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HO TICH THUQC THAM QUYEN CUA UBND CAP XA

1. Thu tuc dang ky khai sinh

Trinh tu thyc hién:

- Néu Iya chon hinh thirc ndp hd so truc tiép, ngudi co yéu cau ding ky khai sinh
nop ho so dang ky khai sinh tai B6 phan Tiép nhan va tra két qua cia UBND cip xa c6
tham quyén; nop 1¢ phi néu thugc truong hop phai ndp 1€ phi dang ky khai sinh; nop phi
cap ban sao Gidy khai sinh néu c6 yéu cau cap ban sao Gidy khai sinh.

- Néu lya chon hinh thirc ndp ho so truc tuyén, ngudi cd yéu cau diang ky khai sinh
truy cap Cong dich vu cong qudc gia hodc Cong dich vu cong cap tinh, ding ky tai khoan
(néu chua co tai khoan), xac thue nguoi dung theo hudng dan, dang nhip vao hé thong,
xéac dinh ding Uy ban nhan dan cap x4 c6 tham quyen

Ngudi c6 yéu cau ding ky khai sinh truc tuyén cung cap thong tin theo mau ho tich
dién tr twong tac ding ky khai sinh (cung cdp trén Cong dich vu cong), dinh kém ban
chup hodc ban sao dién tir cac gidy to, tai liéu theo quy dinh; ndp phi, 1 phi thong qua
chtrc nang thanh toan truc tuyén hodc bang cach thirc khac theo quy dinh phap luat, hoan
tat viéc nop ho so.

- Can bo tiép nhan ho so tai BO phan mot ctra c6 trach nhiém kiém tra tinh chinh
xac, day di, thong nhét, hop 1¢ ciia hd so.

(1) Truong hop ho so day du, hop 18 thi tiép nhan hé so; néu tiép nhan ho so sau 15
gi0 thi co Phleu hen, tra két qua cho nguoi co yéu cau trong ngdy 1am viéc tlep theo (neu
ngudi ¢6 yéu cau lya chon hinh thirc ndp ho so truc tiép) hoic giri ngay Phiéu hen, tra két
qua qua thu dién tir hodc gui tin nhan hen tra két qua qua dién thoai di dong cho nguoi co
yéu cau (néu ngudi c¢6 yéu cau lya chon hinh thirc ndp hd so truc tuyén); chuyén ho so dé
cong chtrc lam cong tac ho tich xur ly.

Sau khi tiép nhén hd so theo hinh thirc nop truc tiép, can bo tiép nhén hd so tai Bo
phan mdt cua thyc hién s6 hoa (sao chup, chuyén thanh tai liéu dién to trén hé théng
thong tin, co so dit liéu) va ky sb vao tai liéu, ho so giai quyét thu tuc hanh chinh di duoc
s6 hoa theo quy dinh.

(i1) Truong hop ho so chua day du, hop 1€ thi c6 thong bao cho nguoi yéu cau bd
sung, hoan thién hd so, néu rd loai gidy t0, ndi dung can bd sung dé ngudi co yéu cau bd
sung, hoan thién. Sau khi ho so duoc bo sung, thyc hién lai budc (1);

(iif) Truong hop nguoi co yéu cau dang ky khai sinh khong bo sung, hoan thién
dugc hd so thi bao cao Trudng bd phan mot cira co thong bao tir chdi giai quyét yéu cau
dang ky khai sinh.

- Cong chuc tu phap - ho tich tham tra hd so (tham tra tinh thong nhat, hop 1é cua
cac thong tin trong hd so, gidy to, tai liu do ngudi yéu cau ndp, xuat trinh hodc dinh
keém).

+ Trudng hop hd so can bo sung, hoan thién hoic khong du diéu kién giai quyét,
phai tir chdi thi guri thong bao vé tinh trang hd so t6i B ¢ phan mot ctra dé thong bao cho
ngudi ndp ho so — thue hién lai bude (ii) hodc (iii);

+ Truong hop can phai kiém tra, xac minh 1am rd hodc do nguyén nhan khac ma
khong thé tra két qua ding thoi gian di hen thi cong chirc 1am cong tac ho tich lap Phiéu
xin 16i va hen lai ngay tra két qua, trong d6 néu 15 Iy do cham tra két qua va thoi gian hen
tra két qua, chuyén Bo phén mot cura dé tra cho nguoi co yéu cau (néu ngudi co yéu cau
lga chon hinh thirc ndp ho so truc tlep), hoac gt Phiéu xin 13i va hen lai ngay tra két qua
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qua thu dién tir hoac gui tin nhén qua dién thoai di dong cho nguoi c6 yéu ciu (néu nguoi
co yéu cau lya chon hinh thirc nop ho so truc tuyén).

+ Néu thay ho so diy du, hop 1&, dung quy dinh, trudng hop tiép nhan hd so ding
ky khai sinh theo hinh thirc tryc tiép, thi cong chirc tu phap - ho tich thuc hién viéc ghi
vao S6 dang ky khai sinh, cip nhat thong tin dang ky khai sinh trén Phan mém dang ky,
quan 1y ho tich dién tir dung chung, luu chinh thirc va chuyén thong tin dén
CSDLQGVDC dé 1ay S6 dinh danh c4 nhan.

Truong hop tiép nhan hod so dang ky khai sinh theo hinh thire tryc tuyén cong chuc
tu phap - ho tich gui lai biéu mau Glay khai sinh dién tir voi thong tin ddy du cho ngudi
yéu cau qua thu dién tur hodc thiét bi so.

Ngudi yéu cau cb trach nhiém kiém tra tinh chinh x4c, ddy du cta céac thong tin trén
biéu mau Gidy khai sinh dién tr va x4c nhan (t6i da mot ngay).

Néu ngudi co yéu cau xac nhan thong tin dd thong nhat, day du hodc khong c6 phan
hdi sau thoi han yéu cau thi cong chure tu phap - ho tich thyc hién viéc ghi ndi dung vao
S6 dang ky khai sinh, cap nhat thong tin dang ky khai sinh trén Phan mém ding ky, quan
Iy ho tich dién tir ding chung, luu chinh thirc va chuyén thong tin dén CSDLQGVDC dé
lay S6 dinh danh c4 nhan.

- Sau khi CSDLQGVDC tra vé Sé dinh danh ca nhén, cong chtic tu phéap - ho tich
in Gidy khai sinh, trinh Lanh dao UBND ky, chuyén t6i Bo phan mot cira dé tra két qua
cho ngudi ¢ yéu cau.

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

* Luuy:

- Trong thoi han 60 ngay ké tir ngay sinh con, cha hodc me cé trach nhiém dang ky
khai sinh cho con; trudng hop cha, me khong thé ding ky khai sinh cho con thi ong hoic
ba hodc nguoi than thich khac hodc c4 nhan, td churc dang nudi dudng tré em co6 trach
nhiém dang ky khai sinh cho tré em.

- Truong hop dang ky khai sinh cho tré bi bo roi thi sau khi nhan duoc thong bao,
Chu tich Uy ban nhan dan cip x3 hodc Truéng cong an cip xa c6 trach nhiém t6 chirc 1ap
bién ban vé viéc tré bi bo roi.

Sau khi 1ap bién ban, Uy ban nhan dan cp x4 tién hanh niém yét tai tru s Uy ban
nhén dan trong 07 ngdy lién tuc vé viéc tré bi bo roi. Hét thoi han niém yét, néu khong c6
thong tin vé cha, me dé cua tré, Uy ban nhan din cip xi théng bao cho ca nhan hoic t6
chirc dang tam thoi nudi dudng tré dé tién hanh dang ky khai sinh cho tré.

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

- Truong hop tre chua xac dinh dugc me ma khi dang ky khai sinh cha yéu cau lam
thu tuc nhén con thi két hop giai quyét viéc nhan con va diang ky khai sinh; phan khai vé
me cua tré dé trong.

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

Cach thirc thuc hién:



Nguoi ¢6 yéu cau ding ky khai sinh truc tlep thue hién hodc uy quyén cho nguoi
khac thuc hién ndp ho so truc tiép tai B6 phan Tlep nhan va tra ket qua cua UBND cap xa
hodc guri hd so qua hé thdng buru chinh hodc ndp hd so truc tuyén trén Cong dich vu cong
qudc gia (https://dichvucong.gov.vn) hodc Cong dich vu cong cdp tinh
(https://dichvucong.haiduong.gov.vn).

Thanh phan ho so

- T khai dang ky khai sinh theo mau (néu ngudi ¢ yéu cau lua chon ndp ho so
theo hinh thirc truc tiép);

- Madu hé tich dién tir tuong tac dang ky khai sinh (do nguoi yéu cau cung cap
théng tin theo huéng dan trén Cong dich vu céng, néu nguoi cé yéu cau lwa chon nép ho
so theo hinh thirc triec tuyén);

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

* Gidy to' phdi ndp:

- Ban chinh Gidy chung sinh; truong hop khong co Gidy ching sinh thi ndp vin
ban cta nguoi lam chimg xac nhan vé viée sinh; néu khong c6 nguoi lam ching thi phai
c6 gidy cam doan vé viéc sinh;

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

- Truong hop khai sinh cho tré em sinh ra do mang thai hd phéi c6 van ban xac
nhén cua co so'y té da thuc hién k¥ thuat hd trg sinh san cho viéc mang thai hg.

- Van ban uy quyén (dugc chimg thuc) theo quy dinh ctia phap ludt trong trudng
hop uy quyen thyc hién VleC dang ky khai sinh.

* Gidy to' phdi xudt trinh:

- Ho chiéu hodc Chting minh nhan dan hodc Thé cin cude cong dan hodc cac gidy
td khac ¢ dan anh va thong tin ca nhan do co quan c6 tham quyén cap, con gia tri sir
dung dé ching minh vé nhan than cia ngudi c6 yéu cau ding ky khai sinh. Truong hop
cac thong tin ca nhan trong céc gidy tO ndy di co trong CSDLQGVDC, CSDLHTDT,
duoc hé thong dién t dong thi khong phai tai 1én (theo hinh thirc truc tuyén);

- Gidy tO ¢6 gi tri ching minh thong tin vé cu tra trong truong hop co quan ding
ky ho tich khong thé khai thac dugc thong tin vé noi cu trt cua cong dan theo cac phuong
thitc quy dinh tai khoan 2 Dicu 14 Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cia
Chinh phu. Truong hop cac thong tin ve glay to ching minh noi cu tri da duoc khai thac
tr Co s6 dir lieu quoc gia vé dan cu bang cac phuong thie nay thi nguoi co yéu cau
khong phai xudt trinh (theo hinh thirc truc tiép) hoic tai 1én (theo hinh thire trye tuyén).

- Glay ching nhéan két hon néu cha, me di ding ky két hon. Truong hop di co
thong tin vé viéc két hon cua cha, me trong CSDLHTPT, CSDLQGVDC thi khong phai
xudt trinh (theo hinh thuc truc tiép) hodc tai 1én (theo hinh thirc truc tuyén).

Truong hop gui ho so qua hé thdng buu chinh thi phai gii kém theo ban sao c6
chung thyc cac giay to phai xuat trinh néu trén.

* Luu y: - Pbi véi gidy td ndp, xuét trinh néu nguoi yéu cau ndp hd so theo hinh
thire tryc tiép:

+ Nguoi tiép nhén c6 trach nhiém kiém tra, d6i chiéu véi thong tin trong to khai,
chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho nguoi Xuat trinh, khong
dugc yéu cau ndp ban sao hodc ban chup gidy to do.
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+ Nguoi yéu cau dang ky ho tich co thé nop ban sao ching thue tir ban chinh hoac
ban sao dugc cap tir s goc hodc ban chup kém theo ban chinh gidy to dé (101 chiéu.
Truong hop nguoi yéu cau nop ban chup kém theo ban chinh gidy to thi nguoi tiép nhan
cé trach nhiém kiém tra, d6i chiéu ban chup voi ban chinh va ky xac nhan, khong dugc
yéu cau ngudi di dang ky nop ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhén dung, du hé so dang ky ho tich theo
quy dinh ctia phap ludt ho tich, khong dugc yéu cau ngudi dang ky ho tich ndp thém gidy
to' ma phap luat ho tich khong quy dinh phai ndp.

- Do6i v6i gidy to giri kém theo néu ngudi yéu cau ndp hd so theo hinh thire truc
tuyén:

+ Ban chup cac gidy to gui kem theo hé so dang ky khai sinh truc tuyén phai bao
dam rd nét, day du, toan ven vé ndi dung, 1a ban chup bang may anh, di¢n thoai hoac dugc
chup, dugc quét bang thiét bi dién tu, tir gidy to dugc cap hop 18, con gi tri sir dung.

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

+ Khi dén co quan diang ky ho tich nhan két qua (Gidy khai sinh/ban sao Gidy khai
sinh), nguoi ¢6 yéu cau dang ky khai sinh phai nop ban chinh Gidy ching sinh; xuét trinh
gidy to tuy than; ban chinh Gidy ching nhan két hon (néu cha me tré da dang ky két hon
va thong tin vé viéc két hon chua co trong CSDLQGVDC, CSDLHTDT).

- Gidy to do co quan c6 thim quyén ciia nudc ngoai cap, cong ching hodc xac nhan
dé sir dung cho viéc diang ky ho tich tai Viét Nam phai dugc hop phap hoa lanh sy theo
quy dinh cta phap luat, trir truong hop duge mién theo didu wdc qubc té ma Viét Nam 1a
thanh vién.

- Truong hop nguoi yéu cau dang ky khai sinh khong cung cap duoc gidy to néu
trén theo quy dinh hodc gidy to ndp, xuat trinh bi tay x6a, stra chita, 1am gia thi co quan
dang ky ho tich co thAm quyén huy bo két qua diang ky khai sinh.

- Trudong hop nguodi di dang ky khai sinh cho tré em 1a 6ng, ba, ngudi than thich
khac thi khong phai c6 vin ban ty quyén cta cha, me tré em, nhung phai thong nhét véi
cha, me tré em vé cac ndi dung khai sinh.

- B6i voi viée xac dinh ho, dan tdc, qué quan, dit tén cho tré:

+ Vi€c xdc dinh ho, dan tdc, dét tén cho tré em phai phu hop voi phap luat va yéu
cau giit gin ban sic dan toc, tp quan, truyén thong van hoa t6t dep cua Viét Nam; khong
dat tén qua dai, khoé st dung.

+ Trudng hop cha, me khong thoa thuén duogc vé ho, dan tdc, qué quan cua con khi
dang ky khai sinh thi ho, dan tdc, qué quan cua con dugc xac dinh theo tdp quan nhung
phai bao dam theo ho, dan tdc, qué quan cua cha hoac me.

- Trudng hop cho phép ngudi yéu cau ding ky ho tich 1ap van ban cam doan vé ndi
dung yéu cau ding ky ho tich thi co quan dang ky ho tich phai giai thich 16 cho nguoi lap
van ban cam doan vé€ trach nhi€ém, hé qua phap 1y cua viéc cam doan khong ding su that.

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

S6 lwong hd so: 01 b6



Thoi han giai quyét: Ngay trong ngay tlep nhan yéu ciu, trudong hop nhén ho so
sau 15 gio ma khong giai quyét dugc ngay thi tra két qua trong ngay lam viéc tiép theo.

Poi tuwgng thue hién thu tuc hanh chinh: C4 nhan

Co quan thuc hién thi tuc hanh chinh:

- ﬁy ban nhan dan cép x4 noi cu tru cia nguoi cha hodc nguodi me thuc hién dang
ky khai sinh cho tré em;

- Uy ban nhén déan cip x4 noi 1ap bién ban vé viée tré bi bo roi ddi voi truong hop
dang ky khai sinh cho tré bi bo roi.

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

Co quan phdi hep: Co quan quan Iy CSDLQGVDC.

Két qua thue hién tha tuc hanh chinh:

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

- Ban dién tir Gidy khai sinh (Ban dién tir sé tw dong giri vé Kho qudn 1y dir liéu
dién tir cia ¢ nhan/dia chi thw dién t/thiét bi sé/dién thoai cia nguoi yéu cau sau khi da
hoan tat thii tuc dang ky khai sinh tai co quan diang ky ho tich).

Phi, 1€ phi:

Dbi véi truong hop ding ky khai sinh khong dtng han: 5.000 dong/ 1an (ddi véi
truong hop ndp hd so truc tiép); 2.500 ddng/lan (d6i véi truong hop ndp hod so truc
tuyén).

* Mién 18 phi ddi v6i truong hop khai sinh déng han, nguoi thudc gia dinh c6 cong
v6i cach mang; ngudi thude ho nghéo; ngudi khuyét tat.

Méiu don, mau to khai:

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

+ Mau hé tich dién tir twong tdc dang ky khai sinh (néu ndp hé so theo hinh thirc
truec tuyén).

Can cir phap ly:

- Luat Hon nhan va gia dinh nam 2014;

- Luat Ho tich nam 2014;

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

- Nghi dinh sb 87/2020/ND-CP ngay 28/7/2020 cua Chinh phti quy dinh vé Co s&
dir liéu ho tich dién ttr, dang ky ho tich truc tuyén;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu sta dbi, bd sung
mot s6 diéu cua cac nghi dinh lién quan den viéc nop, xudt trinh s6 ho khau, so tam tra
gidy khi thyc hién thi tuc hanh chinh, cung cip dich vu cong;

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

- Théng tu s6 01/2022/TT-BTP ngay 04/01/2022 cta Bo truong 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 s& dir liéu ho tich dién tu, dang ky ho tich tryc
tuyén;



- Thong tw s6 03/2023/TT-BTP ngay 02/8/2023 cua Bo tru’ang B6 Tw phdp sira doi,
b6 sung mot sé ndi dung cia Thong s 01/2022/TT-BTP ngay 04/01/2022 cua B9
truong Bo Tuw phap quy dinh chi tiét mot s6 diéu va bién phdp thi hanh Nghi dinh s6
87/2020/ND-CP ngay 28/7/2020 ciia Chinh phii quy dinh vé Co s¢ dit liéu hé tich dién tir,
dang ky hé tich truc tuyén;

- Théng tur s6 281/2016/TT-BTC ngay 14/11/2016 ciia Bo truong Bo Tai chinh quy
dinh muc thu, ché d6 thu, ndp, quan 1y va su dung phi khai thac, s dung thong tin trong
co sO dir liéu hd tich, phi xac nhén c6 quéc tich Viét Nam, phi x4c nhéan 1a nguoi gbe Viét
Nam, 1& phi quéc tich.

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

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cta Bo truéng Bo Tai chinh stra
d6i, bd sung mot sd diéu cua Thong tu sb 85/2019/TT-BTC ngay 29/11/2019 ciia Bo Tai
chinh huéng dan vé phi va 18 phi thudc tham quyén quyét dinh ctia Hoi dong nhan dan
tinh, thanh phé truc thude Trung uong.

- Nghi quyét sé6 05/2023/NO-HPND ngay 13/7/2023 cia Hi dong nhdn dén tinh
Hai Dwong sira doi, b6 sung, bdi bé mot s6 ndi dung vé mikc thu, ché dg thu, ndp, quan Iy
va sir dung mét s6 khoan phi, 1é phi da dwoc quy dinh tai Nghi quyét sé 17/2016/NQ-
HDPND ngay 05 thang 10 nam 2016, Nghi quyét s6 04/2018/NOHPND ngay 11 thing 7
nam 2018, Nghi quyét sé6 13/2020/NO-HPND ngay 24 thang 12 nam 2020 va Nghi quyét
s6 04/2022/NQ-HDPND ngay 12 thang 7 nam 2022 cia Héi dong nhdn déan tinh Hdi
Duong;- Nghi quyét s6 06/2023/NO-HDPND ngay 13/7/2023 ciia Hoi dong nhén dén tinh
Hai Dwong quy dinh mirc thu 1é phi doi véi hoat ddng cung cdp dich vu cong tric tuyén
trén dia ban tinh Hai Duong.

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



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

TO KHAI DANG KY KHAI SINH

Kinh guri: O oo

Ho, chit dém, tén NEUWOT YEU CAUS ....o.ovivieieieieeeee oo
INOT CU T @)oottt ettt ettt
GIAY 1O 1Y thAN: @) oo,
Quan hé v&1 nguoi dugce khai Sinh: ...
Deé nghi co quan dang ky khai sinh cho nguwoi dwéi day:

Ho, Chir d€m, tEN:.........oiiiiieiiieee ettt e e e e e e e e e e nraeaeeeas
Ngay, thang, ndm sinh: ...........ccccoeieiviiieiie e, ghi bang chit: .........cccoeiiieiinnnn,
Gidi tinh:........ccoueenee Dan toc:.....ccovveeeeecinennn, QUOEC HHCR: e
INOT SINN: @ ettt
QUE QUIAN ..ttt ettt ettt e e e e e e e e ettt et eeeeeeeeeeeeee s et bt e beeeaeeas
Ho, chir dém, ten N@WOT ME: .........ocoviiiiiiiiiii e e eaee e s
NAM SINN: O, DAN tOC: e, Quoc tich: ..........
NOT CU T @) oottt ettt ettt
Ho, chir dém, tén nguwdi cha: ............ccooiiiii e
NAM SINN: O DAN tOC: v, Quoc tich: ...........
INOT CU I @) oottt ettt ettt

To61 cam doan ndi dung dé nghi dang ky khai sinh trén day la ding sy that, dugc su
thoa thuén nhét tri ciia cac bén lién quan theo quy dinh phap luat.
T6i chiu hoan toan trach nhiém trudc phéap lut vé ndi dung cam doan cta minh.
Lamtai: ......................... , NEAY ........... thang ......... nam
Ngudi yéu cau
(Ky, ghi ro ho, chir dém, tén)

D& nghi cip ban sa0®: Co [, Khong []

Chau thich:



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

@ Ghi theo noi ding ky thudng tra; néu khong c6 noi dang ky thuong tra thi ghi
theo noi dang ky tam tr; truong hop khong c6 noi dang ky thuong tra va noi dang ky
tam tru thi ghi theo not dang sinh song.

) Ghi thong tin ve gidy to tiy than cia nguoi di ding ky, ghi o s0, co quan
cap, ngay cap ho chiéu, ching minh nhén dan hoéc gidy to hop 1€ thay thé (Vi du:
Chirmg minh nhan dan s 001089123 do Céng an thanh phé Ha Noi cip ngay
20/10/2014).

@ Truong hop sinh tai co s6'y té thi ghi o tén co sd y té va dia chi tru s¢ co sO
y t€ do.

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

quan Ba Pinh, Ha No6i
- Tramy té x3 Dinh Bang, huyén Tt Son, tinh Bic Ninh.

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

Vi dy: x3 Pinh Bang, huyén Tt Son, tinh Bic Ninh.

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

© P& nghi danh ddu X vao 6 néu cd yéu cau cp ban sao va ghi 1o sb lugng.
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NOI DUNG MAU HO TICH PIEN TU TUONG TAC PANG KY KHAI SINH

I. Thong tin vé nguoi yéu cau ding ky khai sinh
(1) Ho, chir dém, tén;
(2) S dinh danh c4 nhén;
3) Glay to tuy than: Loat glay to st dung (CCCD/CMND/H9 chiéu/Gidy to hop 1¢ thay
thé); s6, ngay, thang, nam cip, co quan cap; ban chup dinh kém;
(4) Noi cu tra (noi thuong tri/noi tam tri/noi dang sinh sdng);
(5) Quan hé véi nguoi dugc khai sinh.
II. Thong tin vé ngudi dugc ding ky khai sinh
(6) Ho, chir dém, tén;
(7) Ngay, thang, nam sinh (tach biét riéng 03 truong thong tin ngay, thang, nam sinh; hé
thdng tu dong chuyén noi dung tir s6 sang ghi bang chix);
(8) G161 tinh;
(9) Dan tdc;
(10) Qudc tich;
(11) Noi sinh (gdm cac trudng thong tin tach biét riéng theo dia danh hanh chinh: sé nha;
duc‘mg/phé; thén/té/bén/ép; xa, phuong, thi trn; quan, huyén, thi xa, thanh phé thudc tinh,
thanh phd thudc thanh phd truc thudc Trung wong; tinh, thanh phd truc thudc Trung
uong);
(12) Qué quan.
III. Thong tin vé ngudi me ciia nguwoi dwge khai sinh
(13) Ho, chir dém, tén;
(14) Ngay, thang, nam sinh (tach bi¢t riéng 03 truong thong tin ngay, thang, nam);
(15) Sé dinh danh c4 nhan;
(16) Gidy to tiy than: Loai gidy to stt dung (CCCD/CMND/H6 chiéu/Gidy to hop 18 thay
thé); s6, ngay, thang, nam cip, co quan cap; ban chup dinh kém;
(17) Dan tdc;
(18) Qudc tich;
(19) Noi cu tra (noi thuong tri/noi tam tri/noi dang sinh song).
IV. Théng tin vé ngwoi cha ciia ngudi dwoc khai sinh
(20) Ho, chir dém, tén;
(21) Ngay, thang, nam sinh (tach biét riéng 03 truong thong tin ngay, thang, nam);
(22) S dinh danh c4 nhén;
(23) Gidy to tiy than: Loai gidy to st dung (CCCD/CMND/H6 chiéu/Gidy to hop 18 thay
thé); s6, ngay, thang, nam cip, co quan cap; ban chup dinh kém;
(24) Dan toc;
(25) Qudc tich;
(26) Noi cu tra (noi thudng tri/noi tam tri/noi dang sinh song);
(27) Bé nghi cip ban sao:
o Co
S6 luong ban sao yéu cau: ...
o Khong
(28) Ho6 so dinh kém theo quy dinh.
10
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* Ngudi yéu cau cam doan cac thong tin cung cap, ndi dung dé nghi ding ky khai sinh
cho tré em 1a dung su that, d3 c6 sy thoa thuan nhat tri cta cha, me tré theo quy dinh phap
luat va chiu hoan toan trach nhiém truéc phap luat vé ndi dung cam doan ctia minh.

* Truong hop cac thong tin vé giéy to ching minh noi cu tra da duogc khai thac tu
CSDLQGVDC, dugc he thong dién tu dong thi khong phai xudt trinh (theo hinh thirc tryc
tlep) hodc tai 1én (theo hinh thirc truc tuyén)

* Mau dién tir twong tac ghi nhan thoi gian (gio, phut, gidy, ngay, thang, nam) hoan tat
viéc cung cap thong tin; nguoi yéu cau trudc d6 da dang nhap vao hé théng, thuc hién xéac
thuc dién tir theo quy dinh.

Nguoi yéu cau dang ky khai sinh nhan Gidy khai sinh (ban chinh) truc tiép tai co quan
dang ky ho tich.

Ban dién tr s€ ty dong guri vé Kho quan 1y dit liéu di¢n tir ctia ¢4 nhan/dia chi thu dién
ttr/thiét bi s6/dién thoai cta nguoi yéu cau sau khi d3 hoan tat thi tuc dang ky khai sinh tai
co quan dang ky ho tich.

11
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2. Thii tuc diing ky két hon

Trinh ty thuc hién:

- Néu lya chon hinh thirc ndp ho so truc tiép, nguoi co yéu cau ding ky két hon nop
ho so dang ky két hon tai B phan Tiép nhan va tra két qua cuia UBND cép x4 co tham
quyén; nop 1¢ phi néu thugc trueong hop phai ndp 1€ phi dang ky két hon; ndp phi cap ban
sao Trich luc két hon néu c6 yéu cau cap ban sao Trich luc két hon.

- Néu lya chon hinh thurc nop hd so truc tuyen, nguoi cd yéu cau dang ky két hon
truy cap Cong dich vu cong qudc gia hodc Cong dich vu cong cAp tinh, ding ky tai khoan
(néu chua c6 tai khoan), xac thue nguoi dung theo hudng dan, dang nhap vao hé thong,
xéc dinh dung Uy ban nhan dan cap x3 c6 thim quyen

Nguoi ¢ yéu cau dang ky két hon tryc tuyen cung cap thong tin theo mau ho tich
dién tir tuong tac dang ky ket hén (cung cap trén Cong dich vu cong), dinh kém ban chup
hodc ban sao dién tir cac gidy to, tai lidu theo quy dinh; ndp phi, 1& phi thong qua chirc
ning thanh toan truc tuyén hodc bang cach thirc khac theo quy dinh phap luat, hoan tat
viéc ndp hd so.

- Can bo tiép nhan ho so tai BO phan mot ctra c6 trach nhiém kiém tra tinh chinh
xac, day di, thong nhat, hop 1€ cua hé so.

(1) Truong hop hé so day du, hop 1¢ thi tiép nhan ho so, c6 Phiéu hen, tra két qua
cho nguoi ¢6 yéu cau (neu nguoi o yéu cau lua chon hinh thirc ndp ho so truc tiép) hoic
guri ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin nhén hen tra két qua qua dién
thoai di dong cho nguoi co yéu cau (néu ngudi co yéu cau lua chon hinh thire ndp ho so
tryc tuyén), chuyen ho so dé cong chirc 1am cong tac ho tich xur ly.

Sau khi tiép nhan ho so theo hinh thirc ndp truc tiép, can bd tiép nhan ho so tai Bo
phan mot cura thuc hién s6 hoa (sao chup, chuyen thanh tai liéu dién to trén hé thong
thong tin, co so dit lidu) va ky sd vao tai lidu, hd so giai quyét thi tuc hanh chinh da duoc
s6 hoa theo quy dinh.

(i1) Truong hop hé so chua day du, hop 1€ thi c6 thong bao cho nguoi yéu cau bd
sung, hoan thién hd so, néu rd loai gidy to, noi dung can bd sung dé ngudi c6 yéu cau bd
sung, hoan thién. Sau khi ho so dugc bo sung, thyuc hién lai budc (i);

(iii) Trudng hop ngudi c¢6 yéu cau dang ky két hon khong b6 sung, hoan thién dugc
hé so thi bao cao Trudng bd phan mot cira c¢6 thong bao tir chdi giai quyét yéu cau ding
ky két hon.

- Cong chtrc tu phép - ho tich thim tra hd so (tham tra tinh théng nhét, hop 18 cia
céc thong tin trong hd so, glay to, tai liéu dinh kem).

+ Truong hop ho so can bo sung, hoan thién hodc khong du diéu kién giai quyét,
phai tir chéi thi giri thong bao vé tinh trang ho so téi Bo phan mét cira dé thong bao cho
ngudi ndp ho so — thue hién lai bude (i) hodc (iii);

+ Truong hop can phai kiém tra, xac minh 1am rd hodc do nguyén nhan khac ma
khong thé tra két qua dung thoi gian da hen thi cong chirc 1am cong tac ho tich 1ap Phiéu
xin 16i va hen lai ngay tra két qua, trong d6 néu 13 Iy do cham tra két qua va thoi gian hen
tra két qua, chuyén Bo phén mot cua dé tra cho nguoi cd yéu cau (néu nguoi co yéu cau
Itra chon hinh thirc ndp hd so truc tiép), hoic gui Phiéu xin 161 va hen lai ngay tra két qua
qua thu dién tir hodc gui tin nhin qua dién thoai di dong cho ngudi co yéu cau (néu ngudi
co yéu cau lya chon hinh thirc nop ho so truc tuyen).
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+ Néu thay ho so day du, hop 18, cac bén co du diéu kién két hon theo quy dinh cia
Luat Hon nhan va gia dinh, khong thudc trudng hop tir chdi dang ky két hon theo quy
dinh, trudng hop tiép nhan ho so dang ky két hon theo hinh thirc truc tiép, thi cong chirc
tu phap - ho tich thyc hién viée ghi vao SO ding ky két hon, cap nhat thong tin ding ky
két hon va luu chinh thire trén Phan mém dang ky, quan ly ho tich dién tir dung chung.

Trudng hop tiép nhan ho so dang ky két hon theo hinh thirc truc tuyén, cong chiurc
tu phap - ho tich gui lai biéu miu Giay ching nhan két hon dién tir v6i thong tin day du
cho ngudi yéu cau qua thu dién tir hodc thiét bi sd.

Ngudi yéu cau c6 trach nhiém kiém tra tinh chinh x4c, day dii cua céc thong tin trén
biéu miu Gidy ching nhan két hon dién tir va xac nhén (61 da mot ngay).

Néu nguoi co yéu cau xac nhan thong tin di thong nhat, ddy du hodc khong cd phan
hdi sau thoi han yéu cau thi cong chure tu phap - ho tich thyc hién viéc ghi ndi dung vao
S6 dang ky két hon, cap nhat thong tin ding ky két hon va luu chinh thire trén Phan mém
dang ky, quan 1y hg tich dién tir dung chung.

- Cong chire tu phap - ho tich in Gidy ching nhan két hon, trinh Lanh dao UBND
ky, chuyén to1 BO phan mot ctra dé tra két qua cho nguoi c6 yéu cau.

- Nguoi ¢6 yéu cau dang ky két hon (hai bén nam, nit phai c6 mat, xuat trinh gidy to
tuy than dé d6i chiéu) kiém tra thong tin trén Gidy chirmg nhan két hon, trong SO dang ky
két hon, khang dinh su tu nguyén két hon va ky tén vao SO dang ky két hén, ky tén vao
Gidy chimg nhan két hon, mdi bén nam, nit nhan 01 ban chinh Gidy chtrng nhin két hon.

Cach thire thuc hién:

Ngudi ¢6 yéu cau ding ky két hon thuc hién ndp ho so truc tiép tai B6 phan Tiép
nhén va tra két qua caa UBND cip xi hodc ndp ho so truc tuyén trén Cong dich vu cong
qudc gia (https://dichvucong.gov.vn) hodc Cong dich vu cong cap tinh
(https://dichvucong.haiduong.gov.vn) (bén nam hodc bén nir c6 thé nop hd so ma khong
can co6 van ban uy quyen cua bén con lai).

Thanh phan ho so:

- T& khai dang ky két hon theo mau, c6 di thong tin cua hai bén nam, nit. Hai bén
nam, nit c6 thé khai chung vao mot Td khai ding ky két hon (néu ngudi co yéu cau lya
chon ndp ho so theo hinh thic tric tiép);

- Mdu hé tich dién tir trong tdc dang ky két hon (do nguoi yéu cau cung cap thong
tin theo huéng dan trén Cong dich vu cong, néu nguoi c6 yéu cau lya chon ndp ho so theo
hinh thirc truec tuyén);

- Nguoi ¢ yéu cau dang ky két hon thuc hién vige ndp/xuit trinh (theo hinh thic
tryc tiép) hodc tai 1én (theo hinh thirc truc tuyén) cac gidy to sau:

* Gidy to phdi nép:

- Ban chinh Gidy x4c nhan tinh trang hén nhan do Uy ban nhan dan cép xa c6 thim
quyén cap trong truong hop ngudi yéu cau ding ky két hon khong dang ky thuong tri tai
dia ban x3, phuong, thi tran 1am thu tuc dang ky két hon. Truong hop cac thong tin vé tinh
trang hon nhén da c6 trong CSDLQGVDC, CSDLHTDT dugc dién tu dong thi khong
phai xuét trinh (theo hlnh thuc truc tiép) hodc tai 1én (theo hinh thirc truc tuyén).

* Gtay to phai xudt trinh:

- Ho chiéu hodc Chtrng minh nhan dan hodc Thé cin cudc cong dan hodc cac gidy
td khac c6 dan anh va thong tin ca nhan do co quan c6 thim quyén cap, con gia tri sir
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dung dé ching minh vé nhan than ctia nguoi c6 yéu cau dang ky két hon. Trudng hop cac
thong tin ca nhin trong cac gidy to ndy di c6 trong CSDLQGVDC, CSDLHTPT, dugc hé
théng dién ty dong thi khong phai tai 1én (theo hinh thuc truc tuyén);

- Gidy tO ¢6 gid tri ching minh thong tin vé cu tra trong truong hop co quan ding
ky ho tich khong thé khai thac duge thong tin vé noi cu tri cua cong dan theo cac phuong
thitc quy dinh tai khoan 2 Diéu 14 Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cua
Chinh phu. Truong hop cac thong tin ve glay to ching minh noi cu tri da duoc khai thac
tr Co s6 dir lieu quoc gia vé dan cu bang cac phuong thie nay thi nguoi co yéu cau
khong phai xuat trinh (theo hinh thirc tric tiép) hodc tai 1én (theo hinh thirc truc tuyén);

- Trich luc ghi cha ly hon d6i vé6i trudng hop cong dan Viét Nam dang ky thuong
tra tai dia ban xé lam thu tuc dang ky két hon, da duoc giai quyét viéc ly hon, hay viée két
hén trude d6 tai co quan c6 thim quyén nudc ngoai.

*Luuy

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

+ Nguoi tiép nhén c¢6 trach nhiém kiém tra, dbi chiéu voi thong tin trong to khai,
chup lai hodc ghi lai thong tin dé luu trong ho so va tra lai cho nguoi xuét trinh, khong
duoc yéu cau ndp ban sao hodc ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich co thé ndp ban sao ching thyc tir ban chinh hodc
ban sao dugc cap tir s6 goc hodc ban chup kém theo ban chinh gidy to dé dm chiéu.
Truong hop nguoi yéu ciu nop ban chyp kém theo ban chinh gidy to thi nguoi tiép nhan
c6 trach nhiém kiém tra, ddi chiéu ban chup voi ban chinh va ky xac nhan, khong dugc
yéu cau ngudi di dang ky ndp ban sao gidy to do.

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

- Dbi véi gidy to gui kem theo néu nguoi yéu cau ndp ho so theo hinh thirc truc tuyén:

+ Ban chup cac gidy to gui kem theo ho so dang ky két hon truc tuyén phai bao
dam rd nét, day du, toan ven vé ndi dung, 1a ban chyp bang may anh, dién thoai hoac dugc
chup, dugc quét bang thlet bi dién tir, tir gidy to duoc cp hop 1€, con gia tri sir dung.

+ Truong hop gidy to, tai liéu phai giri kem trong ho so dang ky két hon truc tuyén
d3d co ban sao dién tir hodc dd co ban dién tir gidy to ho tich thi nguoi yéu cau duoc sir
dung ban di¢n tr nay.

+ Khi dén co quan dang ky ho tich nhan két qua (ban chinh Gidy ching nhan két
hon/ban sao Trich luyc két hon), nguoi co yéu cau dang ky két hon phai nop ban chinh
Gidy x4c nhén tinh trang hon nhan (néu thong tin vé tinh trang hoén nhan chua co trong
CSDLQGVDC, CSDLHTDT).

- Gidy to do co quan c6 tham quyén ctia nudc ngoai cap, cong ching hodc xac nhan
dé str dung cho viéc ding ky ho tich tai Viét Nam phai dugc hop phap héa lanh sy theo
quy dinh cua phap luat, trir truong hop dugc mién theo diéu wéc qubc té ma Viét Nam 1a
thanh vién.

- Truong hop nguoi yéu cau dang ky ket hon khéng cung cap dugc gidy to néu trén
theo quy dinh hodc gidy to' nop, xuat trinh bj tdy x0a, sira chita, lam gia thi co quan dang
ky ho tich c6 tham quyén hity bo két qua ding ky két hon.

14



15

S6 lwong hod so: 01 bg

Thoi han giai quyét: 'Ngay trong ngay tiép nhan hd so; trudng hop nhan ho SO sau
15 gio ma khong giai quyet duoc ngay thi tra két qua trong ngay lam viéc tiép theo.
Truong hop can xac minh diéu kién két hon cua hai bén nam, nit thi thoi han giai quyét
khong qua 05 ngay lam viéc.

Poi twong thwe hién thii tuc hanh chinh: C4 nhan

Co quan thuc hién thi tuc hanh chinh:

Uy ban nhan dan cp x3 noi cu tra ctia bén nam hodc bén nir.

Co quan phdi hep: Co quan quan Iy CSDLQGVDC.

Két qua thuc hién thu tuc hanh chinh:

- Gidy chtng nhan két hoén (ban chinh), mdi bén vo, chong 01 ban; ban sao Trich
luc két hon (trudng hop yéu cau cap ban sao Trich luc két hon).

- Ban dién tr Trich luc két hon (Ban dién twr sé tw dong gui vé Kho quan 1y dir liéu
dién tir cia ¢ nhan/dia chi thw dién tir/thiét bi sé/dién thoai cia nguoi yéu cau sau khi da
hoan tdt thii tuc dang ky két hon tai co quan dang ky ho tich).

Phi, 1¢ phi: Mién 1¢ phi.

Méiu don, mau to khai:

+ To khai dang ky két hon (néu ndp ho so theo hinh thic truc tiép);

+ Mdu hé tich dién tir twong tac dang ky két hon (néu ndp hoé so theo hinh thirc truc
tuyén).

Yéu cau, diéu kién thwe hién thi tuc hanh chinh:

- Nam tir dti 20 tudi tr& 1én, nit tir dd 18 tudi trd 1én;

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

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

- Viéc két hon khong thude mot trong cac truong hop cdm két hon, gdom:

+ Két hon gia tao;

+ Tao0 hén, cudng ép két hon, lira di két hon, can trd két hon;

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

+ Két hon gita nhitng nguoi cing dong mau vé truc hé; gilta nhitng nguoi ¢6 ho
trong pham vi ba doi; gitta cha, me¢ nudi voi con nudi; gitta nguoi da ting la cha, me nuoi
v6i con nudi, cha chdng véi con dau, me vo voi con ré, cha duong voi con riéng cia vo,
me ké vdi con riéng cua chong.

* Nha nude khong thira nhan hon nhan gitta nhitng ngudi cung gidi tinh.

Can cwr phap ly:

- Luat Hon nhan va gia dinh nam 2014;

- Luat Ho tich nam 2014;

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

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

- Nghi dinh sé 104/2022/ND-CP ngay 21/12/2022 ctia Chinh phu stra d6i, b sung
mot sb diu cua céac nghi dinh lién quan dén viéc nop, xuat trinh s6 ho khau, s6 tam tra
giéy khi thyc hi¢n tha tuc hanh chinh, cung céip dich vu cong;
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- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua B¢ truong Bo Tu phap quy
dinh chi tiét thi hanh mot s6 di€u cua Luat Ho tich va Nghi dinh s6

NOI DUNG MAU HQ TICH PIEN TU TUONG TAC PANG KY KET HON
I. Thong tin bén nir
(1) Anh (truong hop 1am thu tuc dang ky két hon co yéu té nude ngoai);
(2) Ho, chir dém, tén;
(3) Ngay, thang, ndm sinh (tach biét riéng 03 truong thong tin ngay, thang, nam);
(4) Dan tdc;
(5) Qudc tich;
(6) S6 dinh danh ca nhan;
(7) Glay to tuy than: Loai glay to st dung (CCCD/CMND/H9 chiéu/Gidy to hop 16 thay
thé); s6, ngay, thang, nam cip, co quan cap; ban chup dinh kém;.
(8) Noi cu trti (noi thudng tra/noi tam tri/noi dang sinh song);
(9) Két hon 1an thir miy.
I1. Thong tin bén nam
(10) Anh (truong hop 1am thu tuc ding ky két hon c6 yéu td nudc ngoai);
(11) Ho, chir dém, tén;
(12) Ngay, thang, nam sinh (tach biét ri€éng 03 trudong thong tin ngay, thang, nam);
(13) Dan toc;
(14) Qudc tich;
(15) Sé dinh danh c4 nhan;
(16) Glay to tuy than: Loai g1ay to sur dung (CCCD/CMND/H( chiéu/Gidy to hop 18 thay
thé); s6, ngay, thang, nam cip, co quan cap; ban chup dinh kém;
(17) Noi cu tru (noi thudng tri/noi tam tra/noi dang sinh sdng);
(18) Két hon lan thr may;
(19) Dé nghi cip ban sao:0 Co
S6 lugng ban sao yéu cau: ...0 Khong
(20) Ho so dinh kem theo quy dinh.
* Ngudi yéu cau cam doan cac théng tin cung cap 1 dung sy that, viéc két hon cua hai
bén la hoan toan ty nguyén, khong vi pham quy dinh cua Luat hon nhan va gia dinh Viét
Nam, chiu hoan toan trach nhiém trudc phap luat vé ndi dung cam doan cta minh.
* Truong hop cac thong tin vé glay to chimg minh noi cu trd da duoc khai thac tur
CSDLQGVDC, dugc he thong dién tur dong thi khong phai xudt trinh (theo hinh thirc tryc
tlep) hodc tai 1én (theo hinh thirc tric tuyén).
* Mau dién tir tvong tac ghi nhan thoi gian (gio, phut, gidy, ngay, thang, nim) hoan tat
viéc cung cap thong tin; nguoi yéu cau trude d6 da dang nhap vao hé thdng, thuc hién xac
thuc dién tur theo quy dinh.
Ngudi yéu cau ding ky két hon nhin ban chinh Gidy chirmg nhan két hén truc tiép tai co
quan dang ky hd tich.
Ban dién tir s& tu dong gui vé Kho quan 1y dir liéu dién tir ciia ca nhan/dia chi thu dién
tir/thiét bi s6/dién thoai cia nguoi yéu cdu sau khi di hoan tat thu tuc ding ky két hon tai
co quan dang ky ho tich.
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3. Thi tuc dang ky nhin cha, me, con

Trinh ty thuc hién:

- Néu lya chon hinh thic nép ho so truc tiép, nguoi co yéu cau ding ky nhan cha,
me, con nop hd so dang ky nhan cha, me, con tai B phan Tiép nhan va tra két qua cua
UBND cép xi c6 thaim quyen nop 18 phi néu thudc trudng hop phai nop 1¢ phi dang ky
nhén cha, me, con; ndp phi cap ban sao Trich luc dang ky nhén cha, me, con néu c6 yéu
cau cap ban sao Trich luc dang ky nhan cha, me, con.

