PHAN II

QUY TRINH NQI BQ GIAI QUYET THU TUC HANH CHINH LINH VUC TU PHAP
THUQC THAM QUYEN GIAI QUYET CUA CAP HUYEN

(Kém theo Quyét dinh s6 16890P-UBND-HC ngayp8 thang | ndm 2021

ciia Chii tich Uy ban nhan dén tinh Pong Thap)

I. LINH VU'C BOI THUONG NHA NUOC
1. Thii tuc phuc hdi danh duw
1.1. Trinh tw, cach thirc, thoi gian giai quyét thi tuc hanh chinh

TT

Trinh ty thuc hién

Cach thire thue hién

Thoi gian giai quyét

Buoc 1

Nop hd so thi tuc
hanh chinh:

Yéu cau phuc hoi danh du tai Van ban yéu cau boi thuong
hodc Y kién tra 1oi Thong bao vé viéc Nha nude to chic
phuc hoi danh dy hodc Vian ban dé nghi phuc hdi danh du
(trong truong hop co quan truc tiép quan 1y nguoi thi hanh
cong vu gay thi¢t hai da Thong bao nhung nguoi bi thi¢t hai
chua dé nghi chua thyc hién phuc hdi danh dy ma yéu cu
sau) duoc gt truc tiép hodc qua hé théng buu chinh dén co
quan quan ly ngu:0’1 thi hanh cong vu gay thi¢t hai.

- Sang: tir 07 gio dén 11 gio
30 phat;

- Chiéu: tir 13 gio 30 dén
17 gio cua cac ngay lam
Viéc.

Bworc 2

Tiép nhan va chuyén
ho so thui tuc hanh
chinh

P6i voi ho so duoc ndp truc tiép dén co quan quan 1y
nguoi thi hanh cong vu gay thiét hai hodc thong qua dich vu
buu chinh cong ich cong chuc tiép nhan ho so tai B6 phan
tiép nhan va tra két qua xem xét, kiém tra tinh chinh xac,
day du caa ho so; quét (scan) va luu trit ho so dién tir, cap
nhat vao co s¢ dir li€u cua phﬁn mém mét cira dién ti cua
tinh.

Chuyén ngay hd so tlep
nhan truc tiép trong ngay
1am viéc (khéng dé qud 01
(mot)gio lam viéc) hodc
chuyén vao dau gio ngay
lam viéc tiép theo dbi voi
truong hop tiép nhan sau 15




TT

Trinh ty thuc hién

Cach thire thue hién

Thoi gian gidi quyét

- Trudong hop ho s0 chua déy da, chua chinh xé4c theo
quy dinh cong chirc tlep nhan hd so phai hudng dan dai
dién to chirc, c& nhan bd sung, hoan thién hoé so theo quy
dinh va néu 1 1y do theo mau Phiéu yéu cau bd sung, hoan
thién hd so;

- Trudong hop tir chdi nhan ho so cong chuc tiép nhan
h6 so phai néu rd 1y do theo mau Phiéu tir chdi giai quyét
ho so thu tuc hanh chinh;

- Truong hop hd so day du, chinh xac theo quy dinh,
can bg, cong churc, vién chirc tiép nhan ho so va lap Giéy
tiép nhan ho so va hen ngay tra két qua; dong thoi, chuyén
cho co quan c6 tham quyén dé giai quyét theo quy trinh.

gi10 hang ngay.

Buwoc 3

Giai quyét thi tuc
hanh chinh

Sau khi nhan hd so tha tyc hanh chinh, cong chue xu ly
xem xét, tham dinh ho so, trinh phé duyét két qua giai quyét
tha tuc hanh chinh

15 ngay, trong do

1. Tiép nhan ho so

01 ngay

2. Giai quyét ho so, trong d6

14 ngay

+ Chuyén vién
+ Lanh dao phong chuyén moén

+ Lanh dao co quan gidi quyét béi thuong

10 ngay
02 ngay
01 ngay




TT Trinh ty thuc hién Cach thire thue hién Thoi gian gidi quyét

+ Van thu 01 ngay

1.2. Thanh phén, s6 lwong hd so

a) Chu dong phuc hoi danh du

- Thong bao vé viéc to chirc thuc hién phuc hdi danh dy (miu 17/BTNN ban hanh kém theo Théng tu s 04/2018/TT-
BTP);

- Bién ban tra 15i thong bao t6 chirc thuc hién phuc héi danh dy (miu 18/BTNN ban hanh kém theo Thong tu sb
04/2018/TT-BTP).

Trudng hop co quan truc tiép quan 1y ngudi thi hanh cong vu gay thiét hai dd Thong bao nhung ngudi bi thiét hai chua dé
nghi chua thyc hién phuc hdi danh dy ma yéu cau sau thi thanh ph?m hd so gém: Thong bao vé viée td chire thuc hién phuc hoi
danh du (mau 17/BTNN ban hanh kém theo Thong tu s6 04/201 8/TT-BTP); Y kién cua nguoi bi thiét hai dé nghi chua thyc hién
phuc hdi danh dur; Vin ban dé nghi phuc hdi danh du.

b) Phuc hoi danh dy theo yéu cau ctia ngudi bi thiét hai

Vin ban yéu cau boi thuong (miu 01/BTNN ban hanh kém theo Thong tu s6 04/2018/TT-BTP).

1.3. Pdi twong thwe hién tha tuc hanh chinh: nguoi yéu cau bdi thuong theo quy dinh tai khoan 3 Di‘éu 3 Luat
TNBTCNN nam 2017, da duogc thu Iy ho so yéu cau boi thudong va c6 mot trong cac can cir quy dinh tai khoan 1 Diéu 51 Luat
TNBTCNN ndm 2017.

1.4. Co quan gidi quyét thii tuc hanh chinh:

Co quan giai quyét boi thuong 1a co quan tryc tié'p quéan 1y ngudi thi hanh cong vu gay thiét hai trong hoat dong quan ly
hanh chinh, t6 tung, thi hanh 4n quy dinh tr Bi€u 33 dén Bi€u 39 cua Luat TNBTCNN nam 2017 & cap huyén.

1.5. Két qua thue hién thii tuc hanh chinh:




- Buoi tryc tiép xin 11 va cai chinh céng khai;

- Pang bao xin 16i va cai chinh cong khai trén 01 t& bao trung wong va 01 t& bao dia phuong noi ngudi bi thiét hai cu tra
trong truong hop ngudi bi thiét hai la ca nhan hodc noi dat tru so trong trudng hop nguoi bi thiét hai la phap nhan thuong mal
trong 03 s lién tiép; dang tai nodi dung xin 16i va cai chinh cong khai trén Cong thong tin dién tr (néu cd) ctia co quan tryc tiép
quan ly nguodi thi hanh cong vu gay thiét hai.

1.6. Phi, 1€ phi: Khdng

1.7. Tén miu don, miu to khai:

- Vin ban yéu cau boi thuong (mau 01/BTNN ban hanh kém theo Théng tu s6 04/2018/TT-BTP);

- Théng bao vé viéc to chirc thuc hién phuc hdi danh dy (miu 17/BTNN ban hanh kém theo Théng tu s 04/2018/TT-
BTP);

- Bién ban tra 16i thong bao t6 chtrc thuc hién phuc hdi danh dy (mau 18/BTNN ban hanh kém theo Thong tu sb
04/2018/TT-BTP).
1.8. Yéu cau, diéu kién thuc hién thu tuc hanh chinh

Vin ban dong ¥ hodc c6 ¥ kién cu thé vé viée phuc hdi danh du hodc yéu cau cta ngudi bi thiét hai vé viéc phuc hoi danh
du theo quy dinh tai Diéu 57 hoic Piéu 41 Luat TNBTCNN nam 2017.

1.9. Can ctr phap ly cua tha tuc hanh chinh
- biéu 3, Biéu 33 dén 39, Piéu 51 Luat TNBTCNN nim 2017;

- Diéu 22 Nghi dinh s0 68/2018/ND-CP ngay 15/5/2018 cta Chinh phu quy dinh chi tiét mot s0 diéu va bién phép thi hanh
Luat Trach nhi¢ém boi thuong Nha nudce

- Thong tu s6 04/2018/TT-BTP ngay 17/5/2018 ctia B Tu phap vé ban hanh biéu mau trong cong tac bodi thuong nha nude
1.10. Lwu ho so (ISO):

Thanh phin hd so luu B¢ phan luu trir Thaoi gian luu




- Nhu muc 1.2;

- Két qua giai quyét TTHC hodc Van ban tra 161 cia don vi d6i
v6i ho so khong dap ung yéu cau, diéu kién.

- Ho so tham dinh (néu co)
- Vin ban trinh co quan cép trén (néu co)

Phong chuyén mén cua Co
quan giai quyet boi thuong

Céc biéu mau theo Khoan 1, Piéu 9, Thong tu s6 01/2018/TT-
VPCP ngay 23 thang 11 nam 2018 cua B¢ truong, Chu nhiém
Vin phong Chinh phu quy dinh chi tiét mot s diéu va bién
phap thi hanh Nghi dinh s 61/2018/ND-CP ngay 23 thang 4
nam 2018 cua Chinh phu vé thuc hién co ché mot ctra, mot cira
lién thong trong giai quyét thii tuc hanh chinh.

Bo phan tiép nhan va tra két
qua.

Tir 01 (mdt) nam, sau d6 chuyén
ho so dén kho luu trit co quan gidi
quyét boi thuong
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MAu 01/BTNN
(Ban hanh kém theo Théng tw s6 04/2018/TT-BTP ngay 17/5/2018)

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

VAN BAN YEU CAU BOI THUONG

Kinh gui: oo, (1) e
Ho va tén nguoi yéu cau bdi thudng:...................... (2) e
Gidy to ching minh nhan than:.................. (3
Piachi: ... (B) e,
S8 dien thoai (NEU COY...neve e,
EMQIL (U CO): et ee et e e eee e e e eeesenneeean
[ (5) ettt
Can cu

ettt s e (6) e (néu cd)
- Hanh vi gay thiét hai cua nguoi thi hanh cong vu gay thiét hai...............

- Mbi quan hé nhan qua giira thiét hai thyc té xay ra va hanh vi gay thiét hai cta
nguoi thi hanh CONG VU ..cccuiiieiiiice e

Trén co s& do, tdi dé nghi Quy co quan xem xét, giai quyét boi thuong thiét hai
theo quy dinh ctia Luat Trach nhiém boi thuong ctia Nha nudc, bao gdm céc ndi dung
Sau:

I. THIET HAI YEU CAU BOI THUONG (7)
1. Thiét hai do tai san bi xdm pham (néu c6), cach tinh, muc yéu cau bdi thuong

2. Thiét hai do thu nhap thuc té bi mat hoic bi giam sut (néu c0), cach tinh, muc
yéu cau boi thuong

3. Thiét hai v& vét chat do nguoi bi thiét hai chét (néu c6), cach tinh, mirc yéu
cau boi thuong

4. Thiét hai vé vat chat do stc khoe bi xAm pham (néu c0), cach tinh, mtc yéu
cau boi thuong

5. Thiét hai vé tinh than (néu c6), cach tinh, mutc yéu cau bdi thudng



6. Cac chi phi khac duoc boi thudong (néu co), cach tinh, mirc yéu cau boi
thuong

Tong so tién yéu cAu boi thuwong: ...........o.ooovvvveeeeeeeeeeeeeea. (d6ng)

(VB DANG CRIE: oot )
II. PE NGHI TAM UNG KINH PHi BOI THUONG (néu cé)

1. Kinh phi d¢ nghi tam tng

Can ctr quy dinh tai Diéu 44 Luat Trach nhiém boi thuong ctia Nha nudc, toi dé
nghi dugc tam ng kinh phi boi thuong doi véi cac khoan sau:

1.1. Thiét hai vé tinh than

S6 1180 A& NN tamM TNE 1A+ veveeeeeeeeeeeeeeeee e dong

(VIBE BANG CHIE: ..ottt )
Tai lidu, chimg ¢ Kem theo (NEU COY:....vvevvveeeeeeeeeeeeeeeeeeeee e,

1.2. Thiét hai khac c6 thé tinh duoc ngay ma khong can xac minh: ....(8)

S6 tién d€ nghi tam TN L&:......oo.ovoveeeeeeeeeeeeee e dong

(VIBE BANG CHIE: ..ottt eenees )
Tai liéu, ching ¢ KEm theo (NEU COY:.vuvrvaeeeeeeeeeeeeeeeeeeeee e

1.3. Tong sb tién dé nghi tam ang: ............cceevvevreeeeeeeeene.....dONg.
(VIBE BANG CHIE: ..ottt eenees )

2. Thong tin nguoi nhan tam tng kinh phi bdi thuong:

-Hovateni.. oo (D) e
- Gidy to chirg minh nhan than: ....................... (10) e
-Piachi: oo (1) e,
- Phuong thtrc nhan tam tmg kinh phi bdi thudng
............................................. (12) e

I11. CAC NOI DUNG KHAC CO LIEN QUAN

1. Bé nghi thu thap vin ban 1am cin ct yéu cau bdi thudng (néu cd)
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Pé nghi Quy Co quan xem xét, giai quyét bdi thudng cho toi/...(15).. theo quy
dinh cua phap luat.

..(16)..... ngay ... thang ... nam ......

Nguoi yéu cau boi thwong (17)
DANH MUC GIAY TO, TAI LIEU GUT KEM (néu co):

Huwéng din siv dung Méu 01/BTNN:

(1) Ghi tén co quan giai quyét boi thuong 13 co quan truc tiép quan 1y ngudi thi
hanh cong vu gay thiét hai.

(2) Néu nguoi yéu cau boi thuong 13 ¢4 nhan ngudi bi thiét hai thi ghi ho tén cua
nguoi bi thiét hai hodc nguoi dai dién theo uy quyén cua nguoi bi thi¢t hai; ddi vai
truong hop nguoi bi thiét hai chét thi ghi ho tén ngudi thira ké cia nguoi bi thiét hai; doi
v6i trudng hop ngudi yéu cau bdi thuong 13 nguoi chua thanh nién, nguoi mat ning luc
hanh vi dan sy, nguoi han ché nang luc hanh vi dan sy, nguoi c6 kho khan trong nhan
thirc lam chu hanh vi thi ghi ho tén, dia chi cua nguoi dai dién theo phéap luat cia ca
nhan d6; néu ngudi yéu cau boi thuong 13 to chire thi ghi tén to chirc va ghi ho, tén cua
ngudi dai dién theo phap ludt cia to chirc do.

(3) Ghi sb, ngay cap, noi cAp ching minh nhan dan hodc can cudc cong dan
hodc ho chiéu hodc gidy to tuong (mg clia c4 nhan nguoi yéu cau bdi thuong 1a nguoi
bi thi¢t hai hodc nguodi dai dién theo phap ludt cua ngudi bi thi¢t hai trong truong hop
nguoi bi thiét hai la nguoi thude truong hop phai c6 nguoi dai dién theo phap luat theo
quy dinh cia B¢ luat dan su. Truong hop nguoi yéu cau b01 thuong 14 nguoi thira ké
cia nguoi bi thiét hai hodc ngudi dai dién theo uy quyén cia nguoi bi thiét hai thi
ngoai gidy tO' chung minh nhan than ca nhan cua nguoi yéu cau boi thuong can ghi
thém van ban uy quyén hop phap trong trudng hop dai dién theo uy quyén; di chic
trong trudng hop nguoi bi thiét hai chét ma c6 di chic, trudng hop khong o di chic thi
phai ¢6 van ban hop phap vé quyén thira ké; truong hop c6 nhidu nguoi thira ké thi phai
co gidy t& chirng minh nhan than cta ngudi duge ctr 1am dai dién va vin ban hop phép
vé viéc duoc ctr 1am dai dién cho nhiing nguoi thira ké con lai.

Truong hop nguoi yéu cau boi thudng 1a to chuc thi ghi sb, ngay cip, noi cap
mot trong cac gidy to sau: Quyét dinh thanh 1ap, Gidy ching nhan dang ky doanh
nghiép, Gidy dang ky ho kinh doanh, Gidy chimg nhan ding ky dau tu, gidy phép hoic
céc gidy to co gia tri nhu gidy phép theo quy dinh cuia phép luat chuyén nganh.

4) Néu nguoi yéu cau bdi thuong la ca nhan thi ghi day du dia chi noi cu tra tai
thoi diém ndp vin ban yéu ciu bdi thudng; néu nguoi yéu cau bdi thuong la co quan,
t6 chue thi ghi dia chi tru s¢ chinh cua co quan, t6 chirc do tai thoi diém ndp van ban
yéu cau boi thuong.

(5) Ghi mdt trong céc trudong hop:

- Truong hop ngudi yéu cau bdi thuong 1a nguoi bi thiét hai thi ghi: “ngudi bi
thiét hai”;



9

- Trudong hop nguoi bi thiét hai chét thi ghi: “nguoi thira ké cia.... (néu tén ciia
nguoi bi thiét hqi)..... |
- Truong hop c¢6 nhiéu ngudi thira ké thi ghi: “ngudi dai dién cho nhitng nguoi

29

thira ké cta .... (néu tén ciia ngueoi bi thiét hai)..... :

- Truong hop t6 chuc bi thiét hai da cham dut t6n tai thi ghi: “dai dién cho
..(néu tén 16 chire ké thira quyén, nghia vu)... ké thira quyen va nghia vy cua.. ..(néu tén
to chire bi thiét hai di cham dirt ton tai) thuc hién quyén yéu cau bdi thuong”;

- Truong hop phai ¢6 nguoi dai dién theo phap luat theo quy dinh ctia B luat
dan sy thi ghi: “nguoi dai dién theo phap luat cua .... (néu tén cua nguoi bi thiét
hai).....”;

- Truong hop Uy quyén thuc hién quyén yéu cau bdi thuong thi ghi:
“nguoi/phap nhan dugc ........ (Nu tén ciia nguoi bi thiét hai hodc nguoi thira ké ciia
nguoi bi thiét hai trong truong hop nguoi bi thiét hai chét hodc té chirc ké thira quyén,
nghia vu cua 16 chirc bi thiét hai dd cham dirt ton tai hodc nguoi dai dién theo phadp
ludt cua nguwoi bi thiét hai thudc truong hop phdi co nguoi dai dién theo phdp ludt
theo quy dinh ciia B ludt dan sw) Uy quyén thuc hién quyén yéu cau bdi thuong”.

(6) Ghi tén van ban lam cin ct yéu cau boi thuong (s6 hiéu, ngay thang nim
ban hanh, co quan ban hanh va trich y€u ctia van ban).

(7) Ghi timg loai thiét hai cu thé, cach tinh va mirc yéu ciu boi thuong theo quy
dinh twong Gng tir Piéu 22 dén Picu 28 Luat Trach nhi¢m bodi thuong ctia Nha nudec.

(8) Ghi 10 loai thiét hai nao dé nghi tam ung.
(9) Ghi ho tén ngudi nhan tam tng kinh phi bdi thuong.

(10) Ghi sb, ngay cap, noi cap chimg minh nhan dan hodc cin cudc cong dan
hodc ho chiéu hodc loai gidy to tuong Ung cia ngudi nhan tam tng kinh phi bdi
thuong.

(11) Ghi noi cu tri ctia ngudi nhan tam tng kinh phi boi thuong.

(12) Ghi phuong thirc nhan tam Gng kinh phi bdi thudng: nhan truc tiép béng
tién mit hodc nhan qua chuyén khoan. Trudong hop nhan qua chuyen khoan ghi 10 s0
tai khoan, chu tai khoan, noi md tai khoan ctia nguoi nhén tién tam ng kinh phi boi
thuong.

(13) Truong hop ngudi yéu cau bodi thuong khong cé kha ning thu thap van ban
1am can ctr yéu cau boi thuong thi ghi 1 tén van ban va dia chi thu thap vin ban do.

(14) Ghi 13 yéu cau ctiia minh vé viéc co quan giai quyét bdi thudng thuc hién
viéc phuc hoéi danh dy.

(15) Truong hop t6 chirc yéu cau boi thuong thi ghi tén t6 chc.
(16) Ghi dia diém lam vin ban yéu cau bdi thuong (vi du: Ha Noi).

~ (17) Truong hop 1a ca nhan thi ky va ghi r6 ho tén hodc diém chi; Trudong hop
la to ChfI’C,thi nguoi dai dién theo phap ludt cia to chie do ky, ghi rd ho tén, chirc vu
va dong dau.

(18) Ghi tén tai liéu, chirng cr chirng minh cho nhirng thiét hai ma ngudi yéu
cau boi thuong dé nghi Nha nudc boi thuong. Céc tai li€u nén danh so thu tu.
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MAu 17/BTNN

(Ban hanh kém theo Théng tw s6 04/2018/TT-BTP ngay 17/5/2018)

TEN CO QUAN, TO CHUC CHU QUAN CQNG HOA XA HQI CHU NGHIA VIET NAM

(néu co) ] Poc lap - Tu do - Hanh phic
TEN CO QUAN, TO CHUC
wi(2)..., ngay ... thang ... nam... ...
So:..../TB-...(1)

THONG BAO

Vé viée to chire thure hién phuc hdi danh du

Piachi.........o.oooii (B) e

Can ct Diéu 57 Luat Trach nhiém bdi thuong cua Nha nudce vé chu dong phuc
héi danh du; Piéu 22 Nghi dinh s6 68/2018/NP-CP ngay 15 thang 5 nim 2018 cia
Chinh pha quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat Trach nhiém boi

thuong cua Nha nudc;............ (5)eeeiinesy on(6).n. du kién t6 chtc thuc hién
phuc hoi danh dyu d6i v6i Ong/Ba, cu thé nhu sau:
............................................ (7)o

Trong thdi han 10 ngay ké tir ngay nhan dugc thong bao nay, dé nghi Ong/Ba
ghi v kién tra 10i cia minh vao phan sau ctia Thong bao nay va g lai cho
............ (6)...........hodc tra 10i tryc tiép bang 10i ndi tai tru so ........(6).....

Hét thoi han tra 161 néu trén ma Ong/Bé khong tra 101 thi viéc phuc hoi danh du
s& duoc thyc hién khi Ong/Ba c6 yéu cau bang vin ban./.

Noi nhan: Thu truong co quan
- Nhu trén; (Ky, ghi r6 ho tén va dong ddu)

- Luu: VT, HSVV.

PHAN GHI Y KIEN CUA NGUOI BI THIET HAI

Ngay...thang....nam...., to1 la , dia chi

1 Nguoi bi thiét hai c6 thé ghi mot trong cac ndi dung tra 101 nhu sau:



......... , ngay ... thang ... nam ... ...
Ca nhén, to chirc dwgc phuc hoi danh dw (Ky
va ghi ro ho tén hoac diém chi)

Huwéng din siv dung Méu 17/BTNN:
(1) Ghi chir viét tit tén co quan giai quyét bdi thudng.

(2) Ghi tén dja phuong noi cé tru s& co quan giai quyét bdi thuong theo cip
hanh chinh tuong tng.

(3) (4) Ghi thong tin ctia ngudi bi thiét hai theo van ban 1am cin ctr yéu cu bdi
thuong.

(5) Ghi tén vin ban lam cin clr yéu cau bodi thuong hodc ban an, quyét dinh
cua Toa an quy dinh tai Di€u 55 Luét Trach nhi¢m boi thuong ctia Nha nudec.

(6) Ghi tén co quan thuc hién viéc phuc hdi danh dy.
(7) Ghi theo mot trong hai truong hop sau:

- Pdng ¥ v6i toan bo ndi dung Théng bao;

- Khong dong ¥ voi toan bd ndi dung hodc khong ddng y v6i mot hodc mot s6 ndi dung trong Thong
bao. Ghi ¥ kién ctia minh v& viéc thay d6i mot hodc mét sb ndi dung trong Théng bao.

-bé nghi chua thuc hién phuc hdi danh du. Ghiy kién ctia minh vé viéc thyc hién phuc hdi danh du.

- Tir chdi quyén duogc phuc hdi danh du.
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- Truong hop yéu cdu boi thwong trong hoat dong t6 tung hinh suw thi ghi:

“V¢é viéc to chuc truc tiép xin 101 va cai chinh cong khai:

- Du kién viéc dang tai noi dung xin 131 va cai chinh cong khai trén Cong thong
tin dién tr cua........ (tén co quan tryc tiép quan ly nguoi thi hanh cong vu)..... (néu co
quan c6 Cong thong tin dién tr)”.

- Truong hop yéu cau boi thuong trong hoat dong quan 1y hanh chinh thi ghi:

“Vé viéc dang bao xin 101 va cai chinh cong khai:

- Dy kién viéc dang tai noi dung Xin 18i va cai chinh cong khai trén Cong thong
tin dién tr cla........ (tén co quan truc tiép quan ly nguwoi thi hanh cong vuy)..... (néu co
quan c6 Cong thong tin dién tr)”.
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mau 18/BTNN
(Ban hanh kém theo Théng tw s6 04/2018/TT-BTP ngay 17/5/2018)

CONG HOA XA HQI CHU NGHIA VIET NAM
Déc lap - Tw do - Hanh phuc

BIEN BAN
Tra 101 thong bso to chirc thue hién phuc hoi danh dy
Hom nay, vao hdi ...gid....phat ngay ... / .../ ...... sl , chiing t6i gom:
1. Nguoi bi thiét hal
HoO VA BN, i

Gidy ching minh nhan than: .............ccoooieiiiieiiie el

bia chi

2. Pai dién co quan tryc tiép quan 1y nguoi thi hanh céng vu gy thiét hai

|5 (oI T2 TR 1<) o S

ClIC VU e

Ngay...thang....nam....,.....(1)....dd gii Thong bdo sb..... ngdy.../.../..... vé viéc td
chtrc thyc hién phuc hoi danh dy do6i véi Ong/Ba.......(1)...... Ong/Bada ......ccccoovvvevnrnenne
(2) tee

Bién ban duoc 1ap thanh..... ban vao hdi.....gio...phat ngady .../ ...../..... va dugc doc
cho nhitng nguoi tham gia cung nghe va nhat tri cung ky tén dudi day./.

Nguoi bi thiét hai Pai dién co quan tryc tiép quan ly
(Ky, ghi r6 ho tén hodc diém chi) nguoi thi hanh cong vu
gay thiét hai

(Ky va ghi ro ho tén)
Huéng din siv dung Miu 18/BTNN:
(1) Ghi tén co quan tryc tiép quan 1y ngudi thi hanh céng vu gay thiét hai.
(2) Ghi nhan ¥ kién ctia ngudi bi thiét hai thudc mot trong cac trudong hop sau:
- Pong ¥ vé6i toan bo nodi dung Thong béo.

- Khong ddng y v6i ndi dung trong Thong bao. Truong hop nay can ghi cu thé y kién
ve su thay doi doi véi ting ndi dung trong Thong bao.

- D& nghi chua thuc hién phuc hdi danh du.

- Tt chéi quyén duoc phuc hdi danh du.
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2. Thi tuc giai quyét yéu ciu boi thudng tai co quan truwe tiép quan Iy ngwoi thi hanh cong vu giy thiét hai

2.1. Trinh tu, cach thirc, thoi gian giai quyét thii tuc hanh chinh

TT

Trinh ty thyc hién

Cach thirc thuc hién

Thoi gian giai quyét

Bwoc 1

Nop hd so thi tuc
hanh chinh:

- Ngudi yéu cau boi thuong c6 thé ndp hd so truc tiép tai tru sé
co quan giai quyét bdi thudng hodc qua hé thdng buu chinh.

- Nguoi yéu cau bdi thudng nhin quyét dinh giai quyét boi
thudng ngay tai budi thuong lugng.

- Sang: tir 07 gio dén 11 gio
30 phut;

- Chiéu: tir 13 gio 30 dén 17
gio cua cac ngay lam viéc.

Bwoc 2

Tiép nhian va
chuyén ho so thu
tuc hanh chinh

Pbi v4i ho so dugc ndp truc tiép qua co quan giai quyét boi
thuong hodc thong qua dich vy buu chinh cong ich cong chirc
tiép nhan ho so tai Bo phén tiép nhan va tra két qua xem xét,
kiém tra tinh chinh x4c, day du cua ho so; quét (scan) va luu trir
ho so dién tir, cAp nhat vao co so dir liéu ctia phan mém mot cira
dién tir cua tinh.

- Truong hop hd so chua day du, chua chinh xac theo quy
dinh cong chuc tiép nhan hd so phai huéng dan dai dién to
chire, ca nhan bd sung, hoan thi¢n ho so theo quy dinh va néu rd
1y do theo méau Phiéu yéu cau bod sung, hoan thi¢n ho so;

- Trudng hop tir chdi nhan hd so cong chice tiép nhan ho so
phai néu rd 1y do theo mau Phicu tir choi giai quyét ho so thu
tuc hanh chinh;

- Trudng hop hd so dr;ly du, chinh xac theo quy dinh, can
b, cong chire, vién chuc tiép nhan ho so va lap Gidy tiép nhan
hé so va hen ngay tra két qua; dong thoi, chuyén cho co quan ¢o
tham quyén dé giai quyét theo quy trinh.

Chuyén ngay hd so tiép nhan
tryc tiép trong ngay lam viéc
(khong d@é qua 01 (mét)gio
lam viéc) hodc chuyén vao
dau gio ngay lam viéc tlep
theo ddi véi trudng hop tiép
nhan sau 15 gio hang ngay.
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TT Trinh ty thuc hién Cach thirc thuc hién Thoi gian giai quyét
Sau khi nhan ho so thu tuc hanh chinh tir phong chuyén mon
cong chirc xur Iy xem x¢ét, thdm dinh ho so, trinh ph€ duyét ket | 115 ngay lam vi€c, trong do
qua giai quyét thu tuc hanh chinh:
1. Tiép nhan hd so 02 ngay
2. Giai quyét hd so, trong do 113 ngay
. Giai quyét thi tuc P -
T+
Budéce 3 hanh chinh Chuyén vién 41 ngay

+ Lanh dao phong chuyén mon 30 ngay
+ Lanh dao co quan gidi quyét boi thuwong 30 ngay
+ Co quan tai chinh ¢é tham quyén 07 ngay
+ Van thw 05 ngay

Tra A keto qua glal Cong chire tiép nhan va tra két qua nhap vao so theo ddi

quyét thu tuc hanh ha \ phin mem dién i thue hién nh ,

chinh 0 so va phan mém dién tir thuc hién nhu sau:

- Thong béo cho ¢4 nhéan biét true qua tin nhan, thu dién
tu, dién thoai hodc qua mang xa hdi dugc cap c6 tham quyén ) o _
cho phép dbi voi hd so giai quyét thii tuc hanh chinh truée thoi | - Sang: tr 07 gio dén 11 gio
Budrc 4 han quy dinh. 30 phut;

- C4 nhan nhan két qua giai quyet thu tuc hanh chinh theo
thoi gian, dia d1em ghi trén G1ay tiép nhan hd so va hen tra két
qua (xuét trinh gidy hen tra két qua). Cong chirc tra két qua
kiém tra phiéu hen va yéu cau nguoi dén nhan két qua ky nhan
VAo sb va trao két qua.

- Trudng hop nhan két qua thdng qua dich vu buu chinh

- Chiéu: tir 13 gior 30 dén 17
gio cua cac ngay lam viéc.
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TT Trinh ty thuc hién Cach thire thue hién Thoi gian gidi quyét

cong ich. (dang ky theo hudng dan ciia Buu dién) (néu co)

2.2. Thanh phan, s6 lweng ho so

a. Truong hop ngudi bi thiét hai tryc tiép yéu cau bdi thudng thi hd so yéu cau boi thuong (sau day goi 1a hd so) bao gdm: Van
ban yéu cau boi thudng; Van ban 1am cin ¢t yéu cau bdi thuong, trir trudng hop ngudi bi thiét hai khong duoc gui hodc khong thé co
vin ban 1am can cr yéu cau bdi thuong; Gidy to chirng minh nhan than cia nguoi bi thiét hai; Tai liéu, chimg ctr ¢ lién quan dén viée
yéu cau bdi thudng (néu cb).

b. Truong hop ngudi yéu cau boi thuong 13 nguoi thira ké (néu c6 nhiéu nguoi thira ké thi nhimg nguoi thira ké d6 phai cir ra
mot ngudi dai di€n) hodc 1a nguoi dai dién cua nguoi bi thiét hai thi ngoai céc tai liéu quy dinh tai cac diém a, b va d khoan 1 Piéu 41
Luat TNBTCNN niam 2017, hd so con _phai ¢c6 céc tai liéu sau day: Gidy to chimg minh nhan than cua ngudi thira ké, nguoi dai dién
cua nguoi bi thiét hai; Van ban uy quyén hop phap trong truong hop dai dién theo uy quyén; Truong hop ngudi bi thiét hai chet ma co
di chtic thi ngudi yéu cau boi thudng phai cung cap di chuc, truong hop khong c6 di chic thi phai c¢6 vian ban hop phéap vé quyén thira ké.

Truong hop nguoi yéu cau bdi thudng truc tiép ndp hd so thi cac gidy to, tai lidu va ching cr quy dinh tai cac diém b, c, d
khoan 1 va khoan 2 Piéu 41 Luat TNBTCNN nim 2017 13 ban sao nhung phai c6 ban chinh dé ddi chiéu; truong hop ngudi yéu cau
boi thuong giri ho so qua dich vu buu chinh thi cac gidy to, tai liéu va ching ¢ quy dinh tai cac diém b, ¢, d khoan 1 va khoan 2 Diéu
41 Luat TNBTCNN niam 2017 13 ban sao c6 chimg thuc theo quy dinh ctia phap luat vé chimg thuc.

2.3. Poi twong thue hién thi tuc hanh chinh: Nguoi yéu cau bdi thuong theo quy dinh tai khoan 3 Piéu 3 Luat TNBTCNN
nam 2017.

2.4. Co quan giai quyét thi tuc hanh chinh:

Co quan giai quyét boi thuong 1a co' quan truc ‘tié’p quan 1y nguoi thi hanh cong vu gdy thit hai trong hoat dong qudn 1y hanh
chinh, t6 tung, thi hanh an quy dinh tr Bi€u 33 dén Di€u 39 cua Luat TNBTCNN nam 2017 & cap huyén.

2.5. Két qua thue hién thi tuc hanh chinh: Quyét dinh giai quyét boi thuong (Mau 09/BTNN ban hanh kém theo Théng tu s6
04/2018/TT-BTP).

2.6. Phi, 1€ phi: Khong
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2.7. Tén miu don, miu to khai: Vin ban yéu ciu bdi thuong (Mau 01/BTNN ban hanh kém theo Thong tu s 04/2018/TT-
BTP.

2.8. Yéu cu, diéu kién thue hién thi tuc hanh chinh
Thu tuc hanh chinh dugc thuc hién khi ¢6 mét trong cac can cir sau day:

- C6 mot trong cac cian ¢t xac dinh hanh vi trai phap luat cia nguoi thi hanh cong vu gay thiét hai va yéu cau bdi thudng tuong
ung quy dinh tai khoan 2 Biéu 7 Luat TNBTCNN nam 2017;

- C6 thiét hai thuc té cua nguoi bi thiét hai thudc pham vi trach nhiém boi thuong cua Nha nudc theo quy dinh ctia Luat
TNBTCNN nam 2017;

- C6 mdi quan hé nhan qua giira thiét hai thuc té va hanh vi gay thiét hai.
2.9. Can cwr phap ly cua thu tuc hanh chinh
- Diéu 3, 7, 33 dén 39, Diéu 51 Luat TNBTCNN ndm 2017;

- Diéu 13, 14 Nghi dinh s 68/2018/NDP-CP ngay 15/5/2018 ctia Chinh phii quy dinh chi tiét mot so diéu va bién phap thi hanh
Luat Trach nhiém bdi thuong Nha nudc

- Thong tu s6 04/2018/TT-BTP ngay 17/5/2018 cuia B Tu phap vé ban hanh biéu miu trong cong tac boi thuong nha nudc
2.10. Lwu ho so (ISO):

Thanh phéin ho so lru B6 phén hru trir Thoi gian luu

- Nhu muc 2.2;

- Két qua giai quyét TTHC hodc Van ban tra 101 cua don vi d6i véi ho so
khong dap timg yéu cau, di€u kién.

- Ho so tham dinh (néu c0)

- Vin ban trinh co quan cép trén (néu co)

Tu 01 (mdt) ndam, sau do

Phong chuyén mén ciaa Co chuyén ho so dén kho luu
quan giai quyét bdi thuong | trit cia Co quan giai quyét
bdi thuong




18

Céc biéu miu theo Khoan 1, Piéu 9, Thong tu sé 01/2018/TT-VPCP
ngay 23 thang 11 ndm 2018 cua B truong, Chu nhiém Van phong . i
Chinh phu quy dinh chi tiét mot s6 diéu va bién phép thi hanh Nghi dinh | B0 phan ti€p nhan va tra ket
s 61/2018/ND-CP ngay 23 thang 4 nim 2018 ctia Chinh phu vé thuc qua.

hién co ché mot ctra, mot ctra lién thong trong giai quyét thu tuc hanh
chinh.
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MAu 01/BTNN
(Ban hanh kém theo Théng tw s6 04/2018/TT-BTP ngay 17/5/2018)

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

VAN BAN YEU CAU BOI THUONG

Kinh glri: .ooooieiiiiiiies (1) e

Ho va tén nguoi yéu cau bdi thudng:...................... (2) i
Gidy to ching minh nhan than:.................. (3
Piachi: ... (B) e,

S6 dién thoai (néu co):......

EMAIL (U CO):.ovviieeeeeeeeeeeeeeeee e

LAl e (5) et

Can cr

e eeeeeeeneastenaee s vesaees (6) e, (néu co)

- Hanh vi gy thiét hai cua nguoi thi hanh cong vu gay thiét hai:..............

Trén co sd do, toi dé nghi Quy co quan xem xét, giai quyét boi thudng thiét hai theo quy
dinh ctia Luat Trach nhiém boi thuong cua Nha nudce, bao gdm cac ndi dung sau:

I. THIET HAI YEU CAU BOI THUONG (7)
1. Thiét hai do tai san bi xdm pham (néu c6), cach tinh, muc yéu cau bdi thuong

2. Thiét hai do thu nhap thuc té bi mat hodc bi giam sut (néu c6), cach tinh, mirc yéu cau
boi thuong

3. Thiét hai vé vat chat do ngudi bi thiét hai chét (néu co), cach tinh, mac yéu cau boi
thuong
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4. Thiét hai vé vat chat do stc khoe bi xAm pham (néu cd), cach tinh, mirc yéu cau boi

thuong

Tong s6 tién yéu cAu boi thwong: ...........ooooveveveeeeeeeeeeeeeeea. (d6ng)

(Viét bang

II. PE NGHI TAM UNG KINH PHi BOI THUONG (néu cé)
1. Kinh phi d& nghi tam tng

Cin ¢t quy dinh tai Diéu 44 Luat Trach nhiém bdi thuong ctia Nha nudc, t6i dé nghi duoc

tam tng kinh phi boi thuong dbi voi cac khoan sau:

1.1. Thiét hai vé tinh than

S6 1180 d€ NEhi tam UNE LA:......veveeeeeeeeeeeeeee e dong

(Viét bang chi: ... .... )
Tai lidu, chimg ¢ Kem theo (NEU COY:...uvrveeeieeeeeeeeeeeeeeeee e,

1.2. Thiét hai khac c6 thé tinh duoc ngay ma khong can xac minh: ....(8)

S6 tién d& nghi tam TNG TA:. ..o, dong

(Viét bang chi: ... ... )
Tai liéu, ching ¢ KEm theo (NEU COY:u.nerveeeeeeeeeeeeeeeeeeeeee e

1.3. Tong sb tién dé nghi tam &ng: ............covveevveveeeeeeeenne.....d0ONg.

(VB DANG CRIE: .. ... oo e oo ettt et e et e e e et e et e et et e e n)
2. Thong tin ngudi nhan tam tng kinh phi bdi thudng:

-Hovateni.. oo (D) e

- Giy to chimg minh nhan than: ..................... [10)

-Piachi: oo (1) e,

- Phuong thtrc nhan tam tmg kinh phi bdi thudng
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I11. CAC NQI DUNG KHAC CO LIEN QUAN

1. P& nghi thu thap van ban lam cin ¢ yéu cau bdi thuong (néu co)

Pé nghi Quy Co quan xem xét, giai quyét boi thudng cho t6i/...(15).. theo quy dinh cua
phép lut.

..(16)..... ngay ... thang ... nam ......

Ngudi yéu cau boi thuong (17)

DANH MUC GIAY TO, TAI LIEU GUT KEM (néu co):

Huwéng din siv dung Méu 01/BTNN:

(1) Ghi tén co quan giai quyét bdi thuong 13 co quan tryc tiép quan Iy nguoi thi hanh cong
vu gay thiét hai.

(2) Néu ngudi yéu cau boi thuong 1a ca nhan nguoi bi thiét hai thi ghi ho tén cta nguoi bi
thiét hai hodic ngudi dai dién theo iy quyén cua nguoi bi thiét hai; doi voi trudong hop nguoi bi
thiét hai chét thi ghi ho tén nguoi thira ké cua nguoi bi thiét hai; ddi véi trudng hop nguoi yéu
cau boi thudng 12 nguoi chua thanh nién, ngudi mét nang luc hanh vi dan sy, ngudi han ché ning
lyc hanh vi dan sy, nguoi c6 kho khan trong nhan thirc lam chu hanh vi thi ghi ho tén, dia chi cua
ngudi dai dién theo phép luat ctia ca nhan d6; néu nguoi yéu cau boi thudng 13 to chirc thi ghi tén
t6 chtrc va ghi ho, tén ctia ngudi dai dién theo phép luat cua to chire do.

(3) Ghi s6, ngay cap, noi cap ching minh nhan dan hodc can cudc cong dan hodc hd chiéu
hoic gidy to twong (ng cua ca nhan ngudi yéu cau bdi thuong 1a ngudi bi thiét hai hodc nguoi dai
dién theo phap luat cia nguodi bi thi¢t hai trong truong hop ngudi bi thiét hai 1a nguoi thude
truong hop phai co6 nguoi dai dién theo phap luat theo quy dinh cua Bo luat dan su. Truong hop
nguoi yéu cau boi thuong 13 nguoi thira ké cua ngudi bi thiét hai hodc ngudi dai dién theo uy
quyén cua nguoi bi thiét hai thi ngoai glay to ching minh nhan than ca nhan cua nguoi yéu cau
bdi thudng can ghi thém vin ban uy quyén hop phap trong truong hop dai dién theo uy quyén; di
chuc trong truong hop nguoi bi thiét hai chét ma c6 di chuc, truong hop khong c6 di chic thi phai
¢6 van ban hop phap vé quyén thira ké; truong hop c¢6 nhiéu ngudi thira ké thi phai co gidy to
chtrng minh nhén thin cta ngudi dugc ctr 1am dai dién va vin ban hop phap vé viée duoc cir 1am
dai dién cho nhiing nguoi thira ké con lai.

Truong hop nguoi yéu ciu bdi thuong 1a t6 chirc thi ghi sb, ngay cap, noi cidp mét trong
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cac gidy to sau: Quyét dinh thanh lap, Glay chimg nhén déng ky doanh nghiép, Gidy dang ky ho
kinh doanh, Gidy chtng nhan ding ky dau tu, gidy phép hodc cac gidy to co gia tri nhu gidy phép
theo quy dinh ctia phap luat chuyén nganh.

(4) Néu nguoi yéu cau boi thuong 1a ca nhan thi ghi day du dia chi noi cu tru tai thoi diém
ndp van ban yéu cau bdi thuong; néu ngudi yéu cau boi thuong 1a cO quan, t6 chirc thi ghi dia chi
try s& chinh cta co quan, to chirc d6 tai thoi diém ndp vin ban yéu cau bdi thuong.

(5) Ghi mdt trong céc trudong hop:
- Truong hop nguoi yéu cau bdi thuong 1a nguot bi thiét hai thi ghi: “nguoi bi thiét hai”;

- Truong hop ngudi b thiét hai chét thi ghi: “ngudi thira ké cua.... (néu tén cia nguoi bi
thiét hai)..... ;
- Truong hop c6 nhidu nguoi thira ké thi ghi: “ngudi dai dién cho nhiing nguoi thira ké cua

29

.. (néu tén ctia nguoi bi thiét hai)..... .

- Truong hop to chirc bi thiét hai da chdm dut ton tai thi ghi: “dai dién cho ...(néu tén to
chuc ké thtra quyén, nghia vu)... ké thira quyén va nghia vu cua....(néu tén to6 churc bi thi¢t hai da
cham dut ton tai) thuc hién quyén y€u cau boi thuong”;

- Truong hop phai cd nguoi dai dién theo phap ludt theo quy dinh cta B luat dan sy thi

2

ghi: “nguoi dai dién theo phép ludt cua .... (néu tén ciia nguoi bi thiét hai).....”;

- Trudng hop Gy quyén thuc hién quyén yéu cau béj thuong thi ghi: “ngudi/phap nhan
duoc ........ (néu tén cua qguéi bi :[hiét hai hoeflc nguoi thira ké ctuia ngu’g‘)i bi thi¢t hai trong tru(‘)"ng
hop nguoi bi thiét hai chét hodc to chuc ké thira quyén, nghia vu cta to chure bi thiét hai da cham
dut ton tai hodc nguoi dai dién theo phap luat cua nguoi bi thiét hai thudc truong hop phai cod
nguoi dai dién theo phap luat theo quy dinh ctua B¢ luét dan su) uy quyén thuc hién quyén yéu
cau boi thuong”.

(6) Ghi tén vin ban lam can ct yéu cau bdi thuong (s6 hiéu, ngay thang nam ban hanh, co
quan ban hanh va trich yéu cua van ban).

(7) Ghi tfrng loaj thié:[ hai cu thé, cach tinh Ve} muc yéu cau boi thuong theo quy dinh
twong ung tur DBieu 22 dén Diéu 28 Luat Trach nhiém boi thuong cua Nha nudce.

(8) Ghi 10 loai thiét hai nao dé nghi tam Ung.

(9) Ghi ho tén ngudi nhan tam tng kinh phi bdi thuong.

(10) Ghi so ngay cap, noi cdp ching minh nhan dan hoic cin cudc cong dan hodc ho
chiéu hodc loai gidy to twong (mg clia ngudi nhan tam g kinh phi boi thudng.

(11) Ghi noi cu trii ctia ngudi nhan tam wng Kinh phi boi thuong.

(12) Ghi phuong thirc nhan tam tng kinh phi bdi thuong: nhan truc tiép bang tién mat
hodc nhan qua chuyén khoan. Truong hop nhan qua chuyén khoan ghi 16 sb tai khoan, chi tai
khodn, noi mé tai khoan ciia ngurdi nhan tién tam tng kinh phi bdi thuong.

(13) Truong hop nguoi yéu cau bdi thuong khong c6 kha ning thu thip van ban 1am cin
ctr yéu cau boi thudng thi ghi rd tén vin ban va dia chi thu thap van ban do.

‘ (14) Ghi 18 yéu ciu ctia minh vé viéc co quan giai quyét boi thudng thyc hién viéc phuc
hoi danh du.

(15) Truong hop t6 chirc yéu cau bodi thuong thi ghi tén t6 chc.
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(16) Ghi dia diém 1am vin ban yéu cau bdi thudng (vi du: Ha Noi).

(17) Truong hop la ca nhan thi ky va ghi o ho tén hodc diém chi; Truong hop la t6 chirc
thi nguoi dai dién theo phap luat cua to chirc d6 ky, ghi r6 ho tén, chirc vu va dong dau.

(18) Ghi tén tai ligu, chimg ctr chimg minh cho nhiing thiét hai ma ngudi yéu cau boi
thuong dé nghi Nha nudce boi thuong. Cac tai 1iéu nén danh so thur tu.
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Miu 09/BTNN

(Ban hanh kém theo Théng tw s6 04/2018/TT-BTP ngay 17/5/2018)

TEN CO QUAN, TO CHUC CHU QUAN CONG HOA XA HQI CHU NGHIA VIET NAM
(néu co) ) Déc lap - Tw do - Hanh phuc
TEN CO QUAN, TO CHUC

wi(2)..., ngay ... thang ... nam...

QUYET PINH
Giai quyét bdi thuong

CHUC VU CUA NGUOI PUNG PAU
CO QUAN GIAI QUYET BOI THUONG (3)

Can ct Diéu 47 Luat Trach nhiém bdi thuong cia Nha nudc nam 2017;

Can ctr Bién ban két qua thuong lugng viéce giai quyét boi thuong ngay .../ .../ ...,

QUYET PINH:
Piéu 1. Boi thuong thiét hai cho Ong/Ba......... (6o,
Diachi: oo, () P
Tong s6 tién boi thudng 13: .....ooveveei i eennnn.dONE
(VIBE BANG CHIE: ... .. oo oo e e e e e e e e e e, )
Trong d6 gom:

- Thiét hai do tai san bi xAm pham (néu CO):..........cevvveeeeeenneinnn., dong
- Thiét hai do thu nhép thuc té bj mat hodc bi giam sit (néu co):......... dong
- Thiét hai vé vat chat do ngudi bi thiét hai chét (néu co):.............. dong
- Thiét hai vé vat chit do sitc khoe bj xam pham (néu cé): ............. dong
- Thiét hai V& tinh than (Néu €O):. .. ooeie e dong
- Cac chi phi khac dugc bdi thudng (néu cd):........ dong
S6 tién boi thuong da tam Gng (DU CO):..vvverenn e dong
(VIBt BANG CRIE: .. ... oo e e e e e e e e e e e s )
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(VIBt BANG CRI: .. ... oo e oo e e e e e e e e, )

Piéu 2. Viéc chi tra tién bdi thuong thiét hai duwoc thyc hién theo phuong
Piéu 3. Khoi phuc cac quyén va loi ich hop phap khiac (néu co):

Piéu 4. Trong thoi han 15 ngay ké tir ngdy nhan dugc quyét dinh giai quyét boi thuong,
néu khong dong ¥ voi Quyét dinh nay, ngudi yéu cau boi thuong co quyén khoi kién yéu cau Toa
an giai quyét yéu cau bdi thuong theo quy dinh tai khoan 2 Diéu 52 Luat Trach nhiém boi thuong
cua Nha nudec.

Piéu 5. Quyét dinh nay c6 hiéu luc sau 15 ngay ké tir ngdy trao quyét dinh cho nguoi yéu
cau bdi thuong, trir truong hop ngudi yéu cu bdi thuong khong dong ¥ v6i quyét dinh va khoi
kién yéu cau Toa an giai quyét yéu cau boi thuong.

Piéu 6. Ong/Ba............. () I va co quan, to chirc, ca nhan c6 lién quan chiju trach
nhiém thi hanh Quyét dinh nay./.

Nﬁﬁn}gﬁ : . Thi truwéng co quan
- Nhu 1(6112)) ; (Ky ghi r6 ho tén va dong dau)
i A5

- Luu: VT, HSVV.
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Huwéng dén siv dung Miu 09/BTNN:
(1) Ghi chir viét tit tén co quan giai quyét bdi thuong.

(2) Ghi tén dia phuong noi ¢ tru sé co quan giai quyét boi thudng theo cAp hanh chinh
tuong Ung.
(3) Ghi chirc vu cua nguoi dimg dau co quan giai quyét boi thuong, vi du truong hop So A

la co quan giai quyet bdi thudng thi ghi: “Gidam dc S& A”; truong hop Uy ban nhan dan tinh A 14
co quan giai quyét boi thuong thi ghi: “Chu tich Uy ban nhan dan tinh A”.

(4) Ghi tén van ban 1am can cr yéu cau bdi thuong (s6 hiéu, ngay thang nim ban hanh, co
quan ban hanh va trich y€u ctia van ban) theo hé so yéu cau boi thudong hodc theo thong tin cung
cap cua co quan ban hanh van ban nay.

(5) Ghi quyét dinh tam tng kinh phi boi thuong boi thuong: sd hiéu, ngay thang nim ban
hanh, co quan ban hanh va trich yéu cta vin ban (néu co).

(6) Ghi ho tén ngudi yéu cau boi thudng theo vin ban yéu cau boi thudng.
(7) Ghi dia chi ciia ngudi yéu cau boi thudng theo vin ban yéu cau boi thuong.

(8) Ghi phuong thirc chi tra tién boi thuong: chi tra truc tiép bang tién mit hodc chi tra qua
chuyén khoan. Truong hop chi tra truc ti€p bang tién mat ghi rd dia diém chi tra 1a tai co quan
giai quyet boi thuong. Truong hop chi tra qua chuyén khoan ghi rd so tai khoan, chu tai khoan,
noi mé tai khoan theo Bién ban két qua thuong lugng.

(9) Ghi 16 cac quyén, loi ich hop phép khac duoc khoi phuc theo quy dinh tai Diéu 29 Luat
Trach nhiém boi thudong cta Nha nudce (néu co).

(10) Ghi tén co quan quan 1y nha nudc vé cong tac boi thuong nha nudc.

(11) Ghi tén nguoi thi hanh cong vu gay thiét hai.



I1. LINH VUC HO TICH
1. Thi tuc déing Ky khai sinh c6 yéu t6 nwéc ngoai
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1.1. Trinh tw, cach thirc, thoi gian giai quyét thi tuc hanh chinh

T

Trinh ty thue hién

Cach thirc thuc hién

Thoi gian giai quyét

Buoc 1

Nop ho so thit tuc hanh

chinh:

1. Nop truc ‘tié'p qua B phan tiép nhan va tra két qua thudc Vin
phong Ho1 dong nhan dan va Uy ban nhan dan cap huyén.
2. Hodc thong qua dich vu buu chinh céng ich.

- Sang: tir 07 gio dén
11 gio 30 phat;
- Chiéu: tir 13 gio 30
dén 17 gid cua céac
ngay lam viéc.

Budc 2

Tiép nhan va chuyén ho

so thu tuc hanh chinh

Poi voi ho so duge ndp truc tiép qua Bo phan tiép nhan va tra keét
qua hodc thdng qua dich vu buu chinh cong ich cong chirc tiép nhan
ho so tai Bo phan tiép nhan va tra két qua xem xét, kiém tra tinh
chinh xac, day du cta ho so; quét (scan) va luu trix hé so dién tu,
cap nhat vao co so dit liéu cia phan mém mot cira dién tir cua Tinh.
a) Truong hop hd so chua ddy du, chua chinh x4c theo quy dinh,
cong chirc tiép nhan ho so phai huéng din dai dién to chirc, c4 nhan
bd sung, hoan thién hd so theo quy dinh va néu rd 1y do theo mau
Phiéu yéu cu bod sung, hoan thi¢n ho so;

b) Truong hop tir chdi nhan hd so, cong chic tiép nhan hd so phai
néu 1d 1y do theo mau Phiéu tir chdi giai quyét hd so thi tuc hanh
chinh;

¢) Truong hop ho so déy du, chinh xac theo quy dinh cong chirc tiép
nhan ho so va lap Gidy tiép nhan ho so va hen ngay tra ket qua;
dong thoi, chuyén cho co quan cé tham quyén dé giai quyét theo
quy trinh.

Chuyen ngay hd S0
tiép nhan truc tiép
trong ngay lam vi¢c
(khong dé qua 02 gio
lam viéc) hoac chuyén
vao dau gio ngay lam
viéc tiép theo d6i véi
truong hop tiép nhan
sau 15 gio hang ngay.

Bworc 3

Giai quyét thi tuc hanh

chinh

Sau khi nhan hé so thu tuc hanh chiph tr BO phan tiép nhan va tra
két qua Phong Tu phap xem xét, thim dinh ho so, trinh phé duyét
két qua giai quyét thu tuc hanh chinh:

01 ngay lam viéc,
trong do:
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1. Tiép nhan ho so (B6 phan TN&TKQ) 02 gio
2. Giai quyét ho so, trong do: 06 g10 lam viéc
+ Chuyén vién 03 gio
+ Lanh dao Phong Tu phdp 01 gio
+ Chui tich Uy ban nhén ddn cap huyén 01 gio
+ Van Thu 01 gio

Cong churc tiép nhdn va tra két qua nhip vao so theo dbi ho so va
phan mém dién tir thuc hién nhu sau:

- Thong bao cho dai dién t6 chuc, ca nhan biét trudc qua tin nhén,
thu dién tu, dién thoai hodc qua mang xa hdi duoc cép c6 tham
quyén cho phép dbi véi hd so giai quyét thi tuc hanh chinh trude | - Sang: tir 07 gio dén
Tra két qua giai quyét | thoi han quy dinh. 11 gio 30 phut;

Buoéc 4 thu tuc hanh chinh - Pai dién t6 chtic, ca nhan nhan két qua giai quyét thil tuc hanh | - Chiéu: tir 13 gio 30
chinh theo thoi gian, dia d1em ghi trén Gidy tiép nhan hd so va hen | dén 17 gio cua céac
tra két qua (Xuat trinh gidy hen tra két qua). Cong chue tra két qua | ngay lam viéc.

klem tra phleu hen va yéu cau ngudi dén nhan két qua ky nhén vao
sO va trao két qua.

- Trudng hop nhéan két qua théng qua dich vu buu chinh cdng ich.
(dang ky theo hudng dan ciia Buu dién) (néu co)

1.2. Thanh phan, s6 lweng ho so

a) Thanh phan ho so

* Gidy to phai xuat trinh:

- HO chiéu hodc ching minh nhan dan hodc thé can cudc cong dan hodc cac giay to khac c6 dan anh va thong tin ca nhan do co
quan c6 tham quyén cap, con gia tri su dung dé€ chirng minh vé nhan than cua ngudi ¢ yéu cau dang ky khai sinh;

- Giay to chirng minh noi cu tri dé xac dinh tham quyén dang ky khai sinh.

- Giay chung nhan két hon néu cha, me da dang ky két hon.

- Truong hop tré em sinh ra 6 nude ngoai, ¢ cha hodac me la cong dan Viét Nam hodc cha va me déu 1a cong dan Viét Nam,
chua dugc ding ky khai sinh & nudc ngoai, vé cu tri tai Viét Nam thi xuat trinh gidy to chimg minh viéc tré em da nhap canh hop
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phap vao Viét Nam (nhu: ho chiéu, gidy to co gia tri di lai qudc té co dau xac nhan nhap canh cua co quan quan 1y xuét, nhap canh) va
van ban xac nhan cta co quan cong an co tham quyen vé viéc tré em dang cu tra tai Viét Nam.

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

* Gidy to phai nop:

- To khai ding ky khai sinh theo mau.

- Gidy chung sinh.

Truong hop khong cod Glay ching sinh thi ndp van ban cua nguoi lam ching xac nhén vé viéc sinh; néu khong c6 van ban cua
nguoi lam ching thi phai ¢6 gidy cam doan vé viéc sinh. Truong hop tré em sinh ra tai nudc ngoai thi nop Gidy chimg sinh hodc gidy
td khac do co quan c6 thim quyén nudc ngoai cap xac nhan vé viée tré em duoc sinh ra & nudce ngoai va quan hé me - con (néu co);

- Truong hop cha hodc me hodc ca cha, me la nguol nude ngoai thi phai ndp van ban thoa thuan cua cha, me vé viéc lua chon
qudc tich cho con. Trudng hop cha, me Ira chon quoc tich nudc ngoai cho con, thi ngoai van ban thoa thuan lya chon qudc tich con
phai c¢6 xac nhan cta co quan c6 tham quyén ciia nudc ma tré duge chon mang qudc tich vé viée tré ¢6 qudc tich phu hop quy dinh
phap luat ctia nudce do.

- Vin ban ty quyén (dugc ching thyuc) theo quy dinh ctia phap luat trong trudng hop ty quyén thyc hién viéc ding ky khai sinh.

*Luuy:

- Bdi véi gidy to ndp, xuat trinh:

+ Dai voi cong dan Viét Nam, gidy to ching minh noi cu tra va Giay ching nhan két hon chi xuat trinh trong giai doan Co s&
dir liéu quéc gia vé dan cu va Co s¢ dit liéu ho tich dién tir todn qudc chua duge xay dung xong va thuc hién théng nhét trén toan quoc
(giai doan chuyen tlep)

+ Dbi véi gidy to xuat trinh khi dang ky ho tich, nguoi tiép nhan co trach nhiém kiém tra, d01 chiéu véi thong tin trong to khal
chup lai hodc ghi lai théng tin dé luu trong ho so va tra lai cho nguoi xuét trinh, khong duoc yéu cau ndp ban sao hodc ban chup gidy
to do.

