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UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
TINH HA TINH Doc lap - Tw do - Hanh phuc
S6: 737 /QD-UBND Ha Tinh, ngay o9thang4 ndam 2025
QUYET PINH

Phé duyét quy trinh ndi bd thii tuc hanh chinh ban hanh méi, sira ddi, bo
sung trong linh vire H tich, Chirng thure, Nudi con nudi thudc tham quyén
quan ly cia nganh Tw phap va thi tuc hanh chinh lién thong dién tir ap
dung tai UBND cép xa trén dia ban tinh Ha Tinh

CHU TICH UY BAN NHAN DAN TINH

Can civ Ludt Té chirc chinh quyén dia phwong ngdy 19/02/2025;

Can cir Nghi dinh so 63/2010/ND-CP ngay 08/6/2010 ciia Chinh phii vé
kiém sodt thii tuc hanh chinh; Nghi dinh sé 92/2017/NP-CP ngay 07/8/2017 ciia
Chinh phii vé sira doi, bé sung mot sé diéu ciia cdc Nghi dinh lién quan dén kiém
soat thu tuc hanh chinh,

Can cir Nghi dinh s6 61/2018/ND-CP ngady 23/4/2018 cua Chinh phu vé
thuce hién co ché mot civa, mét cira lién théng trong gidi quyét thii tuc hanh chinh;
Nghi dinh sé6 107/2021/ND-CP ngay 06/12/2021 ciia Chinh phii sira doi, b6 sung
mét s6 diéu ciia Nghi dinh s6 61/2018/NP-CP;

Can cir Thong tu"sé' 02/2017/TT-VPCP ngay 31/10/2017 cua Van phong
Chinh phu huong dan vé nghiép vu kiem soat thu tuc hanh chinh;

Can cir Théng tw s6 01/2018/TT-VPCP ngay 23/11/2018 cua Vin phong
Chinh phii huwéng dan thi hanh mét s6 quy dinh cia Nghi dinh sé 61/2018/ND-
CP ngay 23/4/2018 cua Chinh phu vé thuc hién co ché mét cira, mot cira lién
théng trong gidi quyét thii tuc hanh chinh;

Theo dé nghi ciia Giam doc S¢ Tw phdp tai Vin ban sé 831 /STP-VP ngdy
01/4/2025.

QUYET PINH:

Piéu 1. Phé duyét kém theo Quyét dinh nay quy trinh ndi bo 02 tha tuc
hanh chinh (TTHC) trong linh vuc Ho tich dugc ban hanh mdi; Quy trinh ndi bo
cac TTHC dugc sira doi, bo sung, gom: 22 TTHC trong linh vuc Ho tich, 03
TTHC trong linh vuc Nu6i con nuoi, 11 TTHC trong linh vuc Chung thuc thudc
tham quyén quan 1y cta nganh Tu phap va 02 nhém TTHC lién thong dién tur:
dang ky khai sinh, ding ky thuong trd, cap thé bao hiém y té cho tré em dudi 6
tudi; ding ky khai tir, x6a dang ky thuong trd, giai quyét mai tang phi, tir tuat &p
dung tai UBND cép xa trén dia ban tinh Ha Tinh.



Piéu 2. Giao S¢ Tu phap chu tri, phdi hop véi Van phong UBND tinh
(Trung tdm Coéng bao - Tin hoc) can cir Quyét dinh nay, trong thoi han 03 ngay
lam viéc, xay dung quy trinh dién tir giai quyét TTHC trén Hé thong thong tin
giai quyét TTHC cua tinh (https://motcua.hatinh.gov.vn).

Picu 3. Quyét dinh nay c6 hiéu luc ké tir ngdy ban hanh; thay thé quy
trinh ndi bd TTHC linh vuc Ching thuc tai Quyét dinh sé 3509/QD-UBND
ngay 30/8/2021 ctua Chu tich UBND tinh; thay thé Quyét dinh s6 1786/QP-
UBND ngay 19/7/2024 va Quyét dinh s6 1846/QD-UBND ngay 26/7/2024 cia
Chu tich UBND tinh.

Piéu 4. Chanh Vin phong UBND tinh; Giam déc cac S&, ban, nganh cap
tinh; Giam dbc: Trung tam Cong bao - Tin hoc tinh; Chu tich UBND cac huyén,
thanh phd, thi x4; Chu tich UBND céc x4, phuong, thi tran va cac to chuc, ca
nhan c6 lién quan chiu trach nhiém thi hanh Quyét dinh nay./.

Noi nhén: KT. CHU TICH
- Nhu Diéu 4; PHO CHU TICH
- B6 Tu phap; A

- Cuc Kiém soat TTHC - VP Chinh phu;
- Chu tich, cac PCT UBND tinh;

- Cac PCVP UBND tinh;

- Trung tdm CB-TH tinh;

- Luu: VT, NCi.

T




NOQI DUNG QUY TRINH NOI BO THU TUC HANH CHINH

A. QUY TRINH NOQI BO TTHC CHINH PUQC BAN HANH MO
I. LINH VUC HO TICH

1. Thi tuc dang ky giam sat viéc giam ho

1 | KY HIEU QUY TRINH QT.HT.X.01
2 | NOI DUNG QUY TRINH
Piéu kién thuc hiégn TTHC:
51 | Nguoi gidm sét viéc gidm ho phai Ia nguoi c6 nang lyc hanh vi déan sy day du
" | néu la ca nhan, c6 nang luc phap luat dan sy phu hop véi viéc giam sat neu la
phap nhan; co dieu kién can thiét dé thuc hién viéc giam sat.
2.2 | Cach thirc thuc hign TTHC:
- Ngudi c6 yéu cau dang ky gidm sat viéc giam ho truc tiép thuc hién hodc uy
quyén cho nguoi khac thyuc hién nop ho so tryc tiep tai B phan Tiep nhéan va
Tra két qua cua UBND cap xa;
- Gtri hd so qua Dich vy buu chinh cong ich;
- Nop hd so tryc tuyen trén Cong Dich vu céng Qudc gia
(https://dichvucong.gov.vn) hoac Hé thong théng tin giai quyét tha tuc hanh
chinh tinh Ha Tinh (https://dichvucong.hatinh.gov.vn).
N A 1A A pon. Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao

To khai dang ky giam sat viéc giam ho theo mau BM.
HT.X.01.01 (n€u nguoi c6 yéu cau lua chon ndp ho so theo X
hinh thurc truc tiep hoac gui ho so qua hé thong buu chinh);

Mau ho tich dién tu tuong tac déng ky giam sat viéc giam ho
(do ngudi yéu cau cung cap thong tin theo hudng dan trén
Cong dich vu cong, néu nguoi c6 yéu cau lya chon nop hd so
theo hinh thirc truc tuyén);

Nguoi ¢6 yéu cau dang ky giam st viec gidm ho thyc hién viéc
nop/xuat trinh (theo hinh thuc tryc tiep) hoac tai 1én (theo hinh
thirc truc tuyen) cac giay to sau:

* Giay to phai nop:

Van ban la can ctr ching minh viéc thoa thuan ctir/chon nguoi
gidm sat giam ho theo quy dinh cua B luat Dan su;




Vian ban uy quyen theo quy dinh cua phap luat trong truong
hop uy quyén thuc hién viéc dang ky giam sat viéc giam
hd. Truong hop nguoi dugc uy quyén la éng, ba, cha, me, con, X
Vo, Chong anh, chi, em rudt cua ngudi uy quyén thi van ban ay
quyén khong phai ching thuc;

* Gidy to phai xuat trinh:

Ho chiéu/Chung minh nhan dan/Thé can cudéc cong dan/Thé
can cude/Can cude dién tir/Gidy ching nhan can cude hoac céc
gidy to khéc c6 dan anh va théng tin ca nhan do co quan c6
tham quyén cap, con gia tri sit dung dé ching minh vé nhan
than cia nguoi ¢ yéu cau ding ky giam sat viéc giam ho.
Truong hop cac thdng tin ca nhan trong cac giay to nay da co
trong CSDLQGVDC, CSDLHTDPT, dugc hé thong dién tu
dong thi khong phai tai 1én (theo hinh thic truc tuyén);

Gidy to co gia tri chang minh thdng tin vé cu trd trong trudng
hop co quan dang ky ho tich khong thé khai thac duoc thong
tin vé noi cu tra cua cong dan theo cac phuong thirc quy dinh
tai khoan 2 Piéu 14 Nghi dinh s 104/2022/ND-CP ngay
21/12/2022 cta Chinh phu. Truong hop cac thong tin vé gidy | X
to chiing minh noi cu tra da dugc khai thac tir Co so dit liéu
qudc gia vé dan cu bang cac phuong thirc ndy thi ngudi c6 yéu
cau khong phai xuat trinh (theo hinh thie truc tiép) hoac tai 1én
(theo hinh thuc truc tuyén).

*Luuy:
- Doi voi gidy to nop, xuat trinh néu nguoi yéu cau nop ho so theo hinh thirc
truc tiep:
+ Nguoi tiép nhan c6 trach nhiém kiém tra, doi chiéu véi thong tin trong to

khai, chup lai hoac ghi lai thong tin dé luu trong ho so va tra lai cho nguoi Xuat
trinh, khong dwoc yéu cau nop ban sao hoac ban chup gidy to do.

+ Ngudi yéu cau dang ky ho tich c6 thé nop ban sao chang thuc tir ban chinh
hoac ban sao duoc cap tir s6 goc hogc ban chup kem theo ban chinh gidy to dé
d6i chiéu. Truong hop ngudi yéu cau ndp ban chyup kém theo ban chinh gidy to
thi nguoi tiép nhan cé trach nhiém kiém tra, d6i chiéu ban chup vai ban chinh
va ky xac nhan, khong duoc yéu cau nguoi di dang ky nop ban sao gidy to do.

+ Ngudi tiép nhan c6 trach nhiém tiép nhan dung, di hd so diang ky ho tich theo
quy dinh cua phap luat ho tich, khong duoc yéu cau ngudi diang ky ho tich nop
thém gidy to ma phap luat ho tich khong quy dinh phai nop.

Nguoi tiép nhan hd so thuc hién khai thac thong tin trong Co sé dit liéu quéc
gia vé dan cu theo quy dinh phap luat néu nguoi yéu cau ding ky ho tich da
cung cap ho, chit dém, tén; ngay, thang, nim sinh; sé dinh danh ca nhan/thé cin
cudc cong dan/thé can cudc/ching minh nhan dan/can cudce dién ti. Truong
hop céc thong tin can khai thac khong co trong Co s& dit liéu qudc gia vé dan




cu thi dé nghi nguoi yéu cau ké khai day du.

- Ddi véi gidy to giri kém theo néu nguoi Yeu cau nop hd so theo hinh thirc truc tuyén:
+ Ban chup céc gidy to gui kém theo ho so ding ky giam sat viéc giam ho tryc
tuyén phai bao dam rd nét, day du, toan ven vé noi dung, 1a ban chup bang may
anh, dién thoai hodc dugc chup, dugc quet bang thiét bi dién tur, tir gidy to duoc
cap hop 18, con gla tri sur dung.

+ Truong hop glay to, tai liéu phai giri kém trong hé so ding ky giam sat vi¢c
gidm ho truc tuyen d3 c6 ban sao dién tir hodc da c6 ban dién tr gidy to ho tich
thi nguoi yéu cau duoc st dung ban dién tir nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Trich luc ding ky giam sat
viéc giam ho/ban sao Trich luc dang ky giam sat viéc giam hg), nguoi co yéu
cau dang ky giam sat vi¢éc giam ho Xuat trinh gidy to tuy than, nop ban chinh
cac gidy to 1a thanh phan hd so dang ky giam sat viéc giam ho theo quy dinh
phap luat ho tich.

- Trudng hop giri hd so qua hé théng buu chinh thi phai gui kém theo ban sao
c6 chiing thyuc cac giay to phai xuat trinh néu trén.

- Gidy to do co quan c6 tham quyén caa nudc ngodi cap, céng chimng hoic xac
nhan dé str dung cho viéc ding ky ho tich tai Viét Nam phai duoc hop phap hoa
lanh su va dich sang tiéng Viét theo quy dinh cua phap luat, trir truong hop
dugc mién theo diéu wéc quéc té ma Viét Nam la thanh vién.

- Truong hop nguoi yéu cau dang ky giam sat viéc giam ho khong cung cap
duoc gidy to néu trén theo quy dinh hoic gidy to nop, Xua'[ trinh bi tay x0a, sua
chira, 1am gia thi co quan dang ky ho tich c6 tham quyén huay bo két qua ding
Ky giam sat gidm ho.

2.4

S6 lwgng hd so: 01 bo.

2.5

Thoi han giai quyét: 03 ngdy lam viéc, truong hop can phai xac minh thi thoi
han giai quyet dugc kéo dai nhung khong qué 05 ngay 1am viéc ke tir ngay tiep
nhan ho so.

2.6

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

- Bo phan Tiép nhan va Tra két qua caa UBND cép x4.

- Hé thong thong tin giai quyét thi tuc hanh chinh tinh Ha Tinh (chi tiép nhan
ho so): http://dichvucong.hatinh.gov.vn hoac Cong Dich vu cong Quoc gia
https://dichvucong.gov.vn.

2.7

Co quan thuc hién: Uy ban nhan dan cip x4 noi cu tra cta ngudi duoc giam ho.
Co quan c6 tham quyén quyét dinh: Uy ban nhan dan cp xa.

Co quan dwoc iy quyén: Khong.

Co quan phdi hep: Co quan quan Iy Co sé dit liéu Qudc gia vé dan cu.

2.8

Poi twong thuc hién TTHC: C4 nhan, phap nhan.

2.9

Két qua giai quyét TTHC:




- Hb so du diéu kién:

+ Trich lyc dang ky dang ky giam sat viéc giam ho (ban chinh), ban sao Trich
luc dang ky giam sat viéc giam ho (truong hop yéu cau cap ban sao Trich luc

dang ky giam sat viéc giam ho).

+ Ban dién tur Trich luc déng ky giam sat viéc giam ho (Ban dién tir s€ tu dong
gui ve Kho quan ly dir li¢u dién tir cua ca nhan/dia chi thu dién tu/thict bi
so/dién thoai ctia nguoi Yéu cau sau khi da hoan tat thu tuc dang ky giam sat

viéc giam ho tai co quan dang ky ho tich).

- Ho so khong du diéu kién: Vin ban théng bao khong du diéu kién giam sét

viéc giam ho.

2.10

Quy trinh xi¥ ly cong viéc

TT

Trinh tw

Trach
nhiém

Thoi
gian

Biéu
mau/Ket qua

Bl

1. Tiép nhan ho so truc tiép tir c& nhan
hoac tir Dich vu buu chinh céng ich hoac
trén Cong Dich vu cbng Québc gia
https://dichvucong.gov.vn hoic Hé théng
théng tin giai quyét tha tuc hanh chinh
tinh Ha Tinh
https://dichvucong.hatinh.gov.vn.

2. Cong chtrc Tu phap - Ho tich kiém tra
hd so:

(i) Truong hop hd so day du, hop 18 thi
tiép nhan hoé so, co Phiéu hen, tra két qua
cho ngudi ¢d yéu cau (néu ngudi co yéu
cau lya chon hinh thac nop hé so truc
tiép) hoac guri ngay Phiéu hen, tra két qua
qua thu dién tir hodc g tin nhan hen tra
két qua qua dién thoai di dong cho nguoi
c6 yéu cau (néu nguoi c6 yéu cau lya
chon hinh thic nop hd so truc tuyén),
ddng thoi chuyén hd so dé cong chuc l1am
cong tac ho tich xu ly.

Sau khi tiép nhan ho so theo hinh thuc
nop truc tiép, can bo tiép nhan ho so tai
Bo phan mot cira thuc hién sé hoa (sao
chup, chuyén thanh tai liéu dién tt trén hé
théng thong tin, co s& dir lidu) va ky sb
vao tai liéu, hd so giai quyét thu tuc hanh
chinh di dugc sé hoa theo quy dinh.

(ii) Truong hop hd so chua day du, hop 18
thi co thong bao cho ngudi yéu cau bo

Cong
chic tiép
nhan hd
so tal bo
phan Mot

cua

Gio
hanh
chinh

Mau 01; 02,
03 (néu co);
06 va Hb so
theo muc 2.3



https://dichvucong.hatinh.gov.vn/
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sung, hoan thién ho so, néu rd loai gidy
td, noi dung can bd sung dé nguoi co yéu
cau bd sung, hoan thién. Sau khi hd so duoc
b6 sung, thuc hién lai budc (i);

(iii) Truong hop ngudi c6 yéu cau ding ky
giam sat viéc giam ho khéng bd sung, hoan
thién dugc hd so thi bao cao Truong bo phan
mot cira ¢6 théng béo tir chdi giai quyét yéu
cau dang ky giam sat viéc giam ho.

B2

B.2.1. Truong hop kiém tra ho so, khong
phai Xac minh

+ Truong hop hd so can bd sung, hoan
thién hodc khong du diéu kién giai quyét,
phai tir chdi thi gui théng béo vé tinh
trang ho so téi Bo phan mot cira dé théng
bao cho nguoi nop hd so - thuc hién lai
buac (i) hoac (iii);

+ Truong hop can phai kiém tra, xéac
minh lam rd hodc do nguyén nhan khac
ma khong thé tra két qua dung thoi gian
da hen thi cong chac lam cong tac ho tich
lap Phiéu xin 13i va hen lai ngay tra két
qua, trong d6 néu 1o 1y do cham tra két
qua va thoi gian hen tra két qua, chuyén
Bo phan mot ctra dé tra cho ngudi ¢ yéu
cau (néu nguoi c6 yéu cau lya chon hinh
thic nop ho so truc tiép), hoac gui Phiéu
xin 16i va hen lai ngay tra két qua qua thu
dién tir hodc gui tin nhan qua dién thoai
di dong cho nguoi ¢ yéu cau (néu ngudi
c6 yéu cau lya chon hinh thic nop ho so
truc tuyén).

+ Néu thay yéu cau dang ky giam sat viéc
giam ho du diéu kién theo quy dinh phap
luat, ho so day du, hop 18, ding quy dinh,
truong hop tiép nhan ho so dang ky giam
ho theo hinh thuc tryuc tiép, thi cdng chuc
Tu phap - Ho tich thuc hién viéc ghi vao
S6 dang ky giam sat viéc giam ho, cap
nhat thong tin dang ky giam sat viéc giam
ho trén Phan mém dang ky, quan ly ho
tich dién tir dung chung.

Truong hop tiép nhan ho so ding ky giam

Cong
chic Tu
phap - Ho
tich

02
ngay

Mau 05; Du
thao Trich luc
dang ky giam
sat viéc giam
ho hoac du
thao Van ban
théng béo
khong du diéu
Kién gidm sét
viéc giam ho




sat viéc gidm ho theo hinh thac truc
tuyén, céng chic Tu phap - Ho tich gui
lai biéu mau Trich luc dang ky giam sat
viéc gidm ho dién tir voi thong tin day du
cho nguoi yéu cau qua thu dién tir hoic
thiét bi sé.

Nguoi yéu cau cé trach nhiém kiém tra
tinh chinh xac, day du caa céac thdng tin
trén biéu mau Trich luc dang ky giam sat
viéc giam ho dién tir va xac nhan (tbi da
mot ngay).

Néu nguoi c6 yéu cau xac nhan thdng tin
da thong nhat, day du hoic khong c6 phan
hoi sau thoi han yéu cau thi cong chuc Tu
phap - Ho tich thuc hién viéc ghi noi
dung vao S6 dang ky giam sat viéc giam
ho, cap nhét thong tin dang ky giam sat
viéc giam ho trén Phan mém dang ky,
quan ly ho tich dién tir dung chung.

B.2.2. Truong hop phai xac minh thi tién

hanh xac minh. Trén co sé két qua Xxéac 3’?
minh thyc hién nhu B.2.1 noay
Mau 05; Du
o . thao Trich luc
- Néu ho so du dieu kién: In Trich luc dang ky giam
dang ky giam sat viéc giam ho. cong sat viéc giam
B3 |- Néu hd so khong du diéu kién: Du thao | chiac Tu 02 gic ho hoac du
Van ban théng bao khong du dieu kién | phap - Ho thao Van ban
giam sat viéc giam ho. tich théng bao
Trinh lanh dao UBND cap xa. khong du diéu
Kién gidm sat
viéc giam ho
Mau 05, 06;
Trich luc
dang ky giam
o | KY du thio két qua giai quyét thy tuc| B0 | 05 f]"’(‘)t e o
hanh chinh L x ngay |, ..a .
cap xa ban thong bao
khong du diéu
Kién gidm sat
viéc giam ho
B5 | Phat hanh vin ban va tra két qua cho céng chigrlgén 02 gio .I\r/lr ?(lzjh 05, ?fc




chure Tu phap - Ho tich phong dang ky giam
sat viéc gidm
ho hoac Van
ban thdng bao
khong du diéu
Kién gidm sét
viéc giam ho
Mau 01, 06;
Trich luc
: N Cong : ding .ky g!ém
Chuyén nguoi dan ky vao So (néu cap hie T Gio | sat viéc giam
B5 | trich luc); tra két qua, thu 1¢ phi theo quy | ¢ ¥ | hanh |ho hoic Van
: O phap - HO ) A .
dinh (ncu co). tich chinh | ban thong bao
‘ khong du diéu
Kién gidm séat
viéc giam ho
* Truong hop hd so quéa han xu ly, trong thoi gian cham nhét 01 ngay trudc ngay
hét han xu Iy, cong chirc Tu phap - Ho tich trinh Chi tich UBND cap xa ky ban
hanh phiéu xin 16i va hen lai ngay tra két qua dé giri cho t6 chiic, ca nhan.
* Trong qua trinh giai quyét hd so, nguoi co trach nhiém thuc hién cin thyc
hién dong thoi cac thao tac tiép nhan/chuyén/tra hd so, két qua giai quyét trén
phan mém: https://motcua.hatinh.gov.vn véi cac budc trong quy trinh.
3 |BIEU MAU
=
Mau 01 M3u 01.docx
Gidy tiép nhan ho so va hen tra két qua
0
Mau 02 MAu 02.docx
Phiéu yéu cau bo sung hoan thién ho so
)
I\/I?lu 03 Mau 03.docx
Phiéu tir chdi tiép nhan giai quyét ho so
]
ME:lU 04 MAu 04.docx
Phiéu xin 13i va hen lai ngay tra két qua
0
Mﬁu 05 MAu 05.docx

Phiéu kiém soét qué trinh giai quyét ho so



https://motcua.hatinh.gov.vn/
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@j

Mau 06 M3u 06.docx
So6 theo doi ho so

To khai dang ky gidm sat viéc giam ho

BM.HT.X.01.01

BM.HT.X.01.01.doc

Mau ho tich dién to twong tac dang ky giam sat viéc
giam ho (néu nop ho so theo hinh thac truc tuyen).

BM.HT.X.01.02 “‘EH

BM.HT.X.01.02.doc

HO SO LUU:;

Mau 01; 02, 03, 04 (néu c6); 06 luu tai Bo phan Tiép nhan va Tra ket qua cua
UBND cap xa. Mau 01, 05 luu theo ho so;

Ho so dau vao theo muc 2.3;

S6 dang ky giam sat viéc giam ho;

Vin ban thong bao khong du diéu kién giam sat viec giam ho (néu co);

Phan meém http:/hotichdientu.moj.gov.vn; Phan mém H¢ thong thdng tin giai
quyet thu tuc hanh chinh tinh Ha Tinh.

Ho so duoc luu tai UBND cap x4, thoi gian luu trir S6 ding ky giam sat viéc giam ho
1a vinh vién, cOnNCéc giay to khac thuc hién luu theo quy dinh cua Luat Ho tich va cac
van ban huéng dan thi hanh.

2. Thii tuc ding ky cham dirt giam sat viéc giam hd

1 | KY HIEU QUY TRINH QT.HT.X.02
2 | NQI DUNG QUY TRINH
2.1 | Piéu kién thuc hién TTHC: Khéng
2.2 | Cach thirc thuc hién TTHC:

- Nguoi ¢6 yéu cau dang ky cham dut giam sat viéc giam ho tryc tiép thuc hién
hodc uy quyéen cho nguoi khac thuc hién nop ho so truc tiep tai Bo phan Tiep
nhan va Tra ket qua cia UBND cap x&;

- Giri ho so qua Dich vy buu chinh cong ich;

- Nop hd so truc tuyén trén Cdng Dich vu cong Quéc gia



http://hotichdientu.moj.gov.vn/
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(https://dichvucong.gov.vn) hodc Hé thong théng tin giai quyét thu tuc hanh

chinh tinh Ha Tinh (https://dichvucong.hatinh.gov.vn).

2.3

Thanh phan hd so, bao gom:

Ban
chinh

Ban
sao

To khai diang ky chidm dat gidm sat viéc giam ho theo mau
BM.HT.X.02.01 (néu ngudi c6 yéu cau lya chon nop hd so theo
hinh thire truc tiép hoic giri ho so qua hé théng buu chinh);

Mau ho tich dién tir tuong tac dang ky cham dut giam sét viéc
giam ho (do ngudi yéu cau cung cap thong tin theo hudng dan
trén Cong dich vu cong, néu nguoi ¢d yéu cau lya chon nop hd
so theo hinh thuc truc tuyén);

Ngudi ¢ yéu cau dang ky cham dut giam sét viéc gidm ho thuc
hién viéc nop/xuat tr‘mh (theo h‘mh thac truc tiep) hoac tai 1én
(theo hinh thure truc tuyen) cac giay to sau:

* Giay to phai nop:

Gidy to lam can ci cham dut giam sat viéc giam ho theo quy
dinh cua Bo luat Dan su;

Vin ban Gy quyén theo quy dinh cta phap luat trong truong hop
ty quyén thuc hién viéc dang ky cham dut giam sat viéc giam
ho. Truong hop ngudi dugce ay quyén 1a éng, ba, cha, me, con,
v, chong, anh, chi, em rudt cua ngudi Gy quyén thi vin ban ay
quyén khdng phai ching thuc;

* Gidy to phai xuét trinh:

Ho chiéu/Ching minh nhan dan/Thé can cudc cong dan/Thé can
cude/Can cude dién ta/Gidy ching nhan can cudc hoic cac giay
to khac c¢6 dan anh va thong tin cd nhan do co quan c6 tham
quyen cap, con gia tri sir dung dé ching minh vé nhan than cua
ngu’ol c6 yéu cau dang ky giam sat viéc giam ho. Truong hop
cac théng tin c& nhan trong cac gidy to nay da co trong
CSDLQGVDC, CSDLHTDT, duoc hé théng dién ty dong thi
khong phai tai I&n (theo hinh thtc truc tuyén);

Gidy to c6 gia tri chitng minh théng tin vé cu tri trong truong
hop co quan ding ky ho tich khdng thé khai thac duoc thdng tin
vé noi cu tra cia céng dan theo cac phuong thic quy dinh tai
khoan 2 Dieu 14 Nghi dinh so 104/2022/NDP-CP ngay
21/12/2022 cua Chinh phu. Trudng hop céc thong tin vé gidy to
ching minh noi cu tra da duoc khai thac tor Co s dit ligu qUOC
gia vé dan cu bang cac phuong thirc ndy thi ngudi 6 yéu cau
khong phai xuat trinh (theo hinh thic truc tiép) hoic tai 1én (theo
hinh thire truc tuyén);
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*Luuy

- D6i véi gidy to nop, xuat trinh néu ngudi yéu cau nop hd so theo hinh thirc
truc tiép:

+ Nguoi tiép nhan c6 trach nhiém kiém tra, d6i chiéu voi thong tin trong to
khai, chup lai hoac ghi lai thong tin dé luu trong hd so va tra lai cho nguoi Xuat
trinh, khong duoc y&u cau nop ban sao hoic ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich c6 thé nop ban sao chang thuc tir ban chinh
hoic ban sao duoc cap tir s6 goc hogc ban chup kem theo ban chinh gidy to dé
d6i chiéu. Truong hop ngudi yéu cau ndp ban chup kém theo ban chinh gidy to
thi nguoi tiép nhan c6 trach nhiém kiém tra, d6i chiéu ban chup véi ban chinh
va ky xac nhan, khong duoc yéu cau nguoi di dang ky nop ban sao giay to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, di ho so diang ky ho tich theo
quy dinh cua phap luat ho tich, khong duoc yéu cau ngudoi diang ky hé tich nop
thém gidy to ma phap luat ho tich khéng quy dinh phai nop.

Nguoi tiép nhan hd so thuc hién khai thac thong tin trong Co sé dit liéu quéc
gia vé dan cu theo quy dinh phap luat néu nguoi yéu cau dang ky ho tich da
cung cap ho, chir dém, tén; ngay, thang, nim sinh; sé dinh danh ca nhan/thé can
cudc cong dan/thé can cudc/chiung minh nhan dan/can cudce dién ti. Truong
hop céc thong tin can khai thac khong co trong Co s& dit liéu qudc gia vé dan
cu thi dé nghi nguoi yéu cau ké khai day du.

- Ddi véi gidy to giri kém theo néu nguoi Yeu cau nop hd so theo hinh thirc truc tuyén:
+ Ban chup cac giay to giri kém theo ho so diang ky cham dut giam sat viéc
giam ho truc tuyén phai bao dam rd nét, day da, toan ven vé noi dung, la ban
chup bang may anh, di¢n thoai hoac dugc chup, dugc quet bang thiét bi dién ti,
tir giay to duoc Cap hop I€, con gia tri str dung.

+ Truong hop gidy to, tai liéu phai giri kém trong hd so dang ky cham dat glam
sat viéc giam ho truc tuyen d3 co ban sao dién tir hodc da co ban dién tir gidy to
ho tich thi ngudi yéu cau duoc st dung ban dién ti nay.

- Khi dén co quan ding ky ho tich nhan két qua (Trich luc dang ky cham dut
giam sat viéc giam ho/ban sao Trich luc dang ky cham dat giam sat viéc giam
ho), ngudi c6 yéu cau ding ky cham dut gidm sat viéc giam ho xuat trinh giay
to tuy than, nop c&c gidy to 12 thanh phan hé so ding ky cham duat giam ho theo
quy dinh phép luat ho tich.

- Tru’ong hop gu’l ho so qua hé thong buu chinh thi phai gui kem theo ban sao
c6 chiing thuc cac gidy to phai xuat trinh néu trén.

- Gidy to do co quan c6 tham quyén caa nudc ngoai cap, cong chang hoac xac
nhan dé str dung cho viéc diang ky ho tich tai Viét Nam phai dugc hop phap hoa
lanh sy, dich sang tiéng Viét theo quy dinh, trir trudng hop dugc mién theo diéu
wdc qubc té ma Vit Nam 1a thanh vién.

- Truong hop ngudi €6 yéu cau dang ky cham duat giam sat viéc giam ho khong
cung cap duogc gidy to néu trén theo quy dinh hoac gidy to nop, Xuat trinh bi tay
X0a, stra chira, 1am gia thi co quan dang ky ho tich c6 tham quyén huy bo két
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qua dang ky cham dut giam sat viéc giam ho.

2.4 | S6 lwong ho so: 01 bo.

Thoi han giai quyét: 03 ngdy lam viéc, truong hop can phai xac minh thi thoi

2.5 | han giai quyet duge kéo dai nhung khong qua 05 ngay lam viéc ke tr ngay ticp
nhan ho so.

Pia diém tiép nhan hd so va tra két qua giai quyét TTHC:
- B phan Tiép nhan va Tra két qua cia UBND cap x4.

2.6 | - H¢ thong thong tin giai quyét thu tuc hanh chinh tinh Ha Tinh (chi tiép nhan
hd so): http://dichvucong.hatinh.gov.vn hoic Cong Dich vu cong Qudc gia
https://dichvucong.gov.vn.

Co quan thuc hién: Uy ban nhan dan cap xa da dang ky giam sat viéc giam ho.

”7 Co quan c6 tham quyijen quyét dinh: Uy ban nhan dan cap xa.

" | Co quan dwgc iy quyen: Khong.

Co quan phdi hep: Co quan quan 1y Co sé dit liéu Qudc gia vé dan cu.

2.8 | Poi twong thuc hién TTHC: Ca nhan, phap nhan.
Két qua giai quyét TTHC:
- H6 so du diéu kién:
+ Trich lyc dang ky dang ky cham dut giam séat viéc giam ho (ban chinh), ban
sao Trich luc ding ky cham dut giam séat viéc giam ho (trudng hop yéu cau cap
ban sao Trich luc dang ky giam sat viéc giam ho).

2.9 | + Ban dién tir Trich luc dang ky cham dut gidm sat viéc giam ho (Ban dién tir s&
tu dong gui vé Kho quan ly dix Iiéu dién tir cua c4 nhan/dia chi thu dién tu/thiét
bi so/dién thoai cuia nguoi Yéu cau sau khi da hoan tat tha tuc dang ky giam sat
viéc giam ho tai co quan dang ky ho tich).

- H6 so khong du diéu kién: Vin ban thong bao khong du diéu kién cham dut
giam sat viéc giam ho.

2.10 | Quy trinh xi ly céng viéc

) . Bié
T Trinh tu Trach | Thoi | |2k
‘ nhiém gian .
qua
1. Tiép nhan ho so truc tiép tir ca nhan
Prc(;ic t‘gxlﬁich I\D/uc I?uu chhélgncén% |ci2: ho:;_lg Cong
0 ich vu uoc gi J <

https://dict?vucdng.gov.vn hogac Hé thégng Chﬁ’f t'ékp Gio Mau 91; 0,2’

B1 | théng tin giai quyét tha tuc hanh chinh tinh | NaNho oy 103 (neu co);

Ha Tinh https://dichvucong.hatinh.gov.yn. | SO t@1bo o106 va Ho so
R , , L. 2 phan Mot theo muc 2.3

2. Cong chue Tu phap - Ho tich kiém tra cira

ho so:

(i) Trudng hop hd so day da, hop 18 thi tiép
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nhan hd so, c6 Phiéu hen, tra két qua cho
ngudi ¢ yéu cau (néu ngudi ¢ yéu cau lua
chon hinh thac nop hd so truc tiép) hoac
gui ngay Phiéu hen, tra két qua qua thu
dién tir hoac gui tin nhan hen tra két qua
qua dién thoai di dong cho nguoi co yéu
cau (néu nguoi c6 yéu cau lya chon hinh
thac nop hd so truc tuyén), ddng thoi
chuyén hd so dé cong chtc 1am cong tac
ho tich xir ly.

Sau khi tiép nhan hd so theo hinh thuc nop
truc tiép, can bo tiép nhan hd so tai Bo
phan mot cta thuc hién sé hoa (sao chup,
chuyén thanh tai liéu dién ter trén hé théng
thong tin, co so dit liu) va ky sb vao tai
lidu, hd so giai quyét thu tuc hanh chinh d3
duoc s6 hoa theo quy dinh.

(i) Truong hop hd so chua day du, hop 1€
thi c6 thong bao cho nguoi yéu Cau bd
sung, hoan thi¢n ho so, néu 13 loai giy to,
noi dung can bd sung dé nguoi c0 yeu cau
bo sung, hoan thién. Sau khi hd so duoc bod
sung, thuc hién lai budc (i);

(iii) Truong hop nguoi c6 yéu cau dang ky
cham dut giam sat viéc giam ho khdng bo
sung, hoan thién duoc hd so thi bao cdo
Truong bo phan mot cira co6 thong béo tur
chéi giai quyét yéu cau dang ky cham dut
gidm sat viéc giam ho.

B2

B.2.1. Truong hop kiém tra ho so, khong
phai xac minh

+ Truong hop hd so can bd sung, hoan
thién hoic khong du diéu kién giai quyét,
phai tir chdi thi giri thdng bao vé tinh trang
ho so téi Bo phan mot cira dé thong béo
cho nguoi nop hd so - thuc hién lai budc
(ii) hoac (iii);

+ Trudng hop can phai kiém tra, xac minh
lam rd hoac do nguyén nhan khac ma khéng
thé tra két qua ding thoi gian di hen thi
cdng chic 1am cdng tac ho tich 1ap Phiéu
xin 18 va hen lai ngay tra két qua, trong do
néu rd Iy do cham tra két qua va thoi gian

Cong
chac Tu
phap - Ho
tich

02
ngay

Mau 05; Du
thao  Trich
luc dang ky
cham  dut
gidm sat viéc
gidm ho
hoac du thao
Van ban
théng  bao
khong  du
diéu  kién
cham  dut
giam sat viéc
giam ho
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hen tra két qua, Chuyen Bo phan mot cua dé
tra cho nguoi 6 yéu cau (neu nguoi co yéu
cau lya chon hinh thic nop hd so truc tiép),
hodc gui Phiéu xin 13i va hen lai ngay tra
két qua qua thu dién tir hoac gui tin nhan
qua dién thoai di dong cho ngudi co yéu
cau (néu nguoi céd yeu cau lya chon hinh
thizc nop ho so truc tuyén).

+ Néu thay ho so day du, hop I¢, ding quy
dinh, trudong hop tiép nhan hd so dang ky
cham dut giam sat viéc giam ho theo hinh
thie truc tiép, thi cong chie tu phap - hd
tich thuc hién viéc ghi vao S6 ding ky
cham dut giam séat viéc giam ho, cap nhat
thong tin dang ky cham dat giam sét viéc
giam ho trén Phan mém dang ky, quan ly
ho tich dién tir dung chung.

Truong hop tiép nhan hd so ding ky cham
dut giam sat viéc giam ho theo hinh thac
truc tuyén, céng chirc tu phap - ho tich guri
lai biéu mau Trich luc dang ky cham dut
gidm sat viéc giam ho dién tr vai thong tin
day du cho ngudi yéu cau qua thu dién tir
hoic thiét bi sé.

Nguoi yéu cau cd trach nhiém kiém tra
tinh chinh xac, diy du cua cac théng tin
trén biéu mau Trich luc ding ky cham duat
giam sat viéc gidm ho dién tir va xac nhan
(t6i da mot ngay).

Néu nguoi c6 yéu cau xac nhan thong tin da
thdng nhat, day da hoac khong c6 phan hdi
sau thoi han yéu cau thi céng chte tu phap -
ho tich thuc hién viéc ghi ndi dung vao So
dang ky cham dut giam séat viéc giam ho,
cap nhat thong tin dang ky cham dat giam
sat viéc giam ho trén Phan mém ding ky,
quan ly ho tich dién tir dung chung.

B.2.2. Truong hop phai xac minh thi tién

hanh xac minh. Trén co sé két qua Xac nS’aS

minh thuc hién nhw B.2.1. 8y

- Néu ho so du diéu kién: In trich luc dang Mau 05; Du
B3 | ky cham durt giam séat viéc giam ho; 02 gio | thao  Trich

- Néu hd so khong du diéu kién: Dy thao luc dang ky
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Van ban thong bao khong du dieu kien
cham dut giam sat viéc giam ho.
Trinh lanh dao UBND cap Xa.

cham  dut
gidm sat viéc
gidm ho
hoac du thao
Van ban
thong  bao
khong  du
diéu  kién
cham  dut
gidm sat viéc
giam ho

B4

Ky du thao két qua giai quyét thu tuc hanh
chinh

Lanh dao
UBND
cap xa

0,5
ngay

Mau 05, 06;
Trich luc
dang ky
cham  dut
gidm sat viéc
giam ho
hoac Van
ban  thong
bdo khdng
du diéu kién
cham  dut
giam sat viéc
giam ho

B5

Phét hanh van ban va tra két qua cho cong
chirc Tu phap - Ho tich

Cong
chiac Van
phong

02 gio

Mau 05, 06;
Trich luc
dang ky
cham  dut
gidm sat viéc
giam ho
hoac  Van
ban  thdng
bdo  khong
du diéu kien
cham  dut
gidm sat viéc
giam ho

B6

Chuyén ngudi dan ky vao S6 (néu cap trich
luc); tra ket qua, thu I€ phi theo quy dinh
(néu co).

Cong
chiec Tu
phap - HO
tich

Gio
hanh
chinh

Mau 01, 06;
Trich luc
dang ky
cham  duat
giam sat viéc
gidm ho
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hoic  Van
ban  thdng
bdo  khong
du diéu kien
cham  dut
gidm sat viéc
giam ho

* Truong hop ho so qua han xii Iy, trong thoi gian chdm nhét 01 ngay trudc ngay
het han xu ly, cdng chae Tu phap - HO tich trinh Chu tich UBND cap xa ky ban
hanh phieu xin 16i va hen lai ngay tra két qua dé gui cho t6 chuc, ca nhan.

* Trong qua trinh giai quyét ho so, nguoi co trach nhiém thuc hién can thyc
hién ddng thoi cac thao tac tiép nhan/chuyén/tra hd so, két qua giai quyét trén
phan mém: https://motcua.hatinh.gov.vn véi cac bude trong quy trinh.

BIEU MAU

@j

Mau 01 M&u 01.docx

Giay tiép nhan ho so va hen tra két qua
0

Mau 02 M&u 02.docx

Phiéu yéu cau bo sung hoan thién ho so
i

Mau 03 M&u 03.docx

Phiéu tir chéi tiép nhan giai quyét hd so
]

Mau 04 M3u 04.docx

Phiéu xin 13i va hen lai ngay tra két qua
0

I\/I?lu 05 ) i o Mau 05.docx
Phiéu kiém soat qua trinh giai quyét ho so

S6 theo ddi ho so

M3u 06 ]

M&u 06.docx

To khai dang ky cham dut giam sat viéc giam ho
BM.HT.X.02.01 -"""'E

BM.HT.X.02.01.doc

BM.HT.X.02.02 | MAiu ho tich dién tir twong tic dang ky chim dat giam



https://motcua.hatinh.gov.vn/
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sat viéc giam ho (néu nop hd so theo hinh thtc truc
tuyen).

[
|

BM.HT.X.02.02.doc

4 |HOSOLUU:

Mau 01; 02, 03, 04 (néu c6); 06 luu tai BO phan Tiép nhan va Tra ket qua cua
UBND cap xa. Mau 01, 05 luu theo ho so;

- | HO so dau vao theo muc 2.3;

- | S6 dang ky cham dut giam sat viéc giam ho;

- | Vin ban thong bao khong du diéu kién cham dut giam sat viéc giam ho (néu co);

Phan mém http://hotichdientu.moj.gov.vn; Phan mém Hé thong thong tin giai
quyeét thu tuc hanh chinh tinh Ha Tinh.

Ho so dugc luu tai UBND cap x4, thoi gian luu trit SO dang ky cham dat giam sét
viéc giam ho 1a vinh vién, con géc giay to khac thuc hién Iuu theo quy dinh cua Luat
H0 tich va cac van ban hudng dan thi hanh.
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B. THU TUC HANH CHINH PUQC SUA POI, BO SUNG
I. LINH VUC HO TICH
1. Thu tuc dang ky khai sinh

KY HIEU QUY TRINH QT.HT.X.03
2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thwc hién TTHC: Khong.

2.2 | Cach thirc thuc hign TTHC:
- Nguoi c6 yéu cau ding ky khai sinh truc tiép thuc hién hozc ty quyén cho
ngu:(‘)’i khac thuc hién nop ho so truc tiép tai Bo phan TN&TKQ cua UBND
cap x&;
- Gri h6 so qua Dich vu buu chinh cong ich;
- Nop ho so tryc tuyén trén Cong Dich vu cong Quoc gia
https://dichvucong.gov.vn hoac H¢ thong thdng tin giai quyét tha tuc hanh
chinh tinh Ha Tinh https://dichvucong.hatinh.gov.vn.

5 A A A, Ban Ban
2.3 | Thanh phan hé so, bao gom: chinh | sao

To khai dang ky khai sinh theo mau BM.HT.X.03.01 (néu
nop theo hinh thuc truc tiép hoac gui ho so qua Dich vu buu X
chinh cong ich);

Mﬁu ho tich dién tu trong tac dang ky khai sinh (do ngudi yéu
cau cung cap thong tin theo hudéng dan trén Cong dich vu cong,
néu ngudi co yéu cau lya chon ndp ho so theo hinh thuc truc
tuyén);

Nguoi ¢ yéu cau dang ky khai sinh thuc hién viéc nop/xuat
trinh (theo hinh thtrc truc tiép) hodc tai 1&n (theo hinh thirc
truc tuyén) céc gidy to sau:

* Gidy to phdi ngp:

Giay ching sinh,

Truong hop khéng c6 Gidy ching sinh thi nop vian ban cua
ngudi 1am chang xac nhan vé viéc sinh; néu khong co nguoi
lam chung thi phai ¢ gidy cam doan vé viéc sinh theo mau
BM.HT.X.03.02; X
Trieong hop nguoi yéu cau da nép bdn dién tir Gidy ching
sinh hodc co quan dang ky hé tich da khai thac dwoc dir ligu
dién tir ¢6 ky so cua Gidy ching sinh thi khdng phai ngp ban
glay.

Truong hop tré em bi bo roi thi phai ¢ bién ban vé viéc tré | x
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bi bo roi do co quan c6 tham quyén lap;

Truong hop khai sinh cho tré em sinh ra do mang thai ho thi
ptléi c6 van ban xac nhan cua co so' y té da thuc hién ky thuat X
ho tro sinh san cho viéc mang thai ho;

Vin ban uy quyén (duoc chung thuc) theo quy dinh cua phap
luat trong truong hop ay quyén thuc hién viéc dang ky khai
sinh.

Truong hop nguoi di dang ky khai sinh cho tré em la ong, ba, X
ngudi than thich khac thi khéng phai co van ban ay quyén
cua cha, me tré em, nhung phai théng nhit véi cha, me tré
em vé cac noi dung khai sinh;

Gidy to ching minh thuoc gia dinh c6 cong vei cach mang,
nguoi thudc hd ngheo, nguoi khuyet tat (néu co).

* Gidy tor phdi xudt trinh:

H¢ chiéu/Chiing minh nhan dan/Thé can curéc cong dan/The
can cwde/Can cwde dién wrlGidy ching nhdn cdn cuedc hoac
cac gidy to khéac c6 dan anh va thong tin ca nhan do co quan
c6 tham quyén cip, con gia tri s dung dé chang minh vé
nhan than cua nguoi c6 yéu cau diang ky khai sinh. Trudng
hop céc thong tin c& nhan trong cac gidy to nay di cd trong
CSDLQGVDC, CSDLHTDT, duogc hé théng dién tu dong
thi khdng phai tai 1&n (theo hinh thuc truc tuyén);

Gidy to ching minh noi cu trii ctia cong dan Viét Nam dé
chtng minh tham quyén ding ky khai sinh trong truong hop
co quan dang ky ho tich khong thé khai thac dugc thong tin
vé noi cu tri cta cong dan theo cac phuong thirc quy dinh tai
khoan 2 Piéu 14 Nghi dinh sb 104/2022/ND-CP ngay
21/12/2022 ctia Chinh phu. Trudng hop cac thong tin vé gidy
to chirng minh noi cu tra da dugc khai thac tir Co s¢ dir 1iéu
qudc gia vé dan cu bang cac phuong thirc nay thi ngudi c6
yéu cau khong phai xuét trinh (theo hinh thuc truc tiép) hoic
tai 1én (theo hinh thiic truc tuyén).

*Luuy:

- Trudng hop giri hd so qua Dich vy buu chinh cdng ich thi phai giri kém theo
ban sao c6 chang thuc cac gidy to phai xuat trinh.

- i vai gidy to ndp, Xuat trinh néu ngudi yéu cau nop hd so theo hinh thic truc tiép:
+ Poi voi gidy to xuit trinh khi ding ky ho tich, nguoi tiép nhan c6 trach
nhiém kiém tra, dbi chiéu vai thdng tin trong to khai, chup lai hoac ghi lai
thong tin dé luu trong hd so va tra lai cho ngudi Xuét trinh, khong duoc yéu
cau nop ban sao hoic ban chup giay to do.

+ Ngudi yéu ciu ding ky ho tich ¢ thé nop ban sao ching thuc tir ban chinh
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hoac ban sao dugc cap tir s6 géc hoac ban chup kém theo ban chinh giay to dé
dbi chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh gidy
to thi nguoi tiép nhan cé trach nhiém kiém tra, doi chiéu ban chup voi ban
chinh va ky xac nhan, khong duoc yéu cau ngudi di dang ky ndp ban sao gidy
to do.

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

Nguoi tiép nhan hd so thuc hién khai thac thong tin trong Co so dit liéu quéc
gia vé dan cu theo quy dinh phap luat néu nguoi yéu cau ding ky ho tich da
cung cap ho, chit dém, tén; ngay, thang, nim sinh; sé dinh danh c& nhan/thé
can cwoc cOng dan/thé can cwoclchimg minh nhdan dan/can cuoc dién ti.
Truong hop céc thdng tin can khai thac khong c6 trong Co sé dit liéu quéc gia
vé dan cu thi dé nghj ngudi yéu cau ké khai day di.

- Poi véi gidy to giri kém theo néu nguoi yéu cau nop ho so theo hinh thirc
tryc tuyén:

+ Ban chup cac glay to gui kém theo hé so dang ky khai sinh truc tuyén phai
bao dam rd nét, day du, todn ven vé noi dung, la ban chup bang may anh, di¢n
thoai hoac dugc chup, dugc quét bang thiét bi dién tu, tir gidy to dugc cap hop
1€, con gia tri s dung; néu la gidy to do co quan c6 tham quyén nudc ngoai
cap thi phai dugc hop phéap hda lanh su, dich sang tiéng Viét theo quy dinh,
trir trudng hop dugc mién hop phap hda lanh sy.

+ Truong hop gidy to, tai liéu phai giri kém trong hd so dang ky khai sinh truc
tuyén di c6 ban sao dién tir hodc dd co ban dién tir gidy to ho tich thi nguoi
y&u cau dugce sir dung ban dién tir nay.

+ Khi deén co quan dang ky ho tich nhan két qua (Giay khai sinh/ban sao Giay
khai sinh), nguoi o yéu cau dang ky khai sinh phai nop ban chinh Giy chang
sinh; xuat trinh gidy to th than.

Truong hop nguoi yéu cau dang ky khai sinh khéng cung cap duoc gidy to néu
trén theo quy dinh hodc gidy to nop, xuat trinh bi tay x06a, sira chita, lam gia thi
co quan diang ky ho tich ¢6 tham quyén hiy bo két qua diang ky khai sinh.

- Gidy to do co quan c6 thim quyén cua nudc ngoai cap, céng chuang hoic xac
nhan dé st dung cho viéc dang ky ho tich tai Viét Nam phai duoc hop phép
héa lanh sy theo quy dinh cua phap luat, dich sang tiéng Viét theo quy dinh,
trir truong hop dugc mién theo didu wéc qudc té ma Viet Nam la thanh vién.

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

+ Vigc xac dinh ho, dan tdc, dat tén cho tre em phai phu hop véi phap luat va
y8u cau giir gin ban sic dan toc, tap quan, truyén thong van héa tot dep cua
Viét Nam; khong dat tén qué dai, kho str dung.

+ Truong hop cha, me khong thoa thuan dugc vé ho, dan toc, qué quan cua con
khi dang ky khai sinh thi ho, dan toc, qué quan cua con dugc Xxac dinh theo tap
quan nhung phai bao dam theo ho, dan toc, qué quan cua cha hoac me.
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- Truong hop cho phép ngudi yéu cau dang ky ho tich lap van ban cam doan
V€ ndi dung yéu cau dang ky ho tich thi co quan dang ky ho tich phai giai
thich & cho nguoi 13p vin ban cam doan vé trach nhiém, hé qua phap Iy cua
viéc cam doan khong dung su that.

Co quan dang ky ho tich tu chéi giai quyet hodc dé& nghi co quan c6 tham
quyén hay bo két qua dang ky ho tich, néu c6 co s& xac dinh ndi dung cam
doan khong dung su that.

2.4 | S6 lwgng hd so: 01 bo.

Thoi han giai quyét: Ngay trong ngay tlep nhan du hd so hop 18, trudng hop
nhan hé so sau 15 gio ma khéng giai quyet duoc ngay thi tra két qua trong

2:5 ngay lam viéc tiép theo. Truong hop can phai x4c minh tinh trang hén nhan
cua cha me thi thoi han giai quyét khong qua 05 ngay lam viéc.

Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
- B6 phan Tiép nhan va Tra két qua caa UBND cép xA.

2.6 | - He thdng thong tin giai quyét thi tuc hanh chinh tinh Ha Tinh (chi tiép nhan
ho so): https://dichvucong.hatinh.gov.vn hoac Cong Dich vu céng Quoc gia
https://dichvucong.gov.vn .

Co quan thuc hién:
- UBND cép xi noi cu tra ciia ngudi cha hodc ngudi me thuc hién ding ky
khai sinh cho tré em;
- UBND cép xa noi 1ap bién ban vé viéc tré bi bo roi ddi véi truong hop diang

57 ky khai sinh cho tré bi bo roi;

- UBND cap xa noi tré dang cu tru c6 trach nhiém dang ky khai sinh cho tré
chua xac dinh duoc cha, me.

Co quan cd tham quyen quyét dinh: UBND cap xa. Co quan duoc ty
quyen: Khong.

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

2.8 | Pbi twong thuc hién TTHC: Cé4 nhan
Két qua giai quyét TTHC:

- H6 so du diéu kién:
+ Gidy khai sinh ban chinh (01 ban); ban sao Gidy khai sinh dugc cap theo yéu cau.

59 |+ Ban dién tir Gidy khai sinh (Ban dién tir s& tu dong giri vé Kho quan ly dit
li¢u dién tir cua ca nhan/dia chi thu dién tu/thiet bi so/dién thoai cua ngudi yéu
cau sau khi da hoan tat thu tuc dang ky khai sinh tai co quan dang ky ho tich).

- Ho so khong du diéu Kién: Vin ban thong bao khong du diéu kién cap Giay
Kkhai sinh.

2.10 | Quy trinh xi ly cong viéc

TT Trinh ty Tréch Thoi Biéu

nhiém gian mau/Két
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qua

Bl

1. Tiép nhan hd so truc tiép tir c& nhan
hoac tr Dich vu buu chinh cdng ich
hodc trén Cong Dich vu cdng Quéc gia
https://dichvucong.gov.vn  hoac  Hé¢
théng thong tin giai quyét thu tuc hanh
chinh tinh Ha Tinh
https://dichvucong.hatinh.gov.vn.

2. Cong chic Tu phap - Ho tich kiém tra
hd so:

- Néu ho so chua diy du hoic khong
hop 1&: Huéng dan hoic thong bao bang
van ban cho ¢4 nhan b sung, hoan thién
hd so. Trudng hop khdng bé sung, hoan
thién duoc hd so thi thong bao tir chdi
giai quyét ho so.

- Néu hé so day du, hop 18: Lam thu tuc
tiép nhan ho so va thu phi, 18 phi theo
quy dinh. Néu tiép nhan hd so sau 15
gio thi gui Phiéu hen, tra két qua cho
ngudi ¢6 yéu cau trong ngay lam viéc
tiép theo hoac gui tin nhin hen tra két
qua qua dién thoai di dong cho nguoi ¢
y&u cau (néu nguodi c6 yéu cau lya chon
hinh thic nop hé so truc tuyén).

Sau khi tiép nhan hd so theo hinh thic
nop truc tiép, Cong chire Tu phap - HO
tich thuc hién sé hoa (sao chup, chuyén
thanh tai liéu dién ta trén hé thdng thdng
tin, co s& dit liéu) va ky sb vao tai liéu,
hd so giai quyét thi tuc hanh chinh da
duogc s6 hoa theo quy dinh.

Cong
chire Tu
phap -
Ho tich

Gio hanh
chinh

Mau 01; 02,
03 (néu co),
06 va Ho so
theo muc 2.3

B2

B2.1. Truwong hop khdng can xac
minh

Kiém tra, xem xét hd so:

- Néu du diéu kién: Ghi noi dung khai
sinh vao S6 dang ky khai sinh, cap nhat
vao phan mém ho tich. Trudng hop cha,
me lya chon quéc tich Viét Nam cho con
thi chuyén thong tin dén Co s¢ dir liéu
Qudc gia vé dan cu dé lay Sb dinh danh
cd nhan. Sau khi c6 s6 dinh danh ca

Cong
chac Tu
phap -
Ho tich

02 gio

Mau 05;
Du thao
Gidy  khai
sinh hoac du
thao van ban
théng  bao
khong  du
diéu  kién
cap  Gidy
khai sinh
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nhan, in dy thao Giay khai sinh:

- Trudng hop tiép nhan hd so ding ky
khai sinh theo hinh thuc truc tuyén: Gui
lai biéu miu Gidy khai sinh dién tu voi
thong tin ddy du cho ngudi yéu cau qua
thu dién tir hoac thiét bj sd.

Nguoi yéu cau c6 trach nhiém kiém tra
tinh chinh x4c, day du cua cac thdng tin
trén biéu mau Gidy khai sinh dién tir va
xé&c nhan (t6i da mot ngay).

Néu nguoi c6 yéu cau xac nhan théng
tin da thong nhat, day du hoac khdng c6
phan héi sau thoi han yéu cau thi ghi noi
dung vao So6 dang ky khai sinh, cap nhat
thong tin dang ky khai sinh va luu chinh
thire trén Phan mém dang ky, quan Iy ho
tich dién tir dung chung.

- Néu khong du diéu kién: Du thao van
ban thong bao khong du diéu kién cap
Gidy khai sinh;

Trinh 1anh dao UBND cap x4.

B.2.2. Trudng hop cian x4c minh tinh
trang hdn nhan cua cha, me tré em thi

tién hanh xac minh. Trén co s& X&¢ minh 04 ngay
thi tién hanh nhu budc 2.1
Mau 05;
Gidy  khai
sinh hoac
B3 L(\y du Ehéo két qua giai quyet tha tuc LSthNdSO 01 giv :l?élng Egg
anh chinh. Lo A ,
cap xa khong  du
diéu  kién
cap  Giay
khai sinh
Mau 05, 06;
Gidy  khai
, Cong sinh  hozc
B4 Phat hanh van ban va tra két qua cho| chuc 01 giv van ban
cbng chire Tu phap - Ho tich. Van théng  béo
phong khong  du
diéu  kién
cap  Gidy
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khai sinh
Mau 01, 06;
Gidy  khai
7 _ q Cong sinh hoac
Chuyén nguoi dan ky vao So dang ky chie Tu | Gis hanh van ban
B5 | khai sinh va trd ket qua, thu phi, 1¢ phi ohap - chinh théng  béao
theo quy dinh (néu co). H5 tich khong ) du
o diéu ién
cap  Giay
khai sinh

- D6i Vdi Yéu cdu ding ky khai sinh ma cha, me tré da dang ky két hén, trén co
s¢ thdng tin vé Gidy chizng nhdn két hdn cung cdp trong To khai déing ky khai
sinh, co quan dang ky hé tich ¢d trach nhiém tra cizu thdng tin vé tinh trang
hon nhan cia cha, me tré trén Hé thong thong tin gidi quyét tha tuc hanh
chinh cdp tinh théng qua két néi véi Co sé dir lidu hé tich dién tir, Co sé di
ligu quac gia vé dan cue. Két qua tra citu dwege heu trit duedi dang dién tir hodgc
ban gidy, phan dnh day dii, chinh xac thong tin tai thoi diém tra citu va dinh
kém hé so ciia nguoi ding ky. Triong hop khong tra ciru dioc tinh trang hon
nhan do chua c6 thong tin trong Co so dit lieu ho tich dien tu, Co so dir lieu
quoc gia vé dan cu, thi co quan dang ky ho tich dé nghi Uy ban nhan dan Cap
xd noi ngwoi Yeu cau thuong tri/noi da dang ky két hdn xac minh, cung cap
thong tin. Trong thoi han 03 ngay 1am viéc ké tir ngay nhdn duwoc yéu cau xac
minh, Uy ban nhan dan cdp xa noi nhdn dwoc dé nghi xac minh cé trach
nhiém kiém tra, xac minh va guri két qud vé tinh trgng hén nhan ciia ngueoi do.
- Trong thoi han 60 ngay ké tir ngay sinh con, cha hoic me c6 trach nhiém
dang ky khai sinh cho con; trudng hop cha, me khdng thé dang ky khai sinh
cho con thi 6ng hoic ba hoic nguoi than thich khac hoic c& nhan, to chuc
dang nuoi dudng tré em co trach nhiém dang ky khai sinh cho tré em.

- Truong hop dang ky khai sinh cho tré bi bé roi thi sau khi nhan duoc thong
b4o, Chu tich Uy ban nhan dan cip xa hodc Truéng cdng an cap xa cd trach
nhiém t6 chuc 1ap bién ban vé viéc tré bi b roi.

Sau khi 1ap bién ban, Uy ban nhan dan cap x4 tién hanh niém yét tai tru s¢ Uy
ban nhan dan trong 07 ngay lién tuc vé viéc tré bi bo roi. Hét thoi han niém
yét, néu khdng co6 thdng tin vé cha, me dé cua tré, Uy ban nhan dan cap xé
théng bao cho ca nhan hoic t6 chirc dang tam thoi nuoi dudng tré dé tién hanh
dang ky khai sinh cho tré.

- Trudng hop tré chua xac dinh dugc cha thi ho, dan toc, qué quan, quéc tich
cua con duoc xac dinh theo ho, dan toc, qué quan, qudc tich cia me; phan ghi
vé cha cua tré dé tréng. Néu vao thoi diém dang ky khai sinh nguoi cha yéu
cau 1am tha tuc nhan con thi két hop giai quyét viéc nhan con va ding ky khai sinh.
- Trudng hop tré chua xac dinh dugc me ma khi ding ky khai sinh cha yéu cau
lam tha tuc nhan con thi két hop giai quyét viéc nhan con va diang ky khai
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sinh; phan khai vé me cua tré dé trong.

- Truong hop tré khéng thudc dién bi bo roi, chua xac dinh dugc ca cha va me
thi thyc hién twong ty nhu dang ky khai sinh cho tré bi bo roi, nhung trong S6
ho tich ghi 16 “Tré chua xac dinh dugc cha, me”.

- Truong hop hd so khong xu 1y duoc trong ngay lam viéc hoac trong ngay
lam viéc tiép theo (d6i voi hd so nhan sau 15 gio) hoac 05 ngay lam vigc ddi
véi trudng hop can xac minh, trong ngay hen tra két qua, cong chac Tu phap -
Ho tich trinh Chu tich UBND cap x4 ky ban hanh phiéu xin 15i va hen lai ngay
tra két qua dé gui cho té chuc, c& nhan.

- Trong qua trinh giai quyét hd so, ngudi co trach nhiém thuc hién can thuc
hién ddong thdi cac thao tac tiép nhan/chuyén/tra hd so, két qua giai quyét trén
phan mém: https://motcua.hatinh.gov.vn véi cac budc trong quy trinh.

BIEU MAU

Gidy tiép nhan ho so va hen tra két qua

Mau 01 W

M3u 01.docx

Phiéu yéu cau bo sung hoan thién ho so

MAu 02 W

M3u 02.docx

Phiéu tir chéi tiép nhan giai quyét hd so

Mau 03 Iﬁﬁ

M&u 03.docx

Phiéu xin 15i va hen lai ngay tra két qua

Mau 04 IEH

M3u 04.docx

Phiéu kiém soét qué trinh giai quyét ho so
MAu 05 g

M3&u 05.docx

S6 theo dbi hd so
M3u 06 g

M3u 06.docx
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[
-

BM.HT.X.03.01.doc

BM.HT.X.03.01 To khai dang ky khai sinh
-
BM.HT.X.03.02.doc
BM.HT.X.03.02 Van ban cam doan
M’E:lu ho tich dién tu twong tac dang ky khai sinh
(néu nop ho so theo hinh thic truc tuyen).
BM.HT.X.03.03

BM.HT.X.03.03.doc

4 |HOSOLUU:

Mau 01; 02, 03, 04 (néu c6); 06 luu tai Bo phan Tiep nhan va Tra ket qua cua
UBND cap xa. Mau 01, 05 Iuu theo ho so;

- | Ho so dau vao theo muc 2.3;

- | Sb ding ky khai sinh;

- | Vian ban thong bao khong du diéu kién cap Giay khai sinh (néu co);

Phan mém http://khaisinhdientu.moj.gov.vn; Phan mém Hé thong théng tin

giai quyét thu tuc hanh chinh tinh Ha Tinh.

Ho so dugc luu tai UBND cp x4, thoi gian luu trir SO dang ky khai sinh 1a vinh vién,
con cac giay to khac thuc hién luu theo quy dinh cua Luat HO tich va cac van ban

hudéng dan thi hanh.
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2. Thi tuc ding ky két hon

KY HIEU QUY TRINH QT.HT.X.04

2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thuc hién TTHC:
* Nam nir két hdn voi nhau phai tuan theo cac diéu kién sau:
- Nam tir da 20 tudi tro 1én, nix tir da 18 tudi tro 1én;
- Viéc két hdn do nam va nir tu nguyén quyét dinh:
- Khdng bi mat nang lyc hanh vi dan su;
- Viéc két hon khdng thudc mot trong céc truong hop cam két hdn, gom:
+ Két héon gia tao;
+ Tao hon, cudng ép két hon, lra dbi két hon;
+ Nguoi dang ¢6 vo, ¢6 chong ma ket hon hoac chung séng nhu vo chong voi
ngu’(‘)’i‘khéc hodc chua ¢6 vg, chua c6 chong ma két hdn hoac chung song nhu
vo chong vai nguoi dang c6 chong, ¢ Vo;
+ Ké&t hon hoac chung song nhu vo chong gitra nhitng ngudi cling dong mau
ve truc hé; gitta nhimg ngudi ¢ ho trong pham vi ba doi; gitra cha, me nuoi
V6i con nudi; gitra nguoi da tung la cha, me nudi véi con nudi, cha chong véi
con dau, me vo vai con ré, cha duong véi con riéng cua vo, me ke vai con
riéng cua chong.
* Nha nuac khong thtra nhan hon nhan gitra nhitng ngudi cung giai tinh.,

2.2 | Cach thirc thuc hign TTHC:
- Nguoi ¢6 yéu cau dang ky két hon nop ho so truc tiép tai Bo phan TN&TKQ
cua UBND cap x&;
- Nop ho so tryc tuyén trén Cong Dich vy cdng Quoc gia
(https://dichvucong.gov.vn) hoac Hé thong thong tin giai quyét thu tuc hanh
chinh tinh Ha Tinh (https://dichvucong.hatinh.gov.vn) (bén nam hoac bén nix
cd thé nép ho so ma khong can ¢d vian ban uy quyen cuaa bén con lai).

N A LA AL Ban | Ban

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

To khai ding ky két hon theo mau BM.HT.X.04.01, c6 di
| thdng tin cua hai bén nam, ni. Hai bén nam, nix c6 thé khai «

chung vao mét To khai dang ky két hon (neu ngudi co yéu cau
lya chon nop hd so theo hinh thuc truc tiép;

Mau hd tich dién tu twong tac dang ky két hon (do nguoi yéu Cau
cung cap thong tin theo hudng dan trén Cong dich vu cong, néu
ngudi ¢6 Yeu cau lra chon nop hd so theo hinh thic truc tuyén);

Ngudi ¢6 yéu cau ding Ky két hdn thuc hién viéc nop/xuét trinh
(theo hinh thuc truc tiép) hoac tai Ién (theo hinh thac truc
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tuyén) céc giay to sau:

* Gidy to phdi xudt trinh:

Hé chiéu/Chiing minh nhan dan/Thé can cuéc cong dan/Thé
can cude/Can cude dién tlGidy ching nhdn cdn cudéc hoic
cac gidy to khac c6 dan anh va thong tin ca nhan do co quan c6
tham quyen cp, con gia tri sw dung dé ching minh vé nhan| X
than cua ngu’OI c6 yéu cau dang ky két hon. Truong hop cac
thdng tin ca nhan trong cac gidy to nay da cé trong
CSDLQGVDC, CSDLHTDT, duoc hé thong dién tu dong thi
khdng phai tai 1&n (theo hinh thuc truc tuyén);

Gidy to 6 gia tri chitng minh théng tin vé cu tra trong truong
hop co quan ding ky ho tich khéng thé khai thac duoc thdng
tin vé noi cu tra cua cong dan theo cac phuong thic quy dinh
tai khoan 2 Piéu 14 Nghi dinh s 104/2022/NB-CP ngay
21/12/2022 cua Chinh phu. Truong hop cac thong tin vé gidy | X
to chimg minh noi cu tra da dugc khai thac tor Co so dit liéu
quéc gia vé dan cu bang cac phuong thirc nay thi nguoi ¢6 yéu
cau khong phai xuét trinh (theo hinh thic truc tiép) hoic tai 1én
(theo hinh thirc truc tuyén).

* Luuy:

- Doz Vi yéu cau ding ky két hén, co quan dang ky ho tich tra ciu thong tin
vé tinh trang hon nhan cua nguoi yéu cau dang ky két hén trén He thong théng
tin gidi quyét thii tuc hanh chinh cdp tinh théng qua két néi véi Co sé dir liéu
hé tich dién tir, Co sé dir liéu quoc gia vé dan cw. Két qua tra ciru dwoc lieu
trit dwdi dang dién tir hodc ban gidy, phan dnh ddy &, chinh xdc théng tin tai
thoi diém tra cieu va dinh kém hé so ciia ngwoi ding ky. Trieong hop khéng tra
cteu dweoc tinh trang hon nhdn do chwa co thong tin trong Co so dir liéu ho tich
dién tir, Co s6 dir liéu quéc gia vé dan cu, thi co quan dang ky hé tich dé nghi
Uy ban nhdn dan cdp xd noi nguoi yéu cau thirong tri/noi da dang ky két hén
xdc minh, cung cap thong tin. Trong thoi han 03 ngay lam viéc ké tir ngay
nhdan dwoc yeu cau xdc minh, Uy ban nhén déan cdp xd noi nhdn dwoc dé nghi
xdc minh 6 trach nhiém kiém tra, xdc minh va gii két quad vé tinh trang hon
nhan cua nguoi do.

- Néu bén két hon la cong dan Viét Nam da ly hon hoac huy vige két hon tai co
quan co tham quyen nwoc ngodi nhu’ng qua tra curu thong tin trong Co so dir
lieu h tich dien tu; thong qua két noi giza Hé théng thdng tin gidi quyét tha
tuc hanh chinh cdp tinh véi Co sé dit ligu hg tich dién tir, Co sé dit lidu quoc
gia vé dan cu khong thé hién thong tin vé viéc da ghi chii ly hén, hiy viéc két
hén thi co quan déang ky hé tich hwéng dan cong dan thyec hién tha tuc ghi vao
s6 hé tich viéc ly hdn/hiy viéc két hén tai co quan nha méc ¢d tham quyen
trieée khi gidi quyét viée ding ky két hon.

