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IL NOI DUNG CU THE CUA THU TUC HANH CHINH TRONG
LINH VU'C HQ TICH THUQC THAM QUYEN CUA UBND CAP XA

1. Thu tuc dang ky khai sinh

a) Trinh tu thuc hi¢én

- Néu lya chon hinh thire nop hd so truc tiép, nguoi co yéu cau dang ky khai
sinh ndp hd so dang ky khai sinh tai B phan mét ctra cia UBND cdp x4 c6 thim
quyén; ndp 1¢ phi néu thudc trudng hop phai ndp 16 phi dang ky khai sinh; ndp phi
cap ban sao Giay khai sinh néu ¢ yéu cau cip ban sao Gidy khai sinh.

- Néu lira chon hinh thire ndp ho so truc tuyén, nguoi cé yéu cau dang ky
khai sinh truy cdp Cong dich vu cong quéc gia hodc Cong dich vu cong cdp
tinh, dang ky tai khoan (néu chwa cé tai khoan), xdc thuc ngwoi ding theo
hwéng dan, diang nhdp vao hé thong, xdc dinh ding Uy ban nhén dédn cdp xd ¢
tham quyén.

Nguroi ¢6 yéu cau dang ky khai sinh truc tuyén cung cdp thong tin theo
biéu mau dién tir twong tdc dang ky khai sinh (cung cdp trén Cong dich vu cong),
dinh kem ban chup hoac ban sao dién tw cdc gid'y to, tai liéu theo quy dinh; nop
phi, 16 phi théng qua chirc ndng thanh todn truc tuyén hodc bang cdch thirc
khdc theo quy dinh phdp ludt, hoan tat viéc ndp hé so:

- Can bo tiép nhan hd so tai Bo phan moét ctra ¢6 trach nhiém kiém tra
tinh chinh x4c, day du, thong nhat, hop 18 ctia ho so.

(i) Truong hop hd so ddy du, hop 1€ thi tiép nhan hd so; néu tiép nhan ho
so sau 15 gio thi 6 Phiéu hen, tra két qua cho nguoi ¢6 yéu cau trong ngay lam viéc
tiép theo (néu ngudi c6 yéu cau lira chon hinh thirc ndp hd so truc tiép) hodc giri
ngay Phiéu hen, trd két qua qua thw dién tr hodc giti tin nhdn hen tra két qua
qua dién thoai di déng cho nguwoi c¢é yéu cau (néu nguoi cé yéu cau lwa chon
hinh thirc ngp hé so truc tuyén); chuyén hd so dé cong chirc lam cong tac hod
tich xur ly.

- Sau khi tié'p nhdn hé so theo hinh thirc nop truc tié}), can bo tié:p nhan
hé so tai BY phdn mot cua thuc hién s6 héa (sao chup, chuyén thanh tai liéu
dién tir trén hé thong thong tin, co so dit liéu) va ky sé vdo tai liéu, ho so gidi
quyét thii tuc hanh chinh da dwoc sé héa theo quy dinh.

(ii) Truong hop ho so chua day du, hop 16 thi ¢6 théng bao cho ngudi yéu
cau bo sung, hoan thi¢n hd so, néu rd loai giéy to, nd1 dung can bd sung dé
ngudi o yéu cau bd sung, hoan thién. Sau khi hd so duge b sung, thuc hién lai
budc (1);

(iii) Truong hop nguoi co yéu cau dang ky khai sinh khong bo sung, hoan
thién duoc hd so thi béo céo Truong bd phan mot cura c6 thong bao tir chdi giai
quyét yéu cau dang ky khai sinh.



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

+ Truong hop hd so can bo sung, hoan thién hoic khong du diéu kién giai
quyét, phai tir chi thi giri thong bao vé tinh trang hd so t6i Bo phan mot ctra dé
thong bao cho ngudi ndp hd so — thyc hién lai bude (i) hoic (iii);

+ Trudng hop can phai kiém tra, x4c 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 lap Phiéu xin 13i va hen lai ngay tra két qua, trong do6 néu ro ly do cham
tra két qua va thoi gian hen tra két qua, chuyén Bo phan mot cira dé tra cho
ngudi cd yéu cau (néu ngudi cd yéu cau lya chon hinh thirc ndp hd so truc tiép),
hodc giti Phiéu xin 16i va hen lai ngdy trd két qud qua thw dién tir hodc giri tin
nhdn qua dién thoai di déng cho nguoi ¢é yéu cau (néu nguoi ¢é yéu cdu lua
chon hinh thirc nop hé so truc tuyén).

+ Néu thay ho so day du, hop 18, ding quy dinh, trudng hop tiép nhan hd so
dang ky khai sinh theo hinh thirc tryc tiép, thi cong chire tu phap - ho tich thuc hién
viéc ghi vao So ding ky khai sinh, cap nhat thong tin dang ky khai sinh trén Phan
mém dang ky, quan 1y ho tich dién ttr dung chung, luu chinh thirc va chuyén thong
tin d&n CSDLQGVDC dé lay S6 dinh danh c4 nhan.

Truong hop tiép nhdn hé so ding ky khai sinh theo hinh thirc triec tuyén,
cong chirc tw phdp - ho tich giri lai biéu mau Gidy khai sinh dién tir vi thong tin
ddy dii cho ngueoi yéu cau qua thu dién tir hodc thiét bi so.

Ngueoi yéu cau c6 trach nhiém kiém tra tinh chinh xdc, day di cia cdc
théng tin trén biéu mau Gidy khai sinh dién tir va xdc nhdn (t6i da mét ngay).

Néu ngueoi ¢é yéu cau xdc nhdn théng tin da thong nhdt, day di hodc
khéng c6 phan hoi sau thoi han yéu cau thi céng chire tw phdp - hé tich thuc
hién viéc ghi ndi dung vao S6 dang ky khai sinh, cdp nhdt théng tin ding ky khai
sinh trén Phan mém ddang ky, qudn 1y hé tich dién tir dimg chung, luu chinh thirc va
chuyén théng tin dén CSDLOGVDC dé ldy S6 dinh danh cd nhan.

- Sau khi CSDLQGVDC tra vé S dinh danh ¢4 nhan, cong chirc tu phap -
ho tich in Giéy khai sinh, trinh Lanh dao UBND ky, chuyén to1 BO phan mot ctra
dé tra két qua cho nguoi c6 yéu cau.

- Ngudi 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 diang ky khai sinh, nhan Gidy khai
sinh.

*Luuy:

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



- Truong hop dang ky khai sinh cho tré bi bo roi thi sau khi nhan duoc
thong bao, Chu tich Uy ban nhan dan cap xa hoic Trudng cong an cip xi cd
trach nhiém t6 chtc 1ap bién ban vé viéc tré bi bo roi.

Sau khi 1ap bién ban, Uy ban nhin déan cip x4 tién hanh niém yét tai try
so Uy ban nhan dan trong 07 ngay lién tuc vé viéc tré bi bo roi. Hét thoi han
niém yét, néu khong co6 thong tin vé cha, me dé cua tré, Uy ban nhan dan cap x4
thong bao cho ¢4 nhan hodc t6 chirc dang tam thoi nudi dudng tré dé tién hanh
dang ky khai sinh cho tré.

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

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

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

b) Cach thirc thye hién:

Nguoi co yéu cau ding ky khai sinh tryc tiép thuc hién hodc uy quyen
cho nguoi khac thyc hién nop hé so tryuc tiép tai Bo phan mét ctra cia UBND cap
x3 hodc giri hd so qua hé thong buu chinh hodc ndp hé so truc tuyén trén Cong
dich vu cong quéc gia (https://dichvucong.gov.vn) hodc Cong dich vu cong tinh Hai
Duong (https.//dichvucong.haiduong.gov.vn).

¢) Thanh phan ho so: N ) ‘

- To khai dang ky khai sinh theo mau (néu nguoi c6 yéu cau lya chon ndp
hd so theo hinh thire truc tiép);

- Biéu mau dién tir twong tac ding ky khai sinh (do ngueoi yéu cau cung cdp
théng tin theo huéng dan trén Cong dich vu cong, néu nguoi cé yéu cau lra chon
nép ho so theo hinh thirc triec tuyén);

- Ngudi ¢6 yéu cau ding ky khai sinh thuc hién viéc ndp/xuét trinh (theo
hinh thtrc tric tiép) hodc tai 1én (theo hinh thic tric tuyén) cac gidy to sau:

* Gidy to' phdi ngp:

- Ban chinh Gidy chimng sinh; truong hop khong c6 Giay chimg sinh thi
ndp vin ban cua ngudi 1am chimg xac nhan vé viée sinh; néu khong co ngudi
lam chimg thi phai c6 gidy cam doan vé viéc sinh;

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


https://dichvucong.gov.vn
https://dichvucong.---.gov.vn)

- Truong hop khai sinh cho tré em sinh ra do mang thai hg phai c6 van
ban xac nhan cia co sO' y té da thuc hién k¥ thuat ho tro sinh san cho viéc mang
thai ho.

- Vin ban ty quyén (duoc chimg thuc) theo quy dinh cta phap luat trong
truong hop ty quyén thuc hién viéc dang ky khai sinh.

* Gidy to' phdi xudt trinh:

- Ho chiéu hoidc Chung minh nhan dan hodc Thé can cudc cong dan hodc
cac gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 thim quyén cp,
con gia tri st dung dé chimg minh vé nhan than cta nguoi ¢ yéu cau dang ky
khai sinh. Truong hop céac thong tin ca nhan trong cac gidy to nay da cé trong
CSDLQGVDC, CSDLHTDT, dugc hé théng dién tu dong thi khong phai xuét
trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thirc truc tuyén);

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

+ Gidy chung nhan két hon néu cha, me di diang ky két hon. Trudng hop
da c6 thong tin vé viée két hon cua cha, me trong CSDLHTDT, CSDLQGVDC
thi khong phai xuét trinh (theo hinh thirc tryc tiép) hodc tai 1én (theo hinh thuc
truc tuyén).

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

*Luuy:

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

+ Doi voi gidy to xuét trinh khi dang ky ho tich, ngudi tiép nhan co trach
nhiém kiém tra, d6i chiéu v6i thong tin trong to khai, chup lai hodc ghi lai théng
tin dé luu trong hd so va tra lai cho nguoi xuét trinh, khong duoc yéu cau ndp
ban sao hodc ban chup gidy to do.

+ Nguoi yéu cau ding ky ho tich c6 thé ndp ban sao ching thuc tir ban
chinh hodc ban sao duoc cap tir s6 gdc hodc ban chup kém theo ban chinh gidy
td dé ddi chiéu. Trudong hop nguoi yéu cau ndp ban chup kém theo ban chinh
gidy to thi ngudi tiép nhéan c6 trach nhiém kiém tra, d6i chiéu ban chup véi ban
chinh va ky xac nhan, khong dugc yéu cau nguoi di dang ky ndp ban sao gidy to
do.

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

- D6 véi gidy to givi kém theo néu nguoi yéu cdu nép hé so theo hinh
thite trec tuyén:



+ Bdn chup cdc gidy to giki kém theo hé so ding ky khai sinh truc tuyén
phdi bdo dim ré nét, day di, toan ven vé ndi dung, la bin chup bang mdy dnh,
dién thoai hodc dwoc chup, dwoc quét bcing thiét bi dién tr, tir gicfy to duoc cd’p
hop 1é, con gid tri sir dung; néu la gidy to do co quan c6 tham quyén nude ngodi
cdp thi phdi dwoc hop phdp héa lanh sw, dich sang tiéng Viét theo quy dinh, triv
trwong hop dwege mién hop phdp héa lanh su.

+ Truong hop gidy to, tai liéu phdi giri kém trong hé so ding ky khai sinh
truec tuyén dd cé ban sao dién tir hodc dd c6 ban dién tir gidy to ho tich thi nguoi
yéu cau duwgc sik dung ban dién tir nay.

+ Khi dén co quan dang ky hé tich nhdn két qua (Gidy khai sinh/ban sao
Gidy khai sinh), nguoi c6 yéu cau ding ky khai sinh phdi ngp ban chinh Gidy
chitng sinh; xudt trinh gidy to tup than; ban chinh Gidy chimg nhdn két hon (néu
cha me tré da dang ky két hon va théng tin vé viéc két hoén chwa cé trong
CSDLOGVDC, CSDLHTPT).

Truong hop nguoi yéu cau ding ky khai sinh khéng cung cdp dwoc gidy
10 néu trén theo quy dinh hodc gidy to ndp, xudt trinh bi tay xéa, sira chira, lam
gid thi co quan ddng ky hé tich ¢6 tham quyén hity bo két qud dang ky khai sinh.

- Truong hop nguoi di dang ky khai sinh cho tré em la ong, ba, nguoi
than thich khéac thi khéng phai c¢6 van ban ty quyén cta cha, me tré em, nhung
phai théng nhat véi cha, me tré em vé cac nodi dung khai sinh.

- Pbi voi viée xéac dinh ho, dan tdc, dit tén cho tré:

+ Viéc x&c dinh ho, dan tdc, dat tén cho tré em phai phu hop vaoi phap
luat va yéu cau giit gin ban sic dan toc, tdp quan, truyén thong vin hoa tbt dep
cua Viét Nam; khong dat tén qua dai, khé st dung.

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

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

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

d) S6 lwong hd so: 0 bo

d) Thoi han giai quyet Ngay trong ngay t1ep nhan yeu cau, truong hop
nhan ho s0 sau 15 gio ma khong giai quyét duoc ngay thi tra két qua trong ngay
1am viéc tiép theo.

e) P6i twong thyc hién thii tuc hanh chinh: C4 nhan
g) Co quan thyc hién thi tuc hanh chinh:



- Uy ban nhan dan cép X4 noi cu tra cua ngudi cha hoac ngudi me thuc hién
dang ky khai sinh cho tré em;

- Uy ban nhén dén cdp x3 noi 1ap bién ban vé viéc tré bi bo roi ddi véi
truong hgp dang ky khai sinh cho tré bi bé roi.

- Uy ban nhan dan cip xa noi tré dang cu trt ¢6 trach nhiém ding ky khai
sinh cho tré chua xac dinh dugc cha, me.

h) Co quan phdéi hep: Co quan quan 1y CSDLQGVDC.
1) Két qua thye hién thi tuc hanh chinh: Gidy khai sinh (ban chinh), ban

sao Gidy khai sinh (truong hop yéu cau cdp ban sao Gidy khai sinh).

k) L¢ phi:

- Pbi v6i trudng hop ding ky khai sinh khong dang han: 5000 dong/1an

- Mién 18 phi @i voi truong hop khai sinh dung han, nguoi thudc gia dinh
c6 cong vai cach mang; ngudi thudc ho ngheo; nguoi khuyet tat.

- Phi cép ban sao Gidy khai sinh (néu c6 yéu cau): 8.000ddng/ban sao trich
luc.

I) Mau don, méu to khai: ‘ ,

+ T khai dang ky khai sinh (néu ndp ho so theo hinh thure truc tiép);

+ Biéu mdu dién tir twong tac dang ky khai sinh (néu nép hé so theo hinh
thike triec tuyén).

m) Can cir phap ly:

- Luat Hon nhan va gia dinh nam 2014;

- Luat Ho tich nam 2014;

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

- Nghi dinh s6 87/2020/NB-CP ngay 28/7/2020 ciia Chinh phii quy dinh vé
Co so dir lieu ho tich dién tir, dang ky ho tich truc tuyén;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ctia B6 Tu phap quy dinh
chi tiét thi hanh mot sd diéu ciia Luat Ho tich va Nghi dinh s6 123/2015/ND-CP
ngdy 15/11/2015 ctia Chinh phti quy dinh chi tiét mot s6 diéu va bién phép thi hanh
Luat Ho tich;

- Théng tw s6 01/2022/TT-BTP ngay 04/01/2022 ciia B¢ Tw phdp quy
dinh chi tiét mét sé diéu va bién phdp thi hanh Nghi dinh sé 87/2020/NP-
CP ngay 28/7/2020 cua Chinh phii quy dinh vé Co sé dir liéu ho tich dién ti,
ddang ky ho tich trie tuyén;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cia Bo Tai chinh quy
dinh murc thu, ché do thu, ndp, quan 1y va st dung phi khai thac, st dung thong tin
trong co s& dir li¢u ho tich, phi x4ac nhan co quéc tich Vi¢t Nam, phi x4c nhan la
nguoi géc Viét Nam, 1€ phi quéc tich.


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

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh hudng
dan vé phi va 18 phi thuéc thAm quyén quyét dinh ctia Hoi déng nhan dén tinh,
thanh phd truc thudc Trung wong;

- Thong tw sd 106/2021/TT-BTC ngay 26/11/2021 cua Bo Tai chinh sua
doi, bé sung mét s6 diéu cia Thong tw so 85/2019/TT-BTC ngay 29/11/2019

ciia Bé Tai chinh hwéng dan vé ¢ phi va I¢ phi thuoc tham quyén quyét dinh ciia
Hoi dong nhan dan tinh, thanh phé truc thuée Trung wong.

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 ctiia Hoi dong nhan
dan tinh Hai Duong ban hanh Quy dinh murc thu, ché do thu, ndp, quan ly va su
dung phi, 1€ phi trén dia ban tinh Hai Duong.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap - Tu do - Hanh phic
TO KHAI PANG KY KHAI SINH

Kinh @Ui: M) oo

Ho, chir dém, tén NEWOT YU CAU: .....c.oooviiiiiiiiiieciie et

Quan hé vo1 nguot dugce khai SInh: ...

Pé nghi co quan ding ky khai sinh cho nguoi duéi day:

HO, Chit d€m, €2 ...ttt et e et e e e naee s
Ngay, thang, ndm sinh: ..........ccccoeeviiieiiiiieiiecee, ghi bANg Chil: ..o,
Gid1 tinh:....ooeeeeeeeeee Dan tocC:........ccooveeuvvnnnene. QUABEC HCH: e
INOT SINN: ) ottt ettt ettt e eteeaeeeteete et e eteeaeeeteeaeennens
QUE QUAN .ottt ettt e et e e ettt e s abteeeabeeeeabbeeeanbtee e abeeeenteeeenbaeeenns
Ho, chit dém, t€n NGWOT ME: ..........cc.o.cooio s
NAM SINH: O, DAn tOC:.ccveeeeeeenn. Qudc tich: ...
INOT CU UL ) ettt ettt e e e e st e s bt eeteessseesnseeenseesnseesnseeenseeenseeensneennes
Ho, chit dém, ten n@woi Cha: ..o
NAM SINh: G Dan tdC:...cveevnenn... Qudc tich: oo,
INOT CU T ) Lot e e et e e e abeeeestteeessaaeeesssaeeessseeensseeeensseeennsneens

T6i cam doan ndi dung dé nghi dang ky khai sinh trén day la dung sy that, duoc sy
thoa thudn nhét tri ctia cac bén lién quan theo quy dinh phap luat.

To1 chiu hoan toan trach nhiém trude phap luat vé ndi dung cam doan cua minh.
Lamtgi: ........................ , ngay ........... thang ......... AN ...

Ngudi yéu cau
(Ky, ghi ro ho, chir dém, tén)
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2. Thii tuc ding ky két hon
a) Trinh ty thuc hién

- Néu Iya chon hinh thirc ndp hd so truc tiép, nguoi co yéu cau dang ky két
hén nop ho so dang ky két hon tai Bo phan mot ctra cia UBND cap X3 c¢6 tham
quyén; ndp 1¢ phi néu thudc truong hop phai nop 1€ phi dang ky két hon; nop phi
cap ban sao Trich luc két hon néu ¢ yéu cau cap ban sao Trich luc két hon.

- Néu lia chon hinh thirc nép ho SO truec tuyén, nguoi co yéu cau dang ky
két hén truy cdp Cong dich vu cong quoc gia hodc Cong dich vu céng cdp tinh,
dang ky tai khoan (néu chwa cé tai khodn), xdc thwc nguoi ding theo hu'ong
dan, _dang nhdp vao hé théng, xdc dinh ding Uy ban nhdn dédn cdp xd cé tham
quyén.

Nguroi ¢6 yéu cau dang ky két hon truc tuyén cung cdp théng tin theo biéu
mau dién tir twong tdc ding ky két hon (cung cap trén Cong dich vu céng), dinh
kém ban chup hodc ban sao di¢n tur cac gidy (o, tai li¢u theo quy dinh; nop phi,
I¢ phi thong qua chitc nang thanh todn truc tuyén hodc bang cach thirc khac
theo quy dinh phdp ludt, hoan tdt viéc ngp hé so

- Can bo tiép nhén hd so tai Bo phan moét ctra ¢6 trach nhiém kiém tra
tinh chinh xac, day du, thong nhat, hop 1¢ cua ho so.

(i) Truong hop hd S0 day du, hop 1¢ thi t1ep nhan ho so, c6 Phiéu hen, tra
két qua cho nguoi co yéu cau (neu nguoi c6 yéu cau lya chon hinh thirc nop hé so
truc tiép) hodc gui ngay Phiéu hen, tra két qua qua thw dién i hodac gui tin
nhdn hen tra két qua qua dién thoai di déng cho nguoi co yeu cau (neu nguoi co
yéu cau lwa chon hinh thitc nép ho so triee tuyén), chuyén hd so dé cong chuc
lam cong tac ho tich xur 1y.

- Sau khi tié'p nhédn hoé so theo hinh thirc nop truc z‘ié'p, can bo tié}) nhan
ho so tai BY phdn mot cira thuc hién 56 héa (sao chup, chuyén thanh tai liéu
dién tir trén hé thong théng tin, co s dir liéu) va ky sé vdo tai lidu, ho so gidi
quyét thii tuc hanh chinh da dwoc sé héa theo quy dinh.

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

(ii1) Truong hop ngudi c6 yéu cau dang ky két hon khong bd sung, hoan
thién dugc ho so thi bao cdo Trudng bd phan mot cira ¢ thong bao tir chdi giai
quyét yéu cau diang ky két hon.

- Cong chire tu phap - ho tich thdm tra hd so (thim tra tinh thong nhét, hop
16 ctia cac thong tin trong hd so, gidy to, tai liéu dinh kém).

+ Trudng hop hd so can bo sung, hoan thién hoic khong du diéu kién giai
quyét, phai tir choi thi giri thong bao vé tinh trang ho so té1 B phan mot cua dé
thong bao cho nguoi ndp ho so — thuc hién lai budce (ii) hodc (iii);
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+ Trudng hop can phai kiém tra, x4c minh 1am rd hodc do nguyén nhan
khac ma khong thé tra két qua dung thoi gian da hen thi cong chire 1am cong tac
ho tich 1ap Phiéu xin 16i va hen lai ngay tra két qua, trong d6 néu ro 1y do cham
tra két qua va thot gian hen tra két qua, chuyén Bo phan mét ctra dé tra cho
ngudi cd yéu cau (néu ngudi cd yéu cau lya chon hinh thitrc ndp hd so truc tiép),
hodc giti Phiéu xin 16i va hen lai ngdy tra két qud qua thu dién tw hodc gui tin
nhdn qua dién thoai di déng cho nguoi co yéu cdu (néu nguwoi cé yéu cau lua
chon hinh thire nép ho so truc tuyén).

+ Néu thiy ho so day du, hop 1€, cac bén co du diéu kién két hon theo quy
dinh cta Luat Hon nhan va gia dinh, khong thudc truong hop tir chdi dang ky
két hoén theo quy dinh, trudng hop tiép nhan ho so dang ky két hon theo hinh thirc
truc tiép, thi cong chire tu phap - ho tich thuc hién viéc ghi vao S6 dang ky két
hén, cap nhat thong tin dang ky két hon va luu chinh thire trén Phan mém dang ky,
quan ly ho tich dién tr dung chung.

Trwong hop tiép nhdn hé so dang ky két hén theo hinh thirc truec tuyén, cong
chirc tw phdp - ho tich giri lai bleu mau Gidy chitng nhdn ket hon dién tw voi
théng tin day dii cho nguoi yéu cau qua thu dién tir hodc thiét bi so.

Ngueoi yéu cau c6 trach nhiém kiém tra tinh chinh xdc, day di ciia cdc
théng tin trén biéu mau Gidy chitng nhdn két hén dién tir va xdc nhdn (t6i da mét
ngay).

Néu nguoi c6 yéu cau xdc nhdn théng tin da thong nhdt, day di hodc
khéong c6 phan hoi sau thoi han yéu cau thi céng chire tw phdp - hé tich thuc
hién viéc ghi ndi dung vao S6 dang ky két hén, cdp nhdt thong tin dang ky két hén
va hew chinh thirc trén Phan mém déing ky, quan Iy hé tich dién tir dimg chung.

- Cong chuc tu phap - ho tich in Q1ay chimg nhan két hon, trinh Lanh dao
UBND ky, chuyén t6i Bo phan mdt ctra dé tra két qua cho nguoi ¢6 yéu cau.

- Nguoi co yéu cau dang ky két hon (hai bén nam, nit phai c6 mat, xuat trinh
gidy to tuy thén deé doi chleu) kiém tra thong tin trén Gidy chimg nhan két hon,
trong SO dang ky két hon, khang dinh su tu nguyén két hon va ky tén vao S6 dang
ky két hon, ky tén vao Gidy ching nhan két hon, méi bén nam, nitr nhan 01 ban
chinh Gidy chimg nhan két hon.

b) Cach thirc thyc hién:

Nguoi co yéu cau dang ky két hon thuc hién nop hod so truc tiép tai Bo
phan mét cira cia UBND cép xa hodc ndp ho so truec tuyén trén Cong dich vu cong
quoc gia (https://dichvucong.gov.vn) hodc Cong dich vu céng tinh Hdi Duwong
(https.//dichvucong. haiduong.gov.vn) (bén nam hodc bén nit ¢ thé ndp hod so
ma khong can ¢ vin ban iy quyén ctia bén con lai).

¢) Thanh phén hd so:

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


https://dichvucong.gov.vn
https://dichvucong.---.gov.vn)
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- Biéu mau dién tir twong tic ding ky két hon (do nguoi yeu cau cung cdp
théng tin theo huwdng dan trén Cong dich vu céng, néu ngueoi cé yéu cau hea chon
nép hé so theo hinh thirc trurc tuyén);

- Nguoi c6 yéu cau dang ky két hon thyuc hién viée n(f)p/xpét trinh (theo
hinh thure tryc tiép) hodc tai 1én (theo hinh thirc truc tuyén) cac giay to sau:

* Gidy to phdi ngp:

- Ban chinh Giéy xac nhan tinh trang hoén nhan do Uy ban nhan dén cap
xd c6 tham quyén cip trong truong hop nguoi yéu cau ding ky két hon khong
dang ky thuong trd tai dia ban xa, phuong, thi tran lam thu tuc dang ky két hon.
Truong hop cac thong tin vé tinh trang hon nhan da co trong CSDLQGVDC,

CSDLHTDT duoc dién ty dong thi khong phai xudt trinh (theo hinh thtrc tryc
tiép) hoic tai 1én (theo hinh thirc tryc tuyén).

* Gidy to phdi xudt trinh:

- Ho chiéu hodc Chimg minh nhan dan hodc Thé cin cudc cong déan hoac
cac gidy to khac c6 dan anh va thong tin ca nhén do co quan ¢ tham quyen cép,
con gia tri st dung dé chimg minh vé nhan than cua nguoi co yéu cau dang ky
khai sinh. Truong hop cac thong tin ca nhan trong cic giay to nay da co trong
CSDLQGVDC, CSDLHTPDT, dugc hé théng dién ty dong thi khong phai xuét
trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thirc truc tuyén);

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

- Trich lyc ghi cha ly hon ddi véi trudng hop cong dan Viét Nam ding ky
thuong tri tai dia ban xa lam thu tuc dang ky két hon, da dugc giai quyét viée ly
hon, huy viéc két hon trude do tai co quan c¢6 tham quyén nudc ngoai.

*Luuy

- Pbi v6i gidy to ndp, xuat trinh néu ngudi yéu cau nop hd so theo hinh
thire truc ti€p:

+ DOi voi gidly to xudt trinh khi ddng ky ho tich, ngudi tiép nhan c¢6 trach
nhiém kiém tra, d6i chiéu v4i thong tin trong to khai, chup lai hodc ghi lai thong

tin dé luu trong hd so va tra lai cho nguoi xuét trinh, khong duoc yéu cau ndp
ban sao hodc ban chup gidy to do.

+ Ngudi yéu cau dang ky ho tich c6 thé ndp ban sao chung thyuc tir ban
chinh hodc ban sao duoc cip tir s6 gdc hodc ban chup kem theo ban chinh gidy
to de d6i chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh
gidy to thi nguoi tiép nhan c6 trach nhiém kiém tra, ddi chiéu ban chup véi ban
chinh va ky xac nhan, khong duoc yéu cau ngudi di ding ky ndp ban sao gidy to
do.
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+ Nguoi tiép nhan co trach nhiém tiép nhan ding, di hd so dang ky ho
tich theo quy dinh cua phap luét hé tich, khdng dugc yéu cau ngudi dang ky ho
tich ndp thém giay to ma phap luat ho tich khong quy dinh phai ndp.

- Doi voi gidy to gui kem theo néu nguoi yéu cau nop ho so theo hinh
thure truc tuyén:

+ Ban chup cdc gidy to giri kem theo ho so dang ky két hén truc tuyén phdi
bdo dam ré nét, ddy di, toan ven vé ndi dung, la ban chup bang mady anh, dién
thoai hodc dwgc chup, duoc quét bang thiét bi dién tir, tir gidy to dugc cap hop I¢,
con gid tri sir dung; néu la gidy to do co quan c6 tham quyén nuée ngodi cdp thi
phdi dwoc hop phdp héa lanh sw, dich sang tiéng Viét theo quy dinh, trir truong
hop dwege mién hop phdp héa lanh su.

+ Truong hop gidy to, tdi liéu phdi givi kém trong ho so dang ky két hén

tryc tuyen dd c6 ban sao dién tir hodc da c6 ban dién tir gidy to ho tich thi nguoi
yvéu cau dwoc sit dung ban dién tir nay.

+ Khi dén co quan dang ky h¢ tich nhan két qua (ban chinh Giﬁy chiing
nhan két hon/ban sao Trich luc két hon), ngudi c6 yéu cau dang ky két hon phai

ndp ban chinh Gidy xac nhan tinh trang hon nhan (néu thong tin vé tinh trang hon
nhan chua c6 trong CSDLQGVDC, CSDLHTDT).

Truong hop nguoi yéu cau dang ky két hon khong cung cap dwoc gidy to
néu trén theo quy dinh hodc glay to' ngp, xuat trinh bi tay xoa, swa chita, lam
gid thi co quan ddng ky ho tich c6 tham quyén ity bo két qua dang ky két hon.

d) S6 lwgng ho so: 01 bo

d) Thoi han giai quyét: Ngay trong ngay tiép nhan ho so; truong hop nhén h6 so sau 15
gi0 ma khong giai quyet duoc ngay thi tra két qua trong ngay lam viéc tlep theo. Truong hop can
xac minh diéu kién két hon ctia hai bén nam, nit thi thoi han giai quyét khong qua 05 ngay lam
viéc.

e) Poi twong thue hién thii tuc hanh chinh: C4 nhan

g) Co quan thye hién thii tuc hanh chinh: Uy ban nhan déan cép xa noi cu tra ciia bén
nam hoac bén nir.

h) Co quan phéi hop: Co quan quan Iy CSDLQGVDC.

i) Két qua thwe hién thi tuc hanh chinh:

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

k) L¢ phi:. D6i v6i trudng hop ding ky két hon khong ding han: 25.000 dong/lan. Mién
1& phi d61 voi truong hop két hon dung han, nguoi thuge gia dinh c6 cong voi cach mang; nguoi
thudc hd ngheo; nguoi khuyeét tat.

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

1) Mau don, miu to khai:

+ To khai dang ky két hon (néu ndp ho so theo hinh thirc tryuc tiép);
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+ ﬁiéu madu dién tir twong tac ding ky két hén (néu nép hé so theo hinh thirc
tryc tuyén).

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

- Nam tir ¢t 20 tudi trd 1én, nit tir di 18 tudi tré 1én;

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

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

- Viéc két hon khong thudc mot trong cac truong hop cam két hon, gom:

+ Két hon gia tao;

+ T4o hon, cudng €p két hon, lira ddi két hon, can tro két hon;

+ Nguoi dang c6 vo, c6 chong ma két hon vo1 nguoi khac hodc chua co
vo, chua c6 chong ma két hon voi ngudi dang ¢o6 chong, ¢ vo;

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

* Nha nudc khong thiea nhan hon nhan giita nhitng nguoi cung gioi tinh.

p) Can cir phap ly:

- Luat Hon nhan va gia dinh nam 2014;

- Luat HO tich nam 2014;

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

- Nghi dinh 56 87/2020/ND-CP ngdy 28/7/2020 ciia Chinh phii quy dinh vé
Co so dir lieu ho tich dién tir, dang ky ho tich truc tuyén;

- Thong tu sO 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phap quy dinh
chi tiét th1 hanh mot s6 diéu cua Luat HO tiCh,Vél Ngh,i diph sO 123/2015/Nb-CP
ngay 15/11/2015 cua Chinh phu quy dinh chi ti€t mot s6 di€u va bién phap thi hanh
Luat Ho tich;

- Thong te SOA: 01/2022/TT-BTP ngay 04/01/2022 cua Bo Tw phdap quy
dinh chi tiet mot so diéu va bién phap thi hgknh Nghi dinh so 87/2020/ND-
CP ngay 28/7/2020 cua Chinh phu quy dinh ve Co so dit lieu ho tich dién tu,
dang ky ho tich truc tuyén;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ctia Bo Tai chinh quy
dinh muc thu, ché do thu, ndp, quan 1y va st dqu phi khai thac, stir dung thong tin
trong co s& dir li€u ho tich, ph,i xac nhan c6 qudc tich Viét Nam, phi xac nhan la
nguoi goc Viét Nam, 1€ phi qudc tich.

- Thong tu 50 85/2019/TT-BTC ngay 29/11/2019 cua B¢ Tai chinh huéng
dan vé phi va 1¢ phi thuc tham quyén quyet dinh cua Hoi dong nhan dan tinh,
thanh pho truc thugc Trung uong;


http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap — Tw do — Hanh phuc

TO KHAI PANG KY KET HON

1 2
M KAnh @O @)oo @

Thong tin Bén nir Bén nam

Ho, chir dém, tén

Ngay, thang, ndm sinh

Dan tdc

Qudc tich

Noi cu tra @

Gidy to tiy than ©

Két hon 1an thir may

Chung t0i cam doan nhimg 101 khai trén déy 13 dung sy that, viéc két hon cua ching toi 13 tr nguyén, khong vi
pham quy dinh cua Luat hon nhan va gia dinh Viét Nam.

Chuing t6i chiu hoan toan trach nhiém truc phap luat vé ndi dung cam doan ctia minh,

Pé nghi Quy co quan ding ky.

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 ctua Bo Tai chinh sta
d6i, bd sung mot sé diéu cua Thong tu sé 85/2019/TT-BTC ngay 29/11/2019
ctia BO Tai chinh huéng dan vé phi va 1é phi thudc thim quyén quyét dinh cua
Hoi d6ng nhan dan tinh, thanh phé truc thudc Trung wong;

- Nghi quyét s6 17/2016/NQ-HDND ngay 05/10/2016 ctia Hoi dong nhan dan tinh Hai
Duong ban hanh Quy dinh muc thu, ché d¢ thu, ndp, quan ly va st dung phi, 1€ phi trén dia
ban tinh Hai Duong..
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Bén nir Bén nam

(Ky, ghi r0 ho, chit dém, tén) (Ky, ghi 10 ho, chit dém, tén)

Dé nghi cip ban sao©: Co |:|, Khong |:|
S6 luong: ....... ban

Chui thich:

()@ Trudng hop 1am thi tuc dang ky két hon co yéu t6 nudce ngoai, thi phai dan anh cua hai
bén nam, ntr.

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

4 Ghi theo noi dang ky thudng tr, néu khong ¢ noi dang ky thudng tra thi ghi theo noi
dang ky tam tra; truong hop khong cé noi dang ky thuong tri va noi dang ky tam trt thi ghi theo
noi dang sinh song.

() Ghi thong tin vé gidy to tiy than nhu: ho chiéu, chimg minh nhan dan hodc gidy to hop 18
thay thé (vi du: Chtrng minh nhan dan s 001089123 do Cong an thanh phé Ha Noi cip ngay
20/10/1982).

© P& nghi danh dau X vao 6 néu cd yéu cau cap ban sao va ghi rd s6 luong.
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3. Thi tuc dang ky nhan cha, me, con
a) Trinh ty thuc hién

- Néu lya chon hinh thirc ndp hé so truc tiép, nguoi c6 yéu cau dang ky
nhan cha, me, con nop ho so dang ky nhan cha, me, con tai B6 phan mét cura cua
UBND cép xi c6 tham quyén; ndp 1¢ phi néu thudc truong hop phai ndp 1& phi
dang ky nhan cha, me, con; ndp phi cip ban sao Trich luc ding ky nhan cha, me,
con néu c6 yéu cﬁu cap ban sao Trich lyc dang ky nhan cha, me, con.

- Néu lira chon hinh thirc nop hé so truc tuyén, ‘nguoi co yéu cau dang ky
nhdn cha, me, con truy cdp Cong dich vu cong quéc gia hodc Cong dich vu
cong cdp tinh, dang ky tai khodn (néu chira ¢é tai khodn), xdc thirc nguoi ding
theo hwéng dan, dang nhdp vao hé théng, xdc dinh ding Uy ban nhdn dan cdp
xd c6 tham quyén.

