PHAN II

QUY TRINH NOI BQ GIAI QUYET THU TUC HANH CHINH LINH VU'C TU PHAP
THUQC THAM QUYEN GIAI QUYET CUA CAP XA
(Kem theo Quyét dinh so 16890D-UBND-HC ngay08 thangl1 nam 2021

ciia Chii tich Uy ban nhan dén tinh Pong Thap)

I. LINH VU'C BOI THUONG NHA NUOC
1. Thii tuc giai quyét yéu ciu boi thuwdng tai co quan truc tiép quan 1y ngwoi thi hanh cong vu giy thiét hai

1.1. Trinh tw, 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 thi tuc
hanh chinh:

- Nguoi yéu cau bdi thuong cb thé ndp hd so truc tiép tai tru
s co quan giai quyét bdi thuong hoic qua hé théng buu
chinh.

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

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

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

Budc 2

Tiép nhan va
chuyén ho so thu tuc
hanh chinh

DPoi vai ho so dugce ndp truc tiép qua Bo phan tiép nhan
va tra két qua hoic thong qua dich vu buu chinh cbng ich
cong chuc tiép nhan ho so tai BO phén tiép nhan va tra két
qua xem xét, kiém tra tinh chinh xac, day du cta ho so; quét
(scan) va luu trit ho so dién tir, cAp nhét vao co so dit licu
cua phﬁn mém mot cira dién tir cua tinh.

- Truong hop ho so chua déy dua, chua chinh xéc theo

quy dinh cong chirc tiép nhan ho so phai huong dan dai dién
t6 chirc, ca nhan bo sung, hoan thién hd so theo quy dinh va

Chuyén ngay ho so tiép nhan
tryc tiép trong ngay lam viéc
(khong dé quda 01 (mét)gio
lam viéc) hoic chuyén vao
dau gio ngay lam viéc tiép
theo ddi voi truong hop tiép
nhan sau 15 gio hang ngay.




TT Trinh ty thuc hién Cach thire thue hién Thoi gian gidi quyét
néu 13 1y do theo mau Phiéu yéu ciu bo sung, hoan thién ho
SO;
- Truong hop tur chéi nhén ho s0' cong chirc tiép nhén
ho6 so phai néu ro 1y do theo mau Phiéu tir choi gidi quyét ho
so thu tuc hanh chinh;
- Trudng hop ho so diy du, chinh xac theo quy dinh,
can bg, cong chirc, vién chue ti€p 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.
Sau khi nhan ho so thu tuc hanh chinh tir phong chuyén
mon cong chure xur ly xem xét, tham dinh ho so, trinh phé | 115 ngay lam viéc, trong d6
duyét két qua giai quyét tha tuc hanh chinh:
1. Tép nhan hd so 02 ngay
B i 2. Giai quyét ho so, trong d6 113 ngay
Buée 3 Giai quyet thu tuc T _
woce 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 cé tham quyén 07 ngay
+ Van thu 05 ngay
Tra két qua giai A fo A LA X LA a A s 2 ,
Buéc 4 quyét thii ?l.lc hgnh Cong chtrc tiép nhan va tra két qua nhap vao soé theo | _ Sang: tir 07 gio dén 11 gio

chinh

doi ho so va phan mém dién tir thuc hién nhu sau:

30 phat;




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

- Théng bao cho c4 nhan biét truée qua tin nhin, thu | - Chiéu: tir 13 gio 30 dén 17
dién tr, dién thoai hodc qua mang xa hoi duge cap co tham | 9io cua cac ngay lam viéc.
quyén cho phép dbi vai ho so giai quyét thu tuc hanh chinh
trude thot han quy dinh.

- C4 nhan nhan két qua giai quyét thu tuc hanh chinh
theo thoi gian, dia diém ghi trén Gidy tlep nhan ho so va hen
tra két qua (xut trinh gidy hen tra ket qua). Cong chuc tra
két qua kiém tra phleu 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 cong ich. (dang ky theo hudng dan ciia Buu dién) (ncu
co)

1.2. Thanh phan, s6 lwong ho so

a. Truong hop nguoi bi thiét hai tryc tiép yéu cau bdi thudng thi hd so yéu cau bdi thudng (sau ddy goi 1a hd so) bao gdm:
Vin ban yéu cau bdi thuong; Vién ban lam can cur yéu cau bdi thuong, trir trudng hop nguoi bi thiét hai khong dugc gui hodc khong
thé c6 van ban 1am can ct yeu cau bdi thuong; Glay to chirg minh nhan than ctia ngudi bi thiét hai; Tai liéu, chung cr ¢6 lién
quan dén viéc yéu cau boi thuong (néu co).

b. Trudng hop ngudi yéu cau boi thuong 1 ngudi thira ké (néu c6 nhidu nguoi thira ké thi nhitng ngudi thira ké dé phai cir
ra mOt nguoi dai dién) hoac 1a nguoi dai dién ciia nguoi bi thiét hai thi ngoai céc tai li¢u quy dinh tai cac diém a, b va d khoan 1
Diéu 41 Luat TNBTCNN niam 2017, ho so con phai co cac tai liéu sau day: Gidy to chimg minh nhan than cta nguoi thira ké, nguoi
dai dién cua nguoi bi thiét hai; Van ban uy quyén hop phap trong truong hop dai dién theo uy quyén; Trudng hop ngudi bi thiét hai
chét ma co di chuc thi nguoi yéu cau bdi thuong phai cung cip di chuc, trudong hop khong c6 di chuc thi phai ¢6 van ban hop phap



vé quyén thua keé.

Truong hop ngudi yéu cau bdi thudng truc tiép ndp hd so thi cac gidy to, tai liéu va chung cir quy dinh tai cac diém b, ¢, d
khoan 1 va khoan 2 Diéu 41 Luat TNBTCNN niam 2017 14 ban sao nhung phai c6 ban chinh dé dbi chiéu; truong hop ngudi yéu
cau boi thudng giri hd so qua dich vy buu chinh thi cac gidy to, tai liéu va ching ct quy dinh tai cac diém b, ¢, d khoan 1 va khoan
2 Diéu 41 Luat TNBTCNN nam 2017 14 ban sao c6 chimg thuc theo quy dinh cua phap luat vé chimg thuc.

1.3. P6i twong thure hién thi tuc hanh chinh: Nguoi yéu ciu bdi thudng theo quy dinh tai khoan 3 Diéu 3 Luat TNBTCNN
nam 2017.

1.4. Co quan gidi quyét thii tuc hanh chinh:

Co quan giai quyet bdi thuong 13 co quan tryuc tiép quan 1y nguoi thi hanh cong vu gay thiét hai trong hoat dong quan Iy hanh
chinh quy dinh tai Diéu 33 ctia Luat TNBTCNN nim 2017 & cip xa.

1.5. Két qua thue hién thi tuc hanh chinh: Quyét giai quyét boi thuong (miu 09/BTNN ban hanh kém theo Thong tu s6
04/2018/TT-BTP);
1.6. Phi, 1€ phi: Khong

1.7. Tén miu don, miu to khai:

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

1.8. Yéu cau, dieu kién thye hién tha tuc hanh chinh

- C6 mdt trong cac can ¢l xac dinh hanh vi trai phap luat ctia nguoi thi hanh cong vu gy thiét hai va yéu cau bdi thuong tuong
ung quy dinh tai khoan 2 Bi¢u 7 Luat TNBTCNN ndam 2017;

- C6 thiét hai thuc té cua nguoi bi thi¢t hai thugc pham vi trach nhiém boi thuong ctia Nha nudce theo quy dinh cua Luat
TNBTCNN nam 2017;

- C6 mdi quan hé nhan qua giira thiét hai thuc té va hanh vi gay thiét hai.

1.9. Can cwr phap ly cuaa thu tuc hanh chinh

- Diéu 3, Diéu 33 dén 39, Diéu 51 Luat TNBTCNN niam 2017;



- Diéu 13, 14 Nghj dinh s6 68/2018/NDP-CP ngay 15/5/2018 ciia Chinh phu quy dinh chi tiét mot s6 diéu va bién phap thi
hanh Luat Trach nhi¢m boi thuong Nha nudc

- Diéu 3 Thong tu s6 04/2018/TT-BTP ngay 17/5/2018 cua Bo Tu phap vé ban hanh biéu mAu trong cong tac bdi thuong nha
nuoc

1.10. Lwu hé so (ISO):

Thanh phéin ho so hru Bo phan luu trir Thaoi gian luu

- Nhu muc 1.2;

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

- H6 so tham dinh (néu co)

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

Phong chuyén mén cua Co quan
giai quyét boi thuong

T 01 (mQt) ndm, sau do
chuyén hé so dén kho luu
Cac biéu miu theo Khoan 1, Diéu 9, Thong tu s 01/2018/TT- trit ca co quan giai quyét
VPCP ngay 23 thang 11 nam 2018 ctia B truong, Chu nhiém Van bodi thudng

phong Chinh phu quy dinh chi tiét mt so dieu va bién phap thi | Ba phan tiép nhan va tra két qua
hanh Nghi dinh s6 61/2018/ND-CP ngay 23 thang 4 nam 2018 ctia | =~ '
Chinh phu vé thuc hién co ché mot cira, mét cira lién thongtrong
giai quyét tha 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
Poc 1ap - Tu do - Hanh phic

VAN BAN YEU CAU BOI THUONG

Kinh gui: coooviiiiiiiee (1) e

Ho va tén ngudi yéu cau boi thudng:...................... (2) o
Gidy to ching minh nhan than:.................. (3)eeii
Piachi: ...l (B) e,

SO i8N thOAT (BT COY. vttt
EMAIL (MU CO): ettt e e ees s een s n s eneneeean
LAl (5) e irie it

Cén cu

T TTTUOT (6) e (néu co)

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

Trén co s& do, toi d& nghi Quy co quan xem xét, giai quyét boi thuong thiét hai theo
quy dinh ctia Luat Trach nhiém boi thudng cuia Nha nuée, bao gdm cac ndi dung sau:

I. THIET HAI YEU CAU BOI THUONG (7)
1. Thiét hai do tai san bi xam pham (néu c0), cach tinh, muc yéu cau boi thuong

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

3. Thiét hai vé vat chét do nguoi bi thi€t hai chét (néu c0), cach tinh, muc yéu cau bdi
thuong
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4. Thiét hai vé vat chét do strc khoe bi xdm pham (néu c6), cach tinh, mirc yéu cau bodi
thuong

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

(VIS DANG CHIE: oottt )
II. PE NGHI TAM UNG KINH PHi BOI THUONG (néu c6)

1. Kinh phi d& nghi tam tng

Cin cr quy dinh tai Diéu 44 Luat Trach nhiém boi thudong ciia Nha nudc, t6i dé nghi
duogc tam tmg kinh phi boi thudng ddi véi cac khoan sau:

1.1. Thiét hai vé tinh than

S6 tién A€ nghi tam TNE 142 ...oveeeeeeeee e dong

(VIEt BANG CRIE: cvvvevvovveeeeeeeseevsveses e ssasssses s ase st asea s )
Tai lidu, ching ¢ Kem theo (NEU COY:.vnvrvereeieeeeeeeeeeeeeeeeeeeee e,

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

S6 tién A€ nghi tam TNE 15 ....oveeeeeeeeeee e, dong

(VIEt BANG CRIE: cvvvevveeveeeeeeeeeeevsveses v seas s asen s anss st )
Tai lidu, ching ¢ Kem theo (NEU COY:.nrvveeeeceeeeeeeeeeeeeeeeeeee e

1.3. Tong sb tién dé nghi tam ng: ...........ooevvvneieeireeeeeennn...dONE,

(VIEt BANG CRIE: cvvvvevvoveeeeveeeeseevsveses e seessesss s ase st ans s )
2. Thong tin ngudi nhan tam tng kinh phi bdi thudng:

-Hovaten:i.. oo (D)

- Gidy to ching minh nhan than: ....................... 10 ) TR
-DPiachis oo (1),

- Phuong thtrc nhan tam ¢ng kinh phi bdi thudng



I11. CAC NOI DUNG KHAC CO LIEN QUAN

1. D& nghi thu thap van ban lam cin cir yéu ciu bdi thudng (néu cd)

Pé nghi Quy Co quan xem xét, giai quyét boi thudng cho t6i/...(15).. theo quy dinh
cua phap luat.
..(16)..... ngay ... thang ... nam ......

Ngudi yéu cau boi thuong (17)

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

Huwéng dén siv dung Mbu 01/BTNN:

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

(2) Néu ngudi yéu cau boi thudng 1a ca nhan ngudi bi thiét hai thi ghi ho tén ctia ngudi
bi thiét hai hoac nguoi dai dién theo uy quyén cuia nguoi bi thiét hai; ddi véi truong hop nguoi
bi thiét hai chét thi ghi ho tén ngudi thira ké cia nguoi bi thiét hai; ddi véi truong hop ngudi
yéu cau bdi thudng 1a ngudi chua thanh nién, ngudi mat nang luc hanh vi dan su, nguoi han
ché nang luc hanh vi dan sy, nguoi c6 kho khan trong nhan thire 1am cht hanh vi thi ghi ho
tén, dia chi cia nguo1i dai dién theo phép luat cua ca nhan do; néu nguoi yéu cau boi thuong
14 t6 chirc thi ghi tén to chirc va ghi ho, tén ctia ngudi dai dién theo phap luat cua to chirc do.

(3) Ghi sO, ngay cap, noi cAp ching minh nhan dan hodc can cude cong dan hodc ho
chiéu hoic gidy to twong tng ctia ca nhan ngudi yéu cau bdi thuong 13 ngudi bi thiét hai hoic
nguoi dai dién theo phap ludt cua nguoi bi thiét hai trong truong hop nguoi bi thiét hai la
nguoi thude truong hop phai c6 nguoi dai dién theo phap luat theo quy dinh cta Bo luat dan
su. Truong hop nguoi yéu cau bdi thudng 14 ngudi thira ke cua nguoi bi thi€t hai hodc nguoi
dai dién theo uy quyén cta nguoi bi thiét hai thi ngoai gidy to ching minh nhén than ca nhan
ctia nguoi yéu cau boi thuong can ghi thém van ban iy quyén hop phap trong truong hop dai
dién theo ty quyén; di chiic trong trudng hop ngudi bi thiét hai chét ma c6 di chiic, truong
hop khong c6 di chic thi phai c6 van ban hop phap vé quyén thira ké; truong hop c6 nhiéu
ngudi thira ké thi phai co gidy to ching minh nhan than cia ngudi duoc cir lam dai dién va
vian ban hop phéap vé viéc duoc ctr lam dai dién cho nhitng nguoi thira ké con lai.

Truong hop nguoi yéu cau boi thuong 1a td chirc thi ghi sd, ngay cdp, noi cdp mot
trong cac gidy to sau: Quyét dinh thanh l4p, Gidy ching nhin ding ky doanh nghiép, Gidy
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dang ky h¢ kinh doanh, Gidy ching nhan diang ky dau tu, gidy phép hodc cac gidy td co gia
tri nhu giay phép theo quy dinh cia phéap luat chuyén nganh.

(4) Néu ngudi yéu cau boi thuong la ca nhan thi ghi day du dia chi noi cu tra tai thoi
diém ndp van ban yéu cau bdi thuong; néu nguoi yéu cau bdi thudng 1a co quan, t6 chirc thi
ghi dja chi tru sé chinh ctia co quan, t6 chirc d6 tai thoi diém ndp van ban yéu cau bdi thuong.

(5) Ghi mét trong céac trudong hop:

- Truong hop ngudi yéu cau boi thudng 14 ngudi bi thiét hai thi ghi: “ngudi bi thiét
hai”;

- Trudng hop ngudi bi thiét hai chét thi ghi: “ngudi thira ké cua.... (néu tén ctia ngudi
bi thiét hai)..... ;
- Trudng hop ¢ nhiéu nguoi thira ké thi ghi: “nguoi dai dién cho nhimng ngudi thira

29

ké cua .... (néu tén ctia ngudi bi thiét hai).....”.

- Truong hop t6 chtrc bi thiét hai da chém dirt ton tai thi ghi: “dai dién cho ...(néu tén
t6 churc ké thira quyén, nghia vu)... ké thura quyen va nghia vy cua....(néu tén to chirc bi thiét
hai d3 chim dit ton tai) thuc hién quyén yéu cau bdi thuong”;

- Truong hop phai c6 nguoi dai dién theo phép luat theo quy dinh ctia B luét dan su

2

thi ghi: “nguoi dai dién theo phap luat cta .... (n€u tén cua nguoi bi thiét hai).....”;

- Trudng hop Gy quyén thuc hién quyén yéu cau bdi thudng thi ghi: “ngudi/phap nhan
duoc ........ (n€u tén cua nguoi bi thiét hai hodc nguoi thua ké ciia nguoi bi thiét hai trong
truong hop nguoi bi thiét hai chét hoic t6 chirc ké thira quyén, nghia vy cta to chirc bi thiét
hai d3 chidm dut ton tai hodc nguoi dai dién theo phap luat ctia nguoi bi thiét hai thudc truong
hop phai c6 nguoi dai dién theo phap luét theo quy dinh cua B luét dan su) uy quyén thuc
hién quyén yéu cau bdi thuong”.

(6) Ghi tén vin ban 1am cin ctr yéu cau boi thudng (s6 hiéu, ngay thang nam ban hanh,
co quan ban hanh va trich yéu ctia van ban).

(7) Ghi tl‘J:’ng loai thiét ‘hai cu thé, cach tinh va mﬁc yéu cau boi thuong theo quy dinh
tuong ung tir Diéu 22 dén Diéu 28 Luat Trach nhi€ém boi thuong cua Nha nudce.

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

(10) Ghi sb, ngay cap, noi cap chimg minh nhan dan hozc cin cudc cong dan hoic ho
chiéu hodc loai giay to tuong ing ciia ngudi nhan tam tng kinh phi boi thuong.

(11) Ghi noi cu trii cia ngudi nhan tam @ng kinh phi boi thuong.

(12) Ghi phuong thirc nhan tam Gng kinh phi boi thuong: nhan tryc tiép bang tién mat
hoic nhan qua chuyén khoan. Trudng hop nhén qua chuyén khoan ghi r s6 tai khoan, chu tai
khoan, noi mé tai khoan cila nguroi nhan tién tam tng kinh phi boi thuong.

(13) Truong hop ngudi yéu cau boi thuong khong c6 kha ning thu thap vin ban lam
cin cr yéu cau bdi thudng thi ghi rd tén vin ban va dia chi thu thap van ban do.

(14) Ghi 15 yéu ciu ctia minh vé viéc co quan giai quyét bdi thuong thuc hién viéc
phuc hoi danh duy.

(15) Trudng hop t chirc yéu cau bdi thuong thi ghi tén td chic.
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(16) Ghi dia diém lam vin ban yéu cau bdi thuong (vi du: Ha Noi).

(17) Truong hop la c4 nhan thi ky va ghi rd ho tén hodic diém chi; Truong hop 1a t0
chtrc thi nguoi dai dién theo phap luat cia to6 chic do ky, ghi 16 ho tén, chirc vu va dong dau.

(18) Ghi tén tai liéu, chimg cr chimg minh cho nhiing thiét hai ma ngudi yéu cau boi
thuong dé nghi Nha nudce boi thuong. Cac tai liéu nén danh so thi tu.
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MAiu 09/BTNN

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

TEN CO QUAN, TO CHUC CHU QUAN CONG HOA XA HOQI CHU NGHIA VIET NAM
i (néu cd) ] Doc 1ap - Tu do - Hanh phic
TEN CO QUAN, TO CHUC

A ..(2)..., ngay ... thang ... nam...
Sé:..../QD-...(1)... (2).... ngay g

QUYET PINH

Giai quyét bdi thuong

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

Can ctr Diéu 47 Luat Trach nhiém bdi thuong ciia Nha nudce nam 2017;

Can ct Bién ban két qua thuong luong viéc giai quyét bdi thuong ngay
o eiid e,

QUYET PINH:
Piéu 1. B6i thuong thiét hai cho Ong/Ba......... (6). e,
Diachi: oo (7)o
Tong s tién bdi thudng 1a: .......oovveeeienieeeeeeeeeeeeeeeeeeeeeseeennn..dONE
(VIBt DANG CRIE: .. oo oo e e e e )
Trong d6 gdm:
- Thiét hai do tai san bi xdm pham (néu cO):.....eevvvvneeeieeeeeeernn, dong
- Thi¢t hai do thu nhap thuc té bi mat hoac bi giam sut (néu (¢70) U dong
- Thiét hai vé vat chat do ngudi bi thiét hai chét (néu co):.............. dong
- Thiét hai vé vat chat do strc khoe bi xdm pham (néu co): ............. dong.
- Thiét hai vé tinh than (NEU CO):... . veveeee e, dong
- Cac chi phi khac duoc boi thuong (néu co):......... ddng
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(VB DANG CRIE: .. oo e oo oot e et e e )
S tién boi thuong con lai sau khi da tam mg (néu ¢0):....vverveeeennne. dong
(VB DANG CRIE: .. oo oo e e e e e e e e e e e e )

Piéu 2. Viéc chi tra tién bdi thuong thi€t hai dugc thuc hién theo phuong

Piéu 4. Trong thoi han 15 ngay ké tir ngdy nhan dugc quyét dinh giai quyét bdi
thuong, néu khong dong ¥ véi Quyét dinh ndy, ngudi yéu cau bdi thuong cd 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 ctia Nha nude.

Piéu 5. Quyét dinh nay co6 hiéu luc sau 15 ngay ké tir ngay trao quyét dinh cho
ngudi yéu cau boi thudng, trir trudng hop ngudi yéu cau bdi thuong khong dong ¥ véi
quyét dinh va khoi kién yéu cau Toa an giai quyét yéu cau bdi thudng.

Piéu 6. Ong/Ba.............. () FE— va co quan, to chtrc, ¢4 nhan co lién quan
chiu trach nhiém thi hanh Quyét dinh nay./.
Noi nhin: . Thi truéng co quan
- Nhu Dicu 6; (Ky ghi ro ho tén va dong
e (10) ...... 5 dd'u)
SUUUUR @ B § SO ;

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

(2) Ghi tén dia phuong noi c6 tru s¢ co quan giai quyét boi thuong theo cip hanh chinh tuong
ung.

(3) Ghi chirc vu cua nguoi dimg dau co quan giai quyét boi thuong, vi du truong hop So A 1a
co quan giai quyt boi thuong thi ghi: “Giam doc S& A”; truong hop Uy ban nhan dan tinh A la co
quan gidi quyet boi thudng thi ghi: “Chu tich Uy ban nhan dan tinh A”.

(4) Ghi tén van ban lam can cur yéu cau boi thuong (so hiéu, ngay thang nam ban hanh, co

quan ban hanh va trich yéu ciia vin ban) theo hd so yéu cau bdi thudng hodc theo thong tin cung cip
cua co quan ban hanh van ban nay.

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

(6) Ghi ho tén ngudi yéu cau bdi thudng theo van ban yéu cau boi thuong.
(7) Ghi dia chi ctia ngudi yéu cau boi thuong theo van ban yéu cau boi thuong.

~ (8) Ghi phuong thtre chi tra tién b,éi thuong: chi tra tryc tiép béivng tién mit hodc chi tra qua
chuyén khoan. Truong hop chi tra tryc tiép bang tién mat ghi rd dia diém chi tra 1a tai co quan giai
quy€t boi thuong. Trudng hop chi tra qua chuyén khoan ghi rd so tai khoan, chu tai khoan, noi mé
tai khoan theo Bién ban két qua thuong luong.
(9) Ghi rd cac quyeén, loi ich hop phap khac duoc khoi phuc theo quy dinh tai Diéu 29 Luat
Trach nhiém bdi thudng ctia Nha nudce (néu co).
(10) Ghi tén co quan quan 1y nha nudc vé cong tac boi thudng nha nudc.

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



II. LINH VUC HO TICH

1. Tha tuc Piang ky khai sinh
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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 thuce hién

Thoi gian giai quyét

Buoc 1

Nop hd so thii tuc hanh

chinh:

1. Nop tryc tiép qua B phan tiép nhan va tra két qua caia UBND cip
Xa.
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 cac
ngay lam viéc.

Budc 2

Tiép nhan va chuyén ho

so thi tuc hanh chinh

Doi voi ho so duoge ndp truc tiép qua Bo phan tiép nhan va tra két
qua hoac thong qua dich vu buu chinh cong ich cong chire 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 trir hé so dién ti, cap
nhat vao co s¢ dir li¢u cua phan mém mot ctra dién tur cua Tinh.

a) Truong hop ho so chua diy du, chua chinh xac theo quy dinh,
cong chire tiép nhan ho so phai hudng dan dai dién to chirc, ca nhan
bd sung, hoan thién hd so theo quy dinh va néu rd 1y 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 hd so phai
néu rd 1y do theo mau Phiéu tir chéi giai quyét hd so thu tuc hanh
chinh;

¢) Truong hop hé so day du, chinh xac theo quy dinh cong churc t1ep
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 ho so tiép
nhan tryc tiép trong
ngay lam viéc (khong
dé qua 01 gio lam viéc)
hodc chuyén vao dau
gid ngay lam viéc tiép
theo dbi v&i 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 phén tiép nhan va tra
két qua cong chuc tu phap’ ho tich xem xét, tham dinh hd 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 (Bd phan TN&TKQ) 01 gio
2. Giai quyét ho so, trong do: 07 gio
+ Cong chirc tw phap - ho tich 04 gio
+ Lanh dao Uy ban nhan dan cdp xa 02 gio
+ Van thu 01 gio

Tra két qua giai quyét
Buorc 4 thu tuc hanh chinh

Cong chuc 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 dai dién t6 chirc, ca nhan biét trudc qua tin nhén,
thu dién tir, dién thoai hodc qua mang xa hdi dugc cap c6 tham quyén
cho phép dbi v6i ho so giai quyét thu tuc hanh chinh trude thoi han
quy dinh.

- Pai dién to chuc, cd nhan nhan két qua giai quyét thu tuc hanh
chinh theo thoi gian, dia diém ghi trén Gidy tiép nhan hd so va hen
tra két qua (Xuat 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
s6 va trao két qua.

- Truong hop nhéan két qua thdng qua dich vu buu chinh céng ich.
(dang ky theo hudng dan ctia 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.

1.2. Thanh phan, s6 lweng ho so

a) Thanh phan ho so
* Gidy tO phai xuat trinh:

- Ho chiéu hodc chimg minh nhén dan hodc thé can 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 chimg minh vé nhén than cua nguoi co yéu cau dang ky khai sinh;

- Glay to chirng minh noi cu tra dé chimg minh tham quyen dang ky khai sinh; truong hop cha, me cua tr¢ da dang ky két hon thi
phai xut trinh Gidy ching nhan két hon (trong giai doan chuyén tiép).

Truong hop gtii hd so qua hé théng buu chinh thi phai giri kém theo ban sao c¢6 chimg thuc cac gidy to phai xut trinh néu trén.

* Gidy to phai nop:
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- To khai ding ky khai sinh theo mau.

- Ban chinh Gidy chung sinh; truong hop khong co Glay chung sinh thi ndp vin ban ctia ngudi lam chig xac nhan vé viée sinh;
néu khong c6 ngudi 1am ching thi phai c6 gidy cam doan vé viée sinh;

- Trudng hop tré em bi bo roi thi phai c¢6 bién ban vé viéce tré bi bo roi do co quan c6 thAm quyén lap.

- Trudng hop khai sinh cho tré em sinh ra do mang thai ho phai c6 van ban xac nhan cia co s& y té da thuc hién k§ thuat hd tro
sinh san cho viéc mang thai ho.

- Van ~ ban uy quyén (duoc chiing thuc) theo quy dinh cua phap luat trong
truong hop uy quyén thuc hi¢n viéc dang ky khai sinh.

* Luuy:

- Déi véi gidy to nop, xuat trinh:

+ Truong hop nguoi yéu cau nop gidy to 1a ban sao dugc cap tur so gbc hoic ban sao duoc ching thuc tur ban chinh thi ngudi tiép
nhan ho so khong dugc yéu cau xuat trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xudt trinh ban chinh thi ngudi tiép nhan
ho so kiém tra, d6i chiéu ban chup v0i ban chinh va ky vao ban chup xac nhén vé viéc da d6i chiéu ndi dung gidy to d6, khong duoc yéu
cau nguoi di diang ky ndp ban sao gidy to do.

+ Pbi véi gidy to xuat trinh khi ding ky ho tich, nguoi tiép nhan co 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 xuat trinh, khong dugc yéu cau ndp ban sao hodc ban chup gidy to
do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, du hd so ding ky ho tich theo quy dinh cta 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 ndp.

- Truong hop nguoi di dang ky khai sinh cho tré em la ong, ba, nguoi than thich khac thi khong phai co van ban iy quyén ciia
cha, me tré em, nhung phal 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 cau gitk gin bdn sdc dan téc, tdp qudn, truyén
thong van héa tét dep ciia Viét Nam, khéng dat tén qud dai, khé sir dung.

+ Truong hop cha, me khéng théa thudn dwoc vé ho, dan téc, qué quan cia con khi dang ky khai sinh thi ho, dan téc, qué quan
cua con dwgc xdc dinh theo tdp quan nhung phai bao dam theo ho, dan toc, qué quan cua cha hodc me.

- Truong hop cho phép nguoi yéu cau ding ky hé tich ldp van ban cam doan vé néi dung yéu cdu dang ky hé tich thi co quan
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dang ky hé tich phdi gidi thich ré cho ngudi ldp van ban cam doan vé trach nhiém, hé qua phdp 1y ciia viéc cam doan khong diing sw
thit.

Co quan ding ky hé tich tir chéi gidi quyét hodc dé nghi co quan cé tham quyén hiy bé két qua dang ky ho tich, néu cé co sé xdc
dinh noi dung cam doan khong dung sy that.

b) S6 luong hd so: 01 bd

1.3. Poi twong thwre hién thi tuc hanh chinh: Trong thoi han 60 ngay ké tir ngay sinh con, cha hodc me c6 trach nhiém ding ky
khai sinh cho con; truong hop cha, me khong thé dang ky khai sinh cho con thi dng hodc ba hodc nguoi than thich khac hodc ca nhan,
to chirc dang nu61 dudng tré em co trach nhiém dang ky khai sinh cho tré em.

1.4. Co quan giai quyét thii tuc hanh chinh:

- Uy ban nhan dan cip xa noi cu tra ctia ngudi cha hodc ngudi me thuc hién dang ky khai sinh cho tré em;

- Uy ban nhan dan cip xa noi tré dang cu tri ¢6 trach nhiém diang ky khai sinh cho tré chua x4c dinh duoc cha, me;

- Uy ban nhan dan cip xa noi 1ap bién ban vé viéc tré bi bo roi ddi véi truong hop ding ky khai sinh cho tré bi bo roi.
1.5. Két qua thwe hién thii tuc hanh chinh: Gidy khai sinh (ban chinh).

1.6. Phi, I¢ phi:

- Ping ky khai sinh khong diing han (qud han): 5.000 dong/truong hop.

Mién thu 1é phi doi véi:

- Dang ky khai sinh dung han.

- Bang ky hé tich cho nguoi thuée gia dinh c¢é cong véi cach mang; nguoi thuée hé nghéo, nguwoi khuyét tat.

- Dang ky ho tich cho nguoi cao tuoi, déng bao dén téc thiéu sé & cdc xa cé diéu kién kinh té - xa héi ddc biét khé khan.

1.7. Tén miu don, miu to khai: T khai dang ky khai sinh kém theo Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ctia B)
truéng BO Tu phap quy djnh chi ’tiét‘ thi hanh mot s6 diéu cua Luat ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua
Chinh phu quy dinh chi tiét mdt s6 di€u va bién phap thi hanh Luéat Ho tich.

1.8. Yéu céu, diéu kién thuc hién thi tuc hanh chinh: Khdng
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1.9. Can cr phap ly cia tha tuc hanh chinh:
- Piéu 7,9, 13, 14, 15, 16 Luat Ho tich nam 2014;

- Pidu2,3,5,9, 14, 15, 16 Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh pha quy dinh chi tiét mot sé diéu va bién

phap thi hanh Luat Ho tich;

- Ditu2,3,4,6,16 Thong tw so 04/2020/TT-BTP ngay 28/5/2020 ciia Bo trudng B Tu phap quy dinh chi tiét thi hanh mt s6
di€u ctua Luat Ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cta Chinh phu quy dinh chi tiét mot so6 diéu va bi¢n phap thi

hanh Luat HO tich;

- Khodn 3; Diém a, b, ¢ Khoan 4 Diéu 1 Nghi quyét so 51/2021/NQ-HDND ngay 17/8/2021 ciia Hgi dong nhén dan Tinh ban
hanh quy dinh mikc thu, ché dé thu, nép, quan ly va s dung 1é phi hé tich trén dia ban tinh Pong Thap.

1.10. Luu ho so (ISO):

Thanh phén hd so hru

B phan luu triv

Thoi gian luu

- Nhu muc 1.2;

- Két qua giai quyét TTHC hodc Vin ban tra 10i caa don vi d6i voi ho so
khong dap ung yéu cau, diéu kién.

- Ho so tham dinh (néu co)

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

Cong chirc tu phap — ho
tich dugc giao xtr 1y ho so

Cac biéu mau theo Khoan 1, Diéu 9, Thong tu s6 01/2018/TT-VPCP
ngay 23 thang 11 ndm 2018 cua B trudng, Cha nhiém Van phong Chinh
phi 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 cua Chinh phu vé thuc hién
co ché mot ctra, mot cira lién thong trong giai quyét thu tuc hanh chinh.

Bo phan tiép nhan va tra két
qua caa UBND cap xa.

Tu 01 ndm, sau d6 chuyén
ho so dén kho lu’u trir cua
UBND cap xa

Ghi chi: 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 B6 Tu phép.



http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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Stra d6i Phi, 16 phi; Can ctr phap ly cua thu 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 do thu, nop, quan 1y va str dung 1€ phi ho tich trén dia ban
tinh Dong Thap, c6 hiéu luc tir ngay 01/9/2021.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

TO KHAI PANG KY KHAI SINH

KInh Ui @ oo

Ho, chit dém, t8n NEUOT YEU CAU:.......c..oevieeeeeeeeeeee e
NOT CU T @ ottt ettt et e st et e b e st e s st e st esesbe e ebeste e abeseanas
GHAY tO 1Y thANT B oottt sttt
Quan hé vo1 nguot dugce khai SInh: ...ooeiiiiiiiiccece e
Pé nghi co quan ding ky khai sinh cho nguwoi dwéi day:

Ho, chif d@m, tRI: ... ...
Ngay, thang, ndm sinh: ..........ccccooeviiiiiiiiieeie, ghi bang Chil: .....o.cvcveeeeeeireeeeeeae,
Gioi tinh:....cooeeeennnee. Dan tdc:.......oovvvvvvvvieennnns Quéc tICh: o,
J L 13 R SRR
QUE QUAN: <.ttt ettt ettt et e et e e et e e st e s te e s ae e e st e ese e e teeeaeeeneeeteeneeneeenne e reeanee e
Ho, chit dém, ten N@Wdi ME: ........c.ooiiiiiiiii e
NAm sinh: © oo DAN tOC:....coveeeenn... Qudc tich: .............
INOT CU T @) ottt ettt ettt et e st e te st e st e te st et et e eae e ateseanas
Ho, chit dém, tén nguwdi cha: ...
Nam sinh: ©oooiiieeeeeeeeee e, DAN tOC: .. Qudc tich: ..............
INOT CU T @) ottt et st et st e s et e st e te st e st et e st e e et e sae e ateseanas

Téi cam doan ni dung dé nghi dang ky khai sinh trén day 1a ding sy that, duoc sy thoa thuan
nhat tri cia cac bén lién quan theo quy dinh phap luat.
T6i chiu hoan toan trach nhi¢m trudce phap luat vé nodi dung cam doan cua minh.
Lamt@i: ......................... , NQAY ........... thang ......... nam ..............
Nguoi yéu ciu
(Ky, ghi r6 ho, chir dém, tén)

Dé nghi cip ban sao®: C6 D Khéng []
SO Iugng:....... ban
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Chd thich:

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

@ Ghi theo noi dang ky thuong tri; néu khong cé noi dang 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 song.

O Ghi thong tin vé gidy to tuy than cia nguoi di dang ky, ghi 15 s0, co quan cap, ngdy
cap ho chiéu, chimg minh nhan déan hodc giay to hop 1¢ thay theé (V7 du: Chirmg minh nhén dan
s0 001089123 do Cong an thanh pho Ha Noi cap ngay 20/10/2014).

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

Vidu: - Bénh vién Phu san Ha No61i, duong La Thanh, phuong Ngoc Khanh, quan Ba Dinh,
Ha Noi

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

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

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

®) Ghi dy di ngay, thang sinh cta cha, me (néu c6).

©) P& nghi danh ddu X vao 6 néu co yéu ciu cap ban sao va ghi rd s6 lugng..



HOA XA HOICHO
‘Doclap-Tydo-

Ho, chit dem, tén

‘éﬂ,ﬂ'g!l,'ﬁidikhai'sinh: .......... e —
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2. Tha tuc Piang ky khai sinh cho nguoi da cd hé so, gidy to ca nhan

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

TT

Trinh ty thue hién

Cach thirc thuc hién

Thoi gian giai quyét

Bwoc 1

Nop hé so thi tuc
hanh chinh:

1. Nop truc tiép qua Bo phan tiép nhan va tra két qua cia UBND cip
Xa.

2. Hogc thong qua dich vu buu chinh cong ich. 7

3. Hoac 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 phut;

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

Bworc 2

Tiép nhan va chuyén
ho so thi 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 tiép nhan va tra két qua xem xét, kiém tra tinh chinh xac,
day du cia ho so; quét (scan) va luu trix ho so dién tir, cap nhat vao co
so dir liéu cua phan mém mot ctra dién tir ctia Tinh.

a) Truong hop hd so chua day du, chwa chinh xac theo quy dinh, cong
chtrc tiép nhan hd so phai hudng dan ca nhan bd sung, hoan thién hd
so theo quy dinh va néu rd 1y do theo miu Phiéu yéu cau bd sung, hoan
thién ho so;

b) Trudng hop tir chdi nhan hd so cong chire tiép nhan hd so phai néu
13 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 tlep
nhan ho so va 1ap Gidy tiép nhan ho s0 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
04 gio lam viéc) hoac
chuyén vao dau gio ngay
1am viéc tiép theo dbi véi
truong hop tiép nhéan sau
15 gio hang ngay.
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TT Trinh ty thyuc hién Cach thirc thuc hién Thoi gian giai quyét
Sau khi nhan ho so thi tuc hanh chinh tir Bo phan tiép nhan va tra két | 05 ngay lam viéc trong
qua cong chirc tu phap — ho tich xir Iy xem xét, thim dinh ho so, trinh | trudong hop ho so day
phé duyét két qua giai quyét thu tuc hanh chinh: du; khong qué 25 ngay

trong truong hop can
x4c minh vé viéc dang
ky khai sinh va viéc luu
giit s6 bo tich, trong do:
. Giai quyét thii tuc | @) Néu thay ho so ding ky khai sinh 1a day du, chinh xac, diung quy . )
Bude 3 hanh chinh dinh phap luét thi: 05 ngay, trong dé:

1. Tiép nhan ho so (Bd phan TN&TKQ) 0,5 ngay
2. Giai quyét ho so, trong do: 4.5 ngay
+ Cong chirc Tw phap - H9 tich 02 ngay
+ Lanh dao Uy ban nhén dén cdp xd 02 ngay
+ Van thu 0,5 ngay

b) Truong hop can thlet cong chure tu phap - ho tich bao cao Chu tich
Uy ban nhan dan cip x3 ¢ van ban de nghi Uy ban nhan dan cap Xa
noi cu trd trudc day ctia ngudi yeu cau dang ky khai sinh dé kiém tra,
xac minh vé viéc diang ky khai sinh va viéc luu giit s6 ho tich.

25 ngay, trong do:

1. Tiép nhan ho so (Bo phan TN&TKQ)

01 ngay

2. Giai quyét hd so, trong do:

24 ngay
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TT Trinh ty thwe hién Cach thire thue hién Thoi gian gidi quyét
+ Cong chirc Tw phap - Ho tich 05 ngay
+ Uy ban nhén dan cdp xd noi ngwoi yéu cau dang ky khai sinh cuw 5
L s 09 ngay
tru trudc day
+ Lanh dao Uy ban nhén dén cdp xd 09 ngay
+ Van thu 01 ngay

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

- Thong béao cho ca nhan biét trude qua tin nhén, thu dién t, dién thoai
hodc qua mang xa hoi duoc cap co tham quyén cho phép dbi voi ho so | - Sang: tir 07 gio dén 11
giai quyét thi tuc hanh chinh trude thoi han quy dinh. gio 30 phat;

- C4 nhan nhan két qua giai quyét tht tuc hanh chinh theo thoi gian, | - Chiéu: tir 13 gio 30 dén
dia diém ghi trén Gidy tiép nhan ho so va hen tra két qua (xuét trinh | 17 gid cua cac ngay lam
glay hen tra két qua). Cong chue tra két qua kiém tra phleu hen va yéu | viéc.

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 cong ich. (dang
ky theo huéng din cta Buu dién) (néu cb)

Tra két qua giai
quyét tha tuc hanh

Buoc 4 chinh

2.2. Thanh phan, s6 lwong ho so

a) Thanh phan ho so

* Gidy to phai xuat trinh:

- Ho chiéu hodc chting minh nhan dan hoic thé can cudc cong dan hodc cac gidy to khac c6 dan anh va thong tin c4 nhan do co

quan c6 tham quyén cép, con gia tri st dung dé chimg minh vé nhan than ciia ngudi c6 yéu cau dang ky khai sinh;
- Gidy to chung minh noi cu tri dé chimmg minh tham quyén dang ky khai sinh; truong hop cha, me cuia tré da dang ky két hon thi
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phai xuét trinh Gidy chimg nhan két hon (trong giai doan chuyén tiép).
Truong hop gtii hd so qua hé théng buu chinh thi phai giri kém theo ban sao c¢6 chimg thuc cac gidy to phai xut trinh néu trén.
* Gidy to phai nop:
- To khai ding ky khai sinh theo mau.
- Vian ban cam doan ctia ngudi yéu cu vé viée chua duge ding ky khai sinh.