+ Nguoi yéu cau dang ky ho tich c6 thé ndp ban sao duoc chimg thuc tir ban chinh hodc ban sao dugc céap tir s6 goc hodc ban
chup kém theo ban chinh gidy to dé dbi chiéu. Truong hop ngudi yéu cau ndp ban chup kém theo ban chinh gidy t& thi ngudi tiép nhan
c6 trach nhiém kiém tra, d6i chiéu ban chup véi ban chinh va ky xac nhan, khong duoc yéu cau ngudi di dang ky nop ban sao gidy to
do.

+ Gidy to do co quan c6 thim quyén ctia nudc ngoai cap, cong chimg hodc xac nhan dé sir dung cho viéc diang ky ho tich tai
Viét Nam phai dugc hop phép héa lanh su, trir truong hop duoc mién theo diéu wdc qubc té ma Viét Nam 1a thanh vién; gidy to bang
tiéng nudc ngoai phai dugc dich ra tiéng Viét va cong chimg ban dich hoic chimg thuc chir ky ngudi dich theo quy dinh ctia phap luat.
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+ Ngudi tiép nhan c6 trach nhiém tiép nhan dung, du hd so ding ky ho tich theo quy dinh cua phap luat ho tich, khong dugc yéu
cau ngudi dang ky ho tich ndp thém gidy to ma phap luat ho tich khéng quy dinh phai ndp.

+ Truong hop nguoi di dang ky khai sinh cho tré em la ong, ba, nguoi than thich khéc thi khéng phdi ¢é van ban ity quyén cia
cha, me tré em, nhung phaz théng nhdt véi Cha, me tré em vé cdc ndi dung khai sinh.

- Péi véi viée xdac dinh ho, dan téc, dat tén cho tré:

+ Viéc xdc dinh ho, dén téc, dat tén cho tré em phdi phit hop véi phdp ludt va yéu cdu giir gin ban sdc dan téc, tdp qudn, truyén
thong vin héa tét dep ciia Viét Nam; khong dat tén qud dai, khé sir dung.

+ Truong hop cha, me khong théa thudn dwoc vé ho, dan téc, qué qudan cia con khi ding ky khai sinh thi ho, ddn téc, qué quadn
cua con duoc xac dinh theo tap quan nhung phdi bao dam theo ho, dan toc, qué quan cua Cha hodc me.

b) S lwong ho so: 01 bd

1.3. Pdi twong thie hién thii tuc hanh chinh: C4 nhan
1.4. Co quan gii quyét thii tuc hanh chinh:

Co quan c6 tham quyén quyét dinh:

- ij ban nhan dan cép huyén noi cu tri ctia nguoi cha hodc ngudi me thuc hién dang ky khai sinh dbi voi tré em sinh ra & Viét
Nam trong cac truong hop:

+ C6 cha hodc me 1a cong dan Viét Nam con nguoi kia 1a ngudi nude ngoai hoic nguoi khéng qudc tich.

+ C6 cha hoac me la cong dan Viét Nam cu tra ¢ trong nude con nguoi kia 1a cong dan Viét Nam dinh cu ¢ nude ngoai.
+ C6 cha va me 1a cong dan Viét Nam dinh cu ¢ nudc ngoai.

+ C6 cha va me 1a ngudi nudc ngoai hodc nguoi khong qudc tich.

- Uy ban nhan dan cap huyén noi cu tra cua tré em c6 cha hodc me hoac ca cha va me 1a cong dan Viét Nam, thuc hién dang ky
Khai sinh doi voi tré em sinh ra & nudc ngoai, chua dugc dang ky khai sinh, vé cu tra tai Viét Nam.

Co quan thyuc hién tha tuc hanh chinh:
Phong Tu phép cap huyén tiép nhan ho so va tham muu Cha tich Uy ban nhan dan cdp huyén xem xét, quyét dinh.
Co quan phoi hop: Khong.
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1.5. Két qua thwe hién thi tuc hanh chinh: Gidy khai sinh (ban chinh)

1.6. Phi, 1& phi: 50.000 déng/trudng hop.

Mién thu 1& phi ddi véi:

- Bang ky ho tich cho nguoi thude gia dinh c6 cong v6i cach mang; ngudi thude hd nghéo, nguoi khuyét tat.

- Bang ky ho tich cho nguoi cao tudi, déng bao dan toc thiéu sd & cac xa c6 diéu kién kinh té - xa hoi dic biét kho khan.

1.7. Tén miu don, miu to khai: To khai dang ky khai sinh kém theo Thong tu sé 04/2020/TT-BTP ngay 28/5/2020 cua Bo

truong Bo Tu phap quy dinh chi tiét thi hanh mot s6 diéu ciia Ludt HY tich va Nghj dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia
Chinh phu quy dinh chi tiét mdt s6 di€u va bién phap thi hanh Luat Ho tich.

1.8. Yéu céu, diéu kién thuc hién thi tuc hanh chinh: Khang
1.9. Can cw phap ly cia thi tuc hanh chinh

- Piédu 7,9, 35,36 Luat Ho tich naim 2014;

- Picu 2, 3,5, 9,29, Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cta Chinh phu quy dinh chi tiét mot s6 diéu va bién phap
thi hanh Luat ho tich;

- Piéu 2, 3, 6, 7 Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua B truong B Tu phap quy dinh chi tiét thi hanh mot sd
diéu ctia Luat Ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phii quy dinh chi tiét mot s6 diéu va bién phap thi
hanh Luat Ho tich;

- Khodn 3; Diém a, ¢ Khoan 4 Diéu 1 Nghi quyét sé6 51/2021/NQ-HPND ngay 17/8/2021 ciia Hji dong nhdn ddn Tinh ban
hanh quy dinh mitc thu, ché @ thu, nép, qudn Iy va sir dung 16 phi hé tich trén dia ban tinh Pong Thap, ¢6 hiéu lic tir ngay 01/9/2021.

1.10. Lwu ho so (ISO):

Thanh phan hé so luu B¢ phan luu trir Thaoi gian luu

- Nhu muc 1.2;

- Két qua giai quyét TTHC hodc Vian ban tra 10i cua don vi ddi v6i hd so
khong dap tmg yéu cau, diéu kién.

- H6 so tham dinh (néu c6)

- Vin ban trinh co quan cép trén (néu co)

Tu 01 ndm, sau d6 chuyén
ho so dén kho luu trir cua
Phong Tu phap cap huyén

Cong chirc Tu Tu Phép cap
huyén



http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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Céc biéu mau theo Khoan 1, Piéu 9, Thong tu s6 01/2018/TT-VPCP
ngay 23 thang 11 nam 2018 cta Bo trudng, Chu nhiém Van phong Chinh
phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh Nghi dinh s6
61/2018/ND-CP ngay 23 thang 4 nam 2018 cta Chinh phil vé thuc hién
co ché mot ctra, mot cira lién thong trong giai quyét thu tuc hanh chinh

B6 phan tiép nhan va tra két
qua

~ Ghi chu: Tén thu tyc hanh chinh chuan hoa theo Quyét dinh s6 2394/QD-BTP ngay 03 thang 12 nim 2020 ban hanh Danh muc
chuan hoéa thu tuc hanh chinh thuoc pham vi quan 1y ctia Bo Tu phap.
Stra doi Can ct phap 1y cta thu tuc hanh chinh vé phi, 1& phi theo quy dinh tai Nghi quyét sd 51/2021/NQ-HPND ngay
17/8/2921 cia Hoi dong nhan dan Tinh ban hanh quy dinh muc thu, ché d¢ thu, ndp, quan 1y va str dung 1€ phi ho tich trén dia ban
tinh Bong Thap, ¢ hiéu luc tir ngay 01/9/2021.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phic

TO KHAI PANG KY KHAI SINH

KINh gl W ottt
Ho, chi d8m, ten NEUWOT YU CAU........c..ovveeeeevceceeceeeeeee ettt
NOT CU T @) Lottt sttt ettt se sttt e st ebe et ebe s ebens
GHAY tO tUY thAN: B) Lottt sttt ettt
Quan hé vo1 nguot dugc Khai SINh: ....ooiiiiiiiec e
Pé nghi co quan ding ky khai sinh cho nguwdi duwéi day:
HO, Chil A€M, tEN .. ... e e et et e e e e ae e re s
Ngay, thang, ndm sinh: .........cccocoeeviiiiiienieeee, ghi bANE ChIT: ..o,
Gi61 NN, DAN tOC: eveeevereeeeeereeenen. QUOC HCH: cvoeeeeeeeeeee e,
J L T30S AL SO
QUE QUAN: ..ttt bbbttt b et s et et e s et e st et et e ne e Rt e Rt e beereeneeneas
Ho, chir dém, ten NGWoi ME: ..........ocooiiiiiiiiii s
NAmM sinh: O DAN tOC: ... Qudc tich: .............
INOT CU T @) ottt ettt sttt ettt bess e b tenes
Ho, chir dém, tén nguwdi cha: ...
Nam sinh: @i DAN tOC:....ccveeeeenee. Qudc tich: ..............
NOT CU T @) ettt ettt ettt

To61 cam ’doan ndi dung dé nghi dang ky khai sinh trén day la dang sy that, dugc su thoa
thuan nhat tri cua cac bén lién quan theo quy dinh phap luét.
T6i chiu hoan toan trach nhiém trudce phap luit vé ndi dung cam doan ctia minh.
Lamtai: ......................... , NQAY ... thang s AN e,
Nguoi yéu cau
(Ky, ghi ro ho, chit dém, tén)

Dé nghj cép ban sa0®: C6 D Khéng []
SO lugng:....... ban
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Chd thich:

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

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

®) Ghi thong tin vé gidy to tiy than cia ngudi di dang ky, ghi r6 sd, co quan cap,
ngay cap ho chi€u, ching minh nhén dan hodc giay to hop I¢ thay thé (V7 du: Chimg minh
nhan dan s0 001089123 do Céng an thanh pho Ha N¢i cap ngay 20/10/2014).

*) Trudng hop sinh tai co s¢ y té thi ghi rd tén co o'y té va va dia chi tru sé co sd y té do.

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

- Tram y té x3 Pinh Bang, huyén Tl Son, tinh Bac Ninh.

Truong hop sinh ra ngodi co so y té thi ghi dia danh cua 03 cap hanh chinh (x4,
huyén, tinh), noi sinh ra.

Vi du: xa Binh Bang, huyén Tur Son, tinh Bic Ninh.

() Ghi ddy du ngay, thang sinh cta cha, me (néu c6).

©) P& nghi danh déu X vao 6 néu ¢ yéu cau cap ban sao va ghi rd sé luong..
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2. Thi tuc diing ky két hon cé yéu t6 nuwée ngoai

2.1. Trinh tu, cach thirc, thoi gian giai quyét thi tuc hanh chinh

T

Trinh ty thyc hién

Cach thirc thwe hién

Thoi gian giai quyét

Bwoc 1

Nop hé so thi tuc hanh

chinh:

Nop truc tiép qua BO phéan tiép nhan va tra két qua thudc Van phong
Ho1 dong nhéan dan va Uy ban nhan dan cap huyén.

- Séang: tir 07 gio dén
11 gio 30 phat;
- Chiéu: tir 13 gio 30
dén 17 gid cua céac
ngay lam viéc.

Budc 2

Tiép nhan va chuyén ho

so' thu tuc hanh chinh

Cong chirc tiép nhan ho so tai B4 phan tiép nhan va tra két qua xem
xét, kiém tra tinh chinh xac, day du ctia hé so; quét (scan) va luu trix
hd so dién tir, cap nhat vao co so dit lidu ctia phan mém mot cta
dién tir cua Tinh.

a) Truong hop ho so chua ddy du, chua chinh x4c theo quy dinh,
cong churc tiép nhan hod so phai hudng dan ca nhan bo sung, hoan
thién ho so theo quy dinh va néu 1 1y do theo mau Phiéu yéu cau bo
sung, hoan thi¢n ho so;

b) Trudng hop tir chdi nhin hd so cong chirc tiép nhan hod so phai
néu 1d 1y do theo mau Phiéu tir chdi giai quyét hd so thi tuc hanh
chinh;

¢) Truong hop hd so day du, chinh xé4c theo quy dinh cong chirc tiép
nhan hd so va lap Gidy tiép nhan hd so va hen ngay tra ket qua;
dong thoi, chuyén cho co quan c6 tham quyén dé giai quyét theo
quy trinh.

Chuyén ngay ho so
tiép nhan tryc tiép
trong ngay lam vi¢c
(khong dé qua 01 ngay
lam viéc) hodc chuyén
vao dau gid ngay lam
viée tiép theo d6i véi
truong hop tiép nhan
sau 15 gio hang ngay.

Bwoc 3

Giai quyét thi tuc hanh

chinh

Srflu khi nhan ho so thu tuc hanh chinh tir BC) phan ti‘é'p nhan va tra
két qua Phong Tu phap xu ly xem xét, tham dinh ho so, trinh phé
duyét két qua giai quyet thu tuc hanh chinh:

15 ngay, trong do:

1. Tiép nhan ho so (Bd phan TN&TKQ)

01 ngay

2. Giai quyét ho so, trong do:

14 ngay
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+ Chuyén vién

+ Lanh dao Phong Tu phap
+ Chu tich Uy ban nhdn ddn cap huyén
+ Van Thu

07 ngay
03 ngay
03 ngay
01 ngay

Buoc 4

Tra két qua giai quyét
thu tuc hanh chinh

Cong chirc tiép nhan va tra két qua nhap vao so theo ddi ho so va
phén mém dién t thuc hién nhu sau:

- Thong bdo cho ca nhan biét trudce qua tin nhén, thu dién t&, dién
thoai hodc qua mang xa hdi dugc cap c6 tham quyén cho phép dbi
v6i ho so giai quyét thi tuc hanh chinh trude thoi han quy dinh.

- C4 nhan nhan két qua giai quyét thu tuc hanh chinh theo thoi gian,
dia diém ghi trén Giay tiép nhan ho so va hen tra két qua (xuét trinh
gidy hen tra két qua). Cong churc tra két qua klem tra phleu hen va
yéu cau ngudi dén nhan két qua ky nhan vao s6 va trao két qua.

- Sé&ng: tir 07 gio dén
11 gio 30 phat;
- Chiéu: tir 13 gio 30
dén 17 gio cua Ccéac
ngay lam viéc.

2.2. Thanh phén, s6 lwong ho so

a) Thanh phan ho so

* Gidy to phai xuét trinh:
- Ho chiéu hodc chtirng minh nhan dan hodc thé can cudc cong dan hodc cac gidy to khac c6 dan anh va thong tin ¢4 nhan do co
quan c6 tham quyén cép, con gia tri st dung dé chimg minh vé nhan than cta céng dan Viét Nam.
- Nguoi nudc ngoai xuat trinh ban chinh ho chiéu dé chimg minh vé nhan than; truong hop ngudi nudc ngoai khong cé ho chiéu
dé xuét trinh thi c6 thé xuat trinh gidy to di lai qudc té hodc thé cu tru.

- Giay to ching minh noi cu trii dé xac dinh thAm quyén dang ky két hon. (trong giai doan chuyén tiép).

* Gidy to phai nop:
- T khai dang ky két hon theo miu, c6 da thong tin ciia hai bén nam, nit. Hai bén nam, nit ¢6 thé khai chung vao mot To khai
dang ky két hon;
- Gidy x4c nhan cta t6 chirc y té c¢6 thim quyén cua Viét Nam hoic nude ngodi xac nhan cac bén két hon khong mic bénh tm
than hoac bénh khac ma khong c6 kha nang nhan thurc, lam chu dugc hanh vi cia minh;
- Gidy to chimg minh tinh trang hon nhan ciia ngudi nudc ngoai do co quan cd thim quyén cua nudc ma ngudi do 1a cong dan
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cap con gi4 tri sir dung, xac nhan hién tai ngudi d6 khong c6 vo hodc khong co chdng; trudng 18 hop nudc ngoai khong cap xac nhan
tinh trang hon nhan thi thay bang gidy to do co quan c6 thAm quyén nudc ngoai xac nhan ngudi dé ¢ du diéu kién két hon theo phap
luat nuée do.

Gia tri str dung cua gidy t& chimg minh tinh trang hon nhan ctia ngudi nudc ngoai dugc xac dinh theo thoi han ghi trén gidy to
do.Truong hop gidy to ching minh tinh trang hon nhan khong ghi thoi han st dung thi gidy to nay va gidy xac nhan cua to chuc y té
c6 gié tri trong thoi han 06 thang, ké tir ngay cap.

- Nguoi nudc ngoai, cong dan Viét Nam dinh cu & nudc ngoai phai ndp ban sao ho chiéu/gidy td cé gia tri thay thé ho chiéu.

- Giay xéc nhan tinh trang hon nhan cua cong dan Viét Nam cu tra trong nudc (trong giai doan chuyén tiép).

* Ngodi gidy to néu trén, tiry tieng truong hop, bén nam, bén nir phdi nop hodc xuat trinh gidy to twong vmg sau day:

- Cong dan Viét Nam da ly hon hoac huy vige két hon tai co quan c6 tham quyén cta nudc ngoai phai ndp ban sao trich luc hd
tich vé viéc da ghi vao s viéc ly hon hodc hay viéc két hon trai phap luat (Trich luc ghi cha ly hon);

- Cong dan Vi¢t Nam 1a cong chtic, vién chue hoac dang phuc vu trong lyc lugng vii trang phai ndp van ban cua co quan, don
vi quan 1y x&c nhan viéc két hon véi ngudi nude ngoai khong trai voi quy dinh ctia nganh do;

- Truong hop ngudi yéu cau dang ky két hon dang cong tac, hoc tap, lao dong c6 thoi han & nudc ngoai thi phai nop Gidy xac
nhan tinh trang hon nhan do Co quan dai dién ngoai giao, Co quan dai dién lanh sy cua Viét Nam ¢ nudc ngoai Cép.

*Luuy:

- D6i v6i gidy to phai nop, xuat trinh:

+ Truong hop nguoi yéu cau nop gidy to 13 ban sao dugc cap tir s0 goc hodc ban sao dugc ching thuc tir ban chinh thi nguoi
tiép nhan hd so khong dugc yéu cau xuat trinh ban chinh; néu nguoi yéu cau chi ndp ban chup va xudt trinh ban chinh thi ngudi tiép
nhén c6 trach nhiém kiém tra, d6i chiéu ban chup vé6i ban chinh va ky xac nhén, khong dugc yéu cau nop ban sao gidy to do.

+ Dbi véi gidy to xuat trinh khi dang ky ho tich, nguoi tiép nhan co trach nhiém kiém tra, d01 chiéu véi thong tin trong to khai,
chup lai hodc ghi lai thong tin dé luu trong ho so va tra lai cho nguoi xuét trinh, khong duoc yéu cau ndp ban sao hodc ban chup gidy
to do.

+ Gidy to do co quan c6 tham quyén ciia nudc ngoai cip, cong chung hodc xac nhan dé st dung cho viéc dang ky ho tich tai
Viét Nam phai duge hop phap hoa lanh su, trur truong hop duoc mien theo diéu udc quoc té ma Viét Nam la thanh vién; gidy to bang
tiéng nudc ngoai phai dugc dich ra tiéng Viét va cong chimg ban dich hodc chimg thuc chir ky nguoi dich theo quy dinh ctia phap luat.

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

b) S6 lugng ho so: 01 bod
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2.3. Poi twong thuce hién thi tuc hanh chinh: C4 nhan

2.4. Co quan giai quyét thii tuc hanh chinh:

Co quan cé thim quyén quyét dinh:

- Uy ban nhan dan cap huyén noi cu tra ciia cong dan Viét Nam thyc hién dang ky két hon giita cong dan Viét Nam véi nguoi
nudc ngoai; gitta cong dan Viét Nam cu tri ¢ trong nudce voi cong dan Viét Nam dinh cu & nude ngoai; gitta cong dan Viét Nam
dinh cu & nude ngoai vdi nhau; gitra cong dan Viét Nam dong thoi ¢6 quoc tich nude ngoai vdi cong dan Viét Nam hodc vai nguoi
nudc ngoai. ‘ ’ 7 ’

- Trudong hgp ngudi nudc ngoai cu tru tai Viét Nam c6 y€u cau dang ky két hon thi Uy ban nhan dan cap huyén noi cu tra cua
mot trong hai bén thuc hién dang ky két hon.

- Truong hop cong dan Viét Nam da dugc co quan co tham quyen nudc ngoai cap glay to cho phép cu trd, c6 yéu cau két hon
v6i nhau hodc két hoén voi cong dan Viét Nam cu tra ¢ trong nudc thi thAm quyén dang ky két hon thudc Uy ban nhéan dan cép huyén.

- Ngudi yéu cau dang ky két hon truc tiép ndp ho so tai Uy ban nhan dan cap huyén c6 tham quyén (bén nam hodc bén nit co
thé truc tiép ndop ho so ma khong can c¢d van ban ity quyén cia bén con lai).

Co quan thyc hién thia tuc hanh chinh:

Phong Tu phép cap huyén tiép nhan ho so va tham muu Chu tich Uy ban nhan dan cip huyén xem xét, quyét dinh.

Co quan phdi hop: co quan c6 lién quan

2.5. Két qua thue hién thii tuc hanh chinh: Gidy chtiing nhan két hon (02 ban chinh), mdi bén vo, chong 01 ban

2.6. Phi, 1 phi: 1.000.000 dong/truong hop.

Mién thu 1¢ phi d6i véi:

- Pang ky ho tich cho nguoi thude gia dinh c6 cong v6i cach mang; nguoi thude ho nghéo, ngudi khuyét tat.

- Pang ky ho tich cho nguoi cao tudi, ddng bao dan tdc thiéu sd & cac xa c6 diéu kién kinh té - x4 hoi dic biét kho khan.

2.7. Tén miu don, mau to khai: T¢ khai dang ky két hon (Thong tu sé 04/2020/TT-BTP ngay 28/5/2020 cua Bo truéng B Tu
phap quy dinh chi tiét thi hanh mot sd didu ctia Luat Ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy
dinh chi tiét mot sé diéu va bién phap thi hanh Luat Ho tich).
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2.8. Yéu céu, diéu kién thuc hién thi tuc hanh chinh:

a) Diéu kién két hon

- Nam tlr du1 20 tudi tr 1én, nit tir ¢ 18 tudi trd 1én;

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

- C&c bén khong bi mét nang luc hanh vi dan sy;

- Cong dan Viét Nam dinh cu ¢ nudc ngoai phai c¢é gidy t& cho phép cu trii do co quan c6 thim quyén nudc ngoai cap.

- Viéc két hon khong thudc mot trong cac truong hop cam két hon theo quy dinh tai cac diém a, b, ¢ va d khoan 2 Diéu 5 cua
Luat Hon nhan va gia dinh, gom:

+ Két hon gia tao;

+ Tao hén, cudng ép két hon, lira dbi két hon, can tro két hon;

+ Ngudi dang ¢ vo, co chong ma két hon véi nguoi khac hodc chua cd vo, chua c6 chong ma két hon véi ngudi dang 6 chong,
CO vO;

+ Két hon giira nhimg ngudi cing dong méu vé truc hé; gitra nhiimg nguoi c6 ho trong pham vi ba doi; gitra cha, me¢ nubi voi
con n}léi; gitta nguoi da tL‘rr‘lg l1a cha, me nudi véi con nudi, cha chong véi con dau, me vo voi con ré€, cha dugng véi con riéng cua Vo,
me k& véi con riéng cuia chong.

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

b) Khi dang ky két hon ca hai bén nam, nir phai c6 mit tai tru s¢ Uy ban nhan déan, cong chirc lam cong tac ho tich hoi y kién
hai bén nam, nit, néu cac bén ty nguyén két hon thi ghi viéc két hon vao S6 ding ky két hon, ciing hai bén nam, nir ky tén vao So6; hai
bén nam, nit cing ky vao Gidy ching nhan két hon.

2.9. Cin ctr phap ly cua thi tuc hanh chinh

- Diéu7,9, 10, 37, 38 Luat Ho tich nim 2014;

- Diéu 8 Luat hon nhan va gia dinh nam 2014;

- biéu 2, 3, 10, 30, 31, 32, 33 Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cta Chinh pht quy dinh chi tiét mét so dieu va
bién phap thi hanh Luat ho tich;


http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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- Diéu 2, 3, 11 Thong tu sb 04/2020/TT-BTP ngay 28/5/2020 cua B truong Bo Tu phap quy dinh chi tiét thi hanh mot sb
diéu cta Luat Ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cta Chinh phu quy dinh chi tiét mot sé diéu va bién phap thi

hanh Luat HO tich;

- Khodn 3; Piém a, ¢ Khoan 4 Piéu 1 Nghi quyét sé 51/2021/NQ-HPND ngay 1 7/8/2021 cua Hoi dong nhdn ddn Tinh ban
hanh quy dinh mikc thu, ché dé thu, nép, quan Iy va s dung 1é phi hé tich trén dia ban tinh Dong Thap, ¢ hiéu luc tir ngay 01/9/2021.

2.10. Luu ho so (ISO):

Thanh phén hd so hru

B0 phan luu trir

Thoi gian luu

- Nhu muc 2.2,

- Két qua giai quyét TTHC hodc Van ban tra 161 cia don vi dbi v4i ho so
khong dap ung yéu cau, dicu kién.

- H6 so tham dinh (néu co)

- Van ban trinh co quan cap trén (néu co)

Cong chirc Tu Phap cip
huyén

Céc biéu mau theo Khoan 1, Piéu 9, Thong tu s6 01/2018/TT-VPCP
ngay 23 thang 11 nam 2018 cta Bo truong, Chu nhiém Van phong Chinh
phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh Nghi dinh s
61/2018/ND-CP ngay 23 thang 4 nim 2018 ctia Chinh phii vé thyuc hién
co ché mot clra, mot cira lién thong trong giai quyét thu tuc hanh chinh.

B6 phan tiép nhan va tra két
qua

Tt 01 ndm, sau d6 chuyén ho
s0 dén kho luu trir cua Phong
Tu phap cap huyén

Ghi chi: Tén thu tuc hanh chinh chuan hoa theo Quyét dinh sé 2394/QD-BTP ngay 03 thang 12 nim 2020 ban hanh Danh muc chuan hoa thu tuc

hanh chinh thugc pham vi quan ly ctia B Tu phap.

Stra doi Cén cir phép ly ctia thi tuc hanh chinh vé phi, 1¢ phi theo quy dinh tai Nghi quyét s6 51/2021/NQ-HDND ngay 17/8/2021 cua Hoi dong nhan
dan Tinh ban hanh quy dinh muc thu, ché do thu, ndp, quan ly va str dung 1€ phi hd tich trén dia ban tinh Dong Thap, c6 hiéu luc tir ngay 01/9/2021.
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(1) CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap — Tw do — Hanh phuc

@

TO KHAI PANG KY KET HON

Thong tin Bén nir Bén nam

Ho, chir dém, tén

Ngay, thdng, nam sinh

Dan toc

Quéc tich

Noi cu tra @

Giay to tiry than ©

Két hon 1an thir may

Chung t6i cam doan nhiing 10 khai trén ddy 1a dung sy that, viéc két hon cua ching toi 13 tw nguyén,
khong vi pham quy dinh cua Luat hon nhén va gia dinh Viét Nam.

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

Dé nghi Quy co quan ding ky.

veieeeriey NOAY thang .......... nam...............
Bén nir Bén nam
(Ky, ghi 6 ho, chir dém, tén) (Ky, ghi 0 ho, chir dém, tén)

Dé nghi cip ban sao®: Co D Khéng L]
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Chd thich:

M @ Truong hop lam tha tuc dang ky két hon co yéu té nude ngoai, thi phai dan anh
cua hai bén nam, nir.

) Ghi 16 tén co quan ding ky két hon.

) Ghi theo noi ding ky thuong tra, néu khong c6 noi dang ky thudng tra thi ghi theo
noi dang ky tam tra; trudng hop khéng co noi dang ky thuong trd va noi dang ky tam tra thi
ghi theo noi dang sinh séng.

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

) P& nghi danh ddu X vao 6 néu c6 yéu cau cap ban sao va ghi rd sb luong.
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3. Thi tuc diing ky nhén cha, me, con ¢6 yéu td nuwée ngoai
3.1. Trinh tw, cach thirc, thoi gian giai quyét tha tuc hanh chinh

TT

Trinh ty thyc hién

Cach thirc thuc hién

Thoi gian giai
quyét

Bworce 1

Nop hd so thi tuc hanh
chinh:

Nop truc tiép qua Bo phén tiép nhan va tra két qua thudc Van phong
Hoi dong nhan dan va Uy ban nhan dan cap huyén.

Hoic qua Cong dich vu cong Qudc gia (dichvucong.gov.vn), Cong
dich vu cong Tinh (dichvucong.dongthap.gov.vn)

- Sang: to 07 gio
dén 11 gio 30 phut;
- Chiéu: tir 13 gio
30 dén 17 gio cua
cac ngay lam viéc.

Budc 2

Tiép nhin va chuyén ho so
thu tuc hanh chinh

Cong chirc tiép nhan ho so tai Bo phan tiép nhan va tra két qua xem
xét, kiém tra tinh chinh xac, ddy du cua ho so; quét (scan) va luu trir
hd so dién tir, cap nhat vao co s¢ dir liéu cua phan mém mot cia
dién tur cua Tinh.

a) Truong hop hd so chua day du, chua chinh xac theo quy dinh,
cong chuc tiép nhan ho so phai hudng dan ca nhéan bd sung, hoan
thién ho so theo quy dinh va néu 13 1y do theo mau Phiéu yéu cau bd
sung, hoan thi¢n ho so;

b) Trudng hop tir chdi nhan hd so, cong chirc tiép nhan hd so phai
néu 13 1y do theo mau Phiéu tir chdi giai quyét hd so thu tuc hanh
chinh;

C) Truong hop hd so day du, chinh xac theo quy dinh cong chirc tiép
nhan ho so va lap Gidy tiép nhan hd so va hen ngay tra ket qua;
dong thoi, chuyén cho co quan c6 tham quyén dé giai quyét theo
quy trinh.

Chuyén ngay ho so
tiép nhan tryc tiép
trong ngay lam viéc
(khoéng dé qua 01
ngay lam viéc) hodc
chuyén vao dau gio
ngay lam viéc tiép
theo ddi voi truong
hop tiép nhan sau
15 gio hang ngay.

Bwoc 3

Giai quyét thi tuc hanh
chinh

Srflu khi nhan ho so thu tuc hanh chiph tr BO phén tiép nhan va tra
ket qua Phong Tu phap xem xet, thAm dinh ho so, trinh phé duyét
két qua giai quyét thu tuc hanh chinh:

15 ngay, trong do:
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1. Tiép nhan ho so (Bo phan TN&TKQ) 01 ngay
2. Giai quyét ho so, trong do: 14 ngay
+ Chuyén vién 09 ngay
+ Lanh dao Phong Tu phdp 02 ngay
+ Chui tich Uy ban nhdn dén cdp huyén 02 ngay
+ Van thw 01 ngay

Cong chirc tiép nhan va tra két qua nhap vao sb theo ddi ho so va
phan mém dién tir thuc hién nhu sau:

- Théng bao cho ca nhan biét truéc qua tin nhan, thu dién ta, dién |- Sang: tor 07 gid
Tra két qua giai quyét thi | thoai hodc qua mang xa hoi dugc cap c6 tham quyén cho phép dbi | dén 11 gio 30 pht;
Buoéc 4 tuc hanh chinh v6i ho so giai quyet thu tuc hanh chinh trudc thoi han quy dinh. - Chiéu: tir 13 gio
- C4 nhan nhan két qua giai quyét thi tuc hanh chinh theo thoi gian, | 30 dén 17 gio cua
dia diém ghi trén Gidy tiép nhan hd so va hen tra két qua (Xuat trinh | c&c ngay lam viéc.
gidy hen tra két qua). Cong chuc tra két qua klem tra phleu hen va
yéu cau ngudi dén nhan két qua ky nhan vao s6 va trao két qua.

3.2. Thanh phén, s6 lwong ho so

a) Thanh phan ho so

* Gidy tO phai xuat trinh:

- HO chiéu hodc ching minh nhan dan hogc thé can cude cong dan hodc cac gidy to khac c6 dan anh va thong tin ¢4 nhan do co
quan cé tham quyén cap, con gia tri st dung dé ching minh vé€ nhan than cta cong dan Viét Nam.,

- Giay to ching minh noi cu trii dé xac dinh tham quyén ding ky nhan cha, me con (trong giai doan chuyén tiép)

* Gidy to phai nop:

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

- Ching  cir  ching minh quan  hé cha, con hoac quan hé me, con gdm  mot
trong cac giay to, tai liu sau day:

+ Vin ban cta co quan y té, co quan giam dinh hodc co quan, to chtrc khac c6 tham quyén & trong nude hodc nudc ngodi xac
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nhan quan hé cha con, quan h¢ me con.

+ Truong hop khong co chirng cur chirng minh quan hé cha, me, con NéU trén thi phdi co van ban cam doan cua cdc bén nhan
cha, me, con, co it nhdt hai nguoi lam chung vé moi quan hé cha, me, con.

- Truong hgp dang ky nhan cha, me, con gitra cong dan Viét Nam vdi nguoi nudce ngoai hodc gilra Nguodi nudc ngoai voi nhau
thi nguoi nude ngoai phai ndp ban sao hd chi€u hoac giay to c¢é gia tri thay hd chiéu dé ching minh vé nhan than

- Truong hop ding ky nhan cha, me, con thi khong dugc ty quyén cho nguoi khac thue hién, nhung mot bén ¢ thé truc tiép
nop ho so tai co quan dang ky ho tich c6 tham quyén, khong phai c6 van ban ity quyén cua bén con lai.

* Luuy:

- D6i v6i gidy to ndp, xudt trinh:

+  Truong hop ngudi yéu cau ndp gidy to0 1a  ban sao dugc cadp tr s6  goC
hoac ban sao dugc chung thyc tr ban chinh thi nguoi tiep nhan hd  so  khong
dugc yéu cau  xuadt trinh  ban  chinh; truong hop nguoi  yéu cau  ndp ban  chyp  keém
theo ban chinh gidy to6 thi nguoi ti€¢p nhdn c6 traich  nhiém  kiém  tra, d6i chiéu  ban
chup vé61 ban chinh va ky xac  nhan, khong dugc yéu cau nguoi di dang ky ndp
ban sao gidy to do.

+ Doi  voi  gidy to  xuat trinh  khi ding ky ho tich, nguoi ti€p nhin c6  trach
nhiém kiém tra, 601 chiéu véi thong tin trong to khai, chup lai hodc ghi lai thong tin dé luu trong ho so va tra lai cho ngudi xuét trinh,
khong duoc yéu cau ndp ban sao hodc ban chyp gidy to do.

+ Gidy to do co quan c6 thim quyén cta nudc ngodi cap, cong chimg hodc xac nhan dé st dung cho viéc dang ky ho tich tai
Viét Nam phai dugc hop phap hoa lanh sy, trir truong hop duge mién theo diéu udc qudc té ma Viét Nam 1a thanh vién; gidy to bang
tiéng nude ngoai phai dugc dich ra tiéng Viét va cong chimg ban dich hodc chimg thuc chit ky nguoi dich theo quy dinh cua phap luat.

‘ + Nguoi tiép nhan c6 trach nhi¢m tiép nhan dung, du hd so dang ky ho tich theo quy dinh ctia 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 ndp.
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- Truong hop cho phép nguoi yéu cau dang ky h tich ldp van ban cam doan vé néi dung yéu cau dang ky hé tich thi co quan
dang Ky ho tich phai giai thich rd cho ngwoi ldp van ban cam doan vé trach nhiém, hé qua phap Iy cua viéc cam doan khong ding su
thit

Co  quan dang kY ho  tich tr choi  giagi  quyét hodc dé nghi co quan ¢ tham
quyén  huy bo ket qua dang ky ho tich, néu c¢6 co so xac dinh  noi  dung cam  doan
khong dung su that

b) S6 lugng hd so: 01 bod

3.3. Poi twong thuc hién thi tuc hanh chinh: C4 nhan

3.4. Co quan giai quyét thi tuc hanh chinh:

Co quan cé tham quyén quyét dinh:

ny ban nhan dan cép huyén noi cu tra ctia nguoi dugc nhan la cha, me, con thuc hién dang ky nhan cha, me, con giira cong dan
Viét Nam v6i nguoi nudce ngoai; gitra cong dan Viét Nam cu tril ¢ trong nude voi cong dan Viét Nam dinh cu ¢ nude ngoai; gitta cong
dan Viét Nam dinh cu ¢ nudc ngoai véi nhau; gitra cong dan Viét Nam dong thoi c6 quoc tich nudc ngoai vai cong dan Viét Nam
hodc véi nguoi nude ngoai; gitra ngudi nudc ngoai véi nhau ma mdt hoac ca hai bén thuodng tra tai Viét Nam.

Co quan thyuc hién thu tuc hanh chinh:

Phong Tu phép cap huyén tiép nhan ho so va tham muu Chu tich Uy ban nhan dan cap huyén xem xét, quyét dinh.

Co quan phdi hop: Uy ban nhan dan cip x3 noi cu tra ciia ngudi duoc nhan 13 cha, me, con.

3.5. Két qua thue hién thii tuc hanh chinh: Trich luc ding ky nhan cha, me, con (ban chinh).

3.6. Phi, 1 phi: 1.000.000 dong/trudong hop.

Mién thu 1¢ phi d6i véi:

- Pang ky ho tich cho nguoi thudce gia dinh c6 cong v6i cach mang; nguoi thude ho nghéo, ngudi khuyét tat.

- Bang ky ho tich cho tré em, nguoi cao tuoi, dong bao dan toc thiéu s6 ¢ cac xa co dicu kién kinh té - xa hoi dac biét kho khan.
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3.7. Tén mau don, miu to khai: T khai dang ky nhan cha, me, con kém theo Thong tu sO 04/2020/TT-BTP ngay 28/5/2020
cua Bo truéng BO Tu phap quy dinh Chi tiét ghi hélnh mot sO diéu ctia Luat HO tich va Nghi dinh s6 123/2015/ND-CP ngay
15/11/2015 ctia Chinh phu quy dinh chi tiét mot so6 diéu va bién phap thi hanh Luat Ho tich.

3.8. Yéu ciu, diéu kién thwe hién thi tuc hanh chinh:

- Bén nhan va bén dugc nhan 1 cha, me, con déu con sbng;

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

3.9. Can cir phap ly cta thi tuc hanh chinh:

- Piéu 90, 91 Luat Hon nhan va gia dinh nam 2014;

- Diéu 7,43, 44 Luat Ho tich ndm 2014;

- Diéu 2, 3 Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh pht quy dinh chi tiét mot s6 diéu va bién phép thi hanh
Luat Ho tich;

- Picéu 2, 3, 4, 14, 15, 16 Thong tu so 04/2020/TT-BTP ngay 28/5/2020 cua Bo truong B Tu phap quy dinh chi tiét thi hanh
mot s6 diéu cua Luat Ho tlch va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cia Chinh phu quy dinh chi tiét mot s6 diéu va bién
phap thi hanh Luat HO tich;

- Khodn 3; Piém a, ¢ Khodn 4 Diéu 1 Nghi quyét sé 51/2021/NO-HPND ngay 17/8/2021 ciia Héi dong nhdn ddn Tinh ban
hanh quy dinh mirc thu, ché dé thu, nép, qudn Iy va sir dung 1é phi hé tich trén dia ban tinh Bong Thap, ¢é hiéu luc tir ngay 01/9/2021.

3.10. Lwru ho so (ISO):

Thanh phin hd so luu B6 phén lwu trir Thoi gian luu

- Nhu muc 3.2;

- Két qua giai quyét TTHC hodc Van ban tra 161 cua don vi dbi v6i ho so
khong dap tmg yéu cau, diéu kién.

- Ho so tham dinh (néu co)
- Vin ban trinh co quan cép trén (néu co)

Cong chuc Tu phap cép

huyén Tir 01 ndm, sau d6 chuyén
ho so dén kho luu trir cua
Phong Tu phép cap huyén

Céc bicu mau theo Khoan 1, Picu 9, Thong tu s6 01/2018/TT-VPCP | g5 nnan tidp nhan va tra két
ngay 23 thang 11 nam 2018 cua B9 truong, Chu nhiém Van phong Chinh o qué'
pht quy dinh chi ti€ét mdt sO di€u va bién phéap thi hanh Nghi dinh s6
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61/2018/ND-CP ngay 23 thang 4 nam 2018 cua Chinh phu vé thuc hién
co ché mdt ctra, mot ctra lién thong trong giai quyét thu tuc hanh chinh.

~ Ghi chu: Tén thu tuc hanh chinh chuan hoa theo Quyét dinh sé 2394/QD-BTP ngay 03 thang 12 ndm 2020 ban hanh Danh muc
chuan hoa tha tuc hanh chinh thudc pham vi quan ly ciia B Tu phap.
Stra d6i Can cr phap ly cua thu tyc hanh chinh vé phi, 1& phi theo quy dinh tai Nghi quyét s6 51/2021/NQ-HPND ngay
17/8/2921 cua H1i dong nhan dan Tinh ban hanh quy dinh muc thu, ché dé thu, ndp, quan 1y va sir dung 1¢ phi ho tich trén dia ban
tinh Bong Thap, c6 hiéu luc tir ngay 01/9/2021.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phic

TO KHAI PANG KY NHAN CHA, ME, CON

KAND U @

Ho, chir dém, t€n NGO YU CAUL ..o

Quan h¢ véi nguoi nhan cha/me/con: ) ettt

Dé nghi co' quan cong nhin nguoi ¢é tén dwdi dy:

LA s cuia ngudi co tén dudi day:
HO, CIF GEIM, TEN1: ....oviviiiice et ettt bbbt b bbb bttt et bbb st e

Ngay, thang, NAM SINN ...t

T61 cam doan viéc nhan...........c..cccocevevvcveiennnn, noi trén la dang su that, tu nguyén, khong cé tranh
Chép va chiu trach nhi¢m trude phap luat vé cam doan cta minh.

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

Y kién ciia ngudi hién dang 13 me hoiic cha®

Dé nghi cip ban sao ©: C6 D Khong |:|
SO luong:.......... ban
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Chd thich:

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

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

©) Ghi thong tin vé giy to tiy than nhu: ho chiéu, chimg minh nhan dan hodc gidy to hop 1€
thay thé (vi du: Ching minh nhan dan s6 001089123 do Céng an thanh phé Ha Noi cAp ngay
20/10/2004).

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

®) Chi khai trong truong hop cha hodc me nhan con chua thanh nién hodc nguoi da thanh
nién nhung mat nang lyc hanh VI dan su, ghi y kién cua nglml cha néu me la nguoi yéu cau, y kién
ngudi me néu cha 1a ngudi yéu cau (trir trudng hop ngudi dé da chét, mat tich, mat nang lyc hanh vi
dan su hodc han ché nang luc hanh vi dan sy).
® Pé nghi ddnh ddu X vao 6 néu ¢ yéu cau cap ban sao va ghi rd sb lugng.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poclap - Tw do - Hanh phic

e (3)
sé:®  J/TLCMC ,ngay.....thang ....nam ...
TRiCH LUC
DANG KY NHAN 00 0000000000000 000000 00000000 i I (5)
X4c nhan diang Ky viéc nhan ... ©) giira:
|5 QT o LV (530 TR A<y 4 o] 0 V=Y 4 U
Ngay, thANE, NEM SINN: ...
Gi6i tinh: ....oooooooooooooiii DAN tOC: oo QUOC HICR:
GHAY 1Ot THAN sttt
INOT U LI e
Va
| Lo T™) X0 (<30 W (=1 0 1 o0 o
Ngay, thANE, NAM SINN: ...
Giot tinh:...oooo Dan toc: ... QUOBEC HICR: e
Gidy khai SINh/GIAY 10 Ty tAN: ...
INOT U LI e
Viee NhAN oo ® ¢6 hiéu lyc ké tir ngdy cap Trich luc./.
NGUOI KY TRICH LyC ,
(Ky, ghi vo ho, chit dém, tén, chirc vu, dong dau)
@ Ghi tén co quan cap Trich luc (ghi du cac cip hanh chinh).

@) Ghi theo s trong S6 ding ky nhan cha, me, con.
®) Ghi 18 viéc diang ky nhan: cha, con hodic me, con tuy theo ding ky viéc cha nhan con/con nhén cha hoiic me nhan
con/con nhan me.
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PHAN GHI CHU NHUNG THONG TIN THAY DPOI SAU NAY

S6
TT

Ngay, thang, nam
ghi chu

'Noi dung ghi chu
(déng dau vao ndi dung da ghi chi)

Can cw ghi cha

Ho, chir dém, tén, chir ky
cua nguwoi thuc hién ghi cha
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4. Thii tuc ding ky khai sinh két hop déing ky nhén cha, me, con ¢6é yéu td nwée ngoai

4.1. Trinh tu, cach thirc, thoi gian gidi quyét thii tuc hanh chinh

TT

Trinh ty thyc hién

Cach thirc thuc hién

Thoi gian giai
quyet

Buoc 1

Nop hé so thi tuc hanh
chinh:

Nop truc tiép qua Bo phéan tiép nhan va tra két qua thudc Van phong
Hoi dong nhan dan va Uy ban nhan dan cap huyén.

Hoic qua Cong dich vu cong Qudc gia (dichvucong.gov.vn), Cong
dich vu cong Tinh (dichvucong.dongthap.gov.vn)

- Sang: tu 07 gio
dén 11 gio 30 phut;
- Chiéu: tir 13 gio
30 dén 17 gio cua
cac ngay lam viéc.

Budc 2

Tiép nhin va chuyén hd so
tha tuc hanh chinh

Cong chirc tiép nhan ho so tai Bo phan tiép nhan va tra két qua xem
xét, kiém tra tinh chinh xac, day du cua hd so; queét (scan) va luu trir
hd so dién tir, cap nhat vao co s& dir liéu cua phan mém mot cira
dién tur cua Tinh.

a) Truong hop ho so chua day du, chua chinh x4c theo quy dinh,
cong chuc tiép nhan hod so phai hudéng dan ca nhan bd sung, hoan
thién ho so theo quy dinh va néu rd 1y do theo mau Phiéu yéu cau bo
sung, hoan thi¢n ho so;

b) Trudng hop tir chdi nhan hd so, cong chirc tiép nhan hd so phai
néu ro 1y do theo mau Phiéu tir chéi giai quyét hd so thu tuc hanh
chinh;

C) Truong hop ho so day du, chinh xac theo quy dinh cong chuc tiép
nhan ho so va lap Gidy tiép nhan ho so va hen ngay tra ket qua;
ddng thoi, chuyén cho co quan c6 tham quyén dé giai quyét theo
quy trinh.

Chuyén ngay ho so
tiép nhan truc tiép
trong ngay lam viéc
(khong dé qua 01
ngay lam viéc) hoac
chuyén vao dau gio
ngay lam viéc tiép
theo ddi voi truong
hop tiép nhan sau
15 gio hang ngay.

Bwoc 3

Giai quyét thi tuc hanh
chinh

Srflu khi nhan ho so tha tuc hanh chiph tr Bo ph@n tiép nhan va tra
ket qua Phong Tu phap xem xét, thAm dinh ho so, trinh phé duyét
két qua giai quyet thu tuc hanh chinh:

15 ngay, trong do:

1. Tiép nhan ho so (Bd phan TN&TKQ)

01 ngay
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2. Giai quyét ho so, trong do: 14 ngay
+ Chuyén vién 09 ngay
+ Lanh dao Phong Tu phap 02 ngay
+ Lanh dao Uy ban nhén dén cdp huyén 02 ngay
+ Van thu 01 ngay

Buoc 4

Tra két qua giai quyét thi
tuc hanh chinh

Cong chirc tiép nhan va tra két qua nhap vao so theo ddi ho so va
phﬁn mém dién ti thuc hién nhu sau:

- Théng béo cho ca nhan biét truéc qua tin nhan, thu dién ti, dién
thoai hodc qua mang x4 hdi dugc cap c6 tham quyén cho phép d6i
v6i ho so giai quyét thi tuc hanh chinh trudc thoi han quy dinh.

- C4 nhan nhan két qua giai quyét thu tuc hanh chinh theo thoi gian,
dia diem ghi trén Gidy tiép nhan ho so va hen tra két qua (xuét trinh
gidy hen tra két qua). Cong chuc tra két qua klem tra phleu hen va
yéu cau ngudi dén nhan két qua ky nhan vao so va trao két qua.

- Sang: tu 07 gio
dén 11 gio 30 phut;
- Chiéu: tir 13 gio
30 dén 17 gio cua
cac ngay lam viéc.

4.2. Thanh phin, so lwong ho so

a) Thanh phan ho so

* Gidy tO phai xuét trinh:

- HO chiéu hodc chiing minh nhan dan hodc thé can cudc cong dan hodc cac giay td khac c6 dan anh va thong tin ca nhan do co
quan co tham quyén cap, con gia tri st dung dé chirng minh vé nhan than cta nguoi ¢6 yéu cau dang ky khai sinh va nhén cha, me,

con;

- Giy to chimg minh noi cu trii dé xac dinh tham quyén ding ky khai sinh, nhan cha, me, con (trong giai doan chuyén tiép).

- Truong hop tré em sinh ra ¢ nudce ngoai, c6 cha hodc me la cong dan Viét Nam hodc cha va me déu 14 cong dan Viét Nam,
chua dugc dang ky khai sinh ¢ nudc ngoai, vé cu tr tai Viét Nam thi xuat trinh gidy to chimg minh viéc tré em dé nhap canh hop
phap vao Viét Nam (nhu: ho chiéu, gidy to co gia tri di lai qudc té co dau xac nhan nhap canh cua co quan quan 1y xuét, nhap canh) va
van ban xac nhan cia co quan cong an c6 tham quyén vé viée tré em dang cu tra tai Viét Nam.

* Gidy to phai nop:
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- T& khai ding ky khai sinh theo mau;
- To khai diang ky nhan cha, me, con theo mau.
- Gidy chung sinh.

+ Truong hop khong co Gidy ching sinh thi nop van ban cua nguoi lam
chtng xac nhan vé viéc sinh; néu khong ¢ vin ban ctia ngudi lam chimg thi phai c6 gidy cam doan vé viée sinh.

+ Trwong hop tré em sinh ra tai nuwéc ngoai thi ndp Gidy chung sinh  hoic
gidy to0 khiac do co quan c6 thdim quyén nuéc ngoai cap xd&¢c nhan vé viec tré¢ em
dugc sinh ra & nude ngoai va quan hé me - con (néu co);

- Truong hop cha hodac me hodac ca  cha, me¢ la  nguoi nudc  ngoai thi  phai
ndp van ban théa thudn cua cha, me¢ vé viec lua  chon quéc tich cho con. Truong
hop cha, me lra chon quéc tich nudc ngoai cho con, thi ngoai van ban théa
thuan Iya chon quéc tich con  phai c6 xac nhan cua co quan  ¢O thAim  quyén  nuéc

ma tré duoc chon mang qudc tich vé viec tré c6 qudbc tich pha  hop quy dinh cua
phap luat nude do.

- Chiung cit ching minh quan hé cha, con hoac quan hé me, con gom  mot
trong cac giay to, tai li¢u sau day:

+ Vin ban ctia co quan y té, co quan giam dinh hodc co quan Khac c6 thim quyén ¢ trong nudc hodc nudc ngoai xac nhan quan
hé cha con, quan hé me con.

+ Truong hop khong co chieng cir chieng minh quan hé cha, me, con néu trén thi phai c6 van ban cam doan cua cac bén nhan
cha, me, con, ¢6 it nhdt hai ngwoi lam chirng vé méi quan hé cha, me, con.

- Truong hop dang ky nhan cha, me, con gitra cong dan Viét Nam voi nguoi nuwdc ngoai hodc gitra nguoi nudc ngoai voi nhau
thi ngudi nudc ngoai phai ndp ban sao hd chiéu hodc gidy to co gia tri thay ho chiéu dé chimg minh vé nhan than.

* Luu y:

- Pi voi gidy to ndp, xuat trinh:
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+ Truong hop nguoi yéu cau nop gidy to 13 ban sao duoc cap tir sb goc hodc ban sao dugc chimg thuc tir ban chinh thi nguoi
tiép nhan hd so khong duoc yéu cau xudt trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xudt trinh ban chinh thi nguoi tiép
nhan ho so kiém tra, doi chiéu ban chup vo1 ban chinh va ky vao ban chup xac nhan vé viéc di d6i chiéu noi dung glay to do, khong
duoc yéu cau ngudi di ding ky ndp ban sao gidy to do.

+ D6 véi  gidy t0 xudt trinh  khi ding ky ho  tich, nguoi tiép nhan c6  trach
nhiém kiém tra, d01 chiéu véi théng tin trong to khai, chyp lai hodc ghi lai thong tin dé luu trong ho so va tra lai cho ngudi xuét trinh,
khong dugc yéu cau ndp ban sao hodc ban chyp gidy to do.

+ Gidy to do co quan c6 thidm quyén cta nudc Ngoai cap, cong chimg hodc xac nhan dé st dung cho viéc ding ky ho tich tai
Viét Nam phai dugc hop phap hoa lanh sy, trir truong hop duge mien theo diéu wdc qubc té ma Viét Nam 1a thanh vién; gidy to bang
tiéng nudc ngoai phai dugc dich ra tiéng Viét va cong chimg ban dich hodc chimg thuc chit ky nguoi dich theo quy dinh cua phap luat.

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

- Truong hop cho phép nguoi yéu cau dang ky hé tich ldp van bdan cam doan vé néi dung yéu cau ding ky hé tich thi co quan
dang ky ho tich phdi giai thich v6 cho nguoi ldp van ban cam doan vé trach nhiém, hé qud phap y cua viéc cam doan khong ding su
that.

Co  quan dang ky hé  tich tw choi giadi quvét  hodc dé nghi co quan cO  thdm
quyén  huy bo ket qua dang ky ho tich, néu co co so xdac dinh noi dung cam  doan
khong dung sy that.

b) So luong ho so: 01 bod
4.3. Poi twong thuc hién thi tuc hanh chinh: C4 nhan
4.4. Co quan giai quyét thi tuc hanh chinh:
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Co quan cé thim quyén quyét dinh:

Uy ban nhéan dan cap huyén noi cu tra cua nguoi cha hodc ngudi me la cong dan Viét Nam thyuc hién dang ky khai sinh két hop
nhén cha, me, con ma mot bén ¢6 yéu cau la ngudi nude ngoai, cong dan Viét Nam dinh cu & nude ngoai.

Co quan thyce hién thu tuc hanh chinh:

Phong Tu phap cap huyén tiép nhan hd so va tham muu Cha tich Uy ban nhan dan cip huyén xem xét, quyét dinh.

Co quan phoi hgp: Khong

4.5. Két qua thue hién thii tuc hanh chinh: Gidy khai sinh, Trich luc ding ky nhan cha, me, con (ban chinh).

4.6. Phi, 18 phi: Dang ky nhan cha, me, con: 1.000.000 dong/truong hop; dang ky khai sinh 50.000 dong/trudng hop.

Mién thu 1¢ phi doi véi:

-Dang ky ho tich cho ngudi thude gia dinh co cong voi cach mang; ngudi thude hd nghéo, ngudi khuyét tat.

- Pang ky ho tich cho tré em, ngudi cao tudi, ddng bao dan tdc thicu sé & cac xa co diéu kién kinh té - xa hoi dic biét kho khan.
4.7. Tén miu don, miu to khai:

To khai dang ky khai sinh; To khai dang ky nhan cha, me, con (Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua B truong Bo
Tu phapquy dinh chi tiét thi hanh mot s6 diéu ciia Luat ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cia Chinh phii quy
dinh chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich)

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

- Bén nhan va bén duogc nhan la cha, me, con déu con song;

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

4.9. Cin ctr phap ly cua thi tuc hanh chinh:

- Piéu 90, 91 Luat Hon nhan va gia dinh nam 2014,

- Bi@u 7, 35, 36, 43, 44 ’Lueflt Ho tich nam 2014; , L

- biéu 2, 3 Nghi dinh s6 123/2015/NB-CP ngay 15/11/2015 cta Chinh phu quy dinh chi tiét mot s6 di€u va bién phap thi hanh
Luat Ho tich;
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- Dbitu2,3,14, 15, 16 Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua BY truéng Bo Tu phap quy dinh chi tiét thi hanh mot
sO diéu cuia Luat HO tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh pht quy dinh chi tiét mét so dicu va bién phap

thi hanh Luat HO tich;

- Khoan 3; Piém a, ¢ Khoan 4 Piéu 1 Nghi quyét s6 51/2021/NO-HPND ngay 1 7/8/2021 cua Hoi dong nhdn ddn Tinh ban
hanh quy dinh mikc thu, ché dé thu, nép, quan Iy va su dung 1é phi ho tich trén dia ban tinh Dong Thap, ¢ hiéu luc tir ngay 01/9/2021.

4.10. Luu hd so (ISO):

Thanh phan hé so luu

B¢ phan luu trir

Thaoi gian luu

- Nhu muc 4.2;

- Két qua giai quyét TTHC hodc Vian ban tra 10i cia don vi ddi v6i hd so
khong dap ung yéu cau, diéu kién.

- H6 so thdm dinh (néu c6)

- Vin ban trinh co quan cép trén (néu c)

Cong chirc Tu phép cap
huyén

Cac biéu mau theo Khoan 1, Piéu 9, Thong tu s6 01/2018/TT-VPCP
ngay 23 thang 11 nam 2018 ctia Bo truong, Chi nhiém Van phong Chinh
pht quy dinh chi tiét mot sé diéu va bién phap thi hanh Nghi dinh s6
61/2018/ND-CP ngay 23 thang 4 nim 2018 ctia Chinh phii vé thyuc hién
co ché mot ctra, mot cira lién thong trong giai quyét thu tuc hanh chinh

B6 phan tiép nhan va tra két
qua

Tt 01 ndm, sau d6 chuyén
ho so dén kho luu trir cua
Phong Tu phap cap huyén

Ghi ch(: Tén thu tuc hanh chinh chuan héa theo Quyét dinh s6 2394/QD-BTP ngay 03 thang 12 nam 2020 ban hanh Danh muc

chuan hoa tha tuc hanh chinh thuéc pham vi quan 1y ctia B6 Tu phép.

Stra d0i Can ctr phap 1y cua thi tuc hanh chinh vé phi, 1& phi theo quy dinh tai Nghi quyét so 51/2021/NQ-HDPND ngay
17/8/2021 ctia Ho1 dong nhan dan Tinh ban hanh quy dinh muc thu, ché do thu, ndp, quan 1y va st dung 1€ phi ho tich trén dia ban

tinh Pong Thap, ¢6 hiéu luc tir ngay 01/9/2021.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

TO KHAI PANG KY KHAI SINH

KInh gl W ot

Ho, chi d8m, tén NEUOT YU CAU..........ovoveeieeieeeeeeeeeceeee ettt
NOT CU T @) Lottt ettt e bt e et se s bene s
GHAY tO 1Y thAN: B Lottt
Quan hé vo1 nguot dugce khai SInh: ...
Pé nghi co quan ding ky khai sinh cho nguwoi duéi day:

HO, Chit A€, TEN:.......ooi e e s e e e
Ngay, thang, ndm sinh: .........ccccocoiiiiiiiiiniiieeen. ghi bang Chill: ....ovvvvveeeeveeer e
Gi6i tinh:....oooeeeeeeveene. DAN tOC: oe.evrrerrrreeeen. QUOC HCh: oo
INOTSINNT B bbb
QUE QUAN: ..ttt bbbttt b et s et et e s et e st et et e ne e Rt e Rt e beereeneeneas
Ho, chir dém, ten NGWoT ME: ..........ccoiiiiiiiii s
NAmM sinh: O DAN tOC:...eeeveeennne... Qudc tich: .............
INOT CU T @) ottt bbbttt e bbbttt e e s snas
Ho, chir dém, tN NQWoi cha: ..o s
NaAm sinh: O DAN tOC:...veeveeenn... Qudc tich: ..............
NOT CU T @) ettt bbbt bt n et n s

TOi cam doan ndi dung dé nghi dang ky khai sinh trén day l1a ding sy that, duoc su thdéa
thudn nhat tri cia cac bén lién quan theo quy dinh phép luét.
T61 chiu hoan toan trach nhi¢m trude phap luat vé nodi dung cam doan cua minh.

Lamtai: ... , NQAY ... thang ......... naMm ..............

