho, trong S6 dang ky
dang ky giam ho, ky tén vao SO dang ky giam ho, nhan Trich luc ding ky giam ho.

Cach thirc thuce hién:

Ngudi c6 yéu cau dang ky gidm ho truc tiép thuc hién hodc y quyén cho nguoi khac thuc hién ndp hd
s tryc tiép tai Bo phan mot cira cia UBND cép xa hodc giri hd so qua hé thong buu chinh hogc ndp hd so truc tuyén
trén Cong dich vu cong qudc gia (https://dichvucong.gov.vn) hodc Cong dich vu cong cap tinh (https://dichvucong.---
.gov.vn).

Thanh phén hd so:



- T khai ddng ky giam ho theo mau (néu nguoi c6 yéu cau lya chon ndp hd so theo hinh thic tryc tiép);

- Biéu méu dién tir trong tic dang ky giam ho (do ngudi yéu cau cung cép thong tin theo hudng dan trén
Céng dich vu cong, néu nguoi ¢ yéu cau lva chon ndp hd so theo hinh thic truc tuyén);

- Ngudi ¢6 yéu cau diang ky giam ho thuc hién viéc ndp/xuét trinh (theo hinh thirc tryc tiép) hodc tai lén
(theo hinh thire tryc tuyén) cac gidy to sau:

* Gidy to phdi ngp:

- Vin ban cir ngudi giam ho theo quy dinh ctia Bo luat Dan su dbi v6i truong hop dang ky giam ho cir.

- Gidy to chimg minh diéu kién gidm ho dwong nhién theo quy dinh ctia Bo ludt Dan sy dbi véi truong
hop ding ky giam ho duong nhién. Truong hop co nhidu ngudi cing du diéu kién 1am giam ho duwong nhién thi
ndp thém van ban thoa thuan vé viée cir mot nguoi lam giam h duong nhién.

- Vin ban ity quyén theo quy dinh cua phap ludt trong truong hop ty quyén thuc hién viéc ding ky
giam hd. Truong hop nguoi dugc uy quyén la 6ng, ba, cha, me, con, vg, chéng, anh, chi, em rudt cila nguoi uy
quyén thi van ban iy quyén khong phai chimg thyec.

* Gidy to' phdi xudt trinh:

- Ho chiéu hodc Chirng minh nhan dan hodc Thé cin cudc cong dan hodc cac gidy to khac c¢o dan anh
va thong tin c4 nhan do co quan c6 tham quyén cép, con gia tri sir dung dé ching minh v& nhén than cia ngudi
¢b yéu cau dang ky giam ho. Truong hop cic théng tin c4 nhan trong cic gidy to nay di co trong
CSDLQGVDC, CSDLHTBT, dugc hé thong dién ty dong thi khong phai tai 1én (theo hinh thuc truc tuyén);

- Gidy tor ¢6 gid tri chitng minh théng tin vé cu trii trong truong hop co quan dang ky hé tich khong
thé khai thdc dwoc théng tin vé noi cu trii ciia cong dan theo cdc phwong thire quy dinh tai khodn 2 Piéu 14
Nghi dinh sé 104/2022/NP-CP ngay 21/12/2022 ciia Chinh phii. Trieong hop cdc théng tin vé gidy to chiing
minh noi cw trii da dwege khai thac tir Co sé dit liéu quoc gia vé dan cuwe bang cdc phwong thirc ndy thi nguoi
¢6 yéu cau khéng phdi xudt trinh (theo hinh thirc truc tiép) hodc tdi lén (theo hinh thirc tryc tuyén);

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

*Luuy

- Dbi vé6i gidy to ndp, xudt trinh néu ngudi yéu cau ndp hd so theo hinh thirc truc tiép:

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

+ Nguoi yéu cau diang ky ho tich c¢6 thé ndp ban sao chimg thuc tir ban chinh hodc ban sao duoc cap tir
s6 gbc hodc ban chup kém theo ban chinh gidy to dé dbi chiéu. Truong hop nguoi yéu cau ndp ban chup kém
theo ban chinh gidy t& thi nguoi tiép nhén c¢6 trach nhiém kiém tra, ddi chiéu ban chyp véi ban chinh va ky xac
nhan, khéng dugc yéu cau ngudi di dang ky ndp ban sao gidy to do.

+ Nguoi tiép nhan co trach nhiém tiép nhan ding, di hd so dang ky ho tich theo quy dinh ctia phap luat
hé tich, khong duoc yéu cau ngudi diang ky ho tich nop thém gidy t& ma phéap luat ho tich khong quy dinh phai
ndp.

- Dbi vé6i gidy to giri kém theo néu ngudi yéu cau ndp hd so theo hinh thire tryc tuyén:

+ Ban chup cac gidy to giri kém theo hd so dang ky giam ho truc tuyén phai bao dam rd nét, ddy du, toan
ven vé ndi dung, 1 ban chyp biang may anh, dién thoai hodc dugc chup, duoc quét bang thiét bi dién tir, tir gidy to
duoc cép hop 1€, con gia tri str dung.

+ Truong hop gidy to, tai liéu phai guri kém trong hd so dang ky giam ho truc tuyén di co ban sao dién tir
hoic da c6 ban dién tir gidy to ho tich thi ngudi yéu cdu duoc sir dung ban dién tir nay.

+ Khi d@én co quan ding ky ho tich nhan két qua (Trich luc ding ky giam ho/ban sao Trich luc ding ky giam
hd), nguoi co yéu cau dang ky giam hg Xuat trinh gidy to tuy than, nop ban chinh cac gidy to 1a thanh phan ho so ding
ky giam hé theo quy dinh phap luét ho tich.

- Gidy to do co quan ¢ tham quyén clia nudc ngoai cip, cong chimg hodc xac nhan dé s dung cho
vigc dang ky ho tich tai Viét Nam phai dugc hop phap hoa lanh sy theo quy dinh cua phap luét, trir truong hop
dugc mién theo diéu udc qudc té ma Viét Nam 1a thanh vién.

- Truong hop ngudi yéu cau dang ky giam ho khong cung cép duogc gidy to néu trén theo quy dinh hodc
gidy t& nop, xuét trinh bi tiy x6a, stra chita, lam gia thi co quan dang ky ho tich ¢6 thim quyén huy bo két qua
dang ky giam ho.

S6 lwong hé so: 01 bo

Thoi han giai quyét: 03 ngay lam viéc.

Poi twgng thye hién thii tuc hanh chinh: C4 nhan, phap nhan.

Co quan thuec hién tha tuc hanh chinh:

Uy ban nhan dan cz"'lp x4 noi cu tru cua ngudi duge gidm hd hoac nguodi giam ho.

Co quan phéi hep: Co quan quan Iy CSDLQGVDC.



Két qua thye hi¢n thii tuc hanh chinh: Trich luc ding ky giam ho (ban chinh), ban sao Trich luc
dang ky giam ho (truong hop yéu cau cép ban sao Trich luc ding ky giam ho).

Phi, |¢ phi: Mién 1¢ phi.

- Phi c4p ban sao Trich luc ddng ky giam ho (néu co yéu cau) thuc hién theo quy dinh tai Thong tu sb
281/2016/TT-BTC ngay 14/11/2016 ciia B6 Tai chinh.

M4au don, miu to khai:

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

+ Biéu mau dién tir trong tac dang ky giam ho (néu ndp ho so theo hinh thirc tryc tuyén).

Yéu ciu, diéu kién thyc hién thii tuc hanh chinh: Khong c6

Can cir phap ly:

- Bo luat Dan sy nam 2015;

- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ciia Chinh phu quy dinh chi tiét mot s diéu va bién phéap
thi hanh Luét H6 tich;

- Nghi dinh s 87/2020/ND-CP ngay 28/7/2020 ctia Chinh phu quy dinh vé Co s6 dit liéu ho tich dién tu,
dang ky ho tich tryc tuyén;

- Nghi dinh s6 104/2022/NP-CP ngay 21/12/2022 ciia Chinh phii sira déi, bé sung mét sé diéu ciia cdc
nghi dinh lién quan deén viéc nop, xudt trinh s6 hg khau, sé tam tri gid'y khi thuc hi¢n thi tuc hanh chinh, cung
cap dich vu cong;

- Théng tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo trusng Bo Tu phap quy dinh chi tiét thi hanh mot sb
diéu ciia Luat Ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ciia Chinh phu quy dinh chi tiét mot sb diéu
va bién phap thi hanh Luat H¢ tich;

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 cua Bo trusng B Tu phap quy dinh chi tiét mot sb
diéu va bién phap thi hanh Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phi quy dinh vé Co so dir
liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Thong tu sb 281/2016/TT-BTC ngay 14/11/2016 cua Bo trwong Bo Tai chinh quy dinh muc thu, ché do
thu, nop, quan 1y va sir dung phi khai thac, sir dung thong tin trong co sé dit liéu ho tich, phi xac nhan c¢6 qudc tich
Viét Nam, phi xac nhan 1a ngudi goc Viét Nam, 1& phi qudc tich;

- Thong tu sb 85/2019/TT-BTC ngay 29/11/2019 cua Bo truedng Bo Tai chinh hudng dan vé phi va 16 phi
thudc tham quyén quyét dinh ciia Hoi ddng nhéan dén tinh, thanh phd tryc thuge Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo trusng Bo Tai chinh sira d6i, bd sung mot sb
diéu ciia Thong tu sé 85/2019/TT-BTC ngay 29/11/2019 ciia Bo Tai chinh hudng dan vé phi va 18 phi thudc
tham quyén quyét dinh cua Hoi dong nhan dan tinh, thanh phé tryc thugc Trung wong.

Ghi chii: Phan chir in nghiéng la ngi dung sira doi, bo sung, thay thé.
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Pé nghi co quan ding ky viéc giam hd gitra nhirng ngudi c6 tén dwéi day:

Ngudi giam ho:
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Nguoi duge giam ho:
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minh.

Ngudi yéu ciu
(Ky, ghi 6 ho, chir dém, tén)

Chui thich:
U Ghi 13 tén co quan ding ky giam ho.
@ Ghi theo noi dang ky thuong tra, néu khong ¢ noi dang ky thuong tra thi ghi theo noi dang ky tam tru;
truong hop khong c6 noi dang ky thuong tra va noi dang ky tam tra thi ghi theo noi dang sinh song
©) Ghi théng tin ve giay to tuy than nhu: ho chiéu, chirng minh nhén dan hodc giay to hop 1¢ thay thé (vi
du: Ching minh nhéan dan sé 001089123 do Cong an thanh phé Ha Noi cap ngay 20/10/2014).
® P& nghi danh dau X vao 6 néu c¢6 yéu cau cip ban sao va ghi rd s6 luong.



14. Thii tuc ding ky cham dirt giam ho

Trinh tw thwc hién:

- Néu lya chon hinh thirc nop hd so truc tiép, ngudi co yéu cau déng ky cham dut giém ho nop hd so ding
ky chiam dut giam ho tai B phan mot cira cia UBND cép xa 6 tham quyen; nop 1é phi néu thugc truong hcrp phal
nop 1¢ phi dang ky cham dut glam ho; ndp phi cap ban sao Trich luc dang ky cham dat giam ho néu c6 yéu cau cap
ban sao Trich luc ding ky chim dirt giam ho.

- Néu lya chon hinh thtrc nop hd so tryc tuyén, ngudi c6 yéu cau dang ky chim dat giam ho truy cap
Cong dich vu cong qudc gia hodc Cong dich vu cong cap tinh, dang ky tai khoan (néu chua co tai khoan), xac
thuc nguoi dung theo huéng din, dang nhap vao hé thng, xac dinh dung Uy ban nhan dan cip xa co tham
quyén.

Ngudi c6 yéu cau dang ky cham dut giam ho truc tuyén cung cap thong tin theo biéu mau dién tur
twong tac dang ky cham dut giam ho (cung cap trén Cng dich vu cong), dinh kém ban chup hoac ban sao dién tir
cac gidy 1o, tai liéu theo quy dinh; ndp phi, 1¢ phi thong qua chirc ning thanh toan tryc tuyén hoic bang cach
thirc khac theo quy dinh phap luat, hoan tat viéc nop hd so.

- Cén bo tiép nhan hd so tai Bo phan mot cia ¢6 trach nhiém Kiém tra tinh chinh xac, day du, thong
nhat, hop Ié caa hd so.

(1) Truong hop hé so day du, hop 1€ thi tiép nhan hd so, c6 Phiéu hen, tra két qua cho ngudi cd yéu cau (néu
ngudi c¢6 yéu cau lya chon hinh thirc ndp ho so truc tiép) hoac giri ngay Phiéu hen, tra két qua qua_ thu dién tir
hoic guri tin nhin hen tra két qua qua dién thoai di dong cho ngudi ¢6 yéu cau (néu ngudi cé yéu cau lya chon
hinh thtrc ndp hd so truc tuyén), dong thoi chuyén hd so dé cong chire 1am cong tac ho tich xir 1.

Sau khi tiép nhan hd so theo hinh thirc nop truc tiép, can bo tiép nhan ho so tai Bo phan mot cira thuc
hién s6 hoa (sao chup, chuyén thanh tai liéu dién tir trén hé thong thong tin, co so dir ligu) va ky s6 vao tai liéu,
hd so giai quyét thi tuc hanh chinh da dugc sb hoa theo quy dinh.

(ii) Truong hop hd so chwa day di, hop 1¢ thi c6 thong bao cho ngudi yéu cau bd sung, hoan thién hd
s0, néu rd loai gidy to, ndi dung can bd sung dé ngudi ¢ yéu cau bd sung, hoan thién. Sau khi ho so dugc bd sung,
thyc hién lai budc (i);

(iii) Truong hop ngudi c6 yéu cau dang ky cham dit giam ho khong bd sung, hoan thién dugc hd so thi
béo cdo Truong b phan mot cira c6 thong bao tir chdi giai quyét yéu cau dang ky chim dut giam ho.

- Cong chirc tu phap - ho tich tham tra hd so (thdm tra tinh théng nhat, hop 1& cua cac thong tin trong hé so,
gidy 0, tai liéu do ngudi yéu ciu nop, Xuét trinh hodc dinh kém).

+ Truong hop hd so can bo sung, hoan thién hodc khong du diéu kién giai quyét, phai tir chéi thi g
thong bao vé tinh trang hd so téi Bo phan mot cira dé thong bao cho ngudi nop hd so — thuc hién lai budce (ii)
hoac (iii);

+ Truong hop can phai kiém tra, xac minh 1am rd hodc do nguyén nhan khac ma khong thé tra két qua
dung thoi gian da hen thi cong chirc 1am cong tac ho tich 1ap Phiéu xin 15i 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 B phan mot cira dé tra cho nguoi ¢6 yéu cu
(néu ngudi c6 yéu cau lya chon hinh thirc ndp hd so truc tiép), hoac giri Phiéu xin 15i va hen lai ngay tra két qua
qua thu dién tir hoac gui tin nhan qua dién thoai di dong cho ngudi ¢6 yéu cau (néu ngudi co yéu cau lya chon
hinh thtrc nop hd so truc tuyén).

+ Néu thay hd so day du, hop 18, dang quy dinh, trudng hop tiép nhan hd so ding ky chdm dit giam ho
theo hinh thirc tryc tiép, thi cong chirc tw phap - hg tich thuc hién viéc ghi vao S6 diang ky cham dit giam ho, cap
nhat thong tin dang ky chim dut giam ho va luu chinh thirc trén Phan mém dang ky, quan 1y ho tich dién tir dung
chung.

Truong hop tiép nhan hd so ding ky cham dit giam ho theo hinh thic tryc tuyén, cong chirc tu phap - ho
tich guri lai biéu mau Trich luc dang ky cham dut giam ho dién tir voi thong tin day dii cho nguoi yéu cau qua thur dién
tir hoac thiét  bi sb.

Ngudi yéu ciu co trach nhiém kiém tra tinh chinh xéac, day du cua cac thong tin trén biéu mau Trich luc
dang ky cham dirt giam ho dién tir va xac nhan (t6i da mot ngay).

Néu ngudi co yéu cau xac nhan thong tin da thong nhat, day du hodc khong co phan hdi sau thoi han
yéu cau thi cong chice tu phap - ho tich thuc hién viéc ghi noi dung vao Sé ding ky chdm dut giam ho, cap nhat
thong tin dang ky cham dat giam h¢ va luu chinh thic trén Phan mém dang ky, quan 1y ho tich dién tir dung
chung.

- Cong chire tu phap - ho tich in Tnch luc diing ky chim dirt giam hg, trinh Lanh dao UBND ky, chuyén Bo
phan mét cura tra két qua cho ngum ¢6 yéu cAu.

- Nguoi di ding ky chim dut giam hg kiém tra thong tin trén Trich luc dang ky cham dit giam ho, trong S6
dang ky dang ky chim dut giam ho, ky tén vao S6 dang ky chdm dit giam ho, nhan Trich lyc dang ky chim dirt giam
ho.

Cach thire thyc hién:



Nguoi ¢é yéu cau ding ky chim dut giam ho truc tiép thyc hién hodc uy quyén cho ngudi khac thuc
hién ndp hd so truc tiép tai Bo phan mot cira cia UBND cép xd hodc giri hd so qua hé thdng buu chinh hodc nop hd
so tryc tuyén trén Cong dich vu cong qudc gia (https:/dichvucong.gov.vn) hoic Céng dich vu cong cdp tinh
(https://dichvucong.---.gov.vn).

Thanh phin hé so:

- To khai dang ky chdm dut giam ho theo mau (néu ngudi co yéu cau lya chon ndp hd so theo hinh thirc trye
tiép);

- Biéu mau dién tir tuong tic ding ky cham dit giam ho (do ngudi yéu cau cung cép thong tin theo hudng
dan trén Céng dich vu cong, néu nguoi cd yéu cau lua chon ndp hd so theo hinh thire truc tuyén);

- Nguoi ¢6 yéu cau ding ky chdm dut giam hg thuc hién viéc ndp/xuat trinh (theo hinh thirc tryc tiép)
hodc tai 1én (theo hinh thirc truc tuyén) cac gidy to sau:

* Gidy to phdi ngp:

- Giéy to lam can it chAm dut giam ho theo quy dinh cua B luét Dan sy.

