VAN BAN PEN BIEN TU
56756 Ngay 22/06/2023

UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM

TINH HA TINH Doc 1ap - Tw do - Hanh phic
S6:1451 /QD-UBND Ha Tinh, ngay 22thdngeé  nam 2023
QUYET PINH

Vé viéc cong bé Danh muc va Quy trinh ngi by thu tuc hanh chinh
(Linh vue: H§ tich) thudc thAm quyén quén ly cia nganh Tu phap
ap dung tai UBND cap huyén trén dia ban tinh Ha Tinh

CHU TICH UY BAN NHAN DAN TINH

Can ctr Ludt T6 chirc Chinh quyén dia phwong ngay 19/6/2015; Ludt sira
doi, bo sung mot s6 diéu cua Ludt T6 chire Chinh phu va Ludt T 6 chirc Chinh
quyén dia phirong ngay 22/11/2019;

Can cit Nghi dinh s6 63/2010/ND-CP ngay 08/6/2010 ciia Chinh phii vé
kiém sodt thii tuc hanh chinh; Nghi dinh s6 92/2017/NB-CP ngay 07/8/2017 ciia
Chinh phii vé sira doi, b6 sung mét s6 diéu ciia cac Nghi dinh lién quan dén
kiém sodt thit tuc hanh chinh,

Cdan cir Nghi dinh sé 61/2018/ND-CP ngay 23/4/2018 cia Chinh phii vé
thuee hién co ché mét cira, mét cira lién théng trong gidi quyét thii tuc hanh chinh,

Can cir Thong tw sé 02/2017/TT-VPCP ngay 31/10/2017 cua B truong,

Chii nhiém Vin phong Chinh phii hudng dan vé nghiép vu kiém sodt thi tuc
hanh chinh;

Can cir Théng tw s6 01/2018/TT-VPCP ngdy 23/11/2018 cua B9 truong,
Chu nhi¢m Van phong Chinh phu hudng dan thi hanh mot. s6 quy dinh ciia Nghi
dinh sé 61/2018/NP-CP ngay 23/412018 cua Chinh phu vé thue hién co ché mot
cira, mot cira lién thong trong gidi quyét thii tuc hanh chinh;

Theo dé nghi ciia Gidm doc S¢ Tw phdp tai Vin ban so6 571/STP-VP ngay
27/5/2023, y kién thong nhdt vé quy trinh néi bé thii tuc hanh chinh cia S¢ Khoa
hoc va COng nghé tai Vin ban s6 741/SKHCN-TBC ngay 22/5/2023.

QUYET PINH:

Piéu 1. Cong bd kém theo Quyét dinh nay Danh muc va Quy trinh ndi bo
02 (hai) thu tuc hanh chinh dugc ban hanh mdéi, 16 (mudi sau) tha tuc dugce stra
d6i, b6 sung trong linh vuc Ho tich thudc thim quyén quan 1y ctua nganh Tu
phap ap dung tai UBND cip huyén trén dia ban tinh Ha Tinh.

Piéu 2. Giao S¢ Tu phap chu tri, phdi hop véi Van phong UBND tinh
(Trung tdm Cong béo - Tin hoc) va cac co quan, don vi lién quan can clr Quyét
dinh nay, trong thoi han 05 ngay lam viéc xay dung quy trinh dién tir giai quyét
thil tuc hanh chinh trén Hé thong Cong thong tin Dich vu cong tryc tuyén cua
tinh dé 4 ap dung thong nhét tai UBND cap huyén trén dia ban tinh Ha Tinh.



Piéu 3. Quyét dinh nay c6 hiéu luc ké tir ngay ban hanh; thay thé danh
muc va quy trinh ndi bd giai quyét thu tuc hanh chinh linh vuc Ho tich tai Quyét
dinh s6 2352/QB-UBND ngay 16/6/2021 cia UBND tinh vé viéc cong b thii tuc
hanh chinh thudc linh vuc quan 1y cta nganh Tu phap ap dung tai UBND cap
huyén trén dia ban tinh Ha Tinh.

Piéu 4. Chanh Vin phong UBND tinh, Giam dbc S¢ Tu phap, Giam doc
Trung tdm CoOng bao - Tin hoc tinh; Chu tich UBND cac huyén, thanh phd, thi
xd; Giam d6c Trung tdim Hanh chinh céng cdp huyén va cac to chtic, ca nhan co
lién quan chiu trach nhiém thi hanh Quyét dinh nay./.

Noi nhin: KT. CHU TICH
- Nhu Didu 4; ) CHU TICH
- B6 Tu phap;

- Cyc Kiém soat TTHC - VP Chinh phi;
- Chu tich, cac PCT UBND tinh;

-S6 KH va CN;

- Ph6 CVP Tran Tuan Nghia;

- Trung tdm CB-TH tinh;

- Luu: VT%




100% BAN NHAN DAN
TINH HA TINH

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phic

DANH MUC VA QUY TRINH NOI BO THU TUC HANH CHINH LINH VUC HQ TICH THUQC THAM QUYEN QUAN
LY CUA NGANH TU PHAP AP DUNG TAI UBND CAP HUYEN TREN PIA BAN TINH HA TINH

A. THU TUC HANH CHINH PUQC BAN HANH MOI

(Ban hanh kém theo Quyét dinh s6

/OP-UBND ngay /

PHAN I. DANH MUC THU TUC HANH CHINH

/2023 cua Chu tich UBND tinh Ha Tinh)

1 | Ténthi tyc Ky hig¢u Thoi han giai Pia diém thuc | Phi, 1¢ phi Ciin o phép I§
hanh chinh | quy trinh quyét hién (néu co)
- Luat HO tich nam 2014;
- Trung tam Hanh , - Nghi dinh s6 123/2015/ND-CP
03 ngay lam vi€c, | himh cong cip Phi: 8.000 | ngay 15/1 1/2015 cua Chinh phu
ké tr ngay nhan huyen: dong/ Yﬁn quy dinh chi tiet mot so diéu va
da ho so hop 1&.| Céng dich vu bérj Xac bién phap thi hém,h Luéat Ho tich;
Xac nhan thong Truong hop phai cong: nhanveé |- Nghi dinh s6 87/2020/ND-CP
1 1B tich QT.HT.17 | kiém tra, xac minh hito-//dichvucon mot VIEC hf-’ ngay 28/7/2020 ctia Chinh phi quy
S thi thoi han c6 the ﬁ tinh 9| tichcuacé | dinh vé& Co s6 dit liéu ho tich dién
kéo dai nhung | TAITAIVVIT T nhanda |, dang ky ho tich tre tuyén;
khong qua 10 ngay | oo hucon g| el . Thong w s 04/2020/TT-BTP
lam viéc. "govun ngdy 28/5/2020 cia Bo Tu phap

quy dinh chi tiét thi hanh mot s
di€u cua Luat Ho tich va Nghi dinh
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%) 123/2015/ND-CP ngay
15/11/2015 cua Chinh phu quy dinh
chi tiét mot s diéu va bién phap thi
hanh Luat HJ tich;

- Nghi dinh s6 104/2022/NP-CP
ngay 21/12/2022 cta Chinh phu
stra ddi, bd sung mot s6 diéu cua
cac nghi dinh lién quan dén viéc
nop, xuét trinh s6 ho khau, s6 tam
tri giay khi thuc hién thu tuc hanh
chinh, cung cép dich vu cong;

- Thong tu sb 01/2022/TT-BTP
ngay 04/01/2022 cua B¢ Tu phap
quy dinh chi tiét mot sé diéu va
bién phap thi hanh Nghi dinh s
87/2020/NB-CP ngay 28/7/2020
ctia Chinh phu quy dinh vé Co so
dir liéu ho tich dién tr, dang ky hd
tich truc tuyén;

- Thong tu s6 281/2016/TT-BTC
ngay 14/11/2016 cta Bo Tai chinh
quy dinh muc thu, ché d6 thu, nop,
quan ly va str dung phi khai thac,
st dung thong tin trong co so dir
liéu ho tich, phi xac nhan co qudc
tich Viét Nam, phi xac nhéan la
nguoi goc Viét Nam, 18 phi quéc
tich;




- Thoéng tu sd 85/2019/TT-BTC
ngay 29/11/2019 cua B Tai chinh
huéng dan vé phi va 1& phi thudc
thAm quyén quyét dinh cua Hoi
ddng nhan dan tinh, thanh phd truc
thudc Trung wong;

- Thong tu s6 106/2021/TT-BTC
ngay 26/11/2021 cua B Tai chinh
stra doi, bo sung mat s6 diéu cua
Thong tu s6 85/2019/TT-BTC ngay
29/11/2019 cua B Tai chinh
huéng dan vé phi va 1& phi thudc
tham quyén quyét dinh cua Hoi
doéng nhan dan tinh, thanh phd truc
thudc Trung wong;

- Quyét dinh s6 528/QP-BTP ngay
13/04/2023 cua Bo Tu phéap vé viée
cong bd thu tyc hanh chinh dugc
stra d6i, bo sung trong linh vuc hd
tich thuoc pham vi chttc nang quan

1y ctia BO Tu phap.
- Péi véi hd so NGO hd sor Cang |~ LéPhi | - Ludt Ho tich ndm 2014;

3 L ding ky két hon: | oP MOSO MONE T ghno ky két | - Nghi dinh sb 123/2015/ND-CP
bang ky két NP o dich vu cong: A7 . . , ,
hon. xéc nhn 15 ngay lam vige, htto://dich hon: ngay 15/11/2015 cta Chinh phu
aop oo NS | QTHTA8 [ ké tir ngay nhan | NPCICIVUCONG. 1,000,000 | quy dinh chi tiét mot s6 diéu va

A da hd so hop 1&. hatinh.gov.vin | 43no/13n | bién phap thi hanh Luat Ho tich:
nhén tryc tuyén PO . hoic L . :

-Boi véihoso xde | s | dang kYl |- Nghi dinh s6 61/2018/ND-CP
nh4n tinh trang hén | " P> 91 -Lephi |ngay 23/4/2018 cia Chinh pha vé
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nhén: Trong ngay
lam viéc.

.gov.vn

- Nhan két qua:
Trung tam Hanh
chinh cong cap

huyén

cap gidy
xac nhan
tinh trang
hon nhan:
10.000
ddng/
truong hop;
- Mién 1é
phi cho
nguoi
thuoc gia
dinh c6
cong voi
cach mang;
nguoi
thuoc ho
ngheo;
nguoi
khuyét tat.
- Phi cap
ban sao
trich luc ho
tich trong
truong hop
nguol dan
yBu cau:
8.000
dong/ban.

thuc hién co ché mét cira, mot cira
lién thong trong giai quyét tha tuc
hanh chinh;

- Nghi dinh s6 45/2020/NP-CP
ngay 08/4/2020 cua Chinh phu vé
thuc hién tha tuc hanh chinh trén
moi truong dién tu;

- Nghi dinh s6 107/2021/ND-CP
ngay 06/12/2021 cua Chinh phu
stra doi, bod sung mot s6 diéu cua
Nghi dinh s6 61/2018/ND-CP ngay
23/4/2018 cua Chinh phu vé thuc
hién co ché mét ctra, mot cira lién
thong trong giai quyét thu tuc hanh
chinh;

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

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

- Nghi dinh s6 42/2022/ND-CP ngay
24/6/2022 cua Chinh phi quy dinh
vé viéc cung cap thong tin va dich vy
cong truc tuyén cia co quan nha
nudc trén moi truong mang;




- Nghi dinh s 59/2022/ND-CP
ngay 05/9/2022 cua Chinh phu quy
dinh vé dinh danh va x4c thuc dién
tur;

- Nghi dinh s6 104/2022/NP-CP
ngay 21/12/2022 cta Chinh phu
stra ddi, bd sung mot s6 diéu cua
cac nghi dinh lién quan dén viéc
nop, xuét trinh s6 ho khau, s6 tam
tri giay khi thuc hién thu tuc hanh
chinh, cung cép dich vu cong;

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

- Thong tu sb 01/2022/TT-BTP
ngay 04/01/2022 cua B¢ Tu phap
quy dinh chi tiét mot sé diéu va
bién phap thi hanh Nghi dinh sb
87/2020/NB-CP ngay 28/7/2020
ctia Chinh phu quy dinh vé& Co sé
dir li€u ho tich dién tir, dang ky ho
tich truc tuyén;

- Thong tu s6 281/2016/TT-BTC




ngay 14/11/2016 cua B Tai chinh
quy dinh muc thu, ché d6 thu, nop,
quan ly va str dung phi khai thac,
st dung thong tin trong co so dir
liéu ho tich, phi xac nhan cé quéc
tich Viét Nam, phi xac nhéan la
nguoi gdc Viét Nam, 18 phi quéc
tich;

- Thong tu s6 85/2019/TT-BTC
ngay 29/11/2019 cua B Tai chinh
hudng dan vé phi va 1¢ phi thu¢c
tham quyén quyét dinh cua Hoi
dong nhan dan tinh, thanh phd truc
thudc Trung wong;

- Thong tu s6 106/2021/TT-BTC
ngay 26/11/2021 sua do6i, bod sung
mot sb diéu cua Théng tu sd
85/2019/TT-BTC ngay 29/11/2019
cua Bo Tai chinh hudng dan vé phl
va 18 phi thudc tham quyén quyét
dinh cua Hoi dong nhan dan tinh,
thanh phd truc thudc Trung wong;

- Nghi quyét s6 253/2020/NQ-
HDND ngay 08/12/2020 cua
HPND tinh Ha Tinh quy dinh vé
mtc thu, mién, giam, thu, ndp,
quan 1y va st dung cac khoan phi,
1€ phi trén dia ban tinh Ha Tinh;




- Quyét dinh s6 309/QD-BTP ngay
13/03/2023 cua B6 Tu phéap ban hanh
Quy trinh giai quyét thi tuc hanh
chinh: Ping ky két hon, xac nhan
tinh trang hon nhan truc tuyén.

B. THU TUC HANH CHINH PUQC SUA POI, BO SUNG

ngay thi tra két
qua trong ngay
lam viéc tiép
theo.

g.hatinh.gov.vn
hoac
https://dichvuco
ng.gov.vn

ngh¢o; nguoi
khuyét tat.

- Phi c4p ban
sao trich luc ho
tich trong
truong hop
nguoi dan yéu

o | Ténthi tyc hanh | Ky higu | Thai han gidi | Dia diém thuc Phi, 1¢ phi Ciin et DhAD I
chinh quy trinh quyét hign (néu co) Prap ly
- 6LOé 0%133 - Luét H tich nam 2014;
A - Nghi dinh s6 123/2015/ND-CP
A ddng/t  dl
- Trung tam ONEUONE | 103y 15/11/2015 cia Chinh pha
Ngay  trong| Hanh chinh hop. ) L s
S > | _mannchin x| quy dinh chi tiét mot so6 diéu va
ngdy tiép nhan | ¢ong cp huyén. | - Mien 18 phi | pis 40 thi hanh Luat Ho tich:
ho so. TruONg | . congdichvy | chonguol 1 0 g b 66 87/2020/ND-CP
hop nhdn 10 S0 ggng (chi gigp | thude giadinh | 5 712020 cia Chinh phe
5 , . S ] A . u u
Dang ky khai sinh sau 15 gio ma | panhg sy, | cOcongvei | BT s dit leu ho tich
1 |co6 yéu t6 nudc| QT.HT.01 khor}g giai htto://dichvucon cach mang; qmy g A
ngoai quyét duogc P- nguoi thude ho dign fr, ding ky ho fich tryc

tuyén;

- Nghi dinh s6 104/2022/ND-CP
ngay 21/12/2022 cua Chinh phu
stra ddi, bd sung mot sb6 diéu cua
cac nghi dinh lién quan dén viéc
nop, xuét trinh s6 ho khau, sb tam
tr gidy khi thyc hién thi tuc hanh
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cau: 8.000
dong/ban.

chinh, cung cép dich vu cong;

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

- Thong tu s6 01/2022/TT-BTP
ngay 04/01/2022 cua Bo Tu phap
quy dinh chi tiét mot s diéu va
bién phap thi hanh Nghi dinh s6
87/2020/NDB-CP ngay 28/7/2020
ctia Chinh phu quy dinh vé Co s6
dr 1iéu ho tich dién tir, dang ky ho
tich truc tuyén;

- Théng tu s6 281/2016/TT-BTC
ngay 14/11/2016 cta B¢ Tai
chinh quy dinh muc thu, ché do
thu, n0p, quan ly va st dung phi
khai thac, st dung thong tin trong
co s& dir li€u ho tich, phi xac nhan
co quéc tich Viét Nam, phi xéc
nhan 1a nguodi goc Viét Nam, 1¢
phi qudc tich;

- Thong tu s6 85/2019/TT-BTC
ngay 29/11/2019 cua B¢ Tai




chinh hudng dan vé phi va 1é phi
thudc thdm quyén quyét dinh cua
Ho1 déng nhan dan tinh, thanh
phé tryc thuéc Trung wong;

- Thong tu s6 106/2021/TT-BTC
ngay 26/11/2021 cua B Tai
chinh sta ddi, bd sung mat $6
diéu ctia Thong tu s6 85/2019/TT-
BTC ngay 29/11/2019 cua B Tai
chinh huong dan vé phi va 1€ phi
thudc tham quyén quyét dinh cia
Hoi dong nhan dan tinh, thanh
phé tryc thudc Trung wong;

- Nghi quyét sé 253/2020/NQ-
HDND ngay 08/12/2020 cua
HDND tinh Ha Tinh quy dinh vé
muc thu, mién, giam, thu, nop,
quan 1y va stir dung cac khoan phi,
1€ phi trén dia ban tinh Ha Tinh;

- Quyét dinh s6 528/QD-BTP
ngay 13/04/2023 cua B Tu phap
vé viéc cong bd thu tuc hanh
chinh dugc sira doi, bo sung trong
linh vuc ho tich thuoc pham vi
chic nang quan 1y cua Bo Tu

phap.




Dang ky khai sinh
cO yeéu t0 nudc

05 ngay lam
viée ké tir ngay
nhan du ho so
hop 1€. Truong
hop phai co

- Trung tam
Hanh chinh
cdng cap huyén.
- Cong dich vu
cong (chi tiép
nhan hd so):

- L¢ phi:
60.000
ddng/truong
hop;

- Mién 1& phi
cho nguoi
thudc gia dinh
cO cong voi
cach mang;

ngoai cho nguoi| QT.HT.02 vin ban  xdc http://dichvucon | nguoi thudc hd Nhu trén
da c6 ho so, giay . . ... | 0.hatinh.gov.vn | nghéo; nguoi
minh thi thoi X
to ca nhan s X hoac khuyeét tat.
han gial quyet| o rdichvuco { ckp bi
khong qua 25 : - Phi cap ban
ngay. ng.gov.vn sao trich luc ho
tich trong
truong hop
nguoi dan yéu
cau: 8.000
dong/ban.
- Tiép nhan ho - Lé phi: Nhu trén
SO 1.000.000
y A 1A 15 ngay lam| + Trungtdm | dong/lan dang
Dang ;ky tlfetnﬁgn THT.03 viee, ké tu Hanh chinh Ky;
;Sogi]eu © ¢ QT.HT. ngay nhan du cong cap huyén. | - Mién 16 phi
ho so hop €. + Cong dich vu cho nguoi

cong:
http://dichvucon

thudc gia dinh
cO cong voi
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g.hatinh.gov.vn

cach mang;

Dang ky khai twr
cO yéu t0 nuoc
ngoai

QT.HT.04

hoac nguoi thudc hd
https://dichvuco | nghéo; nguoi
ng.gov.vn khuyét tat.
- Tra két qua: - Phi cap ban
UBND cép sao trich luc hd
huyén. tich trong
truong hop
nguoi dan yéu
cau: 8.000
ddng/ban.
Trong ngiy tiép - L¢ phi: Nhu trén
nhan hd  so. A 60.000 dong/
Nhan hd so sau| - Trung tam truong hop;
15 g6 ma AHanr) chmhA _ Mién 18 phi
khong giai 00”9 cap huyén; cho nguoi
quyét duoc| - Congdichvu | thuge gia dinh

ngay thi tra két
qua trong ngay
lam viéc tiép
theo. Trong
truong hop can
xac minh, thi
thor han giai

quyét khong qua
03 ngay lam
viéc.

cdng (chi tiép
nhan hd so):
http://dichvucon
g.hatinh.gov.vn
hoac
https://dichvuco
ng.gov.vn

c6 cong voi
cach mang;
nguoi thude hod
ngheo; nguoi
khuyét tat.

- Phi cap ban
sao trich luc hd
tich trong
truong hop
nguoi dan yéu
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cau: 8.000

dong/ban.
- Lé phi:
] , 60.000 dong/
- bang  ky| _Trung tam truong hop;
gidm h? e Hénh chinh - Mién 1¢ phi
Trong thoi han cong cap huyén; cho ng{xéyi

05 ngay lam

vice, 1 1| Cérg% r?é(':h vu thudc gia dinh
\ A , : co cong voi
bang ky giam ho E‘g?; ﬁlfgrllé au) Cong dich vu cach mang;
cd yéu t0 nudc _°0 71 cbng (chitié nguoi thudc hd A
ngoai QTHT.05 |- y B}E}ll}gd ky nhé?n(hé so)!O r%ghéo; nguoi Nhur trén
ﬁ;ﬁg;: 0 Tur’g;lg http://dichvucon khuyct tat.
thoi han 03 g.hatinh.gov.vn | - Phi cap ban
ngdy lam viec hogc sao trich luc ho
sau khi nhér; https://dichvuco tich trong
d0 hd so h(‘),p ng.gov.vn truong hop
18, i nguoi dan yéu
' cau: 8.000
ddng/ban.
- Trung tam - L& phi:
5 VT Hanh chinh 60.000
Pang ky chém dut ?fiéc 22?{1 n aé:n cong cap huyén; | dong/truong
gidm ho ¢6 yéu t§ | QTHT.06 | 7 *° " 3% | cng dich vy hop; Nhu trén
nudc ngoai hoi) 2. cong (chi ticp - Mién 1¢ phi
e nhan ho so): cho nguoi

http://dichvucon

thudc gia dinh
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g.hatinh.gov.vn
hoac
https://dichvuco
ng.gov.vn

co cong voi
cach mang;
nguoi thude ho
ngheéo; nguoi
khuyét tat.

- Phi c4p ban
sao trich luc ho
tich trong
truong hop
nguoi dan yéu
cau: 8.000
ddng/ban.

bang ky nhan
cha, me, con cO
y€u t0 nudc ngoai

QT.HT.07

15 ngay lam
viee, ké tu
ngay nhan du
hé so hop 1¢.

- Trung tam
Hanh chinh
cdng cap huyén;
- Cong dich vu
cdng (chi tiép
nhan hd so):
http://dichvucon
g.hatinh.gov.vn
hoac
https://dichvuco
ng.gov.vn

- L¢ phi:
1.000.000
ddng/ trudng
hop.

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

- Phi c4p ban
sao trich luc ho
tich trong

Nhu trén
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truong hop
nguoi dan yéu

cau: 8.000

ddng/ban.

Dang ky khai sinh
két hop ding ky
nhan cha, me, con
c6 yéu t6 nudc
ngoai

QT.HT.08

15 ngay, ké tir
ngay nhan du
ho so hop I¢.

- Trung tam
Hanh chinh
cong cap huyén
- Cong dich vu
cdng (chi tiép
nhan hd so):
http://dichvucon
g.hatinh.gov.vn
hoac
https://dichvuco
ng.gov.vn

- L¢ phi: Bang
ky khai sinh:
60.000
ddng/truong
hop.

- L¢ phi: Bang
ky nhan cha,
me, con:
1.000.000
ddng/ trudng
hop.

- Mién 1¢ phi
cho nguoi
thudc gia dinh
cO cong voi
cach mang;
nguoi thude ho
ngheo; nguoi
khuyét tat.

- Phi cap ban
sao trich luc hd
tich trong
truong hop

Nhu trén
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nguoi dan yéu

cau: 8.000
ddng/ban.
- L¢ phi: Nhu trén
60.000 dong/
truong hop.
- Trung tam - Mién 18 phi
05 ngay lam| Hanh chinh cho nguoi
vide, ké tur|congcap huyén; | thyge gia dinh
ngdy nhan du| - 96ng( dhic'[]' VU | ¢ cong voi
< o : ho so hop 1&.| €ONg (chi tiep cach mang;
9 gﬁﬁg i(g ljel:ukhta; OTHT.09 | Truong  hop| MMANNOSO): | ngusi thue ho
niréc Ngoai B phai xac minh http:/{dlchvucon ngheo; nguoi
thi thoi han g.hatinh.gov.vn khuyeét tat.
giai quyet hogc - Phi cdp ban
khong qua 25| https://dichvuco | ga0 trich luc ho
ngay. ng.gov.vn tich trong
truong hop
nguoi dan yéu
cau: 8.000
d6ng/ban
05 ngay lam - Trung tam - Lé phi:
Ding ky lai két viee, ké tur AHanr) chl’nhA | }.OO0.0QO
10 |hon c6 yéu 5| QT.HT.10 |Pgdy nhin du|congcap huyén; | dong/ trrong Nhu trén
mréc ngodi ho so hop 1€.| - Cong d1ch_ vu IEQP-
Truong  hop | cbng (chi tiep - Mién 1€ phi

phai xac minh

nhan hd so):

cho nguoi
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thi thoit han
gidi quyét
khéng qua 25
ngay.

http://dichvucon
g.hatinh.gov.vn
hoac
https://dichvuco
ng.gov.vn

thudc gia dinh
co cong voi
cach mang;
nguoi thude ho
ngheéo; nguoi
khuyét tat.

- Phi cép ban
sao trich luc hd
tich trong
truong hop
nguoi dan yéu
cau: 8.000
d6ng/ban

11

Dang ky lai khai
tir cO y€u to nuoc
ngoai

QT.HT.11

05 ngay lam
viee, ké
ngay nhan du
hé so hop 1é.
Truong  hop
can phai xéc
minh thi thoi
han giai quyét
khong quéa 10
ngay lam viéc.

- Trung tam
Hanh chinh
cong cap huyén;
- Cong dich vu
cong (chi tiép
nhan hd so):
http://dichvucon
g.hatinh.gov.vn
hoac
https://dichvuco
ng.gov.vn

- L¢ phi:
60.000 dong/
truong hop;

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

- Phi c4p ban
sao trich luc ho
tich trong

Nhu trén
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truong hop
nguoi dan yéu

cau: 8.000

ddng/ban.

12

Thay doi, cai
chinh, b6 sung ho
tich, xac dinh lai
dan toc

QT.HT.12

- Ngay trong
ngay lam viéc
dbi v6i yéu cau
b6 sung thong
tin ho tich.
Truong  hop
nhan ho so sau
I5 g6 ma
khong giai
quyét duoc
ngay thi tra két
qua trong ngay
lam viéc tiép
theo.

- 03 ngay lam
viée, d6i véi
yéu cau thay
doi, cdi chinh
ho tich. Truong
hop phai xac
minh thi thoi
han giai quyét
khong quéa 06

- Trung tam
Hanh chinh
cong cap huyén;

- Cong dich vu
cong (chi tiép
nhan hd so):
http://dichvucon
g.hatinh.gov.vn
hoac
https://dichvuco
ng.gov.vn

- Thay doi, cai
chinh ho tich
cho cbng dan
Viét Nam cu

tru ¢ trong

nudc tu du 14

tudi tré 1én, bo
sung ho tich

cho ngudi nudce
ngoai va nguoi

Vi¢t Nam dinh

cu 0 nudc
ngoai, xac dinh
lai dan toc cho
cong dan Viét

Nam cu tru ¢
trong nuoc va

nguoi Viét

Nam dinh cu &
nudc ngoai:

20.000
dong/truong
hop;

- Thay d6i ho

Nhu trén
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ngay lam viéc.

tich cho cong
dan Viét Nam
dinh cu & nudce
ngoai, cai chinh
ho tich cho
nguol nuoc
ngoai va cong
dan Viét Nam
dinh cu & nude
ngoai: 50.000
ddng/ trudong
hop;

- Mién 1¢ phi
cho nguoi
thudc gia dinh
co6 cong voi
cach mang;
nguoi thudc ho
ngheo; nguoi
khuyét tat.

- Phi cip ban
sao trich luc hd
tich trong
truong hop
nguoi dan yéu
cau: 8.000

dong/ban.




Ghi vao sO0 hd
tich viéc két hon
cua cong dan Vit

05 ngay lam
viee, ké tu

- Trung tam
Hanh chinh
cong cap huyén;
- Cong dich vu
cong

- L¢ phi:
60.000
dong/lan.

- Mién 18 phi
cho nguoi
thudc gia dinh
c6 cong voi
cach mang;
nguoi thude ho

N ?fﬁtdtiidfgcqﬁﬁ OTATES | ngay nhan du g“ﬁ;ﬁﬂ;fgzﬂcj? nghéo; nguoi N trén
c6  thim quyén gidy 16 hop I¢. hozc khlrlyeﬂt tat;
cua nuGe ngoai https://dichvuco | - Phi cap ban
na.oov.vn sao trich lyc ho
tich trong
truong hop
nguoi dan yéu
cau: 8.000
dong/ban.
N T - Trung tam - Lé phi:
on o 20 1o Eﬁg Hanh chinh 60.000
: : ’ . . cong cap huyén; dne/lan.
viéc két hon cia 05 ngay Iam C% Capd. ‘;Y‘?n dong/lan. -
14 cong dan Viét QT.HT.14 viee, ké tur| ongaichvu | - Mien I¢ Phl Nhu trén
Nam da dugc giai o ngay nhan du cong cho nguoi

quyét tai co quan
c6 tham quyén cua
nudc ngoai

gidy to hop 1é.

http://dichvucon

g.hatinh.gov.vn
hoac

https://dichvuco

thudc gia dinh
c6 cong voi
cach mang;

nguoi thude ho
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ng.gov.vn

ngheo; ngudi
khuyét tat.

- Phi c4p ban
sao trich luc hd
tich trong
truong hop
nguoi dan yéu
cau: 8.000
ddng/ban.

15

Ghi vao s6 ho
tich viéc hd tich
khac cua cong
dan Viét Nam da
dugc giai quyét
tai co quan coO
thAm quyén cua
nudc ngoai (khai
sinh; giam ho;
nhan cha, me,
con; xac dinh cha,
me, con; khai tu;
thay doi ho tich)

QT.HT.15

- Trong ngay
tiép nhan ho so.
Truong hop
nhan ho so sau
15 g6 ma
khong giai
quyét duoc
ngay thi tra két
qua trong ngay
lam viéc tiép
theo. Truong
hop phai xac
minh, thi thoi
han giai quyét
khong qua 03

ngay lam viéc.

- Trung tam
Hanh chinh
cong cip huyén;
- Cong dich vu
cong
http://dichvucon
g.hatinh.gov.vn
hoac
https://dichvuco
ng.gov.vn

- L¢ phi:
60.000 dong/
lan.

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

- Phi cap ban
sao trich luc hd
tich trong
truong hop
nguoi dan yéu
cau: 8.000
ddng/ban.

Nhu trén
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Ciap ban sao trich
luc ho tich

QT.HT.16

Trong ngay tiép
nhin hd so.
Truong hop
nhan ho so sau
I5 g6 ma
khong giai
quyét duoc
ngay thi tra két
qua trong ngay
lam viéc tiép
theo.

- Trung tam
Hanh chinh
cong cap huyén;
- Cong dich vu
cong
http://dichvucon
g.hatinh.gov.vn
hoac
https://dichvuco
ng.gov.vn

- Phi: 8.000
ddng/ ban.
- L¢ phi:
Khong.

- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 cia Chinh phu
quy dinh chi tiét mot sé diéu va
bi¢én phap thi hanh Luat HJ tich;

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

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

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

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

- Théng tu s6 281/2016/TT-BTC
ngay 14/11/2016 cua B Tai
chinh quy dinh muc thu, ché do
thu, n0p, quan 1y va st dung phi
khai thac, str dung théng tin trong
co s& dir li€u ho tich, phi xac nhan
co quéc tich Viét Nam, phi xéc
nhan 13 nguoi gbc Viét Nam, 1é
phi qudc tich;

- Thong tu sé 85/2019/TT-BTC
ngay 29/11/2019 cua B Tai
chinh huéng dan vé phi va 1é phi
thudc tham quyén quyét dinh cia
Hoi déng nhan dan tinh, thanh
phé tryc thudc Trung wong;

- Théng tu s6 106/2021/TT-BTC
ngay 26/11/2021 cua B Tai
chinh sta ddi, bd sung mot )
diéu ctia Thong tu s6 85/2019/TT-
BTC ngay 29/11/2019 cua Bo Tai
chinh huéng dan vé phi va 18 phi
thudc thim quyén quyét dinh cua




Ho1 déng nhan dan tinh, thanh
phé truc thudc Trung wong;

- Quyét dinh s6 2228/Qb-BTP
ngay 14/11/2022 cta B9 Tu phap
vé viéc cong bd thu tuc hanh
chinh ma1 ban hanh; tha tuc hanh
chinh dugc sira doi, bo sung trong
linh vuc hd tich thuc hién tai co
quan dang ky ho tich thuoc pham
vi chlic nang quan 1y cua Bo Tu

phap.




I. THU TUC HANH CHINH PUQC BAN HANH MOI
1. Xac nhén thong tin hg tich

PHAN II. NOI DUNG QUY TRINH NQI BQ THU TUC HANH CHINH

1

KY HIEU QUY TRINH QT.HT.17

NOI DUNG QUY TRINH

2.1

Piéu kién thue hién TTHC: Khong.

2.2

Cach thirc thye hién TTHC:

- Nguoi co yéu cau xac nhan thoéng tin ho tich truc tlep thyc hién hoac uy
quyén cho nguoi khac thuc hién ndp hé so truc tiép tai Trung tdm Hanh

chinh céng cia UBND cép huyén;

- Gtri hé so qua hé théng buu chinh hoac ndp ho so truc tuyén trén Céng dich
vu cong quoc gia (https://dichvucong.gov.vn) hoac Cong dich vu cong tinh

(https://dichvucong.hatinh.gov.vn).

2.3

Thanh phén hé so, bao gom:

Ban
chinh

Ban
sao

T khai dé nghi xac nhan thong tin ho tich (néu nguoi cé yéu
cau lua chon ndp ho so theo hinh thirc truc ti€p);

X

Biéu miu dién tir tvong tac yéu céu cap van ban xac nhan
thong tin ho tich (do nguoi yéu cau cung cap thong tin theo
hudng dan trén Cong dich vu cong, néu nguoi co yéu cau lya
chon ndp ho so theo hinh thirc truc tuyén);

Nguoi cd yéu cau xac nhan thong tin ho tich thuc hién viée
ndp/xuat trinh (theo hinh thirc tryc tiép) hodc tai 1én (theo
hinh thtrc truc tuyén) cac gidy to sau:

* Gidy to phai nop:

Gidy to, tai liéu co lién quan dén ndi dung dé nghi xac nhan
thong tin ho tich;

Vin ban ty quyén (duogc chimg thyc) theo quy dinh cua phap
ludt trong truong hop uy quyén thuc hién viéc xin cap xac nhan
thong tin ho tich. Truong hop nguoi dugce Gy quyén la ong, ba,
cha, me, con, vo, chéng, anh, chi, em rudt cia nguoi uy quyén
thi vin ban oty quyén khong phai chimg thuc.

Gidy to chimg minh thudc gia dinh c6 cong v6i cach mang,
nguoi thude ho ngheo, nguot khuyét tat (néu co);
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* Gidy to phai xut trinh:

Ho chiéu hoic ching minh nhén dan hodc thé can cudc cong
dan hodc cac giay to khac c6 dan anh va thong tin ca nhan do
co quan ¢ tham quyén cip, con gia tri st dung dé chimg
minh vé nhan thin ctia ngudi cd yéu cau cap xac nhan thong
tin ho tich. Truong hop cac thong tin ca nhan trong cac gidy
td nay di co6 trong Co so dir liéu qudc gia vé dan cu X
(CSDLQGVDC), Co s¢& dir licu ho tich dién tu
(CSDLHTPDT), dugc hé thdng dién tu dong thi khong phai
xuat trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh
thire truc tuyén);

Gidy to co gia tri chung minh théng tin vé cu tr trong trudng
hop co quan quan 1y Co sé dir liéu ho tich dién tr khong thé
khai thac duoc thong tin vé noi cu tri ciia cong dan theo cac
phuong thic quy dinh tai khoan 2 Piéu 14 Nghi dinh sd
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop X
cac thong tin vé gidy to chimg minh noi cu tra dé dugc khai
thac tir Co s¢ dir li€u quoc gia vé dan cu bang cac phuong thure
nay thi ngudi ¢ yéu cau khong phai xuét trinh (theo hinh thirc
truc tiép) hodc tai 1én (theo hinh thuc truc tuyén).

* Lueu ¥ khi nép hé so:

- DGi Véi gidy to ngp, xudt trinh néu nguoi yéu cau ngp ho so theo hinh thirc
tryec tiep:

+ Poi Véi gidy to xudt trinh khi dang ky ho tich, nguwoi tiép nhdn cd trach
nhiém kiém tra, doi chiéu véi théng tin trong to khai, chup lgi hodgc ghi lgi
théng tin dé luu trong hé so va tra lai cho ngwoi Xudt trinh, khéng dwoc yéu
cau nép ban sao hodc ban chup gidy to do.

+ Nguoi Yeu cau dang ky hé tich ¢ thé ngp bdn sao ching thyec tir ban chinh
hodc bdn sao durgc cap tir s6 goc hogc ban chup kém theo ban chinh giay to dé
doi chiéu. Truwong hop ngum yéu cau nop ban chup kem theo ban chinh gidy
to thi ngu’o’l tlep nhgn co6 trach nhiém klem tra, déi chiéu ban chup véi ban
chinh va ky xac nhdn, khéng dwoc yéu cau nguoi di ding Ky nép ban sao gidy
to do.

+ Nguwoi tiép nhdn c6 trach nhiém tiép nhdn ding, di hé so dang ky hé tich
theo quy dinh cua phap ludt hg tich, khéng dwoc YU cau nguoi ding ky ho
tich ngp thém gidy to-ma phép ludt hg tich khéng quy dinh phdi nép.

- Truong hop guri ho so qua hé thong buu chinh thi phai gui kém theo ban sao
c6 chizng thuc cac gidy to phai xudt trinh.

- Déi voi gidy to gii kém theo néu nguroi yéu cau ngp ho so theo hinh thirc
truc tuyen:
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+ Ban chup cac giay to giri kém theo ho so cap xac nhdn thong tin hé tich tryc
tuyen phdi bao dam ré nét, ddy dii, toan ven vé ngi dung, la ban chup bang
may dnh, di¢n thogi hodc duot chup, duoc quet bang thiét by dién tir, tor giay
to duroc cap hop Ié, con gia trj sir dung; néu 1a gidy to do co quan cé tham
quyén nuéc ngoai cdp thi phdi diroc hop phap hoa lanh sy, dich sang tiéng
Viét theo quy dinh, trir truong hop dwroc mien hop phap héa lanh su.

+ Truong hop nhdn két qua (Van ban xac nhdn thdng tin hé tich) tai co quan
dang ky hé tich, nguoi cO yéu cdu cdp xac nhdn théng tin hé tich xudt trinh
giay to tuy thén; ngp ban chup céc gidy to, tai liéu ¢6 lién quan dén ngi dung
dé nghi xac nhan thong tin ho tich theo quy dinh phap lugt ho tich. Truong
hop glay to, tai lieu phai gui kem trong hé so cap xac nhdn thoéng tin hg tich
tryec tiép hodc truc tuyen dd c6 bdn sao dién tir hodc da cé bdn dién ti gidy to
hé tich thi nguwoi Yéu cau dwoc sir dung ban dién tir nay.

2.4

S6 lwgng ho so: 01 bo.

2.5

Thoi han giai quyét: Trong thoi han 03 ngay lam viéc, ké tir ngay nhan du ho
so hgp I€. Truong hop phai kiém tra, xadc minh thi thoi han c6 thé kéo dai
nhung khong qua 10 ngay lam viéc.

2.6

Pia diém tiép nhin ho so va tra két qua giai quyét TTHC:

- Trung tdm Hanh chinh céng cap huyén.

- Cong dich wvu c¢éng: http://dichvucong.hatinh.gov.vn  hoic
https://dichvucong.gov.vn.

2.7

Co quan thue hién: Phong Tu phéap thuoc UBND cép huyén

Co quan c6 thim quyén quyét dinh: Phong Tu phap thuéoc UBND cip
huyén

Co quan dwoe iy quyén: Khong.

Co quan phdi hop: Co quan cong an, cac co quan khac c6 lién quan.

2.8

Poi twong thue hién TTHC: Co quan, to chirc, c nhan.

Két qua giai quyét TTHC:

2.9 | - Néu ho so du diéu kién: Van ban xac nhan thong tin h tich.
- Néu ho so khong di diéu kién: Van ban tir chdi x4c nhan thong tin ho tich.
2.10 | Quy trinh xir ly cong viéc
TT Trinh tw TriCh Thot | ped mawKée qua
: nhi¢m glan
1. "l.“iep nkAlan I:o SO. L Meflu 01; 02, 03
81 - Tiép nhan ho so tryc ti€p tur ca Cong chire | Gior hanh (néu c6); 06 va Hd

nhan hoac tor hé théng buu TN&TKQ chinh | so theo muc 2.3
chinh hodc trén Cong dich vu

cong quoc gia
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(https://dichvucong.gov.vn)
hoac Cé)ng dich vu cong tinh
(https://dichvucong.hatinh.gov.
vn).

2. Can bd TN&TKQ kiém tra
ho so:

- Trudong hop hd so chua day
du, hop 1é: Hudng dan nguoi
nop hd so bd sung, hoan thién
theo quy dinh, néu khong bo
sung hoan thi¢én duogc thi tur
chéi tiép nhan ho so.

- Truong hop hé so day du, hop
1¢ thi tiép nhan hod so, thu phi
theo quy dinh, c6 Phiéu hen, tra
két qua cho nguoi co yéu cau
(néu nguoi co yéu cau lya chon
hinh thirc ndp hd so truc tiép)
hoic gui ngay Phiéu hen, tra
két qua qua thu dién tor hoac
guri tin nhan hen tra két qua qua
dién thoai di dong cho nguoi co
yéu cau (néu ngudi c6 yéu cau
lga chon hinh thirc nop hd so
truc tuyén), dong thoi chuyén
hé so dé Phong Tu phap xir 1y.
Sau khi tiép nhan hd so theo
hinh thic ndp truc tiép, cong
chitc TN&TKQ thuc hién s
hoa (sao chup, chuyén thanh tai
liéu dién tir trén hé théng thong
tin, co so dir liéu) va ky sb vao
tai liéu, ho so giai quyét thu tuc
hanh chinh da dugc s6 héa theo
quy dinh.

Chuyén Phong Tu phap dé xir

Cong chuc

Mau 01, 05 va ho

B2 1y, TN&TKQ | 2289 | i5 kém theo

Tham tra hd so (thdm tra tinh Mau 05:

thdng nhét, hop 1¢ clia cac | Cong chic ; e R
B3 1 1A 02 nga

thong tin trong hd so, glay to, | xur Iy ho so g2y | Van ban xdc nhan

tai liéu do nguo1 yéu cau ndp,

thong tin ho tich.
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xuat trinh hodc dinh kém).

- Néu thiy ho so day du, hop 1¢,
ding quy dinh, thong tin trong
Co s¢ dir 1i¢u ho tich dién tir va
thong tin dé nghi xac nhan I3
dang:

+ Truong hop tiép nhan hd so
cép xac nhan thong tin hd tich
theo hinh thac truc tiép, thi
cong chirc xur 1y hd so in Vin
ban xdc nhan thong tin hd tich,
trinh Lanh dao phong Tu phap
ky duyét theo budc BY.

Pbi v6i yéu cau xac nhan thong
tin ho tich cia ca nhan, néu
thay thong tin ho tich cua ca
nhan khong co6 sy thay doi thi
cong chuc xur 1y bao cao Lanh
dao phong khong cip Vin ban
xac nhan thong tin hg tich ma
huéng dan ngudi yéu cau lam
thil tuc cap ban sao Gidy khai
sinh hodc ban sao trich luc ho
tich tuong Ung, trir truong hop
co quan, to chirc ¢6 tham quyén
dé nghi cdp vin ban xac nhan
dé giai quyét vu viéc lién quan
dén ca nhan.

+ Truong hop tiép nhan hd so
Xin cdp x4c nhan thong tin ho
tich theo hinh thirc truc tuyén,
cong chirc xir Iy hod so gui lai
biéu mau X4c nhan thong tin ho
tich dién tir v6i thong tin day du
cho ngudi yéu cau qua thu dién
tir hodc thiét bi so.

Nguoi yéu cau cé trach nhiém
kiém tra tinh chinh xéc, day du
clia cic thong tin trén biéu mau
Xéc nhan thong tin ho tich dién
tr va xdc nhan (t6i da mot
ngay).
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Néu ngudi co yéu cau xac nhan
thong tin da théng nhat, day du
hoic khong c6 phan hdi sau
thoi han yéu cau thi cong chirc
lam cong tac ho tich in Van ban
xac nhan thong tin hg tich, trinh
Lanh dao Phong Tu phap Ky
duyét theo budc B7.

- Truong hop can x4c minh
thém thong tin thi chuyén thuc
hién tir buée B4 dén BI.

Bao cdo Lanh dao Phong Tu
phap va tham muu van ban d¢é
nghi co quan cong an, cic co

Cong chure

Mau 05; Vin ban dé

B4 |quan khac co6 lién quan xac| 1 ha 0l ngay |nghi xac minh
minh theo quy dinh tai Khoan 3 XY RO SO thong tin ho tich
Piéu 13 Nghi dinh sd
87/2020/ND-CP.

Co quan
cdng an, Vin ban tra 101 dé
B5 | X4c minh thong tin ho tich. caccoquan | 05ngay |nghi xac minh
khéac co thong tin ho tich
lién quan
- Truong hop két qua xac minh
khong c6 thong tin hodc thong
tin khong thong nhat vOi gidy to Mau 05;
nguodi yéu cau cung cap thi du Vian ban x4c nhéan

B6 thao Vin ban tir chdi cdp vin Cong chirc 01 nai thong tin ho tich
ban xéc nhan thong tin h tich . | xir Iy hd so 9 | 1osc Van ban tir
- Truong hop két qua xac minh chdi x4ac nhén
thdng tin thong nhat véi gidy to thong tin ho tich
thi du thao Vian ban xac nhan
thong tin ho tich.