- Ban sao toan bd hd so, gidy to cia nguoi yéu cau hoic ho so, gidy to, tai liéu khac trong d6 ¢ thong tin lién quan dén ndi dung
khai sinh, gém: Giéy chirng minh nhan dan, Thé can cudc cong dan hoac HO chiéu; S6 ho khau, S6 tam tra, giéy to ching minh vé noi
cu tru; Bﬁng tbt nghiép, Giéy chirng nhan, Chung chi, Hoc ba, Ho so hoc tap do co quan co tham quyén cép hoac xac nhan; giéy to khac
co thong tin vé ho, chir dém, tén, ngay, thang, nam sinh cua ca nhan.

Nguoi yéu cau dang ky khai sinh c6 trach nhiém ndp day du ban sao cac gidy to néu trén (n€u co) va phai cam doan da ndp du
cac gidy to minh co; chiu trach nhiém, h¢ qua cua viéc cam doan khong dung su that.

- Truong hop ngudi yéu cAu  ding ky  khai sinh la can b0, cong  chic, vién
chtrc, ngudi dang cong tac trong luc luong vil trang thi phai c6 vin ban xac nhan cua Thi truéng co quan, don vi vé viéc nhitng noi
dung khai sinh cia nguoi do gém ho, chir dém, tén; gid1 tinh; ngay, thang, ndm sinh; dan toc; quéc tich; qué quan; quan h¢ cha - con,
me - con phi hop v6i hd so do co quan, don vi dang quan 1.

- Van ban uy quyén theo quy dinh cia phap luat trong truong hop uy quyén thue hién viéc dang ky khai sinh. Truong hop nguoi
dwoc ity quyén la 6ng, ba, cha, me, con, vo, chong, anh, chi, em rudt ciia nguoi iy quyén thi van bdn ity quyén khéng phdi chiing thre.

*Luuy:

- D6i v6i gidy to ndp, xudt trinh:

+ Truong hop nguoi yéu cau nop gidy to 1a ban sao dugc cap tur so gbc hoic ban sao dugce ching thyc tur ban chinh thi ngudi tiép
nhan ho so khong dugc yéu cau xudt trinh ban chinh; néu nguoi yéu cau chi nop ban chup va xudt trinh ban chinh thi ngudi tiép nhan

ho so kiém tra, d6i chiéu ban chup v0i ban chinh va ky vao ban chyp 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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+ Dbéi véi gidy t0 xuat trinh  khi ding ky ho  tich, nguoi tiép nhan  ¢o

trach

nhiém kiém tra, 601 chiéu véi thong tin trong tor 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 t& do.

+ 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 duge yéu

cau ngudi diang ky ho tich ndp thém gidy to ma phap luat ho tich khong quy dinh phai ndp.

- Truong hop cho phép nguwoi yéu cau ding ky hé tich ldp van ban cam doan Vvé néi dung yéu cau dang ky hé tich thi co quan
dang ky ho tich phai gidi thich ro cho nguoi ldp van ban cam doan vé trach nhiém, hé qua phdp ly cua viéc cam doan khong dung sy

that.

Co  quan dang ky ho  tich i choi giai quyét  hodc dé nghi co quan 6
quyén  huy bo ket qua dang ky ho  tich, néu co co so xac dinh noi dung cam
khong dung sy that.

b) S6 lwong ho so: 01 bd

2.3. Poi twgng thuc hién thii tuc hanh chinh: C4 nhan

2.4. Co quan giai quyét thi tuc hanh chinh: Uy ban nhan dan c4p x4 noi ngudi yéu cau cu tri.
2.5. Két qua thure hién thii tuc hanh chinh: Giy khai sinh (ban chinh)

2.6. Phi, 18 phi: 5.000 dong/truong hop.

Mién thu 1é phi doi véi:

- Bang ky hé tich cho nguoi thuée gia dinh c¢é cong véi cach mang; ngueoi thuée hé nghéo, nguwoi khuyét tat.

- Dang ky ho tich cho nguoi cao tuoi, dong bao dan toc thiéu so ¢ cac xa co diéu kién kinh té - xa hoi dac biét kho khan.

tham
doan

2.7. Tén méu don, miu to khai: To khai dang ky khai sinh kém theo Thong tu s 04/2020/TT-BTP ngay 28/5/2020 cua Bo
trudng BO Tu phap quy dinh chi ti€t thi hanh mot s6 di€u ctia Luat Ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua

Chinh pha quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich.

2.8. Yéu céu, diéu kién thuc hién thi tuc hanh chinh: cong dan Viét Nam cu tra trong nudc, sinh trude ngay 01 thang 01 nam
2016, chua dang ky khai sinh nhung da c¢6 ho so, giay to ca nhan (ban chinh hoac ban sao hop 1€) nhu: hd chiéu, chirng minh nhan dan,
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thé cam cudce cong dan hodc gidy to khac cd dan anh va thong tin ca nhan do co gian c¢6 tham quyén cap, con gia tri sir dung; S6 ho
khau; So6 tam tru; gidy to khac do co quan, t6 chirc c6 tham quyén cua Viét Nam cap.

2.9. Can cwr phap ly cua thu tuc hanh chinh:
- Diéu 7, 9 Lut Ho tich nim 2014;

- Piéu 2, 3 Nghi dinh s 123/2015/ND-CP ngay 15/11/2015 ciia Chinh phii quy dinh chi tiét mot sé diéu va bién phép thi hanh

Luat Ho tich;

- Pidu 2, 3, 4, 8 Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cia Bo truong Bo Tu phap quy dinh chi tiét thi hanh mot so diéu
ctia Luat Ho tich va Nghi dinh sé 123/2015/NB-CP ngay 15/11/2015 cta Chinh phu quy dinh chi tiét mot sé diéu va bién phép thi hanh

Luat Ho tich;

- Khodn 3; Diém a, ¢ Khoan 4 Diéu 1 Nghi quyét s6 51/2021/NQ-HDND ngay 17/8/2021 cuia Hpi dong nhén dén Tinh ban hanh
quy dinh mirc thu, ché do thu, nop, quadn ly va sir dung Ié phi ho tich trén dia ban tinh Pong Thap.

2.10. Luu ho so (ISO):

Thanh phan hd so luu

B0 phan luu trir

Thoi gian luu

- Nhu muc 2.2;

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

- Ho so tham dinh (néu c6)

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

Cong chirc tu phap — ho
tich duogc giao xir Iy ho so

Céc biéu mau theo Khoan 1, Piéu 9, Thong tu s6 01/2018/TT-VPCP
ngay 23 thang 11 ndm 2018 cua B trudng, Cha nhiém Van phong Chinh
pht 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 cua Chinh phu vé thuc hién
co ché mot ctra, mot cira lién thong trong giai quyét thu tuc hanh chinh.

Bo phan tiép nhan va tra két
qua caa UBND cap xa.

Tu 01 (mot) ndm, sau d6 chuyén
hé so dén kho luu trit cua
UBND cap xa

Ghi ch(: 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 ciia B6 Tu phép.



http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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Stra d6i Phi, 16 phi; Can ctr phap ly cua thu 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 do thu, nop, quan 1y va str dung 1€ phi ho tich trén dia ban
tinh Dong Thap, c6 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 gl W o

Ho, chit dém, t8N NEWOT YEU CAU.....c..oevieeieeeeeeee et
INOT CU T @) ottt sttt s b et e et et e se st et abesteteebesaene s
GHAY tO Ty thANT B Lottt
Quan hé vo1 nguot dugce khai SINh: ....ooviiiiiiiie e
Pé nghi co quan ding Ky khai sinh cho nguwoi duéi day:

HO, Chit A€M, T8I, . ... iiii it e s e e e nrree e
Ngay, thang, ndm sinh: .........cccocoeiviiiiiiieneeen, ghi bang Chill: ....co.ovveeeereeeereereen,
Gidi tinh:........cooonn. Dan toc:....ooeeiiiiieieee QUOC HHCR: v,
INOT SINN: @) oottt ettt ettt e ettt ae sttt et ere et taeas
(@ L= o[- TSR
Ho, chir dém, ten NGWoT ME: ..........oooviiiiiiiiie e
NAmM sinh: O DAN tOC:...eeeveeennne... Qudc tich: .............
INOT CU T @) oottt ettt bbbttt bbb s e s
Ho, chir dém, tén ngudi cha: ...
Nam sinh: O DAN tOC:....cveeeenn... Qudc tich: ..............
INOT CU T @) ottt ettt e sttt e st et e st e e et e e ere st e e ane s

T(A)i cam doan ni dung dé nghi dang ky khai sinh trén day 1a ding sy that, dugc su thoa thuan
nhat tri ciia cac bén lién quan theo quy dinh phap luat.
T61 chiu hoan toan trach nhi¢m trudce phap luat vé nodi dung cam doan cua minh.
Lamtai: ........................ , NQAY ... thang ......... nam .............
Ngudi yéu cau
(Ky, ghi r6 ho, chir dém, tén)

Dg% nghi cip ban sao®: C6 D Khoéng []
S6 lugng:....... ban
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Chd thich:

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

@ Ghi theo noi dang ky thuong tri; néu khong c6 noi ding ky thuong trd 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 tily than cia nguoi di dang ky, ghi 18 s0, co quan cép, ngay
cap ho chiu, chimg minh nhan dén hodc giay to hop 1¢ thay thé (V7 du: Ching minh nhan
dan s0 001089123 do Cong an thanh pho Ha Noi cap ngay 20/10/2014).

) Trudng hop sinh tai co s& y té thi ghi rd tén co sd y té va va dia chi tru s& co sd 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 Dinh Bang, huyén Tl Son, tinh Biac Ninh.

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

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

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

©) P& nghi danh ddu X vao 6 néu co yéu cau cap ban sao va ghi rd sé luong..
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3. Thi tuc Ping ky két hon
3.1. Trinh tw, cach thire, thoi gian gidi quyét thi tuc hanh chinh
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T

Trinh ty thue hién

Cach thirc thuce hién

Thoi gian giai quyét

Bworc 1

Nop ho so thi tuc hanh

chinh:

Nop truc tiép qua Bo phan tiép nhan va tra két qua cia UBND cip
Xa.

- Sang: tir 07 gio dén
11 gi¢ 30 phdt;
- Chiéu: tr 13 gio 30
dén 17 gio cua cac
ngay lam viéc.

Budc 2

Tiép nhian 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, day du ctia ho so; quét (scan) va luu trir
ho so dién tir, cap nhat vao co sé dit liéu cia phan mém mot cira dién
tur cua Tinh.

a) Truong hop ho so chua day du, chua chinh xac theo quy dinh,
cong chuc tiép nhan hod so phai huéng dan ca nhan bo 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 chdi nhan hd so cong chire tiép nhan hd so phai
néu r0 1y do theo mau Phiéu tir chéi giai quyét ho so thu tuc hanh
chinh;

¢) Truong hop hd so day du, chinh xac theo quy dinh cong chuc tlep
nhan ho so va lap Gidy 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
nhin tryc tiép trong
ngay lam viéc (khong
dé qua 01 gio lam vige)
hodc chuyén vao dau
gid ngay lam viéc tiép
theo dbi v&i truong hop
tiép nhan sau 15 gio
hang ngay.
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Bwoc 3

Giai quyét thii tuc hanh
chinh

Sau khi nhan hd so thi tuc hanh chinh tir Bo phan tiép nhan va tra
két qua cong chirc tu phap - ho tich xur 1y xem xét, tham dinh ho so,
trinh phé duyét két qua giai quyét thu tuc hanh chinh:

01 ngay lam viéc néu
da diéu kién két hon
theo quy dinh, 05 ngay
lam viéc néu can xdc
minh diéu kién két hon
cua hai bén nam, ni,
trong do:

a) Néu thay du diéu kién két hon theo quy dinh thi:

01 ngay, trong do:

1. Tiép nhan ho so (Bd phan TN&TKQ) 01gio

2. Giai quyét ho so, trong do: 07 gio

+ Cong chirc Tu phap - Ho tich 04 gio

+ Lanh dao Uy ban nhdn ddn cap xa 02 gio

+ Van thu 01 gio

b) Truong hgp can xac minh diéu kién két hon cta hai bén nam, nit. | 05 ngay, trong do:
1. Tiép nhan ho so (BO phan TN&TKQ) 0,5 ngay

2. Giai quyét ho so, trong do: 4,5 ngay

+ Cong chirc Tw phdp - HY tich 02 ngay

+ Lanh dao Uy ban nhan dan cap xa 02 ngay

+ Van thu

0,5 ngay
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Cong chuc ti€ép nhan va tra két qua nhap vao so theo doi ho so va
phan mém dién tir thuc hi¢n nhu sau:

- Thong bao cho ¢4 nhan biét truée qua tin nhin, thu dién ti, dién | - Sang: tr 07 gio dén
thoai hodc qua mang xa hoi duoc cip c6 thim quyén cho phép déi | 11 gio 30 phat;
v6i ho so giai quyét thu tuc hanh chinh trude thoi han quy dinh. - Chiéu: tir 13 gio 30
dén 17 gio cua cac
ngay lam viéc.

Tra két qua giai quyét
Buéc 4 thu tuc hanh chinh

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

3.2. Thanh phin, so lwong ho so

a) Thanh phan ho so

* Gidy tO phai xuét trinh:

- Ho chiéu hodc ching minh nhén dan hodc th¢ can cudc cong dan hodc cac gidy to khac c6 dan anh va thong tin ca nhan do co
quan c6 thAm quyén cip, con gia trj st dung dé ching minh Ve nhén thin cta ngudi ¢ yéu cau dang ky ket hon;

- Gidy to ching minh noi cu tra dé xac dinh tham quyén (trong giai doan Co s¢ dir liéu quoc gia vé dan cu va Co s¢ dit liéu ho
tich dién tir toan qudc chua dugc xay dung xong va thyc hién thong nhat trén toan quéc).

- Trich lyc ghi cha ly hon d6i voi truong hop cong dén Viét Nam dang ky thuong tru tai dia ban xa lam thu tuc dang ky két hon,
da duoc giai quyét viéc ly hon trude dé tai co quan ¢ tham quyén nudc ngoai.

* Gidy to phai nop:

- T& khai dang ky két hon theo mau. Hai bén nam, nit c6 thé khai chung vao mot T khai dang ky kéthon;

- Ban chinh Gidy x4c nhén tinh trang hén nhan do Uy ban nhan déan cap xi c6 thim quyén cip trong truong hop nguoi yéu cau
dang ky két hon khong dang ky thuong trh tai dia ban xa lam tha tuc dang ky két hon (trong giai doan chuyén ti€p).

- Trudng hop nguoi yéu cau dang ky két hon dang cong tac, hoc tap, lao dong c6 thdi han & nudc ngoai thi phai nop Gidy xéc
nhan tinh trang hon nhan do Co quan dai di¢n ngoai giao, Co quan dai di¢n lanh sy cua Viét Nam & nude ngoai cap.
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- Truong hop dang ky két hon khong duoc uy quyén cho nguoi khac thyc hién, nhung mot bén co thé truc tiép ndp ho so tai co
quan ding ky ho tich ¢6 thAm quyén, khong phai c6 van ban iy quyén cta bén con lai.

* Luu y:

- Béi véi glay to ndp, Xuat trinh:

+ Truong hop nguoi yéu cau nop gidy to 1a ban sao dugc cp tur so gbc hodc ban sao dugc chtng thue tir ban chinh thi ngudi tiép
nhan ho so khong duoc yéu cau xuat trinh ban chinh; néu ngudi yéu cau chi nop ban chup va Xudt trinh ban chinh thi ngudi tiép nhan
ho so kiém tra, d6i chiéu ban chup v0i ban chinh va ky vao ban chup xac nhan vé viéc da d6i chiéu ndi dung gidy to d6, khong duoc yéu
cau nguoi di dang ky nop ban sao gidy to do.

+ Dbi véi gidy to xuat trinh khi dang ky ho tich, nguoi tiép nhan c6 trach nhiém kiém tra, d01 chiéu voi thong tin trong td khai,
chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho ngudi xuat trinh, khéng dugc yéu cau ndp ban sao hodc ban chup gidy to
do.

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

b) S6 lwong ho so: 01 bd

3.3. Pdi twong thue hién thii tuc hanh chinh: C4 nhan

3.4. Co quan giai quyét thii tuc hanh chinh: Uy ban nhan dan cap x4 noi cu tri cia bén nam hoic bén nit.
3.5. Két qua thue hién thii tuc hanh chinh: Gidy chimg nhan két hon (ban chinh), mdi bén vo, chong 01 ban.

3.6. Phi, 18 phi: Mién thu 1é phi két hén ciia cong dan Viét Nam cw trii & trong miede va dang ky két hon giita céng dan Viét Nam
voi cong dan Campuchia thuong tru thuoc khu viee bién gioi Viét Nam - Campuchia.
3.7. Tén miu don, miu to khai: T¢ khai dang ky két hon (Thong tu sé 04/2020/TT-BTP ngay 28/5/2020 cua B0 truong Bo Tu

phap quy dinh chi tiét thi hanh mot sd didu ctia Luat Ho tich va Nghi dinh sé 123/2015/ND-CP ngay 15/11/2015 caa Chinh phi quy
dinh chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich).

3.8. Yéu ciu, diéu kién thwe hién thii tuc hanh chinh:
- Nam tir dd 20 tudi tré' 1én, nit tir du 18 tudi tré 1én;

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

- Cac bén khong bi mat nang lyc hanh vi dan sy;
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- Viéc két hdn khong thudc mot trong céc trudng hop cdm két hon, gdm:

+ Két hon gia tao;

+ Té4o hon, cudng €p két hon, lira ddi két hon, can trd két hon;

+ Ngudi dang ¢ vo, c6 chong ma két hon véi ngudi khac hodc chua ¢ vo, chua c6 chong ma két hon véi ngudi dang co chong,
cé vo;

+ Két hon giita nhimg ngudi cling dong mau vé truc hé; _gitra nhitng nguoi ¢6 ho trong pham vi ba doi; gitta cha, me nudi voi con
nuoi; gitra nguoi dé timg la cha, me nudi voi con nubi, cha chdng véi con dau, me vo véi con ré, cha dugng véi con riéng cua vo, me ké
v6i con riéng ciia chong.

* Nha nudc khong thira nhan hon nhan gitra nhitng nguoi cung gidi tinh.
3.9. Can cwr phap ly cua thua tuc hanh chinh:

- Diéu 7, 17, 18 Luat H tich ndm 2014;

- Piéu8 Luat hon nhan va gia dinh nam 2014;

- Piéu2, 3, 10 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;

- Pbiéu 2, 3, 4 Thong tu so 04/2020/TT-BTP ngay 28/5/2020 ctua B truong Bo Tu phap quy dinh chi tiét thi hanh mot s diéu
ctia Luat Ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phii quy dinh chi tiét mdt s6 diéu va bién phap thi hanh
Luat Ho tich;

- Bié:m b Khodan 4 Diéu 1 Nghi quyét sé 51/2021/NO-HPND ngay 1 7/8/2021 cua Hoi dong nhan dan Tinh ban hanh quy dinh
mutc thu, ché do thu, ndp, quan ly va sir dung 1é phi ho tich trén dia ban tinh Dong Thap.

3.10. Luu hd so (ISO):

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

- Nhu muyc 3.2; Tir 01 nim, sau d6 chuyén ho

- Két qua giai quyét TTHC hodc Van ban tra 161 cua don vi d6i véi ho so Cong chu’c'Tu’ p}lal? _;HQ so dén kho luu trit cia UBND
tich dugc giao xur Iy ho so L~
khong dap umg yéu cau, diéu kién. cap xa



http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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- Ho so tham dinh (néu co)

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

Céc biéu mau theo Khoan 1, Piéu 9, Thong tu s6 01/2018/TT-VPCP
ngay 23 thang 11 nam 2018 ctia Bg 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 caa Chinh phu vé thyc hién
co ché mdt cira, mot cira lién thong trong giai quyét thii tuc hanh chinh.

Bo phan tiép nhan va tra két
qua cua UBND cap xa.

~ 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 ly cua B Tu phap.
Stra doi Phi, 1¢ phi; Can ctr phap 1y cia thu tuc hanh chinh vé phi, 1¢ phi theo quy dinh tai Nghi quyét s 51/2021/NQ-HDND
ngay 17/ 8/2021 cua Ho1 dong nhan dan Tinh ban hanh quy dinh mirc thu, ché do 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 HOI CHU NGHIA VIET NAM
Poc lap — Tu do — Hanh phic

(1) TO KHAI PANG KY KET HON @

Thoéng tin Bén nir Bén nam

Ho, chir dém, tén

Ngay, thang, ndm sinh

Dan toc

Quéc tich

Noi cu tra @

Gidy to tity than ©

Két hon lan thir may

Chung t6i cam doan nhiing 101 khai trén day 1a diing su that, viéc két hon cia chiing t61 1a tu nguyén, khong
vi pham quy dinh cta Luét hon nhén va gia dinh Viét Nam.

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

Pé nghi Quy co quan ding ky.

, NQAY ... thang .......... nam...............
Bén nir Bé&n nam
(Ky, ghi r0 ho, chit dém, tén) (Ky, ghi r0 ho, chit dém, tén)
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Chd thich:

M @ Truong hop lam thu tuc dang ky két hon c6 yéu td 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 tr(; truong hgp khong c6 noi dang ky thuong trii va noi dang ky tam tra thi
ghi theo noi dang sinh séng.

() Ghi thong tin vé gidy to tiy than nhu: ho chiéu, chimg minh nhan dan hodc gidy td
hop 1é thay thé (vi du: Chtrng 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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4. Thi tuc Pang ky nhin cha, me, con

4.1. Trinh tw, cach thirc, thoi gian gidi quyét thi tuc hanh chinh

T

Trinh tu thuc hién

Cach thirc thuc 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 cia UBND cap
Xa.

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

Budc 2

Tiép nhan va chuyén hd so
thua tuc hanh chinh

Cong chuc tiép nhan ho so tai Bo phan tiép nhan va tra két qua
xem xét, kiém tra tinh chinh xac, day du cia hd so; quét (scan) va
I trit ho so dién tir, cap nhat vao co so dir liéu cia phan mém
mot ctira dién tir cua Tinh.

a) Truong hop hd so chua ddy du, chua chinh xé4c theo quy dinh,
cong churc tiép nhan ho so phai huéng dan ca nhan bo sung, hoan
thién ho so theo quy dinh va néu rd 1y do theo mau Phiéu yéu cau
bo sung, hoan thi¢n hd so;

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

¢) Truong hop hd 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 hd so
tiép nhan truc tiép
trong ngay lam vi¢c
(khong dé quéa 04 gio
lam  viéc)  hoac
chuyén vao dau gio
ngdy lam viéc tiép
theo dbi v&i truong
hop tiép nhan sau 15
gio hang ngay.

Bworc 3

Giai quyét thi tuc hanh
chinh

Sau khi nhan ho so thu tuc hanh chinh tir B phan tiép nhan va tra
két qua cong churc tu phap - hd tich xem xét, tham dinh ho so, trinh

03 ngay lam viéc I}éu
khong c6 tranh chap,
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T Trinh tu thuc hién Cach thirc thuc hién Thaoi gian gidi quyét

phé duyét két qua giai quyét thu tuc hanh chinh: 08 ngay lam viéc néu
can xac minh, trong
do
?%il.\leu thay viéc nhan cha, me, con la dung va khong c6 tranh chap 03 ngay, trong do:
1. Tiép nhan ho so (BO phan TN&TKQ) 0,5 ngay
2. Giai quyét ho so, trong do: 2,5 ngay
+ Cong chirc tu phap - ho tich 01 ngay
+ Lanh dao Uy ban nhén dén cdp xa 01 ngay
+ Van thu 0,5 ngay
b) Trudng hop can phai xac minh. )
08 ngay, trong do:
1. Tiép nhan ho so (Bo phan TN&TKQ) 0,5 ngay
2. Giai quyét ho so, trong do: 7,5 ngay
+ Cong chirc tw phap - ho tich 06 ngay
+ Lanh dao Uy ban nhén dén cdp xa 01 ngay
+ Van thu 0,5 ngay
Cong chure tiép nhan va tra két qua nhap vao s6 theo ddi hd so va | - Sang: tir 07 gior dén
Tra két qua giai quyét thi | phan mém dién tir thuc hién nhu sau: 11 gio 30 phat;
Budéc 4 tuc hanh chinh - Thong béao cho ca nhan biét trudc qua tin nhén, thu dién ti, dién

thoai hodc qua mang xa hdi duogc cép c6 thAm quyén cho phép ddi
vai1 ho so gidi quyét thu tuc hanh chinh trudc thoi han quy dinh.

- Chiéu: tir 13 gio 30
dén 17 gio cua céac
ngay lam viéc.
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T Trinh tu thuc hién Cach thirc thuc hién Thaoi gian gidi quyét

- C4nhan nhan két qua giai quyét thu tuc hanh chinh theo thoi gian,

dia diém ghi trén Giay tiép nhan hd so va hen tra két qua (xuat trinh
gidy hen tra két qua). Cong chirc tra két qua klem tra phleu hen va
yéu cAu ngudi dén nhan két qua ky nhan vao s va trao két qua.

4.2. Thanh phan, s6 lwong ho so

a) Thanh phan ho so

* Gidy to phai xuat trinh:

- Ho chiéu hodc chimg minh nhén dan hodc the can cudc cong dan hodc cac gidy to khac c6 dan anh va thong tin ca nhan do co
quan c6 thAm quyén cip, con gia tri st dung dé ching minh Ve nhan thin cta ngudi ¢ yéu cau dang ky nhan cha, me, con;

- Glay td chirg minh noi cu tri dé xac dinh tham quyén dang ky nhan cha, me, con (trong giai doan chuyén tiép).

* Gidy to phai nop:

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

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

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

+ Truong hop khong co van ban néu trén thi phai co van ban cam doan cua cac bén nhdn cha, me, con vé moi quan hé cha, me,
con va ¢ it nhat hai nguoi lam chitng vé moi quan hé cha, me, con

* Luuy:

+ Truong hop nguoi yéu cau nop gidy to 1a ban sao dugc cp tur so gbc hodc ban sao dugc chtng thue tur ban chinh thi ngudi tiép
nhan ho so khong dugc yéu cau xudt trinh ban chinh; néu nguoi yéu cau chi ndp ban chup va xudt trinh ban chinh thi ngudi tiép nhan
ho so kiém tra, d6i chiéu ban chup v0i ban chinh va ky vao ban chup xac nhan vé viéc da d6i chiéu ndi dung gidy to d6, khong duogc yéu
cau nguoi di dang ky ndp ban sao gidy to do.

+ Pbi voi gidy to xuat trinh khi dang ky ho tich, nguoi tiép nhan c6 trach nhiém kiém tra, (101 chiéu véi thong tin trong to khai,
chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho ngudi xuat trinh, khong dugc yéu cau ndp ban sao hodc ban chup gidy to
do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, du hd so ding ky ho tich theo quy dinh cta phap luat ho tich, khong duoc yéu
cau ngudi diang ky ho tich ndp thém gidy to ma phap luat ho tich khong quy dinh phai ndp.
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- Truong hop cho phép nguoi yéu cau ding ky hé tich ldp van ban cam doan vé néi dung yéu cau dang ky hé tich thi co quan
dang ky hé tich phdi gidi thich ré cho ngudi ldp van ban cam doan vé trach nhiém, hé qua phdp 1y ciia viéc cam doan khong diing sw
that.

Co quan dang ky hé tich tr chéi gigi  quyét hodc  dé nghi co  quan ¢ tham
quvén hiy bé  két qua dang ky hé  tich, néu c¢6 co s¢ xdc dinh  ndi  dung cam  doan
khong dung sy that.

b) S6 lugng hd so: 01 bd

4.3. Poi twong thyc hién thi tuc hanh chinh: C4 nhan

4.4. Co quan giai quyét thii tuc hanh chinh: Uy ban nhan dan cép xa noi cu tri ctia nguoi nhan hodc ngudi duoc nhan 1a cha,
me, con.

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

4.6. Phi, 1¢ phi: 10.000 dong/truong hop.

Mién thu 1¢ phi ddi véi:

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

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

4.7. Tén miu don, mau to khai: To khai dang ky nhan cha, me, con (Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cta Bo
truong B Tu phap quy dinh chi tiét thi hanh mot s6 diéu ctia Luat Ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua
Chinh phti quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich).

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

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

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

- Trudng hop nam, nit chung séng véi nhau nhu vo chong, khong dang ky két hon, sinh con, nguoi con song cung v4i ngudi cha,
khi ngudi cha lam tha tuc nhin con ma khong lién hé dugce véi ngudi me thi khong can c¢6 v kién ctia nguoi me trong To khai dang ky
nhan cha, me, con.

4.9. Can ctt phap ly ciia thi tuc hanh chinh?:

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

- Diéu 7, 24, 25 Luat Ho tich nam 2014;

- Piéu 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

! Phan in nghiéng 13 ndi dung thay doi.


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

- Diéu 2, 3, 4, 14, 15, 16 Thong tu so 04/2020/TT-BTP ngay 28/5/2020 cua B truong Bo Tu phap quy dinh chi tiét thi hanh
mdt s diéu ctia Luat Ho tich va 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;

- Khoan 3; Biém 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 mirc thu, ché do thu, nop, quadn ly va sir dung Ié phi ho tich trén dia ban tinh Pong Thap.

4.10. Luu hd so (ISO):

Thanh phén hd so hru

B9 phan luu trir

Thoi gian luu

- Nhu muc 4.2;

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

- H6 so thdm dinh (néu c6)
- Vin ban trinh co quan cap trén (néu co)

Cong chire tu phap — ho tich
duoc giao xur ly ho6 so cua
UBND cap xa.

Céc biéu mau theo Khoan 1, Diéu 9, Thong tu s6 01/2018/TT-VPCP ngay 23
thang 11 nam 2018 cia B0 trudng, Chu nhiém Van phong Chinh phu quy dinh
chi tiét mot sé diéu va bién phép thi hanh Nghi dinh s 61/2018/ND-CP ngay
23 thang 4 ndm 2018 cta Chinh phu vé thyc hién co ché mét cira, mét cira lién
thdng trong giai quyét thi tuc hanh chinh.

BG phan tiép nhan va tra ket
qua cia UBND cap xa.

Tu 01 nam, sau do chuyén hd
so dén kho luu trir cua
UBND cap xa

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

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

Stra d6i Can ctr phap 1y ctia thu tuc hanh chinh vé phi, 1¢ 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 1y va stir dung 1€ phi ho tich trén dia ban tinh Dong Thap,

c6 hi¢u luc tir ngay 01/9/2021.




47

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

Ho, chir dém, t€n NGO YU CAU......ccoiiiiiiiiiiiici e

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

Pé nghi co’ quan cong nhan nguoi ¢é tén dwdi dy:

LA s cuia ngudi co tén dudi day:
5 (O T o301 R« 135 TR 1< LA PR

T61 cam doan viéc nhan...........cc.cccocevervcveiennne, noi trén la dang su that, tu nguyén, khong co tranh
chap va chiu trach nhiém trudc phéap luat vé cam doan ciia minh.

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

Y kién ciia nguoi hién dang 13 me hoiic cha®

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

O Ghird tén co quan ding ky nhan cha, me, con;

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

©) Ghi thong tin vé gidy to tiy than nhu: hd chiéu, chimg minh nhan dan hoic gidy to hop 18
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 hoic me nhan con chua thanh nién hodc nguoi da thanh nién
nhung mat nang lyc hanh vidan sy, ghiy kién ctia ngudi cha neu me 1a nguoi yéu cau, ¥ kién nguoi
me néu cha 1 ngudi yéu cau (trir truong hop ngudi d6 da chét, mat tich, mat nang luc hanh vi dan su
hodc han ché nang lyc hanh vi dan su).
© B¢ 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
Doc l1ap - Tu do - Hanh phuc

e

sé:»  /TLCMC L. ,ngay....thang ...nam ...

, TRICH LUC
PANG KY NHAN ...cccenvnninnrnnieernnieenenene®

NGUOI KY TRICH LUC
(Ky, ghi 16 ho, chit dém, tén, chirc vu, dong ddu)

@ 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 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

'N¢i dung ghi chu
(déng dau vao noi dung da ghi chi)

Cin cw ghi chu

Ho, chir dém, tén, chir ky
cia ngwoi thwc hién ghi cha
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5. Thit tuc Ping Ky khai sinh két hop nhén cha, me, con

5.1. Trinh tw, cach thire, thoi gian gidi quyét thi tuc hanh chinh

TT

Trinh ty thyc hién

Cach thirc thuce hién

Thoi gian giai
quyét

Buoc 1

Nop ho so thi tuc hanh
chinh:

Nop truc tiép qua BO phén tiép nhan va tra két qua cia UBND cap
Xa.

- 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
thua tuc hanh chinh

Cong chtrc tiép nhan ho so tai BO phén tiép nhan va tra két qua xem
xét, kiém tra tinh chinh xac, diy du ctia hd so; quét (scan) va luu trir
ho so dién tu, cap nhat vao co sé dir li€u cua phﬁn mém mét cira dién
tur cua Tinh.

a) Truong hop ho so chua diy du, chua chinh xac theo quy dinh,
cong chire tiép nhan hd so phai huéng dan ca nhan b 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 chdi nhan hd so, cong chire tiép nhan hd so phai
néu rd 1y do theo mau Phiéu tir chéi giai quyét hd so tha tuc hanh
chinh;

¢) Truong hop ho so day du, chinh xac theo quy dinh cong chuce t1ep
nhan ho so va 1ap 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 truc tiép
trong ngay lam viéc
(khong dé qua 04
gio lam viéc) hodc
chuyén vao dau gio
ngdy lam viéc tiép
theo ddi véi truong
hop tiép nhan sau
15 gio hang ngay.
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Bwoc 3

Giai quyét thi tuc hanh

Sau khi nhan hé so thi tuc hanh chinh tir Bo phan tiép nhan va tra
két qua cong chirc tu phép - ho tich xem xét, tham dinh ho so, trinh
phé duyét két qua giai quyét thu tuc hanh chinh:

03 ngay lam viéc
néu khéng c6 tranh
chép; thong tin khai
sinh day dua va phu

hop, 08 ngay lam

viéc néu can xac
minh, trong do:

chinh a) Néu théy viéc nhan cha, me, con la ding va khong co6 tranh chép; . .
thong tin khai sinh dy dd va phit hop thi: 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 lam viéc
+ Cong chikc tu phap - ho tich 01 ngay
+ Lanh dao Uy ban nhdn dan cdp xd 01 ngay
+ Van thu 0,5 ngay
b) Truong hop. can phai xac minh. 08 ngay, trong do:
1. Tiép nhan ho so (Bd phan TN&TKQ) 0,5 ngay
2. Giai quyét ho so, trong do: 7,5 ngay
+ Cong chirc tw phap - ho tich 06 ngay
+ Lanh dao Uy ban nhdn dan cdp xd 01 ngay
+ Van thu 0,5 ngay
Cong chuc 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 trudc qua tin nhan, thu dién ta, dién | - Sang: tr 07 gio
Tra két qua giai quyét thi | thoai hodc qua mang xa hoi dugce cap c6 tham quyén cho phép ddi | dén 11 gior 30 pht;
Buoérc 4 tuc hanh chinh v6i ho so giai quyet thu tuc hanh chinh trudce thoi han quy dinh. - Chiéu: tir 13 gio

- C4 nhan nhan két qua giai quyét thi tuc hanh chinh theo thoi gian,
dia diém ghi trén Gidy tiép nhan hd so va hen tra két qua (xuat trinh
gidy hen tra két qua). Cong chuec tra két qua klem tra phleu hen va
yéu cau ngudi dén nhan két qua ky nhan vao s va trao két qua.

30 dén 17 gio cua
cac ngay lam viéc.
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5.2. Thanh phén, s6 lwgng ho so

a) Thanh phan ho so

* Gidy to phai xuat trinh:

- Ho chiéu hodc chting minh nhan dan hodc thé cin cudc cong dan hodc cac gidy to khac c6 dan anh va thong tin c4 nhan do co

quan c6 tham quyén cp, con gia tri st dung dé chimg minh vé& nhan than ciia ngudi c6 yéu cau ding ky khai sinh, nhin cha, me, con;
- Giay to chtirng minh noi cu tri d€ xac dinh tham quyén dang ky khai sinh, nhan cha, me, con (trong giai doan chuyén ti€p).

* Gidy to phai nop:
- To khai dang ky khai sinh, To khai dang ky nhéan cha, me, con theo mau.

- Ban chinh Gidy ching sinh; trrong hop khong c6 Gidy chirng sinh thi ndp van ban ctia nguoi lam chirng xac nhan veé viée sinh;
ncu khong c6 nguoi lam ching thi phai c6 giay cam doan vé vi€c sinh;

- Chiing cr chimg minh quan h¢ cha, con hoac quan hé me, con gom:
+ Vién ban cua co quan y t€, co quan giam dinh hodc co quan khac c6 tham quyén xac nhan quan hé cha con, quan h¢ me con.

+ Truwong hop khong co van ban néu trén thi cac bén nhdn cha, me, con ldp van ban cam doan vé moi quan hé cha, me, con, co
it nhat hai nguwoi lam chung vé moi quan hé cha, me, con.

*Luuy:

- Béi voi glay to ndp, xuat trinh:

+ Truong hop nguoi yéu cau nop gidy to 1 ban sao dugc cap tir so gbc hoidc ban sao duoc ching thyc tur ban chinh thi nguoi tiép
nhan ho so khong duoc yéu cau xuat trinh ban chinh; néu ngudi yéu cau chi nop ban chup va xuat trinh ban chinh thi nguoi tiép nhan
ho so kiém tra, d6i chiéu ban chup vOi ban chinh va ky vao ban chup xac nhan vé viéc da d6i chiéu noi dung gidy to d6, khong duoc yéu
cau nguoi di dang ky nop ban sao gidy to do.

+ Dbi véi gidy to xudt 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 thdng tin dé luu trong hd so va tra lai cho ngudi xudt trinh, khéng dugc yéu cau ndp ban sao hodc ban chup gidy to
do.

+ Ngudi tiép nhan c6 trach nhiém tiép nhan dung, du 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 giéy to ma phap luat ho tich khong quy dinh phai ndp.
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- Truong hop cho phép nguoi yéu cau ding ky hé 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 ro cho nguoi ldp van ban cam doan vé trach nhiém, hé qua phap ly cua viéc cam doan khong dung sy
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 co co so xdc dinh noi  dung cam  doan
khong dung sy that.

b) S6 lugng hd so: 01 bd
5.3. Poi twong thuc hién thi tuc hanh chinh: C4 nhan

5.4. Co quan giai quyét thi tuc hanh chinh: Uy ban nhan dan cip x3 noi cu tra ctia ngudi cha hodc ngudi me thuc hién dang
ky khai sinh két hop nhan cha, me, con.

5.5. Két qua thuwe hién thii tuc hanh chinh: Gidy khai sinh, Trich luc dang ky nhan cha, me, con (ban chinh).

5.6. Phi, I¢ phi:

- Ping ky khai sinh khong diing han (qud han): 5.000 dong/truong hop.

- bang ky nhan cha, me, con: 10.000 dong/truong hop.

Mién thu 1é phi doi véi:

- Dang ky khai sinh dung han.

- Bang ky hé tich cho nguoi thuée gia dinh c¢é cong véi cach mang; nguoi thuée hé nghéo, nguwoi khuyét tat.

- Péng ky hé tich cho tré em, nguoi cao tudi, dong bao dan téc thiéu sé ¢ cdc xd cé diéu kién kinh té - xa héi ddc biét khé khan.

5.7. Tén miu don, miu to khai: T khai dang ky khai sinh; To khai dang ky nhan cha, me, con (Thong tu sé 04/2020/TT-BTP
ngay 28/5/2020 cua Bo truong BO Tu phap quy dinh cl}i ti:ét thi hanh mot s6 diéu cua Luat HO tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 ctia Chinh pht quy dinh chi tiét mot s6 di€u va bién phap thi hanh Luat Ho tich).

5.8. Yéu cau, diéu kién thyc hién thu tuc hanh chinh:
- Bén nhan va bén dugc nhan 1a cha, me, con déu con song;

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



55

- Truong hop nam, nir chung sdng voi nhau  nhu  vo chdng, khong dang  ky
két ~ hoén, sinh con, ngudi con song cung vOi  nguwoi  cha, khi nguoi cha lam  thu  tyuc
nhan con ma khong lién hé dugc véi ngudi me thi khong can co6 y kién ciia nguoi me trong To khai dang ky nhan cha, me, con.

5.9. Can cwr phap ly cua thu tuc hanh chinh:

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

- Diéu2,5,7,25 Luat Ho tich nim 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;

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

- Khodn 3; Diém a, b, ¢ Khoan 4 Piéu 1 Nghi quyét so 51/2021/NQ-HPND ngay 1 7/8/2021 cua Hoi dong nhdn dan Tinh ban
hanh quy dinh micc thu, che dé thu, nop, quan ly va sir dung 1é phi ho tich trén dia ban tinh Pong Thap.

5.10. Lwu ho so (ISO):

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

- Nhu muc 5.2;

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

- H6 so thdm dinh (néu c6)

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

Céac biéu mau theo Khoan 1, Diéu 9, Thong tu s 01/2018/TT-VPCP
ngay 23 thang 11 ndm 2018 ctuia BJ trudng, Cha nhiém Van phong Chinh
pht 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 cua Chinh phu vé thuc hién
co ché mdt cira, mot cira lién thong trong giai quyét thii tuc hanh chinh.

Cong chtre tu phap — ho
tich duoc giao xtr 1y ho so
Tir 01 ndm, sau d6 chuyén
hé so dén kho luu trix cta

UBND cép x4

Bo phan tiép nhan va tra két
qua cua UBND cap xa.