- Néu Iwra chon hinh thirc ndp hd S0’ trire tuyén, nguoi c6 yéu cau dang ky nhan cha,
me, con truy cap Cong dich vu cong qudc gia hodc Cong dich vu cong cap tinh, dang ky
tai khoan (néu chua c6 tai khoan), xac thyc nguoi dung theo huong dan, dang nhap vao hé
thdng, x4c dinh diing Uy ban nhan dan cap xa c6 tham quyén.

Ngudi ¢ yéu cau dang ky nhan cha, me, con truc tuyén cung cap thong tin theo
mau ho tich dién tir twong tac ding ky nhan cha, me, con (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 thong qua chirc nang thanh toan tryc tuyén hodc béng cach thirc khéac theo quy
dinh phap luat, hoan tat viéc ndp hd so.

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

(1) Truong hop hé so day du, hop 1¢ thi tiép nhan ho so, c6 Phiéu hen, tra két qua
cho nguoi ¢6 yéu cau (neu nguoi o yéu cau lua chon hinh thirc ndp ho so truc tiép) hoic
giri ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin nhan hen tra két qua qua dién
thoai di dong cho nguoi ¢ yéu cau (neu nguoi ¢6 yéu cau lua chon hinh thire ndp ho so
tryc tuyén), dong thoi chuyen hé so dé cong chirc 1am cong tac ho tich xu ly.

Sau khi tiép nhan ho so theo hinh thirc ndp truc tiép, can b tiép nhan ho so tai Bo
phan mot cura thuc hién s6 hoa (sao chup, chuyen thanh tai liéu dién to trén hé thong
thong tin, co so dit lidu) va ky sd vao tai lidu, hd so giai quyét thi tuc hanh chinh da duoc
s6 hoa theo quy dinh.

(i1) Truong hop ho so chua day du, hop 1¢ thi c6 thong bao cho nguoi yéu cau bd
sung, hoan thién hd so, néu rd loai gidy to, noi dung can bd sung dé ngudi c6 yéu cau bd
sung, hoan thién. Sau khi ho so dugc bo sung, thuc hién lai budec (1);

(ii1) Truong hop nguoi co yéu cau dang ky nhan cha, me, con khong bd sung, hoan
thién dugc hd so thi bao cao Trudng bd phan mot cira co thong bao tir chdi giai quyét yéu
cau dang ky nhan cha, me, con.

- Cong chuc tu phap - ho tich tham tra hd so (tham tra tinh thong nhat, hop 1é cua
cac thong tin trong hd so, gidy to, tai liu do ngudi yéu cau ndp, xuat trinh hodc dinh
keém).

+ Truong hop hd so can bd sung, hoan thién hodc khong du diéu kién giai quyét,
phai tir chéi thi giri théng bao vé tinh trang hd so téi B phian mot cira dé thong bao cho
ngudi ndp ho so — thue hién lai bude (ii) hodc (iii);

+ Truong hop can phai kiém tra, xac minh 1am rd hodc do nguyén nhan khac ma
khong thé tra két qua dung thoi gian da hen thi cong chirc 1am cong tac ho tich 1ap Phiéu
xin 16i va hen lai ngay tra két qua, trong d6 néu r6 1y do cham tra két qua va thoi gian hen
tra két qua, chuyén Bo phén mot cura dé tra cho nguoi co yéu cau (néu ngudi co yéu cau
lga chon hinh thirc ndp ho so truc tlep), hoac gt Phiéu xin 13i va hen lai ngay tra két qua
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qua thu dién tir hodc giri tin nhin qua dién thoai di dong cho nguoi c¢é yéu cau (néu ngudi
¢ yéu cau lya chon hinh thire ndp ho so truc tuyén).

+ Néu thay viéc nhan cha, me, con 1a dung va khéng cé tranh chap, ho so day du,
hop 18, ding quy dinh, truong hop tiép nhan ho so dang ky nhan cha, me, con theo hinh
thirc truc tiép, thi cong chirc tu phap - ho tich 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 thirc trén Phan mém
dang ky, quan ly h¢ tich dién tr dung chung.

Truong hop tiép nhan ho so dang ky nhén cha, me, con theo hinh thire truc tuyén,
cong chirc tu phap - ho tich gui lai bleu mau Trich lyc dang ky nhén cha, me, con dién tu
v6i 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 xéc, day di cta céc thong tin trén
biéu mau Trich luc dang ky nhan cha, me, con dién tr va x4c nhan (t01 da moQt ngay).

Néu nguoi co yéu cau xac nhan thong tin di thong nhat, ddy du hodc khong c6 phan
hdi sau thoi han yéu cau thi cong chure tu phap - ho tich thyc hién viéc ghi ndi dung vao
So dang ky dang ky nhan cha, me, con, cap nhat thong tin dang ky nhan cha, me, con va
lru chinh thirc trén Phan mém dang ky, quan 1y ho tich dién tir diing chung.

- Cong chire tu phap - ho tich in Trich lyc dang ky nhén cha, me, con, trinh Lanh
dao UBND kY, chuyén B6 phén mot ctra tra két qua cho nguoi co yéu cau.

- Nguoi ¢6 yéu cau dang ky nhén cha, me, con (ca hai bén phai c6 mat, xuat trinh
gidy to tuy than dé ddi chiéu) kiém tra thong tin trén Trich luc ding ky nhan cha, me, con,
trong S6 ding ky nhan cha, me, con va ky tén vao S6 ding ky nhan cha, me, con, nhan
Trich luc dang ky nhéan cha, me, con.

Cach thirc thuc hién:

Nguoi c6 yéu cau dang ky nhan cha, me, con thuc hién nop hd so tryc tiép tai BO
phan Tiép nhan va tra két qua cia UBND cap x4 hodc ndp hd so truc tuyén trén Cong
dich vu coéng qudc gia (https:/dichvucong.gov.vn) hodc Cong dich vu cong cip tinh
(https://dichvucong.haiduong.gov.vn) (mdt bén cd thé ndp hd so ma khong phai co vin
ban Gy quyén ctia bén con lai).

Thanh phan ho so:

- T khai ding ky dang ky nhan cha, me, con theo mau (néu ngudi co yéu cau lya
chon ndp ho so theo hinh thic tric tiép);

- Mau ho tich dién tw twong tac dang ky nhdn cha, me, con (do ngu’o’l co yéu cau
cung cdp thong tin theo hudng dan trén Cong dich vu céng, néu ngwoi cé yéu cau lya
chon nép ho so theo hinh thirc truc tuyén);

- Nguoi co yéu cau ding ky nhan cha, me, con thuc hién viée ndp/xuit trinh (theo
hinh thuc truc tiép) hodc tai 18n (theo hinh thirc truc tuyén) cac gidy to sau:

* Gidy to phdi nép:

- Chimg ctr chimg minh quan hé cha, con hoac quan h¢ me, con gom:

+ Vin ban cua co quan y té, co quan giam dinh hodc co quan khac c¢6 thim quyén
xac nhan quan hé cha con, quan hé me con.

+ Truong hop khong c6 van ban néu trén thi phai c6 van ban cam doan cua cac bén
nhén cha, me, con vé mdi quan hé cha, me, con va c6 it nhat hai ngudi 1am chimg vé moi
quan h¢ cha, me, con.

* Gidy to phdi xudt trinh:
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- Ho chiéu hodc Chimg minh nhan dan hodc Thé cin cudc cong dan hoidc cac gidy to
khac c6 dan anh va thong tin c4 nhan do co quan c6 thAm quyén cép, con gia tri sir dung
dé ching minh vé nhan than ctia ngudi c6 yéu cau dang ky nhan cha, me, con. Truong
hop céc thong tin ¢4 nhan trong cac gidy to nay di c6 trong CSDLQGVDC, CSDLHTDT,
dugc hé thong dién tw dong thi khong phai tai 1én (theo hinh thire truc tuyén);

- Gidy to ¢6 gia tri chimg minh thong tin vé cu tra trong trudng hop co quan ding
ky ho tich khong thé khai thac duge thong tin vé noi cu tri cua cong dan theo cac phuong
thirc quy dinh tai khoan 2 Diéu 14 Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cua
Chinh phu. Truong hop cac thong tin ve glay to ching minh noi cu tri da duoc khai thac
tr Co s6 dir lieu quoc gia vé dan cu bang cac phuong thie nay thi nguoi co yéu cau
khoéng phai xuat trinh (theo hinh thirc trirc tiép) hodc tai 1én (theo hinh thirc truc tuyén).

*Luuy

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

+ Nguoi tiép nhén c6 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 xuét trinh, khong
dugc yéu cau ndp ban sao hoac ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich co thé ndp ban sao ching thyc tir ban chinh hodc
ban sao dugc cap tir s6 goc hodc ban chup kém theo ban chinh gidy to dé dm chiéu.
Truong hop nguoi yéu ciu nop ban chyp kém theo ban chinh gidy to thi nguoi tiép nhan
c6 trach nhiém kiém tra, ddi chiéu ban chup voi ban chinh va ky xac nhan, khong dugc
yéu cau ngudi di dang ky ndp ban sao gidy to do.

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

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

+ Bén chup cac glay to gui kem theo hd so dang ky nhan cha, me, con truc tuyén
phai bao dam rd nét, diy di, toan ven vé ndi dung, 1a ban chyp bang may anh, dién thoai
hodc duoc chup, dugc quét bang thiét bi dién tir, tir gidy to dugc cap hop 1€, con gia tri sir
dung.

+ Truong hop gidy t0, tai liéu phai giri kém trong ho so dang ky nhan cha, me, con
tryc tuyén dd c6 ban sao dién tir hodc di co ban dién tir gidy to ho tich thi nguoi yéu cau
dugc sur dung ban dién tur nay.

+ Khi dén co quan dang ky hd tich nhan két qua (Trich luc dang ky nhan cha, me,
con/ban sao Trich luc dang ky nhan cha, me, con) ngudi ¢6 yéu cau dang ky nhan cha,
me, con phai xuét trinh gidy to tiy than dé xac dinh nhan than; ndp ban chinh gidy to, tai
lidu la chung ctr chimg minh quan hé cha, con hodc quan hé me, con.

- Gidy to do co quan c6 tham quyén ctia nudc ngoai cap, cong ching hodc xac nhan
dé str dung cho viéc ding ky ho tich tai Viét Nam phai dugc hop phap héa lanh su theo
quy dinh cua phap luat, trir truong hop dugc mién theo diéu wéc qubc té ma Viét Nam 1a
thanh vién.
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- Truong hop nguodi yéu cau dang ky nhén cha, me, con khong cung cap duoc gidy
to néu trén theo quy dinh hoac glay to ndp, xuat trinh bi tdy x0a, stra chita, 1am gia thi co
quan dang ky ho tich c6 thAm quyén hay bo két qua dang ky nhan cha, me, con.

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

Co quan dang ky ho tich tur chéi giai quyét hodc dé nghi co quan c6 thaim quyén
huy bo két qua dang ky ho tich, néu ¢6 co sé xac dinh ndi dung cam doan khong diung su
that.

S6 lwong ho so: 0/ b6

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

Poi twong thwe hién thii tuc hanh chinh: C4 nhan

Co quan thuc hién thi tuc hanh chinh:

Uy ban nhan dan cép x4 noi cu tru cia ngudi nhan hoac nguot dugc nhan 1a cha,
me, con.

Co quan phdi hop:

- Uy ban nhan dan c4p xa noi cu tri cia nguoi dugc nhén 1a cha, me, con.

- Co quan quan ly CSDLQGVDC.

Két qua thyc 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 (trudng hop yéu cau cp ban sao Trich luc ding ky nhan cha, me, con).

- Ban dién tu Trich luc dang ky nhdn cha, me, con (Ban dién tir sé tw dong guri ve
Kho quan ly dir liéu dién tw cua cda nhan/dia chi thw dién ti/thiét bi sé/dién thogi cua
ngueoi yéu cau sau khi da hodan tat thi tuc dang ky nhdn cha, me, con tai co quan ding ky
ho tich).

Phi, 1€ phi:

10.000 dong/lan (d6i vé6i truong hop ndp hd so truc tiép); 5.000 ddng/lan (ddi véi
truong hop nop ho so truc tuyén).

* Mién 1é ph1 cho nguoi thudce gia dinh c6 cong voi cach mang; ngudi thude ho
nghéo; nguoi khuyet tat.

Maiu don, miu to khai:

+ T khai dang ky nhan cha, me, con (néu ndp hd so theo hinh thuc truc tlep)

+ Mau h¢ tich dién tir trong tac dang ky nhdn cha, me, con (néu nép hé so theo
hinh thire truec tuyén).

Yéu cau, diéu kién thwe hién thi tuc hanh chinh:

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

- Viéc nhén cha, me, con khong ¢6 tranh chép.

- Truong hop nam, nit chung séng véi nhau nhu vo chong, khong ding ky két hon,
sinh con, ngudi con sdng cung v&i ngudi cha, khi ngudi cha 1am thu tuc nhin con ma
khong lién hé duoc véi nguoi me thi khong can cé ¥ kién cta ngudi me trong To khai
dang ky nhan cha, me, con.

Can cir phap ly:

- Luat Hon nhan va gia dinh nam 2014;
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- Luat Ho tich nam 2014;

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

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

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu sta dbi, bd sung
mot s6 diéu cua cac nghi dinh lién quan den viéc nop, xudt trinh s6 ho khau, so tam tra
gidy khi thyc hién thii tuc hanh chinh, cung cip dich vu cong;

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

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

- Thong tw s6 03/2023/TT-BTP ngay 02/8/2023 cua Bo truong Bo Tw phdp siua doi,
b6 sung mét sé néi dung ciia Thong tu s 01/2022/TT-BTP ngay 04/01/2022 cua Bo
truomg Bé Tw phdp quy dinh chi tiét mét sé6 diéu va bién phdp thi hanh Nghi dinh so
87/2020/NP-CP ngay 28/7/2020 ciia Chinh phit quy dinh vé Co sé dir liéu hé tich dién tir,
dang ky ho tich truc tuyén;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cta Bo truong Bo Tai chinh quy
dinh muc thu, ché d6 thu, ndp, quan 1y va st dung phi khai thac, st dung thong tin trong
co s& dir licu ho tich, phi xac nhan cé quéc tich Viét Nam, phi xac nhan 1a nguoi géc Viét
Nam, 1¢ phi quéc tich.

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

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 ctia Bo truong B Tai chinh sta
d6i, bd sung mot sd diéu cua Thong tu sb 85/2019/TT-BTC ngay 29/11/2019 ciia Bo Tai
chinh huéng dan vé phi va 18 phi thudc tham quyén quyét dinh ctia Hoi dong nhan dan
tinh, thanh ph true thue Trung uong.

- Nghi quyet s 05/2023/NO-HDND ngay 13/7/2023 cua Hoi dong nhdn dan tinh
Hai Duong sua a"oz bé sung, bai bé mét so néi dung vé mirc thu, ché do thu, ngp, quan Iy
va sw dung mét 56 khoan phl l¢ phi da dwoc quy dinh tai Nghi quyét sé 17/2016/NQ-
HDND ngay 05 thang 10 nam 2016, Nghi quyét so 04/2018/NOHPND ngay 11 thing 7
nam 2018, Nghi quyét s6 13/2020/NQ-HPND ngay 24 thing 12 nam 2020 va Nghi quyét
s6 04/2022/NQ-HPND ngay 12 thing 7 ndm 2022 cua Hoi dong nhin dan tinh Hai
Duong,

- Nghi quyét sé 06/2023/NO-HDPND ngay 13/7/2023 ciia Hji dong nhdn dén tinh
Hai Dwong quy dinh mirc thu 1é phi doi véi hoat déng cung cdp dich vu cong triee tuyén
trén dia ban tinh Hai Duong.

Ghi chii: Phan chit in nghiéng la néi dung sira doi, bé sung, thay thé.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY NHAN CHA, ME, CON

Quan hé voi ngudi nhan cha/me/con: @ ...,
Peé nghi co quan cong nhan nguwoi ¢6 tén dwdi day:

Ngay, thang, NAm SINN: ........cooiiiiiiiiiieee e e e eeaaae s
Gidi tinh:....ooooiiiiii, Dan tOC:......coovuveeeeiiiieceeee e Quoc tich: ......

La o, cia nguoi co tén dudi day:

HO, Chilr I, tEI1: ..ttt e e
Ngay, thang, nam SIN: .......ooooiiiiiiiiee e e
Gio1 tinh:....oeeeieeiiieiiiii Dan tOC:.....cooveeiieieeeiiaas Quéc tich: ......

To61 cam doan viéc nhan.................coevevvveeeeeeeenn, noi trén la dung su that, tw nguyén,
khong c6 tranh chap va chiu trach nhiém trude phép luat vé cam doan cua minh.
Lam t@i........cccoovvveeiiiaiiie, ngay

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

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

Dé nghi cép ban sao ©: Co I:l Khong l:'
SO lugng:.......... ban
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Chii thich:

(D Ghi 15 tén co quan ding 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 trt; truong hop khong cé noi dang ky thudng tra va noi
dang ky tam tra thi ghi theo noi dang sinh séng.

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

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

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

© P& nghi danh dau X vao 6 néu ¢ yéu cau cp ban sao va ghi rd sb lugng.
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NOI DUNG MAU HQ TICH PIEN TU TUONG TAC
PANG KY NHAN CHA, ME, CON

I. Thong tin vé nguwoi yéu ciu ding ky nhan cha, me, con

(1) Ho, chir dém, tén;

(2) S dinh danh c4 nhén;

3) Glay to tuy than: Loat glay to st dung (CCCD/CMND/H9 chiéu/Gidy to hop 1¢ thay
thé); s6, ngay, thang, nam cip, co quan cap; ban chup dinh kém;

(4) Noi cu trii (noi thudng tra/noi tam tri/noi dang sinh song);

(5) Quan hé véi nguoi duge nhan cha/me/con.

II. Thong tin vé ngwoi nhan

(6) Ho, chir dém, tén;

(7) Ngay, thang, ndm sinh (tach biét riéng 03 truong thong tin ngay, thang, nam);

(8) Gidi tinh;

(9) Dan tdc;

(10) Qudc tich;

(11) Sé dinh danh c4 nhén;

(12) G1ay to tuy than: Loai glay to str dung (CCCD/CMND/H¢ chiéu/Gidy to hop 16 thay
thé); sb, ngay, thang, nim cap, co quan cip; ban chup dinh kém;

(13) Noi cu tra (noi thudng tri/noi tam tri/noi dang sinh song).

III. Thong tin vé nguwoi dwgc nhan

(14) Ho, chir dém, tén;

(15) Ngay, thang, nam sinh (tach biét ri€éng 03 trudong thong tin ngay, thang, nam);

(16) Giodi tinh;

(17) Dan tdc;

(18) Qudc tich;

(19) Sé dinh danh c4 nhan;

(20) Gidy to tiy than: Loai gidy to st dung (CCCD/CMND/H6 chiéu/Gidy to hop 18 thay
thé); s6, ngay, thang, nam cip, co quan cap; ban chup dinh kém;

(21) Noi cu tri (not thuong tri/noi tam tri/noi dang sinh séng);

(22) Pé nghi cip ban sao:0 Co

S6 lugng ban sao yéu cau: ...0 Khong

(23) Ho so dinh kem theo quy dinh.

* Ngudi yéu cau cam doan cac thong tin cung cap 1a dung su that va chiju hoan toan trach
nhiém trudc phap ludt vé ndi dung cam doan ctia minh.

* Truong hop cac thong tin vé gidy to ching minh noi cu tra dd dugc khai thac tir
CSDLQGVDC, duoc hé thong dién ty dong thi khong phai xuat trinh (theo hinh thirc truc
tiép) hodc tai 1én (theo hinh thirc truc tuyén)

* Mau dién tir tuong tac ghi nhan thoi gian (gio, phut, gidy, ngay, thang, nam) hoan tat
viéc cung cap thong tin; nguoi yéu cau trude d6 da dang nhap vao hé thdng, thuc hién xac
thuc dién tur theo quy dinh.

Ngudi yéu cau dang ky nhan cha, me, con nhan Trich luc dang ky nhan cha, me, con (ban
chinh) tryc tiép tai co quan diang ky ho tich.
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Ban dién tir s& tu dong gui vé Kho quan 1y dir liéu dién tir ciia ca nhan/dia chi thu dién
tu/thi€t bi s6/dién thoai cua nguoi yéu cau sau khi da hoan tat thu tuc dang ky nhan cha,
me, con tai co quan dang ky hg tich.
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4. Thii tuc diing ky khai sinh két hop nhan cha, me, con

a) Trinh ty thuc hién

- Nguoi ¢6 yéu cau dang ky khai sinh va nhan cha, me, con nop hd so dang ky khai
sinh va dang ky nhén cha, me, con tai B phn mét cira ciia UBND cap xa c6 thAm quyén;
nop 1€ phi néu thude truong hop phai ndp 1¢ phi dang ky khai sinh, dang ky nhén cha, me,
con; nop phi cap ban sao Gidy khai sinh, Trich luc ding ky nhan cha, me, con néu c6 yéu
cau cap ban sao Glay khai sinh, Trich luc ddng ky nhén cha, me, con.

- Can bo tlep nhan ho so tai BO phan mot ctra c6 trach nhiém kiém tra tinh chinh
xac, day di, thong nhét, hop 1¢ ciia hd so.

(1) Truong hop ho so day du, hop 1€ thi tiép nhan ho so, co Phiéu hen, tra két qua cho
nguoi co yéu cau, dong thot chuyen ho so de cong chuc lam cong tac ho tich xir 1y.

- Sau khi tiép nhdn ho so, can bg tiép nhdn ho so tai Bé phdn mét civa thuwce hién sé
héa (sao chup, chuyen thanh tai liéu dién tu trén hé thong thong tin, co so dir liéu) va ky
$6 vao tai liéu, ho so giai quyét thii tuc hanh chinh dé dwoc sé héa theo quy dinh.

(i1) Truong hop ho so chua day du, hop 1¢ thi 6 thong bao cho nguoi yéu cau bo
sung, hoan thién hd so, néu 13 loai gidy to, noi dung can bd sung dé ngudi co yéu cau bd
sung, hoan thién. Sau khi hd so dugc bd sung, thuc hién lai budc (i);

(ii1) Truong hop nguoi co yéu cau dang ky khai sinh va nhan cha, me, con khong
bd sung, hoan thién dugc hé so thi bao cao Trudng bd phan mot cira c6 thong bao tir chdi
giai quyét yéu cau ding ky khai sinh va nhan cha, me, con.

- Cong chirc tu phap - ho tich tham tra ho so (tham tra tinh thong nhat, hop 1¢ cua cac
thong tin trong hd so, gidy t0, tai liéu do nguoi yéu cau ndp, xudt trinh hodc dinh kém).

+ Truong hop hé so can bo sung, hoan thién hodc khong du diéu kién giai quyét,
phai tir chéi thi giri thong bao vé tinh trang ho so téi Bo phan mét cira dé thong bao cho
ngudi ndp hd so — thye hién lai budc (ii) hoic (iii);

+ Truong hop can phai kiém tra, xac minh 1am rd hodc do nguyén nhan khac ma
khong thé tra két qua dung thoi gian da hen thi cong chire tu phap - ho tich lap Phiéu xin
16i va hen lai ngay tra két qua, trong d6 néu r6 ly do cham tra két qua va thoi gian hen tra
két qua, chuyen Bo phan mot ctra dé tra cho ngudi co yéu cau;

+ Néu thiy viéc nhan cha, me, con 13 dang va khong c6 tranh chap, thong tin khai
sinh ddy du va phu hop,thi cong chire tu phap - ho tich thuc hién viée ghi vao S6 ding ky
nhan cha, me, con, S6 dang ky khai sinh, cap nhat thong tin dang ky khai sinh, ddng ky nhan
cha, me, con va luu chinh thirc trén Phan mém ding ky, quan 1y ho tich dién tir ding chung,
chuyén thong tin dén CSDLQGVDC dé ldy S6 dinh danh c4 nhan.

- Sau khi CSDLQGVDC tra vé Sb dinh danh ca nhan, cong chiic tuw phép - ho tich in
Gidy khai sinh, Trich luc ding ky nhén cha, me, con, trinh Lanh dao UBND ky, chuyén t6i
Bo phan mdt ctra tra két qua cho ngudi co yéu cau.

- Nguoi ¢6 yéu cau dang ky khai sinh va nhén cha, me, con (ca hai bén phai c6 mat,
xuit trinh gidy to tuy than dé doi chleu) kiém tra thong tin trén Trich luc ding ky nhan cha,
me, con, Glay khai sinh, trong S6 ding ky nhén cha, me, con, S6 dang ky khai sinh va ky
tén vao SO ding ky nhan cha, me, con, SO dang ky khai sinh, nhan Trich luc dang ky nhan
cha, me, con, Giéy khai sinh.

b) Cach thire thuc hién:
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Ngudi cd yéu cau dang ky khai sinh va nhin cha, me, con thuc hién ndp ho so truc
tiép tai BO phan mdt cira cia UBND cép xa (mot bén c6 thé ndp hd so ma khong phai co
vin ban Gy quyén ctia bén con lai).

¢) Thanh phan ho so:

* Gidy to' phdi nép:

- T khai ding ky khai sinh theo mau;

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

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

- Ching ctr chimg minh quan hé cha, con hodc quan hé me, con gom:

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

+ Truong hop khong c6 véan ban néu trén thi cac bén nhan cha, me, con lap van ban
cam doan vé mdi quan hé cha, me, con, co it nhat hai nguoi lam ching vé méi quan hé
cha, me, con.

* Gidy tor phai xudt trinh:

- H6 chiéu hodc Chtrng minh nhan dan hodc Thé cin cudc cong dan hodc cac gidy
to' khdc ¢6 dan anh va théng tin ca nhan do co quan c6 tham quyén cdp, con gia tri st
dung dé ching minh vé nhan than cta nguoi cd yéu cau ding ky khai sinh va nhén cha,
me, con. Truong hop ciac thong tin cd nhan trong cac gidy to nay da cd trong
CSDLQGVDC, CSDLHTDT, dugc hé thong dién ty dong thi khong phai xuat trinh;

- Giy to chimg minh noi cu tra. Trudng hop cac thong tin vé gidy to chimg minh not
cu tra da ¢6 trong CSDLQGVDC, duge dién tu dong thi khong phai  xuat trinh;

* Luu y:

- Péi voi glay to nop, Xuat trinh:

+ Pdi vé6i giay to xuét trinh khi dang ky ho tich, nguoi tiép nhan c6 trach nhiém
kiém tra, d6i chiéu voi thong tin trong to khai, chup lai hodc ghi lai thong tin dé luu trong
ho so va tra lai cho ngudi xudt trinh, khong dugce yéu cau ndp ban sao hodc ban chup gidy
to do.

+ Nguoi yéu cau dang ky ho tich co thé nop ban sao ching thue tir ban chinh hoac
ban sao dugc cap tir s goc hodc ban chup kém theo ban chinh gidy to dé (101 chiéu.
Truong hop nguoi yéu cau nop ban chup kém theo ban chinh gidy to thi nguoi tiép nhan
cé trach nhiém kiém tra, d6i chiéu ban chup voi ban chinh va ky xac nhan, khong dugc
yéu cau ngudi di dang ky nop ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhén dung, du hé so dang ky ho tich theo
quy dinh ctia phap ludt ho tich, khong dugc yéu cau ngudi dang ky ho tich ndp thém gidy
to' ma phap luét ho tich khong quy dinh phai ndp.

- Truong hop cho phép nguoi yéu cau dang ky ho tich lap van ban cam doan vé nodi
dung yéu cau dang ky ho tich thi co quan dang ky ho tich phai giai thich rd cho nguoi lap
vin ban cam doan vé trach nhiém, hé qua phap 1y cia viéc cam doan khéng dung su that.

Co quan ding ky ho tich tir chdi giai quyét hodc dé nghi co quan c6 thAm quyén
huy bo két qua dang ky ho tich, néu ¢6 co sé xac dinh ndi dung cam doan khong diung su
that.
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- Bdi véi viée xac dinh ho, dan toc, dit tén cho tré:

+ Vi€c xdc dinh ho, dan tdc, dét tén cho tré em phai phu hop voi phap luat va yéu
cau giir gin ban sic dan tdc, tip quan, truyén thdng vin hoa tot dep cua Viét Nam; khong
dat tén qua dai, khoé st dung.

+ Trudng hop cha, me khong thoa thuén duogc vé ho, dan tdc, qué quan cua con khi
dang ky khai sinh thi ho, dan tdc, qué quan cua con dugc xac dinh theo tdp quan nhung
phai bao dam theo ho, dan tdc, qué quan cua cha hoac me.

d) S6 Iwong hd so: 01 bo

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

e) Poi twrgng thure hién thii tuc hanh chinh: Ca nhan

g) Co quan thyc hién thi tuc hanh chinh: Uy ban nhan dan cip x3 noi cu tri cia
nguoi cha hodc ngudi me thyc hién dang ky khai sinh két hop nhan cha, me, con.

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

i) Két qua thue hién thii tuc hanh chinh:

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

- Ban dién tir sé& tu dong giri vé Kho quan ly dir liu dién tr cua ca nhan/dia chi thu
dién tu/thiét bi sd/dién thoai ctia nguoi yéu cau.

k) L¢ phi:

- Bing ky khai sinh 5000 d6ng/lan; Pang ky nhan cha, me, con 10.000 dong/lan.

- Poi voi truong hop dang ky khai sinh nop h6 so bang hinh thirc tryc tuyén duoc
giam 50% : 2.500 dong/lan.

- B6i voi truong hop dang ky nhén cha, me, con nop hé so bang hinh thic truc tuyén
duogc giam 50% : 5.000 dong/lan.

Mién 1¢ phi ddi voi truong hop dang ky khai sinh diing han; nguoi thudc gia dinh c6
cong véi cach mang; ngudi thude ho ngheo; nguoi khuyét tat.

- Phi c:?ip ban sao Giéiy khai sinh, ban sao Trich luc dang ky nhan cha, me, con (néu co
yéu cau): 8.000d6ng/ban sao trich luc.

1) M4iu don, mau to khai: To khai dang ky khai sinh, T¢ khai dang ky nhan cha, me,
con

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

- Bén nhéan va bén dugc nhén 1a cha, me, con déu con song;

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

- Truong hop nam, nir chung song v&i nhau nhu vo chdng, khong dang ky két hon,
sinh con, ngudi con song cung voi nguoi cha, khi nguoi cha lam thu tuc nhén con ma khong
lién hé duoc véi nguoi me thi khong can ¢ v kién ctia ngudi me trong To khai dang ky nhan
cha, me, con.

n) Can c&r 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 ctia Chinh phu quy dinh chi tiét mot
s6 diéu va bién phap thi hanh Luét Ho tich;
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- Nghi dinh s6 87/2020/NB-CP ngay 28/7/2020 ciia Chinh phii quy dinh vé Co s¢ dir
lieu ho tich dién tw, dang ky ho tich truc tuyén;

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

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

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ciia Bo Tai chinh quy dinh mirc
thu, ché do thu, ndp, quan Iy va sir dung phi khai thac, sir dung thong tin trong co s¢ dir liéu
h¢ tich, phi xac nhan c6 quoc tich Viét Nam, phi xac nhén la nguoi gdc Viét Nam, 18 phi
qudc tich.

- Théng tu s6 85/2019/TT-BTC ngay 29/11/2019 cta Bo Tai chinh hudéng dan vé phi
va 1& phi thudc thim quyén quyét dinh ciia Hoi dong nhan dan tinh, thanh phé truc thudc
Trung wong;

- Théng tw s6 106/2021/TT-BTC ngay 26/11/2021 ciia B6 Tai chinh sita doi, bo
sung mot sé diéu ciia Thong tw s6 85/2019/TT-BTC ngay 29/11/2019 ciia Bé Tai chinh
hwéng dan vé phi va 1é phi thudc tham quyén quyét dinh cia Héi dong nhdn dan tinh,
thanh phé trye thudc Trung wong;

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 ctia Hoi déng nhan dan tinh
Hai Duong ban hanh Quy dinh mic thu, ché d6 thu, ndp, quan 1y va st dung phi, 18 phi
trén dia ban tinh Hai Duong -

- Nghi dinh sé: 104/2022/NP-CP ngay 21/12/2022 ciia Chinh phii sita doi, b6 sung
mot sé diéu cua cac Nghi dinh lién quan dén viéc nop, xudt trinh s6 hé khau, sé tam tri
gidy khi thiee hién thu tuc hanh chinh, cung cap dich vu cong

- Nghi quyét vo 06/2023/NQ-HDND ngay 13/07/2023 cua Hoi dong nhan dan tinh Hai
Duong khoa XVII vé quy dinh mikc thu 1é phi doi véi hoat dong cung cap dich vu cong triec
tuyén trén dia ban tinh Hai Duong.

- Théng tu 03/2023/TT-BTP vé stra, d6i bd sung ndi dung coa théng tu sd
01/2022/TT-BTP Ngay 04/01/2022 cua B truong B Tu phap quy dinh chi tiét mot sb didu
va bién phap thi hanh Nghi Dinh sO 87/2020/ND-CP ngay 28/07/2020 cua Chinh phu quy
dinh vé Co sd dit liéu Ho tich dién tir, ddng ky ho tich truc tuyén
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CONG HOA XA HOI CI-%J NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phuc

TO KHAI DANG KY KHAI SINH

GHAY 1O tUY thAN: B) .ot
Quan hé v&1 nguot dugce khai Sinh: ...
Pé nghico quan ding ky khai sinh cho nguoi dwéi diy:

Ho, Chit d@m, teN:.........ooiiiiiiii et et ee e e e arae e
Ngay, thang, nam sinh: ...........ccccoveiiiiiiiiiieees ghi bang chil: ...c.oooveeeeeeeeeeeeenns
Gi6i tinh:.....oooooeeenne Dan toc:.....cccoovvveveeeeeennn. QUOC HHCR: e

Ho, chir dém, t€n N@WOT ME: .........oooiiiiiiiiieiie e e eaee e
NAM SINI: O, DAN tOC:..veeveeeenn... Quéc tich: ...
INOT CU TP e ettt ettt eesenns
Ho, chir dém, tén nguwdi cha:.............ccooiiiii e
Nam sinh: O, DAN tOC:..vcveeveernnen. Quéc tich: ...........
INOT CU TPttt ettt ettt
To61 cam doan ndi dung dé nghi dang ky khai sinh trén day la ding sy that, dugc su
thoa thuén nhét tri ciia cac bén lién quan theo quy dinh phap luat.
T6i chiu hoan toan trach nhiém trudc phéap lut vé ndi dung cam doan cta minh.

Lamtai: ........................, ngay........... thang......... nam .............

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

Dé nghi cép ban sao®: C6 [, Khong []

Chu thich:

(MGhi 15 tén co quan ding ky khai sinh.

@Ghi theo noi dang ky thudng tra; néu khong c6 noi ding ky thudng tra 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 noidang sinh song.

) Ghi thong tin vé giay t& tuy than clia nguoi di dang ky, ghi & s6, co quan cap,
ngay cap ho chiéu, chimg minh nhan dan hodc gidy to hop 1é thay thé (Vi du: Chimg
minh nhan dan s6 001089123 do Cong an thanh phé Ha Noi cip ngay 20/10/2014).
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@ Truong hop sinh tai co s&'y té thi ghi rd tén co s¢ y téva dia chi tru s co so y té do.

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

- Tramy té x3 Dinh Bang, huyén Tt Son, tinh Bic Ninh.

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

Vi dy: x3 Pinh Bang, huyén Tt Son, tinh Bic Ninh.

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

©Pé nghi danh dau X vao 6 néu c6 yéu cau cip ban sao va ghi rd sb luong.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY NHAN CHA, ME, CON

Quan hé voi ngudi nhan cha/me/con: @ ..o,
Peé nghico quan cong nhan nguoi co tén dwéi day:

Ngay, thang, nam SIN: .......oooiiiiiiiii e e
Gidi tinh:.....ooooiiiiie, Dan tOC:.....ccoovuveeeeiiiieieeeee e Quoc tich: ......

La .o, cia nguoi cé tén dwdi day:

HoO, Chit &M, tEN: ...eeiiiiiiiiieeee e e
Ngay, thang, NAm SINN: ........cooiiiiiiiiee e e e e eearae s
Gio1 tinh:....ooevieeiiiiiiiii Dan tOC:.....coooeeieeieeeeeeans Quéc tich: ......

To1 cam doan ViEC NhAn..........cccccovvviiiiiiiiiiinnnn.n. néi trén la dung su that, tu
nguyén, khong c6 tranh chip va chiu trach nhiém truéc phap luat vé cam doan
cua minh.

Lam tgi................. ngay ........... thang............ nam............
Ngudi yéu cau
(Ky, ghi ro ho, chir dém, tén)

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

Chu thich:

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

@Ghi theo noi ding ky thuong tri; néu khéng co noi dang ky thuong tra thi
ghi theo noi dang ky tam tra; truong hop khong c¢6 noi dang ky thuong tra va noi

Dé nghi cép ban sao ©: Co |:| Khong |:|
SO lugng:.......... ban
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dang ky tam tra thi ghi theo noi dang sinh song.

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

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

® Chi khai trong truong hop cha hodc me nhén con chua thanh nién hoac
nguoi dé thanh nién nhung mat ‘nang lyc hanh vi dan sy, ghi y kién cua nguoi cha
néu me la nguoi yéu cau, y kién nguol me néu cha 1a ngudi yéu cau (trur truong
hop nguoi d6 da chét, mét tich, mat nang lyc hanh vi dan sy hodc han ché nang luc
hanh vi dan su).

© P& nghi danh dau X vao 6 néu ¢ yéu cau cp ban sao va ghi rd sb lugng.
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5. Thu tuc dang ky khai tir

Trinh tu thuc hién:

- Néu lyra chon hinh thire ndp hé so truc tiép, nguoi co yéu cau dang ky khai tir nop
hé so ding ky khai tir tai B6 phan Tiép nhan va tra két qua cia UBND cép xi c6 tham
quyén; nop 1& phi néu thudc truong hop phai nop 1& phi dang ky khai tir; ndp phi cép ban
sao Trich luc khai tir néu c6 yéu cau cip ban sao Trich luc khai tir.

- Néu lya chon hinh thire nop hd so truc tuyén, nguoi co yéu cau dang ky khai tir
truy cap Cong dich vu cong qudc gia hodc Cong dich vu cong cAp tinh, ding ky tai khoan
(néu chua c6 tai khoan), xac thue nguoi dung theo hudng dan, dang nhap vao hé thong,
xéc dinh dung Uy ban nhén dan cap x4 c6 tham quyen

Nguoi ¢6 yéu cau dang ky khai tir trye tuyen cung cap thong tin theo mau ho tich
dién tur twong tac dang ky khai tir (cung cap trén Cong dich vu cong), dinh kém ban chup
hodc ban sao dién tir cac gidy to, tai lidu theo quy dinh; ndp phi, 1& phi thong qua chirc
ning thanh toan tryc tuyén hodc bé“mg cach thirc khac theo quy dinh phap luat, hoan tat
viéc ndp hd so.

- Can bo tiép nhan ho so tai BO phan mot ctra c6 trach nhiém kiém tra tinh chinh
xac, day di, thong nhét, hop 1& ciia hd so.

(1) Truong hop ho so day du, hop 1é thi tiép nhén hé so; néu tiép nhin ho so sau 15
gio thi co Phleu hen, tra két qua cho nguoi c6 yéu cau trong ngdy lam viéc tlep theo (neu
ngudi 6 yéu cau lwa chon hinh thirc ndp ho so truc tiép) hodc giri 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 co
yéu cau (néu ngudi co yéu cau lya chon hinh thirc ndp ho so truc tuyén); chuyén ho so dé
cong churc 1am cong tac ho tich xir 1y.

Sau khi tiép nhén hd so theo hinh thirc nop truc tiép, can bo tiép nhén hé so tai Bo
phan mot cura thuc hién s6 hoa (sao chup, chuyén thanh tai liéu dién to trén hé théng
thong tin, co so dit lidu) va ky sd vao tai lidu, hd so giai quyét thi tuc hanh chinh da duoc
s6 hoa theo quy dinh.

(i1) Truong hop ho so chua day du, hop 1¢ thi c6 thong bao cho nguoi yéu cau bo
sung, hoan thién hd so, néu rd loai gidy to, noi dung can b sung dé ngudi c6 yéu cau bd
sung, hoan thién. Sau khi ho so dugc bo sung, thyuc hién lai budc (i);

(iii) Trudong hop ngudi cé yéu cau dang ky khai tir khong b6 sung, hoan thién dugc
hé so thi bao cao Trudng bd phan mot cira c¢o thong bao tir chdi giai quyét yéu cau ding
ky khai tu.

- Cong chuc tu phap - ho tich tham tra hd so (tham tra tinh thong nhat, hop 1é cua
cac thong tin trong hd so, gidy to, tai liu do ngudi yéu cau ndp, xuat trinh hodc dinh
keém).

+ Truong hop hd so can bd sung, hoan thién hodc khong du diéu kién giai quyét,
phai tir chéi thi giri théng bao vé tinh trang hd so téi B phian mot cira dé thong bao cho
ngudi ndp ho so — thue hién lai bude (ii) hodc (iii);

+ Truong hop can phai kiém tra, xac minh 1am rd hodc do nguyén nhan khac ma
khong thé tra két qua dung thoi gian da hen thi cong chirc 1am cong tac ho tich 1ap Phiéu
xin 16i va hen lai ngay tra két qua, trong d6 néu r6 1y do cham tra két qua va thoi gian hen
tra két qua, chuyén Bo phén mot cura dé tra cho nguoi co yéu cau (néu ngudi co yéu cau
lga chon hinh thirc ndp ho so truc tlep), hoac gt Phiéu xin 13i va hen lai ngay tra két qua
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qua thu dién tir hodc giri tin nhin qua dién thoai di dong cho nguoi c¢é yéu cau (néu ngudi
¢ yéu cau lya chon hinh thire ndp ho so truc tuyén).

+ Néu thiy hd so day du, hop 18, dung quy dinh, trudng hop tiép nhan hd so ding
ky khai tir theo hinh thire truc tiép, thi cong chirc tu phap - ho tich thuc hién viéc ghi vao
S6 dang ky khai tir, cdp nhat thong tin dang ky khai tir va luu chinh thirc trén Phan mém
dang ky, quan ly h¢ tich dién tr dung chung.

Truong hop tiép nhan ho so dang ky khai tir theo hinh thire truc tuyen cong chirc tu
phap - ho tich gui lai biéu mau Trich Iyc khai tir dién tur voi thong tin day du cho nguoi
yéu cau qua thu dién tir hodc thiét bi sb.

Ngudi yéu cau c¢6 trach nhiém kiém tra tinh chinh x4c, day dii cua céc thong tin trén
biéu mAu Trich luc khai tir dién tir va xac nhan (t6i da mot ngay).

Néu nguoi co yéu cau xac nhan thong tin di thong nhat, ddy du hodc khong c6 phan
hdi sau thoi han yéu cau thi cong chure tu phap - ho tich thyc hién viéc ghi ndi dung vao
S6 dang ky khai tir, cdp nhat thong tin dang ky khai tir va luu chinh thirc trén Phan mém
dang ky, quan 1y ho tich dién tir dung chung.

- Cong chuc tu phap - ho tich in Trich luc khai tur, trinh Lanh dao UBND ky,
chuyén Bo phan mot cua tra két qua cho nguoi co yéu cau.

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

Cach thirc thuc hién:

Nguoi ¢6 yéu cau dang ky khai tu truc tiép thuc hién hodc ty quyén cho nguoi khac
thie hién ndp ho so truc tiép tai Bo phan T1ep nhan va tra ket qua cua UBND cép xa hodc
giri ho so qua hé théng buu chinh hodc ndp ho so truc tuyén trén Cong dich vu cong quéc
gia  (https://dichvucong.gov.vn) hodc Cdng dich vu céng cdp tinh
(https://dichvucong.haiduong.gov.vn).

Thanh phan ho so:

- T khai dang ky khai tir theo mau (néu ngudi cé yéu cau lira chon ndp hé so theo
hinh thuc truc tiép);

- Mau hé tich dién tir twong tic dang ky khai tu (do nguoi yéu cau cung cap thong
tin theo hudng dan trén Cong dich vu cong, néu nguoi c6 yéu cau lya chon ndp ho so theo
hinh thirc truec tuyén);

- Ngudi ¢o yéu cau ding ky khai tir thuc hién viéc ndp/xuat trinh (theo hinh thuc
tryc tiép) hodc tai 1én (theo hinh thirc truc tuyén) cac gidy to sau:

* Glay to phdi ngp:

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

- Gidy to, tai liéu, chirng ctr do co quan, t6 chirc c6 tham quyén cdp hodc xac nhan
hop 18 chimg minh s kién chét ddi véi trudng hop ding ky khai tir cho ngudi chét da 1au,
khong c6 Gidy béo tir hodc gidy to thay thé Gidy bao ti.