Nguoi co yeu cau dang ky nhdn cha, me, con truc tuyén cung cdp ‘thong
tin theo biéu mau dién tr twong tdc ddang ky nhdn cha, me, con (cung cap trén
Cong dich vu céng), dinh kém ban chup hodc bdn sao dién tr cdc gidy 1o, tai
liéu theo quy dinh; ndp phi, 1é phi théng qua chirc ning thanh todn triec tuyén
hodc bang cdch thire khdc theo quy dinh phdp ludt, hodn tdt viéc ngp hé so.

- Can bd tiép nhan hd so tai Bo phan mot ctra ¢ trach nhiém kiém tra
tinh chinh xac, day du, thong nhat, hop 1€ ctia ho so.

(i) Truong hop hd S0 day dua, hop 1€ thi tlep nhan hd so, ¢6 Phiéu hen, tra
két qua cho nguoi co yéu cau (neu nguoi c6 yeéu cau lya chon hinh thirc nop hd so
truc tiép) hodc gui ngay Phiéu hen, tra két qua qua thw dién e hodc guri tin
nhdn hen tra két qua qua dién thoai di dong cho nguoi co yéu cau (neu nguoi co
yéu cau lwa chon hinh thirc nép ho so truc tuyén), dong thoi chuyén ho so dé

cong chuc lam cong tac ho tich xu ly.

- Sau khi tié'p nhén hoé so theo hinh thirc nop truc tié}), can bo tié}) nhan
ho so tai BY phdn mot cira thuc hién s6 héa (sao chup, chuyén thanh tai lieu
dién tir trén hé thong thong tin, co so dir liéu) va ky sé vdo tai liéu, ho so gidi
quyét thii tuc hanh chinh dd dwoc sé héa theo quy dinh.

(11) Truong hop hd so chwa day du, hop 1€ thi ¢6 thong bao cho nguoi yéu
cau bd sung, hoan thién hd so, néu rd loai glay to, noi dung can bo sung dé
nguoi co yéu cau bd sung, hoan thién. Sau khi hd so duge bd sung, thuc hién lai
budc (1);

(iii) Trudong hop ngudi c6 yéu cau diang ky nhan cha, me, con khong bd
sung, hoan thi¢n duogc hd so thi bdo cdo Truong bd phan mot ctra ¢6 thong bao
tir choi giai quyét yéu cau dang ky nhan cha, me, con.

- Cong chuc tu phap - ho tich tham tra ho so (tham tra tinh thong nhat hop

1é ciia cac thong tin trong ho so, gidy to, tai liéu do ngudi yéu cau ndp, xuét trinh
hodc dinh kém).
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+ Trudng hop hd so cin bd sung, hoan thién hoic khong du diéu kién giai
quy€t, phai tir choi thi giri thong bao vé tinh trang ho so td1 Bo phan mot ctra dé
thong bao cho nguoi ndp ho so — thuc hién lai budce (ii) hodc (iii);

+ Trudong hop can phai kiém tra, x4c 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 lap Phiéu xin 15i va hen lai ngay tra két qua, trong do néu r6 ly do cham
tra két qua va thoi gian hen tra két qua, chuyén Bo6 phan mét ctra dé tra cho
ngudi cd yéu cau (neu ngu’m c6 yéu cau lya chon hinh thirc ndp hd so truc tiép),
hodc giti Phiéu xin 16i va hen lai ngdy tra két qud qua thu dién tir hodc gui tin
nhdn qua dién thoai di dong cho nguoi co yéu cau (néu nguoi cé yéu cau lira
chon hinh thirc nép ho so triec tuyén).

+ Néu thay viéc nhan cha, me, con la dung va khong co6 tranh chép, hd so
day du, hop 1, ding quy dinh, truong hop tiép nhan ho so dang ky nhan cha, me,
con theo hinh thirc truc tiép, thi cong chirc tu phap - ho tich thyc hién viéc ghi vao
SH dang ky nhan cha, me, con, cap nhat thong tin dang ky nhan cha, me, con va
luu chinh thire trén Phan mém dang ky, quan Iy ho tich di¢n tr dung chung.

Trwong hop tiép nhédn hé so dang ky nhdn cha, me, con theo hinh thirc trirc
tuyén, cong chirc tw phdp - ho tich giri lai biéu mau Trich luc dang ky nhdn cha,
me, con dién tir voi théng tin day dii cho nguoi yéu cau qua thwe dién tir hodc thiét bi
0.

Nguroi yéu cau c6 trach nhiém kiém tra tinh chinh xdc, day di ciia cdc
thong tin trén biéu mau Trich luc dang ky nhdan cha, me, con dién tir va xac nhdn
(t6i da mét ngay).

Néu ngueoi c¢é yéu cau xdc nhdn théng tin da thong nhdt, day du hodc
khéng c6 phan héi sau thoi han yéu cdu thi cong chire twr phdp - ho tich thuc
hién viéc ghi ngi dung vao S6 déing ky ddng ky nhdn cha, me, con, cdp nhdt thong
tin dang ky nhdn cha, me, con va luu chinh thirc trén Phan mém dang ky, quan 1y
ho tich dién tur dung chung.

- Cong chirc tu phap - h tich in Trich lyc dang ky nhén cha, me, con, trinh
Lanh dao UBND ky, chuyén Bo phan mét cira tra két qua cho nguoi ¢6 yéu cau.

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

b) Cach thire thyue hién:

Nguoi co yéu cau dang ky nhan cha, me, con thuc hién nop ho so truc
tiép tai BO phan mot cira cua UBND cép xa hodc nop ho so truc tuyén trén Céng
dich vu céng quéc gia (https://dichvucong.gov.vn) hodc Cong dich vu cong tinh Hai
Duwong (https://dichvucong. haiduong.gov.vn) (mdt bén c6 thé nop hd so ma
khong phai ¢6 van ban ty quyén ciia bén con lai).

¢) Thanh phan ho so:


https://dichvucong.gov.vn
https://dichvucong.---.gov.vn)
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- To khai ding ky ding ky nhan cha, me, con theo mau (néu ngudi co yéu
cau lua chon ndp ho so theo hinh thire truc tiép);

- Bzeu mau dién tir twong tdc dang ky nhan cha, me, con (do nguoi co yéu
cau cung cdp thong tin theo huong dan trén Cong dich vu cong, néu nguoi co yéu
cau lwa chon ndp ho so theo hinh thirc tric tuyén);

- Nguoi co yéu ciu dang ky nhan cha, me, con thyc hi¢n viéc n(f)p/xuét
trinh (theo hinh thirc truc ti€p) hodc tai 1€n (theo hinh thirc tryc tuyén) cac giay
to sau:

* Gidy to phdi ngp:
- Ching ctr chirng minh quan h¢ cha, con hodc quan hé me, con gé)m:

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

+ Truong hop khong c6 van ban néu trén thi phai c6 van ban cam doan
ctia cac bén nhan cha, me, con vé mdi quan hé cha, me, con va co it nhat hai
ngudi lam chimg vé méi quan hé cha, me, con.

* Gidy to' phdi xudt trinh:

- Ho chiéu hodc Chimg minh nhan din hodc Thé cin cudc cong dan hoac
cac gidy to khac c6 dan anh va thong tin ca nhan do co quan ¢ thAm quyen cp,
con gia tri st dung dé chimg minh vé nhan than cta nguoi ¢ yéu cau dang ky
nhan cha, me, con. Truong hop cac théng tin ca nhan trong cac gidy to nay di
c¢6 trong CSDLQGVDC, CSDLHTDT, duoc hé théng dién tu dong thi khong
phai xuét trinh (theo hinh thuc truc tiép) hodc tai 1én (theo hinh thuc truc
tuyén);

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

*Luuy

- Pbi v6i gidy to ndp, xuat trinh néu ngudi yéu cau nop hd so theo hinh
thure truc tiép:

+ DO voi gidy to xudt trinh khi ddng ky ho tich, ngudi tiép nhan ¢6 trach
nhiém kiém tra, d6i chiéu v6i thong tin trong to khai, chup lai hodc ghi lai thong

tin dé luu trong hd so va tra lai cho nguoi xuét trinh, khong duoc yéu cau ndp
ban sao hodc ban chup gidy to do.

+ Ngudi yéu ciu dang ky ho tich c6 thé ndp ban sao chung thyuc tir ban
chinh hodc ban sao dugc cip tir s6 gbc hodc ban chup kem theo ban chinh gidy
to de d6i chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh
gidy to thi nguoi tiép nhan c6 trach nhi¢m kiém tra, d6i chiéu ban chup v0i ban
chinh va ky xac nhan, khong duoc yéu cau ngudi di ding ky ndp ban sao gidy to
do.
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+ Nguoi tiép nhan co trach nhiém tiép nhan ding, di hd so dang ky ho
tich theo quy dinh cua phap luét hé tich, khdng dugc yéu cau ngudi dang ky ho
tich ndp thém giay to ma phap luat ho tich khong quy dinh phai ndp.

- Doi voi gidy to gui kem theo néu nguoi yéu cau nop ho so theo hinh
thure truc tuyén:

+ Ban chup cdc gidy to guri kem theo ho so dang ky nhan cha, me, con truc
tuyén phai bao dam ré nét, day di, toan ven vé nji dung, la ban chup bang may
anh, dién thoai hodc dwoc chup, duoc quét bang thiét bi dién tir, tir gidy 10" duoc
cdp hop 1¢, con gid tri su dung; néu la gidy to do co quan co tham quyén nudc
ngodi cdp thi phdi diege hop phdp héa lanh si, dich sang tiéng Viét theo quy dinh,
triv truong hop dwoc mién hop phdp héa lanh sir.

+ Truong hop gidy 1o, tai liéu phdi giki kém trong hé so dang ky nhan cha,
me, con tryc tuyen da co ban sao dién tir hodc da co ban dién tir giay to ho tich thi
nguwoi yéu cau dege sik dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Trich luc dang ky nhan
cha, me, con/ban sao Trich luc dang ky nhan cha, me, con) nguoi c6 yéu cau dang
ky nhan cha, me, con phai xuét trinh gidy to tiy than dé xac dinh nhan than; nop
ban chinh gidy to, tai liéu 1a chimg ctr chimg minh quan hé cha, con hodc quan hé
me, con.

Truong hop nguoi yéu cau dang ky nhdn cha, me, con khong cung cdp
dwoc gidy to néu trén theo quy dinh hodc gidy to nop, xuat trinh bi tay xoa, sia

chita, lam gid thi co quan ding ky hé tich c¢é tham quyén hity bé két qud ding
ky nhdn cha, me, con.

- Truong hop cho phep nguoi yéu cau ding ky ho tich 1ap van ban cam
doan vé ndi dung yéu cau dang ky ho tich thi co quan dang ky ho tich phai giai
thich r& cho nguoi l4p vin ban cam doan vé trach nhiém, hé qua phap 1y cua
viéc cam doan khong dling sy 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 s¢ xac dinh ndi dung cam doan
khong dung su that.

d) S6 lwong hd so: 0/ b

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

e) P6i twong thuc hién thii tuc hanh chinh: C4 nhin

g) Co quan thue hién thii tuc hanh chinh: Uy ban nhan déan cip x4 noi cu
tri ctia nguo1 nhan hodc nguoi duge nhan 1a cha, me, con.

h) Co quan phdi hop:
- Uy ban nhan dan cép xa noi cu tra cua ngudi duoc nhan 1a cha, me, con.
- Co quan quan ly CSDLQGVDC.
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i) Két qua thyc hién thi tuc hanh chinh: Trich luc ding ky nhan cha,
me, con (ban chinh); ban sao Trich luc dang ky nhan cha, me, con (truong hop
yéu cau cap ban sao Trich luc dang ky nhan cha, me, con).

k) Lé phi: 10.000 d6ng/lan.

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

- Phi cap ban sao Trich luc dang ky nhan cha, me, con (néu c6 yéu cau):
8.000dong/ban sao trich luc.

1) M4u don, méu to Khai:

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

+ Biéu mau dién tr twong tdc dang ky nhdn cha, me, con (néu nép ho so
theo hinh thiec truc tuyén).

m) Yéu cau, diéu Kién thye hién thii tuc hanh chinh:

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

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

- Truong hop nam, nit chung song voi nhau nhu vo chdng, khong dang ky
két hon, sinh con, ngudi con sdng cling v6i ngudi cha, khi ‘nguoti cha lam thu tuc
nhan con ma khong lién hé duge voi ngudi me thi khong can ¢ ¥ kién cta ngudi
me trong To khai ddng ky nhan cha, me, con.

p) Can ctr phap ly:

- Luat Hon nhan va gia dinh nam 2014;

- Luat HO tich nam 2014;

- Nghi dinh sO 123/2015/ND-CP ngay 15/11/2015 cta Chinh pht quy dinh
chi tiét mdt s6 di€u va bién phap thi hanh Luat HJ tich;

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

- Thong tu s6 Ofl/2Q20/TT—BTP ngay 28/5/2020 cua B Tu phap quy dinh
chi tiét thi hanh mot so6 diéu cua Luat HO tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 cua Chinh phu quy dinh chi ti€t mot s6 di€u va bién phap thi hanh
Luat Ho tich;

- Thong te SOA: 01/2022/TT-BTP ngay 04/01/2022 cua Bo Tw phdap quy
dinh chi tiet mot so diéu va bién phap thi hginh Nghi dinh so 87/2020/ND-
CP ngay 28/7/2020 cua Chinh phu quy dinh vé Co so dit lieu ho tich dién tu,
dang ky ho tich truc tuyén;

- Théng tu s6 281/2016/TT-BTC ngay 14/11/2016 cia Bo Tai chinh quy
dinh muc thu, ché do thu, nop, quan 1y va st duI}g phi khai thac, sir dung thong tin
trong co s& dir liéu ho tich, phj xac nhan c6 qudc tich Viét Nam, phi xac nhan Ia
nguoi goc Viét Nam, 1€ phi quoc tich.


http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ctia Bo Tai chinh hudng
dan vé phi va 1& phi thudc tham quyén quyét dinh ciia Hoi dong nhan dan tinh,
thanh phd truc thudc Trung wong;

- Théng tw s6 106/2021/TT-BTC ngay 26/11/2021 ciia Bé Tai chinh sira
doi, bé sung mot s6 diéu ciia Thong tw s6 85/2019/TT-BTC ngay 29/11/2019
ciia BY Tai chinh hwéng dan vé phi va 1é phi thudc tham quyén quyét dinh ciia
Hoi dong nhan dan tinh, thanh phé truc thuée Trung wong;

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 cua Hoi dong nhan
dan tinh Hai Duong ban hanh Quy dinh muc thu, ché d6 thu, ndp, quan 1y va su
dung phi, I¢ phi trén dia ban tinh Hai Duong
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phuc

TO KHAI PANG KY NHAN CHA, ME, CON

KANR @UT: (D

Ho, chit dém, ten NEWOT YEU CAUL ..ottt bbb

Quan hé v&i ngudi NhAn cha/Me/CON: ...

Pé nghi co quan cong nhin nguoi ¢é tén dwéi day:

Ngay, thANg, NAM SINN: ..ottt

Gid1 tinh:...eeeeiiii Dan tocC:.......ccovvvvveeieeeeeeeeeeen, Quéc HCh: e

La. e, cia nguwoi co tén dwoi day:

HO, CHTE GEIM, TEIN: ..ottt ettt ettt ettt ettt ettt ettt ettt ee et en s e e
Ngay, thang, NAM SINN: .......coooiiiiiiee bbb
Gidi tinh: ..o Dan tocC:.......coveeeeeeeeeeeeeeeen, Quéc HICH:

T61 cam doan viéc nhan.............ccccccooevveennnee. noi trén la ding sy that, ty nguyén, khong co
tranh chap va chiu trach nhiém trude phap luat vé cam doan ctia minh.

Nguoi yéu ciu
(Ky, ghi ro ho, chir dém, tén)

Y kién ciia nguoi hién dang 12 me hodc cha®

B,é nghi cap ban sao ©: C6 |:| Khong |:|
SO lugng:.......... ban
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Chu thich:

() Ghi rd tén co quan dang ky nhan cha, me, con;

@ Ghi theo noi dang ky thuong tri;; néu khong c6 noi ding ky thuong trii thi ghi theo noi
dang ky tam tr(; truong hop khong c6 noi dang ky thuong tra va noi dang ky tam tra thi ghi theo noi
dang sinh sdng.

(3) Ghi thong tin vé gidy td tiiy than nhu: ho chiéu, ching minh nhan dan hodc gidy to hop 18
thay thé (vi du: Ching minh nhan dan s6 001089123 do Coéng an thanh phd Ha Noi cip ngay
20/10/2004).

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

©) Chi khai trong truong hop cha hoac me nhén con chua thanh nién hodc nguoi da thanh
nién nhu’ng mat nang lyc hanh vi dan sy, ghiy kién cta ngucn cha néu me la nguoi yéu cau, y kién
ngudi me néu cha 1a nguoi yéu cau (trir trudng hop nguoi d6 da chét, mét tich, mat ning lyc hanh
vi dan su hodc han ché nang lyc hanh vi dan sy).

6 P& nghi danh ddu X vao 6 néu cd yéu cau cap ban sao va ghi rd sb lugng.
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4. Thi tuc ding ky khai sinh két hop nhan cha, me, con
a) Trinh ty thuc hién

- Nguoi ¢ yéu cau ding ky khai sinh va nhan cha, me, con ndp hd so dang
ky khai sinh va dang ky nhan cha, me, con tai B6 phan mot ctra cia UBND cap xa
¢6 tham quyén; ndp 1¢ phi néu thude treong hop phai ndp 1€ phi dang ky khai sinh,
dang ky nhan cha, me, con; ndp phi cap ban sao Glay khai sinh, Trich luc dang ky
nhan cha, me, con néu c6 yéu cau cp ban sao Gidy khai sinh, Trich luc ding ky
nhan cha, me, con.

- Can bo tiép nhan hd so tai Bo phan moét ctra ¢6 trach nhiém kiém tra
tinh chinh xac, day du, thong nhat, hop 1€ ctia ho so.

(i) Trudong hop hd S0 day du, hop 1¢ thi tlep nhan ho so, c¢6 Phiéu hen, tra
két qua cho ngudi co yéu cau, dong thoi chuyén hd so dé céng chirc lam cong tac
ho tich xu ly.

- Sau khi tié}? nhédn hé so, can bo tié'p nhén hé so tai Bo phdn mot cuea
thuc hién s6 héa (sao chup, chuyén thanh tai lieu dién tw trén hé théng thong
tin, co 56 dir liéu) va ky s vao tai liéu, ho so gidi quyét thi tuc hanh chinh da
dwoc s6 héa theo quy dinh.

(11) Truong hop hd so chwa day du, hop 1€ thi ¢6 thong bao cho nguoi yéu
cau bd sung, hoan thién hd so, néu rd loai glay to, noi dung can bo sung dé
nguoi co yéu cau bd sung, hoan thién. Sau khi hd so dugc bd sung, thuc hién lai
budc (1);

(iii) Truong hop nguoi co yéu cau ding ky khai sinh va nhan cha, me,
con khong bo sung, hoan thién dugc ho so thi bao céo Truong by phan mot cira
c6 thong bao tir chdi giai quyét yéu cau ding ky khai sinh va nhan cha, me, con.

- Cong chirc tu phép - ho tich tham tra hd so (tham tra tinh théng nhat, hop
1€ ctia cac thong tin trong ho so, gidy to, tai liéu do ngudi yéu cau ndp, xuat trinh
hodc dinh kém).

+ Truong hop hd so can bo sung, hoan thién hoidc khong du diéu kién giai
quyét, phai tir choi thi gri thong bao vé tinh trang ho so tdi BO phan mot cua dé
thong bao cho ngudi ndp ho so — thyc hién lai budce (i1) hodc (iii);

+ Trudong hop can phai kiém tra, x4c minh 1am rd hodc do nguyén nhan
khac ma khong thé tra két qua dung thoi gian dé hen thi cong chure tu phap - ho
tich 1ap Phiéu xin 18i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham tra
két qua va thoi gian hen tra két qua, chuyén B6 phan mot cira dé tra cho nguoi
c6 yéu cau;

+ Néu théy viéc nhan cha, me, con 1a ding va khong c6 tranh chép, thong
tin khai sinh day du va phu hop, thi cong chirc tu phap - ho tich thyc hién viée ghi
vao SO dang ky nhan cha, me, con, S6 dang ky khai sinh, cap nhat thong tin dang
ky khai sinh, dang ky nhan cha, me, con va luu chinh thirc trén Phdn mém dang ky,
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quéan 1y ho tich dién tir ding chung, chuyén thong tin dén CSDLQGVDC dé lay S6
dinh danh ca nhan.

- Sau khi CSDLQGVDC tra vé S6 dinh danh c4 nhan, cong chirc tu phap -
ho tich in Gidy khai sinh, Trich luc ding ky nhan cha, me, con, trinh Lanh dao
UBND ky, chuyén t&i Bo phan mét cira tra két qua cho ngudi c6 yéu cau.

- Nguoi ¢o yéu cau dang ky khai sinh va nhan cha, me, con (ca hai bén phai
c6 mit, xuat trinh gidy t& tuy than dé dbi chiéu) kiém tra thong tin trén Trich luc
dang ky nhan cha, me, con, Giéy khai sinh, trong S6 ding ky nhéan cha, me, con,
S6 dang ky khai sinh va ky tén vao S6 dang ky nhén cha, me, con, S6 ding ky
khai sinh, nhan Trich luc dang ky nhan cha, me, con, Giay khai sinh.

b) Cach thirc thuc hién:

Nguoi ¢ yéu cau dang ky khai sinh va nhan cha, me, con thuc hién nop
ho so truc tiép tai B phan mdt cira cia UBND cap xa (mdt bén ¢6 thé nop ho so
ma khong phai c6 van ban ty quyén cua bén con lai).

¢) Thanh phén hé so:

* Gidy to’ phdi nop:

- To khai ding ky khai sinh theo mau;

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

- Ban chinh Gidy chting sinh; truong hop khong co Gidy chung sinh thi
ndp van ban cua nguoi lam ching xac nhan vé vi¢c sinh; néu khong cd nguoi
lam ching thi phai c6 giay cam doan vé viéc sinh;

- Ching ctr chirng minh quan h¢ cha, con hodc quan hé me, con gém:

+ Vin ban cia co quan y té, co quan giam dinh hoic co quan khac ¢o
tham quyén x4c nhan quan h¢ cha con, quan hé me con.

+ Truong hop khong c6 van ban néu trén thi cac bén nhan cha, me, con
1ap van ban cam doan vé moi quan hé cha, me, con, co it nhat hai nguoi lam
chung vé mbi quan h¢ cha, me, con.

* Gidy to' phdi xudt trinh:

- Ho6 chiéu hodc Chimg minh nhan dan hoic Thé cin cude cong dan hoic
cac gidy to khac c6 dan anh va thong tin ¢4 nhan do co quan ¢ tham quyén cap,
con gia tri st dung dé chimmg minh vé nhan than cua nguoi c6 yéu cau dang ky
khai sinh va nhéan cha, me, con. Truong hop cac thong tin cd nhan trong cac
gidy to nay da co trong CSDLQGVDC, CSDLHTDT, duoc hé thong dién tu
dong thi khong phai xuat trinh;

- Gidy to chimg minh noi cu tra. Trudng hop cac thong tin vé gidy t& ching
minh noi cu tra da c6 trong CSDLQGVDC, dugc dién tu dong thi khong phai
xuat trinh;

*Luuy:
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- Bdi véi gidy to nop, xuat trinh:
+ Pbi voi giéy to xuat trinh khi ddng ky ho tich, ngudi tiép nhén co trach
nhiém kiém tra, d6i chiéu v4i thong tin trong to khai, chup lai hodc ghi lai thong

tin dé luu trong hd so va tra lai cho nguoi xut trinh, khong duoc yéu cau ndp
ban sao hodc ban chup gidy to do.

+ Ngudi yéu cau dang ky ho tich c6 thé nop ban sao chung thyuc tir ban
chinh hodc ban sao duoc cip tir s6 gdc hogc ban chup keém theo ban chinh gidy
torde d6i chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh
gidy to thi nguoi tiép nhan c6 trach nhiém kiém tra, doi chiéu ban chup voi ban
chinh va ky xdc nhan, khong duoc yéu cau nguoi di dang ky ndp ban sao giady to
do.

+ Nguoi tiép nhan co trach nhiém tiép nhan ding, du hé so dang ky ho
tich theo quy dinh cua phap luét hé tich, khong dugc yéu cau ngudi dang ky ho
tich ndp thém giay to ma phap luat ho tich khong quy dinh phai ndp.

- Tru’O’ng hop cho phep nguoi yéu cau dang ky ho tich lap van ban cam
doan vé ndi dung yéu cau dang ky ho tich thi co quan dang ky ho tich phai giai
thich rd cho nguoi 1ap van ban cam doan vé trach nhiém, hé qua phap 1y cua
viéc cam doan khong dung sy that.

_ Co quan dang ky ho tich tur chéi giai quyét hodc dé nghi co quan c6 thim
quyén huy bo két qua dang ky ho tich, n€u c6 co s& xac dinh ndi1 dung cam doan
khong dung su that.

- Bdi véi viée xac dinh ho, dan toc, dit tén cho tré:

+ Viéce xac dinh ho, dan tdc, dat tén cho tr¢ em phai phu hop voi phap

luat va yéu cau giit gin ban sic dan toc, tdp quan, truyén thong vin hoa tt dep
cua Viét Nam; khong dat tén qua dai, khé st dung.

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

d) S6 lwong hd so: 01 bé

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

e) P6i twong thyce hién thii tuc hanh chinh: C4 nhan

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

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

, Giéy khai sinh, Trich luc dang ky nhan cha, me, con (ban chinh); ban sao
Giay khai sinh, ban sao Trich luc dang ky nhan cha, me, con (trudong hop yéu
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cau cip ban sao Gidy khai sinh, ban sao Trich lyc dang ky nhan cha, me, con).

k) L¢ phi: Dang ky khai sinh 5000 dong/lan; Pang ky nhan cha, me, con
10.000 dong/lan. Mién 1¢ phi d6i voi truong hop dang ky khai sinh ding han;
nguo1 thudc gia dinh ¢6 cong voi cach mang; nguoi thude hd ngheo; nguoi khuyét
tat.

- Phi cép bén sao Giéy khai sinh, ban sao Trich luc dang ky nhan cha, me,
con (né€u co6 yéu cau): 8.000dong/ban sao trich luc.

1) Mau don, miu t& khai: To khai dang ky khai sinh, To khai dang ky nhan
cha, me, con

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

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

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

- Truong hop nam, nir chung song v&i nhau nhu vo chong, khong dang ky
két hon, sinh con, ngudi con séng cing voi ngudi cha, khi nguoi cha lam thu tuc
nhan con ma khong lién hé duge voi ngudi me thi khong can ¢ ¥ kién cta nguoi
me trong To khai dang ky nhéan cha, me, con.

n) Can cir phap ly:

- Luat Hon nhan va gia dinh nam 2014;

- Luat HO tich nam 2014;

- Nghi dinh s6 123/2015/NB-CP ngay 15/11/2015 cta Chinh pha quy dinh
chi tiét mdt s6 di€u va bién phép thi hanh Luat HJ tich;

- Thong tu sO 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phap quy dinh
chi tiét th1 hanh mot s6 diéu cua Luat HO tiCh,Vél Ngh,i diph sO 123/2015/Nb-CP
ngay 15/11/2015 cua Chinh phu quy dinh chi ti€t mot s6 di€u va bién phap thi hanh
Luat Ho tich;

- Théng tu sO 281/2016/TT-BTC ngay 14/11/2016 ctia Bo Tai chinh quy
dinh mrc thu, ché do thu, ndp, quan 1y va stir dung phi khai thac, str dung thong tin
trong co s& dtr 1iéu ho tich, phj xac nhan cé quodc tich Viét Nam, phi xac nhan la
nguoi goc Viét Nam, 1€ phi quoc tich.

- Thong tu sO 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh hudng
dan vé phi va 1¢ phi thuc tham quyén quyét dinh cua Hoi dong nhan dan tinh,
thanh pho truc thudc Trung wong;

- - Thong tw 5(5,]0§/2021/TT-BTC ngay 26/11/2021 cua Bo Tai chinh sua
doi, bo sung mot so dieu cua Thong tw so 85/2019/TT-BTC ngay 29/11/2019
cua Bg Tai chinh hudng dan vé phi va l¢ phi thugc tham quyen quyet dinh cua
Hoi dong nhdn dan tinh, thanh pho truc thuoc Trung wong;

- Nghi quyét s0 17/2016/NQ-HDND ngay 05/10/2016 ciia Hoi dong nhan
dan tinh Hai Duong ban hanh Quy dinh murc thu, ché d6 thu, ndp, quan Iy va st
dung phi, 1€ phi trén dia ban tinh Hai Duong.


http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY KHAI SINH

Kinh @iz (D oo

Ho, chit dém, teN NEUOT YEU CAUL ...t enaees
INOT CU UL Pttt ettt et b s b et et e b ese e b ese s e b e st e s ese et ese s esese s esessesensesens
GHAY 10 TY THAN B).oooeeeeeeee e
Quan h¢ voi ngudi dugc Khai SINh: ......oooiiiiiiicee e
Pé nghi co quan diing ky khai sinh cho nguoi duéi day:

HOQ, Chil A€, t€I1: ...t e e e e e e e aaee e naaeas
Ngay, thang, ndm sinh: .........ccccoeeviiiiiiiiieiieee. ghi bANg Chil: v
Gid1 tinh:.....covvveeeee Dan tocC:.........cooeeevuvvnnnenn. Quéc HICh: oo
INOT SINN: B ettt ettt te et e teeae e teeteeseeasenseeaeene
QUE QUAN .eeiiiiie ettt e ettt e e e ettt e e e e ettt e e e e abaeaee e e ssaaeeeeeanssaeaeeesnssaaaeeeansssaaeeeansssaeaeeansnees
Ho, chit dém, t€n NGWOT ME: ..o
NAM SINH: O DAan toC:.....eeeeunen.... Qudc tich: oo
INOT CU T ) Lottt b e b e s bt e s bt s bt e s et e s it e e et e et e eabesabeenbeenbeenes
Ho, chit dém, tén n@uwoi cha: ...
NAM SINH: O, DAn tOC:.cceeeeeeenne.. Qudc tich: woveveereveeeenn,
INOT CU T ) ottt b e b e s bt e s bt e s bt e s et e e st e et e eateeabesabeenbeenseenes

T6i cam doan ndi dung dé nghi ding ky khai sinh trén day 1a dung su that, duoc su thoa
thuan nhét tri cta cac bén lién quan theo quy dinh phap luat.
T61 chiu hoan toan trach nhi¢m trudce phap luat vé noi dung cam doan cua minh.
Lamtai: ........................ , NgaAy ........... thang ......... nam ..............
Ngudi yéu ciu
(Ky, ghi ro ho, chir dém, tén)

Dé nghi cip ban sao©: Co D, Khong D
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Chu thich:

() Ghi rd tén co quan dang ky khai sinh.

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

(3 Ghi thong tin vé gidy to tiy thian cta nguoi di dang ky, ghi 1 s, co quan cip, ngay
cap ho chiéu, ching minh nhan dan hodc gidy to hop 1¢ thay thé (V7 du: Ching minh nhan
dan s6 001089123 do Céng an thanh phd Ha Noi cap ngay 20/10/2014).

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

Vi du: - Bénh vién Phu san Ha No61i, duong La Thanh, phuong Ngoc Khanh, quan Ba
Dinh, Ha No6i

- Tramy té x4 Dinh Bang, huyén Tir Son, tinh Bac Ninh.

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

Vi du: xa Pinh Bang, huyén Ttur Son, tinh Bic Ninh.

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

© Pé nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi 15 s6 lugng.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phic

TO KHAI PANG KY NHAN CHA, ME, CON

KANR U2 @)ttt ettt ettt ettt a st b et et et b et se st e s eneenenes

Ho, chir dém, t€n NGWOT YEU CAUL ....c.ooiiiiiiiiieii et e te et e s aeeeaeeenseenneenees

Quan hé v&i nguoi nhan cha/Me/Con: @ ... .......cooviiiiiicececeeceeeee ettt
Pé nghi co’ quan cong nhan nguoi ¢ tén dwdi day:

| (T oLV (75 0 TR =) s AP
Ngay, thang, NAM SINN: ....ccociiiiie ettt sre e et e e e sbeeessae e sseesssaeersseesnseeessseesnsneanns
Gioitinh:......ooooeveieeieeeiecc, Dan tdcC:...ccceeiieieeiiee e, QUABC HHCH: e,

Lacieieeee ciia nguoi co tén dwdi day:

)5 (TS o 1 e (75 0 TR =) s LA
Ngay, thang, NAM SINN: .....eiiiiiie et ettt e st e et e te e st e s aeesnteebeenseesnneens
Gidi tinh:.....ooooiiii, Dan toC:......coovuveeeeeeieeeeieeeee e, Quéc tCh: o

To6i cam doan viEc Nhan.............cooeeevvvveeeeeeiiinnnns noi trén 1a ding sy that, tu nguyén, khong co tranh
chap va chiu trach nhiém trude phap luat vé cam doan cua minh.

Lam tqi................. ngay ............ thang............ nam............
Ngudi yéu ciu
(Ky, ghi v6 ho, chir dém, tén)

Y Kién ciia nguoi hién dang 13 me hoic cha®

B,é nghi cap ban sao ©: C6 |:| Khéng D
SO lugng:.......... ban
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Chu thich:

() Ghi 13 tén co quan dang ky nhan cha, me, con;

() Ghi theo noi dang ky thuong tr; néu khong ¢ noi dang ky thuong trii thi ghi theo noi
dang ky tam tr(; truong hop khong c6 noi dang ky thuong tri va noi dang ky tam trt thi ghi theo
noi dang sinh séng.

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

@ Chi khai trong truong hop ngudi khai khong dong thoi 1a ngu:(‘yi nhéan cha/me/con.

©) Chi khai trong truong hop cha hodc me nhén con chua thanh nién hodc ngudi da thanh
nién nhu:ng mat nang lyc hanh vi dan sy, ghi y kién cta ngu0’1 cha néu me 1a nguoi yéu ciu, y
kién ngudi me néu cha la nguoi yéu cau (trir truong hop ngudi d6 da chét, mat tich, mét ning lyuc
hanh vi dan sy hodc han ché nang luc hanh vi dan sy).

© P& nghi danh ddu X vao 6 néu cd yéu cau cap ban sao va ghi rd sb lugng.
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5. Thu tuc dang ky khai tir
a) Trinh ty thuc hién

- Néu lya chon hinh thirc ndp hé so truc tiép, ngudi cé yéu céu dang ky khai
tr nop hé so ding ky khai tir tai B6 phan mot cira cua UBND cap xd co thdm
quyén; nop 1¢ phi néu thudc truong hop phai ndp 1¢ phi dang ky khai tir; ndp phi
cap ban sao Trich lyc khai tir néu c6 yéu cau cap ban sao Trich luc khai tir.

- Néu lia chon hinh thirc nép ho SO truec tuyén, nguoi co yéu cau dang ky
khai tw truy cdp Cong dich vu cong quoc gia hodc Cong dich vu céng cdp tinh,
dang ky tai khoan (néu chwa cé tai khodn), xdc thwc nguoi dung theo hwong
dan, _dang nhdp vao hé thong, xdc dinh ding Uy ban nhén ddn cdp xd cé tham
quyén.

Nguoi c6 yéu cau dang ky khai tir triee tuyen cung cap théng tin theo biéu
mau dién tir twong tdc dang ky khai tir (cung cap tren Céng dich vu céng), dinh
keém ban chup hodc ban sao di¢n tur cac gidy to, tai li¢u theo quy dinh; nop phi,
I¢ phi thong qua chirc nang thanh toan tryc tuyén hodc bang cdch thirc khac
theo quy dinh phdp ludt, hoan tdt viéc ngp hé so.

- Can bd tiép nhan hd so tai Bo phan mot ctra ¢ trach nhiém kiém tra
tinh chinh xac, day du, thong nhat, hop 1€ ctia ho so.

(i) Truong hop hd so day du, hop 1¢ thi tiép nhan ho s0; néu tiép nhan ho
s0'sau 15 gio thi ¢o Phiéu hen, tra két qua cho ngudi ¢ yéu cau trong ngay lam viéc
tiép theo (neu nguoi co yéu cau lya chon hinh thirc ndp hd so truc tiép) hodc givi
ngay Phiéu hen, trd két qua qua thir dién tur hodc guri tin nhdn hen tra két qua
qua dién thoai di dong cho nguoi co yéu cau (neu nguoi c6 yéu cau lira chon
hinh thirc ngp hé so truc tuyén); chuyén hd so dé cong chirc lam cong tac ho
tich xur ly.

- Sau khi tié'p nhén hé so theo hinfz thiec nop truc tié}), cgin bo tié}) nhan
ho so tai Bo phdn,m,o”t cita thyc hién so hoa (sao chup, chuyén thc‘mh‘ tai lieu
dién twr trén hé thong thong tin, co so dit liéu) va ky so vao tai liéu, ho so giai
quyét thu tuc hanh chinh da dwoc so6 hoa theo quy dinh.

(1) Truong hop hd so chwa day du, hop 1€ thi ¢6 thong bao cho nguoi yéu
cau bd sung, hoan thién hd so, néu rd loai glay to, noi dung can bo sung dé
nguoi co yéu cau bd sung, hoan thi¢n. Sau khi hé so dugc bd sung, thuc hién lai
budce (i);

(iif) Truong hop nguoi co yéu cau dang ky khai tir khong bd sung, hoan

thién dugc ho so thi bao cao Trudng bd phan mot cira c6 thong bao tir chdi giai
quyét yéu cau ding ky khai to.