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 hoéa thu tuc hanh chinh thuoc pham vi quan 1y ctia B6 Tu phap.
Stra d6i Phi, 16 phi; Can ctr phap ly cua thu 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 do thu, ndp, quan 1y va st dung 1€ phi ho tich trén dia ban
tinh Dong Thap, c6 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 gl W ottt

Ho, chit dém, t8N NEWOT VAU CAU.....c..oeovieeieeeeeeee et
INOT CU T @) ottt sttt e st et e sttt e st e et e e ebesbesare s
GHAY tO 1Y thANT @) .ottt
Quan hé vo1 nguot dugce khai SINh: ....ooviiiiiiiiiece e
Pé nghi co quan ding Ky khai sinh cho nguoi dudéi day:

HO, Chit A€M, T8I, .....iiiiiiiiie it e bbb e e nbee e
Ngay, thang, ndm sinh: .........cccocoeeviiiiiienieeee, ghi bang Chill: .......oooveveeeeeeeeeeeenn.
Gioi tinh:......ooooeeeel Dan tdc:......coovvvvvivivennnnn. Quéc tICh: oo,
P ) 1 HER R
(@ 1= o[- T TSRS
Ho, chir dém, ten NGWoT ME: ..........oocviiiiiiiiie s
NAmM sinh: O DAN tOC: ... Qudc tich: .............
INOT CU T @) oottt bbbt ettt bbb ae s
Ho, chir dém, tén nguwdi cha: ...
Nam sinh: O DAN tOC:....cveeeenn... Qudc tich: ..............
D LC T 4 L

T(A)i cam doan ndi dung dé nghi dang ky khai sinh trén day 1a dung sy that, dugc sy thda thuan
nhat tri ciia cac bén lién quan theo quy dinh phép 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 ré ho, chir dém, tén)

Dg% nghi cip ban sao®: C6 D Khoéng []
S6 lugng:....... ban
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Chd thich:

) Ghi rd tén co quan ding ky khai sinh.

@ Ghi theo noi dang ky thuong tri; néu khong co noi ding ky thuong trd 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 tily than ctia nguoi di dang ky, ghi 18 s0, co quan cép, ngay
cap ho chiu, chimg minh nhan dén hogc giay to hop 1¢ thay thé (V7 du: Ching minh nhan
dan s0 001089123 do Cong an thanh pho Ha Noi cap ngay 20/10/2014).

*) Trudng hop sinh tai co s& y té thi ghi rd tén co sd y té va va dia chi tru s& co sd 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 Dinh Bang, huyén Tl Son, tinh Biac Ninh.

Truong hop sinh ra ngodi co s y té thi ghi dia danh cta 03 cdp hanh chinh (x4, 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 ddu X vao 6 néu co yéu ciu cap ban sao va ghi rd s6 luong..



A

A

59

dinh danh c4 nhan:...........
Ho, chir dém, tén ygli'(‘ﬁ me_: :

O N .Dﬁﬂ téc. ¥ NS c i = CRRTUR

=

Y GIAY KHAI SINH
dém, tén, chite ¢

X
A

W '

NSNS SIS S S NN
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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, chir dém, ten NEWOT YU CAUL ......cooiiiiiiiiiiii e

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

Dé nghi co’ quan cong nhan nguoi ¢é tén dwdi dy:

LA s cuia ngudi co tén dudi day:
5 (O T T o L0 R« 135 R < oSSR

To61 cam doan viéc nhan...........cc.coecvvveeevcinne, noi trén la dang su that, tu nguyén, khong co
tranh chap va chiu trach nhiém truéc phap luat vé cam doan ctia 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 15 tén co quan dang ky nhan cha, me, con;

@) Ghi theo noi ding ky thudng tri; néu khong c6 noi dang ky thuong tra thi ghi theo noi ding
ky tam tra; truong hop khdng c¢6 noi dang ky thuong tra va noi dang ky tam tra thi ghi theo noi dang
sinh sbng.

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

) Chi khai trong trudng 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 ngudi da thanh nién
nhung mat ning lyc hanh vi dan sy, ghiy kién cta ngudi cha neu me 1a nguoi yéu cau, y kién nguoi
me néu cha 1a nguoi yéu cau (trir truong hop ngudi d6 da chét, mat tich, mat ning luc hanh vi dan su
hodc han ché nang luc hanh vi dan sy).
©) P& nghi danh déu X vao 6 néu cé yéu ciu cip ban sao va ghi 13 sb luong.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc l1ap - Tu do - Hanh phic

M

sé:®  jTLCMC . ,ngay....thang ....nam ...

] , TRICH LUC
PANG KY NHAN ...ceeveninnninnenrceernenn®

HoO, Chlt €I, T8I COM: ..ottt e e e eeen,
Ngay, thang, ndm STNh: ... e
Giditinh:....oo Dan toc:......oo QUOBC HCR: e

Gidy khai sinh/Giay t thy thAN: ........ieen et

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

O Ghi tén co quan cépﬂ Trich luc (ghi du céc cip hanh chinh).
®) Ghi theo s6 trong S6 ding ky nhan cha, me, con.
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PHAN GHI CHU NHUNG THONG TIN THAY DOI SAU NAY

S6
TT

Ngay, thang, nam
ghi chu

'N¢i dung ghi chu
(déng dau vao noi dung da ghi chi)

Cin cw ghi chu

Ho, chir dém, tén, chir ky
cia ngwoi thwc hién ghi cha




6. Thu tuc Pang ky khai tir
6.1. Trinh tu, cach thirc, thoi gian giai quyét thi tuc hanh chinh
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TT

Trinh ty thuc hién

Cach thire thuc hién

Thoi gian giai
quyet

Buoc 1

Nop ho so thi tuc hanh
chinh:

1. Nop truc tiép qua BO phan tiép nhan va tra két qua cia UBND
cap xa.
2. Hodc thong qua dich vu buu chinh céng ich.

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

Buworc 2

Tiép nhin va chuyén hd so
thu tuc hanh chinh

Péi voi ho so duoc ndp truc tiép qua Bo phén tiép nhan va tra 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 xét, kiém tra
tinh chinh xé4c, day du cta ho so; quét (scan) va luu trir hd so dién
tir, cap nhat vao co so dit liéu ctia phan mém mot cira dién tir cta
Tinh.

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

b) Trudng hop tir chdi nhan hd 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 nhan truc tiép
trong ngay lam
viéc (khong dé qua
01 gio lam vigc)
hoic chuyén vao
dau gio ngay lam
viéc tiép theo dbi
vé6i truong hop tiép
nhan sau 15 gio
hang ngay.
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Sau khi nhan hé so thu tuc hanh chinh tir B phan tiép nhan va tra N A
% . A \ . NP , 2 . A 01 ngay lam viéc,
két qua cong chirc tu phap - ho tich xem xét, tham dinh ho so, .
. A N e o \ . trong do:
Giii ¢ thii tuc hanh trinh phé duyét két qua gidi quyét thu tuc hanh chinh:
Buée 3 1at quyct thu tyc hanh 7 “riés nhan hd so (Bo phan TN&TKQ) 01 gio
chinh Y LT ; -‘
2. Giai quyéet ho so, trong do: 07 gio
+ Cong chirc tw phap - ho tich 04 gio
+ Lanh dao Uy ban nhdn ddn cdp xa 02 gio
+ Van thu 01 gio
Cong chure tiép nhan va tra két qua nhap vao so theo doi ho so va
phan mém dién tir thyc hién nhu sau: ’
- Thong bao cho ca nhan biét tru’(')rc,qua tin phén, thu dién tr, dié’n
thoai hodc qua mang xa hoi dugc cap c6 tham quyen cho pheép doi s .
- Sang: tu 07 gio
—y 2 eas %o 1. | VOi hd so giai quyet thu tuc hanh chinh trude thoi han quy dinh. X ‘ .
Tra ket qua gidi quyét thu den 11 gio 30 phut;
. X . - C4 nhan nhan két qua giai quyet thu tuc hanh chinh theo thoi X e -\
Buoérc 4 tuc hanh chinh - Chieu: tu 13 gio
gian, dia d1em ghi trén Glay tiép nhan ho so va hen tra két qua ) sy
30 dén 17 gio cua
(xuat trinh gidy hen tra két qua). Cong chuc tra két qua klem tra | ~, TR
cac ngay lam viéc.
phiéu hen va yéu cau ngudi dén nhan két qua ky nhan vao s va
trao két qua. ,
- Truong hop nhan ket qua thong qua dich vy buu chinh cong ich.
(dang ky theo hudng dan ctia Buu dién) (n€u co)

6.2. Thanh phan, s6 lwong ho so

a) Thanh phan ho so

* Gidy to phai xuat trinh:

- Ho chiéu hogc chimg minh nhan dan hogc the can cudc cong dan hodc cac gidy to khac co dan anh va thong tin ca nhan do

co quan c6 thAm quyén cap, con gia tri sir dung dé ching minh vé nhan than cua nguoi c6 yéu cau dang ky khai tur;
- Gidy to chtng minh noi cu tra dé chirng minh thim quyén ding ky khai tir (trong giai doan chuyén tiép).
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- Trudng hop khong xac dinh dugc noi cu tra cudi ciing ctia ngudi chét thi xudt trinh gidy to chimg minh noi ngudi d6 chét
hodc noi phat hién thi thé ctia nguoichét.

- Trudng hop giri ho so qua hé thdng buu chinh thi phai giii 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;
’ - Gidy bao tr hodic gidy t& thay thé Gidy biao t¢ do co quan cb6 thdm quyén
cap.

- Gidy to, tai liéu, chiing cir do co quan, t6 chirc ¢é tham quyén cdp hodc xdc nhdn hop 1é chirng minh sw kién chét doi voi
truong hop dang ky khai tw cho nguoi chét da lau, khong co Gidy bdo twr hoac gidy to thay thé Gidy bdo tu.

- Van ban Gy quyén (dugc ching thuc) theo quy dinh cia phap ludt  trong
truong hop Uy quyén thuc hién viéc ding ky khai to.  Trwomg hop  nguoi 6 trdch
nhiém dang ky khai tir ity quyén cho nguoi khdc thwe hién viéc dang ky khai tir ma nguwoi dwoc 11y quyén la éng, ba, cha, me, con,
vo, chong, anh, chi, em rudt ciia ngudi ity quyén thi vin ban 1y quyén khéng phai chitng the.

*Luuy:

- Béi voi glay to ndp, xuat trinh:

+ Truong hop nguoi yéu cau nop glay to la ban sao dugc cAp tir sO goc hodc ban sao dugc chumng thyc tir ban chinh thi ngudi
tiép nhan ho so khong dugc yéu cau xuat trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuét trinh ban chinh thi ngudi
tiép nhan ho so kiém tra, d6i chiéu ban chup véi ban chinh va ky vao ban chyp xac nhan vé viéc da ddi chiéu noi dung gidy to do,
khong dugc yéu cau nguoi di dang ky nop ban sao gidy to do.

+ Pbi v6i gidy to xuat trinh khi dang ky ho tich, ngudi tiép nhan c6 trach nhiém kiém tra, ddi chleu v6i thong tin trong to
khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho nguoi xuét trinh, khong dugc yéu cau ndp ban sao hodc ban
chup gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan ding, du ho 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 t& ma phap luat ho tich khong quy dinh phai ndp.
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b) S6 luong hd so: 01 bd

6.3. P6i twong thue hién thi tuc hanh chinh: Trong thdi han 15 ngay ké tir ngay c¢6 ngudi chét thi vo, chong hodc con,
cha, me¢ hoac ngudi than thich khac ctia ngudi chét co trach nhiém di dang ky khai tir; trudng hop nguoi chét khong co6 nguoi than
thich thi dai dién cua co quan, t6 chtrc, cd nhan lién quan c¢o6 trach nhi¢ém di khai tir.

6.4. Co quan giai quyét thii tuc hanh chinh:
- Uy ban nhan dan cip x4 noi cu tra cudi cling cta ngudi chét thyc hién viée ding ky khai tu;

- Uy ban nhan dan céap x4 noi nguoi do chét hoic noi phat hién thi thé ngudi chét thyc hién viéc dang ky khai tir trong truong
hop khong xac dinh duoc noi cu trli cudi cling clia ngudi chét.

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

6.6. Phi, 1¢ phi®:

- Pang ky khai tiv khong diing han (qud han): 5.000 dong/trircong hop.

Mién thu 1¢ phi doi véi:

- Dang ky khai tir dung han.

- Bang ky hé tich cho nguoi thuée gia dinh c¢é cong véi cach mang; nguoi thuée hé nghéo, nguwoi khuyét tat.

- Pang ky ho tich cho tré em, nguoi cao tuoi, dong bao dan toc thiéu so o cdc xa co diéu kién kinh té - xa hoi dac biét kho
khan.

6.7. Tén miu domn, mau to khai: To khai dang ky khai tr (Thong tu sO 04/2020/TT-BTP ngay 28/5/2020 cua B trudng Bo
Tu phap quy dinh ch1 tiét th1 hanh mét sd diéu cua Luat Ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh
phu quy dinh chi tiét mot sb diéu va bién phép thi hanh Luat Ho tich).

6.8. Yéu cau, diéu kién thwe hién thi tuc hanh chinh: Khong
6.9. Can cwr phap ly cua tha tuc hanh chinh:

9 Phén in nghiéng 14 ndi dung thay di.
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- Piéu 7,9, 32, 33, 34 Luat Ho tich nam 2014;

- Piéu 2, 3 Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cta Chinh pha quy dinh chi tiét mot sé diéu va bién phap thi

hanh Luat Ho tich;

- bitu2,3,4, 13 Thong tw s6 04/2020/TT-BTP ngay 28/5/2020 ctia B truéng Bo Tu phép quy dinh chi tiét thi hanh mot
s0 diéu cua Luat Ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cta Chinh phu quy dinh chi tiét mot s6 diéu va bién

phap thi hanh Luat Ho tich;

- Khodn 3; Diém a, b, ¢ Khoan 4 Diéu 1 Nghj quyét s6 51/2021/NQ-HPND ngay 17/8/2021 ciia Hpi dong nhén dan Tinh
ban hanh quy dinh mirc thu, che do thu, ndp, quan Iy va sir dung 1é phi hé tich trén dia ban tinh Pong Thap.

6.10. Luu ho so (ISO):

Thanh phin hé so luu

B¢ phan luu trir

Thaoi gian luu

- Nhu muc 6.2;

- Két qua giai quyét TTHC hodc Vin ban tra 101 ciia don vi ddi voi ho
so khong dap tmg yéu cau, diéu kién.

- Ho so tham dinh (néu c0)

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

Cong chirc tu phap — ho
tich duogc giao xtr 1y ho so

Céc biéu mau theo Khoan 1, Piéu 9, Thong tu s6 01/2018/TT-VPCP
ngay 23 thang 11 ndm 2018 cua Bo trudng, Chu nhi€ém Van phong
Chinh phii quy dinh chi tiét mot sé diéu va bién phap thi hanh Nghi
dinh s 61/2018/NB-CP ngay 23 thang 4 nim 2018 cta Chinh phu vé
thue hién co ché mot cira, mot cira lién thong trong giai quyét thu tuc
hanh chinh.

Bo phan tiép nhan va tra
két qua cua UBND cap xa.

Tt 01 ndm, sau do chuyén
ho so dén kho luu trir cua
UBND cap xa

Ghi chd: Tén thu tyc hanh chinh chuan héa theo Quyét dinh s6 2394/QD-BTP ngay 03 thang 12 nam 2020 ban hanh Danh
muc chuan hoéa thu tuc hanh chinh thu¢c pham vi quan 1y cia B§ Tu phap.



http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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Stra d6i Phi, 1¢ phi; Can cu phap ly cua thu tuc hanh chinh vé phi, 1é phi theo quy dinh tai Nghi quyét s6 51/2021/NQ-HDND
ngay 17/ 8/202‘1 cua HO1 dong nhan dan Tinh ban hanh quy dinh mtc thu, ché dd thu, ndp, quan 1y va str dung I¢ phi ho tich trén
dia ban tinh Bong Thap, ¢6 hiéu luc tir ngay 01/9/2021.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

TO KHAI PANG KY KHAI TU

KANR @U@

Ho, chit dém, t€n NEWOT YEU CAU: ......oovviiviiiiiiiii ittt

N OL CU I B oot e e e e e e e e e e e et e et e et e e et e eeeeeeeeeeeeaeeseeseeaeeaeeeeeeeeans

Quan hé VOT NEUOT A CREE: ...,
Pé nghi co quan diing ky khai tir cho ngudi ¢é tén dwéi day:

HoQ, chil d@m, tRI: ..o
Ngay, thang, NAM STNN: ....c.oooeiiiieiiee e e
Gioitinh: ... Dan tOC:.....ovvveeeieieiieieeiiiiiiiiiens Quéc tich: .....coovviiinn.

Da chét vao 10 o s o A phut, ngay .............. thang ........... nam .......
DN 11T OO RTRT

NGUYEN NNAN CREE: ..ot
S6 Gidy bao t/ Gidy to thay thé Gidy bao to:™®. ..o 3 [
......................................................................................................... cip ngay ... thang ... nam ........
Toi cam do‘an nhting ndi dung khai trén day la dung su that va chiu trach nhi¢m trudc
phap luat vé cam doan ctia minh.

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

Ngudi yéu cau
(Ky, ghi 16 ho, chitr dém, tén)
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Chd thich:

(D Ghi 15 tén co quan ding ky khai tir.

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

) Ghi théng tin vé& gidy to tiy than nhu: ho chiéu, chirng minh nhan dan hoic
gidy tor hop 18 thay thé (vi du: Chimg minh nhn 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 t& thay thé Gidy bao tir”; néu
ghi theo s6 Gidy to thay thé Gidy béo tir thi ghi rd tén, sé gidy to va gach cum tir “Gidy
béo tt”; trudng hop khong c6 thi myc nay dé tréng

®) Pé& nghi danh ddu X vao 6 néu c6 yéu cau cap ban sao va ghi rd s6 lugng.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

..-.--.-(10)

g4 (11 ITLKT ,ngay....thang .. .nam ........

TRICH LUC KHAI TU

Ho, chir dém, tén:

Gioitinh: ............oDantdc: ... Quéc tich:

S6 dinh danh ca
nhan:®

Gidy to tuy than:

Da chét vao UG, IO PhUL, NQAY ... ghi
bang chir:

(10 Ghi tén co quan cip Trich luc khai tir (ghi du cac cap hanh chinh).
() Ghi theo So trong So6 dang ky khai tur.
©) Chi ghi trong truong hop da dugce cap SO dinh danh c4 nhan.



NGUOI KY TRiCH LUC
(Ky, ghi 16 ho, chit dém, tén, chirc vu, dong ddu)
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PHAN GHI CHU NHUNG THONG TIN THAY DOI SAU NAY

S6
TT

Ngay, thang, nam
ghi cha

‘Noi dung ghi chu
(dong dau vao ndi 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. Thu tuc Ding ky khai sinh luvu djng
7.1. Trinh tu, 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 thi tuc hanh
chinh:

Nop truc tiép cho cong chic tu phap - ho tich cap xa duogc giao
nhiém vu dang ky khai sinh luu dong tai nhariéng hoac tai dia
diém t6 chtrc dang ky luu dong.

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

Bworc 2

Tiép nhéan va chuyén hd so
thu tuc hanh chinh

Cong chirc tu phap - ho tich cap xa duoc giao nhiém vu dang ky
khai sinh luu dong c6 trach nhiém chuan bi déy dt mau To khai
dang ky khai sinh, gidy to ho tich va diéu kién can thiét dé thuc
hién dang ky luu dong tai nhariéng hoic tai dia diém t6 chirc ding
Ky luu dong, bao dam thuan lgi cho nguoi dan.

a) Truong hop hd so chua day du, chua chinh xac theo quy dinh,
cong chirc tu phap - ho tich tiép nhan hd so phai huéng din ca
nhan bd sung, hoan thién hé so theo quy dinh va néu rd 1y do theo
mau Phiéu yéu cau bo sung, hoan thién hd so;

b) Trudng hop tir chdi nhan hd so, cong chure tu phap - ho tich
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 nhan truc tiép
trong ngay lam
viéc hoac chuyén
vao dau gio ngiy
lam viéc tiép theo
dbi voi truong hop
tiép nhan sau 15
gio hang ngay.
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Sau khi tiép nhan ho so theo quy dinh, céng chtic tu phap - ho tich T
e LA s A ; A Y Z, - . | 05ngay lam viéc,
xem x¢ét, tham dinh ho so, trinh phé duyét két qua giai quyét thu .
\ o trong do:
tuc hanh chinh:
Buée 3 Giai quyet t,hu tuc hanh | 1. Tlep nhén ho so (tai nhariéng hodc tai dia diém t6 chure dang ky 1 ngay
chinh luvudong)
2. Giai quyét ho so, trong do: 04 ngay
+ Cong chirc tu phap - ho tich 2,5 ngay
+ Lanh dao Uy ban nhan ddn cap xa 01 ngay
+ Van thu 0,5 ngay
2 3 A 2 ez %, .. | Cong chirc tu phap - ho tich cap xa duoc giao nhiém vu ding ky
Burde 4 Tra kf;gzzngﬁac‘h‘i,‘;{let 1 \hai sinh lru dong dem theo Gidy khai sinh va So dang ky kha 0.5 mote [ vice
: sinh tra k&t qua tai nhariéng hoac tai dia diém to chirc dang ky luvu | gay ‘
dong.

7.2. Thanh phan, s6 lwong ho so

a) Thanh phan ho so

* Gidy tO phai xuét trinh:

- Ho chiéu hodc chimg minh nhan dan hodc thé can cudc cong dan hodc cac gidy to khac co dan anh va thong tin ca nhan do
co quan c6 tham quyén cdp, con gid tri st dung dé chtirmg minh v€ nhan than cua nguoi c6 yéu cau dang ky khai sinh;

- Gidy to chimg minh noi cu tra dé chimg minh tham quyén dang ky khai sinh; truong hop cha, me cua tré da dang ky két
hén thi phai xuat trinh Gidy ching nhan két hon (trong giai doan chuyén tiép).

* Gidy to phai nop:

- To khai dang ky khai sinh theo mAu.

- Ban chinh Gidy chimng sinh; truong hop khong c6 Gidy chu’ng sinh thi ndp van ban clia nguoi 1am chimg xac nhan vé viéc
sinh; néu khong c6 nguoi lam ching thi phai c6 gidy cam doan vé viéc sinh;

- Truong hop khai sinh cho tré em sinh ra do mang thai hd phai c6 van ban xdc nhan cua co sé y té da thuc hién ky thuat hd
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trg sinh san cho viéc mang thai ho.
* Luuy:
- Poi vai viéc xac dinh ho, dan toc, dat tén cho tré:

+ Vigc x4c dinh  ho, dan toc, dit tén cho tré em phai phu hop v6é1i phip luat
va yéu cau gilr gin ban sac dan toc, tap quan, truyén thong van hoa tét dep cua Viét Nam; khong dat tén qua dai, kho sir dung.

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

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

 Co quan dang ky ho tich tu chéi giai quyét hoic d& nghi co quan co6 thim
quyén huy bo két qua dang ky hd tich, néu c¢c6 co s&6 xac dinh nd1 dung cam doan
khong dling sy that.

b) S6 lwong ho so: 01 bd

7.3. P6i twong thuwe hién thi tuc hanh chinh: Trong thoi han 60 ngay ké tir ngay sinh con, cha hodc me c6 trach nhiém
dang ky khai sinh cho con; truong hop cha, me khong thé dang ky khai sinh cho con thi 6ng hoac ba hodc nguoi than thich khac
hodc cé& nhan, t6 chirc dang nudi dudng tré em c6 trach nhiém dang ky khai sinh cho tré em.

7.4. Co quan giai quyét thii tuc hanh chinh: Uy ban nhan dan cdp x4 noi cu tri ctia ngudi cha hodc nguoi me.
7.5. Két qua thwe hién thii tuc hanh chinh: Giy khai sinh (ban chinh)

7.6. Phi, 1€ phi:

- Ping ky khai sinh khong diing han (qud han): 5.000 dong/truong hop.

Mién thu 1¢ phi doi véi:
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- Dang ky khai sinh dung han.

- Bang ky hé tich cho nguoi thude gia dinh cé cong véi cach mang; ngueoi thude hg nghéo, nguoi khuyét tat.

- Dang ky ho tich cho nguoi cao tuéi, do”‘ng bao dan téc thiéu sé & cdc xa cé diéu kién kinh té - xa hoi dic biét khé khan.
7.7. Tén miu don, miu to khai: Td khai dang ky khai sinh (Théng tu s6 04/2020/TT-BTP ngay 28/5/2020 cta B trudng

B) Tu phap quy dinh chi tiét thi hanh mot s6 dicu cia Ludt Ho tich va Nghj dinh s 123/2015/ND-CP ngay 15/11/2015 cua Chinh
phu quy dinh chi tiét mot s6 di€u va bién phap thi hanh Luat HO tich).

7.8. Yéu cau, diéu kién thyc hién thii tuc hanh chinh: Tré em sinh ra ma cha me bi khuyét tat, om bénh khong thé di dang
ky khai sinh cho con; cha me bi bat, tam giam hodc dang thi hanh &n phat ti ma khong con dng ba ndi, ngoai va ngudi than thich
khac hodc nhitng nguoi nay khong thé di dang ky khai sinh cho tré .

7.9. Can cwr phap ly cua thu tuc hanh chinh:

- Diéu 7,9, 13, 14, 15 Luat Ho tich nim 2014;

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

- Ditu2,3,24,25 Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ctia B truong BO Tu phap quy dinh chi tiét thi hanh mot
sO dic€u cua Luat HG tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cta Chinh phu quy dinh chi tiét mdt s6 diéu va bién
phap thi hanh Luat Ho tich;

- Khodn 3; Piém a, b, ¢ Khodan 4 Diéu | Nghi quyét so 51/2021/NQ-HPND ngay 17/8/2021 ciia Hpi dong nhdn dan Tinh
ban hanh quy dinh mirc thu, ché do thu, nop, quan ly va sur dung Ié phi hé tich trén dia ban tinh Dong Thap.

7.10. Luu ho so (ISO):

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

Tt 01 ndm, sau d6 chuyén
ho so dén kho lu’u trir cua
UBND cap xa

- Nhu muc 7.2;
- Két qua giai quyét TTHC hoac Van ban tra 161 cua don vi doi véi ho
so khong dap ung yéu cau, di€u kién.

Cong chirc tu phap — ho
tich dugc giao xur ly ho so



http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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- Ho so tham dinh (néu co)

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

Céc biéu mau theo Khoan 1, Piéu 9, Thong tu s6 01/2018/TT-VPCP
ngay 23 thang 11 nam 2018 cua B9 trudng, Chu nhiém Van phong
Chinh phii quy dinh chi tiét mot s6 diéu va bién phéap thi hanh Nghi | B6 phan tiép nhan va tra
dinh s6 61/2018/ND-CP ngay 23 thang 4 nim 2018 cua Chinh pha vé | két qua cia UBND cép Xa.
thuc hién co ché mot cira, mot cira lién thong trong giai quyét thu tuc
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 héa thu tuc hanh chinh thudc pham vi quan 1y ciia B6 Tu phép.

Stra doi Phi, 1¢ phi; Can cir phép 1y ctia thii tuc hanh chinh vé phi, 1¢ phi theo quy dinh tai Nghi quyét s0 51/2021/NQ-HDND
ngay 17/8/202} cua Ho1 dong nhan dan Tinh ban hanh quy dinh muc thu, ché dd thu, ndp, quan Iy va str dung 1€ phi ho tich trén
dia ban tinh Bong Thap, ¢o6 hiéu luc tir ngay 01/9/2021.



80

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

TO KHAI PANG KY KHAI SINH

KInh @l W o

Ho, chit dém, t8N NEWOT VAU CAU........oeovieeeeeeeeeee et
INOT CU T @) ottt b e sttt e sttt et e st e se st e e ebesbesere s
GIAY 1O Y thAN: @) ..ot
Quan hé vo1 nguot dugce khai SInh: ....ooviiiiiiiiee e
Pé nghi co quan ding Ky khai sinh cho nguoi dudéi day:

HOQ, Chit A€M, T8I, .....iiiiiiii it e e e e e arre e
Ngay, thang, ndm sinh: .........cccocoveviiiiiiinieeen, ghi bang chill: .......ocoveveeeeeeeeeeeen,
Gi6i tinh:.eeeeeeeeeeeeeen. DAN tOC: e, QUOAC HHCR: v,
INOT SIR: ™) oottt ettt e ettt e ettt e b e e e et sttt s e e e
(@ = o[- T TS
Ho, chir dém, ten NGWoT ME: ..........coooiiiiiiiii s
NAmM sinh: O DAN tOC: ... Qudc tich: .............
INOT CU T @) ottt ettt sttt e st e et e st e e et et ebesteeate s
Ho, chir dém, tén nguwdi cha: ...
Nam sinh: O DAN tOC:....cveeenn..... Qudc tich: ..............
INOT CU T @) ottt bbbt ettt et ettt ettt n st

To61 cam gioan ndi dung dé nghi dang ky khai sinh trén day 1a dung sy that, duoc su thoa
thudn nhat tri cia cac bén li€n quan theo quy dinh phép luat.
T61 chiu hoan toan trach nhi¢m trudce phap luat vé nodi dung cam doan cua minh.
Lamtqi: ........................ , NQAY ........... thang ......... nam ...
Nguoi yéu ciu
(Ky, ghi ro ho, chit dém, tén)

P& nghi cAp ban sa0®: C6 L1, Khong L]
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Chu thich:

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

@ Ghi theo noi diang ky thuong tri; néu khong c6 noi ding ky thudng tra thi ghi
theo noi déng ky tam tra; truong hgp khong ¢6 noi dang ky thuong tra va noi dang ky
tam tra thi ghi theo no1 dang sinh sOng.

) Ghi thong tin vé gidy to tuy than cia nguoi di dang ky, ghi 13 s0, co quan cap,

ngay cap ho ch1eu ching minh nhan dan hoac gidy to hop I¢ thay thé (Vi du: Chimg
minh nhan dan sb 001089123 do Céng an thanh phd Ha Noi cap ngay 20/10/2014).

*) Truong hop sinh tai co s y té thi ghi 13 tén co s y té va va dia chi tru so co sd y té
do.

Vi du: - Bénh vién Phu san Ha N6i, duong La Thanh, phuong Ngoc Khanh, quan
Ba Binh, Ha Noi

- Tram y té x3 Dinh Bang, huyén Tl 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 du: xa Binh Bang, huyén Tur Son, tinh Bic Ninh.

() Ghi ddy du ngay, thang sinh cta cha, me (néu c6).
©) P& nghi danh ddu X vao 6 néu cé yéu ciu cap ban sao va ghi rd s6 luong.
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S¢ dinh danh cd nhan:.

hit dém, tén ygu’?ﬁme

Y KHAISINH
én, chite vu va do

T S
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8. Thi tuc Ping Ky két hon lwu dong )
8.1. 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

Bwoc 1

Nop hd so thi tuc hanh
chinh:

Nop truc tiép cho cong chire tu phap - ho tich cap xa dugc giao
nhiém vu dang ky két hon luu dong tai nhariéng hoac tai dia di€ém
t0 chirc dang ky luu dong.

- Sang: tu 07 gio
dén 11 gio 30 phat;
- Chieu: tir 13 gio
30 den 17 gio cua
cac ngay lam viéc.

Buworce 2

Tiép nhin va chuyén hd so
thu tuc hanh chinh

Cong chirc tu phap - ho tich cap xa duoc giao nhiém vu dang ky
két hon luu dong co trach nhiém chuan bi day du mau To khai
dang ky két hon, gidy to ho tich va diéu kién can thiét dé thuc hién
dang ky luu dong tai nhariéng hoic tai dia diém to chuc diang ky
luu dong, bao dam thuan lgi cho ngudi dan.

a) Truong hop ho so chua day du, chua chinh xac theo quy dinh,
cong chirc tu phap - ho tich tiép nhan hd so phai huéng din ca
nhan bd sung, hoan thién hé so theo quy dinh va néu rd 1y do theo
mau Phiéu yéu cau bd sung, hoan thién hd so;

b) Trudng hop tir chdi nhén hd so, cong chure tu phap - ho tich

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 nhan truc tiép
trong ngay lam
viéc hoac chuyén
vao dau gio ngly
lam viéc tiép theo
dbi v6i truong hop
tiép nhan sau 15
gio hang ngay.
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Sau khi tiép nhén hd so, cong chuc tu phép - ho tich xem xét, tham | 05 ngay lam viéc,
dinh ho so, trinh phé duyét két qua giai quyét thu tuc hanh chinh: trong do:
1. Tiép nhan ho so (tai nhariéng hoic tai dia diém t6 chirc dang ky s
£, v \ o 01 ngay
Buée 3 Gidi quyét t,hu tuc hanh | luu (?(_).ng) . \
chinh 2. Giai quyét ho so, trong do: 04 ngay
+ Cong chirc tu phap - ho tich 2,5 ngay
+ Lanh dao Uy ban nhdn dén cdp xa 01 ngay
+ Van thu 0,5 ngay
Tra két qua giai quy€t thu | Cong chuc tu phép - ho tich cip x3 dugc giao nhiém vu diang ky
Budrc 4 tuc hanh chinh két hon luu dong tra két qua tai nhariéng hodc tai dia diém to chirc 0,5 ngay
dang ky Iuu dong.

8.2. Thanh phan, s6 lwong ho so

a) Thanh phan ho so

* Gidy tO phai xuét trinh:
- Ho chiéu hodc ching minh nhan dan hodc thé cin cudc 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 st dung dé chimg minh vé nhan than cta nguoi co yéu cau dang ky két hon;

- Gidy to chimg minh noi cu trii @& chtirng minh tham quyén ding ky két hon (trong giai doan chuyén tiép).

* Gidy to phai nop:
- To khai dang ky két hon theo mau. Hai bén nam, nit c6 thé khai chung vao mét To khai dang Ky két hon.
b) S6 lwong ho so: 01 bd
8.3. Poi twong thuc hién thii tuc hanh chinh: C4 nhan

8.4. Co quan giai quyét thi tuc hanh chinh: Uy ban nhan dan cip x4 noi cu tra ctia hai bén nam, nit.

8.5. Két qua thyc hién thi tuc hanh chinh: Gidy ching nhan két hon (ban chinh)
8.6. Phi, 1€ phi'?: Mien thu Ié phi két hon cia cong dan Viét Nam cu trii ¢ trong nuede va dang ky ket hon giita cong dan Viét
Nam voi cong dan Campuchia thuong tru thuoc khu vuee bién gioi Viet Nam — Campuchia.

12 Phan in nghiéng 12 ndi dung thay doi.
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8.7. Tén miu don, miu to khai: T khai dang ky két hon (Thong tu sb 04/2020/TT-BTP ngay 28/5/2020 ctua Bo trudng Bo
Tu phap quy dinh chi tiét thi hanh mot sé diéu ciia Luat Ho tich va Nghi dinh s6 123/2015/NB-CP ngay 15/11/2015 ctia Chinh
phu quy dinh chi tiét mot sb diéu va bién phép thi hanh Luat Ho tich).

8.8. Yéu cu, diéu kién thwe hién thi tuc hanh chinh:

- Hai bén nam, nit ciing thuong tra trén dia ban cip x4 ma mot hodc cahai bén nam, nir 12 nguoi khuyét tat, 5m bénh khong
thé di dang ky két hon duoc.

- Nam tir di 20 tudi tré 1én, nit tr di 18 tudi tro 1én;

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

- Khong bi mét nang luc hanh vi dan sy;

- Viéc két hdn khong thudc mot trong céc truong hop cam két hon, gdm:

+ Két hon gia tao;

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

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

+ Két hon giita nhitng nguoi cuing dong mau vé truc hé; gitra nhimg nguoi c6 ho trong pham vi ba do; gitra cha, me nudi voi
con nudi; gitta ngudi di ting 13 cha, me nudi véi con nudi, cha chong véi con dau, me vo voi con ré, cha dugng vai con riéng cia
v, me ké voi con riéng cua chong;

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

8.9. Can cwr phap ly cua thu tuc hanh chinh

- Diéu 7,9, 17, 18 Luat Ho tich nim 2014;

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

- Diéu 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 thi
hanh Luat Ho tich;

- Diéu 2, 3, 24, 26 Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ctia Bo trudng Bo Tu phap quy dinh chi tiét thi hanh mot
sO diéu cua Luat Ho tich va Nghi dinh sé 123/2015/ND-CP ngay 15/11/2015 caa Chinh phi quy dinh chi tiét mot sé diéu va bién
phap thi hanh Luat Ho tich;

- Khodn 3; Diém a, b, ¢ Khodn 4 Diéu 1 Nghi quyét s6 51/2021/NQ-HPND ngay 17/8/2021 ciia Hoi dong nhan dan Tinh
ban hanh quy dinh mirc thu, ché dé thu, nop, quan ly va sw dung lé phi ho tich trén dia ban tinh Béng Thép.


http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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8.10. Luu ho so (ISO):

Thanh phin hd so lru

B¢ phan luu triv

Thoi gian luu

- Nhu muc 8.2;

- Két qua giai quyét TTHC hodc Van ban tra 161 cua don vi d6i v6i hod
SO khong dap tmg yéu cau, diéu kién.

- Ho so tham dinh (néu c6)
- Vin ban trinh co quan cap trén (néu co)

Cong chirc tu phap — ho
tich duoc giao xtr Iy ho so

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

Bo phan tiép nhan va tra
két qua cua UBND cap xa.

Tt 01 ndm, sau d6 chuyén
ho so dén kho lu'u trir cla
UBND cap xa

Ghi ch(: Tén thu tuc hanh chinh chun hoa theo Quyét dinh s6 2394/QD-BTP ngay 03 thang 12 ndm 2020 ban hanh Danh
muc chuan héa thu tuc hanh chinh thu¢c pham vi quan 1y caa B§ Tu phap.
Stra doi Phi, 1¢ phi; Can cir phép 1y ctia thii tuc hanh chinh vé phi, 1¢ phi theo quy dinh tai Nghi quyét s0 51/2021/NQ-HDND
ngay 17/8/2021 cua Ho1 dong nhan dan Tinh ban hanh quy dinh mtc thu, ché dd thu, ndp, quan Iy va stir dung 1¢ phi ho tich trén

dia ban tinh Pong Thap, c6 hiéu luc tir ngay 01/9/2021.
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CONG HOA XA HOQI CHU NGHIA VIET NAM

Doc 1ap — Tu do — Hanh phic

1) TO KHAI PANG KY KET HON )

Thoéng tin Bén nir B&n nam

Ho, chir dém, tén

Ngay, thang, nam sinh

Dan toc

Quéc tich

Noi cu tra @

Gidy to tiry than ©

Két hon lan thir may

Chung t6i cam doan nhiig 10i khai trén day 1a ding su that, viéc két hon cta ching toi 13 ty nguyén,
khong vi pham quy dinh ctia Luat hon nhan 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.

ey NOAY thang ............ nam...............
Bén nir Bén nam
(Ky, ghi r6 ho, chit dém, tén) (Ky, ghi r6 ho, chir dém, tén)

Chu thich:
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M @ Trueong hop lam thu tyc dang ky két hon co yéu td nudc ngoai, thi phai dan
anh cua hai bén nam, ntr.

) Ghi 16 tén co quan ding ky két hon.

) Ghi theo noi dang ky thudng trt, néu khong c6 noi diang ky thuong tra thi ghi
theo no1 dang ky tam tra; truong hop khong c6 noi dang ky thuong tri va noi dang ky
tam tr(i thi ghi theo noi dang sinh séng.

) Ghi théng tin vé gidy to tuy than nhu: ho chiéu, chimg minh nhan dan hoic
gidy t& hop 16 thay thé (vi du: Chimg minh nhan dan s6 001089123 do Céng an thanh
phé Ha Noi cip ngay 20/10/1982).

©) P& nghi danh ddu X vao 6 néu cé yéu ciu cap ban sao va ghi rd s6 luong.
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9. Thu tuc Piang ky khai tir lvu dong
9.1. Trinh tu, cach thirc, thoi gian giai quyét thii tuc hanh chinh

TT Trinh tw Cach thirc thuce hién Thoi gian gidi quyét
thuc hién
Buge | NOPhOso | Ngp tryuc tiép cho cong chire tw phap - ho tich cap xa dugc giao nhiém | - Sang: tr 07 giv dén 11 gio 30
1 | thu tkl].{c :]lanh vu dang ky khai tir luu dong tai nhariéng hoic tai dia diém t6 chirc dang | pht;
chinh: ¢ A 3 : . .
Ky luu dong; , q - Chiéu: tr 13 gio 30 dén 17 gio
Hoac qua Cong dich vu cong Quoc gia (dichvucong.gov.vn), Cong dich | ciia cac ngay lam viéc.
vu cong Tinh (dichvucong.dongthap.gov.vn).
Budc | Tiép nhan va | Cong chirc tw phép - ho tich dugc giao nhiém vu déng ky khai tir luu Chuyén ngay ho so tiép nhan
2 chuyén ho so dong c6 trach nhiém chuan bi day du mau To¢ khai dang ky khai tr, truc tlép trong ngay lam viéc

thu tuc hanh
chinh

gidy to ho tich va diéu kién can thiét dé thuc hién dang ky luu dong
tai nha riéng hoac tai dia diém td chuc dang ky luu dong, bao dam
thuén lgi cho nguoi dan.

Tai dia diém dang ky khai tr luu dong, cong chirc tu phap - ho tich
huéng dan ngudi yéu cau dién dy di thong tin trong To khai dang ky
khai tir, kiém tra cac gidy to 1am co sé cho viéc dang ky khai tir.

a) Truong hop ho so chua day du, chua chinh xac theo quy dinh, cong
chtrc tiép nhan hd so phai huéng dan ca nhan bd sung, hoan thién hd
so theo quy dinh va néu rd Iy do theo mau Phiéu yéu cau bd sung, hoan
thién hd so;

b) Trudng hop tir chdi nhan hd so, cong chire tiép nhan hd so phai néu
15 1y do theo mau Phiéu tir chéi giai quyét hd so thi tuc hanh chinh;

¢) Trudng hop ho so day di, chinh xac theo quy dinh cong chirc tiép

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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nhan ho so va 1ap Gidy tiép nhan ho so va hen ngay tra két qua; dong
thoi, chuyén cho co quan c6 thdm quyén dé giai quyét theo quy trinh.
Buédc | Giai quyét Sau kh} nhén hd S0 thu tuc hanh chinh cqng chure tu phap - ho tich xem | 05 ngay lam viéc, trong do:
3 thi tuc hanh | xét, tham dinh ho so, trinh phé duyét két qua giai quyét thu tuc hanh
chinh chinh:
1. Tiép nhan ho so (tai nhariéng hodc tai dia diém t6 chirc dang ky luu 01 ngay
dong)
2. Giai quyet ho so, trong do: 04 ngay
+ Cong chikc tu phap - ho tich 2,5 ngay
+ Lanh dao Uy ban nhan ddan cap xa 01 ngay
+ Van thu 0,5 ngay
Bwéc | Tra két qua | Cong chuc tu phap - ho tich cap xa duoc giao nhiém vu dang ky két 0,5 ngay
4 gidi quyét | hon luu dong tra ket qua tai nhariéng hodac tai dia diém t6 churc dang ky
thi tuc hanh | luu dong.
chinh
9.2. Thanh phan, s6 lwgng ho so
a) Thanh phan ho so

* Gidy tO phai xuat trinh:
- Ho chiéu hodc ching minh nhan dan hoic thé cin cudc cong dan hodc cac gidy to khac c6 dan anh va thong tin ca nhan do
co quan c6 tham quyeén cap, con gia tri st dung dé chimg minh v€ nhén than cua nguoi cd yéu cau dang ky khai tu;
- Giay to chirng minh noi cu tri dé chirng minh tham quyén dang ky khai tir (trong giai doan chuyén tiép).
- Trudng hop khong xac dinh dugc noi cu tri cudi ciing cta ngudi chét thi xuét trinh gidy to chimg minh noi ngudi d6
chét hoac noi phat hién thi thé ctia nguoichét.

