THU TUC HANH CHINH MO BAN HANH; SUA POI, BO SUNG TRONG LINH VUC HQ TICH THUC HIEN TAl
CO QUAN PANG KY HQ TICH CAP XA THUQC PHAM VI CHUC NANG QUAN LY CUA SO TU PHAP
(Kem theo Quyér dinh so 173 /OD-UBND ngay 04 /02/2025 cua Chu tich UBND tinh)

I. DANH MUC TTHC MGI BAN HANH

Thoi han Thuwc hién qua dich
Co ché giai quyét Phi. 13 vu buu chinh c¢ong ich
STT | Thituchanhchinh | giai ) h [Tigp Ghi chi
quyétt | Theoquy | Saucat | P nhan | Tra két qua
dinh giam h3 S o
) (2) 3 (4) ®) (6)) ) (8)
Truong hop can phai xac minh
Thi tuc Béne kb gid 03 naav lam | 03 noa thi thoi han gigi quyét duoc
1 ) U e .’ang yaam ) me g Ay 0> Y Ay khong kéo dai nhung khong qud 05
st viéc giam ho vigc lam vigc S
ngay lam viéc ké tir ngay tiep
nhdn hé so.
Triong hop can phdi xac minh
7 L . \ thi thoi han gidi quyér duoc
2 T,hu tuc cham dut giam MC O?ingay lam 93 ngﬁy Khéng kéo dai nhung khong quad 05
sat giam ho vigc lam viéc S S
ngay lam viéc ké tor ngay tiep
nhdn hé so.

(Y)Co ché giai quyét: MCLT: Thuc hién theo co ché mot cira lién thong; MC: Thuyc hién theo co ché mét cira; K: Khdng thuc hién theo co ché mot cira, mét cira lién thong




I1. DANH MUC THU TUC HANH CHINH SUA POI, BO SUNG

2

STT

Thi tuc hanh chinh

Co ché
giai
quyét?

Thoi han
giai quyét

Theo quy
dinh

Sau cat giam

Phi, 18 phi

Thuc hién qua
dich vu buu chinh
cong ich

Tiép
nhan ho
SO

Tra két
qua

Ghi chu

1)

(2)

©)

(4)

Q)

(6))

(7)

(8)

Thu tuc PBang ky khai
sinh

MC

Trong ngay

Trong ngay

5.000d/truong
hop

Truong hop nhan ho
so sau 15 gio ma
khong giai quyét

duoc ngay thi tra két

gua trong ngay lam
viéc tiép theo

Thu tuc Pang ky két
hén

MC

Trong ngay

Trong ngay

Truong hop nhan ho
so sau 15 gio ma
khong giai quyét

duoc ngay thi tra két

qua trong ngay lam
viéc tiép theo. Néu
phai xac minh kéo
dai thém khong quéa
05 ngay lam viéc

Thu tuc Bang ky nhan
cha, me, con

MC

03 ngay

03 ngay

10.000d/truong
hop

Truong hop can
phai xac minh thi

(®)Co ché giai quyét: MCLT: Thuc hién theo co ché mot cira lién thong; MC: Thuyc hién theo co ché mét cira; K: Khdng thuc hién theo co ché mot cira, mét cira lién thong




Thuc hién qua

£ Thm hgr; dich vu bwu chinh
Co che giai quyet cona ich
STT | Thi tuc hanh chinh giai Phi, 1€ phi 7 g Ghicha
. quyét? | Theo quy : ' TP i ét
) Sau cat giam nhan ho R
d!nh * qua
SO’
thoi han giai quyét
khdong qua 08 ngay
lam viéc.
Dang ky khai
Thu tuc Pang ky khai sinh: _ Truong hop phai xac
: 2 ) , X . 5.000d/t/hop; : s A
4 | sinh két hop ding ky| MC 03 ngay 03 ngay . minh kéo dai thém
o Dk nhan cha, khong qué 05 nga
nhan cha, me, con me, con: gq gay
10.000d/tr
Truong hop nhan ho
so sau 15 gio ma
Thu tuc Pang ky khai X . 5.000d/truong khong giai quyét
5 . MC Trong ngay Trong ngay hop dwoc ngay thi tra Két
qua trong ngay lam
viéc tiép theo
Truong hop nhan ho
so sau 15 gio ma
6 Thu tuc PBang ky khai MC 5 ngdy 5 ngdy 5.000d/traong khong giai ‘unetA’
sinh Iuu dong hop duoc ngay thi tra ket
gua trong ngay lam
viéc tiép theo




STT

Thi tuc hanh chinh

Co ché
giai
quyét?

Thoi han
giai quyét

Theo quy
dinh

Sau cat giam

Phi, 18 phi

Thuc hién qua
dich vu buu chinh
cong ich

Tiép
nhan ho R
so

Ghi chu

Thu tuc Pang ky két
hon luu dong

MC

5 ngay

5 ngay

Truong hop nhan hd
so sau 15 gio ma
khong giai quyét

duoc ngay thi tra két

gua trong ngay lam

viéc tiép theo. Néu

phai xa4c minh kéo

dai thém khdng quéa
05 ngay

Thu tuc Bang ky khai
tu luu dong

MC

5 ngay

5 ngay

5.000d/truong
hop

Truong hop nhan ho
so sau 15 gio ma
khong giai quyét

duoc ngay thi tra két

gua trong ngay lam
viéc tiép theo

Thu tuc Thay d6i, cai
chinh, bd sung théng
tin ho tich

MC

-Th, CC:
03 ngay
- BSHT:
Trong ngay

03 ngay

10.000d/truong
hop

- Truong hop phai
xac minh kéo dai
thém khéng qué 03
ngay
- Truong hop nhan
ho so sau 15 gid ma
khong giai quyét
duoc ngay thi tra két




Thuc hién qua

A Thm haT dich vu buu chinh
Co che giai quyet : cé ng ich
STT | Thi tuc hanh chinh giai Phi, 1€ phi ” Ghi chu
quyét? | Theo quy - TP | ra két
. Sau cat giam nhan ho .
d;nh : qua
SO’
gua trong ngay lam
viéc tiép theo
, Lz Truong hop phai xac
Thll tu(‘: Cap giay X?C . . 10.000d/truong minh, thoi han kéo
nh?n tinh trang hon ) MC 03 ngay 03 ngay hop dai them khéng qué
nhan 20 ngay
. 5 L . Truong hop phai xac
13 Thu_ t}lc bang Ly lal MC 05 ngay 05 ngay >:000d/trwong minh kéo dai thém
khai sinh hop khong qué 20 ngay
, S , . Truong hop phai xac
y Th‘; t“f Pang ky F};‘af Me 05 o 05 o 5.000d/truong minh, thoi han kéo
sinf Cho ngudl €0 No gay gay hop dai them khéng qué
so, giay to ca nhan 20 ngay
\ 3 L . Truong hop phai xac
15 | Th tuc Dang ky lai o | o5 pgay 03ngay | 20-000d/truong minh kéo dai thém
ket hon hop khéng qua 20 ngay
, 3 L . Truong hop phai xac
16 Thu_ t}lc Bang ky lal MC 05 ngay 03 ngay 3:000d/treong minh kéo dai thém
khai tir hop khong qué 10 ngay
Cap ban sao trich lyc | MC Ngay trong | Ngay trong ‘
17 | hotich ngay tiép ngay ticp | 8.000 dong/ban | N
nhan ho so; | nhan ho so; | sao Trich luc/su
truong hop | truong hop




Thei han Thuwc hién qua
A e g dich vu buu chinh
Co che giai quyet : céng ich
STT | Thi tuc hanh chinh giéi,i , Phi, 1€ phi Tiép Ghicha
quyet The.o a1 sau cit giam nhan ho Trd lfet
dinh o qua
nhanhdso | nhanhdso | kién ho tich da
sau 15 gio | sau 15gio ma | dang ky
ma khong khong giai
giai quyét | quyét duoc
duoc ngay ngay thi tra
thitrakét | kétqua trong
quatrong | ngay lam viéc
ngay lam tiép theo.
viéc tiép
theo.
Ghi chu:
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111. NOI DUNG THU TUC HANH CHINH

A. Noi dung tha tuc hanh chinh ban hanh méi

1. Thi tuc dang ky giam sat viéc giam h¢

Trinh te thuc hién:

- Néu lia chon hinh thizc ngp hé so truc tiép, nguwoi ¢6 yéu cau dang ky
giam sat viéc giam hé nép hé so dding ky gidm sat viéc giam hé tai Bé phdn mét
cia ciia UBND cdp xd noi cu trii ciia nguoi dwoc gidm hé; nép 1é phi néu thuge
trirong hop phdi ngp 1é phi dang ky gidm sdt viéc giam hé; ngp phi cdp bdn sao
Trich luc ding ky gidm sat viéc giam hg néu c6 yéu cau cap ban sao Trich luc
dang ky giam sat viéc giam hg.

- Néu lira chon hinh thic ndp hé so truc tuyén, nguwoi co yéu cau dang ky
gidm sat viéc giam hé truy cdp Cang dich vu cong quéc gia hodgc Cong dich vu
cOng cdp tinh, dang ky tai khoan (Néu chwa cé tai khodn), xac thye nguoi ding
theo hwong dan, dang nhdp vao hé théng, xdc dinh diing Uy ban nhan dan cdp xa
c6 tham quyén.

Nguoi ¢6 yéu cau dang ky giam sat viéc giam hgtruc tuyén cung cap thong
tin theo mdu hg tich dién tir twong tdcding ky gidm sdt viéc giam hé(cung cap
trén Cong dich vu cdng), dink kém ban chup hodc bdn sao dién tir cac gidy to, tai
ligu theo quy dinh; nép phi, 1é phi théng qua chitc ndng thanh todn truc tuyén
hodc bang cach thize khdc theo quy dinh phap ludt, hoan tdt viéc nép hé so.

- Can bé tiép nhdn hé so tai Bé phdn mét ciza 6 trach nhigm kiém tra tinh
chinh xac, ddy du, théng nhat, hop ¢ cua hé so.

(i) Trirong hop hé so day di, hop 16 thi tiép nhdn hé so, c6 Phiéu hen, tra
két qua cho nguoi ¢ yéu cau (néu nguoi 6 yéu cau lya chon hinh thizc ngp ho
so tryc tiép) hodc guii ngay Phiéu hen, tra két qud qua thw dién tir hogc gai tin
nhdn hen trd két qua qua dién thoai di déng cho ngueoi c6 yeu cau (néu nguoi co
yéu cau lira chon hinh thizc ngp hé so truc tuyén), dong thoi chuyén hé so dé cong
chutc lam cong tac ho tich xu ly.

Sau khi tiép nhan hé so theo hinh thirc nép tryc tiép, can bé tiep nhan ho
so tai Bé phdn mét cia thuee hién sé hoa (sao chup, chuyén thanh tai liéu dién ti
trén hé thong thong tin, co sé di lidu) va ky so vao tai liéu, ho so gidi quyét tha
tuc hanh chinh dé dwoc $6 héa theo quy dinh.

(ii) Treong hop hé so chuwa day di, hop 1é thi c6 théng bdo cho nguwoi yéu
cau bé sung, hoan thién hé so, néu ré logi gidy 10, ndi dung can bé sung dé nguwoi
co yéu cau bo sung, hoan thién. Sau khi hé so dwoc bo sung, thuc hién lai buoc (i);

(iii) Triwong hop nguoi cO y8u cau dang ky gidm sdt viéc giam hé khdng bo
sung, hoan thién dwroc hé so thi bdo cdo Truéng bé phdn mét ciza c6 théng bao
tir choi gidi quyét yéu cau ding ky gidm sat viéc giam hg.
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- COng chite tue phdp - hé tich tham tra ho so (thdam tra tinh thang nhdt, hop
I¢ ciia cac thong tin trong ho so, gidy to, tai liéu do nguoi yéu cau ngp, xudt trinh
hodc dinh kem).

+ Trwong hop ho so can bé sung, hoan thién hodc khéng du diéu kién gidi
quyét, phdi tir chai thi g thdng bao vé tinh trang hé so t6i Bé phdn mét cira dé
théng bdo cho nguroi nép ho so — thyc hién lai buc (i) hodc (iii);

+ Truong hop can phdi kiém tra, xac minh 1am rd hogc do nguyén nhan
khac ma khdng thé trd két qua ding thoi gian da hen thi céng chitc 1am cong tac
hé tich Idp Phiéu xin 16i va hen lgi ngay tra két qud, trong dé néu ré Iy do cham
tra ket qua va thoi gian hen trd két qud, chuyén B phdn mét ciza d@é tra cho nguoi
c6 y&u cau (néu nguroi c6 yéu cau lwa chon hinh thirc ngp hé so truc tiép), hodc
guri Phiéu xin 141 va hen lai ngay tra két qud qua thir dién tir hogc gir tin nhan
qua dién thoai di dong cho nguroi ¢ yéu cau (néu nguwoi c6 yéu cau lyra chon hinh
thizc nép ho so truc tuyén).

+ Néu thdy yéu cau ding ky gidm sat viéc gidm hé du diéu kién theo quy
dinh phap ludt, hé so day dii, hop 16, diing quy dinh, triong hop tiép nhdn hé so
dang ky gidm hé theo hinh thic truc tiép, thi céng chire fir phdp - hé tich thuc
hién viéc ghi vao Sé ding ky gidm sdt viéc gidm hg, cdp nhdt théng tin ding ky
giam séat viéc giam hétrén Phan mém ding ky, qudn Iy hé tich dién tir dung chung.

Truong hop tiép nhdn hé so dding ky gidm sat viéc giam hétheo hinh thirc
tryec tuyén, cong chize fie phdp - hé tich gt lai biéu mdu Trich luc ding ky giam
sat viéc giam hédién tir Véi thong tin day dii cho nguoi YU cau qua thw dién tir
hodc thiét bi sé.

Nguoi yéu cau c6 trach nhiém kiém tra tinh chinh xdc, day di cuia cac thong
tin trén biéu mdu Trich luc déing ky giam sdt viéc giam hédién tir va xac nhdn (toi
da mét ngay).

Néu nguroi ¢ yéu cau xac nhdn théng tin da thong nhat, day du hodc khdng
c6 phan hoi sau thoi han yéu cau thi c¢ong chize i phdp - hé tich thyc hién viéc
ghi ngi dung vao Sé dding ky gidm sat viéc giam hé, cap nhdt thong tin ding ky
giam sat viéc giam hétrén Phan mém dang ky, quan 1y hé tich dién tir ding chung.

- Cong chirc tw phap - ho tich in Trich luc dang ky giam sat viéc giam ho, trinh
Léanh dao UBND ky, chuyén B phdn mét cira tra két qud cho nguedi c6 yéu cdu.

- Ngwoi ¢ yéu cdu diang ky giam sdt viéc giam hgkiém tra thong tin trén
Trich luc dang ky giam sdt viéc giam hé, trong Sé ding ky giam sdt viéc giam hg,
Ky tén vao Sé ding ky gidm sat viéc giam hg, nhan Trich luc déing ky gidm sdt viéc
giam hg.

Céch tharc thuc hién:

Nguwoi co yéu cau dang ky giam sat viéc giam hotruc tié'p thuc hién hoac
uy quyén cho nguoi khac thyc hién nop ho so truc tié}? tai Bo phan mét cira cua
UBND cdp xd hodc giri hé so qua hé thong buu chinh hodc ndp hoé so truc tuyén
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trén Cong dich vu cong quéc gia (https:/idichvucong.gov.vn) hodc Cong dich vu
cong cap tinh (https://dichvucong.---.gov.vn).

Thanh phdan hé se:

- To khai ding ky gidm sdt viéc gidm hétheo mdu (néu nguoi cé yéu cau
lwa chon nop ho so theo hinh thirc truc tié’p hodc gui ho so qua hé tho‘ng buu
chinh);

- Mau hé tich dién tir twong taeddng ky gidm sdt viéc giam hé(do nguoi yéu
cau cung cdp thong tin theo hudng dan trén Cong dich vu cong, néu nguoi cé yéu
cau lya chon nop hé so theo hinh thirc truec tuyén);

- Ngueoi €0 Yeu cdu déing ky gidm sat viéc gidm hdthwe hién viéc ngp/xudt
trinh (theo hinh thite truc tiép) hodc tdi 1én (theo hinh thitc truc tuyén) cac gidy
to sau:

* Gidy to phdi ngp:

- Van ban la can cw chirng minh viéc thoa thudn cu/chon nguoi gidm sdt
giam ho theo quy dinh cua B¢ ludt Dan su.

- Van ban ity quyén theo quy dinh ciia phdp ludt trong trirong hop ity quyén
thuwee hién viéc ding ky gidm sat viéc giam hd. Truong hop nguwoi dwoc 1y quyén
la 6ng, ba, cha, me, con, vo, chong, anh, chi, em rudt ciia ngudi ity quyén thi van
badn 1y quyén khéng phdi chieng thuec.

* Gidy to' phdi xudt trinh:

- H{ chiéu/Chitng minh nhdin dan/Thé can cude céng dan/Thé can
cwée/Can cude dién tir/Gidy chimg nhdn cin cuéchodc cdc gidy to khdc ¢é ddn
dnh va théng tin cd nhdn do co quan ¢6 tham quyén cdp, con gid tri sir dung dé
chitng minh vé nhdn than ciia nguwoi c6 yéu cau dang ky gidm sdt viéc giam ho.
Truong hop cdc théng tin cd nhdn trong cdc gidy to ndy dd c6 trong
CSDLOGVDC, CSDLHTDT, dwoc hé thong dién tw dong thi khéng phdi tdi lén
(theo hinh thitc trirc tuyén);

- Gidy to ¢6 gid tri ching minh théng tin vé cur trii trong trieong hop co
quan déang ky hé tich khdng thé khai thac dwoc thdng tin vé noi cur trii ciia cong
dan theo cdac phwong thirc quy dinh tai khodan 2 Piéu 14 Nghi dinh s
104/2022/NP-CP ngay 21/12/2022 cuia Chinh phai. Truong hop céc thong tin vé
gidy to chitng minh noi cw trii da dwoc khai thac tir Co sé dir liéu quac gia vé dan
cw bang cdc phwong thire nay thi nguoi ¢ yéu cau khéng phdi xudt trinh (theo
hinh thizc tryc tiép) hodc tai 1én (theo hinh thizc tryc tuyén);

Trieong hop giri ho so qua hé thong bueu chinh thi phai givi kém theo ban
sao c6 chiing thuc cdc gidy to phdi xudt trinh néu trén.

*Luuy

- Déi véi gidy to ndp, xudt trinh néu ngwoi yéu cau ngp hé so theo hinh
thite truc tiép:
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+ Nguoi tiép nhdn cé trach nhiém kiém tra, doi chiéu véi théng tin trong
t0' khai, chup lai hodc ghi lai thong tin dé luu trong hé so va trd lai cho nguoi
xudt trinh, khéng dwoc yéu cau nép bdn sao hodc ban chup gidy to do.

+ Nguoi yéu cdau dang ky hé tich ¢ thé ndp ban sao chitng thuwc tir ban
chinh hodc ban sao dwoc cdp tir s6 goc hodc ban chup kém theo ban chinh gidy
to- dé doi chiéu. Truong hop ngudi yéu cau ndp ban chup kém theo ban chinh gidy
10 thi ngueoi tiép nhdn cé trach nhiém kiém tra, ddi chiéu ban chup véi ban chinh
va ky xdc nhdn, khéng dwoc yéu cau ngwoi di dang ky nép ban sao gidy to do.

+ Nguwoi tiép nhdn c6 trach nhiém tiép nhan diing, dii ho so dang ky hé tich
theo quy dinh ciia phdp ludt hé tich, khong dwoc yéu cau nguoi dang ky ho tich
nép thém gidy to- ma phdp ludt ho tich khong quy dinh phdi nép.

Ngueoi tiép nhdn hé so thuce hién khai thac thong tin trong Co sé dir liéu
quoc gia vé dan cw theo quy dinh phdp ludt néu nguwoi yéu cau dang ky ho tich da
cung cdp ho, chit dém, tén; ngay, thang, nam sinh; sé dinh danh cd nhén/thé can
cuoc cong dan/thé can cudc/ching minh nhan dan/can cuoc dién tw. Truong hop
cdc théng tin can khai théc khéng cé trong Co s¢ dir liéu quoc gia vé dan cur thi
dé nghi nguwoi yéu cau ké khai day di.

- Poi véi gidy to giri kém theo néu nguwoi yéu cau ndp hé so theo hinh thirc
truc tuyén:

+ Bdn chup cdc gidy to giri kém theo hoé so dang ky gidm sdt viéc giam
hétruee tuyén phdi bao dam ré nét, day dii, toan ven vé néi dung, la ban chup bang
mady anh, dién thoai hoac duoc chup, duoc quét bcing thiét bi dién ti, tir gidy to
dwoc cdp hop 16, con gid tri sir dung.

+ Truong hop gidy to, tai liéu phdi giti kém trong ho so dang ky gidm sdt
viéc giam hétruc tuyén da c6 ban sao dién tir hodc da cé ban dién i gidy to hé
tich thi nguoi Yeu cau dwoc sir dung bdn dién tir nay.

+ Khi dén co quan déang ky hé tich nhan két qua (Trich luc dang ky gidm
sat viéc giam ho/ban sao Trich luc dang ky giam sat viéc giam hg), nguoi O yéu
cau dang ky giam sat viéc giam héxudt trinh gidy tor tup than, nép ban chinh céc
gidy to la thanh phan hé so déing ky gidm sat viéc giam hétheo quy dinh phap ludt
ho tich.

- Gidy to do co quan cé thdm quyén ciia niede ngodi cdp, cong chitng hodc
xdc nhdn dé sir dung cho viéc dang ky ho tich tai Viét Nam phai dwoc hop phap
héa lanh su theo quy dinh ciia phdp ludt, trir truong hop dwoc mién theo diéu wéc
quoc té ma Viét Nam la thanh Vién.

- Truwong hop nguoi yéu cau dang ky gidm sdt viéc gidm hokhong cung cdp
dwoc gidy to néu trén theo quy dinh hodc gidy to ndp, xudt trinh bi tay xda, sira
chita, lam gid thi co quan dang ky hé tich c6 tham quyén hity b két qua dang ky
giam sat giam ho.

Sé lwong hé so: 01 b6
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Theoi han gidgi quyét: 03 ngay 1am viée, truong hop can phdi xac minh thi
thoi han gidi quyét dioc kéo dai nhung khéng qud 05 ngay lam viéc ké tir ngay
tiep nhdn hé so.

Déi twrong thure hign tha tuc hanh chinh: C& nhan, phap nhan.

Co quan thgc hign tha tuc hanh chinh:Uy ban nhdn dén cdp xd noi cu
tru cua nguoi duwoc giam ho.

Co quan phéi hgp: Co quan qudn Iy CSDLOGVDC.

Két qud theec hién thi tuc hanh chinh:

- Trich luc dang ky dang ky giam sdt viéc giam ho (ban chinh), ban sao
Trich luc ding ky gidm sat viéc giadm hé(truong hop yéu cau cdp ban sao Trich
luc dang ky giam sat viéc giam ho).

- Ban dién tw Trich luc dang ky gidm sat viéc giam ho(Ban dién tir sé tw
dong giri vé Kho quan Iy dir liéu dién tir ciia cd nhan/dia chi thw dién ti/thiét bi
s6/dién thoai ciia ngudi yéu cau sau khi dd hoan tat thi tuc dang ky gidm sdt viéc
giam hotai co quan dang ky ho tich).

Phi, I¢ phi:
- Mién 1é phi

- Phi cap bdn sao Trich luc dang ky gidm sdt viéc gidm hé(néu co yéu cau)
thuc hién theo quy dinh tai Théng tw sé 281/2016/TT-BTC ngay 14/11/2016 cua
B¢ Tai chinh.

Méu don, mau to khai:

-To khai dding ky gidm sdt viéc giam hg(néu ngp hé so theo hinh thirc tryc
tiép hodc giri hé so qua hé théng buru chinh);

- Mdu hg tich dién tir twong tacding ky gidm sat viéc giam hé(néu nép ho
so theo hinh thirc tryc tuyén).

Yéu cdu, diéu kién thuc hign thi tuc hanh chinh: Nguwoi giam sat viéc
giam hé phdi la nguwoi ¢é nang luc hanh vi dan su ddy di néu la ca nhan, ¢6 ndng
lec phap ludt dan sir phll hop Vi viéc giam sat néu la phdp nhdn; cé diéu kién
can thiér d@é thuec hién viéc giam sat.

Can cir phép ly:

- Bo lugt Dan s nam 2015,

- Luat Ho tich nam 2014;

- Nghi dinh s¢ 123/2015/NB-CP ngay 15/11/2015 cia Chinh phu quy dinh
chi tiét mét sé diéu va bién phap thi hanh Ludt Hé tich;

- Nghi dinh sé 87/2020/NP-CP ngay 28/7/2020 ciia Chinh phii quy dinh vé
Co sé dir liéu hg tich dién tir, dang ky ho tich tryc tuyén;

- Nghi dinh sé 104/2022/NP-CP ngay 21/12/2022 cia Chinh phai siza dai,
bé sung mét sé diéu cua cac nghi dinh lién quan dén viéc ngp, xudt trinh sé hé
khdu, sé tam tra gidy khi thuc hién tha tuc hanh chinh, cung cap dich vu cong;
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- Nghi dinh s6 07/2025/ND-CP ngay 09/01/2025 ciia Chinh phii sita doi,
bé sung mot s6 diéu ciia cdc Nghi dinh trong linh vuc ho tich, quéc tich, chung
thue;

- Théng tw s6 04/2020/TT-BTP ngay 28/5/2020 cuia B truongBé Tw phdp
quy dinh chi tiét thi hanh mgt s¢ diéu cua Ludt Hé tich va Ngh; dinh sé
123/2015/NP-CP ngay 15/11/2015 ciia Chinh phu quy dinh chi tiét mét sé diéu
va bi¢n phép thi hanh Lugt Ho tich;

- Théng tw s6 01/2022/TT-BTP ngay 04/01/2022 ciia B trueng BY Tw phdp
quy dinh chi tiét mgt sé diéu va bién phép thi hanh Nghj dinh sé 87/2020/NP-
CP ngay 28/7/2020 ci:a Chinh phui quy dinh vé Co sé diz liéu hé tich dién ti, ding
ky hé tich tryc tuyén;

- Théng tw s6 03/2023/TT-BTP ngay 02/8/2023 cia Bé trueong Bé Tu phdp
sita doi, bé sung mét sé ngi dung cua Théng tw sé 01/2022/TT-BTP ngay
04/01/2022 ciia B trwong Bé Tw phdp quy dinh chi tiét mét sé diéu va bién phap
thi hanh Ngh; dinh sé 87/2020/NP-CP ngay 28/7/2020 cia Chinh phi guy dinh
vé Co so dit lidu hé tich dién i, ding ky hé tich truec tuyén;

- Théng tw s6 04/2024/TT-BTP ngay 06/6/2024 cuia Bé trueeng Bé Tuw phdp
Sita déi, bo sung mét sé diéu cia Théng tw sé 02/2020/TT-BTP ngay 08/4/2020
cua Bg truéng B Tw phdp ban hanh, hwéng ddn st dung, quan Iy mdu sé quac
tich va mdu gidy to vé quoc tich va Théong tw so 04/2020/TT-BTP ngay 28/5/2020
cua B trueng Bé Tue phdp quy dinh chi tiét thi hanh mét sé diéu cia Ludt Hé tich
va Nghi dinh sé 123/2015/NP-CP ngay 15/11/2015 cia Chinh pha quy dinh chi
tiet mét sé diéu va bién phap thi hanh Ludt Hé tich;

- Théng tw sé 281/2016/TT-BTC ngay 14/11/2016 cia Bé truengBg Tai
chinh quy dinh mizc thu, ché d@é thu, ngp, quan Iy va si dung phi khai thac, si
dung théng tin trong co sé dir liéu hé tich, phi xac nhdn cé quéc tich Viét Nam,
phi X&c nhdn la nguoi goc Viét Nam, 1é phi quéc tich;

- Théng tw sé 85/2019/TT-BTC ngay 29/11/2019 cua B trueongBg Tai
chinh hwéng ddn vé phi va I¢é phi thugc tham quyén quyét dinh cia Héi dong nhan
dan tinh, thanh phé tryc thuée Trung wong;

- Théng tw sé 106/2021/TT-BTC ngay 26/11/2021 ciia Bé trueng Bé Tai
chinh sita déi, bé sung mét sé diéu cua Thong tw sé 85/2019/TT-BTC ngay
29/11/2019 cuia Bé Tai chinh hieéng dan vé phi va Ié phi thugc tham quyén quyét
dinh cua Hgi dong nhan dan tinh, thanh phé triec thuge Trung wong.

Ghi chi: Phan chiz in nghiéng la néi dung siza doi, bé sung, thay thé.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Pgc l1ap - Tw do - Hanh phuc

TO KHAI PANG KY GIAM SAT VIEC GIAM HO

KINN QU @
Ho, Chit dém, t81n NGUOT YEU CAU:........cccooooooeooeeseceseee st
Ngay, thang, NAM SINN: ...
GIAY T TUY tANID) ettt oo

Pé nghi co quan ding ky giam sat viéc giam ho:
Nguwdi giam sat viéc giam h la ca nhan:®)

GIAY 1O TUY thAN: @)oot oottt
INOT CU T ). eeeseeee et e eeess s
Nguwdi giam sat viéc giam hé la phap nhan:®

Ngay, thang, ndm thanh 1aP: ...
GHAY PNEP tANN TAD: .o ettt

Vi€C gIAM NY @wC QIAM SAL: ...
Trich luc dang ky gidm ho S6: .o NQAY..o. thang............. nam........
DANG KY 21 ) e

NOi dung giam sat VIEC IAm ROz ...
T6i cam doan nhitng ndi dung khai trén day la dung su that va chiu trdch nhiém
truéc phap luat vé cam doan ciia minh.
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Lam tai: ......... , ngay... thang ... nam
... Ngwoi yéu cau
(Ky, ghi r6 ho, chiz dém, tén)

Dé nghi cap ban sao®: Co D, Khoéng []

Chu thich:

() Can cir nguoi gidm sat viéc gidm ho 13 ca nhan hay phap nhén, nguoi yéu cau
ghi théng tin vao muc teong tng trong To khai.

() Ghi rd tén co quan ding ky gidm sat viéc giam ho.

@Ghi s dinh danh c4 nhan/cin cudc cong dan/thé cin cudc.

Vi du: Can cuéc cong dan s6 025188001010 do Cuc Canh sat QLHC vé TTXH
cap ngay 20/11/2021.

Trudng hop khéng ¢6 sé dinh danh c4 nhan/cin cudc cong dan/thé cin cude thi
ghi gidy to hop 18 thay thé (ho chiéu, chitng minh nhan dan,...).

) Chi ghi trong trudng hop nguoi c6 yéu cau dang ky ho tich chua c6/khong cung
cap so6 dinh danh ca nhan/can cudc cong dan/thé can cudc/ching minh nhan dan.

Truong hop phai cung cap thong tin “Noi cu tra” thi ghi theo noi ding ky thuong
trd; néu khong cé noi dang ky thuong trd thi ghi theo noi ding ky tam tra; trudng hop
khong c6 noi dang ky thuong tra va noi dang ky tam tra thi ghi theo noi & hién tai.

) Ghi rd tén co quan di ding ky viéc giam ho.

®) Pé& nghi danh ddu X vao 6 néu c6 yéu cau cap ban sao va ghi rd s6 lugng
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NQI DUNG BIEU MAU HQ TICH PIEN TU TUONG TAC
PANG KYGIAM SAT VIEC GIAM HO

I. Thong tin vé nguwoi yéu cauding Ky giam sat viéc giam ho
(1) Ho, chir @ém, tén;

(2) Sé dinh danh ca nhan;

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

(4) Gidy to tuy than: Loai gidy to sa dung (CCCD/CC/CMND/H6 chiéu/Giy to
hop 1é thay thé); s, ngay, thang, ndm cip, co quan cip; ban chup dinh kém.

I1. Thong tin vé ngwoi giam sét viéc giam ho
(5) Ho, chit @ém, tén/Tén phap nhan;

(6) Ngay, thang, nam sinh(tach biét riéng 03 truong théng tin ngay, thang,
nam)/Ngay, thang, nam thanh 1ap phap nhan (tach biét riéng 03 truong théng tin ngay,
thang, nam);

(7) Giéi tinh (khong khai ddi véi phap nhan);

(8) Dan toc (khong khai ddi véi phap nhan);

(9) Quéc tich (khong khai ddi voi phap nhan);

(10) S6 dinh danh c& nhan (khong khai d6i véi phap nhan);

(11) Glay to tuy than: Loai gidy to sir dung (CCCD/CC/CMND/Ho chleu/Glay to
hop Ié thay thé); sb, ngay, thang, nam cp, €O quan cap; ban chup dlnh kem/Glay phép
thanh 1ap phap nhan: Loai gidy to st dung; s6, ngay, thang, nam cip, co quan cap; ban
chyp dinh keém;

(12) Noi cu tra (noi thuong trd/noi tam tri/noi dang sinh séng)/tru sé cua phap
nhan;

(13) Ho, chir dém, tén nguoi dai dién phap nhan (khong khai ddi véi ca nhan);
(14) Chtic vu (khong khai ddi véi ca nhan);

(15) Gidy to tly than coa nguoi dai dién: Loai gidy to st dung
(CCCD/CC/CMND/Hb chiéu/Giay to hop Ié thay thé); sb, ngay, thang, nim cap, co
quan cap; ban chyp dinh kém (khong khai d6i véi ca nhan).

I11. Thong tin vé viéc giam ho dwoc giam sat

(16) Da dang ky giam ho tai: (co quan dang ky); ngay, thang, nam dang ky;
s6, quyén so;

(17) Noi dung dang ky giam sat viéc gidm ho;
(18) Bé nghi cap ban sao:
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[1Co

S6 luong ban sao yéu cau: ...

[1 Khong

(19) Ho so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan cac thong tin cung capla dung sy that va chiu hoan toan
trach nhiém truéce phap luat vé ndi dung cam doan ciia minh.

* Biéu mau dién tir twong tac ghi nhan thai gian (gio, phat, gidy, ngay, thang, nim)
hoan tat viéc cung cip théng tin; ngudi yéu cau trude do di ding nhap vao hé théng,
thuc hién xac thuc dién tu theo quy dinh.

Nguoi yéu cau dang ky giam sat viéc giam ho nhan Trich luc dang ky giam séat
viéc giam ho (ban chinh) tryc tiép tai co quan dang ky hé tich.

Ban dién tur & tu dong gui vé dia chi thu dién ta/thiét bi sé/dién thoai cia nguoi
yéu cau sau khi da hoan tat thi tuc dang kygiam sat viéc giam ho tai co quan ding ky
ho tich.

2.Thii tuc ding ky chdm dit giam sat vigc giam hé

Trinh tw thuc hién:

- Néu lya chon hinh thizc nép hé so truc tiép, nguoi c6 yéu cau ding ky
cham dut giam sat viéc giam hg ngp hé so ding ky cham dit gidm sat viéc giam
ho tai Bo phan mot cia cua Uy ban nhan dan cdp xd da dang ky giam sat viéc
gidm hé; nép 1é phi néu thuge trieong hop phdi nép 1é phi dang ky cham dizt giam
sat viéc giam hg; ngp phi cdp bdn sao Trich luc ding ky cham dit giam sat viéc
giam hg néu c6 yéu cau cdp ban sao Trich luc ding ky cham dit gidm sat viéc
giam ho.

- Néu lira chon hinh thic ndp hé so truc tuyén, nguwoi co yéu cau dang ky
cham dit giam sat viéc giam hg truy cdp Cong dich vu cong quéc gia hogc Cong
dich vy cong cap tinh, ding ky tai khoan (néu chia c6 tai khoan), Xac thue nguoi
diing theo hwéng ddn, ddng nhdp vao hé thong, xdc dinh diing Uy ban nhan dan
cap x& co tham quyén.

Nguoi ¢6 yéu cau dang ky cham diit gidm sét viéc giam hg truc tuyén cung
cap thong tin theo madu hg tich dién tir tirong tacddang ky cham dit giam sat viéc
giam hé (cung cdp trén Céng dich vu cong), dink kém ban chup hodc ban sao dién
ti Cac gidy to, tai liéu theo quy dinh; nép phi, I1é phi thdng qua chite ndang thanh
todn truc tuyén hodc bang cach thize khdc theo quy dinh phap lugt, hoan tat viéc
ngp ho so.

- Can bé tiép nhdn hé so tai Bé phdn mét ciza 6 trach nhigm kiém tra tinh
chinh xac, a"c”iy du, théng nhat, hop lé cua hé so.

(i) Truong hop hé so day dii, hop 16 thi tiép nhan hé so, cé Phiéu hen, tra
két qua cho nguoi ¢ yéu cau (néu nguoi c6 yéu cau lya chon hinh thizc ngp ho
so truc tiép) hodc gui ngay Phiéu hen, trd két qud qua thu dién tir hodc gui tin
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nhdn hen tra két qud qua dién thoai di déng cho ngueoi c6 yéu cau (néu nguoi co
yéu cau lwa chon hinh thizc nép hé so truec tuyén), dong thoi chuyén hé so dé cong
chizc lam cong tac hé tich xu ly.

Sau khi tiép nhdn hé so theo hinh thirc nép truc tiép, can bé tiép nhdn ho
so tai Bé phdn mét ciza thuc hién sé hoa (sao chup, chuyén thanh tai liéu dién tir
trén hé thong thong tin, co sé dir lidu) va ky so vao tai ligu, ho so gidi quyét tha
tuc hanh chinh dé dwoc sé héa theo quy dinh.,

(ii) Truong hop hé so chuwa day di, hop 1é thi c6 théng bdo cho nguoi yéu
cau bé sung, hoan thién hé so, néu ré loai gidy to, néi dung can bé sung dé nguoi
c6 y&u cau bé sung, hoan thién. Sau khi ho so dirgc bé sung, thuc hién lai budc
(); ‘ ,

(iii) Truong hop nguoi cO yéu cau dang ky cham dut giam sat viéc gidm ho
khéng bé sung, hoan thién dwroc hé so thi bdo cdo Truéng bé phdn mét cira c6
thong bao tir chdi gidi quyét yéu cau déing ky cham dat giam sét viéc giam hg.

- COng chute twr phdp - hé tich tham tra hé so (tham tra tinh théng nhdt, hop
Ié ciia c&c thdng tin trong hé so, gidy to, tai liéu do ngusi yéu cau nép, xudt trinh
hodc dinh kem).

+ Trwong hop hé so can bé sung, hoan thién hodc khéng du diéu kién gidi
quyét, phdi ter chéi thi geri théng béo vé tinh trang hé so t6i Bé phdn mét cira dé
théng bdo cho nguroi Nép hé so — thye hién lai bursc (i) hodc (iii);

+ Trwong hop can phdi kiém tra, xac minh 1am ré hogc do nguyén nhan
khac ma khdng thé tra két qua diing thoi gian da hen thi céng chitc 1am cong tac
hé tich Idp Phiéu xin 16i va hen lai ngay tra két qud, trong dé néu ré Iy do cham
tra ket qua va thoi gian hen tra két qud, chuyén B phdn mét cita d@é tra cho nguoi
6 yéu cau (néu nguoi c6 yéu cau lwa chon hinh thizc ngp hé so truc tiép), hodc
giri Phiéu xin 141 va hen lai ngay tra két qud qua thir dién tir hogc gir tin nhan
qua dién thoai di dong cho nguroi ¢ yéu cau (néu nguwoi c6 yéu cau lya chon hinh
thirc nép ho so truc tuyén).

+ Néu thay hé so day dii, hop 1é, diing quy dinh, trong hop tiép nhdn ho
so ddang ky cham dizt giam sat viéc giam hé theo hinh thac truec tiép, thi cong chirc
tur phdp - hé tich thuec hién viéc ghi vao Sé déing ky cham dit gidm sét viéc giam
hg, cdp nhdt théng tin ding ky cham dit gidm sét viéc giam hé trén Phan mém
dang ky, quan ly ho tich dién tur dung chung.

Trirong hop tiép nhdn hé so ding ky cham dizt giam sét viéc giam hg theo
hinh thizc tryec tuyén, cong chite tue phdp - hé tich gai lai biéu mau Trich luc ding
ky cham dait gidm sat viéc giam hg dién tir véi théng tin day dit cho nguoi yéu cau
qua thw dién tir hodc thiét b sé.

Nguoi yéu cau c6 trach nhiém kiém tra tinh chinh xdc, day di cia cac thong
tin trén biéu mau Trich luc dang ky cham dit giam sat viéc giam hg dién tir va
xac nhdn (téi da mét ngay).
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Néu nguroi ¢ yéu cau x&c nhdn théng tin da thong nhat, day di hodc khdng
c6 phan hoi sau thei han yéu cau thi ¢ong chize i phdp - hé tich thyc hién viéc
ghi ngi dung vao Sé dang ky cham dizt gidm sat viéc giam hg, cdp nhat thong tin
ddang ky cham dit giam sat viéc giam hétrén Phan mém ding ky, quan 1y hé tich
dién tur dung chung.

- Cong chite tur phdp - hé tich in Trich luc dang ky cham dit gidm sét viéc
gidm hg, trinh Lanh dao UBND ky, chuyén Bé phdn mét cira trd két qua cho ngueoi
c6 y&u cau.

- Ngueoi di dang ky cham dirt gidm sat viéc giam hé kiém tra thong tin trén
Trich luc dang ky cham duzt gidm sat viéc giam hé, trong Sé déing ky ddng ky cham
duft gidm sét viéc giam hg, ky tén vao Sé dding ky cham dit gidm sat viéc giam hg,
nhan Trich luc dang ky cham diit giam sét viéc giam hg.

Céch tharc thuc hién:

Nguoi ¢é yéu cau dang ky cham dirt gidm sat viéc gidm hé truec tiép thuc
hién hodc uy quyén cho nguoi khac thuc hién nop ho so truee tié}) tai Bo phdan mot
cira ctia UBND cdp xd hodc giri hé so qua hé thong buu chinh hodc ngp hé so
triec tuyén trén Cong dich vu cong quoc gia (https://dichvucong.gov.vn) hodc
Cong dich vu céng cdp tinh (https://dichvucong.---.gov.vn).

Thanh phan hé se:

- To khai déing ky chdam dt gidm sdt viéc gidm hé theo mau (néu nguoi cé
yéu cau lwa chon ndp hé so theo hinh thirc tryc tiép hodc giri hé so qua hé thong
buu chinh);

- Madu hé tich dién tir twong tdcdang ky cham dirt gidm sdt viéc giadm hé (do
ngudi yéu cau cung cdp théng tin theo huéng dan trén Cong dich vu céng, néu
nguoi ¢o yéu cau lwa chon ndp hé so theo hinh thirc triec tuyén);

- Nguroi ¢0 Yeu cau dang ky cham dirt gidm sdt viéc gidm hé thuc hién viéc
nép/xudt trinh (theo hinh thitc triee tiép) hodc tdi 18n (theo hinh thice truc tuyén)
CAC gidy to sau:

* Gidy to phdi ngp:

- Gidy to lam can cir cham diet gidm sdt viée giam ho theo quy dinh ciia Bé
luat Dan su.

- Van ban ity quyén theo quy dinh ciia phdp ludt trong trieong hop ity quyén
thuee hién viée dang ky cham dirt gidm sdt viéc giam ho. Trieong hop nguoi dwoc
1y quyén la éng, ba, cha, me, con, v, chong, anh, chi, em rudt ciia ngueoi ity quyén
thi véin ban 1ty quyén khéng phai chirng thye.

* Gidy to phdi xudt trinh:

- H{ chiéu/Chitng minh nhdn dan/Thé can cude cong dan/Thé can
cwée/Can cwée dién ti/Gidy chitng nhdn can cude hodc cdc gidy to khdc ¢é dan
dnh va théng tin cd nhdn do co quan c6 tham quyén cdp, con gid tri sir dung dé
chirng minh vé nhan thdn ciia ngwoi c6 yéu cau dang ky cham dit gidm sdt viéc



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

19

gidm hg. Truong hop cdc théng tin cd nhdn trong cdc gidy to nay da c6 trong
CSDLOGVDC, CSDLHTPT, dwegc hé thong dién tw dong thi khéng phdi tai lén
(theo hinh thitc trirc tuyén).

- Gidy to ¢6 gid tri chitng minh théng tin vé cur trii trong trieong hop co
quan dang ky hé tich khdng thé khai thdc dwoc thdng tin vé noi cur trii ciia cdng
ddn theo cdc phwong thitc quy dinh tai khodn 2 Diéu 14 Nghi dinh sé
104/2022/ND-CP ngay 21/12/2022 ciia Chinh phai. Trirong hep céc thdng tin vé
gidy to chitng minh noi cw trii da dwoc khai thac tir Co sé dir liéu quac gia vé dan
cwr bang cdc phwong thire nay thi nguoi ¢ yéu cau khoéng phdi xudt trinh (theo
hinh thec truc tiép) hodc tdi 18n (theo hinh thic tryc tuyén);

Trirong hop guri ho so qua hé thong buu chinh thi phdi giri kém theo bdn
sao c6 ching thuc cac gidy to phdi xudt trinh néu trén.

*Luuy

- Déi véi gidy to ndp, xudt trinh néu ngwoi yéu cau ngp hé so theo hinh
thite truec tiép:

+ Nguoi tiép nhdn cé trach nhiém kiém tra, doi chiéu véi thong tin trong
t0' khai, chup lai hodc ghi lai thong tin dé luu trong hé so va trd lai cho nguwoi
xudt trinh, khéng dwoc yéu cau nép bdn sao hodc ban chup gidy to do.

+ Nguoi yéu cdu dang ky ho tich cé thé nép ban sao chitng thuwce tir ban
chinh hodc ban sao dwoc cdp tir s6 géc hodc ban chup kém theo bdn chinh gidy
tor dé doi chiéu. Truong hop ngueoi yéu cau nép ban chup kém theo ban chinh gidy
10 thi ngueoi tiép nhdn cé trach nhiém kiém tra, ddi chiéu ban chup véi ban chinh
va ky xdc nhdn, khéng dwoc yéu cau nguwoi di dang ky nép ban sao gidy to do.

+ Nguoi tiép nhdn c6 trach nhiém tiép nhdn ding, dii hé so dang ky ho tich
theo quy dinh cua phap ludt ho tich, khong dwoc yéu cau nguoi dang ky ho tich
nép thém gidy to- ma phdp ludt ho tich khéng quy dinh phdi nép.

Nguoi tiép nhdn hé so thuc hién khai thdc théng tin trong Co sé dir lidu
quéc gia vé dan cw theo quy dinh phdp ludt néu nguoi yéu cdu ding ky hé tich da
cung cdp ho, chi dém, tén; ngay, thang, nam sinh; sé dinh danh cd nhén/thé can
cuoc cong dan/thé can cudc/chirng minh nhan dan/can cuoc dién tw. Truong hop
cdc théng tin can khai théac khéng cé trong Co sé dir liéu quoc gia vé dan cir thi
dé nghi nguoi yéu cau ké khai day di.

- Poi véi gidy to giri kém theo néu nguwoi yéu cau ndp ho so theo hinh thire
truc tuyén:

+ Bdn chup cdc gidy to giri kém theo hé so dang ky cham dirt gidm sat viéc
gidm h truc tuyén phdi bao dam ré nét, day du, toan ven vé ndi dung, la bdn
chup bcing may anh, dién thoai hoac dwoc chup, duwoc quét bcfng thiét bi dién tir,
tir gidy to dwoc cap hop 16, con gid tri sir dung.
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+ Trwong hop gidy to, tai liéu phdi gii kém trong hé so ddng ky cham duit
giam sat viéc giam ho truc tuyén da cé ban sao dién tir hodc da cé ban dién tir
gidy to hé tich thi nguoi yéu cau dwoc sir dung ban dién tir nay.

- Khi dén co quan déing ky hé tich nhdn két qua (Trich luc dang ky cham
duft gidm sét viéc giam hé/ban sao Trich luc dang ky cham diit gidm sat viéc giam
hg), nguoi c6 yéu cau ddang ky chdm dirt gidm sat viéc gidm hé xudt trinh gidgy to
tup than, ngp c&c gidy to 1a thanh phan hé so dang ky cham dizt gidm hé theo quy
dinh phéap lugt ho tich.

- Gidy to do co quan c6 tham quyén ciia nwéc ngodi cap, cong chitng hodc
xdc nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai dwoc hop phap
héa lanh su theo quy dinh ciia phdp ludt, trir truong hop dwoc mién theo diéu wéc
quoc té ma Viét Nam la thanh Vién.

- Truong hop nguwoi cé yéu cau dang ky cham dirt giam sdt viéc giam hé
khéng cung cdp dwoc gidy to néu trén theo quy dinh hodc gidy to ndp, xudt trinh
bi tay xda, sira chita, lam gia thi co quan déing ky ho tich c6 tham quyén hiy bo
két qua dang ky cham dirt giam sdt viéc giam ho.

Sé lwong hé so: 01 b6

Thoi han gidgi quyét: 03 ngay lam viée, triong hop can phdi xac minh thi
thoi han gidi quyét duoc kéo dai nhung khéng qud 05 ngay lam viéc ké tir ngay
tiep nhdn hé so.

Déi twong thuc hign thi tuc hanh chinh: C& nhan, phap nhan.

Co quan theec hign thi tuc hanh chinh: Uy ban nhén dén cap xa da dang
ky giam sat viéc giam ho

Co quan phdi hep: Co quan qudn Iy CSDLOGVDC.

Két qud theec hién thi tuc hanh chinh:

- Trich luc ddng ky cham ditt gidm sdt viéc giam hé (ban chinh), ban sao
Trich luc dang ky chdm dvt gidm sat viéc gidm hé (truong hop yéu cau cdp ban
sao Trich luc dang ky cham dirt gidm sdt viéc gidm hd).

- Ban dién tr Trich luc ddang ky cham dvt gidm sat viéc gidm hé (Ban dién
tr sé tw dong gui vé Kho quan ly dir lieu dién tw cua cda nhan/dia chi thu dién
tit/thiét bi so/dién thoai ciia ngueoi yéu cau sau khi da hoan tat thii tuc ding ky
cham diet gidm ho tai co quan déng ky hé tich).

Phi, 1¢ phi:

- Mién 1é phi

- Mién 1é phi cho nguroi thude gia dinh ¢é céng véi cach mang; nguoi thuge
hg nghéo; nguwoi khuyét tat,

- Phi cdp bdn sao Trich luc dang ky cham dirt giam sat viéc giam hg (néu
c6 yéu cau) thuc hién theo quy dinh tai Théng tw sé 281/2016/TT-BTC ngay
14/11/2016 cua B¢ Tai chinh.

Méu don, mau to khai:
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-To khai dang ky cham dit gidm sat viéc giam hé (néu nép he so theo hinh
thirc truc tiép hodc giri ho so qua hé thong buu chinh);

- Mdu h¢ tich dién tir twong tdcddang ky cham dizt giam sat viéc giam hé
(néu nép hé so theo hinh thirc truc tuyén).