Mau 05;
~ Van ban x4c nhan
B7 Xem xét, duyét két qua thuc ;ﬁg;lgd%?r 0,5 ngay thong tin hQ tich
hién tai budc B3 va B6. : ’ hoac Van ban tr
phap % . A
choi  xac nhan
thong tin ho tich
B8 | Pong d4u vin ban va chuyén két | Cong chiee | 02 gid | Mau 05, 06; Vin
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qua cho cong chic TN&TKQ | xir Iy ho so ban x4c nhan thong
dé tra cho ca nhan. tin ho tich hodc
Vin ban tir chdi
xac nhan thong tin
hd tich
- Tra két qua cho nguoi dan.
- Nguoi c6 yéu cau cip Xac
nhan thong tin ho tich duoc
nhan két qua theo mot trong cac
phuong thurc sau day:
+ Nhan ban dién t¢ Van ban
xac nhan thong tin ho tich g
qua thu dién tir, Kho quan 1y dir
liu dién tir coa t6 chuc, ca Mau 01, 06; Van
nhan do; ban xac nhan thong
Bo | T Nhan ban dién t&¢ Van ban | Cong chuc | Gio hanh | tin hd tich hoefl,c
x4c nhin thong tin ho tich gui | TN&TKQ chinh | Van ban tr choi
vao thiét bi sd, thong qua xac nhan thong tin
phuong phép truyén sb liéu phu ho tich
hop, dam bdo an toan, bdo mat
thong tin;
+ Nhan két qua 1a Van ban xac
nhan thong tin ho tich thdng qua
hé théng buu chinh;
+ Nhan két qua 1a Van ban xac
nhan thong tin ho tich tai co quan
dang ky ho tich.
* Truong hop dén hen nhung chwa cé két qud, trong thoi gian chdm nhat 01
gio' triede khi hét han xir 1y, Phong Tw phdp tham mwu UBND cdp huyén ban
hanh phiéu xin 16i va hen lai ngay tra két qua dé giri cho t6 chire, cé nhan.
* Trong qua trinh giai quyét ho so nguoi co trach nhiém thuc hién can thyc
hién dong thoi cdc thao tdc tiép nhdn/chuyén/tra hé so, két qua giai quyét trén
phan mém: http://dichvucong.hatinh.gov.vn véi cdc buéce trong quy trinh.
3 | BIEU MAU
=
Mau 01 Mau 01.docx

Gidy tiép nhan ho so va hen tra két qua
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|Ej

Mau 02 Mau 02.docx

Phiéu y€u cau bd sung hoan thién ho so
o]

Mau 03 Mau 03.docx

Phiéu tir chéi tiép nhan giai quyét ho so
=

Mau 04 Mau 04.docx

Phiéu xin 15i va hen lai ngay tra két qua
=

Mau 05 Mau 05.docx

Phiéu kiém soat qua trinh giai quyét hd so
o]

Mau 06 MAau 06.docx
So6 theo do1 ho so

HO SO LUU:

Mau 01; 02, 03, 04 (néu ¢6); 06 luu tai Trung tAm Hanh chinh cong cap huyén.
Mau 01, 05 luu theo ho so;

Ho6 so dau vao theo muc 2.3;

Phan mém dich vu cong.

Hb so duogc luu tai Phong Tu phap, thoi gian luu trit ho so xac nhan thong tin ho tich
thuc hién luu theo quy dinh ctia Luat Ho tich va cac van ban huéng dan thi hanh.

2. Ping Ky két hon, xdc nhin tinh trang hon nhan truc tuyén

1 |KY HIEU QUY TRINH QT.HT.18
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thye hién TTHC:

- Viéc ndp ho so dang ky két hon, x4c nhan tinh trang hon nhan truc tuyén trén
Cong Dich vu cong qudc gia, Cong dich vu cong tinh chi dugc thuc hién véi
diéu kién Céng dich vu cong/Hé théng mot cira dién tir cia tinh da hoan thanh
viéc két ndi, khai thac dir liéu cong dan tir Co sé dit liéu qudc gia vé dan cu va
két ndi, lién thong dir liéu vdi Phan mém ding ky, quan 1y ho tich dién tir dung
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chung cua B§ Tu phép

- Cong dan c6 yéu cau giai quyet tht tuc hanh chinh diang ky két hon, xac nhan
tinh trang hon nhan tryc tuyén co tai khoan trén Cong dich vu céng Qudc gia
hodac tai khoan dinh danh di¢n t&¢ mac do 2 theo quy dinh cua Nghi dinh so
59/2022/ND-CP ngay 05/9/2022 cua Chinh pht quy dinh vé dinh danh va xac
thuc dién tir.

2.2

Cach thire thuce hién TTHC:

- Nguodi c6 yéu cau truy  cp Cong dich vu cong qubc gia
(https://dichvucong.gov.vn)/Cong dich vu cong tinh
(https://dichvucong.hatinh.gov.vn), dang ky tai khoan (neu chua co tai khoan),
Xac thuc nguoi dung theo huéng dan, dang nhap vao hé théng.

- Nguoi ¢6 yéu cau lwa chon co quan dang ky ho tich c6 tham quyen giai quyét
thi tuc dang ky két hon thuc hién quy trinh nop ho so: Pang ky két hon, xac
nhan tinh trang hon nhan truc tuyen

- Nguoi c6 yéu cau cung cip thong tin trén biéu mau dién tir tvong tac ding ky
két hon, xac nhan tinh trang hon nhan (c6 mau kém theo); dinh kém ban chup
hodc ban sao dién tir cac gidy to, tai liéu theo quy dinh; ndp phi, 1& phi thong
qua chirc ning thanh toan truc tuyén hodc bang cach thirc khac theo quy dinh
phap luat, hoan tat viéc ndp ho so.

2.3

Ban | Ban

Thanh phan ho so, bao gom: chinh | sao

Biéu mau dién tir twong tac dang ky két hon, xac nhan tinh trang

. . X
hon nhan.

Nguoi ¢6 yéu cau thuc hién vige tai Ién cac gidy to sau:

Gidy to hop 1& dé ching minh ngudi c6 yéu cau du diéu kién
két hon:

Doi voi két hon co yéu to nudc ngoai:

Gidy xac nhan cua t6 chic y té co thim quyén cia Viét Nam
hodc nudc ngoai xac nhan cac bén két hon khong mic bénh tim
than hodc bénh khac ma khong c6 kha nang nhan thire, lam chu
duoc hanh vi cia minh;

Gidy to ching minh tinh _trang hon nhan cta nguoi nudc ngoai
do co quan c6 thim quyén cua nudc ma ngudi do 1a cong dan
cap con gia trj st dung, xac nhén hién tai ngu:orl do khong co vg
hoic khong co chong; truong hop nudc ngoal khong cap xéc X
nhén tinh trang hon nhén thi thay bang gidy to do co quan cb
tham quyén nudc ngoai xac nhan ngudi d6 co du didu kién két
hon theo phap luat nudce do;
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Ngudi nudc ngoai, cong dan Viét Nam dinh cu & nudc ngoai

vr A1 A 1A g A a g e 1A 1:A X
phai nOp ban sao ho chiéu/gidy to co gia tri thay thé ho chidu;
Cong dan Viét Nam di ly hon hodc huy viée két hon tai co quan
c6 tham quyén cua nudc ngoai phai ndp ban sao trich luc ho tich «

vé viéc da ghi vao sb viéc ly hon hodc hity viée két hon trai phap
luat (Trich luc ghi chu ly hon);

Cong dan Viét Nam la cong chirc, vién chic hoac dang phuc vu
trong luc luong vii trang phai ndp van ban ctia co quan, don vi

) ro s A ‘A 2, 1A e e , N ~ £ X
quan ly xac nhén viéc két hon vdoi nguoi nude ngoai khong tréi
v6i quy dinh cua nganh do;
Truong hop ngudi yéu cau dang ky két hon dang cong tac, hoc
tap, lao dong c6 thoi han & nude ngoai thi phai nop Giay xac X

nhan tinh trang hon nhan do Co quan dai di¢n ngoai giao, Co
quan dai dién 1anh su cua Viét Nam & nudc ngoai cap;

Ho chiéu hoic Ching minh nhan dan hoac Thé can cudc cong
dan hodc cac gidy to khac co dan anh va thong tin ca nhan do co
quan c¢6 thAm quyén cip, con gia tri sir dung dé chu’ng minh vé
nhan than cua nguoi ¢6 yéu cau. Truong hop cac théng tin ca X
nhan trong cac gidy to nay da co trong Co so dir liéu Quoc gia
vé dan cu, Co s& dir liéu ho tich dién tir, dugc hé thong dién tu
dong thi khong phai tai 1én;

Giay to chiing minh thudc gia dinh c6 cong voi cach mang,

e A A \ |- Ly oA A . X
nguoi thude ho ngheo, nguoi khuyét tat (néu co);
Gidy to c6 gia tri chimg minh thong tin vé cu tra trong truong
hop co quan quan ly Co s¢ dir li¢u ho tich dién tir khong thé
khai thac dugc thong tin v€ noi cu tri cua cong dan theo cac
phuong thitc quy dinh tai khodn 2 Diéu 14 Nghi dinh so X

104/2022/ND-CP ngay 21/12/2022 cua Chinh pha. Truong hop
cac thong tin vé gidy to chimg minh noi cu tra d3 duogc khai
thac tir Co s& dit liéu qudc gia vé dan cu bang cac phuong thirc
nay thi nguoi c6 yéu cau khong phai tai 1én.

* Luu y khi ngp ho so:

+ Bdan chup céc glay to guri kém theo hé so truec tuyen phdi bdao dam rd nét,
day dii, todn ven vé ngi dung, la ban chup bang may dnh, dién thoai hodc
duoC chup, duot quét bang thiét bi dién tir, tir gidy to duoc cap hop ¢, con gia
tri sir dung; néu 1a gidy to do co quan c6 tham quyén nuéc ngodi cap thi phdi
duwoc hop phap hda lanh s, dich sang tleng Viét theo quy dinh, true truong
hop diwrgc mién hop phép hoa lanh su.

+ Khi d@én nhdn két qud, hai bén nam, niz phdi c6 mat, xudt trinh gidy to tuy
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than (hé chiéu, ching minh nhan dan, thé can cudc cong dan hogc giay to
khac c6 dan dnh va théng tin cd nhdn do co quan cé tham quyén cap, con gia
tri su dung) dé xac dinh dung nhan than.

2.4

S6 lwong hd so: 01 bo

2.5

Thoi han giai quyét:
+ Pang ky két hon: 15 ngay lam viéc, ké tir ngay nhan da hd so hop 18.
+ Xéc nhan tinh trang hon nhan: Trong ngay lam viéc.

2.6

Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:

- Nop ho so: Cong dich vu cong qudc gia/Cong dich vu cong tinh, dia chi
https://dichvucong.gov.vn hodc http://dichvucong.hatinh.gov.vn;

- Nhén két qua: Trung tdm Hanh chinh cong cip huyén.

2.7

Co quan thyc hién: Phong Tu phap va UBND cip x4 noi c6 thim quyén cip
Giay xac nhan tinh trang hon nhan.

Cp’ quan cé thﬁm quyén quyét Qinh:, UBND cép huyén thuc hi¢n dang ky
két hon; UBND cap xa thuc hién cap gidy xac nhan tinh trang hon nhan.

Co quan dwore iy quyén: Khong.

Co quan phoi hop: Co quan quan 1y Co sé dit liéu quéc gia vé dan cu,
UBND cap xa.

2.8

Poi twong thwe hién TTHC: C4 nhan.

2.9

Két qua giai quyét TTHC: Gidy chimg nhan két hon hoic Vin ban théng bao
khong du diéu kién két hon.

2.10

Quy trinh xir ly cong viéc

TT

Trinh ty Trach Thot | piay mawKée qui
: nhiém glan

Bl

1. Tiép nhan ho so trén Cong
dich wvu «cong qubc gia
(https://dichvucong.gov.vn)
hoac Céng dich vu cong tinh
(https://dichvucong.hatinh.gov. Mau 01: 02, 03 (néu
un) L | S99 Gishanh | c6); 06 va hé so
2. Cong chuc TN&TKQ kiém |  chuc chinh | theo muc 2.3

tra ho so: TN&TKQ '

- Truong hop hod so chua day
du, hop 1¢: Guri thong bao qua
thu dién tir hodc tin nhin qua
dién thoai di dong cho nguoi
yéu cau bod sung, hoan thién hd
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s0, néu 1o loai gidy to, ndi dung
can bo sung dé ngudi co yéu cau
bd sung, hoan thién. Trudng
hop nguoi ¢ yéu cau khong bd
sung, hoan thi¢n duoc ho so thi
gtri thong bao tir chdi giai quyét
hé so.

- Truong hop hd so day du,
hop 1& thi tiép nhan hd so,
chuyén hd so cho phong Tu
phap xtr 1y, ddng thoi giri Phiéu
hen, tra két qua qua thu dién tir
hodc tin nhin qua di¢n thoai di
déng cho ngudi co6 yéu cau,
trong d6 néu rd thoi gian tra két
qua.

B2

Tham tra hd so:

Trudng hop hd so can bo sung,
hoan thién hodc khong du diéu
kién giai quyét, phai tir chi thi
gui thong bao vé tinh trang ho
so td1 Trung tdm hanh chinh
cong cap huyén dé thong bao
cho ngudi ndp hd so.

Cong
chuc xu ly
hd so,
lanh dao
Phong Tu
phap,

01 ngay

Mau 05; Vian ban
thong bao tinh trang
ho so (néu co).

St dung chtc nang trén H¢
thong kiém tra tinh trang hon
nhan cua cong dan (néu co sO
dir li€u ho tich dién tr co du
thong tin cia cong dan).

Truong hop khong kiém tra
dugc tinh trang hon nhan cua
cong dan thi boc tach hd so xéac
nhan tinh trang hon nhéan
chuyén téi UBND cip xi c6
thAm quyén xac nhan tinh trang
hon nhan.

Cong
chue xu ly
ho so

3,5 ngay

Mau 05; Chuyén
yéu ciu trén phan
mém ho tich qua
chic ning Hé thong
kiém tra, x4c minh
thong tin tinh trang
hon nhan.

B3

Cong chuc Tu phap - Ho tich
cia UBND cdp xd c6 tham
quyén xac nhan tinh trang hén
nhan co trach nhiém tiép nhan
hd so trén Hé théng, kiém tra,

UBND
cap xa
duoc dé
nghi

Trong
ngay lam
viéc

Vin ban thé hién
tinh trang hon nhan
cua nguoi cé yéu
cau
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xac minh thong tin tinh trang
hon nhan cta cong dan, hoan
tat thu tuc xac nhan tinh trang
hon nhan, chuyén tra két qua 1a
thong tin vé tinh trang hén nhan
cia ngudi c6 yéu cau cho
UBND cap huyén noi tiép nhan
hd so ding ky két hon.

Sau khi nhan duoc két qua phan
héi vé tinh trang hon nhan tir
UBND cép xa:

- Truong hop hai bén nam, nir
du dieu kién két hon thi hoan
tat quy trinh dang ky két hon,
ghi vao S6 Piang ky két hon,
cap nhat thong tin ding ky két

M?{u 05; du thao
Giay ching nhéan

B4 hon trén Phan mém ding ky, chgco)r!?rl’ 05 naa két hon hodc Van
quan 1y ho tich dien tir dung | 1S | MOV Toan  thong  bao
chung. In Giay chirng nhan két khong du diéu kién
hon, trinh Lanh dao phong xem két hon.
xét, ky nhay.

- Truong hop hai bén nam, nir
khong du dicu kién ket hon du
thao Van ban thong bao khong
du diéu kién két hon trinh Lanh
dao phong xem xét, ky nhay.
Mau 05; Gidy chimg
e 1 s 1A , Lanh dao nhan két hon hoac
B5 X.eAm xet, k’y nhdy ket qua thye Phong Tu | 02 ngay | Van ban thong bao
hién tai budc B4. : A s A 1A
phap khong du di€u kién
ket hon.
Mau 05; Giay chimg
, np 1A , A . | Lanh dao nhan k&t hon hoac
Be | <V duyét ket qua thuc hién tai | ;5\ | 02 ngay | Van ban thong bao
budc BS. % A . A 1A
cap huyén khong du dicu kién
ket hon.
Phat hanh vin ban, tra két qua | Vin thu, Mau 05, 06; Gidy
\ P 2 o , chimg nhan két hon
cho Phong Tu phap dé chuyén | cong chuc 5 . =1 A

B7 A 5 A . 0,5ngay | hoac Van ban thong

cho Trung tadm Hanh chinh | phong Tu . A g A
A z . - bdo khong du dicu
cong cap huyén phap

kién két hon.
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B8

Tra két qua cho ca nhan.

Pé nghi hai bén nam nir xuét
trinh gidy to tuy than (ho chiéu,
ching minh nhan déan, thé can
cudc cong dan hodc gidy to
khac c6 dan anh va thong tin ca
nhan do co quan c6 tham quyen
cap, con gia tri st dung) dé xéc
dinh dung nhan than, kiém tra
thong tin trén Gidy chimg nhan
két hon, trong SO ding ky két
hon, khrfmg dinh sy tu nguyén
két hon va ky SO Pang ky két
hon, ky Gidy chimg nhan két
hén. Tra mdi bén nam, nit 01
ban chinh Gidy chimg nhan két
hon.

Cong
churc
TN&TKQ

Gid hanh
chinh

Mau 01,

06; Gidy

chtng nhan két hon
hodc Van ban thong
bédo khong du diéu
kién két hon.

* Trieong hop dén hen nhung chuwa cé két qua,trong thoi gian chdgm nhdt 01
ngay trwéc ngay hét han xie Iy, Phong Tw phdap tham muwu UBND cdp huyén
ban hanh phiéu xin 16i va hen lgi ngay trd két qua dé giri cho té chire, ca nhan.
* Trong qua trinh giai quyét ho SO nguoi co trdch nhiém thyc hién can thuc
hién dong thoi cdc thao tdc tiép nhdn/chuyén/tra hé so, két qua giai quyét trén
phan mém: http://dichvucong.hatinh.gov.vn véi cdc buéce trong quy trinh.

3 | BIEU MAU
=
Mau 01 MBu 01 docx
Giay ti€p nhan ho so va hen tra két qua
2]
Mau 02 Mau 02.docx
Phiéu yéu cau bo sung hoan thién ho so
o]
Mau 03 Mau 03.docx
Phiéu tur choi tiép nhén giai quyét ho so
o]
Mau 04 Mau 04.docx
Phiéu xin 161 va hen lai ngay tra két qua
Mau 05 Phiéu kiém soat qua trinh giai quyét ho so
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@j

Mau 05.docx

@j

Mau 06 MAau 06.docx
SO theo doi ho so

HO SO LUU:

Mau 01; 02, 03, 04 (né‘u ¢6); 06 luu tai Trung tim Hanh chinh cong cap huyén.
Mau 01, 05 luu theo ho so;

Ho6 so dau vao theo muc 2.3;

Giay to thé hién tinh trang hon nhéan cua nguoi cé yéu cau;

S6 dang ky két héon;

Phan mém dich vu cong; Phan mém http://hotich.moj.gov.vn.
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B. THU TUC HANH CHINH PUQC SUA POI, BO SUNG
1. Pang ky khai sinh c6 yéu t6 nwéc ngoai

1 KY HIEU QUY TRINH QT.HT.01
2 | NOIDUNG QUY TRINH
2.1 | Piéu kién thue hién TTHC:
Khong
2.2 | Cach thirc thwe hién TTHC:
- Ngudi ¢ yéu cau ding ky khai sinh tryc tiép thuc hién hodc ty quyén cho
nguoi khac thuc hién ndp hd so truc tiép tai Trung tdm hanh chinh cong cap
huyén;
- Giri ho so qua hé théng buu chinh;
- Nop hd so truc tuyén trén C(f)ng dich vu cong quéc gia
(https://dichvucong.gov.vn)  hodc  Cong dich vu cong  tinh
(https://dichvucong.hatinh.gov.vn).
2.3 | Thanh phan ho so, bao gom: Ban | Bin

chinh sao

To khai dang ky khai sinh theo ;nﬁu BM.HT.01.01 (néu
nguoi co yéu cau lya chon nop ho so theo hinh thire truc X
tiép);

Biéu mau dién tur trong tac dang ky khai sinh (do nguoi yéu
cau cung cap thong tin theo hudng dan trén Cong dich vu
cong, néu nguoi co yéu cau lra chon ndp hd so theo hinh
thire truc tuyén);

Nguoi c6 yéu cau diang ky khai sinh thuc hién viéc nop/xuit
trinh (theo hinh thire truc tiép) hodc tai 1én (theo hinh thuc
truc tuyén) cac gidy to sau:

* Gidy to phdi ngp:
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Gidy chimg sinh;

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

Truong hop tré em sinh ra tai nudc ngoai thi ngp Gidy chu’ng
sinh hodc gidy to khac do co quan ¢6 tham quyén nudc ngoal
cap x4c nhan vé viée tré em duge sinh ra & nudc ngoai va
quan hé me - con (néu cb);

Truong hop cha hodac me hodc ca cha, me la nguoi nudce
ngoai thi phai ndp van ban thoa thun cua cha, me vé viéc lya
chon qudc tich cho con. Trudng hop cha, me chon qudc tich
nude ngoai cho con thi van ban thoa thuin phai c6 xac nhan
clia co quan nha nudc c6 tham quyén ciia nudc ma cha me lua
chon quéc tich cho con;

Vin ban uy quyén theo quy dinh ctia phap luat trong trudng
hop iy quyén thuc hién viéc dang ky khai sinh; Truong hop
nguoi di dang ky khai sinh cho tr¢ em la 6ng, ba, nguoi than
thich khac thi khong phai ¢6 van ban uy quyén cta cha, me
tré em, nhung phai théng nhat véi cha, me tré em vé noi
dung khai sinh;

Gidy to chimg minh thudc gia dinh c6 cong véi cach mang;
nguoi thudce ho ngheo; nguoi khuyét tat (n€u co).

* Gidy to phdi xudt trinh:

Ho chiéu hoic Chtng minh nhan dan hodc The can cudc cong
dan hodc cac gidy to khac c6 dan anh va thong tin ca nhan do
O quan ¢ thim quyén cép, con gia tri su dung dé chimg minh
vé nhéan than cta nguoi co yéu cau dang ky khai sinh. Truong
hop cac thong tin ca nhan trong cac giay to nay dé co trong Co
s¢ dir licu Quoc gia vé dan cu, Co so dir liéu ho tich dién tu,
duoc hé thong dién tu dong thi khong phai xuét trinh (theo
hinh thtc truc tiép) hodc tai 1én (theo hinh thuc truc tuyén);

Gidy to co gia tri chimg minh thong tin vé cu trl trong trudng
hop co quan ding ky ho tich khong thé khai thac dugc thong
tin vé noi cu tri ciia cong dan theo cac phuong thire quy dinh
tai khoan 2 Piéu 14 Nghi dinh s6 104/2022/ND-CP ngay
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21/12/2022 ctia Chinh phu. Trudng hop cac thong tin vé gidy
to chimg minh noi cu tra da dugc khai thac tor Co s¢ dir liGu
quoc gia vé dan cu bang cac phuong thirc nay thi nguoi co yéu
cau khong phai xuat trinh (theo hinh thtrc truc tiép) hodc tai
1én (theo hinh thurc truc tuyén);

Gidy chtng nhan két hon néu cha, me di ding ky két hon.
Truong hop da c6 thong tin vé viéc két hon cua cha, me trong
Co s6 dir liéu Qubc gia vé dan cu, Co so dit liéu ho tich dién | X
tir thi khong phai xuat trinh (theo hinh thtc truc tiép) hodc tai
1én (theo hinh thtc truc tuyén);

Gidy to ching minh viéc tré em nhap canh hop phap vao Viét
Nam (nhu: ho chiéu, gidy to c6 gid tri di lai quoc té, c6 dau
xac nhan nhdp canh ctia co quan quan 1y xuit, nhdp canh) va
van ban xac nhén cta co quan coéng an c6 thim quyén vé viéc
tré em dang cu tru tai Viét Nam trong truong hop tré em sinh
ra & nudc ngoai, cd cha hodc me la cong dan Viét Nam hoac
cha va me déu 1a cong dan Viét Nam, chua duoc dang ky khai
sinh & nudc ngoai, vé cu tr tai Viét Nam;

Trudng hop giri hd s0 qua h¢ thong buu chinh thi phai gui kem theo ban sao
c6 chimg thuc cac gidy to phai xudt trinh néu trén.

*Luuy:

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

+ Déi véi cong dan Viét Nam, gidy to chitng minh noi cw trii va Gidy chiing
nhdn két hén chi xudt trinh trong giai doan Co so dir li¢u quoc gia vé dan cu
va Co so dit ligu ho tich dién tw toan quoc chiea dwoe xdy dung xong va thire
hién thong nhat trén toan quoc (giai doan chuyén tiép).

+ Poi véi gidy to xudt trinh khi dang ky hé tich, ngueoi tiép nhdn ¢ trach
nhiém kiém tra, doi chiéu véi thong tin trong to khai, chup lai hoac ghi lai
théng tin dé luu trong hé so va trd lai cho nguoi xudt trinh, khong dwoc yéu
cau nop ban sao hoac ban chup gidy to do.

+ Nguoi yéu cau dang ky hé tich cé thé ndp ban sao dwoc chitng thye tir ban
chinh hodc ban sao dugc cdp tir s6 goc hodc ban chup keém theo ban chinh
gidy to de doi chiéu. T ruong hop ngu’m yéu cdu ngp ban chup kém theo ban
chinh gidy to thi ngum tiép nhén cé trach nhiém klem tra, doi chiéu ban chup
véi ban chinh va ky xdc nhén, khéng dwoc yéu cau ngwoi di dang ky nép bdn
sao gidy to do.




44

+ Gidy to do co quan cé tham quyén cia nwéc ngodi cdp, céng chitng hodc
xdc nhdn d@é sir dung cho viéc ding ky ho tich tai Vi¢t Nam phai dwoc hop
phap héa lanh su, trir truong hop dwoc mién theo diéu woc quoc té ma Viét
Nam la thanh vién; gidy to bang tiéng nuéc ngodi phdi dwoc dich ra tiéng Viét
va cong chung ban dich hoac chiung thuc chir ky nguoi dich theo quy dinh cua
phap luat.

+ Nguoi tiép nhdn cé trach nhiém tiép nhdn ding, di ho so dang ky hé tich
theo quy dinh ciia phép ludt ho tich, khéng dwoc yéu cau nguoi ding ky ho
tich nép thém gidy to ma phdp ludt hé tich khéng quy dinh phdi ndp.

+ Truong hop nguoi di dang ky khai sinh cho tré em la ong, ba, nguoi than
thich khdc thi khong phai co van ban iy quyén ciia cha, me tré em, nhing phdi
thong nhdt véi cha, me tré em vé cdc néi dung khai sinh.

- Truong hop givi ho so qua h¢ thong buu chinh thi phai guei kem theo ban sao
co chu"ng thu’c cdc gidy to phdi xuat trinh.

- Déi véi gidy to giri kém theo néu nguoi yéu cdau ndp hé so theo hinh thirc
truc tuyén'

+ Ban chup cac glay to gui kem theo hé so dang ky khai sinh truc tuyén phdi
bdo dam ré nét, day di, toan ven vé nji dung, la ban chup bang mdy anh, di¢n
thogi hodc duwoc chup, duoc quét bang thiét bi dién tir, tir giay to duogc cdp
hop ¢, con gia tri su dung; néu la gidy to do co quan co tham quyén nurde
ngodi cdp thi phdi dwgc hop phap hoa lanh sy, dich sang tiéng Viét theo quy
dinh, trie truong hop dwoc mién hop phap hoa lanh su.

+ Truwong hop gidy to, tai liéu phai giri kém trong hé so ding ky khai sinh truc
tuyén da cé bdn sao dién tir hodc dd c6 bdn dién tir gidy to hé tich thi nguoi
yéu cau dwoc sir dung ban dién tir nay.

+ Khi dén co quan déing ky ho tich nhdn két qua (Gidy khai sinh/ban sao Gidy
khai sinh) nguoi co yéu cau dang ky khai sinh phai ngp ban chinh Gidy chimg
sinh; xudt trinh glay 10" tuy than; ban chinh Glay chitng nhdn két hén (néu cha
me tré da dang ky két hon va thong tin vé viéc két hén chuwea c6 trong Co so di
liéu Quéc gia vé dan cur, Co s& dir liéu hé tich dién ).

Truwong hop nguwoi yéu cau ding ky khai sinh khéng cung cdp dwoc gidy to néu
trén theo quy dinh hodc gidy to ndp, xudt trinh bi tdy xéa, sira chita, lam gia thi
co quan dang ky hé tich c6 tham quyén hity bé két qua dang ky khai sinh.

- Doi véi viéc xdc dinh ho, dan téc, ddt tén cho tré:

+ Viéc xdc dinh ho, dan toc, dat tén cho tré em phai phu hop voi phap ludt va
yéu cdu giit gin ban sdc dan tdc, tdp qudn, truyén thong van héa tot dep ciia
Viét Nam,; khong dat tén qua dai, kho swr dung.

+ Truong hop cha, me khéng théa thudn dwoc vé ho, dan téc, qué qudn ciia con
khi dang ky khai sinh thi ho, ddn toc, qué quan cua con duoc xac dinh theo tap
quan nhung phai bao dam theo ho, dan toc, qué quan cua cha hodac me.
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2.4 | S6 lwgng ho so: 01 bo.
Thoi han giai quyét: Ngay trong ngay tiép nhan hd so. Truong hop nhan hd
2.5 |so sau 15 gio ma khong giai quyét duoc ngay thi tra két qua trong ngay lam
viéc tiép theo.
Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
56 | - Trung tam Hanh chinh cﬁnglcép huyén.
- Cong dich vu cong (chi tiep nhan ho so): http://dichvucong.hatinh.gov.vn
hoac https://dichvucong.gov.vn .
Co quan thuc hién: Phong Tu phap tiép nhan hé so va tham muu Chu tich
Uy ban nhan dan cap huyén xem xét, quyét dinh.
Co quan c6 tham quyén quyét dinh:
- Uy ban nhan dan cép hlgyén noi cu tra cia nguoi cha hoac ngudi me thuc
hién dang ky khai sinh doi véi tré em sinh ra & Viét Nam trong cac truong
hop:
+ C6 cha hodc me la cong dan Viét Nam con nguoi kia la nguoi nude ngoai
hodac nguoi khong quoc tich.
2.7 | + C6 cha hodc me 1a cong dan Viét Nam cu tra & trong nudce con nguoi kia 1a
cong dan Viét Nam dinh cu & nudce ngoai.
+ C6 cha va me 1a cong dan Viét Nam dinh cu ¢ nudc ngoai.
+ C6 cha va me 1a ngudi nude ngoai hodc ngudi khong qudc tich.
- Uy ban nhan dan cp huyén noi cu tra cta tré em co cha hodc me hodc ca
cha va me la cong dan Viét Nam, thuc hién diang k}'{ khai sinh doi1 vo1 tré em
sinh ra & nudc ngoai, chua dugc dang ky khai sinh, vé cu tru tai Viét Nam.
Co quan dwore iy quyén: Khong.
Co quan phéi hop: Co quan quan Iy Co sé dit liéu quéc gia vé dan cu.
2.8 | Poi twong thue hién TTHC: Ca nhan
Két qua giai quyét TTHC:
- HO so du diu kién: Gidy khai sinh (ban chinh); ban sao Gidy khai sinh (néu
2.9 | cO y€u cau).
- Ho so khong du diéu kién: Van ban thong bao khong du diéu kién dang ky
khai sinh.
2.10 | Quy trinh xi ly cong viéc
TT Trinh tw Tréach Thoi | Biéu miu/Két
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nhiém

gian

Bl

1. Tiép nhan ho so.

- Tiép nhan hd so truc tiép tr ca
nhan hodc tir hé théng buu chinh
hodc trén Cong dich vu cong qudc
gia (https://dichvucong.gov.vn)
hoac Céng dich vu cong tinh
(https://dichvucong.hatinh.gov.vn)
2. Can bo TN&TKQ kiém tra hd
SO

- Néu hd so chuwa diy du hoic
khong hop 1&: Huéng dan hoic
thong bao bang vin ban cho ca
nhan bo sung, hoan thién ho so.
Truong hop khong bo sung, hoan
thién dugc hd so thi thong bao tir
chéi giai quyét ho so.

- Néu hd so day di, hop 1&: Lam
thu tuc tiép nhan hd so va thu phi,
1& phi theo quy dinh. Néu tlép nhan
ho so sau 15 gio thi giri Phiéu hen,
tra két qua cho nguoi c6 yéu cau
trong ngay lam vi¢c tlep theo hoac
gii tin nhan hen tra két qua qua
dién thoai di dong cho ngudi co
yéu cau (néu nguoi co yéu cau luya
chon hinh thétc ndp hd so truc
tuyén).

Sau khi tiép nhan hd so theo hinh
thtc ndp truc tiép, cong chuc
TN&TKQ thuc hién sé héa (sao
chup, chuyén thanh tai liéu dién tor
trén hé thong thong tin, co sé dir
liéu) va ky so vao tai liéu, ho so
giai quyét thu tuc hanh chinh da
dugc s hoa theo quy dinh.

Cong chuc
TN&TKOQ;
ca nhan

Gio
hanh
chinh

Mau 01, 02, 03
(néu co), 05, 06
va hd so theo
muc 2.3

B2

Chuyén hd so cho Phong Tu phap xir
ly.

Cong chirc
TN&TKQ

1/2 gidy

M?lu 01, 05 va
HO so kem theo
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B3

Phan cong can by Phong Tu phép xur
ly.

Lanh dao
Phong Tu
phap

1/2 gid

Mau 05 va Hd
so kém theo

B4

Kiém tra, xir 1y ho so:

- Trudong hop hd so can bd sung,
hoan thién hoic khong du diéu kién
giai quyét, phai tir chéi thi gui
thong bao vé tinh trang hd so t4i
Trung tdm Hanh chinh coéng dé
thong béo cho ngudi ndp ho so.

- Trudng hop ho so khong du diéu
kién: Dy thao Van ban thong bao
khong du diéu kién dang ky khai
sinh trinh lanh dao phong duyét
theo budc BS.

- Trudng hop can phai kiém tra, xac
minh lam rd hoac do nguyén nhan
khac ma khong thé tra két qua ding
thoi gian d4 hen thi 14p Phiéu xin 15i
va hen lai ngay tra két qua chuyén
Trung tam Hanh chinh cong dé tra
cho nguoi c6 yéu cau (néu nguoi co
yéu cau lya chon hinh thirc ndp hod
so truc tiép), hodc giti Phiéu xin 16i
va hen lai ngdy tra két qua qua thu
dién tir hodic giri tin nhan qua dién
thoai di dong cho nguoi cé yéu cau
(néu nguwoi c¢é yéu cau lya chon
hinh thirc ndp ho so truc tuyén).

- Trudng hop ho so du diéu kién:
Thuc hién viéc ghi vao S6 ding ky
khai sinh, cap nhét thong tin dang
ky khai sinh trén Phdn mém ding
ky, quan 1y ho tich dién t&r dung
chung, luu chinh thac va chuyén
thong tin dén Co s¢ dir lidu Qudc
gia vé dan cu dé lay S6 dinh danh
ca nhan.

Truong hop tiép nhan hd so ding
ky khai sinh theo hinh thuc truc

Cong chure
xur ly ho so

02 gid

Miu 04 (néu
c6), 05; dy thao
Gidy khai sinh
hoac Van ban
thdng bao khong

du diéu kién
dang ky khai
sinh.
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tuyén thi goi lai biéu mau Gidy
khai sinh dién tir v6i thong tin day
du cho ngudi yéu cau qua thu dién
tir hodc thiét bi so.

Ngudi yéu cau c6 trach nhiém kiém
tra tinh chinh xac, day du cua cac
thong tin trén biéu mau Gidy khai
sinh dién tr va xac nhan (téi da mot
ngay).

Néu nguoi co6 yéu ciu xac nhdn
thong tin d3 thong nhat, diy du
hodc khong c6 phan hoi sau thoi
han yéu cau thi thuc hién viéc ghi
noi dung vao SO diang ky khai sinh,
cap nhat thong tin dang ky khai
sinh va luu chinh thtc trén Phan
mém ding ky, quan 1y ho tich dién
ter dung chung. Truong hop cha,
me luya chon quéc tich Viét Nam
cho con thi chuyén thong tin dén
Co s6 dir liéu Quéc gia vé dan cu
dé 1ay Sb dinh danh ca nhan. Sau
khi Co s¢ dit liéu Qudc gia vé dan
cu tra vé SO dinh danh cé nhan, in
Gidy khai sinh trinh linh dao phong
duyét theo budc BS.

- Trudng hop ho so khong du diéu
kién: Dy thao Van ban thong bao
khong du diéu kién ding ky khai
sinh trinh lanh dao Phong duyét
theo budc BS.

Mau 05; dy thao
Giay khai sinh

. : X Léanh
Duy¢t két qua thuc hién, truc tiép afl dao hoac Van ban
7 n AR Phong Tu . o . N

B5 | hodc giao cong chirc xir Iy ho so ohap 01 gio | thong bao khong
trinh Lanh dao UBND cap huy¢n. du diéu kién
dang ky khai

sinh.
Ky duyét két qua thuc hién tai| Lanh dao Miu 05; Gidy

B6

budc Bb5.

UBND cép

1/2 gio

khai sinh hoac
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huyén Van ban thong
bao khong du
diéu kién dang
ky khai sinh da
ky duyét.
Mau 05, 06;
Phat hanh van ban, tré két qua cho | Van thu; Gidy khai sinh
. . 2 2 n . hoic Van ban
Phong Tu phap dé chuyén cho | cong chirc . A . N
B7 . . . A % . 1/2 gio | thong bao khong
Trung tdm Hanh chinh cong cip | Phong Tu ) ‘X A
huyén ohap du diéu k1¢g
o dang ky khai
sinh.
Meiu 01, 06;
7 7 Giay khai sinh
Chuyén nguoi dan ky vao S6 ho Cone chite Gio0 | hoac Van ban
B8 |tich va tra Giay khai sinh cho ca & hanh | thong bao khéng
A TN&TKQ ] ) A n
nhan. chinh |du diéu kién

dang ky khai
sinh.

* Trieomg hop hé so qud han xit 1y, trong thoi gian chgm nhdt 01 gio trude khi
hét han xi Iy, Phong Tuw phap tham muu UBND cap huyén ban hanh phiéu xin
16i va hen lai ngdy trd két qua dé giri cho t6 chire, cd nhan.

* Trong qua trinh giai quyét ho SO nguoi co trach nhiém thuc hién can thuc

hién dong thoi cdc thao tdc tiép nhdn/chuyén/tra hé so, két qua giai quyét trén
phan mém: http://dichvucong.hatinh.gov.vn véi cdc buéce trong quy trinh.

3 | BIEUMAU
Giéy tiép nhan ho so va hen tra két qua
Mau 01 IEJ
Mau 01.docx
Phiéu yéu cau bd sung hoan thién ho so
Mau 02 'Ej
Mau 02.docx
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Phiéu tir chéi tiép nhan giai quyét ho so
Mau 03 IEJ
Mau 03.docx
Phiéu xin 16i va hen lai ngay tra két qua
Mau 04 'Ej
Mau 04.docx
Phiéu kiém soat qua trinh giai quyét ho so
Mau 05 'Ej
Mau 05.docx
S0 theo ddi ho so
Mau 06 'Ej
Mau 06.docx
To khai dang ky khai sinh
W
BM.HT.01.01 I:lj
BM.HT.01.01.doc
4 |HOSOLUU
i Maflu 01; 02, 03, 04 (néu ¢6), 06 Iuu tai Trung tim Hanh chinh cong cap huyén.
Mau 01, 05 Iuu theo ho so;
- | HO so dau vao theo muc 2.3;
- | So dang ky khai sinh;
- | Van ban thong bao khong du diéu kién cap gidy khai sinh (néu c6);
- | Phan mém http://khaisinhdientu.moj.gov.vn. Phan mém dich vu cong.
Hb so duoc luu tai Phong Tu phap, thoi gian luu triv S6 ding ky khai sinh 13 vinh

vién, con cac gidy to khac thuc hién luu theo quy dinh ctia Luat Ho tich va cac vin



http://khaisinhdientu.moj.gov.vn/
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ban hudng dan thi hanh. Sau khi hét han, chuyén hd so xudng don vi luu trit cta
UBND cép huyén va luu trit theo quy dinh hién hanh.

2. Pang ky khai sinh cé yéu to nwéc ngoai cho nguoi da co6 ho so, giay to ca

nhan
1 KY HIEU QUY TRINH QT.HT.02
2 | NOIDUNG QUY TRINH
2.1 | Piéu kién thye hién TTHC:
Nguot Viét Nam dinh cu ¢ nude ngoai, chua duge dang ky khai sinh tai co
quan c6 thim quyén Viét Nam, c6 hd so, gidy to ¢4 nhan (ban chinh hodc ban
sao dugc chung thyc hop 1¢) nhu: Glay to tuy than; S6 ho khau; So tam tru;
gidy to khac do co quan nha nudc c6 tham quyén cta Viét Nam cép, trong do
c6 ghi noi sinh tai Viét Nam.
2.2 | Cach thirc thue hién TTHC:
- Nguoi co yéu cau ding ky khai sinh truc tiép thuc hién hodc ty quyén cho
nguoi khac thyc hién nop ho so truc ti€p tai Trung tam hanh chinh cong cap
huyén;
- Giri ho so qua hé thong buu chinh hodc nop ho so truc tuyén trén Cong dich
vu cong quoc gia (https://dichvucong.gov.vn) hoac Céng dich vu cong tinh
(https://dichvucong.hatinh.gov.vn).
. A LA AL Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh 5320
To khai dang ky khai sinh, theo mﬁu BM.HT.02.01 (néu
- nguﬁi c6 y€u cau lua chon ndp ho so theo hinh thiurc truc X

tuyén);

Biéu mﬁu dién tir twong tac dang ky khai sinh (do nguoi
y&u cau cung cap thong tin theo hudng dan trén Cong dich
vu cong néu nguoi co yeu cau lwa chon ndp hd so theo
hinh thtrc truc tuyén).
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Nguoi ¢6 yéu ciu ding ky khai sinh thuc hién viéc
ndp/xuat trinh (theo hinh thire tryc tiép) hodc tai lén (theo
hinh thire truc tuyén) cac gidy to sau:

* Gidy to phdi ngp:

Vin ban cam doan vé viéc chua dugc dang ky khai sinh
theo mau BM.HT.02.02;

Toan bd hd so, gidy t& cia nguoi yéu cau hodc hd so, gidy
to, tai liéu khac trong do co cac thong tin li€n quan dén
ndi dung khai sinh ctia nguoi d6, gdm: Gidy ching minh
nhan dan, Thé can cudc cong dan hoac HO chiéu; Giay to
chting minh vé noi cu trG; Bang t6t nghiép, Gidy ching
nhan, chung chi, hoc ba, ho so hoc tap do co quan dao tao,
quan 1y gido duc c6 tham quyén cip hodc xac nhan; Gidy
td khéc c6 thong tin vé ho, chit dém, tén, ngay, thang nam
sinh cua ca nhan;

Nguoi yéu cau dang ky khai sinh c6 trach nhiém ndp day
da ban sao cac gidy to néu trén (néu cd) va phai cam doan
d3 ndp du cac gidy to minh co; chiu trach nhiém, hé qua
cua viéc cam doan khong ding sy that.

Truong hop Gy quyén cho ngudi khac lam thay thi phai co
van ban 0y quyén duoc chung thuc theo quy dinh cia
phép luat. Truong hop ngudi duge ty quyén 1a 6ng, ba,
cha, me, con, vo, chéng, anh, chi, em rudt cuia nguoi uy
quyén thi vin ban uy quyén khong phai ching thuc;

Gidy to ching minh thudc gia dinh co cong voi cach
mang; nguoi thude hd ngheo; nguoi khuyét tat (néu co).

* Gidy to phdi xudt trinh:

Ho6 chiéu hodc Ching minh nhan dan hodc Thé can cudc
cong dan hodc cac giéy to khdac ¢6 dan anh va thong tin ca
nhan do co quan ¢ tham quyén cip, con gia tri sur dung dé
chting minh vé nhan than cta ngudi co yéu cau ding ky
khai sinh. Truong hop cac thong tin cd nhan trong cac giay
to ndy da ¢ trong Co s& dit lidu Qudc gia vé dan cu, Co so
dir liéu ho tich dién tir, dwgc hé thdng dién ty dong thi
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khong phai xudt trinh (theo hinh thirc truc tiép) hodc tai 1én
(theo hinh thurc truc tuyén);

Gidy to co gia tri chimg minh thong tin vé cu tra trong
truong hop co quan ding ky ho tich khong thé khai thac
dugc thong tin vé noi cu tri ciia cong dan theo cac phuong
thic quy dinh tai khoan 2 Diéu 14 Nghi dinh s
104/2022/ND-CP ngay 21/12/2022 cta Chinh pha. Truong
hop cac thong tin vé gidy td chimg minh noi cu tra da duoc
khai thac tir Co so dit liu qubc gia vé dan cu biang céc
phuong thirc ndy thi ngudi c6 yéu cau khong phai xuat
trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thuc
truc tuyén).

Truong hop giri hd s0' qua hé thong buu chinh thi phai gui kem theo ban sao
c6 chimg thuc céc gidy to phai xudt trinh néu trén.

*Luu y:

- Déi véi gidy to ndp, xudt trinh néu nguoi yéu cau ndp ho so theo hinh thirc
truec tiép:

+ Truong hop nguoi yéu cau ndp gidy to la ban sao dwge cdp tir s6 goc hodc
ban sao dwoc chitng thuwce tiv ban chinh thi nguoi tiép nhdn hé so khéng dwoc
yéu cdu xudt trinh ban chinh, néu nguoi yeu cau chi ngp ban chup va xudt
trinh bdn chinh thi nguoi tiép nhdan hé SO kiém tra, doi chiéu ban chup voi
ban chinh va ky vao ban chup xdc nhan vé viéc da doi chzeu noi dung gidy to
do, khéng dwoc yéu cau nguoi di ding ky nép ban sao gidy to do.

+ Déi vé6i gidy to xudt trinh khi dang ky hé tich, nguoi tiép nhdn cé trach
nhiém kiém tra, doi chiéu véi thong tin trong to khai, chup lai hodac ghi lai
thong tin dé lueu trong hé so va tra lai cho nguoi xudt trinh, khéng dwoc yéu
cau nop ban sao hodc ban chup glay to do.

+ Gidy to do co quan c6 tham quyén ciia nwéc ngodi cdp, cong chitng hodc
xdc nhdn dé sir dung cho viéc dang ky ho tich tai Viet Nam phai dwoc hop
phdp hoa lanh su, trir truong hop duoc mién theo diéu wéc quoc té ma Viet
Nam la thanh vién; gidy to bang tiéng nwéc ngodi phdi dwoc dich ra tiéng
Viét va cong chung ban dich hodac chung thwc chit ky nguoi dich theo quy
dinh cua phap luat.

+ Nguwoi tiép nhdn cé trach nhiém tiép nhin ding, di ho so dang ky hé tich
theo quy dinh ciia phép ludt hé tich, khéng dwoc yéu cau nguoi ding ky ho
tich nép thém gidy to ma phdp ludt hé tich khéng quy dinh phai ndp.

- Truong hop giki ho so qua hé thong buu chinh thi phdi giri kém theo ban
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sao ¢6 chirng thuce cdc gidy to phdi xudt trinh.

- Doi Vi gidy to giki kém theo néu ngueoi yéu cau ndp ho so theo hinh thire triec
tuyén

+ Ban chup cac glay to gui kem theo ho so dang ky khai sinh tryc l‘uyen phai
bdo dam ré nét, day di, toan ven vé néi dung, la ban chup bang may anh,
dién thoai hodac dwoc chup, duoc quét bang thiét bi dién tir, tir gzay to' dugc
cap hop Ié, con gid tri sur dung; néu la gidy to do co quan co tham quyén
miede ngodi cdp thi phai dwoc hop phdp héa lanh su, dich sang tiéng Viét
theo quy dinh, trir trwong hop dwoc mién hop phdp héa lanh su.

+ Truong hop gidy to, tai liéu phdi giri kém trong hé so ding ky khai sinh
truc tuyén da co ban sao dién twr hoac da co ban dién tw gid'y to ho tich thi
nguoi yéu cdu diegce sie dung ban dién tir nay.

+ Khi dén co quan ding ky ho tich nhan két qua ( Gzay khai sinh/ban sao Gidy
khai sinh), ngueoi co yéu cau dang ky khai sinh phai xudt trinh gidy to tuy than,
nép cdc gidy to la thanh phan ho so ding ky khai sinh theo quy dinh phdp ludt
ho tich.

