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PHAN I1. NOI DUNG CU THE CUA THU TUC HANH CHINH
I. LINH VUC HO TICH

1. Thi tuc ding ky khai sinh
a) Trinh tu thuc hién

- Néu lya chon hinh thtrc nép hé so truc tiép, ngudi ¢ yéu cau dang ky khai
sinh nop ho so dang ky khai sinh tai B phan mot cura cia UBND cap x& 6 tham
quyen nop 1€ phi neu thude truong hop phai nop 1€ phi dang ky khai sinh; nop phi
cap ban sao Gidy khai sinh néu c6 yéu cau cip ban sao Giay khai sinh.

- Néu lya chon hinh thirc nép hé so truc tuyén, ngudi ¢ yéu ciu dang ky khai
sinh truy cap Cong dich vu cong quéc gia hogc Cong dich vy cong cap tinh, ding ky
tai khoan (neu chua c6 tai khoan), Xac thuc nguoi dung theo hudéng dan, ding nhap
vao hé thdng, xac dinh ding Uy ban nhan dan cap xa cé tham quyén.

Nguoi ¢ yéu cau ding ky khai sinh truc tuyén cung cap thdng tin theo biéu
mau dién tir tvong tac dang ky khai sinh (cung cap trén Cong dich vu cdng), dinh
kem ban chup hoac ban sao dién tir cac glay to, tai liéu theo quy dinh; nop phi, 1€
phi thong qua chirc nang thanh toan truc tuyén hozc bang cach thuc khac theo quy
dinh phép luat, hoan tat viéc nop ho so.

- C&n bo tiép nhan ho so tai B phan mot cia ¢d trach nhiém kiém tra tinh
chinh xac, day du, thong nhat, hop 1€ cua ho so.

(i) Truong hop hd so day du, hop Ié thi tiép nhan hd S0; néu tiép nhan ho so
sau 15 gio thi c6 Phiéu hen, tra két qua cho nguoi ¢ yéu cau trong hgay lam viéc
tiép theo (neu ngudi ¢d yéu cau lya chon hinh thic nop hé so truc tlep) hoac gui
ngay Phiéu hen, tra két qua qua thu dién tur hoac gui tin nhan hen tra két qua qua
dién thoai di dong cho ngudi cd yéu cau (néu ngudi ¢ yéu cau lra chon hinh thirc
nop hd so truc tuyén); chuyén hd so dé cong chirc 1am cong tac ho tich xir 1y.

- Sau khi tiép nhan hé so theo hinh thac nop truc tiép, can b tiép nhan hd so
tai Bo phan mot cta thyuc hién s6 héa (sao chup, chuyén thanh tai liéu dién tu trén
hé thong thong tin, co s dit liéu) va ky sé vao tai lidu, ho so giai quyét thi tuc hanh
chinh da duoc s6 hoa theo quy dinh.

(i) Truong hop hd so chua day du, hop 1€ thi c6 thong bdo cho nguoi yéu cau
bd sung, hoan thién ho so, néu 16 loai giay to, ndi dung can bo sung d€ ngudi co yéu
cau bo sung, hoan thién. Sau khi ho so dugc bo sung, thuc hién lai buac (i);

(iii) Truong hop ngudi c6 yéu cau dang ky khai sinh khong bo sung, hoan
thién dugc ho so thi bao cao Truong bo phan mot cura o thong bao tur choi giai quyet
yéu cau dang ky khai sinh.

- Cong chire tu phép - ho tich tham tra ho so (tham tra tinh théng nhat hop I¢
cua cac thdng tin trong hd so, gidy to, tai liéu do nguoi yéu cau nop, Xuat trinh hoic



dinh kém).

~ + Truong hop ho so can bo sung, hoan thién hoac khong du diéu kién giai
quyet, phai tu choi thi gui thong bao ve tinh trang ho so t6i Bo phan mot cua dé
thong bao cho ngudi Nop ho so — thuc hién lai buac (ii) hoac (iii);

+ Truong hop can phai kiém tra, x4c minh 1am rd hoic do nguyén nhan khac
ma khong the tra ket qua ding thoi gian da hen thi cong chirc lam cong tac hg tich
Iap Phiéu xin 15i va hen lai ngay tra két qua, trong d6 néu 15 1y do cham tra két qua
va thoi gian hen tra ket qua, chuyén Bo phan mot cira dé tra cho nguoi ¢6 yéu cau
(neu ngudi €6 yéu cau lva chon hinh thire nop hd so truc tiép), hodc gui Phiéu xin
16i va hen lai ngay tra ket qua qua thu dién tir hoac gui tin nhan qua dién thoai di
dong cho ngudi €6 yéu cau (néu ngudi co yéu cau lya chon hinh thirc nop ho so truc
tuyén).

+ Néu thay hd so day du, hop 1€, dung quy dinh, trudng hop tiép nhan hé so
dang ky khai sinh theo hinh thuc truc tiép, thi cng chirc tu phap - ho tich thuc hién
viéc ghi vao So6 dang ky khai sinh, cap nhat thong tin dang ky khai sinh trén Phan
mém ding ky, quan ly ho tich dién tir dung chung, luu chinh thic va chuyén thong
tin dén CSDLQGVDC dé lay Sé dinh danh ca nhan.

Truong hop tiep nhan ho so dang ky khai sinh theo hinh thuc tryc tuyén, cong
chire tu phép - h¢ tich gui lai biéu mau Giay khai sinh dién tur véi thong tin day du
cho nguoi yéu cau qua thu dién tir hoac thiét bi so.

Nguoi yéu cau c6 trach nhiém kiém tra tinh chinh xac, day du cua cac thong
tin trén biéu mau Giay khai sinh dién tir va xac nhan (toi da mot ngay).

Néu ngudi ¢6 yéu cau xac nhan thong tin da thong nhat, day du hoac khong
co phan hoi sau thoi han yéu cau thi cong chuc tu phép - hé tich thuc hién viéc ghi
noi dung vao So dang ky khai sinh, cap nhat thong tin dang ky khai sinh trén Phan
mém déng ky, quan ly h¢ tich dién tir dung chung, Iuu chinh thuc va chuyen thong
tin dén CSDLQGVDC d¢ lay So dinh danh ca nhéan.

- Sau khi CSDLQGVDC tra vé S6 dinh danh c nhan, cdng chirc tu phép - ho
tich in Giay khai sinh, trinh Lanh dao UBND ky, chuyén t6i B phan mét cra de tra
két qua cho nguoi co yéu cau.

- Nguoi c6 yéu ciu ding ky khai sinh kiém tra thdng tin trén Giy khai sinh,
trong So dang ky khai sinh va ky tén vao S6 dang ky khai sinh, nhan Giay khai sinh.

*Luuy:

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



- Trudong hop dang ky khai sinh cho tré bi bo roi thi sau khi nhan dugc thong
béo, Chu tich Uy ban nhan dan cap xa hodc Trudng cong an cap xa c6 trach nhiém
t6 chirc lap bién ban vé viéc tré bi bo roi.

Sau khi 14p bién ban, Uy ban nhén dan cAp x4 tién hanh niém yét tai tru SO Uy
ban nhan dan trong 07 ngay lién tuc vé viéc tré bi bo roi. Hét thot han niém yét, néu
khong co thong tin vé cha, me dé cua tré, Uy ban nhan dan cap x4 théng béo cho ca
nhan hodc t6 chirc dang tam thoi nudi dudng tré dé tién hanh dang ky khai sinh cho
tre.

- Truong hop tré chua xac dinh dugce cha thi ho, dan toc, qué quan, quéc tich
cua con duoc xac dinh theo ho, dan toc, qué quan, qudc tich ciia me; phan ghi vé cha
clia tré dé trong Néu vao thoi dlem dang ky khai sinh nguoi cha yéu cau lam thu tuc
nhan con thi két hop giai quyét viéc nhan con va diang ky khai sinh.

- Truong hop tré chua xéac dinh duge me ma khi dang ky khai sinh cha yéu
cau lam tha tuc nhén con thi ket hop giai quyét viéc nhan con va dang ky khai sinh;
phan khai vé me cua tré dé tréng.

- Truong hop tré khéng thudc dién bi bo roi, chua xac dinh duoc ca cha v§1
me thi thuc hién twong tu nhu dang ky khai sinh cho tré bi bo roi, nhung trong S6
ho tich ghi 16 “Tré chua xac dinh duoc cha, me”.

b) Céch thwc thwc hién:

Nguoi ¢6 yéu cau dang ky khai sinh tryc tiép thuc hién hoic ay quyen cho
nguoi khac thyc hién nop ho so tryuc tiép tai Bo phan mot cura cua UBND cap xa
hoac gui ho so qua hé théng buu chinh hodc nop hd so truc tuyén trén Cong dich vu
cong qudc gia (https://dichvucong.gov.vn) hoic Cong dich vy cong tinh Hai Duong
(https://dichvucong.haiduong.gov.vn).

¢) Thanh phan ho so-

- To khai dang ky khai sinh theo mau (néu nguoi c6 yéu cau lya chon ndp hd
so theo hinh thirc truc ti€p);

- Biéu méu dién tir trong tac dang ky khai sinh (do nguoi yéu cau cung cap
thong tin theo hudng dan trén Cong dich vu coéng, néu ngudi c6 yéu cau lwa chon
ndp ho so theo hinh thirc truc tuyén);

- Nguoi ¢6 yéu cau dang Ky khai sinh thuc hién viéc ndp/xuét trinh (theo hinh
thire truc ti€p) hodc tai Ién (theo hinh thirc truc tuyén) cac giay to sau:

* Giay to phai nop:

- Ban chinh Gidy chimg sinh; truong hop khong cé Gidy ching sinh thi nop
van ban cua ngudi lam ching xac nhan ve viéc sinh; néu khong c6 nguoi lam chung
thi phai co giay cam doan vé viéc sinh;

- Truong hop tré em bi bo roi thi phai ¢6 bién ban vé viéc tré bi bo roi do co
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quan c6 tham quyén lap.

- Truong hop khai sinh cho tre em sinh ra do mang thai ho phai c6 van ban xac
nhan cua co so' y té da thuc hién ky thuat ho tro sinh san cho viéc mang thai hg.

- Véan ban uy quyén (dugc chung thuc) theo quy dinh caa phap luat trong
treong hop ay quyén thuc hién viéc dang ky khai sinh.

* Gidy tor phai xut trinh:

- Ho chiéu hodc Chirng minh nhan dén hodc Thé cin cudc cong dan hodc cac
gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 tham quyén cap, con gia
tri sit dung dé chtirng minh vé nhan than cta nguoi co yéu cau ding ky khai sinh.
Truong hop cac thong tin ca nhan trong cac giay to nay da co trong CSDLQGVDC,
CSDLHTPDT, dugc hé théng dién ty dong thi khong phai xuét trinh (theo hinh thirc
tryc tiép) hodc tai 1én (theo hinh thirc tryc tuyén);

- Gidy to ¢6 gid tri ching minh thong tin vé cur tri trong truong hop co quan
dang ky hé tich khéng thé khai thic dwoc thong tin Vé noi cu tru cua cong ddn theo
cdc phiong thire quy dinh tai khodn 2 Piéu 14 Nghi dinh so 104/2022/ND-CP ngay
21/12/2022 cua Chinh phu. Truong hop cdc thong tin vé gidy to chirng minh noi cu
tru da dwoc khai thac tw Co so dir liéu quoc gia vé dan cur bang cdc phwong thirc
nay thi nguoi c6 yéu cau khong phai xudt trinh (theo hinh thitc truc tiép) hodc tdi
Ién (theo hinh thirc triec tuyén);

+ Gidy chang nhan ket hon néu cha, me da dang ky két hon. Truong hop da co
thdng tin ve viéc ket hon cua cha, me trong CSDLHTDT, CSDLQGVDC thi khdng
phai xuat trinh (theo hinh thac truc tiép) hoac tai 1én (theo hinh thirc truc tuyen).

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

*Luwuy:
- Do1 v giay to ndp, xuat trinh néu ngudi yéu cau ndp ho so theo hinh thure
truc ti€p:

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

+ Nguoi yéu cau dang ky ho tich co thé ndp ban sao ching thuc tir ban chinh
hodc ban sao dugc cip tir s6 gdc hodc ban chup kém theo ban chinh gidy to dé d6i
chiéu. Truong hop ngudi yéu cau ndp ban chup kém theo ban chinh gidy to thi ngudi
tiép nhén c¢6 trach nhiém kiém tra, ddi chiéu ban chup véi ban chinh va ky xac nhéan,
khéng duoc yéu cau nguoi di dang ky ndp ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, du hd so dang ky hd tich



theo quy dinh cua phap luét h¢ tich, khong dugc yéu cau nguoi ding ky ho tich nop
thém giay to ma phap luat hd tich khong quy dinh phai ndp.

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

+ Ban chup cac gidy to gui kem theo hé so ding ky khai sinh truc tuyén phai
bao dam rd nét, day du, toan ven vé ndi dung, 1 ban chup bang may anh, dién thoai
hodc dugce chyp, duge quet bang thiét bi dién tur, tir giay to duge cap hop 1€, con gia
tri str dung; néu 1a gidy to do co quan co thAm quyén nudc ngoai cap thi phai dugc
hop phap héa 1anh sy, dich sang tiéng Viét theo quy dinh, trir trudng hop dugc mién
hop phap hoéa lanh su.

+ Truong hop gidy to, tai lidu phai giri kém trong ho so dang ky khai sinh truc
tuyén di c6 ban sao dién tir hodc di c6 ban dién tir gidy to ho tich thi ngudi yéu cau
duoc sur dung ban dién tir nay.

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

Truong hop nguoi yéu cau dang ky khai sinh khong cung cap duoc gidy to
néu trén theo quy dinh hodc glay to nop, xuat trinh bi tay x0a, stra chita, lam gia thi
co quan diang ky ho tich c6 tham quyén hay bo két qua dang ky khai sinh.

- Truong hop nguoi di dang ky khai sinh cho tré em la 6ng, ba, nguoi than
thich khac thi khong phai c6 van ban uy quyén cuia cha, me tré em, nhung phai thong
nhat v6i cha, me tré em vé cac ndi dung khai sinh.

-DPbi véi viéc xac dinh ho, dan tdc, dat tén cho tré:

+ Viéc xac dinh ho, dan toc, dat tén cho tré em phai phu hop voi phap luat va
yéu cau gilt gin ban sic dan toc, tip quan, truyén thong vin hoa tét dep cua Viét
Nam; khong dat tén qua dai, kho 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 toc, qué quan ctia con dugc xac dinh theo tap
quan nhung phai bao dam theo ho, dan tdc, qué quan cua cha hoac me.

- Truong hop cho phép ngudi yéu cau ding 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 1d
cho nguoi 1ap vin ban cam doan vé trach nhiém, hé qua phap 1y cua viéc cam doan
khong ding sy that.

Co quan dang ky ho tich tir chdi giai quyét hodc dé nghi co quan c6 tham
quyén hay bo két qua dang ky hd tich, néu c6 co sé xac dinh ndi dung cam doan



khong ding su that.
d) S6 lwong ho so: 01 bo

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

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

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

- Uy ban nhan dan céap x4 noi 1ap bién ban vé viéc tré bi bo roi ddi véi truong
hop dang ky khai sinh cho tré bi bo roi.

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

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

i) Két qua thwe hién thi tuc hanh chinh: Giéy khai sinh (ban chinh), ban
sao Giay khai sinh (truong hop yéu cau cap ban sao Giay khai sinh).

k) L& phi:
- Bdi véi truong hop ding ky khai sinh khong dung han: 5000 ddng/lan

- Mién 1¢& phi dbi vai truong hop khai sinh dung han, ngudi thuge gia dinh c6
codng vai cach mang; nguoi thudc hd nghéo; nguoi khuyét tat.

- Phi cap ban sao Giay khai sinh (néu c6 yéu cau): 8.000dong/ban sao trich lyc.
[) Mau don, miu to khai:
+ T khai dang ky khai sinh (néu nop ho so theo hinh thic tryuc tiép);

+ Biéu mau dién tir tuong tac dang ky khai sinh (néu nop hd so theo hinh thirc
truc tuyen).

m) Cin ctr phap ly:
- Luat Hon nhan va gia dinh nam 2014;
- Luat HO tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cia Chinh phii quy dinh
chi tiet mot so dieu va bién phap thi hanh Luat Ho tich;
- Nghi dinh s 87/2020/ND-CP ngay 28/7/2020 cua Chinh phu quy dinh vé
Co so dir liéu ho tich dién tir, dang ky ho tich truc tuyen;
- Nghi dinh s¢ 104/2022/NP-CP ngay 21/12/2022 cia Chinh phui sita doi, bo
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sung mét s6 diéu cua cac ngh; dinh lién quan dén viéc ngp, xuat trinh sé hg khau,
So tam tru giay khi thyc hién thi tuc hanh chinh, cung cap dich vu cong;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cia Bo Tu phap quy dinh chi
tiét thi hanh mot so diéu cua Luat Ho tich, va Nghi diph so0 123/2015/ND-CP ngay
15/11/2015 cua Chinh pha quy dinh chi tiét mot so diéu va bién phap thi hanh Luat
Ho tich;

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

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ctua Bo Tai chinh quy dinh
muc thu, ché do6 thu, nop, quan 1y va sir dung phi khai thac, sir dung thong tin trong
co s¢ dir liéu ho tich, phl x&c nhan c6 qudc tich Viét Nam, phi xac nhan 13 nguoi goc
Viét Nam, 1& phi quéc tich.

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

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo Tai chinh sta d6i,
bo sung mot s6 diéu cuia Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai
chinh huéng dan veé phi va 1& phi thugc tham quyén quyét dinh cua Hoi dong nhan
dan tinh, thanh phé tryc thudéc 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 muc thu, ché do thu, nop, quan ly va sir dung
phi, 1€ phi trén dia ban tinh Hai Duong.



CONG HOA XA HOQI CHU NGHIA VIET NAM
Pgc l1ap - Tw do - Hanh phuc

TO KHAI PANG KY KHAI SINH

KINN QU D e

Ho, Chit dém, t81 NEUOT YEU CAU: ........oveeieeeeceeeee ettt

Quan h¢ vai nguoi GuoC KNai SINN: ..o
Pé nghi co’ quan diing ky khai sinh cho ngwoi duéi day:

o o T o 11 s (] TR (=T o TSP
Ngay, thang, nam sinh: ..........cccoecviviniiie e, ghi baNg CNTE: e

QUE QUAN ..ttt ettt ettt b e b et e e st e Rt e Rt e R e e b e e bt e ke b e nb et e e e n e e Rt e Rt e Re e b e ebe et et

Ho, Chit d€m, ten NGWOT ME: ..o
Nam $inh: G DAN tOC: ... QUABC tiCh: oo
INOT CU LT @) Lottt e st et e b et et et e et e st e et e st e st e st et et et asearesbesbeeresteseas

Ho, Chir dém, ten n@uwoi Cha: ..o
NAM $inh: G DAN tOC: v, QUABC tiCh: v,

INOT CU LT @) ettt ettt et e st et e et et et e et e st e et e st e st e st e st et et asesse st e steeresteaeas

T6i cam doan ndi dung dé nghi ding ky khai sinh trén day 1a dung sy that, duoc su thoa thuan
nhét tri ctia cac bén lién quan theo quy dinh phap luat.

T6i chiu hoan toan trach nhiém truéc phap luat vé noi dung cam doan caa minh.



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

Dé nghi cip ban sao®: Co D, Khoéng []

Chd thich:

() Ghi 16 tén co quan ding ky khai sinh.

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

) Ghi théng tin vé gidy to tly than caa nguoi di dang ky, ghi rd s, co quan cap, ngay
cap ho chiéu, chang minh nhan dan hoic gidy to hop 1é thay thé (Vi du: Chitng minh nhan
dan s6 001089123 do Cong an thanh phd Ha Noi cap ngay 20/10/2014).

® Truong hop sinh tai co so'y té thi ghi 1d tén co so'y té va dia chi tru 56 co sd' y té do.

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

- Tramy té xa Binh Bang, huyén Tir Son, tinh Bic Ninh.

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

Vi du: xa Dinh Bang, huyén Tir Son, tinh Bic Ninh.

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

®) P& nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd sb luong.
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2. Thi tuc diing ky két hon
a) Trinh tu thuc hién

- Néu lya chon hinh thiic nop hd so truc tiép, ngudi c6 yéu cau dang ky két
hon nop ho so dang ky két hon tai Bo phan mot cira cua UBND cap xa ¢6 tham
quyen nop 1€ phi néu thude truong hop phai nop 1€ phi déng ky két hdn; nop phi
cap ban sao Trich luc két hén néu co yéu cau cap ban sao Trich luc két hon.

- Néu lya chon hinh thiic nop hd SO tryc tuyén, ngudi o yéu cau dang ky
két hon truy cap Cong dich vu cdng qudc gia hodc Céng dich vu cong cap tinh,
dang ky tai khoan (neu chua c6 tai khoan), xac thyc nguoi dung theo huéng dan,
dang nhap vao hé théng, xac dinh dung Uy ban nhan dan cp xa ¢ tham quyén.

Nguoi c6 yéu cau dang ky két hon truc tuyén cung cap thdng tin theo biéu
mau dién tir twong tac diang ky két hon (cung cap trén Cong dich vu cdng), dinh
kém ban chup hoac ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop phi, 18
phi thdng qua chirc niang thanh toan truc tuyén hoic bang céach thuc khéc theo
quy dinh phap luat, hoan tat viéc nop ho so.

- Cén bo tiép nhan ho so tai Bo phan mot cira c6 trach nhiém kiém tra tinh
chinh xac, day du, thong nhat, hop 1€ cua ho so.

(i) Truong hop hd so day du, hop 18 thi tiép nhan hd so, c6 Phiéu hen, tra
két qua cho ngudi c6 yéu cau (neu nguoi €O yéu cau lya chon hinh thac nop hd
so truc tiép) hoac gui ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin
nhin hen tra két qua qua dién thoai di dong cho nguoi c6 yéu cau (néu ngudi o
y&u cau lra chon hinh thirc nép hd so truc tuyén), chuyén hd so dé cong chirc 1am
cong tac ho tich xu ly.

- Sau khi tiép nhan ho so theo hinh thirc nop truc tiép, can b tiép nhan hod
so tai B6 phan mot cira thuc hién s6 hoa (sao chup, chuyén thanh tai lidu dién tu
trén hé thong thong tin, co so dit liéu) va ky sb vao tai liéu, ho so giai quyét thi
tuc hanh chinh da duoc s hoa theo quy dinh.

(i) Truong hop h(?) so chua day du, hop 1€ thi c6 thong bado cho nguoi yéu
cau bo sung, hoan thién ho so, néu rd loai giay to, noi dung can bo sung dé nguoi ¢
yéu cau bo sung, hoan thién. Sau khi ho so dugc bo sung, thuc hién lai budc (i);

(iiii) Treong hop nguoi €6 yéu cau ding ky két hdn khdng bo sung, hoan
thiép dugc hc‘) so thi bdo céo Trudng bo phan mot cira ¢ théng bao tir choi giai
guyét yéu cau dang ky két hon.

- Cong chure tu phap - hd tich tham tra ho so (tham tra tinh thong nhat, hop
I¢ cua cac théng tin trong ho so, giay to, tai liéu dinh kem).

~ + Truong hop hd so can bo sung, hoan thién hodc khong du dieu kién giai
quyet, phai tir choi thi gui thdng bao ve tinh trang ho so t6i Bo phan mot cura de
thong bao cho nguoi nop ho so — thuc hién lai budce (i) hoac (iii);
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+ Trudng hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chuc 1am cong tac
ho tich 1ap Phiéu xin 18i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham
tra két qua va thoi gian hen tra ket qua, chuyén Bo phan mot cira dé tra cho ngudi
cd yéu cau (neu ngu:m c6 yéu cau luya chon hinh thirc nop hé so truc tlep) hoac
gui Phiéu xin 15i va hen lai ngay tra két qua qua thu di€n tir hoac guri tin nhan qua
dién thoai di dong cho ngudi €6 yéu cau (néu ngudi c6 yéu cau lya chon hinh
thire nop hd so truc tuyén).

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

Truong hop tiép nhan ho so dang ky két hon theo hinh thuc tryc tuyén,
cong chire tu phap - ho tich gui lai biéu mau Giay chiing nhan ket hon dién tir voi
thong tin day du cho nguoi yéu cau qua thu dién tir hoac thict bi so.

Nguoi yéu cau cd trach nhiém kiém tra tinh chinh x4c, day du ctia cac thong
tin trén biéu mau Giay chirng nhan két hon dién tir va Xac nhan (toi da mot ngay).

Néu nguoi c6 yéu cau xac nhan thong tin da thong nhat, day du hoic khong
c6 phan hdi sau thoi han yéu cau thi cdng chire tu phap - ho tich thuc hién viéc
ghi noi dung vao S6 dang ky két hdn, cap nhat thong tin dang ky két hon va luu
chinh thtc trén Phan mém ding ky, quan Iy ho tich dién tir ding chung.

- Cong chirc tu phap - hg tich in Gidy chiing nhan két hon, trinh Lanh dao
UBND ky, chuyén toi Bo phan mot ctra dé tra két qua cho nguoi ¢o yéu cau.

- Nguoi ¢ yéu cau ding ky két hdn (hai bén nam, nir phai c6 mat, xuat
trinh gidy to tuy than dé ddi chiéu) kiém tra thong tin trén Giay chang nhan két
hdn, trong So6 dang ky két hon, khang dinh su tu nguyén két hon va ky tén vao So
dang ky két hon, ky tén vao Giay chiing nhan két hon, mdi bén nam, nit nhan 01
ban chinh Gidy ching nhan két hon.

b) Cach thic thuc hién:

Nguoi cé yéu cau ding ky két hon thuc hién ndp hd so truc tiép tai B6 phan
mot cira cua UBND cép xa hodc ndp hd so truc tuyén trén Cé)ng dich vu cong
qudc gia (https://dichvucong.gov.vn) hodc Cong dich vu cong tinh Hai Duong
(https://dichvucong.haiduong.gov.vn) (bén nam hodc bén nit ¢6 thé ndp hd so ma
khong can ¢ van ban iy quyén ctia bén con lai).

¢) Thanh phan ho so"

- T khai dang ky két hon theo mau, c6 di thong tin ctia hai bén nam, nit.
Hai bén nam, nir ¢6 thé khai chung vao mot To khai dang ky két hon (néu nguoi
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c6 yéu cau lya chon ndp ho so theo hinh thire truc tiép);

- Biéu mAu dién tir twong tac ding ky két hoén (do nguoi yéu cau cung cip
thong tin theo hudng dan trén Cong dich vu cong, néu ngudi c6 yéu cau lya chon
ndp ho so theo hinh thire truc tuyén);

- Ngudi 6 yéu cau dang ky két hdn thuc hién viée nop/xuat trinh (theo
hinh thirc truc tiép) hoac tai 1€n (theo hinh thirc truc tuyén) cac giay to sau:

* Giay to phai nop:

- Ban chinh Gidy xac nhan tinh trang hon nhan do Uy ban nhan dan cap
Xa co tham quyen cap trong truong hop ngudi yéu cau dang ky ket hon khong
dang ky thuong tra tai dia bép xa, phuong, thi tran lam tha tuc dang ky ket hon.
Truong hop cac thong tin veé tinh trang hon nhén da c6 trong CSDLQGVDC,

CSDLHTBT duoc dién tu dong thi khong phai xuat trinh (theo hinh thuc truc
tiép) hoac tai Ién (theo hinh thirc truc tuyén).

* Giay to phai xuat trinh:

- Ho chiéu hoic Chitng minh nhan dan hoic Thé cin cudc cdng dan hoic
cac giay to khac c6 dan anh va thong tin ca nhan do co quan c6 tham quyén cap,
con gia tri sir dung dé chung minh vé nhan than cia nguoi c6 yéu cau dang ky
khai sinh. Truong hop céc thng tin ca nhan trong cac gidy to nay da co trong
CSDLQGVDC, CSDLHTDT, dugc hé théng dién ty dong thi khong phai xuat
trinh (theo hinh thuc truc tiép) hoic tai 1&n (theo hinh thuc truc tuyén):

- Gidy to 6 gia tri chizng minh thong tin Vé cu tril trong truong hop co
quan dang ky hé tich khdng thé khai thdc dwroc thdng tin vé noi cie trii cua cong
ddn theo cdc phwong thirc quy dinh tgi khodn 2 Diéu 14 Nghi dinh so
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop cac thong tin vé
gidy to chitng minh noi cw trii da dwroc khai thac ter Co so dir ligu qUOC gia vé dan
cur bang cdc phuwong thire nay thi nguoi €6 yéu cau khong phai xudt trinh (theo
hinh thizc triec tiép) hodc tai 1én (theo hinh thizc triec tuyén);

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

* Luuy

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

+ Dbi véi giéy t& xudt trinh khi ding ky ho tich, ngudi tiép nhan co trach
nhiém kiém tra, d6i chiéu véi thong tin trong to khai, chup lai hodc ghi lai thong

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

+ Nguoi yéu cau dang ky ho tich ¢6 thé ndp ban sao chimg thyc tir ban chinh
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hodc ban sao dugc cap tir s6 goc hoc ban chup kém theo ban chinh gidy to dé doi
chiéu. Truong hop nguoi yéu cau ndp ban chup kem theo ban chinh gidy to thi
ngudi tiép nhan ¢ trach nhiém kiém tra, di chiéu ban chup vOi ban chinh va ky
xac nhéan, khéng duoc yéu cau ngudi di ding ky ndp ban sao gidy to do.

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

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

+ Ban chup céc gidy to gui kem theo hé so dang ky két hon truc tuyén phai
bao dam rd nét, day du, toan ven vé noi dung, 1a ban chup bang may anh, dién
thoai hodc dugc chup, duoc quét bang thiét bi dién tir, tir gidy to dugc cap hop 1€,
con gia tri sir dung; néu 1a giay to do co quan co thAm quyén nudc ngoai cap thi
phai dugc hop phap hoa lanh sy, dich sang tiéng Viét theo quy dinh, trir trudng
hop dugc mién hop phéap hoéa lanh su.

+ Truong hop gidy to, tai liéu phai giri kém trong hé so dang ky két hon
tryc tuyén da co ban sao dién tur hodc da co ban dién tur gidy to ho tich thi nguoi
yéu cau dugc sir dung ban dién tir nay.

+ Khi dén co quan ding ky h¢ tich nhan két qua (ban chinh Gidy chimg
nhan ket hon/ban sao Trich luc ket hdn), ngudi c6 yéu cau dang ky ket hon phai
nop ban chinh Giay xac nhan tinh trang hén nhan (néu thdng tin veé tinh trang hén
nhan chua c6 trong CSDLQGVDC, CSDLHTDT).

Truong hop nguoi yu cau dang ky két hon khdng cung cap duoc gidy to
néu trén theo quy dinh hoac giay to nop, xuat trinh bi tay x6a, sua chira, lam gia
thi co quan dang ky ho tich co tham quyén huay bo két qua dang ky két hon.

d) S6 lwong ho so: 01 bo

d) Thoi han giai quyét: Ngay trong ngay tiép nhan ho so; truong hop nhan
ho so sau 15 gio ma khong giai quyét duoc ngay thi tra két qua trong ngay lam

viéc tiép theo. Truong hop can xac minh diéu kién két hén cua hai bén nam, nix
thi thoi han giai quyét khong qué 05 ngay lam viéc.

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

g) Co quan thuc hién thi tuc hanh chinh: Uy ban nhan dan cip x4 noi
cu tru cua bén nam hoac bén ni.

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

Gidy chimg nhan két hdn (ban chinh), méi bén v, chong 01 ban; ban sao
Trich luc ket hon (truong hop yéu cau cap ban sao Trich luc két hén).
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k) L& phi:. Ddi véi truong hop ding ky két hon khong dung han: 25.000
dong/lan. Mien I¢ phi doi véi truong hop ket hon ding han, nguoi thuge gia dinh
cd cdng vai cach mang; nguoi thudc hd ngheo; nguoi khuyét tat.

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

) Mau don, miu to khai:
+ To khai dang ky két hon (néu nop ho so theo hinh thuc truc tiép);

+ Biéu, mau dién tir twong tac ding ky két hdn (néu nop hd so theo hinh
thac truc tuyen).

m) Y&u cau, diéu kién thuc hién thi tuc hanh chinh:

- Nam tir dit 20 tudi tré 1én, nix tir du 18 tuodi trd 1én;

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

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

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

+ Két hon gia tao;

+ Téao hon, cudng €p két hon, Itra dbi két hén, can trd két hon;

+ Nguoi dang c6 vo, co chong ma két hon voi nguoi khac hodc chua co
vo, chua c6 chong ma két hon vai1 ngudi dang c6 chong, ¢o vo;

+ Két hon giita nhimg ngudi cung dong mau vé truc hé; gitta nhimg ngudi
c6 ho trong pham vi ba doi; gitra cha, me¢ nudi voi con nudi; gitra nguoi da tung

1a cha, me nudi voi con nudi, cha chong véi con dau, me vo voi con ré, cha duong
v4i con riéng cua vo, me ké voi con riéng ciia chong.

* Nha nudc khong thtra nhan hdn nhan gitra nhitng ngudi cung giai tinh.,
p) Can cw phap ly:

- Luat Hon nhan va gia dinh ndm 2014;

- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 caa Chinh pht quy dinh
chi tiet mot so dieu va bién phap thi hanh Luat Ho tich;
- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh phu quy dinh
vé Co so dir liéu ho tich dién tr, dang ky ho tich truc tuyen;
- Ngh; dinh s6 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phu sira déi

bo sung mot s6 dzeu cua cac nghj dinh lién quan dén viéc nop, xudt trinh sé hg
khdu, sé tam tra gidy khi thuc hién tha tuc hanh chinh, cung cdp dich vu cong;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua B9 Tu phap quy dinh
chi tiét thi hanh mot so diéu caa Luat Ho tich va Nghi dinh s6 123/2015/Nb-CP
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ngdy 15/11/2015 cua Chinh pha quy dinh chi tiét mot s diéu va bién phap thi
hanh Luat Ho tich;

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

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 caa Bo Tai chinh quy
dinh muc thu, ché @6 thu, nop, quan ly va st dung phi khai thac, st dung théng
tin trong co so dir liéu ho tich, phi xac nhan c6 qudc tich Viét Nam, phi xac nhan
1a nguoi gbe Viét Nam, Ié phi qudc tich.

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

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo Tai chinh sua
d6i, b6 sung mot sb dicu cua Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cia
Bo Tai chinh hudng dan vé phi va Ié phi thuoc tham quyén quyét dinh caa Hoi
dong nhan dan tinh, thanh phé tryc thudc Trung wong;

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

TO KHAI PANG KY KET HON

o)) @

KN QUL G

Thoéng tin Bén nir Ben nam

Ho, chir dém, tén

Ngay, thang, nam sinh

Dan toc

Qudc tich

Noi cu tra @

Gidy to tity than ©

Két hon lan tha may

Chung t6i cam doan nhitng 101 khai trén day la ding su that, viéc két hon cua chting t61 1a ty nguyén, khong vi pham
quy dinh ctia Luat hon nhan va gia dinh Vi¢t Nam.