- Dbi véi gidy to nop, xuat trinh néu nguoi yéu cau nop hd so theo hinh thirc
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truc tiép:

+ D6i voi gidy to xuat trinh khi ding ky ho tich, nguoi tiép nhan cé trach
nhiém kiém tra, ddi chiéu vai thdng tin trong to khai, chup lai hoac ghi lai
thong tin dé luu trong hd so va tra lai cho ngudi xuét trinh, khong duoc yéu
cau nop ban sao hoic ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich c6 thé nop ban sao ching thuc tir ban chinh
hoac ban sao dugc cip tir s6 géc hoic ban chup kém theo ban chinh gidy to dé
dbi chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh gidy
to thi nguoi tiép nhan cé trach nhiém kiém tra, ddi chiéu ban chup véi ban
chinh va ky xéac nhan, khong duoc yéu cau ngudi di ding ky nop ban sao giay
to do.

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

Nguoi tiép nhan hd so thuc hién khai thac thong tin trong Co s& dir liéu quéc
gia vé dan cu theo quy dinh phap luat néu nguoi yéu cau ding ky ho tich da
cung cap ho, chir dém, tén; ngdy, thang, nam sinh; sé dinh danh ca nhan/thé
can cuoC cong dan/thé can cuoclchiung minh nhan dan/can cwoc dién tu.
Truong hop céc thdng tin can khai thac khéng cé trong Co sé dit liéu qudc gia
vé dan cu thi dé nghi nguoi yéu cau ké khai day du.

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

+ Ban chup cac gidy to giri kém theo hd so dang ky két hon truc tuyén phai
bao dam rd nét, day du, toan ven vé noi dung, 1a ban chup bang méy anh, dién
thoai hoac duoc chup, dugc quét bang thiét b dién tu, tur glay to dugc cap hop
1€, con gia tri s dung; néu la gidy to do co quan c6 tham quyén nudc ngoai
cap thi phai dugc hop phéap héa 1anh su, dich sang tiéng Viét theo quy dinh,
trir trudong hop dugc mién hop phap héa Ianh sy.

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

- Gidy to do co quan c6 thim quyén cta nudc ngoai cap, céng ching hoic xac
nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phép
hoéa 1anh sy, dich sang tiéng Viét va ching thuc chir ky nguoi dich theo quy
dinh cua phép luat; trir truong hop duwoc mién theo diéu wdc quéc té ma Viét
Nam la thanh vién.

Truong hop ngudi yéu cau ding ky két hon khong cung cap duoc gidy to néu
trén theo quy dinh hodc gidy to nop, xuét trinh bi tay x06a, sira chita, lam gia thi
co quan dang ky ho tich c6 tham quyén huy bo két qua ding ky két hon.

2.4

S6 lwgng ho so: 01 bo.

2.5

Thoi han giai quyét: Ngay trong ngay tiép nhan du hd so hop Ié (nhan ho so
sau 15 gio ma khong giai quyét duoc ngay thi tra két qua trong ngay lam viéc
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tiép theo). Truong hop can phai xac minh diéu kién ket hon cua hai bén nam,
nir thi thoi han giai quyét khéng qua 05 ngay lam viéc.

Pia diém tiép nhan hd so va tra két qua giai quyét TTHC:
- B6 phan Tiép nhan va Tra két qua caa UBND cép x4.

2.6 | - Heé thdng thong tin giai quyét tha tuc hanh chinh tinh Ha Tinh (chi tiép nhan
hd so): https://dichvucong.hatinh.gov.vn hoac Cong Dich vu cdng Quéc gia
https://dichvucong.gov.vn .

Co quan thuc hién: UBND cép x4 noi cu tra ciia bén nam hozc bén nit.

,; | Coquan c6 tham quyeén quyét dinh: UBND cap x4.

" | Co quan dwoc ity quyén: Khéng.
Co quan phdi hop: Co quan quan Iy Co sé dit liéu Quéc gia vé dan cu.

2.8 | Poi twong thuc hién TTHC: Cé& nhan.

Két qua giai quyét TTHC:
- H6 so du diéu kién:
+ Giay ching nhan két hon ban chinh, mdi bén vo, chong 01 ban.

2.9 | + Ban dién tir Trich luc két hon (Ban dién tar s& tu dong gui vé Kho quan ly dix
liéu dién tir cia ca nhan/dia chi thu dién ta/thiét bi sd/dién thoai cia ngudi yéu
cau sau khi d3 hoan tat tai co quan diang ky hé tich).

- H6 so khong du diéu kién: Van ban thong bao khong du diéu kién.
2.10 | Quy trinh xi ly cong viéc
. ‘s Biéu
TT Trinh tu Trach | Thot | o~
nhiém gian .
g qua
1. Tiép nhan ho so tryc tiép tir ca nhan
hoic trén Cong Dich vu céng Qudc gia
(https://dichvucong.gov.vn) hodc Hé thong
théng tin giai quyét thu tuc hanh chinh tinh
Ha Tinh
(https://dichvucong.hatinh.gov.vn).
2. Cong chie Tu phap - Ho tich kiémtra| Cong Mau 01, 02

B1 hd so: chirc T | Gio hanh | (néu cd), 06
- Néu hd so chua ddy du hoac khong | phap- | chinh jva Ho so
hop 1&: Huéng dan hoic thong bao bang | HO tich theo muc 2.3
van ban cho ca nhan bo sung, hoan thién
hd so. Trudng hop khong bo sung, hoan
thién dugc ho so thi théng bao tir chdi
giai quyét ho so.

- Néu ho so day dua, hop 1&: Lam thu tuc
tiép nhan hod so va thu phi, 1& phi theo
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quy dinh. Néu tiép nhan ho so sau 15
gio thi gui Phiéu hen, tra ket qua cho
ngudi o yéu cau trong ngay lam viéc
tiép theo hodc g tin nhan hen tra két
qua qua dién thoai di dong cho ngudi €6
yéu cau (néu nguoi €0 yeu cau lya chon
hinh thtc nop hé so truc tuyén).

Sau khi tiép nhan hd so theo hinh thic
nop truc tiép, Cong chic Tu phap - HO
tich thuc hién sb héa (sao chup, chuyén
thanh tai liéu dién tir trén hé thong thdng
tin, co s& dir liéu) va ky sb vao tai liéu,
hd so giai quyét thu tuc hanh chinh da
duoc s6 hoa theo quy dinh.

B2

B2.1: Kiém tra, xem xét ho so:

- Truong hop du diéu kién va khong
phai xac minh: thuc hién viéc ghi vao
S6 dang ky két hon, cap nhat thong tin
dang ky két hon va luu chinh thac trén
Phan mém dang ky, quan ly ho tich dién
tir dung chung.

Truong hop tiép nhan ho so ding ky két
hon theo hinh thic truc tuyén: Gui lai
biéu mau Gidy chtng nhan két hon dién
tr voi thong tin ddy du cho nguoi yéu
cau qua thu dién tir hoac thiét bi so.
Nguoi yéu cau co trach nhiém kiém tra
tinh chinh xéc, day du cua cac thdng tin
trén biéu mau Giay ching nhan két hén
dién tir va xac nhan (t6i da mot ngay).
Néu nguoi co yéu cau xac nhan théng
tin da thong nhat, day da hoic khdng c6
phan hoi sau thoi han yéu cau thi ghi noi
dung vao Sb ding ky két hon, cap nhat
thong tin dang ky két hon va luu chinh
thire trén Phan mém ding ky, quan 1y ho
tich dién tr dung chung, in du thao Gidy
chang nhan két hon, chuyén nguoi dan
ky S6 va ky giay ching nhan két hon;

- Truong hop khdng du diéu kién: Du
thao van ban thong bao khong du diéu
kién dang ky két hon.

Trinh 1anh dao UBND cap x4.

Cong
chac Tu
phap -
Ho tich

02 gid

Mau 05;
Du thao
Gidy chung
nhan két
hon; Van
ban Xac
minh/bién
ban Xac
minh; Van
ban  thong
bdo  khéng

du dieu kién
dang ky keét
hon
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B2.2: Néu thudc truong hop phai xac
minh diéu kién két hdon cuaa hai bén nam,

nit thi tién hanh xac minh bang van ban 04 ngay
hoac truc tiép, sau khi cd két qua, thuc
hién nhu B2.1.
Mau 05;
Gidy ching
] nhan ket hon
. LA s Ly e Lanh dao hoac van ban
B3 K\y du 'Ehao ket qua giai quyet tha tuc UBND 02gid |thong  béo
hanh chinh Lo . ,
cap xa khong  du
dieu kiép
dang ky ket
hon
Mau 05, 06;
Gidy chung
Cong Eh%n kfét r];cj)n
. A < » N gz 1A ) chie _ 0ac van ban
B4 DAong derlu van b’an VaAtrg két qua cho 11’ 02gis |thong  bo
cong chirc Tu phap - Ho tich Vin A .
hong khong da
P didu  kién
dang ky ket
hon
Mau 01,06;
Léanh dao Gidy ching
UBND nhan két hon
g5 | Treo Gidy ching nhan két hon cho cong Cé%:g; Gio hanh ?ﬁgﬁg"an Egg
an hoic tra két qua cho cong dan hinh
dén hoac tra ket qua cho cong da chire Tu chi khong  da
phap - dicu kign
Ho tich dang ky ket

hon

* Khi nhan két qua dang ky két hon thi hai bén nam, nir phai c6 mat, xuat trinh
gidy to tuy than dé ddi chiéu) kiém tra thdng tin trén Gidy ching nhan két hon,
trong S6 dang ky két hon, khang dinh sy ty nguyén két hén va ky tén vao Sé
dang ky két hdn, ky tén vao Gidy chiing nhan két hén, mdi bén nam, nir nhan

01 ban chinh Gidy chang nhan két hon.

* Truong hop ho so khong xtr 1y duoc trong ngay lam viéc hoac trong ngay
lam viéc tiép theo (ddi vai hd so nhan sau 15 gio), trong ngay hen tra két qua,
cong chie Tu phap - HO tich tham muu Chu tich UBND cap x& ky ban hanh
phiéu xin 15i va hen lai ngay tra két qua dé guii cho ca nhan.
* Truong hop hd so can xac minh néu quéa han xu ly, trong thoi gian cham
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nhat 01 ngay tru6c ngay het han xt Iy, cdng chirc Tu phap - H9 tich trinh Chu
tich UBND cap xa ky ban hanh phiéu xin 16i va hen lai ngay tra két qua dé gui
cho ca nhan.

* Trong qué trinh giai quyét hd so, nguoi cd trach nhiém thyuc hién can thuc
hién ddng thdi cac thao tac tiép nhan/chuyén/tra hd so, két qua giai quyét trén
phan mém: https://motcua.hatinh.gov.vn véi cac bude trong quy trinh.

BIEU MAU

@ﬂ

Mau 01 Mau 01.docx

Gidy tiép nhan hd so va hen tra két qua
0

Mau 02 M&u 02.docx

Phiéu yéu cau bo sung hoan thién ho so
=

Mau 03 M&u 03.docx

Phiéu tir chdi tiép nhan giai quyét ho so
=

Mau 04 M3u 04.docx

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

Mau 05 M3u 05.docx

Phiéu kiém soat qué trinh giai quyét ho so
]

Mau 06 Mau 06.docx

S6 theo ddi ho so
-

BM.HT.X.04.01 ’ BM.HT.X.04.01.doc
To khai dang ky ket hon

Mau ho tich dién tir twong tac dang ky két hdn (néu nop ho
so theo hinh thirc tryc tuyen).

[
-

BM.HT.X.04.02.doc

BM.HT.X.04.02

HO SO LUU:

Mau 01; 02, 03, 04 (néu c6); 06 luu tai Bo phan Tiep nhan va Tra két qua cua
UBND cap xa. Mau 01, 05 Iuu theo ho so;
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Ho so dau vao theo muc 2.3;

S6 dang ky két hon;

Vin ban xac minh/bién ban xac minh (néu co);

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

Phan mém http:/hotichdientu.moj.gov.vn; Phan mém Hg¢ thong thdng tin giai
quyeét thua tuc hanh chinh tinh Ha Tinh.

Ho so dugc luu tai UBND cAp X, thoi gian luu trit S6 dang ky két hon 1a vinh vién,
con cac ~giéy to khac thuc hién luu theo quy dinh cua Luat Ho tich va cac van ban
huéng dan thi hanh.

3. Thua tuc dang ky nhan cha, me, con

1 |KY HIEU QUY TRINH QT.HT.X.05
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thuc hiégn TTHC:
- B&n nhan va bén duoc nhan 1a cha, me, con déu con song;
- Viéc nhan cha, me, con khéng c6 tranh chép.
- Truong hgp nam, nix chung séng véi nhau nhu vo chong, khong dang ky két
hén, sinh con, ngudi con song cung véi nguoi cha, khi nguoi cha lam thu tuc
nhan con ma khong lién hé duoc vdi nguoi me thi khéng can c6 y kien cua
nguoi me trong To khai dang ky nhan cha, me, con.
2.2 | Cach thirc thuc hién TTHC:
- Nguoi ¢ yéu cau ding ky nhan cha, me, con thuc hién nop ho so truc tiép tai
B6 phan Tiép nhan va Tra két qua cia UBND cap xa;
- Nop ho so tryc tuyén trén Cong Dich vu cong Qudc gia
(https://dichvucong.gov.vn) hoac Hé thong théng tin giai quyét thu tuc hanh
chinh tinh Ha Tinh (https://dichvucong.hatinh.gov.vn).
M6t bén c6 thé nop ho so ma khong phai cé van ban ty quyén cua bén con lai.
N A A A Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao

To khai dang ky nhén cha, me, con theo mau
BM.HT.X.05.01 (neu nguoi c6 yéu cau lua chon nop ho so X
theo hinh thuc truc tiep);

Mau ho tich dién tu tuong tic dang ky nhan cha, me, con (do
nguoi co yéu Cau cung cap thong tin theo hudng dan trén Cong
dich vu cdng, néu ngudi c6 yéu cau lya chon nop hd so theo hinh
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thic truc tuyén);

Ngudi ¢6 yéu cau ding ky nhan cha, me, con thyc hién viéc
nop/xuat trinh (theo hinh thuc truc tiep) hoac tai Ién (theo hinh
thirc truc tuyen) cac giay to sau:

* Gidy to phai nop:

Chung c& ching minh méi quan hé cha, me, con gom mot
trong cé4c gidy to, tai liéu sau:

+ Vian ban cta co quan y té, co quan giam dinh hoic co quan
khac c6 tham quyén & trong nudc hodc nudc ngodi xac nhan
quan h¢ cha con, quan hé me con; X
+ Truong hop khong c6 van ban néu trén thi phai c6 van ban
cam doan (theo mau) ctia cac bén nhan cha, me, con Ve mo|
quan hé cha, me, con va c6 it nhat hai ngudi 1am ching vé méi
guan hé cha, me, con.

Gidy to chiing minh thudc gia dinh c6 cong véi cach mang,
nguoi thugc hd ngheo, nguoi khuyet tat (néu co).

* Giay to phai xuat trinh:

Hé chiéu/Chiing minh nhan dan/Thé can cuéc cong dan/Thé
can cwde/Can cwde dién tr/Gidy ching nhdn can cwdc hoac
cac gidy to khac c6 dan anh va thong tin ca nhan do co quan c6
tham quyén cap, con gia tri sir dung dé ching minh vé nhan
than cua ngudi c6 yéu cau ding ky nhan cha, me, con. Truong
hop cac théng tin ca nhan trong cac glay to nay da cd trong
CSDLQGVDC, CSDLHTPT, duoc hé théng dién tu dong thi
khdng phai tai 1&n (theo hinh thuc truc tuyén);

Gidy to ¢o gia tri chitng minh théng tin vé cu tra trong truong
hop co quan ding ky ho tich khéng thé khai thac duoc thdng
tin vé noi cu tra cua cdng dan theo cac phuong thic quy dinh
tai khoan 2 Diéu 14 Nghi dinh sé 104/2022/ND-CP ngay
21/12/2022 cua Chinh phu. Truong hop cac thong tin vé giay | X
to chung minh noi cu tra da duoc khai thac tir Co so dit liéu
quéc gia vé dan cu bang cac phuong thirc nay thi ngudi c6 yéu
cau khdng phai xuét trinh (theo hinh thic truc tiép) hoic tai 1én
(theo hinh thuc truc tuyén).

Luuy:

- Déi vai gidy to nop, xuat trinh néu nguoi yéu cau nop hd so theo hinh thuc
truc tiép:

+ Doi v6i gidy to xuat trinh khi ding ky ho tich, nguoi tiép nhan cd trach
nhiém kiém tra, di chiéu véi théng tin trong to khai, chup lai hoic ghi lai
thong tin dé luu trong hd so va tra lai cho ngudi Xuét trinh, khong duoc yéu
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cau nop ban sao hoac ban chup giay to do.

+ Nguoi yéu cau dang ky ho tich ¢6 thé nop ban sao ching thyc tir ban chinh
hodc ban sao dugc cap tir s6 gbc hogc ban chup kem theo ban chinh gidy to de
dbi chiéu. Truong hop ngu:ol y&u cau nop ban chup kem theo ban chinh gidy
to thi nguoi tiép nhan cé trach nhiém kiém tra, doi chiéu ban chup voi ban
chinh va ky xéac nhan, khong duoc yéu cau ngudi di ding ky nop ban sao giay
to do.

+ Ngudi tiép nhan ¢ trach nhiém tiép nhan ding, du ho so dang ky ho tich
theo quy dinh cua phap luat ho tich, khdng duoc yéu cau ngudi ding ky ho
tich nop thém gidy t& ma phép luat ho tich khong quy dinh phai nop.

Nguoi tiép nhan hd so thuc hién khai thac thong tin trong Co s& dir lidu quéc
gia vé dan cu theo quy dinh phap luat néu nguoi yéu cau ding ky ho tich da
cung cap ho, chir dém, tén; ngdy, thang, nam sinh; sé dinh danh ca nhan/thé
can cuwoc cOng dan/thé can cwoclchimg minh nhan dan/can cuoc dién ti.
Truong hop céc thdng tin can khai thac khong c6 trong Co sé dit liéu qudc gia
vé dan cu thi dé nghi ngudi yéu cau ké khai day du.

- D6i véi gidy to giri kém theo néu nguoi yéu cau nop hod so theo hinh thirc
truc tuyén:

+ Ban chup cac giay to giri kém theo hd so ding ky nhan cha, me, con truc
tuyén phai bao dam rd nét, day du, toan ven vé ndi dung, 1a ban chup bing
may anh, dién thoai hodc duoc chup, duoc quét bang thiét bi dién tu, tir gidy to
duoc cap hop 18, con gia tri st dung.

+ Truong hop gidy to, tai liéu phai gui kém trong hd so dang ky nhan cha, me,
con truc tuyén da c6 ban sao dién tir hoac di co ban dién tir gidy to ho tich thi
nguoi yeu cau duoc sir dung ban dién tir nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Trich luc dang ky nhan cha,
me, con/ban sao Trich lyc dang ky nhan cha, me, con) ngudi c6 yéu cau dang
ky nhan cha, me, con phai xuat trinh gidy to tiy than dé xac dinh nhan than;
nop ban chinh giay to, tai liéu 1a chang ca chitng minh quan hé cha, con hoac
guan hé me, con.

- Gidy to do co quan c6 thim quyén cta nudc ngoai cap, céng ching hoic xac
nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phép
hoa 1anh sy, dich sang tiéng Viét theo quy dinh, trir truong hop dugc mién
theo diéu udc qudc té ma Viét Nam 1a thanh vién.

- Truong hop ngudi yéu cau dang ky nhan cha, me, con khong cung cap dugc
gidy to néu trén theo quy dinh hoic gidy to nop, Xua'[ trinh bi tay X0a, sta
chita, 1am gia thi co quan ding ky ho tich c6 tham quyén huy bo két qua dang
ky nhan cha, me, con.

- Truong hop cho phép ngudi yéu cau dang ky ho tich 1ap vian ban cam doan
vé nodi dung yéu cau ding ky ho tich thi co quan ding ky ho tich phai giai
thich 18 cho nguoi 1ap van ban cam doan vé trach nhiém, hé qua phap Iy cua
viéc cam doan khong dung su that.
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Co quan dang ky ho tich tu chéi giai quyét hoac dé nghi co quan c6 tham
quyen hay bo két qua dang ky ho tich, néu co co so xac dinh noi dung cam
doan khong dung su that.

2.4 | Sb lwgng hd so: 01 bo.
o5 | Thoi han giai guyét: 03 ngay lam viéc, sau khi nhan du hd so hop 1¢. Truong
' hop can phai xac minh thi thoi han giai quyét khong qua 08 ngay lam viéc.
Pia diém tiép nhan hd so va tra két qua giai quyét TTHC:
- B6 phan Tiép nhan va Tra két qua caa UBND cap XA.

2.6 | - He thdng thong tin giai quyét thi tuc hanh chinh tinh Ha Tinh (chi tiép nhan
ho so): https://dichvucong.hatinh.gov.vn hoac Cong Dich vu céng Quoc gia
https://dichvucong.gov.vn.

Co quan thuc hién: UBND céap xi noi cu tri ciia ngudi nhan hoic ngudi
dugc nhan la cha, me, con.
Co quan c6 tham quyeén quyét dinh: UBND cap x4.
2.7 | Co quan dwoc iy quyén: Khéng.
Co quan phdi hop:
- UBND cép x4 noi cu tri ciua ngudi dugc nhan 1a cha, me, con.
- Co quan quan 1y Co s dit liéu Québc gia vé Dan cu.
2.8 | Poi twong thuc hién TTHC: C4 nhan.
Két qua giai quyét TTHC:
- H6 so du diéu kién:
+ Trich lyc dang ky nhén cha, me, con (ban chinh); ban sao Trich luc dang ky
nhan cha, me, con (truong hop yéu cau cap ban sao Trich luc dang ky nhan
cha, me, con).

2.9 | + Ban dién tit Trich lyc ding ky nhan cha, me, con (Ban dién tir s& ty dong gri
vé Kho quan ly dix |ié}l dién tir cua ca nhan/dia chi thu dién tu/thiet bi so/dién
thoal ctia nguoi yéu cau sau khi da hoan tat thu tuc dang ky nhan cha, me, con
tai co quan dang ky ho tich).

- H6 so khong du diéu kién: Vin ban thong bao khong du diéu kién nhan cha,
me, con.

2.10 | Quy trinh xi ly cong viéc

. . Biéu
TT Trinh tw Trach | Thoi mau/Két
nhiém gian .
qua
ﬁ. j’iépAnhaq hd SO’ tryc tié;p tir ¢ nhan Cong | Mauon: 02
oac trén Cong Dich vu cong Quoc gia , Gio RN

B1 | (https://dichvucong.gov.vn) hoac  Hé Chuf: Tu hanh 03 (l:leu ,‘\CO),

2 R - 2 . phap - . 06 va HoO so
thgng thong tin giai quyet thu tuc hanh Ho tich chinh theo muc 2.3
chinh tinh Ha Tinh T '
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(https://dichvucong.hatinh.gov.vn).

2. Cong chtc Tu phap - Ho tich kiém tra
hd so:

- Néu hd so chua day du hoac khdng hop
1&: Huéng dan hoic théng béo bang vin
ban cho c& nhan bo sung, hoan thién ho
so. Truong hop khéng bé sung, hoan
thién dugc hd so thi thong bao tir chdi
giai quyét ho so.

- Néu hd so day du, hop 18: Lam tha tuc
tiép nhan hd so va thu phi, 1¢ phi theo quy
dinh. Néu tiép nhan ho so sau 15 gio thi
gui Phiéu hen, tra két qua cho nguoi c6
yéu cau trong ngay lam viéc tiép theo
hodc gui tin nhan hen tra két qua qua di¢n
thoai di dong cho nguoi co yéu cau (néu
nguoi ¢O yéu cau lya chon hinh thac nop
ho so truc tuyén).

Sau khi tiép nhan hd so theo hinh thic
nop tryc tiép, Cong chicc Tu phap - Ho
tich thuc hién sé héa (sao chup, chuyén
thanh tai liéu dién tir trén hé thong thdng
tin, co s dir lieu) va ky sé vao tai liéu, ho
so giai quyét thu tuc hanh chinh di duoc
s6 hoa theo quy dinh.

B2

B2.1. Kiém tra, xem xét ho so:

- Néu du diéu kién va thudc truong hop
khéng phai xa4c minh: thuc hién viéc ghi
vao So6 dang ky nhan cha, me, con, cap
nhat thong tin dang ky nhan cha, me, con
va luu chinh thuc trén Phan mém dang ky,
quan ly ho tich dién tir dung chung.
Truong hop tiép nhan ho so dang ky nhan
cha, me, con theo hinh thic truc tuyén thi
gui lai biéu mau Trich luc dang ky nhan
cha, me, con dién tir véi thong tin day du
cho nguoi yéu cau qua thu dién tir hoic
thiét bi sb.

Ngudi yéu cau cd trach nhiém kiém tra tinh
chinh xac, day du cua cac théng tin trén
biéu mau Trich luc ding ky nhan cha, me,
con dién tir va xac nhan (t6i da mot ngay).
Néu nguoi c6 yéu cau xac nhan théng tin

Cong
chie Tu
phap -
Ho tich

02 ngay

Mau 05;
- Du thao
Trich luc
dang ky
nhan  cha,
me, con hoac
du thao Van
ban  thong
bdo  khéng
du diéu kién;
- Van ban
cam doan
(néu co);
- Van ban
Xac
minh/bién
ban Xac
minh  (néu
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da thong nhat, day du hoac khéng cé phan c0).
hdi sau thoi han yéu cau thi ghi noi dung
vao So dang ky dang ky nhan cha, me,
con, cap nhat thong tin dang ky nhan cha,
me, con va luu chinh thirc trén Phan mém
dang ky, quan ly ho tich dién to dung
chung, in dy thao Trich luc dang ky nhan
cha, me, con.
Truong hop khéng cé chang cu chung
minh mdi quan hé cha, me, con hudng
dan cac bén nhan cha, me, con lap Vin
ban cam doan vé mdi guan hé cha, me,
con, cO it nhat hai ngudi 1am ching vé
méi quan hé cha, me, con.
- Néu khong du diéu kién: Dy thao Vian
ban théng bao khong du diéu kién nhan
cha, me, con.
Trinh ldnh dao UBND cap x4 theo budc B3.
B2.2: Kiém tra, xem Xét hd so, trudng
hop phic tap thi xéc minh bang van ban 07 ngay
hoac truc tiep. Sau khi cd két qua xac
minh, thuc hién nhu B2.1.
Mau 05;
Trich luc
dang ky
nhan  cha,
Lanh dao me, con hoic
B3 | Ky két qua giai quyét tha tuc hanh chinn | UBND | 06 gio | Van ban
cap xa thong  bao
khong  du
diéu  kién
nhan  cha,
Mme, con
Mau 05, 06;
Trich luc
dang ky
, Cong nhan  cha,
g4 | Phat hanh van ban va tra ket qua cho cong | chirc 02 gig: | Me: con hoic
chirc Tu phap - Ho tich dé tra cho cong dan. Vin Vin ban
phong théng  bao
khong  du
diéu  kién
nhan cha,
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me, con
Mau 01, 06;
Trich luc
dang ky
7 o Cong nhan cha,
Chuyén nguoi dan ky vao So (néu cap chire Tu Gio | me, con hoac
BS | trich luc); tra ket qua, thu I phi theo quy hAD - hanh | Van ban
dinh (néu co). I-p|6 t?ch chinh | théng  béo
T khong  du
diéu  kién
nhan  cha,
me, con
* Khi nhan két qua dang ky viéc nhan cha, me, con thi cac bén cha, me, con

phai c6 mat dé ky so dang ky nhan, cha, me con.
* Truong hop ho so qua han xu ly, trong thoi gian cham nhat 01 ngay truéc ngay
hét han xir ly, cong chac Tu phap - Ho tich trinh Chi tich UBND cap x4 ky ban
hanh phiéu xin 16i va hen lai ngay tra két qua dé giri cho t6 chiic, ca nhan.

* Trong quéa trinh giai quyét ho so nguoi co trach nhiém thuc hién can thuc
hién dong thoi cac thao tac tiép nhan/chuyén/tra hd so, két qua giai quyét trén
phan mém Hé thong thong tin giai quyét thi tuc hanh chinh tinh Ha Tinh voi
cac budc trong quy trinh.

3 | BIEU MAU
o
Mau 01 ’ ’ . ) Mau 01.docx
Giay tiep nhan ho so va hen tra ket qua
)
Mau 02 ) . q . MAu 02.docx
Phic¢u yéu cau bo sung hoan thién ho so
=
Mau 03 ) o o MAu 03.docx
Phiéu tir choi tiep nhan giai quyét ho so
o
Mau 04 ) B ) Mau 04.docx
Phicu xin 10i va hen lai ngay tra két qua
]
Mau 05 MAu 05.docx

Phiéu kiém soat qué trinh giai quyét ho so
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@j

Mau 06 Mau 06.docx
So6 theo doi ho so

To khai dang ky nhan cha, me, con (néu nop truc tiép)

[
-

BM.HT.X.05.01 | gy.n7.x05.01.doc

[
|

BM.HT.X.05.02 BM.HT.X.05.02.doc
Van ban cam doan

M’e:lu ho tich dién tu tuong tac dang ky nhan cha, me, con
(neu nop ho so theo hinh thuac truc tuyen).
BM.HT.X.05.03 E:H

BM.HT.X.05.03.doc

HO SO LUU:

Mau 01; 02, 03, 04 (néu c6); 06 luu tai Bo phan Tiep nhan va Tra két qua cua
UBND cap x4. Mau 01, 05 Iuu theo ho so;

Ho so dau vao theo muc 2.3;

S6 dang ky nhan cha, me, con;

Vin ban thong bao khong du diéu kién nhan cha, me, con (néu cd);

Vin ban xac minh/bién ban xac minh (néu co);

Phan mém http://hotichdientu.moj.gov.vn; Phan mém Hé thong thong tin giai

quyét thu tuc hanh chinh tinh Ha Tinh.

Ho so duoc luu tai UBND cap x&, thoi gian luu trit SO dang ky nhan cha, me, con la
vinh vién, con céc giay to khac thuc hién luu theo quy dinh cua Luat Ho tich va cac
van ban hudng dan thi hanh.

4. Thi tuc ding ky khai sinh két hop ding ky nhan cha, me, con

1 KY HIEU QUY TRINH QT.HT.X.06
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thuc hién TTHC:

- Bén nhan va bén duoc nhan 1 cha, me, con déu con sng;
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- Viéc nhan cha, me, con khéng c6 tranh chap.

- Truong hop nam, nix chung Song v6i nhau nhu vo chdng, khong ding ky két
hén, sinh con, ngudi con séng clng véi ngudi cha, khi nguoi cha lam thu tyc
nhan con ma khong lién hé dugc véi ngudi me thi khdng can cé y kién caa

nguoi me trong To khai dang ky nhan cha, me, con.

2.2

Cach thwrc thuc hign TTHC:

Nguoi co yéu cau ding ky khai sinh va nhan cha, me, con thyc hién nop hd so
truc tiép tai BO phan Tlep nhan va Tra két qua caa Uy ban nhan dan (UBND)
cap x& (mot bén c6 thé nop hd so ma khong phai ¢ vin ban ty quyén caa bén

con lai).

2.3

Thanh phan ho so, bao gom:

Ban
chinh

Ban
sao

* Gidy to phai nop:

To khai dang ky khai sinh va To6 khai dang ky nhan cha, me,
con theo mau;

Gidy chung sinh; trudng hop khéng c6 Glay chang sinh thi
nNp van ban ctia ngudi lam ching xac nhan vé viéc sinh; néu
khong c6 nguoi lam chang thi phai ¢ gidy cam doan vé viéc
sinh;

Trieong hop nguwroi Yéu cau da ndp ban dién tir Gidy ching
sinh hodc co quan dang ky ho tich da khai thac dwoc di lieu
dién tir ¢6 ky so cuia Giay chung sinh thi khong phai ngp ban
glay.

Chting ca ching minh méi quan hé 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 hodc nudc ngoai xac nhan
guan hé cha con, quan hé me con;

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

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

* Gidy tor phai xuat trinh:

Hé chiéu/Ching minh nhan dan/Thé cdn cuéc cong dan/The
cdan cwée/Can cude dién tilGidy chimg nhdn cdn cuéc hoac
c4c gidy to khac ¢ dan anh va thong tin ca nhan do co quan
c6 tham quyén cap, con gié tri st dung dé ching minh vé
nhan than cta ngudi c6 yéu cau dang ky khai sinh va nhan
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cha, me, con;

Gidy to cO gia tri chitng minh thdng tin vé cu tra trong
truong hop co quan dang ky ho tich khong thé khai thac
duoc théng tin vé noi cu tri ciia cong dan theo cac phuong
thac quy dinh tai khoan 2 Diéu 14 Nghi dinh s
104/2022/ND-CP ngay 21/12/2022 cta Chinh phu. Truong
hop cac thdng tin vé gidy t& ching minh noi cu tra da dugc
khai thac tir Co so dir liéu qudc gia vé dan cu bang cac
phuong thirc ndy thi ngudi c6 yéu cau khdng phai xuat trinh.

*Luuy:

- D6 vé6i gidy to nop, xuat trinh:

+ Poi voi gidy to xuat trinh khi ding ky ho tich, nguoi tiép nhan co trach
nhiém kiém tra, dbi chiéu vai thdng tin trong to khai, chup lai hoac ghi lai
thong tin dé luu trong hd so va tra lai cho ngudi Xuat trinh, khong duoc yéu
cau nop ban sao hoac ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich c6 thé nop ban sao ching thuc tir ban chinh
hoac bén sao dwoc cap tir s6 goc hogc ban chup kém theo ban chinh giay to dé
dbi chiéu. Truong hop ngU:O’I yéu cau nop ban chup kem theo ban chinh gidy
to thi ngu:0| tiép nhan co trach nhiém klem tra, d6i chiéu ban chup véi ban
chinh va ky xéac nhan, khong duoc yéu cau ngudi di dang ky ndp ban sao gidy
to do.

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

Ngudi tiép nhan ho so thuc hién khai thac thong tin trong Co sd dit lidu québc
gia vé dan cu theo quy dinh phap luat néu nguoi yéu cau ding ky ho tich da
cung cap ho, chit dém, tén; ngay, thang, nim sinh; sé dinh danh c& nhan/thé
can cuwoc cOng dan/thé can cwoclchimg minh nhdan dan/can cuoc dién ti.
Truong hop céc thdng tin can khai thac khong c6 trong Co sé dit liéu qudc gia
vé dan cu thi dé nghi nguoi yéu cau ké khai day du.

- Truong hop cho phép ngudi yéu cau ding ky ho tich lap vin ban cam doan
vé noi dung yéu cau dang ky ho tich thi co quan dang ky h¢ tich phai giai
thich & cho nguoi 1ap vin ban cam doan vé trach nhiém, hé qua phap Iy cua
viéc cam doan khong diing sy that.

Co quan dang ky ho tich tur chéi giai quyet hodac dé nghi co quan c6 tham
quyén hay bo két qua dang ky ho tich, néu c6 co so xac dinh ndi dung cam
doan khong dung su that.

- Péi véi viéc xac dinh ho, dan toc, dat tén cho tré:

+ Vigc xac dinh ho, dan tdc, dat tén cho tre em phai phu hop véi phap luat va

y8u cau giir gin ban sic dan toc, tap quan, truyén thong van hoa tot dep cua
Viét Nam; khong dat tén qué dai, kho str dung.

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

2.4 | S6 lwgng hd so: 01 bo
95 Thot han giai quyét: 03 ngay lam viéc, trudng hop phai xac minh thi thai han
™~ | giai quyet khéng qua 08 ngay lam viéc.
. |Dia diém tiép nhan ho so va tra két qua giai quyét TTHC:
" | B6 phan Tiép nhan va Tra két qua caa UBND cap XA.
Co quan thuc hién: UBND cap x4 noi cu trii cia nguoi cha hoic ngudi me.
’7 Co quan c6 tham quyeén quyét dinh: UBND cap x4.
" | Co quan dwoc ity quyén: Khéng.
Co quan phdi hop: Co quan quan Iy Co sé dit liéu Quéc gia vé dan cu.
2.8 | Poi twong thuc hién TTHC: C4 nhan.
Két qua giai quyét TTHC:
- HO so du diéu kién: Gidy khai sinh, Trich lyc ding ky nhan cha, me, con
(ban chinh); ban sao Giay khai sinh, ban sao Trich luc dang ky nhan cha, me,
2.9 | con (truong hop yéu cau cap ban sao Giay khai sinh, ban sao Trich luc dang
ky nhan cha, me, con).
- Hb so khong du diéu Kién: Vin ban thong bao khong du diéu kién cap giay
khai sinh hoac nhan cha, me, con.
2.10 | Quy trinh xi ly cong viéc
TT Trinh tu Trich T_hm Biéu maﬁu/Ket
: Nnhiém gian qua
1. Tiép nhan hd so tryc tiép tir c& nhan.
2. Cong chirc Tu phap - HO tich kiem
tra ho so:
- Néu ho so chua ~dﬁy du hoac khéng
hop 1¢: Hudéng dan hodc thdng bao
bang van ban cho ca nhan b6 sung,
hoan thlén ho -SO’. Tru:(‘)’ng‘h(yp khong bo Cong . Mau 01; 02, 03
sung, hoan thién duoc ho so thi thong | hee 1y | G0 (néu c6); 06 va
B1 | béo tir chéi giai quyét hd so. . A | hanh |
c : . phap-Ho | .o |HO so  theo
- Neu ho so day du, hop 1&: Lam thi | tich chinh | e 2.3

tuc tiép nhan hd so va thu phi, 1& phi
theo quy dinh. Néu tiép nhan ho so sau
15 gio thi giri Phiéu hen, tra két qua
cho ngudi c6 yéu cau trong ngay lam
viéc tiép theo.

Sau khi tiép nhan ho so theo hinh thirc
nop truc tiép, Céng chiic Tu phap - HO
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tich thuc hién s6 hoa (sao chup, chuyén
thanh tai liéu dién to trén hé théng
thong tin, co s¢ dir liéu) va ky sb vao
tai lieu, ho so giai quyét tha tuc hanh
chinh da duoc s6 hoa theo quy dinh.

B2.1. Kiém tra, xem xét hd so.

- Truong hop du diéu kién: Vao So6
dang ky khai sinh va S6 dang ky nhan
cha, me, con; nhap dir liéu vao phan
mém ho tich, in du thao Giay khai sinh
va du thao Trich luc dang ky nhan cha,
me, Con;

- Truong hop khéng cé chang cu

Mau 05; Du
thao Trich luc

, _ P X 02 |dang ky nhén
chung minh moi quan h¢ cha, me, con naav | cha, me, con va
huéng dan cac bén nhan cha, me, con A gay du thao Gidy
lap van ban cam doan vé mdi quan hé C,0n9 khai sinh hoic

B2 | cha, me, con, c6 it nhat hai nguoi lam | CNuc Tu du thio Vin
chtng vé méi quan hé cha, me, con. phap - Ho ban théng bao
- Trudng hop khong du diéu kién: Du tich khong du diéu
thao Vian ban thong bao khong du diéu Kién, Van ban
Kién. xac minh/bién
Trinh ldnh dao UBND cép xa. ban xac minh
2 T : (néu co)
B2.2. Kiém tra, xem xét ho so, truong
hop viéc nhan cha, me, con phuc tap thi
tién hanh xac minh viéc nhan cha, me, 07
con biang van ban hoic truc tiép. Sau ngay
khi c6 két qua xac minh thi thuc hién
nhu B2.1
Mau 05; Trich
luc dang ky
~ nhan cha, me,
a3 | Ky Két qua gidi quyét thi tuc hanh LS“BhNdSO 06 gig | CON VA Gidy
chinh L. khai sinh hoac
cap Xa Vin ban théng
bdao khong du
diéu kien
A Mau 05, O06;
) Cong Trich luc dang
B4 Phat hanh vin ban va tra két qua cho| chac 02 giv ky nhan cha,
cbng chae Tu phap - Hé tich Vin me, con va
phong Giy khai sinh

hoac Van ban
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théng bao
khong dua diéu
kién

Mau 01, O06;
Trich luc dang
A ky nhan cha,
A W oAA S R (oA A cong . N
Chuyén nguoi dan ky vao So (néu cap chire Tu Gio |me, con va
BS | trich luc); tra ket qua, thu phi, I& phi haD - HG hanh | Giay khai sinh
theo quy dinh (néu co). PRap = F0 1 chinh hoic Van ban
tich n ,
thong béo
khong du diéu
Kién
* Truong hop hd so qua han xu ly, trong thoi gian cham nhat 01 ngay truéc ngay
hét han xu ly, cong chirc Tu phap - Ho tich trinh Chi tich UBND cap x4 ky ban
hanh phiéu xin I15i va hen lai ngay tra két qua dé gui cho t6 chirc, ca nhan.
* Trong quéa trinh giai quyét ho so nguoi ¢ trach nhiém thuc hién can thuc
hién dong thoi cac thao tac tiép nhan/chuyén/tra hd so, két qua giai quyét trén
phan mém Hé théng théng tin giai quyét tha tuc hanh chinh tinh Ha Tinh voi
cac budc trong quy trinh.
3 | BIEU MAU
0
Mau 01 MAu 01.docx
Giay tiép nhan ho so va hen tra két qua
0
Mau 02 MAu 02.docx
Phiéu yéu cau bo sung hoan thién ho so
0
ME:lU 03 MAu 03.docx
Phiéu tir chdi tiép nhan giai quyét ho so
ol
Mﬁu 04 MAu 04.docx
Phiéu xin 13i va hen lai ngay tra két qua
)
Mﬁu 05 M3u 05.docx
Phiéu kiém soat qua trinh giai quyét ho so
0
M?lu 06 MAu 06.docx
S6 theo dbi hd so
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[
-

BM.HT.X.06.01 BM.HT.X06.01.doc
To khai dang ky khai sinh
To khai dang ky nhan cha, me, con
BM.HT.X.06.02 Zig

BM.HT.X.06.02.doc

-
BM.HT.X.06.03 BM.HT.X.06.03.doc
Van ban cam doan

HO SO LUU:

Mau 01; 02, 03, 04 (néu c6); 06 luu tai Bo phan Tiep nhan va Tra ket qua cua
UBND cap xa. Mau 01, 05 Iuu theo ho so;

Ho so dau vao theo muc 2.3;

So dang ky nhan cha, me, con;

S6 dang ky khai sinh;

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

Vin ban xac minh/bién ban xac minh (néu co):

Phén mém, http://khaisinhdientu.moj.gov.vn; http://hotich.moj.gov.vn. Phan
mém H¢ thong thong tin giai quyét tha tuc hanh chinh tinh Ha Tinh.

Ho so duoc luu tai UBND cap x4, thoi gian luu trit So déng ky khai sinh va SO déng
ky nhan cha, me, con la vinh vien, con cac giay to khac thuc hién Iuu theo quy dinh
cua Luat Ho tich va cac van ban hudng dan thi hanh.,

5. Tha tuc dang ky khai ti

1 |KY HIEU QUY TRINH QT.HT.X.07
2 | NOI DUNG QUY TRINH
Picu kién thuc hién TTHC:
21 ~ . . .
Khéng
2.2 | Cach thic thuc hién TTHC:

- Nguoi ¢6 yéu cau dang ky khai tir tryc tiép thuc hién hoic ay quyén cho
ngudi khac thuc hién nop hd so truc tiép tai Bo phan TN&TKQ caa UBND
Cap X&;

- Gtri hd so qua Dich vu buu chinh cdng ich;
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- Nop ho so tryc tuyen trén Cong Dich vu cong Quoc gia
(https://dichvucong.gov.vn) hoac Hé thong thong tin giai quyét thu tuc hanh
chinh tinh Ha Tinh (https://dichvucong.hatinh.gov.vn).

2.3

N A A A, Ban .
Thanh phan ho so, bao gom: chinh Ban sao

- To khai déng ky khai tir theo mau BM.HT.X.07.01 (néu
nguoi co yéu cau lya chon nop hd so theo hinh thirc truc X
tiép hoic giri ho so qua Dich vu buu chinh cdng ich);

- Mﬁu ho tich dién tu twong tac dang ky khai t (do nguoi
yéu cau cung cap thong tin theo hudng dan trén Cong dich
vu cong, néu nguoi c6 yéu cau lya chon nop hd so theo
hinh thtec truc tuyén):;

- Ngudi c6 yéu cau dang ky khai tir thuc hién viéc nop/xuat trinh (theo hinh
thire truc tiep) hoac tai 1€n (theo hinh thic truc tuyén) cac giay to sau:

* Gidy to phdi ngp:

- Gidy béo ti hodc gidy to thay Gidy bao tir do co quan ¢
tham quyén cdp. Truong hop nguoi Yeu cau da nép bdn
dién tir Gidy bao tir hodc co quan déing ky ho tich da khai
thac dwoc diz liu dién tir ¢6 ky sé cua Gidy bao ti thi
khdng phdi ngp ban gid’y X
Truong hop UBND cdp xd co tham quyén dang ky khai tir
dong thoi 6 trach nhiém cap Gidy bdo tir thi khéng thuc
hién cdp Gidy bdo tr - gidy to phdi nép khéng yéu cau
thanh phan nay.

- Giy to, tai ligu, chang cir do co quan, t6 chiic ¢6 tham
quyen cap hoic xac nhan hop 1é ching minh sy kién chét
dbi vai truong hop dang ky khai tir cho ngudi chét di lau,
khdng c6 Gidy bao tir hodc gidy to thay thé Gidy béo ti.

- Gidy to chiing minh thudc gia dinh ¢4 cong voi cach
mang, ngudi thudc ho nghéo, nguoi khuyét tat (néu co);

- Truong hop uy quyén cho ngudi khéc 1am thay thi phai c6
van ban ay quyén duoc ching thue theo quy dinh cua phép
luat.

Truong hop ngudi duoc ty quyén 1a 6ng, ba, cha, me, con,
vg, chdng, anh, chi, em rudt caa nguoi Gy quyén thi vin
ban ay quyén khong phai chang thyc.

* Gidy tor phdi xudt trinh:

- Hé chiéu/Chizng minh nhan dan/Thé cdan cuwéc cong
dan/Thé can cudc/Can cuoc dién tir/Giay chuing nhan can X
cudc hoac cac giay to khac cd dan anh va thong tin ca
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nhan do co quan c6 tham quyeén cap, con gia tri sir dung dé
ching minh vé nhan than cia nguoi ¢6 yéu cau dang ky
khai tir. Trudng hop cac thdng tin ¢ nhan trong cac giay
to nay da co trong CSDLQGVDC, CSDLHTDT, dugc hé
théng dién tu dong thi khdng phai tai I&n (theo hinh thic
truc tuyén):

- Gidy t& ¢ gia tri chang minh thong tin vé cu tr trong
truong hop co quan ding ky ho tich khéng thé khai thac
dugc thdng tin Vé noi cu tra ctia cong dan theo cac phuong
thic quy dinh tai khoan 2 Diéu 14 Nghi dinh sb
104/2022/ND-CP ngay 21/12/2022 cta Chinh pha. Truong
hop céc théng tin vé gidy to chimg minh noi cu tra da duoc
khai thac tir Co so dir liu quéc gia vé dan cu bang céc
phuong thitc nay thi nguoi ¢d yéu cau khdng phai xuét
trinh (theo hinh thic truc tiép) hodc tai 1&n (theo hinh thic
truc tuyén).

- Truong hop khong xac dinh duge noi cu tra cudi cling
ctia ngudi chét thi xuat trinh giay to ching minh noi nguoi
d6 chét hodc noi phat hién thi thé ciia nguoi chét.

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

*Luuy:

- Trong thoi han 15 ngay ké tir ngay c6 nguoi chét thi vo, chong hoic con,
cha, me hoic ngudi than thich khac cua nguoi chét c6 trach nhiém di ding ky
khai tir; truong hop ngudi chét khong co ngudi than thich thi dai dién cua co
quan, té chirc, c& nhan lién quan c6 trach nhiém di khai tir.

- Péi véi gidy to nop, xuat trinh néu nguoi yéu cau nop ho so theo hinh thic
tryuc tiép:

+ Doi véi gidy to xuat trinh khi ding ky ho tich, nguoi tiép nhan cé trach
nhiém kiém tra, d6i chiéu voi thdng tin trong to khai, chup lai hoac ghi lai
thong tin dé luu trong ho so va tra lai cho nguoi Xuat trinh, khong duoc yéu
cau nop ban sao hoic ban chup giay to do.

+ Nguoi yéu cau dang ky ho tich c6 thé nop ban sao ching thuc tir ban chinh
hodc ban sao dugc cap tir s6 gbc hogc ban chup kem theo ban chinh gidy to de
dbi chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh gidy
to thi nguoi tiép nhan c6 trach nhiém kiém tra, doi chiéu ban chup voi ban
chinh va ky xéac nhan, khong duoc yéu cau ngudi di dang ky nop ban sao gidy
to do.

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




o1

Nguoi tiép nhan ho so thuc hién khai thac thong tin trong Co s& dir liéu quoc
gia vé dan cu theo quy dinh phap luat néu nguoi yéu ciu ding ky ho tich da
cung cap ho, chir dém, tén; ngdy, thang, nam sinh; sé dinh danh c& nhan/thé
can cuoc cOng dan/thé can cuoclchimg minh nhdan dan/can cudc dién ti.
Truong hop céc thdng tin can khai thac khong c6 trong Co sé dit liéu qudc gia
vé dan cu thi dé nghi ngudi yéu cau ké khai day du.

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

+ Ban chup cac gidy to giri kém theo hd so ding ky khai tir tryc tuyén phai
bao dam rd nét, day du, todn ven vé noi dung, 1a ban chup béng may anh, dién
thoai hoac dugc chup, dugc quét bang thiét bi dién tu, tir glay to dugc cap hop
1€, con gia tri s dung; néu la gidy to do co quan c6 tham quyén nudc ngoai
cap thi phai dugc hop phéap hda lanh su, dich sang tiéng Viét theo quy dinh,
trir truong hop dugc mién hop phap héa Ianh sy.

+ Truong hop gidy to, tai liéu phai giri kém trong ho so diang ky khai tir truc
tuyén d3 co ban sao dién tir hodc dd co ban dién tir gidy to ho tich thi ngudi
yéu cau duoc sir dung ban dién tir nay.

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

- Gidy to do co quan c6 thim quyén cta nudc ngoai cap, céng chang hoic xac
nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phép
hoéa 1anh sy, dich sang tiéng Viét va ching thuc chir ky nguoi dich theo quy
dinh cua phép luat; trir truong hop duoc mién theo diéu woc quéc té ma Viét
Nam la thanh vién.

- Trudng hop ngudi yéu cau dang ky khai tir khéng cung cap duogc gidy to néu
trén theo quy dinh hodc gidy to nop, xuat trinh bi tay x06a, sira chita, lam gia thi
co quan dang ky ho tich c6 tham quyén huy bo két qua dang ky khai ti.

2.4

S6 lwgng hd so: 01 bo.

2.5

Thoi han giai quyét: Ngay trong ngay tiép nhan du hd so hop Ié (nhan ho so
sau 15 gio ma khong giai quyét duoc ngay thi tra két qua trong ngay lam viéc
tiép theo).

2.6

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

- B6 phan Tiép nhan va Tra két qua caa UBND céap 4.

- H¢ thong thong tin giai quyét thi tuc hanh chinh tinh Ha Tinh (chi tiép nhan
ho so): https://dichvucong.hatinh.gov.vn hoac Cong Dich vu cong Quoc gia
https://dichvucong.gov.vn.

2.7

Co quan thyec hién:
- UBND cép xa noi cu tri cudi ciing ctia ngudi chét;
- UBND cép x3 noi nguoi d6 chét hoic noi phat hién thi thé ngudi chét trong
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truong hop khong xac dinh dugc noi cu tri cudi cling cua ngudi chét.
Co quan c6 tham quyén quyét dinh: UBND cip xA.

Co quan dwoc iy quyén: Khong.

Co quan phoi hop: Co quan quan Iy Co s¢ dir liéu Quéc gia vé dan cu.

2.8

Péi twgng thuc hién TTHC: Cé& nhan

2.9

Két qua giai quyét TTHC:

- H6 so du diéu kién:

+ Trich lyc khai tu (ban chinh); ban sao Trich lyc khai tu (truong hop yéu cau
cap ban sao Trich luc khai tu).

+ Ban dién tir Trich lyc khai te (Ban dién tu s€ tw dong gui vé Kho quan ly dir
Iiéu dién tir cua ca nh:&n/dia chi thu dién ti/thiet bi s6/dién thoai cua nguoi yéu
cau sau khi da hoan tat thu tuc dang ky khai tir tai co quan dang ky ho tich).

- H6 so khong du diéu kién: Van ban thong bao khong du diéu kién dang ky
khai tir.

2.10

Quy trinh xir ly cong viéc

TT

Trach Thoi Biéu

Trinh ty nhiém gian mau/Két qua

Bl

1. Tiép nhan hd so tryc tiép tir ca nhan
hoac tir Dich vu buu chinh cdng ich
hodc trén Cong Dich vu cong Quéc gia
(https://dichvucong.gov.vn) hoac Hé
thong thdng tin giai quyét tha tuc hanh
chinh tinh Ha Tinh
(https://dichvucong.hatinh.gov.vn).

2. Cong chirc Tu phap - Ho tich kiém
tra hd so:

- Néu ho so chua day da hoic khdng 3
hop 1&: Hudng din hoic thong bao | €oOng Mau 01; 02,
bang van ban cho ca nhan bd sung, | chirc Tu | Gio hanh | 03 (neu co);
hoan thién hd so. Trudng hop khong bé | phap- | chinh |06 va Ho so
sung, hoan thién dugc hd so thi thong | HO tich theo muc 2.3
bao tir chdi giai quyét hd so.

- Néu hé so day du, hop 18: Lam tha
tuc tiép nhan ho so va thu phi, 1& phi
theo quy dinh. Néu tiép nhan ho so sau
15 gio thi gai Phiéu hen, tra két qua
cho ngudi c6 yéu cau trong ngay lam
viéc tiép theo hoic gui tin nhan hen tra
két qua qua dién thoai di dong cho
ngudi ¢d yéu cau (néu ngudi cO yéu
cau lya chon hinh thic nop hd so truc
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tuyén).

Sau khi tiép nhan hd so theo hinh thirc
nop truc tiép, Céng chirc Tu phap - HO
tich thuc hién sé hoa (sao chup, chuyén
thanh tai liéu dién te trén hé théng
thong tin, co s& dir liéu) va ky sb vao
tai lieu, hd so giai quyét tha tuc hanh
chinh da duoc s6 hoa theo quy dinh.

Kiém tra, xem xét ho so, truong hop
khong phai xac minh:

- Truong hop du diéu kién: thuc hién
viéc ghi vao So6 diang ky khai tir, cap
nhat thong tin dang ky khai tir va luu
chinh thic trén Phan mém ding ky,
quan ly hd tich dién t&r dung chung.
Truong hop tiép nhan ho so ding ky
khai tir theo hinh thuc truc tuyén, cong
chuc tu phap - ho tich giri lai biéu mau
Trich luc khai tur dién tir véi théng tin
day da cho ngudi yéu cau qua thu dién
tir hoac thiét bi sé.

Ngudi yéu cau cd trach nhiém kiém tra

Mau 05; Du
thao Trich luc
khai to hoac
du thao van

tinh chinh xac, day du cua cac thdng tin r? ong bar} thonﬁg beo
B2 | trén biéu mau Trich luc khai tir dién tir | S5 T | g9 gjoy | khong du dieu
va x&c nhan (t6i da mot ngay) phap - kign cap trich
. o n ) Ho tich luc khai tir;
N€u ngudi co yéu cau xac nhan thong Vin ban Xac
tin da thong nhat, day du hoac khong minh:  Vin
c6 phan hoi sau thoi han yéu cau thi ban tra loi Xac
cong chuc tu phap - h{)qtjch thuc hién minh (néu co)
viéc ghi noi dung vao So6 dang ky khai
tir, cap nhat thong tin dang ky khai tir
va luu chinh thic trén Phan mém dang
Ky, quan ly ho tich dién tir dung chung.
- Truong hop khong du diéu kién: Dy
thao vian ban thong béo khong du diéu
kién cap trich luc khai tu.
In du thao két qua giai quyét tha tuc
hanh chinh, trinh Lanh dao UBND cap
Xa.
a3 | KY Két qua gidi quyét thi tuc hanh LS%hNdDaO o1 gio :\1’1'?“ ?(?]aIT”‘;E

chinh cho céng dan.

cap x&

hoiac Van ban
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théng béo
khong du diéu
Kién dang ky
khai tu
Mau 05, 06;
A Trich luc khai
, Cong t¢ hodc Vin
Phat hanh van ban va tra két qua cho| chuc . A .
B4 A . . Ay y 01 gio | ban thdng bao
cong chtrc Tu phap - Ho tich. Vin Khone do dia
phong nong du dict
Kién dang ky
khali tir
Mau 01, 06;
Chuyén nguoi dan ky vao S6 (néu cap Cong Trich luc khai
trich luc khai tu); tra trich luc khai tu chite Tu | Giss hanh tr hoac Vian
B5 | hoac Van ban thong bao khong du dicu ohap - chinh ban thdng bao
kién dang ky khai tur cho cong dan, thu Ho tich khong du dieu
I¢ phi theo quy dinh (néu co). i Kién dang ky
khali tir
* Truong hop ho so khong xtr ly duoc trong ngay lam viéc hoac trong ngay
lam viéc tiép theo (di voi hd so nhan sau 15 gio), trong ngay hen tra két qua,
cong chizc Tu phap - Ho tich trinh Chu tich UBND cap xa ky ban hanh phiéu
xin 18i va hen lai ngay tra két qua dé gui cho cé& nhan.
* Truong hop hd so can xac minh: Néu qué han xt ly, trong thoi gian cham
nhat 01 ngay truéc ngay hét han xu Iy, cong chirc Tu phap - Ho tich trinh Chu
tich UBND cap xa ky ban hanh phiéu xin 15i va hen lai ngay tra két qua dé guri
cho cé nhan.
* Trong quéa trinh giai quyét hd so nguoi co trach nhiém thuc hién can thuc
hién ddng thoi cac thao tac tiép nhan/chuyén/tra hd so, két qua giai quyét trén
phan mém Hé thong théng tin giai quyét tha tuc hanh chinh tinh Ha Tinh voi
cac budc trong quy trinh.
3 | BIEU MAU

@j

Mau 01 Mau 01.docx

Gidy tiép nhan ho so va hen tra két qua
a

Mau 02 M3u 02.docx

Phiéu yéu cau b sung hoan thién hd so
0

Mﬁu 03 ) ’ ) o MAau 03.docx
Phieu tir choi tiep nhan giai quyét ho so
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@j

Mau 04 Mau 04.docx

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

Mau 05 M3&u 05.docx

Phiéu kiém soét qua trinh giai quyét ho s
0

Mau 06 M&u 06.docx

S6 theo ddi ho so
-

BM.HT.X.07.01.doc

BM-HT.X07.01 | 1 khai dang ky khai tar (néu nop truc tiép)

Mau ho tich dién tir twong tac dang ky khai tir (néu nop hd

=
BM.HT.X.07.02 , BM.HT.X.07.02.doc
so theo hinh thirc truc tuyen).

HO SO LUU:

Mau 01; 02, 03, 04 (néu c6); 06 luu tai By phan Tiep nhan va Tra két qua cua
UBND cap xa. Mau 01, 05 Iuu theo ho so;

Ho so dau vao theo muc 2.3;

S6 dang ky khai tu;

Vin ban thong bao khong du diéu Kién dang ky khai tir (néu c6); Van ban dé
nghi x&c minh (néu c6); Vian ban tra 1oi xac minh (néu co);

Phar) mém http://hotichdientu.moj.gov.vn; Phan mém Hé thong thong tin giai
quyet thu tuc hanh chinh tinh Ha Tinh.

Ho so dugc luu tai UBND cép x4, thoi gian luu trit s6 dang ky khai tir 13 vinh vién,
con cac giay to khac thuc hién luu theo quy dinh cua Luat Ho tich va cac van ban
huéng dan thi hanh.

6. Thi tuc dang ky khai sinh luwu dong

KY HIEU QUY TRINH QT.HT.X.08

NQI DUNG QUY TRINH
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2.1

Piéu kién thuc hién TTHC:

Tré em sinh ra ma cha me bi khuyét tat, om bénh khong thé di dang ky khai
sinh cho con; cha me bi bat, tam giam hoac dang thi hanh an phat tu ma khéng
con 6ng ba noi, ngoai va nguoi than thich khac hoac nhirng ngudi nay khong

c6 diéu kién di dang ky khai sinh cho tré.

2.2

Cach thwrc thuc hign TTHC:

Truc tiép tai nha riéng hoic tai dia diém t6 chirc dang ky luu dong.

2.3

Thanh phan hd so, bao gom:

Ban
chinh

Y

Ban
Sao

* Gidy to phai nop:

To khai ding ky khai sinh theo mau BM.HT.X.08.01.

Giay chuang sinh.

Truong hop khéng c6 Gidy chiing sinh thi ndp vin ban cua
nguoi 1am chiing xac nhan vé viéc sinh; néu khong co nguoi
lam chung thi phai ¢ gidy cam doan vé viéc sinh theo mau
BM.HT.X.08.02.

Trieong hop nguwoi Yeu cdu da ngp ban dién tir Gidy ching sinh
hodc co quan dang ky ho tich da khai thac dwoc dir liéu dién ti
c6 ky so cua Giay ching sinh thi khéng phdi nép ban giay.

Vin ban xac nhan cia co sé y té da thuc hién k§y thuat hd tro
sinh san cho viéc mang thai ho doi vai truong hop khai sinh
cho tré em sinh ra do mang thai ho.

Gidy to ching minh thudc gia dinh c6 cong véi cach mang,
nguoi thudc ho ngheo, nguoi khuyet tat (néu co).

* Gidy to phai xuét trinh

Hé chiéu/Chitng minh nhan dan/Thé cdn cuéc cong dan/Thé
can cude/Can cude dién tGidy ching nhdn cdn cuéc hoic
cac giay to khac c6 dan anh va thong tin ca nhan do co quan c6
tham quyén cap, con gia tri sir dung dé chang minh vé nhan
than cta ngudi ¢ yéu cau dang ky khai sinh;

Gidy to ¢o gia tri chitng minh théng tin vé cu tra trong truong
hop co quan ding ky ho tich khéng thé khai thac duoc thdng
tin vé noi cu tra cua céng dan theo cac phuong thirc quy dinh
tai khoan 2 Diéu 14 Nghi dinh sé 104/2022/NDB-CP ngay
21/12/2022 cta Chinh phu. Truong hop cac thong tin vé giay
to ching minh noi cu tra da duoc khai thac tir Co so dit liéu
qudc gia vé dan cu bang cac phuong thirc nay thi ngudi c6 yéu
cau khéng phai xuat trinh.

Giay chang nhan két hon cua cha, me tré em (néu cha, me c6




S

déng ky ket hon). Truong hop da co thong tin ve viéc ket hon
cua cha, me trong Co sé dir li¢u Quoc gia vé Dan cu, Co s¢ dir
liéu Ho tich dién tar thi khdng phai xuat trinh.

*Luuy:

- Nguoi tiép nhan hd so thyc hién khai thac thong tin trong Co sé dit liéu qudc
gia vé dan cu theo quy dinh phap luat néu nguoi yéu ciu ding ky ho tich da
cung cap ho, chir dém, tén; ngdy, thang, nam sinh; sé dinh danh ca nhan/thé
can cuoc cOng dan/thé can cuoclchimg minh nhdan dan/can cudoc dién ti.
Truong hop céc thdng tin can khai thac khéng c6 trong Co sé dit liéu qudc gia
vé dan cu thi dé& nghi nguoi yéu cau ké khai day du.

- P6i véi viée xac dinh ho, dan toc, dat tén cho tré:

+ Viéc xac dinh ho, dan toc, dat tén cho tré em phai phu hop vai phap luat va
yéu cau giir gin ban sac dan toc, tap quan, truyén thong van hoa tot dep cua
Viét Nam; khong dat tén qué dai, kho str dung.

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

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

Co quan dang ky ho tich tu chéi giai quyet hoac dé nghi co quan c6 tham
quyén hay bo két qua dang ky ho tich, néu c6 co so xac dinh noi dung cam
doan khong dung su that.

- Trudong hop nguoi yéu cau khong biét chit thi cong chirc tu phap - ho tich
truc tiép ghi To khai, sau d6 doc cho nguoi yéu cau nghe lai noi dung va
huéng dan nguoi d6 diém chi vao To khai. Khi tra két qua dang ky ho tich,
cong chirc tu phap - ho tich phai doc lai noi dung Giay khai sinh cho nguoi
yéu cau nghe va huéng dan nguoi do diém chi vao S6 dang ky khai sinh.

2.4 | So lwong hd so: 01 bo
’e Thai han giai quyét: 7 ‘
" | Trong 05 ngay lam viéc, ké tir ngay nhan du hé so hop Ié.
Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
2.6 .z . A o . 4 .2 X , - , A
Truc tiép tai nha riéng hoac tai dia diém t6 chuc dang ky luu dong.
Co quan thyc hién: UBND cép x3 noi cu tri ciia nguoi cha hoic nguoi me.
,7 | Coquan c6 tham quyép quyét dinh: UBND cap xa.
" | Co quan dwgc uy quyen: Khong.
Co quan phdi hop: Co quan quan Iy Co sé dit liéu Quéc gia vé dan cu.
2.8 | Poi twong thuc hign TTHC: Cé nhan.
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Két qua giai quyét TTHC:

2.9 | - Ho so da diéu kién: Gidy khai sinh (01 ban chinh).
- H6 so khong du diéu kién: Van ban thong bao khong du diéu kién.
2.10 | Quy trinh xir ly cong viéc
. Tréach o Biéu
TT Trinh tw nhiém Thoi gian mAw/Két qua
Tiép nhan ho so:
Tai dja diém ding ky ho tich luu
dong, cdng chac Tu phép - Ho tich
huéng dan nguoi yéu cau dién day <
du thong tin trong To khai dang ky Trong_ hc.)a;lc x _
" ngoai gio | Mau 01; 02,
khai sinh; kiém tra cac gidy to lam Cong \ g X .
, hanh chinh | 03 (neu co),
co s cho viéc dang ky khai sinh, | chic Tu \ S A
BL | Viét Phiéu tiép nhan hd hap -Ho | [lytheo |06 va HO so
ctrhieutiepnhannoso. 1 PNAP - FO 1 yhie tign | theo muc 2.3
Truong hop nguoi yéu cau khong tich thue hien
biet chir thi cong chue Tu phap - nhiem vu
Ho tich truc tiep ghi To khai, sau ' '
do doc cho ngudi yéu cau nghe lai
ndi dung va hudéng dan nguoi do
diém chi vao To khai.
Kiém tra, xem xét hd so:
- Néu du diéu kién: Sau khi tiep
nhan da ho so, ghi vao So dang ky
khai sinh, cap nhat thong tin dang
ky khai sinh trén Phan mém ding .
ky, quan 1y ho tich dién tir ding Mau 05;
chung, luu chinh thac va chuyén ) Du -th.ao G'%y
thong tin dén Co so dir ligu Quéc| “ON khai sinh hodc
B2 | gia vé Dan cu dé liy Sé dinh danh | Cchte Tu 3,5 ngay du thiao Van
c4 nhan. phap - Ho ban thong béo
Sau khi Co s& dit liéu Qudc gia vé tich lgﬂong d(“iu dllit,‘
dan cu tra vé S6 dinh danh ca nhan len khal.lg. hy
thi in Gidy khai sinh. gray Knhai sinn.
- Néu khong du dieu kién: Dy thao
Van ban thong bao khong du diéu
kién.
Trinh Lanh dao UBND cap xa.
Mau 05;
, , Z Yy e z ) Lanh dao . L ’ .
B3 Ky d}_;: thao, két qua giai quyet thu UBND 01 ngay me khai
tuc hanh chinh. cip X sinh hoic Vin

ban thdng bao
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khong du diéu
Kién
Cong
chirc Mau 05, 06;
Phat hanh van ban va tra két qua| 2% Giay ~  khai
B4 | cho cdng chitc Tu phap - Ho tich dé pggﬂg 04 gic Z‘;nh trf]l(c))?lcg ‘é;g
den tra két qua cho nguoi dan. chirc ho khong du diéu
tich tu Kién
phap
Cong chuc Tu phap - HO tich dem
theo Giay khai sinh va S6 diang ky
khai sinh dé tra két qua cho ngudi
c6 yéu cau tai dja diém dang ky luu
dong; hudng dan ngudi yéu cau
kiém tra noi dung Giay khai sinh va 5
S6 ding ky khai sinh, ky, ghi rd ho, Trong hoac | 4= 01, 06:
tén trong S6 dang ky khai sinh; tai | Céng Eggﬁ' Ch?r']ﬁ Gidy  khai
B5 muc “Ghi cht” trong S6 dang ky | chuc Tu 0 theo sinh hodc Van
khai sinh ghi r6 “Ding ky luu | phdp - Ho hy 9 1 ban thong bao
dong”, thu phi, 1& phi theo quy dinh | tich | T¥C UM 1y pane du didu
L2 ' thuc hién | ..
(ncu co). i~ Kign
. oA A R nhiém vu
Truong hop ngudoi yéu cau khong
biét chix, khi tra két qua, cong chirc
Tu phép - HJ tich doc lai ngi dung
Gidy khai sinh cho nguoi yéu cau
nghe va huéng dan nguoi do diém
chi vao S6 dang ky khai sinh.
* Trudong hop hd so qua han xa ly, trong thoi gian cham nhat 01 ngay trudc ngay
hét han xir ly, cong chac Tu phap - Ho tich trinh Chi tich UBND cap x4 ky ban
hanh phiéu xin 16i va hen lai ngay tra két qua dé giri cho t6 chiic, ca nhan.
* Trong qué trinh giai quyét hd so nguoi ¢d trach nhiém thuc hién can thyc
hién dong thoi cac thao tac tiép nhan/chuyén/tra hd so, két qua giai quyét trén
phan mém Hé thong théng tin giai quyét tha tuc hanh chinh tinh Ha Tinh voi
cac buac trong quy trinh.
3 | BIEU MAU
Giay tiép nhan ho so va hen tra két qua
Mau 01 'EH
Mau 01.docx
Mau 02 Phiéu y&u cau bé sung hoan thién hé so
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@H

M3u 02.docx

Phiéu tir chéi tiép nhan giai quyét hd so

M3u 03 i)

M&u 03.docx

Phiéu xin 13i va hen lai ngay tra két qua

M3u 04 (w3

M&u 04.docx

Phiéu kiém soat qua trinh giai quyét ho so

M3u 05 W

M&u 05.docx

S6 theo ddi ho so

M3u 06 bl

Mau 06.docx

To khai dang ky khai sinh
BM.HT.X.08.01 Zig

BM.HT.X.08.01.doc

[
|

BM.HT.X.08.02 BM.HT.X.08.02.doc
Van ban cam doan

4 |HOSOLUU:

Mau 01; 02, 03, 04 (néu c6); 06 luu tai Bo phan Tiep nhan va Tra két qua cua
UBND cap xa. Mau 01, 05 Iuu theo ho so;

- | Ho so dau vao theo muc 2.3;

- | S6 dang ky khai sinh;

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

Phan mem https:/khaisinhdientu.moj.gov.vn. Phan mém Hg thong thong tin
giai quyet tha tuc hanh chinh tinh Ha Tinh.