Y&u cdu, diéu kién theec hién thi tuc hanh chinh: Khéng c6

Can cir phap ly:

- Bo lugt Dan sy nam 2015;

- Luat Ho tich nam 2014;

- Nghi dinh s¢ 123/2015/ND-CP ngay 15/11/2015 cia Chinh phu quy dinh
chi tiét mgt sé diéu va bién phap thi hanh Lugt Hé tich;

- Nghi dinh sé 87/2020/NP-CP ngay 28/7/2020 ciia Chinh phui quy dinh vé
Co so diz ligu ho tich diéen tw, dang ky ho tich truc tuyén;

- Nghi dinh sé 104/2022/ND-CP ngay 21/12/2022 cua Chinh phui sita doi,
bé sung mét sé diéu cua cac nghi dinh lién quan dén viéc ngp, xudt trinh sé hg
khau, sé tam trd gidy khi theec hién tha tuc hanh chinh, cung cdp dich vu cong;

- Nghi dinh s6 07/2025/ND-CP ngay 09/01/2025 ciia Chinh phii sita doi,
bé sung mot s6 diéu ciia cdc Nghi dinh trong linh vuc ho tich, quéc tich, chung
thuc;

- Théng tw s6 04/2020/TT-BTP ngay 28/5/2020 ciia B trueongBé Tuw phdp
quy dinh chi tiét thi hanh mét s¢ diéu cua Ludgt Hg tich va Nghi dinh sé
123/2015/ND-CP ngay 15/11/2015 cua Chinh pha quy dinh chi tiét mét sé diéu
va bién phap thi hanh Ludt Ho tich;

- Théng twr s6 01/2022/TT-BTP ngay 04/01/2022 ciia Bé trueng Bé Tue phdp
quy dinh chi tiét mét sé diéu va bién phap thi hanh Ngh; dinh sé 87/2020/NP-
CP ngay 28/7/2020 ciia Chinh phui quy dinh vé Co so di liéu hé tich dién tir, ding
ky h¢ tich triec tuyén;

- Théng tw s6 03/2023/TT-BTP ngay 02/8/2023 cua Bé trueong Bé Tu phdp
sita doi, bé sung mét sé ngi dung cia Théng tw sé 01/2022/TT-BTP ngay
04/01/2022 ciia Bé trwong B6 Tu phdp quy dinh chi tiét mét sé diéu va bién phap
thi hanh Ngh; dinh sé 87/2020/NP-CP ngay 28/7/2020 cia Chinh phi guy dinh
vé Co so dix lidu hé tich dién tir, ding ky hé tich tryec tuyén;

- Théng tw s6 04/2024/TT-BTP ngay 06/6/2024 cia Bé truong Bé Tu phdp
sira doi, bé sung mét 6 diéu ciia Théng tw sé 02/2020/TT-BTP ngay 08/4/2020
cua Bg trucng B Tw phdp ban hanh, huéng ddn si dung, quan Iy mdu sé quac
tich va mau gidy to vé quoc tich va Théong tw s6 04/2020/TT-BTP ngay 28/5/2020
cia B trueeng Bé Tur phdp quy dinh chi tiét thi hanh mét sé diéu cia Ludt Hé tich
va Ngh; dinh sé 123/2015/NP-CP ngay 15/11/2015 cia Chinh phu quy dinh chi
tiet mgt so diéu va bién phap thi hanh Ludt Hé tich;

- Théng tu sé 281/2016/TT-BTC ngay 14/11/2016 cia Bé truéngBé Tai
chinh quy dinh mizc thu, ché dé thu, ngp, quan Iy va siz dung phi khai thac, si


http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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dung théng tin trong co sé dir liéu hé tich, phi xac nhdn c6 quac tich Viét Nam,
phi X&c nhdn la nguoi géc Viét Nam, 1 phi quéc tich;

- Théng tw s6 85/2019/TT-BTC ngay 29/11/2019 cua B truongBg Tai
chinh hwéng ddn vé phi va I¢é phi thugc tham quyén quyét dinh cia Héi dong nhan
dan tinh, thanh phé tric thuge Trung wong;

_ Théng e s6 106/2021/TT-BTC ngay 26/11/2021 cua B trieong Bé Tai
chinh sita déi, bé sung mét sé diéu cia Thong tw sé 85/2019/TT-BTC ngay
29/11/2019 cuia Bé Tai chinh hieéng dan vé phi va ¢ phi thugc tham quyén quyét
dinh cua Hgi dong nhan dan tinh, thanh phé triec thuge Trung wong.

Ghi chi: Phan chi in nghiéng 1a ngi dung siza doi, bé sung, thay thé.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI PANG KY CHAM DUT GIAM SAT VIEC GIAM HO

KINN QU D
Ho, Chir dém, 810 MEUWOT YU CAU: ..o
Ngay, thang, NAM STNN: .. ...
GHAY T EUY thAN: @ et

INOT CU T ettt et
Pé nghi co quan ding ky cham dirt giam satviéc giam h giira:

Nguwdi giam sat viéc giam h la ca nhan:®)

[ FO Yo 011 Qe £ 1. TR (=1 S
Ngay, thang, NAM SINN:. ...
Gigi tinh: @ DAN tOC:®) QUAC tiCh:®

GHAY T TUY TNANT @ttt
INOT CU T ) ettt et
Ngudi giam sat viéc giam hé la phap nhan:®

TN PRAD NNAN:

GiAY PEP thANN TAD: ...
U SO e
Ho, chit d&m, t&€n ngudi dai QI€N: ...
(O 011 (O

GHAY O TUY TNAN s
Da diang ky gidm sat viéc giam h tai™®:

NQAY..oo. thang ... NAM....ooo SO e QUYEN SO
Ly do cham dirt gidm SAL VIEC GIAM NO:........ocooor
Tui cam doan nhi*ng ndi dung khai tron doy 1a dyng sy that va chju troch nhiém
trwdc phop ludt vé cam doan clla manh.

Lam tai: ........ , ngay ... thang ... nam ......
Ngudi yéu cau
(Ky, ghi rd ho, chir dém, tén)
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Dé nghi cip ban sao®: Co D Khoéng []
S6 lugng:....... ban

Chu thich:

™) Can clr ngudi giam sat viéc gidm ho 1a ca nhan hay phap nhan, ngudi yéu
cau ghi thong tin vao muc tuong tng trong T khai.

M) Ghi 15 tén co quan dang ky cham dut giam sat viéc giam ho.

@Ghi sé dinh danh ca nhan/can cudc cong dan/thé can cudc/sé Gidy khai
sinh (d6i véi tré em).

Vi du: Cin cudc cong dan sé 025188001010 do Cuc Canh sat QLHC vé
TTXH cap ngay 20/11/2021.

Truong hop khéng c6 sé dinh danh ca nhan/cin cude ¢dng dan/thé can cudc
thi ghi gidy to hop 1é thay thé (ho chiéu, ching minh nhan dan,...).

®) Chi ghi trong trudng hop ngudi ¢6 yéu cau dang ky ho tich chua co/khong
cung cap sb dinh danh ca nhan/can cuéc cdng dan/thé can cudc/ching minh nhan
dan.

Truong hop phai cung cap thong tin “Noi cu tra” thi ghi theo noi dang ky
thuong tri; néu khong co6 noi ding ky thuong trd thi ghi theo noi dang ky tam tri;
treong hop khong c6 noi dang ky thuong tra va noi dang ky tam trd thi ghi theo
noi ¢ hién tal.

) Ghi rd tén co quan ding ky gidm sat viéc giam ho trudc day.

®) p¢ nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd so luong.
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NOI DUNG BIEU MAU HQ TICH PIEN TU TUONG TAC
PANG KYCHAM DUT GIAM SATVIEC GIAM HO

I. Thong tin vé ngwoi yéu cauding ky chdm dit giam sat viéc giam h
(1) Ho, chix @ém, tén;
(2) Sé dinh danh ca nhan;

(3) Gidy to tuy than: Loai gidy to s dung (CCCD/CC/CMND/Hb chiéu/Giy to
hop 1é thay thé): s, ngay, thang, ndm cip, co quan cap; ban chup dinh kém;

(4) Noi cu tra (noi thudng tri/noi tam tri/noi dang sinh sbng).
I1. Théng tin vé ngudi gidm sét viéc giam ho
(5) Ho, chir dém, tén/Tén phap nhan;

(6) Ngay, thang, nam sinh(tach biét riéng 03 truong théng tin ngay, thang,
nam)/Ngay, thang, nam thanh 1ap phap nhan (tach biét riéng 03 truong thong tin ngay,
thang, nam);

(7) Giéi tinh (khong khai ddi véi phap nhan);

(8) Dan toc (khong khai d6i véi phap nhan);

(9) Quéc tich (khong khai d6i voi phap nhan);

(10) S6 dinh danh c& nhan (khong khai d6i véi phap nhan);

(11) Giéy tor tly than: Loai gidy to sir dung (CCCD/CC/CMND/H$ chiéu/Giéy toy
hop Ié thay thé); sb, ngay, thang, nim cp, cO quan cap; ban chup dmh kem/Glay phép
thanh 1ap phap nhan: Loai gidy to st dung; s6, ngdy, thang, nim cip, co quan cap; ban
chup dinh kem;

(12) Noi cu trt (noi thuong tri/noi tam tri/noi dang sinh séng)/Tru so caa phap
nhan;

(13) Ho, chir dém, tén nguoi dai dién phap nhan (khong khai ddi véi ca nhan);

(14) Chic vy (khong khai ddi véi ca nhan);

(15) Gidy to tly than coa nguoi dai dién: Loai gidy to st dung
(CCCD/CC/CMND/Hb chiéu/Giay to hop Ié thay thé); sb, ngay, thang, nim cap, co
quan cap; ban chup dinh kém (khong khai ddi vai ca nhan).

I11. Thong tin vé viéc giam ho dwoc giam sat

(16) ba dang ky glam satviécgiam ho tai: (co quan dang ky); ngay, thang,
nam dang ky; so, quyén sé;

(17) Ly do cham dutgiam sétviéc giam ho;
(18) Bé nghi cap ban sao:
[1Cé
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S6 lwong ban sao yéu cau: ...

[J Khéng

(19) Hb so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan cac thong tin cung cap la dung sy that va chiu hoan
toan trdch nhiém trudc phép luat vé ndi dung cam doan cua minh.

* Biéu mau dién tir trong tac ghi nhan thoi gian (gio, phuat, gidy, ngay, thang, nim)
hoan tat viéc cung cip théng tin; ngudi yéu cau trude do di ding nhap vao hé théng,
thuc hién xac thuc dién tir theo quy dinh.

Nguoi yéu cau dang ky cham dirtgiam sat viécgiam ho nhan Trich luc diang ky
cham dut giam sét viéc giam ho (ban chinh) truc tiép tai co quan ding ky ho tich.

Ban dién tur & tu dong gui vé dia chi thu dién ta/thiét bi sé/dién thoai cia nguoi
yéu cau sau khi da hoan tat thu tuc dang kycham dirtgiam sét viécgiam ho tai co quan
dang ky ho tich.
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B. Tha tuc hanh chinh sira @i/ bé sung

1. Thu tuc diang ky khai sinh

Trinh tw thuc hién:

- Néu lya chon hinh thtic nop hd so truc tiép, nguoi c6 yéu cau dang ky
khai sinh nop ho so dang ky khai sinh tai Bo phan mot cira cia UBND cép xa cO
tham quyén; nop 1& phi néu thudc truong hop phai nop 1€ phi diang ky khai sinh;
nop phi cip ban sao Giay khai sinh néu cé yéu cau cap ban sao Giay khai sinh.

- Néu lya chon hinh thic nop hd so truc tuyén, nguoi ¢ yéu cau ding ky
khai sinh truy cap Cdng dich vu cdng quéc gia hodc Cong dich vu cdng cap tinh,
dang ky tai khoan (néu chua c6 tai khoan), xac thuc ngudi ding theo hudng dan,
dang nhap vao hé thong, xac dinh ding Uy ban nhan dan cip xa c6 tham quyén.

Ngudi c6 yéu cau dang ky khai sinh truc tuyén cung cap thong tin theo mau
ho tich dién tir twong tac dang ky khai sinh (cung cap trén Cong dich vu cong),
dinh kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop
phi, 1& phi théng qua chirc ning thanh toan truc tuyén hoac bang cach thic khéc
theo quy dinh phép luat, hoan tat viéc nop ho so.

- Can bo tiép nhan ho so tai Bo phan mot cira ¢d trach nhiém kiém tra tinh
chinh x4c, day du, théng nhat, hop Ié cia hd so.

(i) Truong hop hd so dy du, hop 18 thi tiép nhan hd so; néu tiép nhan hd
so sau 15 gid thi c6 Phiéu hen, tra két qua cho nguoi ¢ yéu cau trong ngay lam
viéc tiép theo (néu nguoi c6 yéu cau lya chon hinh thic nop ho so truc tiép) hoic
gui ngay Phiéu hen, tra két qua qua thu dién tir hoac gui tin nhan hen tra két qua
qua dién thoai di dong cho nguoi c6 yéu cau (néu nguoi c6 yéu cau lya chon hinh
thic nop hd so truc tuyén);chuyén hd so dé cong chirc 1am cdng tac ho tich xu 1y.

Sau khi tiép nhan hé so theo hinh thuc ndp truc tiép, can bo tiép nhan hd
so tai Bo phan mot ctra thuc hién sé hoa (sao chup, chuyén thanh tai liéu dién ta
trén hé thong thong tin, co so dit liéu) va ky sb vao tai liéu, ho so giai quyét thu
tuc hanh chinh da duoc s6 hoa theo quy dinh.

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

(iii) Truong hop nguoi ¢b yéu cau dang ky khai sinh khong bd sung, hoan
thién duoc hd so thi bao cao Truong bo phan mot cira c6 théng béo tir chdi giai
quyét yéu cau dang ky khai sinh.

- COng chire tu phép - ho tich tham tra hd so (tham tra tinh thong nhat, hop
1& cua cac thong tin trong ho so, gidy to, tai liéu do ngudi yéu cau nop, Xuat trinh
hoac dinh kém).
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+ Truong hop hd so can bd sung, hoan thién hodc khong du diéu kién giai
quyét, phai tir chi thi guri thong bao vé tinh trang ho so téi Bé phan mot cira dé
thong bao cho ngudi nop hd so — thuc hién lai bude (i) hoac (iii);

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

+ Néu thay ho so day du, hop Ié, ding quy dinh, truong hop tiép nhan hd
so dang ky khai sinh theo hinh thirc tryc tiép, thi cdng chic tu phap - ho tich thuc
hién viéc ghi vao S6 diang ky khai sinh, cap nhat thong tin dang ky khai sinh trén
Phan mém dang ky, quan ly ho tich dién tir dung chung va chuyén thong tin dén
CSDLQGVDC d¢é lay S6 dinh danh c& nhan.

Truong hop tiép nhan hd so diang ky khai sinh theo hinh thuc truc tuyén,
cdng chtrc tu phap - ho tich gui lai biéu mau Gidy khai sinh dién tir véi thong tin
day du cho nguoi yéu cau qua thu dién tir hoic thiét bi so.

Nguoi yéu cau co trach nhiém kiém tra tinh chinh xac, day du caa cac théng
tin trén biéu mau Gidy khai sinh dién tr va xac nhan (toi da mot ngay).

Néu ngudi c6 yéu cau xac nhan thong tin da thong nhat, day da hoic khdng
c6 phan héi sau thai han yéu cau thi céng chie tu phap - ho tichthuc hién viéc ghi
noi dung vao So6 dang ky khai sinh, cap nhat thong tin dang ky khai sinh trén Phan
mém dang ky, quan ly ho tich dién tir ding chung va chuyén thong tin dén
CSDLQGVDC ¢ lay S6 dinh danh c& nhan.

- Sau khi CSDLQGVDC tra vé Sé dinh danh cé& nhan, cong chiic tu phap -
ho tich in Giay khai sinh, trinh Lanh dao UBND Ky, chuyén ti Bo phan mét cia
dé tra két qua cho ngudi c6 yéu cau.

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

*Luuy:

- Déi véi yéu cau dang ky khai sinh ma cha, me tré da dang ky két hon, trén
co 56 théng tin vé Gidy chitng nhdn két hén cung cdp trong To khai ding ky khai
sinh, co quan dang ky ho tich cé trdach nhiém tra ciru théng tin vé tinh trang hén
nhén cia cha, me tré trén Hé thong thong tin gidi quyét thi tuc hanh chinh cdp
tinh théng qua két néi véi Co sé dir liéu hé tich dién tir, Co sé dir liéu quac gia vé
dén cu.Két qua tra cuu duoc luu triv dwdi dang dién tir hodc ban gid'y, phan anh
day di, chinh xdc théng tin tai thoi diém tra citu va dinh kém ho so ciia ngueoi
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dang ky.Truong hop khong tra cuu dwoc tinh trang hon nhan do chwa co thong
tin trong Co so dit liéu ho tich dién tw, Co so dir liu quéc gia vé dan cu, thi co
quan déng ky hé tich dé nghi Uy ban nhén ddn cdp xd noi nguoi yéu cau thuong
tri/noi da ding ky két hon xdc minh, cung cdp théng tin. Trong thoi han 03 ngay
lam viéc ké tir ngay nhdn diwroc yéu cau xac minh, Uy ban nhan dan cdp xd noi
nhdn duwoc dé nghi xac minh c6 trach nhiém kiém tra, xac minh va gui két qua veé
tinh trang hén nhan cua nguoi do.

- Trong thdi han 60 ngay ké tir ngay sinh con, cha hodc me ¢ trach nhiém
dang ky khai sinh cho con; trudng hop cha, me khong thé ding ky khai sinh cho
con thi 6ng hodc ba hodc nguoi than thich khac hodc ca nhan, td chirc dang nuoi
dudng tré em co trach nhiém dang ky khai sinh cho tré em.

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

Sau khi 1ap bién ban, Uy ban nhan dan cép x4 tién hanh niém yét tai tru so
ny ban nhan dan trong 07 ngay lién tuc vé viée tré bi bo roi. Hét thoi han niém
yét, néu khong co thong tin vé cha, me dé cua tré, Uy ban nhan dan cap x4 thong
bao cho c4 nhan hoic t6 chic dang tam thoi nudi dudng tré dé tién hanh dang ky
khai sinh cho tré.

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

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

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

Cach thirc thuc hién:

Nguoi ¢6 yéu cau dang ky khai sinh truc tiép thuc hién hoic ty quyén cho
nguoi khac thuc hién ndp ho so truc tiép tai B0 phan mot cira cia UBND cép xa
hodc gri ho so qua hé thdng buu chinh hoic ndp ho so truc tuyén trén Cong dich
vu cong qudc gia (https://dichvucong.gov.vn) hoic Cong dich vu cong cap tinh
(https://dichvucong.---.gov.vn).

Thanh phan hd so

- To khai dang ky khai sinh theo mau (néu nguoi c6 yéu cau lya chon ndp
ho so theo hinh thirc truc tiép hodc giri ho so qua hé théng buu chinh);
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- MAu ho tich dién tir twong tacding ky khai sinh (do nguoi yéu cau cung
cap thong tin theo huéng dan trén Cong dich vu cong, néu nguoi co yéu cau lwa
chon nop ho so theo hinh thurc truc tuyén);

- Ngudi ¢6 yéu cau ding ky khai sinh thyc hién viéc ndp/xuat trinh (theo
hinh thire truc tiép) hodc tai 1én (theo hinh thire truc tuyén) cac gidy to sau:

* Giay to phai nop:

- Gidy chtmg sinh; truong hop khdng c6 Giay chang sinh thi ndp van ban
ctia ngudi 1am chang xéac nhan vé viéc sinh; néu khong c6 nguoi lam chang thi
phai c6 gidy cam doan vé viéc sinh.

Trieong hop nguwoi Yéu cdau da ndp bdn dién tir Gidy ching sinhhode co
quan déing ky ho tich da khai thac dwoc dit lidu dién tir c6 ky so cua Gidy ching
sinh thi khéng phdi nép ban gidy.

- Truong hop tré em bi bo roi thi phai ¢ 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 ho phai cé van ban
X4c nhan ctia co sa'y té da thuc hién ki thuat hd tro sinh san cho viéc mang thai hé.

- Vin ban ty quyén (duoc ching thuc) theo quy dinh caa phép luat trong
truong hop ty quyén thuc hién viéc dang ky khai sinh.

* Gidy to phai xuat trinh:

- H{ chiéu/Chitng minh nhin dan/Thé can cudc céng dan/Thé can
cwée/Can cude dién ti/Gidy chieng nhdn can cuéchoic cac gidy to khac c6 dan
anh va thong tin ca nhan do co quan c6 tham quyén cp, con gia tri st dung dé
ching minh vé nhan than cta ngudi ¢ yéu cau dang ky khai sinh. Trudng hop
cac thong tin ca nhan trong cac gidy to nay di cé trong CSDLQGVDC,
CSDLHTDT, duoc hé thong dién tu dong thi khong phai tai 1én (theo hinh thuc
truc tuyén);

- Gidy to ¢6 gia tri chang minh thong tin vé cu tra trong trudng hop co quan
dang ky ho tich khong thé khai thac dugc thdng tin vé noi cu tra cia cong dan
theo cac phuong thirc quy dinh tai khoan 2 Diéu 14 Nghi dinh s6 104/2022/NP-
CP ngay 21/12/2022 cta Chinh pha. Truong hop céc thong tin vé gidy to ching
minh noi cu tra dd duoc khai thac tir Co so dit liéu qudc gia vé dan cu bang cac
phuong thirc nay thi nguoi c6 yéu cau khong phai xuat trinh (theo hinh thuc truc
tiép) hoic tai 1én (theo hinh thirc truc tuyén).

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

* Luu y:

- D6i voi gidy to ndp, xut trinh néu ngudi yéu cau ndp hd so theo hinh
thue truc tiép:
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+ Nguoi tiép nhan c6 trach nhiém kiém tra, d6i chiéu véi thong tin trong t&
khai, chup lai hoac ghi lai thong tin dé luu trong hd so va tra lai cho nguoi Xuét
trinh, khong duoc yéu cau nop ban sao hoic ban chup gidy to do.

+ Nguoi yéu cau ding ky ho tich c¢6 thé ndp ban sao chimg thuc tir ban
chinh hodc ban sao dugc cap tir sd gbe hodc ban chup kém theo ban chinh gidy td
dé d6i chiéu. Truong hop ngudi yéu cau ndp ban chup kém theo ban chinh gidy
to thi nguoi tiép nhan c6 trach nhiém kiém tra, ddi chiéu ban chup v6i1 ban chinh
va ky x4c nhan, khong duoc yéu cau ngudi di ding ky ndp ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, dii ho so dang ky ho tich
theo quy dinh cua phap luat ho tich, khong dugc yéu cau ngudi ding ky ho tich
ndp thém gidy to ma phap luat ho tich khong quy dinh phai ndp.

Nguoi tiép nhan hd so thuc hién khai thac thong tin trong Co so dit lidu
qudc gia vé dan cu theo quy dinh phap luat néu ngudi yéu cau dang ky ho tich da
cung cap ho, chit dém, tén; ngady, thang, nam sinh; s6 dinh danh cd nhéan/thé can
cuoc cong dan/thé can cudc/chirng minh nhan dan/can cuoc dién tir. Truong hop
cac thong tin can khai thac khong co trong Co sé dir liéu qudc gia vé dan cu thi
dé nghi ngudi yéu cau ké khai day du.

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

+ Ban chup cac gidy to giri kém theo ho so ding ky khai sinh truc tuyén
phai bao dam rd nét, dﬁy du, toan ven vé ndi dung, 1a ban chup béng may anh,
dién thoai hodc duoc chup, dugc quét béng thiét bj dién tu, tur giéy to duoc cép
hop 1€, con gia tr1 st dung.

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

+ Khi dén co quan dang ky ho tich nhan két qua (Gidy khai sinh/ban sao
Gidy khai sinh), nguoi c6 yéu cau dang ky khai sinh phai nop Gidy ching sinh;
xuat trinh gidy to tuy than.

- Gidy to do co quan c6 tham quyén clia nudc ngoai cap, cong chimng hoic
xac nhan dé s dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phap
hoéa lanh su theo quy dinh ctia phap luat, trir truong hop duoc mién theo diéu wdc
qudc té ma Viét Nam 1a thanh vién.

- Trudng hop ngudi yéu cau dang ky khai sinh khong cung cap duogc gidy
to néu trén theo quy dinh hodc giéy to nop, xuét trinh bi téy x0a, stra chira, lam
gia thi co quan ding ky ho tich c6 thim quyén huy bo két qua dang ky khai sinh.

- Truong hop nguoi di dang ky khai sinh cho tré em 1a 6ng, ba, nguoi than
thich khac thi khéng phai ¢ van ban Gy quyén cta cha, me tré em, nhung phai
théng nhét véi cha, me tré em vé cac nodi dung khai sinh.

- B6i voi viée xac dinh ho, dan toc, qué quén, dit tén cho tré:
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+ Viéc xac dinh ho, dan tdc, dat tén cho tré em phai phu hop véi phép luat
va yéu cau gitt gin ban sic dan toc, tip quan, truyén thdng vin hoéa tbt dep cua
Vi¢t Nam; khong dat tén qua dai, kho st dung.

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

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

Co quan dang ky ho tich tir chdi giai quyét hodc dé nghi co quan ¢ thdm
quyén huy bo két qua ding ky ho tich, néu ¢ co so xac dinh ndi dung cam doan
khong dung sy that.

S6 lwong hd so: 01 bg

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

Poi twong thuc hién thi tuc hanh chinh: Ca nhan

Co quan thgc hién thi tuc hanh chinh:

- Uy ban nhan dan cap xa noi cu tra cia ngudi cha hodc nguoi me thyc hién
dang ky khai sinh cho tré em;

- Uy ban nhan dan cép xi noi 1ap bién ban vé viéc tré bi bo roi dbi voi
truong hop dang ky khai sinh cho tré bi bo roi.

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

Co quan phdi hep: Co quan quan Iy CSDLQGVDC.

Két qua thuc hién thi tuc hanh chinh:

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

- Ban dién tir Gidy khai sinh (Ban dién tir s& tu dong gti vé Kho quan 1y dir
lidu dién tir cua ca nhan/dia chi thu dién tir/thiét bi sé/dién thoai cta ngudi yéu
cau sau khi di hoan tat tha tuc dang ky khai sinh tai co quan dang ky ho tich).

Phi, 1€ phi:

- Bbi véi truong hop dang ky khai sinh khong ding han: 5000 dong/trudng
hop. Mién phi ddi véi truong hop nop ho so truc tuyén.

- Mién 1¢ phi ddi vé6i truong hop khai sinh dung han, ngudi thudc gia dinh
c6 cong véi cach mang; ngudi thude ho ngheéo; ngudi khuyét tat.

- Phi cap ban sao Giay khai sinh (néu c6 yéu cau) thuc hién theo quy dinh
tai Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh.

Mau don, mau to khai:
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+ To khai dang ky khai sinh (néu nop hd so theo hinh thirc truc tiép hozc
guri hd so qua hé thong buu chinh);

+ Mau ho tich dién tir tuong tacdang ky khai sinh (néu nop hé so theo hinh
thire truc tuyén).

Can cw phap ly:

- Luat Hon nhan va gia dinh nam 2014;

- Luat Ho tich nam 2014;

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

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

- Nghi dinh s 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu stra ddi,
b sung mot sb didu cua céc nghi dinh lién quan dén viéc nop, xuat trinh s6 ho
khau, s6 tam tr( gidy khi thuc hién thu tuc hanh chinh, cung cap dich vy cong;

- Nghi dinh s6 07/2025/ND-CP ngay 09/01/2025 ciia Chinh phii sita doi,
bé sung mot s6 diéu ciia cdc Nghi dinh trong linh vuc ho tich, quéc tich, chung
thuc;

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

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

- Thong tu s 03/2023/TT-BTP ngay 02/8/2023 ctia Bo trusng Bo Tu phap
stra d6i, bo sung mot so noi dung caa Thong tu s 01/2022/TT-BTP ngay
04/01/2022 cua Bo truang Bo Tu phap quy dinh chi tiét mot sé diéu va bién phap
thi hanh Nghi dinh sé 87/2020/ND-CP ngay 28/7/2020 cta Chinh phu quy dinh
vé Co sé dit liéu ho tich dién tir, ding ky ho tich truc tuyén;

- Thong tu s6 04/2024/TT-BTP ngay 06/6/2024 cta Bo truéng Bo Tu phap
stra d6i, bo sung mot s6 diéu ciia Thong tu s6 02/2020/TT-BTP ngay 08/4/2020
cua Bo truong Bo Tu phap ban hanh, huéng dan st dung, quan Iy mau so quéc
tich va mau giay to vé qudc tich va Thong tu sé 04/2020/TT-BTP ngay 28/5/2020
cua Bo truang Bo Tu phap quy dinh chi tiét thi hanh mot sé diéu cua Luat Ho tich
va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 caia Chinh phii quy dinh chi
tiét mot sb diéu va bién phép thi hanh Luat Hb tich;

- Thong tu sb 281/2016/TT-BTC ngay 14/11/2016 cua Bo truongBo Tai
chinh quy dinh muac thu, ché do thu, nop, quan ly va sir dung phi khai thac, sir


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

34

dung thong tin trong co s& dir liéu ho tich, phi xac nhan c6 qudc tich Viét Nam,
phi xac nhan 13 nguoi gdc Viét Nam, & phi qudc tich.

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo truongBo 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;

_ Théng tu sé 106/2021/TT-BTC ngay 26/11/2021 cua Bo truéng Bo Tai
chinh sta doi, bd sung mot sé diéu cia Thong tu sd 85/2019/TT-BTC ngay
29/11/2019 cua B Tai chinh hudng dan vé phi va 18 phi thuoc tham quyén quyét
dinh caa Hoi d6ng nhan dan tinh, thanh phé tryc thudc Trung wong.

Ghi chi: Phan chit in nghiéng 1a noi dung sira ddi, bd sung, thay thé.
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Chd thich:
(DGhi rd tén co quan ding ky khai sinh.
@ Chi ghi trong truong hop ngudi €6 yéu cau ding ky ho tich chua co/khong cung cap

sb dinh danh c4 nhan/cin cudc cong dan/thé can cudc/chirng minh nhan dan; khéng cung cap
day du thong tin ngdy, thang, nim sinh.

~ Truong hop phai cung cap thong tin “Noi cu trd” thi ghi theo noi ding ky thuong tru;
néu khong c6 noi dang ky thuong tra thi ghi theo noi dang ky tam trt; truong hop khdng cé
noi dang ky thuong tru va noi dang ky tam tra thi ghi theo noi ¢ hién tai.
~ Ochi s6 dinh danh c4 nhan/cin cudc cong dan/thé can cudc(vi du: Can cudc cong dan
s6 025188001010 do Cyc Canh sat QLHC vé TTXH cip ngay 20/11/2021). Trudng hop khong
c0 so dinh danh c4 nhan/can cudc cong dan/the can cude thi ghi giay to hop I€ thay the (ho
chiéu, ching minh nhan dan,...).
@) Truong hop sinh tai co sd'y té thi ghi rd tén co sé'y té va va dia chi try s6 co so' y té do.
Vi du: - Bénh vién Phu san Ha Néi, duong La Thanh, phuong Ngoc Khéanh, quan Ba
Pinh, Ha Noi.
- Tramy té xa Dinh Bang, huyén Ttr Son, tinh Bic Ninh.
Truong hop sinh ra ngoai co so' y té thi ghi dia danh ciia 03 cap hanh chinh (xa, huyén,
tinh), noi sinh ra.
Vi du: xd Dinh Bang, huyén Tir Son, tinh Bic Ninh.
®) Ghi day du ngay, thang sinh cua cha, me (néu co).
®) P& nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd sb lugng.
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NOI DUNG MAU HO TICH PIEN TU TUONG TAC
PANG KY KHAI SINH

I. Thong tin vé ngudi yéu ciu ding ky khai sinh
(1) Ho, chir dém, tén;
(2) Sé dinh danh ca nhan;

(3) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H6 chiéu/Giay to hop
1¢ thay thé); sb, ngay, thang, nim cp, co quan cap; ban chup dinh kém;

(4) Noi cu trt (noi thuong tra/noi tam tra/noi dang sinh song);
(5) Quan h¢ vo1 nguoi dugce khai sinh.

II. Thong tin vé nguoi dwoc ding ky khai sinh

(6) Ho, chir dém, tén;

(7) Ngay, thang, ndm sinh (tach biét riéng 03 truong thong tin ngay, thang, nam
sinh; hé théng ty dong chuyén ndi dung tir s6 sang ghi bang chir);

(8) G161 tinh;
(9) Dan tc;
(10) Qudc tich;

(11) Noi sinh (g0m céc trudng thong tin tach biét riéng theo dia danh hanh chinh:
s6 nha; du(‘mg/phé; thén/té/bén/ép; xa, phuong, thi tran; quan, huy¢n, thi xa, thanh
phé thuoc tinh, thanh phé thudc thanh phé truc thudc Trung wong; tinh, thanh phé)
tryc thuoc Trung wong);

(12) Qué quan.

I11. Thong tin vé nguwoi me ciia ngudi dwoc khai sinh

(13) Ho, chir dém, tén;

(14) Ngay, thang, ndm sinh (tach biét riéng 03 truong thong tin ngay, thang, nam);
(15) Sb dinh danh c4 nhan;

(16) Gidy to tuy than: Loai gidy to stt dung (CCCD/CMND/Hb chiéu/Giay t& hop
1¢ thay thé); s6, ngay, thang, nim cap, co quan cap; ban chyp dinh kém;

(17) Dan toc;
(18) Qudc tich;
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(19) Noi cu trt (noi thuong tra/noi tam tra/noi dang sinh sdng).

IV. Théng tin vé nguwdi cha ciia ngwoi dwge khai sinh

(20) Ho, chir dém, tén;

(21) Ngay, thang, nam sinh (tach biét riéng 03 trudong thong tin ngay, thang, ndm);
(22) S6 dinh danh c4 nhan;

(23) Gidy to tiry than: Loai gidy to str dung (CCCD/CMND/H6 chiéu/Gidy to hop
1€ thay thé); s, ngay, thang, nam cap, co quan cap; ban chup dinh kém;

(24) Dan toc;

(25) Qudc tich;

(26) Noi cu tra (noi thuong tri/noi tam tri/noi dang sinh sdng);

(27) Dé nghi cip ban sao:

o Co

S6 luong ban sao yéu cau: ...

o Khong

(28) Ho so dinh kém theo quy dinh.

* Ngudi yéu cau cam doan cac thong tin cung cp, ndi dung dé nghi dang ky khai
sinh cho tré em la dung sy that, da c6 sy thoa thudn nhat tri cia cha, me tré theo

quy dinh phap luat va chiu hoan toan trach nhiém trudc phap luat vé ndi dung cam
doan cua minh.

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

* Mau dién tir twong tac ghi nhan thoi gian (gid, phut, gidy, ngay, thang, nim)
hoan tat viéc cung cap thong tin; ngudi yéu cau trudc d6 di dang nhap vao hé
théng, thuc hién x4c thuc dién tir theo quy dinh.

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

Bén dién tu s€ ty dong gui vé Kho quan 1y dir li€u dién tir cua ca nhan/dia chi thu
dién tu/thiét bi sé/dién thoai ctia nguoi yéu cau sau khi da hoan tat tha tuc ding
ky khai sinh tai co quan ding ky hd tich.
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2. Thi tuc ding ky két hon

Trinh tw thyc hién:

- Néu Iya chon hinh thic nop hé so truc tiép, ngudi c6 yéu cau ding ky két
hon nop hd so dang ky két hon tai Bo phan mot cira caa UBND cap xa c6 tham
quyén; nop 18 phi néu thudc trudng hop phai nop 1é phi dang ky két hén; nop phi
cap ban sao Trich luc két hon néu c6 yéu cau cap ban sao Trich luc két hon.

- Néu lya chon hinh thic nop ho so truc tuyén, nguoi ¢6 yéu cau dang ky
két hon truy cap Cong dich vu cdng quéc gia hodc Cong dich vu cdng cap tinh,
dang ky tai khoan (néu chua c6 tai khoan), xac thuc ngudi ding theo hudng dan,
dang nhap vao hé thong, xac dinh ding Uy ban nhan dan cap x4 c6 tham quyén.

Ngudi c6 yéu cau ding ky két hdn truc tuyén cung cip thdng tin theo mau
ho tich dién tir tuong tacding ky két hon (cung cap trén Cong dich vu cdng), dinh
kém ban chup hoic ban sao dién tir c4c gidy to, tai lidu theo quy dinh; nop phi, 1é
phi thdng qua chtic ning thanh toan tryc tuyén hoic bang cach thic khéc theo quy
dinh phép luat, hoan tat viéc nop hd so.

- Can bo tiép nhan ho so tai B6 phan mot cira ¢d trach nhiém kiém tra tinh
chinh x4c, day du, théng nhat, hop Ié cia hd so.

(i) Truong hop hé so day du, hop 18 thi tiép nhan hd so, co Phiéu hen, tra
két qua cho ngudi c6 yéu cau (néu nguoi c6 yéu cau lya chon hinh thic nop ho so
truc tiép) hoac gui ngay Phiéu hen, tra két qua qua thu dién tir hoac giri tin nhan
hen tra két qua qua dién thoai di dong cho ngudi c6 yéu cau (néu nguoi ¢ yéu
cau lya chon hinh thirc ndp hd so truc tuyén), chuyén hod so dé cong chic 1am
cong tac ho tich xu ly.

Sau khi tiép nhan ho so theo hinh thuc nop truc tiép, can bo tiép nhan ho
so tai Bo phan mot ctra thuc hién sé hoa (sao chup, chuyén thanh tai liéu dién ta
trén hé thong thong tin, co so dit liéu) va ky sb vao tai liéu, ho so giai quyét thu
tuc hanh chinh da duoc s hoa theo quy dinh.

(ii) Truong hop hd so chua dy da, hop 16 thi c¢6 thong bao cho ngudi yéu
cau bo sung, hoan thién hd so, néu rd loai gidy to, noi dung can bo sung dé nguoi
cd yéu cau bd sung, hoan thién. Sau khi hd so duoc b sung, thuc hién lai budc (i);

(iii) Truong hop ngudi c6 yéu cau dang ky két hon khong bd sung, hoan
thién dugc ho so thi bao cao Trudng bo phan mot ctra c6 théng bao tir chdi giai
quyét yéu cau dang ky két hon.

- COng chire tu phép - ho tich tham tra hd so (tham tra tinh thong nhat, hop
1& cua céc thong tin trong hd so, gidy to, tai liéu dinh kém).

+ Truong hop hd so can bd sung, hoan thién hoidc khong du diéu kién giai
quyét, phai tir chi thi guri thong bao vé tinh trang ho so téi Bé phan mot cira dé
thong bao cho ngudi nop hd so — thuc hién lai bude (i) hoac (iii);
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+ Truong hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua dung thoi gian da hen thi céng chuc 1am cong tac
ho tich 1ap Phiéu xin 13i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham
tra két qua va thoi gian hen tra két qua, chuyén Bo phan mét ctra dé tra cho nguoi
c6 yéu cau (néu nguoi ¢ yéu cau lya chon hinh thirc ndp hé so truc tiép), hoac
guri Phiéu xin 13i va hen lai ngay tra két qua qua thu dién ta hogc giri tin nhan qua
dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh thirc
nop hd so truc tuyén).

+ Néu thay hd so day du, hop 18, cac bén c6 du diéu kién két hon theo quy
dinh cua Luat Hén nhan va gia dinh, khong thudc truong hop tir chdi ding ky két
hén theo quy dinh, truong hop tiép nhan hd so dang ky két hon theo hinh thic
truc tiép, thi cdng chire tu phap - ho tich thuc hién viéc ghi vao S6 ding ky két
hon, cap nhat thong tin dang ky két hon trén Phan mém dang ky, quan Iy ho tich
dién tir dung chung.

Truong hop tiép nhan hd so ding ky két hon theo hinh thuc truc tuyén,
cong chuc tu phap - ho tich giri lai biéu mau Gidy chang nhan két hon dién ta véi
thong tin diy du cho ngudi yéu ciu qua thu dién ti hoac thiét bi sé.

Nguoi yéu cau co trach nhiém kiém tra tinh chinh xac, day du caa cac théng
tin trén biéu mau Giay chiing nhan két hon dién tir va xac nhan (t6i da mot ngay).

Néu ngudi c6 yéu cau xac nhan thong tin di thong nhat, day du hoic khdng
c6 phan héi sau thai han yéu cau thi céng chire tu phap - ho tichthuc hién viéc ghi
noi dung vao So dang ky két hon, cap nhat théng tin dang ky két hon trén Phan
mém ding ky, quan Iy ho tich dién ti ding chung.

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

- Nguoi ¢6 yéu cau dang ky két hon (hai bén nam, nit phai c6 mat, xuat
trinh gidy to tuy than dé doi chiéu) kiém tra thong tin trén Gidy chiing nhan két
hon, trong S6 dang ky két hon, khing dinh sy tu nguyén két hon va ky tén vao S6
dang ky két hdn, ky tén vao Gidy ching nhan két hon, mdi bén nam, nit nhan 01
ban chinh Gidy chang nhan két hon.

Cach thirc thyc hién:

Ngudi co yéu cau dang ky két hon thure hién ndp ho so truc tiép tai Bo phan
mot cira cia UBND cép xa hodc nop ho so tryc tuyén trén Cong dich vu cong
qudc gia (https://dichvucong.gov.vn) hodic Coéng dich vu cong cap tinh
(https://dichvucong.---.gov.vn)(bén nam hodc bén nir c6 thé ndp hd so ma khong
can c6 vin ban Gy quyén cua bén con lai).

Thanh phan ho so:
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- To khai dang ky két hon theo mau, c6 du thong tin cia hai bén nam, nif.
Hai bén nam, nit c¢6 thé khai chung vao mot To khai dang ky két hon (néu nguoi
co yéu cau lya chon nop ho so theo hinh thire truc tiép);

- MAu ho tich dién tir tvong tacdiang ky két hon (do ngudi yéu cau cung cp
thong tin theo hudng dan trén Cong dich vu cong, néu ngudi co yéu cau lya chon
ndp ho so theo hinh thic truc tuyén);

- Nguoi ¢d yéu cau dang ky két hon thue hién viée ndp/xuét trinh (theo hinh
thire truc tiép) hodc tai 1&n (theo hinh thire truc tuyén) cac gidy to sau:

* Gidy to phai xuat trinh:

- H¢ chiéu/Chiing minh nhan dan/Thé cdn cuéc cong dan/Thé cdn
cu6e/Can cude dién trlGidy chimg nhédn can cwéc hoic céac gidy to khac co dan
anh va thong tin ca nhan do co quan c6 tham quyén cap, con gié tri sir dung dé
chting minh vé nhan than cua nguoi c6 yéu cau dang ky két hon. Truong hop cac
thong tin ca nhan trong céc gidy to nay dé c6 trong CSDLQGVDC, CSDLHTDT,
duogc hé théng dién ty dong thi khdng phai tai 1én (theo hinh thtc truc tuyén);

- Gidy to ¢6 gi tri ching minh thong tin vé cu tra trong trudng hop co quan
dang ky ho tich khéng thé khai thac dugc thong tin vé noi cu tra cia cong dan
theo cac phuong thirc quy dinh tai khoan 2 Piéu 14 Nghi dinh s6 104/2022/ND-
CP ngay 21/12/2022 ctia Chinh pha. Truong hop céc thong tin vé gidy to chung
minh noi cu tra da dugc khai thac tir Co sé dir lidu qudc gia vé dan cu bang cac
phuong thirc nay thi nguoi c6 yéu cau khong phai xuat trinh (theo hinh thuc truc
tiép) hoac tai 18n (theo hinh thirc truc tuyén);

*Luuy

-Déi véi yéu cau dang ky két hén, co quan ding ky ho tich tra civu théng
tin vé tinh trang hén nhdn ciia nguoi yéu cdau dang ky két hén trén Hé thong thong
tin giai quyét tha tuc hanh chinh cdp tinh thong qua két néi véi Co sé dir liéu hé
tich dién ik, Co so dit liéu quac gia vé dan cw. Két qud tra civu diege lieu triv dudi
dang dién tir hodc ban gidy, phan dnh day du, chinh xdc thong tin tai thoi diém
tra civu va dinh kém hé so cia nguoi ding ky. Truong hop khéng tra ciru dwoc
tinh trang hon nhdn do chuwa co thong tin trong Co so dir liéu ho tich dién tu, Co
s& dir liéu quéc gia vé dan cu, thi co quan dang ky hé tich dé nghi Uy ban nhén
ddn cdp xd noi nguoi yéu cdu thirong tri/noi da dang ky két hén xdc minh, cung
cdp théng tin. Trong thoi han 03 ngay lam viéc ké tir ngay nhdn dwoc yéu cdu xac
minh, Uy ban nhan dan cdp xd noi nhdn dwoce dé nghi x4c minh ¢é trach nhiém
kiém tra, xac minh va guri két qua vé tinh trang hén nhan cia ngueoi dé.

- Néu bén két hén la cong dan Viét Nam dd ly hon hoac huy viéc két hon tai
co quan cé tham quyén mede ngodi nhung qua tra ciru thong tin trong Co s¢ dir
liéu ho tich dién tir; théng qua két néi giita Hé thong thong tin gidi quyét thii tuc
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hanh chinh cd'p tinh voi Co so dir lieu ho tich dién twr, Co so dir liéu quéc gia vé
dan cuw khong thé hién thong tin vé viéc da ghi chii ly hén, hiy viéc két hon thi co
quan dang ky ho tich huong dan cong dan thuc hién thu tuc ghi vao s6 ho tich
viéc ly hén/hiy viéc két hon tai co quan nha nede cé tham quyén trude khi gidi
quyét viéc dang ky két hon.

- P6i voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp hd so theo hinh
thire truc tiép:

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

+ Ngudi yéu cau ding ky ho tich c6 thé ndp ban sao chimg thuc tir ban
chinh hodc ban sao dugc cap tir sd gbe hodc ban chup kém theo ban chinh gidy td
dé d6i chiéu. Truong hop ngudi yéu cau ndp ban chup kém theo ban chinh gidy
t& thi ngudi tiép nhan c6 trach nhiém kiém tra, ddi chiéu ban chup véi ban chinh
va ky x4c nhan, khong duoc yéu cau ngudi di ding ky ndp ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, dii ho so dang ky ho tich
theo quy dinh cta phéap luat ho tich, khong dugc yéu cau ngudi dang ky ho tich
ndp thém gidy to ma phap luat ho tich khong quy dinh phai ndp.

Nguoi tiép nhan ho so thuc hién khai thac thong tin trong Co s¢ dit lidu
quéc gia vé dan cu theo quy dinh phap ludt néu ngudi yéu cau dang ky ho tich da
cung cap ho, chit dém, tén; ngady, thang, ndm sinh; s6 dinh danh cd nhéan/thé can
cuoc cong dan/thé can cudc/chirng minh nhan dan/can cuoc dién tir. Truong hop
cac thong tin can khai thac khong co trong Co sé dir liéu qudc gia vé dan cu thi
dé nghi nguoi yéu cau ké khai day du.

- D6i v6i gidy to giri kém theo néu nguoi yéu cau ndp ho so theo hinh thirc
truc tuyén:

+ Ban chyp cac gidy to giri kém theo hd so dang ky két hon truc tuyén phai
bao dam ro nét, dﬁy du, toan ven vé ndi dung, 1a ban chuyp béng may anh, di¢n
thoai hodc dugc chup, duoc quét bé'mg thiét bi dién tu, tir giéy to duoc cép hop I¢,
con gia tri sir dung.

+ Truong hop gidy to, tai liéu phai giri kém trong hd so diang ky két hon
truc tuyén da co ban sao dién tir hodc di c6 ban dién tir gidy to ho tich thi ngudi
yéu cau duogc sir dung ban dién tir nay.

- Gidy to do co quan c6 tham quyén clia nudc ngoai cap, cong chimg hoic
xac nhan dé st dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phap
hoéa lanh su theo quy dinh ctia phap luat, trir truong hop duoc mién theo diéu wdc
qudc té ma Viét Nam 1a thanh vién.
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- Truong hop ngudi yéu cau dang ky két hon khdng cung cap duoc gidy to
néu trén theo quy dinh hoic gidy to nop, xuat trinh bi tiy x6a, sira chira, 1am gia
thi co quan ding ky ho tich c6 tham quyén huy bo két qua ding ky két hon.

S6 lwong hd so: 01 bg

Thai han giai quyét: Ngay trong ngay tiép nhan ho so; truong hop nhan
ho so sau 15 gid ma khong giai quyét dugc ngay thi tra két qua trong ngay lam
viéc ti€p theo. Truong hop can xac minh di€u kién két hon ctia hai bén nam, nit
thi thot han giai quyét khong qué 05 ngay lam viéc.

Péi twong thuc hién thi tuc hanh chinh: Ca nhan

Co quan thwc hién thi tuc hanh chinh:

Uy ban nhéan dan cép x4 noi cu tré cia bén nam hodc bén nit.

Co quan phdi hep: Co quan quan Iy CSDLQGVDC.

Két qua thuc hién thi tuc hanh chinh:

- Giéy chiing nhan két hén (ban chinh), mdi bén vo, ché)ng 01 ban; ban sao
Trich luc két hon (trudng hop yéu cau cap ban sao Trich luc két hon).

- Ban dién ttr Trich luc két hon (Ban dién tir s& tu dong gui vé Kho quan ly
dir licu dién tir cia cd nhan/dia chi thu dién tir/thiét bi s6/dién thoai clia nguot yéu
cau sau khi da hoan tat thu tuc dang ky két hon tai co quan dang ky ho tich).

Phi, I& phi: Mién I¢ phi.

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

Mau don, mau to khai:

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

+ MAu ho tich dién tir tuong tacdang ky két hon (néu nop ho so theo hinh
thic truc tuyén).

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

- Nam tir d 20 tudi tr 1én, nit tir dt 18 tudi trd 1én;

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

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

- Viéc két hon khong thudc mdt trong cac truong hop cam két hon, gém:

+ Két hon gia tao;

+ Tao hon, cudng ép két hon, lira ddi két hon, can tr két hon;

+ Nguoi dang c6 vo, ¢ chéng ma két hon vai nguoi khac hodc chua co vo,
chua c6 chong ma két hon voi nguoi dang cd chong, ¢o vo;
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+ Két hon giira nhitng nguoi ciing dong mau vé truc hé; giira nhitng nguoi
c6 ho trong pham vi ba doi; gitra cha, me¢ nudi véi con nudi; gitra nguoi da tung
la cha, me¢ nu6i véi con nudi, cha chéng v6i con dau, me vo véi con ré, cha duong
vO1 con riéng cua vg, me ké v6i con riéng cla chéng.

* Nha nudce khong thira nhén hon nhan gitra nhitng ngudi cung gidi tinh.

Can cir phap ly:

- Luat Hon nhén va gia dinh nam 2014;

- Luat Ho tich nam 2014;

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

- Nghi dinh s6 87/2020/NB-CP ngay 28/7/2020 caa Chinh pht quy dinh vé
Co s& dit lieu ho tich dién tir, dang ky ho tich truc tuyén;

- Nghi dinh s 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu sira doi,
b6 sung mot sb diéu cua cac nghi dinh lién quan dén viéc nop, xuat trinh s6 ho
khau, s6 tam tr gidy khi thuc hién thu tuc hanh chinh, cung cap dich vy cong;

- Nghi dinh 56 07/2025/ND-CP ngay 09/01/2025 ciia Chinh phii sita doi,
bé sung mot s6 diéu cua cdc Nghi dinh trong linh vuc ho tich, quéc tich, chirng
thuce;

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

- Théng tu s6 01/2022/TT-BTP ngay 04/01/2022 cua B§ truéng Bo Tu
phap quy dinh chi tiét mot s6 diéu va bién phap thi hanh Nghi dinh
s6 87/2020/ND-CP ngay 28/7/2020 ctiia Chinh phi quy dinh vé Co s¢ dit liéu ho
tich dién ttr, ding ky ho tich truc tuyén;

- Théng tu s6 03/2023/TT-BTP ngay 02/8/2023 cua Bo trusng Bo Tu phap
stra d6i, bo sung mot s noi dung caa Thong tu s 01/2022/TT-BTP ngay
04/01/2022 cua Bo truong Bo Tu phap quy dinh chi tiét mot sé diéu va bien phap
thi hanh Nghi dinh sé 87/2020/ND-CP ngay 28/7/2020 ctia Chinh phu quy dinh
vé Co sé dit liéu ho tich dién tir, ding ky ho tich truc tuyén;

- Thong tu s& 04/2024/TT-BTP ngay 06/6/2024 cua Bo truéng B Tu phép
stra d6i, bo sung mot s6 diéu ciia Thong tu s6 02/2020/TT-BTP ngay 08/4/2020
cta Bo truong B Tu phap ban hanh, huéng dan sir dung, quan Iy mau sé quéc
tich va mau gidy to vé quédc tich va Thong tu s6 04/2020/TT-BTP ngay 28/5/2020
cua Bo truang Bo Tu phap quy dinh chi tiét thi hanh mot s6 diéu cua Luat Ho tich
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va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ciia Chinh phii quy dinh chi
tiét mot sé didu va bién phap thi hanh Luat Ho tich;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cua Bo truong Bo Tai
chinh quy dinh muac thu, ché do thu, ndp, quan ly va sir dung phi khai thac, sir
dung thong tin trong co sé dir liéu ho tich, phi xac nhan c6 qudc tich Viét Nam,
phi xac nhan 13 nguoi gdc Viét Nam, & phi qudc tich.

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo truongBo 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;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo truong Bo Tai
chinh sta doi, bé sung mot sé diéu cia Thong tu sd 85/2019/TT-BTC ngay
29/11/2019 cua B Tai chinh hudng dan vé phi va 18 phi thuoc tham quyén quyét
dinh caa Hoi d6ng nhan dan tinh, thanh phé truc thuéc Trung wong.