Truong hop ngwoi yéu cau dang ky khai sinh khéng cung cdp dwoc gidy to
néu trén theo quy dinh hodc gidy to ndp, xudt trinh bi tay xéa, sira chira, lam
gid thi co quan déing ky hé tich cé tham quyén hity bo két qua dang ky khai
sinh.

- Truong hop cho phép nguwoi yéu cau ding ky hé tich Idp van ban cam doan
Vvé ndi dung yéu cau dang ky hé tich thi co quan ding ky hé tich phdi gidi
thich ré cho ngueoi Idp van ban cam doan vé trach nhiém, hé qud phdap Iy cua
viéc cam doan khong dung sw that. Co quan dang ky ho tich tir chéi gidi
quyet hodc dé nghi co quan cé tham quyén hiy bé két qua ding ky hé tich,
néu co co so xdac dinh noi dung cam doan khong dung sy that.

2.4

S6 lwong ho so: 01 bo

2.5

Thoi han gidi quyét: 05 ngay lam viéc ké tor ngay nhan du hd so hop 18;
truong hop phai xac minh thi thoi han giai quyét khong qua 25 ngay.

2.6

Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:

- Trung tdm Hanh chinh céng cap huyén.

- Cong dich vy cong (chi tiép nhan hd so): http://dichvucong.hatinh.gov.vn
hoac https://dichvucong.gov.vn .

2.7

Co quan thyce hién: Phong Tu phap tlep nhan ho so va tham muu Chu tich
Uy ban nhan dan cép huyen xem xét, quyét dinh.

Co quan cé thAm quyén quyét dinh: UBND cap huyén noi cu tra trude khi
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xudt canh cua ngudi yéu cau ding ky khai sinh.

Co quan dwoe iy quyén: Khong.

Co quan phoi hop: Co quan quan ly Co s¢ dir lidu Qudc gia vé dan cu, Uy
ban nhan dan cap xa noi nguoi yéu cau dang ky khai sinh cu tra trude khi
Xuit canh; Co quan cong an c6 tham quyén.

2.8

Poi twong thue hién TTHC: C4 nhan

2.9

Két qua giai quyét TTHC:

- HO so du diéu kién: Gidy khai sinh (ban chinh), ban sao Gidy khai sinh
(truong hgp yéu cau cap ban sao Giay khai sinh).

- Ho so khong du diéu kién: Vin ban thong bao khong du diéu kién cap gidy
khai sinh.

2.10

Quy trinh xir ly cong viéc

TT

Trach Thoi Biéu mau/Két

Trinh tw ‘n . -
: nhi¢m glan qua

Bl

Tiép nhan ho so:

1. Tiép nhan ho so.

- Tiép nhan hd so truc tiép tir c4
nhan hodc tir hé théng buu chinh
hodc trén Cé)ng dich vu cong
quoc gia
(https://dichvucong.gov.vn) hodc
Cong dich vu coéng tinh
(https://dichvucong.hatinh.gov.v

n) Cong chitc | Gio hanh 1(\/[au 0'1)’ 05, 06
S 2 » | Cong chuce | Gio hanh | (n€u co), 05,
2. Can b6 TN&TKQ kiém tra ho TN&TKQ chinh |va H3 so theo
sO. . muc 2.3

- Néu ho so chua day du hodc
khong hop 1&: Hudng dan hoic
thong bao bang van ban cho ca
nhan bd sung, hoan thién ho so.
Truong hop khong bd sung, hoan
thién dugc ho so thi thong béo tir
chéi giai quyét hd so.

Néu ho so day du, hop 18: Lam thu
tuc tiép nhan ho so, thu phi, 1¢ phi
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theo quy dinh, ¢o Phiéu hen, tra
két qua cho ngudi ¢6 yéu cau (néu
nguoi ¢6 yéu cau lwa chon hinh
thirc nop ho so truc tlep) hodc guri
ngay Phiéu hen, tra két qua qua thur
dién tr hoac gui tin nhan hen tra
két qua qua dién thoai di dong cho
ngudi ¢6 yéu cau (néu ngudi co
yéu cau lya chon hinh thirc ndp hd
S0 truc tuyén).

Sau khi tiép nhan ho so theo hinh
thirc ndp truc tiép, cong chirc
TN&TKQ thuc hién sé héa (sao
chup, chuyén thanh tai liéu dién
tir trén hé thong thong tin, co s
dir liéu) va ky sb vao tai liéu, hd
so giai quyét tha tuc hanh chinh
da duoc s6 hoa theo quy dinh.

Chuyén ho so cho Phong Tu

Cong chue

Mau 01, 05 va

B2 | ohap xir Iy, TN&TKQ | 289 | h$ so kem theo
A A A . oo 1o x| Lanhdao x < TTA

B3 Phén cong cong chuc xi ly ho Phong Tu | 04 gio Mau 05 va Ho so

SO. ; kem theo

phap

Xem xét, xtr Iy ho so:

- Truong hop hd so can bd sung,

hoan thién hodc khong du diéu

kién giai quyét, _phai tur chéi thi N )

giri théng béo vé tinh trang hd so Mau 04 (néu co),

t61 Trung tdm Hanh chinh cong 05 va dy thdo

dé thong bao cho ngudi nop ho Cong chirc \ Glﬁly khva1 s1r}h
B4 | so. AP 02ngay |hoic vin ban

xtr 1y ho so

- Truong hop can phai kiém tra,
xac minh 1am 1o hodac do nguyén
nhan khac ma khong thé tra két
qua ding thoi gian da hen thi lap
Phiéu xin 18i va hen lai ngay tra
két qua, trong d6 néu 18 1y do
cham tra két qua va thoi gian hen

thdng bao khong
du diéu kién cap
giay khai sinh.
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tra két qua chuyén Trung tam
hanh chinh cong dé tra cho nguoi
c6 yéu cau (néu ngudi co yéu
cau lya chon hinh thurc nop hd so
truc tiép), hodc giri Phiéu xin 10i
va hen lai ngay tra két qua qua
thw dién tr hodc giti tin nhdn
qua dién thoqi di dong cho nguoi
co yéu cau (néu nguoi cé yeu
cau lwa chon hinh thirc nop ho
so truc tuyén).Chuyén thuc hién
budc BS.

- Truong hop du diéu kién: Vao
S6 dang ky khai sinh, nhap dir liéu
vao phan mém ho tich, in du thao
Gidy khai sinh, trinh lanh dao
Phong duyét va trinh lanh dao
UBND cép huyén.

Truong hop tiép nhan ho so ding
ky khai sinh theo hinh thuc truc
tuyén thi gt lai biéu mau Gidy
khai sinh dién tir voi thong tin
day du cho ngudi yéu cau qua
thu dién tir hodc thiét bi sb.

Nguoi yéu cau ¢ trach nhiém
kiém tra tinh chinh xéc, day du
ctia cac thong tin trén biéu miu
Gidy khai sinh dién tir va xéc
nhan (t6i da mot ngay).

Néu ngudi co yéu cau xac nhan
thong tin d3 thong nhét, day du
hozc khéng c6 phan hdi sau thoi
han yéu cau thi thuc hién viéc
ghi noi dung vao SO ding ky
khai sinh, cap nhat thong tin
dang ky khai sinh va luu chinh
thirc trén Phan mém ding ky,
quan 1y ho tich dién tr dung
chung. Chuyén téi B7.

- Truong hop hd so khong du
diéu kién: Dy thdo Van ban
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thong bao khong du diéu kién
dang ky khai sinh trinh lanh dao
phong duyét. Chuyén téi budc
B7.

- Truong hop phtrc tap thi tham
muu Vin ban dé nghi UBND cap
x4 noi ngudi ¢d yéu ciu cu tra
trude khi xuét canh kiém tra, xac
minh vé viéc diang ky khai sinh
ciia ngudi yéu cdu va viée luu

giit s6 ho tich. Phong Tu

- Trudng hop gidy to cua ngudi | phap, Lanh Mau 05; Vin

yéu cau dang ky khai sinh khong | dao UBND | 03 ngay | ban dé& nghi xéc

c6 thong tin chtirng minh quan hé | cap huyén, minh

cha, me, con thi tham muu van| Van thu

ban dé nghi co quan cong an ¢

tham quyén xac minh trinh Lanh

dao UBND cép huyén ky duyét,

Vin thu dong dau phat hanh vin

ban.

Thuc hién cac budc tiép theo.

UBND cap xa va Co quan cong UBND cép

an co tham quyén noi nhan duoc ~ 3

yéu cau x4c minh tién hanh kiém xava ACO

tra, xac minh va tra 101 bang van quar? C}?P g < . 1o
B5 |ban vé viéc nguoi yéu cau da an €o tham 15 ngay zfatn bqan, tra Oﬁ

dugc dang ky khai sinh hay chua ;1}111 gggggé et qua xac i

duoc dang ky khai sinh; viéccon | . 7y T,

luu gitr hodc khong luu gilt duoc yeu c_auhxac

$6 ho tich. min

* N%lén két guél xac minh: 7 Miu 05 va Du

- Néu du diéu kién: Vao So ding thao Gidy khai

ky‘ khai ‘Sil’lh, nhap dir liéu vao sinh hodc vin
B6 phan mém ho tich, in dy thao | Cong chuc 04 ngay ban thong bao

Giay khai sinh; xur ly ho so khong  du d1eu

- Néu khong du diéu kién: Dy
thao van ban thong bao khong du
dicu kién cap giay khai sinh;

kién cap gidy
khai sinh; Vag
ban cam doan vé




59

Trinh lanh dao Phong Tu phép.

* Truong hop co quan cong an
trd 101 khong c6 thong tin hodc
hét thoi han xac minh ma khang
cO van ban tra 101 thi cho nguoi
yéu cdu ding ky khai sinh lap
vin ban cam doan vé théng tin
cua cha, me va xac dinh noi dung
khai sinh theo van ban cam doan.
Pong thoi tién hanh cic budc
giai quyét theo quy dinh.

thong tin cua
cha, me, con cua
nguol dang ki

khai sinh (néu
co).

Dy thao Gidy

’ khai sinh hoac
Xem Xét? duyét du thao két qua | Lanh dao van ban thong
B7 | giai quyét thu tuc hanh chinh tai | Phong Tu | 01 ngay bao khong du
B4 va B6. phap diéu kién cap
gidy khai sinh da

duyét/ky nhay
Mau 05 Giay
Lanh dao khai sinh hoac
Ky duyét du thio két qua thuc " s |van ban thong
B8 | 1i¢n tai buse BY UBND cap | 01ngay |0 \hone  da

huyén X A %

diéu kién cap

gidy khai sinh
o ..., | Vinthu Mau 05, 06 Gidy
Phat hanh van ban, tra két qua % khai sinh hoac

\ , X : | UBND cap < , n
cho Phong Tu phap dé chuyén A .. |van ban thong
B9 A s - huyén; 02 gid |, . ;
cho Trung tam Hanh chinh cong Phone T bao khong du
cap huyén. Oﬁ%’ u didu kién cap

phap gidy khai sinh
Mau 01, 06; Giay
Chuyén ngudi din kj vao SO0 | (oo | | K0a st oac
B10 | tich va tra Gidy khai sinh cho c4 Cong chirc | Gio e van ban thong
: TN&TKQ chinh | bao khong du

nhan.

diéu kién cap gidy
khai sinh
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* Truong hop dén hen nhung chua c¢é két qua,trong thoi gian cham nhdt 01
ngay trwéc ngay hét han xi Iy, Phong Tw phdp tham mwu UBND cdp huyén
ban hanh phiéu xin 16i va hen lai ngay tra két qud d@é gii cho té chic, ca
nhan.

* Trong qua trinh giai quyét ho SO nguoi ¢é trach nhiém thyc hién can thuc
hién dong thoi cac thao tac tiép nhan/chuyén/tra hé so, két qua gidi quyét
trén phan mém: http://dichvucong.hatinh.gov.vn véi cdc bude trong quy
trinh.

BIEU MAU
.
Mau 01 Mau 01.docx
Giay ti€p nhan ho so va hen tra két qua
(]
Mau 02 Mau 02.docx
Phiéu yéu cau bo sung hoan thién ho so
.
Mau 03 Mau 03.docx

Phiéu tir chéi tiép nhan giai quyét ho so

. j
Mau 04 Mau 04.docx
Phi€u xin 161 va hen lai ngay tra két qua

.
Mau 05 Mau 05.docx
Phiéu ki€ém soat qua trinh gidi quyét ho so
i,
Mau 06 Mau 06.docx

S theo ddi hd so

@j

BM.HT.02.01 BM.HT.02.01.doc
To khai dang ky khai sinh
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@j

BM.HT.02.02 , BM. HT.02.02.doc
Giay cam doan

4 |HOSOLUU

Mau 01; 02, 03, 04 (néu cd) va 06 luu tai Trung tdm Hanh chinh cong cap
huyén. Mau 01, 05 luu theo ho so;

- Ho6 so dau vao theo muc 2.3;

- | S6 dang ky khai sinh;

- | Van ban dé€ nghi x4c minh; Van ban tra 161 két qua xac minh (néu co);

- | Van ban cam doan vé thong tin cia cha me (néu co);

- | Van ban thong bao khong du diéu kién cip gidy khai sinh (néu co);

- | Phan mém http://khaisinhdientu.moj.gov.vn. Phan mém dich vu cong.

Hb so duoc luu tai Phong Tu phép, thoi gian luu trir S6 dang ky khai sinh 13 vinh
vién, con cac giéy to khac thuc hién luu theo quy dinh ctia Luat Ho tich va cac van
ban hudng dan thi hanh. Sau khi hét han, chuyén hd so xudng don vi luu trit cua
UBND cép huyén va luu trir theo quy dinh hién hanh.

3. Ping ky két hon c6 yéu té nuwéc ngoai

1 KY HIEU QUY TRINH QT.HT.03

2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thye hién TTHC:

- Nam tir di 20 tudi trd 1én, nit tir da 18 tudi tro 1én;
- Viéc két hon do nam va nit tu nguyén quyét dinh;
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- Cac bén khong bi mat nang lyc hanh vi dan su;
- Cong dan Vi¢t Nam dinh cw ¢ nude ngoai phai ¢o gidy to cho phép cu tri
do co quan c6 thAm quyén nudc ngoai cip;

- Viéc két hon khong thuc mot trong cac truong hop cam két hon theo quy
dlnh tai cac di€m a, b, ¢ va d khoan 2 Picu 5 cuia Luat Hon nhan va gia dinh,
gom:

+ Két hon gia tao;

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

+ Nguoi dang c6 vg, co chong ma két hon véi nguoi khac hodc chua co vo,
chua c6 chong ma két hon voi ngudi dang co6 chong, ¢ vo;

+ Két hon giira nhitng nguoi cung dong mau vé truc hé; giira nhimg nguoi co
ho trong pham vi ba doi; gitra cha, me nudi vdi con nudi; gitra nguoi da ting

1a cha, me nudi véi con nudi, cha chong véi con diu, me vo véi con ré, cha
duong vo1 con ri€éng cua vg, me ké v&i con riéng cua chong.

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

2.2 | Cach thirc thue hién TTHC:
- Ngudi ¢6 yéu cau dang ky két hén truc tiép thuc hién ndp ho so truc tiép tai
Trung tam hanh chinh cong cap huyén.
- Gui h§ so trén Cong dich vu cong qudc gia (https://dichvucong.gov.vn)
hodc Cong dich vu cong tinh (https://di‘chvuconq.hatinh.qov.‘vn) (bén nam
hoac bén nir ¢6 thé ndp hd so ma khong can cd van ban uy quyén ctiia bén con
lai).

. A 1A A . Ban | Ban

2.3 | Thanh phan ho so, bao gom: chinh | sao

To khai dang ky két hon theo mau BM.HT.03.01, co du
_ | thong tin cda hai bén nam, nit. Hai bén nam, nit c6 the khai X

chung vao mot To khai déng ky két hon (neu nguoi O yéu
cau lya chon ndp hé so theo hinh thuc truc tiép);

Biéu mau dién tir twong tac ding ky ket hon (do ngudi yéu
cau cung cap thong tin theo hudng dan trén Cong dich vu
cong, néu nguoi co yéu cau Iya chon ndp ho so theo hinh
thire truc tuyén);

Nguoi c6 yéu cau dang ky két hon thuc hién viée ndp/xuit
trinh (theo hinh thirc truc tiép) hoac tai 1én (theo hinh thirc



https://dichvucong.hatinh.gov.vn/

63

truc tuyén) cac gidy to sau:

* C4c gidy to phdi ngp:

Gidy x&c nhan cua t6 chuc y té cd tham quyén cua Viét
Nam hozc nuéc ngoai cap cho hai b&n nam, nit, xac nhan
nguoi d6 khong mac bénh tdm than hoic bénh khac ma
khong co kha nang nhan thac, lam cha dugc hanh vi cia
minh (chua qud 06 thiang tinh dén ngay nhdn hé so);

Giay to ching minh tinh trang hén nhan caa hai bén nam, ni:
+ Giay to chang minh tinh trang hén nhan cta ngudi nuéc
ngoai do co quan c6 tham quyén cia nudc ma ngudi dé 1a
cong dan cip con gia tri s dung, xac nhan hién tai nguoi
d6 khong c¢6 vo hoic khdng cé chong; truong hop nudc
ngoai khong cip xéac nhan tinh trang hén nhan thi thay bang
gidy to do co quan c6 tham quyén nudc ngodi xac nhan
nguoi d6 c6 du diéu kién két hdn theo phép luat nude do;
Gié tri st dung cua giay to chang minh tinh trang hdn nhan
Cua nguoi nude ngoai duge xac dinh theo thoi han ghi trén
gidy to d6. Truong hop giay to chung minh tinh trang hon
nhan khong ghi thoi han st dung thi gidy to nay va giay xac
nhan cua to chuc y té cua gid tri trong thoi han 6 thang, ké
tir ngay cap;

+ Gidy xac nhan tinh trang hdn nhan cua céng dan Viét Nam
cu tri trong nude. Truong hop da co6 thong tin tinh trang hén
nhan trong Co sé dir liéu ho tich dién ti, Co s& dit liéu Quéc
gia vé dan cu thi khdng phai xuét trinh (theo hinh thic truc
tiép) hoc tai Ién (theo hinh thic truc tuyén).

Ho chiéu hoic gidy to 6 gid tri thay thé d6i voi ngudi nude
ngoai, céng dan Viét Nam dinh cu ¢ nudc ngoai (gidy to co
gia tri thay thé ddi voi ngudi nudc ngodi 1a gidy to di lai
qudc té hoac thé cu tra);

* Ngoai gidy to néu trén, tly timg trudng hop, bén nam, bén
nit phai nop gidy to twong tng sau day:

- Cong dan Viét Nam da ly hon hoac huy viéc két hon tai co
quan co tham quyén ciia nudc ngoai phai nop ban sao trich
luc hé tich vé viéc da ghi vao s6 viéc ly hdn hoic huy viéc
két hon trai phap luat (Trich luc ghi cha ly hon);
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- Cong dan Viét Nam la céng chic, vién chirc hoac dang
phuc vu trong luc lugng v trang phai nop van ban cua co
quan, don vi quan 1y xac nhan viéc két hdn véi ngudi nudc
ngoai khéng tréi véi quy dinh cua nganh do;

- Trudng hop ngudi yéu cau ding ky két hon dang cong tac,
hoc tap, lao dong cd thoi han & nudc ngoai thi phai nop
Gidy x&c nhan tinh trang hén nhan do Co quan dai dién
ng0a1 giao, Co quan dai di¢n lanh sy cua Viét Nam ¢ nudc
ngoai cap.

Gidy to ching minh thuc gia dinh c6 cong vai cach mang;
ngudi thudc ho ngheo; nguoi khuyeét tat (néu co).

* C4c gidy to phdi xudt trinh:

Ho chiéu hoic ching minh nhan dan hodc thé can cudc cong
dan hodc cac giay to khac c6 dan anh va thong tin ca nhan do
co quan co thAm quyén cap, con gia tri sit dung dé chimg
minh v€ nhan than cua cong dan Viét Nam. Truong hop cac
thong tin c& nhan trong cac gidy to nay da cé trong Co so dir
liéu Quéc gia vé dan cu, Co s6 dit liéu ho tich dién tir, duge
hé théng dién ty dong thi khong phai xudt trinh (theo hinh
thir truc tiép) hodc tai 1én (theo hinh thic truc tuyén);

Nguoi nudc ngoai xuét trinh ban chinh ho chiéu dé ching
minh vé nhan than; truong hop ngudi nudc ngoai khong co
ho chiéu dé xuat trinh thi c6 thé xuat trinh gidy to di lai
quéc té hodc thé cu tra.

Gidy to co gia tri chung minh thong tin vé cu tri trong
truong hop co quan ding ky ho tich khong thé khai thac
dugc thong tin vé noi cu tri cia cong dan theo cac phuong
thic quy dinh tai khoan 2 Diéu 14 Nghi dinh s
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong
hop cac thong tin vé gidy to ching minh not cu tra da dugce
khai thac tr Co s dir liu quoc gia vé dan cu bang cac
phuong thire ndy thi ngudi c6 yéu cau khong phai xuét trinh
(theo hinh thure truc tiép) hodc tai 1én (theo hinh thirc truc
tuyén).

* Luu y:
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- DOi véi gidy 1o ndp, xudt trinh néu nguoi yéu cau nép ho so theo hinh thirc
truc tié}):

+ Truong hop nguoi yéu cau ndp gidy to la ban sao duwgc cdb tir 56 goc hodc
ban sao dwgc ching thuc tir ban chinh thi nguoi tiép nhdn ho so khéng duoc
yéu cdu xudt trinh ban chinh; néu nguoi yéu cau chi ngp ban chup va xudt
trinh ban chinh thi ngwoi tiép nhdan cé trach nhiém kiém tra, déi chiéu ban
chup véi bdn chinh va ky xdc nhdn, khéng dwoc yéu cau np ban sao gidy to
do.

+ Déi vé6i gidy to xudt trinh khi dang ky hé tich, nguoi tiép nhdn cé trach
nhiém kiém tra, déi chiéu véi thong tin trong to khai, chup lai hoac ghi lai
thong tin dé heu trong hé so va tra lai cho nguoi xudt trinh, khéng dwoc yéu
cau nop ban sao hodc ban chup gzay to do.

+ Gidy to do co quan c6 tham quyén ciia nwéc ngodi cdp, cong chirng hodc
xdc nhdn dé sir dung cho viéc dang ky ho tich tai Viet Nam phai dwoc hop
phap héa lanh su, tric truong hop duoc mién theo diéu wéc quoc té ma Viet
Nam la thanh vién; gidy to bang tiéng nwéc ngoai phdi dwoc dich ra tiéng
Viét va cong chirng ban dich hodc chirng thuc chir ky nguoi dich theo quy
dinh cua phdp luat.

+ Nguwoi tiép nhdn cé trach nhiém tiép nhan ding, di ho so dang ky hé tich
theo quy dinh ciia phdp ludt hé tich, khéng dwoc yéu cau nguoi dang ky ho
tich nép thém gidy to ma phdp ludt hé tich khéng quy dinh phai ndp.

- Déi véi gidy to giki kém theo néu nguoi yéu cau ndp ho so theo hinh thirc
truc tuyén'

+ Ban chup cac glay to guri kem theo hé so dang ky két hén true tuyén phdi
bdo dam ré nét, day di, toan ven vé néi dung, la ban chup bang mady anh,
dién thoai hodc dwoc chup, dwoc quét bang thiét bi dién tir, tir gzay to' dugc
cap hop Ié, con gid tri sir dung; néu la gidy to do co quan co tham quyén
nudc ngodi cap thi phdi dwoc hop phdp héa lanh su, dich sang tiéng Viét
theo quy dinh, trur tru’d‘ng hop dwoc mién hop phdp héa lanh su.

+ Truong hop gidy to, tai liéu phai giti kém trong ho so dang ky két hén truec
tuyén da co ban sao dién ti hodc da co ban dién tu gidy to hé tich thi nguoi
yéu cau duoc sir dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Gidy chimg nhdn két hon),
nguoi co yéu cau dang ky két hon phai nop ban chinh Gidy xdc nhdn tinh
trang hon nhan (neu théng tin vé tinh trang hén nhédn chira co trong Co so dir
liéu Quéc gia vé dan cu, Co so dir liéu ho tich di¢n tw), gidy to chimg minh
tinh trang hon nhan, glay xdc nhdn ciia té chirc y té.

Truong hop nguoi yéu cdu dang ky két hon khong cung cap duoc gidy to néu
trén theo quy dinh hodc gidy to ngp, xuat trinh bi tay xoa, swa chita, lam gia
thi co quan déing ky hé tich c6 tham quyén hiy bé két qua déing ky két hon.
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2.4 | SO lwong ho so: 01 bd

2.5 | Thoi han giai quyét: 15 ngay 1am viéc, ké tir ngay nhan d ho so hop 1¢.

2.6 | Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
- Trung tdm Hanh chinh céng cap huyén.
- Cong dich vu cong (chi tiép nhan hd so): http://dichvucong.hatinh.gov.vn
hoac https://dichvucong.gov.vn .

2.7 | Co quan thyc hién: Phong Tu phap tiég nhan ho so va tham muu Chu tich
Uy ban nhan dan cap huyén xem xét, quyét dinh.
Co quan c6 tham quyeén quyét dinh:
- Uy ban nhén dén cap huyén noi cu tri ctia cong dan Viét Nam thuc hién dang
ky két hon gitra cdng dan Viét Nam vai nguoi nudc ngoai; gitra cong dan Viét
Nam cu tra ¢ trong nudc vai cong dan Viét Nam dinh cu & nudc ngoai; gita
cong dan Viét Nam dinh cu ¢ nudc ngoai véi nhau; gitta cong dan Viét Nam
dong thoi ¢6 quoc tich nude ngoai vaoi cong dan Viét Nam hoac vai ngudi nudc
ngoai.
- Truong hop ngudi nude ngoai cu tri tai Viét Nam co yéu cau ding ky két
hon tai Viét Nam thi Uy ban nhan dan cap huyén noi cu tra cia mét trong hai
bén thuc hién dang ky ket hon.
Co quan dwoe iy quyén: Khong.
Co quan phéi hop: Co quan quan 1y Co sé dit liéu Qudc gia vé dan cu, co
quan cé lién quan.

2.8 | Poi twong thue hién TTHC: C4 nhan

2.9 | Két qua giai quyét TTHC:
- Ho so du diéu kién: Gidy chimg nhan két hon (02 ban chinh), mdi bén vo,
chong 01 ban.
- Ho so khéng du diéu kién: Van ban thong bao khong du diéu kién dang ky két
hon.

2.10 | Quy trinh xir ly cong viéc

TT Trinh ty TriCh T.hm Biéu mau/Két qua

nhi¢ém glan
B1 | Tiép nhan ho so: Cong chirc | Gio hanh | Mau 01, 02, 03
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1. Tiép nhan ho so.

- Tiép nhan ho so tryc tiép tir
c4 nhan hodc tir hé thong buu
chinh hodc trén Cong dich vu
cong quoc gia
(https://dichvucong.gov.vn)
hoac Céng dich vu cong tinh
(https://dichvucong.hatinh.gov
.vn)

2. Can b TN&TKQ kiém tra
ho so:

- Néu ho so chua day du hoic
khong hop 1&: Huéng dan
hodc thong bao bang vin ban
cho ca nhan bod sung, hoan
thién hdé so. Truong hop
khong bo sung, hoan thién
dugc hd so thi thong bao tir
chéi giai quyét ho so.

Néu hé so day du, hop 16: Lam
thi tuc tiép nhan hé so, thu phi,
1& phi theo quy dinh, c6 Phiéu
hen, tra két qua cho nguoi co
yéu cau (néu ngudi co yéu, cau
lya chon hinh thic nop hd so
truc tiép) hodc gii ngay Phiéu
hen, tra két qua qua thu dién tur
hodc giri tin nhan hen tra két
qua qua dién thoai di dong cho
nguoi co yéu cau (néu nguoi co
yéu cau lya chon hinh thirc nop
ho so truc tuyén).

Sau khi tiép nhan hd so theo
hinh thire ndp truc tiép, cong
chirc TN&TKQ thuc hién sd
héa (sao chup, chuyén thanh
tai liu dién tr trén hé thong
thong tin, co s¢ dir lidu) va ky
s0 vao tai liéu, ho so giai
quyét thu tuc hanh chinh da
duogc sb hoa theo quy dinh.

TN&TKQ

chinh

(néu c6), 06 va hd
so theo muc 2.3
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B2

Chuyén hd so cho Phong Tu
phap.

Cong chtrc
TN&TKQ

02 giov

Mau 01, 05 va hd
so kém theo

B3

Phan cong céan bo Phong Tu
phap xu ly.

Lanh dao
Phong

02 gid

Mau 05 va hd so
kem theo

B4

Xem xét, xir 1y hd so:

- Truong hop hd so can bd
sung, hoan thién hodc khong
du diéu kién giai quyét, phai
tir choéi thi gui thong bao vé
tinh trang ho so téi Trung tam
hanh chinh cong dé thong bao
cho ngudi ndp ho so;

- Truong hop can phai kiém
tra, xac minh lam r6 hoac do
nguyén nhan khac ma khéng
thé tra két qua dung thoi gian
d3 hen thi 1ap Phiéu xin 16i 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 Trung tdm hanh
chinh cong dé tra cho ngudi
c6 yéu cau (néu nguoi co yéu
cau lya chon hinh thirc nop ho
SO truc tiép), hoac Qui Phiéu
xin 16i va hen lai ngay tra két
quad qua thu dién tu hodc gui
tin nhdn qua dién thoai di
déng cho nguwoi c6 yéu cau
(néu nguoi c6 yéu cau lwa
chon hinh thirc nop ho so truce
tuyén).

- Néu du dieu kién: Vao S6
dang ky két hon, nhap dir lidu
vao phﬁn mém ho tich, in du
thao 02 Gidy chung nhan két
hon.

+ Trudng hop tiép nhan hd so
diang ky két hon theo hinh

Cong chure
xtr 1y ho so

13 ngay

Miu 04 (néu co),
05; du thao Gidy
chtmg nhéan két hon
hoaic Van ban
théng béo khéng
du diéu kién dang
ky két hon
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thire truc tuyén: Gui lai biéu
mau Gidy chimg nhan két hon
dién tir v6i thong tin diy du
cho nguoi yéu ciu qua thu
dién tir hodc thiét bi so.

Nguoi yéu cau cé trach nhiém
kiém tra tinh chinh xac, day
du cua cac thong tin trén biéu
mau Gidy chimg nhan két hon
dién tir va xac nhan (t6i da
mot ngay).

Néu ngudi c6 yéu cau xéc
nhan thong tin da théng nhat,
day du hoac khong cé phan
hoi sau thoi han yéu cau thi
cong chirc xir Iy hd so thuc
hién ghi vao So6 ding ky két
hon, nhdp dir liéu vao phf?m
mém ho tich, in du thao 02
Gidy chung nhan két hon;

- Trudng hop c6 khiéu nai, t6
céo viéc két hon khong du didu
kién két hon theo quy dinh cua
Luat Hon nhadn va gia dinh
hodc xét thay c6 vin dé can lam
13 vé nhan than ctia bén nam,
bén nir hodc gidy to trong hd so
dang ky két hon thi Phong Tu
phap phdi hop véi co quan co
lién quan xac minh lam rd.
Trong qué trinh tham tra, xéac
minh ho so, néu thdy can thiét,
Phong Tu phap lam viéc truc
tiép v6i cac bén dé lam rd vé
nhan than, sy tu nguyén két
hén, muc dich két hon.

BS

Xem xét, duyét du thao két
qua tai budc B4.

Lanh dao
Phong Tu
phap

04 gid

Mau 05; du thao
Gidy chimg nhan
két hon hodc Vin
ban thong bao
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khong di diéu kién
dang ky két hon da
duyét/ky nhay

Mau  05; , Giéy
chting nhan két hon

B6 Ky du thao giai quyét thu tuc [}ﬁ;}i)dgg 04 id hoic Van ban
hanh chinh tai BS. huvén P & thong bao khong
Y du didu kién dang
ky két hon
Mau 05, 06; Gidy
Phat hanh van ban va tra két| Van thu chimg nhan két hon
g7 |dua cho Phong Tu phéap dé tra| UBND; 04 gidy hodc Vian ban
cho ca nhan va ket thuc trén | Phong Tu & thong bao khong
phan mém dich vu cong. phap du diéu kién dang
ky két hon
BAOI_VOI; Glay,/ chu;ng nhan 1.<Aet UBN[? cap Miu 01, 06 vi
hon: To chac LE trao Giay huyén, A . .
, A 1AL LA 2 A , Giay chung nhan
ching nhén két hon va chuyén | cong churc 1t hon
nguoi dan ky vao S6 hd tich. TN&TKQ
B8 Pbi voi Van ban thong bao Gg]ﬁﬁ]nh N
khong du diéu kién dang ky Mau 01, 06 va Van
két hon: Phong Tu phap | Cong chirc ban thong bao
chuyén Vin ban théng bao| TN&TKQ khong du diéu kién
cho cong chiic TN&TKQ dé dang ky két hon

tra cho ca nhan.

* Truong hop dén hen nhung chuwa c6 két qua,trong thoi gian Chdm,nhd't 01
ngay trudc ngay het han xi Iy, Phong Tu phap tham muu UBND cap huyen
ban hanh phieu xin 1ol va hen lai ngay tra ket qua dé gui cho to chuc, ca

nhan.

* Trong qud trinh giai quyét ho SO nguoi o trach nhiém thuce hién can thuc
hién dong thoi cac thao tac tiép nhan/chuyén/tra hé so, két qua gidi quyét
trén phan mém: http://dichvucong.hatinh.gov.vn véi cdc bude trong quy

trinh.

BIEU MAU
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Mau 01 Mau 01.docx
Giay ti€p nhan ho so va hen tra két qua

Mau 02 Mau 02.docx
Phiéu y€u cau bo sung hoan thi¢n ho so

Mau 03 M&u 03.docx
Phiéu tir choi tiép nhan gidi quyét ho so

Mau 04 Mau 04.docx
Phiéu xin 161 va hen lai ngay tra két qua

Mau 05 Mau 05.docx
Phiéu kiém soat qué trinh gidi quyét ho so

S
L L

Mau 06 M3u 06.docx

S6 theo ddi ho so

i
BM.HT.03.01 BM.HT.03.01.doc
T khai dang ky két hon

HO SO LUU

Mau 01; 02, 03, 04 (néu C(')), 06 luu tai Trung tdm Hanh chinh cong cép
huyén. Mau 01, 05 luu theo ho so;

Ho6 so dau vao theo muc 2.3;

Vian ban de€ nghi xadc minh; Van ban tra 161 két qua xac minh (néu co);

S6 dang ky két hon;
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- | Vin ban thong bao khong du diéu kién ding ky két hon (néu co);

- | Phan mém http://hotich.moj.gov.vn. Phan mém dich vu cong.

Hb so dugce luu tai Phong Tu phép, th(‘ri~ gian luu trir thye hién luu theo quy dinh cua
Lu@t Ho tich va cac van ban huépg dan thi hanh. Sau khi hét han, chuyén ho so
xuong don vi luu trir cua UBND cap huyén va luu trit theo quy dinh hién hanh.

4. Piang ky khai tir c6 yéu to nuéc ngoai

1 KY HIEU QUY TRINH QT.HT.04

2 | NOIDUNG QUY TRINH

2.1 | Piéu kién thue hién TTHC:

Khong

2.2 | Cach thirc thwe hién TTHC:

- Nguoi c¢6 yéu cau ding ky khai tur truc tiép thuc hién hodc Gy quyén cho
nguoi khac thuc hién ndp ho so tryc tiép tai Trung tdm hanh chinh cong cép
huyén;

-Gtri ho so qua hé théng buu chinh hodc ndp hd so truc tuyén trén Cong dich
vu coéng qudc gia (https://dichvucong.gov.vn) hodc Cong dich vu cong tinh
(https://dichvucong.hatinh.gov.vn).

Ban Ban

2.3 | Thanh phan ho so, bao gom: chinh | sao

T khai ding ky khai tir, theo mau BM.HT.04.01 (néu nguoi
coO yéu cau lya chon nop ho so theo hinh thirc truc ti€p);

Bléu mau dién tir twong tac dang ky khai tir (do nguoi yéu
cau cung cap thong tin theo hudng dan trén Cong dich vu
cong, néu nguoi co yéu cau lra chon ndp hd so theo hinh
thire truc tuyén);
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Nguoi co yéu cau dang ky khai tir thue hién viéc ndp/xuat
trinh (theo hinh thirc truc tiép) hoic tai 1én (theo hinh thirc
truc tuyén) cac gidy to sau:

* Gidy to phdi ngp:

Gidy béo tir hodc gidy to thay cho Gidy bao tir, gdm:

+ Gidy x4c nhan viéc thi hanh an tir hinh déi v6i ngudi chét do
thi hanh 4n tir hinh;

+ Ban an, quyét dinh c¢6 hiéu luc ctia Toa an dbi véi trudng
hop mot ngudi bi Toa an tuyén bé 1a da chét;

+ Vin ban x4c nhan cta co quan cdng an hoic két qua giam
dinh cua Co quan giam dinh phap y d6i voi nguoi chét trén
phuong tién giao thong, chét do tai nan, bi giét, chét dot
ngot hodc chét ¢ nghi van;

Glay td, tai liéu, ching ctt do co quan, to chirc c6 tham
quyen cap hodc xac nhan hop 18 ching minh su kién chét
d6i voi truong hop dang ky khai tor cho ngudi chét da lau,
khong c6 Gidy bao tir hodc gidy td thay thé Gidy bao tur;

Vin ban uy quyén (dugc chimg thyc) theo quy dinh cia
phap luat trong trudng hop Gy quyén thuc hién viéc ding ky
khai tir. Truong hop nguoi co6 trach nhiém dang ky khai tu
iy quyén cho ngudi khac thyc hién viée dang ky khai tir ma
nguoi dugc uy quyén la 6ng, ba, cha, me, con, vo, chéng,
anh, chi, em rudt cua ngudi ty quyén thi van ban ty quyén
khong phéi chimg thuc;

Gidy to chimg minh thudc gia dinh c6 cong véi cach mang;
nguoi thudc ho ngheo; ngudi khuyét tat (néu co);

* Gidy to phdi xudt trinh:

Ho chiéu hoic Chtng minh nhan dan hodc The can cudc
cong dan hodc cac gidy to khac co dan anh va thong tin ca
nhan do co quan co thAm quyén cép, con gia tri str dung dé
chirng minh v€ nhan than ctia nguoi ¢6 yéu cau dang ky khai
sinh. Trudng hop cac thong tin c4 nhan trong cac gidy to nay
d3 c6 trong Co sé dir liéu Qudc gia vé dan cu, Co so dit lidu
Ho tich dién tir, duwoc hé thdng dién tu dong thi khong phai
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xudt trinh (theo hinh thirc tryc tiép) hodc tai 1én (theo hinh
thure truc tuyén);

Gidy to cO gia tri ching minh thong tin vé cu trG trong
truong hop co quan ding ky ho tich khong thé khai thac
dugc thong tin vé noi cu tra cta cong dan theo cac phuong
thic quy dinh tai khoan 2 Diéu 14 Nghi dinh s
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong
hop cac thong tin vé gidy to chtimg minh noi cu tra da dugc
khai thac tir Co so dir liu qudc gia vé dan cu bang céc
phuong thirc nay thi ngudi co yéu cau khong phai xuat trinh
(theo hinh thirc tryc tiép) hodc tai 1én (theo hinh thirc truc
tuyén).

* Luu y:

- Poi V6i gidy torndp, xuat trinh néu nguroi yeu cau nép hé so theo hinh thirc truc
tiép:

+ Truong hop nguwoi yéu cau ndp gidy to la ban sao dwoc cap tir s6 goc hodc ban
sao duwgc chimg thyc tir ban chinh thi ngueoi tiép nhdn hé so khong dugc yeu cau
xudt trinh ban chinh; néu nguoi yéu cau chi nép ban chup va xudt trinh ban
chinh thi nguoi tiép nhdn hé so kiém tra, doi chiéu ban chup vdi ban chinh va ky
vdo ban chup xdc nhén vé viéc da doi chiéu nji dung gidy to do, khong duwoc yéu
cau nguoi di dang ky ndp bdn sao c6 chu'ng thuc glay tor do.

+ Truong hop phdp luat quy dinh xuat trinh gidy to khi dang ky ho tich, nguoi
tiép nhdn cé trach nhiém kiém tra gzay to xudt trinh, doi chzeu VOi thong tin trong
To khai va tra lai cho nguoi xudt trinh, khong dwoc yéu cau nguoi ding ky ho
tich ngp thém ban sao gidy to' do. Nguoi tiép nhan co thé chyp 01 ban giay to
xudt trinh hodc ghi lai théng tin cia gzay to xudt trinh dé lueu ho so

+ Gidy to do co quan ¢6 tham quyén ciia nude ngodi cdp, cong chitng hodc xdc
nhdn dé sir dung cho viéc ding ky ho tich tai Viet Nam phai dwoc hop phdp héa
lanh sy, trir truong hop dwoc mién theo diéu wéc quoc te ma Viét Nam la thanh
vién; gidy to bang tiéng nuwée ngodi phai dwoc dich ra tiéng Viét va cong chirng
ban dich hoac chirng thuc chit ky nguoi dich theo quy dinh cua phdp ludt.

+ Nguoi tié}? nhan co trach nhiém tié}) nhan dung, du ho so dang ky ho tich theo
quy dinh cia phdp ludt hé tich, khéng dwoc yéu cau ngueoi dang ky ho tich ngp
thém gidy to: ma phdp ludt hé tich khéng quy dinh phdi nép.

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

+ Badn chup cdc gid'y to guri kem theo ho so dang ky khai tir truc tuyén phdi
bdo dam ré nét, day di, toan ven vé nji dung, la ban chup bang mdy anh, di¢n
thoai hodc dwoc chup, dwoc quét bang thiét bi dién i, tir gidy to dwoc cdp
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hop 16, con gid tri sir dung; néu la gidy to do co quan c6 tham quyén nudc
ngodi cdp thi phai dwoc hop phdp héa lanh sw, dich sang tiéng Viét theo quy
dinh, trir truong ho’p dwoc mién hop phdp héa lanh su.

+ Truong hop gidy to, tai liéu phai givi kém trong ho so dang ky khai tir truc
tuyén da c6 ban sao dién tir hodc da co6 ban dién tir gidy to ho tich thi nguoi
yéu cau duwoc sir dung ban dién tir nay.

+ Khi dén co quan déing ky hé tich nhan két qua (Trich luc khai ti/ban sao
Trich luc khai tw), nguoi co yéu cau dang ky khai tir phdi xudt trinh gidy to tuy
thén, nép ban chinh cdac gidy to la thanh phan ho so dang ky khai ti theo quy
dinh phap ludt ho tich.

Trieong hop ngueoi yéu cau dang ky khai tir khong cung cdp dwoc gidy to néu
trén theo quy dinh hodc gidy to ndp, xudt trinh bi tdy xéa, sira chita, lam gid
thi co quan déng ky hé tich cé tham quyén hiy bé két qua ding ky khai tir.

2.4 | S6 lwong ho so: 01 bd
Thoi han gii quyét: Trong ngay tiép nhan hd so. Truong hop nhan ho so sau
25 15 gio ma khong giai quyet duoc ngay thi tra két qua trong ngay lam viéc tiép
theo. Trong trudng hop can xac minh, thi thoi han giai quyét khong qua 03
ngay lam vigc.
Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
26 | - Trung tam Hanh chinh cﬁng’cép huyén.
- Cong dich vu cong (chi tiep nhan ho so): http://dichvucong.hatinh.gov.vn
hoac https://dichvucong.gov.vn.
Co quan thyc hién: Phong Tu phap tiép nhan ho so va tham muu Chu tich
Uy ban nhan dan cap huyén xem xét, quyét dinh.
Co quan c¢é tham quyén quyét dinh:
- Uy ban nhan déan cp huyén noi cu tra cudi ciing ctia ngudi chét thuc hién
viéc dang ky khai tir cho nguoi nude ngoai hodc cong dan Viét Nam dinh cu ¢
2.7 | nudc ngoai chét tai Viét Nam;
- Uy ban nhan dan cap huyén noi nguoi d6 chét hodc noi phat hién thi thé
nguoi chét thyc hién viéc dang ky khai tir trong truong hop khong xac dinh
dugc noi cu tri cudi cung cua nguoi chét.
Co quan dwge iy quyén: Khong.
Co quan phdi hop: Co quan quan Iy Co sé dit liéu Qudc gia vé dan cu.
2.8 | Pbi twong thye hién TTHC: C4 nhan
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2.9

Két qua giai quyét TTHC:

- H6 so du diéu kién: Trich luc khai tir (ban chinh) va Van ban thong bao cho
Bo Ngoai giao dé thong bao cho co quan c6 thim quyén cta nudc ma nguoi

chét 1a cong dan.

- Ho so khong du diéu kién: Vin ban thong bao khong du diéu kién dang ky khai

tu.

2.10

Quy trinh xir ly cong viéc

TT

Trinh tu

Tréch
nhiém

Thoi
gian

Bié¢u maw/Két qua

Bl

Tiép nhan ho so:

1. Tiép nhéan ho so.

- Tiép nhan ho so truc tiép tir
c4 nhan hodc tir hé thong buu
chinh hoac trén Cong dich vu
cong quoc gia
(https://dichvucong.gov.vn)
hoac Céng dich vu cong tinh
(https://dichvucong.hatinh.gov.
vn).

2. Can bd TN&TKQ kiém tra
ho so:

- Néu ho so chua day du hoic
khong hop 18: Huéng dan hoidc
thong bao bang van ban cho ca
nhan bod sung, hoan thi¢n ho so.
Truong hop khong bd sung,
hoan thién dugc ho so thi thong
bao tir chdi giai quyét ho so.

- Néu hd so day du, hop l¢:
Lam tha tuc tiép nhan ho so va
thu phi, 1¢ phi theo quy dinh.
Néu tiép nhan ho so sau 15 gio
thi gri Phiéu hen, tra két qua
cho nguodi c6 yéu cau trong
ngay lam viéc tiép theo hoic
gui tin nhan hen tra két qua qua
dién thoai di dong cho ngudi co
yéu cau (néu ngudi cé yéu cau

Cong
chure
TN&TKQ

G106 hanh
chinh

Mau 01, 02 (néu c),
05, 06 va HO so theo
muc 2.3
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lya chon hinh thirc nop hd so
truc tuyén).

Sau khi tiép nhan hd so theo
hinh thirc ndp truc tiép, cong
chitc TN&TKQ thuc hién )
hoéa (sao chup, chuyén thanh tai
liéu dién tir trén hé théng thong
tin, co s& dit liéu) va ky sb vao
tai liéu, ho so giai quyét thu tuc
hanh chinh da dugc sb hoa theo
quy dinh.

2 \ , 2 Cﬁng X L ITA
B2 )(Sénllyen cho Phong Tu phap dé chite 12 ity i/é?# t?] le,OOS va HoO so
Y. TN&TKQ
A . .~ . 1,1+ | Lanh dao x <y
B3 Phan cbng cong chuc xir 1y ho Phong T | 1/2 gio Mau 05 va HoO so
SO. ; kem theo
phap
Kiém tra, xtr Iy ho so:
- Truong hop hd so can bd
sung, hoan thién hoég khong da
diéu kién giai quyét, phai tu
choi thi gui thong bao veé tinh
trang ho so téi Trung tdm hanh N )
chinh cong dé thong bao cho Mau 04 (n€u c6), 05
ngudi ndp hd so; va dy thao Trich luc
- Trudng hop can phai kiém tra, A khval tﬁf va fiu’ thé}o
x4c minh lam 16 hodc do nguyén | ©ONG | Van ban thong bao
B4 | hhan khic ma khéong thé tra két chucxuly | 01 gio |cho B Ngoai giao
ho so hoac du thao Van

qua dung thoi gian da hen thi
cong chiic Phong Tu phap lap
Phiéu xin 18i va hen lai ngay tra
két qua, trong d6 néu rd 1y do
cham tra két qua va thoi gian
hen tra két qua, chuyén Trung
tdm hanh chinh cong dé tra cho
ngudi c6 yéu cau (néu nguoi co
yéu cau lua chon hinh thuc ndp
hé so truc tiép), hodc giri Phiéu

ban thong bao khong
du diéu kién dang ky
khai tur
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xin 16i va hen lai ngay tra két
qua qua thu dién tir hodc gui tin
nhdn qua dién thoai di dong cho
nguoi cé yéu cau (néu nguoi cé
yéu cau lwa chon hinh thirc nop
ho so truec tuyén).