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

Dé nghi Quy co quan dang ky.

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

Dé nghi cip ban sao®: C6 D Khéng L]
S6 luong: ... ban
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Chu thich:

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

) Ghi 16 tén co quan ding ky két hon.

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

() Ghi thong tin vé gidy to tuy than nhu: ho chiéu, ching minh nhan dan hodc gidy to hop 16
thay thé (vi du: Chitng minh nhan dan s 001089123 do Céng an thanh phé Ha Nbi cip ngay
20/10/1982).

©) P& nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd sb luong.
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3. Thua tuc dang ky nhan cha, me, con
a) Trinh tw thuc hién

- Néu lya chon hinh thtrc ndp ho so truc tiép, ngudi ¢ yéu cau dang ky nhan
cha, me, con nop hé so dang ky nhan cha, me, con tai Bo phan mot cira cia UBND
cap x& cd tham quyén; nop 1€ phi néu thudc truong hop phai nop 1¢ phi dang ky nhan
cha, me, con; nop phi cap ban sao Trich luc dang ky nhéan cha, me, con néu co yéu
cau cap ban sao Trich lyc ding ky nhan cha, me, con.

- Néu lua chon hinh thtrc nop hé so truc tuyen ngudi €O yéu cau dang ky
nhan cha, me, con truy cap Cong dich vu c6ng qudc gia hodc Cong dich vu cong
cap tinh, dang ky tai khoan (néu chua c6 tai khoan), xac thuc ngudi dung theo
huéng dan, dang nhap vao hé thdng, xac dinh dung Uy ban nhan dan cap xa co
tham quyén.

Nguoi c6 yéu cau dang ky nhan cha, me, con truc tuyén cung cap thong tin
theo biéu mau dién tir twong tac diang ky nhan cha, me, con (cung cap trén Cong
dich vu c6ng), dinh kém ban chup hoaic ban sao dién tir cac gidy to, tai liéu theo
quy dinh; nop phi, 1& phi théng qua chic nang thanh toan truc tuyén hoic bang
cach thirc khéc theo quy dinh phap luat, hoan tat viéc nop ho so.

- Cén bd tiép nhan ho so tai Bo phan mot cura c6 trach nhiém kiém tra tinh
chinh xac, day du, thong nhat, hop I¢ cta ho so.

(1) Truong hop ho SO day du, hop I¢ thi tiép nhan hé so, c6 Phiéu hen, tra két
qua cho nguoi c6 yéu cau (néu ngudi c6 yéu cau lua chon hinh thic nop hd so truc
tiép) hoac gui ngay Phiéu hen, tra két qua qua thu dién tir hoac gui tin nhin hen
tra két qua qua dién thoai di dong cho nguoi €6 yéu cau (neu ngudi ¢ yéu cau
lya chon hinh thac nop ho so truc tuyén), dong thoi chuyén ho so dé cong chirc
lam cOng tac ho tich xu ly.

- Sau khi tiép nhan ho so theo hinh thirc nop truc tiép, can b tiép nhan hod
so tai B6 phan mot cira thuc hién s6 hoa (sao chup, chuyén thanh tai lidu dién tu
trén hé thong thong tin, co s6 dir ligu) va ky s vao tai lieu, hd so gidi quyét thi
tuc hanh chinh da duoc s6 hoa theo quy dinh.

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

(iii) Truong hop nguoi ¢ yéu cau dang ky nhan cha, me, con khdng bo
sung, hoan thi¢n dugc hd so thi bao cao Trudng bd phan mot cira co théng béo tir
chéi giai quyét yéu cau ding ky nhan cha, me, con.

- Cong chire tu phép - ho tich tham tra ho so (tham tra tinh thdng nhat, hop 18
cuia cac thong tin trong ho so, gidy to, tai liéu do ngudi yéu cau nop, xuat trinh hoic
dinh keém).
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~ + Truong hop hd so can bo sung, hoan thién hodc khong du dieu kién giai
quyet, phdi tir choi thi gui thong bao ve tinh trang ho so t6i Bo phan mot cura dé
thong bao cho ngudi nop ho so — thuc hién lai buac (ii) hoac (iii);

+ Trudng hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chac 1am cong tac
ho tich 1ap Phiéu xin 18i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham
tra két qua va thoi gian hen tra ket qua, chuyén Bo phan mot cira dé tra cho ngudi
cd yéu cau (neu ngu:m ¢ yéu cau luya chon hinh thirc nop hé so truc tlep) hoac
gui Phiéu xin 15i va hen lai ngay tra két qua qua thu di€n tir hoac guri tin nhan qua
dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh
thire nop hd so truc tuyén).

+ Néu thay viéc nhan cha, me, con 1a dung va khong c6 tranh chép, ho so
day du, hop 1¢, ding quy dinh, truong hop tiép nhan ho so dang ky nhan cha, me,
con theo hinh thic tryc tiép, thi cdng chiic tu phép - ho tich thuc hién viéc ghi vao
S6 dang ky nhan cha, me, con, cap nhat thong tin dang ky nhan cha, me, con va luu
chinh thtc trén Phan mém dang ky, quan ly ho tich dién tir ding chung.

Truong hop tiép nhan ho so dang ky nhan cha, me, con theo hinh thic tryc
tuyén, cong chuc tu phap - ho tich guri lai biéu mau Trich luc dang ky nhan cha,
me, con dién tir voi thong tin day du cho ngudi yéu cau qua thu dién tir hoac thiét
bi sb.

Nguoi yéu cau cd trach nhiém kiém tra tinh chinh x4c, day du ctia cac thong
tin trén biéu mau Trich luc dang ky nhan cha, me, con dién tir va xac nhan (téi da
mot ngay).

Néu nguoi c6 yéu cau xac nhan thong tin da thong nhat, day du hoic khong
c6 phan héi sau thoi han yéu cau thi cong chiic tu phap - ho tich thyc hién viéc
ghi ndi dung vao So6 dang ky dang ky nhan cha, me, con, cap nhat thdng tin ding
ky nhan cha, me, con va luu chinh thtc trén Phan mém dang ky, quan Iy ho tich dién
tir dung chung.

- Cong chtre tu phap - hd tich in Trich luc dang ky nhan cha, me, con, trinh
Lanh dao UBND ky, chuyén Bo phan mét cua tra két qua cho nguoi ¢6 yéu cau.

- Nguoi 6 yéu cau dang ky nhan cha, me, con (ca hai bén phai c6 mat, xuat
trinh giay to tuy than dé doi chieu) kiém tra thong tin trén Trich luc dang ky nhan
cha, me, con, trong S6 dang ky nhan cha, me, con va ky tén vao S6 dang ky nhan
cha, me, con, nhan Trich luc dang ky nhan cha, me, con.

b) Céach thic thuc hién:

Ngudi ¢6 yéu cau dang ky nhan cha, me, con thuc hién nop ho so tryc tiép
tai B phan mot cura cua UBND cap xa hoac nop ho so tryc tuyen trén Cong dich
vu cdng quoc gia (https://dichvucong.gov.vn) hodc Cong dich vu cdng tinh Hai
Duong (https://dichvucong.haiduong.gov.vn) (mét bén cd thé ndp ho so ma khong
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phai c6 van ban uy quyén caa bén con lai).
¢) Thanh phan ho so:

- To khai ddng ky dang ky nhan cha, me, con theo mau (néu ngudi co yéu
cau lya chon ndp ho so theo hinh thure truc tiép);

- Bleu mau dién tir tuong tac dang ky nhén cha, me, con (do nguoi co yéu
cau cung cap thong tin theo hudng dan trén Cong dich vu cong, néu nguoi c6 yéu
cau lya chon nop hd so theo hinh thire truc tuyen),

- Ngudi ¢ yéu cau diang ky nhan cha, me, con thue hién viéc ndp/xuét trinh
(theo hinh thirc truc ti€p) hodc tai Ién (theo hinh thirc truc tuyén) Cac giay to sau:

* Gidy to phai nop:
- Chig ctr ching minh quan hé cha, con hoac quan hé me, con gém:

+ Van ban cua co quan y t€, co quan gidm dinh hodc co quan khéc c6 tham
quyén xac nhan quan h¢ cha con, quan h¢ me con.

+ Truong hop khong c6 van ban néu trén thi phai ¢6 van ban cam doan cua
cac bén nhén cha, me, con vé mdi quan hé cha, me, con va c6 it nhat hai ngudi
lam ching vé méi quan hé cha, me, con.

* Giay to phai xuat trinh:

- Ho chiéu hoac Chtrng minh nhan dan hoic Thé can cudc cong dé‘n hqac
cac giay to khac c6 dan anh va thong tin ca nhan do co quan c6 tham quyen cap,
con gié tri str dung dé ching minh vé nhan than cua ngudi 6 yéu cau ding ky
nhan cha, me, con. Truong hop cac thong tin cad nhan trong cac gidy to nay da co

trong CSDLQGVDC, CSDLHTDT, dugc h¢ thdng dién tu dong thi khong phai
xuat trinh (theo hinh thuc truc tiép) hoac tai 1€n (theo hinh thac truc tuyen);

- Gidy to c6 gia tri chitng minh thdng tin vé cu trii trong trieong hop co quan
ddang ky hé tich kndng thé khai théc duwoc thdng tin vé noi cu trii ciia cdng dan theo
cac phuong thire quy dinh tai khodn 2 Diéu 14 Ngh; dinh s6 104/2022/ND-CP ngay
21/12/2022 cua Chinh phui. Truong hop cac thong tin Vé giay to chitng minh noi cie
tru da duwoc khai thac tir Co so dir lieu qUOC gia vé dan cw bang cdc phwong thic
nay thi nguoi c6 yéu cau khong phdi xudt trinh (theo hinh thic truc tiép) hodc tdi
1&n (theo hinh thezc truc tuyén).

* Luuy

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

+ Dbi véi giéy t& xudt trinh khi ding ky ho tich, ngudi tiép nhan co trach
nhiém kiém tra, d6i chiéu véi thong tin trong to khai, chyp lai hodc ghi lai thong

tin dé luu trong ho 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 ndp ban sao chtng thuc tu ban
chinh hoic ban sao dugc cip tir s6 gbe hodc ban chup kem theo ban chinh gidy to
dé d6i chiéu. Truong hop ngudi yéu cau nop ban chup kem theo ban chinh gidy
t& thi ngudi tiép nhén co trach nhiém kiém tra, di chiéu ban chup v0i ban chinh
va ky xac nhan, khong dugc yéu cau ngudi di ding ky ndp ban sao gidy to do.

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

- D61 voi giay to gui kém theo néu nguoi yéu cau ndp hod so theo hinh thue
truc tuyén:

+ Ban chup céc giéy to giri kém theo ho so dang ky nhan cha, me, con truc
tuyén phai bao dam rd nét, day du, toan ven vé ndi dung, 14 ban chup bang may anh,
dién thoai hodc dugc chup, dugc quet bang thiét bi dién tir, tir gidy to dugc cap hop
18, con gia tri str dung; néu la gidy to do co quan co tham quyén nudc ngoai cap thi
phai duoc hop phap hoa lanh su, dich sang tiéng Viét theo quy dinh, trir truong hop
duoc mién hop phap héa lanh su.

+ Truong hop gidy to, tai liéu phai giri kém trong ho so dang ky nhan cha,
me, con truc tuyén da co ban sao dién tir hodc da c6 ban dién tir gidy to ho tich thi
ngudi Yeu cau duoc sir 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 ding ky nhan cha, me, con) nguoi ¢6 yéu cau ding ky
nhan cha, me, con phai xuat trinh gidy to tiy than dé xac dinh nhan than; nop ban
chinh gidy to, tai liéu 1a chiing ci chieng minh quan hé cha, con hodc quan hé me, con.

Truong hop nguoi yéu cau dang ky nhén cha, me, con khong cung cap
duoc gidy to néu trén theo quy dinh hodc gidy to nop, xuat trinh bj tay x0a, sira
chita, 1am gia thi co quan dang ky ho tich c¢6 tham quyén hity bo két qua dang ky
nhan cha, me, con.

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

_ Co quan dang ky ho tich tur chdi giai quyét hodc dé nghi co quan c6 thim
quyén huy bo két qua dang ky ho tich, néu ¢6 co s& xac dinh ndi dung cam doan
khong dung su that.

d) S6 lwong hé so: 01 bo

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

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

22



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

h) Co quan phoi hop:
- Uy ban nhan dan cép x4 noi cu tra cua ngudi dugc nhan 1a cha, me, con.
- Co quan quan ly CSDLQGVDC.

i) Két qua thwc hién thi tuc hanh chinh: Trich luc dang 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 dong/lan.

Mién I¢ phi cho nguoi thudc gia dinh c6 cong véi cdch mang; nguoi thuoc ho
nghéo; nguoi khuyet tat.

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

) Mau don, miu to khai:
+ T khai ding ky nhan cha, me, con (néu ndp hd so theo hinh thuc truc tiép);

+ Biéu mau dién tir tuong tac dang ky nhan cha, me, con (néu nop ho so theo
hinh thuc truc tuyen).

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

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

- Viéc nhan cha, me, con khdng ¢6 tranh chap.

- Trudng hop nam, nix chung song véi nhau nhu vo chong, khong dang ky ket
hon, sinh con, nguoi con song cung voi nguoi cha, khi ngudi cha lam thu tuc nhan
con ma khong lién hé dugc vai ngudi me thi khéng can ¢ y kien ctia nguoi me trong
To khai dang ky nhan cha, me, con.

p) Cin ctr phap ly:

- Luat Hon nhan va gia dinh nam 2014;

- Luat Ho tich nam 2014;

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

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

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phui sia doi, bo
sung mot so cg‘iéu cua cac nghi dinh lién quan den viéc r)ép, Xuat trinh so hg khau,
so tam trua giay khi thuc hién thu tuc hanh chinh, cung cap dich v cong;

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

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

- Thong tu s0 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh quy dinh
muc thu, ché d6 thu, nop, quan Iy va st dung phi khai thac, s dung thong tin trong

co so dir liu ho tich, phl xac nhan cé quoc tich Viét Nam, phi xac nhan la nguoi goc
Viét Nam, I¢ phi qudc tich.

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ciua Bo Tai chinh hudng
dan vé phi va Ié phi thugc tham quyén quyét dinh caa Hoi dong nhan dén tinh, thanh
phd truc thudc Trung uong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo Tai chinh sua
d6i, b6 sung mot sb dicu cua Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua
Bo Tai chinh hudng dan vé phi va Ié phi thuoc tham quyén quyét dinh caa Hoi
ddng nhan dan tinh, thanh phé tryc thudc Trung wong;

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

TO KHAI PANG KY NHAN CHA, ME, CON

KENN QUL Dt eeeeseene

Ho, Chit @8m, t&10 NEUOT YEU CAUS ....oovvvvoeeeeeeeeeeeeeeeeeeeeeeeee oo esseee e

Quan hé v&i ngudi NNAN ChA/MEICON: @) ...
Pé nghi co’ quan cong nhin nguoi cé tén dwdi diy:
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Ngay, thAng, NAM SINN: ... bbbt
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LA, cua ngudi co tén duwoi day:
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Ngay, thAng, NAM SINN: ...t
GiGH NN DAN tOC ..o (TN 1S Yol 110 FET

To61 cam doan viéc nhan............cccoooovvcevveiecenne, noi trén la ding su that, tu nguyén, khong co
tranh chap va chiu trach nhiém trude phép luat vé cam doan cua minh.

Nguoi yéu ciu
(Ky, ghi rd ho, chr dém, tén)

Y kién ciia nguwoi hién dang 1a me hoic cha®
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Chu thich:

™ Ghi r5 tén co quan dang ky nhan cha, me, con;

@ Ghi theo noi dang ky thuong tra; néu khong c6 noi ding ky thudng tra thi ghi theo noi diang
ky tam trt; trudng hop khong c6 noi dang ky thudng tra va noi dang ky tam tra thi ghi theo noi dang
sinh sdng.

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

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

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

© Pé nghi danh ddu X vao 6 néu cé yéu cau cap ban sao va ghi rd sb lugng.
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4. Thi tuc ding ky khai sinh két hep nhan cha, me, con
a) Trinh tw thuc hién

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

- Cén b tiep nhan ho so tai Bo phan mot cura c6 trach nhiém kiém tra tinh
chinh xac, day du, thong nhat, hop I¢ cta ho so.

(1) Truong hop ho SO day dua, hop 1€ thi tlep nhan hé so, ¢ Phiéu hen, tra két
qué cho nguoi ¢d yéu cau, dong thoi chuyén ho so dé cong chic lam cong tac ho
tich xu ly.

- Sau khi tiép nhan ho so, can bo tiép nhan hé so tai Bé phan mét cira thuc
hién s6 hoa (sao chup, chuyén thanh tai lidu dién ta trén hé thong thong tin, co s
dir liéu) va ky sé vao tai liéu, ho so giai quyét thi tuc hanh chinh da dugc s6 hoa
theo quy dinh.

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

(iii) Truong hop nguoi c6 yéu cau dang ky khai sinh va nhan cha, me, con
khéng bo sung, ’hoan thiéq duoc h() so thi bao cao Truong bo phan mot cira ¢
théng béo tur choi giai quyet yéu cau dang ky khai sinh va nhan cha, me, con.

- Cong chire tu phép - ho tich tham tra ho so (tham tra tinh thdng nhat, hop 18
cua cac théng tin trong ho so, gidy to, tai liéu do ngudi yéu cau nop, xuat trinh hodc
dinh kém).

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

+ Truong hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua dung thoi gian da hen thi cdng chire 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 B phan mot cira dé tra cho ngudi 6
y&u cau;

+ Néu thay viéc nhan cha, me, con 1a dung va khong co tranh chap, théng
tin khai sinh day du va ph hop, thi cong chire tu phap - ho tich thuc hién viéc 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 thic trén Phan mém dang ky,
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quan ly ho tich dién tir ding chung, chuyén thdng tin dén CSDLQGVDC dé lay Sé
dinh danh ca nhan.

- Sau khi CSDLQGVDC tra vé S6 dinh danh c& nhan, cng chirc tu phép - ho
tich in quay khai sinh, Trich luc dang ky nhén cha, me, con, triph Lanh dao UBND
Ky, chuyén tai Bo phan mot cia tra két qua cho nguoi ¢d yéu cau.

- Nguoi co yéu cau ding ky khai sinh va nhan cha, me, con (ca hai bén phai
cO mat, xuat trinh giay to tuy than dé doi chicu) kiem tra thong tin trén Trich luc
dang ky nhén cha, me, con, Giay khai sinh, trong S6 dang ky nhén cha, me, con,
So6 dang ky khai sinh va ky tén vao S6 déng ky nhan cha, me, con, S6 dang ky khai
sinh, nhan Trich luc dang ky nhan cha, me, con, Giay khai sinh.

b) Cach thirc thuc hién:

_ Nguoi co yéu cau dang ky khai sinh va nhén cha, me, con thuc hién nop
ho so truc tiép tai B phan mét cirgt cia UBND cap xa (mot bén c6 thé ndp ho so
ma khong phai cé van ban iy quyén ctia bén con lai).

¢) Thanh phan ho so:

* Giay to phai ndp:

- To khai ding ky khai sinh theo mau;

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

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

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

_ 1 Vanban cua co quany té, co quan giam dinh hodc co quan khéac c6 thim
quyén xac nhan quan hé cha con, quan h¢ me con.

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

* Giay tor phai xuat trinh:

- Ho chieu hoic Ching minh nhan dan hogc Thé can cudc cong dan hosc
cac giay to khac c6 dan dnh va thong tin cd nhan do co quan c6 tham quyén cap,
con gia tri st dung dé ching minh vé nhan than caa ngu:ol c6 yéu cau dang ky
khai sinh va nhan cha, me, con. Truong hop cac thong tin ca nhan trong cac gidy

to nay da co trong CSDLQGVDC, CSDLHTDT, dugc hé théng dién ty dong thi
khong phai xuat trinh;

- Gidy tor c6 gia tri chizng minh thong tin vé cu trii trong truong hop co quan
dang ky ho tich khong thé khai thac duoc ‘thc“)ng tin vé noi cu tru cua céng dan theo
cac phuong thirc quy dinh tai khodn 2 Diéu 14 Ngh; dinh so 104/2022/ND-CP ngay
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21/12/2022 cua Chinh phui. Truong hop cac thong tin Vé giay to chimg minh noi cur
tru da duwot khai thac tir Co so dir lieu quoc gia ve dan cu bang cac phuong thic
nay thi nguoi 0 yeu cau khong phai xuat trinh (theo hinh thic truc tiep) hogc tai
Ién (theo hinh thzc tryc tuyeén).

*Luuy:

- Béi voi gidy to ndp, xuét trinh:

+ Déi voi giéy t& xudt trinh khi dang ky ho tich, ngudi tiép nhéan cé trach
nhiém kiém tra, d6i chiéu véi thong tin trong to khai, chup lai hodc ghi lai thong

tin dé luwu trong ho so va tra lai cho nguoi xuat trinh, khong duogc yéu cau ndp ban
sao hodc ban chup gidy to do.

+ Ngudi yéu cau dang ky ho tich co thé ndp ban sao ching thuc tur ban
chinh hodc ban sao dugc cip tir s6 goc hogc ban chup kem theo ban chinh gidy to
dé d6i chiéu. Truong hop ngudi yéu cau nop ban chup kem theo ban chinh gidy
t& thi nguoi tiép nhan cé trach nhi¢m kiém tra, d6i chiéu ban chup v0i ban chinh
va ky xac nhan, khong dugc yéu cau nguoi di dang ky ndp ban sao giay to do.

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

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

_ Co quan dang ky ho tich tur chdi giai quyét hodc dé nghi co quan ¢ thim
quyén huy bo két qua dang ky ho tich, néu ¢6 co sé xac dinh ndi dung cam doan
khong dung su that.

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

+ Vige xac dinh ho, dan toc, dat tén cho tré em phai phu hop voi phap luét
va Y&u cau gitr gin ban sac dan toc, tdp quan, truyén thong vian hoa tot dep cua
Viét Nam; khong dat tén qua dai, kho str dung.

+ Trudng hop cha, me khdng thoa thuén dugc vé ho, dan toc, qué quén cia
con khi dang ky khai sinh thi ho, dan toc, qué quan cua con dugc Xac dinh theo
tap quan nhung phai bao dam theo ho, dan toc, qué quan cua cha hoac me.

d) S6 lwong hé so: 01 bo

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

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

g) Co quan thuc hién thi tuc hanh chinh: Uy ban nhan dan cip x4 noi
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cu trii ciia ngudi cha hodc nguodi me thyuc hién ding ky khai sinh két hop nhén
cha, me, con.

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

i) Két qua thuc hién thi tuc hanh chinh:

Giay khai sinh, Trich luc dang ky nhan cha, me, con (ban chinh); ban sao

G’iéy khai sinh, ban sao Trich lyc dang ky nhan cha, me, con (truong hop yéu cau
cap ban sao Giay khai sinh, ban sao Trich luc dang ky nhan cha, me, con).

k) L& phi: Dang ky khai sinh 5000 dong/lan; Pang ky nhan cha, me, con
10.000 dong/lan. Mien 1€ phi doi véi truong hop dang ky khai sinh ding han; nguoi
thudc gia dinh c6 cong vai cdch mang; nguoi thuoc ho nghéo; nguoi khuyet tat.

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

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

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

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

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

- Truong hop nam, nix chung séng voi nhau nhu vo chdng, khong dang ky két
hén, sinh con, ngudi con séng cling véi ngudi cha, khi nglml cha lam thu tuc nhan
con ma khéng lién hé duoc véi ngudi me thi khdng can ¢d y kién cua ngudi me trong
To khai dang ky nhan cha, me, con.

n) Can cu phép ly:

- Luat Hon nhan va gia dinh nam 2014;

- Luat Ho tich nam 2014;

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

- Nghi dinh so 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phu siza doi, bo
sung mot so dieu cua cac nghi dinh lién quan den viéc nop, xuat trinh so h¢g khau,
so tam tra giay khi thec hién tha tuc hanh chinh, cung cap dich vu cong;

~ -Thong tu sé 04/2020/TT-BTP ngay 28/5/2020 cua Bo Tu phap quy dinh chi
tiet thi hanh mét so dieu cua Luat HO tich,va Ngh,i diph s0 123/2015/ND-CP ngay
15/11/2015 cua Chinh phu quy dinh chi tict mot so dicu va bién phap thi hanh Luat

Ho tich;
- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 caa B Tai chinh quy dinh

muc thu, ché do thu, nop, qUan ly va sur dung phi khai thac, su dung thdng tin trong
co s dir liéu ho tich, phi xac nhan c6 qudc tich Viét Nam, phi xac nhan 1 ngudi goc
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Viét Nam, 1¢ phi qudc tich.

_- Thong tu sO 85/2019/TT-BTC ngay 29/11/2019 cua B6 Tai chinh husng
dz’lr] ve phi va I¢é phi thudc tham quyen quyét dinh caa Hoi dong nhan dan tinh, thanh
pho truc thudce Trung wong;

- Thong tu sﬁ 106/2021/TT-BTC ngay 26/11/2021 cua B Tai chinh sta
doi, bo sung mot so dicu cua Thong tu so 85/2019/TT-BTC ngay 29/11/2019 cua
B¢ Tai chinh huéng dan ve phi va 1€ phi thugc tham quyen quyet dinh cua Hoi
dong nhan dan tinh, thanh pho truc thudc Trung wong;

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

TO KHAI DPANG KY KHAI SINH
KINN QU Do

Ho, Chit dém, t8Nn NEUOT YEU CAU: ........oevieeeeeeeeeeeee et

Quan hé vai nguoi AugC Khai SINN: L.
Pé nghi co quan ding Ky khai sinh cho nguoi dwéi day:

[ LT 1 s (TR (=] RSSO
Ngay, thang, nam sinh: ........c.ccccooeeviiiiieniieeieeee, ghi bANG T oo

(@ TN T30 U= SRRSO
Ho, Chir dém, teN MGUOT ME: ..o
NAm Sinh: @, DAN tOC: ... QUABC tiCh: oo
INOT CU AT @) ettt ettt et e et e st et e et e et e st e st e et et e e et et esteaseresteebesteseens
Ho, Chir dém, t€n nguwoi CRa: ...
NaAm $inh: G DAN tOC: ... QUBC tiCh: oo,
INOT CU AT @) ettt st et e et e st et e et e st e st e st et e st et et et esteaserestesbesteseens
Tbi cam doan ndi dung dé nghi ding ky khai sinh trén day 1a dang sy that, duoc su thoa thuan
nhét trf ciia cac bén lién quan theo quy dinh phap luat.
T6i chiu hoan toan trach nhiém truéc phap luat vé noi dung cam doan cua minh.

Lamtai: ... , NEAY .o thang ......... nam ..............

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

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

(1) Ghi rd tén co quan ding ky khai sinh.

@ Ghi theo noi ding ky thuong trd; néu khong c6 noi ding ky thuong tra thi ghi theo
noi dang ky tam tra; truong hop khong co6 noi dang ky thuong tra va noi dang ky tam tru thi
ghi theo noi dang sinh song.

@) Ghi thong tin vé gidy to tly than cua nguoi di dang ky, ghi rd s, co quan cap, ngay
cap ho chiéu, chizng minh nhan dan hoic gidy to hop 1 thay thé (Vi du: Chang minh nhan
dan s6 001089123 do Cong an thanh ph Ha Noi cip ngay 20/10/2014).

® Trudng hop sinh tai co s¢'y té thi ghi rd tén co so'y té va dia chi tru 56 co sd' y té dob.

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

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

Trudng hop sinh ra ngoai co sd y té thi ghi dia danh caa 03 cap hanh chinh (x&, huyén,
tinh), noi sinh ra.

Vi du: xd Dinh Bang, huyén Tir Son, tinh Bic Ninh.

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

©) P¢& nghi danh ddu X vao 6 néu c6 yéu cau cap ban sao va ghi ro sb lugng.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI PANG KY NHAN CHA, ME, CON

KINN QUL @ttt sttt s e n s st

Ho, Chit dém, t&0 MEUOT YBU CAUS ....cvoveveeeeeeeeeeeeecececee et ss sttt sn s

Quan hé véi ngudi NAN Cha/ME/CON: @) ...t

Pé nghi co quan cong nhin nguoi cé tén dwéi day:

[ [T ol 1 e 1<) TR (< SRR

Ngay, thang, NAM SINN: ....ooiiiiiii e s b e s b et e e nbeesbeesnbeebees
GG NN e, DAN tOC: oo eeseeean QUAC TICN: e,

LA cua ngudi cé tén dwdi diy:

[ LT oL 1 v i 1<) TR (] SR

Ngay, thang, NAM SINN: ....oociiii et b e nnneenes
GG NN, DAN tOC: vt eeereeeeeeeeae QUAC HICH: e,

T6i cam doan viéc Nhan.........ccccoeeeeviieeiiiieeiineenn, noi trén 1a dung su that, ty nguyén, khong c6 tranh

chap va chiu trach nhiém trude phép luat vé cam doan cua minh.

Lam tai.....c.ccocenee. NQay ............ thang.........

Nguoi yéu cau

(Ky, ghi rd ho, chir dém, tén)

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

D& nghi cép ban sao ©: Co [] Khong []
SO lugng:.......... ban
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Cha thich:

(1) Ghi 16 tén co quan dang ky nhan cha, me, con;

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

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

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

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

® P¢ nghi danh ddu X vao 6 néu c6 yéu cau cap ban sao va ghi rd sb lugng.
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5. Thu tuc dang ky Khai tir
a) Trinh tw thuc hién

- Néu lra chon hinh thac nop hd so truc tiép, nguoi co yéu cau dang ky khai
ter nop hd so dang ky khai ttr tai Bo phan mot cira cia UBND cap xa c6 tham quyen
nop 1€ phi neu thuge truong hop phai nop 1€ phi dang ky khai tir; nop phi cap ban
sao Trich luc khai tir néu c6 yéu cau cap ban sao Trich luc khai ti.

- Néu lya chon hinh thic nop hd SO truc tuyén, ‘nguoi €O yéu cau dang ky
khai ti truy cap Cong dich vu cdng quéc gia hoac Cong dich vu cdng cap tinh,
ddng ky tai khoan (néu chua c6 tai khoan), X4c thuc ngudi dung theo hudng dan,
dang nhap vao hé thdng, xac dinh dang Uy ban nhan dan cap xa c6 tham quyén.

Nguoi ¢6 yéu cau ding ky khai tir truc tuyén cung cap thong tin theo biéu
mau dién tir tuong tac ding ky khai ttr (cung cap trén Cong dich vu cdng), dinh
kém ban chyp hoac ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop phi, 18
phi thdng qua chirc niang thanh toan truc tuyén hoic bang céach thuc khéc theo
quy dinh phap luat, hoan tat viéc nop ho so.

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

(i) Truong hop hd so déy du, hop 1¢ thi tiép nhan hﬁ) so; néu tiép nhan ho so
sau 15 gio thi o Phiéu hen, tra két qua cho ngudi o yéu cau trong ngay lam viéc tiép
theo (néu nguoi cd yéu cau lya chon hinh thirc nép ho so truc tlep) hoac gui ngay
Phiéu hen, tra két qua qua thu dién tir hodc gui tin nhan hen tra két qua qua dién
thoai di dong cho nguoi c6 yéu cau (néu nguoi ¢ yéu cau lya chon hinh thirc nop
hd so truc tuyén); chuyén hd so dé cong chic 1am cdng tac ho tich xir 1y.

- Sau khi tiép nhan ho so theo hinh thirc nop truc tiép, can bé tiép nhan hd
so tai B6 phan mot cira thuc hién s6 hoa (sao chup, chuyén thanh tai lidu dién tu
trén hé thong thong tin, co so dit liéu) va ky sb vao tai liéu, ho so giai quyét thi
tuc hanh chinh da duoc s6 hoa theo quy dinh.

(i) Truong hop hé‘so chua day du, hop 1€ thi c6 thong bao cho ngudi yéu
cau bo sung, hoan thién ho so, néu 13 loai giay to, noi dung can bo sung dé nguoi
€0 Yéu cau bo sung, hoan thién. Sau khi ho so dugc bo sung, thuc hién lai budc (i);

(iii) Truong hop nguoi ¢6 yéu cau dang ky khai tr khdng bo sung, hoan
thiép dugc hc‘) so thi bao cao Trudng bo phan mot cira ¢ théng bao tur choi giai
quyét yéu cau dang ky khai tir.

- Cong chire tu phép - ho tich tham tra ho so (tham tra tinh thong nhat, hop 16
cua cac thong tin trong hd so, gidy to, tai liéu do ngudi yéu cau ndp, xuat trinh hoidc
dinh kém).

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

+ Trudng hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi ¢ong chuc 1am cong tac
ho tich 1ap Phiéu xin 18i va hen lai ngay tra két qua, trong d6 néu rd Iy do cham
tra két qua va thoi gian hen tra ket qua, chuyén Bo phan mot cira dé tra cho ngudi
cd yéu cau (neu ngu:m ¢ yéu cau lua chon hinh thirc nop hé so truc tlep) hoac
gui Phiéu xin 15i va hen lai ngay tra két qua qua thu di€n tir hoac guri tin nhan qua
dién thoai di dong cho ngudi €6 yéu cau (néu ngudi c6 yéu cau lya chon hinh
thirc nop hd so truc tuyén).

+ Néu thay ho so day du, hop 18, ding quy dinh, truong hop tiép nhan ho so
dang ky khai tir theo hinh thuc truc tiép, thi cong chiic tu phap - ho tich thuc hién
viéc ghi vao So6 dang ky khai tir, cap nhat thong tin dang ky khai tir va luu chinh thic
trén Phan mém ding ky, quan ly ho tich dién tir dung chung.

Truong hop tiép nhan ho so dang ky khai tir theo hinh thirc tryc tuyén, cong
chirc tw phap - h¢ tich gui lai bi€u mau Trich luc khai tur dién tir véi thong tin day
du cho nguoi yéu cau qua thu dién tir hoac thiét bi so.

Nguoi yéu cau cd trach nhiém Kiém tra tinh chinh xac, day du cua céc thong
tin trén bieéu mau Trich luc khai tir dién tir va xac nhan (toi da mot ngay).

Néu ngudi ¢6 yu cau xac nhan thong tin da thong nhit, day du hosc khang
¢ phan hoi sau thoi han yéu cau thi cdng chirc tu phap - ho tich thuc hién viéc
ghi noi dung vao So déng ky khai tir, cap nhat thong tin déng ky khai tir va luu chinh
thurc trén Phan mém dang ky, quan ly ho tich dién tir dung chung.

- Cong chtre tu phap - ho tich in Trich luc khai tu, trinh Lanh dao UBND ky,
chuyén Bo phan mét cua tra két qua cho nguoi €O yéu cau.

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

b) Cach thirc thuc hién:

Nguoi c6 yéu cau dang ky khai tir truc tiép thuc hién hodc iy quyén cho
ngudi khac thuc hién nop hd so truc tiép tai Bo phan mot cira cia UBND cép xa
hodc gui ho so qua h¢ théng buu chinh hodc ndp ho so truc myén trén Cé)ng dich vu
cong qudc gia (https:/dichvucong.gov.vn) hodc Cong dich vu cong tinh Hai Duong
(https://dichvucong.haiduong.gov.vn).