Ghi chi: Phan chit in nghiéng 1a noi dung sira di, bd sung, thay thé.
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CONG HOA XA HOI CHU NGHIA VIET NAM

Poc 1ap — Tw do — Hanh phuc

TO KHAI DPANG KY KET HON
€ @)

KINN QU G

Thoéng tin Bén nir Bén nam

Ho, chir dém, tén

Ngay, thang, nam sinh

Dan toc @

Quéc tich®

Noi cu tra @

Gidy to tiy than ©

Két hon 1an tha may

Chuing t61 cam doan nhiing 101 khai trén day 1a dung su that, viéc két hon cua chung t6i 1a ty nguyén, khong
vi pham quy dinh ctia Luat hon nhan va gia dinh Viét Nam.

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

Dé nghi Quy co quan ding ky.

Bén nir Bén nam
(Ky, ghi rd ho, chir dém, tén) (Ky, ghi rd ho, chir dém, tén)
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Dé nghi cip ban sao®: C6 D Khéng []
S6 luong: ... ban

Chd thich:

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

) Ghi 6 tén co quan dang ky két hon.

(Chi ghi trong trudng hop ngudi c6 yéu cau dang ky ho tich chua c6/khong cung cap sb dinh
danh ca nhan/can cudc cong dan/thé can cudce/chirng minh nhan dan.

Truong hop phai cung cap thong tin “Noi cu tra” thi ghi theo noi dang ky thuong trd; néu
khong c6 noi dang ky thuong tru thi ghi theo noi dang ky tam tra; truong hop khong c¢o noi dang ky
thuong trt va noi dang ky tam tru thi ghi theo noi ¢ hién tai.

®)Ghi s6 dinh danh c4 nhan/can cuéc cong dan/thé cin cudc (vi du: Can cudc cong dan sb
025188001010 do Cuc Canh sat QLHC vé TTXH cip ngay 20/11/2021). Trudng hop khdng cé sb
dinh danh ca nhan/cin cudc cong dan/thé can cudc thi ghi gidy to hop 18 thay thé (ho chiéu, ching
minh nhan dan,...).

©) P& nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd sb luong.
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NOI DUNG MAU HO TICH PIEN TU TUONG TAC
PANG KY KET HON

I. Thong tin bén nir

(1) Anh (trudng hop lam tha tuc dang ky két hon ¢ yéu td nude ngoai);
(2) Ho, chir dém, tén;

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

(4) Dan tQc;

(5) Quéc tich;

(6) Sb dinh danh c4 nhén;

(7) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H$ chiéu/Giay to hop
1¢ thay thé); s6, ngay, thang, nim cap, co quan cap; ban chup dinh kém;.

(8) Noi cu tra (noi thuong tri/noi tam tri/noi dang sinh song);

(9) Két hon lan thtr méy.

I1. Théng tin bén nam

(10) Anh (trudong hop lam thu tuc dang ky két hon cé yéu té nudc ngoai);
(11) Ho, chir dém, tén;

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

(13) Dan toc;

(14) Québc tich;

(15) S6 dinh danh c4 nhan;

(16) Giy to tuy than: Loai gidy to st dung (CCCD/CMND/Hb chiéu/Giay tor
hop 18 thay thé); sd, ngdy, thang, ndm cip, co quan cip; ban chup dinh kém;

(17) Noi cu trt (noi thuong tra/noi tam tra/noi dang sinh song);
(18) Két hon 1an tha may;
(19) Dé nghi cap ban sao:

o Co
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S6 luong ban sao yéu cau: ...
0 Khong
(20) Ho so dinh kém theo quy dinh.

* Ngudi yéu cau cam doan cac thong tin cung cip 1a dung su that, viéc két hon
cta hai bén la hoan toan ty nguyén, khong vi pham quy dinh ctia Luat hon nhan
va gia dinh Viét Nam, chiu hoan toan trach nhi¢m trudce phép luat vé ndi dung
cam doan cua minh.

* Trudng hop cac thong tin vé gidy to ching minh noi cu tri d3 dugc khai thac
tir CSDLQGVDC, duogc hé thong dién ty dong thi khong phai xuét trinh (theo
hinh thtrc truc tiép) hodc tai 1én (theo hinh thic truc tuyén).

* Mau dién tir twong tac ghi nhan thoi gian (gid, phut, gidy, ngay, thang, nim)
hoan tat viéc cung cap thong tin; ngudi yéu cau trudc d6 di dang nhap vao hé
thdng, thuc hién xac thyc dién tir theo quy dinh.

Nguoi yéu cau ding ky két hon nhan ban chinh Gidy chiimg nhan két hon truc
tiép tai co quan dang ky ho tich.

Ban dién tir s& tu dong giri vé Kho quan 1y dit lidu dién tir ciia c4 nhan/dia chi thu
dién tu/thiét bi sé/dién thoai ctia nguoi yéu cau sau khi da hoan tat tha tuc dang
ky két hon tai co quan dang ky ho tich.
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3. Thua tuc dang ky nhan cha, me, con

Trinh tw thuc hién:

- Néu lya chon hinh thtc nop hé so truc tiép, nguoi c6 yéu cau diang ky
nhan cha, me, con nop hd so dang ky nhan cha, me, con tai Bo phan mot cira cua
UBND cép x& c6 tham quyén; nop 1é phi néu thudc truong hop phai nop 1é phi
dang ky nhan cha, me, con; nop phi cap ban sao Trich luc ding ky nhan cha, me,
con néu c6 yéu cau cap ban sao Trich luc dang ky nhan cha, me, con.

- Néu lya chon hinh thac nop hd so truc tuyén, nguoi ¢6 yéu cau dang ky
nhan cha, me, con truy cap Céng dich vu cng quéc gia hoic Cong dich vu cdng
cap tinh, dang ky tai khoan (néu chua c6 tai khoan), xac thuc ngudi ding theo
huéng dan, dang nhap vao hé thdng, xac dinh dung Uy ban nhan dan cip x& c6
tham quyén.

Nguoi c6 yéu cau ding ky nhan cha, me, con truc tuyén cung cap théng tin
theo mau hé tich dién tir twong tac diang ky nhan cha, me, con (cung cap trén Céng
dich vu c6ng), dinh kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo
quy dinh; nop phi, I& phi thdng qua chirc ning thanh toan truc tuyén hoic bang
cach thirc khac theo quy dinh phap luat, hoan tat viéc nop hd so.

- Can bo tiép nhan ho so tai B6 phan mot cira ¢d trach nhiém kiém tra tinh
chinh x4c, day du, théng nhat, hop I cia hd so.

(i) Truong hop hé so day du, hop 18 thi tiép nhan hd so, co Phiéu hen, tra
két qua cho ngudi c6 yéu cau (néu nguoi c6 yéu cau lya chon hinh thic nop ho so
truc tiép) hodc gui ngay Phiéu hen, tra két qua qua thu dién tir hoac giri tin nhan
hen tra két qua qua dién thoai di dong cho ngudi c6 yéu cau (néu nguoi ¢ yéu
cau lya chon hinh thiac nop ho so truc tuyén), dong thoi chuyén ho so dé cong
chuc lam cong tac ho tich xu ly.

Sau khi tiép nhan hé so theo hinh thuc ndp truc tiép, can bo tiép nhan hd
so tai Bo phan mét ctra thuc hién sé hoa (sao chup, chuyén thanh tai liéu dién ta
trén hé thong thong tin, co so dit liéu) va ky sb vao tai liéu, hd so giai quyét thu
tuc hanh chinh da duoc s hoa theo quy dinh.

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

(iii) Truong hop nguoi c6 yéu cau dang ky nhan cha, me, con khong bo
sung, hoan thién duoc hd so thi bao cao Trudng bo phan mot cira ¢ théng bao tir
chéi giai quyét yéu cau dang ky nhan cha, me, con.

- COng chire tu phép - ho tich tham tra hd so (tham tra tinh thdng nht, hop
1& cua céc thong tin trong ho so, gidy to, tai liéu do ngudi yéu cau nop, Xuat trinh
hoac dinh kém).
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+ Truong hop hd so can bd sung, hoan thién hodc khong du diéu kién giai
quyét, phai tir chi thi guri thong bao vé tinh trang ho so téi Bé phan mot cira dé
thong bao cho ngudi nop hd so — thuc hién lai bude (i) hoac (iii);

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

+ Néu thay viéc nhan cha, me, con 1a dung va khéng co tranh chap, ho so
day du, hop 18, dung quy dinh, truong hop tiép nhan hé so dang ky nhan cha, me,
con theo hinh thuc truc tiép, thi cdng chie tu phap - ho tich thuc hién viéc ghi vao
So dang ky nhan cha, me, con, cap nhat thong tin dang ky nhan cha, me, con trén
Phan mém dang ky, quan ly ho tich dién tir ding chung.

Truong hop tiép nhan hd so dang ky nhan cha, me, con theo hinh thtc truc
tuyén, céng chtrc tu phap - ho tich gui lai biéu mau Trich luc ding ky nhan cha,
me, con dién tir v4i thong tin day di cho ngudi yéu cau qua thu dién tar hoac thiét
bi s6.

Nguoi yéu cau cé trach nhiém kiém tra tinh chinh xac, day du caa cac théng
tin trén biéu mau Trich luc dang ky nhan cha, me, con dién tir va xac nhan (t6i da
mot ngay).

Néu ngudi c6 yéu cau xac nhan thong tin da thong nhat, day da hoic khdng
c6 phan héi sau thoi han yéu cau thi céng chire tu phap - ho tichthyc hién viéc ghi
noi dung vao Sb dang ky dang ky nhan cha, me, con, cap nhat thong tin diang ky
nhan cha, me, con trén Phan mém dang ky, quan Iy ho tich dién tir dung chung.

- Cong chuc tu phap - ho tich in Trich luc dang ky nhan cha, me, con, trinh
Lanh dao UBND Ky, chuyén Bo phan mot cira tra két qua cho ngudi ¢6 yéu cau.

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

Cach thirc thyc hién:

Nguoi c6 yéu cau dang ky nhan cha, me, con thuc hién nop ho so truc tiép
tai BO phan mot ctra cia UBND cép xa hodc ndp ho so true tuyén trén Céng dich
vu cong qudc gia (https://dichvucong.gov.vn) hodc Cong dich vu cong cap tinh
(https://dichvucong.---.gov.vn) (mot bén ¢ thé ndp hd so ma khong phai ¢ van
ban Gy quyén ctia bén con lai).

Thanh phan ho so:
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- T khai ding ky dang ky nhan cha, me, con theo mau (néu nguoi co yéu
cau lya chon nop hd so theo hinh thirc truc tiép);

- Mau ho tich dién tr twong tac ding ky nhan cha, me, con (do ngudi c6
yéu cau cung cap thong tin theo hudng din trén Cong dich vu cong, néu ngudi co
yéu cau lya chon nop ho so theo hinh thirc true myén);

- Ngudi ¢d yéu cau dang Ky nhin cha, me, con thuc hién viéc ndp/xuét trinh
(theo hinh thire truc tiép) hodc tai 1&n (theo hinh thuc truc tuyén) cac gidy to sau:

* Giay to phai nop:

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

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

+ Truong hop khong c6 vin ban néu trén thi phai c6 van ban cam doan cua
cac bén nhan cha, me, con vé mdi quan h¢ cha, me, con va co it nhét hai nguoi
lam chiing vé mbi quan h¢ cha, me, con.

* Giay to phai xuat trinh:

- Hé chiéu/Ching minh nhan dan/Thé cdn cieéc cong dan/Thé can cude/Cin
cuwde dién trlGidy chitng nhédn cén curdchodc cac gidy to khéc ¢ dan anh va thong
tin c4 nhan do co quan c6 tham quyén cap, con gia tri sir dung dé ching minh vé
nhan than ctia nguoi ¢ yéu cau dang ky nhan cha, me, con. Trudng hop cac théng
tin c& nhan trong cac gidy to nay da c6 trong CSDLQGVDC, CSDLHTBT, dugc
hé thong dién ty dong thi kndng phai tai 1&n (theo hinh thuc truc tuyén);

- Gidy to ¢6 gi tri ching minh thong tin vé cu tra trong trudng hop co quan
dang ky ho tich khong thé khai thac dugc thong tin vé noi cu tra cia cong dan
theo cac phuong thirc quy dinh tai khoan 2 Piéu 14 Nghi dinh s6 104/2022/ND-
CP ngay 21/12/2022 cta Chinh pha. Truong hop céc thong tin vé gidy to ching
minh noi cu tra dd duoc khai thac tir Co so dit liéu qudc gia vé dan cu bang cac
phuong thirc nay thi nguoi c6 yéu cau khong phai xuat trinh (theo hinh thuc truc
tiép) hoic tai 1én (theo hinh thic truc tuyén).

*Luuy

- P6i voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp ho so theo hinh
thire truc tiép:

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

+ Nguoi yéu cau ding ky ho tich ¢ thé ndp ban sao chimg thuc tir ban
chinh hodc ban sao dugc cap tir sd gbe hodc ban chup kém theo ban chinh gidy td
dé d6i chiéu. Truong hop ngudi yéu cau ndp ban chup kém theo ban chinh gidy
to thi nguoi tiép nhan c6 trach nhiém kiém tra, ddi chiéu ban chup véi ban chinh
va ky xéac nhan, khong dugc yéu cau ngudi di dang ky ndp ban sao gidy to do.
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+ Nguoi tiép nhan c6 trach nhiém tiép nhan ding, du hd so ding ky ho tich
theo quy dinh cua phap luat ho tich, khong dugce yéu cau ngudi ding ky ho tich
nop thém gidy to' ma phap luat ho tich khong quy dinh phai nop.

Nguoi tiép nhan hd so thuc hién khai thac thong tin trong Co s& dit lidu
qudc gia vé dan cu theo quy dinh phap lut néu ngudi yéu cau dang ky ho tich da
cung cép ho, chit dém, tén; ngay, thang, ndm sinh; s6 dinh danh cG nhan/thé can
cudc cong dan/the can cudc/chitng minh nhan ddan/can cuoc dién tir. Truong hop
cac thong tin can khai thac khong co trong Co sé dir liéu qudc gia vé dan cu thi
dé nghi ngudi yéu cau ké khai day du.

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

+ Ban chup cac gidy to gtri kém theo hd so dang ky nhan cha, me, con truc
tuyén phai bao dam rd nét, day du, toan ven vé nodi dung, 13 ban chup bang may
anh, dién thoai hodc dugc chup, duoc quét bang thiét bi dién tir, tir gidy to dugc
cap hop 18, con gia tri sir dung.

+ Truong hop giay to, tai liéu phai gui kém trong ho so dang ky nhan cha,
me, con truc tuyén da c6 ban sao dién tir hodc da c6 ban dién tir gidy to ho tich thi
ngudi yeu cau dugc sir dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Trich luc dang ky nhan
cha, me, con/ban sao Trich lyc dang ky nhan cha, me, con) ngudi ¢6 yéu cau dang
ky nhan cha, me, con phai xuat trinh gidy to tuy than dé xac dinh nhan than; nop
ban chinh gidy to, tai liéu lachéing ctr ching minh quan hé cha, con hoic quan hé
me, con.

- Gidy to do co quan c6 tham quyén clia nudc ngoai cap, cong chimng hoic
x4c nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phap
hoéa lanh su theo quy dinh ctia phap luat, trir trudng hop duoc mién theo diéu udc
qudc té ma Viét Nam 1a thanh vién.

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

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

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

S6 lwong hd so: 01 bg
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Thot han gi{li quyét: 03 ngay lam viéc. Truong hop can phai xac minh thi
tho1 han giai quyét khong qua 08 ngay lam viéc.

Péi twong thuc hién thi tuc hanh chinh: Ca nhan

Co quan thyc hién thi tuc hanh chinh:

Uy ban nhan dan cip x3 noi cu tra ctia ngudi nhan hoic ngudi dugc nhan
la cha, me, con.

Co quan phéi hep:

- Uy ban nhan dan cép X4 noi cu tra cia ngudi duge nhan 1a cha, me, con.

- Co quan quan ly CSDLQGVDC.

Két qua thuc hién thi tuc hanh chinh:

- Trich luc dang ky nhan cha, me, con (pém chinh); ban sao Trich luc dang
ky nhan cha, me, con (truong hop y€u cau cap ban sao Trich luc dang ky nhéan
cha, me, con).

- Ban dién t Trich luc dang ky nhan cha, me, con (Ban di¢n tf}’ S€ tu’, dong
gui vé Kho quén 1y df{ li¢u dién tir cua ca phén/dia chi thu di¢n tu/thiét bi s6/dién
thoai cua nguoi yéu cau sau khi da hoan tat thu tuc dang ky nhan cha, me, con tai
co quan dang ky ho tich).

Phi, 1€ phi:

- 10.000/trudng hop theo Nghi quyét ctia Hoi ddng nhan dan tinh. Mién phi
doi véi truong hop nop ho so truc tuyen.

- Mién 1¢ phi chc? nguoi thudc gia dinh c6 cdng vo1 cach mang; nguoi thude
ho ngheo; nguoi khuyét tat.

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

Mau don, mau to khai:

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

+ MAu ho tich dién tir twong tacdang ky nhan cha, me, con(néu nop ho so
theo hinh thuc truc tuyén).

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

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

- Viéc nhan cha, me, con kh()ng c6 tranh chap.

- Truong hop nam, nit chung song v&i nhau nhu vo chong, khong dang ky
két hon, sinh con, ngudi con sdng clng voi ngudi cha, khi ngu:0’1 cha lam thu tuc
nhan con ma khéng lién hé dugc véi ngudi me thi khong can ¢ ¥ kién cta nguoi
me trong T khai dang ky nhan cha, me, con.
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Can cw phap ly:

- Luat Hon nhén va gia dinh nam 2014;

- Luat Ho tich nam 2014;

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

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

- Nghi dinh s 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu stra doi,
b sung mot s didu cua céc nghi dinh lién quan dén viéc nop, xuat trinh s6 ho
khau, s tam trd gidy khi thuc hién thu tuc hanh chinh, cung cép dich vu cong:

- Nghi dinh sé6 07/2025/NP-CP ngay 09/01/2025 ciia Chinh phii sita doi,
bé sung mot s6 diéu ciia cdc Nghi dinh trong linh vuc ho tich, quéc tich, chung
thuc;

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

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

- Thong tu s6 03/2023/TT-BTP ngay 02/8/2023 cta B truang B Tu phap
stra d6i, bd sung mot s noi dung caa Thong tu s 01/2022/TT-BTP ngay
04/01/2022 cua Bo truang Bo Tu phap quy dinh chi tiét mot sé diéu va bién phap
thi hanh Nghi dinh sé 87/2020/ND-CP ngay 28/7/2020 ctia Chinh phu quy dinh
vé Co s& dir lidu ho tich dién tir, ding ky ho tich truc tuyeén;

- Thong tu s6 04/2024/TT-BTP ngay 06/6/2024 ctua B truang Bo Tu phap
stra d6i, bo sung mot s6 diéu ciia Thong tu s6 02/2020/TT-BTP ngay 08/4/2020
cua Bo truong Bo Tu phap ban hanh, huéng dan st dung, quan Iy mau so quéc
tich va mau giay to vé qudc tich va Thong tu s6 04/2020/TT-BTP ngay 28/5/2020
ctia Bo truong Bo Tu phap quy dinh chi tiét thi hanh mot s6 diéu cua Luat Ho tich
va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 caia Chinh phii quy dinh chi
tiét mot sb diéu va bién phép thi hanh Luat Hb tich;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cua Bo truongBo Tai
chinh quy dinh muac thu, ché d6 thu, nop, quan 1y va st dung phi khai thac, sir
dung thong tin trong co sé dir liéu ho tich, phi xac nhan c6 qudc tich Viét Nam,
phi xac nhan 13 nguoi goc Viét Nam, Ié phi qudc tich.
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_ Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ciia Bé truongBo Tai
chinh hudng dan vé phi va Ié phi thudc tham quyén quyét dinh cua Hoi dong nhan
dan tinh, thanh phé truc thudc Trung wong;

_ Théng tu s 106/2021/TT-BTC ngdy 26/11/2021 cia Bo trwong Bo Tai
chinh sta doi, bd sung mot sé diéu cia Thong tu sd 85/2019/TT-BTC ngay
29/11/2019 cua B Tai chinh hudng dan vé phi va 18 phi thuoc tham quyén quyét
dinh caa Hoi d6ng nhan dan tinh, thanh phé tryc thudc Trung wong.

Ghi chi: Phan chit in nghiéng 1a noi dung sira di, bd sung, thay thé.
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Dé nghi cip ban sao®: Co D Khoéng []

Chd thich:

@ Ghi o tén co quan dang ky nhan cha, me, con.

@ Chi ghi trong tredng hop ngudi ¢d yéu cau dang ky ho tich chwa co/khong cung cap
s6 dinh danh c4 nhan/cin cudc cong dan/thé can cudce/ching minh nhan dan.

Truong hop phai cung cép thong tin “Noi cu tra” thi ghi theo noi dang ky thuong tri;
néu khong co noi dang ky thuong tr thi ghi theo noi dang ky tam tra; trudng hop khdng co
noi dang ky thuong trti va noi dang ky tam tru thi ghi theo noi & hién tai.

®Ghi sé dinh danh ca nhan/can cudc cdng dan/thé cin cude/sd Gidy khai sinh (ddi Voi
tré em)

Vi du: - Can cudc cong dan s 025188001010 do Cuc Canh sat QLHC vé TTXH cap
ngay 20/11/2021.

- Gidy khai sinh s6 01/2014, quyén sé 02 do UBND x& My Thing, huyén My
Loc, tinh Nam Dinh cip ngay 15/11/2014.

Trudng hop khéng cé sb dinh danh ca nhan/cin cude cong dan/thé cian cude thi ghi
gidy to hop 18 thay thé (ho chiéu, chang minh nhan dan,...).

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

®) Chi khai trong truong hop cha hodc me nhan con chua thanh nién hodc ngudi da
thanh nién nhung mat nang luc hanh vi dan sy, ghi ¥ kién cua nguoi cha néu me 12 nguoi yéu
cau, y kién nguoi me néu cha 1 nguoi yéu cau (trir truong hop nguoi d6 da chet, mat tich,
mat nang luyc hanh vi dan sy hozc han che nang lyc hanh vi dan sy).

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



59

NOI DUNG MAU HQ TICH DIEN TU TUONG TAC
PANG KY NHAN CHA, ME, CON

I. Théong tin vé ngudi yéu cau ding ky nhin cha, me, con
(1) Ho, chir dém, tén;
(2) Sé dinh danh ca nhan;

(3) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H6 chiéu/Giay to hop
1¢ thay thé); sb, ngay, thang, nim cp, co quan cap; ban chup dinh kém;

(4) Noi cu trt (noi thuong tra/noi tam tra/noi dang sinh song);

(5) Quan h¢ vo1 ngudi duge nhan cha/me/con.

II. Thong tin vé nguwoi nhin

(6) Ho, chir dém, tén;

(7) Ngay, thang, nam sinh (tach biét riéng 03 truong thong tin ngay, thang, ndm);
(8) G101 tinh;

(9) Dan toc;

(10) Québc tich;

(11) Sé dinh danh c4 nhan;

(12) Giay to tuy than: Loai gidy to st dung (CCCD/CMND/Hb chiéu/Gidy to hop
1¢ thay thé); sb, ngay, thang, nim cap, co quan cap; ban chyp dinh kém;

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

III. Thong tin vé ngudi dwoe nhin

(14) Ho, chir dém, tén;

(15) Ngay, thang, ndm sinh (tach biét riéng 03 truong thong tin ngay, thang, nam);
(16) Gidi tinh;

(17) Dan toc;

(18) Qudc tich;

(19) S6 dinh danh c4 nhan;

(20) Gidy to tiy than: Loai gidy to str dung (CCCD/CMND/H$ chiéu/Giay to hop
1¢ thay thé); sb, ngay, thang, nim cp, co quan cap; ban chyp dinh kém;
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(21) Noi cu trt (noi thuong tra/noi tam tra/noi dang sinh sdng);
(22) Dé nghi cép ban sao:

o Co

S6 lugng ban sao yéu cau: ...

o Khong

(23) Hb so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan céc thong tin cung cap la dung sy that va chiu hoan
toan trach nhi¢ém trudce phap luat vé ndi dung cam doan ctia minh.

* Truong hop cac thong tin vé gidy to chimg minh noi cu tra da dugc khai thac
tir CSDLQGVDC, dugc hé thong dién ty dong thi khong phai xuét trinh (theo
hinh thtrc truc tiép) hodc tai 1én (theo hinh thic truc tuyén)

* Mau dién tir twong tac ghi nhan thoi gian (gid, phut, gidy, ngay, thang, nim)
hoan tat viéc cung cap thong tin; ngudi yéu cau trude do di dang nhdp vao hé
théng, thuc hién xac thuc dién tir theo quy dinh.

Nguoi yéu cau dang ky nhéan cha, me, con nhan Trich luc dang ky nhan cha, me,
con (ban chinh) tryc tiép tai co quan dang ky ho tich.

Ban dién tir s& tu dong giri vé Kho quan 1y dit liéu dién tir ctia c4 nhan/dia chi thu
dién tu/thiét bi sd/dién thoai cta nguoi yéu cau sau khi d3 hoan tat thu tuc dang
ky nhan cha, meg, con tai co quan dang ky hg tich.
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4. Tha tuc ding ky khai sinh két hop diing ky nhén cha, me, con

Trinh tw thuc hién:

- Nguoi ¢6 yéu cau dang ky khai sinh va nhan cha, me, con nop hé so ding
ky khai sinh va ding ky nhan cha, me, con tai Bo phan mét cira caa UBND cap
x& c6 tham quyén; nop 1é phi néu thudc truong hop phai nop 1é phi dang ky khai
sinh, ddng ky nhan cha, me, con; nop phi cip ban sao Gidy khai sinh, Trich luc
dang ky nhan cha, me, con néu cé yéu cau cap ban sao Gidy khai sinh, Trich luc
dang ky nhan cha, me, con.

- Can bo tiép nhan ho so tai B6 phan mot cira ¢d trach nhiém kiém tra tinh
chinh xac, ddy du, théng nhat, hop 1& caa hd so.

(i) Truong hop hd so day du, hop 18 thi tiép nhan hd so, co Phiéu hen, tra
két qua cho ngudi ¢d yéu cau, ddng thoi chuyén ho so dé cong chuac lam cong tac
ho tich xur ly.

Sau khi tiép nhan hd so, can b tiép nhan hd so tai Bé6 phan mot cira thuc
hién s6 hoa (sao chup, chuyén thanh tai liéu dién ta trén hé thong thong tin, co sd
dir liéu) va ky s6 vao tai liéu, ho so giai quyét thu tuc hanh chinh da dugc sé hoa
theo quy dinh.

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

(iii) Truong hop nguoi c6 yéu cau dang ky khai sinh va nhan cha, me, con
khdng bd sung, hoan thién duoc hd so thi bao cdo Trudng bo phan mét cia co
thong bao tir chdi giai quyét yéu cau dang ky khai sinh va nhan cha, me, con.

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

+ Truong hop hd so can bd sung, hoan thién hoic khong du diéu kién giai
quyét, phai tir chi thi gui thong bao vé tinh trang ho so téi Bo phan mot cira dé
thong bao cho ngudi nop hd so — thuc hién lai bude (i) hoic (iii);

+ Truong hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan
khac ma khdng thé tra két qua dung thoi gian d3 hen thi cdng chire tu phap - hd
tich 1ap Phiéu xin 13i va hen lai ngay tra két qua, trong d6 néu 13 1y do cham tra
két qua va thoi gian hen tra két qua, chuyén Bo phan mot cira dé tra cho nguoi cO
y8u Ccau;

+ Néu thay viéc nhan cha, me, con 1a ding va khong c6 tranh chap, thong tin
khai sinh day du va phu hop,thi céng chirc tu phap - ho tich thue hién viéc ghi vao
S6 dang ky nhan cha, me, con, S6 dang ky khai sinh, cap nhat thong tin dang ky
khai sinh, dang ky nhan cha, me, con trén Phan mém dang ky, quan Iy ho tich dién
tr dung chung, chuyén thong tin dén CSDLQGVDC dé lay Sé dinh danh cé nhan.
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- Sau khi CSDLQGVDC tra vé Sé dinh danh ca nhan, cong chirc tu phap -
ho tich in Giay khai sinh, Trich luc dang ky nhan cha, me, con, trinh Lanh dao
UBND ky, chuyén téi Bo phan mot cira tra két qua cho ngudi ¢6 yéu cau.

- Nguoi ¢ yéu cau dang ky khai sinh va nhan 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
dang ky nhan cha, me, con, Gidy khai sinh, trong S6 ding ky nhan cha, me, con,
S6 dang ky khai sinh va ky tén vao S6 ding ky nhan cha, me, con, S6 dang ky
khai sinh, nhan Trich luc dang ky nhan cha, me, con, Giay khai sinh.

Cach thirc thuc hién:

Nguoi cé yéu cau dang ky khai sinh va nhan cha, me, con thuc hién nop hd
SO truc tiép tai BO phan mdt ctra cia UBND cép xa (mot bén cod thé nop hd so ma
khong phai c6 vin ban Gy quyén ctia bén con lai).

Thanh phan hd so:

* Giay to phai nop:

- T& khai dang ky khai sinh theo mau;

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

- Ban chinh Gidy chimg sinh; truong hop khong c6 Gidy chimg sinh thi nop
van ban clia nguoi lam chimg xac nhan vé viéc sinh; néu khong c6 nguoi lam
chtng thi phai c6 gidy cam doan vé viéc sinh.

Trieong hop nguoi Yéu cdau da nop bdan dién tir Gidy ching sinhhode co
quan déing ky ho tich da khai thac dwoc dir lidu dién tir c6 ky s6 cua Gidy ching
sinhthi khéng phdi nép ban gidy.

- Ching ctr chirng minh quan h¢ cha, con hoac quan hé me, con g@)m:

+ Vin ban clia co quan y té, co quan giam dinh hoic co quan khac c6 tham
quyén xac nhan quan hé cha con, quan hé me¢ con.

+ Truong hop khong ¢6 van ban néu trén thi cac bén nhan cha, me, con lap
van ban cam doan vé mbi quan h¢ cha, me, con, c¢ it nhat hai nguoi lam ching
vé mbi quan h¢ cha, me, con.

* Giay to phai xuat trinh:

- Hé chiéu/Ching minh nhan dan/Thé can cueéc cong dan/Thé can cude/Can
cuwde dién tirlGidy ching nhén cén curdchodc cac gidy to khac ¢ dan anh va thong
tin c4 nhan do co quan c6 tham quyén cip, con gia tri sir dung dé ching minh vé
nhan than caa nguoi c6 yéu cau dang ky khai sinh va nhan cha, me, con;

- Gidy to ¢6 gia tri chang minh thong tin vé cu tra trong trudng hop co quan
dang ky ho tich khong thé khai thac duoc thdng tin vé noi cu trii ciia cong dan
theo cac phuong thirc quy dinh tai khoan 2 Piéu 14 Nghi dinh sé 104/2022/ND-
CP ngay 21/12/2022 cta Chinh phu. Truong hop cac thong tin vé gidy to chang
minh noi cu tra da duoc khai thac tir Co so dit liéu qudc gia vé dan cu bang cc
phuong thirc nay thi ngudi ¢ yéu cau khéng phai xuat trinh (theo hinh thuac truc
tiép).
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*Luuy:

- Béi véi gidy to nop, xuat trinh:

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

+ Nguoi yéu cau ding ky ho tich c6 thé ndp ban sao chimg thuc tir ban
chinh hodc ban sao dugc cap tir sd gbe hodc ban chup kém theo ban chinh gidy td
dé d6i chiéu. Truong hop ngudi yéu cau ndp ban chup kém theo ban chinh gidy
t& thi ngudi tiép nhan c6 trach nhiém kiém tra, ddi chiéu ban chup véi ban chinh
va ky x4c nhén, khong duoc yéu cau ngudi di ding ky ndp ban sao gidy to do.

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

Nguoi tiép nhan ho so thuc hién khai thac thong tin trong Co s¢ dit lidu
quéc gia vé dan cu theo quy dinh phap ludt néu ngudi yéu cau dang ky ho tich da
cung cﬁp ho, chir dém, tén; ngay, thang, ndm sinh; s6 dinh danh ca nhan/cin cudc
cong dan/thé can cudc/chimg minh nhan dan. Trudng hop cac thong tin can khai
thac khong c6 trong Co s& dit liéu qubc gia vé dan cu thi dé nghi ngudi yéu cau
ké khai day du.

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

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

- Doi vdi viée Xac dinh ho, dan téc, qué quan, ddt tén cho tré:

+ Viéc xac dinh ho, dan toc, dat tén cho tré em phdi phu hop voi phap ludt
Va Yéu cdu giir gin ban sdc dan téc, tdp qUan, truyén thong van hoa tot dep ciia
Viet Nam; khong dat tén qua dai, kho s dung.

+ Triomg hop cha, me khong thoa thudn dwoc vé ho, dan téc, quUé quan ciia
con khi dang ky khai sinh thi Ao, dan téc, qué quan cua con duwoc Xac dinh theo
tdp quan nhung phai bdo dam theo ho, dan téc, qué quan cua cha hodc me.

S6 lweng ho so 01 bo

Thoi han giai quyét: 03 ngay 1am viéc, trudng hop phai xac minh thi thoi
han giai quyét kndng quéa 08 ngay lam viéc.

Péi twong thuc hién thi tuc hanh chinh: Ca nhan

Co quan thyc hién thi tuc hanh chinh: Uy ban nhan dan cép x4 noi cu
trd caa ngudi cha hodc ngudi me thyc hién ding ky khai sinh két hop nhan cha,
me, con.
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Co quan phdi hep: Co quan quan Iy CSDLQGVDC.

Két qua thyc hién thi tuc hanh chinh: Gidy khai sinh, Trich luc dang ky
nhan cha, me, con (ban chinh); ban sao Giéy khai sinh, ban sao Trich luc dang ky
nhan cha, me, con (trudng hop yéu cau cap ban sao Gidy khai sinh, ban sao Trich
luc dang ky nhan cha, me, con).

Phi, 1€ phi:

- Muec 1¢é phi cu thé: 5.000 dong 1¢ phi dang ky khai sinh,; 10.000d6ng 1¢
phi nhan cha me con.Mién phi d6i véi trudng hop ndp hd so truc tuyén.

- Mién I¢& phi cho ngudi thudc gia dinh ¢ cong véi cach mang; ngudi thuoc
ho nghéo; nguoi khuyét tat.

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

Mau don, mau to khai:

- To khai dang ky khai sinh.

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

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

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

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

- Truong hop nam, nit chung song véi nhau nhu vo chong, khong dang ky
két hon, sinh con, ngudi con séng cung véi ngudi cha, khi ngu’(n cha lam thu tuc
nhan con ma khong lién hé dugc véi ngudi me thi khong can ¢ y kién cta nguoi
me trong To khai ddng ky nhan cha, me, con.

Can cw phap ly:

- Luat Hon nhan va gia dinh ndm 2014;

- Luat Ho tich nam 2014;

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

- Nghi dinh s 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu stra doi,
b6 sung mot sb diéu cua cac nghi dinh lién quan dén viéc nop, xuat trinh s6 ho
khau, s6 tam tr gidy khi thuc hién thu tuc hanh chinh, cung cp dich vu cong;

- Nghi dinh s6 07/2025/ND-CP ngay 09/01/2025 ciia Chinh phii sira doi,
bé sung mot s diéu ciia céc Nghi dinh trong linh vuc ho tich, quéc tich, chirng
thue;

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

- Thong tu s6 04/2024/TT-BTP ngay 06/6/2024 ctua B truang Bo Tu phap
stra d6i, b6 sung mot sb diéu caa Thong tu sé 02/2020/TT-BTP ngay 08/4/2020
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cua Bo truong Bo Tu phap ban hanh, huéng dan st dung, quan Iy mau sé quéc
tich va mau giay to vé qudc tich va Thong tu s6 04/2020/TT-BTP ngay 28/5/2020
cua Bo truang Bo Tu phap quy dinh chi tiét thi hanh mot sé diéu cua Luat Ho tich
va Nghi dinh sé 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh chi
tiét mot sb diéu va bién phép thi hanh Luat Hb tich;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cua Bo truongBo Tai
chinh quy dinh muac thu, ché do thu, ndp, quan ly va sir dung phi khai thac, sir
dung thong tin trong co sé dir liéu ho tich, phi xac nhan ¢ qudc tich Viét Nam,
phi xac nhan 13 nguoi gbc Viét Nam, & phi qudc tich.

- Thong tu sb 85/2019/TT-BTC ngay 29/11/2019 cua Bo truongBo 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;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo truong Bo Tai
chinh sta doi, bé sung mot s6 diéu ciia Thong tu sd 85/2019/TT-BTC ngay
29/11/2019 ctia Bo Tai chinh hudng dan vé phi va Ié phi thuoc tham quyén quyét
dinh caa Hoi d6ng nhan dan tinh, thanh phé truc thuéc Trung wong.

Ghi chi: Phan chit in nghiéng 1a noi dung sira di, bd sung, thay thé.



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

TO KHAI PANG KY KHAI SINH
KINN QI D ot

Ho, Chit dém, tn NEUOT YBU CAU .........ovoveeeeeeeeieeeeeeese sttt ness s
Ngay, thang, NAm STNN: ..o
INOT CU T @)oottt bbb

Quan h¢ vai nguoi GuoC KNal SINN: L.
Pé nghico quan ding ky khai sinh cho nguwoi dwéi day:

HOQ, CNTE d@IM, T8N .ottt e et e e b s
Ngay, thang, nam sinh: ........c..ccccoevviiiiiiiiniieieeee ghi bANG ChT: oo,

(@ 110 U Uy PSSR
Ho, Chit d€m, tEN MEUOT MIE: ...
NEM SINI: G DaN toc: @ .o, Quéc tich: @ ..............

GIAY 0 Y tAN: B).oiiicceee ettt ettt
Ho, Chit dém, t&n MU0 CHA: ...
Nam $inh: G Dan toc: @, Quéc tich: @ ..............

GIAY 1O TUY thAN: @)oottt sttt es et enee s

Thong tin vé Giay chirng nhan két hén cua cha me tré (néu cha, me tré d3 PKKH): S6:......... :
Quyén sd: .......... , dang ky ngay .... thang .... ndm ......... 171 PSR

T6i cam doan ndi dung dé nghi dang ky kha1 smh trén day la dung sy that, duoc su théa thuan
nhat trf cua cac bén lién quan theo quy dinh phép luat.

T6i chiu hoan toan trach nhiém truéc phap luat vé noi dung cam doan caa minh.
Lamtai: ... , NEAY oo thang ......... nam ..............
Ngudi yéu cau
(Ky, ghi r6 ho, chit dém, tén)
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Dé nghi cip ban sao®: Co D Khoéng []

Chd thich:
(DGhi rd tén co quan ding ky khai sinh.
@ Chi ghi trong truong hop ngudi €6 yéu cau ding ky ho tich chua co/khong cung cap

s6 dinh danh c4 nhan/cin cudc céng dan/thé cin cudc/ching minh nhan dan; khdng cung cap
day du thong tin ngdy, thang, nam sinh.

~ Truong hop phai cung cép thong tin “Noi cu trd” thi ghi theo noi ding ky thuong tra;
néu khong c6 noi dang ky thuong tru thi ghi theo noi dang ky tam tra; truong hop khéng co
noi dang ky thuong trti va noi dang ky tam tru thi ghi theo noi & hién tai.
~ OGhi s6 dinh danh c4 nhan/cin cudc cong dan/thé can cude(vi du: Can cude cong dan
s6 025188001010 do Cuc Canh sat QLHC v& TTXH cép ngay 20/11/2021). Trudng hop khang
c6 so dinh danh c4 nhan/can cudc cong dan/the can cudc thi ghi giay to hop I¢ thay the (ho
chiéu, chiing minh nhan dan,...).
@ Truong hop sinh tai co sd 'y té thi ghi rd tén co sé'y té va va dia chi try s6 co so' y té do.
Vi du: - Bénh vién Phu san Ha No6i, duong La Thanh, phuong Ngoc Khanh, quan Ba
Pinh, Ha Noi.
- Tram y té x3 Pinh Bang, huyén Tur Son, tinh Bac Ninh.
Truong hop sinh ra ngoai co so' y té thi ghi dia danh ciia 03 cap hanh chinh (x, huyén,
tinh), noi sinh ra.
Vi du: xa Pinh Bang, huyén Tir Son, tinh Bac Ninh.
®) Ghi day du ngay, thang sinh cua cha, me (néu co).
®) P& nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd s6 lugng.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI PANG KY NHAN CHA, ME, CON

KINR QU D)oo

Ho, Chit dem, t&N NEUWOT YBU CAUS .....c..veveveeeeeeeeeeeceeeeeeee et s st eseenean s eaneneans
Ngay, thang, NAM SINN: ....oocoiii e

NOT CU T B oo e ettt et et e e et e e e et et e e et et e e et e e e et e s e s et e s e eseseaees et e e es et aseeseseeeseaenesans

Quan hé v&i ngudi NNAN Cha/ME/CON: @) .. ...t
Pé nghico quan cong nhin ngudi cé tén duéi diy:
[ (o T o2 a1 T 1<) 1 (TR (=] R

Ngay, thang, NAM SINN: ..o s
GiGi tinh: @, DANTOC: @ Quéc tich: @ ..o,

LA e cua nguoi co tén duwdi day:

[ (o T oA a1 e 1< 1 0 TR (= S OURTOT
Ngay, thang, NAM SINN: ..o s
GigGitinh: @, DANTOC: @ Quéc tich: @ ..o,
INOT CU T @ oottt e et ee st e st s e bt e e s et es et et n e s et en et s st ensnees

To61 cam doan vi€c Nhan..........cccoeeveeiieeiiie e, noi trén 1a dang su that, tuw nguyén, khong co tranh
chap va chiu trach nhiém truéc phap luat vé cam doan ciia minh.

Lam tai..cccoercieecececececeeee, ngay ............ thang............ nam............
Nguwoi yéu cau
(Ky, ghi rd ho, chir dém, tén)

Y kién ciia nguoi hién dang 13 me hozc cha®

Dé nghi cip ban sao®: Co |:|, Khéng []
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Chu thich:

(1) Ghi 16 tén co quan ding ky nhan cha, me, con.

@ Chi ghi trong truong hop ngudi ¢6 yéu cau ding ky ho tich chua c6/khong cung cap sd
dinh danh ¢4 nhan/can cudc cong dan/thé can cudc/ching minh nhan dan.

Truong hop phai cung cap thong tin “Noi cu tra” thi ghi theo noi dang ky thuong tri; néu
khong c6 noi dang ky thuong tra thi ghi theo noi dang ky tam tra; truong hop khong cé noi dang
ky thuong tri va noi dang ky tam tra thi ghi theo noi ¢ hién tai.

®Ghi sb dinh danh ca nhan/cin cudc cong dan/thé can cudc/sd Gidy khai sinh (d6i voi
tré em)

Vi du: - Cin cudc coéng dan s 025188001010 do Cuc Canh sat QLHC vé TTXH cip ngay
20/11/2021.

- Giay khai sinh s6 01/2014, quyén s6 02 do UBND x& My Thang, huyén My Loc, tinh
Nam Dinh cap ngay 15/11/2014.

Truong hop khdng ¢6 s6 dinh danh ca nhan/can cudc cong dan/thé can cudce thi ghi gidy to

hop 1 thay thé (ho chiéu, chitng minh nhan dan,...).

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

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

© Pé nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd s6 luong.
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5. Thi tuc dang ky khai tir

Trinh tw thyc hién:

- Néu lya chon hinh thtc nop hé so truc tiép, nguoi c6 yéu cau diang ky
khai ttr nop hd so dang ky khai tir tai Bo phan mot cira caa UBND cép x& c6 tham
quyén; nop 1& phi néu thudc truong hop phai nop 16 phi dang ky khai ti; nop phi
cap ban sao Trich luc khai tir néu cé y&u cau cap ban sao Trich luc khai tu.

- Néu lya chon hinh thic nop hé so truc tuyén, nguoi 6 yéu cau dang ky
khai ttr truy cap Cong dich vu cdng quéc gia hoic Cong dich vu cong cap tinh,
dang ky tai khoan (néu chua c6 tai khoan), xac thuc ngudi dung theo hudng dan,
dang nhap vao hé thong, xac dinh ding Uy ban nhan dan cap xa c6 tham quyén.

Nguoi ¢6 yéu cau dang ky khai tir truc tuyén cung cap théng tin theo mau
ho tich dién tir trong tac dang ky khai tir (cung cap trén Cong dich vu cdng), dinh
kém ban chup hoic ban sao dién tir c4c gidy to, tai lidu theo quy dinh; nop phi, 1é
phi thdng qua chirc ning thanh toan tryc tuyén hoic bang cach thuc khéc theo quy
dinh phép luat, hoan tat viéc nop ho so.

- Can bo tiép nhan ho so tai B6 phan mot cira ¢d trach nhiém kiém tra tinh
chinh xac, ddy du, théng nhat, hop 1& caa hd so.

(i) Truong hop ho so day du, hop 18 thi tiép nhan ho so; néu tiép nhan ho
so sau 15 gio thi co Phiéu hen, tra két qua cho nguoi ¢ yéu cau trong ngay lam
viéc tiép theo (néu nguoi c6 yéu cau lya chon hinh thic nop hd so truc tiép) hoic
guri ngay Phiéu hen, tra két qua qua thu dién tir hoac gui tin nhan hen tra két qua
qua dién thoai di dong cho nguoi c6 yéu cau (néu nguoi c6 yéu cau lya chon hinh
thirc nop ho so truc tuyén);chuyén ho so dé cong chirc 1am cong tac ho tich xu 1y.

Sau khi tiép nhan ho so theo hinh thuc nop truc tiép, can bo tiép nhan ho
so tai Bo phan mét ctra thuc hién sé hoa (sao chup, chuyén thanh tai liéu dién ta
trén hé thong thong tin, co so dit liéu) va ky sb vao tai liéu, hd so giai quyét thu
tuc hanh chinh da duoc s hoa theo quy dinh.

(i) Truong hop ho so chua day da, hop Ié thi c6 thong bao cho ngudi yéu
cau bo sung, hoan thién ho so, néu 1o loai giay to, noi dung can bo sung dé nguoi
c6 yéu cau bd sung, hoan thién. Sau khi hd so dugc bd sung, thuc hién lai budc
(i);

(iii) Truong hop nguoi c6 yéu cau dang ky khai tir khong bo sung, hoan
thién dugc ho so thi bao cao Trudng bo phan mot ctra c6 théng bao tir chdi giai
quyét yéu cau dang ky khai tu.

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

+ Truong hop hd so can bo sung, hoan thién hodc khong du diéu kién giai
quyét, phai tir chi thi guri thong bao vé tinh trang ho so téi Bé phan mot cira dé
thong bao cho ngudi nop hd so — thuc hién lai bude (i) hoac (iii);
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+ Truong hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua dung thoi gian da hen thi ¢éng chac 1am cong tac
ho tich 1ap Phiéu xin 15i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham
tra két qua va thoi gian hen tra két qua, chuyén Bo phan mét ctra dé tra cho nguoi
c6 yéu cau (néu nguoi ¢ yéu cau lya chon hinh thirc nop hé so truc tiép), hoac
guri Phiéu xin 13i va hen lai ngay tra két qua qua thu dién tir hodc giri tin nhan qua
dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh thirc
nop hd so truc tuyén).

+ Néu thay ho so day du, hop Ié, ding quy dinh, truong hop tiép nhan hd
so ding ky khai ttr theo hinh thirc truc tiép, thi cdng chirc tu phap - ho tich thuc
hién viéc ghi vao S6 dang ky khai ttr, cap nhat thong tin dang ky khai tir trén Phan
mém ding ky, quan Iy ho tich dién ti ding chung.

Truong hop tiép nhan hd so dang ky khai tir theo hinh thuc truc tuyén, cong
chtec tu phap - ho tich guri lai biéu mau Trich luc khai tir dién ti véi thong tin day
du cho ngudi yéu cau qua thu dién ti hoac thiét bi sb.

Nguoi yéu cau cé trach nhiém kiém tra tinh chinh xac, day du caa cac théng
tin trén biéu mau Trich luc khai tir dién tr va xac nhan (tdi da mot ngay).

Néu ngudi c6 yéu cau xac nhan thong tin da thong nhat, day da hoic khdng
c6 phan héi sau thoi han yéu cau thi céng chire tu phap - ho tichthuc hién viéc ghi
noi dung vao So6 ding ky khai tir, cap nhat thong tin diang ky khai tir trén Phan
mém ding ky, quan Iy ho tich dién tir ding chung.

- Cong chire tu phap - hé tich in Trich luc khai tir, trinh Lanh dao UBND
ky, chuyén Bo phan mot cira tra két qua cho nguoi c6 yéu cau.

- Nguoi ¢6 yéu cau dang ky khai tir kiém tra thong tin trén Trich luc khai tir,
trong S6 dang ky khai tir va ky tén vao So dang ky khai tir, nhan Trich luc khai ti.

Cach thirc thuc hién:

Nguoi c6 yéu cau ding ky khai tir truc tiép thuc hién hodc Gy quyén cho
nguoi khac thuc hién ndp ho so truc tiép tai B0 phan mot cira cia UBND cép xa
hodc guri ho so qua hé thdng buu chinh hoic ndp ho so truc tuyén trén Cong dich
vu cong qudc gia (https://dichvucong.gov.vn) hoic Cong dich vu cong cap tinh
(https://dichvucong.---.gov.vn).

Thanh phan hd so:

- To khai ding ky khai tir theo mau (néu ngudi ¢ yéu cau lua chon ndp ho
so theo hinh thirc truc tiép hodc guri hd so qua hé thong buu chinh);

- MAu ho tich dién tir twong tacdiang ky khai tir (do ngudi yéu cau cung cap
thong tin theo hudng dan trén Céng dich vu cong, néu nguoi co yéu cau lya chon
ndp hd so theo hinh thuc truc tuyén);

- Nguoi ¢ yéu cau dang ky khai tir thuce hién viéc ndp/xuat trinh (theo hinh
thire truc tiép) hodc tai 1én (theo hinh thire truc tuyén) cac gidy to sau:

* Giay to phai nop:



https://dichvucong.gov.vn/
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- Gidy bdo tir hodc gidy to thayGidy bdo tir do co quan cé tham quyén
cap. Truweong hop nguwoi yéu cau di ngp ban dién tir Gidy bdo tir hodc co quan dang
kyho tich dad khai thdac duoc dir liéu dién tir co ky s6 cua Gidy bao tur thi khong
phdi ngp ban gidy.

- Gidy t0, tai liéu, chimg cr do co quan, t6 chirc c6 tham quyén cap hodc
xéac nhan hop 1é chimg minh sy kién chét d6i voi trudng hop diang ky khai tir cho
ngudi chét da 1au, khong co Gidy béo tir hodc gidy to thay Gidy bao tir.

- Vin ban iy quyén (dugc chimg thuc) theo quy dinh cta phap luat trong
truong hop uy quyén thuc hién viéc ding ky khai tir. Trudng hop ngudi co trach
nhiém ding ky khai tir iy quyén cho ngudi khac thuc hién viée dang ky khai tir
ma ngudi dugc uy quyén la 6ng, ba, cha, me, con, vo, chéng, anh, chi, em ruot
ctia ngudi Gty quyén thi vin ban iy quyén khong phai chimg thuc.

* Gidy to phai xuit trinh:

- H{ chiéu/Chitng minh nhdn dan/Thé can cude cong dan/Thé can
cwée/Can cude dién ti/Gidy chieng nhdn can cuéchodc cac gidy to khac c6 dan
anh va thong tin ¢4 nhan do co quan c6 thidm quyén cép, con gié tri st dung dé
chtrng minh vé nhan than ctia ngudi c¢6 yéu cau dang ky khai ttr. Trudng hop céc
thong tin ca nhan trong cac gidy to nay da c6 trong CSDLQGVDC, CSDLHTDT,
dugc hé théng dién ty dong thi khong phai tai 1én (theo hinh thuc truc tuyén);

- Gidy to chimg minh noi cu tra cudi cing cta ngudi chét dé xac dinh
tham quyéntrong trudng hop co quan ding ky ho tich khong thé khai thac duoc
thong tin vé noi cu tra ctia cong dan theo cic phuong thirc quy dinh tai khoan 2
Diéu 14 Nghi dinh sé 104/2022/ND-CP ngay 21/12/2022 caa Chinh phil. Truong
hop cac thong tin vé gidy to ching minh noi cu tri da duoc khai thac tir Co so dir
liéu quoc gia vé dan cu bang cac phuong thirc nay thi nguoi co yéu cau khong
phai xuét trinh (theo hinh thire truc tiép) hodc tai 1én (theo hinh thire truc tuyén).

- Trudng hop khong xéac dinh duoc noi cu tra cudi cling ctia nguoi chét thi
xudt trinh gidy to chirng minh noi nguoi d6 chét hodc noi phat hién thi thé cia
nguoi chét.