- Vin ban iy quyén theo quy dinh cua phap ludt trong truong hop iy quyén thuc hién viéc dang ky
cham dirt giam ho. Trudng hop nguoi duge ty quyén 1 éng, ba, cha, me, con, vo, chong, anh, chi, em rudt ctia
ngudi iy quyén thi vin ban ty quyén khong phai ching thuc.

* Gidy to' phdi xudt trinh:

Ho chiéu hodc Ching minh nhan dan hoac Thé cin cude cong dan hodc cac gidy to khac ¢ dan anh va
thong tin c4 nhan do co quan c6 thim quyén cép, con gia tri s dung dé chirng minh vé nhan than cua ngudi co
yéu cau dang ky chdm dut giam ho. Truong hop cac thong tin ca nhdn trong cic gidy to ndy dd co trong
CSDLQGVDC, CSDLHTPBT, dugc hé thong dién ty dong thi khong phai tai 1én (theo hinh thuc truc tuyén).

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

*Luuy

- Di vé6i gidy to ndp, xut trinh néu nguoi yéu cau ndp hd so theo hinh thirc truc tiép:

+ Nguoi tiép nhan co trach nhiém kiém tra, d6i chiéu véi thong tin trong to khai, chup lai hodc ghi lai
thong tin dé luu trong hd so va tra lai cho ngudi xuét trinh, khéng duge yéu cau ndp ban sao hodc ban chup gidy
to do.

+ Nguoi yéu cau dang ky ho tich co thé ndp ban sao chimg thyc tir ban chinh hodc ban sao dwoc cap tir
s6 gbc hodc ban chup kém theo ban chinh gidy to dé d6i chiéu. Truong hop ngudi yéu cau ndp ban chup kém
theo ban chinh gidy to thi nguoi tiép nhan c¢6 trach nhiém kiém tra, dbi chiéu ban chup voi ban chinh va ky xac
nhan, khéng dugc yéu cau nguoi di ding ky ndp ban sao gidy to do.

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

- Dbi vé6i gidy to giri kém theo néu ngudi yéu cdu ndp hd so theo hinh thire tryc tuyén:

+ Ban chup céc gidy t& giri kém theo hd so dang ky chim dit giam ho truc tuyén phai bao dam rd nét, ddy
du, toan ven vé ndi dung, 1a ban chup béng may anh, dién thoai hodc dugc chup, dugc quét béng thiét bi dién t, tir
gidly to duge cip hop 18, con gia tri sir dung.

+ Truong hop gidy to, tai liéu phai giri kém trong hé so ddng ky chdm dirt giam ho tryc tuyén da co ban sao
dién tir hodc da c6 ban dién tir gidy to ho tich thi nguoi yéu cau dugc st dung ban dién tir nay.

- Khi dén co quan dang ky ho tich nhan két qua (Trich luc dang ky chim dut giam ho/ban sao Trich luc ding
ky chim dit giam ho), ngudi 6 yéu cau dang ky chdm dit giam ho xuét trinh gidy to tuy than, ndp cac gidy to 1a
thanh phan hd so ding ky chim dut giam hé theo quy dinh phap luét ho tich.

- Gidy to do co quan c6 thAim quyén ciia nude ngodi cip, cong ching hodc xac nhan dé sir dung cho
viéc dang ky hd tich tai Viét Nam phai dugc hop phap héa lanh sy theo quy dinh cua phap luét, trir truong hop
duoc mién theo diéu wdc quéc té ma Viét Nam la thanh vién.

- Trudng hop ngudi cé yéu cau ding ky chim dut giam ho khong cung cdp duge gidy td néu trén theo
quy dinh hodc gidy to ndp, xuat trinh bi tdy xoa, stra chita, lam gia thi co quan dang ky ho tich c6 tham quyén
huy bo két qua dang ky chdm dut gidm ho.

S6 Irgng hd so: 01 bd

Thoi han giai quyét: 02 ngay 1am viéc.

Poi twgng thye hién thi tuc hanh chinh: C4 nhan, phap nhan.

Co quan thie hién thii tuc hanh chinh: Uy ban nhan dén cép xa noi da dang ky giam ho trudc day.

Co quan phéi hep: Co quan quan Iy CSDLQGVDC.

Két qua thwe hién thi tuc hanh chinh: Trich luc dang ky chim dat giam ho (ban chinh), ban sao
Trich luc ddng ky cham dut giam ho (truong hop yéu ciu cip ban sao Trich luc dang ky cham dut gidam ho).

Phi, I& phi: Mién I¢ phi.



- Phi ¢4p ban sao Trich luc dang ky chim dut giam ho (néu ¢ yéu cau) thuc hién theo quy dinh tai Thong

tu s6 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh.
Mau don, miu to khai:

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

+ Biéu mau dién tir trong tac dang ky chdm dut giam ho (néu nop hd so theo hinh thic tryc tuyén).

Yéu ciu, diéu kién thyc hién thii tuc hanh chinh: Khong c6

Can cw phap ly:

- Bo luat Dan sy nam 2015;

- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét mot s diéu va bién phéap
thi hanh Luat H6 tich;

- Nghi dinh s 87/2020/NB-CP ngay 28/7/2020 ctia Chinh phu quy dinh vé& Co s6 dit liu ho tich dién tu,
dang ky ho tich tryc tuyén;

- Nghi dinh s6 104/2022/NP-CP ngay 21/12/2022 ciia Chinh phii sira doi, bé sung mét sé diéu ciia cdc
nghi dinh lién quan deén viéc nop, xudt trinh s6 hg khau, sé tam tri gid'y khi thuc hi¢n thi tuc hanh chinh, cung
cap dich vu cong;

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

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 cta Bo trusng B Tu phap quy dinh chi tiét mot sb
diéu va bién phap thi hanh Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phi quy dinh vé Co so dir
liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cta Bo truong Bo Tai chinh quy dinh muc thu, ché d6
thu, nop, quan 1y va sir dung phi khai thac, sir dung théng tin trong co s dir liéu ho tich, phi xac nhan c¢6 qudc tich
Viét Nam, phi xéc nhan 1 nguoi goc Viét Nam, 1é phi quéc tich;

- Thong tu sb 85/2019/TT-BTC ngay 29/11/2019 cua Bo trueong Bo Tai chinh huéng dan vé phi va 16 phi
thudc tham quyén quyét dinh ciia Hoi ddng nhéan dén tinh, thanh phd tryc thuge Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo truong Bo Tai chinh sira d6i, bd sung mot sb
didu ctua Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ciia By Tai chinh huéng dan vé phi va 18 phi thudc
tham quyén quyét dinh cua Hoi dong nhan dan tinh, thanh phé tryc thugc Trung wong.

Ghi chii: Phan chir in nghiéng la ngi dung sira doi, bé sung, thay thé.
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Pé nghi co’ quan ding ky chAm dit vige giam hj giira:

Nguoi giam ho:
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Nguoi yéu ciu
(Ky, ghi ré ho, chit dém, tén)

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

Chu thich:

@ Ghi 13 tén co quan ding ky chdm dirt giam ho.
@ Ghi theo noi dang ky thuong tri, néu khong co noi dang ky thudng tra thi ghi theo noi dang ky tam
tri; truorng hop khong co6 noi dang ky thuong tri va noi dang ky tam tra thi ghi theo noi dang sinh song.
®) Ghi thong tin vé glay to tiiy than nhu: ho chiéu, chimg minh nhén dan hodc giay to hop I8¢ thay thé (vi
du: Chung minh nhan dan s6 001089123 do Cong an thanh pho Ha Noi cép ngay 20/10/2014).
% Ghi 15 tén co quan dang ky giam h trude day (s6, ngay thang nam dang ky).
5) Dé nghi danh dau X vao 6 néu c6 yéu cau cip ban sao va ghi rd sb luong.



15. Thi tuc thay ddi, cai chinh, bo sung thong tin h tich

Trinh tu thyc hién:

- Néu lya chon hinh thic ngp hd so truc tiép, nguoi c6 yéu cau dang ky thay ddi, cai chinh, bo sung thong tin
ho tich ngp hd so thay doi, cai chinh, b6 sung thong tin ho tich tai Bo phan mot cira cia UBND cap xa ¢ tham quyén;
nop 1 phi néu thude truang hop phai nop 1¢ phi thay doi, cai chinh, bd sung thong tin ho tich; ndp phi cap ban sao Trich
lyc thay ddi, cai chinh, bd sung thong tin hd tich néu c6 yéu cau cip ban sao Trich luc thay ddi, cai chinh, bo sung
thong tin ho tich.

- Néu lya chon hinh thic nop hd so truc tuyén, ngudi c¢6 yéu cau thay doi, cai chinh, bd sung thong tin ho
tich truy cap Cong dich vu cong qudc gia hoic Cong dich vu cong cap tinh, ding ky tai khoan (néu chua c6 tai
khoan), x4c thyc nguoi ding theo huéng dan, dang nhap vao hé thdng, xac dinh dung Uy ban nhan déan cép xi co
tham quyén.

Nguoi ¢6 yéu cau dang ky thay doi, cai chinh, bd sung thong tin ho tich truc tuyén cung cap thong tin theo
biéu miu dién tir twong tac thuc hién dang ky thay ddi, cai chinh, bd sung thong tin ho tich (cung cap trén Cong dich
vu cong), dinh kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; ndp phi, 1¢ phi thong qua chic
nang thanh toan truc tuyén hoac bang cach thirc khac theo quy dinh phép ludt, hoan tit viéc nop hd so.

- Cén b tiép nhan hd so tai Bo phan mot cira ¢6 trach nhiém kiém tra tinh chinh xac, day du, thong nhét,
hop 1& cua hd so.

(i) Truong hop hd so day du, hop 1¢ thi tiép nhan hd so; co Phiéu hen, tra két qua cho ngudi ¢6 yéu cau thay
ddi, cai chinh, bd sung théng tin ho tich (néu tiép nhan hd so b sung thong tin ho tich sau 15 gid) (néu ngudi c6 yéu cau
lyra chon hinh thtrc nop hd so truc tiép) hoac guri ngay Phiéu hen, tra két qua qua thu dién tir hodc giri tin nhan hen tra
két qua qua dién thoai di dong cho ngudi c6 yéu cau (néu ngudi co yéu cau lya chon hinh thirc nop hd so truc tuyén);
chuyén hé so dé cong chirc 1am cong tac ho tich xu 1y.

Sau khi tiép nhan ho so theo hinh thirc nop truc tiép, can bo tiép nhan hd so tai Bo phan mot cira thuc hién
s6 hoa (sao chup, chuyén thanh tai liu dién tir trén hé thdng thong tin, co so dir lidu) va ky s vao tai liéu, hd so gidi
quyét thii tuc hanh chinh da duoc sb hoa theo quy dinh.

(ii) Truong hop hd so chwa diy du, hop 18 thi c6 thong béo cho ngudi yéu ciu bd sung, hoan thién hd so,
néu rd loai gidy to, ndi dung can bd sung dé ngudi cd yéu cau bd sung, hoan thién. Sau khi hd so dugc b sung, thuc
hién lai budc (i);

(iii) Truong hop ngudi cé yéu cau ding ky thay dbi, cai chinh, bd sung thong tin ho tich khong bd sung,
hoan thién dugc hd so thi bao cao Truong bd phan mot cira 6 thdng bao tir chéi giai quyét yéu cau ding ky thay doi,
cai chinh, bd sung thong tin ho tich.

- Cong chirc tu phép - ho tich tham tra hd so (thdm tra tinh théng nhat, hop 1é cia cac thong tin trong hd so, gidy
t, tai lidu do ngudi yéu cau ndp, xuit trinh hodc dinh kém).

+ Truong hop hd so can bd sung, hoan thién hodc khong du diéu kién giai quyét, phai tir chdi thi giri thong
béo vé tinh trang ho so t6i Bo phan mot cira dé thong bao cho ngudi ndp hd so — thyc hién lai bude (i) hoac (iii);

+ Truong hop can phai kiém tra, x4c minh lam rd hodc do nguyén nhan khac ma khong thé tra két qua dung
thoi gian da hen thi cong chirc 1am cong tac ho tich 1ap Phiéu xin 131 va hen lai ngay tra két qua, trong d6 néu 16 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 ngudi co
yéu cau lya chon hinh thirc nop hd so truc tiép), hodc gui Phiéu xin 16i va hen lai ngay tra két qua qua thu dién tu
hogc gui tin nhin qua dién thoai di dong cho ngudi ¢6 yéu cau (néu ngudi ¢o yéu cau lya chon hinh thirc nop hd so
truc tuyén).

+ Néu thdy viéc thay d6i, cai chinh, bé sung thong tin ho tich 13 ¢6 co sé, phi hop vé6i quy dinh cua phap
luat dan sy va phép luat c6 lién quan, ho so ddy du, hop 1&, ding quy dinh, treong hop tiép nhan hd so dang ky thay doi,
cai chinh, bd sung thong tin ho tich theo hinh thuc truc tiép, thi cong chirc tu phap - ho tich thuc hién viéc ghi vao SO
dang ky thay ddi, cai chinh, bd sung thong tin ho tich, xac dinh lai dan toc, cap nhat thong tin ding ky thay ddi, cai
chinh, bd sung thong tin ho tich va lwu chinh thirc trén Phan mém dang k¥, quan 1y ho tich dién tir ding chung.

Truong hop tiép nhan hd so ding ky thay ddi, cai chinh, b6 sung thong tin ho tich theo hinh thic truc tuyén,
cong chtre tu phép - ho tich guri lai biéu mau Trich Iyc thay ddi/cai chinh/bd sung thong tin ho tich, xac dinh lai dan toc
dién tir voi thong tin ddy du cho ngudi yéu cau qua thu dién tir hoac thiét bi s6.

Nguoi yéu cau co trach nhiém Kiém tra tinh chinh x4c, day du cia cac thong tin trén biéu mau Trich luc thay
dbi/cai chinh/bd sung thong tin ho tich, xac dinh lai dan toc dién tir va xac nhan (t6i da mot ngay).

Néu nguoi c6 yéu cau xac nhan thong tin da thdng nhét, day du hodc khong cé phan hdi sau thoi han yéu
cau thi cong chirc tu phap - ho tich thuc hién viéc ghi ndi dung vao S6 ding ky thay ddi, cai chinh, bd sung thong tin
ho tich, xac dinh lai dan toc, cap nhat thong tin thay doi, cai chinh, bd sung théng tin ho tich va luu chinh thic trén
Phan mém ding ky, quan 1y ho tich dién tir dung chung.

- Cong chtrc tu phap - ho tich in Trich luc thay ddi/cai chinh/bd sung thong tin ho tich twong wng, trinh Lanh
dao UBND ky, chuyén Bo phan mot cura tra két qua cho nguoi ¢ yéu cau.



- Ngudi c6 yéu cau dang ky thay ddi, cai chinh, b sung thong tin h¢ tich kiém tra thong tin trén Trich lyc thay
dbi/cai chinh/bd sung thong tin ho tich, trong S6 ding ky thay dbi, cai chinh, bd sung thong tin ho tich, xac dinh lai
dan toc, ky tén vao S6 dang ky thay doi, cai chinh, bo sung thong tin ho tich, xac dinh lai dan toc, nhan Trich luc thay
doi/cai chinh/bd sung thong tin h tich.

Trudng hop thay ddi, cai chinh, b sung thong tin ho tich lién quan dén Giay khai sinh, Gidy ching nhan
két hon thi cong chirc tu phap - ho tich ghi noi dung thay doi, cai chinh ho tich vao Gidy khai sinh, Gidy ching nhan
két hon; bo sung thong tin ho tich vao muc twong tng va déng déu vao noi dung bd sung.

Trudng hop ding ky thay di, cai chinh ho tich khong phai tai noi ding ky ho tich truge day thi Uy ban
nhén dan cip xa phai thong bao bang vin ban kém theo ban sao trich luc h tich dén Uy ban nhéan dan noi ding ky ho
tich trudc day dé ghi vao S6 ho tich.

Trudng hop noi ding ky ho tich trude day 1a Co quan dai dién thi Uy ban nhan dan cdp xa phai théng bao
bang vin ban kém theo ban sao trich luc ho tich dén B Ngoai giao dé chuyén dén Co quan dai dién ghi vao S6 ho
tich.

Cach thuc thuc hién:

Ngudi ¢6 yéu cau dang ky thay doi, cai chinh, bd sung thong tin ho tich truc tiép thyc hién hodc uy quyén
cho nguoi khac thyc hién ndp hd so truc tiép tai BO phan mot ctra cia UBND cép xa hodc gui hd so qua h¢ théng buu
chinh hodc ndp ho so tryc tuyén trén Cong dich vu cong quéc gia (https:/dichvucong.gov.vn) hodc Cong dich vu cong cap
tinh (https://dichvucong.---.gov.vn).

Thanh phén hd so:

- T khai dang ky thay ddi, cai chinh, bo sung thong tin ho tich, xéc dinh lai dan toc theo mau (néu nguoi co
yéu cau lua chon nop hd so theo hinh thire truc tiép);

- Biéu méu dién tr tuong tac thyc hién dang ky thay doi, cai chinh, bd sung thong tin ho tich xac dinh lai
dan toc (do ngudi yéu cau cung cip thong tin theo hudng dan trén Cong dich vu cong, néu ngudi ¢6 yéu cau lya chon nop
h6 so theo hinh thire tryc tuyen)

- Nguoi ¢ yéu ciu dang ky thay ddi, cai chinh, bd sung thong tin ho tich thyc hién viéc ncf)p/xuét trinh (theo
hinh thtrc truc tiép) hodc tai 1én (theo hinh thirc truc tuyén) cac gidy to sau:

* Gidy to phdi ngp

- Gidy to 1am cin cir thay ddi, cai chinh, bd sung thong tin ho tich.

- Vin ban ty quyén theo quy dinh cta phéap luat trong truong hop ty quyén thuc hién viéc ding ky thay doi,
cai chinh, b6 sung thong tin ho tich. Trudng hop nguoi duge iy quyén 1a 6ng, ba, cha, me, con, vo, chong, anh, chi,
em rudt ctia ngudi ty quyén thi van ban ay quyén khong phai ching thuec.