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

Dé nghi cip ban sao®: Co D Khéng []
SO lugng:....... ban
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Chd thich:

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

@ Ghi theo noi dang ky thudng tri; néu khong c6 noi dang ky thudng trii thi ghi theo
noi dang ky tam tra; treong hop khong co6 noi dang ky thuong tri va noi dang ky tam tra thi
ghi theo noi dang sinh song.

(?) Ghi thong tin vé gidy to tly than caa nguoi di dang ky, ghi ro sd, co quan cap,
ngay cap ho chi€u, chimg minh nhén dan hodc giay to hop 1€ thay thé (V7 du: Chimg minh
nhan dan s0 001089123 do Céng an thanh pho Ha N¢i cap ngay 20/10/2014).

*) Trudng hop sinh tai co s¢ y té thi ghi rd tén co so y té va va dia chi tru s¢ co so'y té do.

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

- Tram y té x3 Pinh Bang, huyén Tl Son, tinh Bac Ninh.

Truong hop sinh ra ngoai co so y té thi ghi dia danh ctua 03 cip hanh chinh (xa,
huyén, tinh), noi sinh ra.

Vi dy: xa Dinh Bang, huyén Tt Son, tinh Bic Ninh.

() Ghi ddy du ngay, thang sinh cta cha, me (néu c6).

©) P& nghi danh déu X vao 6 néu ¢ yéu cau cap ban sao va ghi rd sé luong..
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phic

TO KHAI PANG KY NHAN CHA, ME, CON

KAND U e e

Ho, chit d8M, tBN NGUOT YEU CAUL .......ooooooooeoeeeeoeeeeoeeeeeeeee oo eeessesseeeee e

Quan h¢ véi nguoi nhan cha/me/con: ) e et

Dé nghi co’ quan cong nhin nguoi cé tén dwdi dy:

LA, cuia ngudi co tén duwoi day:
HO, CIF GEIM, TE11: ....cviviiii et ettt bbb bbbt bbbt et ettt et s e e e e

Ngay, thANG, NAM SINN: ..ottt

T61 cam doan viéc nhan..........c..cccocoevevveciiennee, noi trén 1a dang sy that, tw nguyén, khong co tranh
chap va chiu trach nhiém trudc phéap luat vé cam doan ciia minh.

LAM tQi.ooee, ngay ... thang............ nam...........
Nguoi yéu cau
(Ky, ghi r6 ho, chit dém, tén)
Y

kién ctia nguwoi hién dang |4 me hodic cha®

Dé nghi cip ban sao ©: C6 D Khong |:|
SO lwong:.......... ban
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Chu thich:

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

@) Ghi theo noi dang ky thuong tri; néu khong c6 noi ding ky thudng trd thi ghi theo noi ding
Ky tam trg; truong hop khdng cé noi dang ky thuong tra va noi dang ky tam tra thi ghi theo noi dang
sinh sdng.

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

) Chi khai trong truong hop ngudi khai khong dong thoi 13 ngudi nhan cha/me/con.

®) Chi khai trong truong hop cha hodc me nhén con chua thanh nién hodc ngudi dé thanh
nién nhung mat nang luc hanh vi dén sy, ghi 'y kién cta ngum cha néu me la nguoi yéu cau, y kién
ngudi me néu cha 1a ngudi yéu cau (trir truong hop ngudi d6 di chét, mat tich, mat ning luc hanh vi
dan su hodc han ché nang luc hanh vi dan sy).

©) P& nghi danh dau X vao 6 néu c6 yéu ciu cp ban sao va ghi rd s6 luong.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poclap - Tw do - Hanh phic

cee (7)
sé:®  J/TLCMC ,ngay....thang ....nam ...
TRICH LUC
PANG KY NHAN ....cceevnvnnenrnnnennnenennen®
X4c nhan diang Ky viéc nhan ..o ©) giira:
|5 QT o LV (530 TR U< 4 o] 0 V=Y 4 U
Ngay, thANE, NEM SINN: ...
Gi6i tinh: ....ocoooooooooooii DAN tOC: oo QUOC HICR:
GHAY 1Ot THAN ottt
INOT CUE LU s 505555555555 55555
Va
| QT 4 L (535 TR 1< 4 T 0 ) O
NQAY, thANZ, NAM ST e
Giot tinh:...oooo Dan toc: ... QUOBEC HICRE e
Gidy khai SINh/GIAY 10 Ty tAN: ...
INOT CU ETULE s
Viee NhAN oo ® ¢6 hiéu lyc ké tir ngay cap Trich luc./.

NGUOI KY TRICH LUC ,
(Ky, ghi vo ho, chit dém, tén, chirc vu, dong dau)

() Ghi tén co quan cap Trich luc (ghi du cac cip hanh chinh).

® Ghi theo s6 trong S6 ding ky nhan cha, me, con.

©) Ghi 18 viéc ding ky nhan: cha, con hoiic me, con tiy theo diing ky viéc cha nhan con/con nhan cha hodc me nhan
con/con nhan me.
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PHAN GHI CHU NHUNG THONG TIN THAY DOI SAU NAY

S6
TT

Ngay, thang, nam
ghi chu

'Noi dung ghi chu
(déng dau vao ndi dung da ghi chi)

Cin cw ghi chu

Ho, chir dém, tén, chir ky
cua nguwoi thuc hién ghi cha
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5. Thi tuc ding ky khai tir ¢6 yéu td nuée ngoai
5.1. Trinh tw, cach thirc, thoi gian giai quyét thi tuc hanh chinh

TT

Trinh ty thwe hién

Cach thire thue hién

Thoi gian giai
quyet

Buwoéc 1

Nop ho so tha tuc hanh
chinh:

1. NOp truc ‘giép qua Bo phémvtié'p nhén va tra két qua thugc Van
phong Ho1 dong nhan dan va Uy ban nhan dan cap huyén .
2. Hodc thong qua dich vu buu chinh cbng ich.

- Sang: tu 07 gio
dén 11 gio 30
phat;

- Chiéu: tir 13 gio
30 dén 17 gio cua
cac ngay lam viéc.

Buworc 2

Tiép nhan va chuyén ho so
thu tuc hanh chinh

D6i v6i ho so duge ndp truc tiép qua Bo phan tiép nhan va tra két
qua hodc thong qua dich vu buu chinh cong ich cong chuc tiép
nhan ho so tai Bo phén tiép nhan va tra két qua xem xét, kiém tra
tinh chinh x4c, ddy du cta ho so; quét (scan) va luu trir ho so dién
tr, cAp nhat vao co so dit liéu ciia phan mém mot cira dién tir ciia
Tinh.

a) Trudng hop hd so chua day du, chua chinh xac theo quy dinh,
cong chirc tiép nhan hd so phai huéng dan c& nhan bd sung, hoan
thién ho so theo quy dinh va néu 1 1y do theo mau Phiéu yéu cau
bo sung, hoan thi¢n ho so;

b) Truong hop tir chdi nhan hd so, cong chire tiép nhan hd so phai
néu 1 1y do theo mau Phiéu tir chdi giai quyét ho so thu tuc hanh
chinh;

¢) Truong hop ho so day du, chinh xac theo quy dinh cong chirc
tiép nhan ho so va lap Gidy tiép nhan ho so va hen ngay tra ket
qua; dong thoi, chuyén cho co quan c6 thAm quyén dé giai quyét
theo quy trinh.

Chuyén ngay ho so
tiép nhan tryc tiép
trong ngay lam
viéc (khong dé qua
02 gio lam viéc)
hoic chuyén vao
dau gio ngay lam
viéc tiép theo ddi
v6i truong hop tiép
nhan sau 15 gio
hang ngay.




69

Buwoc 3

Giai quyét thi tuc hanh
chinh

Sau khi nhan ho so tha tuc hanh chinh tir Bo phan tiép nhan va tra
két qua Phong Tu phap xem xét, thAm dinh ho so, trinh phé duyét
két qua glal quyét thu tuc hanh chinh:

a) Néu thay thong tin khai tir day du va phu hop thi:

01 ngay lam viéc,

trong do:
1. Tiép nhan ho so (BO phan TN&TKQ) 01 gio
2. Giai quyét ho so, trong do: 07 gio
+ Chuyén vién 04 gio
+ Lanh dao phong Tu phap 01 gio
+ Lanh dao Uy ban nhén dén cap huyén 01 gio
+ Van thu 01 gio

. N 03 ngay lam viéc,

b) Truong hgp can xac minh. trong do:
1. Tiép nhan ho so (Bo phan TN&TKQ) 0,5 gio
2. Giai quyét ho so, trong do: 2,5 gio
+ Chuyén vién 01 ngay
+ Lanh dao phong Tu phap 0,5 ngay
+ Lanh dao Uy ban nhén dén cdp huyén 0,5 ngay

+ Van thw

0,5 gio
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Cong chirc tiép nhan va tra két qua nhap vao so theo ddi ho so va
phﬁn mém dién ti thuc hién nhu sau:

- Thong bao cho ca nhan biét trude qua tin nhén, thu dién ttr, dién
thoai hodc qua mang xd hoi duoc cip c6 tham quyén cho phép dbi | - Sang: tir 07 gio
v6i ho so giai quyét thu tuc hanh chinh truge thoi han quy dinh. | dén 11 gis 30
- Ca nhan nhan két qua giai quyet tha tuc hanh chinh theo thoi | phut;

gian, dia d1em ghi trén G1ay tiép nhan ho so va hen tra két qua | - Chiéu: tir 13 gio
(xuat trinh gidy hen tra két qua). Cong churc tra két qua klem tra | 30 dén 17 gio cua
phiéu hen va yéu cau ngudi dén nhan két qua ky nhan vao s6 va | cac ngay lam viéc.
trao két qua.

- Trudng hop nhan két qua thdng qua dich vu buu chinh cdng ich.
(dang ky theo hudng dan ctia Buu dién) (néu cb)

Tra két qua giai quyét thi
Budc 4 tuc hanh chinh

5.2. Thanh phan, s6 lwong ho so

a) Thanh phan ho so

* Gidy tO phai xuat trinh:

- HO chiéuq hodc ching minh nhan dan hodc the can cudce cong dan hodc cac gidy to khéc c6 dan anh va thong tin ca nhan
do co quan c6 tham quyén cap, con gia tri sit dung dé chirng minh vé nhan than cua nguoi ¢d yéu cau dang ky khai tur.

- Gidy to ching minh noi cu tra cu01 cung cua nguoi chét d@é xac dinh tham quyén (trong giai doan chuyen tiép); trudng
hop khong xac dinh duoc noi cu tra cudi ciing cua ngudi chét thi xuét trinh gidy t& ching minh noi ngudi d6 chét hodc noi phat
hién thi thé caa nguoi chét.

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

* Gidy to phai nop:
- T khai ding ky khai tir theo mau;
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- Gidy bao tir hodc gidy td thay thé Gidy béo tir do co quan c6 thim quyén cap.

- Gidy t0, tai liéu, chitng cit do co quan, t6 chirc c6 tham quyén cdp hodc xdc nhdn hop 1é chitng minh sw kién chét doi véi
truwong hop dang ky khai tir cho nguoi chét da lau, khdng cé Giay bao tir hodc giay to thay thé Gidy bdo tu.

- Van  ban uy quyén  (duwgc  ching thuyc) theo quy dinh cua phap ludt trong
truong hop uy quyén thuc hién viéc dang ky khai tu.

Truwong hop nguoi co trach nhi¢m dang ky khai tir iy quyén cho nguoi khac thuc hién Viéc dang ky khai tir ma nguoi dwoc
iy quyén la 6ng, ba, cha, me, con, vo, chong, anh, chi, em rudt ciia nguoi ity quyén thi van ban ity quyén khéng phdi chiing thuec.

* Luuy:

- Pi voi gidy to phai ndp, xuét trinh:

+ Truong hop nguoi yéu cau ndp gidy t& 13 ban sao duoc cip tr sO  gbc
hodic ban sao dugc ching thuc tr ban chinh thi nguoi tiép nhan hé so  khong
dugc yéu cau xuat trinh  ban  chinh; truong hop nguoi  yéu cau  ndp ban chup keém
theo ban chinh giay to6 thi nguoi ti€ép nhan c6 trach nhiém kiém tra, do6i chiéu ban
Chup v61  ban chinh va ky x& nhan, khong dugc yéu cau nguoi di  ding ky ndp
ban sao giady to do.

+ Pbé véi gidy to xuat trinh  khi ding ky ho  tich, nguoi tiép nhdn c6  trach
nhi€m kiém tra, doi chi€u véi thong tin trong to khai, chup lai hodc ghi lai thong tin d€ luu trong ho so va tra lai cho nguoi xuat
trinh, khong dugc yéu cau ndp ban sao hodc ban chup giay to do.

+ Giay to do co quan c6 thim quyén ctia nudc ngoai cip, cong chimg hodc xac nhan dé st dung cho viéc ding ky ho tich
tai Viét Nam phai dugc hop phap hoa lanh su, trir truong hop dugc mién theo diéu udc quoc t€ ma Viét Nam la thanh vién; giay
to bang tiéng nudc ngoai phai dugce dich ra ti€ng Viét va cong chirng ban dich hoac chimg thuc chit ky ngudoi dich theo quy dinh
cua phéap luat.

+ Nguoi tiép nhan c6 trach nhiém tiép nhén dung, du hd so ding ky ho tich theo quy dinh cua phap luat ho tich, khong
duoc yéu cau ngudi dang ky ho tich ndp thém gidy to ma phap luat ho tich khéng quy dinh phai nop.
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b) S6 luong hd so: 01 bd

5.3. Poi twong thuce hién thi tuc hanh chinh: C4 nhan
5.4. Co quan giai quyét thii tuc hanh chinh:

Co quan cé thim quyén quyét dinh:

- Uy ban nhan dan cap huyén noi cu tra cudi cing ciia nguoi chét thuc hién viéc dang ky khai tir cho ngudi nudc ngoai
hoac cong dan Viét Nam dinh cu ¢ nude ngoai chét tai Viét Nam;

- Uy ban nhin dan cdp huyén noi nguwoi d6 chét hoic noi phat hién thi thé
nguoi  chét thyc hién viec dang ky khat to¢ trong truong hop khong xdac  dinh  duoc
noi cu tri cudi cung cua nguoi chét.

Co quan thyuc hién thi tuc hanh chinh:

Phong Tu phép cap huyén tiép nhan hd so va tham muu Chi tich Uy ban nhan dan cép huyén xem xét, quyét dinh.

Co quan phdi hop: Khong

5.5. Két qua thue hién thii tuc hanh chinh: Trich luc khai ttr (ban chinh)

5.6. Phi, 1& phi: 50.000 dong/truong hop.

Mién thu 1¢ phi d6i véi:

- Pang ky ho tich cho ngudi thude gia dinh co cong véi cach mang; ngudi thude hd nghéo, ngudi khuyét tat.

- Pang ky ho tich cho tré em, ngudi cao tudi, ddng bao dan toc thiéu s6 & cac xa co diéu kién kinh té - xa hoi dic biét kho
khan.

5.7. Tén méu don, miu to khai: To khai ding ky khai tir (Thong tw s6 04/2020/TT-BTP ngay 28/5/2020 cua B§ truong
Bo Tu phap quy dinh chj tict thj hé}nh mot sO diéu cia Luat HO tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua
Chinh phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich).

5.8. Yéu cau, diéu kién thwe hién thii tuc hanh chinh: Khong
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5.9. Cin ctr phap ly cua thi tuc hanh chinh:
- Piéu 7,9, 51, 52 Luat Ho tich ndm 2014;

- Piéu 2, 3, 5 Nghi dinh s6 123/2015/NB-CP ngay 15/11/2015 ctia Chinh pht quy dinh chi tiét mot sé diéu va bién phap thi

hanh Luat Ho tich;

- Dicu2,3,4,13 Thong tu so 04/2020/TT-BTP ngay 28/5/2020 cia B truong Bo Tu phap quy dinh chi tiét thi hanh mot
sO diéu cua Luat Ho tich va Nghi dinh so6 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mét so di€u va bién

phap thi hanh Luat HO tich;

- Khodn 3; Diém a, ¢ Khoan 4 Pieu 1 Nghi quyét so 51/2021/NQ-HDND ngdy 17/8/2021 ciia Hi dong nhan dan Tinh
ban hanh quy dinh micc thu, ché do thu, ndp, quan Iy va su dung 1é phi ho tich trén dia ban tinh Pong Thap, co hiéu luc tir ngay

01/9/2021.
5.10. Luu ho so (ISO):
Thanh phin hd so luu B6 phén lwu trir Thoi gian luu
- Nhu muc 5.2;

- Két qua giai quyét TTHC hodc Vin ban tra 15i ciia don vi d6i véi ho so
khong dap ung yéu cau, diéu kién.

- Ho so tham dinh (néu c6)

- Vin ban trinh co quan cip trén (néu co)

Cong chirc Tu phép cap
huyén

Céc biéu mau theo Khoan 1, Diéu 9, Théng tu s6 01/2018/TT-VPCP ngay
23 thang 11 ndm 2018 cua BJ truong, Chu nhiém Van phong Chinh phu
quy dinh chi tiét mot sé diéu va bién phap thi hanh Nghi dinh s
61/2018/ND-CP ngay 23 thang 4 nam 2018 ctia Chinh phii vé thyuc hién co
ché mot ctra, mot cira lién thong trong giai quyét tha tuc hanh chinh

Bo6 phan tiép nhan va tra két
qua

Tt 01 ndm, sau do chuyén
ho so dén kho luu trir cua
Phong Tu phap cap huyén



http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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Ghi chl: Tén thu tyc hanh chinh chuén héa theo Quyét dinh s6 2394/QD-BTP ngay 03 thang 12 nim 2020 ban hanh Danh
muc chuan hoa thu tuc hanh chinh thudc pham vi quan 1y cua B6 Tu phép.

Stra d6i Can cu phap 1y cua thu tyc hanh chinh vé phi, 1& phi theo quy dinh tai Nghi quyét sb 51/2021/NQ-HPND ngay
17/8/2021 g:ﬁa Hoi dong nhan dan Tinh ban hanh quy dinh mtrc thu, ché d6 thu, nop, quan 1y va st dung 1€ phi ho tich trén dia
ban tinh Bong Thap, c6 hiéu luc tir ngay 01/9/2021.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

TO KHAI DPANG KY KHAI TU

KIND @UL: O

Ho, chir dém, tén N@UdT YEU CAU: ......ooviiiiiiiiiee e

N OL CU T B oo et e e e e e e e e e e e e e e e e e ee e eeeee e e e eee e eeeaaeereeeeeans

Quan hé VOi NGUOT A8 CHEL: .....c.ovuiveveeeeeeceeeee ettt
Pé nghi co quan ding ky khai tir cho ngudi co tén dwoi day:

HO, Chit A€M, T8I: ...t e e nree e
Ngay, thang, NAM SINN: ....c.ooiiiiiii e e e e e eaee s e e srrae e
Giditinh: .........oooviiin Dan toC:........coovvveeiirieeeeeeen, Qudbc tich: wovveveeeereeane,

Da chét vao [0C: oo 10 . phut, ngay ............... thang ........... nam ...
INOT CREE: ..ottt n st en e nes

NGUYEN NNAN CREL: ...ttt ene e
S6 Gidy bao t/ Gidy to thay thé Gidy bao tir: @ ..o 3 [T
......................................................................................................... cp ngady ... thang ... nam .......
T61 cam do‘an nhiing ndi dung khai trén day la ding su that va chiu trach nhiém trudc
phap luat vé cam doan ctia minh.

Lam t@i: ..., ,Ngay ... thang ....... nam ......

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

SO lugng:....... ban
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Chd thich:

(1) Ghi rd tén co quan diang ky khai ti.

@ Ghi theo noi diang ky thudng tra; néu khéng c6 noi diang ky thuong tra thi
ghi theo noi dang ky tam trt; truong hop khong c6 noi dang ky thuong tri va noi dang
ky tam tra thi ghi theo noi dang sinh séng.

) Ghi thong tin vé gidy to tiy than nhu: hd chiéu, ching minh nhan dan hodc
gidy to hop 16 thay thé (vi du: Chimg minh nhan dan s6 001089123 do Cong an thanh
phé Ha Noi cip ngay 20/10/2004).

) Néu ghi theo Gidy bao tir, thi gach cum tir “Gidy to thay thé Gidy bao tu”;
néu ghi theo s6 Gidy td thay thé Gidy bao tir thi ghi rd tén, sd gidy to va gach cum tir
“Giay bao ti”; truong hop khong c6 thi myc nay dé trong

) P& nghi danh ddu X vao 6 néu co yéu cau cap ban sao va ghi rd sb luong.
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CONG HOA XA HOI CHU NGHIA VIET NAM

Poclap - Tw do - Hanh phic

. ....(10)
Sb: () JTLKT .. ,ngay.....thang ....nam ........
TRICH LUC KHAI TU
HQ, CRTE AEIM, CEIL ... s
Ngay, thang, nam SINN: ... e
Gi6itinh: ... DANOC: oo QUOC HCR: oo,
SO dinh danh cA AN ) e,
GHAY 1O T THAN ettt
Pi chét vao 0. Pe3Ts PR, NQAY .o ghi
bang chit:
INOT CRCEL ...
Gidy bao tir/Gidy to thay thé Gidy BAO t SO e A0 e
..................................................................................................................... CAP NZAY .. ot
Ho, chir dém, tén nguwdi di Khai 0 ...
GHAY 1O TUY TNANT ottt
NGUOI KY TRiCH LUC

(Ky, ghi 16 ho, chit dém, tén, chirc vu, dong ddu)

9 Ghi tén co quan cap Trich lyc khai tir (ghi di céc cap hanh chinh).
) Ghi theo So trong So dang ky khai tir.
©) Chi ghi trong trudng hop da duge cap So dinh danh ca nhan.
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PHAN GHI CHU NHUNG THONG TIN THAY DPOI SAU NAY

S6
TT

Ngay, thang, nam
ghi cha

'N9i dung ghi chu
(dong dau vao ngi dung da ghi chi)

Cin cwr ghi chu

Ho, chir dém, tén, chir ky
cua nguwoi thuc hién ghi cha
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6. Thi tuc Thay déi, cai chinh, b6 sung théng tin h tich, xac dinh lai dan tdc

6.1. Trinh tu, cach thirc, thoi gian giai quyét thi tuc hanh chinh

TT

Trinh tu thuwe
hién

Cach thirc thuc hién

Thoi gian giai quyét

Buwoc 1

Nop ho so thi
tuc hanh chinh:

1. NOp truc ‘tié'p qua Bo phélp tiép nhan va tra} két qua thudc Van
phong Ho1 dong nhan dan va Uy ban nhan dan cap huyén .
2. Hodc thong qua dich vu buu chinh cong ich.

- Sang: tir 07 gio dén
11 gio 30 phat;
- Chiéu: tir 13 gio 30
dén 17 gio cua céac
ngay lam viéc.

Buwoéc 2

Tiép nhian va
chuyén ho so thu
tuc hanh chinh

Poi v6i ho so duge ndp truc tiep qua Bo phan tiép nhan va tra két qua
hodc thong qua dich vy buu chinh cong ich cong chirc tiép nhan ho
so tai BO phan tlep nhan va tra két qua xem xét, kiém tra tinh chinh
Xéc, ddy du cia ho so; quét (scan) va luu trir ho so dién tir, cap nhat
vao co so dit liéu cia phan mém mdt cira dién tir cua Tinh.

a) Truong hop hd so chua ddy du, chua chinh xac theo quy dinh,
cong chirc tiép nhan ho so phai huéng din ca nhan bd sung, hoan
thién ho so theo quy dinh va néu rd 1y do theo mau Phiéu yéu cau bo
sung, hoan thi¢n ho so;

b) Truong hop tir chéi nhan ho so, cong chire tiép nhan ho so phai
néu ro 1y do theo mau Phiéu tir chdi giai quyét hd so thu tuc hanh
chinh;

¢) Truong hop ho so day du, chinh xac theo quy dinh cong chirc t1ep
nhan ho so va lap Gidy tiép nhan ho s0' va hen ngay tra két qua; dong
thoi, chuyén cho co quan c6 thim quyén dé giai quyet theo quy trinh.

Chuyen ngay hd S0
tiép nhan truc tiép
trong ngay lam viéc
(khong dé qua 03 gio
lam viéc) hodc chuyén
vao dau gio ngay lam
viéc tiép theo ddi véi
truong hop tiép nhan
sau 15 gio hang ngay.

Bwoc 3

Giai quyét thi
tuc hanh chinh

Sau khi nhan ho so thu tuc hanh chinh tir Bo phan tiép nhan va tra két
qua Phong Tu phap xem x¢t, tham dinh hd so, trinh phé duyét két qua
gidi quyét thu tuc hanh chinh:
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a) Néu thay viéc thay ddi, cai chinh hé tich, xac dinh lai dan toc 1a c6
co sO, phu hop vdi quy dinh ctia phap ludt dan sy va phap luat cé lién

03 ngay lam viéc,

trong do:
quan
1. Tiép nhan ho so (Bo phan TN&TKQ) 0,5 ngay
2. Giai quyét ho so, trong do: 2,5 ngay
+ Chuyén vién 01 ngay
+ Lanh dao Phong Tu phdp 0,5 ngay
+ Lanh dao Uy ban nhan déan cdp huyén 0,5 ngay
+ Van thu 0,5 ngay
b) Truong hop can phai xac minh d6i véi viéc thay doi, cai chinh ho | 06 ngay lam viéc,
tich, xac dinh lai dan toc. trong do:
1. Tiép nhan ho so (Bd phan TN&TKQ) 01 ngay
2. Giai quyét ho so, trong do: 05 ngay
+ Chuyén vién 02 ngay
+ Lanh dao phong Tu phap 01 ngay
+ Lanh dao Uy ban nh@n dan cdp huyén 01 ngay
+ Van thu 01 ngay

c) Néu thay viéc bo sung ho tich 1a co co so, phi hop véi quy dinh
cua phap luat dan sy va phap luat co6 lién quan

01 ngay, trong do:

1. Tiép nhan ho so (Bd phan TN&TKQ) 01 gio
2. Giai quyét ho so, trong do: 07 gio
+ Chuyén vién 04 gio
+ Lanh dao phong Tu phdp 01 gio
+ Lanh dao Uy ban nhdn dén cdp huyén 01 gio
+ Van thu 01 gio
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Cong chuc tiép nhan va tra két qua nhap vao so theo ddi ho so va
phén mém dién tir thuc hién nhu sau:

- Thong bdo cho ca nhan biét trude qua tin nhén, thu dién to, dién
thoai hodc qua mang xa hoi duoc cp c6 thim quyén cho phép d6i voi | - Sang: tir 07 gio dén
ho so giai quyét thi tuc hanh chinh trudc thoi han quy dinh. 11 gio 30 phit;

- C4 nhan nhan két qua giai quyét thu tuc hanh chinh theo thoi gian, | - Chiéu: tir 13 gio 30
dia diém ghi trén Giay tiép nhan ho so va hen tra két qua (xuat trinh | dén 17 gio cua céac
gidy hen tra két qua). Cong chuc tra két qua kiém tra phleu hen va | ngay lam viéc.

yéu cau nguoi dén nhan két qua ky nhan vao so6 va trao két qua.

- Truong hop nhan két qua théng qua dich vu buu chinh céng ich.
(d¢ang ky theo hudng dan ciia Buu dién) (néu co)

Tra két qua giai
quyét thu tuc

Budce 4 hanh chinh

6.2. Thanh phan, s6 lwong ho so

a) Thanh phan ho so

* Gidy tO phai xut trinh:

- Ho chiéu hodc ching minh nhan dan hodc thé cin cude cong dan hodc cac gidy to khac c6 dan anh va thong tin ¢4 nhan do co quan
c6 tham quyén cap, con gia tri sir dung dé chung minh vé nhan than ctia ngudi ¢ yéu cau dang ky thay doi, cai chinh, b6 sung thong tin ho
tich, Xac dinh lai dan toc.

- Gidy to ching minh noi cu tra dé Xac dinh tham quyén dang ky trong
truong hop cai chinh, bd sung thong tin ho tich, Xac dinh lai dan toc khong phai
tai Uy  ban nhan dan cap huyén  noi dang ky  hd tich trudc day (trong giai doan
chuyén tiép).

Trudng hop giri hd so qua hé théng buu chinh thi phai giri kém theo ban sao cé chimg thuc cac gidy to phai xuat trinh néu trén
* Gidy to phai nop:
- To khai dang ky thay doi, cai chinh, bo sung ho tich, xac dinh lai dan toc theo mau.

- Giay to lién quan dén viéc thay dbi, cai chinh ho tich, xac dinh lai dan toc.
- Van ban uy quyén (duoc ching thuc) theo quy dinh cua phap luat trong
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truong hop uy quyén thuc hién viéc dang ky thay dbi, cai chinh, bo sung thong tin ho tich, xac dmh lai dan toc. Truong hop nguoi duoc uy
quyén la éng, ba, cha, me, con, vo, chong, anh, chi, em rudt ciia nguoi ity quyén thi van ban iy quyén khéng phdi chimg thuec.
*Luu y:

+ Truong hop nguoi yéu cau ndp gidy to 1a ban sao dugc cap tur sO gbc hodc ban sao dugc chimg thyc tir ban chinh thi nguoi tlep
nhan ho so khong dugc yéu cau xudt trinh ban chinh; néu ngudi yéu cau chi nop ban chup va xuat trinh ban chinh thi ngudi tiép nhan hd S0
kiém tra, d6i chiéu ban chup vOi ban chinh va ky vao ban chup xac nhén vé viéc da dbi chiéu noi dung gidy to do, khong dugc yéu cau
nguoi di dang ky nop ban sao gidy to do.

+ P6i voi  gidy t0 xudt trinh  khi dang ky  ho  tich, ngudi tiép nhan  co6  trach
nhiém ki€ém tra, doi chi€u vadi thong tin trong to khai, chup lai hoac ghi lai thdng tin d€ luu trong ho so va tra lai cho ngudi xuat trinh,
khong dugc yéu cau ndp ban sao hodc ban chup gidy to do.

+ Gidy to do co quan c6 thAm quyén ctia nudc ngoai cip, cong chimg hodc xac nhan dé str dung cho viée ding ky ho tich tai Viét
Nam phai dugc hop phap hoa lanh su, trir truong hop dugce mién theo di€u udc quoc té ma Viét Nam la thanh vién; giay to bang tiéng nudc
ngoai phai dugc dich ra tiéng Viét va cong chung ban dich hodc chirng thuc chitr ky nguoi dich theo quy dinh ctia phap luat.

+ Nguoi tiép nhan 6 trach nhiém tiép nhan dung, di ho so ding ky ho tich theo quy dinh ctia phap luat ho tich, khong dugc yéu cau
nguoi dang ky ho tich ndp thém gidy to ma phap luat ho tich khong quy dinh phai nop.

b) Sd luong ho so: 01 bod

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

6.4. Co quan giai quyét thi tuc hanh chinh:

Co quan c6 thAm quyén quyét dinh:

- Uy ban nhén dan cip huyén noi da dang ky ho tich trude day hodc noi cu trii cia ngudi nudc ngoai giai quyét viée cai chinh, bd
sung thong tin ho tich ctia nguo1 nude ngoai da dang ky hd tich tai co quan c6 tham quyén cua Viét Nam.

- Uy ban nhén déan cap huyén noi di dang ky ho tich trudc day giai quyét viéc thay ddi, cai chinh, bo sung thong tin ho tich, xac dinh
lai dan toc cho nguoi Viét Nam dinh cu ¢ nude ngoai.

- Uy ban nhén déan cap huyén noi da dang ky ho tich trudc day hodc noi cu trii ctia ca nhan giai quyét viéc thay doi, cai chinh ho tich
cho cong dan Viét Nam tir du 14 tudi trd Ién cu tra trong nudce; xac dinh lai dan toc.
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- Uy  ban nhan ddn cap  huyén noi da dang ky  khai tr  truoc  day  thuc  hién
viéc cai chinh ngi dung dang ky khai tur trong Trich luc khai tir hodac Gidy chung tu.

- T rwp‘ng hgp thay doi, rcdi chinh, b6 sung thong tin ho tich, xdc dinh lai dan toc ma viéc ho tich trudc ddy dwoc dang ky tai So Tuw
phap thi tham quyen gidi quyét dwoc xdc dinh nhw sau:

+ Truong hop nguoi yéu cdu la cong dan Viét Nam cuw trii & nuwée ngoai thi Uy ban nhdn ddn cdp huyén noi cw trii triede khi xudt
canh thyc hién thay doi, cdi chinh, bo sung thong tin ho tich, xac dinh lai dan tgc;

+ Trweong hop nguwoi yéu cau & ngudi nwde ngodi cw trii tai Viét Nam thi Uy ban nhdn dan cdp huyén noi cu trii ciia nguoi dé thwe
hién cdi chinh, bo sung thong tin ho tich.

+ Truong hop nguoi yéu cau la nguoi nwde ngodi khéng cu trii tai Viét Nam thi Uy ban nhan ddn cap huyén noi cé tru sé ciia So Tue
phap da dang ky viéc ho tich truoc day thuc hién cai chinh, bo sung thong tin ho tich.

Co quan thyuc hién thu tuc hanh chinh:

Phong Tu phép tiép nhan hd so va tham muu Chi tich Uy ban nhan dan cép huyén xem xét, quyét dinh.

Co quan phdi hep: Khéng.

6.5. Két qua thure hién thii tuc hanh chinh: Trich luc thay d6i/cai chinh/bd sung ho tich/xéac dinh lai dan toc (ban chinh).
6.6. Phi, 1¢ phi*2:

- Thay doi, cdi chinh hé tich cho ngwoi tir di 14 tudi tré 1én cu trii ¢ trong nueée: 25.000 dong/triong hop.

- Thay déi, cdi chinh, bé sung hé tich c6 yéu té nude ngodi: 50.000 dong/triecong hop.

- Xdc dinh lai dén téc: 25.000 dong/tricong hop.

Mién thu 1¢ phi doi véi:

- Bang ky hé tich cho nguoi thude gia dinh c¢é cong véi cach mang; nguoi thude hd nghéo, ngueoi khuyét tit.

- Dang ky ho tich cho tré em, nguoi cao tuoi, déng bao dan téc thiéu sé & cac xa cé diéu kién kinh té - xa hoi dac biét khé khan.

- Khi ¢6 sai s6t vé théng tin do 16i ciia co quan qudan 1y.

12 Phan in nghiéng 12 ndi dung thay doi.
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6.7. Tén miu don, miu t& khai: To khai dang ky thay (1‘61 cai chinh, bd sung hd tich, xac dinh lai dan toc (Thong tu s6 04/2020/TT-
BTP ngay 28/5/2020 cua Bo truong B6 Tu phap quy dinh chi tiét thi hanh mot sd diéu cua Luat Ho tich va Nghi dinh sé 123/2015/ND-CP
ngay 15/11/2015 ciia Chinh pha quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich).

6.8. Yéu cau, diéu kién thyc hién thii tuc hanh chinh:

+ Viéc cai chinh h¢ tich chi dwoc gidi quyét sau khi xdc dinh c6 sai sét trong dang ky hé tich; khéng cdi chinh néi dung trén gidy to
ho tich da dwoc cap hop |é nham hop thirc hoa thong tin trén ho so, giay to ca nhan khac.

+ szy to ho tich  dwoc cip  hop 16 ké i ngay  01/01/2016  ma thong  tin  ho
tich con thiéu thi dwoc bé sung, néu cé gzay t0, tai lieu do co' quan, t6 chirc ¢é tham quyén Cdp hop 1é chimg minh. Yéu Cau ghi b6 sung
quoc tich Viét Nam chi thuwc hién doi véi gidy to ho tich dugc cap ké tir ngay 01/01/2016, sau khi da xdc dinh ngueoi yéu cau dang cé quoc
tich Viét Nam theo quy dinh cua Ludt Quoc tich Viét Nam.

6.9. Cin cwr phap ly cia thi tuc hanh chinh:

- Diéu 27, 28 Bo luat Dan sy nam 2015;

- Diéu 7,9, 45,46, 47 Luat Ho tich nim 2014;

- Piéu 2, 3, 7 Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phii quy dinh chi tiét mot s6 diéu va bién phap thi hanh
Luat Ho tich;

- Piéu 2, 3, 17, 18, 19, 20 Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ctia Bo truéng B Tu phap quy dinh chi tiét thi hanh mot
sO diéu cta Luat Ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phii quy dinh chi tiét mot sé diéu va bién phap thi
hanh Luat Ho tich;

- Khodn 3; Piém a, ¢ Khoan 4 Diéu 1 Nghi quyét so 51/2021/NO-HDPND ngay 17/8/2021 ciia Hoi dong nhdn dan Tinh ban hanh
quy dinh mikc thu, ché d thu, nép, Qudn Iy va sir dung 1é phi hé tich trén dia ban tinh Dong Thap, c6 hiéu luc tir ngay 01/9/2021.

6.10. Luu ho so (ISO):

Thanh phéin hd so hru B¢ phan luu trir Thoi gian luu
-Nhwmue 6.2, A ; x Tir 01 nam, sau d6 chuyén ho
- Két qua giai quyét TTHC hoac Van ban tra 161 cua don vi 61 voi ho so Cong chtrc Tu phap cap X ’ o cayen
A . A A aex 1ea A so dén kho luu trit cua Phong
khong dap tng yéu cau, diéu kién. huyén

- Ho so tham dinh (néu c6) Tu phap cap huyén



http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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- Vian ban trinh co quan cap trén (néu co)

Céc biéu mau theo Khoan 1, Piéu 9, Thong tu s6 01/2018/TT-VPCP ngay
23 thang 11 nam 2018 cua Bo truong, Chi nhiém Van phong Chinh phu
quy dinh chi tiét mot sé diéu va bién phap thi hanh Nghi dinh sb
61/2018/ND-CP ngay 23 thang 4 naim 2018 ctia Chinh pha vé thuc hién co
ché mot ctra, mot ctra lién thong trong giai quyét thi tuc hanh chinh

B6 phan tiép nhan va tra két
qua

~ Ghi chu: Tén thu tuc hanh chinh chuan hoéa theo Quyét dinh sé 2394/QD-BTP ngay 03 thang 12 nim 2020 ban hanh Danh muc
chuan hoa thu tuc hanh chinh thudc pham vi quan ly ctia Bo Tu phap.
Stra doi Phi, 1¢ phi; Can ¢t phap Iy cta thu tuc hanh chinh vé phi, 1¢ phi theo quy dinh tai Nghi quyét s6 51/2021/NQ-HPND ngay
1]/8/2021 cia Hoi dong nhan dan Tinh ban hanh quy dinh murc thu, ché dd thu, ndp, quan 1y va st dung 1€ phi ho tich trén dia ban tinh
bong Théap, c6 hiéu luc tir ngay 01/9/2021.
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

TO KHAI PANG KY VIEC THAY POI, CAI CHINH,
BO SUNG THONG TIN HQ TICH, XAC PINH LAI DAN TQC

Ho, chir dém, t&n NEUOT YEU CAUS .......o.ovececeeeeeeeeeeeeeee e
NOT CU T @ttt sttt nee s

Pé nghi co quan ding KY Viee @ ..o cho nguwoi co tén dwdi day:
HOQ, Chilt A€M, TN ..ot
Ngay, thang, NAM SINN: ......ooiiiiii e n e snee s

T6i cam doan nhitng ndi dung khai trén day la ding sy that va chiu trach nhiém trudce phap luat vé cam
doan ctia minh.

Lam tqi: ..o, , hgay ......... thang ........ AM. oo

Ngudi yéu ciu
(Ky, ghi r6 ho, chit dém, tén)
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Chu thich:

) Ghi r tén co quan ding ky viéc thay ddi, cai chinh, bd sung thong tin hd tich, xac dinh lai
dan toc.

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

®) Ghi thong tin vé gidy to tuy than, ghi rd s6, co quan cp, ngay cap ho chiéu, chimg minh
nhan dén hoac giay to hop 1€ thay the (V7 du: Chang minh nhan déan s6 001089123 do Cong an thanh
pho Ha Noi cap ngay 20/10/2004).

) Ghi rd ndi dung loai viéc dé nghi dang ky.

 Vidu: thay dbi ho, tén/ cai chinh phan khai vé chit dém cua nguoi me/ xéc dinh lai dan toc/
bo sung phan khai vé nam sinh ctia nguoi cha.

®) Ghi 15 loai viéc ho tich da dang ky trudc day co lién quan.

Vi dy: DA ding ky khai sinh tai UBND xa Ha Hoi, huyén Thuong Tin, thanh pho Ha Noi
ngay 05 thang 01 nam 2015, s6 10 quyén so6 01/2015.

®) Ghi 16 noi dung thay doi, cai chinh ho tich, bo sung thong ho tich, xac dinh lai dan toc

Vi dy: - Puoc thay doi ho tir Nguyén Vian Nam thanh Vi Van Nam.

- Puoc cai chinh nam sinh tir 1975 thanh 1976

(P& nghi danh ddu X vao 6 néu cd yéu cau cap ban sao va ghi 1 s lugng
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Déc lap - Tw do - Hanh phuc

'““(13)

Sb: 1 mi.... .. ,ngay.....thang ....nam.....

Xac nhan:

| L] 411 Qe (=3 4 T (1 2
NQAY, thANE, NAM SINN: ...
Gioditinh: ... Dan toc: ..o QUOBEC HCH: o

GHAY 1O EIY TANT e

NGUOI KY TRICH LUC ,
(Ky, ghi r6 ho, chir dém, tén, chirc vu, dong dau)

(13) Ghi tén co quan cip Trich luc ho tich (ghi dii cac cap hanh chinh).

(14 Ghi theo sb trong S6é dang ky thay dbi, cai chinh ho tich, bd sung thong tin h tich, xac dinh lai dan toc va chir viét tat
loai viéc da giai quyét trong thuc té (Vi du: 01/TLTDHT néu la viéc thay doi ho tich)

(15 Ghi theo loai viéc thuc té giai quyét: thay d6i ho tich; cai chinh h tich; bd sung thong tin ho tich; xac dinh lai dan toc.
(18) Ghi theo ndi dung thuc té giai quyét: thay doi ho/chit dém/tén; cai chinh ho, chit dém, tén, nim sinh, qué quan ...; bd
sung dan tdc, nam sinh cua nguoi cha...; xac dinh lai dan tdc. _

(7 Ghi tén loai gidy to/s6 dang ky ho tich c6 ndi dung dugc yéu ciu thay ddi, cai chinh, bd sung thdng tin ho tich, so,
ngay thang nam dang ky.

® Ghi 3 noi dung thay déi, cai chinh ho tich, bd sung thong tin ho tich, Xac dinh lai dan toc (Vi du. thay ddi ho tir Nguyén Van
Nam thanh Vii Vin Nam; b sung thong tin vé ngay thang sinh thanh ngay 01 thang 01...)
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PHAN GHI CHU NHUNG THONG TIN THAY POI SAU NAY

S6
TT

Ngay, thang, nam
ghi chu

'Noi dung ghi chd
(dong dau vao ngi dung da ghi chu)

Cin cwr ghi chu

Ho, chir dém, tén, chir ky
cua ngwoi thuc hién ghi chu
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7. Thii tuc Ghi vao So h tich viéc két hon ciia cong dan Viét Nam di dwoc giai quyét tai co quan c6 tham quyén ciia
nwdc Ngoai
7.1. Trinh tw, cach thirc, thoi gian giai quyét tha tuc hanh chinh

TT

Trinh ty thuc hién

Céch thirc thue hién

Thoi gian giai
quyét

Buoc 1

Nop ho so thi tuc hanh
chinh:

1. Nop truc tiép qua Bo phan tiép nhan va tra két qua thudc Vian
phong Hoi dong nhan dan va Uy ban nhan dan cap huyén .

2. Hoac thong qua dich vu buu chinh cbng ich.

3. Hodc qua Cong dich vu cong Qudc gia (dichvucong.gov.vn),
Cong dich vu cong Tinh (dichvucong.dongthap.gov.vn)

- Sang: tu 07 gio
dén 11 gio 30 phut;
- Chiéu: tir 13 gio
30 dén 17 gio cua
cac ngay lam viéc.

Budce 2

Tiép nhan va chuyén ho so
thu tuc hanh chinh

P6i véi ho so duge ndp truc tiep qua BO phan tiép nhan va tra két
qua hodc thong qua dich vu buu chinh cong ich cong chirc tiép
nhan ho so tai Bo phan tiép nhan va tra két qua xem xét, kiém tra
tinh chinh xac, day du cua hd so; quet (scan) va luu trir ho so dién
ter, cAp nhat vao co sé dit liéu cua phan mém mot ctra dién tir cla
Tinh.
a) Truong hop ho so chua day du, chua chinh xac theo quy dinh,
cong chirc tiép nhan hd so phai hudng dan dai dién to chuc, ca
nhan bd sung, hoan thién hd so theo quy dinh va néu rd Iy do theo
mau Phiéu yéu cau bod sung, hoan thi¢n ho so;
b) Truong hop tir chdi nhan hd so, cong chire tiép nhan ho so phai
néu o 1y do theo mau Phiéu tir chdi giai quyét ho so thi tuc hanh
chinh;
¢) Truong hop hé so day du, chinh xac theo quy dinh cong chuc
tiép nhan ho so va lap Gidy tiép nhan ho so va hen ngay tra két
qua; dong thoi, chuyén cho co quan c6 tham quyén dé giai quyét
theo quy trinh.

Chuyén ngay ho so
tiép nhan tryc tiép
trong ngay lam
viéc (khong dé qua
01 ngay lam viéc)
hoic chuyén vao
dau gio ngay lam
viéc tiép theo dbi
v6i truong hop tiép
nhan sau 15 gio
hang ngay.




91

Se}u khi nhan ho so tha tuc hanh chiph ta BO phém tiép nhan va tra
két qua Phong Tu phap xem xet, tham dinh ho so, trinh phé duyét
ket qua giai quyét thu tuc hanh chinh:

12 ngay, trong do:

ez . 1. Tiép nhan ho so (BO phan TN&TKQ) 01 ngay
Budc 3 Giai quyet t,hu tuc hanh 2. Giai quyét ho so, trong do: 11 ngay
chinh A s
+ Chuyén vién 07 ngay
+ Lanh dao phong Tu phap 02 ngay
+ L&nh dao Uy ban nhan dan cap huyén 01 ngay
+ Van thu 01 ngay
Cong chuc tiép nhan va tra két qua nhap vao s6 theo doi ho so va
phan mém dién tur thyc hi¢n phu: sau: ,
- Thong bao cho ca nhan biét tru’o’fc,qua tin 7nh§m, thu dién tu, dié’n
thoai hoac qua mang xa hoi dugc cap cé tham quyéen cho phép doi o e .
) S : ) : - Sang: to 07 gio
Y v K e e £ - | V01 ho so giai quyét thu tyc hanh chinh trudc thot han quy dinh. X .\ .
Tra ket qua giai quyet thu | _ C4 nhan nhan két qua giai quyet thu tuc hanh chinh theo thoi den ll 9io 30 phu_t ’
Budc 4 tuc hanh chinh - Chiéu: tor 13 gio

gian, dia dlem ghi trén Glay tiép nhan hd so va hen tra két qua
(xuat trinh gidy hen tra két qua). Cong chirc tra két qua klem tra
phiéu hen va yéu cau ngudi dén nhan két qua ky nhan vao sb va
trao két qua.

- Truong hop nhan két qua théng qua dich vu buu chinh céng ich.
(d¢ang ky theo hudng dan ciia Buu dién) (néu c0)

30 dén 17 gio cua
cac ngay lam viéc.

than);

7.2. Thanh phan, s6 lweng ho so
a) Thanh phan ho so
* Gidy to phai xuat trinh:

- Ho chiéu hodc chimg minh nhan dan hodc thé cin cude cong dan hodc cac gidy to khac c6 dan anh va théng tin ca nhan do
co quan c6 tham quyén cap, con gia tri si dung dé chirng minh vé nhan than cua ngudi c6 yéu cau ghi chi két hon (gidy to tuy
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- Gidy t0 chimg minh noi cu tra dé xac dinh thAm quyén (trong giai  doan
chuyén tiep).

Truong hop giri hd so qua hé thdng buu chinh thi phai gii kém theo ban sao c6 chimg thuc cac gidy to phai xuét trinh néu
trén

* Gidy to phdi nop:

- To khai ghi cha két hon theo mau;

- Ban sao gidy to ching nhan viéc két hén do co quan c6 tham quyén cta nudc ngoai cap,

- Néu cong dan Vi¢t Nam dé ly hon hodc huy viée két hon tai co quan c6 thim quyén nudc ngoai thi phai ndp Trich luc vé
viéc da ghi vao S6 ho tich viéc ly hon hodc huy viée két hon (Trich luc ghi chu ly hon).

- Vin ban ty quyén (dugc chiing thyc) theo quy dinh cua phap luét trong truong hop uy quyén thuc hién viéc ghi chu két
hon. Trieong hop nguoi dwoc ity quyén la éng, ba, cha, me, con, vo, chong, anh, chi, em rudt ciia ngwoi iy quyén thi van ban iy
quyén khéng phdi chitng thyee.

* Luu y:

+ Truong hop nguoi yéu cau nop gidy to 1a ban sao duogc cap tir sO goc hodc ban sao dugc chimg thyc tir ban chinh thi nguoi
tiép nhan hd so khong dugc yéu cau xuat trinh ban chinh; néu nguoi yéu cau chi ndp ban chup va xudt trinh ban chinh thi nguoi tiép
nhan ho so kiém tra, d6i chiéu ban chup véi ban chinh va ky vao ban chup xac nhan vé viéc da dbi chiéu noi dung gidy to d6, khong
duoc yéu cau nguoi di dang ky nop ban sao gidy to do.

+ Po6i véi gidy to xuat trinh  khi ding ky ho  tich, nguoi tiép nhdn cd  trach
nhiém Kiém tra, doi chi€u véi thong tin trong to khai, chup lai hodc ghi lai thong tin d€ Iuu trong ho so va tra lai cho ngudi xuat
trinh, khong dugc yéu cau nop ban sao hodc ban chup giay to do.

+ Gidy to do co quan c6 thAm quyén clia nude ngoai cap, cong ching hodc xac nhan dé st dung cho viée dang ky ho tich tai
Viét Nam phai dugc hop phap hoa 1anh sy, trir truong hop duge mién theo diéu udc quoc t€ ma Viét Nam la thanh vién; gidy to
bang tiéng nudc ngoai phai dugc dich ra tiéng Viét va cong chimg ban dich hoac chung thyc chit ky nguoi dich theo quy dinh cua
phap luat.

+ Nguoi tiép nhan c¢6 trach nhiém tiép nhan ding, du ho so dang ky ho tich theo quy dinh cua phap luat ho tich, khong duoc
yéu cau nguoi dang ky hd tich ndp thém giay t& ma phap luat ho tich khong quy dinh phai ndp.

b) S6 lugng ho so: 01 bod
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7.3. P6i twong thuce hién thi tuc hanh chinh: C4 nhan

7.4. Co quan giai quyét thi tuc hanh chinh:

Co quan c6 thim quyén quyét dinh:

Uy ban nhan dan c4p huyén noi cu tra ciia cong dan Viét Nam.

Co quan thyce hién thi tuc hanh chinh:

Phong Tu phap cap huyén tiép nhan hd so va tham muu Chu tich Uy ban nhan dan cip huyén xem xét, quyét dinh.
Co quan phdi hop: Khong

7.5. Két qua thwe hién thi tuc hanh chinh: Trich luc ghi cha két hén (ban chinh);

7.6. Phi, 1& phi: 50.000 dong/truong hop.

Mién thu 18 phi déi véi:

- bang ky ho tich cho nguoi thudc gia dinh c6 cong véi cach mang; ngudi thude hd ngheéo, nguoi khuyét tat.

- bang ky ho tich cho ngudi cao tudi, dong bao dan toc thiéu sd & cac x4 c6 dicu kién kinh té - x4 hoi dic biét kho khan.

7.7. Tén miu don, miu t& khai: To khai ghi cha két hon kém Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua B§ trudng
B0 Tu phép quy dinh chi tiét thi hanh mdt s6 diéu cua Luat Ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cta Chinh
pha quy dinh chi tiét mét so di€u va bién phap thi hanh Luat Ho tich.

7.8. Yéu cau, diéu kién thwe hién thii tuc hanh chinh:

- Vige két hon gitra cong dan ~ Viét  Nam voi  nhau hodc voi nguoi nudc
ngoai da  duoc giai quySt  tai co  quan c¢6 tham  quyén cia  nudc ngoai 0  nudc
ngoéi du;cyc ghi vao SO ‘ ho ’ tich néu tai thoi diém két hon, <cac bén dap Gng du
diéu kién két hon va khong vi pham di€u cam theo quy dinh cua Luat Hon nhan va gia dinh Vi¢t Nam.

- Néu vao thoi dlem dang ky tai co quan c6 thim quyén nudc ngoai, viéc két hon khong dap tng diéu kién két hon, nhung
khong vi pham diéu cdm theo quy dinh ctia Luat Hon nhan va gia dinh, nhung vao thoi diém yéu cau ghi vao SO ho tich viéc két
hon, hau qua da duoc khic phuc hodc viéc ghi chu két hon 12 nham béo vé quyén lgi ciia cOng dan Viét Nam va tré em, thi viéc két
hon cling dugc ghi vao S6 ho tich.
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* Yéu cau ghi chii két hén bi tir choi trong cdc truong hop sau:
- Viéc két hon vi pham diéu cAm theo quy dinh ctua Luat Hon nhan va gia dinh.

- Cong dan Vi¢t Nam két hon véi nguoi nudC ngoai tai co quan dai dién ngoai giao, co quan dai di¢n 1anh sy nudc ngoai tai
Viét Nam.

7.9. Can ctr phap ly ctia tha tuc hanh chinh:

- Piéu 125 Luat Hon nhan va gia dinh nim nam 2014;

- Piéu 7,9, 48, 50 Luat Ho tich nam 2014;

- Diéu 2, 3, 34, 35, 36 Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh pht quy dinh chi tiét mot s6 diéu va bién
phap thi hanh Luat Ho tich;

- Diéu 2, 3 Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ctia Bo truong Bé Tu phap quy dinh chi tiét thi hanh mot sb diéu
ctia Luat Ho tich va Nghi dinh s6 123/2015/NB-CP ngay 15/11/2015 ctia Chinh phi quy dinh chi tiét mot s6 diéu va bién phép thi
hanh Luat Ho tich;

- Khoan 3; Biém a, ¢ Khodan 4 Diéu 1 Nghi quyét s6 51/2021INQ-HPND ngay 17/8/2021 ciia Héi dong nhan dan Tinh ban
hanh quy dinh mikc thu, ché @3 thu, ndp, quan Iy va sir dung 1é phi h tich trén dia ban tinh Pong Thap, cé hiéu luc tir ngay
01/9/2021.

- 7.10. Lwu hd so (ISO):

Thanh phin hd so luu B6 phén luu trir Thoi gian luu

- Nhu muc 7.2,

- Két qua giai quyét TTHC hodc Vin ban tra 16i cua don vi dbi véi ho
so khong dap ung yéu cau, di€u kién.

- HO so tham dinh (néu c6) Tir 01 nim, sau d6 chuyén
- Van ban trinh co quan cap trén (né€u co) h6 so dén kho Iuu trit cuia

Cong chirc Tu phéap cap
huyén

Céc biéu miu theo Khodn 1, Didu 9, Thong tur sé 01/2018/TT-VPCP , | Phong Tuphap cap huyén
ngdy 23 thang 11 nam 2018 ctia B truong, Chu nhiém Van phong | BO phan tiép nhan va tra ket
Chinh phu quy dinh chi tiét mot sé diéu va bién phap thi hanh Nghi qua

dinh s6 61/2018/ND-CP ngay 23 thang 4 nim 2018 ctia Chinh phu vé



http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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thuc hién co ché mot cira, mot cira lién thdng trong giai quyét thu tuc
hanh chinh.

Ghi chi: Tén thu tyc hanh chinh chuan héa theo Quyét dinh s6 2394/QD-BTP ngay 03 thang 12 ndm 2020 ban hanh Danh
muc chuan hoa thu tuc hanh chinh thudc pham vi quéan ly cua B Tu phap.

Stra doi Can ctr phap ly cuia thu tuc hanh chinh vé phi, 1& phi theo quy dinh tai Nghi quyét s0 51/2021/NQ-HPND ngay
17/8/2021 cua Hoi dong nhan dan Tinh ban hanh quy dinh muc thu, ché do thu, ndp, quan Iy va st dung 1€ phi ho tich trén dia ban
tinh Bong Thap, c6 hiéu lyc tir ngay 01/9/2021.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phic

TO KHAI GHI CHU KET HON

KInh gl @ Lot

Ho, chir dém, t&n NEUOT YU CAUS ...o..ovvvececeeeeeeeeceeese e es s
NOTCU T @) oottt sttt sttt

Dé nghi co quan ghi vao so viéc két hon sau day:

Ho, chitr dém, tén bén ni¥: ..............cooveirnnnn. Ho, chir dém, tén bén nam: ...............cccoeevenen.
Ngay, thang, nam sinh: .........c..ccoocevirieeenennne. Ngay, thang, nam sinh: ..........ccocovvininininnnnn,
Dan toc: ....covvvveieeenn, Quéc tich: .....ccevvveennn, Dan toc: .......cceevvvvvenenn. Quéc tich: oo,
NOi c tri: @ Noi e trit: @ e,
Gidy to tuy than: @ ..o, Gidy to iy than: @ ..o,
DA dAng Ky K&t hON tai®) .......cooiviieeeeceeeeee et
.......................................................................................... SO wereererer e
cap ngay........ thang ...... 421 14 TP

Trude khi két hon 1an nay chua timg két hon/da timg két hon nhung hon nhan da cham dut®:

T61 cam doan nhirng ndi dung khai trén day la dung sy that va chiu trach nhi€ém trudc phap luat vé
cam doan ciia minh.

Lamtqi: .......................,NQay ... thang ....... nam ...
Nguwoi yéu cau
(Ky, ghi r6 ho, chir dém, tén)

Dé nghi cap ban sao®: C6 , Khong
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Chd thich:

@) Ghi 16 tén co quan thue hién ghi cha két hon.

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

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

*) Ghi tén co quan, tén qubc gia nudc ngoai da dang ky két hon, tén loai gidy ching nhén
viéc két hon do co quan co tham quyén nudc ngoai cap, s6 (néu co) va ngay, thang nam cap gidy to
d6. Vi du: Pang ky két hon tai Cong hoa Phap, Gidy chung nhan két hon s 0A3456 cip ngay
08/3/2016.

®) Truong hop chua timg két hon thi ghi rd “Chua timg két hon”. Trudng hop da ting két
hon thi ghi rd can cir chdm dut quan hé hon nhan. Néu cian ci chém dut quan hé hon nhan 1a ly hén
thi ghi r6 hinh thirc van ban ly hon, ngay c¢6 hiéu luc, tén co quan cap.

©) P& nghi danh dau X vao 6 néu c6 yéu cau cip ban sao va ghi rd s6 luong.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap - Tu do - Hanh phuc

“.(18)

Sb: @ ITLGCKH .. ,ngay.......thang .......nam ...
TRICH LUC GHI CHU KET HON

Ho, chir dém, tén vo: ............................. Ho, chir dém, tén chdng: ...

Ngay, thang, ndm sinh: ............................ Ngay, thang, namsinh: ... ...
Dantoc: ... DANEOCT
QuAC tiCh: oo QUOC HCRE e,

NOTCU IO oo NOT CU TS e

Gidy tO tly thAn: ... GIAY tO Oy thAN: e

Di duoc ghi vao SO ding ky két hon./.

NGUOI KY TRIiCH LUC ,
(Ky, ghi ro ho, chir dém, tén, chirc vu, dong dau)

18) Ghi ten co quan cip Trich luc (ghi du cac cép hanh chinh).
(19 ) Ghi s6 dang ky trong So dang ky két hon.