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

*Luuy

- Trong thoi han 15 ngay ké tir ngdy c6 nguoi chét thi vo, chong hodc con,
cha, me hoic ngudi than thich khac ctia ngudi chét c6 trach nhiém di dang ky khai
tir; truong hop ngudi chét khong c6 ngudi than thich thi dai dién ciia co quan, to
chtrc, ca nhan lién quan co6 trach nhiém di khai tur.

- D6i voi gidy to ndp, xut trinh néu ngudi yéu cau ndp hd so theo hinh
thue truc tiép:
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+ Nguoi tiép nhan c6 trach nhiém kiém tra, d6i chiéu véi thong tin trong t&
khai, chup lai hoac ghi lai thong tin dé luu trong hd so va tra lai cho nguoi Xuét
trinh, khong duoc yéu cau nop ban sao hoic ban chup gidy to do.

+ Nguoi yéu cau ding ky ho tich c¢6 thé ndp ban sao chimg thuc tir ban
chinh hodc ban sao dugc cap tir sd gbe hodc ban chup kém theo ban chinh gidy td
dé d6i chiéu. Truong hop ngudi yéu cau ndp ban chup kém theo ban chinh gidy
to thi nguoi tiép nhan c6 trach nhiém kiém tra, ddi chiéu ban chup v6i1 ban chinh
va ky x4c nhan, khong duoc yéu cau ngudi di ding ky ndp ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, dii ho so dang ky ho tich
theo quy dinh cua phap luat ho tich, khong dugc yéu cau ngudi ding ky ho tich
ndp thém gidy to ma phap luat ho tich khong quy dinh phai ndp.

Nguoi tiép nhan hd so thuc hién khai thac thong tin trong Co so dit lidu
qudc gia vé dan cu theo quy dinh phap luat néu ngudi yéu cau dang ky ho tich da
cung cap ho, chit dém, tén; ngady, thang, nam sinh; s6 dinh danh cd nhéan/thé can
cuoc cong dan/thé can cudc/chirng minh nhan dan/can cuoc dién tir. Truong hop
cac thong tin can khai thac khong co trong Co sé dir liéu qudc gia vé dan cu thi
dé nghi ngudi yéu cau ké khai day du.

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

+ Ban chup cac gidy to giri kém theo ho so dang ky khai tir tryc tuyén phai
bao dam rd nét, day du, toan ven vé ndi dung, 1a ban chup bang may anh, dién
thoai hodc dugc chup, dugc quét bang thiét bi dién tir, tir gidy to duoc cap hop 18,
con gia tri sir dung.

+ Truong hop gidy to, tai liéu phai gai kém trong ho so ding ky khai tir
truc tuyén di co ban sao dién tir hodc di c6 ban dién tir gidy to ho tich thi nguoi
yéu cau duoc sir dung ban dién tir nay.

+ Khi dén co quan diang ky ho tich nhan két qua (Trich lyc khai tir/ban sao
Trich luc khai tir), ngudi c6 yéu cau ding ky khai tir phai xuét trinh gidy to tuy
than, ndp ban chinh cic gidy to 1a thanh phan hd so dang ky khai tir theo quy dinh
phap luat ho tich.

- Gidy to do co quan c6 tham quyén ctia nudc ngoai cap, cong chimg hoic
xac nhan dé st dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phap
hoéa lanh su theo quy dinh ctia phap luat, trir trudong hop duoc mién theo diéu udc
qudc té ma Viét Nam 1a thanh vién.

- Trudng hop ngudi yéu cau ding ky khai tir khong cung cp duge gidy to
néu trén theo quy dinh hodc gidy td nop, xuat trinh bi tay x6a, sira chira, lam gia
thi co quan dang ky ho tich c¢6 tham quyén hity bo két qua dang ky khai tir.

S6 lwong hd so: 01 bg
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Thoi han giai quyét: Ngay trong ngay tiép nhan yéu cau, trudng hop nhan
hd so sau 15 gio ma khong giai quyét duoc ngay thi tra két qua trong ngdy lam
viée tiép theo.

Poi twong thuc hién thi tuc hanh chinh: Ca nhan

Co quan thuc hién thi tuc hanh chinh:

- Uy ban nhan dan cdp x4 noi cu tri cudi cing cua nguoi chét thyc hién
viéc dang ky khai tir;

- Uy ban nhéan dén cip x4 noi ngudi dé chét hodc noi phét hién thi thé nguoi
chét thue hién viéc ding ky khai tir trong trudng hop khéng xac dinh dugc noi cu
tri cudi ciing ctia ngudi chét.

Co quan phéi hgp: Co quan quan Iy CSDLQGVDC.

Két qua thuc hién thi tuc hanh chinh:

- Trich luc khai tir (ban chinh); ban sao Trich luc khai tir (truong hop yéu
cdu cap ban sao Trich luc khai tir).

- Ban dién ttr Trich luc khai tir (Ban dién tir s& tu dong giri vé Kho quan ly
dit liéu dién tir ciia c4 nhan/dia chi thu dién t/thiét bi sd/dién thoai cua nguoi yéu
cau sau khi d4 hoan tat thu tuc dang ky khai tr tai co quan déng ky ho tich).

Phi, 1€ phi:

- Mic I¢ phi cu thé 1a 5.000 dong/ trudng hop khai tir qué han theo Nghi
quyét caa Hoi dong nhan dan tinh.

- Mién Ié phi dbi voi truong hop dang ky khai tir ding han, ngudi thudc gia
dinh c6 coéng v&i cach mang; nguoi thuoc ho nghéo; ngudi khuyét tat va cac
trudng hop nop hd so truc tuyén.

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

Mau don, mau to khai:

-To khai dang ky khai tir (néu nop hd so theo hinh thire truc tiép hoac gui
hd so qua hé théng buu chinh);

- MAau ho tich dién tir twong tacding ky khai tar (néu nop ho so theo hinh
thire truc tuyén).

Cin ci phap ly:

- Luat Ho tich nam 2014;

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

- Nghi dinh s6 87/2020/NB-CP ngay 28/7/2020 caa Chinh pht quy dinh vé
Co s dir liéu ho tich dién tir, diang ky ho tich truc tuyén;

- Nghi dinh s 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu stra doi,
b6 sung mot sb diéu cua cac nghi dinh lién quan dén viéc nop, xuat trinh s6 ho
khau, s6 tam tr gidy khi thuc hién thu tuc hanh chinh, cung cép dich vu cong;


http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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- Nghi dinh s6 07/2025/ND-CP ngay 09/01/2025 ciia Chinh phii sita doi,
bé sung mot s6 diéu ciia cdc Nghi dinh trong linh vuc ho tich, quéc tich, chung
thue;

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

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

- Thong tu s6 03/2023/TT-BTP ngay 02/8/2023 ctua Bo truang Bo Tu phap
stra d6i, bd sung mot sd noi dung caa Thong tu s 01/2022/TT-BTP ngay
04/01/2022 cua Bo truang Bo Tu phap quy dinh chi tiét mot sé diéu va bién phap
thi hanh Nghi dinh sé 87/2020/ND-CP ngay 28/7/2020 cta Chinh phu quy dinh
vé Co sé dit liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Thong tu s 04/2024/TT-BTP ngay 06/6/2024 ctia Bo truéng Bo Tu phap
stra d6i, bo sung mot s6 diéu ciia Thong tu s6 02/2020/TT-BTP ngay 08/4/2020
cua Bo truong Bo Tu phap ban hanh, huéng dan si dung, quan Iy mau so quéc
tich va mau giay to vé qudc tich va Thong tu s6 04/2020/TT-BTP ngay 28/5/2020
cua Bo truang Bo Tu phap quy dinh chi tiét thi hanh mot sé diéu cua Luat Ho tich
va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 caia Chinh phii quy dinh chi
tiét mot sé didu va bién phap thi hanh Luat Ho tich;

- Théng tu sb 281/2016/TT-BTC ngay 14/11/2016 cua Bo truongBo Tai
chinh quy dinh muc thu, ché do thu, nop, quan ly va sir dung phi khai thac, sir
dung thong tin trong co sd dit liéu ho tich, phi xac nhan ¢ quéc tich Viét Nam,
phi xac nhan 1a nguoi goc Viét Nam, 1& phi qudc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo truongBo Tai
chinh huéng dan vé phi va 1& phi thudc tham quyén quyét dinh caa Hoi dong nhan
dan tinh, thanh phé tryc thudéc Trung wong;

- Théong tu sé 106/2021/TT-BTC ngay 26/11/2021 ciia Bo truong Bo Tai
chinh sta doi, bd sung mot sé diéu cua Thong tu s 85/2019/TT-BTC ngay
29/11/2019 cua B Tai chinh hudng dan vé phi va 18 phi thuoc tham quyén quyét
dinh caa Hoi déng nhan dan tinh, thanh phé tryc thuéc Trung wong.

Ghi chu: Phan chit in nghiéng 1a noi dung sira doi, bd sung, thay thé.
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc l1ap - Tw do - Hanh phuc

TO KHAI PANG KY KHAI TU

KINN QU @) e

Ho, Chir d@m, t8N0 M@UWOT YU CAUL ..o
Ngay, thang, NAM SINN: ..o
INOT CU L @

QUAN NE VOT NGUTT A8 CHELL ....oooooeeeeeeeee oot
Pé nghi co quandiing ky khai tir cho ngudi ¢é tén dwéi day:

HO, CREE @M, TEN: o
Ngay, thang, NAM SINN: ..o
Gigitinh: @i DAN tOC: @ QUBC tICh: @ e
NOT CU I CUOT CUNG: @) oot oot

D3 chét vao IUC: ..o o[ phlt, NQay .............. thang ........... NAM ..o
INOT CHEL: ..o
NGUYBN NNAN CREL. ..o
S6 Gidy bao tir/Gidy to thay thé Gidy bao tir: . ..o AO o
......................................................................................................... CAp NQAY ......thang ....... ndm ........
T6i cam doan nhirng ndi dung khai trén day la dang sy that va chiu trdch nhiém trudc phéap
luat vé cam doan ctia minh.

Lam tai: .....ccooo.....e., ngay ... thang ... 12F:11 1 H

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

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

(DGhi 16 tén co quan ding ky khai tir.

@Chi ghi trong trudng hop ngudi €6 yéu cau dang ky ho tich chua c6/khdng cung
cap sb dinh danh c4 nhan/cin cuéc cong dan/thé cian cudc/chieng minh nhan dan; khdng
cung cap day du thong tin ngay, thang, nam sinh.

Truong hop phai cung cap thong tin “Noi cu tri” thi ghi theo noi ding ky thuong
trd; néu khong c6 noi dang ky thuong tra thi ghi theo noi dang ky tam tra; trudng hop
khong ¢6 noi dang ky thuong tra va noi dang ky tam tra thi ghi theo noi ¢ hién tai.

@) Ghi s6 dinh danh c4 nhan/cin cude cong dan/thé can cudc (vi du: Can cudc cdng
dan sé 025188001010 do Cuc Canh sat QLHC vé TTXH cap ngay 20/11/2021). Truong
hop khdng c6 s6 dinh danh c4 nhan/can cudc cdng dan/thé can cudce thi ghi gidy to hop lé
thay thé (ho chiéu, chang minh nhan dan,...).

) Néu ghi theo Giay bao tir, thi gach cum tir “Gidy to thay thé Gidy bao tu”; néu
ghi theo s Giay to thay thé Gidy béo tu thi ghi r tén, sb gidy to va gach cum tir “Gidy béo
t”’; truong hop khong c6 thi muc nay dé tréng.

®) P& nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd s6 lugng.
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NOI DUNG MAU HO TICH PIEN TU TUONG TAC PANG KY KHAI TU
I. Thong tin vé ngudi yéu cau ding ky khai tir
(1) Ho, chir dém, tén;
(2) Sé dinh danh ca nhan;

(3) Gidy to tuy than: Loai gidy to sir dung (CCCD/CMND/H6 chiéu/Gidy to hop
1¢ thay thé); sb, ngay, thang, nim cp, co quan cap; ban chup dinh kém;

(4) Noi cu trt (noi thuong tra/noi tam tra/noi dang sinh song);

(5) Quan h¢ vo1 nguoi dugce khai tir.

I1. Thong tin vé nguoi dwoc ding Ky khai tir

(6) Ho, chir dém, tén;

(7) Ngay, thang, nam sinh (tach biét riéng 03 truong thong tin ngay, thang, nam);
(8) S6 dinh danh ca nhan;

(9) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H6 chiéu/Giay to hop
1€ thay thé); s0, ngay, thang, nam cép, co quan cép; ban chup dinh kém:;

(10) Noi cur trii cudi cing (noi thuong tra/noi tam tri/noi dang sinh séng);

(11) Thoi gian chét: gio, phut, ngay, thang, nim (tach biét riéng cac trudong thong
tin gio, phuat, ngay, thang, nam);

(12) Noi chét;

(13) Nguyén nhan chét (co chu thich: néu chua xac dinh duoc/chua ro thi dé
trong);

(14) Gidy bao tir/Gidy to thay thé gidy bao ti: s6, ngdy, thang, nim cap, co quan
cap (tach biét riéng cac trudng thong tin sb, ngay, thang, nim, co quan cap; cd
chu thich néu khong c6 thi dé tréng);

(15) Pé nghi cap ban sao:

o Co

S6 luong ban sao yéu cau: ...

0 Khong

(16) Ho so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan cac thong tin cung cap la dang su that va chiu hoan
toan trach nhiém trude phap ludt vé ndi dung cam doan cia minh.
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* Truong hop cac thong tin vé gidy to chimg minh noi cu tra da duge khai thac
tir CSDLQGVDC, duoc hé thdng dién ty dong thi khong phai xuat trinh (theo
hinh thtrc truc tiép) hodc tai 1én (theo hinh thirc truc tuyén)

* Mau dién tir twong tac ghi nhan thoi gian (gio, phut, gidy, ngdy, thang, nim)
hoan tat viéc cung cap thong tin; ngudi yéu cau trude d6 di dang nhap vao hé
théng, thuc hién xac thuc dién tir theo quy dinh.

Nguoi yéu cau ding ky khai tr nhan Trich luc khai tir (ban chinh) truc tiép tai co
quan dang ky ho tich.

Ban dién tir s& tu dong giri vé Kho quan 1y dit liéu dién tir ctia c4 nhan/dia chi thu
dién ti/thiét bi sd/dién thoai cta nguol yéu cau sau khi d3 hoan tat tha tuc dang
ky khai tir tai co quan dang ky ho tich.
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6. Thu tuc dang ky khai sinh luvu dong

Trinh ty thyc hién:

- Cong chirc tu phap - ho tich cap xa duoc giao nhiém vu diang ky khai sinh
lwu dong ¢ trach nhiém chuan bi ddy dit 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 hoic tai
dia diém t6 chic dang ky luu dong, bao dam thuan loi cho nguoi dan.

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

- Sau khi tiép nhén du hd so, cong chuc tu phép - ho tich thuc hién viéc ghi
vao S6 dang ky khai sinh, cap nhat thong tin ding ky khai sinh trén Phan mém
diang ky, quan 1y ho tich dién tir dung chung va chuyén thong tin dén
CSDLQGVDC d¢é lay Sé dinh danh ca nhan.

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

- Cong chuc tu phap - ho tich dem theo Gidy khai sinh va S6 ding ky khai
sinh dé tra két qua cho ngudi cd yéu cdu tai dia diém ding ky luu dong; hudng
dan ngudi yéu cau kiém tra noi dung Giy khai sinh va S6 dang ky khai sinh, ky,
ghi 18 ho, tén trong S6 dang ky khai sinh; tai muc “Ghi chu” trong S6 ding ky
khai sinh ghi r0 “DPang ky luu dong”.

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

*Luuy:

- Nguoi tiép nhan ho so thuc hién khai thac thong tin trong Co so dit liéu
quéc gia vé dan cu theo quy dinh phap luat néu ngudi yéu cau dang ky ho tich da
cung cép ho, chir dém, tén; ngay, thang, ndm sinh; s6 dinh danh ca nhan/cin cudc
cong dan/thé can cudc/chimg minh nhan dan. Trudng hop cac thong tin can khai
thac khong c6 trong Co s& dit liéu qudc gia vé dan cu thi dé nghi ngudi yéu cau
ké khai day du.

- B6i voi viée xac dinh ho, dan toc, qué quén, dit tén cho tré:

+ Viéc xac dinh ho, dan tdc, dat tén cho tré em phai phu hop véi phap luat
va yéu cau gitr gin ban sic dan toc, tip quan, truyén thdng van hoa tbt dep cua
Viét Nam; khong dit tén qua dai, kho sur dung.

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



81

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

Co quan dang ky ho tich tir chdi giai quyét hodc dé nghi co quan ¢ thdm
quyén huy bo két qua ding ky ho tich, néu ¢ co sd xac dinh ndi dung cam doan
khong diung su that.

Thanh phén hé so-

* Gidy to phai nop:

- To khai ding ky khai sinh theo mau.

- Ban chinh Gidy chimg sinh; trudng hop khong c6 Gidy chimng sinh thi nop
van ban ctia ngudi lam chimg xac nhan vé viéc sinh; néu khong co nguoi lam
chtng thi phai c6 gidy cam doan vé viéc sinh.

Truong hop nguwoi Yéu cau da nép bdn dién tr Gidy ching sinhhodc co
quan dang ky hé tich da khai thac dwoc dir liéu dién tir c6 ky sé cua Gidy ching
sinh thi khdng phdi nép bdn giay.

- Truong hgp khai sinh cho tré em sinh ra do mang thai hd phai c6 van ban xac
nhan clia co sé'y té da thuc hién ky thuat ho tro sinh san cho viéc mang thai ho.

* Gidy to phai xut trinh:

- H{ chiéu/Chitng minh nhin dan/Thé can cudc céng dan/Thé can
cwée/Can cude dién ti/Gidy chieng nhdn can cuéchoic cac gidy to khac c6 dan
anh va thong tin ca nhan do co quan c6 tham quyén cp, con gia tri st dung dé
ching minh vé nhan than ciia nguoi c6 yéu cau dang ky khai sinh;

- Giay to ¢0 gi tri chung minh thong tin vé cu tra trong trudng hop co quan
dang ky ho tich khéng thé khai thac dugc thong tin vé noi cu tra cia cong dan
theo cac phuong thirc quy dinh tai khoan 2 Diéu 14 Nghi dinh s6 104/2022/NP-
CP ngay 21/12/2022 cua Chinh pha. Truong hop céc thong tin vé gidy to ching
minh noi cu tra dd duoc khai thac tir Co so dit liéu qudc gia vé dan cu bang cac
phuong thirc nay thi ngudi ¢ yéu cau khéng phai xuat trinh (theo hinh thuac truc
tiép).

- Giay chtmg nhan két hon néu cha, me di dang ky két hon. Truong hop da
c6 thong tin vé viéc két hon cua cha, me trong CSDLHTDT, CSDLQGVDC thi
khong phai xuét trinh.

S6 lwong ho so: 01 bo

Thoi han giai quyét: 05 ngay lam viéc.

Poi twong thue hién thi tuc hanh chinh: C4 nhan

Co quan thue hién thi tuc hanh chinh:Uy ban nhan dan cip xa noi cu
tri cia ngudi cha hodc nguodi me.

Co quan phdi hop: Co quan quan Iy CSDLQGVDC.

Két qua thue hién thi tuc hanh chinh: Giay khai sinh (ban chinh).
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L¢ phi:

- B6i véi truong hop dang ky khai sinh khong dung han: Mic 18 phi cu thé
do Hoi ddng nhan dan tinh, thanh phé truc thude Trung wong quyét dinh.

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

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

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

Tré em sinh ra ma cha me bj khuyét tat, dm bénh khong thé di dang ky khai
sinh cho con; cha me bi bit, tam giam hodc dang thi hanh an phat ti ma khong
con Ong ba ndi, ngoai va nguoi than thich khac hoac nhirng nguoi nay khong co
diéu kién di dang ky khai sinh cho tré.

Can cu phap ly:

- Luat Ho tich nam 2014;

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

- Nghi dinh s 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu stra doi,
b sung mot sb didu cua céc nghi dinh lién quan dén viéc nop, xuat trinh s6 ho
khau, s6 tam tr gidy khi thuc hién thu tuc hanh chinh, cung cap dich vy cong;

- Nghi dinh s6 07/2025/NP-CP ngay 09/01/2025 ciia Chinh phii sita doi, bo
sung mot s6 diéu cuia cdc Nghi dinh trong linh vuee ho tich, quéc tich, chung thuc;

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

- Thong tu s 04/2024/TT-BTP ngay 06/6/2024 ciia Bo truéng Bo Tu phap
stra d6i, bo sung mot s6 diéu ciia Thong tu s6 02/2020/TT-BTP ngay 08/4/2020
cua Bo truong Bo Tu phap ban hanh, huéng dan si dung, quan Iy mau so quéc
tich va mau giay to vé qudc tich va Thong tu s6 04/2020/TT-BTP ngay 28/5/2020
cua Bo truang Bo Tu phap quy dinh chi tiét thi hanh mot sé diéu cua Luat Ho tich
va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ciia Chinh phii quy dinh chi
tiét mot sé didu va bién phap thi hanh Luat Ho tich;

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

- Théng tu sb 106/2021/TT-BTC ngay 26/11/2021 cua Bo trusng Bo Tai
chinh sta doi, bd sung mot sé diéu cua Thong tu s 85/2019/TT-BTC ngay
29/11/2019 ctia Bo Tai chinh hudéng dan vé phi va 1é phi thuoc tham quyén quyét
dinh caa Hoi d6ng nhan dan tinh, thanh phé tryc thudc Trung wong.

Ghi chi: Phan chit in nghiéng 1a noi dung sira di, bd sung, thay thé.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Pgc l1ap - Tw do - Hanh phuc

TO KHAI DPANG KY KHAI SINH

Ho, Chit dém, tn NEUOT YBU CAU .........coveeeieeceeeeeeece sttt sn s

Ngay, thang, NAM SINN: ...ooiiiii e

Quan hé vai nguoi GuoC KNai SINN: ..o
Pé nghico quan ding ky khai sinh cho ngudi dwéi day:

o 0 T o 11 s (] 1A (=T o ST
Ngay, thang, nam sinh: ...........cccccoeeviiiiieiiieeeeee. ghi BANG CNTEL v

QUE QUAN: ettt ettt et et e e te et e et e e ste e s eeeseeeaeeeseeeseeaReeaReeareeeneeareenreenreereereenrens

GIAY 0 Y tAN: B).oiiicceee ettt ettt
Ho, Chit dém, t&n MU0 CHA: ...
NEM $inh: G Dan toc: @, Quéc tich: @ ...............

D[ 1 R & 0 AU SSRRSURRR
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Thong t|n vé Giay chung nhan két hon caa cha me tré (néu cha, me tré dd PKKH): S:......... :
Quyén so: ......... , dang ky ngay .... thang .... nam ......... 171 PR

T6i cam doan ndi dung dé nghi ding ky khai sinh trén day 1a dung sy that, duoc su thoa thuan
nhat tri cia cac bén lién quan theo quy dinh phap luat.
T6i chiu hoan toan trach nhiém truéc phap luat vé noi dung cam doan caa minh.
Lamtai: ......................... , NEAY ........... thang ......... nam ..............
Ngudi yéu cau
(Ky, ghi r6 ho, chit dém, tén)

Dé nghi cap ban sao®: Co D, Khoéng []

Cha thlch
(DGhi rd tén co quan ding ky khai sinh.
@ Chi ghi trong truong hop ngudi 6 yéu cau ding ky ho tich chua co/khong cung cap

s6 dinh danh c4 nhan/can cudc cong dan/thé can cudc/chang minh nhan dan; khong cung cap
day du thong tin ngay, thang, nam sinh.

~ Truong hop phai cung cap thong tin “Noi cu trd” thi ghi theo noi ding ky thuong tra;
néu khong c6 noi dang ky thuong tru thi ghi theo noi dang ky tam tra; treong hop khdng co
noi dang ky thuong tra va noi dang ky tam tra thi ghi theo noi ¢ hién tai.
~ ®Ghi s6 dinh danh ca nhan/can cudc cong dan/thé can cude(vi du: Can cudce cong dan
$0 025188001010 do Cuc Canh sat QLHC ve TTXH cap ngay 20/11/2021). Truong hop khong
c0 so dinh danh c4 nhan/can cudc cong dan/the can cude thi ghi giay to hop I€ thay the (ho
chiéu, ching minh nhan dan,...).
@ Truong hop sinh tai co sd 'y té thi ghi rd tén co sé'y té va va dia chi try s6 co so' y té do.
Vi du: - Bénh vién Phu san Ha No6i, duong La Thanh, phuong Ngoc Khanh, quan Ba
Dinh, Ha Nbi.
- Tram y té x4 Binh Bang, huyén Tir Son, tinh Bac Ninh.
Truong hop sinh ra ngoai co so' y té thi ghi dia danh ctia 03 cap hanh chinh (x&, huyén,
tinh), noi sinh ra.
Vi du: xa Dinh Bang, huyén Tir Son, tinh Bic Ninh.
®) Ghi day di ngay, thang sinh cua cha, me (néu co).
®) P& nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd s6 lugng.
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7. Thi tuc diing ky két hon lvu dong

Trinh ty thuce hién:

- Cong chtrc tu phép - ho tich cap xa duoc giao nhiém vy diang ky két hon
lru dong co trach nhiém chuan bi day du cac loai mau To khai, gidy to ho tich va
diéu kién can thiét dé thyc hién diang ky luu dong.

- Tai dia diém dang ky két hon luu dong, cong chire tu phap - ho tich c6
trach nhiém kiém tra, x4c minh vé diéu kién két hon ctia cac bén; huéng dan nguoi
dan dién day du thong tin trong To khai dang ky két hon. Néu hd so diy du, hop
18, cong chire tu phap - ho tich tiép nhan ho so viét Phiéu tiép nhan ho so.

- Sau khi tiép nhan ho so, cong chirc tu phap - ho tich béo cao Chu tich Uy
ban nhan dan cp xi. Truong hop Chi tich Uy ban nhan dan dong y giai quyét thi
ky cap 02 Gidy chimg nhan két hon cho nguoi c¢6 yéu cau. Cong chirc tu phap -
hé tich ghi ndi dung dang ky vao S6 ding ky két hon, hudng din cac bén kiém tra
n6i dung Gidy chimg nhan két hon va S6 dang ky két hon, cung cac bén nam, nit
ky vao So dang ky két hon, Gidy chung 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 chii” trong SO ding ky két hon ghi r6 “Pang ky luu dong”.

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

Luuy:

Nguoi tiép nhan hd so thuc hién khai thac thong tin trong Co s¢ dit lidu
quéc gia vé dan cu theo quy dinh phap luat néu ngudi yéu cau dang ky ho tich da
cung cép ho, chit dém, tén; ngay, thang, nam sinh; s6 dinh danh cd nhan/thé can
cudc cong dan/thé can cudc/chirng minh nhan ddan/can cuoc dién tir. Trudong hop
cac thong tin can khai thac khong co trong Co sé dir liéu qudc gia vé dan cu thi
dé nghi ngudi yéu cau ké khai day du.

Thanh phén ho so-

* Gidy to phai 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.

* Gidy to phai xuit trinh

- Hg chiéu/Chizng minh nhan dan/Thé cdan cwéc cong dan/Thé can
cwde/Can cude dién tlGidy chiing nhédn can cudchoac céc gidy to khac co dan
anh va thong tin ca nhan do co quan c6 tham quyén cap, con gia tri sir dung dé
chang minh vé nhan than cia nguoi c6 yéu cau dang ky két hon.

- Gidy to ¢6 gia tri chang minh thong tin vé cu tra trong trudng hop co quan
dang ky ho tich khong thé khai thac duoc thdng tin vé noi cu trii ciia cong dan
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theo cac phuong thirc quy dinh tai khoan 2 Piéu 14 Nghi dinh sé 104/2022/ND-
CP ngay 21/12/2022 cua Chinh pha. Truong hop céc thong tin vé gidy to ching
minh noi cu tra dd duoc khai thac tir Co so dit liéu qudc gia vé dan cu bang cac
phuong thirc nay thi nguoi c6 yéu cau khong phai xuat trinh (theo hinh thuc truc
tiép).

S6 lwgng hd so: 01 bo

Thoi han giai quyét: 05 ngay lam viéc.

Poi twong thuwe hién thi tuc hanh chinh: C4 nhan

Co quan thue hién thii tuc hanh chinh: Uy ban nhan dan cip xa noi cu
tra cua hai bén nam, ntr.

Co quan phéi hop: Co quan quan Iy CSDLQGVDC.

Két qua thyc hién thi tuc hanh chinh: Gidy ching nhan két hon (ban
chinh), mbi bén vo, chong 01 ban; ban sao Trich luc két hén (trudong hop yéu cau
cap ban sao Trich luc két hon).

L¢ phi: Mién 1¢ phi.

MAu don, mau to khai: To khai dang ky két hon.

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

- Hai bén nam, nit cung thuong trt trén dia ban cép xa ma mot hoac ca hai
bén nam, nit 12 nguoi khuyét tat, 5m bénh khong thé di dang ky két hon dugc.

- Nam tir di 20 tudi tré 1én, nir tir du 18 tuodi trd 1én;

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

- Khong bi mét nang lyc hanh vi dan su;

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

+ Két hon gia tao;

+ Téao hon, cudng ép két hon, lira doi két hon, can tré két hon;

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

+ Két hon giira nhitng nguoi ciing dong mau vé truc hé; gitra nhitng nguoi
c6 ho trong pham vi ba doi; gitra cha, me nudi véi con nudi; gitra nguoi da tung
la cha, me nuoi1 vo1 con nudi, cha chéng voi con dau, me vo voi con 1é, cha duong
V01 con riéng cua vg, me ké v&i con riéng cua ché)ng;

* Nha nudc khong thira nhan hon nhan gitta nhitng ngudi cung gisi tinh.

Can ctr phap ly:

- Luat Hon nhén va gia dinh nam 2014;

- Luat HO tich nam 2014;

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

- Nghi dinh s 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu stra doi,
b6 sung mot sb diéu cua cac nghi dinh lién quan dén viéc nop, xuat trinh s6 ho
khau, s6 tam tr gidy khi thuc hién thu tuc hanh chinh, cung cép dich vu cong;
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- Nghi dinh s6 07/2025/ND-CP ngay 09/01/2025 ciia Chinh phii sita doi,
bé sung mot s6 diéu ciia cdc Nghi dinh trong linh vuc ho tich, quéc tich, chung
thue;

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

- Thong tu s 04/2024/TT-BTP ngay 06/6/2024 ciia Bo truéng Bo Tu phap
stra d6i, bo sung mot sé didu ciia Thong tu s6 02/2020/TT-BTP ngay 08/4/2020
cua Bo truong Bo Tu phap ban hanh, huéng dan st dung, quan Iy mau sé quéc
tich va mau giay to vé qudc tich va Thong tu sé 04/2020/TT-BTP ngay 28/5/2020
cua Bo truang Bo Tu phap quy dinh chi tiét thi hanh mot sé diéu cua Luat Ho tich
va Nghi dinh sé 123/2015/ND-CP ngay 15/11/2015 cta Chinh phu quy dinh chi
tiét mot sé diéu va bién phap thi hanh Luat H tich.

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo truongBo Tai
chinh huéng dan vé phi va 1& phi thudc tham quyén quyét dinh caa Hoi dong nhan
dan tinh, thanh phé tryc thuéc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua B¢ truéng Bo Tai
chinh sta doi, bd sung mot s6 diéu cia Thong tu sd 85/2019/TT-BTC ngay
29/11/2019 cua B Tai chinh hudng dan vé phi va 18 phi thuoc tham quyén quyét
dinh caa Hoi d6ng nhan dan tinh, thanh phé truc thuéc Trung wong.

Ghi chu: Phan chit in nghiéng 1a noi dung sira doi, bo sung, thay thé.
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CONG HOA XA HOI CHU NGHIA VIET NAM

Poc 1ap — Tw do — Hanh phuc

TO KHAI DANG KY KET HON
1) )

KINN QU @)oo

Thoéng tin Bén nir Bén nam

Ho, chir dém, tén

Ngay, thang, nam sinh

Dan toc @

Quéc tich®@

Noi cu tra @

Gidy to tiry than ©

Két hon 1an tha may

Chiing t61 cam doan nhiing 101 khai trén day la ding sy that, viéc két hon cua chung t6i 1a tu nguyén,
khong vi pham quy dinh cta Luat hon nhan va gia dinh Viét Nam.

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

Pé nghi Quy co quan ding ky.

Bén nir Bén nam
(Ky, ghi rd ho, chir dém, tén) (Ky, ghi rd ho, chir dém, tén)
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Dé nghi cip ban sao®: C6 D Khéng []

Chd thich:

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

) Ghi 6 tén co quan dang ky két hon.

(Chi ghi trong trudng hop ngudi c6 yéu cau dang ky ho tich chua c6/khong cung cap sb dinh
danh ca nhan/can cudc cong dan/thé can cudce/chirng minh nhan dan.

Truong hop phai cung cap thong tin “Noi cu tra” thi ghi theo noi dang ky thuong trd; néu
khong c6 noi dang ky thuong tru thi ghi theo noi dang ky tam tra; truong hop khong c¢o noi dang ky
thuong trt va noi dang ky tam tru thi ghi theo noi ¢ hién tai.

®)Ghi s6 dinh danh c4 nhan/can cuéc cong dan/thé cin cudc (vi du: Can cudc cong dan sb
025188001010 do Cuc Canh sat QLHC vé TTXH cip ngay 20/11/2021). Trudng hop khdng cé sb
dinh danh ca nhan/cin cudc cong dan/thé can cudc thi ghi gidy to hop 18 thay thé (ho chiéu, ching
minh nhan dan,...).

©) P& nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd sb luong.
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8. Thi tuc dang ky khai tir luu dong

Trinh tu thuce hién:

- Cong chuc tu phap - ho tich dugc giao nhi€ém vu dang ky khai tir [uu dong
c6 trach nhiém chuén bi diy du miu T khai ding ky khai tr, gidy to ho tich va
diéu kién can thiét dé thuc hién ding ky luu dong tai nha riéng hoic tai dia diém
t6 chtrc dang ky luu dong, bao dam thuan loi cho ngudi dan.

- Tai dja diém ding ky khai tir luu dong, cong chtrc tu phéap - ho tich hudng
dan nguoi yéu cau dién dy du thong tin trong T khai ding ky khai tir, kiém tra
cac gidy to 1am co sé cho viéc ding ky khai tir; viét Phiéu tiép nhan ho so.

- Sau khi tiép nhan ho so, cong chirc tu phap - ho tich béo cao Chu tich Uy
ban nhan dan cap xa. Truong hop Chu tich Uy ban nhan dan dong y giai quyét
thicong chirc tu phap - ho tich thuc hién viéc ghi vao SH dang ky khai tir, cap nhat
thong tin dang ky khai tir trén Phan mém dang ky, quan 1y ho tich dién tir dung
chung, in Trich luc khai tu, trinh Chu tich Uy ban nhan dan ky Trich luc khai t
cap cho ngudi c6 yéu cau.

- Cong chtrc tu phéap - ho tich dem theo Trich luc khai tir va SO ding ky
khai ttr dé tra két qua cho ngudi c6 yéu cau tai dia diém ding ky luu dong; huéng
dan ngudi yéu cau kiém tra noi dung Trich luc khai tir va S6 dang ky khai tir, ky,
ghi 15 ho, tén trong SO dang ky khai tir; tai muc “Ghi chi” trong S6 dang ky khai
tor ghi ro “Pang ky luu dong”.

- Trudng hop nguoi yéu cau khong biét chir thi cong chirc tu phap - ho tich
truc tiép ghi To khai, sau d6 doc cho ngudi yéu cau nghe lai ndi dung va hudng
dan nguoi d6 diém chi vao T khai. Khi tra két qua, cong chiic tu phap - ho tich
doc lai noi dung Trich luc khai tir cho nguoi yéu cau nghe va hudng din nguoi do
diém chi vao So ding ky khai tir.

Luuy:

Nguoi tiép nhan ho so thuc hién khai thac thong tin trong Co s¢ dit lidu
quéc gia vé dan cu theo quy dinh phap ludt néu ngudi yéu cau dang ky ho tich da
cung cép ho, chir dém, tén; ngay, thang, ndm sinh; s6 dinh danh ca nhan/cin cudc
cong dan/thé cin cude/ching minh nhan dan. Truong hop cac thong tin can khai
thac khong c6 trong Co s& dit liéu qubc gia vé dan cu thi dé nghi ngudi yéu cau
ké khai day du.

Thanh phén hb so"

* Gidy to phai nop

- T khai ding ky khai tir theo mau;

- Gidy bdo tir hodc gidy to thay Gidy bdo tir do co quan c6 tham quyén
cap. Triwong hop nguwoi yéu cau da ndp ban dién tir Gidy bdo tir hodc co quan ding
ky hé tich da khai thdc dwoce dit liéu dién tir c6 ky sé ciia Gidy bdo tir thi khong
phdi ngp ban gidy.
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* Gidy to phai xuat trinh

- H{ chiéu/Chitng minh nhdn dan/Thé can cude cong ddan/Thé can
cu6e/Cén cude dién tir/Gidy chitng nhdn can cwéchodc cac gidy to khac c6 dan
anh va thong tin c4 nhan do co quan c6 tham quyén cp, con gia tri st dung dé
chtrng minh vé nhan thin cua ngudi cd yéu cau ding ky khai tu;

- Gidy to chimg minh noi cu tra cudi cing cta ngudi chét dé xac dinh
tham quyéntrong trudng hop co quan dang 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
Piéu 14 Nghi dinh sd 104/2022/ND-CP ngay 21/12/2022 cua Chinh phi. Truong
hop céc thong tin vé gidy to chirng minh noi cu trii dd duoc khai thac tir Co so di
lidu qudc gia vé dan cu bing cac phuong thirc nay thi ngudi cé yéu cau khong
phai xuat trinh (theo hinh thirc truc tiép).

- Truong hop khong x4c dinh dugc noi cu tra cudi cing cta ngudi chét thi
xudt trinh gidy to chirng minh noi nguoi d6 chét hodc noi phat hién thi thé cia
ngudi chét.

S6 lwong ho so: 01 bo

Thoi han giai quyét: 05 ngay lam viéc.

Po6i twong thye hién thii tuc hanh chinh: C4 nhan

Co quan thuc hién tha tuc hanh chinh:

- Uy ban nhan dan cip x4 noi cu tr cudi ciing clia ngudi chét;

- Uy ban nhéan déan cip x4 noi ngudi d6 chét hodc noi phét hién thi thé nguoi
chét thue hién viéc ding ky khai tir trong trudng hop khéng xac dinh dugc noi cu
tri cudi ciing ctia ngudi chét.

Co quan phdi hep: Co quan quan Iy CSDLQGVDC.

K¢ét qua thyce hién thi tuc hanh chinh: Trich lyc khai tir (ban chinh).

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

Mién 1é phi ddi v6i truong hop ding ky khai tor ding han; dang ky cho
nguoi thude gia dinh c6 cong voi cach mang; ngudi thude hd nghéo; ngudi khuyét
tat.

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

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

Nguoi chét khéng c6 nguoi than thich, nguoi than thich khong song cing
dia ban xa hoic 1a nguoi gia, yéu, khuyét tat khong di ding ky khai tir duoc.

Can cir phap ly

- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/NB-CP ngay 15/11/2015 ctia Chinh phu quy dinh
chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich;
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- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cua Chinh pha sira di,
bd sung mot s didu cua céc nghi dinh lién quan dén viéc nop, xuat trinh s6 ho
khau, s6 tam tr( gidy khi thuc hién thu tuc hanh chinh, cung cép dich vu cong;

- Nghi dinh sé6 07/2025/NP-CP ngay 09/01/2025 ciia Chinh phii sita doi,
bo sung mot s6 diéu ciia cdc Nghi dinh trong linh vuc ho tich, quéc tich, chirng
thuc;

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

- Thong tu s 04/2024/TT-BTP ngay 06/6/2024 ciia Bo truong Bé Tu phap
stra d6i, bd sung mot sé didu cia Thong tu s6 02/2020/TT-BTP ngay 08/4/2020
cua Bo truong Bo Tu phap ban hanh, huéng dan st dung, quan Iy mau so quéc
tich va mau giay to vé qudc tich va Thong tu s6 04/2020/TT-BTP ngay 28/5/2020
cua Bo truang Bo Tu phap quy dinh chi tiét thi hanh mot sé diéu cua Luat Ho tich
va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 caia Chinh phii quy dinh chi
tiét mot sé diéu va bién phap thi hanh Luat Ho tich;

- Théng tu sé 85/2019/TT-BTC ngay 29/11/2019 cia Bo truongBo Tai
chinh huéng dan vé phi va Ié phi thugc tham quyén quyét dinh cua Hoi dong nhan
dan tinh, thanh phé tryc thuéc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo truong Bo Tai
chinh sta doi, bd sung mot s6 diéu cia Thong tu sd 85/2019/TT-BTC ngay
29/11/2019 cua B Tai chinh hudng dan vé phi va 18 phi thuoc tham quyén quyét
dinh cua Hoi d¢ong nhan dan tinh, thanh phé truc thuéc Trung wong.

Ghi chi: Phan chit in nghiéng 1a noi dung sira di, bd sung, thay thé.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc l1ap - Tw do - Hanh phuc

TO KHAI PANG KY KHAI TU

KINA QU D) oo

Ho, Chir d@m, t8N0 M@UWOT YU CAUL ..o
Ngay, thang, NAM SINN: ...
INOT CU T @

QUAN NE VAT NEUTT A CHELL ....oooooeeeees oot
Pé nghi co quandiing ky khai tir cho ngudi ¢é tén dwéi diy:

HO, CRilt @@M, TEN: oo
Ngay, thang, NAM SINN: ..o
Gigitinh: @, DAN tOC: @ QUAC ICh: @ e

Da chét vao IUC: ..o o[ phlt, NQay .............. thang ........... NAM ..o
N 1) 1T OO
NGUYEN NNAN CNEL ..ottt
S6 Giay béo ti/Giay to thay thé Gidy bao ta: @, ... O e
......................................................................................................... CAp NQAY .......thAng ... nam ...
T6i cam doan nhirng ndi dung khai trén day la dang sy that va chiu trdch nhiém trudc phéap
luat vé cam doan cua minh.
Lamtai: ..o, ,Ngay ... thang ........ nam.........

Ngudi yéu cau
(Ky, ghi rd ho, chir dém, tén)
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Dé nghi cip ban sao®: Co D, Khéng []

Chu thich:

(DGhi 16 tén co quan ding ky khai tir.

@Chi ghi trong trudng hop ngudi €6 yéu cau dang ky ho tich chwa cd/khéng cung
cap sé dinh danh c4 nhan/can cudc cdng dan/thé can cudc/chitng minh nhan dan; khdng
cung Cép déy du thong tin ngay, thang, nam sinh.

Truong hop phai cung cap thong tin “Noi cu tri” thi ghi theo noi ding ky thuong
trd; néu khong c6 noi dang ky thuong tra thi ghi theo noi dang ky tam tra; trudng hop
khong c6 noi dang ky thuong trti va noi dang ky tam trd thi ghi theo noi ¢ hién tai.

®) Ghi s6 dinh danh c4 nhan/cian cude cong dan/thé can cudc (vi dy: Can cudc cong
dan sé 025188001010 do Cuc Canh sat QLHC vé TTXH cip ngay 20/11/2021). Truong
hop khdng c6 s6 dinh danh c4 nhan/can cudc cdng dan/thé can cude thi ghi gidy to hop lé
thay thé (ho chiéu, ching minh nhan dan,...).

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

®) P& nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd s6 luong.
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9. Tha tuc dang ky giam ho

Trinh tw thuc hién:

- Néu lya chon hinh thtc nop hé so truc tiép, nguoi c6 yéu cau diang ky
giam ho nop hd so dang ky giam ho tai Bo phan mot cira cia UBND cap xa ¢6
tham quyén; nop 1é phi néu thudc truong hop phai nop 1é phi dang ky gidam ho;
nop phi cdp ban sao Trich luc dang ky giam ho néu cd yéu cau cip ban sao Trich
luc dang ky giam ho.

- Néu lya chon hinh thac nop hd so truc tuyén, nguoi ¢6 yéu cau dang ky
gidm ho truy cap Cong dich vu cdng qudc gia hoac Cong dich vu cong cap tinh,
dang ky tai khoan (néu chua c6 tai khoan), xac thuc ngudi dung theo hudng dan,
dang nhap vao hé thong, xac dinh ding Uy ban nhan dan cap xa c6 tham quyén.

Nguoi c6 yéu cau dang ky giam ho truc tuyén cung cap théng tin theo mau
ho tich dién tir twong tac dang ky giam ho (cung cap trén Cong dich vu cdng),
dinh kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop
phi, 1& phi théng qua chirc nang thanh toan truc tuyén hoac bang céach thic khéc
theo quy dinh phép luat, hoan tat viéc nop ho so.

- Can bo tiép nhan ho so tai B6 phan mot cira ¢d trach nhiém kiém tra tinh
chinh xac, ddy du, théng nhat, hop 1é caa hd so.

(i) Truong hop hé so day du, hop 18 thi tiép nhan h so, co Phiéu hen, tra
két qua cho ngudi c6 yéu cau (néu nguoi c6 yéu cau lya chon hinh thic nop ho so
truc tiép) hoac gui ngay Phiéu hen, tra két qua qua thu dién tir hoac giri tin nhan
hen tra két qua qua dién thoai di dong cho ngudi c6 yéu cau (néu nguoi ¢ yéu
cau luya chon hinh thic nop hd so truc tuyén), dong thoi chuyén hod so dé cong
chuc lam cong tac ho tich xu ly.

Sau khi tiép nhan ho so theo hinh thuc nop truc tiép, can bo tiép nhan ho
so tai Bo phan mét ctra thuc hién sé hoa (sao chup, chuyén thanh tai liéu dién ta
trén hé thong thong tin, co so dit liéu) va ky sb vao tai liéu, hd so giai quyét thu
tuc hanh chinh da duoc s6 hoa theo quy dinh.

(ii) Truong hop ho so chua day da, hop Ié thi c6 thong bao cho ngudi yéu
cau bo sung, hoan thién ho so, néu 1o loai giay to, noi dung can bo sung dé nguoi
c6 yéu cau bd sung, hoan thién. Sau khi hd so dugc bd sung, thuc hién lai budc
(i);

(iii) Truong hop nguoi ¢ yéu cau ding ky giam ho khdng bo sung, hoan
thién dugc ho so thi bao cao Trudng bo phan mot ctra c6 théng bao tir chdi giai
quyét yéu cau ding ky giam ho.

- COng chire tu phép - ho tich tham tra hd so (tham tra tinh thong nhat, hop
1& cua céc thdng tin trong hd so, gidy to, tai liéu do ngudi yéu cau nop, Xuat trinh
hoac dinh kém).
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+ Truong hop hd so can bd sung, hoan thién hodc khong du diéu kién giai
quyét, phai tir chi thi guri thong bao vé tinh trang ho so téi Bé phan mot cira dé
thong bao cho ngudi nop hd so — thuc hién lai bude (i) hoac (iii);

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

+ Néu thdy yéu cau dang ky giam ho du diéu kién theo quy dinh phap luat,
hd so day da, hop 1€, ding quy dinh, trudng hop tiép nhan ho so dang ky giam ho
theo hinh thuc truc tiép, thi cdng chic tu phap - hd tich thuc hién viéc ghi vao So
dang ky giam ho, cap nhat thong tin dang ky giam ho trén Phan mém dang ky,
quan ly ho tich dién tir dung chung.

Truong hop tiép nhan hd so ding ky giam ho theo hinh thac truc tuyén,
cong chirc tu phap - ho tich gri lai biéu miu Trich luc dang ky giam ho dién tir
Vi thong tin day du cho nguoi yéu cau qua thu dién tir hoac thiét bi so.

Nguoi yéu cau co trach nhiém kiém tra tinh chinh xac, day du caa cac théng
tin trén biéu mau Trich luc dang ky giam ho dién tir va xac nhan (toi da mot ngay).

Néu ngudi c6 yéu cau xac nhan thong tin da thong nhat, day da hoic khdng
c6 phan hdi sau thoi han yéu cau thi céng chirc tu phép - ho tich thyuc hién viéc
ghi ndi dung vao So6 dang ky giam ho, cap nhat thong tin ding ky giam hotrén
Phan mém dang ky, quan ly ho tich dién tir ding chung.

- Cong chie tu phap - ho tich in Trich luc dang ky giam hg, trinh Lanh dao
UBND ky, chuyén Bd phan mét cua tra két qua cho ngudi ¢6 yéu cau.

- Nguoi ¢6 yéu cau dang ky giam ho kiém tra thong tin trén Trich luc ding
ky giam ho, trong So6 dang ky ding ky giam ho, ky tén vao S6 dang ky giam ho,
nhan Trich luc dang ky giam ho.

Cach thirc thuc hién:

Nguoi ¢ yéu cau dang ky giam hotruc tiép thuc hién hodc uy quyén cho
nguoi khac thuc hién ndp hd so truc tiép tai B0 phan mot ctra cia UBND cép xa
hodc giri ho so qua hé thong buu chinh hodc ndp hd so truc tuyén trén Cong dich
vu cong qudc gia (https://dichvucong.gov.vn) hoic Cong dich vu cong cap tinh
(https://dichvucong.---.gov.vn).

Thanh phan ho so:

- T khai dang ky giam ho theo mau (néu ngudi c¢6 yéu cau lya chon ndp
ho so theo hinh thirc truc tiép hodc giri ho so qua hé théng buu chinh);
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- MAu ho tich dién tir trong tacding ky giam ho (do ngudi yéu ciu cung
cap thong tin theo huéng dan trén Cong dich vu cong, néu nguoi co yéu cau lwa
chon nop ho so theo hinh thurc truc tuyén);

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

* Giay to phai nop:

- Van ban cur nguoi gidm ho theo quy dinh ctia B luat Dan su ddi voi
truong hop dang ky gidm ho ctr.

- Gidy to chimg minh diéu kién giam ho duong nhién theo quy dinh ciia Bo
luat Dan su d6i véi truong hop dang ky giam ho dwong nhién. Trudng hop cd
nhiéu nguoi cing du diéu kién 1am gidm ho duwong nhién thi ndp thém vin ban
thoa thun vé viéc clir mot nguoi lam gidm ho duong nhién.

- Vin ban ty quyén theo quy dinh ctia phap luat trong truong hop oy quyén
thue hién viéc dang ky giam ho. Trudng hop ngudi dugc uy quyén 1a 6ng, ba, cha,
me, con, vg, chong, anh, chi, em rudt cia ngudi Gy quyén thi van ban ay quyén
khong phai chung thyc.

* Gidy to' phai xut trinh:

- H{ chiéu/Chitng minh nhdn dan/Thé can cude cong ddan/Thé can
cwée/Can cude dién ti/Gidy chieng nhdn can cuéchodc cac gidy to khac c6 dan
anh va thong tin ¢4 nhan do co quan c6 thidm quyén cép, con gid tri st dung dé
chtrng minh vé nhan than ctia ngudi ¢6 yéu cau dang ky giam ho. Trudng hop cac
thong tin ca nhan trong cac gidy to nay da c6 trong CSDLQGVDC, CSDLHTPDT,
dugc hé théng dién ty dong thi khong phai tai 1én (theo hinh thuc truc tuyén);

- Giay to 0 gid tri chung minh thong tin vé cu tra trong trudng hop co quan
dang ky ho tich khéng thé khai thac dugc thong tin vé noi cu tra cia cong dan
theo cac phuong thirc quy dinh tai khoan 2 Piéu 14 Nghi dinh s6 104/2022/ND-
CP ngay 21/12/2022 cua Chinh pha. Truong hop céc thong tin vé gidy to ching
minh noi cu tra dd duoc khai thac tir Co so dit liéu qudc gia vé dan cu bang cac
phuong thirc nay thi ngudi ¢ yéu cau khéng phai xuat trinh (theo hinh thuac truc
tiép) hoac tai 1én (theo hinh thuc truc tuyén);

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

*Luwuy

- P6i voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp ho so theo hinh
thue truc tiép:

+ Nguoi tiép nhan c6 trach nhiém kiém tra, d6i chiéu véi thong tin trong t&
khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho ngudi xuat
trinh, khong duoc yéu cau nop ban sao hoic ban chup gidy to do.