¢) Thanh phan ho so:

- To khai ddng ky khai tir theo mau (néu ngudi c6 yéu cu lya chon nop hd
so theo hinh thurc truc ti€p);

- Biéu mau dién tur twong tac dang ky khai tr (do nguoi yéu cau cung cap

thong tin theo hudng dan trén Cong dich vu cong, néu nguoi co yéu cau lya chon
nop hd so theo hinh thire truc tuyen),
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- Ngudi ¢d yéu cau dang ky khai tir thuce hién viée ndp/xuit trinh (theo hinh
thire truc tiép) hoac tai Ién (theo hinh thirc truc tuyén) Cac giay to sau:

* Gidy to' phai nop:
- Gidy bao tir hogc gidy to thay thé Gidy bao tir do co quan c6 tham quyén cap.

- Gidy to, tai liéu, ching ctr do co quan, to chitc ¢ thim quyén cip hodc
xac nhan hop 1¢ ching minh su kién chét doi véi truong hop dang ky khai tir cho
nguoi chét da lau, khong c6 Gidy bao tir hoac giay to thay thé Giay bao tur.

- Vin ban oy quyén (dugc ching thuc) theo quy dinh cua phap luit trong
trudong hop Uy quyén thuc hién viéc dang ky khai tir. Truong hop ngudi co trach
nhiém dang ky khai tir uy quyén cho ngudi khac thuc hién viéc dang ky khai tir
ma nguoi duge iy quyén la 6ng, ba, cha, me, con, vo, chong, anh, chi, em rudt
clia ngudi Gy quyén thi vin ban iy quyén khong phai chimg thuc.

* Gidy to phai xuat trinh:

- Ho chiéu hoic Chimg minh nhan dan hodc Thé cin cudc cong din hoic
cac gidy to khac ¢ dan anh va thong tin ca nhan do co quan c6 thAm quyén cép,
con gia tri sir dung dé ching minh vé nhan than cia nguoi c¢6 yéu cau diang ky
khai tir. Truong hop cac thong tin ca nhan trong cac gidy to nay di cd trong
CSDLQGVDC, CSDLHTDT, duoc 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 chieng minh noi cu trii cudi cung ciia nguot chét déxdc dinh  tham
quyen trong truong hop co quan dang ky hé tich khong thé khai théc dwoc thong tin
vé noi cu trii cua cong dan theo cac phwong thirc quy dinh tai khoan 2 Diéu 14 Nghi
dinh so 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop cdc thong
tin vé glay to' chirng minh noi cu tri da dwoc khai thac tie Co so dir lieu quoc gia vé
dan cw bang cdc phwong thire ndy thi ngudi cé yéu cau khéng phdi xudt trinh (theo
hinh thitc truee tiép) hodc tdi lén (theo hinh thirc triec tuyén);

- Truong hop khong xac dinh dugce noi cu tra cudi ciing ctia ngudi chét thi
xuat trinh gidy t& ching minh noi ngudi d6 chét hodc noi phat hién thi thé cua
nguoi chét.

Truong hop gu:l ho so qua hé thong buu chinh thi phai gtri kém theo ban
sao 6 chang thuc cac giay to phai xuét trinh néu trén.

* Luuy

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

- D01 voi giay to ndp, xuat trinh néu nguoi yéu cau ndp ho so theo hinh
thire truc ti€p:
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+ Dbi vé6i giéy t& xudt trinh khi ddng ky ho tich, ngudi tiép nhan co trach
nhiém kiém tra, d6i chiéu véi thong tin trong to khai, chup lai hodc ghi lai thong
tin dé luu trong ho so va tra lai cho nguoi xudt trinh, khong duoc yéu cau ndp ban
sao hodc ban chup gidy to do.

+ Ngudi yéu cdu ding ky ho tich c6 thé ndp ban sao ching thuc tir ban
chinh hodc ban sao dugc cap tir s6 gbe hogc ban chyp kém theo ban chinh gidy to
dé dbi chiéu. Truong hop ngudi yéu cau ndp ban chup kem theo ban chinh gidy
t& thi nguoi tiép nhén cé trach nhiém kiém tra, ddi chiéu ban chup v0i ban chinh
va ky xac nhan, khong duoc yéu cau ngudi di ding ky nodp ban sao gidy to do.

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

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

+ Ban chyp cac gidy to gui kém theo ho so ding ky khai tir truc tuyén phai
bao dam 6 nét, day du, toan ven vé ndi dung, 13 ban chup bang may anh, dién thoai
hodc dugc chup, duge quét bang thiét bi dién tir, tir gidy to dugce cap hop 1€, con gia
tri stt dung; néu 1a gidy to do co quan co thim quyén nudc ngoai cip thi phai dugc
hop phéap hoa lanh su, dich sang tiéng Viét theo quy dinh, trir trudng hop dugc mién
hop phéap hoa lanh su.

+ Trudng hop gidy to, tai lidu phai giri kém trong hd so ding ky khai tir truc
tuyén da c6 ban sao dién tir hoiic da c6 ban dién tar gidy to ho tich thi nguoi yéu cau
duoc st dung ban dién ti nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Trich lyc khai tir/ban sao
Trich luc khai tir), nguoi c6 yéu cau dang ky khai tir phai xuat trinh gidy to tuy than,

ndp ban chinh cac gidy to 1a thanh phan ho so ding ky khai tir theo quy dinh phap
luat ho tich.

Truong hop nguot yéu cau dang ky khai tu khong cung cap dugc gidy to
néu trén theo quy dinh hodc glay to nop, xudt trinh bi tiy x0a, sira chita, lam gia
thi co quan ding ky ho tich c6 tham quyén huy bo két qua dang ky khai tir.

d) S6 lwong hé so: 01 bo

d) Thoi han giai quyét: Ngay trong ngay tiép nhan yéu cau, tru:orng hop nhan
ho so sau 15 gior ma khong giai quyét dugc ngay thi tra két qua trong ngay 1am viéc
tiép theo.

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

g) Co quan thuc hién tha tuc hanh chinh:

- Uy ban nhan dan cip x4 noi cu tri cudi cling cia nguoi chét thuc hién
viéc dang ky khai tu;
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- Uy ban nhan dan cap xa noi nguoi d6 chét hodc noi phat hién thi thé nguoi
chét thuc hién viéc dang ky khai tir trong trueong hop khong xac dinh dugce noi cu
trd cudi cing cua ngudi chét.

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

i) Két qua thuc hién thi tuc hanh chinh:
~ Trich lyc khai tir (ban chinh); ban sao Trich luc khai tir (truong hop yéu cau
cap ban sao Trich luc khai tw).

k) Lé phi: 5000 d¢ong/lan.

Mién 1¢ phi ddi véi truong hop ding ky khai tir dang han, nguoi thudc gia
dinh ¢6 cong véi cach mang; nguoi thudc hd ngheo; nguoi khuyeét tat.

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

) Mau don, miu to khai:

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

+ Bieu mau dién tir twong tac ding ky khai tir (néu np ho so theo hinh thirc
truc tuyen).

m) Can cwr phép ly:

- Luat Ho tich nam 2014;

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

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

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phui sia doi, bo
sung mot so dieu cua cac nghi dinh lién quan den viéc nop, xuat trinh so hg khau,
so tam tra giay khi thec hién tha tuc hanh chinh, cung cap dich vu cong;

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

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 ciia Bo Tu phéap quy dinh
chi tict mot so dieu va bién phap thi hanh Nghi dinh s6 87/2020/ND-CP ngay
28/7/2020 cua Chinh phu quy dinh vé Co s¢ dir liéu ho tich dién tir, dang ky ho
tich truc tuyen;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ciia B Tai chinh quy dinh

muc thu, ché do thu, nop, qUan ly va sur dung phi khai thac, su dung thdng tin trong
co s dir liéu ho tich, phi xac nhan c6 qudc tich Viét Nam, phi xac nhan 1 ngudi goc
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Viét Nam, 1 phi quéc tich;

_- Thong tu sO 85/2019/TT-BTC ngay 29/11/2019 cua B6 Tai chinh husng
dz’lr] ve phi va I¢é phi thudc tham quyen quyét dinh caa Hoi dong nhan dan tinh, thanh
pho truc thudc Trung wong;

- Thong tu sﬁ 106/2021/TT-BTC ngay 26/11/2021 cua B¢ Tai chinh sta
doi, bo sung mot so dicu cua Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua
B¢ Tai chinh huéng dan ve phi va 1€ phi thugc tham quyen quyet dinh cua Hoi
dong nhan dan tinh, thanh pho truc thuoc Trung wong;

- Nghi quyét s6 17/2016/NQ-HDND ngay 05/10/2016 ctia Hi dong nhan déan
tinh Hai Duong ban hanh Quy dinh muc thu, ché do thu, nop, quan ly va st dung
phi, 1€ phi trén dia ban tinh Hai Duong
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc l1ap - Tw do - Hanh phuc

TO KHAI PANG KY KHAI TU

KINN QU D) et
Ho, Chit dém, t81 NEUOT YEU CAU: ....oocccceoeeeoeeeeeeseeeseeeeseees oo esese st

N L CU T B oo e e e

QUAN NE VT NGUTT 8 CHELL .o
Pé nghi co quan diing ky khai tir cho ngudi ¢é tén dwéi day:

HO, Chilt @M, TEN: .ottt e et e e ee e eeeeeenee e
Ngay, thang, NAM SINN: ...cooiiiiii e
GiGi tinh: oo, DAN tOC: v veveeeeeeeeeeereeeeereeene QUABC tICN: v,

Da chét vao 10C: oo Qi o phlt, Ngay ... thang ........... NAM ..o
INOT CREL: .o
NGUYBN NNAN CREE: ..ot
S6 Giay béo tu/ Giay to thay thé Giay béo tir: @ ..o [ Y
......................................................................................................... CAP NQAY ....... thang ....... ndm .............
T6i cam doan nhirng ndi dung khai trén day la dang sy that va chiu trdch nhiém trudc phap
luat vé cam doan ciia minh.
Lam tai: .................., ngay ... thang ... nam............

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

(D) Ghi rd tén co quan ding ky khai ti.

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

) Ghi théng tin vé gidy to tiy than nhu: ho chiéu, chitng minh nhan dan hoic gidy
to hop 1é thay thé (vi du: Chirng minh nhan dan s6 001089123 do Céng an thanh phé Ha
Noi cap ngay 20/10/2004).

) Néu ghi theo Giay bao ttr, thi gach cum tir “Gidy t& thay thé Gidy bao tir”; néu
ghi theo s6 Giay to thay thé Gidy béo tir thi ghi rd tén, sé gidy to va gach cum tir “Gidy béo
ta”; truong hop khéng c6 thi muc nay dé tréng

®) Pé& nghi danh ddu X vao 6 néu c6 yéu cau cap ban sao va ghi ro sb lugng.
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6. Thi tuc dang ky khai sinh luu dong
a) Trinh ty thuc hién:

- Cong chirc tu phép - ho tich cdp xi duoc giao nhiém vu ding ky khai sinh
lru dong co trach nhiém chuan bi day du miu To khai dang ky khai sinh, gidy to
ho tich va diéu kién can thiét dé thuc hién dang ky luu dong tai nha riéng hoac tai
dia diém t6 chirc dang ky luu dong, bao dam thuan lgi cho ngudi dan.

Tai dia diém dang ky ho tich luu dong, cong chirc tu phap - hd tich hudng
dan nguoi yéu cau dién day du thong tin trong T khai dang ky khai sinh; kiém
tra cac gidy to lam co sé cho viéc dang ky khai sinh; viét Phi€u ti€p nhan ho so.

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

Sau khi CSDLQGVDC tra vé S6 dinh danh ca nhan, cong churc tu phap - ho
tich in Gidy khai sinh, trinh Lanh dao UBND ky Giay khai sinh d€ cap cho nguoi co
yeu cau.

- Cong chtre 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 dang ky luu dong; huong
dan ngudi yéu cau kiém tra ndi dung Gidy khai sinh va S6 dang ky khai sinh, ky,
ghi 1 ho, tén trong S6 dang ky khai sinh; tai muc “Ghi chi” trong S6 ding ky
khai sinh ghi r0 “Péang ky luu dong”.

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

*Luuy:

- Béi voi viée xac dinh ho, dan toc, dit tén cho tré:

+ Vlec xac dinh ho dan tdc, dat tén cho tré em phal phu hop véi phap luat
va yéu cdu giit gin ban sic dan tdc, tAp quan, truyén thdng van hoa tét dep cua
Viét Nam; khong dét tén qua dai, kho 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 toc, qué quan cta con dugc xac dinh theo
tap quan nhung phai bdo dam theo ho, dan toc, qué quan cua cha hodc me.

- Truong hop cho phep nguoi yéu cau dang ky ho tich 1ap van ban cam
doan vé ndi dung yéu cau dang ky ho tich thi co quan déng ky ho tich phai giai
thich rd cho nguoi 1ap van ban cam doan vé trach nhi€ém, hé qua phap ly cua viéc
cam doan khong dung sy that.
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_ 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, néu ¢6 co s& xac dinh ndi dung cam doan
khong dung su that.

b) Thanh phan hé so-

* Gidy to phai ndp:

- To khai dang ky khai sinh theo mau.

- Ban chinh Gidy chtng sinh; truong hop khong c6 Gidy chung sinh thi

ndp van ban cua nguoi lam ching xac nhén vé viée sinh; néu khong c6 nguoi 1am
chtmg thi phai c6 gidy cam doan vé viéc sinh;

- Truong hop khai sinh cho tré em sinh ra do mang thai hg phai c6 van ban
xac nhan cua co so 'y t€ da thuc hién ki thuat ho trg sinh san cho viéc mang thai hd.

* Gidy to phai xuit trinh:

- Ho chiéu hoic Chimg minh nhan dan hodc Thé cin cudc cong dan hoic
cac gidy to khac c6 dan anh va thong tin ¢4 nhan do co quan ¢6 tham quyén cap,
con gia tri st dung d€ chung minh vé nhan than ctia nguoi c6 yéu cau dang ky
khai sinh. Truong hop cac thong tin ca nhan trong cac giay to nay da co trong
CSDLQGVDC, CSDLHTDT, dugc hé thong dieén ty dong thi khong phai xuat trinh;

- Gidy to ¢ gid tri chitng minh thong tin vé cu trii trong truong hop co quan
dang ky hé tich khong thé khai théc dwoc thong tin Vé noi cu tri cua cong dan theo
cdc phwong thire quy dinh tai khoan 2 Diéu 14 Nghi dinh s 104/2022/ND-CP ngay
21/12/2022 cua Chinh ph. Truong hop cdc thong tin vé gidy to chung minh noi cu
trie da dwoc khai thac tir Co so dit ligu quoc gia vé din cw bang cdc phirong thirc
nay thi nguoi c6 yéu cau khong phai xudt trinh (theo hinh thirc truc tiép) hodc tdi
Ién (theo hinh thirc truc tuyén);

- Gidy ching nhén két hon néu cha, me da dang ky két hon. Truong hop da
c6 thong tin v€ viéc ket hon cua cha, me trong CSDLHTDT, CSDLQGVDC thi
khong phai xuat trinh.

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

e) Co quan thyc hién thi tuc hanh chinh: Uy ban nhan dan cép x4 noi cu
tri ctia ngudi cha hodc nguoi me.

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

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

- Déi véi truong hop dang ky khai sinh khong ding han: 5000 dong/lan.
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- Mién I¢ phi ddi voi trudng hop khai sinh ding han, nguoi thudc gia dinh c6
cbng vai cach mang; ngudi thudc hd ngheo; ngudi khuyeét tat.

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

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

Tré em sinh ra ma cha me bi khuyet tat, om bénh khang thé di dang ky khai
sinh cho con; cha me bi bat, tam giam hoac dang thi hanh an phat ti ma khéng cc}n
ong ba noi, ngoai va nguoi than thich khac hoac nhitng nguoi nay khong cé dicu
kién di dang ky khai sinh cho tré.

m) Can ctr phép ly:

- Luat HO tich nam 2014;

- Nghi dinh s0 123/2015/ND-CP ngay 15/11/2015 ctia Chinh pha quy dinh
chi tiét mot s6 diéu va bién phap thi hanh Luat HJ tich;

- Nghi dinh so 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phu siza doi, bo
sung mot so dieu cua cac nghi dinh lién quan den viéc nop, xuat trinh so h¢g khau,
so tam tra giay khi thec hién tha tuc hanh chinh, cung cap dich vu cong;

~ -Thong tu s{S 04/2020/TT-BTP ngay 28/5/2020 cua Bo Tu phap quy dinh chi
tiet thi hanh mot so dieu cua Luat Ho tjch,va Ngh,i diph s0 123/2015/ND-CP ngay
15/11/2015 cua Chinh phu quy dinh chi tiet mét so diéu va bién phép thi hanh Luat
Ho tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ciia Bo Tai chinh huéng
dan ve phi va I¢ phi thugc tham quyen quyet dinh cia Hoi dong nhan dan tinh, thanh
pho truc thude Trung wong;

- Thong tu s0 106/2021/TT-BTC ngay 26/11/2021 cia Bo Tai chinh sia
doi, bo sung mot so dicu cua Thong tw so 85/2019/TT-BTC ngay 29/11/2019 cua
B¢ Tai chinh huéng dan ve phi va I¢ phi thuoc tham quyéen quyet dinh cua Hoi
dong nhan dan tinh, thanh pho truc thuoc Trung wong.

- Nghi quyét s6 17/2016/NQ-HDND ngay 05/10/2016 ctia Hi dong nhéan dén
tinh Hai Duong ban hanh Quy dinh muc thu, ché do thu, nop, quan ly va st dung
phi, I¢ phi trén dia ban tinh Hai Duong.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Péc lap - Tw do - Hanh phuc

TO KHAI DPANG KY KHAI SINH
KINN QU @)

Ho, Chir dém, t8Nn NEUOT YEU CAUS ....ovvvevecececee ettt st es st
NOT CU T @) et ettt
GIAY T TUY thAN: @)oottt sttt sttt
Quan hé vai nguoi AugC Khai SINN: L.
Pé nghi co quan ding ky khai sinh cho ngwoi duéi day:

[ 0T 1 s (TR (=] o USRS
Ngay, thang, ndm sinh: ..........coccoiviiiniiiniiieee ghi bang ChI: oo

(@ 1= o[- OSSPSR
Ho, Chir dém, teN MGUOT ME: ..o
NAm Sinh: @, DAN tOC: ... QUABC tiCh: oo
DL a5 TR
Ho, Chir dém, t€n nguwoi CRa: ...
NaAm $inh: G DAN tOC: ... QUBC tiCh: oo,
J L D a5 TR
T6i cam doan ndi dung dé nghi diang ky khai sinh trén day 1a dung sy that, duoc su thoa thuan
nhat tri ctia cac bén lién quan theo quy dinh phép luat.
T6i chiu hoan toan trach nhiém truéc phap luat vé noi dung cam doan cia minh.

Lamtai: ......................... , NEAY ........... thang ......... nam ..............

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

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

(D) Ghi rd tén co quan ding ky khai sinh.

@ Ghi theo noi ding ky thuong trd; néu khong c6 noi ding ky thuong tra thi ghi theo
noi dang ky tam tra; truong hop khong co6 noi dang ky thuong tra va noi dang ky tam tru thi
ghi theo noi dang sinh song.

@) Ghi thong tin vé gidy to tly than cua nguoi di dang ky, ghi rd s, co quan cap, ngay
cap ho chiéu, chizng minh nhan dan hoic gidy to hop 1 thay thé (Vi du: Chang minh nhan
dan s6 001089123 do Cong an thanh ph Ha Noi cip ngay 20/10/2014).

) Truong hop sinh tai co sd y té thi ghi 1d tén co so'y té va dia chi tru 56 co sy té do.

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

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

Trudng hop sinh ra ngoai co sd y té thi ghi dia danh caa 03 cap hanh chinh (x&, huyén,
tinh), noi sinh ra.

Vi du: xd Dinh Bang, huyén Tir Son, tinh Bic Ninh.

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

©) P¢& nghi danh ddu X vao 6 néu c6 yéu cau cap ban sao va ghi ro sb lugng.
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7. Thi tuc déing ky két hon luu dong
a) Trinh tw thuc hién

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

- Tai dia diém dang ky két hon luu dong, cong chirc tu phap - ho tich co
trach nhiém kiém tra, xdc minh vé diéu kién két hon cua cac bén; huéng dan
nguoi dan dién diy du thong tin trong To khai ding ky két hon. Néu ho so day
du, hop 1€, cong chure tu phap - ho tich tiép nhan hd so viét Phiéu tiép nhén hd so.

- Sau khi tiép nhan ho so, cong chirc tu phap - ho tich bao cdo Chu tich Uy
ban nhan dan cap xi. Truong hop Chi tich Uy ban nhan dan dong y giai quyét
thi ky cdp 02 Gidy chimg nhan két hon cho nguoi c6 yéu cau. Cong chirc tu phap
- ho tich ghi n6i dung ding ky vao So6 diang ky két hon, huéng dan cac bén kiém
tra ndi dung Gidy chung nhan két hon va S6 dang ky két hon, cing cac bén nam,
nit ky vao S6 dang ky két hon, Giay chirg nhan két hon theo quy dinh; tién hanh
trao Gidy chimg nhan két hon cho cac bén tai dia diém ding ky luu dong. Tai muc
“Ghi chi” trong SO ding ky két hon ghi 16 “Pang ky luu dong”.

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

b) Thanh phan h so~

* Gidy to' phai ndp

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

* Gidy to phai xuit trinh

- Ho chiéu hodc Chiing minh nhan dan hoic Thé can cude ¢ong dan hoic
cac gidy to khéac c6 dan anh va thong tin ca nhan do co quan c6 tham quyén cap,
con gid tri st dung dé ching minh vé nhan than cta ngudi ¢ yéu cau ding ky
két hon. Truong hop céc thdng tin c& nhan trong céac gidy to nay da cé trong
CSDLQGVDC, CSDLHTDT, dugc hé théng dién ty dong thi khong phai xuat
trinh (theo hinh thire truc tiép) hoic tai 1én (theo hinh thuc truc tuyén);

- Gidy tor ¢6 gia tri ching minh thong tin vé cu trii trong trieong hop co' quan
ddng ky hé tich kndng thé khai théc duwoc thdng tin vé noi cur trii ciia cdng dan theo
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cdc phwong thire quy dinh tai khodn 2 Biéu 14 Nghi dinh sé 104/2022/ND-CP ngay
21/12/2022 ciia Chinh pha. Trueong hop céc thong tin vé gidy to: chitng minh noi cue
trii dé duwoc khai thac tir Co so dir liéu quoc gia vé dan cuw bang cdc phwong thirc
nay thi nguoi c6 yéu cau khéng phdi xudt trinh (theo hinh thac truc tiép) hodc tdi
Ién (theo hinh thezc tryc tuyén).

¢) S6 lwong hé so: 01 bo

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

d) Péi twong thuc hién thia tuc hanh chinh: Ca nhan

e) Co quan thuc hién thi tuc hanh chinh: Uy ban nhan déan cép xa noi cu
tru cua hai bén nam, nt.

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

h) Két qué thyc hién thi tuc hanh chinh: Giay chiing nhan két hon(ban
chinh), mdi bén vo, chong 01 ban.

i) Lé phi: Mién I¢ phi.
k) Mau don, miu to khai: To khai dang ky két hon.
) Yéu cau, diéu kién thuc hién thi tuc hanh chinh:

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

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

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

- Khéng 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;

+ Téo hon, cudng ép két hon, lira déi két hon, can tra két hon;

+ Nguoi dang c¢6 vg, ¢6 chdng ma két hon voi ngudi khéc hodc chwa co vo,
chua c¢6 chong ma két hdn vai ngudi dang co chong, €6 vo;

+ Két hdn gitra nhimg ngudi cling dong mau vé truc hé; gitra nhitng ngudi 6
ho trong pham vi ba doi; gitta cha, me nudi véi con nudi; gitra ngudi da tung la cha,
me nudi véi con nudi, cha chdng véi con dau, me vo vai con ré, cha dugng véi con
riéng cua vo, me ké véi con riéng cua chong;

* Nha nudc khong thtra nhan hdn nhan gitta nhitng nguoi cung giai tinh.
m) Can cwr phap ly:

- Luat Hon nhan va gia dinh ndm 2014;

- Luat HO tich nam 2014;
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- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ciia Chinh phii quy dinh
chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich;

- Nghi dinh s6 47/2020/ND-CP ngay 09/4/2020 cua Chinh phu vé quan 1y,
két ndi va chia sé dix lieu sb cua co quan nha nudc;

- Nghi dinh so 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phu siza doi, bo
sung mot so dieu cua cac nghi dinh lién quan den viéc nop, xuat trinh s6 h¢g khau,
so tam tra giay khi thec hién tha tuc hanh chinh, cung cap dich vu cong;

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

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

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo Tai chinh sta
d6i, b6 sung mot sb dicu cua Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cia
Bo Tai chinh hudng dan vé phi va Ié phi thuoc tham quyén quyét dinh caa Hoi
d6ng nhan dan tinh, thanh phd truc thuge Trung uong.
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CONG HOA XA HOQI CHU NGHIA VIET NAM

Poc 1ap — Tw do — Hanh phdc

TO KHAI PANG KY KET HON

1) )
KINN QU G

Thoéng tin Bén nir Ben nam

Ho, chir dém, tén

Ngay, thang, ndm sinh

Dan toc

Qudc tich

Noi cu tra @

Gidy to tity than ©

Kéth nlantha may

Chung t6i cam doan nhitng 101 khai trén day la ding su that, viéc két hon cua chting t61 1a ty nguyén, khong vi pham
quy dinh ctia Luat hon nhan va gia dinh Vi¢t Nam.

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

Dé nghi Quy co quan dang ky.

,NQAY ............. thang ........... nam..............
Bén nir Bén nam
(Ky, ghi rd ho, chir dém, tén) (Ky, ghi r6 ho, chir dém, tén)

Dé nghi cip ban sao®: C6 D Khéng L]
S6 luong: ... ban
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Chd thich:

M @ Truong hop 1am thu tuc ding ky két hdn c6 yéu té nuée ngoai, thi phai dén anh cuaa hai
bén nam, ni.

) Ghi 6 tén co quan dang ky két hon.

) Ghi theo noi ding ky thuong trd, néu khong ¢ noi dang ky thudng tra 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 sdng.

() Ghi thong tin vé gidy to tuy than nhu: ho chiéu, ching minh nhan dan hosc gidy to hop 1é
thay thé (vi du: Chitng minh nhan dan sb 001089123 do Céng an thanh phd Ha Noi cip ngay
20/10/1982).

®) P& nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi ro sb luong.
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8. Thu tuc dang ky Khai tir lwu dong
a) Trinh tw thuc hién

- COng chtc tu phap - ho tich dugc giao nhiém vu dang ky khai tir lvu dong
c6 trach nhiém chuan bi ddy da 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
t6 chirc ding ky lwu dong, bao dam thuan lgi cho ngudi dan.

- Tai dia d‘iém dang ky khai tur luu dong, cong chire tu phap - hé tich huong
dan nguoi yéu cau dién day du thong tin trong To khai dang ky khai tir, ki€m tra
cac giay to lam co sé cho viéc dang ky khai tir; viét Phi€u ti€p nhan ho so.

- Sau khi tiép nhan hd so, cong chirc tu phap - ho tich bao cdo Chu tich Uy
ban nhan dan cap xi. Truong hop Chi tich Uy ban nhan dan dong y giai quyét
thi cong chiic tu phép - ho tich thuc hién viéc ghi vao S6 dang ky khai tir, cap nhat
thong tin dang ky khai tir va luu chinh thirc trén Phan mém dang ky, quan 1y ho tich
dién tur ding chung, in Trich lyc khai tu, trinh Chu tich Uy ban nhan dan ky Trich
luc khai tir cAp cho ngudi c¢6 yéu cau.

- Cong chuc tu phap - ho tich dem theo Trich luc khai tur va S6 dang ky
khai tir dé tra ket qua cho ngudi c6 yéu cau tai dia diém dang ky luu dong; huong
dan ngudi yéu cau kiém tra ndi dung Trich luc khai tir va SO ding ky khai tu, ky,
ghi 10 ho, tén trong SH dang ky khai tir; tai muc “Ghi chu” trong SO dang ky khai
tor ghi r0 “Pang ky luu dong”.

- Truong hop nguoi yéu cau khong biét chir thi cong chire tu phéap - ho tich
truc ti€p ghi To khai, sau d6 doc cho nguoi yéu cau nghe lai noi dung va husng
dan nguoi do6 diém chi vao To khai. Khi tra ket qud, cdng chire tu phap - ho tich
doc lai noi dung Trich lyc khai tir cho ngudi yéu cau nghe va hudng dan nguoi
do6 diém chi vao So6 dang ky khai tt.

b) Thanh phan h so~

* Gidy to' phai nop

- To khai dang ky khai tir theo mau;

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

* Gidy to' phai xuét trinh

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

- Gidy to chimg minh noi cw trii cudi ciing cia nguoi chét dé xdac dinh
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tham quyén trong truong hop co quan dang ky hé tich khéng thé khai thac dwoc
théng tin vé noi cu trii ciia céng dan theo cdc phiong thire quy dinh tai khodn
2 Piéu 14 Nghi dinh sé 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phi,
Truong hop cdc théng tin vé gidy to chitng minh noi cu trii da dwoc khai théc
tir Co 56 di liéu quéc gia vé dan cw bang cdc phwong thire ndy thi nguoi cd
yéu cau khéng phdi xudt trinh (theo hinh thirc triee tiép) hodc tdi 1én (theo hinh
thike triec tuyén).

- Truong hop khong xac dinh duge noi cu tra cudi cling caa ngudi Chét thi
xuat trinh giay to ching minh noi nguoi d6 chet hodc noi phat hién thi the cua
nguoi chét.

¢) S6 lwgng hé so: 01 bo

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

d) Péi twong thuc hién thia tuc hanh chinh: Ca nhan

¢) Co quan thyc hién tha tuc hanh chinh:

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

- Uy ban nhéan dan cap xa noi ngudi d6 chét hodc noi phat hién thi the nguoi
chét thuc hién viéc dang ky khai tu trong truong hop khong xac dinh duge noi cu
tru cuoi cung cua ngudi chet.

g) Co quan phoi hop: Khong.
h) Két qua thuc hién tha tuc hanh chinh: Co quan quan ly CSDLQGVDC.
i) L& phi: 5000 dong/lan.

Mién 1& phi d6i vé6i truong hop dang ky khai tir dGing han; dang ky cho nguoi
thudc gia dinh c6 cong vai cach mang; nguoi thuoc ho nghéo; nguoi khuyet tat.

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

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

Ngudi chét khong c6 nguoi than thich, ngudi than thich khong séng cling
dia ban xa hoac 1a nguoi gia, yeu, khuyét tat khong di dang ky khai tir duoc.

m) Can cir phép ly:

- Luat HO tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh pht quy dinh

chi tiét mot s di€u va bién phap thi hanh Luat HJ tich;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phui sia doi, bo
sung mgt so dieu cua cac nghi dinh lién quan den viéc nop, Xuat trinh so ho khau,
so tam tra giay khi thec hién tha tuc hanh chinh, cung cap dich vu cong;
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- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ciia Bo Tu phap quy dinh chi
tiét thi hanh mot sé diéu cua Luat Ho tich va Nghi dinh s6 123/2015/ND-CP ngay
15/11/2015 caia Chinh phu quy dinh chi tiét mot sé diéu va bién phap thi hanh Luat
Ho tich;

- Théng tu sb 85/2019/TT-BTC ngay 29/11/2019 cua B Tai chinh hudng
dan vé phi va 1& phi thuoc tham quyén quyét dinh ciia Hoi dong nhan dan tinh, thanh
phé truc thudc Trung uong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo Tai chinh sta
d6i, bd sung mot sb diéu cua Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua
Bo Tai chinh hudng dan vé phi va Ié phi thuoc tham quyén quyét dinh caa Hoi
d6ng nhan dan tinh, thanh phé tryc 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 d6 thu, nop, quan Iy va si dung
phi, 1€ phi trén dia ban tinh Hai Duong.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Péc lap - Tw do - Hanh phuc

TO KHAI PANG KY KHAI TU

KINN QU @) et
Ho, Chit dém, t81 NEUOT YEU CAU ....oocccoooeoeeeeeeseeeseeesees oot

N L CU T B oo e

QUAN NE VT NGUTT A8 CHELL .ot
Pé nghi co quan diing ky khai tir cho ngudi ¢6 tén dwéi diy:

Ho, Chilt @M, TEN: .o te e e e e ee e eeenee e
Ngay, thang, NAM SINN: ....oociiiii e
GiGi tinh: oo, DAN tOC: v veveeeeeeeeeeereeeeereeene QUABC tICN: v,

Da chét vao 10C: oo Qi o phlt, Ngay ... thang ........... NAM ..o
DS 1R 1YL
NGUYBN NNAN CNEL: ..ot
S6 Gidy bao ti/ Gidy to thay thé Gidy bao tir: @ o A0
......................................................................................................... CA4p NQAY ....... thAng ... nam ...........
T6i cam doan nhirng ndi dung khai trén day la dang sy that va chiu trdch nhiém trudc phép
luat vé& cam doan ctia minh.
Lam tai: .o, ,ngay ... thang ........ nam

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

Dé nghi cip ban sao®: C6 |:|, Khoéng []
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Chu thich:

() Ghi rd tén co quan ding ky khai tir.

@ Ghi theo noi ding ky thuong tri; néu khong c6 noi ding ky thuong trd 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 séng.

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

) Néu ghi theo Giay béo tur, thi gach cum tir “Gidy to thay thé Gidy bao tu”; néu
ghi theo s Gidy to thay thé Gidy béo tu thi ghi rd tén, sb gidy to va gach cum tir “Gidy béo
ta”; truong hop khong c6 thi muc nay dé tréng

) P& nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd sb luong.
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9. Thi tuc dang Ky giam hg
a) Trinh tw thuc hién

- Néu lya chon hinh thic nop hd so truc tiép, ngudi ¢ yéu cau  dang ky gidm
ho nop hd so ding ky giam ho tai Bo phan mét cua cua UBND cap x& c6 tham
quyen; nop 1€ phi neu thudc truong hop phai nop 1€ phi dang ky giam ho; nop phi
cap ban sao Trich luc dang ky giam ho néu c6 yéu cau cap ban sao Trich luc diang
ky giam ho.

- Neu lya chon hinh thic ngp ho so truc tuyén, ngudi ¢ yéu cau dang ky
giam ho truy cap Cong dich vu céng quéc gia hodc Cong dich vu céng cap tinh,
dang ky tai khoan (neu chua 6 tai khoan), xac thuc nguoi dung theo huéng dan
dang nhap vao hé thong, xac dinh ding Uy ban nhan dan cap xa c6 tham quyen.