- Néu du diéu kién: Vao So
dang ky khai t, nhap dir licu
vao phﬁn mém ho tich, in du
thao Trich luc khai tir, du thao
Véan ban thong bao cho BO
Ngoai giao dé thong bao cho co
quan c6 thim quyén cia nudc
ma ngudi chét 1a cong dan;

+ Truong hop tiép nhan ho so
dang ky khai tir theo hinh thirc
tryc tuyén thi gui lai biéu mau
Trich luc khai to dién to voéi
thong tin day du cho nguoi yéu
cau qua thu dién tir hoac thiét
bi 0.

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

Néu nguoi ¢ yéu ciu xac nhan
thong tin da thong nhat, day du
hoic khéng co6 phan hoi sau
thoi han yéu cau thi thyc hién
viéc ghi ndi dung vao S6 ding
ky khai ttr, cap nhat thong tin
dang ky khai tir va luu chinh
thitc trén Phan mém ding ky,
quan ly hd tich dién tir dung
chung.

- Néu khéng du diéu kién: Dy
thao van ban thong bao khong
da diéu kién ding ky khai
ta; Trinh Lanh dao Phong Tu
phap duyét, chuyén téi B6.
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Truong hop phuc tap thi tién
hanh xdc minh. Viéc xac minh

Vian ban dé€ nghi xac

c6 thé bang vin ban hodc di 02 ngay mAmh I}OE“,C blgn ban
L X két qua x4c minh
xac minh thuc t€.
Mau 05; du thao
Trich luc khai t&r va
. . . Cong du thao Van ban
Sau khi xac minh, thuc hién LT .. |thong bdo cho B0
BS chic xu ly | 04 gio . <
nhu B4. S so Ngoai giao hoac du
thao van ban thong
bao khong du diéu
kién dang ky khai tir
Mau 05; Dy thao
Trich luc khai tr va
du thao Van ban
Xem x¢&t, duyét du thao van Lar‘lh dao . thong. b.a 0 Ch? Bo
B6 ban tai B4. B3 Phong Tu | 01 gio | Ngoai giao hodc du
' > phap thao Van ban thong
bao khong du diéu
kién dang ky khai tu
da duyét/ky nhay
Mau 05; Trich luc
khai tir; Van ban
. . e 1 .. . |Lanh dao thong bao cho B0
B7 Iég cac dy thao van ban tai tai | ;N 1/2 gi6 | Ngoai giao hoiic
' cap huyén Van ban thong bao
khong du diéu kién
dang ky khai tir
Ph4t hanh vin ban va tra két
qua cho Phong Tu phap dé Mau 05, 06 va Trich
chuyén cho Trung tim Hanh luc khai tr; Van ban
chinh cong; giri van ban thong | Van thu; thong bao cho Bo
B8 | bao, kém theo Trich luc khai tir | Phong Tuw | 1/2 gio0 |Ngoai giao hodc
(ban sao) cho B Ngoai giao dé phap Van ban thong bao

thong bao cho co quan c6 tham
quyén cua nudc ma nguoi chét
la cong dan.

khong du diéu kién
dang ky khai tu.
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B9

Chuyén nguoi dan ky S6 ho
tich va tra két qua cho ca nhan.

Cong
churc
TN&TKQ

Gid hanh
chinh

Mau 01, 06 va Trich
luc khai tir hodc van
ban thong bao khong
du diéu kién dang ky
khai tir

* Truong hop dén hen nhung chuwa cé két qud,trong thoi gian chdgm nhdt 01
ngay truwéc ngay hét han xit Iy, Phong Tw phdp tham mwu UBND cdp huyén
ban hanh phiéu xin 16 va hen lai ngay trd két qua dé giri cho to chirc, ca nhan.
* Trong qua trinh giai quyét ho SO nguoi co trach nhiém thuc hién can thuc
hién dong thoi cdc thao tdc tiép nhdn/chuyén/tra hé so, két qua gidi quyét trén
phan mém: http://dichvucong.hatinh.gov.vn véi cdc buée trong quy trinh.

BIEU MAU

Mau 01

Gidy tiép nhan ho so va hen tra két qua

@j

MAau 01.docx

Mau 02

Phiéu yéu cau bo sung hoan thi¢n ho so

|Ej

M3u 02.docx

Mau 03

Phiéu tir chéi tiép nhan giai quyét ho so

@j

Mau 03.docx

Mau 04

Phiéu xin 16i va hen lai ngay tra két qua

@j

Mau 04.docx

Mau 05

|Ej

Mau 05.docx

Phiéu kiém soat qua trinh giai quyét hd so

Mau 06

S6 theo ddi hd so

@j

M3u 06.docx
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]

BM.HT.04.01 BM.HT.04.01.doc
To khai dang ky khai tir

4 |HOSOLUU

Mau 01; 02, 03, 04 (néu c6), 06 luu tai Trung tdm Hanh chinh cong cdp huyén.
Mau 01, 05 luu theo ho so;

- | HO so dau vao theo muc 2.3;

- | SO dang ky khai tir;

Vin ban thong bao khong du diéu kién diang ky khai tir (néu co);
Vian ban thong bdo cho B Ngoai giao;

- | Van ban d€ nghi xac minh; van ban xac minh (néu co);

- | Phan mém http://hotich.moj.gov.vn. Phan mém dich vu cong.

Ho so dugc luu tai Phong Tu phap, thoi gian luu trir thye hién luu theo quy dinh cua
Luat Ho tich va cac van ban hudng dan thi hanh. Sau khi hét han, chuyén ho so
xuong don vi luu trir cia UBND cap huyén va luu trit theo quy dinh hién hanh.

5. Ping ky giam hd c6 yéu té nwéc ngoai

1 KY HIEU QUY TRINH QT.HT.05

2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thwe hién TTHC:

- Viéc giam ho gitra cong dan Viét Nam va nguoi nude ngoai cung cu tra tai
Viét Nam.

- C4 nhan co6 du cac diéu kién sau day co thé 1am ngudi giam ho:

+ C6 nang lyc hanh vi dan su day du.

+ C6 tu cach dao duc tot va cac diéu kién can thiét dé thuc hién quyén, nghia
Vu cta nguoi giam ho.
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+ Khdng phai 1a nguoi dang bi truy cau trach nhiém hinh sy hoac nguoi bi
két an nhung chwa dugc x04 an tich vé mot trong cac toi cd y xam pham tinh
mang, sic khoe, danh du, nhan pham, tai san cua ngudi khéc.
+ Khong phai 1a nguoi bi Toa &n tuyén bd han ché quyén ddi véi con chua

thanh nién.

- Phap nhan c6 du cac diéu kién sau day c6 thé lam ngudi gidm ho:

+ C6 nang luc phap luat dan su phu hop véi viéc giam ho.

+ C6 diéu kién can thiét dé thuc hién quyén, nghia vu ciia ngudi giam ho.

2.2

Cach thure thuc hién TTHC:

- Ngudi ¢6 yéu cau diang ky giam ho truc tiép thuc hién hodc Gy quyén cho
nguoi khac thyc hién ndop ho so tryc tiép tai Trung tdm hanh chinh cong cap

huyén;

-Gui ho so qua hé thong buu chinh hodc ndp hod so truc tuyén trén Cong dich
vu cong quoc gia (https://dichvucong.gov.vn) hoac Cong dich vu cdng tinh

(https://dichvucong.hatinh.gov.vn).

2.3

Thanh phén hd so, bao gom:

Ban
chinh

Ban
Ssao

To khai dang ky giam ho, theo mau BM.HT.05.01 (néu
nguoi co yéu cau lya chon nop ho so theo hinh thic tryc

tiép):;

Biéu mﬁu dién tur twong tac dang ky giam ho (do nguoi
yéu cau cung cap thong tin theo hudng dan trén Cong dich
vu cong, néu nguoi cd yéu cau lya chon ndp ho so theo
hinh thtc truc tuyén);

Nguodi c¢6 yéu cau dang ky giam ho thuc hién viée
ndp/xudt trinh (theo hinh thuc tryc tiép) hodc tai 1én (theo
hinh thtc truc tuyén) cac gidy to sau:

* Gidy to phdi ngp:

Van ban ctr nguoi gidm ho theo quy dinh cia Bo luat Dan
su d6i voi dang ky gidam ho cir;

Hoic gidy to chimg minh diéu kién gidm ho dwong nhién
theo quy dinh cua B luat Dan sy d6i voi trudng hop ding
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ky gidm ho duong nhién; van ban théa thuan ctr nguoi
gidm hd duong nhién trong truong hop c¢é nhiéu nguoi
thudc di¢n gidm hd duong nhién;

Trudng hop ty quyén cho nguoi khac 1am thay thi phai co
van ban Gy quyén duoc chung thuc theo quy dinh cia
phap luat. Truong hop ngudi duge Uy quyén 1a 6ng, ba, X
cha, me, con, vo, chéng, anh, chi, em rudt cua nguoi uy
quyén thi vin ban ty quyén khong phai chimg thyc.

Gidy to chitg minh thudc gia dinh ¢6 cong voi cach mang;
nguoi thuoc ho nghéo; nguoi khuyét tat (néu co).

* Gidy tor phdi xudt trinh:

Ho chiéu hoic Ching minh nhan dan hodc The can cudce
cong dan hodc cac gidy to khac co dan anh va thong tin ca
nhan do co quan c6 tham quyén cip, con gia tri st dung dé
ching minh vé nhan than ctia ngudi co yéu cau ding ky
giam hd. Truong hop cac thong tin ¢4 nhan trong céc giady X
td ndy di ¢ trong Co so dir lidu Qudc gia vé dan cu, Co sO
dir liéu ho tich dién tir, dugc hé thong dién ty dong thi
khong phai xuat trinh (theo hinh thirc truc tiép) hodc tai 1én
(theo hinh thtc truc tuyén);

Gidy to co gia tri chimg minh thong tin vé& cu tra trong
truong hop co quan ding ky ho tich khong thé khai thac
duoc thong tin vé noi cu tra ciia cong dan theo cac phuong
thitc quy dinh tai khoan 2 Diéu 14 Nghi dinh s
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong
hop cac thong tin vé gidy to ching minh not cu tri da duoc
khai thac tr Co s¢ dir li¢u quoc gia Ve dan cu bang cac
phuong thirc nay thi nguoi co yéu cau khong phai xuat
trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thuc
tryc tuyén).

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

*Luu y:
- Doi voi gidy to nop, xuat trinh néu nguoi yéu cau nop ho so theo hinh thirc
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triec tiép:

+ Truwong hop nguwoi yéu cau ndp gidy to la ban sao duge cdp tiv s6 goc hodc
ban sao duwgc chimg thiee tir ban chinh thi nguoi tiép nhdn hé so khéng dwoc
Yéu cau xudt trinh ban chinh; néu nguoi yéu cau chi ndp ban chup va xudt trinh
ban chinh thi nguoi tié}) nhan h5 so kiém tra, doi chiéu ban chup voi ban chinh
va ky vao ban chup xdac nhdn vé viéc da doi chiéu ndi dung giay to do, khong
duoe yéu cau nguoi di dang ky nép bdn sao cé chu’ng thuc gidy to do.

+ Truong hop phdp ludt quy dinh xuat trinh glay to' khi dang ky ho tich, ngueoi
tiép nhdn c6 trach nhiém kiém tra glay 1o xuat trinh, doi chzeu VOi thong tin
trong To khai va tra lai cho nguoi xudt trinh, khong duoc yeu cau nguoi dang
ky ho tich ngp them ban sao gidy to do. Nguoi tiép nhan co thé chup 01 ban
gidy to xudt trinh hodc ghi lai thong tin ciia gidy to xudt trinh dé luu hé so

+ Gidy to do co quan cé tham quyén ciia nwée ngodi cdp, cong chitng hodc xdc
nhén dé sir dung cho viéc ding ky ho tich tgi Viét Nam phai dwoc hop phdp hoa
lanh s, trir truong hop dwoc mién theo diéu wéc quoc te ma Viét Nam la thanh
vién; gidy to bang tiéng nude ngodi phdi dwoc dich ra tiéng Viét va cong chimg
ban dich hoac ching thuc chit ky nguoi dich theo quy dinh cua phap luat.

+ Nguoi tiép nhdn cé trach nhiém tiép nhdn ding, dit hé so ding ky hé tich theo
quy dinh ciia phdp ludt ho tich, khéng dwoe yéu cau nguoi dang ky ho tich ndp
thém gidy to: ma phdp ludt hé tich khéng quy dinh phdi ndp.

- Trwong hop gui hé so qua hé thong buwu chinh thi phai giri kém theo ban sao
c6 chimg thuee gidy to phdi xudt trinh.

- Doi véi gidy to giri kém theo néu nguoi yéu cau ndp hé so theo hinh thire triec
tuyén'

+ Ban chup cac gzay to gui kem theo hé so dang ky gidm hé truc tuyén phdi
bdo dam ré nét, day du, toan ven vé néi dung, la ban chup bang mdy anh,
dien thoai hodc dwgc chup, duoc quét bang thiét bi dién tir, tir gzay to' duoc
cap hop 1é, con gid tri su dung; néu la gidy to do co quan co tham quyén
nuée ngodi cap thi phai dwoc hop phdp héa lanh sw, dich sang tiéng Viét
theo quy dinh, trir truong hop dwoc mién hop phdp héa lanh su.

+ Truong hop gidy to, tai liéu phdi giti kém trong ho so dang ky gidm hé
truc tuyén da co ban sao dién tw hoac da co ban dién tw gicfy to ho tich thi
ngueoi yéu cau dwoc sit dung ban dién tir nay.

+ Khi dén co quan ding ky hé tich nhdn két qua (T rich luc dang ky giam
ho/ban sao Trich luc dang ky giam ho), nguoi co yéu cau dang ky giam ho
xudt trinh gidy to tup thdn, nép ban chinh cdc gidy to la thanh phan ho so
dang ky giam h¢ theo quy dinh phap ludt ho tich.

Truong hop nguoi yéu cau dang ky gidm ho khéng cung cdp dwoc gidy to
néu trén theo quy dinh hodc gidy to nép, xudt trinh bi tdy xéa, sita chita, lam
gid thi co quan déing ky hé tich c6 tham quyén iy bé két qua dang ky gidm
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ho.
2.4 | S6 lrgng ho so: 01 bd
Thoi han gii quyét:
o5 |- Ping ky giam ho ct: 05 ngay 1am viéc, ké tir ngay nhan d ho so hop 1.
" | - Pang ky giam ho duong nhién: 03 ngay lam viéc, ké tir ngay nhan du ho so
hop 1¢.
Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
56 | - Trung tam Hanh chinh cong cap huyén.
| - Cong dich vy cdng (chi tiép nhan ho so): http://dichvucong.hatinh.gov.vn
hoac https://dichvucong.gov.vn.
Co' quan thyc hién: Phong Tu phap xur ly hd so va tham muu Chu tich Uy
ban nhén dan cip huyen xem xét, quyét dinh.
Co quan cé thim quyén quyét dinh: Uy ban nhan dan cap huyén noi cu tra
2.7 | cua ngudi dugc gidm hd hoac ngudi gidm hd thuc hién dang ky gidm ho gitra
cong dan Viét Nam va ngudi nude ngoai cung cu tra tai Viét Nam.
Co quan dwore iy quyén: Khong.
Co quan phdi hop: Co quan quan Iy Co sé dit liéu Qudc gia vé dan cu.
2.8 | Poi twgng thye hign TTHC: Ca nhén, phap nhan
Két qua giai quyét TTHC:
29 |- Hb so du diéu kién: Trich luc dang ky giam h¢ (ban chinh), ban sao Trich
' luc dang ky giam ho (néu cb yéu cau).
- Ho so khong du diéu kién: Van ban thong bao khong du diéu kién.
2.10 | Quy trinh xir ly cong viéc
TT Trinh tu TriCh T_hm Biéu ma?u/Ket
: nhi¢m glan qua
Tiép nhén hd so:
1. Tiép nhan ho so. Co , Gid |Mau 01; 02, 03
y . » ong chirc . L, Y
Bl |- Tiép nhan hd so truc tiép tir ca hanh | (néu co), 06 va HO
. TN&TKQ ]
nhan hodac tir hé thong buu chinh chinh | so theo muc 2.3

hoac trén Céng dich vu cong
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qudc gia
(https://dichvucong.gov.vn) hodc
Cong dich vu cong tinh
(https://dichvucong.hatinh.gov.v
n)

2. Can bo TN&TKQ kiém tra hd
SO

- Néu hd so chua diy da hoic
khong hop 1&: Huéng dan hoic
thdng bao bang van ban cho ca
nhan bo sung, hoan thién ho so.
Trudng hop khong bo sung, hoan
thién duoc ho so thi thong béo tir
chdi giai quyét ho so.

Néu ho so day du, hop 1¢: Lam thu
tuc tiép nhan ho so, thu phi, 1é phi
theo quy dinh, c6 Phiéu hen, tra
két qua cho ngudi 6 yéu cau (néu
nguoi c¢o yéu cau lwa chon hinh
thirc ndp_ hé so truc tlep) hodc gt
ngay Phiéu hen, tra két qua qua thu
dién tr hodc gl tin nhan hen tra
két qua qua dién thoai di dong cho
nguoi co yéu cau (néu ngudi cd
yéu cau lia chon hinh thirc ndp ho
s tryc tuyén).

Sau khi tiép nhan ho so theo hinh
thic ndp truc tiép, coéng chirc
TN&TKQ thyuc hién sd hoa (sao
chup, chuyén thanh tai liéu dién
tir trén hé thong thong tin, co s
dir lidu) va ky s6 vao tai liéu, hd
so giai quyét tha tuc hanh chinh
da duoc s6 hoa theo quy dinh.

B Chuyér} hd so cho phong Tu | Cong chirc 02 widy Mau 01, 05 va hd
phap dé xir 1. TN&TKQ 8191 50 kém theo

Lanh dao x Y

B3 | Phan cong chirc xir Iy hd so. | Phong Tu | 02 gio | au 01, 05 va ho

phap

so kem theo
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B4

Kiém tra, xem xét hd so:

- Truong hop hd so can bd sung,
hoan thién hodc khong du diéu
kién giai quyét, phai tir chdi thi
guri thong bao vé tinh trang hd so
tdi Trung tdm hanh chinh cong
dé thong bao cho ngudi ndp hod
SO;

- Trudng hop can phai kiém tra,
xac minh lam rd hodc do nguyén
nhan khiac ma khong thé tra két
qua diung thoi gian dé hen thi lap
Phiéu xin 18i va hen lai ngay tra
két qua, trong d6 néu rd 1y do
cham tra két qua va thoi gian hen
tra két qua, chuyén Trung tam
hanh chinh céng dé tra cho ngudi
cd yéu cau (néu nguoi cd yéu
cau lua chon hinh thirc ndp hé so
truc tiép), hodc giri Phiéu xin 10i
va hen lai ngdy tra két qud qua
thw dién tir hodc giri tin nhdn
qua dién thoai di dong cho nguoi
co yéu cau (néu nguoi c6 yéu
cau luwa chon hinh thirc nop ho
SO truec tuyén);

- Pbi voi truong hop dang ky
gidm hg duong nhién:

+ Néu ho so du diéu kién thi vao
S6 dang ky giam ho, nhap dir
liéu vao phan mém ho tich, in dy
thdo Trich luc dang ky gidm ho;
Truong hop tiép nhan hd so ding
Ky gidm ho theo hinh thirc truc
tuyén: Guri lai biéu mu Trich luc
dang ky giam ho dién tor véi
thong tin day du cho ngudi yéu
cau qua thu dién tir hodc thiét bi
0.

Ngudi yéu cdu cé trach nhiém
kiém tra tinh chinh xac, day du

Cong chirc
xur 1y ho
SO

1,5
ngay

Mau 04 (néu co),
05 ; du thao Trich
luc dang ky giam
ho hoac Van ban
thong bao khong du
dicu kién
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clia cac thong tin trén biéu miu
Trich luc ding ky gidm hd dién
tir va xac nhan (t6i da mot ngay).
Néu ngudi ¢6 yéu cau xac nhan
thong tin da thong nhat, day du
hoic khong c6 phan hdi sau thoi
han yéu cau thi thuc hién viéc
ghi néi dung vao SO ding ky
gidm ho, cap nhat thong tin dang
ky gidm ho va luu chinh thirc
trén Phan mém dang ky, quan ly
ho tich di¢n tor dung chung.

+ Néu khong du diéu kién thi du
thdo van ban thong bao khong du
diéu kién trinh Lanh dao Phong.

- Péi véi truong hop ding ky
giam hg cu:

+ Néu du diéu kién dé giam ho
thi thyc hién dang ky giam hd
ctr, vao SO ding ky giam ho,
nhap dir liéu vao phﬁn mém hd
tich, in du thao Trich luc dang ky
giam hg;

Truong hop ndp hd so tryc tuyén
thi thyc hién cac budc nhu dang ky
giam ho duong nhién.

+ Néu khong du diéu kién thi du
thdo van ban thong bao khong du
diéu kién; trinh Lanh dao Phong.

35
ngay

BS

Lanh dao Phong Tu phap kiém
tra két qua thuc hién, duy¢t, truc
tiép hodc giao cong chuc xur ly
hd so trinh 1anh dao UBND cap
huyén.

Lanh dao
Phong Tu
phap

04 gid

Mau 05; Dy thao
Trich luc dang ky
giam ho hodc van
ban thong bao
khong du diéu kién
da duyét/ky nhay
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Mau 05; Trich luc

LA .l L g Lanh dao dang ky gidm ho
Be | KV ket qua gidi quyet thu twe | “\ypNR - | 02 gig | hodc van ban thong
hanh chinh. z A . A 2 23
cap huyén bao khong du dieu
kién
Phat hanh vin ban va tra két qua \ijaél I\tllgr i\/lau 95’ 06,’ Tf',Ch
cho Phong Tu phap dé chuyén | z A . uc dang ky gidm
B7 s b prap €¢ CAUYER | cdp huyén, | 02 gis | ho hodc van ban
cho Trung tam Hanh chinh cong . A . A ,
z R Phong Tu thong bao khong du
cap huyén. - A T
phap diéu kién
Mau 01, 06; Trich
Chuyén ngusi dan ky vio Sé va | Cong chire | 010 | luc dang ky giam
B8 tra két qua TN&TKQ hanh | hd hoac van ban
' chinh | théng bao khong du
dicu kién
* Trrong hop dén hen nhung chwa ¢6 két qud,trong thoi gian cham nhdt 01
ngay truéc ngay hét han xir Iy, Phong Tuw phdp tham muu UBND cap huyén
ban hanh phiéu xin 13i va hen lgi ngay tra két qua dé gii cho té chirc, cé
nhan.
* Trong qud trinh giai quyét ho SO ngueoi ¢é trach nhiém thye hién can thuc
hién dong thoi cac thao tac tiép nhan/chuyén/tra hé so, két qua gidi quyét
trén phan mém: http://dichvucong.hatinh.gov.vn véi cdc budc trong quy
trinh.
3 | BIEUMAU
L]
Mau 01 Mau 01.docx
Gidy tiép nhan ho so va hen tra két qua
|Ej
Mau 02 Mau 02.docx
Phiéu yéu ciu bo sung hoan thién ho so
@j
Mau 03 Mau 03.docx
Phiéu tir chéi tiép nhan giai quyét ho so
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@j

Mau 04 Mau 04.docx
Phié€u xin 161 va hen lai ngay tra két qua

@j

Mau 05 Mau 05.docx
Phi€u kiém soat qua trinh giai quyét ho so

|Ej

Mau 06 M3u 06.docx

S6 theo ddi hd so

=
BM.HT.05.01 BM.HT.05.01.doc
To khai dang ky giam ho

4 |HOSOLUU

Mau 01; 92, 03, 04 (néu cé), 06 luu tai Trung tdm Hanh chinh cong cép
huyén. Mau 01, 05 luu theo ho so;

- | HO so dau vao theo muc 2.3;

- | S6 ding ky giam ho;

- | Vin ban thong bao khong du diéu kién (néu co);

- | Phan mém http://hotich.moj.gov.vn. Phan mém dich vu cong.

Hb so dugc luu tai Phong Tu phap, th6’i~ gian luu trir thye hién Iuu theo quy dinh cua
Lu@t Ho tich va cac van ban hu’('):ng dan thi hanh. Sau khi hét han, chuyén ho so
xuong don vi luu trlir cua UBND cap huyén va luu trit theo quy dinh hién hanh.

6. Piang ky cham dirt giam hd c6 yéu té6 nwéc ngoai

1 KY HIEU QUY TRINH QT.HT.06
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2 | NOIDUNG QUY TRINH
2.1 | Piéu kién thue hién TTHC:
Khdng
2.2 | Cach thirc thuc hién TTHC:
- Ngudi ¢6 yéu cau ding ky chm dut giam ho true tiép thuc hién hodc ty
quyén cho nguoi khac thuc hién ndp ho so truc tiép tai Trung tam hanh chinh
cong cap huyén;
-Guri ho so qua hé théng buu chinh hodc ndp hd so tryc tuyén trén Céng dich
vu cong quoc gia (https://dichvucong.gov.vn) hoac Cong dich vu cong tinh
(https://dichvucong.hatinh.gov.vn).
2.3 | Thanh phan ho so, bao gom: Bin Ban sao
' P » Dao gom: chinh
To khai dang ky cham dut giam ho, theo mau BM.HT.06.01
- | (néu nguoi co yéu cau lya chon ndp ho so theo hinh thirc X
truc tiép);
Biéu mau dién tu twong tac dang ky cham dut giam ho (do
_ | nguodi yéu cdu cung cap thong tin theo hudng dan trén
Cong dich vu cong, néu nguoi c6 yéu cau Iya chon nop hd
so theo hinh thtrc truc tuyén);
Ngu’oi co yéu cau dang ky cham dut giam h¢ thyc hién
- | viéc ndp/xut trinh (theo hinh thirc truc tiép) hoic tai 1én
(theo hinh thuc truc tuyén) cac gidy to sau:
* Gidy to phdi ngp:
i Gidy to lam cin ctr chdm dat giam ho theo quy dinh cua X
B0 luat Dan su;
Truong hop uy qpyén cho nguoi khac 1am thay thi phai c6
_ | van ban uy quyén duoc chung thuc theo quy dinh cua X

phap luat. Truong hop nguodi dugc uy quyeén la o6ng, ba,
cha, me, con, vg, chong, anh, chi, em rudt ciia nguoi uy
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quyén thi vin ban uy quyén khong phai ching thuc;

Gidy tO chimg minh thudc gia dinh c¢6 coéng voi cach
mang; ngudi thudoc ho ngheo; nguodi khuyét tat (néu co);

* Gidy to' phdi xudt trinh:

Mot trong cac gidy t0 ching minh nhan than 1a Gidy
CMND, Thé can cudc cong dan, HO chiéu hoac giéy to
khac c6 dan anh va thong tin c4 nhan do co quan c6 tham
quyén cap, con gia tri sit dung ciia ngudi yéu cau ding ky
cham dut giam ho. Trudng hop cac thong tin ca nhan trong
cac gidy to ndy di co trong Co so dir liéu Qudc gia vé dan X
cu, Co s& dir lidu ho tich dién tir, dugc hé théng dién tu
dong thi khong phai xuat trinh (theo hinh thirc truc tiép)
hoic tai 1én (theo hinh thirc truc tuyén).

Truong hop gti qua hé thdng buu chinh thi phai giri kém
ban sao c6 ching thuc gidy to phai xuét trinh néu trén.

*Luu y:

- Poi Véi gidy to ngp, xudt trinh néu nguoi yéu cau nép hé so theo hinh thirc
tryc tiep:

+ Truong hop nguoi yéu cau ndp gidy to la bdan sao dwoc cdp tir s6 goc hodc
ban sao dwgc ching thuc tir ban chinh thi nguoi tiép nhdn ho so khong dwoc
yéu cau xudt trinh ban chinh; néu nguoi yéu cau chi ngp ban chup va xudt trinh
ban chinh thi nguoi tiép nhdn ho so kiém tra, doi chiéu ban chup voi ban chinh
va ky vao ban chup xdc nhan vé viée da doi chiéu ndi dung gidy to do, khong
dege yéu cau nguwoi di dang ky ngp bdn sao cé chLZ’ng thuc gidy to do.

+ Truong hop phap ludt quy dinh xuat trinh glay to' khi dang ky ho tich, nguoi
tiép nhdn cé trach nhiém kiém tra glay 1o xudt trinh, doi chleu VOi thong tin
trong To khai va tra lai cho nguoi xudt trinh, khong duoc yéu cau nguwoi dang
ky ho tich ngp thém ban sao gidy to do. Nguoi tzep nhdn cé thé chyp 01 ban gidy
to xudt trinh hodc ghi lai théng tin cua gidy to xudt trmh dé luu ho so

+ Gidy to do co quan cé tham quyén ciia mede ngodi cdp, cong chirng hodc xdc
nhdn dé sir dung cho viéc ding ky ho tich tqi Viet Nam phai dwoc hop phdp hoa
lanh s, trir truong hop dwoc mién theo diéu wéc quoc te ma Viét Nam la thanh
vién; gidy to bang tiéng nwée ngoai phdi dwoc dich ra tiéng Viét va cong chimng
ban dich hoac ching thuc chit ky nguoi dich theo quy dinh cua phdp ludt.

+ Nguoi tiép nhdn cé trach nhiém tiép nhdn diing, @i ho so dang ky hé tich theo
quy dinh ciia phdp ludt hé tich, khéng dwoc yéu cau nguoi dang ky ho tich ndp
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thém gidy to: ma phdp ludt hé tich khéng quy dinh phdi nép.

- Truong hop giki qua hé thong buwu chinh thi phdi giri kém bdan sao cé chitng
thuwee gidy to phdi xudt trinh.

- Doi véi gidy to giri kém theo néu nguwoi yéu cau nép ho so theo hinh thire
truc tuyén

+ Ban chup cac gidy to giti kém theo hé so dang ky cham dirt gidm ho truc
tuyén phai bao dam ré nét, ddy di, toan ven vé néi dung, la ban chup bang
mdy anh, dién thoai hoac dwoc chup, dwoc quét bang thiét bi dién tir, tir giay
to' dugc cap hop 1é, con gia tri sw dung; néu la gidy to do co quan co tham
quyén nwdc ngodi cdp thi phdi dwoc hop phdp héa lanh su, dich sang tiéng
Viét theo quy dinh, trir truong hop dwoc mién hop phap hoa lanh su.

+ Truong hop gzay 10, tai liu phdi giri kém trong hé so ding ky cham dut
gidm ho triee tuyén da co ban sao dién tir hodc da co ban dién tir gidy to hé
tich thi nguoi yéu cau dwoc sir dung ban dién tir nay.

- Khi dén co quan dang ky hé tich nhédn két qua (Trich luc dang ky chdm duit
giam ho/ban sao Trich luc dang ky cham dut giam ho), nguoi co yéu cau
dang ky cham dirt gidm ho xudt trinh gidy to tuy thdn, ndp bdan chinh cdc gidy
to' la thanh phan hé so dang ky cham dvt gidm ho theo quy dinh phdp ludt ho
tich.

Truong hop nguoi co yéu cau dang ky cham dut giam hg khong cung cdp
dwoc gidy to néu trén theo quy dinh hodc gidy to nop, xuat trinh bi tay xoa,
swta chita, lam gia thi co quan dang ky hé tich c6 tham quyén hiy bo két qua
dang ky chdm dirt gidm hé.

2.4

S6 lwrgng ho so: 01 bo

2.5

Thoi han giai quyét: 02 ngay 1am viéc, ké tir ngaynhan du ho so hop 1.

2.6

Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:

- Trung tdm Hanh chinh céng cap huyén.

- Cong dich vy cong (chi tiép nhan hd so): http://dichvucong.hatinh.gov.vn
hoac https://dichvucong.gov.vn .

2.7

Co quan thyc hién: Phong Tu phap tlep nhan hd so va tham muu Chu tich
Uy ban nhan dan cép huyen xem xét, quyét dinh.

Co quan cé thAim quyén quet dinh: UBND cip huyén noi di dang ky
gidm hd thuc hién dang ky cham dat gidm ho.

Co quan dwoe iy quyén: Khong.

Co quan phdi hop: Co quan quan Iy Co sé dit liéu Quéc gia vé dan cu.
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2.8

Poi twong thwe hién TTHC: Cé nhan, phap nhan

2.9

Két qua giai quyét TTHC:

- Néu hd so du diéu kién: Trich luc dang ky cham dt giam h¢ (ban chinh)/
ban sao Trich luc dang ky cham dirt giam ho (néu c6 yéu cau).

- Néu ho so khong du diéu kién: Vian ban thong bao khong da didu kién chim

dut gidm hd.

2.10

Quy trinh xir ly cong viéc

TT

Trinh tu

Tréach
nhiém

Thoi
gian

Bic¢u mau/Keét
qua

Bl

1. Tiép nhan ho so.
- Tiép nhan ho so truc tiép tir ca
nhan hoic tir hé thong buu
chinh hodc trén Cong dich vu
cong quoc gia
(https://dichvucong.gov.vn)
hoac Céng dich vy cong tinh
(https://dichvucong.hatinh.gov.
vn)
2. Can bdo TN&TKQ kiém tra
hd so:
- Néu ho so chua day du hoic
khong hop 1é: Huéng dan hoic
thong bao bang vin ban cho cé
nhan bo sung, hoan thién ho so.
Truong hop khoéng bd sung,
hoan thién dugc ho so thi thong
bao tir chéi giai quyét hd so.

- Néu ho so day du, hop 1&: Lam
thi tuc tiép nhan ho so, thu phi, 16
phi theo quy dinh, c6 Phiéu hen,
tra két qua cho nguoi co yéu cau
(néu ngudi co yéu cau luya chon
hinh thic ndp hd so truc tlep)
hodc giri ngay Phiéu hen, tra két
qua qua thu dién tir hodc gui tin
nhin hen tra két qua qua dién
thoai di dong cho ngudi co6 yéu

Cong chtrc
TN&TKQ

G106 hanh
chinh

Mau 01, 02, 03
(néu co), 06 va
HO so theo muc
2.3
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cau (néu ngudi co6 yéu cau lua
chon hinh thirc nop hd so truc
tuyén).

- Sau khi tiép nhan hd so theo
hinh thirc np truc tiép, can bo
tiép nhén hd so thuc hién sd hoa
(sao chup, chuyén thanh tai liéu
dién tir trén hé théng thong tin, co
s& dir liéu) va ky sd vao tai licu,
hé so giai quyét tha tyc hanh
chinh d3 dugc sd hoa theo quy
dinh.

B Chuyén cho Phong Tu phap dé | Cong chiic 02 siy Mau 01, 05 va Ho
xtr 1y. TN&TKQ 19 1 5o kém theo
Phan cong can bo Phong Tu | Zonh  dao | Mu 01, 05 va Hb
B3 1o Phong Tu| 02 gio .
phap xur y. . so kem theo
phap
Kiém tra, xem xét hd so:
- Trudong hop hd so can bod
sung, hoan thién hodc khong du
diéu kién giai quyét, phai tu
chéi thi giri thong bao vé tinh
trang ho so téi Trung tdm hanh
chinh cong dé thong bao cho Miu 04 (néu co)
nguol ‘n(_)p ho so; . . 05; du thao Trich
- Truong hop can phai kiém luc dang ky chdm
tra, xac minh lam r6 hodc do | Cong chuc .| it gidm ho hodc
B4 Inguyén nhan khac ma khong | xirlyhéso | - "9 |van ban  thong
thé tra két qua dﬁpg thoi ~gian bao khong du didu
da hen thi 13p Phi€u xin 161 va kién cham dut
hen lai ngay tra két qud, trong giam ho

d6 néu rd 1y do cham tra két
qua va thoi gian hen tra két qua,
chuyén Trung tdm hanh chinh
cong dé tra cho nguoi co yéu
cau (néu ngudi cb yéu cau lua
chon hinh thtc ndp ho so truc
tiép), hodc giri Phiéu xin 16i va
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hen lai ngay tra két qud qua thuw
dién tir hodc giri tin nhdn qua
dién thoai di dong cho nguoi co
yéu cau (néu nguoi c¢é yéu cau
lwa chon hinh thurc nop ho so
truec tuyén).

- Néu ho so du diéu kién:

+ Truong hop hd so ndp truc
tiép: Thuc hién viéc ghi noi
dung vao S6 dang ky chdm dut
giam hg, cdp nhat thong tin
dang ky chadm dut giam ho va
luu chinh thtrc trén Phan mém
dang ky, quan ly ho tich dién tir
dung chung;

+ Truong hop tiép nhan hd so
dang ky cham dut gidm ho theo
hinh thtrc truc tuyén thi gui lai
biéu mau Trich luc ding ky
cham dat giam ho dién tir voi
thong tin day du cho nguoi yéu
cau qua thu dién tir hodc thiét bi
sO.

Ngudi yéu cau c6 trach nhiém
kiém tra tinh chinh xac, day du
ctia cac thong tin trén biéu mau
Trich lyc ding ky chidm dut
giam ho dién tr va xac nhan
(t6i da mot ngay).

Néu nguoi co yéu cau xac nhan
thong tin di thong nhat, day du
hoic khong cé phan hoi sau
thoi han yéu cau thi thuc hién
viéc ghi noi dung vao S6 diang
ky cham dut giam ho, cip nhat
thong tin ding ky cham duat
giam h§ va luu chinh thtrc trén
Phian mém ding ky, quan 1y ho
tich dién tor dung chung.

- Néu ho so khong du diéu kién:
Dy thdo Van ban thong bdo
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khong du diéu kién cham dat
gidm hg; Trinh 1anh dao Phong
Tu phap.

Kiém tra két qua thuc hién,

Mau 05; Dy théo
Trich lyc dang ky
cham duat giam hd

BS duyét, truc tiép hodc giao cong Il;ﬁgﬁ d%c; 02 i hodc Van ban
chirc xtr Iy ho so trinh lanh dao ha & & thdng bao khong
UBND cap huyén. phap du diéu kién cham

dat giam hg da
duyét/ky nhay.
Mau 05; Trich luc
dang ky cham dut
, . X . s z, | Lanh  dao giam ho hodac Van
Ky du thao két qua giai quyét X .\ \ S .
BO | thit tuc hanh chinh tai buéc B5, | oD ¢4p | 04.gio jban thong  bdo
huyén khong du diéu
kién cham dut
giam ho.
Mau 05, 06; Trich
Phat hanh van ban va tra két | Vo0 U luc dang ky cham
X . . ;| UBND cap dat giam ho hoac
qua cho Phong Tu phap dé . Ly < \ A

B7 2 A . huyén; 02 gid |Van ban thong
chuyén cho Trung tdm Hanh . , N ) 4
chinh cong Ph(,)ng Tu b?lO khong du diéu

' phap kién cham dut
giam ho.
Mau 01, 05; Trich
luc dang ky cham
Chuyén ngudi dan ky vao S6 va | Cong chitc | Gior hanh | 40t 81dm ho hodc
B8 | ira két qua cho c4 nhan TN&TKQ | chinh | van ban thong
d ' bio khong di diéu
kién cham dut
giam ho.

* Truong hgp dén hen nhung chwa c6 két qua,trong thoi gian chdm nhat 01
ngay trucc ngay het han xur Iy, Phong Tu phdp tham muu UBND cap huyén
ban hanh phiéeu xin loi va hen lai ngay tra ket qua dée gii cho to chic, ca

nhan.
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* Trong qud trinh giai quyét ho SO nguoi ¢é trach nhiém thuc hién can thuc
hién dong thoi cdc thao tac tiép nhdn/chuyén/tra hé so, két qua giai quyét
trén phan mém: http://dichvucong.hatinh.gov.vn véi cdc bude trong quy
trinh.

BIEU MAU

i,
Mau 01 Mau 01.docx
Giay ti€p nhan ho so va hen tra két qua

Mau 02 Mau 02.docx
Phiéu yéu cau bd sung hoan thién ho so

i,
Mau 03 Mau 03.docx
Phiéu tur choi tiép nhén giai quyét ho so

Mau 04 Mau 04.docx
Phi€u xin 161 va hen lai ngay tra két qua

fiw,
Mau 05 Mau 05.docx
Phiéu kiém soat qua trinh gidi quyét ho so

Mau 06 M3u 06.docx
So theo doi ho so

=]
BM.HT.06.01 BM.HT.06.01.doc
To khai dang ky cham dat giam ho

HO SO LUU

Mau 01; 92, 03, 04 (néu cc')); 06 luu tai Trung tim Hanh chinh cong cép
huyén. Mau 01, 05 luu theo ho so;
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HO so dau vao theo muc 2.3;

S6 dang ky cham dut giam ho;

Vin ban thong bao khéng du diéu kién chim dit giam ho (néu co);

Phan mém http://hotich.moj.gov.vn. Phan mém dich vu cong.

Hb so dugc luu tai Phong Tu phép, th(‘)’i~ gian luu trir thye hién luu theo quy dinh cua
Luat Ho tich va cac van ban huong dan thi hanh. Sau khi hét han, chuyén ho so
xuong don vi luu trir cia UBND cap huyén va luu trit theo quy dinh hién hanh.

7. Pang ky nhan cha, me, con ¢6 yéu to nwéc ngoai

1 KY HIEU QUY TRINH QT.HT.07
2 | NOIDUNG QUY TRINH
2.1 | Piéu kién thue hién TTHC:
- Bén nhan va bén duoc nhan 1a cha, me, con déu con séng;
- Viéc nhan cha, me, con khong c6 tranh chép.
2.2 | Cach thirc thyuc hién TTHC:
- Nguoi co yéu cau ding ky nhén cha, me, con truc tiép thuc hién ndp ho so
tryc tiép tai Trung tAm hanh chinh cong cap huyén.
- Nop hd so tryc tuyén trén CQng dich vu coéng qubc gia
(https://dichvucong.gov.vn) ~ hodac ~ Cong  dich vy  cong  tinh
(https:/dichvucong.hatinh.gov.vn) (mdt bén ¢6 thé np ho so ma khong phai
¢ van ban iy quyén cia bén con lai).
2.3 | Thanh phan ho so, bao gom: Biin Ban sao
' P » a0 gom: chinh
) T(‘): khai dang ky nhéu} cha, me, con, theq mau BM.HT.07.01 X
(n€u nguoi co yéu cau lya chon ndop ho so theo hinh thirc
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tryc tiép);

Biéu miu dién tir trong tac dang ky nhan cha, me, con (do

nguoi c6 yéu cau cung cap thong tin theo hudng dan trén
Cong dich vu cong, néu nguoi co yéu cau lua chon ndp hd
so theo hinh thtrc truc tuyén);

Nguoi co yéu cau ding ky nhan cha, me, con thuc hién
viéc nop/xuit trinh (theo hinh thirc truc tiép) hodc tai 1én
(theo hinh thirc truc tuyén) cac gidy to sau:

* Gidy to phdi ngp:

Chung ctr chirng minh mbi quan h¢ cha, me, con gém mot
trong cac gidy to, tai liéu sau:

+ Van ban cua co quan y té, co quan giam dinh hodc co
quan khac c6 thAm quyén ¢ trong nudc hoic nudc ngoai
xac nhan quan hé cha, me, con;

+ Truong hop khong c6 chirng ctr chirng minh quan hé cha,
me, con néu trén thi phdi ¢ vin ban cam doan (theo miu
BM.HT.07.02) cua cac bén nhan cha, me, con, co it nhat
hai nguoi 1am chtng vé mébi quan hé cha, me, con;

Truong hop dang ky nhan cha, me, con gitta cong dan Viét
Nam vé1 nguoi nude ngoai hodc gitta nguoi nude ngoai voi
nhau thi nguoi nudc ngoai phai ndp thém ban sao Ho chiéu
hodc gidy to ¢ gia tri thay thé ho chiéu dé chting minh vé
nhan than:;

Gidy to ching minh thudc gia dinh c6 cong voi cach mang;
ngudi thude ho nghéo; nguoi khuyét tat (néu co);

* Gidy to phdi xudt trinh:

Mot trong cac gidy to ching minh nhén than 1a Gidy chimg
minh nhan dan, Thé can cude cong dan, HO chiéu hoic
glay to khac c6 dan anh va thong tin ca nhan do co quan c6
thAm quyén cip, con gia tri sit dung cta céng dan Vigt
Nam. Trudng hop cac théng tin ca nhan trong cac gidy td
nay da c6 trong Co so dir liéu Qudc gia vé dan cu, Co sO
dir liéu ho tich dién tr, dugc hé thong dién tu dong thi
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khong phai xuét trinh (theo hinh thire truc tiép) hodc tai 1én
(theo hinh thurc truc tuyén);

Gidy to co gia trj ching minh thong tin vé cu tra trong
truong hop co quan ding ky ho tich khong thé khai thac
duogc thong tin vé noi cu tri cua cong dan theo cac phuong
thic quy dinh tai khoan 2 Piéu 14 Nghi dinh s
104/2022/ND-CP ngay 21/12/2022 cua Chinh phi. Trudong
hop céc thong tin vé gidy to chimg minh noi cu tra da duogc
khai thac tir Co s¢ dit liéu qudc gia vé dan cu bang céc
phuong thirc nay thi nguoi ¢ yéu cau khong phai xut
trinh (theo hinh thirc tryc tiép) hodc tai 1én (theo hinh thuc
truc tuyén).

* Luu y:

- Déi véi gidy to ndp, xudt trinh néu ngwoi yéu cau ndp ho so theo hinh thirc
truec tiép:

+ Trieong hop nguwoi yéu cau ndp gidy to la ban sao duwoc cap tir s6 goc hodc ban
sao duwgc chimg thuc ti ban chinh thi nguoi tiép nhén hé so khéng dugc yeu cau
xudt trinh ban chinh; néu nguoi yéu cau chi nép ban chup va xudt trinh ban
chinh thi nguweoi tiép nhén h5 so kiém tra, doi chiéu ban chup voi ban chinh va ky
vdo ban chup xdc nhén vé viéc da doi chiéu noi dung gidy to do, khong dwoc yéu
cau nguoi di dang ky ndp bdn sao c6 chu'ng thuc glay tor do.

+ Truong hop phdp ludt quy dinh xuat trinh gidy to khi dang ky ho tich, nguoi
tiép nhdn cé trach nhiém kiém tra glay to xudt trinh, doi chleu VOi thong tin trong
To khai va tra lai cho nguoi xudt trinh, khong dwoc yéu cau nguwoi ding ky ho
tich ngp thém ban sao gidy to do. Nguoi tiép nhan co thé chyp 01 ban gidy to
xudt trinh hodc ghi lai thong tin cia glay to xudt trinh dé leu hé so:

+ Gidy to do co quan c6 tham quyén ciia nwéc ngodi cdp, cong chimg hodc xdc
nhdn dé sir dung cho viéc ding ky ho tich tai Viét Nam phai dwoc hop phdp hoa
lanh sy, trir truong hop dwoc mién theo diéu wéc quoc te ma Viét Nam la thanh
vién; gidy to bang tiéng nude ngodi phdi dwoc dich ra tiéng Viét va cong chimg
ban dich hoac chirng thuc chit ky nguoi dich theo quy dinh cua phdp ludt.