+ Nguoi yéu cau ding ky ho tich ¢ thé ndp ban sao chimg thuc tir ban
chinh hodc ban sao dugc cap tir sd gbe hodc ban chup kém theo ban chinh gidy td



98

dé @i chiéu. Truong hop ngudi yéu cau ndp ban chup kém theo ban chinh gidy
to thi nguoi tiép nhan c6 trach nhiém kiém tra, d6i chiéu ban chup v6i1 ban chinh
va ky x4c nhan, khong duoc yéu cau ngudi di ding ky ndp ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, dii ho so dang ky ho tich
theo quy dinh cua phap luat ho tich, khong duge yéu cau ngudi ding ky ho tich
ndp thém gidy to ma phap luat ho tich khong quy dinh phai ndp.

Nguoi tiép nhan hd so thuc hién khai thac thong tin trong Co s¢ dit lidu
qudc gia vé dan cu theo quy dinh phap luat néu ngudi yéu cau dang ky ho tich da
cung cép ho, chir dém, tén; ngay, thang, nam sinh,; s6 dinh danh cd nhan/thé can
cudc cong dan/the can cudc/chirng minh nhan ddan/can cuoc dién tir. Truong hop
cac thong tin can khai thac khong co trong Co sd dit liéu qubc gia vé dan cu thi
dé nghi ngudi yéu cau ké khai day du.

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

+ Ban chup céc gidy to giri kém theo ho so dang ky 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 dugc chup, duoc quét bang thiét bi dién tir, tir gidy to dugc cap hop 18,
con gia tri sir dung.

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

+ Khi dén co quan ding ky ho tich nhan két qua (Trich luc dang ky giam
ho/ban sao Trich luc ding ky giam ho), ngudi ¢6 yéu cau dang ky giam ho xuat
trinh gidy to tuy than, nop ban chinh cac gidy to 1a thanh phan hé so ding ky giam
ho theo quy dinh phap luat ho tich.

- Gidy to do co quan c6 tham quyén ctia nudc ngoai cap, cong chimg hoic
xac nhan dé st dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phap
hoéa lanh su theo quy dinh ctia phap luat, trir trudong hop duoc mién theo diéu wdc
qudc té ma Viét Nam 1a thanh vién.

- Trudng hop ngudi yéu cau dang ky giam ho khéng cung cip duogc gidy to
néu trén theo quy dinh hodc gidy to ndp, xuét trinh bi tdy xoa, stra chita, 1am gia
thi co quan ding ky ho tich c6 tham quyén hay bo két qua dang ky giam ho.

S6 lwong hd so: 01 bg

Thai han giai quyét: 03 ngay lam viéc.

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

Co quan thuc hién tha tuc hanh chinh:

Uy ban nhan déan cép x4 noi cu tri ciia nguoi dugc giam ho hodc nguoi
giam ho.

Co quan phdi hep: Co quan quan Iy CSDLQGVDC.

Két qua thuc hién tha tuc hanh chinh:
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- Trich luc dang ky gidm hg (ban chinh), ban sao Trich luc dang ky gidm
hé (trudng hop yéu cau cap ban sao Trich luc dang ky giam ho).

- Ban dién tir Trich luc ding ky giam ho (Ban dién tir s& tu dong gui vé Kho
quan 1y dit liéu dién tir ctia ca nhan/dja chi thu dién ti/thiét bi sd/dién thoai cia
ngudi yéu cau sau khi da hoan tit thi tuc diang ky giam ho tai co quan ding ky ho
tich).

Phi, 1é phi: Mién 1& phi.

- Phi c4p ban sao Trich luc ding ky giam ho (néu c6 yéu cau) thuc hién theo
quy dinh tai Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh.

MAau don, mau to khai:

+ To khai dang ky gidm ho (néu nop hd so theo hinh thuc truc tiép hoic
guri ho so qua hé thong buu chinh);

+ MAu ho tich dién tir twong tacdang ky gidm ho (néu nop hd so theo hinh
thire truc tuyén).

Yéu cau, diéu kién thuc hién thia tuc hanh chinh: Khong c6

Can cw phap ly:

- B0 luat Dan sy nam 2015;

- Luat Ho tich nam 2014;

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

- Nghi dinh s6 87/2020/NB-CP ngay 28/7/2020 caa Chinh phi quy dinh vé
Co s dir liéu ho tich dién tir, diang ky ho tich truc tuyén;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu sira doi,
b6 sung mot sb diéu cua cac nghi dinh lién quan dén viéc nop, xuat trinh s6 ho
khau, s6 tam tr gidy khi thuc hién thu tuc hanh chinh, cung cap dich vu cong;

- Nghi dinh s6 07/2025/NP-CP ngay 09/01/2025 ciia Chinh phii sita doi, bo
sung mot s6 diéu cua cdc Nghi dinh trong linh viee ho tich, quéc tich, chitng thuc,

- Thong tu sb 04/2020/TT-BTP ngay 28/5/2020 cia Bo truéngBo Tu phap
quy dinh chi tiét thi hanh mot sé diéu caa Luat Ho tich va Nghi dinh sb
123/2015/ND-CP ngay 15/11/2015 caa 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 cua Bj truéng Bo Tu
phap quy dinh chi tiét moét sé diéu va bién phép thi hanh Nghi dinh
s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh phua quy dinh vé Co s¢ dit liéu ho
tich dién tir, dang ky ho tich truc tuyén;

- Théng tu s6 03/2023/TT-BTP ngay 02/8/2023 cua Bo truang Bo Tu phap
stra d6i, bd sung mot sd noi dung caa Thong tu s 01/2022/TT-BTP ngay
04/01/2022 cua Bo truong Bo Tu phap quy dinh chi tiét mot sé diéu va bién phap
thi hanh Nghi dinh sé 87/2020/ND-CP ngay 28/7/2020 cta Chinh phu quy dinh
vé Co so dir liéu ho tich dién tir, dang ky ho tich truc tuyén;
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- Théng tu s6 04/2024/TT-BTP ngay 06/6/2024 ciia Bo truong Bo Tu phép
stra d6i, bo sung mot sé didu ciia Thong tu s6 02/2020/TT-BTP ngay 08/4/2020
cua Bo truong Bo Tu phap ban hanh, huéng dan st dung, quan Iy mau sé quéc
tich va mau gidy to vé quéc tich va Thong tu s6 04/2020/TT-BTP ngay 28/5/2020
cua Bo truang Bo Tu phap quy dinh chi tiét thi hanh mot sé diéu cua Luat Ho tich
va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ciia Chinh phii quy dinh chi
tiét mot sé didu va bién phap thi hanh Luat Ho tich;

- Théng tu s6 281/2016/TT-BTC ngay 14/11/2016 cua B truongBo Tai
chinh quy dinh muac thu, ché d6 thu, nop, quan 1y va sir dung phi khai thac, sir
dung thong tin trong co sé dir liéu ho tich, phi xac nhan ¢ qudc tich Viét Nam,
phi xac nhan 13 nguoi goc Viét Nam, 1& phi qudc tich;

- Théng tu s 85/2019/TT-BTC ngay 29/11/2019 cia Bo truongBé Tai
chinh huéng dan vé phi va Ié phi thudc tham quyén quyét dinh cua Hoi dong nhan
dan tinh, thanh phé tryc thuéc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo truong Bo Tai
chinh sta doi, bd sung mot sé diéu cia Thong tu sd 85/2019/TT-BTC ngay
29/11/2019 ctia Bo Tai chinh hudng dan vé phi va Ié phi thuoc tham quyén quyét
dinh caa Hoi d6ng nhan dan tinh, thanh phé truc thudc Trung wong.

Ghi chi: Phan chit in nghiéng 1a noi dung sira di, bd sung, thay thé.
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CONG HOA XA HQOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI PANG KY GIAM HO

KINN QU @) e

Ho, Chit dém, t81 MEUOT YBU CAU: ......ooooccoeeeeeeeeeeeeesees et sees oot sees s

Ngay, thang, NAM STNN: ..o
INOT CU T @

Pé nghi co quanding Ky viéc giam ho giira:

Nguwoi gidm ho:

[ (o TR o1 01 (1 4 TR0 (=T o OO
Ny, thang, NAM SINN:........cooovvveeiceeceesee s
Gigi tinh:@ DANtOC: @ Québc tich: @

Ngwoi dwgc gidm ho:

[ CO Yo 01V a6 £ . AN (=] o SO OO
Ngay, thang, NAM SINN: oo
Gigitinh: @ DANtOC: @ QUASC tich: @
INOT CU TG B ee e s seseeeeesssesesesesesesesesesesssesesesesesssesesesenenenenes

T6i cam doan nhirng ndi dung khai trén day la dang sy that va chiu trdch nhiém trudc phap
luat vé cam doan ciia minh.
Lam tai: ..o, ngay ....thang ....... nam ...
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Ngudi yéu cau
(Ky, ghi r6 ho, chit dém, tén)

Dé nghi cip ban sao®: C6 D, Khéng []
SO lugng:....ban
Chu thich:
1 Ghi 16 tén co quan ding ky giam ho.
@ Chi ghi trong truedng hop ngudi c6 yéu cau ding ky ho tich chwa c6/khéng cung
cap s6 dinh danh c4 nhan/cin cudc cdng dan/thé can cude/chang minh nhan dan.

Truong hop phai cung cap thong tin “Noi cu tra” thi ghi theo noi dang ky thuong
trd; néu khong cé noi dang ky thuong tra thi ghi theo noi dang ky tam tr; truong hop
khong c6 noi dang ky thuong trti va noi dang ky tam trd thi ghi theo noi ¢ hién tai.

®)Ghi sb dinh danh c4 nhan/cin cudc cdng dan/thé can cudc/sd Gidy khai sinh (d6i
Vi tré em)

Vi du: - Can cudc cdng dan sb 025188001010 do Cuc Canh sat QLHC vé TTXH cap
ngay 20/11/2021.

- Gidy khai sinh s6 01/2014, quyén s6 02 do UBND x& My Thang, huyén My
Loc, tinh Nam Dinh cip ngay 15/11/2014.

Truong hop khéng cd s6 dinh danh ca nhan/cin cude cong dan/thé can cudc thi ghi
gidy to hop Ié thay thé (ho chiéu, chng minh nhan dan,...).

) P& nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd sb luong.
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NOI DUNG MAU HOQ TICH PIEN TU TUONG TAC PANG KY GIAM HQ

I. Thong tin vé ngudi yéu ciu ding Ky giam hd
(1) Ho, chir dém, tén;
(2) Sb dinh danh cé nhan;

(3) Gidy to tiy than: Loai gidy to st dung (CCCD/CMND/H chiéu/Gidy to hop
1¢ thay thé); sb, ngay, thang, nim cap, co quan cap; ban chyp dinh kém;

(4) Noi cu trt (noi thuong tra/noi tam tra/noi dang sinh song).

II. Thong tin vé nguoi giam ho

(5) Ho, chir dém, tén;

(6) Ngay, thang, nam sinh (tach biét riéng 03 truong thong tin ngay, thang, nam);
(7) G161 tinh;

(8) Dan toc;

(9) Quéc tich;

(10) Sb dinh danh c4 nhan;

(11) Gidy to tuy than: Loai gidy to str dung (CCCD/CMND/H$ chiéu/Giay to hop
1¢ thay thé); sb, ngay, thang, nim cap, co quan cap; ban chyp dinh kém;

(12) Noi cu trt (noi thuong tra/noi tam tra/noi dang sinh song);

I11. Thong tin vé nguoi dwoc giam ho

(13) Ho, chir dém, tén;

(14) Ngay, thang, ndm sinh (tach biét riéng 03 truong thong tin ngay, thang, nam);
(15) Gidi tinh;

(16) Dan toc;

(17) Qudc tich;

(18) S6 dinh danh c4 nhan;

(19) Giay to tuy than: Loai gidy t0 st dung (Gidy khai sinh/Thé
CCCD/CMND/Hb chiéu/Gidy to hop 16 thay thé); sb, ngay, thang, nim cap, co
quan cap; ban chup dinh kém;

(20) Noi cu trt (noi thuong tra/noi tam tra/noi dang sinh sdng);



104

(21) Ly do dang ky giam ho;

(22) Dé nghi cép ban sao:

o Co

S6 lugng ban sao yéu cau: ...

o Khong

(23) Hb so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan céc thong tin cung cap la dung sy that va chiu hoan
toan trach nhi¢ém trudce phap luat vé ndi dung cam doan ctia minh.

* Truong hop cac thong tin vé gidy to chimg minh noi cu tra da dugc khai thac
tir CSDLQGVDC, dugc hé thong dién ty dong thi khong phai xuét trinh (theo
hinh thtrc truc tiép) hodc tai 1én (theo hinh thic truc tuyén)

* Mau dién tir twong tac ghi nhan thoi gian (gid, phut, gidy, ngay, thang, nim)
hoan tat viéc cung cap thong tin; ngudi yéu cau trude do di dang nhdp vao hé
théng, thuc hién xac thuc dién tir theo quy dinh.

Nguoi yéu cau dang ky giam ho nhan Trich luc dang ky giam ho (ban chinh) truc
tiép tai co quan diang ky ho tich.

Ban dién tir s& tu dong giri vé Kho quan 1y dit liéu dién tir ctia c4 nhan/dia chi thu
dién tu/thiét bi sd/dién thoai cta nguoi yéu cau sau khi d3 hoan tat thu tuc dang
ky giam ho tai co quan dang ky hd tich.



105

10. Thi tuc diang ky chAm diit giam ho

Trinh tw thuc hién:

- Néu lya chon hinh thtc nop hé so truc tiép, nguoi c6 yéu cau diang ky
cham dut gidm ho nop hd so dang kycham dut giam ho tai Bo phan mét cira cua
UBND cép x& c6 tham quyén; nop 1é phi néu thudc truong hop phai nop 1é phi
dang ky cham duat giam ho; nop phi cap ban sao Trich luc dang ky cham dut giam
ho néu c6 yéu cau cp ban sao Trich luc dang ky cham dut giam ho.

- Néu lya chon hinh thac nop hd so truc tuyén, nguoi ¢6 yéu cau dang ky
cham dat gidm ho truy cap Cong dich vu céng québc gia hoic Cong dich vu cdng
cap tinh, dang ky tai khoan (néu chua c6 tai khoan), xac thuc ngudi ding theo
huéng dan, dang nhap vao hé thdng, xac dinh dung Uy ban nhan dan cip x& c6
tham quyén.

Nguoi c6 yéu cau diang ky cham dut giam ho truc tuyén cung cap théng tin
theo mau ho tich dién tir twong tac dang ky cham dat gidam ho (cung cap trén Cong
dich vu c6ng), dinh kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo
quy dinh; nop phi, I& phi thdng qua chirc ning thanh toan truc tuyén hoic bang
cach thirc khac theo quy dinh phap luat, hoan tat viéc nop hd so.

- Can bo tiép nhan ho so tai B6 phan mot cira ¢d trach nhiém kiém tra tinh
chinh x4c, day du, théng nhat, hop I cia hd so.

(i) Truong hop hé so day du, hop 18 thi tiép nhan hd so, co Phiéu hen, tra
két qua cho ngudi c6 yéu cau (néu nguoi c6 yéu cau lya chon hinh thic nop ho so
truc tiép) hodc gui ngay Phiéu hen, tra két qua qua thu dién tir hoac giri tin nhan
hen tra két qua qua dién thoai di dong cho ngudi c6 yéu cau (néu nguoi ¢ yéu
cau lya chon hinh thiac nop ho so truc tuyén), dong thoi chuyén ho so dé cong
chuc lam cong tac ho tich xu ly.

Sau khi tiép nhan hé so theo hinh thuc ndp truc tiép, can bo tiép nhan hd
so tai Bo phan mét ctra thuc hién sé hoa (sao chup, chuyén thanh tai liéu dién ta
trén hé thong thong tin, co so dit liéu) va ky sb vao tai liéu, hd so giai quyét thu
tuc hanh chinh da duoc s hoa theo quy dinh.

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

(iii) Truong hop nguoi c6 yéu cau diang ky cham duat giam ho khong bo
sung, hoan thién duoc hd so thi bao cao Trudng bo phan mot cira ¢ théng bao tir
chéi giai quyét yéu cau dang ky cham duat giam ho.

- COng chire tu phép - ho tich tham tra hd so (tham tra tinh thdng nht, hop
1& cua céc thong tin trong ho so, gidy to, tai liéu do ngudi yéu cau nop, Xuat trinh
hoac dinh kém).
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+ Truong hop hd so can bd sung, hoan thién hodc khong du diéu kién giai
quyét, phai tir chi thi guri thong bao vé tinh trang ho so téi Bé phan mot cira dé
thong bao cho ngudi nop hd so — thuc hién lai bude (i) hoac (iii);

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

+ Néu thay ho so day du, hop Ié, ding quy dinh, truong hop tiép nhan hd
so dang ky cham dut giam ho theo hinh thic tryc tiép, thi cong chie tu phép - ho
tich thuc hién viéc ghi vao S6 dang kycham datgiam ho, cap nhat thong tin ding
ky cham dut giam ho trén Phan mém diang ky, quan Iy ho tich dién tr dung chung.

Truong hop tiép nhan hé so dang ky cham dat giam ho theo hinh thuc truc
tuyén, céng chirc tu phap - ho tich gui lai biéu mau Trich luc dang ky cham dut
giam ho dién tir v6i thong tin day du cho ngudi yéu cau qua thu dién ti hoac thiét
bi s6.

Nguoi yéu cau co trach nhiém kiém tra tinh chinh xac, day du caa cac théng
tin trén biéu mau Trich lyc dang ky cham dat giam ho dién tir va xac nhan (t6i da
mot ngay).

Néu ngudi c6 yéu cau xac nhan thong tin da thong nhat, day da hodc khdng
c6 phan hoi sau thoi han yéu cau thi céng chie tu phap - ho tich thuc hién viéc
ghi ndi dung vao S6 dang ky cham dut giam ho, cap nhat thong tin dang ky cham
dutgiam hotrén Phan mém dang ky, quan ly ho tich dién tir dung chung.

- COng chirc tu phép - ho tich in Trich luc ding ky cham dat giam ho, trinh
Lanh dao UBND Ky, chuyén Bo phan mot cira tra két qua cho ngudi ¢6 yéu cau.

- Nguoi di ding ky cham dat giam ho kiém tra thong tin trén Trich luc ding
ky cham dut giam ho, trong S6 dang ky dang ky cham dut giam ho, ky tén vao So
dang ky cham dut giam ho, nhan Trich luc diang ky cham dat giam ho.

Cach thirc thuc hién:

Ngudi co yéu cau dang ky chidm datgiam hotruc tiép thuc hién hoac uy
quyén cho nguoi khac thuc hién nop hd so truc tiép tai B phan mdt ctra cua
UBND cép xa hodc guri hd so qua hé thong buu chinh hodc ndp ho so truc tuyén
trén Cong dich vu cong qubc gia (https://dichvucong.gov.vn) hodc Cong dich vu
cong cap tinh (https:/dichvucong.---.gov.vn).

Thanh phan hé so:

- T khai dang ky cham dirt giam ho theo mau (néu ngudi cé yéu cau luya
chon ndp ho so theo hinh thire truc tiép hodc giri hd so qua hé théng buu chinh);
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- MAu ho tich dién tir twong tacding ky chdm dut giam ho (do ngudi yéu
cau cung cap thong tin theo hudng dan trén Cong dich vu cong, néu ngudi cd yéu
cau lya chon ndp hd so theo hinh thurc truc tuyén);

- Nguoi ¢6 yéu cau dang Ky cham dirtgiam ho thuc hién viéc ndp/xuat trinh
(theo hinh thire truc tiép) hodc tai 1&n (theo hinh thic truc tuyén) cac gidy to sau:

* Giay to phai nop:

- Giéy to 1am can cit chAm dut giam hd theo quy dinh ctua B9 luat Dan su.

- Vin ban ty quyén theo quy dinh ctia phap luat trong truong hop oy quyén
thuc hién viéc ding ky cham dut giam ho. Truong hop nguoi duoc iy quyén 1a
ong, ba, cha, me, con, vo, ché)ng, anh, chi, em rudt cua nguoi uy quyén thi van
ban ty quyén khong phai ching thyc.

* Gidy to phai xuit trinh:

- H{ chiéu/Chitng minh nhdn dan/Thé can cude cong dan/Thé can
cw6e/Can cude dién tr/Gidy chieng nhdn cdn cudchodc cac gidy to khac c6 dan
anh va thong tin ¢4 nhan do co quan c6 thdm quyén cép, con gid tri st dung dé
chtng minh vé nhan than ctia ngudi c6 yéu cau dang ky cham dut giam ho. Truong
hop céac thong tin c4 nhan trong cac gidy to nay da co trong CSDLQGVDC,
CSDLHTPDT, duoc hé thong dién tu dong thi khong phai tai 1én (theo hinh thirc
truc tuyén).

- Giay to 0 gi tri chung minh thong tin vé cu tra trong trudng hop co quan
dang ky ho tich khéng thé khai thac dugc thong tin vé noi cu tra cia cong dan
theo cac phuong thirc quy dinh tai khoan 2 Piéu 14 Nghi dinh s6 104/2022/ND-
CP ngay 21/12/2022 cua Chinh pha. Truong hop céc thong tin vé gidy to ching
minh noi cu tra da dugc khai thac tir Co sé dir lidu qudc gia vé dan cu bang cac
phuong thirc nay thi ngudi ¢ yéu cau khéng phai xuat trinh (theo hinh thuac truc
tiép) hoac tai 1én (theo hinh thirc truc tuyén).

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

*Luuy

- P6i voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp ho so theo hinh
thire truc tiép:

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

+ Nguoi yéu cau ding ky ho tich ¢ thé ndp ban sao chimg thuc tir ban
chinh hodc ban sao dugc cap tir sd gbe hodc ban chup kém theo ban chinh gidy td
dé d6i chiéu. Truong hop ngudi yéu cau ndp ban chup kém theo ban chinh gidy
to thi nguoi tiép nhan c6 trach nhiém kiém tra, ddi chiéu ban chup véi ban chinh
va ky xéac nhan, khong dugc yéu cau ngudi di dang ky ndp ban sao gidy to do.
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+ Nguoi tiép nhan c6 trach nhiém tiép nhan ding, du hd so ding ky ho tich
theo quy dinh cua phap luat ho tich, khong dugc yéu cau ngudi ding ky ho tich
nop thém gidy to' ma phap luat ho tich khong quy dinh phai nop.

Nguoi tiép nhan hd so thuc hién khai thac thong tin trong Co s& dit lidu
qudc gia vé dan cu theo quy dinh phap lut néu ngudi yéu cau dang ky ho tich da
cung cép ho, chit dém, tén; ngay, thang, ndm sinh; s6 dinh danh cG nhan/thé can
cudc cong dan/the can cudc/chitng minh nhan ddan/can cuoc dién tir. Truong hop
cac thong tin can khai thac khong co trong Co sé dir liéu qudc gia vé dan cu thi
dé nghi ngudi yéu cau ké khai day du.

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

+ Ban chup cac gidy to gtri kém theo hd so dang ky cham dut giam ho truc
tuyén phai bao dam rd nét, day du, toan ven vé nodi dung, 13 ban chup bang may
anh, dién thoai hodc dugc chup, duoc quét bang thiét bi dién tir, tir gidy to dugc
cap hop 18, con gia tri sir dung.

+ Truong hop gidy to, tai lieu phai giri kém trong ho so dang ky cham duat
giam ho truc tuyén di co ban sao dién tir hodc di co ban dién tur gidy to ho tich
thi ngudi yéu cau duoc str dung ban dién tir nay.

- Khi dén co quan dang ky ho tich nhan két qua (Trich luc ding ky cham
dut giam ho/ban sao Trich luc dang ky cham dat giam ho), ngudi ¢6 yéu cau dang
ky cham dt giam ho xuat trinh gidy to tuy than, nop cac giay to 1a thanh phan ho
so dang ky chdm dut giam ho theo quy dinh phap luat ho tich.

- Gidy to do co quan c6 tham quyén clia nudc ngoai cap, cong ching hoic
x4c nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phap
hoéa lanh su theo quy dinh ctia phap luat, trir trudong hop duoc mién theo diéu udc
qudc té ma Viét Nam 1a thanh vién.

- Trudng hop nguoi co yéu cau dang ky cham dut giam ho khong cung cap
duogc gidy to néu trén theo quy dinh hodc gidy to ndp, xuat trinh bi tiy x6a, stra
chira, 1am gia thi co quan dang ky ho tich c6 tham quyén huy bo két qua dang ky
cham dut giam ho.

S6 hrgng ho so: 01 bg

Thoi han giai quyét: 02 ngay lam viéc.

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

Co quan thuc hién thi tuc hanh chinh: Uy ban nhin dan cap xi noi da
dang ky giam ho trude day.

Co quan phdi hep: Co quan quan ly CSDLQGVDC.

Két qua thuc hién tha tuc hanh chinh:

- Trich luc ddng ky cham dut giam ho (ban chinh), ban sao Trich luc ding
ky chdm dat giam ho (trudng hop yéu cau cip ban sao Trich luc ding ky chim
dut giam ho).
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- Ban dién tr Trich luc dang ky cham dut giam ho (Ban dién tir s€ tu dong
gui vé Kho quan 1y dit liéu dién tir cia c4 nhan/dia chi thu dién tir/thiét bi sd/dién
thoai ctia nguoi yéu cu sau khi da hoan tat thi tuc dang ky cham dit giam ho tai
co quan dang ky ho tich).

Phi, 1& phi: Mién 1& phi.

- Phi c4p ban sao Trich luc diang ky chdm duat giam ho (néu co yéu cau)
thuc hién theo quy dinh tai Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cua
Bo Tai chinh.

Mau don, mau to khai:

+ To khai dang ky cham dat gidam ho (néu nop hd so theo hinh thic truc
tiép hoic giri ho so qua hé théng buu chinh);

+ MAu ho tich dién tir twong tacdang ky cham dat giam ho (néu nop hd so
theo hinh thuc truc tuyén).

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

Can cw phap ly:

- B0 luat Dan sy nam 2015;

- Luat Ho tich nam 2014;

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

- Nghi dinh s6 87/2020/NB-CP ngay 28/7/2020 caa Chinh phi quy dinh vé
Co s dir liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu sira doi,
b sung mot s didu cua céc nghi dinh lién quan dén viéc nop, xuat trinh s6 ho
khau, s tam tr( gidy khi thyc hién thu tuc hanh chinh, cung cap dich vu cong:

- Nghi dinh s6 07/2025/ND-CP ngay 09/01/2025 ciia Chinh phii sira doi,
bé sung mét s6 diéu ciia cac Nghi dinh trong linh vue hé tich, quéc tich, chiing
thuc;

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

- Thong tu s6 03/2023/TT-BTP ngay 02/8/2023 cua Bo truang Bo Tu phap
stra d6i, bo sung mot s noi dung caa Thong tu s 01/2022/TT-BTP ngay
04/01/2022 cua Bo truong Bo Tu phap quy dinh chi tiét mot sé diéu va bién phap
thi hanh Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cia Chinh phi quy dinh
vé Co sé dit liéu ho tich dién tir, ding ky ho tich truc tuyén;
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- Théng tu s6 04/2024/TT-BTP ngay 06/6/2024 ciia Bo truong Bo Tu phép
stra d6i, bo sung mot sé didu ciia Thong tu s6 02/2020/TT-BTP ngay 08/4/2020
cua Bo truong Bo Tu phap ban hanh, huéng dan st dung, quan Iy mau sé quéc
tich va mau gidy to vé quéc tich va Thong tu s6 04/2020/TT-BTP ngay 28/5/2020
cua Bo truang Bo Tu phap quy dinh chi tiét thi hanh mot sé diéu cua Luat Ho tich
va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ciia Chinh phii quy dinh chi
tiét mot sé didu va bién phap thi hanh Luat Ho tich;

- Théng tu s6 281/2016/TT-BTC ngay 14/11/2016 cua B truongBo Tai
chinh quy dinh muac thu, ché d6 thu, nop, quan 1y va sir dung phi khai thac, sir
dung thong tin trong co sé dir liéu ho tich, phi xac nhan ¢ qudc tich Viét Nam,
phi xac nhan 13 nguoi goc Viét Nam, 1& phi qudc tich;

- Théng tu s 85/2019/TT-BTC ngay 29/11/2019 cia Bo truongBé Tai
chinh huéng dan vé phi va Ié phi thudc tham quyén quyét dinh cua Hoi dong nhan
dan tinh, thanh phé tryc thuéc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo truong Bo Tai
chinh sta doi, bd sung mot sé diéu cia Thong tu sd 85/2019/TT-BTC ngay
29/11/2019 ctia Bo Tai chinh hudng dan vé phi va Ié phi thuoc tham quyén quyét
dinh caa Hoi d6ng nhan dan tinh, thanh phé truc thudc Trung wong.

Ghi chi: Phan chit in nghiéng 1a noi dung sira di, bd sung, thay thé.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI PANG KY CHAM DUT GIAM HQ
KN QU @) oo

Ho, Chit dém, t&n NGUOT YEU CAU .........cooveeeeereeeeeeeeee sttt

Ngay, thang, nam SINN: ......cooiiii e
INOT CU D) ettt ettt en s s e en s e sneneeeees

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

Nguwoi gidm ho:

[ LT a1V Qe 1< 4 TR (=] IS
Ngay, thang, NAM SINN: ..o e
Gigitinh: @i, DANOC: @i, Québc tich: @ .............
INOT CU TP ettt ettt ettt et et et et et st e e et st e e et st et st st e e ee st enseens

Nguwoi dwgc gidm ho:

[ Lo TR o1 01 (1 1 TR =T o
Ngay, thang, na3m SINN: ..o
Gigitinh: @i DANtOC: @ ..o, Quéc tich: @ ...
NOT CU T @ Lottt ettt ee et sttt ese s s s st e tetesees
Gidy khai sinh/Gidy to tly thANG): ..o,
DA dang kY gidm ho tai @) ..o
ngay ....... thang ......... nam ......... SOuuveeeeirree et e QUYEN SO7 o,
LY do ChAm dirt VIEC GIAM N0 ...t

T61 cam doan nhitng ndi dung khai trén day la ding su that va chiu trdch nhiém trudc
phap luat vé cam doan ciia minh.
Lam tai: .o , NQay ....... thang ....... nam .......
Ngudi yéu cau
(Ky, ghi rd ho, chir dém, tén)
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Dé nghi cip ban sao®: CH D, Khéng []
S lwgng:...ban

() Ghi 13 tén co quan ding ky cham dut giam ho.

@ Chi ghi trong trudng hop ngudi c6 yéu cau dang ky ho tich chua c6/khéng cung
cap s6 dinh danh ca nhan/cin cudc cong dan/thé can cudc/chirng minh nhan dan.

Truong hop phai cung cap thong tin “Noi cu tra” thi ghi theo noi ding ky thuong
trd; néu khong cé noi dang ky thuong trd thi ghi theo noi dang ky tam tra; truong hop
khong ¢6 noi dang ky thuong tra va noi dang ky tam tra thi ghi theo noi ¢ hién tai.

®Ghi sé dinh danh c4 nhan/cin cude cdng dan/thé can cudce/sd Gidy khai sinh (d6i
véi tré em)

Vi dy: - Cén cuéc cdng dan s6 025188001010 do Cyc Canh sat QLHC vé TTXH
cap ngay 20/11/2021

- Gidy khai sinh s6 01/2014, quyén sé 02 do UBND x& My Thang, huyén

M¥ Loc, tinh Nam Dinh cip ngay 15/11/2014.

Truong hop khéng c6 sé dinh danh ca nhan/cin cude cong dan/thé cin cude thi
ghi giay to hop 18 thay thé (ho chiéu, chitng minh nhén dan,...).

) Ghi 15 tén co quan ding ky giam ho trude day (sb, ngay thang nim dang ky).

®) P& nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd sé luong.
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NOI DUNG MAU HQ TICH DIEN TU TUONG TAC
PANG KY CHAM DUT GIAM HQ

I. Théong tin vé ngudi yéu ciu ding ky chim dit giam hd
(1) Ho, chir dém, tén;
(2) Sé dinh danh ca nhan;

(3) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H6 chiéu/Giay to hop
1¢ thay thé); sb, ngay, thang, nim cp, co quan cap; ban chup dinh kém;

(4) Noi cu trt (noi thuong tri/noi tam tri/noi dang sinh song).

II. Thong tin vé nguoi giam ho

(5) Ho, chir dém, tén;

(6) Ngay, thang, nam sinh (tach biét riéng 03 truong thong tin ngay, thdng, nam);
(7) G161 tinh;

(8) Dan tdc;

(9) Qudc tich;

(10) S6 dinh danh ca nhan;

(11) Gidy to tuy than: Loai gidy to stt dung (CCCD/CMND/H$ chiéu/Giay to hop
1¢ thay thé); s6, ngay, thang, nam cip, co quan cap; ban chup dinh kém;

(12) Noi cu trt (noi thuong tra/noi tam tra/noi dang sinh sdng).

I1I. Thong tin vé ngwoi dwee giam ho

(13) Ho, chir dém, tén;

(14) Ngay, thang, ndm sinh (tach bi¢t riéng 03 truong thong tin ngay, thang, nam);
(15) Gidi tinh;

(16) Dan toc;

(17) Qubc tich;

(18) Sé dinh danh c4 nhan;

(19) Gidy to tuy than: Loai gidy to st dung (Gidy khai sinh/CCCD/CMND/H®
chiéu/Giay to hop 18 thay thé); s, ngay, thang, ndm cap, co quan cap; ban chup
dinh kém:;

(20) Noi cu trt (noi thuong tra/noi tam tra/noi dang sinh song);
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(21) Pang ky giam ho: s, ngdy, thang, nam ding ky, co quan ding ky;
(22) Ly do chdm dut giam ho;

(23) dé nghi cap ban sao:

o Co

S6 luong ban sao yéu cau: ...

0 Khong

(24) Hb so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan cac thong tin cung cap la dang su that va chiu hoan
toan trach nhiém trudce phap ludt vé ndi dung cam doan ctiia minh.

* Trudng hop cac thong tin vé gidy to chirmg minh noi cu tra da duoc khai thac
tir CSDLQGVDC, duogc hé thong dién ty dong thi khong phai xuét trinh (theo
hinh thtrc truc tiép) hodc tai 1én (theo hinh thirc truc tuyén)

* Mau dién tir twong tac ghi nhan thoi gian (gid, phut, gidy, ngay, thang, nim)
hoan tat viéc cung cap thong tin; ngudi yéu cau trude d6 di dang nhap vao hé
thong, thyc hién xac thuc dién tir theo quy dinh.

Nguoi yéu cau dang ky cham dit giam ho nhan Trich luc dang ky cham dut giam
hé (ban chinh) truc tiép tai co quan diang ky ho tich.

Ban dién tir s& tu dong giri vé Kho quan 1y dit lidu dién tir ciia c4 nhan/dia chi thu
dién tu/thiét bi sé/dién thoai ctia nguoi yéu cau sau khi da hoan tat tha tuc dang
ky cham dut giam ho tai co quan diang ky ho tich.
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11. Thi tuc thay déi, cai chinh, bd sung théng tin hg tich

Trinh tw thuc hién:

- Néu lya chon hinh thtc nop hé so truc tiép, nguoi c6 yéu cau diang ky
thay d6i, cai chinh, bd sung théng tin ho tich nop hd so thay doi, cai chinh, b
sung théng tin ho tichtai Bo phan mot cira cia UBND cép x& c6 tham quyén; nop
1& phi néu thudc truong hop phai ndp 1& phi thay d6i, cai chinh, bé sung thdng tin
ho tich; ndp phi cap ban sao Trich luc thay ddi, cai chinh, bd sung théng tin ho
tich néu ¢ yéu cau cap ban sao Trich luc thay d6i, cai chinh, bo sung théng tin
ho tich.

- Néu lya chon hinh thtc nop hé so truc tuyén, nguoi ¢6 yéu cau thay ddi,
cai chinh, bd sung théng tin ho tich truy cap Céng dich vu cong quéc gia hoic
Cong dich vy cdng cap tinh, dang ky tai khoan (néu chua c6 tai khoan), xac thuc
nguoi dung theo huéng dan, dang nhap vao hé thdng, xac dinh dung Uy ban nhan
dan cap x& c6 tham quyén.

Nguoi c6 yéu cau dang kythay doi, cai chinh, bo sung théng tin ho tich truc
tuyén cung cap théng tin theo mau ho tich dién tir tuong tacthuc hién dang ky thay
d6i, cai chinh, bd sung théng tin ho tich (cung cap trén Cong dich vu cong), dinh
kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop phi, 18
phi thdng qua chirc ning thanh toan tryc tuyén hoic bang cach thuc khéc theo quy
dinh phép luat, hoan tat viéc nop ho so.

- Can bo tiép nhan ho so tai Bo phan mot cira ¢d trach nhiém kiém tra tinh
chinh xac, ddy du, théng nhat, hop 1& caa hd so.

(i) Truong hop ho so day da, hop 18 thi tiép nhan ho so; co Phiéu hen, tra
két qua cho ngudi €O yéu cau thay doi, cai chinh, bo sung thong tin ho tich (néu
tiép nhan ho so bo sung thdng tin ho tich sau 15 gio) (néu ngudi c6 yéu cau lua
chon hinh thtrc ndp hé so truc tiép) hoic guri ngay Phiéu hen, tra két qua qua thu
dién tir hozc giri tin nhan hen tra két qua qua dién thoai di dong cho ngudi ¢d yéu
cau (néu ngudi c6 yéu cau lya chon hinh thirc nop ho so truc tuyén);chuyén hd so
dé cong chic lam cdng tac ho tich xir Iy.

Sau khi tiép nhan hé so theo hinh thuc nop truc tiép, can bo tiép nhan hd
so tai Bo phan mét cura thuc hién sé hoa (sao chup, chuyén thanh tai liéu dién ta
trén hé thong thong tin, co so dit liéu) va ky sb vao tai liéu, ho so giai quyét thu
tuc hanh chinh da duoc s hoa theo quy dinh.

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

(iii) Truong hop ngudi c6 yéu cau ding ky thay doi, cai chinh, bd sung
thong tin ho tich khdng bd sung, hoan thién duoc hd so thi bao cdo Truong bo
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phan mét ctra c6 thdng bao tir chéi giai quyét yéu cau dang ky thay doi, cai chinh,
bd sung théng tin ho tich.

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

+ Truong hop hd so can bd sung, hoan thién hoidc khong du diéu kién giai
quyét, phai tir chi thi guri thong bao vé tinh trang ho so téi Bo phan mot cira dé
thong bao cho ngudi nop hd so — thuc hién lai bude (i) hoac (iii);

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

+ Néu thay viéc thay d6i, cai chinh, b sung théng tin ho tich 1a ¢6 co so,
phU hop véi quy dinh caa phap luat dan su va phép luat c6 lién quan, hd so day
du, hop 1¢, dung quy dinh, trudng hop tiép nhan ho so dang ky thay doi, cai chinh,
bo sung thong tin ho tich theo hinh thuc truc tiép, thi cdng chirc tu phép - ho tich
thuc hién viéc ghi vao So dang kythay d6i, cai chinh, bé sung thong tin ho tich,
xac dinh lai dan toc, cap nhat thong tin dang ky thay d6i, cai chinh, b sung théng
tin ho tich trén Phan mém dang ky, quan ly ho tich dién tir dung chung.

Truong hop tiép nhan ho so dang ky thay doi, cai chinh, bé sung thong tin
ho tich theo hinh thuc truc tuyén, cong chirc tu phap - ho tich giri lai biéu mau
Trich luc thay d6i/cai chinh/bd sung théng tin ho tich, xac dinh lai dan toc dién
tarv6i thong tin ddy da cho nguoi yeu cau qua thu dién tir hoic thiét bi sd.

Nguoi yéu cau cé trach nhiém kiém tra tinh chinh xac, day du caa cac théng
tin trén biéu mau Trich luc thay doi/cai chinh/bd sung théng tin ho tich, xac dinh
lai dan toc dién tir va xac nhan (t6i da mot ngay).

Néu ngudi c6 yéu cau xac nhan thong tin da thong nhat, day du hoic khdng
c6 phan hdi sau thoi han yéu cau thi céng chirc tu phép - ho tich thyuc hién viéc
ghi noi dung vao So dang ky thay doi, cai chinh, bé sung théng tin ho tich, xac
dinh lai dan toc, cap nhat thong tin thay doi, cai chinh, b6 sung thdng tin ho tich
trén Phan mém dang ky, quan ly ho tich dién tir ding chung.

- Cong chtc tu phap - ho tich in Trich luc thay doi/cai chinh/bd sung théng
tin ho tich twong ¢ng, trinh Lanh dao UBND ky, chuyén Bo phan mét cta tra két
qua cho nguoi c6 yéu cau.

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

Truong hop thay d6i, cai chinh, b sung thong tin ho tich lién quan dén
Gidy khai sinh, Giay chang nhan két hon thi cong chuc tu phép - ho tich ghi noi
dung thay ddi, cai chinh ho tich vao Gidy khai sinh, Gidy ching nhan két hon; bd
sung thong tin ho tich vao muc tuong tmg va dong dau vao ndi dung bd sung.

Truong hop ding ky thay ddi, cai chinh ho tich khéng phai tai noi dang ky
ho tich trude day thi Uy ban nhan dan cip xa phai thdng bao bang van ban kém
theo ban sao trich luc ho tich dén Uy ban nhan dan noi ding ky ho tich trudc day
dé ghi vao Sé ho tich.

Truong hop noi dang ky ho tich trude day 1a Co quan dai dién thi Uy ban
nhan dan cap xa phai thdng bao bang vin ban kém theo ban sao trich luc ho tich
dén Bo Ngoai giao dé chuyén dén Co quan dai dién ghi vao Sé ho tich.

Cach thirc thuc hién:

Ngudi c6 yéu cau dang ky thay d6i, cai chinh, bd sung thong tin ho tich
true tiép thuc hién hodc uy quyén cho ngudi khac thuc hién ndp hd so truc tiép
tai BO phan mot ctra cua UBND cép xa hodc gur hd so qua hé théng buu chinh
hoac ndp hd so truc tuyén trén Céng dich vu cong quéc gia
(https://dichvucong.gov.vn) hoic Cong dich vu cong cip tinh
(https://dichvucong.---.gov.vn).

Thanh phan hd so:

- To khai dang ky thay ddi, cai chinh, bd sung thong tin hg tich, xac dinh
lai dan toc theo mau (néu nguoi cd yéu cau lua chon nop ho so theo hinh thic truc
tiép hodc gui hd so qua hé thong buu chinh);

- MAu ho tich dién ttr twong tacthuc hién dang ky thay d6i, cai chinh, bb
sung thong tin hg tich, xac dinh lai dan tdc (do nguoi yéu cau cung cép thong tin
theo hudng dan trén Céng dich vu cong, néu nguoi co yéu cau lya chon nop hd
so theo hinh thtc truc tuyén);

- Nguoi ¢6 yéu cau diang kythay doi, cai chinh, bo sung thong tin ho tich
thue hién viée ndp/xuét trinh (theo hinh thire truc tiép) hodc tai Ién (theo hinh thirc
true tuyén) cac gidy to sau:

* Gidy to phai nop

- Giéy to lam can cu thay ddi, cai chinh, bd sung thong tin hd tich.

- Vin ban iy quyén theo quy dinh ctia phap luat trong truong hop oty quyén
thuc hién viéc dang ky thay ddi, cai chinh, bd sung thong tin ho tich. Truong hop
nguoi dugc uy quyén la 6ng, ba, cha, me, con, vo, chéng, anh, chi, em rudt cua
ngudi iy quyén thi van ban ity quyén khong phai chimg thuec.

* Gidy to phai xuit trinh
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- H{ chiéu/Chitng minh nhdn ddan/Thé can cude cong dan/Thé can
cu6e/Cén cude dién tir/Gidy chitng nhdn can cwéchodc cac gidy to khac c6 dan
anh va thong tin ca nhan do co quan c6 tham quyén cdp, con gia tri st dung dé
chtrng minh vé nhan than ctia nguoi c6 yéu cau dang ky thay doi, cai chinh, bo
sung thong tin ho tich. Truong hop cac thong tin ca nhan trong cac gidy to nay da
c6 trong CSDLQGVDC, CSDLHTDT, dugc h¢ théng dién tu dong thi khong phai
tai 1én (theo hinh thirc tryc tuyén);

- Gidy to ¢6 gia tri ching minh thong tin vé cu tra trong trudng hop co quan
dang ky ho tich khéng thé khai thac dugc thdng tin vé noi cu tra cia 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 pha. Truong hop céc thong tin vé gidy to ching
minh noi cu tra dd duoc khai thac tir Co so dit liéu qudc gia vé dan cu bang cac
phuong thirc nay thi nguoi c6 yéu cau khong phai xuat trinh (theo hinh thuc truc
tiép) hoac tai 18n (theo hinh thirc truc tuyén).

Trudng hop gt hd so qua hé thong buu chinh thi phai guri kém theo ban
sao cO chung thuc cac giay to phai xuat trinh néu trén.

*Luuy

- D6i voi gidy to ndp, xut trinh néu ngudi yéu cau ndp hd so theo hinh
thuc truc tiép:

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

+ Nguoi yéu cau ding ky ho tich c6 thé ndp ban sao chimg thuc tir ban
chinh hodc ban sao dugc cap tir s6 gbe hodc ban chup kém theo ban chinh gidy td
dé d6i chiéu. Truong hop ngudi yéu cau ndp ban chup kém theo ban chinh gidy
t& thi ngudi tiép nhan c6 trach nhiém kiém tra, d6i chiéu ban chup vé6i ban chinh
va ky x4c nhan, khong duoc yéu cau ngudi di ding ky ndp ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, dit ho so dang ky ho tich
theo quy dinh cta phéap luat ho tich, khong dugc yéu cau ngudi dang ky ho tich
ndp thém gidy to ma phap luat ho tich khong quy dinh phai ndp.

Nguoi tiép nhan ho so thuc hién khai thac thong tin trong Co s dit lidu
qudc gia vé dan cu theo quy dinh phap luat néu ngudi yéu cau dang ky ho tich da
cung cap ho, chit dém, tén; ngady, thang, nam sinh; s6 dinh danh cd nhéan/thé can
cuoc cong dan/thé can cudc/chirng minh nhan dan/can cuoc dién tir. Truong hop
cac thong tin can khai thac khong co trong Co sé dir liéu qudc gia vé dan cu thi
dé nghi ngudi yéu cau ké khai day du.

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

+ Ban chup céac gidy to giri kém theo ho so dang ky dang ky thay doi, cai
chinh, b6 sung thong tin ho tich tryuc tuyén phai bao dam r0 nét, dr:iy du, toan ven
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vé noi dung, 1a ban chup béng may anh, dién thoai hodac dugc chup, dugc quét
béng thiét bi dién tr, tir giéy to duoc cép hop 1€, con gid tr1 st dung.

+ Trudng hop gidy to, tai liéu phai gai kém trong ho so dang ky dang ky
thay d6i, cai chinh, bo sung théng tin ho tich truc tuyén da c6 ban sao dién tir hoic
d3 c6 ban dién tir gidy to ho tich thi ngudi yéu cau duoc sir dung ban dién ti nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Trich luc thay ddi/cai
chinh/ b4 sung thdng tin ho tich hozc ban sao Trich luc thay doi/cai chinh/bd sung
thong tin ho tich), nguoi c6 yéu cau diang ky thay doi, cai chinh, bé sung théng tin
ho tich xuét trinh gidy to tuy than, nop cac gidy to 1a thanh phan hd so dang ky
thay dbi, cai chinh, b6 sung thng tin ho tich theo quy dinh phap luat ho tich.

- Gidy to do co quan c6 tham quyén ctia nudc ngoai cap, cong chimg hoic
xac nhan dé st dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phap
hoéa lanh su theo quy dinh ctia phap luat, trir trudong hop duoc mién theo diéu udc
qudc té ma Viét Nam 1a thanh vién.

- Truong hop nguoi yéu cau dang ky ¢ yéu cau dang ky thay doi, cai chinh,
bd sung thong tin hd tichkhdng cung cap dugc gidy to néu trén theo quy dinh hodc
giﬁy to ndp, xuét trinh bi téy x0a, stra chira, lam gia thi co quan dang ky ho tich
c¢6 tham quyén hity bo két qua dang ky thay doi, cai chinh, bo sung thong tin ho
tich.

S6 lwong hd so: 01 bg

Thoi han giai quyét:

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

- Ngay trong ngdy 1am viéc d6i v6i yéu cau bd sung thong tin ho tich, truong
hop nhan hd so sau 15 gio ma khong giai quyét duoc ngay thi tra két qua trong
ngay lam viéc tiép theo.

Poi twong thuc hién thi tuc hanh chinh: Ca nhan

Co quan thuc hién thi tuc hanh chinh:

- Uy ban nhén dan cip x4 noi da dang ky ho tich trudc day hoic Uy ban
nhan dan cp x4 noi cu tra clia nguoi c¢6 yéu cau co tham quyén giai quyét viéc
thay doi, cai chinh cho ngudi chua du 14 tudi, bd sung ho tich cho cong dan Viét
Nam cu tra ¢ trong nudc.

- Uy ban nhén dan cip x3 noi da dang ky khai tir trude day thuc hién viée
cai chinh ng1 dung dang ky khai ttr.

Co quan phdi hep: Co quan quan Iy CSDLQGVDC.

Két qua thuc hién tha tuc hanh chinh:

- Trich lyc thay doi/cai chinh/bo sung thong tin ho tich (ban chinh), ban sao
Trich luc thay ddi/cai chinh/bd sung théng tin ho tich (trudng hop yéu ciu cip
ban sao Trich luc thay doi/cai chinh/bd sung thong tin ho tich).
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- Ban dién tu Trich luc thay ddi, cai chinh, bd sung thong tin ho tich, xac
dinh lai dan toc (Ban dién tir s& tu dong giri vé Kho quan 1y dit liéu cta ca nhan/dia
chi thu dién tir/thiét bi s6/dién thoai ctia ngudi yéu causau khi da hoan tat thi tuc
dang ky thay dbi, cai chinh, bd sung théng tin ho tich, xac dinh lai dan toctai co
quan dang ky ho tich).

Phi, 1¢ phi:

~ - Muc 1& phi cu thé: 10.000 dong/truong hop do Hoi dong nhan dan tinh
quyét dinh.

- Mién phi d6i véi truong hop nop hd so truc tuyén.

- Mién 1¢ phi cho nguoi thudc gia dinh c6 cong v6i cach mang; ngudi thuge
ho ngheo; nguoi khuyeét tat.

- Phi cip ban sao Trich luc ding ky thay doi/cai chinh/bo sung thdng tin ho
tich (néu c6 yéu cau) thuc hién theo quy dinh tai Thong tu s6 281/2016/TT-BTC
ngay 14/11/2016 cua Bo Tai chinh.

Mau don, mau to khai:

+ T khai dang ky thay doi, cai chinh, b6 sung thdng tin ho tich, xac dinh
lai dan toc (néu nop ho so theo hinh thac tryc tiep hoac guai ho so qua hé thong
buu chinh);

+ Mau ho tich dién tir trong tacthuc hién ding ky thay doi, cai chinh, bo
sung thong tin ho tich, xac dinh lai dan toéc (néu nop ho so theo hinh thac truc
tuyén).

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

+ Viéc thay d6i ho, chir dém, tén cho ngudi dudi 18 tudi phai c¢6 su dong ¥
cua cha, me nguoi do va dugce thé hién 1o trong To khai; ddi véi nguoi tu du 9
tudi trd 1én thi con phai co sy dong ¥ clia ngudi do.

+ Viéc cai chinh ho tich chi dugc giai quyét sau khi c6 du cin ctr dé xéc
dinh c6 sai sot do 18i cuia cong chirc 1am cdng tac ho tich hodc cua nguoi yéu cau
dang ky h¢ tich; khong cai chinh ndi dung trén gidy to ho tich dd duogc cp hop 18
nham hop thirc hoa thong tin trén ho so, gidy to c4 nhan khac.

+ Gidy to ho tich quy dinh da cap cho ca nhan theo quy dinh ctia phap lut
vé ho tich trudc ngay 01/01/2016 (ngay Luat HO tich c¢6 hi€u luc) c6 gia tri st
dung ma khong phai b6 sung thong tin ho tich con thiéu so voi biéu mau ho tich
hién hanh.

+ Glay td ho tich dugc cap hop 18 ke tu ngay 01/01/2016 ma thong tin ho
tich con thleu thi duoc bo sung, néu cé gidy to, tai liéu do co quan, to chirc 6
tham quyén cép hop 1¢ chimg minh.