3 Ghi ten co quan, té€n quoc gia nudc ngoai da dang ky két hén, tén loai glay chung nhan viée két hon do co quan co
tham quyén nuéce ngoai cap, so (néu ¢0) va ngay, thang nam chp gidy t& d6. Vi du: Pang ky két hon tai Cong hoa Phép,
Gidy chtng nhan két hon sb 0A3456 cip ngay 08/3/2016.
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PHAN GHI CHU NHUNG THONG TIN THAY DPOI SAU NAY

S6
TT

Ngay, thang, nam
ghi chu

'Noi dung ghi chd
(dong dau vao ngi dung da ghi chu)

Cin cwr ghi chu

Ho, chir dém, tén, chir ky
cua ngwoi thuc hién ghi chu
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8. Thii tuc Ghi vao S6 hd tich viéc ly hon, hity viée két hon ciia cong dan Viét Nam da dwoe giai quyét tai co quan co
thAm quyén ciia nuée Ngoai

8.1. Trinh tu, cach thirc, thoi gian giai quyét thi tuc hanh chinh

T Trinh tu thuc hién Cach thirc thuc hién Thoi gian gidi quyét
Buéc1 |Nop hé so thi tuc hanh | 1. Nop tryc tiép qua Bo phan tiép nhan va tra két qua thudc | - Sang: tir 07 gio dén 11
chinh: Vin phong Hoi dong nhan dan va Uy ban nhan dan cap huyén | gio 30 phut;

. - Chiéu: tir 13 gid 30 dén
2. Hodc thong qua dich vu buu chinh cong ich. 17 gio cua cac ngay lam
3. Hoic qua Coéng dich vu cong Qudc gia | viéc.
(dichvucong.gov.vn), Coéng dich vu cong Tinh
(dlchvucong dongthap.gov.vn)

Buwéc2 | Tiép nhan va chuyén ho | Do6i vdi ho so duge ndp truc tiép qua Bo phan tiép nhan va tra | Chuyén ngay ho so tiép

so' thu tuc hanh chinh

két qua hoic thong qua dich vu buu chinh cong ich cong chuc
tiép nhan ho so tai Bo phan tiép nhan va tra két qua xem Xeét,
kiém tra tinh chinh xéac, day du cua ho so; quét (scan) va luu
trit ho so dién tir, cAp nhat vao co so dir lidu ctia phan mém
mot cira dién tir cua Tinh.

a) Truong hop hd so chua ddy du, chua chinh xac theo quy
dinh, cong churc tiép nhan hd so phai huéng dan dai dién to
chire, c4 nhan b sung, hoan thi¢n hd so theo quy dinh va néu
0 1y do theo mau Phiéu yéu cau bod sung, hoan thién ho so;

b) Trudng hop tir chdi nhan hd so, cong chirc tiép nhan hd so
phai néu 13 1y do theo mau Phiéu tir chdi giai quyét hd so thu
tuc hanh chinh;

¢) Truong hop hé so day du, chinh xac theo quy dinh cong
chue t1ep nhan ho so va lap Glay tiép nhan ho so va hen ngay
tra két qua; dong thoi, chuyén cho co quan c6 tham quyén dé
giai quyét theo quy trinh.

nhan truc ti€p trong ngay
lam viéc (khong dé qua
01 ngay lam viéc) hodc
chuyén vao dau gio ngay
lam viéc tiép theo ddi
v6i truong hop tiép nhan
sau 15 gio hang ngay.
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Buoéc 3 Giai quyét thi tuc hanh | Sau khi nhan ho so thu tuc hanh chinh tir B phan tiép nhan va 12 ngay, trong do:
chinh tra két qua Phong Tu phap xem xét, thim dinh ho so, trinh phé

duyét két qua giai quyét tha tuc hanh chinh:

1. Tiép nhan ho so (Bo phan TN&TKQ) 01 ngay

2. Giai quyét ho so, trong do: 11 ngay

+ Chuyén vién 07 ngay

+ Lanh dao Phong Tu phap 02 ngay

+ Lanh dao Uy ban nhan dan cap huyén 01 ngay

+ Van thu 01 ngay
Buéc 4 | Tra két qua giai quyét thi | Cong chuc tiép nhan va tra két qua nhap vao so theo ddi ho so | - Sang: tir 07 gio dén 11

tuc hanh chinh va phan mém dién tir thyc hién nhu sau: gio 30 phut;

- Théng bé&o cho ca nhan biét trudc qua tin nhan, thu dién tu,
dién thoai hodc qua mang xa hoi duoc cap c6 thim quyén cho
phép dbi v6i hd so giai quyét thu tuc hanh chinh trudc thoi
han quy dinh.

- C4 nhan nhan két qua giai quyet thu tuc hanh chinh theo thoi
gian, dia dlem ghi trén Glay tiép nhan hd so va hen tra két qua
(xuat trinh gidy hen tra két qua). Cong chuc tra két qua kiém
tra phiéu hen va yéu cau ngudi dén nhan két qua ky nhan vao
s6 va trao két qua.

- Truong hop nhan két qua théng qua dich vu buu chinh cong
ich. (dang ky theo huéng din ciua Buu dién) (néu co)

- Chiéu: tir 13 gio 30 dén
17 gio cua cac ngay lam
Viéc.

8.2. Thanh phan, s6 lwgng hé so

a) Thanh phan ho so

* Gidy tO phai xut trinh:

- Ho chi€u hodc chimg minh nhan dan hoac thé can cudc cong dan hoac céac gidy to khac c6 dan anh va thong tin
ca nhan do co quan c6 tham quyén cap, con gia tri sir dung dé chirng minh vé nhan than ctia nguoi ¢0 yéu cau ghi chu ly

hon.
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- Gidy t0 ching minh noi cu tra d& xac dinh thdm quyén trong trudng hop
cong dan Viét Nam tr nudc ngoai vé& thuong tri tai Viet Nam c¢6 yéu cau ghi
cha ly hon, cong dan Viét Nam khong thuong trd tai Vit Nam yéu ciu ghi cha
ly hén tai Uy ban nhian dan cdp huyén noi cu trd  truéc khi xudt canh (trong giai
doan chuyén tiép).

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

* Gidy to phai ndp:

- To khai ghi chu ly hon theo mau;

- Bén sao Ban an, quyet dinh ly hon, huy ket hoén, van ban thoa thuan ly hon hodc gidy to khac cong nhan
viéc ly hon do co quan c6 tham quyén cua nudce ngoai cap da cd hiéu luc phap lut.

- Van ban 4y quyén (duwoc chung thuc) theo quy dinh cia phdp luat trong
truong  hop uy quyén thuyc hién viéc ghi cha ly hén.  Truong  hop  nguoi  duoc  uy
quyén la éng, ba, cha, me, con, vo, chong, anh, chi, em rudt ciia nguwoi iy quyén thi van bdn ity quyén khéng phdi chimg
thuec.

*Luuy:

+ Truong hop nguoi yéu cau ndp gidy to 1a ban sao dugc cap tir s0 goc hodc ban sao dugc chung thyc tir ban
chinh thi ngudi tiép nhan ho so khong dugc yeu cau xuat trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuat
trinh ban chinh thi ngudi tiép nhan hd so kiém tra, d6i chiéu ban chup vai ban chinh va ky vao ban chup xac nhén vé
viéc da d6i chiéu nodi dung gidy to d6, khong dugc yéu cau nguoi di diang ky ndp ban sao gidy to do.

+ P6i v6éi gidy to xuat trinh khi ding ky ho tich, ngudi tiép nhdn co6 trach
nhiém kiém tra, dbi chiéu voi thong tin trong td khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho
ngudi xudt trinh, khong dugc yéu cau ndp ban sao hodc ban chup gidy to do.

+ Gidy to do co quan c6 thAm quyén cua nudc ngoai cap, cong ching hodc xac nhén dé sir dung cho viéc dang ky
ho tich tai Viét Nam phai dugc hop phap hoa lanh sy, trir truong hop duoc mién theo diéu udc quéc t& ma Viét Nam 1a
thanh vién; gidy to bang tiéng nudc ngoai phai duge dich ra tiéng Viét va cong chimg ban dich hodc chung thuc chir ky
nguoi dich theo quy dinh ctia phap luat.



103

+ Nguodi tlep nhén c6 trach nhiém tiép nhan dung, du hd so dang ky ho tich theo quy dinh ctia phap luat ho tich,
khong dugc yéu cau ngudi dang ky ho tich nop thém gidy t& ma phap luat ho tich khong quy dinh phai nop.

b) S6 luong hd so: 01 b

8.3. Poi twong thuc hién thi tuc hanh chinh: C4 nhan
8.4. Co quan giai quyét thii tuc hanh chinh:

Co quan cé thim quyén quyét dinh:

- Uy ban nhén dan cap huyén noi da dang ky két hon hodc ghi vao S6 ho tich viéc két hon trude day thuc hién
ghi cha ly hén.

q Truong h(_)p viéc két hon hodc ghi chu viée két hon trudce day thuc hién tai S& Tu phap thi viéc ghi chu ly hon do
Uy ban nhan dan cap huyén noi cu tri cua cong dan Viét Nam thyc hién.

Truong hop viée két hon trude day duoe dang ky tai Uy ban nhan dan cap xa thi viée ghi chd ly hon do Uy ban
nhan dan cap huyén cap trén thyc hién.

Truong hop cong dan Viét Nam khong thuong tra tai Viét Nam thi viéc ghi chii ly hon do Uy ban nhéan dan cap
huyén noi cu tra trude khi xuat canh cua cong dan Viét Nam thuc hién.

- Cong dan Viét Nam tir nudc ngoai vé thuong tri tai Viét Nam c6 yéu cau ghi cha ly hon ma viée két hon trude
day duogc dang ky tai Co quan dai dién hodc tai co quan c6 tham quyén nudc ngoai thi viéc ghi cha ly hon do Uy ban
nhan dan cap huyén noi cong dan Viét Nam thuong tri thuc hién.

- Cong dan Viét Nam cu trii & nude ngodi cd yéu cau ghi chu ly hon dé két hon moi ma viée két hon trude day

duoc dang ky tai Co quan dai dién hodc tai co quan c6 thAm quyén nudc ngoai thi viéc ghi cha ly hon do Uy ban nhan
dan cip huyén noi tiép nhan hd so két hon méi thuc hién.
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- Truong hop cong dan Viet Nam khong thwong tru tai Viét Nam co yéu cau ghi vao S6 hé tich viéc Iy hon dé lam
thu tuc dang ky két hén méi tai co quan c6 tham quyeén cua Vigt Nam, thi thuc hi¢n tai Uy ban nhdn ddn cdp huyén noi
da ding ky két hon trude day hodc noi dang ky két hén méi.

Co quan thuc hién thu tuc hanh chinh:

Phong Tu phéap cip huyén tiép nhan hd so va tham muu Cha tich Uy ban nhan dan cap huyén xem xét, quyét
dinh.

Co quan phdi hop: Khéng.

8.5. Két qua thwe hién thii tuc hanh chinh: Trich luc ghi chu ly hon (ban chinh)

8.6. Phi, 1 phi: 50.000 dong/truong hop.

Mién thu 1¢ phi d6i véi:

- Pang ky ho tich cho nguoi thudc gia dinh c6 cong v6i cach mang; nguoi thude hd nghéo, nguoi khuyét tat.

- bang ky ho tich cho nguoi cao tudi, déng bao dan toc thiéu sb & cac xa co dicu kién kinh té - xa ho1 dac biét
kho khan.

8.7. Tén miu don, miu t& khai: To khai ghi cht ly hon kém theo Thong tu s6 04/2020/TT-BTP ngay 28/5/2020

cia B truong BO Tu phap quy dinh chi tiét thi hanh mot so dieu cua Luat H tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 cta Chinh pha quy dinh chi tiét mét s6 di€u va bién phap thi hanh Luat HO tich.

8.8. Yéu cau, diéu kién thwc hién thi tuc hanh chinh:

- Ban 4n, quyét dinh ly hon, huy két hoén, van ban thoa thuan ly hon da co hiéu lyc phap luat hodac gidy to khac
cong nhan viéc ly hon do co quan c6 thim quyén ctia nude ngoai cap khong vi pham quy dinh ctua Luat Hon nhan va gia
dinh.

- Viéc ly hon, hay két hon cua céng dan  Viet Nam do co quan c6  thdm
quyén nudc ngoai gidi quyet khong thude truong hop c6 don yéu cau thi hanh tai Viét Nam hoac c¢6 don yéu cau khong
cong nhan tai Viét Nam.
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- Cong dan Vi¢t Nam da ly hon, hay viée két hén ¢ nude ngoai, sau d6 vé nude thudng tri hodc lam thi tuc ding
ky két hon méi tai co quan c6 thim quyén cua Viét Nam thi phai ghi chu ly hon. Truong hop da nhiéu 1an ly hon hoic
huy viéc két hon thi chi lam thu tuc ghi chu 1an ly hon, hay viée két hon gan nhat.

8.9. Can cir phap ly cia thia tuc hanh chinh:

- Piéu 7,9, 48, 50 Luat Ho tich ndm 2014;

- Piéu 2, 3,37, 38, 39 Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh pha quy dinh chi tiét mot
s6 diéu va bién phap thi hanh Luit ho tich;

- Diéu 2, 3 va khoan 2 Diéu 22 Thong tu sb 04/2020/TT-BTP ngay 28/5/2020 cua Bo truong Bo Tu phap
quy dinh chi tiét thi hanh mot s6 diéu cua Luat Ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 caa Chinh
phu quy dinh chi tiét mot sb diéu va bién phéap thi hanh Luat Ho tich;

- Khoan 3; Diém a, ¢ Khoan 4 Piéu 1 Nghi quyét sé6 51/2021/NQO-HPND ngay 17/8/2021 cia Héi dong
nhan dan Tinh ban hanh quy dinh mirc thu, ché dé thu, ndp, qudn Iy va sit dung 1é phi hé tich trén dia ban tinh Péong
Thap, co hiéu luc tir ngay 01/9/2021.

8.10. Luu ho so (ISO):

Thanh phén ho so lru B6 phén lwu trir Thoi gian luu

- Nhu muc 8.2;

- Két qua giai quyét TTHC hodc Van ban tra 101 cua don vi d6i voi ho so
khong dap ng yéu cau, diéu kién.

- H6 so tham dinh (néu co)
- Van ban trinh co quan cap trén (néu co) Tir 01 ndm, sau d6 chuyén

Cong chirc Tu phép cap
huyén

Céc biéu miu theo Khoan 1, Diéu 9, Théong tu s6 01/2018/TT-VPCP gﬁbsfgd;g gﬁ;’;g;fu‘;i
ngay 23 thang 11 nam 2018 cta Bo truéng, Chu nhi¢m Vian phong | gg phan tiép nhan va tra két .
Chinh phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh Nghi dinh qua.

s6 61/2018/ND-CP ngay 23 thang 4 nim 2018 cua Chinh phu vé thyc



http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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hién co ché mot ctra, mot cira lién thong trong giai quyét thu tuc hanh

chinh.

Stra d6i murc phi theo Nghi quyét s6 51/2021/NQ-HDPND ngay 17/8/2021 ctia Hoi dong nhéan dan Tinh
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CONG HOA XA HQI CHU NGHIA VIET NAM
Déc lap - Tw do - Hanh phuc

TO KHAI GHI CHU LY HON

Pé nghi ghi vao s6 hd tich viée @............cocooevvevvenne. di dwoc giai quyét tai co quan co
thAm quyén ciia nwéc ngoai cho nguwoi dwéi day:

HOQ, Chil d@my, tRIN: ......ooiiiiiii e
Ngay, thang, NEAM SINN: ... e

Da véi Ong/ba:
HOQ, Chit d@Im t@I: ...

TE0 O oo e e ettt e ettt et e et

................................................................................. cap ngay........... thang ....... nam ................
T6i cam doan nhitng ndi dung khai trén day la dung sy that va chiu trach nhiém trude
phap luat vé cam doan cia minh.
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Lam tai: ..............,NQAY ....... thang ....... nam ...
Nguwoi yéu cau
(Ky, ghi r6 ho, chir dém, tén)

Dé nghi cap ban sao™: C6 , Khéng

Chd thich:

D Ghi r5 tén co quan thyuc hién ghi chu ly héon.

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

® Ghi thong tin vé gidy to tuy than nhu: ho chiéu, chimg minh nhan dan hoic gidy to
hop 1é thay thé (vi du: Chirg minh nhan déan s6 001089123 do Cong an thanh ph Ha Noi cap
ngay 20/10/2004).

™ Ghi rd loai viéc thyc té: ly hon hodc hiy viée két hon

®) Ghi 3 tén loai gidy to (Ban an/quyét dinh/ théa thuan/cac hinh thuce khac), s6, tén
co quan, ngay thang nam cip gidy to ching minh viéc ly hon/huy viée két hon.

©) Ghi rd tén co quan nudc ngoai d giai quyét ly hon/hity két hon.

() P& nghi danh déu X vao 6 néu c6 yéu cau cip ban sao va ghi 15 s6 luong.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phic

““.(20)

S6: @ ITLGCLH .. ,ngay.......thang .......ndm .........

TRICH LUC GHI CHU LY HON

HQ, CHIF AEIM, TRIIY ...
NQAY, thANG, NAM SINN: ...
Giditinh: ...  DantdC: . Quéc TR e
G T Ao 1Y)V 117 S,

B[ 010 5 g oS,

Puoc ghi vao s6 hd tich viec @ .. di giai quyét tai nwée ngoai voi
nguoi cé tén dwoi day:

HQ, CHIF AEIM, TRIIY ...
@INgay, thAN, NAM SINN: e
GiGi tinh: .. DANOC o QUOC HCRE s
G T AV Y\ 1174 S,

.................................................................... CAP NZAY sl

NGUOI KY TRICH LUC ,
(Ky, ghi 16 ho, chit dém, tén, chirc vu, dong dau)

(20)
(21)
(22)

Ghi tén co quan cip Trich luc (ghi du cac cdp hanh chinh).

Ghi s6 dang ky trong S6 ghi chii ly hon.

Ghi 13 loai viée thuc té: ly hon hodc huy viée két hon.

(23) Néu trong gidy to chimg minh viéc ly hon/hity viéc két hon khong cé hodc ngudi yéu cau ghi chi khong cung
cAp duoc thi dé tréng.

6) Ghi rd tén loai gidy to, sd, tén co quan, ngdy thang ndm cip giéy t& chimg minh viée ly hon/hiy viée két hon
do co quan ¢ thAm quyén nude ngoai cap.
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PHAN GHI CHU NHUNG THONG TIN THAY DPOI SAU NAY

S6
TT

Ngay, thang, nam
ghi chu

'Noi dung ghi chd
(dong dau vao ngi dung da ghi chu)

Cin cwr ghi chu

Ho, chir dém, tén, chir ky
cua ngwoi thuc hién ghi chu




9. Thii tuc Ghi vao So hd tich viéc hd tich khac ciia cong din Viét Nam da dwoc gidi quyét tai co quan c6 tham quyén
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cia nuwdc ngoai (khai sinh; giam hg; nhan cha, me, con; xac dinh cha, me, con; nuoi con nuéi; khai tir; thay doi h tich)

9.1. Trinh tu, cach thire, thoi gian giai quyét thi tuc hanh chinh

so' thu tuc hanh chinh

tra két qua hodc thong qua dich vu buu chinh cong ich cong
chtic tiép nhan hd so tai B phan tiép nhan va tra két qua
xem xét, kiém tra tinh chinh xac, ddy du cta hd so; quét
(scan) va luu trit ho so dién tu, cap nhat vao co s¢ dir licu
cua ph?m mém mdt ctra dién tir ctia Tinh.

a) Truong hop hd so chua dy du, chua chinh xac theo quy
dinh, cong chirc tiép nhan hd so phai huéng dan dai dién td
chtic, ca nhan bo sung, hoan thién hd so theo quy dinh va
néu rd 1y do theo mau Phiéu yéu cau bo sung, hoan thién ho
SO;

b) Truong hop tir chdi nhan hd so, cong chirc tiép nhan ho
so phai néu rd 1y do theo mau Phiéu tir chdi giai quyét ho so
tha tuc hanh chinh;

¢) Truong hop ho so day du, chinh xac theo quy dinh cong
chtrc tiép nhan hd so va lap Gidy tiép nhan ho so va hen

TT Trinh ty thuc hién Cach thirc thuc hién Thoi gian giai
quyét
Buéce 1 | Nop ho so thi tuc hanh | 1. Nop truc tiép qua Bo phan tiép nhan va tra két qua thuodc | - Sang: tir 07 giod
chinh: Vin phong Ho6i dong nhan dan va Uy ban nhan dan cép | dén 11 gio 30
huyén . phat;
2. Hodc thong qua dich vu buu chinh céng ich. - Chiéu: tir 13 gio
3. Hoic qua Cong dich vu cong Qubc gia |30 dén 17 gio cua
(dichvucong.gov.vn), Coéng dich vu cbéng Tinh|c4c ngay lam
(dichvucong.dongthap.gov.vn) Viéc.
Buéc 2 | Tiép nhin va chuyén ho | P6i véi ho so dugc ndp truc tiép qua BO phéan tiép nhan va Chuyén ngay ho

so tiép nhan truc
tiép trong ngay
lam viéc (khéng
dé qua 01 gio
lam viéc) hodc
chuyén vao dau
gi0 ngay lam
viée tiép theo ddi
vo1  truong  hop
tiép nhan sau 15
gi10 hang ngay.
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ngay tra két qua; dong thoi, chuyén cho co quan co thAm
quyén dé giai quyet theo quy trinh.

Buéc 3 | Giai quyét thii tuc hanh
chinh

Sau khi ghan ho so tht tuc hanh chinh tir B(f)q phan tiép nhan
va tra két qua Phong Tu phap xem xét, tham dinh ho so,
trinh phé duyét két qua giai quyet thu tuc hanh chinh:

01 ngay lam
viéc, trong do:

1. Tiép nhan ho so (Bd phan TN&TKQ) 01 gio
2. Giai quyét ho so, trong do: 07 gio
+ Chuyén vién 04 gio
+ Lanh dao phonQ Tw phap 01 gio
+ Lanh dao Uy ban nhén dan cap huyén 01 gio
+ Van thu 01 gio

Buéc 4 | Tra két qua giai quyét
thua tuc hanh chinh

Cong chire tiép nhan va tra két qua nhap vao so theo ddi ho
SO va phén mém dién tir thuc hién nhu sau:

- Théng béo cho c4 nhan biét trudc qua tin nhén, thu dién tu,
dién thoai hoic qua mang xa hoi dugc cip cd tham quyén
cho phép d6i véi hd so giai quyét thu tuc hanh chinh trudc
thot han quy dinh.

- Ca nhan nhan két qua giai quyet thu tyc hanh chinh theo
thoi gian, dia diém ghl trén Gidy tlep nhan ho so va hen tra
két qua (xuat trinh gidy hen tra ket qua). Cong chuc tra két
qua kiém tra phleu hen va yéu cau nguoi dén nhan két qua
ky nhan vao s va trao két qua.

- Trudong hop nhan két qua thdng qua dich vu buu chinh
cong ich. (dang ky theo hudng dan ctiia Buu dién) (néu cb)

- Sang: tir 07 gio
dén 11 gio 30
phat;

- Chiéu: tir 13 gio
30 dén 17 gio cua
cac ngay lam
Viéc.

9.2. Thanh phin, s6 lwong ho so
a) Thanh phan ho so
* Gidy to phai xuat trinh:
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- H6 chiéu hodc ching minh nhan dan hoic thé cin cude cong dan hodc cac gidy to khac c6 dan anh va thdng tin c& nhan do co
quan c6 thAm quyén cép, con gia trj st dung dé ching minh vé nhan than ciia ngudi c6 yéu cau ghi chd thay ddi ho tich c6 yéu tb nudc
ngoai;

- Gidy to chtrng minh noi cu tri dé xac dinh thAm quyén ghi chu thay doi ho tich c¢6 yéu td nudc ngoai (trong giai doan
chuyén tiép).

Truong hop giii hd so qua hé théng buu chinh thi phai giri kém theo ban sao c¢6 chimg thuc cac gidy td phai xuét trinh néu trén.

* Gidy to phai nop:

- T& khai ghi vao S hé tich viéc khai sinh/T& khai ghi vao S6 ho tich viéc khai ti/Td khai ghi vao S6 h tich viéc nudi con
nuodi/ To khai ghi vao S6 ho tich viée giam hQ, nhan cha, me, con/To khai ghi vao S6 hé tich cac viéc hd tich khac theo miu quy
dinh.

- Ban sa0 gidy to chimg minh viéc ho tich d3 duoc giai quyét tai co quan c6 thim quyén ciia nudc ngoai.

- Van ban uy quyén (duoc ching  thwc)  theo quy dinh cua  phap luat  trong
truong hop uy quyen thuc hién vi€c ghi chu. Truong hop nguoi duoc iy quyén la 6ng, ba, cha, me, con, vo, chong, anh, chi, em rudt
clia nguoi uy quyén thi van ban uy quyén khong phai churng thuec.

*Luuy:

+ Truong hop nguoi yéu cau nop gidy to 12 ban sao dugc cap tir sO goc hodc ban sao dugc chimg thue tir ban chinh thi ngu’ol
tiép nhan ho so khong dugc yéu cau xuat trinh ban chinh; néu nguoi yéu cau chi nop ban chup va xuat trinh ban chinh thi ngudi tiép
nhan ho so kiém tra, d6i chiéu ban chup véi ban chinh va ky vao ban chup xac nhan vé viéc da d6i chiéu ndi dung gidy to d6, khdng
dugc yéu cau ngudi di ding ky ndp ban sao gidy to do.

+ POi  véi gidy to0 xudt trinh khi dang ky ho tich, nguoi tiép nhin ¢  trach
nhiém kiém tra, do1 chiéu véi thong tin trong to khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho nguoi xuét trinh,
khdng duoc yéu cau ndp ban sao hodc ban chup gidy to do.

+ Giay to do co quan c6 thAm quyén cta nudc ngoai cip, cong chimg hodc xac nhan dé st dung cho viéc ding ky ho tich tai
Viét Nam phai duoc hop phap hoa lanh sy, trir truong hop dugc mién theo diéu udc qudc té ma Viét Nam 1a thanh vién; gidy to bang
tiéng nudc ngoai phai duoc dich ra tiéng Viét va cong ching ban dich hoic chimg thuc chit ky nguoi dich theo quy dinh ctia phap
luat.
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+ Nguoi tiép nhan c6 trach nhiém tiép nhan dang, du hd so dang ky hg tich theo quy dinh cua phap luat hg tich, khong dugc
yéu cau nguoi dang ky hd tich ndp thém gidy t& ma phép luat ho tich khong quy dinh phai ndp.

b) S6 luong hd so: 01 b

9.3. Poi twong thue hién thi tuc hanh chinh: C4 nhan
9.4. Co quan giai quyét thi tuc hanh chinh:

Co quan cé thim quyén quyét dinh:

- ny ban nhan dan cép huyén noi cu tra ciia cong dan Vi¢t Nam ghi vao Sb hd tich viéc khai sinh; giam hQ; nhan cha, me,
con; xac dinh cha, me, con; nudi con nudi; thay do6i ho tich di duoc giai quyét tai co quan c6 tham quyén cta nudc ngoai.

- Uy ban nhén dan cap huyén noi cu trdi ctia ngudi cd trach nhiém khai tir ghi vao S6 ho tich viéc khai tir 3 duoc giai quyét
tai co quan c6 thim quyén ctia nudc ngoai.

Co quan thyce hién thi tuc hanh chinh:
Phong Tu phap cip huyén tiép nhin ho so va tham muu Chu tich Uy ban nhéan dan cip huyén xem xét, quyét dinh.
Co quan phdi hop: Khong.

9.5. Két qua thue hién thi tuc hanh chinh: Trich luc ghi vao s6 ho tich viéc khai sinh/Trich luc ghi chi thay doi ho tich (ban
chinh).

9.6. Phi, I8 phi: 50.000 dong/truong hop.
Mién thu 18 phi ddi voi:
- Pang ky ho tich cho nguoi thudc gia dinh c¢6 cong véi cach mang; nguoi thudc ho ngheéo, nguoi khuyét tat.

- Piang ky ho tich cho tré em, ngudi cao tudi, ddng bao dan tdc thiéu sd & cac xi c6 didu kién kinh té - x4 hoi dic biét kho
khan.

9.7. Tén miu don, mu to khai: To khai ghi vao s0 h tich viéc khai sinh; Tos khai ghi vao s0 ho tich viéc khai tir; To khai
ghi vao s h¢ tich viéc nudi con nudi; To khai ghi cha viéc giam hg, nhan cha, me, con; To khai ghi chu thay in h¢ tich khac kem
theo Thong tu so 04/2020/TT-BTP ngay 28/5/2020 cua B0 truong Bo Tu phap quy dinh chi tiét thi hanh mot s6 diéu ctia Luat H
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tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cta Chinh phu quy dinh chi tiét mot sé diéu va bién phap thi hanh Luat Ho
tich.

9.8. Yéu ciu, diéu kién thwe hién thi tuc hanh chinh: khong
9.9. Can ct phap ly ctia tha tuc hanh chinh:

- Pidu 7, 9, 48, 49 Luat Ho tich naim 2014;

- Piéu 2, 3 Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phii quy dinh chi tiét mot s6 diéu va bién phap thi hanh
Luat Ho tich;

- Diéu 2, 3 va khoan 1 Diéu 22 Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua B trudng Bo Tu phap quy dinh chi tiét thi
hanh mot sb diéu ctia Luat Ho tich va Nghi dinh sé 123/2015/ND-CP ngay 15/11/2015 caa Chinh phu quy dinh chi tiét mot sé didu
va bién phap thi hanh Lut Ho tich;

- Khoadn 3; Piém a, ¢ Khodn 4 Piéu 1 Nghi quyét sé 51/2021/NO-HDPND ngay 17/8/2021 cia Hoi dong nhan ddn Tinh ban
hanh quy dinh mirc thu, ché dd thu, nép, qudn Iy va sit dung 1é phi hé tich trén dia ban tinh Péng Thap, c6 hiéu luc tir ngay
01/9/2021.

9.10. Lwu ho so (ISO):

Thanh phéin ho so lru B6 phén lwu trir Thoi gian luu

- Nhu muc 9.2;

- Két qua giai quyét TTHC hodc Vin ban tra 10i ctia don vi doi véi ho so . , .z
A N A A A pea Cong chuc Tu phap cap

khong dap ing yéu cau, diéu kién. huyén

- H6 so tham dinh (néu co)

- Van ban trinh co quan cap trén (néu co) Tt 01 ndm, sau d6 chuyén

ho so dén kho luu trir cua

Céc biéu mau theo Khoan 1, Bi€u 9, Thong tu s6 01/2018/TT-VPCP Phong Tu phép cép huyén

ngay 23 thang 11 nam 2018 cua B truong, Chu nhiém Van phong
Chinh phu quy dinh chi tiét mot s6 di€u va bién phap thi hanh Nghi dinh

Bo phan tiép nhan va tra két
qua thuoc Van phong Hoi

s6 61/2018/ND-CP ngay 23 thang 4 nam 2018 cua Chinh phu vé thuc
hién co ché mot cira, mot cua li€n thong trong gidi quyét thu tuc hanh
chinh.

dong nhan dan va Uy ban
nhan dan cap huyén .



http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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Ghi cha: Tén thu tuc hanh chinh chuan hoa theo Quyét dinh sé 2394/QD-BTP ngay 03 thang 12 nim 2020 ban hanh Danh
muc chuan hoéa thu tuc hanh chinh thuoc pham vi quéan 1y cia Bo Tu phap.

Stra d0i Phi, 1& phi; Can cir phap 1y cta thii tuc hanh chinh vé phi, 1& phi theo quy dinh tai Nghi quyét s6 51/2021/NQ-HPND
ngay 17/8/2021 cua HO1 dong nhan dan Tinh ban hanh quy dinh mirc thu, ché d6 thu, ndp, quan 1y va str dung 1€ phi hg tich trén dia
ban tinh Dong Thap, ¢6 hiéu luc tir ngay 01/9/2021.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phuc

TO KHAI GHI VAO SO HQ TICH VIEC KHAI SINH

KANR GUE D)oo esees e .

Ho, chir dém, tén N@UdT YEU CAU: ......oovviiiiiiiecc e

NOT CU T @)oo e ettt e e et e et et e e et et et e te e et e e et et e e et ene et eseeseaesese e esareesareeeraeea,

HQ, chil d@m, tRI:..........eiiiiiiii
Ngay, thang, ndm sinh: ..........ccccoeeeiiiviiieicieeee. ghi bANG ChT:..ovooveeeeeeseees e
Gidi tinh:.................... Dan toc: ..coovvvveiiieeeiiii e, QUAC R oo,
INOT STIN: oo
QUE QUAN: ..ot
Ho, chir dém, tEn ngwoi me:......................ii e,
Nam sinh: @ ..o DAN tOC: wovvverriere e QUBC tCN: oo
INOT CU TITL @) et eeee s
Ho, chir dém, tén ngwoi cha: ...
Nam sinh: @................ DAN tOC: oo e QUAC tCh: oo
INOT CU UL @) oo eeeeessesss e s
Dba duoc dang Ky Kai SInh tai® ............ccccccccvoooooeeceecceeeeeeeeesoseeeee e
Gidy khai sinh s6© ...........ccooo.ooovvvererrenane.. cip ngay......... Y

T6i cam doan nhiing ndi dung khai trén day la dung sy that va chiu trach nhiém trudc phap
luat vé cam doan cua minh.
Lam tai: ..., NQAY ... thang ....... nam ...

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

bé nghi cép ban sao Trich luc ghi vao Sé ho tich
vigc khai sinh ®: C6 Khong
S6 luong:.......... ban
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Chd thich:

W Ghi rd tén co quan ghi vao S6 ho tich viée khai sinh

Vi du: Uy ban nhan dan quén 1, thanh phd H5 Chi Minh

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

®) Ghi thong tin vé gidy to tiy than cua ngudi di dang ky, ghi 16 sb, co quan cip, ngay
cap ho chiéu, chirng minh nhan dan hodc gidy to hop 18 thay thé (Vi du: Ching minh nhan
dan s6 001089123 do Cong an thanh phé Ha Noi cap ngay 20/10/2004).

) Ghi ddy du ngay, thang sinh cta cha, me (néu c6).

() Ghi 1 tén co quan, tén qudc gia nudc ngoai da dang ky khai sinh.

) Ghi s6, ngay, thang, nim co quan nudc ngoai cap Gidy khai sinh.

M P& nghi danh ddu X vao 6 néu c6 yéu ciu cip ban sao va ghi rd s6 luong.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phic

TO KHAI GHI VAO SO HQ TICH VIEC KHAI TU

Ho, chit dém, t8n NEUWOT YEU CAUS ......ovoeveeieeeeeeee e,
INOT CU LTI @)
GHAY O Y AN ©) et
QUAN D& VOT NGUOT A8 CHEL: .o
Pé nghi co quan ghi vao S6 ho tich viéc khai tir cho ngudi cé tén duéi diy:

Ho, chir d€m, t€M: ...
Ngay, thAng, NAM SINN: .
Gioi tinh:........... Dan toc: ..o Quéc 15 0] S

NOL CU trA CUOT CUNE: @) e

GIAY tO 1Y thANT ©) L.t
Da chét vao 10C: .o PiTs A phlt, NQAYy ... thang ... nam ...
INOT CREE! oo eees e eseeeses
INGUYBN NNAN CREL: ...ttt e

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

Lam t@i: ..., ngay ... thang ... nam .
Nguoi yéu cau
(Ky, ghi r6 ho, chii dém, tén)

Dé nghi cép ban sao®: C6 , Khong
SO lugng:............ ban
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Chd thich:

1) Ghi rd tén co quan thuc hi¢n ghi vao S6 ho tich viéc khai tu.

) Ghi theo noi ding ky thuong trii; néu khong cé noi dang ky thudng tri thi ghi theo noi
dang ky tam tra; truong hop khong céd noi dang ky thudng tra va noi dang ky tam tra thi ghi theo
noi dang sinh séng.

) Ghi thong tin vé gidy to tuy than nhu: ho chiéu, chimg minh nhan dan hoic gidy to hop 16
thay thé (vi du: Chimg minh nhan dan sb 00108912345 do Céng an thanh phd Ha Noi cép ngay
20/10/2004).

™) Ghi r3 tén gidy to ho tich dugc co quan c6 tham quyén nudc ngoai cap.

®) Ghi 16 tén co quan nudc ngoai da dang ky khai tu.

©) P& nghi danh dau X vao 6 néu c6 yéu ciu cp ban sao va ghi rd s6 luong.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

TO KHAI GHI VAO SO HQ TICH VIEC NUOI CON NUOI

Ho, chit dém, t€n NEUWOT YEU CAUL ..o oo
INOT CU UL @)oo

GIAY tO 1Y thANT ©) ittt
Pé nghi co quan ghi vao S6 hd tich viéc nudi con nudi cho nguoi c6 tén duéi day:

HOQ, ChTE AEIM, TEI: ...
Ngay, thang, NAM STNN: ...
Giot tinh:..oo Dan toC: ... QUBC HCH:

N L CU T B e

Gidy khai Sinh/Giay tO tly thAN: G) s
La con nuéi cua:

HQ, Chill A@IM, TRIN IME: ...
Ngay, thang, nam sinh: ... Dan toc: ... QUOAC HCN: e

N OT CU T e

Ho, chif d@m, teN CRa: s
Ngay, thang, nam sinh: ... Dan toc: ... QUAC N .o

To61 cam doan nhitng ndi dung khai trén day la dang sy that va chiu trach nhiém trudc phap
luat vé cam doan cta minh.
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Lam tai: ..................,NQay ... thang ... nam ...
Nguwoi yéu cau
(Ky, ghi 6 ho, chit dém, tén)

Dé nghi cap ban sao®: C6 , Khong
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Chu thich:

@ Ghi 15 tén co quan thyc hién ghi vao S6 ho tich viéc nudi con nudi.

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

©) Ghi thong tin vé gia‘iy to tuy than nhu: ho chiéu, chirng minh nhan dan hoac giéy to hop 1€
thay thé (vi du: Chimg minh nhan dan sb 00108912345 do Céng an thanh phd Ha Noi cép ngay
20/10/2004).

™) Ghi 13 tén gidy to chimg minh viéc nudi con nudi do co quan c6 thim quyén ciia nudc
ngoai cép.

®) Ghi 5 tén co quan nudc ngoai da giai quyét viée nudi con nudi.

® Pé nghi ddnh ddu X vao 6 néu ¢ yéu cau cp ban sao va ghi rd s6 luong.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phic

TO KHAI GHI VAO SO HQ TICH VIEC GIAM HQ, NHAN CHA, ME, CON

Ho, chit dém, té€n NEWOT YEU CAU: .....oocvviiiiiiiiiiiii s et reeesaeeas
INOT CU LU @

Pé nghi co quan ghi vao S6 hd tich VIEc™ ... cho
nguoi dudi day:
HQ, Chil A€M, TEI: ...

Ngay, thang, NAM SINN: ..o

LAa: O e clia ngudi c6 tén dwéi day:
HO, ChUt Q8 T8N ... e

Ngay, thang, NAM SINN: ..o

GHAY tO TUY ThAN: ®) et

DA duoc Ziai qUYEt theo © e
SO e GO e

T61 cam doan nhitng ndi dung khai trén day 1a ding su that va chiu trach nhi¢m trude phap
luat vé cam doan caa minh.
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Lam tai: ..., NQAY ... thang ....... nam ...
Nguwoi yéu cau
(Ky, ghi r6 ho, chit dém, tén)

Dé nghi cip ban sao®: C6 , Khéng
So lugng:....... ban

Chd thich:

() Ghi 13 tén co quan thuc hién ghi vao S6 ho tich.

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

®) Ghi thong tin vé gidy to tiy than nhu: ho chiéu, chimg minh nhan dan hoac gié}{ to hop
1¢ thay thé (vi du: Chirng minh nhén dan s6 00108912345 do Cong an thanh phd Ha Noi cap ngay
20/10/2004).

™) Ghi rd loai viéc ho tich da duoc giai quyét tai co quan c6 tham quyén ctia nudc ngoai (giam
hg, nhan cha, me, con).

®) Ghi r5 mdi quan hé: 1a cha/me/con/ngudi giam ho.

E6) Ghi 0 tén giéy to chimg minh sy kién hd tich da dugc co quan co tham quyén cua nudc
ngoai cap.

() Ghi 13 tén co quan nudc ngoai d giai quyét su kién ho tich.

® P& nghi ddnh du X vao 6 néu ¢ yéu cau cip ban sao va ghi rd sb lugng.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phic

TO KHAI GHI VAO SO HQ TICH CAC VIEC HQ TICH KHAC

KInh @UT: @

Ho, chi d8m, tén NGUOT YU CAUL ..o
INOT CU LTI @) e
GHAY 1Oty thANT B et
Pé nghi co quan ghi vao S0 hd tich VIEe™ ...
cho nguoi c6 tén dudi day:

HQ, CRIE A@IMN, TRIN: ...

Ny, thang, NAM SINNT ..o

Giditinh ..o, Dan toc: ...ccooovvveveeceee, (@ ITo SR ATe)  FH
INOT CU LI @ et

GHAY 1O 1Y thANT ) ettt et

No6i dung ghi vao SO O HICRD: oo ese e

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

Lam tai: ..............,Ngay ... thang ....... nam ...

Ngudi yéu ciu
(Ky, ghi r6 ho, chiv dém, tén)

Dg“: nghi cip ban sao™: C6 , Khéng
SO lugng:....... ban
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Chd thich:

@) Ghi r5 tén co quan thuc hién ghi vao S6 ho tich.

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

®) Ghi thong tin vé gidy to tily than nhu: hd chiéu, chimg minh nhan dan hoic gidy to hop 1¢
thay thé (vi du: Chimg minh nhan dan s 00108912345 do Céng an thanh phd Ha Noi cip ngay
20/10/2004).

“) Ghi 13 loai viéc ho tich da ding ky (vi du: thay doi ho tich).
®) Ghi r5 tén gidy to ho tich dugc co quan c6 thim quyén nudc ngoai cap.
®) Ghi r5 tén co quan nudc ngoai da dang ky sy kién ho tich.

) P¢ nghi ddnh ddu X vao 6 néu ¢ yéu cau cap ban sao va ghi rd s6 lugng.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poclap - Tw do - Hanh phic

...“.(24)

S6@: [TLGCKS ... ,Nngay......thang ......ndm ...

~_ TRICHLUC
GHI VAO SO HQ TICH VIEC KHAI SINH

HQ, CRIF GEIMNI, T8I ...
Ngay, thang, nam sinh: ... GHE DANG CHTE: st
Giditinh: ..o Dan tocC: .o, Quéc TR e
B0 31 1 o
QUE QUAN: ..
SO AN AANN CA NNAI oottt
Ho, chil d€m, t8N MGUEOT M@ ...
Nam sinh: o Dan toC: oo QUOC HCR: st
INOT CUE EIUL e
Ho, chir dém, ten N@WOT CRAL .
Nam sinh: ..o Dan toc: ... Quéc BICH:
INOT CUE EIUL e
DANG KY KNAT STNN TALE s
Gidy khai Sinh $6 ..o CAP NGAY oo thang .. NAM e
Pi dwoc ghi vao So ding ky khai sinh.

Ho, chit dém, tén nguoi yéu cau ghi vao S6 ho tich viee Khai SIN: ..o
(&Rt R 1y y A 111

NGUOI KY TRICH LUC

@9 Ghi tén co quan cip Trich luc (ghi du cac cAp hanh chinh).
2% Ghi s6 ding ky trong S6 ding ky khai sinh.
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(Ky, ghi v6 ho, chit dém, tén, chirc vu, dong dd'u)
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PHAN GHI CHU NHUNG THONG TIN THAY DOI SAU NAY

S6
TT

Ngay, thang, nim
ghi chu

'Noi dung ghi chu
(déng dau vao ndi dung da ghi chi)

Cin ctr ghi chu

Ho, chir dém, tén, chir ky
cua nguwoi thuc hién ghi cha
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

.‘.(26)

Sb:@n ITLGCHT ... ,NQay......thang ......ndm ...

) TRICH LYC
GHI VAO SO HQ TICH CAC VIEC HQ TICH KHAC ©

HQ, CRTF @I, TRINT .
Ngay, thANg, NAM SINN: L.
Gigitinh. oo Dan tocC: ... QUOBC HCR: e
GHAY 1O T ThAN ettt

NGUOI KY TRiCH LUC ,
(Ky, ghi ro ho, chir dém, tén, chirc vu, dong dau)

) Trich luc ndy sir dung cho thu tuc ghi va0S6 h tich cac viée ho tich khac ctia cong dan Viét Nam da dugc gidi quyét tai
o quan c6 tham quyén cua nude ngoai (ngoai cac viéc khai sinh, két hon, ly hon, hiy viéc két hon).
(26 Ghi tén co quan cap Trich luc (ghi du cac cdp hanh chinh).
@7) Ghi theo s6 dang ky trong S6 hg tich twong tng. _
@ Ghi theo noi dung da dugc ghi vao S6 ho tich (Vi du: Bugc thay ddi ho tir Nguyén Thi Lan thanh Smith Thi Lan)
@) Ghi tén loai gidy to ho tich, s, tén co quan nudc ngoai da ding ky su kién ho tich hodc cép gidy to xac nhan sy kién ho
tich da dwoc ding ky/giai quyét, ngay ding ky/cép gidy to do.
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PHAN GHI CHU NHUNG THONG TIN THAY DPOI SAU NAY

S6
TT

Ngay, thang, nam
ghi chu

'Noi dung ghi chd
(dong dau vao ngi dung da ghi chu)

Cin cwr ghi chu

Ho, chir dém, tén, chir ky
cua ngwoi thuc hién ghi chu
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10. Thi tuc Ping ky lai khai sinh ¢ yéu té nwéc ngoai

10.1. Trinh tw, cach thic, thoi gian giai quyét thi tuc hanh chinh

TT

Trinh ty thue hién

Céch thirc thue hién

Thoi gian giai
quyét

Buoc 1

Nop ho so thi tuc hanh
chinh:

1. Nop truc tiép qua B6 phan tiépv nhan va tra két qua thuoc
Van phong Hoi dong nhan dan va Uy ban nhan dan cap huyén

2. Hoac thong qua dich vu buu chinh cbng ich.

3. Hoic qua Cong dich vu cong Qudc
(dichvucong.gov.vn), Coéng dich vu cong
(dlchvucong dongthap.gov. vn)

gia
Tinh

- Sang: tur 07 gio
dén 11 gio 30
phat;

- Chiéu: tr 13 gio
30 dén 17 gio cua
cac ngay lam
Viéc.

Buwoc 2

Tiép nhan va chuyén ho
so thu tuc hanh chinh

Doi v6i ho so duoc ndp truc tiép qua Bo phan tiép nhan va tra
két qua hoac thong qua dich vu buu chinh cong ich cong chirc
tiép nhan ho so tai Bo phéan tiép nhan va tra két qua xem xét,
kiém tra tinh chinh x4c, day du cua ho so; quét (scan) va luu
trit hd so dién tir, cap nhat vao co so dir liéu ciia phan mém
mot ctra dién tir cua Tinh.

a) Truong hop hd so chwa day du, chua chinh xac theo quy
dinh, cong chirc tiép nhan hd so phai huéng dan dai dién to
chire, ca nhan bod sung, hoan thién hd so theo quy dinh va néu
15 1y do theo mau Phiéu yéu cau bo sung, hoan thién ho so;

b) Truong hop tir chdi nhan ho so, cong chuc tiép nhan ho so
phai néu 16 1y do theo mau Phiéu tir chdi giai quyét hd so thi
tuc hanh chinh;

¢) Truong hop hé so day du, chinh xac theo quy dinh cong
chue tlep nhan ho so va lap Glay tiép nhan ho so va hen ngay
tra két qua, d6ng thoi, chuyén cho co quan c6 thAm quyén dé
giai quyét theo quy trinh.

Chuyén ngay ho
SO tiép nhan truc
tiép trong ngiy
lam viéc (khong
dé qua 0l ngay
lam viéc) hodc
chuyén vao dau
gio ngay lam viéc
tiép theo ddi vOi
truong hop tiép
nhan sau 15 gio
hang ngay.
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Bwoc 3

Giai quyét thi tuc hanh
chinh

Sau khi ,nhefm ho so thi tuc hanh chinh tl‘{ Bo phém‘tiép nhan
va tra két qua Phong Tu phap xem xét, thdm dinh ho so, trinh
phé duyét két qua gidi quyét thu tuc hanh chinh:

a) Néu thay thong tin khai sinh day du va phu hop:

05 ngay lam viéc,

trong do:
1. Tiép nhan ho so (Bo phan TN&TKQ) 01 ngay
2. Giai quyét ho so, trong do: 04 ngay
+ Chuyén vién 1,5 ngay
+ Lanh dao phong Tu phadp 01 ngay
+ Lanh dao Uy ban nhan ddn cdp huyén 01 ngay
+ Van thu 0,5 ngay
b) Truong hgp phai c6 van ban xac minh . 20 ngay lam viéc,

trong do:
1. Tiép nhan ho so (Bd phan TN&TKQ) 01 ngay
2. Giai quyét ho so, trong do: 19 ngay
+ Chuyén vién 02 ngay
+ Lanh dao Phong Tuw phap 02 ngay
+ Uy ban nhdn déan cdp xd/Sé Tw phdp noi nguwoi yéu cdu
dang ky lai khai Sinh’\ da dang ky khai sinh trudc day; Cq’ 12 ngay
quan cong an co
tham quyén
+ Chii tich Uy ban nhdn ddn cdp huyén 02 ngay

+ Van thw

01 ngay
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Bworc 4

Tra két qua giai quyét
thu tuc hanh chinh

Cong chirc tlep nhan va tra két qua nhap vao so theo ddi ho so
va phan mém dién tir thuc hién nhu sau:

- Thong bao cho céd nhan biét trude qua tin nhén, thu dién tu,
dién thoai hodc qua mang xa hoi duoc cip c6 thim quyén cho
phép d6i voi hd so giai quyét thi tuc hanh chinh trude thoi
han quy dinh.

- C4 nhan nhan két qua giai quyét thu tuc hanh chinh theo thoi
gian, dia d1em ghi trén Glay tiép nhan ho so va hen tra két qua
(xuét trinh gidy hen tra két qua). Cong chuc tra két qua kiém
tra phiéu hen va yéu cau nguoi dén nhan két qua ky nhan vao
sO va trao két qua.

- Truong hop nhan két qua théng qua dich vu buu chinh céng
ich. (dang ky theo huéng din ciua Buu dién) (néu co)

- Sang: tur 07 gio
dén 11 gio 30
phat;

- Chiéu: tr 13 gio
30 dén 17 gio coa
cac ngay lam
Viéc.

10.2. Thanh phan, s6 lrgng ho so

a) Thanh phan ho so

* Gidy to phai xuat trinh:

- Ho chiéu hodc chimg minh nhan dan hoic thé cin cude cdng dan hodc cac gidy to khac c6 dan anh va thong tin ca nhan do co

quan c6 tham quyén cp, con gia tri st dung dé chimg minh vé nhan thancta ngudi co yéu cau dang ky lai khai sinh;

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

* Gidy to phai nop:
- To khai dang ky lai khai sinh theo mau, trong dé ¢6 cam doan ctuia nguodi yéu cau vé viéc da nop du cac giay to hién co.

- Ban sao toan bo ho so, gidy to ciia ngudi yéu cau hodc ho so, gidy to, tai liéu khac trong d6 ¢ thong tin lién quan dén noi dung
khai sinh, gom:

+ Ban sao Gidy khai sinh do co quan c6 thim quyén ctia Viét Nam cap hop 1& (ban sao dugc chimg thuc tir ban chinh, ban sao
dugc cap tir SO dang ky khai sinh); ban chinh hodc ban sao gidy t& c6 gid tri thay thé Giay khai sinh dugc cép trudc nim 1945 & mién

Bac va trudc nam 1975 & mién Nam.
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+ Truong hop nguoi yéu cau khong c6 gidy to néu trén thi phai ndp ban sao gié\y to do co quan co thém quyén cia Viét Nam cap
hop 18 nhu: Gidy ching minh nhén dan, The can cude cong dan hoac HO chiéu; S6 ho khau, S6 tam trd, gidy to chimg minh vé noi cu
tra; Bang tot nghiép, Gidy chting nhan, Chtng chi, Hoc ba, hd so hoc tap do co quan c6 tham quyén cap hodc x4c nhan; Gidy to khac co
thong tin vé ho, tén, ngay, thang, nim sinh cua ca nhan. Nguorl yéu cau dang ky lai khai sinh cd trach nhiém ndp diy du ban sao cac
gidy to néu trén (néu cd) va phai cam doan da ndp du cac gidy to minh co; chiu trach nhiém, hé qua ciia viéc cam doan khong ding sy
that.

- Van ban uy quyén theo quy dinh cta phap luat trong truong hop oy quyén thuc hién viéc dang ky lai khai sinh. Triwong hop
ngueoi dwoc iy quyén la dng, ba, cha, me, con, vo, chong, anh, chi, em rudt ciia nguwoi 1y quyén thi van ban iy quyén khéng phdi chitng
thuc.

*Luuy:

+ Truong hop nguoi yéu cau nop gidy to 14 ban sao dugc cap tur s6 gbc hodc ban sao duoc ching thyc tir ban chinh thi nguoi tlep
nhan ho so khong dugc yéu cau xudt trinh ban chinh; néu ngudi yéu cau chi nop ban chup va xuat trinh ban chinh thi nguoi tiép nhan hd
so kiém tra, doi chiéu ban chup v6i ban chinh va ky vao ban chup xac nhan vé viéc da dbi chiéu ndi dung gidy to d6, khong duge yéu
cau ngudi di dang ky ndp ban sao gidy to do.

+ Po6i véi gidy t0 xuat trinh  khi ding ky ho  tich, nguoi tiép nhan b  trach
nhiém kiém tra, d6i chiéu voi thong tin trong to khai, chup lai hodc ghi lai thong tin dé luu trong ho so va tra lai cho nguoi xuét trinh,
khong duoc yéu cau ndp ban sao hodc ban chup gidy to do.

+ Gidy to do co quan c6 thim quyén cua nudc ngoai cap, cong ching hodc xac nhan dé str dung cho viéc dang ky ho tich tai Viét
Nam phai dugc hop phap hoa lanh sy, trir truong hop duge mién theo diéu udc qudc té ma Viét Nam 1a thanh vién; gidy to bang tiéng
nudc ngoai phai duoc dich ra tiéng Viét va cong ching ban dich hodc ching thuc chit ky ngudi dich theo quy dinh ctia phéap lut.

‘ + Nguoi tiép nhan co trach nhiém tiép nhan ding, dt hd so ding ky ho tich theo quy dinh cta phap luat ho tich, khong duoc yéu
cau nguoi dang ky ho tich nop thém giay t& ma phap luat ho tich khong quy dinh phai nop.
- Truong hop cho phép nguoi yéu cau ding ky hé tich ldp van ban cam doan vé ndi dung yéu cdu dang ky ho tich thi co quan

dang ky hé tich phai gidi thich rd cho nguoi ldp van ban cam doan vé trach nhiém, hé qud phdp 1y ciia viéc cam doan khéng diing su
that.
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Co quan ding k¢ h¢  tich wr chéi  gigi  quyét  hodc  dé nghi co  quan  ¢é  thim
quyén huy bo ket qua dang ky ho tich, néu co co so xdac dinh noi dung cam  doan
khong dung su that.

b) S6 lugng ho so: 01 b

10.3. Poi twong thue hién thi tuc hanh chinh: Ca nhan
10.4. Co quan giai quyét thi tuc hanh chinh:

Co quan c6 tham quyén quyét dinh:

- Uy ban nhén dan c4p huyén noi da diang ky khai sinh trudc ddy thuc hién dang ky lai khai sinh.

- Trudng hop viée khai sinh trude ddy duoc ding ky tai Uy ban nhan dan cap x4 thi viéc dang ky lai khai sinh do Uy ban nhan
dan cap huyén cép trén thuc hién.

- Trudng hop khai sinh truée day duoc diang ky tai Uy ban nhan déan cap tinh hodc S¢ Tu phap thi viéc ding ky lai khai sinh do
Uy ban nhéan dan cép huyén noi c6 try s hién nay ctia S& Tu phép thuc hién.

Co quan thyec hién thu tuc hanh chinh: Phong Tu phap tiép nhan ho so va tham muu Chi tich Uy ban nhan dan cp huyén xem
xét, quyét dinh.

‘ Co (uan phoi hop: Uy ban nhan dan cap xa/So Tu phap noi nguoi yéu
cau dang ky lai khai sinh da dang ky khai sinh  trwoc day; Co  quan  cong  an <6
tham quyén.

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

10.6. Phi, 1& phi®®: 50.000 dong/truong hop

Mién thu 1¢ phi doi véi:

- Pang ky hé tich cho ngueoi thuée gia dinh cé cong véi cdch mang; nguoi thude ho nghéo, ngueoi khuyét tdt.

- Dang ky ho tich cho tré em, nguoi cao tuoi, dong bao dan toc thiéu so o cdc xad co diéu kién kinh té - xa hoi dac biét kho khan.

28 Phan in nghiéng 1 noi dung thay doi.
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10.7. Tén miu don, miu to khai: To khai ding ky lai khai sinh kém theo Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo
truong Bo Tu phap quy dinh chi tiét thi hanh mét s6 diéu cua Luat Ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua
Chinh phu quy dinh chi tiét mgt s6 diéu va bién phap thi hanh Luat Ho tich.

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

- Cong dan Viét Nam dinh cu ¢ nude ngoai hodc nguoi nudc ngoai da dang ky khai sinh tai co quan c6 tham quyén cta Viét
Nam trudc ngay 01/01/2016 nhung S6 dang ky khai sinh va ban chinh Giay khai sinh déu bi mat.

- Nguoi c6 yéu cau con sbéng tai thoi diém yéu cau dang ky lai khai sinh.

- Nguoi yéu cau co trach nhiém ndp day d ban sao gidy to, tai liéu co ndi dung lién quan dén viéc ding ky lai khai sinh

10.9. Cin cir phap ly cua thi tuc hanh chinh:

- Diéu 7, 9 Luat Ho tich nim 2014;

- Diéu 2, 3, 40, 41,42 Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cta Chinh phu quy dinh chi tiét mot s6 diéu va bién phap
thi hanh Luat Ho tich;

- bitu2,3,4,5,9, 10 Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ciia Bo truéng BO Tu phap quy dinh chi tiét thi hanh mot
s0 di€u cua Luat HO tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cta Chinh phu quy dinh chi tiét mdt s6 di€u va bién phap
thi hanh Luat HO tich;

- Khodn 3; Piém a, ¢ Khoan 4 Piéu 1 Nghi quyét s6 51/2021/NO-HPND ngay 1 7/8/2021 cua Hoi dong nhdn déan Tinh ban
hanh quy dinh mirc thu, ché do thu, nép, quan Iy va sie dung 1é phi hé tich trén dia ban tinh Dong Thap, co hiéu luc tir ngay 01/9/2021.

10.10. Luu hd so (1SO):

Thanh phéan ho so hru B¢ phan luu trir Thaoi gian luu

- Nhu muc 10.2;

- Két qua giai quyét TTHC hodc Vin ban tra 10i cua don vi ddi voi ho so
khong dap mg yéu cau, diéu kién.

- Ho so tham dinh (néu c6)

- Van ban trinh co quan cap trén (néu co)

Coéng chirc Tu phap cdp | Tir 01 ndm, sau d6 chuyén hod
huyén. so dén kho luu trir cua Phong
Tu phap cap huyén

Céac biéu mau theo Khoan 1, Piéu 9, Thong tu s6 01/2018/TT-VPCP | B6 phan tiép nhan va tra két



http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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ngay 23 thang 11 nam 2018 cua B truong, Chu nhiém Van phong Chinh qua
pht quy dinh chi tiét mot s diéu va bién phap thi hanh Nghi dinh s
61/2018/ND-CP ngay 23 thang 4 nim 2018 cta Chinh pha vé thuc hién
co ché mot ctra, mot cira lién thong trong giai quyét thi tuc hanh chinh.

~ Ghi chu: Tén thu tyc hanh chinh chuin hoa theo Quyét dinh s6 2394/QD-BTP ngay 03 thang 12 nim 2020 ban hanh Danh muc
chuan hoéa thu tuc hanh chinh thudc pham vi quan 1y ctia B6 Tu phap.
Stra doi Phi, 1¢ phi; Can cir phap 1y ciia thu tuc hanh chinh vé phi, 1& phi theo quy dinh tai Nghi quyét s6 51/2021/NQ-HDND
ngay 17/8/2021 cua HO1 dong nhan dan Tinh ban hanh quy dinh muc thu, ché do thu, ndp, quan ly va st dung 1€ phi hg tich trén dia
ban tinh Dong Thap, cé hi¢u luc tir ngay 01/9/2021.
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CONG HOA XA HOI CHU NGHIA VIET NAM

Poc 1ap - Tw do - Hanh phac

TO KHAI PANG KY LAI KHAI SINH
Kinh gtri: ) ettt rentens

Ho, chit dém, tén NEWOT YEU CAU:.......ociiiiiiiiiii e e

NOT CU LT @)oo e e e e e e e e et e e e e et e e et et e es e e et e er et e e e e et e e e e et e s ee et e ereeeaeann

Quan hé vo1 nguot dugce khai SInh: ...