+ Nguoi tié'p nhan co trach nhiém tié}) nhdn dung, du hé so dang ky ho tich theo
quy dinh cua phap luat ho tich, khong dwoc yéu cau nguoi dang ky ho tich nop
thém gidy to: ma phdp ludt hé tich khéng quy dinh phdi nép.

- Doi véi gidy to giki kém theo néu nguoi yéu cau ngp ho so theo hinh thirc
truc tuyén:

+ Ban chup cac gicfy to gui kém theo ho so dang ky khai tir triec tuyén phdi
bdo dam ré nét, day di, toan ven vé nji dung, la ban chup bang mdy anh, di¢n
thoai hodc dwoc chup, dwoc quét bang thiét bi dién tir, tir gidy to dwoc cdp
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hop 1é, con gid tri sir dung; néu la gidy to do co quan cé tham quyén nudc
ngodi cdp thi phai dwoc hop phdp héa lanh su, dich sang tiéng Viét theo quy
dinh, trir truong ho’p dwoc mién hop phdp héa lanh su.

+ Truong hop gidy 1o, tai lidu phdi giri kém trong hé so ding ky nhén cha, me,
con tryc tuyen dd co ban sao dién tu hodc da co ban dién tw giay to ho tich thi
nguoi yéu cau duoc s dung ban dién tu nay.

+ Khi dén co quan dang ky hé tich nhan két qua (Trich luc dang ky nhdn cha,

me, con/ban sao Trich luc dang ky nhdn cha, me, con) nguoi co yéu cau ding
ky nhdn cha, me, con phai xudt trinh gidy to tiy than dé xdc dinh nhén thén;

nép ban chinh gidy to, tdi liéu la chitng cir chitng minh quan hé cha, con hodc
quan hé me, con.

Trueong hop nguoi yéu cau ding ky nhdn cha, me, con khong cung cap dwoc
gidy to néu trén theo quy dinh hodc gidy to nop, xuat trinh bi tay xoa, sua
chita, lam gid thi co quan déing ky ho tich c6 tham quyén hiiy bo két qua ding
ky nhdn cha, me, con.

- Truwong hop cho phép nguwoi yéu cau ding ky hé tich Idp van ban cam doan
vé néi dung yéu cau ding ky hé tich thi co quan ddng ky hé tich phdi gidi
thich ré cho nguwoi Idp vin ban cam doan vé trach nhiém, hé qua phdp 1y cia
viéc cam doan khong dung sy that.

- Co quan dang ky ho tich ti chéi gidi quyet hodc dé nghi co quan cé tham
quyén hity bé két qud ding ky hé tich, néu cé co sé xdc dinh néi dung cam
doan khong dung su that.

2.4

S6 lwong ho so: 01 bd

2.5

Thoi han giai quyét: 15 ngay lam viéc, ké tir ngay nhan du ho so hop 18.

2.6

Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:

- Trung tam Hanh chinh céng cap huyén.

- Cong dich vy cong (chi tiép nhan hd so): http://dichvucong.hatinh.gov.vn
hoac https://dichvucong.gov.vn .

2.7

Co quan thyc hi¢n: Phong Tu phap tlep nhan hd so va tham muu Chu tich
Uy ban nhan dan cip huyen xem xét, quyét dinh.

Co quan c6 tham quyén quyét dinh: Uy ban nhan dan cip huyén noi cu tri
cua nguoi dugc nhan 1a cha, me, con thyc hién dang ky nhan cha, me, con
gitra cong dan Viét Nam véi ngudi nudc ngoai; gitta cong dan Viét Nam cu
tra ¢ trong nudc voi cong dan Viét Nam dinh cu & nudc ngoai; gitra cong dan
Viét Nam dinh cu ¢ nudc ngoai voi nhau; giita cong dan Viét Nam dong thoi
c6 qudc tich nudc ngoai véi cong dan Viét Nam hodc véi ngudi nudc ngoai;
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gifra nguo1 nudc ngoai voi nhau ma mot hodc ca hai bén thuong tra tai Viét
Nam.

Co quan dwoe iy quyén: Khong.

Co quan phéi hop: UBND cip x4 noi thuong tri cua nguoi dugc nhan cha,
me, con; Co quan quan ly Co s¢ dir liéu Quoc gia ve dan cu.

2.8

Poi twong thure hién TTHC: C4 nhan

2.9

Két qua giai quyét TTHC:

- Hd so du diéu kién: Trich luc dang k}'/’ nhan cha, me, con (ban chinh)/ban sao
Trich luc dang ky nhan cha, me, con (n€u c6 y€u cau).

- Hd so khong du diéu kién: Vin ban thong bao khong du diéu kién diang ky
nhan cha, me, con.

2.10

Quy trinh xir ly cong viéc

TT

Tréach Thoi

‘A . Biéu miuw/Két qua
nhi¢ém glan

Trinh tu

Bl

1. Tiép nhan ho so.

- Tiép nhan ho so truc tiép tir
c4 nhan hodc tir hé thong buu
chinh hoic trén Cong dich vu
cong qudc gia
(https://dichvucong.gov.vn)
hoac Céng dich vu cong tinh
(https://dichvucong.hatinh.gov.
vn)

2. Can bo TN&TKQ kiém tra C@pg Gids hanh Ma}l 01; 02, O3k(néu
ho so: chuce chinh c6); 06 va HO so
- Néu hd so chua day da hoic | TN&TKQ theo muc 2.3

khong hop 1&: Huéng dan hoic
thong bao bang van ban cho ca
nhan bod sung, hoan thi¢n ho so.
Truong hop khong bd sung,
hoan thién duoc ho so thi thong
béo tir chéi giai quyét hd so.

- Néu hd SO day du, hop 1&: Lam
tha tuc tiép nhan ho so, thu pl}i,
1¢ phi theo quy dinh, c6 Phiéu
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hen, tra két qua cho ngudi co yéu
cau (néu ngudi c6 yéu cau lua
chon hinh thirc ndp hd so truc
tiép) hodc giri ngay Phiéu hen, tra
két qua qua thu dién tir hodc gui
tin nhan hen tra két qua qua dién
thoai di dong cho nguoi c6 yéu
cau (néu ngudi cd yéu cau lua
chon hinh thic ndp hd so truc
tuyén).

- Sau khi tiép nhan hf) so theo
hinh thic ndp truc tiép, can b
tiép nhan ho so thyc hién s6 hoa
(sao chup, chuyen thanh tai licu
dién tir trén hé thong thong tin,
co so dir lidu) va ky sb vao tai
licu, hd so giai quyét thu tuc
hanh chinh d3 duoc sd hoa theo
quy dinh.

Chuyén hd so cho Phong Tu an g .. | M&u 01, 05 va ho so
B2 | phap dé xir Iy chirc 02810 | em theo
phap Y. TN&TKQ
Phan cong can bd Phong Tu Lar‘lh dao .. |Mau 05 va ho so
B3 s Phong Tu | 04 gio \
phap xtr ly. . kem theo
phap
Kiém tra, xir Iy ho so:
- Trudng hop hd so can bd
sung, hoan thién hodc khong du
diéu kién giai quyét, phai tir | Phong Tu
chéi thi gtri thong bao vé tinh | phéap, Mau 04 (néu ¢6), 05:
trang ho so toi Trung tam hanh | Lanh dao Vin ban giri UB’ND,
B4 | chinh cong dé thong bao cho | UBND | 02 ngay cAp xd d& nghj niém
ngwindpbbse; | o o g
- Truong hop can phai kiém yen,
Van thu

tra, xac minh lam ré hoac do
nguyén nhan khac ma khéng
thé tra két qua dang thoi gian
da hen thi cong chuc Phong Tu
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phéap 1ap Phiéu xin 13i va hen
lai ngay tra két qua, trong do
néu rd ly do cham tra két qua
va thoi gian hen tra két qua,
chuyén Trung tdm hanh chinh
cong dé tra cho nguoi co yéu
cau (néu nguoi co yéu cau lua
chon hinh thurc nop hd so truc
tiép), hodc giri Phiéu xin 16i va
hen lai ngay tra két qud qua
thw dién tir hodc gui tin nhdn
Qua dién thoai di dong cho
nguoi ¢é yéu cdu (néu nguoi cé
yéu cau lwa chon hinh thirc nop
hé so truec tuyén).

- Tham muu Vin ban d& nghi
UBND cép x4 noi thudng tri ctia
nguoi duge nhan 1a cha, me, con
thyc hién niém yét tai tru sO
UBND cép xa trinh Lanh dao
phong xem xét, ky nhay, Lanh
dao UBND cép huyén ky duyét,
Vin thu dong dau phat hanh vin
ban.

Thuc hién bude tiép theo.

Niém yé't, cong khai tai try s¢ | Phong Tu Thong tin dugc niém
B5 UBND cap huyén, UBND cap phap; 07 ngay | yét tai tru S¢ UBND
xd noi thuong trd cua nguoi | UBND lién tyc | cap huyén va UBND
duoc nhan la cha, me, con cap xa cap xa
Sau thoi gian niém yét cd .
kﬁlali' SITl TIEM yEt cong Mau 05; Dy thao
L S Trich luc dang ky
l;hltleu hro scrhduh (dl.eu kién va cong nhin cha, me, con
B6 ong‘co tran C. A’ap. R chue xtrly | 03 ngay | hodc Van ban thong
+ Truong hop tiép nhdn ho so |  hj g0 b4o khong du diéu

truc tiép: Thuc hién viéc ghi
vao SO dang ky nhan cha, me,
con, cap nhat thong tin dang ky

kién dang ky nhan
cha, me, con
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nhan cha, me, con va luu chinh
thire trén Phan mém dang ky,
quan ly hd tich dién tir dung
chung.

+ Trudng hop tiép nhan hd so
dang ky nhan cha, me, con theo
hinh thac truc tuyén: Gui lai
biéu mau Trich luc ding ky
nhan cha, me, con dién tor voi1
thong tin day du cho nguoi yéu
cau qua thu dién t&r hoac thiét
bi 0.

Ngudi yéu cau co trach nhiém
kiém tra tinh chinh xac, ddy du
clia cac thong tin trén biéu mau
Trich luc dang ky nhan cha,
me, con dién tor va xac nhan
(t0i da mot ngay).

Néu nguoi ¢ yéu cau xac nhan
thong tin da thong nhat, day du
hosc khong co6 phan hdi sau
thoi han yéu cau thi thyc hién
viéc ghi noi dung vao S6 ding
ky dang ky nhan cha, me, con,
cap nhat thong tin dang ky
nhan cha, me, con va luu chinh
thitc trén Phan mém ding ky,
quan ly hd tich dién tir dung
chung.

- Hb so khong du diéu kién: Du
thao Van ban thong bao khong
du diéu kién diang ky nhan cha,
me, con.

Trinh 1anh dao Phong Tu phap.

B7

Kiém tra két qua thuc hién,
duyét, truc tiép hoic giao cong
chtre xtr 1y hd so trinh 1anh dao
UBND cép huyén.

Lanh dao
Phong Tu
phap

01 ngay

Mau 05; Du thao
Trich luc dang ky
nhan cha, me, con
hodc Van ban thong
bao khong du diéu
kién dang ky nhan
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cha, me, con da
duyét/ky nhay.

B8

Ky du thao két qua giai quyét
thu tuc hanh chinh tai B7.

Lanh dao
UBND
cap huyén

01 ngay

Mau 05; Trich luc
ding ky nhén cha,
me, con hodac Van
ban thong bao khong
du diéu kién dang ky
nhan cha, me, con.

Mau 05, 06; Trich

| Vén thu luc ding ky nhan

Phat hanh van ban va tra két | UBND - & v
ud cho Phong Tu phép dé|ci cha, ‘me, con hodc
Bg | U | & phap P _ 02 gid | Van ban thong bio

chuyén cho Trung tdm Hanh | huyén; A A qen
SO . khong du diéu kién

chinh cong. Phong Tu < , A
hap dang ky nhan cha,
P me, con

Mau 01, 06; Trich
luc dang ky nhén
2 a1 <k s .. | CONQ s cha, me, con hoic
B10 lfguyf;;%“gg gﬁgnky SOvatra | e Gg;’] mﬂh Vin ban thong bao
d ' TN&TKQ khong du diéu kién

dang ky nhéan cha,
me, con.

* Truong hop hé so qud han xit Iy, trong thoi gian chdm r,zhd't 01 ngay truoc
ngay het han xu Iy, Phong Tu phdp tham muu UBND cap huyén ban hanh
phiéu xin 16i va hen lai ngdy tra két qua de gui cho to chirc, ca nhan.

* Trong qua trinh giai quyét ho S0 nguoi co trach nhiém thyc hién can thuc
hién dong thoi cdc thao tac tiép nhdn/chuyén/tra hé so, két qua giai quyét trén
phan mém: http://dichvucong.hatinh.gov.vn véi cdc buéce trong quy trinh.

BIEU MAU

Mau 01

Gidy tiép nhan ho so va hen tra két qua

=
i

MAau 01.docx
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Mau 02 Mau 02.docx
Phiéu y€u cau bo sung hoan thién ho so

=
i,

Mau 03 M&u 03.docx

Phiéu tir chéi tiép nhan giai quyét ho so

Mau 04 M&u 04.docx

Phiéu xin 16i va hen lai ngay tra két qua

Mau 05 Mau 05.docx
Phi€u kiém soat qua trinh giai quyét ho so

=
i,

Mau 06 M&u 06.docx

S6 theo doi ho so
]
BM.HT.07.01 BM.HT.07.01.doc

To khai dang ky nhén cha, me, con
=

BM.HT.07.02 BM.HT.07.02.doc

Mau giay cam doan

HO SO LUU

Mau 01; 02, 03, 04 (néu ¢6), 06 luu tai Trung tAm Hanh chinh cong cap huyén.
Mau 01, 05 luu theo hd so;

Ho6 so dau vao theo muc 2.3;

Vin ban dé nghi UBND cép xa noi thuong tra cia ngudi dugce nhan cha, me,
con ni€m yét cong khai thong tin;

S6 dang ky nhan cha, me, con;

Phan mém http://hotich.moj.gov.vn; Phan mém dich vu cong;
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- | Vian ban thong bao khéng du diéu kién dang ky nhan cha, me, con (néu c6);

Hb so dugce luu tai Phong Tu phép, thoi gian luu trit thuc hién Iru theo quy dinh cua
Luat Ho tich va cac van ban huong dan thi hanh. Sau khi hét han, chuyén ho6 so
xuong don vi luu trit caa UBND cap huyén va luu trir theo quy dinh hi¢n hanh.

8. Ping ky khai sinh két hop ding ky nhin cha, me, con c¢é yéu to nuéc ngoai

1 KY HIEU QUY TRINH QT.HT.08

2 | NOIDUNG QUY TRINH

2.1 | Piéu kién thye hién TTHC:

- Viéc nhan cha, me, con khong c6 tranh chap.
- Bén nhan, bén dugc nhan 1a cha, me, con déu con song vao thoi di€ém dang
ky nhan cha, me, con.

2.2 | Cach thirc thye hién TTHC:

Nguoi ¢6 yéu cau dang ky khai sinh va nhan cha, me, con ndp ho so truc tiép
tai Trung tdm Hanh chinh cong cap huyén (mot bén c6 thé ndp hd so ma
khong phéi c6 van ban uy quyén cta bén con lai).

5 A 1A A Ban Ban

2.3 | Thanh phan ho so, bao gom: chinh | sao

* Gidy to phdi ngp:

- T khai ding ky khai sinh, theo mau BM.HT.08.01; X

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

BM.HT.08.02;

- Gidy chumng sinh;

Trudng hop khong co Gidy ching sinh thi np van ban cua X

nguoi lam chimg xac nhén vé viée sinh; néu khong c6 nguoi

lam ching thi phéi c6 gidy cam doan vé€ viéc sinh theo mau
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BM.HT.08.03.

Truong hop tré em sinh ra tai nudc ngoai thi ndp ban chinh
Gidy chung sinh hodc gidy to khac do co quan c6 tham
quyén nudc ngodi cip xac nhan vé viée tré em duoc sinh ra
& nudc ngodi va quan hé me, con (néu cb);

- Vin ban thoa thuin cta cha, me vé viéc chon quéc tich
cho con ddi véi truong hop cha hodc me hodc ca cha va me
13 nguoi nude ngoai. Trudng hop cha, me chon qudc tich
nudc ngoai cho con thi van ban thoa thuan phai c6 xac nhan
clia co quan nha nudc c¢d tham quyén cia nudc ngoai ma
nguoi do 1a cong dan;

- Chting ctr chirng minh mbi quan h¢ cha, me, con, gém
mot trong cac gidy to, tai lidu sau:

+ Van ban cua co quan y té, co quan giam dinh hodc co
quan khéc c6 tham quyén & trong nudc hodc nudc ngoai
xac nhan quan hé cha con, quan hé me con;

+ Trudng hop khong c6 chung ctr chimg minh quan hé cha,
me, con néu trén thi phai c6 van ban cam doan cua cac bén
nhan cha, me, con, co it nhat hai nguoi lam ching vé mbi
quan h¢ cha, me, con theo mau BM.HT.08.03.

- Truong hop dang ky nhéan cha, me, con giira cong dan Viét
Nam vai nguoi nude ngoai hoac gitra nguoi nudc ngoai voi
nhau thi nguoi nudc ngoai phai nop thém ban sao Ho chiéu
hoic gidy to 6 gia tri thay thé ho chiéu dé chang minh vé
nhan than;

- Giay to chting minh thude gia dinh c6 cong voi cach mang;
nguoi thuc ho nghéo; nguoi khuyet tat (néu co).

* Gidy tor phdi xudt trinh:

- Mot trong cac gidy to chinmg minh nhan than 1a Gidy
CMND, Thé cin cude cong dan, Ho chiéu hodc gidy to khac
c6 dan anh va thong tin c4 nhan do co quan c6 tham quyén
cép, con gia tri st dung cua cong dan Viét Nam; Truong hop
cac thong tin ca nhan trong cac gidy to nay da co trong Co sO
dir liéu Qudc gia vé dan cu, Co so dir liéu ho tich dién tu,
duoc hé thong dién ty dong thi khong phai xuét trinh;
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- Gidy tO co gia tri chimg minh thong tin vé cu tra trong
truong hop co quan dang ky ho tich khong thé khai thac
dugc thong tin vé noi cu tri ciia cong dan theo cac phuong
thic quy dinh tai khoan 2 Diéu 14 Nghi dinh s
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong
hop cac thong tin vé gidy to ching minh noi cu tri da duoc
khai thac tir Co so dir li€u quoc gia Ve dan cu bang cac
phuong thirc nay thi nguodi ¢ yéu cau khong phai xuit
trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thuc
truc tuyén).

- Truong hop tré em sinh ra tai nudc ngoai vé cu tra tai
Viét Nam thi xut trinh ban chinh gidy to chting minh noi
cu tri tai Viét Nam cua tré em géom: Gidy to ching minh
vige tré em da nhap canh vao Vi¢t Nam (nhu HOQ chiéu,
gidy t0 ¢6 gid trj di lai quoc té 6 dau xac nhan nhap canh
clia co quan quan 1y xuat, nhap canh) va van ban xac nhén
clia co quan cong an c6 tham quyén vé viéc tré em dang cu
tra tai Viét Nam.

* Luu y:

- Déi véi gidy to ndp, xudt trinh:

+ Truong hop nguoi yéu cau ndp gidy to la ban sao dwoc cdp tir s6 goc hodc
ban sao dwgc ching thuc tir ban chinh thi nguroi tiép nhdn ho so khong dwgc
yéu cau xudt trinh ban chinh; néu nguoi yéu cau chi ngp ban chup va xudt trinh
ban chinh thi nguoi tiép nhdn ho so kiém tra, doi chiéu ban chup voi ban chinh
va ky vdo ban chup xdc nhan vé viéc da doi chiéu noi dung giay to do, khong
dege yéu cau nguwoi di dang ky ngp ban sao cé chu’ng thuc giay to do.

+ Truong hop phap ludt quy dinh xuat trinh glay to' khi dang ky ho tich, nguoi
tiép nhdn cé trach nhiém kiém tra glay 10 xudt trinh, doi chleu VOi thong tin
trong To khai va tra lai cho nguoi xudt trinh, khong duoc yéu cau nguwoi dang
ky ho tich ngp thém ban sao gidy to do. Nguoi tzep nhdn cé thé chyp 01 ban gidy
to xudt trinh hodc ghi lai théng tin cia gidy to xudt trinh dé leu hé so.

+ Gidy to do co quan c6 tham quyén ciia mede ngodi cdp, céng chiing hodc xdc
nhdn dé sir dung cho viéc ding ky ho tich tqi Viet Nam phai dwoc hop phdp hoa
lanh s, trir truong hop dwoc mién theo diéu wéc quoc te ma Viét Nam la thanh
vién; gidy to bang tiéng nwée ngoai phdi dwoc dich ra tiéng Viét va cong chimg
ban dich hoac ching thuc chit ky nguoi dich theo quy dinh cua phdp ludt.

+ Nguoi tiép nhdn cé trach nhiém tiép nhdn ding, di hé so ding ky hé tich theo
quy dinh ciia phdp ludt hé tich, khéng dwoc yéu cau nguoi dang ky hé tich ndp
thém gidy to: ma phdp ludt hé tich khéng quy dinh phdi nép.
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- Truong hop cho phép nguwoi yéu cau dang ky hé tich Idp van ban cam doan
vé néi dung yéu cau dang ky ho tich thi co quan dang ky hé tich phdi gidi
thich ré cho nguoi ldp vin ban cam doan vé trdach nhiém, hé qua phdp Iy cia
viéc cam doan khong dung sy that.

- Co quan dang ky ho tich tur choi giai quyet hodc dé nghi co quan cé tham
quyén hity bé két qua déing ky hé tich, néu cé co sé xdc dinh néi dung cam doan
khong dung su that.

- Doi véi viéc xdc dinh ho, dan téc, dat tén cho tré:

+ Viéc xdc dinh ho, dan toc, dat tén cho tré em phai phu hop voi phdp ludt va
yéu cau giik gin bdn sdc dan téc, tdp qudn, truyén thong van héa tot dep cia Viét
Nam, khong dat tén qua dai, kho su dung.

+ Truong hop cha, me khéng théa thudn dwoc vé ho, dan téc, qué qudan ciia con
khi dang ky khai sinh thi ho, dan toc, qué quan cua con duoc xac dinh theo tap
quan nhung phai bao dam theo ho, ddn toc, qué quan cua cha hoac me.

- Nguroi co yeu cau dang ky khai sinh va nhdn cha, me, con (ca hai bén phai co
mat, xudt trinh gidy to tuy than dé doi chiéu) kiém tra théng tin trén Trich luc
dang ky nhan cha, me, con, Gidy khai sinh, trong S6 ding ky nhdn cha, me,
con, S6 dang ky khai sinh va ky tén vao S6 dang ky nhdn cha, me, con, S6
dding ky khai sinh, nhdn Trich luc dang ky nhdn cha, me, con, Gidy khai sinh.

2.4 | S6 lwong ho so: 01 bo

2.5 | Thoi han giai quyét: 15 ngay, ké tir ngay nhan du hd so hop 16.

2.6 | Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
- Trung tdm Hanh chinh céng cap huyén.
- Cong dich vy cong (chi tiép nhan hd so): http://dichvucong.hatinh.gov.vn
hoac https://dichvucong.gov.vn .

2.7 | Co quan thuc hién: Phong Tu phap tiép nhan ho so va tham muu Cha tich

Uy ban nhéan dan c4p huyén xem xét, quyét dinh.

Co quan c¢é tham quyén quyét dinh:

- Uy ban nhan déan cip huyén noi cu tra ciia nguoi cha hodc nguodi me thuc
hién dang ky khai sinh két hgp nhan cha, me, con doi véi tré em sinh ra ¢ Viét
Nam;

- Uy ban nhén dan cap huyén noi cu tru cua tré em thyc hién dang ky khai
sinh két hop nhén cha, me, con doi voi tré em sinh ra ¢ nudc ngoai, chua
duoc dang ky khai sinh v€ cu tra tai Viét Nam.

Co quan dwoe iy quyén: Khong.
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Co quan phoi hop: Co quan quan Iy Co s& dit liéu Quéc gia vé dan cu.

2.8

Poi twong thue hién TTHC: C4 nhan.

2.9

Két qua giai quyét TTHC:

- H so du diéu kién: (}iéy khai sinh, Trich luc dang ky nhan cha, me, con
(ban c}}inh); ban sao Giay khai sinh, ban sao Trich luc dang ky nhan cha, me,

con (néu c6 yéu cau).

- Ho so khong du diéu kién: Vian ban thong bao khong du diéu kién dang ky
khai sinh va dang ky nhan cha, me, con.

2.10

Quy trinh xir ly cong viéc

TT

Trinh tu

Tréach
nhiém

Thoi
gian

Bié¢u maw/Két qua

Bl

Tiép nhan ho so:

1. Tiép nhan ho so.

- Tiép nhéan hod so truc tiép tir
ca nhan hoac tir hé théng buu
chinh hoac trén Céng dich vu
cong quéc gia
(https://dichvucong.gov.vn)
hoac Céng dich vu cong tinh
(https://dichvucong.hatinh.go
v.vn)

2. Can bd TN&TKQ kiém tra
hd so:

- Néu ho so chua day du
hodac khong hop 1&: Hudng
dan hozc thong bao bang van
ban cho c4 nhan bd sung,
hoan thién ho so. Truong
hop khong bod sung, hoan
thién duoc hd so thi thong
bao tir chdi giai quyét ho so.

- Néu ho so day du, hop 1é:
Lam thu tyc tiép nhan ho so
va thu phi, 1€ phi theo quy
dinh. Sau khi tiép nhan ho so
theo hinh thic nop truc tiép,

Cong chtrc
TN&TKQ

G106 hanh
chinh

Mau 01; 02, 03 (néu
c0); 06 va ho so theo
muc 2.3
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cong chuc TN&TKQ thuc
hién sd hoa (sao chup,
chuyén thanh tai liéu dién tir
trén hé théng thong tin, co s&
dir liéu) va ky sb vao tai liéu,
hé so giai quyét thi tuc hanh
chinh di dugc s hoa theo
quy dinh.

B Chuyér} hd so cho Phong Tu | Cong chirc 02 sid Mau 01, 05 va ho so
phap dé xir 1y. TN&TKQ 19| kem theo
B3 Ebén cong cong chuc xir 1y Ilgﬁgﬂg d?g 04 gid Mﬁu 05 va hd so
0 so. . kem theo
phap
Kiém tra, xtr Iy ho so:
- Trudng hop hd so can bo
sung, hoan thién hodc khong
du diéu kién giai quyét, phai
tir chi thi giri thong bao vé
tinh trang hd so t&i Trung
tm hanh chinh cong dé
thong bao cho nguoi ndp hd
SO;
- Truong hop can phai kiém
tra, xac minh lam rd hodc do | Phong  Tu Mau 04 (néu c6), 05;
nguyén nhan khac ma khong | Phap, Lanh Van ban g UBND
B4 | thé tra két qua dung thoi gian | dgo UBND | 02ngay | 2 7 o 42™ ohi niem
da hen thi cong chiic Phong | cap huyén, A thano tin
1A A 1z S lvs yét thong tin
Tu phép 1ap Phiéu xin 15i va | Van thu

hen lai ngay tra két qua,
trong do néu 10 ly do cham
tra két qua va thoi gian hen
tra két qua, chuyén Trung
tam hanh chinh céng dé tra
cho ngudi ¢ yéu cau;

- Tham muu Vin ban dé nghi
UBND cép x4 noi thuong tri
cua ngudi dugc nhan 1a cha,
me, con thuc hién niém tai




115

try s& UBND cip xi trinh
Lanh dao phong xem Xxeét, ky
nhay, Linh dao UBND cip
huyén ky duyét, Van thu
dong dau phat hanh vian ban.
Thuc hién budc tiép theo.

BS

Niém yét cong khai tai try s&
UBND cap huyén, UBND
cap x4 noi thuong tra cia
nguoi duge nhan la cha, me,
con.

07 ngay
lién tuc

Thong tin dugc niém
yét tai tru S¢ UBND
cap huyén va UBND
cép xa

B4

Sau niém yét cong khai:

- Néu du diéu kién va khdng
xay ra tranh chap: Vao So6
dang ky khai sinh, S6 dang
ky nhan cha, me, con; nhap
dir liéu vao phin mém ho
tich, in dy thiao Gidy khai
sinh va du thao Trich luc
dang ky nhan cha, me, con;

- Néu khong du diéu kién:
Du thao Van ban thong bao
khong du diéu kién dang ky
khai sinh va dang ky nhéan
cha, me, con;

Trinh Lanh dao Phong Tu
phap.

03 ngay

Mau 05; dy thdo
Gidy khai sinh va
Trich luc dang ky
nhan cha, me, con
hoac du thao van
ban thong bao khong
du diéu kién dang ky
khai sinh va dang ky
nhan cha, me, con

BS

Kiém tra két qua thyc hién,
duyét, truc tiép hodc giao
cong chie xir 1y hd so trinh
lanh dao UBND cép huyén.

Phong Tu
phap;
UBND cap
Xa

Cong chuc
xtr 1y ho so
Lanh dao
Phong Tu
phap

01 ngay

Mau 05; dy thdo
Gidy khai sinh va
Trich luc dang ky
nhan cha, me, con
hoac du thao van
ban thong bao khong
du diéu kién dang ky
khai sinh va dang ky
nhan cha, me, con da
duyét/ky nhay.
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Mau 05; Gidy khai
sinh va Trich luc
ding ky nhén cha,

B6 Ky dy thao két qua giai quyét {3611;113[) ggo 01 ngay me, con hodc Van
thu tuc hanh chinh tai BS. huvén P ban thong bao khong
Ye du didu kién dang ky
khai sinh va dang ky
nhan cha, me, con.
Mau 05, 06; Gidy
khai sinh va Trich
Phat hanh van ban va tra két X%&D t1£1u’ luc dang ky nha_}n
X \ DY cap cha, me, con hoac
g7 |dua cho Phong Tu phip de 1}, 0 02 gi6 | Vin ban thong bdo
chuyén cho Trung tdim Hanh . . g A A
chinh cong. Phong  Tu khong du dieu kign
phap dang ky khai sinh va
dang ky nhan cha,
me, con
Mau 01, 06; Gidy
khai sinh va Trich
luc dang ky nhéan
ng | Chuyén nguoi dan kj S6 va | Cong chirc | Gid hanh | o > con hode
tra két qua cho c4 nhan. TN&TKQ | chinh &

khong du diéu kién
dang ky khai sinh va
dang ky nhan cha,
me, con.

* Truong hop dén hen nhung chuwa c6 két qud,trong thoi gian Chdm,nhd't 01
ngdy trudc ngay het han xi Iy, Phong Tu phap tham mwu UBND cap huyen
ban hanh phieu xin loi va hen lai ngay tra ket qua dé gui cho to chuc, cé

nhan.

* Trong qua trinh giai quyét ho SO nguoi ¢é trach nhiém thyc hién can thuc
hién dong thoi cac thao tac tiép nhan/chuyén/tra hé so, két qua gidi quyét
trén phan mém: http://dichvucong.hatinh.gov.vn véi cdc bude trong quy

trinh.

BIEU MAU
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(]
Mau 01 MAu 01.docx
Giay tiép nhan ho so va hen tra két qua
.
Mau 02 Mau 02.docx
Phicu y€u cau bd sung hoan thién ho so
i,
Mau 03 Mau 03.docx

Phiéu tir chéi tiép nhan giai quyét ho so

Mau 04 MAu 04.docx
Phié€u xin 101 va hen lai ngay tra két qua

i,
Mau 05 Mau 05.docx
Phiéu kiém soat qua trinh giai quyét hd so
.
Mau 06 Mau 06.docx

S theo ddi hd so

@4*'

BM.HT.08.01 BM.HT.08.01.doc
To khai dang ky khai sinh

@j

BM.HT.08.02 BM.HT.08.02.doc

T¢ khai dang ky nhan cha, me, con

|E|j

BM.HT.08.03 BM.HT.08.03.doc

Mau gidy cam doan

HO SO LUU:

Mau 01; 02, 03, 04 (néu c6), 06 luu tai Trung tdm Hanh chinh cong cap
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huyén. Mau 01, 05 luu theo ho so;

Ho6 so dau vao theo muc 2.3;

Vin ban gtri UBND cap xi dé nghi niém yét thong tin;

S6 dang ky khai sinh;

S6 dang ky nhan cha, me, con;

Vién ban thong bao khong du diéu kién dang ky khai sinh va ding ky nhan
cha, me, con (n€u cd);

Phan mém http://khaisinhdientu.moj.gov.vn; http://hotich.moj.gov.vn.

Hb so dugc luu tai Phong Tu phép, th(‘yi~ gian luu trir thye hién luu theo quy dinh cua
Lugflt Ho tich va cac van ban hu’épg dan thi hanh. Sau khi hét han, chuyén ho so
xuong don vi luu trir cua UBND cap huyén va luu trit theo quy dinh hién hanh.

9. Ping ky lai khai sinh ¢6 yéu té nwéc ngoai

1 KY HIEU QUY TRINH QT.HT.09
2 | NOIDUNG QUY TRINH
2.1 | Piéu kién thye hién TTHC:
- Viéc khai sinh ctia cong dan Viét Nam dvinh cu g”y nudc ngoai hodc cua nguoi
nudc ngoai da dang ky tai co quan c6 tham quyén cua Viét Nam trude ngay
01/01/2016 nhung S6 dang ky khai sinh va ban chinh Giay khai sinh déu bi
mat;
- Nguoi dang ky lai khai sinh c6 trach nhiém np day dii ban sao gidy to, tai
liéu c6 ndi1 dung lién quan dén vige dang ky lai (néu c6) va phai cam doan da
ndp day du gidy to minh co;
- Nguoi yéu cau dang ky lai khai sinh phai con séng vao thoi diém yéu cau
dang ky lai khai sinh.
2.2 | Cach thirc thye hién TTHC:
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- Nguoi ¢ yéu cau ding ky lai khai sinh truc tiép thuc hién hodc iy quyén cho
nguoi khac thuc hién ndp ho so truc tiép tai Trung tim hanh chinh cong céap

huyén;

- Gui hd so qua hé théng buu chinh hoac nop hd so truc tuyén trén Céng dich
vu cong quoc gia (https://dichvucong.gov.vn) hoac Cong dich vu cong tinh

(https://dichvucong.hatinh.gov.vn).

2.3

Thanh phin hd so, bao gom:

Ban
chinh

Ban
Sao

- T khai ding ky lai khai sinh, theo mau BM.HT.09.01,
trong d6 c6 cam doan cla ngudi yéu cau vé viéc da nop
du cac gidy to hién co (néu ngudi c6 yéu cau lya chon ndp
hd so theo hinh thirc truc tiép);

- Biéu mau dién tir twong tac dang ky lai khai sinh, trong
do c6 cam doan cac thong tin cung cap 1a dung su thét,
khéng con ban chinh Gidy khai sinh, d3 ndp du cac gidy to
hién c6 va chiu hoan toan trach nhiém truéc phap luat Ve
ndi dung cam doan cua minh (do nguoi yéu cau cung cap
thong tin theo huong dan trén Cong dich vu cong néu
nguoi co yéu cau lya chon nop hd so theo hinh thire truc
tuyén);

- Nguoi ¢ yéu cau dang ky lai khai sinh thuc hién viéc
ndp/xuat trinh (theo hinh thirc truc tiép) hodc tai lén (theo
hinh thtrc truc tuyén) cac gidy to sau:

* Gidy to phdi ngpban dau:

- Ban sao toan b ho so, gidy to clia ngudi yéu cau hodc
hd so, glay to, tai liéu khac trong do co thong tin lién quan
dén noi dung khai sinh, gom:

+ Ban sao Gidy khai sinh do co quan c6 tham quyén cia
Viét Nam cép hop 1¢ (ban sao dugc chung thuc tir ban
chinh, ban sao dugc cép tir S6 dang ky khai sinh); ban
chinh hodc ban sao gidy to' co gia tri thay thé Gidy khai
sinh dugc cap tredc nam 1945 & mién Béc va trudc nim
1975 & mién Nam;

+ Truong hop ngudi yéu cau khong co gidy to néu trén thi
phai nop ban sao gidy to do co quan c6 thim quyén cia
Viét Nam cép hop 1é nhu: Gidy chimg minh nhan dan,
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Thé can cudc cong dan hodc HO chiéu; Giéy to chung
minh vé noi cu tri; Bang t6t nghiép, Gidy ching nhan,
Chung chi, Hoc ba, hd so hoc tap do co quan co tham
quyén cap hodc x4c nhan; Gidy to khac co thong tin vé ho,
tén, ngay, thang, nam sinh cta ca nhan. Nguoi yéu cau
dang ky lai khai sinh c6 trach nhiém ndp day di ban sao
cac glay td néu trén (néu cd) va phai cam doan d3 ndp du
cac giay to minh co; chiu trdch nhiém, h¢ qua cua viéc
cam doan khong dung su that;

- Trudong hop uy quyén cho ngudi khac 1am thay thi phai
¢ vin ban uy quyén duoc chung thuc theo quy dinh cta
phap luat. Truong hop nguoi dugce uy quyén 13 ong, ba, | X
cha, me, con, vo, chong, anh, chi, em rudt ctia nguodi uy
quyén thi vin ban uy quyén khong phai ching thuc;

- Gidy to ching minh thudc gia dinh c6 cong véi cach
mang; nguoi thudc hd ngheo; nguot khuyét tat (néu co).

* Gidy to' phdi ndp bo sung trong qud trinh gidi quyét hé so (néu cin)

Ban cam doan vé thong tin cua cha, me theo mau
BM.HT.09.02 dbi vé6i truong hop gidy to cia ngudi yéu
cau dang ky lai khai sinh khong c6 thong tin ching minh X
quan hé cha, me, con, x4c minh tai co quan cong an cling
khéng c6 thong tin.

* Gidy to phdi xudt trinh:

Mot trong cac gidy tO chimg minh nhdn than 1a Gidy
Ching minh nhan dan, Thé can cudc cong dan, HO chiéu
hodc gidy to khac co dan anh va thong tin ca nhan do co
quan c6 tham quyén cap, con gia tri su dung clia ngudi
yéu cau dang ky lai khai sinh. Truong hop cac thong tin ca
nhan trong cac gidy to nay da c6 trong Co s& dir licu Quéc
gia vé dan cu, Co so dir liéu ho tich dién tir, dugc hé thong
dién ty dong thi khong phai xuét trinh (theo hinh thirc truc
tiép) hodc tai 1én (theo hinh thirc tryc tuyén).

Truong hop giri hd so qua hé théng buu chinh thi phai giri
kém theo ban sao c6 chung thuc cac gidy to phai xuét
trinh néu trén.
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*Luu y:

- Déi véi gidy to ndp, xudt trinh néu nguoi yéu cau ndp hé so theo hinh thirc
truec tiép:

+ Truong hop nguoi yéu cau ndp gidy to la ban sao dwge cdp tir s6 goc hodc
ban sao dwoc chitng thuwce tir ban chinh thi nguoi tiép nhdn hé so khéng dwoc
yéu cdu xudt trinh bdn chinh; néu nguoi yéu cau chi ngp ban chup va xudt
trinh ban chinh thi nguwoi tiép nhdn ho SO kiém tra, doi chiéu bdn chup voi
ban chinh va ky vao ban chup xdc nhan vé viéc da doi chiéu ndi dung giay to

do, khéng dwoc yéu cau nguoi di dang ky nép ban sao c6 chimg thuc gidy to
do.

+ Truong hop phap ludt quy dinh xudt trinh gidy to' khi dang ky ho tich,
ngueoi tiép nhdn cé trach nhiém kiém tra gidy to xudt trinh, déi chiéu VOi
thong tin trong To khai va tra lai cho nguoi xudt trinh, khong dwoc yéu cau
nguoi dang ky ho tich ngp thém ban sao gidy to do. Nguoi tiép nhdn co thé
chup 01 ban gidy to xudt trinh hodc ghi lai théng tin cia gidy to xudt trinh dé
luew hé so.
+ Gidy to do co quan c6 tham quyén ciia nwée ngodi cdp, céng chitng hodc
xdc nhan dé sir dung cho viéc dang ky hé tich tai Viét Nam phai dwoc hop
phap héa lanh su, trir truong hop dwoc mién theo diéu wéc quoc té ma Vi¢t
Nam la thanh vién; gidy to bang tiéng nwéc ngodi phai dwoc dich ra tiéng Viét
va cong chung ban dich hodc chirng thuc chir ky nguoi dich theo quy dinh cua
phap ludt.
+ Nguwoi tiép nhdn cé trach nhiém tiép nhdn ding, di ho so dang ky ho tich
theo quy dinh ciia phép ludt hé tich, khéng dwoc yéu cau nguoi diang ky ho
tich nép thém gidy to ma phdp ludt ho tich khéng quy dinh phai ndp.
- Truong hop giti ho so qua hé thong buu chinh thi phai gui kem theo ban
sao co chwng thyc cdc gidy to phaz xudt trinh.

- Doi voi gidy to gii kém theo néu nguoi yéu cau ndp ho so theo hinh thirc truc
tuyén'

+ Ban chup cdc gidy to gui kém theo ho so dang ky lai khai sinh tryc tuyén
phdi bio dam ré nét, dday di, toan ven vé néi dung, la ban chup bdng may
anh, dién thoai hodc dwoc chup, duoc quét bang thzet bi dién tu, tw gzay to
duoc cap hop 1é, con gid tri su dung; néu la gidy to do co quan cé tham
quyén nude ngodi cdp thi phdi dwoc hop phap hoa lanh sy, dich sang tiéng
Viét theo quy dinh, triv truong hop dwoc mién hop phdp hoa lanh su.

+ Truong hop gidy to, tai lidu phdi giri kém trong ho so dang ky lai khai sinh
truc tuyén da co ban sao dién tw hoac da co ban dién tw gicfy to ho tich thi
ngueoi yéu cau dwoc sir dung ban dién tir nay.

+ Khi dén co quan ddng ky ho tich nhan két qua (Gidy khai sinh/ban sao
Gidy khai sinh), ngum co yéu cau ding ky lai khai sinh phai xudt trinh gidy
10 tuy thén, nép cdc gidy to la thanh phan hé so dang ky lai khai sinh theo
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quy dinh phdp ludt ho tich.

Trweong hop ngudi ¢6 yéu cau dang ky lai khai sinh khong cung cap dwoc gidy
1o néu trén theo quy dinh hodc gidy to ngp, xuat trinh bi tay xoa, sua chita, lam
gid thi co quan ddng ky hé tich c6 tham quyén hiy bé két qua ding ky lai khai
sinh.

- Truong hop cho phép nguwoi yéu cau dang ky ho tich Idp van ban cam doan
vé néi dung yéu cau dang ky ho tich thi co quan dang ky hé tich phdi gidi
thich ré cho nguoi ldp vin ban cam doan vé trdach nhiém, hé quad phdp Iy cia
viéc cam doan khong dung sy that.

- Co quan dang ky ho tich tir choi gidi quyet hodc dé nghi co quan cé tham
quyén hiy bé két qua dang ky hé tich, néu cé co sé xdc dinh néi dung cam
doan khong dung su that.

2.4 | S6 lwong ho so: 01 bo
2.5 | Thoi han giai quyét:
- Trong thoi han 05 ngay lam viéc, ké tir ngay nhan dii hd so hop 18.
- Trong trudng hop phai xac minh thi thoi han giai quyét khong qua 25 ngay.
2.6 | Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
- Trung tam Hanh chinh céng cap huyén.
- Cong dich vy cong (chi tiép nhan ho so): http://dichvucong.hatinh.gov.vn
hoac https://dichvucong.gov.vn .
2.7 | Co quan thuc hién: Phong Tu phap tlep nhan ho so va tham muu Chu tich

Uy ban nhéan dan cip huyen xem x¢ét, quyét dinh.

Co quan c6 tham quyén quyét dinh:

- Uy ban nhan dan cap huyén, noi da dang ky khai sinh truéc day thuc hién
dang ky lai khai sinh;

- Trudong hop khai sinh trude day dugce dang ky tai Uy ban nhan dan cap x4
thi viéc dang ky lai khai sinh do Uy ban nhan dan cip huyén cip trén thuc
hién;

- Truong hop khai sinh trudc ddy dugc diang ky tai Uy ban nhan déan cap tinh
hodc S¢ Tu phap thi viéc dang ky lai khai sinh do Uy ban nhan dan cip
huyén noi cu tra cua nguoi yéu cau thyc hién; néu ngudi d6 khong cu tra tai
Viét Nam thi do Uy ban nhan dan cép huyén noi c6 tru so hién nay cua S Tu
phép thuc hién.

Co quan dwore iy quyén: Khong.

Co quan phdi hop: Uy ban nhan dan cap x3/Sé Tu phap noi nguoi yéu cau
dang ky lai khai sinh da dang ky khai sinh trudc day; Co quan cong an co
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tham quyén. Co quan quan ly Co s¢ dit liéu Qudc gia vé dan cu.

2.8

Poi twong thue hién TTHC: C4 nhan

2.9

Két qua giai quyét TTHC:

- Ho so du diéu kién: Gidy khai sinh (ban chinh); ban sao Gidy khai sinh (néu

c6 yéu cau).

- H6 so khong du diéu kién: Vian ban thong bao khong du dicu kién ding ky

lai khai sinh.

2.10

Quy trinh xir ly cong viéc

TT

Trinh tu

Tréach
Nhiém

Thoi
gian

Bié¢u mauw/Két qua

Bl

Tiép nhan ho so:

1. Tiép nhan ho so.

- Tiép nhan ho so truc tiép tir
ca nhan hoac tir hé théng buu
chinh hoac trén Céng dich vu
cong qudc gia
(https://dichvucong.gov.vn)
hoac Céng dich vu cong tinh
(https://dichvucong.hatinh.go
v.vn)

2. Can bd TN&TKQ kiém tra
ho so:

- Néu hé so chua day di hoic
khong hop 1&: Huéng dan
hoic thong bao bang vin ban
cho ca nhan bd sung, hoan
thién hd so. Truong hop
khong bo sung, hoan thién
dugc hd so thi thong bao tir
chéi giai quyét ho so.

- Néu ho so day dua, hop 1é:
Lam thu tuc tiép nhan ho so
va thu phi, 1€ phi theo quy
dinh, c6 Phiéu hen, tra két qua
cho ngudi ¢ yéu cau (néu
nguoi cd yéu ciu lua chon

Cong chuc
TN&TKQ

Gio
hanh
chinh

Mau 01; 02, 03 (néu
cd), 05, 06 va ho so
theo muc 2.3
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hinh thirc nép hd so truc tiép)
hodc giri ngay Phiéu hen, tra
két qua qua thu dién tir hodc
guri tin nhin hen tra két qua
qua dién thoai di dong cho
ngudi co yéu cau (néu ngudi
cd yéu cau lya chon hinh thire
nop ho so truc tuyén).

Sau khi tiép nhan ho so theo
hinh thtrc ndp truc tiép, cong
chitc TN&TKQ thyc hién s6
hoa (sao chup, chuyén thanh
tai liéu dién tur trén hé thong
thong tin, co s& dir li€u) va
ky sb vao tai liéu, hd so giai
quyét tha tuc hanh chinh d3
dugc s6 hoa theo quy dinh.

B Chuyér} hd so cho phong Tu | Cong chirc 02 i Mau 01, 05 va Hb so

phap dé xir 1y. TN&TKQ 19| kem theo

A A R , . ., |Lanh dao x CTTA .