Yéu cau ghi bo sung quéc tich Viét Nam chi thuc hién di véi ‘giéy to ho
tich duoc cap ké tur ngay 01/01/2016, sau khi dd xac dinh nguoi yéu cau dang co
quoc tich Viét Nam theo quy dinh ctia Luat Qudc tich Viét Nam.
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Can cir phap ly:
- Luat Ho tich nam 2014;

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

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

- Nghij dinh s6 104/2022/ND-CP ngay 21/12/2022 cua Chinh phi stra doi,
bo sung mot so dicu cua cac nghi dinh lién quan dén viéc nop, xuat trinh s6 ho
khau, s6 tam tru giay khi thuc hién tha tuc hanh chinh, cung cap dich vu cong;

- Nghi dinh s6 07/2025/ND-CP ngay 09/01/2025 ciia Chinh phii sita doi,
bo sung mot so6 diéu cua cac Nghi dinh trong linh vuc ho tich, quoc tich, chung
thuc;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cuia B truongBo Tu phap
quy dinh chi tiét thi hanh mot sé diéu caa Luat Ho tich va Nghi dinh s6
123/2015/ND-CP ngay 15/11/2015 caa Chinh 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 ciua Bo truong Bo Tu
phap quy dinh chi tiét mot s6 diéu va bién phap thi hanh Nghi dinh
s6 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phi quy dinh vé Co s¢ dit liéu ho
tich dién tir, dang ky ho tich truc tuyén;

- Thong tu sb 03/2023/TT-BTP ngay 02/8/2023 ciia B truéng Bé Tu phép
stra d6i, bo sung mot s noi dung caa Thong tu s 01/2022/TT-BTP ngay
04/01/2022 cua Bo truang Bo Tu phap quy dinh chi tiét mot sé diéu va bién phap
thi hanh Nghi dinh sé 87/2020/ND-CP ngay 28/7/2020 cia Chinh phu quy dinh
vé Co sé dit liéu ho tich dién tir, ding ky ho tich truc tuyén;

- Thong tu s6 04/2024/TT-BTP ngay 06/6/2024 cuia B truéng Bo Tu phap
stra d6i, bo sung mot sé didu ctia Thong tu s 02/2020/TT-BTP ngay 08/4/2020
cua B truong BO Tu phdp ban hanh, huéng dan st dung, quan Iy mau s6 qubc
tich va mau gidy to vé quéc tich va Thong tu s6 04/2020/TT-BTP ngay 28/5/2020
cta Bo truong Bo Tu phap quy dinh chi tiét thi hanh mot s6 diéu cua Luat Ho tich
va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cta Chinh phu quy dinh chi
tiét mot sé diéu va bién phap thi hanh Luat Ho tich;

- Thong tu sé 281/2016/TT-BTC ngay 14/11/2016 cua Bo trusngBo Tai
chinh quy dinh muc thu, ché do thu, nop, quan ly va sir dung phi khai thac, sir
dung thong tin trong co sé dir liéu ho tich, phi xac nhan c6 qudc tich Viét Nam,
phi x&c nhan 1a nguoi gbc Viét Nam, 1¢ phi qudc tich;

- Théng tu s6 85/2019/TT-BTC ngay 29/11/2019 ciia Bo truéngBé Tai
chinh huéng dan vé phi va Ié phi thudc tham quyén quyét dinh cua Hoi dong nhan
dan tinh, thanh phé truc thudc Trung wong;
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- Théng tu sé 106/2021/TT-BTC ngay 26/11/2021 cua Bé truéng Bo Tai
chinh sta doi, bd sung mot sé diéu cia Thong tu sd 85/2019/TT-BTC ngay
29/11/2019 cua B Tai chinh hudng dan vé phi va 18 phi thuoc tham quyén quyét
dinh caa Hoi ddng nhan dan tinh, thanh phé tryc thuéc Trung wong.

Ghi chi: Phan chit in nghiéng 1a noi dung sira ddi, bd sung, thay thé.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI PANG KY VIEC THAY POI, CAl CHINH,
BO SUNG THONG TIN HQ TICH, XAC PINH LAI DAN TQC

KINN QU Q) e

Ho, Chilt dém, t81 MEUOT YBU CAU: .....c.ovveieeceeeeeeeee st es st es sttt
Ngay, thAng, NAM SINN: ..oiviiiiii e e e s b e e nbb e e sbeeeabraeas
INOT CU TP ettt ettt en ettt n et s et en st sne st enees

Pé Nghi co' quan AN KY VIEC @) ........o.ooviiiiiiiiiiiies oottt
cho nguoi cé tén dudi day:

HO, CRit @8, T8N .t r et e e e s e sre e teeneesreeteaneenreas
Ngay, thang, NAM SINN: .....ooiii s
Gigitinh: @i, DANTOC: @ oo Quéc tich: @ .o,

T6i cam doan nhitng ndi dung khai trén day 1a dang su that va chiu trach nhiém trude phap luat vé
cam doan cua minh.

Nguoi yéu cau
(Ky, ghi rd ho, chit dém, tén)

Y kién cua nguoi duoc thay ddi ho, chir dém, tén

(néu nguoi d6 tir da 9 tudi tre 1én); xac dinh lai o ) 7

dan toc (néu ngudi do tir du 15 tudi dén dusi 18 Y kien cua cha va me (néu thay doi ho, chir
tudi) dém, tén cho ngudi dudi 18 tuoi)
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Chu thich:
() Ghi 6 tén co quan dang ky viéc thay d6i, cai chinh, bd sung théng tin ho tich, xéac
dinh lai dan toc.
9 Chi ghi trong trudng hop ngudi c6 yéu cau dang ky ho tich chua co/khong cung
cap so dinh danh ¢4 nhan/can cudc cong dan/thé can cudc/chirng minh nhan dan.

“Truong hop phai cung cap thong tin “Noi cu tra” thi ghi theo noi ding ky thuong
trd; néu khong cé noi dang ky thuong tra thi ghi theo noi dang ky tam trt; truong hop
khong ¢6 noi dang ky thuong tra va noi dang ky tam tra thi ghi theo noi ¢ hién tai.

O Ghi s6 dinh danh c4 nhan/cin cudc cong déan/thé can cudc (vi du: Can cude cong
dan s 025188001010 do Cyc Canh s&t QLHC vé TTXH cép ngay 20/11/2021). Truong
hop khdng cd so dinh danh c4 nhén/can cudc cong dan/the can cudce thi ghi giay to hop 1€
thay thé (ho chicu, ching minh nhan dén,...).

) Ghi r noi dung loai viéc dé nghi dang ky.

Vi du: thay doi ho, tén/ cai chinh phan khai vé chir dém ciia nguoi me/ xéc dinh lai
dan toc/ bo sung phan khai vé nam sinh ctia nguoi cha.

®) Ghi rg loai viéc ho tich di ding ky trudc day co lién quan.

Vi du: Da dang ky khai sinh tai UBND x& Ha Hoi, huyén Thuong Tin, thanh pho
Ha Noi ngay 05 thang 01 ndm 2015, sé 10 quyén sb 01/2015.

®) Ghi rd noi dung dé nghi thay doi, cai chinh ho tich, bé sung thdng ho tich, xac
dinh lai dan toc.

Vi duy: - Puoc thay d6i ho tir Nguyén Van Nam thanh Vil Van Nam.

- Puoc cai chinh nam sinh tir 1975 thanh 1976.

M Pé nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd sb lugng.
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NOI DUNG MAU HO TICH PIEN TU TUONG TAC THUC HIEN
PANG KY THAY POIL, CAI CHiNH, BO SUNG THONG TIN HQ TICH,
XAC PINH LAI DAN TQC

I. Thong tin vé nguoi yéu cau ding ky thay déi, cai chinh, bo sung thong tin
ho tich, xac dinh lai dan tgc

(1) Ho, chir dém, tén;
(2) Sé dinh danh ca nhan;

(3) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H6 chiéu/Giay to hop
1¢ thay thé); s, ngay cap, co quan cip; ban chyp dinh kém;

(4) Noi cu trt (noi thuong tra/noi tam tra/noi dang sinh sdng);

(5) Quan hé véi ngudi duoc thay doi, cai chinh, b sung thong tin ho tich, xac
dinh lai dan tdc.

II. Thong tin vé nguoi c6 ndi dung thay doi

(6) Ho, chir dém, tén;

(7) Ngay, thang, nam sinh (tach biét riéng 03 truong thong tin ngay, thdng, nam);
(8) G161 tinh;

(9) Dan tc;

(10) Qudc tich;

(11) S6 dinh danh ca nhan;

(12) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H$ chiéu/Giay t& hop
1¢ thay thé); s, ngay cap, co quan cip; ban chyp dinh kém;

(13) Noi cu tra: (noi thudng trd/noi tam tr/noi dang sinh séng).

I11. Théong tin vé ndi dung dé nghi ding ky thay d6i, cai chinh, bo sung thong
tin ho tich, xac dinh lai dan t¢c

(14) Tén loai Gidy to ho tich da dang ky (sb, quyén sb, ngdy, thang, nam ding
ky);

(15) Noi dung dé nghi thay doi, cai chinh ho tich, bo sung thong ho tich, xac dinh
lai dan tdc;

(16) Ly do thay d6i, cai chinh ho tich, b6 sung thong ho tich, xac dinh lai dan toc;
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(17) Dé nghi cap ban sao:

o Co

S6 luong ban sao yéu cau:...

0 Khong

(18) Phuong thtrc nhan két qua:

o Truc tiép

0 Truc tuyén (ban dién tir s& duoc gui vé Kho quan 1y dir liéu cta ca nhan/dia chi
thu dién t/thiét bi sé/dién thoai ctia ngudi yéu cau)

0 Buu chinh (cung cap dia chi noi nhan).

(19) Ho so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan cac thong tin cung cip 1a dung su that va chju hoan
toan trach nhiém trudc phap luat vé ndi dung cam doan ctia minh.

* Truong hop cac thong tin vé gidy to ching minh noi cu tra da duge khai thac
tir CSDLQGVDC, duogc hé thong dién ty dong thi khong phai xuét trinh (theo
hinh thtrc truc tiép) hodc tai 1én (theo hinh thtc tric tuyén).

* Mau dién tir twong tac ghi nhan thoi gian (gid, phut, gidy, ngay, thang, nim)
hoan tat viéc cung cap thong tin; ngudi yéu cau trudc do6 di dang nhap vao hé
théng thong qua viéc xac thuc dién tir theo quy dinh.
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12. Thi tuc cap Gidy xac nhan tinh trang hén nhan

Trinh tw thuc hién:

- Néu lya chon hinh thtc nop hd so truc tiép, ngudi c6 yéu cau cap Giay
xé&c nhan tinh trang hdn nhanndp hd so yéu cau cap Giay xac nhan tinh trang hon
nhan tai B6 phan mot ctra cia UBND cép xa ¢ tham quyén; nop 18 phi néu thuoc
truong hop phai ndp 1& phi cip Gidy xac nhan tinh trang hon nhan.

- Néu Ira chon hinh thire nop ho so truc tuyén, ngudi cd yéu cau cap Giay
x&c nhan tinh trang hén nhan truy cap Cong dich vu cong quéc gia hoac Cong
dich vu cong cép tinh, dang ky tai khoan (néu chua c6 tai khoan), X4c thuc nguoi
dung theo hudng dan, ding nhap vao hé thdng, xac dinh dung Uy ban nhan dan
cap xa c6 tham quyén.

Nguoi ¢ yéu cau cap Giay xac nhan tinh trang hén nhan truc tuyén cung
cap thdng tin theo mau dién tir twong taccap Gidy xac nhan tinh trang hén nhan
(cung cép trén Cong dich vu cdng), dinh kém ban chup hoic ban sao dién tir cac
gidy to, tai liéu theo quy dinh; nop phi, 1¢ phi théng qua chitc nang thanh toan truc
tuyén hoac bang cach thac khac theo quy dinh phap luat, hoan tat viéc nop  hé so.

- Can bo tiép nhan ho so tai B6 phan mot cira ¢d trach nhiém kiém tra tinh
chinh xac, ddy du, théng nhat, hop 1é caa hd so.

(i) Truong hop hd so day da, hop 18 thi tiép nhan hé so; co Phiéu hen, tra
két qua cho ngudi c6 yéu cau (néu nguoi c6 yéu cau lya chon hinh thic nop ho so
truc tiép) hoac gui ngay Phiéu hen, tra két qua qua thu dién tir hoac giri tin nhan
hen tra két qua qua dién thoai di dong cho ngudi c6 yéu cau (néu nguoi ¢ yéu
cau lua chon hinh thirc nép hd so truc tuyén):chuyén hé so dé cong chuc 1am cong
tac ho tich xur ly.

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

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

(iii) Néu nguoi c6 yéu cau cap Gidy xac nhan tinh trang hén nhan khéng b
sung, hoan thién duoc hd so thi bao cao Trudng bd phan tiép nhan ho so ¢o vin
ban tir chdi giai quyét yéu cau cap Giay xac nhan tinh trang hén nhan.

- COng chirc tu phép - ho tich tham tra hd so (tham tra tinh thong nhat, hop
1& cua céc thong tin trong hd so, gidy to, tai liéu dinh kém).

+ Truong hop hd so can bd sung, hoan thién hoidc khong du diéu kién giai
quyét, phai tir chi thi guri thong bao vé tinh trang ho so téi Bé phan mot cira dé
thong bao cho ngudi nop hd so — thuc hién lai bude (i) hoac (iii);
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+ Truong hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua dung thoi gian da hen thi ¢éng chac 1am cong tac
ho tich 1ap Phiéu xin 15i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham
tra két qua va thoi gian hen tra két qua, chuyén Bo phan mét ctra dé tra cho nguoi
c6 yéu cau (néu nguoi ¢ yéu cau lya chon hinh thirc nop hé so truc tiép), hoac
guri Phiéu xin 13i va hen lai ngay tra két qua qua thu dién tir hodc giri tin nhan qua
dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh thirc
nop hd so truc tuyén).

-Truong hop nguoi yéu cau cap lai Gidy xac nhan tinh trang hon nhan dé
két hén ma khdng nop lai duoc Gidy xé&c nhan tinh trang hon nhan da dugc cap
trude day, thi nguoi yéu cau phai trinh bay rd ly do khéng nop lai dugc Gidy xac
nhan tinh trang hn nhan. Trong thoi han 03 ngay 1am viéc ké tir ngay tiép nhan
hd so, co quan dang ky ho tich ¢6 van ban trao ddi véi noi du dinh dang ky két
hén trude day dé xac minh. Truong hop khong xac minh duoc hoic khdng nhan
duoc két qua xac minh thi co quan dang ky ho tich cho phép ngudi yéu cau lap
van ban cam doan vé tinh trang hon nhan.

- Truong hop tiép nhan hd so cap Gidy xéac nhan tinh trang hén nhan theo
hinh thtrc truc tiép, sau khi hoan tat thu tuc thi céng chirc tu phap - ho tich cap
nhat thdng tin xac nhan tinh trang hon nhan trén Phan mém ding ky, quan Iy ho
tich dién tir dung chung.

Truong hop tiép nhan ho so xac nhan tinh trang hon nhan theo hinh thirc
truc tuyén, cong chirc tu phap - ho tich guri lai biéu mau Giay xac nhan tinh trang
hén nhan dién t v6i thong tin day da cho nguoi yéu cau qua thu dién tir hoac
thiét bi so.

Nguoi yéu cau cé trach nhiém kiém tra tinh chinh xac, day du cua cac théng
tin trén biéu mau Gidy xac nhan tinh trang hén nhan dién tir va xac nhan (t6i da
mot ngay).

Néu ngudi c6 yéu cau xac nhan thong tin da thong nhat, day du hoic khdng
c6 phan hoi sau thoi han yéu cau thi cong chire tu phap - ho tichcap nhat théng tin
xé&c nhan tinh trang hdn nhan trén Phan mém dang ky, quan ly ho tich dién tir ding
chung.

- Cong chirc tu phap - ho tich in Gidy xac nhan tinh trang hon nhan, trinh
Lanh dao UBND ky, chuyén téi Bo phan mot cia dé tra két qua cho ngudi ¢6 yéu
cau.

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

Cach thirc thyc hién:

Nguoi co yéu cau cép Giéy xac nhan tinh trang hon nhan tryc tiép thuc hién
hoac uy quyén cho nguo1 khac thuc hién ndp ho so truc tiép tai BO phan mot ctra
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cia UBND cép 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) hoic Cong
dich vu cong cap tinh (https://dichvucong.---.gov.vn).

Thanh phan hd so:

- To khai cdp Gidy xac nhan tinh trang hén nhan (néu ngudi ¢d yéu cau lva
chon ndp hd so theo hinh thire truc tiép hoic giri hd so qua hé théng buu chinh);

- MAu dién tir twong taccip Gidy xac nhan tinh trang hén nhéan (do nguoi
y&u cau cung cap thong tin theo hudng dan trén Cong dich vu céng néu ngudi o
yéu cau lya chon nop hd so theo hinh thirc truc tuyén).

- Ngudi ¢6 yéu cau cip Gidy xac nhan tinh trang hon nhanthuc hién viéc
ndp/xuat trinh (theo hinh thire truc tiép) hodc tai Ién (theo hinh thuc truc tuyén)
C4C gidy to sau:

* Giay to phai nop:

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

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

- Trudng hop c nhan yéu cau cap lai Gidy xac nhén tinh trang hon nhan dé
sir dung vao muc dich khac hodc do Gidy xac nhén tinh trang hon nhan da hét thoi
han sir dung theo quy dinh thi phai ndp lai Gidy xac nhan tinh trang hon nhan da
duogc cap trude do.

- Van ban ﬁy quyén theo quy dinh cuia phap luét trong trudng hop Gy quyén
thu’c hién viéc cap Gidy x4c nhan tinh trang hon nhan. Truong hop nguoi duoc U uy
quyén 1a ong, ba, cha me, con, vo, chong, anh, chi, em rudt cia ngudi uy quyén
thi van ban oty quyén khong phai chimg thuec.

* Gidy to phai xuét trinh:

- Hg chiéu/Chizng minh nhan dan/Thé can cuwdéc cdng dan/Thé cdin
cwée/Can cude dién tlGidy chieng nhdn can cwdchoac céc gidy to khac co dan
anh va thong tin ca nhan do co quan c6 tham quyén cap, con gia tri sir dung dé
chting minh vé nhan than caa nguoi c6 yéu cau cap Giay xac nhan tinh trang hon
nhan. Truong hop cac thong tin ca nhan trong cac gidy to nay da cé trong
CSDLQGVDC, CSDLHTPDT, dugc hé théng dién tu dong thi khong phai tai 1én
(theo hinh thurc truc tuyén);

- Gidy to ¢6 gia tri chang minh thong tin vé cu tra trong trudng hop co quan
dang ky ho tich khong thé khai thac dugc thong tin vé noi cu tra cia cong dan
theo cac phwong thirc quy dinh tai khoan 2 Piéu 14 Nghi dinh s6 104/2022/ND-
CP ngay 21/12/2022 cta Chinh pha. Truong hop céc thong tin vé gidy to ching
minh noi cu tra da duoc khai thac tir Co so dit liéu qudc gia vé dan cu bang cac
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phuong thic ndy thi ngudi ¢d yéu cau khdng phai xut trinh (theo hinh thuc tric
tiép) hoic tai 1én (theo hinh thuc truc tuyén).

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

*Luuy

- Triong hop nguoi yéu cau xac nhdn tinh trang hén nhdn da tirmg dang ky
thwong tr tai nhiéu noi khédc nhau, nguroi ydu cau cung cdp céc giday to ching
minh tinh trgng hon nhan tai noi thuong tri truée day (néu cé). Trén co sé C&c
théng tin dwrgC cung cdp, co quan dang ky hé tich tra cizu théng tin vé tinh trang
hon nhan cia nguoi yéu cau xac nhdn tinh trgng hdn nhan trén Hé thong théng
tin gidi quyét thi tuc hanh chinh cdp tinh thong qua két néi véi Co s dir ligu hé
tich dien tur, Co so dir lieu quéc gia vé dan cu. Trueong hop khong tra cieu dwoc
tinh trang hon nhdn do chua co thong tin trong Co so dir liéu ho tich dién tur, Co
s& diF lidu quoc gia vé dan cw, thi co quan dang ky hé tich @é nghi Uy ban nhdn
dan cdp xd noi nguoi yéu cau thuwong tri/noi da dang ky két hén xdc minh, cung
cdp théng tin. Trong thoi han 03 ngay 1am viéc ké tir ngay nhdn diroc yeu cdu xac
minh, Uy ban nhan dan cdp xd noi nhdn dwoc dé nghi xac minh c6 trach nhiém
kiém tra, xac minh va gi#i két qud vé tinh trang hon nhan cia nguoi do.

- Truong hop yéu cau cap Gidy xac nhan tinh trang hon nhan dé su dung
vao muyc dich két hon thi co quan dang ky ho tich chi cap 01 ban cho nguoi
yéu cau.

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

- Trudng hop yéu cau cip Gidy x&c nhan tinh trang hon nhan dé két hon
véi nguoi cing gisi tinh hodc két hén véi ngudi nude ngoai tai Co quan dai dién
nudc ngoai tai Viét Nam thi co quan dang ky ho tich tir chi giai quyét.

- P6i voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp ho so theo hinh
thue truc tiép:

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

+ Nguoi yéu cau ding ky ho tich ¢ thé ndp ban sao chimg thuc tir ban
chinh hoic ban sao dugc cap tir so gbe hodc ban chup kém theo ban chinh gidy to
dé d6i chiéu. Truong hop ngudi yéu cau ndp ban chup kém theo ban chinh gidy
t& thi ngudi tiép nhan c6 trach nhiém kiém tra, d6i chiéu ban chup vé6i ban chinh
va ky xé4c nhan, khong dugc yéu cau ngudi di dang ky ndp ban sao gidy to do.
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+ Nguoi tiép nhan c6 trach nhiém tiép nhan ding, du hd so ding ky ho tich
theo quy dinh cua phap luat ho tich, khong dugc yéu cau ngudi ding ky ho tich
nop thém gidy to' ma phap luat ho tich khong quy dinh phai nop.

Nguoi tiép nhan hd so thuc hién khai thac thong tin trong Co s& dit lidu
qudc gia vé dan cu theo quy dinh phap lut néu ngudi yéu cau dang ky ho tich da
cung cép ho, chit dém, tén; ngay, thang, ndm sinh; s6 dinh danh cG nhan/thé can
cudc cong dan/the can cudc/chitng minh nhan ddan/can cuoc dién tir. Truong hop
cac thong tin can khai thac khong co trong Co sé dir liéu qudc gia vé dan cu thi
dé nghi ngudi yéu cau ké khai day du.

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

+ Ban chup cac gidy to giri kém theo hod so cAp Gidy xac nhan tinh trang
hon nhan truc tuyén phai bao dam rd nét, day du, toan ven vé ndi dung, 1a ban
chup bang may anh, dién thoai hoic duoc chup, duoc quét bang thiét bi dién tir,
tir gidy to duoc cap hop 18, con gia tri sir dung.

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

+ Khi dén co quan dang ky ho tich nhan két qua,ngudi c6 yéu cau cap Giay
xé&c nhan tinh trang hdn nhan xuat trinh gidy to tuy than, nop cac gidy to 1a thanh
phan ho so cap Giay xac nhan tinh trang hon nhan theo quy dinh phap luat ho tich.

- Gidy to do co quan c6 tham quyén clia nudc ngoai cap, cong ching hoic
xac nhan dé st dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phap
hoéa lanh su theo quy dinh ctia phap luat, trir trudong hop duoc mién theo diéu udc
qudc té ma Viét Nam 1a thanh vién.

- Trudng hop ngudi yéu cau cip Gidy xac nhan tinh trang hon nhan khong
cung cap duoc gidy to néu trén theo quy dinh hodc gidy to nop, xuét trinh bi tay
Xx0a, sira chita, lam gia thi co quan ding ky ho tich c6 tham quyén huy bo két qua
xac nhan tinh trang hon nhan.

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

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

S6 lwong ho so: 01 b6

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

Poi twong thuc hién thi tuc hanh chinh: C4 nhan
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Co quan thuc hién thi tuc hanh chinh:

- Uy ban nhan dan cip x4 noi ngudi yéu cau cap Gidy xac nhan tinh trang
hon nhan thuong tru.

- Trudng hop ngudi yéu cau cip Gidy xac nhén tinh trang hén nhan khong
c6 noi thudng tri nhung c6 ding ky tam tra theo quy dinh cua phap luat vé cu tra
thi Uy ban nhan dan cép Xa noi tam tra thuc hién viéc cép Giéy xac nhan tinh
trang hon nhan.

Co quan phdi hop: Co quan quan Iy CSDLQGVDC, Uy ban nhan dan cap
x4 noi thudng tra trude day ctia ngudi yéu cau cap Gidy xac nhan tinh trang hén
nhan (trudng hop ngudi yéu cau di thudng tra ¢ nhiéu noi khac nhau), Uy ban
nhan dan noi dy dinh ding ky két hon trudc day.

Két qua thuc hién thi tuc hanh chinh:

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

- Ban dién tir Giéy xac nhan tinh trang hon nhan (Ban dién tir s€ ty dong
gtri vé Kho quan 1y dir liéu dién ttr cia ca nhan/dia chi thu dién ti/thiét bi sd/dién
thoai clia ngudi yéu cau sau khi da hoan tat thu tuc cap Gidy xac nhan tinh trang
hon nhan tai co quan dang ky ho tich).

Lé phi:

- Muc Ié phi cu thé 1a 10.000 dong/truong hop do Hoi dong nhan dan
tinhquyét dinh.

- Mién phi d6i véi trudong hop nop ho so truc tuyén.

- Mién I phi cho ngudi thude gia dinh ¢ cong véi cach mang; ngudi thuoc
ho nghéo; nguoi khuyét tat.

Mau don, mau to khai:

+ T khai cap Gidy xac nhan tinh trang hén nhan theo mau (néu nop ho so
theo hinh thuc truc tiép hodc gui hd so qua hé thdng buu chinh);

+ Mau dién tir trong taccap Gidy xac nhan tinh trang hén nhan (néu nop hd
so theo hinh thuc truc tuyén).

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

Trudng hop yéu ciu xac nhan tinh trang hon nhan nhim muc dich két hén
thi nguoi yéu cau phai dap Gmg du diéu kién két hon:

- Nam tir d 20 tudi trd 1én, nit tir du 18 tuodi trd 1én;

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

- Khong bi mat nang lyc hanh vi dan su;

- Viéc két hon khong thudc mdt trong cac truong hop cam két hon, gém:

+ Két hon gia tao, ly hon gia tao;

+ T40 hon, cudng ép két hon, lira dbi két hon, can tro két hon;

+ Nguoi dang c6 vo, ¢6 chong ma két hon voi ngudi khac hodc chua c6 vo,
chua c6 chong ma két hon véi ngudi dang ¢ chong, ¢o vo;
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+ Két hon giira nhitng nguoi cing dong mau vé truc hé; giira nhitng ngudi
c6 ho trong pham vi ba doi; gitra cha, me¢ nu6i vo1 con nudi; gitta nguoi da ting
la cha, me nu6i1 voi con nudi, cha chéng voi con diu, me vo voi con 1é, cha dugng
v6i con riéng cua vg, me ké véi con riéng cua chéng.

- Nha nuéce khong thira nhan hon nhan gitra nhitng ngudi cung gidi tinh.

Truong hop yéu ciu cip Gidy xac nhan tinh trang hon nhan dé st dung vao
muc dich khac, khong phai dé dang ky két hon, thi ngudi yéu cau khong phai dap
g diéu kién két hon.

Can cu phap ly:

- Luat Hon nhan va gia dinh nam 2014;

- Luat Ho tich nam 2014;

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

- Nghi dinh sé 87/2020/NB-CP ngay 28/7/2020 caa Chinh pht quy dinh vé
Co s dir liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Nghi dinh s 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu stra doi,
b sung mot sb didu cua céc nghi dinh lién quan dén viéc nop, xuat trinh s6 ho
khau, s6 tam tr gidy khi thuc hién thu tuc hanh chinh, cung cap dich vy cong;

- Nghi dinh s6 07/2025/ND-CP ngay 09/01/2025 ciia Chinh phii sira doi,
bé sung mot s6 diéu ciia cdc Nghi dinh trong linh vuc ho tich, quéc tich, chung
thue;

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

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

- Thong tu s 03/2023/TT-BTP ngay 02/8/2023 ciia Bo truéng Bo Tu phap
stra d6i, bd sung mot sd noi dung caa Thong tu s 01/2022/TT-BTP ngay
04/01/2022 cua Bo truang Bo Tu phap quy dinh chi tiét mot sé diéu va bién phap
thi hanh Nghi dinh sé 87/2020/ND-CP ngay 28/7/2020 cia Chinh phu quy dinh
vé Co so dir liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Thong tu s& 04/2024/TT-BTP ngay 06/6/2024 cua Bo truéng B Tu phép
stra d6i, bo sung mot s6 diéu ciia Thong tu s6 02/2020/TT-BTP ngay 08/4/2020
cua Bo truong Bo Tu phap ban hanh, huéng dan st dung, quan Iy mau sé quéc
tich va mau gidy to vé qudc tich va Thong tu s6 04/2020/TT-BTP ngay 28/5/2020
cua Bo truang Bo Tu phap quy dinh chi tiét thi hanh mot s6 diéu cua Luat Ho tich
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va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ciia Chinh phii quy dinh chi
tiét mot sé didu va bién phap thi hanh Luat Ho tich;

- Théng tu sb 281/2016/TT-BTC ngay 14/11/2016 cta Bo truongBo Tai
chinh quy dinh muac thu, ché d6 thu, nop, quan 1y va st dung phi khai thac, sir
dung thong tin trong co s& dir liéu ho tich, phi xac nhan c6 qudc tich Viét Nam,
phi xac nhan 13 nguoi goc Viét Nam, 1& phi qudc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo truongBo 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;

- Thong tu sé 106/2021/TT-BTC ngay 26/11/2021 cua Bo truong Bo Tai
chinh sta doi, bd sung mot sé diéu cia Thong tu sd 85/2019/TT-BTC ngay
29/11/2019 cua B Tai chinh hudng dan vé phi va 18 phi thuoc tham quyén quyét
dinh caa Hoi d6ng nhan dan tinh, thanh phé tryc thudc Trung wong.

Ghi chu: Phan chit in nghiéng 1a noi dung sira doi, bo sung, thay thé.
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Chu thich:

@) Ghi 13 tén co quan cap gidy XNTTHN.

@ Chi ghi trong trudng hop ngudi ¢6 yéu cau ding ky ho tich chua co/khong cung cip sé dinh
danh ca nhan/can cudc cong dan/thé can cudc/chitng minh nhan dan.

Truong hop phai cung cdp thong tin “Noi cu tra” thi ghi theo noi dang ky thuong trd; néu
khong c6 noi dang ky thuong tru 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 ¢ hién tai.

®) Ghi s6 dinh danh c4 nhan/cin cuéc cdng dan/thé cin cudc (vi du: Can cudc cong dan sé
025188001010 do Cuc Canh sat QLHC vé TTXH cép ngay 20/11/2021). Truong hop khong c6 sd
dinh danh c4 nhan/can cudc cong dan/thé can cudc thi ghi gidy to hop Ié thay thé (hé chiéu, chimg
minh nhéan dan,...).

4Chi ghi trong trudng hop ngudi phai cung cp thong tin chua c6/khong cung cap s dinh danh
ca nhan/cén cugc cong dan/thé can cudc/chirng minh nhan dan.

Truong hop phai cung cap thong tin thi ghi nhu sau:

- Néu chua bao gio két hon thi ghi rd 1a hién tai chua dang ky két hon véi ai.

- Néu dang ¢6 vo/chong thi ghi 16 1a hién tai dang co vo/chong 1a ba/ong... (Gidy chiing nhan két
hon sb..., do... cap ngay... thang... ndm...).

- Neu chung song véi nhau nhu vo Chong trude ngay 03/01/1987 va chua ly hon hoac khéng co
su kién vo (chong) chét hoac bi tuyén bd 1a da chét thi ghi rd 12 hién tai dang c6 vo/chong 1a ba/éng....

- Néu c6 dang ky két hon hodc chung séng véi nhau nhu vo chong trude ngay 03/01/1987, nhung
da ly hon va chua két hon méi thi ghi r6 1a da dang ky két hdn hodc di ¢ vo/chong, nhung da ly hon
theo Ban an/Quyét dinh ly hdn sb... ngdy... thang... nam... cua Toa 4n nhan dan...; hién tai chua ding
ky két hon véi ai.

- Néu c6 dang ky két hon hodc chung séng véi nhau nhu vo chong trude ngay 03/01/1987, nhung
vo/chong da chét va chua két hdn mai thi ghi r6 1a da dang ky két hon hoic da c6 vo/chong, nhung
vo/chong da chét (Gidy chimg tir/Trich luc khai ti/Ban an sé:... do... cip ngay... thang... nam...); hién
tai chua dang ky két hdn véi ai.

- Néu ngudi dang c6 vo/chong yéu cau xéac nhan tinh trang hén nhan trong thoi gian truge khi
ding ky két hoén thi ghi rd 1a trong thoi gian tr ngay...thang....nim....dén
ngdy....thang.....nam....chua dang ky két hon véi ai; hién tai dang co vo/chong 14 ba/ong... (Gidy
chung nhan két hon s6 ..., do ... cap ngay...thang...nam).

- i vai cong dan Viét Nam cu trii & nude ngodi co yéu cau xac nhan tinh trang hdn nhan trong
thoi gian cu tré tai Viét Nam trudce khi xuat canh; ngudi da qua nhiéu noi thudng tra khac nhau dé
nghi x4c nhan tinh trang hén nhan tai noi thuong tra trude day thi khai vé tinh trang hon nhan cua
minh trong thoi gian da thuong tri tai noi d6 (Vi du: Khéng ding ky két hon vei ai trong thoi gian cu
T tal o , tr ngay...... thang ..... nam ......... dén ngay ........ thang ....... nam
........ ).

- Péi voi cong dan Viét Nam dang cu tra & nudc ngoai, co yéu Cau x&c nhan tinh trang hén nhan
trong thoi gian cu trii & nuwdc ngoai, thi khai vé tinh trang hdn nhan ciia minh trong thoi gian cu tri tai
nudc do (Vi du: trong thoi gian cu tri tai CHLB Duc tu ngay ....... thang ..... nam ....... dén ngay ........
thang ....... nam ........ khong ding ky két hon vai ai tai Pai st quan Viét Nam tai CHLB Diic).

®) Ghi rd muc dich sir dung Gidy xac nhan tinh trang hon nhan. Truong hop st dung Gidy xac
nhan tinh trang hon nhan dé két hon, thi phai ghi rd két hon véi ai (ho, chix dém, tén; ngay, thang, nim
sinh; quéc tich; gidy to tiy than; noi cu tr); noi dy dinh dang ky két hon.
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NOI DUNG MAU PIEN TU TUONG TAC YEU CAU
CAP GIAY XAC NHAN TiNH TRANG HON NHAN

I. Thong tin vé ngudi yéu cau cap Gidy xac nhén tinh trang hén nhan
(1) Ho, chir dém, tén;
(2) Sé dinh danh ca nhan;

(3) Gidy to tiy than: Loai gidy to sir dung (CCCD/CMND/H6 chiéu/Gidy to hop
1¢ thay thé); s6, ngay, thang, nim cap, co quan cap; ban chyp dinh kém;

(4) Noi cu trt (noi thuong tra/noi tam tra/noi dang sinh sdng);

(5) Quan hé v&i ngudi duge cap Gidy xac nhan tinh trang hon nhan.

II. Thong tin vé nguwoi dwoge cap Gidy xdc nhan tinh trang hon nhin

(6) Ho, chir dém, tén;

(7) Ngay, thang, nam sinh (tach biét riéng 03 truong thong tin ngay, thang, ndm);
(8) G161 tinh;

(9) Dan tc;

(10) Québc tich;

(11) S6 dinh danh ca nhan;

(12) Gidy to tuy than: Loai gidy to stt dung (CCCD/CMND/H$ chiéu/Giay t& hop
1¢ thay thé); sb, ngay, thang, nim cap, co quan cap; ban chyp dinh kém;

(13) Noi cu tra (noi thudng tri/noi tam tri);

(14) Tinh trang hon nhan;

(15) Muc dich str dung Gidy XNTTHN: Ghi 16 muc dich sir dung Gidy xac nhan
tinh trang hon nhan. Truong hop st dung Gidy x4c nhan tinh trang hon nhan dé
két hon, thi phai ghi 10 két hon véi ai (ho, chir dém, tén; ngay, thang, ndm sinh;
qudc tich; gidy to tiy than); noi du dinh ding ky két hon.

(16) Phuong thtrc nhan két qua:

o Truc tiép

0 Truc tuyén (ban dién tir s& duoc gui vé Kho quan 1y dir liéu cta ca nhan/dia chi
thu dién t/thiét bi sé/dién thoai ctia ngudi yéu cau)

0 Buu chinh (cung cap dia chi noi nhan).

(17) Ho so dinh kém theo quy dinh.
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* Nguoi yéu cau cam doan cac thong tin cung cip 1a dung su that va chiu hoan
toan trach nhiém trudc phap luit vé ndi dung cam doan ctia minh.

* Truong hop cac thong tin vé gidy to chimg minh noi cu tra da dugc khai thac
tr CSDLQGVDC, dugc h¢ thong dién ty dong thi khong phai xuét trinh (theo
hinh thuc truc tiép) hodc tai 1én (theo hinh thirc truc tuyén).

* Mau dién tir tuong tac ghi nhan thdi gian (gio, phut, gidy, ngay, thang, nim hoan
tat viéc cung cap thong tin); ngudi yéu cau trude d6 di dang nhap vao hé thong
thong qua viéc xac thuc dién tur theo quy dinh.
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13. Thua tuc dang Ky lai khai sinh

Trinh tw thuc hién:

- Néu Iwa chon hinh thirc nép hé so truc tiép, ngudi c6 yéu cau ding ky lai
khai sinh nop hd so dang ky lai khai sinh tai B phan mét cira cia UBND cép Xa
c6 tham quyén; nop 1é phi néu thudc truong hop phai nop 16 phi dang ky lai khai
sinh; nop phi cap ban sao Giay khai sinh néu c6 y&u cau cip ban sao Gidy khai
sinh.

- Néu lya chon hinh thac nop hd so truc tuyén, nguoi ¢6 yéu cau dang ky
lai khai sinh truy cap Céng dich vu céng qudc gia hodc Cong dich vu cdng cap
tinh, dang ky tai khoan (néu chua c6 tai khoan), Xac thuc ngudi dung theo hudng
dan, dang nhap vao hé théng, xac dinh diing Uy ban nhan dan cap x& c6 tham
quyén.

Nguoi c6 yéu cau ding ky lai khai sinh truc tuyén cung cap théng tin theo
mau ho tich dién tir twong tac dang ky lai khai sinh (cung cip trén Céng dich vu
cong), dinh kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh;
nop phi, 1& phi thdng qua chirc nang thanh toan tryc tuyén hoic bang cach thuc
khac theo quy dinh phap luat, hoan tat viéc nop hd so.

- Can bo tiép nhan ho so tai B6 phan mot cira ¢d trach nhiém kiém tra tinh
chinh x4c, day du, théng nhat, hop I cia hd so.

(i) Truong hop hé so day du, hop 18 thi tiép nhan hd so, co Phiéu hen, tra
két qua cho ngudi c6 yéu cau (néu nguoi c6 yéu cau lya chon hinh thic nop ho so
truc tiép) hodc gui ngay Phiéu hen, tra két qua qua thu dién tir hoac giri tin nhan
hen tra két qua qua dién thoai di dong cho ngudi c6 yéu cau (néu nguoi ¢ yéu
cau lya chon hinh thiac nop ho so truc tuyén), dong thoi chuyén ho so dé cong
chuc lam cong tac ho tich xu ly.

Sau khi tiép nhan hé so theo hinh thuc ndp truc tiép, can bo tiép nhan hd
so tai Bo phan mét ctra thuc hién sé hoa (sao chup, chuyén thanh tai liéu dién ta
trén hé thong thong tin, co so dit liéu) va ky sb vao tai liéu, hd so giai quyét thu
tuc hanh chinh da duoc s hoa theo quy dinh.

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

(iii) Néu ngudi c6 yéu cau diang ky lai khai sinh khéng bé sung, hoan thién
duoc hd so thi béo cdo Truéng bo phan tiép nhan hd so c6 van ban tir chdi giai
quyét yéu cau dang ky lai khai sinh.

- COng chire tu phép - ho tich tham tra hd so (tham tra tinh thdng nht, hop
1& cua céc thong tin trong ho so, gidy to, tai liéu do ngudi yéu cau nop, Xuat trinh
hoac dinh kém).
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+ Truong hop hd so can bd sung, hoan thién hodc khong du diéu kién giai
quyét, phai tir chi thi guri thong bao vé tinh trang ho so téi Bé phan mot cira dé
thong bao cho ngudi nop hd so — thuc hién lai bude (i) hoac (iii);

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

Truong hop viéc dang ky lai khai sinh duoc thuc hién tai Uy ban nhan dan
cap x& khong phai noi dang ky khai sinh trudc day thi cong chirc tu phéap - ho tich
bao c4o Chu tich Uy ban nhan dan cap xi c6 van ban dé nghi Uy ban nhan dan
cap xa noi dang ky khai sinh truéc day kiém tra, xac minh vé viéc luu gitt s6 ho
tich.

Sau khi nhan dugc van ban dé nghi, Uy ban nhan dan noi da dang ky khai
sinh trudc day tién hanh kiém tra, x4c minh va tra loi bang van ban vé viéc con
lwru gitr hodc khéng luu gitr dugc s6 ho tich.

Truong hop gidy to ciia nguoi yéu cau dang ky lai khai sinh khéng co thong
tin chtitng minh quan hé cha, me, con thi co quan diang ky ho tich ¢6 vin ban dé
nghi co quan cong an c6 tham quyén xac minh. Truong hop co quan cong an tra
161 khong c6 thong tin thi co quan ding ky ho tich cho ngudi yéu cau dang ky lai
khai sinh lap van ban cam doan vé théng tin caa cha, me va xac dinh noi dung
khai sinh theo van ban cam doan.

Sau khi nhan duoc két qua xac minh vé viéc khong con luu gitt duoc S6 ho
tich tai noi da dang ky khai sinh hoc sau thoi han 20 ngay ké tir ngay giri van ban
y&u cau xac minh ma khong nhan duoc van ban tra loi, néu thay viéc ding ky lai
khai sinh chinh x4c, diing quy dinh phép luat, ho so day du, hop 18, dung quy dinh,
truong hop tiép nhan ho so dang ky lai khai sinh theo hinh thuc truc tiép, thi cong
chtee tu phép - ho tich thuc hién viéc ghi vao S6 dang ky khai sinh, cap nhat thdng
tin ddng ky lai khai sinh trén Phan mém ding ky, quan ly ho tich dién ta ding
chung.

Truong hop tiép nhan ho so dang ky lai khai sinh theo hinh thic truc tuyén,
cdng chirc tu phap - ho tich gui lai biéu mau Giay khai sinh dién tir véi thong tin
day du cho ngudi yéu cau qua thu dién tir hoic thiét bi sd.

Nguoi yéu cau co trach nhiém kiém tra tinh chinh xac, day du ciia cac thong
tin trén biéu mau Gidy khai sinh dién tir va xac nhan (t6i da mot ngay).

Néu ngudi c6 yéu cau xac nhan thong tin da thong nhat, day da hoic khdng
c6 phan héi sau thai han yéu cau thi céng chire tu phap - ho tichthuc hién viéc ghi
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noi dung vao So dang ky khai sinh, cap nhat thong tin dang ky lai khai sinh trén
Phan mém dang ky, quan ly ho tich dién tir ding chung.

- Cong chure tu phap - ho tich in Giy khai sinh, trinh Lanh dao UBND ky,
chuyén t&i Bo phan mot ctra dé tra két qua cho nguoi ¢6 yéu cau.

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

Céch thic thuc hién:

Nguoi co yéu cau dang ky lai khai sinh truc tiép thuc hién hodc iy quyén
cho ngudi khac thuc hién viéc dang ky lai khai sinh tai B phan mdt ctra cta
UBND cép xa hodc gtri hd so qua hé thong buu chinh hodc ndp hd so truc tuyén
trén Cong dich vu cong qubc gia (https://dichvucong.gov.vn) hodc Cong dich vu
cong cap tinh (https://dichvucong.---.gov.vn).

Thanh phan hé so

- To khai diing ky lai khai sinh theo mau, trong d6 ¢6 cam doan ctia nguoi
y&u cau veé viéc da ndp du cac gidy to hién co (néu ngudi c6 yéu cau lya chon nop
hd so theo hinh thuc tryc tiép hoac giri hd so qua hé thong buu chinh);

- Mau ho tich dién tir twong tac ding ky lai khai sinh, trong d6 c6 cam doan
cac théng tin cung cap 1a dung su that, khdng con ban chinh Giay khai sinh, da
nop di cac giay to hién co va chiu hoan toan trach nhiém trudc phap luat vé noi
dung cam doan ciia minh (do nguoi yéu cau cung cap thong tin theo hudng dan
trén Cong dich vy cong néu ngudi c6 yéu cau lua chon nop ho so theo hinh thirc
truc tuyén).

- Nguoi ¢d yéu cau ding Ky lai khai sinh thyc hién viéc ndp/xuét trinh (theo
hinh thire truc tiép) hoic tai Ién (theo hinh thire truc tuyén) cac gidy to sau:

* Giay to phai nop:

- Ban sao toan bo ho so, gidy td cliia ngudi yéu cau hodc ho so, gidy to, tai
liéu khac trong d6 c6 thong tin lién quan dén ndi dung khai sinh, gom:

+ Ban sao Giay khai sinh do co quan ¢6 tham quyén cta Viét Nam cap hop
1& (ban sao dugc ching thyc tir ban chinh, ban sao dugc cap tir S6 dang ky khai
sinh); Ban chinh hodc ban sao gidy td c¢6 gia tri thay thé Gidy khai sinh duoc cap
trude nam 1945 & mién Bic va trude ndm 1975 & mién Nam.,

+ Trudng hop nguoi yéu cau khong ¢ gidy to néu trén thi phai ndp ban sao

gidy to do co quan, to chirc co tham quyén ciia Viét Nam cap hop 1¢ nhu: Gidy
ching minh nhan déan, Thé cin cudc cong dan hodc Ho chiéu; gidy to chimg minh
vé noi cu tra; Bang tot nghiép, Gidy chting nhan, Chung 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,
chir dém, tén, ngay, thang, nam sinh ctia ca nhan.
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Ngudi yéu cau dang ky khai sinh ¢ trach nhiém ndp diy du ban sao cac
gidy to néu trén (néu c6) va phai cam doan da ndp du cac gidy to minh co; chiu
trach nhi€ém, hé qua cua viéc cam doan khong dung su that.

- Truong hop ngudi yéu cau dang ky lai khai sinh 13 can bg, cong chirc, vién
chure, ngudi dang cong tac trong luc luwong vii trang thi phai ¢6 van ban xac nhan cua
Thi trudng co quan, don vi vé viée nhitng ndi dung khai sinh ctia nguoi d6 gdm ho,
chit dém, tén; gidi tinh; ngay, thang, ndm sinh; dan toc; quéc tich; qué quan; quan hé
cha - con, me - con phit hop véi hd so do co quan, don vi dang quan 1y.

- Vin ban ty quyén theo quy dinh ctia phéap luat trong truong hop ty quyén
thue hién viée dang ky lai khai sinh. Truong hop ngudi duoc ty quyén 1a dng, ba,
cha, me, con, vo, chéng, anh, chi, em rudt cia nguoi uy quyén thi van ban uy
quyén khong phai chtng thuc.

* Gidy to phai xuat trinh:

- H{ chiéu/Chitng minh nhdn dan/Thé can cude cong dan/Thé can
cwée/Can cude dién ti/Gidy chieng nhdn can cuéchodc cac gidy to khac c6 dan
anh va thong tin ¢4 nhan do co quan c6 thidm quyén cép, con gié tri st dung dé
ching minh vé nhan than ctia ngudi c6 yéu cau ding ky lai khai sinh. Truong hop
cac thong tin ca nhan trong cac gidy to nay di cé trong CSDLQGVDC,
CSDLHTDT, duoc hé thong dién tu dong thi khong phai tai 1én (theo hinh thuc
truc tuyén);

- Giay to ¢0 gia tri chung minh thong tin vé cu tra trong trudng hop co quan
dang ky ho tich khong thé khai thac dugc thong tin vé noi cu tra cia cong dan
theo cac phuong thirc quy dinh tai khoan 2 Piéu 14 Nghi dinh s6 104/2022/ND-
CP ngay 21/12/2022 cta Chinh pha. Truong hop céc thong tin vé gidy to ching
minh noi cu tra da dugc khai thac tir Co sé dir lidu qudc gia vé dan cu bang cac
phuong thirc nay thi nguoi c6 yéu cau khong phai xuat trinh (theo hinh thuc truc
tiép) hoac tai 1én (theo hinh thirc truc tuyén).

Truong hop giri hd so qua hé théng buu chinh thi phai giri kém theo ban
sao O chung thuc cac giay to phai xuét trinh néu trén.

*Luuy

- D6i véi gidy to ndp, xudt trinh néu ngudi yéu cau ndp hd so theo hinh
thire truc tiép:

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

+ Nguoi yéu cau ding ky ho tich c6 thé ndp ban sao chimg thuc tir ban
chinh hodc ban sao dugc cap tir sd gbe hodc ban chup kém theo ban chinh gidy td
dé d6i chiéu. Truong hop ngudi yéu cau ndp ban chup kém theo ban chinh gidy
to thi nguoi tiép nhan c6 trach nhiém kiém tra, ddi chiéu ban chup véi ban chinh
va ky xac nhan, khong duoc yéu cau ngudi di ding ky ndp ban sao gidy to do.
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+ Nguoi tiép nhan c6 trach nhiém tiép nhan ding, du hd so ding ky ho tich
theo quy dinh cua phap luat ho tich, khong dugc yéu cau ngudi ding ky ho tich
nop thém gidy to' ma phap luat ho tich khong quy dinh phai nop.

Nguoi tiép nhan hd so thuc hién khai thac thong tin trong Co s& dit lidu
qudc gia vé dan cu theo quy dinh phap lut néu ngudi yéu cau dang ky ho tich da
cung cép ho, chit dém, tén; ngay, thang, ndm sinh; s6 dinh danh cG nhan/thé can
cudc cong dan/the can cudc/chitng minh nhan ddan/can cuoc dién tir. Truong hop
cac thong tin can khai thac khong co trong Co sé dir liéu qudc gia vé dan cu thi
dé nghi ngudi yéu cau ké khai day du.

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

+ Ban chup cac gidy to giri kém theo hd so ding ky lai khai sinh truc tuyén
phai bao dam 1o nét, dﬁy du, toan ven vé noi dung, 1a ban chyp béng may anh,
dién thoai hodc duoc chup, dugc quét béng thiét bj dién tur, tur giéy to duoc cép
hop I¢, con gia tri st dung.

+ Truong hop gidy to, tai liéu phai gui kém trong hd so dang ky lai khai
sinh truc tuyén da co ban sao dién tr hodc da c6 ban dién tir gidy to ho tich thi
ngudi yéu cau duge sir dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Giay khai sinh/ban sao
Giay khai sinh),ngudi c6 yéu cau ding kylai khai sinh phai xuat trinh giy to tuy
than, nop céac gidy to 1a thanh phan ho so dang ky lai khai sinh theo quy dinh phép
luat ho tich.

- Gidy to do co quan c6 tham quyén clia nudc ngoai cap, cong ching hoic
x4c nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phap
hoéa lanh su theo quy dinh ctia phap luat, trir trudong hop duoc mién theo diéu udc
qudc té ma Viét Nam 1a thanh vién.

- Trudng hop ngudi co yéu cau dang ky lai khai sinh khong cung cap duoc
gidy to néu trén theo quy dinh hodc gidy td ndp, xuat trinh bi ty xoa, sira chira,
lam gia thi co quan ding ky ho tich c¢6 thim quyén huy bo két qua dang ky lai
khai sinh.

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

Co quan ding ky ho tich tir chdi giai quyét hodc dé nghi co quan c6 thdm
quyén hity bo két qua ding ky ho tich, néu ¢ co so xac dinh ndi dung cam doan
khong dung su that.

S6 lwgng hd so: 01 bg

Thai han giai quyét: 05 ngay 1am viéc. Truong hop phai co van ban xac

minh thi thoi han giai quyét khdng qua 25 ngay.
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Poi twong thuc hién thi tuc hanh chinh: Ca nhan

Co quan thuc hién thia tuc hanh chinh: Uy ban nhan dan cp x3 noi da
dang ky khai sinh trudc day hoac Uy ban nhan dan cap x3 noi ngudi yéu cau ding
ky lai khai sinh thuong tri.