- Van ban uy quyén (duoc chimg thuc) theo quy dinh cta phéap lut trong trudng
hop uy quyén thue hién viéc dang ky khai tir. Truong hop nguoi c6 trach nhiém dang ky
khai tr iy quyén cho nguoi khac thuc hién viéc ding ky khai tor ma nguoi duoc iy quyen
la 6ng, ba, cha, me, con, vo, chong, anh, chi, em rudt cua ngudi iy quyén thi van ban uy
quyén khong phai chimg thuc.

* Gidy to phdi xudt trinh:
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- H6 chiéu hodc Chtrng minh nhan din hoic Thé cin cudc cong dan hodc cac gidy
t& khac co dan anh va thong tin ca nhin do co quan cé thdm quyén cap, con gia tri sir
dung dé ching minh vé nhan thin cta ngudi c6 yéu cau ding ky khai ttr. Trudng hop céc
thong tin ca nhan trong cac gidy to ndy di c6 trong CSDLQGVDC, CSDLHTDT, dugc hé
thong dién tu dong thi khong phai tai 1én (theo hinh thire truc tuyen)

- Gidy to chimg minh noi cu tra cudi cung cua nguoi chét dé xac dinh thAm
quyén trong trudng hop co quan ding ky ho tich khong thé khai thac dugc thong tin vé
noi cu tra ctia cong dan theo cac phuong thirc quy dinh tai khoan 2 Diéu 14 Nghi dinh )
104/2022/ND-CP ngay 21/12/2022 cua Chinh phd. Truong h()’p cac thong tin vé glay to
ching minh noi cu tra da dugc khai thac tir Co s¢ dir liéu quoc gia ve dan cu bang céac
phuong thirc ndy thi ngudi c6 yéu cau khong phai xuat trinh (theo hinh thirc truc tiép)
hodc tai 1én (theo hinh thirc truc tuyén).

- Trudng hop khong xac dinh duoc noi cu tra cudi cing cia ngudi chét thi xuét
trinh gidy to chirmg minh noi nguoi d6 chét hodc noi phat hién thi thé ctia nguoi chét.

Truong hop gui ho so qua h¢ thdng buu chinh thi phai gii kém theo ban sao c6
chung thuc cac gidy to phai xuat trinh néu trén.

*Luuy

- Trong thdi han 15 ngay ké tir ngay c6 ngudi chét thi vo, chdng hodc con, cha, me
hodic nguoi than thich khac ctia nguoi chét co trach nhiém di dang ky khai tir; trudong hop
nguoi chét khong co nguoi than thich thi dai dién cua co quan, t6 chire, ca nhan lién quan
co trach nhiém di khai tir.

- Déi voi gidy to ndp, xudt trinh néu nguoi yéu cau ndp hod so theo hinh thirc truc
tiép:

+ Nguoi tiép nhén c¢6 trach nhiém kiém tra, dbi chiéu voi thong tin trong to khai,
chup lai hodc ghi lai thong tin dé luu trong ho so va tra lai cho nguoi xuét trinh, khong
dugc yéu cau ndp ban sao hodc ban chup giay to do.

+ Nguoi yéu cau dang ky ho tich co thé nop ban sao ching thue tir ban chinh hoac
ban sao dugc cap tir s goc hodc ban chup kém theo ban chinh gidy to dé (101 chiéu.
Truong hop nguoi yéu cau nop ban chup kém theo ban chinh gidy to thi nguoi tiép nhan
cé trach nhiém kiém tra, d6i chiéu ban chup voi ban chinh va ky xac nhan, khong dugc
yéu cau ngudi di dang ky nop ban sao gidy to do.

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

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

+ Ban chup cac gidy to guri kém theo hé so dang ky khai tir trye tuyén phai bao dam
1d nét, diy du, toan ven vé ndi dung, 1a ban chup bang may anh, dién thoai hoac duogc
chup, dugc quét bang thlet bi dién tt, tir gidy to duoc cap hop 1€, con gia tri sir dung.

+ Trudng hop gidy to, tai liéu phai giri kem trong hé so ding ky khai tur tryc tuyén
dd c6 ban sao dién tr hodc dd co ban dién tir gidy to ho tich thi nguoi yéu cau duogc sir
dung ban dién tir nay.
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+ Khi d&én co quan ding ky ho tich nhan két qua (Trich luc khai tir/ban sao Trich
luc khai tr), nguoi co yéu cau dang ky khai tir phai xuat trinh gidy to tuy thin, ndp ban
chinh cac glay t& 1a thanh phan ho so dang ky khai tir theo quy dinh phap luét ho tich.

- Gidy to do co quan c6 tham quyén cia nudc ngoai cap, cong ching hoic xac nhan
dé st dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phap hoa lanh sy theo
quy dinh cta phap luat, trir truong hop duge mién theo didu wdc qubc té ma Viét Nam 1a
thanh vién.

- Truong hop nguoi yéu cau dang ky khai tir khong cung cap duoc gidy to néu trén
theo quy dinh hodc gidy to' nop, xuat trinh bj tdy x0a, sira chira, lam gia thi co quan dang
ky ho tich c6 thAm quyén huy bo két qua dang ky khai tir.

S6 lwong ho so: 0/ bo

Thoi han giai quyét: Ngay trong ngay tlep nhan yéu ciu, trudong hop nhén ho so
sau 15 gio ma khong giai quyét dugc ngay thi tra két qua trong ngay lam viéc tiép theo.

Poi tuwgng thuwe hién thu tuc hanh chinh: Ca nhan

Co quan thuc hién thi tuc hanh chinh:

- Uy ban nhan dan cip x3 noi cu tri cudi ciing cua nguoi chét thyc hién viéc dang
ky khai tu;

- Uy ban nhan dan cip xi noi nguoi d6 chét hoic noi phat hién thi thé ngudi chét
thue hién viéc ding ky khai tir trong truong hop khong xac dinh dugc noi cu tra cudi cing
ctia ngudi chét.

Co quan phoi hep: Co quan quan Iy CSDLQGVDC.

Két qua thyc 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 lyc khai tir).

- Ban dién tu Trich luc khai tw (Ban dién tw sé ty dong guri vé Kho quan 1y dir liéu
dién tir cua cd nhan/dia chi thu dién tir/thiét bi s6/dién thoai ciia ngwoi yéu cdau sau khi da
hoan tat thii tuc dang ky khai tir tai co quan dang ky ho tich).

Phi, 1€ phi:

5.000 dong/ lan (ddi véi trudng hop ndp hd so tryc tiép); 2.500 dong/lan (ddi voi
truong hop ndp hd so truc tuyén).

* Mién 1& phi dang ky ho tich trong nhitng truong hop sau:

- Bang ky ho tich cho nguoi thudc gia dinh c6 cong voi cdch mang; ngudi thudc h
nghéo; ngudi khuyét tat;

- Bang ky khai tir dang han ctia cong dan Viét Nam cu tra & trong nudec.

Méiu don, mau to khai:

+ Td khai dang ky khai tr (néu ndp hd so theo hinh thirc truc tiép);

+ Mdu hé tich dién tir twong tdc dang ky khai tir (néu ndp hé so theo hinh thirc triec
tuyén).

Can cir phap ly:

- Luat Ho tich nam 2014;

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

- Nghi dinh s 87/2020/NB-CP ngay 28/7/2020 cua Chinh pht quy dinh vé Co s&
dr 1i€u ho tich dién tir, dang ky ho tich truc tuyén;
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- Nghi dinh sé 104/2022/ND-CP ngay 21/12/2022 ctia Chinh phu stra d6i, bd sung
mot sd diéu cua cac nghi dinh lién quan dén viéc ndp, xuit trinh s6 ho khau, s6 tam tra
gidy khi thyc hién tha tuc hanh chinh, cung cap dich vu cong;

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

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 cta Bo truong Bé Tu phap quy
dinh chi tiét mot sé diéu va bién phap thi hanh Nghi dinh sb 87/2020/ND-CP ngay
28/7/2020 cua Chinh phu quy dinh vé Co s& dir liéu ho tich dién tur, dang ky ho tich tryc
tuyén;

- Thong tw s6 03/2023/TT-BTP ngay 02/8/2023 cua Bo tru’ang Bé Tw phdp sira doi,
b6 sung mot sé ndi dung cia Thong s 01/2022/TT-BTP ngay 04/01/2022 cua B¢
truong Bo Tuw phap quy dinh chi tiét mot s6 diéu va bién phdp thi hanh Nghi dinh s6
87/2020/ND-CP ngay 28/7/2020 ciia Chinh phii quy dinh vé Co sé dit liéu hé tich dién tir,
ddang ky hé tich truec tuyén.

- Théng tur s6 281/2016/TT-BTC ngay 14/11/2016 ciia Bo truong Bo Tai chinh quy
dinh muc thu, ché d6 thu, ndp, quan 1y va st dung phi khai thac, st dung thong tin trong
co so dit liéu ho tich, phi xac nhan c6 qudc tich Viét Nam, phi x4c nhén 1a nguoi gbe Viét
Nam, 18 phi quc tich;

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

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cta Bo truong Bo Tai chinh sira
d6i, bd sung mot sd diéu cua Thong tu sb 85/2019/TT-BTC ngay 29/11/2019 ciia Bo Tai
chinh huéng dan vé phi va 18 phi thudc tham quyén quyét dinh ctia Hoi dong nhan dan
tinh, thanh phé true thue Trung uong.

- Nghi quyet s 05/2023/NO-HDND ngay 13/7/2023 cua Hoi dong nhan dan tinh
Hai Duong sua a"oz bé sung, bai bo mét so néi dung vé mirc thu, ché do thu, ngp, quan Iy
va sw dung mét 56 khoan phl l¢ phi da dwoc quy dinh tai Nghi quyét sé 17/2016/NQ-
HDND ngay 05 thang 10 nam 2016, Nghi quyét s 04/201 8/NQHBND ngay 11 thang 7
nam 2018, Nghi quyét s6 13/2020/NQ -HPND ngay 24 thang 12 nam 2020 va Nghi quyét
s6 04/2022/NQ-HDPND ngay 12 thang 7 nam 2022 cia Héi dong nhdn déan tinh Hdi
Duvong,

- Nghi quyét sé 06/2023/NQ-HPND ngdy 13/7/2023 cia Hpi dong nhédn dan tinh
Hai Dwong quy dinh mitc thu 1é phi doi véi hoat ddng cung cdp dich vu céng trie tuyén
trén dia ban tinh Hai Duong.

Ghi chii: Phan chiv in nghiéng la néi dung sira d6i, bé sung, thay thé.
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CONG HOA XA HQOI CHGNGHIA VIET NAM
Doc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY KHAI TU

Ho, chit dém, tén NEWOT YEU CAUS ...ooovvieeieeeeieeeeeeeeeee e
INOT CU T @)oottt et s e

Quan hé VOT NGUTT A8 CHEL: ..eeeeeeeeeeeee oottt eee e
Pé nghi co quan ding ky khai tir cho nguoi c6 tén dwéi day:

Ho, chir d@m, tEN: ........oooiiiiiiiiiii e e e e
Ngay, thang, NAm SINN: ........oooiiiiiiiiii e et e e e ee e e e e
G101 tinh: ....oeveeeeiiiieiiiiiiieeeas Dan toc:......cooveviveeiiiiieeeeeee, Quéc tich: ...,

Da chét vao 10c: ..oovenee... gio ......... phut, ngay .......... thang ........ nam ...........

NGUYEN NAN CHEL: ..ot
S6 Giay bao tir/ Giay to thay thé Giay bao tur: @ ..................

......................................................................... cip ngdy ..... thang .... nam .........
T61 cam doan nhitng ndi dung khai trén day 1a dang su that va chiu trach nhi¢ém
truéc phap luat vé cam doan clia minh.

Lamtqi: ................... , Ngay ............. thang .... nam.........

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

So luong:....... ban

Chu thich:

(D' Ghi rd tén co quan dang ky khai tur.

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

@) Ghi théng tin vé gidy to tuy than nhu: ho chiéu, chimg minh nhan dan
hoic gidy to hop 1¢ 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 Gidy bao tir, thi gach cum tir “Gidy to thay thé Gidy bao t”;
néu ghi theo s6 Gidy to thay thé Gidy bao tir thi ghi 1d tén, s6 gidy to' va gach cum
tir “Gidy bao tir’; ; truong hop khong c6 thi muc nay de tréng

®) pé nghl danh dau X vao 6 néu c6 yéu cau cip ban sao va ghi rd sé luong.
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NOI DUNG MAU HO TICH PIEN TU TUONG TAC PANG KY KHAI TU
I. Thong tin vé nguoi yéu ciu ding ky khai tir
(1) Ho, chir dém, tén;
(2) Sb dinh danh c4 nhan;
3) Glay to tuy than: Loai glay to st dung (CCCD/CMND/H9 chiéu/Giay to hop 1¢ thay
thé); s6, ngay, thang, nam cip, co quan cap; ban chup dinh kém;
(4) Noi cu tra (noi thuong tri/noi tam tri/noi dang sinh sdng);
(5) Quan hé véi nguoi dugc khai tu.
II. Thong tin vé ngudi dwgc ding ky khai tir
(6) Ho, chir dém, tén;
(7) Ngay, thang, ndm sinh (tach biét riéng 03 truong thong tin ngay, thang, nam);
(8) S6 dinh danh c4 nhan;
) Glay to tuy than: Loat glay to st dung (CCCD/CMND/H9 chiéu/Gidy to hop 1¢ thay
thé); s6, ngay, thang, ndm cap, co quan cap; ban chup dinh kem;
(10) Noi cu tra cudi cung (noi thuong tra/noi tam tra/noi dang sinh séng);
(11) Thoi gian chét: gid, phut, ngay, thang, nam (tach biét riéng cac truong thong tin gio,
phut, ngay, thang, nam);
(12) Noi chét;
(13) Nguyén nhan chét (c6 chu thich: néu chua xac dinh dugc/chua rd thi dé trong)
(14) Gidy bao t/Gidy to thay the gidy bao tir: s6, ngay, thang, nam cip, co quan cap (tach
biét riéng cac trudong thong tin s, ngay, thang, nim, co quan cip; c¢6 chi thich néu khong
c6 thi dé tréng)
(15) Dé nghi cap ban sao:0 Co
S6 lugng ban sao yéu cau: ...0 Khong
(16) Ho so dinh kem theo quy dinh.
* Ngudi yéu cau cam doan cac thong tin cung cap 1a dung su that va chiju hoan toan trach
nhiém trudc phap ludt vé ndi dung cam doan ctia minh.
* Truong hop cac thong tin vé giéy to chimg minh noi cu trd da duoc khai thac tur
CSDLQGVDC, dugc he thong dién tur dong thi khong phai xuat trinh (theo hinh thirc tryc
tlep) hodc tai 1én (theo hinh thirc truc tuyén)
* Mau dién tir twong tac ghi nhan thoi gian (gio, phut, gidy, ngay, thang, nam) hoan tat
viéc cung cap thong tin; nguoi yéu cau trudc d6 da dang nhap vao hé théng, thuc hién xéac
thuc dién tir theo quy dinh.
Nguoi yéu cau diang ky khai tir nhan Trich luc khai tir (ban chinh) truc tiép tai co quan
dang ky ho tich.
Ban dién tr s€ ty dong giri vé Kho quan 1y dit liéu di¢n tir ctia ¢4 nhan/dia chi thu dién
tir/thiét bi s6/dién thoai ctia ngudi yéu cau sau khi di hoan tat thu tuc diang ky khai tir tai
co quan dang ky ho tich.
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6. Thu tuc dang ky khai sinh luu dong

a) Trinh ty thyuc hién:

- Cong chirc tu phap - ho tich cap xa dugc giao nhiém vu ding ky khai sinh luu
dong c6 trach nhiém chuan bi ddy du mau T khai dang ky khai sinh, gidy to ho tich va
diéu kién can thiét dé thyc hién dang ky luu dong tai nha riéng hodc tai dia diém t6 chirc
dang ky luu dong, bdo dam thuén lgi cho ngudi dan.

Tai dia diém dang ky ho tich luu dong, cong chirc tu phap - h¢ tich hudng dan
ngudi yéu cau dién day di thong tin trong T khai dang ky khai sinh; kiém tra cac gidy to
lam co s¢ cho vi€c dang ky khai sinh; viét Phiéu tiép nhan hd so.

- Sau khi tlep nhan da ho so, cong chirc tu phéap - ho tich thuc hién viéc ghi vao SH
dang ky khai sinh, cap nhat thong tin dang ky khai sinh trén Phan mém dang ky, quan 1y ho
tich dién tir ding chung, lwu chinh thirc va chuyén thong tin dén CSDLQGVDC dé lay S6
dinh danh ca nhan.

Sau khi CSDLQGVDC tra vé S6 dinh danh c4 nhan, «cong chire tu phap - ho tich in
Gidy khai sinh, trinh Lanh dao UBND ky Gidy khai sinh dé cap cho nguoi co yéu cau.

- Cong chirc tu phap - ho tich dem theo Gidy khai sinh va S6 dang ky khai sinh de
tra két qua cho nguoi co yéu cau tai dia diém ding ky luvu dong; hudng dan ngudi yéu cau
kiém tra ndi dung Gidy khai sinh va S6 dang ky khai sinh, ky, ghi 10 ho, tén trong S6 ding
ky khai sinh; tai myc “Ghi chi” trong S6 dang ky khai sinh ghi r6 “Dang ky luu dong”.

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

* Luuy:

- Bdi vé6i viée xac dinh ho, dan toc, dit tén cho tré:

+ Vi€e xac dinh ho, dan toc, dat tén cho tré em phai phu hop véi phap luat va yéu
cau giit gin ban sic dan toc, tp quan, truyén thong van hoa t6t dep cua Viét Nam; khong
dat tén qua dai, kho str dung.

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

- Truong hop cho phép nguoi yéu cau dang ky ho tich 1ap vin ban cam doan vé noi
dung y€u cau dang ky ho tich thi co quan dang ky ho tich phai giai thich rd cho ngudi l1ap
van ban cam doan v¢ trach nhiém, hé qua phap ly cua viéc cam doan khong dung su that.

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

b) Thanh phin ho so:

* Gidy to phdi np:

- To khai ding ky khai sinh theo mau.

- Ban chinh Gidy chtng sinh; trudng hop khong c6 Gidy ching sinh thi ndp van
ban cta nguoi lam chimg xac nhan vé viée sinh; néu khong c6 nguoi lam chimg thi phai
c6 gidy cam doan vé viéc sinh;
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- Truong hop khai sinh cho tré em sinh ra do mang thai hd phai c6 van ban xac nhan
ctia co o' y té da thuce hién k¥ thuét hd tro sinh san cho viéc mang thai ho.

* Gtéy to phai xudt trinh:

- H6 chiéu hodc Chtrng minh nhan dan hodc Thé cin cudc cong dan hodc cac gidy
to khac co dan anh va thong tin ca nhan do co quan ¢6 thAm quyén cdp, con gia tri st
dung dé chimg minh vé nhan than cua nguoi co yeu cau dang ky khai sinh. Truong hop
cac thong tin c nhan trong céc gidy to nay di co trong CSDLQGVDC, CSDLHTDT, dugc
hé théng dién ty dong thi khong phai xuét trinh;

- Gidy to chimg minh noi cu tra. Truong hop cac thong tin vé gidy to chig minh noi
cu tri d4 ¢6 trong CSDLQGVDC, duogc dién ti dong thi khong phai xuét trinh;

+ Gidy chimg nhan két hon néu cha, me di ding ky két hon. Truong hop di co
thong tin vé viéc két hon cua cha, me trong CSDLHTPT, CSDLQGVDC thi khong phai
xudt trinh.

¢) S6 lwong hd so: 01 bo

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

d) Poi twong thue hién thii tuc hanh chinh: Ca nhan

e) Co quan thue hién thii tuc hanh chinh: Uy ban nhan dan cip x3 noi cu tra cta
nguoi cha hoac nguoi me.

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

h) Két qua thue hién thi tuc hanh chinh: Giy khai sinh (ban chinh).

- Ban dién ttr s& ty dong giri vé Kho quan ly dir liéu dién tir cia ca nhan/dia chi thu
dién tu/thiét bi sd/dién thoai ctia nguoi yéu cau.

i) L¢ phi:

- Déi vai truong hop dang ky khai sinh khong dung han: 5000 dong/lan.

- Mién 18 phi ddi voi truong hop khai sinh dang han, nguoi thude gia dinh c6 cong voi
cach mang; nguoi thude ho nghéo; ngudi khuyét tat.

k) Miu don, mAu o khai: To khai dang ky khai sinh

1) Yéu cau, diéu kién thuc hién thii tuc hanh chinh:

Tré em sinh ra ma cha me bi khuyét tat, dm bénh khong thé di dang ky khai sinh cho
con; cha me bj bét, tam giam hodc dang thi hanh an phat tt ma khong con 6ng ba ndi, ngoai
va nguoi than thich khac hodc nhiing nguoi nay khong c6 diéu kién di dang ky khai sinh cho
tré.

m) Can cwr phap ly:

- Luat Ho tich nam 2014;

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

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

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

- Théng tw s6 01/2022/TT-BTP ngay 04/01/2022 ciia Bé Tw phdp quy dinh chi tiét
mét so diéu va bién phdp thi hanh Nghi dinh s6 87/2020/NP-CP ngay 28/7/2020 ciia
Chinh phu quy dinh vé Co sé dir lidu hé tich dién tir, dang ky ho tich truc tuyén;
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- Théng tu sb 281/2016/TT-BTC ngay 14/11/2016 ctia B Tai chinh quy dinh mirc
thu, ché do thu, ndp, quan Iy va sir dung phi khai thac, sir dung thong tin trong co s¢ dir liéu
h¢ tich, phi xac nhan ¢6 qudc tich Viét Nam, phi xac nhén la nguoi gbc Viét Nam, 1¢ phi
qudc tich.

- Théng tu s6 85/2019/TT-BTC ngay 29/11/2019 cta Bo Tai chinh hudéng dan vé phi
va 1¢ phi thuoc thim quyén quyét dinh cua Hoi dong nhan dan tinh, thanh phd truc thudc
Trung wong;

- Théng tw s6 106/2021/TT-BTC ngay 26/11/2021 ciia B6 Tai chinh sita doi, bo
sung mot sé diéu ciia Thong tw s6 85/2019/TT-BTC ngay 29/11/2019 ciia Bé Tai chinh
hwéng dan vé phi va 1é phi thuéc tham quyén quyét dinh ciia Hoi dong nhén dan tinh,
thanh phé truc thuéc Trung wong;

- Nghi quyét s 17/2016/NQ-HPND ngay 05/10/2016 ctia Hoi dong nhan déan tinh
Hai Duong ban hanh Quy dinh muc thu, ché d6 thu, ndp, quan ly va st dung phi, 1¢ phi
trén dia ban tinh Hai Duong

- Nghi dinh so6: 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu sira doi, bo sung
mot s6 diéu ciia cac Nghi dinh lién quan den viéc ndp, xudt trinh s6 hé khau, sé tam tri
gidy khi thiee hién thi tuc hanh chinh, cung cap dich vu cong

- Nghi quyét s6 06/2023/NO-HPND ngay 13/07/2023 ciia Hoi dong nhén dan tinh Hai
Duong khéa XVII vé quy dinh mike thu 1é phi doi véi hoat dong cung cdp dich vu cong truc
tuyén trén dia ban tinh Hdi Dwrong.
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CONG HOA XA HOI CI-%I NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phuc

TO KHAI DANG KY KHAI SINH

Quan hé v&1 nguot dugce khai Sinh: ...
Pé nghico quan ding ky khai sinh cho nguoi dwéi diy:

Ho, Chit d@m, teN:.........ooiiiiiiii et et ee e e e arae e
Ngay, thang, nam sinh: ...........ccccoveiiiiiiiiiieees ghi bang chil: ...c.oooveeeeeeeeeeeeenns
Gi6i tinh:.....oooooeeenne Dan toc:.....cccoovvveveeeeeennn. QUOC HHCR: e

Ho, chir dém, ten NEWOIME: ............ccoiiiiiiiiiiiiiee e e e eereee e
NAM SINI: O, DAN tOC:..veeveeeenn... Quéc tich: ...
INOT CU TP e ettt ettt eesenns
Ho, chir dém, tén nguwdi cha:.............ccooiiiii e
Nam sinh: O, DAN tOC:..vcveeveernnen. Quéc tich: ...........
INOT CU TPttt ettt ettt
To61 cam doan ndi dung dé nghi dang ky khai sinh trén day la ding sy that, dugc su
thoa thuén nhét tri ciia cac bén lién quan theo quy dinh phap luat.
T6i chiu hoan toan trach nhiém trudc phéap lut vé ndi dung cam doan cta minh.

Lamtai: ......................... , NGaAY........... thang......... nam .............

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

D;é nghi cép ban sao®: C6 [, Khong []

Chu thich:

(MGhi 15 tén co quan ding ky khai sinh.

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

) Ghi thong tin vé giay to tlly than cta nguoi di dang ky, ghi 13 s6, co quan cap,
ngay cap ho chleu chimg minh nhan déan hodc giay to hop 1¢ thay thé (Vi du: Ching
minh nhan dan s6 001089123 do Cong an thanh pho Ha Noi cap ngay 20/ 10/2014).

@ Trudng hop sinh tai co s¢ y té thi ghi 1 tén co sd'y té va dia chi tru so co so y té do.
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Vi du:- Bénh vién Phu san Ha Noi, duong La Thanh, phuong Ngoc Khanh, quan

Ba binh, Ha Noi
- Tramy té x3 Dinh Bang, huyén Tt Son, tinh Bic Ninh.

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

Vi dy: x3 Pinh Bang, huyén Tt Son, tinh Bic Ninh.

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

©Pé nghi danh dau X vao 6 néu c6 yéu cau cip ban sao va ghi rd sb luong.
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7. Thii tuc ding ky két hon hru dong

a) Trinh tu thwce hi¢n

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

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

- Sau khi tiép nhan hd so, cong chirc tu phap - ho tich bao cao Chu tich Uy ban
nhan dan cap xa. Truong hop Chu tich Uy ban nhan dan dong ¥ giai quyét thi ky cap 02
Gidy chimg nhan két hon cho ngudi co yéu cau. Cong chirc tu phap - ho tich ghi ndi dung
dang ky vao S6 ding ky két hon, huéng din cac bén kiém tra ndi dung Gidy ching nhén
két hon va S6 dang ky két hon, cung cic bén nam, nit ky vao S6 diang ky két hon, Gidy
chtng nhan két hon theo quy dinh; tién hanh trao Gidy chimg nhan két hon cho cac bén tai
dia diém dang ky luu dong. Tai muc “Ghi chi” trong S6 dang ky két hon ghi rd “Pang ky
luu dong”.

- Truong hop nguoi yéu cau khong biét chir thi cong chie tu phap - ho tich truc tiép
ghi T¢ khai, sau d6 doc cho nguoi yéu cau nghe lai ndi dung va huéng dan nguoi d6 diém
chi vao To khai. Khi trao Gidy ching nhén két hon, cong chure tu phap - ho tich phai doc
lai ndi dung Glay chimg nhin két hon cho nguoi yéu cau nghe va hudng din ngudi d6
diém chi vao S6 dang ky két hon.

b) Thanh phin ho so:

* Gidy to phdi nop

- To khai dang ky két hon theo mau. Hai bén nam, nit c¢6 thé khai chung vao mot To
khai dang ky két hon.

* Gtéy to phai xudt trinh

- Ho chiéu hodc Chtrng minh nhan dan hodc Thé cin cudc cong dan hodc cac gidy
to khac co dan anh va thong tin ca nhan do co quan c6 tham quyén cap, con gia tri su
dung dé chtrng minh vé nhan than cua nguoi co yéu cau dang ky két hon. Trudng hop cac
thong tin c4 nhan trong céc gidy to nay da c6 trong CSDLQGVDC, CSDLHTDT, dugc hé
thdng dién ty dong thi khong phai xuat trinh (theo hinh thirc truc tiép) hodc tai 1én (theo
hinh thirc truc tuyén);

- Gidy to chting minh noi cur tra. Truong hop cac thong tin ve glay to chimg minh not
cu tra da co trong CSDLQGVDC, duoc dién ty dong thi khong phai xuat trinh.

¢) S6 lwong hd so: 07 bo

d) Thoi han giai quyét: 05 ngay 1am viéc.

d) Pdi twong thwe hién thii tuc hanh chinh: Ca nhan

e) Co quan thue hién thii tuc hanh chinh: Uy ban nhan dan cép x3 noi cu tra cta hai
bén nam, ntr.

g) Co quan phéi hep: Co quan quan Iy CSDLQGVDC.

h) Két qua thyc hién thii tuc hanh chinh: Gidy chimg nhéan két hon(ban chinh), mdi
bén vo, chéng 01 ban.

- Ban dién tr s€ tu dong guri vé Kho quan 1y dir li¢u dién tr ciia cd nhan/dia chi thu
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dién tu/thiét bi sd/dién thoai ctia nguoi yéu cau.

i) Lé phi: Mién 18 phi.

k) Mau don, miu to khai: To khai dang ky két hon.

1) Yéu cau, diéu kién thwe hién thii tuc hanh chinh:

- Hai bén nam, nir cung thuong trd trén dia ban cép xa ma mdt hodc ca hai bén nam,
nir 13 nguoi khuyét tat, om bénh khong thé di dang ky két hon duoc.

- Nam ttr du 20 tudi trd 1én, nir tir da 18 tu01 trd 1én;

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

- Khong bi mat nang luc hanh vi dén sy;

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

+ Két hon gia tao;

+ Tao hén, cudng ép két hon, lira d6i két hon, can trd két hon;

+ Nguoi dang co vo, co chéng ma két hon voi nguoi khac hoac chua cé vg, chua co
chdng ma két hon véi ngudi dang c6 chdng, c6 vo;

+ Két hon gitra nhimg ngudi cting dong méau vé tryc hé; giita nhitng nguoi ¢6 ho trong
pham vi ba doi; gitra cha, me nu6i voi con nudi; gitra nguoi da tung la cha, me nudi voi con
nudi, cha chdng voi con dau, me vo voi con ré, cha duong véi con riéng cia vo, me ké véi
con riéng cta chong;

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

m) Can cir phap ly:

- Luat Hon nhan va gia dinh nam 2014;

- Luat HO tich nam 2014;

- Nghi dinh sé 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh chi tiét
mdt s6 diéu va bién phap thi hanh Luat Ho tich;

- Nghi dinh s6 47/2020/ND-CP ngay 09/4/2020 ciia Chinh phii vé quan Iy, két noi
va chia se dir liéu s6 clia co quan nha nuoc;

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

- Théng tu s6 85/2019/TT-BTC ngay 29/11/2019 cta Bo Tai chinh hudéng dan vé phi
va 1¢ phi thudc thim quyén quyét dinh ciia Hoi dong nhan dan tinh, thanh phé truc thudc
Trung wong;

- Thong tw s6 106/2021/TT- -BTC ngay 26/11/2021 cua Bo Tai chinh sira doi, bo
sung mot so dzeu ciia Théng tw s6 85/2019/TT-BTC ngay 29/11/2019 cua B¢ Tai chinh
hwdng dan vé phi va 1é phi thuéc tham quyén quyét dinh ciia Hoi dong nhén dan tinh,
thanh phé truc thudc Trung wong. -

- Nghi dinh s6: 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phii sira doi, b6 sung
mot s6 diéu cua cdc Nghi dinh lién quan dén viéc nop, xudt trinh sé ho khau, sé tam trii
gidy khi thwc hién thi tuc hanh chinh, cung cdp dich vu céng

- Thong tu 03/2023/TT-BTP vé sta, d6i b sung ndi dung cia thong tu sb
01/2022/TT-BTP Ngay 04/01/2022 ctia B trudong Bo Tu phép quy dinh chi tiét mot s6 diéu
va bién phap thi hanh Nghi Pinh sé 87/2020/ND-CP ngay 28/07/2020 ctia Chinh phu quy
dinh vé Co sd dit liéu Ho tich dién tir, ddng ky ho tich truc tuyén
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CONG HOA XA HQI CHU NGHIA VIET NAM

Poc lap — Tw do — Hanh phic

TO KHAI PANG KY KET HON
(1) 2)

Thong tin Bén nir Bén nam
Ho, chir dém, tén

Ngay, thang, ndm sinh
Dan tdc

Qudc tich

Noi cu tra @

Gidy to tiy than ©

Két hon lan tha may

Chung t6i cam doan nhiing 101 khai trén day 1a dung su that, viée két hon cta ching t6i 1 tur
nguyén, khong vi pham quy dinh cua Luat hon nhan va gia dinh Viét Nam.

Chung t6i chju hoan toan trach nhiém trudc phap luat vé ndi dung cam doan ctia minh.

Dé nghi Quy co quan dang ky.

....... , Ngay .............thang ........... ndm..............
Bén nir Bén nam
(Ky, ghi 10 ho, chit dém, tén) (Ky, ghi 16 ho, chir dém, tén)

Dé nghi cép ban sao®: C6 [, Khong [
S6 luong:....... ban

Chau thich:

(D@ Truong hop lam thu tuc dang ky két hon c6 yéu td nude ngoai, thi phai dan anh
cua hai bén nam, ntr.

®) Ghi 16 tén co quan ding ky két hon.

“Ghi theo noi ding ky thuong tr, néu khéng c6 noi dang ky thudng tra thi ghi theo
noi dang ky tam tru; truong hgp khong c6 noi dang ky thuong tra va noi dang ky tam tra thi
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ghi theo noi dang sinh sdng.

) Ghi thong tin vé gidy td tiy than nhu: ho chiéu, chimg minh nhan dan hoic gidy to
hop 1¢ thay thé (vi du: Ching minh nhan dan s6 001089123 do Cong an thanh phd Ha Noi
cap ngay 20/10/1982).

©Pé nghj danh dau X vao 6 néu c6 yéu cau cip ban sao va ghi rd sé luong.
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8. Thu tuc dang ky khai tir luu dong

a) Trinh tu thwce hi¢n

- Cong chuc tu phap - ho tich dugc giao nhiém vu dang ky khai t&r luvu dong co
trach nhiém chuan bj day du mau T khai dang ky khai ttr, gidy to ho tich va diéu kién can
thiét dé thuc hién dang ky luu dong tai nha riéng hoic tai dia diém to chirc ding ky luu
dong, bao dam thudn 191 cho nguoi dan.

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

- Sau khi tiép nhan hd so, cong chirc tu phap - ho tich bao cao Chu tich Uy ban
nhan dan cip xi. Truong hop Chu tich Uy ban nhan dan dong ¥ giai quyét thi cong chirc
tu phap - ho tich thyc hién viée ghi vao S6 dang ky khai tir, cap nhat thong tin dang ky khai
tir va Iuu chinh thirc trén Phan mém dang ky, quan 1y ho tich dién tur dung chung, in Trich luc
khai ttr, trinh Chu tich Uy ban nhan dan ky Trich luc khai ttr cAp cho nguoi cd yéu cau.

- Cong chirc tu phap - ho tich dem theo Trich lyc khai tur va S6 dang ky khai tur de
tra két qua cho nguoi co yéu cau tai dia diém ding ky luu dong; hudng dan ngudi yéu cau
kiém tra noi dung Trich luc khai tir va S6 dang ky khai tir, ky, ghi 1 ho, tén trong S6 dang
ky khai tir; tai myc “Ghi chi” trong S6 ding ky khai tir ghi rd “Déang ky luu dong”.

- Truong hop nguoi yéu cau khong biét chir thi céng chirc tu phap - ho tich truc tlep
ghi T khai, sau d6 doc cho ngudi yéu cau nghe lai ndi dung va huéng dan ngudi d6 diém
chi vao T& khai. Khi tra két qua, céng chire tu phéap - ho tich doc lai noi dung Trich luc
khai ttr cho ngudi yéu cau nghe va huéng dan ngudi d6 diém chi vao SO dang ky khai t.

b) Thanh phin ho so:

* Gidy to phdi nop

- To khai dang ky khai tur theo mAu;

- Glay bao tir hodc glay td thay thé Gidy bao tir do co quan ¢6 tham quyén cép.

* Gtay to phai xudt trinh

- Ho chiéu hodc Chtrng minh nhan dan hodc Thé cin cudc cong dan hodc cac gidy
to khac co dan anh va thong tin ca nhan do co quan c6 thAm quyén cap, con gia tri sir
dung dé chimg minh vé nhan than cua nguoi c6 yéu cau dang ky khai tir. Truong hop cac
thong tin ca nhan trong cac gidy to nay da c6 trong CSDLQGVDC, CSDLHTDT, dugc hé
thong dién ty dong thi khong phai xuat trinh;

- Gidy to chimg minh noi cu trd cubi cing cta ngudi chét dé xac dinh thim quyén.
Trudng hop cac thong tin vé gidy to ching minh noi cu tra da ¢6 trong CSDLQGVDC,
dugc dién tu dong thi khong phai xut trinh.

- Trudng hop khong xac dinh duoc noi cu tra cudi cing cia ngudi chét thi xuat
trinh gidy to chimg minh noi ngudi d6 chét hodc noi phat hién thi thé cua nguoi chét.

¢) S6 lwong ho so: 01 b

d) Thoi han giai quyét: 05 ngay 1am viéc.

d) Pdi twong thwe hién thii tuc hanh chinh: Ca nhan

¢) Co quan thye hién thi tuc hanh chinh:

- Uy ban nhan dan cap xi noi cu tra cudi cing ctia nguoi chét;

- Uy ban nhan dan cip xa noi ngudi d6 chét hodc noi phat hién thi thé nguoi chét thuc
hién viéc dang ky khai tir trong truong hop khong xac dinh duge noi cu tra cudi cing cia
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ngudi chét.

g) Co quan phoi hop: Khong.

h) Két qua thue hién thi tuc hanh chinh: Co quan quan ly CSDLQGVDC.

- Ban dién tir s& tu dong giri vé Kho quan ly dir liéu dién tir cua ca nhan/dia chi thu
dién tir/thiét bi sd/dién thoai cua nguoi yéu cau.

i) Lé phi: 5000 dong/lan.

Mién 18 phi d6i v6i truong hop dang ky khai tir dang han; dang ky cho nguoi thude gia
dinh c6 cong voi cach mang; nguoi thuge hd ngheo; nguoi khuyét tat.

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

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

Nguodi chét khéng c6 nguoi than thich, nguoi than thich khong song cing
dia ban x3 hodc 1a nguoi gia, yéu, khuyét tat khong di dang ky khai tir duoc.

m) Can cwr phap ly:

- Luat Ho tich nam 2014;

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

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ctia B6 Tu phap quy dinh chi tiét thi
hanh mot s6 diéu cua Luat Ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua
Chinh pht 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 ctia Bo Tai chinh hudng dan vé phi
va 1é phi thudc thAm quyén quyét dinh ctia Hoi déng nhan dan tinh, thanh phé truc thudc
Trung wong;

- Thong tw s6 106/2021/TT- -BTC ngay 26/11/2021 cua B9 Tai chinh sua doi, bo
sung mot so dzeu ciia Théng tw s6 85/2019/TT-BTC ngay 29/11/2019 cua B¢ Tai chinh
hwéng dan vé phi va 1é phi thuéc tham quyén quyét dinh ciia Hoi dong nhén dan tinh,
thanh phé truc thuéc Trung wong;

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 cua Hoi dong nhan déan tinh Hai
Duong ban hanh Quy dinh mic thu, ché d6 thu, ndp, quan 1y va st dung phi, 18 phi trén dia
ban tinh Hai Duong.

- Nghi dinh s6: 104/2022/NP-CP ngay 21/12/2022 cua Chinh phu sia doi, bo sung
mot s6 diéu cia cac Nghi dinh lién quan a”en viéc ndp, xudt trinh s6 hg khau, sé tam tri
gidy khi thiee hién thi tuc hanh chinh, cung cap dich vu cong

- Théng tu 03/2023/TT-BTP vé sta, d6i bd sung ndi dung cia thong tu sO
01/2022/TT-BTP Ngay 04/01/2022 cua B truong B Tu phap quy dinh chi tiét mot sb didu
va bién phap thi hanh Nghi Dinh sO 87/2020/ND-CP ngay 28/07/2020 cua Chinh phu quy
dinh vé Co sd dit liéu Ho tich dién tir, ddng ky ho tich truc tuyén
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phuc

TO KHAI DPANG KY KHAI TU

Kinh glri: ) Lo,
Ho, chir dém, tén N@Uwoi YEU CAU: .......ooovvviiiiiiiiiieeiieee e e
INOT CU T @)oottt et s e

Quan hé VOT NGUTT A8 CHEL: ..eeeeeeeeeeeee oottt eee e
Pé nghi co quanding kykhai tir cho ngudi c6 tén dwéi day:
Ho, chir d@m, tEN: ........oooiiiiiiiiiii e e e e
Ngay,thang, NAM STNN: .......oooiiiiiiiii e e
G101 tinh: ....oeveeeeiiiieiiiiiiieeeas Dan toc:......cooveviveeiiiiieeeeeee, Quéc tich: ...,
NOT CU 1T CUST CUNEED) ..o oo
GHAY 1O Y thANI®) Lottt ee e
Da chét vao 10c: ..oveeee.... gio ......... phut, ngay .......... thang ........ nam ...........
INOT CREE: ..ot
NGUYEN NIAN CHEL: ..ot eee e
Sb Gidy bao tu/ Gidy to thay thé Gidy bao tir: ... do........ cap ngay ....thang ...
nam.....
T61 cam doan nhitng ndi dung khai trén day 1a dung su that va chiu trach nhiém trudc
phap luat vé cam doan cta minh.

Lam tgi: ......ccoovvvvennn. , ngay .....thang .....nam

Nguoi yéu ciu
(Ky, ghi 10 ho, chit dém, tén)

SO luong:....... ban
Chu thich:

(DGhi 16 tén co quan dang ky khai tir.

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

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

53



54

@ Neu ghi theo Glay bao tur, thi gach cum tur “Glay to thay thé Gidy bdo ti”; néu
ghi theo s6 Gidy to thay thé Gidy béo tir thi ghi 10 tén, s0 gidy to va gach cum tir “Glay
bao tu”; truong hop khong c6 thi muc nay dé trong

(S)De nghi danh dau Xvao 6 néu c6 yéu cau cp ban sao va ghi rd sb luong.
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9. Thu tuc dang ky giam hg

Trinh ty thuc hién:

- Néu lwa chon hinh thirc ndp hé so truc tiép, ngudi co yéu cau ding ky giam ho
nop ho so dang ky giam h¢ tai B§ phan Tiép nhan va tra két qua caia UBND cip xi co
tham quyén; ndp 1& phi néu thudc truong hop phai ndp 1¢ phi dang ky giam ho; nép phi
cap ban sao Trich luc dang ky gidm ho néu co yéu cau cap ban sao Trich lyc dang ky giam
ho.

- Néu lua chon hinh thirc ndp hd so truc tuyén, ngudi c6 yéu cau ding ky giam ho
truy cap Cong dich vu cong qudc gia hodc Cong dich vu cong cap tinh, ding ky tai khoan
(néu chua c6 tai khoan), xac thue nguoi dung theo hudng dan, dang nhap vao hé thong,
xéc dinh dung Uy ban nhan dan cip xi c6 tham quyen

Nguoi c6 yéu cau dang ky giam ho truc tuyen cung cap thong tin theo mau ho tich
dién tur twong tac dang ky giam ho (cung cap trén Cong dich vu cong), dinh kém ban chup
hodc ban sao di¢n tur cac giady to, tai liéu theo quy dinh; ndp phi, 1€ phi thong qua chirc
ning thanh toan tryc tuyén hodc bé“lng cach thirc khac theo quy dinh phap luat, hoan tat
viéc ndp hd so.

- Can bo tiép nhan ho so tai BO phan mot ctra c6 trach nhiém kiém tra tinh chinh
xéc, day du, théng nhat, hop 1€ cua hd so.

(1) Truong hop hé so day du, hop 1¢ thi tiép nhan ho so, c6 Phiéu hen, tra két qua
cho nguoi ¢6 yéu cau (neu nguoi o yéu cau lua chon hinh thirc ndp ho so truc tiép) hoic
giri ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin nhan hen tra két qua qua dién
thoai di dong cho nguoi ¢ yéu cau (neu nguoi ¢6 yéu cau lua chon hinh thire ndp ho so
tryc tuyén), dong thoi chuyen hé so dé cong chirc 1am cong tac ho tich xu ly.

Sau khi tiép nhan ho so theo hinh thirc ndp truc tiép, can b tiép nhan ho so tai Bo
phan mot cura thuc hién s6 hoa (sao chup, chuyen thanh tai liéu dién to trén hé thong
thong tin, co so dit lidu) va ky sd vao tai lidu, hd so giai quyét thi tuc hanh chinh da duoc
s6 hoa theo quy dinh.

(i1) Truong hop ho so chua day du, hop 1¢ thi c6 thong bao cho nguoi yéu cau bo
sung, hoan thién hd so, néu rd loai gidy to, noi dung can b sung dé ngudi c6 yéu cau bd
sung, hoan thién. Sau khi ho so duoc bo sung, thyc hién lai budc (1);

(iif) Truong hop nguoi ¢6 yéu cau dang ky giam ho khong bd sung, hoan thi¢n
dugc hd so thi bao cao Trudng bd phan mot cira co thong bao tir chdi giai quyét yéu cau
dang ky gidm ho.