* Gidy to phai nop:
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- To khai dang ky khai tir theo mﬁy; , q o
- Gidy bdo tir hoac giay to thay thé Gidy bao tir do co quan c¢6 thdm quyén cap.

b) S6 luong hd so: 01 bd

9.3. P6i twong thue hién thi tuc hanh chinh: Trong thdi han 15 ngay ké tir ngay c6 ngudi chét thi vo, chong hodc con,
cha, me¢ hoac ngudi than thich khac ctia nguoi chét co trach nhiém di dang ky khai tir; trudng hop nguoi chét khong cd ngudi than
thich thi dai dién cua co quan, t6 chtrc, ca nhan lién quan c¢6 trach nhi¢ém di khai tir.

9.4. Co quan giai quyét thi tuc hanh chinh:
- Uy ban nhan dan cip x4 noi cu tra cudi cling cta ngudi chét thyc hién viée ding ky khai tu;

- Uy ban nhan dan cép xa noi nguoi do chét hoic noi phat hién thi thé ngudi chét thyce hién viéc dang ky khai tir trong truong
hop khong xac dinh duoc noi cu trli cudi cling clia ngudi chét.

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

9.6. Phi, 1¢ phi®3:

- Diing ky khai tiv khéng diing han (qud han): 5.000 dong/truong hop.

Mién thu 1é phi doi véi:

- Dang ky khai tw dung han.

- Bang ky hé tich cho nguoi thuée gia dinh c¢é cong véi cach mang; nguoi thuée hé nghéo, nguwoi khuyét tat.

- Pang ky hé tich cho tré em, ngwoi cao tudi, dong bao dén téc thiéu sé ¢ cdc xa cé diéu kién kinh té - xd héi déic biét kho
khan.

9.7. Tén mau don, mau to khai: T¢ khai dang ky khai tr (Thong tu sO 04/2020/TT-BTP ngay 28/5/2020 cua B truong Bo

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

13 Phan in nghiéng 12 ndi dung thay dbi.
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9.8. Yéu cau, diéu kién thue hién thi tuc hanh chinh: Nguoi chét khong c6 nguoi than thich, nguoi than thich khong song
cung dia ban xa hodc la nguoi gia, yéu, khuyét tat khong di dang ky khai tir duogc.

9.9. Can cir phap ly cua thu tuc hanh chinh:

- Diéu 7,9, 32, 33, 34 Luat Ho tich ndm 2014;

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

- Dicu2,3,24,25 Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ctia B truong 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 mot s6 di€u va bién
phap thi hanh Luat Ho tich;

- Khodn 3; Diém a, b, ¢ Khoan 4 Diéu 1 Nghj quyét s6 51/2021/NQ-HPND ngay 17/8/2021 ciia Hpi dong nhén dan Tinh
ban hanh quy dinh mirc thu, che do thu, ndp, quan Iy va sie dung 1é phi hé tich trén dia ban tinh Pong Thap.

9.10. Luu ho so (ISO):

Thanh phan ho so luu B¢ phan luu trir Thoi gian luu

- Nhu muc 9.2;

- Két qua giai quyét TTHC hodic Van ban tra 10i ctia don vi doi véi ho
so khong dap ung yéu cau, di€u kién.

- H6 so thdm dinh (néu c6)

- Vin ban trinh co quan cap trén (néu co) Tir 01 ndm, sau d6 chuyén

Céc biéu mAu theo Khoan 1, Didu 9, Thong tu s6 01/2018/TT-VPCP ho SOS%’NI‘II;O ru i cua
ngay 23 thang 11 nim 2018 céia Bo truong, Chi nhiém Van phong , cap xa
Chinh phu quy dinh chi tiét mot s§ diéu va bién phéap thi hanh Nghi | B0 phan tiép nhan va tra
dinh sb 61/2018/ND-CP ngay 23 thang 4 ndm 2018 cta Chinh phu vé& | ket qua cua UBND cap xa.
thuc hién co ché mot ctra, mot cira lién thong trong giai quyét thu tuc
hanh chinh.

Cong chirc tu phap — ho
tich duoc giao xir Iy ho so



http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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Ghi cht: Tén thu tuc hanh chinh chuan hoa theo Quyét dinh s6 2394/QD-BTP ngay 03 thang 12 ndm 2020 ban hanh Danh
muc chuan hoéa thu tuc hanh chinh thuoc pham vi quan 1y cua Bo Tu phap.

Stra d6i Phi, 18 phi; Cén ctr phap ly cua thu tuc hanh chinh vé phi, 1¢ phi theo quy dinh tai Nghi quyét s6 51/2021/NQ-HPND
ngay 17/ 8/202‘1 cua HO1 dong nhan dan Tinh ban hanh quy dinh muc thu, ché dd thu, ndp, quan ly va str dung 1€ phi ho tich trén
dia ban tinh Bong Thap, ¢6 hiéu luc tir ngay 01/9/2021.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

TO KHAI DPANG KY KHAI TU

Ho, chit dém, t€n NEWOT YEU CAU: ......oovviiviiiiiiiii et

N OL CU I B oot e e e e e e e e e e e et e et e et e e et e eeeeeeeeeeeeaeeseeseeaeeaeeeeeeeeans

Quan hé VOT NEUOT A CREE: ...,
Pé nghi co quan diing ky khai tir cho ngudi ¢é tén dwéi day:

HQ, chif d@m, tRI: ......coviiiii
Ngay, thang, NAM STNN: .....c.oooiiiiiiiee et

Gioitinh: ... Dan tOC:.....ovvveeeieieiieieeiiiiiiiiiens Quéc tich: .....coovviiinn.

Da chét vao 10 o s o A phut, ngay .............. thang ........... nam .......
L7 1) £ ST

NGUYEN NIAN CREE: ..o
Sb Gidy bao ti/ Gidy to thay thé Gidy bao tr:™®. ..o 3 (o T
......................................................................................................... cap ngay ... thdng ... nam ...
To61 cam do‘an nhirng ndi1 dung khai trén day la dung sy that va chiu trach nhi¢m trudc
phép ludt vé cam doan ctia minh.

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

Ngudi yéu cau
(Ky, ghi 10 ho, chit dém, tén)
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Chd thich:

(D Ghi 15 tén co quan ding ky khai tir.

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

) Ghi théng tin vé& gidy to tiy than nhu: ho chiéu, chirng minh nhan dan hoic
gidy tor hop 18 thay thé (vi du: Chimg minh nhn 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 t& thay thé Gidy bao tir”; néu
ghi theo s6 Gidy to thay thé Gidy béo tir thi ghi rd tén, sé gidy to va gach cum tir “Gidy
béo tt”; trudng hop khong c6 thi myc nay dé tréng

®) Pé& nghi danh ddu X vao 6 néu c6 yéu cau cap ban sao va ghi rd s6 lugng.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

.. ..¢.(l4)

g4: (15) JTLKT ,ngay....thang .. .nam ........

TRICH LUC KHAI TU

Ho, chir dém, tén:

Gioitinh: ...............o Dantdc: ... Quéc tich:

S6 dinh danh ca
nhan:®

Gidy to tuy than:

Da chét vao 1UC......o, IO PhUL, NQAY... ghi
bang chir:

(@4 Ghi tén co quan cap Trich luc khai tir (ghi du cac cép hanh chinh).
(% Ghi theo So trong S6 dang ky khai tir.
®) Chi ghi trong truomg hop da duge cap SO dinh danh c4 nhan.



NGUOI KY TRICH LUC
(Ky, ghi 16 ho, chit dém, tén, chirc vu, déng dau)
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PHAN GHI CHU NHUNG THONG TIN THAY DPOI SAU NAY

S6
TT

Ngay, thang, nam
ghi chu

‘Néi dung ghi chu
(dong dau vao ndi 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 khai sinh ¢6é yéu t6 nwée ngoai tai khu viee bién giéi

10.1. 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 hd so thi tuc hanh
chinh:

Nop truc tiép qua BO phan tiép nhan va tra két qua cia UBND
cap xa.

Hoac qua Cong dich vu cong Québc gia (dichvucong.gov.vn),
Cong dich vu cong Tinh (dichvucong.dongthap.gov.vn).

- Sang: tu 07 gio
dén 11 gio 30 phat;
- Chieu: tir 13 gio
30 den 17 gio cua
cac ngay lam viéc.

Bwoc 2

Tiép nhin va chuyén hd so
thu tuc hanh chinh

Pbi vai ho so duoc ndp truc tiép qua BO phén tiép nhan va tra két
qua hodc thong qua dich vu buu chinh cong ich cong chuc tiép
nhan ho so tai Bo phan tiép nhan va tra két qua xem xét, kiém tra
tinh chinh xé4c, day du cta ho so; quét (scan) va luu trir ho so dién
tir, cap nhat vao co so dit liéu cia phan mém mot cira dién tir cla
Tinh.

a) Truong hop hd so chua day du, chua chinh xac theo quy dinh,
cong chire tiép nhan ho so phai hudng dan dai dién t6 chic, ca
nhan bd sung, hoan thién hd so theo quy dinh va néu 13 1y do theo
mau Phiéu yéu cau bod sung, hoan thi¢n ho so;

b) Trudng hop tir chdi nhan hd so, céng chirc tiép nhan ho so phai
néu 10 1y do theo mau Phiéu tir choi giai quyét ho so thu tuc hanh
chinh;

¢) Truong hop ho so day du, chinh xac theo quy dinh cong chirc

Chuyén ngay ho so
tiép nhan truc tiép
trong ngay lam
viéc (khong dé qua
01 gio lam vigc)
hoic chuyén vao
dau gio ngay lam
viéc tiép theo dbi
vé6i truong hop tiép
nhan sau 15 gio
hang ngay.
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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.

Buwédc 3 Giai quyét thu tuc hanh Se,1u khi nhan hd so thi tuc hanh chinh tir Bo phan ‘giép nhan Yé‘l tra | 01 ngay lam viéc,
chinh két qua cong chirc tu phap - ho tich xem xét, tham dinh ho so, trong do:

trinh phé duyét két qua gidi 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

+ Cong chirc tw phap - ho tich 04 gio

+ Chui tich Uy ban nhdn déan cdp xa 02 gio

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

tuc hanh chinh

phan mém dién tir thuc hién nhu sau:

- Thong bao cho ca nhan biét trude qua tin nhén, thu dién tir, dién
thoai hodc qua mang xa hoi dugc cap c6 tham quyén cho phép doi
vo1 ho so gidi quyét thu tuc hanh chinh trudce thoi han quy dinh.

- C4 nhan nhan két qua giai quyet tht 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 chuc tra két qua klem tra
phiéu hen va yéu cau ngudi dén nhan két qua ky nhan vao so va
trao két qua.

dén 11 gio 30 pht;
- Chieu: tir 13 gio
30 den 17 gio caa
cac ngay lam viéc.

10.2. Thanh phén, s6 lwong ho so

a) Thanh phan ho so
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* Gidy to phai xuat trinh:
- Ho chiéu hodc chimg minh nhan dan hodc thé can cudc 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 chimg minh v€ nhan than cua nguoi c6 yeu cau dang ky khai sinh;

- Giy to chimg minh noi cu tra de chimg minh thim quyén dang ky khai sinh; truong hop cha, me cua tré da dang ky két
hén thi phai xuét trinh Gidy chtrng nhan két hon (trong giai doan chuyén tiép).

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

* Gidy to phai nop:

- To khai dang ky khai sinh theo mau.

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

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

- Vian ban théa thuan cua cha, me¢ vé viéc lua chon qudc tich cho con. Trudong hop cha, me chon quoc tich nudc ngoai cho
con thi van ban thoa thuan phai c¢6 xac nhan cuia co quan nha nudc c6 tham quyén cua nudc ma cha me Iua chon quoc tich cho
con.

- Ban sao gidy to chimg minh nhan than, gidy t& chimg minh noi thuong tri & khu vuc bién giéi caa cong dan nude lang
giéng.
- Van ban ty quyén theo quy dinh ctia phap ludt trong truong hop Gy quyén thyuc hién viéc ding ky khai sinh.
*Luuy:
- Pbi v6i gidy to ndp, xuat trinh:
+ Truong hop ngudi yéu cau ndp gidy to 12 ban sao duoc cip tir s0 gbe hodc ban sao dugc chimg thuc tir ban chinh thi nguoi
tiép nhan ho so khong dugc yéu cau xuat trinh ban chinh; néu ngudi yéu cau chi ndp ban chyp va xuat trinh ban chinh thi nguoi
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ti€p nhan ho so kiém tra, doi chi€éu ban chup vdi ban chinh va ky vao ban chup xac nhan vé viéc da doéi chiéu ndi dung gidy to do,
khong dugc yéu cau nguodi di dang ky ndp ban sao gidy to do.

+ Pbé véi gidy t0 xuat trinh  khi diang ky ho tich, ngudi tiép nhdn c6  trach
nhiém kiém tra, d61 chi€u véi thong tin trong to khai, chup lai hodc ghi lai thong tin dé€ Iuu trong ho so va tra lai cho nguo1 xuat
trinh, khong dugc yéu cau ndp ban sao hodc ban chup giay to do.

T Nguoi tiép nhan co trach nhi€ém tiép nhan ding, du ho so dang ky ho tich theo quy dinh cua phap luat hg tich, khong dugce
yéu cau nguoi dang ky hd tich ndop thém giay to ma phap luat ho tich khong quy dinh phai ndp.
+ Gidy to do co quan ¢ tham quyén cta nude ¢ chung duodng bién gidi voi Viet Nam lap, cap, xac nhan st dung dé dang
ky ho tich dugc mién hop phép héa lanh su; dich ra tiéng Viét va co cam két ctia nguoi dich vé viée dich diing nodi dung

- Truong hop cho phép nguoi yéu cau dang ky hé 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 ro cho nguoi lap van ban cam doan vé trach nhiém, hé qua phdp ly cua viéc cam doan khong dung
su that.

Co quan dang ky hé tich wr choi gidi  quyét hodc dé nghi co quan c¢6  tham
quyén huy bo ket qua dang ky ho tich, mnéu co co so xdac dinh noi dung cam  doan
khong dung sy that.

- B6i véi viée xac dinh ho, dan tdc, dit tén cho tré:

+ Viéc xdc dinh ho, ddn téc, dit tén cho tré em phdi phit hop véi phdp ludt va yéu cdu gitt gin ban sdc dan téc, tdp qudn,
truyén thong van hoa tot dep cua Viét Nam, khong dat tén qua dai, kho s dung.

+ Trwong hop cha, me khéng thoa thudn dwoc vé ho, dan téc, qué qudn ciia con khi dang ky khai sinh thi ho, dén téc, qué
quan cua con dwoc xdc dinh theo tdp quan nhung phai bao dam theo ho, dan toc, qué quan cua cha hoac me.

b) S6 lugng hd so: 01 bod
10.3. Pdi twong thuwe hién thii tuc hanh chinh: Trong thoi han 60 ngay ké tir ngdy sinh con, cha hodc me c6 trach nhiém

dang ky khai sinh cho con; truong hop cha, me khong thé dang ky khai sinh cho con thi 6ng hodc ba hodc nguoi than thich khac
hodc cé& nhan, td chtrc dang nudi dudng tré em co6 trach nhiém dang ky khai sinh cho tré em.
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10.4. Co quan giai quyét thii tuc hanh chinh®®: Uy ban nhan dan cdp x4 ¢ khu vuc bién gi6i noi cong dan Viét Nam
thudng tr (cwe trii tai khu viee bién gidi Viét Nam — Campuchia ¢ tinh Pong Thép: Xa Théng Binh, Tan H Co, Binh Phii thugc
huyén Tan Hong; xd Binh Thanh, Tan Héi thudc thanh pho Hong Ngu; xd Thuong Théi Hau A, Thieong Lac, Thuong Phide 1
thuéc huyén Hong Ngu).

10.5. Két qua thyc hién thii tuc hanh chinh: Gidy khai sinh (ban chinh)

10.6. Phi, 1¢ phi'’:

- Ping ky khai sinh khong diing han (qud han): 5.000 dong/truong hop.

Mién thu 1¢ phi doi véi:

- Dang ky khai sinh dung han.

- Bang ky hé tich cho nguoi thude gia dinh cé cong véi cach mang; ngueoi thude ho nghéo, nguwoi khuyét tat.

- Dang ky ho tich cho nguoi cao tuéi, d&ng bao dan téc thiéu sé & cdc xa cé diéu kién kinh té - xa hoi dac biét khé khan.

10.7. Tén miu don, ,mflu to khai: To khai déng ky khai sinh (Thong tu sO 04/2020/TT-BTP ngay 28/5/2020 cua BJ truong
B6 Tu phap quy dir}h chi ti§:t thi hanh mdt s6 diéu cua Luat HO tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua Chinh
phu quy dinh chi ti€t mot s6 di€u va bién phéap thi hanh Luat HO tich).

10.8. Yéu cau, diéu kién thuc hién thua tuc hanh chinh: Tré Sil:lh ra tai Viét Nam c6 cha hodac me la cong dan Viét ’Nam
thuong tra tai dia ban xa d6 con me hodc cha 1a cong dan nudce lang giéng thuong tru tai don vi hanh chinh twong duong cap xa
cua Vi¢t Nam ti€p giap vt xa ¢ khu vuc bién gi6i cia Viét Nam noi cong dan Viét Nam thuong tra.

10.9. Cin cir phap 1y ciia thi tuc hanh chinh®®

- Diéu 7, 9 Luat Ho tich nam 2014;

- Piéu 2, 3,9, 17 Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh pha quy dinh chi tiét mot s6 diéu va bién phap

16 Phan in nghiéng 1a ndi dung thay doi.
17 Phan in nghiéng 1a ndi dung thay doi.
18 Phan in nghiéng 13 ndi dung thay doi.


http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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thi hanh Luat Ho tich;

- Ditu2,3,4 Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ctia Bo truéng Bo Tu phép quy dinh chi tiét thi hanh mot s6
diéu cua Luat HQ tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mot so di€u va bién phap

thi hanh Luat HO tich;

- Khoan 3; Biém a, b, ¢ Khoan 4 Diéu 1 Nghi quyét s6 51/2021/NO-HPND ngay 17/8/2021 ciia Héi dong nhén déan Tinh
ban hanh quy dinh mirc thu, che do thu, ndp, quan Iy va sir dung 1é phi hé tich trén dia ban tinh Dong Thap.

10.10. Luu hd so (ISO):

Thanh phén hd so hru

B9 phan luu trir

Thoi gian luu

- Nhu muc 10.2;

- Két qua giai quyét TTHC hozc Vin 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 cap trén (néu co)

Cong chirc tu phap — ho
tich dugc giao xtir 1y ho so

Céc biéu mau theo Khoan 1, Piéu 9, Thong tu s6 01/2018/TT-VPCP
ngay 23 thang 11 ndm 2018 cta Bo trudng, Chu nhi€ém Van phong
Chinh phu quy dinh chi tiét mot sé diéu va bién phap thi hanh Nghi
dinh s6 61/2018/NB-CP ngay 23 thang 4 nam 2018 cua Chinh phu vé
thue hién co ché mot ctra, mot cira lién thong trong giai quyét thu tuc
hanh chinh.

BG phan tiép nhan va tra
két qua cua UBND cap xa.

Tu 01 ndm, sau d6 chuyén
ho so dén kho lu'u trir cla
UBND cap xa

Ghi cht: 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 hoéa thu tuc hanh chinh thudc pham vi quan 1y ciia B6 Tu phéap.
Stra doi Phi, 1¢ phi; Can cir phép 1y cta thii tuc hanh chinh vé phi, 1¢ phi theo quy dinh tai Nghi quyét s0 51/2021/NQ-HDND
ngay 17/8/2021 cua Ho1 dong nhan dan Tinh ban hanh quy dinh murc thu, ché do thu, ndp, quan ly va st dung 1€ phi ho tich trén

dia ban tinh Pong Thap, c6 hiéu luc tir ngay 01/9/2021.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

TO KHAI DPANG KY KHAI SINH

Kinh glri: Moo

Ho, chi d8m, tén NZUWOT YU CAUL........c.coveverecvceceeeeeee ettt
NOT CU T @) ottt ettt s bbb s e n e
GiAY tO tUY thANT B Lo.oiieieeiee ettt ettt st
Quan hé voi1 ngudi duoc Khai SINh: ....ocviiiiiiiccie e
Pé nghi co quan ding ky khai sinh cho ngwoi duwéi day:

HO, Chit A€M, T8I, .....iiii it e e bbb e e nnree e
Ngay, thang, ndm sinh: ..........ccccooeiiiiiiiieiene ghi bang Chil: ...,
Gidi tinh:............ooee. Dan tocC:........cceveennnnnnnne. QUOBC HCH: e
INOT SINI: @) ettt
(@ TN T30 U= LSS
Ho, chir dém, ten NGWoT ME: ..........cocoeiiiiiiii s
Nam sinh: O, DAN tOC: e Qubc tich: .............
INOT CU T @) ottt ettt e bbb b et bbb ae s
Ho, chir dém, tén ngudi cha: ............oooo i
Nam sinh: @i DAN tOC: v Qubc tich: ...
NOT CU T @) ettt et a bbb e

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

P& nghi cAp ban sa0®: C6 L1, Khong L]



107

Sé luong:....... ban

Chd thich:

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

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

) Ghi thong tin vé gidy to tuy than cla nguoi di dang ky, ghi 13 s0, co quan cap,
ngay cap ho chleu ching minh nhéan dan hodc gidy to hop I¢ thay thé (Vi du: Chimg
minh nhan dan sb 001089123 do Céng an thanh phd Ha Noi cap ngay 20/10/2014).

*) Truong hop sinh tai co s y té thi ghi 1 tén co s y té va va dia chi tru sd co sd y té
do.
Vi du: - Bénh vién Phu san Ha Noi, duong La Thanh, phuong Ngoc Khanh, quan
Ba Binh, Ha No6i
- Tram y té x3 Dinh Bang, huyén Tl Son, tinh Bac Ninh.

Truong hop sinh ra ngoai co s¢ y té thi ghi dia danh cta 03 cp 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 ddu X vao 6 néu co yéu cau cap ban sao va ghi rd sb luong
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10A XA HOLCHUNGHIA VIETNAM
Doclap - Tu do - Hanh phiic

LSS

, chit dém, tén ngudi cha:.

A ] W
Nl y

I

NGUOTKY GIAY KHAISINH
76 ho, chit dém, 1én, chite vu var
AL + 7 - X -

(T T LEET
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11. Thi tuc Ping ky két hon c¢6 yéu té nwée ngoai tai khu vue bién giéi

11.1. Trinh tw, cach thirc, thoi gian giai quyét thi tuc hanh chinh

TT Trinh tu thuc hién Cach thirc thuc hién Thoi gian giai
quyét
Buéc1 | Nop ho so thi tuc hanh | Nop truc tiép qua BO phan tiép nhan va tra két qua cia UBND cap | - sang: tir 07 gio
chinh: xa. dén 11 gio 30 pht;
- Chieu: tir 13 gio
30 deén 17 gio cua
cac ngay lam viéc.
Budc 2 Tiép nhan va chuyén hd so Cong chuc tiép nhan ho so tai Bo phan tiép nhan va tra két qua (;PuyénA ngay h(k).io
thii tuc hanh chinh xem xét, kiém tra tinh chinh xac, day du cta hd so; quét (scan) va | ti€p nhan tryc tiép
) Iru trit ho so dién tir, cAp nhat vao co so dit liéu ciia phan mém | trong  ngay lam
mot cura dién tir cua Tinh. viéc (khong dé qua

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

b) Trudng hop tir chdi nhan hd so, cong chirc tiép nhan hd so phai
néu r0 1y do theo mau Phi€u tur cho1 gidi quyéet ho so thu 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

04 gio lam vige)
hoic chuyén vao
dau gio ngay lam
viéc tiép theo dbi
vé6i truong hop tiép
nhan sau 15 gio
hang ngay.
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theo quy trinh.

Bwoc 3

Giai quyét thi tuc hanh
chinh

Sau khi nhan hd so thi tuc hanh chinh tir Bo phan tiép nhan va tra
két qua cong chirc tu phap - ho tich xur ly xem xét, thAm dinh ho
s0, trinh phé duyét két qua giai quyét tha tuc hanh chinh:

03 ngay lam viéc
néu 02 bén nam, ni
dt diu kién ket
hon, 08 ngay lam
vi€éc trong truong
hop phai xac minh,
trong do:

a) Néu hai bén nam, nit di diéu kién két hon theo quy dinh:

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
+ Cong chirc tu phap - ho tich 1,5 ngay
+ Lanh dao Uy ban nhén ddn cap xd 0,5 ngay
+ Van thu 0,5 ngay
b) Truong hop phai xac minh. 08 ngay, trong do:
1. Tiép nhan ho so (Bd phan TN&TKQ) 0,5 ngay
2. Giai quyét ho so, trong do: 7,5 ngay
+ Cong chirc tw phap - ho tich 06 ngay
+ Lanh dao Uy ban nhén ddn cap xd 01 ngay

+ Van thw

0,5 ngay
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Buéc 4 | Tra két qua giai quyét thi

Cong chire tiép nhan va tra két qua nhap vao sé theo ddi hd so va | - Sang: tir 07 gio
tuc hanh chinh 5 e 1 P

phan mém dién tir thuc hién nhu sau: den 11 gio 30 phat;
- Chiéu: tir 13 gio
30 dén 17 gio cua
cac ngay lam viéc.

- Thong bao cho ca nhan biét trudce qua tin nhén, thu dién tr, dién
thoai hodc qua mang xa hoi dugc cap c6 tham quyén cho phép doi
vo1 ho so gidi quyét thu tuc hanh chinh trudce thoi han quy dinh.

- Ca nhan nhan két qua giai quyet tht 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 chuc tra két qua klem tra
phiéu hen va yéu cau ngudi dén nhan két qua ky nhan vao so va
trao két qua.

11.2. Thanh phén, s6 lwong ho so

a) Thanh phan ho so

* Gidy tO phai xuat trinh:

- Ho chiéu hodc chimg minh nhan dan hodc thé can cudc cong dan hodc cac gidy to khac c6 dan anh va thong tin c4 nhan do
co quan c6 thAm quyén cdp, cOn gid tri sir ‘dung dé chirng minh vé nhan than cua cong dan Viét Nam.

- G1’ay to chimg minh noi cu tri dé xac dinh thAm quyén (trong giai doan chuyén tiép).

* Giay to phai nfp: N 7 ’

- To khai dang ky ket hon theo mau. Hai bén nam, nit ¢6 th€ khai chung vao mét To khai dang ky kéthon;

- Giay to do co quan co tham quyén ciia nude lang giéng cap khong qua 06 thang tinh dén ngay nhan ho so, xac nhan cong
dan nudc lang gleng hién tai la ngudi khong ¢6 vg hodc khong c6 chdng;

- Bansao gidy to ching minh nhén thén, gidy to chirg minh noi thuong tri & khu vuc bién gi6i cua cong dan nudc lang

giéng.

* Luuy:

- a1 véi giay to ndp, xuat trinh:
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+ Truong hop nguoi yéu cau nop glay to 1a ban sao dugc cap tir s6 goc hodc ban sao dugc ching thue tir ban chinh thi nguoi
tlep nhan hd so khong dugc yéu cau xudt trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuét trinh ban chinh thi nguoi
tlep nhan hod so kl‘em tra, d6i chiéu ban chup véi t?an chinh va ky vao ban chup xac nhan vé vi¢c da ddi chiéu noi dung glay to do,
khong dugc yéu cau nguoi di dang ky ndp ban giay to do.

+ DI véi , gidy t& xuat trinh khi ding ky ho tich,  nguoi tiép nhan co  trach
nhiém kiém tra, doi chi€u vo1 thong tin trong to khai, chup lai hodc ghi lai thong tin d€ luu trong ho so va tra lai cho ngudi xuat
trinh, khong dugc yéu cau ndop ban sao hodc ban chup giay to do.

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

+ Gidy to do coO  quan  ¢0 thim  quyén cua nuéc cO  chung duong bién  gidl
vor  Vigt Nam  13p, cap, xac ’ nhan st dung dé da“mg ky  ho  tich duqc‘ mién  hop
phap hoa lanh suy; dich ra tieng Viét va c¢6 cam két cua nguoi dich vé vigc dich
ding ndi dung.

b) S6 lwong ho so: 01 bd

11.3. Po6i twong thue hién thii tuc hanh chinh: Ca nhan

11.4. Co quan giéi quyét thii tuc hanh chinh: Uy ban nhén dan xa ¢ khu vyc bién gi¢i noi cong dan Viét Nam thuong trd
(cu trii tqi khu vue bién gioi Viet Nam — Campuphig o tinh Bong Thap: Xa Thong Binh, Tan Ho Co, Binh Phu thuoc huyén Tdn
Hong, xa Binh Thanh, Tan Hoi thuoc thanh pho Hong Ngu; xa Thuong Thoi Hau A, Thuong Lac, Thuong Phuoc 1 thuoc huyén
Hong Ngu).

11.5. Két qua thuc hién thi tuc hanh chinh: Gidy chimg nhan két hon (ban chinh).

11.6. Phi, & phi: Mién thu 1é phi két hén ciia cong ddn Viét Nam cw trii & trong nwde va dang ky két hon giita cong déan Viét
Nam voi cong dian Campuchia thuong tru thuoc khu viec bién gioi Viét Nam - Campuchia.
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11.7. Tén miu don, miu t& khai: T¢ khai dang ky két hon (Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua B) truéng
B6 Tu phap quy dir}h chi ti,ét t}}i hanh mdt 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 so diéu va bién phap thi hanh Luat Ho tich).

11.8. Yéu chu, diéu kién thwc hién thi tuc hanh chinh:

- Nam tir d 20 tudi tro 1én, nik tir du 18 tudi tre 18n;

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

- Cac bép khong bi mat nang lyc hanh vi dan sy; , , ‘

- Viéc két hén khong thudc mot trong cac truong hop cam ket hdn, gom:

+ Két hon gia tao;

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

1+ Nguoi dang co vo, co chdng ma két hon véi nguoi khac hodc chua ¢o v, chua co chong ma két hon véi ngudi dang co

chong, c6 vo;

+ Két hon giita nhitng nguoi cuing dong mau vé truc hé; gitra nhimg nguoi ¢ ho trong pham vi ba do; gitra cha, me nudi voi

con nudi; gitta ngudi di timg 13 cha, me nudi v6i con nudi, cha chong véi con dau, me vo véi con ré, cha duong voi con riéng cua
v, me ké voi con riéng ciia chong.

* Nha nudc khong thira nhan hon nhan gitra nhitng ngudi cung gioi tinh.
11.9. Can cwr phap ly cua thu tuc hanh chinh:
- Diéu 7, 9 Luat Ho tich nim 2014;
- Piéu 8 Luat Hon nhén va gia dinh nam 2014;
- Pidu 2, 3, 9, 18 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;

- Dicu2,3,4 Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ctia B trudng 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 ctia Chinh phu quy dinh chi tiét mot s6 diéu va bién phap


http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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thi hanh Luat HO tich;

- Khodn 3; Piém a, b, ¢ Khoan 4 Piéu 1 Nghi quyét sé 51/2021/NO-HPND ngay 1 7/8/2021 cua Hoi dong nhan dan Tinh
ban hanh quy dinh mikc thu, che do thu, ndp, quan Iy va sie dung 1é phi ho tich trén dia ban tinh Dong Thap.

11.10. Lwu hd so (ISO):

Thanh phin hd so luu

B¢ phan luu trir

Thoi gian luu

- Nhu muc 11.2;

- Két qua giai quyét TTHC hodc Van ban tra 161 cua don vi d6i voi hd
so khong dap ung yéu cau, dicu ki¢n.

- H6 so tham dinh (néu co)

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

B6 phan chuyén rpén
duogc giao xur 1y ho so

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

Bo phan tiép nhan va tra

két qua cua UBND cap XA.

Tt 01 ndm, sau d6 chuyén ho
s0' dén kho luu trir cna UBND
cap xa

Ghi chd: Tén thu tyc hanh chinh chuan héa theo Quyét dinh s6 2394/QD-BTP ngay 03 thang 12 nam 2020 ban hanh Danh
muc chuan héa thu tuc hanh chinh thuoc pham vi quan 1y cua B Tu phap.
Stra doi Phi, 1¢ phi; Can cir phép 1y ctia thii tuc hanh chinh vé phi, 1¢ phi theo quy dinh tai Nghi quyét s0 51/2021/NQ-HDND
ngay 17/8/2021 cua Ho1 dong nhan dan Tinh ban hanh quy dinh mtc thu, ché d6 thu, ndp, quan 1y va str dung 1€ phi ho tich trén

dia ban tinh Pong Thap, c6 hiéu luc tir ngay 01/9/2021.

Bb sung DPoi tuong thuc hién thu tuc hanh chinh: cu thé hoa cac x3 bién gidi theo tinh hinh thuc té cua tinh.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap — Tu do — Hanh phic

1) TO KHAI PANG KY KET HON @)

Thoéng tin Bén nir Bén nam

Ho, chir dém, tén

Ngay, thang, ndm sinh

Dan toc

Quéc tich

Noi cu tra @

Gidy to tiry than ©

Két hon 1an thir may

Chung t6i cam doan nhiig 10i khai trén day 1a ding su that, viéc két hon cta ching toi 13 ty nguyén,
khong vi pham quy dinh ctia Ludt hon nhan va gia dinh Viét Nam.

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

Dé nghi Quy co quan ding ky.

veieeny, NQAY thang ........... nam...............
Bén nir Bén nam
(Ky, ghi 16 ho, chir dém, tén) (Ky, ghi r0 ho, chit dém, tén)
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Chd thich:

1) @ Trudong hop lam tha tuc ding ky két hon cd yéu td nude ngoai, thi phai dan
anh cua hai bén nam, ntr.

) Ghi 16 tén co quan dang ky két hon.

) Ghi theo noi dang ky thudng trt, néu khong c6 noi diang ky thuong tra thi ghi
theo noi dang ky tam trt; trudong hop khong c6 noi dang ky thuong tra va noi dang ky
tam tr(i thi ghi theo noi dang sinh séng.

) Ghi thong tin vé gidy to tiiy than nhu: ho chiéu, ching minh nhan dan hodc
gidy t& hop 16 thay thé (vi du: Chig minh nhdn dan s6 001089123 do Céng an thanh
phd Ha Noi cip ngay 20/10/1982).

) P& nghi danh ddu X vao 6 néu c6 yéu ciu cap ban sao va ghi rd s6 luong.
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12. Thi tuc Pang ky nhin cha, me, con ¢é yéu to nwéc ngoai tai khu vuc bién gioi

12.1. Trinh tw, cach thirc, thoi gian giai quyét thi tuc hanh chinh

TT

Trinh ty thyc hién

Cach thirc thuc hién

Thoi gian giai
quyet

Buwoc 1

Nop hd so thii tuc hanh
chinh:

Nop truc tiép qua Bo phan tiép nhan va tra két qua cia UBND cap
XA.

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

Bwoc 2

Tiép nhin va chuyén hé so
thu tuc hanh chinh

Cong chuc tiép nhan ho so tai Bo phan tiép nhan va tra két qua
xem xét, kiém tra tinh chinh xé4c, ddy du cta ho so; quét (scan) va
I trit ho so dién tir, cip nhat vao co so dir lidu ciia phan mém
mot cura dién tir cua Tinh.

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

b) Truong hop tu ch01 nhan ho so, cong chuc tlep nhan hd so phai
néu rd 1y do theo mau Phiéu tir chéi giai quyét ho so thi 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 truc tiép
trong ngay lam
viéc (khong dé qua
04 gio lam vigc)
hodc chuyén vao
dau gio ngay lam
viéc tiép theo dbi
v6i truong hop tiép
nhan sau 15 gio
hang ngay.

Buwoc 3

Giai quyét thi tuc hanh
chinh

Sau khi nhan hé so thu tuc hanh chinh tir B phan tiép nhan va tra
két qua cong chic tu phap - ho tich xem xét, tham dinh ho so,
trinh phé duyét két qua gidi quyét thu tuc hanh chinh:

07 ngay lam vigc
néu day du giay
to; 12 ngay lam




119

viéc néu can phai
xac minh, trong

do:
a) Ngay sau khi nhan du gidy to theo quy dinh: 07 ngay, trong do:
1. Tiép nhan ho so (Bd phan TN&TKQ) 0,5 ngay
2. Giai quyét ho so, trong do: 6,5 ngay lam viéc
+ Cong chtrc tu phap - ho tich 05 ngay
+ Lanh dao Uy ban nhan dan x& ky cap x4 01 ngay
+ Van thu 0,5 ngay
b) Truong hop can phai xac minh. 12 ngay trong do:
1. Tiép nhan ho so (BO phan TN&TKQ) 01 ngay
2. Giai quyét ho so, trong do: 11 ngay
+ Cong chire tur phap - ho tich 09 ngay
+ Lanh dao Uy ban nhan dan xa ky cap xa 01 ngay
+ Van thu 01 ngay

Buoc 4

Tra két qua giai quyét thi
tuc hanh chinh

Cong chtrc tiép nhan va tra két qua nhap vao so theo ddi ho so va
ph?m mém dién ti thuc hién nhu sau:

- Thong bao cho ca nhan biét trude qua tin nhén, thu dién tir, dién
thoai hodc qua mang xa hoi dugce cap c6 tham quyén cho phép ddi
v6i ho so giai quyet thu tuc hanh chinh trude thoi han quy dinh.

- C4 nhan nhan két qua giai quyet thu tuc hanh chinh theo thoi
gian, dia d1em ghi trén Glay tiép nhan hod so va hen tra két qua
(xuat trinh gidy hen tra két qua). Cong chuc tra két qua klem tra
phiéu hen va yéu cau ngudi dén nhan két qua ky nhan vao so va
trao két qua.

- Sang: tr 07 gio
dén 11 gio 30 pht;
- Chiéu: tur 13 gio
30 dén 17 gio cua
cac ngay lam viéc.

12.2. Thanh phén, s6 lwong ho so
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a) Thanh phan ho so

* Gidy to phai xuat trinh:

- Ho6 chiéu hodc chirng minh nhan dan hoic thé cin cudc cong dan hodc cac gidy to khac ¢6 dan anh va thong tin c4 nhan
do co quan c6 tham quyén cap, con gia tri st dung dé chirng minh v€ nhan than cua ngudi cé yéu cau dang ky nhan cha, me, con.

- Gidy to chimg minh noi cu trii d@é xac dinh thAm quyén dang ky nhan cha, me, con (trong giai doan chuyén tiép).

- Ban sao gidy to chimg minh nhén than, gidy t& chimg minh noi thudng tri & khu vuc bién gidi ctia cong dan nude lang
giéng.

* Gidy to phai nop:

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

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

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

+ Truong hop khong c6 van ban néu trén thi cac bén nhan cha, me, con 1ap vin ban cam doan vé mdi quan hé cha, me, con,
c6 it nhat hai ngudi lam chiing vé mdéi quan hé cha, me, con.

*Luuy:

- D6i véi gidy to nop, xuat trinh:

+ Truong hop nguoi yéu cau nop glay to la ban sao dugc cAp tir sO goc hodc ban sao dugc ching thuce tir ban chinh thi nguoi
tlep nhan ho so khong duoc yéu cau xuat trinh ban chinh; néu ngudi yéu cau chi nop ban chup va xuat trinh ban chinh thi ngudi
tiép nhan ho so kiém tra, d6i chiéu ban chup v&i ban chinh va ky vao ban chup xac nhan vé viéc da ddi chiéu ndi dung gidy to do,
khong dugc yéu cau nguodi di dang ky ndp ban sao gidy to do.

+ P6éi  véi gidy to xuat trinh  khi diang ky ho tich, ngudi tiép nhan c6  trach
nhiém kiém tra, d61 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 y€u cau ndop ban sao hodc ban chup giay to do.
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+ Ngudi tiép nhan co trach nhiém tlep nhan dung, du hd so dang ky ho tich theo quy dinh ctia phéap luét ho tich, khong dugc
yéu cau ngudi dang ky ho tich ndp thém gidy t& ma phap luat ho tich khong quy dinh phai nop.

+ Gidy t0 do cO  quan  cO thim  quyén cua nuéc cO chung duong bién  gidi
voi  Viét  Nam  13p, cadp, xdc , nhan st dung dé déng ky  ho  tich dugc‘ mién  hop
phap hoéa 1anh sy; dich ra tiéng Viét va c¢6 cam két cua nguoi  dich vé viéc dich
ding noi dung.

- Truong hop cho phép nguoi yéu cau dang ky hé 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 ro cho nguoi ldp van ban cam doan vé trach nhiém, hé qua phdp ly cua viéc cam doan khong dung
su that.

Co  quan dang ky ho  tich tr choi giai quyét  hogc dé nghi co quan ¢6  tham
quyén huy bo két qua dang ky ho tich, néu co co so xdc dinh ngi dung cam doan
khong dung sy that.

b) S6 lwong ho so: 01 bd

12.3. Po6i twong thue hién thii tuc hanh chinh: Ca nhan

12.4. Co quan giai quyét thi tuc hanh chinh: Uy ban nhan dan xa ¢ khu vue bién giéi noi cong dan Viét Nam thuong tra
(cw tru tqi khu vuc bién gioi Viét Nam — Campuchia o tinh Dong Thap: Xa Thong Binh, Tan Ho Co, Binh Phii thugc huyén Tan
Hong; xa Binh Thanh, Tan Hoi thugc thanh pho Hong Nguw; xa Thwong Thoi Hau A, Thuong Lac, Thuong Phuoc I thuoc huyén
Hong Ngu).