Co quan phéi hop: Co quan quan Iy CSDLQGVDC; Uy ban nhan dan cap
x3 noi ngudi yéu cau ding ky lai khai sinh da ding ky khai sinh trudce day trong
truong hop thuc hién ding ky lai khai sinh tai Uy ban nhan dan cap xa noi thuong
trd; Co quan cong an c6 thim quyeén.

Két qua thuc hién thi tuc hanh chinh:

- Gidy khai sinh (ban chinh); ban sao Gidy khai sinh (truong hop y&u cau
cap ban sao Gidy khai sinh).

- Ban dién tir Gidy khai sinh (Ban dién tir s& tu dong giri vé Kho quan 1y dit
lidu ctia c4 nhan/dia chi thu dién tir/thiét bi s6/dién thoai ctia nguoi yéu cu sau
khi d3 hoan tat thu tuc dang ky lai khai sinh tai co quan dang ky ho tich).

Phi, 1€ phi:

- Mc 1é phi cu thé 1a 5.000 dong/ truong hop do Hoi dong nhan dan tinh,
quyét dinh.

- Mién phi d6i véi truong hop nop hd so truc tuyén.

- Mién 18 phi cho nguoi thudc gia dinh c6 cong véi cach mang; nguoi thuoc
ho nghéo; nguoi khuyét tat,

- Phi cap ban sao Giay khai sinh (néu c6 yéu cau) thuc hién theo quy dinh
tai Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh.

Mau don, mau to khai:

+ To khai dang ky lai khai sinh (néu nop ho so theo hinh thirc tryuc tiép hoic
guri ho so qua hé thong buu chinh);

+ Mau ho tich dién tr twong tac dang ky lai khai sinh (néu nop hé so theo
hinh thuec truc tuyén).

Yéu cau, diéu kién thye hién thii tuc hanh chinh:

- Viéc khai sinh d duoc dang ky tai co quan c¢6 tham quyén cua Viét Nam
trudc ngay 01/01/2016 nhung SO diang ky khai sinh va ban chinh Gidy khai sinh
déu bi mat.

- Nguoi c6 yéu cau con séng vao thoi diém tiép nhan ho so.

Can cw phap ly:

- Luat Ho tich nam 2014;

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

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ctia Chinh phu quy dinh vé
Co sé dit liéu 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 ciia Chinh phi sira déi,
b sung mot s didu cua céc nghi dinh lién quan dén viéc nop, xuat trinh s6 ho
khau, s tam trd gidy khi thuc hién thu tuc hanh chinh, cung cép dich vu cong:

- Nghi dinh s6 07/2025/NP-CP ngay 09/01/2025 ciia Chinh phit sita doi, bo
sung mot s6 diéu ciia cdc Nghi dinh trong linh viee ho tich, quéc tich, chung thuc,

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

- Thong tu s6 03/2023/TT-BTP ngay 02/8/2023 cta Bo truang B Tu phap
stra d6i, bd sung mot sd noi dung caa Thong tu s 01/2022/TT-BTP ngay
04/01/2022 cua Bo truong Bo Tu phap quy dinh chi tiét mot sé diéu va bién phap
thi hanh Nghi dinh sé 87/2020/ND-CP ngay 28/7/2020 cta Chinh phu quy dinh
vé Co sé dit liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Thong tu s6 04/2024/TT-BTP ngay 06/6/2024 ciia Bo truéng Bo Tu phap
stra d6i, bo sung mot s6 diéu ciia Thong tu s6 02/2020/TT-BTP ngay 08/4/2020
cua Bo truong Bo Tu phap ban hanh, huéng dan st dung, quan Iy mau sé quéc
tich va mau giay to vé qudc tich va Thong tu s6 04/2020/TT-BTP ngay 28/5/2020
cua Bo truang Bo Tu phap quy dinh chi tiét thi hanh mot sé diéu cua Luat Ho tich
va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ciia Chinh phii quy dinh chi
tiét mot sé diéu va bién phap thi hanh Luat Ho tich;

- Thong tu sb 09/2022/TT-BTP ngay 30/12/2022 ciia Bo truéng Bo Tu
phap bai bo mot sé ndi dung tai cac Thong tu trong linh vuc tro gitp phéap Iy, ho
tich do Bo truong Bo Tu phap ban hanh;

- Thong tu sb 281/2016/TT-BTC ngay 14/11/2016 cua Bo truongBo Tai
chinh quy dinh muac thu, ché d6 thu, nop, quan 1y va sir dung phi khai thac, sir
dung thong tin trong co sd dit liéu ho tich, phi xac nhan ¢ quéc tich Viét Nam,
phi xac nhan 1a nguoi goc Viét Nam, 1& phi qudc tich;

- Théng tu sé 85/2019/TT-BTC ngay 29/11/2019 cua Bo trusngBo Tai
chinh hudng dan vé phi va Ié phi thudc tham quyén quyét dinh cua Hoi dong nhan
dan tinh, thanh phé truc thudc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua B¢ truéng Bo Tai
chinh stra doi, bd sung mot sé diéu cia Thong tu sd 85/2019/TT-BTC ngay
29/11/2019 ctuia Bd Tai chinh hudéng dan vé phi va 1é phi thuoc tham quyén quyét
dinh caa Hoi d6ng nhan dan tinh, thanh phé tryc thuéc Trung wong.

Ghi chd: Phan chir in nghiéng 12 noi dung stra doi, bo sung, thay thé.
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CONG HOA XA HQOI CHU NGHIA VIET NAM
Pgc l1ap - Tw do - Hanh phuc

TO KHAI PANG KY LAl KHAI SINH
KINN QI D ot

Ho, Chit dém, tn NGUOT YBU CAU .........coveeeieeeeeeeeeeeeeeee e
Ny, thang, NAM SINN: ....civiiiiicccc e be et sbeeraeeesreaneas
NOT CU T @) ettt bbbt et bbb b e s s

Quan hé vai ngudi GuoC KNai SINN: L.
Pé nghico quan ding ky lai khai sinh cho ngwoi ¢é tén duéi day:

o o T o 11 s (] 1A (=T o USSR
Ngay, thang, ndm sinh: .........cccoocviiiiniieiieee ghi bang Chi: ..o,

(@ 110 U Uy PSSP
Ho, Chit d€m, t&n MO MIE: ...c..oiiiiiiiiiiiite et
Nam sinh: © .o, Dan toc: @, QUABC tICh: @

GIAY T TUY thAN: Bttt
Ho, Chir dém, ten nguwoi Cha: .........c.cooviiiiii e
Nam sinh: © ..o, Dantoc: @................. QUAC tiCh: @ o

GIAY 0 Y tAN: Bttt
Da diang ky khai sinh tai: © ...,
Gidy khai sinh s6: M. ,quyensé ... ngay .../ ... TR
T6i cam doan nhitng noi dung khai trén day 1a dung sy that va da ndp du céc gidy to hién cé.
T6i chiu trach nhiém trudc phap luat vé viéc cam doan ctia minh.

Ngudi yéu cau
(Ky, ghi rd ho, chir @ém, tén)
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Dénghicipbinsao® 06 L Knong L e
S6 lugng:....... ban

Chd thich:

(DGhi rd tén co quan ding ky lai khai sinh

@ Chi ghi trong truong hop ngudi ¢6 yéu cau ding ky ho tich chua co/khong cung cap
sb dinh danh c4 nhan/cin cude cong dan/thé can cudc/chirng minh nhan dan; khéng cung cap
day du thong tin ngdy, thang, nim sinh.

~ Truong hop phai cung cap thong tin “Noi cu tra” thi ghi theo noi ding ky thuong tru;
néu khong c6 noi dang ky thuong tra thi ghi theo noi dang ky tam trt; truong hop khdng cé
noi dang ky thuong tru va noi dang ky tam tra thi ghi theo noi ¢ hién tai.

- Ochi s6 dinh danh c4 nhan/cin cudc cong dan/thé can cude (vi du: Can cude cong dan
50 025188001010 do Cyc Canh sat QLHC ve TTXH cap ngay 20/11/2021). Truong hop khdng
€0 so dinh danh c4 nhan/can cudc cong dan/the can cude thi ghi gidy to hop I¢ thay the (ho
chiéu, chang minh nhan dan,...).

@Truong hop sinh tai co so'y té thi ghi 1 tén cosoy té va dia chi co sd y té do; truong
hop sinh ra ngoai co s¢'y te thi ghi dia danh cua 03 cap hanh chinh (xa, huyén, tinh) noi sinh
ra; trrong hop khong rd noi sinh day du thi chi ghi dia danh hanh chinh cap tinh.

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

) Ghi tén co quan da dang ky khai sinh trudc day.

() Chi khai trong truong hop biét rd.

® Pé nghi danh diu X vao 6néu cd yéu cau cap ban sao va ghi rd sé lugng.
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NOI DUNG MAU HO TICH PIEN TU TUONG TAC
PANG KY LAI KHAI SINH

I. Thong tin vé ngudi yéu cau ding ky lai khai sinh
(1) Ho, chir dém, tén;
(2) Sé dinh danh ca nhan;

(3) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H$ chiéu/Gidy t& hop
1¢ thay thé); sb, ngay, thang, nim cp, co quan cap; ban chup dinh kém;

(4) Noi cu trt (noi thuong tra/noi tam tra/noi dang sinh sdng);
(5) Quan h¢ vo1 nguoi dugce khai sinh.

II. Thong tin vé nguoi dwoc ding ky lai khai sinh

(6) Ho, chir dém, tén;

(7) Ngay, thang, nam sinh (tdch biét riéng 03 truong thong tin: ngay, thang, ndm;
hé thong tu dong chuyén nodi dung tir sé sang ghi bang chir);

(8) G161 tinh;
(9) Dan tdc;
(10) Qudc tich;

(11) Noi sinh (gdm cac truong théng tin riéng theo dja danh hanh chinh: sé nha;
duong phé; thén/té/bén/ép; xa, phuong, thi tran; quan, huyén, thi xa, thanh phé
thudc tinh, thanh phé thudc thanh phé truc thudc Trung wong; tinh, thanh phé truc
thugc Trung wong);

(12) Qué quan;
(13) S6 dinh danh c4 nhan;

(14) Giay to tuy than: Loai gidy to st dung (CCCD/CMND/Hb chiéu/Gidy to hop
1¢ thay thé); sb, ngay, thang, nim cap, co quan cap; ban chyp dinh kém.

II1. Théong tin vé ngwdi me clia ngudi dwge ding ky lai khai sinh

(15) Ho, chir dém, tén;

(16) Ngay, thang, nam sinh (tdch bi¢t riéng 03 truong thong tin: ngay, thang,
nam);

(17) Dan toc;
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(18) Qudc tich;
(19) S6 dinh danh c4 nhén;

(20) Gidy to tuy than: Loai gidy to str dung (CCCD/CMND/H$ chiéu/Giay t& hop
1¢ thay thé); sb, ngay, thang, nim cp, co quan cap; ban chup dinh kém;

(21) Noi cu trt (noi thuong tra/noi tam tra/noi dang sinh sdng).

IV. Théng tin vé ngudi cha ciia ngwoi dwge diang ky lai khai sinh

(22) Ho, chir dém, tén;

(23) Ngay, thang, nam sinh (tach biét riéng 3 trudong thong tin ngay, thang, ndm);
(24) Dan toc;

(25) Qudc tich;

(26) Sb dinh danh c4 nhan;

(27) Giay to tuy than: Loai gidy to st dung (CCCD/CMND/Hb chiéu/Gidy to hop
1¢ thay thé); sb, ngay, thang, nim cap, co quan cap; ban chyp dinh kém;

(28) Noi cu trt (noi thuong tri/noi tam tri/noi dang sinh song).
V. Théng tin vé viéc ding Ky khai sinh truée diy

(29) Co quan dang ky khai sinh truéc day;

(30) Gidy khai sinh (s0, quyén s6, ngay, thang, nam dang ky);
(31) Pé nghi cap ban sao:

o Co

S6 lwong ban sao yéu cau: ...

0 Khong

(32) Ho so dinh kém theo quy dinh.

* Ngudi yéu cau cam doan cac thong tin cung cap 1a dung sy that, khong con ban
chinh Giéy khai sinh, da nop du cac giéy to hién co6 va chiu hoan toan trach nhiém
trude phap luat vé ndi dung cam doan ctia minh.

* Truong hop cac thong tin vé gidy to chimg minh noi cu trii d3 dugc khai thac
tir CSDLQGVDC, duoc hé thdng dién ty dong thi khong phai xuat trinh (theo
hinh thtrc truc tiép) hodc tai 1én (theo hinh thtc truc tuyén).
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* Mau dién tr twong tac ghi nhan thoi gian (gio, phut, gidy, ngdy, thang, nim)
hoan tat viéc cung cap thong tin; ngudi yéu cau trude d6 di dang nhip vao hé
théng, thuc hién xac thuc dién tr theo quy dinh.

Nguoi yéu ciu ding ky lai khai sinh nhan Gidy khai sinh (ban chinh) tryc tiép tai
Co quan dang ky ho tich.

Ban dién tu s€ tu dong gtri vé Kho quan 1y dir li€u cua c4 nhan/dia chi thu dién
tir/thiét bi sd/dién thoai ctia ngudi yéu cau sau khi da hoan tat thu tuc dang ky lai
khai sinh tai co quan dang ky hg tich.
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14. Thi tuc déing ky khai sinh cho ngwoi da c6 hd so, gidy té ca nhan

Trinh tw thyc hién:

- Néu lya chon hinh thtic nop hd so truc tiép, nguoi c6 yéu cau dang ky
khai sinh nop hé so ding ky khai sinh tai Bo phan mot cira cua UBND cép xa co
tham quyén; nop 1& phi néu thudc truong hop phai nop 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 thic nop ho so truc tuyén, nguoi ¢6 yéu cau dang ky
khai sinh truy cap Cong dich vu céng quéc gia hoic Cong dich vu cong cip tinh,
dang ky tai khoan (néu chua c6 tai khoan), xac thuc ngudi ding theo hudng dan,
dang nhap vao hé thong, xac dinh ding Uy ban nhan dan cap xa c6 tham quyén.

Nguoi c6 yéu cau dang ky khai sinh truc tuyén cung cap thong tin theo biéu
mau ho tich dién ttr twong tac dang ky khai sinh (cung cip trén Cong dich vu
cong), dinh kém ban chup hoic ban sao dién tir cac giay to, tai liéu theo quy dinh;
nop phi, 1& phi thdng qua chirc nang thanh toan tryc tuyén hoic bang cach thic
khac theo quy dinh phap luat, hoan tat viéc nop hd so.

- Can bo tiép nhan ho so tai B6 phan mot cira ¢d trach nhiém kiém tra tinh
chinh x4c, day du, théng nhat, hop Ié cia hd so.

(i) Truong hop hé so day du, hop 18 thi tiép nhan hd so, co Phiéu hen, tra
két qua cho ngudi c6 yéu cau (néu nguoi c6 yéu cau lya chon hinh thic nop ho so
truc tiép) hoac gui ngay Phiéu hen, tra két qua qua thu dién tir hoac giri tin nhan
hen tra két qua qua dién thoai di dong cho ngudi c6 yéu cau (néu nguoi ¢ yéu
cau lya chon hinh thic nop hd so truc tuyén), dong thoi chuyén hod so dé cong
churc lam cbng tac ho tich xu ly.

Sau khi tiép nhan ho so theo hinh thuc nop truc tiép, can bo tiép nhan ho
so tai Bo phan mot ctra thuc hién sé hoa (sao chup, chuyén thanh tai liéu dién ta
trén hé thong thong tin, co so dit liéu) va ky sb vao tai liéu, ho so giai quyét thu
tuc hanh chinh da duoc s hoa theo quy dinh.

(i) Truong hop hé so chua day da, hop 1é thi ¢6 thong bao cho ngudi yéu
cau bo sung, hoan thién hd so, néu rd loai gidy to, ndi dung can bo sung dé nguoi
c6 yéu cau bd sung, hoan thién. Sau khi hd so duge bd sung, thuc hién lai budc
(i); ‘ 7

(ii1) Truong hop nguoi cO yéu cau dang ky khai sinh khong bo sung, hoan
thién dugc ho so thi bao cao Trudng bo phan mot cra c6 théng bao tir chdi giai
quyét yéu cau dang ky khai sinh.

- COng chire tu phép - ho tich tham tra hd so (tham tra tinh thong nhat, hop
1& cua céc thdng tin trong hd so, gidy to, tai liéu do ngudi yéu cau nop, Xuat trinh
hoac dinh kém).
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+ Truong hop hd so can bd sung, hoan thién hodc khong du diéu kién giai
quyét, phai tir chi thi guri thdng bao vé tinh trang hd so ti Bo phan tiép nhan hd
so dé thong bao cho nguoi ndp hd so — thuc hién lai budc (ii) hoic (iii);

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

Truong hop gidy to ctia nguoi yéu cau diang ky khai sinh khong c6 thong
tin chitng minh quan hé cha, me, con thi co quan diang ky ho tich ¢6 vin ban dé
nghi co quan cong an c6 tham quyén xac minh. Truong hop co quan cong an tra
161 khong c6 thong tin thi co quan ding ky ho tich cho ngudi yéu cau ding ky khai
sinh 1ap van ban cam doan vé thong tin cua cha, me va xac dinh noi dung khai
sinh theo van ban cam doan.

+ Sau khi nhan dugc két qua xac minh hozc sau thoi han 20 ngay ke tir ngay
guri van ban yéu cau xac minh ma khéng nhan duogc van ban tra 10i, néu thay ho
so day du, hop 18, dung quy dinh, trudng hop tiép nhan ho so ding ky khai sinh
theo hinh thuc truc tiép, thi cdng chire tu phap - ho tich thuc hién viéc ghi vao So6
dang ky khai sinh, cap nhat thong tin dang ky khai sinh trén Phan mém dang ky,
quan ly ho tich dién tir dung chung.

Trudng hop tiép nhan ho so dang ky khai sinh theo hinh thuc tryc tuyén,
cong chire tu phap - h¢ tich gui lai bi€u mau Giay khai sinh dién tw vei thong tin
day du cho nguoi yéu cau qua thu dién tir hoac thiét bi so.

Ngudi yéu cau c6 tréach nhiém kiém tra tinh chinh xac, dy di cua cac thong
tin trén biéu mau Giay khai sinh dién tir va xac nhan (toi da mét ngay).

Néu nguoi ¢ yéu cau xac nhan thong tin da thong nhat, day di hogic khong
co phan hoi sau thoi han yéu cau thi cdng chie tu phap - ho tichthyc hién viéc ghi
ndi dung vao So dang ky khai sinh, cap nhat thong tin dang ky khai sinh trén Phan
mém dang ky, quan ly ho tich dién t&r dung chung.

- Cong chtre tu phép - hd tich in Gidy khai sinh, trinh Lanh dao UBND ky,
chuyén tai Bo phan mot cra dé tra két qua cho nguoi ¢o yéu cau.

- Nguoi c6 yéu cau dang ky khai sinh kiém tra thong tin trén Giay khai sinh,
trong So dang ky khai sinh va ky tén vao So6 dang ky khai sinh, nhan Giay khai sinh.

Cach thwrc thuc hién:

Nguoi ¢o yéu cau dang ky khai sinh truc tiép thuc hién hoic ty quyén cho
nguoi khac thuc hién ndp ho so truc tiép tai B0 phan mot ctra cia UBND cép xa
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hodc giri hd so qua hé théng buu chinh hodc ndp ho so truc tuyén trén Cong dich
vu cong qudc gia (https://dichvucong.gov.vn) hodc Cong dich vu cong cép tinh
(https://dichvucong.---.gov.vn).

Thanh phan hd so:

- To khai dang ky khai sinh theo mau (néu ngudi ¢ yéu cau lya chon nop
hd so theo hinh thuc tryc tuyén hozc giri hd so qua hé théng buu chinh);

- MAu ho tich dién tir twong tac ding ky khai sinh (do ngudi yéu cau cung
cap thong tin theo hudng dan trén Cong dich vu cong néu nguoi ¢ yéu cau lya
chon nop hd so theo hinh thire truc tuyén).

- Ngudi ¢6 yéu cau ding ky khai sinh thyc hién viéc nop/xuit trinh (theo
hinh thire truc tiép) hodc tai 1én (theo hinh thire truc tuyén) cac gidy to sau:

* Gidy tor phai nop:

- Vin ban cam doan ciia ngudi yéu cau vé viéc chua dugce diang ky khai
sinh.

- Ban sao toan bo hd so, gidy td ciia ngudi yéu cau hodc hd so, gidy to, tai
liéu khéc trong d6 c6 thong tin lién quan dén ndi dung khai sinh, gdm: Chitng

minh nhdn dan/Thé cin cwée cong dan/Thé can cwde/Can cude dién ti/Gidy
chitng nhdn can cudc/Hé chiéu; gidy to chimg minh vé noi cu tra; Bang tot
nghiép, Giéy chirng nhan, Ching chi, Hoc ba, Ho so hoc tap do co quan co tham
quyén cép hoac xac nhan; giéy to khac co thong tin vé ho, chir dém, tén, ngay,
thang, nam sinh cua ca nhan.

Nguoi yéu cau dang ky khai sinh ¢ trach nhiém ndp dy du ban sao cac
gidy to néu trén (néu c6) va phai cam doan da ndp du cac gidy to minh co; chiu
trach nhi€ém, hé qua cta viéc cam doan khong dung su that.

- Truong hop nguoi yéu cau ding ky khai sinh 13 can bd, cong chirc, vién
chirc, nguoi dang cong tac trong luc lugng vii trang thi phai c6 van ban x4c nhan cua
Thu trudng co quan, don vi vé viée nhitng ndi dung khai sinh ctia ngudi d6 gdbm ho,
chit dém, tén; gidi tinh; ngay, thang, ndm sinh; dan toc; quéc tich; qué quan; quan hé¢
cha - con, me - con phtt hop véi hd so do co quan, don vi dang quan 1y.

- Vin ban ty quyén theo quy dinh ctia phép luat trong trudng hop ty quyén
thuc hién viéc dang ky khai sinh. Trudng hop ngudi duoc oy quyén 1a ong, ba,
cha, me, con, vo, chéng, anh, chi, em rudt cua nguoi uy quyén thi van ban uy
quyén khong phai chung thyec.

* Giay tor phai xuat trinh:

- H{ chiéu/Chitng minh nhdn dan/Thé can cude cong dan/Thé can
cw6e/Can cude dién ti/Gidy chieng nhdn can cudchodc cac gidy to khac c6 dan
anh va théng tin ca nhan do co quan c6 tham quyén cp, con gia tri st dung dé
ching minh vé nhan than cta ngudi ¢ yéu cau dang ky khai sinh. Trudng hop
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cac thong tin ca nhan trong cac gidy to nay di cé trong CSDLQGVDC,
CSDLHTPDT, duoc hé thong dién tu dong thi khong phai tai 1én (theo hinh thirc
truc tuyén);

- Gidy to 6 gia tri chang minh thong tin vé cu tra trong trudng hop co quan
dang ky ho tich khong thé khai thac dugc thdng tin vé noi cu tra cia cong dan
theo cac phuong thirc quy dinh tai khoan 2 Piéu 14 Nghi dinh s6 104/2022/NP-
CP ngay 21/12/2022 cta Chinh pha. Truong hop céc thong tin vé gidy to ching
minh noi cu tra dd duoc khai thac tir Co so dit liéu qudc gia vé dan cu bang cac
phuong thirc nay thi nguoi c6 yéu cau khong phai xuat trinh (theo hinh thuc truc
tiép) hoic tai 1én (theo hinh thuc truc tuyén).

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

*Luuy

- D6i voi gidy to ndp, xut trinh néu ngudi yéu cau ndp hd so theo hinh
thire truc tiép:

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

+ Nguoi yéu cau diang ky ho tich ¢ thé ndp ban sao chimg thuc tir ban
chinh hodc ban sao dugc cap tir s6 gbe hodc ban chup kém theo ban chinh gidy td
dé d6i chiéu. Truong hop ngudi yéu cau ndp ban chup kém theo ban chinh gidy
t& thi ngudi tiép nhan c6 trach nhiém kiém tra, di chiéu ban chup véi ban chinh
va ky xac nhan, khong duoc yéu cau ngudi di ding ky ndp ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan ding, di hd so dang ky ho tich
theo quy dinh cta phéap luat ho tich, khong dugc yéu cau ngudi dang ky ho tich
ndp thém gidy to ma phap luat ho tich khong quy dinh phai ndp.

Nguoi tiép nhan ho so thuc hién khai thac thong tin trong Co s¢ dit lidu
qudc gia vé dan cu theo quy dinh phap luat néu ngudi yéu cau dang ky ho tich da
cung cap ho, chit dém, tén; ngady, thang, ndm sinh; s6 dinh danh cd nhéan/thé can
cuoc cong dan/thé can cudc/chirng minh nhan dan/can cuoc dién tir. Truong hop
cac thong tin can khai thac khong co trong Co sé dir liéu qudc gia vé dan cu thi
dé nghi nguoi yéu cau ké khai day du.

- Poi voi gidy to giri kém theo néu ngudi yéu cau ndp ho so theo hinh thirc
tryc tuyén:

+ Ban chup cac gidy to giri kém theo hd so ding ky khai sinh tryc tuyén
phai bdo dam rd nét, dﬁy du, toan ven vé ndi dung, 1a ban chuyp béng may anh,
dién thoai hodc duoc chup, dugc quét béng thiét bj dién tu, tur giéy to duoc cép
hop 1€, con gia tr1 st dung.
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+ Truong hop gidy to, tai liéu phai giri kém trong hd so dang ky khai sinh
truc tuyén da co ban sao dién tir hoac da co6 ban dién tir giéy to ho tich thi nguoi
yéu cau duoc st dung ban dién tir nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Gidy khai sinh/ban sao
Gidy khai sinh), ngudi c6 yéu cau dang ky khai sinh phai xuat trinh gidy to tuy
than, ndp cac gidy to 1a thanh phan ho so dang ky khai sinh theo quy dinh phap
luat ho tich.

- Gidy to do co quan c6 tham quyén ctia nudc ngoai cap, cong chimg hoic
xac nhan dé st dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phap
hoéa lanh sy theo quy dinh ctia phap luat, trir trudng hop duge mién theo didu ude
qudc t& ma Viét Nam 1a thanh vién.

- Trudng hop ngudi yéu cau ding ky khai sinh khéng cung cip duoc gidy
td néu trén theo quy dinh hoac giéy to nop, xuét trinh bi téy x0a, stra chira, lam
gia thi co quan ding ky ho tich c6 tham quyén huy bo két qua dang ky khai sinh.

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

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

S6 lwgng hd so: 01 b3

Thoi han giai quyét: 05 ngay 1am viéc. Truong hop phai c¢6 van ban xac
minh thi thoi han giai quyét khdng qua 25 ngay.

Poi twong thuc hién thi tuc hanh chinh: Ca nhan

Co quan thuc hién thii tuc hanh chinh: Uy ban nhan dén cép x3 noi nguoi
yéu cau cu tra.

Co quan phéi hep: Co quan quan ly CSDLQGVDC,Uy ban nhan dan cap
x4 noi ngudi yéu cau ding ky khai sinh cu trt trude ddy; Co quan cong an ¢ tham
quyén.

Két qua thwc hién thi tuc hanh chinh:

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

- Ban dién tir Gidy khai sinh (Ban dién tir s& tu dong giri vé Kho quan 1y dit
lidu ctia c4 nhan/dia chi thu dién tir/thiét bi s6/dién thoai ctia nguoi yéu cu sau
khi d3 hoan tt thu tuc ding ky khai sinh tai co quan dang ky ho tich).

Phi, 1€ phi:
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- Muc 18 phi cu thé 1a 5.000 dong/truong hop do Hoi dong nhan dan
tinhquyét dinh.

- Mién phi d4i véi trudong hop nop hd so truc tuyén.

- Mién I¢& phi cho nguoi thudc gia dinh c6 cong voéi cach mang; ngudi thuoc
ho nghéo; ngudi khuyét tat.

- Phi cap ban sao Gidy khai sinh (néu c6 yéu cau) thuc hién theo quy dinh
tai Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ctua Bo Tai chinh.

Mau don, mau to khai:

+ To khai dang ky khai sinh (néu nop hé so theo hinh thirc truc tiép hoic
guri hd so qua hé thong buu chinh);

+ Mau hé tich dién tir twong tac ding ky khai sinh (néu nop ho so theo hinh
thie truc tuyén).

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

Cong dan Viét Nam cu tra trong nudce, sinh trude ngay 01/01/2016, chua
dugc dang ky khai sinh, c6 hd so, gidy to ca nhan (ban chinh hodc ban sao duoc
chtng thuc hop 18) nhu: gidy to tiy than; gidy to khac do co quan nha nudc cd
tham quyén caa Viét Nam cap.

Can cw phap ly:

- Luat Ho tich nam 2014;

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

- Nghi dinh sé 87/2020/NB-CP ngay 28/7/2020 caa Chinh pht quy dinh vé
Co s dir liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Nghi dinh s 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu sira doi,
b6 sung mot sb diéu cua cac nghi dinh lién quan dén viéc nop, xuat trinh s6 ho
khau, s6 tam tr( gidy khi thyc hién thu tuc hanh chinh, cung cap dich vu cong:

- Nghi dinh s6 07/2025/ND-CP ngay 09/01/2025 ciia Chinh phii sira doi,
bé sung mét s6 diéu ciia cac Nghi dinh trong linh vue hé tich, quéc tich, chitng
thuc;

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

- Théng tu s6 01/2022/TT-BTP ngay 04/01/2022 cua Bo trusngBo Tu phép
quy dinh chi tiét mot s diéu va bién phap thi hanh Nghi dinh sé 87/2020/Nb-
CP ngay 28/7/2020 cua Chinh phu quy dinh vé Co sé dit liéu ho tich dién tir, dang
ky ho tich truc tuyén;
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- Thong tu s6 03/2023/TT-BTP ngay 02/8/2023 cta Bo truang B Tu phap
stra d6i, bd sung mot sd noi dung caa Thong tu sd 01/2022/TT-BTP ngay
04/01/2022 cua Bo trudng Bo Tu phap quy dinh chi tiét mot sé diéu va bién phap
thi hanh Nghi dinh sé 87/2020/ND-CP ngay 28/7/2020 cua Chinh phu quy dinh
vé Co so dir liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Thong tu s6 04/2024/TT-BTP ngay 06/6/2024 cia Bo truong Bo Tu phép
stra d6i, bo sung mot sé didu ciia Thong tu s6 02/2020/TT-BTP ngay 08/4/2020
cua Bo truong Bo Tu phap ban hanh, huéng dan st dung, quan Iy mau sé quéc
tich va mau giay to vé qudc tich va Thong tu s6 04/2020/TT-BTP ngay 28/5/2020
cua Bo truang Bo Tu phap quy dinh chi tiét thi hanh mot sé diéu cua Luat Ho tich
va Nghi dinh sé 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh chi
tiét mot sb diéu va bién phép thi hanh Luat Ho tich;

- Thong tu sb 09/2022/TT-BTP ngay 30/12/2022 cua Bo truong Bo Tu
phap bai bo mot sé ndi dung tai cac Thong tu trong linh vuc tro gilp phéap Iy, ho
tich do Bo truong Bo Tu phap ban hanh;

- Thong tu sb 281/2016/TT-BTC ngay 14/11/2016 cua Bo truongBo Tai
chinh quy dinh muc thu, ché do thu, nop, quan ly va sir dung phi khai thac, sir
dung thong tin trong co sd dit liéu ho tich, phi xac nhan ¢ quéc tich Viét Nam,
phi xac nhan 1a nguoi goc Viét Nam, 1& phi qudc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo trwéng Bo 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;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo truong Bo Tai
chinh sta doi, bé sung mot sé diéu cia Thong tu sd 85/2019/TT-BTC ngay
29/11/2019 cua Bo Tai chinh hudng dan vé phi va Ié phi thuoc tham quyén quyét
dinh cua Hoi d¢ong nhan dan tinh, thanh phé truc thuéc Trung wong.

Ghi chu: Phan chit in nghiéng 1a noi dung sira doi, bo sung, thay thé.



158

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

TO KHAI PANG KY KHAI SINH

Ho, Chit d8m, t81 NEWOT YBU CAU .......coocvececeeeeeee e seeeeeeeeeeseesee et esnee s
Ngay, thang, NAM SINN: ...ooiiiiiii bbb
NOT CU T @ ettt sttt

Quan h¢ vai nguoi GuoC KNai SINN: L.
Pé nghico quan ding ky khai sinh cho nguwoi dwéi day:

HOQ, CNTE d@IM, T8N .ottt e et e e b s
Ngay, thang, nam sinh: ...........ccccceeeiiiiieecieeee. ghi BANG CNTE v

(@ 110 U Uy USSR
Ho, Chit d€m, t€N MEUOT M. ...
NAmM Sinh: O Dan toc: @ ..o Quoc tich: @ ...

GIAY 10 Y tAN: B).oiiieceeee ettt ettt ettt
Ho, Chit d€m, t€n M@WOT CRa: ..........ccoooooi s
NAM SINN: @ DaN toc: @, Quéc tich: @ ...............

Gidy to tly ENANT B
Thong tin vé Giay chirng nhan két hon caa cha me tré (néu cha, me tré da PKKH): So:......... :
Quyén sb: ......... , dang ky ngay .... thang .... nam ......... 171 PSR

T6i cam doan ndi dung dé nghi dang ky khal s1nh trén day la dung su that, duoc su thoa thuan

nhét trf cua cac bén lién quan theo quy dinh phép luat.
T6i chiu hoan toan trach nhiém truéc phap luat vé noi dung cam doan caa minh.

Ngudi yéu cau
(Ky, ghi r6 ho, chit dém, tén)
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Dé nghi cip ban sao®: Co D Khoéng []

Chd thich:
(DGhi rd tén co quan ding ky khai sinh.
@ Chi ghi trong truong hop ngudi €6 yéu cau ding ky ho tich chua co/khong cung cap

sb dinh danh c4 nhan/cin cudc cong dan/thé can cudc/chirng minh nhan dan; khéng cung cap
day du thong tin ngdy, thang, nim sinh.

~ Truong hop phai cung cap thong tin “Noi cu trd” thi ghi theo noi ding ky thuong tru;
néu khong c6 noi dang ky thuong tra thi ghi theo noi dang ky tam trt; truong hop khdng cé
noi dang ky thuong tru va noi dang ky tam tra thi ghi theo noi ¢ hién tai.
~ Ochi s6 dinh danh c4 nhan/cin cudc cong dan/thé can cudc(vi du: Can cudc cong dan
s6 025188001010 do Cyc Canh sat QLHC vé TTXH cip ngay 20/11/2021). Trudng hop khong
c0 so dinh danh c4 nhan/can cudc cong dan/the can cude thi ghi giay to hop I€ thay the (ho
chiéu, ching minh nhan dan,...).
@) Truong hop sinh tai co sd'y té thi ghi rd tén co sé'y té va va dia chi try s6 co so' y té do.
Vi du: - Bénh vién Phu san Ha Néi, duong La Thanh, phuong Ngoc Khéanh, quan Ba
Pinh, Ha Noi.
- Tram y té xa Binh Bang, huyén Tir Son, tinh Bac Ninh.
Truong hop sinh ra ngoai co so' y té thi ghi dia danh ciia 03 cap hanh chinh (xa, huyén,
tinh), noi sinh ra.
Vi du: xd Dinh Bang, huyén Tir Son, tinh Bic Ninh.
®) Ghi day du ngay, thang sinh cua cha, me (néu co).
®) P& nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd sb lugng.
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NOI DUNG MAU HO TICH PIEN TU TUONG TAC
PANG KY KHAI SINH

I. Thong tin vé ngudi yéu cau ding ky khai sinh
(1) Ho, chir dém, tén;
(2) Sb dinh danh c4 nhan;

(3) Gidy to tiy than: Loai gidy to st dung (CCCD/CMND/H chiéu/Gidy to hop
1¢ thay thé); s6, ngay, thang, nim cap, co quan cap; ban chyp dinh kém;

(4) Noi cu trt (noi thuong tra/noi tam tra/noi dang sinh sdng);
(5) Quan h¢ vo1 nguot dugce khai sinh.

II. Thong tin vé nguwoi dwoe ding ky khai sinh

(6) Ho, chir dém, tén;

(7) Ngay, thang, ndm sinh (tach biét riéng 03 trudng thong tin ngay, thang, nam
sinh; hé théng ty dong chuyén ndi dung tir s sang ghi bang chir);

(8) G101 tinh;
(9) Dan toc;
(10) Québc tich;

(11) Noi sinh (gdm céc trudng thong tin tach biét riéng theo dia danh hanh chinh:
sb nha; du’b‘ng/phé; thon/to/ban/ 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 thuoc Trung wong);

(12) Qué quan.

I11. Thong tin vé nguoi me ciia ngudi dwoc khai sinh

(13) Ho, chir dém, tén;

(14) Ngay, thang, ndm sinh (tach bi¢t riéng 03 truong thong tin ngay, thang, nam);
(15) S6 dinh danh c4 nhan;

(16) Gidy to tuy than: Loai gidy to str dung (CCCD/CMND/H$ chiéu/Giay to hop
1¢ thay thé); sb, ngay, thang, nim cap, co quan cap; ban chyp dinh kém;

(17) Dan toc;
(18) Qudc tich;
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(19) Noi cu trt (noi thuong tra/noi tam tra/noi dang sinh sdng).

IV. Théng tin vé nguwdi cha ciia ngwoi dwge khai sinh

(20) Ho, chir dém, tén;

(21) Ngay, thang, nam sinh (tach biét riéng 03 trudong thong tin ngay, thang, ndm);
(22) S6 dinh danh c4 nhan;

(23) Gidy to tiry than: Loai gidy to str dung (CCCD/CMND/H6 chiéu/Gidy to hop
1€ thay thé); s, ngay, thang, nam cap, co quan cap; ban chup dinh kém;

(24) Dan toc;

(25) Qudc tich;

(26) Noi cu tra (noi thuong tri/noi tam tri/noi dang sinh sdng);

(27) Dé nghi cip ban sao:

o Co

S6 luong ban sao yéu cau: ...

o Khong

(28) Ho so dinh kém theo quy dinh.

* Ngudi yéu cau cam doan cac thong tin cung cp, ndi dung dé nghi dang ky khai
sinh cho tré em la dung sy that, da c6 sy thdéa thuan nhat tri cua cha, me tré theo

quy dinh phap luat va chiu hoan toan trach nhiém trudc phap luat vé ndi dung cam
doan cua minh.

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

* Mau dién tir twong tac ghi nhan thoi gian (gid, phut, gidy, ngay, thang, nim)
hoan tat viéc cung cap thong tin; ngudi yéu cau trudc d6 di dang nhap vao hé
théng, thuc hién x4c thuc dién tir theo quy dinh.

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

Bén dién tu s€ ty dong gui vé Kho quan 1y dir li€u dién tir cua ca nhan/dia chi thu
dién tu/thiét bi sé/dién thoai ctia nguoi yéu cau sau khi da hoan tat tha tuc ding
ky khai sinh tai co quan ding ky hd tich.
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15. Thi tuc ding ky lai két hon

Trinh tw thuc hién:

- Néu Iwa chon hinh thirc nép hé so truc tiép, ngudi c6 yéu cau ding ky lai
két hon nop hd so dang ky lai két hon tai Bo phan mét cira cia UBND cép xa co
tham quyén; nop 1& phi néu thudc trudng hop phai nop 18 phi dang ky lai két hon.

- Néu lya chon hinh thic nop hd so truc tuyén, ngudi ¢ yéu cau ding ky
lai két hon truy cap Cong dich vu cdng qudc gia hodc Cong dich vu cdng cap tinh,
dang ky tai khoan (néu chua c6 tai khoan), xac thuc ngudi ding theo hudng dan,
dang nhap vao hé thong, xac dinh ding Uy ban nhan dan cap xa c6 tham quyén.

Nguoi ¢6 yéu cau dang ky lai két hon truc tuyén cung cép thdng tin theo
mau ho tich dién tir twong tac ding ky lai két hén (cung cép trén Cong dich vu
cong), dinh kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh;
nop phi, 1& phi thdng qua chirc nang thanh toan tryc tuyén hoic bang cach thic
khac theo quy dinh phap luat, hoan tat viéc nop hd so.

- Can bo tiép nhan ho so tai Bo phan mot cira ¢d trach nhiém kiém tra tinh
chinh x4c, day du, théng nhat, hop I cia hd so.

(i) Truong hop hd so day du, hop 18 thi tiép nhan hé so, co Phiéu hen, tra
két qua cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh thic nop ho so
truc tiép) hoac gui ngay Phiéu hen, tra két qua qua thu dién tir hoac giri tin nhan
hen tra két qua qua dién thoai di dong cho ngudi c6 yéu cau (néu nguoi ¢ yéu
cau lya chon hinh thiac nop ho so truc tuyén), déng thoi chuyén ho so dé cong
chure lam cbng tac ho tich xu ly.

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

(i) Truong hop hé so chua day da, hop 1é thi ¢6 thong bao cho ngudi yéu
cau bo sung, hoan thién hd so, néu rd loai gidy to, ndi dung can bo sung dé nguoi
c6 yéu cau bo sung, hoan thién. Sau khi ho so duoc bd sung, thuc hién lai budc
(i);

(iii) Néu nguoi c6 yéu cau ding ky lai két hon khong bo sung, hoan thién
duoc hd so thi bao cdo Truéng bo phan tiép nhan hd so co van ban tir chdi giai
quyét yéu cau dang ky lai két hon.

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

+ Truong hop hd so can bd sung, hoan thién hoidc khong du diéu kién giai
quyét, phai tir chi thi guri thong bao vé tinh trang ho so téi Bo phan mot cira dé
thong bao cho ngudi nop hd so — thuc hién lai bude (i) hoac (iii);
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+ Truong hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua dung thoi gian da hen thi ¢éng chac 1am cong tac
ho tich 1ap Phiéu xin 15i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham
tra két qua va thoi gian hen tra két qua, chuyén Bo phan mét ctra dé tra cho nguoi
c6 yéu cau (néu nguoi ¢ yéu cau lya chon hinh thirc nop hé so truc tiép), hoac
guri Phiéu xin 13i va hen lai ngay tra két qua qua thu dién tir hodc giri tin nhan qua
dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh thirc
nop hd so truc tuyén).

Truong hop viéc dang ky lai két hon thuc hién tai Uy ban nhan dan cap xa
khong phai noi da diang ky két hon trude day thi cong chirc tu phéap - ho tich bao
c4o Chu tich Uy ban nhan dan c¢6 van ban dé nghi Uy ban nhan déan noi ding ky
két hon trude day 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 dd dang ky két
hén trudce day tién hanh kiém tra, xac minh va tra 1oi bang van ban vé viéc con
lwru gitr hodc khong luu gitt duge S6 hd tich.

+ Sau khi nhan duoc két qua xac minh vé viéc khong con luu giir dugc Sb
ho tich tai noi da ding ky két hdn hoic sau thoi han 20 ngay ké tir ngay g van
ban yéu cau xac minh ma khong nhan dugc vin ban tra 1oi, néu thay hd so day
du, hop 1¢, ding quy dinh, truong hop tiép nhan hd so dang ky lai két hon theo
hinh thic tryc tiép, thi cdng chuc tu phéap - ho tich thuc hién viéc ghi vao S6 dang
ky két hon, cap nhat thong tin dang ky lai két hon trén Phan mém dang ky, quan
ly ho tich dién tir dung chung.

Truong hop tiép nhan hé so dang ky lai két hon theo hinh thic truc tuyén,
cong chuc tu phap - ho tich giri lai biéu mau Gidy chang nhan két hon dién tar véi
thong tin day du cho ngudi yéu cau qua thu dién ti hoac thiét bi sé.

Nguoi yéu cau cé trach nhiém kiém tra tinh chinh xac, day du caa cac théng
tin trén biéu mau Giay chiing nhan két hon dién tir va xac nhan (t6i da mot ngay).

Néu ngudi c6 yéu cau xac nhan thong tin da thong nhat, day du hoic khdng
c6 phan hoi sau thoi han yéu cau thi céng chie tu phap - ho tich thuc hién viéc
ghi vao So6 dang ky két hon, cap nhat thong tin ding ky lai két hon trén Phan mém
dang ky, quan ly ho tich dién tir dung chung.

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

- Nguoi ¢6 yéu cau dang ky lai két hon (hai bén nam, nix phai ¢ mat, xuat trinh
giay to tuy than dé doi chiéu) kiém tra thdng tin trén Gidy chang nhan két hon, trong
S6 dang ky két hdn, va ky tén vao So ding ky két hon, ky tén vao Gidy ching nhan
két hon, moi bén nam, nit nhan 01 ban chinh Gidy chimg nhan két hén.

Cach thirc thyc hién:

Ngudi cé yéu cau dang ky lai két hon thyc hién ndp hod so truc tiép tai Bo
phan mdt ctira cia UBND cép xa hodc nop hd so truc tuyén trén Céng dich vu
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cong qudc gia (https://dichvucong.gov.vn) hodc Cong dich vu cong cép tinh
(https://dichvucong.---.gov.vn)(bén nam hodc bén nit c6 thé ndp hd so ma khong
can c6 vin ban Gy quyén ctia bén con lai).

Thanh phan hd so:

- To khai dang ky lai két hon theo mau (néu ngudi ¢6 yéu cau lua chon nop
hd so theo hinh thuc truc tiép);

- MAu ho tich dién tir twong tac dang ky lai két hon, trong d6 c6 cam doan
cac thdng tin cung cap 1a dung sy that, khdng con ban chinh Gidy chang nhan két
hén, da nop du céc gidy to hién cd va chiu hoan toan trach nhiém trudc phap luat
vé ndi dung cam doan ctia minh (do ngudi yéu cau cung cép thong tin theo hudng
dan trén Cong dich vu cng néu nguoi b yéu cau lua chon nop hd so theo hinh
thie truc tuyén).

- Ngudi 6 yéu cau ding ky lai két hon thuc hién viéc ndp/xuét trinh (theo
hinh thire truc tiép) hoidc tai Ién (theo hinh thire truc tuyén) cac gidy to sau:

* Giay to phai nop:

- Ban sao Giay ching nhan két hon duoc cap trude day. Néu khdng co ban
sao Giay chiing nhan két hon thi nop ban sao ho so, gidy to ca nhan co6 cac thdng
tin lién quan dén noi dung dang ky két hon.

* Giay to phai xuat trinh:

- H{ chiéu/Chitng minh nhdin dan/Thé can cudc céng dan/Thé can
cwée/Can cude dién ti/Gidy chieng nhdn can cuéchodc cac gidy to khac c6 dan
anh va thong tin ca nhan do co quan c6 tham quyén cp, con gia tri st dung dé
chtrng minh vé nhan than cua ca hai bén ¢ yéu cau dang ky lai két hon. Truong
hop céac thong tin c4 nhan trong cac gidy to nay da co trong CSDLQGVDC,
CSDLHTDT, duoc hé thong dién tu dong thi khong phai tai 1én (theo hinh thuc
truc tuyén);

- Gidy to chimg minh noi cu trii dé xac dinh thim quyén (néu viéc ding ky
lai két hon thue hién tai Uy ban nhan dan cp xa khong phai 1a noi dang ky két
hén trude day) trong trudng hop co quan ding ky ho tich khong thé khai thac
dugc thong tin vé noi cu tril ciia cong dan theo cac phuong thitc quy dinh tai khoan
2 Piéu 14 Nghi dinh s 104/2022/ND-CP ngay 21/12/2022 cta Chinh phu.
Truong hop cac thong tin vé gidy to chimg minh noi cu tra da duoc khai thac tir
Co so dit lidu qudc gia vé dan cu bang cac phuong thic nay thi nguoi co yéu cau
khong phai xuat trinh (theo hinh thire truc tiép) hoic tai 1én (theo hinh thirc truc
tuyén).

*Luuy

- D6i voi gidy to ndp, xut trinh néu ngudi yéu cau ndp hd so theo hinh
thue truc tiép:
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+ Nguoi tiép nhan c6 trach nhiém kiém tra, d6i chiéu véi thong tin trong t&
khai, chup lai hoac ghi lai thong tin dé luu trong hd so va tra lai cho nguoi Xuét
trinh, khong duoc yéu cau nop ban sao hoic ban chup gidy to do.

+ Nguoi yéu cau ding ky ho tich c¢6 thé ndp ban sao chimg thuc tir ban
chinh hodc ban sao dugc cap tir sd gbe hodc ban chup kém theo ban chinh gidy td
dé d6i chiéu. Truong hop ngudi yéu cau ndp ban chup kém theo ban chinh gidy
to thi nguoi tiép nhan c6 trach nhiém kiém tra, ddi chiéu ban chup v6i1 ban chinh
va ky x4c nhan, khong duoc yéu cau ngudi di ding ky ndp ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, dii ho so dang ky ho tich
theo quy dinh cua phap luat ho tich, khong dugc yéu cau ngudi ding ky ho tich
ndp thém gidy to ma phap luat ho tich khong quy dinh phai ndp.

Nguoi tiép nhan hd so thuc hién khai thac thong tin trong Co so dit lidu
qudc gia vé dan cu theo quy dinh phap luat néu ngudi yéu cau dang ky ho tich da
cung cap ho, chit dém, tén; ngady, thang, nam sinh; s6 dinh danh cd nhéan/thé can
cuoc cong dan/thé can cudc/chirng minh nhan dan/can cuoc dién tir. Truong hop
cac thong tin can khai thac khong co trong Co sé dir liéu qudc gia vé dan cu thi
dé nghi ngudi yéu cau ké khai day du.

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

+ Ban chup cac gidy to gtri kém theo ho so ding ky lai két hon truc tuyén
phai bao dam rd nét, dﬁy du, toan ven vé ndi dung, 1a ban chup béng may anh,
dién thoai hodc duoc chup, dugc quét béng thiét bj dién tu, tur giéy to duoc cép
hop 1€, con gia tr1 st dung.

+ Truong hop gidy to, tai liéu phai giri kém trong ho so dang ky lai két hon
tryc tuyén da co ban sao dién tir hodc di c6 ban dién tir gidy to ho tich thi ngudi
yéu cau dugce sir dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Gidy chung nhan két hon),
hai bén nam, nit cd yéu cau dang kylai két hdn xut trinh gidy to tuy than, nop céc
gidy to 1a thanh phan ho so dang ky lai két hon theo quy dinh phap luat ho tich.

- Gidy to do co quan c6 tham quyén ctia nudc ngoai cap, cong chimg hoic
xac nhan dé st dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phap
hoéa lanh su theo quy dinh ctia phap luat, trir trudng hop duoc mién theo diéu udc
quéc té ma Viét Nam 1a thanh vién.

- Trudng hop nguoi yéu cau dang ky lai két hdn khéng cung cp duogc gidy
to néu trén quy dinh hoic gidy to nop, Xuat trinh bi tay x0a, stra chira, 1am gia thi
co quan dang ky ho tich c6 tham quyén huy bo két qua ding ky lai két hon.

S6 lwong ho so: 01 b6

Thoi han giai quyét: 05 ngay lam viéc; truong hop phai xac minh thi thoi
han giai quyét khong qua 25 ngay.

Poi twong thuc hién thi tuc hanh chinh: C4 nhan
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Co quan thuc hién thi tuc hanh chinh: Uy ban nhin dan cap xi noi da
dang ky két hon trude ddy hodc Uy ban nhan dan cip x3 noi ngudi yéu cau thuong
tru.

Co quan phdi hgp: Co quan quan Iy CSDLQGVDC; Uy ban nhan dén noi
dang ky két hon trude day trong truong hop dang ky lai két hon tai Uy ban nhéan
dan cAp xa noi ngudi yéu cau thudng tri.

Két qua thuc hién tha tuc hanh chinh:

- Giay chting nhan két hén (ban chinh), mdi bén vo, chdng 01 ban.

- Ban dién ttr Trich luc két hon (Ban dién tir s& tw dong gui vé Kho quan ly
dir liéu cuia ca nhan/dia chi thu dién tu/thiét bi sd/dién thoai ctia ngudi yéu cau
sau khi d4 hoan tat thi tuc dang ky lai két hon tai co quan ding ky ho tich).

Lé phi:

- Mt 1é phi cu thé 14 20.000 dong/trudong hop do Hoi ¢dng nhan dan tinh,
quyét dinh.

- Mién phi d6i véi trudong hop nop ho so truc tuyén.

- Mién 18 phi cho ngudi thudc gia dinh c6 cong véi cach mang; nguoi thuoc
ho nghéo; nguoi khuyét tat.

Mau don, mau to khai:

+ T khai dang ky lai két hén (néu nop ho so theo hinh thuc truc tiép);

+ Mau ho tich dién tir tuong tacdang ky lai két hon (néu nop ho so theo
hinh thire truc tuyén).