Ho so duogc luu tai UBND cp x4, thoi gian lvu trir S6 dang ky khai sinh 1a vinh vién,
con cac ~giéy to khac thuc hién luu theo quy dinh cua Luat Ho tich va cac van ban
huéng dan thi hanh.
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7. Thii tuc ding ky két hon luu dong

1 KY HIEU QUY TRINH QT.HT.X.09
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thuc hién TTHC:
* Hai bén nam, nt cung thuong tra trén dia bap CcAp X4 ma mot hodc ca hai bén
nam, nir 1a nguoi Khuyet tat, om bénh khéng thé di dang ky két hon dugc.
* Nam nit két hon voi nhau phai tuan theo cac diéu kién sau:
- Nam tur ¢ 20 tudi tro 18n, nit tir du 18 tuoi tro 1én;
- Viéc két hdn do nam va nir tu nguyén quyét dinh:
- Khdng bi mat nang lyc hanh vi dan su;
- Viéc két hon khdng thudc mot trong céc truong hop cam két hdn, gom:
+ Két hon gia tao;
+ T4o hon, cudng ép két hon, lira déi két hon, can tré két hon;
+ Nguoi dang c6 vg, €0 chéng ma két hon v6i nguoi khac hodc chua c6 vo,
chua c¢6 chong ma két hon vai ngudoi dang c6 chong, €0 vo;
+ Két hon giita nhitng ngudi cing dong méu vé truc hé; gitta nhitng nguoi 6
ho trong pham vi ba doi; gitra cha, me nudi véi con nudi; gitta ngudi da ting
la cha, me nudi véi con nudi, cha chong véi con dau, me vo véi con ré, cha
dugng vai con riéng caa vo, me ké véi con riéng cua chong.
* Nha nudc khong thtra nhan hdn nhan gitra nhitng ngudi cung giai tinh.,
2.2 | Cach thirc thuc hign TTHC:
Tryc tiép tai nha riéng hoic tai dia diém t6 chie dang ky luu dong.
2.3 | Thanh phan hd so, bao gom: cE?r?h E:g
* Gidy to phdi ngp:
_ | To khai dang ky két hon. Hai bén nam, nit c6 thé khai chung y

vao mot To khai dang ky két hon theo miu BM.HT.X.09.01.

* Gidy to phdi xudt trinh:

Hé chiéu/Ching minh nhan dan/Thé can cwéc cong dan/Thé
can cude/Can cude dién tirlGidy chimg nhdn cdn cuéc hodc
cac gidy to khac c6 dan anh va thong tin c4 nhan do co quan X
c6 tham quyén cép, con gié tri sa dung dé chang minh vé
nhan than caa nguoi c6 yéu cau dang ky két hon.

Gidy to ¢6 gié tri chimg minh thong tin vé cu tra trong truong
hop co quan dang ky hd tich khdng thé khai thac dugc thong
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tin vé noi cu tra cua coéng dan theo cac phuong thirc quy dinh
tai khoan 2 Diéu 14 Nghi dinh sé 104/2022/ND-CP ngay
21/12/2022 cta Chinh phu. Trudng hop cac thong tin vé gidy
to chimg minh noi cu tra da duwoc khai thac tir Co s¢ dir liéu
qudc gia vé dan cu bang cac phuong thirc nay thi ngudi 6
y&u cau khdng phai xuét trinh.

Nguoi tiép nhan ho so thuc hién khai thac thong tin trong Co s¢ dir liu quéc
gia vé dan cu theo quy dinh phép luét néu ngudi yéu céu dang ky ho tich da
cung cap ho, chit dém, tén; ngay, thang, nim sinh; sé dinh danh cd nhan/thé
can cudc cong dan/thé can cudc/chung minh nhan ddn/can cudc dién tu.
Truong hop cac thong tin can khai thac khong c6 trong Co s& dit liéu quc gia
vé dan cu thi dé nghi ngudi yéu cau ké khai day du.

2.4 | S6 lwong hé so: 01 bo
2.5 | Thoi han giai quyét: 05 ngay lam viéc ké tir ngay tiép nhan.
.6 | Dl diém tiép nhan ho so va tra két qua giai quyét TTHC:
| Truc tiép tai nha riéng hoac tai dia diém to chuic dang ky luu dong.
Co quan thuc hién: UBND cap xa noi thuong trd cua hai bén nam nix.
Co quan c6 tham quyén quyét dinh: UBND cap xa noi thuong trd cua hai
2.7 | bén nam nir.
Co quan dwoc iy quyén: Khong.
Co quan phdi hop: Co quan quan Iy Co so di liéu Quéc gia vé Dan cu.
2.8 | Poi twong thuc hién TTHC: Cé& nhan
29 Két qué giai quyét TTHC: Gidy ching nhan két hdn (ban chinh), mdi bén
' vo, chong 01 ban.
2.10 | Quy trinh xi ly cong viéc
TT Trinh tw Trach | Thei | Biéu
: nhi¢m gian mau/Ket qua
Tlép nhan h6 SO Trong
- Truong hop hd so chua d@iy‘dﬁ, hop hoac
Ié: Hu:on\g dall nguol Nop hp SO ‘tzo Cong ngoai gio | \ .= 01 02,
sung, hoan thién theo quy dinh, néu , hanh X ~N
A 2 R s ov | Chic Tu .+ 103 (néu co);
B1 | khong bo sung hoan thién duoc thi tir haD - HG chinh tuy Y HA
chéi tiép nhan hd so Phap = HO | 105 thyg | 96 V& HO so
T . tich . x *~ | theo muc 2.3
- Truong hop ho so day du, hop Ié thi tien thuc
tiép nhan ho so, viét Phiéu tiép nhan ho hign
S0. nhiém vu
B2 Kiém tra, xem xét hf) s0: \ ‘ Cpng 04 ngay Mfiu 05; Du:
- Truong hop du diéu kién: Vao phan | chic Tu thao Giay
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mém dang ky ho tich thuc hién nhap
thong tin, in Gidy chang nhan két
hon; ghi noi dung ding ky vao S6
dang ky két hon, hudng dan cac bén
kiém tra noi dung Gidy chang nhan
két hon va So6 dang ky két hon cung
cac bén nam, nir ky vao S6 ding ky
két hon, Gidy chung nhan két hén
theo quy dinh; tién hanh trao Gidy
ching nhan két hon cho cac bén tai
dia diém dang ky luu dong. Tai muc
“Ghi chi” trong S6 dang ky két hon
ghi r0 “Pang ky luu dong”.

- Truong hop nguoi yéu cau khdng
biét chir thi cong chic tu phap - ho
tich truc tiép ghi To khai, sau dé doc
cho nguoi yéu cau nghe lai noi dung
va huong dan ngudi d6 diém chi vao
To khai.

phap - Ho
tich

chang
ket hon

nhan

B3

Ky duyét két qua thuc hién tai budc
B2.

Lanh dao
UBND
cap xa

06 gio

Mau 05; Gidy
chang  nhan
ket hon

B4

Phat hanh véan ban va tra két qua cho
cong chac Tu phap - HO tich dé
chuyén tra cho nguoi dan.

Cong
chtc Van
phong

02 gid

Mau 05, 06;
Giay chung
nhan ket hon

BS

Trao Giay chtng nhan két hén cho
cong dan. Khi trao Gidy chang nhan
két hodn, céng chic tu phap - ho tich
phai doc lai noi dung Gidy ching nhan
két hon cho ngudi yéu cau nghe va
huéng dan ngudi d6 diém chi vao So6
dang ky két hon néu nguoi yéu cau
khong biét chit.

Lanh dao
UBND
CAp X&;

cong chuac

Tu phap -
Ho tich

Trong
hoac
ngoai gio
hanh
chinh tuy
theo thuc
tién thuc
hién
nhiém vu

M:?l’u 01, 06;
Giay chung
nhan két hon

* Truong hop ho so qua han xir ly, trong thoi gian cham nhat 01 ngay truéc
ngay hét han xt ly, cong chirc Tu phap - Hf tich trinh Chu tich UBND cap xa
ky ban hanh phiéu xin loi va hen lai ngay tra két qua dé gui cho to6 chuc, ca

nhan.

* Trong qué trinh giai quyét ho so ngudi ¢6 trach nhiém thyuc hién can thyc
hién dong thoi cac thao tac tiep nhan/chuyén/tra ho so, ket qua giai quyet trén
phan mém Hé thong théng tin giai quyet tha tuc hanh chinh tinh Ha Tinh véi

cac budc trong quy trinh.
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3 |BIEU MAU
a
Mau 01 M&u 01.docx
Gidy tiép nhan ho so va hen tra két qua
i
I\/Iﬁu 02 Mau 02.docx
Phiéu yéu cau b6 sung hoan thién hé so
i
Mau 03 MAau 03.docx
Phiéu tir chdi tiép nhan giai quyét ho so
: =
Mau 04 Mau 04.docx
Phiéu xin 15i va hen lai ngay tra két qua
o
M?lu 05 MAu 05.docx
Phiéu kiém soat qué trinh giai quyét ho so
S6 theo ddi ho so
Mau 06 'ij
Mau 06.docx
To khai dang ky két hon
BM.HT.X.09.01 ﬁ}
BM.HT.X.09.01.doc
4 |HOSOLUU:
| MAu 01; 02, 03, 04 (néu ¢6); 06 luu tai BO phan Tiép nhan va Tra két qua cia
UBND cap xa. Mau 01, 05 Iuu theo ho so;
- | H6 so dau vao theo muc 2.3;
- | S6 dang ky két hon;
Phan mém http://hotich.moj.gov.vn; Phan mém Hé thong thong tin giai quyét
= | thua tuc hanh chinh tinh Ha Tinh.

Ho so dugc luu tai UBND cap x&, thoi gian luu trir SO dang ky két hon 1a vinh vién,
con cac giay to khac thuc hién luu theo quy dinh cua Luat Ho tich va cac van ban

huéng dan thi hanh.

8. Thi tuc dang ky khai ti lwu dong



http://hotich.moj.gov.vn/
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KY HIEU QUY TRINH QT.HT.X.10

NQI DUNG QUY TRINH

2.1

Piéu kién thuc hién TTHC:

Nguoi chét khong c6 nguoi than thich, nguoi than thich khong séng cung dia
ban xa hodc la nguoi gia, yeu, khuyét tat khong di dang ky khai tir duoc.

2.2

Cach thirc thuc hiégn TTHC:

Truc tiép tai nha riéng hoic tai dia diém t6 chirc dang ky luu dong.

2.3

Thanh phan ho so, bao gom:

Ban
chinh

>

Ban
sao

* Gidy to phai nop:

- T& khai dang ky khai tt theo miu BM.HT.X.10.01;

- Gidy béo ti hodc gidy to thay Gidy bao tir do co quan c6
tham quyén cdp. Trieong hop nguoi yéu cau da ndp bdn dién
tir Gidy bao tir hodc co quan ding ky hé tich da khai théc
dwoc dir liéu dién tir c6 ky sé cia Gidy bao ti thi khéng phdi
nép ban gidy.

- Gidy to chung minh thudc gia dinh ¢6 cong vai cach mang,
nguoi thugc ho ngheo, nguoi khuyét tat (néu co);

* Giy to phai xuat trinh:

- H¢ chiéu/Chizng minh nhan dan/Thé can cuéc cong dan/Thé
cin cude/Can cwde dién tirlGidy ching nhdn cdn cudc hodc
cac gidy to khac c6 dan anh va thong tin c4 nhan do co quan
c6 tham quyén cip, con gié tri s dung dé chang minh vé
nhan than caa nguoi c6 yéu cau dang ky khai ti;

- Giay to chung minh noi cu tra cudi clng cta nguoi chét dé
xac dinh tham quyén trong truong hop co quan dang ky ho
tich khong thé khai thac dugc thdng tin vé noi cu tri cua cong
dan theo cac phuong thirc quy dinh tai khoan 2 Biéu 14 Nghi
dinh s6 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu.
Trudng hop cac thdng tin vé gidy to chimg minh noi cu tra da
duoc khai thac tir Co so dir liéu qUOc gia vé dan cu bang cac
phuong thirc ndy thi nguoi c6 yéu cau khdng phai xuat trinh.

- Truong hop khéng xac dinh dugc noi cu tra cudi cing cua
ngudi chét thi xuat trinh giay to ching minh noi nguoi do
chét hoac noi phat hi¢n thi thé cia nguoi chet.

2.4

S6 lwong ho so: 01 bo

2.5

Thoi han giai quyét: 05 ngay lam viéc, ké tir ngay nhan du hd so hop 18.
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Pia diém tiép nhan hd so va tra két qua giai quyét TTHC:

2.6 e s ea e ae R 2
Truyc tieép tai nha riéng hoac tai dia dieém to chuc dang ky luu dong.
Co quan thuc hién:
- UBND Cép x3 noi cu tri cudi clng cua ngudi chét;
- UBND cép x4 noi ngudi d6 chét hoic noi phat hién thi thé ngudi chét trong
2.7 | truong hop khéng xac dinh dugc noi cu tri cudi cling cua ngudi chét.
Co quan c6 tham quyén quyét dinh: UBND cip xa.
Co quan dwoc ity quyén: Khong.
Co quan phdi hop: Co quan quan Iy Co sé dit liéu Quéc gia vé dan cu.
2.8 | Poi twong thuc hién TTHC: Cé4 nhan
2.9 | Két qua giai quyét TTHC: Trich luc khai tir (ban chinh).
2.10 | Quy trinh xw ly cong viéc
TT Trinh tu Trach | Thet | Bieu
: nhiém gian mau/Ket qua
Tiép nhan hd so:
Tai dia diém dang ky ho tich luu dong, Trong
cong chirc Tw phap - Ho tich huong Cong hc‘)gc IMiu o1 02,
dan ngudi yéu cau dién day du thdng , ngoai gio X .
chace Tu N 03 (néu co);
B1 |tin trong To khai dang ky khai tir; kiém . hanh s LA
YR ) . phap - - .. |06 va HO so
tra cac giay to lam co so cho Viéc dang Ho tich chinh tay theo muc 2.3
Ky khai tir, viet Phicu tiep nhan ho so. S theo thuc T
Néu ho so khong du dieu kién thi tien
hudng dan cong dan hoan thién.
Kiém tra, xem xét ho so: Vao So6 dang | Cong x _
. P A ~ A 5 X A , Mau 01, 05,
ky khai tt, nhap dir liéu vao phan mém | chuc Tu . \ )
B2 A \ . ., . 04 ngay | Du thao Trich
ho tich, in du thao Tr|’ch luc khai tr, | phép - luc khai ti
trinh 1anh dao UBND c4p XA. Ho tich ¢
Lanh dao x .y
B3 | Ky Trich luc khai tir cho cong dan. UBND | 06 gie | Mau 05; Trich
L. luc khai twr
cap xa
Cong
chuc
Phit hinh vin bin va tri két qua cho | V" ML 05: Trich
B4 | cong chitc Tu phap - Ho tich dé chuyén | Poond | 02 gio: !
Y L Ap ez A A Cong luc khai tur
tra két qua cho cong dan. ,
chace Tu
phap -

Ho tich.
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BS

Tra két qua, chuyén nguoi dan ky so,
thu 18 phi theo quy dinh (néu cd).
Huéng dan ngudi yéu cau kiém tra noi
dung Trich luc khai tir va S6 ding ky
khai tir, ky, ghi rd ho, tén trong S

dang ky khai tir; tai muc “Ghi chu” Trong

trong S6 dang ky khai tir ghi 10 “DPang con hoic

ky luu dong”. N9 | ngoai gio | MAu 01, 06;
. e . . ... | chtc Tu ) . !

- Trudng hop nguoi yéu cau khong biét ohap - hanh | Trich luc khai

chix thi cong chire tu phap - ho tich truc | [ » .- chinh tay | tir

U ) .. | Ho tich

tiep ghi To khai, sau d6 doc cho ngudi theC_)Nthl.l’C

yéu cau nghe lai noi dung va hudng dan tien

nguoi d6 diém chi vao To khai. Khi tra
két qua, cong chire tu phap - ho tich doc
lai noi dung Trich luc khai tir cho nguoi
yéu cau nghe va hudng dan nguoi do
diém chi vao So ding ky khai tir.

*Luuy:

- Nguoi tiép nhan hd so thuc hién khai thac thong tin trong Co s dir liéu qubc
gia vé dan cu theo quy dinh phap luat néu nguoi yéu cau ding ky ho tich da
cung cap ho, chir dém, tén; ngdy, thang, nam sinh; sé dinh danh ca nhan/thé
can cuoC cong dan/thé can cuoclchung minh nhan dan/can cwoc dién tu.
Truong hop céc thdng tin can khai thac khong c6 trong Co sé dit liéu qudc gia
vé dan cu thi dé nghj ngudi yéu cau ké khai day di.

- Truong hop hd so qua han xi ly, trong thoi gian cham nhat 01 ngay trudc
ngay hét han xir ly, cdng chirc Tu phap - Ho tich trinh Chu tich UBND cép x&
ky ban hanh phiéu xin 16i va hen lai ngay tra két qua dé gui cho t chic, cé&
nhan.

- Trong qué trinh giai quyét ho so nguoi c6 trach nhiém thuc hién can thuc
hién ddng thoi cac thao tac tiép nhan/chuyén/tra ho so, két qua giai quyét trén
phan mém Hé thong théng tin giai quyét tha tuc hanh chinh tinh Ha Tinh voi
cac buac trong quy trinh.

BIEU MAU

Gidy tiép nhan ho so va hen tra két qua

@j

M3u 01.docx

Mau 01

Phiéu yéu cau b6 sung hoan thién hd so

@j

M&u 02.docx

Mau 02
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Phiéu tir chdi tiép nhan giai quyét hd so

M3u 03 bl

Mau 03.docx

Phiéu xin 15i va hen lai ngay tra két qua

M3Au 04 w4

M&u 04.docx

Phiéu kiém soat qué trinh giai quyét hd so

M3u 05 W

M3&u 05.docx

S6 theo ddi ho so

Mau 06 Iﬁﬂ

M3u 06.docx

To khai dang ky khai tu

BM.QT.X.10.01

BM.HT.X.10.01.doc

HO SO LUU:

Mau 01; 02, 03, 04 (néu c6); 06 luu tai Bo phan Tiep nhan va Tra ket qua cua
UBND cap xa. Mau 01, 05 Iuu theo ho so.

Ho so dau vao theo muc 2.3;

S6 dang ky khai tu;

Phan mém http://hotich.moj.gov.vn; Phan mém Hé théng thong tin giai quyét
tha tuc hanh chinh tinh Ha Tinh.

Ho so dugce luu tai UBND cAp x&, thoi gian luu trir S6 ding ky khai tir 1 vinh vién, con
céc giay to khac thuc hién luu theo quy dinh cua Luat Ho tich va cac van ban hudng
dan thi hanh.

9. Thii tuc ding ky khai sinh c6 yéu t6 nwéc ngoai tai khu vuc bién giéi

1 | KY HIEU QUY TRINH QT.HT.X.11
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thuc hién TTHC:

Tré sinh ra tai Viét Nam co6 cha hoac me la cdng dan Viét Nam thuong trd
tai dia ban x&8 ¢ khu vuc bién gigi con me hodc cha la cong dan nudc lang



http://hotich.moj.gov.vn/
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gieng thuong tri tai don vi hanh chinh trong duong cap xa cua Viét Nam
tiep giap véi x& ¢ khu vuc bién gidi cta Viét Nam noi cong dan Viét Nam
thuong tra.

2.2 | Cach thuc thuc hién TTHC:
- Nguoi c6 yéu cau dang ky khai sinh tryc tiép thuc hién hogc ty quyén cho
nguc‘ri khac thuc hién nop ho so truc tiép tai Bo phan TN&TKQ cua UBND
cap x&;
- Gtri hd so qua Dich vu buu chinh cong ich;
- Nop hd so tryc tuyén trén Cong Dich vu cong Quoc gia
https://dichvucong.gov.vn hoac H¢ thong thong tin giai quyét tha tuc hanh
chinh tinh Ha Tinh https://dichvucong.hatinh.gov.v.
N by A A Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao

To khai dang ky khai sinh theo‘mﬁu BM.HT.X.11.01 (né:u
nguoi co yéu cau lya chon nop ho so theo hinh thirc truc tiep X
hoac gui ho so qua Dich vu buu chinh cong ich);

Mau ho tich dién tir twong tic 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 lya chon nop ho so theo hinh
thire truc tuyén);

Nguoi ¢ yéu cau ding ky khai sinh thyc hién viéc nop/xuat
trinh (theo hinh thuc truc tiep) hoac tai 1én (theo hinh thuc
truc tuyén) cac giay to sau:

*Gidy tor phdi ngp:

Gidy chung sinh; truong hop khéng co Glay chang sinh thi
ndp van ban cua nguoi lam ching xac nhan Vé Viéc sinh; néu
khong c6 ngudi 1am chang thi phai ¢ gidy cam doan vé viéc
sinh theo mau; X
Truong hop nguoi yéu cau da ngp ban dién tir Gidy chimg sinh
hodc co quan dang ky ho tich da khai thac dwoc dir lieu dién
c6 ky 56 ciia Gidy chirng sinh thi khong phdi ngp ban gidy.

Vin ban xac nhan cta co so'y té da thyc hién k¥ thuat ho tro
sinh san cho viéc mang thai ho doi véi truong hop khai sinh X
cho tré em sinh ra do mang thai ho;

Vin ban thoa thuan caa cha, me vé viéc chon quéc tich cho
con. Truong hop cha, me chon quéc tich nudc ngodi cho con
thi van ban thoa thuan phai cé xac nhan cta co quan nha nudc
c6 tham quyén cta nudc ngoai ma ngudi d6 1a cong dan;

Gidy to chizng minh nhan than, chimg minh noi thudng tri & X
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khu vyc bién gioi caa cong dan nudc lang giéng;

Truong hop uy quyén cho nguoi khéc lam thay thi phai ¢6 van
ban ty quyén dugc ching thuc theo quy dinh cta phép luat;

Gidy to chiing minh thudc gia dinh c6 cong véi cach mang,
ngudi thuéc ho ngheo, nguoi khuyét tat (néu co).

* Gidy tor phdi xudt trinh:

H¢ chiéu/Chiing minh nhan dan/Thé can cuéc cong dan/Thé
can cude/Cén cwde dién tirlGidy ching nhédn cdn cuéc hodc
cac giay to khac ¢ dan anh va thong tin ca nhan do co quan
c6 tham quyén cap, con gia tri st dung dé chang minh vé
nhan than cta ngudi ¢ yéu cau dang ky khai sinh. Truong
hop cac thong tin ca nhan trong cé4c gidy to nay di cé trong
CSDLQGVDC, CSDLHTDT, dugc hé théng dién tu dong
thi khdng phai tai 1&n (theo hinh thuc truc tuyén);

Gidy to ¢6 gia tri chung minh thong tin vé cu tra trong truong
hop co quan dang ky ho tich khong thé khai thac duoc théng
tin Vé noi cu tra ctia cong dan theo cac phuong thirc quy dinh
tai khoan 2 Diéu 14 Nghi dinh s6 104/2022/ND-CP ngay
21/12/2022 caa Chinh phu. Trudng hop cac thong tin vé gidy | x
to chimg minh noi cu tru da duoc khai thac tr Co so dir liéu
qudc gia vé dan cu bang cac phuong thirc nay thi nguoi co
yéu cau khong phai xuét trinh (theo hinh thuc tryc tiép) hoac
tai 1&n (theo hinh thuc truc tuyén).

* Lwu y khi ndp hd so:

- Poi v6i yéu cau ding ky khai sinh ma cha, me tré da dang ky két hon, trén
co s¢ thong tin vé Gidy chirng nhdn két hén cung cdp trong To khai dang ky
khai sinh, co quan déing ky hé tich cé trach nhiém tra ciru théng tin vé tinh
trang hén nhén cia cha, me tré trén Hé thang thdng tin gidi quyét thu tuc
hanh chinh cdp tinh théng qua két néi véi Co sé dir lidu hé tich dién tir,
Co so dir liéu quoc gia vé dan cw. Két qua tra ciru dwoc lwu triv dwéi dang
dién tir hodc ban gidy, phan dnh ddy di, chinh xdc théng tin tai thoi diém
tra cieu va dinh kém hé so ciia nguoi dang ky. Truwong hop khéng tra citu
duwoc tinh trang hon nhan do chua co thong tin trong Co so dit liéu ho tich
dién tir, Co 56 dir liéu qudc gia vé dan cw, thi co quan dang ky hé tich dé
nghi Uy ban nhén ddn cdp xa noi nguoi yéu cau thuong tri/noi da dang ky
két hon xdc minh, cung cdp théng tin. Trong thoi han 03 ngay lam viée ké tor
ngay nhdn diroc yéu cau xac minh, Uy ban nhan dan cdp xd noi nhdn dwoc
dé nghi xa4c minh c6 trach nhiém kiém tra, xac minh va gui két qua vé tinh
trang hon nhan cua nguoi do.
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- Trudng hop gui hd so qua Dich vu buu chinh cdng ich thi phai gui kém
theo ban sao c6 chung thyuc cac gidy to phai xuat trinh.

- D6 véi gidy to nop, xuat trinh néu ngudi yéu cau nop ho so theo hinh thic
truc tiép:

+ Ngudi tiép nhan c6 trach nhiém kiém tra, ddi chiéu véi thdng tin trong to
khai, chup lai hodc ghi lai thong tin dé luu trong ho so va tra lai cho ngudi
XUt trinh, khong duoc yéu cau nop ban sao hodc ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich ¢ thé nop ban sao ching thuc tir ban
chinh hoic ban sao duoc cap tir s6 goc hodc ban chup kém theo ban chinh
gidy to dé dbi chiéu. Truong hop ngudi yéu cau nop ban chup kém theo ban
chinh gidy to thi nguoi tiép nhan cé trach nhiém kiém tra, doi chiéu ban
chup vai ban chinh va ky xac nhan, khong dugc yéu cau nguoi di ding ky
nop ban sao giay to do.

+ Nguoi tiép nhan ¢ trach nhiém tiép nhan dung, da ho so dang ky ho tich
theo quy dinh caa phap luat ho tich, khong duoc yéu cau nguoi ding ky ho
tich nop thém gidy to ma phép luat ho tich khong quy dinh phai nop.

Nguoi tlep nhan hd so thuc hién khai thac thong tin trong Co s¢ dir ligu
quéc gia vé dan cu theo quy dinh phap luat néu ngudi yéu Cau dang ky ho
tich da cung cap ho, chit dém, tén; ngdy, thang, nam sinh; s¢ dinh danh ca
nhan/thé can cuoc cong dan/thé can cuocichitng minh nhan dan/can cwoc
dién tir. Truong hop céc thdng tin can khai thac khong cé trong Co so dir
liu qudc gia vé dan cu thi dé nghi nguoi yéu cau ké khai day du.

- Béi véi gidy to guri kém theo néu nguoi yéu cau nop hd so theo hinh thuc
truc tuyén:

+ Ban chup céc giay to giri kém theo ho so ding ky khai sinh tryc tuyén
phai bao dam rd nét, day du, toan ven vé noi dung, 1a ban chup bang ‘may
anh, dién thoai hoac duoc chup, dugc quet bing thlet bi dién tu, tr glay to
dugc cap hop Ié, con gia tri str dung; néu 1a gidy to do co quan co tham
quyén nudc ngoai cap thi phai dugc hop phap hoa lanh sy, dich sang tiéng
Viét theo quy dinh, trir truong hop duoc mién hop phéap hoa lanh su.

+ Truong hop gidy to, tai lidu phai giri kém trong ho so dang ky khai sinh
tryc tuyén da c6 ban sao dién tir hodc di co ban dién tur gidy to ho tich thi
ngudi yeu cau dugc sir dung ban dién tir nay.

+ Khi dén co quan dang ky h¢ tich nhan két qua (Giay khai sinh/ban sao
Glay khai sinh), nguoi co yéu cau dang ky khai sinh phai nop ban chinh
Gidy chang sinh; xuat trinh giay to tuy than.

- Gidy to do co quan co tham quyén cta nude c¢6 chung dudng bién glorl Vi
Viét Nam lap, cap, xac nhan st dung dé dang ky h¢ tich dugc mlen hop
phap hoa lanh sy; dich ra tiéng Viét va c6 cam két cua ngudi dich vé viéc
dich dting ndi dung.

- Truong hop nguoi yéu Cau dang ky khai sinh khong cung cap duoc gidy to néu
trén theo quy dinh hoac gidy to nop, xuét trinh bi tdy xda, stra chita, 1am gia thi
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co quan daing ky ho tich c6 tham quyen hity bo ket qua dang ky khai sinh.

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

- Co quan dang ky ho tich tu chéi giai quyet hoac dé nghi co quan c6 tham
quyén huy bo két qua dang ky ho tich, néu co co sd xac dinh noi dung cam
doan khong dung su that.

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

+ Viéc xac dinh ho, dan toc, dat tén cho tré em phai phu hop véi phap luat
va y&u cau gitr gin ban sac dan toc, tap quan, truyén thong vin hoa tot dep
cua Viét Nam; khong dat tén qué dai, kho st dung.

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

2.4

S6 hrgng hé so: 01 bo.

2.5

Thoi han giai quyét: Ngay trong ngay tiép nhan da ho so hop 18 (nhan ho
so sau 15 gio ma khéng giai quyét dugc ngay thi tra két qua trong ngay lam
viéc tiép theo).

2.6

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

- B6 phan Tiép nhan va Tra két qua caa UBND céap xa.

- He thong thdng tin giai quyét thu tuc hanh chinh tinh Ha Tinh (chi tiép
nhan ho so): https://dichvucong.hatinh.gov.vn hoac Coéng Dich vu cong
Quoc gia https://dichvucong.gov.vn.

2.7

Co quan thuc hién: UBND cap xa o khu vuc bién gisi noi thuong tri cua
nguoi cha hoac ngudi me la cong dan Viét Nam.

Co quan c6 tham quyén quyét dinh: UBND cip xa.

Co quan dwoc iy quyén: Khong.

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

2.8

Poi twgng thuc hién TTHC: Cé& nhan

2.9

Két qua giai quyét TTHC:

- H6 so du diéu kién:

+ Gidy khai sinh (01 ban chinh); ban sao Giay khai sinh theo yéu cau.

+ Ban dién tur Gidy khai sinh (Ban dién tir s& tw dong giri vé Kho quan ly dix
liéu dién tur cua ca nhan/dia chi thu dién tu/thiet bi so/dién thoai cua nguoi yeu
cau sau khi da hoan tat thu tuc dang ky khai sinh tai co quan dang ky hd tich).

- H6 so khong du diéu kién: Van ban thong bao khong du diéu kién.

2.10

Quy trinh xir ly cdng viéc

TT

Trinh tw Trach Thoi Biéu
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nhiém

gian

Bl

1. Tiép nhan hd so truc tiép tir ca
nhan hoac tir Dich vu buu chinh cong
ich hodc trén Cong Dich vu cong
Quéc gia https://dichvucong.gov.vn
hodc Hé thdng thdng tin giai quyét thu
tuc hanh chinh tinh Ha Tinh
https://dichvucong.hatinh.gov.vn.

2. Cong chie Tu phap - Ho tich kiém
tra hd so:

- Néu ho so chua day du hoic khong
hop 16: Hudng dan hoic thong bao
bang van ban cho c& nhan bd sung,
hoan thién hd so. Truong hop khong
b6 sung, hoan thién duoc hd so thi
thong béao tir chéi giai quyét hd so.

- Néu hé so day du, hop 1&: Lam thu
tuc tiép nhan ho so va thu phi, 1& phi
theo quy dinh. Néu tiép nhan hd so
sau 15 gio thi gui Phiéu hen, tra két
qua cho nguoi c6 yéu cau trong ngay
lam viéc tlep theo hodc g tin nhan
hen tra két qua qua dién thoai di dong
cho ngudi c6 yéu cau (néu nguoi cé
yéu cau lya chon hinh thac nép ho so
truc tuyén).

Sau khi tiép nhan ho so theo hinh thirc
nop truc tiép, Cong chac Tu phéap -
Ho tich thuc hién sé hda (sao chup,
chuyén thanh tai liéu dién tu trén hé
thong thong tin, co s¢ dit liéu) va ky
s6 vao tai lieu, hd so giai quyét thu
tuc hanh chinh da dugc s6 hoa theo
quy dinh.

Cong
chace Tu
phap - Ho
tich

Gio
hanh
chinh

Mau 01; 02,
03 (néu co);
06 va Hb so
theo muc 2.3

B2

Kiém tra, xem xét ho so:

- Néu du diéu kién: Ghi noi dung khai
sinh vao S6 diang ky khai sinh, cap
nhat dit liéu vao phan mém ho tich.
Truong hop cha, me lya chon quéc
tich Viét Nam cho con thi chuyén
thong tin dén Co so dir liéu Qudc gia
vé dan cu dé ldy S6 dinh danh cé

Cong
chac Tu
phap - HO
tich

02 gio

Mau 05; Du
thao  Giay
khali sinh
hoac van ban
théng  bao
khong  du
diéu kien
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nhan. Sau khi c6 s6 dinh danh ca
nhan, in du thao Giay khai sinh.
Truong hop tiép nhan hd so ding ky
khai sinh theo hinh thtc truc tuyén:
Gui lai biéu mau Giay khai sinh dién
tir voi thong tin day du cho ngudi yéu
cau qua thu dién tir hoic thiét bj sé.
Ngudi yéu cau cd trach nhiém kiém
tra tinh chinh x4c, day du cua cac
thong tin trén biéu mau Giy khai sinh
dién tir va xac nhan (toi da mot ngay).
Néu ngudi ¢6 yéu cau xac nhan théng
tin da thong nhat, day du hoic khéng
c6 phan hoi sau thoi han yéu cau thi
ghi noi dung vao S6 dang ky khai sinh,
cap nhat thong tin dang ky khai sinh
va luu chinh thirc trén Phan mém dang
Ky, quan ly hd tich dién t& dung chung.
- Néu khong di diéu kién: Du thao vin
ban thong bao khong du diéu kien.
Trinh lanh dao UBND cép xa.

Mau 05;
Giay  khai
. 2 LA » s £4 o Lanh dao sinh hoac
B3 K\y du thao k_et qua giai quyét thu tuc UBND 01 gid | van ban
hanh chinh tai B2. L. n .
cap xa théng  bao
khong  du
diéu kién
Mau 05;
Giay  khai
e s N S Cong sinh  hoac
g4 | Phathanh van ban va tra ket qua cho | oo 'Gen | 01 gio |van  ban
cong chure Tu phap - Ho tich. . o .
phong théng  bao
khong  du
diéu kién
M?l,u 01, 06;
7 q Con Giay  khai
Chuyén ngudi dan ky véo S6 dang ky | = ‘%u, Gid |sinh  hoic
B5 | khai sinh va tra két qua, thu phi, 1€ phi . . | hanh |véan ban
: phap - Ho ] A .
theo quy dinh. ) chinh | thdng  bao
tich n \
khong  du

diéu kién
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* Truong hop hd so khong xtr 1y duoc trong ngay 1am viéc hoic trong ngay
lam viéc tiép theo (d6i voi hd so nhan sau 15 giod), trong ngay hen tra két
qua, cdng chtrc Tu phap - Ho tich trinh Cha tich UBND cép x& ky ban hanh
phiéu xin 15i va hen lai ngay tra két qua dé giri cho t6 chuc, ca nhan.

* Trong qua trinh giai quyét hd so ngudi ¢6 trach nhiém thyc hién can thyc
hién d6ng thoi céc thao tac tiép nhan/chuyén/tra hd so, két qua giai quyét
trén phan mém Hé théng théng tin giai quyét tha tuc hanh chinh tinh Ha
Tinh véi cac budc trong quy trinh,

BIEU MAU
Giay tiép nhan ho so va hen tra két qua
M3u 01 ]
M3u 01.docx
Phiéu yéu cau bo sung hoan thién ho so
M3u 02 W
Mau 02.docx
Phiéu tir chéi tiép nhan giai quyét hd so
M3u 03 g
Mau 03.docx
Phiéu xin 15i va hen lai ngay tra két qua
M3u 04 w5
Mau 04.docx
Phiéu kiém soat qua trinh giai quyét ho so
Mau 05 'ﬁﬂ
Mau 05.docx
S6 theo ddi ho so
Mau 06 Iiﬂ
MAu 06.docx
-
BM.HT.X.11.01 BM.HT.X.11.01.doc
To khai dang ky khai sinh
-
BM.HT.X.11.02 BM.HT.X.11.02.doc
Van ban cam doan
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Mau h tich dién tir tuong tic dang ky khai sinh (néu
nop ho so theo hinh thic truc tuyen).
BM.HT.X.11.03 “‘Eﬁ

BM.HT.X.11.03.doc

HO SO LUU:

Mau 01; 02, 03, 04 (néu c6); 06 luu tai BO phan Tiép nhan va Tra két qua
caa UBND cap x&. Mau 01, 05 luu theo ho so;

Ho so dau vao theo muc 2.3;

S6 dang ky khai sinh;

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

Phan mém https:/khaisinhdientu.moj.gov.vn; Phan mém Hg thong thong tin
giai quyet tha tuc hanh chinh tinh Ha Tinh.

Ho so' duoc luu tai UBND cp x4, thoi gian luu trit S6 déng ky khai sinh 1a vinh
viéen, con Cé(i giay to khac thuc hién luu theo quy dinh ctaa Luat Ho tich va cac van
ban hudng dan thi hanh,

10. Thi tuc ding ky két hon c6 yéu té nwée ngoai tai khu vire bién gi6i

1 | KY HIEU QUY TRINH QT.HT.X.12
2 NOI DUNG QUY TRINH
2.1 | Piéu kién thuc hién TTHC:

* Cong dan Viét Nam thuong tru tai dia ban xa ¢ khu vuc bién gioi dang ky
ket hon vei cong dan cua nudce lang gieng thuong trd tai don vi hanh chinh
tuong duong cap xa cua Viét Nam tiép gidp vai xa ¢ khu vuc bién gidi cua
Viét Nam noi cong dan Viét Nam thuong tru.

* Nam nit két hon véi nhau phai tuan theo cac diéu kién sau:

- Nam tir da 20 tuoi tro 1én, nir tir ¢ 18 tuoi tro 1én;

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

- Khong bi mét nang lyc hanh vi dan su;

- Khdng cung giai tinh;

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

+ Két hon gia tao;

+ Tao hon, cudng ép két hon, lira dbi két hon;

+ Ngudi dang c¢6 vg, ¢6 chong ma két hdn hoic chung séng nhu vo chong



https://khaisinhdientu.moj.gov.vn/

77

véi nguoi khac hodc chua c6 vo, chua c6 chong ma két hén hoac chung
séng nhu vo chdng véi ngudi dang ¢ chdng, €6 Vo;

+ Két hon hoic chung séng nhu vo chdng gitra nhitng nguoi cling dong mau
vé truc hé; giita nhitng ngudi c6 ho trong pham vi ba doi; gitra cha, me nudi
Vvéi con nudi; gitra ngudi da ting 1a cha, me nudi vai con nudi, cha chong
véi con dau, me vo véi con ré, cha duong véi con riéng cua vo, me ké véi
con riéng cua chong.

* Nha nudc khong thira nhan hdn nhan gitra nhimg ngudi cung giai tinh,

2.2

Céch thic thuc hién TTHC:

- Ngudi c6 yéu cau dang ky két hon nop hod so tryc tiép tai Bo phan
TN&TKQ cia UBND cap x4;

- Nop hoé so truc tuyén trén Cong Dich vu cong Qudc gia
(https://dichvucong.gov.vn) hoac Hé théng théng tin giai quyét thu tuc hanh
chinh tinh Ha Tinh (https://dichvucong.hatinh.gov.vn).

(Bén nam hoic bén nit c6 thé truc tiép ndp hd so ma khong can cé van ban
uy quyén cua bén con lai).

2.3

Ban Ban

Thanh phan ho so, bao gom: chinh | sao

To khai déng ky ket hdn theo mau, c6 du thong tin cua hai
bén nam, nir. Hai bén nam, nix co thé khai chung vao mot X
To khai dang ky két hon (néu nop truc tiep);

Mau ho tich dién tu twong tac dang ky két hon (do nguoi
yéu cau cung cap thong tin theo hudéng dan trén Cong dich
vu cdng, néu nguodi c6 yéu cau lya chon nop hd so theo
hinh thuec truc tuyén);

Nguoi ¢6 yéu cau dang ky két hon thuc hién viec nop/xuat
trinh (theo hinh thuc tryc tiép) hoac tai 1én (theo hinh thirc
truc tuyen) cac giay to sau:

* Gidy tor phdi ngp:

Gidy to do co quan c6 tham quyén cia nuéc lang giéng cap
khong qua 6 thang tinh dén ngay nhan hd so xac nhan cong
dan nuoc lang giéng hién tai 1a ngudi khdng c6 vo hoic
khéng co chong;

Gidy to chitng minh nhan than, chimg minh noi thuong trd
& khu vuc bién giéi ciia cong dan nudc lang giéng.

* Gidy to phdi xudt trinh:

Hé chiéu/Chizng minh nhan dan/Thé cdan cuwdéc cong
dan/Thé can cudc/Can cuoc dién tu/Giay ching nhdn can X
cuéc hoac cac giay to khac ¢é dan anh va théng tin ca nhan
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do co quan c6 tham quyén cap, con gia tri st dung dé
chting minh vé nhan than cua cong dan Viét Nam. Truong
hop cac thong tin c& nhan trong cac giay to nay da co trong
CSDLQGVDC, CSDLHTPDT, dugc hé thong dién tu dong
thi khdng phai tai 1&n (theo hinh thuc truc tuyén);

Gidy to 6 gia tri chitng minh théng tin vé& cu tra trong
truong hop co quan diang ky ho tich khong thé khai thac
duoc thong tin Vé noi cu tra cua cong dan theo cac phuong
thtc quy dinh tai khoan 2 Diéu 14 Nghi dinh sé
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong
hop cé4c thong tin vé gidy to chimg minh noi cu tra da dugc
khai thac tir Co sé dir liéu quéc gia vé dan cu bang cac
phuong thiric ndy thi ngudi ¢6 yéu cau khoéng phai xuat
trinh (theo hinh thirc tryc tiép) hoic tai 1én (theo hinh thirc
truc tuyén).

*Luuy:

- Do véi gidy to nop, xuat trinh néu nguoi yéu cau nop ho so theo hinh thic
truc tiép:

+ P6i voi gidy to xuat trinh khi diang ky ho tich, nguoi tiép nhan co trach
nhiém kiém tra, di chiéu véi théng tin trong to khai, chup lai hoic ghi lai
thong tin dé luu trong hd so va tra lai cho ngudi Xuat trinh, khéng duoc yéu
cau nop ban sao hoic ban chup gidy to do.

+ Nguoi yéu cau ding ky ho tich ¢ thé nop ban sao ching thuc tir ban
chinh hogic ban sao duoc cap tir s6 goc hoac ban chup kém theo ban chinh
giay to de dbi chiéu. Truong hop ngudi yéu cau nop ban chup kém theo ban
chinh gidy to thi nguoi tiép nhan co trach nhiém klem tra, doi chiéu ban
chup vai ban chinh va ky xac nhan, khong dugc yéu cau nguoi di ding ky
nop ban sao giay to do.

+ Nguoi tiép nhan cé trach nhiém tiép nhan dung, du ho so dang ky ho tich
theo quy dinh cua phap luat h¢ tich, khong dugc yéu cau ngudi dang ky ho
tich nop thém gidy to ma phép luat ho tich khong quy dinh phai nop.

Nguoi tlep nhan hd so thuc hién khai thac thong tin trong Co s¢ dir liéu
quéc gia vé dan cu theo quy dinh phap luat néu nguoi yéu Cau dang ky ho
tich da cung cap ho, chit dém, tén; ngdy, thang, nam sinh; s¢ dinh danh ca
nhéan/thé can cuoc céng dan/thé can cwocichirmg minh nhan dan/can cuoc
dién tir. Trudng hop céc thdng tin can khai thac khong co trong Co s& dir
liéu quéc gia vé dan cu thi dé nghi nguoi yéu cau ké khai day du.

- Béi voéi giay to giri kém theo néu nguoi yéu cau nop hd so theo hinh thic
truc tuyén:

+ Ban chyp cAc gidy to giri kém theo ho so dang ky két hdn tryc tuyén phai
bao dam rd nét, day du, toan ven vé noi dung, la ban chup bang may anh,
dién thoai hodc duoc chup, duoc quét bang thiét bi dién tir, tir gidy to duoc
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cap hop &, con gia tri sir dung; néu la giay to do co quan c6 tham quyén
nudc ngoai cap thi phai dugc hop phéap hoa 1anh sy, dich sang tiéng Viét
theo quy dinh, trir trudng hop dugc mién hop phéap héa lanh su.

+ Truong hop gidy to, tai liéu phai gui kém trong héd so ding ky két hon
tryc tuyén da c6 ban sao dién tir hodc di c6 ban dién tir gidy to ho tich thi
ngudi yeu cau dugc sir dung ban dién tir nay.

+ Khi dén co quan dang ky h¢ tich nhan két qua (Glay chitng nhdn két hon),
nguoi co yeu cau dang ky két hén phdi nop gidy to chitng minh tinh trang
hén nhan (d6i Véi cong dan nuéc Iang giéng).

- Gidy to do co quan c6 tham quyén caa nudc cd chung dudng bién gidi Voi
Viét Nam lap, cap, xac nhan sir dung dé dang ky ho tich dwoc mién hop
phap hoa lanh su; dich ra tiéng Viét va c6 cam két cua ngudi dich vé viéc
dich dung noi dung.

Truong hop nguoi yéu cau dang ky két hon khéng cung cap duoc gidy to
néu trén quy dinh hoac gidy to nop, xuat trinh bi tay xoa, stra chira, 1am gia
thi co quan ding ky ho tich c6 tham quyén hay bo két qua dang ky két hén.

2.4 | S6 lwong ho so: 01 bo
o5 | Thoi han gisi quyeét: 03 ngay lam viéc sau khi nhan du ho so hop 1é. Truong
' hop can xac minh thi thoi han giai quyét khdng qua 08 ngay lam viéc.
Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
- B6 phan Tiép nhan va Tra két qua caa UBND cap xA.

2.6 |- Hg thong thong tin giai quyét thi tuc hanh chinh tinh Ha Tinh (chi tiép
nhan ho6 so): https://dichvucong.hatinh.gov.vn hodc Cong Dich vu cong
Quoc gia https://dichvucong.gov.vn.

Co quan thuc hién: UBND x& & khu vuc bién gidi noi cong dan Viét Nam
thuong tra.

2.7 | Co quan c6 tham quyén quyét dinh: UBND cap xa.

Co quan dwoc iy quyén: Khong.
Co quan phdi hop: Co quan quan Iy Co sé dit liéu Quéc gia vé dan cu.

2.8 | Péi twong thuc hién TTHC: Ca nhan
Két qua giai quyét TTHC:

- H6 so du diéu kién:
+ Gidy chting nhan két hén ban chinh, mdi bén vo, chong 01 ban.

g |+ Bandién tu Trich luc két hon (Ban dién tir s& tu dong gui vé Kho quan ly
dir liéu dién tir cua ca nhan/dia chi thu dién tfr/thi{et bi so/dién thoai cua
nguol Yéu cau sau khi da hoan tat thu tuc dang ky két hon tai co quan dang
ky ho tich).

- Ho so khong du diéu kién: Van ban thong bao khong du diéu kién.

2.10 | Quy trinh xir ly c6ng viéc
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TT

Trinh tw

Trach
nhiém

Thoi
gian

Biéu
mau/Ket qua

Bl

1. Tiép nhan hd so truc tiép tir ca
nhan hoic trén Cong Dich vu cdng
Quéc gia
(https://dichvucong.gov.vn)  hoac
Hé thdng thong tin giai quyét thu
tuc hanh chinh tinh Ha Tinh
(https://dichvucong.hatinh.gov.vn).
2. Cong chuc Tu phap - HO tich
kiém tra hd so:

- Néu ho so chua day du hoic
khong hop lé: Huong dan hoic
thdng bdo bang vin ban cho cé
nhan bd sung, hoan thién hd so.
Truong hop khdng bd sung, hoan
thién duoc hd so thi thong bao tir
chéi giai quyét ho so.

- Néu ho so day du, hop 18: Lam thu
tuc tiép nhan hd so va thu phi, 1& phi
theo quy dinh. Néu tiép nhan ho so
sau 15 gio thi gui Phiéu hen, tra két
qua cho ngudi c6 yéu cau trong
ngay 1am viéc tiép theo hoac gui tin
nhin hen tra két qua qua dién thoai
di dong cho nguoi c6 yéu cau (néu
ngudi ¢ yéu cau lya chon hinh
thizc nop ho so truc tuyén).

Sau khi tiép nhan hd so theo hinh
thire nop truc tiép, Cong chuc Tu
phap - Ho tich thuc hién sb hoa
(sao chup, chuyén thanh tai liéu
dién tir trén hé thong thong tin, co
s dit lieu) va Ky sé vao tai lisu, hd
so giai quyét thi tuc hanh chinh da
duogc s6 hoa theo quy dinh.

Cong chuc
Tu phap -
Ho tich

Gio
hanh
chinh

Mau 01; 02,
03 (néu co);
06 va Ho so
theo muc 2.3

B2

B2.1. Kiém tra, xem xét hd so:

- Truong hop du diéu kién va thuoc
trrong hop khéng phai xac minh:
thuc hién viéc ghi vao So6 dang ky
két hon, cap nhat thong tin ding ky
két hon va luu chinh thiic trén Phan

Cong chuc
Tu phép -
Ho tich

02 ngay

Mau 05; Du
thao  Giay
ching  nhan
két hén hoac
van ban thong
bao khong du
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mém dang ky, quan ly ho tich dién
tir dung chung.

Truong hop tiép nhan hd so ding
ky két hon theo hinh thuc truc
tuyén: Guri lai biéu miu Gidy
ching nhan két hon dién to voi
thong tin day du cho ngudi yéu cau
qua thu dién ta hoac thiét bj sé.
Nguodi yéu cau cO trach nhiém
kiém tra tinh chinh xac, day du cua
cac thong tin trén biéu miu Giay
ching nhan két hon dién tir va xac
nhan (t6i da mot ngay).

Néu nguoi ¢ yéu cau xac nhan
thong tin di théng nhat, day du
hoic khong cé phan hoi sau thoi
han yéu cau thi ghi noi dung vao
So dang ky két hon, cap nhat thong
tin dang ky két hon va luu chinh
thirc trén Phan mém dang ky, quan
ly ho tich dién tir dung chung.

- Truong hop khong du diéu kién:
Du thao van ban thong b&o khong
du diéu kién dang ky két hon;

Cong chuc tu phap - ho tich in
Gidy chung nhan két hon, trinh
1anh dao UBND cap xa.

B2.2. Truong hop phic tap phai
xac minh thi tién hanh xac minh

diéu kién
Mau 05; Dy
thao Giay

chimg nhan két
hon hoic van

b3 . g s A 6,5 ban théng bao
ang van ban hoac truc tiep. Trén ) . A
. LA SR < ngay | khong du dicu
co so két qua xac minh, thuc hién . o
kién; Van ban
nhu B2.1. , . n
xac minh/bién
ban Xac minh
(néu cd)
Mau 05; Gidy
o chang  nhan
. . A e e ... | Lanh dao L o g
B3 Ky d}l’ thao, két qua giai quyet thu UBND cdp | 06 gio k?t hgn hgac
tuc hanh chinh X3 van ban thong

bao khong du
dicu kién
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B4

Mau 05, 06;
Gidy chung
nhan két hén
02 gio | hoac van ban
théng bao
khong du diéu
kién

Phat hanh vin ban va tra két qua | Cong chuac
cho cong chirc Tu phap - Ho tich Van phong

BS

o Mau 01, 06;
. . ., | Lanh dao < : :
Chuyén nguoi dang ky két hon de ky R— Giay chung
Ay A /‘7\ ~ I4 /( A 7 A UBN D -\ A /( A
tén vao S6 dang ky ket hon, ky tén A m Gio | nhan két hon
vao Giay chung nhan ket hon. Trao Cfap Xﬁ’, hanh | hoac van ban
Gidy chuang nhan két hon cho cong | ~°N9 €NUC | chinh  |thong  béo

dan hodc tra két qua cho cong dan Tur phap - khong du didu
HQ tich kién

* Khi nhan két qua dang ky két hon thi hai bén nam, nit phai c6 mat, xuat
trinh gidy to tuy than dé ddi chiéu, kiém tra thong tin trén Giay chang nhan
két hon, trong S6 dang ky két hon, khang dinh su tu nguyén két hon va ky
tén vao So dang ky két hdn, ky tén vao Gidy chiing nhan két hon, mdi bén
nam, nir nhan 01 ban chinh Gidy chiing nhan két hon.

* Truong hop dén hen nhung chua c6 két qua, trong thoi gian cham nhat 01
ngay trudc ngay hét han xir ly, céng chac Tu phéap - Ho tich tham muu Chu
tich UBND c4p x& ban hanh phiéu xin 15i va hen lai ngay tra két qua dé gui
cho cé nhan.

* Trong qua trinh giai quyét hd so ngudi ¢6 trach nhiém thyuc hién can thuc
hién dong thoi cac thao tac tiép nhan/chuyén/tra ho so, két qua giai quyét
trén phan mém Heé théng thdng tin giai quyét tha tuc hanh chinh tinh Ha
Tinh véi cac buac trong quy trinh.

BIEU MAU

Gidy tiép nhan hd so va hen tra két qua

Mau 01 'Eﬁ

M&u 01.docx

Phiéu yéu cau bo sung hoan thién ho so

M3u 02 W

M3u 02.docx

Phiéu tir chéi tiép nhan giai quyét hd so

M3u 03 W

M3u 03.docx




83

Phiéu xin 13i va hen lai ngay tra két qua

M3u 04 W

M3u 04.docx

Phiéu kiém soat qué trinh giai quyét hd so

Mau 05 'ﬁﬂ

M&u 05.docx

S6 theo ddi ho so

M3u 06 w9

M&u 06.docx

To khai dang ky két hon (néu nop truc tiép)
BM.HT.X.12.01 E-‘E

BM.HT.X.12.01.doc

Mau h¢ tich dién tir twong tic dang ky két hon (néu
nop ho so theo hinh thuc truc tuyen).

[
-

BM.HT.X.12.02.doc

BM.HT.X.12.02

4 |HOSOLUU:

Mau 01; 02, 03, 04 (néu c6); 06 luu tai BO phan Tiép nhan va Tra két qua
cta UBND cap x&. Mau 01, 05 luu theo ho so;

- | HO so dau vao theo muc 2.3;

- | S6 dang ky két hon;

- | Van ban xac minh/bién ban xac minh (néu co);

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

Phan mém http:/hotichdientu.moj.gov.vn; Phan mém H¢ thong thong tin
giai quyet tha tuc hanh chinh tinh Ha Tinh.

Ho so duge luu tai UBND Cap X4, thoi gian luu trir S6 ding ky két hon 1a vinh vién,
con cac ~g|i?1y to khac thuc hién luu theo quy dinh cua Luat Ho tich va cac van ban
hudng dan thi hanh.

11. Tha tuc ding ky nhin cha, me, con ¢é yéu té nuwéc ngodi tai khu
vue bién gigi
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KY HIEU QUY TRINH QT.HT.X.13

NOQI DUNG QUY TRINH

2.1

Piéu kién thuc hién TTHC:

- Vigc nhan cha, me, con gitra cong dan Viét Nam thuong trd tai dia ban xa
¢ khu vuc bién gisi véi cong dan cua nudce lang gleng thucrng trd tai don vi
hanh chinh twong duong cip xa cua Viét Nam, tiép giap véi xa & khu vuc
bién gidi cta Viét Nam noi cong dan Viét Nam thuong tru.

- B&n nhan va bén duoc nhan 1a cha, me, con déu con sng.
- Viéc nhan cha, me, con khong co tranh chap.

- Truong hop nam, ni chung Song v6i nhau nhu vo chong, khong dang ky
két hon, sinh con, ngudi con séng clng véi ngudi cha, khi nguoi cha lam
thi tuc nhan con ma khong lién hé dugc voi nguoi me thi khong can cd y
kién cia nguoi me trong T khai dang ky nhan cha, me, con.

2.2

Cach thirc thuc hien TTHC:

- Nguoi ¢d yéu cau dang ky nhan cha, me, con thuc hién nop hd so truc tiép
tai B6 phan Tiép nhan va Tra két qua caa UBND cap X&;

- Nop hoé so truc tuyén trén Cong Dich vu cdng Qudc gia
(https://dichvucong.gov.vn) hoac Hé thong théng tin giai quyét thu tuc hanh
chinh tinh Ha Tinh (https://dichvucong.hatinh.gov.vn)

Mot bén cd thé nop hd so ma khong phai co van ban ty quyén caa bén con lai.

2.3

] s s A Ban | Ban
Thanh phan ho so, bao gom: chinh | sao

To khai diang ky nhan cha, me, con theo mau (néu ngudi co

A A A A \ . - X X
yéu cau lya chon nop ho so theo hinh thuc tryc tiep);

Mau ho tich dién tir twong tac dang ky nhan cha, me, con (do
ngU.’OI cd yéu cau cung cap thong tin theo huong dan trén
Cong dich vu cdng, néu ngudi c6 yéu cau lra chon ndp hd so
theo hinh thuc truc tuyén);

Ngudi ¢6 yéu cau dang ky nhan cha, me, con thuc hién viéc
nop/xuat trinh (theo hinh thuc truc tiep) hoac tai 1én (theo
hinh thurc truc tuyén) cac giay to sau:

* Giay to phai nop:

Chting ca ching minh méi quan hé cha, me, con, gom mot
trong cé4c gidy to, tai liéu sau:

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

+ Truong hop khoéng cd van ban néu trén thi cdc bén nhan
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cha, me, con lap vin ban cam doan (theo mau) Ve mol quan
hé cha, me, con, 6 it nhat hai ngudi 1am chang vé mdi quan
hé cha, me, con.

Gidy to chiing minh thudc gia dinh c6 cong véi cach mang,
nguoi thudc ho ngheo, nguoi khuyet tat (néu co).

* Gidy tor phai xuat trinh:

H¢ chiéu/Chiing minh nhan dan/Thé can cuéc cong dan/Thé
can cude/Cén cwde dién tirlGidy ching nhédn cdn cuéc hodc
cac giay to khac ¢ dan anh va thong tin ca nhan do co quan
c6 tham quyén cap, con gia tri st dung dé chang minh vé
nhan than caa ngudi c6 yéu cau ding ky nhan cha, me, con.
Truong hop cac thong tin c& nhan trong cac gidy to nay da
c6 trong CSDLQGVDC, CSDLHTPT, duoc hé théng dién
tu dong thi khéng phai tai 1&n (theo hinh thuc truc tuyén);

Gidy to ¢6 gia tri chung minh théng tin vé cu tra trong trudng
hop co quan dang ky ho tich khong thé khai thac duoc théng
tin vé noi cu tra cia céng dan theo cac phuong thirc quy dinh
tai khoan 2 Diéu 14 Nghi dinh s6 104/2022/ND-CP ngay
21/12/2022 caa Chinh phu. Trudng hop cac thong tin vé gidy | x
to chimg minh noi cu tru da duoc khai thac tr Co so dir liéu
qudc gia vé dan cu bang cic phuong thirc nay thi nguoi co
yéu cau khong phai xuat trinh (theo hinh thic truc tiép) hoac
tai 1&n (theo hinh thuc truc tuyén).

Gidy to chang minh nhan than, gidy to ching minh noi
thuong tra & khu vuc bién gigi cua cong dan nudce lang giéng.

*Luuy:

- D6 véi gidy to nop, xuét trinh néu nguoi yéu cau nop hd so theo hinh thic
truc tiép:

+ Poi véi gidy to xuat trinh khi dang ky ho tich, nguoi tiép nhan cé trach
nhiém kiém tra, di chiéu véi thdng tin trong to khai, chup lai hoic ghi lai
thong tin dé luu trong ho so va tra lai cho ngudi xuat trinh, khong duoc yéu
cau nop ban sao hoic ban chup giay to do.

+ Nguoi yéu cau ding ky ho tich c6 thé nop ban sao ching thuc tir ban
chinh hoic ban sao duoc cap tir s6 goc hoic ban chup kém theo ban chinh
gidy to dé doi chiéu. Truong hop ngudi yéu cau nop ban chup kém theo ban
chinh gidy to thi nguoi tiép nhan cé trach nhiém kiém tra, doi chiéu ban
chup véi ban chinh va ky xac nhan, khong duoc yéu cau ngudi di dang ky
nop ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, du hd so ding ky ho tich
theo quy dinh caa phap luat ho tich, khong duoc yéu cau ngudi ding ky ho
tich nop thém gidy to ma phép luat ho tich khong quy dinh phai nop.




86

Nguoi tlep nhan ho so thuc hién khai thac thong tin trong Co s¢ dir ligu
quéc gia vé dan cu theo quy dinh phap luat néu ngudi yéu Cau dang ky ho
tich di cung cap ho, chit dém, tén; ngdy, thang, nam sinh; s¢ dinh danh cé
nhan/thé can cuéc cong dan/thé can cuocichieng minh nhan dan/can cuéc
dién tir. Truong hop céc thdng tin can khai thac khdng co trong Co so dir
liéu qubc gia vé dan cu thi dé nghi nguoi yéu cau ké khai day du.

- Béi véi gidy to guri kém theo néu nguoi yéu cau nop hd so theo hinh thuc
truc tuyén:

+ Ban chup céc gidy to gui kém theo hd so ding ky khai tir truc tuyén phai
bao dam rd nét, day du, toan ven vé ndi dung, 1a ban chup bang may anh,
dién thoai hoic duoc chup, duoc quét bang thiét bi dién tu, tir gidy to duoc
cap hop &, con gia tri sir dung; néu la giay to do co quan c6 tham quyén
nudc ngoai cap thi phai duoc hop phéap hda lanh sy, dich sang tiéng Viét
theo quy dinh, trir trudng hop dugc mién hop phap hoa 1anh su.

+ Truong hop glay to, tai liu phai giri kém trong ho so dang ky nhan cha,
me, con truc tuyén da co ban sao dién tu hoic d3 c6 ban dién tir gidy to ho
tich thi nguoi yéu cau duoc st dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Trich luc dang ky nhan
cha, me, con/ban sao Trich lyc déng ky nhan cha, me, con) ngudi co yéu
cau dang ky nhan cha, me, con phai xuat trinh gidy to tiy than dé xac dinh
nhan than; nop ban chinh gidy to, tai lidu 1a chung ctr chitng minh quan hé
cha, con hoac quan hé me, con theo quy dinh phap luat hé tich.

- Gidy to do co quan c6 tham quyén caa nudc cd chung dudng bién gidi Voi
Viét Nam lap, cap, xac nhan sir dung dé dang ky ho tich duoc mién hop
phap hoa lanh su; dich ra tiéng Viét va c6 cam két caa ngudi dich vé viéc
dich dting ndi dung.

- Truong hop nguoi yéu cau dang ky nhan cha, me, con khdng cung cap
duoc gidy to néu trén theo quy dinh hoic gidy to nop, XUat trinh bi tay X0a,
stra chira, 1am gia thi co quan diang ky ho tich cd tham quyén hay bo két qua
dang ky nhan cha, me, con.

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

Co quan dang ky ho tich tu chéi giai quyet hoac dé nghi co quan c6 tham

quyén huy bo két qua dang ky ho tich, néu co co s¢ xac dinh noi dung cam
doan khong dang su that.

2.4 | S6 lwong ho so: 01 bo.
Thoi han giai quyét: 07 ngay lam viéc, ké tr ngay nhan du hd so hop lé.
2.5 | Truong hop can phai xac minh thi thoi han giai quyét khdng qua 12 ngay

lam viéc.
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Pia diém tiép nhan hd so va tra két qua giai quyét TTHC:
- Bo phan Tiép nhan va Tra két qua caa UBND cap XA.

2.6 |- Hé thdng thong tin giai quyét tha tuc hanh chinh tinh Ha Tinh (chi tiép
nhan hd so): https://dichvucong.hatinh.gov.vn hoic Cong Dich vu c6ng
Qudc gia https://dichvucong.gov.vn.

Co quan thuc hién: UBND cap x& & khu vuc bién gisi noi cong dan Viét
Nam thuong tra.
Co quan c6 tham quyén quyét dinh: UBND cap x& ¢ khu vuc bién gigi

2.7 | hoi cong dan Viét Nam thuong tru.

Co quan dwoc iy quyén: Khong.
Co quan phéi hop: Co quan quan Iy Co sé dit liéu Quéc gia vé Dan cu.

2.8 | Péi twong thuc hién TTHC: Ca nhan
Két qua giai quyét TTHC:

- Ho so du diéu kién:
+ Trich luc dang ky nhan cha, me, con; ban sao Trich luc dang ky nhan cha, me,
con (trudng hop Yeu cau cap ban sao Trich luc ding ky nhan cha, me, con).

09 |+ Bandiéntu Trich luc dang ky nhan cha, me, con (Ban dién tur S€ tu dong
gui vé Kho quan ly dir liéu dién tir cua ca nhan/dia chi thu dién ti/thiét bi
sb/dién thoai ciia nguoi yéu ciu sau khi da hoan tat thu tuc dang ky nhan
cha, me, con tai co quan dang ky ho tich).

- H6 so khong du diéu kién: Vin ban thong bao khong du diéu kién nhan cha,
me, con.

2.10 | Quy trinh xir ly cong viéc

. . Biéu

TT Trinh ty Trach | Thot | s Két

: nhiém gian .
qua
1. Tiép nhan ho so truc tiép tir ca nhan
hoac trén Cong Dich vu cng Quéc gia
(https://dichvucong.gov.vn) hoac Hé
thong thong tin giai quyét tha tuc hanh
chinh tinh Ha Tinh
(https://dichvucong.hatinh.gov.vn) Céng . MAiu 01: 02,

B1 2. Cong chic Tu phap - Ho tich kiém | chic Tu h(%'(:] 03 (néu co);

tra ho so: phap - a1 06 va Hb so

. s . A g chinh

- Néu hd so chua dy du hoac khéng | HO tich theo muc 2.3
hop 1&: Hudng dan hoic théng bao

bang vin ban cho c4 nhan bd sung,

hoan thién hd so. Truong hop khong

b6 sung, hoan thién duoc hd so thi

thong bao tir chéi giai quyét hd so.
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- Néu ho so day du, hop 1&: Lam thu tuc
tiép nhan hd so va thu phi, 1& phi theo
quy dinh. Néu tiép nhan ho so sau 15
gio thi gai Phiéu hen, tra két qua cho
ngudi cO yéu cau trong ngay lam viéc
tiép theo hodc gwri tin nhan hen tra két
qua qua dién thoai di dong cho nguoi
c6 yéu cau (néu nguoi o yéu cau lva
chon hinh thtrc nop hd so truc tuyén).

Sau khi tiép nhan hé so theo hinh thirc
nop truc tiép, Cong chac Tu phap - HO
tich thuc hién sb hda (sao chup, chuyén
thanh tai liéu dién tor trén hé théng
thong tin, co s& dir lidu) va ky sb vao
tai liéu, ho so giai quyét tha tuc hanh
chinh di duoc s6 hoa theo quy dinh.

- Cong chirc tu phap - ho tich niém yét
viéc nhan cha, me, con tai tru s¢ Uy
ban nhan dan cap xa.

B2

B2.1. Kiém tra, xem xét ho so:

- Truong hop du diéu kién va thuoc
trrong hop khdng xac minh: thyuc hién
viéc ghi vao S6 ding ky nhan cha, me,
con, cap nhat thong tin dang ky nhan
cha, me, con va luu chinh thuc trén
Phan mém dang ky, quan ly ho tich
dién t& dung chung, in du thao Trich
luc dang ky nhan cha, me, con;

Truong hop tiép nhan hd so dang ky
nhan cha, me, con theo hinh thuc truc
tuyén thi gui lai biéu mau Trich luc
dang ky nhan cha, me, con dién t véi
thong tin day du cho ngudi yéu cau qua
thu dién ti hoic thiét bi s6.

Nguoi yéu cau co trach nhiém kiém tra
tinh chinh x4c, ddy du cua cac thong
tin trén biéu mau Trich luc dang ky
nhan cha, me, con dién tr va xac nhan
(t6i da mot ngay).

Néu ngudi ¢ yéu cau xac nhan théng
tin d3 thong nhat, day da hoic khong
c6 phan hoi sau thoi han yéu cau thi
ghi noi dung vao S6 ding ky dang ky

Cong
chac Tu
phap -
Ho tich

06 ngay

Mau 05;
Du thao
Trich luc
dang ky
nhan  cha,
me, con hoac
Van ban
théng  bao
khong  du
diéu  kién;
Vian ban xac
minh/bién
ban Xac
minh  (néu
cd).
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nhan cha, me, con, cap nhat thong tin
dang ky nhan cha, me, con va Iuu
chinh thic trén Phan mém ding ky,
quan ly ho tich dién tur dung chung, in
du thao Trich luc dang ky nhan cha,
me, con;

- Truong hop khéng cd chung cu
chttng minh méi quan hé cha, me, con
huéng dan cac bén nhan cha, me, con
lap van ban cam doan vé mdi quan hé
cha, me, con, c6 it nhat hai ngudi lam
chting vé méi quan hé cha, me, con;

- Trudong hop khong du diéu kién: Du
thao Vian ban thdng bao khong du diéu
kién nhan cha, me, con;

Trinh 1anh dao UBND cap x4.