B3 Ptlan cong cong chirc xu ly Phong Tu| 04 gic Mau 05 va Ho so kem

ho so. . theo

phap

B4.1. Kiém tra, xir 1y ho so:

- Truong hop hd so can bd

sung,‘hoém thién hoéc’ khong

du di€u kién giai quyet, phai

tur choi thi gui thong bao vé

tinh trang ho so t6i Trung Miu 04 (néu c6), 05

tam Hanh chinh cong d¢ \ N :

théne bao ch 5160 ho va Du thao Gidy khai
B4 (.)ng a0 cho hguol hop ho Cong chuc 02 nai sinh hoac Du thao

50, xu ly ho so 93 | van ban thong bao

- Truong hop can phai kiém
tra, xac minh lam r6 hoac do
nguyén nhan khac ma khong
thé tra két qua dung thoi gian
da hen thi lap 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

khong du diéu kién
dang ky lai khai sinh
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qua, chuyén Trung tdm Hanh
chinh céng dé tra cho nguoi
c6 yéu cau (néu ngudi co yéu
cau lya chon hinh thie nop hd
SO truc tiép), hodc gui Phiéu
xin 10i va hen lai ngay trd két
qua qua thu dién tur hoac gui
tin nhdn qua dién thoai di
dong cho nguoi cé yéu cdu
(néu nguwoi cé yéu cau lua
chon hinh thitc nop hé so truc
tuyén).

- Néu du diéu kién ma khong
can xac minh:

+ Trudng hop tiép nhan ho so
theo hinh thire truc tiép: Thuc
hién viéc ghi vao SO dang ky
khai sinh, cap nhat thong tin
dang ky lai khai sinh va luu
chinh thac trén Phan mém
dang ky, quan 1y ho tich dién
tor dung chung.

+ Truong hop tiép nhan ho so
theo hinh thic truc tuyén:
Gui lai biéu miu Gidy khai
sinh dién ttr v6i thong tin day
du cho ngudi yéu cau qua thu
dién tir hogc thiét bi so.
Nguoi yéu cau co trach
nhiém kiém tra tinh chinh
xéc, ddy du cua cac thong tin
trén biéu mau Gidy khai sinh
dién tor va xac nhan (t6i da
mot ngay).

Néu ngudi c6 yéu ciu xéc
nhan thong tin di théng nhat,
day du hodc khong c6 phan
hdi sau thoi han yéu cau thi
thuc hién viéc ghi ndi dung
vao S6 dang ky khai sinh, cap
nhat thong tin dang ky khai
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sinh va luu chinh thire trén
Phin mém ding ky, quan 1y
ho tich dién tir dung chung.

- Néu khong du diéu kién: Du
thdo Van ban thong bdo
khong du diéu kién dang ky lai
khai sinh;

Trinh lanh dao Phong Tu
phap (chuyén t6i B7).

B4.2. Truong hop viéc dang
ky khai sinh trude day dugc
thuc hién tai ny ban nhan
dan cdp xa hodc S& Tu phap
thi xay dung du thdo Van ban
dé nghi Uy ban nhan dan cap
xa/S¢& Tu phap noi thuc hién
viéc dang ky khai sinh trudce
day kiém tra, xac minh vé

Mau 05 kém Vin ban

viéc luu gift s6 h tich. Cf’?,g h‘ih“" 01 ngay | d& nghi xic minh va

- Truong hop gidy to cua XY RO so H6 so kém theo

ngudi yéu cau diang ky khai

sinh khong c6 thong tin ching

minh quan h¢ cha, me, con thi

tham muu Vin ban dé nghi co

quan cong an c6 tham quyén

X&c minh.

Chuyén sang thuc hién cdc

bude tiép theo.

UBND cap

Uy ban nhan dan cdp x3/S¢ | xd/So Tu

Tu phap noi thuc hién viéc | phap/co
BS dang ky khai sinh trudc day, | quan cong 20 na Vian ban tra 101 xac

A , A LA ngay .

co quan cong an c6 tham |an cé tham minh

quyén kiém tra, xac minh vé | quyén

viéc luu gitr s6 ho tich. duoc dé

nghi

* Sau khi c6 két qua xac minh: | Cong chirc 5 Mag (.)5’ dyr vthao Gle}y

B8 | Thuc hién nhu B4.1. xirly ho so | Ot N98Y | khai sinh hoge d thao

van ban théng bdo
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* Luu y: Truong hop co quan
cong an tra loi khong co
thong tin hoac khong tra 101
thi cho ngudi yéu cau ding
ky khai sinh 18p van ban cam
doan vé thong tin cua cha, me
va xac dinh ndi dung khai
sinh theo van ban cam doan.
Pong thoi tién hanh cac budc
giai quyét theo quy dinh.
Trinh 1lanh dao Phong
(chuyén t6i B7).

khong du didu kién
dang ky lai khai sinh;
Van ban cam doan cua
canhan.

Kiém tra két qua thuc hién,

M?{u 05 va Du thao
Giay khai sinh hodc

B7 duyét, truc tiép hoac giao II;EEE d,f‘}g 01 nad du thao van ban thong
cong chire xir Iy h so trinh | 218 99 | pao khong du didu
lanh dao UBND cap huyén. phap kién dang ky lai khai

sinh da duyét/ky nhay
Mau 05 va Gidy khai
Ky du thio K&t qué gidi quyé ¢ Lanh de_}o sinh hodc van ban
B8 | thit tuc hanh chinh tai B7. | DB cap | 01ngay | thong bdo khong du
huyén diéu kién dang ky lai
khai sinh
Phét hanh vin ban, trd két|y. o Mau 05, 06 va Gidy
ua cho Phong Tu phap dé an thu khai sinh hogc van

Bg | ¢ PP S phong  Tu| 02gio | ban thong bao khong
chuyén cho Trung tdm Hanh . s 4 A 1A Ao ,
chinh ¢ong phap da diéu kién dang ky

' lai khai sinh
Mau 01, 06; kem
Chuyén nguoi dan ky vao S& | Cong chirc| 010 | Gidy Kkhai sinh hodc
BIO | Ui tra két qua cho canhan. | TN&TKQ | nanh jvan ban thong bdo
d ' chinh |khong du diéu kién

dang ky lai khai sinh

* Truong hop hé so qud han xit Iy, trong thoi gian chdm nhdt 01 ngay truoc
ngay hét han xir Iy, Phong Tu phap tham muu UBND cdp huyen ban hanh
phiéu xin 16i va hen lai ngay tra két qua dé giri cho té chirc, cd nhan.

* Trong qud trinh gidi quyét ho so nguoi cé trach nhiém thyc hién can thuc
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hién dong thoi cdc thao tac tiép nhan/chuyén/tra hé so, két qud gidi quyét
trén phan mem: http://dichvucong.hatinh.gov.vn vdi cac budc trong quy
trinh.

BIEU MAU

Mau 01 Mau 01.docx
Giay tiép nhan ho so va hen tra két qua

Mau 02 MAu 02.docx
Phiéu yéu cau bo sung hoan thién ho so

Mau 03 MAu 03.docx
Phiéu tir choi ti€p nhan gidi quyét ho so

Mau 04 Mau 04.docx
Phi€u xin 161 va hen lai ngay tra két qua

Mau 05 Mau 05.docx
Phiéu kiém soat qua trinh gidi quyét ho so

Mau 06 M3u 06.docx
So theo doi ho so

BM.HT.09. Iﬁj

01 BM.HT.09.01.doc
To khai dang ky lai khai sinh

BM.HT.09. Iﬁj

02 BM.HT.09.02.doc
Ban cam doan

HO SO LUU
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Mau 01; 92, 03, 04 (néu cc')), 06 Iuu tai Trung tdm Hanh chinh cong cép
huyén. Mau 01, 05 Iuu theo ho so;

Ho6 so dau vao theo muc 2.3;

S6 dang ky khai sinh;

Vin ban thong bao khong du diéu kién (néu co);

Vian ban dé€ nghi xac minh; Van ban tra 161 xac minh (néu co);

Van ban cam doan (néu co);

Phan mém http://khaisinhdientu.moj.gov.vn. Phan mém dich vu cong.

Hb so dugc luu tai Phong Tu phép, thoi gian luu trir thye hién luu theo quy dinh cua
Lu@t Ho tich va cac van ban hu’é:ng dan thi hanh. Sau khi hét han, chuyén ho so
xuong don vi luu trir cia UBND cap huyén va luu trit theo quy dinh hién hanh.

10. Pang ky lai két hon cé yéu td nwée ngoai

1 KY HIEU QUY TRINH QT.HT.10
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thwe hién TTHC:
- Viéc dang ky két hon cua cong dan Viét Nam din}l cu o puc’rc ngoai hodc
cua nguoi nudc ngoai da dang ky tai co quan c6 tham quyén cua Viét Nam
trudc ngay 01/01/2016 nhung S6 dang ky két hon va ban chinh Gidy chimg
nhan két hon déu bi mat;
- Ca hai bén yéu cau ding ky két hon con sdng vao thoi diém yéu cau ding
ky lai két hon.
2.2 | Cach thirc thyc hién TTHC:

- Nguoi ¢o yéu cau dang ky lai két hon thyc hién ndp ho so truc tiép tai
Trung tdm hanh chinh cong cép huyén;

- Nop hd so truc tuyén trén Cong dich vu cong qubc gia
(https://dichvucong.gov.vn)  hoic  Cdéng dich vu cong tinh
(https://dichvucong.hatinh.gov.vn) (bén nam hodc bén nit c6 thé ndp hod so
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ma khong can ¢ van ban uly quyén cia bén con lai).

2.3

Thanh phin hd so, bao gom:

Y

Ban

chinh

Ban
sao

To khai dang ky lai két hon, theo‘mﬁu BM.HT.14.01 (néu
nguc‘ri cO yéu cau luya chon ndop ho so theo hinh thirc truc
tiép);

Biéu mau dién tir twong tac ding ky lai két hon, trong d6 c6
cam doan céc thong tin cung cip 1a ding su that, khong con
ban chinh Gidy ching nhan két hén, di ndp du cac gidy to
hién c6 va chiu hoan toan trach nhiém trudc phap luat vé nodi
dung cam doan cua minh (do nguoi yéu cau cung cap thong
tin theo hudng dan trén Cong dich vy cong néu ngudi co yéu
cau lira chon ndp ho so theo hinh thuc truc tuyén).

Ngudi co yéu cau dang ky lai két hon thyc hién viée ndp/xuat
trinh (theo hinh thire tryc tiép) hodc tai 1én (theo hinh thirc
truc tuyén) cac gidy to sau:

* Gidy to' phdi ngp:

Gidy chtng nhan két hén duge cap trude day. Néu khong co
ban sao Gidy chiing nhan két hon thi ndp ban sao hod so, gidy
t0 ¢4 nhan co6 cac thong tin 1ién quan dén ndi dung dang ky két
hon;

Gidy to ching minh thudc ddi twong gia dinh c6 cong véi
cach mang; nguoi thudc ho nghéo; ngudi khuyét tat (néu co);

* Gidy tor phdi xudt trinh:

Mot trong cac gidy to ching minh nhan than 1a Gidy CMND,
Thé cin cude cong dan, Ho chiéu hodc gidy to khac co dan
anh va thong tin ca nhan do co quan c6 thAm quyén cap, con
gia tri st dung ctia ngudi yéu cau dang ky lai két hon. Truong
hop cac thong tin ca nhan trong cac gidy to nay da co trong
Co so dir liéu Qudc gia vé dan cu, Co sé dir liéu ho tich dién
tir, dugc hé thong dién tu dong thi khong phai xuét trinh (theo
hinh thtc tric tiép) hodc tai 1én (theo hinh thuc truc tuyén).
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* Luu y:

- Doi véi gidy to ndp, xudt trinh néu nguoi yéu cau ndp ho so theo hinh thirc
truc tié,p.'

+ Truwong hop nguwoi yéu cau ndp gidy to la ban sao dwoc cdp tir 6 goc hodc
ban sao dwoc chiing thuwc tir ban chinh thi ngueoi tiép nhdn ho so khéng dwoc
yéu cdu xudt trinh ban chinh; néu ngueoi yéu cau chi nép ban chup va xudt
trinh ban chinh thi nguoi tiép nhan ho SO kiém tra, doi chiéu ban chup voi
ban chinh va ky vao ban chup xdc nhdn vé viéc da doi chiéu ndi dung giay to

do, khéng dwoc yéu cau nguoi di ding ky ndp ban sao c6 chimng thuwc gidy to
do.

+ Truong hop phap ludat quy dinh xudt trinh gidy to khi dang ky ho tich,
ngueoi tiép nhdn c6 trach nhiém kiém tra gidy to xudt trinh, doi chiéu voi
théng tin trong To khai va trd lai cho nguoi xudt trinh, khong dwoc yéu cdu
ngueoi dang ky hé tich np thém ban sao gidy to dé. Nguoi tiép nhdn cé thé
chup 01 bdn gidy to xudt trinh hodc ghi lai théng tin ciia gidy to xudt trinh
dé heu ho so.

+ Gidy to do co quan c6 tham quyén ciia nwée ngodi cap, cong chirng hodc
xdc nhdn dé siv dung cho viéc dang ky ho tich tai Vigt Nam phai dwoc hop
phdp hoa lanh sw, tric truong hop dwoc mién theo diéu wéc quéc té ma Viet
Nam la thanh vién; gidy to bang tiéng nude ngodi phdi dwoc dich ra tiéng
Viét va cong chung ban dich hoac chung thwc chit ky nguoi dich theo quy
dinh cua phap luat.

+ Nguoi tiép nhdn cé trach nhiém tiép nhdn ding, di ho so dang ky hé tich
theo quy dinh ciia phdp ludt hé tich, khéng dwoc yéu cau nguoi dang ky hé
tich nép thém gidy to ma phdp ludt ho tich khéng quy dinh phdi ndp.

- Déi véi gidy to giki kém theo néu nguoi yéu cdau nép ho so theo hinh thirc
truc tuyén'

+ Bdn chup cdc gidy to gui kém theo ho so dang ky lai két hon truc tuyen
phdi bao dam ré nét, diy di, toan ven vé ndi dung, la ban chup bang may
anh, di¢n thoai hodac dugc chup, dwoc quét bang thlet bi dién tu, twr gidy to
duoc cap hop Ié, con gid tri sur dung; néu la gidy to do co quan cé tham
quyén nudc ngodi cdp thi phdi dwoc hop phap hoa lanh su, dich sang tiéng
Viét theo quy dinh, trie truong hop dwoc mién hop phap hoa lanh su.

+ Truong hop gidy to, tai liéu phdi giti kém trong hé so dang ky lai két hén
truc tuyén da co ban sao dién tir hoac da co ban dién tur gicfy to ho tich thi
ngueoi yéu cau dwoc sir dung ban dién tir nay.

+ Khi dén co quan dang ky hg tich nhan ket qua (1 Gzay chitng nhén két hén),
nguoi co yéu cau dang ky lai két hén xudt trinh gidy to tuy than, ndp cdc
gidy 1o la thanh phan hé so dang ky lai két hon theo quy dinh phdp ludt hé
tich.
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Truong hop nguoi yéu cau dang ky lai ket hon khong cung cap dwoc gidy to
néu trén quy dinh hodc gidy to nop, xudt trinh bi tdy xéa, sira chita, lam gia
thi co quan ding ky hé tich ¢ tham quyén hiy bé két qua dang ky lai két
hon.

- Nguoi ¢ yéu cau dang ky lai két hon (hai bén nam, nir phai c6 mat, xudt
trinh gidy to tuy than dé doi chleu) kiém tra thong tin trén Glay chung nhdn
két hon, trong Soé ding ky két hén va ky tén vao S6 dang ky két hon, ky tén
vao Gidy chirng nhdn két hén, méi bén nam, nit nhdn 01 bdan chinh Gidy
chimg nhdn két hon.

2.4 | SO lwong ho so: 01 bd

2.5 | Thoi han giai quyét: 05 ngay lam viéc, ké tu ngay nhan du hd so hop 18.
Truong hop phai xac minh thi thot han giai quyét khong qua 25 ngay.

2.6 | Pia diém tiép nhan hd so va tra két qua giai quyét TTHC:
- Trung tdm Hanh chinh céng cap huyén.
- Cong dich vu cdng (chi tiép nhan hd so): http://dichvucong.hatinh.gov.vn
hoac https://dichvucong.gov.vn .

2.7 | Co quan thyc hién: Phong Tu phap tlep nhan hd so va tham muu Chu tich
Uy ban nhén dan cip huyen xem x¢ét, quyét dinh.
Co quan c6 tham quyén quyét dinh:
- Uy ban nhan dan cap huyén, noi di dang ky két hon trude day thuc hién
dang ky lai két hon;
- Trudng hop két hon trude day duoc dang ky tai Uy ban ‘nhan dan cap xa thi
viéc dang ky lai két hon do Uy ban nhan dén cap huyén cap trén thuc hién;
- Truong hop két hon trude day duoc dang ky tai Uy ban nhan dan cap tinh
hodc S¢ Tu phap thi viéc dang ky lai két hén do Uy ban nhéan dan cp huyén
noi cu tri cua nguoi yéu cau thyc hién; néu ngudi d6 khong cu tra tai Viét
Nam thi do Uy ban nhan dan cép huyén noi c6 tru s¢ hién nay ciia Sé Tu
phap thuc hién.
Co quan dwore iy quyén: Khong.
Co quan ph61 hop: Uy ban nhan dan cdp xi/S¢ Tu phép noi nguoi yéu cau
dang ky lai két hon da dang ky két hon trude day. Co quan quan 1y Co so dir
liéu Qudc gia vé dan cu.

2.8 | Pdi twong thue hién TTHC: Ca nhan

2.9 | Két qua giai quyét TTHC:
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- Ho so du diéu kién: Gidy chimg nhan két hon (ban chinh), mdi bén vo,

chdng 01 ban.

- H6 so khong du diéu kién: Van ban thong bao khong du diéu kién dang ky

lai két hon.

2.10

Quy trinh xir ly cong viéc

TT

Trinh ty

Trach
nhiém

Thoi
gian

Bi¢u mau/Keét
qua

Bl

1. Tiép nhan ho so.

- Tiép nhan hd so truc tiép tir ca
nhan hodc tir hé thdng buu chinh
hodc trén Cong dich vu cong qudc
gia  (https://dichvucong.gov.vn)
hoic Cong dich vu cong tinh
(https://dichvucong.hatinh.gov.vn)
2. Can b TN&TKQ kiém tra hd
SO

- Néu ho so chua day du hoic
khong hop 1&: Huodng dan hoic
thong bao bang vin ban cho ca
nhan bd sung, hoan thién ho so.
Trudng hop khong bod sung, hoan
thién duoc hd so thi thong bao tu
chdi giai quyét hé so.

- Néu ho so day do, hop 1&: Lam
thi tuc tiép nhan ho so, thu phi, 1
phi theo quy dinh, c6 Phiéu hen, tra
két qua cho nguoi cd yéu cau (néu
nguoi c¢6 yeéu cau lya chon hinh
thirc nop. hé so truc tlep) hodc gtri
ngay Phiéu hen, tra két qua qua thu
dién tir hodc gl tin nhin hen tra
két qua qua dién thoai di dong cho
nguoi ¢ yéu cau (néu ngudi co yéu
cau lya chon hinh thirc ndp hd so
truc myén).

Sau khi tiép nhan hd so theo hinh
thtc ndp truc tiép, cong chuc
TN&TKQ thuc hién s6 hoa (sao

Cong churc
TN&TKQ

Gio
hanh
chinh

Mau 01, 02, 03
(néu co), 05, 06
va hd so theo
muc 2.3
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chup, chuyén thanh tai liéu dién tir
trén hé thng théng tin, co so dir
lidu) va ky sb vao tai liéu, hd so
giai quyét thu tuc hanh chinh da
duogc s6 hoa theo quy dinh.

B C}luyén ho so cho Phong Tu phap | Cong chuc 02 widy Mﬁu 01, 05 va

dé xir 1. TN&TKQ 819 1'hd so kem theo

Lanh dao x \ 1A
B3 |Phan cong cong chirc xir Iy hd so. | Phong  Tu | 04 gid iﬁ’;‘: t?é Ova ho so
phap

B4.1. Xem xét, xir I hd so:

- Truong hop hd so can bd sung,

hoan thién hodac khong du diéu

kién giai quyét, _phai tur chéi thi

guri thong bao vé tinh trang ho so

tGi Trung tam hanh chinh cong dé

thong bao cho ngudi ndp hd so;

- Truong hop can phai kiém tra,

xac minh lam rd hodc do nguyén

nhan khac ma khong thé tra két Miu 04 (néu

qua dung thoi gian dé hen thi lap ¢6), 05 Dy théo

Phicu xin 10i va hen lai ngay tra Gie{y ’ chiin g

két qua, trong do néu rd ly do ) , nhan k& hon
B4 | cham tra ket qua va thoi gian hen Cf)ng Shu’C 02ngay | hosc Du  tho

trd két qua, chuyén Trung tam | xur Iy ho so

hanh chinh cong dé tra cho nguoi
¢ yéu cau (néu ngudi co yéu ciu
lga chon hinh thirc nop hd so truc
tiép), hodc giri Phiéu xin 16i va
hen lai ngdy tra két qua qua thu
dién tw hodc gui tin nhdn qua dién
thogi di dong cho nguoi co yéu
cau (néu nguoi cé yéu cdau lwa
chon hinh thirc nop ho so truc
tuyén).

- Néu du diéu kién:

+ Truong hop tiép nhin hd so
theo hinh thirc truc tiép: Thuc

Van ban thong
bao khong du
diéu kién dang
ky lai két hon
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hién viéc ghi vao S6 dang ky két
hon, cap nhat thong tin dang ky lai
két hén va luu chinh thuc trén
Phan mém ding ky, quan 1y ho
tich dién tor dung chung.

+ Truong hop tiép nhin hd so
theo hinh thirc truc tuyén: Gui lai
biéu miu Gidy chimg nhan két
hén dién tir v6i théng tin day du
cho ngudi yéu cau qua thu dién tir
hodc thiét bi so.

Ngudi yéu ciu cé trach nhiém
kiém tra tinh chinh xac, ddy du
clia cac thong tin trén biéu mau
Gidy chimg nhan két hon dién tur
va x4c nhan (t6i da mot ngay).
Néu ngudi c6 yéu ciu xac nhan
thong tin di théng nhat, day du
hoic khong c6 phan hoi sau thoi
han yéu cau thi thuc hién viéc ghi
vao SO dang ky két hon, cap nhat
thong tin dang ky lai két hon va
luu chinh thtc trén Phan mém
dang ky, quan ly ho tich dién to
dung chung.

- Néu khéng du diéu kién: Du
thdo van ban thong bdo khong du
diéu kién;

Trinh 1anh dao Phong Tu phap,
chuyén t6i B7.

B4.2. Truong hop viéc dang ky
két hon trude day thyc hién tai Uy
ban nhan dan cdp x4 hoic S¢ Tu
phap thi du thao vin ban dé nghi

Cong chuc

Vin ban dé nghi

Uy ban nhan dan cép x3/S¢ Tu | xtr Iy ho so 01 ngay xac minh
phap noi dang ky két hon trudce
day kjém tra, xac minh vé viéc luu
gilt s6 ho tich.
B5 | Uy ban nhan dan cap xi hoic S¢ | UBND cap | 20 ngay | Van ban tra 10i
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Tu phap tra 101 két qua xac minh. | x3 hodc S¢ Xac minh
Tu phéap
Sau khi ¢6 két qua xac minh hogc Mau 05 va Dy
hét thoi han dé nghi ma khéng| , thao Giay chung
B6 | nhan duoc vin ban tra 15i: Cong chic | o, ngay nhan  két  hon
A xur 1y ho so hodc Van ban
Thuc hién nhu B4.1 R , N
R : ) thdng bao khdng
Trinh 1anh dao phong xem xét. i diéu kién
Mau 05 va Du
. 2 L " . thiao Gidy chung
Kim o b e % L ago| i kb
B 1}'/' hd so trinh lanh dao UBND cip th)ng Tu | 01 ngay hof‘l ¢ \{an lAaan
huyén phap thdng bao khong
o du diceu kién da
duyét/ky nhay
Mau 05 va Giay
~ himg nhan két
, , Linh d chung i
Ky két qué giai quyét tha tuc hanh | | e | hon hodc Van
B8 g UBND 0l ngay |,. A .
chinh. 4 huv ban thong bgo
cap huyen khong du diéu
kién
Mau 05, 06 va
Phit hanh van ban va tra két qua | Van thu; Sﬁgi 1 tChﬁgﬁ
B9 | cho Phong Tu phéap d€ chuyén cho | Phong Tu | 02 gio ho n b
Trung tam Hanh chinh cong ha 0dc Yan oan
' phap thdng bao khong
da dicu kién
Mﬁu 01 keém
Chuyén nguoi dan ky Sé, ky tén | .. | Gy |Gy ching
Ay . A x A .. | Cong chic \ nhan k&t hon
B10 | vao Giay chung nhan két hon va tra hanh g y X
X, . A TN&TKQ . hoac Vian ban
két qua cho ca nhan. chinh

théng bao khong

du diéu kién

* Truong hop dén hen nhung chua cé két qua,trong thoi gian cham nhat 01
ngay trudc ngay het han xie ly tra ket qua, Phong Tuw phdp tham muu UBND
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cap huyén ban hanh phiéu xin 15i va hen lai ngay tra két qud dé gui cho to
chuc, ca nhan.

* Trong quda trinh giai quyét ho SO ngueoi ¢é trach nhiém thuwc hién can thuc
hién dong thoi cac thao tac tiép nhan/chuyén/tra hé so, két qua gidi quyét

trén phan mém: http://dichvucong.hatinh.gov.vn véi cde budc trong quy
trinh.

BIEU MAU
=
Mau 01 Mau 01.docx
Giay ti€p nhan ho so va hen tra két qua
0
Mau 02 Mau 02.docx
Phiéu yéu cau bo sung hoan thién ho so
o
Mau 03 Mau 03.docx
Phiéu tur choi ti€p nhan giai quyét ho so
o
Mau 04 Mau 04.docx
Phiéu xin 15i va hen lai ngay tra két qua
o
Mau 05 Mau 05.docx
Phiéu kiém soat qué trinh gidi quyét ho so
=
Mau 06 Mau 06.docx
S6 theo doi ho so
e
BM.HT.10.01 BM.HT.10.01.docx
To khai dang ky lai két hon

HO SO LUU
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- | Mau 01; 02, 03, 04 (néu cd), 06 luu tai Trung tam Hanh chinh cong cap
huyén. Mau 01, 05 luu theo ho so;

- Ho6 so dau vao theo muc 2.3;

- | S6 dang ky két hon;

- | Vin ban thong bao khong du diéu kién (néu co);

- | Van ban dé nghi xac minh; Van ban trd 161 xac minh (néu co);

- | Phan mém http://hotich.moj.gov.vn. Phan mém dich vu cong.

Hb so dugc luu tai Phong Tu phap, thoi gian luu trit thye hién luu theo quy dinh cua
Lu@t Ho tich va cac van ban hu’c'):ng dan thi hanh. Sau khi hét han, chuyén ho so
xuong don vi luu trir cua UBND cap huyén va luu trit theo quy dinh hién hanh.

11. Pang ky lai khai tir ¢é yéu t6 nwée ngoai

1 KY HIEU QUY TRINH QT.HT.11

2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thue hién TTHC:

Viéc dang ky khai tir ciia cong dan Viét Nam dinh cu ¢ nude ngoai hodc cua
nguoi nudc ngoai da dang ky tai co quan ¢6 thim quyén cua Viét Nam trudce
ngay 01/01/2016 nhung S6 dang ky khai tir va ban chinh Giay chung tir déu bi
mat.

2.2 | Cach thire thue hién TTHC:

- Ngudi ¢6 yéu cau dang ky lai khai tir truc tiép thuc hién hodc uy quyén cho
nguoi khac thuc hién ndp hé so truc tiép tai Trung tam hanh chinh cong cép
huyén;

- 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 tinh
(https://dichvucong.hatinh.gov.vn).
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2.3

Thanh phin hd so, bao gom:

>

Ban
chinh

Y

Ban
Sao

T khai dang ky lai khai tir, theo mau BM.HT.11.01 (néu
ngu’c‘fi c6 yéu cau lya chon ndp hod so theo hinh thurc truc
tiép);

Biéu méu dién tir twong tac ding ky lai khai tt, trong d6 co
cam doan cac thong tin cung cap 1a ding su that, khong con
ban chinh Gidy chimg ti/Trich luc khai tir, d& ndp du cac
gidy to hién c6 va chiu hoan toan trach nhiém trudc phap
luat Ve no1 dung cam doan cua minh (do ngudi yéu cau
cung cap thong tin theo huong dan trén Cong dich vu cong
néu nguoi co yéu cau Iira chon ndp ho so theo hinh thic
truc tuyén).

Ngudi c6 yéu cau dang ky lai khai tor thuc hién viéc
ndp/xuat trinh (theo hinh thuc tryc ti€p) hodc tai Ién (theo
hinh thtrc tryc tuyén) céc gidy to sau:

* Gidy to phdi ngp:

Gidy chtng tir dugc cip hop 18 trude day. Néu khong co
ban sao Gidy ching tir thi ndp ban sao ho so, giay to lién
quan c6 ndi dung chirng minh sy kién chét;

Truong hop Gy quyén cho nguoi khac 1am thay thi phai co
van ban iy quyén duogc chimg thuc theo quy dinh cta phap
luat. Trudong hop nguoi duge uy quyén 1a 6ng, ba, cha, me,
con, Vo, chéng, anh, chi, em rudt ctia ngudi uy quyén thi
van ban uy quyén khong phai ching thuc;

Gidy t& chimg minh thudc gia dinh ngudi cd cong véi cach
mang, nguot thudc ho ngheo, nguoi khuyét tat (néu co);

* Gidy to phdi xudt trinh:

Mot trong céc gidy to chimg minh nhan than 14 Gidy Chung
minh nhan dan, Thé cin cudc cong dan, HO chiéu hodc gidy
t& khac c6 dan anh va thong tin c4 nhan do co quan c¢6 tham
quyén cap, con gia tri st dung ctia ngudi yéu cau diang ky
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lai khai tir. Trudng hop cac thong tin ca nhan trong cac gidy
td ndy da ¢ trong Co so dit liéu Qudc gia vé dan cu, Co so
dir liéu ho tich dién tir , duoc hé théng dién tu dong thi
khong phai xudt trinh (theo hinh thirc truc tiép) hodc tai 1én
(theo hinh thuc truc tuyén).

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

* Luu y:

- DI V6i gidy to nép, xudt trinh néu nguwoi yéu cau nép hé so theo hinh thirc
truc tiép:

+ Truong hop nguwoi yéu cau ndp gidy to la ban sao dwge cap tir s6 goc hodc
ban sao dwgc chimg thic tir ban chinh thi nguoi tiép nhdn ho so khong duwoc
yéu cau xudt trinh ban chinh; néu nguoi yéu cau chi ngp ban chup va xudt trinh
ban chinh thi nguoi tiép nhdn ho so kiém tra, doi chiéu ban chup voi ban chinh
va ky vao ban chup xdc nhén vé viéc di doi chiéu ndi dung giay to do, khong
duoe yéu cau nguoi di ding ky nép ban sao cé chu’ng thuc gidy to do.

+ Truong hop phdp ludt quy dinh xuat trinh gzay to' khi dang ky ho tich, nguoi
tiép nhén c6 trach nhiém kiém tra gzay to xudt trinh, doi chzeu VOi thong tin
trong To khai va tra lai cho nguoi xudt trinh, khong dwoc yéu cau nguwoi ding
ky ho tich ngp them ban sao gidy to do. Nguoi tiép nhan co thé chup 01 ban
gidy to xudt trinh hodc ghi lai thong tin ciia gidy to xudt trinh dé leu hé so.

+ Gidy to do co quan cé tham quyén ciia nede ngodi cdp, cong chitng hodc xdc
nhdn dé sir dung cho viéc ding ky ho tich tqi Viét Nam phai dwoc hop phdp hoa
lanh su, trie truong hop dwoc mién theo diéu wéc quoc te ma Viét Nam la thanh
vién; gidy to bang tiéng nudc ngodi phdi dwoc dich ra tiéng Viét va cong chimg
ban dich hoac chirng thuc chit ky nguoi dich theo quy dinh cua phdp ludt.

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

+ Truwong hop giti ho so qua h¢ thong buu chinh thi phai gui kem theo ban
sao c6 chitng thuc cdc gidy to phdi xudt trinh.

- Ti ru’ong hop giti hé so qua h¢ thong buu chinh thi phai gui kem theo ban
sao co chu’ng thuc cdc gidy to phal xudt trinh.

- Déi véi gidy to giri kém theo néu nguwoi yéu cau nép ho so theo hinh thirc
truc tuyéen:

+ Bdn chup cdc gidy to givi kém theo ho so dang ky lai khai tu truc tuyén
phdi bao dam ré nét, dday di, toan ven vé néi dung, la ban chup bang may
danh, dién thoai hodc dwoc chup, dwoc quét bang thiét bi dién tir, tiv gidy to
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duoc cap hop 1é, con gid tri su dung; néu la gidy to do co quan c6 tham
quyén nude ngodi cdp thi phdi dwoc hop phap hoa lanh sy, dich sang tieng
Viét theo quy dinh, trie truong hop dwoc mién hop phap hoa lanh su.

+ Truong hop glay 10, tai liéu phdi giri kém trong ho so dang ky lai khai tw
triec tuyén da co ban sao dién tir hodc da co ban dién tir gidy to ho tich thi
nguoi yéu cau dugc sir dung ban dién tir nay.

+ Khi dén co quan déing ky ho tich nhan két qua (Trich luc khai tiw/ban sao
Trich lyc khai tir), nguoi co yéu cau dang ky lai khai tir phai xudt trinh gidy
10 tuy thén, ngp cdc gidy to la thanh phan hé so dang ky lai khai tir theo quy
dinh phap ludt ho tich.

Trweong hop nguoi cé yéu cau dang ky lai khai tir khong cung cdp dwoc gidy to
néu trén theo quy dinh hodc gidy to ndp, xudt trinh bi tdy xoa, sira chita, lam gid
thi co quan ddang ky hé tich c6 tham quyén hity bé két qud ddang ky lai khai tit.

2.4 | SO lwong ho so: 01 bd
Thoi han giai quyét:
25 | Trong thoi han 05 ngay lam viéc, ké tir ngdy nhan du ho so hop 18. Truong
hop can phai xac minh thi thot han giai quyét khong qua 10 ngay lam viéc.
Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
2 |- Trung tim Hanh chinh cong cap huyén.
- Cong dich vu cbng (chi tiép nhan ho so): http://dichvucong.hatinh.gov.vn
hoac https://dichvucong.gov.vn .
Co quan thyce hién: Phong Tu phap tiép nhan ho so va tham muu Chu tich
Uy ban nhan dan cap huyén xem xét, quyét dinh.
Co quan c6 tham quyén quyét dinh:
- Uy ban nhan dan cip huyén, noi di dang ky khai tr trude ddy thuc hién
dang ky lai khai tu;
- Tru’(mg hop khai tir trude day duge dang ky tai Uy ban nhan dan cap x4 thi
97 viéc dang ky lai khai tr do Uy ban nhan dan cap huyén cép trén thuc hién;

- Truong hop viée dang ky khai tir truée day thuc hién tai Uy ban nhan dan
cap tinh hodc S¢ Tu phap thi Uy ban nhan din cip huyén noi cu tri cua
ngudi yéu cau thyc hién; néu ngudi yéu cau khong cu tra tai Viét Nam thi Uy
ban nhan dan cdp huyén noi c6 try sé hién nay cia S& Tu phap thyc hién
dang ky lai khai ttr.

Co quan dwoe iy quyén: Khong.

Co quan phdi hop: Co quan quan Iy Co s& dit liéu Qudc gia vé dan cu.
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2.8

Poi twong thue hién TTHC: C4 nhan

2.9

Két qua giai quyét TTHC:

- Ho so du diéu kién: Trich luc khai tir (ban chinh), ban sao Trich luc khai ttr

(néu co yéu cau).

- Ho so khong du diéu kién: Vin ban thong bao khong du diéu kién.

2.10

Quy trinh xt ly cong viéc

TT

Trinh ty

Trach
nhiém

Thoi
gian

Biéu mau/Két qua

Bl

1. Tiép nhan ho so.

- Tiép nhan ho so tryc tiép tir ca
nhan hoic tir hé théng buu chinh
hodc trén Cong dich vu cong
quéc gia
(https://dichvucong.gov.vn) hodc
Cong dich vu cong tinh
(https://dichvucong.hatinh.gov.v
n)

2. Can bd TN&TKQ kiém tra hd
SO

- Néu hd so chua day du hoic
khong hop 1&: Huéng dan hoic
thong bao bang vin ban cho ca
nhan b6 sung, hoan thién ho so.
Truong hop khong bd sung, hoan
thién dugc ho so thi thong béo tir
chéi giai quyét hd so.

- Néu hd so day do, hop 1&: Lam
thii tuc tiép nhan ho so, thu phi, 16
phi theo quy dinh, cé Phiéu hen,
tra két qua cho ngudi co yéu cau
(néu ngudi co6 yéu cau lua chon
hinh thc nép hd so truc tiép)
hodc gui ngay Phiéu hen, tra két
qua qua thu dién tor hoac gui tin
nhan hen tra két qua qua dién
thoai di dong cho nguoi c6 yéu
cau (néu nguodi cd yéu cau lya

Cong
chure
TN&TKQ

Gio
hanh
chinh

Mau 01; 02, 03
(néu co), 06 va ho
so theo muc 2.3
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chon hinh thuc nop hd so truc
tuyén).

Sau khi tiép nhan ho so theo hinh
thirc ndp truc tiép, cong chirc
TN&TKQ thuc hién s6 hoa (sao
chup, chuyén thanh tai 1iéu dién tr
trén hé thong théng tin, co so dit
lidu) va ky sb vao tai liéu, hd so
giai quyét thii tuc hanh chinh da

duoc s6 hoa theo quy dinh.
2 A \ Cﬁng X A

Chuyén ho so cho Phong Tu ) ... | Mau 01, 05; ho so
B2 (L 2k a1y chuc 02 gio | »

phap dé xu ly. TN&TKQ kém theo

A A n . . 1, +x|Lanh dao x LA \

B3 Phan cbng cong chic xu ly ho Phong Tu | 04 gio Mau 05; ho so kém

SO. . theo

phap

Kiém tra, xem xét hd so:

- Trudng hop hd so can bo sung,

hoan thi¢én hodc khong du diéu

kién giai quyét, phai tir choi thi

guri thong bao vé tinh trang ho so

t¢i Trung tdm Hanh chinh cong

dé thong bao cho ngudi nop ho

SO;

+ Truong hop can phai kiém tra, Miu 04 (néu co),

x4ac minh lam rd hodc do nguyén Cong 05 du thao Trich
B4 | nhan khac ma khong thé tra két | chie xur I¢ ; . khai tr hoa

nhan khaC ma khong the tra Xet | chye xur ly | 02 ngay | luc khai tir hodc

qua dung thoi gian da hen thi lap | L so Vin béan thong bao

Phiéu xin 18i va hen lai ngay tra
két qua, trong d6 néu rd 1y do
cham tra két qua va thoi gian hen
tra két qua, chuyén Trung tam
Hanh chinh céng dé tra cho
ngudi co yéu cau (néu ngudi co
yéu cu lua chon hinh thic nop
hd so truc tiép), hodc giri Phiéu
xin 18i va hen lai ngay tra két qua
qua thu dién tir hodc giri tin nhan

khong du diéu kién
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qua dién thoai di dong cho nguoi
co yéu cau (néu nguoi co yéu
cau lya chon hinh thurc nop hd so
truc tuyén).

- Néu du diéu kién:

+ Truong hop tiép nhan hd so
theo hinh thic truc tiép: Thuc
hién viéc ghi vao So6 ding ky
khai tir, cap nhat thong tin dang
ky lai khai tir va luu chinh thuc
trén Phan mém dang ky, quan 1y
ho tich dién tr dung chung.

+ Truong hop tiép nhan hd so
theo hinh thirc truc tuyén: Gui lai
biéu mau Trich luc khai tir dién tir
v6i thong tin ddy du cho nguoi
yéu cau qua thu dién tir hoac thiét
bi s0.

Nguoi yéu cau ¢ trach nhiém
kiém tra tinh chinh xéc, day du
ctia cac thong tin trén biéu miu
Trich luc khai tir dién tir va xac
nhan (t6i da mot ngay).

Néu ngudi cd yéu cau xac nhan
thong tin dd thong nhét, day du
hoic khong c6 phan hdi sau thoi
han yéu cau thi thyc hién viée
ghi ndi dung vao S6 ding ky
khai tr, cap nhat thong tin dang
ky lai khai t&r va luu chinh thuc
trén Phan mém dang ky, quan 1y
ho tich dién tir dung chung.

- Néu khong du diéu kién: Du
thao Van ban thong bio khong
du diéu kién;

Trinh 1anh dao Phong Tu phap,
chuyén dén B5.

Truong hop can thiét thi tién
hanh xac minh bang van ban
hoac truc ti€p xac minh. Sau khi

Cong
chuce xtur ly

05 ngay

Vin ban d& nghi
xac minh, Van ban
xac minh théng
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c6 két qua xac minh, thyc hién hd so tin/bién ban két qua
nhu B4. x4c minh (néu co)
Trinh 1anh dao Phong Tu phap,
chuyén dén budc B6.
Mau 05; du thao
Kiém tra két qua thuc hién, N Trich luc khai t
N z . . Lanh dao - - ,
B6 duyét, tryc tiep hodc giao cong Phong Tur | 01 ngay hoAac \{an E)an
chirc xur 1y ho so trinh lanh dao ohap thong bao khong
UBND cap huyén. du diéu kién da
duyét/ky nhay
, N , Lanh dao Mﬁg 05; Trich luc
Ky két qua gidi quyet thu tuc i ... | khai t&r hoac Van
B6 : ] UBND |0Olngay |,., . .
hanh chinh. A huven ban  thoéng  bdo
Py khéong du didu kién
Mau 05, 06 va
Phét hanh van ban va tra két qua | Van thu Trich lyc khai tu
B6 |cho Phong Tu phap dé chuyén Phong Tu | 02 gi0 | hodc  Van  ban
cho Trung tdm Hanh chinh cong. phap thong bao khong
du diéu kién
q ' 7 Cong Gig | Mau 01, 06; Trich
Chuyén nguoi dan ky SO va tra . \ luc khai tir hoac
BY két qua cho c4 nhan chirc hanh Van ban thong béo
d ' TN&TKQ | chinh &

khoéng du diéu kién

* Truong hop dén hen nhung chuwa c6 két qud,trong thoi gian Chdm,nhd't 01
ngay trucc ngay het han xur Iy, Phong Tu phdp tham muu UBND cap huyen
ban hanh phiéeu xin loi va hen lai ngay tra ket qua dée gui cho to chic, cé

nhan.

* Trong qua trinh giai quyét ho SO nguoi ¢é trach nhiém thyc hién can thuc
hién dong thoi cac thao tac tiép nhan/chuyén/tra ho so, két qua gidi quyét
trén phan mém: http://dichvucong.hatinh.gov.vn véi cdc bude trong quy

trinh.

BIEU MAU
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(T
Mau 01 MAu 01.docx
Giay tiép nhan ho so va hen tra két qua

Mau 02 Mau 02.docx
Phiéu yéu cau b6 sung hoan thi¢n ho so

Mau 03 MAu 03.docx
Phiéu tr choi tiép nhan giai quyét ho so

Mau 04 Mau 04.docx
Phiéu xin 161 va hen lai ngay tra két qua

Mau 05 Mau 05.docx
Phiéu kiém soat qué trinh gidi quyét ho so

S
L L

Mau 06 M3u 06.docx

86 theo ddi ho so

i
BM.HT.11.01 BM.HT.11.01.docx
To khai dang ky 1ai khai tir

HO SO LUU

Mau 01; 02, 03, 04 (néu cé), 06 luu tai Trung tdm Hanh chinh cong cép
huyén. Mau 01, 05 luu theo ho so;

Ho6 so dau vao theo muc 2.3;

S6 dang ky khai tir;

Vin ban dé nghi xac minh, Van ban x4ac minh thong tin/bién ban két qua xéac
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minh (néu co);

- | Vin ban thong bao khong du diéu kién (néu c6);

- | Phan mém http://hotich.moj.gov.vn. Phan mém dich vu cong.

Hb so dugc luu tai Phong Tu phép, thoi gian luu trir thye hién luu theo quy dinh cua
Lu@t Ho tich va cac van ban hu’Qng dan thi hanh. Sau khi hét han, chuyén ho so
xuong don vi luu trir cia UBND cap huyén va luu trit theo quy dinh hién hanh.

12. Thay déi, cai chinh, bé sung thong tin hd tich, xac dinh lai dan toc

1 KY HIEU QUY TRINH QT.HT.12

2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thye hién TTHC:

- Viéc cai chinh ho tich chi duoc giai quyét sau khi xac dinh c6 sai sot trong
dang ky ho tich; khong cai chinh ndi dung trén gidy to ho tich da duoc cap
hop 18 nham hop thic hoa thong tin trén ho so, gidy to ca nhan khac.

- G1ay td ho tich dugce cap hop 1¢ ké tur ngay 01/01/2016 ma thong tin ho tich
con thleu thi dugc bd sung, néu co gidy to, tai liéu do co quan, to chirc co
tham quyén cap hop 16 chimg minh.

Yéu cau ghi bo sung quéc tich Viét Nam chi thyuc hién ddi véi gidy to ho tich
dugc cip ké tir ngay 01/01/2016, sau khi dd x4c dinh nguoi yéu cau dang co
quéc tich Viét Nam theo quy dinh cua Luat Quéc tich Viét Nam.

2.2 | Cach thire thue hién TTHC:

- Nguoi c6 yéu cau thay doi, cai chinh, bo sung thong tin ho tich, x4c dinh lai
dan toc truc tiép thuc hién hoic uy quyen cho nguoi khac thuce hién ndp ho so
tryc tiép tai Trung tAm hanh chinh cong cip huyén;

- Gtri ho so qua hé thong buu chinh hoac ndp hd so truc tuyén trén Céng dich
vu cong quoc gia (https://dichvucong.gov.vn) hoac Cong dich vu cong tinh
(https://dichvucong.hatinh.gov.vn).
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2.3

Thanh phin hd so, bao gom:

Y

Ban
chinh

Ban sao

- T& khai ding ky viéc thay d6i, cai chinh, bd sung théng
tin ho tich, xac dinh lai dan tdc (theo mau BM.HT.12.01)
(néu ngudi co yéu cau lya chon ndp ho so theo hinh thire
truc tiép);

- Biéu méu dién tir tuong tac thuc hién dang ky thay doi,
cai chinh, b sung thong tin ho tich, xac dinh lai dan toc
(do ngudi yéu céu cung cap thong tin theo hudng dan trén
Cong dich vu cong, néu nguoi c6 yéu cau Iya chon ndp hd
so theo hinh thirc truc tuyen),

- Nguoi ¢6 yéu cau ding ky thay doi, cai chinh, bo sung
thong tin hd tich, xac dinh lai dan toc thuc hién viéc
nop/xuat trinh (theo hinh thure truc tiép) hodc tai lén (theo
hinh thirc truc tuyén) cac gidy to sau:

* Gidy to phdi nop:

- Céc gidy to co lién quan dén viéc thay ddi, cai chinh, bd
sung thong tin ho tich, xac dinh lai dan tdc;

- Truong hop uy quyén cho ngudi khac lam thay thi phai
c6 vin ban uy quyén dugc chimg thuc theo quy dinh cia
phap luat. Truong hop nguoi duge uy quyén 1a ong, ba,
cha, me, con, vo, chong, anh, chi, em rudt cua nguoi uy
quyén thi van ban ty quyén khong phai ching thuc;

- Gidy to ching minh thudc gia dinh c6 cong véi cach
mang; nguoi thudoc hd nghéo; nguoi khuyeét tat (néu co);

* Gidy to phdi xudt trinh:

- Mot trong cac gidy to chimg minh nhan than 13 Gidy
CMND, Thé cin cudc cong dan, HO chiéu hodc gidy to
khac c6 dan anh va thong tin c4 nhan do co quan c6 tham
quyén cip, con gia tri str dung ctia ngudi yéu cau. Trudng
hop cac thong tin ca nhan trong cac gidy to nay da co
trong Co so dit liéu Qudc gia vé dan cu, Co so dit liéu ho
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tich dién tir, dugc hé théng dién tu dong thi khong phai
xuat trinh (theo hinh thirc truc ti€p) hoac tai 1€n (theo hinh
thure truc tuyén);

- Gidy to c6 gia tri ching minh thong tin vé cu tra trong
truong hop co quan ding ky ho tich khong thé khai thac
dugc théng tin vé noi cu trd cua cong dan theo céc
phuong thic quy dinh tai khoan 2 Diéu 14 Nghi dinh s
104/2022/ND-CP  ngay 21/12/2022 cua Chinh phu.
Truong hop cac thong tin vé gidy to ching minh noi cu
tr da duoc khai thac tir Co s¢ dir liéu quoc gia Ve dan cu
bang cac phuong thuc nay thi nguoi c6 yéu cau khong
phai xuét trinh (theo hinh thirc truc tiép) hodc tai 1én (theo
hinh thire truc tuyén).