Pé nghi co quan ding Ky lai khai sinh cho nguoi c6 tén duwéi day:

HoQ, chilf d@m, tRI: ......coiiiiiii
Ngay, thang, ndm sinh: ..........ccccooeiiiiiiniineeine ghi bang Chi: ..o,
Gioi tinh:......ooooeeeil. Dan toc: ...vvvviviiiiis i, Quéc tich: ...
INOT SINNIA) ettt ettt
QUE QUAN: ..ttt sttt b bbbt e bt e et et e e st e e et et et et e n e e R e e b e eneeneens
Ho, chir dém, ten NGWoT ME:...........ccooiiiiiiiii s
Nam sinh: © oo, DAN tOC:.cevevereennn QubC tCh: oo,
INOT CU T @) Lottt ettt sttt sttt ettt benens
Ho, chir dém, tén nguwdi cha:.............oooi i
Nam sinh: © oo, DAN tOC:.eeevereenne. QUAC R oo
NOT CU T @) ettt et et e bbb st
Di ding ky khai sinh tai: ©)...........cocooiiiiiie s
Gidy khai sinh s6: D). ,quyénsd M. ngay .../ ... T

T61 cam doan nhiing ndi dung khai ‘trén day la ding sy that va da nop di cac gidy to hién co.
T61 chiu trach nhiém trude phap luét vé viéc cam doan ctia minh.
Lamtqi: ......................... , NQAY ........... thang ......... nam ...........
Ngudi yéu cau
(Ky, ghi ré ho, chit dém, tén)

Dé nghi cap ban sao®: C6 , Khdng
S6 luong:....... ban

Chd thich:
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1) Ghi rd tén co quan ding ky lai khai sinh

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

~ © Ghi thong tin vé gidy to tily than ctia nguoi di ding ky, ghi 13 s0, co quan cap, ngdy
cap ho chiu, ching minh nhan dan hodc giay to hop 1¢ thay thé (V7 du: Ching minh nhan
dan s0 001089123 do Cong an thanh pho Ha Noi cap ngay 20/10/2004).

@ Truong hop sinh tai co sd'y té thi ghi rd tén cosdy té va dia chi co s y té do; trudong
hop sinh ra ngoai co so' y t€ thi ghi dia danh cua 03 cép hanh chinh (x4, huyén, tinh) not sinh
ra; truong hgp khong rd noi sinh day du thi chi ghi dia danh hanh chinh cap tinh.

() Ghi ddy du ngay, thang sinh cta cha, me (néu c6).
©) Ghi tén co quan da diang ky khai sinh trudc day.
() Chi khai trong truong hop biét rd.
® P& nghi danh ddu X vao 6 néu ¢ yéu cau cp ban sao va ghi rd sd luong.
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11. Thi tuc ding ky khai sinh c6 yéu té nwéc ngoai cho ngudi di co hd so, gidy to ca nhan

11.1. Trinh tw, cach thic, thoi gian giai quyét thi tuc hanh chinh

TT

Trinh ty thyc hién

Cach thirc thuc hién

Thoi gian giai
quyét

Buoc 1

Nop ho so thia tuc hanh
chinh:

1. Nop truc tiép qua Bo phan tiép nhan va tra két qua thudc Vian
phong Hoi dong nhan dan va Uy ban nhan dan cap huyén .

2. Hodc thong qua dich vu buu chinh cdng ich.

3. Hoic qua Cong dich vu cong Qudc gia (dichvucong.gov.vn), Cong
dich vu cong Tinh (dichvucong.dongthap.gov.vn)

- Sang: tu 07 gio
dén 11 gio 30 phut;
- Chiéu: tir 13 gio
30 dén 17 gio cua
cac ngay lam viéc.

Budc 2

Tiép nhan va chuyén hd so
tha tuc hanh chinh

Poi v6i ho so duge ndp truc tiép qua BO phan tiép nhan va tra két
qua hodc thong qua dich vu buu chinh cong ich cong chirc tiép nhan
hd so tai Bo phan tiép nhan va tra két qua xem xét, kiém tra tinh
chinh xéc, day du cua ho so; quét (scan) va luu trir ho so dién tir, cip
nhat vao co so dir li€u cua phén mém mot ctra dién ti cta Tinh.

a) Truong hop hd so chua ddy du, chua chinh xac theo quy dinh,
cong chirc tiép nhan hd so phai huéng din dai dién t6 chirc, c4 nhan
bd sung, hoan thién hd so theo quy dinh va néu rd 1y do theo miu
Phiéu yéu cau bd sung, hoan thién hd so;

b) Truong hop tu ch01 nhan hd so, cong chue tlep nhan ho so phai
néu rd ly do theo mau Phiéu tir chdi giai quyét hd so thi tuc hanh
chinh;

¢) Truong hop ho so day du, chinh xac theo quy dinh coéng chuc tiép
nhan hod so va lap Gidy tiép nhan ho so va hen ngay tra két qua;
ddng thoi, chuyén cho co quan c6 tham quyén dé giai quyét theo quy
trinh.

Chuyén ngay hd so
tiép nhan truc tiép
trong ngay lam viéc
(khong dé qua 04
gio lam viéc) hodc
chuyén vao dau gio
ngdy lam viéc tiép
theo d6i véi truong
hop tiép nhan sau
15 gio hang ngay.
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Bwoc 3

Giai quyét thii tuc hanh
chinh

Se}u khi nhan ho so thu tuc hanh cqhinh tur Bgf) phan tiép nhan va tl‘,él
két qua Phong Tu phap xem xeét, tham dinh ho so, trinh phé duyét két
qua giai quyét thu tuc hanh chinh:

05 ngay lam viéc
néu thong tin khai
sinh day du; khong

qué 25 ngay néu

phai c6 van ban xac

minh
a) Néu thay thong tin khai sinh day du va phu hop: 05 ngay, trong do:
1. Tiép nhan ho so (Bd phan TN&TKQ) 0,5 ngay
2. Giai quyét ho so, trong do: 4.5 ngay
+ Chuyén vién 02 ngay
+ Phong Tw phdp cdp huyén 01 ngay
+ Lanh dao Uy ban nhén dan cap huyén 01 ngay
+ Van thu 0,5 ngay
b) Truong hop phai c6 van ban xac minh 25 ngay, trong do:
1. Tiép nhan ho so (Bd phan TN&TKQ) 01 ngay
2. Giai quyét ho so, trong do: 24 ngay
+ Chuyén vién 04 ngay
+ Lanh dao phong Tuw phap 04 ngay
+ Uy ban nhdn dén cdp xa noi nguoi yéu cau dang ky khai sinh cuw
trii truedc 12 ngay
khi xudt canh; Co quan céng an o tham quyén.
+ Lanh dao Uy ban nhén dan cap huyén 03 ngay

+ Van thw

01 ngay
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Cong chirc tiép nhan va tra két qua nhp vao s theo ddi ho so va
phﬁn mém dién ti thuc hién nhu sau:

- Thong bao cho ca nhan biét trudc qua tin nhéin, thu dién t, dién
thoai hodc qua mang x3 hoi dugc cip co thim quyén cho phép ddi | - Sang: tir 07 gio
Tri két qua giai quyét thii | v6i ho so giai quyét thu tyc hanh chinh trude thoi han quy dinh. dén 11 gio 30 phdt;
Budérc 4 tuc hanh chinh - C4 nhan nhan két qué giai quyét thil tuc hanh chinh theo thoi gian, | - Chiéu: tir 13 gio
dia diém ghi trén Gidy tiép nhan hd so va hen tra két qua (xuat trinh | 30 dén 17 gio coa
gidy hen trd két ‘qud). Cong chuc tra két qua klem tra phleu hen va | cac ngay lam viéc.
yéu cau ngudi dén nhan két qua ky nhan vao s6 va trao két qua.

- Trudng hop nhan két qua thdng qua dich vu buu chinh cong ich.
(dang ky theo hudng dan ciia Buu dién) (néu c6)

11.2. Thanh phan, sé lrong ho so

a) Thanh phan ho so

* Gidy to phai xuat trinh:

- Ho6 chiéu hodc chirmg minh nhan dan hodc thé cin cudc cong dan hodc cac gidy to khac c6 dan anh va thong tin ¢4 nhan do co

quan c6 tham quyén cép, con gia tri st dung dé chimg minh vé nhan than ctia ngudi c6 yéu cau ding ky khai sinh (gidy to tuy than).

- Gidy to chimg minh noi cu tra trude khi xut canh dé xac dinh tham quyén dang ky khai sinh.

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

* Gidy to phai nop:

- T khai ding ky khai sinh theo mau.

- Vin ban cam doan vé viéc chua duoc ding ky khai sinh.

- Ban sao toan bo ho so, gidy to ctia ngudi yéu cau hodc ho so, gidy to, tai liéu khac trong do c6 thong tin li€n quan dén noi dung
khai sinh, gom Gidy chimg minh nhan déan, Thé can cudc cong dan hodac HO chiéu; S6 ho khau, S6 tam tra, glay to ching minh vé noi
cu tri; Bang tot nghiép, Gidy chung nhan, Chtng chi, Hoc ba, hd so hoc tip do co quan c6 thdm quyén cap hoic xac nhan; Gidy to
khac co6 thong tin ve ho, tén, ngay, thang, ndm sinh cua ca nhan.

Nguoi yéu cau dang ky khai sinh c¢6 trach nhiém nop day di ban sao cac gidy to néu trén (néu cd) va phai cam doan di nop du
cac giay to minh co; chiu trach nhiém, hé qua ctia viéc cam doan khong ding su that.
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- Vin ban uy quyén (dugc ching thuc) theo quy dinh cua phap luat trong truong hop uy quyén thue hién viéc dang ky khai sinh.
Truong hop ngueoi duwoc iy quyén la ong, ba, cha, me, con, vo, chong, anh, chi, em rudt ciia nguwoi iy quyén thi van ban ity quyén khéng
phai chitng thyc

*Luuy:

+ Truong hop nguoi yéu cau nop gidy to 13 ban sao duoc cap tur s6 gbc hodc ban sao dugc chung thyc tir ban chinh thi ngudi tlep
nhan ho so khong dugc yeu cau xuat trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuat trinh ban chinh thi nguoi tiép nhan ho
S0 kiém tra, ddi chiéu ban chup véi ban chinh va ky vao ban chup xac nhan vé viéc da d6i chiéu noi dung gidy to d6, khong duogc yéu
cau ngudi di ding ky ndp ban sao gidy to do.

+  Pbé véi glay td  xuat trinh  khi dang ky ho  tich, nguoi tiép nhan ¢6  trach
nhiém kiém tra, doi chi€u véi thong tin trong to khai, chup lai hodc ghi lai thong tin dé luu trong ho so va tra lai cho ngudi xuat trinh,
khong dugc yéu cau ndp ban sao hodc ban chup giay to do.

+ Gidy to do co quan ¢6 thAm quyén ctia nudc ngoai cap, cong chimg hodc xac nhan dé sir dung cho viéc ding ky ho tich tai Viét

Nam phai dugc hop phap hoa lanh sy, trir truong hop dugc mién theo diéu udc qudc té ma Viét Nam 1a thanh vién; gidy to bang tiéng
nude ngoai phai dugc dich ra tiéng Viét va cong chig ban dich hodc chimg thuc chir ky nguoi dich theo quy dinh cta phap luat.

‘ + Nguoi tiép nhan co trach nhi¢m tiép nhan ding, di ho so ding ky ho tich theo quy dinh cta phéap luat ho tich, khong dugc yéu
cau nguoi dang ky ho tich nop thém gidy t& ma phap luat hd tich khong quy dinh phai nop.

- Truong hop cho phép nguoi yéu cau ding ky hé tich Idp vin ban cam doan vé néi dung yéu cau ding ky hé tich thi co quan
dang ky ho tich phai giai thich ro cho nguoi lap van ban cam doan vé trach nhiém, hé qua phap ly cua viec cam doan khong dung sy
thét.

Co quan ding ky  hé  tich tr chéi  gidi  quyét hodc dé  nghi co quan  c¢6  tham
quyén huy bo ket qua dang ky ho tich, néu co co so xdc dinh noi dung cam  doan
khong dung su that.

b) S lwong ho so: 01 bd
11.3. Po6i twong thue hién thi tuc hanh chinh: Ca nhan
11.4. Co quan giai quyét thii tuc hanh chinh:
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Co quan c6 tham quyén quyét dinh: Uy ban nhan dan cip huyén noi cu tra trude khi xuit canh ctia ngudi c6 yéu cau dang ky
khai sinh.

Co quan thyec hién thu tuc hanh chinh:Phong Tu phap tiép nhan hd so va tham muu Chu tich Uy ban nhan dén cdp huyén xem
x€ét, quyét dinh.

~ Co quan phoi hop: Uy ban nhan dan cap x3 noi nguoi yéu cau dang ky khai sinh cu tratrude khi xuét canh. Co quan Céng an c6
tham quyén.

11.5. Két qua thue hién thi tuc hanh chinh: Gidy khai sinh (ban chinh)

11.6. Phi, 1¢ phi: 50.000 dong/trudong hop.

Mién thu 1¢ phi d6i véi:

- bang ky ho tich cho nguoi thudce gia dinh c6 cong v6i cach mang; nguoi thudc ho nghéo, ngudi khuyét tat.

- Bang ky ho tich nguoi cao tudi, dong bao dan tdc thiéu sd & cac xa co diéu kién kinh té - xa hoi dic biét kho khan.

11.7. Tén miu don, miu to khai: To khai dang ky khai sinh kém theo Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ciia B
trudng BO Tu phéap quy Qinh chi,tié‘g thi hanh mot so dicu cuia Luat HO tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua
Chinh phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat HS tich;

11.8. Yéu cau, diéu kién thwe hién thii tuc hanh chinh:

Nguoi Viét Nam dinh cu ¢ nudc ngoai, chua duoc ding ky khai sinh tai co quan ¢6 tham quyén Viét Nam, c6 ho so, gidy to ca
nhan (ban chinh hodc ban sao dugc chung thyc hop 1¢) nhu: gidy to tuy than; S6 ho khau; S6 tam tr; gidy to khac do co quan nha nudc
c6 tham quyén cua Viét Nam cap, trong do ¢d ghi noi sinh tai Viét Nam

11.9. Cin cir phap 1y cia thia tuc hanh chinh?® :

- Piéu 7, 9 Luat Ho tich nam 2014;

- Diéu 2, 3 Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh pht quy dinh chi tiét mot sé diéu va bién phap thi hanh
Luat Ho tich;

- Diéu 2, 3, 4, 8 Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua B truéng Bo Tu phap quy dinh chi tiét thi hanh mot sb diéu

2% Phan in nghiéng 1a noi dung thay doi.
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ctia Luat Ho tich va Nghi dinh s 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phii quy dinh chi tiét mot sé diéu va bién phap thi hanh
Luat Ho tich;

- Khoan 3; Piém a, ¢ Khodn 4 Piéu 1 Nghi quyét s6 51/2021/NQ-HPND ngay 17/8/2021 ciia Héi dong nhdn dan Tinh ban
hanh quy dinh muec thu, ché ds thu, nop, quan ly va sw dung Ié phi ho tich trén dia ban tinh Déng Thap, ¢6 hiéu luc tir ngay 01/9/2021.

11.10. Luu hd so (ISO):

Thanh phéan ho so hru B¢ phan luu trir Thaoi gian luu

- Nhu muc 11.2;

- Két qua giai quyét TTHC hodic Van bén tra 1oi cua don vi ddi vdi ho so
khong dap ung yéu cau, dicu kién.

- H6 so tham dinh (néu co)

- Van ban trinh co quan cap trén (néu co)

Cong chitc Tu phép cip
huyén

Tt 01 ndm, sau d6 chuyén ho
so dén kho luu trir cua Phong

Céac biéu mau theo Khoan 1, Piéu 9, Thong tu s6 01/2018/TT-VPCP Tu phép cap huyén
ngay 23 thang 11 nam 2018 cua B¢ truong, Chu nhiém Van phong Chinh | g4 phan tiép nhan va tra két
phu quy dinh chi ti€t mét sO diéu va bién phap thi hanh Nghi dinh s6 B qué'
61/2018/ND-CP ngay 23 thang 4 nam 2018 ctia Chinh phu vé thuc hién
co ché mot ctra, mot cira lién théng trong giai quyét thi tuc hanh chinh.

~ Ghi cht: Tén thu tyc hanh chinh chuan héa theo Quyét dinh s6 2394/QD-BTP ngay 03 thang 12 nim 2020 ban hanh Danh muc
chuan hoéa thu tuc hanh chinh thudc pham vi quan 1y ctia B§ Tu phap.
Sira‘dc;)i Can ctr phap 1y cta tha tuc hanh chinh vé phi, 18 phi theo quy dinh tai Nghi quyét s6 51/2021/NQ-HPND ngay 17/ 8/2021
cua Hoi dong nhan dan Tinh ban hanh quy dinh muc thu, ché d6 thu, ndp, quan ly va sir dung 1€ phi hd tich trén dia ban tinh Pong
Thép, co6 hiéu luc tir ngay 01/9/2021.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Déc 1ap - Tu do - Hanh phuc

TO KHAI DPANG KY KHAI SINH

KInh @i ) Lot

Ho, chit dém, ten NEUWOT YEU CAU.......o.ivvieeeeeeee et
INOT CU T @) ottt sttt e st e st et e st e e be st eresbeseeneseesens
GHAY tO 1Y thAN: B Lottt
Quan hé vo1 nguot dugce khai SINh: ....ooviiiiiiii
Pé nghi co quan ding Ky khai sinh cho nguwoi duéi day:

HO, Chit A€M, T8I, . ... iiiiiiiie it e e be e e e nree e
Ngay, thang, nam Sinh: ........ccccceviiiinnicnin e, ghi bang chil: ......co.ovvveeeeeeeeeeeeae,
Gidi tinh:......ccoooone. Dan toc:...ooeeeiiiiieieenne QUOAC HHCR: v,
P TS 11§ AL ST
(@ L= o[- TSR
Ho, chir dém, ten NGWoT ME: ..........ccooiiiiiiiiii s
NAmM sinh: O DAN tOC:...eceveeennne... Qudc tich: .............
INOT CU T @) ottt bbb sttt e bbbt et re e s bnas
Ho, chir dém, tén ngudi cha: ...
Nam sinh: O DAN tOC:....cveeeenn... Qudc tich: ..............
INOT CU T @) ottt et ettt e st et te st e e s te e areste e ane s

T61 cam doan ndi dung dé nghi dang ky khai sinh trén day l1a dung sy that, duoc sy thoa
thudn nhat tri ciia cac bén lién quan theo quy dinh phap luat.
T61 chiu hoan toan trach nhi¢m trude phap luat vé nodi dung cam doan cua minh.
Lamtqi: ........................ , NQAY ........... thang ......... nam ...
Nguoi yéu ciu
(Ky, ghi r6 ho, chir dém, tén)

D;é nghi cip ban sao®: C6 , Khéng
SO lugng:....... ban
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Chu thich:

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

@ Ghi theo noi diang ky thuong tra; néu khong c6 noi dang ky thuong trd thi ghi theo
noi dang ky tam trd; truong hop khong c¢6 noi dang ky thuong tri va noi dang ky tam tra thi
ghi theo noi dang sinh song.

O Ghi thong tin vé gidy to tuy than ctia nguoi di dang ky, ghi rd s6, co quan cip, ngay
cap ho chicu, chimg minh nhan dén hodc giay to hop 1¢ thay thé (V7 du: Ching minh nhan
dan s6 001089123 do Cong an thanh pho Ha Ndi cap ngay 20/10/2014).

*) Trudng hop sinh tai co s& y té thi ghi rd tén co o'y té va va dia chi tru so co so'y té do.

Vi du: - Bénh vién Phu san Ha No61i, duong La Thanh, phuong Ngoc Khanh, quin Ba
Dinh, Ha Noi

- Tram y té x4 Pinh Bang, huyén Tir Son, tinh Bac Ninh.

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

Vi dy: xa Dinh Bang, huyén Tir Son, tinh Bac Ninh.

() Ghi ddy du ngay, thang sinh cta cha, me (néu c6).

©) Pé& nghi ddnh ddu X vao 6 néu c6 yéu cau cap ban sao va ghi rd s6 luong..
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12. Thi tuc Ping ky lai két hon c¢6 yéu t6 nwéc ngoai

12.1. Trinh tw, cach thic, thoi gian giai quyét thi tuc hanh chinh

TT

Trinh ty thuc hién

Cach thirc thuc hién

Thoi gian giai
quyét

Bwoc 1

Nop ho so thi tuc hanh
chinh:

Nop truc tiép qua Bo phan tiép nhan va tra két qua thudc Vin
phong Hoi dong nhén dan va Uy ban nhan dan cap huyén.

- Sang: tr 07 gio
dén 11 gio 30
phat;

- Chiéu: tir 13 gio
30 dén 17 gio cua
cac ngay lam viéc.

Buworce 2

Tiép nhan va chuyén hd so
thu tuc hanh chinh

Cong chuc tiép nhan ho so tai Bo _phén tiép nhan va tra két qua
xem xét, Kiém tra tinh chinh xac, day du ciia ho so; quét (scan) va
I trit ho so dién tir, cap nhat vao co so dir liéu cia phan mém
mot ctra dién tir cua Tinh.

a) Truong hop hd so chua ddy du, chwa chinh xac theo quy dinh,
cong chure tiép nhan hd so phai huéng dan ca nhan bé sung, hoan
thién ho so theo quy dinh va néu 16 1y do theo mau Phiéu yéu cau
bo sung, hoan thién ho so;

b) Trudng hop tir chdi nhan ho so, cong chic tiép nhan ho so
phai néu 18 1y do theo mau Phiéu tir chdi giai quyét ho so thu tuc
hanh chinh;

¢) Truong hop hé so day du, chinh xac theo quy dinh cong chuc
tiép nhan ho so va lap Gidy tiép nhan ho so va hen ngay tra ket
qua; dong thoi, chuyén cho co quan c6 thAm quyén dé giai quyét
theo quy trinh.

Chuyén ngay ho so
tiép nhén truc tiép
trong ngay lam
viéc (khong dé qua
04 gio lam viéc)
hoic chuyén vao
dau gio ngay lam
viéc tiép theo dbi

voi  truong  hop
tiéep nhan sau 15
gi10 hang ngay.
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Bwoc 3

Giai quyét thii tuc hanh
chinh

Sau lghi nhén ho so thu tuc hanh chinh tur Bgf) phan tiép nhan va
tra két qua Phong Tu phap xtr ly xem x¢ét, tham dinh ho so, trinh
phé duyét két qua giai quyet thu tuc hanh chinh:

05 ngay lam viéc néu
viéc diang ky lai két
hén thuc hién tai Uy
ban nhan dan cip
huyén la noi da dang
ky két hon trudc day;
khéng qua 25 ngay
trong truong hop viéc
dang ky két hdn trude
day thuc hién tai Uy
ban nhan dan cip x&
hoac S& Tu phép,
trong do:

a) Néu viéc dang ky lai két hon thuc hién tai Uy ban nhan dan
cap huyén la noi da dang ky két hon trude day

05 ngay, trong do:

1. Tiép nhan ho so (Bd phan TN&TKQ) 0,5 ngay
2. Giai quyét ho so, trong do: 4,5 ngay
+ Chuyén vién 02 ngay
+ Lanh dao phong Tu phap 01 ngay
+ Lanh dao Uy ban nhan dan cdp huyén 01 ngay
+ Van thu 0,5 ngay

b) Truong hop viée ding ky ket hon trude day thuc hién tai Uy
ban nhan dan cap xa hoac S Tu phap

25 ngay, trong do:

1. Tiép nhan ho so (Bd phan TN&TKQ) 01 ngay
2. Giai quyet ho so, trong do: 24 ngay
+ Chuyén vién 04 ngay
+ Lanh dao phong Tu phap , 04 ngay
+ Uy ban nhan dan cap xa/So Tu phap noi dang ky két hon truoc \
. 12 ngay
day.
03 ngay

+ Lanh dao Uy ban nhan dan cdp huyén
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+Van thw 01 ngay
Cong chuc tiép nhan va tra két qua nhap vao s theo ddi ho so va
phén mém dién t thuc hién nhu sau:
- Théng bé&o cho cé& nhan biét trudc qua tin nhan, thu dién tir, dién C s .
Y N LA A s A A . |- Sang: tu 07 gio
) ] th’or;u hoag qua mang xa héi dugc cap c6 tham quyén cho phép dén 1 gio 30
Tra ket qua giai quyét thu | doi voi ho so gidl quyét thu tyuc hanh chinh trudce thoi han quy
Budc 4 tuc hanh chinh dinh.
- Ca nhan nhan két qua giai quyet thu tuc hanh chinh theo thoi
gian, dia dlem ghi trén Glay tiép nhan ho so va hen tra két qua
(Xuat trinh gidy hen tra két qua). Cong churc tra két qua klem tra
phiéu hen va yéu cau ngudi dén nhan két qua ky nhan vao so va
trao két qua.

phat;

- Chiéu: tr 13 gio
30 dén 17 gio cua
cac ngay lam viéc.

12.2. Thanh phan, s6 lrgng ho so
a) Thanh phan ho so
* Gidy to phai xuat trinh:
Ho chiéu hodc chimg minh nhan dan hoic thé cin cudc cdng dan hoic cac gidy to khac co dan anh va thong tin ca nhan do co
quan c6 tham quyén c4p, con gia tri st dung dé chimg minh vé nhéan than cta ca hai bén ¢6 yéu cau dang ky lai két hon.
* Gidy tO phai nop:
- To khai dang ky lai két hon theo mau;
- Ban sao Gidy chung nhan két hdn duogc cap trude ddy. Néu khdng co ban sao Gidy ching nhan két hon thi ndp ban sao hd
s0, gidy to ca nhan co cac thong tin lién quan dén ndi dung ding ky két hon.
- Truong hop ding ky lai viéc két hon khong duoc uy quyén cho ngudi khac thyc hién, nhung mot bén co thé truc tiép nop hod
so tai co quan dang ky ho tich c6 tham quyén, khong phai c6 van ban iy quyén ctia bén con lai.
*Luuy:

+ Truong hop nguoi yéu cau nop gidy to 12 ban sao duoc cap tur s6 goc hodc ban sao dugc ching thue tir ban chinh thi nguoi tlep
nhan ho so khong dugc yéu cau xuat trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuat trinh ban chinh thi nguoi tiép nhan ho
so kiém tra, ddi chiéu ban chup véi ban chinh va ky vao ban chup xac nhan vé viéc da d6i chiéu ndi dung gidy to d6, khong dugc yéu
cau nguoi di ding ky ndp ban sao gidy to do.
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+ DPéi véi  gidy t0 xudt trinh  khi ding ky ho  tich, nguoi tiép nhan co6  trach
nhiém kiém tra, d01 chiéu véi thong tin trong t& khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho ngudi xudt trinh,
khong duogc yéu cau ndp ban sao hodc ban chup gidy to do.

+ Gidy to do co quan c6 thim quyén ctia nudc ngoai cap, cong ching hodc xac nhén dé sir dung cho viéc dang ky ho tich tai Viét
Nam phai dugc hop phap hoa lanh sy, trir truong hop dugc mién theo diéu udc qudc té ma Viét Nam 1a thanh vién; gidy to bang tiéng
nudc ngoai phai duoc dich ra tiéng Viét va cong ching ban dich hodc ching thuc chit ky ngudi dich theo quy dinh ctia phép lut.

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

b) So luong ho so: 01 bod

12.3. Poi twong thue hién thi tuc hanh chinh: Ca nhan

12.4. Co quan giai quyét thii tuc hanh chinh:

Co quan c6 tham quyén quyét dinh:

- Uy ban nhan dan cip huyén noi da ding ky két hon trudc day.

- Truong hop viée két hon trude day duge ding ky tai Uy ban nhan dan cép x4 thi viéc dang ky lai do Uy ban nhan dan cap
huyén cép trén thuc hién.

- Truong hop viéc két hon trude day dugc ding ky tai S& Tu phap thi viéc dang ky lai do Uy ban nhan dan cap huyén noi c6 tru
s& hién nay cua S¢ Tu phap thuc hién.

Co quan thuc hlen thi tuc hanh chinh:

Phong Tu phap cap huyén tiép nhan hd so va tham muu Chu tich Uy ban nhéan dan cap huyén xem xét, quyét dinh.

Co quan phoi hop: Uy ban nhan dan cip x3/S¢ Tu phap noi ding ky két hon trude day.

12.5. Két qua thuc hién thi tuc hanh chinh: Gidy chimg nhan két hon (ban chinh), mdi bén vo, chong 01 ban.

12.6. Phi, 1& phi®®: 7.000.000 dong/truong hop

Mién thu 1¢ phi doi véi:
- Pang ky hé tich cho nguweoi thuée gia dinh ¢ cong véi cach mang; nguoi thude hd nghéo, nguoi khuyét tit.

- Dang ky ho tich cho nguoi cao tuoi, dong bao dan toc thiéu so o cac xa co diéu kién kinh té - xa hoi dac biét kho khan.

30 Phan in nghiéng 1a noi dung thay doi.
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12.7. Tén miu don, miu to khai: T khai dang ky lai két hon kém theo Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ctia Bo
truong Bo Tu phap quy dinh chi tiét thi hanh mot sé diéu ctia Luat Ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cia
Chinh pha quy dinh chi tiét mot s6 diéu va bién phéap thi hanh Luat Ho tich.

12.8. Yéu céu, diéu kién thuwe hién tha tuc hanh chlnh

- Viéc két hon da duoc dang ky tai co quan c6 tham quyén cua Viét Nam trudc ngay 01/01/2016 nhung S6 ding ky két hon va ban
chinh Gidy chting nhan ket hon déu bi mat.

- Ca hai bén yéu cau dang ky két hon con séng vao thoi diém yéu cau dang ky lai két hon

12.9. Can ctr phap ly cia thi tuc hanh chinh:

- Diéu 7 Luat Ho tich ndm 2014;

- Piéu 8 Luat Hon nhan va gia dinh nam 2014;

- Piéu 2, 3, 40, 41, 42 Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ciia Chinh phti quy dinh chi tiét mot s6 dicu va bién phap
thi hanh Luat HO tich;

- Piéu 2, 3, 4 Thong tu so 04/2020/TT-BTP ngay 28/5/2020 ctia Bo truong Bo Tu phap quy dinh chi tiét thi hanh mot sd diéu
ctia Luat Ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cta Chinh phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh
Luat Ho tich;

- Khodn 3; Piém a, ¢ Khodn 4 Piéu 1 Nghi quyét sé 51/2021/NO-HPND ngay 17/8/2021 ciia Héi dong nhdn dan Tinh ban
hanh quy dinh mic thu, ché dg thu, ndp, quan 1y va sir dung 1é phi hé tich trén dia ban tinh Pong Thap, ¢é hiéu lyc tir ngay 01/9/2021.

12.10. Luu hd so (ISO):

Thanh phan ho so lvu B¢ phan luu trir Thoi gian luu
- Nhu muc 12.2;
- Két qua giai quyét TTHC hodc Vin ban tra 16i ciia don vi d6i voi ho so khong dap
ung yéu cau, dicu kién. Cong chirc Tu phap cap huyén

- H6 so tham dinh (néu co)

- Vin ban trinh co quan cap trén (néu c6) kho luru trit ctia Phong Tur phap cip

Céc biéu mau theo Khoan 1, Piéu 9, Thong tu sé 01/2018/TT-VPCP ngay 23 thang huyén
11 nam 2018 cua Bo truong, Chu nhiém Van phong Chinh phu quy dinh chi tiét mot y ,
sO diéu va bién phap thi hanh Nghi dinh sO 61/2018/ND-CP ngay 23 thang 4 nim B phan ticp nhan va tra ket qua
2018 cta Chinh phu vé thuc hién co ché mét cira, mot cira lién théng trong giai quyét
tha tuc hanh chinh.

Tir 01 ndm, sau d6 chuyén hd so dén
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~ Ghi cht: Tén thu tyc hanh chinh chuan hoa theo Quyét dinh s 2394/QD-BTP ngay 03 thang 12 nim 2020 ban hanh Danh muc
chuan hoa thua tuc hanh chinh thugc pham vi quan ly cua B Tu phap.
Stra d6i Phi, 1é phi; Can ctr phap ly cua thu tyc hanh chinh vé phi, 1& phi theo quy dinh tai Nghi quyét sb 51/2021/NQ-HPND
ngay 17/8/2021 cia Hoi dong nhan dan Tinh ban hanh quy dinh mirc thu, ché d6 thu, ndp, quan 1y va st dung 1€ phi ho tich trén dia
ban tinh Dong Thap, c6 hi¢u lyc tir ngay 01/9/2021.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

TO KHAI PANG KY LAI KET HON

Ho, chi dém, tén NGUOT YU CAUL .......ooovveeeeeceeeeceecee et
INOT CU T @

Pé nghi co quan ding Ky lai két hon theo ndi dung dwéi day:

Ho, chir d€m, teN CUA VO ......oooiiiiiiiiiice e
Ngay, thang, NAM SINN: .......c.ooiiiiiiieiiceee ettt et eae e
Dan tOC: .o, QUOC HICR: oo

SR B a T USSR

Ho, chit d8m, tén clia ChONE: .............c..cc.covevviieieeeeeeeeeee et
Ngay, thang, na8m SINI: ...
DAN OC: oo QUOC HIC: oo,

N OT U T et e e e e e et e et e e e e e e e e e ee e e ee e e ee e e e e e ee e e ee e e eaeeeraeaaans

......................................... NQay ........thaNg ........ . NEM.....ccooieiiiieiee e

Theo Gidy chting nhan két hon sé: ©.......................... ,Quyénsd: ®. ...

TOi cam doan nhitng ndi dung khai trén day la dang sy that va chiu trach nhiém trude phap
luat vé cam doan cua minh.

Lamtai: ........................ , NQAy ... thang ........ nam ...
Nguoi yéu cau
(Ky, ghi ré ho, chir dém, tén)
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Chd thich:

() Ghi 13 tén co quan dang ky lai két hon.

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

@ Ghi thong tin v& gidy to tuy than nhu: ho chiéu, chimg minh nhan dan hoac gidy t& hop 18
thay thé (vi du: Ching minh nhan dan s6 001089123 do Coéng an thanh phdé Ha Noi cap ngay
20/10/2004).

“) Ghi 13 tén co quan d3 dang ky két hon trude day.

®) Chi khai trong truong hop biét rd.

© P& nghi danh dau X vao 6 néu ¢ yéu ciu cip ban sao va ghi 15 s6 luong.






161

13. Thi tuc Ping ky lai khai tir ¢6 yéu té nwéc ngoai

13.1. Trinh tw, cach thic, thoi gian giai quyét thi tuc hanh chinh

TT

Trinh ty thyc hién

Cach thirc thuc hién

Thoi gian giai
quyét

Bwoc 1

Nop ho so thi tuc hanh
chinh:

1. Nop truc tiép qua Bo phan tiép nhan va tra két qua thudc Vin
phong Hoi ddng nhan dan va Uy ban nhan dan cp huyén .

2. Hodc thong qua dich vu buu chinh cong ich.

3. Hoic qua Cong dich vu cong Qudc gia (dichvucong.gov.vn),
Cong dich vy cong Tinh (dichvucong.dongthap.gov.vn)

- Sang: tr 07 gio
dén 11 gio 30
phat;

- Chiéu: tir 13 gio
30 dén 17 gio cua
cac ngay lam viéc.

Buworce 2

Tiép nhan va chuyén hd so
thu tuc hanh chinh

Doi v6i ho so duge ndp truc tiep qua Bo phan tiép nhan va tra két
qua hodc thong qua dich vu buu chinh cdng ich cong chic tiép
nhan ho so tai BO phan tiép nhan va tra két qua xem xét, kiém tra
tinh chinh xac, ddy du cta hd so; quét (scan) va luu trir hd so
dién tir, cap nhat vao co s¢ dit li¢u cua phﬁn mém mot ctra dién tir
cua Tinh.

a) Truong hop hd so chua ddy du, chua chinh xac theo quy dinh,
cong chure tiép nhan hd so phai huéng dan ca nhan bd sung, hoan
thién ho so theo quy dinh va néu rd 1y do theo mau Phiéu yéu cau
bo sung, hoan thién ho so;

b) Truong hop tir chéi nhan ho so, cong chirc tiép nhan hd so
phai néu rd 1y do theo mau Phiéu tir chéi giai quyét ho so thi tuc
hanh chinh;

¢) Truong hop hé so day du, chinh xac theo quy dinh cong chirc
tiép nhan ho so va lap Gidy tiép nhan ho so va hen ngay tra ket
qua; dong thoi, chuyén cho co quan c6 tham quyén dé giai quyét
theo quy trinh.

Chuyén ngay ho so
tiép nhén truc tiép
trong ngay lam
viéc (khong dé qua
0,5 ngay lam viéc)
hoic chuyén vao
dau gio ngay lam
viéc tiép theo dbi

voi  truong  hop
tiécp nhan sau 15
gi0 hang ngay.
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Buwoc 3

Giai quyét thi tuc hanh
chinh

Sau lghi nhén ho so thu tuc hanh chinh qtl‘l‘ Bo phép tiép nhan va
tra két qua Phong Tu phap xem xét, thdm dinh ho so, trinh phé
duyét két qua giai quyét thu tuc hanh chinh:

05 ngay lam viéc
néu thdng tin khai
tr day da va pho
hop; 10 ngay lam
viéc trong truong
hop phai tién hanh
xac minh, trong
do:

a) Néu thay thong tin khai tir dy da va phu hop

05 ngay, trong do:

1. Tiép nhan ho so (Bd phan TN&TKQ) 0,5 ngay
2. Giai quyét ho so, trong do: 4.5 ngay
+ Chuyén vién 02 ngay
+ Lanh dao phong Tu phap 01 ngay
+ Lanh dao Uy ban nhan dan cdp huyén 01 ngay
+ Van thu 0,5 ngay
b) Truong hop phai tién hanh xac minh 10 ngay, trong do
1. Tiép nhan ho so (Bd phan TN&TKQ) 01 ngay
2. Giai quyét ho so, trong do: 09 ngay
+ Chuyén vién 05 ngay
+ Lanh dao phong Tu phap 02 ngay
+ Lanh dao Uy ban nhdn ddn cap huyén 01 ngay

+ Van thw

01 ngay
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Cong chuc tiép nhan va tra két qua nhap vao s theo ddi ho so va
phé\n mém dién t thuc hién nhu sau:

- Théng béo cho c& nhan biét trudc qua tin nhan, thu dién tir, dién
thoai hodc qua mang xa hdi dugc cip c6 tham quyén cho phép
d6i v6i hd so giai quyét tha tuc hanh chinh trude thoi han quy
Tra két qua giai quyét thi | dinh.

Budc 4 tuc hanh chinh - Ca nhan nhan két qua giai quet thi tuc hanh chinh theo thoi
gian, dia dlem ghi trén Glay tiép nhan ho so va hen tra két qua
(xudt trinh gidy hen tra két qua). Cong churc tra két qua kiém tra
phiéu hen va yéu cau nguoi dén nhan két qua ky nhan vao so va
trao két qua.

- Trudng hop nhan két qua théng qua dich vu buu chinh cdng ich.
(d3ng ky theo hudng dan cua Buu dién) (néu cd)

- Sang: tu 07 gio
dén 11 gio 30
phat;

- Chiéu: tr 13 gio
30 dén 17 gio cua
cac ngay lam viéc.

13.2. Thanh phan, s6 lrong ho so

a) Thanh phan ho so

* Gidy to phai xuat trinh:

- HO6 chiéu hodc chirmg minh nhan dan hodc thé cin cudc cong dan hodc cac gidy t khac co dan anh va thong tin ca nhan do co
quan c6 tham quyén cap, con gia tri st dung d€ ching minh vé nhan than ctia nguoi ¢6 yéu cau dang ky lai khai tur.

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

* Gidy tO phai nop:

- T khai dang ky lai khai tir theo mau;

- Ban sao Giay chung tu trude day duoc cap hop 1€. Néu khong c¢6 ban sao Gidy chung tir trudc day dugc cap hop 1€ thi ndp ban
sao ho so, gidy to lién quan c6 ndi dung chimg minh sy kién chét.

- Van ban uy quyén theo quy dinh cua phap luat trong truong hop uy quyén thyc hién dang ky lai khai tir. Truong hop nguoi
dugc iy quyén la 6ng, ba, cha, me, con, vo, chong, anh, chi, em rudt ciia nguoi iy quyén thi van ban iy quyén khong phai ching thyc.
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*Luuy:

+ Truong hop nguoi yéu cau nop gidy to 12 ban sao dugc cap tur s6 gbc hodc ban sao duoc chung thue tir ban chinh thi ngudi tlep
nhan hd so khong dugc yéu cau XUt trinh ban chinh; néu nguoi yéu cau chi nop ban chup va xudt trinh ban chinh thi nguoi tiép nhan hd
50 kiém tra, ddi chiéu ban chup voi ]aan chinh va ky vao ban chyp xac nhan vé viéc da ddi chiéu noi dung glay to do, khong duoc yéu
cau nguoi di dang Ky ndp ban sao giay to do.

+ Do6i  véi gidy to xuat trinh khi ding ky ho tich, ngudi tip nhdn  c6  trach
nhiém kiém tra, d{)i chi€u voi thong tin trong to kl}ai, chup lai hoac ghi lai thong tin dé luu trong ho so va tra lai cho ngudi xuat trinh,
khong duoc yéu cau nop ban sao hodc ban chuyp giay to do.

+ Gidy to do co quan c6 thAm quyén cta nudc ngoai cap, cong ching hodc xac nhan dé sir dung cho viéc dang ky ho tich tai Viét
Nam phai dugc hop phap hoa lanh sy, trir truong hop dugc mién theo diéu udc qudc té ma Viet Nam 1a thanh vién; gidy to bang tiéng
nudc ngoai phai duoc dich ra tiéng Viét va cong ching ban dich hodc ching thuc chit ky ngudi dich theo quy dinh ctia phéap luat.

‘ + Nguoi tiép nhan co trach nhiém tiép nhan ding, di ho so ding ky ho tich theo quy dinh cua phép luat ho tich, khong duoc yéu
cau nguoi dang ky ho tich nop thém gidy t& ma phap luat hd tich khong quy dinh phai ndp.

b) S6 lwong ho so: 01 bd

13.3. P6i twong thue hién thi tuc hanh chinh: C4 nhan

13.4. Co quan giai quyét thi tuc hanh chinh:

Co quan c6 thim quyén quyét dinh:

- Uy ban nhén dan cap huyén noi ding ky khai tir cho ngudi nudc ngoai cong dan Viét Nam dinh cu tai nude ngoai trude day
thuc hién viéc dang ky lai khai tir;

- Trudng hop viée dang ky khai tir true day thyuc hién tai Uy ban nhan dan cip x4 thi Uy ban nhan dan cap huyén cap trén thyc hién
dang ky lai khai tir; q

- Truong hop viéc dang ky khai tur trudc day thuc hién tai Uy ban nhan dan cap tinh hodc S& Tu phap thi Uy ban nhan dan cap
huyén noi co tru s¢ hién nay ciia S& Tu phap thuc hién dang Ky lai khai tir.

Co quan thyuc hién tha tuc hanh chinh:

Phong Tu phap cap huyén tiép nhan hd so va tham muu Chi tich Uy ban nhan dan cip huyén xem xét, quyét dinh.
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Co quan phdi hep: Khéng.

13.5. Két qua thuc hién thi tuc hanh chinh: Trich luc khai tir (ban chinh)

13.6. Phi, 1& phi: 50.000 dong/triwong hop

Mién thu 1é phi d6i véi:

- Pang ky hé tich cho ngueoi thuée gia dinh cé cong véi cach mang; ngueoi thude hd nghéo, nguwoi khuyét tat.

- Dang ky ho tich cho tré em, nguoi cao tuoi, déng bao dan téc thiéu sé ¢ cac xa cé diéu kién kinh té - xd hoi dic biét khé khan.
13.7. Tén miu don, miu to khai: T khai ding ky lai khai tir kém theo Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cuia Bo

truong BO Tu phap quy dinh chi tiét thi hanh mot s diéu cua Luat Ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cia
Chinh pha quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich.

13.8. Yéu cau, diéu kién thwc hién thi tuc hanh chinh: Vige khai tir ctia cong dan Viét Nam dinh cu ¢ nudce ngoai hoac cua
ngudi nude ngoai da déng ky tai co quan c6 thAm quyén cua Viét Nam trude ngay 01/01/2016 nhung S6 dang ky khai tu va ban chinh
Giay chung tir déu bi mat.

13.9. Cin cwr phap ly ciaa thu tuc hanh chinh:

- Diéu 7, 9 Luét Ho tich nam 2014;

- Diéu 2, 3, 40, 41, 42 Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét mot sé diéu va bién phap
thi hanh Luat ho tich;

- Diéu 2, 3, 4 Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ciia Bo truéng Bé Tu phap quy dinh chi tiét thi hanh mot sé diéu
ctia Luat Ho tich va Nghi dinh s 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phii quy dinh chi tiét mot sé diéu va bién phap thi hanh
Luat Ho tich;

- Khodn 3; Piém a, ¢ Khodn 4 Piéu 1 Nghi quyét s6 51/2021INQ-HPND ngay 17/8/2021 ciia Héi dong nhdn dan Tinh ban
hanh quy dinh mic thu, ché dg thu, ndp, qudn 1y va sir dung 1é phi hé tich trén dia ban tinh Pong Thap, ¢é hiéu lyc tir ngay 01/9/2021.

13.10. Luu hd so (ISO):

Thanh phén hd so luu B¢ phan luu trir Thoi gian luu
- Nhu muye 13.2; ’ ‘ Cong chirc Tu phép cap Tt 01 nam, sau do chuyén ho
- K&t qua giai quyét TTHC hodc Van ban tra 161 cua don vi d61 voi ho so huyén so dén kho luu trit cua Phong
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khong dap tmg yéu cau, diéu kién. Tu phép cip huyén
- H6 so tham dinh (néu ¢0)
- Van ban trinh co quan cap trén (n€u c0)

Cé4c biéu mau theo Khoan 1, Piéu 9, Thong tu s6 01/2018/TT-VPCP
ngay 23 thang 11 ndm 2018 cia BJ truong, Chu nhiém Van phong Chinh
pha quy dinh chi tiét mot sd didu va bién phap thi hanh Nghi dinh s6
61/2018/ND-CP ngay 23 thang 4 nim 2018 cta Chinh pht vé thuc hién
co ché mot ctra, mot cira lién théng trong giai quyét thi tuc hanh chinh.

B6 phan tiép nhan va tra két
qua

~ Ghi chu: Tén thu tyc hanh chinh chuan hoa theo Quyét dinh s6 2394/QD-BTP ngay 03 thang 12 nam 2020 ban hanh Danh muc
chuan hoéa thu tuc hanh chinh thuoc pham vi quan ly cua B Tu phap.
Stra doi Phi, 1¢ phi; Can cir phap 1y ciia thu tuc hanh chinh vé phi, 1& phi theo quy dinh tai Nghi quyét s 51/2021/NQ-HDND
ngay 17/8/2021 cua Hoi dong nhan dén Tinh ban hanh quy dinh murc thu, ché do thu, ndp, quan 1y va st dung 1€ phi hd tich trén dia
ban tinh Dong Thap, cé hi¢u luc tir ngay 01/9/2021.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY LAI KHAI TU

Quan hé VOT NEUOT QA CREE: ...,
Pé nghi co quan ding Ky lai khai tir cho ngudi c6 tén dwéi day:

HO, Chit A€M, T8IZ ....coiiiiieiiii et e e e e rae s
Ngay, thang, NAM STNN: ....c.oooiiiiiiii e
GiGi tinh: e, DAN OC: v eeeeen, QUABC HICN: oo

NGUYEN NIAN CRELE ™) ettt ettt oo

D3 ding ky khai tirtai: © ngay ... thang ......... nim ...

Gidy chimg ti/Trich luc khai tirsé: © ... ,quyénso: ®

T61 cam doan nhitng ndi dung khai trén day la ding su that va chiu trach nhi¢m trude phap
luat vé cam doan ciia minh.

Lam t@i: ..., ,ngay ... thang ....... nam......
Ngwoi yéu cau
(Ky, ghi ré ho, chir dém, tén)

D;é nghi cip ban sao™: C6 , Khéng
SO lugng:....... ban
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Chu thich:

() Ghi 6 tén co quan dang ky lai khai tu.

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

®) Ghi thong tin vé gidy to tly than nhu: ho chiéu, chimg minh nhan dan hoic gidy to hop 16

thay thé (vi du: Chirng minh nhan dan sé 001089123 do Céng an thanh phd Ha Noi cip ngay
20/10/2004).

™ Trudng hop chua x4c dinh duoc thi dé trong.

®) Ghi 6 tén co quan di ding ky khai tir trudc day.

®) Chi khai trong truong hop biét rd.

) Pé nghi danh ddu X vao 6 néu cd yéu cau cip ban sao va ghi 1o sb lugng.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poclap - Tw do - Hanh phic

...‘..(31)

Sb: (32) JTLKT . ,ngay.....thang ...nam ........
TRiICH LUC KHAI TU
HOQ, CRTE AEIM, TEIY. ...
Ngay, thang, nam SINN: ... e
Gi6itinh: ... DANOC: oooooooovvooeoeoec s QUOC HCR: oo,
SO dinh danh cA AN e
GHAY 1 TUY TNAN st
Pa chét vao 10c....... IO PRUL, NQAY ..o ghi bang chit:
INOT CREE:
Gidy bao tir/Gidy to thay thé Gidy BA0 T SO ..o A0
..................................................................................................................... CAP NZAY .o
Ho, chir dém, tén nguwdi di Khai tUr: ...
GHAY 1O TUY THANT o
NGUOI KY TRiCH LUC

(1 Ghi tén co quan cap Trich luc khai tir (ghi du céc cip hanh chinh).
32 Ghi theo S0 trong S6 dang ky khai ti.
©) Chi ghi trong trudng hop da duoc cap SO dinh danh c4 nhan.
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(Ky, ghi ro ho, chit dém, tén, chirc vu, dong dcfu)
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PHAN GHI CHU NHUNG THONG TIN THAY DOI SAU NAY

S6
TT

Ngay, thang, nam
ghi cha

'N9i dung ghi chu
(dong dau vao ngi dung da ghi chu)

Cin cwr ghi chu

Ho, chir dém, tén, chir ky
cua nguwoi thuc hién ghi cha




172

14. Thi tuc Cép ban sao trich luc hd tich
14.1. Trinh tw, cach thirc, thoi gian giai quyét thii tuc hanh chinh

TT

Trinh ty thyc hién

Cach thirc thuce hién

Thoi gian giai
quyét

Buoc 1

Nop hé so thi tuc hanh
chinh:

1. Nop truc tiép qua Bo phén tiép nhan va tra két qua thudc Vin
phong Hoi dong nhan dan va Uy ban nhan dan cap huyén .

2. Hodc thong qua dich vu buu chinh céng ich.

3. Hodc qua Cong dich vu céng Quéc gia (dichvucong.gov.vn),
Cong dich vu cong Tinh (dichvucong.dongthap.gov.vn)

- Sang: tur 07 gio
dén 11 gio 30
phat;

- Chiéu: tir 13 gio
30 dén 17 gio cua
cac ngay lam viéc.

Budc 2

Tiép nhin va chuyén ho so
tha tuc hanh chinh

Poi v6i ho so duoc ndp truc tiép qua Bo phan tiép nhan va tra két
qua hodc thong qua dich vu buu chinh cong ich céng chuc tiép
nhan ho so tai B6 phan tlep nhan va tra két qua xem xét, kiém tra
tinh chinh xéc, day du caa ho so; quét (scan) va luu trir hd so dién
tir, cap nhat vao co so dit liéu ctia phan mém mot ctra dién tir cla
Tinh.

a) Truong hgp ho so chua day du, chua chinh xac theo quy dinh,
cong chirc tiép nhan ho so phai huéng dan ca nhan bd sung, hoan
thién ho so theo quy dinh va néu 6 1y do theo mau Phiéu yéu cau
bo sung, hoan thién ho so;

b) Trudng hop tir chdi nhan hd so, cong chie tiép nhan ho so phai
néu rd 1y do theo mau Phiéu tir chdi giai quyét ho so thi tuc hanh
chinh;

¢) Truong hop ho so day du, chinh xac theo quy dinh cong churc
tiép nhan hod so va lap Gidy tiép nhan ho so va hen ngay tra ket
qua; dong thoi, chuyén cho co quan c¢6 thim quyén dé giai quyét
theo quy trinh.

Chuyén ngay hd so
tiép nhan truc tiép
trong ngay lam
viée (khong dé qua
01 gio lam viéc)
hodc chuyén vao
dau gid ngay lam
viéc tiép theo dodi
v4i truong hop tiép
nhan sau 15 gio
hang ngay.
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Sau khi nhan hd so thu tuc hanh chinh tir B§ phén tiép nhan va tra 01 ngay lam viée
két qua Phong Tu phap xem xét, thdm dinh ho so, trinh phé duyét trong do: "
két qua giai quyét thu tuc hanh chinh: )
el . 1. Tiép nhan ho so (Bd phan TN&TKQ) 01 gio
Bwéc 3 Giai quyecthtl,lrl]lrl] tuc hanh 5 "5 quyét ho so, trong do: 07 gio
+ Chuyén vién 02 gio
+ Lanh dao phong Tu phap 02 gio
+ Lanh dao Uy ban nhan déan cdp huyén 02 gio
+ Van thu 01 gio
Cong chirc tiép nhan va tra két qua nhap vao so theo doi ho so va
phén mém dién ti thuc hién nhu sau:
- Théng béo cho ca nhan biét truéc qua tin nhan, thu dién tir, dién
thoai hodc qua mang x4 hoi duoc cip c6 thim quyén cho phép d6i | - Sang: tir 07 gid
Tra két qui eidi quvét thi v6i ho so giai quyét thu tuc hanh chinh trude thoi han quy dinh. dér] 11 gio 30
Buéc 4 tucqhs?u;gh chqinill - C4 nhan nhan két qua giai quyet thu tuc hanh chinh theo thoi phut;_‘ _
: gian, dia d1em ghi trén Glay tiép nhan hd so va hen tra két qua | - Chiéu: tir 13 gio
(xuat trinh gidy hen tra két qua). Cong chirc tra két qua klem tra | 30 dén 17 gio cua
phiéu hen va yéu cau ngudi dén nhan két qua ky nhan vao so va | cac ngay lam viéc.
trao két qua.
- Trudng hop nhan két qua thdng qua dich vu buu chinh cong ich.
(d¢ang ky theo hudng dan ctia Buu dién) (néu co)

14.2. Thanh phan, so lwong ho so

a) Thanh phan ho so

* Gidy to phai xuét trinh:

- HO chiéu‘ hodc ching minh nhan dan hodc the can cudc cong dan hodc cac gidy to khac ¢ dan anh va thong tin ca nhan do co
quan c6 tham quyén cap, con gia tri sit dung dé chirng minh vé nhan than ctia nguoi c6 yéu cau cap ban sao trich luc ho tich.
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- Trudng hop giri hd so qua hé thdng buu chinh thi phai giri kém theo ban sao c6 chimg thuc gidy to phai xuét trinh néu trén.

* Gidy to phai nop

- To khai cap ban sao trich luc h¢ tich theo mau dbi voi trudng hop ngudi yéu cau 1a ca nhén

- Van ban yéu cau cap ban sao trich luc h¢ tich néu 1 ly do trong trudng hop ngudi yéu cau la co quan, t6 churc.

- Van ban uy quyén theo quy dinh cua phap luat trong truong hop uy quyén thuc hién yéu cau cap ban sao trich lyc ho tich.

Truong hop nguoi duoc Gy quyén 1a 6ng, ba, cha, me, con, vo, chdng, anh, chi, em rudt cia nguoi y quyén thi van ban uy quyén khdng
phai ching thye.

*Luuy:

+ Truong hop nguoi yéu cau nop gidy to 12 ban sao duoc cap tir s6 gbc hodc ban sao dugc ching thuc tir ban chinh thi nguoi tlep
nhan ho so khong dugc yéu cau xudt trinh ban chinh; néu nguoi yéu cau chi ndp ban chyp va xuét trinh ban chinh thi nguoi tiép nhan ho
so kiém tra, ddi chiéu ban chup véi ban chinh va ky vao ban chup xac nhan ve viéc da ddi chiéu noi dung glay to do, khong dugc yéu
cau ngudi di ding ky ndp ban sao gidy to do.

+ Truong hop phap luat quy dinh xuat trinh gidy to khi dang ky ho tich, nguoi tiép nhén c6 trach nhiém kiém tra gidy to xuét
trinh, dbi chiéu véi thong tin trong T khai va tra lai cho nguoi xuat trinh, khong duoc yéu cau nguoi dang ky ho tich ngp thém ban sao
gidy to d6. Nguoi tiép nhan co thé chup 01 ban giy to xuat trinh hodc ghi lai théng tin ciia gidy td xuat trinh dé luu ho so.

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

b) S6 lwong ho so: 01 bd

14.3. Poi twong thwe hién thii tuc hanh chinh: Ca nhan, co quan, to chirc

14.4. Co quan giai quyét thi tuc hanh chinh: Uy ban nhan dan cdp huyén (co quan quan Iy co sé dit liéu ho tich)
14.5. Két qua thyc hién thi tuc hanh chinh: Ban sao trich luc ho tich, nudi con nuéi

14.6. Phi, 1¢ phi: 8.000 déng/ban sao Trich luc/su kién ho tich da dang ky

Mién thu 1é phi d6i véi:

- Pang ky ho tich cho nguoi thudce gia dinh c6 cong véi cach mang; nguoi thude ho ngheo, nguoi khuyét tat.
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- Bang ky ho tich cho tré em, ngudi cao tudi, déng bao dan tdc thiéu sd & cac xa co diéu kién kinh té - x3 hoi dic biét kho khan.

14.7. Tén miu don, mau to khai: To khai cap ban sao trich luc h¢ tich kém theo Thong tu §6 04/2020/TT-BTP ngay 28/5/2020
cua Bo truong Bo Tu phéap quy dinh ghi ‘giét thi hanh mét s6 diéu cua Luat Ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015
cua Chinh phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich.

14.8. Yéu ciu, diéu kién thwce hién thii tuc hanh chinh: Khéng.

14.9. Cian cwr phap ly caa tha tuc hanh chinh:

- Diéu 57,62, 63 Luat HO tich nam 2014; , o

- biéu 2 Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mét so di€u va bién phap thi hanh Luat
Ho tich;

Diéu 2, 3, 23 Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo truong Bo Tu phap quy dinh chi tiét thi hanh mot s6 diéu cia
Luat Ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat
Ho tich;

- Khoan 1 Piéu 3 Théng tw so 10/2020/TT-BTP ngay 28 thang 12 ndm 2020 ciia BY trudng Bé T phdp vé viéc ban hanh, hirdng
dan viéc ghi chép, sir dung, qudn Iy va lwu triv s6, mau gidy to, ho so nudi con nudi;

- Piém c khodn 2 Diéu 5 Théng tw s6 85/2019/TT-BTC ngay 29/11/2019 ciia BY truong Bé Tai chinh hudng dan vé phi va 1¢ phi
thudc tham quyén quyét dinh cia Héi dong nhdn dan tinh, thanh phé thudc trung wong;

- Piéu 4 Théong twr s6 281/2016/TT-BTC ngay 14/11/2016 ciia B Tai chinh quy dinh mitc thu, ché do thu, ndp, quan Iy va sir dung
phi khai thdc, sir dung théng tin trong Co s¢ dir liéu hé tich, phi xdc nhdn c¢é quoc tich Viét Nam, phi xdc nhdn la nguoi goc Viét Nam,
1é phi quoc tich.