B2.2. Kiem tra, xem xét ho so, trueong
hop phuc tap thi x4 minh bang van

ban hoac tryc tiép. Sau khi c6 két qua 11 ngay
xac minh, thyc hién nhu B2.1.
Mau 05;
Trich luc
dang ky
nhan  cha,
.x , i X , . Lanh dao me, con hoic
B3 (I;;;nrl?et qua giai quyet thu tuc hanh UBND | 06gio | Van ban
cap xa thong  bao
khong  du
diéu  kién
nhan  cha,
me, con
Mau 05, 06;
Trich luc
dang ky
cong nhan chf;\,
B4 Phat hanh vin ban va tra két qua cho | chuc 02 gic m?, con ho?c
cdng chize Tu phap - Ho tich Vin glo | Van  ban
phong thoAng ba(?
khong  du
diéu  kién
nhan cha,

me, cCon
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Mau 01, 06;
Trich luc
dang ky
7 R Cong nhan  cha,
Chuyén nguoi dan ky vao So (neu cap chire Tur Gio | me, con hoic
BS | trich luc); tra ket qua, thu phi, 1€ phi haD - hanh | Van ban
theo quy dinh (néu co). PP~ | chinh [thong  béo
Ho tich " -
khong dua
diéeu Kién
nhan cha,
Mme, con
* Truong hop ho so quéa han xi 1y, trong thoi gian cham nhat 01 ngay trudc
ngay het han xu ly, cong chie Tu phép - HY tich trinh Chu tich UBND cap
xa ky ban hanh phiéu xin 10i va hen lai ngay tra két qua dé guri cho t6 chue,
ca nhan.
* Trong qua trinh giai quyét ho so nguoi c6 trach nhiém thuc hién can thuc
hién dong thoi cac thao tac tiép nhan/chuyén/tra ho so, ket qua giai quyet
trén phan mém H¢ thong giai quyét thu tuc hanh chinh cua tinh voi cac
budc trong quy trinh.
3 | BIEU MAU
Giay tiép nhan hd so va hen tra két qua
M3u 01 w4
MAu 01.docx
Phiéu yéu cau b6 sung hoan thién ho so
M3u 02 i)
MAu 02.docx
Phiéu tir chdi tiép nhan giai quyét ho so
M3u 03 bl
MAu 03.docx
Phiéu xin 1i va hen lai ngay tra két qua
M3u 04 W
MAau 04.docx
Phiéu kiém soét qué trinh giai quyét ho so
M3u 05 g

M3&u 05.docx
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Mau 06

S6 theo ddi ho so

@H

Mau 06.docx

BM.HT.X.13.01

To khai dang ky nhan cha, me, con

[
-

BM.HT.X.13.01.doc

BM.HT.X.13.02

Van ban cam doan

[
-

BM.HT.X.13.02.doc

BM.HT.X.13.03

Mau ho tich dién tir tuong tac ding ky nhan cha, me,
con (néu nop ho so theo hinh thic truc tuyen).

[
-

BM.HT.X.13.03.doc

HO SO LUU:

Mau 01; 02, 03, 04 (néu c6); 06 luu tai Bo phan Tiep nhan va Tra két qua
cia UBND cap x&. Mau 01, 05 Iuu theo ho so;

Ho so dau vao theo muc 2.3;

S6 dang ky nhan cha, me, con;

Vin ban xac minh/bién ban xac minh (néu co):

Vin ban thong bao khong du diéu kién nhan cha, me, con (néu c);

Phan mém http://hotichdientu.moj.gov.vn; Hé théng théng tin giai quyét tha

tuc hanh chinh tinh Ha Tinh.

Ho so dugc luu tai UBND cap x4, thoi gian luu trit S6 dang ky nhan cha, me, con 1a
vinh vién, con céc giay to khac thuc hién Iuu theo quy dinh cua Luat Ho tich va cac

vin ban huéng dan thi hanh.

12. Thi tuc dang ky khai tir c6 yéu té6 nwéc ngoai tai khu vuc bién giéi

1 | KY HIEU QUY TRINH QT.HT.X.14
2 | NOI DUNG QUY TRINH
2.1 | Pieu kién thuc hién TTHC:
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Khéng

2.2

Cach thirc thuc hign TTHC:

- Ngudi ¢6 yéu cau ding ky khai tir tryc tiep thuc hién hogc uy quyen cho
nguc‘ri khac thuc hién nop ho so truc tiep tai B phan TN&TKQ cua UBND

cap xa;
- Gri hd so qua Dich vy buu chinh cdng ich;

- Nop ho so tryc tuyén trén Cong Dich vu cdng Qudc gia
(https://dichvucong.gov.vn) hodac Hé thong thdng tin giai quyét tha tuc hanh

chinh tinh Ha Tinh (https://dichvucong.hatinh.gov.vn).

2.3

Thanh phan hé so, bao gom:

Ban
chinh

Ban
sao

To khai dang ky khai tir theo mau BM.HT.X.14.01 (nég nguoi
co yéy cau lya chon nop ho so theo hinh thic truc tiep hoac
gui ho so qua Dich vu buu chinh cong ich);

Mau ho tich dién tur twong tac dang ky khai tir (do nguoi yéu Cau
cung cap thong tin theo hudng dan trén Cong dich vu cong, néu
ngudi cO Yeu cau hya chon ndp hd so theo hinh thic truc tuyén);

Ngudi ¢ yéu cau ding ky khai tir thuc hién viéc nop/xuat
trinh (theo hinh thac tryc tiep) hoac tai Ién (theo hinh thuc
truc tuyén) cac giay to sau:

* Giay to phai nop:

Gidy béo tir hodgc gidy to thay Gidy béo tir do co quan c6
tham quyén cdp. Truong hop nguoi yéu cdu da nép ban dién
tir Gidy béo tir hodc co quan ding ky hé tich da khai théc
dwoc dit liéu dién tir ¢ ky so cua Gidy béo tir thi khong phdi
nép ban giay.

Giay to chung minh thudc gia dinh c6 cong voi cach mang,
ngudi thudc ho ngheo, nguoi khuyeét tat (néu co);

Truong hop Gy quyén cho nguoi khéac 1am thay thi phai c6 van
ban uy quyén duoc ching thuc theo quy dinh cua phép luat.
Truong hop ngudi duoc ty quyén la dng, ba, cha, me, con,
v, chong, anh, chi, em rudt ciia nguoi ty quyén thi van ban
ty quyén khong phai ching thyc.

* Gidy tor phai xuat trinh:

Hé chiéu/Ching minh nhan dan/Thé can cudc cong dan/Thé
can cude/Can cude dién tirlGidy chimg nhdn cdan cudéc hoic
cac gidy to khac co dan anh va thong tin ca nhan do co quan
c6 tham quyén cép, con gié tri s dung dé ching minh vé
nhan than caa ngudi cO yéu cau dang ky khai tir. Truong hop
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cac théng tin ca nhan trong cac giy to nay da co trong
CSDLQGVDC, CSDLHTDT, duoc hé thQng dien tu dong thi
khong phai tai 1én (theo hinh thuc truc tuyen);

Gidy to chimg minh noi cur tra cudi cling ctia ngudi chét dé xéc
dinh tham quyén trong truong hop co quan dang ky ho tich
khong thé khai thac dugc thdng tin vé noi cu tra cia cdng dan
theo cac phuong thirc quy dinh tai khoan 2 Biéu 14 Nghi dinh
s6 104/2022/ND-CP _ngay 21/12/2022 cua Chinh phu. Truong X
hop céc thong tin vé giy to chung minh noi cu trd da dugc
khai thac tir Co so dir liéu qUOC gia vé dan cu bang cac phuong
thirc nay thi nguoi c6 yéu cau khdng phai xuat trinh (theo hinh
thic tryc tiép) hoc tai 1én (theo hinh thuc truc tuyén).

Truong hop khong xac dinh dugc noi cu tra cudi cling cua
nguoi chét thi xuat trinh glay to chimg minh noi nguoi do X
chét hoic noi phat hién thi thé ciia ngudi chét.

*Luuy:

- P6i véi gidy to nop, xuat trinh néu ngudi yéu cau nop hd so theo hinh thic
truc tiép:

+ Nguoi tiép nhan co6 trach nhiém kiém tra, d6i chiéu véi thdng tin trong to
khai, chup lai hodc ghi lai thong tin dé luu trong ho so va tra lai cho nguoi
Xuat trinh, khong dugc yéu cau nop ban sao hoic ban chup gidy to do.

+ Ngudi yéu cau diang ky ho tich ¢6 thé nop ban sao ching thuc tir ban chinh
hoic ban sao duoc cap tir sd6 gbc hodc ban chup kém theo ban chinh gidy to
dé doi chiéu. Trudong hop nguoi yéu cau nop ban chup kém theo ban chinh
gidy to thi nguoi tiép nhan c6 trach nhiém kiém tra, d6i chiéu ban chup véi
ban chinh va ky xac nhan, khong dugc yéu cau ngudi di dang ky nop ban sao
giay to do.

+ Nguoi tiép nhan co trach nhiém tiép nhan dung, du ho so dang ky ho tich
theo quy dinh caa phap luat ho tich, khong duoc yéu cau nguoi dang ky ho
tich nop thém giay to ma phap luat ho tich khong quy dinh phai nop.

Nguoi tiép nhan hd so thuc hién khai thac thong tin trong Co sé dit liéu qubc
gia vé dan cu theo quy dinh phap luit néu nguoi yéu cau dang ky ho tich da
cung cap ho, chit dém, tén; ngay, thang, nam sinh; sé dinh danh ca nhan/thé
can cuwoc cOng dan/thé can cwoclchieng minh nhan dan/can cuoc dién tur.
Truong hop cac thdng tin can khai thac khong co trong Co so dit lidu quéc
gia vé dan cu thi dé nghi ngudi yéu cau ké khai day du.

- Tru:ong hop gu:l hd so qua hé thong buu chinh thi phai giri kém theo ban sao
c6 chiing thuc cac gidy to phai xuat trinh néu trén.

- Pbi voi gidy to giri kém theo néu nguoi yéu cau nop hd so theo hinh thuc
truc tuyén:

+ Ban chup céc glay to gui kem theo hé so ding ky khai tr truc tuyen phai
bao dam rd nét, day du, toan ven vé noi dung, 1a ban chup bing may anh,
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dién thoai hoic duoc chup, dugc quét bang thiét bi dién tu, tir gidy to duoc
cap hop 18, con gié tri st dung; néu Ia gidy to do co quan c6 tham quyén
nudc Ngoai cap thi phai duoc hop phéap hda lanh sy, dich sang tiéng Viét theo
quy dinh, trur truérng hop dugc mién hop phap hda lanh sy.

+ Truong hop gidy to, tai lieu phai giri kém trong hd so dang ky Khai tir tryc
tuyen d3 c6 ban sao dién tir hodc da c6 ban dién tir gidy to ho tich thi ngudi
y&u cau duoc sir dung ban dién tir nay.

+ Khi dén co quan diang ky ho tich nhan két qua (Trich luc khai tu/ban sao
Trich luc khai ttr), ngudi c6 yéu cau dang ky khai tir phai xuét trinh gidy to
tuy than, nop ban chinh céc gidy to 1a thanh phan hé so dang ky khai tir theo
quy dinh phép luat ho tich.

- Giy to do co quan c6 tham quyén cua nuée co chung duong bién gidi Véi
Viét Nam lap, cap, xac nhan st dung dé dang ky ho tich duoc mién hop phap
hoa 1anh su; dich ra tiéng Viét va c6 cam két cta nguoi dich vé viéc dich
dung noi dung.

- Trudng hop ngudi yéu cau dang ky khai tir khdng cung cap duoc gidy to néu
trén theo quy dinh hoac gidy to nop, xuat trinh bj tay x6a, sta chita, 1am gia thi
co quan dang ky ho tich ¢ tham quyén hay bo két qua dang ky khai tir.

2.4 | S6 lwong ho so: 01 bd
Thoi han giai quyét: Ngay trong ngay nhan di ho so hop 1¢ (nhan ho so sau

25 15 gio ma khong giai quyet dugc ngay thi tra ket qua trong ngay lam viéc

= | tiep theo). Truong hop can xac minh thi thoi han giai quyét khéng qué 03
ngay lam viéc.
Pia diém tiép nhan hd so va tra két qua giai quyét TTHC:
- Bo phan Tiép nhan va Tra két qua caa UBND céap x4.

2.6 | - He thong thang tin giai quyét thu tuc hanh chinh tinh Ha Tinh (chi tiép nhan
ho so): https://dichvucong.hatinh.gov.vn hoac Cong Dich vu cdng Quoc gia
https://dichvucong.gov.vn.

Co quan thuc hién:
UBND cip xa & khu viec bién gioi noi nguoi chét 1a ngudi nude ngoai cu tra.

2.7 | Co quan c¢é tham quyén quyét dinh: UBND cip X4.

Co quan dwoc iy quyén: Khong.
Co quan phdi hop: Co quan quan Iy Co sé dit liéu Qudc gia vé dan cu.

2.8 | Péi twgng thuc hién TTHC: Cé4 nhan
Két qua giai quyét TTHC:

- H6 so du diéu kién:
g |+ Trich luc khai tw; ban sao Trich luc khai tir (trudng hop yéu cau cap ban sao

Trich luc khai ti).
+ Ban dién tur Trich luc khai tir (Ban dién tir & tu dong giri ve Kho quan ly dir
liéu dién tir ctia ca nhan/dia chi thu dién ta/thiét bi so/dién thoai ciia nguoi yéu
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cau sau khi da hoan tat thii tuc dang ky khai tir tai co quan dang ky ho tich).
- Ho so khong du diéu kién: Vin ban thong bao khong du diéu kién cap trich

luc khai tr.

2.10

Quy trinh xir ly cdng viéc

TT

Trinh tw

Trach
nhiém

Thoi
gian

Biéu mau/Két
qua

Bl

1. Tiép nhan hd so truc tiép tir ca
nhan hoac tr Dich vu buu chinh
cong ich hoic trén Cong Dich vu
céng Quéc gia
(https://dichvucong.gov.vn)  hoac
Hé théng thong tin giai quyét thu
tuc hanh chinh tinh Ha Tinh
(https://dichvucong.hatinh.gov.vn).
2. Cong chuc Tu phap - Ho tich
kiém tra ho so:

- Néu hd so chua day du hoic
khong hop 1&: Huéng dan hoic
théng bao bang van ban cho ca
nhan b sung, hoan thién ho so.
Truong hop khéng bé sung, hoan
thién ho so thi théng béo tir chdi
giai quyét ho so.

Néu ho so day du, hop l& Lam
thu tuc tiép nhan ho so va thu phi,
Ié phi theo quy dinh. Néu tiép
nhan ho so sau 15 gio thi giri Phiéu
hen, tra két qua cho nguoi ¢ yéu
cau trong ngay lam viéc tiép theo
hodc gui tin nhan hen tra két qua
qua dién thoai di dong cho nguoi
¢ yéu cau (néu nguoi cd yéu cau
lya chon hinh thic nop hd so truc
tuyén).

Sau khi tiép nhan ho so theo hinh
thic nop truc tiép, Cong chirc Tu
phép - Ho tich thuc hién sé hoa
(sao chup, chuyén thanh tai liéu
dién tur trén hé thong thong tin, co
s& dir lieu) va ky sb vao tai liéu, ho
so giai quyét tha tuc hanh chinh da
duoc sb hoa theo quy dinh.

Cong
chac Tu
phap - Ho
tich

Gio hanh
chinh

Mau 01; 02, 03
(néu cd); 06 va
Ho6 so theo muc
2.3
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B.2.1. Kiém tra, xem xét hd so,
treong hop khéng phai xac minh:
- Truong hop du diéu kién: thuc
hién viéc ghi vao So dang ky khai
ta, cap nhat thong tin dang ky
khai tr va luu chinh thac trén
Phan mém ding ky, quan ly ho
tich dién tir dung chung.

Truong hop tiép nhan ho so ding
ky khai to theo hinh thuc truc
tuyén: Gui lai biéu mau Trich luc
khai tir dién tir voi thong tin day
da cho nguoi yéu cau qua thu dién
tir hoac thiét bi sb.

Nguoi yéu cau cd trach nhiém
Kiém tra tinh chinh xé4c, ddy du
ctia cac théng tin trén biéu mau

Mau 05; Du
thao Trich luc
khai tor hoac du

Trich luc khai tir dién tr va xdc| cong | 200 |thdo van ban
nhan (toi da mot ngay). chire Tu thong bao khong
B2 N& IR S . . . dua diéu kién cap
€u ngudi co yéu cau xac nhan | phap - Ho trich luc khai tir
thong tin da thong nhat, day du tich Vin  ban xé(;
hodc khong c6 phan hoi sau thoi minh: Van ban
han yéu cau thi ghi néi dung vao ra I(‘;i w4c minh
S6 dang ky khai tir, cap nhat thong (néu c6)
tin dang ky khai tr va luu chinh
thirc trén Phan mém dang ky, quan
ly ho tich dién tir dung chung.
- Truong hop khong da diéu kién:
Du thao van ban thong bao khong
da diéu kién cép trich luc khai tur
hozc thdng bao truc tiép.
Cong chic tu phap - hd tich in
Trich luc khai ti, trinh Lanh dao
UBND ky.
B.2.2. Truong hop phai xac minh
thj tién hanh xac minh. Trén co s& 2.5 ngay
két qua xac minh thuc hién nhu ’
B.2.1
. Mau 05; Trich
na | K du thio két qua giai quyétth | "o %0 1 ue khai tir hoae
tuc hanh chinh. L x glo Van ban théng
' cap xa

bao khong du




97

diéu kién cap
trich luc khai tr

Mau 05, O06;
Trich luc khai tir

Phat hanh vin ban va tra két qua| Céng hose  Vin  ban

4 closlng chls Tt - HO eh e Vin | G200 g v o
y & phong du diéu kién cip
trich luc khai tir
Chuyén nguoi dan ky S6 (néu cap
trich luc); tra két qua, thu I& phi| Coéng < _
theo quy dinh (néu co). chire Tu Mau 01, 06;
D , A . . Trich luc khai tu
Sau khi ding ky khai tir, Uy ban | phap-HO | ~.. . < < )
s T A A A ’ SR Gio hanh | hoac Vian ban
B5 | nhin dan xa c6 vin ban thong bao | tich; Lanh y A LA
N \ ] 2. chinh | thong bao khong
kem theo ban sao trich luc ho tich dao di didu Kien ci
oA C A u diéu kién cap
gui Bo Ngoai giao dé thong bao cho |  UBND trich luc khai tir
co quan c6 tham quyén ciia nuéc | Cap xa '
ma nguoi chét mang quac tich.
* Truong hop hd so khong xur ly dugc trong ngay lam viéc hogc trong ngay
lam viéc tiep theo (doi voi ho so nhén sau 15 gio), trong ngay hen tra ket qua,
cong chtre Tu phap - HY tich tham muu Chu tich UBND cap xa ky ban hanh
phiéu xin 16i va hen lai ngay tra két qua dé gui cho t6 chuc, ca nhan.
* Truong hop ho so can xdc minh: Néu qué han xu 1y, trong thoi gian cham
nhat 01 ngay truéc ngay het han xt ly, cong chae Tu phéap - H tich trinh
Chu tich UBND cap xa ky ban hanh phicu xin 16i va hen lai ngay tra ket qua
dé gui cho to chuc, ca nhan.
* Trong qua trinh giai quyét ho so nguoi ¢6 trach nhiém thyuc hién can thyc
hién dong thoi cac thao tac tiep nhan/chuyén/tra ho so, ket qua giai quyet trén
phan mém Dich vu cdngvéi cac budc trong quy trinh,
3 | BIEU MAU

@H

Mau 01 M&u 01.docx

Gidy tiép nhan ho so va hen tra két qua
)

Mau 02 Mau 02.docx

Phiéu yéu cau bo sung hoan thién ho so
)

Mﬁu 03 MAu 03.docx
Phiéu twr choi tiep nhan giai quyét ho so
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@ﬂ

Mau 04 Mau 04.docx

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

Mau 05 M&u 05.docx

Phiéu kiém soét qué trinh giai quyét ho so
0

Mau 06 M3u 06.docx
So6 theo doi ho so

To khai ddng ky khai tir (néu nop truc tiép)
BM.HT.X.14.01 EJEH

BM.HT.X.14.01.doc

Mau ho tich dién tir twong tac dang ky khai tir (néu nop
ho so theo hinh thurc tryc tuyen).

[
-

BM.HT.X.14.02.doc

BM.HT.X.14.02

4 |HOSOLUU:

Mau 01; 02, 03, 04 (néu c6); 06 luu tai Bo phan Tiép nhan va Tra két qua cua
UBND cap xa. Mau 01, 05 luu theo ho so;

- | Hb so dau vao theo muc 2.3;

- | Sb ding ky khai tu;

- | Vian ban x4c minh; Vin ban tra 15i x4c minh (néu co);

- | Vin ban thong bao khong du diéu kién cap trich luc khai tir (néu co);

Phan mém http://hotichdientu.moj.gov.vn; Phan mém Hé théng thong tin giai
quyet thu tuc hanh chinh tinh Ha Tinh.

Ho so dugce luu tai UBND CAp X, thoi gian luu trit S6 dang ky khai tir 1a vinh vién,
con cac ~g|i?1y to khac thuc hién luu theo quy dinh cua Luat Ho tich va cac van ban
hudng dan thi hanh.

13. Thu tuc dang Ky giam ho

1 |KY HIEU QUY TRINH QT.HT.X.15

2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thuc hién TTHC: Khéng.
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2.2

Cach thikc thuc hién TTHC:

- Ngudi ¢ yéu cau ding ky giam ho tryc tiép thuc hién hoic ay quyen cho
nguoi khac thuc hién nop hd so truc tiép tai Bo phan Tiép nhan va Tra két

qua cia UBND cép X&;
- Giri hd so qua Dich vy buu chinh cong ich;

- Nop hd so tryc tuyén trén Cong Dich vy cong Quoc gia
(https://dichvucong.gov.vn) hoac Hé thong thong tin giai quyét tha tuc hanh

chinh tinh Ha Tinh (https://dichvucong.hatinh.gov.vn).

2.3

Thanh phan hé so, bao gom:

Ban
chinh

Ban
sao

T khai dang ky giam ho theo mau (Qéu ngudi €O yéu cau lya
chon ndp ho so theo hinh thirc truc tiép hodc gui ho so qua hé
thong buu chinh);

Mﬁu h¢ tich dién tir trong tac dang ky giam h¢ (do nguoi yéu
cau cung cap thong tin theo hudng dan trén Cong dich vu
cong, néu ngudi ¢ yéu cau lya chon nop hd so theo hinh thirc
truc tuyén);

Ngudi ¢6 yéu cau dang ky gidm ho thyuc hién viéc nop/xuat
trinh (theo hinh thirc tryc tiep) hodc tai lén (theo hinh thac
truc tuyén) cac giay to sau:

* Giay to phai ndp:

Van ban ctr nguoi giam hd theo quy dinh cua Bo luat Dan su
doi vai dang ky giam ho ci;

Gidy to ching minh diéu kién giam ho dwong nhién theo quy
dinh cua B6 luat Dan su; van ban thoa thuan cir nguoi giam
ho dwong nhién trong trudng hop c¢d nhiéu ngudi thudc dién
gidm ho duong nhién;

Truong hop uy quyén cho ngudi khac 1am thay thi phai co
van ban uy quyén duoc ching thuc theo quy dinh cua phap
luat. Truong hop ngudi dugc uy quyén la 6ng, ba, cha, me,
con, vg, chong, anh, chi, em rudt cua ngudi ty quyén thi vin
ban uy quyén khdng phai chiing thuc.

* Giay tor phai xuat trinh:
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H¢ chiéu/Ching minh nhan dan/Thé can cudc céng dan/The
can cucc/Can cude dign ti/Giay ching nhdn cdn cuéc hoic
cac glay to khac co dan anh va thong tin ca nhan do co quan
c6 tham quyén cap, con gia tri su dung dé chitng minh vé
nhan than cua nguol cd yéu cau dang ky giam ho. Truong hop
c4c thong tin c& nhan trong cac gidy to nay da co trong
CSDLQGVDC, CSDLHTDT, dugc hé thng dién tu dong thi
khdng phai tai [&n (theo hinh thuc truc tuyén);

Gidy to 6 gia tri chung minh théng tin vé cu tra trong trudng
hop co quan ding ky ho tich khdng thé khai thac dugc thdng
tin vé& noi cu tri ctia cong dan theo cic phuong thirc quy dinh
tai khoan 2 Diéu 14 Nghi dinh sé 104/2022/ND-CP ngay
21/12/2022 cua Chinh phu. Truong hop cac théng tin vé gidy | X
to chimg minh noi cu tra da dugc khai thac tir Co so dit liu
qudc gia vé dan cu bang cac phuong thirc nay thi ngudi co
yéu cau khéng phai xuat trinh (theo hinh thuc truc tiép) hoac
tai 1én (theo hinh thic truc tuyén).

*Luuy:

- Trudng hop gui hd so qua Dich vu buu chinh ¢6ng ich thi phai giri kém
theo ban sao ¢6 chtng thuc céc gidy to phai xuat trinh.

- B6i véi gidy to nop, xuat trinh néu ngudi yéu cau nop hd so theo hinh thuc
truc tiép:

+ Poi Vi gidy to xuat trinh khi dang ky ho tich, nguoi tiép nhan cé trach
nhiém kiém tra, d6i chiéu vai théng tin trong to khai, chup lai hodc ghi lai
thong tin dé luu trong ho so va tra lai cho nguoi xuat trinh, khong dugc yéu
cau nop ban sao hoac ban chup giay to do.

+ Ngudi yéu cau dang ky ho tich ¢6 thé nop ban sao ching thuc tir ban chinh
hogc ban sao duoc cap tir so goc hodc ban chup kém theo ban chinh giay to
de d6i chiéu. Truong hop nguoi yéu cau nop ban chup kem theo ban chinh
gidy to thi nguoi tiép nhan cé trach nhiém klem tra, d6i chiéu ban chup Vi
ban chinh va ky xac nhan, khong duoc yéu cau ngudi di dang ky nop ban sao
giay to do.

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

Nguoi tiép nhan hd so thuc hién khai thac théng tin trong Co s dir liéu qudc
gia V& dan cu theo quy dinh phap luat néu nguoi yéu cau dang ky ho tich da
cung cap ho, chit dém, tén; ngdy, thang, nim sinh; s¢ dinh danh c& nhan/thé
can cuwoc cong dan/thé can cuoc/chimg minh nhan dan/can cuoc dién tir.
Truong hop cac thdng tin can khai thac khong co trong Co so dir liéu quéc gia
vé dan cu thi dé nghi nguoi yéu cau ké khai day du.

- Ddi voi gidy to giri kém theo néu ngudi yéu cau nop hd so theo hinh thic
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truc tuyén:

+ Ban chup céac glay to gui kém theo hd so dang ky giam ho truc tuyen phai
bao dam rd nét, day du, toan ven vé noi dung, la ban chup bang may anh,
dién thoai hoic duoc chup, dugc quét bang thiét bi dién tu, tir gidy to duoc
cap hop I¢, con gia tri sir dung.

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

+ Khi dén co quan ding ky ho tich nhan két qua (Trich luc dang ky giam
ho/ban sao Trich luc dang ky giam ho), nguO’I co yéu cau dang ky giam ho
Xuat trinh gidy to tuy than, nop ban chinh céc gidy to 1a thanh phan hd so
dang ky giam ho theo quy dinh phap luat ho tich.

- Giay to do co quan c6 tham quyén cua nudc ngoai cap, cong ching hoac
x4c nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai duoc hop
phap hoa lanh sy, dich sang tiéng Viét va chiing thuc chir ky nguoi dich theo
quy dinh caa phép luat; trir truong hop dugc mién theo diéu wéc qudc té ma
Viét Nam la thanh vién.

- Truong hop nguoi yéu Cau dang ky gidm h¢ khong cung cap duogc gidy to néu
trén theo quy dinh hoac giay to nop, Xuat trinh bj tay x0a, sua chita, lam gia thi
co quan ding ky ho tich c6 tham quyén hay bo két qua dang ky giam ho.

2.4

S6 lwgng hd so: 01 bo.

2.5

Thoi han giai quyét: 03 ngay 1am viéc, sau khi nhan du hd so hop 18.

2.6

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

- B6 phan Tiép nhan va Tra két qua caa UBND cap xA.

- Hg thong thong tin giai quyet thu tuc hanh chinh tinh Ha Tinh (chi tiép nhan
ho so): http://dichvucong.hatinh.gov.vn hoac Cong Dich vu cong Quoc gia
https://dichvucong.gov.vn.

2.7

Co quan thuc hién:

UBND céap xa noi cu tra ctia ngudi dugc giam ho hoic nguoi giam ho.
Co quan c6 tham quyén quyét dinh: UBND cap x4.

Co quan dwoc Gy quyén: Khong.

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

2.8

Poi twong thuc hién TTHC: Cé nhan, phap nhan.

2.9

Két qua giai quyét TTHC:

- H6 so du diéu kién:

+ Trich lyc dang ky giam h¢ (ban chinh), ban sao Trich luc déng ky giam ho
(trong truong hop cd yéu cau).

+ Ban dién tu Trich luc dang ky gidam h¢ (Ban dién tur s€ tu dong gui vé Kho
quan ly dir liéu dién tir ctia ca nhan/dia chi thu dién ta/thiét bi so/dién thoai
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ctia nguoi Yeu cau sau khi da hoan tat thu tuc dang ky giam ho tai co quan

dang ky ho tich).

- H6 so khong du diéu kién: Vian ban thong bao khong du diéu kién giam ho.

2.10

Quy trinh xir ly cdng viéc

TT

Trinh tw

Trach
nhiém

Thoi
gian

Biéu
mau/Ket
qua

Bl

1. Tiép nhan hd so truc tiép tir ca nhan
hoac tir Dich vu buu chinh cdng ich
hoac trén Cong Dich vu cong Quéc gia
(https://dichvucong.gov.vn) hoac Hé
théng thdng tin giai quyét tha tuc hanh
chinh tinh Ha Tinh
(https://dichvucong.hatinh.gov.vn).

2. Cong chuc Tu phap - Ho tich kiém
tra ho so:

- Néu hé so chua day da hoac khéng
hop 1&: Hudng dan hoic théng bao
bang vin ban cho ca nhan bd sung,
hoan thién hé so. Truong hop khong bo
sung, hoan thién dugc ho so thi thong
bao tir chdi giai quyét ho so.

- Néu hd so day du, hop 1é: Lam tha tuc
tiép nhan ho so va thu phi, 1& phi theo
quy dinh. Néu tiép nhan hé so sau 15
gio thi gai Phiéu hen, tra két qua cho
ngudi ¢O yéu cau trong ngay lam viéc
tiép theo hodc gui tin nhin hen tra két
qua qua dién thoai di dong cho nguoi c6
yéu cau (néu ngudi o yéu cau lya chon
hinh thirc nop hd so truc tuyén).

Sau khi tiép nhan ho so theo hinh thtc
nop truc tiép, Céng chirc Tu phap - HO
tich thuc hién s6 hoa (sao chup, chuyén
thanh tai liéu dién to trén hé thong
thong tin, co s& dir liéu) va ky sb vao
tai liéu, hd so giai quyét thu tuc hanh
chinh di duoc sé hoa theo quy dinh.

Cong chuc
Tu phap -
Ho tich

Gio
hanh
chinh

Mau 01; 02,
03 (néu co);
06 va Hb so
theo muc 2.3

B2

Kiém tra, xem xét hd so:

- Néu du diéu kién: Thuc hién viéc ghi
vao Sb6 dang ky giam ho, cap nhat
thong tin dang ky giam hd va luu chinh

Cong chuc
Tu phép -
Ho tich

02
ngay

Mau 05; Du
thao  Trich
luc dang ky
giam ho
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thic trén Phan mém dang ky, quan ly

hoac du thao

ho tich dién tir dung chung. Van ban
Truong hop tiép nhan hd so ding ky thong  bao
gidm ho theo hinh thic truc tuyén: Gui khong  du
lai biéu mau Trich luc ding ky giam ho d@“ kign
dién tir voi thong tin day da cho ngudi giam ho
yéu cau qua thu dién tir hoac thiét bj sd.
Ngudi y8u cau cd trach nhiém kiém tra
tinh chinh x4c, day du cua céc thdng tin
trén biéu mau Trich luc ding ky giam ho
dién tir va xac nhan (toi da mot ngay).
Néu ngudi c6 yéu cau xac nhan thong
tin da théng nhat, day du hoic khong
c6 phan hoi sau thoi han yéu cau thi
ghi noi dung vao S6 dang ky giam ho,
cap nhat thong tin dang ky giam hd va
Iwu chinh thirc trén Phan mém dang ky,
quan ly ho tich dién tir dung chung, in
du thao Trich luc dang ky giam ho;
- Néu khong du diéu kién: Du thao Vin
ban thong bao khong di diéu kién giam ho.
Trinh 1anh dao UBND cép xa.
Mau 05, 06;
Trich luc
dang ky
B3 L(j du t,héo két qua giai quyet tha tuc JgﬁhDdggp 06 gio ﬁ:%r? Vgﬁ
anh chinh ~ . n
xa ban  thong
bdo khong
du diéu kign
giam ho
Mau 05, 06;
Trich luc
dang ky
Phat hanh vin ban va tra két qua cho | Cong chuc . glam @Q
B4 cong chuc Tu phap - Ho tich Van phong 02gio | hoge  Van
T ban  thong
bdo khong
du diéu kign
giam ho
g5 | Chuyen nguoi dan ky vao So (néu cap | Cong chic | Gio | Mau 01, 06;
trich luc); tra ket qua, thu 1€ phi theo | Tu phap - | hanh | Trich luc
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quy dinh (néu cd).

Ho tich chinh

dang ky
giam ho
hoac Van
ban  théng

bao khong
dua dieu kién
giam ho

* Truong hop ho so qua han xi 1y, trong thoi gian cham nhat 01 ngay trudc
ngay het han xu ly, cdng chie Tu phap - HY tich trinh Chu tich UBND cap
xa ky ban hanh phiéu xin 16i va hen lai ngay tra két qua dé gui cho to chuc,

ca nhan.

* Trong qué trinh giai quyét hd so ngudi c6 trach nhiém thuc hién can thuc
hién dong thoi cac thao tac tiép nhan/chuyén/tra ho so, két qua giai quyét trén
phan mém Heé thong thong tin giai quyét tha tuc hanh chinh tinh Ha Tinh véi
cac budc trong quy trinh.

BIEU MAU
o
M?lu 01 MAu 01.docx
Gidy tiép nhan ho so va hen tra két qua
=
Mau 02 M&u 02.docx
Phiéu yéu cau b sung hoan thién hd so
=
Mau 03 M&u 03.docx
Phiéu tir chéi tiép nhan giai quyét hd so
)
Mﬁu 04 MAu 04.docx
Phiéu xin 13i va hen lai ngay tra két qua
~ =
Mau 05 MAu 05.docx
Phiéu kiém soat qué trinh giai quyét ho so
=
Mﬁu 06 MAu 06.docx
S6 theo ddi ho so
-
BM.HT.X.15.01 BM.HT.X.15.01.doc
To khai dang ky gidm hd
BM.HT X 15.02 Mau ho tich dién tir trong tac dang ky giam ho (néu nop

hd so theo hinh thirc truc tuyén).
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[
-

BM.HT.X.15.02.doc

HO SO LUU:;

Mau 01; 02, 03, 04 (néu c6); 06 luu tai Bo phan Tiép nhan va Tra két qua cua
UBND cap x4. Mau 01, 05 Ivu theo ho so;

Ho so dau vao theo muc 2.3;

S6 dang ky giam ho;

Vin ban thong bao khong du diéu kién giam ho (néu co);

Phan mém http://hotichdientu.moj.gov.vn; Phan mém Hé thong thang tin giai
quyeét thu tuc hanh chinh tinh Ha Tinh.

Ho so duoc luu tai UBND cap x4, thoi gian luu trit SO ding ky gidm h 1a vinh vién,
con cac ~giély to khac thuc hién luu theo quy dinh cua Luat Ho tich va cac van ban
hudng dan thi hanh.

14. Thi tuc diang ky cham dit giam ho

KY HIEU QUY TRINH QT.HT.X.16

2 NQI DUNG QUY TRINH

2.1 | Piéu kién thuc hién TTHC: Khong.

2.2 | Cach thac thuc hién TTHC:
- Nguoi ¢6 yéu cau dang ky cham diit gidm ho tryc tiép thuc hién hoac ty
quyén cho nguoi khac thyc hién nop ho so truc tiep tai B phan Tiep nhan
va Tra két qua caa UBND cap x3;
- Gtri ho so qua Dich vu buu chinh cong ich;
- Nop ho so tryc tuyén trén Cong Dich vu cong Quoc gia
(https://dichvucong.gov.vn) hoac Hé thong thong tin giai quyét thua tuc
hanh chinh tinh Ha Tinh (https://dichvucong.hatinh.gov.vn).

N A A A Ban Ban

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

To khai ding ky chdm dat gidm ho theo mau
] BM.HT.X.16.01 (néu ngudi cd yéu cau lua chon nop ho «

so theo hinh thuc truc tiép hoic gui hd so qua Dich vu
buu chinh cdng ich);

Mau ho tich dién tr tuong tac dang ky cham duat giam ho
(do nguoi yéu cau cung cap thong tin theo hudng dan trén
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Cong dich vy cong, néu nguoi co yéu cau lua chon nop ho
so theo hinh thuc truc tuyen);

Ngudi ¢6 yéu cau dang ky cham dit giam ho thuc hién
viéc nop/xuat trinh (theo hinh thuc tryc tiep) hoac tai 1én
(theo hinh thure truc tuyén) cac giay to sau:

* Gidy to phai nop:

Gidy to lam can ctr cham dat giam ho theo quy dinh cua
Bo luat Dan su;

Truong hop ay quyén cho ngudi khac 1am thay thi phai c6
van ban ay quyén duoc ching thuc theo quy dinh cua
phap luat. Truong hop nguoi dugc uy quyén la ong, ba, | X
cha, me, con, vo, chong, anh, chi, em rudt cua ngudi ty
quyén thi vin ban ay quyén khdng phai ching thuc.

* Gidy to phai xuat trinh:

Hé chiéu/Chizng minh nhan dan/Thé cdin cwéc cong
dan/Thé can cudc/Cin cude dién tilGidy ching nhdn cdn
cwéc hoic cac giay to khac co dan anh va thong tin ca
nhan do co quan co tham quyen Cap, con gia tri Su dung
dé ching minh vé nhan than cua nguoi c6 yéu cau ding
ky cham dat giam ho. Truong hop cac thong tin c& nhan
trong cac gidy to nay di cd trong CSDLQGVDC,
CSDLHTPT, dugc hé théng dién ty dong thi khéng phai
tai 1én (theo hinh thac tryc tuyén).

- Giay to ¢6 gid tri chitng minh thong tin vé cu tri trong
truong hop co quan dang ky ho tich khéng thé khai thac | X
dugc thdng tin vé noi cu tri cuia cong dan theo cac phuong
thic quy dinh tai khoan 2 Piéu 14 Nghi dinh sb
104/2022/NB-CP ngay 21/12/2022 cta Chinh phu. Truong
hop cac thdng tin vé gidy to chimg minh noi cu tra da dugc
khai thac tir Co so dir liéu qudc gia vé dan cu bang cac
phuong thtrc nay thi nguoi cd yéu cau khéng phai xuét
trinh (theo hinh thuc truc tiép) hoac tai 1én (theo hinh thic
truc tuyén).

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

* Luuy:

- Truong hop giri ho so qua Dich vu buu chinh cong ich thi phai giri kém
theo ban sao c6 chirng thuc céc giay to phai xuat trinh.

- P6i v6i gidy to nop, xuat trinh néu nguoi yéu cau nop hd so theo hinh
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thirc tryuc tiép:

+ Ddi véi gidy to xuat trinh khi ding ky ho tich, nguoi tiép nhan cd trach
nhiém kiém tra, ddi chiéu véi thdng tin trong to khai, chup lai hoic ghi lai
thong tin dé luu trong hd so va tra lai cho nguoi xuét trinh, khong duoc
y&u cau nop ban sao hoic ban chup gidy to do.

+ Ngudi yéu cau dang ky ho tich c6 thé nop ban sao ching thuc tir ban
chinh hoac bén sao dugc cap tir s6 goc hoac ban chup kém theo ban chinh
gidy to dé dol chiéu. Truong hop ngudi yéu cau nop ban chup kém theo
ban chinh gidy to thi nguol tlep nhan cé trach nhiém klem tra, d6i chiéu
ban chup véi ban chinh va ky xac nhan, khong duoc yéu cau ngudi di dang
Ky nop ban sao gidy to do.

+ Ngudi tiép nhan cd trach nhiém tiép nhan dang, du ho so ding ky ho tich
theo quy dinh caa phép luat ho tich, khong duoc yéu cau nguoi dang ky ho
tich nop thém gidy to ma phép luat ho tich khong quy dinh phai nop.

Nguoi tlep nhan ho so thuc hién khai thac thong tin trong Co s¢ dir liéu
quéc gia vé dan cu theo quy dinh phap luat néu nguoi yéu Cau dang ky ho
tich da cung cap ho, chir dém, tén; ngay, thang, nim sinh; s¢ dinh danh ca
nhéan/thé can cwoc cong dan/thé can cuoc/chieng minh nhdan dan/can cuoc
dién tir. Truong hop cac thdng tin can khai thac khong co trong Co s& dix
liu qudc gia vé dan cu thi dé nghi nguoi yéu cau ké khai day du.

- Béi véi gidy to giri kém theo néu ngudi yéu cau nop hd so theo hinh thic
truc tuyén:

+ Ban chup cé4c giay to gui kém theo ho so dang ky cham dut giam ho truc
tuyén phai bao dam rd nét, day du, toan ven vé noi dung, 1a ban chup bang
may anh, dién thoai hoic dugc chup, dugc quét bang thiét bi dién tu, tur
gidy to dugc cap hop I¢, con gid tri sir dung.

+ Truong hop glay to, tai liéu phai giri kém trong ho so dang ky cham dut
giam ho truc tuyén da c6 ban sao di¢n tu hoac da co ban dién tu gidy to ho
tich thi nguoi yéu cau duoc st dung ban dién tir nay.

- Khi dén co quan ding ky ho tich nhan két qua (Trl'ch luc dang ky cham
dut giam ho/ban sao Trich luc dang ky cham dut giam ho), ngu’orl co yeu
cau ding ky cham dat giam ho xuit trinh gidy to tuy than, nop cac gidy to
la thanh phan ho so dang ky cham duat giam ho theo quy dinh phép luat ho
tich.

- Gidy to do co quan c6 tham quyén cua nudc ngoai cap, céng ching hoic
xé&c nhan dé st dung cho viéc dang ky ho tich tai Viét Nam phai duoc hop
phap hoa lanh sy, dich sang tiéng Viét va ching thuc chit ky nguoi dich
theo quy dinh cua phap luat; trir truong hop duoc mién theo diéu wéc qudc
té ma Viét Nam 14 thanh vién.

- Truong hop ngudi ¢o yéu cau dang ky cham duat giam ho khong cung Cap
duoc gidy to néu trén theo quy dinh hoic gidy to nop, Xuat trinh bi tay xoa,
stra chira, 1am gia thi co quan diang ky ho tich ¢ tham quyén hay bo két
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qua dang ky cham duat giam ho.

2.4 | S6 lwong ho so: 01 bo

2.5 | Thoi han giai quyét: 02 ngay l1am viéc, sau khi nhan da hd so hop 1é.
Pia diém tiép nhan hd so va tra két qua giai quyét TTHC:

- B6 phan Tiép nhan va Tra két qua caa UBND cap XA.

2.6 |- He thdng thdng tin giai quyét thu tuc hanh chinh tinh Ha Tinh (chi tiép
nhan ho so): https://dichvucong.hatinh.gov.vn hoac Cong Dich vu cong
Quoc gia https://dichvucong.gov.vn.

Co quan thuc hién: UBND cap x4 noi di dang ky giam ho trude day.

,7 |Coquanc tham quyén quyét dinh: UBND cap x4.

' Co quan dwoc iy quyén: Khong.
Co quan phéi hop: Co quan quan Iy Co sé dit liéu Quéc gia vé Dan cu.

2.8 | Péi twong thuc hién TTHC: Ca nhan, phap nhan.

Két qua giai quyét TTHC:

- Ho so du diéu kién:

+ Trich luc dang ky cham dut giam ho (ban chinh), ban sao Trich luc dang
ky cham dat giam ho (trudng hop cd yéu cau).

o9 |+ Bandién tt Trich luc dang ky cham dut giam ho (Ban dién tur s& tu dong
g{ri vé Kho quan ly dir liéu dién tir cua ca nhan/dia chi thu dién tﬂr/thiét’ bi
so/di¢n thoai cua nguoi yéu cau sau khi da hoan tat tha tuc dang ky cham
dut gidm ho tai co quan dang ky ho tich).

- H6 so khong du diéu Kién: Vin ban thong bao khong du diéu kién cham
dut giam ho.

2.10 | Quy trinh xir ly cong viéc

TT Trinh ty Trach | Thet | Bieu

nhiém gian | mau/Két qua
1. Tiép nhan hd so truc tiép tir ca
nhan hoac tur Dich vu buu chinh
cong ich hoac trén Cong Dich vu
cong Quoc gia
(https://dichvucong.gov.vn)  hodc « _
Hé thong thang tin giai quyét thu | Cong chuc | Gio Mau 01, 0,2:
B1 | tuc hanh chinh tinh Ha Tinh Tuphép - | hanh 03 (néu co);

06 va HO so

(https://dichvucong.hatinh.gov.vn). | Ho tich | chinh | . muc 2.3

2. Cong chuc Tu phap - Ho tich
kiem tra ho so:

- Néu hd so chua day du hoac
khong hop 1€: Huong dan hodc
théng bdo bang van ban cho cé
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nhan bo sung, hoan thién ho so.
Truong hop khéng bé sung, hoan
thién dugc hd so thi théng bao tur
chbi giai quyét hd so.

- Néu hd so day du, hop I&: Lam
th tuc tiép nhan hd so va thu phi,
1& phi theo quy dinh. Néu tiép nhan
hd so sau 15 gio thi gui Phiéu hen,
tra két qua cho ngudi c6 yéu cau
trong ngay lam viéc tiép theo hoic
gui tin nhan hen tra két qua qua
dién thoai di dong cho nguoi €O
y&u cau (néu nguoi c6 yéu cau lya
chon hinh thac nop hd so truc
tuyén).

Sau khi tiép nhan hd so theo hinh
thac nop truc tiép, Cong chic Tu
phap - Ho tich thuc hién sé hoa
(sao chup, chuyén thanh tai liéu
dién tir trén hé théng thong tin, co
so dir lidu) va ky sé vao tai lidu, hd
so giai quyét tha tuc hanh chinh da
duoc s6 hoa theo quy dinh.

B2

Kiém tra, xem xét ho so:

- Néu du diéu kién: thuc hién viéc
ghi vao So6 dang ky cham dut giam
ho, cap nhat thong tin dang ky
cham dut giam ho va luu chinh
thire trén Phan mém dang ky, quan
ly ho tich dién tir dung chung.
Truong hop tiép nhan hd so ding
ky cham dat gidm ho theo hinh
thire truc tuyén thi gui lai biéu mau
Trich lyc diang ky cham dut giam
ho dién tir v6i thong tin day du cho
ngudi Yéu cau qua thu dién tir hoac
thiét bi sb.

Nguoi yau cau co trach nhiém kiém
tra tinh chinh x4c, day du cua cac
thong tin trén biéu miu Trich luc
dang ky chdm dut giam ho dién tir
va xac nhan (t6i da mot ngay).

Néu nguodi c6 yéu cau xac nhan

Cong chuc
Tu phap -
Ho tich

1,5
ngay

Mau 05; Du
thao Trich luc
dang ky cham
duat gidm ho
hoac du thao
Vian ban
théng béo
khong du diéu
kién cham dut
giam ho
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thong tin di thong nhat, day du
hoac khong c6 phan hdi sau thoi
han yéu cau thi ghi néi dung vao Sb
dang ky cham dut giam ho, cap
nhat thong tin dang ky cham dut
giam ho va luu chinh thuc trén
Phan mém dang ky, quan Iy ho tich
dién ta dung chung, in du thao
Trich luc ding ky chidm dat giam
ho;

- Néu khong du diéu kién: Dy thao
Vin ban théng bao khong du diéu
kién cham dat giam ho;

Trinh 1anh dao UBND cap x4.

B3

Ky du thao két qua giai quyét tha
tuc hanh chinh.

Lanh dap
UBND cap
Xa

03 gio

Mau 05; Trich
luc dang ky
cham dut
giam ho hoac
Van ban
théng béo
khong du diéu
kién cham dut
giam ho.

B4

Phat hanh vin ban va tra két qua
cho cong chtrc Tu phap - Ho tich.

Cong chirc
Van phong;
Cong chirc
Tu phap -
Ho tich

01 gio

Mau 05, 06;
Trich luc
dang ky cham
dat giam ho
hoiac Van ban
théng béo
khong du diéu
kién cham dut
giam ho

B5

Chuyén nguoi dan ky vao So (neu
cap trich luc); tra ket qua, thu I¢ phi
theo quy dinh (néu co).

Cong chuc
Tu phap -
Ho tich

Gio
hanh
chinh

Mau 01, 06;
Trich luc
dang ky cham
dat gidm ho
hodac Van ban
théng béo
khong du diéu
kién chadm dut
giam ho

* Truong hop hO so qué han xu ly, trong thoi gian cham nhat 01 ngay
trrdC ngay heét han xi ly, cong chitc Tu phap - HO tich trinh Chu tich
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UBND cap x4 ky ban hanh phiéu xin 18i va hen lai ngay tra két qua dé gui
cho t6 chtic, c& nhan.

* Trong qua trinh giai quyét hd so ngudi c6 trach nhiém thyuc hién can thuc
hién ddng thoi céc thao tac tiép nhan/chuyén/tra hd so, két qua giai quyét
trén phan mém Dich vy cdng véi cac budc trong quy trinh.

BIEU MAU
Gidy tiép nhan ho so va hen tra két qua
M3u 01 w9
MAu 01.docx
Phiéu yéu cau bo sung hoan thién ho so
M3u 02 W
Mau 02.docx
Phiéu tir chdi tiép nhan giai quyét ho so
M3u 03 W
MAu 03.docx
Phiéu xin 15i va hen lai ngay tra két qua
M3u 04 W
MAau 04.docx
Phiéu kiém soat qué trinh giai quyét hd
Mau 05 Eﬂ
Mau 05.docx
SO
S6 theo dbi ho so
MAu 06 W
MAu 06.docx
BM.HT.X.16.01 , BM.HT.X.16.01.doc.
To khai ding ky cham dat giam ho doox
Mau ho tich dién tir twong tac dang ky chém dut giam
ho (néu ndp ho so theo hinh thic truc tuyen).
BM.HT.X.16.02

[
-

BM.HT.X.16.02.doc
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HO SO LUU:

Mau 01; 02, 03, 04 (néu c¢6); 06 luu tai Bo phan Tiép nhan va Tra két qua
cua UBND cap xa. Mau 01, 05 luu theo ho so;

Ho so dau vao theo muc 2.3;

S6 dang ky cham dat giam ho;

Vin ban thong bao khong du diéu kién chim dat giam ho (néu co);

Phan mém http://hotichdientu.moj.gov.vn; Phan mém Hé thong théng tin
giai quyet tha tuc hanh chinh tinh Ha Tinh.

Ho so duoc luu tai UBND cAp x4, thoi gian luu trir SO dang ky cham dat gidm ho 12
vinh vién, con cé~c giay to khac thuc hién luu theo quy dinh cua Luat Ho tich va cac
van ban hudng dan thi hanh.

15. Thi tuc thay déi, cai chinh, bo sung thong tin hg tich

1 KY HIEU QUY TRINH QT.HT.X.17
2 | NOI DUNG QUY TRINH
2.1 | Pieu kién thuc hién TTHC:

+ Viéc thay doi ho, chir dém, tén cho ngudi dudi 18 tudi phai c6 sy dong y
cua cha, me ngudi d6 va duoc thé hién rd trong To khai; dbi véi nguoi tir da
9 tudi tré 18n thi con phai c6 su ddng y cia ngudi do.

+ Viéc cai chinh ho tich chi duoc giai quyét sau khi c6 da can cir dé xac dinh
c6 sai sot do 18i cua cdng chirc 1am cong tac ho tich hoic cia nguoi yéu cau
dang ky ho tich; khdng cai chinh noi dung trén gidy to ho tich di duoc cap
hop 1& nham hop thirc hoa thdng tin trén h so, gidy to ca nhan khéc.

+ Gidy to ho tich quy dinh da cip cho ca nhan theo quy dinh cua phép luat vé
ho tich trudc ngay 01/01/2016 (ngay Luat Ho tich ¢ hiéu luc) co gia tri st
dung ma khong phai bo sung théng tin ho tich con thiéu so vai biéu mau ho
tich hién hanh.

+ Gidy to ho tich duoc cap hop 1é ma thdng tin ho tich con thiéu thi dugc bd
sung, néu co giay to, tai liéu do co quan, té chac ¢6 tham quyén cap hop 1é
chung minh.

Yéu cau ghi bd sung quéc tich Viét Nam chi thuc hién dbi véi gidy to ho tich
dugc cap ké tir ngdy 01/01/2016, sau khi d3 xac dinh ngudi yéu cau dang co
qudc tich Viét Nam theo quy dinh cua Luat Qudc tich Viét Nam.
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2.2

Cach thirc thyc hien TTHC:

- Nguoi c6 yéu cau ding ky thay ddi, cai chinh, b4 sung thdng tin h tich truc
tiép thuc hién hoac uy quyen cho nguoi khac thuc hién nop ho so truc tiép tai
Bo6 phan tiép nhan va tra két qua caa UBND cap x4;

- Giri hd so qua Dich vy buu chinh cong ich;

- Nop hd so truc tuyén trén Cong Dich vu cong Québc gia
(https://dichvucong.gov.vn) hodc Hé thdng théng tin giai quyét thu tuc hanh
chinh tinh Ha Tinh (https://dichvucong.hatinh.gov.vn).

2.3

Ban Ban

Thanh phan ho so, bao gom: chinh | sao

To khai dang ky thay doi, cai chinh, bd sung théng tin ho
tich, xac dinh lai dan toc theo mau BM.HT.X.17.01 (néu
nguoi ¢6 yéu cau lua chon nop ho so theo hinh thirc tryc tiép
hoac giri ho so qua Dich vy buu chinh cong ich);

Mau ho tich dién tir twong tac thuc hién ding ky thay doi, cai
chinh, bo sung thong tin ho tich, xac dinh lai dan toc (do
nguoi yéu cau cung cap thong tin theo huong dan trén Cong
dich vy c6ng, néu ngudi co yeu cau lra chon nop hd so theo
hinh thuec truc tuyén);

Nguoi ¢6 yéu cau dang ky thay d6i, cai chinh, bd sung thdng
tin ho tich, xac dinh lai dan toc thuc hién viéc nc}p/xuét trinh
(theo hinh thirc tryc tiép) hoac tai 1én (theo hinh thuc truc
tuyén) cac giay to sau:

* Gidy to phdi ngp:

Gidy to lién quan dén viéc thay doi, cai chinh, bo sung thong
tin ho tich, xac dinh lai dan toc;

Vin ban uy quyén (duoc ching thuc) theo quy dinh cua
phap luat trong truong hop uy quyén thuc hién viéc dang ky
thay ddi, cai chinh, bd sung théng tin ho tich, xac dinh lai
dan toc. Truong hop nguoi duoc ty quyén 1a dng, ba, cha,
me, con, Vo, chong, anh, chi, em rudt cia nguoi ty quyén thi
van ban uy quyén khong phai chang thuc.

Gidy to chiing minh thugc gia dinh c6 cong véi cach mang,
ngudi thudc ho ngheo, nguoi khuyét tat (néu co).

* Gidy tor phai xuat trinh:

H¢ chiéu/Chiing minh nhan dan/Thé can cuéc cong dan/The
can cude/Can cude dién tirlGidy ching nhdn cdn cuéc hodc
c4c gidy to khac ¢ dan anh va thong tin ca nhan do co quan
cd tham quyén cap, con gié tri st dung dé ching minh vé
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nhan than cta nguoi ¢4 yéu cau dang ky thay doi, cai chinh,
bd sung thdng tin ho tich. Truong hop cac théng tin ca nhan
trong cac gidy to nay da c6 trong CSDLQGVDC,
CSDLHTPDT, duogc hé théng dién tu dong thi khdng phai tai
Ién (theo hinh thic truc tuyén);

Gidy to c6 gia tri chang minh théng tin vé cu tra trong
truong hop co quan ding ky ho tich khéng thé khai thac
dugc théng tin vé noi cu tri ciia céng dan theo cac phuong
thic quy dinh tai khoan 2 Diéu 14 Nghi dinh sb
104/2022/ND-CP ngay 21/12/2022 cua Chinh pha. Truong
hop cac thdng tin vé giy to chimg minh noi cu tra da dugc
khai thac tir Co so dir lieu quéc gia vé dan cu bang cac
phuong thirc nay thi nguoi ¢d yéu cau khéng phai xuét trinh
(theo hinh thirc truc tiép) hodc tai 1én (theo hinh thuc truc
tuyén).

*Luuy:

- Truong hop gui ho so qua Dich vy buu chinh cbng ich thi phai giri kém
theo ban sao ¢6 chtng thuc céc gidy to phai xuat trinh.

- B6i vai gidy to nop, xuat trinh néu ngudi yéu cau nop ho so theo hinh thic
truc tiép:

+ Pbi vé6i gidy to xuat trinh khi dang ky ho tich, ngudi tiép nhan cé trach
nhiém kiém tra, d6i chiéu vai thdng tin trong to khai, chup lai hodc ghi lai
thong tin dé luu trong ho so va tra lai cho nguoi xuat trinh, khong duoc yéu
cau nop ban sao hoic ban chup giay to do.

+ Ngudi yéu cau dang ky ho tich ¢ thé nop ban sao chang thuc tir ban chinh
hoac ban sao dugc cap tir so goc hogc ban chup kém theo ban chinh gidy to
de dbi chiéu. Truong hop ngu:ol y&u cau nop ban chup kém theo ban chinh
gidy to thi ngIIO’I tiép nhan c6 trach nhiém klem tra, d6i chiéu ban chup véi
ban chinh va ky xac nhan, khong dugc yéu cau nguoi di dang ky nop ban sao
giy to do.

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

Nguoi tiép nhan hé so thuc hién khai thac théng tin trong Co s dir lidu qudc
gia vé dan cu theo quy dinh phap luat néu nguoi yéu cau dang ky ho tich da
cung cap ho, chit dém, tén; ngay, thang, nam sinh; s¢ dinh danh cé& nhan/thé
can cwoc cong dan/thé can cuocl/ching minh nhin dédn/can cudc dién tur.
Truong hop cac thdng tin can khai thac khong cé trong Co so dit lidu qudc
gia vé dan cu thi dé nghi ngudi yéu cau ké khai day du.

- Pbi voi gidy to giri kém theo néu nguoi yéu cau nop hd so theo hinh thuc
truc tuyén:

+ Ban chup cac gidy to giri kém theo hd so ding ky thay d6i, cai chinh, b
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sung thong tin ho tich, xac dinh lai dan toc truc tuyén phai bao dam rd nét, day
du, todn ven vé noi dung, 1a ban chup bing may anh, dién thoai hoic duoc
chup, dugc quét bang thiét bj dién tir, tir gidy to dugc cap hop 1€, con gia tri sir
dung.

+ Truong hop gidy to, tai liéu phai gui kém trong hd so dang ky thay d6i, cai
chinh, bd sung thdng tin ho tich, xac dinh lai dan toc truc tuyen da co ban sao
dién tir hodc da co ban dién tir gidy to ho tich thi nguoi yéu cau duoc st dung
ban dién tir nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Trich luc thay ddi/cai
chinh/ bd sung théng tin ho tich/xac dinh lai dan toc/ban sao Trich luc thay
d6i/ cai chinh, bo sung thdng tin ho tich/ xac dinh lai dan toc), nguoi ¢ yéu
cau ding ky thay doi, cai chinh, b6 sung thdng tin ho tich, xac dinh lai dan
toc Xuat trinh giay to tuy than, nop ban chinh cac giay to 1a thanh phan hé so
dang ky thay doi, cai chinh, bd sung théng tin ho tich, xac dinh lai dan toc
theo quy dinh phéap luat ho tich.

- Giay to do co quan ¢ tham quyén cua nudc ngoai cap, cong ching hoac
xac nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai duoc hop
phap hoa lanh sy, dich sang tiéng Viét va ching thuc chir ky ngudi dich theo
quy dinh cua phap luat; trir trudng hop duoc mién theo didu udc qubc té ma
Viét Nam la thanh vién.

- Truong hop ngudi ¢6 yéu cau diang ky thay doi, cai chinh, bo sung thdng tin
ho tich, xac dinh lai dan toc khéng cung cap duoc gidy to néu trén theo quy
dinh hoic gidy to nop, xuat trinh bi tdy xda, sta chira, 1am gia thi co quan
dang ky ho tich c6 tham quyén hay bo két qua dang ky thay doi, cai chinh, bo
sung thoéng tin ho tich, xac dinh lai dan toc.

2.4 | S6 lwong hd so: 01 bo.
Thoi han giai quyét:
- Trong 03 ngay lam viéc ké tir ngay nhan du ho so hop 18 doi véi yéu cau
thay doi, cai chinh h¢ tich; truong hgp phai xac minh thi thoi han giai quyeét

2.5 | khéng qua 06 ngay lam viéc.

- Ngay trong ngay lam viéc doi véi yéu cau bo sung thong tin h¢ tich, truong
hop nhan ho so sau 15 gio ma khong giai quyet duoc ngay thi tra ket qua
trong ngay lam viéc tiep theo.

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

- B6 phan Tiép nhan va Tra két qua caa UBND cép xA.

2.6 | - He thong thang tin giai quyét thi tuc hanh chinh tinh Ha Tinh (chi tiép nhan
ho so): https://dichvucong.hatinh.gov.vn hoac Cong Dich vu cdng Quoc gia
https://dichvucong.gov.vn.

Co quan thyec hién:

2.7

- UBND cép xa noi da dang ky ho tich truge day hoac UBND Cap X4 noi cu tri
ctia nguoi €O Yeu cau co tham quyén giai quyét viéc thay doi, cai chinh cho
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ngudi chua du 14 tudi, bo sung ho tich cho cong dan Viét Nam cu tra & trong
nuoc.

- Uy ban nhan dan cép xa noi da dang ky khai tir truée dy thuc hién viéc cai
chinh n6i dung dang ky khai tt.

Co quan c6 tham quyén quyét dinh: UBND cap x4.

Co quan dwoc iy quyén: Khong.

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

2.8 | Poi twong thuc hién TTHC: Cé4 nhan.
Két qua giai quyét TTHC:
- H6 so du diéu kien:
+ Trich lyc thay doi/cai chinh/bd sung théng tin ho tich (ban chinh); ban sao
Trich luc thay ddi/cai chinh/bd sung théng tin ho tich (néu ¢ yéu cau).
+ Ban dién tir Trich luc thay doi, cai chinh, bo sung thdng tin ho tich, xéac
2.9 | dinh lai dan toc (Ban dién tir s& tu dong giri vé Kho quan ly dir liéu cua ca
nhan/dia chi thu dién tu/thiét bi sd/dién thoai cua ngudi Yéu cau sau khi da
hoan tat thu tuc dang ky thay doi, cai chinh, bd sung théng tin ho tich, xéac
dinh lai dan toc tai co quan dang ky ho tich).
- H6 so khong du diéu kién: Vian ban thong bao khong du diéu kién thay doi/
cai chinh/bd sung thdng tin ho tich.
2.10 | Quy trinh xw ly cong viéc
TT Trinh ty Trach | Thai |  Bieu
: nhiém gian | mau/Ket qua
1. Tiép nhan hd so truc tiép tur ca
nhén hoac tir Dich vu buu chinh cong
ich hoic trén Céng Dich vu cong
Quéc gia (https://dichvucong.gov.vn)
hodc Hé thong théng tin giai quyét tha
tuc hanh chinh tinh Ha Tinh
(https://dichvucong.hatinh.gov.vn).
2. Cong chirc Tu phap - HY tich kiem | Cong Giy | Mau01;02,
g |tra ho so: chic Tu hanh 03 (néu co);
- Néu hd so chua ddy da hodc khong | Phap - HO chinn | 96 vaHoso
hop 1&: Huéng din hoic thong bao |  tich theo muc 2.3
bang van ban cho c& nhan bo sung,
hoan thién hod so. Truong hop khong
b6 sung, hoan thién duoc hd so thi
théng bao tir chéi giai quyét hd so.
- Néu hd so day du, hop 1&: Lam thu
tuc tiép nhan ho so va thu phi, 1& phi
theo quy dinh. Néu tiép nhan hd so sau
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15 gio thi gai Phiéu hen, tra két qua
cho ngudi c6 yéu cau trong ngay lam
viéc tiép theo hoic 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 thic nop hd so truc
tuyén).

Sau khi tiép nhan h so theo hinh thirc
nop truc tiép, Cong chac Tu phép -
Ho tich thuc hién sé hoa (sao chup,
chuyén thanh tai liéu dién tu trén hé
théng thong tin, co so dit liéu) va ky
s6 vao tai lieu, hd so giai quyét thu
tuc hanh chinh da dugc s6 hoa theo
quy dinh.

B2

Kiém tra, xem xét ho so:

B2.1: Truong hop thay déi, cai chinh
ho tich khéng can xac minh théng tin:
- Néu du diéu kién: Vao So dang ky
thay d6i, cai chinh, b6 sung thong tin
ho tich; Nhap dit liéu vao phan mém ho
tich, in du thao Trich luc thay déi/cai
chinh ho tich.

Truong hop tiép nhan hé so ding ky
thay d6i, cai chinh, b6 sung thong tin
ho tich theo hinh thac truc tuyén thi
giri lai biéu mau Trich luc thay doi/cai
chinh/bd sung théng tin ho tich, xac
dinh lai dan toc dién tir véi thong tin
day du cho ngudi yéu cau qua thu
dién tir hoic thiét bi sb.

Nguoi yéu cau c6 trach nhiém kiém
tra tinh chinh xac, day du cua cac
thong tin trén biéu mau Trich luc thay
dobi/cai chinh/bd sung thdng tin ho
tich, xac dinh lai dan toc dién tir va
x&c nhan (61 da mot ngay).

Néu nguoi ¢ yéu cau xac nhan théng
tin da thong nhat, day du hoic khéng
c6 phan hdi sau thoi han yéu cau thi
ghi noi dung vao S6 dang ky thay ddi,
cai chinh, bé sung thdng tin ho tich,
xac dinh lai dan toc, cap nhat thdng

Cong
chac Tu
phap - Ho
tich

02 ngay

Mau 05; Du
thao Trich luc
thay  doi/cai
chinh/bé sung
thong tin ho
tich hoac du
thao Van ban

théng béo
khong du diéu
kKién thay
doi/cai

chinh/bé sung
thong tin ho
tich;

- Van ban
théng béo
thay  doi/cai
chinh h¢ tich
(néu co).

- Van ban xac
minh/bién ban
xac minh (néu
cd).
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tin dang thay doi, cai chinh, bo sung
thdong tin ho tich va luu chinh thac
trén Phan mém dang ky, quan ly ho
tich dién tir dung chung.

Truong hop thay dbi, cai chinh, b
sung thdng tin ho tich lién quan dén
Gidy khai sinh, Giay chang nhan két
hon thi cong chirc tu phap - ho tich
ghi noi dung thay d6i, cai chinh ho
tich vao Giay khai sinh, Giy ching
nhan két hon; bd sung théng tin ho
tich vao muc tuong tng va dong dau
vao ndi dung bo sung.

Truong hop ding ky thay doi, cai
chinh ho tich khdng phai tai noi dang
ky ho tich trude day hoac noi dang ky
ho tich trudc day la Co quan dai dién
thi du thao Vian ban thong bdo néi
dung thay dbi/cai chinh ho tich gui
dén Uy ban nhan dan noi diang ky ho
tich trudc day dé ghi vao So6 ho tich
hoic dén Bo Ngoai giao dé chuyén
dén Co quan dai dién ghi vao S6 ho
tich.

- Néu khong du diéu kién: Dy thao
van ban Théng bao khong du diéu
kién thay dbi/cai chinh ho tich.

Trinh lanh dao UBND cap xa ky
duyét.

Cong
B2.2: Truong hop thay doi, cai chinh %h,uc TI_III A
h tich phai xéc minh ho so thi tién ptiil?--CoQ
hanh xac minh bang van ban hoac| :~°
truc tiép tly theo timg trudng hop cu qgﬁ? €0 | 05 ngay
thé. Sau khi c6 két qua xac minh, thuc am .
hién nhu budc B2.1 va trinh 1anh dao qu.yﬁn X(}C
UBND cAp X3 ky duyét theo busc B3, | TN (neu
duoc yéu
cau)
B2.3: Truong hop b sung thong tin ho |  Cdng
tich: chic Tu .\
, . . , , ~ | 04qio
- Néu du diéu kién: Vao Sé dang ky | phap - HO
thay ddi, cai chinh, bd sung thong tin |  tich
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ho tich; Nhap di liéu vao phan mém hé
tich, in dy thao Trich luc b6 sung théng
tin ho tich;

- Néu khong du diéu kién: Du thao
van ban Théng bao khong du diéu
kién bo sung théng tin ho tich;

Trinh lanh dao UBND cap xa ky
duyét theo Budc B3.

B3

Ky dy thao két qua giai quyét tha tuc
hanh chinh

Lanh dao
UBND
cap xa

03 gio

Mau 05; Trich
luc thay
doi/cai
chinh/bé sung
thong tin ho
tich; Van ban
théng bao noi
dung thay
dbi/cai  chinh
ho tich (néu
c0) hodc Van
ban thdng bao
khong du diéu
kién thay
doi/cai chinh/
b6 sung théng
tin ho tich.

B5

Phat hanh van ban va chuyén két qua
cho cong chirc Tu phap - HO tich dé
tra cho cong dan.

Cong
chic Van
phong

01 gio

Mau 05, 06;
Trich luc thay
doi/cai
chinh/bé sung
théng tin ho
tich; Van ban
théng bao noi
dung thay
doi/cai  chinh
ho tich (néu
cd) hoac Van
ban thdng bao
khong du diéu
Kién thay
ddilcai chinh/
b sung théng
tin ho tich.

B6

Chuyén nguoi dan ky vao So6 va tra

Gio

Mau 01, 06:
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két qua, thu phi, 1& phi theo quy dinh. | chic Tu | hanh | Trich luc thay
phap - Ho | chinh | déi/cai

tich chinh/bd sung
théng tin ho
tich; Van ban
théng bao noi
dung thay
dbilcai  chinh
ho tich (néu
c0) hoac Vin
ban thong bao
khong du diéu
kién thay
doi/cai chinh/
b sung théng
tin ho tich.

* Trudng hop bd sung thong tin ho tich: Néu khong xir 1y duoc trong ngay 1am
viéc hogc trong ngay lam viéc tiép theo (ddi véi hd so nhan sau 15 gio), trong
ngay hen tra két qua, cong chirc Tu phap - Ho tich trinh Chi tich UBND cap xa
ky ban hanh phiéu xin 16i va hen lai ngay tra két qua dé giri cho ca nhan;
Truong hop hd so can xac minh néu qué han xu Iy, trong thoi gian cham nhat
01 ngay trude ngay hét han xu Iy, cong chirc Tu phéap - Ho tich trinh Chu tich
UBND cap x4 ky ban hanh phiéu xin 15i va hen lai ngay tra két qua dé giri ca
nhan.