- Cong chuc tu phap - ho tich tham tra hd so (tham tra tinh thong nhat, hop 1é cua
cac thong tin trong hd so, gidy to, tai liu do ngudi yéu cau ndp, xuat trinh hodc dinh
keém).

+ Truong hop hd so can bd sung, hoan thién hodc khong du diéu kién giai quyét,
phai tir chéi thi giri théng bao vé tinh trang hd so téi B phian mot cira dé thong bao cho
ngudi ndp ho so — thue hién lai bude (ii) hodc (iii);

+ Truong hop can phai kiém tra, xac minh 1am rd hodc do nguyén nhan khac ma
khong thé tra két qua dung thoi gian da hen thi cong chirc 1am cong tac ho tich 1ap Phiéu
xin 16i va hen lai ngay tra két qua, trong d6 néu r6 1y do cham tra két qua va thoi gian hen
tra két qua, chuyén Bo phén mot cura dé tra cho nguoi co yéu cau (néu ngudi co yéu cau
lga chon hinh thirc ndp ho so truc tlep), hoac gt Phiéu xin 13i va hen lai ngay tra két qua
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qua thu dién tir hodc giri tin nhin qua dién thoai di dong cho nguoi c¢é yéu cau (néu ngudi
¢ yéu cau lya chon hinh thirc ndp ho so truc tuyén).

+ Néu thiy yéu cau ding ky giam ho du diéu kién theo quy dinh phap luat, ho so
day du, hop 1€, dung quy dinh, truong hop tiép nhan ho so ding ky giam ho theo hinh
thirc tryc tiép, thi cong chirc tu phap - ho tich thuc hién viéc ghi vao S6 dang ky giam ho,
cap nhat thong tin dang ky giam ho va luu chinh thirc trén Phan mém dang ky, quan 1y ho
tich dién tir dung chung.

Trudng hop tiép nhan hf) so dang ky giam ho theo hinh thirc truc tuyén, cong churc
tu phap - ho tich gui lai biéu mau Trich luc dang ky giam ho dién tir voi thong tin day du
cho ngudi yéu cau qua thu dién tir hodc thiét bi sd.

Nguoi yéu cau c6 trach nhiém kiém tra tinh chinh x4c, ddy dii cua céc thong tin trén
biéu mau Trich luc ding ky giam h¢ dién tur va xac nhan (t01 da mot ngay).

Néu nguoi co yéu cau xac nhén thong tin da thdng nhat, day di hodc khong co phan
hdi sau thoi han yéu cau thi cong chuc tu phdp - ho tich thuc hién viéc ghi ndi dung vao
S6 dang ky giam ho, cap nhat thong tin dang ky giam ho va luu chinh thirc trén Phan mém
dang ky, quan 1y ho tich dién tir dung chung.

- Cong chure tu phap - ho tich in Trich luc dang ky giam ho, trinh Lanh dao UBND
ky, chuyén B¢ phan mot cua tra két qua cho nguoi co yéu cau.

- Nguoi ¢6 yéu cau ding ky giam ho kiém tra thong tin trén Trich lyc dang ky giam
ho, trong S6 dang ky ding ky giam ho, ky tén vao SO dang ky gidm ho, nhan Trich luc
dang ky giam ho.

Cach thirc thyce hién:

Ngudi ¢ yéu cau diang ky giam ho truc t1ep thuc hién hoic ty quyén cho nguol
khac thuc hién ndp ho so truc tiép tai B6 phan Tlep nhan va tra ket qua cua UBND cap xa
hodc guri hd so qua hé thdng buu chinh hodc ndp hd so truc tuyén trén Cong dich vu cong
qudc gia (https://dichvucong.gov.vn) hodc Cong dich vu cong cdp tinh
(https://dichvucong.haiduong.gov.vn).

Thanh phan ho so:

- To khai dang ky giam ho theo miu (néu nguoi c6 yéu cau lya chon ndp hd so theo
hinh thuc truc tiép);

- Mdu hoé tich dién tir twong tac dang ky gidm h¢ (do nguoi yéu cau cung cap thong
tin theo huéng dan trén Cong dich vu cong, néu nguoi c6 yéu cau lya chon ndp ho so theo
hinh thirc truec tuyén);

- Ngudi ¢6 yéu cu dang ky giam ho thuc hién viéc nop/xuit trinh (theo hinh thic
tryc tiép) hodc tai 1én (theo hinh thirc truc tuyén) cac gidy to sau:

* Gidy to' phdi nép:

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

- Gidy to chimg minh diéu kién giam hdé dwong nhién theo quy dinh cua B luat
Dan sy ddi v6i truong hop ding ky giam hé duong nhién. Trudng hop c6 nhiéu ngudi
cung du diéu kién lam giam ho duong nhién thi ndp thém vin ban thoa thuan vé viée ctr
mot nguoi lam giam hd duong nhién.
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- Vian ban uy quyén theo quy dinh ctia phap luat trong trudng hop uy quyén thuc
hién viéc dang ky giam ho. Truong hop nguoi duge uy quyeén la 6ng, ba, cha, me, con, vo,
chdng, anh, chi, em rudt cua nguoi Gy quyén thi van ban uy quyén khong phai ching thuc.

® Glay to phai xudt trinh:

- Ho chiéu hodc Chtrng minh nhan dan hodc Thé cin cudc cong dan hodc cac gidy
to khac co dan anh va thong tin ca nhan do co quan c6 thAm quyén cap, con gia tri sir
dung dé ching minh vé nhan than cua nguoi co yéu cau dang ky giam ho. Truong hop cac
thong tin c4 nhan trong céc gidy to nay da c6 trong CSDLQGVDC, CSDLHTDT, dugc hé
thdng dién ti dong thi khong phai tai 1én (theo hinh thire truc tuyén);

- Gidy td ¢6 gia tri chimg minh thong tin vé cu trl trong trudong hop co quan ding
ky ho tich khong thé khai thac dugc thong tin vé noi cu tra ciia cong dan theo cac phuong
thirc quy dinh tai khoan 2 Piéu 14 Nghi dinh sO 104/2022/ND-CP ngay 21/12/2022 cia
Chinh phu. Truong hop cac thong tin ve glay to ching minh noi cu tri da duoc khai thac
tr Co so dir lieu quoc gia vé dan cu bang cac phuong thie nay thi nguoi co yéu cau
khoéng phai xut trinh (theo hinh thire truc tiép) hodc tai 1én (theo hinh thuc truc tuyén);

Truong hop gui ho so qua h¢ thdng buu chinh thi phai gii kém theo ban sao c6
chung thuc cc gidy to phai xuat trinh néu trén.

*Luuy

- Déi voi gidy to ndp, xudt trinh néu nguoi yéu cau ndp hod so theo hinh thirc truc
tiép:

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

+ Nguoi yéu cau dang ky ho tich co thé nop ban sao ching thue tir ban chinh hoac
ban sao dugc cap tir s goc hodc ban chup kém theo ban chinh gidy to dé (101 chiéu.
Truong hop nguoi yéu cau nop ban chup kém theo ban chinh gidy to thi nguoi tiép nhan
cé trach nhiém kiém tra, d6i chiéu ban chup voi ban chinh va ky xac nhan, khong dugc
yéu cau ngudi di dang ky nop ban sao gidy to do.

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

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

+ Ban chup cac gidy to _gui kém theo hd so dang ky giam h¢ truc tuyén phai bao
dam rd nét, day du, toan ven vé ndi dung, 1a ban chyp bang may anh, di¢n thoai hoac dugc
chup, duoc quét bang thlet bi dién tir, tir gidy to duoc cp hop 1€, con gia tri sir dung.

+ Trudng hop gidy to, tai liéu phai giri kem trong hé so ding ky giam ho truc tuyén
dd c6 ban sao dién tr hodc dd co ban dién tir gidy to ho tich thi nguoi yéu cau duge sir
dung ban dién tir nay.

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

57



58

- Gidy to do co quan c6 tham quyén ctia nudc ngoai cap, cong ching hodc xac nhan
dé str dung cho viéc ding ky ho tich tai Viét Nam phai dugc hop phap héa lanh su theo
quy dinh cua phap luat, trir truong hop dugc mién theo diéu wéc qudc té ma Viét Nam 1a
thanh vién.

- Trudng hop ngudi yéu cau dang ky giam ho khong cung cip duge gidy to néu trén
theo quy dinh hodc gidy t& ndp, xuit trinh bi tay x0a, sira chita, 1am gia thi co quan ding
ky ho tich c6 tham quyén hity bo két qua ding ky giam ho.

S6 lwong ho so: 0/ b6

Thoi han giai quyét: 03 ngay lam viéc.

Poi twong thuwe hién thi tuc hanh chinh: C4 nhan, phap nhan.

Co quan thuc hién thi tuc hanh chinh:

Uy ban nhan dan cp x3 noi cu tra cia nguoi duoc giam ho hodc ngudi giam ho.

Co quan phdi hop: Co quan quan Iy CSDLQGVDC.

Két qua thue hién thii tuc hanh chinh:

- Trich luc dang ky gidm ho (ban chinh), ban sao Trich luc ddng ky gidm ho (truong
hop yéu cau cip ban sao Trich luc ding ky giam ho).

- Ban dién tir Trich luc ding ky giadm h¢ (Ban dién tir sé tw dong giri vé Kho quadn Iy
dit lieu dién tur cua ca nhan/dia chi thu di¢n tir/thiét bi so/dién thoai ciia ngudi yéu cau
sau khi dd hoan tat thi tuc ding ky gidm hé tai co quan ding ky hé tich).

Phi, 1€ phi: Mién 1¢ phi.

- Phi cap ban sao Trich luc dang ky giam ho (néu ¢ yéu cau) thuc hién theo quy
dinh tai Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cta Bo Tai chinh.

M4iu don, miu to khai:

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

+ Madu h¢ tich dién tir twong tac dang ky gidm hé (néu ndp ho so theo hinh thirc
triec tuyén).

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

Can cir phap 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 tiét
mdt s6 diéu va bién phap thi hanh Luat Ho tich;

- Nghi dinh sb 87/2020/NB-CP ngay 28/7/2020 cua Chinh phti quy dinh vé Co s&
dir liéu ho tich dién tr, dang ky ho tich truc tuyén;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu sta dbi, bd sung
mot s6 diéu cua cac nghi dinh lién quan den viéc nop, xudt trinh s6 ho khau, sb tam tra
gidy khi thyc hién tha tuc hanh chinh, cung cap dich vu cong;

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

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

- Thong tw s6 03/2023/TT-BTP ngay 02/8/2023 cua Bo truong Bo Tu phap sua doi,
b6 sung mét sé néi dung ciia Thong tu s 01/2022/TT-BTP ngay 04/01/2022 cua Bo
truong Bo Tuw phap quy dinh chi tiét mot s6 diéu va bién phdp thi hanh Nghi dinh s6
87/2020/ND-CP ngay 28/7/2020 ciia Chinh phii quy dinh vé Co sé dit liéu hé tich dién tir,
ddang ky hé tich truec tuyén.

- Théng tur s6 281/2016/TT-BTC ngay 14/11/2016 ciia Bo truong Bo Tai chinh quy
dinh mrc thu, ché do thu, ndp, quan 1y va st dung phi khai thac, st dung thong tin trong
co s& dir licu ho tich, phi xac nhan cé quéc tich Viét Nam, phi xac nhan 1a nguoi géc Viét
Nam, 1¢ phi quéc tich;

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

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 ctia Bo truong B Tai chinh sta
d6i, bd sung mot sd diéu cua Thong tu sb 85/2019/TT-BTC ngay 29/11/2019 ciia Bo Tai
chinh huéng dan vé phi va 18 phi thudc tham quyén quyét dinh ctia Hoi dong nhan dan
tinh, thanh phd truc thudc Trung vong;

Ghi chii: Phan chiv in nghiéng la néi dung sira déi, bé sung, thay thé.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY GIAM HQ

Ho, chir dém, tén NEWOT YEU CAUS ......ovivveeeeeeeeeeeeeeeeeeee e,
INOT CU T @) oottt et ee e es e

Pé nghi co quan diing Ky viéc giam ho giira nhirng nguoi ¢ tén duwéi day:
Nguwoi giam ho:

HO, Chilt GEIM, 18111 ..ot e e e e e e e e e e e e e e eeeeeeeeeeeeaaaaaas
Ngay, thang, NAm SINN: ........oooiiiiiiiiii e e e e eeraeee e e eeaens
G101 tinh: ....oeveeeeiiviiiiiiiiieeeas Dan toc:......coovivvvviiiiiieeeeeen, Quoc tich: ..................
INOT CU I @ ettt ettt ettt et
GHAY 1O Y thAN: @) L.t

Ngwoi dugce giam hg:

HoO, Chit AEIM, T .ot e et e e e e e eeeeeeeens
Ngay, thang, nam SINN: ........oooiiiiiiiii e e e e e
G101 tinh: ....oveveeeeiiieiiiiiiiieeas Dan toc:......coovevvvviiiiiiieieeenn, Quéc tich: ...,

T61 cam doan nhirng ndi dung khai trén day la dung su that va chiu trach nhiém
trudc phap luat vé cam doan cua minh.
Lam tai: ................. , NgaAy ............. thang .... nam ........

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

D?e nghi cip ban sao®: C6 [, Khong [
86 luo-ng: . 'bén .............................................
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Chii thich:

() Ghi 15 tén co quan ding ky giam ho.

@ Ghi theo noi dang ky thuong tra, néu khong cé noi dang ky thuong tra thi
ghi theo not dang ky tam tra; truong hop khong c6 noi dang ky thuong tra va noi
dang ky tam tra thi ghi theo noi dang sinh song.

®) Ghi thong tin vé glay td tiy than nhu: ho chiéu, chimg minh nhan déan
hodc gidy to hop 1¢ thay thé (vi dy: Chirng minh nhéan dan s6 001089123 do Cong
an thanh pho Ha Noi cap ngay 20/10/2014).

4 Pé nghi danh ddu X vao 6 néu ¢ yéu cau cip ban sao va ghi rd sb luong.
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NOI DUNG MAU HQ TICH PIEN TU TUONG TAC PANG KY GIAM HQ
I. Thong tin vé nguoi yéu ciu ding ky giam ho
(1) Ho, chir dém, tén;
(2) Sb dinh danh c4 nhan;
3) Glay to tuy than: Loai glay to st dung (CCCD/CMND/H9 chiéu/Giay to hop 1¢ thay
thé); s6, ngay, thang, nam cip, co quan cap; ban chup dinh kém;
(4) Noi cu tri (noi thudng tra/noi tam tri/noi dang sinh song).
II. Thong tin vé ngudi giam hd
(5) Ho, chir dém, tén;
(6) Ngay, thang, ndm sinh (tach biét riéng 03 truong thong tin ngay, thang, nam);
(7) Gidi tinh;
(8) Dan tdc;
(9) Qudc tich;
(10) Sé dinh danh c4 nhan;
(11) Glay to tuy than: Loai glay to st dung (CCCD/CMND/HG chiéu/Gidy to hop 1¢ thay
thé); s6, ngay, thang, nam cip, co quan cap; ban chup dinh kém;
(12) Noi cu tra (noi thudng tri/noi tam tri/noi dang sinh séng);
I11. Théong tin vé ngudi dwoe giam hd
(13) Ho, chir dém, tén;
(14) Ngay, thang, nam sinh (tach biét ri€éng 03 trudong thong tin ngay, thang, nam);
(15) Gidi tinh;
(16) Dan toc;
(17) Qudc tich;
(18) Sé dinh danh c4 nhan;
(19) Glay to tuy than: Loai glay to su dung (Glay khai sinh/Th¢ CCCD/CMND/H9
chiéu/Giay to hop 16 thay thé); s6, ngay, thang, nim cap, co quan cip; ban chup dinh kém;
(20) Noi cu tra (noi thudng tri/noi tam tri/noi dang sinh séng);
(21) Ly do dang ky giam ho;
(22) Pé nghi cip ban sao:0 Co
S6 lugng ban sao yéu cau: ...0 Khong
(23) Ho so dinh kem theo quy dinh.
* Ngudi yéu cau cam doan cac thong tin cung cap 1a dung su that va chiju hoan toan trach
nhiém trudc phap ludt vé ndi dung cam doan ctia minh.
* Truong hop cac thong tin vé giéy to chimg minh noi cu trd da duoc khai thac tur
CSDLQGVDC, dugc he thong dién tu dong thi khong phai xudt trinh (theo hinh thirc tryc
tlep) hodc tai 1én (theo hinh thirc truc tuyén)
* Mau dién tir tuong tac ghi nhan thoi gian (gio, phut, gidy, ngay, thang, nam) hoan tat
viéc cung cap thong tin; nguoi yéu cau trude d6 da dang nhap vao hé thdng, thuc hién xac
thuc dién tur theo quy dinh.
Ngudi yéu cau dang ky giam ho nhan Trich luc dang ky giam ho (ban chinh) truc tiép tai
co quan dang ky ho tich.
Ban dién tir s& tu dong gui vé Kho quan 1y dir liéu dién tir ciia ca nhan/dia chi thu dién
tir/thiét bi sd/dién thoai ctia ngudi yéu cau sau khi da hoan tét thi tuc dang ky giam ho tai
co quan dang ky ho tich.
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10. Thii tuc déing ky chAm diit giam ho

Trinh ty thuc hién:

- Néu lya chon hinh thtrc ndp hé so truc tiép, ngudi co yéu cau dang ky cham dut
giam ho nop hé so dang ky chdm dut giam ho tai Bo phan Tiép nhan va tra két qua cua
UBND cép xi c6 tham quyen nop 18 phi néu thudc trudng hop phai ndp 1¢ phi 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 chdm dit giam ho.

- Néu lua chon hinh thtrc nop hd S0’ tryc tuyén, nguoi co yéu cau dang ky cham dut
giam ho truy cap Cong dich vu cong qudc gia hodc Cong dich vu cong cap tinh, dang ky
tai khoan (néu chua c6 tai khoan), xac thyc nguoi dung theo huong dan, dang nhap vao hé
thdng, x4c dinh diing Uy ban nhan dan cap xa c6 tham quyén.

Nguoi co yéu cau ding ky chdm dut giam ho truc tuyén cung cap thong tin theo
mau ho tich dién tr twong tac ding ky cham dat giam ho (cung cap trén Cong dich vu
cong), dinh kém ban chup hoac ban sao dién tir cac gidy to, tai liéu theo quy dinh; ndp
phi, 1€ phi thong qua chirc nang thanh toan tryc tuyén hodc béng cach thirc khéac theo quy
dinh phap luat, hoan tat viéc ndp hd so.

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

(1) Truong hop hé so day du, hop 1¢ thi tiép nhan ho so, c6 Phiéu hen, tra két qua
cho nguoi ¢6 yéu cau (neu nguoi o yéu cau lua chon hinh thirc ndp ho so truc tiép) hoic
giri ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin nhan hen tra két qua qua dién
thoai di dong cho nguoi ¢ yéu cau (neu nguoi ¢6 yéu cau lua chon hinh thire ndp ho so
tryc tuyén), dong thoi chuyen hé so dé cong chirc 1am cong tac ho tich xu ly.

Sau khi tiép nhan ho so theo hinh thirc ndp truc tiép, can b tiép nhan ho so tai Bo
phan mot cura thuc hién s6 hoa (sao chup, chuyen thanh tai liéu dién to trén hé thong
thong tin, co so dit lidu) va ky sd vao tai lidu, hd so giai quyét thi tuc hanh chinh da duoc
s6 hoa theo quy dinh.

(i1) Truong hop ho so chua day du, hop 1¢ thi c6 thong bao cho nguoi yéu cau bo
sung, hoan thién hd so, néu rd loai gidy to, noi dung can b sung dé ngudi c6 yéu cau bd
sung, hoan thién. Sau khi ho so dugc bo sung, thuc hién lai budec (1);

(ii1) Truong hop nguoi co yéu cau dang ky chdm dat giam ho khong bd sung, hoan
thién dugc hd so thi bao cao Trudng bd phan mot cira co thong bao tir chdi giai quyét yéu
cau dang ky chim dat giam ho.

- Cong chuc tu phap - ho tich tham tra hd so (tham tra tinh thong nhat, hop 1é cua
cac thong tin trong hd so, gidy to, tai liu do ngudi yéu cau ndp, xuat trinh hodc dinh
keém).

+ Truong hop hd so can bd sung, hoan thién hodc khong du diéu kién giai quyét,
phai tir chéi thi giri théng bao vé tinh trang hd so téi B phian mot cira dé thong bao cho
ngudi ndp ho so — thue hién lai bude (ii) hodc (iii);

+ Truong hop can phai kiém tra, xac minh 1am rd hodc do nguyén nhan khac ma
khong thé tra két qua dung thoi gian da hen thi cong chirc 1am cong tac ho tich 1ap Phiéu
xin 16i va hen lai ngay tra két qua, trong d6 néu r6 1y do cham tra két qua va thoi gian hen
tra két qua, chuyén Bo phén mot cura dé tra cho nguoi co yéu cau (néu ngudi co yéu cau
lga chon hinh thirc ndp ho so truc tlep), hoac gt Phiéu xin 13i va hen lai ngay tra két qua
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qua thu dién tir hodc giri tin nhin qua dién thoai di dong cho nguoi c¢é yéu cau (néu ngudi
¢ yéu cau lya chon hinh thire ndp ho so truc tuyén).

+ Néu thiy hd so day du, hop 18, dung quy dinh, trudng hop tiép nhan hd so ding
ky cham dut giam h¢ theo hinh thire truc tiép, thi cong chirc tu phap - ho tich thuc hién
viéc ghi vao So dang ky cham dirt giam ho, cap nhat thong tin ding ky chim dat giam ho
va luu chinh thire trén Phan mém dang ky, quan 1y ho tich dién tir dung chung.

Trudng hop tiép nhan ho so dang ky cham dut giam ho theo hinh thic truc tuyén,
cong chirc tu phap - ho tich gui lai b1eu mau Trich lyc dang ky cham dut giam ho dién tur
v6i thong tin day du cho nguoi yéu cau qua thu dién tir hoac thiét  bi s6.

Nguoi yéu cau c6 trach nhiém kiém tra tinh chinh xéc, day di cta céc thong tin trén
biéu mAu Trich luc dang ky cham durt giam ho dién tir va xac nhan (t6i da mot ngay).

Néu nguoi co yéu cau xac nhén thong tin da thdng nhat, day di hodc khong co phan
hoi sau thoi han yéu cau thi cong chirc tu phap - ho tich thuc hién viéc ghi noi dung vao
S6 dang ky cham dirt giam ho, cap nhat thong tin ding ky chdm dut giam ho va luu chinh
thirc trén Phan mém dang ky, quan 1y ho tich dién tr ~ dung chung.

- Cong chirc tur phap - ho tich in Trich luc dang ky chim dut giam ho, trinh Lanh
dao UBND ky, chuyén Bo phén mét cura tra két qua cho nguoi ¢ yeu cau.

- Nguoi di dang ky chdm dit gidm ho kiém tra thong tin trén Trich luc dang ky
chdm dut giam ho, trong SO ding ky ding ky chim dit giam ho, ky tén vao S6 ding ky
chdm dut giam ho, nhan Trich luc dang ky cham dut giam hé.

Cach thirc thuc hién:

Ngudi cé yéu cau dang ky chdm dit giam ho truc t1ep thuc hién hoic uy quyén cho
nguoi khac thye hién nop hé so tryc tiép tai Bo phan Tiép nhan va tra ket qua caa UBND
cap xa hodc gui hd so qua hé thdng buu chinh hodc ndp hd so tryc tuyén trén Cong dich
vu cong qudc gia (https:/dichvucong.gov.vn) hoic Cong dich vu cong cip tinh
(https://dichvucong.haiduong.gov.vn).

Thanh phan ho so:

- T khai dang ky chim dat giam ho theo mau (néu ngudi co yéu cau lya chon ndp
hé so theo hinh thire tryc tiép);

- Mdu h¢ tich dién tir ' tuong tac dang ky cham dirt gidm ho (do nguoi yéu cau cung
cap théng tin theo hwéng dan trén Cong dich vu céng, néu nguoi c6 yéu cau lwa chon nép
hé so theo hinh thikc tryc tuyén);

- Nguoi ¢6 yéu cau ding ky chidm dirt giam ho thuc hién viéc ndp/xudt trinh (theo
hinh thuc truc tiép) hodc tai 1én (theo hinh thirc truc tuyén) cac gidy to sau:

* Glay to phdi nop:

- Gidy to lam cin cur cham dirt giam ho theo quy dinh ctia Bo luat Dan su.

- Van ban uy quyen theo quy dinh cua phap luét trong trudng hop uy quyén thuc
hién viéc dang ky chdm dut giam ho. Trudng hop ngudi duogc uy quyeén la 6ng, ba, cha,
me, con, v, chong, anh, chi, em rudt ciia ngudi uy quyén thi vin ban oy quyén khong
phai chung thuec.

* Gidy to phdi xudt trinh:

Ho chiéu hoic Chirng minh nhan dan hodc Thé cin cudc cong dan hodc cac gidy td
khac c6 dan anh va thong tin ca nhan do co quan c6 thim quyén cip, con gia tri sir dung
dé chimg minh vé nhan than ctia ngudi c6 yéu cau ding ky chdm dut giam ho. Truong
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hop céc thong tin ¢4 nhan trong cac gidy to nay di c6 trong CSDLQGVDC, CSDLHTDT,
duoc hé thong dién tu dong thi khong phai tai 1én (theo hinh thirc truc tuyén).

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

*Luuy

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

+ Nguoi tiép nhén c¢6 trach nhiém kiém tra, dbi chiéu voi thong tin trong to khai,
chup lai hodc ghi lai thong tin dé luu trong ho6 so va tra lai cho nguoi xuét trinh, khong
dugc yéu cau ndp ban sao hodc ban chup giay to do.

+ Nguoi yéu cau dang ky ho tich co thé nop ban sao ching thue tir ban chinh hoac
ban sao dugc cap tir s6 goc hodc ban chup kém theo ban chinh gidy to dé d01 chiéu.
Truong hop nguoi yéu cau nop ban chup kém theo ban chinh gidy to thi nguoi tiép nhan
cé trach nhiém kiém tra, d6i chiéu ban chup voi ban chinh va ky xac nhan, khong dugc
yéu cau ngudi di dang ky nop ban sao gidy to do.

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

- P6i voi gidy to giri kém theo néu ngudi yéu cau ndp ho so theo hinh thirc truc
myén.

+ Ban chup cac giéy to gui kem theo ho so ding ky chdm dut giam ho truc tuyén
phai bao dam rd nét, day du, toan ven vé ndi dung, 1a ban chup bang may anh, dién thoai
hoic duoc chup, duge quét bang thiét bi dién tir, tir gidy to duoc cAp hop 18, con gia tri sir
dung.

+ Trudng hop gidy t0, tai lidu phai guri kém trong ho so dang ky chim durt giam ho
tryc tuyén dd c6 ban sao dién tir hodc di co ban dién tir 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 dang ky cham dut giam
ho/ban sao Trich luc dang ky cham dirt giam ho), nguoi ¢6 yeu cau dang ky cham dirt
giam ho xuat trinh gidy to tuy than, ndp cac gidy to 1a thanh phan hd so ding ky cham dirt
giam ho theo quy dinh phép luét ho tich.

- Gidy to do co quan ¢6 thim quyén ctia nude ngoai cip, cong ching hodc xac nhan
dé sir dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phap hoa lanh sy theo
quy dinh cta phap luat, trir truong hop duge mién theo didu wdc qubc té ma Viét Nam 1a
thanh vién.

- Trudng hop ngudi ¢6 yéu cau ding ky cham dat giam ho khéng cung cip duoc
gidy to néu trén theo quy dinh hoic gidy td ndp, xuat trinh bi tdy xda, sira chita, 1am gia
thi co quan dang ky ho tich c6 thim quyén hiy bo két qua dang ky chAm dut giam ho.

S6 lwong hod so: 01 bg

Thoi han gidi quyét: 02 ngay 1am viéc.

Poi twong thue hién thi tuc hanh chinh: C4 nhan, phap nhan.

Co quan thuc hién thi tuc hanh chinh: Uy ban nhan dan cip x4 noi d3 ding ky
giam hg trude day.

Co quan phdi hop: Co quan quan Iy CSDLQGVDC.
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Két qua thwe hién tha tuc hanh chinh:

- Trich luc dang ky cham dut giam ho (ban chinh), ban sao Trich luc dang ky chdm
dut giam ho (trudng hop yéu cau cip ban sao Trich luc ding ky cham dat giam ho).

- Ban dién tir Trich luc ding ky cham dirt gidm hé (Ban dién tir sé tw dong giri vé
Kho quan ly dir liéu dién tw cua ca nhan/dia chi thw dién ti/thiét bi sé/dién thogi cia
ngueoi yéu cau sau khi da hoan tat thi tuc dang ky cham dirt gidm hé tai co quan dang ky
ho tich).

Phi, 1¢ phi: Mién 1¢ phi.

- Phi cép ban sao Trich luc dang ky cham dut giam ho (néu co yéu cau) thyc hién
theo quy dinh tai Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ctia Bo Tai chinh.

Méiu don, miu to khai:

+ T khai dang ky cham dut giam ho (néu ndp hod so theo hinh thuc tryc tlep)

+ Mau hé tich dién tir twong tac dang ky cham ditt gidm hé (néu ndp hé so theo
hinh thirc truec tuyén).

Yéu cau, diéu kién thyuc hién thi tuc hanh chinh: Khong co

Can cir phap ly:

- B6 luat Dan sy nam 2015;

- Luat Ho tich nam 2014;

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

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

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cta Chinh phu sta dbi, bo sung
mot s6 diéu cua cac nghi dinh lién quan den viéc nop, xudt trinh s6 ho khau, so tam tra
gidy khi thyc hién thu tyc hanh chinh, cung cap dich vu cong;

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

- Théng tu s6 01/2022/TT-BTP ngay 04/01/2022 cta Bo truong 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 s& dir liéu ho tich dién tu, dang ky ho tich tryc
tuyén;

- Thong tw s6 03/2023/TT-BTP ngay 02/8/2023 cua Bo tru’ang B6 Tw phdp sira doi,
b6 sung mot sé ndi dung cia Thong s 01/2022/TT-BTP ngay 04/01/2022 cua B¢
trwéng B Tu phdp quy dinh chi tiét mét so diéu va bién phdp thi hanh Nghi dinh s6
87/2020/NP-CP ngay 28/7/2020 ciia Chinh phit quy dinh vé Co sé dir liéu hé tich dién tir,
dang ky ho tich truc tuyén;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ctia Bo trudng Bo Tai chinh quy
dinh muc thu, ché d6 thu, ndp, quan 1y va su dung phi khai thac, s dung thong tin trong
co sO dir liéu hd tich, phi xac nhén c6 quéc tich Viét Nam, phi x4c nhéan 1a nguoi gbe Viét
Nam, 18 phi quc tich;
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- Thong tu sd 85/2019/TT-BTC ngay 29/11/2019 cta Bo truong Bo Tai chinh
huéng dan vé phi va 1& phi thudc tham quyén quyét dinh ctia Hoi dong nhan dan tinh,
thanh phé truc thudc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cta Bo truéng Bo Tai chinh stra
d6i, bd sung mot sd diéu cua Thong tu sb 85/2019/TT-BTC ngay 29/11/2019 ciia Bo Tai
chinh huéng dan vé phi va 18 phi thudc tham quyén quyét dinh ctia Hoi dong nhan dan
tinh, thanh phé truc thude Trung uong.

Ghi chii: Phan chit in nghiéng la néi dung sira doi, bé sung, thay thé.
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CONG HOA XA HOQI CHU ngGHiA VIET NAM
Poc lap - Tw do - }fanh phuc

TO KHAI PANG KY CHAM DUT GIAM HQ

NOT CU T B e e e e e e e e e e e e e e e e e e e eeae e e e

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

HO, Chilt GEIM, tEIN: ..o e e e e e e e e e e e e e e eeaeaaas
Ngay, thang, Nnam SINN: .........oooiiiiiiiiiiii e .
Gidi tinh: ..o, Dan toc:.....ccoovuvveiieeiieeeennen. Quoc tich: ..............
INOT CU TP et ettt ettt e e eneeaeanas
GIAY 1O Y thAN: B oot

Ngwoi dugce giam ho:

HoO, Chir AEIM, tEI1: .ot e e
Ngay, thang, Nnam SINN: .........oooiiiiiiiiiii e
Giditinh: oo, Dan toc:.....cooovuveveieeiieeeeene. Quéc tich: oo
NOT CU ETTP: e ettt

D3 dang ky gidm ho tai @ ..o,
ngay ....... thang ......... nam ......... SO qQuyen $6: ......ov......
Ly do cham dirt VI8e GIAM DO ...ooovveeeeeeeeeeeeeeeeeeeeeeeeeeeeee e
To61 cam doan nhiing ndi dung khai trén day la dung su that va chiu trach
nhiém trude phap luat vé cam doan ciia minh.
Lam tai:, ngay ................. thang ....nam.......

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

D,é nghi cAp ban sao®: C6 [, Khong []
So luong:...ban
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Chii thich:

() Ghi 15 tén co quan dang ky cham dut giam ho.

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

®) Ghi thong tin vé giéy to tiy than nhu: ho chiéu, chirng minh nhén dan
hoic gidy to hop 1¢ thay the (vi dy: Chtmg minh nhan dan s6 001089123 do
Cong an thanh phd Ha Noi cip ngay 20/10/2014).

“ Ghi 1 tén co quan dang ky gidam ho trude day (sb, ngdy thang nim dang
ky).

®) P& nghi danh ddu X vao 6 néu cd yéu cau cdp ban sao va ghi rd sb
lugng.
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NOI DUNG MAU HQ TICH PIEN TU TUONG TAC
PANG KY CHAM DUT GIAM HOQ

I. Thong tin vé nguwoi yéu ciu ding ky cham dit giam hd

(1) Ho, chir dém, tén;

(2) S dinh danh c4 nhén;

3) Glay to tuy than: Loat glay to st dung (CCCD/CMND/H9 chiéu/Gidy to hop 1¢ thay
thé); s6, ngay, thang, nam cip, co quan cap; ban chup dinh kém;

(4) Noi cu trii (noi thudng tri/noi tam tri/noi dang sinh song).

II. Thong tin vé ngudi giam hd

(5) Ho, chir dém, tén;

(6) Ngay, thang, ndm sinh (tach biét riéng 03 truong thong tin ngay, thang, nam);

(7) Gidi tinh;

(8) Dan tdc;

(9) Qudc tich;

(10) Sé dinh danh c4 nhan;

(11) Glay to tuy than: Loai glay to st dung (CCCD/CMND/HG chiéu/Gidy to hop 1¢ thay
thé); sb, ngay, thang, nim cp, co quan cip; ban chup dinh kém;

(12) Noi cu tra (noi thudng tri/noi tam tri/noi dang sinh song).

I11. Théong tin vé ngudi dwoe giam hd

(13) Ho, chir dém, tén;

(14) Ngay, thang, nam sinh (tach biét ri€éng 03 trudong thong tin ngay, thang, nam);

(15) Gidi tinh;

(16) Dan tdc;

(17) Qudc tich;

(18) Sé dinh danh c4 nhan;

(19) Giay to tuy than: Loai gidy to sur dung (Gidy khai sinh/CCCD/CMND/H( chiéu/Gidy
td hop 16 thay thé); s6, ngay, thang, nim cap, co quan cip; ban chup dinh kém;

(20) Noi cu tra (noi thudng tri/noi tam tri/noi dang sinh séng);

(21) Pang ky giam ho: sd, ngay, thang, nam diang ky, co quan ding ky;

(22) Ly do cham dut giam ho;

(23) dé nghi cip ban sao:

o Co

S6 lugng ban sao yéu cau: ...

o Khong

(24) Hb so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan cac thong tin cung cap 1a dung su thit va chiu hoan toan trach
nhiém truéce phap luat vé ndi dung cam doan ctia minh.

* Truong hop cac thong tin vé gidy to ching minh noi cu tra d3 duoc khai thac tir
CSDLQGVDC, duoc hé thong dién ty dong thi khong phai xuat trinh (theo hinh thirc truc
tiép) hodc tai 1én (theo hinh thirc truc tuyén)

* Mau dién tir tuong tac ghi nhan thoi gian (gio, phut, gidy, ngay, thang, nam) hoan tat
viéc cung cép thong tin; nguoi yéu cau trudc d6 da dang nhap vao hé théng, thuc hién xéac
thuc dién tir theo quy dinh.
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Ngudi yéu cau dang ky chim dut giam hd nhan Trich luc dang kY cham dut gidm ho (ban
chinh) tryc tiép tai co quan dang ky ho tich.

Ban dién tir s& ty dong gui vé Kho quan 1y dir liéu dién tir ciia ca nhan/dia chi thu dién
tir/thiét bi sd/dién thoai ciia ngudi yéu cu sau khi dd hoan tat tha tuc ding ky cham dut
giam hg tai co quan dang ky ho tich.
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11. Thi tuc thay d6i, cai chinh, bo sung thong tin hd tich

Trinh ty thuc hién:

- Néu lya chon hinh thire ndp hé so truc tiép, nguoi co yéu cau dang ky thay d6i,
cai chinh, bo sung thong tin hg tich ndp ho so thay 601 cai chinh, bd sung thong tin ho
tich tai B6 phan Tiép nhan va tra két qua cia UBND cép xi c6 tham quyén; ndp 1 phi néu
thudc truong hop phai ndp 1¢ phi thay d6i, cai chinh, bd sung thong tin h¢ tich; nop phi
cép ban sao Trich luc thay dbi, cai chinh, bo sung thong tin ho tich néu ¢6 yéu ciu cap ban
sao Trich luc thay ddi, cai chinh, b6 sung thong tin ho tich.

- Néu luya chon hinh thitrc ndp ho so truc tuyén, nguoi cO yéu cau thay ddi, cai
chinh, bo sung thong tin ho tich truy cap Cong dich vu cong qudc gia hoic Cong dich vu
cong cap tinh, ding ky tai khoan (néu chua c6 tai khoan), xac thue nguoi dung theo hudng
dan, dang nhap vao hé thong, xac dinh dung Uy ban nhan déan cp xa c6 thim quyén.

Nguoi co yéu cau dang ky thay d6i, cai chinh, b6 sung thong tin ho tich truc tuyen
cung cap thong tin theo mau ho tich dién tir tuong tac thuc hién dang ky thay doi, cai
chinh, bo sung thong tin ho tich (cung cép trén Cong dich vu cong), dinh kém ban chup
hodc ban sao dién tir cac gidy to, tai lidu theo quy dinh; ndp phi, 1& phi thong qua chirc
ning thanh toan truc tuyén hodc bang cach thirc khac theo quy dinh phap luat, hoan tat
viéc nop ho so.

- Can bd tiép nhan ho so tai Bd phan mot cira ¢d trach nhiém kiém tra tinh chinh
xéc, day du, théng nhat, hop 1€ cua hd so.

(1) Truong hop hé so day du, hop 16 thi tiép nhan ho so; c6 Phiéu hen, tra két qua
cho ngudi ¢ yéu cau thay d6i, cai chinh, bo sung thong tin ho tich (néu tiép nhan ho so
bd sung thong tin h¢ tich sau 15 gio) (neu ngudi cd yéu cau lya chon hinh thic nop ho so
tryc tiép) hodc giri ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin nhan hen tra
két qua qua dién thoai di dong cho nguoi c6 yéu cau (néu nguoi co yéu cau lua chon hinh
thirc ndp ho so truc tuyén); chuyén ho so dé cong chic lam cong tac ho tich xur ly.

Sau khi tiép nhan ho s0 theo hinh thirc ndp truc tiép, can b tiép nhan hod so tai Bo
phan mot cura thuc hién s6 hoa (sao chup, chuyen thanh tai liéu dién to trén hé thong
thong tin, co so dit lidu) va ky sd vao tai lidu, hd so giai quyét thi tuc hanh chinh da duoc
s6 hoa theo quy dinh.

(i1) Truong hop ho so chua day du, hop 1¢ thi c6 thong bao cho nguoi yéu cau bo
sung, hoan thién hd so, néu rd loai gidy to, noi dung can bd sung dé ngudi c6 yéu cau bd
sung, hoan thién. Sau khi hd so duoc bd sung, thuc hi¢n lai budc (i);

(iii) Truong hop ngudi ¢6 yéu clu ding ky thay doi, cai chinh, bd sung thong tin ho
tich khong b sung, hoan thién duoc hd so thi bao cdo Truong b phan mot cura 6 thong
béo tir chdi giai quyét yéu cau ding ky thay dbi, cai chinh, bo sung thong tin ho tich.

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

+ Truong hop hd so can bd sung, hoan thién hodc khong du diéu kién giai quyét,
phai tir chéi thi giri thong bao vé tinh trang hd so téi B phan mot cira dé thong bao cho
ngudi ndp ho so — thue hién lai bude (ii) hodc (iil);

+ Truong hop can phai kiém tra, xac minh 1am rd hodc do nguyén nhan khac ma
khong thé tra két qua dang thoi gian da hen thi cong chirc 1am cong tac ho tich 1ap Phiéu
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xin 16i va hen lai ngay tra két qua, trong d6 néu 13 Iy do cham tra két qua va thoi gian hen
tra két qua, chuyén Bo phén mot cua dé tra cho nguoi cd yéu cau (néu nguoi co yéu cau
Itra chon hinh thirc ndp hd so tryc tiép), hodc giri Phiéu xin 16i va hen lai ngay tra két qua
qua thu dién tir hodc gui tin nhén qua dién thoai di dong cho nguoi ¢ yéu cau (néu nguoi
c6 yéu cau lira chon hinh thirc nop hd so truc tuyen)

+ Néu thiy viéc thay doi, cai chinh, bo sung thong tin h tich 1 co co sd, phi hop
vOi quy dinh cua phap luat dan sy va phap luat c6 lién quan, hd so day dua, hop 1€, dung
quy dinh, truong hop tiép nhan ho6 so ding ky thay doi, cai chinh, b6 sung thong tin ho
tich theo hinh thirc truc tiép, thi cong chuc tu phap - ho tich thuc hién viéc ghi vao S6
dang ky thay d6i, cai chinh, bd sung thong tin h¢ tich, xac dinh lai dan toc, cap nhat thong
tin ddng ky thay ddi, cai chinh, b6 sung thong tin ho tich va luu chinh thie trén Phan mém
dang ky, quan 1y ho tich dién tir dung chung.

Truong hop tiép nhan ho so ding ky thay ddi, cai chinh, bd sung thong tin ho tich
theo hinh thurc truc tuyén, cong chtrc tu phap - hd tich gui lai biéu mau Trich luc thay
di/cai chinh/bo sung thong tin ho tich, xac dinh lai dan toc dién tir véi thong tin day du
cho nguoi yéu cu qua thu dién tir hodc thiét bi sb.

Ngudi yéu cau c6 trach nhiém kiém tra tinh chinh xéc, day dii cua céc thong tin trén
biéu miu Trich luc thay d6i/cai chinh/bd sung thong tin ho tich, xac dinh lai dan toc dién
tr va xac nhan (t6i da mot ngay).

Néu nguoi co yéu cau xac nhén thong tin da théng nhat, day du hoic khoéng c6 phan
héi sau thdi han yéu ciu thi cong chire tu phap - ho tich thuc hién viée ghi ndi dung vao
S6 dang ky thay d6i, cai chinh, bd sung thong tin ho tich, xac dinh lai dan tdc, cAp nhat
thong tin thay d6i, cai chinh, bo sung théng tin ho tich va luu chinh thirc trén Phan mém
dang ky, quan 1y hg tich dién tr dung chung.

- Cong chirc tu phap - ho tich in Trich luc thay doi/cai chinh/bd sung théng tin ho
tich twong mg, trinh Lanh dao UBND ky, chuyén B phan mét cira tra két qua cho ngudi
c6 yéu cau.

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

Trudng hop thay doi, cai chinh, bo sung thong tin ho tich lién quan dén Gidy khai
sinh, Gidy chirg nhan két hon thi cong chirc tu phap - ho tich ghi néi dung thay doi, cai
chinh ho tich vao Gidy khai sinh, Giy ching nhan két hon; bo sung thong tin ho tich vao
muc tuong ung va dong du vao nodi dung bo sung.

Truong hop diang ky thay ddi, cai chinh ho tich khong phai tai noi ding ky ho tich
trude ddy thi Uy ban nhan dan cip x3 phai thong bao bang vin ban kém theo ban sao trich
luc hé tich dén Uy ban nhan dan noi dang ky hé tich trudc day dé ghi vao S6 ho tich.

Truong hop noi ding ky ho tich trude day 1a Co quan dai dién thi Uy ban nhan dan
cap x3 phai thong bao bang van ban kém theo ban sao trich luc ho tich dén Bo Ngoai giao
dé chuyén dén Co quan dai dién ghi vao So ho tich.

Cach thirc thyc hién:

73



74

Ngudi c6 yéu cau dang ky thay doi, cai chinh, bd sung théng tin ho tich truc tiép
thue hién hoic Gy quyén cho nguoi khac thuc hién ndp ho so truc tiép tai B6 phan Tiép
nhén va tra két qua cia UBND cép x4 hodc giri ho so qua hé thdng buu chinh hodc ndp hd
S0 tryc tuyén trén Cong dich vu cong qudc gia (https:/dichvucong.gov.vn) hodc Cong
dich vy cong cap tinh (https://dichvucong.haiduong.gov.vn).