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

*Luu y:

- Poi Véi gidy to ngp, xudt trinh néu nguoi yéu cau nép hé so theo hinh thirc
truec tiep:

+ Do Véi gidy to xudt trinh khi ding ky hé tich, ngwoi tiép nhdn cé trach
nhiém kiém tra, déi chiéu véi thdng tin trong to khai, chup lai hodc ghi lai
théng tin dé lwu trong ho so va tra lai cho nguwoi Xudt trinh, khong dwroc yéu
cau nép ban sao hogc ban chup gidy to do.

+ Nguoi yéu cau dang ky hé tich cd thé nép bdn sao ching thuec tir ban chinh
hogc ban sao durgt cap tir s6 goc hogc ban chup kém theo ban chinh gidy to
dé dol chiéu. Truong hop nguoi yéu cau ngp ban chup kém theo ban chinh
gidy to thi nguoi tiép nhan co trach nhiém klem tra, déi chiéu ban chup Voi
ban chinh va ky Xac nhdn, khéng dwoc Yeu cdu nguwoi di dang ky nép ban sao
giay to dé.

+ Nguoi tiép nhdn co trach nhiém tiép nhédn diing, dii hé so dang ky hé tich
theo quy dinh cia phap ludt hé tich, khéng dweoc Yeu cau nguoi dang ky hé
tich ngp thém gidy to-ma phap ludt hé tich khéng quy dinh phdi ngp.

- Truong hop giri ho so qua hé théng bueu chinh thi phdi gii kém theo ban
sao cd chirng thuc cac gidy to phdi xudt trinh.

- Déi véi gidy to giri kém theo néu nguwoi yéu cau nép hé so theo hinh thirc
truc tuyén.'

+ Ban chup cdc gidy to giri kém theo hé so dang ky thay doi, cdi chinh, bo
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sung thong tin ho tich, xac dinh lai dan toc tryc tuyén phai bao dam ro nét,
day di, toan ven vé ngi dung, la ban chup bang mdy anh, dién thoai hodc
duwoc chup, dwoc quét bang thiét bi dién tir, tir giay to duoc cdp hop le, con
gia tri sw dung, néu la gidy to do co quan co tham quyén nwde ngodi cap thi
phdi dwoc hop phdp héa lanh sy, dich sang tiéng Viét theo quy dinh, trir
triwong hop dwoc mién hop phdp héa lanh sir.

+ Truwong hop gidy to, tai liéu phdi givi kém trong ho so ddng ky thay doi, cdi
chinh, bo sung thong tin ho tich, xdc dinh lai dan toc truc tuyén da co ban
sao dién tw hodac da co ban dién tw gidy to ho tich thi nguoi yéu cau dwoc sir
dung ban dién tur nay.

+ Khi dén co quan dang ky h tich nhan két qua (Trich luc thay déi/cdi
chinh/ b6 sung thong tin ho tich/xdc dinh lai dan toc/ban sao Trich luc thay
déz/ cdi chinh, bo sung thong tin ho tich/ xac dinh lai dan toc), nguoi co yéu
cau dang ky thay doéi, cdi chinh, bo sung théng tin ho tich, xac dinh lai dan
t6c xudt trinh giay to tuy than, ngp ban chinh cdc gidy to la thanh phdn ho so
dang ky thay doi, cdi chinh, bé sung théng tin ho tich, xdc dinh lai dan téc
theo quy dinh phap ludt ho tich.

Truong hop ngwoi ¢é yéu cau ddng ky thay doi, cdi chinh, bé sung théng tin
ho tich, xdac dinh lai dan toc khong cung cap duoc gidy to néu trén theo quy
dinh hodc gidy to nop, xudt trinh bi tay xoa, sua chita, lam gia thi co quan
dang ky hé tich ¢ tham quyén hity bé két qud ding ky thay doi, cdi chinh, bo
sung thong tin ho tich, xac dinh lai dan toc.

2.4 | SO lwong ho so: 01 bd
Thoi han giai quyét:
- Ngay trong ngay lam viéc dbi véi viée bd sung thong tin h¢ tich, truong hop
nhan hd so sau 15 gio ma khong giai quyét duoc ngay thi tra két qua trong

2.5 | ngay lam viéc tiép theo.
- 03 ngay lam viéc d6i v6i viéc thay d6i, cai chinh thong tin ho tich, xac dinh
lai dan toc. Truong hop can phai xadc minh thi thoi han dugc kéo dai khong
qua 06 ngay lam viéc.
Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:

s |- Trung tam Hanh chinh céng cap huyén.

"~ |- Cong dich vu cong (chi tiép nhan ho so): http://dichvucong.hatinh.gov.vn

hoac https://dichvucong.gov.vn .

57 Co quan thye hién: Phong Tu phap tlep nhan hd so va tham muu Chu tich

Uy ban nhan dan cip huyén xem xét, quyét dinh.
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Co quan c6 thim quyén quyét dinh:

- Uy ban nhan dan cép huyen noi da dang ky hé tich trude day hodc noi cu
tra cua nguoi nudc ng0a1 giai quyét viéc cai chinh, bd sung thong tin ho tich
ctia ngudi nude ngoai da dang ky ho tich tai co quan c6 thim quyén cua Viét
Nam.

- Uy ban nhan dén cap huyén noi da diang ky ho tich trude day giai quyét viéc
thay doi, cai chinh, bo sung thong tin ho tich, xac dinh lai dan toc cho ngudi
Vi¢t Nam dinh cu ¢ nudc ngoai.

- Uy ban nhan dan cap huyén noi da dang ky ho tich trudc ddy hodc noi cu
tri ctia ca nhan giai quyét viéc thay doi, cai chinh thong tin ho tich cho cong
dan Viét Nam tir du 14 tudi trd 1én cu tri trong nudc; xac dinh lai dan tdc.

- Uy ban nhan dan cip huyén noi da diang ky khai tir trude day thyuc hién viéc
cai chinh ndi dung diang ky khai tir trong Trich luc khai tir hodc Gidy chimng
tu.

- Truong hop thay d6i, cai chinh, bd sung théng tin ho tich, xac dinh lai dan
toc ma viéc ho tich trudc day duoc dang ky tai So Tu phap thi tham quyén
giai quyét dugc xéac dinh nhu sau:

+ Truong hop nguoi yéu cau 1a cong dan Viét Nam cu trd 6 nude ngoai thi
Uy ban nhan dan cdp huyén noi cu tra truéce khi xuat canh thuc hién thay doi,
cai chinh, b6 sung thong tin ho tich, xac dinh lai dan toc;

+ Truong hop nguoi yéu cau 1a nguoi nude ngoai cu tra tai Viét Nam thi Uy
ban nhan dan cap huyén noi cu tra ciia ngudi d6 thuc hién cai chinh, bd sung
thong tin ho tich.

+ Truong hop nguoi yéu cau 1a nguoi nude ngoai khong cu tra tai Viét Nam
thi Uy ban nhan dan cap huyén noi ¢6 try sé ctia So Tu phap da dang ky viéc
ho tich trudc day thuc hién cai chinh, bo sung thong tin ho tich.

Co quan dwge iy quyén: Khong.
Co quan phdi hop: Co quan quan Iy Co sé dit liéu Qudc gia vé dan cu.

2.8

Poi twong thue hién TTHC: Cé nhan

2.9

Két qua giai quyét TTHC:

- Ho so du dieu kién: Trich lyc thay doi/cai chinh/bo sung thong tin ho
tich/xac dinh lai dan toc (ban chinh), ban 520 Trich luc ‘thay doi/cai chinh/bo
sung thong tin ho tich/xac dinh lai dan toc (n€u co6 yéu cau).

- Ho so khong du diéu kién: Van ban thong bao khong du diéu kién.

2.10

Quy trinh xir ly cong viéc
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TT

Trinh ty

Tréch
nhiém

Thoi
gian

Biéu mau/Ket
qua

Bl

1. Tiép nhan ho so.

- Tiép nhan hd so truc tiép tir ca
nhan hodc tir hé théng buu chinh
hoac trén Céng dich vu cong
qudc gia
(https://dichvucong.gov.vn) hodc
Cong dich vy cong tinh
(https://dichvucong.hatinh.gov.v

n)

2. Can bd TN&TKQ kiém tra hd
SO

- Néu hd so chua day du hoic
khong hop 1é: Huéng dan hoic
thong bao bang vin ban cho ca
nhan b6 sung, hoan thién ho so.
Truong hop khong bo sung, hoan
thién duoc ho so thi thong bao tir
chéi giai quyét hd so.

- Néu ho so day du, hop 1&: Lam
thu tuc tiép nhan hd so, thu phi,
1¢ phi theo quy dinh; co6 Phiéu
hen, tra két qua cho ngudi co yeu
cau (néu ngudi co yéu cau lya
chon hinh thirc nop hd so truc
tiép) hodc giri ngay Phiéu hen, tra
két qua qua thu dién tr hodc g
tin nhan hen tra két qua qua dién
thoai di dong cho nguoi co yeu
cau (néu ngudi cb yéu cau lua
chon hinh thic nép hd so truc
tuyén).

- Sau khi tiép nhin hd so theo
hinh thirc ndp tryc tiép, cong chirc
TN&TKQ thyc hién sé hoa (sao
chup, chuyén thanh tai 1iéu dién tir
trén hé thong thong tin, co so dir
lidu) va ky sb vao tai liéu, hd so
giai quyét thii tuc hanh chinh da

Cong
chtrc
TN&TKQ

Gio hanh
chinh

Meflu 01; 02, 03
(néu co), 06 va ho
so theo muc 2.3
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dugce s6 hoa theo quy dinh.

B2 Chuyén cho Phong Tu phap dé Sﬁ{;g 12 ity Mau 01, 05 va hd
Xt ly. TN&TKQ so kém theo
Lanh dao x NP
B3 | Phan cong cong chirc xir Iy ho so. | Phong Tu | 01 gio Eé?}l tgsova ho so
phap
Kiém tra, xem xét ho so:
- Truong hop hd so can bd sung,
hoan thién hoac khong du diéu
kién giai quyét, _phai tur chéi thi
gui thong bao vé tinh trang ho so
toi Trung tdm Hanh chinh cong
dé thong bao cho nguoi nép hod
50; Maiu 04 (néu co),
- Trudng hop can phai kiém tra, 05; du thao Trich
xac minh lam rd hodc do nguyén - 04 gio luc bd sung ho
nhan khac ma khong thé tra két d 51 véi tich/du thao Trich
qua ding thoi gian da hen thi lap bd sung luc thay ddi/cai
Phiéu xin 18i va hen lai ngay tra théng chinh/bd sung
két qua, trong d6 néu rd 1y do tin) thong tin  ho
cham tra két qua va thoi gian hen Cong tich/xac dinh lai
B4 |tra két qud, chuyén Trung tam | chicxuly | ~2° |dan toc/du thao
Hanh chinh céng dé tra cho| hdso nkgay,. Van ban thong
ngudi co yéu cau (néu ngudi co (doi VOl | bao khéng du didu
yéu cau lua chon hinh thic nop tl}gy d,OI’ kién; Van ban dé
hd so truc tiép), hodc giri Phiéu cal (fhmh nghi xac minh,
xin 16i va hen lai ngdy tra két th_ong Vin ban xac
tn) | minh/Bién ban két

qua qua thu dién tr hodac gui tin
nhan qua dién thogi di dong cho
nguoi c6 yéu cdu (néu nguoi co
yéu cau lwa chon hinh thirc nop
hé so triee tuyén).

- Trudng hop bd sung thong tin
ho tich hodc thay dbi, cai chinh
thong tin ho tich khong can xéc
minh thong tin:

- Néu du diéu kién:

qua xac minh (néu
co)
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+ Truong hop tlep nhan hd so
truc tlep Vao S6 thay doi, cai
chinh, bd sung thong tin hd tich,
xac dinh lai dan toc; Nhap dir
liéu vao phan mém ho tich, in du
thao Trich luc thay ddi/cai
chinh/bd sung thong tin ho
tich/xac dinh lai dan toc;

+ Truong hop tiép nhan hd so
tryc tuyén: Gui lai biéu mau
Trich luc thay dbi, cai chinh, bo
sung thong tin h tich, xac dinh
lai dan toc dién tr voi thong tin
day du cho ngudi yéu cau qua
thu dién tir hodc thiét bj sd.
Ngudi yéu cdu c6 trach nhiém
kiém tra tinh chinh xac, ddy du
ctia cac théng tin trén biéu miu
Trich luc thay dbi, cai chinh, bo
sung thong tin h tich, xac dinh
lai dan toc dién tir va xac nhan
(t6i da mot ngay).

Néu nguoi c¢6 yéu ciu xac nhan
thong tin da thong nhét, day du
hoic khong c6 phan hdi sau thoi
han yéu cau thi thyc hién viée
ghi ndi dung vao S6 ding ky
thay dbi, cai chinh, bd sung
thong tin ho tich, xac dinh lai
dan tdc, cap nhat thong tin dang
thay d6i, cai chinh, bo sung
thong tin ho tich, xac dinh lai
dan toc va luu chinh thic trén
Phan mém ding ky, quan 1y ho
tich dién tir dung chung.

- Néu khong du diéu kién: Du
thdo Van ban thong bao khong du
diéu kién;

Trinh 1anh dao Phong Tu phap.

Truong hop thay doi, cai chinh

5,5 ngay
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ho tich, xac dinh lai dan toc phuc
tap thi tién hanh x4c minh bang
van ban hoac truc tiép xac minh.
Sau khi c6 két qua, thuc hién
nhu trén.

BS

Kiém tra két qua thuc hién,
duyét, tryc tiép hodc giao cong
chtrc xtr 1y hd so trinh 1anh dao
UBND cép huyén.

Lanh dao
Phong Tu
phap

01 gid

Mau 05; Trich luc
thay dbi/cai
chinh/bd sung
thong tin  hd
tich/xac dinh lai
dan toc hoac Van
ban thong bao
khong du  diéu
kiéen da duoc
duyét/ky nhay

B6

Ky két qua giai quyét thu tuc
hanh chinh.

Lanh dao
UBND
cap huyén

01 gid

Mau 05 va Trich
luc thay ddi/cai
chinh/bd sung
thong tin  hd
tich/xac dinh lai
dan toc hoac Van
ban thong bao
khong du diéu
kién

B7

Phat hanh van ban va tra két qua
cho Phong Tu phap dé chuyén
cho Trung tdm Hanh chinh cong.

Van thu;
Phong Tu
phap

1/2 gio

Mau 05, 06 va
Trich luc thay
d6i/cai  chinh/bd
sung thong tin ho
tich/xac dinh lai
dan toc hoac Van
ban thong béo
khong du diéu
kién

B8

Chuyén ngudi dan ky SO va tra
két qua cho ca nhan.

Cong
chtrc
TN&TKQ

Gid hanh
chinh

Mau 01, 06 va
Trich luc thay
d6i/cai chinh/ bd
sung thong tin hd
tich/xac dinh lai
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dan toc hoac Van
ban thong bdo
khong du  diéu
kién

* Triwong hop dén hen nhung chua cé két qud, Phong Tw phdp tham muru
UBND cdp huyén ban hanh phiéu xin 16i va hen lai ngay tra két qua dé giri
cho t6 chizc, ca nhan.

* Trong qua trinh giai quyét ho SO nguoi ¢é trach nhiém thuc hién can thuc
hién d‘ong thoi cac thao tac tiép nhan/chuyén/tra hé so, két qua gidi quyét
trén phan mém: http://dichvucong.hatinh.gov.vn véi cdc bude trong quy

trinh.
BIEU MAU
=
Mau 01 Mau 01.docx
Giay tiép nhan ho so va hen tra két qua
o]
Mau 02 Mau 02.docx
Phiéu yéu cau bo sung hoan thién ho so
=
Mau 03 Mau 03.docx
Phiéu tir choi tiép nhan giai quyét ho so
=
Mau 04 Mau 04.docx
Phiéu xin 1i va hen lai ngdy tra két qua
=
Mau 05 Mau 05.docx
Phi€u kiém soat qua trinh giai quyét ho so
]
Mau 06 Mau 06.docx
S6 theo doi ho so
BM.HT.12.01 | T khai ding ky thay d6i, cai chinh, b sung thong tin ho
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9
BM.HT.12.01.docx
tich, xac dinh lai dan toc

HO SO LUU

Mau 01; 92, 03, 04 (néu cé), 06 luu tai Trung tdm Hanh chinh cong cép
huyén. Mau 01, 05 luu theo ho so.

Ho so dau vao theo muc 2.3;

S6 dang ky thay doi, cai chinh, bo sung thong tin ho tich, xac dinh lai dan toc;

Van ban dé nghi xac minh, Van ban x4ac minh thong tin/bién ban két qua xac
minh (néu co);

Vin ban thong bao khong du diéu kién (néu co);

Phan mém http://hotich.moj.gov.vn. Phan mém dich vu cong.

Hb so dugc luu tai Phong Tu phép, thc‘)’i~ gian luu trir thye hién luu theo quy dinh cua
Lua:lt Ho tich va cac van ban hu’('):ng dan thi hanh. Sau khi hét han, chuyén ho so
xuong don vi luu trir cia UBND cap huyén va luu trit theo quy dinh hién hanh.

13. Ghi vao s6 h tich viéc két hon ciia cong dan Viét Nam di dwoe giai
quyét tai co quan c6 tham quyén cia nwéc ngoai

1 KY HIEU QUY TRINH QT.HT.13
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thue hién TTHC:

- Viéc két hon giita cong dan Viét Nam voi nhau hoic véi ngudi nudc ngoai
da duoc giai quyét tai co quan c6 thim quyén cua nudc ngoai & nudc ngoai
dugc ghi vao s6 ho tich néu tai thoi diém két hon, cac bén dap tmg du diéu
kién két hon va khong vi pham diéu cdm theo quy dinh cua Luat Hon nhan va
gia dinh Viét Nam;



http://hotich.moj.gov.vn/

158

- Néu vao thoi diém dang ky tai co quan c6 tham quyén nudc ngoai, viéc két
hén khong dap tmg du diéu kién két hon, nhung khong vi pham diéu cdm
theo quy dinh cua Luat Hén nhan va gia dinh va vao thoi diém yéu cau ghi
vao sd ho tich viéc két hdn, hau qua da dugc khic phuc hoic viéc ghi chi két
hén nham bao vé quyén loi cia cong dan Viét Nam va tré em thi viéc két hon
cling dugc ghi vao S6 ho tich.

* Y&u cau ghi cha két hon bj tir chdi trong céac truong hop sau:

- Viéc két hon vi pham diéu cidm theo quy dinh cta Luat H6n nhan va gia
dinh;

- Cong dan Viét Nam két hon voi ngudi nudc ngoai tai co quan dai dién
ngoai giao, co quan dai dién l&nh sy nudc ngoai tai Viét Nam.

2.2 | Cach thirc thue hién TTHC:
- Ngudi ¢o yéu cau ghi chu két hon truc tiép thyc hién hodc Gy quyén cho
nguoi khac thuc hién ndp ho so truc ti€p tai Trung tdm hanh chinh cong cap
huyén;
- Gtri ho so qua hé théng buu chinh hoac nop hd so truc tuyén trén Céng dich
vu cong quoc gia (https://dichvucong.gov.vn) hoac Cong dich vu cong tinh
(https://dichvucong.hatinh.gov.vn).

2.3 | Thanh phan ho so, bao gom: Ban Ban sao

' P » a0 gom: chinh

- To khai ghi cha két hon, theo mau BM.HT.13.01 (néu
ngu’c‘yi co6 y€u cau lya chon ndp ho so theo hinh thirc truc X
tiép);

- Biéu méu dién tur tuong tac ghi vao S6 ho tich viée két
hon (do nguoi yéu cau cung cap thong tin theo hudng
dan trén Cong dich vu cong, néu nguoi c6 yéu cau lya
chon ndp ho so theo hinh thire tryc tuyén);

- Nguoi ¢ yéu cau ghi cha két hon thyc hién viéc
ndp/xuat trinh (theo hinh thirc truc tiép) hodc tai lén
(theo hinh thtc truc tuyén) cac gidy to sau:

* Gidy to phdi ngp:

- Ban sao c6 chimg thyuc gidy to chimg nhan viéc két hon X
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do co quan c6 tham quyén cua nudc ngoai cap;

- Néu cong dan Viét Nam di ly hon hodc huy viéc két
hén tai co quan c6 thAm quyén nudc ngoai thi phai nop
Trich lyc vé viéc da ghi vao S6 ho tich viéc ly hon hoic
huy viéc két hon (Trich luc ghi chi ly hon).

- Trudng hop Gy quyén cho nguoi khac 1am thay thi phai
c6 van ban uy quyén dugc chtng thuc theo quy dinh cia
phép luat. Truong hop ngudi dugc Uy quyén la ong, ba,
cha, me, con, vo, chéng, anh, chi, em rudt cua ngudi uy
quyén thi vin ban y quyén khong phai ching thuc.

- Gidy to ching minh thudc gia dinh c6 cong véi cach
mang; nguoi thudc hd ngheo; nguoi khuyeét tat (néu co);

* Gidy to phdi xudt trinh:

- Mot trong cac gidy to ching minh nhan than 1a Giay
CMND, Thé cin cuéc cong dan, HO chiéu hoic gidy to
khac c6 dan anh va thong tin ca nhan do co quan co6 tham
quyen cap, con gia tri str dung ctia nguoi yéu cau ghi chu
két hon. Truong hop cac théng tin ca nhan trong cac gidy
to nay da c6 trong Co sé dir licu Quoc gia vé€ dan cu, Co s&
ditr liéu ho tich dién tir, duoc hé thong dién tu dong thi
khong phai xuat trinh (theo hinh thtrc tryc tiép) hodc tai
Ién (theo hinh thirc truc tuyén);

- Gidy to c6 gia tri ching minh thong tin vé cu tra trong
truong hop co quan dang ky ho tich khong thé khai thac
dugc thong tin vé noi cu trd cia cong dan theo cac
phuong thitc quy dinh tai khoan 2 Diéu 14 Nghi dinh s6
104/2022/ND-CP  ngay 21/12/2022 cua Chinh phu.
Truong hop cac thong tin vé gidy to ching minh noi cu
trit da dugc khai thac tir Co s¢ dir liéu quoc gia Ve dan cu
bang cac phuong thic nay thi ngudi c6 yéu cau khong
phai xuét trinh (theo hinh thire truc tiép) hodc tai 1én (theo
hinh thtrc truc tuyén).

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

*Luu y:

- Doi véi gidy to ndp, xudt trinh néu nguoi yéu cau ndp ho so theo hinh thirc
truc tié}):

+ Truwong hop nguoi yéu cau ndp gidy to la ban sao dwoc cdp tir s6 goc hodc
ban sao dwgc chimg thye tir ban chinh thi nguoi tiép nhdn ho so khéng dwoc
yéu cdu xudt trinh bdan chinh; néu ngwoi yéu cau chi ngp ban chup va xudt
trinh ban chinh thi nguoi tiép nhan ho SO kiém tra, ddi chiéu ban chup voi
ban chinh va ky vao ban chup xac nhan vé viéc da doi chiéu ndi dung giay to

do, khong dwoc yéu cau ngueoi di dang ky ndp bdn sao c6 chimg thye gidy to
do.

+ Truong hop phdp ludat quy dinh xudt trinh gidy to khi dang ky ho tich,

nguoi tiép nhdn cé trach nhiém kiém tra gidy to xudt trinh, déi chiéu voi
thong tin trong To khai va tra lai cho nguoi xudt trinh, khong duoc yéu cau
nguoi dang ky ho tich ngp thém ban sao gidy to dé. Nguoi tzep nhdn c6 thé
chup 01 ban gidy to xudt trinh hodc ghi lai théng tin ciia gidy to xudt trinh
dé lwu hé so.

+ Gidy to do co quan cé tham quyén ciia mede ngodi cdp, cong chirng hodc xdc
nhdn dé sir dung cho viéc ding ky ho tich tqi Viét Nam phai dwrgc hop phdp héa
lanh su, trir truong hop dwoc mién theo diéu wéc quoc te ma Viét Nam la thanh
vién; gidy to bang tiéng nuwéc ngodi phdi dwoe dich ra tiéng Viét va cong chimng
ban dich hodac chung thyc chit ky nguoi dich theo quy dinh cua phap luat.

+ Nguoi tiép nhdn c6 trach nhiém tiép nhan ding, di ho so ding ky hé tich
theo quy dinh cia phdp ludt ho tich, khéng dwoc yéu cau nguoi dang ky hé
tich nép thém gidy to ma phdp ludt ho tich khéng quy dinh phai ndp.

- Truong hop giti hé so qua hé thong buu chinh thi phai gui kem theo ban
sao co chu’ng thuc cac gidy to phal xudt trinh.

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

+ Ban chup cac gzay to gui kém theo hé so ghi chii két hon truc tuyén phdi
bdo dam ré nét, day di, toan ven vé néi dung, la ban chup bang mdy anh,
dién thoai hodc duwoc chup, duoc quét bang thiét bi dién tir, tir giay to duoc
cdp hop Ié, con gid tri su dung; néu la gidy to do co quan co tham quyén
nudc ngodi cap thi phdi dwoc hop phdp héa lanh su, dich sang tiéng Viét
theo quy dinh, trur tru’d‘ng hop dwoc mién hop phdp héa lanh su.

+ Truong hop gidy to, tai liéu phdi giri kém trong ho so ghi chi két hén triee
tuyén dd c6 ban sao dién ti hodc da co ban dién tie gidy to hé tich thi nguoi
yéu cau dwoc sir dung ban dién tir nay.

+ Truong hop nhén két qua (Trich luc ghi chii két hén/ban sao Trich luc ghi




161

chii két hon) tai co quan dang ky ho tich, nguoi co yéu cau ghi chii két hon
phdi xudt trinh gidy to tuy than, ndp cdc gidy to, tai liéu la thanh phan hé so
ghi chii két hén theo quy dinh phdp ludt hé tich.

2.4 | S6 lwgng ho so: 01 bd
2.5 | Thoi han giai quyét: 05 ngay lam viéc, ké tir ngay nhan d hd so hop 1é.
Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
56 | - Trung tam Hanh chinh cong cap huyén.
|- Céng dich wvu c¢bng http://dichvucong.hatinh.gov.vn  hoic
https://dichvucong.gov.vn .
Co quan thuc hién: Phong Tu phap tiép nhan ho so va tham muu Chu tich
Uy ban nhan dan cap huyén xem xét, quyét dinh.
57 Co quan c6 thim quyén quyét dinh: Uy ban nhan dan cip huyén noi cu tra
' cua cong dan Viét Nam.
Co quan dwoe iy quyén: Khong.
Co quan phéi hop: Co quan quan Iy Co sé dit liéu Qudc gia vé dan cu
2.8 | Péi twong thue hién TTHC: Ca nhan
Két qua giai quyét TTHC:
29 |- Hb so du diéu kién: Trich luc ghi ch két hon (ban chinh); ban sao Trich luc
' ghi chu két hon (n€u co6 yéu cau).
- H6 so khong du diéu kién: Vin ban thong bao khong du diéu kién.
2.10 | Quy trinh xir ly cong viéc
TT Trinh tu TriCh Thot | it mawKée qua
nhiém glan
1. Tiép nhéan ho so.
- Tiép nhan hd so truc tiép tir ca
nhan hoic tir hé théng buu Gid |Mau 01: 02 03
g1 |chinh hodc trén Cong dich vy | Cong chuc hanh | (néu cé)', 06 \;2\1 hd
cong quoc gia | TN&TKQ chinh | so theo muc 2.3

(https://dichvucong.gov.vn)
hodc Cong dich vu coéng tinh
(https://dichvucong.hatinh.gov.
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vn)

2. Can bdo TN&TKQ kiém tra
hd so:

- Néu hd so chua day du hoic
khong hop 1&: Huéng dan hoic
thong bao bang van ban cho ca
nhan b sung, hoan thién ho so.
Truong hop khong bd sung,
hoan thién dugc hd so thi thong
béo tir chdi giai quyét ho so.

- Néu ho so day du, hop 18: Lam
thu tuc tiép nhan ho so, thu phi,
1¢ phi theo quy dinh; c6 Phiéu
hen, tra két qua cho nguoi co yéu
cau (néu nguoi co yéu cau lya
chon hinh thitc ndp hd so truc
tiép) hodc gui ngay Phiéu hen,
tra két qua qua thu dién tr hodc
giri tin nhan hen tra két qua qua
dién thoai di dong cho nguoi co
yéu cau (néu nguoi co yéu, cau
lya chon hinh thitc ndp hd so
tryc tuyén).

- Sau khi tiép nhén hd so theo
hinh thic ndp truc tiép, cong
chirc TN&TKQ thue hién sé hoa
(sao chup, chuyén thanh tai liéu
dién tir trén hé théng thong tin,
co sO dir liéu) va ky s6 vao tai
licu, ho so giai quyet thu tuc
hanh chinh da duoc so hoa theo
quy dinh.

B Chuyén cho Phong Tu phap dé | Cong chirc 02 i Mau 01, 05 va Ho
Xt 1. TN&TKQ 19 1 50 keém theo
A A R ., .+, x| Lanhdao x L\ TrA
B3 Phéan cong cong chuc xu 1y ho Phong Tu | 04 gid Mau 05 va Ho so
SO : kem theo
phap
B4 | Kiém tra, xem xét hd so: Cong chirc 02 |Maiu 04 (néu co),
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- Trudng hop hd so can bb sung,
hoan thién hoac khong du diéu
kién giai quyét, phai tir chdi thi
guri théng béo vé tinh trang hd
so toi Trung tdm Hanh chinh
cong dé thong bao cho ngudi
nop ho so;

- Truong hop can phai kiém tra,
xac minh lam r6 hoac do
nguyén nhan khac ma khong thé
tra két qua ding thoi gian da
hen thi 14p Phiéu xin 18i va hen
lai ngay tra két qua, trong do
néu 1 1y do cham tra két qua va
thoi gian hen trda két qua,
chuyén Trung tdm Hanh chinh
Cong dé tra cho ngudi co yeu
cau (néu ngudi o yéu cau lya
chon hinh thurc nop ho so truc
tiép), hodc gui Phiéu xin 1561 va
hen lai ngay tra két qua qua thu
dién tr hodc gui tin nhian qua
dién thoai di dong cho ngudi cod
yéu cau (néu nguoi co yéu cau
lwa chon hinh thirc ndp hd so
truc tuyén).

- Néu du diéu kién:

+ Truong hop tiép nhan hd so
theo hinh thic truc tiép: Thuc
hién viéc ghi vao S6 dang ky két
hon, c@p nhat thong tin ghi chu
két hon trén Phan mém dang ky,
quan ly hd tich dién tor dung
chung.

+ Truong hop tiép nhan ho so
theo hinh thirc truc tuyén: Guri
lai biéu miu Trich luc ghi chu
két hon dién tir voi thong tin
day du cho nguoi yéu cau qua
thu dién tir hodc thiét bj sd.

Nguoi yéu cau cd trach nhiém

xu 1y ho so

ngay

05; du thao Trich
luc ghi cht két hon
hoac Van ban
théng bao khéng
du diéu kién
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kiém tra tinh chinh x4c, day du
cta cac thong tin trén biéu miu
Trich luc ghi chii két hon dién tir
va xac nhan (t6i da mot ngay).
Néu nguoi c6 yéu cau xac nhan
thong tin da thong nhat, dy du
hozc khong c6 phan hoi sau thoi
han yéu cau thi thuc hién viéc
ghi ndi dung vao S6 dang ky két
hon, cap nhat thong tin ghi chu
két hon va luu chinh thtc trén
Phian mém ding ky, quan 1y ho
tich dién tr dung chung.

- Néu khong du diéu kién: Dy
thdo Van ban thong bao khong
du diéu kién;

Trinh 1anh dao Phong Tu phap,
chuyén dén B5.

Kiém tra két qua thuc hién,

Mau 05; du thao
Trich luc ghi chu

duyét, truc tiép hoac giao cong Laph dao 01 két hén hodc Van
B5 L L1 1A . 11a Phong Tu \ ) . .
chtre xur Iy ho so trinh lanh dao ha ngay |ban thong bao
UBND cAp huyén. bhap khong du didu kién
da duyét/ky nhay
Méau 05; Trich luc
A Lanh dao ghi chu két hon
B6 Ih?;] hk?::]igﬁa giai quyet thu tuc UBND cép noé hodc Van ban thong
' huyén 98 | bao khong du diéu
kién
Pl i i viu 05, 06 v
g ‘U phap de cuy Van thu, Trich luc ghi cha
cho Trung tdm Hanh chinh céng. . .y X, 1A s
B7 . A . .| Phong Tu | 02 gi6 | két hon hodc Vian
Truong hop cap trich luc ghi chu ; , A .
két hon thi Phong Tu phap ghi |  PMaP ban thong  bdo
£ U phap & khong du didu kién

vao S6 ho tich.
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- Tra két qué cho cé nhan.

- Nguoi ¢o yéu cau ghi cha két
hon duoc nhan két qua theo mot
trong cac phuong thurc sau day:
+ Nhan ban dién to Trich luc
ghi cha két hon guri qua thu dién
tir, Kho quan ly dir li¢u dién tu
cua ca nhan do;

Mau 01, 06; Trich

+ Nhan ban dién tir Trich luc | 00 opge Gio | lyc ghi chu két hon
B8 ghi chu két hon guri vao thiét bi | 1, &TKQ hanh | hodc Vin ban thong
SO, thong qua phuong phap chinh | bao khong du dicu
truyén sb liéu phu hop, dam bao kién
an toan, bao mat thong tin;
+ Nhan két qua 13 Trich lyc ghi
cha két hon thong qua hé théng
buu chinh;
+ Nhan két qua 1a Trich luc ghi
chua két hon tai co quan ding ky
ho tich.
* Truong hop dén hen nhung chira c¢é két qua,trong thoi gian chdam nhdt 01
ngay truéc ngay hét han xi Iy, Phong Tw phdp tham mwu UBND cdp huyén
ban hanh phiéu xin 16i va hen lai ngay trd két qua d@é guri cho té chirc, ca
nhan.
* Trong qud trinh giai quyét ho SO nguoi ¢é trach nhiém thyc hién can thuc
hién dong thoi cac thao tac tiép nhan/chuyén/tra hé so, két qud gidi quyét
trén phan mém: http://dichvucong.hatinh.gov.vn véi cdc bude trong quy
trinh.
3 | BIEU MAU
L]
Mau 01 Mau 01.docx
Gidy tiép nhan ho so va hen tra két qua
|Ej
Mau 02 Mau 02.docx
Phiéu yéu cau bd sung hoan thién hd so
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|Ej

Mau 03 MAu 03.docx
Phiéu tir choi tiép nhéan gidi quyét ho so

@j

Mau 04 Mau 04.docx
Phiéu xin 161 va hen lai ngay tra két qua

|Ej

Mau 05 Mau 05.docx
Phiéu kiém soat qua trinh gidi quyét ho so

@45'

Mau 06 Mau 06.docx

S6 theo doi hd so
Lo
BM.HT.13.01 BM.HT. 13.01.docx

T khai ghi cha két hon

4 |HOSOLUU

Mau 01; 92, 03, 04 (néu c()), 06 luu tai Trung tim Hanh chinh cong cép
huyén. Mau 01, 05 luu theo ho so;

- Ho6 so dau vao theo muc 2.3;

- | S6 dang ky két hon;

- | Vin ban thong bao khong du diéu kién (néu co);

- | Phan mém http://hotich.moj.gov.vn. Phan mém dich vu cong.

Hb so duoc luu tai Phong Tu phép, thoi gian luu trit thuc hién luu theo quy dinh cua
Luat HO tich va cac van ban hudng dan thi hanh. Sau khi hét han, chuyén ho so
xuong don vi luu trir cia UBND cap huyén va luu trir theo quy dinh hién hanh.
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14. Ghi vao so hd tich viéc ly hon, hity viéc két hon ciia cong dan Viét Nam
da duworc gidi quyét tai co quan cé tham quyén ctia nwéc ngoai

KY HIEU QUY TRINH QT.HT.14

NOI DUNG QUY TRINH

2.1

Piéu kién thue hién TTHC:

- Ban an, quyét dinh ly hon, hay két hon, van ban thoa thuan ly hon da c6 hiéu
luc phap luat hoac glay td khac cong nhan viéc ly hon do co quan cd tham
quyén cua nudc ngodi cap khdng vi pham quy dinh cua Luat H6n nhan va gia
dinh.

- Viéc ly hon, hay két hon cua cong dan Viét Nam do co quan c6 tham quyén
nudc ngodi giai quyét khéng thude trudng hop cd don yéu cau thi hanh tai
Viét Nam hoic c6 don yéu cau khong cong nhan tai Viét Nam.

- COng dan Viét Nam di ly hon, hay viéc két hon ¢ nude ngoai, sau dé vé
nudc thuong trd hoic lam thu tuc dang ky két hon moi tai co quan co tham
quyén cta Viét Nam thi phai ghi cha ly hén. Truong hop da nhiéu lan ly hén
hogc hiy viéc két han thi chi lam thu tuc ghi chd lan ly han, huy viéc ket hon
gan nhat.

2.2

Cach thirc thye hién TTHC:

- Nguoi ¢6 yéu cau ghi chii ly hén truc tiép thyc hién hodc iy quyén cho ngudi
khac thuc hién ndp ho so tryc tiép tai Trung tAm hanh chinh cong cp huyén;

- Giri ho 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 tinh
(https://dichvucong.hatinh.gov.vn).

2.3

>

Ban

. Ban sao
chinh

Thanh phin hé so, bao gom:

- T khai ghi chi ly hén, theo mau BM.HT.14.01 (néu
ngu’Gi c6 yéu cau lya chon ndp ho so theo hinh thirc truc X
tiép);

- Biéu miu dién tir tuong tac ghi vao S6 ho tich viée ly
hon (do nguoi yéu cau cung cap thong tin theo hudng
dan trén Céng dich vu coéng néu ngudi c6 yéu cau lya
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chon ndp ho so theo hinh thire truc tuyén).

- Ngudi co yéu cdu ghi chi ly hén thuc hién viéc
ndp/xuat trinh (theo hinh thirc tryc tiép) hodc tai lén
(theo hinh thtc truc tuyén) cac gidy to sau:

* Gidy to' phdi ngp:

- Ban sao Ban 4n, quyét dinh ly hon, huy két hon, van ban
thoa thuén ly hon da c6 hiéu luc phap ludt hoic gidy to
khac cong nhan viéc ly hon do co quan c6 tham quyén cua
nudc ngoai cap;

- Truong hop Uy quyén cho ngudi khac 1am thay thi phai
c¢6 van ban uy quyén dugc ching thuc theo quy dinh cia
phép luat. Truong hop nguoi duge Gy quyén 1a 6ng, ba,
cha, me, con, vo, chéng, anh, chi, em rudt cua nguodi uy
quyén thi vin ban ty quyén khong phai ching thuc.

- Gidy to chimg minh thudc gia dinh c6 cong voi cach
mang; nguoi thudc hd ngheo; nguoi khuyét tat (néu co);

* Gidy tor phdi xudt trinh:

- Mot trong cic gidy to chimg minh nhan than 1a Gidy
ching minh nhan dén, Theé can cude cong dan, HO chiéu
hodc gidy to khac co dan anh va thong tin ca nhan do co
quan ¢co tham quyén cap, con gia tri s dung ciia nguoi
yéu cau ghi cha ly hon. Truong hop cac thong tin ca
nhan trong Ccac gidy to nay di c6 trong Co sé dir licu
Quéc gia vé dan cu, Co so dir liéu ho tich dién tur, dugc
hé thong dién tu dong thi khong phai xuét trinh (theo
hinh thtc tryc tiép) hodc tai 1én (theo hinh thuc truc
tuyén);

- Gidy to c6 gia tri chung minh thong tin vé cu tra trong
truong hop co quan dang ky ho tich khong thé khai thac
dugc thong tin vé noi cu trd cta cong dan theo céc
phuong thitc quy dinh tai khoan 2 Diéu 14 Nghi dinh sb
104/2022/ND-CP ngay 21/12/2022 cta Chinh phu.
Truong hop céac thong tin vé gidy t& ching minh noi cu
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tra da duoc khai thac tir Co sé dit lidu qubc gia Ve dan cu
bang cac phuong thuc nay thi nguoi c6 yéu cau khong
phai xuét trinh (theo hinh thirc truc tiép) hodc tai 1én
(theo hinh thuc truc tuyén).

Truong hop giri hd so qua hé thdng buu chinh thi phai
gui kém theo ban sao c6 ching thuc céc gidy to phai
xuat trinh néu trén.

* Luu y:

- D6i véi gidy to ndp, xudt trinh néu nguoi yéu cau ndp hé so theo hinh thirc
truec tiép:

+ Truong hop nguoi yéu cau ndp gidy to la ban sao dwoc cdp tir s6 goc hodc
ban sao dwoc chitng thuce tir ban chinh thi nguoi tiép nhdn hé so khéng dwoc
yéu cau xudt trinh bdn chinh; néu ngwoi yéu cdu chi ngp ban chup va xudt
trinh ban chinh thi nguoi tiép nhin ho SO kiém tra, doi chiéu ban chup voi
ban chinh va ky vao ban chup xdac nhan vé viéc da doi chiéu néi dung giay to

do, khéng dwoc yéu cau nguoi di dang ky nép ban sao c6 chimg thuc gidy to
do.

+ Truong hop phdp ludat quy dinh xudt trinh gidy to khi dang ky ho tich,
ngueoi tiép nhdn cé trach nhiém kiém tra gidy to xudt trinh, doi chiéu voi
thong tin trong To khai va tra lai cho nguoi xudt trinh, khong duwoc yéu cau
nguoi dang ky ho tich ngp thém ban sao gidy to dé. Nguoi tlep nhdn c6 thé
chup 01 ban gidy to xudt trinh hodc ghi lai théng tin ciia gidy to xudt trinh
dé luu ho so.

+ Gidy to do co quan cé tham quyén cia nwée ngodi cdp, cong chirng hodc
xdc nhdn dé sir dung cho viéc ding ky ho tich tai Viet Nam phai duoc hop
phap hoa lanh su, trir truong hop duoc mién theo diéu wéc quoc té ma Viet
Nam la thanh vién; gidy to bang tiéng nudc ngodi phdi dwoc dich ra tiéng
Viét va cong chung ban dich hodac chung thuc chit ky nguoi dich theo quy
dinh cua phap luat.

+ Nguoi tié'p nhan co trach nhiém tié}? nhdn dung, du ho so dang ky ho tich
theo quy dinh ciia phdp ludt hé tich, khéng dwoc yéu cau nguoi dang ky hé
tich nép thém gidy to ma phdp ludt ho tich khéng quy dinh phai ndp.

- T ru’ong hop giti hé so qua h¢ thong buu chinh thi phai gui kem theo ban
sao co chu’ng thuce cdc gidy to phal xudt trinh.

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

+ Badn chup cdc gzay to gui kém theo hé so ghi chii ly hén truc tuyen phai
bdo dam ré nét, day di, toan ven vé néi dung, la ban chup bang mdy anh,
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dién thoai hodc duwoc chup, duoc quét bang thiét bi dién tir, tir glay to dugc
cap hop Ié, con gid tri sur dung; néu la gidy to do co quan co tham quyén
nude ngodi cap thi phdi dwoc hop phdp héa lanh su, dich sang tiéng Viét
theo quy dinh, trir trwong hop dwoc mién hop phdp héa lanh su.

+ Truong hop gidy to, tai liéu phdi giri kém trong hé so ghi chii ly hén truc
tuyén da cé ban sao dién tir hodc dd cé ban dién tir gidy to ho tich thi nguoi
yéu cau dwoc sir dung ban dién tir nay.

+ Trieong hop nhan két qua (Trich luc ghi chii ly hon/ban sao Trich luc ghi
chu ly hon) tai co quan dang ky ho tich, nguoi co yéu cau &ghi chi ly hon xudt
trinh gidy to tuy thdn, ndp cdc gidy to la thanh phan hé so ghi chii ly hén
theo quy dinh phap ludt ho tich.

2.4 | SO lwong ho so: 01 bd

2.5 | Thoi han giai quyét: 05 ngay 1am viéc, ké tir ngdy nhan d ho so hop 1é.

2.6 | Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
- Trung tdm Hanh chinh céng cap huyén.
- Cong dich wvu cong: http://dichvucong.hatinh.gov.vn  hoic
https://dichvucong.gov.vn .

2.7 | Co quan thuc hién: Phong Tu phap tiép nhan hd so va tham muu Chu tich

Uy ban nhéan dan cip huyén xem xét, quyét dinh.

Co quan c6 tham quyén quyét dinh:

- Uy ban nhan dan cap huyén noi d3 dang ky két hon hodc ghi vao S6 ho tich
viéc két hon trude day thuc hién ghi cht ly hon.

Truong hop viée két hon hodc ghi chu viée két hon trude day thyc hién tai
S& Tu phép thi viéc ghi cha ly hon do Uy ban nhan dan cap huyén noi cu tra
cua cong dan Viét Nam thuc hién.

Tru’O’ng hop viéc két hon trude day duoc dang ky tai Uy ban nhan dan cap x4
thi viéc ghi cha ly hon do Uy ban nhan dan cp huyén cap trén thyc hién.

Truong hop cong dan Viét Nam khong thuong tri tai Viét Nam thi viéc ghi
chi ly hon do Uy ban nhéan dan cip huyén noi cu trii trude khi xuat canh cua
cong dan Viét Nam thyc hién.

- Cong dan Viét Nam tir nude ngoai vé thudng tra tai Viét Nam co yéu cau
ghi chti ly hon ma viéc két hon trude day duoc ding ky tai co quan dai dién
hoic tai co quan ¢ tham quyén nude ngoai thi viéc ghi chi ly hon do Uy ban
nhan dan cdp huyén noi cong dan Viét Nam thudng tra thyc hién.

- Cong dan Viét Nam cu tri & nudc ngoai cd yéu cau ghi chi ly hon dé két
hon m&i ma viée két hon trude day dugc dang ky tai co quan dai dién hoac tai
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co quan co thAm quyen nudc ngoai thi viée ghi cha ly hon do Uy ban nhén
dan cip huyén noi tiép nhan hd so két hon méi thyuc hién.