* Trudng hop yéu cau thay d6i, cai chinh ho tich: Néu qué han xu ly, trong
thoi gian cham nhat 01 ngay truéc ngay hét han xir ly, cong chic Tu phap -
Ho tich trinh Cha tich UBND cap xa ky ban hanh phiéu xin 15i va hen lai
ngay tra két qua dé gui cho t6 chirc, ca nhan.

* Trong qué trinh giai quyét ho so ngudi c6 trach nhiém thuc hién can thuc
hién dong thoi cac thao tac tiép nhan/chuyén/tra ho so, két qua giai quyét trén
phan mém Heé thong thdng tin giai quyét tha tuc hanh chinh tinh Ha Tinh V6i
cac budc trong quy trinh.

BIEU MAU

Giay tiép nhan ho so va hen tra két qua

Mau 01 'ﬁﬂ
MAu 01.docx

Phiéu yéu cau bo sung hoan thién ho so

M3u 02 g
M3u 02.docx

Mau 03 Phiéu tir chdi tiép nhan giai quyét ho so
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@j

Mau 03.docx

Phiéu xin 15i va hen lai ngay tra két qua

M3u 04 w4

M&u 04.docx

Phiéu kiém soét qué trinh giai quyét ho so

M3u 05 w4

M&u 05.docx

S theo ddi ho so

M3u 06 g

Mau 06.docx

To khai ddng ky thay doi, cai chinh, bd sung ho tich
BM.HT.X.17.01 @

BM.HT.X.17.01.doc.
docx

I\{I?lu ho tich dién tur tuong tac thuc hién dang ky thay
doi, cai chl'nh, bo sung thong tin ho tich, xac dinh lai
dan toc (néu nop ho so theo hinh thic truc tuyen).

[
-

BM.HT.X.17.02.doc

BM.HT.X.17.02

4 |HOSOLUU:

Mau 01; 02, 03, 04 (néu c6); 06 luu tai Bo phan Tiép nhan va Tra két qua cua
UBND cap xa. Mau 01, 05 Iuu theo ho so;

- | Hb so dau vao theo muc 2.3;

- | Sb ding ky thay ddi, cai chinh, bd sung thng tin ho tich:

- | Van ban xac minh/bién ban xac minh (néu cd);

- | Van ban théng bao noi dung thay dbi/cai chinh ho tich (néu co);

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

Phan mém https://hotichdientu.moj.gov.vn; Phan mem Hg thong thong tin
giai quyet tha tuc hanh chinh tinh Ha Tinh.

Ho so duoc luu tai UBND cp X, thoi gian luu trit SO dang ky thay doi, cai chinh,
bo sung théng tin ho tich 1a vinh vién, con cac giay to khac thuc hién luu theo quy
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dinh cua Luat Ho tich va cac van ban huéng dan thi hanh.

16. Thi tuc cap Gidy xac nhan tinh trang hén nhan

1 |KY HIEU QUY TRINH QT.HT.X.18

2 | NOQI DUNG QUY TRINH

2.1 | Piéu kién thuc hién TTHC:
Truong hop yéu cau xéc nhan tinh trang hon nhan nham muc dich ket hon thi
nam nit két hon vai nhau phai tuan theo cac diéu kién sau:
- Nam tir da 20 tudi trg 18n, nir tir da 18 tudi tro 1én;
- Viéc két hon do nam va nit ty nguyén quyét dinh;
- Khéng bi mat nang luc hanh vi dan sy;
- Viéc két hon khdng thudc mot trong céc truong hop cam két hdn, gom:
+ Két hon gia tao, ly hon gia tao;
+ T4o hon, cudng ép két hdn, lira d6i két hon, can tré két hon;
+ Nguoi dang c6 vo, €O chong ma két hon vai ngudi khac hodc chua 6 vo,
chua co chong ma két hon vai nguoi dang cé chong, €0 vo;
+ Két hén giira nhitng nguoi cling dong mau vé truc hé; giira nhitng nguoi c6
ho trong pham vi ba doi; gitra cha, me nudi véi con nudi; gitra ngudi da tung
la cha, me nudi véi con nubli, cha,chéng véi con dau, me Vo Vai con ré, cha
duogng vai con riéng cua vg, me ké véi con riéng caa chong.
* Nha nudc khong thira nhan hdn nhan gitra nhitng ngudi cung gidi tinh.,
Truong hop yéu cau cap Giay xac nhan tinh trang hon nhan dé sir dung vao
muc dich khac, khong phai dé dang ky ket hon, thi nguoi yéu cau khong phai
dap tng dieu kién ket hon.

2.2 | Cach thikc thyc hien TTHC:
- Nguoi c6 yéu cau cap Gidy xac nhan tinh trang hon nhan tryc tiép thuc hign
hoac uy quyén cho nguoi khac thl;IC hién nop ho so truc tieép tai Bo phan Tiep
nhan va Tra ket qua cia UBND cap x&;
- Giri ho so qua Dich vy buu chinh cong ich;
- Nop hd so tryc tuyén trén Cong Dich vy cong Quoc gia
(https://dichvucong.gov.vn) hoac Hé thong thong tin giai quyet thu tuc hanh
chinh tinh Ha Tinh (https://dichvucong.hatinh.gov.vn).

2.3 | Thanh phan hd so, bao gom: cﬁ?r?h E;Q

To khai cap Gidy xac nhan tinh trang hdn nhan theo mau
BM.HT.X.18.01 (n€u nguoi co yéu cau lva chon nop hd so | X
theo hinh thuc truc tiép hoac gui ho so qua Dich vu buu
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chinh cong ich);

Mau dién tu tuong tac cap Glay xac nhan tinh trang hon
nhan (do nguoi yéu cau cung cap thong tin theo hudng dan
trén Cong dich vu cong néu ngudi €O yéu cau lya chon nop
hd so theo hinh thuc truc tuyén).

Nguoi ¢6 yéu cau Cap Gidy xac nhan tinh trang hdn nhan
thuc hién viéc nop/xuat trinh (theo hinh thuc truc tiép) hoic
tai 18n (theo hinh thic truc tuyén) cac gidy to sau:

* Giay to phai nop:

Truong hop ngudi yéu cau cap Gidy xac nhan tinh trang hén
nhan di c6 vo hoic chong nhung di ly hén hoic nguoi
vo/chong da chét thi phai xuat trinh (ban chinh) hoic nop
ban sao giay to hop 1é dé chiing minh;

Trich luc ghi chi ly hon doi véi truong hop cong dan Viet
Nam da ly hon, huy viéc két hdn ¢ nude ngoai.

Truong hop yéu cau cép lai Gidy xac nhan tinh trang hon
nhan dé st dung vao muc dich khac hoic do Gidy xac nhan
tinh trang hon nhan da hét thoi han str dung theo quy dinh thi
phai nop lai Gidy xac nhan tinh trang hon nhan da duogc cap
truoc do;

Gidy to ching minh thude gia dinh ¢6 cong véi cach mang,
ngudi thudc ho ngheo, nguoi khuyét tat (néu co);

Van ban uy quyén theo quy dinh cta phép luat _trong trudng
hop Gy quyén. Truong hop ngudi duoc vy quyén la 6ng, ba,
cha, me, con, vg, chdng, anh, chi, em rudt cia ngudi uy
quyén thi van ban uy quyén khdng phai chiing thuc.

* Gidy tor phai xuat trinh:

Hé chiéu/Chizng minh nhan dan/Thé cdn cuéc cong dan/Theé
can cude/Cén cwde dién tirlGidy chiing nhédn cdn cuéc hoic
cac giéy to khac co dan anh va thong tin ca nhan do co quan
c6 tham quyén cap, con gia tri su dung dé chiing minh vé
nhan than cta ngudi ¢ yéu cau cap Gidy xac nhan tinh trang
hon nhan. Truong hop céc théng tin ca nhan trong céc gidy
to nay di c¢d trong CSDLQGVDC, CSDLHTDT, duoc hé
thong dien tu dong thi khong phai tai Ién (theo hinh thuc tryc
tuyen);

Gidy to c6 gid trj chang minh thong tin vé cu trii trong
truong hop co quan dang ky ho tich khong the khai thac
dugc thdng tin V€ noi cu tri cua cong dan theo cac phuong
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thic quy dinh tai khoan 2 Diéu 14 Nghi dinh s6
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong
hop cac thdng tin vé gidy to chirng minh noi cu tra da dugc
khai thac tir Co so dir lieu qudc gia vé dan cu bing céc
phuong thtrc nay thi ngudi c6 yéu cau khdng phai xuat trinh
(theo hinh thirc truc tiép) hoac tai 1&n (theo hinh thuc truc
tuyén).

* Luuy:

- Truong hop nguoi yéu cau xac nhdn tinh trang hon nhén da tu’ng dang ky
thwong tr0 tai nhiéu noi khdc nhau, nguoi yéu cdu cung cap cac gidy to
chizng minh tinh trang hdn nhan tai noi thuong tri truée day (néu c6). Trén
co sO cdc thong tin duoC cung cdp, co quan dang ky h¢ tich tra curu thong tin
vé tinh tragng hén nhan cia nguoi yeu cau xac nhdn tinh trgng hon nhan trén
Hé thong théng tin gidi quyét thi tuc hanh chinh cdp tinh thong qua két noi
véi Co 56 dit liéu hé tich dién tir, Co so dir lidu quoc gia vé dan cu. Truong
hop khong tra cuu dwoc tinh trang hén nhan do chua co thong tin trong Co
s¢ dir liéu hé tich dién tir, Co sé diz liéu quéc gia vé dan cu, thi co quan ding
ky hé tich d@é nghi Uy ban nhan dan cdp xd noi nguoi Yeu cdu thuwong tri/noi
da dang ky két hdn xac minh, cung cap thdng tin. Trong thoi han 03 ngay
lam viéc ké tir ngdy nhdn duwoc yéu cau xac minh, Uy ban nhan dan cdp xa
noi nhdn dwoc dé nghi xac minh ¢é trach nhiém kiém tra, xac minh va gui két
qud Vé tinh trang hén nhan cia nguwoi dé.

- Truong hop yéu cau cap Giay xac nhan tinh trang hon nhan dé st dung vao
muc dich két hén tai co quan dai dién Viét Nam & nude ngodi, co quan c6
tham quyén cia nudéc ngodi ¢ muwdc ngoai thi cong chirc tu phap - ho tich
trinh Lanh dao UBND ky cap 01 ban Giay XaC nhan tinh trang hoén nhan dé
str dung vao muc dich két hon cho nguoi yéu cau.

- Truong hop yéu cau cap Giay xac nhan tinh trang hon nhan dé st dung vao
muc dich khac, khong phai dé dang ky két hon thi trong Gidy xac nhan tinh
trang hén nhan phai ghi rd muc dich sir dung, s6 luong Gidy xac nhan tinh
trang hon nhan duoc cap theo yéu cau.

- Truong hop yéu cau cap Gidy xac nhan tinh trang hon nhan dé két hon véi
ngudi clng gigi tinh hoac két hén véi ngudi nudc ngodi tai Co quan dai dién
nudc ngoai tai Viét Nam thi co quan ding ky ho tich tir chéi giai quyét.

- Trudng hop gui hd so qua Dich vu buu chinh ¢éng ich thi phai giri kém
theo ban sao c6 chtng thuc céc gidy to phai xuat trinh.

- P6i véi gidy to nop, xuat trinh néu ngudi yéu cau nop hd so theo hinh thuc
truc tiép:

+ P6i voi gidy to xuat trinh khi dang ky ho tich, nguoi tiép nhan co trach
nhiém kiém tra, d6i chiéu vai thdng tin trong to khai, chup lai hodc ghi lai
thong tin dé luu trong ho so va tra lai cho ngudi xuat trinh, khong dugc yéu
cau nop ban sao hoic ban chup giay to do.

+ Ngudi yéu cau dang ky ho tich ¢6 thé nop ban sao ching thuc tir ban chinh
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hogc ban sao duoc cap tir so goc hodc ban chup kém theo ban chinh giay to
de d6i chiéu. Truong hop ngu’OI y&u cau nop ban chup kem theo ban chinh
gidy to thi ngu:m tiép nhan co trach nhiém klem tra, d6i chiéu ban chup Vi
ban chinh va ky xac nhan, khong duoc yéu cau ngudi di dang ky nop ban sao
gidy to do.

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

Ngudi tiép nhan hd so thuc hién khai thac thong tin trong Co s& dir lidu qubc
gia vé dan cu theo quy dinh phap luit néu ngudi yéu cau dang ky ho tich da
cung cap ho, chit dém, tén; ngay, thang, nim sinh; sé dinh danh c& nhan/thé
can cwoc cong dan/thé can cuocl/ching minh nhdn ddn/can cudc dién tir.
Truong hop cac thdng tin can khai thac khong c6 trong Co s& dir liéu quéc
gia vé dan cu thi dé nghi ngudi yéu cau ké khai day du.

- Pbi voi gidy to giri kém theo néu nguoi yéu cau nop ho so theo hinh thic
truc tuyén:

+ Ban chup cac giay to giri kém theo hd so cap Giay xac nhan tinh trang hén
nhan tryc tuyén phai bao dam rd nét, day du, toan ven vé ndi dung, 1a ban
chup bang may anh, dién thoai hodc dugc chup, duoc quét bang thiét bi dién
tr, tir gidy to duoc cap hop Ié, con gia tri sir dung.

+ Truong hop gidy to, tai liéu phai giri kém trong hd so cip Gidy x&c nhan
tinh trang hén nhan tryc tuyén da co ban sao dién tir hodc da c6 ban dién ta
gidy to ho tich thi ngudi yéu cau duoc sir dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan ket qua, ngudi cO yéu cau Cap Giay
xac nhan tinh trang hon nhan Xuat trinh gidy to tuy than, nop céc giay to 1a
thanh phan ho so cap Gidy x4c nhan tinh trang hon nhan theo quy dinh phép
luat ho tich.

- Giy to do co quan c6 tham quyén cta nudc ngoai cap, cong ching hoic
xac nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai duoc hop
phap hoa lanh sy, dich sang tiéng Viét va chiing thuc chit ky nguoi dich theo
quy dinh cua phap luat; trir truong hop duoc mién theo diéu wdc quéc té ma
Viét Nam la thanh vién.

- Truong hop ngudi yéu cau cap Giay xac nhan tinh trang hon nhan khong
cung cap duogc gidy to néu trén theo quy dinh hoac giay to nop, XUat trinh bi
tay X0a, stra chira, 1am gia thi co quan ding ky ho tich c6 tham quyén hay bo
két qua xé&c nhan tinh trang hén nhan.

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

Co quan dang ky ho tich tur chéi giai quyet hodc dé& nghi co quan c6 tham
quyén huy bo két qua ding ky ho tich, néu cé co sd xac dinh noi dung cam
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doan khong dung su that.

2.4 | S6 lwong hd so: 01 bo
Thoi han giai quyét:

2.5 | 03 ngay lam viéc; truong hop phai xac minh thi thoi han giai quyét khong
qua 23 ngay.

Pia diém tiép nhan hd so va tra két qua giai quyét TTHC:
- B6 phan Tiép nhan va Tra két qua caa UBND cép xA.

2.6 | - He thong thong tin giai quyét thi tuc hanh chinh tinh Ha Tinh (chi tiép nhan
ho so): https://dichvucong.hatinh.gov.vn hoac Cong Dich vu cong Quoc gia
https://dichvucong.gov.vn.

Co quan thuc hién: UBND cap xi noi nguoi yéu cau cap Gidy xac nhan
tinh trang hon nhan thuong tra;

Truong hop ngudi yéu cau khong ¢6 noi thuong trl, nhung c6 dang ky tam
tra theo quy dinh cua phap luat vé cu tri thi UBND cép x4, noi ngudi do
dang ky tam tri cap Glay xac nhan tinh trang hén nhan.

57 Co quan c6 tham quy?n quyét dinh: UBND cép x4.

Co quan dwoc iy quyen: Khong.

Co quan phdi hgp: Co quan quan ly Co s¢ dir li¢u quéc gia Ve dan cu, Uy
ban nhan dan cip xa noi thuong tra trude diy cua ngudi yeu cau cap Giay
x4c nhan tinh trang hon nhan (trudng hop ngudi yéu cau da thuong trd &
nhiéu noi khac nhau), Uy ban nhan dan noi du dinh ding ky két hon trudc
day.

2.8 | Poi twong thuc hién TTHC: C4 nhan.

Két qua giai quyét TTHC:
- H6 so du diéu kién:
+ Gidy xé4c nhan tinh trang hdn nhan (ban chinh).

o9 |+ Bandiéntu Gidy xac nhan tinh trang hdn nhan (Ban dién ti s& ty dong gui
vé Kho quan ly dix Iiéq dién tir cua ca nhan/dia chi thu di¢n tljr/thiét bi so/dién
thoal ctia nguoi Yéu cau sau khi da hoan tat thu tuc cap Giay xac nhan tinh
trang hon nhan tai co quan dang ky hd tich).

- Ho so khong du diéu kién: Van ban thong bao khong du diéu kién.
2.10 | Quy trinh xi ly cong viéc
TT Trinh tu Trach | Thai |  Bieu
: nhi¢m gian | mau/Ket qua
1. Tiép nhan ho so truc tiep tu ca A X :
I,’Ihén h%ejc tu: DichX Vu bl:‘['.u chiﬁh cc:)ng cf? lfcn% . Qi(‘f (';gau(ngﬁ ’ C(()S

Bl 'Ch; hogc trén Cong Dich vu cbng ohap - Ho ha,nh 06 vi Hd so
Quoc gia (https://dichvucong.gov.vn) tich chinh theo muc 2.3
hoac Hé thong thong tin giai quyét tha ' j
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tuc hanh chinh tinh Ha Tinh
(https://dichvucong.hatinh.gov.vn).

2. Cong chirc Tu phap - Ho tich kiém
tra ho so:

- Néu hd so chua day du hoic khong
hop 1é: Huéng dan hoic thong bao
bang van ban cho c& nhan bd sung,
hoan thién hd so. Truong hop khong
bd sung, hoan thién dugc hd so thi
thong bao tir chdi giai quyét ho so.

- Néu hé so day du, hop 18: Lam thu
tuc tiép nhan ho so va thu phi, 1& phi
theo quy dinh. Néu tiép nhan ho so
sau 15 gio thi gui Phiéu hen, tra két
qua cho nguoi c6 yéu cau trong ngay
lam viéc tlep theo hodc g tin nhan
hen tra két qua qua dién thoai di dong
cho nguoi co yéu cau (néu nguoi co
y&u cau lya chon hinh thic nép hd so
truc tuyén).

Sau khi tiép nhan hd so theo hinh thirc
nop truc tiép, Cong chac Tu phép -
Ho tich thuc hién s6 hoa (sao chup,
chuyén thanh tai liéu dién tu trén hé
théng thong tin, co s¢ dir liéu) va ky
s6 vao tai lieu, hd so giai quyét thu
tuc hanh chinh da dugc s6 hda theo
quy dinh.

B2

B2.1: Kiém tra, xem xét ho so:

- Néu du diéu kién: Vao S6 cap gidy xac
nhan tinh trang hén nhan; Nhap dir liéu
vao phan mém hé tich, in du thao Gidy
xac nhan tinh trang hon nhan;

Truong hop tiép nhan hd so xac nhén
tinh trang hén nhan theo hinh thac
truc tuyén thi giri lai biéu mau Gidy
xac nhan tinh trang hon nhan dién tir
v6i thong tin ddy du cho ngudi yéu
cau qua thu dién tir hoac thiét bi sd.
Nguoi yéu cau c6 trach nhiém kiém
tra tinh chinh x4c, day du cua cac
thong tin trén biéu mau Gidy xac nhan
tinh trang hon nhan dién tir va Xac

Cong
chic Tu
phap - Ho
tich

02 ngay

Mau 05; Du
thao Gidy Xac
nhan tinh
trang hon
nhan hoac du
thao van ban
théng béo
viéc khong du
diéu kién
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nhan (t6i da mot ngay).

Néu nguoi ¢ yéu cau xac nhan théng
tin da thong nhat, day da hoic khéng
c6 phan hdi sau thoi han yéu cau thi
cap nhat théng tin xac nhan tinh trang
hon nhan va luu chinh thirc trén Phan
mém ding ky, quan Iy ho tich dién tir
dung chung.

- Néu khong du diéu kién: Dy thao Van
ban thong bao khong du diéu kién.

Trinh lanh dao UBND cap xa ky
duyét theo budc B5.

B2.2: Trudong hop ngudi yéu cau xac
nhan tinh trang hon nhan da tung
dang ky thuong trd tai nhiéu noi khac
nhau, néu ngudi d6 khong chung
minh dugc tinh trang hén nhan cua
minh thi bdo cdo Chu tich Uy ban
nhan dan cép xa c6 van ban dé nghi
Uy ban nhan dan cap xa noi nguoi do

da tung dang ky thuong trd tién hanh C,Ong I\/!au 0;5 ’ Vag
Kiém tra, xac minh v& tinh trang hon | Ccue Tu sy | Dan deé nghi
g . . | 01 ngay h
nhan cia ngudi do. pha}[p ;]HQ Xac min
Truong hop nguoi yéu cau cap lai e
Gidy xac nhan tinh trang hon nhan dé
két hon ma khdng nop lai duoc Gidy
xac nhan tinh trang hon nhan da dugc
cap trudc day thi tham muu Lanh dao
UBND céap xi Van ban trao doi V6i
noi dy dinh ding ky két hon trude day
dé xac minh.
Uy ban
Uy ban nhan déan cap xa noi nguoi d6 | nhan dan
g3 |44 timg dang ky thuong trd tien hanh | cap xa 20 ngay Vin ban tra
kiém tra, xac minh vé tinh trang hén | duoc dé |61 xac minh
nhan cua nguoi do. nghi xac
minh
Sau khi c6 két qua xac minh hoic sau Mau 05; Du
thoi han 20 ngay ké tir ngay gui van | Cong thao Gidy Xxac
B4 |Danyéu cau xac minh ma khéng nhan Chl'l’c Tu 01 ngay nhan tinh trang
dugc van ban tra loi thi cho phép | phap - HO hon nhan hoic
ngudi yéu cau cap Giay xac nhan tinh tich Vin ban thong

trang hon nhin c6 van ban cam doan

bao khong du
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vé tinh trang hdn nhan cua minh theo
mau, tiep tuc thuc hién nhu B2.1 va
trinh Lanh dao UBND cap xa ky

diéu kién; Van
ban cam doan
cua ca nhan

duyét theo budc B5. (néu co)
Mau 05; Giy
xac nhan tinh
~ trang hon
Ky du thao két qua giai quyét tha tuc Lanh dao .. |nhan  hoic
B5 : ] UBND | 06gid |, . ;
hanh chinh. cAn X3 Van ban
P théng bao
khong du dieu
Kién
Mau 05, 06;
Giay xac nhan
Phat hanh vin ban va chuyén két qua| Cong tinh trang hon
R , . A e 2 - .. | nhan hoac
B6 |cho cong chic Tu phap - HO tich dé | chitc Van | 02 gio Vin ban
tra cho cong dan. phong thong béio
khong du diéu
kién
Méu 01, 06;
Giay xac nhan
7 7 Cong Gid tinh trang hon
B7 Chuyén nguoi dan ky vao So6 va tra| chirc Tu hanh nhan hoac
ket qua, thu 1€ phi theo quy dinh. phap - HO . Vian ban
) chinh n .
tich thong bao
khong du diéu
Kién
* Truong hop ho so qua han xir Iy, trong thoi gian cham nhat 01 ngay trudc
ngay het han xur Iy, cong chirc Tu phép - H tich trinh Chu tich UBND cap xa
ky ban hanh phiéu xin I6i va hen lai ngay tra két qua dé gui cho to6 chuc, ca
nhan.
* Trong qua trinh giai quyét ho so nguoi ¢6 trach nhiém thyc hién can thuc
hién dong thoi cac thao tac tiep nhan/chuyén/tra ho so, ket qua giai quyet trén
phan mém H¢ thong thong tin giai quyét thu tuc hanh chinh tinh Ha Tinh véi
cac buac trong quy trinh.
3 |BIEU MAU
Gidy tiép nhan hd so va hen tra két qua
M3u 01 i

M&u 01.docx
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Phiéu yéu cau b6 sung hoan thién hd so

M3u 02 (]

Mau 02.docx

Phiéu tir chéi tiép nhan giai quyét hd so

M3u 03 g

M&u 03.docx

Phiéu xin 15i va hen lai ngay tra két qua

M3u 04 i

M&u 04.docx

Phiéu kiém soat qua trinh giai quyét ho so

M3u 05 w5

M3u 05.docx

S theo ddi ho so

M3u 06 ()

M3u 06.docx

To khai cap gidy xac nhan tinh trang hén nhan

BM.HT.X.18.01 E-'ﬁ

BM.HT.X.18.01.doc

Van ban cam doan

BM.HT.X.18.02 -

BM.HT.X.18.02.doc

Mau dién tir twong tic cip Gidy xac nhan tinh trang
hon nhan (néu nop ho so theo hinh thirc truc tuyen).
BM.HT. X.18.03 -uﬁ

BM.HT.X.18.03.doc

HO SO LUU:

Mau 01; 02, 03, 04 (néu c6); 06 luu tai Bo phan Tiép nhan va Tra két qua cua
UBND cap xa. Mau 01, 05 luu theo ho so;

Ho so dau vao theo muc 2.3;

S6 cap gidy xac nhan tinh trang hén nhan:
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Vin ban théng bao khéng du diéu kién (néu cd);

Vin ban dé nghi xac minh; Vin ban tra loi x4c minh (néu co);

Phan mém https://hotichdientu.moj.gov.vn; Phan mém Hé thong thdng tin
giai quyet tha tuc hanh chinh tinh Ha Tinh.

Ho so' dugc luu tai UBND cap x&, thoi gian luu trit S6 ¢ap gidy xac nhan tinh trang
hon nhéan 1a vinh vién, con c§1c giay to khac thuc hién luu theo quy dinh caa Luat Ho
tich va cac van ban hudng dan thi hanh.

17. Thi tuc dang ky lai khai sinh

1 |KY HIEU QUY TRINH QT.HT.X.19
2 | NOI DUNG QUY TRINH
2.1 | Pieu kién thuc hién TTHC:
- Viéc dang ky khai sinh da déng ky tai co quan c6 tham quyén caa Viét Nam
truge ngay 01/01/2016 nhung SO dang ky khai sinh va ban chinh Giay khai
sinh déu bi mat;
- Nguoi yéu cau ding ky lai khai sinh phai con song vao thoi diem tiép nhan
ho so.
2.2 | Cach thirc thyc hign TTHC:
- Ngudi c6 yéu cau dang ky lai khai sinh tryc tiép thuc hién hodc uy quyen
cho ngu’(‘yi khac thuc hién,viéc dang ky lai khai sinh tai B6 phan Tiép nhan va
Tra ket qua caa UBND cap xa;
- Giri ho so qua Dich vy buu chinh cong ich;
- Nop ho so tryc tuyén trén Cong Dich vu cdng Qudc gia
(https://dichvucong.gov.vn) hoac Hé thong thong tin giai quyet thu tuc hanh
chinh tinh Ha Tinh (https://dichvucong.hatinh.gov.vn).
N A A AL Ban Ban
2.3 | Thanh phan hé so, bao gom: chinh | sao

To khai déng ky lai khai sinh theo mftu BM.HT.X.19.01
(n€u nguoi ¢ yéu cau lya chon nop ho so theo hinh thic X
truc tiep hoac gui ho so qua Dich vu buu chinh cong ich);
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Mau h¢ tich dién tur twong tac dang ky lai khai sinh, trong
do co cam doan cac thong tin cung cap la dung su that,
khdng con ban chinh Gidy khai sinh, d3 nop du céac gidy to
hién cd va chiu hoan toan trach nhiém trudc phap luat Ve
noi dung cam doan ctia minh (do nguoi y&u cau cung cap
thong tin theo hudng dan trén Cong dich vu céng néu nguoi
c6 yéu cau lya chon nop hd so theo hinh thire truc tuyén):;

Ngudi 6 yéu cau ding ky lai khai sinh thyc hién viéc
nop/xuat trinh (theo hinh thuc truc tiép) hodc tai Ién (theo
hinh thurc truc tuyén) cac giay to sau:

* Giay to phai nop:

Toan bo hd so, gidy to cua ngudi yéu cau hoic hd so, gidy
to, tai liéu khac trong d6 co thong tin lién quan dén noi
dung khai sinh, gém:

+ Giay khai sinh do co quan c6 tham quyén cta Viét Nam
cap hop 1& (ban sao dugc chitng thuc tir ban chinh, ban sao
duoc cap tir S6 ding ky khai sinh); Ban chinh hoic ban sao
gidy to c6 gia tri thay thé Gidy khai sinh dugc cip truéc
nam 1945 & mién Béc va truéc ndm 1975 & mién Nam.

+ Truong hop ngudi yéu cau khong c6 glay to néu trén thi
phai nop ban sao giay 1o do co quan, t6 chirc c6 tham
quyén cta Viét Nam cap hop 1& nhu: Gidy ching minh
nhan dan, Thé can cudc céng dan hoiac Ho chiéu; gidy to
ching minh vé noi cu tra; Bang tét nghiép, Gidy ching
nhan, Ching chi, Hoc ba, hd so hoc tap do co quan c6 tham
quyén cap hoac xac nhan; gidy to khac ¢ thong tin vé ho,
chir dém, tén, ngay, thang, nam sinh cta ca nhan.

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

Truong hop nguoi yéu cau dang ky lai khai sinh la can bo,
cong chuc, vién chuc, nguoi dang cong tac trong luc lugng
vil trang thi phai c6 van ban xac nhan cua Thu truong co
quan, don vi V& viéc nhiing ndi dung khai sinh cia nguoi
d6 gdm ho, chit dém, tén; gigi tinh; ngay, thang, nam sinh;
dan toc; qudc tich; qué quan; quan hé cha - con, me - con
phu hop vai hd so do co quan, don vi dang quan ly.
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Vin ban ty quyén theo quy dinh caa phép luat trong truong
hop 1y quyén thuc hién viéc dang ky lai khai sinh. Trudng
hop ngudi duoc uy quyén la 6ng, ba, cha, me, con, vo,| X
chdng, anh, chi, em rudt cia ngudi ty quyén thi van ban ay
quyén khéng phai ching thuc.

Gidy to ching minh thudc gia dinh c6 cong véi cach mang,
ngudi thudc ho nghéo, nguoi khuyét tat (néu co).

* Gidy tor phai xut trinh:

Hé chiéu/Chizng minh nhan dan/Thé cdin cuéc cong
dan/Thé can cude/Can cube dién tilGidy chiig nhdn can
cudc hoic cac gidy to khéac co dan anh va thdng tin c& nhan
do co quan c6 tham quyén cap, con gia tri st dung dé
ching minh vé nhan than ciia nguoi ¢ yéu cau dang ky lai | X
khai sinh. Truong hop céc thdng tin c& nhan trong cac giay
to nay da co trong CSDLQGVDC, CSDLHTDT, duoc hé
théng dién tu dong thi khéng phai tai 1én (theo hinh thic
truc tuyén);

Gidy to c6 gia tri chiang minh théng tin vé cu tri trong
truong hop co quan dang ky ho tich khong thé khai thac
dugc théng tin vé noi cu tri cua cong dan theo cac phuong
thic 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 chimg minh noi cu tra da duoc
khai thac tir Co sé dir liéu qudc gia vé dan cu bang cac
phuong thirc nay thi nguoi c6 yéu cau khong phai xuét
trinh (theo hinh thic truc tiép) hoac tai 1én (theo hinh thic
truc tuyén).

*Luuy:

- Truong hop gui hd so qua Dich vu buu chinh ¢6ng ich thi phai giri kém
theo ban sao c6 chting thuc céc gidy to phai xuat trinh néu trén.

- Pdi véi gidy to nop, xuat trinh néu ngudi yéu cau nop hd so theo hinh thuc
truc tiép:

+ D6i voi gidy to xuat trinh khi dang ky ho tich, nguoi tiép nhan co trach
nhiém kiém tra, ddi chiéu véi thdng tin trong to khai, chup lai hoac ghi lai
thong tin dé luu trong hd so va tra lai cho nguoi xuit trinh, khong dugc yéu
cau nop ban sao hoac ban chup gidy to do.

+ Nguoi yéu cau diang ky ho tich ¢6 thé nop ban sao ching thuc tir ban chinh
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hodc ban sao dugc cap tir s6 goc hoac ban chup kém theo ban chinh gidy to
de dbi chiéu. Truong hop nguol y&u cau nop ban chup kém theo ban chinh
gidy to thi nguol tlep nhan co trach nhiém klem tra, d6i chiéu ban chup Vi
ban chinh va ky xac nhan, khong dugc yéu cau ngudi di dang ky nop ban sao
gidy to do.

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

Nguoi tiép nhan hd so thuc hién khai thac thong tin trong Co sé dir liéu qudc
gia vé dan cu theo quy dinh phap luat néu nguoi yéu cau dang ky ho tich da
cung cap ho, chit dém, tén; ngay, thang, nam sinh; sé dinh danh ca nhan/thé
can cuwoc cong dan/thé can cwoclchieng minh nhan dan/can cuoc dién tu.
Truong hop cac thdng tin can khai thac khong c6 trong Co s& dir liéu quéc
gia vé dan cu thi dé nghi ngudi yéu cau ké khai day du.

- Béi véi gidy to gui kém theo néu ngudi yéu cau nop hd so theo hinh thirc
truc tuyén:

+ Ban chup céc giay to gui kem theo ho so dang ky lai khai sinh truc tuyén
phai bao dam ro nét, day du, toan ven vé noi dung, la ban chup bang ‘may
anh, dién thoai hoac dugc chup, dugc quet bang thiét bi dién tir, tir gidy to
duoc cap hop 18, con gia tri st dung.

+ Truong hop gidy to, tai liéu phai gui kém trong hd so dang ky lai khai sinh
truc tuyén di c6 ban sao dién tir hodc da co ban dién tir gidy to ho tich thi
nguoi Yéu cau duoc sir dung ban dién tir nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Gidy khai sinh/ban sao
Gidy khai sinh), nguoi c6 yéu cau dang ky lai khai sinh phai xuét trinh gidy
to tuy than, nop cac gidy to 1a thanh phan ho so ding ky lai khai sinh theo
quy dinh phép luat ho tich.

- Giay to do co quan c6 tham quyén cua nudc ngoai cap, cong ching hoic
X4c nhan dé st dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop
phap hoa Ianh sy, dich sang tiéng Viét va chang thyuc chir ky nguoi dich theo
quy dinh cua phéap luat; trir truong hop dugc mién theo didu woc qudc té ma
Viét Nam la thanh vién.

- Truong hop ngudi c6 yéu cau dang ky lai khai sinh khong cung cap duoc
gidy to néu trén theo quy dinh hoic gidy to nop, Xuat trinh bi tay X0a, sua
chira, 1am gia thi co quan dang ky ho tich c6 tham quyén huy bo két qua dang
ky lai khai sinh.

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

Co quan dang ky ho tich tir chdi giai quyét hoic dé nghi co quan c6 tham
quyén huy bo két qua dang ky ho tich, néu cé co sd xac dinh noi dung cam
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doan khong dung su that.
2.4 | S6 lwgng hd so: 01 bd
o5 | Thoi han giai quyét: 05 ngay lam viéc, ké tir ngay nhan di ho so hop 18;
"~ | Truong hop phai xac minh thi thoi han giai quyét khéng qué 25 ngay lam viéc.
Pia diém tiép nhan hd so va tra két qua giai quyét TTHC:
- B6 phan Tiép nhan va Tra két qua caa UBND cép xA.

2.6 | - He thong thang tin giai quyét thu tuc hanh chinh tinh Ha Tinh (chi tiép nhan
ho so): https://dichvucong.hatinh.gov.vn hoac Cong Dich vu cong Quoc gia
https://dichvucong.gov.vn.

Co quan thyc hi¢gn: UBND Cép xa noi da dang ky khai sinh trudc day hoac
UBND cap xa noi nguoi yéu cau dang ky lai khai sinh thuong tra.
Co quan c6 tham quyén quyét dinh: UBND cép x&.

o7 | Co quan dwec iy quyén: Khéng.

Co quan phoi hop: UBND cép x3 noi ngudi yéu cau dang ky lai khai sinh
da dang ky khai sinh trude day trong truong hop thuc hién dang ky lai khai
sinh tai UBND cap x4 noi thuong tri; Co quan quan ly Co s¢ dix liéu Qudéc
gia vé Dan cu; Co quan cong an ¢ tham quyén.

2.8 | Péi twong thuc hién TTHC: Cé4 nhan.

Két qua giai quyét TTHC:
- H6 so du diéu kién:
+ Gidy khai sinh (01 ban chinh; s6 luong ban sao theo yéu cau).

2.9 | + Ban dién tir Gidy khai sinh (Ban dién tir s& tw dong giri vé Kho quan ly dix
liéu cua ca nhén/dia chi thu dién ta/thiét bi s6/dién thoai cua ngudi yéu cau
sau khi da hoan tat thi tuc dang ky khai sinh tai co quan dang ky ho tich).

- H6 so khong du diéu kién: Vian ban thong bao khong du diéu kién.
2.10 | Quy trinh xwr ly cong viéc
T Trinh tu TrfaAch T_h0’| Bieu ma?u/Ket
: nhiém gian qua
1. Tiép nhan ho so tryc tiép tir ca nhan |  Coéng Gie Mau 01; 02, 03
B1 hoac tir Dich vu buu chinh céng ich | chuc Tu hanh (néu co), 06 va

hoic trén Cong Dich vu cong Qudc gia | phap - chinh H6 so theo
(https://dichvucong.gov.vn) hoac Hé| HOtich muc 2.3
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théng thong tin giai quyét tha tuc hanh
chinh tinh Ha Tinh
(https://dichvucong.hatinh.gov.vn).

2. Cong chire Tu phap - Ho tich kiém
tra ho so:

- Néu hd so chua day du hoic khéng
hop l&: Huéng dan hoic thong bao
bang vin ban cho cd nhan bd sung,
hoan thién hd so. Truong hop khéng
b6 sung, hoan thién dugc hod so thi
thong bao tir chdi giai quyét ho so.

- Néu ho so day du, hop Ié: Lam thu tuc
tiép nhan ho so va thu phi, 1& phi theo
quy dinh. Néu tiép nhan ho so sau 15
gio thi giri Phiéu hen, tra két qua cho
ngudi c6 yéu cau trong ngay lam viéc
tiép theo hodc g tin nhan hen tra két
qua qua dién thoai di dong cho nguoi
c6 yéu cau (néu ngudi ¢ yéu cau lya
chon hinh thtrc ndp hé so truc tuyén).
Sau khi tiép nhan ho so theo hinh thiic
nop truc tiép, cong chirc Tu phap - HO
tich thuc hién s6 hda (sao chup, chuyén
thanh tai liéu dién tir trén hé thong
thong tin, co so dir lieu) va ky s6 vao
tai liéu, hd so giai quyét tha tuc hanh
chinh da duoc s6 hoa theo quy dinh.

B2

Kiém tra, xem xét hd so:

- Truong hop khéng can phai xac minh
thi kiém tra ho so:

+ Néu du diéu kién: Ghi noi dung khai
sinh vao So6 dang ky khai sinh, cap
nhap dit liéu vao phan mém ho tich, in
du thao Gidy khai sinh.

Truong hop tiép nhan hd so dang ky lai
khai sinh theo hinh thic truc tuyén thi
guri lai biéu mau Giay khai sinh dién tir
Vi thong tin ddy du cho nguoi yéu cau
qua thu dién tir hogc thiét bi sb.

Ngudi yéu cau co trach nhiém kiém tra
tinh chinh x4c, ddy du cua c4c thdng tin

Cong
chac Tu
phap -
Ho tich

04
ngay

Mau 05; Du
thao gidy khai
sinh hodc Van
ban théng bao
khong du diéu
kién dang ky
lai khai sinh.
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trén biéu mau Gidy khai sinh dién ttr va
x&c nhan (61 da mot ngay).

Néu ngudi ¢ yéu cau xac nhan thdng tin
da thong nhat, day du hoac khdng co
phan hoi sau thoi han yéu cau thi ghi noi
dung vao So dang ky khai sinh, cap nhat
thong tin dang ky khai sinh va luu chinh
thirc trén Phan mém dang ky, quan ly ho
tich dién tur dung chung.

+ Néu khong du diéu kién: dy thao Vian
ban thong bao khong du diéu kién dang
ky lai khai sinh.

Trinh 1anh dao UBND cép xa.

- Truong hop viée dang ky lai khai sinh
duoc thuc hién tai Uy ban nhan dan cép
x& khong phai noi dang ky khai sinh
trudc day thi cong chiec Tu phap - HO

tich bao cao Chu tich Uy ban nhan dan | cgng

cap xa c6 van ban d¢ nghi Uy ban nhan | chie Tu

dan cap xa noi dang ky khai sinh tru6¢ | phap - < §

day kiem tra, xac minh vé viéc luu gitt | Hg tich. 02 'V!au ;053 Van

50 h tich. Lanh dao | ngay ban r?e nghi xac

- Trudng hop gidy to cua nguoi yéu | UBND min

cau dang ky lai khai sinh khong co | cap x4,

thong tin chirng minh quan hé cha, me, | Van thu

con thi co quan dang ky ho tich ¢6 van

ban dé& nghi co quan cong an c6 tham

quyén x&c minh.

Thuc hién cac budc tiép theo.

Uy ban nhan din noi di dang ky khai | SBND

sinh trude day tién hanh kiém tra, xac | C4P XaVva o
B3 | minh va tra 1o bang van ban; coquan | 20 | Van ban tra loi

) L ., | céngan | ngay |xac minh

C(_)’ quan cong an c6 tham quyén xac 6 tham

minh. quyen

* Nhan két qua x4c minh: Thyuc hién| Céng Mau 05 Du

nhu budéc 2 chic Tu | 02 |thdo Giay khai
B4 s Trudng hop co quan cong an tra loi | Phap - ngay sinh hCiac Ve}n

Op o q g Ho tich ban thong bao

khong c6 thong tin thi co quan dang ky

khong du diéu
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ho tich cho nguoi yéu cau dang ky lai
khai sinh lap vin ban cam doan vé
thong tin cta cha, me va xac dinh noi
dung khai sinh theo van ban cam doan.

Kién dang ky
lai khai sinh;
Van ban cam
doan vé thong
tin cua cha, me,
con cua nguoi
dang ki khai
sinh (néu co).

Mau 05; Gidy
khai sinh hoac

BS rP}(\)’/ du t,héo ket qua giai quyét thu tuc LSISINdSO 06 gio ;/éaél Eﬁgntgogg
anh chinh L ox A LA s
cap xa dieu kién dang
ky lai  khai
sinh.
Mau 05, O06;
Gidy khai sinh
Phat hanh van ban va chuyén két qua| Céng hoic Vian ban
B6 | cho cong chic Tu phap - Ho tich dé tra | chize Van | 02 gio | thong bao
cho tb chirc, ca nhan. phong khong du diéu
kién dang ky
lai khai sinh.
Mau 01, O06;
7 S Cong Gidy khai sinh
Chuyén nguoi dan ky vao S6 (néu cap chire Tu Gio | hoac Van ban
B7 | giay khai sinh); tra ket qua, thu phi, Ié haD - hanh | théng bao
phi theo quy dinh. Iﬂé t?ch chinh | khong du diéu
- kién dang ky
lai khai sinh.

* Truong hop hd so qua han xt 1y, trong thoi gian cham nhat 01 ngay trudc ngay
hét han xu ly, cong chitc Tu phap - Ho tich trinh Chu tich UBND cap x& ky ban
hanh phiéu xin 18i va hen lai ngay tra két qua dé gui cho to chuc, ca nhan.

* Trong qua trinh giai quyét hd so ngudi o trach nhiém thyuc hién can thyc
hién dong thoi cac thao tac tiép nhan/chuyén/tra ho so, két qua giai quyét trén
phan mém Heé thong thong tin giai quyét tha tuc hanh chinh tinh Ha Tinh V6i

cac budc trong quy trinh.

BIEU MAU
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Gidy tiép nhan hd so va hen tra két qua

M3u 01 g
MAau 01.docx
Phiéu yéu cau b6 sung hoan thién hé so
M3u 02 W
Mau 02.docx
Phiéu tir chdi tiép nhan giai quyét ho so
M3u 03 W
Mau 03.docx
Phiéu xin 1i va hen lai ngay tra két qua
M3u 04 (]
Mau 04.docx
Phiéu kiém soat qué trinh giai quyét ho so
Mau 05 'Eﬂ
MAu 05.docx
S6 theo ddi ho so
M3u 06 g
MAu 06.docx
-
BM.HT.X.19.01 BM.HT.X.19.01.doc
To khai dang ky lai khai sinh.
Mau h¢ tich dién tir tvong tac dang ky khai sinh (néu
nop ho so theo hinh thuc truc tuyen).
BM.HT.X.19.02

[
|

BM.HT.X.19.02.doc

HO SO LUU:
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Mau 01; 02, 03, 04 (néu c6); 06 luu tai Bo phan Tiep nhan va Tra két qua cua
UBND cap xa. Mau 01, 05 luu theo ho so;

Ho so dau vao theo muc 2.3;

S6 dang ky khai sinh;

Vin ban dé nghi xac minh; Vin ban tra 1oi két qua xac minh (néu co);

Vin ban cam doan Vvé thdng tin caa cha, me (néu cd):

Vin ban thong bao khong du diéu kién dang ky lai khai sinh (néu co);

Phan mem http:/khaisinhdientu.moj.gov.vn; Phan mem Hé thong thdng tin
giai quyet tha tuc hanh chinh tinh Ha Tinh.

1

~

Ho so dugc luu tai UBND cap x&, thoi gian lvu trit SO ding ky khai sinh 1a vinh

vién, con cé4c giay to khac thuc hién luu theo quy dinh cua Luat Ho tich va cac vin
ban hudng dan thi hanh.

18. Thii tuc ding Ky khai sinh cho ngudi di cé h so, gidy to ca nhan

1 | KY HIEU QUY TRINH QT.HT.X..20
2 NOI DUNG QUY TRINH
2.1 | Pieu kién thuc hién TTHC:
Cong déan Viét Nam cu tra trong nudp, sinh ,tru:(’rc ngéy 01/01/2016, chua
dugc déng ky khai sinh nhung da c6 ho so, giay to ca nhan (ban chinh hoac
ban sao duogc Chu’ng thuc hop 1¢) nhu: Gidy to tuy than; gidy to khac do co
quan nha nudc co tham quyén cua Viét Nam cap.
2.2 | Cach thikc thyc hien TTHC:
- Ngudi c6 yéu cau dang ky khai sinh truc tiép thuc hién hoac uy quyén cho
ngu(yi khac thuc hién nop ho so truc tiep tai B phan TN&TKQ cua UBND
cap x&;
- Gri hd so qua Dich vy buu chinh cdng ich;
- Nop ho so tryc tuyén trén Cong Dich vu cdng Quoc gia
(https://dichvucong.gov.vn) hoac Hé thong thong tin giai quyet tha tuc hanh
chinh tinh Ha Tinh (https://dichvucong.hatinh.gov.vn).
2.3 | Thanh phan hd so, bao gom: Ban Ban



http://khaisinhdientu.moj.gov.vn/
https://dichvucong.hatinh.gov.vn/
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Sao

T khai dang ky khai sinh theo mau (néu ngudi c6 yéu cau
lua chon nop ho so theo hinh thirc truc tuyén hoac gui ho so
qua Dich vu buu chinh cdng ich);

Mau ho tich dién tur twong tac dang ky khai sinh (do nguol yéu
cau cung cap thong tin theo hudng dan trén Cong Dich vu
c6ng néu ngudi co yéu cau lya chon nop hd so theo hinh thic
truc tuyén).

Ngudi ¢6 yéu cdu ding ky khai sinh thyc hién viéc
nop/xuat trinh (theo hinh thuc tryc tiép) hodc tai 1én (theo
hinh thic truc tuyén) cac giay to sau:

*Giay to phai nop:

Vin ban cam doan ctia nguoi Yéu cau vé viéc chua duoc
dang ky khai sinh theo mau;

Toan bo ho so, gidy to cua ngudi yéu cau hoic ho so, gidy
to, tai liéu khac trong d6 co thong tin lién quan dén noi
dung khai sinh, gom: Chizng minh nhan dan/Thé can cuéc
cong dan/Thé cdin cude/Can cwde dién tirlGiay chitng nhan
can cuwdc/Hg chiéu; gidy to chirng minh vé noi cu tr; Bang
tét nghiép, Giay chang nhan, Chang chi, Hoc ba, Ho so hoc
tap do co quan c¢o tham quyén cip hoic xac nhan; gidy to
khac c6 théng tin vé ho, chir dém, tén, ngay, thang, nim
sinh caa c& nhan. Nguoi yéu cau dang ky khai sinh c6 trach
nhiém nop day du ban sao céc glay to néu trén (néu co) va
phai cam doan di ndp du cac gidy t& minh cd; chiu trach
nhiém, hé qua cua viéc cam doan khong dung su that;

Vin ban xac nhan caa Thu truéng co quan, don vi Vé Viéc
nhitng noi dung khai sinh gém ho, chir dém, tén; gigi tinh;
ngay, thang, nam sinh; dan toc; qudc tich; qué quéan; quan
hé cha, me, con phl hop véi hd so do co quan, don vi dang
quan 1y ddi voi trudng hop ngudi yéu cau dang ky khai sinh
la can bg, cbng chirc, vién chirc, ngudi dang cong tac trong
luc Iwong vii trang;

Truong hop uy quyen cho nguoi khac lam thay thi phai cé
van ban y quyén dugc chuang thuc theo quy dinh cua phap
luat. Truong hop nguoi duoc uy quyén 1a 6ng, ba, cha, me,
con, vo, chong, anh, chi, em rudt cia ngudi uy quyén thi
van ban ty quyén khéng phai ching thuc;

Giay to ching minh thudc gia dinh c6 cong véi cach mang,
ngudi thudc ho ngheo, nguoi khuyét tat (néu co).
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* Gidy tor phai xuat trinh:

Hé chiéu/Chizng minh nhan dan/Thé cdan cudéc cong
dan/Thé can cuée/Cén cude dién tirlGidy ching nhdn can
cuwéc hodc cac gidy to khac ¢ dan anh va thdng tin ca nhan
do co quan c6 thAm quyén cép, con gié tri sir dung dé
chang minh vé& nhan than cua nguoi c6 yéu cau dang ky X
khai sinh. Truong hop céc théng tin c& nhan trong cac giy
to nay da co trong CSDLQGVDC, CSDLHTDT, duoc hé¢
théng dién tu dong thi khdng phai tai 1én (theo hinh thirc
truc tuyén);

Gidy to c6 gia tri chang minh théng tin vé cu tri trong
truong hop co quan diang ky ho tich khong thé khai thac
duogc thong tin Vé noi cu tra ciia cong dan theo cac phuong
thic quy dinh tai khoan 2 BDiéu 14 Nghi dinh s6
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong
hop cac thong tin vé giy to chimg minh noi cu tra da dugc
khai thac tir Co sé dir liéu qudc gia vé dan cu bang cac
phuong thirc nay thi ngudi ¢4 yéu ciu khong phai xuat
trinh (theo hinh thic truc tiép) hoac tai Ién (theo hinh thirc
truc tuyén).

*Luu y:

- Trudong hop gui ho so qua Dich vu buu chinh ¢éng ich thi phai giri kém
theo ban sao ¢6 ching thuc céc gidy to phai xuat trinh.

- P6i vai gidy to nop, xuat trinh néu ngudi yéu cau nop ho so theo hinh thic
truc tiép:

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

+ Nguoi yéu cau dang ky ho tich ¢d thé nop ban sao ching thuc tir ban chinh
hogc ban sao dugc cap tir s6 goc hoac ban chup kém theo ban chinh gidy to
de dbi chiéu. Truong hop ngu:ol y&u cau nop ban chup kém theo ban chinh
gidy to thi nguol tlep nhan cé trach nhiém klem tra, d6i chiéu ban chup voi
ban chinh va ky xac nhan, khong dugc yéu cau ngudi di dang ky nop ban sao
gidy to do.

+ Nguoi tiép nhan co trach nhiém tiép nhan ding, du ho so ding ky ho tich
theo quy dinh caa phap luat ho tich, khong duoc yéu cau nguoi dang ky ho
tich nop thém gidy to ma phap luat ho tich khong quy dinh phai nop.

Nguoi tiép nhan ho so thuc hién khai thac thong tin trong Co s¢ dir liu qudc
gia ve dan cu theo quy dinh phap luat néu nguoi yéu cau dang ky ho tich da
cung cap ho, chit dém, tén; ngay, thang, nam sinh; sé dinh danh ca nhan/thé
can cwoc cong dan/thé can cuociching minh nhdn dédn/can cudc dién tir.
Truong hop cac thdng tin can khai thac khong c6 trong Co sé dit liéu qudc
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gia vé dan cu thi dé nghi ngudi yéu cau ké khai day di.

- Ddi voi gidy to giri kém theo néu ngudi yéu cau nop hd so theo hinh thuc
truc tuyén:

+ Ban chup cac glay to gui keém theo hé so ding ky khai sinh tryc tuyén phai
bao dam ro nét, day da, toan ven vé noi dung, la ban chyp bang may anh,
dién thoai hodc duoc chup, duoc quet bang thiét bi dién tu, tir giay to dugc
cap hop 18, con gié tri st dung; néu Ia gidy to do co quan c6 tham quyén
nudc ngoai cap thi phai duoc hop phéap hda lanh sy, dich sang tiéng Viét theo
quy dinh, trir truong hop dugc mién hop phap héa lanh sy.

+ Truong hop gidy to, tai lieu phai gui kém trong hd so dang ky khai sinh
truc tuyén di c6 ban sao dién tir hodc da co ban dién tir gidy to ho tich thi
ngudi yeu cau duoc sir dung ban dién tir nay.

+ Khi dén co quan diang ky ho tich nhan két qua (Giay khai sinh/ban sao
Gidy khai sinh), ngudi ¢ yéu cau ding ky khai sinh phai xuat trinh gidy to
tuy than, nop cac gidy to 1a thanh phan hé so diang ky khai sinh theo quy dinh
phap luat ho tich.

- Giay to do co quan c6 tham quyén cua nudc ngoai cap, cong ching hoac
xac nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai duoc hop
phap hoa lanh sy, dich sang tiéng Viét va chiing thuc chir ky nguoi dich theo
quy dinh cta phéap luat; trir truong hop dugc mién theo didu woc qudc té ma
Viét Nam la thanh vién.

- Truong hop nguoi yéu Cau dang ky khai sinh khong cung cap duoc gidy to néu
trén theo quy dinh hozc giay to nop, Xua'[ trinh bi tay x0a, stra chira, lam gia thi
co quan ding ky ho tich c6 tham quyén hay bo két qua dang ky khai sinh.

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

Co quan dang ky h¢ tich tir chéi giai quyet hodac dé& nghi co quan c6 tham
quyén huy bo két qua diang ky ho tich, néu cé co sd xac dinh noi dung cam
doan khong dung su that.

2.4

S6 lwgng ho so: 01 bo

2.5

Thoi han giai quyét: 05 ngay lam viéc, ké tir ngay nhan du ho so hop 18.
Trong truong hop phai xac minh thi thoi han giai quyét khong qua 25 ngay
(khéng tinh thoi gian giri van ban yéu cau va thoi gian tra 10i két qua xac minh).

2.6

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

- B6 phan Tiép nhan va Tra két qua caa UBND cép xA.

- H¢ thdng thong tin giai quyet thu tuc hanh chinh tinh Ha Tinh (chi tiép nhan
ho so): https://dichvucong.hatinh.gov.vn hoac Cong Dich vu cong Quoc gia
https://dichvucong.gov.vn .

2.7

Co quan thuc hién: UBND cip xi noi nguoi yéu cau ding ky khai sinh cu
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tra.

Co quan c6 thAm quyén quyét dinh: UBND cap Xa.

Co quan dwoc iy quyén: Khong.

Co quan phdi hep:

- UBND cép x4 noi ngudi yéu cau dang ky khai sinh cu tra trude day;
- Co quan cbng an c6 tham quyén;

- Co quan quan 1y Co s¢ dit liéu Qudc gia vé dan cu.

2.8 | Poi twong thuc hién TTHC: Cé nhan

Két qua giai quyét TTHC:
- H6 so du diéu kién:
+ Gidy khai sinh (01 ban chinh); ban sao Giay khai sinh theo yéu cau.

2.9 | + Ban dién tir Gidy khai sinh (Ban dién tur s& tu dong gui vé Kho quan ly dir
liu cta ca nhan/dia chi thu dién tu/thiét bi so/dién thoai cia nguoi yéu cau
sau khi d4 hoan tat thu tuc dang ky khai sinh tai co quan dang ky ho tich).

- Ho so khong du diéu kién: Van ban thong bao khong du diéu kién.
2.10 | Quy trinh xw ly cong viéc
T Trnh te Trach | Thoi Biéu mz’l?u/Két

: nhiém gian qua

1. Tiép nhan ho so truc tiép tur ca

nhan hoac tir Dich vu buu chinh cong

ich hodc trén Cong Dich vu cong

Quéc gia

(https://dichvucong.gov.vn) hoac Hé

théng thong tin giai quyét tha tuc

hanh  chinh  tinh Ha  Tinh

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

2. Cong chtrc Tu phap - Ho tich kiém N

tra hd so: cong . Mau 01, 02

. Gio £ p \

B1 |- Néu hd so chua ddy du hoic khong | Chue Tu |5 | (néu co), 06 va

hop 1¢&: Huéng dan hoic thong béo phap-Ho | . | HOsotheo
bang van ban cho ca nhan bd sung, tich muc 2.3
hoan thién ho so. Truong hop khdng
bd sung, hoan thién dugc hd so thi
thong bao tir chdi giai quyét ho so.

- Néu hd so day du, hop 1&: Lam thu
tuc tiép nhan ho so va thu phi, 1& phi
theo quy dinh. Néu tiép nhan hd so sau
15 gio thi gu’l Phleu hen, tra két qua
cho ngudi ¢6 yéu cau trong ngay lam
viéc tiép theo hodc guri tin nhan hen tra
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két qua qua dién thoai di dong cho
ngudi €6 Yéu cau (néu ngudi co yéu
cau lya chon hinh thirc nop hd so truc
tuyén).

Sau khi tiép nhan hd so theo hinh thirc
nop truc tiép, Cong chac Tu phép -
Ho tich thuc hién sé héa (sao chup,
chuyén thanh tai liéu dién ta trén hé
théng thong tin, co s¢ dir liéu) va ky
s6 vao tai liéu, hd so giai quyét thu
tuc hanh chinh da dugc sé hoa theo
quy dinh.

B2

Kiém tra, xem xét ho so:
- Truong hop khong phic tap: kiém tra

hd so: ghi ndi dung khai sinh vao Sé Cftfcr‘%u o Mau 05;
dang ky khai sinh, cap nhap dir liéu hap - Ho | naa Du thao giay
vao phan mém ho tich. in du thao Gidy | P b 7O | M9 1 khai sinh:
> : : tich
khai sinh, trinh 1lanh dao UBND cap '
x4, chuyén sang thyc hién budc B5.
- Truong hop phac tap thi tham muu
Vin ban dé nghi UBND cip xi noi
nguoi Yeu cau ding ky khai sinh cu tra
trude day tién hanh kiém tra, x4c minh
va tra 1o bang vin ban vé viéc ngudi Cong
yéu cau da dugc dang ky khai sinh hay | chac Tu
chua dugc dang ky khai sinh; vi¢c qcc‘)n phap - Ho « o
luu gitr hoac khong luu gitr duoc 0 ho | tich, Lanh | 02 bMali 05 ’h‘_’an,
tich. dao ngay an de pgh 1Xac
- Truong hop gidy to cua ngudi yéu | UBND min
cau dang ky khai sinh khong c6 thong |  cap x4,
tin ching minh quan hé cha, me, con | Van thu

thi tham muu Van ban dé& nghi co
quan cbng an cdé tham quyén Xxac
minh.

Thuce hién cac budc tiép theo




146

UBND Cap xa va Co quan cong an co ngprNaE)/a
tham quyén noi nhan dugc yéu Cau X4c C
minh tién hanh kiém tra, xac minh va o quan e e
cong an Van ban tra loi

tra 10i bang van ban vé viéc nguoi yéu L X 20 Lo sz

B3 | x s < , o2 co tham N ket qua xac
cau da duoc dang ky khai sinh hay quyén noi ngay minh
chua dugc dang ky khai sinh; viéc con nhan duoc
luu gilr hoac khong luu gitr dugc so ho yé U CAL
tich. Xac minh
* Nhan két qua xac minh:
- Néu du diéu kién: Vao So6 ding ky
khai sinh, nhap dit liéu vao phan mém
ho tich, in du thao Giy khai sinh;
* Truong hop tiép nhan ho so dang ky
khai sinh theo hinh thic truc tuyén:
Gui lai biéu miu Gidy khai sinh dién
tr v&i thong tin ddy du cho nguoi yéu
cau qua thu dién tir hoic thiét bi so.
Nguoi yéu cau co trach nhiém kiém i
tra tinh chinh xac, day du cua cac Mau 05;
thong tin trén bieu mau Giay khai sinh Du thao Gidy
dién tr va xac nhan (toi da mét ngay). khai sinh hoic
Néu nguoi ¢6 yéu cau xac nhan thdng Nauoi yéu van ban théng
tin da thong nhat, day da hoac Ighﬁng cau dang bao kh_éng du
co phan hoi sau thoi han yéu cau thi ky khai 02 d@@;u klé_n _cép

B4 | ghi noi dung vao S6 ding ky khai sinh; Cong | ngay giay khai sinh;
sinh, cap nhat thong tin dang ky khai | chuc xir Iy Van ban cam
sinh va luu chinh thirc trén Phan mém hd so doan vé théng

dang ky, quan ly ho tich dién tir dung
chung.

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

Trinh lanh dao UBND cap X4.

* Truong hop co quan cong an tra 1oi
khong c6 thong tin hoac hét thoi han
xac minh ma khong c6 van ban tra loi
thi cho ngudi yéu cau dang ky khai
sinh 13p vin ban cam doan vé théng tin
caa cha, me va xac dinh noi dung khai
sinh theo vin ban cam doan. Dong thoi
tién hanh cac budc giai quyét theo quy

tin cua cha, me,
con cua nguoi
dang ky khai
sinh (néu co).
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dinh.
Mau 05; Giay
, | Lanh dao khai sinh hoac
BS Ky duyét du thao ket qua giai quyet UBND | 06 ai Van ban théng
TTHC. o 99 | bao khong di
cap xa A A D A
dieu kién cap
giay khai sinh
Céng Mau 05, 06;
Chl’;c\Vén Gidy khai sinh
. on 5 in ba
5 | Phat hanh van ban va tra két qua cho Phong 02 gio [‘hogr‘]’g Van E:g
cong chirc Tu phép - H¢ tich. :
J ehae Tuphap - He khong dit diéu
kién cap giay
khai sinh.
Mau 01, 06;
q q Cong Gidy khai sinh
Chuyén nguoi dan ky vao S6 dang ky , Gio0 | hoic Van ban
2 A o 2| chirc Tu X N .
B7 | khai sinh va tra kpt qua, thu phi, I¢ phi hap - Ho hanh | thong bao
theo quy dinh (néu co). PRoE L7 | chinh | khong da didu
‘ kién cap giay
khai sinh.
* Truong hop ho so qua han xu 1y, trong thoi gian cham nhat 01 ngay trudc
ngéy het han xu ly, Cﬁng, chirc Tu phap - HO tich tham muu Chﬁqtich UBND
cap xa ky ban hanh phiéu xin 16i va hen lai ngay tra két qua dé gui cho t6
chuc, ca nhan.
* Trong qua trinh giai quyét ho so nguoi ¢6 trach nhiém thyc hién can thuc
hién dong thoi cac thao tac tiep nhan/chuyén/tra ho so, ket qua giai quyet trén
phan mém H¢ thong thong tin giai quyét tha tuc hanh chinh cua tinh véi cac
budc trong quy trinh.
3 | BIEU MAU
(]
Mﬁu 01 Mguﬂocx
Giay tiép nhan ho so va hen tra két qua
(]
Mﬁu 02 Méugocx
Phiéu yéu cau bo sung hoan thién ho so
Phiéu tir chéi tiép nhan giai quyét hd so
M3u 03 ]

M&u 03.docx
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Phiéu xin 13i va hen lai ngay tra két qua

M3u 04 W

M3u 04.docx

Phiéu kiém soat qué trinh giai quyét hd so

Mau 05 'ﬁﬂ

M&u 05.docx

S6 theo ddi ho so

M3u 06 )

M&u 06.docx

To khai dang ky khai sinh
BM.HT.X.20.01 E-'ﬁ

BM.HT.X.20.01.doc

Van ban cam doan

BM.HT.X.20.02 Zig

BM.HT.X.20.02.doc

Mau ho tich dién tir twong tac dang ky khai sinh (néu
nop ho so theo hinh thirc truc tuyen).
BM.HT.X.20.03 ﬁ:ﬁ

BM.HT.X.20.03.doc

HO SO LUU

Mau 01; 02, 03, 04 (néu c6); 06 luu tai Bo phan Tiep nhan va Tra két qua cua
UBND cap xa. Mau 01, 05 luu theo ho so.

Ho so dau vao theo muc 2.3.

S6 dang ky khai sinh.

Vin ban dé nghi xac minh; Van ban tra 1i két qua xac minh (néu co).

Vin ban cam doan vé théng tin cua cha, me, con cua nguoi dang ki khai sinh
(néu co).

Vin ban thong bao khong du diéu kién (néu co).

Phan meém https://khaisinhdientu.moj.gov.vn; Phan mém Hg théng thong tin
giai quyet tha tuc hanh chinh tinh Ha Tinh.

6 s0 duge luu tai UBND cap x4, thoi gian luu trir SO dang ky khai sinh 1 vinh
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vién, con cac giay to khac thuc hién luu theo quy dinh ctia Luat Ho tich va cac van
ban hudng dan thi hanh.

19. Thi tuc ding ky lai két hon

KY HIEU QUY TRINH QT.HT.X.21

NQI DUNG QUY TRINH

2.1

Piéu kién thuc hién TTHC:

- Viéc két hon da dugc dang ky tai co quan co tham quyén cua Viét Nam
trude ngay 01/01/2016 nhung S6 ding ky két hon va ban chinh Giay ching
nhan két hon déu bi mat;

- Ngudi yéu cau dang ky lai két hén con song vao thoi diém yéu cau dang ky
lai két hén.

2.2

Cach thirc thuc hien TTHC:

- Ngudi ¢ yéu cau dang ky lai két hdn thuc hién nop hd so tryc tiép tai Bo
phan Tiép nhan va Tra két qua cia UBND cap xa:

- Nop hd so truc tuyén trén Cong Dich vu cong Quéc gia
(https://dichvucong.gov.vn) hoac Hé thong thong tin giai quyét thu tuc hanh
chinh tinh Ha Tinh (https://dichvucong.hatinh.gov.vn)

Bén nam hoac bén nir ¢ thé nop ho so ma khong can cd van ban ty quyén
cua bén con lai.

2.3

Ban Ban

Thanh phan ho so, bao gom: chinh | sao

To khai dang ky lai két hon theo mau (néu ngudi co yéu

A A A \ , - £ X
cau lya chon nop ho so theo hinh thirc truc tiep);

Mau ho tich dién tir tuong tac dang ky lai két hon, trong d6
c6 cam doan céc thong tin cung cap la ding sy that, khdng
con ban chinh Gidy chiing nhan két hon, da nop du cac glay
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 hudéng dan trén Cong dich vu cong néu nguoi
c6 yéu cau lra chon nop hd so theo hinh thuc truc tuyén);

Ngudi c6 yéu cau ding ky lai két hon thuc hién viéc
nop/xuat trinh (theo hinh thuc truc tiép) hoac tai 1én (theo
hinh thurc truc tuyén) cac giay to sau:

* Gidy to phai nop:

Gidy chiing nhan két hon duoc cap trude day. Néu khong co
ban sao Giay chirng nhan két hén thi nop ban sao ho so, giay
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td ca nhan co cac thong tin lién quan dén noi dung dang ky
két hon;

* Gidy to phai xuat trinh:

Hé chiéu/Chizng minh nhan dan/Thé cdin cuwéc cong
dan/Thé can cude/Can cude dién tilGidy chiig nhdn can
cudc hoic cac gidy to khéac co dan anh va théng tin c& nhan
do co quan c6 tham quyén cép, con gia tri st dung dé
ching minh vé nhan than cua ca hai bén c6 yéu cau dang | X
ky lai két hén. Truong hop cac thdng tin c& nhan trong cac
gidy to nay da c6 trong CSDLQGVDC, CSDLHTDT, dugc
hé théng dién tu dong thi khéng phai tai 1én (theo hinh thac
truc tuyén);

Gidy to chtrng minh noi cu tra dé xac dinh tham quyén (néu
viéc dang ky lai két hon thuc hién tai UBND cap x& khong
phai 13 noi dang ky két hon trude ddy) trong truong hop co
quan ding ky ho tich khdng thé khai thac duoc thong tin vé
noi cu tru cua cong dan theo cac phuong thirc quy dinh tai
khoan 2 Piéu 14 Nghi dinh s 104/2022/ND-CP ngay | X
21/12/2022 caa Chinh phu. Truong hop céc thong tin vé
gidy to ching minh noi cu tri da dugc khai thac tir Co so
dir liéu quéc gia vé dan cu bang cac phuong thic nay thi
nguoi yéu cau khong phai xuat trinh (theo hinh thic truc
tiép) hoic tai 1én (theo hinh thuc truc tuyén).

Luuy:

- P6i vai gidy to nop, xuat trinh néu ngudi yéu cau nop ho so theo hinh thic
truc tiép:

+ Pbi véi gidy to xuat trinh khi dang ky ho tich, nguoi tiép nhan cé trach
nhiém kiém tra, d6i chiéu vai thdng tin trong to khai, chup lai hodc ghi lai
thong tin dé luu trong ho so va tra lai cho nguoi xuit trinh, khong dugc yéu
cau ndp ban sao hoac ban chup gidy to do.

+ Ngudi yéu cau dang ky ho tich ¢6 thé nop ban sao ching thuc tir ban chinh
hogc ban sao dugc cap tir s6 goc hoac ban chup kém theo ban chinh gidy to
de dbi chiéu. Trudng hop ngu:ol y&u cau nop ban chup kém theo ban chinh
gidy to thi nguol tlep nhan cé trach nhiém klem tra, d6i chiéu ban chup voi
ban chinh va ky xac nhan, khong dugc yéu cau ngudi di dang ky nop ban sao
giy to do.