- Cong chirc tu phép - ho tich tham tra hd so (tham tra tinh théng nhat, hop

1é ciia cac thong tin trong ho so, gidy to, tai liéu do ngudi yéu cau ndp, xuét trinh
hodc dinh kém).
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+ Trudng hop hd so cin bd sung, hoan thién hoic khong du diéu kién giai
quy€t, phai tir choi thi giri thong bao vé tinh trang ho so td1 Bo phan mot ctra dé
thong bao cho nguoi ndp ho so — thuc hién lai budce (ii) hodc (iii);

+ Trudong hop can phai kiém tra, x4c 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 lap Phiéu xin 15i va hen lai ngay tra két qua, trong do néu r6 ly do cham
tra két qua va thoi gian hen tra két qua, chuyén Bo6 phan mét ctra dé tra cho
ngudi cd yéu cau (neu ngu’m c6 yéu cau lya chon hinh thirc ndp hd so truc tiép),
hodc giti Phiéu xin 16i va hen lai ngdy tra két qud qua thu dién tir hodc gui tin
nhdn qua dién thoai di dong cho nguoi co yéu cau (néu nguoi cé yéu cau lira
chon hinh thirc nép ho so triec tuyén).

+ Néu thay ho so day du, hop 18, diing quy dinh, trudng hop tiép nhan
ho so diang ky khai tir theo hinh thiic truc tiép, thi cong chirc tu phép - ho tich thuc
hién viéc ghi vao S6 dang ky khai tu, cap nhat thong tin dang ky khai tir va luu
chinh thirc trén Phan mém ding ky, quan 1y ho tich dién tir diing chung.

Trwong hop tiép nhdn hé so dang ky khai tir theo hinh thirc triec tuyén, cong
chirc tw phap - ho tich gui lai biéu mdu Trich luc khai twr dién tw voi thong tin day
du cho nguoi yéu cau qua thu dién tur hodc thiét bi so.

Nguwoi yéu cau co trach nhiém kiém tra tinh chinh xdc, day du cua cdc
thong tin trén biéu mau Trich luc khai tw dién tir va xac nhdn (toi da mot ngay).

Néu nguoi c6 yéu cau xdc nhdn théng tin da thong nhdt, day di hodc
khéong c6 phan hoi sau thoi han yéu cau thi céng chire tw phdp - hé tich thuc
hién viéc ghi ngi dung vao S6 dang ky khai tir, cdp nhdt thong tin dang ky khai tiv
va hew chinh thiee trén Phan mém déing ky, quan Iy hé tich dién tir dimg chung.

- Cong chire tu phap - ho tich in Trich luc khai tir, trinh Lanh dao UBND ky,
chuyén B6 phan mét ctra tra két qua cho ngudi co yéu cau.

- Nguoi c6 yéu cau dang ky khai tur kiém tra thong tin trén Trich lyc khai tu,
trong SO dang ky khai tir va ky tén vao So6 dang ky khai tir, nhan Trich luc khai ta.

b) Cach thirc thye hién:

Nguoi c6 yéu cau dang ky khai tur trye tiép thuc hién hodc ty quyen cho
nguoi khac thue hién nop hd so truc tiép tai Bo phan mot cira cia UBND cap xa
hodc gtri hd so qua hé thdng buu chinh hodc nép hé so truc tuyén trén Cong dich
vu cong quoc gia (https.//dichvucong.gov.vn) hodc Cong dich vu cong tinh Hai
Duong (https.//dichvucong.haiduong.gov.vn).

¢) Thanh phén ho so:

- T khai dang ky khai tir theo mau (néu ngudi ¢6 yéu cau lya chon nop hod
so theo hinh thure truc ti€p);

- Biéu mau dién tir twong tdc ding ky khai tir (do nguroi yeu cau cung cap

théng tin theo huéng dan trén Cong dich vu céng, néu nguoi c6 yéu cau lra chon
nép ho so theo hinh thirc trurc tuyén);


https://dichvucong.gov.vn
https://dichvucong.---.gov.vn)
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- Nguoi ¢6 yéu cau dang ky khai tir thyc hién viéc nop/xuét trinh (theo
hinh thtrc truc ti€p) hodc tai Ién (theo hinh thuc tryc tuyén) cac giay to sau:

* Gidy to phdi ngp:
- Gidy bao tir hodc gidy to thay thé Gidy bao tir do co quan c6 tham quyén
cap.

- Gidy to, tai liéu, chung cr do co quan, t6 chirc co tham quyén cp hoic
xac nhan hop 1¢ chang minh sy kién chét dbi voi truong hop dang ky khai tu
cho ngudi chét da 1au, khong c6 Gidy béo tir hodc gidy to thay thé Gidy béo tir.

- Vin ban uy quyén (dugc chimg thuc) theo quy dinh cua phap luat trong
truong hop y quyén thuc hién viéc dang ky khai tir. Truong hop nguoi c6 trach
nhiém dang ky khai tir uy quyén cho nguoi khac thuc hién viéc ding ky khai tir
ma nguoi duge uy quyén la 6ng, ba, cha, me, con, vo, chdng, anh, chi, em rudt
clia ngudi Gy quyén thi vin ban Gy quyén khong phai chimg thue.

* Gidy to' phdi xudt trinh:

- Ho chiéu hodc Chimg minh nhan din hodc Thé cin cudc cong déan hoac
cac gidy to khac c¢6 dan anh va thong tin ca nhan do co quan c6 thAm quyen cap,
con gia tri st dung dé chimg minh vé nhan than cua nguoi co yéu cau dang ky
khai ta. Truong hop cac thong tin ca nhén trong cac gidy to' nay da co trong
CSDLQGVDC, CSDLHTDT, dugc hé théng dién tr dong thi khong phai Xuét
trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thirc truc tuyén);

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

- Truong hop khong xac dinh dugc noi cu tru cudi cung cua ngudi chét
thi xuat trinh gidy to ching minh noi nguoi d6 chét hodc noi phat hién thi thé
ctia nguoi chét.

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

* Luuy

- Trong thoi han 15 ngay ké tir ngay co ngudi chét thi vo, chong hodc
con, cha, me¢ hodc ngudi than thich khac cua nguoi chét ¢6 trach nhiém di dang
ky khai tir; truong hop nguoi chét khong c6 nguoi than thich thi dai dién cua co
quan, td chtrc, c4 nhan lién quan c6 trach nhiém di khai tir.

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

+Doi voi gidy to xuat trinh khi dang ky h¢ tich, ngudi tiép nhn co trach
nhiém kiém tra, d6i chiéu v6i thong tin trong to khai, chup lai hodc ghi lai thong

tin dé luu trong hd so va tra lai cho nguoi xuat trinh, khong duoc yéu cau ndp
ban sao hodc ban chup gidy to do.
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+ Nguoi yéu cau dang ky ho tich co thé nop ban sao chung thyuc tir ban
chinh hodc ban sao dugc cép tir s6 goc hogc ban chyp kem theo ban chinh gidy
to dé ddi chiéu. Trudng hop nguoi yéu cau ndp ban chup kém theo ban chinh
gidy to thi ngudi tiép nhéan c6 trach nhiém kiém tra, d6i chiéu ban chup véi ban
chinh va ky xac nhan, khong dugc yéu cau nguoi di dang ky ndp ban sao gidy to
do.

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

- P6i véi gidy to givi kém theo néu nguoi yéu cdu nép hé so theo hinh
thite trec tuyén:

+ Bdn chup cdc gidy to giri kém theo hé so ding ky khai tir triec tuyén phdi
bio dam ré nét, ddy di, toan ven vé ngi dung, la ban chup bang mdy anh, dién
thoai hodc dwoc chup, duoc quét bang thiét bi dién tir, tir gidy to dugc cdp hop I¢,
con gid tri sir dung; néu la gidy to do co quan co tham quyén nwéc ngoadi cdp thi
phdi dwoc hop phdp héa lanh si, dich sang tiéng Viét theo quy dinh, trir truong
hop dwge mién hop phdp héa lanh su.

+ Truong hop gidy to, tai liéu phdi giri kém trong | ho so dang ky khai tir truc
tuyen dd ¢6 ban sao dién tir hodc da cé ban dién tir gidy to ho tich thi nguoi yéu
cau duoc sw dung ban dién tur nay.

+ Khi dén co quan dang ky h¢ tich nhén két qua (Trich lyc khai tir/ban sao
Trich luc khai tu), nguoi co yéu cau ding ky khai tir phai xuit trinh gidy to tuy
than, ndp ban chinh cac gidy to 1a thanh phan ho so dang ky khai tir theo quy dinh
phap luat ho tich.

Truong hop nguoi yéu cau dang ky khai tir khong cung cap dwoc gidy to
néu trén theo quy dinh hodc gidy to nop, xuat trinh bi tay xéa, sira chira, lam
gid thi co quan dang ky hé tich c6 tham quyén hity bo két qua dang ky khai tit.

d) S6 lwong hd so: 0 b

d) Thoi han giai quyét: Ngay trong ngay tiép nhan yéu cau, truong hop
nhan ho s0 sau 15 gi0 ma khong giai quyét duoc ngay thi tra két qua trong ngay
1am viéc tiép theo.

e) P6i twong thyce hién thii tuc hanh chinh: C4 nhan

g) Co quan thyc hi¢én thi tuc hanh chinh:

- Uy ban nhan dén cip x4 noi cu tra cudi ciing ctia ngudi chét thyc hién viée
dang ky khai tir;

- Uy ban nhéan déan cip x4 noi ngudi d6 chét hodc noi phat hién thi thé nguoi

chét thuc hién viéc dang ky khai tir trong truong hop khong xac dinh dugc noi cu
tri cudi ciing ciia ngudi chét.

h) Co quan phdéi hop: Co quan quan Iy CSDLQGVDC.



39

i) Két qua thuc hién thi tuc hanh chinh:

‘ Trich luc khai tr (ban chinh); ban sao Trich lyc khai tir (truong hop yéu
cau cap ban sao Trich luc khai tr).

k) Lé phi: 5000 d6ng/lan.

Mién 18 phi doi véi truong hop dang ky khai tir ding han, nguoi thudc gia
dinh c6 cong véi cach mang; nguoi thudoc hd ngheo; nguoi khuyét tat.

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

1) M4u don, méu to Khai:

+ T khai dang ky khai ttr (néu ndp ho so theo hinh thirc truc tiép);

+ ,BiéM mau dién t twong tdc dang ky khai tir (néu nép hé so theo hinh thic
tryec tuyén).

m) Can cir 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 so di€u va bién phap thi hanh Luat Ho tich;

- Nghi dinh 56 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phii quy dinh vé
Co so dir lieu ho tich dién ti, dang ky ho tich truc tuyén;

- Thong tu sO 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phap quy dinh
chi tiét th1 hanh mot s6 diéu cua Luat HO tiCh’Vé Nghj diph sO 123/2015/NDb-CP
ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét mot s6 di€u va bi¢n phap thi hanh
Luat Ho tich;

- Thong te so”: 01/2022/TT-BTP ngay 04/01/2022 cua Bo Tw phdap quy
dinh chi tiet mot so diéu va bién phap thi hginh Nghi dinh so 87/2020/ND-
CP ngay 28/7/2020 cua Chinh phu quy dinh vé Co so dit licu h¢ tich dién tu,
dang ky ho tich truc tuyén;

- Théng tu s0 281/2016/TT-BTC ngay 14/11/2016 ciia Bo Tai chinh quy
dinh mrc thu, ché do thu, ndp, quan 1y va su dqu phi khai théc, str dung thong tin
trong co s& dtr 1iéu ho tich, phj xac nhan cé qudc tich Viét Nam, phi xac nhan la
nguoi goc Viet Nam, 1€ phi qudc tich;

- Thong tu sO 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh hudng
dan vé phi va 1¢ phi thuc tham quyén quyet dinh cua Hoi dong nhan dan tinh,
thanh pho truc thugc Trung uong;

- Thong tw 5(5,]0Q/2021/TT-BTC ngay 26/11/2021 cua Bo Tai chinh sua
doi, bo sung mot so dieu cua Thong tw so 85/2019/TT-BTC ngay 29/11/2019
cua Bg Tai chinh hudng dan vé phi va I¢é phi thugc tham quyen quyet dinh cua
Hoi dong nhdn dan tinh, thanh pho truc thuoc Trung wong;


http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap - Tu do - Hanh phuc

TO KHAI PANG KY KHAI TU

KANh @U: ().
Ho, chit dém, teN NEUOT YEU CAUL .....oooccooeeeseeeeseeeeeeeseee e eees e

INOT CU EITL: @) e e e e e e s s e s e e e s e e s e s e e s e s s

QUAN hE VOT NEUTT A CHEE: ..o
Pé nghi co quan ding ky khai tir cho ngudi c6 tén dwdi diy:

HO, chit d€m, €2 ...ttt e eeb e e e e e aaeeen
Ngay, thdng, NAM SINN: ....ccoooiiiieee et e e e eees
Gid1 tinh: oo Dan toC:....uuvvieiieiiieieeiieen Quéc tich: .ol

Da chét vao 10C: oo o8 (o AN phut, ngay ... thang ... nam ................
INOT CREE .o e er et eee e e er et
NGUYEN NIAN CREE: ..o eees et ere et e
S6 Gidy bao tir/ Gidy to thay thé Gidy bao tir: @ ..o O o
.......................................................................................................... cip ngay .......thang ...... NAM ...........
T6i cam doan nhiing ndi dung khai trén day la dung sy that va chiu trach nhiém trudce

phap luat vé cam doan ctia minh.

Ngudi yéu cau
(Ky, ghi 16 ho, chit dém, tén)

- Nghi quyét s0 17/2016/NQ-HDND ngay 05/10/2016 ciia Hoi dong nhan
dan tinh Hai Duong ban hanh Quy dinh murc thu, ché do thu, ndp, quan ly va su
dung phi, 1€ phi trén dia ban tinh Hai Duong



41

Dé nghi cip ban sao®: Co D, Khong D

Chau thich:

() Ghi rd tén co quan dang ky khai ti.

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

(3 Ghi thong tin vé gidy td tiry than nhu: ho chiéu, chimg minh nhan dan hodc gidy
to hop 16 thay thé (vi du: Chimg minh nhan dan s6 001089123 do Cong an thanh phd Ha
Noi cap ngay 20/10/2004).

@ Néu ghi theo Gidy bao tir, thi gach cum tir “Gidy to thay thé Gidy bao to”’; néu
ghi theo sé Gidy to thay thé Gidy béo tir thi ghi rd tén, sd gidy to va gach cum tir “Gidy
béo tir”’; truong hop khong ¢ thi myc nay dé trong

) P& nghi danh ddu X vao 6 néu c6 yéu cau cip ban sao va ghi 1 s luong.
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6. Thi tuc dang ky khai sinh luvu dong
a) Trinh ty thue hién:

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

Tai dia diém dang ky ho tich luu dong, cong chirc tu phap - ho tich hudng
dan nguoi yéu cau dién day du thong tin trong To khai ‘dang ky Kkhai sinh; kiém
tra cac gidy to lam co s& cho viéc dang ky khai sinh; viét Phiéu tiép nhan ho so.

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

Sau khi CSDLQGVDC tra vé Sé dinh danh ca nhan, cong chirc tu phap - ho
tich in Gidy khai sinh, trinh Lanh dao UBND ky Giay khai sinh dé c4p cho nguoi
6 yéu cau.

- Cong chirc 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 nguoi yéu cau kiém tra ndi dung Gidy khai sinh va S6 dang ky khai
sinh, ky, ghi 16 ho, tén trong S6 dang ky khai sinh; tai muc “Ghi chi” trong S6
dang ky khai sinh ghi rd “Pang ky luu dong”.

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

* Luu y:
- Pdi véi viée xac dinh ho, dan toc, dat tén cho tré:
+ Viéc xac dinh ho, dan tdc, dat tén cho tr¢ em phai phu hop voi phap

luat va yéu cau giit gin ban sic dan toc, tdp quan, truyén thong vin hoa tbt dep
cua Viét Nam; khong dat tén qua dai, khé stir dung.

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

- Truong hop cho phép ngudi yéu cau dang ky ho tich 1ap vin ban cam
doan vé ndi dung yéu cau dang ky ho tich thi co quan dang ky ho tich phai giai
thich rd cho nguoi 1ap vin ban cam doan vé trach nhiém, hé qua phap 1y cua
viéc cam doan khong ding su that.
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Co quan dang ky ho tich tir chdi giai quyét hodc dé nghi co quan c6 tham
quyén huy bo két qua dang ky ho tich, néu co6 co s¢ xac dinh ndi dung cam doan
khong dliing su that.

b) Thanh phan hd so:
* Gidy to phdi njp:
- T khai ding ky khai sinh theo mau.

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

- Truong hop khai sinh cho tré em sinh ra do mang thai ho phai c6 van
ban x4c nhan cta co s¢ y t€ da thuc hién k¥ thuat ho trg sinh san cho viéc mang thai
ho.

* Gidy to' phdi xudt trinh:

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

khai sinh. Truong hop cac thong tin ca nhan trong cac gidy to' nay da co trong
CSDLQGVDC, CSDLHTDT, duoc h¢ thong dién tu dong thi khong phai xuat trinh;

- Gidy to chimg minh noi cu tri. Trudng hop cac thong tin vé gidy to ching
minh noi cu tra da c6 trong CSDLQGVDC, duoc dién tir dong thi khong phai xuat
trinh;

+ Gidy chimg nhan két hon néu cha, me di ding ky két hon. Trudng hop
da c6 thong tin vé viéc két hon cua cha, me trong CSDLHTDT, CSDLQGVDC
thi khong phai xuat trinh.

¢) So lwong ho so: 01 bé
d) Thoi han giai quyét: 05 ngay lam viéc.
d) Pdi twong thyc hién thii tuc hanh chinh: C4 nhan

e) Co quan thue hién thii tuc hanh chinh: Uy ban nhan dan cap xi noi cu
tri cia nguodi cha hoac ngudi me.

g) Co' quan phdi hop: Co quan quan Iy CSDLQGVDC.

h) Két qua thue hién thii tuc hanh chinh: Gidy khai sinh (ban chinh).
i) L¢ phi:

- Dbi véi trudng hop ding ky khai sinh khong dang han: 5000 dong/1an.

- Mién 18 phi d6i voi trudng hop khai sinh dung han, ngudi thude gia dinh
c6 cong voi cach mang; ngudi thudc ho nghéo; nguodi khuyet tat.

k) Mau don, miu to khai: To khai ding ky khai sinh

1) Yéu cau, diéu Kkién thue hién thi tuc hanh chinh:
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Tré em sinh ra ma cha me bi khuyét tat, 5m bénh khong thé di dang ky khai
sinh cho con; cha me¢ bi bat, tam giam hodc dang thi hanh &n phat ti ma khong C(:)Il
ong ba noi, ngoai va nguoi than thich khac hodc nhitng nguoi nay khong co dicu
kién di dang ky khai sinh cho tré.

m) Can cir phap ly:

- Luat HO tich nam 2014;

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

- Thong tu sb 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phap quy dinh
chi tiét thi hanh mot sé diéu cua Luat Ho tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 ctia Chinh phil 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 Bo Tai chinh hudéng
dan vé phi va 18 phi thudc thim quyén quyét dinh ctia Hoi dong nhan dan tinh,
thanh phd truc thudc Trung wong;

- Théng tw s6 106/2021/TT-BTC ngay 26/11/2021 ciia Bé Tai chinh sira
doi, bé sung mot s6 diéu ciia Thong tw s6 85/2019/TT-BTC ngay 29/11/2019
ciia BY Tai chinh hwéng dan vé phi va 1é phi thudc tham quyén quyét dinh ciia
Hoi dong nhan dan tinh, thanh phé truc thuéc Trung wong.

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 ctia Hoi dong nhan
dan tinh Hai Duong ban hanh Quy dinh murc thu, ché 6 thu, ndp, quan ly va su
dung phi, 1¢ phi trén dia ban tinh Hai Duong.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap - Tu do - Hanh phuc

TO KHAI PANG KY KHAI SINH
Kinh @l () oo

Ho, chir dém, t€n NEWOT YU CAU: .....oooeiiiiiiiiiiieiee e e

Quan hé vo1 nguot dugce khai SINh: ....oiiiiiiii e

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

HQ, Chilt A&, TRIN: ......ooiiiiiiiee ettt et e st e e tb e e ta e e abeessaeesaaeennreens
Ngay, thang, ndm sinh: ..........c.ccoooiiiniiiiiiiee, ghi bANg Chil: oo
Gi6i tinh:..eeeeeeeeeeene DAN tOC: vevevreeeeeereeeeanen. QUOAC HHCR: e,
INOT SINNE )Lttt ettt et et et e v e et e et et e et et e et et et et eseanas
QUE QUAN .ottt ettt e et e e ettt e e et e e s abteesasteeeansaeeenbeeeennseeeansbeeenbeeeennseeeansreeans
Ho, chit d€m, t€n MEWOT MIE: ...
NAM SINH: G DAan toC:.ccoueeeeeenne. Qudc tich: oo
INOT CU T ) Lottt b e b e s bt e st e s bt e s et e st e e et e e et e eabeeabeenbeenseenes
Ho, chit dém, tén n@uwdi Cha: ...
NAM SINh: G Dan tdC:...cveevnene... Qudc tich: ceevveeeeeeenn,
INOT CU T ) Lottt b e b e b e st esb e s bt et e e et et sabeeabeeabeenes

T6i cam doan ndi dung dé nghi dang ky khai sinh trén day 1a dung su that, duoc sy thoa
thuan nhét tri cia cc bén lién quan theo quy dinh phap luit.
T6i chiu hoan toan trach nhiém trudc phéap luat vé ndi dung cam doan cia minh.
Lamtai: ........................ , Ngay ........... thang ......... nam .............
Ngudi yéu ciu
(Ky, ghi ro ho, chir dém, tén)

Dé nghi cip ban sao©: Co D, Khong D
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Chu thich:

() Ghi rd tén co quan dang ky khai sinh.

() Ghi theo noi dang ky thudng tr; néu khong c6 noi ding ky thuong tra thi ghi theo
noi dang ky tam tr(; truong hop khong cé noi1 dang ky thuong tra va noi dang ky tam tru thi
ghi theo noi dang sinh sdng.

(3 Ghi thong tin vé gidy to tiy thin cta nguoi di dang ky, ghi 1 s, co quan cip, ngay
cap ho chiéu, ching minh nhan dan hodc gidy to hop 1¢ thay thé (V7 du: Ching minh nhan
dan s6 001089123 do Céng an thanh phd Ha Noi cap ngay 20/10/2014).

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

Vi du: - Bénh vién Phu san Ha No61i, duong La Thanh, phuong Ngoc Khanh, quan Ba
Dinh, Ha No6i

- Tramy té x4 Dinh Bang, huyén Tir Son, tinh Bac Ninh.

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

Vi du: xa Pinh Bang, huyén Ttur Son, tinh Bic Ninh.

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

© Pé nghi danh dau X vao 6 néu co6 yéu cau cap ban sao va ghi 15 s6 lugng.
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7. Thii tuc ding ky két hon luu dong

a) Trinh ty thuc hién

- Cong chuc tu phap - ho tich cip xa duoc giao nhiém vu diang ky két hon
lwu dong c6 trach nhiém chuan bi day du cac loai mau To khai, gidy to ho tich
va diéu kién can thiét dé thuc hién dang ky luu dong.

- Tai dia diém ding ky két hon luu dong, cong chire tu phap - ho tich co
trach nhiém kiém tra, x4c minh vé diéu kién két hon cua cac bén; hudng dan
ngudi dan dién day du thong tin trong To khai dang ky két hon. Néu ho so day
du, hop 18, cong chirc tu phéap - ho tich tiép nhan ho so viét Phiéu tiép nhan ho
SO.

- Sau khi tiép nhan hd so, cong chic tu phap - ho tich bao cdo Chu tich
Uy ban nhan dan cp xi. Trudng hop Chi tich Uy ban nhan dan dong y giai
quyét thi ky cip 02 Gidy chimg nhan két hon cho ngudi ¢6 yéu cau. Cong chirc
tu phap - ho tich ghi ndi dung ding ky vao S6 dang ky két hon, hudng dan cac
bén kiém tra ndi dung Gidy chimg nhan két hon va S6 diang ky két hon, cung
cac bén nam, nit ky vao So diang ky két hon, Gidy chimg nhan két hon theo quy
dinh; tién hanh trao Gidy chting nhan két hon cho cac bén tai dia diém dang ky
lwu dong. Tai muc “Ghi chu” trong SO dang ky két hon ghi 16 “Pang ky luu
dong”.

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

b) Thanh phan hd so:

* Gidy to phdi ngp

- T& khai ding ky két hon theo mAu. Hai bén nam, nir ¢6 thé khai chung
vao mot To khai dang ky két hon.

* Gidy to phdi xudt trinh

- Ho chiéu hodc Chung minh nhan dan hodc Thé can cudc cong dan hodc
cac gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 thim quyén cp,
con gia tri st dung dé chimg minh vé nhan than cta nguoi ¢ yéu cau dang ky
két hon. Truong hop cac thong tin ca nhan trong cic gidy to ndy da co trong
CSDLQGVDC, CSDLHTDT, dugc hé théng dién tu dong thi khong phai xuét
trinh (theo hinh thuc truc tiép) hoac tai 1én (theo hinh thurc truc tuyén);
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- Gidy t& chirg minh noi cu tri. Trudng hop cac thong tin vé gidy to ching
minh noi cu tra di c6 trong CSDLQGVDC, dugc dién tu dong thi khong phai
xuét trinh.

¢) S6 lwong hd so: 01 b

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

d) Pdi twong thuc hién thii tuc hanh chinh: C4 nhin

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

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

h) Két qua thyce hién thii tuc hanh chinh: Giay chimg nhan két hon(ban
chinh), moi bén vg, chong 01 ban.

i) Lé phi: Mién 18 phi.
k) Mau don, miu t& khai: To khai ding ky két hon.
1) Yéu cau, diéu Kién thye hién thii tuc hanh chinh:

- Hai bén nam, n&t cung thuong tra trén dia ban cép x4 ma mot hoac ca hai
bén nam, nit 1a nguot khuyét tat, om bénh khong the di dang ky két hon duoc.

- Nam tir dii 20 tudi trd 1én, nit tir da 18 tudi trd 1én;

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

- Khong bi mét nang lyc hanh vi dan sy;

- Viéc két hon khong thude mot trong cac truong hop cAm két hon, gom:
+ Két hon gia tao;

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

+ Nguoi dang c6 v, c6 chong ma két hon véi nguoi khac hoac chua cé vo,
chua c6 chong ma két hon voi ngudi dang cd chong, co vo;

+ Két hon giita nhitng nguoi cing dong méu vé tryc hé; giita nhitng nguoi
c6 ho trong pham vi ba doi; gitra cha, me nu6i véi con nudi; gitra nguoi da timg la
cha, me nudi v4i con nudi, cha chdng véi con dau, me vo véi con ré, cha duong
Vi con riéng ctia vo, me ké véi con riéng ctia chong;

* Nha nudc khong thira nhan hon nhan gitra nhitng nguoi cung gidi tinh.
m) Cin ctr phap ly:

- Luat Hon nhén va gia dinh nam 2014;

- Luat HO tich nam 2014;

- Nghi dinh sé 123/2015/ND-CP ngay 15/11/2015 caa Chinh phu quy
dinh chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich;
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- Nghi dinh s6 47/2020/NP-CP ngdy 09/4/2020 ciia Chinh phii vé qudn
ly, két noi va chia sé dir liéu s cua co quan nha nuoc;

- Thong tu sb 04/2020/TT-BTP ngay 28/5/2020 cua Bd Tu phéap quy dinh
chi tiét thi hanh mot sd diéu ctia Luat Ho tich va Nghi dinh s6 123/2015/ND-CP
ngdy 15/11/2015 ctia Chinh phii 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 Bo Tai chinh hudéng
dan vé phi va 18 phi thudc thim quyén quyét dinh ctia Hoi dong nhan dan tinh,
thanh phd truc thudc Trung wong;

- Théng tw s6 106/2021/TT-BTC ngay 26/11/2021 ciia Bé Tai chinh sira
doi, bé sung mot s6 diéu ciia Thong tw 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 ciia
Hoi dong nhan dan tinh, thanh phé truc thuéc Trung wong.


https://thuvienphapluat.vn/van-ban/cong-nghe-thong-tin/nghi-dinh-47-2020-nd-cp-quan-ly-ket-noi-va-chia-se-du-lieu-so-cua-co-quan-nha-nuoc-439384.aspx
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap — Tuw do — Hanh phuc

TO KHAI PANG KY KET HON

(1) _ ()
Kinh @Ui: G

Thong tin Bén nir Bén nam

Ho, chir dém, tén

Ngay, thang, ndm sinh

Dan tdc

Quéc tich

Noi cu tra @

Gidy to tiy than ©

Két hon 1an thir may

Chung t6i cam doan nhing 101 khai trén déy 13 dung su that, viéc két hon cua ching toi 13 tr nguyén, khong vi
pham quy dinh cua Luat hon nhan va gia dinh Viét Nam.

Chiing t6i chiu hoan toan trach nhiém truc phap luat vé ndi dung cam doan ctia minh.

Pé nghi Quy co quan ding ky.

, NEAY o thang ............ nam..............
Bén nir Bén nam
(Ky, ghi ro ho, chir dém, tén) (Ky, ghi r0 ho, chir dém, tén)

Dé nghi cip ban sao®©: Co D, Khong D
S6 luong: ....... ban
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Chu thich:

()@ Trudng hop 1am thi tuc dang ky két hon co yéu td nudce ngoai, thi phai dan anh cua hai
bén nam, ntr.

(3 Ghi 13 tén co quan ding ky két hon.

“ Ghi theo noi dang ky thuong tr, néu khong c6 noi diang ky thuong tra thi ghi theo noi
dang ky tam tra; truong hop khong ¢ noi dang ky thuong trti va noi dang ky tam tra thi ghi theo
noi dang sinh séng.

(9 Ghi théng tin vé gidy to tiy than nhu: ho chiéu, chimg minh nhin dan hodc gidy t& hop 18
thay thé (vi du: Chtrng minh nhan dan s6 001089123 do Cong an thanh phé Ha Noi cip ngay
20/10/1982).

© P& nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd s6 luong.
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8. Thi tuc diang ky khai tir lvu dong
a) Trinh ty thuc hién

- Cong chuc tu phép - ho tich dugc giao nhiém vu dang ky khai tir luu
dong c6 trach nhiém chuan bi day du mau To khai dang ky khai tir, gidy to ho
tich va diéu kién can thiét dé thuc hién dang ky luu dong tai nha riéng hodc tai
dia diém td churc dang ky luu dong, bdo dam thuan lgi cho nguoi dan.

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

- Sau khi tiép nhéan hé so, cong chtrc tu phap - ho tich bado cdo Chu tich
Uy ban nhan dan cap xa. Truong hop Chu tich Uy ban nhan dan dong y giai
quyét thi cong chirc tu phap - ho tich thuc hién viée ghi vao S6  dang ky khai ttr,
cap nhat thong tin dang ky khai tir va luu chinh thtrc trén Phdn mém ding ky, quan
1y ho tich dién tir ding chung, in Trich luc khai tir, trinh Chu tich Uy ban nhan dan
ky Trich luc khai tir cdp cho ngudi co yéu cau.

- Cong chtc tu phap - ho tich dem theo Trich luc khai tir va SO dang ky
khai tir dé tra két qua cho ngudi c6 yéu ciu tai dia diém dang ky luu dong;
huéng dan nguoi yéu cau kiém tra ndi dung Trich luc khai tir va SO dang ky
khai tu, ky, ghi 10 ho, tén trong SH dang ky khai tur; tai myc “Ghi cha” trong SH
dang ky khai tir ghi ro “Dang ky luu dong”.

- Truong hop nguoi yéu cau khong biét chir thi cong churc tu phap - ho
tich tryc tiép ghi To khai, sau d6 doc cho nguoi yéu cau nghe lai ndi dung va
hudéng dan nguoi do diém chi vao To khai. Khi tra két qua, cong chirc tu phap -
ho tich doc lai n6i dung Trich luc khai tir cho nguoi yéu cau nghe va huéng dan
nguoi do6 diém chi vao S6 dang ky khai tur.

b) Thanh phan hé so:

* Gidy to' phdi ngp

- To khai ding ky khai tir theo mau;

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

* Gidy to' phdi xudt trinh

- Ho chiéu hodc Chirg minh nhan dan hodc Thé cin cudc cong dan hoac
cac gidy t& khac c6 dan anh va théng tin ca nhan do co quan c6 tham quyen cp,
con gi tri sit dung dé chimg minh vé nhan than cua nguoi co yeu cau dang ky
khai tr. Truong hop cac thong tin ca nhén trong cac gidy to' nay da co trong
CSDLQGVDC, CSDLHTDT, duoc hé thong dién tu dong thi khong phai xuat
trinh;
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- Gidy to ching minh noi cu tri cudi cing ctia nguoi chét dé xac dinh
tham quyén. Truong hop cic thong tin vé€ gidy to ching minh noi cu tra da co
trong CSDLQGVDC, dugc dién ty dong thi khong phai xuat trinh.

- Truong hop khong xac dinh dugc noi cu tra cubi cung clia ngudi chét
thi xuat trinh _gidy to chung minh noi nguoi do chét hodc noi phat hién thi thé
ctia ngudi chét.

¢) S6 lwong hd so: 01 b

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

d) Pdi twong thuc hién thii tuc hanh chinh: C4 nhin

¢) Co quan thuc hién thi tuc hanh chinh:

- Uy ban nhén dan cap xa noi cu trii cudi cting ctia ngudi chét;

- Uy ban nhéan dén cip xa noi ngudi d6 chét hodc noi phat hién thi thé nguoi
chét thuc hién viéc dang ky khai tir trong truong hop khong xac dinh duoc noi cu
tri cuoi cung cua nguoi chét.

g) Co quan phoi hop: Khong.

h) Két qua thwe hién thia tuc hanh chinh: Co quan quan ly
CSDLQGVDC.

i) Lé phi: 5000 dong/lan.

Mién 18 phi ddi v6i truong hop dang ky khai tir dang han; dang ky cho
nguo1 thudc gia dinh ¢6 cong voi cach mang; ngudi thude hd nghéo; nguoi khuyét
tat.

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

1) Yéu cau, diéu kién thuwc hién thi tuc hanh chinh

Nguoi chét khong c6 nguoi than thich, nguoi than thich khong song cuing
dia ban xa hodc la nguoi gia, yéu, khuyét tat khong di dang ky khai tir duoc.

m) Can cir phap ly:

- Luat HO tich nam 2014;

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

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ctia B6 Tu phap quy dinh
chi tiét thi hanh mot sd diéu ctia Luat Ho tich va Nghi dinh s6 123/2015/ND-CP
ngdy 15/11/2015 ctia Chinh phtt 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 Bo Tai chinh huéng
dan vé phi va 18 phi thudc thim quyén quyét dinh ctia Hoi dong nhan dan tinh,
thanh phé truc thudc Trung vong;

- Théng tw s6 106/2021/TT-BTC ngay 26/11/2021 ciia Bé Tai chinh sira
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doi, bé sung mot s6 diéu ciia Thong tw s6 85/2019/TT-BTC ngay 29/11/2019
ciia BY Tai chinh hwéng dan vé phi va 1é phi thudc tham quyén quyét dinh ciia
Hoi dong nhan dan tinh, thanh pho truc thuée Trung wong;

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 ctia Hoi dong nhan
dan tinh Hai Duong ban hanh Quy dinh murc thu, ché do thu, ndp, quan ly va su
dung phi, 1€ phi trén dia ban tinh Hai Duong.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap - Tu do - Hanh phuc

TO KHAI PANG KY KHAI TU

KANH @U: (.
Ho, chit dém, teN NEUOT YEU CAUS .....ooooceoeeeseeeoeseeese oo eees e eeee s

INOT CU UL ) e e e s e s e e s s s e e s e s e s

QUAN h& VOT NEUTT A8 CHEE: oo eeee e
Pé nghi co quan ding ky khai tir cho ngudi c6 tén dwdi diy:

HQ, chilt @M, tRIN: ......ooiiiiiiiiieeeeeee et et ee et e et e b e e s b e e s nneennreens
Ngay, thang, NAM SINN: .....coooiiiiieeee e et e e e e esaeeneas
Gio1 tinh: oo Dan toC:....uuvvieeeiiiiiiiiieiieee Quéc tich: .o,

D3 chét vao 10C: oo o phut, ngay ... thang ........... nam ..................
INOT CREE: oottt es ettt
NGUYEN NIAN CREE: oo eeee e ee s eeseesesee e ere e
Sb Giy bao tir/ Gidy to thay thé Gidy bao tir: @ ..o O o
.......................................................................................................... cip ngay .......thang ... NAM ..........
To61 cam doan nhitng ndi dung khai trén day l1a dung su that va chiu trach nhiém trudc
phap luat vé cam doan ctia minh.

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

Ngudi yéu cau
(Ky, ghi 10 ho, chit dém, tén)

Dé nghi cap ban sao®: C6 D, Khéng D
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Chau thich:

() Ghi rd tén co quan dang ky khai ti.

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

(3 Ghi thong tin vé gidy td tiy than nhu: ho chiéu, chimg minh nhan dan hodc gidy
to hop 16 thay thé (vi du: Chimg minh nhan dan s6 001089123 do Cong an thanh phd Ha
Noi cap ngay 20/10/2004).