Thanh phan ho so:

- To khai dang ky thay 601 cai chinh, bo sung thong tin h¢ tich, xac dinh lai dan toc
theo mau (neu ngudi co yéu cau lua chon ndp hd so theo hinh thic truc tiép);

- Mau hé tich dién tr twong tdc thuc hién dang ky thay dm cdi chinh, b6 sung
thong tin ho tich, xdc dinh lai ddn toc (do nguoi yéu cdu cung cap thong tin theo huong
dan trén Cong dich vu cong, néu nguwoi cé yéu cau lira chon nép ho so theo hinh thirc truc
tuyen),

- Nguoi ¢6 yéu cau dang ky thay d6i, cai chinh, bd sung thong tin ho tich thuc hién
ViEC ncf)p/xuét trinh (theo hinh thirc truc tiép) hoac tai 1én (theo hinh thirc truc myén) cac
gidy to sau:

* Glay to phdi nop

- Gidy to 1am can ctr thay d6i, cai chinh, bo sung thong tin h tich.

- Van ban uy quyen theo quy dinh ctia phap luat trong trudng hop uy quyén thyc
hi¢n viéc dang ky thay d6i, cai chinh, bo sung thong tin hd tich. Truong hop nguoi duge
iy quyén 13 6 ong, ba, cha, me, con, vg, chdng, anh, chi, em rudt cua nguoi Gy quyén thi
van ban uy quyén khong phai ching thuc.

® Gufy to phai xudt trinh

- H6 chiéu hodc Chtrng minh nhan dan hodc Thé cin cudc cong dan hodc cac gidy
to khac co dan anh va thong tin ca nhan do co quan ¢6 thAm quyén cap, con gia tri s
dung dé chimg minh vé nhan than cta ngudi c6 yéu cau ding ky thay d6i, cai chinh, bd
sung thong tin ho tich. Truong hop cac thong tin ¢4 nhan trong cac gidy to nay da cd trong
CSDLQGVDC, CSDLHTDT, duoc hé thong dién tw dong thi khong phai tai lén (theo
hinh thirc truc tuyén);

- Gidy to ¢6 gia tri ching minh thong tin vé cu tri trong trudng hop co quan ding
ky ho tich khong thé khai thac dugc thong tin vé noi cu tra ciia cong dan theo cac phuong
thirc quy dinh tai khoan 2 Piéu 14 Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cua
Chinh phu. Truong hop cac thong tin vé giéy to ching minh noi cu tri da duoc khai thac
tr Co s6 dir lieu quoc gia vé dan cu bang cac phuong thie nay thi nguoi co yéu cau
khoéng phai xut trinh (theo hinh thire truc tiép) hodc tai 1én (theo hinh thuc truc tuyén).

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

*Luuy
- Déi voi gidy to ndp, xuat trinh néu nguoi yéu cau ndp hod so theo hinh thirc truc
tiép:

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

+ Nguoi yéu cau dang ky ho tich c¢6 thé ndp ban sao ching thuc tir ban chinh hodc
ban sao duoc cap tir so6 gbc hodc ban chup kém theo ban chinh gidy to dé ddi chiéu.
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Truong hop ngudi yéu ciu ndp ban chup kém theo ban chinh gidy to thi nguoi tiép nhan
c6 trach nhiém kiém tra, ddi chiéu ban chup voi ban chinh va ky xac nhan, khong dugc
yéu cau ngudi di dang ky nop ban sao gidy to do.

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

- Péi véi gidy to giri kém theo néu ngudi yéu ciu ndp hd so theo hinh thirc truc
tuyén:

+ Ban chup cac gidy to gui kem theo hd so dang ky dang ky thay (1‘01 cai chinh, bd
sung thong tin ho tich truc tuyén phai bao dam rd nét, ddy du, toan ven vé ndi dung, 1a ban
chup bang may anh, dién thoai hodc duoc chup, duoc quét bang thiét bi dién tir, tir gidy to
dugc cap hop 1€, con gia tri sir dung.

+ Truong hop gidy t0, tai lidu phai gui kém trong ho so diang ky dang ky thay doi,
cai chinh, b6 sung thong tin hod tich truc tuyén di co ban sao dién tir hodc di co ban dién
tir gidy to ho tich thi ngudi yéu cau duoc st dung ban dién tir nay.

+ Khi dén co quan diang ky ho tich nhan két qua (Trich luc thay d6i/cai chinh/ bo
sung thong tin ho tich hodc ban sao Trich lyc thay dbi/cai chinh/bo sung thong tin ho
tich), nguoi co yéu cau dang ky thay ddi, cai chinh, bo sung thong tin hd tich xuit trinh
gidy to tuy than, ndp céc gidy to 1a thanh phan ho so diang ky thay doi, cai chinh, b6 sung
thong tin ho tich theo quy dinh phap luét ho tich.

- Gidy to do co quan c6 tham quyén ctia nudc ngoai cap, cong ching hoic xac nhan
dé str dung cho viéc ding ky ho tich tai Viét Nam phai dugc hop phap héa lanh sy theo
quy dinh cua phap luat, trir truong hop dugc mién theo diéu wéc qudc té ma Viét Nam 1a
thanh vién.

- Trudng hop nguoi yéu cau dang ky c6 yéu cau ding ky thay doi, cai chinh, bd
sung thong tin ho tich khong cung cap dugc gidy td néu trén theo quy dinh hoidc gidy to
ndp, xuit trinh bi tiy xoa, sira chira, lam gia thi co quan dang ky h¢ tich c6 thAm quyén
hay bo két qua dang ky thay d6i, cai chinh, bo sung thong tin ho tich.

S6 lwong hd so: 01 bo

Thoi han giai quyet

- 03 ngay lam viéc 601 v6i yéu cau thay doi, cai chinh ho tich; trudng hop phai xac
minh thi thoi han giai quyét khong qua 06 ngay lam vic.

- Ngay trong ngay lam viéc ddi vai yéu cau bd sung thong tin h¢ tich, truong hop
nhan hd so sau 15 gio ma khong giai quyét duoc ngay thi tra két qua trong ngay lam viéc
tiép theo.

Poi twong thwe hién thi tuc hanh chinh: C4 nhan

Co quan thyc hién thi tuc hanh chinh:

- Uy ban nhan dan cép x3 noi da dang ky ho tich truge day hoac Uy ban nhan dan
cAp x4 noi cu tra cla nguoi co yéu cau c6 tham quyén giai quyét viéc thay d6i, cai chinh
cho nguoi chua di 14 tudi, bo sung hd tich cho cong dan Viét Nam cu tra & trong nude.

- Uy ban nhan dén cép x3 noi da dang ky khai tir truéc ddy thyc hién viée cai chinh
ndi dung dang ky khai .

Co quan phdi hop: Co quan quan Iy CSDLQGVDC.

Két qua thue hién thii tuc hanh chinh:
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- Trich luc thay d6i/cai chinh/bd sung thong tin ho tich (ban chinh), ban sao Trich
luc thay doi/cai chinh/bd sung théng tin ho tich (trudong hop yéu cau cap ban sao Trich luc
thay d6i/cai chinh/bd sung thong tin ho tich).

- Ban dién tu Trich luc thay doi, cai chinh, bo sung thong tin ho tich, xac dinh lai
dan toc (Ban dién tu sé tw dong gui vé Kho quan ly dir liéu cua ca nhan/dia chi thu dién
tir/thiét bi so/dién thoai ciia ngwoi yéu cau sau khi da hoan tat thi tuc ding ky thay doi,
cdi chinh, bé sung thong tin ho tich, xac dinh lai ddn toc tai co quan dang ky ho tich).

Phi, 1€ phi:

10.000 dong/lan (d6i v6i truong hop ndp hd so tryc tiép); 5.000 dong/lan (d6i véi
truong hop nop ho so truc tuyén).

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

MAu don, miu to khai:

+ To khai dang ky thay doi, cai chinh, bd sung thong tin ho tich, xac dinh lai dan
toc (néu nop hd so theo hinh thurc truc tiép);

+ Mau hé tich dién tr twong tac thwce hién dang ky thay doi, cdi chinh, bé sung
thong tin ho z‘lch xdc dinh lai ddn téc (néu ndp ho so theo hinh thirc triec tuyén).

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

+ Viéc thay d6i ho, chir dém, tén cho ngudi dudi 18 tudi phai co su dong y cua cha,
me ngudi d6 va dugc thé hién rd trong T khai; d6i v6i nguoi tir dt 9 tudi trd 1én thi con
phai ¢6 su dong ¥ ctia nguoi do.

+ Viéc cai chinh ho tich chi duoc giai quyét sau khi ¢6 di cin ctr dé xac dinh c6 sai
sot do 181 cua coéng chire lam cong tac ho tich hodc cua ngudi yéu cau dang ky ho tich;
khong cai chinh ndi dung trén gidy to ho tich da duoc cap hop 18 nham hop thic héa
thong tin trén ho so, gidy to ca nhan khac.

+ Gidy to ho tich quy dinh da cap cho ca nhan theo quy dinh ciia phap luat vé ho
tich trude ngay 01/01/2016 (ngay Luat Ho tich c6 hi€u luc) co gia tri st dung ma khong
phai bd sung thong tin ho tich con thiéu so véi biéu mau ho tich hién hanh.

+ Giay to ho tich duoc cap hop 1& ké tir ngay 01/01/2016 ma thong tin ho tich con
thiéu thi dugc bo sung, néu cé gidy to, tai liéu do co quan, to chirc c¢6 thim quyén cip hop
1¢ chirng minh.

Yéu cau ghi bo sung qudc tich Viét Nam chi thuc hién 601 Vi gidy to ho tich duoc
cap ké tir ngay 01/01/2016, sau khi dd xac dinh ngudi yéu cau dang co qudc tich Viét
Nam theo quy dinh cia Luat Quoc tich Viét Nam.

Can cwr phap ly:

- Luat Ho tich nam 2014;

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

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

- Nghi dinh sé 104/2022/ND-CP ngay 21/12/2022 ctia Chinh phu stra d6i, b sung
mot sd diéu cua cac nghi dinh lién quan dén viéc ndp, xuit trinh s6 ho khau, s6 tam tra
giéy khi thyc hi¢n tha tuc hanh chinh, cung céip dich vu cong;
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- Thong tu sd 04/2020/TT-BTP ngay 28/5/2020 cua Bo trudng Bé Tu phap quy
dinh chi tiét thi hanh mot s6 diéu ctia Luat Ho tich va Nghi dinh sb 123/2015/ND-CP ngay
15/11/2015 ctia Chinh phu quy dinh chi tiét mot sé diéu va bién phap thi hanh Luat Ho
tich;

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

- Thong tw s6 03/2023/TT-BTP ngay 02/8/2023 cua Bo tru’ang B6 Tw phdp sira doi,
b6 sung mot sé ndi dung cia Thong s 01/2022/TT-BTP ngay 04/01/2022 cua B¢
truong Bo Tuw phap quy dinh chi tiét mot s6 diéu va bién phdp thi hanh Nghi dinh s6
87/2020/ND-CP ngay 28/7/2020 ciia Chinh phii quy dinh vé Co s¢ dit liéu hé tich dién tir,
dang ky hé tich truc tuyén;

- Théng tur s6 281/2016/TT-BTC ngay 14/11/2016 ciia Bo truong Bo Tai chinh quy
dinh mrc thu, ché do thu, ndp, quan 1y va st dung phi khai thac, st dung thong tin trong
co s& dir licu ho tich, phi xac nhan cé quéc tich Viét Nam, phi xac nhan 1a nguoi géc Viét
Nam, 1¢ phi quéc tich;

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

- Thong tu 86 106/2021/TT-BTC ngay 26/11/2021 cta Bo truéng Bo Tai chinh stra
d6i, bo sung mot sd diéu cua Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cia Bo Tai
chinh huéng dan vé phi va 1¢ phi thudc thAm quyén quyét dinh cta Hoi dong nhin dan
tinh, thanh phé true thue Trung uong.

- Nghi quyet s 05/2023/NO-HDND ngay 13/7/2023 cua Hoi dong nhan dan tinh
Hai Duong sua a"oz bé sung, bai bé mét s6 néi dung vé mirc thu, ché do thu, ngp, quan Iy
va sw dung mét s6 khoan phl l¢ phi da dwoc quy dinh tai Nghi quyét sé 17/2016/NQ-
HDND ngay 05 thang 10 nam 2016, Nghi quyét s 04/201 8/NQHBND ngay 11 thang 7
nam 2018, Nghi quyét s6 13/2020/NQ -HDPND ngay 24 thang 12 nam 2020 va Nghi quyét
s6 04/2022/NQ-HDPND ngay 12 thang 7 nam 2022 cia Héi dong nhdn déan tinh Hdi
Duvong,

- Nghi quyét sé 06/2023/NQ-HPND ngdy 13/7/2023 cia Héi dong nhédn dan tinh
Hai Dwong quy dinh mitc thu 1é phi doi véi hoat ddng cung cdp dich vu céng trie tuyén
trén dia ban tinh Hai Duong.

Ghi chii: Phan chit in nghiéng la néi dung sira doi, bé sung, thay thé.
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CONG HOA XA HOI (%—Ifj NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

- TO KHAI PANG KY VIEC THAY DOI, CAI CHINH,
BO SUNG THONG TIN HO TICH, XAC PINH LAI DAN TQC

Ho, chir dém, tén N@Wwoi YEU CAU: ......cooooeiiiiiiiiiiieiiee e e
INOT CU T @)ttt ettt s s

cho nguoi co6 tén dwdi day:

Ho, chir d€m, tEN: .......oooiiiiiiiii e ee e e e e e e s
Ngay, thang, NAm SINN: ........ooooiiiiiiiiii e e e e ee e e e
G101 tinh................. DAN tOC: . et Quéc tich: ..............

T61 cam doan nhitng ndi dung khai trén day la dung su that va chiu
trach nhiém trudc phap luat vé cam doan ctia minh.

D& nghi cAp ban sao: C6 L], Khong L]; s6 lugng........... ban”
Lam tgi:, ngay ................ thang ....nam .......

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

Y kién ctia ngudi duoc thay ddi ho, chir dém, tén Y kién ciia cha v me (néu thay d6i ho, chir
(néu ngudi do tir du 9 tudi tré 16n); xac dinh lai dém, tén cho nguoi dudi 18 tudi)

dan toc (néu nguoi do tir di 15 tudi dén dudi 18

tudi)
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Chii thich:

(D) Ghi 6 tén co quan ding ky viée thay doi, cai chinh, bo sung thong tin ho tich, xac
dinh lai dan tdc.

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

4 Ghi thong tin vé gidy to tuy than, ghi rd sd, co quan cap, ngdy cip ho chleu
ching minh nhan dan hodc glay to hop 1¢ thay thé (Vi du: Chimg minh nhan déan s6
001089123 do Cong an thanh phd Ha Nbi cap ngay 20/10/2004).

@ Ghi 15 ndi dung loai viée dé nghi dang ky.

Vi du: thay d6i ho, tén/ cai chinh phan khai vé chir dém ctia ngudi me/ xac dinh lai
dan toc/ bd sung phan khai vé nam sinh ctia ngudi cha.

) Ghi 10 loai viéc ho tich di ding ky trude day c6 lién quan.

Vi du: DPa dang ky khai sinh tai UBND xa Ha Hbi, huyén Thuong Tin, thanh phd Ha
Nbi ngay 05 thang 01 nam 2015, s6 10 quyén sé 01/2015.

© Ghi rd ndi dung thay doi, cai chinh ho tich, b sung thong ho tich, xac dinh lai
dan toc

Vi du: - Pugce thay d6i ho tir Nguyén Vian Nam thanh Vil Vin Nam.

- Puoc cai chinh nam sinh tir 1975 thanh 1976
M Pé nghi danh ddu X vao 6 néu ¢ yéu cau cip ban sao va ghi rd s6 luong.
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NOQI DUNG MAU HQ TICH DIEN TU TUONG TAC THUC HIEN
PANG KY THAY POI, CAI CHINH, BO SUNG THONG TIN HQ TICH,
XAC PINH LAI DAN TQC

I. Thong tin vé ngudi yéu ciu ding ky thay doi, cai chinh, bo sung thong tin h tich,
xac dinh lai dan toc

(1) Ho, chir dém, tén;

(2) S dinh danh c4 nhén;

3) Glay to tuy than: Loai glay td stt dung (CCCD/CMND/H6 chiéu/Gidy t& hop 18 thay
thé); s6, ngay cip, co quan cap; ban chup dinh kém;

(4) Noi cu trii (noi thudng tra/noi tam tri/noi dang sinh song);

(5) Quan hé véi nguoi dugc thay ddi, cai chinh, bd sung thong tin ho tich, xac dinh lai dan
toc.

IL. Thong tin vé nguwoi c6 ndi dung thay doi

(6) Ho, chir dém, tén;

(7) Ngay, thang, ndm sinh (tach biét riéng 03 truong thong tin ngay, thang, nam);

(8) Gidi tinh;

(9) Dan tdc;

(10) Qudc tich;

(11) Sé dinh danh c4 nhan;

(12) G1ay to tuy than: Loai glay td st dung (CCCD/CMND/H chiéu/Gidy t& hop 16 thay
thé); sb, ngay cdp, co quan cap; ban chup dinh kém;

(13) Noi cu tra: (noi thudng tra/noi tam tri/noi dang sinh song).

III. Thong tin vé ndi dung dé nghij ding ky thay doi, cai chinh, bo sung thong tin ho
tich, xac dinh lai dan toc

(14) Tén loat Glay t ho tich da dang ky (s6, quyén sb, ngay, thang, nam ding ky);

(15) Noi dung dé nghi thay d6i, cai chinh ho tich, bo sung théng ho tich, xac dinh lai dan
toc;

(16) Ly do thay ddi, cai chinh ho tich, bd sung thong hd tich, xac dinh lai dan tdc;

(17) Pé nghi cip ban sao:0 Co

S6 lugng ban sao yéu cau:... o Khong

(18) Phuong thirc nhan ket qua: o Truc tiép

0 Truc tuyen (ban dién tur s€ dugc gui vé Kho quan ly dir 1iéu cia cd nhan/dia chi thu di¢n
tir/thiét bi sd/dién thoai cua nguoi yéu cau)

0 Buu chinh (cung cip dia chi noi nhén).

(19) H6 so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan cac thong tin cung cap 1a dung su thit va chiu hoan toan trach
nhiém truéce phap luat vé ndi dung cam doan ctia minh.

* Truong hop cac thong tin vé gidy to ching minh noi cu tra d3 duoc khai thac tir
CSDLQGVDC, duoc hé thong dién ty dong thi khong phai xuat trinh (theo hinh thirc truc
tiép) hodc tai 1én (theo hinh thirc truc tuyén).

* Mau dién tur tuong tac ghi nhén thoi gian (gio, phut, gidy, ngay, thang, nam) hoan tat
viéc cung cdp thong tin; ngudi yéu cau trude d6 di dang nhap vao hé théng théng qua
viéc xac thyc dién tir theo quy dinh.
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12. Thii tuc cap Gidy xac nhén tinh trang hon nhan

Trinh ty thuc hién:

- Néu lua chon hinh thirc ndp ho so truc tiép, ngudi co yéu cau cap Gidy xac nhan
tinh trang hon nhan ndp hod so yéu ciu cip Gidy xac nhan tinh trang hon nhén tai Bo phan
Tiép nhan va tra két qua cua UBND cap x4 c6 tham quyén; ndp 1é phi néu thude trudng
hop phai ndp 1€ phi cap Gidy xé4c nhan tinh trang hon nhan.

- Néu lwra chon hinh thirc nop hd so tryc tuyén, nguoi co yéu cau cap Gidy xac nhén
tinh trang hon nhan truy cap Cong dich vu cong qudc gia hodc Cong dich vu cong cap
tinh, dang ky tai khoan (néu chua cé tai khoan), xac thuc nguoi dung theo huong dan,
dang nhap vao hé thong, xac dinh dung Uy ban nhan déan cip x3 c6 thim quyen

Nguoi c6 yéu cau cap Glay xé4c nhan tinh trang hon nhan truc tuyén cung cap thong
tin theo mau dién tir twong tac cdp Gidy xac nhan tinh trang hon nhan (cung cap trén Cong
dich vu cong), dinh kém ban chyp hoac ban sao dién tir cac glay to, tai liéu theo quy dinh;
nop phi, 1¢ phi thong qua chirc nang thanh toan tryc tuyén hodc bang cach thirc khac theo
quy dinh phap luét, hoan tat viéc ndp hd so.

- Can bo tiép nhan ho so tai Bo phan mdt cira c¢6 trach nhiém kiém tra tinh chinh
xac, day di, thong nhat, hop 1€ cua hé so.

(i) Truong hop hé so day du, hop 1¢ thi tiép nhan ho so; c6 Phiéu hen, tra két qua
cho nguoi ¢6 yéu cau (neu nguoi o yéu cau lua chon hinh thirc ndp ho so truc tiép) hoic
guri ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin nhén hen tra két qua qua dién
thoai di dong cho nguoi co yéu cau (néu ngudi co yéu cau lua chon hinh thire ndp ho so
truc tuyén); chuyen hé so dé cong chirc 1am cong tac ho tich xu ly.

Sau khi tiép nhan ho so theo hinh thirc ndp truc tiép, can bo tiép nhan ho so tai Bo
phan mot cura thuc hién s6 hoa (sao chup, chuyen thanh tai liéu dién to trén hé thong
thong tin, co so dit lidu) va ky sd vao tai lidu, hd so giai quyét thi tuc hanh chinh da duoc
s6 hoa theo quy dinh.

(i1) Truong hop ho so chua day du, hop 1¢ thi c6 thong bao cho nguoi yéu cau bo
sung, hoan thién hd so, néu rd loai gidy to, noi dung can bd sung dé ngudi c6 yéu cau bd
sung, hoan thién. Sau khi ho so dugc bo sung, thyuc hién lai budc (1);

(iii) Néu nguoi co yéu cau cap Gidy xac nhén tinh trang hén nhan khong bd sung,
hoan thién dugc hd so thi bao cao Trudng bd phén tiép nhan ho so ¢6 van ban tir chdi giai
quyét yéu cau cip Gidy x4c nhan tinh trang hon nhan.

- Cong chtrc tu phép - ho tich thim tra hd so (tham tra tinh théng nhét, hop 18 cia
céc thong tin trong hd so, glay to, tai liéu dinh kem).

+ Truong hop ho so can bo sung, hoan thién hodc khong du diéu kién giai quyét,
phai tir chéi thi giri thong bao vé tinh trang ho so téi Bo phan mét cira dé thong bao cho
ngudi ndp ho so — thue hién lai bude (i) hodc (iii);

+ Truong hop can phai kiém tra, xac minh 1am rd hodc do nguyén nhan khac ma
khong thé tra két qua dung thoi gian da hen thi cong chirc 1am cong tac ho tich 1ap Phiéu
xin 16i va hen lai ngay tra két qua, trong d6 néu 13 Iy do cham tra két qua va thoi gian hen
tra két qua, chuyén Bo phén mot cua dé tra cho nguoi cd yéu cau (néu nguoi co yéu cau
Itra chon hinh thirc ndp hd so tryc tiép), hodc giri Phiéu xin 16i va hen lai ngay tra két qua
qua thu dién tir hodc gui tin nhin qua dién thoai di dong cho nguoi co yéu cau (néu ngudi
co yéu cau lya chon hinh thirc nop ho so truc tuyen).
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* Trudng hop ngudi yéu cau xac nhan tinh trang hon nhan di ting dang ky thuong
tr tai nhiéu noi khac nhau thi nguoi d6 cé trach nhiém chimg minh vé tinh trang hén
nhén cta minh. Trudng hop nguoi yéu cau khong chimg minh dugce thi cong chire tu phap
- hé tich béo cdo Chu tich Uy ban nhan dan cap x3 c¢6 van ban dé nghi Uy ban nhan dan
cap x4 noi ngudi d6 di timg dang ky thudng tra tién hanh kiém tra, xac minh vé tinh trang
hon nhan ctia nguoi do.

Sau khi nhan duoc van ban dé nghi, Uy ban nhan dan cép xa dugc yéu cau, tién
hanh kiém tra, xac minh va tra 15i bang van ban vé tinh trang hon nhan trong thoi gian
thuong tra tai dia phuong cua nguoi co yéu cau.

Néu két qua kiém tra, xac minh cho thay ngudi yéu cau c6 du diéu kién, viéc cip
Gidy xac nhén tinh trang hon nhéan 1a phu hop quy dinh phap luét hoac sau thoi han 20
ngay ké tir ngay giri van ban yéu cdu xac minh ma khong nhan duoc van ban tra 1oi thi
cho phép nguoi yéu cau cip Gidy xac nhan tinh trang hon nhan ¢ van ban cam doan vé
tinh trang hon nhén ctia minh.

* Truong hop nguoi yéu cau cip lai Gidy xac nhan tinh trang hon nhan dé két hon
ma khong nop lai dugc Gidy xac nhan tinh trang hon nhan di dugc cap trude ddy, thi
nguoi yéu cau phai trinh bay ro ly do khong ndp lai duoc Glay x4ac nhan tinh trang hon
nhan. Trong thoi han 03 ngay 1am viéc ké tur ngay tiép nhan ho so, co quan dang ky ho
tich c¢6 van ban trao doi voi noi du dinh ding ky két hon trude day dé xac minh. Truong
hop khong xac minh dugc hodc khong nhén dugce két qua xac minh thi co quan dang ky
ho tich cho phép nguoi yéu ciu 1ap van ban cam doan v€ tinh trang hon nhéan.

- Truong hop tiép nhén hé so cip Gidy xac nhan tinh trang hon nhén theo hinh thirc
tryc tiép, sau khi hoan tat th tuc thi cong churc tu phap - ho tich cap nhat thong tin xac
nhan tinh trang hon nhan va luu chinh thirc trén Phan mém ding ky, quan 1y ho tich dién
tor dung chung.

Truong hop tiép nhéan hd so xac nhan tinh trang hon nhan theo hinh thire truc tuyén,
cong chire tu phap - ho tich gui lai biéu mau Gidy xac nhén tinh trang hon nhan dién tur
v6i thong tin day du cho nguoi yéu cau qua thu dién tir hoac thiét bi so.

Nguoi yéu cau ¢6 trach nhiém kiém tra tinh chinh xéc, day dui cia céc thong tin trén
biéu mau Gidy xac nhan tinh trang hon nhan dién tir va xac nhan (t01 da mot ngay).

Néu nguoi co yéu cau xac nhan thong tin da thong nhat, ddy du hodc khong cé phan
hoi sau thoi han yéu cau thi cong chuc tu phap - ho tich cép nhét thong tin xac nhén tinh
trang hon nhan va luu chinh thire trén Phan mém ding ky, quan 1y ho tich dién tr dung
chung.

- Cong chuec tu phép - ho tich in Glay xac nhan tinh trang hon nhén, trinh Lanh dao
UBND ky, chuyén téi B0 phan mot cura dé tra két qua cho ngudi co yéu cau.

- Nguoi ¢6 yéu cau cip Gidy xac nhan tinh trang hon nhan kiém tra thong tin trén
Gidy x4c nhan tinh trang hon nhan, nhan Gidy xac nhan tinh trang hon nhan.

Cach thire thuc hién:

Ngudi ¢6 yéu cau cip Gidy xac nhan tinh trang hon nhan truc tiép thyc hién hoic
iy quyén cho ngudi khac thyc hién ndp hd so truc tiép tai Bo phan Tiép nhan va tra két
qua ciia UBND cip xi hodc giri hd so qua hé thong buu chinh hoic nop hd so truc tuyén
trén Cong dich vu céng qudc gia (https://dichvucong.gov.vn) hodc Cong dich vu cong cp
tinh (https://dichvucong.haiduong.gov.vn).
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Thanh phan ho so:

- To khai cap Gidy xac nhan tinh trang hén nhan (néu nguoi co yéu cau lya chon
ndp hd so theo hinh thire truc tiép)

- Mau dién tir twong tac cap Gzay xdc nhdn tinh trang hon nhan (do nguoi yéu cau
cung cdp thong tin theo hudng dan trén Cong dich vu céng néu ngueoi c6 yéu cau lira
chon nop hé so theo hinh thirc truc z‘uyen).

- Nguoi ¢6 yéu cau cép Giéy xac nhan tinh trang hon nhan thyc hién viéc n@p/xuét
trinh (theo hinh thirc tric tiép) hodc tai 1én (theo hinh thirc truc tuyén) cac gidy to sau:

* Gidy to phdi np:

- Trudng hop ngudi yéu cau cip Gidy xac nhan tinh trang hon nhan di c6 vo hodc
chong nhung da ly hon hodc nguoi vo/chong di chét thi phai xuat trinh (ban chinh) hodc
ndp ban sao gidy to hop 1é dé chimg minh;

- Cong dan Viét Nam d ly hon, hay viée két hén ¢ nude ngoai thi phai ndp ban sao
Trich luc ghi cha ly hon.

- Truong hop ca nhan yéu cau cap lai Gidy xac nhan tinh trang hon nhan dé st dung
vao muc dich khac hoac do Glay xé4c nhan tinh trang hén nhan da hét thot han str dung
theo quy dinh thi phai ndp lai Gidy xé4c nhén tinh trang hon nhan da dugc cap trude do.

- Van ban uy quyén theo quy dinh cua phap luat trong truong hop uy quyén thue
hién viéc cAp Gidy xac nhdn tinh trang hon nhan. Truong hop ngudi duoc uy quyén 1a
ong, ba, cha, me, con, vo, chdng, anh, chi, em rudt ctia ngudi Gy quyén thi van ban uy
quyén khong phai ching thuc.

® Gufy to phai xudt trinh:

- H6 chiéu hodc Chtrng minh nhan dan hodc Thé cin cudc cong dan hodc cac gidy
to khac co dan anh va thong tin ca nhan do co quan c6 tham quyen cap, con gia tri sur
dung dé chimg minh vé nhan than ciia nguoi co yéu cau cap Gidy xac nhén tinh trang hon
nhan. Trudng hop cac thong tin c4 nhan trong cac gidy to nay da c6 trong CSDLQGVDC,
CSDLHTDT, dugc hé thong dién ty dong thi khong phai tai 1én (theo hinh thuc truc
tuyén);

- Gidy to ¢6 gia tri chimg minh thong tin vé cu tra trong trudng hop co quan ding
ky ho tich khong thé khai thac dugc thong tin vé noi cu tra ciia cong dan theo cac phuong
thirc quy dinh tai khoan 2 Piéu 14 Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cua
Chinh phu. Truong hop cac thong tin vé giéy to ching minh noi cu tri da duoc khai thac
tr Co s6 dir lieu quoc gia vé dan cu bang cac phuong thie nay thi nguoi co yéu cau
khoéng phai xut trinh (theo hinh thire truc tiép) hodc tai 1én (theo hinh thuc truc tuyén).

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

*Luuy
- Trudng hop yéu ciu cip Gidy xéac nhén tinh trang hén nhan dé su dung vao myc
dich két hon thi co quan dang ky ho tich chi cap 01 ban cho ngudi yéu cau.

- Truong hop yéu cau cap G1ay xac nhén tinh trang hoén nhén dé str dung vao muc
dich khac, khong phai dé dang ky két hoén thi trong Gidy xac nhan tinh trang hén nhan
phai ghi rd myc dich sir dung, s6 lugng Gidy xac nhén tinh trang hon nhan dugc cap theo
yéu cau.
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- Trudng hop yéu cu cap Gidy x4c nhdn tinh trang hon nhan dé két hon véi ngudi
cung gidi tinh hodc két hon véi ngudi nude ngoai tai Co quan dai dién nude ngoai tai Viét
Nam thi co quan dang ky ho tich tur chéi giai quyét.

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

+ Nguoi tiép nhén c¢6 trach nhiém kiém tra, dbi chiéu voi thong tin trong to khai,
chup lai hodc ghi lai thong tin dé luu trong ho so va tra lai cho nguoi xuét trinh, khong
dugc yéu cau ndp ban sao hodc ban chup giay to do.

+ Nguoi yéu cau dang ky ho tich co thé nop ban sao ching thue tir ban chinh hoac
ban sao dugc cap tir s goc hodc ban chup kém theo ban chinh gidy to dé (101 chiéu.
Truong hop nguoi yéu cau nop ban chup kém theo ban chinh gidy to thi nguoi tiép nhan
cé trach nhiém kiém tra, d6i chiéu ban chup voi ban chinh va ky xac nhan, khong dugc
yéu cau ngudi di dang ky nop ban sao gidy to do.

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

- Poi voi gidy to giri kém theo néu ngudi yéu cau ndp hd so theo hinh thire tryc
myén

+ Ban chup cac gidy to gui kem theo hé so cap Gidy x4c nhan tinh trang hon nhén
tryc tuyén phai bao dam rd nét, day du, toan ven vé ndi dung, 1a ban chup bang may anh,
dién thoai hodc duoc chup, dugc quét bang thiét bi dién tir, tir gidy to dugc cap hop 18,
con gia tri s dung.

+ Truong hop glay to, tai liéu phai giri kém trong ho so cap Glay xac nhan tinh
trang hon nhén tryc tuyén di c6 ban sao dién tir hodc di c6 ban dién tir gidy to ho tich thi
ngudi yéu cau duogc st dung ban dién tir nay.

+ Khi dén co quan dang ky h¢ tich nhan két qua, nguoi co yéu cau cap Glay Xac
nhén tinh trang hon nhan Xuat trinh gidy to tuy than, ndp cac gidy to la thanh phan ho so
cap Gidy xac nhan tinh trang hén nhan theo quy dinh phap luat ho tich.

- Gidy to do co quan c6 tham quyén ctia nudc ngoai cap, cong ching hodc xac nhan
dé sir dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phap hoa lanh sy theo
quy dinh cta phap luat, trir truong hop duge mién theo didu wdc qubc té ma Viét Nam 1a
thanh vién.

- Truong hop nguoi yéu cau cap Glay xac nhan tinh trang hoén nhan khong cung cap
dugc gidy to néu trén theo quy dinh hodc glay to ndp, xuét trinh bi tdy x6a, stra chita, lam
gia thi co quan dang ky ho tich ¢6 thim quyén hay bo két qua xac nhan tinh trang hon
nhan.

- Trudng hop cho phép ngudi yéu cau diang ky ho tich 14p vin ban cam doan vé ndi
dung yéu cau diang ky ho tich thi co quan ding ky ho tich phai giai thich rd cho nguoi lap
vin ban cam doan vé trach nhiém, hé qua phap 1y cua viéc cam doan khong dung sy that.

Co quan dang ky ho tich tur chdi giai quyét hodc dé nghi co quan c6 thim quyén hay
bo két qua dang ky ho tich, néu c6 co so xac dinh ndi dung cam doan khong ding sy that.

S6 lwong hd so: 01 bo

Thoi han giai quyét: 03 ngay 1am viéc; truong hop phai xac minh thi thoi han giai
quyét khong qua 23 ngay.
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P6i twong thue hién thi tuc hanh chinh: C4 nhan

Co quan thyc hién thi tuc hanh chinh:

- Uy ban nhan dan cap x4 noi nguoi yéu cau cip Gidy x4c nhén tinh trang hon nhan
thuong tru.

- Truong hop nguoi yéu cau cap Gidy xac nhan tinh trang hon nhan khong c6 noi
thuong tri nhung c6 ding ky tam tra theo quy dinh cua phap ludt vé cu trG thi Uy ban
nhan dan cép x4 noi tam tru thuc hién viée cép Giéy xac nhan tinh trang hon nhan.

Co quan phéi hep: Co quan quan ly CSDLQGVDC, Uy ban nhan dan cép xi noi
thuong tra trudc day clia ngudi yéu cau cap Gidy xac nhan tinh trang hon nhan (trudng
hop ngudi yéu cau dd thuong trd & nhiéu noi khac nhau), Uy ban nhan dan noi dy dinh
dang ky két hon trude day.

Két qua thue hién thii tuc hanh chinh:

- Gidy x4c nhan tinh trang hén nhan (ban chinh).

- Ban dién tw Gidy xdac nhdn tinh trang hon nhan (Ban dién tu sé tw dong gui vé
Kho quan ly dir liéu dién tw cua cda nhan/dia chi thw dién ti/thiét bi sé/dién thogi cua
ngueoi yéu cau sau khi da hoan tat thi tuc cdp Gidy xdc nhdn tinh trang hén nhén tai co
quan dang ky ho tich).

L¢ phi:

10.000 dong/ 1an (d6i v6i trudng hop ndp ho so truc tiép); 5.000 dong/lan (ddi véi
treong hop nop hé so truc tuyén)

* Mién 1& phi cho nguoi thudc gia dinh co cong voi cach mang; nguodi thude hd
nghéo; ngudi khuyét tat.

Méiu don, miu to khai:

+ T khai cdp Gidy x4c nhan tinh trang hén nhan theo miu (néu ndp hod so theo
hinh thirc truc tiép);

+ Mau dién tir twong tdc cap Gidy xdc nhdn tinh trang hén nhan (néu ngp hé so
theo hinh thitc trirc tuyén).

Yéu cau, diéu klen thuc hién tha tuc hanh chinh:

_Truong hop yéu cau x4c nhan tinh trang hon nhan nham muc dich két hon thi nguoi
yéu cau phai dap ung du dleu kién két hon:

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

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

- Khong bi mat nang lyc hanh vi dan sy;

- Viéc két hon khong thude mot trong cac truong hop cdm két hon, gdm:

+ Két hon gia tao, ly hon gia tao;

+ Tao hon, cudng ép két hon, lira di két hon, can trd két hon;

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

+ Két hén giira nhitng nguoi cing dong mau vé truc hé; gitra nhitng ngudi c¢é ho
trong pham vi ba doi; gitta cha, me nuoi véi con nudi; gitta nguoi da ting 1a cha, me nuoi
v6i con nudi, cha chong véi con dau, me vo voi con ré, cha duong véi con riéng cia vo,
me ké vé6i con riéng cua chong.

- Nha nudce khong thira nhén hon nhan gifra nhitng ngudi cung gidi tinh.
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Truong hop yéu ciu cap Gidy xac nhan tinh trang hén nhan dé sir dung vao muc
dich khac, khong phai dé dang ky két hon, thi ngudi yéu cau khong phai dap ung diéu
kién 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 cua Chinh phu quy dinh chi tiét
mdt s6 diéu va bién phap thi hanh Luat Ho tich;

- Nghi dinh sb 87/2020/ND-CP ngay 28/7/2020 cua Chinh phti quy dinh vé Co s&
dir liéu ho tich dién tur, dang ky ho tich truc tuyén;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu sta dbi, bd sung
mot s6 diéu cua cac nghi dinh lién quan den viéc nop, xudt trinh s6 ho khau, so tam tra
gidy khi thyc hién thii tuc hanh chinh, cung cip dich vu cong;

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

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

- Thong tw s6 03/2023/TT-BTP ngay 02/8/2023 cua Bo truong Bo Tu phap sua doi,
b6 sung mét sé néi dung ciia Thong tu s 01/2022/TT-BTP ngay 04/01/2022 cua Bo
trwéng B Tu phdp quy dinh chi tiét mét so diéu va bién phdp thi hanh Nghi dinh s6
87/2020/ND-CP ngay 28/7/2020 ciia Chinh phii quy dinh vé Co sé dit liéu hé tich dién tir,
dang ky hé tich truc tuyén;

- Théng tur s6 281/2016/TT-BTC ngay 14/11/2016 ciia Bo truong Bo Tai chinh quy
dinh mrc thu, ché do thu, ndp, quan 1y va st dung phi khai thac, st dung thong tin trong
co s& dir licu ho tich, phi xac nhan cé quéc tich Viét Nam, phi xac nhan 1a nguoi géc Viét
Nam, 1¢ phi quéc tich;

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

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 ctia Bo truong B Tai chinh stra
d6i, bd sung mot sd diéu cua Thong tu sb 85/2019/TT-BTC ngay 29/11/2019 ciia Bo Tai
chinh huéng dan vé phi va 18 phi thudc tham quyén quyét dinh ctia Hoi dong nhan dan
tinh, thanh phd truc thudc Trung wong.

- Nghi quyét sé6 05/2023/NO-HPND ngay 13/7/2023 ciia Hoi dong nhdn dan tinh
Hai Duong sira doi, bé sung, bdi bé mét sé ndi dung vé mirc thu, ché dg thu, nép, quan Iy
va st dung mét so khodn phi, 1é phi dd dwoc quy dinh tai Nghi quyét s6 17/2016/NO-
HDND ngay 05 thang 10 nam 2016, Nghi quyét sé6 04/2018/NOHPND ngay 11 thing 7
nam 2018, Nghi quyét s6 13/2020/NO-HPND ngay 24 thang 12 nam 2020 va Nghi quyét
s6 04/2022/NQ-HDPND ngay 12 thang 7 nam 2022 cia Héi dong nhdn déan tinh Hdi
Duvong,
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- Nghi quyét sé 06/2023/NO-HDPND ngay 13/7/2023 cia Héi dong nhéan dan tinh
Hai Dwong quy dinh mirc thu 1é phi doi véi hoat déng cung cdp dich vu cong triee tuyén
trén dia ban tinh Hai Duong.

Ghi chii: Phan chiv in nghiéng la néi dung sira d6i, bé sung, thay thé.
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CONG HOA XA HOI C}y; NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI CAP GIAY XAC NHAN TINH TRANG HON NHAN

KAnh @l .o

Ho, chir dém, tén NEWOT YU CAUS ....o.ovovviieeeeeeeeeeeeee e
NOT CU T @) ettt ten e
GIAY 1O Y ThAN: @) .ot
Quan hé véi ngudi duge cap Gidy xac nhén tinh trang hon nhan: ..............ccoe.......
Deé nghi cap Giay xac nhan tinh trang hon nhan cho ngudi ¢6 tén dwédi day:

Ho, chitr d€m, tEN: ........oooiiiiiiiee e e e e e e erree e
Ngay, thang, nam SIN: .......oooiiiiiiiiiec e e
Giditinh: .................. Dantoc: ....................eeeQuoc tich: e
NG CU TP oottt ettt s e
GHAY 1O Y thAN: @) L.
Tinh trang hon nhAn: @ .........c.oooiii e,
Muc dich str dung Gidy xac nhén tinh trang hon nhan: ® ..o,

T61 cam doan nhiing ndi dung khai trén day l1a dung su that va chiu trach nhiém trudce
phap luat vé cam doan cua minh.

Nguoi yéu cau
(Ky, ghi ro ho, chir dém, tén)
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Chii thich:

() Ghi 1 tén co quan cp gidy XNTTHN.

@ Truong hop cong dan Viét Nam cu trii trong nudce thi ghi theo noi ding ky
thuong tra, néu khong c6 noi dang ky thuong tra thi ghi theo noi ding ky tam tru.

Truong hgp cong dan Viét Nam cu trii & nude ngoai thi ghi theo not thuong tra
hodc tam trGt & nudc ngoai.

®) Ghi thong tin vé gidy to tiry than nhu: ho chiéu, chimg minh nhan dan hoic gidy
to hop 18 thay thé (vi du: Chirg minh nhan dan s6 001089123 do Céng an thanh ph
Ha Noi cap ngay 20/10/2004).

@ Péi voi cong dan Viét Nam cu trii & trong nude thi ghi rd tinh trang hon nhan
hién tai: dang c6 vo hodc c6 chong; hodc chua dang ky két hon voéi ai; hodc di ding
ky két hon/da co vo hodc chong, nhung da ly hon hodc nguoi kia da chét.

Dbi véi nguoi dang co vo/chdng yéu ciu xac nhan tinh trang hon nhan trong thoi
gian trude khi dang ky két hon thi ghi: Trong thot gian tir ngay...thang....nam.. ..dén
ngay....thang.....nam....chua dang ky két hon voi ai; hién tai dang co vo/chong 13
ba/ong. .. (Giéy chtng nhan két hon s6 ..., do ... cap ngay.. .thang...nam).

Dbi véi cong dan Viét Nam cu tru 0 nudc ngoal ¢ yéu cau xac nhan tinh trang
hén nhén trong thoi gian cu trd tai Viét Nam trude khi xuat canh; nguoi di qua nhiéu
noi thudng tra khac nhau dé nghi xac nhan tinh trang hon nhén tai noi thudng tra
trudce day thi khai vé tinh trang hon nhan cta minh trong thoi gian da thuong tra tai
noi d6 (Vi du: Khong ding ky két hon voi ai trong thoi gian cu tra tai
............................................ , tir ngdy...... thing ..... ndm ......... d&én ngay ........ thang
....... nam ........).

Pbi véi cong dan Viét Nam dang cu tra & nudc ngoai, c6 yéu cau xac nhan tinh
trang hon nhan trong thoi gian cu tra & nude ngoai, thi khai vé tinh trang hon nhéan
cua minh trong thoi gian cu tra tai nude do6 (Vi du: trong thoi gian cu tra tai CHLB
Duc tir ngay ....... thang ..... nam ....... dén ngay ........ thang ....... nam ........ khong
dang ky két hon véi ai tai Dai st quan Viét Nam tai CHLB Dric).