* Gidy to' phdi xudt trinh

- Ho chiéu hoic Ching minh nhan dan hodc Thé cin cude cong dan hodc cac gidy to khac ¢é dan anh va
thong tin ¢4 nhan do co quan ¢6 tham quyén cép, con gi tri sir dung dé ching minh vé nhén than cia ngudi c6 yéu
cau dang ky thay ddi, cai chinh, bo sung thong tin ho tich. Truong hop cac thong tin c4 nhdn trong cac gidy to nay di co
trong CSDLQGVDC, CSDLHTDT, duoc hé thong dién ty dong thi khong phai tai 1én (theo hinh thirc tryc tuyén);

- Gidy to c6 gid tri Chwng minh thong tin vé cw trii trong treong hop co quan dang ky ho tich khéng thé
khai thac dwoc thong tin vé noi cuw trii cia cong dan theo cdc phwong thike quy dinh tal khodn 2 Piéu 14 Nghi
dinh s6 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phii. Truong hop cdc théng tin vé gidy to chimg minh noi
cw trii dd dwoc khai thac tir Co so dir liéu quéc gia vé ddn cu bang cac phirong thirc nay thi nguoi c6 yéu cau
khéng phai xudt trinh (theo hinh thirc truc tiép) hoac tai lén (theo hinh thirc truc tuyén).

Trudong hop guri hd so qua hé théng buu chinh thi phai giri kém theo ban sao c¢6 chung thuc cac gidy to phai
Xuét trinh néu trén.

*Luwuy

- Di vé6i gidy to ndp, xudt trinh néu ngudi yéu cau ndp hd so theo hinh thirc truc tiép:

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

+ Nguoi yéu cau ding ky ho tich co thé ndp ban sao ching thuc tir ban chinh hodc ban sao dugc cip tir s6
gbc hoidc ban chup kém theo ban chinh gidy to dé dbi chiéu. Truong hop ngudi yéu ciu ndp ban chup kém theo ban
chinh gidy to thi ngudi tiép nhan c6 trach nhiém kiém tra, ddi chiéu ban chup véi ban chinh va ky xéc nhéan, khong
dugc yéu cau nguoi di dang ky nop ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, du hd so ding ky ho tich theo quy dinh 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 ndp.

- D6i voi gidy to giri kém theo néu nguoi yéu cau ndp hd so theo hinh thire trye tuyén:

+ Ban chup cac gidy to giri kém theo hd so dang ky dang ky thay dbi, cai chinh, bd sung thong tin ho tich truc
tuyén phai bao dam rd nét, déy du, toan ven vé ndi dung, la ban chup bé“mg may anh, dién thoai hoac dugc chyp, dugc quét
bang thiét bi dién ti, tir gidy to duoc cap hop 18, con gia tri st dung.



+ Truong hop gidy to, tai lidu phai giri kém trong hd so dang ky dang ky thay doi, cai chinh, bo sung thong tin ho
tich truc tuyén da c6 ban sao dién tir hogc di c6 ban dién tir gidy to hd tich thi nguoi yéu cau duoc sir dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Trich luc thay ddi/cai chinh/ bo sung thong tin ho tich hozc
ban sao Trich luc thay ddi/cai chinh/bd sung thong tin ho tich), ngudi ¢ yéu cau dang ky thay doi, cai chinh, bo sung
thong tin ho tich xuat trinh gidy to tuy than, ndp cac gidy to 1a thanh phan ho so dang ky thay doi, cai chinh, bd sung
thong tin ho tich theo quy dinh phap luét ho tich.

- Gidy to do co quan c6 tham quyén cua nudc ngoai cap, cong ching hodc xac nhan dé sir dung cho viée
ding ky ho tich tai Viét Nam phai dugc hop phap hoa 1anh su theo quy dinh cua phap luat, trir trudng hop duoc mién
theo diéu wdc qudc té ma Viét Nam la thanh vién.

- Truong hop ngudi yéu cau ding ky c6 yéu cau dang ky thay doi, cai chinh, bd sung thong tin ho tich khong
cung cap dugc gidy to néu trén theo quy dinh hodc gidy to ndp, xuat trinh bi tdy x6a, sira chita, lam gia thi co quan
dang ky ho tich co tham quyén huy bo két qua dang ky thay ddi, cai chinh, bo sung théng tin h tich.

S6 lwong hé so: 01 bo

Thai han giai quyét:

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

- Ngay trong ngay lam viéc ddi voi yéu cau bo sung thong tin ho tich, truong hop nhan hd so sau 15 gio ma
khong giai quyét duoc ngay thi tra két qua trong ngay lam viéc tiép theo.

Poi twong thye hién thi tuc hanh chinh: C4 nhan

Co quan thwe hién tha tuc hanh chinh:

- Uy ban nhéan dan cp xi noi di ding ky ho tich trude day hodc Uy ban nhan dan cip xi noi cu tra cua
ngudi co yéu cdu c6 thim quyén giai quyét viéc thay ddi, cai chinh cho ngudi chwa du 14 tudi, bd sung ho tich cho
cong dan Viét Nam cu tri ¢ trong nudc.

- Uy ban nhan dén cip xa noi da ding ky khai tir trude day thuc hién viée cai chinh ndi dung diang ky khai
tur.

Co quan phéi hep: Co quan quan Iy CSDLQGVDC.

Két qua thue hién thii tuc hanh chinh: Trich luc thay d6i/cai chinh/b6 sung thong tin hd tich (ban chinh), ban
sa0 Trich luc thay dbi/cai chinh/bd sung thong tin ho tich (truong hop yéu cau cap ban sao Trich luc thay ddi/cai chinh/bo
sung thong tin ho tich).

Phi, I€ phi:

- Muc 1 phi cu thé do Hoi dong nhan dan tinh, thanh phd tryc thudc Trung wong quyét dinh.

- Mién 1& phi cho nguoi thude gia dinh ¢6 cong véi cach mang; ngudi thudc hd nghéo; nguoi khuyét tat.

- Phi c4p ban sao Trich luc dang ky thay déi/cai chinh/bd sung thong tin ho tich (néu ¢ yéu cau) thuc hién theo
quy dinh tai Thong tur s6 281/2016/TT-BTC ngay 14/11/2016 ctia Bo Tai chinh.

MAu don, miu to khai:

+ T khai diang ky thay ddi, cai chinh, bd sung théng tin ho tich, x4c dinh lai dan toc (néu nop hd so theo hinh
thurc truc tiép);

+ Biéu mau dién tir tuong tac thuc hién ding ky thay doi, cai chinh, bé sung thong tin ho tich, xac dinh lai
dan toc (néu nop hd so theo hinh thic tryc tuyén).

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

+ Viéc thay ddi ho, chit dém, tén cho ngudi dudi 18 tudi phai co sy dong ¥ ciia cha, me ngudi dé va duge
thé hién rd trong T khai; dbi véi nguoi tir du 9 tudi tro 1én thi con phai co sy dong ¥ cua ngudi do.

+ Viéc cai chinh ho tich chi dwoc giai quyét sau khi c6 di can cir dé xac dinh c6 sai sot do 13i cua cong chire
lam cong tac ho tich hodc clia nguoi yéu cau dang ky ho tich; khong cai chinh ndi dung trén gidy to ho tich da dugc
cép hop 1¢ nham hop thirc hoa thong tin trén h so, gidy to c4 nhan khac.

+ Gidy to ho tich quy dinh dé cip cho ca nhan theo quy dinh cua phép luat vé ho tich trude ngay 01/01/2016
(ngay Luat HO tich co6 hi¢u luc) co6 gié tri st dung ma khong phai bd sung thong tin ho tich con thiéu so v4i biéu mau
ho tich hién hanh.

+ Gidy to ho tich dwoc cip hop 16 ké tir ngay 01/01/2016 ma thong tin ho tich con thiéu thi duoc bd sung,
néu co6 gidy to, tai liéu do co quan, t6 chirc c6 thim quyén cap hop 18 chirng minh.

Yéu céu ghi bd sung quéc tich Viét Nam chi thuc hién dbi véi giéy td ho tich duogc cép ké tur ngay
01/01/2016, sau khi da xac dinh nguoi yéu cau dang co quéc tich Viét Nam theo quy dinh cia Luat Quéc tich Viét
Nam.

Can cw phap ly:

- Luat Ho tich nam 2014;

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



- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ctia Chinh phi quy dinh vé Co s¢ dit liéu h tich dién tir, dang ky
h tich truc tuyén;

- Ngh; dinh s6 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phii sita d6i, b6 sung mét sé diéu ciia cdc nghi
dinh lién quan d@én viéc nép, xudt trinh sé6 hg khau, sé tam tri giay khi thuc hién thi tuc hanh chinh, cung cap dich
Vu cong;

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

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 cua Bé truong Bo Tu phap quy dinh chi tiét mot sé diéu va
bién phap thi hanh Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ctia Chinh ph quy dinh vé Co sé dit liéu h¢ tich
dién tu, dang ky ho tich tryc tuyén;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cua Bo truong Bo Tai chinh quy dinh muc thu, ché do thu,
nop, quan 1y va str dung phi khai thac, sir dung thong tin trong co s dir liéu hd tich, phi xéc nhan ¢6 qudc tich Viét Nam,
phi x4c nhén 1a nguoi goc Viét Nam, 1é phi qudc tich;

- Théng tu s6 85/2019/TT-BTC ngay 29/11/2019 ctia B truong Bo Tai chinh huéng dan vé phi va 1¢ phi thudc
tham quyén quyét dinh ctua Hoi dong nhan dan tinh, thanh phd tryc thue Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cuia Bo truong Bo Tai chinh stra d6i, bd sung mot sé diéu
ctia Thong tu sb 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh huéng dan vé phi va 1¢ phi thugc tham quyén
quyét dinh cua Hoi ddng nhan dan tinh, thanh phd truc thudc Trung wong.

Ghi chii: Phan chir in nghiéng la ngi dung sira doi, bo sung, thay thé.
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Dé nghi cap ban sao”: Co |:| Khong D; s6 luong:........... ban®
Lam Qi .oocoovioiiiiiiiiie e, , NEAY oo thang .......... nam .......
Nguoi yéu ciu
(K, ghi ré ho, chir dém, tén)
Y kién cla ngudi duoc thay déi ho, chir dém, Y kién cta cha va me (néu thay déi ho, chir
tén (néu nguoi do tir da 9 tudi trd 1én); xac dinh dém, tén cho ngudi dudi 18 tubi)

lai dan téc (néu ngudi do6 tir dd 15 tudi dén
dudi 18 tusi)

) co quar ' ,
giay t0 hop 1¢ thay thé (V7 du: Chung minh nhan dan so 001089123 do Cong an thanh pho Ha Noi cap ngay
20/10/2004).
“ Ghi 16 noi dung loai viéc dé nghi dang ky.
Vi dy: thay d6i ho, tén/ cai chinh phan khai v& chit dém cua ngudi me/ xac dinh lai dan toc/ bd sung phan



khai vé nim sinh cia nguoi cha.

®) Ghi 15 loai viéc hé tich da dang ky trude day 6 lién quan.

Vi dy: Da dang ky khai sinh tai UBND xa Ha Hoi, huyén Thuong Tin, thanh phé Ha Noi ngay 05 thang 01

nam 2015, s6 10 quyén s6 01/2015.

® Ghi rd noi dung thay ddi, cai chinh ho tich, bd sung thong ho tich, xac dinh lai dan toc

Vi dy: - Pugc thay dbi ho tir Nguyén Vin Nam thanh Vii Vin Nam.

- Buogc cai chinh nam sinh tir 1975 thanh 1976
(' P¢ nghi danh dau X vao 6 néu c6 yéu cau cip ban sao va ghi rd sd lugng.



16. Thia tuc cp Gidy xac nhén tinh trang hon nhan

Trinh ty thuc hién:

- Néu lya chon hinh thirc ndp hd so truc tiép, ngudi co yéu cau cap Gidy xac nhan tinh trang hon nhan nop hd so
yéu cau cap Gidy xac nhan tinh trang hon nhén tai Bo phan mot cira cia UBND cép xa c6 tham quyén; nop 1¢ phi néu
thudc truong hop phai nop 1¢ phi cap Gidy xac nhén tinh trang hon nhan.

- Néu lya chon hinh thic ngp ho so truc tuyén, nguoi co yéu cau cp Gidy xac nhan tinh trang hon nhan truy
cap Cong dich vu cong qudc gia hoac Cong dich vu cong cap tinh, dang ky tai khoan (néu chua c6 tai khoan), xac
thue nguoi ding theo huéng dan, dang nhap vao hé thdng, xac dinh ding Uy ban nhan dan cip xa c6 tham quyén.

Ngudi co yéu cau cap Gidy xac nhan tinh trang hon nhén truc tuyén cung cip thong tin theo biéu miu dién tir
tuong tac cap Gidy xac nhén tinh trang hon nhéan (cung cap trén Cong dich vu cong), dinh kém ban chup hoic ban sao
dién tir cac gidy to, tai liéu theo quy dinh; nop phi, 18 phi théng qua chirc ning thanh toan tryc tuyén hoic bang cach
thirc khac theo quy dinh phép luét, hoan tit viéc nop  ho so.

- Can b tiép nhan ho so tai Bo phan mot cira ¢6 trach nhiém kiém tra tinh chinh xac, day du, thong nhat,
hop 1& cua hd so.

(i) Truong hop hd so day dua, hop 1¢ thi tiép nhan hd so; c6 Phiéu hen, tra két qua cho nguoi c6 yéu cau (néu
ngudi c6 yéu cau lya chon hinh thirc nop hd so tryc tiép) hodc giri ngay Phiéu hen, tra két qua qua thu dién tir hoic
giri tin nhan hen tra két qua qua dién thoai di dong cho ngudi ¢ yéu cau (néu ngudi c¢6 yéu cau lya chon hinh thirc
nop hd so truc tuyén); chuyén hd so dé cong chirc 1am cong tac ho tich xu 1y.

Sau khi tiép nhan hd so theo hinh thirc ndp tryuc tiép, can bo tiép nhan hd so tai B phan mot cira thuc hién
s6 hoa (sao chup, chuyén thanh tai liu dién tir trén hé thong thong tin, co so dir lidu) va ky s vao tai liéu, hd so gidi
quyét thu tuc hanh chinh di dwoc sé hoa theo quy dinh.

(ii) Truong hop hd so chwa diy du, hop 18 thi c6 thong béo cho ngudi yéu ciu bd sung, hoan thién hd so,
néu rd loai gidy to, ndi dung can bd sung dé ngudi cd yéu cau bd sung, hoan thién. Sau khi hd so dugc b sung, thuc
hién lai budc (i);

(iii) Néu ngudi c6 yéu cau cip Gidy xac nhén tinh trang hon nhan khong bd sung, hoan thién dwoc hd so thi
béo céo Truong bo phan tiép nhan hd so c6 vin ban tir chdi giai quyét yéu cau cap Gidy xéc nhan tinh trang hon nhan.

- Cong chire tur phéap - ho tich tham tra hd so (thim tra tinh thong nhat, hop 1é ciia cac thong tin trong ho so, gidy
to, tai li€u dinh kém).

+ Trudng hop hd so can bd sung, hoan thién hodc khong di diéu kién giai quyét, phai tir chdi thi giri thong
béo vé tinh trang ho so téi Bo phan mot cira dé thong bao cho ngudi nop hd so — thuc hién lai budc (i) hoac (iii);

+ 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 chirc 1am cong tac ho tich 1ap Phiéu xin 13i va hen lai ngay tra két qua, trong d6 néu 13 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 ngudi cd
yéu cau lya chon hinh thirc nop hd so truc tiép), hodc gui Phiéu xin 16i va hen lai ngay tra két qua qua thu dién tir
hoic giri tin nhin qua dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh thic nop hd so
truc tuyén).

* Truong hop ngudi yéu cau xac nhan tinh trang hon nhan di timg dang ky thuong tra tai nhidu noi khac
nhau thi ngudi d6 ¢6 trach nhiém ching minh vé tinh trang hon nhan ciia minh. Truong hop ngudi yéu cu khong
chimg minh duoc thi cong chirc tu phap - ho tich bao co Chu tich Uy ban nhan dan cp xa c6 van ban dé nghi Uy
ban nhan dén cdp xa noi nguoi d6 da timg dang ky thuong tra tién hanh kiém tra, xdc minh vé tinh trang hon nhan
Cta nguoi do.

Sau khi nhan dugc vin ban dé nghi, Uy ban nhan dan cép xd duoc yéu cau, tién hanh kiém tra, xic minh va
tra 161 bang van ban vé tinh trang hén nhan trong thoi gian thuong tri tai dia phuong ciia ngudi 6 yéu cau.

Néu két qua kiém tra, xac minh cho thdy ngudi yéu ciu c6 di diéu kién, viéc cip Gidy x4c nhan tinh trang hon
nhén 13 pht hop quy dinh phap luat hodc sau thoi han 20 ngay ké tir ngay giri van ban yéu cdu xac minh ma khong nhan
duoc van ban tra 10i thi cho phép ngudi yéu ciu cp Gidy xac nhén tinh trang hon nhan ¢6 vin ban cam doan vé tinh trang
hon nhan ctia minh.

* Truong hop nguoi yéu cau cap lai Gidy xac nhan tinh trang hon nhan dé két hon ma khong nop lai duoc
Gidy xac nhan tinh trang hon nhan da dwoc cip trude ddy, thi ngudi yéu cau phai trinh bay 16 1y do khong nop lai
duogc Gidy xac nhan tinh trang hon nhan. Trong thoi han 03 ngay lam viéc ké tir ngay tiép nhan ho so, co quan dang
ky ho tich co van ban trao d6i véi noi du dinh diang ky két hon trude ddy dé xac minh. Truong hop khong xac minh
duogc hoidc khong nhan dwoc két qua xac minh thi co quan dang ky ho tich cho phép ngudi yéu cau lap vin ban cam
doan Vé tinh trang hon nhén.

- Trudng hop tiép nhan ho so cip Gidy x4c nhén tinh trang hon nhén theo hinh thuc tryc tiép, sau khi hoan tat tha
tuc thi cong chirc tur phéap - h tich cap nhat théng tin xac nhan tinh trang hdn nhan va luu chinh thire trén Phan mém ding
ky, quan ly ho tich dién tir dung chung.