@ Néu ghi theo Gidy bao tir, thi gach cum tir “Gidy to thay thé Gidy bao ti”; néu
ghi theo sé Gidy to thay thé Gidy béo tir thi ghi rd tén, sd gidy to va gach cum tir “Gidy
béo tir”’; truong hop khong co thi myc nay dé trong

) P& nghi danh ddu X vao 6 néu c6 yéu cau cip ban sao va ghi 1 sd luong.
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9. Thi tuc dang ky giam ho
a) Trinh ty thuc hién

- Néu Iya chon hinh thirc ndp hd so truc tiép, ngudi cd yéu cau dang ky
giam ho nop ho so dang ky giam ho tai BO phan mot ctra cua UBND cap xd 6
tham quyén; nop 1€ phi néu thudc truong hop phai nop 1€ phi dang ky giam ho; nop
phi cap ban sao Trich luc dang ky giam ho n€u c6 y€u cau cap ban sao Trich luc
dang ky giam ho.

- Néu lira chon hinh thirc nép ho SO truec tuyén, nguoi co yeu cau dang ky
giam ho truy cdp Cong dich vu céng quéc gia hodc Cong dich vu cong cap tinh,
dang ky tai khodn (néu chua cé tai khodn), xdc thwc nguoi ding theo hwdng
dan, ddng nhdp vao hé thong, xdac dinh ding Uy ban nhén dan cdp xd c6 tham
quyén.

Nguoi co yéu cau déing ky gidm hé truc tuyen cung cap thong tin theo
biéu mau dién tir twong tdc ding ky gidm hé (cung cdp trén Cong dich vu céng),
dinh kem ban chup hodac ban sao dién tir cdc gidy 1o, tai liéu theo quy dinh; ngp
phi, 1é phi thong qua chirc nang thanh todn truc tuyén hodc bang cdch thic
khdc theo quy dinh phdp ludt, hoan tdt viéc ndp hé so

- Can bd tiép nhan hd so tai Bo phan mot ctra ¢ trach nhiém kiém tra
tinh chinh xac, day du, thong nhat, hop 1€ ctia ho so.

(i) Truong hop hd S0 day dua, hop 1€ thi tlep nhan hd so, ¢6 Phiéu hen, tra
két qua cho nguoi co yéu cau (neu nguoi c6 yeéu cau lya chon hinh thirc nop hd so
truc tiép) hodc gui ngay Phiéu hen, tra két qua qua thw dién e hodc guri tin
nhdn hen tra két qua qua dién thoai di dong cho nguoi co yéu cau (neu nguoi co
yéu cau lwa chon hinh thirc nép ho so truc tuyén), dong thoi chuyén ho so dé
cong chuc lam cong tac hg tich xu ly.

- Sau khi tié'p nhén hé so theo hinfz thiec nop truc tié}), cgin bo tié}) nhan
ho so tai Bo phdn,m,o”t cita thyc hién so hoa (sao chup, chuyén thc‘mh‘ tai lieu
dién twr trén hé thong thong tin, co so dit liéu) va ky so vao tai liéu, ho so giai
quyét thu tuc hanh chinh da dwoc so6 hoa theo quy dinh.

(1) Truong hop hd so chwa day du, hop 1€ thi ¢6 thong bao cho nguoi yéu
cau bd sung, hoan thién hd so, néu rd loai glay to, noi dung can bo sung dé
nguoi co yéu cau bd sung, hoan thi¢n. Sau khi hé so dugc bd sung, thuc hién lai
budce (i);

(ii1) Truong hop nguoi co yéu cau ding ky giam ho khong bd sung, hoan

thién dugc ho so thi bao cao Trudng bd phan mot cira c6 thong bao tir chdi giai
quyét yéu cau ding ky giam ho.

- Cong chirc tu phép - ho tich tham tra hd so (tham tra tinh théng nhat, hop

1é ciia cac thong tin trong ho so, gidy to, tai liéu do ngudi yéu cau ndp, xuét trinh
hodc dinh kém).
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+ Trudng hop hd so cin bd sung, hoan thién hoic khong du diéu kién giai
quy€t, phai tir choi thi giri thong bao vé tinh trang ho so td1 Bo phan mot ctra dé
thong bao cho nguoi ndp ho so — thuc hién lai budce (ii) hodc (iii);

+ Trudong hop can phai kiém tra, x4c 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 lap Phiéu xin 15i va hen lai ngay tra két qua, trong do néu r6 ly do cham
tra két qua va thoi gian hen tra két qua, chuyén Bo6 phan mét ctra dé tra cho
ngudi cd yéu cau (neu ngu’m c6 yéu cau lya chon hinh thirc ndp hd so truc tiép),
hodc giti Phiéu xin 16i va hen lai ngdy tra két qud qua thu dién tir hodc gui tin
nhdn qua dién thoai di dong cho nguoi co yéu cau (néu nguoi cé yéu cau lira
chon hinh thirc nép ho so triec tuyén).

+ Néu thay yéu cau ding ky giam ho du diéu kién theo quy dinh phap
luat, hd so day du, hop 18, dung quy dinh, trudong hop tiép nhan hd so dang ky
giam hd theo hinh thuc truc tiép, thi cong chtrc tu phép - ho tich thuc hi¢n viéc ghi
vao So6 dang ky giam ho, cap nhat thong tin ding ky gidm ho va luu chinh thirc
trén Phan mém dang ky, quan 1y ho tich dién tir ding chung.

Trwong hop tiép nhdn hé so dang ky gidm ho theo hinh thirc tryc tuyén,
cong chirc tw phdp - ho tich gui lgi biéu mau Trich luc dang ky gidm ho dién tir voi
théng tin day dii cho nguoi yéu cau qua thw dién tir hodc thiét bi so.

Nguroi yéu cau c6 trach nhiém kiém tra tinh chinh xdc, day di ciia cdc
théng tin trén biéu mdu Trich luc ding ky gidm hé dién tir va xdc nhan (t6i da
mot ngay).

Néu ngueoi ¢é yéu cau xdc nhdn théng tin da thong nhdt, day du hodc
khéng c6 phan héi sau thoi han yéu cdu thi cong chire twe phdp - ho tich thuc
hién viéc ghi néi dung vao So dang ky giam ho, cdp nhdt thong tin dang ky giam
hé va huu chinh thitc trén Phan mém déing ky, qudn Iy hé tich dién tir dimg chung.

- Cong chirc tu phép - ho tich in Trich luc dang ky gidm hg, trinh Lanh dao
UBND ky, chuyén Bo phan mdt cira tra két qua cho nguoi c6 yéu cau.

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

b) Cach thirc thue hién:

Nguoi ¢6 yéu cau dang ky giam ho truc tiép thuc hién hodc uy quyén cho
nguoi khac thuc hién ndp hd so truc tiép tai BO phan mot ctra cia UBND cép Xa
hodc gtri hd so qua hé thong buu chinh hodc ndp ho so truc tuyén trén Cong dich
vu cong quoc gia (https://dichvucong.gov.vn) hodc Cong dich vu cong tinh Hdi
Duong (https.//dichvucong.haiduong.gov.vn).

¢) Thanh phan ho so:

- To khai dang ky giam ho theo mau (néu ngudi ¢6 yéu cau lua chon ndp hd
so theo hinh thurc truc ti€p);


https://dichvucong.gov.vn
https://dichvucong.---.gov.vn)
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- Biéu mau dién tir tuong tac ding ky giam h¢ (do nguoi yéu cau cung cap
thong tin theo hudng dan trén Cong dich vu cong, néu ngudi cé yéu cau lya chon
nop hd so theo hinh thirc truc tuyén);

- Nguoi ¢6 yéu cau dang ky giam ho thuc hién viéc ndp/xuat trinh (theo
hinh thure tryc tiép) hodc tai 1én (theo hinh thirc truc tuyén) cac giay to sau:

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

- Gidy to chimg minh diéu kién giam ho duong nhién theo quy dinh cua
B6 luat Dan sy doi véi truong hop dang ky giam ho duwong nhién. Trudng hop
c6 nhiéu nguoi cung du diéu kién lam giam hdé dwong nhién thi ndp thém vin
ban thoa thuan vé viéc ctr mot ngudi 1am gidm ho duwong nhién.

- Vin ban oy quyén theo quy dinh cta phap luat trong trudng hop uy
quyén thuc hién viéc ding ky giam h¢. Truong hop nguoi dugc uy quyén la
ong, ba, cha, me, con, vo, chong, anh, chi, em rudt cia nguoi ty quyén thi van
ban uy quyén khong phai chimg thuc.

* Gidy to phdi xudt trinh:

- Ho chiéu hodc Chimg minh nhan dan hodc Thé cin cudc cong dan hoac
cac gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 tham quyen cp,
con gia tri st dung dé chimg minh vé nhan than cta nguoi ¢ yéu cau dang ky
giam ho. Truong hop cac thong tin ca nhan trong cac gidy to ndy da co trong
CSDLQGVDC, CSDLHTDT, dugc hé théng dién tir dong thi khong phai xuét
trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thire truc tuyén);

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

Truong hop gui ho so qua hé thong buu chinh thi phai gui kém theo ban
sao c6 chung thuc cac gidy to phai xuét trinh néu trén.

* Luuy

- Bo6i voi giay to ndp, xuat trinh néu nguoi yéu cau ndp ho so theo hinh
thirc truc ti€p:

+ Pbi voi giéy td xuat trinh khi ding ky ho tich, ngudi tiép nhan co trach
nhiém kiém tra, d6i chiéu v6i thong tin trong to khai, chup lai hodc ghi lai thong
tin dé luu trong hd so va tra lai cho nguoi xuét trinh, khong duoc yéu cau ndp
ban sao hodc ban chup gidy to do.

+ Nguoi yéu cau dang ky h¢ tich c6 thé nop ban sao chung thuc tir ban
chinh hodc ban sao duoc cap tir s6 goc hodc ban chup kem theo ban chinh gidy
to de d6i chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh
gidy to thi nguoi tiép nhan c6 trach nhiém kiém tra, ddi chiéu ban chup véi ban
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chinh va ky xac nhan, khong duoc yéu cau ngudi di ding ky ndp ban sao gidy to
do.

+ Nguoi tiép nhan cé trach nhiém tiép nhan dung, di hod so dang ky ho
tich theo quy dinh cuia phap luat ho tich, khong dugc yéu cau nguoi dang ky ho
tich ndp thém giay to ma phap luat ho tich khong quy dinh phai ndp.

- Doi voi gidy to giri kém theo néu ngwoi yéu cau nép ho so theo hinh
thie truc tuyén:

+ Bdn chup cdc gidy to giti kem theo ho so ding ky gidm ho truc tuyén phdi
bdo dam ré nét, ddy di, toan ven vé ndi dung, la ban chup bang mdy anh, dién
thoai hodc dwgc chup, duoc quét bang thiét bi dién tir, tir gidy to duoc cdp hop I¢,
con gid tri sir dung; néu la gidy to do co quan c¢é tham quyén nude ngodi cdp thi
phai duoc hop phdp hoa lanh su, dich sang tieng Viét theo quy dinh, trir truong
hop dwoc mién hop phap hoa lanh su.

+ Trieong hop gidy to, tai liéu phdi giri kém trong ho so dang ky giam ho
tryc tuyen dd c6 ban sao dién tir hodc da ¢6 ban dién tr gidy to ho tich thi nguoi
yéu cau dwoc sw dung ban dién tur nay.

+ Khi d&én co quan dang ky ho tich nhan két qua (Trich luc ding ky gidm
ho/ban sao Trich luc dang ky giam ho), ngudi co yéu cau ding ky giam ho xut
trinh gidy to tuy than, ndp ban chinh cac gidy to 1a thanh phan hd so ding ky giam
hd theo quy dinh phap luat ho tich.

Truwong hop nguoi yéu cau dang ky giam ho khong cung cap dwoe gidy to
néu trén theo quy dinh hodc gidy to nop, xuat trinh bi tdy xda, sita chita, lam
gid thi co quan ddng ky hé tich c6 tham quyén hily b két qua ding ky gidm ho.

d) S6 hrong hd so: 0 bo

d) Thoi han giai quyét: 03 ngay lam viéc.

e) P6i twong thuc hién thii tuc hanh chinh: C4 nhan, phap nhan.

g) Co quan thue hién thii tuc hanh chinh: Uy ban nhan déan cip x4 noi cu
tra cia nguodi duge gidm ho hoac nguoi gidm ho.

h) Co quan phoi hop: Khong.

i) Két qua thuc hién thii tuc hanh chinh: Trich luc ding ky giam h¢ (ban
chinh), ban sao Trich luc dang ky gidm hd (truong hop yéu cau cap ban sao
Trich luc dang ky giam hg).

k) Lé phi: Mién 1¢ phi.

- Phi cap ban sao Trich luc ding ky gidm hé (néu co yéu cau):
8.000d6ng/ban sao trich luc.

1) M4u don, méu to Khai:

+ To khai dang ky giam ho (néu nop hd so theo hinh thic tryc tiép);
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+ Biéq mau dién tir twong tac dang ky gidm hd (néu ndp ho so theo hinh
thuce truc tuyén).

m) Can cwr phap ly:

- B§ luat Dan sy nam 2015;

- Luat Ho tich nam 2014;

- Nghi dinh s0 123/2015/NB-CP ngay 15/11/2015 cta Chinh pha quy dinh

chi tiét mdt s6 di€u va bién phép thi hanh Luat HJ tich;

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

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ctia B6 Tu phap quy dinh
chi tiét thi hanh mot sd diéu ctia Luat Ho tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 ctia Chinh pht quy dinh chi tiét mot s6 diéu va bién phap thi hanh
Luat Ho tich;

- Théng tw sé6 01/2022/TT-BTP ngay 04/01/2022 ciia Bé Tw phdp quy
dinh chi tiét mét sé diéu va bién phdp thi hanh Nghi dinh sé 87/2020/ND-
CP ngay 28/7/2020 cua Chinh phu quy dinh ve Co sé dir liéu hé tich dién ti,
ddang ky ho tich triee tuyén;

- Théng tu sb 281/2016/TT-BTC ngay 14/11/2016 cta Bo Tai chinh quy
dinh mre thu, ché do thu, ndp, quan 1y va st dung phi khai thac, st dung thong tin
trong co s& dir li¢u ho tich, phi x4c nhan co quéc tich Vi¢t Nam, phi x4c nhan la
ngudi gbe Viét Nam, 16 phi qudc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ctia Bo Tai chinh huéng
dan vé phi va 18 phi thuéc tham quyén quyét dinh ctia Hoi déng nhan dén tinh,
thanh phd truc thudc Trung wong;

- Théng tw s6 106/2021/TT-BTC ngay 26/11/2021 ciia Bé Tai chinh sira
doi, bé sung mot s6 diéu ciia Thong tw s6 85/2019/TT-BTC ngay 29/11/2019
ciia BY Tai chinh hwéng dan vé phi va 1é phi thudc tham quyén quyét dinh ciia
Hoi dong nhan dan tinh, thanh phé truc thuée Trung wong.

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 ctia Hoi dong nhan
dan tinh Hai Duong ban hanh Quy dinh murc thu, ché do thu, ndp, quan ly va su
dung phi, 1€ phi trén dia ban tinh Hai Duong.


http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY GIAM HQ

KAnh @U: (Dot

Ho, chit d8m, t&n NEWOT YU CAU ..o oo
INOT CU T @) e

Pé nghi co quan ding Ky viéc giam hd giira nhirng nguoi cé tén dwdéi day:
Ngwoi giam ho:

HO, ChUt G@IM, tEI: ...
Ngay, thang, NAM SINN: .....c.oooiiiiiiie e et e et e e e sbe e e enaeeeeaaeaens
Gio1 tinh: oo Dan toC:....uuvveeieeiiiiieiiiieeee, Quéc tiCh: oo,
INOT CU ETUL @) oo e e ee oo se e
GHAY 1O 1Y thANT ) oo e e e e e eeesee e ere e oo

Nguwoi duwge giam ho:

HO, CHhTE GEIM, TEIN: ..ot
Ngay, thdng, NAM SINN: .....coooiiiieee e e seaeeseeennaeeenas
Gid1 tinh: .o Dan toC:........coovvvevrrreieeeeeeennn. Quéc tich: oo,

T6i cam doan nhiing ndi dung khai trén day la dung sy that va chiu trach nhiém trudc
phap luat vé cam doan cia minh.
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Ngudi yéu cau
(Ky, ghi ro ho, chir dém, tén)

Dé nghi cap ban sao®: C6 D, Khong []
Solugng:...ban e

Chu thich:

() Ghi rd tén co quan dang ky gidm hd.

(2 Ghi theo noi ding ky thudng tra, néu khoéng co noi dang ky thuong tri thi ghi theo noi
dang ky tam tra; truong hop khong c6 noi dang ky thuong trii va noi dang ky tam tra thi ghi theo
noi dang sinh sbng.

3 Ghi thong tin vé gidy to tiy than nhu: hd chiéu, chirg minh nhan dan hodc glay to hop
1¢ thay thé (vi du: Chimg minh nhan dan sb 001089123 do Céng an thanh phd Ha Noi cap ngay
20/10/2014).

@ Pé nghi danh ddu X vao 6 néu co yéu cau cap ban sao va ghi 16 s luong.
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10. Thi tuc déing ky cham dirt giam ho
a) Trinh ty thuc hién

- Néu lya chon hinh thirc ndp hé so truc tiép, nguoi c6 yéu cau dang ky
cham dut giam ho nop ho so dang ky cham dut giam ho tai B phan mot cua cua
UBND cap X3 ¢6 tham quyén; nop 1¢ phi néu thudce truong hop phai nop 1& phi
dang ky cham dut giam ho; nop phi cap ban sao Trich luc dang ky chdm dut giam
ho néu c6 yéu cau cap ban sao Trich luc ding ky chdm dirt giam h.

- Néu lira chon hinh thirc nop hé so truc tuyén, “nguoi co yéu cau dang ky
cham dut giam ho truy cdp Cong dich vu cong quéc gia hodc Cong dich vu
cong cdp tinh, dang ky tai khodn (néu chira ¢é tai khodn), xdc thirc nguoi ding
theo hwéng dan, dang nhdp vao hé théng, xdc dinh ding Uy ban nhdn dan cdp
xd c6 tham quyén.

Nguoi co yéu cau dang ky cham diet gidm hé triee tuyén cung cdp ‘thong
tin theo biéu mdu dién tir twong tic dang ky cham dist gidm hé (cung cap tren
Cong dich vu céng), dinh kém bdan chup hodc bdn sao dién tr cdc gidy 1o, tai
liéu theo quy dinh; ndp phi, 1é phi théng qua chirc ning thanh todn triec tuyén
hodc bang cdch thire khdc theo quy dinh phdp ludt, hodn tdt viéc ngp hé so.

- Can bd tiép nhan hd so tai Bo phan mot ctra ¢ trach nhiém kiém tra
tinh chinh xac, day du, thong nhat, hop 1€ ctia ho so.

(i) Truong hop hd S0 day dua, hop 1€ thi tlep nhan hd so, ¢6 Phiéu hen, tra
két qua cho nguoi co yéu cau (neu nguoi c6 yeéu cau lya chon hinh thirc nop hd so
truc tiép) hodc gui ngay Phiéu hen, tra két qua qua thw dién e hodc guri tin
nhdn hen tra két qua qua dién thoai di dong cho nguoi co yéu cau (neu nguoi co
yéu cau lwa chon hinh thirc nép ho so truc tuyén), dong thoi chuyén ho so dé
cong chuc lam cong tac hg tich xu ly.

- Sau khi tié'p nhén hoé so theo hinh thirc nop truc tié}), can bo tié}) nhan
ho so tai BY phdn mot cira thuc hién s6 héa (sao chup, chuyén thanh tai lieu
dién tir trén hé thong thong tin, co so dir liéu) va ky sé vdo tai liéu, ho so gidi
quyét thii tuc hanh chinh dd dwoc sé héa theo quy dinh.

(1) Truong hop hd so chwa day du, hop 1€ thi ¢6 thong bao cho nguoi yéu
cau bd sung, hoan thién hd so, néu rd loai glay to, noi dung can bo sung dé
nguoi co yéu cau bd sung, hoan thién. Sau khi hd so duge bd sung, thuc hién lai
budc (1);

(iii) Trudong hop ngudi c6 yéu cau dang ky chdm dut giam ho khong bd
sung, hoan thi¢n duogc hd so thi bdo cdo Truong bd phan mot ctra ¢6 thong bao
tir choi giai quyét yéu cau dang ky cham dut giam ho.

- Cong chirc tu phép - ho tich tham tra hd so (tham tra tinh théng nhat, hop
1é ciia cac thong tin trong ho so, gidy to, tai liéu do ngudi yéu cau ndp, xuét trinh
hodc dinh kém).
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+ Trudng hop hd so cin bd sung, hoan thién hoic khong du diéu kién giai
quy€t, phai tir choi thi giri thong bao vé tinh trang ho so td1 Bo phan mot ctra dé
thong bao cho nguoi ndp ho so — thuc hién lai budce (ii) hodc (iii);

+ Trudong hop can phai kiém tra, x4c 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 lap Phiéu xin 15i va hen lai ngay tra két qua, trong do néu r6 ly do cham
tra két qua va thoi gian hen tra két qua, chuyén Bo6 phan mét ctra dé tra cho
ngudi cd yéu cau (neu ngu’m c6 yéu cau lya chon hinh thirc ndp hd so truc tiép),
hodc giti Phiéu xin 16i va hen lai ngdy tra két qud qua thu dién tir hodc gui tin
nhdn qua dién thoai di dong cho nguoi co yéu cau (néu nguoi cé yéu cau lira
chon hinh thirc nép ho so triec tuyén).

+ Néu thay ho so day du, hop 18, dung quy dinh, truong hop tiép nhan hd so
dang ky chdm dut giam ho theo hinh thirc truc tiép, thi cong chirc tu phap - ho tich
thye hién viéc ghi vao S6 ding ky cham dut giam ho, cap nhat thong tin dang ky
cham dut giam ho va luu chinh thirc trén Phan mém dang ky, quan 1y ho tich dién
tir dung chung.

Trwong hop tiép nhdn ho so ding ky cham dit gidm hé theo hinh thire truec
tuyén, cong chirc tie phdp - hé tich givi lai biéu mau Trich luc dang ky cham dirt
gidm hg dién tir vé6i thong tin day dii cho ngueoi yéu cau qua thi dién tir hodc thiét
bi s6.

Nguroi yéu cau c6 trach nhiém kiém tra tinh chinh xdc, day di ciia cdc
théng tin trén biéu mau Trich luc ding ky cham dirt gidm hé dién tir va xdc nhén
(t6i da mét ngay).

Néu ngueoi c¢é yéu cau xdc nhdn théng tin da thong nhdt, day du hodc
khéng c6 phan héi sau thoi han yéu cdu thi cong chire twe phdp - ho tich thuc
hién viéc ghi néi dung vao Sé dang ky cham dirt giam hd, cdp nhdt thong tin ding
ky cham diet gidm hé va lweu chinh thire trén Phan mém ding ky, qudn Iy hé tich
dién tw  dung chung.

- Cong chire tu phap - ho tich in Trich luc dang ky cham dut giam ho, trinh
Lanh dao UBND ky, chuyén B phan mét cira tra két qua cho nguoi ¢6 yéu cau.

- Nguoi di dang ky chim dut giam ho kiém tra thong tin trén Trich
luc dang ky cham dirt ~giam hg, trong S6 dang ky dang ky cham dut giam ho, ky
tén vao S6 dang ky chdm dut giam ho, nhan Trich luc ding ky cham dut giam ho.

b) Cach thire thyuce hién:

Nguoi c6 yéu cau ding ky chdm dut giam ho truc tiép thuc hién hodc ty
quyén cho nguoi khac thyc hién ndp ho so truc tiép tai B phan mdt ctra/ ctia
UBND cép x4 hodc giri ho so qua hé thong buu chinh hodc ndp hé so truec tuyén
trén Cong dich vu cong quoc gia (https://dichvucong.gov.vn) hodc Cong dich vu
cong tinh Hai Duong (https.//dichvucong.haiduong.gov.vn).

¢) Thanh phan ho so:


https://dichvucong.gov.vn
https://dichvucong.---.gov.vn)
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- T& khai dang ky chidm dit giam ho theo mau (néu ngudi cd yéu cau lya
chon ndp ho so theo hinh thire truc tiép);

- Bleu mau dién tir twong tdc ding ky cham dirt gidm h¢ (do nguoi yéu cau
cung cdp thong tin theo huong dan trén Cong dich vu céng, néu nguoi cé yéu cdu
lya chon nop hé so theo hinh thire truc tuyen),

- Ngudi c¢6 yéu cau dang ky chim dat giam ho thuc hién viéc ndp/xuit
trinh (theo hinh thirc truc ti€p) hodc tai 1€n (theo hinh thirc tryc tuyén) cac giay
to sau:

* Gidy to phdi ngp:
- Giéy tor 1am cén ¢t chidm dit giam hg theo quy dinh cua B9 luat Dan su.

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

* Gidy to phdi xudt trinh:

Ho chiéu hodc Chtirng minh nhan dan hodc Thé cin cudc cong dan hodc
cac gidy to khac c6 dan anh va thong tin ca nhan do co quan co6 tham quyén cap,
con gia tri st dung dé chimg minh vé nhan than cua nguoi c6 yéu cau dang ky
cham dut giam ho. Truong hop cac thong tin ca nhan trong cac gidy to nay dé co

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

Truong hop gui hd so qua hé théng buu chinh thi phai gti kém theo ban
sao cO chung thuc cac gidy to phai xuat trinh néu trén.

*Luuy

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

+ Dbi véi giéy to xuat trinh khi ding ky ho tich, ngudi tiép nhén co trach
nhiém kiém tra, dbi chiéu véi thong tin trong to khai, chup lai hodc ghi lai thong

tin dé luu trong hd so va tra lai cho nguoi xut trinh, khong duoc yéu cau ndp
ban sao hodc ban chup gidy to do.

+ Ngudi yéu cau dang ky ho tich c6 thé nop ban sao chung thyuc tir ban
chinh hodc ban sao duoc cip tir s6 gdc hodc ban chup keém theo ban chinh gidy
to de d6i chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh
gidy t& thi nguoi tiép nhan c6 trach nhi¢ém kiém tra, dbi chiéu ban chup v0i ban
chinh va ky xac nhan, khong dugc yéu cau nguoi di ding 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 ho tich, khong duoc yéu cau nguoi dang ky ho
tich nop thém gidy t& ma phap luat ho tich khong quy dinh phai nop.
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- D6 véi gidy to givi kém theo néu nguoi yéu cdu nép hé so theo hinh
thite truec tuyén:

+ Ban chup cdc gidy to gt kem theo ho so dang ky cham dirt giam ho truc
tuyén phai bao dam ré nét, day di, toan ven vé nji dung, la ban chup bang may
anh, dién thoai hodc dwoc chup, duoc quét bang thiét bi dién ti, tir gidy 10" duoc
cdp hop 1¢, con gid tri su dung; néu la gidy to do co quan co tham quyén nudc
ngoai cdp thi phai duoc hop phdp hoa lanh su, dich sang tiéng Viét theo quy dinh,
trie truong hop dwoc mién hop phap hoa lanh su.

+ Truong hop gidy 10, tdi liéu phai giri kém trong ho so dang ky cham ditt
gidm ho truc tuyén di c6 ban sao dién tir hodc dd cé ban dién tir gidy to hé tich thi
nguoi yéu cau diege sir dung ban dién ti nay.

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

Trirong hop nguoi co yéu cau déing ky chéam dirt giam ho khong cung cdp
duwoc gidy to néu trén theo quy dinh hodc gidy to nop, xuat trinh bi tay xoa, sua
chita, lam gia thi co quan dang ky ho tich co tham quyén hiy bo két qua ding
ky chdm dut giam ho.

d) S6 lwong hd so: 0 bé

d) Thoi han giai quyét: 02 ngay lam viéc.

e) P6i twong thue hién thii tuc hanh chinh: C4 nhan, phap nhan

g) Co quan thue hién thii tuc hanh chinh: Uy ban nhan déan cap xa noi di
dang ky gidm ho trudce day.

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

i) Két qua thwe hién thii tuc hanh chinh: : Trich luc ding ky chim dut
giam ho (ban chinh), ban sao Trich luc dang ky chim dut giam ho (truong hop
yéu cau cap ban sao Trich luc dang ky chdm dut giam ho).

k) Lé phi: Mién 1¢ phi.

- Phi cap ban sao Trich luc dang ky chdm dat giam ho (néu c6 yéu cau):
8.000d6ng/ban sao trich luc.

1) Mau don, miu to khai:

+ To khai dang ky chim dit giam ho (néu ndp hd so theo hinh thirc truc
tiép);

+ Biéu mau dién tir twong tac dang ky cham dit gidm ho (néu nép hé so
theo hinh thirc truc tuyén).

m) Can cir phap ly:

- B0 luat Dan sy nam 2015;
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- Luat HO tich nam 2014;
- Nghi dinh s0 123/2015/ND-CP ngay 15/11/2015 cta Chinh phii quy dinh
chi tiét mot so di€u va bién phap thi hanh Luat Ho tich;
- Nghi dinh 56 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phii quy dinh vé
Co so dir lieu ho tich dién tu, dang ky ho tich truc tuyén;

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

- Théng tw s6 01/2022/TT-BTP ngay 04/01/2022 ciia Bé Tw phdp quy
dinh chi tiét mét sé diéu va bién phdp thi hanh Nghi dinh s6 87/2020/ND-
CP ngay 28/7/2020 cia Chinh phii quy dinh vé Co sé dir liéu hé tich dién tit,
dang ky ho tich truc tuyén;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ciia Bo Tai chinh quy
dinh mtre thu, ché do thu, ndp, quan ly va st dung phi khai thac, st dung thong tin
trong co so dir liéu hd tich, phi xac nhan cé quéc tich Viét Nam, phi xac nhan la
nguoi géc Viét Nam, 1€ phi quéc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ctia Bo Tai chinh hudéng
dan vé phi va 18 phi thudc thim quyén quyét dinh ctia Hoi dong nhan dan tinh,
thanh phd truc thudc Trung wong;

- Théng tw s6 106/2021/TT-BTC ngay 26/11/2021 ciia Bé Tai chinh sita
doi, bé sung mot so diéu ciia Thong tw s6 85/2019/TT-BTC ngay 29/11/2019
ciia Bé Tai chinh hwéng dan vé phi va 1é phi thudc tham quyén quyét dinh ciia
Hgi dong nhdn dan tinh, thanh phé truc thuéc Trung wong.

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 ctia Hoi dong nhan
dan tinh Hai Duong ban hanh Quy dinh mirc thu, ché d6 thu, ndp, quan 1y va st
dung phi, 1€ phi trén dia ban tinh Hai Duong.


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

TO KHAI PANG KY CHAM DUT GIAM HO
KA @Oz (D s

Ho, chit dém, ten NEUOT YEU CAUE.........ovieeieeeeeeeeee e
INOT CU LT @) Lottt b et b et e b e s ese b e st ese s ensesesseneesens

Pé nghi co quan ding ky cham dirt viéc giam hd giira:
Ngwoi giam ho:

|5 (T o1 e (<) s A 1< o R
Ngay, thang, NAM SINN: ......c..ooiiiiiie e e e raeeesereeeenens
(GFT6 37111 DAN EOC: cveeeeeeeeeeeeeeeeeereeeeeen. QUuOC tiCh: e
NOT CU TP ottt ettt ettt ettt et be et b s e b e s e s et ensensens
GHAY 1O 1Y thANT @) oo

Nguwoi dugce giam h:

| (T o1 e (<) s A 1< o SRR
Ngay, thang, NAM SINN: ...occciiiiiie e e e e e e e eeebaeeens
GiG1 tinh: e, DAN OC: eveeevreeeeeeeeeeeeeeeeeeeenn. QuAC tiCh: e

Da dang Ky giam ho tai @ ..o
ngay ....... thang ......... nam ......... SO. v QUYEN SO oo,
Ly do chAm dirt VIEC GIAM B2 ..o
T61 cam doan nhiing ndi dung khai trén day l1a ding sy that va chiu trach nhiém trude
phap luat vé cam doan ctia minh.

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

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

Dé nghi cip ban sao®: Co |:|, Khong |:|
S6 lwong:...ban
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Chui thich:

() Ghi 15 tén co quan ding ky chim dit gidm ho.

) 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 c¢d noi dang ky thuong trit va noi dang ky tam tra thi
ghi theo noi dang sinh séng

) Ghi thong tin ve gidy to tiy than nhu: ho chiéu, chimg minh nhan dan hodc gidy to
hop 1¢ thay thé (vi du: Chirng minh nhan dan s6 001089123 do Cong an thanh phd Ha Noi cip
ngay 20/10/2014).

* Ghi 0 tén co quan dang ky giam h¢ trude day (sd, ngay thang nam dang ky).

() Pé nghi danh diu X vao 6 néu co yéu cau cap ban sao va ghi rd s luong.
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11. Thii tuc thay doi, cai chinh, b sung thong tin hd tich
a) Trinh ty thywe hién

- Néu Iira chon hinh thirc ndp hd so truc tiép, ngudi 6 yéu cau diang ky thay
doi, cai chinh, bd sung thong tin ho tich ndp ho so thay doi, cai chinh, bod sung
thong tin hd tich tai B phan mét ctra cia UBND cép xd co tham quyén; nop 1¢
phi néu thudc truong hop phai ndp 1¢ phi thay d6i, cai chinh, b6 sung thong tin ho
tich; ndp phi cap ban sao Trich luc thay d6i, cai chinh, bd sung thong tin ho tich
néu cd yéu cau cap ban sao Trich lyc thay doi, cai chinh, b6 sung thong tin ho
tich.

- Néu lia chon hinh thire ndp hé so truc tuyen nguoi co yéu cau thay doi,
cdi chinh, b6 sung thong tin ho tich truy cdp Céng dich vu c¢éng quéc gia hodc
Cong dich vu céng cdp tinh, dang ky tai khoan (néu chira cé tai khodn), xdc
thuc nguoi dung theo hudng dan, _dang nhdp vao hé thong, xdc dinh ding Uy
ban nhén ddn cdp xd cé tham quyén.

Ngueoi ¢é yéu cdu dang ky thay doi, cdi chinh, bo sung théng tin ho tich
triec tuyén cung cdp théng tin theo biéu mau dién tir twong tac thwe hién dang ky
thay d6i, cdi chinh, bé sung thong tin hé tich (cung cdp trén Cong dich vu cong),
dinh kém ban chup hodc ban sao dié¢n tir cdc gidy 10, tai liéu theo quy dinh; ngp
phi, ¢ phi thong qua chirc nang thanh todn truc tuyén hodc bang cdch thirc
khdc theo quy dinh phdp ludt, hoan tat viéc ndp hé so:

- Can bd tiép nhan hd so tai Bo phan mot ctra ¢ trach nhiém kiém tra
tinh chinh xac, day du, thong nhat, hop 1€ ctia ho so.

(i) Truong hop hd so ddy du, hop 1€ thi tiép nhan ho s0; néu tiép nhan ho
s0'sau 15 gio thi ¢6 Phiéu hen, tra két qua cho ngudi ¢ yéu cau trong ngay lam viéc
tiép theo (neu nguoi co yéu cau lia chon hinh thirc ndp ho so truc tiép) hodc gii
ngay Phiéu hen, trd két qud qua thw dién tur hodc guri tin nhdn hen tra két qua
qua dién thoqi di dong cho nguoi co yéu cau (neu nguoi c6 yéu cau lira chon
hinh thirc nép hé so truc tuyén); chuyén hd so dé cong chic 1am cong tac hd
tich xur ly.

- Sau khi tié'p nhdn hé so theo hinh thirc nop truc tié}), can bo tié}) nhan
hé so tai BY phdn mot cura thuc hién s6 héa (sao chup, chuyén thanh tai liéu
dién tir trén hé thong thong tin, co so dit liéu) va ky sé vdo tai liéu, ho so gidi
quyét thi tuc hanh chinh dd dwoc sé héa theo quy dinh.

(i) Truong hop hé so chua day du, hop 1€ thi c6 thong bao cho nguoi yéu
cau bd sung, hoan thi¢n hé so, néu rd loai glay to, ndi dung can bo sung dé
nguoi co yeéu cau bod sung, hoan thién. Sau khi hd so dugc bd sung, thuc hién lai
budc (1);

(iif) Truong hop ngudi co yéu cau ding ky thay d6i, cai chinh, bd sung
thong tin ho tich khong bo sung, hoan thién dugc ho so thi bao cao Truong b
phan mét cira c6 thong bao tir chdi giai quyét yéu cau ding ky thay doi, cai
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chinh, b6 sung thong tin ho tich.

- Cong chuc tu phap - hd tich tham tra ho so (tham tra tinh thong nhat
hop 18 ctia cac thong tin trong ho so, gidy to, tai liéu do nguoi yéu cau ndp, xuat
trinh hodc dinh kém).

+ Trudng hop hd so cin bo sung, hoan thién hoic khong du diéu kién giai
quy€t, phai tir choi thi giri thong bao vé tinh trang ho so td1 Bo phan mot ctra dé
thong bao cho nguoi ndp hd so — thuc hién lai budce (ii) hodc (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 chic 1am cong tac
ho tich 1ap Phiéu xin 16i va hen lai ngay tra két qua, trong d6 néu 3 1y do chdm
tra két qua va thoi gian hen tra két qua, chuyén Bo6 phan mot ctra dé tra cho
ngudi cd yéu cau (neu ngudi cd yéu cau lya chon hinh thirc ndp hd so truc tiép),
hodc giti Phiéu xin 16i va hen lai ngdy tra két qud qua thu dién tw hodc gui tin
nhdn qua dién thoai di déng cho nguoi co yéu cdu (néu nguoi cé yéu cau lua
chon hinh thirc nép ho so truc tuyén).