®) Ghi rd myc dich sir dung Gidy x4c nhan tinh trang hon nhan. Trudng hop sir
dung Gidy xac nhén tinh trang hén nhan de két hén, thi phai ghi 6 két hon vai ai (ho,
chir dém, tén; ngay, thang, nam sinh; qudc tich; gidy to tuy than; noi cu tra); noi dy
dinh dang ky két hon.
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NOI DUNG MAU DPIEN TU TUONG TAC YEU CAU
CAP GIAY XAC NHAN TINH TRANG HON NHAN

I. Thong tin vé nguoi yéu cau cip Gidy xiac nhan tinh trang hon nhan

(1) Ho, chir dém, tén;

(2) S dinh danh c4 nhén;

3) Glay to tuy than: Loat glay to st dung (CCCD/CMND/H9 chiéu/Gidy to hop 1¢ thay
thé); s6, ngay, thang, nam cip, co quan cap; ban chup dinh kém;

(4) Noi cu tri (noi thudng tra/noi tam tri/noi dang sinh song);

(5) Quan hé véi nguoi duoc cip Gidy xac nhan tinh trang hon nhén.

II. Thong tin vé nguwoi dwoe cap Gidy xac nhin tinh trang hon nhén

(6) Ho, chir dém, tén;

(7) Ngay, thang, ndm sinh (tach biét riéng 03 truong thong tin ngay, thang, nam);

(8) Gidi tinh;

(9) Dan tdc;

(10) Qudc tich;

(11) Sé dinh danh c4 nhén;

(12) G1ay to tuy than: Loai glay to str dung (CCCD/CMND/H¢ chiéu/Gidy to hop 16 thay
thé); sb, ngay, thang, nim cp, co quan cip; ban chup dinh kém;

(13) Noi cu tra (noi thudong tri/noi tam tra);

(14) Tinh trang hén nhan;

(15) Muc dich sir dung Gidy XNTTHN: Ghi rd muc dich st dung Gidy xac nhan tinh
trang hon nhan. Trudng hop st dung Gidy xac nhan tinh trang hon nhan dé két hon, thi
phai ghi ro két hon voi ai (ho, chir dém, tén; ngay, thang, ndm sinh; quéc tich; giéy to tuy
than); noi dy dinh dang ky két hon.

(16) Phuong thic nhan két qua:

0 Truc tiép

0 Truc tuyen (ban dién tir s& duoc gui vé Kho quan 1y di liéu ctia ¢4 nhan/dia chi thu dién
tir/thiét bi sd/dién thoai cua nguoi yéu cau)

0 Buu chinh (cung cip dia chi noi nhén).

(17) Ho so dinh kem theo quy dinh.

* Ngudi yéu cau cam doan cac thong tin cung cap 1a dung su that va chiju hoan toan trach
nhiém trudc phap ludt vé ndi dung cam doan ctia minh.

* Truong hop cac thong tin vé giéy to chimg minh noi cu trd da duoc khai thac tur
CSDLQGVDC, dugc he thong dién tu dong thi khong phai xudt trinh (theo hinh thirc tryc
tlep) hodc tai 1én (theo hinh thirc tric tuyén).

* Mau dién tr twong tac ghi nhin thoi gian (gid, phut, gidy, ngay, thang, ndm hoan tat
viéc cung cép thong tin); nguoi yéu cau trude d6 da dang nhap vao hé théng thong qua
viéc xac thyc dién tir theo quy dinh.
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13. Thu tuc dang ky lai khai sinh

Trinh ty thuc hién:

- Néu lya chon hinh thtrc ndp hd so truc tiép, ngudi c¢6 yéu cau diang ky lai khai
sinh nop hé so dang ky lai khai sinh tai B§ phan Tiép nhén va tra két qua cia UBND cap
xa co tham quyén; ndp 1¢ phi néu thudc truong hop phai ndp 1€ phi dang ky lai khai sinh;
ndp phi cap béan sao Gidy khai sinh néu c6 yéu cau cap ban sao Gidy khai sinh.

- Néu lwra chon hinh thtrc nop ho so truc tuyen nguodi co6 yéu cau dang ky lai khai
sinh truy cap Cong dich vu cong qubc gia hodc Cong dich vu cong cap tinh, ding ky tai
khoan (néu chua c6 tai khoan), xéac thyc nguoi dung theo huong dan, dang nhap vao hé
thdng, x4c dinh ding Uy ban nhan dan cap xa c6 tham quyen

Nguoi co yéu cau dang ky lai khai sinh truc tuyen cung cap thong tin theo mau ho
tich dién tir twong tac dang ky lai khai sinh (cung cip trén Cong dich vu cong), dinh kém
ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; ndp phi, 1& phi théng qua
chtrc nang thanh toan truc tuyén hodc bang cach thirc khac theo quy dinh phap luat, hoan
tat viéc nop ho so.

- Can bo tiép nhan ho so tai BO phan mot ctra c6 trach nhiém kiém tra tinh chinh
xac, day di, thong nhat, hop 1€ cua hé so.

(1) Truong hop hé so day du, hop 1¢ thi tiép nhan ho so, c6 Phiéu hen, tra két qua
cho nguoi ¢6 yéu cau (neu nguoi o yéu cau lua chon hinh thirc ndp ho so truc tiép) hoic
guri ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin nhén hen tra két qua qua dién
thoai di dong cho nguoi ¢ yéu cau (neu nguoi ¢6 yéu cau lua chon hinh thire ndp ho so
tryc tuyén), dong thoi chuyen hé so dé cong chirc lam cong tac ho tich xu ly.

Sau khi tiép nhan ho so theo hinh thirc ndp truc tiép, can bd tiép nhan ho so tai Bo
phan mot cura thuc hién s6 hoa (sao chup, chuyen thanh tai liéu dién to trén hé thong
thong tin, co so dit lidu) va ky sd vao tai lidu, hd so giai quyét thi tuc hanh chinh da duoc
s6 hoa theo quy dinh.

(i1) Truong hop ho so chua day du, hop 1¢ thi c6 thong bao cho nguoi yéu cau bo
sung, hoan thién hd so, néu rd loai gidy to, noi dung can bd sung dé ngudi c6 yéu cau bd
sung, hoan thién. Sau khi hd so duoc bd sung, thuc hi¢n lai budc (i);

(iii) Néu nguoi c6 yéu cau dang ky lai khai sinh khong b sung, hoan thién duoc hd
so thi bao cdo Truong bd phan tiép nhan hd so co van ban tir chdi giai quyét yéu cau dang
ky lai khai sinh.

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

+ Trudng hop hd so can bd sung, hoan thién hoic khong du diéu kién giai quyét,
phai tir chéi thi giri thong bao vé tinh trang hd so téi B phian mot cira dé thong bao cho
ngudi ndp ho so — thue hién lai bude (ii) hodc (iii);

+ Truong hop can phai kiém tra, xdc minh 1am rd hodc do nguyén nhan khac ma
khong thé tra két qua dung thoi gian d4 hen thi cong chirc 1am cong tac ho tich 1ap Phiéu
xin 16i va hen lai ngay tra két qua, trong d6 néu 13 Iy do cham tra két qua va thoi gian hen
tra két qua, chuyén Bo phén mot cua dé tra cho nguoi cd yéu cau (néu nguoi co yéu cau
lga chon hinh thirc ndp ho so truc tlep), hoac gt Phiéu xin 13i va hen lai ngay tra Kkét qua
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qua thu dién tir hodc giri tin nhin qua dién thoai di dong cho nguoi c¢é yéu cau (néu ngudi
¢ yéu cau lya chon hinh thire ndp ho so truc tuyén).

Truong hop viée ding ky lai khai sinh dugc thuc hién tai Uy ban nhan dan cip x4
khong phai noi dang ky khai sinh trudc day thi cong chic tu phap - hd tich bao cdo Chu
tich Uy ban nhan dan cdp x4 c6 vin ban dé nghi Uy ban nhan dan cip xa noi dang ky khai
sinh trudc day kiém tra, xac minh vé viéc luu gitr sb hd tich.

Sau khi nhan dugc van ban dé nghi, Uy ban nhan dan noi da dang ky khai sinh
truée ddy tién hanh kiém tra, xdc minh va tra 16i bang van ban vé viéc con luu giit hodc
khong luu gitt duoc s6 ho tich.

Truong hop gidy to cua ngudi yéu cau ding ky lai khai sinh khong co thong tin
ching minh quan hé cha, me, con thi co quan dang ky ho tich c6 véan ban dé nghi co quan
cong an co tham quyén xac minh. Truong hop co quan cong an tra 161 khong co6 thong tin
thi co quan dang ky ho tich cho nguoi yéu cau dang ky lai khai sinh 13p van ban cam doan
vé thong tin ctia cha, me va xac dinh nd1 dung khai sinh theo van ban cam doan.

Sau khi nhan dugc két qua xac minh vé viéc khong con luu gitr dugce S6 ho tich tai
noi da dang ky khai sinh hodc sau thoi han 20 ngay ké tir ngay giri van ban yéu ciu xac
minh ma khong nhén dugc van ban tra 101, néu thiy viéc ding ky lai khai sinh chinh xac,
dung quy dinh phap luat, hd so day du, hop 1¢, dung quy dinh, trudong hop tiép nhan ho so
dang ky lai khai sinh theo hinh thirc truc tiép, thi céng chirc tu phap - ho tich thuc hién
viéc ghi vao S6 dang ky khai sinh, cap nhat thong tin dang ky lai khai sinh va luu chinh
thire trén Phan mém dang ky, quan ly h¢ tich dién tir dung chung.

Truong hop tiép nhan ho so dang ky lai khai sinh theo hinh thure truc tuyen cong
chtrc tu phap - ho tich giri lai biéu mau Gidy khai sinh dién tir v6i thong tin day da cho
ngudi yéu cau qua thu dién tir hodc thiét bi so.

Ngudi yéu cau c¢6 trach nhiém kiém tra tinh chinh x4c, day dii cua céc thong tin trén
biéu miu Gidy khai sinh dién tir va xac nhan (ti da mot ngay).

Néu nguoi co yéu cau xac nhan thong tin di thong nhat, ddy du hodc khong cd phan
hdi sau thoi han yéu cau thi cong chure tu phap - ho tich thyc hién viéc ghi ndi dung vao
S6 dang ky khai sinh, cap nhat thong tin dang ky lai khai sinh va luu chinh thtc trén Phan
mém ding kY, quan Iy ho tich dién tir dung chung.

- Cong chirc tu phap - ho tich in Gidy khai sinh, trinh Lanh dao UBND ky, chuyén
t61 BO phan mot cira dé tra két qua cho nguoi cd yéu cau.

- Ngudi ¢6 yéu cu dang ky lai khai sinh kiém tra thong tin trén Gidy khai sinh,
trong SO dang ky khai sinh va ky tén vao S6 dang ky khai sinh, nhan Giy khai sinh.

Cach thire thyce hién:

Nguoi co yéu cau ding ky lai khai sinh tryc tiép thuc hién hodc uy quyén cho ngudi
khac thyc hién viéc dang ky lai khai sinh tai B phan Tiép nhan va tra ket qua cia UBND
cap x4 hodc giri hd so qua hé thong buu chinh hoic ndp ho so truc tuyén trén Cong dich
vu cong qudc gia (https:/dichvucong.gov.vn) hodc Coéng dich vu cong cip tinh
(https://dichvucong.haiduong.gov.vn).

Thanh phin ho so

- To khai ding ky lai khai sinh theo mau, trong d6 c6 cam doan cua ngudi yéu cau
vé viéc da ndp du cac gidy to hién c6 (néu ngudi ¢ yéu cau lua chon ndp ho so theo hinh
thirc truc tiép);
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- Mdu hé tich dién tir twong tac dang ky lai khai sinh, trong d6 c¢6 cam doan cac
thong tin cung cap 1a dung su that, khong con ban chinh Gidy khai sinh, di ndp du céac
gidy to hién c6 va chiu hoan toan trach nhiém trude phap luat vé ndi dung cam doan cua
minh (do nguoi yéu ciu cung cap thong tin theo hudng din trén Cong dich vu cong néu
nguoi ¢o yéu cau lya chon nop ho so theo hinh thire tryc tuyén).

- Nguoi ¢6 yéu cau ding ky lai khai sinh thuc hién viéc ndp/xuat trinh (theo hinh
thirc truc tiép) hoic tai 1én (theo hinh thirc truc tuyén) cac gidy to sau:

* Gidy to phdi np:

- Ban sao toan bo hd so, glay to cua nguoi yéu cau hodc ho so, gidy to, tai lidu khac
trong d6 c6 thong tin lién quan dén noi dung khai sinh, gom

+ Ban sao Gidy khai sinh do co quan c6 tham quyén cua Viét Nam cap hop 1¢ (ban
sao dugc ching thuc tir ban chinh, ban sao dugc cap tir SO dang ky khai sinh); Ban chinh
hodc ban sao gidy to co gia tri thay thé Gidy khai sinh dugc cap trudc nim 1945 & mién
Bic va trude nam 1975 ¢ mién Nam.

+ Truong hop nguoi yéu cau khéng co gidy to' néu trén thi phai ndp ban sao gidy to
do co quan, to chirc c6 tham quyén cta Viét Nam cap hop 1é nhu: Glay chirng minh nhan
dan, Thé can cudc cong dan hodc Ho chiéu; glay to chirmg minh vé noi cu tra; Bang tot
nghiép, Gidy chtng nhén, Chimg chi, Hoc ba, ho so hoc tap do co quan c6 thAm quyén
cap hodc xac nhan; gidy td khac c6 thong tin vé ho, chit dém, tén, ngdy, thang, nim sinh
cua cé nhan.

Ngudi yéu cau dang ky khai sinh c6 trach nhiém ndp diy di ban sao cac gidy to
néu trén (néu c6) va phai cam doan di ndp du cac gidy to minh co; chiu trach nhiém, hé
qua cua vi¢c cam doan khong dang su that.

- Trudng hop ngudi yéu cau ding ky lai khai sinh 1a can b, cong chirc, vién chiic,
nguoi dang cong tac trong lyc lugng vii trang thi phai ¢6 van ban xac nhén cua Thu
truong co quan, don vi vé viéc nhitng ndi dung khai sinh cua nguoi do gbm ho, chit dém,
tén; gidi tinh; ngay, thang, nam sinh; dan tdc; quoc tich; qué quan; quan h¢ cha - con, me -
con phtt hop véi hd so do co quan, don vi dang quan 1y.

- Vin ban oy quyén theo quy dinh ctia phép luét trong truong hop uy quyén thuc
hién viéc dang ky lai khai sinh. Truong hop nguoi duoc uy quyén la ong, ba, cha, me,
con, vo, chong, anh, chi, em rudt cia ngudi Gy quyén thi van ban ay quyén khong phai
chung thuc.

* Gidy to phdi xudt trinh:

- Ho chiéu hodc Chting minh nhan dan hodc Thé cin cude cong dan hodc cac gidy
to khac co dan anh va thong tin ca nhan do co quan c6 thAm quyén cap, con gia tri sir
dung dé chtimg minh vé nhéan than cua nguoi c6 yéu cau dang ky lai khai sinh. Truong hop
cac thong tin ca nhan trong céc gidy tO ndy di co trong CSDLQGVDC, CSDLHTDT,
duoc hé thong dién tr dong thi khong phai tai 1én (theo hinh thirc truc tuyén);

- Gidy tO ¢6 gid tri ching minh thong tin vé cu tra trong truong hop co quan ding
ky ho tich khong thé khai thac dugc thong tin vé noi cu trt cua cong dan theo cac phuong
thirc quy dinh tai khoan 2 Piéu 14 Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cua
Chinh phu. Truong hop cac thong tin vé glay to' chimg minh noi cu tra da dugc khai thac
tr Co s6 dir lieu quoc gia vé dan cu bang cac phuong thie nay thi nguoi co yéu cau
khoéng phai xuat trinh (theo hinh thirc tric tiép) hodc tai 1én (theo hinh thirc truc tuyén).
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Truong hop gui hd so qua hé thong buu chinh thi phai gii kém theo ban sao ¢o
chtng thuc cac gidy to phai xuat trinh néu trén.

*Luuy

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

+ Nguoi tiép nhén c¢6 trach nhiém kiém tra, dbi chiéu voi thong tin trong to khai,
chup lai hodc ghi lai thong tin dé luu trong ho so va tra lai cho nguoi xuét trinh, khong
dugc yéu cau ndp ban sao hodc ban chup giay to do.

+ Nguoi yéu cau dang ky ho tich co thé nop ban sao ching thue tir ban chinh hoac
ban sao dugc cap tir s goc hodc ban chup kém theo ban chinh gidy to dé (101 chiéu.
Truong hop nguoi yéu cau nop ban chup kém theo ban chinh gidy to thi nguoi tiép nhan
cé trach nhiém kiém tra, d6i chiéu ban chup voi ban chinh va ky xac nhan, khong dugc
yéu cau ngudi di dang ky nop ban sao gidy to do.

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

- Poi voi gidy to giri kém theo néu ngudi yéu cau ndp hd so theo hinh thire tryc
myén.

+ Ban chyp cac gidy to guri kém theo hd so ding ky lai khai sinh truc tuyén phai
bao dam rd nét, day du, toan ven vé ndi dung, 1a ban chup bang may anh, dién thoai hoac
duoc chup, duoc quét bang thiét bi dién tir, tir gidy to duoc cap hop 1€, con gia tri s dung,

+ Truong hop gidy to, tai liéu phai gtri kém trong hd so ding ky lai khai sinh truc
tuyén dd co ban sao dién tir hodc da c6 ban dién tir gidy to ho tich thi ngudi yéu cau duoc
stt dung ban di¢n tir nay.

+ Khi dén co quan dang ky h¢ tich nhan két qua (Gidy khai sinh/ban sao Gidy khai
sinh), ngud1 co yéu cau dang ky lai khai sinh phai xudt 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.

- Gidy to do co quan c6 tham quyén ctia nudc ngoai cip, cong ching hodc xac nhan
dé st dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phap hoa lanh sy theo
quy dinh cta phap luat, trir truong hop duge mién theo didu wdc qubc té ma Viét Nam 1a
thanh vién.

- Truong hop ngudi co yéu cau ding ky lai khai sinh khong cung cap dugc gidy to
néu trén theo quy dinh hodc giay to nop, xuat trinh bi tiy x0a, sira chita, lam gia thi co
quan diang ky ho tich c6 tham quyén hiy bo két qua dang ky lai khai sinh.

- Truong hop cho phép nguoi yéu cau dang ky ho tich lap van ban cam doan vé ndi
dung yéu cau dang ky hg tich thi co quan dang ky ho tich phai gidi thich ré cho nguoi lap
vin ban cam doan vé trach nhiém, hé qua phap 1y cua viéc cam doan khong dung sy that.

Co quan dang ky ho tich tur chdi giai quyét hodc dé nghi co quan c6 thim quyén hay
bo két qua dang ky ho tich, néu c6 co so xac dinh ndi dung cam doan khong ding sy that.

S6 lwong hod so: 01 bo

Thoi han gidi quyét: 05 ngay lam viéc. Truong hop phai c¢6 vin ban xiac minh thi
thoi han giai quyét khong qua 25 ngay.

Poi twong thwe hién thii tuc hanh chinh: C4 nhan
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Co quan thuc hién thi tuc hanh chinh: Uy ban nhan dan cip x4 noi d3 ding ky
khai sinh trudc ddy hoic Uy ban nhan dan cip xi noi nguoi yéu cau dang ky lai khai sinh
thuong tru.

Co quan phoi hop: Co quan quan Iy CSDLQGVDC; Uy ban nhan dan cap x3 noi
ngudi yéu cau dang ky lai khai sinh da dang ky khai sinh trude day trong trudng hop thuc
hién dang ky lai khai sinh tai Uy ban nhan dan cdp x4 noi thuong tri; Co quan cong an co
tham quyén.

Két qua thyc hién thi tuc hanh chinh:

- Gidy khai sinh (ban chinh); ban sao Gidy khai sinh (trudng hop yéu cau cap ban
sao Gidy khai sinh).

- Ban dién tir Gidy khai sinh (Ban dién tir sé tw déng giri vé Kho quan Iy dit liéu ciia
cd nhan/dia chi thw dién ti/thiét bi so/dién thoai cia nguoi yéu cau sau khi dd hoan tat
thu tuc dang ky lai khai sinh tai co quan dang ky ho tich).

Phi, 1€ phi:

5.000 dong/lan (d6i véi truong hop ndp hd so truc tiép); 2.500 dong/lan (ddi véi
truong hop nop ho so truc tuyén).

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

M4iu don, mau to khai:

+ To khai dang ky lai khai sinh (néu ndp hé so theo hinh thire trie tiép);

+ Madu h¢ tich dién tir twong tac dang ky lai khai sinh (néu nép hé so theo hinh
thite trec tuyén).

Yéu cau, diéu kién thyc hién thi tuc hanh chinh:

- Viéc khai sinh dd duoc dang ky tai co quan c6 tham quyén cia Viét Nam trude
ngay 01/01/2016 nhung S6 dang ky khai sinh va ban chinh Glay khai sinh déu bi mat.

- Ngudi ¢6 yéu ciu con séng vao thoi diém tiép nhan ho so.

Can cir phap ly:

- Luat Ho tich nam 2014;

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

- Nghi dinh sb 87/2020/NB-CP ngay 28/7/2020 cua Chinh phti quy dinh vé Co s&
dir liéu ho tich dién ttr, dang ky ho tich truc tuyén;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu sta dbi, bd sung
mot s6 diéu cua cac nghi dinh lién quan den viéc nop, xudt trinh s6 ho khau, so tam tra
gidy khi thyc hién thi tuc hanh chinh, cung cip dich vu cong;

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

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 cta Bo truong Bd Tu phap quy
dinh chi tiét mot s6 diéu va bién phap thi hanh Nghi dinh sb 87/2020/ND-CP ngay
28/7/2020 ctia Chinh pht quy dinh vé Co s& dir liéu ho tich dién tir, dang ky ho tich truc
tuyén;
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- Théng tw s6 03/2023/TT-BTP ngay 02/8/2023 ciia Bé trudng Bé Tw phdp sira doi,
b6 sung mot sé néi dung ciia Thong tw s6 01/2022/TT-BTP ngay 04/01/2022 ciia B
truomg Bé Tw phdp quy dinh chi tiét mét sé6 diéu va bién phdp thi hanh Nghi dinh so
87/2020/NP-CP ngay 28/7/2020 ciia Chinh phit quy dinh vé Co sé dir liéu hé tich dién tir,
dang ky ho tich truc tuyén,'

- Thong tu s6 09/2022/TT-BTP ngay 30/12/2022 cta Bo truong Bo Tu phap bai bo
mdt s6 ndi dung tai cac Thong tu trong linh vuc trg giup phap 1y, ho tich do Bo trudong Bo
Tu phap ban hanh;

- Théng tur s6 281/2016/TT-BTC ngay 14/11/2016 ciia Bo truong Bo Tai chinh quy
dinh mrc thu, ché do thu, ndp, quan 1y va st dung phi khai thac, st dung thong tin trong
co s& dir licu ho tich, phi xac nhan cé quéc tich Viét Nam, phi xac nhan 1a nguoi géc Viét
Nam, 1¢ phi quéc tich;

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

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 ciia Bo truong B Tai chinh stra
d6i, bd sung mot sd diéu cua Thong tu sb 85/2019/TT-BTC ngay 29/11/2019 ciia Bo Tai
chinh huéng dan vé phi va 1¢ phi thudc thAm quyén quyét dinh ctia Hoi dong nhin dan
tinh, thanh phd tryc thudc Trung uong.

- Nghi quyet s6 05/2023/NQ-HDND ngay 13/7/2023 cia Hoi dong nhdn dén tinh
Hai Duong sua doz bé sung, bdi bé mét sé ndi dung vé mirc thu, ché do thu, ngp, quan ly
va st dung mét so khodn phi, 1é phi dd dwoc quy dinh tai Nghi quyét s6 17/2016/NO-
HDND ngay 05 thang 10 nam 2016, Nghi quyét sé6 04/2018/NOHPND ngay 11 thing 7
nam 2018, Nghi quyét s6 13/2020/NQ -HPND ngay 24 thang 12 nam 2020 va Nghi quyét
s6 04/2022/NQ-HDPND ngay 12 thing 7 nam 2022 cia Héi dong nhdn déan tinh Hdi
Duvong,

- Nghi quyét sé 06/2023/NQ-HPND ngdy 13/7/2023 cia Hpi dong nhédn dan tinh
Hai Dwong quy dinh mitc thu 1é phi doi véi hoat ddng cung cdp dich vu céng triee tuyén
trén dia ban tinh Hai Duong.

Ghi chii: Phan chit in nghiéng la néi dung sira doi, bé sung, thay thé.
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CONG HOA XA HOI Cly;l NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY LAI KHAI SINH
Kinh guri: O oo

Ho, chir dém, tén N@Wwoi YEU CAU: ......c.oooeiiiiiiiiiiiiieeeeeeee e
INOT CU T @)oottt ettt

Quan hé v&i nguoi dugc khat Sinh: ...
Pé nghi co quan ding ky lai khai sinh cho ngudi ¢6 tén duéi diy:

Ho, chit d@m, tEN: ........oooiiiiiiiiiiii e e e
Ngay, thang, ndm sinh: ...........ccccceeviiieniiiieeee, ghi bang chil: ....ooeveeeeeeeeen.

QUE QUIAN: ..ottt e ettt e e aeeeeeeee e e sabaabbeaeaeeaeaaeeaeeseessansnsnsnnees
Ho, chir dém, ten ngurdi Me: ...,
Nam sinh: O ..o DAN toC:....ceeuenne... Quoc tich: ....ccoeeveeeeeeieeee.

Ho, chir dém, tén n@uwdi Cha:.............ccoiiiiii e
Nam sinh: ©..ooovoiieeeeeee, DAN tOC: e Quoc tich: ....ccoovvevieiiieeee,

D3 ding ky khai sinh tai: © ...
Giay khai sinh s0: 7 ... ,quyénso V.. .. ... ngay ...... /
.......... [oviiiiiinninn,
T6i cam doan nhimg ndi dung khai trén day 1a ding sy that va da nop du cac gidy to
hién cd. To6i chiu trach nhiém trude phap ludt vé viéc cam doan cua minh.

Lamtai: ......................... , NgAy ........... thang ......... nam

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

B;e nghi Cép bén Sao(g): Cé D’ Khéng D ----------------------------
SO luong:....... ban
Chu thich:

(' Ghi 6 tén co quan dang ky lai khai sinh
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@ Ghi theo noi ding ky thuong tra; néu khong ¢ noi dang ky thuong tra thi ghi
theo noi dang ky tam tra; truong hop khong c6 noi dang ky thuong trt va noi dang ky
tam tra thi ghi theo noi dang sinh song.

@ Ghi thong tin vé gidy tO tiy thin cta ngudi di dang ky, ghi 16 s6, cO quan
cap, ngay cap ho chiéu, ching minh nhén dan hogc gidy to hop 1€ thay thé (Vi du:
Chtng minh nhan dan sb 001089123 do Cong an thanh phd Ha Noi cip ngiy
20/10/2004).

@ Truong hop sinh tai co sd y té thi ghi rd tén co sé y té va dia chi co so y té
d6; trudng hop sinh ra ngoai co s¢ y té thi ghi dia danh cua 03 cap hanh chinh (x4,
huyén, tinh) noi sinh ra; truong hop khong rd noi sinh day du thi chi ghi dia danh
hanh chinh cép tinh.

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

© Ghi tén co quan da diang ky khai sinh trudc day.

) Chi khai trong truong hop biét rd.
® Pé nghi danh ddu X vao 6 néu co yéu cau cap ban sao va ghi 1o sd luong.
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NOI DUNG MAU HQ TICH PIEN TU TUONG TAC
PANG KY LAI KHAI SINH

I. Thong tin vé nguoi yéu cau diing ky lai khai sinh

(1) Ho, chir dém, tén;

(2) S dinh danh c4 nhén;

3) Glay to tuy than: Loat glay to st dung (CCCD/CMND/H9 chiéu/Gidy to hop 1¢ thay
thé); s6, ngay, thang, nam cip, co quan cap; ban chup dinh kém;

(4) Noi cu trii (noi thudng tra/noi tam tri/noi dang sinh song);

(5) Quan hé véi nguoi dugc khai sinh.

IL. Thong tin vé nguoi dwoe diang ky lai khai sinh

(6) Ho, chir dém, tén;

(7) Ngay, thang, nam sinh (tach bi€t riéng 03 truong thong tin: ngay, thang, nam; hé thdng
tr dong chuyén ndi dung tir s6 sang ghi bang chir);

(8) G161 tinh;

(9) Dan tdc;

(10) Qudc tich;

(11) Noi sinh (gom cac truong thong tin riéng theo dia danh hanh chinh: s6 nha; duong
pho thon/to/ban/ap, x4, phuong, thi trin; quan, huyén, thi x4, thanh phd thudc tinh, thanh
phé thudc thanh phé truc thudc Trung wong; tinh, thanh phd truc thudc Trung wong);

(12) Qué quan;

(13) Sé dinh danh c4 nhan;

(14) G1ay to tuy than: Loai glay to' st dung (CCCD/CMND/H( chiéu/Giy to hop 16 thay
thé); s6, ngay, thang, nam cap, co quan cap; ban chyp dinh kém.

I1I. Thong tin vé ngwdi me cia ngwoi dwoe dang Ky lai khai sinh

(15) Ho, chir dém, tén;

(16) Ngay, thang, nam sinh (tach biét riéng 03 truong thong tin: ngay, thang, nam);

(17) Dan tdc;

(18) Qudc tich;

(19) Sé dinh danh c4 nhan;

(20) Gidy to tiy than: Loai gidy to st dung (CCCD/CMND/H6 chiéu/Gidy to hop 18 thay
thé); s6, ngay, thang, nam cip, co quan cap; ban chup dinh kém;

(21) Noi cu tra (noi thudng tri/noi tam tri/noi dang sinh sdng).

IV. Thong tin vé ngwoi cha ciia ngudi dwoc ding Ky lai khai sinh

(22) Ho, chir dém, tén,;

(23) Ngay, thang, nam sinh (tach bi¢t riéng 3 truong thong tin ngay, thang, ndm);

(24) Dan toc;

(25) Qudc tich;

(26) S6 dinh danh c4 nhan;

(27) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H$ chiéu/Gidy to hop 16 thay
thé); sb, ngay, thang, nim cp, co quan cip; ban chup dinh kém;

(28) Noi cu tra (noi thudng tri/noi tam tri/noi dang sinh song).

V. Théng tin vé viéc ding ky khai sinh truéc day

(29) Co quan dang ky khai sinh trudce day;
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(30) Gidy khai sinh (s0, quyén sb, ngdy, thang, nim ding ky);

(31) Bé nghi cip ban sao:

o Co

S6 luong ban sao yéu cau: ...

0 Khong

(32) Ho so dinh kem theo quy dinh.

* Nguoi yéu cau cam doan céc thong tin cung cap 1a dung su that, khong con ban chinh
Gidy khai sinh, da nop du cac gidy to hién c6 va chiu hoan toan trach nhiém trudc phap
luét vé ndi dung cam doan cua minh.

* Truong hop cac thong tin vé giéy to chimg minh noi cu trd da duoc khai thac tur
CSDLQGVDC, dugc he thong dién tur dong thi khong phai xuat trinh (theo hinh thirc tryc
tlep) hodc tai 1én (theo hinh thirc tric tuyén).

* Mau dién tir twong tac ghi nhan thoi gian (gio, phut, gidy, ngay, thang, nam) hoan tat
viéc cung cdp thong tin; nguoi yéu cau trudc d6 da dang nhap vao hé théng, thuc hién xéac
thuc dién tir theo quy dinh.

Nguoi yéu cau dang ky lai khai sinh nhan Gidy khai sinh (ban chinh) tric tiép tai Co quan
dang ky ho tich.

Ban dién tir s& tur dong giri vé Kho quan 1y dir lidu ctia ca nhan/dia chi thu dién ti/thiét bi
so/dién thoai cta ngudi yéu cau sau khi di hoan tit thu tuc dang ky lai khai sinh tai co
quan dang ky hd tich.
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14. Thi tuc ding ky khai sinh cho ngudi di c6 hd so, gidy to ca nhan

Trinh ty thuc hién:

- Néu lya chon hinh thirc ndp hd so truc tiép, ngudi co yéu cau ding ky khai sinh
nop hod so dang ky khai sinh tai B phén Tiép nhan va tra két qua cuia UBND cap x3 ¢
tham quyén; nop 1¢ phi néu thuc truong hop phai nép 1€ phi dang ky khai sinh; nop phi
cip ban sao Gidy khai sinh néu c6 yéu cau cap ban sao Gidy khai sinh.

- Néu lya chon hinh thirc - nop hd so truc tuyén, ngudi co yéu cau dang ky khai sinh
truy cap Cong dich vu cong qudc gia hodc Cong dich vu cong cap tinh, dang ky tai khoan
(néu chua c6 tai khoan), xac thue nguoi dung theo hudng dan, dang nhap vao hé thong,
xéc dinh dung Uy ban nhén dan cap x4 c6 tham quyen

Ngudi ¢6 yéu cau dang ky khai sinh truc tuyen cung cap thong tin theo biéu mau ho
tich dién tir twong tac dang ky khai sinh (cung cap trén Cong dich vu cong), dinh kém ban
chup hodc ban sao dién tir cac gidy to, tai liéu theo quy dinh; ndp phi, 1 phi thong qua
chtrc nang thanh toan truc tuyén hoic béng cach thirc khac theo quy dinh phap luat, hoan
tat viéc nop ho so.

- Can bo tiép nhan ho so tai BO phan mot ctra c6 trach nhiém kiém tra tinh chinh
xac, day di, thong nhat, hop 1€ cua hé so.

(1) Truong hop hé so day du, hop 1¢ thi tiép nhan ho so, c6 Phiéu hen, tra két qua
cho nguoi ¢6 yéu cau (neu nguoi o yéu cau lua chon hinh thirc ndp ho so truc tiép) hoic
guri ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin nhén hen tra két qua qua dién
thoai di dong cho nguoi ¢ yéu cau (neu nguoi ¢6 yéu cau lua chon hinh thire ndp ho so
tryc tuyén), dong thoi chuyen hé so dé cong chirc lam cong tac ho tich xu ly.

Sau khi tiép nhan ho so theo hinh thirc ndp truc tiép, can bd tiép nhan ho so tai Bo
phan mot cura thuc hién s6 hoa (sao chup, chuyen thanh tai liéu dién to trén hé thong
thong tin, co so dit lidu) va ky sd vao tai lidu, hd so giai quyét thi tuc hanh chinh da duoc
s6 hoa theo quy dinh.

(i1) Truong hop ho so chua day du, hop 1¢ thi c6 thong bao cho nguoi yéu cau bo
sung, hoan thién hd so, néu rd loai gidy to, noi dung can bd sung dé ngudi c6 yéu cau bd
sung, hoan thién. Sau khi ho so duoc bo sung, thue hién lai bude (1);

(iif) Truong hop nguoi c6 yéu cau dang ky khai sinh khong bd sung, hoan thién
dugc hd so thi bao cao Trudng bd phan mot cira co thong bao tir chdi giai quyét yéu cau
dang ky khai sinh.

- Cong chuc tu phap - ho tich tham tra hd so (tham tra tinh thong nhat, hop 1¢ cua
cac thong tin trong hd so, gidy to, tai liu do ngudi yéu cau ndp, xuat trinh hodc dinh
keém).

+ Trudng hop hd so can bd sung, hoan thién hoic khong du diéu kién giai quyét,
phai tir chdi thi giri thong bao vé tinh trang hd so toi BO phan tiép nhin hd so dé thong
béo cho ngudi ndp hd so — thyce hién lai budc (ii) hodc (iii);

+ Truong hop can phai kiém tra, xac minh 1am rd hodc do nguyén nhan khac ma
khong thé tra két qua dung thoi gian d4 hen thi cong chirc 1am cong tac ho tich 1ap Phiéu
xin 16i va hen lai ngay tra két qua, trong d6 néu 13 Iy do cham tra két qua va thoi gian hen
tra két qua, chuyén Bo phén mot cua dé tra cho nguoi cd yéu cau (néu nguoi co yéu cau
lga chon hinh thirc ndp ho so truc tlep), hoac gtri Phiéu xin 13i va hen lai ngay tra két qua
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qua thu dién tir hodc giri tin nhin qua dién thoai di dong cho nguoi c¢é yéu cau (néu ngudi
¢ yéu cau lya chon hinh thire ndp ho so truc tuyén).

Truong hop gidy to ciia nguoi yéu cau ding ky khai sinh khong c6 thong tin chimg
minh quan hé cha, me, con thi co quan ding ky ho tich ¢6 vin ban dé nghi co quan cong
an c6 tham quyén xac minh. Trudng hop co quan cong an tra 10i khong co6 thong tin thi co
quan dang ky ho tich cho ngudi yéu cau dang ky khai sinh 14p vin ban cam doan vé thong
tin ciia cha, me va xac dinh nd1 dung khai sinh theo van ban cam doan.

+ Sau khi nhan duoc két qua xac minh hodc sau thoi han 20 ngay ké tir ngay gui
vin ban yéu cdu xac minh ma khong nhén dugc van ban tra loi, néu thiy ho so day du,
hop 1€, ding quy dinh, truong hop tiép nhan hd so dang ky khai sinh theo hinh thirc truc
tiép, thi cong chirc tu phap - ho tich thuc hién viéc ghi vao So dang ky khai sinh, cap nhat
thong tin dang ky khai sinh va luu chinh thrc trén Phan mém ding ky, quan 1y ho tich
dién tur dung chung.

Trudng hop tiép nhan hd so dang ky khai sinh theo hinh thire truc tuyén cong chtrc
tu phap - ho tich gui lai biéu mau Glay khai sinh dién tir véi thong tin ddy da cho ngudi
yéu cau qua thu dién tir hodc thiét bi sd.

Ngudi yéu cau c¢6 trach nhiém kiém tra tinh chinh xéc, day dii cia céc thong tin trén
biéu mau Gidy khai sinh dién tr va x4c nhan (t6i da mot ngay).

Néu ngudi co yéu cau xac nhan thong tin dd thong nhat, day du hodc khong c6 phan
héi sau thdi han yéu cau thi cong chire tu phap - ho tich thuc hién viée ghi ndi dung vao
S6 dang ky khai sinh, cip nhat thong tin dang ky khai sinh va luu chinh thic trén Phan
mém ding ky, quan 1y ho tich dién tir dung chung.

- Cong chure tu phap - ho tich in Giay khai sinh, trinh Lanh dao UBND ky, chuyén
t61 BO phan mot cira dé tra két qua cho nguoi cd yéu cau.

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

Cach thirc thyce hién:

Nguoi ¢6 yéu cau ding ky khai sinh truc tlep thue hién hodc uy quyén cho nguoi
khac thuc hién ndp ho so truc tiép tai B6 phan Tlep nhan va tra ket qua cua UBND cap xa
hodc guri hd so qua hé thdng buru chinh hodc ndp hd so truc tuyén trén Cong dich vu cong
qudc gia (https://dichvucong.gov.vn) hodc Cong dich vu cong cdp tinh
(https://dichvucong.haiduong.gov.vn).

Thanh phan ho so:

- To khai dang ky khai sinh theo mau (néu ngudi ¢6 yéu cau lya chon ndp hd so
theo hinh thtc tryc tuyén);

- Mdu hé tich dién ur twong tdac dang ky khai sinh (do nguoi yéu cau cung cap
théng tin theo hwdng dan trén Cong dich vu céng néu nguoi cé yéu cau lira chon nép ho
so theo hinh thirc triec tuyén).

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

* Gidy to' phdi np:

- Vin ban cam doan ctia ngudi yéu cau vé viée chua duoc ding ky khai sinh.

- Ban sao toan bd h so, gidy to ciia ngudi yéu cau hodc hd so, gidy to, tai liéu khac
trong d6 c6 thong tin lién quan dén nodi dung khai sinh, gdm: Gidy chirmg minh nhan dén,
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Thé cin cude cong dan hodc Ho chibu; glay t& chimg minh vé noi cu tru; Bang t6t nghiép,
Gidy ching nhén, Chung chi, Hoc ba, Ho so hoc tap do co quan c6 thAm quyén cap hoic
xac nhan; gidy to khac co thong tin vé ho, chit dém, tén, ngay, thang, nim sinh cia ca
nhan.

Ngudi yéu cau dang ky khai sinh ¢ trach nhiém nop ddy du ban sao cac gidy to
néu trén (néu cO) va phai cam doan da ndp du cac giéy t0' minh co; chiu trach nhiém, hé
qua cua vi¢c cam doan khong ding su that.

- Trudng hop ngudi yéu cau dang ky khai sinh 13 can bo, cong chuc, vién chirc,
nguoi dang cong tac trong luc lugng vi trang thi phai c6 van ban xac nhén cua Thu
truong co quan, don vi vé viéc nhitng ndi dung khai sinh cua nguoi do gbm ho, chit dém,
tén; gidi tinh; ngay, thang, nam sinh; dan tdc; quoc tich; qué quan; quan h¢ cha - con, me -
con phtt hop véi hd so do co quan, don vi dang quan 1y.

- Vin ban ty quyén theo quy dinh cta phap luét trong truong hop uy quyén thuc
hién viéc dang ky khai sinh. Truong hop nguoi dugce iy quyén la ong, ba, cha, me, con,
v, chong, anh, chi, em rudt ctia ngudi ty quyén thi vin ban iy quyén khong phai ching
thue.

* Gidy to phdi xudt trinh:

- H6 chiéu hodc Chtrng minh nhan dan hodc Thé cin cudc cong dén hodc cac gidy
to' khdc ¢6 dan anh va théng tin ca nhan do co quan c6 tham quyén cap, con gia tri st
dung dé ching minh vé nhan than cliia nguoi ¢ yéu cau dang ky khai sinh. Trueong hop
cac thong tin ca nhan trong cac gidy tO ndy da co trong CSDLQGVDC, CSDLHTDT,
duoc hé¢ thong dién tu dong thi khong phai tai 1én (theo hinh thire truc tuyén);

- Gidy to ¢6 gia tri chimg minh thong tin vé€ cu trl trong truong hop co quan dang
ky ho tich khong thé khai thac duge thong tin vé noi cu tri cua cong dan theo cac phuong
thitc quy dinh tai khoan 2 Diéu 14 Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cua
Chinh phu. Truong hop cac thong tin ve glay to ching minh noi cu tri da duoc khai thac
tr Co s6 dir lieu quoc gia vé dan cu bang cac phuong thie nay thi nguoi co yéu cau
khoéng phai xuat trinh (theo hinh thirc trire tiép) hodc tai 1én (theo hinh thirc truc tuyén).

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

*Luuy

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

+ Nguoi tiép nhén c¢6 trach nhiém kiém tra, dbi chiéu voi thong tin trong to khai,
chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho nguoi Xuat trinh, khong
dugc yéu cau ndp ban sao hoic ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich cé thé ndp ban sao chimg thuc tir ban chinh hoic
ban sao duoc cap tir s6 gdc hodc ban chup kém theo ban chinh gidy to dé dbi chiéu.
Truong hop ngudi yéu ciu ndp ban chup kém theo ban chinh gidy to thi nguoi tiép nhan
c6 trach nhiém kiém tra, ddi chiéu ban chup voi ban chinh va ky xac nhan, khong dugc
yéu cau ngudi di dang ky nop ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhén ding, du ho so dang ky ho tich theo
quy dinh ctia phéap luat ho tich, khong dugc yéu cau nguoi ding ky ho tich nop thém gidy
to ma phap luét ho tich khong quy dinh phéi ndp.
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- Do6i v6i gidy to giri kém theo néu ngudi yéu cau ndp hd so theo hinh thuc truce
tuyén:

+ Ban chup cac gidy to giri kém theo ho so ding ky khai sinh truc tuyén phai bao
dam rd nét, day da, toan ven vé ndi dung, 1a ban chup béng may anh, dién thoai hoac duogc
chup, dugc quét bang thlet bi dién tir, tir gidy to duoc cp hop 18, con gia tri sir dung.

+ Truong hop gidy to, tai liéu phai giri kém trong hd so ding ky khai sinh tryc
tuyén da c6 ban sao dién tir hodc da c6 ban dién tir gidy to ho tich thi ngudi yéu cau duoc
stt dung ban di¢n tir nay.

+ Khi dén co quan dang ky h¢ tich nhan ket qua (Glay khai sinh/ban sao Glay khai
sinh), ngudi co yéu cau dang ky khai sinh phai xudt trinh gidy to tuy than, ndp cac gidy to
la thanh phan ho so dang ky khai sinh theo quy dinh phap ludt ho tich.

- Gidy to do co quan ¢6 thim quyén ctia nude ngoai cip, cong ching hodc xac nhan
dé sir dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phap hoa lanh sy theo
quy dinh cta phap luat, trir truong hop duge mién theo didu wdc qubc té ma Viét Nam 1a
thanh vién.

- Truong hop nguoi yéu cau dang ky khai sinh khong cung cap duoc gidy to néu
trén theo quy dinh hodc gidy to ndp, xuat trinh bi tay x6a, stra chita, 1am gia thi co quan
dang ky ho tich co thAm quyén hily bo ket qua dang ky khai sinh.

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

Co quan dang ky ho tich tur chdi giai quyét hodc dé nghi co quan c6 thim quyén hay
bo két qua dang ky ho tich, néu c6 co so xac dinh ndi dung cam doan khong ding sy that.