14.10. Luu hd so (ISO):

Thanh phéan ho so hru B¢ phan luu trir Thaoi gian luu
- Nhu muc 14.2; Cone chite Tu phép i Tur 01 nam, sau do chuyén ho
- Két qua gidi quyét TTHC hodc Vin ban tra 1oi cia don vi di voi hd so & huyénp PP 1 5 dén kho luu trit ctia Phong

khong dap ung yéu cau, diéu kién. Tu phép cap huyén



http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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- H6 so tham dinh (néu ¢0)
- Vén ban trinh co quan cap trén (néu co)

Céac biéu miu theo Khoan 1, Piéu 9, Thong tu sé 01/2018/TT-VPCP
ngay 23 thang 11 nam 2018 ctua Bo truong, Chu nhiém Van phong Chinh | g4 phan tiép nhan va tra két
phu quy dinh chi ti€t mét sO di€u va bién phap thi hanh Nghi dinh s0 7 qué.
61/2018/ND-CP ngay 23 thang 4 ndm 2018 cta Chinh phu vé thyc hién co
ché mot cira, mot ctra lién thong trong giai quyét thu tuc hanh chinh.

Ghi chu: Tén thu tuc hanh chinh chuan hoa theo Quyét dinh s6 2394/QD-BTP ngay 03 thang 12 nim 2020 ban hanh Danh muc
chuan hoa tha tuc hanh chinh thudc pham vi quan 1y ctia Bo Tu phap.

Stra d6i Phi, 1& phi; Can clr phap 1y cua thi tuc hanh chinh vé phi, 1é phi theo quy dinh tai Nghi quyét s 51/2021/NQ-HPDND
ngay 17/8/2021 cua Hoi d@)ng nhan dan Tinh ban hanh quy dinh muc thu, ché do thu, ndp, quan ly va stir dung 1¢ phi ho tich trén dia ban
tinh Pong Thap, c6 hiéu luc tir ngay 01/9/2021.

B6 sung Két qua thyc hién thi tuc hanh chinh, Cin ¢t phap 1y cta tha tuc hanh chinh vé nudi con nudi theo quy dinh tai Thong
tu s 10/2020/TT-BTP ngay 28 thang 12 nim 2020 ctia Bo trudng Bd Tu phap.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

TO KHAI
CAP BAN SAO TRICH LUC HQ TICH

Kinh glri: M ..o

Quan h¢ v6i nguoi dugce cép ban sao Trich luc hQ tich: .....ccccevviiiiii,
DPé nghi co quan cip ban sao trich THE® ..........c.cccoooiiiiiieeeeee e

cho nguoi cO tén dwoi day:

HQ, chit A€, t8IN:.......oiiiiii e e
Ngay, thang, NAM STNN:.....c..oooiiiiiiii e e e eree e e
Giditinh: ..o Dan toc: ..ooovvviiieiiieeeien, QUAC HHCN: e,
P 10 a5 1 EL R
GIAY tO 1Y thANT B) L.ttt
S6 dinh danh ca NhAN (NEU COY:.nvrvnieeeeieeeeeeeeee e
DA dAng KY tai: ©.oiviiiiicicccc s
NgAY ..ocewee. thang ........... nam .............. SO.eeuveerreenieenn. QUYEN SO: weeeveeieieeieeeee,
S6 lugng ban sao yéu cau cap:...................... ban®

To61 cam doan nhitng ndi dung khai trén day la ding su that va chiu trach nhiém trudc phap
lut vé cam doan ctia minh

Lam tai: ngay ....... thang ..... nam ......
Nguoi yéu cau
(ky va ghi ré ho, chit dém, tén)

Chd thich:
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(1) Ghi tén co quan dé nghi thuc hién viéc cép ban sao Trich luc ho tich.

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

®) Ghi thong tin vé gidy to tiy than cta ngudi di dang ky, ghi rd s, co quan cap, ngay cip
hé chiéu, chimg minh nhan dan hodc gidy to hop 1¢ thay thé

Vi du: Chimg minh nhin dan s6 001089123 do Céng an thanh phé Ha Noi cip ngiy
20/10/2004.

*) Ghi 15 loai viéc ho tich da dang ky truoc day, nay dé nghi cép ban sao Trich luc ho tich.

®) Ghi 16 tén co quan di dang ky ho tich trudc day.

Vidu: Uy ban nhan dan phuong Pi¢n Bién, quan Ba Dinh, thanh phé Ha Noi.

Uy ban nhan dan quan Hoan Kiém, thanh phé Ha Noi
S¢ Tu phép tinh Hoa Binh
®) Ghi 15 sb lugng ban sao dé nghi cép.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

(D)

S6: @ JITLKH-BS ... ngay....thang ....ndm .......

TRICH LUC KET HON
(BAN SAO)

Ho, chir dém, tén vo: ............................. Ho, chir dém, tén chdng: ..........................

Ngay, thang, nam sinh: ............................. Ngay,thang, namsinh: ... ...

Dantoc: ... DANTOCT

QUAC N oo QUOC HCR e,

NOiCUtrU: oo NOT CU TS o

Gidy t& thy thAn: ... GIAY O 10y thAN: e,

NGUOI KY TRICH LUYC ,
(Ky, ghi 6 ho, chir dém, tén, chirc vu, dong dau)
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Chd thich:
@ Ghi tén co quan thuc hién viéc cap ban sao Trich luc két hon (ghi di cac cap hanh
chinh).
@ Ghi theo s,6' trong So cép ban sao Trich luc ho tich cia co quan thyc hi¢n viéc cép
ban sao Trich luc két hon.
) Ghi 13 tén co quan da thyc hién viéc dang ky két hon.
® - Truong hop dang ky lai két hon; dang ky hon nhan thyc € theo quy dinh tai
khoan 2 Diéu 44 cua Nghi dinh s6 123/2015/ND-CP; coéng nhén viéc két hon theo quy
dinh tai Biéu 11 Luat hon nhan va gia dinh; thyc hién lai viéc dang ky két hon theo quy
dinh tai Diéu 13 cua Luat hon nhén va gia dinh thi ghi rd tai muc nay va ghi rd ngay xac lap
quan hé hon nhan.
Vi du: Pang ky lai két hon, quan hé hon nhan duogc xac lap tir ngay 01/5/1998
Ping ky hon nhan thuc té theo quy dinh tai khoan 2 Diéu 44 ciia Nghi dinh s6
123/2015/ND-CP, quan hé hon nhan dugc xac lap tir ngay 01/5/1985
Quan hé hon nhan duogc cong nhan tir ngdy ..... theo Ban an/Quyét dinh sb ...
ngay .......... cutaTAND .............
Thyc hién lai viéc dang ky két hon theo quy dinh tai Piéu 13 cta Luat hon nhan
va gia dinh, quan h¢ hon nhan dugc Xac 1ap tr ngay 01/5/2015.
- Truong hop da ly hon/ghi vao S6 ho tich viée ly hon cling can ghi 10 tai myc nay.
Vi dy: D ly hon/ghi vao S6 ho tich viéc ly hon theo Ban an/Quyét dinh/Trich luc ghi
cha ly hon s6........cap ngay...... thang.......nam........
®) Tuy theo cach thirc thuc hién, ghi rd cin cir cdp ban sao tir: S6 diang ky két hon
hoac Co so dir li€u ho tich dién tu.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poclap - Tw do - Hanh phic

@
S6: @ ITLKT-BS vy NOAY... .th&NG .. .ndm ...
TRICH LUC KHAI TU
(BAN SAO)
HQ, CRTF AE@IM, TRIN: ...
Ngay, thANg, NAM SN ..ot
Gioitinh: ... Dan tOC: ..o QUOBEC HCH: s
SO NN AANN CA TAIN e
GHAY 1O EUY THAN oottt
DA chét vao 10C......e. <3 T A pPhat, NQAY ..o ghi bang chit:
L (T 2,
Da duge ding ky khai tl tai: @)
SO e NQAY. ..o thang ... NAM
Thuwe hién trich luc tlr: B e

NGUOI KY TRICH LUC
(Ky, ghi ré ho, chit dém, tén, chirc vu, déng dau)
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Chu thich:

(1) Ghi tén co quan thuc hién viéc cdp ban sao Trich luc khai tir (ghi du cac cAp hanh
chinh).

(@) Ghi theo sb trong SO cép ban sao Trich luc hd tich ctia co quan thyc hién viéc cép
ban sao Trich luc khai tir.

®) Ghi tén co quan dang Ky khai tir, s, ngdy thang nim ding ky.

) Tuy theo cach thirc thuc hién, ghi rd cin ctr cap ban sao tir: S6 diang ky khai tir
hoac Co so dir liéu ho tich dién tur.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Déc 1ap - Tw do - Hanh phuc

.“.(1)

S6:@ JITLGH-BS .. ,NQay.....thang .. .ndm ...

TRICH LUC PANG KY GIAM HO

(BAN SAO)

Nguwoi giam ho:

| QT 4 L1 (35 TR 1< o OO
Ngay, thANE, NEM SINN: ...
Giottinh:..oo Dan toc:......i QUBC HICH: s
GHAY 1O Y TNAN ettt
INOT CU ETULE s
Nguwoi dwoc giam h§:

L L0 TR e] 010 4 13 s VA 1
Ngay, thANE, NAM SINN: ...
Gioi tinh:.oo Dan tocC:.......oo.. QUOBEC HICR: o
Gidy Khai SINN/GIAY 0 tUY ThAN: ...ttt
B 16 115 1 U
DA dang ky gidm ho tai:®) e
T S NQAY........cccoo...... thang ... NAM .o
Thure hi@n trich TUe 6004 ettt

NGUOI KY TRICH LYC ,
(Ky, ghi r6 ho, chir dém, tén, chirc vu, dong dau)
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Chd thich:

(1) Ghi tén co quan cép ban sao Trich luc ding ky giam ho (ghi du cac cdp hanh
chinh).

@ Ghi theo s6 trong SO cip ban sao Trich luc ho tich ctia co quan cip ban sao Trich
luc ho tich.

®) Ghi 13 tén co quan di dang ky giam ho, s, ngay thang nim ding ky.

) Tuy theo cach thirc thyc hién, ghi rd cin clr cip ban sao tir: SO dang ky gidm ho
hoac Co so dir liéu ho tich dién tu.
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CONG HOA XA HOI CHU NGHIA VIET NAM

Déc 1ap - Tu do - Hanh phic

.“.(1)
S6:®  JTLCDGH-BS = ,ngay.......thang......nam ...
TRICH LYC
DPANG KY CHAM DUT GIAM HQ
(BAN SAO)

Nguwoi giam ho:

| (] 4 11 6 (=] . 1R (o
Ngay, thANE, NAM SINN: .
Giottinh: .o Dan tocC: ... Quéc tICH:
GHAY 10 EY TANT s
Ngudi dwge giam ho:

L L0 TR e] 010« 13 s VA 1 A
NgAY, thANE, NAM STNN: ..ot
GIGT NN DAN tOC: oo QUOBC HCH:
GiAy Khai SINI/GIAY t0 TUY thAI: .ttt
Dang ky giam ho tai: @) e
......................................................................................... SO..cvvmerrimiererineee NGAY e tNANG e AL
D3 dang ky cham dirt gidm ho, 86 ... ngay ... thang............ NAM...co e
Thure hi€n trich TUe T @ s

NGUOI KY TRICH LUC

(Ky, ghi ré ho, chit dém, tén, chirc vu, déng dau)
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Chd thich:

() Ghi tén co quan cap ban sao Trich luc ding ky chdm dirt giam ho (ghi di cac cap
hanh chinh).

(@ Ghi theo sd trong SO cép ban sao Trich luc hd tich ctia co quan thyc hién viéc cép
ban sao Trich lyc ding ky cham dirt giam ho.

© Ghi rd tén co quan ding ky gidm ho trude day (so ngay thang nam dang ky).

) Tuy theo cach thirc thuc hién, ghi rd cin ctr cAp ban sao tir: S6 ding ky chdm dit
giam ho hodc Co s¢ dir liéu ho tich dién tu.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poclap - Tw do - Hanh phic

ceee (1)
S6: @ /TLCMC-BS ... , NQAY........thang ... ném ...
TRICH LUC PANG KY NHAN ... @
(BAN SAO)

X4c nhan diang ky viécnhan ... ©) giira:

Ho, chilt @&m, tEN CRA/MNIC: ... oo
Ngay, thANE, NAM SN ...t
Gioitinh: ... Dan toc: ..o, QUOBC HCH: o
GHAY 1O EY THANT e
DS 01 O
Va

HO, ChUt Q@M T8I COM. ...oooo e
Ngay, thANE, NAM SINN: ...
Giditinh:.o Dan tocC: ... Quéc tICH:
Gidy khai SINh/GIAY 10 1Y tAN ...
INOT CU ETULE s
D3 ding ky nhan........ Al ) e
........................................................................................................................... sO NQAY o
Thure hién trich Tue 608 O et

NGUOI KY TRICH LUC ,
(Ky, ghi r6 ho, Chir dém, tén, chirc vu, dong dau)
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(1) Ghi tén co quan cp ban sao Trich luc (ghi du cac cip hanh chinh).

@ Ghi theo s6 trong S6 cap ban sao Trich luc ho tich ctia co quan ding ky ho tich.

@ Ghi ro viéc dang ky nhéan: cha, con hodac me, con tuy theo ding ky viéc cha nhan
con/con nhan cha hoac me nhan con/con nhan me.

) Ghi tén co quan, sb, ngdy thang nim dang ky nhan cha, con hoic me, con.

®) Tuy theo cach thirc thuc hién, ghi rd cin cir cip ban sao tir: S6 ding ky nhan cha,
me, con hoac Co s& dir li€u ho tich dién tu.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phic

(1)

$6:® JTLGCKS-BS ... , ngdy.....thang ... ..nam ..........

~ TRICH LUC
GHI VAO SO HOQ TICH VIEC KHAI SINH
(BAN SAO)

Ho, chit A8, T8N

Ngay, thang, nam sinh: ...............c.coooeeennn. i BANG CATE: ..

Gii tinh: ..o DANTOC: e eendQUOC HCRE o

INOTL SINN: <o

QUE UAN: e

S dinh danh cA nhAN: ..o

Ho, chit dém, ten M@WOT MIE: ...
Namsinh: ... Dantoc: ......c.ocovoveeeeie QUOC HCR: oo,
NOT CU UL e

Ho, chit dém, ten nguwoi Cha: ...
Namsinh: ... Dantoc: ......ccoooveeeoi QUOCHCN: oo,

N OT U UL e e e e e,

NGUOI KY TRICH LYC ,
(Ky, ghi 76 ho, chit dém, tén, chirc vu, dong dau)
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Chd thich:

(1) Ghi tén co quan cp ban sao Trich luc ghi vao S6 ho tich viéc khai sinh (ghi di cac cip
hanh chinh).

@ Ghi theo s trong SO cép ban sao Trich luc ho tich cua co quan thuc hién viéc cép ban
sao ghi vao S6 ho tich viéc khai sinh.

®) Ghi tén co quan d3 thyc hién ghi vao s6 ho tich viéc khai sinh, sé dang ky, ngay, thang,
nam thyc hién ghi vao S6 dang ky khai sinh.

Vi du: Uy ban nhin dan quan Ha Dong, thanh phd Ha Noi, s6 05, ngay 11/02/2020.

) Tuy theo cach thirc thyc hién, ghi 16 cin clr cap ban sao Trich luc tir: S6 dang ky khai
sinh hoac Co s& dir 1iéu ho tich dién tur.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phic

.‘..(1)

TRICH LUC

(BAN SAO)

Xac nhan:

| (0T 4 L1 (35 TR 1< o OO
Ngay, thang, NAM SN ..ot
Gi6i tinh: ..o DAN OC: oo QUOC HICR:

GHAY 10 EY TANT oo

NGUOI KY TRICH LUC ,
(Ky, ghi r6 ho, chir dém, tén, chirc vu, dong dau)
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Chu thich:

() Ghi tén co quan cap ban sao Trich luc ho tich (ghi du cac cAp hanh chinh).

@ Ghi t’he(,) ) trong SO cép ban 520 Trich luc hc} tich ctia co quan cép ban sao trich
luc, ghi chit viét tat loai viéc da giai quyét trong thuc te.

Vi dy: 0O1/TLTDHT-BS hoac 02/TLCCHT-BS hoac 05/TLXDPLDT-BS

®) Ghi theo loai viéc thyuc té giai quyét: thay doi ho tich; cai chinh ho tich; bd sung
thong tin hd tich; xac dinh lai dan toc.

®) Ghi theo ngi dung da dang ky: thay ddi ho/chit dém/tén; cai chinh ho, chit dém,
tén, ndm sinh; b6 sung dan tdc, ndm sinh cua ngudi cha; xac dinh lai dan toc...

) Ghi tén loai gidy to/s6 dang ky h tich c6 ndi dung da dwoc thay doi, cai chinh, bo
sung thong tin hd tich, sd, ngay thang nam dang ky.

®) Ghi noi dung di dang ky thay d6i, cai chinh, bo sung thong tin ho tich, x4c dinh lai
dan toc

Vi dy: Thay d6i tén tir Nguyén Van Nam thanh Nguyén Vin An

hodc: Xac dinh lai dan toc tir Dan tdc: Kinh thanh Dan toc: Thai

hodc Cai chinh nam sinh cua ngudi me tir sinh nam 1959 thanh nam 1960.

() Ghi tén co quan da dang ky, s6 ding ky, ngay thang ndm dang ky viéc thay doi/cai
chinh/bo sung thong tin hd tich/xac dinh lai dan tdc.

® Tuy theo cach thirc thyc hién, ghi rd cin ctr cap ban sao tir: SO dang ky thay doi,
cai chinh, b6 sung thong tin ho tich, xac dinh lai dan toc hodc Co s¢ dir li€u ho tich dién tu.



@

S6: @ /ITLGCKH-BS
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phic

TRiICH LUC GHI CHU KET HON

Ho, chir dém, tén vo: ...

Ngay, thang, namsinh: ...
Dan tOC: ..o
QUOC HHCR: oo

NOTCU ;oo

Gidy tO tly thANn: ..o

(BAN SAO)

Ho, chir dém, tén chong: ........................

Ngay, thang, nam sinh: ...
Dan tOC: ..o
QUOAC tHCN: oo

NOTCU 0

Gidy tO tly thANn: ...

NGUOI KY TRICH LUC ,
(Ky, ghi v6 ho, chir dém, tén, chirc vu, dong dau)
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Chu thich:

(1) Ghi tén co quan cip ban sao Trich luc ghi chi két hon (ghi da cac cip hanh chinh).

@ Ghi theo sb trong Sé cAp ban sao Trich luc ho tich ctia co quan thyc hién viéc cip
ban sao Trich luc ghi cht két hon.

®) Ghi 15 tén co quan, tén qudc gia nudc ngoai da dang ky ket hon, tén loai gidy to
ching nhan vige ket hén do co quan c6 thim quyén nudc ngoai cip, sb (néu cd) va ngay,
thang, nim cip gidy to do.

“) Ghi 13 tén co quan dang ky ho tich, sb, ngay thang nim ghi vao S6 ho tich viée két hon.

®) Tuy theo cach thic thuc hién, ghi & cin ctr cap ban sao tir: S6 ding ky két hon
hoac Co s& dir li€u ho tich dién tu.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phic

@

$6: @  JTLGCLH-BS ... , NQAY........thang ......ndm ...

TRICH LUC GHI CHU LY HON
(BAN SAO)

HQ, CRIE GEIMI, TRIIY ...
Ngay, thANZ, NAM SINN ...
Giditinh: oo Dan tOC: ..o (@ TSI R 1) CE

GHAY 1O Y THAN oot

Puoc ghi vao S6 hd tich VI€C ..o @) da giai quyét tai nwée ngoai véi
nguoi co tén dudi day:

HQ, CRIE GEIM, ERIIY ...
@ Ngay, thANG, NAM SINN: oo
Gigitinh: Dan tOC: oo QUOC HCR: s

GHAY 1O TULY THAN oottt

1S L
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NGUOI KY TRICH LUC ,
(Ky, ghi r6 ho, chit dém, tén, chirc vu, dong dau)

Chu thich:

(1) Ghi tén co quan cp ban sao Trich luc ghi chd ly hén (ghi di cac cip hanh chinh).

@ Ghi theo s trong So cép ban sao Trich luc ho tich cia co quan thyc hién viéc cép
ban sao Trich luc ghi cht ly hon.

) Ghi 15 loai viéc thuc té: ly hon hodc huy viéc két hon.

) Ghi theo thong tin c6 trong S6 ghi chu ly hén, néu khéng co th()ng tin thi dé trong.

) Ghi 15 tén loai gidy t0, sO, tén co quan, ngdy thing ndm cap gidy to chimg minh
viéc ly hén/huy viée két hon do co quan c6 tham quyén nudc ngoai cap.

© Ghi tén co quan dang ky ho tich da thyc hi¢n vige ghi chi ly hon, sd, ngay, thang,
nam ghi vao S6 ho tich viéc ly hon.

@) Tuy theo cach thirc thyc hién, ghi rd cin ¢t cap ban sao tir: S6 ghi cha ly hon hoic
Co so dir liéu ho tich dién tur.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

e
$6:®  /TLGCHT-BS ... ,ngay.....thang .....nam ...
TRICH LUC
GHI VAO SO HQ TICH CAC VIEC HQ TICH KHAC
(BAN SAO)
HQ, CRTE @I, TRIN: ...
NQAY, thANE, NAM SINN: ..o
Gidi tinh:..oo Dantoc: ..., QUOC HICR:
GHAY 1O EUY THAN oot
INOT CU EITLL e e
DA QUOC ZRE VA0 SOG) ettt
INOT QUG @Iz ettt st
LI 11T T
L0 0 [0
................................................................................................... CAP NEAY...ooo tNANG s NN e
NOT G e
Thue hién trich Tuc 607 e

NGUOIKY TRICH LUC
(Ky, ghi v6 ho, chit dém, tén, chirc vu, dong dau)
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Chu thich

() Ghi tén co quan cip ban sao Trich luc ho tich (ghi di cac cap hanh chinh).

@ Ghi theo sb trong Sé cép ban sao Trich luc hd tich cua co quan thuc hién viéc cép
ban sao Trich luc ghi vao So ho tich.

) Ghi 13 loai S6 ho tich (Vi dyu: S6 ding ky khai tir, S6 thay dbi, cai chinh, bd sung
ho tich, xac dinh lai dan toc...).

) Ghi theo ndi dung di dugc ghi vao s6 ho tich (Vi du: Pugc thay d6i ho tir Nguyén
Thi Lan thanh Smith Thi Lan).

f5) Ghi tén loai gidy to ho tich, sb, tén co quan nudc ngoai da dang ky su ki¢n h tich
hodc cap gidy to xac nhan su kién ho tich da duoc dang ky/giai quyet, ngay dang ky/cap
giay to do.

®) Ghi 15 tén co quan dang ky ho tich da thyc hién viée ghi vao So ho tich (theo du cap
hanh chinh), tén s6 ho tich, quyén s6, s6 dang ky trong so va ngay thuc hién viéc ghi vao S6 ho
tich.

Vi du: UBND quén Ba Pinh, thanh ph6é Ha Noi, S6 dang ky khai tir, quyén s 01, sb
123, ngay 18/8/2020.

() Tuy theo cach thirc thyc hién, ghi r6 can cir cdp ban sao tir: SO dang Ky .......... hoic
Co so dir 1iéu ho tich dién tu.
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Timg/}( B fﬁHNPHH%N DAN CONG HOA XA HOI CHU NGHIA VIET NAM
UY BAN NHAN DAN Poclap - Tw do - Hanh phic

QUAN/HUYEN/THI XA

S48 /INCNNN-TLGSBS

TRICH LUC
Ghi vao S6 viéc nudi con nudi di dworc giai quyét
tai co’ quan c6 thAm quyén cia nwérc ngoai
(BAN SAO)

Ho, chir dém, tén cha nudi: ..., Ho, chir dém, tén me nudi:..........ccocoovrnrrrnrrrnnnn.
Ngay, thang, nam sinh: ... Ngay, thang, ndm sinh: ...,
(@ TS TR Te) s CA L@ TS TR AT EA
Gidy tO thy thAN3: ..o Giy tO 0y thANZ ..ooooooeoeoeeeeee e
NOT CU UL s NOT CU U oo
Ho, chit dém, t&n COM NUOL: ........cc.ooevviiiicr e G161 tinhi .
Ngay, thang, Nam SINH: ..o QUOC HHCN: oo
INOT ST ottt e85 £ RR £t
INOT CU TITLL 1ot 8 8288888ttt
D3 ghi va0 SO dANg KY NUSGH COM MUBGE TAE: ..ooo.ccccooocooeeeeeeeeeseeeeeseseeee oo seseees oo sssssee oo
S NQAY ......... théng............. nam............5
Thue hign trich TUC T ...ttt
NGUOI KY TRICH LUC

33Ghi theo sb trong S6 theo ddi viée cip ban sao trich luc ho tich duge ban hanh theo Thong tu s6 04/2020/TT-BTP
ngay 28 thang 5 ndm 2020 ciia Bo truong Bo Tu phap quy dinh chi tiét thi hanh mot s6 didu ctia Ludt ho tich va Nghi
dinh s 123/2015/ND-CP ngay 15 thang 11 ndm 2015 cta Chinh phii quy dinh chi tiét mot s diéu va bién phap thi
hanh Luat ho tich.

34Ghi 15 s, loai gidy t0, s, co quan cap, ngay cap gidy to d6. Vi du: Ho chiéu sb 1089123 do By Ngoai giao va Hop
tac qudc té Italia cap ngay 02/02/2015.

3Ghi tén co quan da thyc hién ghi vao sd, s dang ky, ngay, thing, nim thyc hién ghi vao s6. Vi du: Uy ban nhan dan
quan Hoan Kiém, thanh phd Ha Noi, sb 01, ngay 19/11/2020.

36Ghi 16 thuc hién viéce trich luc tir Sé dang ky nudi con nudi hay tir Co sé dir liéu ho tich dién tir.
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(Ky, ghi v6 ho, chit dém, tén, chirc vu, dong dd'u)

CONG HOA XA HOI CHU NGHIA VIET NAM
DPoc 1ap - Ty do - Hanh phic

GIAY KHAI SINH

(BAN SAO)
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I1L. LINH VUC NUOI CON NUOI

1. Thi tuc Ghi vao S6 diing ky nudi con nudi viéc nudi con nudi da dwoc giai quyét tai co quan c6 thim quyén

cia nudc ngoai

1.1. Trinh tw, cach thirc, thoi gian giai quyét thi tuc hanh chinh

so thu tuc hanh chinh

tra két qua hodc thong qua dich vu buu chinh cbng ich céng
chtrc tiép nhan hd so tai Bo phan tiép nhan va tra két qua
xem xét, kiém tra tinh chinh xac, dﬁy du cua hd so; quét
(scan) va luu trit hd so dién tu, cap nhat vao co s¢ dir liéu
cua phﬁn mém mét cira dién tir cua Tinh.

a) Truong hop hod so chua ddy du, chua chinh xac theo quy
dinh, cong chire tiép nhan ho so phai huéng din dai dién to
chtrc, ca nhan bd sung, hoan thién hd so theo quy dinh va
néu rd ly do theo miu Phiéu yéu cau bd sung, hoan thién ho
SO,

b) Truong hop tir chdi nhan ho so, cong chuc tiép nhan hd
so phai néu rd 1y do theo mau Phiéu tir chéi giai quyét ho so

TT Trinh tu thuc hién Cach thirc thuce hién Thoi gian giai
quyét
Buéc 1 | Nop ho so thi tuc hanh | 1. Nop tryc tiép hodc iy quyén cho ngudi khac thuc hién | - Sang: tir 07 gio
chinh: qua Bo phan tiép nhan va tra két qua thudc Van phong Hoi | dén 11 gio 30
d6ng nhan dan va Uy ban nhan dan cip huyén. phat;
2. Hodc thong qua dich vu buu chinh cong ich. - Chiéu: tr 13 gio
30 dén 17 gio
cua cac ngay lam
Viéc.
Buéc 2 | Tiép nhan va chuyén hé | Doi voi ho so duge ndp truc tiép qua Bo phéan tiép nhan va | Chuyén ngay ho

so tiép nhan truc
tiép trong ngay
lam viéc (khéng
dé qua 01 gio
lam viéc) hoac
chuyén vao dau
gid ngay lam
viéc tiép theo ddi
vol  truong  hop
tiép nhan sau 15
gi10 hang ngay.
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thu tuc hanh chinh;

¢) Truong hop hd so ddy du, chinh xac theo quy dinh cong
chuc tiép nhan ho so va lap Gidy tiép nhan hd so va hen
ngay tra két qua; dong thoi, chuyén cho co quan c6 thim
quyén dé giai quyét theo quy trinh.

Buéc 3 | Gidi quyét thit tuc hanh | Sau khi nhan ho so tha tuc hanh chinh tir Bo phén tiép nhan | 01 ngay 1am
chinh va tra két qua Phong Tu phap xem xét, tham dinh hd so, | viéc, trong dé:
trinh phé duyét két qua giai quyét thu tuc hanh chinh:
a) Néu thay thong tin khai tir dy da va phu hop thi:
1. Tiép nhan ho so (Bd phan TN&TKQ) 01 gio
2. Giai quyét ho so, trong do: 07 gid
+ Chuyén vién 04 gio
+ Lanh dao phong Tw phap 01 gio
+ Lanh dao Uy ban nhén dén cap huyén 01 gio
+ Van thu 01 gio
b) Truong hop cin xac minh. 03 ngay lam
viée, trong do:
1. Tiép nhan ho so (Bo phan TN&TKQ) 0,5 gio
2. Giai quyét ho so, trong dé: 2,5 gio
+ Chuyén vién 01 ngay
+ Lanh dao phong Tw phap 0,5 ngay
+ Lanh dao Uy ban nhén dén cap huyén 0,5 ngay
+ Van thu 0,5 gio
Buéc 4 | Tra két qua giai quyét | Cong chic tiép nhan va tra két qua nhap vao so theo ddi ho | - Sang: tir 07 gio

tha tuc hanh chinh

SO va ph?m mém dién ti thyc hién nhu sau:
- Thong bao cho ca nhan bict trudc qua tin nhan, thu dién ti,
dién thoai hoac qua mang xa hdi dugc cap cd tham quyén

dén 11 gio 30
phat;
- Chiéu: tir 13 gio
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cho phép d6i v6i ho so giai quyét thu tuc hanh chinh truée | 30 dén 17 gio
thoi han quy dinh. cua cac ngay lam
- Ca nhan nhan két qua giai quyét thu tuc hanh chinh theo | viéc.

thoi gian, dia diém ghi trén Gidy tiép nhan ho so va hen tra
két qua (xuat trinh gidy hen tra két qua). Cong chirc tra két
qua kiém tra phiéu hen va yéu cau nguoi dén nhan két qua
ky nhan vao so va trao két qua.

- Trudong hop nhan két qua théng qua dich vu buu chinh
cong ich. (dang ky theo hudng dan ctia Buu dién) (néu cb)

1.2. Thanh phan, s6 lweng ho so

a) Thanh phan ho so

Gidy to phai xuit trinh:

- Ho chiéu hodc ching minh nhan dan hodc thé cin cude cong dan hodc cac gidy to khac c6 dan anh va thong tin ca

nhan do co quan c6 tham quyén cap, con gia tri sir dung dé ching minh vé nhan thén cua nguoi ¢6 yéu cau ghi cha viéc nuoi
con nudi da duogc giai quyét tai co quan c¢6 tham quyén ctia nudc ngoai;

- Giay to chirng minh noi cu trtt dé xac dinh tham quyén ghi cha viéc nudi con nudi da dugce giai quyet tai co quan cd
tham quyén ctia nudc ngoai.

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

Giay to phai nop:

- To khai ghi vao S6 ho tich viéc nudi con nuoi;

- Ban sao c6 chung thyc giay to chirng minh viéc nudi con nudi da dugc giai quyét tai co quan c¢6 tham quyén cua nudc
ngoai.
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- Vin ban uy quyén (dugc chimg thuc) theo quy dinh ctia phap luat trong trudng hop ty quyén viée ghi chi. Trudng
hop ngudi dugc uy quyén 1a ong, ba, cha, me, con, vg, chong, anh, chi, em rudt cia nguoi uy quyén thi vin ban Gy quyén
khong phai chung thuc.

- Vin ban chtng nhén viéc nudi con nudi di duoc thuc hién phu hop véi didu ude qubc té cliia co quan co thim quyén
clia nude ngoai (trong trudng hop viée nudi con nudi di dugc giai quyét theo quy dinh cua didu ude qudc té ma Viét Nam va
nude noi giai quyét viéc nudi con nudi cting 1 thanh vién).

Luu y doi véi cdc gidy to:

- Truong hop ngudi yéu cau ndp gidy td 1a ban sao duge cip tir s6 gbe hoic ban sao duge ching thyc tir ban chinh thi
nguoi tiép nhan ho so khong dugce yéu cau xuat trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuat trinh ban chinh
thi nguoi tiép nhan ho so kiém tra, dbi chiéu ban chup véi ban chinh va ky vao ban chup xac nhan vé viéc da d6i chiéu noi
dung gidy to d6, khong duge yéu cau nguoi di ding ky ndp ban sao gidy td do.

- P6i voi gidy to xuat trinh khi ding ky ho tich, nguoi tiép nhan cé trach nhiém kiém tra, d6i chiéu véi thong tin trong
to khai, chup lai hodc ghi lai théng tin dé luu trong ho so va tra lai cho nguoi Xuat trinh, khong dugc yéu cau ndp ban sao
hodc ban chup gidy to do.

- Gidy to do co quan c6 thAm quyén ctia nudc ngoai cip, cong ching hoic xac nhan dé st dung cho viéc ding ky ho
tich tai Viét Nam phai dugc hop phap hoa lanh su, trir trudng hop duge mién theo diéu wéc qudc té ma Viét Nam 1a thanh
vién; gidy to bang tiéng nudc ngoai phai duoc dich ra tiéng Viét va cong ching ban dich hodc chung thuc chir ky ngudi dich
theo quy dinh ctia phap luat

b) S6 lugng ho so: 01 bod

1.3. Pdi twong thue hién thii tuc hanh chinh: Ca nhan

1.4. Co quan gidi quyét thii tuc hanh chinh:

Co quan c6 tham quyén quyét dinh: Uy ban nhan dan cap huyén noi cu tri cia cong dan Viét Nam.

Co quan true tiép thuwc hién thi tuc TTHC: Phong Tu phép.
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Co quan phéi hop: Cuc Con nudi thudc Bé Tu phap, S& Tu phap.

1.5. Két qua thwe hién thu tuc hanh chinh: Trich lyc ghi vao S6 dang ky nudi con nuéi viéc nudi con nudi da dugc
gidi quyét tai co quan c6 tham quyén cia nudc ngoai.

1.6. Phi, 1& phi: 50.000 déng/trudng hop.

Mién thu 1¢ phi ddi véi:

- Pang ky ho tich cho nguoi thudc gia dinh c6 cong vdi cach mang; nguoi thudc ho nghéo, nguoi khuyét tat.

- Pang ky hd tich cho tré em, ngudi cao tudi, déng bao dan tdc thiéu sb6 & cac xa ¢ diéu kién kinh té - xa hoi dic biét
kho khan.

1.7. Tén mau don, miu to khai®: 7o khai ghi vao S6 hé tich viéc nudi con nudbi.

1.8. Yéu cau, diéu kién thuc hién thii tuc hanh chinh:

Vi¢c nudi con nudi gitta cong dan Viét Nam véi nhau hodc gitrta cong dan Viét Nam véi ngudi nude ngoai da dugce giai
quyét tai co quan c6 thim quyén ctia nude ngoai thi duge ghi vao S6 dang ky nudi con nudi trong cac truong hop:

- Viéc nudi con nudi da duogc giai quyét theo quy dinh cia diéu udc quoc té ma Viét Nam va nudc noi giai quyét viée
nudi con nudi cung la thanh vién;

- Viéc nudi con nudi da duogc giai quyét theo quy dinh phéap lut ctia nudc ngoai, trir trudng hop vi pham nhiing nguyén
tac co ban cta phap luat nuéc Cong hoa xa hoi chii nghia Viét Nam.

1.9. Cin cir phap 1y ciia thi tuc hanh chinh®:

- Piéu 7, 9, 48, 49 Luat Ho tich nam 2014;
- Piéu 2, 3 Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét mot s6 diéu va bién phap

3" Mau don thay d6i theo Thong tw s6 10/2020/TT-BTP ngay 28/12/2020 ciia Bo truéng Bo Tu phép vé viée ban hanh, huéng dan viée ghi chép, sir dung, quan 1y va luu trit so,
mau gidy t0, ho so nudi con nubi.
38 Phan in nghiéng 1a n6i dung thay doi.
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thi hanh Luat Ho tich;

- Piéu 30 Nghi dinh s6 19/2011/ND-CP ngay 21 thang 3 nam 2011 cta Chinh phu quy dinh chi tiét mot sé diéu cua
Luat Nuo1 con nuoi;

- Khoan 9 Piéu 1 Nghi dinh s 24/2019/ND-CP ngay 05 thang 3 nam 2019 cua Chinh phu sta d6i, bo sung mot s6
diéu cua Nghi dinh 19/2011/ND-CP ngay 21 thang 3 nim 2011 ctia Chinh phii quy dinh chi tiét thi hanh mot sb diéu cua Luat
Nudi con nudi; - Thong tu s 10/2020/TT-BTP ngay 28 thang 12 nim 2020 cua Bo trudng B Tu phap vé viéc ban hanh,
huéng dan viée ghi chép, st dung, quan 1y va luu trit s6, miu gidy to, hd so nudi con nudi;

- Thong tu s6 85/2019/TT-BTC ngay 29 thang 11 nim 2019 cta Bo truong Bo Tai chinh hudng dan vé phi va 18 phi
thudc tham quyén quyét dinh ctia Hoi dong nhan dan tinh, thanh phé truc thudc Trung wong.

- Piéu 2, 3, 29 Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo truéng Bo Tu phap quy dinh chi tiét thi hanh
mot sb diéu cua Luat HO tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mot sb
diéu va bién phap thi hanh Luat Ho tich;

- Khodn 1 Piéu 3 Théng tw sé6 10/2020/TT-BTP ngay 28 thang 12 nam 2020 ciia BY truéng Bé T phdp vé viéc ban
hanh, hwéng dan viéc ghi chép, sir dung, qudn 1y va lwu trit s6, mau gidy to, hé so nudi con nudi;

- Khodn 3; Diém a, ¢ Khodn 4 Piéu 1 Nghi quyét s6 51/2021/NO-HDPND ngay 17/8/2021 ciia Hji dong nhén dén

Tinh ban hanh quy dinh mutc thu, ché ds thu, nop, quan ly va su dung 1é phi ho tich trén dia ban tinh Béng Thap, co hiéu luc
tie ngay 01/9/2021.

1.10. Lwu hé so (ISO):

Thanh phéan ho so hru B¢ phan luu trir Thaoi gian luu
- Nhu muc 9.2; Tir 01 ni d6 chuvé
- Két qua giai quyét TTHC hodc Vin ban tra 16i ctia don vi d6i voi hd |  Cong chirc Tu phép cap hlg . (Iilglrlrll’(li?)ulus ;ﬁugg:
so khong dap ung yéu cau, di€u kié¢n. huyén

- Ho so tham dinh (néu co)

Phong Tu phép cap huyén
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- Vin ban trinh co quan cap trén (néu c0)

Céc biéu mau theo Khoan 1, Diéu 9, Thong tu s6 01/2018/TT-VPCP ) )
ngay 23 thang 11 ndm 2018 cua B trudng, Chu nhiém Vin phong | BO phan tiép nhan va tra ket
Chinh phii quy dinh chi tiét mot sé diéu va bién phap thi hanh Nghj | qua thudc Van phong HoI
dinh s6 61/2018/ND-CP ngay 23 thang 4 nam 2018 cta Chinh phii vé | dong nhan dan va Uy ban
thue hién co ché mot cira, mot cira lién thong trong giai quyét thi tuc nhan dan cap huyén .

hanh chinh.

Ghi chu:
~ Tén thu tyc hanh chinh chuan hoa theo Quyét dinh s6 2394/QD-BTP ngay 03 thang 12 nim 2020 ban hanh Danh muc
chuan hoéa tha tuc hanh chinh thugc pham vi quan 1y cua Bo Tu phap.
B6 sung Két qua thye hién thu tuc hanh chinh, Céan ct phap 1y cua thu tuc hanh chinh cap trich luc vé nudi con nuodi
theo quy dinh tai Thong tu s6 10/2020/TT-BTP ngay 28 thang 12 nam 2020 cua B0 truéng B Tu phap.

Stra d6i Phi, 18 phi theo quy dinh tai Piém ¢ khoan 2 Piéu 5 Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cta Bo
truéng Bo Tai chinh; Diéu 4 Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ctia B Tai chinh.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phUc

TO KHAI GHI VAO SO HQ TICH VIEC NUOI CON NUOI

Ho, chit dém, t€n NEUWOT YEU CAUL ..o
B T 5 4 R

Pé nghi co quan ghi vao S6 hd tich viéc nudi con nudi cho nguoi c6 tén duéi day:

HQ, CRTE AEIM, TEI. ...
Ngay, thang, NAM STNN: ....c.oooiiiiii e e
Gio1 tinh:..o Dan toC: ..., QUOBEC HCH: s
INOT CU T @ittt ettt ettt et sttt et s s e s taterees

La con nuéi cua:

Ho, chit d€m, tEN MIE: ......oociiiiiiii e
Ngay, thang, ndm sinh: ... Dan toc: ... Quéc HICH:
DS T a0
Ho, chit dém, tén cha: ...
Ngay, thang, nam sinh: ... Dan toc: ... QUOC HCH: oo
D Le TR a0

Cap ngay ... thang ... NAM ...
T61 cam doan nhiing ndi dung khai trén day 1a ding sy that va chiu trach nhiém trudc phap
luat vé cam doan caa minh.
Lamtgi: ...............,NQAY ... thang ... nam ..
Nguoi yéu ciu
(Ky, ghi rd ho, chir dém, tén)

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

@ Ghi 15 tén co quan thyc hién ghi vao S6 ho tich viéc nudi con nudi.

@) Ghi theo noi dang ky thuong tra; néu khong co noi dang ky thuong tra thi ghi theo noi
dang ky tam tr(; truong hop khong c6 noi dang ky thuong trti va noi dang ky tam tru thi ghi theo
noi dang sinh séng.

®) Ghi thong tin vé gidy td tiiy than nhu: ho chiéu, chimg minh nhan dan hodc giy to hop 18
thay thé (vi du: Chimg minh nhan déan s 00108912345 do Cong an thanh phd Ha Noi cap ngay
20/10/2004).

™) Ghi rd tén gidy to chimg minh viéc nudi con nudi do co quan cd tham quyén cua nude
ngoai cép.

®) Ghi 5 tén co quan nudc ngoai da giai quyét viéc nudi con nudi.

® Pé nghi ddnh ddu X vao 6 néu ¢ yéu cau cp ban sao va ghi rd s6 lugng.
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UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM

TINH/THANH PHO............... A 1A .
UY BAN NHAN DAN Doc lap - Tw do - Hanh phuc

QUAN/HUYEN/THI XA

SH%: /INCNNN-TLGS

TRICH LUC
Ghi vao So viéc nuoi con nuoi da dwore giai quyét
tai co’ quan c6 tham quyén cia nwéc ngoai

Ho, chir dém, tén cha NUOI: ........ccooooinvvviriinns Ho, chir dém, tén me nudi:...........ccocoovrrrrrrcrenn.
Ngay, thang, nam sinh: ..., Ngay, thang, ndm sinh: ...,
(@ TS TR Te) s CA L@ TS TR AT s CA
Gidy 10 thy thAn®: .o, Gidy t0 tly thANZ ..o
NOT CU UL e NOT CU U o

Ho, chit dém, ten COM MUOGH: ...t st Gi61 tinh:......cccoovvciennnn

Ngay, thAng, nam Sinh:..........oorinns QUOC HICR e

INOT SINN oot et ss e e e st ess e e 4t e e en b e e en s e e e me e e e Ee e an R e e e aR e e Re e enneeeReeeanneeanreeenreean

INOT CU TITL: oottt st bbbt s st s bbb s bbb s e s s et s son

Viéc nudi con nudi dugc giai quyét ngay............ thang .......... NAM......corrrrrenens A e

Pi dwgc ghi vao S6 ding ky nubi con nubi.

NGUOI KY TRIiCH LUC ,
(Ky, ghi ré ho, chit dém, tén, chirc vu, dong dau)

3Ghi s6 dang ky trong S dang ky viéc nudi con nudi.

AGhi 13 s0, loai gidy t0, s6, co' quan cép, ngay cap glay to d6. Vi du: Ho chiéu s6 1089123 do Bo Ngoai giao va Hop
tac quéc té Ttalia cap ngay 02/02/2015.

“IGhi tén co quan c6 tham quyén cua nudc ngoai da giai quyét viéc nudi con nudi. Vi du, Toa an so thAm thanh phd
Paris, Cong hoa Phap.
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IV. LINH VUC GIAM HO o
1. Thi tuc Pang ky giam h9 c6 yéu to nwécngoai
1.1. Trinh tw, cach thirc, thoi gian gidi quyét thiu tuc hanh chinh

213

T

Trinh tu thuc hién

Cach thire thue hién

Thoi gian gidi quyét

Buoc 1

Nop ho so thi tuc hanh
chinh:

1. Nop truc tiép qua Bo phan tiép nhan va tra két qua
thudc Vin phong Hoi dong nhan dan va Uy ban nhan
dan cip huyén .

2. Hodc thong qua dich vu buu chinh cdng ich.

3. Hoic qua Cong dich vu cong Qubc gia
(dichvucong.gov.vn), Cong dich vu coéng Tinh
(dichvucong.dongthap.gov.vn)

- Sang: tir 07 gior dén
11 gio 30 phat;
- Chiéu: tir 13 gio 30
dén 17 gio cua cac
ngay lam viéc.

Budc 2

Tiép nhén va chuyén ho so
thu tuc hanh chinh

Doi voi ho so duoc ndp truc ti€p qua Bo phan tiép
nhan va tra két qua hodc thong qua dich vu buu chinh
cong ich cong chirc tiép nhan hd so tai BO phan tiép
nhan va tra két qua xem xét, kiém tra tinh chinh xéc,
day du cua hd so; quét (scan) va luu trit ho so dién tu,
cap nhat vao co so dit liéu cua phan mém mot cua
dién tir cua Tinh.

a) Truong hop hd so chua ddy du, chua chinh xéc
theo quy dinh, cong chirc tiép nhan ho so phai hudng
dan ca nhan bo sung, hoan thién hd so theo quy dinh
va néu 6 1y do theo mau Phiéu yéu cau bo sung, hoan
thién ho so;

b) Truong hop tu chdi nhan ho so, _cong chur tlep
nhan ho s0 phai néu 16 1y do theo mau Phiéu tir ch6i
giai quyét ho so thi tuc hanh chinh;

¢) Truong hop hd so dy du, chinh xac theo quy dinh

Chuyen ngay ho SO
tiép nhan truc tiép
trong ngay lam viéc
(khong dé qua 04 gio
lam Vige) hoac
chuyén vao dau gio
ngdy lam viéc tiép
theo d6i v6i truong
hop tiép nhan sau 15
gi0 hang ngay.
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cong chirc tiép nhan ho so va lap Gidy tlép nhan ho
50 va hen ngay tra két qua; dong thoi, chuyén cho co
quan c6 tham quyen dé giai quyét theo quy trinh.

Bwéce 3 | Giai quyét thii tuc hanh Sau khi nhén h6 so thu tyc hanh chinh tir B6 phéan | 05 ngay lam viéc doi
chinh tlep nhan va tra két qua Phong Tu phap xem xet, | vol giam ho cu, 03
tham dinh ho so, trinh phé duyét két qua giai quyét | ngay lam viéc ddi véi
thu tuc hanh chinh: giam hd duong nhién,
trong do:
a) Poi voi viec dang ky giam ho cur 05 ngay, trong do:
1. Tiép nhan ho so (Bd phan TN&TKQ) 0,5 ngay
2. Giai quyét ho so, trong do: 4,5 ngay
+ Chuyén vién 02 ngay
+ Lanh dao phong Tu phap 01 ngay
+ Lanh dao Uy ban nhén dén cap huyén 01 ngay
+ Van thu 0,5 ngay
b) P6i véi viéc dang ky giam ho duong nhién 03 ngay, trong do:
1. Tiép nhan ho so (Bd phan TN&TKQ) 0,5 ngay
2. Giai quyét ho so, trong do: 2,5 ngay
+ Chuyén vién 01 ngay
+ Lanh dao Phong Tu phdp 0,5 ngay
+ Lanh dao Uy ban nhan dan cap huyén 0,5 ngay
+ Van thu 0,5 ngay
Buéc 4 | Tra két qua giai quyét thi | Cong chirc tiép nhan va tra két qua nhap vao so theo | - Sang: tir 07 gid dén

tuc hanh chinh

d5i ho so va phﬁn mém dién tir thuc hién nhu sau:

- Théng bao cho ca nhan biét trudc qua tin nhan, thu
dién tur, dién thoai hodc qua mang xa hdi dugc cép co
tham quyén cho phép dbi v6i hd so giai quyét thu tuc
hanh chinh trudc thoi han quy dinh.

- C4 nhan nhan két qua giai quyét thi tuc hanh chinh

11 gio 30 phat;
- Chiéu: tir 13 gio 30
dén 17 gio coa céac
ngay lam viéc.
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theo thoi gian, dia diém ghi trén Gidy tiép nhan ho so
va hen tra két qua (xuét trinh gidy hen tra két qua).
Cong chirc tra két qua kiém tra phiéu hen va yéu cau
ngudi dén nhan két qua ky nhin vao sé va trao két
qua.

- Truong hop nhan két qua théng qua dich vu buu
chinh cong ich. (ding ky theo hudéng dan ctia Buu
dién) (néu co)

1.2. Thanh phén, s6 lwong hd so

a) Thanh phan ho so

* Gidy tO phai xuét trinh:

- H{ chiéu hodc chirng Minh nhdn dan hodc thé can cudce cong dan hodc cdc gidy to khdc cé dan anh va théng tin
Ca nhan do co quan co tham quyén cap, con gia tri su dung dé chiung minh vé nhan than cia nguoi co yéu cau dang ky
giam ho.

- Gidy to chimg minh noi cw tri dé xdc dinh  thdm quyén ding ky gidm  ho
(trong giai doan chuyén tiép).

Trieong hop giri hé so qua hé thong buu chinh thi phai givi kém theo bdn sao c¢é chirng thuc gidy to phdi xudt trinh
néu trén.

* Gidy to phdi nop
- T khai ding ky gidm hé theo mau.

- Vin ban cir ngudi gidm ho theo quy dinh ctua Bo ludt dan su dbi voi truong hop dang ky giam ho ct; gidy to
chtrng minh diéu kién giam ho duong nhién theo quy dinh cua B6 luét dan sy d6i voi truong hop dang ky giam ho duong
nhién; trudng hop c6 nhiéu ngudi cung du diéu kién 1am giam ho dwong nhién thi ndp thém vin ban thoa thuan veé viéc
ctr mot ngudi lam giam ho duong nhién.

- Vian ban Uy quyén (dugc ching thuyc) theo quy dinh cia phap ludt trong
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truong hop uy quyén thue hién dang ky giam ho. Truong hop nguoi dwoc ity quyén 1a 6ng, ba, cha, me, con, vo, chong,
anh, chi, em rudt cua nguoi uy quyén thi van ban uy quyén khong phai chung thuc.

* Luuy:

- D6i vé6i gidy to ndp, xudt trinh:

+ Truong hop nguoi yéu cau ndp gidy to 1a ban sao dugc cap tur s6 goc hodc ban sao dugc chung thyc tu ban
chinh thi nguoi tiép nhan ho so khong dugc yéu cau xuét trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuat
trinh ban chinh thi nguoi tiép nhan hd so kiém tra, ddi chiéu ban chup voi ban chinh va ky vao ban chup xac nhén vé
viéc da doi chicu ndi dung giay to do6, khong duoc yéu cau nguoi di dang ky nop ban sao giay to do.

+ Doi v6éi gidy t0 xudt trinh khi ding ky ho tich, nguoi tiép nhan co  trach
nhiém k1em tra, d6i chiéu véi thong tin trong to khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho
ngudi xudt trinh, khong dugc yéu cau ndp ban sao hodc ban chup gidy to do.

+ Giay to do co quan c6 thAm quyén cua nudc ngodi cip, cong chimg hodc xac nhan dé sur dung cho viéc dang ky
ho tich tai Viét Nam phai dugc hop phap hoa lanh sy, trir trudng hop duoc mién theo diéu udc qudc t& ma Viét Nam 1a
thanh vién; gidy to bang tiéng nudc ngoai phai dugc dich ra tiéng Viét va cong chimg ban dich hodc chimg thyuc chit ky
nguoi dich theo quy dinh cta phap luét.

+ Nguoi tlep nhan c¢6 trach nhiém tiép nhan dung, du ho so ding ky ho tich theo quy dinh cta phap luat ho tich,
khong dugc yéu cau nguoi dang ky ho tich ndp thém gidy to ma phép luat ho tich khong quy dinh phai nop.

b) S6 lwong ho so: 01 bd
1.3. Pdi twong thire hién thii tuc hanh chinh: C4 nhan, phap nhan.
1.4. Co quan giai quyét thii tuc hanh chinh:
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Co quan cé thim quyén quyét dinh:

Uy ban nhan dan cdp huyén noi cu tra cia nguoi duge giam ho hodc ngudi giam ho thyc hién ding ky giam ho
gilta cong dan Viét Nam va ngudi nudc ngoai cung cu tru tai Viét Nam.

Co quan thuc hién thu tuc hanh chinh:

Phong Tu phap tiép nhan ho so va tham muu Chu tich Uy ban nhan déan cip huyén xem xét, quyét dinh.

Co quan phoi hop: Khong.

1.5. Két qua thwe hién thi tuc hanh chinh: Trich luc ding ky gidm ho (ban chinh).

1.6. Phi, 1& phi: 50.000 déng/truong hop.

Mién thu 1¢ phi d6i véi:

- Pang ky ho tich cho nguoi thudc gia dinh ¢6 cong véi cach mang; nguoi thude ho nghéo, nguoi khuyét tat.

- Pang ky ho tich cho tré em, ngudi cao tudi, ddng bao dan toc thiéu s & cac xa co didu kién kinh té - xa hoi dic
biét kho khan.

1.7. Tén miu don, miu to khai: To khai ding ky giam ho kém theo Thong tu sd 04/2020/TT-BTP ngay

28/5/2020 cua Bo truong BO Tu phap quy dinh chi tiét thi hanh mot s6 diéu ciia Luat Ho tich va Nghi dinh so
123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét mét s6 diéu va bién phap thi hanh Luat Ho tich.

1.8. Yéu cau, diéu kién thyc hién thii tuc hanh chinh:

- Viéc gidm ho gita cong dan Viét Nam va nguoi nudc ngoai cung cu tra
tai Viét Nam.

- C4 nhén c6 du cac diéu kién sau day co thé 1am ngudi gidm ho:

+ C6 nang lyc hanh vi dan su day du.

+ C6 tu cach dao dure tot va cac didu kién can thiét dé thuc hién quyén, nghia vu ctia ngudi gidam ho.

+ Khong phai la nguoi dang bi truy ciru trach nhiém hinh sy hoac ngudi bi két an nhung chua dugc xo4 an tich vé
mot trong cac t6i ¢d ¥ xAm pham tinh mang, strc khoe, danh dy, nhan pham, tai san cua nguoi khac.
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+ Khong phai 1a nguoi bi Toa 4an tuyén bd han ché quyén
thanh nién.

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

+ C6 nang luc phap luat dan sy phu hop véi viée giam ho.

+ C6 diéu kién can thiét dé thuc hién quyén, nghia vu ctia nguoi giam ho.
1.9. Can cw phap ly cia thia tuc hanh chinh:

- Diéu 46, 47, 48, 49, 50, 51, 52, 53, 54 BO Luat dan sy nam 2015;

- Diéu 7,9, 39, 40, 41, 42 Luat Ho tich nim 2014;

doi volr con  chua

- Diéu 2, 3 Nghj dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét mot s6 diéu va bién

phap thi hanh Luat H¢ tich;

- Dicu 2, 3 Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ciia Bo truéng BO Tu phép quy dinh chi tiét thi hanh
mot sO di€u ctia Luat Ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét mot s

diéu va bién phap thi hanh Luat Ho tich;

- Khodn 3; Diém a, ¢ Khodn 4 Bg'éu I Nghi quyét sé6 51/2021INQ-HPND ngay 17/8/2021 cua Héi‘dé‘ng nhan
dan Tinh ban hanh quy dinh micc thu, ché do thu, nop, quan ly va sir dung 1é phi hé tich trén dia ban tinh Dong Thap, ¢

hiéu lyc tir ngay 01/9/2021.
1.10. Lwu hé so (ISO):

Thanh phin hd so luu Bo phan luu trir

Thoi gian luu

- Nhu muc 1.2;

- Két qua giai quyét TTHC hodc Van ban tra 101 cua don vi d6i
v6i hd so khong dap u:ng yéu cau, diéu kién.

- Ho so tham dinh (néu co)
- Van ban trinh co quan cap trén (néu co)

Cong chirc Tu phép cap
huyén

Céc biéu miu theo Khodn 1, Didu 9, Thong tu s 01/2018/TT- | Bo phan tiep nhan va tra
VPCP ngay 23 thang 11 nam 2018 cua Bo truéong, Chi nhiém ket qua

Tu 01 nam, sau do
chuyén ho so dén kho luu
trtr cia Phong Tu phap
cap huyén
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Vin phong Chinh pht quy dinh chi tiét mot sb diéu va bién phap
thi hanh Nghi dinh s6 61/2018/ND-CP ngay 23 thang 4 nim 2018
cua Chinh phu vé thuc hién co ché mot cira, mot ctra lién thong
trong giai quyét thu tuc hanh chinh.

Ghi chi: Tén thu tyc hanh chinh chuan héa theo Quyét dinh s6 2394/QD-BTP ngay 03 thang 12 nim 2020 ban
hanh Danh muc chuan héa thu tuc hanh chinh thu¢c pham vi quan ly cua Bo Tu phap.

Stra d6i Can cr phap 1y ctia thu tuc hanh chinh vé phi, 1é phi theo quy dinh tai Nghi quyét s6 51/2021/NQ-HPND

ngay 17/8/2021 ctia Hoi dong nhéan dan Tinh ban hanh quy dinh mirc thu, ché d¢ thu, ndp, quan 1y va sir dung 1& phi ho
tich trén dia ban tinh Dong Théap, c6 hiéu luc tir ngay 01/9/2021.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phic

TO KHAI PANG KY GIAM HOQ

Pé nghi co quan ding Ky viéc giam ho giira nhirng ngwoi cé tén dwoi day:
Nguwoi giam ho:

To61 cam doan nhitng ndi dung khai trén day 1a ding su that va chiu trach nhi¢m trude phap
luat vé cam doan cta minh.
Lam t@i: ..o, ,ngay ... thang ... nam



221

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

De nghi cip ban sao(“) Co D, Khoéng []

Chd thich:

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

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

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

) P& nghi danh dau X vao 6 néu c6 yéu cau cp ban sao va ghi rd s6 luong.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phic

““.(42)

Sb: “43) TLGH L. ,ngay....thang .. .ndm ...

TRICH LUC PANG KY GIAM HQ

Nguwoi giam ho:

| L0 T 4 L1 (35 TR 1< o OO
Ngay, thANE, NAM SN ..ot
Giditinh:..ooooo Dan tOC: ... QUBC TN e
GHAY 10 EY TANT o
B0 5 O

Nguwoi dwoc giam hg:

| (O T 4 L (35 VA 1< o OO
Ngay, thANE, NAM SINN: ...
Giottinh:..o Dan tocC:....ee. Quéc BICR: e

Gidy khai SInh/GIAY 10 1Y thAN ..o

Viéc giam ho c6 hiéu luc ké tir ngay cap Trich luc./.