+ Néu thdy viéc thay doi, cai chinh, bd sung thong tin ho tich 13 c6 co s0,
phu hop voi quy dinh cua phap luat dan sy va phap luat ¢6 lién quan, hé so day
du, hop 18, dang quy dinh, truong hop tiép nhan ho so dang ky thay d6i, cai chinh,
bd sung thong tin ho tich theo hinh thirc tryc tiép, thi cong chire tu phap - ho tich
thyc hién viéc ghi vao S6 dang ky thay doi, cai chinh, bo sung thong tin ho tich,
xac dinh lai dan toc, cap nhat thong tin ddng ky thay doi, cai chinh, bd sung
thong tin ho tich va luu chinh thirc trén Phan mém ding ky, quan 1y ho tich dién tir
dung chung.

Truong hop tiép nhén hé so dang ky thay doi, cdi chinh, bé sung thong tin
ho tich theo hinh thirc truc tuyen cong chire tw phdp - hé tich giri lai biéu mau
Trich luc thay doi/cdi chinh/bé sung thong tin ho tich, xac dinh lai dan toc dién
tir véi thong tin ddy dit cho ngueoi yéu cau qua thie dién tir hodc thiét bi so.

Ngueoi yéu cau c6 trach nhiém kiém tra tinh chinh xdc, day di cia cdc
thong tin trén biéu mau Trich luc thay doi/cai chinh/bo sung thong tin ho tich,
xac dinh lgi dan toc dién tw va xdac nhan (toi da mot ngay).

Néu nguoi c6 yéu cau xdc nhin _thong tin da thong nhat, day di hodc
khéng c6 phan héi sau thoi han yéu cau thi cong chice tir phdp - ho tich thuc
hién viéc ghi ndi dung vao S6 dang ky thay doi, cdi chinh, bo sung théng tin ho
tich, xac dinh lgi dan toc, cdp nhdt thong tin dang thay doi, cai chinh, bé sung
théng tin ho tich va luu chinh thirc trén Phan mém déing ky, quan Iy hd tich dién tir
dung chung.

- Cong chirc tur phap - ho tich in Trich lyc thay d6i/cai chinh/bd sung thong
tin ho tich tuong Ung, trinh Lanh dao UBND ky, chuyén B6 phan mot ctra tra két
qué cho ngudi ¢ yéu cau.

- Ngudi ¢6 yéu cau dang ky thay ddi, cai chinh, bd sung thong tin ho tich
kiém tra thong tin trén Trich luc thay di/cai chinh/bd sung thong tin ho tich,
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trong S6 dang ky thay d6i, cai chinh, bd sung thong tin ho tich, xac dinh lai dan
toc, ky tén vao SO dang ky thay doi, cai chinh, b6 sung thong tin hd tich, xac
dinh lai dan toc, nhan Trich luc thay do6i/cai chinh/bo sung thong tin hd tich.

Truong hop thay d6i, cai chinh, bd sung thong tin ho tich lién quan dén
Gidy khai sinh, Gidy chting nhan két hon thi cong chirc tu phap - ho tich ghi noi
dung thay d6i, cai chinh h tich vao Giay khai sinh, Giy ching nhén két hon;
bd sung théng tin ho tich vao muc twong tng va dong dau vao nodi dung bod
sung.

Truong hop dang ky thay d6i, cai chinh ho tich khong phai tai noi
dang ky ho tich trudc day thi Uy ban nhan dan cdp xi phai thong bao bang van
ban kém theo béan sao trich luc hd tich dén Uy ban nhan dan noi dang ky hd tich
trude day dé ghi vao S6 ho tich.

Truong hop noi dang ky ho tich trude day la Co quan dai dién thi
Uy ban nhan dan cip xa phai thong bao bang van ban kém theo ban sao trich luc
ho tich dén Bo Ngoai giao dé chuyén dén Co quan dai dién ghi vao S6 ho tich.

b) Cach thirc thuc hién:

Nguoi c6 yéu cau dang ky thay ddi, cai chinh, bo sung thong tin ho tich,
xac dinh lai dan tdc truc tiép thuc hién hodc ty quyén cho nguoi khac thyc hién
nop hé so truc tiép tai Bo phan mot ctira cia UBND cép x@ hodc gui hd so qua h¢
thong buu chinh hodc ndp ho so truc tuyén trén Cong dich vu céng quoc gia
(hitps://dichvucong.gov.vn) hodc Coéng dich vu céng tinh Hdi Duong
(hitps.//dichvucong.haiduong.gov.vn).

¢) Thanh phin ho so:

lai dan toc theo mau (néu nguoi co yéu cau lya chon nop hd so theo hinh
thire truc ti€p);

- Biéu mau dién tir twong tdc thuc hién ding ky thay doi, cai chinh, bo
sung thong tin ho tich, xdc dinh lai dan toc (do nguoi yéu cau cung cdp thong tin
theo hwéng dan trén Cong dich vu céng, néu nguoi cé yéu cdau lwa chon nép hé so
theo hinh thirc triee tuyén);

- Nguoi c6 yéu cau dang ky thay d6i, cai chinh, bd sung thong tin ho tich
thuc hién viéc nop/xuat trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh
thire tryc tuyén) cac gidy to sau:

* Gidy to' phdi ngp

- Gidy to lam can c thay d6i, cai chinh, bo sung thong tin ho tich.

_ - Van ban uy quyén theo quy dinh cua phap luét trong truong hop uy
quyén thyc hién viéc dang ky thay doi, cai chinh, b6 sung thong tin ho
tich. Truong hop nguoi dugce iy quyén la 6ng, ba, cha, me, con, vg, chong, anh,
chi, em rudt ctia ngudi iy quyén thi van ban uy quyén khong phai ching thuc.

* Gidy to phdi xudt trinh


https://dichvucong.gov.vn
https://dichvucong.---.gov.vn)
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- Ho chiéu hodc Chimg minh nhan dan hodc Thé cin cudc cong déan hoac
cac gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 tham quyen cép,
con gia tri su dung dé chung minh vé nhéan than ciia ngudi c6 yéu cau dang ky
thay ddi, cai chinh, bd sung thong tin ho tich, xac dinh lai dan tdc. Truong hop cac
thong tin c4 nhan trong cac gidy to ndy di c6 trong CSDLQGVDC,
CSDLHTDT, duoc hé théng dién tu dong thi khong phai xuét trinh (theo hinh
thire truc tiép) hodc tai 1én (theo hinh thirc truc tuyén);

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

Truong hop guri ho so qua hé thong buu chinh thi phai gui kem theo ban
sao c6 chimg thuc cac gidy to phai xudt trinh néu trén.

*Luuy

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

+ Pbi voi giéy to xuat trinh khi ding ky ho tich, ngudi tiép nhan co trach
nhiém kiém tra, d6i chiéu v6i thong tin trong to khai, chup lai hodc ghi lai thong

tin dé luu trong hd so va tra lai cho nguoi xuét trinh, khong duoc yéu cau ndp
ban sao hodc ban chup gidy to do.

+ Ngudi yéu cau dang ky ho tich c6 thé ndp ban sao chung thyuc tir ban
chinh hodc ban sao duoc cip tir s6 gdc hodc ban chup kem theo ban chinh gidy
td dé ddi chiéu. Truong hop nguoi yéu cau ndp ban chup kém theo ban chinh
gidy to thi nguoi tiép nhan c6 trach nhiém kiém tra, di chiéu ban chup véi 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 ding, di hd so dang ky ho
tich theo quy dinh cta phép luat h tich, khong duoc yéu cau nguoi dang ky ho
tich nop thém gidy t& ma phap luat ho tich khong quy dinh phai nop.

- D6 véi gidy to givi kém theo néu nguoi yéu cdu nép hé so theo hinh
thirc triee tuyén:

+ Bdn chup cdc gidy to giri kém theo hé so ding ky ding ky thay doi, cdi
chinh, b6 sung thong tin hé tich triec tuyén phdi bao dam ré nét, day di, toan ven
vé ngi dung, la ban chup bang may anh, dién thogi hodc dwgc chup, dugc quét
bang thiét bi dién tit, tir giay to dwgc cdp hop I¢, con gid tri sw dung; néu la giay to
do co quan ¢6 tham quyén nudc ngodi cdp thi phdi dwoc hop phdp héa lanh su,
dich sang tiéng Viét theo quy dinh, triv truong hop dwoc mién hop phdp héa linh
SUY.

+ Truong hop gzay to, tai lieu phai gui kem trong ho so ding ky dang ky

thay d6i, cdi chinh, bo sung thong tin ho tich triec tuyén da cé ban sao dién tir hodc
dd cé ban dién tir gidy to ho tich thi nguoi yéu cau duwoc sir dung ban dién tir nay.
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+ Khi dén co quan dang ky ho tich nhan két qua (Trich luc thay doi/cai
chinh/ bd sung thong tin hd tich hodc ban sao Trich luc thay ddi/cai chinh/bd
sung thong tin ho tich), nguoi co yeu cau dang ky thay d6i, cai chinh, bd sung
thong tin ho tich xudt trinh gidy to tuy than, ndp cac gidy to la thanh phan ho so
dang ky thay d6i, cai chinh, bd sung thong tin ho tich theo quy dinh phép luat hd
tich.

Truong hop nguoi yéu cau ddng ky co yéu cau dang ky thay doi, cai
chinh, bo sung thong tin ho tich khong cung cap dwoc gidy to néu trén theo quy
dinh hodac glay to nop, xuat trinh bi tdy x6a, siwra chira, lam gia thi co quan dang
ky ho tich c6 tham quyén hiy bé két qua ding ky thay doi, cdi chinh, bé sung
thong tin ho tich..

d) S6 lwong hd so: 01 bé

d) Thoi han giai quyét:

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

- Ngay trong ngay lam viéc d6i voi yéu cau bo sung thong tin hd tich,

treong hop nhan ho s0 sau 15 gio ma khong giai quyét duoc ngay thi tra két qua
trong ngdy 1am viéc tiép theo.

e) P6i twong thue hién thii tuc hanh chinh: C4 nhan
g) Co quan thyce hién thi tuc hanh chinh:

- Uy ban nhan dan cip x3 noi di dang ky h¢ tich trude day hoac Uy ban
nhan dan cap X4 noi cu tru cia nguodi co yéu cau co tham quyen giai quyet viée
thay ddi, cai chinh cho nguoi chua du 14 tudi, bd sung ho tich cho cong dan Viét
Nam cu tra ¢ trong nudc.

-Uy ban nhén dén cdp xd noi da diang ky khai tir truée day thuc hién viéc
cai chinh noi dung dang ky khai tu.
h) Co quan phéi hop: Co quan qudn 1) CSDLOGVDC.

e) Két qua thue hién tha tuc hanh chinh: Trich luc thay d6i ho tich/Trich
luc cai chinh hd tich/Trich luc b6 sung thong tin ho tich (ban chinh).

k) Lé phi: 10.000 dong/lan.

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

- Phi cap ban sao Trich luc dang ky thay d6i/cai chinh/bd sung thong tin ho
tich (n€u c6 yé€u cau): 8.000d6ng/ban sao trich luc..

1) Mau don, miu to khai:

+ T¢ khai déng ky thay doi, céi chinh, bo sung thong tin hg tich, xéc dinh lai
dan toc (néu ndp ho so theo hinh thirc truc tiép);

+ Biéu mau dién tir twong tdc thwc hién dang ky thay doi, cdi chinh, bé
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sung thong tin ho tich, xdc dinh lai dan toc (néu nop hé so theo hinh thirc truc tuyén).

m) Yéu cau, diéu Kién thye hién thii tuc hanh chinh:

+ Viéc thay ddi ho, chir dém, tén cho nguoi dudi 18 tudi phai c6 su déng
y cua cha, me nguoi do va dugce thé hién ro trong To khai; do1 voi nguoi tur du 9
tuoi trd 1€n thi con phai c6 su dong y ciia nguoi do.

+ Viéc cai chinh hé tich chi duoc giai quyét sau khi c6 du cin cir dé xac
dinh c6 sai sot do 161 cua cong chue lam cong tac ho tich hodc cua ngudi yéu

cau ding ky ho tich; khong cai chinh ndi dung trén gidy to ho tich di duoc cap
hop 1¢ nham hop thirc hoa thong tin trén ho so, gidy to ca nhan khac.

+ Gidy to ho tich quy dinh d3 cdp cho ca nhan theo quy dinh ciia phap
luat vé ho tich trudc ngay 01/01/2016 (ngay Luat Ho tich c6 hiéu lyc) co gia tri
str dung ma khong phai bd sung thong tin ho tich con thiéu so v6i biéu mau ho
tich hién hanh.

+ Glay td ho tich duge cap hop 1¢ ke tu ngay 01/01/2016 ma thong tin ho
tich con thleu thi duoc bd sung, néu co gidy to, tai liéu do co quan, to chirc c6
thAm quyén cap hop 1€ chirng minh.

Yéu cau ghi bd sung qubc tich Viét Nam chi thyc hién ddi voi glay to ho
tich dugc cap ké tir ngay 01/01/2016, sau khi da x4c dinh nguoi yéu cau dang co
quoc tich Viét Nam theo quy dinh ctua Luét Quoc tich Viét Nam.

n) Can cir phap ly:

- Luat Ho tich nam 2014;

- Nghi dinh s0 123/2015/NB-CP ngay 15/11/2015 cta Chinh pha quy dinh
chi tiet mdt s6 di€u va bién phép thi hanh Luat HJ tich;

- Nghi dinh 56 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phii quy dinh vé
Co so dir lieu ho tich dién tu, dang ky ho tich truc tuyén;

- Thong tur sO 04/2020/TT-BTP ngay 28/5/2020 cua Bo Tu phap quy dinh
chi tiét thi hanh mét s6 di€u cua Luat HO tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 ctua Chinh phu quy dinh chi tiét mot s6 di€u va bién phap thi hanh
Luat Ho tich;

- Thong tu So”: 01/2022/TT-BTP ngay 04/01/2022 cua Bo Tw phdap quy
dinh chi tiet mot so diéu va bién phap thi hginh Nghi dinh so 87/2020/ND-
CP ngay 28/7/2020 cua Chinh phu quy dinh vé Co so dit lieu ho tich dién tu,
dang ky ho tich truc tuyén;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ctia Bo Tai chinh quy
dinh muc thu, ché do thu, ndp, quan 1y va st dqu phi khai thac, stir dung thong tin
trong co s& dir liéu ho tich, ph,i xac nhan c6 qudc tich Viét Nam, phi xac nhan la
nguoi goc Viét Nam, 1€ phi qudc tich;

- Thong tu 50 85/2019/TT-BTC ngay 29/11/2019 cua B¢ Tai chinh huéng
dan vé€ phi va 1¢ phi thuoc tham quyén quyét dinh cua Hoi dong nhan dan tinh,


http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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thanh phé truc thue Trung vong;

- Thong tw s6',106‘/202]/TT—BTC ngay 26/11/2021 cua Bo Tai chinh sua
doi, bo sung mot so dieu cua Thong tw so 85/2019/TT-BTC ngay 29/11/2019
cua BY Tai chinh huéng dan veé phi va Ié phi thuoc tham quyén quyet dinh cua
Hoi dong nhdn dan tinh, thanh pho truc thuoc Trung wong.

- Nghi quyét s0 17/2016/NQ-HDND ngay 05/10/2016 ciia Hoi dong nhan
dan tinh Hai Duong ban hanh Quy dinh murc thu, ché do thu, ndp, quan ly va su
dung phi, 1€ phi trén dia ban tinh Hai Duong.
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T6i cam doan nhitng ndi dung khai trén day 1a dung sy that va chiu trach nhiém trude phap ludt vé
cam doan ctiia minh.

Dé nghi cip ban sao?: Co D, Khéng D; s6 luong........... ban.
Lam t@i: ..o , NAY ......... thang ......... nam .......
Nguoi yéu cau
(Ky, ghi r6 ho, chir dém, tén)
Y kién ctia nguoi duoc thay doi ho, chir dém, tén Y kién cta cha va me (néu thay ddi ho, chir
(néu nguoi d6 tir du 9 tudi trd 1én); xac dinh lai dém, tén cho ngudi dudi 18 tudi)

dan toc (néu ngudi d6 tir du 15 tudi dén dudi 18
tudi)
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Chi thich:

() Ghi 15 tén co quan ding ky viéc thay ddi, cai chinh, bd sung thong tin ho tich, xac dinh
lai dan toc.

(2 Ghi theo noi ding ky thudng tra; néu khong c6 noi ding ky thuong tri thi ghi theo noi
dang ky tam tru; truong hop khong c6 noi dang ky thuong tri va noi dang ky tam tru thi ghi theo
noi dang sinh song.

) Ghi thong tin ,Vé gidy to tily than, ghi rd s0, co quan cép, ngay cp ho chiéu, ching
minh nhan dan hodc gidy to hop 1¢ thay thé (V7 dy: Ching minh nhén dan s6 001089123 do
Cong an thanh pho Ha Ndi cap ngay 20/10/2004).

4 Ghi rd ndi dung loai viéc dé nghi dang ky.

i du: thay ddi hp, tén/ cai chinh phﬁn khai vé chit dém cua nguoi me/ xac dinh lai dan
toc/ bd sung phan khai vé nam sinh cua nguoi cha.

) Ghi 16 loai viéc ho tich da dang ky trude day c¢6 lién quan.

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

(6 Ghi rd noi dung thay doi, cai chinh ho tich, bd sung thong ho tich, xéc dinh lai dan toc

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

- Buogc cai chinh nam sinh tir 1975 thanh 1976
(M Pé nghi danh diu X vao 6 néu cd yéu cau cip ban sao va ghi rd sd luong.
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12. Thii tuc cAp Gidy x4c nhén tinh trang hon nhén
a) Trinh ty thue hién

- Néu Iya chon hinh thic nop ho so truc tlep, nguoi co yéu cau cap Gidy
xac nhan tinh trang hon nhan ndp ho so yeu cau cap Glay xac nhan tinh trang hon
nhan tai B6 phan mot ctra cia UBND cdp x3 c6 tham quyén; ndp 1 phi néu thudc
tredng hop phai ndp 16 phi cip Gidy x4c nhan tinh trang hon nhan.

- Néu lya chon hinh thirc ndp hé so triee tuyén, nguoi cé yeu cau cdp Gzay
xdc nhdn tinh trang hon nhdn truy cdp Cong dich vu cong quoc gia hodc Cong
dich vu cong cdp tinh, dang ky tai khoan (néu chwa cé tai khodn), xdc thuc
nguoi dung theo huwong dan, dang nhdp vao hé thong, xdac dinh ding Uy ban
nhdn dan cdp xd c6 tham quyén.

Ngueoi ¢6 yéu cdu cap Gidy xdc nhdn tinh trang hén nhan truc tuyén cung
cdp thong tin theo biéu madu hé tich dién tir twong tic cap Gidy xdc nhdn tinh
trang hon nhdn (cung cdp trén Cong dich vu céng), dinh kém ban chup hodc ban
sao dién tw cdc gidy 1o, tai liéu theo quy dinh; nop phi, I¢ phi thong qua chirc
nang thanh toan tryc tuyén hodc bang cdch thirc khdc theo quy dinh phdp ludt,
hoan tat viéc nop hé so.

- Can bd tiép nhan hd so tai Bo phan mot ctra ¢ trach nhiém kiém tra
tinh chinh xac, day du, thong nhat, hop 1€ ctia ho so.

(i) Truong hop hd so day du, hop 1€ thi tiép nhan ho s0; néu tiép nhan ho
50 sau 15 gio thi ¢o Phiéu hen, tra két qua cho ngudi ¢ yéu cau trong ngay lam viéc
tiép theo (neu nguoi co yéu cau lya chon hinh thirc ndp hd so truc tiép) hodc givi
ngay Phiéu hen, trd két qud qua thw dién tur hodc guri tin nhdn hen tra két qua
qua dién thoai di dong cho nguoi co yéu cau (neu ngueoi c6 yéu cau lira chon
hinh thirc ngp hé so truc tuyén); chuyén hd so dé cong chirc lam cong tac hod
tich xu ly.

- Sau khi tié'p nhén hoé so theo hinh thirc nop truc tié}), can bo tié}) nhan
hé so tai BY phdan mot cua thyc hién s6 héa (sao chup, chuyén thanh tai lieu
dién tir trén hé thong thong tin, co so dit liéu) va ky sé vdo tai liéu, ho so gidi
quyét thi tuc hanh chinh dd dwoc sé héa theo quy dinh.

(1) Truong hop hd so chwa day du, hop 1€ thi ¢6 thong bao cho nguoi yéu
cau bd sung, hoan thién hd so, néu rd loai glay to, noi dung can bo sung dé
nguoi cd yéu cau bd sung, hoan thién. Sau khi hd so dugc bd sung, thuc hién lai
budc (1);

(iii) Néu nguoi cd yéu cu cip Gidy xac nhdn tinh trang hén nhan khéng
bo sung, hoan thi¢n duoc ho so thi bdo céo Truong bd phan tiép nhan hd so ¢o
van ban tir chéi giai quyét yéu cau cip Gidy x4c nhan tinh trang hon nhan.

- Cong chure tu phap - ho tich tham tra ho so (tham tra tinh thong nhat, hop
1é ctia cac thong tin trong ho so, gidy to, tai liéu dinh kém).

+ Truong hop hd so can bo sung, hoan thién hoidc khong du diéu kién giai
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quyét, phai tir chéi thi giri thong bao vé tinh trang ho so téi Bo phan mot ctra dé
thong bao cho nguoi ndp hod so — thuc hién lai budce (ii) hodc (iii);

+ Trudng hop can phai kiém tra, x4c 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 lap Phiéu xin 13i va hen lai ngay tra két qua, trong d6 néu ro ly do cham
tra két qua va thoi gian hen tra két qua, chuyén Bo phan mot ctra dé tra cho
ngudi cd yéu cau (néu ngu’O’i c6 yéu cau lya chon hinh thirc ndp hd so truc tiép),
hodc giti Phiéu xin 16i va hen lai ngdy tra két qud qua thu dién t hodc gui tin
nhdn qua dién thoai di déng cho Nnguoi co yéu cau (néu nguoi c¢é yéu cau lua
chon hinh thirc nép ho so triec tuyén).

* Truong hop ngudi yéu cau xac nhan tinh trang hon nhan di timg dang
ky thuong tra tai nhiéu noi khac nhau thi ngudi dé ¢6 trach nhiém chting minh
vé tinh trang hon nhan cta minh. Trudng hop ngudi yéu cau khong chimg minh
dugc thi cong chue tu phap - ho tich bao cao Chu tich Uy ban nhan dan cp x3
cd van ban de nghi Uy ban nhan dan cap xa noi nguoi do da tung dang ky
thuong tra tién hanh kiém tra, xac minh vé tinh trang hon nhan cta nguoi do.

Sau khi nhan dugc van ban dé nghi, Uy ban nhan dan cap xa dugc yéu
cau, tién hanh kiém tra, x4c minh va tra 161 bang van ban vé tinh trang hon nhan
trong tho1 gian thuong tra tai dia phuong cia nguoi c6 yéu cau.

Néu két qua kiém tra, xac minh cho thy ngudi yéu cau c6 da diéu kién, viéc
cap Gidy xac nhan tinh trang hon nhén 13 pht hop quy dinh phap luét hoac sau thoi
han 20 ngay ké tir ngdy gti van ban _yéu cau xac minh ma khong nhén dugc van
ban tra 101 thi cho phép nguoi yéu cau cap Gidy xac nhan tinh trang hon nhan c6
van ban cam doan v¢ tinh trang hon nhan cia minh.

* Truong hop ngudi yéu cau cap lai Gidy x4c nhdn tinh trang hon nhan de
két hon ma khong nop lai duoc Gidy x4c nhan tinh trang hon nhan da duoc cap
trude ddy, thi ngudi yéu cau phai trinh bay rd 1y do khong ndp lai dugc G1ay
xac nhan tinh trang hén nhan. Trong thoi han 03 ngay lam viée ké tir ngay tiép
nhan hd so, co quan dang ky ho tich co vin ban trao d6i véi noi du dinh diang
ky két hon trude ddy dé xac minh. Truong hop khong xac minh dugc hoic
khong nhan duoc két qua xac minh thi co quan dang ky ho tich cho phép ngudi
yéu cau 1ap vin ban cam doan vé tinh trang hon nhan.

- Trudng hop tiép nhan hd so cap Gidy xac nhan tinh trang hon nhén theo
hinh thire truc tiép, thi cong chirc tu phép - ho tich thuc hién viéc cap nhat thong
tin x4c nhan tinh trang hén nhan va luu chinh thirc trén Phin mém ding ky, quan
1y ho tich dién tir dung chung.

Truwong hop tiép nhdn hé so xdc nhdn tinh trang hon nhan theo hinh thirc
triec tuyén, cong chirc tw phdp - hé tich givi lai biéu mau Gidy xdc nhdn tinh trang

hén nhdn dién tir véi théng tin day dii cho ngudi yéu cau qua thu dién tir hodc thiét
bi s6.

Nguoi yéu cau co trach nhiém kiém tra tinh chinh xdc, day du cua cdc
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thong tin trén biéu mau Gid'y xdc nhan tinh trang hon nhdn dién tir va xac nhan
(toi da mot ngay).

Néu nguoi co yeu cau xdc nhdn thong tin da thong nhat, day di hodc
khéng c6 phdn héi sau thoi han yéu cau thi ¢éng chire tw phép - hé tich cap nhat
théng tin xdc nhdn tinh trang hén nhédn va luu chinh thirc trén Phan mém ding ky,
quan ly ho tich dién tw dung chung.

- Cong chirc tu phap - ho tich in Gidy xac nhan tinh trang hon nhan, trinh
Lanh dao UBND ky, chuyén td1 B§ phan mot ctra dé tra két qua cho nguot co yéu
cau.

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

b) Cach thirc thye hién:

Nguoi ¢6 yéu cau cap Gidy xac nhén tinh trang hon nhan truc tiép thuc
hi¢n hodc uy quyén cho nguoi khac thyc hién ndp hé so tryc tiép tai Bo phan
mdt cua cia UBND cap x4 hodc giri ho so qua hé thong buu chinh hodc ndp ho so
truec tuyén trén Cong dich vu cong quoc gia (https.//dichvucong.gov.vn) hodc Cong
dich vu cong tinh Hai Duong (hitps://dichvucong.haiduong.gov.vn)..

¢) Thanh phan ho so:

- To khai cdp Gidy x4c nhan tinh trang hon nhan (néu ngudi c¢6 yéu cau lya
chon ndp ho so theo hinh thue tryuc tiép);

- Bleu mau dién tr twong tdc cap Gidy xdc nhdn tinh trang hén nhan (do
nguoi yéu cdu cung cdp théng tin theo hwéng dan trén Cong dich vu cong néu
nguoi ¢é yéu cau lira chon nép ho so theo hinh thirc truec tuyén).

- Nguoi ¢o yéu cau cip Gidy xac nhan tinh trang hon nhan thuc hién viéc
ndp/xuat trinh (theo hinh thirc tryuc ti€p) hoac tai Ién (theo hinh thirc truc tuyén)
cac gidy to sau:

* Gidy to phdi ngp:

- Trudng hop nguoi yéu cau cap Gidy xac nhan tinh trang hon nhan da co
vg hoac chong nhung da ly hon hodc nguodi vo/chong da chét thi phai xuat trinh
(ban chinh) hoac ndp ban sao gidy to hop 1€ dé chung minh;

- Cong dan Viét Nam di ly hén, hay viéc két hon & nude ngoai thi phai
ndp ban sao Trich luc ghi cha ly hon.

- Truong hop ca nhan yéu cau cap lai Gidy x4ac nhan tinh trang hon nhan
dé st dung vao muc dich khac hodc do Giéy xac nhan tinh trang hon nhan da
hét thoi han st dung theo quy dinh thi phai ndp lai Gidy x4c nhan tinh trang hon
nhan da duoc cap trude do.

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


https://dichvucong.gov.vn
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duoc uy quyén la 6ng, ba, cha, me, con, vo, chéng, anh, chi, em rudt cua nguoi
uy quyén thi van ban uy quyén khong phai chirng thuec.

* Gidy to' phdi xudt trinh:

- Ho chiéu hodc Chimg minh nhan dan hodc Thé cin cudc cong dan hodc
cac gidy to khac c6 dan anh va thong tin ca nhan do co quan co tham quyen cap,
con gia tri st dung dé chimg minh vé nhan than cta ngudi c6 yéu cau cip G1ay
xac nhan tinh trang hon nhan. Truong hgp cac thong tin cd nhan trong cac giay
td nay da co trong CSDLQGVDC, CSDLHTPT, duge hé thong dién ty dong thi
khong phai xuat trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thirc
tryc tuyén);

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

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

*Luuy

- Truong hop yéu cau cap Gidy xac nhan tinh trang hon nhan dé st dung
vao muc dich két hon thi cong chirc tu phap - ho tich trinh Lanh dao UBND ky
cap 01 ban Gidy x4c nhén tinh trang hon nhan dé str dung vao muc dich két hon
cho ngudi yéu cau.

- Truong hop yéu cau cip Gidy xac nhén tinh trang hon nhan dé st dung
vao muc dich khac, khong phai dé ding ky két hon thi trong Gidy xéac nhan tinh
trang hon nhan phai ghi rd myc dich st dung, s6 luong Gidy xac nhan tinh trang
hén nhan dugc cap theo yéu cau.

- Truong hop yéu cau cap Gidy xac nhan tinh trang hon nhan dé két hon
v&1 nguoi cung gidi tinh hodc két hon véi nguoi nude ngoai tai Co quan dai
dién nudc ngoai tai Viét Nam thi co quan ding ky hd tich tir choi gidi quyeét.

- Pbi v6i gidy to ndp, xuat trinh néu ngudi yéu cau nop hd so theo hinh
thure truc tiép:

+ DO voi gidy to xudt trinh khi ddng ky ho tich, ngudi tiép nhan ¢6 trach
nhiém kiém tra, d6i chiéu v6i thong tin trong to khai, chup lai hodc ghi lai thong

tin dé luu trong hd so va tra lai cho nguoi xuét trinh, khong duoc yéu cau ndp
ban sao hodc ban chup gidy to do.

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

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

- Doi voi gidy to gui kem theo néu nguoi yéu cau ngp ho so theo hinh
thikc truc tuyén:

+ Ban chup cdc gidy to giti kém theo ho so cdp Gidy xdc nhan tinh trang
hén nhdn truc tuyén phdi bao dam ré nét, ddy di, toan ven vé néi dung, la ban
chup bang mdy anh, dién thoai hodc dwogc chup, dwoc quét bang thiét bi dién tir, tir
gidy to duoc cap hop 1é, con gia tri sur dung; néu la gidy to do co quan co tham
quyén nuoc ngodi cdp thi phai dwoc hop phap hoa lanh sy, dich sang tieng Viét
theo quy dinh, trir truong hop duwoc mién hop phap hoa lanh su.

+ Truwong hop gidy to, tai liéu phdi givi kém trong ho so cap Gidy xdc nhdn
tinh trang hon nhan truc tuyen dd c6 ban sao dién tr hodc da c6 ban dién ti gidy
to ho tich thi nguoi yéu cau duoc sw dung ban dién tu nay.

+ Khi dén co quan déing ky hé tich nhéan két qua, nguoi cé yéu cau cap Gidy
xac nhan tinh trang hon nhan xudt trinh gidy to tuy thdn, nop cac gidy to la thanh
phan ho so cap Gidy xdc nhdn tinh trang hon nhan theo quy dinh phap ludat ho
tich.

Truong hop nguoi yéu cau cdp Gidy xdc nhén tinh trang hon nhan khong
cung cdp duoc gidy to néu trén theo quy dinh hodc glay 10 nop, xuat trinh bi tay
xba, sira chita, lam gid thi co quan dang ky hé tich ¢ tham quyén hity bo két
qua xdc nhan tinh trang hon nhan.

- Trudng 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 1& cho ngudi lap van ban cam doan vé trach nhiém, hé qua phap 1y cia viéc
cam doan khong dung su that.

_ Co quan dang ky ho tich tur chéi giai quyét hodc dé nghi co quan c6 tham
quyén hay bé két qua dang ky ho tich, n€u c6 co s& xac dinh ndi dung cam doan
khong dang sy that.

d) S6 lwong hd so: 01 bé

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

e) P6i twong thyce hién thii tuc hanh chinh: C4 nhan

g) Co quan thyc hi¢én thi tuc hanh chinh:

- Uy ban nhén dan cip x3 noi ngudi yéu cau cdp Gidy xac nhan tinh trang
hon nhan thuong tra.

- Trudng hop ngudi yéu cau cap Gidy xac nhan tinh trang hon nhan khong
c6 noi thuong tra nhung c6 dang ky tam tra theo quy dinh cua phap luat vé cu tri
thi Uy ban nhan dan cap x3 noi tam tra thuc hién viéc cap Gidy xac nhan tinh trang
hon nhan.
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h) Co quan phéi hop: Co quan quéan Iy CSDLQGVDC, Uy ban nhan dan
cap x4 noi thuong tra trude day clia nguoi yéu cau cap Glay xac nhan tinh trang
hén nhan (truong hop ngudi yéu cau da thuong tri ¢ nhiéu noi khic nhau), Uy
ban nhan dan noi du dinh diang ky két hon trude day.

i) Két qua thuc hién thi tuc hanh chinh: Gidy x4c nhan tinh trang hon
nhan.

k) Lé phi: 10.000 dong/lan.

Mién 1é phi cho ngudi thudc gia dinh c6 cong véi cach mang; ngudi thude
hd ngheo; nguoi khuyét tat.

1) M4u don, méu to Khai:

+ To khai cap Gidy xac nhén tinh trang hon nhan theo mau (néu nop ho so
theo hinh thirc truc tiép);

+ Biéu mdu dién tir twong tdc cap Gidy xdc nhdn tinh trang hén nhdn (néu
nép hé so theo hinh thirc trurc tuyén).

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

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

- Nam tir da 20 tudi tro 1én, nix tir da 18 tudi trd 1én;

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

- Khong bi mét nang luc hanh vi dan sy;

- Viée két hon khong thude mot trong cac truong hop cdm két hon, gom:

+ Két hon gia tao, ly hon gia tao;

+ Té4o hon, cudng ép két hon, lira dbi két hon, can tro két hon;

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

+ Két hon giita nhﬁ’ng ngudi cung dong mau vé truc hé; gilta nhiing
nguoi c6 ho trong pham vi ba doi; gitra cha, me nu6i voi con nudi; gitra ngudi
da timg 1a cha, me nudi voi con nudi, cha chong véi con dau, me vo véi con ré,
cha dugng véi con riéng ctia vo, me ké v6i con riéng cia chong.

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

Truong hop yéu ciu cdp Gidy xac nhén 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 ung dicu ki¢n két hon.

n) Can cur phap ly:

- Luat Hon nhan va gia dinh nam 2014;
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- Luat HO tich nam 2014;
- Nghi dinh s0 123/2015/ND-CP ngay 15/11/2015 cta Chinh phii quy dinh
chi tiét mot so di€u va bién phap thi hanh Luat Ho tich;
- Nghi dinh 56 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phii quy dinh vé
Co so dir lieu ho tich dién tu, dang ky ho tich truc tuyén;

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

- Théng tw s6 01/2022/TT-BTP ngay 04/01/2022 ciia Bé Tw phdp quy
dinh chi tiét mét sé diéu va bién phdp thi hanh Nghi dinh s6 87/2020/ND-
CP ngay 28/7/2020 cia Chinh phii quy dinh vé Co sé dir liéu hé tich dién tit,
dang ky ho tich truc tuyén;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ciia Bo Tai chinh quy
dinh mtre thu, ché do thu, ndp, quan ly va st dung phi khai thac, st dung thong tin
trong co so dir liéu hd tich, phi xac nhan cé quéc tich Viét Nam, phi xac nhan la
nguoi géc Viét Nam, 1€ phi quéc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ctia Bo Tai chinh hudéng
dan vé phi va 18 phi thudc thim quyén quyét dinh ctia Hoi dong nhan dan tinh,
thanh phd truc thudc Trung wong;

- Théng tw s6 106/2021/TT-BTC ngay 26/11/2021 ciia Bé Tai chinh sita
doi, bé sung mot so diéu ciia Thong tw s6 85/2019/TT-BTC ngay 29/11/2019
ciia Bé Tai chinh hwéng dan vé phi va 1é phi thudc tham quyén quyét dinh ciia
Hgi dong nhdn dan tinh, thanh phé truc thuéc Trung wong;

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 ctia Hoi dong nhan
dan tinh Hai Duong ban hanh Quy dinh mirc thu, ché d6 thu, ndp, quan 1y va st
dung phi, 1€ phi trén dia ban tinh Hai Duong.


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

TO KHAI CAP GIAY XAC NHAN TINH TRANG HON NHAN

KAnh @uri: (D,

Ho, chir dém, tén NEUWOT YEU CAUL ......oooovivieieieeeeeeeeeeee e
INOT CU T @) 1ottt ettt ettt ettt et e et et e b e b e e be b e ssesse b e s e b et et ensenes
GHAY 1O 1Y thANT B ..o
Quan hé v&i nguoi duge cdp Gidy xac nhan tinh trang hén nhan: ............ococoeveveeeeveeeennn..
Pé nghi cap Gidy xac nhin tinh trang hon nhan cho nguoi cé tén duwéi day:

Ho, chit @M, tRIN: ......ooiiiiiiiiieeeee et e e e e et e e sab e e aae e s neennraens
Ngay, thdng, NAM SINN: .....cooiiiiie e e eee e e saee e e naeeneas
Giditinh: .................. DaAntdc: ..., Quéc tICh: o,
INOT CU TITR) Lottt ettt et b b e b e b e be b e s e s e s e s essessensensenes
GHAY 10 TIY ThAN B) .o
Tinh trang hon Nhan: @) ...ttt
Muc dich sir dung Gidy xac nhan tinh trang hon nhan: & ..o,

To1 cam doan nhitng nd1 dung khai trén day la ding su that va chiu trach nhiém trudc phap
lut vé cam doan ctia minh.
Lam t@i:..........cccoovvnennee, ngay ... thang ......... nam .............
Nguoi yéu ciu
(Ky, ghi r6 ho, chit dém, tén)
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Chui thich:

() Ghi 1 tén co quan cp gidy XNTTHN.