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

Nguoi tiép nhan hé so thuc hién khai thac théng tin trong Co s dir liéu qudc
gia vé dan cu theo quy dinh phap luat néu nguoi yéu cau dang ky ho tich da
cung cap ho, chit dém, tén; ngay, thang, nam sinh; sé dinh danh ca nhan/thé
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can cuwoc cong dan/thé can cuociching minh nhdn dédn/can cudc dién tir.
Truong hop cac thdng tin can khai thac khong c6 trong Co sé dit liéu quéc
gia vé dan cu thi dé nghi ngudi yéu cau ké khai day du.

- Ddi voi gidy to giri kém theo néu ngudi yéu cau nop hd so theo hinh thuc
truc tuyén:

+ Ban chup cac gidy to gui kém theo ho so ding ky lai két hon tryc tuyén
phai bao dam ro nét, day du, toan ven vé noi dung, la ban chup bang ‘may
anh, dién thoai hodc dugc chup, dugc quét bang thiét bi dién tir, tir gidy to
duoc cap hop 18, con gié tri sir dung.

+ Trudng hop gidy to, tai liéu phai gai kém trong hd so dang ky lai két hén
truc tuyén di c6 ban sao dién tir hodc da co ban dién tir gidy to ho tich thi
ngudi yeu cau duoc sir dung ban dién tir nay.

+ Khi dén co quan dang ky h¢ tich nhan két qua (Glay chung nhan két hon),
ngudi cO yéu cau dang ky lai két hon xuat trinh gidy to tuy than, nop céc giay
to 12 thanh phan ho so dang ky lai két hon theo quy dinh phap luat ho tich.

- Giay to do co quan c6 tham quyén cua nudc ngoai cap, cong ching hoac
x4c nhan dé sir dung cho viéc diang ky ho tich tai Viét Nam phai duoc hop
phap hoa lanh sy, dich sang tiéng Viét va ching thuc chit ky nguoi dich theo
quy dinh cua phap luat; trir truong hop duoc mién theo diéu wdc quoc té ma
Viét Nam la thanh vién.

- Truong hop ngudi yéu cau dang ky lai két hén khong cung cap duoc gidy to
néu trén quy dinh hoac gidy to nop, xuat trinh bi tay x6a, sira chira, lam gia
thi co quan ding ky ho tich c6 tham quyén hay bo két qua dang ky lai két
hon.

2.4

S6 lwong ho so: 01 bo

2.5

Thoi han giai quyét: 05 ngay lam viéc, ke tir ngay nhan di ho so hop 18;
Truong hop phai x4c minh thi thoi han giai quyét khéng qua 25 ngay lam
Viéc.

2.6

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

- B6 phan Tiép nhan va Tra két qua cua UBND cap xa.

- H¢ thong thong tin giai quyet thu tuc hanh chinh tinh Ha Tinh (chi tiép nhan
ho so): https://dichvucong.hatinh.gov.vn hoac Cong Dich vu cong Quoc gia
https://dichvucong.gov.vn.

2.7

Co quan thyc hign: UBND cap xd noi da dang ky két hon truge day hoac
UBND cap xa noi ngudi yéu cau thuong trd.

Co quan c6 tham quyén quyét dinh: UBND cap xa.

Co quan dwoc iy quyén: Khong.

Co quan phdi hop: Co quan quan ly Co s¢ dir liu Quéc gia vé dan cu; ij
ban nhan dan noi dang ky két hon trudc day trong trudong hop dang ky lai két
hon tai UBND cip xa noi ngudi yéu cau thuong trd.
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2.8 | Poi twong thuc hién TTHC: Cé4 nhan.
Két qua giai quyét TTHC:
- H6 so du diéu kién:
+ Giay chang nhan két hén (ban chinh), mdi bén vg, chdng 01 ban.
+ Ban dién tir Trich luc két hon (Ban dién tir s& ty dong giri vé Kho quan ly
2.9 | dit liéu dién tr cua ca nhan/dia chi thu dién tir/thiét bi sd/dién thoai caa nguoi
yéu cau sau khi di hoan tat thu tuc ding ky két hdn tai co quan ding ky ho
tich).
- Ho so khong du diéu kién: Vin ban thong bao khong du diéu kién diang ky
lai két hon.
2.10 | Quy trinh xw ly cong viéc
T Trnh tu Trach | Thoi Biéu mﬁqu/Két
: nhiém gian gqua
1. Tiép nhan ho so truc tiép tur ca
nhan hoic trén Cong Dich vu cong
Quéc gia (https://dichvucong.gov.vn)
hoac Hé thong thdng tin giai quyét tha
tuc hanh chinh tinh Ha Tinh
(https://dichvucong.hatinh.gov.vn).
2. Cong chtrc Tu phap - Ho tich kiém
tra ho so:
- Néu ho so chua day du hoic khong
hop 1é: Huéng dan hoic thong bao
bang van ban cho c& nhan bd sung,
hoan thién hd so. Truong hop khong N
bd sung, hoan thién dwoc hd so thi| €ong Giy |Mau01;02, 03
g1 | thdng béo tir chdi giai quyét hd so. chie Tu |\ | (n€u c0); 06 va
_ Néu hd so diy di, hop 18: Lam tha | Phap-HO | oo [HO - so - theo
tich muc 2.3

tuc tiép nhan hd so va thu phi, 1& phi
theo quy dinh. Néu tiép nhan hé so
sau 15 gior thi gui Phicu hen, tra keét
qua cho ngudi c6 yéu cau trong ngay
lam viéc tlep theo hozc gui tin nhan
hen tra két qua qua dién thoai di dong
cho nguoi co yéu cau (néu nguoi €O
yéu cau lya chon hinh thicc nop ho so
truc tuyén).

Sau khi tiép nhan hd so theo hinh thirc
nop truc tiép, Cong chac Tu phép -
Ho tich thuc hién sé héa (sao chup,
chuyén thanh tai liéu dién tu trén hé
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thong thong tin, co so dit liéu) va ky
s6 vao tai liéu, hd so giai quyét thu
tuc hanh chinh da duoc sd hoa theo
quy dinh.

B2

Kiém tra, xem xét hd so:

- Truong hop khéng can phai xac
minh thi kiém tra ho so:

+ Néu du diéu kién: Vao Sb dang ky
két hon, nhap dir liéu vao phan mém
ho tich, in dy thao Gidy chang nhan
két hon.

Truong hop tiép nhan hd so ding ky
lai két hon theo hinh thic truc tuyén
thi gui lai biéu mau Gidy chang nhan
két hon dién tr v4i thong tin day du
cho ngudi yéu cau qua thu dién to
hoic thiét bi sb.

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

Néu nguoi ¢ yéu cau xac nhan théng
tin da thong nhat, day du hoic khéng
c6 phan héi sau thoi han yéu cau thi
ghi vao So6 dang ky két hon, cap nhat
thong tin dang ky lai két hon va luu
chinh thuc trén Phan mém diang ky,
quan ly ho tich dién tir dung chung.

- Néu khong du diéu kién: Dy thao
van ban thong bao khong du diéu kién
dang ky lai két hon.

Trinh lanh dao UBND cap X4.

Cong
chic Tu
phap - Ho
tich

04
ngay

Mau 05; Gidy
chting nhan két
hén hodac Van
ban théng bao
khong du diéu
kién dang ky
lai két hon.
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, Cong
Truong hop viée dang ky lai ket hon | chic Tu
thuc hi¢n tai Uy ban nhan dan cap xa | phap - Ho
khong phai noi da dang ky ket hon | tich, Lanh Miu 05 Vi
trude day: Tham muu van ban dé nghi dao 02 b’audk ,h' an
Uy ban nhan dan noi dang ky kéthn| UBND | ngay a.nh © g xac
trude day kiém tra, xac minh vé viéc | cap x4, min
luu gitr so ho tich tai dia phuong. cong chirc
Thuc hién cac budc tiép theo. Van
phong
| | usnD
Uy ,ban Anhap;dan noi (,iang_ky ke} h_qn cap Xa‘A 20 | Van ban tra Isi
B3 | trudc day kiém tra, xac minh vé viéc | dugc de naav | xac minh
lwu git¥ $6 hé tich tai dia phuong. nghixéc | "9V |
minh
Sau khi ¢ két qua xac minh hogc khi “ff}“ 05#(3:(5};
hét thoi han 20 ngay ké ti ngay gui | . ﬁ}"”% n a”VF
B4 van ban xac minh nhung khéng nhan h 0”9 » 02 b?n thqac brf;m
duoc van ban tra 10i: Thuc hién nhy | ¢ XU Y ngay an thong: hao
busc B2, ho so khong du dicu
. L. Kién dang ky
Trinh lanh dao UBND cap xa. lai két hon.
Mau 05; Gidy
chung nhan ket
oA s Lo eros . Lanh dao hén hoac Van
B5 (IJ(hy?nI;et qua giai quyet thu tuc hanh UBND | 06 gior | ban thong béo
' cap xa khong dua dicéu
kién dang ky
lai két hon.
Mau 05, 06;
Giay  ching
Phat hanh van ban va chuyén két qua |  Cong Eggz \l;gl 222
B6 |cho cong chiac Tu phap - Ho tich dé | chirc Van | 02 gio théng bi0
tra cho cong dan. phong khong dit didu
kién, dang ky
lai két hon.
, , Cong Mau 01, O06;
Trao Giay ching nhan két hon cho chire Tu Gid |Gidy chung
B7 | cong dan, thu phi, 1é phi (néu c6) hoic . . | hanh | nhan két hon
X . N A phap - HO ) -
tra Van ban théng bao cho céng dan tich chinh | hoic Vian ban

thong bao
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khong du diéu
kién dang ky
lai két hon.

* Truong hop hd so qua han xu ly, trong thoi gian chdam nhéat 01 ngay trudc
ngay hét han xur ly, cdng chirc Tu phap - Ho tich trinh Chu tich UBND cap x4
ky ban hanh phiéu xin 15i va hen lai ngay tra két qua dé gui cho té chuc, c&
nhan.

* Trong qua trinh giai quyét hd so ngudi ¢6 trach nhiém thuc hién can thuc
hién dong thoi cac thao tac tiép nhan/chuyenltra hd so, két qua giai quyét trén
phan mém Hé théng thong tin giai quyét thu tuc hanh chinh tinh Ha Tinh Voi
cac budc trong quy trinh.

BIEU MAU

Giay tiép nhan ho so va hen tra két qua

M3u 01 W

M3u 01.docx

Phiéu yéu cau b sung hoan thién ho so

M3u 02 W

M3u 02.docx

Phiéu tir chéi tiép nhan giai quyét hd so
MAu 03 g

M&u 03.docx

Phiéu xin 15i va hen lai ngay tra két qua
M3u 04 g

M3u 04.docx

Phiéu kiém soat qué trinh giai quyét ho so
Mau 05 'EH

M&u 05.docx

S6 theo ddi hd so
MAu 06 W

M&u 06.docx

BM.HT.X.21.01 | T khai dang ky lai két hon.
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]

BM.HT.X.21.01.docx

Mau ho tich dién tir trong tac dang ky lai két hon (néu
nop ho so theo hinh thuc truc tuyen).

BM.HT.X.21.02 E‘E

BM.HT.X.21.02.doc

HO SO LUU;

Mau 01; 02, 03, 04 (néu c6); 06 luu tai Bo phan Tiep nhan va Tra két qua cua
UBND cap xa. Mau 01, 05 luu theo ho so;

Ho so dau vao theo muc 2.3;

S6 dang ky két hon;

Vin ban thong bao khong du diéu kién dang ky lai két hon (néu co);

Vin ban dé nghi xac minh va Vian ban tra 1i két qua xac minh (néu co);

Phan mém http://hotichdientu.moj.gov.vn; Phan mém Hé théng thong tin giai
quyét thu tuc hanh chinh tinh Ha Tinh.

Ho so duoc luu tai UBND cap x4, thoi gian luu trir S6 dang ky két hon 1a vinh vién,
con cac ~gia?ly to khac thuc hién Iuu theo quy dinh cua Luat Ho tich va cac van ban
huéng dan thi hanh.

20. Thu tuc dang ky lai khai tir

KY HIEU QUY TRINH QT.HT.X.22

NQI DUNG QUY TRINH

2.1

Picu kién thuc hién TTHC:

Viéc dang ky khai tr dé dang ky tai co quan c6 tham quyén cua Viét Nam
trude ngay 01/01/2016 nhung SO déng ky khai tir va ban chinh Giay chung
tor déu bi mat.

2.2

Cach thwrc thuc hign TTHC:

- Nguoi ¢6 yéu cau ding ky lai khai tir truc tiép thuc hién hoac uy quyén
cho nguoi khac thyc hién viéc dang ky lai khai tir tai Bo phan Tiép nhan va
Tra két qua cia UBND cép xa;

- Gtri hd so qua Dich vu buu chinh cong ich;
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- Nop ho so truc tuyen trén Cong Dich vu cong Quoc gia
(https://dichvucong.gov.vn) hoac Hé thong thdng tin giai quyét thu tuc hanh
chinh tinh Ha Tinh (https://dichvucong.hatinh.gov.vn).

2.3

Ban Ban

Thanh phan ho so, bao gom: chinh | sao

To khai dang ky lai khai tu theo mau (néu ngudi co yéu cau
lya chon nop hd so theo hinh thic truc tiép hoic gui hd so X
qua Dich vu buu chinh céng ich);

Mau ho tich dién tir tuong tac ding ky lai khai tir, trong d6
c6 cam doan cac thong tin cung cap l1a dung sy that, khdng
con ban chinh Gidy chang ta/Trich luc khai ti, da nop du
cac gidy to hién c6 va chiu hoan toan trach nhiém truéc
phap luat Ve ndi dung cam doan cua minh (do ngudi yéu
cau cung cap thong tin theo hudéng dan trén Cong dich vu
cong néu nguoi €O yéu cau lya chon nop hd so theo hinh
thac truc tuyén);

Nguoi ¢ yéu cau dang ky lai khai tir thyc hién viéc
nop/xuat trinh (theo hinh thuc tryc tiép) hodc tai 1én (theo
hinh thuc truc tuyén) cac giay to sau:

* Giay to phai nop:

Gidy ching tir duoc cap hop 18 truoe day. Néu khang co
ban sao Giay ching tu thi nop ban sao ho so, giay to lién X
guan c6 noi dung ching minh sy kién cheét;

Truong hop ty quyén cho nguoi khac 1am thay thi phai c6
van ban 1y quyén duogc chang thuc theo quy dinh cta phap
luat. Truong hop nguoi duoc ay quyén la 6ng, ba, cha, me, | X
con, vo, chong, anh, chi, em rudt cia ngudi uy quyén thi
van ban uy quyén khéng phai chang thuc;

Giay to chung minh thudc gia dinh c6 cong véi cach mang,
nguoi thudc ho nghéo, nguoi khuyet tat (néu co).

* Gidy tor phai xuat trinh:

Hé chiéu/Chizng minh nhan dan/Thé can cwéc cong
dan/Thé can cude/Céin cude dién tilGidy chimg nhdn can
cuéc hodc cac giay to khac co dan anh va théng tin c& nhan
do co quan c6 tham quyén cap, con gia tri st dung dé
chting minh vé nhan than cua nguoi ¢6 yéu cau dang ky lai | X
khai tir. Truong hop cac thdng tin ca nhan trong cac giay to
nay da cO trong CSDLQGVDC, CSDLHTDT, dugc hé
thong dién tu dong thi khéng phai tai 1én (theo hinh thuc
truc tuyén).
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* Luuy:
- Truong hop gii ho so qua hé thong buu chinh thi phai gui kém theo ban
sao co chung thuc cac giay to phal Xuat trinh.

- D6 véi gidy to nop, xuét trinh néu nguoi yéu cau ndp hd so theo hinh thic
truc tiép:

+ P6i voi gidy to xuat trinh khi diang ky ho tich, ngudi tiép nhan co trach
nhiém kiém tra, di chiéu véi thdng tin trong to khai, chup lai hoic ghi lai
thong tin dé luu trong hd so va tra lai cho ngudi xuat trinh, khéng duoc yéu
cau nop ban sao hoic ban chup gidy to do.

+ Nguoi yéu cau ding ky ho tich c6 thé nop ban sao ching thuc tir ban
chinh hogic ban sao duoc cp tir s6 goc hodc ban chup kém theo ban chinh
gidy to de dbi chiéu. Truong hop nguol y&u cau nop ban chup kém theo ban
chinh gidy to thi nguoi tiép nhan co trach nhiém klem tra, doi chiéu ban
chup vai ban chinh va ky xac nhan, khong dugc yéu cau nguoi di ding ky
nop ban sao giay to do.

+ Ngudi tiép nhan c6 trach nhiém tiép nhan ding, di hd so dang ky ho tich
theo quy dinh caa phap luat ho tich, khong duoc yéu cau ngudi ding ky ho
tich nop thém gidy to ma phép luat ho tich khong quy dinh phai nop.

Nguoi tlep nhan ho so thuc hién khai thac thong tin trong Co s¢ dir ligu
quéc gia vé dan cu theo quy dinh phap luat néu ngudi yéu Cau dang ky ho
tich da cung cap ho, chit dém, tén; ngdy, thang, nam sinh; s¢ dinh danh cé
nhéan/thé can cwoc céng dan/thé can cwoclchirng minh nhan dédn/can cwoc
dién tir. Truong hop céc thdng tin can khai thac khong cé trong Co so dir
liéu québc gia vé dan cu thi dé nghi nguoi yéu cau ké khai day du.

- Béi vai gidy to gui kém theo néu nguoi yéu cau nop ho so theo hinh thuc
tryc tuyén:

+ Ban chup céc giay to gui kém theo ho so dang ky lai khai tur tryc tuyén
phai bao dam rd nét, day du, toan ven vé noi dung, 1a ban chup bang ‘may
anh, dién thoai hodc dugc chup, dugc quét bang thiét bi dién tr, tir gidy to
duoc cap hop 18, con gia tri st dung.

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

+ Khi dén co quan dang ky ho tich nhan két qua (Trich luc khai ta/ban sao
Trich luc khai tir), nguoi ¢6 yéu cau dang ky lai khai tir phai xuat trinh giay
to tuy than, nop cac gidy to 1a thanh phan hd so diang ky lai khai tir theo quy
dinh phéap luat ho tich.

- Gidy to do co quan c6 tham quyén ciia nudc ngoai cap, cdng ching hoac
x&c nhan dé su dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop
phap héa lanh su, dich sang tiéng Viét va chang thuc chir ky ngudi dich
theo quy dinh cua phap luét; trir trudng hop dugc mién theo diéu udc qudc
t& ma Viét Nam 1a thanh vién.
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- Truong hop ngudi ¢6 yéu cau dang ky lai khai tu khdng cung Cap duogc
gidy to néu trén theo quy dinh hoic gidy to nop, xuat trinh bi tay x0a, stra
chira, 1am gia thi co quan diang ky ho tich ¢ tham quyén hay bo két qua
dang ky lai khai tur.

2.4 | Sb lwong ho so: 01 bo
Thoi han giai quyét: 05 ngay lam viéc, ké tur ngay nhan du hd so hop é.

2.5 | Trudong hop can phai xac minh thi thoi han giai quyét khdng quéa 10 ngay lam
Viéc.

Pia diém tiép nhan hd so va tra két qua giai quyét TTHC:
- B6 phan Tiép nhan va Tra két qua caa UBND cap xA.

2.6 |- He thong thong tin giai quyét thu tuc hanh chinh tinh Ha Tinh (chi tiép
nhan hé6 so): hitp://dichvucong.hatinh.gov.vn hodc Cong Dich vu cong
Quoc gia https://dichvucong.gov.vn.

Co quan thuc hién: UBND cép x4 noi di dang ky khai tir trudc day.

”7 Co quan cé tham quyén quyét dinh: UBND cap xa.

" | Co quan dwoc iy quyén: Khong.
Co quan phdi hop: Co quan quan Iy Co sé dit liéu Quéc gia vé dan cu.

2.8 | Péi twong thuc hién TTHC: Ca nhan
Két qua giai quyét TTHC:

- H6 so du diéu kién:
+ Trich luc khai tir (ban chinh), ban sao Trich lyc khai tw (truong hop yéu
cau cap ban sao Trich luc khai tu).

g |+ Bandién tr Trich luc khai tir (Ban dién tir s& tu dong giri vé Kho quan ly
dfx liéu cua ca nhan/dia chi thu dién ti/thiét bi so/dién thoai cua nguoi yéu
cau sau khi da hoan tat thu tuc dang ky lai khai tir tai co quan dang ky ho
tich).

- H6 so khong du diéu kién: Vin ban thong bao khong du diéu kién dang ky
lai khai ttr.

2.10 | Quy trinh xir ly cdng viéc

TT Trinh ty Trach | Thei | Bieu

: nhiém gian | mau/Ket qua
1. Tiép nhan ho so truc tiép tir ca
r]hhénhh(“)acttr?nDic(::‘\r/]u bE)W ﬁhinh cc?p]g MAu 01; 02,
guécoaC en L.ong Lich vu o ig Cong chac | Giy |03 (neu co);

B1 9@ Typhap- | hanh |06 va HO so

(https://dichvucong.gov.vn) hoac Hé
théng thdng tin giai quyét thu tuc
hanh  chinh  tinh Ha  Tinh
(https://dichvucong.hatinh.gov.vn).

Ho tich chinh | theo muc 2.3
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2. Cong chuc Tu phap - Ho tich
kiém tra hd so:

- Néu hd so chua day du hoic khdng
hop 1é: Huéng dan hoic thdng bao
bang vin ban cho c& nhan b sung,
hoan thién hd so. Trudng hop khong
bd sung, hoan thién duoc ho so thi
thong béao tir chéi giai quyét hd so.

- Néu hd so day du, hop 1&: Lam thu
tuc tiép nhan hoé so va thu phi, 18 phi
theo quy dinh. Néu tiép nhan ho so
sau 15 gio thi giri Phiéu hen, tra ket
qua cho ngu.’O‘I c6 yéu cau trong ngay
lam viéc tlep theo hoac gui tin nhan
hen tra két qua qua dién thoai di dong
cho nguoi c6 yéu cau (néu nguoi céd
y&u cau lra chon hinh thic nop hd so
truc tuyén).

Sau khi tiép nhan ho so theo hinh
thac nop truc tiép, Cong chic Tu
phap - Ho tich thuc hién sé hda (sao
chup, chuyén thanh tai liéu dién to
trén hé théng thong tin, co so di
licu) va ky sb vao tai liéu, hd so giai
quyét thu tuc hanh chinh da dugc s6
héa theo quy dinh.

B2

Kiém tra, xem xét ho so, néu ho so
khong thude truong hop phai xac minh:
- Néu du diéu kién: Vao So6 dang ky
khai tir; nhap dit liéu vao phan mém
ho tich, in du thao Trich luc khai tur.
Truong hop tiép nhan hd so dang ky
lai khai tir theo hinh thuc truc tuyén
thi gri lai biéu mau Trich luc khai tir
dién tw véi thong tin day du cho
ngudi yeu cau qua thu dién tur hoic
thiét bi s6.

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

Néu nguoi c6 yéu cau xac nhan

Cong chuc
Tu phap -
Ho tich

04
ngay

Mau 05; Du
thao Trich luc
khai to hoac
Van ban
théng bao
khong du diéu
kién dang ky
lai khai tur.
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thong tin da thong nhat, day du hoic
khéng c6 phan hoi sau thai han yéu
cau thi ghi noi dung vao So6 dang ky
khai tur, cap nhat thong tin dang ky
lai khai tir va luu chinh thac trén
Phan mém dang ky, quan Iy ho tich
dién tr dung chung.

- Néu khong du diéu kién: Dy thao
Vin ban thong bao khong du diéu
kién dang ky lai khai tur.

Trinh 1anh dao UBND cap x4.

Truong hop phai xac minh ho so thi

tham muu Chii tich UBND chp xa| Congchuc | o, | Mau 05; Van
c 1. oA S : . Tu phap - X ban d¢ nghi
van ban dé nghi xac minh gui co A o ngay L
A A Ho tich Xac minh
guan co tham quyén
‘ Co quan Van ban tra
Co quan dugc dé nghi xa4c minh thuc quat 04 |loi Xac
B3 A dugc dé A : A
hién xac minh va tra loi bang van ban nahi ngay | minh/Bién
gt ban xac minh
Mau 05; Du
thao Trich luc
Sau khi c6 két qua xac minh: Thuc Cong chuc 04 l\(/rla' tu hg?c
B4 | hién nhu budc 2. Tu phép - ngay th%rr:g bg?)
Trinh lanh dao UBND cap x4 Ho tich khong di didu
kién dang ky
lai khai tir
Mau 05; Trich
luc khai tu
. LA e st Léanh dao hoac Van ban
BS K\y du trjao ket qua giai quyet tha tuc UBND 06 gios | thong b40
hanh chinh. L. . ) g A
cap xa khong du dieu
Kién dang ky
lai khai tir
Mau 05, 06;
o Trich luc khai
Phat hanh van ban va chuyen ket qua Cona chic ter hoac Van
B6 | cho cong chic Tu phap - Ho tich dé Véng hon 02 gio | ban thong bao
tra cho cong dan. phong khong du diéu
Kién dang ky
lai khai tir.
B7 | Chuyén nguoi dan ky vao So va tra | Cong chiic | Gio | Mau 01, 06;
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két qua, thu phi, 1¢ phi theo quy dinh. | Tu phap - | hanh

Ho tich chinh

Trich luc khai
tr hodac Van
ban thdng bao
khong du diéu
kién dang ky
lai khai tu.

* Truong hop hd so quéa han xi 1y, trong thoi gian cham nhat 01 ngay trudc
ngay het han xu ly, cong chie Tu phép - HY tich trinh Chu tich UBND cap
xa ky ban hanh phiéu xin 16i va hen lai ngay tra két qua dé gui cho t6 chure,

ca nhan.

* Trong qua trinh giai quyét hd so ngudi ¢6 trach nhiém thyc hién can thyc
hién d6ng thoi céc thao tac tiép nhan/chuyén/tra hd so, két qua giai quyét
trén phan mém Heé théng thong tin giai quyét tha tuc hanh chinh tinh Ha
Tinh véi cac buac trong quy trinh.

BIEU MAU

Mau 01

Giay tiép nhan ho so va hen tra két qua

@ﬂ

M&u 01.docx

Mau 02

Phiéu yéu cau bo sung hoan thién ho so

@j

Mau 02.docx

Mau 03

Phiéu tir chéi tiép nhan giai quyét hd so

@j

Mau 03.docx

Mau 04

Phiéu xin 13i va hen lai ngay tra két qua

@ﬂ

M&u 04.docx

Mau 05

Phiéu kiém soat qué trinh giai quyét ho so

@H

M&u 05.docx

Mau 06

S6 theo di ho so

@ﬂ

Mau 06.docx
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To khai dang ky lai khai tir
BM.HT. X.22.01 "UE

BM.HT.X.22.01.doc

Mau ho t,ich dién‘ tor twong tac thuc hién déjlng ky lai
Khai tir (n€éu nop ho so theo hinh thirc truc tuyen).
BM.HT. X.22.02 -.ME

BM.HT.X.22.02.doc

HO SO LUU:

Mau 01; 02, 03, 04 (néu c6); 06 luu tai Bo phan Tiep nhan va Tra két qua
cia UBND cap x&. Mau 01, 05 Iuu theo ho so;

Ho so dau vao theo muc 2.3;

So dang ky khai tu;

Vin ban dé nghi xac minh; Vin ban xac minh/bién ban xac minh (néu co);

Vin ban thong bao khong du diéu kién dang ky lai khai tir (néu co);

Phan mém https://hotichdientu.moj.gov.vn; Phan mém Hg¢ thong thong tin
giai quyét tha tuc hanh chinh tinh Ha Tinh.

Ho so' duoc luu tai UBND cAp X, thoi gian luu trit So déng ky khai tir 1a vinh vién,
con cac ~giﬁy to khac thuc hién luu theo quy dinh cta Luat HO tich va cac van ban
hudng dan thi hanh.

21. Thii tuc cap ban sao trich luc hd tich

1 |KY HIEU QUY TRINH QT.HT. X.23
2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thuc hién TTHC: Khong.

2.2 | Cach thuc thyc hién TTHC:

- Ngudi ¢6 yéu cau cap ban sao Trich luc ho tich truc tiép thuc hién hoac
iy quyén cho nguoi khéc thuc hién nop hd so truc tiép tai Bo phan tiép
nhan va tra két qua caia UBND cap X&;

- Gtri hd so qua Dich vu buu chinh cong ich;

- Nop hdé so truc tuyén trén Cong Dich vu cdng Quéc gia
(https://dichvucong.gov.vn) hodc Hé thdng thdng tin giai quyét thu tuc
hanh chinh tinh Ha Tinh (https://dichvucong.hatinh.gov.vn).
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R A LA A Ban Ban
2. Thanh phan ho om: .
3 anh phan ho so, bao go chinh | sao
T khai cp ban sao trich luc ho tich theo mau ddi véi ca
] nhan (néu nguoi co yéu cau lua chon nop ho so theo hinh «

thire truc tiép hodc gui hd so qua Dich vu buu chinh cdng
ich);

Mau dién tir twong tac yéu cau cap ban sao Giay khai
sinh, ban sao Trich luyc hd tich (do ngudi yéu cau cung
cap thong tin theo hudng dan trén Cong dich vu cbng, néu X
ngudi c6 yéu cau lya chon nop hd so theo hinh thuc truc
tuyén);

Ngudi ¢6 yéu cau cap ban sao Trich luc hd tich thyc hién
viéc nop/xuat trinh (theo hinh thuc tryc tiep) hoac tai Ién
(theo hinh thurc truc tuyén) cac giay to sau:

* Gidy to phai nop:

Truong hop uy quyén cho nguoi khac 1am thay thi phai
c¢6 van ban ay quyén duoc chiing thuc theo quy dinh caa
phap luat. Truong hop nguoi duoc uy quyén la éng, ba, | x
cha, me, con, vg, chong, anh, chi, em rudt cua nguoi Gy
quyén thi vin ban ay quyén khdng phai ching thuc.

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

* Giay to phai xuat trinh:

Hé chiéu/Ching minh nhan dan/Thé cdan cwéc cong
dan/Thé cdn cuede/Can cude dién tilGidy ching nhdn cdn
cwéc hoic cac gidy to khac co dan anh va thong tin ca
nhhan do co quan ¢6 tham quyén cap, con gia tri su dung
dé chiang minh vé nhan than cia ngudi c6 yéu cau cap
ban sao Trich luc ho tich. Truong hop cac thong tin ca
nhan trong cac gidy to nay da co trong CSDLQGVDC,
CSDLHTDT, duoc hé théng dién ty dong thi khong phai
tai 1&n (theo hinh thuc truc tuyén).

*Luuy:

- Truong hop gui hd so qua Dich vu buu chinh ¢6ng ich thi phai gui kém
theo ban sao c6 chtng thuc céc gidy to phai xuat trinh.

- P6i véi gidy to nop, xuat trinh néu nguoi yéu cau nop hd so theo hinh
thirc tryuc tiép:

+ Ddi véi gidy to xuat trinh khi dang ky ho tich, nguoi tiép nhan cé trach
nhiém kiém tra, ddi chiéu véi thong tin trong to khai, chup lai hoic ghi lai
thong tin dé luu trong hd so va tra lai cho nguoi xuat trinh, khong duoc
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y&u cau nop ban sao hozc ban chup giay to do.

+ Ngudi yéu cau dang ky ho tich c6 thé nop ban sao ching thuc tir ban
chinh hoac ban sao dugc cap tir s6 goc hogc ban chup kém theo ban chinh
gidy to dé dol chiéu. Truong hop ngudi yéu cau nop ban chup kém theo
ban chinh gidy to thi ngu’ol tlep nhan c6 trach nhiém klem tra, d6i chiéu
ban chup véi ban chinh va ky xac nhan, khong duoc yéu cau ngudi di ding
ky nop ban sao gidy to do.

+ Ngudi tiép nhan cd trach nhiém tiép nhan dung, du ho so dang ky ho tich
theo quy dinh cua phap luét h¢ tich, khong dugc yéu cau ngudi dang ky ho
tich nop thém gidy t& ma phép luat ho tich khong quy dinh phai nop.

Nguoi tlep nhan ho so thuc hién khai thac thong tin trong Co s¢ dir liéu
quéc gia vé dan cu theo quy dinh phap luat néu nguoi yéu Cau dang ky ho
tich da cung cap ho, chir dém, tén; ngay, thang, nam sinh; sé dinh danh ca
nhan/thé can cuoc cong dan/thé can cuoc/ching minh nhdn dan/can cuoc
dién tir. Truong hop cac thdng tin can khai thac khong co trong Co sé dix
liu quéc gia vé dan cu thi dé nghi nguoi yéu cau ké khai day du.

- Béi véi gidy to giri kém theo néu ngudi yéu cau nop hd so theo hinh thic
truc tuyén:

+ Ban chup cac gidy to giri kém theo ho so cap ban sao Trich luc ho tich
truc tuyén phai bao dam rd nét, day du, todn ven vé noi dung, 1a ban chup
bang méy anh, dién thoai hodc dugc chup, duoc quét bang thiét bj dién ti,
tur glay to duoc cap hop 18, con gia tri s dung; néu l1a gidy to do co quan
c6 tham quyén nudc ngoai cap thi phai dugc hop phap hoa lanh sy, dich
sang tiéng Viét theo quy dinh, trir trudng hop dwoc mién hop phap héa
lanh su.

+ Truong hop nhan két qua (ban sao Trich luc h tich) tai co quan dang ky
ho tich, nguoi cd yéu cau cap ban sao Trich luc ho tich phai Xuat trinh gidy
to tuy than; nop céc gidy to, tai liéu 1a thanh phan hd so cap ban sao Trich
luc ho tich theo quy dinh phap luat ho tich. Truong hop gidy to, tai lidu
phai guri kém trong hd so cap ban sao Trich luc ho tich truc tiép hoic truc
tuyén da co ban sao dién tir hodc di co ban dién tir gidy to ho tich thi
ngudi yeu cau duoc sir dung ban dién tir nay.

2.4 | S6 lwong ho so: 01 bo
Thoi han giai quyét: Ngay trong ngay tiép nhan da ho so hop 18 (nhan ho
2.5 |sosau 15 gio ma khong giai quyét duoc ngay thi tra két qua trong ngay
lam viéc tiép theo).
Pia diém tiép nhan hd so va tra két qua giai quyét TTHC:
- B6 phan Tiép nhan va Tra két qua caa UBND cap XA.
2.6 |- Heé théng thong tin giai quyét thu tuc hanh chinh tinh Ha Tinh (chi tiép

nhan ho so): https://dichvucong.hatinh.gov.vn hogc Cong Dich vu cong
Quoc gia https://dichvucong.gov.vn.
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Co quan thuc hién: UBND cép x4.

Co quan cé tham quyén quyét dinh: UBND cap xa.
Co quan dwoc ity quyén: Khong.

Co quan phdi hop: Khéng.

2.7

2.8 | Péi twong thuc hién TTHC: Ca nhan

Két qua giai quyét TTHC:

- Hb so du diéu kién:

2.9 |+ Bansao Trich luc ho tich.

+ Ban sao Gidy khai sinh.

- Ho so khong du diéu kién: Vin ban thong bao khong du diéu kién.

2.10 | Quy trinh xir ly cong viéc

Trach Thoi | Biéu mau/Két

TT Trinh tw n : R
: nhiém gian qua

1. Tiép nhan hd so truc tiép tir ca
nhan hoac tu Dich vu buu chinh
cong ich hoic trén Cong Dich vu
cong Qudc gia
(https://dichvucong.gov.vn)  hoac
Hé thong thdng tin giai quyét tha
tuc hanh chinh tinh Ha Tinh
(https://dichvucong.hatinh.gov.vn).
2. Cong chac Tu phap - Ho tich
kiém tra hd so:

- Néu ho so chua day du hoic
khong hop 1é: Huong dan hodc| , . | Mauo1: 02, 03
thong béo bing van ban cho c4| Congchuc | Gio (néu co): 06 va
Bl | nhan bd sung, hoan thi¢n hd so.| Twphap- | hanh | A== 7o
Truong hop khong bo sung, hoan | HO tich | chinh muc 2.3

thién duoc ho so thi thong bao tur
chéi giai quyét ho so.

- Néu ho so day du, hop 1&: Lam thu
tuc tiép nhan héd so va thu phi, 1& phi
theo quy dinh. Néu tiép nhan ho so
sau 15 gio thi giri Phiéu hen, tra két
qua cho nguoi co yéu cau trong
ngay lam viéc tlep theo hoac gui tin
nhin hen tra két qua qua dién thoai
di dong cho ngudi c6 yéu cau (néu
ngudi €6 yéu cau lya chon hinh thic
nop hd so truc tuyén).
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Sau khi tiép nhan ho so theo hinh
thac nop truc tiép, Cong chic Tu
phap - Ho tich thuc hién sé hoa
(sao chup, chuyén thanh tai liéu
dién tu trén hé théng thong tin, co
s6 dix liéu) va ky sé vao tai liéu, hd
so giai quyét thu tuc hanh chinh da
duoc s6 hoa theo quy dinh.

Kiém tra, xem xét hd so, nhap dir
licu vao phan mém ho tich hoic
kiém tra thong tin tir phan mém ho
tich, in ban sao Trich luc ho tich,
trinh 1anh dao UBND cap x&; vao
S6 cap ban sao Trich luc ho tich.

Truong hop tiép nhan hé so xin cap
ban sao Trich luc ho tich theo hinh
thic truc tuyén, coéng chac lam
cong tac ho tich gui lai noi dung
biéu mau Trich luc hé tich dién tu
tuong Gng véi thong tin day da cho
ngudi Yéu cau qua thu dién tir hoic

thiét bi so. Cong chic | Mau 05; Ban
B2 | Nguoi yéu cau cd trach nhiém kiém | Tu phap - i+ |sa0 Trich luc

ra tinh chinh xdc, ddy da cua cac| Hotich | 9'9 |hotich

thdng tin trén biéu mau Trich luc ho

tich dién tir va xac nhan (t5i da mot

ngay).

Néu nguoi cO yéu cap ban sao

Trich luc ho tich d3 thong nhat, day

du hoac khong cd phan hoi sau thoi

han yéu cau thi cong chtc Tu phap

- Ho tich nhap dir liéu vao phan

mém ho tich hoac kiém tra thdng

tin tir phan mém ho tich, in ban sao

Trich luc ho tich, trinh 1anh dao

UBND cap x&; vao So6 cap ban sao

Trich luc ho tich.
B3 KA)'/ bér] sao Trich luc ho tich cho &gﬁhDdsgp 0_1‘ gglgu T?:E(): ,h E;iz

cong dan. ~ gio |, ..

Xa ho tich
Pong dau van ban va chuyén két| . , Mau 05, 06;
\ A . ; . | Cong chuc| 01 \ .

B4 | qua cho cong chiac Tu phap - HO Vin phe i Ban sao Trich

tich dé tra cho ca nhan. anphong | glo luc ho tich
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, Cong chuc | Gid |Mau 01, 06;
B5 | Tra két qua, thu phi theo quy dinh. | Tu phap - | hanh | Ban sao Trich
Ho tich | chinh | luc ho tich
* Truong hop khong xur 1y dugc trong ngay lam viéc hodc trong ngay lam
viéc tiep theo (doi voi ho so nhan sau 15 gio) thi trong ngay hen tra ket
qua, cdng chirc Tu phap - H¢ tich trinh Chu tich UBND cap xa ky ban
hanh phiéu xin l6i va hen lai ngay tra két qua dé guri cho t6 chuec, ca nhan.
* Trong qué trinh giai quyét ho so nguoi c6 trach nhiém thyc hién can thyc
hién dong thoi cac thao tac tiep nhan/chuyen/tra ho so, ket qua giai quyet
trén phan mém H¢ thong thdng tin giai quyét tha tuc hanh chinh tinh Ha
Tinh véi cac buac trong quy trinh.
3 | BIEU MAU
Gidy tiép nhan ho so va hen tra két qua
M3u 01 g
MAu 01.docx
Phiéu yéu cau bo sung hoan thién ho so
M3u 02 g
MAu 02.docx
Phiéu tir chdi tiép nhan giai quyét ho so
M3u 03 g
M3u 03.docx
Phiéu xin 15i va hen lai ngay tra két qua
M3u 04 W
MAau 04.docx
Phiéu kiém soét qué trinh giai quyét ho so
M3u 05 g
MAu 05.docx
S6 theo dbi ho so
Mau 06 Iﬁj
MAu 06.docx
BM.HT.X.23.01 | To khai c4p ban sao trich luc hé tich




169

[,
-

BM.HT.X.23.01.doc

Mau dién ti tuong tac yéu cau cap ban sao Gidy khai
sinh, ban sao Trich luc hé tich (néu nop ho so theo hinh
thac truc tuyen).

-

BM.HT.X.23.02.doc

BM.HT.X.23.02

HO SO LUU:

Mau 01; 02, 03, 04 (néu c6); 06 luu tai BO phan Tiép nhan va Tra két qua
cua UBND cap xa. Mau 01, 05 Iuu theo ho so;

Ho so dau vao theo muc 2.3;

S6 cap ban sao Trich luc ho tich;

Phan mém https://hotichdientu.moj.gov.vn; Phan mem Hg thong thdng tin
giai quyét tha tuc hanh chinh tinh Ha Tinh.

Ho so dugc luu tai UBND cap x4, thoi gian luu trit S6 cap ban sao Trich luc ho tich
la vinh vién, con céc~giéy to khac thuc hién luu theo quy dinh cua Luat Ho tich va
cac van ban hudng dan thi hanh.

22. Ping ky két hon, xac nhan tinh trang hén nhan truc tuyén

KY HIEU QUY TRINH QT.HT.X.24

NOQI DUNG QUY TRINH

2.1

Piéu kién thuc hién TTHC:

- Viéc nop hd so dang ky két hon, xac nhan tinh trang hén nhan truc tuyén
trén Cong Dich vu cong quéc gia, Hé thong thong tin giai quyét thi tuc hanh
chinh tinh Ha Tinh chi duoc thuc hién véi diéu kién Cong dich vu céng/Hé
théng mot cira dién tir cua tinh d3 hoan thanh viéc két ndi, khai thac dir liéu
cong dan tir Co so dit liu qudc gia vé dan cu va két ndi, lién thong dir ligu
v6i Phan mém ding ky, quan 1y ho tich dién tir ding chung cua Bo Tu phap.
- Cong dan c6 yéu cau giai quyét thii tuc hanh chinh dang ky két hon, xac
nhan tinh trang hén nhan truc tuyén co tai khoan trén Céng dich vu céng
Qudc gia hozc tai khoan dinh danh dién tir mire d6 2 theo quy dinh cua Nghi
dinh $6 59/2022/NP-CP ngay 05/9/2022 cua Chinh phi quy dinh vé dinh
danh va xac thuc dién tu.

2.2

Cach thikc thuc hién TTHC:
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- Ngudi €6 yéu cau truy cap Céng Dich vu cdng Qubc gia
(https://dichvucong.gov.vn)/Hé thdng théng tin giai quyét tha tuc hanh chinh
tinh Ha Tinh (https://dichvucong.hatinh.gov.vn), dang ky tai khoan (néu chua
co tai khoan), xac thuc nguoi dung theo huéng dan, ding nhap vao hé théng

- Nguoi ¢o yéu cau lya chon co quan ding ky ho tich c6 tham quyén giai
quyét thu tuc dang ky két hon thuc hién quy trinh nop hd so: Pang ky két
hén, x4c nhan tinh trang hdn nhan truc tuyén.

- Ngudi €6 yéu cau cung cap thdng tin trén biéu miu dién tir twong tac dang
ky két hon, xac nhan tinh trang hon nhan (c6 miu kém theo); dinh kém ban
chup hoic ban sao dién tir cac giay to, tai liéu theo quy dinh; nop phi, 18 phi
thdng qua chirc ning thanh toan truc tuyén hoic bang cach thac khac theo
quy dinh phap luat, hoan tat viéc nop ho so.

A A A A, Ban Ban
2.3 | Thanh phan hé so, bao gom: chinh | sao
. | Biéu mau dién tir twong tac ding ky két hon, xac dinh tinh
X

trang hén nhan.

Nguoi ¢ yéu cau thuc hién viéc tai 18n ban chup céc gidy to
sau:

Ho chiéu hoic Chiing minh nhan dan hoic Thé can cudc
cong dan hoic cac gidy to khac co dan anh va thng tin ca
nhan do co quan c6 tham quyén cap, con gia tri st dung dé
chang minh vé nhan than cta nguoi c6 yéu cau. Truong hop | X
c4c théng tin ca nhan trong cac giy to nay da c6 trong Co
so dir lieu Qudc gia vé dan cu, Co so dit liéu Ho tich dién ti,
duogc hé théng dién tu dong thi khdng phai tai 1én;

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

Gidy to c6 gia tri ching minh théng tin vé cu tri trong
truong hop co quan quan Iy Co so di liéu ho tich dién tu
khdng thé khai thac duoc théng tin vé noi cu tri cta cong
dan theo cac phuong thuc quy dinh tai khoan 2 Diéu 14
Nghi dinh sé 104/2022/ND-CP ngay 21/12/2022 ciia Chinh X
pht. Truong hop cac thdng tin vé gidy to ching minh noi
cu tri da duoc khai thac tir Co so dir liéu qudc gia vé dan
cu bang cac phuong thirc ndy thi nguoi c6 yéu cau khong
phai tai 1én.

Trich luc ghi cha ly hon ddi véi truong hop coéng dan Viét
Nam déng ky thuong trd tai dia ban xa lam thu tuc dang ky
két hon, da dugc gia quyet viéc ly hon, huy viéc két hon
trude d6 tai co quan c6 tham quyén nudc ngoai.

* Lwu y khi ndp hd so:
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+ Ban chup cac gidy to giri kém theo ho so tryc tuyén phai bao dam rd nét,
day du, toan ven vé ndi dung, la ban chup bang may anh, dién thoai hodc
dugc chup, dugc quét bang thiét bi dién tu, tur glay to duoc cap hop 1€, con
gia tri st dung; néu 1a gidy to do co quan c6 tham quyén nudc ngoai cap thi
phai duoc hop phép hoéa lanh sy, dich sang tiéng Viét theo quy dinh, trir
trudng hop duoc mién hop phap héa 1anh su.

+ Khi dén nhan két qua, hai bén nam, nix phai c6 mt, xuat trinh giay to tuy
than (ho chiéu, chitng minh nhan dan, thé can cudc cong dan hoac gidy to
khac c6 dan anh va thong tin c4 nhan do co quan c6 tham quyén cap, con gia
tri st dung) dé xac dinh dung nhan than.

2.4 | S6 lwong hd so: 01 bo.
Thoi han giai quyét:
- Piang ky két hon: Ngay trong ngay tiép nhan du hd so hop 1& (nhan ho so
o5 | SaU 15 gio ma khoéng giai quyét duoc ngay thi tra két qua trong ngay lam vigc
' tiép theo). Truong hop can phai xac minh diéu kién két hon cua hai bén nam,
nit thi thoi han giai quyét khéng qué 05 ngay 1am viéc.
- X&c nhan tinh trang hén nhan: Trong ngay lam viéc.
Pia diém tiép nhan hd so va tra két qua giai quyét TTHC:
g |- Nop hé so: Cong Dich vu cong Quéc gia/Hé thong théng tin giai quyét thi
' tuc hanh chinh tinh Ha Tinh.
- Nhan két qua: Bo phan TN&TKQ caa UBND cép xA.
Co quan thuc hién: UBND cip x3 noi cu tri ctia bén nam hozc bén nir.
,7 | Co quan ¢6 tham quyén quyét dinh: UBND cap x4.
" | Co quan dwoc iy quyén: Khong.
Co quan phdi hop: Co quan quan Iy Co sé dit liéu Quéc gia vé dan cu.
2.8 | Péi twong thuc hién TTHC: Cé4 nhan.
2.9 | Két qua giai quyét TTHC: Gidy chiing nhan két hon.
2.10 | Quy trinh xi ly cong viéc
TT Trinh tu Tr_aAch T_hm Biéu mavu/Ket
: nhiém gian qua
1. Tiép nhan hé so trén Cong Dich vu
cong Quoc gia
(https://dichvucong.gov.vn) hoac H¢ Mau 01; 02, 03
théng thong tin giai quyét thu tuc Céng chic | Gio (néu c6); 06 va
B1 | hanh chinh tinh Ha Tinh Tu phép - | hanh |H6 so  theo
(https://dichvucong.hatinh.gov.vn). Ho tich | chinh | muc 2.3
2. Cong chire Tu phap - HO tich kiem
tra ho so:
- Truong hop hd so chua day du, hop
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I¢: Gui thong bao qua thu dién tu
hogc tin nhan qua dién thoai di dong
cho ngudi yéu cau bo sung, hoan
thién h0 s0, néu rd loal giay to, noi
dung can bo sung dé ngudi ¢ yéu cau
bé sung, hoan thién. Truong hop
nguoi ¢6 yéu cau khoéng bd sung,
hoan thién duoc hd so thi gui thdng
bao tir chdi giai quyét ho so.

- Truong hop hd so day du, hop Ié thi
tiép nhan hd so, dong thoi giri Phiéu
hen, tra két qua qua thu dién tir hoac
tin nhin qua dién thoai di doéng cho
nguoi ¢ yéu cau, trong d6 néu rd thoi
gian tra két qua. Truong hop tiép
nhan hd so sau 15h00 ma khong thé
giai quyét duoc ngay thi gui Phiéu
hen, tra két qua qua thu dién tir hoac
tin nhan qua dién thoai di dong cho
ngudi ¢ yéu cau, trong d6 c6 néu 1o
thoi gian tra két qua trong ngay 1am
viéc tiép theo.

B2

Tham tra ho so:

- Truong hop hd so can bd sung, hoan
thién hodc khong du diéu kién giai
quyét, phai tir choi thi giri thong béo
qua thu dién tir hoic tin nhan qua dién

Mau 05;

thoai di dong cho nguoi c6 yéu cau. Cong C,huc 04 Vgn baAn xac
Tu phap - .| minh théng tin

- Truong hop can phai kiém tra, xac Ho tich ngay (néu c6).

minh lam r6 thi gui thong tin hen lai S

ngay tra két qua qua thu dién tir hoac

gui tin nhan qua dién thoai di dong

cho nguoi cd yéu cau. Thuc hién xac

minh thong tin.

Truong hop ho so di day du: Mau 05;

- Sur dung chtc ning trén Hé théng bé nghi UBND

kiém tra tinh trang hén nhéan cuaa cong cap ‘xé cd tham

dan (néu Co s& dix liéu ho tich dién tir | Cong churc quyén xac nhan

A A Fin A A A . 02 |3 :
c6 du thong tin cua cong dan). Tu phap - gio tinh trang hon
Ho tich nhan qua chuc

- Trudng hop nguoi yéu cau khong cu
tra trén dia ban cap xa, khong kiém tra
dugc tinh trang hén nhan caa cong dan
thi chuyén hd so xac nhan tinh trang

ning trén phan
mém ho tich
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hon nhan téi UBND cap xa c6 tham
quyen xac nhan tinh trang hén nhan.

B3

Cong chuc Tu phap - Ho tich cua
UBND cép x& cd tham quyén Xéc
nhan tinh trang hén nhan cd trach
nhiém tiép nhan hd so trén Hé théng,
kiém tra, xac minh théng tin tinh
trang hdn nhan cua cdng dan, hoan tat
tha tuc X&c nhan tinh trang hén nhan,
chuyén tra két qua la thong tin vé
Gidy xéac nhan tinh trang hon nhan (ky
$6), tinh trang hon nhan cua ngudi co
yéu cau cho UBND cap X3 noi tiép
nhan hd so dang ky két hon.

UBND cap
xa duoc dé
nghi

02
gio

Mau 05;
Thong tin vé
TTHN cua
ngudi cO Yéu
cau

B4

Sau khi c6 két qua xac minh/nhan
duoc két qua phan hdi vé tinh trang
hon nhan, truong hop hai bén nam ni
da diéu kién két hon, cong chic Tu
phap - Ho tich hoan tat quy trinh dang
ky két hon, ghi vao So ding ky két
hon, cap nhat thong tin dang ky két
hon trén Phan mém dang ky, quan ly
ho tich dién tir dung chung.

Cong chuc
Tu phap -
Ho tich

02
gio

Mau 05;
Dy thao Gidy
chung nhan ket
hon

B5

Cong chirc Tu phap-Ho tich in Gidy
chang nhan két hon, trinh Lanh dao
UBND cap xa ky.

Cong chac
Tu phap -
Ho tich

01
gio

Mau 05, 06;
Gidgy  ching
nhan két hon

B6

Tra két qua cho cé& nhan:

DPé nghi hai bén nam nit xuat trinh
gidy to tuy than (ho chiéu, chung
minh nhan dan, thé can cudc cong dan
hoic gidy to khéc co dan anh va théng
tin c4 nhan do co quan c6 tham quyén
cap, con gia tri str dung) dé xac dinh
dung nhan than, kiém tra thong tin
trén Gidy chang nhan két hon, trong
S6 dang ky két hon, khang dinh sy tu
nguyén két hon va ky S6 Pang ky két
hon, ky Gidy chang nhan két hén. Tra
mdi bén nam, nir 01 ban chinh Gidy
chuing nhan két hon.

Cong chuc
Tu phap -
Ho tich

Gio
hanh
chinh

Mau 01, 06;
Gidy  chung
nhan két hén

* Truong hop hd so khong xu ly dugc trong ngay lam viéc hogc trong ngay
lam viéc tiép theo (d6i vai ho so nhan sau 15 gio), trong ngay hen tra két qua,
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cong chirc Tu phap - Ho tich trinh Chu tich UBND cap x4 ky ban hanh phiéu

xin 16i va hen lai ngay tra két qua dé gui cho té chic, ca nhan.

* Truong hop hd so can xac minh néu qua han xu ly, trong thoi gian cham

nhat 01 ngay trudc ngay hét han xu ly, cdng chic Tu phép - Ho tich trinh

Chu tich UBND cap x& ky ban hanh phiéu xin 15i va hen lai ngay tra két qua

dé guri cho t6 chuc, ca nhan.

* Trong qué trinh giai quyét hd so ngudi c6 trach nhiém thuc hién can thuc

hién dong thoi céc thao téc tiép nhan/chuyénitra ho so, két qua giai quyét trén
phan mém: https://dichvucong.hatinh.gov.vn vai cac budc trong quy trinh.

BIEU MAU

Gidy tiép nhan ho so va hen tra két qua

Mau 01

EH

M&u 01.docx

Phiéu yéu cau bo sung hoan thién ho so

Mau 02

@H

M3u 02.docx

Phiéu tir chéi tiép nhan giai quyét hd so

Mau 03

@H

Mau 03.docx

Phiéu xin 15i va hen lai ngay tra két qua

Mau 04

EH

M3u 04.docx

Phiéu kiém soét qué trinh giai quyét ho so

Mau 05

EH

M3&u 05.docx

S6 theo ddi ho so

Mau 06

@H

M3u 06.docx

HO SO LUU:;

Mau 01; 02, 03, 04 (néu co); 06 luu tai Bo phan TN&TKQ cia UBND cap

x4. Mau 01, 05 luu theo hd so;

Ho so dau vao theo muc 2.3;
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- | Gidy to thé hién tinh trang hon nhan caa ngudi c6 yéu cau;

- | S Diang ky két hon;

Phan mém Hé thong thong tin giai quyét thu tuc hanh chinh tinh Ha Tinh;
Phan mém https://hotich.moj.gov.vn.

Ho so duoc luu tai UBND cap x4, thoi gian luu trit hd so dang ky két hon va xac
nhan tinh trang hon nhan thuc hién luu theo quy dinh cta Luat Ho tich va cac van
ban hudng dan thi hanh.
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II. LINH VU'C NUOI CON NUOI

1. Pang ky viéc nuéi con nuéi trong nwéc

KY HIEU QUY TRINH QT.NCN.X.01

NQI DUNG QUY TRINH

2.1

biéu kién thuc hién TTHC:

* Nguwdi nhan con nudi phai cé da diéu kién sau:
- C6 nang luc hanh vi dan su day du;
- Hon con nudi tir 20 tudi tré 1én - khong 4ap dung d6i véi truong hop cha

duong nhan con riéng cua vo, me ké nhan con riéng cua chong lam con nudi
hoac ¢, cau, di, cha bac ruot nhan chau lam con nubi;

- Co diéu kién vé strc khoe, kinh té, chd & bao dam viéc chiam séc, nudi dudng,
gido duc con nudi - khéng ap dung d6i véi truong hop cha duong nhan con
riéng cua vo, me ké nhan con riéng cua chong lam con nudi hoic cd, cau, di,
chu bac ruét nhan chau lam con nubi;

- C6 tur cach dao duc tét.

* Cac trwong hop khong dwec nhan con nudi

- Pang bi han ché mot s6 quyén caa cha, me d6i voi con chura thanh nién;

- Pang chap hanh quyét dinh xt Iy hanh chinh tai co s& gido duc, co s chira bénh;
- Pang chap hanh hinh phat t0;

- Chua duoc x6a an tich vé mot trong céc toi ¢6 y xam pham tinh mang, stc
khoé, nhan phflm, danh du cua nguoi khac; nguoc dai hoac hanh Fla ong ba,
cha me, vg chong, con, chdu, nguoi c6 cong nudi dudng minh; du do, ép budc
hodc chtra chap nguoi chua thanh nién vi pham phap lut; mua bén, danh tréo,
chiém doat tré em.

* Tré em dwoc nhgn lam con nubi phdi cé dii cdc diéu kién sau:

- La tré em dudi 16 tudi; néu tré em thudc truong hop dugc cha dugng, me ké,
cd, cau, di, chd, bac rudt nhan 1am con nuoi thi dén dudi 18 tudi;

- Tré em bi bo roi, tré em mé cdi ca cha va me, tré em khong noi nwong tua;

- Mot ngu:(‘)’i chi duoc lam con cta mot nguoi doc than hoac cua ca hai nguoi
la vg chong.

2.2

Cach thirc thuc hign TTHC:

- Nguoi nhdn con nudi thyec hién nép ho so truec tiép tai Bé phdn tiép nhdn va
tra két qud ciia UBND cap X&;

- Guri 6 so qua Dich vy buu chinh cdng ich;

- Nép hé so truc tuyén trén Cong Dich vu cdng Quéc gia
(https://dichvucong.gov.vn) hogc Hé thang théng tin gigi quyét thi tuc hanh
chinh tinh Ha Tinh (https://dichvucong.hatinh.gov.vn).
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\ A A A Ban Ban
2.3 | Thanh phan hé so, bao gom: )
chinh | sao
* Hé so ciia ngwoi nhan con nudi:
- | Pon xin nhén con nuoi trong nudc; X
| Bansao Ho chiéu, Chang minh nhan dan hoic gidy to c6 gia %
tri thay the;
- | Phiéu Iy lich tw phdp s6 1; X
Vian ban xac nhan tinh trang hon nhan:
+ Truong hop ngudi nhan con nudi la cap vo chéng nhan con X
nuoi: Giay chirng nhan két hon;
+ Truong hop nguoi nhan con nuoi l1a nguoi doc than nhan
con nuodi: Giay xac nhan tinh trang hén nhan (duoc cap chua X
qua 06 thang tinh dén ngay nop ho so);
Gidy kham stic khoe do co sd y té cap huyén trd 1én cap (trur
truong hop cha dugng nhan con riéng cua vg, me ké nhan con X
riéng caa chong lam con nudi hoac co, cau, di, chu, bac ruot
nhan chau lam con nudi);
Vin ban xac nhan hoan canh gia dinh, tinh trang chd ¢, diéu
kiégn kinh t¢ do UBND cap xa noi nguoi nhan con nuoi
- | thuong tra cap, trir truong hop cha duong nhan con riéng cua X
vo, me ké nhan con riéng caa chong lam con nudi hoac ¢,
cau, di, chad, bac ruét nhan chau lam con nubi;
Pon dang ky nhu cdu nhdn tré em lam con nudi (déi V6i
truong hop nguoi nhan con nudi cd nguyén vong va du diéu «
kién nhan con nuoi theo quy dinh nhung chwa tim dwoC tré em
dé nhan lam con nudi).
* Ho so' clia nguwoi dwoc nhan [am con nudi:
- | Gidy khai sinh; X
Gidy kham suc khoe do co quan y té cAp huyén tro 1én cap
- X . . , A \ A X X
(duoc cap chua qua 06 thang tinh dén ngay nop ho so);
- | Hai anh toan than, nhin thang chup khong qué 06 thang; X
Bién ban xac nhan do Uy ban nhan dan hoic Cong an cip xa
noi phat hién tré bi bo roi 1ap doi vai tré em bi bé roi; Giay
churng tr caa cha dé, me dé hoac quyét dinh cua Toa an tuyén X

bo cha dé, me dé cua tré em 1a da chét doi véi tré em mo coi;
quyet dinh cua Toa an tuyén bo cha dé, me dé cua nguoi duoc
gioi thiéu lam con nudi mat tich doi véi nguoi dugc gidi thiéu
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1am con nudi ma cha dé, me dé mat tich; quyét dinh cua Toa
an tuyén b cha dé, me dé cua nguoi dugc gidi thiéu 1am con
nudi mat nang lyc hanh vi dan sy dbi véi ngudi duoc gidi
thiéu 1am con nudi ma cha dé, me dé mat nang luc hanh vi
dan su;

Quyét dinh tiép nhan dbi véi tré em ¢ co sd nudi dudng. X

Luuy:

*) Truong hop phai chirmg minh noi cu tra cia cdng dan, can bg, cong chic,
vién chirc, c4 nhan duoc giao trach nhiém tiép nhan, giai quyét phai khai thac,
st dung thong tin vé cu tri ctia cong dan trong Co sé dir lidu quéc gia vé dan
cu theo cac phuong thirc néu tai khoan 2 Diéu 14 Nghi dinh s6 104/2022/ND-
CP ngay 21/12/2022 cua Chinh phu.

Truong hop khong thé khai thac dugc thong tin cu tri ctia céng dan theo céc
phuong thirc trén thi ¢é thé yéu cau ngudi nhan con nudi nop ban sao hoic
Xuat trinh mot trong cac giay to chung minh théng tin vé cu tra, bao gom: Thé
can cudc cong dan; Chirng minh nhan dan; Gidy xac nhan thong tin vé cu tru,
Gidy thong bao sb dinh danh ca nhan va thong tin cong dan trong Co s& dir
liu quéc gia vé dan cu.

Céc truong hop phai chitng minh noi cu tra cua cdng dan bao gom:

- Khi ngudi nhan con nudi dé nghi UBND cap xa cap Vian ban xac nhan hoan
canh gia dinh, tinh trang chd ¢, diéu kién kinh té;

- Khi nop ho so tai UBND cap x4, can ching minh noi nguoi dugc nhan lam
con nudi thudng trd trong truong hop tré em mo coi khong cé ngudi nudi
dudng hoac tré em co cha me d¢, nguoi than thich nhung khong c6 kha nang
nuoi dudng dugc nhan lam con nudi;

- Khi nop hd so tai UBND cap x&, can chirmg minh noi cu trai ctia ngudi nhan
con nudi hoac cia nguoi duoc Nhan Iam con nudi trong truong hop cha dugng
hoic me ké nhan con riéng cua vo hoic chong 1am con nudi; ¢, cau, di, cha,
bac rugt nhan chau lam con nudi.

*) Truong hop nguoi nhan con nudi ngp Phleu ly lich tw phdp dién tir, Uy ban
nhan dan cdp xa noi 6 tham quyen gidi quyét viéc nubi con nudi tra ciru diroc
thong tin, da lidu vé nhan than, Ve tinh trang hdn nhan cua nguwoi nhan con
nudi tir Co s¢ dir lidu quac gia vé dan cu, co so di ligu chuyén nganh thi
ngwoi nhan con nudi khdng phdi ngp ban gidy cua bdn sao Hé chiéu, Gidy
chizng minh nhan dan hodc gidy to cé gia tri thay thé; Phiéu Iy lich tw phdp va
Van ban xac nhgn tinh trang hdn nhan.

Két qud tra ciu duroc Uy ban nhan dan cdp xa heu trit dudi dang dién ti hogc
ban glay, phdn dnh day du, chinh xac thdng tin tgi thoi diém tra ciru va dinh
kém hoé so ciia ngiroi nhdn con nudi.

Péi véi Van ban xdc nhdn hoan canh gia dinh, tinh trang cho &, diéu kién kinh té
cua nguoi nhan con nuoi: Truwong hop nguoi nhan con nuoi co noi thuong tri va
noi & hién tai khdc nhau, Uy ban nhdn déin cdp xd noi nguoi nhdn con nudi
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thwong trii triee tiép xdc minh hodc c¢é van ban dé nghi Uy ban nhdn dén cap xa
noi o hién tai cua nguoi nhdn con nuoi thuc hién xac minh, danh gia hoan canh
gia dinh, tinh trang ché 6, diéu kién kinh té ciia nguoi nhdn con nuéi.

Gidy to ¢6 trong hé so ciia nguoi nhdn con nudi va nguoi dwoc nhdn lam con
nudi do co quan, té chire, nguoi c6 tham quyén ldp, cdp, xac nhdn ma bj tay
x04, stra chira 1am sai léch ngi dung hodc thong tin trong cdc van ban, gidy to
duwoc khai khéng diing suw that thi khéng cé gia tri sir dung. Nguwoi thuc hién
hanh vi tdy xo04, sia chira 1am sai léch ngi dung hogc khai thong tin khdng
dung suw that bi xa 1y vi pham theo quy dinh phap ludt.

2.4

S6 lwong hd so: 01 bo ddi véi ting loai hd so ciia ngudi nhan con nudi va hd
so cua nguoi dugc nhan lam con nudi.

2.5

Thoi han giai quyét:

- Thoi gian xdc minh, danh gid hoan cdnh gia dinh, tinh trang ché 6, diéu kién
kinh té ciia ngwoi nhdn nudi: Truong hop ngwoi nhdn con nudi ¢é noi thirong
tru va noi o hi¢n tqi khac nhau, trong 02 ngay lam viéc ke tir ngay nhdn duoc
dé nghi ciia nguwoi nhdn con nuoi, Uy ban nhén dén cdp xa noi nguoi nhdn
con nuédi thuong trii truec tiép xdc minh trong 05 ngay lam viéc hodc ¢6 vain
ban dé nghi Uy ban nhan dan cdp xd noi 0 hién tqi cua nguoi nhdn nuoi thuc
hién xdc minh, danh gia hoan canh gia dinh, trinh trang ché ¢, diéu kién kinh
té ciia nguwoi nhdn nudi. Trong thoi gian 05 ngay lam viéc, ké tir ngay nhdn
dwoc van ban dé nghi, Uy ban nhdn dan cdp xa noi ¢ hién tai ciia ngwoi nhdn
con nuoi thyc hién xac minh, danh gia theo noi dung Van ban xdac nhdn hoan
canh gia dinh, tinh trang ché ¢, diéu kién kinh té ciia ngwoi nhdn con nudi va
6 van ban théng bdo két qua danh gid cho Uy ban nhdn dan cdp xd noi nguoi
nhdn con nuoi thuong tru.

- Thoi gian kiém tra ho so va lay y kién: 10 ngay, ké tir ngay nhan du ho so
hop I¢;

- Thoi gian nhimg ngudi lién quan thay d6i y kién dong y vé viéc cho tré em
lam con nudi: 15 ngay ké tir ngay duoc lay y kién;

- Thoi gian té chite déing ky viéc nudi con nudi va té chizc giao nhdn con nudi,
Ghi vao sé dang ky viéc nudi con nudi va trao Gidy ching nhdn nudi con nudi
trong niréc cho bén giao va bén nhan: 05 ngay, ké tir ngay hét han thay doi y
Kién dong y.

2.6

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

- B6 phan Tiép nhan va Tra két qua caa UBND cép xA.

- Hé thong thong tin giai quyét thu tuc hanh chinh tinh Ha Tinh (chi tiép nhan
ho so): https://dichvucong.hatinh.gov.vn hoac Cong Dich vu céng Quoc gia
https://dichvucong.gov.vn.

2.7

Co quan c6 tham quyén quyét dinh: Uy ban nhan dan cap xa.
Co quan truc tiép thuc hién thi tuc TTHC: Uy ban nhan dan cap xa.
Co quan phdi hop:
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- Uy ban nhéan dan cap xi noi thuong trd cia ngudi nhan con nudi (d6i VA
trrong hop noi thuong trd cta nguoi dugc nhan con nudi va cta nguoi nhan
con nudi khac nhau, nguoi nhan con nudi nép hd so ding ky nudi con nudi tai
Uy ban nhan dan cap x4 noi thudng tri ciia nguoi dugc nhan 1am con nudi).

- Uy ban nhan dan cap x4 noi cu tra ctia ngudi nhan con nudi 1a cha duong/me
ké hoac ¢, cau, di, chd, bac rudt cua ngudi duoc nhin 1am con nudi (ddi voi
trrong hop noi cu tra cia nguoi dugc nhan lam con nudi va caa nguoi nhan
con nudi khac nhau, ngudi nhan con nudi nop hd so dang ky nudi con nudi tai
Uy ban nhan dan cip x3 noi cu tra cua ngudi dugc nhan 1am con nudi) va
nguoc lai.

- Uy ban nhén dan cdp xd noi ¢ hién tai ciia nguoi dwoc nhdn con nudi (d6i voi
truong hop nguoi nhdn con nuoi co noi thuwong tru va noi o hién tai khac nhau).

Poi twong thwc hién TTHC: Cong dan Viét Nam thuong trd ¢ Viét Nam

2.8 nhan tré em thuong trd ¢ Viét Nam lam con nuoi.

Két qua giai quyét TTHC:
2.9 | - Ho so du diéu kién: Gidy ching nhan nudi con nudi trong nudc.

- Ho so khong dua diéu kién: Van ban thong bao khong da diéu kién nudi con nudi.
2.10 | Quy trinh xw ly cong viéc
TT Trinh ty Trach | Thoi | Bieu

: nhiém gian | mau/Ket qua

- Truong hop cong déan Viét Nam cé

nguyén vong va du diéu kién nhan con

nuoi theo quy dinh cua Luat Nudi con

nudl nhung chua tim dugc tré em dé

nhan lam con nuoéi thi dang ky nhu cau

nhan con nudi véi So Tu phap noi

nguoi do thuong tru.