12.5. Két qua thuce hién thi tuc hanh chinh: Trich lyc ding ky nhan cha, me, con (ban chinh).

12.6. Phi, 18 phi: 10.000 dong/trudng 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.

- Pang ky ho tich cho tré em, nguoi cao tudi, déng bao dan toc thiéu sd & cac xa c6 didu kién kinh té - xa hoi dic biét kho
khan.
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12.7. Tén mau don, miu to khai: To khai dang ky nhan cha, me, con (Thong tu sb 04/2020/TT-BTP ngay 28/5/2020 cua
Bo6 truéng BO Tu phap quy dir}h chi tiét tl}i 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 so di€u va bién phap thi hanh Luat Ho tich).

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

- Viéc nhan cha, me, con gifra cong dan Viét Nam thuong tra tai dia ban xa & khu vuc bién gioi1 vai cong dan cia nudce lang
giéng thuong tr tai don vi hanh chinh tuong duong cap xa cua Viét Nam, tiép giap vdi xa & khu vuc bién gidi cua Viét Nam noi
cong dan Viét Nam thuong tru.

- Bén nhan va bén duogc nhan 1a cha, me, con déu con séng.

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

- Truong hop nam, nit chung séng v&i nhau nhu vo chong, khong dang ky két hon, sinh con, nguoi con song cung véi ngudi
cha, khi nguoi cha 1am thua tuc nhan con ma khong lién hé dugc véi nguot me thi khong can ¢6 y kién ciia nguoi me trong To khai
dang ky nhan cha, me, con.

12.9. Can cw phap ly cua thu tuc hanh chinh:

- Diéu 90, 91 Luat Hon nhan va gia dinh nim 2014;

- Diéu 7, 9 Luat Ho tich nam 2014;

- Piéu 2, 3,9, 19 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 Luat Ho tich;

- Piéu 2, 3, 4 Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cta Bo truong Bo Tu phap quy dinh chi tiét thi hanh mot sd
diéu cua 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;

- Khodn 3; Diém a, b, ¢ Khoan 4 Diéu 1 Nghi quyét sé 51/2021/NO-HDPND ngay 1 7/8/2021 cua Hopi dong nhdn dan Tinh
ban hanh quy dinh mikc thu, che do thu, ndp, quan Iy va sir dung 1é phi ho tich trén dia ban tinh Dong Thap.

12.10. Luu hd so (ISO):
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Thanh phan hd so lru

B¢ phan luu triv

Thoi gian luu

- Nhu muc 12.2;

- Két qua giai quyét TTHC hogic Vin ban tra 1oi clia don vi doi véi ho
so khong dap timg yéu cau, dieu kién.

- Ho so tham dinh (néu co)

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

Cong chuc tu phap — ho
tich duoc giao xtr Iy ho so

Céc biéu mau theo Khoan 1, Diéu 9, Thong tu s6 01/2018/TT-VPCP
ngay 23 thang 11 ndm 2018 cua Bo trudng, Chu nhi€ém Van phong
Chinh phii quy dinh chi tiét mot sé diéu va bién phap thi hanh Nghi
dinh s 61/2018/NP-CP ngay 23 thang 4 nim 2018 cta Chinh phu vé
thuc hién co ché mot cira, mot cira lién théng trong giai quyét thu tuc
hanh chinh.

Bo phan tiép nhan va tra
két qua cua UBND cap xa.

Tt 01 ndm, sau d6 chuyén
ho so dén kho lu’u trir cua
UBND cap xa

Ghi chti: Tén thu tuc hanh chinh chuan hoa theo Quyét dinh s6 2394/QD-BTP ngay 03 thang 12 ndm 2020 ban hanh Danh
muc chuan hoéa thu tuc hanh chinh thudc pham vi quan 1y ciia B6 Tu phéap.
Stra doi Can ctr phap ly cua thu tuc hanh chinh vé phi, 1& phi theo quy dinh tai Nghi quyét sé 51/2021/NQ-HPND ngay
17/8/2021 cua Ho1 dong nhan dan Tinh ban hanh quy dinh muc thu, ché d6 thu, ndp, quan 1y va sur dung 1€ phi ho tich trén dia ban

tinh Pong Thap, c6 hiéu luc tir ngay 01/9/2021.

Bb sung bPéi tuong thuc hién thu tuc hanh chinh: cu thé hoa cac x3 bién gidi1 theo tinh hinh thuc té clia tinh.




124

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phic

TO KHAI PANG KY NHAN CHA, ME, CON

Quan hé v6i ngudi nhan cha/me/con: @...........cciviiiiiiceceeeeeee et
Dé nghi co quan cong nhin nguoi cé tén dwéi day:
| (oI 010 A (571 T 1< o A OO OUURRORP

Ngay, thang, NAM SINN: ....ooiiiiiii et e et sbe e srneebeenree s

LA, cua ngudi co tén duwoi day:
5 (T3 oLV R« 135 R < oSSR

Ngay, thang, NAM SINN: ....coiiiiiiii et s et e e nbeesreeanbeenreens

Toi cam doan viéc nhan..........c..cccocevvveverennnee, noi trén la dang su that, tu nguyén, khong co
tranh chap va chiu trach nhiém truéc phap luat vé cam doan ctia minh.
Lam t@i ..., ngay ... thang............ nam............
Nguoi yéu cau
(Ky, ghi r6 ho, chii dém, tén)

Y kién ciia ngudi hién dang 13 me hoiic cha®

Chd thich:
@) Ghi r5 tén co quan dang ky nhan cha, me, con;

P& nghi cép bn sao ©: C6 L] khang ]
So luong:.......... ban
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@ Ghi theo noi dang ky thuong tri; néu khong c¢6 noi dang ky thuong trd 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 tuy than nhu: ho chiéu, chimg minh nhan dan hodc gidy to
hop 1¢ thay thé (vi du: Chimg minh nhan dan s6 001089123 do Céng an thanh phd Ha Noi cip
ngay 20/10/2004).

) Chi khai trong trudng 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 niang lyc hanh vi dan sy, ghi ¥ kién cta nguoi cha néu me 13 ngudi yéu
cau, ¥ kién ngudi me néu cha la nguoi yéu cau (trir truong hop ngudi d6 da chét, mét tich, mat
nang lyc hanh vi dan sy hodc han ché nang lyc hanh vi dén su).

® P& nghi danh ddu X vao 6 néu ¢ yéu cau cip ban sao va ghi rd sb luong.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

..“.(20)

sé:ev  /TLCMC L. ,ngay....thang ....nam ...

] , TRICH LUC
PANG KY NHAN ....oceenrnninnnnernneenennnn®

X4c nhén ding Ky viée nhan ..o ® gifra:

Ho, chr dém, t€n cha/me: ...
Ngay, thang, nam SINN: ... e
Giditinh: ... Dantoc: ... QUAC HCR: vt

GIAY 1O 1Y thAN: ...

HoO, Chlr A€, 181 COM: ..ottt e e e e e e eeeens
Ngay, thang, ndm STNN: ... e
Giditinh:....oo Dan toc:......oooo QUOBC HCR: et

Gidy khai sinh/Giay t thy thAN: ........ieen et

NGUOI KY TRICH LUC
(Ky, ghi 16 ho, chit dém, tén, chirc vu, dong ddu)

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

1) Ghi theo s6 trong S6 dang ky nhan cha, me, con.

(22 Ghi 18 viée dang ky nhan: cha, con ho#ic me, con tiy theo ding ky viéc cha nhin con/con nhén cha hodic 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

'Néi dung ghi chu
(déng dau vao noi dung da ghi chi)

Cin cw ghi chu

Ho, chir dém, tén, chir ky
cia ngwoi thwc hién ghi cha
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13. Thi tuc Ping ky khai tir ¢6 yéu td nwéc ngoai tai khu vue bién giéi

13.1. Trinh tw, cach thic, thoi gian giai quyét thi tuc hanh chinh

T Trinh tu thuc hién Cach thirc thuce hién Thoi gian gidi quyet
Buéc 1 | Nop ho so thii tuc hanh chinh: | Nop truc tiép qua Bo phén tiép nhan va tra két qua cua UBND | - Sang: tir 07 gio d&én
cap x4 hoic qua dich vu buu chinh cong ich 11 gio 30 phat;
- Chiéu: tr 13 gior 30
dén 17 gio cua cac
ngay lam viéc.
Buéc 2 | Tiép nhan va chuyén hé so thi | Poi voi ho so duoc ndp truc tiép qua B phan tiép nhan va tra két Chuyen ngay ho S0

tuc hanh chinh

qua hoic 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 ho so; quét (scan) va luu trit ho so
dién tu, cap nhat vao co sé dir li¢u cua phﬁn mém mdt cira dién
tu cua Tinh.

a) Truong hop ho so chua day du, chua chinh xac theo quy dinh,
cong chire tiép nhan ho so phai hudng dan ca nhan bo 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 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 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 ¢ tham quyén dé giai quyét
theo quy trinh.

tiép nhan truc tiép
trong ngay lam viéc
(khong dé qua 01 gio
lam  viéc)  hoac
chuyén vao dau gid
ngay lam viéc tiép
theo d6i véi truong
hop tiép nhan sau 15
gio hang ngay.
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Buéc 3 | Giai quyét thi tuc hanh chinh | Sau khi nhan ho so tha tuc hanh chinh tir B6 phan tiép nhan va | 01 ngay lam viéc néu
tra két qua cng chirc tu phap - ho tich xem xét, thim dinh ho so, | thong tin khai tir day
trinh phé duyét két qua giai quyét thu tuc hanh chinh: du, 03 ngay lam viéc
néu can phai xéc
minh, trong do:

a) Néu thay thong tin khai tir day du va phu hop: 01 ngay, trong do:

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

2. Giai quyét ho so, trong do: 07 gio

+ Cong chirc tu phap - ho tich 04 gio

+ Lanh dao Uy ban nhan dan xa ky cap xa 02 gio

+ Van thu 01 gio

b) Trudng hop can xac minh. 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

+ Cong chirc tu phap - ho tich 1,5 ngay

+ Lanh dao Uy ban nhan dan xa ky cap xda 0,5 ngay

+ Van thu 0,5 ngay

Buéc 4 | Tra két qua giai quyét thii tuc | Cong chiic tiép nhan va tra két qua nhap vao so theo ddi ho so va | - Sang: tir 07 gio dén

hanh chinh

ph?m mém dién ti thuc hién nhu sau:

- Thong béao cho ca nhan biét trude qua tin nhén, thu dién t, dién
thoai hodc qua mang x3 hoi dugc cdp c6 tham quyén cho phép
d6i voi hd so giai quyét thu tuc hanh chinh trudc thoi han quy
dinh.

- C4 nhan nhan két qua giai quyet tha tuc hanh chinh theo thoi
gian, dia dlem ghi trén Glay tiép nhan ho so va hen tra két qua
(xuat trinh giay hen tra két qua). Cong churc tra két qua klem tra
phiéu hen va yéu cau nguoi dén nhan két qua ky nhan vao s va
trao két qua.

11 gio 30 phat;
- Chiéu: tr 13 gior 30
dén 17 gio cua cac
ngay lam viéc.
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13.2. Thanh phén, s6 lwong ho so

a) Thanh phan ho so

* Gidy to phai xuat trinh:

- Ho chiéu hodc chimg minh nhén dan hoac thé can cude cong dan hodc cac gidy to khac c6 dan anh va thong tin ca nhén do co
quan c6 tham quyén cip, con gia tri st dung dé ching minh vé nhan than cua nguoi co yéu cau dang ky khai tir;

- Gidy to ching minh noi cu tra dé chimg minh thAm quyén dang ky khai tir (trong giai doan Co s¢ dir liéu qudc gia vé dan cu va
Co s dir liéu ho tich dién tir toan qudc chua dugc xay dung xong va thyuc hién thong nhat trén toan qudc).

- Truong hop khong xac dinh dugc noi cu tri cudi cung cua nguoi chét thi xuat trinh gidy to chimg minh noi ngudi d6 chét hoic
noi phat hién thi thé ctia ngudi chét.

- Trudng hop giri hd so qua hé thdng buu chinh thi phai giri kém theo ban sao c6 chimg thuc cc gidy to phai xuat trinh néu trén.
* Gidy to phai nop: N

- To khai dang ky khai tr theo mau; 7 o

- Giay bao tur hodc giay to thay thé Gidy bao tir do co quan c6 tham quyén cap;

- Van ban uy quyén theo quy dinh cua phap luat trong truong hop Uy quyén thyc hién viéc dang ky khai tir. Truong hop

nguoi dwoc ity quyén la 6ng, ba, cha, me, con, vo, chong, anh, chi, em rudt ciia nguwoi 1ty quyén thi véin ban ity quyén khéng phdi chiing
thuee.

*Luuy:

- Bdi véi gidy to ndp, xuat trinh:

+ Truong hop nguoi yéu cau nop gidy to 12 ban sao dugc cap tir s6 gbc hodc ban sao duoc ching thuc tir ban chinh thi nguoi tlep
nhan hd so khong dugc yéu cau xuét trinh ban chinh; néu nguoi yéu cau chi nop ban chup va xudt 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 nodi dung gidy to do, khong duoc yéu cau
ngudi di dang ky ndp ban sao co chimg thyc gidy to do.

+ Do6i  véi gidy to xuat trinh khi ding ky hd tich, nguoi tiép nhdn ¢6  trach
nhiém kiém tra, d01 chiéu véi thong tin trong td khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho ngudi xuét trinh,
khong duoc yéu cau ndp ban sao hodc ban chup gidy to do.
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‘ + Ngudi tiép nhan co trach nhiém tiép nhan ding, 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 gidy to ma phap luat ho tich khong quy dinh phai nop.

+ Gidy to  do cCoO  quan c6 tham  quyén cua  nudc co chung  duong  bién  gidi
Vo1 Viét Nam lap, cép, Xac nhan sur dung dé dang ky ho tich duoc mién hop
phap hoa lanh suy; dich ra tiéng Viet va  c6 cam két cua nguoi  dich vé  viéc dich
dang noi dung.

b) S6 lugng ho so: 01 bd
13.3. Poi twong thue hién thi tuc hanh chinh: Ca nhan

13.4. Co quan giai quyét thii tuc hanh chinh?: Uy ban nhan dan cap x4 ¢ khu vuc bién gidi noi ngudi chét 13 nguoi nudc ngoai
Cu"tI'l:l (cu tru tai khu vuc bién gioi Viét Nam — Qampuchia o tinh Dong Thap: Xa Thong Binh, Tan Ho Co, Binh Phu thudc huyén T an
Hong, xa Binh Thanh, Tan Hoi thuoc thanh pho Hong Ngu; xa Thuong Thoi Hau A, Thuong Lac, Thuong Phuoc I thuoc huyén Hong
Nguw).

13.5. Két qua thuc hién thi tuc hanh chinh: Trich lyc khai ttr (ban chinh)

13.6. Phi, 1€ phi®*:

- Diing ky khai tiv khéng ding han (qud han): 5.000 dong/truong hop.

Mién thu 1é phi d6i véi:

- Dang ky khai tw dung han.

- Pang ky hé tich cho ngueoi thuée gia dinh cé cong véi cdch mang; nguoi thude ho nghéo, nguwoi khuyét tat.

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

13.7. Tén miu don, miu to khai: To khai ding ky khai tir (Thong tu s 04/2020/TT-BTP ngay 28/5/2020 ciia B truéng BO Tu
phap quy din}} chi ti€t thi hanh mdt s6 diéu cua Luat Ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh
chi tiét mot so di€u va bién phap thi hanh Luat Ho tich).

2 Phan in nghiéng 12 n6i dung thay d(f)i.
24 Phan in nghiéng 13 ndi dung thay doi.
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13.8. Yéu ciu, diéu kién thwe hién thii tuc hanh chinh: khéng
13.9. Can ctr phap ly cta tha tuc hanh chinh:
- Diéu 7, 9 Lut H tich nim 2014;

- Piéu 2, 3, 20 Nghj dinh s 123/2015/ND-CP ngay 15/11/2015 cta Chinh phti quy dinh chi tiét mot sb diéu va bién phap thi hanh

Luat Ho tich;

- Diéu 2, 3, 4 Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua By truong Bo Tu phap quy dinh chi tiét thi hanh mot so diéu cia
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;

- Khodn 3; Piém a, b, ¢ Khoan 4 Diéu 1 Nghi quyét so 51/2021/NQ-HDND ngay 17/8/2021 cua Hoi dong nhan dan Tinh ban
hanh quy dinh mirc thu, ché do thu, nép, quan ly va su dung [é phi hé tich trén dia ban tinh Pong Thap.

13.10. Lwu ho so (ISO):

Thanh phin hé so luu

B¢ phan luu trir

Thoi gian luu

- Nhu muc 13.2;

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

- H6 so thdm dinh (néu c6)

- Vin ban trinh co quan cip trén (néu c0)

Cong chirc tu phap — ho tich
duoc giao xur 1y ho so

Céc biéu mau theo Khoan 1, Piéu 9, Thong tu s6 01/2018/TT-VPCP ngay
23 thang 11 nam 2018 cia Bo trudng, Chu nhi¢ém 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 nim 2018 ctia Chinh phu 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 caa UBND cap xa.

Tu 01 nam, sau do chuyén
ho so dén kho luu trir cua
UBND cap xa

Ghi chi: 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 hoa tha tuc hanh chinh thudc pham vi quan 1y ciia Bo Tu phép.



http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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Stra d6i Phi, 1¢ phi; Can ct phap 1y cua thi tuc hanh chinh vé phi, 1¢ phi theo quy dinh tai Nghi quyét s6 51/2021/NQ-HPND ngay
17/8/2021 cua Ho1 déng nhan dan Tinh ban hanh quy dinh mtc thu, ché do thu, ndp, quan ly va st dung 1€ phi ho tich trén dia ban tinh
Ddng Thép, c6 hiéu luc tir ngay 01/9/2021.

Bb sung boi tuong thuc hién thu tuc hanh chinh: cu thé hoa cac x3 bién gidi theo tinh hinh thuc té cua tinh.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI DPANG KY KHAI TU

Kinh @uri: W

Ho, chir dém, t€n NEWOT YEU CAU: ......oovviiviiiiiiiii it

G e 7 o T2 USROS

QUAN e VT NEUTT A8 CHEL: ..o
Pé nghi co quan diing ky khai tir cho nguoi cé tén dwéi day:

HoQ, chil d@m, tRIN: .........oiiiiiiii i
Ngay, thang, NAmM STNN: ....c.oooiiiieiee et

Gioitinh: ... Dan tOC:.....ovvveeeieieiieieeiiiiiiiiiens Quéc tich: ......oeviiinnn

Da chét vao 10 o s o A phut, ngay ............. thang ........... nam ........
INOT CHEL: .ottt nens

NGUYEN NNAN CREE: ..ot
S6 Gidy bao t/ Gidy to thay thé Gidy bao ta:™®. ... 3 [
......................................................................................................... cap ngay ... thang ... nam .......
To61 cam do‘an nhirng ndi1 dung khai trén day la dung sy that va chiu trach nhi¢m trudc
phép ludt vé cam doan ctia minh.

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

Ngudi yéu cau
(Ky, ghi 10 ho, chit dém, tén)

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

(D Ghi 15 tén co quan ding ky khai tir.

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

) Ghi théng tin vé& gidy to tuy than nhu: ho chiéu, chimg minh nhan dan hoic
gidy to hop 16 thay thé (vi du: Ching minh nhan dan sé 001089123 do Cong an thanh
phé Ha Noi cip ngay 20/10/2004).

() Néu ghi theo Gidy bao tir, thi gach cum tir “Gidy t& thay thé Gidy bao tir”; néu
ghi theo s6 Gidy to thay thé Gidy béo tir thi ghi rd tén, sd gidy to va gach cum tir “Gidy
béo tt”; trudng hop khong c6 thi myc nay dé trong

®) Pé& nghi danh ddu X vao 6 néu c6 yéu cau cap ban sao va ghi rd s6 lugng.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phic

..-.--.-(25)

g (26 ITLKT e ,hgay....thang .. .nam ........

TRICH LUC KHAI TU

Ho, chir dém, tén:

Gioitinh: ............oDantdc: ... Quéc tich:

S6 dinh danh ca
nhan:®

Gidy to tuy than:

Da chét vao UG, IO PhUL, NQAY ... ghi
bang chir:

(25 Ghi tén co quan cip Trich luc khai tir (ghi du cac cap hanh chinh).
%) Ghi theo So trong So6 dang ky khai tu.
©) Chi ghi trong truong hop da dugce cap SO dinh danh c4 nhan.



NGUOI KY TRiCH LUC
(Ky, ghi 16 ho, chit dém, tén, chirc vu, dong ddu)
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PHAN GHI CHU NHUNG THONG TIN THAY DOI SAU NAY

S6
TT

Ngay, thang, nam
ghi cha

‘Noi dung ghi chu
(dong dau vao ndi dung da ghi chu)

Cin cwr ghi chu

Ho, chir dém, tén, chir ky
cua ngwoi thuc hién ghi chu
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14. Thi tuc Thay doi, cai chinh, bé sung h tich
14.1. 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 thi tuc hanh
chinh:

Nop truc tiép qua Bo phan tiép nhan va tra két qua cia UBND cap
xa hodc qua dich vu buu chinh cong ich

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

Buworc 2

Tiép nhin va chuyén hd so
thu tuc hanh chinh

Péi voi ho so duoc ndp truc tiép qua Bo phén tiép nhan va tra 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 xét, kiém tra
tinh chinh xé4c, day du cta ho so; quét (scan) va luu trir hd so dién
tir, cap nhat vao co so dit liéu ctia phan mém mot cira dién tir cta
Tinh.

a) Truong hop hd so chua day du, chua chinh xac theo quy dinh,
cong chuc tiép nhan hd so phai hudng din 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) Trudng 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 tha 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 nhan truc tiép
trong ngay lam
viéc (khong dé qua
04 gio lam viéc)
hoic chuyén vao
dau gio ngay lam
viéc tiép theo dbi
vé6i truong hop tiép
nhan sau 15 gio
hang ngay.
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Bwoc 3

Giai quyét thii tuc hanh
chinh

Sau khi nhan hé so thu tuc hanh chinh tir B phan tiép nhan va tra
két qua cong chirc tu phap - ho tich xem xét, tham dinh ho so,
trinh phé duy¢t két qua giai quyét thu tuc hanh chinh:

03 ngay lam viéc
néu c6 co so va phu
hop véi1 quy dinh
phap luat, 06 ngay
lam viéc néu can
xac minh, 08 gio
lam viéc néu viée
bd sung ho tich 1a
cO cO sO

a) Néu thay doi, cai chinh ho tich 1a c¢6 co so, phu hop voi quy
dinh cta phap luat dan sy va phap luat co6 lién quan

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
+ Cong chirc tur phap - ho tich 1,5 ngay
+ Lanh dao Uy ban nhan dan xa ky cdp xa 0,5 ngay
+ Van thu 0,5 ngay

b) Truong hop phai xac minh dbi véi yéu cau thay doi, cai chinh
ho tich

06 ngay, trong do:

1. Tiép nhan ho so (Bd phan TN&TKQ) 0,5 ngay
2. Giai quyét ho so, trong do: 5,5 ngay
+ Cong chirc tur phap - ho tich 04 ngay
+ Lanh dao Uy ban nhan dan xa ky cdp xa 01 ngay
+ Van thu 0,5 ngay

¢) Néu viéc bo sung ho tich 1a ¢ co so, pht hop véi quy dinh cua
phap luat dan sy va phap luat co6 1ién 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
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+ Cong chirc twr phap - ho tich 04 gio
+ Lanh dao Uy ban nhan dan xa ky cap xa 02 gio
+ Van thu 01 gio

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

- Thong bao cho cé nhan biét trudc qua tin nhén, thu dién tr, dién
thoai hodc qua mang xa hoi dugc cap c6 tham quyén cho phép ddi
v6i ho so giai quyet thu tyc hanh chinh trudce thoi han quy dinh.

- Ca nhan nhan két qua giai quyet tht 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 chuc tra két qua klem tra
phiéu hen va yéu cau nguoi dén nhan két qua ky nhan vao so6 va
trao két qua.

- Trudng hop nhan két qua thong qua dich vu buu chinh cong ich.
(d¢ang ky theo hudng dan ctia Buu dién) (néu cd)

- Sang: tr 07 gio
dén 11 gio 30 pht;
- Chiéu: tur 13 gio
30 dén 17 gio cua
cac ngay lam viéc.

Tra két qua giai quyét thi
Budc 4 tuc hanh chinh

14.2. Thanh phén, s6 lwong ho so

a) Thanh phan ho so

* Gidy tO phai xuét trinh:

- Ho6 chiéu hoic ching minh nhén 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 cip, con gia tri sit dung dé chtirng minh vé nhan than ctia nguoi c6 yéu cau diang ky thay doi, cai chinh,
bd sung ho tich.

- Gidy to chimg minh noi cu trd dé xac dinh tham quyén ding ky thay doi, cai chinh, bd sung ho tich (trong giai doan chuyén
tiep).
Trudng hop gii ho so qua hé thong buu chinh thi phai giri kém theo ban sao c6 ching thuc cac gidy to phai xuat trinh néu
trén.
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* Gidy to phai nop
- To khai dang ky thay ddi, cai chinh, bd sung hd tich, xac dinh lai dan toc theo mau.
- Gidy to 1am cin cir thay d6i, cai chinh, bo sung ho tich.

- Van ban iy quyén theo quy dinh cua phap luat trong truong hop uy quyen thue hién viée dang ky thay déi, cai chinh, bd
sung ho tich. Truong hop nguoi duge uy quyén 1a ong, ba, cha, me, con, vo, chong, anh, chi, em rudt ctia ngudi uy quyén thi vin
ban ty quyén khong phai chimg thuc.

* Luuy:

- Déi véi gidy to nop, xuat trinh:

+ Truong hop nguoi yeu cau nop glay to 1a ban sao dugc cp tir 80 goc hodc ban sao dugc chung thyc tir ban chinh thi ngudi
tlep nhan hd so khong dugc yéu cau xudt trinh ban chinh; néu ngudi yéu cau chi nop ban chup va xudt trinh ban chinh thi nguoi
tiép nhan ho so klem tra, d6i chiéu ban chup véi ban chinh va ky vao ban chup xac nhan vé viéc da d6i chiéu noi dung gidy to do,
khong dugc yéu cau nguoi di dang ky nop ban sao gidy to do.

+ Ddi véi gidy to xuat trinh khi ding ky ho tich, ngudi tiép nhan co trach nhiém kiém tra, d6i chleu v6i1 thong tin trong to
khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho ngudi xuat trinh, khéng duge yéu cau ndp ban sao hodc ban
chup giay to do.

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

b) S6 lwong ho so: 01 bd
14.3. P6i twong thue hién thi tuc hanh chinh: Ca nhan
14.4. Co quan giai quyét thi tuc hanh chinh:

- Uy ban nhéan déan cép xa noi da dang ky ho tich truéc day hodc Uy ban nhan dan cap x4 noi cu trii ciia ngudi c¢6 yéu cau
co tham quyén giai quyét viéc thay doi, cai chinh cho ngudi chua du 14 tuoi, bo sung hd tich cho cong dan Viét Nam cu tr ¢ trong
nuoc.

- Uy ban nhén ddn cdp xd noi d dang ky khai tir trieée ddy thuwe hién viéc cdi chinh ngi dung dang ky khai tir.
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14.5. Két qua thwe hién tha tuc hanh chinh: Trich luc thay d6i ho tich/Trich luc cai chinh ho tich/Trich luc bd sung ho
tich (ban chinh)

14.6. Phi, 1& phi: 10.000 dong/trudong hop

Mién thu 1& phi déi véi:

- Bang ky ho tich cho nguoi thudce gia dinh c6 cong véi cach mang; nguoi thude hd ngheo, nguoi khuyét tat.

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

- Khi c6 sai sot vé thong tin do 1i ctia co quan quan 1y.

14.7. Tén méu don, miu to khai: Td khai ding ky thay ddi, cai chinh, bd sung ho tich, xac dinh lai dan toc (Thong tu sb

04/2020/TT-BTP ngay 28/5/2020 ctia B truéng BO Tu phap quy dinh chi tiét thi hanh mdt s6 diéu ctia Ludt Ho tich va Nghi dinh
s0 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mot s6 diéu va bi¢n phap thi hanh Luat HQ tich).

14.8. Yéu cau, diéu Kkién thue hién thi tuc hanh chinh:

+ Viéc thay doi ho, chit dém, tén cho nguoi dudi 18 tudi phai c6 sy dong ¥ cua cha, me ngudi do va duoc thé hién rd trong
To khai; doi vai nguoi tir du 9 tuoi tro 1én thi con phai ¢ sy dong y cia nguoi do.

+ Viéc cai chinh ho t,icﬁ chi dwoc giai quyét sau khi ¢6 di can cir d@é xde d,in,h 6 sai s6t do 16i cuia ’co”ng chue l@m cong tac
ho tich hodc cua nguoi yéu cau dang ky ho tich; khong cai chinh noi dung trén gidy to ho tich da duoc cap hop I¢ nham hop thicc
hoa thong tin trén ho so, gidy to ca nhan khac.

+ Gigy to h¢ tich quy dinh di cip cho ¢4 nhin  theo quy dinh  cua  phap
lugt ve hg tich trwéc ngdy 01/01/2016 (ngdy Ludt Hé tich c6 hidgu luc) c6 gia tri
sv dung ma khéng phdi bé sung théng tin  hg tich con thicu so véi  biéu mdu ho
tich hién hanh.

+ Gidy to h¢ tich duwoc cap hop l¢ ke tir ngay 01/01/2016 ma thong tin hg tich con thleu thi dwoc bo sung, néu cé glay 0, tai
liéu do co quan, to chirc ¢6 tham quyén cap hop 1¢ chu’ng minh. Yéu cau ghi bo sung quoc tich Viét Nam chi thuc hi¢n doi voi gidy
10 hé tich dwoe cdp ké tir ngay 01/01/2016, sau khi dd xdc dinh nguoi yéu cau dang cé quéc tich Viét Nam theo quy dinh ciia Ludt
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Quo”'c tich Viét Nam.

14.9. Can cwr phap ly cua thua tuc hanh chinh:

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

- Diéu 7,9, 26,27, 28 Luat Ho tich nim 2014;

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

- Dif%u 2,3,17, 18, 19, 20 Thong tu sO 04/2020/TT-BTP ngay 28/5/2020 cua B truong B Tu phap quy dinh chi ti,é't thi
hanh mot so diéu cua Luat Ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh pht quy dinh chi tiét mot so dieu
va bién phap thi hanh Luat HO tich

- Khodn 3; Diém a, b, ¢ Khoan 4 Diéu 1 Nghj quyét s6 51/2021/NQ-HPND ngay 17/8/2021 ciia Hpi dong nhén dan Tinh
ban hanh quy dinh mirc thu, che do thu, ndp, quan Iy va sir dung 1é phi hé tich trén dia ban tinh Dong Thap.

14.10. Luu hd so (ISO):

Thanh phan ho so luu B¢ phan luu trir Thoi gian luu

- Nhu muc 14.2;

- Két qua giai quyét TTHC hozc Vian ban tra 10i cua don vi ddi v6i hd
so khong dap ung yéu cau, di€u kién.

- HO so tham dinh (n€u c6) Tt 01 nam, sau d6 chuyén
- Van ban trinh co quan cap trén (néu co) ho so dén kho Iuu trir ctia

Céc biéu miu theo Khoan 1, Didu 9, Thong tu s6 01/2018/TT-VPCP , UBND cap xa
ngay 23 thang 11 nim 2018 cua Bo trudng, Chu nhiém Vin phong | BO phan ticp nhan vatra

Chinh phu quy dinh chi tiét mot s§ diéu va bién phéap thi hanh Nghj | ket qua cua UBND cap xa.
dinh s6 61/2018/ND-CP ngay 23 thang 4 nim 2018 caa Chinh phu vé

Cong chirc tu phap — ho
tich dugc giao xtr 1y ho so.



http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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thue hién co ché mot ctra, mot cira lién thong trong giai quyét thu tuc
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 thu tuc hanh chinh thudc pham vi quan 1y cua Bo Tu phap.

Stra doi Cén cir phap 1y cuia thi tuc hanh chinh vé phi, 1¢ phi theo quy dinh tai Nghi quyét s6 51/2021/NQ-HDND ngay
17/ 8/2921 cta Hoi dong nhan dan Tinh ban hanh quy dinh muc thu, ché d6 thu, ndp, quan ly va str dung 1€ phi ho tich trén dia ban
tinh Dong Thap, c¢o6 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 DOI, CAI CHINH,
BO SUNG THONG TIN HQ TICH, XAC PINH LAI DAN TQC

Ho, chit dém, teN NEWOT YU CAUL ........ovveieieeeeeeeeeeeee ettt neseans
NOT CU T Bttt ettt ettt ettt s st s et enenaesneees

Pé nghi co quan ding Ky viee @ ..o cho nguoi cé tén dudi day:
HOQ, Chill A€M, T8IN: ...
Ngay, thang, NAmM SINN: ..o

T6i cam doan nhitng ndi dung khai trén day la ding su that va chiu trach nhiém trude phap luat veé
cam doan ctia minh.

Dé nghi cip ban sao™: CH D Khéng D; s6 luong........... ban®
Lam tQi: ..o , hgay ......... thang ........ nam .......
Ngudi yéu ciu
(Ky, ghi r ho, chir dém, tén)
Y !(ién cta ngudi dugc thay déi ho, chir dém, tén Y kién cua cha va me (néu ghay ddi ho, chit
(néu nguoi do6 tr da 9 tudi trd 1€n); xac dinh lai dém, tén cho nguoi dudi 18 tudi)

dan toc (néu ngudi d6 tir du 15 tudi dén dudi 18
tudi)
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Chd thich:

() Ghi 15 tén co quan ding ky viéc thay ddi, cai chinh, bd sung thong tin hd tich, xac
dinh lai dan toc.

@ Ghi theo noi dang ky thuong tra; néu khéng ¢ 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 tiy than, ghi rd s6, co quan cip, ngay cap ho chiéu, chung
minh nhén dén hodc gidy to hop 1¢ thay thé (V7 du: Ching minh nhan dén s6 001089123 do
Cong an thanh pho Ha Noi cap ngay 20/10/2004).

™) Ghi rd noi dung loai viéc dé nghi ding ky.

Vi dy: thay d0i ho, tén/ cai chinh phén khai v& chit dém cta nguoi me/ xéc dinh lai dan
toc/ bo sung phan khai vé nam sinh ctia nguoi cha.

®) Ghi 16 loai viéc ho tich da dang ky trude day cé lién quan.

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

©) Ghi 16 n6i dung thay ddi, cai chinh ho tich, bd sung thong ho tich, xac dinh lai dan toc

Vi du: - Pugc thay dbi ho tir Nguyén Van Nam thanh Vii Vin Nam.

- Puogc 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 sb luong.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phic

(27)
S6: @ M ,ngay.....thang ....ndm.......

TRICH LUC
(29)

Xéac nhin:

| (0T 4 L1 (535 VU 1< o O
Ngay, thANE, NAM SN ...
Gi6i tinh: .....ccocooooooooon. DAN OC: oo QUOC HCR:

GHAY 1O T ThAN ettt

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

@7) Ghi tén co quan cip Trich luc ho tich (ghi dii cac cAp hanh chinh).

@8 Ghi theo sb trong S6é dang ky thay dbi, cai chinh ho tich, bd sung thong tin ho tich, xac dinh lai dan toc va chir viét tat
loai viéc da giai quyét trong thuc té (Vi du: 01/TLTDHT néu 1a viéc thay d6i ho tich)

29 Ghi theo loai viéc thuc té giai quyét: thay d6i ho tich; cai chinh ho tich; bd sung thong tin ho tich; xac dinh lai dan toc.
(9 Ghi theo ndi dung thuc té giai quyét: thay dbi ho/chir dém/tén; cai chinh ho, chir dém, tén, nim sinh, qué quén ...; bd
sung dan tdc, nam sinh cua nguoi cha...; xac dinh lai dan tdc.

31 Ghi tén loai gidy to/s6 ding ky ho tich co ndi dung dugc yéu cau thay dbi, cai chinh, bé sung thdng tin ho tich, s6, ngay
thang ndm dang ky.

® Ghi 3 noi dung thay déi, cai chinh ho tich, bd sung thong tin hd tich, xac dinh lai dan toc (V7 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...)



149

PHAN GHI CHU NHUNG THONG TIN THAY DPOI SAU NAY

S6
TT

Ngay, thang, nam
ghi chu

'Néi dung ghi chu
(déng dau vao noi dung da ghi chi)

Cin cw ghi chu

Ho, chir dém, tén, chir ky
cia ngwoi thwc hién ghi cha
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15. Thii tuc Ping ky cAp Gidy xac nhén tinh trang hén nhan

15.1. 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 thi tuc hanh
chinh:

1. Nop truc tiép qua Bo phén tiép nhan va tra két qua cia UBND
cap xA.

2. Hodc thong qua dich vu buu chinh céng ich.

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

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

Buworc 2

Tiép nhin va chuyén hd so
thu tuc hanh chinh

Péi voi ho so duoc ndp truc tiép qua Bo phan tiép nhan va tra ket
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 xét, kiém tra
tinh chinh xé4c, day du cta ho so; quét (scan) va luu trir hd so dién
tir, cap nhat vao co so dit liéu ctia phan mém mot cira dién tir cta
Tinh.

a) Truong hop hd so chua day du, chua chinh xac theo quy dinh,
cong chuc tiép nhan ho so phai hudng din 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) Trudng hop tir chdi nhan hd 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 ¢ tham quyén dé giai quyét
theo quy trinh.

Chuyén ngay ho so
tiép nhan truc tiép
trong ngay lam
viéc (khong dé qua
04 gio lam viéc)
hoic chuyén vao
dau gio ngay lam
viéc tiép theo dbi
vé6i truong hop tiép
nhan sau 15 gio
hang ngay.
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Bwoc 3

Giai quyét thii tuc hanh
chinh

Sau khi nhan hé so thu tuc hanh chinh tir B phan tiép nhan va tra
két qua cong chirc tu phap - ho tich xem xét, tham dinh ho so,
trinh phé duy¢t két qua giai quyét thu tuc hanh chinh:

03 ngay lam viéc
ddi vé6i trudong hop
dang ky thuong tru
01 noi, 23 ngay
lam viéc dbi véi
truong hop da tung
dang ky thuong tra
tai nhiéu noi khac
nhau

a) Truong hop ngudi yéu cau xac nhan tinh trang hén nhan ding
ky thuong trt tai 01 noti

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
+ Cong chirc tu phdp - ho tich 1,5 ngay
+ Lanh dao Uy ban nhén dén cdp xa 0,5 ngay
+ Van thu 0,5 ngay

b) Trudng hop ngudi yéu cau xac nhén tinh trang hon nhan da
tung dang ky thuong tra tai nhiéu noi khac nhau.

23 ngay, trong do:

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

2. Giai quyét ho so, trong do: 22 ngay
+ Cong chure tw phap - ho tich 1 ngay

+ Uy ban nhén ddn cdp xd noi ngwoi yéu cdu tirng dang ky 20 ngay
thuong tru

+ Lanh dao Uy ban nhdn dén cdp xa 0,5 ngay

+ Van thw

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

- Thong bao cho ca nhan biét trudce qua tin nhén, thu dién tir, dién
thoai hodc qua mang x3 hoi dugc cip co tham quyén cho phép dbi
v6i ho so giai quyét thu tyc hanh chinh trude thoi han quy dinh.

- Ca nhan nhan két qua giai quyet tht tuc hanh chinh theo thoi
gian, dia d1em ghi trén Glay tiép nhan hd so va hen tra két qua
(xuat trinh gidy hen tra két qua). Cong chuc tra két qua klem tra
phiéu hen va yéu cau ngudi dén nhan két qua ky nhan vao so va
trao két qua.

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

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

Tra két qua giai quyét thi
Budrc 4 tuc hanh chinh

15.2. Thanh phan, sé lrong ho so

a) Thanh phan ho so

* Gidy tO phai xuat trinh:

- Ho chiéu hodc ching minh nhan dan hoic thé cin cudc cong dan hodc cac gidy to khac c6 dan anh va thong tin ca nhan do
co quan co tham quyén cap, con gia tri st dung dé chung minh v€ nhan than ctia nguoi c6 y€u cau cap Gidy xac nhan tinh trang
hén nhan;

- Giay to chirng minh noi cu tra d€ chirng minh tham quyén cap Giay xac nhan tinh trang hon nhan (trong giai doan chuyén
tiép).

- Trudng hop giri hd so qua hé thdng buu chinh thi phai giri kém theo ban sao ¢6 chung thuc cac gidy to phai xuét trinh néu
trén.

* Gidy to phai nop:
- To khai cap Gidy x4c nhén tinh trang hon nhan theo mau;

- Truong hop ngudi yéu cau cap Gidy xac nhan tinh trang hon nhan da cé vo hodc chong nhung di ly hon hoic ngudi
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vo/chdng da chét thi phai xuét trinh (ban chinh) hodc ndp ban sao gidy to hop 1& dé chimg minh;
- Cong dan Viét Nam da ly hon, hiy viéc két hon & nude ngoai thi phai ndp ban sao Trich luc ghi cha ly hon.

- Trudng hop ca nhan yéu cu cip lai Gidy xac nhén tinh trang hén nhan dé sir dung vao muc dich khac hodc do Gidy xéac
nhan tinh trang hon nhan da hét thoi han sir dung theo quy dinh thi phai ndp lai Gidy xac nhan tinh trang hon nhan da dugc cap
trudc do.

- Vin ban uy quyén theo quy dinh cta phap luat trong truong hop uy quyén thue hién viée dang ky thay doi, cai chinh, bd
sung ho tich. Truong hop nguoi dwoc uy quyén la ong, ba, cha, me, con, vo, chong, anh, chi, em rudt cua nguoi uy quyén thi van
ban uy quyén khong phai chung thuc.

* Luuy:

- Déi véi gidy to nop, xuat trinh:

+ Truong hop nguoi yeu cau nop glay to 1a ban sao dugc cap tir sO goc hodc ban sao dugc chimg thyc tir ban chinh thi nguoi
tlep nhan hd so khong dugc yéu cau xudt trinh ban chinh; néu ngudi yéu cau chi nop ban chup va xudt trinh ban chinh thi nguoi
tiép nhan ho so klem tra, d6i chiéu ban chup voi ban chinh va Ky vao ban chup xac nhan vé viéc da ddi chiéu noi dung gidy to do,
khong dugc yéu cau nguoi di dang ky ndp ban sao gidy to do.