@ Trudng hop cong dan Viét Nam cu tra trong nudc thi ghi theo noi ding ky thuong tra, néu khong c6
noi dang ky thudng tri thi ghi theo noi dang ky tam tru.

Truong hop cong dan Viét Nam cu trit & nudce ngoai thi ghi theo noi thuong tra hoac tam tru & nude
ngoai.

3) Ghi thong tin vé gidy t& tiy than nhu: ho chiéu, chimg minh nhan dan hodc gidy to hop 18 thay thé (vi
du: Chimng minh nhan déan s6 001089123 do Cong an thanh phd Ha Noi cAp ngay 20/10/2004).

@ Pbi v6i cong dan Viét Nam cu trii ¢ trong nudce thi ghi rd tinh trang hén nhan hién tai: dang c6 vo
hoic c6 chdng; hodc chua ding ky két hon voi ai; hodc di dang ky két hon/da co vo hodc chong, nhung da ly
hén hodc ngudi kia da chét.

Dbi voi ngudi dang c6 vo/chdng yéu cau xac nhén tinh trang hon nhan trong thoi gian trude khi dang ky
két hon thi ghi: Trong thoi gian tir ngay...thang....ndm....dén ngay....thang....nam....chua ding ky két hon
v6i ai; hién tai dang c6 vo/chdng 14 ba/ong. .. (Gidy ching nhan két hon sb ..., do ... cip ngay...thang...nam).

D6i v6i cong dan Viét Nam cu trii & nudce ngoai co yéu ciu xac nhan tinh trang hon nhan trong thoi gian
cu trii tai Viét Nam trude khi xuat canh; nguoi dd qua nhiéu noi thudng tri khac nhau dé nghi xac nhén tinh
trang hon nhan tai noi thuong tra truéc ddy thi khai vé tinh trang hon nhan cta minh trong thoi gian da
thuong trd tai noi d6 (Vi du: Khong ding ky két hén véi ai trong thoi gian cu tra tai
............................................ , trngdy...... thang ..... nam ......... dén ngdy ........ thang ...... ndm ........).

Ddi véi cong dan Viét Nam dang cu tra & nude ngoai, o yéu cau xac nhén tinh trang hon nhan trong thoi
gian cu trii & nuwdc ngoai, thi khai vé tinh trang hon nhan ctia minh trong thoi gian cu tra tai nude d6 (Vi du:
trong thoi gian cu tru tai CHLB Duc tir ngay ....... thang ..... nam ....... dén ngay ........ thang ....... nam ........ khong
dang ky két hon véi ai tai Dai sir quan Viét Nam tai CHLB bric).

) Ghi rd muc dich st dung Gidy xac 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; quéc tich;
gidy to tly than; noi cu tr); noi dy dinh ding ky két hon.
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13. Thu tuc dang ky lai khai sinh
a) Trinh ty thue hién

- Néu Iya chon hinh thirc ndp hd so truc tiép, ngudi c6 yéu cau diang ky lai
khai sinh nop hé so dang ky lai khai sinh tai B phan mot ctra cua UBND cap xa
c6 tham quyén; nop 1€ phi néu thudc truong ’hop phai ndp 1¢ phi dang ky lai khai
sinh; ndp phi cap ban sao Gidy khai sinh néu c6 yéu ciu cip ban sao Gidy khai
sinh.

- Néu lira chon hinh thire ndp ho so truec tuyén, nguoi co yeu cau dang ky
lai khai sinh truy cdp Cong dich vu cong quoc gia hodc Cong dich vu céng cdp
tinh, ding ky tai khodn (néu chwa cé tai khodn), xdc thwe nguoi ding theo
huéng dan, ding nhdp vao hé thong, xdc dinh ding Uy ban nhdn dan cap xa cé
tham quyén.

Nguoi co yéu cau dang ky lai khai sinh truec tuyén cung cdp thong tin theo
biéu mdu dién tr twong tac dang ky lai khai sinh (cung cap trén Cong dich vu
cong), dinh kém ban chup hodc ban sao di¢n tir cdc giay to, tai lieu theo quy
dinh; nop phi, I¢ phi thong qua chitc nang thanh toan tryc tuyén hodc bdng
cdch thire khdc theo quy dinh phép ludt, hoan tdt viéc nép ho so.

- Can bd tiép nhan hd so tai Bo phan mot ctra ¢ trach nhiém kiém tra
tinh chinh xac, day du, thong nhat, hop 1€ ctia ho so.

(i) Truong hop hd S0 day dua, hop 1€ thi tlep nhan hd so, ¢6 Phiéu hen, tra
két qua cho nguoi co yéu cau (neu nguoi c6 yeéu cau lya chon hinh thirc nop hd so
truc tiép) hodc gui ngay Phiéu hen, tra két qua qua thw dién e hodc guri tin
nhdn hen tra két qua qua dién thoai di dong cho nguoi co yéu cau (neu nguoi co
yéu cau lwa chon hinh thirc nép ho so truc tuyén), dong thoi chuyén ho so dé
cong chuc lam cong tac hg tich xu ly.

- Sau khi tié}) nhén ho so theo hinh thirc nop truc tié}), can bo tié}) nhan
ho so tai BY phdn mot cira thuc hién s6 héa (sao chup, chuyén thanh tai lieu
dién tir trén hé thong thong tin, co so dir liéu) va ky sé vdo tai liéu, ho so gidi
quyét thii tuc hanh chinh dd dwoc sé héa theo quy dinh.

(1) Truong hop hd so chwa day du, hop 1€ thi ¢6 thong bao cho nguoi yéu
cau bd sung, hoan thién hd so, néu rd loai glay to, noi dung can bo sung dé
nguoi co yéu cau bd sung, hoan thién. Sau khi hd so duge bd sung, thuc hién lai
budc (1);

(iii) Néu ngudi c6 yéu cau ding ky lai khai sinh khéng bd sung, hoan
thién duoc ho so thi bao céo Truong bo phan tiép nhan hd so ¢6 vin ban tir chdi
giai quyét yéu cau ding ky lai khai sinh.

- Cong chirc tu phép - ho tich tham tra ho so (tham tra tinh théng nhat, hop
1€ ctia cac thong tin trong ho so, gidy to, tai liéu do ngudi yéu cau ndp, xuat trinh
hodc dinh kém).

+ Trudng hop ho so can bd sung, hoan thién hoic khong du diéu kién giai



90

quyét, phai tir chéi thi giri thong bao vé tinh trang ho so téi Bo phan mot ctra dé
thong bao cho nguoi ndp hod so — thuc hién lai budce (ii) hodc (iii);

+ Trudng hop can phai kiém tra, x4c 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 lap Phiéu xin 13i va hen lai ngay tra két qua, trong d6 néu ro ly do cham
tra két qua va thoi gian hen tra két qua, chuyén Bo phan mot ctra dé tra cho
ngudi cd yéu cau (néu ngu’O’i c6 yéu cau lya chon hinh thirc ndp hd so truc tiép),
hodc giti Phiéu xin 16i va hen lai ngdy tra két qud qua thu dién t hodc gui tin
nhdn qua dién thoai di déng cho Nnguoi co yéu cau (néu nguoi c¢é yéu cau lua
chon hinh thirc nép ho so triec tuyén).

Truong hop viéc dang ky lai khai sinh dugc thuc hién tai ij ban nhan
dan cap xi khong phai noi dang ky khai sinh truéc day thi cong chirc tu phap -
ho tich bao cao Chu tich Uy ban nhan dan cdp xa c6 van ban dé nghi Uy ban
nhan dan cip xa noi dang ky khai sinh trudc day kiém tra, xac minh vé viéc luu
gitt s6 ho tich.

Sau khi nhén duoc vén ban dé nghi, Uy ban nhan dan noi di dang ky khai
sinh trudc day tién hanh kiém tra, xac minh va tra 10 bang van ban vé viéc con
luu gift hodc khong luu gitt dugc s6 ho tich.

Truong hop gidy to clia nguoi yéu cau dang ky lai khai sinh khong co
thong tin ching minh quan hé cha, me, con thi co quan dang ky h¢ tich c6 van
ban d& nghi co quan cong an c6 thAm quyén xac minh. Truong hop co quan
cong an trd 101 khong c6 thong tin thi co quan dang ky ho tich cho nguo1 yéu
cau dang ky lai khai sinh 1ap vin ban cam doan vé thong tin cta cha, me va xac
dinh noi1 dung khai sinh theo van ban cam doan.

Sau khi nhan duogc két qua xac minh vé viéc khong con luu gitt dugc S6
ho tich tai noi da dang ky khai sinh hodc sau thoi han 20 ngay ké tr ngay guri
van ban yéu cau xac minh ma khong nhan duoc vin ban tra 16i, néu thay viéc
dang ky lai khai sinh chinh xac, ding quy dinh phap luat, hd so day du, hop 1€,
dung quy dinh, truong hop tiép nhan hd so dang ky lai khai sinh theo hinh thirc
trie tiép, thi cong chire tu phap - ho tich thuc hién viéc ghi vao S6 dang ky khai
sinh, cap nhat thong tin dang ky lai khai sinh va luu chinh thic trén Phan mém
dang ky, quan ly ho tich di¢n tir dung chung.

Truong hop tiép nhédn hé so dang ky lai khai sinh theo hinh thirc truc tuyén,
cong chirc tw phdp - ho tich gui lai biéu mau Gidy khai sinh dién tir voi thong tin
day du cho nguoi yéu cau qua thw dién tir hoac thiét bi so.

Nguwoi yéu cau co trach nhiém kiém tra tinh chinh xdc, day du cua cdc
thong tin trén biéu mau Gidy khai sinh dién twr va xdc nhdn (to6i da mot ngay).

Néu nguoi c6 yéu cau xdc nhin théng tin da thong nhdt, day di hodc
khéng c6 phdn hoi sau thoi han yéu cdu thi cong chire tie phdp - ho tich thuc
hién viéc ghi ndi dung vao S6 dang ky khai sinh, cdp nhdt thong tin dang ky khai
sinh va lwu chinh thirc trén Phan mém ddang ky, qudn 1y hé tich dién tir ding chung.
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- Cong chue tu phap - h tich in Gidy khai sinh, trinh Lanh dao UBND Kky,
chuyén t61 Bo phan mét ctra dé tra két qua cho nguoi co yéu cau.

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

b) Cach thirc thuc hién:

Nguoi c6 yéu cau ding ky lai khai sinh truc tiép thue hién hodc Gy quyén
cho nguoi khac thuc hién viéc dang ky lai khai sinh tai B phan moét cira cia
UBND cép x4 hodc giri hd so qua hé théng buu chinh hodc nép hé so truec tuyén
trén Cong dich vu céng quéc gia (https://dichvucong.gov.vn) hodc Cong dich vu
cong tinh Hai Duong (https.//dichvucong.haiduong.gov.vn).

¢) Thanh phan ho so:

- To khai dang ky lai khai sinh theo mau, ‘trong d6 ¢6 cam doan cua nguoi
yéu cau vé viéc da nop du cac gidy to hién co (néu nguoi cd yéu cau liwa chon ndp
hé so theo hinh thire truc tiép);

- Biéu mdu dién tir twong tac dang ky lai khai sinh, trong do c6 cam doan
cdc thong tin cung cap la ding sw thét, khéng con ban chinh Gidy khai sinh, da
ngp du cdc gidy to hién co va chiu hoan toan trach nhiém trudc phdp ludt vé
noi dung cam doan cua minh (do nguoi yeu cau cung cdp théng tin theo huéng
dan trén Cong dich vu céng néu nguoi cé yéu cau lwa chon ndp hé so theo hinh
thikc triee tuyén).

- Ngudi ¢6 yéu cau dang ky lai khai sinh thuc hién viéc ndp/xuét trinh
(theo hinh thurc truc ti€p) hodc tai 1én (theo hinh thic truc tuyén) céc giay to
sau:

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

+ Ban sao Gidy khai sinh do co quan c6 thim quyén cta Viét Nam cap
hop 1& (ban sao duoc chimg thyc tir ban chinh, ban sao duogc cap tir S6 ding ky
khai sinh); Ban chinh hodc ban sao gidy to co gia tri thay thé Gidy khai sinh
duogc cap trude ndm 1945 & mién Béc va trude ndm 1975 & mién Nam.

+ Truong hop nguoi yéu cau khong c6 glay to' néu trén thi phai nop ban
sao gidy to do co quan, to chirc c6 thim quyén cua Viét Nam cap hop 1€ nhu:
Glay ching minh nhan dan, The can cude cong dan hoac HO chiéu; S6 ho khau,
SO tam tra, gidy t& ching minh vé noi cu tra; Bang t6t nghiép, Glay ching
nhén, Chung chi, Hoc ba, ho so hoc tap do co quan c6 tham quyén cap hodc xac
nhan; gidy to khac co6 thong tin vé ho, chit dém, tén, ngay, thang, ndm sinh cua
ca nhan.

Ngudi yéu cau diang ky khai sinh c6 trach nhiém ndp day du ban sao cac
gidy to néu trén (néu cd) va phai cam doan da ndp du cac gidy to minh co; chiu


https://dichvucong.gov.vn
https://dichvucong.---.gov.vn)

92

trach nhiém, hé qua cua viéc cam doan khong dung su that.

- Truong hop ngudi yéu cau dang ky lai khai sinh 14 can bo, cong chic,
vién chuc, ngudi dang cong tac trong luc luong vii trang thi phai c6 van ban xéc
nhan cua Thu trudéng co quan, don vi vé viée nhitng nd1 dung khai sinh cua
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 phu hop véi hd so do co quan, don
vi dang quan ly.

- Vin ban uy quyén theo quy dinh cta phap lut trong truong hop uy
quyén thyuc hién viéc ding ky lai khai sinh. Truong hop nguoi duge iy quyén la
ong, ba, cha, me, con, vo, chong, anh, chi, em rudt ctia ngudi Gy quyén thi vin
ban uy quyén khong phai chimg thuc.

* Gidy to' phdi xudt trinh:

- Ho chiéu hodc Chimg minh nhan dan hoic Thé cin cude cong din hoic
cac gidy to khac c¢6 dan anh va thong tin ca nhan do co quan c6 tham quyén cap,
con gia tri st dung dé chimg minh vé nhan than cta nguoi ¢ yéu cau dang ky
lai khai sinh. Truong hop cac thong tin ca nhan trong cac gidy to ndy di co
trong CSDLQGVDC, CSDLHTPT, duoc hé thong dién ty dong thi khong phai
xudt trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thire truc tuyén);

- Gidy to chimg minh noi cu tri. Trudng hop cac thong tin vé gidy to ching
minh noi cu tra da co trong CSDLQGVDC, dugc dién tu dong thi khong phai
xudt trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thirc truc tuyén).

Truong hop gutri ho so qua h¢ thong buu chinh thi phai giri kém theo ban
sao c6 chung thuc cac gidy to phai xuét trinh néu trén.

*Luuy

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

+ Dbi véi giéy to xuat trinh khi ding ky ho tich, ngudi tiép nhén co trach
nhiém kiém tra, dbi chiéu véi thong tin trong to khai, chup lai hodc ghi lai thong

tin dé luu trong hd so va tra lai cho nguoi xut trinh, khong duoc yéu cau ndp
ban sao hodc ban chup gidy to do.

+ Ngudi yéu cau dang ky ho tich c6 thé ndp ban sao chung thyuc tir ban
chinh hodc ban sao duoc cip tir s6 gdc hodc ban chup keém theo ban chinh gidy
to de d6i chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh
gidy t& thi nguoi tiép nhan c6 trach nhiém kiém tra, ddi chiéu ban chup véi ban
chinh va ky xac nhan, khong dugc yéu cau nguoi di ding ky ndp ban sao gidy to
do.

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

- Doi voi gidy to gui kem theo néu nguoi yéu cau ngp ho so theo hinh
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thite truec tuyén:

+ Ban chup cac glay to guti kem theo ho so dang ky lai khai sinh truc tuyén
phdi bdo dam ré nét, ddy di, toan ven vé ngi dung, la ban chup bang may anh,
dién thoai hodc dwoc chup, dugc quét bang thiét bi dién nr, tir gidy to dugc cdp
hop ¢, con gia tri sur dung; néu la gidy to do co quan co tham quyén nwée ngodi
cap thi phai dwoc hop phdp hoa lanh sy, dich sang tieng Viét theo quy dinh, triv
truong hop dwoc mién hop phap hoa lanh su.

+ Truong hop gidy to, tdi liéu phdi giri kém trong hé so dang ky lai khai
sinh truc tuyen da co ban sao dién tw hodc da co ban dién tw gidy to ho tich thi
nguoi yéu cau dwoc su dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Gidy khai sinh/ban sao
Gidy khai sinh), nguoi co yéu cau dang ky lai khai sinh phai xudt trinh gidy to tuy
thén, ngp cdc gidy to la thanh phan hé so ding ky lai khai sinh theo quy dinh phdp
luat ho tich.

Truong hop ngudi cé yéu cdau dang ky lai khai sinh khong cung cap dwoc
gidy to néu trén theo quy dinh hodc gidy to nop, xuat trinh bi tay xoa, swa chira,
lam gid thi co quan ddang ky hé tich c6 tham quyén hiy bo két qua dang ky lai
khai sinh.

- Truong hop cho phép nguoi yéu cau dang ky ho tich lap vin ban cam doan
vé n6i dung yéu cau dang ky ho tich thi co quan dang ky h¢ tich phai giai thich r6
cho nguoi 1ap vin ban cam doan vé trach nhiém, hé qua phap 1y cta viéc cam doan
khong dung su that.

_ Co quan dang ky ho tich tur chéi giai quyét hoic dé nghi co quan c6 tham
quyeén hay bé két qua dang ky ho tich, n€u c6 co s& xac dinh nd1 dung cam doan
khong diung su that.

d) SO lwong hd so: 01 bj

d) Thoi han giai quyét: 05 ngay lam viéc; truong hop phai xac minh thi
thot han gidi quyét khong qué 25 ngay.

e) P6i twong thyc hién thii tuc hanh chinh: Ca nhan

g) Co quan thyc hién thi tuc hanh chinh: Co quan quan ly
CSDLQGVDC; Uy ban nhan dan cap xa noi nguoi yéu cau dang ky lai khai
sinh dé dang ky khai sinh trudce day trong truong hop thuc hién dang ky lai khai
sinh tai Uy ban nhan dan cdp x3 noi thuong tra; Co quan cong an c6 thAm

quyeén.

h) Co’ quan phéi hop: Uy ban nhan dan cép x3 noi ngudi yéu cau ding ky
lai khai sinh da dang ky khai sinh trudc day trong truong hop thue hién dang ky lai
khai sinh tai Uy ban nhan dan cap xa noi thuong tri.

i) Két qua thyc hién thi tuc hanh chinh: Giay khai sinh (ban chinh); ban
sao Giay khai sinh (truong hop yéu cau cap ban sao Giay khai sinh).

k) L¢ phi:
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- 5000 dong/lan.

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

- Phi cap ban sao Gidy khai sinh (néu c6 yéu cau): 8.000d0ng/ban sao.

1) Mau don, miu to khai:

To khai dang ky lai khai sinh

+ T khai dang ky lai khai sinh (néu ndp hd so theo hinh thuc truc tiép);

+ Biéu mcfbf dién tir twong tac dang ky lai khai sinh (néu ndp hé so theo
hinh thiec tryec tuyén).

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

- Vigc khai sinh dd dugc dang ky tai co quan ¢ thAm quyén cua Viét
Nam trude ngay 01/01/2016 nhung S6 dang ky khai sinh va ban chinh Giay
khai sinh déu bi mat.

- Ngudi cd yéu cau con sdng tai thoi diém yéu cau dang ky lai.

n) Can cir 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 mdt s6 diéu va bién phép thi hanh Luat HJ tich;

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

- Thong tu sd 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phap quy dinh
chi tiét th1 hanh mot s6 diéu cua Luat HO tich,vé\ Nghj diph sO 123/2015/Nb-CP
ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét mot s6 di€u va bi¢n phap thi hanh
Luat Ho tich;

- Thong te séi 01/2022/TT-BTP ngay 04/01/2022 cua Bo Tw phdap quy
dinh chi tiet mot so diéu va bién phap thi hginh Nghi dinh so 87/2020/ND-
CP ngay 28/7/2020 cua Chinh phu quy dinh vé Co so dit licu h¢ tich dién tu,
dang ky ho tich truc tuyén;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ctia Bo Tai chinh quy
dinh muc thu, ché do thu, ndp, quan 1y va st dqu phi khai thac, stir dung thong tin
trong co s& dir li€u ho tich, phj xac nhan co6 quoc tich Viét Nam, phi xac nhan la
nguoi goc Viét Nam, 1€ phi qudc tich;

- Thong tu sd 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh hudng
dan vé phi va 1¢ phi thuc tham quyén quyét dinh cua Hoi dong nhan dan tinh,
thanh pho truc thugc Trung uong;

- Théng tw s6 106/2021/TT-BTC ngay 26/11/2021 ciia Bé Tai chinh sira

doi, b6 sung mét s6 dieu cua Thong tw s6 85/2019/TT-BTC ngay 29/11/2019
cua Bo Tai chinh huong dan vé phi va lé phi thudéc tham quyén quyét dinh cua


http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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Hgi dong nhdn dan tinh, thanh phé truc thuéc Trung wong.

- Nghi quyét s0 17/2016/NQ-HDND ngay 05/10/2016 ciia Hoi dong nhan
dan tinh Hai Duong ban hanh Quy dinh murc thu, ché d6 thu, ndp, quan ly va su
dung phi, 1€ phi trén dia ban tinh Hai Duong.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap - Tu do - Hanh phuc

TO KHAI PANG KY LAI KHAI SINH
KAnh @iz (D oot

Ho, chir dém, t€n NGWOT YU CAU: .......oooiiiiiieiiieie et et en

INOT CU T ) e e e e et e e e e e e e e e e e e e e ns

Quan hé vo1 nguot dugce khai SInh: ...

Pé nghi co quan ding ky lai khai sinh cho ngudi c6 tén dudi day:

HQ, Chil A€M, tEI: ...ttt e e et e e et e e etae e e esaeeesnseeeennns
Ngay, thang, ndm sinh: ..........ccccoeeviiieiiiieenieee, ghi bANg Chil: ..o
Gidi tinh:...........ooeeel Dan toc: uvvveeeeiiiieeeee. QUOAC HHCR: e
INOT SINNIM) Lottt b bbb bbb bbbt et enes
QUE QUAN: .eeeiiiee ettt ettt e e ettt e e e ettt e e e ee ettt e e e eaabbaeeeeessbbaeeeeeanssseaessansssaaesennssaaaesanns
Ho, chit dém, t€n NEWOT ME:..........ooooiiiiiiiii et ere e e eeae e e e aaeeens
Nam sinh: O .o, Dan tdc:.....ccuee.... QUOBC N oo
INOT CU LT ) Lttt ettt ettt e et e s it e e s et e e sateesabeesateesaseesaseans
Ho, chir dém, tén ngudi cha: ...
Nam sinh: O ..o, Dan tdc:.....ccue..... QUOAEC HCR oo
INOT CU T ) ettt et e et e et e et e st e e e bt e enbeeenteeebeeeseeeneeenees
Da dang ky khai Sinh tai: (0 ...
Gidy khai sinh $6: D ... , quyénsd D.......... ngay ...... [, Jueeieeenins

To1 cam doan nhirng ndi dung khai :[rén day 1a dung su that va da ndp du cac gidy to hién co.
T6i chiu trach nhiém trude phap luat vé viéc cam doan ciia minh.
Lamtqi: ......................... , NGAY ... thang ......... nam .............
Ngudi yéu cau
(Ky, ghi 16 ho, chir dém, tén)
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Dé nghl Ca’p bén sao(g). Cor D , Khéng D ............................
S6 luong:....... ban

Chu thich:

() Ghi rd tén co quan dang ky lai khai sinh

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

) Ghi thong tin vé gidy to tiy than cta nguoi di dang ky, ghi o sd, co quan cip, ngay
cap ho chi€u, ching minh nhén dan hogc giay to hop 1¢ thay thé (V7 dy: Chung minh nhén
dan s6 001089123 do Cong an thanh pho Ha N&i cap ngay 20/10/2004).

@ Trudng hop sinh tai co s¢ y té thi ghi 1 tén co Oy té va dia chi co so y t& do;
truong hop sinh ra ngoai co so y t€ thi ghi dia danh cua 03 cap hanh chinh (x&, huyén, tinh)
noi sinh ra; truong hop khong 1o noi sinh day du thi chi ghi dia danh hanh chinh cap tinh.

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

) Ghi tén co quan da dang ky khai sinh trudc day.

() Chi khai trong truong hop biét 1d.
® Pé nghi danh diu X vao 6 néu cd yéu cau cap ban sao va ghi rd s luong.
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14. Thi tuc diing ky khai sinh cho nguoi da cé ho so, gidy to' ¢4 nhan
a) Trinh ty thuc hién

- Néu Iya chon hinh thirc ndp hd so truc tiép, nguoi cé yéu cau diang ky khai
sinh ndp ho so ding ky khai sinh tai B phin mot cira cua UBND cap xa c6 tham
quyen nop 1¢ phi néu thude trudng hop phai nop 1€ phi dang ky khai sinh; ndp phi
cap ban sao Gidy khai sinh néu ¢ yéu cau cip ban sao Gidy khai sinh.

- Néu lira chon hinh thire ndp ho so truec tuyén, nguoi co yeu cau dang ky
khai sinh truy cdp Cong dich vu cong quoc gia hodc Céng dich vu cong cdp
tinh, dang ky tai khoan (néu chua cé tai khodn), xdc thuc nguoi dung theo
hwong dan dang nhdp vao hé thong, xdac dinh diing Uy ban nhdn dén cdp xd c6
tham quyén.

Nguoi ¢6 yéu cau dang ky khai sinh truc tuyén cung cdp thong tin theo
biéu mau dién tir twong tac dang ky khai sinh (cung cap trén Cong dich vu céng),
dinh kem ban chup hodc ban sao dién tir cdc gidy to, tai liéu theo quy dinh; ngp
phi, I¢ phi thong qua chirc nang thanh toan tryc tuyén hodc bang cdch thirc
khdc theo quy dinh phdp ludt, hoan tdt viéc ndp hé so

- Can bd tiép nhan hd so tai Bo phan mot ctra ¢ trach nhiém kiém tra
tinh chinh xac, day du, thong nhat, hop 1€ ctia ho so.

(i) Truong hop hd 50 day dua, hop 1€ thi tlep nhan hd so, c6 Phiéu hen, tra
két qua cho nguoi co yéu cau (neu nguoi c6 yéu céu lya chon hinh thirc nop hd so
truc tiép) hodc gui ngay Phiéu hen, tra két qua qua thw dién i hodc guri tin
nhdn hen tra két qua qua dién thoai di dong cho nguoi co yéu cau (neu nguoi co
yéu cau lya chon hinh thitc nép hé so truc tuyén), dong thoi chuyén hd so dé
cong chuc lam cong tac ho tich xu ly.

- Sau khi tié'p nhdn hé so theo hinh thirc nop tryc tié}), can bo tié}) nhan
ho so tai BY phdn mot cuira thuc hién s6 héa (sao chup, chuyén thanh tai liéu
dién tir trén hé thong thong tin, co so dit liéu) va ky sé vdo tai liéu, ho so gidi
quyét thii tuc hanh chinh dd dwoc sé héa theo quy dinh.

(i1) Truong hop hd so chua day du, hop 1€ thi c6 thong bao cho nguoi yéu
cau bd sung, hoan thién hd so, néu rd loai glay to, noi dung can bo sung dé

ngudi c¢o yéu cau bod sung, hoan thién. Sau khi hd so duge b sung, thuc hién lai
budc (1);

(ii1) Truong hop nguoi co yéu cau ding ky khai sinh khong b sung, hoan
thién dugc ho so thi bao cao Trudng bd phan mot cira c6 thong bao tir chdi giai
quyét yéu cau diang ky khai sinh.

- Cong chuc tu phap - ho tich tham tra ho so (tham tra tinh thong nhat hop
1é ciia cac thong tin trong ho so, gidy to, tai liéu do ngudi yéu cau ndp, xuét trinh

hodc dinh kém).
+ Trudng hop hd so cin bd sung, hoan thién hoic khong du diéu kién giai
quyét, phai tir chéi thi gui thong bao ve tinh trang ho so tdi Bo phan ti€p nhan
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ho so dé thong bao cho ngudi ndp hd so — thyuc hién lai bude (ii) hodc (iii);

+ Trudng hop can phai kiém tra, xdc minh lam rd hodc do nguyén nhan
khac ma khong thé tra két qua dung thoi gian da hen thi cong chire lam cong tac
ho tich lap Phiéu xin 15i va hen lai ngay tra két qua, trong do néu r6 ly do cham
tra két qua va thoi gian hen tra két qua, chuyén Bo6 phan mét ctra dé tra cho
ngudi cd yéu cau (neu ngudi c6 yéu cau lya chon hinh thirc ndp hd so truc tiép),
hodc giti Phiéu xin 16i va hen lai ngdy tra két qud qua thu dién tw hodc gui tin
nhdn qua dién thoai di déng cho nguoi co yéu cdu (néu nguoi c¢é yéu cau lua
chon hinh thire nép ho so truc tuyén).

Trong trudng hop can thiét, cong chirc tu phap - ho tich bao cdo Chu tich
Uy ban nhén dan cap xi c6 van ban dé nghi Uy ban nhan dan cap x4 noi cu tra
trudc ddy cla nguoi yéu ciu dang ky khai sinh dé kiém tra, x4c minh vé viéc
dang ky khai sinh va viéc luu giit s6 ho tich.

Sau khi nhan dugc van ban dé nghi, Uy ban nhan dan cip xi noi ngudi
yéu cau dang ky khai sinh cu tra trude day tién hanh kiém tra, xac minh va tra
101 bang vin ban vé viéc ngudi yéu cau di duoc ding ky khai sinh hay chua
dugc dang ky khai sinh; viéc con luu gilr hodc khong luu gilt duoc s6 ho tich.

Truong hop gidy to cia ngudi yéu cau ding ky khai sinh khong c6 théng
tin ching minh quan hé cha, me, con thi co quan dang ky hg tich c6 van ban dé
nghi co quan cong an c6 thim quyén xac minh. Truong hop co quan cong an tra
101 khong c6 thong tin thi co quan dang ky hé tich cho ngudi yéu cau dang ky
khai sinh 1ap van ban cam doan vé thong tin cia cha, me va xac dinh noi1 dung
khai sinh theo van ban cam doan.

+ Sau khi nhén dugc két qua xac minh hodc sau thoi han 20 ngay ké tir ngay
gui van ban yéu cau xac minh ma khong nhan duoc van ban tra 101, néu thdy ho so
day du, hop 1, ding quy dinh, truong hop tiép nhan ho so dang ky khai sinh theo
hinh thirc truc tiép, thi cong churc tu phap - hd tich thuc hi¢n viéc ghi vao SH dang
ky khai sinh, cap nhat thong tin dang ky khai sinh va luu chinh thic trén Phan
mém dang ky, quan Iy ho tich dién tir ding chung.

Truwong hop tiép nhin ho so ding ky khai sinh theo hinh thirc truc tuyén,
cong chirc tw phdp - ho tich giri lai biéu mau Gidy khai sinh dién tir vi théng tin
ddy dii cho ngueoi yéu cau qua thue dién tir hodc thiét bi so.

Nguroi yeu cau c6 trach nhiém kiém tra tinh chinh xdc, day di cia cdc
théng tin trén biéu mau Gidy khai sinh dién tir va xdc nhédn (t6i da mét ngay).

Néu nguoi c6 yéu cau xdc nhdn théng tin da thong nhdt, day di hodc
khéng c6 phan héi sau thoi han yéu cdu thi cong chire tie phdp - ho tich thuc
hién viéc ghi ndi dung vao S6 ding ky khai sinh, cdp nhdt théng tin ding ky khai
sinh va luu chinh thirc trén Phan mém ddng ky, quan Iy hé tich dién tir diing chung.

- Cong chirc tu phép - ho tich in Gidy khai sinh, trinh Lanh dao UBND ky,
chuyén t&i Bo phan mot cira dé tra két qua cho ngudi ¢ yéu cau.

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

b) Cach thirc thuc hién:

Nguoi ¢6 yéu cau ding ky khai sinh truc tiép thuc hién hodc uy quyen
cho nguoi khac thyuc hién nop hé so truc tiép tai Bo phan mot cira cua UBND cép
xa hodc giri hd so qua hé thong buu chinh hodc ndp hé so truc tuyén trén Cong
dich vu cong quéc gia (https://dichvucong.gov.vn) hodc Cong dich vu cong tinh Hai
Duong (https.//dichvucong.haiduong.gov.vn).

¢) Thanh phéan ho so:

- T& khai dang ky khai sinh theo mau (néu nguoi c6 yéu ciu lira chon nop
ho so theo hinh thic truc tuyén);

- Biéu mdu dién tir twong tac dang ky khai sinh (do nguoi yeu cau cung
cdp thong tin theo hwéng dan trén Cong dich vu céng néu nguwoi cé yéu cau lua
chon nép hé so theo hinh thirc truec tuyén).

- Nguoi ¢6 yéu cau ding ky khai sinh thuc hién viéc nop/xuat trinh (theo
hinh thtrc truc ti€p) hodc tai Ién (theo hinh thuc tryc tuyén) cac giay to sau:

* Gidy to phdi ngp:
- Van ban cam doan cua nguoi yéu cau vé viéc chua duge dang ky khai
sinh.

- Ban sao toan bo ho so, gidy to cua nguoi yéu cau hodc hd so, glay to, tai
lidu khéac trong dé c6 thong tin lién quan dén ndi dung khai sinh, gdm: Glay
ching minh nhan dan, Thé can cudc cong dan hoac Ho chiéu; S6 ho khéu, So
tam tr(, gidy to chimg minh vé noi cu tri; Bang tot nghiép, Glay ching nhan,
Chung chi, Hoc ba, Hob so hoc tap do co quan co tham quyén cap hodc xac
nhan; glay to khéac co6 thong tin vé ho, chlt dém, tén, ngay, thang, nam sinh cua
ca nhan.

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

- Trudng hop nguoi yéu cau dang ky khai sinh 13 can bg, cong chirc, vién
chtrc, nguo1 dang cong tac trong luc lugng vii trang thi phai ¢6 van ban xac
nhan cua Thu trudéng co quan, don vi vé viée nhitng ndi dung khai sinh cua
nguoi do gém ho, chir dém, tén; gidi tinh; ngay, thang, nam sinh; dan toc; quéc
tich; qué quén; quan hé cha - con, me¢ - con phu hop véi hd so do co quan, don
vi dang quan ly.

- Van ban iy quyén theo quy dinh cta phap lut trong truong hop uy
quyén thyc hién viéc dang ky khai sinh. Truong hop nguoi duge uy quyén la

ong, ba, cha, me, con, vo, chdng, anh, chi, em rudt ctia ngudi Gy quyén thi van
ban oy quyén khong phai chimg thue.

* Gidy to phdi xudt trinh:


https://dichvucong.gov.vn
https://dichvucong.---.gov.vn)
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- Ho chiéu hodc Chimg minh nhan dan hodc Thé cin cudc cong déan hoac
cac gidy to khac c6 dan anh va thong tin ca nhéan do co quan ¢ tham quyen cép,
con gia tri st dung dé chimg minh vé nhan than cua nguoi co yéu cau dang ky
khai sinh. Truong hop cac thong tin ca nhan trong cac gidy to nay da co trong
CSDLQGVDC, CSDLHTDT, dugc hé thong dién tu dong thi khong phai Xuat
trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thirc truc tuyén);

- Gidy to chimg minh noi cu trii dé xac dinh tham quyén ding ky khai sinh.
Truong hop cac thong tin vé gidy to ching minh noi cu tra di co trong
CSDLQGVDC, dugc dién ty dong thi khong phai xuét trinh (theo hinh thirc
true tiép) hodc tai 1én (theo hinh thirc truc tuyén).

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

*Luuy

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

+ Dbi véi giéy to xuat trinh khi ding ky ho tich, ngudi tiép nhan co trach
nhiém kiém tra, d6i chiéu v4i thong tin trong to khai, chup lai hodc ghi lai thong

tin dé luu trong hd so va tra lai cho nguoi xuét trinh, khong duoc yéu cau ndp
ban sao hodc ban chup gidy to do.

+ Ngudi yéu cau dang ky ho tich c6 thé ndp ban sao chung thyuc tir ban
chinh hodc ban sao duoc cip tir s6 gdc hodc ban chup kem theo ban chinh gidy
to de d6i chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh
gidy to thi nguoi tiép nhan c6 trach nhiém kiém tra, di chiéu ban chup véi ban
chinh va ky xac nhan, khong dugc yéu cau nguoi 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 ho tich, khong duoc yéu cau ngudi ding ky ho
tich nop thém gidy t& ma phap luat ho tich khong quy dinh phai nop.

- Doi voi gidy to gui kem theo néu nguoi yéu cau nop ho so theo hinh
thikc tryc tuyén:

+ Ban chup cac gidy 1o gui kem theo ho so dang ky khai sinh truc tuyén
phdi bdo dam ré nét, ddy di, toan ven vé ngi dung, la ban chup bang mdy anh,
dién thoai hodc dwoc chup, dwgc quét bang thiét bi dién nr, tir gidy to dugc cap
hop ¢, con gia tri sir dung; néu la gidy to do co quan co tham quyén nudc ngodi
cdp thi phai dwoc hop phdp héa lanh su, dich sang tieng Viét theo quy dinh, trir
truong hop dwoc mién hop phap hoa lanh su.