- Tim gia dinh thay thé cho tré em: Nguoi

+) Truong hop tré em bi bo roi, tré em | nhan con

mo coi ca cha va me, tré em khong noi | nubi: S¢ Hd so theo
Bl nuwong twa dang dwoc cd nhan, gia dinh, | Ty phap; muc 2.3

t6 chirc tam thoi nudi dudng hodc cham | JBND
soc thay thé theo quy dinh cua phap | cp xa
luat, Uy ban nhdn dan cap xd dinh ky ra
soat, danh gida viéc tré em can dwoc
nhdn lam con nuéi. Néu cé céng dan
Viét Nam thuong tri o trong nucc nhan
tré em lam con nudi, Uy ban nhan dan
cap xa xem xet giai quyet hodac hu"ong
dan gidi quyét viéc nudi con nuéi. Néu
khong co cong dan Viét Nam thuong tru
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0 trong nuwoc nhdn tré em lam con nuoi,
Uy ban nhdn déan cdp xd ¢é van bdn
kém theo hé so tré em givi S6 Tu phdp
dé tim nguwoi nhan tré em lam con nudi,
dong thoi bdo cdo Uy ban nhan dén cdp
huyén dé biét.

+) Truong hop tré em bi bo roi, tré em
moé cdi ca cha va me, tré em khong noi
nuong tua song & co' sé nudi duéng, co
s6 nudi dwéng danh gid viéc tré em can
dwoc nhan lam con nuoi, lap hé so tré
em, xin y kién S¢ Y té déi VOi co SO
thugc trach nhiem quan Iy cdp tinh hodc
Uy ban nhan déan cap huyén doi voi co
SG thuéc trach nhiém qudn 1y cdp
huyén. S¢' Y té va Uy ban nhan dan cdp
huyén cé y kién givi S6 Tw phdp kem
theo hé so tré em dé théng bdo tim
nguoi nhdn con nuoi.

- Khi tiép nhdn hé so tré em, néu cé
cong dan Viét Nam thuwong tra o trong
nuée ding ky nhu cau nhan con nuéi,
S¢ Tw phdap kiém tra dieu kién cua
nguol nhdn con nudi truoc khi giao 01
bé hé so tré em cho ngwoi nhdn con
nudi va giadi thiéu nguwoi nhagn con nudi
d@én Uy ban nhan dan cap xa noi cd
tham quyen gidgi quyét viéc nudi con
nudi dé xem xét, gidi quyét.

Truong hop khong co cong dan Viét
Nam thwong tru o trong nudc dang ky
nhu cdu nhdn con nudi, S¢ Tw phdp
thong bao tim nguoi nhdan tré em lam
con nuoi.

+) Trong thoi han thong bao trén pham
Vi cdp tinh, néu cé cong dan Viét Nam
thuwong tra ¢ trong nudc dang ky nhu
cau nhan con nudi, S¢ Tw phdp kiém
tra diéu kién ciia nguwoi nhdn con nudi
trieéc khi giao 01 b hé so tré em cho
nguoi nhan con nudi va gioi thiéu
nguol Nhan con nudi dén Uy ban nhan
dan Cap xd noi ¢é tham quyen giai
quyet Viéc nudi con nudi dé xem Xét,
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gidi quyet.

Hét thoi han théng béo cdp tinh, néu
khdng c6 cbng dan Viét Nam thwong
trd ¢ trong nuwoc nhdn tré em lam con
nubi, So Tw phdp gii danh sach tré em
cho B Tw phdp dé thong bao tim
nguroi nh@n con nuoi.

Bo Tw phap thong bao tim nguoi nhan
con nuoi. Trong thoi han thong bao trén
pham vi toan quoc, néu cong din Viét
Nam thuong tru o trong nuoc co nguyén
vong va du diéu kién nhdn tré em lam con
nuoi thi lien hé voi So Tu phap.

B2

- Nguoi nhan con nudi nop hod so cua
minh va cua nguoi dugc nhan lam con
nudi tai Uy ban nhan dan cap xa.

+) Boi véi truong hop tré em mo coi
khong c¢6 nguoi nuéi dudng hoac tré em
cé cha me dé, nguoi than thich nhung
khong cd kha nang nuéi dudng duogc
nhan 1am con nudi: nop hd so cho Uy
ban nhan dan cip xi noi ngudi duoc
nhan lam con nudi thuong tra;

+) Péi véi truong hop cha duong hoic
me ké nhan con riéng cua vo hoaic
chong lam con nudi; co, cau, di, chq,
bac ruot nhan chau lam con nubi: nop
ho so cho Uy ban nhan dan cap xa noi
cu tru cua nguoi nhan con nubi hoac
cta ngudi dugc nhan lam con nubi;

+) Bdi véi trudong hop tré em bi bo roi
chua chuyén vao co sé nudi dudng
duoc nhan 1am con nudi: nép hd so cho
Uy ban nhan dan cip xi noi 1ap bién
ban xac nhan tinh trang tré em bi bo roi;
+) Pdi vé6i truong hop tré em & co so
nudi dudng dugc nhan lam con nuoi:
nop hd so cho Uy ban nhan dan cap xa
noi c6 try SO cua co sé nudi dudng.

Nguoi
nhan con
nuoi

Gio
hanh
chinh

Hd so theo
muc 2.3

B3

1. Tiép nhan ho so
Tiép nhan hd so truc tiép tir c& nhan
hoac trén Cong Dich vu cong Quoc gia

Cong
chac Tu
phap - HO

Gio
hanh
chinh

Mau 01, 02,
03 (neu co);
06 va HO so
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(https://dichvucong.gov.vn) hoac Hé tich theo muc 2.3
théng théng tin giai quyét tha tuc hanh
chinh tinh Ha Tinh
(https://dichvucong.hatinh.gov.vn).
2. Cong chirc Tu phap - Ho tich kiém
tra ho so:
- Truong hop hé so chua day du, hop 18
Huéng dan ngudi ndp hd so bd sung,
hoan thién theo quy dinh, néu khdng b
sung hoan thién duoc thi tir chéi tiép
nhan hd so.
- Truong hop ho so day du, hop 18 thi
tiép nhan ho so.
cong Mau 05 va Hb
Kiém tra, xem xét ho so va lay y kién | chic Tu . |so kém theo
B2 , N iz iA . A 110N0aY | oin s 14, -
cua nhitng nguoi co lién quan. phap - HO Bién ban lay y
tich kién
Nhiing ngudi lién quan thay do6i y kién
déng y Vvé viéc cho tré em lam con nudi 15 ngay | Van ban thay
(neu co) Nhin ket |doi y kién
g3 | Luu ¥: Hét thoi han 15 ngay lam viéc ngudi ”gén ngay |dong y Ve
ké tir ngay duoc lay y kién dong v, quan dugc | viéc cho tré
nhimg nguoi lién quan khong dugc layy |em lam con
thay d6i y kién vé viéc cho tré em lam kien | nudi (néu co).
con nuoi.
Sau khi hét thoi han 1dy y kién, néu hd Mau 05, Dy
so du didu kién thi tién hanh dang ky thao  Giay
nudi con nudi, in du thao Gidy chung |  Cang ching  nhan
nhan nudi con nudi; chite Tu _ | huor con nuol
B4 | Néu khong di didu kien: Du thao Van | phap - Ho | O+ "9 hho?c Van E‘i‘”
ban thong béo khong dii didu kien nudi | tich }(hopg _ bao
con nudi. hong du diéu
. Kién nhan
Trinh 1anh dao UBND cap xa. nudi con nuoi.
Mau 05; Giay
chung nhan
, , Lanh dao nudi con nuoi
Ky du thao két qua giai quyét tha tuc i .. | hodac Van ban
B5 . . UBND 06 gio o .
hanh chinh cip X thong bao
khong du dieu
kién nhan

nudi con nuoi.
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Mau 05, 06;
Gidy chung
nhan nudi con
g | Phit hnh van ban va chuyén két qua chcagr{?an 02 gior Vin hﬁiﬁ
cho cdng chac Tu phap - Ho tich. . . .
phong thong béo
khong du diéu
kién nhan
nudi con nuoi.
Tra két qua:
- Truwong hop cap Gidy chieng nhdn
nudi con nudi thi té chizc giao nhdn Cong
con nudi, ghi vao Sé dang ky nuéi con | chic Tu
nudi va trao Gidy chizng nhdn nudi con | phap - Ho
nuoi trong nuoc tai try s¢ UBND Cdp tich; Cha,
xd noi dang ky viéc nudi con nudi voi | me nuoi, Mau 01, 06;
sy ¢6 mat cua cha, me nudi, cha, me| cha, me Giéy chang
de, nguoi giam hg hodc dai dién co so | dé, nguoi . nhan nudi con
ae . . 1 A Gio e X 1
nuoi duong va nguoi duoc nhgn lam| gidmho X nuodi/ Van ban
B7 hy . A R hanh A .
con nuoi. Truong hop cha, me nudi | hoac dai chinh thong bao
hogac cha, me dé cua tré em ma mot | dién co s& khong du diéu
trong hai nguoi Vi ly do khach quan nuoi kién nhan
khong thé ¢ mdt tgi budi giao nhdn | dudng va nudi con nuoi.
con nubi thi phdi c6 @y quyén cho| nguoi
nguroi Kia. duoc nhan
- Tra van ban thong bao khong du diéu | lam con
kién nhan nudi con nudi néu khong ¢a|  NUOI
diéu kién cap Giay chung nhan nudi
con nuoi.
* Truong hop hd so qua han xu ly, trong thoi gian cham nhat 01 ngay truéc ngay
hét han xt ly, cong chace Tu phap - Ho tich trinh Cha tich UBND cap xa ky ban
hanh phiéu xin 16i va hen lai ngay tra két qua dé giri cho t6 chic, ca nhan.
* Trong quéa trinh giai quyét hd so nguoi co trach nhiém thyc hién can thuc
hién dong thoi cac thao tac tiép nhan/chuyén/tra hd so, két qua giai quyét trén
phan mém: https://dichvucong.hatinh.gov.vn véi cac buéc trong quy trinh.
3 | BIEU MAU
Gidy tiép nhan ho so va hen tra két qua
Mau 01 ]
Mau 01.docx
Mau 02 Phiéu y&u cau bé sung hoan thién hé so
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@H

Mau 02.docx

Phiéu tir chéi tiép nhan giai quyét hd so

Mau 03 IEH

Mau 03.docx

Phiéu xin 13i va hen lai ngay tra két qua

Mau 04 IED

Mau 04.docx

Phiéu kiém soat qué trinh giai quyét hd so

Mau 05 IEH

Mau 05.docx

S6 theo ddi ho so

Mau 06 IED

Mau 06.docx

[
-

SM.NCN.X.0L.01 BM.NCN.
Pon xin nhan con nudi  *0101doc

Biéu mau dién tur twong tac Pang ky viéc nubi con nudi
trong nudc
BM.NCN.X.01.02 -'“-‘3

BM.NCN.X.01.02.do
c

Van ban xac nhan hoan canh gia dinh cua nguoi nhan
con nuoi
BM.NCN.X.01.03 E-'E

BM.NCN.X.01.03.do
C

Pon ding ky nhu cau nhan tré em lam con nudi
BM.NCN.X.01.04 ﬁ}

BM.NCN.X.01.04.do
c

HO SO LUU:;

Mau 01; 02, 03, 04 (néu c6); 06 luu tai Bo phan Tiép nhan va Tra két qua cua
UBND cép x&. Mau 01, 05 luu theo hd so;
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Ho so dau vao theo muc 2.3;

S6 dang ky nudi con nudi;

Bién ban lay y kién;

Vin ban thay d6i y kién dong y vé viéc cho tré em 1am con nuéi (néu co).

Vin ban thong bao khong du diéu kién nudi con nudi (néu co);

Phan mém https://hotichdientu.moj.gov.vn; Hé thdng théng tin giai quyét tha
tuc hanh chinh tinh Ha Tinh.

Ho so dugc luu tai UBND cap x4, thoi gian luu trir S6 ding ky nudi con nudi 1a vinh
vien, con céc giay to khac thuc hién luu theo quy dinh caa Luat Nudi con nudi va cac
van ban hudng dan thi hanh.

2. Pang Ky lai viéc nudi con nuéi trong nwéc

1 | KY HIEU QUY TRINH QT.NCN.X.02
2 NOI DUNG QUY TRINH
2.1 | Pieu kién thuc hién TTHC:
- Viéc nudi con nudi d& dugc dang ky nhung ca S6 ho tich va ban chinh gidy
to dang ky nuoi con nudi bi mat hoac hu hong khong sir dung duoc;
- Ca cha, me nudi va con nudi déu con séng vao thoi diém yéu cau dang ky lai.
2.2 | Cach thirc thyc hign TTHC:
- Nguoi yéu cau ngp ho so truc tiép tai BS phdn tiép nhan va tra két qua cua
UBND cap xa;
- Guri 6 so qua Dich vy buu chinh céng ich;
- Ngp ho so truc tuyen trén Cong Dich vy céng Quoc gia
(https://dichvucong.gov.vn) hogac Hé thong théng tin giai quyét thu tuc hanh
chinh tinh Ha Tinh (https://dichvucong.hatinh.gov.vn).
\ A A AL Ban Ban
2.3 | Thanh phan hé so, bao gom: chinh | sao
T khai dang ky lai viéc nudi con nudi. To khai phai c6 cam
doan clia ngudi yeu cau dang ky lai ve tinh trung thyuc cua viéc
dang ky nuoi con nuéi truedc do6 va co chir ky cua it nhat hai
| nguoi lam ching. «

Luu y: Khi nop hd so, truong hop phai chimg minh noi thuong
tra caa cha me nudi va con nudi, can bg, cdng chic, vién chuc,
c4 nhan duoc giao trach nhiém tiép nhan, giai quyét hod so phai
khai thac, sir dung théng tin vé cu tra ctia cong dan trong Co s&
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dir liéu quoc gia vé dan cu theo cic phuong thirc néu tai khoan
2 biéu 14 Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cua
Chinh phu.

Truong hop khong thé khai thac dugc thong tin cu tri cua cdng
dan theo cac phuong thuc trén thi co thé yéu cau ngudi nop ho
so nop ban sao hoac Xuat trinh mot trong cac gidy to chtng
minh théng tin vé cu tra, bao gdm: Thé cin cudc cdng dan;
Chting minh nhan dan; Giéy xé&c nhan théng tin vé cu tra, Giéy
thong bao s6 dinh danh c& nhan va thong tin cong dan trong Co
s& dir liéu quéc gia vé dan cu.

2.4 | S6 lwong hd so: 01 bo.
o5 | Thoi han giai quyét: Trong thoi han 05 ngay lam viéc, ké tir ngay nhan da ho
' so hop I¢€.
Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
- B6 phan Tiép nhan va Tra két qua caa UBND cap xA.

2.6 |- Cong Dich vy cong Qudc gia (https://dichvucong.gov.vn) hodc Hé thong
thdng tin giai quyét thu tuc hanh chinh tinh Ha Tinh
(https://dichvucong.hatinh.gov.vn).

Co quan thyc hién: Uy ban nhan dan cap x4 noi cha me nuéi va con nudi
thuong trd hoac Uy ban nhan dan cap xa noi da dang ky viéc nudi con nudi
trude day.

2.7 | Co quan ¢6 thdm quydn quyét dinh: Uy ban nhan dén cip xa.

Co quan dwoc iy quyén: Khong.
Co quan phdi hop: Khong.

2.8 | Poi twong thuc hién TTHC: Ca nhan cd yéu cau dang ky lai viéc nudi con nubi.
Két qua giai quyét TTHC:

59 |- Ho so du diéu kién: Giay chiing nhan nudi con nudi trong nudc.

" |- Ho so khong du diéu kién: Van ban thong bao khong du diéu kién dang ky
lai viéc nudi con nudi.

2.10 | Quy trinh xi ly cong viéc

Trach B iéu £

TT Trinh tw C Thoi gian | mau/Két

‘ nhiém .

: qua
1. Tiép nhan ho so Mau 01; 02,
Tiép nhan hd so tryc tiép tir ca nhan Cong chic 03 (neu co);
hoic trén Cong Dich vu cong Quoc . Gio hanh | 06 va Ho so

Bl . . ~_ | Tuphap - . h
gia (https://dichvucong.gov.vn) hoac Ho tich chinh |theo  muc
Hé thdng thong tin giai quyét thu tuc o 2.3
hanh chinh tinh Ha Tinh
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(https://dichvucong.hatinh.gov.vn).

2. Cong chic Tu phap - Ho tich kiém
tra hd so

- Truong hop hé so chua day da, hop
1&: Huéng dan nguoi nop hd so bd
sung, hoan thién theo quy dinh, néu
khéng bo sung hoan thién duoc thi tir
chéi tiép nhan ho so.

- Trudong hop hd so day du, hop 1é thi
tiép nhan hd so.

Luu y: Giai thich 16 cho nguoi c0 yéu
cau dang ky lai viéc nudi con nudi veé
trach nhiém, hé qua phép ly cua viéc
cam doan khong dung su that. Truong
hop ¢6 co s xac dinh ndi dung cam
doan khong dung sy that, UBND cap
X4 tir chdi dang ky lai viéc nudi con
nudi hoic dé nghi co quan cé tham
quyén hay bo két qua ding ky lai viéc
nudi con nudi.

Kiém tra, xem xét ho so:
Néu du diéu kién thi vao So6 ding ky
nubi con nudi; Nhap di liéu vao phan

Mau 05 va
Ho so kém
theo; Du
thao  Gidy
chung nhan

mém ho tich, in du thao Gidy chang Cong chirc nuol hcczn
B2 | nhan nudi con nubi; Tu phép - 04 ngay nlfo' g?c
Néu khong di diéu kign: Dy thao Van | HO tich hona bao
ban thong bao khong du diéu kién kh()ngg du
dang ky lai viéc nudi con nuoi; didu  kien
Trinh lanh dao UBND cép Xa. ding ky lai
viéc  nudi

con nuoi
Mau  05;
Gidy ching
nhan  nudi

anh chinh ~ . N
xa ban théng
bdo khong
da  diéu
Kién dang
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ky lai nu0i
con nuoi

Méu 05, 06;
Giay chung

nhan  nudi
o con  nuoi
Phat hanh van ban va chuyen ket qua Cona chic hoic  van
B4 | cho cong chirc Tu phap - HO tich dé | . g 02 gio | ban thong
. . A Van phong . N
tra cho cong dan. bao khong
du diéu
Kién dang
Ky lai nudi
con nuoi
Méu 01, 06;
Chuyén ngudi dan ky S va tra két qua. Sr::%’ Chr:’lfj%%
Ban chinh Gidy chitng nhdn nudi con con  nudi
nudi trong nuoc dwoc Qui cho nguoi Co . < »
A A i ; ongchac | ~.. . ho
B5 | YU cau dding ky lai qua hé thong buu | 1, ghép ~ | Gio hanh béﬁc thgﬁg
chjnh hoac tra truc tiep tai UBND Ho tich chinh bao  khong
cap xa; Bam dien tu gui qua Kho T du didy
quan ly di liéu dign ti cua ca nhan kien dang
con nuoi
* Truong hop ho so qua han xir Iy, trong thoi gian cham nhét 01 ngay trudc ngay
het han xt ly, cdng chirc Tu phap - HY tich trinh Chu tich UBND cap xa ky ban
hanh phiéu xin 16i va hen lai ngay tra két qua dé gui cho t6 chuc, ca nhan.
* Trong qua trinh giai quyét ho so nguoi c6 trach nhiém thyc hién can thyc
hién dong thoi céac thao tac tiep nhan/chuyén/tra ho so, két qua giai quyét trén
phan mém: https://dichvucong.hatinh.gov.vn véi cac budc trong quy trinh.
3 | BIEU MAU
Gidy tiép nhan ho so va hen tra két qua
Mau 01 IEH
Mau 01.docx
Phiéu yéu cau bo sung hoan thién ho so
MAu 02 i)
Mau 02.docx
Mau 03 Phiéu tir chdi tiép nhan giai quyét ho so
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Mau 03.docx

Phiéu xin 15i va hen lai ngay tra két qua

Mau 04 bl

Mau 04.docx

Phiéu kiém soat qué trinh giai quyét hd so

Mau 05 b

MAu 05.docx

S6 theo ddi ho so

M3u 06 bl

Mau 06.docx

To khai dang ky lai viéc nudi con nuoi

BM.NCN.X.02.01 Zig

BM.NCN.X.02.01.do
c

Biéu mau dién tir twong tac Pang ky lai viéc nudi con
nudi trong nudc (Néu ngudi cO yéu cau lua chon nop ho
so theo hinh thic truc tuyen)

[
|

BM.NCN.X.02.02.do
C

BM.NCN.X.02.02

4 |HOSOLUU:

Mau 01; 02, 03, 04 (néu c6); 06 luu tai Bo phan Tiép nhan va Tra két qua cua
UBND cap xa. Mau 01, 05 luu theo ho so;

- | Hd so dau vao theo muyc 2.3;

- | SO dang ky nu6i con nuoi;

- | Vin ban thong bao khong du diéu kién dang ky lai viéc nudi con nudi (néu co);

Phan mém https://hotichdientu.moj.gov.vn; Hé thdng thdng tin giai quyét
TTHC tinh Ha Tinh.

Ho so dugc luu tai UBND cap x4, thoi gian luu trir S6 ding ky nudi con nudi 1a vinh
vien, con céc giay to khac thuc hién luu theo quy dinh caa Luat Nubi con nudi va cac
van ban hudng dan thi hanh.
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3. Giai quyét viéc nguwoi nwée ngoai cw tri ¢ khu vuc bién giéi nwéc

lang giéng nhan tré em Viét Nam lam con nudi

1 | KY HIEU QUY TRINH QT.NCN.X.03
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thuc hién TTHC:
* Nguwdi nhan con nudi cé di cac diéu Kién nhu sau:
- C6 nang luc hanh vi dan sy day du;
- Hon con nudi tir 20 tudi tré 1én;
- Co diéu kién veé suc khoe, kinh té, chd & bao dam viéc cham soc, nudi dudng,
giao duc con nudi;
- Co6 tu cach dao duc tét;
- bu diéu kién theo quy dinh caa phép luat nudc lang giéng.
* Cac trwong hop khong dwec nhan con nudi
- Pang bi han ché mot sé quyén caa cha, me ddi véi con chua thanh nién;
- Pang chap hanh quyét dinh xa ly hanh chinh tai co s¢ gido duc, co so chira
bénh;
- Pang chap hanh hinh phat tu;
- Chua dugc x6a &n tich vé mot trong cac toi ¢ y xam pham tinh mang, suc
khoé¢, nhan pham, danh du cia nguoi khac; nguoc dai hoac hanh ha 6ng ba,
cha me, vg chong, con, chdu, nguoi c6 cong nudi dudng minh; du do, €p bude
hoép chira chap nguoi chura thanh nién vi pham phép luat; mua ban, danh trao,
chiém doat tré em.
* Tré em dwoc nhan lam con nudi phai cé di cac diéu kién sau:
+ La tré em dudi 16 tudi; 1a tré em tir du 16 tudi dén dudi 18 tudi néu thuge
truong hop dugc cha duong, me ke, ¢, cau, di, chd, bac ruét nhan lam con
nuoi;
+ Mot ngudi chi duoc lam con cua mot ngudi doc than hoac caa ca hai nguoi
la vo chong.
2.2 | Cach thirc thyc hién TTHC:
Truc tiép tai B phan Tiép nhan va Tra két qua caa Uy ban nhan dan (UBND)
cap xa.
\ A A AL Ban Ban
2.3 | Thanh phan hé so, bao gom: chinh | sao
* Ho so' clia ngwoi nhan con nudi:
- | Pon xin nhan con nudi theo mau; X
- | Ho chiéu hoic giay to cd gié tri thay thé; X
- | Phiéu 1y lich tu phap (duoc cap chua qua 06 thang tinh dén X
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ngay nop ho so);

| Vin ban xac nhan vé viéc ngudi nhan con nudi cd du diéu kién «
nudi con nudi theo quy dinh caa phap luat nudce do;

| Vén bdn xac nhan tinh trang hon nhan (duoc cap chua qua 06 «
thang tinh dén ngay nop ho so);

- | Giay kham suc khoe; X

_ | Hai anh méi nhat, chup toan than, ¢& 9 cm x 12 cm hogc 10 cm «
x 15 cm.

Céc giay to trén do co quan c6 tham quyen cia nudc lang gieng cap va phai duoc
dich ra tieng Viét; cac giay to la ban sao phai cd ban chinh dé doi chiéu va khong
phai chirng thuc).

* Ho so' ciia ngwoi dwoc nhan lam con nubi:

- | Giay khai sinh; X
- | Giay kham suc khoe do co quan y té cap huyén tro 1én cap; X
- | Hai anh toan than, nhin thang chup khéng qué 06 thang; X

Bién ban xac nhan do UBND hozc Cong an cap x4 noi phat hién
tré bi bo roi lap d6i vai tré em bi bo roi; Gidy ching tir ciia cha
dé, me dé hoic quyét dinh caa Toa an tuyén bb cha dé, me dé
cua tré em 1a dd chét di véi tré em mo cdi; quyét dinh caa Toa
an tuyén b cha dé, me dé cua ngudi duoc gisi thiéu 1am con
nudi mat tich d6i véi ngudi duoc gisi thiéu 1am con nudi ma cha
dé, me dé mat tich; quyét dinh cia Toa an tuyén bd cha dé, me
dé caa ngudi dugc gigi thidu 1am con nudi mat ning luc hanh vi
dan su d6i véi ngudi duoc gidi thiéu 1am con nudi ma cha de,
me dé mat nang luc hanh vi dan su;

Quyét dinh tiép nhan di véi tré em & co sé nudi dudng. X

Leeu y:

- Khi nop hd so, truong hop phai chimg minh noi thudng tri cia tré em dugc
nhan lam con nu6i, cong chirc Tu phap - Ho tich phai khai thac, sur dung thong
tin Vé cu tra ctia cong dan trong Co sd dit liéu qudc gia vé dan cu theo céc
phuong thic néu tai khoan 2 Diéu 14 Nghi dinh s6 104/2022/ND-CP ngay
21/12/2022 cua Chinh pha.

Truong hop khdng thé khai thac dugc thong tin cu trii ctia cong dan theo cac
phuong thirc trén thi ¢ thé yéu cau ngudi nhan con nudi nop ban sao hoic
Xuat trinh mot trong cac giay to chang minh théng tin vé& cu tra cua tré em
duoc nhan 1am con nudi, bao gom: Thé can cudc cong dan; Ching minh nhan
dan; Giay xéac nhan thdng tin vé cu tra, Gidy théng béo sb dinh danh ca nhan
va thdng tin cong dan trong Co sé dit liéu qudc gia vé dan cu.

- Gidy to ¢6 trong ho so ciia ngwoi nhdn con nudi va nguoi dwoc nhdn 1am
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con nudi do co quan, té chirc, ngwoi co tham quyén ldp, cap, xac nhdn ma bj
tay xo4, sira chira lam sai léch ngi dung hogc thong tin trong cdc van ban,
gidy to dwoc khai khéng diing sw that thi khéng cd gia tri sir dung. Nguoi thuc
hien hanh vi tcfy X0a, swra chira lam sai léch néi dung hogc khai thong tin
khong dung sy that bi xur ly vi pham theo quy dinh phap ludt.

2.4

S6 lwong hd so: 02 bo ddi vai mdi loai hd so ciia ngudi nhan con nudi va hd
so cua nguoi dugc nhan lam con nudi.

2.5

Thoi han giai quyét: Trong thoi han 30 ngay l1am viéc, trong do:

- UBND cép xa kiem tra ho so, 14y y kién nhiing nguoi ¢6 lién quan: 15 ngay,
ké tir ngay nhan du ho so hop I¢€;

- S& Tu phép ¢6 y kién: 10 ngay, ké tir ngay nhan duoc van ban cua Uy ban
nhan dan cap xa;

- Bang ky viéc nudi con nudi va giao - nhan con nudi: 05 ngay lam viéc, ké tur
ngay nhan duoc van ban dong y cia So Tu phap.

2.6

Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
Bo6 phan Tiép nhan va Tra két qua caa UBND cap xA.

2.7

Co quan thuc hién: UBND cip xa noi ngudi duoc nhan lam con nuéi thuong
tra.

Co quan c6 tham quyén quyét dinh: UBND cap x4 noi tré em thuong tra.
Co quan dwoc iy quyen: Khong.

Co quan phéi hop: Sé Tu phap.

2.8

Po6i twong thuc hién TTHC: Nguoi nude ngoai cu trd & khu vyc bién gigi
cua nuac lang gieng nhan tré em Viét Nam lam con nudi.

2.9

Két qua giai quyét TTHC:

- Ho so du diéu kién: Gidy chiing nhan nudi con nuéi.

- Ho so khong du diéu kién: Van ban thong bao khong du diéu kién nhan con
nuoi.

2.10 | Quy trinh xir ly céng viéc
TT Trinh tu Trach | Thol | gz oxu/két qua
nhiém gian

1. Tiép nhan ho so

Tiép nhan ho so tryc tiép tir ca

nhan. A

A : Cong X . x

2. Cong chire Tu phdp - HOtich | chge Ty | Gigy hanh | Mau 0102, 03 (neu

Bl | kiém tra hd so phap - Ho | chinh co); 06 va Ho so

- Truong hop hd so chua dﬁy tich theo muc 2.3.

du, hop 1&: Huéng dan nguoi
nop ho so bo sung, hoan thién
theo quy dinh, néu khdng bo
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sung hoan thién duoc thi tir chéi
tiép nhan hd so.

- Trudng hop hd so day du, hop
& thi tiép nhan hd so.

Kiém tra, xem xét hd so, liy y
kién nhiing ngudi ¢ lién quan.

Luu y: Néu nhimg ngudi c6
lién quan thay doi y kién vé

viéc cho tré em lam con nudi| Cong Mau 05; Bién ban lay
thi trong vong 15 ngay lam| chuc Tu y kien nhimg nguoi
viéc ké tir ngay dugc ldy y | phap - HO lién quan;
kién, nhitng nguoi lién quan| tich;
phai thdng bdo bang vin ban
cho Uy ban nhan dan cap x&
noi dang giai quyét ho so nuoi .
B2 | con nusi. 15 ngay
Cong
chic Tu
phap - Ho
[(;Thar? muu Vin ban lay ¥/ tich; Lanh MAu 05; Vin ban I3y
ien So Tu phap kém 01 bd ho dao S A e .
, G en NN y kién S& Tu phap
so cta ngudi nhan con nudi va| UBND LA
e o va ho so
cua tré em. cap X&;
Cong
chtc Van
phong
S¢ Tu phap xem xét hd so xin \ Mau 05; Vin ban tra
. Ar % e n s LY So Tu . PN SR
B3 |nhan con nudi va tra loi bang ha 10 ngay | loi y kién caa So Tu
van ban cho UBND cap xa phap phap
Sau khi nhan két qua tra 1oi cua
S6 Tu phap:
- Néu du diéu kién: Vao So6
dang ky nuodi con nudi; nhap dir Mau 05; Du thao
ligu vao phan mém h¢ tich, in | Céng Giay ching nhan
B4 du thao Giay chung nhan nuoi | chuc Tu 04 ngay nudi con nudi hoic
con nuotl. phap - Ho Vén ban thong bao
- Néu khong du diéu kién: Dy |  tich khong du diéu kién

thao Van ban théng bao khéng
du diéu kién nhan nudi con
nuoi.

Trinh 1inh dao UBND cép Xa&.

nhan nudbi con nudi




195

M3au 05; Gidy ching
nhan nudi con nudi

i . L. .. | Lanh dao N
B5 Ky du thao két qua giai quyét SnBNDa 06 qio hoac Van ban thong
thi tuc hanh chinh. - 99 1 hao khong du didu
Cap xa kiéen nhan nudi con
nuoi
Mau 05; Gidy chimng
Phat hanh vin ban va chuyén| Coéng nhan. nuoi con nuo
Lo A . . s .. | hoac Van ban thong
B6 | két qua cho cong chic Tu phap | chirc Van | 02 gio . o oA
e I N A \ bao khong du dicu
- Ho tich d¢ tra cho cong dan. phong . . .
kién nhan nudi con
nuoi
Tra két qua:
- Truong hop cap Gidy ching ) ,
nhan nudi con nudi thi chuyén Mau 01, 06; Giay
nguoi dan ky vao So, t6 chac| Cong chitng nhan nudi con
B7 giao - nhan con nudi, thu I€ phi | chuac Tu | Gid hanh | nudi/Van ban thong
theo quy dinh néu co. phap - Ho | chinh | bao khong du diéu
tich Kién nhan nudi con

- Tra van ban thdng bao khdng
du diéu kién nudi con nudi néu
khong du diéu kién cip Gidy
chang nhan nudi con nudi.

nudi

* Truong hop hd so qua han xir ly, trong thoi gian cham nhét 01 ngay truGce
ngay het han xt ly, cdng chirc Tu phép - Ho tich trinh Chu tich UBND cap xa
ky ban hanh phiéu xin loi va hen lai ngay tra két qua dé gui cho t6 chtic, ca

nhan.

* Trong qué trinh giai quyét ho so ngudi ¢é trach nhiém thuc hién can thyc
hi¢n dong thoi cac thao tac tiep nhan/chuyén/tra ho so, ket qua giai quyet trén
phan meém: https://dichvucong.hatinh.gov.vn véi cac budc trong quy trinh.

3 |BIEU MAU
Gidy tiép nhan ho so va hen tra két qua
MAu 01 i)
MAu 01.docx
Phiéu yéu cau bo sung hoan thién ho so
MAu 02 w9)
Mau 02.docx
Mau 03 Phiéu tir chéi tiép nhan giai quyét hd so
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Mau 03.docx

Phiéu xin 15i va hen lai ngay tra két qua

Mau 04 i)

Mau 04.docx

Phiéu kiém soat qué trinh giai quyét hd so

Mau 05 b

Mau 05.docx

S6 theo ddi ho so

Mau 06 Iij
MAau 06.docx
-
BM.NCN.X.03.01 BM.NCN.X.03.01.do

C

Pon xin nhan con nudi

Van ban x&c nhan hoan canh gia dinh ctia nguoi nhan
con nuoi
BM.NCN.X.03.02 E‘ﬁ

BM.NCN.X.03.02.do
C

HO SO LUU:

Mau 01; 02, 03, 04 (néu c6); 06 luu tai Bo phan Tiep nhan va Tra két qua cua
UBND cap xa. Mau 01, 05 Iuu theo ho so;

Ho so dau vao theo muc 2.3;

S0 dang ky nudi con nudi;

Bién ban lay y kién nhitng nguoi lién quan;

Vin ban thay doi ¥ kién dong y vé viéc cho tré em 1am con nudi (néu cd).

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

Vin ban lay y kién S¢ Tu phap; Van ban tra 1i ciia S¢ Tu phap;

Phan mém https://hotichdientu.moj.gov.vn; Hé théng thong tin giai quyét thu
tuc hanh chinh tinh Ha Tinh.

Ho so dugc luu tai UBND cap X4, thoi gian luu trit SO déng ky nudi con nuoi l1a vinh
vien, con cac giay to khac thyc hién luu theo quy dinh cia Luat Nudi con nudi va
cac van ban hudng dan thi hanh.
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I11. LINH VU'C CHUNG THUC
1. Chitng thuc ban sao tir ban chinh gidy to, vin ban do co quan, to

chirc c6 tham quyén cia Viét Nam; co quan, té chirc ¢4 tham quyén caa
nudc ngoai; co' quan, té chirc c6 thAm quyén caa Viét Nam lién két véi co
quan, to chirc cd tham quyén ciia nwéc ngodi cap hoic chirng nhan

1 KY HIEU QUY TRINH QT.CT.X.01

2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thuc hién TTHC:
Ban chinh gidy to, van ban can chang thuc.
Ban chinh giy to, van ban khong duoc dung lam co s dé chang thuc ban sao:
- Bj tay x0a, stra chira, thém, bét ndi dung khong hop 1¢;
- Bi hu hong, cii nat, khong xac dinh duoc noi dung;
- C6 dong dau mat cua co quan, t6 chic ¢d tham quyén hoic khong dong
dau mat nhung ghi r6 khong dugc sao chup;
- C6 noi dung trai phap luat, dao dirc x& hoi; tuyén truyen, kich dong chién
tranh, chong ché dé xa hoi chu nghia Viét Nam; Xuyeén tac lich su cua dan
toc Viét Nam; xtc pham danh du, nhan pham, uy tin cua ca nhan, t6 chuc;
vi pham quyén cong dan;
- Bdn chinh do co quan, t6 chirc ¢6 tham quyén niréc ngodi cap, céng ching
hogc ching nhan chua c‘{wg’c hop phap hoa lanh sir theo quy dinh tai khoan
1 Dieu 20 Nghj dinh so 23/2015/ND-CP, trir hg chieu, the can cuoc, the
thuong trd, the cu tru, gzay phép l4i xe, bang tét nghiép, chieng chi va bang
diém kém theo bang tot nghiép, ching chi.
- Gidy to, van ban do ca nhan ty lap nhung khong c6 xac nhén va dong dau
Cua co quan, to churc co tham quyeén.

2.2 | Céch thikc thuc hién TTHC:
Ngudi yéu cau ching thuc ndp ho so tryc tiép tai Bo phan Tiép nhan va Tra
ket qua UBND cap xa.

A A A A, Ban Ban
2.3 | Thanh phan hé so, bao gom: chinh | sao

Ban sao can ching thuc. X
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Ban chinh gidy to, van ban 1am co sé dé chiing thyc ban sao. | X

Luwu ¥: Truong hop nguoi yéu cau chizng theee chi xudt trinh ban chinh thi
co quan, t6 chirc tién hanh chup tir ban chinh dé thyc hién ching thuec, trir
trieong hop co quan, té chirc khéng cé phwong tién chup. Ban sao tir ban
chinh dé thuc hién chiing thuc phdi ¢é day dii Cdc trang da ghi thong tin tir
ban chinh.,

2.4 | Sb lwong hd so: Khong quy dinh.
Theoi han giai quyet Trong ngay tlep nhan yéu cau hoic trong ngay lam
viéc tiép theo, néu tiép nhan yéu cau sau 15 gio. Di véi truong hop cung
mét ldc yéu cau chu:ng thuc ban sao tur n,hleu loai bqn chinh gidy to, vin
ban; ban chinh c6 nhicu trang; yéu cau so luong nhicu ban sao; ndi dung
giay to, van ban phuc tap kho kiém tra, doi chieu ma co quan, to chuc thyc

2.5 | hién chang thuc khong thé dap tmg duoc thoi han quy dinh néu trén thi thoi
han chang thuc duoc keo dai thém khong qua 02 (hai) ngay lam viéc hoac
co thé dai hon theo thoa thuan bang van ban véi nguoi yéu cau chuang thyc.
Truong hop tra ket qua trong ngay lam viéc tiep theo hoac phai kéo dai thoi
gian theo quy dinh thi nguoi tiep nhan ho so phai c6 phiu hen ghi ro thoi
gian (gio, ngay) tra két qua cho nguoi yéu cau chung thuec.

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

™ | Bo phan Tiép nhan va Tra két qua UBND cap xa.

Co quan thuc hién: UBND cdp xa.

,7 | Coquancé tham quyén quyét dinh: UBND cdp XA.

" | Co quan dwoc iy quyén: Khong.

Co quan phéi hop: Khong.

2.8 | Pdi twong thuc hién TTHC: C4 nhan, t chic

2.9 | Két qua giai quyét TTHC: Ban sao duoc ching thyc tir ban chinh.

2.10 | Quy trinh xir ly cong viéc

TT | Trinhtw TriCh Thoi gian Bieu maqu/Ket

: nhiém qua
a1 Ticp nhan ho so: CONg | Gishanh | Hé so theo

- Néu hd so chua day du hoac chuce chinh muc 2.3
khéng hop 186: Hudng dan bd | TN&TKQ '
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sung, hoan thién ho so.
- Néu ho so day du, hop 1¢: Lam
thu tuc tiép nhan ho so, hen tra

két qua theo quy dinh.
2 A A A Cong Mau 01, 05 va
B2 | SN N0 S0 cho bOPRAN T nge | 1/2gis | HG sokem
phap - Ho b y TN&TKQ theo
g3 | Phan cong cong chic Tu phap - | Lanhdao | | o Mau 05 va Ho
Ho tich xt Y. UBND x4 g so kém theo
01 gio
Kiém tra, xem xét ho so, dong (hoic kéo
dau “churng thuc ban sao dung dai thém 02
véi ban chinh” vao ban sao, ngay hoic
trinh Lanh dao UBND xa . theo thoa
thuan)
o . ) 5 Mau 05 va Ho
Doi voi truong hop cling mot | €ong s kém theo di
IUc yéu cau chang thuc ban sao Chil’C Tu duoc kidm tra
B4 | tir nhiéu loai ban chinh gidy to, | Phap - Ho va dong dAu
vin ban; ban chinh ¢6 nhicu tich chimng thyc
trang; yéu cau so lugng nhicu '
ban sao; noi dung giay to, van
ban phtc tap kho kiém tra, doi
chiéu thé kéo dai thoi han thém
khong qua 02 ngay lam viéc
hoac dai hon theo thoa thuan voi
nguoi Yéu cau chang thuc.
Mau 05 va
Ky chung thuc va chuyén két| Lanh dao a Bin sao 44
B5 pa A , x 01 gio duoc ching
qua lai cho cong chuc. UBND x& thuc tir ban
chinh
Pong diu va vao S theo ddi; | Cong Vau 0, O
chuyén két qua cho Bo phan| chuc Tu . ,
B6 " L S . A 01 gio duogc ching
Tiep nhan va Tra két qua UBND | phap - Ho thue tir ban
cap xa. tich :

chinh
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Mau 01, 06;
Tra két qua cho té chiic, c& nhan cong Gid hanh Ban sao da
B7 | vathu I¢ phi chirc chinh | duoc ching
> phl. TN&TKQ thuc tir ban
chinh
* Truong hop hd so khong xtr 1y duoc trong ngay lam viéc hodc trong ngay
lam viéc ti€p theo (doi voi ho so nhén sau 15 gio), trong ngay hen tra ket
qua, cdng chirc Tu phap - Ho tich trinh Chu tich UBND cap xa ky ban hanh
phiéu xin 16i va hen lai ngay tra két qua dé gui cho to chuec, ca nhan.
* Trong qua trinh giai quyét ho so nguoi ¢d trach nhiém thuc hién can thuc
hi¢n dong thoi cac thao tac tiép nhan/chuyeén/tra ho so, ket qua giai quyet trén
phan mém: https://dichvucong.hatinh.gov.vn véi cac budc trong quy trinh.
3 |BIEU MAU
Gidy tiép nhan ho so va hen tra két qua
Mau 01 v
MAu 01.docx
Phiéu yéu cau bo sung hoan thién ho so
Mau 02 .
fiw
Mau 02.docx
Phiéu tir chdi tiép nhan giai quyét ho so
Mau 03 -
fiw
Mau 03.docx
Phiéu xin 13i va hen lai ngay tra két qua
Mau 04 o

Mau 04.docx
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Phiéu kiém soat qué trinh giai quyét hd so

Mau 05 “tl

M3u 05.docx

S6 theo ddi ho so

M3u 06 9

Mau 06.docx

HO SO LUU

Mau 01; 02, 03, 04 (néu c6), 06 luu tai Bo phan Tiép nhan va Tra két qua
UBND cap xa. Mau 01, 05 Iuu theo ho so.

S6 ching thyc ban sao tir ban chinh;

Ho so dugc luu tai UBND cap x4, thoi gian luu trir S chimg thuc ban sao tir ban
chinh 1a vinh vién.

2. Chitng thuc chir ky trong c&c gidy to, vin ban (4p dung cho ca

treong hop ching thwe diém chi va truong hop ngwoi yéu cau chieng thuc
khong ky, khéng diém chi dwoc)

1 KY HIEU QUY TRINH QT.CT.X.02
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thuc hién TTHC:

Truong hop khong dugc ching thuc chir ky:

+ Tai thoi diém chtng thuc, nguoi yéu cau chiing thuc chix ky khéng nhan
thic va lam chu duoc hanh vi caa minh.

+ Ngudi yéu cau ching thyc chix ky xuat trinh Giay ching minh nhan déan
hodc Ho chiéu khéng con gia tri sir dung hoac gia mao.

+ Gidy to, vin ban ma nguoi yéu cau ching thyc ky vao c6 ndi dung quy
dinh tai khoan 4 DBieu 22 cua Nghi dinh s6 23/2015/ND-CP.

+ Gidy t&, van ban c6 ndi dung 1a hop dong, giao dich; trir Gidy uy quyén
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trong cac truong hop: (1) uy quyén vé viéc nop ho, nhan ho hd so, gléy to,
trir truong hop phap luat quy dinh khong dugc uy quyen (2) Gy quyén nhan
h¢ lwong huu, buu pham, tro cap, phu cap; (3) uy quyen nho trong nom nha
ctra; (4) uy quyén cua thanh vién ho gia dinh dé vay von tai Ngan hang
chinh sach xa héi; hoac trir truong hop phap luat c6 quy dinh khac.

2.2

Cach thwrc thuc hiégn TTHC:

Tryc tiép tai Bo phan Tiép nhan va Tra két qua UBND cap x4 hodc ngoai
tru s& clia co quan néu nguoi Yéu cau chung thuc thudc dién gia yéu, khong
thé di lai duoc, dang bi tam gitr, tam giam, thi hanh an phat td hoic c6 ly do
chinh dang khac.

2.3

Ban | Ban

Thanh phan ho so, bao gom: chinh | sao

Ban chinh hogc bdn sao c¢6 chitng thuc Gigdy CMND/Thé
can cwéc cong dan/Thé can cudécl/Gidy ching nhdn can
cwéclhg chiéulgidy to xudt nhdp canhlgidy to co gia tri di
lai quac té con gid tri si dung hodc cdn cude dién tit.

Gidy td, vin ban ma minh s& yéu cau chL’rng thuc chit ky.
Truong hop ching thuc chir ky trong gidy to, van ban bang
tleng nudc ngoai, néu ngudi thuc hién chung thuc khong
hiéu rd noi dung cua gidy to, van ban thi c6 quyén yéu cau
nguoi yéu cau chang thuc nop kém theo ban dich ra tiéng X
Viét noi dung cua giay to, van ban d6. Ban dich gidy to, van
ban khong can cong chang hoic chuang thuc chir ky nguoi
dich; ngudi yeu cau chang thyuc phai chiu trach nhiém vé noi
dung cua ban dich.

Nguoi yéu cau chitng thuc nhan két qua tai noi nop hé so.

2.4

S6 lwgng hd so: Khdng quy dinh.

2.5

Thoi han giai quyét: Trong ngay tiép nhan yéu cau hoic trong ngay lam
viéc tiép theo, néu tiép nhan yéu cau sau 15 gio. Truong hop tra két qua
trong ngay lam viéc tiép theo thi ngudoi tiép nhan ho so phai c6 phiéu hen
ghi rd thoi gian (gio, ngay) tra két qua cho nguoi yéu cau ching thuc.

2.6

Pia diém tiép nhan hd so va tra két qua giai quyét TTHC:
- Bdi véi truong hop binh thuong: B phan Tiép nhan va Tra két qua
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UBND cap xa.

- Pbi voi truong hop ngudi yéu cau chang thuc thuoc dién gia yéu, khong
thé di lai dugc, dang bi tam giit, tam giam, thi hanh an phat td hozc c6 ly do
chinh dang khac: Ngoai tru s¢ co quan.

Co quan thuc hién: UBND cap x4.

Co quan c6 tham quyén quyét dinh: UBND cap x4.

2.7 3 A
Co quan dwoc uy quyen: Khong.
Co quan phdi hop: Khong.
2.8 | Péi twong thuc hién TTHC: Ca nhan, to chic
2.9 | Két qua giai quyét TTHC: Giay td, vian ban da chung thuc.
2.10 | Quy trinh xir ly cong viéc
TT Trinh tu Trgﬂch T_hm Biéu maqu/Ket
: nhiém gian qua
Tiép nhan ho so ddi voi truong
hop truc tiép, tai Bo phan,Tiép
nhan va Tra két qua UBND cap xa:
[(hlglflg hf;c:) Isg ;Iﬁg?]gd;gn gg STJC;]E_;C Cong . Mau 01, 02
AN ' , Gio hanh | (néu c0), 05, 06
hoan thién ho so. chuc . N
. \ . chinh | va HO so theo
- Néu ho so day di, hop 1&: Lam | TN&TKQ muc 2.3
tha tuc tiép nhan ho so theo quy '
dinh; ky vao duai loi ch}’rng :[heo
B1 |Mau quy dinh va chuyén ho so
cho phong Tu phap.
Truong hop nguoi yéu cau ching
thuc thudc dién gia yeu, khong thé N
di lai duogc, dang bi tam gitr, tam Cong Mau 01; 02
giam, thi hanh an phat tu hoac c¢o | chuc Tu | Gio hanh | (neu c6), 05, 06
Iy do chinh dang khac phai tiép | phdp - H6 | chinh va Ho so theo
nhan ngoai tru sé co quan, cong tich muc 2.3
chﬁ:c Tu phép - HO tich thuc hién
tiép nhan ho so.
go | Chuyén ho so cho Cong chic Tu |  Cong 02 gic Mau 01, 05 va
phap - Ho tich (d6i vai truong hop chuc Ho so kém
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nop tai B phan Tiép nhan va Tra | TN&TKQ theo

két qua UBND cap x4 ).

Kiém tra, xem xét hd so, trinh r?ong MEU 05 va Ha
B3 |lanh dao UBND xd thyc hign | Coc (W | o1giy | Moo 2> VaHO

ching thc. phap - Ho so kem theo

Tich
Mau 05 va

g4 | KV chung thyc va chuyén két qua | Lanh dao 01 gid Gidy to, Vin

lai cho cbng chtrc. UBND xa ban da ching

thuc

Pong dau, vao S6 theo dbi va

chuyén két qua cho Bo phan Tiép

nhan va Tra két qua UBND cap x4

hoac tryc tiép tra cho nguoi yéu

cau ddi voi truong hop ngudi yéu

cau chang thuc thudc dién gia

yéu, khong thé di lai duoc, dang

bi tam gitr, tam giam, thi hanh an Cong Mau 05, 06:

phat tU hodc c6 1y do chinh dang | chtc Tu . Gidy to, Vin
BS | khac phai tiép nhan ngoai try so phap - HO 01 gio ban duogc

CO quan. tich chung thuc

Déi vai gidy to, van ban ¢ tir (02)

hai to tro Ién thi phai dong dau

giap lai. Truong hop loi chang

duoc ghi tai to lién sau cua trang

cd chit ky thi phai dong dau giap

lai gitta gidy to, van ban ching

thuc chir ky va trang ghi loi chang.

Tra két qua cho t0 chuc, ca nhan Con Mau 01, 06;

va thu 18 phi (néu co) déi vei "9 | Gis hanh | Gidy to, Van
B6 . At t DA AR T A chirc ; \

trudng hop nop tai Bo phéan Tiep TN&TKQ chinh | ban duoc

nhan va Tra két qua UBND cap xa. chung thuc

* Truong hop hd so khong xtr 1y duoc trong ngay 1am viéc hoic trong ngay
lam viéc tiép theo (d6i voi hd so nhan sau 15 gid), trong ngay hen tra két
qua, céng chirc Tu phéap - Ho tich trinh Cha tich UBND cép xa ky ban hanh
phiéu xin 16i va hen lai ngay tra két qua dé giri cho t6 chuc, ca nhan.

* Trong qua trinh giai quyét hd so nguoi ¢d trach nhiém thyuc hién can thyuc
hién ddng thoi cac thao tac tiép nhan/chuyén/tra hd so, két qua giai quyét trén
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phan mém: https://dichvucong.hatinh.gov.vn véi cac budc trong quy trinh.

BIEU MAU

Gidy tiép nhan hd so va hen tra két qua

Mau 01 uj

MAau 01.docx

Phiéu yéu cau b6 sung hoan thién hd so
Mau 02 &)

Méau 02.docx

Phiéu tir chéi tiép nhan giai quyét hd so
M3u 03 G

MAau 03.docx

Phiéu xin 15i va hen lai ngay tra két qua
Mau 04 &)

Méau 04.docx

Phiéu kiém soat qué trinh giai quyét ho so
Mau 05 uﬂ

MAu 05.docx

S6 theo ddi ho so
M3u 06 9

Mau 06.docx

HO SO LUU

Mau 01; 02, 03, 04 (néu c6), 06 luu tai BO phan Tiép nhan va Tra két qua
UBND cap xa. Mau 01, 05 luu theo ho so;

S6 chang thuc chix ky;

Ban chirng thuec.
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Ho so' dugc luu tai phong Cong chire Tu phap - H tich, thoi gian lwu trir SO ching
thuc 1a vinh vien, luu trir ban chang thuc 1a 02 nam. Het thoi han luu trir, van ban
chung thuc dugc tiéu huy theo quy dinh caa phap luat vé luu trt.

3. Chieng thuc viéc sira dbi, bé sung, hily bé hep dong, giao dich

1 KY HIEU QUY TRINH QT.CT.X.03
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thuc hién TTHC:
Viéc sira doi, bo sung, hiy bo hop dong, giao dich da dugc chung thyc chi
dugc thuc hién khi cé thoa thuan bang van ban cua cac bén tham gia hop
dong, giao dich,
2.2 | Céach thirc thyc hién TTHC:
Ngudi yéu cau ching thuc nop ho so tryc tiep tai Bo phan Tiép nhan va Tra
két qua UBND cap xa.
N A 1A Aoon. Ban | Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
- | Hop ddng, giao dich d duogc ching thyc. X
_ | Du thdo hop déng, giao dich sira doi, bo sung, hiy bé hop y

ddng, giao dich da duoc ching thuc.

Trong truong hop noi dung sira doi, b sung c6 lién quan
dén tai san thi nguoi yéu cau chiing thuc phai nop ban sao
kém ban chinh dé ddi chiéu Giay chang nhan quyén sé hitu,
quyen st dung hodc ban sao gidy to thay thé duoc phap luat X
quy dinh déi véi tai san ma phap luat quy dinh phai dang ky
quyén sé hiu, quyen s dung, trir truong hop ngudi lap di
chuc dang bi cai chét de doa dén tinh mang.

* Luu y: Nguoi yéu cau ching thuc xuat trinh ban chinh hogc ban sao ¢6
ching thyc Giay chirng minh nhan dan/The can cuéc cong dan/Thé can
cuoclGiay chung nhdn can cuoc/Hg chiéu/Giay to xuat nhgp canh/Giay to
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c6 gia tri di lai quac té con gid tri st dung hodc Can cude dién tir dé nguoi
thuc hién chung thec kiem tra.

2.4 | S6 hwong ho so: 01 bo.

2.5 | Thoi han giai quyet Trong ngay tiép nhan yéu cau hoac trong ngay lam
viéc tiép theo, néu tiép nhan yéu cau sau 15 gio. Truong hop tra két qua trong
ngay lam viéc tiép theo thi nguoi tiép nhan hd S0 phai c6 phiéu hen ghi rd
thoi gian (gio, ngay) tra két qua cho nguoi yéu cau ching thyc.

2.6 | Pia diém tiep nhan ho so va tra két qué giai quyét TTHC: Bo phan Tiép
nhan va Tra ket qua UBND cap xa.

2.7 | Co quan thuc hién: UBND céap xa.

Co quan c6 tham quyén quyét dinh: UBND cap xa.
Co quan dwoc iy quyén: Khong.
Co quan phéi hep: Khong.

2.8 | Pdi twong thuc hién TTHC: Ca nhan, t6 chuc.

2.9 | Két qua giai quyét TTHC: Hop ddng, giao dich da ching thyc.

2.10 | Quy trinh xir ly cbng viéc

TT Trinh tu Tr_aACh T_h0’| Biéu maﬁu/Ket

: nhiém gian qua
Tiép nhan ho so:
- Néu hd so chua dé}/ du hoac
khong hop I€: Hudng dan bo sung,
hoan thién ho so.
- Néu ho so day du, hop I&: Lam thu Giy | Mau 01,02 (neu
tuc tiép nhan ho so theo quy dinh. | Cong chuc X c0), 05, 06 va

Bl X _ TN&TK hanh Ha h
- Bé nghi cac bén tham gia hop &TKQ chinh 0 80 theo mucC
ddng, giao dich phai ky trudc mat 2.3
ngu’ol tiép nhan hd so va nguoi
tiép nhan ho so ky vao tung trang
cua hop dong, giao dich va ky vao
duai loi chiing theo mau quy dinh.

B2 | Chuyén hd so cho Cong chirc Tu | Cong chic | 02 gio | MAu 01, 05 va
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phép - H tich. TN&TKQ Ho so kém theo
Kiém tra, xem xét ho so, trinh lanh Cong C,hu’C . h/lau 05 va Hop
B3 da0 UBND x4 k¢ chtna thuc Tuphap- | 01gio | dong, giao dich
: y g thuc. Ho tich da ching thuc
o Mau 05, 06;
B4 Ky ching thuc va chuyén két qua | Lanh dao 01 dis Hop dong, giao
lai cho cong chiic. UBND x4 9191 dich da chiing
thuc
Pong dau, vao So theo ddi; | Cong chiic HMa:;éOnS’ 06i<i:'lO
B5 | chuyén Bo phan Tiép nhan va Tra| Tuphap- | 01 gio op dong. g
Lo SO A o dich da ching
ket qua UBND cap xa. Ho tich
thuc
, q Gio Mau 01, 06 kem
B6 Tra ket qua cho to chuc, ca nhan | Cong chuc hanh Hop dong, giao
va thu I€ phi (néu cd). TN&TKQ . dich da chirng
chinh
thuc
* Truong hop ho so khong xu ly dugc trong ngay lam viéc hodc trong ngay
lam viéc tiep theo (doi v6i ho so nhan sau 15 gio), trong ngay hen tra ket qua,
cong chirc Tu phap - H tich trinh Chu tich UBND cap xa ky ban hanh phiéu
xin 10i va hen lai ngay tra ket qua dé guri cho t6 chuc, ca nhan.
* Trong qua trinh giai quyét ho so nguoi ¢6 trach nhiém thyc hién can thuc
hién dong thoi cac thao tac tiep nhan/chuyén/tra ho so, ket qua giai quyet trén
phan mém: https://dichvucong.hatinh.gov.vn véi c&c buac trong quy trinh.
3 |BIEU MAU
Gidy tiép nhan ho so va hen tra két qua
Miu 01 o
M3u 01.docx
Phiéu yéu cau b6 sung hoan thién ho so
Mau 02 o
M3u 02.docx
Mau 03 | Phiéu tir chéi tiép nhan giai quyét hd so
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fiw,
M3u 03.docx
Phiéu xin 15i va hen lai ngay tra két qua
: iw,
Mau 04 g
Mau 04.docx
Phiéu kiém soat qué trinh giai quyét ho so
X iw:
Mau 05 i
Mau 05.docx
S6 theo ddi ho so
x fiw.
Mau 06 E
M3u 06.docx

4 |HOSOLUU

- | Mau 01; 02, 03, 04 (néu co), 06 luu Bo phan Tiép nhan va Tra két qua
UBND cap xa. Mau 01, 05 Iuu theo ho so;

- | S6 chang thuc hop dong, giao dich;

- | Ban chang thyec.

Ho so dugc luu tai UBND cap x&, thoi gian luu trir S6 chang thuc 13 vinh vién, luu
trir van ban chang thuc 1a 20 nam. Het thoi han luu trir, van ban chang thuc duoc
tiéu hay theo quy dinh cua phap luat vé luu trit.

4. Sira 16i sai s6t trong hop dong, giao dich

1 KY HIEU QUY TRINH QT.CT.X.04

2 | NQI DUNG QUY TRINH

2.1 | Pieu kién thuc hién TTHC:
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Khéng.
2.2 | Cach thirc thyc hien TTHC:
Truc tiép tai Bo phan Tiép nhan va Tra két qua UBND cap xA.
A A A AL, Ban Ban

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

_ | Van ban thoa thuan vé viéc sira 18i sai st trong hop dong, giao «
dich da duoc chung thuc;

- | Hop ddng, giao dich da dugc ching thuc; X
Ban sao gidy chung nhan quyen so hiru, quyén sir dung hogc
ban sao gidy to thay thé duoc phap luat quy dinh d6i voi tai san

- | ma phap luat quy dinh phai dang ky quyén so hiu, quyen su X
dung trong truong hop hop dong giao dich lién quan dén tai
san d6 (xuat trinh ban chinh dé dbi chiéu).
* Liu Y: Nguoi yéu cau ching thuc xuat trinh ban chinh hogc ban sao ¢6
ching thuc Giay ching minh nhan dan/Thé can cwdc cong dan/The can
cuoc/Giay chirng nhdn can cwdc/Hg chieu/Giay to xuat nhap canh/Giay to co
gia tri di lai quoc te con gia tri sir dung hodc Can cudc dién tir.

2.4 | S6 lwong ho so: 01 bg.

2.5 | Thoi han giai quyet Trong ngay tiép nhan yéu cau hoic trong ngay lam viéc
tiép theo, néu tiép nhan yéu cau sau 15 gio. Truong hop tra két qua trong ngay
lam viéc tiép theo thi nguoi tiép nhan ho so phai c6 phiéu hen ghi rd thoi gian
(gio, ngay) tra két qua cho ngudi yéu cau ching thuc.

2.6 | Dia diém tiép nhan ho so va tra két qua giai quyét TTHC: Bo phan Tiép
nhan va Tra ket qua UBND cap x&.

2.7 | Co quan thuc hién: UBND cip xa.
Co quan c6 tham quyén quyét dinh: UBND cap xa.
Co quan dwoc iy quyeén: Khong.
Co quan phéi hop: Khéng.

2.8 | Poi tweng thuc hién TTHC: Ca nhan, t6 chic
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2.9 | Két qua giai quyét TTHC: Hop dong, giao dich duoc stra 15i ky thuat.
2.10 | Quy trinh xir ly cdng viéc
Trach ~Biéu £
TT Trinh tw " Thoi gian mau/Ket
nhiém .
y qua
Tiép nhan hd so:
- Néu ho so chua day du hoic Mau 01, 02
B1 khong hop 1¢: Hudéng dan b6 | Congchic | Giohanh | (néu co), 05,
sung, hoan thién ho so. TN&TKQ chinh 06 va Ho so
- Néu ho so ddy du, hop I&: Lam thu theo myc 2.3
tuc tiep nhan ho so theo quy dinh.
Chuyén hé so cho Cong chirc Tu | Cdng chirc . Mau O‘Al’ 05
B2 | phap - Ho tich TNETKQ | 02910 |va HO 5o
phap - H6 Len. kem theo
Kiém tra, xem xét ho so, bao céo | Cong chuac Mau 05 va
B3 |két qua kiém tra véi lanh dao| Tu phép - 01 gio Ho so kém
UBND cap xa. Ho tich theo
) Mau 05 va
Ky chang thyc viéc sta loi cua| Lanh dao Hop  dong,
B4 | hop dong, giao dich va chuyén két | UBND cap 01 gio giao dich
qua cho cong chuc. Xa duoc stra loi
ky thuat
v o Mau 05, 06;
Vao So theo ddi va chuyén ket| Cong chuc Hop dong,
BS |qua cho Bo phéan Tiép nhan va| Tuphap - 01 gio giao dich
Tra két qua UBND cap xa. Ho tich duoc sua loi
k¥ thuat
Mau 01, 06
, | ke Hop
B6 Tra ket qua cho t6 chuc, ca nhan | Cong chuc | Giohanh | dong, giao
va thu 1€ phi (néu co). TN&TKQ chinh dich  dugc
sua loi Ky

thuat
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* Truong hop hd so khong xtr Iy duoc trong ngay lam viéc hoac trong ngay
lam viéc tiép theo (ddi voi hd so nhan sau 15 gio), trong ngay hen tra két qua,
cong chize Tu phap - Ho tich trinh Chu tich UBND cap xa ky ban hanh phiéu
xin 15i va hen lai ngay tra két qua dé g cho t6 chirc, ca nhan.

* Trong quéa trinh giai quyét hd so nguoi ¢ trach nhiém thuc hién can thuc
hién ddng thoi cac thao tac tiép nhan/chuyén/tra hd so, két qua giai quyét trén
phan mém: https://dichvucong.hatinh.gov.vn véi cac budc trong quy trinh.

BIEU MAU

Giay tiép nhan ho so va hen tra két qua

M3u 01 b9

M3au 01.docx

Phiéu yéu cau bo sung hoan thién ho so
Mau 02 2

MAau 02.docx

Phiéu tir chdi tiép nhan giai quyét ho so
Mau 03 e

MAau 03.docx

Phiéu xin 15i va hen lai ngay tra két qua
M3au 04 e

Mau 04.docx

Phiéu kiém soat qué trinh giai quyét ho so
Mau 05 =

MAu 05.docx

S6 theo di ho so

M3u 06 b9

MAau 06.docx

HO SO LUU
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Mau 01; 02, 03, 04 (néu c6), 06 luu tai Bo phan Tiép nhan va Tra két qua
UBND cap xa. Mau 01, 05 Iuu theo ho so;

S6 ching thuc hop dong, giao dich;

Ho so duoc luu tai UBND cip x4, thoi gian luu trit S6 ching thuc 1a vinh vién.

5. Cap ban sao ¢ chieng thuc tir ban chinh hep déng, giao dich da dwoc

chirng thuc

1 KY HIEU QUY TRINH QT.CT.X.05

2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thuc hién TTHC:
Khong.

2.2 | Céch thwrc thuc hién TTHC:
Ngudi ¢6 yéu cau chiing thuc ndp ho so tryc tiép tai Bo phan Tiép nhan va Tra
két qua UBND cap xa.

N A 1A Aoon. Ban | Ban

2.3 | Thanh phan ho so, bao gom: chinh | sao
Xuat trinh ban chinh hodc ban sao c6 ching thuc Giay chung
minh nhan dan/Thé can cudc cong dan/Thé can cude/Gidy
chang nhén can cuc/HO chiéu/Giay to xuat nhap canh/Giay X X
to ¢O gid tri di lai quoc té con gia tri st dung hoac Can cudc
dién tu.

2.4 | S6 lwong ho so: 01 bo.

2.5 | Theoi han giai quyet Trong ngay tiép nhan yéu cau hoac trong ngay lam viéc

tiép theo, néu tiép nhan yéu cau sau 15 gio. Truong hop tra két qua trong ngay
lam viéc tiép theo thi nguoi tiép nhan ho so phai ¢6 phiéu hen ghi rd thoi gian
(9io, ngay) tra két qua cho nguoi yéu cau ching thuc.
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2.6 | Bia diém tiép nhan ho so va tra két qua giai quyét TTHC: Bo phan Tiép
nhan va Tra két qua UBND cap xa.
2.7 | Co quan thuc hign: UBND cap x4.
Co quan c6 tham quyeén quyét dinh: UBND cap x4.
Co quan dwoc ity quyén: Khong.
Co quan phdi hop: Khéng.
2.8 | Po6i twong thuc hién TTHC: Ca nhan, t6 chuec.
2.9 | Két qua giai quyét TTHC: Ban sao hgp dong, giao dich da chimg thyc/Vin
ban thong bao khong du dieu Kién giai quyét.
2.10 | Quy trinh xir ly céng viéc
TT | Trinh tw TrgAch T_ho'l Biéu ma?u/Ket
nhiém gian gqua
Tiép nhan ho so:
Nguoi yéu cau cap ban sao c6
chang thuc tor ban chinh hop
dong, giao dich xuat trinh mét
trong cic giay to quy dinh tai
0 ) Cong chuc | Gio hanh x
B1 | Muc 2.3. Cong_ chic TN&TKQ ! M3u 01, 06.
lam thi tuc tiep nhan ho so, | TN&TKQ chinh a
nhép day du thong tin cua nguoi
yéu cau va ndi dung yéu cau giai
quyet vao Phieu tiep nhan ho so
va hen tra két qua, dong thoi cap
nhat Ién HE thong dich vu cong.
Chuyén yéu cau cho Céng chic | Cong chuc " x
B2 | Tu phap - Ho tich giai quyét. TN&TKQ | V1910 Mau 01, 05
Kiém tra, déi chiéu théng tin:
- Néu ngudi yéu ciu cap ban
sa0 €0 ching thuc hop dong, | cong chic Mau 05; Ban
B3 | 9iao dich la nguoi co tén dai| Ty, phép - 02 gio chup hop ddng
dién trong mot trong cac bén Ho tich giao dich

cua hop dong, giao dich da duoc
UBND xa chang thyc va luu
ban chinh thi tién hanh chup tu
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ban chinh hop dong, giao dich
dang duogc luu trir, trinh Lanh
dao UBND x& giai quyét theo
buoc B4,

Néu ngudi yéu cau cap ban sao
cd chung thuc khong phai la
nguoi co tén dai dién trong mot
trong cac bén cua hop ddng,
giao dich da duwoc UBND x&

chung thuc va luu ban chinh thi cvon,g CD ue Milu 05’,Van P an
du thio Van ban thong bao | XU 1Y MO so; thong bao khong
! g ~ © A AR (4
A A A LiAn ~ias x Lanh dao dua dicu kién giai
khong du dicu Kkién giai quyeét UBND XA quyét
trinh Lanh dao UBND x& ky
duyét, dong dau chuyén Bo
phan Tiép nhan va Tra két qua
tra cho nguoi nop hd so theo
buoc B6.
Thyc hién chang thyc nhu sau: Mau 05 va Ban
Ghi day du loi chung thuc ban | Lanh dao sao hop dong,
B4 |sao tir ban chinh theo mau quy | UBNDcap | 01gid | giao dich di ghi
dinh; Ky, ghi rd ho tén va Xa noi dung chung
chuyén céng chic. thuc
Pong dau ctia co quan, to chirc
thuc hién ching thuc va ghi vao
s6 chiing thuc. Dbi véi ban sao
c6 tur 02 (hai) tre 18n thi ghi Ioi
ching vao trang cudi, néu ban
sao co tir 02 (hai) to tro [én thi M32u 05, 06 va
phai dong dau giap lai. Cong chuc Ban sao hop
B5 | M&i ban sao duoc chung thuc tr| Tuphap- | O0lgio | dong, giao dich
mot ban chinh gidy to, van ban| Ho tich da dong dau
hodc nhiéu ban sao dugc chung chting thuc
thyc tr mot ban chinh gidy to,
vin ban trong cling mot thoi diém
duogc ghi mot sé chimg thuc.
Chuyén B6 phan Tiép nhan va
Tra két qua UBND cép xa.
gg | Tra két qua cho to chirc, cd nhan | Cong chirc | Gio hanh | Mau 01, 06; Ban
va thu 1€ phi (néu co). TN&TKQ chinh |sao hop ddng,
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giao dich da
ching thuc hoac
Van ban thong
bao khong du diéu
kién giai quyét

* Truong hop hd so khong xir 1y dugc trong ngay lam viéc hoic trong ngay
lam viéc tiép theo (d6i vai hd so nhan sau 15 gio), trong ngay hen tra két qua,
cdng chire Tu phap - Ho tich trinh Cha tich UBND cap xa ky ban hanh phiéu
xin 15i va hen lai ngay tra két qua dé g cho té chirc, ca nhan.