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

- Viéc két hon di duoc dang ky tai co quan c6 tham quyén ctia Viét Nam
trudc ngay 01/01/2016 nhung S6 ding ky két hon va ban chinh Gidy ching nhan
két hon déu bi mat;

- Nguoi yéu cau dang ky lai két hon con séng vao thoi diém tiép nhan hd so.

Cin c& phap ly:

- Luat Hon nhan va gia dinh ndam 2014;

- Luat Ho tich nam 2014;

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

- Nghi dinh sé 87/2020/NB-CP ngay 28/7/2020 caa Chinh phu quy dinh vé
Co s dir liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Nghi dinh s 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu stra doi,
b6 sung mot sb diéu cua cac nghi dinh lién quan dén viéc nop, xuat trinh s6 ho
khau, s6 tam tr gidy khi thuc hién thu tuc hanh chinh, cung cép dich vu cong;

- Nghi dinh s6 07/2025/ND-CP ngay 09/01/2025 ciia Chinh phii sira doi,
bé sung mot s diéu ciia cdc Nghi dinh trong linh vuc ho tich, quéc tich, chung
thuc,
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- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua B§ trusngBo Tu phap
quy dinh chi tiét thi hanh mot sé diéu cua Luat Ho tich va Nghi dinh sb
123/2015/ND-CP ngay 15/11/2015 caa Chinh phu quy dinh chi tiét mot sé diéu
va bién phap thi hanh Luat Ho tich;

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

- Thong tu s6 03/2023/TT-BTP ngay 02/8/2023 cua Bo truéng Bo Tu phap
stra d6i, bd sung mot sd noi dung caa Thong tu s 01/2022/TT-BTP ngay
04/01/2022 cua Bo trudng Bo Tu phap quy dinh chi tiét mot sé diéu va bién phap
thi hanh Nghi dinh sé 87/2020/ND-CP ngay 28/7/2020 cta Chinh phu quy dinh
vé Co sé dit liéu ho tich dién tir, diang ky ho tich truc tuyén;

- Thong tu s6 04/2024/TT-BTP ngay 06/6/2024 ctua B truang Bo Tu phap
stra d6i, bd sung mot sé didu ciia Thong tu s6 02/2020/TT-BTP ngay 08/4/2020
cua Bo truong Bo Tu phap ban hanh, huéng dan si dung, quan Iy mau so quéc
tich va mau giay to vé qudc tich va Thong tu s6 04/2020/TT-BTP ngay 28/5/2020
ctia Bo truong Bo Tu phéap quy dinh chi tiét thi hanh mot s6 diéu cua Luat Ho tich
va Nghi dinh sé 123/2015/ND-CP ngay 15/11/2015 cta Chinh phu quy dinh chi
tiét mot sd diéu va bién phap thi hanh Luat Ho tich;

- Théong tu sb 281/2016/TT-BTC ngay 14/11/2016 cua Bo truéngBo Tai
chinh quy dinh muc thu, ché do thu, nop, quan ly va sir dung phi khai thac, sir
dung thong tin trong co sé dir liéu ho tich, phi xac nhan ¢ qudc tich Viét Nam,
phi xac nhan 13 nguoi goc Viét Nam, 1& phi qudc tich;

- Thong tu sé 85/2019/TT-BTC ngay 29/11/2019 cua Bo trusngBo Tai
chinh huéng dan vé phi va Ié phi thugc tham quyén quyét dinh cua Hoi dong nhan
dan tinh, thanh phé truc thudc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo truong Bo Tai
chinh sta doi, bd sung mot sé diéu cua Thong tu sb 85/2019/TT-BTC ngay
29/11/2019 cua Bo Tai chinh hudng dan vé phi va 1é phi thuoc tham quyén quyét
dinh cua Hoi d¢ong nhan dan tinh, thanh phé truc thuéc Trung wong.

Ghi chi: Phan chit in nghiéng 1a noi dung sira di, bd sung, thay thé.
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CONG HOA XA HQOI CHU NGHIA VIET NAM
Pgc l1ap - Tw do - Hanh phuc

TO KHAI PANG KY LAl KET HON

KN QUi @

Ho, Chit dém, tN MEUOT YEU CAU ...ttt
Ngay, thang, NAM SINN: ..o

N T CU L. B oo e oo

Pé nghico quan diing ky lai két hon theo ndi dung duéi day:

Ho, Chit @M, TEN CTA VIO'- ...t
Ngay, thang, NAM SINN: ..o
DANOC: @)oo (T To 1) HL G

N OT CU UL B oo

Ho, Chit @8, tEN CUA CRONG: .....occcooeseeoeeeee oottt
Ngay, thang, NAM SINN: oo
DANOC: @)oo QUABC HICN: @ e

N T U T B oo

......................................... NQAY ... thANQG ........ . NEM .
Theo Gidy ching nhan két hén sé: ©).................c.o.o....... , QuYEN 6: O

T6i cam doan nhitng ndi dung khai trén day la dung su that va chiu trach nhiém truéc phép
luat vé cam doan cua minh.
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Nguoi yéu cau
(Ky, ghi rd ho, chir dém, tén)

Dé nghi cip ban sao®: Co D, Khéng []

Chu thich:
@) Ghi 5 tén co quan dang ky lai két hon.
@ Chi ghi trong truong hop ngudi c6 yéu cau diang ky ho tich chwa c6/khdng cung cap
s0 dinh danh ca nhan/can cudc cong dan/thé can cude/chirng minh nhan dan.
~ Truong hop phai cung cap thong tin “Noi cu trd” thi ghi theo noi ding ky thuong tra;
néu khong c6 noi dang ky thuong tru thi ghi theo noi dang ky tam tra; treong hop khdng co
noi dang ky thuong tra va noi dang ky tam trda thi ghi theo noi ¢ hién tai.
~ OGhi sb dinh danh ca nhan/can cudc cong dan/thé can cudc (vi du: Can cudc cong dan
$0 025188001010 do Cuc Canh sat QLHC ve TTXH cap ngay 20/11/2021). Truong hop khong
c6 so dinh danh c4 nhan/can cudc cong dan/the can cudc thi ghi giay to hop I¢ thay the (ho
chiéu, chiing minh nhan dan,...).
“) Ghi 1 tén co quan di dang ky két hon trude day.
®) Chi khai trong truong hop biét rd.
®) P& nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd sé lugng.
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NOI DUNG MAU HO TICH PIEN TU TUONG TAC PANG KY LAI
KET HON

|. Thong tin vé ngudi yéu ciu ding Ky lai két hon
(1) Ho, chir dém, tén;
(2) Sé dinh danh ca nhan;

(3) Gidy to tuy than: Loai gidy to stt dung (CCCD/CMND/H6 chiéu/Giay to hop
1¢ thay thé); sb, ngay, thang, nim cp, co quan cap; ban chup dinh kém;

(4) Noi cu trt (noi thuong tri/noi tam tri/noi dang sinh song).

I1. Thong tin ngwoi vo

(5) Ho, chir dém, tén;

(6) Ngay, thang, nam sinh (tach biét riéng 03 truong thong tin ngay, thdng, nam);
(7) Dan toc;

(8) Quéc tich;

(9) Sb dinh danh c4 nhén;

(10) Giay to tuy than: Loai gidy to st dung (CCCD/CMND/Hb chiéu/Gidy to hop
1¢ thay thé); sb, ngay, thang, nim cap, co quan cap; ban chyp dinh kém;

(11) Noi cu trt (noi thuong tra/noi tam tri/noi dang sinh song).

II1. Thong tin ngudi chong

(12) Ho, chir dém, tén;

(13) Ngay, thang, ndm sinh (tach biét riéng 03 truong thong tin ngay, thang, nam);
(14) Dan toc;

(15) Qubc tich;

(16) Sb dinh danh c4 nhan;

(17) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/Hb chiéu/Giay t& hop
1¢ thay thé); s6, ngay, thang, nim cap, co quan cap; ban chyp dinh kém;

(18) Noi cu trt (noi thuong tra/noi tam tra/noi dang sinh song).
IV. Thong tin vé viéc ding ky két hon truée diy
(19) Noi ding ky két hon trudc day;
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(20) Gidy ching nhan két hon (s6, quyén so, ngdy, thang, nam dang ky);

(21) Dé nghi cép ban sao:

o Co

S6 lugng ban sao yéu cau: ...

o Khong

(22) Hb so dinh kém theo quy dinh.

* Ngudi yéu cau cam doan cac thong tin cung cip 1a dung sy that, khong con ban

chinh Giay ching nhan két hon, da ndp du cac gidy to hién c6 va chiu hoan toan
trach nhi€m trudc phap luat vé ndoi dung cam doan cua minh.

* Trudng hop cac thong tin vé gidy to chirmg minh noi cu tra da duoc khai thac
tir CSDLQGVDC, duogc hé thong dién ty dong thi khong phai xuét trinh (theo
hinh thtrc truc tiép) hodc tai 1én (theo hinh thtc truc tuyén).

* Mau dién tir twong tac ghi nhan thoi gian (gid, phut, gidy, ngay, thang, nim)
hoan tat viéc cung cap thong tin; ngudi yéu cau trude d6 di dang nhap vao hé
thong, thyc hién xac thuc dién tir theo quy dinh.

Nguoi yéu cau dang ky lai két hon nhan Ban chinh Gidy ching nhan két hon truc
tiép tai co quan dang ky ho tich.

Ban dién tir s& tu dong gui vé Kho quan 1y dit liéu cua ca nhan/dia chi thu dién
tar/thiét bi sd/dién thoai ctia ngudi yéu cau sau khi di hoan tat thu tuc dang ky lai
két hon tai co quan dang ky ho tich.
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16. Thu tuc dang Ky lai khai ti

Trinh tw thuc hién:

- Néu Iwa chon hinh thirc nép hé so truc tiép, ngudi c6 yéu cau ding ky lai
khai tir nop ho so dang ky lai khai tir tai Bo phan mét cira caa UBND cap xa co
tham quyén; nop 18 phi néu thudc truong hop phai ndp 18 phi ding ky lai khai tir;
nop phi cap ban sao Trich luc khai tir néu ¢ yéu cau cap ban sao Trich luc khai
tur.

- Néu lya chon hinh thac nop hd so truc tuyén, nguoi ¢6 yéu cau dang ky
lai khai ttr truy cap Céng dich vu céng qudc gia hoic Cong dich vu cdng cap tinh,
dang ky tai khoan (néu chua c6 tai khoan), xac thuc ngudi dung theo hudng dan,
dang nhap vao hé thong, xac dinh ding Uy ban nhan dan cap xa c6 tham quyén.

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

- Can bo tiép nhan ho so tai B6 phan mot cira ¢d trach nhiém kiém tra tinh
chinh xac, ddy du, théng nhat, hop 1é caa hd so.

(i) Truong hop hé so day du, hop 18 thi tiép nhan h so, co Phiéu hen, tra
két qua cho ngudi c6 yéu cau (néu nguoi c6 yéu cau lya chon hinh thic nop ho so
truc tiép) hoac gui ngay Phiéu hen, tra két qua qua thu dién tir hoac giri tin nhan
hen tra két qua qua dién thoai di dong cho ngudi c6 yéu cau (néu nguoi ¢ yéu
cau luya chon hinh thic nop hd so truc tuyén), dong thoi chuyén hod so dé cong
chuc lam cong tac ho tich xu ly.

Sau khi tiép nhan ho so theo hinh thuc nop truc tiép, can bo tiép nhan ho
so tai Bo phan mét ctra thuc hién sé hoa (sao chup, chuyén thanh tai liéu dién ta
trén hé thong thong tin, co so dit liéu) va ky sb vao tai liéu, hd so giai quyét thu
tuc hanh chinh da duoc s6 hoa theo quy dinh.

(ii) Truong hop ho so chua day da, hop Ié thi c6 thong bao cho ngudi yéu
cau bo sung, hoan thién ho so, néu 1o loai giay to, noi dung can bo sung dé nguoi
c6 yéu cau bd sung, hoan thién. Sau khi hd so dugc bd sung, thuc hién lai budc
(i);

(iii) Néu nguoi c6 yéu cau dang ky lai khai tir khdng bo sung, hoan thién
duoc hd so thi bao cdo Truéng bo phan tiép nhan hd so co van ban tir chdi giai
quyét yéu cau dang ky lai khai tu.

- COng chire tu phép - ho tich tham tra hd so (tham tra tinh thong nhat, hop
1& cua céc thdng tin trong hd so, gidy to, tai liéu do ngudi yéu cau nop, Xuat trinh
hoac dinh kém).
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+ Truong hop hd so can bd sung, hoan thién hodc khong du diéu kién giai
quyét, phai tir chi thi guri thong bao vé tinh trang ho so téi Bé phan mot cira dé
thong bao cho ngudi nop hd so — thuc hién lai bude (i) hoac (iii);

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

+ Néu thay thong tin khai tir day da va pht hop, hd so day du, hop 18, dung
quy dinh, trudng hop tiép nhan hd so dang ky lai khai ti theo hinh thic tryc tiép,
thi cng chirc tu phép - ho tich thyuc hién viéc ghi vao S6 dang ky khai tir, cap nhat
thong tin dang ky lai khai tir trén Phan mém ding ky, quan ly ho tich dién tir ding
chung.

Truong hop tiép nhan hd so dang ky lai khai tir theo hinh thirc truc tuyén,
cdng chire tu phép - ho tich guri lai biéu mau Trich luc khai tir dién tavéi thdng tin
day du cho nguoi yéu cau qua thu dién tir hoic thiét bi so.

Nguoi yéu cau co trach nhiém kiém tra tinh chinh xac, day du caa cac théng
tin trén biéu mau Trich luc khai tir dién tr va xac nhan (toi da mot ngay).

Néu ngudi c6 yéu cau xac nhan thong tin da thong nhat, day da hoic khdng
c6 phan hdi sau thoi han yéu cau thi céng chirc tu phép - ho tich thyuc hién viéc
ghi noi dung vao So6 dang ky khai tir, cap nhat thong tin dang ky lai khai tur trén
Phan mém dang ky, quan ly ho tich dién tir ding chung.

- Cong chirc tu phap - hé tich in Trich luc khai tir, trinh Lanh dao UBND
ky, chuyén ti Bo phan mot ctra dé tra két qua cho nguoi c6 yéu cau.

- Ngudi ¢ yéu cau dang ky lai khai tir kiém tra thong tin trén Trich luc khai tu,
trong So6 dang ky khai tir va ky tén vao So dang ky khai ttr, nhan Trich luc khai tu.

Cach thirc thuc hién:

Nguoi co yéu cau dang ky lai khai tir truc tiép thue hién hodc Gy quyén cho
nguoi khac thuc hién viéc dang ky lai khai tir tai Bo phan mot ctra cia UBND cép
xa hodc giri ho so qua hé thong buu chinh hodc ndp ho so truc tuyén trén Cong
dich vu céng qubc gia (https://dichvucong.gov.vn) hoic Cong dich vu cong cap
tinh (https://dichvucong.---.gov.vn).

Thanh phan ho so:

- To khai ddng ky lai khai tir theo mau (néu nguoi ¢6 yéu cau lya chon nop
hd so theo hinh thuc truc tiép hoic giri hd so qua hé théng buu chinh);

- Mau ho tich dién tir twong tac ding ky lai khai tir, trong d6 c6 cam doan
cac thdng tin cung cép 1a dang sy that, khdng con ban chinh Gidy ching ta/Trich
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luc khai tir, dd ndp du céc gidy to hién c6 va chiu hoan toan trach nhiém truéc
phap luat vé noi dung cam doan cua minh (do ngudi yéu cau cung cap thdng tin
theo hudng dan trén Céng dich vu cdng néu ngudi ¢6 yéu cau lya chon nop hd so
theo hinh thuc truc tuyén).

- Nguoi ¢6 yéu cau dang ky lai khai tir thue hién viée ndp/xuét trinh (theo
hinh thire truc tiép) hodc tai 1én (theo hinh thire truc tuyén) cac gidy to sau:

* Gidy to phai nop:

- Ban sao Giy chimg tir trude day dugc cap hop 16. Néu khong c6 ban sao
Gidy chung tir trude day duoc cip hop 16 thi ndp ban sao hd so, gidy to lién quan
c6 nd1 dung chirng minh su kién chét.

- Vin ban ty quyén theo quy dinh ctia phéap luat trong trudong hop ty quyén
thuc hién viéc dang ky lai khai tir. Trudng hop nguoi dugc uy quyén 13 6ng, ba,
cha, me, con, vo, chéng, anh, chi, em rudt cua nguoi uy quyén thi van ban uy
quyén khong phai ching thuc.

* Giay to phai xuat trinh:

- H{ chiéu/Chitng minh nhdin dan/Thé can cude céng dan/Thé can
cw6e/Can cude dién ti/Gidy chieng nhdn cdn cudchodc cac gidy to khac c6 dan
anh va thong tin ca nhan do co quan c6 tham quyén cp, con gia tri st dung dé
chtng minh vé nhén than ctia ngudi ¢é yéu cau dang ky lai khai tir. Trudng hop
cac thong tin ca nhan trong cac gidy to nay di cé trong CSDLQGVDC,
CSDLHTDT, duoc hé thong dién tu dong thi khong phai tai 1én (theo hinh thuc
truc tuyén).

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

*Luwuy

- D6i véi gidy to ndp, xudt trinh néu ngudi yéu cau ndp hd so theo hinh
thire truc tiép:

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

+ Nguoi yéu cau ding ky ho tich c6 thé ndp ban sao chimg thuc tir ban
chinh hodc ban sao dugc cap tir s6 gbe hodc ban chup kém theo ban chinh gidy to
dé d6i chiéu. Truong hop ngudi yéu cau ndp ban chup kém theo ban chinh gidy
to thi nguoi tiép nhan c6 trach nhiém kiém tra, ddi chiéu ban chup véi ban chinh
va ky xé4c nhan, khong dugc yéu cau ngudi di dang ky ndp ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, ¢t ho so dang ky ho tich
theo quy dinh cua phéap luat ho tich, khong dugc yéu cau ngudi dang ky ho tich
nop thém giéy to ma phap luat ho tich khong quy dinh phai ndp.

Nguoi tiép nhan hd so thuc hién khai thac thong tin trong Co s& dit lidu
qudc gia vé dan cu theo quy dinh phap luat néu ngudi yéu cau dang ky ho tich da
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cung cap ho, chit dém, tén; ngay, thang, nam sinh; s6 dinh danh ca nhéan/thé can
cudc cong dan/the can cudc/chitng minh nhan ddan/can cuoc dién tir. Truong hop
cac thong tin can khai thac khong co trong Co s& dit liéu qubc gia vé dan cu thi
dé nghi ngudi yéu cau ké khai day du.

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

+ Ban chyp céc gidy to giri kém theo ho so ding ky lai khai tir truc tuyén
phai bdo dam ro nét, dﬁy du, toan ven vé ndi dung, 1a ban chuyp béng may anh,
dién thoai hodc duoc chup, duoc quét bﬁng thiét bj dién tu, tur giéy to duoc cép
hop I¢, con gia tri st dung.

+ Truong hop gidy to, tai lidu phai giri kém trong ho so dang ky lai khai tir
truc myén da co ban sao dién tir hoac da c6 ban dién tir giéy to ho tich thi nguoi
yéu cau dugce sir dung ban dién tir nay.

+ Khi dén co quan diang ky ho tich nhan két qua (Trich lyc khai ta/ban sao
Trich luc khai tir), ngudi ¢d yéu cau dang kylai khai tir phai xuét trinh gidy to tuy
than, nop céc gidy to 1a thanh phan hé so ding ky lai khai tir theo quy dinh phép
luat ho tich.

- Gidy to do co quan c6 tham quyén ctia nudc ngoai cap, cong chimg hoic
xac nhan dé st dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phap
hoéa lanh su theo quy dinh ctia phap luat, trir trudong hop duoc mién theo diéu udc
qudc té ma Viét Nam 1a thanh vién.

- Truong hop ngudi co yéu cau ding ky lai khai tir khong cung cip duoc
gidy to néu trén theo quy dinh hodc gidy to ndp, xuat trinh bi ty xoa, sira chira,
lam gia thi co quan ding ky ho tich c¢6 tham quyén hiy bo két qua dang ky lai
khai tur.

S6 lwong hd so: 01 bg

Thoi han giai quyét: 05 ngay lam viéc; truong hop can xac minh thi thoi
han giai quyét khong qua 10 ngay lam viéc.

Poi twong thuc hién thii tuc hanh chinh: Ca nhan

Co quan thuc hién thi tuc hanh chinh: Uy ban nhan déan cép x4, noi da
dang ky khai tu trude day.

Co quan phdi hep: Co quan quan Iy CSDLQGVDC.

Két qua thwc hién thi tuc hanh chinh:

- Trich luc khai tir (ban chinh), ban sao Trich luc khai tir (treong hop yéu
cau cap ban sao Trich luc khai ti).

- Ban dién tir Trich luc khai tr (Ban dién tir s& ty dong giri vé Kho quan ly
dir liéu cia ca nhan/dia chi thu dién t/thiét bi sd/dién thoai ctia ngudi yéu cau
sau khi da hoan tat thu tuc dang ky lai khai tir tai co quan dang ky hd tich).

Phi, 1€ phi:
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- Mc 18 phi cu thé 1a 5.000 dong/trudong hop do Hoi dong nhan dan tinh,
quyét dinh.

- Mién phi d6i véi truong hop nop hd so truc tuyén.

- Mién 1 phi cho ngudi thudc gia dinh ¢ cong véi cach mang; ngudi thuoc
ho nghéo; ngudi khuyét tat.

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

Mau don, mau to khai:

+ T khai ding ky lai khai tir (néu nop hd so theo hinh thic truc tiép hoic
guri hd so qua hé thong buu chinh);

+ Mau ho tich dién tir twong tac dang ky lai khai tir (néu nop hd so theo
hinh thuec truc tuyén).

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

Viéc khai tir d3 duoc dang ky tai co quan c6 tham quyén caa Viét Nam trudc
ngay 01/01/2016 nhung So dang ky khai ttr va ban chinh Gidy chtng tir déu bi mat.

Can cw phap ly:

- Luat Ho tich nam 2014;

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

- Nghi dinh s6 87/2020/NB-CP ngay 28/7/2020 caa Chinh phi quy dinh vé
Co s dir liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu sira doi,
b sung mot s didu cua céc nghi dinh lién quan dén viéc nop, xuat trinh s6 ho
khau, s tam tr( gidy khi thyc hién thu tuc hanh chinh, cung cap dich vu cong:

- Nghi dinh s6 07/2025/ND-CP ngay 09/01/2025 ciia Chinh phii sira doi,
bé sung mét s6 diéu ciia cac Nghi dinh trong linh vue hé tich, quéc tich, chiing
thuc;

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

- Thong tu s6 03/2023/TT-BTP ngay 02/8/2023 cua Bo truang Bo Tu phap
stra d6i, bo sung mot s noi dung caa Thong tu s 01/2022/TT-BTP ngay
04/01/2022 cua Bo truong Bo Tu phap quy dinh chi tiét mot sé diéu va bién phap
thi hanh Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cia Chinh phi quy dinh
vé Co sé dit liéu ho tich dién tir, ding ky ho tich truc tuyén;
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- Théng tu s6 04/2024/TT-BTP ngay 06/6/2024 ciia Bo truong Bo Tu phép
stra d6i, bo sung mot sé didu ciia Thong tu s6 02/2020/TT-BTP ngay 08/4/2020
cua Bo truong Bo Tu phap ban hanh, huéng dan st dung, quan Iy mau sé quéc
tich va mau gidy to vé quéc tich va Thong tu s6 04/2020/TT-BTP ngay 28/5/2020
cua Bo truang Bo Tu phap quy dinh chi tiét thi hanh mot sé diéu cua Luat Ho tich
va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ciia Chinh phii quy dinh chi
tiét mot sé didu va bién phap thi hanh Luat Ho tich;

- Théng tu s6 281/2016/TT-BTC ngay 14/11/2016 cua B truongBo Tai
chinh quy dinh muac thu, ché d6 thu, nop, quan 1y va sir dung phi khai thac, sir
dung thong tin trong co sé dir liéu ho tich, phi xac nhan ¢ qudc tich Viét Nam,
phi xac nhan 13 nguoi goc Viét Nam, 1& phi qudc tich;

- Théng tu s 85/2019/TT-BTC ngay 29/11/2019 cia Bé truong Bo Tai
chinh huéng dan vé phi va Ié phi thudc tham quyén quyét dinh cua Hoi dong nhan
dan tinh, thanh phé tryc thuéc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo truong Bo Tai
chinh sta doi, bd sung mot sé diéu cia Thong tu sd 85/2019/TT-BTC ngay
29/11/2019 ctia Bo Tai chinh hudng dan vé phi va Ié phi thuoc tham quyén quyét
dinh caa Hoi d6ng nhan dan tinh, thanh phé truc thudc Trung wong.

Ghi chi: Phan chit in nghiéng 1a noi dung sira di, bd sung, thay thé.
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CONG HOA XA HQOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI PANG KY LAl KHAI TU

KN QU @ e

Ho, Chit dém, t81 NEUOT YBU CAU: ..ot eees et eeeee oot
Ngay, thang, NAM SINN: ..o

N T CU UL B oo

QUAN NE VOT NEUTT A CHELL ....ooooeeeeeeeeeseeeseee oottt
Pé nghi co quanding ky lai khai tir cho ngwoi ¢é tén dwéi day:

HOQ, CNTE A@IM, TN .o
Ngay, thang, NAM STNR: ..o

Gigitinh: @, DAN tOC: @ QUABC ICh: @ e
NOT CU 1T CUOT CUNG: @) oo oot

Pa chét vao 1UC: ..o QIO o phit, ngay ............. thang .......... NAM ..o
INOT CHEL: ..o

NGUYEN NNAN CNEL: ™) e oottt
Da diang ky khai tir tai: © . ngay ......... thang .......... nAM ................
Gidy chung tir/Trich luc khai tirs6: @i, quyén s&: ©
T6i cam doan nhitng ndi dung khai trén day la dung su that va chiu trdch nhiém trudc phép
luat vé cam doan ciia minh.

Lamtai: ......................... , NQAY .......... thang ........ nam ............

Ngudi yéu cau
(Ky, ghi rd ho, chir dém, tén)
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Dé nghi cip ban sao™: C6 D Khoéng []

Chu thich:

(Ghi rd tén co quan ding Ky lai khai tur.

@ Chi ghi trong truong hop ngudi ¢ yéu cau dang ky ho tich chua co/khong cung cap
sb dinh danh c4 nhan/cin cudc cdng dan/thé can cudc/chirng minh nhan dan; khéng cung cap
day du thong tin ngdy, thang, nim sinh.

~ Truong hop phai cung cp thong tin “Noi c tr” thi ghi theo noi ding ky thuong trd;
néu khong c6 noi dang ky thuong tra thi ghi theo noi dang ky tam trt; truong hop khdng cé
noi dang ky thuong tru va noi dang ky tam tra thi ghi theo noi ¢ hién tai.

~ OGhi s6 dinh danh c4 nhan/cin cudc cong dan/thé can cude (vi du: Can cude cong dan
$0 025188001010 do Cuc Canh sat QLHC ve TTXH cap ngay 20/11/2021). Truong hop khong
c0 so dinh danh c4 nhan/can cudc cong dan/the can cudc thi ghi gidy to hop I¢ thay the (ho
chiéu, chiing minh nhan dan,...).

@Truong hop chua xac dinh duoc thi dé trong.

®) Ghi rd tén co quan da diang ky khai tir trude day.

®) Chi khai trong truong hop biét rd.

M Pé nghi danh diu X vao 6 néu cd y&u cau cap ban sao va ghi rd sb luong.
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NOI DUNG MAU HO TICH PIEN TU TUONG TAC
THU'C HIEN PANG KY LAI KHAI TU

I. Thong tin vé ngudi yéu ciu ding Ky lai khai tir
(1) Ho, chir dém, tén;
(2) Sé dinh danh ca nhan;

(3) Gidy to tuy than: Loai gidy to stt dung (CCCD/CMND/H6 chiéu/Giay to hop
1¢ thay thé); sb, ngay, thang, nim cp, co quan cap; ban chup dinh kém;

(4) Noi cu trt (noi thuong tra/noi tam tra/noi dang sinh sdng);

(5) Quan h¢ vo1 nguodi duge khai tu.

I1. Thong tin vé nguwoi dwoc ding Ky lai khai tir

(6) Ho, chir dém, tén;

(7) Ngay, thang, nam sinh (tach biét riéng 03 truong thong tin ngay, thang, ndm);
(8) S6 dinh danh ca nhan;

(9) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H6 chiéu/Giay to hop
1¢ thay thé); s6, ngay, thang, nim cap, co quan cap; ban chyp dinh kém;

(10) Noi cu tri cudi cung (noi thudng tri/noi tam trd/noi sinh sdng trude khi
chét);

(11) Thoi gian chét: gio, phit, ngay, thang, nam (tach biét riéng cac trudng thong
tin gio, phuat, ngay, thang, nam);

(12) Noi chét;

(13) Nguyén nhéan chét (c6 chi thich: néu chua xac dinh dugc/chua rd thi dé
trong).

II1. Thong tin vé viéc ding Ky khai tir trude day

(14) No1 dang ky khai tir trude day;

(15) Gidy chung tii/Trich luc khai tir (s6, quyén sb, ngay, thang, nam diang ky);
(16) Pé nghi cap ban sao:

o Co

S6 lugng ban sao yéu cau: ...
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o Khong
(17) Hb so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan cac thong tin cung cip 1a dung sy that, khong con ban
chinh Gidy chimg t/Trich luc khai ttr, 4 ndp du cac gidy to hién c6 va chiu hoan
toan trach nhiém trudc phap luit vé ndi dung cam doan ctia minh.

* Trudng hop cac thong tin vé gidy to ching minh noi cu tri d3 dugc khai thac
tir CSDLQGVDC, duogc hé thong dién ty dong thi khong phai xuét trinh (theo
hinh thtrc truc tiép) hodc tai 1én (theo hinh thic truc tuyén).

* Mau dién tir twong tac ghi nhan thoi gian (gid, phut, gidy, ngay, thang, nim)
hoan tat viéc cung cap thong tin; ngudi yéu cau trude d6 di dang nhip vao hé
thong, thyc hién xac thuc dién tir theo quy dinh.

Nguoi yéu cau dang ky lai khai tir nhan Trich lyc khai ttr (ban chinh) truc tiép tai
co quan dang ky ho tich.

Ban dién tir s& tu dong gui vé Kho quan 1y dit liéu cua ca nhan/dia chi thu dién
tar/thiét bi sd/dién thoai ctia ngudi yéu cau sau khi di hoan tat thu tuc dang ky lai
khai tr tai co quan dang ky ho tich.
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17. Thi tuc cap ban sao Trich luc hé tich

Trinh ty thuc hién:

- Néu lwa chon hinh thirc nép hé so truc tiép, ngudi co yéu cau capban sao
Trich luc ho tichnop hd so dé nghi cip ban sao Trich luc hé tich tai Bo phan mot
cta/Trung tdm hanh chinh céng cua Co quan quan ly Co s¢ dir liéu ho tich dién
tr ¢6 tham quyén; nop phi theo quy dinh phép lut.

Truong hop co quan, to chirc c6 tham quyén dé nghi cap ban sao Trich luc
ho tich caa ¢ nhan thi giri van ban yéu cau néu rd 1y do cho Co quan quan 1y Co
s¢ dur liéu ho tich dién ta.

- Néu Ira chon hinh thirc nop hd so truc tuyén, nguoi cd yéu cau capban
sao Trich luc ho tichtruy cap Cdng dich vu céng quédc gia hoac Cong dich vy cong
cap tinh, dang ky tai khoan (néu chua co tai khoan), xac thuc nguoi ding theo
huéng dan, ddng nhap vao hé thdng, xac dinh diing Co quan quan Iy Co so dit lidu
ho tich dién tar ¢6 tham quyén.

Nguoi ¢6 yéu cau capban sao Trich luc ho tichtruc tuyén cung cap théng
tin theo mau dién tir trong tac yéu cau cap ban sao Giay khai sinh, ban sao Trich
luc ho tich (cung cap trén Cong dich vu cong), dinh kém ban chup hoic ban sao
dién tir cac gidy to, tai lidu lién quan dén noi dung dé nghi capban sao Trich luc
ho tich; nop phi thdng qua chirc ning thanh toan truc tuyén hoic bang cach thic
khac theo quy dinh phap luat, hoan tat viéc nop ho so.

- Can bo tiép nhan ho so tai Bo phan mot cira ¢d trach nhiém kiém tra tinh
chinh xac, ddy du, théng nhat, hop 1& caa hd so.

(i) Truong hop hd so dy du, hop 18 thi tiép nhan hd so; néu tiép nhan hd
so sau 15 gid thi co Phiéu hen, tra két qua cho nguoi ¢ yéu cau trong ngay lam
viéc tiép theo (néu nguoi c6 yéu cau lya chon hinh thic nop ho so truc tiép) hoic
guri ngay Phiéu hen, tra két qua qua thu dién tir hoac gui tin nhan hen tra két qua
qua dién thoai di dong cho nguoi c6 yéu cau (néu nguoi c6 yéu cau lya chon hinh
thic nop hd so truc tuyén);chuyén hd so dé cong chirc 1am cdng tac ho tich xu 1y.

- Sau khi tiép nhan hé so theo hinh thirc ndp tryuc tiép, can bo tiép nhan ho
so tai Bo phan mot ctra thuc hién sé hoa (sao chup, chuyén thanh tai liéu dién ta
trén hé thong thong tin, co so dit liéu) va ky sb vao tai liéu, hd so giai quyét thu
tuc hanh chinh da duoc s6 hoa theo quy dinh.

(ii) Truong hop ho so chua day da, hop Ié thi c6 thong bao cho ngudi yéu
cau b sung, hoan thién hd so, néu 13 loai giay td, ndi dung can bo sung dé ngudico
yéu cau b sung, hoan thién. Sau khi hd so dugc bo sung, thuc hién lai budc (i);

(iii) Truong hop ngudi ¢ yéu cau capban sao Trich luc ho tich khong bo
sung, hoan thién duoc hd so thi bao cao Trudng bd phan mot cira c6 thdng béo tir
chéi giai quyét yéu cau capban sao Trich luc ho tich.
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- Cong chuc 1am cong tac ho tich tham tra hd so (tham tra tinh thong nhat,
hop 1& caa céc thdng tin trong hd so, gidy to, tai liéu do ngudi yéu cau nop, Xuat
trinh hodc dinh kém).

+ Truong hop hd so can bd sung, hoan thién hoidc khong du diéu kién giai
quyét, phai tir chi thi guri thong bao vé tinh trang ho so téi Bé phan mot cira dé
thong bao cho ngudi nop hd so — thuc hién lai bude (i) hoic (iii);

+ Trudng hop can phai kiém tra, x4c minh 1am rd hodc do nguy@n nhan
khac ma khong thé tra két qua dung thoi gian da hen thi céng chuc 1am cong tac
ho tich 1ap Phiéu xin 15i va hen lai ngay tra két qua, trong d6 néu rd ly do cham
tra két qua va thoi gian hen tra két qua, chuyén Bo phan mét ctra dé tra cho nguoi
c6 yéu cau (néu nguoi ¢ yéu cau lya chon hinh thirc ndp hé so truc tiép), hoac
guri Phiéu xin 13i va hen lai ngay tra két qua qua thu dién ta hodc giri tin nhan qua
dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh thirc
nop hd so truc tuyén).

+ Néu thay ho so day du, hop Ié, ding quy dinh, truong hop tiép nhan ho
so cap ban sao Trich luc ho tich theo hinh thic tryc tiép, thi cong chirc 1am cong
tac ho tich inban sao Trich luc ho tich trinh Thu trudng Co quan quan Iy Co so dir
lieu ho tich dién ti ky, chuyén téi Bo phan mét cira dé tra két qua cho ngudi co
yéu cau.

Truong hop tiép nhan hd so xin capban sao Trich luc ho tich theo hinh thirc
truc tuyén, céng chirc 1am cong tac ho tich giri lai noi dung biéu mau Trich luc ho
tich dién tur twong ung voi thong tin ddy du cho ngudi yéu cau qua thu dién ta
hoic thiét bi sb.

Nguoi yéu cau cé trach nhiém kiém tra tinh chinh xac, day du caa cac théng
tin trén biéu mau Trich lyc ho tich dién tarva xac nhan (t6i da mot ngay).

Néu ngudi c6 yéu capban sao Trich luc ho tich da théng nhat, day da hoac
khdng c6 phan hdi sau thoi han yéu cau thi cdng chire 1am cong tac ho tichin ban
sao Trich luc ho tich, trinh Thu truéng Co quan quan 1y Co so dir liéu ho tich dién
tr ky, chuyén téi Bo phan mot cua dé tra két qua cho nguoi c6 yéu cau.

- Nguoi ¢6 yéu cau cap ban sao Trich luc ho tich duoc nhan két qua theo
Mat trong cac phuong thirc sau day:

+ Nhan ban dién tir ban sao Trich luc ho tich guri qua thu dién tir, Kho quan
ly dix liéu dién tir cua to chirc, ca nhan do;

+ Nhan ban dién ta ban sao Trich luc hé tich gui vao thiét bi s6, théng qua
phuong phap truyén s liéu phil hop, dam bao an toan, bao mat théng tin;

+ Nhan két qua 1a ban sao Trich luc ho tich thong qua hé thdng buu chinh;

+ Nhan két qua 1a ban sao Trich luc hé tich tai co quan dang ky ho tich.

Cach thirc thuc hién:

Nguoi ¢o yéu cau cép ban sao Trich luc ho tichtruc tiép thyc hién hoac uy
quyén cho ngudi khac thuc hién ndp hd so truc tiép tai B6 phan mot ctra/Trung
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tdm hanh chinh cong cia Co quan quan ly Co sé dir li€u ho tich dién tir hoac giri
hd so qua hé thong buu chinh hodc ndp hd so truc tuyén trén Cong dich vu cong
qudc gia (https://dichvucong.gov.vn) hodc Coéng dich vu cong cap tinh
(https://dichvucong.---.gov.vn).

Thanh phan hd so:

- T& khai dé nghi ban sao Trich luc ho tich theo mAu trong trudong hop nguoi
yéu cau 1a ca nhan hodc Vin ban yéu cu cip ban sao Trich luc ho tich néu rd 1y
do trong trudng hop nguoi yéu cau 1a co quan, t6 chirc (néu nguoi co yéu cau lua
chon ndp hd so theo hinh thire tryc tiéphodc gui hd so qua hé thdng buu chinh).

- Mau dién tir trong tac yéu cau cap ban sao Gidy khai sinh, ban sao Trich
luc ho tich(do ngudi yéu ciu cung cip thong tin theo hudng dan trén Cong dich
vu cong, néu ngudi c¢6 yéu cau lua chon ndp hd so theo hinh thirc tryc tuyén);

- Ngudoi co yéu cau cép ban sao Trich luc ho tichthuc hién viéc n(f)p/xuét
trinh (theo hinh thirc truc tiép) hodc tai Ién (theo hinh thirc truc tuyén) cac gidy to
Sau:

* Giay to phai nop:

- Vian ban ay quyén theo quy dinh cua phap luét trong truong hop ay quyén
thuc hién yéu cau cap ban sao Trich luc ho tich. Truong hop ngudi duoc ay quyén
la 6ng, ba, cha, me, con, vg, chong, anh, chi, em rudt ciia ngudi ty quyén thi vin
ban uy quyén khdng phai chiing thuc.

* Giay to phai xuat trinh:

- H{ chiéu/Chitng minh nhdn dan/Thé can cude cong dan/Thé can
cw6e/Can cude dién ti/Gidy chieng nhdn cdn cudchodc cac gidy to khac c6 dan
anh va thong tin ¢4 nhan do co quan c6 thidm quyén cép, con gid tri st dung dé
chirng minh vé nhan than cua nguoi co6 yéu cau cép ban sao Trich luc ho tich.
Truong hop cac thong tin cd nhdn trong cac gidy to nay da cO trong
CSDLQGVDC, CSDLHTDT, dugc hé thdng dién tu dong thi khong phai tai 1én
(theo hinh thuc truc tuyén).

Trudng hop gt hd so qua hé théng buu chinh thi phai guri kém theo ban
sao cO chung thuc cac giay to phai xuat trinh néu trén.

*Luuy

- D6i véi gidy to ndp, xudt trinh néu ngudi yéu cau ndp hd so theo hinh
thuc truc tiép:

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

+ Nguoi yéu cau ding ky ho tich c6 thé ndp ban sao chimg thuc tir ban
chinh hoic ban sao dugc cap tir so gbe hodc ban chup kém theo ban chinh gidy to
dé d6i chiéu. Truong hop ngudi yéu cau ndp ban chup kém theo ban chinh gidy
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to thi nguoi tiép nhan c6 trach nhiém kiém tra, d6i chiéu ban chup v6i1 ban chinh
va ky x4c nhén, khong duoc yéu cau ngudi di ding ky ndp ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, dii ho so dang ky ho tich
theo quy dinh cta phéap luat ho tich, khong dugc yéu cau ngudi ding ky ho tich
ndp thém gidy to ma phap luat ho tich khong quy dinh phai ndp.

Nguoi tiép nhan hd so thuc hién khai thac thong tin trong Co s¢ dit lidu
qudc gia vé dan cu theo quy dinh phap luat néu ngudi yéu cau dang ky ho tich da
cung cép ho, chit dém, tén; ngay, thang, ndm sinh; s6 dinh danh ca nhan/thé can
cudc cong dan/thé can cudc/churng minh nhan ddn/can cudc dién tir. Truong hop
cac thong tin can khai thac khong co trong Co sd dit liéu qubc gia vé dan cu thi
dé nghi ngudi yéu cau ké khai day du.

- D6i v6i gidy to giri kém theo néu nguoi yéu cau ndp ho so theo hinh thirc
truc tuyén:

+ Ban chup céac gidy to giri kém theo hd so capban sao Trich luc ho tich
truc tuyén phai bdo dam ro nét, dﬁy du, toan ven vé ndi dung, 1a ban chup bﬁng
may anh, dién thoai hodc duogc chup, duoc quét béng thiét bj dién tu, tir giéy to
duogc cap hop 18, con gia tri str dung.

+ Trudng hop gidy to, tai liéu phai gui kém trong hd so cApban sao Trich
luc ho tich truc tuyén di c6 ban sao dién tir hodc di c6 ban dién tir gidy to ho tich
thi ngudi yéu cau duogc str dung ban dién tir nay.

- Truong hop ngudi yéu cau cap ban sao Trich luc ho tich khong cung cap
day ¢t hodc cung cép cac thong tin khong chinh xac, khong thé tra ctru dugc thong
tin thi co quan dang ky ho tich tir chbi giai quyét.

- Gidy to do co quan c6 tham quyén clia nudc ngoai cap, cong chimng hoic
x4c nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phap
hoéa lanh su theo quy dinh ctia phap luat, trir trudng hop duoc mién theo diéu udc
qudc té ma Viét Nam 1a thanh vién.

- Trudng hop nhan két qua (ban sao Trich luc ho tich) tai co quan ding ky
hé tich, ngudi cé yéu cau cip ban sao Trich luc ho tich phai xuét trinh gidy to tuy
than; ndp cac gidy to, tai liéu 1 thanh phan hd so cdp ban sao Trich luc ho tich
theo quy dinh phap luat ho tich.

S6 lwong hd so: 01 bo

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

Poi twong thuc hién thi tuc hanh chinh: Ca nhan, té chirc

Co quan thuc hién tha tuc hanh chinh: Co quan qudn Iy Co so dir liéu
hé tich dién tir (cdp tinh, cdp huyén, cap x&).

Két qua thuc hién thi tuc hanh chinh: Ban sao Trich luc hé tich, ban sao
Giay khai sinh.
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Phi:8.000 dong/ban sao Trich luc/sy kién ho tich di dang ky

Mau don, mau to khai:

+ T khai cap ban sao Trich luc ho tich theo mau dbi véi truong hop nguoi
yéu cau la ca nhan (néu nop hod so theo hinh thirc truc tiéphoac giri hd so qua hé
théng buu chinh);

+ Van ban yéu cau cip ban sao Trich luc ho tich néu 13 1y do trong trudng
hop ngudi Yéu cau 1a co quan, té chtc (néu ndp hd so theo hinh thuc truc tiép);

+ Mau dién tir twong tac yéu cau cap ban sao Giay khai sinh, ban sao Trich
luc ho tich(néu ndp hd so theo hinh thic truc tuyén).

Can cw phap ly:

- Luat Ho tich nam 2014;

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

- Nghi dinh sé 87/2020/NB-CP ngay 28/7/2020 caa Chinh pht quy dinh vé
Co s dir liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Nghi dinh s6 07/2025/ND-CP ngay 09/01/2025 ciia Chinh phii sita doi,
bé sung mot s6 diéu ciia cdc Nghi dinh trong linh vuc ho tich, quéc tich, chung
thuc;

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

- Thong tu s6 03/2023/TT-BTP ngay 02/8/2023 ctia Bo truéng Bo Tu phap
stra d6i, bo sung mot so noi dung caa Thong tu s 01/2022/TT-BTP ngay
04/01/2022 cua Bo truang Bo Tu phap quy dinh chi tiét mot sé diéu va bién phap
thi hanh Nghi dinh sé 87/2020/ND-CP ngay 28/7/2020 cta Chinh phu quy dinh
vé Co sé dit liéu ho tich dién tir, ding ky ho tich truc tuyén;

- Thong tu s6 04/2024/TT-BTP ngay 06/6/2024 ctia Bo truéng Bo Tu phap
stra d6i, bo sung mot s6 diéu ciia Thong tu s6 02/2020/TT-BTP ngay 08/4/2020
cta Bo truong Bé Tu phap ban hanh, huéng dan sir dung, quan Iy mau sé quéc
tich va mau giay to vé qudc tich va Thong tu sé 04/2020/TT-BTP ngay 28/5/2020
cua Bo truang Bo Tu phap quy dinh chi tiét thi hanh mot sé diéu cua Luat Ho tich
va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 caia Chinh phii quy dinh chi
tiét mot sb diéu va bién phép thi hanh Luat Hb tich;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh quy
dinh muc thu, ché do thu, nop, quan Iy va st dung phi khai thac, st dung thdng


http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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tin trong co s& dit liéu ho tich, phi xac nhan c6 qudc tich Viét Nam, phi xac nhan
1a nguoi gbe Viét Nam, 1é phi qudc tich;

- Théng tu sé 85/2019/TT-BTC ngay 29/11/2019 cia Bo Tai chinh hudng
dan vé phi va I& phi thuoc tham quyén quyét dinh cua Hoi déng nhan dan tinh,
thanh phd truc thudc Trung wong;

- Thong tu sé 106/2021/TT-BTC ngay 26/11/2021 cua Bo Tai chinh sira
d6i, bd sung mot sé diéu cua Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua
Bo Tai chinh hudng din vé phi va 1 phi thuoc tham quyén quyét dinh cua Hoi
d6ng nhan dan tinh, thanh phé truc thudc Trung wong.

Ghi chi: Phan chit in nghiéng 1a noi dung stra d6i, bd sung, thay thé.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI
CAP BAN SAO TRIiCH LUC HOQ TICH

KINN QU @) e

Ho, Chit dém, tén NGUOT YBU CAU: ........cvvvevierecieeeseeeee sttt ten st
Ngay, thang, nam SINN: ......c.oooii e e

INOE CU T B oo et e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e eee e e e e e e e e

Quan hé véi ngudi dugc cap ban sa0 Trich [uC O CN: ...,
Pé nghi co quan cap ban sa0 trich TC®........ccoooooiiievceceeeecee e,
cho nguoi c6 tén dudi day:

Ho, Chit @M, TEN: ..o e e ere e reeenes
Ngay, thang, NAM SINN: ....ooiiii
Gigitinh: @ ..o, DaN toc: @ o, QUAC tICh: @ oo,

ngay ... thang ........... NAM ..o, ST QUYEN SO: voveveeeeeeveeees oo

T6i cam doan nhitng ndi dung khai trén day la dtng su that va chiu trdch nhiém trudc phap
luat vé cam doan ctia minh.
Lam tai: oo , Ngay ..... thang ...... nam .........
Nguwoi yéu cau
(ky va ghi 16 ho, chit dém, tén)
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Chu thich:

(1) Ghi tén co quan dé nghi thyuc hién viéc cip ban sao Trich luc ho tich.

@ Chi ghi trong truong hop ngudi ¢ yéu ciu dang ky ho tich chwa c6/khéng cung
cap s6 dinh danh c4 nhan/cin cudc cdng dan/thé can cude/chang minh nhan dan.

“Truong hop phai cung cap thong tin “Noi cu tra” thi ghi theo noi ding ky thuong
trd; néu khong c6 noi dang ky thuong tra thi ghi theo noi dang ky tam tra; truong hop
khong c6 noi dang ky thuong trii va noi dang ky tam trd thi ghi theo noi ¢ hién tai.

®)Ghi s6 dinh danh c4 nhan/cin cuéc cong dan/thé can cudc (vi du: Cin cudc cong
dan s6 025188001010 do Cuc Canh s&t QLHC vé TTXH cép ngay 20/11/2021). Truong
hop khéng c6 sé dinh danh c4 nhan/cin cudc cdng dan/thé can cude thi ghi gidy to hop 16
thay thé (ho chiéu, ching minh nhan dan,...).
) Ghi r5 loai viéc ho tich da dang ky trude day, nay dé nghi cap ban sao Trich luc
ho tich.
®) Ghi rd tén co quan di ding ky ho tich trudc day.
Vi du: Uy ban nhan dan phuong Dién Bién, quan Ba Pinh, thanh phé Ha Noi.
Uy ban nhan dan quan Hoan Kiém, thanh phé Ha Noi.
S& Tu phap tinh Hoa Binh.
® Truong hop nguoi yéu cau khong cung cp duoc thong tin tai muc ®thi cung cap
bo sung thong tin khac dé phuc vu viéc tra ciu.

Vi du: Cung cap thdng tin vé cha, me dé phuc vu viéc cap ban sao Giay khai sinh;

cung cap théng tin vé vo, chong dé phuc vu viéc cap ban sao Trich luc két hon:...
™ Ghi r5 sb luong ban sao dé nghi cap.
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~_NOIDUNG MAU DIEN TU TUONG TAC YEU CAU
CAP BAN SAO GIAY KHAI SINH, BAN SAO TRiCH LUC HQ TICH

I. Thong tin vé ngudi yéu cau

(1) Ho, chir dém, tén;

(2) Sé dinh danh ca nhan;

(3) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/HG chiéu/Giay to hop
1¢ thay thé); s6, ngay, thang, nim cap, co quan cap; ban chyp dinh kém;

(4) Noi cu trt (noi thuong tra/noi tam tra/noi dang sinh sdng);

(5) Quan hé v&i ngudi duge cap ban sao Gidy khai sinh/Trich luc h tich.

I1. Théng tin vé gidy to hd tich da ding ky

(6) Ho, chir dém, tén ngudi dugc dang ky;

(7) Sb dinh danh c4 nhén;

(8) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H( chiéu/Giay to hop
1¢ thay thé); s6, ngay, thang, nim cap, co quan cap; ban chyp dinh kém;

(9) Noi cu trt (noi thuong tra/noi tam tra/noi dang sinh sdng);

(10) Loai viéc yéu cau cép ban sao Giéy khai sinh/Trich luc ho tich;

(11) Co quan da dang ky sy kién ho tich trude day;

(12) Tén gidy to ho tich, sd, quyén s, ngay, thang, nam ding ky;

(13) S6 lugng ban sao;

(14) Phuong thirc nhan két qua:

0 Truc tiép

o Truc tuyén (ban dién tu s€ dugc gui vé Kho quan ly dir liéu cua ca nhan/dia chi
thu dién tir/thiét bi s6/dién thoai ctia nguoi yéu cau)

0 Buu chinh (cung cap dia chi noi nhan).

(15) Ho so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan céc thong tin cung cap 1a dung su that va chju hoan
toan trach nhi¢ém trude phap luat vé ndi dung cam doan ctia minh.

* Trudng hop cac thong tin vé ,giéy to chirng minh noi cu tra da dL}’(jc khai thac
tur CSDLQGVDC, dugc hé thong dién ty dong thi khong phai xuat trinh (theo
hinh thurc truc tiép) hodc tai 1€n (theo hinh thirc truc tuyén).

* Mau dién tir tuong tac ghi nhén thoi gian (gio, phut, gidy, ngay, thang, nam)

hoan tat viéc cung cap thong tin; ngudi yéu cau trudc d6 da diang nhap vao hé
thong, thyc hién xac thuc dién tir theo quy dinh.
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