+ Truong hop gidy to, tai liéu phdi giki kém trong ho so dang ky khai sinh
triec tuyen dd ¢6 ban sao dién tir hodc di c6 ban dién tr gidy to ho tich thi nguoi
yéu cau dwoc sit dung ban dién tir nay.

+ Khi dén co quan dang ky hé tich nhdn két qua (Gidy khai sinh/ban sao
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Gidy khai sinh), nguoi ¢ yéu cau dang ky khai sinh phai xudt trinh gidy to tup
thdn, nép cdc gidy to la thanh phdn ho so ding ky khai sinh theo quy dinh phdp
luat ho tich.
Truong hop nguoi yéu cdu dang ky khai sinh khong cung cap dwoe gidy

10 néu trén theo quy dinh hodc gidy to ngp, xuat trinh bi tdy xoa, sira chita, lam
gia thi co quan dang ky ho tich co tham quyén huy bo két qua dang ky khai sinh.

- Truong hop cho phép nguoi yéu cau dang ky ho tich lap vin ban cam doan
vé n6i dung yéu cau diang ky ho tich thi co quan dang ky h¢ tich phai giai thich r6
cho nguoi 1ap vin ban cam doan vé trach nhiém, hé qua phap 1y cia viéc cam doan
khong dung su that.

_Co quan dang ky ho tich tur chéi giai quyét hoic dé& nghi co quan c6 thim
quyén huy bé két qua dang ky ho tich, néu cé co sé xac dinh ndi dung cam doan
khong dung su that.

d) S6 lwong hd so: 0 bé

d) Thoi han giai quyét: 05 ngay lam viéc; truong hop phai xac minh thi
thoi han gidi quyét khong qué 25 ngay.

e) P6i twong thyc hién thii tuc hanh chinh: C4 nhan

g) Co quan thyc hi¢n thi tuc hanh chinh: Uy ban nhan dan cép x4 noi
nguoi yéu cau cu tru.

, h) Co quan ph(‘)i‘hg’p: Co quan quan Iy CSDLQGVDC, Uy ban nhan dan
cap xd noi nguoi yéu cau dang ky khai sinh cu tr trude day; Co quan cong an
c6 tham quyén.

i) Két qué thye hién thii tuc hanh chinh: Gidy khai sinh (ban chinh), ban
sao Gidy khai sinh (truong hop yéu cau cap ban sao Giay khai sinh).

k) Lé phi:

- 5000 ddng/lan. Mién 18 phi cho nguoi thude gia dinh c6 cdng vdi cach
mang; nguoi thugc hd ngheo; nguoi khuyeét tat.

- Phi cap ban sao Gidy khai sinh (néu c6 yéu cau): 8.000d0ng/ban sao.

1) Miu don, miu to khai:

+ Td khai dang ky khai sinh (néu ndp ho so theo hinh thirc truc tiép);

+ Biéu’ mau dién tir twong tac dang ky khai sinh (néu nép hé so theo hinh
thuee truc tuyén).

m) Yéu céu, diéu kién thwe hién thi tuc hanh chinh:

Cong dan Viét Nam cu tra trong nudc, sinh trude ngay 01/01/2016, chua
dugc dang ky khai sinh, c6 ho so, gidy to ca nhan (ban chinh hodc ban sao dugc

chung thyc hop 1¢) nhu: glay to tuy than; S6 ho khau S6 tam tru; gidy to khac
do co quan nha nudc ¢6 tham quyén cua Viét Nam cap.

n) Can cir phap ly:
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- Luat HO tich nam 2014;
- Nghi dinh s0 123/2015/ND-CP ngay 15/11/2015 cta Chinh phii quy dinh
chi tiét mot so di€u va bién phap thi hanh Luat Ho tich;
- Nghi dinh 56 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phii quy dinh vé
Co so dir lieu ho tich dién tu, dang ky ho tich truc tuyén;

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

- Théng tw sé6 01/2022/TT-BTP ngay 04/01/2022 ciia Bé Tw phdp quy
dinh chi tiét mét sé diéu va bién phdp thi hanh Nghi dinh s6 87/2020/ND-
CP ngay 28/7/2020 cia Chinh phii quy dinh vé Co sé dir liéu hé tich dién tit,
ddang ky ho tich truc tuyén;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ciia Bo Tai chinh quy
dinh mtre thu, ché do thu, ndp, quan ly va st dung phi khai thac, st dung thong tin
trong co so dir liéu hd tich, phi xac nhan cé quéc tich Viét Nam, phi xac nhan la
nguoi géc Viét Nam, 1€ phi quéc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ctia Bo Tai chinh hudéng
dan vé phi va 18 phi thudc thim quyén quyét dinh ctia Hoi dong nhan dan tinh,
thanh phd truc thudc Trung wong;

- Théng tw s6 106/2021/TT-BTC ngay 26/11/2021 ciia Bé Tai chinh sita
doi, bé sung mot so diéu ciia Thong tw s6 85/2019/TT-BTC ngay 29/11/2019
ciia Bé Tai chinh hwéng dan vé phi va 1é phi thudc tham quyén quyét dinh ciia
Hgi dong nhdn dan tinh, thanh phé truc thuéc Trung wong

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 cua Hoi dong nhan
dan tinh Hai Duong ban hanh Quy dinh mirc thu, ché do thu, ndp, quan 1y va st
dung phi, I¢ phi trén dia ban tinh Hai Duong
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap - Tu do - Hanh phuc

TO KHAI PANG KY KHAI SINH
Kinh Uiz (D oot

Ho, chit dém, tén NEWOT YEU CAU: ......ooooiiiiiiiiiec e saae e

Quan h¢ voi ngudi dugc Khai SINH: .....ooociieiicccce e

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

HQ, chit @M, tEIN: ......ooiiiiiiiee et e e e et e st e e a e e b e e naeennreesnneennreens
Ngay, thang, ndm sinh: ..........cccoeceveiiieiieeie e, ghi bang chil: .....ovveeeeeeeeeeeee e,
Gidi tinh:....ccvvveeeeeee Dan tocC:........ccovveeuvvnnnnnn. QUOBEC HICH: v
INOT SINNE @)ttt ettt et et e e b et e bt e et et e s e s et e s ensennan
QUE QUAN .eeiiiiieieeiieee ettt e e e ettt e e e e bt e e e e e abaaeeeeessaaeeeeaanssaeaeeeansssaaeeeanssseaeeeannssseaeeansnens
Ho, chit d€m, t€n M@WOT MIE: ..o
NaAmM SINh: G Dan tdc:...cueeeueennn. Qudc tich: oo
INOT CU T ) et e et e et e et e et e et eeteeenseeenseeenseeeneeenneeenneenneas
Ho, chivt dém, té€n n@uwoi Cha: ...
NaAm Sinh: G Dan tdC:...c.oeevunenne.. Qudc tich: .o,
INOT CU LT ) ettt e et e et e e e e be e e e ab e e e etbeeeessbeeesbeeeensseeesssseeesseeeenens

T6i cam doan ndi dung dé nghi ding ky khai sinh trén day 1a ding su that, duoc su thoa
thuan nhat tri cta cc bén lién quan theo quy dinh phap luit.
To1 chiu hoan toan trach nhi€m trudce phap luat vé nodi dung cam doan ctia minh.
Lamtai: ....................... , Ngay .......... thang ......... nam ..............
Ngudi yéu ciu
(Ky, ghi ro ho, chir dém, tén)

Dé nghi cap ban sao®: C6 |:|, Khong |:|
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Chu thich:

() Ghi rd tén co quan dang ky khai sinh.

() Ghi theo noi dang ky thudng tr; néu khong c6 noi ding ky thuong tra thi ghi theo
noi dang ky tam tr(; truong hop khong cé noi1 dang ky thuong tra va noi dang ky tam tru thi
ghi theo noi dang sinh sdng.

(3 Ghi thong tin vé gidy to tiy thin cta nguoi di dang ky, ghi 1 s, co quan cip, ngay
cap ho chiéu, ching minh nhan dan hodc gidy to hop 1¢ thay thé (V7 du: Ching minh nhan
dan s6 001089123 do Céng an thanh phd Ha Noi cap ngay 20/10/2014).

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

Vi du: - Bénh vién Phu san Ha No61i, duong La Thanh, phuong Ngoc Khanh, quan Ba
Dinh, Ha No6i

- Tramy té x4 Dinh Bang, huyén Tir Son, tinh Bac Ninh.

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

Vi du: xa Pinh Bang, huyén Ttur Son, tinh Bic Ninh.

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

© Pé nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd so lugng..
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15. Thii tuc diing ky lai két hon
a) Trinh ty thuc hién

- Néu Iya chon hinh thic nop hé so truc tiép, nguoi c6 yéu cau dang ky lai
két hon nop ho so dang ky lai két hon tai Bo phan mot cira cia UBND cap xa co
tham quyén; ndp 1é phi néu thudc truong hop phai ndp 1é phi dang ky lai két hon.

- Néu lira chon hinh thire ndp ho so truec tuyén, nguoi co yeu cau dang ky
lai két hon truy cdp Cong dich vu cong quoc gia hodc Cong dich vu cong cdp
tinh, dang ky tai khoan (néu chwa cé tai khodn), xdc thuc nguoi ding theo
huéng dan, diang nhdp vao hé thong, xdc dinh ding Uy ban nhdn ddn cdp xd ¢
tham quyén.

Nguoi co yéu cau dang ky lai két hén truc tuyén cung cdp thong tin theo
biéu mau dién tir twong tic dang ky lai két hén (cung cap tren Céng dich vu
cong), dinh kem ban chup hodc ban sao dién tu cdc gidy to, tai liéu theo quy
dinh; ngp phi, I¢ phi thong qua chicc nang thanh todn tryc tuyén hodc bang
cdch thire khdc theo quy dinh phdp ludt, hoan tdt viéc nép ho so.

- Can bd tlep nhan hd so tai Bo phan mot ctra c¢6 trach nhi€ém kiém tra
tinh chinh xac, day du, thong nhat, hop 1€ cta ho so.

(i) Truong hop hd Y day du, hop 1¢ thi tlep nhan ho so, c6 Phiéu hen, tra
két qua cho nguoi co yéu cau (neu nguoi c6 yeéu cau lya chon hinh thirc nop hé so
tryc tiép) hodc gui ngay Phiéu hen, tra két qua qua thw dién i hodc gui tin
nhdn hen tra két qua qua dién thoai di dong cho nguoi co yéu cau (neu nguoi co
yéu cau lwa chon hinh thirc nép ho so truc tuyén), ddong thoi chuyén hd so dé
cong chirc lam cong tac ho tich xur 1y.

- Sau khi tié}) nhdn hé so theo hinh thirc nop truc tié}?, can bo tié}) nhan
hé so tai BY phdn mot cuira thuc hién s6 héa (sao chup, chuyén thanh tai liéu
dién tir trén hé thong théng tin, co sé dit liéu) va ky sé vdo tai lidu, ho so gidi
quyét thii tuc hanh chinh di dwoc sé héa theo quy dinh.

(i) Truong hop hé so chua day du, hop 1€ thi c6 thong bao cho nguoi yéu
cau bd sung, hoan thi¢n hd so, néu rd loai glay to, noi dung can bo sung dé
nguoi co yeéu cau bd sung, hoan thién. Sau khi hd so duge bd sung, thuc hién lai
budc (1);

(iii) Néu nguoi c6 yéu cau dang ky lai két hon khong bo sung, hoan thién
duoc hd so thi bao cdo Trudng by phan tiép nhan ho so ¢6 van ban tir chdi giai
quyét yéu cau diang ky lai két hon.

- Cong chure tu phap - ho tich tham tra hd so (thim tra tinh thong nhat hop
1& cua cac thong tin trong ho so, gidy to, tai liéu do ngudi yéu ciu ndp, xuét trinh
hodc dinh kém).

+ Trudng hop hd so cin bo sung, hoan thién hoic khong du diéu kién giai
quyét, phai tir choi thi gri thong bao vé tinh trang ho so té1 BO phan mot cua dé
thong bao cho nguoi ndp hd so — thuc hién lai budce (ii) hodc (iii);
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+ Trudng hop can phai kiém tra, x4c minh 1am rd hodc do nguyén nhan
khac ma khong thé tra két qua dung thoi gian da hen thi cong chire 1am cong tac
ho tich 1ap Phiéu xin 16i va hen lai ngay tra két qua, trong d6 néu ro 1y do cham
tra két qua va thot gian hen tra két qua, chuyén Bo phan mét ctra dé tra cho
ngudi cd yéu cau (néu ngudi cd yéu cau lya chon hinh thitrc ndp hd so truc tiép),
hodc giti Phiéu xin 16i va hen lai ngdy tra két qud qua thu dién tw hodc gui tin
nhdn qua dién thoai di déng cho nguoi co yéu cdu (néu nguwoi cé yéu cau lua
chon hinh thire nép ho so truc tuyén).

Truong hop viée dang ky lai két hon thuc hién tai Uy ban nhan déan cip
xa khong phai noi da dang ky két hon trude ddy thi cong chic tu phap - ho tich
bao cao Chu tich Uy ban nhan dan c6 vin ban dé nghi Uy ban nhan dan noi
dang ky két hon trude day kiém tra, xdc minh vé viée luu gilt s6 ho tich tai dia
phuong.

Sau khi nhan dugc véan ban dé nghi, Uy ban nhan dan noi da dang ky két
hon trude day tién hanh kiém tra, x4c minh va tra 10i bang van ban vé viéc con
luu gitt hoac khong luu gitr duoc S6 ho tich.

+ Sau khi nhan duoc két qua xac minh vé viéc khong con luu giit dugce S6
h¢ tich tai noi da dang ky két hon hodc sau thoi han 20 ngay ké tir ngay gui van
ban yéu cau xac minh ma khong nhan dugc van ban tra 101, néu thay ho so day du,
hop 1¢, dung quy dinh, trudng hop tiép nhan ho so dang ky lai két hon theo hinh
thirc tryc tiép, thi cong chic tu phap - ho tich thuc hién viéc ghi vao S6 dang ky
két hon, cip nhat thong tin ding ky lai két hon va luu chinh thice trén Phan mém
dang ky, quan ly ho tich di¢n tir ding chung.

Truong hop tiép nhdn hé so dang ky lai két hén theo hinh thirc truc tuyén,
cong chirc tw phdp - ho tich gui lai biéu mau Giay chung nhdan két hon dién twr
voi thong tin day du cho nguoi yéu cau qua thw dién tir hodc thiét bi so.

Ngueoi yéu cau c6 trach nhiém kiém tra tinh chinh xdc, ddy di cia cdc
théng tin trén biéu mau Gidy chitng nhdn két hén dién tir va xdc nhdn (t6i da mét
ngay).

Néu nguoi c¢6 yéu cdu xac nhan thong tin da thng nhat, diy du hoic
khong c6 phan hoi sau thoi han yéu cau thi cong chirc tu phap - ho tich thuc hién
viéc ghi vao S6 ding ky két hon, cdp nhat thong tin ding ky lai két hon va luu
chinh thtrc trén Phin mém ding ky, quan 1y ho tich dién tr dung chung.

- Cong chuc tu phap - ho tich in Qiéy chimg nhan két hén, trinh Lanh dao
UBND ky, chuyén t61 B§ phan moét cira dé tra két qua cho nguoi co yéu cau.

- Nguoi co yéu cau dang ky lai két hon (hai bén nam, nit phai c6 mit, xuat
trinh gidy to tuy than dé dbi chiéu) kiém tra thong tin trén Gidy ching nhéan két
hén, trong S6 dang 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 Giéy ching nhan Kkét
hon.

b) Cach thirc thuc hién:
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Nguoi c6 yéu cau dang ky lai két hon thuc hién nop ho so truc tiép tai Bo
phan mot ctra cua UBND cép xa hoac nop hé so truc tuyén trén Céng dich vu cong
quéc gia (https://dichvucong.gov.vn) hodc Cong dich vu céng tinh Hdi Duwong
(https.//dichvucong. haiduong.gov.vn) (bén nam hodc bén nit ¢ thé ndp hod so
ma khong can ¢ van ban Gy quyén ciia bén con lai).

¢) Thanh phan ho so:

- To khai dang ky lai két hon theo mau (néu nguoi ¢6 yéu cau lya chon ndp
ho so theo hinh thirc truc ti€p);

- Biéu mau dién twr twong tac dang ky lai két hén, trong dé cé cam doan
cdc théng tin cung cdp la dung sy that, khong con ban chinh Gidy chiing nhdn
két hon, da ngp du cac gidy to hién c¢6 va chiu hoan toan trach nhiém trucc
phap ludt vé noi dung cam doan cua minh (do nguoi yéu cau cung cdp thong tin
theo hwéng dan trén Cong dich vu céng néu nguoi c6 yéu cau lya chon ngp hé so
theo hinh thitc triec tuyén).

- Nguoi c6 yéu cau dang ky lai két hon thuc hién viée nop/xuat trinh (theo
hinh thtc tric tiép) hodc tai 1én (theo hinh thic triuc tuyén) cac gidy to sau:

* Gidy to phdi ngp:

- Ban sao Gidy chung nhan két hon duogc cap trude day. Néu khong co
ban sao Gidy ching nhan két hon thi ndp ban sao ho so, gidy to ca nhan c6 cac
thong tin lién quan dén ndi dung ding ky két hon.

* Gidy to' phdi xudt trinh:

- Ho chiéu hodc Chimg minh nhan dan hodc Thé cin cudc cong dan hoac
cac giay to khac c¢6 dan anh va thong tin ca nhan do co quan c6 thAm quyen cap,
con gia tri st dung dé chimg minh vé nhan than ciia ca hai bén cd yéu cau dang
ky lai két hon. Truong hop cac thong tin c4 nhan trong cac gidy to nay di co
trong CSDLQGVDC, CSDLHTDT, duoc hé théng dién ty dong thi khong phai
xudt trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thirc tryc tuyén);

- Gidy to chimg minh noi cu tra dé xac dinh tham quyén néu viéc ding ky
lai két hon thyc hién tai Uy ban nhan dan cap xa khong phai la noi dang ky két
hén trude day. Truong hop cac thong tin vé gidy to ching minh noi cu tra dé co
trong CSDLQGVDC, duoc dién tu dong thi khong phai xuat trinh (theo hinh
thirc truc tiép) hodc tai 1én (theo hinh thirc truc tuyén).

*Luuy

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

+ i voi giéy t& xudt trinh khi ding ky ho tich, ngudi tiép nhan cé trach
nhiém kiém tra, d6i chiéu v4i thong tin trong to khai, chup lai hodc ghi lai thong

tin dé luu trong hd so va tra lai cho nguoi xuat trinh, khong duoc yéu cau ndp
ban sao hodc ban chup gidy to do.

+ Ngudi yéu cau ding ky ho tich c6 thé ndp ban sao ching thuc tir ban


https://dichvucong.gov.vn
https://dichvucong.---.gov.vn)
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chinh hodc ban sao duoc cap tir s6 goc hodc ban chup kém theo ban chinh gidy
to de d6i chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh
gidy to thi ngudi tiép nhéan c6 trach nhiém kiém tra, ddi chiéu ban chup v0i ban
chinh va ky xac nhan, khong dugc yéu cau nguoi di dang ky ndp ban sao gidy to
do.

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

- Dboi voi gidy to gui kem theo néu nguoi yéu cau nop ho so theo hinh
thiee truc tuyén:

+ Ban chup cac gldy 10" gui kém theo hé so dang ky lai két hon truc tuyén
phdi bdo dam ré nét, day di, toan ven vé ndi dung, la ban chup bang mdy anh,
dién thogi hodc dwoc chup, dugc quét bang thiét bi dién nr, tir gidy to dugc cdp
hop ¢, con gia tri sur dung; néu la gidy to do co quan co tham quyén nudc ngodi
cap thi phai dwoc hop phdp hoa lanh s, dich sang tieng Viét theo quy dinh, triv
truong hop dwoc mién hop phap hoa lanh su.

+ Truong hop gidy to, tai liéu phdi givi kém trong hé so ding ky lai két hén
tryc tuyen da co ban sao dién tir hodac da co ban dién tir giay to ho tich thi nguoi
yéu cau dwoc sw dung ban dién tir nay.

+ Khi den co quan dang ky ho tich nhdn két qua (1 Gidy chirng nhdn ket hon),

nguoi co yeéu cau dang ky lai két hon xudt trinh gidy to' tuy thdan, ndp cdc gidy to la
thanh phan hé so dang ky lai két hén theo quy dinh phdp ludt hé tich.

Truong hop nguoi yéu cau dang ky lai két hén khong cung cdp dwoe gidy
10 néu trén quy dinh hodc gidy to nép, xuat trinh bi tay xéa, sia chita, lam gid
thi co quan dang ky hé tich ¢é tham quyén ity bé két qua dang ky lai két hon.

d) SO lwong hd so: 01 bj

d) Thoi han giai quyét: 05 ngay lam viéc; truong hop phai xac minh thi
thot han gidi quyét khong qué 25 ngay.

e) P6i twong thyc hién thii tuc hanh chinh: Ca nhan

g) Co quan thyc hién thi tyuc hanh chinh: Uy ban nhan dan cap xi noi

da dang ky két hon trude day hodc Uy ban nhan dan cép x3 noi ngudi yéu cau
thuong tra.

h) Co quan phdi hop: Co quan quan Iy CSDLQGVDC; Uy ban nhan dan
noi dang ky két hon trude day trong truong hop dang ky lai két hon tai Uy ban
nhan dan cap xa noi nguoi yéu cau thuong tra

i) Iget qua thuc hién thi tuc hanh chinh: Gidy chung nhan két hon(ban
chinh), méi bén vg, chong 01 ban.

k) Lé phi: 25.000 d6ng/lan.

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

1) M4u don, miu to khai:

+ T khai dang ky lai két hon (néu ndp ho so theo hinh thic truc tiép);

+ Biéu’méu dién tir twong tdc ding ky lai két hon (néu nép hé so theo hinh
thuee truc tuyén).

m) Yéu céu, diéu Kién thye hién thii tuc hanh chinh:

- Viéc két hon da duoc dang ky tai co quan co thAm quyén cia Viét Nam
trudc ngay 01/01/2016 nhung S6 dang ky két hon va ban chinh Giay chimg
nhan két hon déu b1 mat;

- Nguoi yéu cau dang ky lai két hon con soéng vao thdi diém yéu cau ding
ky lai két hon.

1) 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 phii quy dinh
chi tiét mot so di€u va bién phap thi hanh Luat Ho tich;

- Nghi dinh 56 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phii quy dinh vé
Co so dir lieu ho tich dién ti, dang ky ho tich truc tuyén;

- Thong tu sO 04/2020/TT-BTP ngay 28/5/2020 cua B 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 di€u va bi¢n phap thi hanh
Luat Ho tich;

- Thong te so”: 01/2022/TT-BTP ngay 04/01/2022 cua Bo Tw phdap quy
dinh chi tiét mot so dieu va bién phdp thi hanh Nghi dinh so 87/2020/ND-
CP ngay 28/7/2020 cua Chinh phu quy dinh vé Co so dit licu h¢ tich dién tu,
dang ky ho tich truc tuyén;

- Théng tu s0 281/2016/TT-BTC ngay 14/11/2016 ciia Bo Tai chinh quy
dinh mrc thu, ché do thu, ndp, quan 1y va su dqu phi khai théc, str dung thong tin
trong co s& dtr 1iéu ho tich, phj xac nhan cé qudc tich Viét Nam, phi xac nhan la
nguoi goc Viet Nam, 1€ phi qudc tich;

- Thong tu sO 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh hudng
dan vé phi va 1¢ phi thuc tham quyén quyet dinh cua Hoi dong nhan dan tinh,
thanh pho truc thugc Trung uong;

- Thong tw 5(5,]0Q/2021/TT-BTC ngay 26/11/2021 cua Bo Tai chinh sua
doi, bo sung mot so dieu cua Thong tw so 85/2019/TT-BTC ngay 29/11/2019
cua Bg Tai chinh hudng dan vé phi va I¢é phi thugc tham quyen quyet dinh cua
Hoi dong nhdn dan tinh, thanh pho truc thuoc Trung wong.

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 cua Hoi dong nhan


http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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dan tinh Hai Duong ban hanh Quy dinh mirc thu, ché do thu, ndp, quan 1y va st
dung phi, I¢ phi trén dia ban tinh Hai Duong
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap - Tu do - Hanh phuc

TO KHAI PANG KY LAI KET HON

Kinh @Ui: (D oot

Ho, chit dém, t€n NEWOT YEU CAUL ..o

INOT CU T ) et s e e s e e e e e e e e e e e e s e e s s s e eeeen

Pé nghi co quan ding ky lai két hon theo ndi dung dudi day:

Ho, chit d€m, t€N CUA VO ......coooooo s
Ngay, thang, NAM STNN: ....co..ccoooo s
DaAn tOC: ..o Quéc B1CI: e

INOT CU UL D) e e e e e e s s s s e s s s s e s s s e s s s e s s s e

Ho, chit dém, t8N CHA CHOIE: .....ooooceeeeeeeeeeeeeee oo e e e
Ngay, thang, NAM STNN: .....c..cooooo s
Dan tOC: ... Quéc BICR: e,

INOT CU UL D) e e e e e e s s e e s e s s s e s s s e s s s s s s s s s

T61 cam doan nhitng nd1 dung khai trén day la ding su that va chiu trach nhiém trudc phap
luat vé& cam doan cua minh.
Lamtai: ....................... , ngay ... thang ........ nam ...
Ngudi yéu cau
(Ky, ghi ro ho, chir dém, tén)

SO Iugng:....... ban
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Chui thich:

() Ghi 15 tén co quan ding ky lai két hon.

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

) Ghi thong tin vé gidy to tiy than nhu: ho chiéu, chimg minh nhén dan hodc gidy to hop 1¢
thay thé (vi du: Chung minh nhan dan s6 001089123 do Cong an thanh pho Ha No§i cap ngay
20/10/2004).

4 Ghi rd tén co quan di dang ky két hon trudce day.

() Chi khai trong truong hop biét rd.

© Pé nghi danh diu X vao 6 néu co yéu cau cap ban sao va ghi 1 s luong.
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16. Thu tuc dang ky lai khai tir
a) Trinh ty thue hién

- Néu lwa chon hinh thirc ndp hé so truc tiép, ngudi co yéu cau dang ky lai
khai tor nop hé so dang ky lai khai ttr tai B phan mot ctra cua UBND cép xa co
thim quyén; ndp 1¢ phi néu thudc trudng hop phai ndp 1& phi dang ky lai khai tir;
ndp phi cap ban sao Trich luc khai tir néu c6 yéu cau cap ban sao Trich lyc khai tir.

- Néu lira chon hinh thire ndp ho so truec tuyén, nguoi co yeu cau dang ky
lai khai tir truy cdp Cong dich vu cong quoc gia hodc Céng dich vu cong cdp
tinh, dang ky tai khoan (néu chua cé tai khodn), xdc thuc nguoi dung theo
hwong dan dang nhdp vao hé thong, xdac dinh diing Uy ban nhdn dén cdp xd c6
tham quyén.

Nguoi ¢é yéu cau dang ky lai khai tir triec tuyén cung cdp théng tin theo
biéu mau dién tir twong tic dang ky lai khai tir (cung cé}) trén Cong dich vu
cong), dinh kem ban chup hodc ban sao dién tu cdc gidy to, tai liéu theo quy
dinh; nop phi, I¢ phi thong qua chitc nang thanh toan tryc tuyén hodc bdng
cdch thire khdc theo quy dinh phép ludt, hoan tdt viéc nép ho so.

- Can bd tiép nhan hd so tai Bo phan mot ctra ¢ trach nhiém kiém tra
tinh chinh xac, day du, thong nhat, hop 1€ ctia ho so.

(i) Truong hop hd 50 day dua, hop 1€ thi tlep nhan hd so, c6 Phiéu hen, tra
két qua cho nguoi co yéu cau (neu nguoi c6 yéu céu lya chon hinh thirc nop hd so
truc tiép) hodc gui ngay Phiéu hen, tra két qua qua thw dién i hodc guri tin
nhdn hen tra két qua qua dién thoai di dong cho nguoi co yéu cau (neu nguoi co
yéu cau lya chon hinh thitc nép hé so truc tuyén), dong thoi chuyén hd so dé
cong chuc lam cong tac ho tich xu ly.

- Sau khi tié}) nhdn hé so theo hinh thirc nop truc tié}?, can bo tiéb nhan
ho so tai BY phdn mot cuira thuc hién s6 héa (sao chup, chuyén thanh tai liéu
dién tir trén hé thong thong tin, co so dit liéu) va ky sé vdo tai liéu, ho so gidi
quyét thii tuc hanh chinh dd dwoc sé héa theo quy dinh.

(i1) Truong hop hd so chua day du, hop 1€ thi c6 thong bao cho nguoi yéu
cau bd sung, hoan thién hd so, néu rd loai glay to, noi dung can bo sung dé

ngudi c¢o yéu cau bod sung, hoan thién. Sau khi hd so duge b sung, thuc hién lai
budc (1);

(ii1) Néu ngudi co yéu cau dang ky lai khai tir khong bd sung, hoan thién
dugc hd so thi bao cao Truong bo phan tiép nhan ho so c6 van ban tir chdi giai
quyét yéu cau ding ky lai khai tir.

- Cong chure tu phap - ho tich tham tra ho so (tham tra tinh thong nhat hop
1é ciia cac thong tin trong ho so, gidy to, tai liéu do ngudi yéu cau ndp, xuét trinh

hodc dinh kém).
+ Trudng hop hd so cin bd sung, hoan thién hoic khong du diéu kién giai
quyét, phai tir choi thi gri thong bao vé tinh trang ho so té1 BO phan mot cua dé
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thong bao cho ngudi ndp hod so — thyce hién lai bude (ii) hoic (iii);

+ Trudng hop can phai kiém tra, xdc minh lam rd hodc do nguyén nhan
khac ma khong thé tra két qua dung thoi gian da hen thi cong chire lam cong tac
ho tich lap Phiéu xin 15i va hen lai ngay tra két qua, trong do néu r6 ly do cham
tra két qua va thoi gian hen tra két qua, chuyén Bo6 phan mét ctra dé tra cho
ngudi cd yéu cau (neu ngudi c6 yéu cau lya chon hinh thirc ndp hd so truc tiép),
hodc giti Phiéu xin 16i va hen lai ngdy tra két qud qua thu dién tw hodc gui tin
nhdn qua dién thoai di déng cho nguoi co yéu cdu (néu nguoi c¢é yéu cau lua
chon hinh thire nép ho so truc tuyén).

+ Néu thay thong tin khai tir diy da va phu hop, ho so day du, hop 18, dung
quy dinh, trudng hop tiép nhan ho so diang ky lai khai tir theo hinh thirc tryc tiép,
thi cong churc tu phap - ho tich thuc hién viéc ghi vao SH dang ky khai tir, cap nhat
thong tin ddng ky lai khai tir va luu chinh thirc trén Phan mém dang ky, quan 1y ho
tich dién tr dung chung.

Trwong hop tiép nhin hé so dang ky lai khai tw theo hinh thirc truc tuyén,
cong chirc tw phdp - ho tich gui lai biéu mau Trich luc khai twr dién tr voi thong
tin day i cho nguoi yéu cau qua thw dién tir hodc thiét bi so.

Ngueoi yéu cau c6 trach nhiém kiém tra tinh chinh xdc, day di ciia cdc
thong tin trén biéu mau Trich luc khai tw dién tir va xac nhdn (toi da mot ngay).

Néu nguoi c6 yéu cau xdc nhdn théng tin da thong nhdt, day di hodc
khéng c6 phan hoi sau thoi han yéu cau thi céng chire tw phdp - hé tich thuc
hién viéc ghi ndi dung vao S6 dang ky khai tit, cdp nhdt thong tin dang ky lai khai
tie va e chinh thive trén Phan mém déing ky, quan Iy hé tich dién tir ding chung.

- (;ong chue tu phap - ho t}ch n ,TI'ICh luc khai tir, trinh Lanh dao UBND
ky, chuyén t&i1 B§ phan mot cura dé tra két qua cho nguoi c6 yéu cau.

- Ngudi ¢6 yéu ciu ding ky lai khai tir kiém tra thong tin trén Trich luc khai
ti, trong SO dang ky khai tir va ky tén vao S6 dang ky khai tir, nhan Trich luc khai
tu.

b) Cach thirc thye hién:

Nguoi co yéu cau ding ky lai khai tir truc tiép thuc hién hodc uy quyén
cho nguoi khac thuc hién viéc dang ky lai khai tir tai B0 phan mdt ctra cua
UBND cap x4 hodc giri hd so qua hé théng buu chinh hodc nép hé so triec tuyén
trén Cong dich vu cong quoc gia (https://dichvucong.gov.vn) hodc Cong dich vu
cong tinh Hai Duong (https.//dichvucong.haiduong.gov.vn).

¢) Thanh phén hd so:

- T khai ding ky lai khai tir theo mau (néu ngudi c¢é yéu cau lua chon nop
ho so theo hinh thure tryc ti€p);

- Biéu mdu dién tir twrong tdc dang ky lai khai tir, trong d6 c6 cam doan
cdc thong tin cung cdp la dung sw that, khong con ban chinh Gidy chirng
t/Trich luc khai tw, da nop du cac gidy to hién co va chiu hoan toan trach


https://dichvucong.gov.vn
https://dichvucong.---.gov.vn)
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nhi¢m trudc phap ludt vé néi dung cam doan ciia minh (do nguoi yéu cau cung
cdp thong tin theo hwéng dan trén Cong dich vu céng néu nguwoi cé yéu cau lua
chon ndp hé so theo hinh thirc triec tuyén).

- Ngudi ¢ yéu cau dang ky lai khai ttr thuc hién viéc nop/xuat trinh (theo
hinh thtrc truc tiép) hodc tai 1én (theo hinh thic tric tuyén) cac gidy to sau:

* Gidy to phdi ngp:

- Ban sao Gidy chtng tir trudc day dugce cap hop 16. Néu khong co ban
sao Giay chung tu trude day duogc cap hop 1€ thi ndp ban sao ho so, gidy to lién
quan co6 ndi dung chiing minh sy ki¢n chét.

- Vin ban uy quyén theo quy dinh cta phap luit trong truong hop uy
quyén thuc hién viéc dang ky lai khai tir. Truong hop ngudi duge uy quyén la
ong, ba, cha, me, con, vo, chdng, anh, chi, em rudt ctia ngudi Gy quyén thi van
ban ty quyén khong phai chimg thuc.

* Gidy to phdi xudt trinh:

- Ho chiéu hodc Chimg minh nhan din hodc Thé cin cudc cong déan hoac
cac gidy to khac c¢6 dan anh va thong tin ca nhan do co quan c6 thAm quyen cap,
con gia tri st dung dé chimg minh vé nhan than cua nguoi co yéu cau dang ky
lai khai tir. Truong hop cac thong tin ca nhén trong cac gidy to nay da co trong

CSDLQGVDC, CSDLHTDT, dugc hé théng dién tir dong thi khong phai Xuét
trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thirc truc tuyén).

Truong hop gui ho so qua hé thong buu chinh thi phai gui kem theo ban
sao c6 chimg thuc cac gidy to phai xudt trinh néu trén.

*Luuy

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

+ Ddi voi giéy to xuét trinh khi ddng ky ho tich, nguoi tiép nhan c6 trach
nhiém kiém tra, dbi chiéu v6i thong tin trong to khai, chup lai hodc ghi lai thong

tin dé luu trong hd so va tra lai cho nguoi xut trinh, khong duoc yéu cau ndp
ban sao hodc ban chup gidy to do.

+ Ngudi yéu cau dang ky ho tich c6 thé nop ban sao chung thyuc tir ban
chinh hodc ban sao duoc cip tir s6 gdc hodc ban chup kém theo ban chinh gidy
to de d6i chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh
gidy to thi ngudi tiép nhan c6 trach nhiém kiém tra, d6i chiéu ban chup véi ban
chinh va ky xac nhan, khong dugc yéu cau nguoi di ding ky ndp ban sao gidy to
do.

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

- Dboi voi gidy to gui kem theo néu nguoi yéu cau nop ho so theo hinh
thirc truc tuyén:
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+ Ban chup cac glay 1o gui kém theo hé so ding ky lai khai tir truc tuyén
phdi bao dam ré nét, ddy di, toan ven vé ngi dung, la ban chup bang mdy anh,
dién thoai hoac dwoc chup, dugc quét bang thiét bi dién nr, tir gidy to dugc cdp
hop l¢, con gia tri sir dung; néu la gidy to do co quan co tham quyén nwée ngodi
cap thi phai dwoc hop phdp hoa lanh sy, dich sang tieng Viét theo quy dinh, triv
truong hop dwoc mién hop phap hoa lanh su.

+ T rwong hop gidy to, tai liéu phdi gm kém trong ho so dang ky lai khai tir
tryec tuyen dd c6 ban sao dién tir hodc da c6 ban dién ti gidy to ho tich thi nguoi
yéu cau dwoc sw dung ban dién tir nay.

+ Khi dén co quan ding ky ho tich nhdn két qua (Trich luc khai tu/ban sao
Trich luc khai tw), nguoi co yéu cau dang ky lai khai tir phai xudt trinh gidy to tuy
thén, nép cdc gidy to la thanh phan ho so dang ky lai khai tir theo quy dinh phdp
luat ho tich.