Trudng hop tiép nhan hd so xéc nhan tinh trang hon nhan theo hinh thic truc tuyén, cong chirc tu phap - ho tich
gri lai biéu mau Gidy x4c nhan tinh trang hon nhan dién tir véi thong tin day dii cho ngudi yéu cau qua thu dién tir hodc
thiét bi sd.

Ngudi yéu cau c6 trach nhiém kiém tra tinh chinh xac, ddy du cua cac thong tin trén biéu mau Gidy xac
nhan tinh trang hon nhan dién tir va xac nhan (t5i da mot ngay).

Néu nguoi c¢6 yéu cau xac nhan thong tin da thong nhét, day du hodc khong cé phan hdi sau thoi han yéu
cau thi cong chirc tur phép - ho tich cap nhat thong tin x4c nhan tinh trang hon nhéan va luu chinh thtc trén Phan mém
dang ky, quan 1y ho tich dién tir dung chung.

- Cong chirc tu phap - hg tich in Gidy xac nhan tinh trang hon nhan, trinh Lanh dao UBND ky, chuyén téi Bo phan
mot cira dé tra két qua cho ngu01 co yeu cau.

- Ngudi ¢6 yéu cu cap Gidy xac nhan tinh trang hon nhan Kiém tra thong tin trén Gidy xac nhan tinh trang hon
nhan, nhan Gidy xac nhan tinh trang hon nhén.

Cach thirc thuce hién:

Ngudi c6 yéu cau cip Gidy xac nhan tinh trang hon nhan truc tiép thuc hién hodc iy quyén cho nguoi khac
thuc hién ndp hd so truc tiép tai B phan mot ctra cia UBND cép xa hodc gui hd so qua h¢ théng buu chinh hodc ndp hd
so tryc tuyén trén Cdng dich vu cong qudc gia (https://dichvucong.gov.vn) hodc Cong dich vu cong cip tinh
(https://dichvucong.---.gov.vn).

Thanh phén hd so:

- To khai cap Gidy x4c nhan tinh trang hon nhan (néu ngudi co yéu cau lya chon nop hd so theo hinh thuc truc
tiép);

- Biéu miu dién tir twong tic cap Gidy xac nhan tinh trang hén nhan (do ngudi yéu cau cung cap thong tin
theo huéng dan trén Cong dich vu cong néu nguoi cb yéu cau lya chon nop hd so theo hinh thirc tryc tuyén).

- Nguoi cé yéu cau cép Giéy xac nhan tinh trang hon nhan thuc hién viéc n(f)p/xuét trinh (theo hinh thirc truc
tiép) hodc tai 1én (theo hinh thirc tryc tuyén) cac gidy to sau:

* Gidy to phdi ngp:

- Truong hop ngudi yéu cdu cap Gidy xac nhan tinh trang hén nhan da co vo hodc chdng nhung d ly hon
hodc nguoi vo/chong da chét thi phai xuét trinh (ban chinh) hodc ndp ban sao gidy td hop 1é dé chimg minh;

- Cong dan Viét Nam di ly hon, hay viéc két hon & nude ngoai thi phai ndp ban sao Trich luc ghi chii ly
hon.

- Truong hop ca nhan yéu cau cap lai Gidy xac nhan tinh trang hon nhan dé s dung vao muc dich khac
hoac do Giéy xac nhén tinh trang hon nhan da hét thoi han sit dung theo quy dinh thi phai np lai Giéy xac nhan tinh
trang hon nhan da dugc cap trude do.

- Vin ban 1y quyén theo quy dinh cta phép ludt trong trudng hop ty quyén thyuc hién viéc cap Gidy xac
nhan tinh trang hon nhan. Trudng hop nguoi dugc uy quyén 1a 6ng, ba, cha, me, con, vo, chéng, anh, chi, em rudt
clia ngudi tiy quyén thi vin ban Gy quyén khong phai ching thuc.

* Gidy to phdi xudt trinh:

- Ho chiéu hoic Ching minh nhan dan hodc Thé cin cude cong dan hodc cac gidy to khac ¢6 dan anh va
thong tin c4 nhan do co quan c6 tham quyén cép, con gi tri sir dung dé ching minh vé nhén than ciia ngudi c6 yéu
cau cap Gidy xac nhan tinh trang hon nhan. Trudng 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 thuc tryc tuyén);

- Gidy to c6 gid tri Chwng minh thong tin vé cw trii trong treong hop co quan dang ky hé tich khéng thé
khai thac dwoc thong tin vé noi cuw trii ciia cong dan theo cdc phwong thire quy dinh tal khodn 2 Diéu 14 Nghj
dinh s6 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phii. Truong hop cdc thong tin vé gidy to chimg minh noi
cu trii dd dwoc khai thac tir Co so dir ligu quéc gia vé ddn cu bang cac phirong thirc nay thi nguoi c6 yéu cau
khéng phdi xudt trinh (theo hinh thirc truc tiép) hodc tai lén (theo hinh thirc truc tuyén).

Trudong hop guri hd so qua hé théng buu chinh thi phai giri kém theo ban sao c¢6 chung thuc cac gidy to phai
XUAt trinh néu trén.

*Luuy
- Trudng hop yéu cau cip Gidy xac nhan tinh trang hon nhan dé sir dung vao muc dich két hon thi co quan
dang ky ho tich chi cap 01 ban cho ngu(‘)ri yéu cau.

- Tmorng hop yéu cau cap Gidy xac nhén tinh trang hon nhan dé st dung vao muc dlch khac, khong phai dé
dang ky két hon thi trong Glay xac nhan tinh trang hon nhan phai ghi & muc dich sir dung, s6 lwong Gidy xac nhan
tinh trang hon nhan dugc cép theo yéu ciu.

- Truong hop yéu cau cip Giay xac nhan tinh trang hon nhan dé két hon véi ngudi cung gidi tinh hodc két
hon véi nguodi nude ngoai tai Co quan dai dién nudc ngoai tai Viét Nam thi co quan ding ky ho tich tu chéi giai
quyét.

- D6i voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp ho so theo hinh thirc truc tiép:



+ Nguoi tiép nhan c6 trach nhiém kiém tra, d6i chiéu véi th()ng tin trong to khai, chup lai hoic ghi lai thong
tin dé luu trong hd so va tra lai cho ngudi xuat trinh, khong dugc yéu cau ndp ban sao hodc ban chup gidy to do

+ Nguoi yéu cau dang ky ho tich ¢6 thé nop ban sao chung thyuc tir ban chmh hodc ban sao dugc cip tir s6
gbc hodc ban chup kém theo ban chinh gidy to dé dbi chiéu. Truong hop ngudi yéu cau ndp ban chup kém theo ban
chinh gi?iy to thi nguoi tiép nhén ¢6 trach nhiém kiém tra, dbi chiéu ban chuyp v6i ban chinh va ky xac nhan, khong
dugc yéu cau nguoi di dang ky nop ban sao gidy to do.

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

- D6i voi gidy to giri kém theo néu nguoi yéu cau ndp hd so theo hinh thire trye tuyén:

+ Ban chup céc gidy to giri kém theo hd so cap Gidy xac nhan tinh trang hon nhan tryc tuyén phai bao dam 16 nét,
déy du, toan ven vé ndi dung, 1a ban chyp béng may anh, dién thoai hodc duogc chup, dugc quét béng thiét bi dién tir, tir
gidy to dugc cap hop 18, con gia tri sir dung.

+ Truong hop gidy to, tai liéu phai giri kém trong hd so cap Gidy xac nhén tinh trang hon nhan tryc tuyén da c6
ban sao dién tir hogc d4 ¢6 ban dién tir gidy to hd tich thi nguoi yéu cdu duge sir dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua, ngudi ¢6 yéu ciu cip Gidy xac nhan tinh trang hon nhan xuét
trinh gidy to tuy than, ndp cac gidy to 1a thanh phan hd so cp Gidy x4c nhan tinh trang hon nhan theo quy dinh phép luat
ho tich.

- Gidy td do co quan c6 tham quyén cua nudc ngoai cap, cong ching hodc xac nhan dé sir dung cho viée
ding ky ho tich tai Viét Nam phai dugc hop phap hoa lanh sy theo quy dinh ciia phap luat, trir truong hop duoc mién
theo diéu wdc qudc té ma Viét Nam la thanh vién.

- Trudng hop ngudi yéu cau cap Gidy xac nhan tinh trang hon nhan khong cung cip duogc gidy to néu trén
theo quy dinh hodc gidy to ndp, xuét trinh bi tiy xoa, stra chita, lam gia thi co quan ding ky ho tich c6 thim quyén
hiy bo két qua xac nhan tinh trang hon nhan.

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

Co quan dang ky h tich tir chdi giai quyét hodc dé nghi co quan ¢ thim quyén hay bo két qua dang ky ho tich,
néu ¢ co sd xac dinh ndi dung cam doan khong ding su that.

S6 lwong hé so: 01 b

Thoi han gidi quyét: 03 ngay 1am viéc; trudng hop phai xac minh thi thoi han giai quyét khong qua 23 ngay.

Poi twong thue hién thii tuc hanh chinh: Ca nhan

Co quan thuc hién tha tuc hanh chinh:

- Uy ban nhan dan cip xa noi ngudi yéu cau cap Gidy x4c nhan tinh trang hon nhan thudng tra.

- Truong hop ngudi yéu cau cap Gidy xac nhan tinh trang hon nhan khong c6 noi thuong tra nhung c6 ding
ky tam tra theo quy dinh cta phap luat vé cu tra thi Uy ban nhan dan cip xi noi tam tra thuc hién viéc cép Gidy xac
nhan tinh trang hon nhan.

Co quan ph01 hop: Co quan quan Iy CSDLQGVDC, Uy ban nhéan dan cap xa noi thuong tru trude day cua
nguoi yeu cau cap Gidy xac nhan tinh trang hon nhan (trudng hop ngudi yéu cau di thuong tra & nhiéu noi khac
nhau), Uy ban nhan dén noi dy dinh dang ky két hon trude day.

Két qua thye hién thii tuc hanh chinh: Gidy x4c nhan tinh trang hon nhan (ban chinh).

Lé phi:

- Miic 1é phi cy thé do Hoi dong nhan dan tinh, thanh phé truc thuoe Trung wong quyét dinh.

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

M4au don, miu to khai:

+ To khai cp Gidy xac nhan tinh trang hon nhan theo mau (néu nop ho so theo hinh thic tryc tiép);

+ Biéu mau dién tur trong tac cip Gidy xac nhan tinh trang hon nhan (néu nop hd so theo hinh thic truc tuyén).

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

Trudng hop yéu cau xac nhan tinh trang hon nhan nhim muyc dich két hon thi ngudi yéu cau phai dap tng
dt diéu kién két hon:

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

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

- Khong bi mét nang lyc hanh vi dan sy;

- Viéc két hon khong thudc mot trong céc trudng hop cAm két hon, gém:

+ Két hon gia tao, ly hon gia tao;

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

+ Ngudi dang cé vo, ¢ chéng ma két hon véi nguoi khac hodc chua c6 vg, chua cé chéng ma két hon voi
nguoi dang co chéng, co Vo,



+ Két hon giita nhitng nguoi cing dong mau vé tryc hé; giita nhitng ngudi c6 ho trong pham vi ba doi; giira
cha, me nudi vdi con nudi; gitta nguoi da tung la cha, me nudi vdi con nuodi, cha chéng v04i con dau, me vo véi con
ré, cha dugng véi con riéng cua vo, me ké voi con riéng ciia chong.

- Nha nudc khong thira nhdn hon nhan gitta nhitng nguoi cung gidi tinh.

Trudng hop yéu cau cap Gidy xac nhan tinh trang hon nhan dé sir dung vao muc dich khac, khong phai dé
dang ky két hon, thi ngudi yéu cau khong phai dap tmg diéu kién két hon.

Can ct phap ly:

- Luat Hon nhan va gia dinh nam 2014;

- Luat Ho tich nam 2014;

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

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

- Ngh; dinh s6 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phii Sita d6i, b6 sung mét sé diéu ciia cdc nghi
dinh lién quan dén viéc nép, xudt trinh sé6 ho khdu, sé tam trii giay khi thuc hién thi tuc hanh chinh, cung cap dich
Vu cong;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cta Bo truong Bo Tu phap quy dinh chi tiét thi hanh mot 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 truong Bo Tu phap quy dinh chi tiét mot s6 didu va
bién phap thi hanh Nghi dinh sé 87/2020/ND-CP ngay 28/7/2020 ctia Chinh phi quy dinh vé Co s dir liéu ho tich
dién tu, dang ky ho tich truc tuyén;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cia B truong B Tai chinh quy dinh muc thu, ché do thu,
nop, quan 1y va str dung phi khai thac, sir dung thong tin trong co s dir liéu hd tich, phi xac nhan ¢6 quéc tich Viét Nam,
phi xac nhan Ia ngudi gbe Viét Nam, I¢ phi quéc tich;

- Théng tu s6 85/2019/TT-BTC ngay 29/11/2019 ctia B truong Bo Tai chinh huéng dan vé phi va 1¢ phi thudc
tham quyén quyét dinh ciia Hoi dong nhan dén tinh, thanh phd tryc thuge Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cta B truong Bo Tai chinh sira d6i, bd sung mot sé diéu
ctia Thong tu sb 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh huéng din vé phi va 1& phi thugc tham quyén
quyét dinh cua Hoi dong nhan dan tinh, thanh phd tryc thugc Trung uong.

Ghi chii: Phan chir in nghiéng la ngi dung sira doi, bo sung, thay thé.
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Muc dich sir dung Gidy xac nhan tinh trang hon nhén: ) ettt ettt

Nguoi yéu ciu
(Ky, ghi ré ho, chit dém, tén)

Chui thich:

@) Ghi 13 tén co quan cap gidy XNTTHN.

@ Truong hop cong dan Viét Nam cu trii trong nudc thi ghi theo noi dang ky thudng tri, néu khong ¢6 noi dang ky
thuong tra thi ghi theo noi déang ky tam tru.

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

®) Ghi thong tin v& giy to tiy than nhu: ho chiéu, chimg minh nhan dan hoac gidy to hop 16 thay thé (vi du: Ching
minh nhan dan s6 001089123 do Cong an thanh phd Ha Noi cip ngay 20/10/2004).

@ péi voi cong dan Viét Nam cu trd 6 trong nudc thi ghi rd tinh trang hon nhéan hién tai: dang c6 vg hodc co
chéng; hodc chua dang ky két hon véi ai; hodc da dang ky két hon/da c6 vo hodc chéng, nhung da ly hon hoac nguoi kia
da chét.

D4i Vi nguoi dang c6 vo/chdng yéu ciu xac nhan tinh trang hon nhén trong thoi gian trude khi ding ky két hon thi
ghi: Trong thoi gian tir ngay. ..thang....nam....dén ngay....thang....nam....chua ding ky két hon véi ai; hién tai dang co



volchdng 1a ba/ong. .. (Gidy ching nhan két hon s6 ..., do ... cip ngdy...thang...nam).

D6i v6i cong dan Viét Nam cu trii & nude ngoai cd yéu ciu xac nhan tinh trang hon nhén trong thoi gian cu tri tai
Viét Nam trudc khi xuat canh; ngudi da qua nhidu noi thudng tra khéc nhau dé nghi xac nhén tinh trang hon nhan tai
noi thuong tra trude day thi khai vé tinh trang hon nhan cua minh trong thoi gian da thuong trii tai noi d6 (Vi du: Khong
dang ky két hon véi ai trong thoi gian cu trl tai ...eeeeceeeveeeeeeeeeeseeeeenseone, , tir ngay...... thang ..... ndm ......... dénngay ........
thang ....... nam ........ ).

Déi v6i cong dan Viét Nam dang cu trii & nude ngoai, cd yéu cau xac nhan tinh trang hon nhan trong thoi gian cu
tri & nude ngoai, thi khai vé tinh trang hon nhéan ciia minh trong thoi gian cu tra tai nude d6 (Vi du: trong thoi gian cu tri
tai CHLB buc tur ngay ....... thang ..... nam ....... dén ngay ........ thang ....... nam
quan Viét Nam tai CHLB buc).

®) Ghi rd muc dich sir dung Gidy x4c nhan tinh trang hon nhan. Truong hop sir dung Gidy xac nhén tinh trang hon
nhan dé két hon, thi phai ghi rd két hon véi ai (ho, chir dém, tén; ngay, thang, nam sinh; qudc tich; gidy to tily than; noi
cu tru); noi dy dinh dang ky két hon.

........ khong dang ky két hon vai ai tai Dai st



17. Thi tuc déing Ky lai khai sinh

Trinh tu thyc hién:

- Néu lya chon hinh thirc ngp hé so truc tiép, nguoi co yéu cau dang ky lai khai sinh nop hd so dang ky lai khai
sinh tai Bo phan mot cira cia UBND cap x c6 tham quyén; nop 1¢ phi néu thude trudng hop phai nop 18 phi dang ky lai
khai sinh; nop phi cip ban sao Gidy khai sinh néu c6 yéu cau cip ban sao Gidy khai sinh.

- Néu lya chon hinh thirc nop ho so truc tuyén, nguoi cé yéu cau ding ky lai khai sinh truy cap Cong dich
vu cong qudc gia hoic Cong dich vu cong cap tinh, dang ky tai khoan (néu chua c6 tai khoan), xac thuc ngudi ding
theo hudng din, dang nhap vao hé thong, xac dinh dang Uy ban nhan dan cap xa c6 thim quyén.

Nguoi ¢6 yéu cau dang ky lai khai sinh tryc tuyén cung cip thong tin theo biéu mau dién tir tuong tac ding
ky lai khai sinh (cung cap trén Cong dich vu cong), dinh kém ban chup hoac ban sao dién tir cac gidy to, tai liéu theo
quy dinh; nop phi, 1¢ phi théng qua chirc ning thanh toan truc tuyén hoic bang cach thirc khac theo quy dinh phap
luat, hoan tt viéc nop hd so.

- Can b tiép nhan ho so tai Bo phan mot cira ¢6 trach nhiém kiém tra tinh chinh xac, day du, thong nhat,
hop 1& cua hd so.