* Trong qua trinh giai quyét ho so ngudi ¢d trach nhiém thuc hién can thuc
hién ddng thoi cac thao tac tiép nhan/chuyén/tra ho so, két qua giai quyét trén
phan mém: https://dichvucong.hatinh.gov.vn véi c4c buéc trong quy trinh.

BIEU MAU

Mau 01

Giay tiép nhan ho so va hen tra két qua

Mau 01.docx

Mau 02

Phiéu yéu cau b sung hoan thién ho so

M3u 02.docx

Mau 03

Phiéu tir chdi tiép nhan giai quyét ho so

M3u 03.docx

Mau 04

Phiéu xin 13i va hen lai ngay tra két qua

Mau 04.docx

Mau 05

Phiéu kiém soat qué trinh giai quyét ho so

Mau 05.docx

Mau 06

S6 theo di ho so
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1
L L

Mau 06.docx

4 |HOSOLUU

- | Mau 01; 02, 03, 04 (néu c6), 06 luu tai Bo phan Tiép nhan va Tra két qua
UBND cap xa. Mau 01, 05 Iuu theo ho so;

- | S6 chung thyc ban sao tir ban chinh, Ban ching thuc hop dong, giao dich hoc
Van ban thong bao khong du diéu kién giai quyét.

Ho so dugc Iuu tai UBND cap x4, thoi gian luu trit S6 ching thyc 1a vinh vién.,

6. Thia tuc chirng thuc hgp dong, giao dich lién quan dén tai san 1a dong
san, quyen si dung dat, nha ¢

1 KY HIEU QUY TRINH QT.CT.X.06

2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thuc hién TTHC:

Khong.

2.2 | Cach thirc thyc hign TTHC:

Ngudi ¢ yéu cau chimg thyc np ho so truc tiép tai Bo phan Tiép nhan va Tra
két qua UBND cap xa. Viéc ching thuc cac hop dong, giao dich lién quan dén
quyén cua ngum su dung dat duoc thuc hién tai UBND cap x4 noi c6 dét. Viéc
chting thuc céc hop ddng, giao dich lién quan dén nha ¢ duogc thuc hién tai

UBND cap x3 noi ¢6 nha.
\ A A AL Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
- | Dy thao Hop dong giao dich; X

Ban sao Gidy chang nhan quyén so hitu, quyén sir dung hoac
- | ban sao giay to thay thé duoc phap luat quy dinh dbi voi tai X
san ma phap luat quy dinh phai dang ky quyén sé hitu, quyén
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st dyung trong truong hop hop dong, giao dich lién quan dén
tai san do (xuat trinh kém theo ban chinh dé doi chiéu).

* Liew y: Newoi yéu cau ching theec xudt trinh ban chinh hodgc
ban sao ¢6 ching thuc Gidy chizng minh nhan dan/Thé cdn
cwéc céng dan/Thé cin cudclGidy ching nhdn cdn cudclHG
chiéu/Gidy to xudt nhdp canh/Gidy to ¢ gia tri di lai quoc té
con gia tri si dung hodc Can cude dién tu.

2.4 | S6 lwong hd so: 01 bo

2.5 | Thoi han giai quyét: Khong qua 02 (hai) ngay lam viéc, ké tr ngay nhan du
ho so yéu cau ChL'rng thuc hoac cé thé kéo dai hon theo théa thuan béng van
ban véi nguoi yéu cau chung thue. Truong hop keo dai thoi han giai quyet thi
nguoi tiep nhan ho so phai co phieu hen ghi rd thoi gian (gio, ngay) tra ket qua
cho nguoi yéu cau chung thuc.

2.6 |Dia diém tiép nhan ho so va tra két qua giai quyet TTHC: B phan Tiép
nhan va Tra két qua UBND cap xa.

2.7 | Co quan thuc hién: UBND céap xa.
Co quan c6 tham quyeén quyét dinh: UBND cap xa.
Co quan dwoc iy quyen: Khong.
Co quan phéi hop: Khéng.

2.8 | Pdi twong thuc hién TTHC: C4 nhan, t6 chuc

2.9 | Két qua giai quyét TTHC: Hop dong, giao dich duoc chung thuc.

2.10 | Quy trinh xir ly céng viéc

TT Trinh tw TrfaAch Thoi gian Biéu ma?u/Ket

nhiém qua

Tiép nhan hd so:
- Néu hd so chua day du hoac 3
khong hop 1&: Huong dan bo Mau 01, 02

g1 | sung, hoan thién ho so. Cong chiic | Gio hanh | (néu co), 05,
- Néu h@) so dy du, hop 1&, tai TN&TKQ chinh 06 va Ho so
thoi diém ching thyc céc bén theo muc 2.3
tham gia hop dong, giao dich tu
nguyén, minh man va nhan thuc,
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lam chu dugc hanh vi cia minh:
Lam tha tuc tiép nhan hd so theo
quy dinh.
- P& nghi cac bén tham gia hop
ddng, giao dich phai ky trudc
mat nguoi tiép nhan ho so va
ngudi tiép nhan hd so ciing ky
vao ting trang cua hop dong,
giao dich va ky vao dudi loi
ching theo mau quy dinh.
82 Chuyén ho so cho Cong chiic Tu | Cong chirc 02 gio Mlil(ﬂ) (S)(ly’f;:/a
phap - Ho tich. TN&TKQ
theo
01 ngay
q . (hoac theo
Kiém tra, xem xét ho so, trinh | Céng chuc | thoa thuan MAU 05 va Ha
B3 | lanh dao UBND ky chung thuc. Tuphép - | Vi nguoi | o 22 VaHO
N A X so kem theo
Ho tich yéu cau
chung
thuc)
Mau 05 va
g4 | KY ching thyc va chuyén kétqua | Léanh dao 04 gid Hop dong,
lai cho cong chtrc. UBND x& giao dich da
chung thuc
Pong dau, vao S6 theo ddi va| Coéng chuc |\|/|_|au %5£ 06
B5 | chuyén két qua cho Bo phan Tiép| Tu phap - 02 gio oP d‘OITgL
nhan va Tra két qua UBND cap x4. Ho tich glao dic da
chung thuc
Mau 01, 06;
gg | Tra két qua cho t0 chuc, ca nhan | Cong chuc | Giohanh | kém Hop
va thu 1€ phi (néu co). TN&TKQ chinh | dong, giao dich
da ching thuc

* Truong hop ho so qua han xi ly, trong thoi gian cham nhat 01 ngay trudc
ngay hét han xu ly, Cong chirc Tu phap - Ho tich tham muu ban hanh phiéu

xin 18i va hen lai ngay tra két qua dé giri cho to chic, ca nhan.

* Trong qué trinh giai quyét hd so nguoi ¢6 trach nhiém thyc hién can thuc
hién dong thoi cac thao tac tiép nhan/chuyén/tra ho so, két qua giai quyet trén
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phan mém: https://dichvucong.hatinh.gov.vn véi cac budc trong quy trinh.

BIEU MAU

Giay tiép nhan ho so va hen tra két qua

M3u 01 g

Mau 01.docx

Phiéu yéu cau bo sung hoan thién ho so

M3u 02 g

Mau 02.docx

Phiéu tir chéi tiép nhan giai quyét hd so

Miu 03 g

Mau 03.docx

Phiéu xin 15i va hen lai ngay tra két qua
MAu 04 g

Mau 04.docx

Phiéu kiém soat qué trinh giai quyét ho so

Mau 05 “?j

M3u 05.docx

S6 theo ddi ho so

Miu 06 g

M3u 06.docx

HO SO LUU

Mau 01; 02, 03, 04 (néu c6), 06 luu tai Bo phan Tiép nhan va Tra két qua
UBND cap xa. Mau 01, 05 Iuu theo ho so;

S6 ching thyuc hop dong giao dich;
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Ban chung thuc.

Ho so duge luu tai UBND cap X4, thoi gian luu trit So chung thyc 1a vinh vién, luu
trir vén ban chung thyc la 20 nam. Het thoi han luu trit, van ban chung thue dugc tiéu
huy theo quy dinh cua phap luat vé luu tri.

7. Chérng thuec di chuc

KY HIEU QUY TRINH QT.CT.X.07

NQI DUNG QUY TRINH

2.1

Piéu kién thuc hién TTHC: Khong.

2.2

Cach thirc thuc hign TTHC:

Ngudi yéu cau ching thuc nop ho so tryc tiép tai Bo phan Tiep nhan va Tra két
qua UBND cap xa.

2.3

N A A A Ban Ban
Thanh phan ho so, bao gom: chinh | sao

- Du thao di chlc; X

- Ban sao Gidy chung nhan quyén s& hitu, quyén sir dung
hodc ban sao gidy to thay thé duoc phép luat quy dinh dbi véi
tai san ma phap luat quy dinh phai dang ky quyén so hiu,
quyén st dung trong trudng hop hop dong, giao dich lién
quan dén tai san do; trir truong hop nguoi lap di chiic dang bi
cai chét de doa dén tinh mang.

* Luu y: Newoi yéu cdau ching thec xudt trinh ban chinh hogc ban sao c6
ching thuc Gidy chieng minh nhan dan/Thé can cwéc cong dan/Thé can
cu6clGiay chiing nhdn cdan cudc/HG chiéu/Gidy to xudt nhdp canh/Gidy to co
gia tri di lai quéc té con gia tri sir dung hodc Can cuede dién tit.

2.4

S6 lwong ho so: 01 bo

2.5

Thai han giai quyét: Khong qué 02 (hai) ngay 1am viéc, ké tur ngay nhan du hd
s0 yéu cau chung thuc hoac c6 thé kéo dai hon theo thoéa thuan bang van ban
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V6i nguoi yéu cau ching thuc. Truong hop kéo dai thoi han giai quyét thi nguoi
tieép nhan ho so phai cd phiéu hen ghi rd thoi gian (gio, ngay) tra két qua cho

ngudi yeu cau ching thuc.

2.6 | Dia diém tiép nhan hd so va tra két qua giai quyét TTHC:
B6 phan Tiép nhan va Tra két qua caa UBND cép xA.
2.7 | Co quan thuc hién: UBND cap x4
Co quan c6 tham quyeén quyét dinh: UBND cap x4
Co quan dwoc iy quyen: Khong.
Co quan phéi hop: Khong.
2.8 | Poi twong thuc hién TTHC: Cé nhan, t6 chic
2.9 | Két qua giai quyét TTHC: Di chuc duge chang thuc.
2.10 | Quy trinh xi ly cong viéc
TT Trinh tu Trach Thot | gizy mau/két qua
nhiém gian
Tiép nhan ho so:
- Truong hop h6~so chua day du,
hop Ié: Huéng dan nguoi nop ho N )
so b6 sung, hoan thién theo quy | ~. , Mau 01, 02 (néu
. Congchuc | ~.. .. .
dinh; \ Gio hanh co0), 06
B1 . . | Tu phap- ) C
- Truong hop ho6 so day du, tai | e tich chinh | va Ho so theo muc
thoi diém chiing thyc, nguoi 1ap o 2.3
di chuc tu nguyén, minh man va
nhan thac, lam ch}i duoc hé}nh Vi
cta minh thi thi tiép nhan ho so.
Kiém tra, xem xét ho so, trinh | Cong chirc MEL 05
B2 |lanh dao UBND cap x& thuc| Tu phap- 04 gio 2 13 so kém th
hién chting thuc Ho tich va Fo so kem theo
Lanh dao x
. i : Mau 05 va di chic
) UBND )
B3 | Ky ching thuc BINE 04 gio da chimg thuc
cap xa
B4 | Chuyén két qua lai cho cong| Lanhdao | 04gio | Mau 05 vadichic
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chuc UBND da chtrng thuc
cap xa
Cong chuc
Pong dau, vao so theo dbi va Tup }.lap_'
chuyén két qua cho B¢ phan tiép H? HCAh’ Gio hanh | MAu OL. 06 va di
B5 | nhan va tra két qua UBND xa. Bo phan lohan tatl 2, Yo va d
o o tiép nhan chinh | chuc da chung thuc
Tra két qua cho to chuc, ca nhan NI
VA Va0 S6 theo doi, thu Is phi | vatraket
’ ' qua UBND
xa

* Truong hop ho so qua han xir ly, trong thoi gian cham nhat 01 ngay truéc ngay
hét han xtr ly, céng chirc Tu phap - Ho tich trinh Chu tich UBND cap x4 ky ban
hanh phiéu xin 16i va hen lai ngay tra két qua dé giri cho t6 chuc, ca nhan.

* Trong qua trinh giai quyét hd so ngudi c6 trach nhiém thuc hién can thuc hién
ddng thoi céac thao tac tiép nhan/chuyén/tra hd so, két qua giai quyét trén phan
mém: https://dichvucong.hatinh.gov.vn véi cac budc trong quy trinh.

3 |BIEU MAU
)
Mau 01 ’ ’ ‘ ) M3u 01.docx
Giay tiep nhan ho so va hen tra ket qua
=
Mau 02 , o ‘ M3u 02.docx
Phiéu yéu cau bo sung hoan thién ho so
)
Mau 03 , , ) o M3u 03.docx
Phiéu tir choi tiép nhan giai quyét ho so
)
Mau 04 M3au 04.docx
Phicu xin 10i va hen lai ngay tra két qua
=
Mau 05 , 7 o MAu 05.docx
Phiéu kiém soat qua trinh giai quyét ho so
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@j

Mau 06 Mau 06.docx
S6 theo ddi ho so

4 |HOSOLUU:

- S6 ching thuc chir ky:

- Ban chung thuc;

- Mau 01, 05 luu theo hd so tha tuc hanh chinh;

- Mau 02 (néu c0), 06 luu tai Bo phan Tiép nhan va Tra két qua caa UBND cap x4.

Ho so duoc luu tai UBND cap x4, thoi gian luu trit S6 ching thyc 1a vinh vién, luu trir
van ban chiang thuc 1a 02 nam. Het thot han luu trir, van ban chirng thuc duoc tiéu hay
theo quy dinh cua phép luat vé Iuu trir.

8. Chirng thwre vin ban tir chdi nhan di san

1 KY HIEU QUY TRINH QT.CT.X.08

2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thuc hién TTHC: Khéng.

2.2 | Cach thirc thuc hién TTHC:

Nguoi ¢d yéu cau ching thuc nop hd so truc tiép tai Bo phan Tiép nhan va Tra

két qua UBND cap xa.
N A LA A, Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
- Du thao van ban tir chdi nhan di san; X

- Ban sao Gidy chung nhan quyén s hiru, quyén sir dung
hodc ban sao giay to thay the duoc phap luat quy dinh doi véi
tai san ma phap luat quy dinh phai dang ky quyén so hiu, X
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quyén str dung trong truong hop van ban tir chéi nhan di san
lién quan dén tai san d6 (xuat trinh ban chinh dé doi chiéu).

* Luu y: Newoi yéu cdau ching thec xudt trinh ban chinh hogc ban sao c6
ching thuc Gidy chizng minh nhan dan/Thé cdn cuweéc céng dan/Thé cdn
cwdclGidy ching nhdn cin cuéc/HS chiéu/Gidy tir xuat nhdp canh/Gidy to co
gi& tri di lai quéc té con gid tri sir dung hodc Can cude dién tir.

2.4 | S6 lwong hd so: 01 bo
2.5 | Thoi han giai quyét: Khong qua 02 (hai) ngay lam viéc, ké tur ngay nhan du ho
so yéu cau chung thuc hodc co thé kéo dai hon theo thoa thuan bang van ban
V&i nguoi yéu cau chang thuc. Truong hop keo dai thoi han giai quyeg thi nguoi
tiep nhan ho so phai co phieu hen ghi rd thoi gian (gio, ngay) tra ket qua cho
nguoi Yéu cau chang thuc.
2.6 | Pia diém tiép nhan hd so va tra két qua giai quyét TTHC:
B6 phan Tiép nhan va Tra két qua caa UBND céap xA.
2.7 | Co quan thuc hién: UBND cap x4.
Co quan c6 tham quyeén quyét dinh: UBND cap x4.
Co quan dwoc iy quyén: Khong.
Co quan phéi hop: Khong.
2.8 | Poi twong thuc hién TTHC: C4 nhan, t6 chuc
2.9 | Két qua giai quyét TTHC: Vin ban tir chdi nhan di san da chang thuc.
2.10 | Quy trinh xi ly cong viéc
Bieu
TT Trinh tu Trach nhiém | Thei gian | mau/Két
qua
Tiép nhan ho so:
- Truong hop hé) so chua dﬁy‘dﬁ, N
hop 1¢: Huéng dan nguoi nop ho so Mau 01, 02
g1 |bPosung, hoan thién theo quy dinh; | Cong chirc Tw | Gig hanh | (neu c6), 06
- Truong hop hd so ddy du, tai thoi phap-Ho tich chinh va Ho so
didm ching thuc nguoi trr chéi theo muc 2.3
nhan di san ty nguyén, minh man
va nhan thac, lam chua dugc hanh vi
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ctia minh thi tiép nhan hd so.

Kiém tra, xem xét hd so, trinh ldnh Cona chite Tu Mau 05
B2 | dao UBND cap xa thuc hién ching ,g e 04gioc |va HO so
phap-Ho tich ’
thuc kem theo
Mau 05
Lanh dao Vin ban to
B3 | Ky chang thuc UBND 04 gio | chdi nhan di
cap xa san da chtng
thuc
Mau 05
L g ) R Lanh dao Vin ban tu
Chuyén keét qua lai cho céng chuc UBND - L pn s
B4 1 48 vao Sb theo doi va luu trir o 04gio- | choi nhan di
cap xa san da chuang
thuc
Pong ddu, vao sb theo di va C(?onh%;hﬁlfl GTU Mau 01, 06
chuyén két qua cho Bo phan tiép | Prer =0 .+ |vin ban tu
B5 | nhan va tra két qua UBND xa. tlih’ BoApha\n Gio ,hanh chdi nhan di
T . . . .. .| tiépnhanva chinh S e
Tra két qua cho to chirc, ca nhan va o LAt pia san da ching
hu 12 ohi tra ket qua h
thu I¢ phi UBND x4 thuc
Truong hop ho so qué han xix Iy, trong thoi gian cham nhét 01 ngay trudc ngay hét
han xtr ly, cong chire Tu phap - H¢ tich trinh Chu tich UBND cap xa ky ban
hanh phiéu xin loi va hen lai ngay tra két qua dé gui cho t6 chuc, c& nhan.
* Trong qua trinh giai quyét hd so nguoi c6 trach nhiém thyc hién can thyc hign
dong thoi cac thao tac tiep nhan/chuyén/tra ho so, ket qua giai quyet trén phan
mém: https://dichvucong.hatinh.gov.vn véi cac budc trong quy trinh.
3 | BIEU MAU
Gidy tiép nhan ho so va hen tra két qua
MAu 01 i)
M3u 01.docx
Mau 02 Phiéu y&u cau bo sung hoan thién hé so
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@j

Mau 02.docx

Mau 03

Phiéu tir chdi tiép nhan giai quyét ho so

@j

Mau 03.docx

Mau 04

Phiéu xin 1i va hen lai ngay tra két qua

@H

Mau 04.docx

Mau 05

Phiéu kiém soét qua trinh giai quyét ho so

@j

Mau 05.docx

Mau 06

S6 theo ddi ho so

@ﬂ

Mau 06.docx

4 |HOSOLUU:

- Sb chitng thuc chir ky:

- Ban chung thuc;

- Mau 01, 05 luu theo hd so thu tuc hanh chinh;

- Mau 02 (néu co), 06 luu tai Bo phan Tiép nhan va Tra két qua cia UBND cap xA.

Ho so duoc luu tai UBND cap Xé,, thoi gian luu trir S6 ching thuc 13 vinh vién, luu trix
van ban ching thuc 1a 02 nam. Hét thoi han luu trlr, van ban ching thuc duoc tiéu hay

theo quy dinh cua phap luat vé luu tri.
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9. Chirng thwe van ban théa thuan phan chia di san ma di san la dong

san, quyén sir dung dit, nha ¢

1 KY HIEU QUY TRINH QT.CT.X.09
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thuc hién TTHC:
Khong.
2.2 | Cach thirc thyc hién TTHC:
Ngudi yéu cau ching thuc nop ho so tryc tiép tai Bo phan Tiép nhan va Tra két
qua UBND cap xa.
A A A A, Ban Ban
2.3 | Thanh phan hé so, bao gom: chinh | sao
- | Du thao van ban thoa thuan phéan chia di san; X
Ban sao Gidy chang nhan quyen s¢ hitu, quyen st dung hozc
ban sao giay to thay thé dugc phép luat quy dinh ddi VG tai san
- | ma phép luat quy dinh phai dang ky quyén s hitu, quyén sir dung X
trong truong hop van ban thoa thuén phan chia di san lién quan dén
tai san do (xuat trinh kém theo ban chinh dé doi chicu).
* Luu y: Nguoi yéu cau chimg thyc xuat trinh ban chinh hogce ban sao c6 ching
thuc Giay ching minh nhan dan/Thé can cudc cdng dan/The can cuoc/Giay
chiing nhdn can cuéc/Hg chieu/Giay to xuat nhap canh/Giay to c6 gia tri di lai
quoc te con gia tri sir dung hodc Can cudc dién tu.
2.4 | S6 lwong ho so: 01 bo
2.5 | Thoi han giai quyét:
Khéng qua 02 (hai) ngay lam viéc, ké tir ngay nhan du hd so yéu cau chang thuc
hodc c6 thé kéo dai hon theo thoa thuan bang van ban voi nguoi yéu cau Chung
thuc. Truong hop keéo dai thoi han gidi qu,yet thi nguoi tiép nhéan hd so phai ¢c6
phiéu hen ghi rd thoi gian (gio, ngay) tra két qua cho nguoi yéu cau chirng thuc.
2.6 | Pia diém tiép nhan ho so va tra két qua giai quyét TTHC: Bo phan Tiép nhan

va Tra két qua UBND cap xa.
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2.7

Co quan thuc hién: UBND cap x4.
Co quan c¢é tham quyén quyét dinh: UBND cép xA.
Co quan dwoc iy quyén: Khong.

Co quan phdi hop: Khong.

2.8

Poi twgng thuc hiégn TTHC: Ca nhan, t6 chic

2.9

Két qua giai quyét TTHC: Van ban théa thuan phan chia di san da chang thyc.

2.10

Quy trinh xir ly cong viéc

TT

Trinh tw

Trach nhiém

Thot gian

Biéu mau/Két
qua

Bl

Tiép nhan hd so:

- Néu ho so chua day du hoic
khong hop 1&: Huong dan bd
sung, hoan thién ho so.

- Néu hd so dﬁy du, tai thoi
diém chting thuc cac bén tham
gia thoa thuan phan chia di san
ty nguyén, minh man va nhan
thic, lam cha duoc hanh vi caa
minh thi tha tuc tiép nhan ho so
theo quy dinh.

- Bé nghi cac bén thoa thuan
phan chia di san phai ky trudc
mat nguoi tiép nhan ho so va
nguoi tiép nhan hd so ky vao
tung trang cua van ban thoa
thuan phan chia di san va ky
vao duédi 1oi chiing theo mau
quy dinh.

Cong chirc
TN&TKQ

Gio hanh
chinh

Mau 01, 02 (néu
cd), 05, 06 va
Ho so theo muc
2.3

B2

Chuyén hd so cho Céng chirc
Tu phap - Ho tich.

Cong chuc
TN&TKQ

02 gio

Mau 05 va Ho so
kém theo

B3

Kiém tra, xem xét ho so, trinh
lanh dao UBND cap x& ky
chang thuec.

Cong chuc Tu
phap - HO
tich.

01 ngay
(hoac theo
thoa thuan
véi nguoi

y&u cau

Mau 05 va Vin
ban thoa thuan
phan chia di san
da ching thuc
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chang
thuc)
o Mau 05 Vin ban
B4 Ky ching thuc va chuyén két | Lanh dao 04 gis thoa thuan phan
qua lai cho cong chuec. UBND cap xa g chia di san da
chung thuc
Pong dau, vao So6 theo ddi va | . , Mau 05, 06; Vin
2 LA . ~ 1~ | CONg chitc Tu o A
chuyén ket qua cho Bo phan a . . ban thoa thuan
B5 | £.x « X . LA .| phap - Ho 02 gio A Alia i
Tiep nhén va Tra ket qua tich phan chia di san
UBND cap xa. T da chung thyc
Mau 01, 06; kém
Tra két qua cho t6 chtc, cd| Congchac | Gid hanh Vén ban théa
B6 A Y S ; thuan phan chia
nhén va thu I¢ phi (néu co). TN&TKQ chinh C e
di san da chang
thuc
* Truong hop hd so qua han xu ly, trong thoi gian cham nhat 01 ngay trudc ngay
het han xu ly, Cong chire Tu phap - HO tich tham muu ban hanh phiéu xin 16i va
hen lai ngay tra két qua dé gui cho t6 chirc, c& nhan.
* Trong qua trinh giai quyét ho so nguoi ¢d trach nhiém thuc hién can thuc hién
dong thoi cac thao tac tiep nhan/chuyeén/tra ho so, ket qua giai quyet trén phan
mém: https://dichvucong.hatinh.gov.vn véi cac budc trong quy trinh,
3 |BIEU MAU
Giay tiép nhan ho so va hen tra két qua
Mau 01 T
M3u 01.docx
Phiéu yéu cau b6 sung hoan thién ho so
Mau 02 b
Mau 02.docx
Phiéu tir chéi tiép nhan giai quyét hd so
Mau 03 T
MAu 03.docx
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Phiéu xin 15i va hen lai ngay tra két qua
M3u 04 e
Mau 04.docx
Phiéu kiém soat qua trinh giai quyét ho so
M3u 05 o5
Mau 05.docx
S6 theo ddi ho so
M3iu 06 e
Mau 06.docx
4 |HOSOLUU

Mau 01; 02, 03, 04 (néu c6), 06 luu tai Bo phan Tiép nhan va Tra két qua UBND
cap xa. Mau 01, 05 luu theo ho so;

S6 chung thuc chit ky;

Ban chung thuc.

Ho so' duoc luu tai UBND cap x4, thoi gian luu trit S6 ching thyc 1a vinh vién, luu trir
van ban chung thuc 1a 02 nam. Het thoi han luu trit, van ban ching thuc duoc tiéu hay
theo quy dinh cta phép luat vé Iuu trir.

10. Thia tuc ching thwe van ban khai nhan di san ma di san la dong
san, quyén sir dung dat, nha ¢

1 KY HIEU QUY TRINH QT.CT.X.10
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thuc hién TTHC:

Khéng.
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2.2 | Céach thirc thuc hién TTHC:
Ngudi yéu cau ching thyc nop ho so tryc tiép tai B phan Tiép nhan va Tra két
qua UBND cap xa.
A A A Al Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
- Du thao van ban khai nhan di san; X
Ban sao Gidy ching nhan quyen so hitu, quyen sir dung hodc
ban sao gidy to thay thé dugc phap luat quy dinh i véi tal
- | san ma phép luat quy dinh phai dang ky quyén sé hitu, quyén X
su dung trong trudng hop van ban khai nhan di san lién quan
den tai san d6 (xuat trinh kém theo ban chinh dé doi chiéu).
* Liru y: Nguoi yéu cau chung thyuc xuat trinh ban chinh hogc ban sao c6 chiing
thuc Giay ching minh nhan dan/The can cwdc cong dan/The can cudclGiay
chiing nhdn can cwdc/Hg chieu/Giay to xuat nhap canh/Giay to co gia tri di lai
quoc te con gia tri s dung hodc Can cudc dién tur.
2.4 | So lwong hd so: 01 bo
Thoi han giai quyét: Khong qua 02 (hai) ngay Iam vigc, ké tir ngay nhan du ho
so yéu cau ching thyc hodc c6 thé kéo dai hon theo thoa thuan bang van ban
2.5 | voi ngudi yéu cau chung thyuce. Truong hop keo dai thoi han giai quyet thi ngudi
tiep nhan ho so phai c6 phieu hen ghi ro thoi gian (gio, ngay) tra ket qua cho
ngudi yéu cau chang thuc.
. | Pia diém tiép nhan hd so va tra két qua giai quyét TTHC:
™ | Bo phan Tiép nhan va Tra két qua UBND cap xa.
Co quan thuc hién: UBND cap x4.
,7 | Coquan co tham quyén quyét dinh: UBND cip xa.
" | Co quan dwoc ity quyén: Khong.
Co quan phdi hop: Khong.
2.8 | Poi tweng thuc hién TTHC: Ca nhan, t6 chuc
2.9 | Két qua giai quyét TTHC: Vin ban khai nhan di san di chung thyc.
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2.10 | Quy trinh xir ly céng viéc
< Trach - . X X -
TT Trinh ty . Thot gian | Bieu mau/Ket qua
nhiém
Tiép nhan ho so:
- Néu hd so chua day du hoic
khéng hop 1&: Huéng dan bo
sung, hoan thién ho so.
- Néu ho so day du, tai thoi
diém chang thuc céc bén
tham gia van ban khai nhén di
san tu nguyén, minh man va x %
5q | nhan thic, lam chi duoc hanh | Cong chic | Gier hanh C'\é')auoglbgzvg”ﬁ‘i
vi cua minh thi 1am tha tuc| TN&TKQ chinh » 0
iy o A ) so theo muc 2.3
tiép nhan ho so theo quy dinh.
- Pé nghi nguoi khai nhan di
san phai ky tru6c mat nguoi
tiép nhan ho so va nguoi tiép
nhan hd so ky vao tiing trang
cua van ban khai nhan di san
va ky vao dudi loi chang
theo mau quy dinh.
B> Chuyén ho so cho Cong chitc | Cong chuc 02 gid Mau 01, 05 va Ho
Tu phap - HJ tich. TN&TKQ so keém theo
01 ngay
(hodc theo
Kiém tra, xem xét hd so,| Coéngchac | thoathuan | Mau 05 va Vin
B3 |trinh lanh dao UBND cap x4 | Tuphap- | v&inguodi | ban khai nhan di
ky chang thuc. Ho tich. yBu cau | san da chung thuc
chung
thuc)
. X X1k Lanh dao Mau 05 va Van
B4 Kg’aclz:l’gﬁotggﬁ Vgh‘g‘cuye” KUl UBNDcip | O4gis | ban khai nhan di
qua e g ' xa san da chang thuc
Pong dau, vao So theo ddi va | Cong chic Mau 05, 06; Van
B5 | chuyén két qua cho Bo phan| Tu phép - 01gid | ban khai nhan phan
Tiép nhan va Tra két qua| HO tich. chia di san d3
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UBND cap xa.

chung thuc

Tra két qua cho to chuc, cad| Coéngchac | Gid hanh

Mau 01, 06; Vin
ban khai nhan phén

BO nhan va thu 1& phi (néu co). TN&TKQ chinh chia di san da
chung thuc

* Truong hop hd so qua han xu ly, trong thoi gian cham nhat 01 ngay trude
ngay het han xu ly, Cong chire Tu phép - HY tich tham muu ban hanh phi€u Xin
I6i va hen lai ngay tra két qua dé gui cho to chuc, ca nhén.
* Trong qua trinh giai quyét ho so nguoi ¢d trach nhiém thyc hién can thyc hign
dong thoi cac thao tac tiep nhan/chuyén/tra ho so, ket qua giai quyet trén phan
mém: https://dichvucong.hatinh.gov.vn véi cac budc trong quy trinh.

3 |BIEU MAU

Mau 01 Mau 01.docx

Gidy tiép nhan hd so va hen tra két qua

Phiéu yéu cau bo sung hoan thién ho so

Mau 02 u?j

Méau 02.docx

Phiéu tir chéi tiép nhan giai quyét hd so

M3u 03 =

MAu 03.docx

Phiéu xin 13i va hen lai ngay tra két qua

Mau 04 E?j

Mau 04.docx

Phiéu kiém soét qué trinh giai quyét ho so

Mau 05 Fj

MAu 05.docx
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Mau 06
S6 theo ddi ho so

Mau 06.docx

HO SO LUU

Mau 01; 02, 03, 04 (néu co), 06 luu tai Bo phan Tiép nhan va Tra két qua

UBND cap x& . Mau 01, 05 luu theo hd so;

S6 chang thyc chir ky;

Ban chung thyc.

Ho so duoc luu tai UBND cap x4, thoi gian luu trit S6 ching thyc 1a vinh vién, luu triy
van ban chiang thuc 1a 02 nam. Het thot han luu trir, van ban chirng thuc duoc tiéu hay
theo quy dinh cua phép luat vé Iuu trir.

11. Cap ban sao tir s6 goc

1 KY HIEU QUY TRINH QT.CT.X.11

2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thuc hién TTHC:
Phai c6 so6 goc.

2.2 | Cach thic thyc hién TTHC:
- Nguoi ¢6 yéu cau cap ban sao tir o goc thuc hién np ho so tryc tiép tai Bo
phan TN&TKQ cua UBND cap x4;
- Gri h6 so qua Dich vu buu chinh cong ich;
- Nop hd so tryc tuyén trén Cong Dich vu cdng Québc gia
(https://dichvucong.gov.vn) hoic Hé théng thdng tin giai quyét tha tuc hanh
chinh tinh Ha Tinh (https://dichvucong.hatinh.gov.vn).

23 | Thanh phan hd so, bao gdm: Ban | Ban

chinh | sao



https://dichvucong.hatinh.gov.vn/
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Truong hop nop truc tiép thi xuét trinh ban chinh hodgc ban
sao cO ching thuc gidy ching minh nhan dan/Thé cén cudc
cong dan/Thé can cudclGidy ching nhdn can cwdclHé| X X
chiéu/gidy to xudt nhdp canh/gidy to c6 gia tri di lai quéc té
con gia tri si dung hodc Can cude dién tu.

Trudng hop nguoi yéu cau cap ban sao tir 6 goc giri qua buu
dién thi phai gui kém theo bdn sao ¢ ching thuc gidy chimng
minh nhan dan/ Thé Céin cwéc cong dan/Thé can cuéclGidy
chiing nhdn can cuéc/HG chiéulgiay to xudt nhdp canh/gidy to
c6 gia tri di lai quac té con gia tri st dyng, phong bi dan tem ghi
rd ho tén, dia chi ngudi nhan cho co quan, t6 chic cap ban sao.

Truong hop ngudi yéu cau la ngu:0’1 dai dién theo phap lut,
ngudi dai dién theo ty quyén caa ca nhan, to chic duoc cap
ban chinh; cha, me, con; vo, chong; anh, chi, em rudt; nguoi
thira ké khac cua ngudi duoc cap ban chinh trong truong hop
nguoi d6 da chét thi phai xuat trinh gidy to chiing minh quan
hé véi ngudi dugc cap ban chinh.

2.4 | S6 lwong hd so: Khong quy dinh.

2.5 | Thoi han giai quyét: Trong ngay lam viéc, sau khi nhan du hd so hop 18 hoic
trong ngay Iam viéc tiép theo, neu tiép nhan yéu cau sau 15 gio. Trong truong
hop yéu cau cip ban sa0 tur s6 gbc dugc gui qua buu dién thi thoi gian thuc
hién ngay khi co quan, to chicc nhan du ho so hop 1€ theo dau buu dién dén.

2.6 | Dia diém tiép nhan ho so va tra két qua giai quyét TTHC: Bo phan Tiep
nhan va Tra két qua UBND cap xa.

2.7 | Co quan thuc hién: UBND cap xa.

Co quan c6 tham quyén quyét dinh: UBND cap x4.
Co quan dwoc iy quyén: Khong.
Co quan phéi hop: Khong.

2.8 | Péi twong thuc hién TTHC: Cé nhan, t6 chic

2.9 | Két qua giai quyét TTHC: Ban sao dugc cap tir s6 goc.

2.10 | Quy trinh xwr ly cong viéc

TT Trinh tw Tréach Thoi gian Biéu
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nhiém mau/Két qua
Tiép nhan hd so:
- Néu hd so chua d5~y du hoac
khgng h_(_fp I@; Hudng Flan bo sunAg, Mau 01, 02
hoan thién ho so; truong hop nop A , s L
X . A - | Congchuc | Giohanh | (néu co), 05,
Bl |ho so qua duong buu dién thi ; s 1A
n R . .| TN&TKQ chinh 06 va Ho6 so
thong bao bang van ban cho ca
AP EI RN theo muc 2.3
nhan dé hoan thién ho so.
- Néu ho so day du, hop 1&: Lam thu
tuc tiép nhan ho so theo quy dinh.
B2 Chuyén hd so cho Cong chirc Tuw | Cong chirc 02 qis Vgﬂﬁ% gi’lgéin
phap - Ho tich. TN&TKQ J
theo
Kiem tra, xem xét ho so, bao céo | Cong chuc Mau 05 va
B3 |két qua kiém tra voi lanh dao| Tu phap - 02 gio Ho so kém
UBND cap xa Ho tich theo
Quyét dinh viéc cap ban sao cho ca | Lanh dao Mau 05 va
B4 | nhan, to6 chirc va chuyéen két qua lai | UBND cap 02 gio' | Ban sao dugc
cho cong chuc. Xa cap tu so goc
Dong dau, phat hanh vin ban va | Cong chic Mau 05, 06;
B5 | chuyén ket qua cho B phan Tiép | Tu phap - 01gid | Ban sao dugc
nhan va Tra két qua UBND cap xa. Ho tich cap tu so goc
A s Mau 01, 06;
1 A s X sz ova Cong chuc | Gio hanh \ ]
B6 | Tra két qua cho t6 chirc, ca nhan. TN&TKQ chinh Ban sao duoc

cap tir s6 goc

* Truong hop hd so khong xir 1y dugc trong ngay lam viéc hoic trong ngay
lam viéc tiép theo (d6i vai ho so nhan sau 15 gio), trong ngay hen tra két qua,
cong chire Tu phap - Ho tich trinh Cha tich UBND cap xa ky ban hanh phiéu
xin 18i va hen lai ngay tra két qua dé giri cho to chuc, ca nhan.
* Trong qué trinh giai quyét ho so ngudi c6 trach nhiém thuc hién can thuc
hién dong thoi cac thao tac tiép nhan/chuyén/tra ho so, két qua giai quyét trén
phan mém: https://dichvucong.hatinh.gov.vn véi cac budc trong quy trinh.

BIEU MAU
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Giay tiép nhan ho so va hen tra két qua
i

Mau 01

M3u 01.docx

Phiéu yéu cau b6 sung hoan thién ho so

Mau 02 u?j

Mau 02.docx

Phiéu tir chéi tiép nhan giai quyét hd so
Mau 03 T

MAau 03.docx

Phiéu xin 15i va hen lai ngay tra két qua

Mau 04 u?j

Mau 04.docx

Phiéu kiém soat qué trinh giai quyét ho so

Mau 05 T

Mau 05.docx

S6 theo ddi ho so

Mau 06 u?j

Mau 06.docx

4 |HOSOLUU:

Mau 01; 02, 03, 04 (néu c6) va 06 luu tai Bo phan Tiép nhan va Tra két qua
UBND cap xa. Mau 01, 05 Iuu theo ho so.

Thoi gian luu 01 nam, hét thoi gian trén chuyén xudng luu trit co quan va xir
1y theo quy dinh.

Ho so duoc luu tai UBND cap x4, thoi gian luu trir S6 ching thyc 1a vinh vién, luu trit
van ban chung thuc 1a 02 nam. Het thoi han Iuu trlr, van ban ching thuc duoc tiéu hay
theo quy dinh ctaa phap luat vé luu trir.
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IV. LINH VUC THU TUC HANH CHIiNH LIEN THONG PIEN TU
1. Lién théng cac tha tuc hanh chinh: ding Ky Kkhai sinh, dang ky

thwong tru, cap thé bao hiém y té cho tré em dwéi 06 tudi

1

KY HIEU QUY TRINH QT.LT.X.01

2

NQI DUNG QUY TRINH

2.1

Piéu kién thuc hién TTHC: Khéng.

2.2

Cach thwrc thuc hign TTHC:

Nguoi yéu cau truy cap vao Cong Dich vu cdng Québc gia (tai dia chi
dichvucong.gov.vn) hoac trén ang gung VNelD, Iu:a chon muc “Dich vu
cong lién thong khai sinh, khai ti” dé thuc hién nop ho so.

2.3

\ L . Ban | Ban
Thanh phan ho so, bao gom: chinh | sao

To khai dién tir theo mau. X

Dir liéu dién tir c6 ky s6 cua Gidy chimg sinh duoc lién
thdng tir co s& khdm bénh, chiva bénh véi Phan mém dich vy
cong lién thong. Truong hop khong ¢ giay chang sinh thi
dinh kém céc thanh phan hd so thay thé theo quy dinh phép X
luat vé& Ho tich. Truong hop khong c6 dit lidu dién ti c6 ky
s6 cua Gidy chimg sinh thi dinh kém ban sao Giay chang
sinh dugc chang thuc dién tur.

Truong hop dang ky thuong trd cho tré em khac noi thuong
trd caa cha, me (néu dugc cha, me dong y), thi dinh kem cac X
thanh phan ho so theo quy dinh phép luat vé cu trd.

Céc thanh phan ho so trén 1a ban gidy thi phai thuc hién s
héa theo quy dinh tai Nghi dinh s6 107/2021/Nb-CP cua
Chinh phu.

2.4

S6 lwgng hd so: 01 bo

2.5

Theoi han giai quyét:

- 05 (nam) ngay lam viéc ké tir khi cac co quan c6 tham quyén giai quyét
nhan day du hd so theo quy dinh, trudng hop phai xac minh thi khéng qué 10
(mudi) ngay 1am viéc. Néu tiép nhan hd so sau 15 gio thi thoi gian dugc tinh
bat dau tir ngay l1am viéc tiép theo, trong do:

- Co quan dang ky h¢ tich: Thuc hién dang ky khai sinh ngay trong ngay;
truong hop hd so tiép nhan sau 15 gio ma khong giai quyét dugc ngay trong
ngay thi tién hanh giai quyét trong ngay lam viéc tiép theo. Truong hop can
xac minh tinh trang hdn nhan cua cha me tré thi thoi gian giai quyét khong
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qua 05 (ndm) ngay lam viéc.

- Co quan dang ky cu tra: Khong qua 02 (hai) ngay lam viéc, truong hQ’E)
phai xac minh thi thoi han giai quyet khong qua 05 (nam) ngay lam vi¢c ke
tir ngay nhan dugc ho so dién tir, théng tin xac nhan qua tng dung VNelD.

- Bao hiém x& hoi cap huyén: Khéng qua 02 (hai) ngay lam viéc.

2.6

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

- Dia diém tiép nhan hd so: Coéng Dich vu cdng qudc gia (tai dia chi
dichvucong.gov.vn) hoac trén tng dung VNelD.

- Dia diém tra két qua giai quyét TTHC ban gidy: Trung tdm Hanh chinh
cong cap huyén; Bo phan Tieép nhan va Tra ket qua cia UBND cap xa.

2.7

Co quan giai quyét thi tuc hanh chinh:

- Giai quyet ho so dang ky khai sinh: Uy ban nhan dan cap xa hodc Uy ban
nhan dan cap huyén doi véi trueong hop co yeu to nudc ngoai.

- Giai quyét hd so ding ky thuong trd: Cong an cap xa

- Giai quyét ho so cap thé bao hiém y té cho tré em dudi 6 tuoi: Bao hiém x&
hoi cap huyén.,

Co quan c6 tham quyén quyét dinh:

- Giai quyet hd so dang ky khai sinh: Uy ban nhan dan cap x& hoic Uy ban
nhan dan cap huyén ddi voi trudng hop c6 yéu té nude ngoai.

- Giai quyét ho so ding ky thuong trd: Cong an cap xa

- Giai quyet ho so cap the bao hiem y té cho tré em dudi 6 tudi: Bao hiem x&
hoi cap huyén.

Co quan dwoc iy quyén: Khong.

Co quan phdi hep: Khong.

2.8

Poi twong thuc hién TTHC: Cé& nhan

2.9

Két qua giai quyét TTHC:

- Ban dién tir Thé bao hiém y té va Thong bao két qua giai quyét ding ky
thuong tra duoc cac hé thdng tu dong gui dén ngudi yéu cau qua kho quan ly
dir liéu dién tur cua to chic, ca nhan trén Cong Dich vu céng qudc gia, ung
dung VNelD va Hé¢ théng thong tin giai quyet thi tuc hanh chinh cap tinh;
Ban glay cua Thong bao két qua giai quyét dang ky thuong trd, thé Bao hiém
y té néu ngudi yéu cau dé nghi.

- Ban dién tir va Ban giay cua Giay khai sinh.

2.10

Quy trinh xir ly cong viéc

TT

Trach Thoi | Biéu mau/Két

Trinh tw - : )
: nhiém gian qua

Bl

- Tiép nhan, tham dinh ho so dangky |  Cong Gio
khai sinh tir Phan mem dich vu cong | chuc hanh
lién thong; dé nghi nguoi dan bo | TN&TKQ | chinh

Hd so theo
muc 2.3
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sung théng tin, ho so (néu co);

- Yéu cau nop phi, 1& phi (néu c6)
truc tuyén hodc bing cach khac va
thdng bao ngay hen tra két qua cho
ngudi yéu cau qua Céng Dich vu
cong qUOc gia, trng dung VNelD va
tin nhan SMS.

- Chuyén thong tin dé cdng chirc 1am
cong tac ho tich kiém tra ho so trén
Phan mém dang ky, quan ly ho tich.

cap x4,
cap huyén

B 2.1. Truwong hep khong can xac
minh:
- Tiép nhan, kiém tra, xa ly ho so

dang ky khai sinh. Trong
- Va0 S6 ding ky khai sinh; cap nhat 01 ngay
dir licu vao Phin mém Ding ky, lam
quan ly ho tich; guri cap ma sb dinh VIee,
g, |danh c& nhan; r:ru:on,g
- Trinh k¥ sé va ban hanh ky sé theo N
quy dinh cia BO Tu phap vé ky so Khong
giay khai sinh dién tu. ‘ qué 04
B 2.2. Truwong hgp can xac minh Cong ngay
tinh trang hon nhén cua cha, me tré: chac lam viéc
Tién hanh xac minh. C6 két qua xac | Phong Tu Gidy khai sinh
minh va thuc hién cac noi dung nhu | phap/Tu
budc 2.1 phap - Ho
- Chuyén ban dién ti Gidy khai sinh | c"
trén Phan mém dich vy cbng lién
thong dén Hé thong thdng tin quan Iy
cu tra dé thyc hién dang ky thuong
trd va Phan mém Hé théng thong tin
nganh Bao hiém x4 hoi dé thuc hién Trong
B3 | ¢dp the Bao hiém Y té cho tré em 01 ngay
dudi 6 tudi theo quy dinh phap luat lam viec
lién quan.
- Chuyén két qua cho Trung tam
Hanh chinh cong cap huyén/Bo phan
TN&TKQ.
- Nhan trang thai ho so dé nghi cap Co quan \ y
B4 the Bao hiem Y te tr Phan mém B0 hidm QZ ngay The bao hiem
Dich vu cong lién thong den Phan| ~ s« | lam viéc yté

mém Hé théng thong tin nganh Bao
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hiém xa hoi.

- Céan bo bao hiém xa hoi thuc hién
tiép nhan, phé duyét ho so, cap thé
Bao hiém Y té, chuyén tra thé Bao
hiém Y té theo hinh thirc da dang ky
(truc tiép tai co quan Bao hiém x4
hoi giai quyét, hodc tai noi cap gidy
khai sinh, hoac tai noi cu tru thong
qua dich vu buu chinh cong ich (chi
phi do ca nhan tu tra).

- Chuyén két qua giai quyét vé phan
mém Dich vu cong lién thong dé
cong dan tra cuu.

- Nhan trang thai, két qua hd so dang

ky khai sinh tr Phan mém Dich vu 02 ngay

cong lién thong den Hé thong thong lam viéc

tin quan 1y cu tra. (Trudng

- Can bo Cong an thyc hién tiép nhan hop ¢

ho so dang ky thuong tru (thuc hién Xac

L I PPN . | Co quan . A £ .

xac minh néu co0). Can bo cong an co A minh vé | Két qua dang
B5 . ITITS A « Al A x| Cong an < , , ,

thé tir choi tiep nhan hoac yéu cau bo ;> | dang ky ky cu tra

. U A o | cap xa .

sung ho so dé cdng dan co thé sua lai thuong

ho so dang ky thuong trd. tra la 05

- Chuyen két qua giai quyét cua ho ngay

so dang ky thuong trd vé phan mém lam

Dich vu cong lién théng dé cho cong viéc)

dan tra cuu.

Nhan két qua giai quyet ban gidy cua

Giay khai sinh, tra két qua thu tuc A

cong

hanh chinh cho nguoi yéu cau (nguoi hi -\ e iz miat

c6 yéu cau kiém tra thong tin va ky chuc C:"O Ket qua gial
B6 TN&TKQ | hanh quyet tha tuc

tén vao Sb dang ky khai s1nh) thong L hinh hanh chinh

bao két qua giai quyet dang ky cap xa, chin anh chin

cap huyén

thuong trd va Theé Bao hiém Y té
(néu co).

* Truong hop co quan c6 tham quyen giai quyét thu tuc hanh chinh tré hen
thi phai xin 15i va hen lai ngay tra ket qua thdng qua Phan mém dich vu céng
lién thong dé gu:1 cho nguol yéu cau qua Cong Dich vu cong QUOC gla ung
dung VNelD va tin nhian SMS, trong d6 néu rd 1y do cham tra két qua va thoi

gian hen lai ngay tra két qua.

* Cac budc va trinh tu cong viéc ¢ thé duoc thay d6i cho phu hop véi co
cau t6 chuc va viéc phan cong nhiém vu cu thé ctia moi co quan, t6 chuc
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thudc hé thong hanh chinh nha nuéc.
* Tdng thoi gian phan bo cho cac budce cong viéc khong vuot qua thoi gian
quy dinh hién hanh cuaa thu tuc nay.

BIEU MAU

Gidy tiép nhan hd so va hen tra két qua

M3u 01 i)

M3u 01.docx

@j

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

Phiéu tir chéi tiép nhan giai quyét hd so

M3u 03 i)

Méau 03.docx

Phiéu xin 15i va hen lai ngay tra két qua

Mau 04 Iij

M3u 04.docx

To khai dién tir Lién thong dang ky khai sinh, dang ky
thuong trd va cap thé bao hiém y té cho tré em dudi 6 tuoi
BM.LT.X.01.01 @

BM.LT.X.01.01.docx

HO SO LUU:

Ho so dau vao theo muc 2.3 (tly theo ting nganh):;

S6 dang ky/theo ddi tha tuc hanh chinh (tly theo tirng nganh);

Két qua giai quyét thu tuc hanh chinh: Théng béo ket qua giai quyét dang ky
thuong trd, thé Bao hiem y te, Giay khai sinh.

Céc phan mém giai quyét thi tuc hanh chinh chuyén nganh; Phan mém Hg
thong thong tin giai quyét thu tuc hanh chinh cua tinh.

Ho so thudc trach nhiém don vi nao duoc luu tai don vi d6. Thoi gian luu trir thuc
hién theo quy dinh cua phap luat vé luu trir.
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2. Lién thong cac tha tuc hanh chinh: ding ky khai tir, x6a ding ky
thwong trd, giai quyet mai tang phi, tir tuat

KY HIEU QUY TRINH QT.LT.X.02

NOQI DUNG QUY TRINH

2.1

Piéu kién thuc hién TTHC:

Khong.

2.2

Cach thirc thuc hign TTHC:

Nguoi yéu cau truy cap vao Cong Dich vu cdng Qudc gia (tai dia chi
dichvucong.gov.vn) hoac trén tng dung VNelD, lya chon muc “Dich vu cong

lien théng khai sinh, khai ti” dé thuc hién nop ho so.

2.3

Thanh phan ho so, bao gom:

Ban
chinh

Ban
sao

a) Ho so thuc hién lién théng cac thi tuc hanh chinh ding
ky khai tir; x6a dang ky thudng tra, giai quyet mai tang
phi, tir tuat do co quan bao hiém x& hdi giai quyét:

- Ho so thyc hién lién théng cac thu tuc hanh chinh diang ky
khai tir, x6a dang ky thuong trd, giai quyét tro cip mai tang
bao gdm cac thanh phan sau:

+) To khai dién tir, theo mau QT.LT.X.02.01.

+) Dit lidu dién tir c6 ky s cua Gidy bao tr duge chia sé tu
dong tir co s kham chira bénh véi Phan mém dich vu cong
lién thong. Truong hop khéng cé Gidy béo tir thi nop céc gidy
to thay thé theo quy dinh phap luét vé ho tich.

- Ho so thyc hign lién thong cac thi tuc hanh chinh dang ky
khai tur, x6a dang ky thuong trd, giai quyet trg cap mai tang,
trg cap tuat mot lan bao gom cac thanh phan sau:

+) To khai dién tir, theo mau QT.LT.X.02.01.

+) Dir liéu dién tir c6 ky sé cua Gidy bao tir dugc chia sé tu
dong tir co s kham chira bénh véi Phan mém dich vu cong
lién thong. Truong hop khéng cé Gidy béo tir thi nop céc gidy
to thay thé theo quy dinh phap luat vé ho tich.

+) Théng tin X4c nhan cua cac than nhan déng Y ctr nguoi dai
dién nhan trg cap tuit mot lan dugc thuc hién qua tng dung
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VNelD hoic dinh kém T& khai dién tir vé viéc cir ngudi dal
dién nhan tro cip tuat mot lan theo huéng dan cua Bao hiém
xa hoi Viét Nam.

- Ho so thyc hién lién thng céc thu tuc hanh chinh ding ky
khai tir, x6a dang ky thuong trd, giai quyét trg cip mai tang,
tro cap tuat hang thang bao gom cac thanh phan sau:

+) To khai dién tir, theo mau QT.LT.X.02.01.

+) Dir liéu dién tir c6 ky sé cua Gidy bao tir dugc chia sé tu
dong tir co s¢ kham chira bénh véi Phan mém dich vu cong
lién thong. Truong hop khong cé Gidy béo tir thi nop céc giay
to thay thé theo quy dinh phap luat vé ho tich.

+) Truong hop than nhan 1a con tir da 18 tudi tro 1én hoic vo
du6i 55 tudi, chong dudi 60 tudi hoic cha dé, me dé cua vo
hodc cha d¢, me dé cua chong, thanh vién khéc trong gia dinh
ma ngudi tham gia bao hiém x& hoi dang c6 nghia vu nudi
dudng theo quy dinh cta phap luat vé hon nhan va gia dinh
néu dudi 60 tudi doi véi nam, dudi 55 tudi ddi véi nit néu
khdng cd thu nhap hang thang hoic cé thu nhap hang thang
nhung thap hon mirc lwong co s va bi suy giam kha ning lao
dong tir 81% trd 1én thi dinh kém cac thanh phan hd so sau: (i)
Ban dién tir Bién ban giam dinh mac suy giam kha nang lao
dong cua Hoi dong Giam dinh y khoa d6i vai than nhan bj suy
giam kha nang lao dong tur 81% tro 1€n hoac bién ban Gidm
dinh y khoa dé hudng cac chinh sach khac trude d6 ma du diéu
kién huong hodc Gidy xac nhan khuyét tat mic do dic biét
nang twong duwong muc suy giam kha nang lao dong tir 81%
trg 1€n; (i1) Hoa don, ching tir thu phi giam dinh, bang ké céc
noi dung giam dinh cda co s¢ thuc hién Giam dinh y khoa
trong truong hop thanh toan phi Giam dinh y khoa.

b) Hé so thuc hién lién thong cac thi tuc hanh chinh diing
ky khai tir, x0a ding ky thuong tra, giai quyét mai tang
phi, tir tuat do co quan Noi vu giai quyét:

* Ho so thude linh vuc bao tro xa hoi:

- Ho so thyc hién lién théng cac thu tuc hanh chinh diang ky
khai tir, x6a dang ky thuong trd, giai quyét tro cip mai tang
bao gom cac thanh phan sau:

+) To khai dién i, theo mau QT.LT.X.02.01.

+) Dit lidu dién tir c6 ky sb cua Gidy bao tir dugc chia sé tu
dong tir co s¢ kham chira bénh véi Phan mém dich vu cong
lién thong. Truong hop khéng cé Gidy béo tir thi nop céc gidy
t& thay thé theo quy dinh phap luét vé ho tich.

- H so thuc hién lién thong cac tha tuc hanh chinh dang ky
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khai tir, x6a déng ky thuong trd, hd tro chi phi mai tang cho
doi twong bao trg xa hoi bao gom céc thanh phan sau:
+) To khai dién tir, theo mau QT.LT.X.02.01.

+) Dit ligu dién tw c6 ky s6 cua Gidy bao tur duoc chia s¢ tu
dong tir co s¢ khdm chira bénh véi Phan mém dich vu cong
lién thong. Truong hop khong c6 Glay bao tir thi nop cac gidy
to thay thé theo quy dinh phap luat vé ho tich.

+) Truong hop nguoi tir du 80 tudi tro 1én dang huong tro cap
tuat hang thang chét thi b6 sung ban dién tir Quyét dinh thoi
huong trg cap tuat hang thang. Ban dién tir nay do Hé thong
thong tin ciia Bao hiém xa hoi chuyén dén Phan mém dich vu
cong lién théng.

* Ho so thudc linh vue Nguoi ¢6 cong:

- Ho so thyc hién lién thng céc thu tuc hanh chinh dang ky
khai tu, x6a dang ky thuong tra, giai quyet tro cap mai tang,
tro cap tuat mot 1an bao gém céc thanh phan sau:

+) To khai dién tir, theo mau QT.LT.X.02.01.

+) Dit liéu dién tar c6 ky s cua Gidy bao tr dugc chia sé tu
dong tir co s& khadm chita bénh véi Phan mém dich vu cong
lién thong. Truong hop khong cé Gidy béo tir thi nop céc gidy
to thay thé theo quy dinh phap luat vé ho tich.

+) Théng tin x4c nhan caa cac than nhan déng y ctr nguoi dai
dién nhan trg cip tuat mot lan dugc thuc hién qua tng dung
VNelD hoic dinh kém ban dién ta van ban thdng nhat cu
ngudi dai dién nhan trg cap tuat mot lan theo quy dinh.

- Ho so thyc hign lién thdng cac thi tuc hanh chinh dang ky
khai tu, x6a dang ky thuong trd, giai quyét trg cip mai tang,
tro cap tuat hang thang bao gom cac thanh phan sau:

+) To khai dién tir, theo mau QT.LT.X.02.01.

+) Dir liéu dién tir c6 ky sé cua Gidy bao tir dugc chia sé tu
dong tir co s kham chira bénh véi Phan mém dich vu cong
lién thong. Truong hop khéng cé Gidy béo tir thi nop céc gidy
to thay thé theo quy dinh phap luat vé ho tich.

+) Thdng tin x&c nhan cia cac than nhan dong thuan xac nhan
nguoi ¢6 cong nudi liét si dugc thuc hién qua tng dung
VNelD hoic dinh kém ban dién tir van ban déng thuan cua cac
than nhan x&c nhan 1a nguoi c6 cong nudi liét si.

+) Truong hop than nhan 1a con tir du 18 tudi tro 1én dang di
hoc thi dinh kém ban dién tir gidy Xac nhan cta co sd gido duc
noi dang theo hoc hoic ban dién tar Bang tét nghiép trung hoc
phd théng néu dang theo hoc tai co so gido duc nghé nghiép
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hodc gido duc dai hoc hoic gidy xac nhan cua co sd gido duc
trung hoc phé théng vé thoi diém két thic hoc.

+) Truong hop than nhan séng doc than va khéng con than
nhan hoic mé cdi ca cha Ian me, Uy ban nhan dan cip xa co
trach nhiém hoan thién gidy xac nhan séng doc than va khong
con than nhan hoic md cdi ca cha 13n me.

+) Truong hop than nhan la con nguoi ¢6 cong vadi cach mang
tir da 18 tudi tré 18n bi khuyét tat ning hodc dic biét nang sau
khi du 18 tudi ma khéng cé thu nhap hing thang hoic c6 thu
nhap hang thang nhung thap hon 0,6 1an mGc chuan thi dinh
kém gidy xac nhan khuyét tat theo quy dinh cua Luat Nguoi
khuyét tat va gidy xac nhan thu nhap theo quy dinh hién hanh.
Truong hop con tir da 18 tudi tro 1&n bi khuyét tat nang,
khuyét tat dac biét ning tir nho thi dinh kém gidy xac nhan
khuyét tat theo quy dinh ciia Luat Ngudi khuyét tat.

* Luu y khi nop ho so:
Céc thanh phan ho so trén néu la ban gidy thi phai thyc hién s6 héa theo quy
dinh tai Nghi dinh s6 107/2021/ND-CP cua Chinh phu.

2.4

S6 hrgng ho so: 01 (bo).

2.5

Thoi han giai quyét:

- Pang ky khai tir, x6a dang ky thuong trd, tro cap mai tang, tro cap tior tuat
dbi véi doi twong do nganh Bao hiém x& hoi giai quyét: khong qua 09 (chin)
ngay lam viéc.

Truong hop nhan hd so sau 15 gid thi thoi gian duoc tinh bit dau tir ngay lam
viéc tiép theo.

- Pang ky khai tir, x6a dang ky thuong trd, giai quyét tro cdp mai tang, tir tuat
d6i voi nhom Ngudoi ¢6 cong: khdng qua 18 (muoi tam) ngay lam viéc (nganh
NOi vu).

- Pang ky khai tir, x6a ding ky thuong tr, giai quyét hd trg chi phi mai tang
dbi voi nhom ddi twong Bao trg xa hoi: khong qué sau (06) ngay lam viéc.
Khong qua 11 (muoi mot) ngay lam viéc doi véi truong hop dbi tugng la
nguoi tir di 80 tudi trd 1én dang huong tro cap tuat hang thang (nganh Noi vu).
Luu y: Thoi han x&c nhan caa cac than nhan qua tng dung VNelD khong qua
05 ngay lam viéc va khong tinh vao thoi gian giai quyét thu tuc hanh chinh.

2.6

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

- Pia diém tiép nhan hd so: Cong Dich vu cdng Québc gia (tai dia chi
dichvucong.gov.vn) hoac trén tng dung VNelD.

- Pia diém tra két qua giai quyét TTHC ban gidy: Trung tdm Hanh chinh
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cdng cap huyén; Bo phan Tiép nhan va Tra két qua caa UBND cap xa.

2.7 | Co quan giai quyét thi tuc hanh chinh: Uy ban nhan dan cip x4, co quan
Cong an, co quan Bao hiém x& hoi hodc co quan Noi vu theo quy dinh.
Co quan c6 tham quyén quyét dinh: Uy ban nhan dan cép xi, co quan
Cong an, co quan Bao hiém x& hoi hodc co quan Noi vu theo quy dinh.
Co quan dwoc iy quyeén: Khong.
Co quan phdi hop: Khong.
2.8 | Poi twong thuc hién TTHC: Ca nhan
2.9 | Két qua giai quyét TTHC:
- Ban dién to TrICh luc khai tu, Thong bao két qua giai quyét x0a dang ky
thuong tra, tro Cap mai tang, tir tuat va Quyet dinh hudng tro Cap mai tang,
Quyet dinh hudéng tro Cap tuat.
- Ban giay cua Trich luc khai tu.
2.10 | Quy trinh xw ly cOng viéc:
T | Trinh tu Tréch Thoi Biéy mau/ Két
: nhiém | gian qua
- Yéu cau nop phi, 1& phi (néu co)
truc tuyén hodc bang cach khac;
- Tiép nhan, tham dinh ho so dang
ky khai tir tr Phan mém dich vu
cong lién thong; dé‘ nghi nguoi dan | Cong
bo sung thong tin, ho so (néu co); chac Gio hanh | Hb so theo muc
Bl |- Thong bao ngay hen tra két qua | TN&T chinh 23
cho nguoi yéu cau qua Cong Dich | KQ cap '
vu ¢ong qudc gia, tng dung VNelD | x&
va tin nhan SMS.
- Chuyén thong tin dé céng chic 1am
cong tac ho tich kiém tra trén Phan
mém Diang ky, quan Iy ho tich va xir ly.
- Tiép nhan, xu Iy ho so dang ky | g, 01 ngay
khai tr (thuc hién xac minh néu c0), chirc lam viéc
B2 vao So dang ky khal tur; cap nhat dir Tu (Truong Trich luc khai ti
liéu vao Phan mem Pang ky, quan Iy ohép - hop xac '
ho tich; ky ch trich luc khai tir va H6 tich minh la
ban hanh ky so6 theo quy dinhcaaBo | =~ 03 ngay
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Tu phép.

- Chuyén ban dién tir Trich luc khai
tar dén Phan mém dich vu cong lién
thong théng qua Hé théng théng tin
giai quyét thu tuc hanh chinh cap
tinh, Phan mém dich vu cbng lién
thong guri dén: Hé théng théng tin
quan 1y cu tra dé thyc hién x6a ding
ky thuong trd; Hé thdng théng tin
cia nganh Bao hiém x& hoi hoic
nganh Noi vy dé thuc hién giai quyét
ché d6 mai tang phi, tir tuat.

- Chuyén két qua cho Bo phan mot cta.

lam viéc)

Tra két qua dién
tir trén phan
mém lién thong,
chuyén két qua
ban gidy cho Bo
phan mot cua

- Tiép nhan hd so xoa dang ky
thuong trd tr Phan mém Dich vu
cong lién thong gui sang, xu ly, phé

Thong bao két

83 duyét h§) s0. ’ ‘ q(u::n 0lngay | quagiai quyét
- Chuyen ket qua giai quyet cia ho C lamviéc | xo6a dang ky
so x6a dang ky thuong trd ve phan ong thuong trd
mém Dich vu cong lién thong dé cho | &1
cong dan tra cuu.

- Can by Bao hiem xa hoi/NGi vu - Co

thuc hién tiep nhan ho so tir phan quan

mém Dich vy cong lién thong hoan Bao

thién va day sang hé thong cua co hiem x&

guan Bao hiem xa hoi hoac hé thong hoi giai

cua co quan NOi vy, xu ly, phé duyét uyét: . ) ,

hd so a T y:P Ys ?_y Déi Thong bao ket

| Co . POV qua giai quyét tro
- Chuyén ket qua giai quyét cua ho voi Tro | .« L ;
N z - Ly quan P - | cap mai tang, tu

so ho so trg cap mai tang phi/Ho tro , cap mai | 4. X, a

A g, S LT Bao : - | tuat; Quyet dinh
B4 | chi phi mai tang, t&r tuat vé phan|,.z - ~ |tang phi, \ x

Am Dich sne lién thone dé ch hiem x& ‘ [ huong trg  cap

n‘iem d}c Vu S:ong 1en thong de cho hoi/NGi r70 C?p mai tang; Quyét

cdng dan tra cau. B | ’ vu tr tuat: dinh huéng tro

- Co quan Bdo hiem xa hoi tra keét 08 ngay | .4n tust.

qua: tryc tiep tai co quan Bao hiém lam viéc

xa hol giai quyet, hoac tai noi cu tra +  Thoi

thdng qua dich vu buu chinh cong huong

ich, ket qua bang tién (néu cd) tra trg cap

thong qua tai khoan ca nhan khi tuat hang

dang ky, hoac tien mat truc tiep tai thang: 02
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B5

co quan Bao hiém x& hoi giai quyét. ngay lam
- Co quan Noi vu chuyén tra két qua: vigc.
truc tiép qua bo phan tiép nhan mot - Co
ctra hoac tai noi cu tru thong qua quan Noi
dich vu buu chinh cong ich. vu giai
quyét:
+ Ho tro
chi  phi
mai tang
05 ngay
lam viéc.
+ Tro
cAp mai
tang, tro
cap tuat
dbi  véi
nguoi €O
cong: 17
ngay lam
Viéc
- Nhan két qua giai quyét ban giay
cua Trich luc giay khai tir, tra két
qua TTHC cho nguoi yéu cau (nguoi Cong o ,
€6 yéu cau kiem tra thong tin va ky chire Gio hanh | Két qua giai
tén vao so trich luc khai tir); thong chinh quyét tha tuc
L LA . e a I > | TN&T : .
bao két qua giai quyet xoa dang ky KQ hanh chinh
thuong trd, tro cap mai tang va
Quyét dinh vé viéc huodng tro cip
mai tang.

* Truong hop hd so khong day du, chua dang quy dinh: Co quan Bao hiém
x& hoi hodc co quan Noi vy thyc hién thong bao cho nguoi yéu cau qua Cong
Dich vu cdng qudc gia, tng dung VNelD va tin nhan SMS, trong d6 néu 15 1y
do ddi véi cac truong hop ho so khong duoc tiép nhan, cac thanh phan ho so
can bo sung trong thoi gian khong qua 01 ngay lam viéc ké tir khi nhan duoc
hd so dién ta trén hé thong.

Truong hop can bo sung thanh phan ho so thi ngudi yéu cau co trach nhiém
hoan thién ho so trong 07 ngay lam viéc, néu qua thoi han nay khdng bd sung
duoc thi hd so b tir chdi.

* Cac budc va trinh ty ¢éng viéc ¢ thé duogc thay doi cho phu hop véi co cdu
t6 chtrc va viéc phan cdng nhiém vu cu thé caa mdi co quan, to chic thudc hé
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théng hanh chinh nha nudc.
* Téng thoi gian phan bé cho cac budc cong viée khong vuot qua thoi gian
quy dinh hién hanh cuaa thu tuc nay.

BIEU MAU
Gidy tiép nhan ho so va hen tra két qua
M3u 01 g
M3u 01.docx
Phiéu yéu cau bo sung hoan thién ho so
M3u 02 g
M3u 02.docx
Phiéu tr chéi tiép nhan giai quyét hd so
M3u 03 (9
M3u 03.docx
Phiéu xin 15i va hen lai ngay tra két qua
M3u 04 g
Mau 04.docx
To khai dién tur Lién thong dang ky khai tur, x0a dang ky
thuong tru, giai quyéet mai tang phi, tir tuat
BM.LT.X.02.01 -uﬁ
BM.LT.X.02.01.doc
HO SO LUU:

Ho so dau vao theo muc 2.3 (tiy theo ting nganh);

S6 dang ky/theo ddi tha tuc hanh chinh (tdy theo tirng nganh);

Két qua giai quyét thu tuc hanh chinh: Trich luc khai tu; Thong bao két qua giai
quyet x06a dang ky thuong trd; Thong bao két qua giai quyét tro Cap mai tang, tu
tuat; Quyét dinh huong tro cip mai tang; Quyét dinh hudng tro cap tuat.
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Céc phan mem giai quyét thi tuc hanh chinh chuyén nganh; Phan mem Hé
thong thdng tin giai quyét thu tuc hanh chinh cua tinh.

Ho so thudc trach nhiém don vi nao duge luu tai don vi do. Thoi gian luu trix thuc
hién theo quy dinh cta phép luat vé luu trix./.
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