Truong hop nguoi ¢é yéu cdu dang ky lai khai tir khong cung cap dwoc
gidy to néu trén theo quy dinh hodc gidy to nop, xuat trinh bi tay xoa, swa chira,
lam gid thi co quan dang ky hé tich c6 tham quyén hiy bo két qua dang ky lai
khai tur.

d) S6 lwong hd so: 01 bé

d) Thoi han giai quyét: 05 ngay lam viéc; truong hop can xac minh thi
thot han giai quyét khong qua 10 ngay lam vigce.

e) Poi twong thuce hién thi tuc hanh chinh: C4 nhan

g) Co quan thue hién thi tuc hanh chinh: Uy ban nhan dan cip x4, noi
da dang ky khai tur trude day.

h)Co quan phdi hop: Co quan quan Iy CSDLQGVDC.

i) Két qua thyc 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).

k) L¢ phi:

- Muc ¢ phi cu thé do Hoi déng nhan dan tinh, thanh phé truc thudc
Trung wong quyét dinh.

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

- Phi cép ban sao Trich lyc khai ttr (néu c6 yéu cau) thyc hién theo quy dinh
tai Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ctua B Tai chinh.

1) Miu don, miu to khai:
+ Td khai dang ky lai khai tir (néu nop hd so theo hinh thic truc tiép);

+ Biéu mdu dién tr tiwong tdc dang ky lai khai tir (néu ndp hé so theo hinh
thuee truc tuyén).

m) Yéu cau, diéu Kién thye hién thii tuc hanh chinh:
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Vige khai tr da duoc dang ky tai co quan co tham quyc:%n cua Viét Nam
trude ngay 01/01/2016 nhung S6 dang ky khai tir va ban chinh Gidy ching tur déu bi
mat.

n)Can cwr phap ly:
- Luat Ho tich nam 2014;
- Nghi dinh s0 123/2015/NB-CP ngay 15/11/2015 cta Chinh pha quy dinh
chi tiét mdt s6 di€u va bién phép thi hanh Luat HJ tich;
- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh phu quy dinh vé
Co so dir lieu ho tich dién tir, dang ky ho tich truc tuyén;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ctia B6 Tu phap quy dinh
chi tiét thi hanh mot sd diéu ctia Luat Ho tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 ctia Chinh pht quy dinh chi tiét mot s6 diéu va bién phap thi hanh
Luat Ho tich;

- Théng tw sé6 01/2022/TT-BTP ngay 04/01/2022 ciia Bé Tw phdp quy
dinh chi tiét mét sé diéu va bién phdp thi hanh Nghi dinh sé 87/2020/ND-
CP ngay 28/7/2020 cua Chinh phu quy dinh ve Co sé dir liéu hé tich dién ti,
ddang ky ho tich triee tuyén;

- Théng tu sb 281/2016/TT-BTC ngay 14/11/2016 cta Bo Tai chinh quy
dinh mre thu, ché do thu, ndp, quan 1y va st dung phi khai thac, st dung thong tin
trong co s& dir li¢u ho tich, phi x4c nhan co quéc tich Vi¢t Nam, phi x4c nhan la
ngudi gbe Viét Nam, 16 phi qudc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ctia Bo Tai chinh huéng
dan vé phi va 18 phi thudc thAm quyén quyét dinh ctia Hoi déng nhan dén tinh,
thanh phd truc thudc Trung wong;

- Théng tw s6 106/2021/TT-BTC ngay 26/11/2021 ciia Bé Tai chinh sira
doi, bé sung mot s6 diéu ciia Thong tw s6 85/2019/TT-BTC ngay 29/11/2019
ciia BY Tai chinh hwéng dan vé phi va 1é phi thudc tham quyén quyét dinh ciia
Hoi dong nhan dan tinh, thanh pho truc thuée Trung wong;

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 cua Hoi dong nhan
dan tinh Hai Duong ban hanh Quy dinh mirc thu, ché do thu, ndp, quan 1y va su
dung phi, 1€ phi trén dia ban tinh Hai Duong


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

() Ghi 16 tén co quan ding ky lai khai tir.

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

) Ghi thong tin vé gidy to tiy than nhu: ho chiéu, chimg minh nhan dan hodc gidy to hop 1¢
thay thé (vi du: Chung minh nhan dan s6 001089123 do Cong an thanh pho Ha No§i cap ngay
20/10/2004).

@ Truong hop chua xac dinh dugc thi dé tréng.

() Ghi 16 tén co quan da dang ky khai tir trude day.

(6 Chi khai trong truong hop biét rd.

(M Pé nghj danh ddu X vao 6 néu c6 yéu ciu cap ban sao va ghi rd sb luong.
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17. Thii tuc cap ban sao Trich luc hd tich
a) Trinh ty thue hién:

- Néu Iya chon hinh thirc - nop ho S0’ tryc tiép, ngudi c¢6 yéu cau cap ban sao
Trich luc ho tich ndp hd so dé& nghi cdp ban sao Trich luc ho tich tai Bo phan
mot cra/Trung tdm hanh chinh cong cia Co quan quan 1y Co s¢ dit li¢u ho tich
dién tir c6 thdm quyén; ndp phi, 18 phi theo quy dinh phap luat.

Truong hop co quan, té chic co thim quyén dé nghi cip ban sao Trich
luc ho tich ctia c4 nhan thi giri van ban yéu cau néu 18 1y do cho Co quan quan
1y Co s¢ dit 1iéu ho tich dién tir.

- Néu Iya chon hinh thirc nop hé so triee tuyén, nguoi co yeu cau cdp bdn
sao Trich luc ho tich truy cdp Cong dich vu céng quoc gia hodc Cong dich vu
céng cdp tinh, dang ky tai khodn (néu chira ¢é tai khodn), xdc thirc nguoi ding
theo huéng dan, ding nhap vao hé thong, xdc dinh ding Co quan qudn Iy Co s¢
di liéu hé tich dién tik c6 tham quyén.

Nguroi co yéu cau cap bdan sao T rich luc ho tich tryc tuyén cung cdp
théng tin theo biéu mau dién tw tuwong tac cdp ban sao Gidy khai sinh, ban sao
Trich luc ho tich (cung cap trén Cong dich vu cong), dinh kem ban chup hodc
ban sao dién tir cdc gidy to, tai liéu lién quan dén ndi dung dé nghi cdp ban sao
Trich luc hé tich; ndp phi, 1é phi théng qua chirc ndang thanh todn truc tuyén
hodc bang cdch thire khdc theo quy dinh phdp ludt, hoan tat viéc ngp hé so.

- Can bd tiép nhan hd so tai Bo phan mot ctra ¢ trach nhiém kiém tra
tinh chinh xac, day du, thong nhat, hop 1€ ctia ho so.

(i) Truong hop ho so day du, hop 18 thi tiép nhan ho so; néu tiép nhan ho
s0'sau 15 gio thi ¢6 Phiéu hen, tra két qua cho ngudi ¢ yéu cau trong ngay lam viéc
tiép theo (neu nguoi co yéu cau lya chon hinh thirc ndp ho so truc tiép) hodc giti
ngay Phiéu hen, trd két qud qua thu dién tur hodc guri tin nhdn hen tra két qua
qua dién thoai di dong cho nguoi co yéu cau (neu nguoi ¢é yéu cau lwa chon
hinh thirc ngp hé so truc tuyén); chuyén hd so dé cong chirc lam cong tac hod
tich xu ly.

- Sau khi tié'p nhén hé so theo hinh thirc nop truec tié'p, can bo tié:p nhan
hé so tai BY phdn mot cua thuc hién s6 héa (sao chup, chuyén thanh tai liéu
dién tir trén hé thong thong tin, co so dit liéu) va ky sé vdo tai liéu, ho so gidi
quyét thi tuc hanh chinh da dwoc sé héa theo quy dinh.

(it) Truong hop hé so chwa ddy dii, hop I¢ thi co thong bdo cho nguoi yéu
cau bé sung, hoan thién hé so, néu ré logi glay t0, noi dung can bé sung dé
nguoil co yéu cau bo sung, hoan thién. Sau khi ho so duoc bo sung, thuc hién lai
buoc (i),

(iii) Truwong hop nguoi cé yéu cdu cdp bdan sao Trich luc hé tich khéng
bo sung, hoan thién dwoc hé so thi bdo cdo T ruong bo phan mot cira co thong
bdo tir chéi gidi quyét yéu cau cdp ban sao Trich luc h tich.
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- Cong chure lam cong tac ho tich tham tra hd so (tham tra tinh thong nhat
hop 1¢ cua cac thong tin trong ho so, gidy to, tai liéu do ngudi yéu cau ndp, xuat
trinh hodc dinh kém).

+ Truong hop hd so can bo sung, hoan thién hoidc khong du diéu kién giai
quyét, phai tu choi thi gui thong bao ve tinh trang ho so té1 B phan mdt cira dé
thong bao cho ngudi ndp ho so — thuc hién lai budce (i1) hodc (iii);

+ Trudng hop can phai kiém tra, x4c minh 1am rd hodc do nguyén nhan
khac ma khong thé tra két qua dung thoi gian d hen thi cong chirc 1am cong tac
ho tich lap Phiéu xin 13i va hen lai ngay tra két qua, trong d6 néu ro ly do cham
tra két qua va thoi gian hen tra két qua, chuyén B phan mét cira dé tra cho
nguoi co yéu cau (neu nguoi co yéu cau lya chon hinh thirc ndp ho so truc tiép),
hodc giti Phiéu xin 16i va hen lai ngay tra két qua qua thu dién tir hodc gui tin
nhdn qua dién thoai di déng cho nguoi co yéu cdu (néu nguwoi c¢é yéu cdu luwa
chon hinh thirc nép ho so triec tuyén).

+ Néu thay hd so day du, hop 18, ding quy dinh, truong hop tiép nhan ho so
cap ban sao Trich luc ho tich theo hinh thirc truc tiép, thi cong chirc 1am cong tac
ho tich in ban sao Trich luc hg tich trinh Thu truéng Co quan quéan 1y Co s¢ di
liéu ho tich dién tir kY, chuyén t6i BO phan mdt cira dé tré két qua cho nguoi ¢o yéu
cau.

Truong hop tiép nhdn ho so xin cdp ban sao Trich luc hé tich theo hinh
thic truec tuyén, cong chire lam cong tdc hé tich givi lai ndi dung bleu mau Trich
luc hé tich dién tir twrong 1eng véi thong tin day dii cho nguoi yéu cau qua thu dién
tir hodc thiét bi so.

Nguoi yéu cau cé trach nhiém kiém tra tinh chinh xdc, day di cia cdc
thong tin trén biéu mau Trich luc ho tich dién tir va xac nhdn (toi da mot ngay).

Néu nguwoi c6 yéu cdp bdn sao Trich luc hé tich dd thong nhat, day di
hodc khong co phan hoi sau thoi han yéu cau thi cong churc lam cong tdac ho
tich in ban sao Trich luc ho tich, trinh Thu truong Co quan quan ly Co so dir

lieu ho tich dién tir ky, chuyén téi Bé phdn mét civa dé trd két qua cho nguoi cé
yéu cau.

- Nguoi co yéu cau ccfp ban sao Trich luc hé tich dwoc nhén két qua theo
mot trong cdc phwong thirc sau day:

+ Nhdn ban dién tw ban sao Trich luc ho tich gui qua thw dién tu, Kho
quan ly dit liéu dién tw cua to chirc, ca nhan do;

+ Nhan ban dién tu ban sao Trich luc ho tich gui vao thiét bi so, thong
qua phwong phap truyén so lieu phu hop, dam bao an toan, bao mat thong tin;

+ Nhdn két qua la ban sao Trich luc ho tich thong qua hé thé'ng buu
chinh,

+ Nhdn két qua la ban sao Trich luc ho tich tai co quan dang ky ho tich.
b) Cach thirc thuc hién:
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Nguoi co yéu cau cap ban sao Trich luc ho tich tryc tiép thuc hién hoic
Uy quyén cho ngudi khac thuc hién nép hd so truc tiép tai BO phan mot
ctra/Trung tdm hanh chinh cong ciia Co quan quan 1y Co sé dit li¢u ho tich dién
tir hodc giri hd so qua hé thdng buu chinh hodc nép hé so truc tuyén trén Cong
dich vu cong quéc gia (https://dichvucong.gov.vn) hodc Cong dich vu cong tinh Hai
Duong (https.//dichvucong.haiduong.gov.vn).

¢) Thanh phan ho so:

- TO khai dé nghi ban sao Trich luc ho tich theo mau trong truong hop
ngudi yéu cau 1a ca nhan hodc Van ban yéu cau cap ban sao Trich luc ho tich néu
13 ly do trong truong hop nguoi yéu cau 1a co quan, t6 chtic (néu ngudi co yéu cau
lua chon ndp ho so theo hinh thire truc tlep),

- Biéu mau dién tir twong tdac cd'p ban sao Gidy khai sinh, ban sao Trich
luc ho tich (do nguoi yéu cau cung cap thong tin theo hudng dan trén Cong dich
vu c6ng, néu ngueoi cé yéu cau lira chon nép ho so theo hinh thitc truc tuyén);

- Ngudi ¢o yéu cau ce}p ban sao Trich luc ho tich thyuc hién viéc nop/xu?it
trinh (theo hinh thuc truc ti€ép) hodc tai 1én (theo hinh thuc truc tuyén) cac gidy
to sau:

* Gidy to phdi njp:

- Van ban uy quyén theo quy dinh ctia phép luit trong trudng hop Gy quyén
thye hién yéu cau cap ban sao Trich luc ho tich. Trudng hop ngudi duge ¢ Uy quyén

la ong, ba, cha, me, con, vo, chdng, anh, chi, em rudt ctia nguoi Gy quyén thi vin
ban ty quyén khong phai ching thuc.

* Gidy to' phdi xudt trinh:

- Ho chiéu hodc ching minh nhan dan hodc thé cin cudc cong dan hodc
cac gidy to khac c6 dan anh va thong tin ca nhan do co quan co tham quyen cp,
con gia tri st dung dé chimg minh vé nhan than ciia nguoi cd yéu cau cap xac
nhan thong tin ho tich. Truong hop cac thong tin c4 nhan trong cac gidy to nay
da c6 trong Co s¢ dir li¢u quoc gia vé dan cu (CSDLQGVDC), Co sé dir li¢u ho
tich di¢n tr (CSDLHTDT), dugc h¢ thong dién ty dong thi khong phai xuat
trinh (theo hinh thurc tryc ti€ép) hoac tai 1én (theo hinh thirc tryc tuyén);

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

*Luuy

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

+ i voi giéy t& xudt trinh khi ding ky ho tich, ngudi tiép nhan cé trach
nhiém kiém tra, d6i chiéu v4i thong tin trong to khai, chup lai hodc ghi lai thong

tin dé luu trong hd so va tra lai cho nguoi xuat trinh, khong duoc yéu cau ndp
ban sao hodc ban chup gidy to do.


https://dichvucong.gov.vn
https://dichvucong.---.gov.vn)
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+ Nguoi yéu cau dang ky ho tich co thé nop ban sao chung thyuc tir ban
chinh hodc ban sao dugc cép tir s6 goc hogc ban chyp kem theo ban chinh gidy
to dé ddi chiéu. Trudng hop nguoi yéu cau ndp ban chup kém theo ban chinh
gidy to thi ngudi tiép nhéan c6 trach nhiém kiém tra, d6i chiéu ban chup véi ban
chinh va ky xac nhan, khong dugc yéu cau nguoi di dang ky ndp ban sao gidy to
do.

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

- Dboi voi gidy to gui kem theo néu nguoi yéu cau nop ho so theo hinh
thiee truec tuyén:

+ Ban chup cac gidy to gii kém theo ho so ca’p ban sao Trich luc ho tich
trec tuyén phdi bao dam ré nét, ddy di, toan ven vé ngi dung, la ban chup bang
mdy anh, di¢n thogi hodc dwoc chup, dwgc quét bang thiét bi dién tir, tir gidy 1o
diege cdp hop I¢, con gia tri su dung; néu la gidy to do co quan co tham quyén
nede ngodi cdp thi phdi dwoc hop phdp héa lianh su, dich sang tiéng Viét theo quy
dinh, trie truong hop dwoc mién hop phap hoa lanh su.

+ Truong hop nhan két qua (ban sao Trich luc ho tich) tai co quan dang ky
ho tich, ngum co yeu cau cdp ban sao Trich luc ho tich phai xudt trinh gidy to- tuy
thdn; ndp cdc gidy to, tai liéu la thanh phan hé SO cdp ban sao Trich luc ho tich
theo quy dinh phdp ludt hé tich. Truong hop gidy t0, tdi liéu phdi giri kém trong
ho so cd’p ban sao Trich luc ho tich truc tié}o hodc truc tuyén da co ban sao dién tir
hodc da co ban dién tir gicfy to ho tich thi nguoi yéu cau dwoc sir dung ban dién tir
nay.

d) So lwong ho so: 01 bd

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

e) P6i twong thue hién thii tuc hanh chinh: C4 nhan, t6 chirc

g) Co quan thuc hién tha tuc hanh chinh: Co quan quan ly Co s¢ dir
lidu
ho tich dién tur.

h) Két qua thye hién thii tuc hanh chinh: Bén sao trich luc ho tich

i) Lé phi: 8.000 d6ng/ban sao Trich luc/sy kién ho tich d ding ky

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

k) Mau don, miu to khai:

+ Td khai cap ban sao Trich luc ho tich theo mau déi véi truong hop nguoi
yéu cau la cd nhan (néu ndp ho so theo hinh thirc truc tiép);
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+ Van ban yéu cau cap ban sao trich luc hd tich néu 13 1y do trong truong
hop ngudi yéu cau 1a co quan, t6 chirc (néu ndp hd so theo hinh thirc truc tiép);

+ Biéu mdu ho tich dién tw tuwong tac cdp ban sao Gidy khai sinh, ban sao
Trich luc ho tich (néu nop ho so theo hinh thirc truc tuyén).

1) Can cir phap ly:

- Luat HO tich nam 2014;

- Nghi dinh s0 123/2015/NB-CP ngay 15/11/2015 cta Chinh pha quy dinh
chi tiét mdt s6 di€u va bién phép thi hanh Luat HJ tich;

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

- Thong tu sO 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phap quy dinh
chi tiét thi hanh mot s6 diéu cua Luat HO tich,vét Ngh,i diph so 123/2015/Nb-CP
ngay 15/11/2015 cta Chinh phu quy dinh chi tiét mdt s6 di€u va bién phap thi hanh
Luat Ho tich;

- Thong te Sé: 01/2022/TT-BTP ngay 04/01/2022 cua B Tw phdp quy
dinh chi tiet mot so diéu va bién phap thi hginh Nghi dinh so 87/2020/ND-
CP ngay 28/7/2020 cua ,Chl'nh phu quy dinh vé Co so dir liéu ho tich dién tu,
dang ky ho tich truc tuyén;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ctia Bo Tai chinh quy
dinh muc thu, ché do thu, ndp, quan 1y va st dqu phi khai thac, stir dung thong tin
trong co s& dir liéu ho tich, ph,i xac nhan c6 qudc tich Viét Nam, phi xac nhan la
nguoi goc Viét Nam, 1€ phi qudc tich;

- Thong tu sO 85/2019/TT-BTC ngay 29/11/2019 cua B¢ Tai chinh hudng
dan vé phi va 1¢ phi thuc tham quyén quyet dinh cua Hoi dong nhan dan tinh,
thanh pho tryc thuoc Trung uong;

- Thong tw S(S',]OQ/ZOZ]/TT—BTC ngay 26/11/2021 cua Bo Tai chinh sua
doi, bo sung mot so dieu cua Thong tw so 85/2019/TT-BTC ngay 29/11/2019
cua BY Tai chinh hwéng dan vé phi va I¢é phi thuoc tham quyen quyéet dinh cua
Hoi dong nhdn dan tinh, thanh pho truc thuoc Trung wong.


http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI
CAP BAN SAO TRICH LUC HQ TICH

KANh @U: () ot
Ho, chit dém, tén NEUOT VAU CAU ..o
INOT CU LT )ttt ettt et b st s e s e se s e s e se s e s eseesensenenee
GHAY 1O 1Y thAN: B oottt e e e e e eneeene
Quan hé vdi nguoi duoc cép ban sao Trich luc hQ tich: .........oooooiiiiiii e
Pé nghi co quan cidp ban sao trich Tuc® ...,

cho ngudi c6 tén dwdi day:

Ho, Chit d€m, t€N: ...ttt ettt e et e e b e e e eaa e e e aaeaens
Ngay, thang, NAM SINN: .....ccoooiiiiiiieeeeeeee e e e e ae e eaeeseeesaeeeeas
Gid1 tinh: .o, Dan toc: ......ooovveeevrirnnennn. Quéc tICh: oo,

INOT CU EITL B) et e e e e e e e e e e e e e e e s e e e aeeeeeae e aaeeeeaneseeeeeasarseeeseeseeaeesennenes

S6 dinh danh €4 NhAN (NEU CO): ..eveeeeeeeeeeeeeeeeeeeeeee et eee e

DA GANG KY 111 O oottt ettt ettt ens

To61 cam doan nhitng ndi1 dung khai trén day la dang sy that va chiu trach nhiém trude
phap luat vé cam doan ctia minh.

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

N

Nguoi yéu cau
(ky va ghi ré ho, chir dém, tén)
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Chu thich:

() Ghi tén co quan dé nghi thyc hién viéc cAp ban sao Trich luc ho tich.

@ Ghi theo noi dang ky thuong tra; néu khong cé noi dang ky thudng tra thi ghi theo noi
dang ky tam tr(; truong hop khong c6 noi dang ky thuong tra va noi dang ky tam tru thi ghi theo
noi dang sinh song.

(3 Ghi thong tin vé gidy to tuy than cta nguoi di dang ky, ghi rd s6, co quan cip, ngdy cap
ho chiéu, chimg minh nhan dan hodc gidy to hop 16 thay thé

Vi du: Chimg minh nhan dan s6 001089123 do Cong an thanh phé Ha Noi cap ngay
20/10/2004.

4 Ghi rd loai viéc ho tich da ding ky trudc dy, nay dé nghi cap ban sao Trich luc ho tich.

©) Ghi 6 tén co quan da dang ky ho tich trude day.

Vidu: Uy ban nhan dan phuong Dién Bién, quin Ba Pinh, thanh phé Ha Noi.

Uy ban nhan dan quan Hoan Kiém, thanh phé Ha Noi
S& Tu phép tinh Hoa Binh
©) Ghi 1 s6 lwong ban sao dé nghi cap.
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18. Thi tuc xac nhan théng tin h tich
a) Trinh ty thyc hién:

- Néu Iya chon hinh thirc nop ho so true tiép, ngudi co6 yéu cau cip xac
nhan thong tin ho tich nop ho so dé nghi cap xac nhan thong tin ho tich tai Bo
phan mét cira cia UBND cap xi c6 tham quyén; ndp phi, 1& phi theo quy dinh
phap luét.

- Néu lya chon hinh thic nop hd so truc tuyén, nguoi co yéu cdu cip xac
nhan théng tin ho tich truy cap Cong dich vu cong quoc gia hodc Cong dich vu
cong tinh Hai Duong, ding ky tai khoan (néu chua c6 tai khoan), xac thuc
ngudi dung theo hudng din, dang nhap vao hé théng, xac dinh dung Co quan
quéan 1y Co s dit liéu ho tich dién tir c6 tham quyén.

Nguoi ¢6 yéu cau cap xac nhan thong tin ho tich truc tuyén cung cap
thong tin theo biéu mau dién tir twong tac (cung cap trén Cong dich vu cong),
dinh kém ban chup hodc ban sao dién tir cac giéy to, tai liéu lién quan dén noi
dung d& nghi xac nhan thong tin ho tich; ndp phi thong qua chirc ning thanh
toan truc tuyén hodc bang cach thirc khac theo quy dinh phéap luat, hoan tat viéc
ndp hod so.

- Can b0 tiép nhan hd so tai Bo phan mot ctra ¢6 trach nhiém kiém tra
tinh chinh xac, day du, thong nhat, hop 1€ ctia ho so.

(i) Truong hop hd S0 day dua, hop 1€ thi tlep nhan hd so, ¢6 Phiéu hen, tra
két qua cho nguoi co yéu cau (neu ngudi cd yéu cau lya chon hinh thirc ndp hd so
true tiép) hodc giri ngay Phiéu hen, tra két qua qua thu dién tu hodc gui tin nhin
hen tra két qua qua dién thoai di dong cho nguoi co yéu cau (neu nguoi co yéu
cau lya chon hinh thirc ndp ho so truc tuyén), dong thoi chuyén ho so dé cong
chuc lam cong tac ho tich xur 1y.

Sau khi tiép nhéan hd so theo hinh thirc nop truc tiép, can bo tiép nhén hd
so tai BO phan mot cura thuc hién sb hoa (sao chup, chuyén thanh tai liéu dién ti
trén hé thong thong tin, co s dit liéu) va ky sb vao tai liéu, ho so giai quyét tha
tuc hanh chinh da duoc sé héa theo quy dinh.

(1) Truong hop hd so chwa day du, hop 1€ thi ¢6 thong bao cho nguoi yéu
cau bd sung, hoan thién hd so, néu rd loai glay to, noi dung can bo sung dé
nguoi co yéu cau bd sung, hoan thién. Sau khi hod so duge bd sung, thuc hi¢n lai
budc (1);

~ (ii1) Truong hop nguoi co yéu cau cdp x4c nhan thong tin ho tich khong
bo sung, hoe‘m thién,du’()'c h‘é so thi bao cdo Trudng bd phan mot ctra co thong
bao tir choi giai quyét yéu cau xac nhan thong tin ho tich.

- Cong chue lam cong tac ho tich tham tra h6 so (tham tra tinh thong nhat

hop 18 ctia cac thong tin trong hd so, gidy to, tai liéu do nguoi yéu cau ndp, xuit
trinh hoac dinh kém).
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+ Trudng hop hd so cin bd sung, hoan thién hoic khong du diéu kién giai
quy€t, phai tir choi thi giri thong bao vé tinh trang ho so td1 Bo phan mot ctra dé
thong bao cho nguoi ndp ho so — thuc hién lai budce (ii) hodc (iii);

+ Trudong hop can phai kiém tra, x4c 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 lap Phiéu xin 15i va hen lai ngay tra két qua, trong do néu r6 ly do cham
tra két qua va thoi gian hen tra két qua, chuyén Bo6 phan mét ctra dé tra cho
nguoi c6 yéu cau (neu ngudi cd yéu cau lya chon hinh thirc ndp hd so truc tiép),
hodc guri Phiéu xin 131 va hen lai ngay tra két qua qua thu dién tu hodc gui tin
nhin qua dién thoai di dong cho nguoi co yéu cau (néu ngudi c6 yéu cau lua
chon hinh thitc ndp ho so truc tuyén).

Truong hop can xac minh, cong chic lam cong tic ho tich bao cao Thu
truéng Co quan quan 1y Co so dir liéu ho tich dién tir c6 van ban dé nghi co
quan cong an, cac co quan khac co lién quan xac minh theo quy dinh tai Khoan
3 Piéu 13 Nghi dinh s6 87/2020/ND-CP. Truong hop két qua xac minh khong
c6 thong tin hodc thong tin khong théng nhat véi gidy to nguoi yéu cau cung
cap thi tir chdi cip Vin ban xac nhan thong tin ho tich.

Péi véi yéu cau xac nhan thong tin ho tich ciia ca nhan, néu thay thong
tin ho tich cua ca nhan khong co sy thay d01 thi cong chirc lam cong tac ho tich
bao cao Lanh dao UBND cap xé khong cap Vién ban xac nhén thong tin ho tich
ma hudng din nguoi yéu cau 1am tha tuc cdp ban sao Glay khai sinh hodc ban
sao trich luc ho tich tuong tmg, trir trudng hop co quan, t6 chirc co tham quyén
dé nghi cap vin ban x4c nhan dé giai quyét vu viéc lién quan dén cé nhan.

+ Néu thay ho so day du, hop 1é, ding quy dinh, thong tin trong Co s& dit
liéu ho tich dién tir va thong tin dé nghi xac nhan 13 dung, trudng hop tiép nhan hd
SO cép xac nhan thong tin ho tich theo hinh thirc truc tiép, thi cong churc 1am cong
tac ho tich in Van ban x4c nhan thong tin ho tich, trinh Lanh dao UBND cép xa ky,
chuyén t&i Bo phan mot cira dé tra két qua cho ngudi ¢ yéu cau.

Truong hop tiép nhan hd so xin cdp xac nhan thong tin ho tich theo hinh
thirc truc tuyén, cong chirc 1am cong tac ho tich guri lai biéu mau Xac nhan théng
tin ho tich dién tir véi thong tin ddy du cho ngudi yéu cau qua thu dién tir hodc thiét
bi sb.

Nguoi yéu cau cé trach nhiém kiém tra tinh chinh xac, ddy du cua cac
thong tin trén biéu mau Xac nhan thong tin ho tich dién tor va xac nhéan (té)i da
mot ngay).

Néu ngudi ¢o yéu cau xac nhan thong tin di thong nhat, day du hodc
khong c6 phan hdi sau thoi han yéu cau thi cong chitc 1am cong tac ho tich in
Vin ban xac nhan thong tin ho tich, trinh Linh dao UBND cap xa ky cap Vian ban
xac nhén thong tin ho tich, chuyén B0 phan mt cira tra két qua cho ngudi ¢ yéu
cau.
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- Ngudi cd yéu cau cap xac nhan thong tin ho tich dugce nhan két qua theo
mot trong cac phuong thure sau day:

+ Nhéan ban di¢n tor Van ban xac nhan thong tin hd tich gui qua thu dién ti,
Kho quan 1y dit liu dién tir cua t6 chirc, ca nhan do;

+ Nhan ban dién tr Van ban xac nhan thong tin ho tich gui vao thiét bi sd,
thong qua phuong phap truyén so li¢u phu hop, ddm bdo an toan, bdo mat thong tin;

+ Nhan két qua 1a Van ban xac nhan thong tin ho tich thong qua hé thdng
buu chinh;

+ Nhan két qua 1a Vian ban xac nhan thong tin ho tich tai co quan ding ky
hd tich.

b) Cach thirc thuc hién:

Nguoi co yéu cau xac nhan thong tin h¢ tich truc tiép thuc hién hodc uy
quyén cho nguoi khac thuc hién ndp ho so truc tiép tai Bo phan mot cura cua
UBND cép x4 hodc giri hd S0 qua hé thong buu chinh hodc ndp hd so truc tuyén
trén Cong dich vu cong quoc gia (https://dichvucong.gov.vn) hoac Cong dich vu
cong tinh Hai Duong (https://dichvucong.haiduong.gov.vn).

¢) Thanh phén hd so:

- To khai dé nghi xac nhan thong tin ho tich theo mau (néu ngudi c6 yéu
cau lya chon ndp ho so theo hinh thure truc ti€p);

- Biéu méu dién tur tuong tac yeu cau cAp vin ban xac nhan thong tin ho
tich (do nguoi yéu cau cung cap thong tin theo huong dan trén Cong dich vu cong,
néu ngudi ¢6 yéu cau lya chon ndp hd so theo hinh thire trire tuyén);

- Nguoi co yéu ciu x4c nhan thong tin hd tich thuc hién viéc nop/xuét
trinh (theo hinh thuc truc ti€p) hodc tai 1én (theo hinh thuc truc tuyén) cac gidy
to sau:

* Gidy to phai nop:
- Giéy to, tai liéu co lién quan dén noi dung dé nghi x4c nhan thong tin hd
tich;

- Van ban uy quyén (dugc chimg thue) theo quy dinh cua phap luét trong
truong hop uy quyén thuc hién viée xin cap xac nhan thong tin ho tich. Truong
hop nguoi dugc uy quyén la 6ng, ba, cha, me, con, vo, chdng, anh, chi, em rudt
ctia ngudi iy quyén thi vian ban ty quyén khong phai chimg thue.

* Gidy to phai xuét trinh:

- Ho chiéu hodc ching minh nhan dan hodc thé cin cudc cong dan hodc
cac gidy t& khac c6 dan anh va thong tin ca nhan do co quan c6 thAm quyen cp,
con gia tri stt dung dé chimg minh vé nhan than cia ngudi co yéu cau cap xac
nhan thong tin ho tich. Trudng hop cac thong tin ca nhan trong cic gidy to nay
d3 c6 trong Co s dit liéu qudc gia vé dan cu (CSDLQGVDC), Co sd dit liéu ho
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tich dién tr (CSDLHTDT), duoc hé thong dién tr dong thi khong phai xuat
trinh (theo hinh thtrc tryc ti€p) hodc tai 1én (theo hinh thic truc tuyén);

- Gidy to chimg minh noi cu tri. Trudng hop cac thong tin vé gidy to ching
minh noi cu tra da co trong CSDLQGVDC, dugc dién tu dong thi khong phai
xudt trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thirc truc tuyén).

Truong hop guri ho so qua hé thong buu chinh thi phai gui kem theo ban
sao c6 chimg thuc cac gidy to phai xudt trinh néu trén.

*Luuy

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

+ Ddi voi giéy t& xudt trinh khi ding ky ho tich, ngudi tiép nhan cé trach
nhiém kiém tra, dbi chiéu v4i thong tin trong to khai, chup lai hodc ghi lai thong

tin dé luu trong hd so va tra lai cho nguoi xuat trinh, khong duoc yéu cau ndp
ban sao hodc ban chup gidy to do.

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

+ Nguoi tiép nhan co trach nhiém tiép nhan ding, du hd so ding ky ho
tich theo quy dinh ctia phap luét ho tich, khéng duoc yéu cau ngudi ding ky hod
tich ndp thém gidy t& ma phap luat ho tich khéng quy dinh phai nop.

- D61 voi gidy to g kem theo néu ngudi yéu cau ndp ho so theo hinh
thire truc tuyén:

+ Ban chup cac gidy to gui kém theo hd so cép xac nhan thong tin ho tich
true tuyén phai bao dam o nét, day du, toan ven vé nodi dung, 1a ban chup bang
may anh, dién thoai hodc dugc chup, duge quet bang thiét bi dién tir, tir gidy to
dugc cap hop 18, con gia tri s dung; néu 1a gidy to do co quan c0 thim quyén
nude ngodi cap thi phai duge hop phap hoa lanh su, dich sang tiéng Viét theo quy
dinh, trir truong hop duge mién hop phap hoa 1anh su.

+ Truong hop nhén két qua (Van ban xac nhén thong tin ho tich) tai co quan
dang ky ho tich, nguoi c6 yéu cau cap xac nhan thong tin ho tich xuét trinh gidy to
tuy than; ndp ban chup cac gidy to, tai liéu c6 lién quan dén ndi dung dé nghi xac
nhan thong tin ho tich theo quy dinh phap luat ho tich. Trudng hop gidy to, tai liéu
phai gtri kém trong hd so cdp xac nhan thong tin ho tich truc tiép hodc truc tuyén
d3 ¢ ban sao dién tir hodc d c6 ban dién tir gidy to ho tich thi nguoi yéu cau duoc
str dung ban dién tir nay.

d) So lweng hd so: 01 bd
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d) Thoi han giéi quyét: 03 ngdy. Truong hop phai kiém tra, xac minh thi
thoi han c6 thé kéo dai nhung khong qua 10 ngay lam viéc.

e) P6i twong thue hién thii tuc hanh chinh: Co quan, t6 chirc, c4 nhan.

g) Co quan thyuc hién tha tuc hanh chinh: Co quan quan ly Co s¢ dir
liéu
ho tich dién tir (UBND cap x3).

h) Co quan phdi hop: Co quan cong an, cic co quan khac co lién quan.

i) Két qua thue hién thi tuc hanh chinh: Vin ban xac nhan thong tin ho
tich.

k) L¢ phi: 8.000 déng/V an ban xac nhan vé mét viéc hd tich cta ca nhan
da dang ky.

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

1) M4u don, miu to khai:

+ To khai dé nghi xac nhan thong tin ho tich (néu nop hd so theo hinh thirc
truc ti€p);

+ Biéu n}ﬁu dién tr twong tac yéu c’a‘iu cAp vin ban xac nhan thong tin ho
tich (néu ndp ho so theo hinh thirc tryc tuyén).

m) Yéu céu, diéu kién thuwc hién thi tuc hanh chinh: Khéng c6

n) Can cir phap ly:

- Luat Ho tich nam 2014;

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

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

- Thong tu sO 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phap quy dinh
chi tiét thi hanh mét s6 diéu cua Luat HO tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 cua Chinh phu quy dinh chi ti€t mot s6 di€u va bién phap thi hanh
Luat Ho tich;

- Thong tu sé 01/2022/TT-BTP ngay 04/01/2022 cua B Tu phap quy
dinh chi tiét mot s0 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 hd tich di¢n tu,
dang ky hg tich truc tuyén;

- Théng tu s6 281/2016/TT-BTC ngay 14/11/2016 ctia Bo Tai chinh quy
dinh murc thu, ché d6 thu, np, quan ly va str dung phi khai thac, sir dung thong tin
trong co s& dir liéu ho tich, phj xac nhan c6 qudc tich Viét Nam, phi xac nhan la
nguoi goc Viét Nam, 1€ phi qudc tich;
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- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh hudng
dan vé phi va 1& phi thudc tham quyén quyét dinh ciia Hoi dong nhan dan tinh,
thanh phd truc thudc Trung wong;

- Théng tu s6 106/2021/TT-BTC ngay 26/11/2021 caa Bo Tai chinh sta
d6i, bo sung mot sé dicu ciia Thong tu s6 85/2019/TT-BTC ngay 29/11/2019
cia BO Tai chinh huéng dan vé phi va 1é phi thuéc thim quyén quyét dinh cua
Hoi d6ng nhan dan tinh, thanh phé truc thuéc Trung wong.