Nguoi c6 yéu cau dang ky giam ho truc tuyén cung cap théng tin theo biéu
mau dién tir twong tac dang ky giam ho (cung cap trén Cong dich vu cong), dinh
kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop phi, 18
phi thdng qua chirc niang thanh toan truc tuyén hoic bang céach thuc khéc theo
quy dinh phap luat, hoan tat viéc nop ho so.

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

(1) Truong hop ho SO day du, hop I¢ thi tiép nhan hé so, c6 Phiéu hen, tra két
qua cho nguoi c6 yéu cau (néu ngudi c6 yéu cau lua chon hinh thic nop hd so truc
tiép) hoac gui ngay Phiéu hen, tra két qua qua thu dién tir hoac gui tin nhin hen
tra két qua qua dién thoai di dong cho nguoi €6 yéu cau (neu ngudi ¢ yéu cau
lya chon hinh thac nop hé so truc tuyén), dong thai chuyén hd so dé cong chirc
lam cOng tac ho tich xu ly.

- Sau khi tiep nhan ho so theo hinh thirc ndp truc tiép, can bg tiép nhan ho
so tai Bo phén mot ctra thuc hién so hoa (sao qhup, chuyeén th@nh tai liéu dién tur
trén h¢ thong thong tin, co s¢ dit ligu) va ky so vao tai ligu, ho so giai quyet thu
tuc hanh chinh da dugc so hoa theo quy dinh.

(i) Truong hop hd so chua day du, hop 1€ thi c6 thong bao cho ngudi yéu

cau bo sung, hoan thi¢n hd so, néu 13 loai gidy to, ndi dung can bo sung dé nguoi
c6 yéu cau b sung, hoan thién. Sau khi hd so duoc bd sung, thyc hién lai budc (i);

(iii) Truong hop nguoi €6 yéu cau dang ky giam ho khong b sung, hoan
thién dugc ho so thi bao cdo Trudong bo phan mot cira ¢d thong bao tir chdi giai
quyét yéu cau dang ky giam ho.

- Cong chire tu phép - ho tich tham tra ho so (tham tra tinh thong nhat, hop 16
cua cac thong tin trong hd so, gidy to, tai liéu do ngudi yéu cau ndp, xuat trinh hoic
dinh kém).

+ Truong hop hd so can bo sung, hoan thién hodc khong du diéu kién giai
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quyét, phai tir choi thi giri thong béo ve tinh trang ho so toi B phan mot cira dé
thong bao cho ngudi nop ho so — thuc hién lai buac (ii) hoac (iii);

+ Trudng hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi ¢ong chuc 1am cong tac
ho tich 1ap Phiéu xin 18i va hen lai ngay tra két qua, trong d6 néu o Iy do cham
tra két qua va thoi gian hen tra ket qua, chuyén Bo phan mot cira dé tra cho ngudi
cd yéu cau (neu ngu:m ¢ yéu cau lua chon hinh thirc nop hé so truc tlep) hoac
gui Phiéu xin 15i va hen lai ngay tra két qua qua thu di€n tir hoac guri tin nhan qua
dién thoai di dong cho ngudi co yéu cau (néu ngudi c6 yéu cau lya chon hinh
thire nop hd so truc tuyén).

+ Néu thay yéu cau ding ky giam ho du diéu Kién theo quy dinh phép luat,
ho so day du, hop 18, dung quy dinh, truong hop tiép nhan hoé so dang ky giam ho
theo hinh thic truc tiép, thi cong chire tu phéap - ho tich thuc hién viéc ghi vao S6
dang ky giam ho, cap nhat thong tin dang ky giam ho va luu chinh thic trén Phan
mém ding ky, quan ly ho tich dién tr diing chung.

Trudng hop tiep nhan ho so ding ky giam ho theo hinh thirc truc tuyén, cong
ChL’I’C‘ tu phap - ho tich gui lai bieu mau Trich luc dang ky giam ho dién tu vai théng
tin day da cho nguoi yéu cau qua thu dién tir hoac thiét bi so.

Nguoi yéu cau cd trach nhiém kiém tra tinh chinh x4c, day du ctia cac thong
tin trén biéu mau Trich luc dang ky giam ho dién tir va xac nhan (ti da mot
ngay).

Néu nguoi c6 yéu cau xac nhan thong tin da thong nhat, day du hoic khong
c6 phan hdi sau thoi han yéu cau thi cdng chire tu phap - ho tich thuc hién viéc
ghi ndi dung vao S6 dang ky giam hg, cap nhat thong tin dang ky giam ho va luu
chinh thtc trén Phan mém dang ky, quan ly ho tich dién tir ding chung.

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

- Nguoi co yéu cau dang ky giam ho kiém tra théng tin trén Trich luc dang ky
gidm ho, trong So6 dang ky dang ky giam hg, Ky tén vao So dang ky giam hg, nhan
Trich luc dang ky giam ho.

b) Cach thic thuc hién:

Ngudi ¢ yéu cau dang Ky giam ho tryc tiép thuc hién hodc uy quyen cho
nguoi khac thue hién nop hd so truc tiép tai Bo phan mot ctra cua UBND cap xa
hoac gu’ll ho so qua h¢ thong buu chinh hodc ndp hp SO truc tuyen 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 phan ho so:

- Tos khai déng ky giam ho theo mAu (néu nguoi ¢6 yéu cau lya chon ndp ho
so theo hinh thtrc truc ti€p);
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- Biéu méu dién tr trong tac dang ky giam h¢ (do nguoi yéu cau cung cap
thong tin theo hudng dan trén Cong dich vu cong, néu ngudi co yéu cau lya chon
ndp hd so theo hinh thire truc tuyén);

- Nguoi c0 yéu cau ding ky giam ho thuc hién viée n@p/xpét trinh (theo
hinh thirc truc tiép) hoac tai 1én (theo hinh thirc truc tuyén) cac giay to sau:

* Giay to phai nop:

- Vian ban ctr ngudi giam ho theo quy dinh cua Bo luat Dan su ddi véi
truong hop dang ky giam ho cu.

- Gidy to ching minh diéu kién giam ho duong nhién theo quy dinh cua
B0 luét Dan sy doi voi truong hop dang ky giam ho duong nhién. Truong hop co
nhiéu nguoi cung du diu kién lam giam ho duwong nhién thi ndp thém véan ban
thda thuan vé viéc cir mdt ngudi lam giam hd duong nhién.

- Vin ban uy quyén theo quy dinh ctia phap luat trong trudng hop uy quyén
thue hién viée dang ky giam ho. Truong hop nguoi duge uy quyén la ong, ba,
cha, me, con, vo, chdng, anh, chi, em rudt ciia ngudi Gy quyén thi vin ban uy
quyén khong phai ching thuc.

* Gidy to phai xuat trinh:

- Ho chiéu hodc Chimg minh nhan dan hodc Thé cin cudc cong dan hodc
cac gidy to khac c6 dan anh va thong tin ca nhan do co quan ¢ tham quyen cap,
con gi tri sit dung dé ching minh vé nhan than cia nguoi co yéu cau dang ky
giam ho. Truong hop cac thong tin ca nhan trong cac gidy to nay da co trong

CSDLQGVDC, CSDLHTDT, dugc hé théng dién tu dong thi khong phai Xudt
trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thire truc tuyén);

- Glay to co gia tri chung minh thong tin vé cu trii trong truong hop co
quan dang ky hé tich khéng thé khai thdc dwoc théng tin vé noi cir trii ciia cong
ddn theo cdc phu"ong thirc quy dinh tai khoan 2 Piéu 14 Nghi dinh Sé
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop cdc thong tin vé
gidy to chu"ng minh noi cu tri da duoc khai thac tir Co so dir liéu quoc gia vé > dén
cw bang cdc phwong thirc nay thi nguoi co yéu cau khong phai xuat trinh (theo
hinh thirc truc tiép) hodc tdi Ién (theo hinh thirc truc tuyén);

Truong hop gui hQ so qua hé tl}ong buu chinh thi phai gui kém theo ban
sao cO chung thuc céac gidy to phai xuat trinh néu trén.

*Luuy

- D(’r)i’ v6i gidy to ndp, xudt trinh néu nguoi yéu cau ndp hd so theo hinh
thire truc ti€p:

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

tin dé luu trong ho so va tra lai cho nguoi xuat trinh, khong duogc yéu cau ndp ban
sao hodc ban chup gidy to do.
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+ Nguoi yéu cau dang ky ho tich co thé ndp ban sao ching thuc ttr ban chinh
hodc ban sao dugc cap tir s6 goc hodc ban chup kém theo ban chinh gidy to dé dbi
chiéu. Truong hop nguoi yéu cau ndp ban chup kem theo ban chinh gidy to thi
nguoi tiép nhan ¢ trach nhiém kiém tra, ddi chiéu ban chup vOi ban chinh va ky
xac nhan, khong duogc yéu cau ngudi di dang ky ndp ban sao gidy to do.

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

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

+ Ban chup cac gidy to giri kém theo hd so dang ky giam ho tryc tuyén phai
bao dam 6 nét, day du, toan ven vé ndi dung, 13 ban chup bang may anh, dién thoai
hodc dugc chup, dugc quét bang thiét bi dién tir, tir gidy to duoc cap hop 1€, con gia
tri stt dung; néu 1 gidy to do co quan co tham quyén nudc ngoai cip thi phai duge
hop phap héa lanh su, dich sang tiéng Viét theo quy dinh, trir truong hop duoc mién
hop phéap hoa lanh su.

+ Truong hop gidy to, tai liéu phai giri kém trong ho so ding ky giam ho truc
tuyén da c6 ban sao dién tir hodc da c6 ban dién tir gidy to ho tich thi nguoi yéu cau
dugc sir dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Trich lyc dang ky giam
ho/ban sao Trich luc ding ky giam ho), ngudi c6 yéu cau dang ky giam ho xuat trinh
gidy to tuy than, nop ban chinh cac giay to 1a thanh phan hé so dang ky giam ho theo
quy dinh phap luat ho tich.

Truong hop nguoi yéu Cau dang ky giam ho khong cung cap duoc giay to
néu trén theo quy dinh hoic giay to nop,, Xuat trinh bi tay x0a, sira chira, 1am gia
thi co quan ding ky ho tich c6 tham quyén hay bo két qua dang ky giam ho.

d) S6 lwong hd so: 01 bo

d) Thoi han giai quyét: 03 ngay 1am viéc.

e) Poi twong thuc hién thi tuc hanh chinh: Ca nhéan, phap nhan.

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

h) Co quan phoi hop: Khong.

i) Két qua thye hién thii tuc hanh chinh: Trich luc dang ky giam h¢ (ban

chinh), ban sao Trich luc dang ky giam ho (trudong hop yéu cau cap ban sao Trich
luc dang ky giam ho).

k) Lé phi: Mian 12 phi.

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

) Mu don, miu to khai:
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+ To khai ding ky giam ho (néu nop hd so theo hinh thirc truc tiép);

+ Biéu mAu dién tir twong tac ding ky gidm ho (néu nop ho so theo hinh thirc
truc tuyen).

m) Cin cwr phép ly:

- B6 luat Dan sy nam 2015;

- Luat Ho tich nam 2014;

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

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh phu quy dinh vé
Co s¢ dir licu ho tich dién t, dang ky ho tich truc tuyen;

- Nghj dinh s 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phui sira doi, bo
sung mgt so c?iéu cua Ccac nghi dinh lién quan den viéc nop, Xuat trinh so h¢g khau,
so tam tra giay khi thuc hién tha tuc hanh chinh, cung cap dich vu cong;

- Thong tu sé 04/2020/TT-BTP ngay 28/5/2020 cua Bo Tu phap quy dinh chi
tiet thi hanh mét so dieu cua Luat HO tjch,vé Ngh,i diph s0 123/2015/ND-CP ngay
15/11/2015 cua Chinh phu quy dinh chi tiet mét so diéu va bién phép thi hanh Luat
Ho tich;

- Thong tu s‘é 01/2022/TT-BTP ngay 04/01/2022 cia B Tu phép quy dinh
chi tiet mot so dieu va bién phap thi hanh Nghi dinh s6 87/2020/ND-CP ngay
28/7/2020 cua Chinh phu quy dinh vé Co s¢ dir liéu ho tich dién tir, dang ky ho
tich truc tuyen;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 caa Bo Tai chinh quy dinh
muc thu, ché do thu, nop, quan Iy va st dung phi khai thac, str dung théng tin trong
co so dir liu ho tich, phl xé&c nhan c6 qudc tich Viét Nam, phi xac nhan 1a nguoi goc
Viét Nam, Ié phi quéc tich;

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

- Thong tu sﬁ 106/2021/TT-BTC ngay 26/11/2021 cua Bo Tai chinh sta
doi, bo sung mot so dicu cua Thong tu so 85/2019/TT-BTC ngay 29/11/2019 cua
B¢ Tai chinh huéng dan ve phi va 1€ phi thugc tham quyen quyet dinh cua Hoi
dong nhén dan tinh, thanh pho truc thugc Trung vong.

- Nghi quyét s6 17/2016/NQ-HDND ngay 05/10/2016 ctia Hi dong nhéan déan
tinh Hai Duong ban hanh Quy dinh muc thu, ché do thu, nop, quan ly va st dung
phi, 1€ phi trén dia ban tinh Hai Duong.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc l1ap - Tw do - Hanh phuc

TO KHAI PANG KY GIAM HO
KINR GUTT D) e

Ho, Chit dém, t81 NEUOT YEU CAU: .....ooooeoeoeeeeeeeseesee oot
INOT CU T @) oo sssee et

Pé nghi co' quan ding ky viéc giam hd giira nhirng nguoi ¢é tén dwéi day:

Nguoi giam ho:

HO, CNTE AEM, T8N oo
Ngay, thang, NAM STNN: .....oooiii e
GiGi tinh: oo, DAN tOC: v veveeeeeeeeeeereeeeereeene QUABC tICN: v,

Nguwoi dwgc gidm h:

HO, CRTE AEM, T8N .o
Ngay, thang, NAM SINN: ....c.oiiiieiiccee et sre e e e sreeneas
GiGi tinh: oo, DAN tOC v vevereeeeeeeeeeeeereeeenn QUABC tiCh: e,

To6i cam doan nhirng ndi dung khai trén day la dang sy that va chiu trdch nhiém trudc phap
luat vé& cam doan ctia minh.
Lam tai: ................., ngay ... thang ....... nam ...

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

Dé nghi cip ban sao™: C6 |:|, Khoéng []
S6 lwong:...ban e
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Chu thich:

() Ghi 18 tén co quan dang ky gidm ho.

@ Ghi theo noi ding ky thuong trd, néu khong cé noi dang ky thuong tra thi ghi theo noi
dang ky tam tr; truong hgp khong co noi dang ky thuong tra va noi dang ky tam tra thi ghi theo
noi dang sinh séng.

®) Ghi thdng tin vé gidy to tuy than nhu: ho chiéu, chitng minh nhan dan hoic gidy to hop
& thay thé (vi du: Chitng minh nhan dan sé 001089123 do Céng an thanh ph Ha Nai cip ngay
20/10/2014).

@ P& nghi danh ddu X vao 6 néu c6 yéu cau cap ban sao va ghi rd sb lugng.
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10. Thi tuc déing ky chAm dit giam hé
a) Trinh tw thuc hién

- Néu Iy chon hinh thirc nop hd so truc tiép, nguoi €6 yéu cau dang ky cham
dut giam ho nop hd so déng ky cham dt giam hg tai Bo phan mét cira cia UBND
cap x4 c6 tham quyén; nop 1€ phi néu thudc truong hop phai nop 1¢ ph1 dang ky
cham dut giam ho; nop phi cap ban sao Trich luc dang ky cham dut giam ho néu
c6 yéu cau cap ban sao Trich luc dang ky cham dat giam ho.

- Néu Iya chon hinh thirc ngp ho so truc tuyén, ngudi c6 yéu cau ding ky
cham dut gidm ho truy cap Cong dich vu c6ng qudc gia hodc Céng dich vu cong
cap tinh, dang ky tai khoan (neu chua c6 tai khoan), xac thyc nguoi dung theo
hudng dan dang nhap vao hé théng, xac dinh ding Uy ban nhan dan cap xa c6
tham quyén.

Ngudi co yéu cau dang ky cham dut giam h tryc tuyén cung Cap thong tin
theo biéu mau dién tir twong tac dang ky cham dat giam ho (cung cap trén Cong
dich vu c6ng), dinh kém ban chup hoadc ban sao dién tir cac gidy to, tai liéu theo
quy dinh; nop phi, 1& phi théng qua chic nang thanh toan truc tuyén hoic bang
cach thirc khac theo quy dinh phap luat, hoan tat viéc nop ho so.

- Cén bd tiép nhan ho so tai Bo phan mot cura c6 trach nhiém kiém tra tinh
chinh xac, day du, thong nhat, hop I¢ cta ho so.

(i) Truong hop ho SO day du, hop I¢ thi tiép nhan hé so, c6 Phiéu hen, tra két
qua cho nguoi c6 yéu cau (néu ngudi c6 yéu cau lua chon hinh thic nop hd so truc
tiép) hoac gui ngay Phiéu hen, tra két qua qua thu dién tir hoac gui tin nhin hen
tra két qua qua dién thoai di dong cho nguoi €6 yéu cau (neu ngudi ¢ yéu cau
lya chon hinh thac nop ho so truc tuyén), dong thoi chuyén ho so dé cong chirc
lam cOng tac ho tich xu ly.

- Sau khi tiép nhan ho so theo hinh thirc nop truc tiép, can b tiép nhan hod
so tai B6 phan mot cira thuc hién s6 hoa (sao chup, chuyén thanh tai ligu dién tu
trén hé thong thong tin, co sé dit liéu) va ky sb vao tai liéu, ho so giai quyét thi
tuc hanh chinh da duoc s6 hoa theo quy dinh.

(i) Truong hop hd so chua day du, hop 1€ thi ¢6 thong bao cho ngudi yéu
cau bo sung, hoan thi¢n hd so, néu rd loai gidy to, ndi dung can bo sung dé nguoi
cd yéu cau bd sung, hoan thién. Sau khi hd so duoc bb sung, thuc hién lai buéc (i);

(iii) Truong hop nguoi ¢6 yéu cau dang ky cham dut giam ho khong bo
sung, hoan thién dugc ho so thi bao cdo Truseng bo phan mét cura ¢d thdng bao tur
choi giai quyét yéu cau dang ky cham dat giam ho.

- Cong chire tu phép - ho tich tham tra ho so (tham tra tinh thdng nhat, hop 18

cuia cac théng tin trong ho so, gidy to, tai liéu do ngudi yéu cau nop, xuat trinh hodc
dinh keém).
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~ + Truong hop hd so can bo sung, hoan thién hodc khong du dieu kién giai
quyet, phdi tir choi thi gui thong bao ve tinh trang ho so t6i Bo phan mot cura de
thong bao cho ngudi nop ho so — thuc hién lai buac (ii) hoac (iii);

+ Trudng hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chac 1am cong tac
ho tich 1ap Phiéu xin 18i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham
tra két qua va thoi gian hen tra ket qua, chuyén Bo phan mot cira dé tra cho ngudi
cd yéu cau (neu ngu:m ¢ yéu cau luya chon hinh thirc nop hé so truc tlep) hoac
gui Phiéu xin 15i va hen lai ngay tra két qua qua thu di€n tir hoac guri tin nhan qua
dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh
thire nop hd so truc tuyén).

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

Truong hop tiép nhan ho so dang ky cham dat giam ho theo hinh thac truc
tuyén, céng chirc tu phap - ho tich gui lai biéu mau Trich luc ding ky cham duat
giam ho dién ttr voi thong tin ddy du cho ngudi yéu cau qua thu dién tir hoac thiét
bi sb.

Nguoi yéu cau cd trach nhiém kiém tra tinh chinh x4c, day du ctia cac thong
tin trén biéu mau Trich luc dang ky cham dut gidm ho dién tir va xac nhan (tdi da
mot ngay).

Néu nguoi c6 yéu cau xac nhan thong tin da thong nhat, day du hoic khong
c6 phan héi sau thoi han yéu cau thi cong chirc tu phéap - ho tich thyc hién viéc
ghi ndi dung vao So dang ky cham dat giam ho, cap nhat thong tin dang ky cham
dut giam ho va luu chinh thirc trén Phan mém dang ky, quan Iy ho tich dién tir ding
chung.

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

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

b) Céach thic thuc hién:

Nguoi c6 yéu cau ding ky chdm dut giam ho tryc tiép thuc hién hodc ty
quyén cho nguoi khac thuc hién nop hd so truc tiép tai B phan mot ctra/ cua
UBND cap x4 hoic giri ho so qua hé thong buu chinh hoic ndp ho so truc tuyén trén
Cong dich vu cong quéc gia (https:/dichvucong.gov.vn) hodc Cong dich vy cong tinh
Hai Duong (https://dichvucong.haiduong.gov.vn).
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¢) Thanh phan ho so:

- T khai dang ky chdm dut giam ho theo mau (néu ngudi 6 yéu cau lua chon
ndp ho so theo hinh thure truc tiép);

- Biéu méu dién tir twong tac ding ky chim dat giam ho (do nguoi yéu cau
cung cap thong tin theo huong dan trén Cong dich vu cong, néu nguoi co yéu cau
lua chon ndp hd so theo hinh thic true tuyen),

- Nguoi ¢6 yéu cau ding ky chdm dit giam ho thyc hién viée ndp/xuat trinh
(theo hinh thirc truc ti€p) hodc tai Ién (theo hinh thirc truc tuyén) Cac giay to sau:

* Gidy to phai nop:
- Giay to lam can ctr cham dut giam ho theo quy dinh cta B luat Dan su.

- Vin ban ty quyén theo quy dinh ctia phap luat trong truong hop ty quyen
thue hién viéc dang ky cham dut giam ho. Truong hop nguoi duoc uy quyén la
ong, ba, cha, me, con, vo, chong, anh, chi, em rudt cia ngudi iy quyén thi vin
ban ty quyén khong phai ching thyc.

* Gidy to phai xuat trinh:

Ho chiéu hoidc Chtirg minh nhan dan hodc Thé cin cudc cong dan hodc
cac gidy to khac c6 dan anh va thong tin ca nhan do co quan ¢ tham quyen cp,
con gia tri st dung dé ching minh vé nhan than cta ngudoi co yéu cau dang ky
chdm dut giam ho. Trudng hop cac thong tin ca nhan trong cac giay to nay da céd

trong CSDLQGVDC, CSDLHTDT, duoc hé thdng dién tu dong thi khong phai
xuét trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thire truc tuyén).

Truong hop gui hQ so qua hé thong buu chinh thi phai gui kém theo ban
sao c6 chuang thuc cac giay to phai xuat trinh néu trén.

*Luuy

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

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

+ Nguoi yéu cau dang ky ho tich co thé ndp ban sao chimg thuc ttr ban chinh
hoic ban sao dugc cap tir s6 goc hodc ban chup kém theo ban chinh gidy to dé dbi
chiéu. Truong hop nguoi yéu cau ndp ban chup kem theo ban chinh gidy to thi
ngudi tiép nhan c6 trach nhiém kiém tra, d6i chiéu ban chup voi ban chinh va ky
xac nhén, khéng duoc yéu cau ngudi di ding ky ndp ban sao gidy to do.

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

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

+ Ban chup cac gidy to giri kém theo hb so dang ky chim dut giam ho tryc
tuyén phai bao dam rd nét, ddy du, toan ven vé ndi dung, 14 ban chup bang may anh,
dién thoai hodc dugc chup, dugc quet bang thiét bi dién tir, tir gidy to dugce cap hop
16, con gia tri st dung; néu 14 gidy to do co quan c6 tham quyén nudc ngoai cap thi
phai dugc hop phap hoa lanh sy, dich sang tiéng Viét theo quy dinh, trir trudng hop
duoc mién hop phap héa lanh su.

+ Truong hop gidy to, tai liéu phai guri kém trong hd so dang ky cham dut
giam ho truc tuyén da co ban sao dién tir hodc da c6 ban dién tir gidy to ho tich thi
ngudi Yéu cau dugc sir dung ban dién tir nay.

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

Truong hop nguoi ¢6 yéu cau ding ky cham dit gidm ho khdng cung cap
duoc giay to néu trén theo quy dinh hodc giay to nop, xuat trinh bi tay xoa, sua
chira, lam gia thi co quan dang ky h¢ tich c6 tham quyén huy bo ket qua dang ky
cham duat gidm ho.

d) S6 lwong hé so: 01 bo

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

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

g) Co quan thuc hién thii tuc hanh chinh: Uy ban nhan dan cap xa noi da
dang ky gidm ho trudc day.

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

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

k) L& phi: Mién I& phi.

- Phi cap ban sao Trich lyc dang ky cham dut giam ho (néu c6 yéu cau):
8.000dong/ban sao trich luc.

) Miu don, miu to khai:
+ T khai ding ky cham diat giam ho (néu nop hé so theo hinh thic truc tiép);

+ Biéu mﬁurdién tir twong tac dang ky cham dat giam ho (néu nop hé so theo
hinh thuc truc tuyén).
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m) Can ctr phép ly:

- B6 luat Dan sy nam 2015;

- Luat Ho tich nam 2014;

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

- Nghi dinh s6 87/2020/NP-CP ngay 28/7/2020 cua Chinh phu quy dinh vé
Co sd dir licu ho tich dién t, dang ky ho tich truc tuyeén;

- Nghj dinh so 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phui siza doi, bo
sung mgt so q’iéu cua cac nghi dinh lién quan den viéc nop, xuat trinh so h¢o khau,
so tam tra giay khi thuc hién tha tuc hanh chinh, cung cap dich vu cong;

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

- Thong tu s‘é 01/2022/TT-BTP ngay 04/01/2022 cua Bo Tu phéap quy dinh
chi tiet mot so dieu va bién phap thi hanh Nghi dinh so 87/2020/ND-CP ngay
28/7/2020 cua Chinh phu quy dinh vé Co s¢ dir liéu ho tich dién ti, dang ky ho
tich truc tuyen;

- Théng tu s0 281/2016/TT-BTC ngay 14/11/2016 cua B Tai chinh quy dinh
muc thu, ché do thu, nop, quan Iy va st dung phi khai thac, str dung théng tin trong

co so dir liu ho tich, phl xé&c nhan c6 qudc tich Viét Nam, phi xac nhan 1a nguoi goc
Viét Nam, Ié phi quéc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh hudng
dan vé phi va Ié phi thugc tham quyén quyét dinh caa Hoi dong nhan dén tinh, thanh
phd tryc thudc Trung wong;

- Théong tu s§ 106/2021/TT-BTC ngay 26/11/2021 cua B¢ Tai chinh sira
d6i, b6 sung mot sb diéu cua Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua
Bo6 Tai chinh hudng dan vé phi va Ié phi thuoc tham quyén quyét dinh caa Hoi
d6ng nhan dan tinh, thanh phd truc thuge Trung uong.

- 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 do thu, nop, quan ly va st dung
phi, 1€ phi trén dia ban tinh Hai Duong.
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Chu thich:

@) Ghi 13 tén co quan ding ky cham dit giam ho.

@ Ghi theo noi dang ky thuong trd, néu khong cé noi ding ky thudng trd 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 séng.

®) Ghi thdng tin vé gidy to tiy than nhu: ho chiéu, ching minh nhan dan hoic gidy to
hop 1é thay thé (vi du: Chirng minh nhan dan s6 001089123 do Céng an thanh phd Ha Noi cip
ngay 20/10/2014).

) Ghi 6 tén co quan dang ky giam h¢ trudc day (sb, ngay thang nam dang ky).

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

- Néu lya chon hinh thic nop hd so truc tlep, ngudi cO yéu cau ding ky thay
dbi, cai chinh, b sung théng tin ho tich nop hd so thay doi, cai chinh, bd sung
thong tin ho tich tai Bo phan mot cira caa UBND cap xa ¢ tham quyén; nop 1é phi
néu thudc truong hop phai nop 1€ phi thay doi, cai chinh, bo sung thong tin h¢ tich;
nop phi Cap ban sao Trich luc thay d6i, cai chinh, bd sung théng tin ho tich néu c6
yéu cau cap ban sao Trich luc thay d6i, cai chinh, b sung thdng tin ho tich.

- Néu lya chon hinh thitc nop hd so truc tuyen ngudi cO yéu Cau thay doi,
cai chinh, b sung thdng tin h¢ tich truy cap Cong dich vu cdng qudc gia hoic
Cong dich vu cong cap tinh, ding ky tai khoan (neu chua c6 tai khoan), xac thuc
ngudi dung theo husng dan dang nhap vao hé thong, xac dinh ding Uy ban nhan
dan cap x& c6 tham quyén.

Nguoi céd yéu cau dang ky thay dol cai chinh, bd sung théng tin ho tich
truc tuyen cung cap thdng tin theo biéu mau dién tir tuong tac thuc hién dang ky
thay ddi, cai chinh, b6 sung thdng tin ho tich (cung cap trén Cong dich vu cong),
dinh kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop
phi, 1& phi théng qua chirc nang thanh toan truc tuyén hoic bang cach thirc khac
theo quy dinh phap luat, hoan tat viéc nop hé so.

- Cén bd tiép nhan ho so tai Bo phan mot cura c6 trach nhiém kiém tra tinh
chinh xac, day du, thong nhat, hop I¢ cta ho so.

(i) Trudng hop hd so day da, hop 1€ thi tiép nhan hd so; néu tiép nhan ho so
sau 15 gio thi ¢6 Phiéu hen, tra két qua cho ngudi ¢ yéu cau trong ngay lam viéc tiép
theo (néu ngudi c6 yéu cau lya chon hinh thirc ndp ho so truc tiep) hoac gui ngay
Phiéu hen, tra két qua qua thu dién tir hogc gui tin nhan hen tra két qua qua dién
thoai di dong cho ngudi €6 yéu cau (néu nguoi co yéu cau lya chon hinh thirc nop
ho so truc tuyén); chuyén ho so dé céng chirc lam cong tac ho tich xir 1y.

- Sau khi tiep nhan ho so theo hinh thirc ndp truc tiep, can bg tiép nhan ho
so tai Bo phén mot ctra thuc hién so hoa (sao qhup, chuyeén th@nh tai liéu dién tur
trén h¢ thong thong tin, co s¢ dit ligu) va ky so vao tai ligu, ho so giai quyet thu
tuc hanh chinh da dugc so hoa theo quy dinh.

(i) Truong hop h(‘S‘SO’ chua day du, hop 1€ thi co thong bao cho nguoi yéu
cau bo sung, hoan thién ho so, néu rd loai giay to, ndi dung can bo sung dé nguoi
€0 yéu cau bo sung, hoan thién. Sau khi ho so dugc bo sung, thuc hién lai buac (i);

(iii) Truong hop ngudi c6 yéu cau ding ky thay ddi, cai chinh, bo sung
thdng tin h¢ tich khdng bo sung, hoan thién dugc ho so thi bao cao Truong bo
phan mot cura co thdng bao tir choi giai quyet yéu cau dang ky thay doi, cai chinh,
bo sung thong tin ho tich.

- COng chirc tu phap - ho tich tham tra ho so (tham tra tinh théng nhat, hop
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1& cua céc thong tin trong hd so, gidy to, tai liéu do ngudi yéu cau nop, xuat trinh
hoac dinh kém).

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

+ Trudng hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi ¢ong chuc 1am cong tac
ho tich 1ap Phiéu xin 18i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham
tra két qua va thoi gian hen tra ket qua, chuyén Bo phan mot cira dé tra cho ngudi
co yéu cau (neu ngu:m ¢ yéu cau luya chon hinh thirc nop hé so truc tlep) hoac
guri Phiéu xin 15i va hen lai ngay tra két qua qua thu di¢n tir hoac guri tin nhan qua
dién thoai di dong cho ngudi €6 yéu cau (néu ngudi c6 yéu cau lya chon hinh
thac nop hd so truc tuyén).

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

Trudng hop tiép nhan ho so dang ky thay d6i, cai chinh, bo sung thong tin
ho tich theo hinh thic truc tuyén, cong chire tu phap - ho tich gui lai biéu mau Trich
luc thay dbi/cai chinh/bd sung théng tin h tich, xac dinh lai dan toc dién ti voi
thong tin day du cho nguoi yéu cau qua thu dién tir hoac thiét bi s6.

Nguoi yéu cau cd trach nhiém Kiém tra tinh chinh xac, day du cua céc thong
tin trén bieu mau Trich luc thay doi/cai chinh/b6 sung thong tin hd tich, xac dinh
lai dan toc dién tur va xac nhan (t6i da mot ngay).

Néu nguoi c6 yéu cau xac nhan thong tin da thong nhat, day du hoic khong
c6 phan hdi sau thoi han yéu cau thi cdng chire tu phap - ho tich thuc hién viéc
ghi noi dung vao So dang ky thay doi, cai chinh, b sung théng tin ho tich, xac
dinh lai dan toc, cap nhat thong tin ding thay d6i, cai chinh, bd sung théng tin ho
tich va Iuu chinh thic trén Phan mém ding ky, quan ly ho tich dién tir ding chung.

- Cong chire tu phap - ho tich in Trich luc thay di/cai chinh/bd sung théng
tin ho tich twong ung, trinh Lanh dao UBND ky, chuyén Bo phan mét cua tra két
qua cho ngudi cO Yau cau.

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

Truong hop thay doi, cai chinh, bd sung thdng tin ho tich lién quan dén
Gidy khai sinh, Gidy chirng nhan két hon thi cng chuc tu phap - ho tich ghi noi
dung thay dbi, cai chinh ho tich vao Giy khai sinh, Giy ching nhan két hén; bo
sung théng tin ho tich vao muc tuong Gmg va dong dau vao noi dung bd sung.

Truong hop dang ky thay d6i, cai chinh ho tich khdng phai tai noi dang ky
ho tich trudc day thi Uy ban nhan dan cip x& phai théng bao bang vian ban kém
theo ban sao trich luc ho tich dén Uy ban nhan dan noi dang ky ho tich trude day
dé ghi vao S6 ho tich.

Truong hop noi dang ky hd tich truge day 1a Co quan dai dién thi Uy ban
nhan dan cap x& phai thong béo bang van ban kem theo ban sao trich luc ho tich
dén Bo Ngoai giao dé chuyén dén Co quan dai dién ghi vao Sé6 ho tich.

b) Céch thic thuc hién:

Ngudi co yéu cau diang ky thay d6i, cai chinh, b6 sung thong tin ho tich,
xac dinh lai dan tdc truc tiép thuc hién hoac uy quyén cho nguoi khac thuc hién
nop hd so truc tiép tai BO phan mot ctra cua UBND cép xa hodc gui hd so qua h¢
thong buu chinh hodc ndép hd so truc tuyén trén Codng dich vu cong qudc gia
(https://dichvucong.gov.vn) hoic Céng dich wvu cong tinh Hai Duong
(https://dichvucong.haiduong.gov.vn).