(1) Tru(‘yng hop hd so day du, hop 1€ thi tiép nhan hd so, c6 Phiéu hen, tra két qua cho nguoi co yéu cau (néu
ngudi c6 yéu cau lya chon hinh thirc ndp hd so tryc tiép) hodc gui ngay Phiéu hen, tra két qua qua thu dién tir hoac
gri tin nhan hen tra két qua qua dién thoai di dong cho ngudi c6 yéu cau (néu nguoi co yéu cau lya chon hinh thirc
nop hd so truc tuyén), dong thai chuyén hd so dé cong chire 1am cong tac ho tich xir 1y.

Sau khi tiép nhan hd so theo hinh thirc nop tryuc tiép, can bo tiép nhan hd so tai B phan mot cira thuc hién
s6 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 gidi
quyét tha tuc hanh chinh di duoc sé hoa theo quy dinh.

(ii) Truong hop hd so chwa diy du, hop 18 thi c6 thong béo cho ngudi yéu ciu bd sung, hoan thién hd so,
néu rd loai gidy to, ndi dung can bd sung dé ngudi cd yéu cau bd sung, hoan thién. Sau khi hd so dugc bo sung, thuc
hién lai budc (i);

(iii) Néu nguoi c6 yéu cau dang ky lai khai sinh khong bd sung, hoan thién duoc hd so thi bao cao Trudng
bo phan tiép nhan hd so c¢6 van ban tir chéi giai quyét yéu cau dang ky lai khai sinh.

- Cong chre tur phéap - ho tich tham tra hd so (thim tra tinh thong nhat, hop 1& clia cac thong tin trong ho so, gidy
t, tai lidu do ngudi yéu ciu ndp, xuét trinh hodc dinh kém).

+ Trudng hop hd so can bd sung, hoan thién hodc khong di diéu kién giai quyét, phai tir chdi thi giri thong
béo vé tinh trang ho so téi Bo phan mot cira dé thong bao cho ngudi nop hd so — thuc hién lai budc (i) hoac (iii);

+ 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 chirc 1am cong tac ho tich 1ap Phiéu xin 131 va hen lai ngay tra két qua, trong d6 néu 15 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 ngudi cd
yéu cau lya chon hinh thic nop hd so truc tiép), hoac gui Phiéu xin 15i va hen lai ngay tra két qua qua thu dién tir
hoic giri tin nhin qua dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh thic nop hd so
truc tuyén).

Truong hop viée dang ky lai khai sinh duoc thyuc hién tai Uy ban nhan dan cép xa khong phai noi ding ky
khai sinh truéc day thi cong chirc tu phap - hd tich bao cao Chu tich Uy ban nhan déan cp xa ¢ van ban dé nghi Uy
ban nhén dan cip xa noi dang ky khai sinh truéc day kiém tra, xac minh vé viéc luu giir s6 ho tich.

Sau khi nhan duoc vin ban dé nghi, Uy ban nhan dan noi da ding ky khai sinh truéc day tién hanh kiém tra,
xac minh va tra 101 bang vin ban vé viéc con luu giir hodc khong luu giir dwoc sé ho tich.

Trudng hop gidy to cia ngudi yéu cau dang ky lai khai sinh khong co thong tin chirng minh quan hé cha,
me, con thi co quan dang ky ho tich c¢6 vin ban dé nghi co quan cong an c6 thim quyén xac minh. Truong hop co
quan cong an tra 1oi khong c6 thong tin thi co quan ding ky ho tich cho ngudi yéu cau dang ky lai khai sinh lap vin
ban cam doan vé thong tin ctia cha, me va xac dinh ndi dung khai sinh theo vin ban cam doan.

Sau khi nhan dwoc két qua xac minh vé viéc khong con luu giit dwoc S6 ho tich tai noi da ding ky khai sinh
hoac sau thoi han 20 ngay ké tir ngay giri vin ban yéu cau xac minh ma khong nhan duoc van ban tra 10i, néu thay
viéc dang ky lai khai sinh chinh xac, dung quy dinh phap luat, hd so day du, hop I¢, dung quy dinh, truong hop tiép
nhan hd so ding ky lai khai sinh theo hinh thuc tryc tiép, thi céng chirc tu phap - ho tich thuc hién viéc ghi vao S6 ding ky
khai sinh, cap nhat thong tin dang ky lai khai sinh va lwu chinh thirc trén Phin mém dang ky, quan 1y h¢ tich dién tir ding
chung.

Truong hop tiép nhan hd so dang ky lai khai sinh theo hinh thuc truc tuyén, cong chirc tu phap - ho tich gui lai
biéu miu Gidy khai sinh dién tir vi thong tin dy du cho ngudi yéu ciu qua thu dién tir hodc thiét bi sb.

Nguoi yéu cau co trach nhiém kiém tra tinh chinh xac, day du cua céc thong tin trén biéu mau Gidy khai
sinh dién tir va xac nhan (tdi da mot ngay).

Néu nguoi c6 yéu cau xac nhén thong tin da thdng nhét, day du hodc khong c6 phan hdi sau thoi han yéu
cau thi cong chire tur phap - ho tich thyc hién viéc ghi ndi dung vao S6 ding ky khai sinh, cap nhat thong tin ding ky lai
khai sinh va luu chinh thirc trén Phan mém dang ky, quan 1y ho tich dién tir ding chung.



- Cong chirc tu phép - ho tich in Gidy khai sinh, trinh Lanh dao UBND ky, chuyén téi Bo phan mot cira dé tra két
qua cho ngudi co yéu cau.

- Ngudi ¢6 yéu cau dang ky lai khai sinh kiém tra thong tin trén Gidy khai sinh, trong S6 dang ky khai sinh va
ky tén vao S6 dang ky khai sinh, nhan Gidy khai sinh.

Cich thuc thuc hién:

Ngudi ¢6 yéu cau dang ky lai khai sinh truc tiép thuc hién hodc ty quyén cho nguoi khac thuc hién viée dang
ky lai khai sinh tai Bo phan mot cira cia UBND cap xa hodc giri ho so qua hé thong buu chinh hodc ndp hd so tryc tuyén
trén Cong dich vu cong qubc gia (https://dichvucong.gov.vn) hoic Cong dich vu cong cép tinh (https://dichvucong.---
.gov.vn).

Thanh phén hd so

- T khai dang ky lai khai sinh theo mau, trong d6 c6 cam doan ctia ngudi yéu cau vé viéc di nop dii cac gidy to
hién c¢6 (néu nguoi c6 yéu cau lya chon nop hd so theo hinh thirc truc tiép);

- Biéu mau dién tir tvong tac dang ky lai khai sinh, trong d6 c6 cam doan cac thong tin cung cap la ding sy
that, khong con ban chinh Gidy khai sinh, da nop dii cac gidy to hién c6 va chiu hoan toan trach nhiém trudc phap
luat vé ndi dung cam doan ciia minh (do ngudi yéu cau cung cap thong tin theo huéng dan trén Cong dich vu cong néu
ngudi ¢ yéu cau lya chon nop hd so theo hinh thirc truc tuyén).

- Ngudi ¢6 yéu cau ding ky lai khai sinh thuc hién viée ndp/xuat trinh (theo hinh thirc truc tiép) hodc tai 1én
(theo hinh thtre tryce tuyén) cac gidy to sau:

* Gidy to phdi ngp:

- Ban sao toan bd hd so, gidy to cia ngudi yéu cdu hodc hd so, gidy to, tai liéu khac trong d6 c6 thong tin
lién quan dén noi dung khai sinh, gdm:

+ Ban sao Gidy khai sinh do co quan c6 thdm quyén cta Viét Nam cip hop 18 (ban sao dwoc chirng thyc tir
ban chinh, ban sao dwoc cap tir SO ding ky khai sinh); Ban chinh hodc ban sao gidy to co gia tri thay thé Gidy khai
sinh duoc cép trude nam 1945 & mién Béc va trude ndm 1975 & mién Nam.

+ Trueong hop nguoi yéu cau khong cé gidy to néu trén thi phai nép ban sao gidy to do co quan, t6 chike c6
tham quyén cia Viét Nam cap hop 1é nhie: Gidy chitng minh nhan dan, Thé can cwéc cong dan hodc H chiéu; gidy
1o chitng minh vé noi cw trii; Bang tot nghiép, Gidy chimg nhéan, Chitng chi, Hoc ba, hé so hoc tdp do co quan c6
tham quyén cdap hodc xdc nhén; gidy to khdc cé théng tin vé ho, chit dém, tén, ngay, thang, nam sinh cia cd nhan.

Ngudi yéu cau diang ky khai sinh ¢ trach nhiém ndp ddy du ban sao cc gidy t& néu trén (néu cb) va phai
cam doan da nop du cac giéy to minh c6; chiu trach nhiém, hé qua cta viéc cam doan khong dung sy that.

- Truong hop ngudi yéu cu dang ky lai khai sinh 13 can bo, cong chire, vién chirc, nguoi dang cong tac
trong lyc lwong vii trang thi phai ¢6 vin ban xac nhan cta Thu truéng co quan, don vi vé viéc nhitng ndi dung khai
sinh ctia nguoi do gém ho, chit dém, tén; gidi tinh; ngay, thang, nam sinh; dan tdc; quéc tich; qué quan; quan hé cha
- con, me - con phi hop véi hod so do co quan, don vi dang quan 1y.

- Vin ban uy quyén theo quy dinh cta phap luét trong truong hop ty quyén thyuc hién viéc ding ky lai khai
sinh. Trudng hop nguoi dugc ty quyén la 6ng, ba, cha, me, con, vo, chéng, anh, chi, em rudt cia nguoi uy quyén thi
van ban ity quyén khong phai chimg thye.

* Gidy to' phdi xudt trinh:

- Ho chiéu hoic Ching minh nhan dan hodc Thé cin cudce cong dan hodc cac gidy to khac c6 dan anh va
thong tin ¢4 nhan do co quan c6 tham quyén cip, con gia trj st dung dé ching minh vé nhéan than cia nguoi c6 yéu
cau dang ky lai khai sinh. Truong hop cac thong tin ca nhan trong cic gidy to nay di c6 trong CSDLQGVDC,
CSDLHTDT, dugc hé thong dién tu dong thi khong phai tai 1én (theo hinh thirc tryc tuyén);

- Gidy to ¢6 gid tri Chng minh thong tin vé cu trii trong truong hop co quan dang ky hé tich khéng thé
khai thdc dwoc thong tin vé noi cu trii ciia cong dan theo cdc phuong thire quy dinh tal khodn 2 Diéu 14 Nghj
dinh s6 104/2022/NP-CP ngay 21/12/2022 ciia Chinh phi. Truong hop cdc théng tin vé gidy to ching minh noi
cw trii da dwoc khai thac tir Co sé dit ligu quéc gia vé ddan cu bang cdc phwong thire nay thi nguoi ¢é yéu cau
khéng phdi xudt trinh (theo hinh thirc truc tiép) hodc tai lén (theo hinh thirc truc tuyén).

Trudng hop guri hd so qua hé théng buu chinh thi phai giri kém theo ban sao co ching thuc cac gidy to phai
XUAt trinh néu trén.

*Luuy

- D6i voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp ho so theo hinh thire tryuc tiép:

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

+ Ngudi yéu ciu dang ky ho tich co thé ndp ban sao ching thuc tir ban chinh hodc ban sao dugc cz"'lp tlr 6
gdc hodc ban chup kém theo ban chinh gidy to dé ddi chiéu. Truong hop nguoi yéu cau ndp ban chup kém theo ban
chinh gidy t& thi ngudi tiép nhan 6 trach nhiém kiém tra, ddi chiéu ban chup vé6i ban chinh va ky x4c nhén, khong
duoc yéu cau ngudi di dang ky ndp ban sao gidy to do.



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

- Dbi vé6i gidy to giri kém theo néu ngudi yéu cau ndp ho so theo hinh thire truc tuyén:

+ Ban chup cac gidy to giri kém theo ho so ding ky lai khai sinh truc tuyén phai bao dam rd nét, day du, toan ven
vé ndi dung, 1a ban chup béng may anh, dién thoai hodc dugc chup, duge quét béng thiét bi dién tt, tix giéy to duoc cép
hop 1€, con gia tri st dung.

+ Truong hop gidy t0, tai liéu phai gii kém trong hd so dang ky lai khai sinh truc tuyén da c6 ban sao dién tir
hodc da ¢6 ban dién tir gi?iy to hd tich thi nguoi yéu cau dugc sit dung ban dién tir nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Gidy khai sinh/ban sao Gidy khai sinh), ngudi c6 yéu cau diang
ky lai khai sinh phai xuét trinh gidy to tuy than, ndp cac gidy to la thanh phan hd so dang ky lai khai sinh theo quy dinh
phap luat ho tich.

- Gidy to do co quan c6 tham quyén cua nude ngoai cap, cong ching hodc xac nhan dé sir dung cho viée
dang ky ho tich tai Viét Nam phai dugc hop phap hoa lanh su theo quy dinh cua phap luat, trir trudng hop dugc mién
theo diéu wdc qudc té ma Viét Nam la thanh vién.

- Trudong hop ngudi ¢6 yéu cau ding ky lai khai sinh khong cung cdp dugc gidy to néu trén theo quy dinh
hodc gidy to ndp, xuat trinh bi tiy x0a, stra chita, lam gia thi co quan ding ky ho tich c6 tham quyén hity bo két qua
dang ky lai khai sinh.

- Truong hop cho phép ngudi yéu cau dang ky ho tich 1ap van ban cam doan vé ndi dung yéu cau dang ky ho tich
thi co quan ding ky ho tich phai giai thich r& cho ngudi 1ap vin ban cam doan vé trach nhiém, hé qua phép 1y ciia viéc cam
doan khong dling su that.

Co quan dang ky ho tich tir chdi giai quyét hodc dé nghi co quan c6 thim quyén hay bo két qua dang ky ho tich,
néu c6 co s6 xac dinh ndi dung cam doan khong dung sur that.

S6 lwong hé so: 01 bo

Thoi han giai quyét: 05 ngay lam viéc. Truong hop phai ¢ vin ban xéc minh thi thoi han giai quyét khong qua
25 ngay.

Poi twong thye hién thi tuc hanh chinh: C4 nhan

Co quan thue hién thii tuc hanh chinh: Uy ban nhan dan cdp xa noi da ding ky khai sinh trugc ddy hodc
Uy ban nhan dan cip xi noi nguoi yéu cau dang ky lai khai sinh thudng tra.

Co quan phéi hop: Co quan quan Iy CSDLQGVDC; Uy ban nhén déan cdp xd noi nguoi yéu ciu dang ky
lai khai sinh da dang ky khai sinh trudc day trong truong hop thuc hién ding ky lai khai sinh tai Uy ban nhan dan
cAp x4 noi thuong tri; Co quan cong an c6 tham quyén.

Két qua thwc hién thi tuc hanh chinh: Gidy khai sinh (ban chinh); ban sao Gidy khai sinh (trudng hop
yéu cau cap ban sao Gidy khai sinh).

Phi, 1€ phi:

- Muc 1& phi cu thé do Hoi dong nhan dan tinh, thanh phd tryc thudc Trung wong quyét dinh.

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

- Phi cip ban sao Gidy khai sinh (néu c6 yéu cau) thuc hién theo quy dinh tai Thong tu s6 281/2016/TT-BTC
ngay 14/11/2016 cua Bo Tai chinh.

MAau don, mau to khai:

+ To khai ding ky lai khai sinh (néu ndp hd so theo hinh thuc tryc tiép);

+ Biéu mau dién tir twong tac dang ky lai khai sinh (néu nop hd so theo hinh thirc tryc tuyén).

Yéu ciu, diéu ki¢n thue hi¢n thi tuc hanh chinh:

- Viéc khai sinh d dugc ding ky tai co quan c6 thdm quyén cua Viét Nam trude ngay 01/01/2016 nhung S6
dang ky khai sinh va ban chinh Gidy khai sinh déu bi mat.

- Nguoi ¢6 yéu cau con séng vao thoi diém tiép nhan ho so.

Can cwr phap ly:

- Luat Ho tich nam 2014;

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

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cta Chinh phu quy dinh vé Co s¢ dit liéu ho tich dién tir, dang ky
h tich truc tuyén;

- Nghi dinh s6 104/2022/NB-CP ngay 21/12/2022 ciia Chinh phii sira d6i, bé sung mét sé diéu ciia cdc nghi
dinh lién quan @én viéc ngp, xudt trinh sé hé khau, sé tam tri gid'y khi thyc hién thi tuc hanh chinh, cung cap dich
Vu cong;

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



- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 ctia Bo truong Bo Tu phap quy dinh chi tiét mot s6 diéu va
bién phap thi hanh Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh phu quy dinh vé Co s& dir liéu ho tich
dién tu, dang ky ho tich tryc tuyén;

- Théng tu s6 09/2022/TT-BTP ngay 30/12/2022 ciia BG truong BG Tw phdp bdi bé mét sé néi dung tai cdc
Théng tu trong linh vuc tro givip phdp 1y, hé tich do Bé truong Bé Tu phap ban hanh;

- Théng tu s6 281/2016/TT-BTC ngay 14/11/2016 ciia Bo truong Bo Tai chinh quy dinh muc thu, ché db thu,
nop, quan 1y va str dung phi khai thac, sir dung thong tin trong co s dir liéu hd tich, phi xéc nhan ¢6 quc tich Viét Nam,
phi xac nhan 1a ngudi gbe Viét Nam, I¢ phi quéc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ciia Bo truong Bo Tai chinh hudng dan vé phi va 1é phi thudc
tham quyén quyét dinh ciia Hoi dong nhan dén tinh, thanh phd tryc thuge Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo truong Bo Tai chinh stra doi, b sung mot sé diéu
ctia Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh huéng dan vé phi va 1¢ phi thugc tham quyén
quyét dinh cua Hoi dong nhan dan tinh, thanh phd tryc thugc Trung uong.

Ghi chii: Phan chir in nghiéng la ngi dung sira doi, bé sung, thay thé.