NGUOI KY TRIiCH LUC ,
(Ky, ghi rvo ho, chit dém, tén, chirc vu, dong dau)

“2) Ghi tén co quan cAp Trich luc dang ky giam ho (ghi du céc cAp hanh chinh).
3 Ghi s6 trong S6 ding ky giam ho.
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PHAN GHI CHU NHUNG THONG TIN THAY DOI SAU NAY

S6
TT

Ngay, thang, nim
ghi chu

'Noi dung ghi chd
(déng dau vao ndi dung da ghi chu)

Cin cw ghi chu

Ho, chir dém, tén, chir ky
cia nguwoi thuc hién ghi cha
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2. Thu tuc Pang ky chim diet giam ho trong nuoéc co yeu t6 nuéc ngoai
2.1. Trinh tw, cach thirc, thoi gian giai quyét thi tuc hanh chinh

TT

Trinh ty thyc hién

Cach thirc thuc hién

Thoi gian giai
quyét

Buoc 1

Nop ho so thi tuc hanh
chinh:

1. Nop truc tiép qua Bo phan tiépq nhan va tra két q}lé thudc
Van phong Ho1 dong nhan dan va Uy ban nhan dan cap huyén

2. Hoac thong qua dich vu buu chinh cong ich.

- Sang: tu 07 gio
dén 11 gio 30
phat;

- Chiéu: tir 13 gio
30 dén 17 gio cua
cac ngay lam viéc.

Buorc 2

Tiép nhan va chuyén ho
so thu tuc hanh chinh

Poi v6i ho so duge ndp truc tiép qua BO phan tiép nhan va tra
két qua hodc thong qua dich vu buu chinh cong ich céng chirc
tiép nhan ho so tai Bo phan tiép nhan va tra két qua xem xét,
kiém tra tinh chinh xéc, day du cua hd so; quét (scan) va luu
trit ho so dién tu, cap nhat vao co s¢ dir li¢u cua ph?ln mém
mot ctra dién tir cua Tinh.

a) Truong hop hd so chwa ddy du, chua chinh xac theo quy
dinh, cong chuc tiép nhan hd so phai huéng dan c4 nhan bd
sung, hoan thién hd so theo quy dinh va néu rd 1y do theo miu
Phiéu yéu cau bo sung, hoan thién hd so;

b) Trudng hop tir chdi nhan ho so, cong chirc tiép nhan ho so
phai néu 13 1y do theo mau Phiéu tir chdi giai quyét ho so thi
tuc hanh chinh;

¢) Truong hop hé so day du, chinh xac theo quy dinh cong
chue tlep nhan ho so va lap Glay tiép nhan ho so va hen ngay
tra két qua; dong thoi, chuyén cho co quan c6 tham quyén dé
giai quyét theo quy trinh.

Chuyén ngay hd
SO tiép nhan truc
tiép trong ngly
lam viéc (khong
dé qua 03 gid lam
viéc) hoac chuyén
vao dau gio ngay
lam viéc tiép theo
d6i v6i trudng
hop tiép nhan sau
15 gio hang ngay.
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Sau khi nhan ho so thi tuc hanh chinh }11’ Bo phélp tiép nhan va
tra két qua Phong Tu phap xem x¢ét, tham dinh ho so, trinh phé
duyét két qua giai quyét thu tuc hanh chinh:

02 ngay lam viéc,
trong do:

e . 1. Tiép nhan ho so (Bo phan TN&TKQ) 02 gio
Buéc 3 Giai quyét thu tuc hanh — . ] ~
woc chinh 2. Giai quyét ho so, trong do: 14 gio
+ Chuyén vién 04 gio
+ Lanh dao phong Tu phap 04 gio
+ Lanh dao Uy ban nhén dan cap huyén 04 gio
+ Van thuw 02 gio
Cong chure ti€p nhan va tra két qua nhép vao so6 theo doi ho so
va phan mém dién tir thuc hi@n nhu sau: ’
- Thong bao cho cé nhan bict trude qua ’tin nhér}, thu dién tr,
dién thoai hoac qua mang xa hoi dugce cap co6 tham quyén cho s -\
YN X o . . . .. | - Sang: tu 07 gio
phép doi vot1 ho so giai quyét thu tuc hanh chinh trude thot dn 11 gis 30
Tra két qua giai quyét thi | han quy dinh. , , phit
Buéc 4 tuc hanh chinh - Ca nhan nhan két qua giai quyeét tha tuc hanh chinh theo thoi ’

gian, dia diém ghi trén Giéy tiép nhan ho so va hen tra két qua
(xuat trinh gidy hen tra két qua). Cong chuc tra két qua kiém
tra phiéu hen va yéu cau ngudi dén nhan két qua ky nhan vao
sO va trao két qua.

- Truong hop nhan két qua thdng qua dich vu buu chinh céng
ich. (d¢ang ky theo huéng dan ctia Buu dién) (néu c)

- Chieu: tir 13 gio
30 den 17 gio cua
cac ngay lam viéc.

2.2. Thanh phan, s6 lwgng hé so
a) Thanh phan ho so
* Gidy tO phai xuét trinh:
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- Ho6 chiéu hoic chimg minh nhén dan hodc thé can cude cong dan hodc cac gidy t& khac c6 dan anh va thong tin ca nhan
do co quan c6 thAm quyén cap, con gia tri st dung dé chimg minh vé nhan than ciia ngudi c¢6 yéu cau dang ky chidm dat giam ho.

- Trudng hop giri ho so qua hé thdng buu chinh thi phai giri kém theo ban sao c6 chimg thyc gidy to phai xut trinh néu trén.
* Gidy to phai nop:

- To khai dang ky chém dut giam ho theo mau.

- Giay to lam can ctr cham dut gidm ho theo quy dinh ctia B6 luat dan su.

- Van ban ay quyén (duoc chung thuc) theo quy dinh cia  phap ludt  trong
truong hgp uy quyén thyuc hién dang ky cham  dat gidam  ho. Truong  hop  nguoi
dwoc uy quyén la ong, ba, cha, me, con, vo, chong, anh, chi, em ruot cua nguoi uy quyén thi van ban uy quyén khong phai chung
thuec.

*Luuy:

- D6i v6i gidy to phai ndp, xuat trinh:

+ Trudng hop nguoi yéu cau ndp gidy to 13 ban sao duge cap tir s6 gbe hodc ban sao dugc chimg thuc tir ban chinh thi nguoi
tiép nhan ho so khong duoc yéu cau xuat trinh ban chinh; néu nguoi yéu cau chi ndp ban chup va xuat trinh ban chinh thi nguoi
ti€p nhan ho so kiém tra, doi chi€u ban chup vdi ban chinh va ky vao ban chup xac nhan vé viéc da doi chi€u ndi1 dung giay to do,
khong dugc yéu cau ngudi di dang ky ndp ban sao giay to do.

+ Po6i  voi  gidy to xudt trinh khi ding ky ho  tich, nguoi tiép nhdn o  trach
nhiém kiém tra, d6i chiéu véi thong tin trong to khai, chup lai hoac ghi lai thong tin dé Iuu trong ho so va tra lai cho nguoi xuat
trinh, khong dugc y€u cau nop ban sao hodc ban chup giady to do.

+ Gidy to do co quan c6 thim quyén ciia nudc ngoai cap, cong ching hoic xac nhan dé st dung cho viéc dang ky ho tich tai
Viét Nam phai dugc hop phap hoa lanh su, trir trrong hop dugc mién theo diéu uwdc quoc t€ ma Viét Nam la thanh vién; gidy to
bang tiéng nudc ngoai phai dugc dich ra tiéng Viét va cong ching ban dich hodc chung thuc chit ky nguoi dich theo quy dinh cua
phap luat.

ot Nguoi tiép nhan co trach nhiém tié,p nhan dung, du ho so dang ky ho tich theo quy dinh cua phap luat hd tich, khong dugc
yéu cau nguoi dang ky ho tich nop thém gidy t& ma phap luat h tich khong quy dinh phai ndp.



227

b) S6 luong hd so: 01 bd

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

2.4. Co quan giai quyét thii tuc hanh chinh:

Co quan c6 thim quyén quyét dinh:

Uy ban nhan dan cip huyén noi di dang ky giam ho thuc hién ding ky chAm dat giam ho.

Co quan thyc hién thia tuc hanh chinh:

Phong Tu phap tiép nhan hd so va tham muu Chu tich Uy ban nhan dan cap huyén xem xét, quyét dinh.

Co quan phdi hop: Khéng.

2.5. Két qua thwe hién thii tuc hanh chinh: Trich luc ding ky chidm dat giam ho (ban chinh).

2.6. Phi, 18 phi: 50.000 dong/truong hop

Mién thu 1¢ phi doi véi:

- Péng ky hé tich cho nguoi thude gia dinh c6 cong véi cdch mang; nguoi thuéc hd nghéo, ngueoi khuyét tat.
- Péng ky hé tich cho nguoi cao tudi, dong bao dan téc thiéu sé & cdc xa c6 diéu kién kinh té - xd hoi déc biét khé khan.

2.7. Tén miu don, miu to khai: TO khai dang ky cham dat giam ho kém theo Thong tu so 04/2020/TT-BTP ngay
28/5/2020 cua Bo truéng Bo Tu phap quy dinh chi tié‘g thi‘ hanh mot s6 diéu cua Luat HS tich va Nghi dinh s6 123/2015/Nb-CP
ngay 15/11/2015 cta Chinh phu quy dinh chi tiét mét so6 di€u va bién phap thi hanh Luat H9 tich.

2.8. Yéu cau, diéu kién thwe hién thi tuc hanh chinh: Khong.
2.9. Cin ctr phap ly cua tha tuc hanh chinh:

- Piéu 62, 63 B luat dan sy nam 2015;

-Piéu 7, 9, 19, 22 Luat Ho tich nim 2014;

- Diéu 2, 3 Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 caa Chinh phu quy dinh chi tiét mot sé didu va bién phap thi
hanh Luat Ho tich;


http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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- Diéu 2, 3 Thong tu s 04/2020/TT-BTP ngay 28/5/2020 ciia Bo truéng Bo Tu phap quy dinh chi tiét thi hanh mdt s6 dicu
cua Luat HQ tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctuia Chinh phu quy dinh chi tiét mot s6 diéu va bién phap thi

hanh Luat HO tich;

- Khoan 3; Diém a, ¢ Khoan 4 Piéu 1 Nghi quyét sé 51/2021/NO-HPND ngay 17/8/2021 cua Hoi dong nhan ddn Tinh ban
hanh quy dinh mikc thu, ché do thu, ndp, qudan Iy va st dung 1é phi ho tich trén dia ban tinh Pong Thap, coé hiéu luc tuw ngay

01/9/2021.
2.10. Luu ho so (ISO):
Thanh phan ho so hru B6 phan luu trir Thoi gian luu
- Nhu muc 2.2;

- K&t qua giai quyét TTHC hodc Vin ban tra 161 ca don vi dbi v6i ho
so khong dap ung yéu cau, di€u kién.

- Ho so tham dinh (néu co)

- Vin ban trinh co quan cap trén (néu co)

Cong chirc Tu phép cap
huyén

Cac biéu mau theo Khoan 1, Diéu 9, Thong tu sé 01/2018/TT-VPCP
ngay 23 thang 11 nam 2018 cta BJ truong, Chu nhiém Van phong
Chinh phii quy dinh chi tiét mot s6 diéu va bién phap thi hanh Nghi
dinh s6 61/2018/ND-CP ngay 23 thang 4 nim 2018 cta Chinh phu vé
thuc hién co ché mot ctra, mot cira lién thong trong giai quyét thu tuc
hanh chinh.

Bo6 phan tiép nhan va tra két
qua

Tir 01 ndm, sau d6 chuyén
ho so dén kho luu trir cua
Phong Tu phap cap huyén

Ghi chi: Tén tha tuc hanh chinh chuan hoa theo Quyét dinh s6 2394/QD-BTP ngay 03 thang 12 ndm 2020 ban hanh Danh muc chudn héa tha tuc hanh chinh

thudc pham vi quan 1y cua B Tu phap.

Stra d6i Phi, 1¢ phi; Can cir phép 1y cua thi tuc hanh chinh vé phi, 18 phi theo quy dinh tai Nghi quyét s6 51/2021/NQ-HDND ngay 17/8/2021 cua Hoi dong
nhan dan Tinh ban hanh quy dinh mirc thu, ché do thu, ndp, quan 1y va str dung 1€ phi hd tich trén dia ban tinh BPong Thap, cé hiéu lyc tir ngay 01/9/2021.
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phuc

TO KHAI PANG KY CHAM DUT GIAM HO

KInh Uiz @ Lottt

Ho, chir dém, t8N NEWOT YEU CAUS .......coovveieeeeeee et
INOT CU T @)Lttt b bbb bbbt

Pé nghi co quan ding ky cham dirt viéc giam ho giira:
Nguwoi giam ho:
| (0T e 4 L (35 TR 1< o USSR

Giditinh: ... Dan toC:....uvviieeieeeeeeiiieeee QubC tiCh: woveveeeeereeeenn,

N OL CU I . oottt e e et e e e e et e e e e e e e e e e eteeeteeeeesteesteeseeeseeaeeseeareeaaeaenes

Nguwoi dwoc giam hg:

L Lo TR 010 e (<3 s VO 1 AP
Ngay, thang, NAM SINN: ...oocuiiiiii e
Gi6i tinh: ..o, DAN tOC: . veeveeieeireieeeseeaeenns QuAC tich: .o,
NOT CU ITUP) ettt ettt et e st ettt e st e e st et e et aee s

Da ding ky idm ho tai @ ..o

ngay ....... thang ......... nam ......... SO. e QUYEN SO v,

Ly do cham dirt Vige GIAmM ROz ........c.cooovvieieeieeeecececeece e
T6i cam doan nhitng ndi dung khai trén day la dung sy that va chiu trach nhiém trudce
phap luat vé cam doan ciia minh.

Lam t@i: ....ocoooeiviiiieninnn , hgay ... thang ..... nam ....
Nguwoi yéu cau
(Ky, ghi ro ho, chir dém, tén)

Dé nghi cip ban sao®: Co D Khéng []
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Chd thich:

() Ghi 13 tén co quan dang ky chdm dut giam ho.

@) Ghi theo noi dang ky thuong tra, néu khong c6 noi dang ky thuong tr thi ghi theo noi
dang ky tam tra; truong hop khong cé noi dang ky thuong tra va noi dang ky tam tra thi ghi theo
noi dang sinh Séng

®) Ghi thong tin vé gidy to tiry than nhu: ho chiéu, chimg minh nhan dan hoic glay to hop
1¢ thay thé (vi du: Chimg minh nhan dan s6 001089123 do Céng an thanh phé Ha Noi cip ngay
20/10/2014).

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

®) P& nghi ddnh déu X vao 6 néu ¢ yéu cau cp ban sao va ghi rd sb lugng.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poclap - Tw do - Hanh phic

..‘..(44)

S6:%9  JTLCDGH .. ,ngay....thang ...ndm ...

) _TRICHLUC
PANG KY CHAM DUT GIAM HQ

Nguwoi giam hg:

| (O T 4 L1 (535 VAR 1< o OO
Ngay, thANE, NAM SINN: .
Giottinh:..oo Dan tocC: ... Quéc EICH: e
GHAY 10 EY TANT oo

Ngudi dwge giam ho:

| (O T 4 L (35 VA 1< o OO
Ngay, thANg, NAM SN ..ot
Gio1 tinh:. Dan toC:.......coooeee QUOBEC HCR: o

GiAy Khai SINN/GIAY t0 TUY thAI: .ttt

Pi chdm dirt giam hd.
LY A0 CRAI QUE: oo

NGUOI KY TRICH LUC ,
(Ky, ghi r6 ho, chir dém, tén, chirc vu, dong dau)

44 Ghi tén co quan cip Trich luc (ghi du céc cAp hanh chinh).
(45) Ghi theo s6 trong Sé ding ky chdm dit giam ho.
© Ghi 13 tén co quan dang ky giam ho trude day (so, ngay thang ndm ding ky)
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PHAN GHI CHU NHUNG THONG TIN THAY DOI SAU NAY

S6
TT

Ngay, thang, nam
ghi chu

'Noi dung ghi chd
(déng dau vao ndi dung da ghi chi)

Cin cwr ghi chu

Ho, chir dém, tén, chir ky
cia nguwoi thuc hién ghi cha
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V. LINH VU'C CHUNG THUC

1. Thi tuc Cép ban sao tir s6 goc

1.1. Trinh tw, cach thirc, thoi gian giai quyét thii tuc hanh chinh

TT Trinh ty thwe hién Cach thire thue hién Thoi gian giai
quyét
Buéc 1 | Nop ho so thii tuc hanh | 1. Nop truc tiép qua Bo phén tiép nhan va tra két qua thuge | - Sang: tr 07 gio
chinh:: Vin phong Hoi dong nhan dan va Uy ban nhan dan cap | dén 11 gio 30 phut;

huyén. - Chiéu: tr 13 gio
2. Hodc thong qua dich vu buu chinh cong ich. 30 dén 17 gio cua
3. Hoic qua Cong dich vy cong Qudc gia | cac ngay lam viéc.
(dichvucong.gov.vn), Coéng dich vu céng Tinh
(dichvucong.dongthap.gov.vn)

Buéc 2 | Tiép nhan va chuyén hé | Doi v6i ho so duge ndp truc tiép qua Bo phan tiép nhan va tra Chuyen ngay ho S0

so’ thu tuc hanh chinh

két qua hoac théng qua dich vu buu chinh cong ich cong chire
tiép nhan hd so tai Bo phén tiép nhan va tra két qua xem xét,
kiém tra tinh chinh xac, ddy du cta hd so; quét (scan) va luu
trit ho so dién tir, Cap nhat vao co s¢ dir liéu cua phan mém
mot ctra dién tir cua Tinh.

a) Truong hop ho so chua day du, chua chinh xac theo quy
dinh, cong chtic tiép nhan hod so phai huéng dan dai dién t6
chtrc, ca nhan bo sung, hoan thién ho so theo quy dinh va néu
rd ly do theo mau Phiéu yéu cau bo sung, hoan thién hd so;

b) Truong hop tir chdi nhan ho so, céng chirc tiép nhan ho so
phai néu 16 1y do theo mau Phiéu tir chdi giai quyét hd so thu
tuc hanh chinh;

¢) Truong hop hd so ddy du, chinh xac theo quy dinh cdng

tiép nhan truc tiép
trong ngay lam viéc
(khong dé qua 01
gio lam vi¢c) hodc
chuyén vao dau gio
ngay lam viéc tiép
theo d6i véi truong
hop tiép nhan sau
15 gio hang ngay.
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chuc tlep nhan ho so va lap Glay tiép nhan ho so va hen ngay
tra két qua, ddng thoi, chuyén cho co quan c6 thim quyén dé
giai quyét theo quy trinh.

Budée 3 | Giai quyét thi tuc hanh | Sau khi nhan ho so thi tuc hanh chinh tir B4 phan tiép nhan | 01 ngay lam viéc,
chinh va tra két qua Phong Tu phap xem x¢t, tham dinh ho so, trinh trong do:
phé duyet két qua giai quyét thu tuc hanh chinh:
1. Tiép nhan ho so (BO phan TN&TKQ) 01 gio
2. Giai quyét ho so, trong do: 07 gio
+ Chuyén vién 04 gid
+ Lanh dao phong Tu phap 02 gioy
+ Van thu 01 gio
Buéc 4 | Tra két qua giai quyét | Cong chirc tiép nhan va tra két qua nhap vao so theo ddi ho so | - Sang: tr 07 gio

thu tuc hanh chinh

va ph?m mém dién tir thuc hién nhu sau:

- Thong bao cho dai dién td chure, ca nhan biét trudce qua tin
nhén, thu dién ti, dién thoai hodc qua mang xa hdi dugc cép
c6 tham quyén cho phép dbi v6i hd so giai quyét thi tuc hanh
chinh trude thoi han quy dinh.

- Pai dién t6 chirc, ca nhan nhan két qua giai quyet thu tuc
hanh chinh theo thoi gian, dia diém ghi trén Glay tiép nhan ho
so va hen tra két qua (xuat trinh gidy hen tra ket qua). Cong
chtic tra két qua kiém tra phleu hen va yéu cau nguoi dén
nhan két qua ky nhan vao so va trao két qua.

- Truong hop nhan két qua thong qua dich vu buu chinh cong
ich. (dang ky theo hudng dan cta Buu dién) (néu co)

dén 11 gio 30 phut;
- Chiéu: tr 13 gio
30 dén 17 gio cua
cac ngay lam viéc.

1.2. Thanh phén, sé lwong hd so
a) Thanh phan hd so
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- Truong hop ndp truc tiép thi xuét trinh ban chinh hodc ban sao c¢6 chung thuc gidy chimg minh nhan dan hodc ho chiéu
con gia tri str dung.
- Trudng hop ngudi yéu ciu cip ban sao tir s6 gde giri qua buu dién thi phai gui kém theo ban sao co ching thue gidy

ching minh nhan dan hodc h chiéu con gié tri str dung, phong bi dan tem ghi 1 ho tén, dia chi ngudi nhan cho co quan, t6 chirc
cap ban sao.

- Trudng hop nguoi yéu cau 1a ngudi dai dién theo phap luat, ‘nguol dai dién theo uy quyén ctia c4 nhan, to chtrc duoc cp
ban chinh; cha, me, con; vo, chong, anh, chi, em rudt; nguoi thira ké khac cua nguoi duge cap ban chinh trong truong hop ngudi
d6 da chét thi phai xuat trinh gidy to ching minh quan hé véi nguoi duoc cip ban chinh.

b) Sé lwong ho so: 01 bd

1.3. Poi twong thue hién thii tuc hanh chinh: C4 nhan, t6 chic

1.4. Co quan gii quyét thii tuc hanh chinh: Co quan, to chtic 1ap s6 gdc.
1.5. Két qua thuwe hién thi tuc hanh chinh: Ban sao dugc cip tir s6 gdc
1.6. Phi, 1€ phi: Khong.

1.7. Tén mau don, miu t& khai: Khong.

1.8. Yéu cau, diéu kién thyc hién thii tuc hanh chinh: Phai c6 s6 goc
1.9. Can cwr phap ly caa thu tuc hanh chinh

biéu 5, 7, 16, 17 Nghi dinh sb 23/2015/ND-CP ngay 16/02/2015 cta Chinh phu vé cép ban sao tr ban chinh, chiing thuc
chir ky va ching thuc hop dong, giao dich.

1.10. Luu hd so (ISO)

Thanh phan hé so luu B¢ phan luu trir Thoi gian luu
- Nhumye 1.2; , | Cong chirc Tu phap cap Tu 01 ndm, sau d6 chuyén
- Két qua giai quyét TTHC hodc Van ban tra 161 cia don vi do1 voi ho huyén ho so dén kho luu trit cta
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so khong dap tmg yéu cau, diéu kién. Phong Tu phép cap huyén
- H6 so tham dinh (néu ¢0)
- Van ban trinh co quan cap trén (néu co)

Céc biéu mau theo Khoan 1, Piéu 9, Thong tu s6 01/2018/TT-VPCP
ngay 23 thang 11 nam 2018 cua B¢ truéng, Chu nhiém Van phong
Chinh pha quy dinh chi tiét mot s6 diéu va bién phap thi hanh Nghi | Bo phan tiép nhan va tra két
dinh s6 61/2018/ND-CP ngay 23 thang 4 ndm 2018 ciia Chinh phu vé qua

thuc hién co ché mot ctra, mot ctra lién théng trong giai quyét thi tuc
hanh chinh.

Ghi chd: Tén thu tyc hanh chinh chuan hoa theo Quyét dinh sd 2394/Qb-BTP ngay 03 thang 12 nam 2020 ban hanh Danh
muc chuan hoéa thu tuc hanh chinh thuc pham vi quan ly cua B§ Tu phap (bo sung cum tur “Thu tuc”).




2. Thit tuc Chitng thue ban sao tir ban chinh gidy t&, vin ban do co quan td chirc c6 thAim quyén cia Viét Nam cip

hoac chirng nhan

237

2.1. Trinh tu, cach thirc, thoi gian giai quyét thii tuc hanh chinh

TT

Trinh ty thuc hién

Cach thire thue hién

Thoi gian giai
quyét

Buoc 1

Nop ho so thii tuc hanh

chinh:

Nop truc tiép qua Bo phan tiép nhan va tra két qua thuoc Vian
phong Ho1 dong nhan dan va Uy ban nhan dan cap huyén.

- Sang: tir 07 giod dén
11 gio 30 phdt;
- Chiéu: tir 13 gio 30
dén 17 gio cua céc
ngay lam viéc.

Buworc 2

Tiép nhin va chuyén
ho so thi tuc hanh

chinh

Cong chirc tiép nhan ho so tai BO phan tiép nhan va tra ket
qua xem xét, kiém tra tinh chinh x4c, day du ctia hd so; quét
(scan) va luu trir ho so dién tir, cap nhit vao co s dit liéu cia
phén mém mét cira dién tir cua Tinh.

a) Truong hop hod so chua day du, chua chinh xac theo quy
dinh, cong chirc tiép nhén hd so phai huéng dan dai dién to
chtrc, ca nhan bd sung, hoan thién hd so theo quy dinh va néu
rd Iy do theo mau Phiéu yéu cau b sung, hoan thién hd so;

b) Truong hop tir chdi nhan hd so, cong chirc tiép nhan hd so
phai néu 13 1y do theo mau Phiéu tir chdi giai quyét hd so th
tuc hanh chinh;

¢) Truong hop hé so day du, chinh xac theo quy dinh cong
chuce t1ep nhan ho so va lap Glay tiép nhan hd so va hen ngay
tra két qua; dong thoi, chuyén cho co quan c6 tham quyén dé
giai quyét theo quy trinh.

Chuyen ngay ho S0
tiép nhan truc tiép
trong ngay lam viéc
(khong dé qua 01 gio
lam  viéc)  hoac
chuyén vao dau gio
ngay lam viéc tiép
theo ddi véi trudng
hop tiép nhan sau 15
gi0 hang ngay.
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Buwéce 3

Giai quyét thi tuc
hanh chinh

Sau khi nhan ho so thu tuc hanh chinh tir B4 phan tiép nhan va
tra két qua, ‘Phong Tu phap xem x¢t, tham dinh hd so, trinh
phé duyét két qua giai quyét thu tuc hanh chinh:

01 ngay lam viéc ddi
v6i ching thyce tir 01
ban chinh, ndi dung
gidy t0, van ban dé
kiém tra; 02 ngay
lam vigc d6i voi
truong hop cung mot
lac yéu cau ching
thuc ban sao tur
nhiéu loai ban chinh
gidy tO, van ban; ban
chinh ¢6 nhiéu trang;
yéu cau so luong
nhiéu ban sao; ndi
dung gidy to, vin
ban phtrc tap kho
Kiém tra

a) Truong hop ching thyc tir 01 ban chinh, n6i dung gidy to,
van ban dé ki€m tra

01 ngay, trong do:

1. Tiép nhan ho so (Bd phan TN&TKQ) 01 gio
2. Giai quyét ho so, trong do: 07 gid
+ Chuyén vién 04 gio
+ Lanh dao phong Tw phdp cdp huyén 02 gio

+ Van thu

01 gic
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b) Dbi voi truong hop cung mét luc yéu cau chimg thuc ban
sao tir nhiéu loai Jban chinh glay to, van ban; ban chinh c6
nhiéu trang; yéu cau sb lugng nhiéu ban sao; ndi dung glay to,
vian ban phtc tap khé kiém tra, d6i chiéu ma co quan, to chue
thuc hién chimg thyc khong thé dap tmg duoc trong ngay tiép
nhén hd so.

02 ngay hodc c6 thé
dai hon theo thoa
thuan bang vin ban
véi nguoi yéu ciu
ching thuc. Trong
do:

1. Tiép nhan ho so (BO phan TN&TKQ) 04 gio
2. Giai quyét ho so, trong do: 12 gio
+ Chuyén vién 08 gio
+ Lanh dao phong Tu phap 03 gio
+ Van thu 01 gio

Buworc 4

Tra két qua giai quyét
thu tuc hanh chinh

Cong chirc tiép nhan va tra két qua nhap vao so theo ddi ho so
va ph?m mém dién tir thuc hién nhu sau:

- Th()ng bao cho dai dién t6 chtrc, c4 nhan biét trudc qua tin
nhan, thu dién tur, dién thoai hodc qua mang xa hoi duoc cap
c6 thadm quyén cho phép ddi voi hd so giai quyét thi tuc hanh
chinh trudc thoi han quy dinh.

- Pai dién to chuc, ca nhian nhan két qua giai quyét thu tuc
hanh chinh theo thoi gian, dia diém ghi trén Gidy tiép nhan ho
so va hen tra két qua (xuat trinh gidy hen tra két qua). Cong
chuc tra két qua kiém tra phiéu hen va yéu cau nguoi dén nhan
két qua ky nhan vao s6 va trao két qua.

- Sang: tir 07 gio dén
11 gio 30 phdt;
- Chiéu: tir 13 gio 30
dén 17 gio cua céc
ngay lam viéc.

2.2. Thanh phan, s6 lwong ho so

a) Thanh phan ho so

Ban chinh gidy to, van ban lam co s& dé chung thuc ban sao va ban sao can ching thuec.
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Truong hop ngudi yéu ciu chimg thuc chi xudt trinh ban chinh thi co quan, t6 chirc tién hanh chup tir ban chinh dé thuc
hién ching thuc, trir truong hop co quan, t6 chirc khong c6 phuong tién dé chup.

Ban sao, chup tir ban chinh dé thuc hién chimg thuc phai c6 day du cac trang da ghi thong tin cta ban chinh.
b) S6 luong hd so: 01 b

2.3. Poi twong thuc hién thii tuc hanh chinh: Ca nhén, t6 chuc

2.4. Co quan giai quyét thii tuc hanh chinh: Phong Tu phap

2.5. Két qua thwe hién thii tuc hanh chinh: Ban sao dugc ching thyc tir ban chinh.

2.6. Phi, 1¢ phi: 2.000 dong/trang; Tir trang tht 3 tré 1én thu 1.000 dong/trang, t6i da thu khong qua 200.000 dong/ban.
Trang la can cu dé thu phi dugc tinh theo trang ctia ban chinh.

2.7. Tén mau don, miu to khai: Khong.

2.8. Yéu ciu, diéu kién thyc hién thii tuc hanh chinh

- Ban chinh gidy t0, vin ban can ching thuc.

- Ban chinh gidy t0, vin ban khong duoc dung lam co so dé ching thyc ban sao:
+ Ban chinh bi téy x0a, stra chira, thém, bt no1 dung khong hop 1€.

+ Ban chinh bi hu héng, cii nat, khong xac dinh dugc ndi dung.

+ Ban chinh déng dau mat ctia co quan, t6 chirc c6 thim quyén hodc khong dong ddu mat nhung ghi & khong duoc sao
chup.

+ Ban chinh c¢6 ndi dung trai phap luat, dao duc xa hoi; tuyén truyén, kich dong chién tranh, chng che do xa hoi chu nghia
Viét Nam; xuyén tac lich st ciia dan toc Viét Nam; xtc pham danh du, nhan pham, uy tin ctia ca nhan, to chirc; vi pham quyén
cong dan.

+ Gidy t0, van ban do c4 nhan ty 14p nhung khong c6 xac nhan va déng diu cua co quan, to chirc c6 thim quyén.

2.9. Can cir phap ly cua thu tuc hanh chinh
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- Diéu 5,7, 18, 19, 20, 21, 22 Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cip ban sao tir ban chinh,
chig thuc chit ky va chung thuc hop dong, giao dich;

- Piéu 10, 11 Thong tur s6 01/2020/TT-BTP ngay 03/3/2020 ciia Bé Tw phap quy dinh chi tzet va huéng dan thi hanh mét sé
diéu ciia Nghi dinh s6 23/2015/NP-CP ngay 16/02/2015 ciia Chinh phii vé cdp ban sao tir sé goc, chimg thuc ban sao tir ban
chinh, chimg thye chit ky va chitg thie hop dong, giao dich;

- Piéu 4 Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 cta Bo Tai chinh quy dinh mirc thu, ché d6 thu, ndp, quan 1y va
st dung phi ching thuc.

2.10. Lwu ho so (ISO)

Thanh phan hé so luu B¢ phan luu trir Thoi gian luu

- Nhu muc 2.2;
- Két qua giai quyét TTHC hoac Van ban tra 161 cua don vi do1 véi ho

so khong dap tmg yéu cau, diéu kién. Cong Chlflc T}I phdp cap

- Hd so tham dinh (néu co) uyen

- Vin ban trinh co quan cap trén (néu co) Tir 01 nim, sau d6 chuyén
Céc biéu mau theo Khoan 1, Piéu 9, Thong tu s6 01/2018/TT-VPCP hé so dén kho luu trit cia
ngay 23 thang 11 nam 2018 cua B truéng, Chu nhiém Van phong Phong Tu phap cap huyén
Chinh pha quy dinh chi tiét mot sd diéu va bién phap thi hanh Nghi | Bo phan tiép nhan va tra két

dinh s6 61/2018/ND-CP ngay 23 thang 4 nam 2018 ctia Chinh phu vé qua

thue hién co ché mot cira, mot cira lién théng trong giai quyét thu tuc

hanh chinh.

Ghi chd: Tén thi tyc hanh chinh chuan hoa theo Quyét dinh s6 2394/Qb-BTP ngay 03 thang 12 ndm 2020 ban hanh Danh
muc chuan héa thu tuc hanh chinh thudc pham vi quan 1y cia Bo Tu phap (bd sung cum tir “Tha tuc™).
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3. Thi tuc Chirng thwe ban sao tir ban chinh giay to, van ban do co quan, to6 chirc ¢6 tham quyén cia nwéc ngoai; co
quan, to chirc c6 thim quyén cia Viét Nam lién két vgi co quan, to chire c6 thaim quyén ciia nwée ngoai cap hoac chirng nhan

3.1. Trinh tw, cach thire, thoi gian gidi quyét thi tuc hanh chinh

TT

Trinh ty thuc hién

Cach thire thue hién

Thoi gian giai
quyét

Buwoc 1

Nop ho so thii tuc hanh

chinh:

Nop truc tiép qua Bo phén tiép nhan va tra két qua thudc Vin
phong Hoi dong nhan dan va Uy ban nhan dan cap huyén.
Hoic qua Cong dich vu céng Qudc gia (dichvucong.gov.vn),
Cong dich vu cong Tinh (dichvucong.dongthap.gov.vn)

- Sang: tir 07 giod dén
11 gio 30 phdt;
- Chiéu: tir 13 gio 30
dén 17 gio cua céc
ngay lam viéc.

Buworc 2

Tiép nhin va chuyén
ho so thi tuc hanh

chinh

Cong chuc tiép nhan ho so tai Bo phan tiép nhin va tra két
qua xem xét, kiém tra tinh chinh xéc, ddy du cua hd so; quét
(scan) va luu trix ho so dién tu, cap nhat vao co s¢ dir liéu cua
phén mém mot cira dién tir cua Tinh.

a) Truong hop ho so chua dy du, chua chinh xac theo quy
dinh, cong chirc tiép nhén hd so phai huéng dan dai dién to
chirc, ¢4 nhan bd sung, hoan thi¢n hd so theo quy dinh va néu
13 1y do theo mAu Phiéu yéu cau bo sung, hoan thién hd so;

b) Truong hop tir chdi nhan hd so, cong chic tiép nhan hd so
phai néu 13 1y do theo mau Phiéu tir chdi giai quyét hd so th
tuc hanh chinh;

¢) Truong hop hé so day du, chinh xac theo quy dinh cong
chuc tlep nhan ho so va lap Glay tiép nhan ho so va hen ngay
tra két qua; dong thoi, chuyén cho co quan c6 tham quyén dé
giai quyét theo quy trinh.

Chuyen ngay ho S0
tiép nhan truc tiép
trong ngay lam viéc
(khong dé qua 01 gio
lam  viéc)  hoac
chuyén vao dau gio
ngay lam viéc tiép
theo ddi véi trudng
hop tiép nhan sau 15
gio hang ngay.
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Bwoc 3

Giai quyét thi tuc
hanh chinh

Sau lghi nhén ho so thi tuc hanh chinh }1‘1 Bo pheflp tiép nhan va
tra két qua Phong Tu phap xem xét, tham dinh ho so, trinh phé
duyét két qua giai quyét tha tuc hanh chinh:

01 ngay lam viéc ddi
v6i ching thyce tir 01
ban chinh, ndi dung
gidy t0, van ban dé
kiém tra; 02 ngay
lam viée d6i voi
truong hop cung mot
lac yéu cau ching
thuc ban sao tur
nhiéu loai ban chinh
giéy to, van ban; ban
chinh c6 nhiéu trang;
yéu cau s luong
nhiéu ban sao; nodi
dung gidy to, vin
ban phuc tap kho
kiém tra

a) Doi voi chimg thuc tir 01 ban chinh, ndi dung gidy to, van
ban d¢ kiém tra

01 ngay, trong do:

1. Tiép nhan ho so (Bo phan TN&TKQ) 01 gio
2. Giai quyét ho so, trong do: 07 gid
+ Chuyén vién 04 gio
+ Lanh dao phong Tu phap 02 gio
+ Van thu 01 gio
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b) bbi véi truong hop cung mot luc yéu cau chimg thuc ban
sao tir nhiéu loai ‘ban chinh glay to, van ban; ban chinh c6
nhiéu trang; yéu cau sd lugng nhiéu ban sao; ndi dung glay to,
van ban phtec tap khé kiém tra, d6i chiéu ma co quan, to chue
thuc hién chimg thuc khong thé dap tmg duoc trong ngay tiép
nhén hd so.

02 ngay, trong do:

1. Tiép nhan ho so (BO phan TN&TKQ) 04 gio
2. Giai quyét ho so, trong do: 12 gio
+ Chuyén vién 08 gio
+ Lanh dao phong Tu phap 03 gio
+ Van thu 01 gio

Buworc 4

Tra két qua giai quyét
thu tuc hanh chinh

Cong chirc tiép nhan va tra két qua nhap vao so theo ddi ho so
va ph?m mém dién tir thuc hién nhu sau:

- Thong bao cho dai dién t6 chtrc, ca nhan biét trudc qua tin
nhan, thu dién tu, dién thoai hodc qua mang xa hoi dugc cap
c6 thadm quyén cho phép ddi voi hd so giai quyét thi tuc hanh
chinh trudce thoi han quy dinh.

- Pai dién to chuc, ci nhan nhan két qua giai quyét tha tuc
hanh chinh theo thoi gian, dia diém ghi trén Giéy tiép nhan ho
so va hen tra két qua (xuat trinh gidy hen tra két qua). Cong
chuc tra két qua kiém tra phiéu hen va yéu cau nguoi dén nhan
két qua ky nhan vio so va trao két qua.

- Sang: tir 07 gio dén
11 gio 30 phdt;
- Chiéu: tir 13 gio 30
dén 17 gio cua céc
ngay lam viéc.

3.2. Thanh phin, so lwong ho so

a) Thanh phan ho so

Ban chinh gidy to, van ban lam co s& dé€ chung thuc ban sao va ban sao can ching thyec.
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Truong hop ngudi yéu ciu chimg thuc chi xuét trinh ban chinh thi co quan, t6 chtrc tién hanh chup tir ban chinh dé thyc
hién ching thuc, trir truong hop co quan, t6 chirc khong c6 phuong tién dé chup.

Ban sao, chup tir ban chinh dé thuc hién chimg thuc phai c6 ddy du c4c trang da ghi thong tin cta ban chinh.
b) S6 luong hd so: 01 bd

3.3. Poi twong thue hién thii tuc hanh chinh: Cé nhén, t6 chuc

3.4. Co quan giai quyét thi tuc hanh chinh: Phong Tu phap

3.5. Két qua thuee hién thii tuc hanh chinh: Ban sao duoc ching thuc tir ban chinh.

3.6. Phi, 1€ phi: 2.000 ddng/trang; TU trang thir 3 tro 1én thu 1.000 ddng/trang, tdi da thu khong qua 200.000 dong/ban.
Trang la can cu dé thu phi dugc tinh theo trang ctia ban chinh.

3.7. Tén miu don, miu t& khai: Khong.

3.8. Yéu ciu, diéu kién thyc hién thi tuc hanh chinh

- Ban chinh gidy t0, vin ban can chimg thuc.

- Ban chinh gidy t, vin ban khong duoc ding lam co so dé ching thyc ban sao:
+ Ban chinh bi téy x0a, stra chira, thém, bot nd1 dung khong hop 1€.

+ Ban chinh bi hu héng, cii nat, khong xac dinh duoc ndi dung.

+ Ban chinh déng ddu mat cta co quan, to chirc ¢6 thim quyén hodc khong dong ddu mat nhung ghi rd khong duoc sao
chup.

+ Ban chinh c¢6 ndi dung trai phap luat, dao dtrc xa hoi; tuyén truyén, kich dong chién tranh, chdng che d6 xa hoi chu nghia
Viét Nam; xuyén tac lich st ctia dan toc Viét Nam; xuc pham danh dy, nhan pham, uy tin cta cé nhan, t6 chirc; vi pham quyén
cong dan.

+ Gidy t0, van ban do ca nhan tu 1ap nhung khong c6 xac nhan va dong dau cua co quan, t6 chirc c6 tham quyén.

+ Ban chinh do co quan, to chirc c6 thim quyén cta nudc ngoai cip, cong chimg hodc chimg nhén chua duoc hop phép
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hoéa lanh sy theo quy dinh tai Khoan 1 Diéu 20 Nghj dinh s6 23/2015/ND-CP, trir hj chiéu, thé can cudc, thé thiong tri, thé cu
trU, giay phép lai xe, bang tot nghiép, chirng chi va bang diém kém theo bang tot nghiép, chirng chi.

3.9. Can cur phap ly cia thi tuc hanh chinh

- Diéu 5,7, 18, 19, 20, 21, 22 Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cip ban sao tir ban chinh,
chung thuc chit ky va chirng thuc hop dong, giao dich;

- Piéu 6, 10, 11 Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 ciia Bo Tu phap quy dinh chi tiét va hudng dan thi hanh mét
s6 diéu ciia Nghi dinh sé6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phii vé cdp ban sao tir ban chinh, chimg thuwc chit ky va
ching thiee hop dong, giao dich;

- Piéu 4 Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh quy dinh mirc thu, ché d6 thu, ndp, quan 1y va
st dung phi ching thuc.

3.10. Luu hd so (ISO):
Thanh phin hd so luu B6 phén lwu trir Thoi gian luu
- Nhu muc 3.2;
- Két qua giai quyet TTHC hodc Vian ban tra 10i caa don vi ddi v6i ho so Cong chitc Tu phép Cép
khong dap tmg yéu cau, diéu kién. huyén

- Ho so thdm dinh (néu c6)

o SNy Tt 01 nam, sau d6 chuyén
- Van ban trinh co quan cap trén (néu co) ' Y

ho so dén kho luu trir cua

Céc biéu miu theo Khoan 1, Diéu 9, Thong tu s6 01/2018/TT-VPCP ngay
23 thang 11 ndm 2018 cua B truong, Chu nhiém Van phong Chinh phu
quy dinh chi tiét mot sé diéu va bién phap thi hanh Nghi dinh s
61/2018/ND-CP ngay 23 thang 4 nam 2018 ctia Chinh phu vé thyc hién co
ché mot ctra, mot cira lién thong trong giai quyét thu tuc hanh chinh.

- | Phong Tu phép cap huyén
B phan tiép nhan va tra ket
qua

Ghi cht: Tén thu tuc hanh chinh chuan hoa theo Quyét dinh s6 2394/QD-BTP ngay 03 thang 12 nam 2020 ban hanh Danh
muc chuan hoéa thu tuc hanh chinh thudéc pham vi quan ly cua Bo Tu phap (bo sung cum tir ““Thu tuc”™).
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4. Thit tuc Chirng thue chir ky trong cac gidy to, viin ban (dp dung cho ca trudng hop ching thwe diém chi va
trueong hop nguoi yéu cau chirng thue khong thé ky, khong thé diém chi dwgrc)

4.1. Trinh tw, cach thirc, thoi gian gidi quyét thi tuc hanh chinh

TT

Trinh ty thuc hién

Cach thire thue hién

Thoi gian giai
quyet

Bwoc 1

Nop hd so thii tuc hanh

chinh:

1. Nop truc tiép qua B phan tiép nhan va tra két qua thue
Vin phong Hoi dong nhan dan va Uy ban nhan dan cap huyén.
2. Ngoai try s6 cua UBND cap huyén néu ngudi yéu ciu
chtng thuc thudc dién gia yéu, khong thé di lai duoc, dang bi
tam gitr, tam giam, thi hanh an phat tu hodc c¢6 ly do chinh
dang khac.

- Sang: tir 07 gio dén
11 gio 30 phat;
- Chiéu: tir 13 gio 30
dén 17 gio cta céc
ngay lam viéc.

Buworc 2

Tiép nhan va chuyén
ho so thd tuc hanh

chinh

Cong chuc tiép nhan ho so tai Bo phan tiép nhin va tra két
qua xem xét, kiém tra tinh chinh xé4c, day du cua ho so; quét
(scan) va luu trix ho so dién tu, cap nhat vao co s¢ dir liéu cua
phén mém mot cira dién tir cua Tinh.

a) Truong hop hd so chua day du, chua chinh xac theo quy
dinh, cong chirc tiép nhan hd so phai hudéng dan dai dién to
chirc, ca nhan b sung, hoan thién hd so theo quy dinh va néu
10 1y do theo méau Phiéu yéu cau bo sung, hoan thi¢n ho so;

b) Truong hop tir chdi nhan hd so, cong chic tiép nhan hd so
phai néu 13 1y do theo mau Phiéu tir chdi giai quyét hd so th
tuc hanh chinh;

C) Truong hop hd so day du, chinh xac theo quy dinh cong
chtrc tlep nhan ho so va lap Glay tiép nhan ho so va hen ngay
tra két qua; dong thoi, chuyén cho co quan c6 tham quyén dé
giai quyét theo quy trinh.

Chuyen ngay ho S0
tiép nhan truc tiép
trong ngay lam viéc
(khong dé qua 01 gio
lam  viéc)  hoac
chuyén vao dau gio
ngay lam viéc tiép
theo ddi véi trudng
hop tiép nhan sau 15
gio hang ngay.
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Sau khi nhén ho so thi tuc hanh chinh tir Bo phan tiép nhan va
tra két qua Phong Tu phap xem xét, tham dinh ho so, trinh phé

01 ngay lam viéc,

- Pai dién to chuc, ca nhan nhan két qua giai quyét thu tuc
hanh chinh theo thoi gian, dia diém ghi trén Gidy tiép nhan hd
s0 va hen tra két qua (xuat trinh gidy hen tra két qua). Cong
chtre tra két qua kiém tra phiéu hen va yéu cau nguoi dén nhan
két qua ky nhan vao s va trao két qua.

. Giai quyét thi tue | duyét két qua giai quyét thu tuc hanh chinh: trong do:
Buge 3 hanh chinh 1. Tiép nhan ho so (Bd phan TN&TKQ) 01 gio
2. Giai quyét ho so, trong do: 07 gio
+ Chuyén vién 04 gio
+ Lanh dao phong Tw phdp 02 gio
+ Van thu 01 gio
Cong chirc tiép nhan va tra két qua nhap vao so theo ddi ho so
va phan mém dién tir thyc hién nhu sau:
- Thong bao cho dai dién to chirc, ca nhan biét truéc qua tin
nhan, thu dién tr, dién thoai hoic qua mang xa hoi dugc cap | - Sang: tir 07 gio dén
Tra két qua giai quyét | c6 tham quyén cho phép doi véi ho so giai quyét thi tuc hanh | 11 gio 30 phut;
Buéc 4 | thi tuc hanh chinh | chinh trudc thoi han quy dinh. - Chiéu: tir 13 gio 30

dén 17 gio cua céc
ngay lam viéc.

4.2. Thanh phan, s6 lwong ho so
a) Thanh phan ho so

- Ban chinh hozc ban sao c6 ching thuc Gidy chimg minh nhan dan/Cén cuée cong ddan hodc Ho chiéu con gié tri st dung.

- Gidy 1o, van ban ma minh s€ yéu cau chung thyc chir ky. Tru’ong hop chu’ng thuc chit ky trong glay to, van ban bang
tleng nudc ngoai, néu ngudi thuc hién ching thuc khong hiéu rd ndi dung cua gidy to, van ban thi co quyén yéu cau nguoi yéu
cau chung thyc nop kém theo ban dich ra tleng Viét ndi dung cua gidy to, van ban d6 (ban dich khong can cong chimg hodc

chtng thue chit ky ngudi dich, ngudi yéu cau chimg thue phai chiu trach nhiém vé nodi dung ctia ban dich).
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b) S6 luong hd so: 01 bd

4.3. Poi twong thuc hién thi tuc hanh chinh: C4 nhan

4.4. Co quan giai quyét thii tuc hanh chinh: Phong Tu phap

4.5. Két qua thye hién thii tuc hanh chinh: Giy to, van ban duoc chtng thyc chir ky/diém chi.

4.6. Phi, & phi: 10.000 dong/trudng hop (trudng hop dugc tinh 1a mot hodc nhiéu chit ky trong mot gidy to, van ban).

4.7. Tén mau don, miu to khai: Khong.

4.8. Yéu ciu, diéu Kién thwe hién thii tuc hanh chinh

Truong hop khong duge ching thuc chir ky:

+ Tai thoi diém chimg thuc, nguoi yéu cau ching thuc chit ky khong nhén thirc va 1am chu duoc hanh vi ctia minh.

+ Nguoi yéu cau chung thuc chit ky xuét trinh Gidy chitng minh nhan dan hodc Ho chiéu khong con gia tri sir dung hodc
gia mao.

+ Gidy to, van ban ma ngudi yéu cau chimg thuc ky vao co nodi dung quy dinh tai Khoan 4 Biéu 22 cua Nghi dinh sb
23/2015/Nb-CP.

+ Glay to, van ban c6 ngi dung la hop dong, giao dich; triv Gidy 1y quyén trong cdc truong hop Gidy 1y quyen (1) uy
quyén vé viéc ndp hg, nhan ho ho so, gidy to, tru truong hop phdp ludt quy dinh khong duoc uy quyén; (2) uy quyén nhan ho
lirong huew, buu pham, tro cdp, phu cdp; (3) iy quyén nho tréng nom nha cira; (4) ity quyén ciia thanh vién hé gia dinh d@é vay von
tai Ngan hang chinh sach xa hoi; hodc trie truong hop phap ludt co quy dinh khac.

4.9. Can cwr phap ly cua thu tuc hanh chinh
- Dicu 5, 7, 23, 24, 25, 26 Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cép ban sao tir ban chinh,
ching thuc chir ky va ching thyc hop dong, giao dich;

- Biézf 5,12, 13, 14, 15 Thong tw s6 01/2020/TT-BTP ngay 03/3/2020 ciia B6 Tw phdp quy dinh chi tiét va huéng dan thi
hanh mot so diéeu cua Nghi dinh so 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phii vé cap ban sao tir ban chinh, chirng thuc
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chit ky va chimg thiee hop dong, giao dich;

- Piéu 4 Thang tu s6 226/2016/TT-BTC ngay 11/11/2016 ctia Bo Tai chinh quy dinh muc thu, ché do thu, ndp, quan Iy va
st dung phi ching thuc.

4.10. Luu hd so (ISO)

Thanh phan hé so luu B¢ phan luu trir Thoi gian luu

- Nhu muc 4.2;
- Két qua giai quyét TTHC hodc Van ban tra 101 cua don vi d6i v6i hod

so khong dap tmg yéu cau, diéu kién. Cong Chlflc T}r phap cap
- Ho so tham dinh (néu co) uyen
- Vin ban trinh co quan cip trén (néu co)

Tir 01 ndm, sau d6 chuyén
Céc biéu mau theo Khoan 1, Piéu 9, Thong tu s6 01/2018/TT-VPCP hé so dén kho luu trix cta
ngay 23 thang 11 nam 2018 cua Bo truong, Chu nhiém Van phong Phong Tu phép cap huyén
Chinh pht quy dinh chi tiét mot s6 diéu va bién phap thi hanh Nghi | Bo phan tiép nhan va tra két
dinh s6 61/2018/ND-CP ngay 23 thang 4 nam 2018 ctia Chinh phu vé qua

thuc hién co ché mot ctra, mot cira lién théng trong giai quyét thu tuc
hanh chinh.

Ghi chti: Tén thu tyc hanh chinh chuan hoa theo Quyét dinh s6 2394/QD-BTP ngay 03 thang 12 ndm 2020 ban hanh Danh
muc chuan héa thu tuc hanh chinh thuoc pham vi quan 1y cia B§ Tu phép (b6 sung cum tur “Thu tuc”).
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5. Thii tuc Chirng thwe hop dong, giao dich lién quan dén Tai san 1a dong san
5.1. Trinh tw, cach thirc, thoi gian giai quyét thi tuc hanh chinh

TT

Trinh ty thuc hién

Cach thire thue hién

Thoi gian giai
quyét

Buoc 1

Nop ho so thii tuc hanh

chinh:

Nop truc tiép qua Bo phan tiép nhan va tra két qué thudéc Van
phong Ho1 dong nhan dan va Uy ban nhan dan cap huyén.

- Sang: tir 07 gio dén
11 gio 30 phdt;
- Chiéu: tir 13 gio 30
dén 17 gio cua céc
ngay lam viéc.

Buworc 2

Tiép nhin va chuyén
ho so thi tuc hanh

chinh

Cong chuc tiép nhan ho so tai Bo phan tiép nhin va tra két
qua xem xét, kiém tra tinh chinh xéac, day du cua ho so; quét
(scan) va luu trix ho so dién tu, cap nhat vao co s¢ dir liéu cua
phén mém mét cira dién tir cua Tinh.
a) Truong hop ho so chua dy du, chua chinh xac theo quy
dinh, cong chirc tiép nhén hd so phai huéng dan dai dién to
chtrc, ca nhan bd sung, hoan thién hd so theo quy dinh va néu
r0 1y do theo mau Phiéu yéu cau bo sung, hoan thi¢n ho so;
b) Truong hop tir chdi nhan hd so, cong chic tiép nhan ho so
phai néu 13 1y do theo mau Phiéu tir chdi giai quyét hd so th
tuc hanh chinh;

¢) Truong hop hé so day du, chinh xac theo quy dinh cong
chuce t1ep nhan ho so va lap Glay tiép nhan hd so va hen ngay
tra két qua; dong thoi, chuyén cho co quan c6 tham quyén dé
giai quyét theo quy trinh.

Chuyen ngay ho S0
tiép nhan truc tiép
trong ngay lam viéc
(khdng dé qua 02 gio
lam  viéc)  hoac
chuyén vao dau gio
ngay lam viéc tiép
theo ddi véi trudng
hop tiép nhan sau 15
gi0 hang ngay.

Buwoc 3

Giai quyét thi tuc
hanh chinh

Sau lghi nhén ho so thi tuc hanh chinh :[fI Bo ph@p tiép nhan va
tra két qua Phong Tu phap xem xét, tham dinh ho so, trinh phé
duyét két qua giai quyét thu tuc hanh chinh:

02 ngay lam viéc,
trong do:
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1. Tiép nhan ho so (Bo phan TN&TKQ) 02 gio
2. Giai quyét ho so, trong do: 14 g10
+ Chuyén vién 08 gio
+ Lanh dao phong Tu phép 04 gio
+ Van thu 02 gio

Cong chirc tiép nhan va tra két qua nhap vao so theo ddi ho so
va ph?m meém dién tir thuc hién nhu sau:

- Thong bao cho dai dién to chirc, ca nhan biét truéc qua tin
nhén, thu dién tir, dién thoai hodc qua mang xa hoi duogc cép
c¢6 tham quyén cho phép ddi voi hd so giai quyét thi tuc hanh | - Sang: tir 07 gio dén
Tra két qua gidi quyét | chinh truée thoi han quy dinh. 11 gio 30 pht;
Buoérc 4 thii tuc hanh chinh | - Dai dién to chitc, c4 nhan nhan két qua giai quyet thil tuc | - Chiéu: tir 13 gio 30
hanh chinh theo thoi gian, dia diém ghi trén Glay tiép nhan ho | &én 17 gio cua cac
so va hen tra két qua (xuét trinh gidy hen tra két qua). Cong | ngay lam viéc.

chure tra két qua kiém tra phiéu hen va yéu cau ngudi dén nhan
két qua ky nhan vao s va trao két qua.

- Truong hop nhan két qua théng qua dich vu buu chinh céng
ich. (ding ky theo huéng din cua Buu dién) (néu co)

5.2. Thanh phén, s6 lwong ho so
a) Thanh phan ho so
- Dy thao hop dong, giao dich;

- Ban sao Gidy chtrng minh nhan dan/Cdan cuée cong dan hoac Ho chiéu con gia tri sit dung ctia ngudi yéu cau ching thuc
(xuat trinh kém theo ban chinh dé doi chiéu);
- Ban sao gidy chimg nhan quyén s& hiru, quyén sir dung hodc ban sao gidy to thay thé dugc phép lut quy dinh doi véi tai

san ma phap luét quy dinh phai dang ky quyen s& hitu, quyén sir dung trong trudng hop hop dong, giao dich lién quan dén tai san
d6 (xuat trinh kém theo ban chinh dé d6i chiéu).



253

b) S6 luong hd so: 01 bd

5.3. Pdi twong thye hién thi tuc hanh chinh: C4 nhén, t6 chirc

5.4. Co quan giai quyét thii tuc hanh chinh: Phong Tu phap

5.5. Két qua thwe hién thii tuc hanh chinh: Hop dong, giao dich dugc ching thuc.
5.6. Phi, 1¢ phi: 50.000 dong/hgp dong, giao dich.

Ca nhan, ho gia dinh vay vén tai to chuc tin dung dé phuc vu phat trién néng nghiép, ndng thon theo quy dinh tai Nghi dinh
s6 55/2015/ND-CP ngay 09 thang 6 nim 2015 caa Chinh phii vé chinh sach tin dung phuc vu phét trién néng nghiép, ndng thon
thi khdng phai nop phi chimg thuc hop dong thé chap tai san.

5.7. Tén miu don, miu to khai: Khong.

5.8. Yéu cau, diéu kién thwe hién thii tuc hanh chinh: Khong

5.9. Can cwr phap ly cua thu tuc hanh chinh

- Diéu 7, 34, 35, 36, 37 Nghi dinh s0 23/2015/ND-CP ngay 16/02/2015 cua Chinh phii vé cap ban sao tir ban chinh, chimg
thuc chir ky va chung thuc hop dong, giao dich;

- Nghi dinh s6 55/2015/NB-CP ngay 09/6/2015 cia Chinh phii vé chinh sach tin dung phuc vu phét trién ndng nghiép,
ndng thon;

- B{éu 20, 21, 22 Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 ciia Bé Tw phap quy dinh chi tiét va hwéng dan thi hanh
mot so dieu cua Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phi vé cap ban sao tir ban chinh, chirng thuc chir ky
va chirng thuc hop dong, giao dich;

- Piéu 4, 5 Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 ctia Bo Tai chinh quy dinh muc thu, ché do thu, ndp, quan 1y
va str dung phi chirng thuec.

5.10. Lwu hé so (ISO)

Thanh phén hé so hru B¢ phan luu trir Thoi gian luu




254

- Nhu muc 5.2;

- Két qua giai quyét TTHC hodc Van ban tra 1oi cua don vi d6i voi hd
so khong dap tmg yéu cau, diéu kién.

- H6 so tham dinh (néu c6)

- Vin ban trinh co quan cap trén (néu co) Tir 01 ndm, sau d6 chuyén

Cong chirc Tu phép cap
huyén

Céc biéu mau theo Khoan 1, Piéu 9, Thong tu s6 01/2018/TT-VPCP hé so dén kho luu trit cia
ngay 23 thang 11 nam 2018 cua Bo truong, Chu nhiém Van phong Phong Tu phap cap huyén
Chinh pha quy dinh chi tiét mot sd diéu va bién phap thi hanh Nghi | Bo phan tiép nhan va tra két
dinh s6 61/2018/ND-CP ngay 23 thang 4 nam 2018 ctia Chinh phua vé qua

thue hién co ché mot cira, mot cira lién thong trong giai quyét thu tuc
hanh chinh.

Ghi chd: Tén thu tyc hanh chinh chuan hoa theo Quyét dinh sd 2394/QD-BTP ngay 03 thang 12 nam 2020 ban hanh Danh
muc chuan hoéa thu tuc hanh chinh thudc pham vi quan 1y ciia B6 Tu phép (b6 sung cum tir “Thu tuc”).
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6. Thi tuc Chirng thue viée sira d6i, bé sung, hity bé hop dong, giao dich

6.1. Trinh tw, cach thirc, thoi gian giai quyét thi tuc hanh chinh

TT

Trinh ty thuc hién

Cach thire thue hién

Thoi gian giai
quyet

Buoc 1

Nop ho so thii tuc hanh

chinh:

Nop truc tiép qua Bo phan tiép nhan va tra két qué thudéc Van
phong Ho1 dong nhan dan va Uy ban nhan dan cap huyén.