¢) Thanh phan ho so:

lai dan téc theo mau (néu nguoi co yéu cau lua chon nop hd so theo hinh
thire tryc ti€p);

- Biéu mAu dién tir trong tac thuc hién dang ky thay doi, cai chinh, bd sung
thong tin ho tich, xac dinh lai dan toc (do nguoi yéu cau cung cap thong tin theo

huéng dan trén Cong dich vu cong, néu ngudi co yéu cau lua chon ndp ho so theo
hinh thirc truc tuyen),

- Ngudi ¢6 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 truc tuyén) cac gidy to sau:

* Gidy to' phai ndp
- Giéy to lam can cu thay ddi, cai chinh, bd sung thong tin ho tich.

- Vin ban uy quyén theo quy dinh cta phap luat trong truong hop uy quyén
thue hién viée dang ky thay d6i, cai chinh, bo sung thong tin ho tich. Truong hop
nguoi dugc uy quyén la ong, ba, cha, me, con, vo, chdng, anh, chi, em rudt cua
ngudi Uy quyén thi vin ban uy quyén khong phai ching thuc.

* Gidy to phai xuét trinh

- HO chiéu hodc Chimg minh nhan dan hodc Thé can cudc cong dan hoac
cac giay to khac c6 dan anh va thong tin cd nhan do co quan c6 tham quyén cap,
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con gia tri st dung dé chtirng minh vé& nhéan than cua ngudi co yéu cau diang ky
thay ddi, cai chinh, bd sung thong tin ho tich, xac dinh lai dan tdc. Truong hop céac
thong tin ca nhan trong cac gidy to nay da c6 trong CSDLQGVDC, CSDLHTPDT,
duoc hé théng dién ty dong thi khong phai xuét trinh (theo hinh thuc truc tiép)
hoic tai 1én (theo hinh thirc truc tuyén);

- Gidy to ¢ gid tri chitng minh thong tin vé cu trii trong truong hop co quan
dang ky hé tich khéng thé khai théc duwoc thong tin Vé noi cu trii cua cong dan theo
cdc phirong thire quy dinh tai khodn 2 Diéu 14 Nghi dinh s 104/2022/ND-CP ngay
21/12/2022 cua Chinh ph. Truong hop cdc thong tin vé gidy to chitng minh noi cu
tru da duoc khai thac tiw Co so dit liu quoc gia vé ddn cu bang cdc phuong thirc
nay thi nguoi cé yéu cdu khong phai xudt trinh (theo hinh thirc triee tiép) hodc tdi
Ién (theo hinh thirc truc tuyén);

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

*Luuy

- Boi véi giay to ndp, xuat trinh néu ngudi yéu cau ndp ho so theo hinh
thure truc tiép:

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

+ Ngudi yéu cau ding ky ho tich co thé ndp ban sao ching thuc tir ban
chinh hoac ban sao duoc cép tr s6 géc hoac ban chup kém theo ban chinh giéy to
dé d6i chiéu. Trudng hop nguoi yéu cau nop ban chup kém theo ban chinh giay
to thi nguoi tiép nhén c6 trach nhiém kiém tra, d6i chiéu ban chup v6i ban chinh
va ky xdc nhan, khong duoc yéu cau ngudi di ding ky nop ban sao gidy to do.

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

- Pdi véi gidy to giri kém theo néu ngudi yéu cau ndp ho so theo hinh thic
truc tuyén:

+ Ban chyp céc gidy to giri kém theo ho so ding ky dang ky thay doi, cai
chinh, b6 sung thong tin ho tich truc tuyén phai bao dam 16 nét, day du, toan ven vé
noi dung, la ban chup bang may anh, dién thoai hodc dugc chup, dugc quet bang
thiét bi dién tir, tir gidy to dugc cap hop 18, con gié tri sir dung; néu 1a gidy to do co
quan co tham quyén nudc ngoai cap thi phai dugc hop phap hoa lanh sy, dich sang
tiéng Viét theo quy dinh, trir truong hop duge mién hop phap hoa lanh su.

~ +Truong hop gidy to, tai liéu phai guri kem trong hd so dang ky dang ky thay
doi, cai chinh, b6 sung théng tin ho tich truc tuyén da c6 ban sao dién tir hoac da co

76



ban dién ttr gidy to ho tich thi ngudi yéu cau duogc sir dung ban dién tir nay.

~ +Khi dén co quan dang ky ho tich nhan két qua (Trich lyc thay df)i/ cai chinh/
bo sung thdng tin h¢ tich hoac ban sao Trich lyc thay doi/cdi chinh/bo sung thong
tin hd tich), nguoi o yéu cau dang ky thay doi, cai chinh, bo sung thong tin ho
tich xuat trinh giay to tuy than, nop cac giay to la thanh phan ho so déng ky thay
doi, cai chinh, bo sung théng tin ho tich theo quy dinh phap luat ho tich.

Truong hop ngudi yéu cau dang ky co yéu Cau dang ky thay d6i, cai chinh,
bd sung thong tin ho tich khdng cung cap duoc gidy to néu trén theo quy dinh
hoac glayvto nop, Xuat trinh bi tay x0a, stra chira, lam gia thi co quan dang ky h
tich c6 tham quyén hay bo két qua dang ky thay doi, cai chinh, bo sung théng tin
ho tich..

d) S6 lwong hd so: 01 bo

d) Thoi han giai quyét:

- 03 ngay lam viéc ddi voi yéu cau thay doi, cai chinh ho tich; truong hop phii
xac minh thi thoi han giai quyét khdng qua 06 ngay lam viéc.

- Ngay trong ngay lam viéc doi voi yéu cau bo sung théng tin ho tich, truong
hop nhan hé so sau 15 gio ma khéng giai quyét duoc ngay thi tra két qua trong ngay
lam viéc tiép theo.

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

g) Co quan thuc hién tha tuc hanh chinh:

- Uy ban nhan dén cip xa noi da dang ky h tich trude day hogc Uy ban nhén
dan cap xa noi cu tri cua ngudi €0 Yéu cau co tham quyen giai quyet viée thay doi,
cai chinh cho ngudi chua da 14 tudi, bo sung ho tich cho cong déan Viét Nam cu trt
¢ trong nuoC.

-Uy ban nhan dan cép xa noi dé ding ky khai tir trudc ddy thuc hién viéc cai
chinh noi dung dang ky khai tr.

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

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

k) Lé phi: 10.000 dong/lan.

Mién I¢ phi cho ngudi thue gia dinh c6 cong vai cach mang; ngudi thuge ho
ngheo; nguoi khuyet tat.

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

) Méu don, miu to khai:

+ To khai dang ky thay doi, cai chinh, b6 sung thong tin ho tich, xac dinh lai
dan toc (néu nop ho so theo hinh thire truc tiep);
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+ Biéu mau dién tir trong tac thyuc hién ding ky thay déi, cai chinh, b sung
thong tin ho tich, xac dinh lai dan toc (néu nop ho so theo hinh thirc truc tuyen).

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

+ Vi¢c thay ddi ho, chir dém, tén cho nguoi dudi 18 tudi phai co su déng y
cua cha, me¢ ngudi do6 va dugc thé hién ro trong To khai; doi véi nguot tir du 9
tuoi trd 1€n thi con phai cé su dong ¥ cia nguoi do.

+ Viéc cai chinh ho tich chi dugc giai quyét sau khi c6 du cdn ci dé xac
dinh c6 sai sot do 161 cua cong chirc 1am cong tac ho tich hodc cua nguoi yeéu cau

dang ky h¢ tich; khong cai chinh n6i dung trén gidy to ho tich da duoc cip hop 18
nham hop thirc hoa thong tin trén ho so, gidy td ca nhan khac.

ot Gidy to ho tich quy dinh di c4p cho ca nhéan theo quy dinh ctia phap luat
ve€ ho tich trude ngay 01/01/2016 (ngay Luat Ho tich co hiu luc) co gia tri su
dung ma khong phai bo sung thong tin ho tich con thi€u so vdi biéu mau ho tich
hién hanh.

+ G1ay t& ho tich dugce cap hop 18 ke tir ngay 01/01/2016 ma thong tin ho
tich con thleu thi dugc bd sung, néu c6 gidy to, tai liéu do co quan, to chitc cb
tham quyén cip hop 18 chtirng minh.

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

n) Can cu phép ly:

- Luat Ho tich nam 2014;

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

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

- Nghj dinh s 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phui siza doi, bo
sung mot so dieu cua cac nghi dinh lién quan den viéc nop, Xuat trinh so h¢o khau,
so tam trua giay khi thuc hién thu tuc hanh chinh, cung cap dich vu cong;

- Théng tu S(f) O4/2020/TT—BTP ngay 28/5/2020 cua B6 Tu phap quy dinh chi
tiet thi hanh mét so dieu cua Luat HO tich,va Ngh,i diph s0 123/2015/ND-CP ngay
15/11/2015 cua Chinh phu quy dinh chi tict mét so dicu va bién phap thi hanh Luat
Ho tich;

- Thong tu s‘é 01/2022/TT-BTP ngay 04/01/2022 cua Bo Tu phap quy dinh
chi tict mot so dieu va bién phap thi hanh Nghi dinh s6 87/2020/ND-CP ngay
28/7/2020 cua Chinh phu quy dinh vé Co s¢ dir liéu ho tich dién tir, dang ky ho
tich truc tuyen;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ciia Bo Tai chinh quy dinh
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muc thu, ché do thu, nop, qUan ly va sir dung phi khai thac, su dung thdng tin trong
co s¢ dit liéu h¢ tich, phi xac nhan c6 quédc tich Viét Nam, phi x&c nhan 1a nguoi goc
Viét Nam, 1¢ phi quéc tich;

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

- Thong tu s& 106/2021/TT-BTC ngay 26/11/2021 cua B Tai chinh sira
ddi, bd sung mot sb diéu cua Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua
Bo Tai chinh hudng dan vé phi va Ié phi thuoc tham quyén quyét dinh caa Hoi
d6ng nhan dan tinh, thanh phd truc thuge Trung uong.

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

TO KHAI PANG KY VIEC THAY POI, CAl CHINH,
BO SUNG THONG TIN HQ TICH, XAC PINH LAI DAN TQC
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Quan hé véi ngudi duoc thay dbi, cai chinh, xac dinh lai dan toc, bo sung thong tin ho tich:.........
Pé nghi co quan dAng KY VIEC ) ..ot e
cho nguoi cé tén dwdi day:
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GiGi tinh:..oceeeeen DAN TOC v eeeeeeeeeeeeeeeeeee et ee e eee e, QUABC LHCH: oo,
NOT CU T B) ottt ettt ettt n ettt ettt ettt en e
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T6i cam doan nhiing noi dung khai trén day 1a ding su that va chiu trach nhiém truéc phap luat vé cam
doan ctia minh.

Dé nghi cip ban sao®: C6 L] Khong [ s6 luong:........... ban(®
Lam tai: oo , NQAY ......... thang ........ nam .......
Nguoi yéu cau
(Ky, ghi rd ho, chr dém, tén)
Y kién ciia nguoi dugc thay ddi ho, chit dém, tén Y kién cua cha va me (néu thay doi ho, chi
(néu ngudi do tir i 9 tuoi tro 1én); xéc dinh lai dém, tén cho nguoi dudi 18 tudi)
dé.[] toc (néu nguoi do tir da 15 tudi dén dudi 18
tuoi)



Chu thich:

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

@ Ghi theo noi dang ky thuong tri; néu khong cé noi dang ky thudng trl thi ghi theo noi
dang ky tam trt; truong hop khong c6 noi dang ky thuong tra va noi dang ky tam tra thi ghi theo
noi dang sinh song.

® Ghi thong tin vé gidy to tiy than, ghi o s6, co quan cip, ngay (;ép hé chiéu, chirmg minh
nhan déan hodc gidy to hop 1¢ thay thé (Vi du: Chimg minh nhén dan s6 001089123 do Céng an
thanh pho Ha Noi cap ngay 20/10/2004).

™) Ghi rd noi dung loai viéc dé nghi dang ky.

7 Vi c}u: thay d?)i ho, tén/ cai chinh ph?ln khai vé chit dém cua nguoi me/ xac dinh lai dan toc/
bo sung phan khai vé nam sinh cta nguoi cha.

®) Ghi 16 loai viéc ho tich da dang ky trude day c6 lién quan.

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

©) Ghi 16 n6i dung thay ddi, cai chinh ho tich, bd sung thong ho tich, xac dinh lai dan toc

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

- Puogc cai chinh nam sinh tir 1975 thanh 1976
(M Pé nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd s luong.
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12. Thi tuc cip Gidy xac nhén tinh trang hdn nhan
a) Trinh tw thuc hién

- Néu lya chon hinh thiic nop hd SO truc tiép, nguol c6 y8u cau cap Gidy xac
nhan tinh trang hén nhan nop hd so yeu cau Cap Glay xac nhan tinh trang hon nhan
tai B6 phan mét cira cia UBND cap xa c6 tham quyén; nop 1é phi néu thudc truong
hop phai ndp 1é phi cap Gidy xac nhan tinh trang hén nhan.

- Néu lya chon hinh thac nop hé so truc tuyén, nguoi €6 yéu cau cap Giay
xac nhan tinh trang hon nhan truy cap Cong dich vu céng qudc gia hoac Cong dich
vu cOng cap tinh, dang ky tai khoan (neu chua c6 tai khodn), xac thue nguoi dung
theo hudng dan dang nhap vao hé thdng, xac dinh ding Uy ban nhan dan cap xa
c6 tham quyén.

Nguoi c6 yéu cau cap Gidy xac nhan tinh trang hon nhan truc tuyén cung
cap théng tin theo biéu mau ho tich dién tir twong tac cap Gidy xac nhan tinh trang
hon nhan (cung cap trén Cong dich vu cdng), dinh kém ban chup hoac ban sao dién
tir cac gidy to, tai liéu theo quy dinh; nop phi, 1¢ phi thdng qua chic ning thanh
todn truc tuyén hoac bang cach thire khac theo quy dinh phap luat, hoan tat viéc
nop ho so.

- Cén bd tiép nhan ho so tai Bo phan mot cura c6 trach nhiém kiém tra tinh
chinh xac, day du, thong nhat, hop I¢ cta ho so.

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

- Sau khi tiép nhan ho so theo hinh thirc nop truc tiép, can b tiép nhan hod
so tai B6 phan mot cira thuc hién s6 hoa (sao chup, chuyén thanh tai lidu dién tu
trén hé thong thong tin, co sé dit liéu) va ky sb vao tai liéu, ho so giai quyét thi
tuc hanh chinh da duoc s6 hoa theo quy dinh.

(i) Truong hop hd so chua day du, hop 1€ thi c6 thong bao cho ngudi yéu
cau bo sung, hoan thi¢n hd so, néu 13 loai gidy to, ndi dung can bo sung dé nguoi
cd yéu cau b sung, hoan thién. Sau khi ho so dugc bo sung, thuc hién lai budc (i);

(iii) Néu nguai c6 Yyeéu cau cap Gidy xéac nhan tinh trang hon nhan khong bo
sung, hoan thién dugc hd so thi bao cdo Tru:cmg bo phan tiép nhan hd so c6 van
ban tir chdi giai quyét yéu cau cap Gidy xac nhan tinh trang hdn nhan.

- Cong chure tu phép - ho tich tham tra hd so (tham tra tinh thdng nhat, hop 16
ctia cac théng tin trong ho so, gidy to, tai liéu dinh kém).

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

+ Trudng hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi ¢ong chuc 1am cong tac
ho tich 1ap Phiéu xin 18i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham
tra két qua va thoi gian hen tra ket qua, chuyén Bo phan mot cira dé tra cho ngudi
cd yéu cau (neu ngu:m ¢ yéu cau lua chon hinh thirc nop hé so truc tlep) hoac
gui Phiéu xin 15i va hen lai ngay tra két qua qua thu di€n tir hoac guri tin nhan qua
dién thoai di dong cho ngudi co yéu cau (néu ngudi c6 yéu cau lya chon hinh
thire nop hd so truc tuyén).

* Truong hop ngudi Yéu cau xac nhan tinh trang hon nhan da timg dang ky
thuong trd tai nhiéu noi khac nhau thi ngudi dé 6 trach nhiém chang minh vé
tinh trang hén nhan caa minh. Trudng hop ngudi yéu cau khdng ching minh duoc
thi céng churc tu phap - ho tich béo cao Chi tich Uy ban nhan dan cap xa ¢ van
ban dé& nghi Uy ban nhan dan cap xa noi nguoi d6 da timg dang ky thuong trd
tién hanh kiém tra, xac minh vé tinh trang hén nhan cia ngudi do.

Sau khi nhan dugc van ban dé nghi, Uy ban nhan déan cap xa duoc yéu cau,
tién hanh kiém tra, x4c minh va tra 15i bang van ban vé tlnh trang hén nhan trong
thoi gian thuong trd tai dia phuong ctia ngudi ¢6 yéu cau.

Néu két qua kiém tra, x4c minh cho thdy ngudi yéu cau c6 du diéu kién, viéc
cap Gidy xac nhan tinh trang hon nhan 1a Pphu hop quy dinh phap luat hodc sau thoi
han 20 ngay ké tir ngay gui van ban yeu cau xac minh ma khéng nhan duoc van ban
tra 16i thi cho phép nguoi yéu cau cap Gidy xac nhan tinh trang hon nhén c6 van ban
cam doan vé tinh trang hén nhan caa minh.

* Trudng hop ngudi yéu cau cap lai Gidy xac nhan tinh trang hon nhan dé
két hon ma khong nop lai dugc Gidy xac nhan tinh trang hén nhan di duoc cap
trudc day, thi ngudi yéu cau phai trinh bay rd Iy do khéng nop lai duoc Giay xéac
nhan tinh trang hdn nhan. Trong thoi han 03 ngay lam viéc ké tir ngay tiép nhan
hd so, co quan ding ky ho tich ¢6 vin ban trao d6i véi noi dy dinh dang ky két
hén trude day dé xac minh. Trudng hop khong xac minh dugc hoic khéng nhan
dugc két qua xac minh thi co quan ding ky ho tich cho phép nguoi yéu cau lap
van ban cam doan vé tinh trang hén nhan.

- Truong hop tiép nhan hé so cap Gidy xac nhan tinh trang hon nhan theo
hinh thic truc tiép, thi cdng chirc tu phap - ho tich thuc hién viéc cap nhat théng tin
x&c nhan tinh trang hon nhan va luu chinh thac trén Phan mém dang ky, quan Iy ho
tich dién tir dung chung.

Truong hop tiép nhan ho so xac nhan tinh trang hén nhan theo hinh thic truc
tuyen, cong chure tu phap - ho tich gui lai biéu mau Giay xac nhan tinh trang hon
nhan dién tir voi thong tin day du cho ngudi yéu cau qua thu dién tir hoac thiét bi so.
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Ngudi yéu cau cd trach nhiém kiém tra tinh chinh x4c, ddy du cua céc thong
tin trén biéu mau Giay xac nhan tinh trang hon nhan dién tir va xac nhan (toi da
mot ngay).

Néu nguoi c6 yéu cau xac nhan thong tin da thdng nhat, day du hoic khong
c6 phan hdi sau thoi han yéu cau thi cdng chirc tu phap - ho tich cap nhat théng
tin xac nhan tinh trang hén nhan va luu chinh thic trén Phan mém dang ky, quan
ly ho tich dién tir dung chung.

- Cong churc tu phap - ho tich in Gidy xac nhan tinh trang hdn nhan, trinh Lanh
dao UBND ky, chuyén téi B phan mot cira dé tra két qua cho ngudi ¢d yéu cau.

-,Nguorl c6 y&u cau cap Gidy xac nhan tinh trang hdn nhan kiém tra thdng tin
trén Giay xac nhan tinh trang hén nhan, nhan Giay xac nhan tinh trang hon nhan.

b) Cach thirc thuc hién:

Nguoi co yéu cau cap Gidy xac nhan tinh trang hén nhan tryc tiép thuc
hién hoac ay quyén cho ngudi khac thuc hién nop ho so truc tiép tai Bo phan mot
ctra caa UBND cap xa hoic giri hd so qua hé théng buu chinh hoic nop ho so truc
tuyén trén Cong dich vu céng qudc gia (hitps://dichvucong.gov.vn) hoic Cong dich
vu cdng tinh Hai Duong (https://dichvucong.haiduong.gov.vn)..

¢) Thanh phan ho so:

- To khai cap Gidy xac nhan tinh trang hon nhan (néu nguoi c6 yéu cau lya
chon nop ho so theo hinh thirc truc tiep);

- Biéu mau dién tir twong tac cap Gidy xac nhan tinh trang hdn nhan (do
ngu’O’I yéu Cau cung Cap thong tin theo hudng dan trén Cong dich vy céng néu nguoi
cd yéu cau lya chon ndp hd so theo hinh thic tryc tuyén).

- Nguoi c6 yéu cau cap Gidy xac nhén tinh trang hon nhan thyc hién viée
nop/xudt trinh (theo hinh thire truc tiep) hodc tai 1én (theo hinh thuce tryc tuyen)
cac giay to sau:

* Giay to phai nop:

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

- Cong dan Viét Nam da ly hon, hity viéc két hon & nudc ngoai thi phai nop
ban sao Trich luc ghi cht ly hon.

- Truong hop ca nhan yéu cau cp lai Gidy xac nhn tinh trang hén nhan
dé str dung vao muc dich khac hodc do Gidy xac nhan tinh trang hén nhan da hét

thot han str dung theo quy dinh thi phai ndp lai Gidy x4c nhan tinh trang hon nhan
da duogc cap trudce do.

- Vin ban uy quyén theo quy dinh ctia phap luat trong trudng hop ty quyén
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thue hién viée cap Gidy xac nhan tinh trang hon nhan. Truong hop nguoi dugc
uy quyen la ong, ba, cha, me, con, vo, chdng, anh, chi, em rudt ciia ngudi ty
quyén thi vin ban uy quyén khong phai chimg thyc.

* Gidy tor phai xuat trinh:

- Ho chiéu hoic Chitng minh nhan dan hoic Thé cin cude cong dan hoac
cac gidy to khac c6 dan anh va thong tin ca nhén do co quan c6 tham quyen Cap,
con gié tri st dung dé chieng minh vé nhan than cua ngudi c6 yéu cau cap Glay
xac nhan tinh trang hdn nhan. Truong hop cac théng tin ca nhan trong cac giay
to nay di c6 trong CSDLQGVDC, CSDLHTPDT, duoc hé thdng dién ty dong thi
khong phai xuat trinh (theo hinh thic truc tiép) hosc tai Ién (theo hinh thic
truc tuyén);

- Gidy to ¢ gid tri chimg minh thong tin Vé cur tri trong truong hop co quan
ddang ky hé tich khéng thé khai théc dwoc thong tin Vé noi cu tri cua cong dan theo
cdc phirong thire quy dinh tai khodn 2 Diéu 14 Nghi dinh 6 104/2022/ND-CP ngay
21/12/2022 cua Chinh phu. Truong hop cdc thong tin Vé gidy to chitng minh noi cuw
trl da dvoc khai thac tr Co so dir ligu quoc gia vé dan cur bang cdc phuong thirc
nay thi nguoi cé yéu cdu khong phai xudt trinh (theo hinh thirc triee tiép) hodc tdi
Ién (theo hinh thirc truc tuyén);

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

*Luuy

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

- Truong hop yéu cau cap Gidy xac nhan tinh trang hon nhan dé sir dung
vao muc dich khac, khong phai dé dang ky két hon thi trong Gidy xac nhan tinh
trang hon nhan phai ghi rd muc dich sir dung, s luong Giay 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
véi ngudi cung giai tinh hoac két hdn voi nguoi nudc ngoai tai Co quan dai dién
nudc ngoai tai Viét Nam thi co quan dang ky ho tich tir choi giai quyeét.

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

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

tin dé luu trong ho so va tra lai cho nguoi xudt 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 ndp ban sao chimg thuc tr ban
chinh hoic ban sao dugc cip tir s6 gbe hodc ban chup kem theo ban chinh gidy to
dé d6i chiéu. Truong hop ngudi yéu cau nop ban chup kem theo ban chinh gidy
t& thi ngudi tiép nhén co trach nhiém kiém tra, di chiéu ban chup v0i ban chinh
va ky xac nhan, khong duoc yéu cau ngudi di ding ky nodp ban sao gidy to do.

+ Ngudi tiép nhan ¢6 trach nhiém tiép nhan ding, du ho so dang ky ho tich
theo quy dinh cua phap luét ho tich, khong dugc yéu cau nguoi dang ky hd tich
ndp thém gidy t& ma phap luat ho tich khong quy dinh phai nop.

- D61 voi giay to gui kém theo néu nguoi yéu cau ndp ho so theo hinh thic
truc tuyén:

+ Ban chup cac gidy to giri kém theo ho so cap Gidy xac nhan tinh trang hon
nhan truc tuyén phai bao dam rd nét, day du, toan ven vé ndi dung, 1a ban chup bang
may anh, dién thoai hodc dugc chup, duge quet bang thiét bi dién t, tr gidy to dugc
cap hop 1¢, con gia tri sir dung; néu la gidy to do co quan co tham quyén nudc ngoai
cap thi phai dugc hop phép hoa lanh su, dich sang tiéng Viét theo quy dinh, trix
truomg hop duge mién hop phap héa lanh su.

+ Truong hop gidy to, tai liéu phai gui kém trong ho so cap Gidy xac nhan
tinh trang hon nhén tryc tuyén da c6 ban sao dién tir hodc dé c6 ban dién tir gidy to
ho tich thi nguoi yéu cau duoc sir dung ban dién tir nay.

+ Khi dén co quan ding ky ho tich nhan két qua, nguoi c6 yéu cau cap Gidy
xac nhan tinh trang hdn nhan xuat trinh giay to tuy than, nop cac giay to la thanh
phan ho so cap Giay xac nhan tinh trang hdn nhan theo quy dinh phap luat ho tich.

Truong hop nguoi yéu cau cap Gidy xac nhan tinh trang hon nhan khong
cung cap dugc gidy to néu trén theo quy dinh hodc glay to nop, xuat trinh bi tay
x0a, sira chita, lam gia thi co quan dang ky ho tich c6 tham quyén hity bo két qua
xac nhan tinh trang hon nhan.

- Truong hop cho phép nguoi yéu cau dang ky ho tich 1ap van ban cam doan
v€ ndi dung yéu cau dang ky ho tich thi co quan dang ky h¢ tich phai giai thich rd
cho nguoi 13p van ban cam doan vé trach nhiém, hé qua phép ly cta viéc cam doan
khong dung su 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, néu c6 co s& xac dinh ndi dung cam doan
khong dung su that.

d) S6 lwong hd so: 01 bo

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

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

g) Co quan thuc hién thi tuc hanh chinh:
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- Uy ban nhan dan cip xa noi ngudi yéu cau cap Gidy xac nhan tinh trang hdn
nhan thuong trd.

- Trudng hop nguoi yéu cau cap Giay xac nhan tinh trang hon nhan khong co
noi thuong trd nhung c6 déng ky tam tr theo quy dinh cua phap luat vé cu tra thi
Uy ban nhan dan cap xa noi tam tru thuc hién viéc cap Giay xac nhan tinh trang hén
nhan.

h) Co quan phoi hop: Co quan quan Iy CSDLQGVDC, Uy ban nhan dan
cap x4 noi thuong tri trude day cua ngudi Yeu cau cap Gidy xac nhan tinh trang
hén nhan (truong hop ngudi yéu cau da thuong trd ¢ nhidu noi khac nhau), Uy
ban nhéan dan noi du dinh dang ky két hon trude day.

i) Két qua thuc hién thii tuc hanh chinh: Gidy xac nhan tinh trang hon nhan.
k) Lé phi: 10.000 dong/lan.

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

) Mau don, miu to khai:

+ To khai cap Giay xac nhan tinh trang hdn nhan theo mau (néu ngp ho so
theo hinh thuc tryuc tiep);

+ Biéu mau dién tir twong tac cAp Gidy xac nhan tinh trang hén nhan (néu
nop ho so theo hinh thirc truc tuyen).

m) Yéu ciu, diéu kién thuc 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 umg da diéu kién két hon:

- Nam tir du 20 tudi tré 1én, nix tir du 18 tudi trd 1én;

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

- Khong bi mét nang lyc hanh vi dan su;

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

+ T4ao hon, cudng €p két hon, Iira dbi két hon, can trd két hon;

+ Nguoi dang ¢6 vo, c6 chong ma két hon véi nguoi khac hodc chua co
v, chua c6 chdng ma két hon véi ngudi dang c6 chong, co vo;

+ Két hon giita nhitg nguoi cing dong mau vé truc hé; giita nhitng ngudi
c6 ho trong pham vi ba doi; gilta cha, me¢ nudi vo1 con nudi; gitra nguoi da tung
13 cha, me nudi véi con nudi, cha chong véi con ddu, me vo véi con ré, cha duong
v6i con riéng ctia vg, me ké véi con riéng ciia chong.

- Nha nudc khong thira nhan hon nhan gitra nhitng nguoi cung gidi tinh.
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Truong hop yéu cau cép Gidy xéc nhén tinh trang hon nhan dé str dung vao
muc dich khac, khong phai d€ dang ky két hon, thi nguoi yéu cau khong phai dap
ung diéu ki¢n két hon.

n) Can cir phap ly:

- Luat Hon nhén va gia dinh nam 2014;

- Luat Ho tich nam 2014;

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

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

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phui sia doi, bo
sung mot so dieu cua cac nghi dinh lién quan den viéc nop, xuat trinh so h¢g khau,
so tam tra giay khi thec hién tha tuc hanh chinh, cung cap dich vu cong;

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

- Thong tu s‘fr) 01/2022/TT-BTP ngay 04/01/2022 cua Bo Tu phap quy dinh
chi tiet mot so dieu va bién phap thi hanh Nghi dinh s6 87/2020/ND-CP ngay
28/7/2020 cua Chinh phu quy dinh ve Co s¢ dit ligu h¢ tich dién tir, dang ky ho
tich truc tuyen;

- Théng tu s0 281/2016/TT-BTC ngay 14/11/2016 cua B Tai chinh quy dinh
muc thu, ché do thu, nop, quan Iy va st dung phi khai thac, str dung théng tin trong
co s¢ dix lieu ho tich, phi xac nhan co qudc tich Viét Nam, phi xac nhan 1a nguoi goc
Viét Nam, 1& phi qudc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ciia Bo Tai chinh huéng
dan ve phi va I¢ phi thugc tham quyen quyet dinh cia Hoi dong nhan dan tinh, thanh
pho truc thudc Trung wong;

- Thong tu s0 106/2021/TT-BTC ngay 26/11/2021 cia Bo Tai chinh sia
doi, bo sung mot so dicu cua Thong tu so 85/2019/TT-BTC ngay 29/11/2019 cua
B¢ Tai chinh huéng dan ve phi va 1€ phi thugc tham quyen quyet dinh cua Hoi
dong nhan dan tinh, thanh pho truc thuéc Trung wong;

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 ctia Hoi dong nhén dan
tinh Hai Duong ban hanh Quy dinh muc thu, ché d6 thu, nop, quan ly va sir dung
phi, 1€ phi trén dia ban tinh Hai Duong.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI CAP GIAY XAC NHAN TINH TRANG HON NHAN

KINN QU .o

Ho, Chir dém, t8n NGUOT YEU CAUS ....ovovecvececeeeeeeese ettt
NOT CU T @) ottt ettt e ettt ettt se st ettt esere s s s e,
GIAY T LY thAN: @) Lottt
Quan hé véi ngudi dugc cap Giay xac nhan tinh trang hon NhaN: ..........ccc.ocevvivsveeenenne,
Pé nghi cap Giay xac nhan tinh trang hén nhin cho nguoi cé tén dudi day:

Ho, Chilt d@m, T8N oot e e b e e e
Ngay, thang, Nam SINN: ..o
Gigitinh: ................... Dantoc: ...........cciiiiiiie, QUAC HICN: v,
J L7 TR 4L TR
GIAY T LY thAN: @) Lottt
TINh trang hON NNAN: @)oottt
Muc dich st dung Gidy x&c nhan tinh trang hon Nhan: © .............cccovvveeeeeeee e

T61 cam doan nhiing ndi dung khai trén day la ding su that va chiu trach nhiém trude phap
luat vé cam doan cta minh.

Ngudi yéu cau

(Ky, ghi rd ho, chr dém, tén)
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Chu thich:

@) Ghi 6 tén co quan cap gidy XNTTHN.

@ Truong hop cong dan Viét Nam cu tri trong nudc thi ghi theo noi dang ky thuong trl, néu khong co6 noi
dang ky thuong tra thi ghi theo noi dang ky tam trd.

Truong hop cong dan Viét Nam cu tra & nudc ngoai thi ghi theo noi thuong tra hodc tam tra ¢ nudce
ngoai.

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

@ Pdi véi cong dan Viét Nam cu tri ¢ trong nudc thi ghi 16 tinh trang hon nhan hién tai: dang ¢6 vo hodc
¢6 chong; hodc chua ding ky két hon voi ai; hodc di dang ky két hon/dd ¢ vo hodc chong, nhung di ly hon
hodc ngudi kia da chét.

Déi vai nguoi dang c6 volchdng yéu cau xac nhan tinh trang hdn nhén trong thoi gian trude khi ding ky két
hdn thi ghi: Trong thoi gian tir ngay...thang....ndm....dén ngay....thang.....ndm....chua dang ky két hon vai ai;
hién tai dang c6 vo/chdng 1a ba/ong. .. (Gidy chimng nhan kéthon s ..., do ... cip ngdy...thang...ndm).

Déi véi cong dan Viét Nam cu tra & nudc ngodi cd yéu cau xac nhan tinh trang hdn nhan trong thoi gian
cu tra tai Viét Nam truéc khi xuat canh; ngudi dd qua nhidu noi thudng trii khac nhau dé nghi xac nhan tinh
trang hén nhan tai noi thuong tra trude day thi khai vé tinh trang hdn nhan caa minh trong thoi gian da thuong
trd tai noi d6 (Vi du: Khong dang ky két hon véi ai trong thoi gian cur tri i o...ceeeeveeveeveeeeeeeeeeseeenisneens , tr
ngay...... thang ..... nam ......... dén ngay ........ thang ....... nam ........ ).

Déi vai cong dan Viét Nam dang cur trii & nuwdc ngoai, cd yéu cau xac nhan tinh trang hén nhan trong thoi
gian cu trii & nuwdc ngoai, thi khai vé tinh trang hdn nhan ciia minh trong thoi gian cu tra tai nude d6 (Vi du:
trong thoi gian cu tri tai CHLB Duc tir ngay ....... thang ..... nam ....... dén ngay ........ thang ....... nam ........ khong
dang ky két hon véi ai tai Pai s quan Viét Nam tai CHLB Dc).

®) Ghi rd muc dich str dung Gidy xac nhan tinh trang hon nhan. Truong hop st dung Gidy xac nhan tinh
trang hon nhan dé két hon, thi phai ghi rd két hon vai ai (ho, chit dém, tén; ngay, thang, nim sinh; quéc tich;
gidy to tiy than; noi cu tr); noi dy dinh ding ky két hon.
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13. Tha tuc dang Ky lai khai sinh
a) Trinh tw thuc hién

- Néu Iya chon hinh thic nop hd so truc tiép, nguoi c6 yéu cau dang ky lai
khai sinh ngp ho so ding ky lai khai sinh tai Bo phan mot cira cia UBND cap X
c6 tham quyen; nop 1€ phi néu thudc trudng hop phai ngp 1€ phi dang ky lai khai
sinh; nop phi cap ban sao Giay khai sinh néu c6 yéu cau cap ban sao Giay khai sinh.