CONG HOA XA HQI CHU NGHIA VIET NAM
Péoc 1ap - Tu do - Hanh phic

TO KHAI PANG KY LAI KHAI SINH
KNI @U@ oo

Ho, Chit d8m, 81 NEWOT YEU CAUS ...ovoveeieeeceeee ettt s et es st e st s et ns et s e nseneaees
NOT CU T @) oottt e e e e s s ee e es e es s nnenees

Quan hé Vi ngurai GUQCT KNAT SINN: .ottt b sae st eene e e nbe b nae
Pé nghi co quan ding ky lai khai sinh cho ngudi cé tén duéi day:

HOQ, CNIE @8I, T8INT ...ttt e bbbt b b e s e e e e bt e bt e b £ b e e bt e bt et et e b e e bt e bt e b e e e e b b nrens
Ngay, thang, nam sinh: ..........ccoceceviiieneneceeee, GHi DANG CREEL oo

L@ LTl 13T s TP P TSP
Ho, Chilt @M, t8I IO M@ ... ottt bbbt b b bt bt bt e b e e e e b et sb e e bt sb e eb e e e e b et nre b
Nam sinh: © oo Dan tdcC:.....cceeeennne QUABC TICN: oottt
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Ho, Chit d@€my, t8N MO CHA: ..o e b et b et bttt b e bt e e e et sne b
Nam sinh: © oo, Dan tdC:....cceeennne QUOBC TICN: oot

Da ding ky khai sinh tai: @ ..o
Gidy khai sinhsé: 7 ... ,quyénsd V... ngay ...... I [,
To6i cam dpan nhitng ndi dung khai trén day la dung su that va da ndp du cac gidy to hién cé. Téi chiu trach nhiém trudc
phap luat vé viéc cam doan clia minh.
Lamtai: ..., , NEAY woeeene. thang ......... nAM .............
Nguoi yéu ciu
(Ky, ghi 6 ho, chir dém, tén)

Dé nghi cp ban sa0®: Co |:| Khong (]

Chii thich:

@ Ghi 15 tén co quan diang ky lai khai sinh

@ Ghi theo noi ding ky thuong tra; néu khong c6 noi dang ky thuong tré thi ghi theo noi dang ky tam tri;
truong hop khong c6 noi dang ky thuong trii va noi déang ky tam tri thi ghi theo noi dang sinh song.

®) Ghi thong tin vé gidy to tuy than cua nguoi di dang ky, ghi r6’sé, co quan cp, ngay cap ho Chiéu; ching minh
nhan dan hodc giay to hop 1€ thay thé (Vi du: Chltng minh nhan dan s6 001089123 do Céng an thanh phd Ha Noi cap
ngay 20/10/2004).

@ Truong hop sinh tai co s¢' y té thi ghi 15 tén co so'y té va dia chi co so y té do; truong hop sinh ra ngoai co s¢'y
t¢ thi ghi dia danh cua 03 cap hanh chinh (x4, huy¢n, tinh) noi sinh ra; truong hop khong r noi sinh day du thi chi ghi dia
danh hanh chinh cap tinh.



©) Ghi ddy du ngay, thang sinh cua cha, me (néu co).
® Ghi tén co quan da dang ky khai sinh truge day.
() Chi khai trong trudng hop biét rd.
® P& nghi danh déu X vao 6 néu c6 yéu ciu cap ban sao va ghi rd sb lugng.



18. Thia tuc ding ky khai sinh cho ngudi da c6 ho so, giy to ca nhin

Trinh tu thyc hién:

- Néu lya chon hinh thirc nop hé so truc tiép, ngudi ¢o yéu cau dang ky khai sinh nop ho so dang ky khai sinh
tai Bo phan mot cira cia UBND cap xa c6 thim quyen ndp 1¢ phi néu thude truong hop phai ndp 1é phi dang ky khai sinh;
ndp phi cip ban sao Gidy khai sinh néu cé yéu cau cip ban sao Gidy khai Slnh

- Néu lya chon hinh thirc nop ho so truc tuyén, nguoi cé yéu cau ding ky khai sinh truy cap Cong dich vu
cong qudc gia hoac Cong dich vu cong cap tinh, dang ky tai khoan (néu chua c6 tai khoan), xac thuc ngudi dung theo
hudng din, dang nhap vao hé thong, xac dinh dung Uy ban nhan dan cp x c6 tham quyén.

Nguoi ¢6 yéu cau dang ky khai sinh truc tuyén cung cap thong tin theo biéu mau dién tir twong tac diang ky
khai sinh (cung céap trén Cong dich vu cong), dinh kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy
dinh; nop phi, 1¢ phi théng qua chirc ning thanh toan truc tuyén hozc bang cach thirc khac theo quy dinh phap luat,
hoan tat viéc nop hd so.

- Can b tiép nhan ho so tai Bo phan mot cira ¢6 trach nhiém kiém tra tinh chinh xac, day du, thong nhat,
hop 1& cua hd so.

(1) Tru(‘yng hop hd so day du, hop 1€ thi tiép nhan hd so, c6 Phiéu hen, tra két qua cho nguoi co yéu cau (néu
ngudi c6 yéu cau lya chon hinh thirc ndp hd so tryc tiép) hodc gui ngay Phiéu hen, tra két qua qua thu dién tir hoac
gri tin nhan hen tra két qua qua dién thoai di dong cho ngudi c6 yéu cau (néu nguoi co yéu cau lya chon hinh thirc
nop hd so truc tuyén), dong thai chuyén hd so dé cong chire 1am cong tac ho tich xir 1y.

Sau khi tiép nhan hd so theo hinh thirc ndp tryuc tiép, can b tiép nhan hd so tai B phan mot cira thuc hién
s6 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 gidi
quyét thu tuc hanh chinh da duoc sé hoa theo quy dinh.

(ii) Truong hop hd so chwa diy du, hop 18 thi c6 thong béo cho ngudi yéu ciu bd sung, hoan thién hd so,
néu rd loai gidy to, ndi dung can bd sung dé ngudi cd yéu cau bd sung, hoan thién. Sau khi hd so dugc bo sung, thuc
hién lai budc (i);

(iii) Truong hop ngudi ¢6 yéu cau ding ky khai sinh khong bo sung, hoan thién dugc hd so thi bao cao
Truong bd phan mot cira c6 thong bao tir chdi giai quyét yéu cau dang ky khai sinh.

- Cong chirc tu phap - ho tich tham tra hd so (thdm tra tinh thdng nhat, hop 1¢ ciia cac thong tin trong ho so, gidy
t, tai lidu do ngudi yéu ciu ndp, xuét trinh hodc dinh kém).

+ Trudng hop hd so can bd sung, hoan thién hodc khong di diéu kién giai quyét, phai tir chdi thi giri thong
béo vé tinh trang hd so t6i Bo phan tiép nhan hd so dé thong bao cho ngudi nop hd so — thuc hién lai budc (i) hodc
(iii);

+ Truong hop can phai kiém tra, x4c minh lam rd hodc do nguyén nhan khac ma khong thé tra két qua dung
thoi gian da hen thi cong chirc 1am cong tac ho tich 1ap Phiéu xin 131 va hen lai ngay tra két qua, trong d6 néu 15 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 ngudi cd
yéu cau lya chon hinh thirc nop hd so truc tiép), hodc guri Phiéu xin 16i va hen lai ngay tra két qua qua thu dién tu
hoic giri tin nhin qua dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh thirc nop hd so
truc tuyén).

Truong hop gidy to cia nguoi yéu cau dang ky khai sinh khong c6 thong tin chitng minh quan hé cha, me,
con thi co quan dang ky ho tich c6 van ban dé nghi co quan coéng an c¢6 tham quyén xac minh. Trudng hop co quan
cong an tra loi khong c6 thong tin thi co quan dang ky ho tich cho ngudi yéu cau ding ky khai sinh 1ap vin ban cam
doan vé thong tin cuia cha, me va xac dinh ndi dung khai sinh theo van ban cam doan.

+ Sau khi nhan duoc két qua xéc minh hozc sau thoi han 20 ngay ké tir ngay giri vin ban yéu cdu xac minh ma
khéng nhan dugc van ban tra 101, néu thdy hd so ddy du, hop 18, ding quy dinh, truong hop tiép nhan hd so ding ky khai
sinh theo hinh thuc tryuc tiép, thi cong chirc tw phap - ho tich thuc hién viéc ghi vao S6 dang ky khai sinh, cap nhat thong
tin dang ky khai sinh va luu chinh thirc trén Phdn mém ding ky, quan 1y ho tich dién tir dung chung.

Truong hop tiép nhan hd so ding ky khai sinh theo hinh thirc truc tuyén, cong chirc tw phap - ho tich giri lai biéu
mau Giay khai sinh dién tir vi thong tin day da cho ngudi yéu cau qua thu dién tir hoac thiét bi so.

Nguoi yéu cau co trach nhiém kiém tra tinh chinh xac, day du cua cac thong tin trén biéu mau Gidy khai
sinh dién tir va x4c nhan (t5i da mot ngay).

Néu nguoi ¢ yéu cau xac nhan théng tin da thong nhat, day du hodc khong co phan hoi sau thoi han yéu
cau thi cong chirc tu phap - ho tich thuc hién viéc ghi noi dung vao S6 dang ky khai sinh, cap nhat thong tin ding ky khai
sinh va luu chinh thire trén Phan mém dang ky, quan 1y ho tich dién tir dung chung.

- Cong chirc tir phép - ho tich in Gidy khai sinh, trinh Lanh dao UBND ky, chuyén ti Bo phan mot cira dé tra két
qua cho ngudi co yéu cau.

- Ngudi co yéu cau dang ky khai sinh kiém tra thong tin trén Gidy khai sinh, trong S6 dang ky khai sinh va ky tén
vao S6 dang ky khai sinh, nhan Gidy khai sinh.

Cach thic thuc hién:



Ngudi c6 yéu ciu dang ky khai sinh truc tiép thuc hién hodc Gy quyén cho ngudi khac thyuc hién ndp hd so
truc tiép tai BO phan mdt ctra cia UBND cép xa hodc guri hd so qua hé théng buu chinh hodc ndp hd so truc tuyén trén
Cdng dich vu cong qudc gia (https://dichvucong.gov.vn) hodc Cong dich vu cong cép tinh (https://dichvucong.---.gov.vn).

Thanh phén hd so:

- T khai ddng ky khai sinh theo mau (néu ngudi c6 yéu cu lya chon ndp hd so theo hinh thirc truc tuyén);

- Biéu mau dién tir twong tac ding ky khai sinh (do nguoi yéu cau cung cap thong tin theo hudng dan trén Cong
dich vu cong néu nguoi c6 yéu cau lya chon nop hd so theo hinh thuc tryuc tuyén).

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

* Gidy to' phdi nép:

- Vin ban cam doan ciia ngudi yéu cau vé viéc chua dugc ding ky khai sinh.

- Ban sao toan bg ho so, gidy to ciia ngwdi yéu cau hodc hé so, gidy to, tai liéu khdc trong dé cé thong tin
lién quan dén noi dung khai sinh, gom: Gidy chitng minh nhdn ddn, Thé cin cude cong ddan hodc Hé chiéu; gidy to
Chitng minh vé noi cuw trii; Bang tot nghiép, Gidy chimg nhdn, Chitng chi, Hoc ba, Ho so hoc tdp do co quan cé tham
quyén cdp hodc xdc nhdn; gidy to khdc c6 thong tin vé ho, chit dém, tén, ngdy, thang, nam sinh ciia cd nhan.

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

- Trudng hop ngudi yéu cau dang ky khai sinh 14 cn bg, cong chirc, vién chire, nguoi dang cong tac trong
luc Iuwgng vil trang thi phai co van ban xac nhan ciia Thi trudng co quan, don vi vé viéc nhitng ndi dung khai sinh
clia nguoi 6 gém ho, chit dém, tén; gidi tinh; ngay, thang, ndm sinh; dan tdc; qudc tich; qué quan; quan hé cha -
con, me - con pht hop véi hd so do co quan, don vi dang quan 1y.

- Vin ban iy quyén theo quy dinh ciia phap luat trong truong hop uy quyén thuc hién viéc dang ky khai
sinh. Trudng hop nguoi duge ty quyén la 6ng, ba, cha, me, con, vo, chéng, anh, chi, em rudt ciia nguoi uy quyén thi
van ban ity quyén khong phai chimg thye.

* Gidy to phdi xudt trinh:

- Ho chiéu hoic Ching minh nhan dan hodc Thé cin cude cong dan hodc cac gidy to khac ¢é dan anh va
thong tin ¢4 nhan do co quan ¢6 tham quyén cép, con gi tri sir dung dé ching minh vé nhén than cia ngudi ¢6 yéu
cau dang ky khai sinh. Truong hop cac thong tin c4 nhan trong cc gidy to nay di c6 trong CSDLQGVDC,
CSDLHTPDT, duogc hé théng dién ty dong thi khong phai tai 1én (theo hinh thic tric tuyén);

- Gidy to 6 gid tri ching minh théng tin vé cie trii trong trwong hop co quan dang ky hé tich khéng thé
khai thac dwoc thong tin vé noi cuw trii ciia cong dan theo cdc phwong thire quy dinh tai khodn 2 Piéu 14 Nghj
dinh s6 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phii. Truong hop cdc théng tin vé gidy to chimg minh noi
cw trii da dwoc khai thac tir Co sé dit liéu quéc gia vé ddan cuw bang cdc phwong thire nay thi nguoi cé yéu cau
khéng phdi xudt trinh (theo hinh thirc truc tiép) hodc tai lén (theo hinh thirc truc tuyén).

Truong hop guri hd so qua hé théng buu chinh thi phai giri kém theo ban sao c¢6 chung thuc cac gidy to phai
XUAt trinh néu trén.

*Luwuy

- Dbi vé6i gidy to ndp, xudt trinh néu ngudi yéu cau ndp hd so theo hinh thirc truc tiép:

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

+ Nguoi yéu cau dang ky ho tich c6 thé ndp ban sao chirng thyc tir ban chinh hodc ban sao dugc cap tir s6
gbc hodc ban chup kém theo ban chinh gidy t& dé dbi chiéu. Truong hop ngudi yéu cau ndp ban chup kém theo ban
chinh gidy to thi ngudi tiép nhan c6 trach nhiém kiém tra, ddi chiéu ban chup véi ban chinh va ky xéc nhéan, khong
dugc yéu cau nguoi di dang ky nop ban sao gidy to do.

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

- Di vé6i gidy to giri kém theo néu ngudi yéu cdu ndp hd so theo hinh thire tryc tuyén:

+ Ban chup cac gidy to giri kém theo hd so dang ky khai sinh truc tuyén phai bao dam 15 nét, diy du, toan ven vé
ndi dung, 1a ban chyp béng may anh, dién thoai hoac dugc chup, dugc quét bé’mg thiét bi dién tu, tir giéy to duoc cép hop
1€, con gia tri sir dung.

+ Trudng hop gidy to, tai liéu phai giri kém trong hd so dang ky khai sinh truc tuyén da c6 ban sao dién tir hodc
da co ban dién tir giéy to ho tich thi nguoi yéu cau dugc st dung ban dién tir nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Gidy khai sinh/ban sao Gidy khai sinh), ngudi c6 yéu cau dang
ky khai sinh phai xuét trinh gidy t& tuy than, ndp cac gidy to 1 thanh phan hd so ding ky khai sinh theo quy dinh phap luat
ho tich.



- Gidy to do co quan c6 thim quyén cua nude ngoai cp, cong chung hodc xac nhan dé s dung cho viéc
ding ky ho tich tai Viét Nam phai dugc hop phap hoa lanh su theo quy dinh ctia phép luat, trir trudng hop duge mién
theo diéu wdc qudc té ma Viét Nam la thanh vién.

- Trudng hop nguoi yéu cau dang ky khai sinh khong cung cap duoc gidy to néu trén theo quy dinh hoic
gidy tO ndp, xuit trinh bi tiy x6a, sira chita, lam gia thi co quan ding ky ho tich ¢6 thim quyén hity bo két qua dang
ky khai sinh.

- Truong hop cho phép ngudi yéu cau dang ky ho tich 1ap van ban cam doan vé ndi dung yéu cau dang ky ho tich
thi co quan ding ky ho tich phai gii thich r& cho ngudi 1ap van ban cam doan vé trach nhiém, hé qua phép 1y ciia viéc cam
doan khong dling sy that.

Co quan dang ky h tich tir chdi giai quyét hodc dé nghi co quan ¢ thim quyén huy bo két qua diang ky ho tich,
néu c6 co so xac dinh ndi dung cam doan khong dung sur that.

S6 lwong hé so: 01 bo

Thoi han giai quyét: 05 ngay lam viéc. Truong hop phai ¢6 vin ban xac minh thi thoi han giai quyét khong qua
25 ngay.

Poi twong thye hién thi tuc hanh chinh: C4 nhan

Co quan thie hién thii tuc hanh chinh: Uy ban nhan dén cép x3 noi ngudi yéu ciu cu tra.

Co quan phéi hep: Co quan quan Iy CSDLQGVDC, Uy ban nhan dan cp xa noi ngudi yéu cau dang ky
khai sinh cur tri trude day; Co quan cong an co tham quyén.

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

Phi, 1€ phi:

- Miic 18 phi cy thé do Hoi dong nhan dan tinh, thanh phé truc thuée Trung wong quyét dinh.

- Mién 1& phi cho nguoi thude gia dinh ¢6 cong véi cach mang; ngudi thudc hd nghéo; ngudi khuyét tat.

- Phi c4p ban sao Gidy khai sinh (néu c¢6 yéu cau) thuc hién theo quy dinh tai Thong tu s6 281/2016/TT-BTC
ngay 14/11/2016 cua Bo Tai chinh.

MAu don, miu to khai:

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

+ Biéu mau dién tir trong tac dang ky khai sinh (néu ngp ho so theo hinh thic truc tuyén).

Yéu ciu, diéu ki¢n thye hi¢n thi tuc hanh chinh:

Cong dan Viét Nam cu tra trong nudc, sinh trude ngay 01/01/2016, chua duoc dang ky khai sinh, c¢6 hd so,
gidy to ca nhan (ban chinh hodc ban sao duoc chimg thuc hop 18) nhu: gidy to tuy than; gidy to khac do co quan nha
nuée ¢6 thim quyén cua Viét Nam cép.