- Trudng hop coéng dan Viét Nam khong thuong trii tai Viét Nam c6 yéu cau
ghi vao S6 ho tich viéc ly hon dé lam thu tuc dang ky két hon méi tai co quan
c6 thAm quyén cua Viét Nam, thi thuc hién tai Uy ban nhan dan cép huyén
noi da dang ky két hon trude day hodc noi dang ky két hon méi.

Co quan dwoe iy quyén: Khong.
Co quan phéi hop: Co quan quan Iy Co s& dit liéu Qudc gia vé dan cu.

2.8 | Péi twong thue hién TTHC: Ca nhan

2.9 | Két qua giai quyét TTHC:
- H6 so du diéu kién: Trich luc ghi chi ly hén (ban chinh), ban sao Trich luc
ghi chti ly hon (néu c6 yéu cau).
- Ho so khong du diéu kién: Vin ban thong bao khong du diéu kién.

2.10 | Quy trinh xir ly cong viéc

TT Trinh tw TriCh Thot | pid ) mawKét qua

: nhi¢ém glan
B1 | Tiép nhan ho so:

- Néu ho so chua day du hoic
khong hop 18: Hudng din bd
sung, hoan thién hd so; truong
hop ndp hd so qua dudng buu
dién hodc qua mang dién tu thi
thong bao bang vin ban cho ca
nhan dé hoan thién ho so. )
Néu ngudi c6 yéu cdu ghi chu ly| €ong Gio  |Mau 01; 02, 03
hon khong bd sung, hoan thién chue hanh | (néu co), 06 va ho
dugc hd so thi c6 vin ban tir chdi | TN&TKQ | chinh | so theo muc 2.3

giai quyét yéu cau ghi cha ly hén.
- Néu hd so day du, hop 16: Lam
thi tuc tiép nhan hd so, thu phi, 16
phi theo quy dinh, c6 Phiéu hen,
tra két qua cho nguoi c6 yéu cau
(néu nguoi co yéu cau lya chon
hinh thtrc ndp ho so truc tlep) hodc
giri ngay Phiéu hen, tra két qua
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qua thu dién tr hodc gui tin nhin
hen tra két qua qua dién thoai di
dong cho ngudi cd yéu cau (néu
ngudi cd yéu cau lya chon hinh
thirc ndp hod so tryc tuyén).

- Sau khi tiép nhan hd so theo
hinh thirc ndp truc tiép cong chirc
TN&TKQ thuc hién s6 hoa (sao
chup, chuyén thanh tai li€éu dién
tir trén hé thong thong tin, co s
dir liéu) va ky sé vao tai liu, hd
so giai quyét thii tuc hanh chinh
da duoc s6 hoa theo quy dinh.

Chuyén cho Phong Tu phap dé Copg .. | M&u 01, 05 va hd
B2 xu 1y chire 02 g0 so kem theo
Y- TN&TKQ
A R , . 1, x| Lanhdao x v LA
B3 Phan cong cong chuc xur 1y ho Phong Tu | 02 gid Mau 05 va ho so
SO. ; kem theo
phap
Kiém tra, xem xét ho so:
- Trudng hop hd so can bo sung,
hoan thién hodc khéng du diéu
kién giai quyét, _phai tu chéi thi
guri thong béo vé tinh trang ho so
tai Trung tdm Hanh chinh cbng
dé thong bao cho nguodi ndop hod Miu 04 (néu co)
5 . A Ve 12 con 02 05; du thao Trich
84 |- Truong hgp can phai kiém tra, - 91, naa luc ghi cht ly hon
xac minh lam rd hodc do nguyén | © ‘;CA xuly | NQay | Vin  ban
0 so ‘

nhan khac ma khong thé tra két
qua dung thoi gian dé hen thi 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 Trung tam
Hanh chinh céng dé tra cho
nguoi co yéu cau (néu ngudi co
yéu cu lua chon hinh thuc nop

thong bao khong
du dicu kién
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hd so truc tiép), hodc giri Phiéu
xin 161 va hen lai ngay tra két qua
qua thu dién tr hodc giri tin nhin
qua dién thoai di dong cho ngudi
c6 yéu cau (néu nguoi co yéu cau
Iwra chon hinh thirc ndp hd so truc
tuyén).

- Néu du diéu kién:

+ Truong hop tiép nhan hd so
theo hinh thuc truc tiép: Thuc
hién viéc ghi vao S6 ghi chu ly
hon, cép nhat thong tin ghi chua ly
hon trén Phan mém ding ky,
quan ly ho tich dién t&r dung
chung.

+ Truong hop tiép nhan hd so
theo hinh thirc truc tuyén: Giri lai
biéu miu Trich lyc ghi cha ly
hon dién tir voi théng tin ddy du
cho ngudi yéu cau qua thu dién
tir hodc thiét bi so.

Nguoi yéu cau c6 trach nhiém
kiém tra tinh chinh xéc, day du
clia cac thong tin trén biéu mau
Trich luc ghi cht ly hon dién tr
va xac nhan (t61 da mot ngay).
Néu ngudi co yéu cAu xac nhan
thong tin di théng nhat, day du
hodc khong c6 phan hdi sau thoi
han yéu cau thi cong chirc phong
Tu phép thuc hién vi¢c ghi ndi
dung vao SO ghi cht ly hén, cap
nhat thong tin ghi cht ly hon va
lwu chinh thic trén Phdn mém
dang ky, quan ly ho tich dién ta
dung chung.

- Néu khong du diéu kién: Du
thdo Van ban thong bao khong
du dicu kién;

Trinh 1anh dao Phong Tu phép
xem xét, kiém tra.
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Kiém tra két qua thuc hién,

Méu 05; dy théo
Trich lyc ghi chu ly

BS duyét, truc tiép hodc giao cong II;}?;}: d%?l 01 hon hoac Van ban
chirc xur Iy ho so trinh lanh dao hag ngay |thong bao khong
UBND cap huyén phap du di€u kién da

duyét/ky nhay
) ) Lanh dao Mau 05; Trich luc
Ky két qua giai quyét thu tuc : 01 ghi chu ly hon hoac
B6 : ] UBND X . 1. o ;
hanh chinh. Ao huven | M98 Van ban thong bao
Py khong dii diéu kién
Phat har‘lh van ban va tr? ket qua Mau 05, 06: Trich
cho Phong Tu phap dé chuyén < _ 0, N
A s . Van thu; luc ghi cha ly hon
cho Trung tdm Hanh chinh céng. . .\ 9 < X

B7 . £ , .| Phong Tu | 02 gi6 | hodc Van  ban

Truong hop cap Trich luc ghi ; o . N

, A D Y phap thong bao khong
chu ly hon thi Phong Tu phép ghi 2 A 1A

s QA LA e du diéu kién

vao SO ho tich.
Chuyén nguoi dan ky vao S6 va
tra két qua cho cé nhan.
- Nguoi co yéu cau ghi chi ly
hon dugc nhan két qua theo mot
trong cac phuong thtic sau day:
+ Nhéan ban di¢n tir Trich luc ghi
cha ly hon guri qua thu dién ti,
Kh an 1y dir licu dién o ¢t x
TP Mau 01, 06; Trich
¢ Nh3 bv’ din tir Trich luc chi Cong Gid | luc ghi chu ly hon

B8 hé lf.ln hfm ten u‘I rlllcf; %C gt chuc hanh |hodac Van ban
chu ly hon gui vao thiet bl SO, | tNgTKQ | chinh |thong béo khong

thong qua phuong phap truyén sb
liéu phu hop, dam bao an toan,
bao mat thong tin;

+ Nhan két qua 1a Trich lyc ghi
cha ly hon théng qua hé théng
buu chinh;

+ Nhan két qua 1a Trich luc ghi
chu ly hon tai co quan dang ky
ho tich.

dua diéu kién
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* Truong hop dén hen nhung chua cé két qua,trong thoi gian chdam nhdt 01
ngay trwéc ngay hét han xi Iy, Phong Tw phdp tham mwu UBND cdp huyén
ban hanh phiéu xin 16i va hen lai ngay tra két qud d@é gii cho té chic, ca
nhan.

* Trong qua trinh giai quyét ho SO nguoi 6 trach nhiém thuwce hién can thuc
hién dong thoi cac thao tac tiép nhan/chuyén/tra hé so, két qua gidi quyét
trén phan mém: http://dichvucong.hatinh.gov.vn véi cdc bude trong quy
trinh.

BIEU MAU

@j

Mau 01 Mau 01.docx
Giay ti€p nhan ho so va hen tra két qua

@j

Mau 02 Mau 02.docx
Phiéu yéu cau bo sung hoan thién ho so

@j

Mau 03 Mau 03.docx
Phiéu tir choi tiép nhan gidi quyét ho so

@j

Mau 04 Mau 04.docx
Phiéu xin 161 va hen lai ngay tra két qua

@j

Mau 05 Mau 05.docx
Phiéu kiém soat qué trinh gidi quyét ho so

@

Mau 06 Mau 06.docx

S theo ddi hd so
]
BM.HT.14.01 BM.HT. 14.01.docx

T¢ khai ghi cha ly hon
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HO SO LUU

Mau 01; 92, 03, 04 (néu cc')), 06 Iuu tai Trung tam Hanh chinh cong cép
huyén. Mau 01, 05 Iuu theo ho so;

Ho6 so dau vao theo muc 2.3;

S6 ghi chti ly hén;

Vin ban thong bao khong du diéu kién (néu co);

Phan mém http://hotich.moj.gov.vn. Phan mém dich vu cong.

Hb so dugc luu tai Phong Tu phép, thoi gian luu trit thye hién luu theo quy dinh cta
Luat Ho tich va cac van ban hudng dan thi hanh. Sau khi hét han, chuyén ho so
xubng don vi luu trit cia UBND cip huyén va luu trit theo quy dinh hién hanh.

15. Ghi vao so hd tich viéc hd tich khac ciia cong dan Viét Nam da

dwoc gidi quyét tai co quan c6 tham quyén cia nwée ngoai (khai sinh; giam
ho; nhan cha, me, con; xac dinh cha, me, con; khai tir; nudi con nuoi; thay

doi ho tich)
1 KY HIEU QUY TRINH QT.HT.15
2 | NOI DUNG QUY TRINH
2.1 | Piéu Kién thye hién TTHC:
Khéng.
2.2 | Cach thire thyue hién TTHC:

- Ngudi ¢o yéu cau ghi cha viéc ho tich khac truc tiép thuc hién hoic uy
quyén cho nguoi khac thuc hién ndp hod so truc tiép tai Trung tim hanh chinh
cong cap huyén;

- Giri ho 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 tinh
(https://dichvucong.hatinh.gov.vn).
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2.3

Thanh phin hd so, bao gom:

Ban
chinh

>

Ban
Sao

- To khai ghi vao S6 ho tich viéc khai sinh theo mau
BM.HT.15.01 hoac

- T khai ghi vao S6 ho tich viéc khai tir theo mau
BM.HT.15.02 hoac

- To khai g~hi vao Sb ho tich viéc giam hoQ, nhan cha, me,
con theo mau BM.HT.15.03 hoac

- IG khai ghi vao S6 hd tich cac viéc ho tich khac theo
mau BM.HT.15.04 hoac

- To khai ghi vao S6 ho tich viée nudi con nudi theo miu
BM.HT.15.05.

(néu nguoi ¢6 yéu cau lwa chon nép hé so theo hinh thire truc
tiep)

- Biéu miu dién tir twong tac ghi vao S6 ho tich viéc khai
sinb/khai tu/nu6i con nubi/giam ho,nhan cha, me,
con/Biéu miu dién tir trong tac ghi vao So ho tich cac viéc
ho tich khac (do nguoi yéu cau cung cap thong tin theo
huéng dan trén Cong dich vu cong néu nguoi co yéu cau
lya chon nop ho so theo hinh thirc truc tuyen).

- Ngudi co yéu cau ghi vao So ho tich cac viéc ho tich
khac thuc hién viéc ndp/xuat trinh (theo hinh thuc truc
ti€p) hodc tai Ién (theo hinh thic truc tuyén) cac gidy to
Sau:

* Gidy to phdi ngp:

- Ban sao gidy to chtimg minh cac viéc khai sinh; giam ho;
nhan cha, me, con; xac dinh cha, me, con; thay ddi ho tich;
khai tir ciia cong dan Viét Nam da duoc giai quyét tai co
quan c6 thim quyén cta nudc ngoai;

- Truong hop iy quyén cho ngudi khac 1am thay thi phai
¢ van ban ty quyén dugc ching thuc theo quy dinh cua
phéap luat. Truong hop ngudi duge ty quyén 1a ong, ba,
cha, me, con, vo, chéng, anh, chi, em rudt ctia nguoi uy
quyén thi vin ban uy quyén khong phai ching thuc;
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- Gidy to chimg minh thudc gia dinh c6 cong voi cach
mang; ngudi thudoc ho ngheo; nguodi khuyét tat (néu co);

* Gidy to phdi xudt trinh:

- Mot trong cac gidy to ching minh nhan than 1a Gidy
CMND, Thé can cudc cong dan, HO chiéu hoic giéy to
khac c6 dan anh va thong tin ca nhan do co quan cé thim
quyén cap, con gia tri str dung ctia nguoi yéu cau. Truong
hop cac thong tin ca nhan trong cac gidy to' nay da co X
trong Co s& dir li¢u Quoc gia v€ dan cu, Co s¢ dir li¢u ho
tich dién tr, duoc hé thong dién tu dong thi khong phai
xuat trinh (theo hinh thure truc tiép) hodc tai 1én (theo hinh
thire truc tuyén);

- Giy to ¢6 gia tri ching minh thong tin vé cu tri trong
truong hop co quan diang ky ho tich khong thé khai thac
duoc thong tin vé noi cu tri cia cong dan theo cac phuong
thic quy dinh tai khoan 2 Diéu 14 Nghi dinh s
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong
hop céac thong tin vé gidy to ching minh noi cu tra da
dugc khai thac tir Co so dir liéu quoc gia vé dan cu bang
cac phuong thire ndy thi ngudi ¢ yéu cau khong phai xut
trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thirc
truc tuyén).

Truong hop gui hd so qua hé théng buu chinh thi phai gui
kem theo ban sao c6 ching thuc cac gidy to phai xuat trinh
néu trén.

*Luu y:

- D6 véi gidy to ndp, xudt trinh néu nguwoi yéu cau ndp hé so theo hinh thirc
triec tiép:

+ Truong hop nguoi yéu cau ndp gidy to la ban sao dwge cdp tir sé goc hodc
ban sao dwgc chimg thyc tir ban chinh thi nguoi tiép nhdn ho so khéng dwoc
yéu cdu xudt trinh bdn chinh; néu nguoi yeu cau chi ngp ban chup va xudt
trinh ban chinh thi nguoi tiép nhdn ho SO kiém tra, déi chiéu ban chup voi
ban chinh va ky vao ban chup xdac nhan vé viéc da ddi chiéu ndi dung giay to

do, khong dwoc yéu cau ngueoi di dang ky ndp bdn sao c6 chimg thye gidy to
do.

+ Truong hop phdp ludt quy dinh xudt trinh gidy to khi dang ky ho tich,
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nguoi tiép nhdan cé trach nhiém kiém tra gidy to xudt trinh, déi chiéu voi
thong tin trong To khai va tra lai cho nguoi xudt trinh, khong duoc yéu cau
nguoi dang ky ho tich ngp thém ban sao gidy to do. Nguoi tlep nhdn co thé
chup 01 ban gidy to xudt trinh hodc ghi lai théng tin cia gidy to xudt trinh
dé luu ho so.

+ Gidy to do co quan cé tham quyén cia nuwée ngodi cdp, cong chirng hodc
xdc nhdn dé sir dung cho viéc ding ky ho tich tai Viet Nam phai dwoc hop
phadp hoa lanh su, trir truong hop digc mién theo diéu wéc quoc té ma Viet
Nam la thanh vién; gidy to bang tiéng nwéc ngodi phdi dwoc dich ra tiéng
Viét va cong chung ban dich hodac chung thuc chit ky nguoi dich theo quy
dinh cua phdp luat.

+ Nguoi tiép nhdn cé trach nhiém tiép nhan ding, di ho so ding ky hé tich
theo quy dinh cia phdp ludt hé tich, khéng dwoc yéu cau nguoi dang ky hé
tich nép thém gidy to ma phdp ludt ho tich khéng quy dinh phai ndp.

- Truong hop giti hé so qua hé thong buu chinh thi phai gui kem theo ban
sao co chwng thwce cac gidy to phaz xudt trinh.

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

+ Ban chup cac gzay 1o givi kém theo hé so cau ghi vao S6 ho tich cac vigc ho
tich khdc truc tuyén phdi bdo dam ré nét, day di, toan ven vé ngi dung, la
ban chup bang mdy anh, dién thoai hodc duoc chup, dwoc quét bang thiét bi
dién tu, tr gidy to dugc cap hop 18, con gid tri sw dung; néu la gidy to do co
quan c6 thdm quyén nuéc ngodi cdp thi phdi dwoc hop phdp héa lanh sy,
dich sang tiéng Viét theo quy dinh, triv truong hop dwoc mién hop phdp héa
lanh su.

+ Truong hop gidy to, tai liéu phdi givi kém trong ho so ghi vao S6 ho tich
cac viéc ho tich khac truc tuyén da co ban sao dién tw hoac da co ban dién tir
gidy to ho tich thi ngwoi yéu cau dwoe sir dung ban dién tir nay.

+ Truong hop nhan két qua (Trich luc ghi vao S6 hé tich viéc khai sinh/Trich
luc ghi vao S6 ho tich cdc viée ho tich khac/ban sao Trich luc ghi vao S6 ho
tich viéc khai sinh/ban sao Trich luc ghi vao S5 ho tich cdc viéc ho tich khac)
tai co quan dang ky ho tich, nguoi co yéu cau ghl vao So ho tich cac viéc ho
tich khac phai xudt trinh gidy to tuy thdn, ndp cdc gidy to la thanh phan ho
so ghi vao S6 hé tich cdc viéc hé tich khac theo quy dinh phap luat ho tich.

2.4 | SO lwong ho so: 01 bd
Thoi han giai quyét: Trong ngay tiép nhan hod so. Trudng hop nhan hd so
2.5 | sau 15 gi ma khong giai quyét duoc ngay thi tra két qua trong ngay lam vi¢c

tiép theo. Trong truong hop phai xac minh, thi thoi han giai quyét khong qua
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03 ngay lam viéc.

Pia diém ti€p nhan ho so va tra két qua giai quyét TTHC:
- Trung tdm Hanh chinh cbng cap huyén.

2.6 . : :
- Cong dich wvu cOng: http://dichvucong.hatinh.gov.vn  hoac
https://dichvucong.gov.vn .
Co quan thyc hién: Phong Tu phap tiép nhan ho so va tham muu Chu tich
Uy ban nhan dan cap huyén xem xét, quyét dinh.
Co quan c6 thaim quyén quyét dinh:
- Uy ban nhan déan cap huyén noi cu tri ctia cong dan Viét Nam ghi vao SO
ho tich viéc khai sinh; giam hd; nhan cha, me, con; xac dinh cha,qme, con;
57 nudi con nuoi; thay doi ho tich da dugc giai quyét tai co quan cd tham quyén
' clia nudc ngoai.
- Uy ban nhan dan cap huyén noi cu tra clia nguoi co trach nhiém khai tir ghi
vao SO ho tich viéc khai tir da duoc gidi quyé€t tai co quan ¢6 tham quyén cia
nudc ngoai.
Co quan dwoe iy quyén: Khong.
Co quan phoi hop: Co quan quan Iy Co s dit liéu Qudc gia vé dan cu.
2.8 | Péi twong thuwe hién TTHC: Ca nhan.
Két qua giai quyét TTHC:
- HO so du diéu kién: Trich lyc ghi vao SO ho tich viéc khai sinh/Trich luc ghi
29 vao SO hd tich cac viéc ho tich khac (ban chinh), ban sao Trich luc ghi vao S6
' ho tich yiéc khai sjnh/bén sao Trich luc ghi vao S6 hg tich cac viéc ho tich
khac (néu co6 yéu cau).
- Ho so khong du diéu kién: Vin ban thong bao khong du diéu kién.
2.10 | Quy trinh xir ly cong viéc
TT | Trinh tu Trich T_h(n Bi¢u mavu/Ket
’ nhi¢m glan qua
Tiép nhan ho so:
1. ”1?1,ep nhan hQ SO. . COf\g Gio hanh Mau 01; 92 gneu
Bl |- Tiép nhan ho so tryc tiép tur ca chuc chinh c0), 06 va ho so
nhan hogc tir h¢ thong buu chinh TN&TKQ theo muc 2.3
hoac trén Cong dich vu cong qudc
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gia  (https://dichvucong.gov.vn)
hoac Céng dich vu cong tinh
(https://dichvucong.hatinh.gov.vn)
2. Can bd TN&TKQ kiém tra hd
SO

- Néu hd so chwa diy du hoic
khong hop 1é: Hudng dan hoic
thong bao bang van ban cho ca
nhan b6 sung, hoan thién ho so.
Truong hop khong bd sung, hoan
thién dugc ho so thi théng bao tir
chéi giai quyét ho so.

- Néu ho so dﬁy da, hop 1&: Lam
thu tuc tiép nhan ho so, thu phi, 1¢
ph1 theo quy dinh. Néu tlep nhan
ho so sau 15 gio thi co Phiéu hen
tra két qua cho ngu:(n co yéu cau
trong ngay lam vi¢c tlep theo (neu
nguoi co yeu cau Ira chon hinh
thurc nop hd so truc tlep) hoac gui
ngay Phiéu hen, tra két qua qua
thu dién tir hodc gui tin nhin hen
tra két qua qua dlen thoai di dong
cho ngu’m co yéu cau (neu nguoi
c6 y€u cau lua chon hinh thirc ndp
ho so truc tuyén);

- Sau khi tiép nhan hd so theo hinh
thic ndp truc tiép, cong chirc
TN&TKQ thuc hién sd hoa (sao
chup, chuyén thanh tai liéu dién tir
trén hé thong thong tin, co so dir
liu) va ky s6 vao tai liéu, ho so
giai quyét thu tuc hanh chinh da
duogc s6 hoa theo quy dinh.

2 . C o gA Cong x .

B IC,huyen cho Phong Tu phéap dé xu chite 1/2 gio %)a:o l(zit,n (t)se (:/a
y TN&TKQ

B3 | Phan cong cong chire xir 1y ho so. Lanhdao |, gio Mau 05 va ho so

Phong Tu

kem theo
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phap

B4

B4.1. Cong chtrc dugc giao nhiém
vu kiém tra, xem xét ho so:

- Truong hop hd so can bd sung,
hoan thién hodc khong du diéu
kién giai quyét, _phai tu chdi thi
gui thong bao vé tinh trang hd so
t6i Trung tm Hanh chinh céng dé
théng bao cho ngudi ndp ho so.

- Truong hop can phai kiém tra,
xac minh lam rd hodc do nguyén
nhan khac ma khong thé tra két
qua dung thoi gian da hen thi 1ap
Phiéu xin 16i va hen lai ngay tra
két qua, trong d6 néu ré 1y do
cham tra két qua va thoi gian hen
tra két qua, chuyén Trung tam
Hanh chinh céng dé tra cho ngudi
c6 yéu cau (néu ngudi c6 yéu cau
lga chon hinh thuc nop hd so truc
tiép), hodc gui Phiéu xin 15i va hen
lai ngay tra két qua qua thu dién tir
hodc gui tin nhan qua dién thoai di
dong cho ngudi co yéu cau (néu
ngudi c¢6 yéu cau lwa chon hinh
thirc ndp ho so tryc tuyén).

- Néu du diéu kién:

+ Trudng hop tiép nhan hd so theo
hinh thtre truc tiép: Thuc hién viéc
ghi ndi dung ghi cha vao S6 ho
tich, cap nhat thong tin ghi vao Sb
ho tich cac viéc ho tich khac va
lvu chinh thc trén Phin mém
dang ky, quan ly ho tich dién ti
dung chung.

+ Truong hop tiép nhén hé so theo
hinh thirc tryc tuyén: Guri lai biéu
mau Trich luc ghi vao S6 hé tich
viéc khai sinh/Trich luc ghi vao SH
ho tich cac viéc hd tich khac dién

Cong
chure xu ly
ho so

02 gid

Miu 04 (néu
cd), 05; du thao
Trich luc ghi
vao s6 ho tich
viéc khai sinh/
Trich luc ghi
vao sO cac viéc
ho tich khac
hoac Van ban
thdng béao khong
du diéu kién;
Van ban xac
minh/bién  ban
xac minh (néu
co).
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tr cho ngudi yéu cau qua thu dién
tir hodc thiét bi so.

Nguoi yéu ciu c6 trach nhiém
kiém tra tinh chinh xéc, ddy du cua
cac thong tin trén biéu mau Trich
luc ghi vao s6 ho tich viéc khai
sinh/Trich luc ghi vao s6 ho tich
cac viéc ho tich khac dién to va
xac nhan (t6i da mot ngay).

Néu ngudi co yéu cdu xic nhan
thong tin da thong nhat, day du
hodc khong co phan hoi sau thoi
han yéu cau thi thyc hién viéc ghi
ndi1 dung ghi chu vao S6 ho tich,
cap nhat thong tin ghi vao SO ho
tich cac viéc ho tich khac va luu
chinh thtc trén Phan mém ding
ky, quan 1y hd tich dién tor dung
chung.

- Néu khong du diéu kién: Dy thao
Vin ban thong bao khong du diéu
kién;

Trinh 1anh dao Phong Tu phap.

B4.2. Truong hop phire tap thi tién
hanh x4c minh bang van ban hoac

trye tiép. Sau khi c6 két qua, thuc 2,5 ngay
hién nhu B4.1.
Mau 05; du thao
Trich luc ghi
vao s6 ho tich
viéc khai
Kiém tra két qua thyc hién, duyét, | . . sinh/Trich  luc
X o4 . . o> | Lanh dao . 2,
BS truc tiép hodc giao cong chure xu ly Phong T | 1/2 gios ghl Vao so cac
hé so trinh lanh dao UBND cap ohap viecc ho tich

huyén.

khac hoac Van
ban thong bdo
khong du diéu
kién da duyét/ky
nhay
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Mau 05; Trich
luc ghi vao sb
ho tich viéc khai
sinh/ Trich luc

Ky két qua giai quyét thu tuc hanh Lénh dao .. | ghi vao sb cac
B6 ] UBND 172 gio | =, L
chinh. cAn huvén viec ho tich
b huye khac hoac Van
ban thong bao
khong dua diéu
kién.
, Mau 05, 06;
Phat hanh van ban va tra két qua Trich luc ghi
cho phong Tu phép dé chuyén cho vao s6 ho tich
lrur‘lg té}rln Har:h ?rhi'nz clzﬁng.h. | Van th \T/ié’ch khlai Sin}ﬁ/-
B7 ruong hop cap Trich luc ghi vao . 12 aid rich lyc gh
sO ho tjcl} viéc khai sinh/Trich luc Phoﬁég Tu glo vao sO cac vi€c
ghi vao s6 cac viéc ho tich khac thi phap hd tich khac
Phong Tu phap ghi ndi dung ghi hoac Van ban
cht vao So6 ho tich theo quy dinh. thdng bao khdng
du diéu kién.
Tra két qua cho cé nhan.
Ngudi ¢ yéu cau ghi vao SO ho
tich céu; viéc ho tich khac duoc
nhan két qua theo mdt trong cac
h thu day: N
Phuong fave sau day: . Miu 01, O06;
+ Nhéan ban dién to Trich luc ghi . :
QR LA A o ; Trich luc ghi
vao So ho tich viéc khai sinh/Trich \ SN
L P S vao sO ho tich
luc ghi vao S6 hd tich céac viéc ho A .
; L S A viéc khai sinh/
tich khac giri qua thu dién tir, Kho | COng Gis hanh | Trich 1 b
B8 | quéan 1y dit liéu dién tir ciia c4 nhan chirc 1(;], e;]n geh e B
do: TN&TKQ chin vao sO cac viéc

+ Nhan ban dién to Trich luc ghi
vao S0 ho tich viéc khai sinh/Trich
luc ghi vao S6 ho tich cac viéc ho
tich khac giri vao thiét bi s6, thong
qua phuong phéap truyén sd liéu
phu hop, dam bao an toan, bao mat
thong tin;

+ Nhan két qua 1a Trich luc ghi

ho tich khac
hoac Van ban
théng bao khong
du diéu kién
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vao S6 ho tich viéc khai sinh/Trich
luc ghi vao S6 ho tich cac viée hd
tich khac thong qua hé thdng buu
chinh;

+ Nhan két qua 1a Trich luc ghi
vao S6 ho tich viéc khai sinh/Trich
luc ghi vao S6 ho tich cac viée hd
tich khac tai co quan dang ky ho
tich.

* Truong hop dén hen nhung chira ¢é két qua,trong thoi gian chdam nhdt 01
ngay trwéc ngay hét han xi Iy, Phong Tw phdp tham mwu UBND cdp huyén
ban hanh phiéu xin 16i va hen lai ngay tra két qud dé gii cho té chic, ca
nhan.

* Trong qud trinh giai quyét ho SO nguwoi c6 trach nhiém thuwc hién can thuc
hién dong thoi cdc thao tac tiép nhan/chuyén/tra ho so, két qua gidi quyét
trén phan mém: http://dichvucong.hatinh.gov.vn véi cdc bude trong quy
trinh.

BIEU MAU

@j

Mau 01 Mau 01.docx
Giay ti€p nhan ho so va hen tra két qua

@j

Mau 02 Mau 02.docx
Phiéu yéu cau bo sung hoan thién ho so

@j

Mau 03 Mau 03.docx
Phiéu tir choi ti€p nhan gidi quyét ho so

@j

Mau 04 Mau 04.docx
Phiéu xin 161 va hen lai ngay tra két qua

@j

Mau 05 Mau 05.docx
Phiéu ki€m soat qua trinh giai quyét ho so
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Mau 06

@j

Mau 06.docx
So6 theo doi ho so
|
BM.HT.15.01 BM.HT. 15.01.docx
To khai ghi vao so6 ho tich viéc khai sinh
|
BM.HT.15.02 BM. HT. 15.02.docx
To khai ghi vao s6 hd tich viéc khai tir
To khai ghi vao s0 ho tich viéc giam hQ, nhan cha, me, con
BM.HT.15.03 i)
BM.HT. 15.03.docx
To khai ghi vao s6 ho tich cac viéc ho tich khéc
BM.HT.15.04 i)
BM.HT. 15.04.docx
)
BM.HT.15.05 BM.HT. 15.05.docx
To khai ghi vao so6 ho tich viéc nudi con nuoi
HO SO LUU

Mau 01; 02, 03, 04 (néu C(')), 06 luu tai Trung tdm Hanh chinh cong cép
huyén. Mau 01, 05 Iuu theo ho so;

Ho6 so dau vao theo muc 2.3;

S6 ho tich tuong tng véi ndi dung yéu cau cua cé nhan;

Vian ban x4ac minh/bién ban xac minh (néu co);

Vin ban thong bao khéng du diéu kién (néu cb);
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Phan mém http://hotich.moj.gov.vn; http://khaisinhdientu.moj.gov.vn. Phan

mém dich vu cong.

Hb so dugce luu tai Phong Tu phép, thoi gian luu trir thye hién luu theo quy dinh cua
Lu@t Ho tich va cac van ban huépg dan thi hanh. Sau khi hét han, chuyén ho so
xuong don vi luu trir cua UBND cap huyén va luu trit theo quy dinh hién hanh.

16. Cap ban sao trich luc ho tich

1 |KY HIEU QUY TRINH QT.HT.16
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thue hién TTHC:
Khong.
2.2 | Cach thirc thye hién TTHC:
- Ngubi co yéu cau cép ban sao trich luc ho tich truc tiép thuc hién hoac uy
quyén cho nguoi khac thyc hién nop hé so tryc tiép tai Trung tam hanh chinh
cong cap huyén;
-Gri ho so qua hé théng buu chinh hoac nop ho so truc tuyén trén Cé)ng dich
vu cong quoc gia (https://dichvucong.gov.vn) hoac Cong dich vu cong tinh
(https://dichvucong.hatinh.gov.vn).
5 A 1A A Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh 530
To khai cdp ban sao trich lyc ho tich, theo mau
- | BM.HT.16.01 ddi véi ca nhan (néu nguoi co yéu cau lya X
chon ndp hd so theo hinh thirc truc tiép);
Vién ban yéu cdu, trong do néu 16 ly do d6i v0i co quan, )
- | chirc (n€u ngudi c6 yéu cau lya chon ndp ho so theo hinh X
thure truc tiép);
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Biéu mdu dién tir twong tac cip ban sao Giéy khai sinh,
ban sao Trich luc h¢ tich (do ngudi yéu céu cung cap
thong tin theo hudng dan trén Cong dich vu cong, néu
nguodi ¢o6 yéu cau lya chon ndp hd so theo hinh thic truc
tuyén);

Nguoti 6 yéu cau cip ban sao Trich luc hé tich thyc hién
viéc ndp/xuat trinh (theo hinh thirc tryc tiép) hodc tai 1én
(theo hinh thtc truc tuyén) cac gidy to sau:

* Gidy to phdi ngp:

Trudng hop ty quyén cho nguoi khac 1am thay thi phai co
van ban Gy quyén duoc chung thuc theo quy dinh cua
phap luat. Truong hop ngudi duge Uy quyén l1a o6ng, ba, X
cha, me, con, vo, chéng, anh, chi, em rudt cia nguoi uy
quyén thi vin ban uy quyén khong phai ching thuc.

* Gidy to phdi xudt trinh (doi véi cd nhén):

Mot trong cic gidy to ching minh nhan than 1a Gidy
CMND, Thé can cudc cong dan, Ho chiéu hodc gidy to khac
c¢6 dan anh va thong tin ca nhan do co quan c6 tham quyén
cap, con gia tri str dung ctia nguoi yéu cau. Truong hop cac
thdng tin ca nhan trong céc gidy to ndy da co trong Co s& dir
lidu qudc gia vé dan cu (CSDLQGVDC), Co sé dir lidu ho
tich dién tir (CSDLHTDT), duoc hé théng dién tu dong thi
khong phai xuat trinh (theo hinh thirc truc tiép) hodc tai 1én
(theo hinh thirc tryc tuyén).

Truwong hop giti hé so qua hé thong buwu chinh thi phdi giri
kém theo ban sao c¢é chimg thuc cdc gidy to phdi xudt trinh
néu tren.

* Luu y:

- DOi vdi gidy to ndp, xudt trinh néu nguoi yéu cau ndp hé so theo hinh thirc
truec tiép:

+ Truwong hop ngwoi yéu cdu nép gidy to la bdn sao dugc cd'p tir s6 goc hodc
ban sao dwogc ching thuc tir ban chinh thi nguoi tiép nhan ho so khéng duogc
yéu cdu xudt trinh ban chinh, néu nguoi yéu cau chi ngp ban chup va xudt
trinh ban chinh thi nguoi tiép nhan ho SO kiém tra, doi chiéu ban chup voi
ban chinh va ky vao ban chup xdc nhdn vé viéc da doi chiéu néi dung gidy to
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do, khong dwoc yéu cau ngwoi di diang ky nép ban sao c6 chimg thiee gidy to
do.

+ Truong hop phdp ludt quy dinh xudt trinh gidy to' khi dang ky ho tich,
ngueoi tiép nhdn c6 trach nhiém kiém tra gidy to xudt trinh, doi chiéu Vo
théng tin trong To khai va trd lai cho nguoi xudt trinh, khong dwoc yéu cdu
nguoi dang ky hg tich ngp thém ban sao gidy 16 do. Nguoi tiép nhdn cé thé
chup 01 ban gidy to xudt trinh hodc ghi lai thong tin ciia gidy to xudt trinh
dé luu ho so.

+ Gidy to do co quan c6 tham quyén ciia nwéc ngodi cdp, cong chirng hodc xdc
nhén dé sir dung cho viéc ding ky ho tich tai Viet Nam phai dwoc hop phdp hoa
lanh su, truc truong hop dwgc mién theo diéu wéc quoc te ma Viét Nam la thanh
Vién; gidy to bang tiéng miede ngodi phdi dwoc dich ra tiéng Viét va cong chimng
ban dich hoac ching thuc chit ky nguoi dich theo quy dinh cua phap luat.

+ Nguoi tiép nhdn cé trach nhiém tiép nhan ding, di ho so diang ky hé tich
theo quy dinh ciia phdp ludt ho tich, khéng dwoc yéu cau nguoi ding ky hé tich
nép thém gidy to ma phdp ludt ho tich khéng quy dinh phdi nép.

- Truwong hop giri ho so qua h¢ thong buu chinh thi phai gui kem theo ban
sao co chu’ng thue cdc giay to phal xudt trinh.

- Doi véi gidy to giri kém theo néu nguoi yéu cau ndp hé so theo hinh thire triec
tuyéh:

+ Ban chup cac gidy to giri kém theo hé so cdp ban sao Trich luc h¢ tich truc
tuyén phai bao dam ré nét, day di, toan ven vé nji dung, la ban chup bang
mdy anh, dién thogi hodc dwoc chup, dwgc quét bang thiét bi dién tir, tir giay
to dugc cap hop 1é, con gia tri su dung; néu la gidy to do co quan co tham
quyén nwdc ngodi cdp thi phdi dwoc hop phap hoa lanh sy, dich sang tiéng
Viét theo quy dinh, trir truong hop dwoc mién hop phap hoa lanh su.

+ Truong hop nhdn két qud (ban sao Trich luc ho tich) tai co quan ddng ky
hé tich, nguoi cé yéu cau cap bdan sao Trich luc hé tich phdi xudt trinh gidy
10 tuy than; nép cdc gidy to, tai liéu la thanh phan hé so cd'p ban sao Trich
luc ho tich theo quy dinh phap ludt ho tich. Truong hop giay to, tai lieu phai
guvi kém trong hé so cdp bdan sao Trich luc hé tich truc tiép hodc truc tuyén
da co ban sao dién twr hoac da co ban dién tu gzay to ho tich thi nguoi yéu
cau dwoc sir dung ban dién tur nay.

2.4

S6 lwong ho so: 01 bo

2.5

Thoi han giai quyét:
Trong ngay tiép nhan hd so. Truong hop nhén ho so sau 15 gio ma khong giai
quyét duoc ngay thi trd két qua trong ngay lam viée tiép theo.
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2.6 | Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
- Trung tdm Hanh chinh cong cap huyén.
- Céng dich wvu c¢dng : http://dichvucong.hatinh.gov.vn  hoic
https://dichvucong.gov.vn .

2.7 | Co quan thyc hién: Phong Tu phap tiég nhan hd so va tham muu Chu tich
Uy ban nhan dan cap huyén xem xét, quyét dinh.
Co quan cé thim quyén quyét dinh: UBND cép huyén.
Co quan dwore iy quyén: Khong.
Co quan phdi hop: Khong.

2.8 | Pdi twong thue hién TTHC: C4 nhan, t6 chiic

2.9 | Két qua giai quyét TTHC:
- H6 so du diéu kién: Ban sao Trich luc ho tich.
- Ho so khong du diéu kién: Van ban thong bao khong du diéu kién.

2.10 | Quy trinh xir ly cong viéc

TT Trinh tu Trach | Thoi | poe niw/Két qua

: nhi¢m glan

1. Tiép nhan ho so.
- Tiép nhén hé so truc tiép tu ca
nhan, to chirc hoac tu h¢ thong
buu chinh hogc trén Coéng dich
vu cong quoc gia
(https://dichvucong.gov.vn)
hodc Cong dich vu cong tinh N ’
(https://dichvucong.hatinh.gov. Copg Gio hanh Mau 01; 0%, 03‘A(neu

Bl |vn) chirc chinh c0), 06 va ho so
2. Can bd TN&TKQ kiém tra | TN&TKQ theo myc 2.3
hé so:

- Néu ho so chua day du hoic
khong hop 16: Huéng dan hoic
thong bao bang van ban cho ca
nhan bo sung, hoan thién ho so.
Truong hop khoéng bo sung,
hoan thién duge hd so thi thong
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bao tir chi giai quyét ho so.

- Néu hd so day du, hop lé:
Lam tha tyc tiép nhan hd so,
thu phi, 1¢ phi theo quy dinh.
Néu tiép nhan hd so sau 15 gio
thi ¢6 Phiéu hen, tra két qua cho
nguoi co yéu cau trong ngay
lam viéc tlep theo (néu nguoi
cO yéu cau lua chon hinh thirc
nép hod so truc tiép) hoic gir
ngay Phiéu hen, tra két qua qua
thu dién tir hodc gui tin nhan
hen tra két qua qua dién thoai di
dong cho ngudi c6 yéu cau (néu
ngudi co yéu cau lya chon hinh
thirc ndp hd so truc tuyén).

- Sau khi tiép nhan ho so theo
hinh thitc ndp truc tiép, cong
chitc TN&TKQ thuc hién s
hoa (sao chup, chuyén thanh tai
li€u dién tr trén hé théng thong
tin, co s¢ dir licu) va ky s6 vao
tai liéu, hd so giai quyét thu tuc
hanh chinh da dugc s6 hoa theo
quy dinh.

2 3 ; 2 Céng X L LA
B Sénllyen cho Phong Tu phéap dé chic 12 gios i/é:;lrl]ltﬂéa 05; ho so
Y TN&TKQ '
B3 Phan cong cong chirc xtr 1y ho Lan}} dao 01 gics Mau 05; ho so kém
SO. Phong theo.
CQng chuc duoc giglo nhiém vu N ’
ki€m tra, xem xé&t ho so: Mau 04 (n€u co),
- Truong hop hd so can bd Cong 055 du théo bfm sa0
B4 |sung, hoan thién hoac khong du | e xir Iy | 02 gid Trvah IUCV ho tl?h
diéu kién giai quyét, phai tu hd so hodc  Van ban

chdi thi giri théng bao vé tinh
trang ho so toi Trung tdm Hanh
chinh cong dé thong bao cho

thdng bao khdng
du diéu kién.
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ngudi nop ho so;

- Trudng hop can phai kiém tra,
xac minh lam rd hoac do
nguyén nhan khac ma khong
thé tra két qua dung thoi gian
d3 hen thi 14p Phiéu xin 15i va
hen lai ngay tra két qua, trong
d6 néu 5 1y do cham tra két
qua va thoi gian hen tra két qua,
chuyén Trung tdm Hanh chinh
cong dé tra cho nguoi co yéu
cau (néu ngudi c6 yéu cau lya
chon hinh thirc ndp hd so truc
tiép), hodc gui Phiéu xin 15i va
hen lai ngay tra két qua qua thu
dién tor hodc gui tin nhén qua
dién thoai di dong cho nguoi co
yéu cau (néu ngudi ¢ yéu ciu
Iwa chon hinh thirc nop ho so
tryc tuyén).

- Néu du diéu kién:

+ Trudng hop tiép nhan ho so
theo hinh thirc truc tiép: In ban
sao Trich luc hd tich.

+ Trudng hop tiép nhan ho so
theo hinh thirc truc tuyén, cong
chtc lam cong tac hg tich gui
lai nd1 dung biéu mau Trich luc
ho tich dién tir tuong Gng véi
thong tin day du cho nguoi yéu
cau qua thu dién tir hodc thiét b
50.

Nguoi yéu cau co trach nhiém
kiém tra tinh chinh xé4c, day du
cia cac thong tin trén biéu mau
Trich luc ho tich dién tr va xac
nhan (tdi da mot ngay).

Néu ngudi co yéu cap ban sao
Trich luc ho tich da thong nhét,
day du hodc khong c6 phan hoi
sau thoi han yéu cau thi cong
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chtrc lam cong tac ho tich in
ban sao Trich luc ho tich.

- Néu khong du diéu kién: Dy
thdo Van ban thong bao khong
du diéu kién;

Trinh 1anh dao Phong Tu phap.

Kiém tra két qua thuc hién,

Mau 05; du thao
ban sao Trich luc

BS duyét, truc tiép hodc giao cong 1];}?21}; d%?l 12 ois ho tich hoac Van
chite xir Iy hd so trinh lanh dgo | 12 #9 Iban  thong  bao
UBND cap huyén. phap khong du diéu kién

da duyét/ky nhay.
Mau 05; Ban sao
. 1A . s X , Lanh dao Trich luc hd tich
Be | K¥ ket qua gidi quyet thu tue| “yanp | 15 gi |hosc  Van  ban
hanh chinh. % A A . A
cap huyén thong bao khdng
dua diéu kién.
Phat hanh van ban va tra két| s g Mau 05, 06; Ban
qua cho phong Tu phap dé an tth I i Tri(:h 1}1 ¢ I}Q
B7 chuyén cho Trung tam Hanh Phong Tu | 1/2gio tICAh hoac, Van ‘Pan
A phap thong bao khong
chinh cong. y A1 en
du diéu kién.
- Chuyén nguoi dan ky So va
tra két qua cho cd nhan, t6
chtrc.
- Nguoi c6 yéu cau cap ban 520
Trich luc ho tich dugc nhan két
qua theo mdt trong cac phuong Mau 01, 06; Ban
thirc sau day: | Copg Gio hanh | 52° Trich 1}10 }}Q

B8 |+ Nhan ban dién tir ban sao| chuc chinh | tich hodc Van ban

Trich lyc ho tich giri qua thu | TN&TKQ thong bao khdng

dién ta, Kho quan ly dir li€u
dién tir cta té chirc, c4 nhan do;
+ Nhan ban dién tor ban sao
Trich luc ho tich gui vao thiét
bi s6, thong qua phuong phap
truyén so liéu phu hop, dam bao

du diéu kién
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an toan, bao mat thong tin;
+ Nhan két qua 1a ban sao Trich
luc ho tich thong qua hé thong

buu chinh;

+ Nhan két qua 1a ban sao Trich
luc ho tich tai co quan dang ky

ho tich.

* Truong hop den hen nhung chua cé két qua,trong thoi gian cham nhat 01
ngay trudc ngay het han xir Iy, Phong Tu phdp tham muu UBND cap huyen
ban hanh phieu xin loi va hen lai ngay tra két qua dé gui cho to chuc, ca

nhan.

* Trong qud trinh giai quyét ho SO ngueoi ¢é trach nhiém thuwc hién can thuc
hién dong thoi cac thao tac tiép nhdan/chuyén/tra hé so, két qua gidi quyét
trén phan mém: http://dichvucong.hatinh.gov.vn véi cde budc trong quy

trinh.
BIEU MAU
@
Mau 01 M3u 01 docx
Giay tiép nhan ho so va hen tra két qua
@
Mau 02 Mau 02.docx
Phiéu yéu cau bo sung hoan thién ho so
o]
Mau 03 Mau 03.docx
Phiéu tir choi ti€ép nhan giai quyét ho so
]
Mau 04 Mau 04.docx
Phiéu xin 101 va hen lai ngay tra két qua
w
Mau 05 Mau 05.docx

Phiéu kiém soat qua trinh giai quyét ho so
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@j

Mau 06 MAau 06.docx

S6 theo ddi ho so
]
BM.HT.16.01 BM.HT. 16.01.docx

To khai cép ban sao trich luc ho tich

4 |HOSOLUU

- Mau 01; 92, 03, 04 (néu cé), 06 luu tai Trung tdm Hanh chinh cong cép
huyén. Mau 01, 05 luu theo ho so;

- | H6 so dau vao theo muc 2.3;

- SH cép ban sao Trich luc ho tich;

- | Vin ban thong bao khong du diéu kién (néu co);

- | Phan mém http://hotich.moj.gov.vn. Phan mém dich vu cong.

Hb so dugc luu tai Phong Tu phap, th(‘yi~ gian luu trir thye hién luu theo quy dinh cua
Luat Ho tich va cac van ban huéng dan thi hanh. Sau khi hét han, chuyén ho so
xuong don vi luu trir cia UBND cap huyén va luu trit theo quy dinh hién hanh.
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