- Néu lya chon hinh thic nop hd so tryc tuyén, nguoi €O yeu cau ding ky
lai khai sinh truy cap Cong dich vu cong quéc gia hoac Cong dich vu cdng cap
tinh, dang ky tai khoan (néu chua c6 tai khoan), xac thuc ngudi dung theo hudng
dan, dang nhap vao hé thong, xac dinh dung Uy ban nhan dan cap xa co
tham quyén.

Nguoi ¢6 yéu cau dang ky lai khai sinh truc tuyén cung cap thong tin theo
biéu mau dién tir tuong tac dang ky lai khai sinh (cung cip trén Cong dich vu
cong), dinh kém ban chup hoac ban sao dién tir cac gidy to, tai liéu theo quy dinh;
nop phi, 18 phi thdng qua chitc nang thanh toan truc tuyén hoic bang céach thic
khac theo quy dinh phap luat, hoan tat viéc nop ho so.

- Cén b tiép nhan hé so tai Bo phan mot cira ¢é trach nhiém kiém tra tinh
chinh xac, day du, thong nhat, hop I¢ cta ho so.

(1) Truong hop ho SO day du, hop I¢ thi tiép nhan hé so, c6 Phiéu hen, tra két
qua cho nguoi c6 yéu cau (néu ngudi c6 yéu cau lua chon hinh thic nop hd so truc
tiép) hoic giri ngay Phiéu hen, tra két qua qua thu dién tir hoac gui tin nhin hen
tra két qua qua dién thoai di dong cho nguoi €6 yéu cau (neu ngudi ¢ yéu cau
lya chon hinh thac nop hé so truc tuyén), dong thai chuyén hd so dé cong chirc
lam cOng tac ho tich xu ly.

- Sau khi tiép nhan ho so theo hinh thirc ndp tryc tiép, can bo tiep nhan ho
so tai Bo phén mot ctra thuc hién so hoa (sao qhup, chuyeén th@nh tai liéu dién tur
trén h¢ thong thong tin, co s¢ dit ligu) va ky so vao tai ligu, ho so giai quyet thu
tuc hanh chinh da dugc so hoa theo quy dinh.

(ii) Truong hop hd so chua day du, hop 1€ thi c6 thong bao cho ngudi yéu
cau bo sung, hoan thi¢n hd so, néu 13 loai gidy to, ndi dung can bo sung dé nguoi
cd yéu cau b sung, hoan thién. Sau khi ho so dugc bo sung, thuc hién lai budc (i);

(iiii) Néu nguoi ¢ yéu cau dang ky lai khai sinh khong bo sung, hoan thién
dugc ho so thi bao cdo Truong bo phan tiép nhan ho so ¢6 van ban tir choi giai
quyét yéu cau dang ky lai khai sinh.

- Cong chire tu phép - ho tich tham tra ho so (tham tra tinh thong nhat, hop 16

cua cac théng tin trong hd so, gidy to, tai liéu do ngudi yéu cau ndp, xuat trinh hoic
dinh kém).

+ Truong hop hd so can bo sung, hoan thién hodc khong du diéu kién giai
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quyét, phai tir choi thi giri thong béo vé tinh trang ho so toi Bo phan mot cira dé
théng b&o cho nguoi ndp ho so — thuc hién lai budce (ii) hoac (iii);

+ Trudng hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi ¢ong chuc 1am cong tac
ho tich 1ap Phiéu xin 18i va hen lai ngay tra két qua, trong d6 néu ré 1y do cham
tra két qua va thoi gian hen tra ket qua, chuyén Bo phan mot cira dé tra cho ngudi
cd yéu cau (neu ngu:m ¢ yéu cau lua chon hinh thirc nop hé so truc tlep) hoac
gui Phiéu xin 15i va hen lai ngay tra két qua qua thu di€n tir hoac guri tin nhan qua
dién thoai di dong cho ngudi co yéu cau (néu ngudi c6 yéu cau lya chon hinh
thire nop hd so truc tuyén).

Truong hop viée ding ky lai khai sinh duoc thuc hién tai Uy ban nhan dan
cap xa khong phai noi dang ky khai sinh trudc day thi cong chire tu phap - ho tich
bao cao Chu tich Uy ban nhan dan cap xa c6 van ban dé nghi Uy ban nhan dan
cap x4 noi dang ky khai sinh trudc day kiém tra, xa¢ minh vé viéc luu giit s6 h tich.

Sau khi nhan dugc vin ban dé nghi, Uy ban nhan dan noi da dang ky khai
sinh trudc day tien hanh kiém tra, x4¢ minh va tra lo1 bang van ban vé viéc con
luu gitr hoac khong luu gitr dugc s6 ho tich.

Truong hop gidy to cuia ngudi yéu cau dang ky lai khai sinh khdng cé théng
tin ching minh quan hé cha, me, con thi co quan diang ky ho tich c¢6 vin ban dé
nghi co quan cong an ¢ tham quyén xac minh. Trudng hop co quan cong an tra
161 khong c6 thong tin thi co quan diang ky ho tich cho ngudi yéu cau ding ky lai
khai sinh 13p van ban cam doan vé théng tin cua cha, me va xac dinh ndi dung
khai sinh theo van ban cam doan.

Sau khi nhan dugc két qua xac minh vé viéc khong con luu giit duge S6
ho tich tai noi da déng ky khai sinh hoac sau thoi han 20 ngay ke tir ngay gui van
ban yéu cau xac minh ma khong nhan dugc van ban tra 1oi, néu thay viéc dang
ky lai khai sinh chinh xac, dung quy dinh phap luat, ho so day du, hop 18, dung
quy dinh, truong hop tiép nhan ho so ding ky lai khai sinh theo hinh thic truc tiép,
thi céng chire tu phap - ho tich thuc hién viec ghi vao S6 dang ky khai sinh, cap nhat
thdng tin ddng ky lai khai sinh va luu chinh thic trén Phan mém ding ky, quan ly
ho tich dién tir dung chung.

Truong hop tiép nhan hd so ding ky lai khai sinh theo hinh thuc truc tuyén,
cdng chire tu phéap - ho tich gui lai biéu mau Giay khai sinh dién tir véi thdng tin
day du cho ngudi yéu cau qua thu dién tir hozc thiét bi sb.

Nguoi yéu cau c6 trach nhiém kiém tra tinh chinh xac, day du ciia cac théng
tin trén biéu mau Gidy khai sinh dién tir va xac nhan (tdi da mot ngay).

Néu nguoi c6 yéu cau xac nhan thong tin da thong nhat, day du hoic khong
c6 phan héi sau thoi han yéu cau thi cdng chirc tu phéap - ho tich thyc hién viéc
ghi noi dung vao So6 dang ky khai sinh, cap nhat thong tin dang ky khai sinh va luu
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chinh thtc trén Phan mém dang ky, quan ly ho tich dién tir dung chung.

- Cong chure tu phap - o tich in Gidy khai sinh, trinh Lanh dao UBND ky,
chuyeén téi Bo phan mot cura dé tra két qua cho ngudi ¢ yéu cau.

- Ngudi ¢6 yéu cau dang ky lai khai sinh kiém tra thdng tin trén Giay khai
sinh, trong S6 dang ky khai sinh va ky tén vao S6 dang ky khai sinh, nhan Giay
khai sinh.

b) Céch thirc thuc hién:

Nguoi ¢6 yéu cau ding ky lai khai sinh tric tiép thuc hién hodc uy quyén
cho ngudi khac thuc hién viéc dang ky lai khai sinh tai BO phan mot ctra cua
UBND cép x4 hoic giri hd so qua hé thdng buu chinh hodc ndp hd so truc tuyén trén
Cong dich vu cong quéc gia (https:/dichvucong.gov.vn) hodc Cong dich vu cong tinh
Hai Duong (https://dichvucong.haiduong.gov.vn).

¢) Thanh phan ho so:

- To khai ding ky lai khai sinh theo mau, trong d6 c6 cam doan ctia nguoi yéu
cau ve viéc da ndp du cac giay to hién co (néu nguoi co yéu cau lya chon nop ho so
theo hinh thuc truc tiep);

- Biéu mau dién tir tuong tac dang ky lai khai sinh, trong d6 c6 cam doan
cac théng tin cung cap 1a ding sy that, khdng con ban chinh Giay khai sinh, da
ndp du céc gidy to hién cd va chiu hoan toan trach nhiém truéc phap lut ve noi
dung cam doan cua ml inh (do nguol yeu Cau cung cap thong tin theo hudng dan trén
Cong dich vu cdng néu ngudi cd yéu cau lua chon nop ho so theo hinh thic truc
tuyén).

- Ngudi ¢6 yéu cau ding Ky lai khai sinh thue hién viée nop/xuét trinh (theo
hinh thirc tryc tiép) hoac tai 1én (theo hinh thirc truc tuyén) cac giay to sau:

* Giay to phai nop:
- Ban sao toan bd ho so, gidy to cla nguoi yéu cau hoic hd 50, 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 tham quyén cua Viét Nam cap hop
1¢ (ban sao dugc chimg thyc tir ban chinh, ban sao dugc cép tir S6 dang ky khai
sinh); Ban chinh hodc ban sao gidy td c6 gia tri thay the Gidy khai sinh duoc cép
trude nam 1945 & mién Bic va trude nim 1975 & mién Nam.

+ Truong hop nguoi yéu cau khong co glay to néu trén thi phai ngp ban
sao gidy to do co quan, to chirc c6 tham quyén cua Viét Nam cap hop 1€ nhu:
G1ay chimg minh nhan dan, The can cudc cong dan hoac HO chiéu; S6 ho khau,
S6 tam tru, gidy to chirng minh vé noi cu tr; Bang t6t nghiép, G1ay chirg nhan,
Chung chi, Hoc ba, hé so hoc tép do co quan co tham quyén cap hodc xac nhan;
gidy to khac c6 thong tin vé ho, chir dém, tén, ngdy, thang, nim sinh cta ca nhan.

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

- Truong hop ngudi yéu cau ding ky lai khai sinh 13 can bd, cong chic,
vién chtrc, ngudi dang cong tac trong luc lugng vii trang thi phai c6 van ban xac
nhan ctia Thu trudng co quan, don vi vé viéc nhitng ndi dung khai sinh ctia ngudi
do gém ho, chir dém, tén; gidi tinh; ngay, thang, ndm sinh; dan tdc; quéc tich;
qué quén; quan hé cha - con, me - con phu hop véi hd so do co quan, don vi dang
quan ly.

- Vin ban ty quyén theo quy dinh ctia phap lut trong truong hop uy quyén
thyc hién viéc dang ky lai khai sinh. Truong hop nguoi duge iy quyén la ong,
ba, cha, me, con, vg, chong, anh, chi, em rudt ctia nguoi Gy quyén thi vin ban ty
quyén khong phai chtng thuc.

* Giay to phai xuat trinh:

- Ho chiéu hodc Chimg minh nhan dan hodc Thé cin cudc cong dan hodc
cac gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 tham quyén cép,
con gia tri sit dung dé ching minh vé nhan than cua ngudi co yeu cau dang ky lai
khai sinh. Truong hop céc thong tin ¢4 nhén trong cac gidy to nay da co trong

CSDLQGVDC, CSDLHTDT, dugc hé thdng dién tu dong thi khong phai xuat
trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thirc truc tuyén);

- Gidy to' ¢6 gid tri chitng minh thong tin vé cu tru trong truong hop co quan
dang ky hé tich khéng thé khai théc duwoc thong tin Vé noi cu tri cua cong ddn theo
cdc phwong thire quy dinh tai khoan 2 Diéu 14 Nghi dinh s6 104/2022/ND-CP ngay
21/12/2022 cua Chinh ph. Truong hop cdc thong tin Vé gidy to chung minh noi cu
tri da dwoc khai thac tir Co so dit ligu quoc gia vé din cw bang cdc phuong thirc
nay thi nguoi cé yéu cau khong phai xudt trinh (theo hinh thirc truc tiép) hodc tdi
Ién (theo hinh thirc truc tuyén);

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

*Luuy

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

+ Dbi véi giéy t& xuat trinh khi ding ky ho tich, nguoi tiép nhéan c6 trach
nhiém kiém tra, d6i chiéu vé6i thong tin trong to khai, chyp lai hodc ghi lai thong

tin dé luu trong ho 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 ching thuc tu ban
chinh hodc ban sao dugc cip tir s6 gbe hodc ban chup kem theo ban chinh gidy to
dé ddi chiéu. Truong hop ngudi yéu cau ndp ban chup kém theo ban chinh gidy
to thi nguoi tiép nhén c6 trach nhiém kiém tra, d6i chiéu ban chup véi ban chinh
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va ky x4c nhan, khong dugc yéu cau ngudi di ding ky nop ban sao gidy to do.

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

- Dbi voi gidy to giri kém theo néu nguoi yéu cau ndp hd so theo hinh thire
truc tuyén:

+ Ban chup céc glay to' gui keém theo hé so dang ky lai khai sinh truc tuyén
phai bao dam rd nét, dy du, toan ven vé nodi dung, 1a ban chup bang may anh, di¢n
thoai hodc duoc chup, duge quét bang thiét bi dién tu, tir gidy to' dugc cap hop 1€,
con gia tri su dung; néu la gidy to' do co quan co thAm quyén nudc ngoai cap thi phai
duogc hop phap héa lanh su, dich sang tiéng Viét theo quy dinh, trir truong hop duoc
mién hop phép héa lanh su.

+ Trudng hop gidy t0, tai liéu phai giri kém trong ho so ding ky lai khai sinh
truc tuyén da c6 ban sao dién tir hodic d c6 ban dién tir gidy to ho tich thi nguoi yéu
cau dugc st dung ban di¢n tir nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Giay khai sinh/ban sao Giay
khai sinh), nguoi ¢ yéu cau dang ky lai khai sinh phai xuat trinh gidy to tuy than,
nop cac gidy to 1a thanh phan hd so dang ky lai khai sinh theo quy dinh phap luat
ho tich.

Truong hop ngudi ¢ yéu cau dang ky lai khai sinh khong cung cap duogc
gidy tO néu trén theo quy dinh hodc gidy td nop, xuat trinh bi tay x0a, stra chira,
lam gia thi co quan ding ky ho tich c6 thAm quyén hity bo két qua dang ky lai
khai sinh.

- Truong hop cho phép ngudi yéu cau dang ky ho tich 1ap 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 ctia viéc cam doan
khong ding sy that.

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

d) S6 lwong hé so: 01 bo

d) Thoi han giai quyét: 05 ngay lam viéc; truong hop phai xac minh thi thoi
han giai quyét khong qua 25 ngay.

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

g) Co quan thuc hién tha tyc hanh chinh: Co quan quan ly
CSDLQGVDC; Uy ban nhan dan cap xa noi nguoi yéu cau dang ky lai khai sinh
da dang ky khai sinh truéce day trong truong hop thuc hién dang ky lai khai sinh
tai Uy ban nh&n dan cap xa noi thuong trd; Co quan cong an c6 tham quyen.
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h) Co quan phdi hop: Uy ban nhan dan cip x4 noi ngudi yéu cau dang ky
lai khai sinh da dang ky khai sinh trudce déy trong truong hop thyc hién dang ky lai
khai sinh tai Uy ban nhan dan cap xa noi thuong tru.

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

k) Lé phi:

- 5000 dong/lan.

- Mién 1¢ phi cho nguoi thuge gia dinh c6 cong vai cach mang; nguoi thugc
ho nghéo; nguoi khuyet tat.

- Phi c4p ban sao Gidy khai sinh (néu c6 yéu cau): 8.000d6ng/ban sao.

) Mau don, miu to khai:

To khai dang ky lai khai sinh

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

+ Biéu, mau dién tir tvong tac dang ky lai khai sinh (néu nop ho so theo hinh
thue truc tuyen).

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

- Vi€c khai sinh da dugc dang ky tai co quan co thAm quyén cua Viét Nam
tr}ré’c nge‘}y 01/01/2016 nhung S6 dang ky khai sinh va ban chinh Giay khai sinh
déu bi mat.

- Nguoi c6 yéu cau con sbng tai thoi diém yéu cau dang ky lai.

n) Can cw phap ly:

- Luat Ho tich nam 2014;

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

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

- Nghi dinh so 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phu siza doi, bo
sung mot so dieu cua cac nghi dinh lién quan den viéc nop, xuat trinh so h¢g khau,
so tam tra giay khi thec hién tha tuc hanh chinh, cung cap dich vu cong;

~ -Thong tu sé 04/2020/TT-BTP ngay 28/5/2020 cua Bo Tu phép quy dinh chi

tiet thi hanh mét so dieu cua Luat HO tich,va Ngh,i diph s0 123/2015/ND-CP ngay

15/11/2015 cua Chinh phu quy dinh chi tict mot so dicu va bién phap thi hanh Luat
Ho tich;

- Thong tu s‘é 01/2022/TT-BTP ngay 04/01/2022 cua Bo Tu phap quy dinh

chi tiet mot so dieu va bién phap thi hanh Nghi dinh s6 87/2020/ND-CP ngay
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28/7/2020 cua Chinh phu quy dinh vé Co sé dit liéu ho tich dién ta, dang ky ho
tich truc tuyen;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cua B Tai chinh quy dinh
muc thu, che d6 thu, nop, quan ly va st dung phi khai thac, st dung thong tin trong
co s¢ dix lieu ho tich, phi xac nhan co quoc tich Viét Nam, phi xac nhan 1a nguoi goc
Viét Nam, Ié phi quoc tich;

- Thong tu sO 85/2019/TT-BTC ngay 29/11/2019 cua B¢ Tai chinh huéng
dan ve phi va 1€ phi thuoc tham quyéen quyet dinh cua Hoi dong nhan dan tinh, thanh
pho truc thudc Trung wong;

- Thong tu s’é 106/2021/TT-BTC ngay 26/11/2021 cua B¢ Tai chinh sta
doi, bo sung mot so dicu cua Thong tw so 85/2019/TT-BTC ngay 29/11/2019 cua
B¢ Tai chinh huéng dan ve phi va I¢ phi thuoc tham quyéen quyet dinh cua Hoi
dong nhan dan tinh, thanh pho truc thuoc Trung wong.

- Nghi quyét s6 17/2016/NQ-HDND ngay 05/10/2016 ctia Hi dong nhéan dén
tinh Hai Duong ban hanh Quy dinh muc thu, ché do thu, nop, quan ly va st dung
phi, 1€ phi trén dia ban tinh Hai Duong.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc l1ap - Tw do - Hanh phuc

TO KHAI PANG KY LAl KHAI SINH
KINN QU @)

Ho, Chit dém, t8Nn NGUOT YEU CAU: .....o.cveevieiieeeeeeeeeeee ettt
INOT CU T @ ottt ettt et e st e se et et et e st e se st et ebe st erestenene
GIAY L0 TUY thAN: @)oottt
Quan hé vai nguoi dugC Khai SINN: L.
Pé nghi co quan ding Ky lai khai sinh cho ngudi c6 tén duéi day:

HOQ, Chlt @M, TN .o bbbt sr e
Ngay, thang, nam sinh: ........c.cccccoeveiiiniiiieiiee, ghi bANG ChTE: oo,

(@ TN o U 1o ST SR
Ho, Chit dém, ten NEWOT ME: .......oiiiiiiiiiiciee e
Nam sinh: ©...ocooviiiiieien, Dan toC:......cevvee. QUABC HICN: oo

Ho, Chir dém, ten nguoi Cha: ..........c.oooviii i
Nam sinh: @ ..o, DAN toC:.......ccvvuvee. QUAC HICN: oo

Da dang ky khai Sinh tai: © ..o
Gidy khai sinh s6: O ... ,quyénsé ... NQaYy .../ .......... T
T6i cam doan nhitng ndi dung khai trén day 1a ding su that va di ndp du cac gidy to hién co.
T6i chiu trach nhiém trudc phép luat vé viéc cam doan caa minh.
Lamtai: ... , NEAY oo thang ......... nam .............
Ngudi yéu cau
(Ky, ghi 16 ho, chir dém, tén)

D’é nghl Cép bém Sao(g): Cé |:|’ Khﬁng |:| ............................
SO lugng:....... ban
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Chu thich:

(1) Ghi rd tén co quan ding ky lai khai sinh

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

) Ghi thong tin vé gidy to tly than cua ngudi di dang ky, ghi 15 s6, co quan cip, ngay
cap ho chieu, chang minh nhan dan hogc giay to hop 1€ thay the (Vi du: Chirng minh nhan
dan s6 001089123 do Céng an thanh pho Ha No6i cap ngay 20/10/2004).

™ Truong hop sinh tai co so'y té thi ghi rd tén co sG'y té va dia chi co s y té do; trudong
hop sinh ra ngoai co s¢' y t€ thi ghi dia danh cua 03 cap hanh chinh (xa, huyén, tinh) noi sinh ra;
trrong hop khong 18 noi sinh day du thi chi ghi dia danh hanh chinh cap tinh.

) Ghi day du ngay, thang sinh caa cha, me (néu cd).

) Ghi tén co quan da diang ky khai sinh trudc day.

() Chi khai trong truong hop biét rd.
® P¢ nghi danh dau X vao 6 néu cé yéu cau cap ban sao va ghi rd sé luong.
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14. Thi tuc diing ky khai sinh cho ngwoi da c6 ho so, gidy to ca nhan
a) Trinh tw thuc hién

- Néu lya chon hinh thiic ndp hd so truc tiép, nguoi ¢d yéu cau dang ky khai
sinh nop ho so dang ky khai sinh tai Bo phan mot cira cua UBND cAp xa ¢6 tham
quyen nop 1€ phi neu thude treong hop phai nop 1€ phi dang ky khai sinh; nop phi
cap ban sao Gidy khai sinh néu c6 y&u cau cip ban sao Gidy khai sinh.

- Néu lya chon hinh thic nop hd so truc tuyén, ngudi c6 yéu cau ding ky
khai sinh truy cap Céng dich vu cdng québc gia hoic Cong dich vu cong cép tinh,
ddng ky tai khoan (néu chua c6 tai khoan), X4c thuc nguoi dung theo huéng dan,
dang nhap vao hé thdng, xac dinh dang Uy ban nhan dan cap xa c6 tham quyén.

Nguoi c6 yéu cau dang ky khai sinh truc tuyén cung cap thong tin theo biéu
mau dién tir tuong tac dang ky khai sinh (cung cap trén Cong dich vu cong), dinh
kém ban chup hoac ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop phi, 18
phi thdng qua chirc niang thanh toan truc tuyén hoic bang céach thuc khéc theo
quy dinh phap luat, hoan tat viéc nop ho so.

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

(1) Truong hop ho SO day du, hop I¢ thi tiép nhan hé so, c6 Phiéu hen, tra két
qua cho nguoi c6 yéu cau (néu ngudi c6 yéu cau lua chon hinh thic nop hé so truc
tiép) hoac gui ngay Phiéu hen, tra két qua qua thu dién tir hoac gui tin nhin hen
tra két qua qua dién thoai di dong cho nguoi €6 yéu cau (neu Ngudi ¢ yéu cau
lya chon hinh thac nop hé so truc tuyén), dong thoi chuyén hd so dé cong chirc
lam céng tac ho tich xur ly.

- Sau khi tiép nhan ho so theo hinh thirc nop truc tiép, can b tiép nhan hod
so tai B6 phan mot cira thuc hién s6 hoa (sao chup, chuyén thanh tai lidu dién tu
trén hé thong thong tin, co so dit liéu) va ky sb vao tai liéu, ho so giai quyét thi
tuc hanh chinh da duoc s6 hoa theo quy dinh.

(i) Truong hop hé‘so chua day du, hop 1€ thi c6 thong bao cho ngudi yéu
cau bo sung, hoan thién ho so, néu rd loai giay to, noi dung can bo sung dé nguoi
€0 Yéu cau bo sung, hoan thién. Sau khi ho so dugc bo sung, thuc hién lai buac (i);

(iii) Truong hop ngudi ¢6 yéu cau dang ky khai sinh khong bo sung, hoan
thiép dugc hc‘) so thi bao cao Trudng bo phan mot cira ¢ théng bao tur choi giai
quyét yéu cau dang ky khai sinh.

- Cong chire tu phép - ho tich tham tra ho so (tham tra tinh thong nhat, hop 16
cua cac thong tin trong hd so, gidy to, tai liéu do ngudi yéu cau ndp, xuat trinh hoidc
dinh kém).

~ + Truong hop ho so can bo sung, hoan thién hodc khong du diéu kién giai
quyet, phai tir choi thi gui thdng béo vé tinh trang ho so tdi B phan tiep nhan ho
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so dé thong bao cho ngudi ndp hd so — thuc hién lai budc (i) hoac (iii);

+ Trudng hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi ¢ong chuc 1am cong tac
ho tich 1ap Phiéu xin 18i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham
tra két qua va thoi gian hen tra ket qua, chuyén Bo phan mot cira dé tra cho ngudi
cd yéu cau (neu ngu:m ¢ yéu cau lua chon hinh thirc nop hé so truc tlep) hoac
gui Phiéu xin 15i va hen lai ngay tra két qua qua thu di€n tir hoac guri tin nhan qua
dién thoai di dong cho ngudi €6 yéu cau (néu ngudi c6 yéu cau lya chon hinh
thire nop hd so truc tuyén).

Trong truong hop can thiét, cdng chic tu phéap - ho tich béo céo Chu tich
Uy ban nhan dan cap xi c6 van ban dé nghi Uy ban nhan dan cap x4 noi cu tra
trude ddy ciia ngudi yeu cau ding ky khai sinh dé kiém tra, x4c minh vé viéc dang
ky khai sinh va viéc luu giir s6 ho tich.

Sau khi nhan dugc van ban dé nghi, Uy ban nhan dan cap xa noi ngudi yéu
cau ding ky khai sinh cu tr trudc ddy tién hanh kiém tra, xac minh va tra 1oi
bang van ban vé viéc ngudi Yéu cau di duoc diang ky khai sinh hay chua duoc
dang ky khai sinh; viéc con luu gilt hodc khong luu gilt dugc s6 ho tich.

Truong hop gidy to cua ngudi yéu cau dang ky khai sinh khong c6 théng
tin ching minh quan hé cha, me, con thi co quan diang ky ho tich c¢6 vin ban dé
nghi co quan cong an c6 tham quyén xac minh. Trudng hop co quan cong an tra
loi khong c6 thong tin thi co quan dang ky ho tich cho ngudi yéu cau dang ky
khai sinh 13p van ban cam doan vé théng tin cua cha, me va xac dinh noi dung
khai sinh theo van ban cam doan.

+ Sau khi nhan duoc két qua xac minh hoac sau thoi han 20 ngay ké tir ngay
gui van ban yéu cau xac minh ma khdng nhan dugc van ban tra loi, néu thay ho so
day du, hop I¢, dung quy dinh, trudng hop tiép nhan ho so dang ky khai sinh theo
hinh thtc tryc tiep, thi cong chire tw phap - ho tich thyc hién viéc ghi vao S6 dang
Ky khai sinh, cap nhat thong tin dang ky khai sinh va luu chinh thic trén Phan mém
dang ky, quan ly h¢ tich dién tir dung chung.

Truong hop tiép nhan ho so dang ky khai sinh theo hinh thirc tryc tuyén, cong
chirc tur phap - ho tich gui lai bi€u mau Gidy khai sinh di¢n tur voi thong tin day du
cho ngudi yéu cau qua thu dién tir hoac thiét bi so.

Ngudi yéu cau 6 trach nhigm kiem tra tinh chinh xac, day dui cua cac thong
tin trén biéu mau Giay khai sinh dién tir va xac nhan (toi da mot ngay).

Néu ngudi 6 yu cau xac nhan thong tin da théng nhat, day du hoic khang
cd phan hoi sau thg‘ri han yéu cau thi cdng chtrc tu phap - ho tich thuc hién viéc
ghi ndi dung vao So6 déang ky khai sinh, cp nhét thong tin déng ky khai sinh va luu
chinh thurc trén Phan mém dang ky, quan ly ho tich dién tir dung chung.

- Cong chirc tu phap - ho tich in Gidy khai sinh, trinh Lanh dao UBND ky,

101



chuyén toi Bo phan mot cira dé tra két qua cho ngudi ¢ yau cau.

- Nguoi ¢ yéu cau dang ky khai sinh kiém tra thong tin trén Giay khai sinh,
trong So6 dang ky khai sinh va ky tén vao S6 dang ky khai sinh, nhan Giay khai sinh.

b) Céch thwrc thuc hién:

Ngudi c6 yéu cau dang ky khai sinh tryc tiép thuc hién hodc oy quyen cho
nguoi khac thye hién nop hd so truc tiép tai BO phén mot ctra cia UBND cap xa
hoac gui hod so qua hé thong buu chinh hodc ndp hd so truc tuyen trén Cong dich vu
cong qudc 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 khai sinh theo mau (néu nguoi ¢d yéu cau lya chon nop ho
so theo hinh thuc truc tuyen);

- Biéu mau dién tar tuong tac dang ky khai sinh (do nguoi yéu cau cung cap
thong tin theo huéng dan trén Cong dich vu cong néu ngudi c6 yéu cau hya chon nop
ho so theo hinh thic truc tuyén).

- Ngudi ¢6 yéu cau ding ky khai sinh thuc hién viéc ndp/xuat trinh (theo
hinh thirc tryc tiép) hoac tai 1én (theo hinh thirc truc tuyén) cac giay to sau:

* Gidy to phdi ngp:
- Vin ban cam doan ctia ngudi yéu cau vé viée chua duoc ding ky khai sinh.

- Bdn sao toan b ho so, gidy to ciia nguoi yéu cdau hodc hé so, gidy 10, tdi
liéu khdc trong d6 cé théng tin lién quan dén néi dung khai sinh, gom: Gidy chimg
minh nhan dan, Thé can cudc cong dan hoac Ho chiéu; gidy to chirng minh vé
noi cu trii; Bang tot nghiép, Glay chirng nhén, Chirng chi, Hoc ba, Hé so hoc tap
do co quan ¢é tham quyén cdp hodc xdc nhdn; gidy to khdc cé théng tin vé ho,
chit dém, tén, ngay, thang, nam sinh cua ca nhan.

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

- Trudng hop nguoi yéu cau dang ky khai sinh 1 can bd, cong chirc, vién
chtrc, ngudi dang cong tac trong luc lugng vii trang thi phai ¢6 van ban xac nhan
ctia Thu truéng co quan, don vi vé viéc nhimg ndi dung khai sinh ctia ngudi do
gém ho, chit dém, tén; gidi tinh; ngay, thang, nam sinh; dan tdc; quéc tich; qué
quan; quan hé cha - con, me - con phtl hop v6i hd so do co quan, don vi dang
quan ly.

- Vin ban tuy quyén theo quy dinh ctia phap luat trong truong hop uy quyén
thue hién viéc dang ky khai sinh. Truong hop nguoi duoc uy quyén la 6ng, ba,
cha, me, con, vo, chong, anh, chi, em rudt cia ngudi Gy quyén thi vin ban uy
quyén khong phai ching thuc.
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* Gidy to phdi xudt trinh:

- Ho chiéu hodc Chimg minh nhan dan hodc Thé can cudc cong dan hodc
cac gidy to khac c6 dan anh va théng tin ca nhan do co quan c6 thAm quyen cap,
con gia tri st dung dé ching minh vé nhan thin cia ngudi c¢6 yéu cau ding ky
khai sinh. Trudng hop cac thong tin ¢4 nhan trong cac gidy to ndy di co trong
CSDLQGVDC, CSDLHTPDT, duoc hé thong dién tu dong thi khong phai tai 1én
(theo hinh thirc truc tuyén);

- Gigy to c6 gia tri ching minh thong tin Vé cu tril trong truong hop co
quan dang ky hé tich khdng thé khai thac dwoc théng tin vé noi cu trii ciia cong
din theo cdc phwong thirc quy dinh tai khodn 2 Piéu 14 Nghj dinh so
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop cac thong tin
Ve giay to chitng minh noi cu trii da dwoc khai thac tir Co so dir li¢u qUOC gia
Vé ddn cu bang cdc phirong thire ndy thi nguwoi c6 yéu cau khdng phdi xudt trinh
(theo hinh thatc tryc tiép) hodc tdi 18n (theo hinh thic tryc tuyén).

Truong hop gui ho so qua hé thong buu chinh thi phai giri kem theo ban
sao cO ching thyuc cac giay to phai xuat trinh néu trén.

*Luuy

- Boi véi giay to ndp, xuat trinh néu ngudi yéu cau ndp hé so theo hinh
thure truc tiép:

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

+ Nguoi yéu cau dang ky ho tich co thé ndp ban sao ching thuc ttr ban chinh
hodic ban sao dugc cap tir s6 goc hodc ban chup kém theo ban chinh gidy to dé doi
chiéu. Truong hop nguoi yéu cau ndp ban chup kem theo ban chinh gidy to thi
nguoi tiép nhan ¢ trach nhiém kiém tra, ddi chiéu ban chup voi ban chinh va ky
xéac nhan, khong duogc yéu cau ngudi di dang ky ndp ban sao gidy to do.

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

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

+ Ban chup cac gidy to giri kem theo hé so ding ky khai sinh tric tuyén phai
bao dam rd nét, day du, toan ven vé ndi dung, 14 ban chup bang may anh, dién thoai
hodc duoc chup, duge quét bang thiét bi dién tir, tir gidy to duoc cap hop 16, con gia
tr1 sir dung.

~ +Trudng hop gidy to, tai liéu phai guri keém trong ho so déng ky khai sinh truc
tuyén da c6 ban sao dién tir hodc da c6 ban dién tir gidy to ho tich thi nguoi yéu cau
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duoc st dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Glay khai sinh/ban sao Giay
khai sinh), nguoi c6 yéu cau dang ky khai sinh phai xuét trinh gidy to tuy than, nop
cac gidy to 1a thanh phan ho so dang ky khai sinh theo quy dinh phép lut ho tich.

- Giéy to do co quan ¢6 tham quyén ctia nudc ngoai cip, cong ching hodc
x4c nhan dé sir dung cho viée diang ky ho tich tai Viét Nam phai dugc hop phap
hoa lanh sy theo quy dinh cua phap luét, trir truong hop duge mién theo diéu udc
quéc t& ma Viét Nam 1a thanh vién.

- Truong hop ngudi yéu cau ding ky khai sinh khong cung cip dugc gidy to
néu trén theo quy dinh hodc gidy t& ndp, xuat trinh bi tiy x6a, sira chita, 1am gia
thi co quan dang ky ho tich c6 tham quyén huy bo két qua ding ky khai sinh.

- Truong hop cho phep nguoi yéu cau dang ky ho tich 1ap vin ban cam doan
vé ndi dung yéu cau ding ky ho tich thi co quan dang ky h¢ tich phai giai thich &
cho nguoi 1ap vin ban cam doan vé trach nhiém, hé qua phap 1y cia viéc cam doan
khong ding sy that.