S6 lwong hd so: 01 bo

Thoi han giai quyét: 05 ngay lam viéc. Truong hop phai c6 van ban xac minh thi
thoi han giai quyét khong qua 25 ngay.

Poi twong thwe hién thi tuc hanh chinh: C4 nhan

Co quan thyc hién thi tuc hanh chinh: Uy ban nhan dan cép x3 noi ngudi yéu
cau cu tril.

Co quan phoi hop: Co quan quan Iy CSDLQGVDC, Uy ban nhan dan cap x4 noi
nguoi yéu cau dang ky khai sinh cu tra trude ddy; Co quan cong an cd tham quyén.

Két qua thue hién thii tuc hanh chinh:

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

- Ban dién tir Gidy khai sinh (Ban dién tir sé tir dong guri vé Kho quan ly dit liéu cua
cd nhdn/dia chi thw dién ti/thiét bi sé/dién thoai ciia nguoi yéu cdau sau khi dd hoan tat
thu tuc dang ky khai sinh tai co quan dang ky ho tich).

Phi, 1€ phi:

5.000 dong/ lan (ddi vé6i treong hop ndp ho so truc tiép); 2.500 dong/lan (di véi
treong hop nop hé so truc tuyén).

* Mién 1& phi ding ky ho tich trong nhitng truong hop: Pang ky ho tich cho nguoi
thudc gia dinh c6 cong voi cach mang; ngudi thude hd nghéo; nguoi khuyét tat.

MAu don, mAu to khai:
+ T khai dang ky khai sinh (néu nop hd so theo hinh thirc truc tiép);
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+ Mau hé tich dién tir twong tdc dang ky khai sinh (néu nép hé so theo hinh thirc
truec tuyén).

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

Cong dan Viét Nam cu tra trong nudc, sinh trude ngay 01/01/2016, chua dugc
dang ky khai sinh, c6 hd so, glay to ca nhan (ban chinh hodc ban sao dugc chimg thyc
hop 1¢) nhur: gidy to tuy than; gidy to khac do co quan nha nudc c6 thim quyén cua Viét
Nam cap.

Can cir phap ly:

- Luat Ho tich nam 2014;

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

- Nghi dinh sb 87/2020/ND-CP ngay 28/7/2020 cua Chinh phti quy dinh vé Co s&
dir liéu ho tich dién tr, dang ky ho tich truc tuyén;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu sta dbi, bd sung
mot s6 diéu cua cac nghi dinh lién quan den viéc nop, xudt trinh s6 ho khau, so tam tra
gidy khi thyc hién thii tuc hanh chinh, cung cip dich vu cong;

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

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

- Thong tw s6 03/2023/TT-BTP ngay 02/8/2023 cua Bo tru’ang B6 Tw phdp sira doi,
b6 sung mot sé ndi dung cia Thong nr s 01/2022/TT-BTP ngay 04/01/2022 cua B9
truong Bo Tuw phap quy dinh chi tiét mot s6 diéu va bién phdp thi hanh Nghi dinh s6
87/2020/ND-CP ngay 28/7/2020 ciia Chinh phii quy dinh vé Co sé dit liéu hé tich dién tir,
dang ky ho tich truc tuyén,'

- Thong tu s6 09/2022/TT-BTP ngay 30/12/2022 ctia Bo truéng Bo Tu phap bii bo
mot s6 ndi dung tai cac Thong tu trong linh vuc trg giup phap 1y, ho tich do Bo truong Bo
Tu phap ban hanh;

- Théng tur s6 281/2016/TT-BTC ngay 14/11/2016 ciia Bo truong Bo Tai chinh quy
dinh mrc thu, ché do thu, ndp, quan 1y va st dung phi khai thac, st dung thong tin trong
co s& dir licu ho tich, phi xac nhan cé quéc tich Viét Nam, phi xac nhan 1a nguoi géc Viét
Nam, 1¢ phi quéc tich;

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

- Thong tu 86 106/2021/TT-BTC ngay 26/11/2021 cta Bo truéng Bo Tai chinh stra
d6i, bo sung mot sd diéu cua Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cia Bo Tai
chinh huéng dan vé phi va 1¢ phi thudc thAm quyén quyét dinh ctia Hoi dong nhin dan
tinh, thanh phé truc thue Trung uong.
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- Nghi quyét sé6 05/2023/NO-HPND ngay 13/7/2023 ciia Hoi dong nhdn dan tinh
Hai Duwong sira doi, bé sung, bdi bé mét sé ndi dung vé mirc thu, ché dg thu, nép, quan Iy
va st dung mét so khodn phi, 1é phi di dwoc quy dinh tai Nghi quyét sé 17/2016/NQO-
HPND ngay 05 thing 10 ndm 2016, Nghi quyét s6 04/2018/NOHDPND ngay 11 thing 7
nam 2018, Nghi quyét sé6 13/2020/NO-HPND ngady 24 thang 12 ndam 2020 va Nghi quyét
s6 04/2022/NQ-HDPND ngay 12 thing 7 nam 2022 cia Héi dong nhdn déan tinh Hdi
Duvong,

- Nghi quyét sé 06/2023/NQ-HPND ngdy 13/7/2023 cia Hpi dong nhédn dan tinh
Hai Dwong quy dinh mirc thu 1é phi doi véi hoat ddng cung cdp dich vu cong tric tuyén
trén dia ban tinh Hai Duong.

Ghi chii: Phan chit in nghiéng la néi dung sira doi, bé sung, thay thé.
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CONG HOA XA HOI Clilg NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phuc

TO KHAI DANG KY KHAI SINH

Quan hé v&1 nguot dugce khai Sinh: ...
Pé nghi co quan ding ky khai sinh cho ngwoi dudi day:

Ho, Chit d@m, teN:.........ooiiiiiiii et et ee e e e arae e
Ngay, thang, nam sinh: ...........ccccoveiiiiiiiiiieees ghi bang chil: ...c.oooveeeeeeeeeeennns

QUE QUIAN: ..ottt et ee ettt e eeeeeeeeeee e atesabbebeaeeeeeaaeeeeeeessannsnsnsssnsseeeeeeas
Ho, chir dém, ten N@WOT ME: .........ccoiiiiiiiiiiiii e e e eaee e
NAM SINN: O, DAN tOC: e Quoc tich: ..........

Ho, chir dém, tén nguwdi cha: ...
NAM SINN: O DAN tOC:veueeeeeenenne. Quoc tich: ...........

To61 cam doan ndi dung dé nghi dang ky khai sinh trén day la ding sy that, dugc su
thoa thuén nhét tri ciia céc bén lién quan theo quy dinh phap luat.
T6i chiu hoan toan trach nhiém trudc phéap lut vé ndi dung cam doan cta minh.
Lamtai: ......................... , NgaAy ........... thang ......... nam
Ngudi yéu cau
(Ky, ghi ro ho, chir dém, tén)

Dé nghi cAp ban sao®: C6 L], Khong []
86 luong: ...... bén .......................................

() Ghi 15 tén co quan dang ky khai sinh.
@ Ghi theo noi dang ky thuong tri; néu khong ¢ noi dang ky thuong tra thi ghi
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theo noi dang ky tam tra; truong hop khong c6 noi dang ky thuong tri va noi dang ky
tam tra thi ghi theo noi dang sinh song.

) Ghi thong tin vé gidy to tuy than cua nguoi di dang ky, ghi 16 s6, o quan
cap, ngay cap ho chiéu, chimg minh nhén déan hoac gidy to hop 1¢ thay thé (Vi du:
Chtng minh nhan dan sb 001089123 do Cong an thanh phd Ha Noi cip ngiy
20/10/2014).

@ Truong hop sinh tai co s&'y té thi ghi rd tén co sd' y té va dia chi tru so co sé
y t€ do.

Vi du: - Bénh vién Phu san Ha No6i, duong La Thanh, phuong Ngoc Khénh,

quan Ba Pinh, Ha No6i
- Tram y té xa Pinh Bang, huyén Tir Son, tinh Bic Ninh.

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

Vi dy: x3 Pinh Bang, huyén Tt Son, tinh Bic Ninh.

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

© P& nghi danh ddu X vao 6 néu co yéu cau cap ban sao va ghi 16 s luong..
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NOI DUNG MAU HO TICH PIEN TU TUONG TAC PANG KY KHAI SINH
I. Thong tin vé nguoi yéu cau ding ky khai sinh
(1) Ho, chir dém, tén;
(2) Sb dinh danh c4 nhan;
3) Glay to tuy than: Loai glay to st dung (CCCD/CMND/H9 chiéu/Giay to hop 1¢ thay
thé); s6, ngay, thang, nam cip, co quan cap; ban chup dinh kém;
(4) Noi cu tra (noi thuong tri/noi tam tri/noi dang sinh sdng);
(5) Quan hé véi nguoi dugc khai sinh.
II. Thong tin vé ngudi dugc ding ky khai sinh
(6) Ho, chir dém, tén;
(7) Ngay, thang, nam sinh (tach biét riéng 03 truong thong tin ngay, thang, nam sinh; hé
thdng tu dong chuyén noi dung tir s6 sang ghi bang chix);
(8) G161 tinh;
(9) Dan tdc;
(10) Qudc tich;
(11) Noi sinh (gdm cac trudng thong tin tach biét riéng theo dia danh hanh chinh: sé nha;
du(‘)’ng/phé; thén/té/bén/ép; xa, phuong, thi tran; quan, huyén, thi xa, thanh phé thudc tinh,
thanh phd thudc thanh phd truc thudc Trung wong; tinh, thanh phd truc thudc Trung
uong);
(12) Qué quan.
III. Thong tin vé nguwdi me ciia nguwoi dwge khai sinh
(13) Ho, chir dém, tén;
(14) Ngay, thang, nam sinh (tach biét ri€éng 03 trudong thong tin ngay, thang, nam);
(15) Sé dinh danh c4 nhan;
(16) Gidy to tiy than: Loai gidy to st dung (CCCD/CMND/H6 chiéu/Gidy to hop 18 thay
thé); s6, ngay, thang, nam cip, co quan cap; ban chup dinh kém;
(17) Dan tdc;
(18) Qudc tich;
(19) Noi cu tra (noi thuong tri/noi tam tri/noi dang sinh song).
IV. Théong tin vé ngudi cha ciia nguoi dwoc khai sinh
(20) Ho, chir dém, tén;
(21) Ngay, thang, nam sinh (tach bi¢t riéng 03 truong thong tin ngay, thang, nam);
(22) S dinh danh c4 nhén;
(23) Gidy to tiy than: Loai gidy to st dung (CCCD/CMND/H6 chiéu/Gidy to hop 18 thay
thé); s6, ngay, thang, nam cip, co quan cap; ban chup dinh kém;
(24) Dan tdc;
(25) Qudc tich;
(26) Noi cu tra (noi thudng tra/noi tam tri/noi dang sinh sdng);
(27) Bé nghi cip ban sao:
o Co
S6 luong ban sao yéu cau: ...
0 Khong
(28) Ho6 so dinh kém theo quy dinh.
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* Ngudi yéu cau cam doan cac thong tin cung cap, ndi dung dé nghi ding ky khai sinh
cho tré em 1a dung su that, d3 c6 sy thoa thuan nhat tri cta cha, me tré theo quy dinh phap
luat va chiu hoan toan trach nhiém truéc phap luat vé ndi dung cam doan ctia minh.

* Truong hop cac thong tin vé giéy to ching minh noi cu tra da duogc khai thac tu
CSDLQGVDC, dugc he thong dién tu dong thi khong phai xudt trinh (theo hinh thirc tryc
tlep) hodc tai 1én (theo hinh thirc truc tuyén)

* Mau dién tir twong tac ghi nhan thoi gian (gio, phut, gidy, ngay, thang, nam) hoan tat
viéc cung cap thong tin; nguoi yéu cau trudc d6 da dang nhap vao hé théng, thuc hién xéac
thuc dién tir theo quy dinh.

Nguoi yéu cau dang ky khai sinh nhan Gidy khai sinh (ban chinh) truc tiép tai co quan
dang ky ho tich.

Ban dién tr s€ ty dong guri vé Kho quan 1y dit liéu di¢n tir ctia ¢4 nhan/dia chi thu dién
ttr/thiét bi s6/dién thoai cta nguoi yéu cau sau khi d3 hoan tat thi tuc dang ky khai sinh tai
co quan dang ky ho tich.
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15. Thi tuc ding ky lai két hon

Trinh ty thuc hién:

- Néu lya chon hinh thitrc ndp hd so truc tiép, ngudi co yéu cau ding ky lai két hon
nop ho so dang ky lai két hon tai BO phan Tiép nhan va tra két qua cia UBND cép xi c6
tham quyen ndp 18 phi néu thude truong hop phai ndp 1¢ phi dang ky lai két hon.

- Néu lya chon hinh thirc nop hd so truc tuyen nguoi cd yéu cau dang ky lai két
hén truy cap Cong dich vu céng qudc gia hodc Cong dich vu cong cap tinh, dang ky tai
khoan (néu chua c6 tai khoan), xéac thyc nguoi dung theo huong dan, dang nhap vao hé
thdng, xac dinh ding Uy ban nhan dan cap x4 ¢6 thim quyen

Ngudi c6 yéu cau ding ky lai két hon truc tuyén cung cap thong tin theo mau ho
tich dién tir trong tac dang ky lai két hon (cung cap trén Cong dich vu cong), dinh kém
ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; ndp phi, 1& phi théng qua
chtrc nang thanh toan truc tuyén hodc bang cach thirc khac theo quy dinh phap luat, hoan
tat viéc nop ho so.

- Can bo tiép nhan ho so tai BO phan mot ctra c6 trach nhiém kiém tra tinh chinh
xac, day di, thong nhat, hop 1€ cua hé so.

(i) Truong hop ho so day du, hop 1¢ thi tiép nhan hd so, ¢ Phiéu hen, tra két qua
cho nguoi ¢6 yéu cau (neu nguoi o yéu cau lua chon hinh thirc ndp ho so truc tiép) hoic
guri ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin nhén hen tra két qua qua dién
thoai di dong cho nguoi ¢ yéu cau (neu nguoi c6 yéu cau lua chon hinh thire ndp ho so
tryc tuyén), dong thoi chuyen hé so dé cong chirc lam cong tac ho tich xu ly.

Sau khi tiép nhan ho so theo hinh thirc ndp truc tiép, can bd tiép nhan ho so tai Bo
phan mot ctra thuc hién s6 hoa (sao chup, chuyén thanh tai liéu dién tir trén hé thong
thong tin, co so dit liéu) va ky sd vao tai lidu, hd so giai quyét thi tuc hanh chinh da duoc
s6 hoa theo quy dinh.

(i1) Truong hop ho so chua day du, hop 1¢ thi c6 thong bao cho nguoi yéu cau bo
sung, hoan thién hd so, néu rd loai gidy to, noi dung can bd sung dé ngudi cé yéu cau bd
sung, hoan thién. Sau khi hd s0 dugc b6 sung, thuc hién lai budc (i);

(iii) Néu ngudi co yéu cau dang ky lai két hon khong bod sung, hoan thién duoc ho
so thi bao cao Trudng bo phan tiép nhan hd so ¢ van ban tir chdi giai quyét yéu cau ding
ky lai két hon.

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

+ Truong hop ho so can bo sung, hoan thién hodc khong du diéu kién giai quyét,
phai tir chéi thi giri thong bao vé tinh trang ho so téi Bo phan mét cira dé thong bao cho
ngudi ndp ho so — thue hién lai bude (i) hodc (iii);

+ Truong hop can phai kiém tra, xac minh 1am rd hodc do nguyén nhan khac ma
khong thé tra két qua dung thoi gian da hen thi cong chirc 1am cong tac ho tich 1ap Phiéu
xin 16i va hen lai ngay tra két qua, trong d6 néu 13 Iy do cham tra két qua va thoi gian hen
tra két qua, chuyén Bo phén mot cua dé tra cho nguoi cd yéu cau (néu nguoi co yéu cau
Itra chon hinh thirc ndp hd so truc tiép), hoic gui Phiéu xin 161 va hen lai ngay tra két qua
qua thu dién tir hodc gui tin nhin qua dién thoai di dong cho ngudi co yéu cau (néu ngudi
co yéu cau lya chon hinh thurc nop ho so truc tuyen).
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Truong hop viée ding ky lai két hon thue hién tai Uy ban nhan dan cap xa khong
phai noi da dang ky két hon trude day thi cong chire tu phép - ho tich béo cdo Cha tich Uy
ban nhan dan c6 vin ban dé nghi Uy ban nhan dan noi dang ky két hon trude diy kiém
tra, xac minh vé 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 trudce
day tién hanh kiém tra, xAc minh va tra 11 bang van ban vé viéc con luu giit hodc khong
lru gitt duge S6 ho tich.

+ Sau khi nhan duoc két qua xac minh vé viéc khong con luu gitr dugce S6 ho tich
tai noi da dang ky két hon hodc sau thoi han 20 ngay ké tir ngay gui van ban yéu ciu xac
minh ma khong nhén dugc van ban tra loi, néu thay ho so day du, hop 1€, ding quy dinh,
truong hop tiép nhan ho so dang ky lai két hon theo hinh thuc truc tiép, thi cong chirc tur
phap - ho tich thyc hién viéc ghi vao So dang ky két hon, cap nhat thong tin ding ky lai
két hon va luu chinh thire trén Phan mém dang ky, quan ly ho tich dién tir dung chung.

Trudng hop tiép nhan ho so dang ky lai két hon theo hinh thire truc tuyén, cong
chtre tu phap - ho tich gui lai biéu mau Gidy ching nhan két hon dién tir véi thong tin day
da cho nguoi yéu cau qua thu dién tir hodc thiét bi sd.

Nguoi yéu cau c6 trach nhiém kiém tra tinh chinh xéc, day dii cta céc thong tin trén
biéu mau Gidy ching nhan két hon dién tir va xac nhan (t6i da mot ngay).

Néu nguoi co yéu cAu xac nhan thong tin da thong nhat, day du hodc khong c6 phan
héi sau thoi han yéu cau thi cong chire tu phap - ho tich thyuc hién viée ghi vao S6 dang ky
két hon, cap nhat thong tin dang ky lai két hon va luu chinh thirc trén Phan mém ding ky,
quan 1y ho tich dién tir dung chung.

- Cong chirc tu phap - ho tich in Gidy chimg nhan két hon, trinh Lanh dao UBND
ky, chuyén toi Bo phan mot cira dé tra két qua cho ngudi co yéu cau.

- Nguoi co yéu cau dang ky lai két hon (hai bén nam, nit phai c6 mit, xuat trinh
gidy to tuy than dé d6i chiéu) kiém tra thong tin trén Gidy chung nhan két hon, trong S6
dang ky két hon, va ky tén vao S6 dang ky két hon, ky tén vao Gidy chimg nhan két hon,
mdi bén nam, nit nhan 01 ban chinh Giay ching nhan két hon.

Cach thirc thuc hién:

Nguoi ¢6 yéu cau dang ky lai ket hén thyc hién ndp hod so truc tiép tai Bo phan
Tiép nhén va tra két qua cia UBND cip x4 hodc ndp hd so tryc tuyén trén Cong dich vu
cong qudc gia (https:/dichvucong.gov.vn) hodc Céng dich wvu cong cip tinh
(https://dichvucong.haiduong.gov.vn) (bén nam hodc bén nir c6 thé nop hd so ma khong
can c6 van ban U uy quyen cua bén con lai).

Thanh phan ho so:

- To khai dang ky lai két hon theo mau (néu ngudi cé yéu cau lya chon nop hd so
theo hinh thirc truc tiép);

- MdNu hé tich dién tir twong tac dang ky lai két hén, trong d6 c6 cam doan céac thong
tin cung cap 1a dung sy that, khong con ban chinh Gidy ching nhén két hon, da nop du
cac gidy to hién c6 va chiu hoan toan trach nhiém trudc phap luat vé ndi dung cam doan
cia minh (do nguoi yéu ciu cung cap thong tin theo hudng dan trén Cong dich vu cong
néu ngudi ¢ yéu cau lya chon ndp hé so theo hinh thire truc tuyén).

- Ngudi ¢6 yéu cau ding ky lai két hon thuc hién viéc ndp/xuat trinh (theo hinh
thirc truc tiép) hodc tai 1én (theo hinh thirc truc tuyén) cac gidy to sau:
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* Gidy to phdi nfp:

- Ban sao Gidy chimg nhan két hon duoc cip trude day. Néu khong ¢ ban sao Gidy
chtrng nhan két hon thi ndp ban sao ho so, gidy to ca nhan co cc thong tin lién quan dén
ndi dung dang ky két hon.

* Gidy to phdi xudt trinh:

- Ho chiéu hodc Chtrng minh nhan dan hodc Thé cin cudc cong dan hodc cac gidy
to khac co dan anh va thong tin ca nhan do co quan c6 tham quyén cap, con gia tri s
dung dé chimg minh vé nhan than cua ca hai bén c6 yéu ciu dang ky lai két hon. Truong
hop cac thong tin ca nhan trong cac gidy to nay di c6 trong CSDLQGVDC, CSDLHTDT,
dugc hé thong dién ty dong thi khong phai tai 1én (theo hinh thire tryc tuyén);

- Gidy to ching minh noi cu tra dé xac dinh tham quyén (néu viéc dang ky lai két
hén thuc hién tai Uy ban nhan dan cdp xi khong phai 1a noi dang ky két hén trude day)
trong truong hop co quan ding ky ho tich khong thé khai thac dugc thong tin vé noi cu tra
ciia cong dan theo cac phuong thitc quy dinh tai khoan 2 Diéu 14 Nghi dinh sO
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop cac thong tin vé glay to
ching minh noi cu tra da dugc khai thac tir Co s¢ dir liéu quoc gia vé dan cu bang céc
phuong thire nay thi ngudi c6 yéu cau khong phai xuat trinh (theo hinh thirc truc tiép)
hoic tai 1én (theo hinh thirc truc tuyén).

*Luuy

- Déi voi gidy to ndp, xudt trinh néu nguoi yéu cau ndp hod so theo hinh thirc truc
tiép:

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

+ Nguoi yéu cau dang ky ho tich co thé nop ban sao ching thue tir ban chinh hoac
ban sao dugc cap tir s goc hodc ban chup kém theo ban chinh gidy to dé (101 chiéu.
Truong hop nguoi yéu cau nop ban chup kém theo ban chinh gidy to thi nguoi tiép nhan
cé trach nhiém kiém tra, d6i chiéu ban chup voi ban chinh va ky xac nhan, khong dugc
yéu cau ngudi di dang ky nop ban sao gidy to do.

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

- Poi voi gidy to giri kém theo néu ngudi yéu cau ndp hd so theo hinh thic tryc
tuyén

+ Ban chyp cac gidy to gui kem theo ho so ding ky lai két hon truc tuyén phai bao
dam rd nét, day du, toan ven vé ndi dung, 1a ban chyp bang may anh, di¢n thoai hoac dugc
chup, dugc quét bang thlet bi dién tu, tir gidy to dugc cap hop 1€, con gia tri sir dung.

+ Truong hop gidy to, tai liéu phai gii kém trong hd so ding ky lai két hon truc
tuyén dd co ban sao dién tir hodc da c6 ban dién tir gidy to ho tich thi ngudi yéu cau duoc
st dung ban dién tur nay.

+ Khi dén co quan dang ky hg tich nhan két qua (Glay chimg nhén két hon), hai bén
nam, nir o yéu cau dang ky lai két hon xuat trinh gidy to tuy than, nop cac gidy to 1a
thanh phan ho so dang ky lai két hon theo quy dinh phap luét ho tich.
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- Gidy to do co quan c6 tham quyén ctia nudc ngoai cip, cong chimg hodc xac nhan
dé str dung cho viéc ding ky ho tich tai Viét Nam phai dugc hop phap héa lanh sy theo
quy dinh cua phap luat, trir truong hop dugc mién theo diéu wéc qudc té ma Viét Nam 1a
thanh vién.

- Truong hop nguoi yéu cau dang ky lai két hon khong cung cip dugc gidy to néu
trén quy dinh hodc gidy to nop, xudt trinh bj tdy x0a, stra chita, lam gia thi co quan ding
ky ho tich c6 tham quyén hity bo két qua ding ky lai két hon.

S6 lwong ho so: 0/ b6

Thoi han gidi quyét: 05 ngay 1am viéc; truong hop phai xac minh thi thoi han giai
quyét khong qua 25 ngay.

Poi twong thyce hién thi tuc hanh chinh: Ca nhan

Co quan thyc hién tha tuc hanh chinh: Uy ban nhan dan cap xa noi da dang ky
két hon trude day hodc Uy ban nhan dan cp x3 noi nguoi yéu cau thuong tru.

Co quan phdi hop: Co quan quan Iy CSDLQGVDC; Uy ban nhan dan noi dang ky
két hon trude day trong trudng hop ding ky lai két hon tai Uy ban nhan dan cdp xi noi
ngudi yéu cau thuong tra.

Két qua thuc hién thi tuc hanh chinh:

- Gidy chting nhan két hon (ban chinh), mdi bén vo, chong 01 ban.

- Ban dién tvr Trich luc két hon (Ban dién tir sé tw dong gui vé Kho quan ly dir liéu
cia ca nhan/dia chi thw dién ti/thiét bi s6/dién thoai cua nguoi yéu cau sau khi da hoan
tdt thii tuc ding ky lai két hén tai co quan déang ky ho tich).

L¢ phi:

25.000 dong/lan (ddi véi truong hop ndp ho so truc tiép); 12.500 dong/lan (ddi voi
truong hop ndp hd so truc tuyén).

* Mién 1é phi cho nguoi thudce gia dinh c6 cong voi cach mang; ngudi thude ho
nghéo; nguoi khuyet tat.

MAiu don, miu to khai:

+ T khai dang ky lai két hon (néu ndp hd so theo hinh thic truc tiép);

+ Mau ho tich dién tir twong tac dang ky lai két hén (néu nép ho so theo hinh thire
triec tuyén).

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

- Viéc két hon da dugc dang ky tai co quan co tham quyén cta Viét Nam trude ngay
01/01/2016 nhung So dang ky két hon va ban chinh Gidy ching nhan két hon déu bi mat;

- Nguoi yéu cau dang ky lai két hon con sdng vao thoi diém tiép nhan ho so.

Can cir phap ly:

- Luat Hon nhan va gia dinh nam 2014;

- Luat Ho tich nam 2014;

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

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

- Nghi dinh sé 104/2022/ND-CP ngay 21/12/2022 ctia Chinh phu stra d6i, b sung
mot sb diu cua céac nghi dinh lién quan dén viéc nop, xuét trinh s6 ho khau, s6 tam tra
giéy khi thyc hi¢n tha tuc hanh chinh, cung céip dich vu cong;
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- Thong tu sd 04/2020/TT-BTP ngay 28/5/2020 cua Bo trudng Bé Tu phap quy
dinh chi tiét thi hanh mot s6 diéu ctia Luat Ho tich va Nghi dinh sb 123/2015/ND-CP ngay
15/11/2015 ctia Chinh phu quy dinh chi tiét mot sé diéu va bién phap thi hanh Luat Ho
tich;

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

- Thong tw s6 03/2023/TT-BTP ngay 02/8/2023 cua Bo tru’ang B6 Tw phdp sira doi,
b6 sung mot sé ndi dung cia Thong s 01/2022/TT-BTP ngay 04/01/2022 cua B¢
truong Bo Tuw phap quy dinh chi tiét mot s6 diéu va bién phdp thi hanh Nghi dinh s6
87/2020/ND-CP ngay 28/7/2020 ciia Chinh phii quy dinh vé Co s¢ dit liéu hé tich dién tir,
dang ky hé tich truc tuyén;

- Théng tur s6 281/2016/TT-BTC ngay 14/11/2016 ciia Bo truong Bo Tai chinh quy
dinh mrc thu, ché do thu, ndp, quan 1y va st dung phi khai thac, st dung thong tin trong
co s& dir licu ho tich, phi xac nhan cé quéc tich Viét Nam, phi xac nhan 1a nguoi géc Viét
Nam, 1¢ phi quéc tich;

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

- Thong tu 86 106/2021/TT-BTC ngay 26/11/2021 cta Bo truéng Bo Tai chinh stra
d6i, bo sung mot sd diéu cua Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cia Bo Tai
chinh huéng dan vé phi va 1¢ phi thudc thAm quyén quyét dinh cta Hoi dong nhin dan
tinh, thanh phé true thue Trung uong.

- Nghi quyet s 05/2023/NO-HDND ngay 13/7/2023 cua Hoi dong nhan dan tinh
Hai Duong sua a"oz bé sung, bai bé mét s6 néi dung vé mirc thu, ché do thu, ngp, quan Iy
va sw dung mét s6 khoan phl l¢ phi da dwoc quy dinh tai Nghi quyét sé 17/2016/NQ-
HDND ngay 05 thang 10 nam 2016, Nghi quyét s 04/201 8/NQHBND ngay 11 thang 7
nam 2018, Nghi quyét s6 13/2020/NQ -HDPND ngay 24 thang 12 nam 2020 va Nghi quyét
s6 04/2022/NQ-HDPND ngay 12 thang 7 nam 2022 cia Héi dong nhdn déan tinh Hdi
Duvong,

- Nghi quyét sé 06/2023/NQ-HPND ngdy 13/7/2023 cia Héi dong nhédn dan tinh
Hai Dwong quy dinh mitc thu 1é phi doi véi hoat ddng cung cdp dich vu céng trie tuyén
trén dia ban tinh Hai Duong.

Ghi chii: Phan chit in nghiéng la néi dung sira doi, bé sung, thay thé.
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CONG HOA XA HOI CIiI}g NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY LAI KET HON

N OT CU T B e e et e e e e e e e e e e e e e e e e e e e e

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

Ho, chir dé€m, t€n CUA VO ........oooiiiiiiiiiiii e e e e e e eennae s
Ngay, thang, nam SINN: ........oooiiiiiiiii e e e e e
DantocC: ..ooooviiiiiiiiii e Quéc tICh: Lo
NOT CU TPttt ettt ettt ereane

Ho, chit dém, tén clia ChOME: ......o.ooovvieeeeeeeeeeeeeeeeeeeee e
Ngay, thang, NAm SINN: ........oooiiiiiiiiiii e e eneeee e e e e
Dan tocC: «.ooooiiiiiiiiiei e Quéc tICh: Lo
INOT CU Tttt ettt st eeens

T61 cam doan nhitng nd1 dung khai trén day 1a ding sy that va chiu trach nhi¢m trudce
phap luat vé cam doan cua minh.

Lam tai: ........................ , NEAY e thang
......... AN ..............
Ngudi yéu cau
(Ky, ghi ro ho, chir dém, tén)
D& nghi cip ban sa0®: Co L], Khong [~ v
S6 lugng:....... ban
Chui thich:
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(M Ghi 13 tén co quan dang ky lai két hon.

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

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

@ Ghi 13 tén co quan di dang ky két hon trudce day.

®) Chi khai trong truong hop biét rd.

© P& nghi danh ddu X vao 6 néu cd yéu cau cp ban sao va ghi rd sb lugng.
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NOI DUNG MAU HO TICH PIEN TU TUONG TAC PANG KY LAI KET HON
I. Thong tin vé nguoi yéu cau diing ky lai két hon
(1) Ho, chir dém, tén;
(2) Sb dinh danh c4 nhan;
3) Glay to tuy than: Loai glay to st dung (CCCD/CMND/H9 chiéu/Giay to hop 1¢ thay
thé); s6, ngay, thang, nam cip, co quan cap; ban chup dinh kém;
(4) Noi cu trii (noi thudng tra/noi tam tri/noi dang sinh song).
I1. Thong tin nguwoi vo
(5) Ho, chir dém, tén;
(6) Ngay, thang, ndm sinh (tach biét riéng 03 truong thong tin ngay, thang, nam);
(7) Dan tdc;
(8) Qudc tich;
(9) S6 dinh danh c4 nhan;
(10) Glay to tuy than: Loai glay to st dung (CCCD/CMND/HG chiéu/Gidy to hop 1¢ thay
thé); s6, ngay, thang, nam cip, co quan cap; ban chup dinh kém;
(11) Noi cu tra (noi thudng tri/noi tam tri/noi dang sinh séng).
I11. Thong tin ngwoi chong
(12) Ho, chir dém, tén;
(13) Ngay, thang, nam sinh (tach biét ri€éng 03 trudong thong tin ngay, thang, nam);
(14) Dan toc;
(15) Qudc tich;
(16) S6 dinh danh c4 nhan;
(17) G1ay to tuy than: Loai glay to' st dung (CCCD/CMND/H( chiéu/Giy to hop 16 thay
thé); s6, ngay, thang, nam cip, co quan cap; ban chup dinh kém;
(18) Noi cu tra (noi thudng tri/noi tam tri/noi dang sinh séng).
IV. Théng tin vé viéc ding ky két hon truée diy
(19) Noi dang ky két hon trude day;
(20) Glay ching nhén két hon (sd, quyen s6, ngay, thang, ndm dang ky);
(21) Pé nghi cip ban sao:0 Co; S6 luong ban sao yéu cau: ..o Khong
(22) Ho so dinh kem theo quy dinh.
* Nguoi yéu cau cam doan céac thong tin cung cap 1a dung su that, khong con ban chinh
Gidy ching nhéan két hon, da nop du cac gidy to hién c¢6 va chiu hoan toan trach nhiém
truéc phap ludt vé ndi dung cam doan ctia minh.
* Truong hop cac thong tin vé giéy to chimg minh noi cu trd da duoc khai thac tur
CSDLQGVDC, dugc he thong dién tu dong thi khong phai xudt trinh (theo hinh thirc tryc
tlep) hodc tai 1én (theo hinh thirc tric tuyén).
* Mau dién tir tuong tac ghi nhan thoi gian (gio, phut, gidy, ngay, thang, nam) hoan tat
viéc cung cap thong tin; nguoi yéu cau trude d6 da dang nhap vao hé thdng, thuc hién xac
thuc dién tur theo quy dinh.
Ngudi yéu cau dang ky lai két hon nhan Ban chinh Gidy ching nhéan két hon truc tiép tai
co quan dang ky ho tich.
Ban dién tir s& tur dong giri vé Kho quan 1y dir lidu ctia c4 nhan/dia chi thu dién t/thiét bi
sd/dién thoai ctia ngudi yéu cau sau khi da hoan tat thi tuc dang ky lai két hon tai co quan
dang ky ho tich.
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16. Thu tuc dang ky lai khai tir

Trinh ty thuc hién:

- Néu lira chon hinh thirc ndp hé so truc tiép, nguoi cé yéu cau ding ky lai khai tur
nop ho so dang ky lai khai tir tai B phan Tiép nhan va tra két qua cia UBND cép x3 ¢
tham quyén; nop 1& phi néu thudc treong hop phai ndp 1€ phi dang ky lai khai tir; nop phi
cap ban sao Trich luc khai tr néu c6 yéu cau cap ban sao Trich lyc khai tur.

- Néu lya chon hinh thtrc nop hd so true tuyén, ngudi co yéu cau dang ky lai khai tur
truy cap Cong dich vu cong qudc gia hodc Cong dich vu cong cap tinh, dang ky tai khoan
(néu chua c6 tai khoan), xac thue nguoi dung theo hudng dan, dang nhap vao hé thong,
xéc dinh dung Uy ban nhan dan cap xi c6 tham quyeén.

Ngudi ¢6 yéu cau dang ky lai khai tir tryc tuyen cung cap thong tin theo mau ho
tich dién tir twong tac dang ky lai khai tir (cung cép trén Cong dich vu cong), dinh kém
ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; ndp phi, 1& phi théng qua
chtrc nang thanh toan truc tuyén hodc bang cach thirc khac theo quy dinh phap luat, hoan
tat viéc nop ho so.

- Can bo tiép nhan ho so tai BO phan mot ctra c6 trach nhiém kiém tra tinh chinh
xac, day di, thong nhat, hop 1€ cua hé so.

(1) Truong hop hé so day du, hop 1¢ thi tiép nhan ho so, c6 Phiéu hen, tra két qua
cho nguoi ¢6 yéu cau (neu nguoi o yéu cau lua chon hinh thirc ndp ho so truc tiép) hoic
guri ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin nhén hen tra két qua qua dién
thoai di dong cho nguoi ¢ yéu cau (neu nguoi ¢6 yéu cau lua chon hinh thire ndp ho so
tryc tuyén), dong thoi chuyen hé so dé cong chirc lam cong tac ho tich xu ly.

Sau khi tiép nhan ho so theo hinh thirc ndp truc tiép, can bd tiép nhan ho so tai Bo
phan mot cura thuc hién s6 hoa (sao chup, chuyen thanh tai liéu dién to trén hé thong
thong tin, co so dit lidu) va ky sd vao tai lidu, hd so giai quyét thi tuc hanh chinh da duoc
s6 hoa theo quy dinh.

(i1) Truong hop ho so chua day du, hop 1¢ thi c6 thong bao cho nguoi yéu cau bo
sung, hoan thién hd so, néu rd loai gidy to, noi dung can bd sung dé ngudi c6 yéu cau bd
sung, hoan thién. Sau khi ho so dugc b6 sung, thuc hién lai budc (i);

(iii) Néu ngudi co yéu cau dang ky lai khai tir khong bd sung, hoan thién duoc ho
so thi bao cao Trudng bd phan tiép nhin hd so ¢ van ban tir chdi giai quyét yéu cau ding
ky lai khai tur.

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

+ Trudng hop hd so can bd sung, hoan thién hoic khong du diéu kién giai quyét,
phai tir chéi thi giri thong bao vé tinh trang hd so téi B phian mot cira dé thong bao cho
ngudi ndp ho so — thue hién lai bude (ii) hodc (iii);

+ Truong hop can phai kiém tra, xdc minh 1am rd hodc do nguyén nhan khac ma
khong thé tra két qua dung thoi gian d4 hen thi cong chirc 1am cong tac ho tich 1ap Phiéu
xin 16i va hen lai ngay tra két qua, trong d6 néu 13 Iy do cham tra két qua va thoi gian hen
tra két qua, chuyén Bo phén mot cua dé tra cho nguoi cd yéu cau (néu nguoi co yéu cau
lga chon hinh thirc ndp ho so truc tlep), hoac gtri Phiéu xin 13i va hen lai ngay tra két qua
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qua thu dién tir hodc giri tin nhin qua dién thoai di dong cho nguoi c¢é yéu cau (néu ngudi
¢ yéu cau lya chon hinh thire ndp ho so truc tuyén).

+ Néu thay thong tin khai tur day du va phu hop, ho so day du, hop 1¢, dung quy
dinh, truong hop tiép nhan hd so ding ky lai khai tir theo hinh thire truc tiép, thi cong
chure tu phap - ho tich thyc hién viéc ghi vao So dang ky khai tir, cap nhat thong tin dang
ky lai khai tr va luu chinh thtrc trén Phan mém ding ky, quan Iy ho tich dién tir dung
chung.

Trudng hop tiép nhan ho so dang ky lai khai tir theo hinh thire truc tuyén cong
chire tu phap - ho tich gui lai biéu mau Trich lyc khai tir dién tir voi thong tin day du cho
nguoi yéu cau qua thu dién tir hodc thiét bi so.

Ngudi yéu cau c6 trach nhiém kiém tra tinh chinh x4c, day dii cia céc thong tin trén
biéu mAu Trich luc khai tir dién tir va xac nhan (t6i da mot ngay).

Néu nguoi co yéu cau xac nhan thong tin di thong nhat, ddy du hodc khong c6 phan
hdi sau thoi han yéu cau thi cong chure tu phap - ho tich thyc hién viéc ghi ndi dung vao
S6 dang ky khai tir, cip nhat thong tin dang ky lai khai tir va luu chinh thirc trén Phan
mém ding ky, quan 1y ho tich dién tir dung chung.

- Cong chuc tu phdp - ho tich in Trich luc khai tu, trmh Lanh dao UBND ky,
chuyén t6i B6 phan mot cua dé tra két qua cho nguoi cd yéu cau.

- Ngudi ¢6 yéu cau dang ky lai khai tir kiém tra thong tin trén Trich luc khai tt,
trong SO dang ky khai tir va ky tén vao S6 dang ky khai ttr, nhan Trich luc khai tur.

Cach thirc thuc hién:

Ngudi co yéu cau diang ky lai khai tir truc tiép thuc hién hodc uy quyén cho nguoi
khac thyc hién viéc dang ky lai khai tir tai Bo phan Tiép nhan va tra ket qua cuia UBND
cap xa hoic gui hd so qua hé thdng buu chinh hodc ndp hd so truc tuyén trén Cong dich
vu cong qudc gia (https:/dichvucong.gov.vn) hoic Cong dich vu cong cip tinh
(https://dichvucong.haiduong.gov.vn).

Thanh phan ho so:

- To khai ding ky lai khai tir theo miu (néu ngudi c6 yéu cau lya chon nop ho so
theo hinh thirc truc tiép);

- Md~u ho tich dién twr twong tac dang ky lai khai ti, trong d6 c6 cam doan cac thong
tin cung cap 1a dung su that, khong con ban chinh Gidy chimg ti/Trich luc khai tr, da np
du cac giay to hién c6 va chiu hoan toan trach nhiém trudc phap luat vé ndi dung cam
doan cua minh (do nguoi yéu cau cung cap thong tin theo hudng dan trén Cong dich vu
cong néu ngudi co yéu cau lya chon nop hd so theo hinh thuc truc tuyen)

- Nguoi ¢ yéu cau diang ky lai khai tir thyuc hién viéc ndp/xuét trinh (theo hinh thirc
tryc tiép) hodc tai 1én (theo hinh thirc truc tuyén) cac gidy to sau:

* Gidy to phdi nép:

- Ban sao Gidy chung tir trudc diy duoc cap hop 16. Néu khong c6 ban sao Gidy
chtng tir trude day duoc cap hop 18 thi ndp ban sao ho so, gidy to lién quan ¢ ndi dung
chtrng minh su kién chét.

- Vin ban y quyén theo quy dinh cua phap luat trong truong hop uy quyén thuc
hién viéc dang ky lai khai tir. Truong hop nguoi duge uy quyén 1a ong, ba, cha, me, con,
v, chong, anh, chi, em rudt ctia ngudi iy quyén thi vin ban iy quyén khong phai ching
thuc.
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* Gidy to phai xudt trinh:

- H6 chiéu hodc Chtrng minh nhan din hodc Thé cin cudc cong dan hodc cac gidy
t& khac co dan anh va thong tin ca nhin do co quan cé thdm quyén cap, con gia tri sir
dung dé chirng minh vé nhan than cta ngudi c6 yéu cau ding ky lai khai tir. Truong hop
cac thong tin ca nhan trong cac gidy to nay di co trong CSDLQGVDC, CSDLHTDT,
duogc hé thong dién ty dong thi khong phai tai 1én (theo hinh thire truc tuyén).

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

*Luuy

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

+ Nguoi tiép nhén c¢6 trach nhiém kiém tra, dbi chiéu voi thong tin trong to khai,
chup lai hodc ghi lai thong tin dé luu trong ho6 so va tra lai cho nguoi xuét trinh, khong
duoc yéu cau ndp ban sao hodc ban chup giay to do.

+ Nguoi yéu cau dang ky ho tich co thé nop ban sao ching thue tir ban chinh hoac
ban sao dugc cap tir s goc hodc ban chup kém theo ban chinh gidy to dé (101 chiéu.
Truong hop nguoi yéu cau nop ban chup kém theo ban chinh gidy to thi nguoi tiép nhan
c6 trach nhiém kiém tra, ddi chiéu ban chup v6i ban chinh va ky xac nhan, khong dugc
yéu cau ngudi di dang ky nop ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhén dung, du ho so dang ky ho tich theo
quy dinh ctia phap ludt ho tich, khong dugc yéu cau ngudi dang ky ho tich ndp thém gidy
to' ma phap luat ho tich khong quy dinh phai ndp.

- P6i voi gidy to giri kém theo néu ngudi yéu cau ndp hd so theo hinh thirc truc
tuyén

+ Ban chyp cac gidy to gui kém theo hd so dang ky lai khai tr tryc tuyén phai bao
dam rd nét, day du, toan ven vé ndi dung, 1a ban chyp bang may anh, di¢n thoai hoac dugc
chup, dugc quét bang thlet bi dién tir, tir gidy to duoc cp hop 1€, con gia tri sir dung.

+ Trudng hop gidy to, tai liéu phai giri kém trong ho so dang ky lai khai tur tryc
tuyén da c6 ban sao dién tir hodc da c6 ban dién tir gidy to ho tich thi ngudi yéu cau duoc
stt dung ban di¢n tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Trich lyc khai ti/ban sao Trich
luc khai tr), nguoi c6 yéu cau dang ky lai khai tir phai xuat trinh gidy to tuy than, ndp cac
gidy to 1a thanh phan ho so dang ky lai khai tir theo quy dinh phép luat ho tich.

- Gidy to do co quan ¢6 thim quyén ctia nude ngoai cip, cong ching hodc xac nhan
dé sir dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phap hoa lanh sy theo
quy dinh cta phap luat, trir truong hop duge mién theo didu wdc qubc té ma Viét Nam 1a
thanh vién.