Can cir phap ly:

- Luat Ho tich nam 2014;

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

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cta Chinh phi quy dinh vé Co sé dit liéu h tich dién tur, dang ky
ho tich truc tuyén;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phii sira déi, bé sung mét sé diéu Cia cdc nghi
dinh lién quan d@én viéc nép, xudt trinh sé6 ho khdu, sé tam tri giay khi thuc hién thi tuc hanh chinh, cung cap dich
Vu cong;

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

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 ctia Bo truong Bo Tu phap quy dinh chi tiét mot s6 diéu va
bién phap 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 tu, dang ky ho tich truc tuyén;

- Théng tw s6 09/2022/TT-BTP ngay 30/12/2022 cia Bé truong B Tuw phdp bai bé mét sé néi dung tai cdc
Théng tu trong linh vuc tro giup phdp Iy, hé tich do Bg truong Bé Tw phdp ban hanh,

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cta Bo trusng Bo Tai chinh quy dinh mac thu, ché do thu,
nop, quan 1y va st dung phi khai thac, sir dung thong tin trong co s dir liéu hd tich, phi xac nhan ¢6 qudc tich Viét Nam,
phi xac nhan 1 ngudi gbe Viét Nam, I¢ phi quéc tich;

- Thong tu s 85/2019/TT-BTC ngay 29/11/2019 cta Bo truéng Bo Tai chinh huéng dan vé phi va 1¢ phi thudc
tham quyén quyét dinh cta Hoi dong nhan dan tinh, thanh ph tryc thuoe Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cta Bo truong Bo Tai chinh sira d6i, bd sung mot sé diéu
ctia Thong tu sb 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh huéng din vé phi va 1& phi thudc tham quyén
quyét dinh cua Hoi dong nhéan dan tinh, thanh phé truc thuoc Trung wong.

Ghi chii: Phan chit in nghiéng la ni dung sira déi, bo sung, thay thé.



CONG HOA XA HQI CHII NGHTA VIET NAM
Péoc 1ap - Tu do - Hanh phic

TO KHAI PANG KY KHAI SINH
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Pé nghi co quan ding ky khai sinh cho nguoi duéi day:
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Tb6i cam doan ndi dung dé nghi ding ky khai sinh trén day 1a dung su that, duoc su thoa thuan nhat tri cia cac bén lién
quan theo quy dinh phap luat.
T6i chiu hoan toan trach nhiém trudc phap luat vé ndi dung cam doan ciia minh.
Lamtai: ..........c.covvinnn. , BEAY e thang ......... NAM. ...
Nguoi yéu cau
(Ky, ghi 6 ho, chir dém, tén)

Dé nghi cdp ban sao®: Co D Khong []

Chui thich:

@ Ghi rd tén co quan dang ky khai sinh.

@ Ghi theo noi dang ky thuong tra; néu khong c6 noi dang ky thuong tra thi ghi theo noi dang ky tam tré;
truong hop khong c6 noi diang ky thuong tra va noi ding ky tam trii thi ghi theo noi dang sinh song.

®) Ghi thong tin vé gidy to tily than cia nguoi di diang ky, ghi 16 sb, co quan cép, ngay cap ho chiéu, ching
minh nhan dén hoic gidy to hop 18 thay thé (Vi du: Ching minh nhan dan s6 001089123 do Céng an thanh phd Ha Noi
cép ngay 20/10/2014).

® Truong hop sinh tai co s6'y té thi ghi & tén co sd'y té va dia chi tru s6 co s y té do.
Vi du: - Bénh vién Phu san Ha Noi, duong La Thanh, phuong Ngoc Khanh, quian Ba Pinh, Ha Noi



- Tramy té xd Pinh Bang, huyén Tir Son, tinh Bic Ninh.
Truong hop sinh ra ngoai co s6' y té thi ghi dia danh ciia 03 cip hanh chinh (x4, huyén, tinh), noi sinh ra.
Vi du: xa Pinh Bang, huyén Tir Son, tinh Bic Ninh.
®) Ghi ddy du ngay, thang sinh cua cha, me (néu co).

© P& nghi danh dau X vao 6 néu c6 yéu cau cAp ban sao va ghi rd s6 luong..



19. Thia tuc ding ky lai két hon

Trinh tu thyc hién:

- Néu lya chon hinh thirc ndp hd so truc tiép, ngudi co yéu cau dang ky lai két hon nop ho so ding ky lai két hon
tai BO phan mot cira cia UBND cap xa c6 tham quyén; nop 1¢ phi néu thuge truong hop phai nop 1é phi dang ky lai két
hon.

- Néu lya chon hinh thirc nop hd so truc tuyén, nguoi cé yéu cau dang ky lai két hon truy cap Cong dich vu
cong quéc gia hoic Cong dich vu cong cap tinh, dang ky tai khoan (néu chua c6 tai khoan), xac thuc ngudi dung theo
huéng din, dang nhap vao hé thong, xac dinh dung Uy ban nhan dan cap x c6 tham quyén.

Nguoi co yéu cau dang ky lai két hon truc tuyén cung cip thong tin theo biéu mau dién tir twong tac dang ky
lai két hon (cung cap trén Cong dich vu cong), dinh kém ban chup hoic ban sao dién tir cac gidy to, tai lidu theo quy
dinh; nop phi, 1¢ phi théng qua chirc ning thanh toan truc tuyén hozc bang cach thirc khac theo quy dinh phap luét,
hoan tat viéc nop hd so.

- Can b tiép nhan ho so tai Bo phan mot cira ¢6 trach nhiém kiém tra tinh chinh xac, day du, thong nhat,
hop 1& cua hd so.

(1) Tru(‘yng hop hd so day du, hop 1€ thi tiép nhan hd so, c6 Phiéu hen, tra két qua cho nguoi co yéu cau (néu
ngudi c6 yéu cau lya chon hinh thirc ndp hd so tryc tiép) hodc gui ngay Phiéu hen, tra két qua qua thu dién tir hoac
gri tin nhan hen tra két qua qua dién thoai di dong cho ngudi c6 yéu cau (néu nguoi co yéu cau lya chon hinh thirc
nop hd so truc tuyén), dong thai chuyén hd so dé cong chire 1am cong tac ho tich xir 1y.

Sau khi tiép nhan hd so theo hinh thirc ndp tryuc tiép, can bo tiép nhan hd so tai B phan mot cira thuc hién
s6 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 gidi
quyét tha tuc hanh chinh di duoc sé hoa theo quy dinh.

(ii) Truong hop hd so chwa diy du, hop 18 thi c6 thong bao cho ngudi yéu ciu bd sung, hoan thién hd so,
néu rd loai gidy to, ndi dung can bd sung dé ngudi cd yéu cau bd sung, hoan thién. Sau khi hd so dugc bo sung, thuc
hién lai budc (i);

(iii) Néu nguoi c6 yéu cau dang ky lai két hon khong bd sung, hoan thién dugc hd so thi bao cao Truong bo
phan tiép nhan hd so c6 van ban tir chéi giai quyét yéu cau ding ky lai két hon.

- Cong chre tur phéap - ho tich tham tra hd so (thim tra tinh thong nhat, hop 1& clia cac thong tin trong ho so, gidy
t, tai lidu do ngudi yéu ciu ndp, xuét trinh hodc dinh kém).

+ Trudng hop hd so can bd sung, hoan thién hodc khong di diéu kién giai quyét, phai tir chdi thi giri thong
béo vé tinh trang ho so téi Bo phan mot cira dé thong bao cho ngudi nop hd so — thuc hién lai budc (i) hoac (iii);

+ 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 chirc 1am cong tac ho tich 1ap Phiéu xin 131 va hen lai ngay tra két qua, trong d6 néu 13 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 ngudi cd
yéu cau lya chon hinh thic nop hd so truc tiép), hoac gui Phiéu xin 15i va hen lai ngay tra két qua qua thu dién tir
hoic giri tin nhin qua dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh thirc nop hd so
truc tuyén).

Truong hop viée dang ky lai két hon thuc hién tai Uy ban nhan dan cap xa khong phai noi da dang ky két
hén trude day thi cong chirc tu phap - ho tich bao cao Cha tich Uy ban nhan dan ¢6 vin ban dé nghi Uy ban nhan dan
noi ding ky két hon trude day kiém tra, xac minh vé viée luu giit s6 ho tich tai dia phuwong.

Sau khi nhan dugc vin ban dé nghi, Uy ban nhan dan noi da dang ky két hon truge day tién hanh kiém tra,
xac minh va tra 161 bang van ban vé viéc con luu gitt hodc khong luu giit duoc S6 ho tich.

+ Sau khi nhan duoc két qua xac minh v& viéc khong con luu giir duoc S6 hé tich tai noi da ding ky két hon hoic
sau thoi han 20 ngay ké tir ngdy giri viin ban yéu cau x4c minh ma khong nhan duge vin ban tra 10i, néu thiy hd so diy du,
hop 1¢, diing quy dinh, truong hop tiép nhan ho so dang ky lai két hon theo hinh thic truc tiép, thi cong chirc tw phap - ho
tich thuc hién viéc ghi vao S6 ding ky két hon, cap nhat thong tin dang ky lai két hon va luu chinh thic trén Phan mém
dang ky, quéan 1y ho tich dién tir dung chung.

Truong hop tiép nhan ho so dang ky lai két hon theo hinh thirc truc tuyén, cong chirc tu phap - ho tich gui lai
biéu mau Gidy ching nhan két hon dién tir voi thong tin day du cho ngudi yéu cau qua thu dién tir hogc thiét bi so.

Nguoi yéu cau co trach nhiém kiém tra tinh chinh x4c, day du cua cac thong tin trén biéu mau Gidy ching
nhan két hon dién tir va xac nhan (t6i da mot ngay).

Néu nguoi ¢ yéu cau xac nhan théng tin da thong nhat, day du hodc khong co phan hoi sau thoi han yéu
cau thi cong chirc tur phap - ho tich thuc hién viéc ghi vao S dang ky két hon, cap nhat thong tin ding ky lai két hon va
Iwu chinh thirc trén Phan mém ding ky, quan 1y ho tich dién tir dung chung.

- Cong chirc tu phap - h tich in Gidy chung nhan két hon, trinh Lanh dao UBND ky, chuyén téi B phan mot
cira dé tra két qua cho nguoi ¢ yéu cu.

- Ngudi co yéu cau ding ky lai két hon (hai bén nam, nit phai c6 mat, xuat trinh gidy to tuy than dé di chiéu)
kiém tra thong tin trén Gidy chimg nhan két hon, trong S6 ding ky 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 Gidy chiing nhan két hon.



Cach thuc thll'C hién:

Nguorl ¢6 yéu cau dang ky lai két hon thyc hlen nop hd so tryc tiép tai Bo phan mot cira cia UBND cap xa
hodc ndp hd so tryc tuyén trén Cong dich vu cong qubc gia (https:/dichvucong.gov. Vn) hodc Cong dich vu cong céap tinh
(https://dichvucong.---.gov.vn) (bén nam hodc bén nir c6 thé ndp hd so ma khong can c6 vin ban ty quyén cia bén
con lai).

Thanh phin hé so:

- T khai ddng ky lai két hon theo mau (néu nguoi c6 yéu cau lya chon nop hd so theo hinh thic tryc tiép);

- Biéu mau dién tir tuong tac dang ky lai két hon, trong d6 c6 cam doan cac thong tin cung cip 1a dung sy
that, khong con ban chinh Gidy chiang nhan két hon, di nop du cac gidy to hién co va chiu hoan toan trach nhiém
trudc phap luat vé noi dung cam doan ctia minh (do nguoi yéu cau cung cép thong tin theo hudng dan trén Cong dich vu
cong néu ngudi cb yéu cau hra chon nop hd so theo hinh thic tryc tuyén).

- Ngudi ¢6 yéu cau dang ky lai két hon thyc hién viéc nop/xuét trinh (theo hinh thire tryc tiép) hodc tai 1én
(theo hinh thire tryc tuyén) cac gidy to sau:

* Gidy to' phdi nép:

- Ban sao Gidy chung nhan két hon dugc cép trude day. Néu khong co ban sao Gidy ching nhan két hon thi
nop ban sao hd so, gidy to ca nhan c6 cac thong tin lién quan dén noi dung dang ky két hon.

* Gidy to' phdi xudt trinh:

- Ho chiéu hoic Chimg minh nhan dan hodc Thé cin cude cong dan hodc cac gidy to khac ¢6 dan anh va
thong tin ca nhan do co quan c¢6 thim quyén cp, con gié tri sir dung dé chirng minh vé nhan than cta ca hai bén ¢
yéu cau dang ky lai két hon. Truong hop céc thong tin ca nhan trong cac gidy to nay di c6 trong CSDLQGVDC,
CSDLHTPDT, dugc hé thong dién tu dong thi khong phai tai 1én (theo hinh thic tryc tuyén);

- Gidy tor chitng minh noi cie trii dé xdce dinh tham quyeén (néu viéc ddang ky lai két hon thuc hién tai Uy ban
nhén ddan cdp xa khongphal la noi déing ky két hén trude day) trong trueong hop co quan ding ky ho tich khéng thé
khai thac dwoc thong tin vé noi cuw trii Ciia cong dan theo cdc phwong thike quy dinh tal khodn 2 Piéu 14 Nghj
dinh s6 104/2022/NP-CP ngay 21/12/2022 ciia Chinh phii. Truong hop cdc théng tin vé gidy to ching minh noi
cw trii da dwoc khai thac tir Co sé dit liéu quéc gia vé dan cu bang cdc phwong thirc nay thi nguoi ¢é yéu cau
khéng phdi xudt trinh (theo hinh thirc truc tiép) hodc tai lén (theo hinh thirc truc tuyén).

*Luuy

- Dbi vé6i gidy to ndp, xudt trinh néu ngudi yéu cau ndp hd so theo hinh thirc truc tiép:

+ Nguoi tiép nhan co 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 ngudi xudt trinh, khong dugc yéu cau ndp ban sao hodc ban chup gidy to do.

+ Nguoi yéu cau ding ky ho tich c6 thé ndp ban sao chirng thyc tir ban chinh hodc ban sao dugc cap tir s6
gbc hodc ban chup kém theo ban chinh gidy to dé dbi chiéu. Truong hop ngudi yéu cau ndp ban chup kém theo ban
chinh gidy to thi nguoi tiép nhan c6 trach nhiém kiém tra, ddi chiéu ban chup voi ban chinh va ky xac nhan, khong
dugc yéu cau nguoi di diang ky nop ban sao gidy to do.

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

- Di vé6i gidy to giri kém theo néu ngudi yéu cau ndp hd so theo hinh thire tryc tuyén:

+ Ban chup cac gidy to giri kém theo hd so dang ky lai két hon truc tuyén phai bao dam rd nét, ddy du, toan ven
vé ndi dung, 1a ban chup b'fmg may anh, dién thoai hoac dugc chup, dugc quét b?mg thiét bi dién tir, tir giéy to duoc cép
hop 1€, con gia tri st dung.

+ Truong hop gidy to, tai liéu phai giri kém trong hd so ding ky lai két hon truc tuyén da c6 ban sao dién tir hodc
da c6 ban dién tir gidy to ho tich thi ngudi yéu cau duoc sir dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Gidy chiang nhan két hon), hai bén nam, nit c6 yéu cau diang ky
lai két hon xuit trinh gidy to tuy than, ndp cac gidy to 1a thanh phan hd so dang ky lai két hon theo quy dinh phap luat ho
tich.

- Gidy t& do co quan c6 thim quyén cua nudce ngoai cip, cong ching hodc xac nhan dé sir dung cho viée
ding ky ho tich tai Viét Nam phai dugc hop phap hoa lanh sy theo quy dinh ciia phap luat, trir truong hop duoc mién
theo diéu udc qudc té ma Viét Nam 1a thanh vién.

- Trudng hop ngudi yéu cau ding ky lai két hon khong cung cip dwoc gidy to néu trén quy dinh hoic gidy
t Nop, Xuét trinh bi tay x6a, stra chira, lam gia thi co quan dang ky ho tich c6 tham quyén hity bo két qua dang ky lai
két hon.

S6 lwgng hd so: 01 bd

Thoi han gidi quyét: 05 ngay 1am viée; trudng hop phai xac minh thi thoi han giai quyét khong qua 25 ngay.

Poi twong thue hién thii tuc hanh chinh: Ca nhan

Co quan thie hién thi tuc hanh chinh: Uy ban nhan dan cép x4 noi da dang ky két hon trude day hodc Uy
ban nhéan dan cép xa noi nguodi yéu cau thuong tro.



Co quan phéi hep: Co quan quan Iy CSDLQGVDC; Uy ban nhan dan noi ding ky két hon trude day trong
truong hop dang ky lai két hon tai Uy ban nhan dan cp xa noi nguoi yéu cau thuong tro.

Két qua thuc hién thi tuc hanh chinh: Gidy ching nhan két hon (ban chinh), mdi bén vo, chong 01 ban.

Lé phi:

- Miic 1é phi cy thé do Hoi dong nhan dan tinh, thanh phé truc thuée Trung wong quyét dinh.

- Mién 1& phi cho nguoi thudc gia dinh cé cong véi cach mang; ngudi thuoc hd nghéo; nguoi khuyét tat.

MAu don, miu to khai:

+ To khai dang ky lai két hon (néu nop ho so theo hinh thic truc tiép);

+ Biéu mau dién tir twong tac ding ky lai két hon (néu nop hd so theo hinh thirc truc tuyén).

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

- Viéce két hon da dugc dang ky tai co quan ¢ tham quyén cta Viét Nam truée ngay 01/01/2016 nhung S6
dang ky két hon va ban chinh Giéy chirng nhan két hon déu bi mat;

- Nguoi yéu cau dang ky lai két hon con sdng vao thoi diém tiép nhan hd so.

Can cw phap ly:

- Luat Hon nhan va gia dinh nam 2014;

- Luat Ho tich nam 2014;

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

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

- Ngh; dinh s6 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phii Sita d6i, b6 sung mét sé diéu ciia cdc nghi
dinh lién quan dén viéc nép, xudt trinh sé6 ho khdu, sé tam tri giay khi thuc hién thi tuc hanh chinh, cung cap dich
Vu cong;

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

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 ciia B truong Bo Tu phap quy dinh chi tiét mot sé didu va
bién phap thi hanh Nghi dinh sé 87/2020/ND-CP ngay 28/7/2020 cta Chinh phu quy dinh v& Co sé di liéu h¢ tich
dién tu, dang ky ho tich truc tuyén;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ctia B truong B Tai chinh quy dinh muc thu, ché do thu,
nop, quan 1y va st dung phi khai thac, sir dung thong tin trong co s dir liéu hd tich, phi xac nhan ¢6 quc tich Viét Nam,
phi x4c nhén 1 nguoi goc Viét Nam, 18 phi quéc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ciia Bo truong Bo Tai chinh hudng dan vé phi va 1é phi thudc
tham quyén quyét dinh ciia Hoi dong nhan dén tinh, thanh phd tryc thuge Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cta B truong Bo Tai chinh sira d6i, bd sung mot sé diéu
ctia Thong tu sb 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh huéng din vé phi va 1& phi thugc tham quyén
quyét dinh cua Hoi dong nhan dan tinh, thanh phd tryc thuoc Trung uong.