.....

hay bo két qua ding ky h(_) tich, néu c6 co sd xac dmh Il(_)l dung cam doan khong
ding su that.

d) S6 lwong hé so: 01 bo

d) Thoi han giai quyét: 05 ngay lam viéc; trudng hop phai xac minh thi thoi
han giai quyét khéng qua 25 ngay.

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

g) Co' quan thuc hién thi tuc hanh chinh: Uy ban nhan dan cip xa noi
nguoi yéu cau cu tru.

h) Co quan phol hop: Co quan quan Iy CSDLQGVDC, Uy ban nhan dan
Cap x@ noi nguoi yéu cau diang ky khai sinh cu tra trude day; Co quan céng an c6
tham quyén.

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

k) Lé phi:

- 5000 dong/lan. Mién Ié phi cho nguoi thuge gia dinh ¢6 cong vei cach mang;
nguoi thudc ho nghéo; nguoi khuyeét tat.

- Phi cap ban sao Gidy khai sinh (néu c6 y&u cau): 8.000d6ng/ban sao.

) Mau don, miu to khai:

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

+ Bicu mAu dién tir twong tc déing ky khai sinh (néu ndp ho so theo hinh thirc
truc tuyen).
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m) Yéu ciu, diéu kién thuc hién thi tuc hanh chinh:

Cong dan Viét Nam cu tru trong nudc, sinh trudc ngay 01/01/2016, chua
duoc dang ky khai sinh, c6 hd so, gidy to ca nhan (ban chinh hodc ban sao dugc
chung thuc hop 1€) nhu: glay to tuy than; S6 ho khau S6 tam trd; gidy to khac do
co quan nha nudc cé tham quyen cua Viét Nam cap

n) Can cw phap ly:

- Luat Ho tich nam 2014;

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

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

- Nghi dinh sé 104/2022/NP-CP ngay 21/12/2022 ciia Chinh phui siza doi, bé
sung mét sé diéu cua cac nghi dinh lién quan dén viéc ngp, xudt trinh sé hé khau,
s6 tam tra gidy khi thuc hién tha tuc hanh chinh, cung cdp dich vu cong;

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

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

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 caa Bo Tai chinh quy dinh
muc thu, ché do thu, nop, quan Iy va st dung phi khai thac, str dung théng tin trong
co so dir liu ho tich, phl xé&c nhan c6 qudc tich Viét Nam, phi xac nhan 1a nguoi goc
Viét Nam, Ié phi quéc tich;

- Théng tu s 85/2019/TT-BTC ngay 29/11/2019 cia Bo Tai chinh huéng
dan vé phi va Ié phi thugc tham quyén quyét dinh caa Hoi dong nhan dén tinh, thanh
phd tryc thudc Trung wong;

- Thong tu s& 106/2021/TT-BTC ngay 26/11/2021 ciia B Tai chinh sira
d6i, b6 sung mot sb diéu cua Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua
Bo Tai chinh hudng dan vé phi va Ié phi thuoc tham quyén quyét dinh caa Hoi
dong nhan dan tinh, thanh phd tryc thuge Trung uong

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

TO KHAI DPANG KY KHAI SINH
KINN QU Do

Ho, Chit dém, t81 NEUOT YEU CAU: ...t

Quan hé voi nguoi dugC Khal SINN: ..o
Pé nghi co quan ding Ky khai sinh cho nguoi dwéi day:

[ 0T 1 s (TR (=] o RSSO
Ngay, thang, ndm sinh: ..........ccoccoiviiiniiiniieee ghi bang ChI: oo

(@ 1= o[- OSSPSR
Ho, Chir dém, teN MGUOT ME: ..o
NAm Sinh: @, DAN tOC: ... QUABC tiCh: oo
INOT CU T @) ettt ettt sttt et e b e st e se st e st ete st e se et e stabestesssteaanes
Ho, Chir dém, ten @i CRA: .........cccoooooiiii s
NEM SINN: O DAN tOC: v, QudbC tich: v,
INOT CU T @) ettt ettt ettt e et e st e se et et ete st e ss et et abestesssteaates
T6i cam doan ndi dung dé nghi diang ky khai sinh trén day 1a dung sy that, duoc su thoa thuan
nhét trf ciia cac bén lién quan theo quy dinh phap luat.

T6i chiu hoan toan trach nhiém truéc phap luat vé noi dung cam doan cua minh.

Nguwdi yéu cau
(Ky, ghi r6 ho, chit dém, tén)
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Chu thich:

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

@ Ghi theo noi ding ky thuong trd; néu khong c6 noi ding ky thuong tra thi ghi theo
noi dang ky tam tra; truong hop khong co6 noi dang ky thuong tra va noi dang ky tam tru thi
ghi theo noi dang sinh song.

@) Ghi thong tin vé gidy to tly than cua nguoi di dang ky, ghi rd s, co quan cap, ngay
cap ho chiéu, chizng minh nhan dan hoic gidy to hop 1 thay thé (Vi du: Chang minh nhan
dan s6 001089123 do Cong an thanh ph Ha Noi cip ngay 20/10/2014).

) Truong hop sinh tai co sd y té thi ghi 1d tén co so'y té va dia chi tru 56 co sy té do.

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

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

Trudng hop sinh ra ngoai co sd y té thi ghi dia danh caa 03 cap hanh chinh (x&, huyén,
tinh), noi sinh ra.

Vi du: xd Dinh Bang, huyén Tir Son, tinh Bic Ninh.

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

®) Pé& nghi danh ddu X vao 6 néu co yéu cau cap ban sao va ghi rd sé luong..
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15. Thi tuc diing ky lai két hon
a) Trinh tw thuc hién

- Néu lya chon hinh thirc nop hd so tryc tiép, nguoi c6 yéu cau dang ky lai
ké} hén nop ho so dang ky lai ket hén tai Bo phan mot cira cuia UBND cap xa co
tham quyen; nop 1€ phi néu thudc truong hop phai nop 1€ phi dang ky lai ket hon.

- Néu lya chon hinh thic nop hd so truc tuyén, ngudi c6 yéu cau ding ky
lai két hon truy cap Cong dich vu cdng quéc gia hoac Cong dich vu cdng cap tinh,
dang ky tai khoan (néu chua c6 tai khoan), X4c thuc ngudi dung theo huéng dan,
dang nhap vao hé thdng, xac dinh dang Uy ban nhan dan cap xa c6 tham quyén.

Nguoi ¢ yéu cau dang ky lai két hdn truc tuyén cung cap théng tin theo
biéu mau dién tir tvong tac dang ky lai két hdn (cung cap trén Cong dich vu cong),
dinh kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop
phi, 1& phi théng qua chirc nang thanh toan truc tuyén hoic bang cach thirc khac
theo quy dinh phap luat, hoan tat viéc nop ho so.

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

(1) Truong hop ho SO day du, hop I¢ thi tiép nhan ho so, c6 Phiéu hen, tra két
qua cho nguoi c6 yéu cau (néu ngudi c6 yéu cau lua chon hinh thic nop hé so truc
tiép) hoac gui ngay Phiéu hen, tra két qua qua thu dién tir hoac gui tin nhan hen
tra két qua qua dién thoai di dong cho nguoi €6 yéu cau (neu nguoi ¢ yéu cau
lya chon hinh thac nop hé so truc tuyén), dong thai chuyén hd so dé cong chirc
lam céng tac ho tich xur ly.

- Sau khi tiép nhan hé so theo hinh thac nop truc tiép, can bo tiép nhan hd
so tai B6 phan mot cira thuc hién s6 hda (sao chup, chuyén thanh tai ligu dién tu
trén hé thong thong tin, co sé dit liéu) va ky sb vao tai liéu, ho so giai quyét thi
tuc hanh chinh da duoc s6 hoa theo quy dinh.

(i) Truong hop ho so chua day du, hop 1€ thi c6 thong bao cho ngudi yéu
cau bo sung, hoan thién ho so, néu rd loai gidy to, noi dung can bo sung dé nguoi
c6 yéu cau bo sung, hoan thién. Sau khi hd so duoc bo sung, thuc hién lai buéc (i);

(iiii) Néu ngudi ¢ yéu cau dang ky lai két hon khdng bo sung, hoan thién
dugc ho so thi bao cdo Truong bo phan tiép nhan ho so ¢6 van ban tir choi giai
quyeét yéu cau dang ky lai ket hon.

- Cong chure tu phép - ho tich tham tra ho so (tham tra tinh thong nhat, hop 16
cua cac thong tin trong hd so, gidy to, tai liéu do ngudi yéu cau ndp, xuat trinh hoidc
dinh kém).

~ + Truong hop hd so can bo sung, hoan thién hodc khong du dieu kién giai
quyet, phai tir choi thi gui thdng bao ve tinh trang ho so t6i Bo phan mot cura de
thdng bao cho nguoi ndp ho so — thuc hién lai budce (i) hoac (iii);
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+ Trudng hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chuc 1am cong tac
ho tich 1ap Phiéu xin 18i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham
tra két qua va thoi gian hen tra ket qua, chuyén Bo phan mot cira dé tra cho ngudi
cd yéu cau (neu ngu:m c6 yéu cau luya chon hinh thirc nop hé so truc tlep) hoac
gui Phiéu xin 15i va hen lai ngay tra két qua qua thu di€n tir hoac guri tin nhan qua
dién thoai di dong cho ngudi €6 yéu cau (néu ngudi c6 yéu cau lya chon hinh
thire nop hd so truc tuyén).

Truong hop viéc dang ky lai két hdn thuc hién tai Uy ban nhan dan cip xa
khong phai noi da dang ky két hon trude ddy thi cong chire tu phéap - ho tich béo
c4o Chu tich Uy ban nh4n dan c6 vin ban dé nghi Uy ban nhan déan noi ding ky
két hon trude day kiém tra, xac minh veé viéc luu gitr s6 ho tich tai dia phuong.

Sau khi nhan dugc van ban dé nghi, Uy ban nhan dan noi da dang ky két
hon trude day tien hanh kiém tra, xac minh va tra loi1 bang van ban vé viéc con
luu gitr hoac khong Iuu gitr dugc So6 ho tich.

+ Sau khi nhan duoc két qua xac minh vé viéc khong con luu gitt duoc S6 hd
tich tai noi da dang ky két hon hoac sau thoi han 20 ngay ké tir ngay giri vian ban yéu
cau xac minh ma khdng nhan duoc van ban tra 10i, néu thay ho so day da, hop 18,
dung quy dinh, truong hop tiép nhan ho so dang ky lai két hon theo hinh thuc truc
tiép, thi cong chue tu phap - ho tich thuc hién viéc ghi vao S6 ding ky két hdn, cap
nhat thong tin ding ky lai két hon va luu chinh thic trén Phan mém dang ky, quan
ly ho tich dién tir dung chung.

Truong hop tiép nhan ho so dang ky lai ket hdn theo hinh thic truc tuyen,
cong chire tu phap - h¢ tich gui lai bi€u mau Giay chung nhan ket hon dién tir voi
thong tin day du cho nguoi yéu cau qua thu dién tir hodc thict bi so.

Nguoi yéu cau ¢ trach nhiém kiém tra tinh chinh xac, day du ctia cac thong
tin trén biéu mau Giay chiing nhan két hon dién tir va xac nhan (toi da mét ngay).

Néu nguoi ¢6 yéu cau xéc nhan thong tin da thong nhat, day di hoac khong
c6 phan hoi sau thoi han yéu cau thi cong chire tu phap - ho tich thuc hién viéc ghi
vao S6 dang ky ket hon, cap nhét thong tin déng ky lai ket hon va luu chinh thic
trén Phan mém dang ky, quan ly ho tich dién tir dung chung.

- Cong chire tu phap - ho tich in Gidy chiing nhan két hon, trinh Lanh dao
UBND ky, chuyeén ti Bo phan mét cira dé tra két qua cho ngudi ¢ yéu cau.

- Ngudi ¢6 yéu cau dang ky lai két hon (hai bén nam, nix phai c6 mt, xuat
trinh gidy to tuy than de doi chicu) kiem tra thong tin trén Giay chung nhén ket hon,
trong S6 déng ky ket hon, va ky tén vao So dang ky ket hon, ky tén vao Giay ching
nhan ket hon, moi bén nam, nir nhan 01 ban chinh Giay chirng nhan két hon.

b) Céch thwrc thuc hién:

Nguoi ¢6 yéu cau dang ky lai két hon thuc hién ndp ho so truc tiép tai Bo
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phan mot ctra cua UBND cép xa hodc ndp hd so truc tuyén trén Céng dich vu cong
qubc gia (https://dichvucong.gov.vn) hoic Cong dich vu cong tinh Hai Duong
(https://dichvucong.haiduong.gov.vn) (bén nam hodc bén nit c6 thé ndp hd so ma
khong can ¢ vin ban iy quyén ctia bén con lai).

¢) Thanh phan hd so:

- To khai dang ky lai két hon theo mau (néu nguoi ¢ yéu cau lya chon nop
ho so theo hinh thirc truc tiep);

- Biéu mau dién tir twong tac ding ky lai két hon, trong d6 c6 cam doan cac
théng tin cung cép 1a ding sy that, khdng con ban chinh Giay ching nhan két
hon, da nop du cac gidy to hién c6 va chiu hoan toan trach nhiém trugc phap luét
Vvé noi dung cam doan cua mlnh (do nguoi yeu Cau cung Cap thong tin theo huong
dan trén Cong dich vu cong néu ngudi ¢d yéu cau lua chon nop ho so theo hinh thic
truc tuyén).

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

* Giay to phai ndp:

- Ban sao Giay chung nhan két hon duoc cap trude day. Néu khong co ban

sao Gidy chimg nhan ket hon thi nop ban sao ho so, gidy to ¢ nhan c6 céc thong
tin lién quan dén ndi dung dang ky ket hon.

* Gidy to phai xuat trinh:

- Ho chiéu hodc Chimg minh nhan dan hodc Thé can cudc cong dan hodc
cac gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 tham quyen cép,
con gia tri str dung dé ching minh vé nhén than cta ca hai bén co yeu cau dang
ky lai két hon. 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 thtrc truc ti€p) hodc tai 1én (theo hinh thirc truc tuyén);

- Gidy to chirng minh noi cw trii dé xac dinh tham quyén (néu viéc dang ky
lai két hén thuce hién tai Uy ban nhédn dan cap xd khéng phai la noi dang ky két
hén trude day) trong truong hop co quan dang ky hé tich khéng thé khai thac
dwoc thong tin vé noi cir tri ciia céng dan theo cdc phu’o’ng thirc quy dinh tqi
khodn 2 Piéu 14 Nghl dinh s6 104/2022/ND-CP ngay 21/12/2022 cua Chinh
phu. Truong hop cdc thong tin ve gidy to chirng minh noi cu tri da dwoc khai
thac tw Co so dit lieu quoc gia vé dian cu bang cdc phwong thirc nay thi nguoi
c6 yéu cau khong phai xudt trinh (theo hinh thirc triee tiép) hodc tdi lén (theo
hinh thirc triec tuyén).

* Luuy

- D61 voi giay to ndp, xuat trinh néu nguodi yéu cau ndp ho so theo hinh
thire truc ti€p:
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+ Dbi vé6i giéy t& xudt trinh khi ddng ky ho tich, ngudi tiép nhan co trach
nhiém kiém tra, d6i chiéu véi thong tin trong to khai, chup lai hodc ghi lai thong
tin dé luu trong ho so va tra lai cho nguoi xudt trinh, khéng duoc yéu cau ndp ban
sao hodc ban chup gidy to do.

+ Ngudi yéu cdu ding ky ho tich c6 thé ndp ban sao ching thuc tir ban
chinh hodc ban sao dugc cap tir s6 gbe hogc ban chyp kém theo ban chinh gidy to
dé dbi chiéu. Truong hop ngudi yéu cau ndp ban chup kem theo ban chinh gidy
t& thi nguoi tiép nhén cé trach nhiém kiém tra, ddi chiéu ban chup v0i ban chinh
va ky xac nhan, khong duoc yéu cau ngudi di ding ky nodp ban sao gidy to do.

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

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

+ Ban chup cac gidy to gui kém theo ho so dang ky lai két hon truc tuyén phai
bao dam 6 nét, day du, toan ven vé ndi dung, 13 ban chup bang may anh, dién thoai
hodc dugc chup, duge quet bang thiét bi dién tir, tir gidy to duoc cap hop 1€, con gia
tri stt dung; néu 1a gidy to do co quan co thim quyén nudc ngoai cap thi phai dugc
hop phéap hoa lanh su, dich sang tiéng Viét theo quy dinh, trir trudng hop dugc mién
hop phép hoa lanh sy.

+ Truong hop gidy t0, tai liéu phéi giri kém trong ho so ding ky lai két hon
trie tuyén da co ban sao dién tir hodc dé c6 ban dién tur gidy to ho tich thi nguoi yéu
cau dugc st dung ban dién tir nay.

+ Khi den co quan dang ky ho tich nhan két qua (Giay chung nhan ket hon),
nguoi €O yeu cau dang ky lai két hon xuat trinh gidy to tuy than, nop cac gidy to 1a
thanh phan hé so dang ky lai két hén theo quy dinh phép luat ho tich.

Truong hop nguoi yéu cau dang ky lai ket hon khong cung cap duoc gidy
to néu trén quy dinh hodc giay to nop, Xuat trinh bi tay xoa, stra chira, lam gia thi
co quan dang ky ho tich cd tham quyéen huy bo két qua dang ky lai két hon.

d) S6 lwong hd so: 01 bo

d) Thoi han giai quyét: 05 ngay lam viéc; truong hop phai xac minh thi thoi
han giai quyét khdng quéa 25 ngay.

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

g) Co quan thuc hi¢n tha tuc hanh chinh: Uy ban nhan dan cap xa noi
da dang ky két hon trude day hoac Uy ban nhan dan cip x4 noi ngudi yéu cau
thuong trd.

h) Co quan phéi hep: 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
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nhan dan cip xa noi ngudi yéu cau thuong trd

i) Két qué thuc hién thia tuc hanh chinh: Gidy ching nhan két hon(ban
chinh), moi bén vg, chong 01 ban.

k) Lé phi: 25.000 dong/lan.

Mién I¢ phi cho ngudi thudc gia dinh c6 cong vai cach mang; ngudi thuge ho
ngheo; ngudi khuyeét tat.

) Mu don, miu to khai:

+ To khai dang ky lai két hdn (néu ndp hd so theo hinh thic truc tiép);

+ Biéu, mau dién tir trong tac dang ky lai két hon (néu nop hd so theo hinh
thurc truc tuyen).

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

- Viéc két hon da duoc dang ky tai co quan c6 tham quyén cua Viét Nam
truge ngay 01/01/2016 nhung S6 dang ky ket hon va ban chinh Giay chiing nhan
két hon déu bi mat;

- Nguoi yéu cau ding ky lai keét hon con song vao thoi diém yéu cau ding
Ky lai két hon.

[) Can cw phap ly:

- Luat Hon nhan va gia dinh nam 2014;

- Luat Ho tich nam 2014;

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

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phi quy dinh ve
Co sd dir lieu ho tich dién t, dang ky ho tich truc tuyen;

- Nghi dinh so 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phui siza doi, bo
sung mot so dieu cua cac nghi dinh lién quan den viéc nop, xuat trinh so hg khau,
so tam tra giay khi thec hién tha tuc hanh chinh, cung cap dich vu cong;

- Thong tw s6 04/2020/TT-BTP ngay 28/5/2020 ctia B Tu phéap quy dinh chi
tiet thi hanh mot s6 dieu cua Luat Ho tich va Nghi dinh s6 123/2015/ND-CP ngay
15/11/2015 cua Chinh phu quy dinh chi tiet mot so diéu va bién phép thi hanh Luat
Ho tich;

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 ciia Bo Tu phéap quy dinh
chi tict mot so dieu va bién phap thi hanh Nghi dinh s6 87/2020/ND-CP ngay
28/7/2020 cua Chinh phu quy dinh vé Co s¢ dir liéu ho tich dién tir, dang ky ho
tich truc tuyen;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ciia B Tai chinh quy dinh
muc thu, ché do thu, nop, quan ly va str dung phi khai thac, sir dung théng tin trong
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co's6 dir ligu ho tich, phi xéc nhan c6 quoc tich Viét Nam, phi xac nhan 1a ngudi goc
Viét Nam, 1€ phi quoc tich;

_- Thong tu sO 85/2019/TT-BTC ngay 29/11/2019 cua B6 Tai chinh husng
dz’lr] ve phi va I¢é phi thudc tham quyen quyét dinh caa Hoi dong nhan dan tinh, thanh
pho truc thudc Trung wong;

- Thong tu sﬁ 106/2021/TT-BTC ngay 26/11/2021 cua B Tai chinh sta
doi, bo sung mot so dicu cua Thong tu s6 85/2019/TT-BTC hgay 29/11/2019 cua
B¢ Tai chinh huéng dan ve phi va 1€ phi thugc tham quyen quyet dinh cua Hoi
dong nhén dan tinh, thanh pho tryc thugc Trung vong.

- Nghi quyét s6 17/2016/NQ-HDND ngay 05/10/2016 ctia Hoi dong nhéan
dan tinh Hai Duong ban hanh Quy dinh muec thu, ché d¢ thu, nop, quan ly va su
dung phi, 1€ phi trén dia ban tinh Hai Duong
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc l1ap - Tw do - Hanh phuc

TO KHAI PANG KY LAl KET HON

KN giri: e

Ho, Chit dém, t81 NEUOT YEU CAU: ...ooocccceeoeeeeeeeeeeseeeseeoeeeees oo eeesesere oo

NOT CU T @ oo e e e s e e e e s s s s s s ee e

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

HOQ, CHlt @M, TEN CHA VO ...
Ngay, thang, NAM SINN: ..o
DAN EOC: wovvveereeeer oo seeeeseseeseereesesee QUABC LICN: oo
INOT CU T B) oo
GHAY T TUY tANIG) ettt e

Ho, Chit @&, tEN CUA CRONGY .....ooooccoeeeeeseeeee oot
Ngay, thang, NAM STNN: ..o
DAN EOC: wovvvoereeee oo O TU1S Yo 10 1

N OT U ) e,

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

luat vé& cam doan ctia minh.

Lamtai: ..., , NQAY ........... thang ......... nam ...
Nguoi yéu cau
Dé nghi cap ban sao®: Co |:|, Khong [] (Ky, ghi r ho, chit dém, tén)
S6 luong:....... ban
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Chu thich:

@) Ghi rd tén co quan dang ky lai két hon.

) Ghi theo noi dang ky thuong trd; néu khong cé noi ding ky thuong trd thi ghi theo noi dang
ky tam trd; truong hop khong c6 noi déng ky thuong trii va noi dang ky tam trd thi ghi theo noi dang
sinh song.

® Ghi thong tin vé giy to tuy than nhu: ho chiéu, ching minh nhan dan hoic gidy to hop 18
thay the (vi du: Chang minh nhan dan s6 001089123 do Cong an thanh pho Ha Noi cap ngay
20/10/2004).

) Ghi r5 tén co quan di dang ky két hon trude day.

) Chi khai trong trudng hop biét rd.

©) P& nghi danh dau X vao 6 néu cd yéu cau cp ban sao va ghi rd sb luong.
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16. Thu tuc dang Ky lai khai tir
a) Trinh tw thuc hién

- Néu Iya chon hinh thic nop hd so truc tiép, ngudi c6 yéu cau dang ky lai
khai tir ndp ho so dang ky lai khai tur tai Bo phan mét cira cia UBND cap xa co
tham quyen; nop 1€ phi neu thude trueong hop phai nop 1€ phi dang ky lai khai tu;
nop phi cap ban sao Trich luc khai tir néu c6 yéu cau cap ban sao Trich luc khai tir.

- Néu lya chon hinh thiic nop hd SO tryc tuyén, ngudi €6 yeu cau dang ky
lai khai tur truy cap Cong dich vu cdng quéc gia hoic Cong dich vu cong cap tinh,
ddng ky tai khoan (néu chua c6 tai khoan), X4c thuc ngudi dung theo huéng dan,
dang nhap vao hé thdng, xac dinh dang Uy ban nhan dan cap xa c6 tham quyén.

Nguoi c6 yéu cau dang ky lai khai tir truc tuyén cung cap thong tin theo
biéu mau dién tir twong tac dang ky lai khai tir (cung cap trén Cong dich vu cong),
dinh kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop
phi, 1& phi théng qua chirc nang thanh toan truc tuyén hozc bang cach thirc khac
theo quy dinh phap luat, hoan tat viéc nop ho so.

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

(1) Truong hop ho SO day du, hop I¢ thi tiép nhan hé so, c6 Phiéu hen, tra két
qua cho nguoi c6 yéu cau (néu ngudi c6 yéu cau lua chon hinh thic nop hé so truc
tiép) hoac gui ngay Phiéu hen, tra két qua qua thu dién tir hoac gui tin nhin hen
tra két qua qua dién thoai di dong cho nguoi €6 yéu cau (neu ngudi ¢ yéu cau
lya chon hinh thac nop hé so truc tuyén), dong thai chuyén hd so dé cong chirc
lam céng tac ho tich xur ly.

- Sau khi tiép nhan ho so theo hinh thic nop truc tiép, can bo tiép nhan hd
so tai B6 phan mot cira thuc hién s6 hoa (sao chup, chuyén thanh tai lidu dién tu
trén hé thong thong tin, co so dit liéu) va ky sb vao tai liéu, ho so giai quyét thi
tuc hanh chinh da duoc s6 hoa theo quy dinh.

(i) Truong hop hé‘so chua day du, hop 1€ thi c6 thong bao cho ngudi yéu
cau bo sung, hoan thién ho so, néu 13 loai giay to, noi dung can bo sung dé nguoi
€0 Yéu cau bo sung, hoan thién. Sau khi ho so dugc bo sung, thuc hién lai buac (i);

(iii) Néu nguoi c6 yéu cau dang ky lai khai tir khong bo sung, hoan thién
dugc ho so thi bao cdo Truong bo phan tiép nhan ho so ¢6 van ban tir choi giai
quyét yéu cau dang ky lai khai tir.

- Cong chure tu phép - ho tich tham tra ho so (tham tra tinh thong nhat, hop 16
cua cac thong tin trong hd so, gidy to, tai liéu do ngudi yéu cau ndp, xuat trinh hoidc
dinh kém).

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

+ Trudng hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi ¢ong chuc 1am cong tac
ho tich 1ap Phiéu xin I8i va hen lai ngay tra két qua, trong d6 néu rd Iy do cham
tra két qua va thoi gian hen tra ket qua, chuyén Bo phan mot cira dé tra cho ngudi
cd yéu cau (neu ngu:m ¢ yéu cau lua chon hinh thirc nop hé so truc tlep) hoac
gui Phiéu xin 15i va hen lai ngay tra két qua qua thu di€n tir hoac guri tin nhan qua
dién thoai di dong cho ngudi €6 yéu cau (néu ngudi c6 yéu cau lya chon hinh
thirc nop hd so truc tuyén).

+ Néu thdy thong tin khai tir day du va phd hop, hd so day du, hop 1€, dung
quy dinh, trudng hop tiép nhan ho so dang ky lai khai tir theo hinh thic tryc tiép, thi
cong chie tu phép - ho tich thuc hién viéc ghi vao S6 dang ky khai ta, cap nhat
thong tin ding ky lai khai tir va Iuu chinh thac trén Phan mém dang ky, quan Iy ho
tich dién tir dung chung.

Truong hop tiép nhan ho so dang ky lai khai tir theo hinh thuc truc tuyen,
cong chire tu phép - h¢ tich gui lai biéu mau Trich luc khai tir dién tir vei thong tin
day du cho ngudi yéu cau qua thu dién tir hozc thiét bi sb.

Nguoi yéu cau co trach nhiém Kiém tra tinh chinh xac, day du cua céc thong
tin trén biéu mau Trich luc khai tir dién tir va xac nhan (toi da mét ngay).

Néu nguoi c6 yéu cau xac nhan thong tin da thong nhat, day du hoic khong
c6 phan hdi sau thoi han yéu cau thi cdng chire tu phap - ho tich thuc hién viéc
ghi noi dung vao So6 dang ky khai ttr, cap nhat thong tin ding ky lai khai tir va luu
chinh thtc trén Phan mém ding ky, quan Iy ho tich dién t ding chung.

- Cdng chire tu phép - ho tich in Trich luc khai ti, trinh Lanh dao UBND ky,
chuyeén toi Bo phan mét cua deé tra két qua cho ngudi ¢ yéu cau.

- Nguoi ¢6 yéu cau dang ky lai khai tir kiém tra thong tin trén Trich luc khai tu,
trong SO dang ky khai tir va Ky tén vao So6 dang ky khai tr, nhan Trich luc khai ti.

b) Céch thirc thuc hién:

Nguoi co yéu cau dang ky lai khai tr truc tiép thuc hién hodc ty quyén cho
nguoi khac thuc hién viéc dang ky lai khai tir tai BO phan mot ctra cia UBND cép
x3 hodc giri hd so qua hé théng buu chinh hodc ndp hd so truc tuyén trén Cong dich
vu cong qudc gia (https:/dichvucong.gov.vn) hoic Cong dich vu cong tinh Hai
Duong (https://dichvucong.haiduong.gov.vn).

¢) Thanh phén hd so:

- To khai ding ky lai khai tir theo mau (néu nguoi 6 yéu cau lya chon nop
ho so theo hinh thic truc tiep);

- Biéu mfu} dién tur tuong tac dang ky lai khai tu, trong d6 c6 cam doan cac
thong tin cung cap 1a ding su that, khdng con ban chinh Giay chung ta/Trich luc
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khai tu, da nop du cac gidy to hién c6 va chiu hoan toan trach nhiém trudc phap
luat vé ndi dung cam doan cua minh (do ngu’ol yéu Cau cung cap thdng tin theo
huéng dan trén Cong dich vu cong néu ngudi cd yéu cau lra chon nop hé so theo
hinh thic truc tuyén).

- Nguoi ¢ yéu cau dang ky lai khai ttr thuc hién viéc nop/xuat trinh (theo
hinh thire truc tiép) hodc tai 1én (theo hinh thire truc tuyén) cac gidy to sau:

* Gidy to phdi ngp:
~ -Bansao Gidy chimg tir trudc day dugc cap hop 1¢. Néu khong c6 ban sao
Giay chung tu trude day duge cap hop 1€ thi ndp ban sao ho so, gidy to lién quan
c6 nd1 dung chiing minh sy kién chét.

- Vin ban ty quyén theo quy dinh ctia phap luét trong truong hop uy quyén
thuc hién viéc dang ky lai khai ttr. Truong hop nguoi duge uy quyén la 6ng, ba,
cha, me, con, vo, chdng, anh, chi, em rudt ciia ngudi Gy quyén thi vin ban uy
quyén khong phai ching thuc.

* Gidy tor phdi xudt trinh:

- Ho chiéu hoac Chung minh nhan dan hodc Thé can cudc cong dan hoac
cac gidy to khac c6 dan anh va thong tin c4 nhan do co quan c6 tham quyén cép,
con gia tri str dung dé chtirng minh vé nhan than ctia ngudi c6 yéu cau diang ky lai
khai tir. Truong hop cac thong tin ¢4 nhan trong cic gidy t& ndy di co trong
CSDLQGVDC, CSDLHTDT, dugc hé théng dién ty dong thi khong phai tai 1én
(theo hinh thirc truc tuyén).

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

*Luuy

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

+ Nguoi tiép nhan co trach nhiém kiém tra, d6i chiéu véi thong tin trong
to khai, chup lai hodc ghi lai thong tin dé luu trong ho so va tra lai cho nguoi Xudt
trinh, khong duoc yeu cau ndp ban sao hodc ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich co thé ndp ban sao ching thuc ttr ban chinh
hoic ban sao dugc cap tir s6 goc hodc ban chup kém theo ban chinh gidy to dé doi
chiéu. Truong hop nguoi yéu cau ndp ban chup kem theo ban chinh gidy to thi
ngudi tiép nhan c¢6 trach nhiém kiém tra, d6i chiéu ban chup voi ban chinh va ky
xac nhén, khéng duoc yéu cau ngudi di ding ky ndp ban sao gidy to do.

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

- D61 véi giay to gui kém theo néu nguoi yéu cau ndp ho so theo hinh thue
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truc tuyén'

+ Ban chyp cac gidy to g kem theo hd so dang ky lai khai tir tryc tuyén phai
bao dam rd nét, day du, toan ven vé ndi dung, 13 ban chup bang may anh, dién thoai
hodc duoc chup, dugce quét bang thiét bi dién tir, tir gidy to duoc cap hop 16, con gia
tr1 sir dung.

+ Trudng hop gidy 1, tai liéu phai giri kém trong hd so ding ky lai khai tir
true tuyén da co ban sao dién tir hodc déd c6 ban dién tur gidy to ho tich thi nguoi yéu
cau dugc st dung ban dién tir nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Trich luc khai ti/ban sao
Trich lyc khai tir), nguoi ¢6 yéu cau dang ky lai khai tur phai xuat trinh giay to tuy
than, nop céc giay to la thanh phan ho so dang ky lai khai tir theo quy dinh phéap luat
ho tich.

- Giéy to do co quan ¢6 tham quyén ctia nude ngoai cip, cong ching hodc
xac nhan dé su dung cho viéc dang ky ho tich tai Viét Nam phai duoc hop phap
hoa lanh su theo quy dinh cta phap luat, tru truong hop dugce mién theo diéu udce
quoc t€ ma Viét Nam la thanh vién.

- Trudng hop ngudi co yéu cau dang ky lai khai tir khong cung cap duoc
gidy t& néu trén theo quy dinh hodc gidy to ndp, xuat trinh bi tay x0a, sua chira,
lam gia thi co quan dang ky ho tich c6 tham quyén hiy bo két qua diang ky lai
khai ttr.

d) S6 lwong ho so: 01 bd

d) Thoi han giai quyét: 05 ngay lam viéc; trudng hop can xac minh thi
thot han giai quyét khong qua 10 ngay lam vigce.

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

g) Co quan thue hién thi tuc hanh chinh: Uy ban nhan dan cép x4, noi
da dang ky khai tu trude day.

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

i) Két qua thuc hién thi tuc hanh chinh: Trich luc khai tir (ban chinh),
ban sao Trich luc khai tir (treong hop yéu cau cap ban sao Trich luc khai tur).

k) L& phi:

- Mirc 1€ phi cy the do Hoi dong nhan dan tinh, thanh phé truc thude Trung
uong quyét dinh.

- Mién 1& phi cho nguoi thude gia dinh c6 cong véi cach mang; nguoi thuge
ho nghéo; nguoi khuyet tat.

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

I) Mau don, miu to khai:
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+ To khai dang ky lai khai tr (néu nop hd so theo hinh thuc truc tiép);

+ Biéu, mau dién tir twong tac ding ky lai khai tar (néu nop hd so theo hinh
thurc truc tuyen).