- Truong hop nguoi co yéu cau ding ky lai khai tir khong cung cap duogc gidy to
néu trén theo quy dinh hoac giay to ndp, xuat trinh bi tdy x0a, stra chira, lam gia thi co
quan ding ky ho tich c6 thAm quyén huy bo két qua diang ky lai khai tur.

S6 lwong hd so: 01 bo

Thoi han gidi quyét: 05 ngay 1am viéc; truong hop can xac minh thi thoi han giai
quyét khong qua 10 ngay lam viéc.

Poi twong thwe hién thii tuc hanh chinh: C4 nhan
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Co quan thie hién thi tuc hanh chinh: Uy ban nhan din cip x4, noi dd ding ky
khai tr trude day.

Co quan phdi hep: Co quan quan Iy CSDLQGVDC.

Két qua thyc hién thi tuc hanh chinh:

- Trich luc khai tir (ban chinh), ban sao Trich luc khai tir (trudng hop yéu cau cép
ban sao Trich luc khai tir).

- Ban dién tw Trich luc khai tw (Ban dién tu sé tw dong gui vé Kho quan ly dir liéu
cia ¢ nhan/dia chi thu dién ti/thiét bi so/dién thoai ciia nguoi yéu cau sau khi da hoan
tat thi tuc dang ky lai khai t tai co quan dang ky ho tich).

Phi, 1€ phi:

5.000 dong/lan (d6i voi truong hop nop hd so truc tiép); 1a 2.500 dong/lan (d6i véi
truong hop nop hd so truc tuyén).

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

MAu don, mAu to khai:

+ T khai dang ky lai khai tir (néu ndp hd so theo hinh thirc truc tiép);

+ Mdu hé tich dién tir tuong tdc dang ky lai khai tir (néu nép ho so theo hinh thirc
truec tuyén).

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

Viéc khai tr dd duoc dang ky tai co quan c6 thim quyén cua Viét Nam trude ngay
01/01/2016 nhung S6 dang ky khai ttr va ban chinh Gidy chung tir déu bi mat.

Can cir phap ly:

- Luat Ho tich nam 2014;

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

- Nghi dinh sb 87/2020/ND-CP ngay 28/7/2020 cua Chinh phti quy dinh vé Co s&
dir liéu ho tich dién tur, dang ky ho tich truc tuyén;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu sta dbi, bd sung
mot s6 diéu cua cac nghi dinh lién quan den viéc nop, xudt trinh s6 ho khau, so tam tra
gidy khi thyc hién thu tyc hanh chinh, cung cap dich vu cong;

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

- Théng tu s6 01/2022/TT-BTP ngay 04/01/2022 cta Bo truong 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 ctia Chinh pht quy dinh vé Co s& dir liéu ho tich dién tir, dang ky ho tich truc
tuyén;

- Thong tw s6 03/2023/TT-BTP ngay 02/8/2023 cua Bo truong Bo Tu phap sua doi,
b6 sung mét sé néi dung ciia Thong tu s 01/2022/TT-BTP ngay 04/01/2022 cua Bo
truong Bé Tw phdp quy dinh chi tiét mét sé diéu va bi¢n phap thi hanh Nghi dinh s6
87/2020/NP-CP ngay 28/7/2020 ciia Chinh phii quy dinh vé Co sé dir liéu hé tich dién tir,
dang ky hé tich truc tuyén;
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- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cta Bo truéng Bo Tai chinh quy
dinh muc thu, ché d6 thu, ndp, quan 1y va st dung phi khai thac, st dung thong tin trong
co so dit liéu ho tich, phi xac nhan c6 qudc tich Viét Nam, phi x4c nhéan 1a nguoi gbe Viét
Nam, 18 phi quc tich;

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

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 ctia Bo truong B Tai chinh sta
d6i, bd sung mot sd diéu cua Thong tu sb 85/2019/TT-BTC ngay 29/11/2019 ciia Bo Tai
chinh huéng dan vé phi va 18 phi thudc tham quyén quyét dinh ctia Hoi dong nhan dan
tinh, thanh phé true thue Trung uong.

- Nghi quyet s 05/2023/NO-HDND ngay 13/7/2023 cua Hoi dong nhan dan tinh
Hai Duong sua a"oz bé sung, bai bé mét s6 néi dung vé mirc thu, ché do thu, ngp, quan Iy
va sir dung mét s6 khoan phi, 1é phi da dwoc quy dinh tai Nghi quyét sé 17/2016/NQ-
HBPND ngay 05 thang 10 nam 2016, Nghi quyét s6 04/2018/NOHDND ngay 11 thing 7
nam 2018, Nghi quyét sé6 13/2020/NO-HPND ngady 24 thang 12 ndam 2020 va Nghi quyét
s6 04/2022/NQ-HDPND ngay 12 thing 7 nam 2022 cia Héi dong nhdn déan tinh Hdi
Duong,

- Nghi quyét sé 06/2023/NO-HDPND ngay 13/7/2023 ciia Héi dong nhdn dén tinh
Hai Dwong quy dinh mirc thu 1é phi doi véi hoat déng cung cdp dich vu cong triee tuyén
trén dia ban tinh Hai Duong.

Ghi chii: Phan chiv in nghiéng la néi dung sira déi, bé sung, thay thé.
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CONG HOA XA HOI CHJ] NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY LAI KHAI TU

N OT CU T B e e et e e e e e e e e e e e e e e e e e e e e

Quan hé VOi NGUTT A8 CHEL: ...
Dé nghi co quan ding ky lai khai tir cho ngudi ¢6 tén dudi day:

Ho, chir d@m, tEN: .......oooiiiiiiiiiii e e
Ngay, thang, nam SINN: ........oooiiiiiiiii e et e e e e
Gio1 tinh:.......evvveveeennnnn. Dan toc: ...cooeeeees veeeennnn. Quéc tich: oo

INOT CREE: ..o
Nguyn nhan Chet:™® ..o ooioeeeeeeeees e e e
b3 ding ky khai tor tai: © ... ngay .......... thang
.......... NAM ceiiiiiiiieeeeee e

T61 cam doan nhirng ndi dung khai trén day la ding su that va chiu trach nhi¢m truéc
phap luat vé cam doan cua minh.

Lam tai: .......................l , NgAY ... thang
......... AN ...
Ngudi yéu ciu
(Ky, ghi ro ho, chir dém, tén)
pé nghi Cé(lp ban sao?: Co D’ Khong D ..........................................
S6 lugng:....... ban
Chu thich:

() Ghi 5 tén co quan dang ky lai khai tir.
@ Ghi theo noi ding ky thudng tra; néu khong c6 noi ding ky thuong tra thi
ghi theo noi1 dang ky tam tra; truong hop khong c6 noi dang ky thuong tri va noi
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dang ky tam tra thi ghi theo noi dang sinh song.

4 Ghi thong tin vé gidy to tuy than nhu: hd chiéu, ching minh nhan dan hoic
gidy t hop 16 thay thé (vi du: Chtrng minh nhan dan s6 001089123 do Cong an thanh
phb Ha Nbi cap ngay 20/10/2004).

@ Trudng hop chua xac dinh dugc thi dé trong.

) Ghi 13 tén co quan da dang ky khai tir trude day.

© Chi khai trong truong hop biét rd.

M Pé nghi danh ddu X vao 6 néu co yéu cau cap ban sao va ghi rd sd luong.
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NOI DUNG MAU HQ TICH BPIEN TU TUONG TAC
THU'C HIEN PANG KY LAI KHAI TU

I. Thong tin vé nguoi yéu cau diing ky lai khai tir

(1) Ho, chir dém, tén;

(2) S dinh danh c4 nhén;

3) Glay to tuy than: Loat glay to st dung (CCCD/CMND/H9 chiéu/Gidy to hop 1¢ thay

thé); s6, ngay, thang, nam cip, co quan cap; ban chup dinh kém;

(4) Noi cu trii (noi thudng tra/noi tam tri/noi dang sinh song);

(5) Quan hé véi nguoi dugc khai tu.

II. Thong tin vé nguwoi dwoe ding ky lai khai tir

(6) Ho, chir dém, tén;

(7) Ngay, thang, ndm sinh (tach biét riéng 03 truong thong tin ngay, thang, nam);

(8) S6 dinh danh c4 nhan;

) Glay to tuy than: Loat glay to st dung (CCCD/CMND/H9 chiéu/Gidy to hop 1¢ thay

thé); s6, ngay, thang, ndm cap, co quan cap; ban chup dinh kem;

(10) Noi cu tra cudi cung (noi thuong tra/noi tam tra/noi sinh séng trude khi chét);

(11) Thoi gian chét: gid, phat, ngay, thang, nim (tach biét riéng cac truong thong tin gid,

phut, ngay, thang, nam);

(12) Noi chét;

(13) Nguyén nhan chét (c6 chu thich: néu chua xac dinh dugc/chua rd thi dé trong).

III. Thong tin vé viéc ding ky khai tir truée day

(14) Noi dang ky khai tur trude day;

(15) Gidy chimg tir/Trich luc khai tir (sd, quyén s6, ngdy, thang, nim dang ky);

(16) Dé nghi cip ban sao:

o Co

S6 lugng ban sao yéu cau: ...

0 Khong

(17) Ho so dinh kem theo quy dinh.

* Nguoi yéu cau cam doan céac thong tin cung cap la dung sy that, khong con ban chinh

Gidy chimg tir/Trich luc khai tir, da ndp du cac gidy to hién c6 va chiu hoan toan trach

nhiém trudc phap luat vé ndi dung cam doan ctia minh.

* Truong hop cac thong tin vé giéy to chimg minh noi cu trd da duoc khai thac tur
CSDLQGVDC, dugc he thong dién tur dong thi khong phai xudt trinh (theo hinh thirc tryc

tlep) hodc tai 1én (theo hinh thirc tric tuyén).

* Mau dién tir tvong tac ghi nhan thoi gian (gio, phut, gidy, ngay, thang, nim) hoan tat

viéc cung cap thong tin; nguoi yéu cau trude d6 da dang nhap vao hé thdng, thuc hién xac

thuc dién tur theo quy dinh.

Ngudi yéu cau diang ky lai khai tir nhan Trich luc khai tir (ban chinh) truc tiép tai co quan

dang ky ho tich.

Ban dién tir s& tr dong giri vé Kho quan 1y dir lidu ctia ca nhan/dia chi thu dién ti/thiét bi

so/dién thoai ctia nguoi yéu cau sau khi da hoan tat thu tuc ding ky lai khai tir tai co quan

dang ky ho tich.
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17. Thi tuc cAp ban sao Trich luc hd tich

Trinh tu thuc hién:

- Néu lyra chon hinh thirc ndp ho so truc tiép, ngudi ¢ yéu ciu cip ban sao Trich
luc hé tich ndp hd so dé nghi cip ban sao Trich luc ho tich tai B6 phan mot cira/Trung tAm
hanh chinh céng ctia Co quan quan 1y Co s& dit liéu ho tich dién tir o tham quyén; nop
phi theo quy dinh phép luit.

Truong hop co quan, t6 chirc c6 thAim quyén dé nghi cip ban sao Trich luc ho tich
clia ¢4 nhan thi gii van ban yéu cau néu rd 1y do cho Co quan quan 1y Co so dit liéu ho
tich dién tur.

- Néu lya chon hinh thtrc ndp hd so tryc tuyén, nguoi c6 yéu cau cap ban sao Trich
luc ho tich truy cép Cong dich vu cong quéc gia hoic Cong dich vu cong cap tinh, ding
ky tai khoan (néu chua c6 tai khoan), xac thuc nguoi dung theo hudng dan, dang nhap vao
hé théng, xac dinh dung Co quan quan ly Co so dir liéu ho tich dién tr co tham quyeén.

Nguoi o yéu cau cap ban sao Trich luc ho tich truc tuyén cung cép thong tin theo
mﬁu dién tir twong tac yéu cau cap ban sao Gidy khai sinh, ban sao Trich luc ho tich (cung
cap trén Cong dich vu cong), dinh kem ban chup hodc ban sao dién tu cac gidy to, tai liéu
lién quan dén noi dung de nghi cap ban sao Trich luc h¢ tich; ndp phi thong qua chuc
ning thanh toan tryc tuyén hoic bang cach thirc khac theo quy dinh phap luat, hoan tat
viéc nop ho so.

- Can bd tiép nhan ho so tai Bd phan mot cira ¢d trach nhiém kiém tra tinh chinh
xéc, day du, théng nhat, hop 18 cta ho so.

(1) Truong hop hé so day du, hop 1¢ thi tiép nhén hé so; néu tiép nhan ho so sau 15
gio thi co Phleu hen, tra két qua cho nguoi ¢ yéu cau trong ngdy lam viéc tlep theo (neu
ngudi ¢6 yéu cau lya chon hinh thirc ndp hd so truc tiép) hoic giri ngay Phiéu hen, tra két
qua qua thu dién tir hodc gui tin nhan hen tra két qua qua dién thoai di dong cho nguoi co
yéu cau (néu ngudi c6 yéu cau lya chon hinh thirc ndp hd so truc tuyén); chuyén ho so dé
cong chtrc lam cong tac ho tich xur ly.

- Sau khi tiép nhén ho so theo hinh thirc nop truc tiép, can bo tiép nhén ho so tai BO
phan mot cura thuc hién s6 hoa (sao chup, chuyén thanh tai liéu dién to trén hé théng
thong tin, co so dit lidu) va ky sd vao tai lidu, hd so giai quyét thi tuc hanh chinh da duoc
s6 hoa theo quy dinh.

(i1) Truong hop ho so chua day du, hop 1¢ thi c6 thong bao cho nguoi yéu cau bo
sung, hoan thién hd so, néu rd loai gidy to, noi dung can bd sung dé ngudi c6 yéu cau bd
sung, hoan thién. Sau khi ho so duoc bo sung, thue hién lai bude (1);

(iit) Truong hop nguoi c6 yeu cau cap ban sao Trich lyc ho tich khong bd sung,
hoan thién dugc hd so thi bao cdo Trudng bd phan mot clra cd thong bao tir chdi giai
quyét yéu cau cap ban sao Trich luc hé tich.

- Cong chirc lam cong tac ho tich tham tra ho so (tham tra tinh thong nhét, hop 18
ctia cac thong tin trong ho so, gidy to, tai liéu do ngudi yéu cau ndp, xuit trinh hodc dinh
kém).

+ Truong hop hd so can bd sung, hoan thién hodc khong du diéu kién giai quyét,
phai tir chéi thi giri thong bao vé tinh trang hd so téi B phan mot cira dé thong bao cho
ngudi ndp hd so — thye hién lai budc (ii) hoic (iii);
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+ Truong hop can phai kiém tra, xac minh 1am rd hodc do nguyén nhan khac ma
khong thé tra két qua dung thoi gian d hen thi cong chirc 1am cong tac ho tich 1ap Phiéu
xin 16i va hen lai ngay tra két qua, trong d6 néu 15 Iy do cham tra két qua va thoi gian hen
tra két qua, chuyén Bo phén mot cua dé tra cho nguoi cd yéu cau (néu nguoi co yéu cau
Iira chon hinh thirc ndp hé so truc tiép), hodc gui Phiéu xin 16i va hen lai ngay tra két qua
qua thu dién tir hodc gui tin nhin qua dién thoai di dong cho ngudi co yéu cau (néu ngudi
co yéu cau lya chon hinh thirc nop ho so truc tuyen).

+ Néu thay hd so day dua, hop 18, ding quy dinh, truong hop tiép nhan hd so cip
ban sao Trich luc ho tich theo hinh thirc truc tiép, thi cong chirc 1am cong tac ho tich in
ban sao Trich lyc ho tich trinh Thu truéng Co quan quan ly Co s¢ dir liéu ho tich dién tur
ky, chuyén téi Bo phén mét cua dé tra ket qua cho nguoi ¢ yéu cau.

Trudng hop tiép nhan ho so xin cap ban sao Trich luc ho tich theo hinh thirc tryc
tuyén, cong chirc 1am cong tac hd tich gui lai nd1 dung biéu mau Trich luc ho tich dién tur
twong (mg v4i thong tin day dii cho ngudi yéu cau qua thu dién tir hodc thiét bi so.

Ngudi yéu cau c¢6 trach nhiém kiém tra tinh chinh x4c, day dii cua céc thong tin trén
biéu mau Trich luc ho tich dién tir va xac nhan (téi da mot ngay).

Néu nguoi co yéu cap ban sao Trich luc ho tich da thong nhat, diy du hoidc khong
c6 phan hoi sau thoi han yéu cau thi cong chirc 1am cong tac ho tich in ban sao Trich luc
ho tich, trinh Thu truéng Co quan quan ly Co s¢ dir liéu ho tich dién tir ky, chuyén t6i Bo
phan mét cira dé tra két qua cho ngudi c6 yéu cau.

- Ngudi ¢6 yéu cau cap ban sao Trich luc ho tich dugc nhan két qua theo mot trong
cac phuong thure sau day:

+ Nhan ban dién tr ban sao Trich luc hd tich gui qua thu dién tr, Kho quan ly di
liéu dién tir cia t6 chirc, c4 nhan do;

+ Nhén ban dién tur ban sao Trich luc h¢ tich gui vao thiét bi s6, théng qua phuong
phap truyén s liéu pht hop, dam bao an toan, bao mat thong tin;

+ Nhan két qua 13 ban sao Trich luc ho tich théng qua hé théng buu chinh;

+ Nhan két qua la ban sao Trich luc ho tich tai co quan dang ky ho tich.

Cach thire thyce hién:

Ngudi ¢o yéu cau cap ban sao Trich luc ho tich trye tlep thue hién hodc uy quyén
cho nguoi khac thyc hién nop hé so truc tlep tai Bo phan Tiép nhan va tra két qua cua
UBND cap xa hodac gui h6 so qua hé thong buu chinh hoic nop hé so truc tuyen trén
Cong dich vu cong quéc gia (https://dichvucong.gov.vn) hoic Cong dich vu cong cip tinh
(https://dichvucong.haiduong.gov.vn).

Thanh phan ho so:

- To khai dé nghi ban sao Trich luc ho tich theo mau trong truong hop nguoi yéu
cau 13 ca nhan hodc Vian ban yéu cau cip ban sao Trich luc ho tich néu 16 1y do trong
truong hop ngudi yéu cau 1a co quan, to chitrc (néu ngudi ¢ yéu cau lwa chon ndp hod so
theo hinh thirc truc tiép);

- Mdu dién tir tiwong tdc yéu cau cdp ban sao Gidy khai sinh, ban sao Trich luc ho
tich (do nguoi yéu cau cung cdp thong tin theo hudng dan trén Cong dich vu céng, néu
nguoti co yeu cau lira chon ngp ho so theo hinh thirc truec tuyén);

- Ngudi ¢6 yéu cau cap ban sao Trich luc ho tich thyc hién viéc ndp/xudt trinh (theo
hinh thuc truc tiép) hodc tai 1én (theo hinh thirc truc tuyén) cac gidy to sau:
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* Gidy to phdi nop:

- Van ban uy quyén theo quy dinh cua phap ludt trong truong hop uy quyén thuc hién
yéu cau cap ban sao Trich luc ho tich. Truong hop nguoi dugc uy quyén la 6ng, ba, cha,
me, con, vo, chong, anh, chi, em rudt ciia ngudi uy quyén thi vin ban ty quyén khong
phai chirng thyec.

* Gidy to’ phdi xudt trinh:

- Ho chiéu hodc chimg minh nhan dan hodc thé cin cudc _cong dan hodc cac gidy to
khac ¢6 dan anh va thong tin ca nhan do co quan c6 tham quyén céap, con gia tri sir dung
dé ching minh vé nhén than cia nguoi co yéu cau cap ban sao Trich lyc ho tich. Truong
hop cac thong tin cd nhan trong cac giay to nay da co trong CSDLQGVDC, CSDLHTDT,
dugc hé thong dién ty dong thi khong phai tai 1én (theo hinh thire truc tuyén).

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

*Luuy

- Déi v6i gidy to nop, xuét trinh néu ngudi yéu cau ndp hd so theo hinh thic tryc
tiép:

+ Nguoi tiép nhén c¢6 trach nhiém kiém tra, dbi chiéu voi thong tin trong to khai,
chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho nguoi xuat trinh, khong
duoc yéu cau ndp ban sao hodc ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich co thé ndp ban sao ching thyc tir ban chinh hodc
ban sao dugc cap tir s6 goc hodc ban chup kém theo ban chinh gidy to dé dm chiéu.
Truong hop nguoi yéu cau nop ban chyp kém theo ban chinh gidy to thi nguoi tiép nhan
cé trach nhiém kiém tra, ddi chiéu ban chup véi ban chinh va ky xac nhén, khong duoc
yéu cau ngudi di dang ky nop ban sao gidy to do.

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

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

+ Ban chup céc glay to g kém theo hd so cap ban sao Trich luc ho tich truc tuyén
phai bao dam rd nét, day di, toan ven vé ndi dung, 1a ban chyp bang may anh, dién thoai
hodc duoc chup, dugc quét bang thiét bi dién tir, tir gidy to dugc cap hop 1€, con gia tri sir
dung.

+ Truong hop gidy to, tai liéu phai giri kém trong hd Sy cap ban sao Trich luc ho
tich tryc tuyén da c6 ban sao dién tir hodc dd c6 ban dién tir gidy to ho tich thi ngudi yéu
cau dugce su dung ban di¢n tir nay.

- Trudng hop nguoi yéu cau cap ban sao Trich luc ho tich khong cung cap day du
hodc cung cap cac thong tin khong chinh xac, khong thé tra ctru duogc thong tin thi co
quan dang ky ho tich tur chéi giai quyet

- Gidy to do co quan c6 tham quyén ctia nudc ngoai cap, cong ching hodc xac nhan
dé str dung cho viéc ding ky ho tich tai Viét Nam phai dugc hop phap héa lanh sy theo
quy dinh cua phap luat, trir truong hop dugc mién theo diéu wéc qubc té ma Viét Nam 1a
thanh vién.
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- Truong hop nhan két qua (ban sao Trich luc ho tich) tai co quan dang ky ho tich,
nguoi ¢o yéu cau cap ban sao Trich luc ho tich phai xuat trinh gidy to tuy than; ndp cac
gidy to, tai liéu 1a thanh phan hd so cap ban sao Trich luc ho tich theo quy dinh phap luat
hd tich.

S6 lwong ho so: 01 bo

Thoi han giai quyet Ngay trong ngay tlep nhan hd so; truong hop nhén hd so sau
15 gio ma khong giai quyét duoc ngay thi tra két qua trong ngay lam viéc tiép theo.

Poi twong thwre hién thi tuc hanh chinh: C4 nhén, t6 chirc

Co quan thuc hién thu tuc hanh chinh: Co quan quan ly Co s¢ dir ligu
ho tich dién ta.

Két qua thwc hién thi tuc hanh chinh: Ban sao Trich luc ho tich, ban sao Gidy
khai sinh.

Phi: 8.000 déng/bén sao Trich luc/su ki¢n hd tich da dang ky

MAu don, mAu to khai:

+ To khai cap ban sao Trich luc ho tich theo miu ddi véi trudng hop nguoi yéu cau
1a c4 nhan (néu ndp ho so theo hinh thirc truc tiép);

+ Van ban yéu céu cap ban sao Trich luc ho tich néu rd 1y do trong trudng hop ngudi
yéu cau la co quan, to chirc (néu ndp h0 so theo hinh thire truc tiép);

+ Mau dién tir twong tdc yéu cdu cap ban sao Gidy khai sinh, ban sao Trich luc ho
tich (néu nép hé so theo hinh thirc truec tuyén).

Can cir phap ly:

- Luat Ho tich nam 2014;

- Nghi dinh sé 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh chi tiét
mdt s6 diéu va bién phap thi hanh Luat Ho tich;

- Nghi dinh sb 87/2020/ND-CP ngay 28/7/2020 cua Chinh phti quy dinh vé Co s&
dr 1i€u ho tich dién tir, dang ky ho tich truc tuyén;

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

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 cua Bo Tu phap quy dinh chi tiét
mot s6 didu va bién Pphap thi hanh Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cua
Chinh phu quy dinh v€ Co 8¢ dir liéu ho tich dién tw, dang ky ho tich truc tuyén;

- Thong tw s6 03/2023/TT-BTP ngay 02/8/2023 cua Bo tru’ang B6 Tw phdp sira doi,
b6 sung mot sé ndi dung cia Thong nr s 01/2022/TT-BTP ngay 04/01/2022 cua B¢
truong Bo Tuw phap quy dinh chi tiét mot s6 diéu va bién phdp thi hanh Nghi dinh s6
87/2020/ND-CP ngay 28/7/2020 ciia Chinh phii quy dinh vé Co sé dit liéu hé tich dién tir,
dang ky ho tich truc tuyén;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cta Bo Tai chinh quy dinh muc
thu, ché do thu, ndp, quan 1y va st dung phi khai thac, sir dung thong tin trong co s¢ dir
liéu ho tich, phi xac nhan co quéc tich Viét Nam, phi xac nhan 1a nguoi géc Viét Nam, 16
phi quéc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cta B6 Tai chinh huéng dan vé
phi va 1& phi thudc tham quyén quyét dinh caa Hoi dong nhan dan tinh, thanh phé truc
thudc Trung wong;
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- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 ctua Bo Tai chinh stra doi, bo
sung mot s6 diéu cua Thong tu sb 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh
huéng dan vé phi va 1& phi thudc tham quyén quyét dinh ctia Hoi dong nhan dan tinh,
thanh phé truc thudc Trung wong.

Ghi chii: Phan chiv in nghiéng la néi dung sira doi, bé sung, thay thé.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phic

o TO KHAI
CAP BAN SAO TRICH LYC HQ TICH

N OT CU T B oo e e e e e e e e e e e e e e e e e e e eee e e eeeeeeesreaeea e

Quan h¢ v6i nguoi duge cap ban sao Trich Tuc ho tich: ....o.ooveeeveeeeeeeeeeeean,
Pé nghi co quan cip ban sao trich TWe™® ...,
cho ngwoi c6 tén dwdi day:

Ho, chitr d€m, tEN: ........oooiiiiiiiieeee e e e nnneae e s
Ngay, thang, NAm SINN: ........cooiiiiiiiiie e e
Giditinh: ..o, Dan toc: .cooeveeeeenen..l. QUAC HCH: e,
NOT CU T @)oottt aeneaas

S6 dinh danh ¢4 NhAN (NEU CO): weveveeeeeeeeeeeeeeeee et ee e e
DA GANG KY 121 O oot
NZAY oo thang ........... NAM ..ooornenens T O QUYEN SO: oo,
S6 lugng ban sao yeu cau CAP:.......ovcevveeennn. ban®,
To1 cam doan nhitng nd1 dung khai trén day 1a dang sy that va chiu trach nhiém
truéc phap ludt vé cam doan ctia minh.

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

Ngudi yéu ciu
(ky va ghi ro ho, chir dém, tén)

Chau thich:

() Ghi tén co quan dé nghi thue hién viée cAp ban sao Trich luc hd tich.

@ Ghi theo noi dang ky thudng tra; néu khong c6 noi dang ky thuong 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 séng.

®) Ghi thong tin vé gidy to tiiy than ciia ngudi di dang ky, ghi o s6, co quan
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cap, ngay cip ho chiéu, chimg minh nhan dan hoic gidy to hop 16 thay thé
Vi du: Chtrng minh nhan dan s6 001089123 do Cong an thanh phé Ha Noi
cap ngay 20/10/2004.
@ Ghi 13 loai viéc ho tich dd dang ky trudc diy, nay dé nghi cip ban sao
Trich luc ho tich.
) Ghi 15 tén co quan da diang ky ho tich trudc day.
Vi du:Uy ban nhan dan phudng Pién Bién, quan Ba Dinh, thanh ph Ha Noi.
Uy ban nhan dan quan Hoan Kiém, thanh phd Ha Noi
S¢ Tu phép tinh Hoa Binh
© Ghi 13 s6 lwong ban sao dé nghi cap.
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~_NOIDUNG MAU BIEN TU TUONG TAC YEU CAU
CAP BAN SAO GIAY KHAI SINH, BAN SAO TRiCH LUC HQ TICH

I. Thong tin vé nguoi yéu ciu

(1) Ho, chir dém, tén;

(2) S dinh danh c4 nhén;

3) Glay to tuy than: Loat glay to st dung (CCCD/CMND/H9 chiéu/Gidy to hop 1¢ thay
thé); s6, ngay, thang, nam cip, co quan cap; ban chup dinh kém;

(4) Noi cu tra (noi thuong tri/noi tam tri/noi dang sinh sdng);

(5) Quan hé véi ngudi duoc cip ban sao Gidy khai sinh/Trich luc ho tich.

IL. Thong tin vé gidy to hd tich da ding ky

(6) Ho, chitr dém, tén nguoi dugc dang ky;

(7) S6 dinh danh c4 nhan;

(8) Glay to tuy than: Loat glay to st dung (CCCD/CMND/H9 chiéu/Gidy to hop 1¢ thay
thé); s6, ngay, thang, nam cip, co quan cap; ban chup dinh kém;

(9) Noi cu tra (noi thuong trid/noi tam tri/noi dang sinh song);

(10) Loai viéc yéu cau cip ban sao Gidy khai sinh/Trich luc ho tich;

(11) Co quan da dang ky su kién ho tich trudc day;

(12) Tén gidy to ho tich, sd, quyén sb, ngdy, thang, nim dang ky;

(13) Sé lugng ban sao;

(14) Phuong thirc nhan két qua:

0 Truc tiép

0 Truc tuyen (ban dién tir s& dugc giri vé Kho quan 1y dit liéu ctia c4 nhan/dia chi thu dién
tir/thiét bi sd/dién thoai cua nguoi yéu cau)

0 Buu chinh (cung cip dia chi noi nhén).

(15) Ho so dinh kem theo quy dinh.

* Ngudi yéu cau cam doan cac thong tin cung cap 1a dung su that va chiu hoan toan trach
nhiém trudc phap ludt vé ndi dung cam doan ctia minh.

* Truong hop cac thong tin vé giéy to chimg minh noi cu trd da duoc khai thac tur
CSDLQGVDC, dugc he thong dién tur dong thi khong phai xuat trinh (theo hinh thirc tryc
tlep) hodc tai 1én (theo hinh thirc tric tuyén).

* Mau dién tir twong tac ghi nhan thoi gian (gio, phut, gidy, ngay, thang, nam) hoan tat
viéc cung cdp thong tin; nguoi yéu cau trudc d6 da dang nhap vao hé théng, thuc hién xéac
thuc dién tir theo quy dinh.
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18. Thu tuc xac nhan thong tin ho tich

a) Trinh tu thuc hién:

- Néu lwa chon hinh thirc ndp ho so truc tiép, nguoi co yéu cau capxac nhan thong tin
ho tich nop hé so dé nghi cip x4c nhan thong tin ho tich tai BO phan mét cira cia UBND
cap x4 c6 tham quyén; ndp phi, 1& phi theo quy dinh phap lut.

- Néu lya chon hinh thtrc ndp ho so trye tuyén, nguoi co yéu ciu capxac nhan thong
tin ho tich truy cap Cong dich vu céng qubc gia hoic Cong dich vu cong tinh Hai Duong,
dang ky tai khoan (néu chua c6 tai khoan), xac thuc nguoi dung theo hudng din, dang
nhap vao hé théng, xac dinh ding Co quan quan Iy Co s& dir liéu ho tich dién tir c6 tham
quyén.

Nguoi co yéu cau cap xac nhén théng tin ho tich truc tuyén cung cap thong tin theo
biéu miu dién tur tuong tac (cung cap trén Cong dich vu cong), dinh kem ban chup hodc
ban sao dién tir cac gidy to, tai liéu lién quan dén noi dung dé nghi xac nhan thong tin ho
tich; nop phi thong qua chire nang thanh toan truc tuyén hodc bang cach thic khac theo
quy dinh phap luat, hoan tat viéc nop ho so.

- Can bo tiép nhan ho so tai Bo phan mdt cira ¢6 trach nhiém kiém tra tinh chinh
xac, day di, thong nhét, hop 1¢ ciia hd so.

(1) Truong hop hé so day du, hop 1€ thi tiép nhan ho so, co Phiéu hen, tra két qua cho
nguoi co yéu cau (néu nguoi cO yéu cau lya chon hinh thirc ngp hd so truc tiép) hodc 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 (neu nguoi ¢6 yéu cau lua chon hinh thire ndp ho so
tryc tuyén), dong thoi chuyen hé so dé cong chirc lam cong tac ho tich xu ly.

Sau khi tiép nhan ho so theo hinh thirc ndp truc tiép, can bd tiép nhan ho so tai Bo
phan mot cura thuc hién s6 hoa (sao chup, chuyen thanh tai liéu dién to trén hé thong
thong tin, co so dit lidu) va ky sd vao tai lidu, hd so giai quyét thi tuc hanh chinh da duoc
s6 hoa theo quy dinh.

(i1) Truong hop ho so chua day du, hop 1¢ thi c6 thong bao cho nguoi yéu cau bo
sung, hoan thién hd so, néu rd loai gidy to, noi dung can bd sung dé ngudi c6 yéu cau bd
sung, hoan thién. Sau khi hd so duoc bo sung, thyc hién lai budc (1);

(i) Truong hop ngudi co yeu cau cip xac nhan thong tin ho tich khong bd sung,
hoan thién dugc hd so thi bao cao Trudong bd phan mot cira co thong bao tir chdi giai
quyét yéu cau xac nhan thong tin ho tich.

- Cong chirc lam cong tac ho tich tham tra ho so (tham tra tinh thong nhat, hop 1¢ cia
cac thong tin trong hd so, gidy to, tai liéu do ngudi yéu cau ndp, xuét trinh hodc dinh kém).

+ Truong hop ho so can bo sung, hoan thién hodc khong du diéu kién giai quyét,
phai tir chéi thi giri thong bao vé tinh trang ho so téi Bo phan mét cira dé thong bao cho
ngudi ndp ho so — thue hién lai bude (i) hodc (iii);

+ Truong hop can phai kiém tra, xac minh 1am rd hodc do nguyén nhan khac ma
khong thé tra két qua dung thoi gian da hen thi cong chirc 1am cong tac ho tich 1ap Phiéu
xin 16i va hen lai ngay tra két qua, trong d6 néu 13 Iy do cham tra két qua va thoi gian hen
tra két qua, chuyén Bo phén mot cua dé tra cho nguoi cd yéu cau (néu nguoi co yéu cau
Itra chon hinh thirc ndp hd so tryc tiép), hodc giri Phiéu xin 16i va hen lai ngay tra két qua
qua thu dién tir hodc gui tin nhin qua dién thoai di dong cho ngudi co yéu cau (néu ngudi
co yéu cau lya chon hinh thirc nop ho so truc tuyen).
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Truong hop can xac minh, cong chirc lam cong tac ho tich bao cdo Thu truong Co
quan quan 1y Co s¢ dir liéu ho tich dién tir o van ban dé nghi co quan cong an, cic co
quan khac co lién quan xac minh theo quy dinh tai Khoan 3 Piéu 13 Nghi dinh s6
87/2020/ND-CP. Truong hop két qua xac minh khéng c6 thong tin hodc thong tin khong
thdng nhat véi gidy to ngudi yéu cau cung cp thi tir chdi cap Van ban xac nhan thong tin
ho tich.

Dbi v6i yéu cau xac nhan thong tin ho tich cua ca nhan, néu thay thong tin ho tich
cua ca nhan khong co su thay ddi thi cong chirc 1am cong tac ho tich bao cao Lanh dao
UBND cép xakhong cAp Vin ban xac nhan thong tin ho tich ma hudng dan ngudi yéu cau
lam thu tuc cap ban sao Gidy khai sinh hodc ban sao trich lyc hd tich twong Ung, tru
truong hop co quan, t6 chtrc ¢6 tham quyén dé nghi cAp van ban xac nhan dé giai quyét vu
viéc lién quan dén ca nhan.

+ Néu thy ho so day du, hop 18, ding quy dinh, thong tin trong Co s¢ dir liéu ho tich
dién tir va thong tin dé nghi xac nhan la dung, truong hop tiép nhan hd so cap xac nhan thong
tin ho tich theo hinh thirc truc tlep, thi cong chure 1am cong tac hd tich in Van ban x4c nhan
thong tin ho tich, trinh Lanh dao UBND cip xa ky, chuyén t6i Bo phan mot cira dé tra két
qué cho ngudi ¢ yéu cau.

Trudng hop tiép nhan hd so xin cap xac nhan thong tin ho tich theo hinh thirc truc
tuyén, cong chirc 1am cong tac ho tich gui lai biéu miu X4c nhan thong tin ho tich dién tur
v6i thong tin day du cho nguoi yéu cau qua thu dién tir hodc thiét b so.

Nguoi yéu cau c6 trach nhiém kiém tra tinh chinh xac, day du cua cac thong tin trén
biéu mau X4c nhin théng tin ho tich dién tirva xac nhan (t6i da mot ngay).

Néu ngudi co yéu cau xac nhan thong tin dd thong nhat, day du hodc khong c6 phan
hoi sau thoi han yéu cau thi cong chirc lam cong tac ho tichin Van ban xac nhan thong tin
h¢ tich, trinh Lanh dao UBND cap xa ky cap Vin ban xac nhan thong tin ho tich, chuyén Bo
phan mot cira tra két qua cho ngudi ¢ yéu cau.

- Ngudi ¢6 yéu cau cdp xac nhan thong tin ho tich duwoc nhan két qua theo mot trong
cac phuong thure sau day:

+ Nhan ban dién tir Van ban xac nhan thong tin ho tich giri qua thu di¢n tr, Kho
quan 1y dit li¢u dién tur cua td chire, ca nhan do;

+ Nhén ban dién tir Van ban xac nhéan thong tin h tich gui vao thiét bi sé, thong qua
phuong phép truyén s6 liéu phit hop, dam bao an toan, bao mat thong tin;

+ Nhan két qua la Van ban xé4c nhan thong tin ho tich thong qua hé théng buu chinh;

+ Nhan két qua 1a Van ban xéac nhan thong tin ho tich tai co quan dang ky ho tich.

b) Cach thirc thye hién:

Ngudi cd yéu cau xac nhan thong tin ho tich truc tiép thuc hién hodc uy quyén cho
nguoi khac thyc hién nop hé so truc tiép tai BO phan mot cura cua UBND céap x@hodc gui
ho6 so qua hé thong buu chinh hoic ndp hd so truc tuyén trén Cong dich vu cong quic gia
(https:/dichvucong.gov.vn)  hoic  Cong dich wvu cong tinh Hai  Duong
(https://dichvucong.haiduong.gov.vn).

¢) Thanh phén ho so:

- T khai dé nghi x4c nhan thong tin ho tich theo miu (néu ngudi c¢d yéu cau lua
chon ndp hd so theo hinh thire truc tiép);
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- Bleu mau dién tur twong tac yéu cau cap van ban xac nhéan théng tin h¢ tich (do
nguot yéu cau cung cap thong tin theo hudng din trén Cong dich vu cong, néu nguoi co yéu
cau lua chon ndp hd so theo hinh thirc truc tuyén);

- Ngudi ¢6 yéu cdu xic nhan thong tin hd tich thuc hién viéc ndp/xuét trinh (theo
hinh thuc truc tiép) hodc tai 1én (theo hinh thirc truc tuyén) cac gidy to sau:

* Glay to' phai ngp:

- Gidy to, tai liéu co lién quan dén noi dung dé nghi xac nhan thong tin ho tich;

- Van ban uy quyén (duoc ching thyc) theo quy dinh cua phap luét trong truong
hop uy quyen thyc hién viée xin cap xac nhan thong tin ho tich. Truong hop ngudi dugc
uy quyén la 6ng, ba, cha, me, con, v, chdng, anh, chi, em rudt cia nguoi uy quyén thi
van 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 c¢6 dan anh va thong tin ca nhan do co quan co tham quyén cap, con gia tri sir dung
dé chimg minh vé nhén thin cua nguoi co yéu cau cAp x4c nhéan thong tin ho tich. Truong
hop céac thong tin ca nhan trong cic gidy to nay da cé trong Co s¢ dir li¢u quoc gia v€ dan
cu (CSDLQGVDC), Co s¢ dir ligu ho tich dién tot (CSDLHTDT), dugc hé thong dién tu
dong thi khong phai xudt trinh (theo hinh thtrc truc tiép) hodc tai 1én (theo hinh thuc truc
tuyén);

- Gidy to chimg minh noi cu tra. Truong hop cac thong tin vé gidy to' ching minh noi
cu tra da c6 trong CSDLQGVDC, duoc dién ty dong thi khong phai xuat trinh (theo hinh
thire truc tiép) hodc tai 1én (theo hinh thirc truc tuyén).

Truong hop gui ho so qua h¢ théng buu chinh thi phai giri kém theo ban sao c6
chung thuc cac gidy to phai xuat trinh néu trén.

*Luuy

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

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

+ Nguoi yéu cau dang ky ho tich co thé nop ban sao ching thue tir ban chinh hoac
ban sao dugc cap tir s goc hodc ban chup kém theo ban chinh gidy to dé (101 chiéu.
Truong hop nguoi yéu cau nop ban chup kém theo ban chinh gidy to thi nguoi tiép nhan
cé trach nhiém kiém tra, d6i chiéu ban chup voi ban chinh va ky xac nhan, khong dugc
yéu cau ngudi di dang ky nop ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhén dung, du ho so dang ky ho tich theo
quy dinh ctia phap ludt ho tich, khong dugc yéu cau ngudi dang ky ho tich ndp thém gidy
to' ma phap luat ho tich khong quy dinh phai ndp.

- P6i voi gidy to giri kém theo néu ngudi yéu cau ndp hd so theo hinh thirc truc
myén.

+ Ban chup cac gidy to gii kém theo hd so cip xac nhan théng tin ho tich truc tuyén
phai bao dam rd nét, déy du, toan ven vé noi dung, 1a ban chup béng may anh, dién thoai
hodc dugc chup, duge quét béng thiét bi dién tir, tir giéy to duoc cép hop 1€, con gia tri st
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dung; néu 1a gidy to do co quan c6 tham quyén nudc ngoai cap thi phai dugce hop phap hoa
lanh sy, dich sang tiéng Viét theo quy dinh, trir trudng hop dugc mién hop phap héa lanh sy

+ Truong hop nhén ket qua (Van ban xac nhan thong tin ho tich) tai co quan dang ky
h¢ tich, nguoi ¢6 yéu cau cap xac nhan thong tin h tich xudt trinh gidy td tuy than; ndp ban
chup cac gidy to, tai liéu o lién quan dén noi dung dé nghi xac nhan thong tin ho tich theo
quy dinh phap luat ho tich.Truong hop glay to, tai liéu phai giri kém trong hd so cdp xac
nhén thong tin ho tich truc tiép hodc truc tuyén da co ban sao dién tir hodc da co ban dién tir
giéy to ho tich thi nguoi yéu cau duge sir dung ban dién tir nay.

d) S6 Iwgng hd so: 01 bd

d) Thoi han giai quyét: 03 ngay. Trudong hop phai kiém tra, xac minh thi thoi han
c6 thé kéo dai nhung khong qua 10 ngay 1am viéc.

e) Poi trgng thure hién thii tuc hanh chinh: Co quan, t6 chirc, c4 nhan.

g) Co quan thuc hién thu tuc hanh chinh: Co quan quan 1y Co s¢ dit liéu ho tich
dién tir (UBND cép x3).

h) Co quan phéi hop: Co quan cong an, cic co quan khac c6 lién quan.

i) Két qua thuc hién thi tuc hanh chinh: Van ban xac nhan thong tin ho tich.

- Ban dién tir s& ty dong giri vé Kho quan ly dir liéu dién tir cua ca nhan/dia chi thu
dién tu/thiét bi sd/dién thoai ctia nguoi yéu cau.

k) Lé phi: 8.000 dong/Vin ban xac nhan vé mot viéc ho tich cua ca nhan di ding
ky.

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

1) Méu do’n, mau to khai:

+ To khai dé nghi x4c nhéan thong tin ho tich (néu ndp hd so theo hinh thirc trye tlep)

+ Biéu miu dién tir tuong tac yéu cau cap van ban xac nhan thong tin ho tich (néu
nop ho so theo hinh thire trye tuyén).

m) Yéu cau, diéu kién thwe hién thii tuc hanh chinh: Khong c6

n) Can cu phap ly:

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

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 cua Bo Tu phap quy dinh chi tiét
mot s6 didu va bién Pphap thi hanh Nghi dinh sO 87/2020/ND-CP ngay 28/7/2020 cua
Chinh phu quy dinh vé Co 8¢ dir liéu ho tich dién tw, dang ky ho tich truc tuyén;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ciia Bo Tai chinh quy dinh mirc
thu, ché do thu, ndp, quan 1y va st dung phi khai thac, str dung thong tin trong co sé dit liu
hd tich, phi x4c nhén co quéc tich Vi¢t Nam, phi xac nhan 1a nguoi géc Vi¢t Nam, I¢ phi
qudc tich;

- Thong tu 03/2023/TT-BTP vé sira, d6i b sung ndi dung cia thong tu sb
01/2022/TT-BTP Ngay 04/01/2022 ctia B trudong Bo Tu phép quy dinh chi tiét mot s6 diéu
va bién phap thi hanh Nghi Pinh sé 87/2020/ND-CP ngay 28/07/2020 ctia Chinh phu quy
dinh vé Co so dit liéu Ho tich dién ttr, ding ky ho tich truc tuyén
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