+ Doi véi gidy to xuat trinh khi ding ky ho tich, ngudi tiép nhan co trach nhiém kiém tra, d6i chleu v6i1 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 hoic ban
chup giay to do.

+ Nguoi tiép nhan o trach nhiém tiép nhan dung, du ho so dang ky ho tich theo quy dinh cua phap luat ho tich, khong duoc
yéu cau ngudi dang ky ho tich ndp thém gidy t& ma phéap lut ho tich khong quy dinh phai ndp.

- Truong hop cho phép nguwoi yéu cau dang ky hé tich Idp van ban cam doan vé ndi dung yéu cau ding ky hé tich thi co quan
dang ky hé tich phdi gidi thich ré cho ngwoi ldp vin ban cam doan vé trdch nhiém, hé qud phdp 1y ciia viéc cam doan khéng ding
suw that.

Co quan dding k¢ hé tich tr choi gidi quyét hodc dé nghi co quan c¢6  tham
quvén hiy bé két qua ding k¥ h¢  tich, néu c¢6 co s¢ xdc dinh  néi  dung cam  doan
khong diing su that.
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b) S6 luong hd so: 01 bd

15.3. P6i twong thue hién thi tuc hanh chinh: Ca nhan

15.4. Co quan giai quyét thii tuc hanh chinh:

- Uy ban nhan dan cip x4 noi nguoi yéu cu cap Gidy xac nhan tinh trang hon nhan thudng tra.

- Truong hop nguoi yéu cau cip Gidy xac nhan tinh trang hén nhan khong c6 noi thudng tra thi Uy ban nhan dan cap xa noi
tam tr( thuc hién viéc cap Gidy xac nhan tinh trang hon nhan.

15.5. Két qua thuc hién thi tuc hanh chinh: Gidy X4c nhén tinh trang hén nhan

15.6. Phi, 1& phi: 10.000 dong/trudng 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.

- Pang ky ho tich cho tré em, nguoi cao tudi, dong bao dan toc thi€u s6 & cac xa cd di€u kién kinh t€ - xa hoi dic biét kho
khan.

15.7. Tén mau don, miu to khai: To khai cap Giéy xac nhan tinh trang hon nhan keém theo 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 di€u cua Luat Ho tich va Nghi dinh s6 123/2015/ND-
CP ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mdt s6 di€u va bién phap thi hanh Luat Ho tich.

15.8. Yéu cau, diéu kién thue hién thi tuc hanh chinh:

* Truong hop yéu cu xac nhan tinh trang hén nhan nham muc dich két hon thi ngudi yéu cau phai dap ung du diéu kién két
hon:

Nam tir i 20 tudi tro 1én, nit tr da 18 tudi trd 1én;

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

Khong bi mét nang lyc hanh vi dan suy;

Viéc két hon khong thudc mot trong cac truong hop cidm két hon, gdm:
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+ Két hon gia tao, ly hon gia tao;
+ Té4o hon, cudng €p két hon, lira ddi két hon, can trd két hon;

+ Nguoi dang ¢ vo, c6 chong ma két hon voi ngudi khac hodc chua cd vo, chua c6 chdng ma két hon véi nguoi dang c6
chong, c6 vo;
+ Két hon giita nhitng nguoi cuing dong mau vé truc hé; gilta nhiing nguoi ¢ ho trong pham vi ba doi; gitra cha, me nu6i voi

con nudi; gilta ngudi da timg 14 cha, me nudi voi con nudi, cha chong véi con dau, me vo voi con ré, cha dugng vai con riéng cia
vg, me ké v6i con riéng ciia chong;

* Truong hop yéu cau cap Gidy x4ac nhan tinh trang hon nhan dé str dung vao muc dich khac, khong phai dé dang ky két hon,
thi nguo1 yéu cau khong phai dap tmg diéu kién két hon; trong Gidy xac nhan tinh trang hon nhan phai ghi r6 muc dich sir dung,
khong co gia tri str dung dé dang ky két hon. S6 lugng Gidy xac nhén tinh trang hon nhan dugc cp theo yéu cau.

* Truong hop yéu cau cdp Gidy xac nhan tinh trang hon nhan dé két hon voi ngudi ciing gidi tinh hoic két hon voi ngudi
nudc ngoai tai Co quan dai di¢n nudce ngoai tai Viét Nam thi co quan dang ky ho tich tir choi giai quyét.

15.9. Can cwr phap ly cua thu tuc hanh chinh:
- Piéu 8 Luat Hén nhan va gia dinh nim 2014;
- Piéu 7, 9 Luat Ho tich nam 2014;

- Piéu 2, 3, 21, 22, 23 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;

- Piéu 12 Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo truong Bo Tu phap quy dinh chi tiét thi hanh mot sé diéu
cua Luat HO tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cia Chinh phu quy dinh chi tiét mot s6 di€u va bién phap thi
hanh Luat Ho tich;

- Khodn 3; Diém a, b, ¢ Khoan 4 Diéu 1 Nghi quyét sé 51/2021/NO-HDPND ngay 1 7/8/2021 cua Hopi dong nhdn dan Tinh
ban hanh quy dinh mikc thu, che do thu, ndp, quan Iy va sir dung 1é phi ho tich trén dia ban tinh Dong Thap.

15.10. Luu hd so (ISO):


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

B¢ phan luu triv

Thoi gian luu

- Nhu muc 15.2;

- Két qua giai quyét TTHC hogc Vén ban tra 1oi ctia don vi doi véi ho
so khong dap timg yéu cau, dieu kién.

- Ho so tham dinh (néu co)

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

Cong chirc tu phap — ho
tich duoc giao xtr Iy ho so

Céc biéu mau theo Khoan 1, Diéu 9, Thong tu s6 01/2018/TT-VPCP
ngay 23 thang 11 ndm 2018 cua Bo trudng, Chu nhi€ém Van phong
Chinh phii quy dinh chi tiét mot sé diéu va bién phap thi hanh Nghi
dinh s 61/2018/NP-CP ngay 23 thang 4 nim 2018 cta Chinh phu vé
thuc hién co ché mot cira, mot cira lién thong trong giai quyét thu tuc
hanh chinh.

Bo phan tiép nhan va tra
két qua cua UBND cap xa.

Tt 01 ndm, sau d6 chuyén
ho so dén kho lu’u trir cua
UBND cap xa

Ghi cht: Tén thu tuc hanh chinh chuan hoa theo Quyét dinh s6 2394/QD-BTP ngay 03 thang 12 ndm 2020 ban hanh Danh
muc chuan hoéa thu tuc hanh chinh thudc pham vi quan 1y ciia Bo Tu phéap.
Stra d6i Can ctr phap ly cua thu tyc hanh chinh vé phi, 1¢ phi theo quy dinh tai Nghi quyét sé 51/2021/NQ-HDND ngay
17/8/2021 cua Ho1 dong nhan dan Tinh ban hanh quy dinh mtrc thu, ché do thu, ndp, quan 1y va st dung 1€ phi ho tich trén dia ban

tinh Pong Thap, c¢6 hiéu luc tir ngay 01/9/2021.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phic

TO KHAI CAP GIAY XAC NHAN TINH TRANG HON NHAN

Ho, chi dém, tén NZUOT YU CAU ....o..ovvvvieeececeeceeeeee e nea
INOT CU T @) ettt

Quan hé véi nguoi dugc cip Gidy xac nhan tinh trang hon nhan: ...........cccoceeveevevenenee,
Pé nghi cap Gidy xdc nhan tinh trang hon nhan cho nguoi ¢é tén dwéi day:

HO, Chit A€M, TEI: ....c.vivii it e e e e e nree e
Ngay, thang, NAM SINN: ....ccviiiiii s
Giditinh: ................... Dantdc: ... QUAC tCH: v
NOT CU TR Lottt ettt n et

T61 cam doan nhirng nd1 dung khai trén day 1a ding su that va chiu trach nhiém trude

phap luat vé cam doan ciia minh.
Lam (@i, NQAY .......... thang ......... nam ..............

Nguoi yéu cau
(Ky, ghi r6 ho, chir dém, tén)
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@ Ghi 5 tén co quan cap gidy XNTTHN.

@ Truong hop cong dan Viét Nam cu tra trong nude thi ghi theo noi ding ky thuong tri, néu khong
¢6 noi dang ky thudng tri thi ghi theo noi dang ky tam tra.

Truong hop cong dan Viét Nam cu tril & nude ngoai thi ghi theo noi thuong tra hodc tam trii & nude
ngoai.

) @ Ghi thong tin vé gidy to tiy than nhu: hd chiéu, chimg minh nhan dan hodc gidy to hop 1€ thay
thé (vi du: Chiing minh nhén dan s6 001089123 do Coéng an thanh pho Ha Noi cap ngay 20/10/2004).

@ Pbi véi cong dan Viét Nam cu tra ¢ trong nudc thi ghi rd tinh trang ho6n nhan hién tai: dang co
vo hodc ¢6 chong; hodc chua dang k}'{ ket hon véi ai; hodac da dang ky két hon/da c6 vg hodc chong,
nhung da ly hon hodc nguoi kia da chét.

DJi voi nguoi dang ¢6 Vo/chdng yéu cau xac nhan tinh trang hon nhan trong thoi gian truée khi diang
Ky ket hon thi ghi: Trong thoi gian tir ngay...thang....nam....dén ngay....thang.....ndm....chua dang ky
két hén vai ai; hién tai dang co vo/chong la ba/ong... (Giay chang nhan két hén so ..., do ... cap
ngay...thang...nam).

Dbi v6i cong dan Viét Nam cur tri & nude ngoai ¢6 yéu cau xac nhan tinh trang hon nhan trong thoi
gian cu tra tai Viét Nam trude khi xuat canh; nguoi da qua nhi€u noi thuong tra khac nhau dé nghi Xac
nhan tinh trang hén nhén tai noi thuong tra trude day thi khai vé tinh trang hon nhan cua minh trong
thoi gian déa thuong tra tai noi d6 (Vi du: Khong dang ky két hon voi ai trong thoi gian cu tru tai
............................................ , tr ngay...... thang ..... ndm ......... dén ngay ........ thang ....... nam ........).

Déi véi cong dan Viét Nam dang cu trii & nudc ngoai, ¢ yéu cau xac nhan tinh trang hén nhan
trong thoi gian cu tra ¢ nude ngoai, thi khai v€ tinh trang hon nhén cua minh trong thoi gian cu tra tai
nude do (Vi du: trong thoi gian cu tra tai CHLB DPuc tir ngay ....... thang .....nam ....... dén ngay ........ thang
....... nam ........ khong dang ky két hon voi ai tai Dai st quan Viét Nam tai CHLB buc).

) Ghi rd muc dich st dung Gidy xac nhan tinh trang hon nhan. Truong hop sir dung Gidy xac nhan
tinl} trang hﬁp nhén d€ két hon, thi phai ghi rd két hon vai ai (}1(), chir dém, tén; ngay, thang, nam sinh;
quoc tich; gidy to tuy than; noi cu tr); noi dy dinh dang ky ket hon.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Déc lap - Tw do - Hanh phuc

Sé: JUBND-XNTTHN , Ngay......thang......ndm......

GIAY XAC NHAN TINH TRANG HON NHAN

@

Xeét d€ nghi ca ON@/DAD: (...
vé viéc cap Giay xac nhan tinh trang hon nhan cho®...............ooooiii e,

XAC NHAN:

Ngay, thang, NAm SINN: ....c..oooiiiiiiiee e e e
Gidi tinh:.....ocoooinee, Dan tOC: ... QUOC HC: e,

GHAY 1O TUY thANT ..o

Gidy xac nhan tinh trang hdn nhan c6 gié tri dén thoi diém thay ddi tinh trang hén nhan
hodc 06 thang ké tir ngay cap, tiy theo thoi diém nao dén trudc.

NGUOI KY GIAY XAC NHAN
(ky, ghi o ho tén, chirc vu va dong dcfu)
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Chu thich:

W Ghi tén co quan cip Gidy x4c nhan tinh trang hon nhan (ghi d cac cap hanh chinh).

(@ Ghi tén co quan cip Gidy xac nhan tinh trang hon nhan. (Vi du: Uy ban nhan
dan phuong Lam Son).

) Ghi 1 ho, chir dém, tén cia cong chirc tu phap - ho tich cap x4 hodc vién chuc
lanh sy duoc giao nhi€ém vu tham muu giai quyét.

) Ghi 1 ho, chit dém, tén cua ngudi dugc cip Gidy xac nhan tinh trang hén nhan.
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16.1. 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 thi tuc hanh
chinh:

1. Nop truc tiép qua Bo phén tiép nhan va tra két qua cia UBND
cap xA.

2. Hodc thong qua dich vu buu chinh céng ich.

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

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

Buworc 2

Tiép nhin va chuyén hd so
thu tuc hanh chinh

Péi voi ho so duoc ndp truc tiép qua Bo phan tiép nhan va tra ket
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 xét, kiém tra
tinh chinh xé4c, day du cta ho so; quét (scan) va luu trir hd so dién
tir, cap nhat vao co so dit liéu cia phan mém mot cira dién tir cla
Tinh.

a) Truong hop hd so chua day du, chua chinh xac theo quy dinh,
cong chirc tiép nhan hd so phai hudng dan dai dién t6 chirc, ca
nhan bd sung, hoan thién hé so theo quy dinh va néu rd 1y do theo
mau Phiéu yéu cau bo sung, hoan thién hd so;

b) Trudng hop tir chdi nhan hd so, cong chirc tiép nhan ho 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 nhan truc tiép
trong ngay lam
viéc (khong dé qua
04 gio lam viéc)
hoic chuyén vao
dau gio ngay lam
viéc tiép theo dbi
vé6i truong hop tiép
nhan sau 15 gio
hang ngay.
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Bwoc 3

Giai quyét thii tuc hanh
chinh

Sau khi nhan hé so thu tuc hanh chinh tir B phan tiép nhan va tra
két qua cong chirc tu phap - ho tich xem xét, tham dinh ho so,
trinh phé duy¢t két qua giai quyét thu tuc hanh chinh:

05 ngay lam viéc néu
dang ky lai khai sinh
duoc thuc hién tai Uy
ban nhén dan cap xi
la noi da dang ky khai
sinh trudc day, 25
ngay néu dang ky lai
khai sinh dugc thuc
hién tai Uy ban nhan
dan cap xa khong
phai 1a noi da dang ky
khai sinh truéc day,
trong do:

a) Nég viéc dang ky lai khai sinh duoc thuc hién tai Uy ban nhan
dan cap xa la noi da dang ky khai sinh trude day

05 ngay, trong do:

1. Tiép nhan ho so (BO phan TN&TKQ) 0,5 ngay
2. Giai quyét ho so, trong do: 4.5 ngay
+ Cong chikc tu phap - ho tich 03 ngay
+ Lanh dao Uy ban nhén dén cdp xa 01 ngay
+ Van thu 0,5 ngay

b) Néy viéc dang ky lai khai sinh duogc thuc hién tai Uy ban nhan
dan cap xa khong phai la noi da dang ky khai sinh trude day.

25 ngay, trong do:

1. Tiép nhan ho so (Bd phan TN&TKQ) 01 ngay
2. Giai quyet ho so, trong do: 24 ngay
” N SV , .. ax 04 ngay
- Uy ban nhan dan cdp xa da dang ky khai sinh truoc day:
+ Cong chirc tw phap - ho tich 02 naa
+ Lanh dao Uy ban nhdn ddn cap xa gay
01 ngay

+ Van thu

01 ngay
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- Uy ban nhdn dén cdp xa noi nguoi yéu cau dang ky lai khai sinh
da dang ky khai sinh truéc ddy trong truong hop thuc hi¢n dang
ky lai khai sinh tai Uy ban nhédn dén cdp xd noi thuwong trii (thuc
hién viéc xdac minh)

20 ngay

Cong chire tiép nhan va tra két qua nhap vao so theo doi ho so va
phén mém dién ti thuc hién nhu sau:

- Thong bao cho c4 nhan biét trudc quatin nhan, thu dién ttr, dién
thoai hodc qua mang xa hoi dugc cap c6 tham quyén cho phép d6i
v6i ho so giai quyet thu tyc hanh chinh trudce thoi han quy dinh.

- Ca nhan nhan két qua giai quyet tht 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 chuc tra két qua klem tra
phiéu hen va yéu cau nguoi dén nhan két qua ky nhan vao so va
trao két qua.

- Trudng hop nhan két qua thong qua dich vu buu chinh cdng ich.
(d¢ang ky theo hudng dan ctia Buu dién) (néu co)

- Sang: tr 07 gio
dén 11 gio 30 pht;
- Chiéu: tur 13 gio
30 dén 17 gio cua
cac ngay lam viéc.

Tra két qua giai quyét thi
Buérc 4 tuc hanh chinh

16.2. Thanh phén, s6 lwong ho so

a) Thanh phan ho so

* Gidy tO phai xuét trinh:

- Ho chiéu hodc ching minh nhan dan hodc thé cin cudc cong dan hodc cac gidy to khac c6 dan anh va thong tin ca nhan do

co quan c6 thAm quyén cdp, con gia tri sit dung dé chimg minh vé nhan than ctia nguoi c6 yéu cau dang ky lai khai sinh;
- Giay to chirng minh noi cu tri dé chirng minh tham quyén dang ky lai khai sinh (trong giai doan chuyén tiep).

- Truong hop guri ho so qua hé thong buu chinh thi phai giri kém theo ban sao c6 ching thuc cac gidy to phai xuat trinh néu
trén.
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* Gidy to phai nop:

- To khai ding ky lai khai sinh theo mau, trong d6 c¢6 cam doan cia nguoi
yéu cau vé viéc da ndp du cac gidy to hién co.

- Ban sao toan bd hd so, gidy to cia nguoi yéu cau hoic hd so, gidy to, tai
liéu khac trong d6 c6 thong tin lién quan dén nodi dung khai sinh, gdm:

+ Ban sao Glay khai sinh do co quan c6 thim quyén cua Viét Nam cap hop 18 (ban sao duge chung thuce tir ban chinh, ban
sao duoc cap tir S6 dang ky khai sinh); Ban chinh hodc ban sao gidy tO c6 gia tri thay thé Gidy khai sinh duoc cap trudc nim 1945
& mién Béc va trude ndm 1975 & mién Nam.

+ Truong hop nguoi yéu cau khong co gidy to néu trén thi phai ndp ban sao gidy to do co quan, t6 chike c¢6 thAm quyén cua
Viét Nam cap hop 1¢ nhu: Glay ching minh nhan dan, The can cudc cong dan hoac HO chiéu; S6 ho khau, SO tam tru, gidy to
chtng minh vé noi cu tru; Bang t6t nghiép, Gidy chimg nhan, Chtng chi, Hoc ba, hd so hoc tap do co quan o thAm quyén cap
hodc xac nhan; gidy to khac c6 thong tin ve ho, chir dém, ten, ngay, thang, nam sinh cua ca nhan. Nguoi yéu cau dang ky khai sinh
c6 trach nhiém nop day du ban sao cac gidy to néu trén (néu cd) va phai cam doan da nop du cc gidy to minh c6; chiu trach nhiém,
hé qua cua viéc cam doan khong dling sy that.

- Truong hop ngudi yéu cau ding ky lai  khai sinh 1a can bo, cong  chuc,
vién chuc, nguoi dang cong tdic trong luc  lugng vii  trang thi phdi c6 van ban  xéc
nhan cia  Thu  trudéng coO  quan, don vi vé  viéc nhitng  nodi dung  khai sinh  cua
nguoi  do g(‘A)m ho, chtr dém, tén; gid1 tinh; ngay, thang, nam sinh; dan  tdc; quéc
tich, qué quan; quan hé <cha - con, me - con phu hop VI hdo so do co quan, don
vi dang quan ly.

- Van ban uy quyen theo quy dinh cta phap luat trong truong hop uy quyén thyc hién viéc dang ky lai khai sinh. Truong hop
ngueoi dwoc ity quyén la 6ng, ba, cha, me, con, vo, chong, anh, chi, em rudt ciia ngwoi iy quyén thi van bdn iy quyén khéng phdi
churng thyec.

*Luuy:

- a1 véi giay to ndp, xuat trinh:
+ Truong hop ngudi yéu cau ndp gidy td 1a ban sao dugce cap tur s6 goc hoac ban sao dugc ching thuc tir ban chinh thi nguoi
tiép nhan ho so khong dugc yéu cau xuat trinh ban chinh; néu nguoi yéu cau chi ndp ban chup va xuat trinh ban chinh thi nguoi
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ti€p nhan ho so kiém tra, doi chi€éu ban chup vdi ban chinh va ky vao ban chup xac nhan vé viéc da doi chiéu noi dung giay to do,
khong dugc yéu cau nguodi di dang ky ndp ban sao gidy to do.

+ Pbé véi gidy t0 xuat trinh khi ding ky ho tich, nguoi tiép nhian co  trach
nhiém kiém tra, d61 chi€u véi thong tin trong td 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.

T Nguoi tiép nhan co trach nhi€ém tiép nhan ding, du hd so dang ky ho tich theo quy dinh cua phap luat hd tich, khong dugc
yéu cau nguoi dang ky hd tich ndop 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 ban cam doan vé néi dung yéu cau dang 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 phdp Iy cua viéc cam doan khong dung
su that.

Co quan dding k¢ hé tich tr choi gidi quyét hodc dé nghi co quan c¢6  thdm
quyén huy bo két qua dang ky ho tich, néu co co so xdc dinh noi dung cam doan
khong dung sy that.

b) Sé lugng ho so: 01 bo
16.3. P6i twong thwe hién thi tuc hanh chinh: C4 nhan

16.4. Co quan giai quyet thii tuc hanh chinh: Uy ban nhan dan cip x3 noi di ding ky khai sinh trudc ddy hodc Uy ban
nhan dan cip xd noi nguoi yéu cau ding ky lai khai sinh thudng trd.

16.5. Két qua thuc hién thi tuc hanh chinh: Gidy khai sinh (ban chinh)

16.6. Phi, 18 phi: 5.000 dong/tricong hop.

Mién thu 1¢ phi doi véi:

- Pang ky hé tich cho nguoi thuée gia dinh c¢é cong véi cach mang; nguoi thuée hé nghéo, nguoi khuyét tit.

- Dang ky ho tich cho nguoi cao tuoi, dong bao dan toc thiéu so o cdc xd co diéu kién kinh té - xa hoi dac biét kho khan.
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16.7. Tén miu don, miu to khai: To khai dang ky lai khai sinh kém theo Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ctia
Bo6 trudéng B6 Tu phap quy dir}h chi tiét tbi hanh mot s6 diéu ctia 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.

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

- Viéc khai sinh di duoc dang ky tai co quan c6 tham quyén cta Viét Nam trudc ngay 01/01/2016 nhung So6 diang ky khai
sinh va ban chinh Giay khai sinh déu bi mat.

- Nguoi c6 yéu cau con sdng tai thoi diém yéu cau dang Ky lai.

16.9. Can cir phap ly cua thua tuc hanh chinh

- Diéu 7, 9 Luat Ho tich nam 2014;

- Diéu 2, 3, 24, 25, 26 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 HJ tich;

- Dbicu2,3,4,5,9, 10 Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo truéng Bo Tu phap quy dinh chi tiét thi hanh
mot sO dicu cua Luat HO tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh pht quy dinh chi tiét mét so diéu va
bién phap thi hanh Luat HO tich;

- Khodn 3; Piém a, b, ¢ Khodn 4 Diéu 1 Nghi quyét so 51/2021/NQ-HPND ngay 17/8/2021 ciia Hji dong nhan dén Tinh
ban hanh quy dinh mirc thu, ché do thu, nép, quan ly va sur dung 1é phi ho tich trén dia ban tinh Pong Thap.

16.10. Lwu ho so (ISO):

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

- Nhu muc 16.2;

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

- Ho so tham dinh (néu co)

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

Tt 01 nam, sau do chuyén
ho so dén kho luu trir cua
UBND cap xa

Cong chirc tu phap — ho
tich dugc giao xtr Iy ho so
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Céc biéu mau theo Khoan 1, Diéu 9, Thong tu $6 01/2018/TT-VPCP
ngay 23 thang 11 nam 2018 cua B§ truéng, Chi nhiém Van phong .
Chinh phti quy dinh chi tiét mot sé diéu va bién phap thi hanh Nghi | B0 phan tiep nhan va tra
dinh sb 61/2018/ND-CP ngay 23 thang 4 ndm 2018 ctia Chinh phu vé& | ket qua cua UBND cap xa.
thie hién co ché mot cira, mot cira lién thong trong giai quyét thu tuc
hanh chinh.

Ghi cht: Tén thu tuc hanh chinh chuan hoa theo Quyét dinh s6 2394/QD-BTP ngay 03 thang 12 ndm 2020 ban hanh Danh
muc chuan hoéa thu tuc hanh chinh thudc pham vi quan 1y ciia Bo Tu phap.

Stra d6i Phi, 1¢ phi; Can cir phap 1y cua thu tuc hanh chinh vé phi, 1& phi theo quy dinh tai Nghi quyét s6 51/2021/NQ-HDND
ngay 17/8/202} cua Ho1 dong nhan dan Tinh ban hanh quy dinh muc thu, ché dd thu, ndp, quan Iy va str dung 1€ phi ho tich trén
dia ban tinh Bong Thap, ¢6 hiéu luc tir ngay 01/9/2021.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

TO KHAI PANG KY LAI KHAI SINH
Kinh @l W

Quan hé vo1 nguot dugce khai SInh: ...

Pé nghi co quan ding Ky lai khai sinh cho nguoi c6 tén duwéi day:

HQ, chil d@m, tRI: ...
Ngay, thang, ndm sinh: ..........ccccooveiiiiiieeenieeee, ghi bang chil: ..o,
Gioi tinh:......ooooeeeel Dan toc: ...uvvvvveviviiins e Quéc tich: ...
DL T3 111§ L R
(@ TN T30 [V LTRSS
Ho, chir dém, ten NGO ME:............coiiiiiiiiii s
Nam sinh: © oo, DAN tOC: . eeveeeenn. Qudc tich: ..o,
NOT CU T @) ettt ettt sttt bbb enane
Ho, chir dém, tén nguwdi cha:............cooiiiiiii
Nam sinh: © oo, DAN tOC:..eeveeeennn.. Qudc tich:....coovooooe
NOT CU T @) ettt ettt sttt b et
Da dang ky khai sinh tai: ©...........ccocoiiii
Gidy khai sinh s6: D). ,quyénsd ... ngay .../ ... T

T61 cam doan nhiing ndi dung khai trén‘déy 1a dung su that va d ndp du cac gidy to hién
c6. Tai chiu trach nhiém trudc phép luat vé viéc cam doan cua minh.
Lamtai: ........................ , NQAY ... thang ......... nam ...........
Ngudi yéu cau
(Ky, ghi ré ho, chit dém, tén)
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Chu thich:

(1) Ghi rd tén co quan diang ky lai khai sinh

@ Ghi theo noi diang ky thuong tri; néu khong c6 noi ding ky thudng tra thi ghi
theo noi déng ky tam tra; truong hgp khong ¢6 noi dang ky thuong tra va noi dang ky
tam tra thi ghi theo no1 dang sinh sOng.

®) Ghi thong tin vé gidy to tiiy than cta nguoi di dang ky, ghi 15 sd, co quan cap,

ngay cap ho chleu ching minh nhan dan hodc gidy to hop I¢ thay thé (Vi du: Chiing
minh nhan dan sb 001089123 do Céng an thanh phd Ha Noi cap ngay 20/10/2004).

) Truong hop sinh tai co s¢ y té thi ghi 13 tén co s¢ y té va dia chi co 56 y t€ do;
treong hop sinh ra ngoai co so y t€ thi ghi dia danh cua 03 cap hanh chinh (xa, huyén,
tinh) noi sinh ra; truong hop khong rd noi sinh day du thi chi ghi dia danh hanh chinh cap
tinh.

() Ghi day du ngay, thang sinh cua cha, me (néu co).
) Ghi tén co quan da diang ky khai sinh truéc day.
() Chi khai trong truong hop biét rd.

® Pé nghi danh dau X vao 6 néu ¢ yéu cau cap ban sao va ghi 1d so lugng.



170

_..éﬁ%%&@“ﬁ

Vi

WS

i

% yi\yggr Y fiN N N NN VIR

i

\s m‘\"/ﬁ

i




171

17. Thi tuc Ping ky lai két hon
17.1. 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

Bwoc 1

Nop ho so thi tuc
hanh chinh:

Nop truc tiép qua Bo phan tiép nhan va tra két qua cia UBND cép
Xa.

- Sang: te 07 gio
den 11 gio 30 phut;
- Chieu: tir 13 gio
30 dén 17 gio cua
cac ngay lam viéc.

Buworce 2

Tiép nhan va chuyén
ho so tha tuc hanh
chinh

Cong churc tiép nhan ho so tai Bo phan tiép nhan va tra két qua xem
xét, kiém tra tinh chinh x4c, day du cta ho so; quét (scan) va luu trir
ho so dién tir, cAp nhat vao co s dit liéu ctia phan mém mot ctra dién
tu cua Tinh.

a) Trudong hop ho so chua day di, chua chinh xac theo quy dinh, cong
chue tiép nhan ho so phai huéng din c4 nhan bd sung, hoan thién hd
so theo quy dinh va néu 1 1y do theo miu Phiéu yéu ciu bd sung,
hoan thién hd so;

b) Truong hop tir chdi nhan hd so, cong chire tiép nhan hd so phai
néu ro 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 chue tlep
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 truc tiép
trong ngay lam
viéc (khong dé qua
01 gio lam vigc)
hoic chuyén vao
dau gio ngay lam
viéc tiép theo dbi
v6i truong hop tiép
nhan sau 15 gio
hang ngay.
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Bwoc 3

Giai quyét thi tuc
hanh chinh

Sau khi nhan ho so tht tuc hanh chinh tir B phan tiép nhan va tra
két qua cong chure tu phéap - ho tich xir Iy xem xét, tham dinh ho so,
trinh phé duy¢t két qua giai quyét thu tuc hanh chinh:

05 ngay lam viéc
néu dang ky lai két
hon thuc hién tai
Uy ban nhan dan
cip x3 1a noi da
dang ky két hén
trude day, 25 ngay
lam viéc néu viéc
dang ky lai két hon
thuc hién tai Uy
ban nhan dan cap
xa khong phai la
noi di dang ky két
hon trudc day,
trong do:

a) Néu viéc dang ky lai két hon thuc hién tai Uy ban nhan déan cap xa

05 ngay lam viéc,

1a noi da dang ky két hon trude day trong do:
1. Tiép nhan ho so (Bd phan TN&TKQ) 0,5 ngay
2. Giai quyét ho so, trong do: 4.5 ngay
+ Cong chirc tr phap - ho tich 03 ngay
+ Lanh dao Uy ban nhdn dén cap xa 01 ngay
+ Van thu 0,5 ngay

b) Néu viéc dang ky lai két hon thyce hién tai Uy ban nhan dan cip xa
khong phai 1a noi da dang ky két hon trude day

25 ngay lam viéc,
trong do:

- Uy ban nhdn dén cap xd khéng phdi la noi da dang ky két hon
truoc day

05 ngay
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+ Tiép nhdn 01 ngay
+ Cong chirc Tu phap — Ho tich 02 ngay
+ Lanh dao UBND cdp xd 01 ngay
+ Van thu 01 ngay
- Uy ban nhén dan noi dang ky két hon trudc ddy trong truong hop
ddang ky lai két hén tai Uy ban nhén dan cdp xd noi nguoi yéu cau 20 ngay

thuong trii (@é xdc minh).

Buoc 4

Tré két qua giai
quyét thu tuc hanh
chinh

Cong chuc ti€ép nhan va tra két qua nhap vao s6 theo doi ho so va
phan mém dién tir thuc hién nhu sau:

- Thong bao cho ca nhan biét trude qua tin nhén, thu dién tu, dién
thoai hodc qua mang xa hoi dugc cap co6 tham quyén cho phép doi
vo1 ho so gidi quyét tha tuc hanh chinh trudce thoi han quy dinh.

- Ca nhan 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 (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 s6 va trao két qua.

- Sang: te 07 gio
dén 11 gio 30 phat;
- Chieu: tir 13 gio
30 dén 17 gio cua
cac ngay lam viéc.

17.2. Thanh phén, s6 lwong ho so

a) Thanh phan ho so

* Gidy tO phai xuét trinh:

- Ho chiéu hodc ching minh nhan dan hoic thé cin cudc cong dan hodc cac gidy to khac cé 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 cia ngu:oi c6 yéu cau dang ky lai két hon;

- Gidy to chirg minh noi cu trii dé xac dinh tham quyén trong truong hop viée dang ky lai két hon thyc hién tai Uy ban nhan
dan cap xa khong phai 14 noi dang ky két hon trude ddy (trong giai doan chuyén tiép).
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* Gidy to phai nop:
- T& khai dang ky lai két hon theo mau;

- Ban sao Gidy chtng nhan két hon duoc cip trude day. Néu khong co ban sao Gidy chimg nhan két hon thi ndp ban sao
ho so, gidy to ca nhan co6 cac thong tin lién quan dén ndi dung dang ky két hon.

- Truong hop ding ky lai viéc két hon khong duoc iy quyén cho ngudi khac thuc hién, nhung mot bén c6 thé truc tiép ndp
ho so tai co quan dang ky ho tich ¢6 tham quyén, khong phai c6 van ban iy quyén ctua bén con lai.

* Luuy:

- D6i v6i gidy to ndp, xudt trinh:

+ Truong hop nguoi yéu cau nop glay to 1a ban sao dugc cAp tir sO goc hodc ban sao duoc chimg thyc tir ban chinh thi nguoi
tlep nhan hd so khong dugc yéu cau xuat trinh ban chinh; néu ngudi yéu cau chi ndop ban chup va xuét 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 ddi chiéu ndi dung gidy to do,
khong dugc yéu cau nguoi di dang ky ndp ban sao gidy to do.

+ Pbé vsi  gidy to0 xuat trinh  khi ding ky ho  tich, nguoi tiép nhan co  trach
nhiém kiém tra, 461 chiéu 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 chyp giay to do.

T Ngudi tiép nhan co6 trach nhiém tiép nhan dang, du ho so dang ky ho tich theo quy dinh ctia phap luat ho tich, khong dugc
yéu cau nguoi dang ky hd tich ndp thém giay to ma phap luat ho tich khong quy dinh phai ndp.

b) S6 luong ho so: 01 bd
17.3. P6i twong thue hién thi tuc hanh chinh: Ca nhan

17.4. Co quan giai quyet thii tuc hanh chinh: Uy ban nhan din cp x3 noi d3 ding ky két hon trude day hoic Uy ban nhan
dan cép x4 noi ngudi yéu cau cu tru.

17.5. Két qua thuc hién thi tuc hanh chinh: Gidy ching nhan két hon (ban chinh), mdi bén vo, chong 01 ban.
17.6. Phi, 18 phi: 20.000 dong/truong hop.
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Mién thu 1¢ phi doi véi:
- Bang ky hé tich cho nguoi thuée gia dinh cé cong véi cdch mang; ngueoi thude hd nghéo, nguoi khuyét tat.
- Dang ky ho tich cho nguoi cao tuéi, do”‘ng bao dan téc thiéu sé & cdc xa cé diéu kién kinh té - xa hoi dic biét khé khan.
17.7. Tén miu don, miu to khai: TO khai déng ky lai két hon (Thong tu s 04/2020/TT-BTP ngay 28/5/2020 ciia B truéng
B6 Tu phap quy dir}h chi ti,ét tl}i hanh mot s6 diéu ctia Luat HO tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cia Chinh
phu quy dinh chi tiét mot so diéu va bién phap thi hanh Luat Ho tich).
17.8. Yéu céu, diéu Kkién thwe hién thi tuc hanh chinh:
- Viéc ké‘g hon da dugc dang ky tai co quan co tham quyén cua Viét Nam trude ngdy 01/01/2016 nhung S6 dang ky két hon
va ban chinh Giay chirng nhan két hon déu bi mat;
- Nguoi yéu cau ding ky lai két hon con sdng vao thoi diém yéu cau ding ky lai két hon.
17.9. Can cw phap ly cua thu tuc hanh chinh:
- Diéu 7 Luat Ho tich nim 2014;
- Piéu 8 Luat Hon nhan va gia dinh nam 2014;

- Piéu 2, 3, 24, 25, 27 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;

- Dicu2, 3,4 Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua B§ truong Bo Tu phap quy dinh chi tiét thi hanh mot s6
di€u cua Luat ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét mot s6 di€u va bi¢n phap
thi hanh Luéat ho tich;

- Khoan 3; Piém a, b, ¢ Khoan 4 Piéu 1 Nghi quyét sé 51/2021/NQ-HPND ngay 1 7/8/2021 cua Hoi dong nhdn dan Tinh
ban hanh quy dinh n‘m’c thu, che do thu, nop, quan ly va s dung [é phi hé tich trén dia ban tinh Pong Thap.
17.10. Luu ho so (ISO):

Thanh phén ho so lru B¢ phan luu triv Thaoi gian luu
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- Nhu muc 17.2;

- Két qua giai quyét TTHC hogc Vén ban tra 10i ctia don vi doi voi ho
so khong dap timg yéu cau, dieu kién.

- Ho so tham dinh (néu co)

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

Cong chirc Tu phap — HO
tich duoc giao xtr 1y ho so

Céc biéu mau theo Khoan 1, Piéu 9, Thong tu s6 01/2018/TT-VPCP
ngay 23 thang 11 ndm 2018 cta Bo trudng, Chu nhiém Van phong
Chinh phii 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 phi1 vé
thuc hién co ché mot cira, mot cira lién théng trong giai quyét thu tuc
hanh chinh.

Bo phan tiép nhan va tra
két qua cua UBND cap xa.

Tt 01 nam, sau do chuyén ho
so dén kho luu trir cua
UBND cap xa

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 thudc pham vi quan 1y ciia Bo Tu phap.
Stra doi Phi, 1¢ phi; Can cir phép 1y ctia thii tuc hanh chinh vé phi, 1¢ phi theo quy dinh tai Nghi quyét s0 51/2021/NQ-HDND
ngay 17/8/2021 cua Ho1 dong nhan dan Tinh ban hanh quy dinh mtc thu, ché d6 thu, ndp, quan 1y va str dung 1€ phi ho tich trén

dia ban tinh Pong Thap, c6 hiéu luc tir ngay 01/9/2021.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI PANG KY LAI KET HON

Ho, chit dém, t8N NEUWOT YEU CAUS ......v.ovveieeeieeee e,
NOT CU T @ittt bbb

Pé nghi co quan ding Ky lai két hon theo ndi dung dwéi day:

Ho, chit d€m, tEN CUA VO ......ooiiiiiieiiciie e
Ngay, thang, NAm SINN: ....c..oooiiiiieee e e e
DaAn tOC: ...ccoovveveeveeeeceeeeeee e QUBC HICI: et

Ho, chit d8m, tén clia ChONE: ...............cc.covveeieieeeeeeeeeee et
Ngay, thang, NAM SINN: ....c.ooiiii e
Dan tOC: ....oovvveevieeeee QUAC HHCR e,

N OE CU I oo et e et e e e e e e e e e e e e e e ee e e e e ee e e e e eeeeseeaeeeeeeeeans

T61 cam doan nhirng nd1 dung khai trén day 1a ding su that va chiu trach nhiém trudce
phdp luat vé cam doan ctia minh.
Lamtai: ...................... , NQAYy ... thang ........ nam ...
Nguoi yéu cau
(Ky, ghi ro ho, chir dém, tén)

Dé nghi cip ban sao®: C6 D, Khoéng []
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Chu thich:
() Ghi 13 tén co quan dang ky lai két hon.
@ Ghi theo noi dang ky thuong tri; néu khong c6 noi ding ky thuong tra thi ghi theo

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

® Ghi thong tin vé gidy to tuy than nhu: ho chiéu, ching minh nhan dan hoac gidy to
hop 1€ thay thé (vi du: Chuing minh nhan dan s6 001089123 do Coéng an thanh pho 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.

® Pé nghi danh ddu X vao 6 néu cd yéu cau cap ban sao va ghi ro so luong.



179

."qﬂéé_

e %

B8 05 1

WA T
G0

o

SERNY
.ﬁ%.@ u
N
_ %wmwg“ LV
<5 ﬁtﬁ?ﬂ%..sﬁ@wﬂw\o .y ) .... 7
: e.&wwwo»@»e 2

m%ww& &&%%&. £y
3 ,\l@%&rg \% qY <

5
>
6

5]

WY

.

ANV

i

e

.\ﬁw\l

<
2)

5 7 " 4

: . : y, % V/l'; )
Vi R L Sty

3 b 2 3 P . 1 A #

7
/Ay

of )N j

{ '-““. Z
>

T7NFN o S




18. Thu tuc Pang ky lai khai tir
18.1. Trinh tw, cach thirc, thoi gian giai quyét thi tuc hanh chinh

180

TT Trinh tu thuc hién Cach thirc thuc hién Thoi gian giai
quyét
Buéc1 | Nop ho so thi tuc hanh | 1. Nop truc tiép qua BO phan tiép nhan va tra két qua cia UBND | - Sang: tir 07 gio
chinh: cap xA. dén 11 gio 30 pht;
2. Hodc thong qua dich vu buu chinh céng ich. - Chiéu: tir 13 gio
30 dén 17 gio cua
cac ngay lam viéc.
Buéc 2 | Tiép nhan va chuyén ho so | D6i voi ho so duoc ndp truc tiép qua Bo phan tiép nhan va tra két | Chuyén ngay ho so

thu tuc hanh chinh

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 xét, kiém tra
tinh chinh x4c, day du cta ho so; quét (scan) va luu trir ho so dién
tir, cap nhat vao co so dit liéu ctia phan mém mot cira dién tir cla
Tinh.

a) Truong hop hd so chua day du, chua chinh xac theo quy dinh,
cong chuc tiép nhan hd so phai hudng din ca nhan b 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) Trudng hop tir chdi nhan hd 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 Giy 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.

tiép nhan truc tiép
trong ngay lam
viéc (khong dé qua
04 gio lam vigc)
hodc chuyén vao
dau gio ngay lam
viéc tiép theo dbi
v6i truong hop tiép
nhan sau 15 gio
hang ngay.
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Buéc 3 | Giai quyét thii tuc hanh | Sau khi nhan ho so tha tuc hanh chinh tir Bo phan tiép nhan va tra | 05 ngay lam viéc
chinh két qua cong chirc tu phap - ho tich xem xét, tham dinh hd so, | néu thong tin khai
trinh phé duyét két qua giai quyét thu tuc hanh chinh: tr day da, 10 ngay
lam viéc trong
truong hop xac
minh, trong do:
a) Ngay sau khi nhan du gidy to theo quy dinh, néu thay thong tin | 05 ngay, trong do:
khai tir ddy du va phu hop
1. Tiép nhan ho so (Bo phan TN&TKQ) 0,5 ngay
2. Giai quyét ho so, trong do: 4,5 ngay
+ Cong chiec tw phap - ho tich 03 ngay
+ Lanh dao Uy ban nhdn dén cap xa 01 ngay
+ Van thu 0,5 ngay
b) Truong hop can xac minh. 10 ngay, trong do:
1. Tiép nhan ho so (Bd phan TN&TKQ) 0,5 ngay
2. Giai quyét ho so, trong do: 9,5 ngay
+ Cong chirc tw phap - ho tich 07 ngay
+ Lanh dao Uy ban nhdn dan cap xa 02 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 doi ho so va | - Sang: tir 07 giod

tuc hanh chinh

ph?m mém dién ti thuc hién nhu sau:

- Thong bao cho ca nhan biét trudc qua tin nhén, thu dién tr, dién
thoai hodc qua mang xa hoi dugc cép c6 thAm quyén cho phép doi
v6i ho so giai quyét thu tuc hanh chinh trude 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 ho so va hen tra két qua
(xuat trinh gidy hen tra két qua). Cong chirc tra két qua kiém tra

dén 11 gio 30 pht;
- Chiéu: tur 13 gio
30 dén 17 gio cua
cac ngay lam viéc.
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phiéu hen va yéu cau nguoi dén nhan két qua ky nhan vao sb va
trao két qua.