Ghi chii: Phan chir in nghiéng la ngi dung sira doi, bé sung, thay thé.
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Theo Gidy ching nhan két honsd: © ..., , Quyénsé: ® ... ...
Toi cam doan nhirng ndi dung khai trén day la ding su that va chiu trach nhiém trudc phéap luat vé cam doan cua minh.
Lamtai: ............ccooeivinin, NEAY eeveannn. thang ......... nam ...
Ngudi yéu ciu
(Ky, ghi ré ho, chit dém, tén)

Chaui thich:

@ Ghi 13 tén co quan dang ky lai két hon.

@ Ghi theo noi ding ky thuong tri; néu khong ¢6 noi dang ky thuong tra thi ghi theo noi dang ky tam tri;
truong hop khong ¢6 noi dang ky thuong trii va noi dang ky tam tri thi ghi theo noi dang sinh séng.

®) Ghi thong tin vé gidy to tiry than nhu: ho Chiég, ching minh nhan dan hoic gidy to hop 1é thay thé (vi du:
Chirng minh nhan dén s6 001089123 do Cong an thanh pho Ha N§i cap ngay 20/10/2004).

“) Ghi 13 tén co quan da dang ky két hon trude day.

®) Chi khai trong truong hop biét r3.

© pé nghi danh diu X vao 6 néu c6 yéu cau cap ban sao va ghi rd sb luong.



20. Thi tuc dang ky lai khai tir

Trinh tu thyc hién:

- Néu lya chon hinh thirc nép hd so truc tiép, ngudi c6 yéu cau dang ky lai khai tir nop ho so dang ky lai khai tir
tai Bo phan mot cira cia UBND cap xa c6 tham quyen nop 18 phi néu thudc truong hop phai nop ¢ phi dang ky lai khai
tir; nop phi cap ban sao Trich luc khai tir néu ¢ yéu cau Cap ban sao Trich luc khai tr.

- Néu lya chon hinh thirc nop ho so truc tuyén, nguoi c6 yéu cau dang ky lai khai tir truy cap Cong dich vu
cong quéc gia hoic Cong dich vu cong cap tinh, dang ky tai khoan (néu chua c6 tai khoan), xac thuc ngudi dung theo
hudng din, dang nhap vao hé thong, xac dinh dung Uy ban nhan dan cp x c6 tham quyén.

Ngudi ¢6 yéu cau ding ky lai khai tir truc tuyén cung cip thong tin theo biéu mau dién tir twong tac dang ky
lai khai tir (cung cép trén Cong dich vu cong), dinh kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy
dinh; nop phi, 1& phi théng qua chirc ning thanh toan truc tuyén hoic bang cach thirc khac theo quy dinh phap luat,
hoan tat viéc nop hd so.

- Can b tiép nhan ho so tai Bo phan mot cira ¢6 trach nhiém kiém tra tinh chinh xac, day du, thong nhat,
hop 1& cua hd so.

(1) Tru(‘yng hop hd so day du, hop 1€ thi tiép nhan hd so, c6 Phiéu hen, tra két qua cho nguoi co yéu cau (néu
ngudi c6 yéu cau lya chon hinh thirc ndp hd so tryc tiép) hodc gui ngay Phiéu hen, tra két qua qua thu dién tir hoac
gri tin nhan hen tra két qua qua dién thoai di dong cho ngudi c6 yéu cau (néu nguoi co yéu cau lya chon hinh thirc
nop hd so truc tuyén), dong thai chuyén hd so dé cong chire 1am cong tac ho tich xir 1y.

Sau khi tiép nhan hd so theo hinh thirc nop tryuc tiép, can bo tiép nhan hd so tai B phan mot cira thuc hién
s6 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 gidi
quyét tha tuc hanh chinh di duoc sé hoa theo quy dinh.

(ii) Truong hop hd so chwa diy du, hop 18 thi c6 thong béo cho ngudi yéu ciu bd sung, hoan thién hd so,
néu rd loai gidy to, ndi dung can bd sung dé ngudi cd yéu cau bd sung, hoan thién. Sau khi hd so dugc bo sung, thuc
hién lai budc (i);

(iii) Néu nguoi ¢6 yéu cau dang ky lai khai tir khong bo sung, hoan thién duoc hd so thi bao cao Truong bo
phan tiép nhan hd so c¢6 van ban tir chi giai quyét yéu cau ding ky lai khai tr.

- Cong chre tur phéap - ho tich tham tra hd so (thim tra tinh thong nhat, hop 1& clia cac thong tin trong ho so, gidy
t, tai lidu do ngudi yéu cAu ndp, xuét trinh hodc dinh kém).

+ Trudng hop hd so can bd sung, hoan thién hodc khong di diéu kién giai quyét, phai tir chdi thi giri thong
béo vé tinh trang ho so téi Bo phan mot cira dé thong bao cho ngudi nop hd so — thuc hién lai budc (i) hoac (iii);

+ 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 chirc 1am cong tac ho tich 1ap Phiéu xin 131 va hen lai ngay tra két qua, trong d6 néu 13 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 ngudi cd
yéu cau lya chon hinh thirc nop hd so truc tiép), hodc gui Phiéu xin 16i va hen lai ngay tra két qua qua thu dién tir
hoic giri tin nhin qua dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh thirc nop hd so
truc tuyén).

+ Néu thay thong tin khai tir diy dii va phu hop, hd so day du, hop 1¢, dung quy dinh, truong hop tiép nhan hd
so dang ky lai khai tir theo hinh thirc tryc tiép, thi cong chire tu phap - ho tich thyc hién viéc ghi vao S6 dang ky khai tir,
cap nhat thong tin dang ky lai khai tir va Iuu chinh thirc trén Phan mém dang k¥, quan Iy ho tich dién tir ding chung.

Truong hop tiép nhan ho so dang ky lai khai tir theo hinh thuc tryc tuyén, cong chirc tw phap - ho tich giri lai biéu
mau Trich luc khai tir dién tir voi thong tin day da cho ngudi yéu cau qua thu dién tir hoac thiét bi sb.

Ngudi yéu cdu 6 trach nhiém kiém tra tinh chinh xéac, ddy du cua cac thong tin trén biéu mau Trich luc khai
tir dién tir va x4c nhan (t6i da mot ngay).

Néu nguoi ¢ yéu cau xac nhan théng tin da thong nhat, day du hodc khong co phan hoi sau thoi han yéu
cau thi cong chire tu phap - ho tich thuc hién viéc ghi noi dung vao S6 diang ky khai tir, cap nhat thong tin ding ky lai
khai tir va luu chinh thirc trén Phan mém ding ky, quan 1y ho tich dién tir dung chung.

- Cong chirc tu phap - ho tich in Trich luc khai tu, trinh Lanh dao UBND ky, chuyén ti Bo phan mot cira dé tra
két qua cho ngudi ¢ yéu cau.

- Ngudi ¢6 yéu cau dang ky lai khai tir kiém tra thong tin trén Trich luc khai tir, trong S6 ding ky khai tir va ky tén
vao S6 dang ky khai tir, nhan Trich lyc khai ti.

Cach thic thuc hién:

Ngudi ¢6 yéu ciu ding ky lai khai tir true tiép thue hién hodc iy quyén cho ngudi khéc thyc hién viée ding
ky lai khai tr tai B phan mdt ctra cia UBND cép xa hodc gui hd so qua hé théng buu chinh hodc ndp hd so truc tuyén
trén Cong dich vu cong quic gia (https:/dichvucong.gov.vn) hodc Cdng dich vu cong cép tinh (https:/dichvucong.---
.gov.vn).

Thanh phén hd so:

- To khai ding ky lai khai tir theo mau (néu ngudi co yéu cau lya chon nop hé so theo hinh thirc tryc tiép);



- Biéu miu dién tir twong tic dang ky lai khai tir, trong d6 c6 cam doan céc thong tin cung cap la dung su
that, khong con ban chinh Gidy chung tir/Trich luc khai tir, da nop du cac gidy to hién co va chiu hoan toan trach
nhiém trudc phap luat vé ndi dung cam doan ctia minh (do ngudi yéu cau cung cip thong tin theo huéng din trén Cong
dich vy cong néu nguoi c6 yéu cau lya chon nop hd so theo hinh thuc tryuc tuyén).

- Nguoi ¢6 yéu cau ding ky lai khai tir thyc hién viéc ndp/xuét trinh (theo hinh thirc tryc tiép) hodc tai 1én
(theo hinh thire tryc tuyén) cac gidy to sau:

* Gidy to' phdi nép:

- Ban sao Gidy ching tir trudc day dugc cap hop 16. Néu khong c6 ban sao Gidy ching tir trude day dugc
cép hop 1é thi ndp ban sao hd so, gidy to lién quan c6 ndi dung ching minh su kién chét.

- Vin ban uy quyén theo quy dinh ctia phap luét trong truong hop ty quyén thuc hién viéc dang ky lai khai
tir. Truong hop nguoi duoce iy quyén 1a 6ng, ba, cha, me, con, vo, chong, anh, chi, em rudt cia ngudi iy quyén thi
van ban Gy quyén khong phai chimg thyec.

* Gidy to' phdi xudt trinh:

- Ho chiéu hoic Ching minh nhan dan hodc Thé cin cude cong dan hodc cac gidy to khac ¢6 dan anh va
thong tin ¢4 nhan do co quan c6 tham quyén cip, con gia tri st dung dé ching minh vé nhéan than ciia nguoi c6 yéu
cau dang ky lai khai to. Truong hop cac thong tin ca nhén trong cic gidy to nay di co trong CSDLQGVDC,
CSDLHTPDT, dugc hé thong dién tu dong thi khong phai tai 1én (theo hinh thic tryc tuyén).

Trudong hop guri hd so qua hé théng buu chinh thi phai giri kém theo ban sao c¢6 chuing thuc cac gidy to phai
Xuét trinh néu trén.

*Luuy

- Dbi vé6i gidy to ndp, xut trinh néu nguoi yéu cau ndp hd so theo hinh thirc truc tiép:

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

+ Nguoi yéu cau diang ky ho tich ¢6 thé nop ban sao ching thuc tir ban chinh hodc ban sao dugc céap tir s6
gbc hodc ban chup kém theo ban chinh gidy t& dé dbi chiéu. Truong hop ngudi yéu ciu ndp ban chup kém theo ban
chinh gidy t& thi nguoi tiép nhan c6 trach nhiém kiém tra, ddi chiéu ban chup voi ban chinh va ky x4c nhan, khong
dugc yéu cau nguoi di dang ky ndp ban sao gidy to do.

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

- Di v6i gidy to giri kém theo néu ngudi yéu cau ndp hd so theo hinh thirc truc tuyén:

+ Ban chup cac gidy to giri kém theo hd so dang ky lai khai tir tryre tuyén phai bao dam rd nét, day du, toan ven
vé ndi dung, 1a ban chyp béng may anh, dién thoai hodc dugc chup, dugc quét béng thiét bi dién tt, tix giéy to dugce cép
hop 1€, con gia tri st dung.

+ Trudng hop gidy t0, tai liéu phai giri kém trong hd so dang ky lai khai tir truc tuyén di c6 ban sao dién tir hodc
da co ban dién tir gidy t& ho tich thi ngudi yéu cau duoc sir dung ban dién tir nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Trich luc khai tir/ban sao Trich luc khai tir), ngudi c6 yéu cau
dang ky lai khai tir phai xuat trinh gidy to tuy than, ndp cac gidy to 1a thanh phan hd so ding ky lai khai tir theo quy dinh
phap luat ho tich.

- Gidy to do co quan c6 tham quyén cta nudc ngoai cap, cong ching hodc xac nhan dé sir dung cho viéc
dang ky ho tich tai Viét Nam phai dugc hop phap héa lanh sy theo quy dinh ctia phap lut, trir trudng hop dugc mién
theo diéu wdc qudc té ma Viét Nam la thanh vién.

- Truong hop ngudi c6 yéu cau ding ky lai khai tir khong cung cap dugc gidy to néu trén theo quy dinh
hodc gidy to ndp, xuat trinh bj tiy x0a, stra chita, lam gia thi co quan ding ky ho tich ¢6 thdm quyén huy bo két qua
déang ky lai khai tur.

S6 lwong ho so: 01 bo

Thoi han giai quyét: 05 ngay lam viéc; truong hop can xac minh thi thoi han giai quyét khong qua 10 ngay
lam viéc.

Poi twong thue hién thi tuc hanh chinh: Ca nhan

Co quan thie hién thii tuc hanh chinh: Uy ban nhan dén cép x3, noi da dang ky khai tir trude day.

Co quan phéi hep: Co quan quan Iy CSDLQGVDC.

Két qua thuc hign thii tuc hanh chinh: Trich luc khai tir (ban chinh), ban sao Trich luc khai tir (truong hop
yéu cau cap ban sao Trich luc khai tu).

Phi, I phi:

- Miic 1é phi cy thé do Hoi dong nhan dan tinh, thanh phé truc thuoe Trung wong quyét dinh.

- Mién I& phi cho ngudi thudc gia dinh co cong véi cach mang; ngudi thudc ho nghéo; nguoi khuyét tt.

- Phi ¢4p ban sao Trich luc khai tir (néu co yéu cau) thyc hién theo quy dinh tai Thong tu s6 281/2016/TT-BTC
ngay 14/11/2016 cta B Tai chinh.

Mau don, miu to khai:



+ To khai dang ky lai khai tir (néu nop hd so theo hinh thuc tryc tiép);

+ Biéu miu dién tir twong tac dang ky lai khai tir (néu nop ho so theo hinh thirc truc tuyén).

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

Viéc khai tir da dugc dang ky tai co quan ¢ tham quyén cua Viét Nam trudc ngay 01/01/2016 nhung S6 dang
ky khai tir va ban chinh Gidy chung tir déu bi mat.

Can cw phap ly:

- Luat Ho tich nam 2014,

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

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

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phii Sira déi, b6 sung mét sé diéu Ciia cdc nghi
dinh lién quan d@én viéc nép, xudt trinh sé6 hg khau, sé tam tri giay khi thuc hién thi tuc hanh chinh, cung cap dich
Vu cong;

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

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 ctia Bo truong Bé Tu phap quy dinh chi tiét mot sé didu va
bién phap thi hanh Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh phu quy dinh vé Co s& dir liéu ho tich
dién tu, dang ky ho tich tryc tuyén;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cia B truong B Tai chinh quy dinh muc thu, ché do thu,
nop, quan 1y va st dung phi khai thac, sir dung théng tin trong co s dir liéu ho tich, phi x4c nhan ¢6 quéc tich Viét Nam,
phi x4c nhén 1 nguoi goc Viét Nam, 1é phi qudc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ciia Bo trurong Bo Tai chinh hudng dan vé phi va 1é phi thudc
tham quyén quyét dinh ctua Hoi dong nhan dan tinh, thanh phd tryc thue Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cta B truong Bo Tai chinh sira d6i, bd sung mot sé diéu
ctia Thong tu sb 85/2019/TT-BTC ngay 29/11/2019 ciia Bo Tai chinh huéng dan vé phi va 1& phi thudc tham quyén
quyét dinh cua Hoi ddng nhan dan tinh, thanh phd truc thudc Trung wong.

Ghi chii: Phan chit in nghiéng la ngi dung sira doi, bé sung, thay thé.



CONG HOA XA HQI CHU NGHIA VIET NAM
Péoc 1ap - Tu do - Hanh phic

TO KHAI PANG KY LAl KHAI TU

1 ettt ettt e et n s et en et

Kinh gur

Ho, Chilt d8m, t81 NEWOT YEU CAUL ....ovovveeeeeceese ettt s et n st e st enes

QUAN NE VO NZUGT Q8 CHEL: ...vocveoeeceeecee ettt
Pé nghi co quan ding ky lai khai tir cho nguoi c6 tén dwéi day:

HOQ, CRITE @8I, tRIN2 ..ot b bbbt b bbbt b e b bt bt bt ekt bttt nb e b nne e
Ngay, thaAng, NAM SINN ....iiiiiii e e e bbbt E bt e bt e e e e b sr e ar e st e e s e e er e nrenns
GiGi tinh...oeeeeeeeeeen. DAN OC ovveeeeeeeeeeeeeeeeeee e e e QUAC HCR e

Nguyén nhan ) 1T PPN
Pa dang ky khai tirtai: © L. Nngay .......... thang .......... nam ............
Gidy chimng ta/Trich luc khai tirsd: © ... ,quyénséd: ©
Tbi cam doan nhitng noi dung khai trén day 1a ding sy that va chiu trach nhiém truéc phap luat vé cam doan ctia minh.
Lamtai: ............ccooeivinin, NEAY eevvannn. thang ......... nam .............
Nguoi yéu ciu
(Ky, ghi r6 ho, chit dém, tén)

Chui thich:

@ Ghi 5 tén co quan dang ky lai khai tir.

@ Ghi theo noi ding ky thudng trii; néu khong c6 noi dang ky thuong tra thi ghi theo noi dang ky tam tru;
truong hop khong c6 noi dang ky thuong trii va noi déang ky tam tri thi ghi theo noi dang sinh song.

® Ghi thong tin vé gidy to tiry than nhu: ho chiéu, chimg minh nhan dan hogc gidy t& hop 1¢ thay thé (vi du:
Chirng minh nhan dan s6 001089123 do Céng an thanh phé Ha Ni cap ngay 20/10/2004).

“ Truong hop chua xac dinh duge thi dé trong.

® Ghi 15 tén co quan da dang ky khai tr trudc day.

©) Chi khai trong truong hop biét rd.

P& nghi danh dau X vao 6 néu c6 yéu cau cip ban sao va ghi rd s6 luong.
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