- Sang: tir 07 gio dén
11 gio 30 phat;
- Chiéu: tir 13 gio 30
dén 17 gio cua céc
ngay lam viéc.

Buworc 2

Tiép nhin va chuyén
ho so thi tuc hanh

chinh

Cong chuc tiép nhan ho so tai B phan tiép nhin va tra két
qua xem xét, kiém tra tinh chinh x4c, day du ctia hd so; quét
(scan) va luu trix hd so dién tu, cap nhat vao co sé¢ dir li¢u cua
phén mém mét cira dién tir cua Tinh.

a) Truong hop ho so chua day du, chua chinh xac theo quy
dinh, cong chirc tiép nhan ho so phai huéng dan dai dién to
chtrc, ca nhan bd sung, hoan thién hd so theo quy dinh va néu
rd Iy do theo mau Phiéu yéu cau bo sung, hoan thién hd so;

b) Truong hop tir chdi nhan hd so, cong chic tiép nhan ho so
phai néu 13 1y do theo mau Phiéu tir chdi giai quyét hd so tha
tuc hanh chinh;

¢) Truong hop hd so day du, chinh xac theo quy dinh cong
chuc t1ep nhan ho so va lap Glay tiép nhan ho so va hen ngay
tra két qua; dong thoi, chuyén cho co quan c6 tham quyén dé
giai quyét theo quy trinh.

Chuyen ngay ho S0
tiép nhan truc tiép
trong ngay lam vi¢c
(khong dé qua 01 gio
lam  viéc) hoac
chuyén vao dau gio
ngay lam viéc tiép
theo ddi véi trudng
hop tiép nhan sau 15
gi10 hang ngay.

Buwoc 3

Giai quyét thi tuc
hanh chinh

Sau khi nhan ho so thi tuc hanh chinh tir Bo phan tiép nhan va
tra két qua Phong Tu phap xem xét, tham dinh ho so, trinh phé
duyét két qua gidi quyét thu tuc hanh chinh:

01 ngay lam viéc,
trong do:
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1. Tiép nhan ho so (Bo phan TN&TKQ) 01 gio
2. Giai quyét ho so, trong do: 07 gio
+ Chuyén vién 04 gio
+ Lanh dao phong Tu phdp 02 gio
+ Van thu 01 gio

Cong chirc tiép nhan va tra két qua nhap vao so theo ddi ho so
va ph?m mém dién tir thuc hién nhu sau:

- Thong bao cho dai dién to chirc, c4 nhan biét trudc qua tin
nhan, thu dién tir, dién thoai hodc qua mang xa hoi dugc cap | - Sang: tir 07 gio dén
Tra két qua giai quyét | co tham quyén cho phép ddi véi hd so giai quyét thu tuc hanh | 11 gio 30 phut;
Buoc 4 thi tuc hanh chinh chinh trude thoi han quy dinh. - Chiéu: tir 13 gio 30
- Pai dién t0 churc, ca nhan nhan két qua giai quyet thil tuc | dén 17 gid cua céac
hanh chinh theo thoi gian, dia diém ghi trén Glay tiép nhan ho | ngay lam viéc.

so va hen tra két qua (xuét trinh gidy hen tra két qua). Cong
chue tra két qua kiém tra phiéu hen va yéu cau ngudi dén nhan
két qua ky nhan vao s va trao két qua.

6.2. Thanh phén, s6 lwong ho so

a) Thanh phan ho so

* Gidy to xudt trinh:

Giéy to tuy than con gia tri st dung dé nguoi thuc hién ching thuc kiém tra

* Gidy to phdi nép:

- Hop déng, giao dich da dugc chung thuc;

- Dy thao hop dong, giao dich sira d6i, bd sung, huy bo hop dong, giao dich di dugc ching thuc;

- Trong trudng hop ndi dung sira doi, bo sung c6 lién quan dén tai san thi nguoi yéu cau chung thue phai ndp ban sao kém
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ban chinh dé ddi chiéu gidy ching nhin quyén so hiru, quyén st dung hodc ban sao gidy t& thay thé dugc phap luat quy dinh dbi
v6i tai san ma phap luat quy dinh phai ding ky quyén so hitu, quyén st dung, trir trudng hop nguoi 1ap di chac dang bi cai chét
de doa dén tinh mang.

b) S6 luong hd so: 01 bd

6.3. P6i twong thue hién thii tuc hanh chinh: Ca nhan, to chirc

6.4. Co quan giai quyét thi tuc hanh chinh: Phong Tu phép.

6.5. Két qua thwe hién thii tuc hanh chinh: Hop dong, giao dich dugc chimg thuc

6.6. Phi, 1& phi: 30.000 dong/hop ddng, giao dich.

6.7. Tén mau don, miu to khai: Khong.

6.8. Yéu ciu, diéu kién thuc hién tha tuc hanh chinh: Viéc stra d6i, bd sung, hiy bo hop ddng, giao dich da dugc chimg
thuc chi dugce thuc hién khi c¢6 thoa thuan bang van ban ctua cac bén tham gia hop dong, giao dich.

6.9. Can cwr phap ly cua thu tuc hanh chinh

- biéu 7, 38 Nghi dinh s0 23/2015/ND-CP ngay 16/02/2015 cua Chinh phii vé cap ban sao tir ban chinh, chimg thuc chir ky
va ching thuc hop dong, giao dich;

- Piéu 23 Thong tw s6 01/2020/TT-BTP ngay 03/3/2020 ciia B6 Tw phdp quy dinh chi tiét va hwéng dan thi hanh mét sé
dieu ciia Nghi dinh so 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phu ve cap ban sao tir ban chinh, chimg thuc chit ky va chirng
thuc hop dong, giao dich;

- Piéu 4 Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh quy dinh mire thu, ché d6 thu, ndp, quan 1y va
st dung phi ching thuc.

6.10. Luu ho so (1SO)

Thanh phan hé so luu B0 phan lwu trir Thoi gian luu

- Nhu muc 6.2; Cong chic Tu phap cap Tir 01 ndm, sau d6 chuyén
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- Két qua giai quyét TTHC hodc Van ban tra 1oi cua don vi d6i voi ho huyén hé so dén kho lru trir cua
so khong dap tmg yéu cau, diéu kién. Phong Tu phap cap huyén

- H6 so thdm dinh (néu c6)
- Van ban trinh co quan cap trén (néu c0)

Céc biéu mau theo Khoan 1, Piéu 9, Thong tu s6 01/2018/TT-VPCP
ngay 23 thang 11 nam 2018 cua B0 truéong, Chu nhiém Van phong
Chinh pha quy dinh chi tiét mot sd diéu va bién phap thi hanh Nghi | Bo phan tiép nhan va tra két
dinh s6 61/2018/ND-CP ngay 23 thang 4 ndm 2018 ciia Chinh phu vé qua

thue hién co ché mot cira, mot cira lién thong trong giai quyét thu tuc
hanh chinh.

Ghi chu: Tén thu tuc hanh chinh chuan héa theo Quyét dinh o 2394/Qb-BTP ngay 03 thang 12 ndm 2020 ban hanh Danh
muc chuan hoéa thu tuc hanh chinh thudc pham vi quan 1y ctia B Tu phéap (b6 sung cum tir “Tha tuc”).
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7. Thi tuc sira 16i sai sot trong hep dong, giao dich

7.1. Trinh tu, cach thire, thoi gian giai quyét thii tuc hanh chinh

TT

Trinh ty thuc hién

Cach thire thue hién

Thoi gian giai
quyet

Buoc 1

Nop ho so thii tuc hanh

chinh:

Nop truc tiép qua Bo phan tiép nhan va tra két qua thuoc Vin
phong Hoi dong nhan dan va Uy ban nhan dan cp huyén.
Hodc qua Cong dich vu cong Qudc gia (dichvucong.gov.vn),
Cong dich vu cong Tinh (dichvucong.dongthap.gov.vn)

- Sang: tir 07 gio dén
11 gio 30 phdt;
- Chiéu: tr 13 gio 30
dén 17 gio cua céc
ngay lam viéc.

Buworc 2

Tiép nhin va chuyén
ho so thi tuc hanh

chinh

Cong chirc tiép nhan hd so tai BO phan tiép nhan va tra két
qua xem xét, kiém tra tinh chinh x4c, day du ctia hd so; quét
(scan) va luu trir ho so dién tir, cap nhit vao co so dit liéu cia
phén mém mét cira dién tir cua Tinh.

a) Truong hop hd so chua dy du, chua chinh xac theo quy
dinh, cong chirc tiép nhan hd so phai hudéng dan dai dién to
chtrc, ca nhan bd sung, hoan thién hd so theo quy dinh va néu
rd Iy do theo mau Phiéu yéu cau bo sung, hoan thién hd so;

b) Truong hop tir chdi nhan hd so, cong chic tiép nhan hd so
phai néu 1 1y do theo mau Phiéu tir chdi giai quyét hod so thu
tuc hanh chinh;

¢) Truong hop hd so day du, chinh xac theo quy dinh cong
chuce t1ep nhan ho so va lap Glay tiép nhan hd so va hen ngay
tra két qua; dong thoi, chuyén cho co quan c6 tham quyén dé
giai quyét theo quy trinh.

Chuyen ngay ho S0
tiép nhan truc tiép
trong ngay lam vi¢c
(khong dé qua 01 gio
lam  viéc) hoac
chuyén vao dau gio
ngay lam viéc tiép
theo ddi véi trudng
hop tiép nhan sau 15
gi10 hang ngay.

Buwoc 3

Giai quyét thi tuc
hanh chinh

Sau lghi nhén ho so thi tuc hanh chinh }1‘1 Bo ph@p tiép nhan va
tra két qua Phong Tu phép xem x¢&t, tham dinh ho so, trinh phé
duyét ket qua giai quyét thu tyc hanh chinh:

01 ngay lam viéc,
trong do:
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1. Tiép nhan ho so (Bo phan TN&TKQ) 01 gio
2. Giai quyét ho so, trong do: 07 gio
+ Chuyén vién 04 gio
+ Lanh dao phong Tu phdp 02 gio
+ Van thu 01 gio

Cong chirc tiép nhan va tra két qua nhap vao so theo ddi ho so
va ph?m mém dién t&r thuc hién nhu sau:

- Thong bao cho dai dién to chirc, ca nhan biét trudc qua tin
nhan, thu dién tir, dién thoai hoic qua mang xa hoi dugc cip | - Sang: tir 07 gio dén
Tra két qua giai quyét | co tham quyén cho phép ddi véi hd so giai quyét tha tuc hanh | 11 gio 30 phut;
Buoc 4 thi tuc hanh chinh chinh trude thoi han quy dinh. - Chiéu: tir 13 gio 30
- Pai dién to chuic, ca nhan nhan két qua giai quyet thil tuc | dén 17 gio cta cac
hanh chinh theo thoi gian, dia diém ghi trén Glay tiép nhan ho | ngay lam viéc.

so va hen tra két qua (xuét trinh gidy hen tra két qua). Cong
chuc tra két qua kiém tra phiéu hen va yéu cau ngudi dén nhan
két qua ky nhan vao s va trao két qua.

7.2. Thanh phan, s6 lwong ho so

a) Thanh phan ho so

- Ban sao gidy to tuy than con gia tri st dung ctia ngudi yéu cau chimg thuc (xuét trinh ban chinh dé dbi chiéu);

- Vin ban thoa thudn vé viéc stra 16i sai sét trong hop dong, giao dich di duoc ching thuc

- Hop dong, giao dich dé dugc chimng thuyc;

- Ban sao giay chimg nhan quyén s¢ hitu, quyén sir dung hodc ban sao gidy to thay thé dugc phép lut quy dinh doi véi tai
san ma phap luét quy dinh phai dang ky quyén so hitu, quyén sir dung trong trudng hop hop dong, giao dich lién quan dén tai san
d6 (xuat trinh ban chinh dé d6i chiéu).

b) S6 lwong ho so: 01 bd

7.3. Poi twong thue hién thi tuc hanh chinh: Ca nhén, t6 chuic

7.4. Co quan giai quyét thi tuc hanh chinh: Phong Tu phap
7.5. Két qua thwe hién thii tuc hanh chinh: Hop dong, giao dich duoc sira 151 k¥ thuat.
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7.6. Phi, 18 phi: 25.000 ddng/hop ddng, giao dich.

7.7. Tén mau don, miu to khai: Khong.

7.8. Yéu cu, diéu kién thue hién thi tuc hanh chinh: Khong
7.9. Can cwr phap ly cua thu tuc hanh chinh

- Piéu 7, 39 Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh pha vé cip ban sao tir ban chinh, chimg thuc chir ky

va chimg thyc hop dong, giao dich;

- Biéu 4 Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 cia Bo Tai chinh quy dinh mire thu, ché d6 thu, ndp, quan 1y va

sir dung phi chimg thuc.
7.10. Luu ho so (ISO)

Thanh phan hé so luu

B¢ phan luu trir

Thoi gian luu

- Nhu muc 7.2;

- Két qua giai quyét TTHC hodc Vin ban tra 1i ctia don vi d6i véi ho
so khong dap tmg yéu cau, diéu kién.

- Ho so tham dinh (néu co)

- Vin ban trinh co quan cap trén (néu co)

Cong chirc Tu phép cap
huyén

Céc biéu mau theo Khoan 1, Piéu 9, Thong tu s6 01/2018/TT-VPCP
ngay 23 thang 11 nam 2018 cua Bo truong, Chu nhiém Van phong
Chinh pha quy dinh chi tiét mot s6 diéu va bién phap thi hanh Nghi
dinh s6 61/2018/ND-CP ngay 23 thang 4 ndm 2018 ctia Chinh phu vé
thue hién co ché mot cira, mot cira lién théng trong giai quyét thu tuc
hanh chinh.

B6 phan tiép nhan va tra két
qua

Tu 01 nam, sau do chuyén
ho so dén kho luu trir cua
Phong Tu phap cap huyén

Ghi ch: Tén thi tyc hanh chinh chuan hoa theo Quyét dinh s6 2394/QD-BTP ngay 03 thang 12 nam 2020 ban hanh Danh

muc chuan hoa thu tuc hanh chinh thudc pham vi quan 1y cia B6 Tu phap (bd sung cum tir “Tha tuc”).
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8. Thit tuc Cip ban sao tir ban chinh hop dong, giao dich di dwec ching thue

8.1. Trinh tw, cach thirc, thoi gian gidi quyét thi tuc hanh chinh

TT

Trinh ty thuc hién

Cach thirc thuc hién

Thoi gian giai
quyet

Buoc 1

Nop ho so thii tuc hanh

chinh:

Nop truc tiép qua Bo phan tiép nhan va tra két qua thuoc Vin
phong Hoi d6ng nhan dan va Uy ban nhan dan cap huyén.
Hoic qua Cong dich vu céng Qudc gia (dichvucong.gov.vn),
Cong dich vu cong Tinh (dichvucong.dongthap.gov.vn)

- Sang: tir 07 gio dén
11 gio 30 phdt;
- Chiéu: tir 13 gio 30
dén 17 gio cua céc
ngay lam viéc.

Buworc 2

Tiép nhan va chuyén
ho so thi tuc hanh

chinh

Cong chuc tiép nhan ho so tai Bo phan tiép nhin va tra két
qua xem xét, kiém tra tinh chinh x4c, day du ctia hd so; quét
(scan) va luu trir ho so dién tir, cip nhat vao co so dit liéu cua
phén mém mot cira dién tir cua Tinh.

a) Truong hop hod so chua diy du, chua chinh xac theo quy
dinh, cong chirc tiép nhan hd so phai hudéng dan dai dién to
chtrc, ca nhan bd sung, hoan thién hd so theo quy dinh va néu
r0 1y do theo mau Phiéu yéu cau bo sung, hoan thi¢n ho so;

b) Trudng hop tir chdi nhan hd so, cong chire tiép nhan ho so
phai néu 13 1y do theo mau Phiéu tir chdi giai quyét hd so thu
tuc hanh chinh;

¢) Truong hop hd so diy du, chinh x4c theo quy dinh cong
chue tiép nhan ho so va lap Giay tiép nhan ho so va hen ngay
tra két qua; dong thoi, chuyén cho co quan c6 tham quyén dé
giai quyét theo quy trinh.

Chuyén ngay hd so
tiép nhan truc tiép
trong ngay lam vi¢c
(khong dé qua 01 gio
lam  viéc) hodc
chuyén vao dau gio
ngay lam viéc tiép
theo ddi véi trudng
hop tiép nhan sau 15
gi10 hang ngay.

Buwoc 3

Giai quyét thi tuc
hanh chinh

Sau lghi nhén ho so thi tuc hanh chinh :u‘r Bo ph@p tiép nhan va
tra két qua Phong Tu phéap xem xét, thdm dinh ho so, trinh phé
duyét két qua gidi quyét thu tuc hanh chinh:

01 ngay lam viéc,
trong do:
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1. Tiép nhan ho so (B6 phan TN&TKQ) 01 gio
2. Giai quyét ho so, trong do: 07 gio
+ Chuyén vién 04 gio
+ Lanh dao phong Tuw phap 02 gio
+ Van thu 01 gio

Cong chirc tiép nhan va tra két qua nhap vao so theo ddi ho so
va phin mém dién tir thuc hién nhu sau:

- Thong bao cho dai dién to chirc, ca nhan biét trudc qua tin
nhan, thu dién tir, dién thoai hoic qua mang xa hoi dugc cap | - Sang: tir 07 gio dén
Tra két qua giai quyét | co tham quyén cho phép ddi voi hd so giai quyét thl tuc hanh | 11 gio 30 phut;
Buoc 4 thii tuc hanh chinh | chinh truge thoi han quy dinh. - Chiéu: tir 13 gio 30
- Pai dién to chuc, ca nhan nhan két qua giai quyet thu tuc | dén 17 gid cua céac
hanh chinh theo thoi gian, dia diém ghi trén Glay tiép nhan hd | ngay lam viéc.

so va hen tra két qua (xuét trinh gidy hen tra két qua). Cong
chue tra két qua kiém tra phiéu hen va yéu cau nguoi dén nhan
két qua ky nhan vao s va trao két qua.

8.2. Thanh phén, s6 lwong ho so
a) Thanh phan ho so

Nguoi yéu cau chung thyc xudt trinh ban chinh hodc ban sao ¢6 chimg thue Gidy ching minh nhan dan/Can cudc cong
dan hodc H9 chicu con gia tri sir dung.

b) S6 lugng ho so: 01 bod

8.3. Poi twong thuc hién thi tuc hanh chinh: Ca nhan, t6 chic

8.4. Co quan giai quyét thi tuc hanh chinh: Phong Tu phép

8.5. Két qua thure hién thii tuc hanh chinh: Ban sao hop dong, giao dich dugc chimg thuc.

8.6. Phi, 1¢ phi: 2.000 dong/trang; TUr trang thir 3 trd 1én thu 1.000 dong/trang, tdi da thu khong qua 200.000 dong/ban.



264

Trang 1a cdn ¢ dé thu phi dugc tinh theo trang ctia ban chinh.

8.7. Tén mau don, miu to khai: Khong.

8.8. Yéu ciu, diéu kién thwe hién thi tuc hanh chinh: Khong

8.9. Can cwr phap ly cua thu tuc hanh chinh

- biéu 7, 40 Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cap ban sao tir ban chinh, ching thyc chit ky
va ching thuc hop dong, giao dich;

- Piéu 4 Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 cta Bo Tai chinh quy dinh mirc thu, ché d6 thu, ndp, quan 1y va
st dung phi ching thyc.

8.10. Lwu ho so (ISO)

Thanh phéan hé so luu B¢ phan luu trir Thoi gian luu

- Nl}u’ muc 8.2; ’ , ‘
- Két qua giai quyét TTHC hodc Van ban tra 161 cua don vi doi voi ho

so khong dap tmg yéu cau, diéu kién. Cong cht;c TII phép cap

- Hd so thdm dinh (néu c6) uyen

- Vin ban trinh co quan cap trén (néu co) Tir 01 nim, sau d6 chuyén
Céc biéu mau theo Khoan 1, Piéu 9, Thong tu s6 01/2018/TT-VPCP hé so dén kho luu trit cia
ngay 23 thang 11 nam 2018 cua Bo truéong, Chu nhi¢ém Van phong Phong Tu phép cap huyén
Chinh pha quy dinh chi tiét mot s diéu va bién phap thi hanh Nghi | Bo phan tiép nhan va tra két

dinh s6 61/2018/ND-CP ngay 23 thang 4 nim 2018 ctia Chinh phu vé qua

thue hién co ché mot cira, mot cira lién thong trong giai quyét thu tuc
hanh chinh.

Ghi chd: Tén thi tyc hanh chinh chuén héa theo Quyét dinh s6 2394/QD-BTP ngay 03 thang 12 ndm 2020 ban hanh Danh
muc chuan hoa thu tuc hanh chinh thu¢c pham vi quan ly cua B Tu phap (stra tén thu tuc dung theo tén thu tuc do Bo Tu phap
cong bo).




9. Thu tuc Chirng thye van ban théa thuan phan chia di sin ma di san la dong san

9.1. Trinh tu, cach thirc, thoi gian giai quyét thi tuc hanh chinh

TT

Trinh ty thyc hién

Cach thirc thuc hién

Thoi gian giai
quyet

Buoc 1

Nop ho so thii tuc hanh

chinh:

Nop truc tiép qua Bo phan tiép nhan va tra két qué thudéc Van
phong Ho1 dong nhan dan va Uy ban nhan dan cap huyén.

- Sang: tir 07 gio dén
11 gio 30 phdt;
- Chiéu: tir 13 gio 30
dén 17 gio cua céc
ngay lam viéc.

Bwoc 2

Tiép nhan va chuyén
ho so thi tuc hanh

chinh

Cong chuc tiép nhan ho so tai Bo phan tiép nhin va tra két
qua xem xét, kiém tra tinh chinh xac, day du cua hd so; quét
(scan) va luu trir ho so dién tr, cip nhat vao co so dit liéu cua
phén mém mét cira dién tir cua Tinh.

a) Truong hop ho so chua day du, chua chinh xac theo quy
dinh, cong chirc tiép nhan ho so phai hudng dan dai dién to
chirc, ¢4 nhan b sung, hoan thi¢n hd so theo quy dinh va néu
r0 1y do theo mau Phiéu yéu cau bo sung, hoan thi¢n ho so;

b) Truong hop tir chdi nhan hd so, cong chirc tiép nhan ho so
phai néu 13 1y do theo mau Phiéu tir chdi giai quyét hod so thu
tuc hanh chinh;

¢) Truong hop hd so day du, chinh xac theo quy dinh cong
chuce t1ep nhan ho so va lap Glay tiép nhan hd so va hen ngay
tra két qua; dong thoi, chuyén cho co quan c6 tham quyén dé
giai quyét theo quy trinh.

Chuyén ngay ho so
tiép nhan tryc tiép
trong ngay lam viéc
(khong dé qua 02 gio
lam  viéc)  hoac
chuyén vao dau gio
ngdy lam viéc tiép
theo d6i v6i truong
hop tiép nhén sau 15
gi0 hang ngay.

Buwoc 3

Giai quyét thii tuc
hanh chinh

Sau lghi nhén ho so thi tuc hanh chinh :[1‘1’ Bo ph@p tiép nhan va
tra két qua Phong Tu phap xem xét, tham dinh ho so, trinh phé
duyét ket qua gidi quyet thu tuc hanh chinh:

02 ngay lam viéc,
trong do:
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1. Tiép nhan ho so (Bd phan TN&TKQ) 02 gio
2. Giai quyét ho so, trong do: 14 g10
+ Chuyén vién 08 gio
+ Lanh dao phong Tu phdp 04 gio
+ Van thu 02 gio
Buéc 4 | Tra két qua giai quyét | Cong chirc tiép nhan va tra két qua nhap vao so theo doi ho so | - Sang: tir 07 gio dén
thii tuc hanh chinh | va phan mém dién tir thuc hién nhu sau: 11 gio 30 phat;

- Thong bao cho dai dién to chirc, c4 nhan biét trudc qua tin | - Chiéu: tir 13 gid 30
nhan, thu dién tir, dién thoai hoic qua mang xa hoi dugc cdp | dén 17 gio cua cac
c6 tham quyén cho phép ddi voi ho so giai quyét thi tuc hanh | ngay lam viéc.

chinh trudc thoi han quy dinh.

- Pai dién to chirc, cd nhan nhan két qua giai quyét thu tuc
hanh chinh theo thoi gian, dia diém ghi trén Giéy tiép nhan hd
so va hen tra két qua (xuét trinh gidy hen tra két qua). Cong
chuc tra két qua kiém tra phiéu hen va yéu cau nguoi dén nhan
két qua ky nhan vao s va trao két qua.

9.2. Thanh phan, s6 lwgng hd so:
a) Thanh phan ho so:
- Du thao van ban thoa thuan phan chia di san;

~ -Bansao Gidy chimng minh nhan dan/Can cudc cong ddan hodc HY chiéu con gié tri sir dung ctia ngudi yéu cau ching thuc
(xuat trinh kém theo ban chinh dé doi chiéu);
- Ban sao gidy chimg nhan quyén s& hiru, quyén sir dung hodc ban sao gidy to thay thé dugc phép luat quy dinh ddi véi tai
san ma phap luat quy dinh phai dang ky quyén sé hiru, quyén su dung trong truong hop van ban thoéa thuén phén chia di san lién
quan dén tai san d6 (xuét trinh kém theo ban chinh dé ddi chiéu).

b) Sb lugng hd so: 01 bd
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9.3. Pdi twong thye hién thi tuc hanh chinh: C4 nhén, t6 chirc

9.4. Co quan giai quyét thii tuc hanh chinh: Phong Tu phap

9.5. Két qua thwe hién thii tuc hanh chinh: Vin ban thoa thuan phan chia di san dugc chimg thuc

9.6. Phi, 1 phi: 50.000 dong/van ban.

9.7. Tén miu don, miu to khai: Khong.

9.8. Yéu céu, diéu kién thwc hién thi tuc hanh chinh: Khdng

9.9. Can cwr phap ly cua thu tuc hanh chinh

- Diéu 7, 34, 35, 36, 37 Nghj dinh s0 23/2015/ND-CP ngay 16/02/2015 cua Chinh phii vé cap ban sao tir ban chinh, chimg
thuc chit ky va chimg thuc hgp dong, giao dich;

- Diéu 20, 21, 22 Thong twr s6 01/2020/TT-BTP ngay 03/3/2020 ciia Bé Tuw phap quy dinh chi tiét va hudng dan thi hanh

mét sé diéu ciia Nghi dinh so 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cap ban sao tir ban chinh, chimg thuc chir ky
va chitng thwe hop dong, giao dich;

- Piéu 4 Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 caa Bo Tai chinh quy dinh mire thu, ché d6 thu, ndp, quan 1y va
st dung phi ching thuc.
9.10. Luu ho so (ISO)

Thanh phin hd so luu B¢ phan luu trir Thaoi gian luu
- Nhu muc 9.2;
- Két qua giai quyét TTHC hoac Van ban tra loi cua don vi d6i v6i hod n , . X
Cong chtrc Tu phap cap . g , 2
so khong dap tmg yéu cau, diéu kién. huyén Tt 01 ndm, sau d6 chuyén

- H so tham dinh (néu co) , hé so dén kho luu trit cua
- Vién ban trinh co quan cap trén (n€u c0) Phong Tu phap cap huyén

Céc biéu mau theo Khoan 1, Piéu 9, Thong tu s6 01/2018/TT-VPCP | Bo phan tiép nhan va tra két
ngady 23 thadng 11 ndm 2018 cua B truéng, Chu nhiém Van phong qua
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Chinh phu quy dinh chi tiét mt so dieu va bién phéap thi hanh Nghi
dinh s6 61/2018/ND-CP ngay 23 thang 4 nam 2018 cua Chinh phu vé
thuc hién co ché mot ctra, mot cura lién thong trong giai quyét thu tuc

hanh chinh.

Ghi chd: Tén thi tyc hanh chinh chuan hoa theo Quyét dinh s6 2394/Qb-BTP ngay 03 thang 12 ndm 2020 ban hanh Danh
muc chuan héa thu tuc hanh chinh thudc pham vi quan 1y ctia Bo Tu phap (bd sung cum tir “Tha tuc™).




10. Thu tuc Chirng thuwe van ban khai nhan di san ma di san la dong san

10.1. Trinh tw, cach thirc, thoi gian giai quyét thi tuc hanh chinh

1T

Trinh tu thuc hién

Cach thirc thuce hién

Thoi gian giai quyét

Buwoc 1

Nop hd so thi tuc hanh

chinh:

Nop truc tiép qua Bo phan tiép nhan va tra két qua thudc Vian
phong HO1 dong nhan dan va Uy ban nhan dan cap huyén.

- Sang: tir 07 gio dén
11 gio 30 phat;
- Chiéu: tir 13 gio 30
dén 17 gio> coa céc
ngay lam viéc.

Buworc 2

Tiép nhan va chuyén ho

so thi tuc hanh chinh

Cong chuc tiép nhan ho so tai Bo _phén tiép nhan va tra két qua
xem xét, kiém tra tinh chinh xé4c, ddy du caa ho so; quét (scan) va
Iwu trit ho so dién tir, cdp nhat vao co so dit liéu ctiia phan mém
mot cira dién tir cua Tinh.

a) Trudong hop ho so chua day du, chua chinh xéac theo quy dinh,
cong chirc tiép nhan hd so phai hudéng dan dai dién to chirc, ca
nhan bo sung, hoan thién ho so theo quy dinh va néu 1 1y do theo
mau Phiéu yéu cau bod sung, hoan thi¢n ho so;

b) Truong hop tir chdi nhan hd so, cong chirc tiép nhan hd so phai
néu rd 1y do theo mau Phiéu tir chéi giai quyét hd so thu tuc hanh
chinh;

¢) Truong hop hd so day du, chinh xac theo quy dinh cong chirc
tiép nhan ho so va lap Gidy tiép nhan hd so va hen ngay tra ket
qua; dong thoi, chuyén cho co quan c6 tham quyén dé giai quyét
theo quy trinh.

Chuyen ngay ho S0
tiép nhan truc tiép
trong ngay lam viéc
(khong dé qua 02 gid
lam viéc) hodc chuyén
vao dau gio ngdy lam
viéc tiép theo ddi voi
truong hop tiép nhan
sau 15 gio hang ngay.

Buwoc 3

Giai quyét thi tuc hanh

chinh

Sau khi nhan hé so tht tuc hanh chinh tir B phan tiép nhan va tra

02 ngay lam viéc,

két qua Phong Tu phap xem xét, tham dinh ho so, trinh phé duyét trong do:
két qué gidi quyét thu tuc hanh chinh:
1. Ti€p nhan ho so (B6 phan TN&TKQ) 02 gio
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2. Giai quyét ho so, trong do: 14 g10
+ Chuyén vién 08 gio
+ Lanh dao phong Tu phap 04 gio
+ Van thu 02 gio
Buéc 4 | Tra két qua giai quyét | Cong chirc tiép nhan va tra két qua nhap vao so theo ddi ho so va | - Sang: tir 07 gio deén
thi tuc hanh chinh phan mém dién tir thuc hién nhu sau: 11 gio 30 phat;

- Thong bao cho dai dién to chic, ca nhan biét trudc qua tin nhan, | - Chiéu: tir 13 gio 30
thu dién tir, dién thoai hoic qua mang xa hoi duoc cip c6 tham | dén 17 gio cua cac
quyén cho phép d6i v4i ho so giai quyét thu tuc hanh chinh trude | ngay 1am viéc.

thot han quy dinh.

- Pai dién to chiic, c4 nhan nhan két qua giai quyet thu tuc hanh
chinh theo thoi gian, dia dlem ghi trén Glay tiép nhan ho so va
hen tra két qua (xuat trinh gidy hen tra két qua). Cong chirc tra két
qua kiém tra phiéu hen va yéu cau nguoi dén nhan két qua ky
nhan vao sb va trao két qua.

10.2. Thanh phén, s6 lwong ho so
a) Thanh phan ho so
- Du thao van ban khai nhan di san;

- Ban sao Giay chung minh nhan dan/Can cuoc cong dan hoac Ho chi€u con gia tri sit dung cua ngudi yéu cau chung thyc
(xuat trinh kém theo ban chinh dé€ doi chiéu);

- Ban sao gidy chimg nhan quyén s& hiru, quyén sir dung hodc ban sao gidy td thay thé duoc phap luat quy dinh d6i véi tai
san ma phap luat quy dinh phai dang ky quyen s& hitu, quyén sir dung trong trudng hogp van ban khai nhan di san lién quan dén
tai san d6 (xuét trinh kém theo ban chinh dé di chiéu.

b) Sd lugng ho so: 01 bod
10.3. P6i twong thue hién thi tuc hanh chinh: C4 nhan, t chirc
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10.4. Co quan giai quyét thi tuc hanh chinh: Phong Tu phap

10.5. Két qua thue hién thi tuc hanh chinh: Hop ddng, giao dich duoc chimg thuc
10.6. Phi, 18 phi: 50.000 dong/ hop ddng, giao dich.

10.7. Tén mau don, mau to khai: Khong.

10.8. Yéu cau, diéu Kkién thue hién thi tuc hanh chinh: Khong

10.9. Can cir phap ly cua thua tuc hanh chinh

- Didu 5, 7, 9, 34, 35, 36, 37 Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phu vé cip ban sao tir ban chinh,
ching thuc chir ky va ching thuc hgp dong, giao dich;

- B{éu 20, 21, 22 Thong tw s6 01/2020/TT-BTP ngay 03/3/2020 cia Bé T w phap quy dinh chi tiét va hwéng dan thi hanh
mot so dieu cua Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu ve cdp ban sao tiw ban chinh, chirng thuc chit ky
va chuirng thuc hop dong, giao dich;

- Piéu 4 Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh quy dinh muc thu, ché do thu, ndp, quan ly va
st dung phi ching thuc.

10.10. Lwu ho so (ISO)

Thanh phin hd so luu B6 phén lwu trir Thoi gian luu
- Nhu muc 10.2;
;Olr(lfl‘i (?rllla g;al l?rlllyetel"ll“"lc“:l—{lc(_Illlgjllck}gerlln ban tra 16i ciia don vi d6i véi ho Céng chirc Tur phap cAp
gcap ungy huyén T 01 ndm, sau d6 chuyén

- H6 so thdm dinh (néu c6)

o 1a s [ ho so dén kho luu trit cua
- Van ban trinh co quan cap trén (néu co)

Phong Tu phép cap huyén

Céc biéu mau theo Khoan 1, Piéu 9, Thong tu s6 01/2018/TT-VPCP
ngay 23 thang 11 ndm 2018 cua B truong, Chu nhi¢ém Van phong
Chinh pht quy dinh chi tiét mdt s6 di€u va bién phap thi hanh Nghi

Bo6 phan tiép nhan va tra két
qua
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dinh s6 61/2018/ND-CP ngay 23 thang 4 nim 2018 ctia Chinh phii vé
thuc hién co ché mot cira, mot cira lién thong trong giai quyét thu tuc

hanh chinh.

Ghi chu: Tén thu tyuc hanh chinh chuan hoa theo Quyet dinh s6 2394/Qb-BTP ngay 03 thang 12 nam 2020 ban hanh Danh
muc chuan héa thu tuc hanh chinh thudc pham vi quan 1y ctia Bo Tu phap (bd sung cum tir “Thi tuc”).
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11. Thi tuc Chirng thue chir ky ngwdoi dich ma nguoi dich 1a cong tac vién dich thuat cia Phong Tw phap

11.1. Trinh tw, cach thirc, thoi gian giai quyét thi tuc hanh chinh

TT

Trinh ty thuc hi¢n

Cach thire thue hién

Thoi gian giai
quyet

Buoc 1

Nop ho so thii tuc hanh

chinh:

Nop truc tiép qua Bo phan tiép nhan va tra két qua thuoc Van
phong Ho1 dong nhan dan va Uy ban nhan dan cap huyén.

Hodc qua Cong dich vu céng Qudc gia (dichvucong.gov.vn),
Cong dich vu cong Tinh (dichvucong.dongthap.gov.vn)

- Sang: tir 07 gio dén
11 gio 30 phuat;
- Chiéu: tir 13 gio 30
dén 17 gio cua céc
ngay lam viéc.

Buworc 2

Tiép nhian va chuyén
ho so thi tuc hanh

chinh

Cong chuc tiép nhan ho so tai Bo phan tiép nhin va tra keét
qua xem xét, kiém tra tinh chinh x4c, day du cua hd so; quét
(scan) va luu trir hd so dién tu, cap nhat vao co s¢ dir li¢u cua
phan mém mot cira dién tir ctia Tinh.

a) Truong hop ho so chua day du, chua chinh xac theo quy
dinh, cong chirc tiép nhan ho so phai huong dan dai dién to
chirc, ¢4 nhan b sung, hoan thi¢n hd so theo quy dinh va néu
rd Iy do theo mau Phiéu yéu cau bo sung, hoan thién hd so;

b) Truong hop tir chdi nhan ho so, cong chirc tiép nhan hd so
phai néu 13 1y do theo mau Phiéu tir chdi giai quyét hd so tha
tuc hanh chinh;

¢) Truong hop hé so day du, chinh xac theo quy dinh cong
chuce tlep nhan ho so va lap Glay tiép nhan hd so va hen ngay
tra két qua; dong thoi, chuyén cho co quan c6 thim quyén dé
giai quyét theo quy trinh.

Chuyen ngay ho S0
tiép nhan tryc tiép
trong ngay lam viéc
(khong dé qua 01 gio
lam  viéc)  hoac
chuyen vao dau gio
ngay lam viéc tiép
theo ddi véi trudng
hop tiép nhan sau 15
gi0 hang ngay.
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Sau khi nhén ho so thi tuc hanh chinh tir Bo phan tiép nhan va
tra két qua cong chuc tu phap - ho tich xem xét, tham dinh ho

01 ngay lam viéc,

. Giai quyét thii tuc | so, trinh phé duyét két qua giai quyét thii tyc hanh chinh: trong do:
Bude 3 hanh chinh 1. Tiép nhan hd so (Bd phan TN&TKQ) 01 gio
2. Giai quyét ho so, trong do: 07 gio
+ Chuyén vién 04 gio
+ Lanh dao phong Tu phap 02 gio
+ Van thu 01 gio
Cong chirc tiép nhan va tra két qua nhap vao so theo ddi ho so
va phan mém dién tir thyc hién nhu sau:
- Thong bao cho dai dién to chirc, ca nhan biét trudc qua tin
nhan, thu dién tir, dién thoai hoic qua mang xa hoi dugc cap | - Sang: tir 07 gio dén
Tri két qua giai quyét | co tham quyen cho phép dbi v6i ho so gidi quyét thu tyc hanh | 11 gio 30 pht;
Buoérc 4 thii tuc hanh chinh | chinh trude thoi han quy dinh. - Chiéu: tur 13 gio 30

- Pai dién to chtrc, ca nhan nhan két qua giai quyet thu tuc
hanh chinh theo thoi gian, dia diém ghi trén Glay tiép nhan hd
s0 va hen tra két qua (xuat trinh gidy hen tra két qua). Cong
chtre tra két qua kiém tra phiéu hen va yéu cau nguoi dén nhan
két qua ky nhan vao s6 va trao két qua.

dén 17 gio cua céc
ngay lam viéc.

11.2. Thanh phan, s6 lwong ho so

a) Thanh phan ho so

Ban dich va gidy to, van ban can dich
b) S6 lugng ho so: 01 bod
11.3. P6i twong thue hién thi tuc hanh chinh: Ca nhan

11.4. Co quan giai quyét thii tuc hanh chinh: Phong Tu phap
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11.5. Két qua thuc hién thii tuc hanh chinh: Gidy to, vin ban dugc ching thuc chit ky nguoi dich.

11.6. Phi, 18 phi: 10.000 déng/vin ban.

11.7. Tén mau don, miu to khai: Khong.

11.8. Yéu ciu, diéu kién thwe hién thi tuc hanh chinh:

Gidy to, van ban khong duoc dich dé chimg thuc chit ky nguoi dich:

- Gidy to, vin ban da bi tiy x0a, stra chita; thém, bét ndi dung khong hop 1.

- Gidy to, van ban bi hu hong, cii nat khong xac dinh dugc ndi dung.

- Gidy to, vin ban dong dau mat cta co quan, tO chtrc c6 thAm quyén hoic khong dong diu mat nhung ghi rd khong duoc
dich.

- Gidy to, van ban c6 noi dung quy dinh tai Khoan 4 Diéu 22 cta Nghi dinh sb 23/2015/ND-CP.

- Gidy t0, van ban do co quan, to chiic co thAm quyén cua nudc ngoai cap, cong chimg hodc chimg nhan chua dugc hop
phap héa lanh sy theo quy dinh tai Khoan 1 Diéu 20 cua Nghi dinh s6 23/2015/ND-CP, tru- gidy ho chiéu, thé can cudc, thé cu
tru, gidy phép ldi xe, bang tot nghiép, chung chi va bang diém kem theo bang tot nghiép, chirng chi.

11.9. Can cw phap ly cua thu tuc hanh chinh

- biéu 5, 7,27, 28, 29, 30, 31, 32, 33 Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cip bén sao tir ban
chinh, chimg thuc chir ky va chiig thuc hop dong, giao dich;

- Piéu 5, 6, 16, 18, 19 Thong tu 6 01/2020ITT-BTP ngay 03/3/2020 cua Bj truong Bo Tu phap quy dinh chi tiét va huéng
dan thi hanh mét s6 diéu ciia Nghi dinh sé 23/2015/NP-CP ngay 16/02/2015 ciia Chinh phii vé cd

- Piéu 4 Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh quy dinh muc thu, ché d6 thu, ndp, quan 1y va
st dung phi ching thuc.

11.10. Lwu hd so (1SO)
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Thanh phin hd so luu Bo phan hru trir Thoi gian luu

- Nhu muc 11.2;
- Két qua giai quyét TTHC hodc Van ban tra 1oi cua don vi d6i voi hd

so khong dap tmg yéu cau, diéu kién. Cong chuc Tu phap cap

- Ho so tham dinh (néu c6) huyén

- Vin ban trinh co quan cap trén (néu co) Tir 01 nim, sau d6 chuyén
Céc biéu mau theo Khoan 1, Piéu 9, Thong tu s6 01/2018/TT-VPCP hé so dén kho luu trix cta
ngay 23 thang 11 nam 2018 cua B0 truong, Chu nhiém Van phong Phong Tu phap cap huyén
Chinh pha quy dinh chi tiét mot sd diéu va bién phap thi hanh Nghi | Bo phan tiép nhan va tra két

dinh s6 61/2018/ND-CP ngay 23 thang 4 ndm 2018 ciia Chinh phu vé qua

thue hién co ché mot cira, mot cira lién thong trong giai quyét thu tuc

hanh chinh.

Ghi ch: Tén thi tyc hanh chinh chuan hoa theo Quyét dinh s6 2394/QD-BTP ngay 03 thang 12 nim 2020 ban hanh Danh
muc chuan héa thu tuc hanh chinh thudc pham vi quan 1y ctia Bo Tu phap (bd sung cum tir “Thi tuc”).




277

12. Thi tuc Chirng thue chir ky ngwoi dich ma nguoi dich khong phai 1a cong tac vién dich thuat cia Phong Tw

phap

12.1. Trinh tw, cach thirc, thoi gian giai quyét thi tuc hanh chinh

TT

Trinh ty thuc hién

Cach thire thue hién

Thoi gian giai
quyét

Buoc 1

Nop ho so thii tuc hanh

chinh:

Nop truc tiép qua Bo phén tiép nhan va tra két qua thudc Vin
phong Hoi dong nhén dan va Uy ban nhan dan cap huyén.

- Sang: tir 07 giod dén
11 gio 30 phdt;
- Chiéu: tir 13 gio 30
dén 17 gio cua céc
ngay lam viéc.

Buworc 2

Tiép nhin va chuyén
ho so thi tuc hanh

chinh

Cong chuc tiép nhan ho so tai Bo phan tiép nhin va tra két
qua Xem Xét, kiém tra tinh chinh xac, day du ctia hd so; quét
(scan) va luu trix ho so dién tu, cap nhat vao co s¢ dit li€u cua
phén mém mét cira dién tir cua Tinh.

a) Truong hop hd so chua diy du, chua chinh xac theo quy
dinh, cong chirc tiép nhén hd so phai huéng dan dai dién td
chitc, ¢4 nhan b sung, hoan thi¢n hd so theo quy dinh va néu
r0 1y do theo mau Phiéu yéu cau bod sung, hoan thién ho so;

b) Truong hop tir chdi nhan hd so, cong chirc tiép nhan hd so
phai néu 13 1y do theo mau Phiéu tir chdi giai quyét hd so tha
tuc hanh chinh;

¢) Truong hop hé so day du, chinh xac theo quy dinh cong
chuce t1ep nhan ho so va lap Glay tiép nhan hd so va hen ngay
tra két qua; dong thoi, chuyén cho co quan c6 thim quyén dé
giai quyét theo quy trinh.

Chuyén ngay hd so
tiép nhan tryc tiép
trong ngay lam viéc
(khong dé qua 01 gio
lam  viéc)  hoac
chuyén vao dau gio
ngay lam viéc tiép
theo ddi véi trudng
hop tiép nhan sau 15
gi0 hang ngay.
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Sau khi nhén ho so thi tuc hanh chinh tir Bo phan tiép nhan va
tra két qua cong chuc tu phap - ho tich xem xét, tham dinh ho

01 ngay lam viéc,

- Pai dién to chtic, ca nhan nhan két qua giai quyet thu tuc
hanh chinh theo thoi gian, dia diém ghi trén Glay tiép nhan hd
s0 va hen tra két qua (xuat trinh gidy hen tra két qua). Cong
chure tra két qua kiém tra phiéu hen va yéu cau nguoi dén nhan
két qua ky nhan vao s va trao két qua.

. Giai quyét thii tuc | so, trinh phé duyét két qua giai quyét thii tyc hanh chinh: trong do:
Bude 3 hanh chinh 1. Tiép nhan hd so (Bd phan TN&TKQ) 01 gio
2. Gidi quyét hé so, trong do: 07 gio
+ Chuyén vién 04 gio
+ Lanh dao phong Tu phap 02 gio
+ Van thu 01 gio
Cong chirc tiép nhan va tra két qua nhap vao so theo ddi ho so
va phan mém dién tir thyc hién nhu sau:
- Thong bao cho dai dién to chirc, ca nhan biét truéc qua tin
nhan, thu dién tr, dién thoai hoic qua mang xa hoi dugc cip | - Sang: tir 07 gio dén
Tra két qua giai quyét | c6 tham quyén cho phép ddi v6i hd so gidi quyét thi tuc hanh | 11 gio 30 phut;
Buoérc 4 thia tuc hanh chinh | chinh truge thoi han quy dinh. - Chiéu: tir 13 gio 30

dén 17 gio cua céc
ngay lam viéc.

12.2. Thanh phén, s6 lwong ho so
a) Thanh phan ho so

- Ban chinh hoac ban sao c6 ching thyc Giay Chirng minh nhan dan/Can cudc cong dan hodc HO chi€u con gia tri

dung;

su

- Ban chinh hodc ban sao tu s6 goc, ban sao ¢o chimg thuc bang ctr nhan ngoai ngi trd 1én vé tha tiéng nudc ngoai can
dich hoic bang tt nghiép dai hoc trd 1én ddi véi thi tleng nudc ngoai can dich; trir truong hop dich nhirng ngén ngir khong phd
bién ma ngudi dich khong c6 bang cir nhan ngoai ngit, bang tot nghiép dai hoc nhung thong thao ngon ngit can dich thi phdi nép
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ban cam két vé viéc thong thao ngon ngir do va chiu trach nhiém vé néi dung ban dich,
- Ban dich dinh kém giéy toy, van ban can dich.
b) S6 luong hd so: 01 bd
12.3. P6i twgng thue hién thi tuc hanh chinh: Ca nhan
12.4. Co quan giai quyét thii tuc hanh chinh: Phong Tu phap
12.5. Két qua thuc hién thi tuc hanh chinh: Gidy to, vin ban duoc chtng thue chit ky ngudi dich.
12.6. Phi, 1¢ phi: 10.000 d6ng/vin ban.
12.7. Tén miu don, mau to khai: Khong.
12.8. Y&u cau, diéu kién thye hién thi tuc hanh chinh

- Phong Tu phap chi chimg thuc chir ky ngudi dich khong phai 12 cong tac vién khi nguoi d6 tu dich gidy to, vin ban cia

- Giay to, van ban khong dugc dich dé chung thuc chit ky nguoi dich:
+ Giéy t0, van ban da bi téy x0a, stra chita; thém, bdt nd1 dung khdng hop 1€.
+ Giéy t0, van ban bi hu héng, cti nat khong xac dinh dugc ndi dung.

+ Gidy t0, vin ban dong dau mat cta co quan, to chirc ¢6 tham quyén hodc khong dong dau mat nhung ghi ré khong duoc
dich.

+ Gidy to, van ban c¢6 noi dung quy dinh tai Khoan 4 Diéu 22 cia Nghi dinh s6 23/2015/ND-CP.

+ Gidy to, van ban do co quan, t6 chirc ¢6 thim quyén cuia nudc ngoai cip, cong chimg hodc chimg nhan chua duoc hop
phap hoéa lanh sy theo quy dinh tai Khoan 1 Dicu 20 ctia Nghi dinh so6 23/2015/ND-CP, tru giay ho chiéu, thé can cudc, thé
thwong tru, thé cu tru, gidy phép ldi xe, bang tot nghiép, chung chi va bang diem kem theo bang tot nghiép, chung chi.

12.9. Can cir phap ly cia thia tuc hanh chinh
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- biéu 5, 7, 27, 28, 29, 30, 31, 32, 33 Nghj dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cip ban sao tir ban
chinh, chimg thuc chir ky va chimg thuc hop dong, giao dich;

- Piéu 5, 6,16, 17 Thong tu 6 01/2020/TT-BTP ngay 03/3/2020 cua Bo truong Bo Tu phdp quy dinh chi tiét va hudng dan
thi hanh mét sé6 diéu ciia Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phii vé cdp ban sao tir ban chinh, chirng thiee
chit ky va chimg thiee hop dong, giao dich;

- Piéu 4 Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 ctia Bo Tai chinh quy dinh mire thu, ché d6 thu, ndp, quan 1y va
st dung phi ching thuc.

12.10. Lwu hd so (ISO)

Thanh phan hé so luu B¢ phan luu trir Thoi gian luu
- Nhu myc 12.2;
- Két qua giai quyét TTHC hodc Van ban tra 161 cua don vi d6i véi hd Cong chirc Tu phap cép
SO khong dap ung yeu cau, diéu kién. huyén

- H6 so thdm dinh (néu c6)
- Vin ban trinh co quan cap trén (néu co) Tir 01 ndm, sau d6 chuyén

Céc biéu miu theo Khoan 1, Didu 9, Thong tu sé 01/2018/TT-VPCP Eﬁ >0 d;“ kﬁ‘,’ oy t"}‘l" cua
ngdy 23 thang 11 nim 2018 ciia B truong, Cha nhiém Vin phong , , ong 1 phap cap iuyen
Chinh pht quy dinh chi tiét mot s§ diéu va bién phap thi hanh Nghi | B phan tiép nhan va tra ket
dinh s6 61/2018/ND-CP ngay 23 thang 4 ndm 2018 ciia Chinh phu vé qua

thuc hién co ché mot cira, mot cira lién thong trong giai quyét thu tuc
hanh chinh.

Ghi ch(: Tén thi tuc hanh chinh chuan hoa theo Quyét dinh s6 2394/QD-BTP ngay 03 thang 12 nim 2020 ban hanh Danh
muc chuan hoéa thu tuc hanh chinh thudc pham vi quan 1y ctia B6 Tu phap (bd sung cum tir “Tha tuc”).
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VI. LINH VU'C HOA GIAI CO SO

1. Thi tuc thwe hién hd tro khi hoa giai vién gip tai nan hodc rii ro Anh huéng dén sirc khée, tinh mang trong khi

thuc hién hoat dong hoa giai
1.1. Trinh tw, cach thirc, thoi gian giai quyét thi tuc hanh chinh

TT

Trinh ty thuc hién

Cach thirc thue hién

Thoi gian gidi quyét

Buoc 1

Nop hé so thit tuc hanh
chinh

Nop tai Bo phan tiép nhan va tra két qua cia UBND
cap huyén

Hoic qua Cong dich wvu cong Qubc gia
(dichvucong.gov.vn), Codng dich wvu coéng Tinh
(dichvucong.dongthap.gov.vn)

- Sang: tir 07 gid dén 11
gio 30 phat;

- Chiéu: tir 13 gior 30 phut
dén 17 gio cua cac ngay
lam viéc.

Buwoérc 2

Tiép nhan va chuyén hd
so' thu tuc hanh chinh

Cong chtrc ti€p nhan ho so xem xét, kiém tra tinh
chinh xac, day du ctua ho so

a) Trudong hop hd so chua ddy di, chua chinh xac
theo quy dinh cong chirc tiép nhan hd so phai hudng
dan dai dién cho c4 nhan b sung, hoan thién hd so
theo quy dinh va néu 15 1y do theo mau Phiéu yéu cau
bo sung, hoan thién ho so;

b) Trudng hop tir chdi nhan ho so cong chirc tiép nhan
hd so phai néu 18 1y do theo mau Phiéu tir chdi giai
quyét ho so thi tuc hanh chinh;

¢) Truong hop ho so dy du, chinh xac theo quy dinh
cong chirc tiép nhan ho so va 1ap Giay tiép nhan ho so
va hen ngay tra két qua; dong thoi, chuyén hd so cho

Chuyén ngay ho so tiép
nhan tryc tiép trong ngay
lam viéc (khéng dé qua 03
gio lam viée) hodc chuyén
vao dau gid ngay lam viéc
tiép theo ddi voi truong
hop tiép nhan sau 15 gio
hang ngay.
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TT Trinh ty thuc hién

Cach thirc thue hién

Thoi gian gidi quyét

cong chirc chuyén mon.

Sau khi nhan ho so th tuc hanh chinh tir UBND cép
Xa, cong chuc xur Iy xem xét, tham dinh ho so, trinh

05 ngay lam viéc, trong

phé duyét két qua giai quyét thi tuc hanh chinh: do:

Buge 3 | Gidi quyét thii tyc hanh . Tiép nhdn ho so 0.5 ngay

woc S | hinh 2. Giai quyét ho so, trong do: 4,5 ngay
+ Chuyén vién 02 ngay
+ Lanh dao UBND cdp huyén 02 ngay
+ Van thu 01 ngay
Cong chuc tiép‘ nhén va tra két qua nhap vao so theo
doi ho so va phan mém dién tir thuc hién nhu sau:
- Thong béo cho ca nhan biét trudc qua tin nhéq, thu
Ch?n tu, dien thoai I}oacﬂqua,r'naglg &1 .}}(:)1 du’(gc cap €0 | _ g4 g: tir 07 gior dén 11
] | tham quy®n cho phép doi voi ho so giai quyét thu tuc gio 30 phit:
Buée 4 Tra két qua giai quyet | hanh chinh trude thoi han quy dinh. - Chidu: tir 13 gior 30 dén

thu tuc hanh chinh

- C4 nhan nhan két qua giai quyét thi tuc hanh chinh
theo thoi gian, dia diém ghi trén Glay tiép nhan ho so
va hen tra két qua (xut trinh gidy hen tra két qua).
Cong chirc tra két qua kiém tra phiéu hen va yéu cau
nguoi dén nhan két qua ky nhan vao s6 va trao két
qua.

17 gio caa cac ngay lam
Viéc.

1.2. Thanh phén, sé lwgng hd so
a) Thanh phan hd so
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- Gidy dé nghi hd tro ctia hoa giai vién hodc gia dinh hoa giai vién trong trudng hop hoa giai vién bi thiét hai vé tinh mang
¢ xac nhan cda to trurdong to hoa giai hoac Truong ban cong tac Mat tran trong treong hop hoa giai vién bi thiét hai 1a t0 trudng
to hoa giai. Giay d€ nghi ho trg phai ghi rd ho tén, dia chi ciia ngudi yéu cau ho trg; 1y do yéu cau ho trg;

- Bién ban xac nhan tinh trang ctuia hoa giai vién bi tai nan c6 xac nhan ctua Uy ban nhan dan cép x4 noi Xay ra tai nan hoac
co quan cong an noi xay ra tai nan (ban chinh hodc ban sao c¢6 chimg thuc trong truong hop gui qua duong buu dién; ban pho tod
va ban chinh dé€ doi chiéu trong truong hop ndp truc ti€p);

- Giy ra vién, hoa don thanh toan chi phi khdm bénh, chita bénh (ban chinh hodc ban sao c6 ching thuc trong truong hop
guri qua duong buu dién; ban pho to6 va ban chinh dé€ doéi chiéu trong truong hop ndp truc ti€p);

- Vin ban, gidy to hop 18 vé thu nhap thuc té theo tién luong, tién cong hang thang ctia nguoi bi tai nan c6 xac nhén cua t6
chtic hodc ca nhan sir dung lao dong dé co quan nha nuéc co tham quyén xac dinh thu nhap thyuc té bi mat hodc giam sut (ban
chinh hodc ban sao c6 ching thuc trong truong hop gui qua duong buu dién; ban pho t6 va ban chinh dé d6i chiéu trong trudng

hop ndp truc tlep) bao gdm: Hop ddng lao dong, quyét dinh nang luong cua t6 chirc hodc ca nhan str dung lao dong hodc ban ké
c6 thu nhap thuc té cta hoa giai vién bi tai nan va cac gidy to chtirng minh thu nhap thuc té hop phap khac (néu co);

- Giay chimg ttr (trong truong hop hoa giai vién bi thiét hai vé tinh mang; ban chinh hodc ban sao c6 ching thuc trong
truong hop gt qua duong buu dién; ban pho té va ban chinh dé doi chiéu trong truong hop nodp truc tiép).

Sd luong ho so: 01 bo hd so.

1.3.‘D(A')i twong thwe hién tha tuc hanh chinh: Hoa giai vién hodc gia dinh hoa giai vién trong truong hgp hoa giai vién bi
thiét hai vé tinh mang trong khi thuc hién hoat dong hoa giai.

1.4. Co quan giai quyét thii tuc hanh chinh: Chu tich Uy ban nhéan dan cép huyén.

1.5. Két qua thwe hién thi tuc hanh chinh: Quyét dinh hd trg

1.6. Phi, 1€ phi: Khong quy dinh.

1.7. Tén miu don, miu t& khai: Khong quy dinh.

1.8. Yéu céu, diéu kién thuc hién thi tuc hanh chinh: khong

1.9. Can cwr phap ly cia tha tuc hanh chinh
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- Piéu 9 Luat hoa giai ¢ co s nim 2013;
- Pidu 13, 16, 17, 18 Nghi dinh s6 15/2014/ND-CP ngay 27/02/2014 cta Chinh phu quy dinh chi tiét mot s6 diéu va bién
phap thi hanh Luat hoa giai ¢ co so.

1.10. Lwu hé so (ISO):
Thanh phan ho so luu B¢ phan luu trir Thoi gian luu
- Nhu muc 1.2;
- Két qua giai quyét TTHC hodc Van ban tra loi cua don vi d6i véi ho Phong chuyén mon duogc
SO khong dap ung yeu cau, diéu kién. giao tham muu Quyét dinh
- H6 so tham dinh (néu c6) ho trg

. 1o IS S Tur 01 ndm, sau do
- Van ban trinh co quan cap trén (néu co) ’

chuyén ho so dén kho

Céc biéu mau theo Khoan 1, Piéu 9, Thong tu s6 01/2018/TT-VPCP Iuu trit caa Phong Tu
ngay 23 thang 11 nam 2018 cua B truong, Chu nhiém Van phong ) ) phap cap huyén
Chinh phu quy dinh chi tiét mot s6 didu va bién phap thi hanh Nghi | BO phan tiép nhén va tra ket

dinh s6 61/2018/ND-CP ngay 23 thang 4 nam 2018 ctia Chinh phu vé qua

thue hién co ché mot cira, mot cira lién thong trong giai quyét thu tuc
hanh chinh.

Ghi chi: B6 sung phuong thtc tiép nhan qua DVC muc 3

(Hét)
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