- Trudng hop nhan két qua théng qua dich vu buu chinh cong ich.
(d¢3ng ky theo hudng dan ciia Buu dién) (néu cd)

18.2. Thanh phén, s6 lwong ho so

a) Thanh phan ho so

* Gidy tO phai xuét trinh:

- HO chjéu hodc chimg minh nhan dan hoac thé can cudc cong dan hodc cac gidy to khac co dan anh va thong tin ca nhan do
co quan c6 tham quyén cap, con gia tri st dung d€ ching minh vé nhan than ctia nguoi ¢6 yéu cau dang ky lai khai tir;

- Truong hop giri ho so qua hé thdng buu chinh thi phai giri kém theo ban sao ¢ chimg thuc cac gidy to phai xuét trinh néu
trén.

* Gidy to phai nop:
- To khai dang ky lai khai tir theo mau;

- Ban sao (}iéy chtmg tir trude day duoc cap hop 16. Néu khong c6 ban sao Gidy chimg tir trude day duoc cap hop 18 thi nop
ban sao ho so, gidy to lién quan cé ndi1 dung chimg minh su kién chét.

- Véan ban uy quyen theo quy dinh cta phap luat trong truong hop Gy quyén thyc hién viéc dang ky lai khai tir. Truong hop
ngueoi dwoc ity quyén la 6ng, ba, cha, me, con, vo, chong, anh, chi, em rudt ciia nguoi iy quyén thi van bdan ity quyén khéng phdi
churng thyec.

* Luuy:

- D6i vé6i gidy to ndp, xuat trinh:

+ Truong hop nguoi yéu cau nop glay to 1a ban sao dugc cap tir 80 goc hodc ban sao dugc ching thuce tir ban chinh thi nguoi
tlep nhan hd so khong dugc yéu cau xudt trinh ban chinh; néu ngudi yéu cau chi nop ban chup va xudt trinh ban chinh thi nguoi

tiép nhan ho so kn‘em tra, dbi chiéu ban chup véi ban chinh va ky vao ban chup xac nhén vé viéc da d6i chiéu noi dung gidy to do,
khong duoc yéu cau nguoi di dang ky ndp ban sao giay to do.
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+ Pbé véi  gidy t0 xuat trinh  khi ding ky ho tich, ngudi tiép nhdn c6  trach
nhiém kiém tra, d61 chi€u véi thong tin trong to khai, chup lai hodc ghi lai thong tin dé€ Iuu trong ho so va tra lai cho nguo1 xuat
trinh, khong dugc yéu cau ndp ban sao hodc ban chup giay to do.

+ Nguodi tiép nhan co trach nhiém tiép nhan dang, du ho so dang ky ho tich theo quy dinh cua phép luat hd tich, khong duoc
yéu cau nguoi dang ky ho tich ndp thém giay t& ma phap luat ho tich khong quy dinh phai nop.

b) S6 lugng hd so: 01 bod

18.3. P6i twong thue hién thi tuc hanh chinh: Ca nhan

18.4. Co quan giai quyét thii tuc hanh chinh: Uy ban nhan dan cap xa noi da dang ky khai tir trude ddy thuc hién dang ky
lai khai tur.

18.5. Két qua thuc hién thii tuc hanh chinh: Trich lyc khai tir (ban chinh)

18.6. Phi, 1¢ phi: 5.000 dong/trudnghop.

Mién thu 1¢ phi d6i véi:

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

- Pang ky ho tich cho tré em, nguoi cao tudi, dé)ng bao dan tdc thiéu sd & cac xa co diéu kién kinh té - x3 hoi dic biét kho
Khan.

18.7. Tén miu don, mau t& khai: To khai dang ky lai khai tir (Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cta B) truong
B6 Tu phap quy dir,lh chi ti,ét tl}i hanh mot s6 diéu ctia Luat HO tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cia Chinh
phu quy dinh chi tiét mot so diéu va bién phap thi hanh Luat Ho tich).

18.8. Yéu cau, diéu kién thue hién thi tuc hanh chinh: Viéc khai tr da duoc dang ky tai co quan ¢6 tham quyén cta Viét
Nam trude ngay 01/01/2016 nhung S6 dang ky khai tir va ban chinh Giay ching tir déu b1 mat.

18.9. Cin cir phap 1y cia thia tuc hanh chinh®?;

32 Phan in nghiéng 13 ndi dung thay doi.
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- Piéu 7, 9 Luat Ho tich ndm 2014;

- Piéu 2, 3, 24, 25, 27 Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phti quy dinh chi tiét mot sé diéu va bién

phap thi hanh Luat ho tich;

- Ditu2,3,4 Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ctia Bo truéng Bo Tu phép quy dinh chi tiét thi hanh mot s6
diéu cua Luat HQ tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mot so di€u va bién phap

thi hanh Luat HO tich;

- Khodn 3; Diém a, b, ¢ Khoan 4 Diéu 1 Nghj quyét s6 51/2021/NQ-HPND ngay 17/8/2021 ciia Hi dong nhén dan Tinh
ban hanh quy dinh mirc thu, che do thu, ndp, quan Iy va sie dung 1é phi hé tich trén dia ban tinh Dong Thap.

18.10. Luu hd so (ISO):

Thanh phan hé so luu

B¢ phan luu trir

Thaoi gian luu

- Nhu muc 18.2;

- K&t qua giai quyét TTHC hodc Vin ban tra 10i ctia don vi d6i véi ho so
khong dép tng yéu cau, dicu kién.

- Ho so thdm dinh (néu c6)

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

Cong chirc tu phap — ho
tich duogc giao xtr 1y ho so

Céc biéu mau theo Khoan 1, Diéu 9, Thong tu s6 01/2018/TT-VPCP ngay
23 thang 11 nam 2018 ctia B0 trudng, Chu nhi€ém Van phong Chinh phu quy
dinh chi tiét mot s6 diéu va bién phap thi hanh Nghi dinh sé 61/2018/ND-
CP ngay 23 thang 4 nam 2018 cia Chinh phu vé thuc hién co ché mot cira,
mdt ctra lién thong trong giai quyét thii tyc hanh chinh.

Bo phan tiép nhan va tra
két qua cua UBND cap xa.

Tu 01 ndm, sau d6 chuyén
ho so dén kho lu'u trir cla
UBND cap xa

Ghi chd: Tén thi tyc hanh chinh chuan hoa theo Quyét dinh sé 2394/QD-BTP ngay 03 thang 12 niam 2020 ban hanh Danh
muc chuan héa thu tuc hanh chinh thudc pham vi quan 1y ctia Bo Tu phap.

Stra d6i Can ct phap 1y cua thi tuc hanh chinh vé phi, 18 phi theo quy dinh tai Nghi quyét s6 51/2021/NQ-HDND ngay



http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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17/8/2021 cua Ho1 déng nhan dan Tinh ban hanh quy dinh mirc thu, ché d9 thu, nop, quan ly va sir dung 1€ phi ho tich trén dia ban
tinh Dong Thap, c6 hiéu luc tir ngdy 01/9/2021.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY LAI KHAI TU

QUAN h8 VO NEUTT GA CREL: ...t
Dé nghi co quan ding ky lai khai tir cho nguoi c6 tén duéi day:

HoQ, chif d@m, tRI: ......coeiiiiii
Ngay, thang, NAmM STNN: ......oooiiiiiie e e e e e
GiGi tinh: e, DAN tOC: wvveveeeeeeeerees e, QUABC HICN: oo

NGUYBN NNAN ChEE®) e e
Da dang ky khai tir tai: © ngay ......... thang .......... nam ..........

Gidy chung tir/Trich lIyc khai tirsd: ® ..., quyénsd: ©. ...

T61 cam doan nhirng nd1 dung khai trén day 1a ding su that va chiu trach nhiém trudce
phdp luat vé cam doan ctia minh.

Lam t@i: ..., ,Ngay ... thang ....... nam......
Nguoi yéu cau
(Ky, ghi r6 ho, chit dém, tén)

Dg% nghi cip ban sao™: C6 D, Khoéng []
S6 lugng:....... ban
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Chu thich:

() Ghi 6 tén co quan dang ky lai khai tur.

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

®) Ghi thong tin vé gidy to tuy than nhu: ho chiéu, chimg minh nhan dan hoac gidy to
hop 1€ thay thé (vi du: Chuing minh nhan dan s6 001089123 do Coéng an thanh pho Ha Noi cap
ngay 20/10/2004).

™ Truong hop chua xac dinh duoc thi dé tréng.

®) Ghi 6 tén co quan di ding ky khai tir trude day.

®) Chi khai trong truong hop biét rd.

() Pé nghi danh dau X vao 6 néu cd yéu cau cp ban sao va ghi 1 sb lugng.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

..-.--.-(33)

g4 (34 ITLKT ,ngay....thang .. .nam ........

TRICH LUC KHAI TU

Ho, chir dém, tén:

Gioitinh: ............oDantdc: ... Quéc tich:

S6 dinh danh ca
nhan:®

Gidy to tuy than:

Da chét vao UG, IO PhUL, NQAY ... ghi
bang chir:

9 Ghi tén co quan cép Trich lyc khai tir (ghi dii cac cép hanh chinh).
39 Ghi theo So trong S6 dang ky khai tir.
©) Chi ghi trong truong hop da dugc cap S6 dinh danh c4 nhan.



NGUOI KY TRiCH LUC
(Ky, ghi 16 ho, chit dém, tén, chirc vu, dong ddu)
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PHAN GHI CHU NHUNG THONG TIN THAY DOI SAU NAY

S6
TT

Ngay, thang, nam
ghi cha

‘Noi dung ghi chu
(dong dau vao ndi dung da ghi chu)

Cin cwr ghi chu

Ho, chir dém, tén, chir ky
cua ngwoi thuc hién ghi chu
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19. Thi tuc Cép ban sao trich luc hd tich
19.1. 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 thi tuc hanh
chinh:

1. Nop truc tiép qua Bo phén tiép nhan va tra két qua cia UBND
cap xA.

2. Hodc thong qua dich vu buu chinh céng ich.

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

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

Buworc 2

Tiép nhin va chuyén hd so
thu tuc hanh chinh

Péi voi ho so duoc ndp truc tiép qua Bo phan tiép nhan va tra ket
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 xét, kiém tra
tinh chinh xé4c, day du cta ho so; quét (scan) va luu trir hd so dién
tir, cap nhat vao co so dit liéu ctia phan mém mot cira dién tir cta
Tinh.

a) Truong hop hd so chua day du, chua chinh xac theo quy dinh,
cong chuc tiép nhan ho so phai hudng din 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) Trudng hop tir chdi nhan hd 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 nhan truc tiép
trong ngay lam
viéc (khong dé qua
01 gio lam vigc)
hoic chuyén vao
dau gio ngay lam
viéc tiép theo dbi
vé6i truong hop tiép
nhan sau 15 gio
hang ngay.

Bwoc 3

Giai quyét thi tuc hanh
chinh

Sau khi nhan hé so thu tuc hanh chinh tir B phan tiép nhan va tra
két qua cong chirc tu phap - hd tich 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 gid
2. Giai quyét ho so, trong do: 07 g10
+ Cong chure tw phap — ho tich 04 gio
+ Lanh dao Uy ban nhdn dan cdp xd 02 gio
+ Van thu 01 gio

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

- Thong bao cho ca nhan biét trudc qua tin nhén, thu dién tir, dién
thoai hodc qua mang xa hoi duoc cap co tham quyén cho phép d6i
v6i ho so giai quyét thu tuc hanh chinh trudc thoi han quy dinh.

- Cé& 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 klem tra
phiéu hen va yéu cau ngudi dén nhan két qua ky nhan vao s va
trao két qua.

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

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

Tra két qua giai quyét thi
Budc 4 tuc hanh chinh

19.2. Thanh phén, s6 lwong ho so

a) Thanh phan ho so

* Gidy tO phai xuat trinh:

- Ho chiéu hodc chimg minh nhan dan hodc thé can cudc 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 chirg minh vé nhan than ctia nguoi co yéu cau cip ban sao trich luc ho tich.

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

* Gidy to phai n¢p: o ‘

- To khai cap ban sao trich luc h tich theo mau doi voi truong hopnguoi yéu cau la ca nhan.

- Vién ban yéu cau cap ban sao trich luc ho tich néu 15 1y do trong trudng hop nguoi yéu cau la co quan, t6 chuc.

- Vin ban uy quyén theo quy dinh ctia phap luét trong truong hop ty quyén thuc hién yéu cau cip ban sao trich luc ho tich.
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Truong hop nguoi duoc Gy quyén 13 ong, ba, cha, me, con, vg, chong, anh, chi, em rudt ctia ngudi ty quyén thi vin ban uy quyén
khong phai chung thuc.

* Luuy:

- D6i v6i gidy to ndp, xudt trinh:

+ Truong hop nguoi yéu cau nop glay to' 1a ban sao dugc cap tir s6 goc hodc ban sao dugc chung thyc tir ban chinh thi ngudi
tlep nhan hd so khong dugc yéu cau xuat trinh ban chinh; néu ngudi yéu cau chi nop ban chuyp va xuét trinh ban chinh thi nguoi

tiép nhan ho so klem tra, d6i chiéu ban chup véi ban chinh va ky vao ban chup xac nhan vé viéc da d6i chiéu noi dung gidy to do,
khong duoc yéu cau ngudi di dang ky ndp ban sao gidy to do.

+ P6i  véi gidy to xuat trinh  khi  diang ky ho tich, ngudi tip nhan c6  trach
nhiém kiém tra, d61 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 y€u cau ndop ban sao hodc ban chup giay to do.

T Nguoi tiép nhan co trach nhi€ém tiép nhan ding, du hd so dang ky ho tich theo quy dinh cua phap luat hd tich, khong duoc
yéu cau nguoi dang ky ho tich ndp thém giay to ma phap luat ho tich khong quy dinh phai ndp.

b) SO lugng ho so: 01 bo

19.3. P6i twong thwe hién thi tuc hanh chinh: C4 nhan, co quan, t6 chirc

19.4. Co quan giai quyét thi tuc hanh chinh: Uy ban nhan dan cip x3

19.5. Két qua thuc hién thi tuc hanh chinh: Ban sao trich luc ho tich

19.6. Phi, 18 phi®®: 8.000 dong/ban sao Trich luc/sie kién hé tich da dang ky

Mién thu 1¢ phi ddi véi:

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

- Bang ky ho tich cho tré em, ngudi cao tudi, dong bao dan tde thiéu sé ¢ cac xa co di€u kién kinh té - xa hdi dac biét kho
khan.

% Phan in nghiéng 14 noi dung thay doi.
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19.7. Tén mau don, miu to khai: To khai czflp ban sao trich luc ho tich kém theo Thong tu sO 04/2020/TT-BTP ngay
28/5/2020 cua B trudéng Bo Tu phap quy dinh, chi tiét, thi‘hémh mot s6 diéu cua Luat HO tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat HO tich.

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

19.9. Can cwr phap ly cua thu tuc hanh chinh:

- Piéu 57, 62, 63, 63 Luat Ho tich nim 2014;

- Diéu 2 Nghj dinh s 123/2015/ND-CP ngay 15/11/2015 cta Chinh phil quy dinh chi tiét mot s6 diéu va bién phap thi hanh
Luat Ho tich;

- Dicu 2, 3,23 Thong tu s0 04/2020/TT-BTP ngay 28/5/2020 ciia Bo truong Bo Tu phap quy dinh chi tiét thi hanh mot s6
diéu cua Luat HQ tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mét so di€u va bi¢n phap
thi hanh Luat Ho tich;

- Diém ¢ khoan 2 Diéy 5 Théng tw s6 85/2019/TT-BTC ngay 29/11/2019 cua B¢ truong Bo Tai chinh huwong dan vé phi va
[é phi thuoc tham quyén quyét dinh cua Hoi dong nhdn dan tinh, thanh pho thuoc trung wong;

- Diéu 4 Théng tw s6 281/2016/TT-BTC ngay 14/11/2016 ciia Bé Tai chinh quy dinh micc thu, ché dd thu, ndp, qudn Iy va
su dung phi khai thac, sir dung thong tin trong Co so dit liéu ho tich, phi xac nhdn co quoc tich Viét Nam, phi xac nhan la nguoi
goc Viét Nam, lé phi quoc tich.

19.10. Luu hd so (ISO):
Thanh phan ho so lvu B¢ phan luu trir Thoi gian luu

- Nhu muc 19.2;

- Két qua giai quyét TTHC hodic Van ban tra 10i ctia don vi doi véi ho
SO lfhf)ng (?ép ung yé1’1 cau, diéu kién. Tt 01 nim, sau d6 chuyén
- Ho so tham dinh (néu c0) , ho so dén kho luu trit cia
- Van ban trinh co quan cap trén (néu co) UBND cap xa

Céc bidu mau theo Khoan 1, Piéu 9, Thong tu s6 01/2018/TT-VPCP | Bo phan tiep nhan va tra
ngdy 23 thang 11 nim 2018 cua B) trudng, Chu nhiém Vin phong | Ketqua cia UBND cap xa.

Cong chirc tu phap — ho
tich duogc giao xtr 1y ho so.



http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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Chinh phii quy dinh chi tiét mot sé diéu va bién phap thi hanh Nghi
dinh s 61/2018/ND-CP ngay 23 thang 4 nim 2018 cta Chinh phu vé
thue hién co ché mot cira, mot cira lién thong trong giai quyét thu tuc
hanh chinh.

Ghi chu:
Tén thi tuc hanh chinh chuan hoa theo Quyét dinh s6 2394/QD-BTP ngay 03 thang 12 nam 2020 ban hanh Danh myc chuan
hoa thu tuc hanh chinh thudc pham vi quéan 1y ctia BO Tu phap.
B6 sung Ké’t, qua thyc hién thu tuc hanh chinh, Can ct phap 1y cta tht tuc hanh chinh vé trich luc nuéi con nudi theo quy
dinh tai Thong tu s06 10/2020/TT-BTP ngay 28 thang 12 nam 2020 cua Bo trudng B Tu phép.
~ Sira doi Phi, 1& phi Diém ¢ khoan 2 Piéu 5 Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ctia Bo truong 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
Doc lap - Tu do - Hanh phic

TO KHAI
CAP BAN SAO TRiCH LUC HO TICH

KINh @U@ e

Quan h¢ voi nguoi dugce cép ban sao Trichluchd tich: ............cccc
Pé nghi co quan cap ban sa0 trich Te™ ...........c.ooooiiiiiicieee s

cho nguoi c6 tén duwdi day:

T6i cam doan nhitng noi dung khai trén day 1a dung sy that va chiu trach nhiém truéc phéap luat vé
cam doan ciia minh

Lam tqi: ................. , hgay ... thang ... nam ......
Nguoi yéu cau
(ky va ghi ro ho, chir dém, tén)
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Chu thich:

@) Ghi tén co quan d& nghi thyc hién viéc cip ban sao Trich luc ho tich.

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

®) Ghi thong tin vé gidy t& tiry than cia ngudi di dang ky, ghi 16 s6, co quan cip, ngdy cip ho chiéu,
chting minh nhan dan hodc gidy to hop 18 thay thé

Vi du: Chimg minh nhan dan s6 001089123 do Céng an thanh phd Ha Noi cip ngay 20/10/2004.

) Ghi 15 loai viéc hé tich da dang ky truoc day, nay deé nghi cép ban sao Trich luc ho tich.

®) Ghi 5 tén co quan di ding ky ho tich trude day.

Vi dy: Uy ban nhan dan phudng Pién 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 1 s6 lwong ban sao dé nghi cap.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

(D)

S6: @ JITLKH-BS ... ngay....thang ....nam .......

TRICH LUC KET HON
(BAN SAO)

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

Ngay, thang, ndm sinh: ............................. Ngay, thang, ndam sinh: ...

Dantoc: ... DANEOCT

QUOC tCh: oo QUOC HCR )

NOTCU IO oo NOTCU UL e e

Gidy tO thy thAn: ..o GHAY O 0y thAN: e

NGUOI KY TRIiCH LUC ,
(Ky, ghi r6 ho, chit 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 sd trong SO cép ban sao Trich luc hd tich ctia co quan thyc hién viéce cép ban sao
Trich luc két hon.

®) Ghi 16 tén co quan di thyc hién viée dang ky két hon.

- Truong hop dang ky lai két hon; dang ky hon nhan thyc té theo quy dinh tai khoan 2
biéu 44 cua Nghi dinh s6 123/2015/ND-CP; cong nhan ,ViéC két hon theo quy diqh tal Diéu 11
Luat hon nhan va gia dinh; thuc hién lai viéc dang ky két hon theo quy dinh tai Diéu 13 cua Luat
hon nhan va gia dinh thi ghi r0 tai muc ndy va ghi rd ngay xac 1ap quan hé hon nhan.

Vi du: Pang ky lai két hon, quan hé hon nhan duge xac 1ap tir ngay 01/5/1998
Ping ky hon nhan thyc té theo quy dinh tai khoan 2 Diéu 44 ciia Nghi dinh s
123/2015/ND-CP, quan hé hon nhan dugc xac l1ap tir ngay 01/5/1985
Quan hé hon nhan duoc cong nhan tir ngay ..... theo Ban an/Quyét dinh s6 .... ngay
.......... cua TAND .............
Thuc hién lai viéc dang ky két hon theo quy dinh tai Piéu 13 cta Luat hon nhan va gia
dinh, quan h¢ hon nhan duoc xac 1ap tir 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 du: D ly hon/ghi vao S6 ho tich viée 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 16 cin cir cip ban sao tir: S6 ding ky két hon hodc Co
s& dir liéu ho tich dién tir.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phic

RS
S6: @ ITLKT-BS vy NQAY.... .thANG .. ..ndm .........
TRICH LUC KHAI TU
(BAN SAO)

Ho, chit d@m, tRI: ...
Ngay, thang, ndm SINh: ...
Giditinh: ... Dantoc: ... Qubc tich:....uveeeininn,
SO ANN dANN CA TNAIL ©.vovoeeeeeeeeeeeeeee et e ettt r et ee et en e en e
GHAY 1O tUY thAN ©.voevviieseeeceeeeeee et es et es sttt e st en et an et neeas
Da chét vao 1C... <3 T A phut, Ngay....ooe. ghi bang chit:
INOT CREL: ...ttt sttt en s s s seneas
Di duge dang ky khai tlr tai: @ ..o
SO e NQAY...oorrn thang ... nam............
Thue hién trich luc tlr: @ ...,

NGUOI KY TRICH LUC

(Ky, ghi 16 ho, chit dém, tén, chire vu, déng dau)
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Chu thich:

(D) Ghi tén co quan thuc hién viée cAp ban sao Trich luc khai tir (ghi di cic cdp hanh chinh).

@ Ghi theo s6 trong SO cép ban sao Trich luc ho tich cua co quan thyc hién viéc cép ban
sao Trich luc khai tir.

®) Ghi tén co quan dang ky khai tir, s, ngay thang nim dang ky.

) Tuy theo cach thirc thuc hién, ghi rd cin ¢t cdp ban sao tir: S6 dang ky khai tir hodc Co
so dir li€u ho tich dién tu.

CONG HOA XA HOQI CHU NGHIA VIET NAM
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Poc 1ap - Tw do - Hanh phic

@

$6:@ JTLGH-BS .. ,Ngay.....thang ...ndm ...

TRICH LUC PANG KY GIAM HQ

(BAN SAO)
Nguwoi giam ho:
HO, Chit Q&M tEN: ..o e e e s e e e s e b e e e e e nanraaee e
Ngay, thang, NAM SINN: ...
Gi61 tinh:.. Dan tOcC:.......i Quéc tich:. .o
GHAY 0 tUY ThANT ©.vorvecveeeee ettt ettt st s sttt aneansens et
INOT CU UL ettt ettt et e et e e e bt e e et e be e e be e e be e e anreeneas
Nguwoi dugce giam hg:
HO, Chit A8, tEN: ... e e s e e e e s e e e e e e e nnnree e
Ngay, thang, NAM SINN: ....cooiiii e
Gidi tinh:o Dan toc:....... QUAC HICH: et
Gidy khai Sinh/Giay t thy thAN: .....c.cveveeerecieeeeese et enes s ss e,
INOT CU UL ettt ettt ettt et e e b et e e e e be e e b e e e nbe e e beeannes
Da dang ky gidm ho tai:®) ..o
SO e NQAY......cocoovovre. thang ... nam.............
Thue hién trich Iue 6@ ..o,

NGUOI KY TRICH LUC
(Ky, ghi v6 ho, chit dém, tén, chirc vu, dong dd'u)

Chd thich:
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() Ghi tén co quan cip ban sao Trich luc ding ky giam ho (ghi di cac cap hanh chinh).

@ Ghi theo sb trong S6 cp ban sao Trich luc ho tich cia co quan cap ban sao Trich luc ho
tich.

) Ghi 1& tén co quan di dang ky giam ho, s, ngay thang nim dang ky.

*) Tuy theo cach thirc thuc hién, ghi 1 cin ¢t cip ban sao tir: SO ding ky giam ho hoic Co
s dir liéu ho tich dién tar.

CONG HOA XA HOI CHU NGHIA VIET NAM
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Poc 1ap - Tu do - Hanh phuc

e
s6:@  /TLCDGH-BS . ,NQay........thang.... .ndm .......
TRICH LYC
DANG KY CHAM DUT GIAM HO
(BAN SAO)
Nguwoi giam hg:
HO, Chit A8, tEN: ...t e e et r e e e e st e e e e e nnraaeeeeans
Ngay, thang, NAM SINN: ...
G101 tinh. Dan toC: ... QubC tCh: e,
GHAY 1O TUY thANT ©voveveeeececeeeeee ettt e s ettt sttt ne st s st en et en et et en et eren e
Nguoi duge giam ho:
| (O TR e] 00 e () T ) s LU
Ngay, thang, NAmM SINN: ....c.ooiiii e
G161 tinh Dan toC:. ... QUAC tCh: v,
Gidy khai Sinh/GIay t thy thAN: .....coveeveeercees et est s s s
Dang ky gidm ho tai: @ Lo
......................................................................................... SO NQAY o th@ng o n@m..
Di dang ky chim dit gidm ho, 86 ... NQay ... thang...... nam..............
Thue hi€n trich IUC tlr: @ ..
NGUOI KY TRiCH LUC

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

Chd thich:
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(D) Ghi tén co quan cap ban sao Trich luc dang ky chidm dut giam ho (ghi du cac cap hanh
chinh).

() Ghi theo s6 trong So cép ban sao Trich luc ho tich ctia co quan thuc hién viéc cép ban sao
Trich lyc dang ky cham dut giam ho.

@) Ghi rd tén co quan ding ky gidm ho trudc day (sb, ngay thang nam dang ky).

4 Tuy theo cach thirc thuc hién, ghi rd cin cr cip ban sao tir: S6 ding ky chdm durt giam ho
hoac Co so dir liéu ho tich dién tur.

CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

....(1)
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Sb: @ /TLCMC-BS ... ,NQay.......thang ......nam .......

TRiICH LUC PANG KY NHAN ... @
(BAN SAO)

X4c nhan diang ky viécnhan ... ©) giira:

Ho, chlt d&€m, t€n Cha/MeE: ........vviiiiiieiie e e e e e e e e e

Ngay, thang, ndm SINN: ..o e
Giditinh: ... Dantoc: ... QUAC tCR: oo

GHAY 1O TUY thAN ov.vecescveseeeeeteee ettt sttt ettt en et en s eeneneas

| L0 T 00 e (3 s TR ) s B o0 ) o SR

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

NGUOI KY TRICH LUC
(Ky, ghi 16 ho, chit dém, tén, chirc vu, dong ddu)

Chd thich:
(1) Ghi tén co quan cp ban sao Trich luc (ghi du cic cip hanh chinh).
@ Ghi theo sb trong S6 cAp ban sao Trich luc ho tich cta co quan ding ky ho tich.
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@ Ghi 10 viéc dang ky nhan: cha, con hoac me, con tuy theo dang ky viéc cha nhan con/con
nhan cha hoac me nhan con/con nhan me.

) Ghi tén co quan, sd, ngdy thang nim dang ky nhan cha, con hoic me, con.

®) Tuy theo cach thirc thyc hién, ghi 16 cin cir cép ban sao tr: S6 dang ky nhan cha, me, con
hodc Co so dir liéu ho tich dién tur.

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phic

(1)



S6: @ ITLGCKS-BS

~ TRICH LYC
GHI VAO SO HOQ TICH VIEC KHAI SINH
(BAN SAO)

HOQ, chir d€m, t8IN: ... e e e

Nogay, thang, nam sinh: ...............cocoiiiiienn .. ghi bang chif: ........ooeeiiiee e

Gioitinh: ...... ...........DANOC: ..., Quéc tich: e
NOT SN e e ——— e

(@ N o {1 PSP
SO AN NN CANNAN ©.. ... et e e et e s ese e s e s enenesrenes
Ho, chir dém, ten NGUOT ME: .........oovoiiiiiiee i e et e e e

Namsinh: ..............oooeeenl DANOC «eeevveeeeeeeeeereeneienes. QUOC HCh: e

e B b 1 ¢ RPN

Y0 S 1072 | SR

NGUOIKY TRICHLUC
(Ky, ghi ro ho, chir dém, tén, chirc vu, dong dau)
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Chu thich:
(D) Ghi tén co quan cip ban sao Trich luc ghi vao S6 ho tich viéc khai sinh (ghi du cac cdp hanh
chinh).
@ Ghi theo sb trong SO cép ban sao Trich luc ho tich cua co quan thyuc hién viéc cép ban sao ghi
vao S6 hd tich viéc khai sinh.
®) Ghi tén co quan di thuc hién ghi vao sb ho tich viéc khai sinh, sé dang ky, ngay, thang, nim
thue hién ghi vao S6 ding ky khai sinh.

Vi dy: Uy ban nhan dan quan Ha Pong, thanh phd Ha Noi, s6 05, ngay 11/02/2020.

) Tuy theo cach thirc thuc hién, ghi 18 cin clr cp ban sao Trich luc tir: S6 ddng ky khai sinh hozc
Co so dir liéu ho tich dién t.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phic

@

S6:2 [Tl -BS ,NQAy.......thang ......ndm ...

(BAN SAO)

Xac nhan:
HO, Chil Q&M 18N ..o e e e e s s e e e e st e e e e e nnraeea e

Ngay, thang, NAM SINN: ... s

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

Chd thich:
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() Ghi tén co quan cp ban sao Trich luc ho tich (ghi di cac cap hanh chinh).

,(2) Ghi theo s6 trong SO Cé.p ban sao Trich lyc ho tich cua co quan cip ban sao trich luc, ghi
chir viét tat loai viéc da giai quyét trong thuc te.

Vidu: 01/TLTDHT-BS hoac 02/TLCCHT-BS hoac 05/TLXDPLDT-BS

®) Ghi theo loai viéc thuc té giai quyét: thay ddi ho tich; cai chinh hé tich; bd sung thong tin
ho tich; xac dinh lai dan tdc.

“ Ghi theo n¢i dung da dang ky: thay ddi ho/chit dém/tén; cai chinh ho, chir dém, tén, ndm
sinh; bo sung dan tdc, nam sinh cia nguoi cha; xac dinh lai dan toc...

) Ghi tén loai gidy to/s0 dang ky h tich c6 ndi dung da dugc thay doi, cai chinh, bo sung
thong tin hd tich, s0, ngay thang nam dang ky.

) Ghi noi dung da dang ky thay doi, cai chinh, bd sung thong tin ho tich, xac dinh lai dan
toc

Vi dy: Thay d6i tén tir Nguyén Vin Nam thanh Nguyén Vin An

hoac: Xac dinh lai dan toc tir Dan tdc: Kinh thanh Dan tdc: Thai

hoac Cai chinh ndm sinh cua nguoi me tir sinh nam 1959 thanh nam 1960.

() Ghi tén co quan da dang ky, s6 dang ky, ngay thang nam ding ky viéc thay doi/cai
chinh/b6 sung thong tin hd tich/xac dinh lai dan tdc.

® Tuy theo cach thirc thyc hign, ghi 15 can cu cap ban sao tir: SO ding ky thay doi, cai
chinh, b6 sung thong tin ho tich, xac dinh lai dan toc hoac Co s& dir li€u ho tich dién tur.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phic

@

S6: @ ITLGCKH-BS ... ,NQAy.......thang ... .ndm ...

TRICH LUC GHI CHU KET HON
(BAN SAO)

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

Ngay, thang, ndim sinh: ........................... Ngay, thang, namsinh: ... ...

Dan toc: ..o DANEOCT

QubC tiCh: oo QUOC HCRE e,

NOTCU s oo NOTCU s oo

Gidy tO tiy than: ... GIAY O tOY tANT e

NGUOI KY TRICH LYC ,
(Ky, ghi ro ho, chit dém, tén, chirc vu, dong dau)
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Chu thich:

(1) Ghi tén co quan cip ban sao Trich luc ghi cht két hon (ghi d cac cip hanh chinh).

(2) Ghi theo sé trong So cép ban sao Trich luc ho tich cua co quan thuc hién viéc cép ban sao
Trich luc ghi chu két hon.

©) Ghi rd tén co quan, tén quoc gia nudc ngoai da dang ky két hon, tén loai gidy to chung
nhan viéc két hon do co quan c6 thAm quyén nude ngoai cip, sb (néu co) va ngay, thang, nim cip
gidy to do.

() Ghi 1 tén co quan dang ky ho tich, s6, ngiy thang nim ghi vao So h tich viéc két hon.

) Tuy theo cach thurc thyc hién, ghi & cin ctr cap ban sao tir: SO diang ky két hon hoic Co
s dir 1iéu ho tich dién tar.
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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)
Ho, chit d@€m, tRIN: ..ot
Ngay, thang, NAM SINN: .....ooiiiiii
Giditinh: o Dan tOC: ..o QUOC HCH: v,
GHAY 1O T ThAN: ..vvovicveceseeseeees ettt s et e sttt s et e s e sttt an e
INOT CU LTI ettt ettt h e e e st e s hb e ekt e e bt e e smb e e nnb e e abn e e abeeennne e e
Pugc ghi vao SO hd tich Viéc ... ) da giai quyét tai nwéc ngoai véi ngudi cé
tén duoi day:
HQ, chill A€M, tIN: ..ot
@ Ngay, thAng, NAM SINN: ...c.cviviiieieieeiececee ettt
Giditinh: ..o Dantoc: e Quéc tich: o,
GIAY 10 Y ThAN ..vocvcesetesceeeees ettt es st e s st en s s s st s ansensanes
INOT CU LTI ottt ettt ekt e et e s bt ek e e e be e e emb e e en b e e abn e e abeeennne e e
TREOI®) <Rttt
............................. Yo S ¢ ¢ KOS P PP
........................................................................................................................................................ CAP NEAY .o,
a1 e ettt ettt ettt ettt et e e ans
........................................................................... SO e NQAY e ANANG . nEML.........
Thuc hién trich Iue tlr: () Lo

NGUOI KY TRICH LUC

(Ky, ghi ré ho, chit dém, tén, chirc vu, dong ddu)
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Chu thich:

(1) Ghi tén co quan cp ban sao Trich luc ghi cht ly hén (ghi d cac cip hanh chinh).

() Ghi theo s6 trong So cép ban sao Trich luc ho tich ctia co quan thuc hi¢n viéc cép ban sao
Trich luc ghi chu ly hon.

4 Ghi 15 loai viéc thuc té: ly hon hodc huy viéc két hon.

) Ghi theo thong tin c6 trong S6 ghi chii ly hon, néu khong c6 théng tin thi dé tréng.

() Ghi rd tén loai gidy td, sd, tén co quan, ngay thang nam cap gidy to chimg minh viéc ly
hén/hay viée két hon do co quan c6 thim quyén nude ngoai cap.

©) (}hl tén co quan dang ky ho tich da thuc hién viéc ghi chu ly hon, s0, ngay, thang, nam
ghi vao S6 ho tich viéc ly hon.

() Tuy theo cach thirc thuc hién, ghi rd can ctr cip ban sao tir: S6 ghi chii ly hon hodc Co s
dir liéu ho tich dién tur.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

e
$6:®  JTLGCHT-BS .. ,Ngay.....thang .....ndm ...
” TRICH LUC
GHI VAO SO HQ TICH CAC VIEC HQ TICH KHAC
(BAN SAO)
HO, Chilr A€, tEI: ....oooviiiiiiiie e
Ngay, thang, ndm SINh: ...
Giditinh:..o Dantoc: ... Qudc tich:......cooeeiineiinn...
GHAY 1O TUY thANT ©ovovevieeeeeee ettt et sttt sttt n st en ettt an st an et
INOT CU UL ettt ettt et e et e e e bt e e et e be e e be e e be e e anreeneas
DA AUQOC Zhi VA0 SOP) ..ottt
NOE AUNG Gz s
THEO: O bbbt
YO T 0 —————————
................................................................................................... CAP NEAY...oo tNANG . NAMe,
INOT GHEI®) Lo
Thuc hién trich Tue tlr:7) e
NGUOI KY TRICH LUC

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

() Ghi tén co quan cip ban sao Trich luc ho tich (ghi d cac cap hanh chinh).

@ Ghi theo sé trong SH cép ban sao Trich luc ho tich cua co quan thyc hién viéce cép ban sao
Trich luc ghi vao S6 ho tich.

) Ghi r6 loai S6 ho tich (Vi du: S6 dang ky khai ttr, S6 thay ddi, cai chinh, bo sung hé tich,
xac dinh lai dan tdc...).

) Ghi theo noi dung di dugc ghi vao s6 ho tich (Vi du: Puoc thay d6i ho tir Nguyén Thi
Lan thanh Smith Thi Lan).

’ ,(5) Ghi tén loai gidy to ho tich, sb, tén co quan nudc ngoai da dang ky su kién hg tich hogc

cap gidy to xac nhan sy kién hg tich da dugc dang ky/giai quyét, ngay dang ky/cap gidy to do.

© Ghi 16 tén co quan dang ky h¢ tich da thyc hién viéc ghi vao S6 ho tich (theo du cap hanh
chinh), tén s6 h tich, quyén s, sé dang ky trong s6 va ngdy thuc hién viéc ghi vao S6 h tich.

Vi du: UBND quéan Ba Dinh, thanh phé Ha Noi, S6 diang ky khai tir, quyén s6 01, s6 123,
ngay 18/8/2020.

() Tuy theo cach thirc thyc hién, ghi 1 cin ctr cap ban sao tir: S6 dang ky .......... hodc Co s¢
dir liéu ho tich dién tur.
UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM

TINH/THANH PHO...............
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UY BAN NHAN DAN_ Poc 1ap - Tw do - Hanh phic
QUAN/HUYEN/THI XA i : :

S 426 INCNNN-TLGSBS ey NQAY thang ... nam...............

TRICH LUC
Ghi vao S6 viéc nudi con nudi da dwoe giai quyét
tai co quan c6 thAm quyén ciia nwéc ngoai
(BAN SAO)

Ho, chir dém, tén cha NUOI: .........ccoocoovvvrnnrrirnrrirenn. Ho, chir dém, tén me

........................................................................................................... nuéi:..........-.--..........--..........--.-..

Ngay, thang, ndm Sinh: ..., Ngay, thang, ndm sinh:

QUOC HICR oo Qudc tich:

Gidy tO thy thAN®T: ..o Gidy to tily

............................................................................................................ thanZ: .,

NOT CU U s Noi cu tru
Ho, chit dém, t&n COM MUOI: ..o GIOT tINN s
NQay, thang, NAm SINN:........cccccooiimriir e QUOC HHCR: oo
INOT ST ettt e85 8 8RRt
INOT CU EITLT oot 8 e
D3 ghi va0 SO dANng KY NUOE COM MUSE A2 .....ooooccooooooeeeeeeeeeeeeseeeeseeeeeseeseseeesssesseessssssees s sssssses s sssseseees e

%Ghi theo sb trong S theo ddi viéc cép ban sao trich luc ho tjch dugc ban hanh theo Thong tu s6 04/2020/TT-BTP ngay 28
thang 5 nam 2020 cua Bg truong Bo Tu phap quy dinh chi tict thi hanh mdt so diéu cia Luat hd tich va Nghi dinh

s0 123/2015/ND-CP ngay 15 thang 11 nam 2015 cta Chinh phu quy dinh chi tiét mét s6 diéu va bién phap thi hanh Luat ho
tich.