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

Viéc khai tir da dugce dang ky tai co quan ¢o tham qyyén cua Viét Nam trudc
ngay 01/01/2016 nhung S6 dang ky khai tir va ban chinh Giay ching tir déu bi mat.

n)Can cu phap ly:

- Luat Ho tich nam 2014;

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

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phii quy dinh vé
Co s¢ dir licu ho tich dién t, dang ky ho tich truc tuyen;

- Nghj dinh s 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phui sira doi, bo
sung mot so c@‘iéu cua Cac nghi dinh lién quan den viéc r)ép, Xuat trinh sé ho khau,
so tam tra giay khi thec hién tha tuc hanh chinh, cung cap dich vu cong;

~ -Thongtu sg") 04/2020/TT-BTP ngay 28/5/2020 cua Bo Tu phap quy dinh chi
tiet thi hanh mét so dieu cua Luat HO tjch’vé Ngh,i diph s0 123/2015/ND-CP ngay
15/11/2015 cua Chinh phu quy dinh chi tiet mét so diéu va bién phép thi hanh Luat
Ho tich;

- Thong tu s‘é 01/2022/TT-BTP ngay 04/01/2022 cua Bo Tu phap quy dinh
chi tiet mot s6 dieu va bién phap thi hanh Nghi dinh so 87/2020/ND-CP ngay
28/7/2020 cua Chinh phu quy dinh ve Co s¢ dit ligu h¢ tich dién tir, dang ky ho
tich truc tuyen;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 caa Bo Tai chinh quy dinh
muc thu, ché do thu, nop, quan 1y va st dung phi khai thac, s dung thong tin trong

co s¢ dix lieu ho tich, phi xac nhan co qudc tich Viét Nam, phi xac nhan 1a nguoi goc
Viét Nam, I¢é phi qudc tich;

- Thong tu sb 85/2019/TT-BTC ngay 29/11/2019 ciia B Tai chinh huéng
dan vé phi va Ié phi thudc tham quyén quyét dinh caa Hoi dong nhan dan tinh, thanh
phé truc thudc Trung vong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo Tai chinh sia
d6i, b6 sung mot sb diéu cua Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua
Bo6 Tai chinh hudng dan vé phi va Ié phi thudc tham quyén quyét dinh cia Hoi
ddng nhan dan tinh, thanh phé tryc thudc Trung wong;

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 caa Hoi ¢ong nhan
dan tinh Hai Duong ban hanh Quy dinh muc thu, ché d6 thu, nop, quan Iy va st
dung phi, 1€ phi trén dia ban tinh Hai Duong.
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Lamtai: ......................... , NQAY .......... thang ........ nam ...........
Ngudi yéu cau
(Ky, ghi r& ho, chix dém, tén)

Dé nghi cip ban sao™: C6 |:|, Khoéng []
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Chd thich:

1) Ghi 5 tén co quan dang ky lai khai tu.

@) Ghi theo noi ding ky thuong tra; néu khong ¢ noi dang ky thuong trd thi ghi theo noi ding
ky tam trt; truong hop khong c6 noi déng ky thuong trii va noi dang ky tam tra thi ghi theo noi dang
sinh song.

4 Ghi thong tin vé gidy to tiy than nhu: h¢ chiéu, ching minh nhan dan hogc gidy to hop 18
thay the (vi du: Chang minh nhan dan s6 001089123 do Cong an thanh pho Ha Noi cap ngay
20/10/2004).

) Truong hop chwa xac dinh dugc thi dé tréng.

®) Ghi 6 tén co quan di ding ky khai tir trude day.

®) Chi khai trong truong hop biét ro.

(P& nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd sé luong.
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17. Thi tuc x4c nhan théng tin h tich
a) Trinh tu thuc hién:

- Néu lya chon hinh thic nop ho so truc tiép, nguoi ¢ yéu cau cap xac nhan
thong tin ho tich nop hé so dé ngvhj cap g(éc nhan thong tin ho tich tai Bo phan
mot cira cia UBND cap x& ¢ tham quyén; nop phi, 1€ phi theo quy dinh phap
luat.

- Néu lva chon hinh thutc nop hd so truc tuyén, nguoi €O yeu CAU C4p X4c
nhan théng tin ho tich truy cap Cong dich vu cong québc gia hoic Cong dich vu
cong tinh Hai Duong, dang ky tai khoan (néu chua c6 tai khoan), xac thuc ngudi
dung theo hudng dan, ding nhap vao hé théng, xac dinh dung Co quan quan ly
Co s& dir lidu ho tich dién tir c6 tham quyén.

Nguoi ¢d yéu cau cap xac nhan thong tin ho tich truc tuyén cung cap thng
tin theo biéu mau dién tir twong tac (cung cap trén Cong dich vu cong), dinh kém
ban chup hoic ban sao dién tir c4c gidy to, tai liéu lién quan dén noi dung dé nghi
x&c nhan thdng tin ho tich; nop phi thdng qua chiic ning thanh toan truc tuyén
hoic bing cach thire khc theo quy dinh phéap luat, hoan tat viéc nop hd so.

- Cén b tiép nhan hé so tai Bo phan mot cira ¢é trach nhiém kiém tra tinh
chinh xac, day du, thong nhat, hop I¢ cta ho so.

(1) Truong hop ho SO day du, hop I¢ thi tiép nhan hé so, c6 Phiéu hen, tra két
qua cho nguoi c6 yéu cau (néu ngudi c6 yéu cau lua chon hinh thic nop hd so truc
tiép) hoac gui ngay Phiéu hen, tra két qua qua thu dién tir hoac gui tin nhin hen
tra két qua qua dién thoai di dong cho nguoi €6 yéu cau (neu ngudi ¢ yéu cau
lya chon hinh thac nop hé so truc tuyén), dong thai chuyén hd so dé cong chirc
lam cOng tac ho tich xu ly.

Sau khi tiép nhan ho so theo hinh thirc nop truc tiép, can b tiép nhan ho
so tai Bo phan mot cura thuc hién s6 hoa (sao chup, chuyén thanh tai ligu dién tu
trén hé thong thong tin, co so dit liéu) va ky sb vao tai liéu, ho so giai quyét thi
tuc hanh chinh da duoc s6 hoa theo quy dinh.

(i) Truong hop ho so chua day du, hop 1€ thi c6 thong bao cho ngudi yéu
cau bo sung, hoan thi¢n hd so, néu 13 loai glay td, ndi dung can bo sung dé ngudi
c6 yéu cau bd sung, hoan thién. Sau khi hd so duoc bd sung, thuc hién lai
budc (i);

(iii) Truong hop nguoi ¢o yéu cau cap xac nhan théng tin ho tich khdng bd

sung, hoan thi¢n dugc hd so thi bao cao Trudng bd phan mot cira co théng béo tir
chéi giai quyét yéu cau xéac nhan thong tin ho tich.

- Cong chic 1am cong tac ho tich tham tra hd so (tham tra tinh thdng nhat,
hop 1€ cua céc thong tin trong ho so, giay to, tai liéu do ngudi yéu cau nop, xuat trinh
hoiic dinh kem).
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~ + Truong hop hd so can bo sung, hoan thién hodc khong du dieu kién giai
quyet, phdi tir choi thi gui thong bao ve tinh trang ho so t6i Bo phan mot cura de
thong bao cho ngudi nop ho so — thuc hién lai buac (ii) hoac (iii);

+ Trudng hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chac 1am cong tac
ho tich 1ap Phiéu xin 18i va hen lai ngay tra két qua, trong d6 néu rd Iy do cham
tra két qua va thoi gian hen tra ket qua, chuyén Bo phan mot cira dé tra cho ngudi
cd yéu cau (neu ngu:m ¢ yéu cau luya chon hinh thirc nop hé so truc tlep) hoac
gui Phiéu xin 15i va hen lai ngay tra két qua qua thu di€n tir hoac guri tin nhan qua
dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh
thire nop hd so truc tuyén).

Truong hop can xac minh, cong chac lam cong tac ho tich bao céo Tha
truong Co quan quan 1y Co so dit liéu ho tich dién tir ¢ van ban dé nghi co quan
cong an, cac co quan khéc 6 lién quan xac minh theo quy dinh tai Khoan 3 biéu
13 Nghi dinh s6 87/2020/ND-CP. Truong hop két qua xéac minh khong c6 thong
tin hogc thong tin khdng théng nhat véi gidy to nguoi yéu cau cung cap thi tur
chdi cip Vin ban xac nhan théng tin ho tich.

Déi vai yéu cau xac nhan thong tin ho tich caa ca nhan, néu thay théng tin
hd tich cua ca nhan khong cd sy thay dol thi cbng chac lam cdng tac ho tich bao
cao Lanh dao UBND cap xa khong cap Van ban xac nhan thong tin ho tich ma
huéng dan nguoi yéu cau 1am tha tuc cip ban sao Gidy khai sinh hoac ban sao
trich luc ho tich twong ng, trir truong hop co quan, to chic ¢d tham quyén dé
nghi cip van ban xac nhan dé giai quyét vu viéc lién quan dén cé nhan.

+ Néu thay ho so day du, hop ¢, dang quy dinh, thong tin trong Co so dit liéu
ho tich dién tir va thong tin dé nghi x4c nhan 13 dang, trudng hop tiép nhan hé so
cap xac nhan thong tin ho tich theo hinh thic truc tiép, thi cong chic lam cong tac
ho tich in Van ban xac nhan thong tin ho tich, trinh Lanh dao UBND cap xa ky,
chuyén toi Bo phan mot cira dé tra két qua cho ngudi ¢6 yéu cau.

Trudng hop tiép nhan ho so xin cap xac nhan théng tin ho tich theo hinh thic
truc tuyen, cong chuc lam cong tac ho tich gui lai biéu mau Xac nhan théng tin ho
tich dién tr voi thong tin day da cho ngudi Yéu cau qua thu dién tur hoac thiét bi so.

Nguoi yéu cau cé trach nhiém kiém tra tinh chinh xac, day du ciia cac théng
tin trén biéu mau Xac nhan thong tin ho tich dién tir va Xac nhan (t6i da mot ngay).

Néu nguoi c6 yéu cau xac nhan thong tin da thdng nhat, day du hoic khong
co phan hoi sau thoi han yéu cau thi cong chuc lam cdng tac h¢ tich in Vin ban

xac nhan thong tin ho tich, trinh Lanh dao UBND cap xa ky cip Vin ban xac nhan
thdng tin ho tich, chuyén Bo phan mot ctra tra két qua cho ngudi ¢6 yéu cau.

- Ngudi c6 yéu cau cap xac nhan thdng tin ho tich duoc nhan két qua theo
Mot trong cac phuong thirc sau day:

124



+ Nhéan ban dién tor Van ban xac nhan thong tin ho tich gui qua thu dién ti,
Kho quan ly dir liéu dién tir cua td chire, ca nhan do;

+ Nhan ban dién tir Vn ban xac nhan thong tin ho tich gui vao thiét bi sb,
thong qua phuong phap truyén so liéu phu hop, dam bao an toan, bao mat thong tin;

+ Nhan két qua 12 Van ban x&c nhan thdng tin ho tich théng qua hé théng
buu chinh;

+ Nhan két qua 1a Vin ban xac nhan théng tin ho tich tai co quan ding ky
ho tich.

b) Cach thic thuc hién:

Nguoi c6 yéu cAu xac nhan thong tin ho tich truc tiép thuc hién hodc uy
quyén cho ngudi khac thuc hién nop ho so truc tiép tai B phan mot ctra cua
UBND cap x4 hodc guri ho so qua hé théng buu chinh hogc ndp ho so truc tuyén
trén Cong dich vu cong qudc gia (https://dichvucong.gov.vn) hodc Cong dich vu cong
tinh Hai Duong (https://dichvucong.haiduong.gov.vn).

¢) Thanh phén hé so:

- To khai dé nghi x4c nhan thong tin ho tich theo miu (néu ngudi ¢ yéu
cau lya chon ndp ho so theo hinh thure truc ti€p);

- Biéu mﬁu dién tu tuong tac yéu cau cap vin ban xac nhan théng tin ho tich
(do nguoi yéu cau cung cap thong tin theo huong dan trén Cong dich vu cong, néu
ngudi c6 yéu cau lwa chon ndp hd so theo hinh thirc truc tuyén);

- Nguoi co yéu gau xac nhan thong tin ho tich thyc hién yléc n(f)p/)guét trinh
(theo hinh thirc truc ti€p) hodc tai Ién (theo hinh thirc truc tuyén) Cac giay to sau:

* Gidy to phai nop:

- Giay to, tai liéu c¢6 lién quan dén noi dung dé nghi xac nhan théng tin
ho tich;

- Vén ban uy quyén (duoc ching thuc) theo quy dinh cua phap luat trong
truong hop uy quyén thuc hién viéc xin cap xac nhan thdng tin ho tich. Truong

hop ngudi dugc ty quyén la 6ng, ba, cha, me, con, vo, chdng, anh, chi, em ruot
ctia ngudi uy quyén thi van ban ay quyén khéng phai ching thyc.

* Gidy tor phai xuat trinh:

- Ho6 chiéu hodc ching 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 co thAm quyen cap,
con gia tri str dung dé chtng minh vé nhan than cta ngudi cé yéu cau cap xac
nhan thong tin ho tich. Trudng hop cac thong tin c4 nhan trong cac gidy to nay
da c6 trong Co s dir liéu qubc gia vé dan cu (CSDLQGVDC), Co sd dit liéu hod
tich dién tir (CSDLHTDT), dugc hé théng dién tu dong thi khong phai tai 1én
(theo hinh thtc tric tuyén);
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- Gidy to 6 gia tri chizng minh thdng tin vé cu trii trong truong hop co
quan qudn 1y Co s¢ dit liéu hé tich dién tir khong thé khai thac dwroc thong tin vé
noi cu tri cia céng dan theo cac phwong thire quy dinh tai khodn 2 Diéu 14
Ngh; dinh sé 104/2022/Nb-CP ngay 21/12/2022 cua Chinh phu. Truong hop
cac thong tin Ve gidy to chitng minh noi cu trii da dwoc khai thac tir Co so dir
ligu quoc gia Vé ddin cu bang cac phwong thirc nay thi ngwoi 6 yéu cau khong
phdi xudt trinh (theo hinh thic truc tiép) hoac tai I1én (theo hinh thic
tryc tuyén).

Truong hop gui ,hé so qua hé ,théng buu chinh thi phai gui kém theo ban sao
c6 chang thuc cac giay to phai xuat trinh néu trén.

*Luuy

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

+ Nguoi tiép nhan ¢o trach nhiém kiém tra, ddi chiéu véi thong tin trong
to khai, chup lai hodc ghi lai thong tin dé luu trong ho so va tra lai cho nguoi Xuat
trinh, khong duoc yéu cau ndp ban sao hodc ban chup gidy to do.

+ Ngudi yéu cau dang ky ho tich co thé ndp ban sao ching thuc tir ban
chinh hodc ban sao dugc cap tir s6 gbe hodc ban chup kém theo ban chinh gidy to
dé dbi chiéu. Trudng hop ngudi yéu cau ndp ban chup kém theo ban chinh gidy
t& thi ngudi tiép nhan ¢ trach nhiém kiém tra, d6i chiéu ban chup voi ban chinh
va ky xac nhan, khong dugc yéu cau ngudi di ding ky ndp ban sao gidy to do.

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

- D01 vo1 gidy to g kém theo néu nguoi yéu cau ndp hod so theo hinh thure
truc tuyén:

+ Ban chup céc gidy to giri kém theo hf) s0 cAp xac nhan thong tin hé tich truc
tuyén phai biao dam rd nét, day du, toan ven vé ndi dung, 14 ban chup bang may anh,
dién thoai hoic dugc chup, duoc quét bang thiét bi dién tir, tir gidy to duoc cap hop
1€, con gia tr1 st dung.

+ Truong hop nhan két qua (Van ban xac nhén thong tin h tich) tai co quan
dang ky ho tich, nguoi ¢6 yéu cau cap xac nhan thong tin ho tich xuét trinh gidy to
tuy than; ndp ban chup cac gidy to, tai lidu co lién quan dén noi dung dé nghi xac
nhén thong tin ho tich theo quy dinh phap luat ho tich. Truong hop gidy to, tai liéu
phai giri kém trong hd so cap xac nhan thong tin ho tich truc tiép hodc truc tuyén da
c6 ban sao dién tir hodc da co ban dién tir gidy to ho tich thi nguot yéu cau duoc st
dung ban dién tr nay.

- Gidy to do co quan c6 thAm quyén cta nudc ngoai cap, cong chimg hoic
xac nhan dé sir dung cho viéc dang ky hd tich tai Viét Nam phai dugc hop phap
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hoa 1anh su theo quy dinh cta phap luat, trir truong hop duge mién theo didu ude
quoc t€ ma Viét Nam la thanh vién.

d) S6 Iwong hé so: 01 bo

d) Thoi han giai quyét: 03 ngay. Truong hop phai kiém tra, x4c minh thi
thoi han ¢ thé kéo dai nhung khong qué 10 ngay lam viéc.

e) P6i twong thuc hién thi tuc hanh chinh: Co quan, t6 chiic, ca nhan.

g) Co quan thyuc hign tha tuc hanh chinh: Co quan quén 1y Co s¢ dix ligu
ho tich dién tir (UBND cap xa).

h) Co quan phéi hop: Co quan cong an, cac co quan khac cé lién quan.

i) Két qua thuc hién thi tuc hanh chinh: Vin ban xac nhan thong tin ho
tich.

k) Lé phi: 8.000 dong/Vin ban xac nhan vé mot viéc ho tich ctia c4 nhan da
dang ky.

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

) Mau don, miu to khai:

+ To khai dé nghi xéc nhan thang tin h¢ tich (néu nop ho so theo hinh thirc
truc tiep);

+ Biéu méu dién tir tuong tac y&u cau cip van ban xac nhan thdng tin ho
tich (néu nop ho so theo hinh thirc truc tuyen).

m) Yéu cau, diéu kién thuc hién thi tuc hanh chinh: Khong c6

n) Can cu phép ly:

- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/NPB-CP ngay 15/11/2015 ctia Chinh pha quy dinh

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

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

- Nghi dinh s6 104/2022/NB-CP ngay 21/12/2022 ciia Chinh phu sita doi, bo
sung mét sé diéu cua cac nghi dinh lién quan dén viéc ngp, xuat trinh sé hg khau,
s6 tam tra gidy khi thuc hién thi tuc hanh chinh, cung cép dich vu cong;

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

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

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh quy dinh
muc thu, ché do thu, nop, quan Iy va st dung phi khai thac, s dung thong tin trong
co s¢ dix lieu ho tich, phi xac nhan co quoc tich Viét Nam, phi xac nhén 1a ngudi goc
Viét Nam, 1& phi quéc tich;

- Théng tu sb 85/2019/TT-BTC ngay 29/11/2019 cia Bo Tai chinh huéng
dan vé phi va I& phi thuoc tham quyén quyét dinh ciia Hoi dong nhan dan tinh, thanh
phé truc thudc Trung uong;

- Théng tu sé 106/2021/TT-BTC ngay 26/11/2021 cia Bo Tai chinh sia
d6i, b6 sung mot sb dicu cua Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cia
Bo Tai chinh hudng dan vé phi va Ié phi thuoc tham quyén quyét dinh caa Hoi
d6ng nhan dan tinh, thanh phé tryc thudc Trung wong.

18. Thi tuc cap ban sao trich luc h tich
a) Trinh ty thuc hién:

- Néu lya chon hinh thirc nop ho so truc tiép, ngudi c6 yéu cau cap ban sao
Trich luc ho tich nop hd so dé nghi cap ban sao Trich luc ho tich tai Bo phan mét
ctra/Trung tdm hanh chinh cong cua Co quan quan ly Co s dir liéu ho tich dién
tir ¢ tham quyén; nop phi, Ié phi theo quy dinh phap luat.
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Truong hop co quan, t chic ¢ thim quyén dé nghi cap ban sao Trich luc
ho tich cua c& nhan thi guri van ban yéu cau néu 16 1y do cho Co quan quan Iy Co
s& dir liéu ho tich dién ta.

- Néu lya chon hinh thirc nop hd so truc tuyén, nguai ¢6 yu cau cap ban
sao Trich luc h¢ tich truy cap Cong dich vu céng quéc gia hoic Cong dich vu
cdng cap tinh, dang ky tai khoan (neu chua co6 tai khoan), xac thuc nguoi dung
theo huéng dan, ding nhap vao hé thong, xac dinh ding Co quan quan ly Co so
dir liéu ho tich dién tir c6 tham quyén.

Nguoi ¢6 yéu cau cap ban sao Trich luc ho tich truc tuyén cung cap thdng
tin theo biéu mau dién tir trong tac cap ban sao Gidy khai sinh, ban sao Trich luc
ho tich (cung cap trén Cong dich vu cong), dinh kém ban chup hoic ban sao dién
tir C4C gidy to, tai liéu lién quan dén noi dung dé nghi cap ban sao Trich luc ho
tich; nop phi, & phi théng qua chirc nang thanh toan truc tuyén hoic bang cach
thirc khéac theo quy dinh phap luat, hoan tat viéc nop ho so.

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

(i) Truong hop ho so day du, hop 1€ thi tiép nhan ho 50; néu tiép nhan ho
so sau 15 gio thi ¢ Phiéu hen, tra két qua cho ngudi ¢ yéu cau trong ngay lam
viéc tiép theo (néu ngudi ¢d yéu cau lya chon hinh thirc nop hé so truc tlep) hoac
guri ngay Phiéu hen, tra két qua qua thu dién to hoac gui tin nhan hen tra két qua
qua dién thoai di dong cho ngudi c6 yéu cau (neu ngudi ¢4 yéu cau lya chon hinh
thac nop hd so truc tuyén); chuyén hd so dé cong chic 1am cong tac ho tich xir
ly.

- Sau khi tiép nhan ho so theo hinh thirc nop truc tiép, can b tiép nhan hod
so tai B6 phan mot cira thuc hién s6 hoa (sao chup, chuyén thanh tai lidu dién tu
trén hé thong thong tin, co sé dit liéu) va ky sb vao tai liéu, ho so giai quyét thi
tuc hanh chinh da duoc s6 hoa theo quy dinh.

(i) Truong hop ho so chua day du, hop 18 thi c6 thong bao cho ngudi yéu
cau bo sung, hoan thién ho so, néu rd loai gidy to, ndi dung can bd sung dé nguoi
c6 yéu cau bd sung, hoan thién. Sau khi hd so dugc bd sung, thuc hién lai budc
(i);

(iii) Truong hop ngudi ¢6 yéu cau cap ban sao Trich luc ho tich khéng b
sung, hoan thi¢n dugc hd s0 thi béo cao Trudng b phan mot cua co thong bao tur
chéi giai quyét yéu cau cip ban sao Trich luc ho tich.

- Cong chirc 1am cdng tac ho tich tham tra hd so (tham tra tinh théng nhat,
hop 1€ cua cac thdng tin trong ho so, giay to, tai liéu do ngudi yéu cau nop, xuat
trinh hoac dinh kém).
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~ + Truong hop hd so can bo sung, hoan thién hodc khong du dieu kién giai
quyet, phdi tir choi thi gui thong bao ve tinh trang ho so t6i Bo phan mot cura dé
thong bao cho ngudi nop ho so — thuc hién lai buac (ii) hoac (iii);

+ Trudng hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chac 1am cong tac
ho tich 1ap Phiéu xin 18i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham
tra két qua va thoi gian hen tra ket qua, chuyén Bo phan mot cira dé tra cho ngudi
cd yéu cau (neu ngu:m ¢ yéu cau luya chon hinh thirc nop hé so truc tlep) hoac
gui Phiéu xin 15i va hen lai ngay tra két qua qua thu di€n tir hoac guri tin nhan qua
dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh
thire nop hd so truc tuyén).

+ Néu thay ho so day du, hop I¢, dang quy dinh, trudng hop tiép nhan ho
so cap ban sao Trich luc ho tich theo hinh thic tryc tiép, thi céng chuac lam cong
tac ho tich in ban sao Trich luc h¢ tich trinh Thu truong Co quan quan 1y Co s&
di liu ho tich dién tur ky, chuyén t6i Bo phan mot ctra dé tra két qua cho ngudi
c6 yéu cau.

Truong hop tiép nhan ho so xin cap ban sao Trich luc h tich theo hinh
thirc truc tuyen, cdng chirc lam cong tac ho tich gui lai ndi dung bieu mau Trich
luc h¢ tich dién tir twong ing vdi thong tin day du cho ngudi yéu cau qua thu dién
tir hoac thiét bi so.

Ngudi yéu cau cé trach nhiém kiém tra tinh chinh xac, day du cia cac théng
tin trén bieu mau Trich luc ho tich dién tur va xac nhan (t6i da mot ngay).

Néu ngudi ¢6 yéu cap ban sao Trich luc h¢ tich da thong nhat, day du hoac
khong co phan hoi sau thai han yéu cau thi cong chirc lam cong tac ho tich in ban
sao Trich luc h¢ tich, trinh Thu truong Co quan quan Iy Co s¢ dix ligu ho tich dién
tir ky, chuyén tai Bo phan mot cua dé tra két qua cho nguoi ¢6 yéu cau.

- Ngudi ¢ yéu cau cap ban sao Trich luc h tich duwoc nhan két qua theo
Mot trong cac phuong thirc sau day:

+ Nhan ban dién tir ban sao Trich luc ho tich gui qua thu dién tir, Kho quan
ly dir liéu dién tir cua to chire, ca nhan do;

+ Nhan ban dién tir ban sao Trich luc h¢ tich giri vao thiét bi s6, thong qua
phuong phap truyen so6 liéu phu hop, dam bao an toan, bao mat thong tin;

+ Nhan két qua 1a ban sao Trich luc ho tich théng qua hé théng buu chinh;

+ Nhan két qua 1a ban sao Trich luc hé tich tai co quan dang ky ho tich.

b) Cach thic thuc hién:

‘ Nguoi c6 yéu cau cép ban sao Tr}'ch luc ho ti’ch truc tiép thuc hién hodc uy
quyén cho ngudi khac thuc hién ndp ho so truc ti€p tai B phan moét cura/Trung
tam hanh chinh cong cua Co quan quan ly Co s¢ dit li¢u hd tich dién tir hoac gui

130



hd SO qua h¢ thdng buu chinh hodc ndp hd so truc tuyén trén Cong dich vy cong
quoc gia (https://dichvucong.gov.vn) hoac Cong dich vu cong cap tinh
(https://dichvucong.---.gov.vn).

¢) Thanh phén hd so:

- To khai dé nghi ban sao Trich lyc ho tich theo mau trong truong hop
ngudi yéu cau 1a ca nhan hodc Vin ban yéu cau cp ban sao Trich luc ho tich néu
rd 1y do trong truong hop ngudi yéu cau la co quan, t6 chuc (néu ngudi co yéu
cau lya chon nop ho so theo hinh thirc truc tlep),

- Biéu miu dién tir trong tac cap 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
cong, néu nguoi co yéu cau lya chon ndp ho so theo hinh thirc tryc tuyén);

- Ngudi ¢ yéu cau cgtp ban sao Trich luc ho tich thyc hién viée n()p/xu,é'tt
trinh (theo hinh thtrc truc ti€p) hoac tai 1én (theo hinh thirc truc tuyén) cac giay
to sau:

* Gidy to phai nop:

- Van ban uy quyen theo quy dinh caa phap luat trong truong hop uy quyen
thuc hién yéu cau cap ban sao Trich luc ho tich. Truong hop ngudi dugc uy quyén

la dng, ba, cha, me, con, vo, chdng, anh, chi, em rudt cia nguoi Gy quyén thi vin
ban uy quyén khdng phai ching thuc.

* Giy to phai xuat 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 ¢6 thAm quyen cp,
con gia tri str dung dé chtimg minh vé nhan than cta ngudi cé yéu cau cap xac
nhan thong tin ho tich. Truong hop cac thong tin ¢ nhan trong cac gidy to niy
d4 c6 trong Co s dit lidu qudc gia vé dan cu (CSDLQGVDC), Co sd dit liéu ho
tich dién tir (CSDLHTDT), dugc hé thong dién ty dong thi khong phai xut trinh
(theo hinh thtrc truc tiép) hodc tai 1én (theo hinh thtc truc tuyén);

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

* Luuy

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

+DAi voi gidly to xudt trinh khi déng k¥ ho tich, ngudi tiép nhan ¢6 trach
nhiém kiém tra, d6i chiéu véi thong tin trong to khai, chyp lai hodc ghi lai thong
tin dé luu trong ho so va tra lai cho nguoi xudt trinh, khong duoc yéu cau nop ban
sao hodc ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich c6 thé ndp ban sao chung thuc tir ban
chinh hoac ban sao dugc cap tir s6 goc hodc ban chup kém theo ban chinh gidy to
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dé d6i chiéu. Trudng hop ngudi yéu cau ndp ban chup kém theo ban chinh gidy
to thi nguoi ti€ép nhan ¢6 trach nhi¢m kiém tra, d6i chi€u ban chup véi ban chinh
va Ky X&c nhan, khong duogc yéu cau nguoi di dang ky ndép ban sao giay to do.

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

- D61 voi giay to gui kém theo néu nguoi yéu cau ndp hod so theo hinh thuce
truc tuyén:

+ Ban chup cac gidy to gui kem theo hd so cép ban sao Trich luc ho tich
tryc tuyén phai bao dam rd nét, ddy du, toan ven vé ndi dung, 1a ban chup bang
may anh, dién thoai hodc dugc chup, duoc quet bang thiét bi dién tir, tir gidy to
duoc cap hop 18, con gia tri sir dung; néu 1a gidy to do co quan c6 tham quyén
nudc ngoai cap thi phai duoc hop phap hoa lanh sy, dich sang tiéng Viét theo quy
dinh, trir truong hop duoc mién hop phap hoa lanh su.

+ Truong hop nhan ket qua (ban sao Trich lyc ho tich) tai co quan déng ky
ho tich, nguoi co yéu cau cap ban sao Trich luc ho tich phai xuat trinh gidy to tuy
than; nop cac gidy to, tai liéu 1a thanh phan ho SO cap ban sao Trich luc ho tich
theo quy dinh phap luat ho tich. Truong hop gidy to, tai licu phai guri kem trong
hd so cép ban sao Trich luc ho tich tryc tiép hodc truc tuyen da c6 ban sao dién
tir hodc d3 co ban dién tir gidy to ho tich thi ngudi yéu cau duge sir dung ban dién
tor nay.

d) S6 lwong ho so: 01 bo

d) Thoi han giai quyét: Ngay trong ngay tiép nhan ho so; trudng hop nhan
ho so sau 15 gio ma khéng giai quyét duoc ngay thi tra két qua trong ngay lam
viéc tiép theo.

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

g) Co quan thuc hién thi tuc hanh chinh: Co quan quan Iy Co s dir liéu
ho tich dién tir.

h) Két qua thuc hién tha tuc hanh chinh: Ban sao trich luc ho tich
i) Lé phi: 8.000 dong/ban sao Trich luc/sy kién ho tich di dang ky

- Mién I¢ phi cho nguoi thugc gia dinh c6 cong v6i cach mang; ngudi thudc
ho nghéo; nguoi khuyeét tat.

k) Mau don, miu to khai:

+ To khai cap ban sao Trich luc ho tich theo mau ddi véi truong hop nguoi
yéu cau la cd nhan (néu nop ho so theo hinh thic truc tiep);

+ Vin ban yéu cau cap ban sao trich luc h tich néu 16 1y do trong truong
hop nguoi yéu cau la co quan, to chirc (néu nop ho so theo hinh thirc truc tiep);
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+ Biéu mau hg tich dién tir twong tac cAp ban sao Gidy khai sinh, ban sao
Trich luc ho tich (néu nop ho so theo hinh thirc truc tuyen).
[) Can cw phap ly:
- Luat Ho tich nam 2014;
- Nghi dinh s 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh
chi tiet mot so dieu va bién phap thi hanh Luat Ho tich;
- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh phu quy dinh
vé Co so dir liéu ho tich dién tir, ding ky ho tich truc tuyén;

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

- Thong tu sé 01/2022/TT-BTP ngay 04/01/2022 ctia Bd Tu phap quy dinh
chi tiét mot s dicu va bién phap thi hanh Nghi dinh s6 87/2020/ND-CP ngay
28/7/2020 cua Chinh phu quy dinh vé Co so dit liéu ho tich dién tur, dang ky ho
tich truc tuyén;

- Thong tu sé 281/2016/TT-BTC ngay 14/11/2016 cia Bo Tai chinh quy
dinh mwc thu, ché @6 thu, nop, quan ly va sir dung phi khai thac, sir dung théng
tin trong co s& dir liéu ho tich, phi xac nhan c6 quoc tich Viét Nam, phi xac nhan
1a nguoi gbe Viét Nam, 1é phi qudc tich;

- Théng tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh hudng
dan vé phi va Ié phi thudc tham quyén quyét dinh cua Hoi dong nhan dan tinh,
thanh phd truc thudce Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 ciia Bo Tai chinh sira
d6i, b6 sung mot sb diéu cuia Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua
Bo Tai chinh hudng dan vé phi va Ié phi thuoc tham quyén quyét dinh cia Hoi
d6ng nhan dan tinh, thanh phé tryc thudc Trung wong.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

, TO KHAI
CAP BAN SAO TRICH LUC HOQ TICH
KINN QU @) e
Ho, Chir dém, t8Nn NEWOT YU CAUL ......cvucvcececeeiese ettt
NOT CU T @)ttt ettt ettt ee et sttt ese s s st et teserees
GIAY 1O TUY ThAN: B Lottt ettt
Quan hé véi ngudi duoc cap ban sao Trich 1ue ho tiCh: ...,
Pé nghi co quan cap ban sao trich Tuc® ..o,

cho nguoi c6 tén dudi day:

Ho, Chit @M, TEN: ..o re e
Ngay, thang, NAM SINN: ....ccviiiiicc e sre e
GiGi tinh: oo DANOC: e, QUAC tHICN: oo

N UL U T B e et e e e et e e e e e e e et e et e e et e e e e e ee e e ee e e eeeseaeaireeaes

S6 dinh danh €& NNAN (NEU CO): vv..uvveveeeeeeeeeeeeeeeiesee ettt

DA dAng Ky tai: @ oo s

To6i cam doan nhitng ndi dung khai trén day la dung su that va chiu trach nhiém trudc
phap luat vé cam doan ciia minh.

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

Ngudi yéu cau

(ky va ghi rd ho, chi dém, tén)
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Chu thich:
() Ghi tén co quan dé nghi thuc hién viéc cip ban sao Trich luc ho tich.

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

©) Ghi théng tin vé gidy to tiy than cia ngudi di dang ky, ghi 1 s, co quan cip, ngay
cap ho chiéu, chang minh nhan dan hoic gidy to hop 18 thay thé

Vi dyu: Ching minh nhan dan sé 001089123 do Cong an thanh phé Ha Nai cip ngay
20/10/2004.

) Ghi r3 loai viéc ho tich da dang ky trudc day, nay dé nghi cap ban sao Trich luc ho tich.
®) Ghi 5 tén co quan di dang ky ho tich trudc day.
Vi dy: Uy ban nhan dan phuong Bién Bién, quan Ba Dinh, thanh ph Ha Noi.

Uy ban nhan dan quan Hoan Kiém, thanh phé Ha Noi

S& Tu phap tinh Hoa Binh

© Ghi r5 s6 lwong ban sao dé nghi cap.
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