$7Ghi 15 s0, loai gidy t0, s0, co quan cdp, ngay cap gidy o do. Vi du: HO chiéu s 1089123 do B Ngoai giao va Hop tic quoc
té Italia cap ngay 02/02/2015.
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Thure hign trich TUC T ..ot n et s

NGUOI KY TRiCH LUC
(Ky, ghi ré ho, chit dém, tén, chirc vu, déng dau)

®Ghi tén’cor quan da thuc hién ghj vao s, sb dang ky, ngay, thang, nam thuc hién ghi vao s6. Vi du: Uy ban nhan dan quan
Hoan Kiém, thanh pho Ha N6, s0 01, ngay 19/11/2020.
39Ghi 16 thyc hién viéc trich luc tir S6 ding ky nudi con nudi hay tir Co sé dit lidu ho tich dién tir.
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CONG HOA XA HOI CHU NGHIA VIET NAM
DPoc lap - Ty do - Hanh phic

GIAY KHAI SINH

(BAN SAO)

Ho, chit/déem, tén nguoi i khai Sl = i o F R e i s
Giliy A NS e S S N e Lo iSSP e i SR B

............................................................. .ngay.......thdng.......

@ NGUOI KY
................................... (KY, ghi ré ho, tén, chitc vu va déng ddu)




I11. LINH VU'C GIAM HO
1. Thu tuc Ping ky giam ho
1.1. Trinh tw, cach thirc, thoi gian gidi quyét thi tuc hanh chinh
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TT

Trinh ty thuc hién

Cach thire thue hién

Thoi gian giai
quyét

Buoc 1

Nop ho so thi tuc hanh
chinh:

1. Nop truc tiép qua Bo phén tiép nhan va tra két qua cia UBND
cap xA.

2. Hodc thong qua dich vu buu chinh céng ich.

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

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

Buworc 2

Tiép nhin va chuyén hd so
thu tuc hanh chinh

Doi voi ho so duoc ndp truc tiép qua Bo phén tiép nhan va tra ket
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 xét, kiém tra
tinh chinh xé4c, day du cta ho so; quét (scan) va luu trir ho so dién
tir, cap nhat vao co so dit liéu ctia phan mém mot cira dién tir ctia
Tinh.

a) Truong hop hd so chua day du, chua chinh xac theo quy dinh,
cong chuc tiép nhan ho so phai hudng din 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) Trudng hop tir chdi nhan hd so, cong chirc tiép nhan hd so phai
néu 16 1y do theo mau Phiéu tir chbi giai quyét ho so thu 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 nhan truc tiép
trong ngay lam
viéc (khong dé qua
04 gio lam viéc)
hoic chuyén vao
dau gio ngay lam
viéc tiép theo dbi
v6i truong hop tiép
nhan sau 15 gio
hang ngay.
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Sau khi nhan hé so thu tuc hanh chinh tir B phan tiép nhan va tra

£ Y, A , i R - p : A noay 13 iac,
két qua cong chuc tu phap - ho tich xem xét, tham dinh ho so, 03 ngay lam vige

. A N oo \ , trong do:
o £i n o . trinh phé duyét két qua gidi quyét thu tuc hanh chinh:
Buéc3 | Claiquyetthutuchanh —mne m s 0860 (Bo phan TN&TKQ) 0,5 ngay
chinh 2.1 X , S
2. Giai quyéet ho so, trong do: 2,5 ngay
+ Cong chirc tu phap - ho tich 1,5 ngay
+ Lanh dao Uy ban nhan dan cap xa 0,5 ngay
+ Van thu 0,5 ngay

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

- Thong bao cho ca nhan biét trudc qua tin nhén, thu dién tir, dién
thoai hodc qua mang xa hoi duoc cap c6 tham quyén cho phép d6i
v6i ho so giai quyet thu tuc hanh chinh trude thoi han quy dinh.

- C4 nhan nhan két qua giai quyet thu tuc hanh chinh theo thoi
gian, dia d1em ghi trén Glay tiép nhan hod so va hen tra két qua
(xuat trinh gidy hen tra két qua). Cong chuc tra két qua klem tra
phiéu hen va yéu cau ngudi dén nhan két qua ky nhan vao so va
trao két qua.

- Trudng hop nhan két qua théng qua dich vu buu chinh cong ich.
(dang ky theo hudng dan ctia Buu dién) (néu co)

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

Tra két qua giai quyét thi
Buorc 4 tuc hanh chinh

1.2. Thanh phan, s6 lweng ho so

a) Thanh phan ho so

* Gidy to phai xuat trinh:

- Ho chiéu hodc chirmg minh nhan dén hodc the can cudc cong dan hodc cac gidy to khac c6 dan anh va thong tin ca nhan do

co quan c6 thAm quyén cap, con gia trj sir dung dé ching minh vé nhan than cua nguoi c6 yéu cau dang ky giam ho.
- Gidy to chtimg minh noi cu tra dé xac dinh tham quyén ding ky giam ho(trong giai doan chuyén tiép)

* Gidy to phai nop: N
- To khai dang ky gidm h theo mau.
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- Van ban cu nguoi giam ho theo quy dinh cua B luat dan sy d6i voi truong hop ding ky gidm ho cur.

- Gidy to chimg minh diéu kién giam ho duong nhién theo quy dinh cua B luét dan su d6i véi truong hop ding ky giamho
duong nhién. Tru’(mg hop ¢ nhiéu nguoi cung du diéu kién lam gidm hd duong nhién thi ndp thém vin ban thoa thuan vé viée cir
mot nguoi lam giam h¢ duong nhién.

- Van ban uy quyén theo quy dinh cua phap luat trong truong hop uy quyén thuc hién viéc dang Ky giam hg. Truong hop
nguoi dugc iy quyén la 6ng, ba, cha, me, con, v, chdng, anh, chi, em rudt ctia ngudi ty quyén thi van ban ty quyén khong phai
ching thuec.

*Luuy:

- Déi véi gidy to nop, xuat trinh:

+ Truong hop nguoi yéu cau nop glay to 1a ban sao duogc cp tir 80 goc hodc ban sao dugc chung thyc tir ban chinh thi ngudi
tlep nhan hd so khong dugc yéu cau xuat trinh ban chinh; néu ngudi yéu cau chi nop ban chup va xuét trinh ban chinh thi nguoi
tiép nhan ho so klem tra, d6i chiéu ban chup véi ban chinh va ky vao ban chup xac nhan vé viéc da d6i chiéu noi dung gidy to do,
khong dugc yéu cau nguoi di dang ky nop ban sao gidy to do.

+ Ddi voi gidy to xuat trinh khi ding ky ho tich, ngudi tiép nhan co trach nhiém kiém tra, d6i chleu v6i1 thong tin trong to
khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho ngudi xuat trinh, khéng duge yéu cau ndp ban sao hoic ban
chup giay to do.

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

b) S6 lugng hd so: 01 bd
1.3. Pdi twong thire hién thii tuc hanh chinh: Ca nhan, phap nhan
1.4. Co quan giai quyét thii tuc hanh chinh: Uy ban nhan dan cip x4 noi cu tra ciia nguoi duoc giam ho hodc ngudi giam

1.5. Két qua thue hién thi tuc hanh chinh: Trich luc ding ky giam ho (ban chinh).
1.6. Phi, 1& phi: Mién thu 1¢ phi.
1.7. Tén miu don, mau to' khai: T khai dang ky giam ho (Thong tu sb 04/2020/TT-BTP ngay 28/5/2020 cua B truong

Bo Tu phap quy dinh chi tlet thi hanh mot sé diéu ctiia Luat Ho tich va Nghi dinh sé 123/2015/ND-CP ngay 15/11/2015 caa Chinh
phu quy dinh chi tiét mot sé diéu va bién phép thi hanh Luat Ho tich).
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1.8. Yéu céu, diéu kién thyc hién thi tuc hanh chinh: Khong.
1.9. Can ctr phap ly cua tha tuc hanh chinh:
- Diéu7,9, 19,20, 21 Luat Ho tich nim 2014;

- Piéu 2, 3 Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cta Chinh pha quy dinh chi tiét mot sé diéu va bién phap thi

hanh Luat Ho tich;

- Diéu 2, 3 Thong tur s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo truong Bo Tu phap quy dinh chi tict thi hanh mot s6 diéu
cua Luat ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mot so diéu va bién phap thi

hanh Luat ho tich.

- Biém b Khoan 4 Diéu 1 Nghi quyét s6 51/2021/NQ-HPND ngdy 17/8/2021 ciia Hoi dong nhén dan Tinh ban hanh
quy dinh micc thu, ché do thu, ndp, quadn ly va sir dung Ié phi ho tich trén dia ban tinh Dong Thap.

1.10. Luu ho so (ISO):

Thanh phin hé so luu

B¢ phan luu trir

Thaoi gian luu

- Nhu muc 1.2;

- Két qua giai quyét TTHC hodic Van ban tra 10i ctia don vi doi véi ho
so khong dap ung yéu cau, diéu kién.

- H6 so thdm dinh (néu c6)

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

Cong chirc tu phap — ho
tich dugc giao xtr 1y ho so.

Céc biéu mau theo Khoan 1, Piéu 9, Thong tu s6 01/2018/TT-VPCP
ngay 23 thang 11 nam 2018 cua B¢ trudng, 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 nim 2018 cta Chinh phu vé
thue hién co ché mot cira, mot cira lién thong trong giai quyét thu tuc
hanh chinh.

Bo phan tiép nhan va tra
két qua cia UBND cap xa.

Tir 01 ndm, sau d6 chuyén
ho so dén kho luu trir cua
UBND cap xa

Ghi ch: 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 hoéa thu tuc hanh chinh thudc pham vi quan 1y ctia B6 Tu phéap.



http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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Stra d6i Can ctr phap ly cua thu tyc hanh chinh vé phi, 1& phi theo quy dinh tai Nghi quyét sb 51/2021/NQ-HDND ngay
17/ 8/2{)21 cta HOi dong nhan dan Tinh ban hanh quy dinh muc thu, ché d6 thu, ndp, quan 1y va sir dung 1€ phi ho tich trén dia ban
tinh Dong Thap, c6 hiéu luc tir ngay 01/9/2021.
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Déc lap - Tw do - Hanh phic

TO KHAI PANG KY GIAM HO

Ho, chi d8m, tén NEUWOT YU CAU.......o.ovvevevceeieseeeeeeeese et
INOT CU T @) ettt

Pé nghi co quan ding Ky viéc giam hd giira nhirng nguoi cé tén dwéi day:
Nguwoi giam hg:

T06i cam doan nhitng ndi dung khai trén day la dting su that va chiu trach nhiém trude phap luat
vé cam doan ctia minh.
Lam tqi: ............., ngay ......... thang ....... nam ...

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

D& nghj cap ban sao®: C6 D, Khong []
SO lugng:....... ban
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Chu thich:

@) Ghi 15 tén co quan diang ky giam ho.

@) Ghi theo noi ding ky thuong tra, néu khong ¢6 noi dang ky thudng tra thi ghi theo noi ding
ky tam tra; truong hop khong c6 noi dang ky thuong tri va noi dang ky tam tra thi ghi theo noi dang
sinh song.

®) Ghi thong tin vé gidy to tuy than 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 phd Ha Noi cap ngay
20/10/2014).

) Pé 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 phuc

‘..“(40)

Sb: (“41) /TLGH .. ,ngay....thang ...ndm ...

TRICH LUC PANG KY GIAM HO

Nguwoi giam ho:

| (O T e] 4 L (35 TR 1< o SRS
Ngay, thANE, NEM SINN: ...
Giottinh:..o Dan toc ... Quéc 15 6] S
GHAY 1O EY THANT oo
B0 5 OO

Nguwoi dwoc giam h:

| (O T 4 L (35 TR 1< o OO
Ngay, thANE, NAM SINN: ...
Giottinh:..o Dan tocC:.....ee. Quéc 15161 S
Gidy khai SIN/GIAY 0 tUY ThANL ..ottt
INOT CU T s

Viéc giam ho c6 hiéu lyc ké tir ngay cap Trich luc./.

NGUOI KY TRICH LUC ,
(Ky, ghi v6 ho, chir dém, tén, chirc vu, dong dau)

“9 Ghi tén co quan cAp Trich luc ding ky giam ho (ghi du cac cAp hanh chinh).
) Ghi s6 trong S6 dang ky gidm hd.
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PHAN GHI CHU NHUNG THONG TIN THAY DOI SAU NAY

S6
TT

Ngay, thang, nam
ghi chu

'N¢i dung ghi chu
(déng dau vao noi dung da ghi chi)

Cin cw ghi chu

Ho, chir dém, tén, chir ky
cua ngwai thuc hién ghi cha
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2. Thi tuc Ping ky chadm dirt giam hd

2.1. Trinh tu, 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 thi tuc hanh
chinh:

1. Nop truc tiép qua Bo phén tiép nhan va tra két qua cia UBND
cap xA.

2. Hogc thong qua dich vu buu chinh cong ich.

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

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

Buworc 2

Tiép nhin va chuyén hd so
thu tuc hanh chinh

Doi voi ho so duoc ndp truc tiép qua Bo phén tiép nhan va tra ket
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 xét, kiém tra
tinh chinh xé4c, day du cta ho so; quét (scan) va luu trir ho so dién
tir, cap nhat vao co so dit liéu ctia phan mém mot cira dién tir ctia
Tinh.

a) Truong hop hd so chua day du, chua chinh xac theo quy dinh,
cong chuc tiép nhan ho so phai hudng din 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) Trudng hop tir chdi nhan hd so, cong chirc tiép nhan hd so phai
néu 16 1y do theo mau Phiéu tir chbi giai quyét ho so thu 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 ¢ tham quyén dé giai quyét
theo quy trinh.

Chuyén ngay ho so
tiép nhan truc tiép
trong ngay lam
viéc (khong dé qua
02 gio lam vigc)
hoic chuyén vao
dau gio ngay lam
viéc tiép theo dbi
v6i truong hop tiép
nhan sau 15 gio
hang ngay.
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Sau khi nhan hé so thu tuc hanh chinh tir B phan tiép nhan va tra N A
% . A \ . NP , 2 . A 02 ngay lam viéc,
két qua cong chirc tu phap - ho tich xem xét, tham dinh ho so, .
. A N e o \ . trong do:
Giii ¢ thii tuc hanh trinh phé duyét két qua gidi quyét thu tuc hanh chinh:
Buée 3 1at quyct thu tyc hanh 7 “riés nhan hd so (Bo phan TN&TKQ) 02 gid
chinh Y LT ; Py
2. Giai quyéet ho so, trong do: 14 gio
+ Cong chire tw phap - ho tich 08 gio
+ Lanh dao Uy ban nhan dan cap xa 04 gio
+ Van thu 02 gio
Cong chure tiép nhan va tra két qua nhap vao so theo doi ho so va
phan mém dién tir thyc hién nhu sau: ’
- Thong bao cho ca nhan biét tru’(')rc,qua tin phén, thu dién tr, dié’n
thoai hodc qua mang xa hoi dugc cap c6 tham quyen cho pheép doi s .
- Sang: tu 07 gio
—y 2 eas %o 1. | VOi hd so giai quyet thu tuc hanh chinh trude thoi han quy dinh. X ‘ .
Tra ket qua gidi quyét thu den 11 gio 30 phut;
. X . - C4 nhan nhan két qua giai quyet thu tuc hanh chinh theo thoi X e -\
Buoérc 4 tuc hanh chinh - Chieu: tu 13 gio
gian, dia d1em ghi trén Glay tiép nhan ho so va hen tra két qua ) sy
30 dén 17 gio cua
(xuat trinh gidy hen tra két qua). Cong chuc tra két qua klem tra | ~, TR
cac ngay lam viéc.
phiéu hen va yéu cau ngudi dén nhan két qua ky nhéan vao s6 va
trao két qua. ,
- Truong hop nhan ket qua thong qua dich vy buu chinh cong ich.
(dang ky theo hudng dan ctia Buu dién) (n€u co)

1.2. Thanh phan, s6 lweng ho so
a) Thanh phan ho so
* Gidy to phai xuat trinh:
- Ho chiéu hoic chung minh nhan dan hoac thé can cudc cong dan hoac cac glay to khac co dan anh va thong tin ca nhan

do co quan c6 thAm quyén cap, con gia tri str dung dé chimg minh vé nhén than ctia ngudi c6 yéu cau dang ky cham dut giam ho.

- Trudng hop giri hd so qua hé thong buu chinh thi phai giri kém theo ban sao c¢6 chung thuc cac gidy to phai xuét trinh néu
trén.

* Gidy to phai nop:
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- To khai dang ky cham dut giam ho theo mau.
- Gidy to 1am can cir cham dut giam ho theo quy dinh ctua Bo luat dan su.
- Vin ban uy quyén theo quy dinh cua phap luét trong truong hop uy quyén thyc hién viéc dang ky chdm dat giam ho.

Truong hop nguoi duge ty quyén 1a 6ng, ba, cha, me, con, vo, chong, anh, chi, em rudt ctia ngudi ty quyén thi vin ban iy quyén
khong phai chimg thuec.

*Luuy:

- Déi véi gidy to nop, xuat trinh:

+ Truong hop nguoi yéu cau nop glay to 1a ban sao dugc cp tir 80 goc hodc ban sao dugc chung thyc tir ban chinh thi ngudi
tlep nhan ho so khong dugc yéu cau xuat trinh ban chinh; néu ngudi yéu cau chi nop ban chup va xuat trinh ban chinh thi ngudi
tiép nhan ho so klem tra, d6i chiéu ban chup voi ban chinh va ky vao ban chup xac nhan vé viéc da d6i chiéu ndi dung gidy to do,
khong dugc yéu cau nguoi di dang ky nop ban sao gidy to do.

+ Ddi véi gidy to xuat trinh khi ding ky ho tich, ngudi tiép nhan co trach nhiém kiém tra, d6i chleu v6i1 thong tin trong to
khai, chup lai hodc ghi lai thong tin dé luu trong ho so va tra lai cho nguoi xuét trinh, khong dugc yéu cau ndp ban sao hodc ban
chup giay to do.

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

b) S6 lugng hd so: 01 bod

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

2.4. Co quan giai quyét thi tuc hanh chinh: Uy ban nhan dan cip xi noi da ding ky giam ho trudc day.
2.5. Két qua thue hién thii tuc hanh chinh: Trich luc ding ky chim dat giam ho (ban chinh).

2.6. Phi, 1€ phi: Khong

2.7. Tén méu don, miu t& khai: To khai dang ky cham dirt giam ho (Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ciia 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 mét so diéu va bién phap thi hanh Luat ho tich).

2.8. Yéu cau, diéu kién thuc hién thi tuc hanh chinh: Khong.
2.9. Cin ctr phap ly cua tha tuc hanh chinh:
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- Piéu 7,9, 19, 22 Luat Ho tich nam 2014;

- Piéu 2, 3 Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cia Chinh pha quy dinh chi tiét mot sé diéu va bién phap thi

hanh Luat Ho tich;

- Diéu 2, 3 Thong tu s 04/2020/TT-BTP ngay 28/5/2020 cua By trudng B Tu phéap quy dinh chi tiét thi hanh mot s6 dicu
cua Luat Ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cia Chinh phu quy dinh chi tiét mot s6 di€u va bién phap thi

hanh Luat Ho tich.
2.10. Luu ho so (ISO):

Thanh phén hd so hru

B9 phan luu trir

Thoi gian luu

- Nhu muc 2.2;

- Két qua giai quyét TTHC hodc Van ban tra 161 cua don vi d6i voi ho
so khong dap ung yéu cau, di€u kién.

- H6 so tham dinh (néu co)

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

Cong chue tu phap — ho
tich duogc giao xtir 1y ho so

Céc biéu mau theo Khoan 1, Diéu 9, Thong tu s6 01/2018/TT-VPCP
ngay 23 thang 11 nam 2018 cua BJ truéng, Chu nhiém Van phong
Chinh phu quy dinh chi tiét mot sé diéu va bién phap thi hanh Nghi
dinh s6 61/2018/NB-CP ngay 23 thang 4 nam 2018 caa Chinh phu vé
thuc hién co ché mét cira, mot ctra lién thong trong giai quyét thil tuc
hanh chinh.

BG phan tiép nhan va tra
két qua cia UBND cap xa.

Tir 01 ndm, sau d6 chuyén
ho so dén kho luu trir cua
UBND cap xa

Ghi ch: 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 hoéa thu tuc hanh chinh thudc pham vi quéan 1y ctia B6 Tu phép.



http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phuc

TO KHAI PANG KY CHAM DUT GIAM HQ

KInh gl @ oo

Ho, chit dém, t8N NEWOT YAU CAUS .......ovveivieeeeeeeeee et
J LS oL u R

Pé nghi co quan ding ky cham dirt viéc giam ho giira:
Nguwoi giam ho:
| (O Te] 4 L (35 TR 1< o AU PPERPR

Gi61 tinh: ceeeeeeeeeeeeeeeeeeeen, DAN EOC: cveeeeeeeeeeeeeeeeeeeeeeeeeeen. Qudc tich: oo

N L CU I ettt e et e et e et e et e e e e e e e ee e et e eteeseeesteeseeeeeeseeaeeareeereanreans

Nguwoi dwoc giam h:

| QT e] 4 LV (35 TR 1<) o AU PPRRPR
Ngay, thang, NAM SINN: ...occeiiiiiii e
Gi6i tinh: .o, DAN OC: cvvvvveerrireieieiseeeneeees QuAC tich: .o
NOT CU TP ettt ettt ettt e et e st e et e s st et e e sear e et

Dadang ky gidm hd tai @ .....cooiiiice s

ngay ....... thang ......... nam ......... SO.eeeeee e QUYEN SO e,

Ly do chAm dirt Vi€c GIAM NO: .......o..ovoovieiieeeeceeeeceee e
T61 cam doan nhirng ndi dung khai trén day 1a diing su that va chiu trach nhi¢m trudc phap
luat vé cam doan ciia minh.

Lam t@i: ....ccocvvviiiiinannnnn, , hgay ...... thang ..... nam ....
Nguoi yéu cau
(Ky, ghi ro ho, chir dém, tén)

D& nghj cap ban sao®: C6 D, Khong []
SO lugng:....... ban
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Chd thich:

@) Ghi 15 tén co quan dang ky cham dit giam ho.

@) Ghi theo noi dang ky thuong tra, néu khong ¢ noi ding ky thudng tra thi ghi theo noi dang
ky tam tr(; truong hop khong c6 noi dang ky thuong trii va noi dang ky tam tra thi ghi theo noi dang
sinh sbng.

®) Ghi thong tin vé gidy to tiy than nhu: ho chiéu, ching minh nhén dan hodc gidy to hop 1€
thay thé (vi du: Chirng minh nhan dan s 001089123 do Céng an thanh phd 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 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
Poclap - Tw do - Hanh phuc

“““(42)

sé:®  JTLCDGH ... ,ngay....thang ...ndm ...

_ _TRICHLYC
DANG KY CHAM DUT GIAM HOQ

Nguwoi giam ho:

| (O T e] 4 L (35 TR 1< o SRR
Ngay, thang, NAM SINN: ....c.ooiiiiii s
Gio1 tinh:o Dan tOC: ... QUAC R v
GHAY 1O 1Y thANT ©ovoveevseciceescesee ettt st es st n ettt s e st en et en st en st es et enen e

Nguwoi duge giam ho:

| Lo TR 010 e (<3 s VAR 1 LA R
Ngay, thang, NAM SINN: ...oc.iiiii e nre e
Gio1 tinh:. Dan toC:.......oooee QUABEC HCH: oo

Gidy khai sinh/Giay t0 tly thAN: .....c.ceveeieseseeeeseee ettt es st

Pi cham dirt giam ho.
LY 0 CHAM AUE: ..ottt s e

NGUOI KY TRICH LUC
(Ky, ghi ré ho, chit dém, tén, chirc vy, dong ddu)

(42) Ghi tén co quan cép Trich luc (ghi di cac cp hanh chinh).
43 Ghi theo s6 trong Sé dang ky chdm dut giam ho.
© Ghi rd tén co quan ding ky giam ho trudc day (so, ngay thang nim 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 chu
(déng dau vao noi dung da ghi chi)

Cin cwr ghi chu

Ho, chir dém, tén, chir ky
cuia ngwoi thuc hién ghi cha
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IV. LINH VU'C NUOI CON NUOI
1. Tha tuc Pang ky viéc nudi con nubi trong nuée

1.1. Trinh tw, cach thirc, thoi gian gidi quyét thi tuc hanh chinh

TT

Trinh ty thuc hién

Cach thire thue hién

Thoi gian giai
quyét

Bwoc 1

Nop hd so thi tuc hanh
chinh:

Nop truc tiép qua Bo phan tiép nhan va tra két qua cia UBND cap
XA.

- Sang: tu 07 gio
dén 11 gio 30 phat;
- Chieu: tir 13 gio
30 den 17 gio cua
cac ngay lam viéc.

Bwoc 2

Tiép nhéan va chuyén hd so
thua tuc hanh chinh

Pbi voi ho so duoc nop truc tiép qua Bo phén tiép nhan va tra két
qua, cong chuc tiép nhan ho so xem xét, kiém tra tinh chinh xAc,
day du cta ho so; quét (scan) va luu trir hd so dién tir, cap nhat
vao co sd dit liéu cia phan mém mét cira dién tir ctia Tinh.

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

b) Trudng hop tir chdi nhan hd so, cong chirc tiép nhan hd so phai
néu r0 1y do theo mau Phi€u tur cho1 gidi quyéet 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 truc tiép
trong ngay lam
viéc (khong dé qua
01 ngay lam vi¢c)
hodc chuyén vao
dau gio ngay lam
viéc tiép theo dbi
v6i truong hop tiép
nhan sau 15 gio
hang ngay.
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Sau khi nhan hd so thu tuc hanh chinh tir B phan tiép nhan va tra
két qua cong chirc tu phap - ho tich xem xét, tham dinh ho so,
trinh phé duyét két qua gidi quyét thu tuc hanh chinh:

30 ngay, trong do:

] 1. Tiép nhan ho so (Bd phan TN&TKQ) 01 ngay
. Gidi quyet tha tuc hanh R ] .
Buae 3 chinh 2. Giai quyét ho so, trong do: 29 ngay
+ Cong chirc tw phdp — ho tich 10 ngay
+ Nhitng nguoi lién quan thay doi y kién dong y vé viéc cho tré 15 naa
em lam con nudi. gay
+ Lanh dao Uy ban nhan dan cap xa 03 ngay
+ Van thu 01 ngay
Cong chirc tiép nhan va tra két qua nhap vao sb theo ddi hd so va
phan mém dién tir thuc hién nhu sau:
- Théng béo cho ¢4 nhan biét trude qua tin vnhén, thu dién tur, dién | Sang: tir 07 gio
Tri két qua gidi quyét thi thoai hodc qua mang xa hoi dugce cap co tham quyén cho pheép doi | 34, 11 gior 30 pht;
Buée 4 tuc hanh chinh vo1 ho so gidi quyét thu tuc hanh chinh trudce thoi han quy dinh. Chidu: tir 13 gic
: - Chiéu: tir 13 gio

- 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 chuc tra két qua klem tra
phiéu hen va yéu cau nguoi dén nhan két qua ky nhan vao s6 va
trao két qua.

30 dén 17 gio cua
cac ngay lam viéc.

1.2. Thanh phan, s6 lwong hd so**:

a) Thanh phan ho so

Ho so cua nguwoi nhdn con nudi:

44 Phan in nghiéng 12 noi dung thay doi.
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- Don xin nhdn con nudi trong nuoc,

- Ban sao Ho chiéu, Chirng minh nhan dan hodc gidy to co gié tri thay thé;

- Phiéu Iy lich tu phép;

- Van ban xac nhdn tinh trang hon nhan:

+ Truwong hop ngwoi nhdn con nudi la cdp vo chong nhdn con nuéi: Gidy chimg nhdn két hon.

+ Trwong hop nguwoi nhdn con nudi la ngwoi doc than nhdn con nuéi: Gidy xdc nhan tinh trang hén nhan.

- Gidy kham strc khoe do co s y té cAp huyén trd 1én cap;

- Vin ban x4c nhan hoan canh gia dinh, tinh trang chd o, diéu kién kinh té do UBND cép xa noi nguoi nhan con nudi thuong
tra cép.

- Truong hop ngwoi nhdn con nudi c6 nguyén vong va di diéu kién nhdn con nuéi theo quy dinh nhung chuwa tim dwoc tré
em dé nhdn lam con nudi: Pon dang ky nhu cau nhdn tré em song ¢ co s6 nuéi dwéng lam con nudi.

Hoé so ciia ngwoi dwoc nhin lam con nudi:

- Giay khai sinh;

- Giay kham strc khoe do co quan y té cap huyén trd 1én cap;

- Hai anh toan than, nhin thang chup khong qué 06 thang;

- Bién ban xac nhan do Uy ban nhan dan hodac Cong an cép xa noi phat hién tré bi bo roi 1ap dbi voi tré em bi bo roi; Giéy
chting tir ciia cha dé, me dé hodc quyét dinh cua Toa an tuyén bd cha dé, me dé cua tré em 1a da chét ddi v6i tré em mo coi; quyét
dinh cua Toa an tuyén bd cha dé, me dé cua nguoi dugce gidi thi€u lam con nudi mat tich déi vai nguoi dugc gidi thiéu lam con
nudi ma cha dé, me dé mat tich; quyét dinh ctia Toa 4n tuyén bd cha dé, me dé cia ngudi duge gidi thidu lam con nudi mat nang
luc hanh vi dan sy d6i véi nguoi dugce gidi thiéu lam con nudi ma cha dé, me dé mat nang lyc hanh vi dan sy;

- Quyét dinh ti€p nhan doi vai tré em ¢ co s¢ nudi dudng.

b) S6 lugng ho so: 01 bo doi voi tung loai ho so cua ngwoi nhdn con nuoi va ho so cua nguoi dwoc nhdn lam con nuoi.



241

1.3. P6i twong thue hién thi tuc hanh chinh: Cong dan Viét Nam thuong tra ¢ Viét Nam nhan tré em Viét Nam lam con
nuol

1.4. Co quan gii quyét thi tuc hanh chinh?:

Co quan cé tham quyén quyét dinh: Uy ban nhén ddn cdp xa

Co quan trwc tiép thwe hi¢n thii tuc TTHC: Uy ban nhén din cdp xa

Co quan phéi hop:

- Uy ban nhan dan cap xa noi thuong tru cua nguoi dwoc nhdn lam con nuoi (doi voi truong hop noi thwong tru cua nguoi
dwoc nhdn lam con nudi va cua nguoi nhan con nuoi khdc nhau, ngwoi nhdan con nuéi nop hoé so dang ky nuoi con nuéi tai Uy ban
nhdn dan cap xa noi thuong tru cua minh).

- Uy ban nhdn ddn cap xa noi cu tru cua nguoi duwoc nhan lam con nudi la cha dwong/me ké hoac co, cau, di, chu, bac rudt
cua nguoi duoc nhdn lam con nuoi (doi voi truwong hop noi cu tru cua nguoi dwoc nhan lam con nuoi va cua nguoi nhdan con nuoi
khdac nhau, nguoi nhdn con nuoi nop hoé so dang ky nuoi con nuoi tai Uy ban nhdn ddn cap xa noi cu tru cua minh).

1.5. Két qua thue hién tha tuc hanh chinh*: Gidy chirng nhin nu6i con nudi trong nudc.

1.6. Phi, I¢ phi:

- Muc thu 1€ phi: 400.000d/truong hop.

- Mién 1é phi dang ky nudi con nuéi trong nudc dbi voi trudng hop cha duong hodc me ké nhan con riéng cia vo hoic chong
lam con nudi; co, cdu, di, chu, bac rudt nhan chdu lam con nuoi; nhan céc tré em sau day lam con nudi: Tré khuyét tat, nhiém
HIV/AIDS hoic méac bénh hiém nghéo theo quy dinh ctia Luat nudi con nudi va vin ban huéng dan; ngudi ¢ cong véi cach mang
nhan con nuoi.

% Phan in nghiéng 1a ndi dung thay doi.
% Phan in nghiéng 1a n6i dung thay doi.
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1.7. Tén mau don, miu to khai’:
- Don xin nhdn con nudi trong nuoc,

- Trueong hop nguoi nhan con nudéi co nguyén vong va du diéu kién nhdn con nuoi theo quy dinh nhung chuwa tim dwoc tré
em dé nhan lam con nuoi: Pon dang ky nhu cau nhdn tré em song o co so nuoi duwong lam con nuoi.

1.8. Yéu céu, diéu kién thuc hién thi tuc hanh chinh:
Nguwoi nhin con nudi phdi cé di diéu kién sau:
- C6 ning lyc hanh vi dan sy day du;

- Hon con nuoi tir 20 tuoi tré 1én — khong ap dung do6i voi truong hop cha duong nhan con riéng cua vg, me ké nhan con
riéng cua chong lam con nuoi hodac cd, cau, di, chu bac ruét nhan chau lam con nuoi;

- Co diéu kién veé strc khode, kinh té, chd & bao dam viéc cham soc, nudi dudng, gido duc con nuoi - khong ap dung doi véi
truong hop cha dugng nhan con riéng cua vg, me ké nhan con riéng ctia chong lam con nudi hodc co, cau,di, chu bac rudt nhan
chau lam con nuoi;

- C6 tu cach dao duc tét.

Cac truwong hop khong dwoc nhdn con nuoi

- Pang bi han ché mot sb quyén ctia cha, me ddi véi con chua thanh nién;

- Pang chap hanh quyét dinh xur Iy hanh chinh tai co sé gido duc, co s& chita bénh;
- Pang chap hanh hinh phat tu;

- Chua dugc x6a an tich vé mot trong cac tdi c6 y xam pham tinh mang, sttc khoé, nhan pham, danh du cua nguoi khac;
nguoc dai hodc hanh ha 6ng ba, cha me, vo chong, con, chdu, ngudi c6 cong nudi dudng minh; du do, ép budc hoac chira chap
nguoi chua thanh nién vi pham phap luat; mua ban, danh trdo, chiém doat tré em.

4 Mﬁu don thay dbi theo Thong tu s6 10/2020/TT-BTP ngay 28/12/2020 ciia B truéng Bo Tu phéap vé viée ban hanh, huéng dan viée ghi chép, st dung, quan 1y va luu trir S8, mau
gidy t0, ho so nuodi con nudi.
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Tré em dwoc nhin lam con nuéi phdi cé dii cdc diéu kién sau:

+ La tré em dudi 16 tudi; néu tré em thudc truong hop dugc cha dugng, me ké, ¢, cau, di, ch, bac rudt nhan lam con nuodi
thi dén dudi 18 tudi;

+) Tré em bi bo roi, tré em md cbi ca cha va me, tré em khdng noi nuong tua;

+) Mot nguoi chi dugce 1am con ciia mot ngudi doc than hodc cua cd hai nguoi 1a vo ché)ng.

1.9. Cin ctr phap ly caa thi tuc hanh chinh?:

-Piéu 9, 14, 15, 17, 18, 19, 20, 21, 22 Luét Nudi con nudi nam 2010;

-biéu 7, 8,9, 10 Nghi dinh s6 19/2011/ND-CP ngay 21 thang 3 ndm 2011 cta Chinh pha quy dinh chi tiét mot s6 diéu cua
Luat nuoi con nuodi;

- Khoan 5 Piéu 1 Nghi dinh s6 24/2019/NB-CP ngay 05 thang 3 nim 2019 cta Chinh phu sira doi, bo sung mot sd diéu cua
Nghi dinh 19/2011/ND-CP ngay 21 thang 3 nim 2011 cta Chinh phii quy dinh chi tiét thi hanh mot s6 diéu ctia Luat nudi con nudi;

- Khodn 1 Diéu 3 Théng tw s6 10/2020/TT-BTP ngay 28 thing 12 nam 2020 ciia BY trieong Bo Tu phdp vé viéc ban hanh,
hwéng dan viéc ghi chép, sit dung, qudn Iy va luu triv s6, mau gidy to, ho so nudi con nudi;

- Piéu 4, 6 Nghi dinh s6 114/2016/ND-CP ngay 8 thang 7 nam 2016 ctia Chinh phii quy dinh 1¢ phi dang ky nudi con nudi,
1¢ phi cép gidy phép hoat dong cua to chirc con nudi nudc ngoai;

- Théng tw s6 267/2016/TT-BTC ngay 14 thang 11 nam 2016 ciia Bé truéng Bo Tai chinh hudng dan Idp dir todn, qudn Iy,
sir dung va quyét toan kinh phi ngén sach nha nwée bao dam cho cong tdc nudi con nudi va cdp, gia han, sira doi gidy phép hoat
dong cua 16 chirc con nuéi nuwde ngoai tai Viét Nam.

%8 Phan in nghiéng 14 ndi dung thay doi.
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1.10. Lwu hé so (ISO):

Thanh phin hd so lru B¢ phan luu triv Thoi gian luu

- Nhu muc 1.2;

- Két qua giai quyét TTHC hogic Vin ban tra 1oi ctia don vi doi v6i ho
so khong dap timg yéu cau, dieu kién.

- H6 so thdm dinh (néu c6)

- Vin ban trinh co quan cap trén (néu co) Tir 01 ndm, sau d6 chuyén

Céc bidu miu theo Khoan 1, Didu 9, Thong tu s6 01/2018/TT-VPCP ho SOS%’N%O luru tri cua
ngay 23 thang 11 ndm 2018 cia B¢ truéng, Chii nhiém Vin phong , cap xa
Chinh phi quy dinh chi tiét mot s6 diéu va bién phap thi hanh Nghj | B0 phantiép nhan va tra
dinh sb 61/2018/ND-CP ngay 23 thang 4 ndm 2018 cta Chinh phu vé& | ket qua cua UBND cap xa.
thuc hién co ché mot cira, mot ctra lién thong trong giai quyét thu tuc
hanh chinh.

Cong chirc tu phap — ho
tich duoc giao xtr 1y ho so

Ghi chi: Chuan héa tén thu tuc hanh chinh; Thanh phan, s6 luong hd so; Co quan giai quyét tha tuc hanh chinh; Két qua
thuc hién thi tuc hanh chinh; Cin ct phap 1y cta thii tuc hanh chinh theo Quyét dinh sé 169/QD-BTP ngay 04 thang 02 nim 2021
ctia Bo tu phéap vé viéce cong b thi tuc hanh chinh dugc chuin héa trong linh vuc nudi con nudi thudc pham vi chic nang quan 1y
cua BO Tu phap.

Tén mau don, mau to khai thay doi theo Thong tu s6 10/2020/TT-BTP ngay 28/12/2020 cua B¢ truong Bo Tu phap vé viée
ban hanh, hudéng dan viéc ghi chép, st dung, quan 1y va luu trit SO, mau gidy td, hd so nudi con nudi.
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CONG HOA XA HQI CHU NGHIA VIET NAM

Anh chan dung Doc 1ap - Tu do - Hanh phiic Anh chan dung
cua nguoi nhan clia nguoi An_hz_m
con nudi R . i con nudi
(kich cd 4x6 cm) PON XIN NHAN CON NUOI TRONG NUOC (kich c& 4x6 cm)

KINN @z 49

1. Phan khai vé nguwoi nhan con nuoi

Ho, chir dém, tén

Ngay, thang, ndm sinh

Qudc tich

Gidy to tuy than®

Noi cu tru

bién thoai/email

2. Phan khai vé nguoi dwgc nhan lam con nudi
Ho, chilt d8m, teN: ....ooiiiiii e Giogitinh:..................
Ngay, thang, ndm sinh:.........cccooviiiiiii Qudc tich: ..................
N OT ST e e e e
1015 2 Pt
S6 dinh danh A NNAN:. ...ttt e
Thudc dbi tLrO'ng ...........................................................................................
O Hién dang song tai gia dinh ctia Ong/Ba:
Ho, Chill G8m, 18N, ..o e
INOT CU UL L e e e e
bién thoal/emall BN LA, .
[ Hién dang song tai Co s¢ nudi dudng:
Tén/dia chi co SO MUOT AUONE: . .....intiti e e,

49 Trudng hop ngudi nhan con nudi thudng tra trong nude, thi ghi Uy ban nhan dan cép x3 noi ding ky viéc nudi
con nudi. Truong hop ngudi nhan con nudi va nguodi duge nhin lam con nubi tam tra & nude ngoai, thi ghi Co
quan dai dién Viét Nam noi c6 tham quyén diang ky viéc nudi con nudi. Ddi véi nguoi nude ngoai thuong tra &
Viét Nam nhén tré em Viét Nam lam con nudi thi ghi 16 S¢ Tu phap noi dang ky viéc nu6i con nu6i.

% Ghi 10 tén loai glay t0, s6, €O quan cép, ngay cép gidy to d6. Vi du: chirg minh nhan dan s6 00108912345 do
Cong an thanh phd Ha Noi cap ngay 20/10/2014.

51 Ghi r& dbi tugng: tré em bi bo roi/tré em md cdi ca cha va me/tré em ¢ hoan canh dic biét khac/con riéng/chéu
rudt.



3. Cam doan

Chung t6i/t6i cam doan nhirng 101 khai trén day la dtng sy that, viéc nhan con nubi la
tu nguyén, nham xac lap quan h¢ cha, me va con lau dai, bén ving, vi loi ich tdt nhét cua con
nudi. Ching t6i/tdi cam két s& cham soc, nudi dudng, gido duc chau nhu con dé ciia minh va
thuc hién moi nghia vu ctia cha me ddi vdi con theo quy dinh ctia phap luat. Chung toi/toi
cam két trong thoi han 03 nidm, ké tir ngdy giao nhin con nudi, dinh ky 06 thang mot 1an, giri
bao cdo vé tinh hinh phat trién ctia con nuéi cho Uy ban nhan dan cap x4 noi chiing t6i/toi
thuong tri®2,

Dé nghi Co quan c6 thim quyén xem xét, giai quyét.

Lam tai ... , NOAY............. thang .............. nam...........
ONG BA
(K)}, ghi ré ho, chir dém, tén) (Ky, ghi ro ho, chir dém, tén)

2Truong hgp ngudi nhian con nudi va ngudi duge nhan 1am con nudi tam tri & nude ngoai, thi gai Co quan dai
dién Viét Nam ¢ nudc ngoai.

Theo quy dinh tai diém ¢ khoan 1 Diéu 62 Nghi dinh s 82/2020/ND-CP ngay 15/7/2020, ngudi khong thyc hién
nghia vy thong béo tinh hinh phat trién ciia con nudi trong nudc s& bi phat tién tir 1.000.000 dong dén
3.000.000d6ng.
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phic

PON PANG KY NHU CAU NHAN TRE EM SONG O CO SO NUOI
DUONG LAM CON NUOI TRONG NUOC*

Kinh gri: S& Tu phap tinh/thanh pho® ...

I. Théng tin co ban vé nguwdi ding ky nhu ciu nhin con nudi

A

Ong Ba

Ho, chir dém, tén

Ngay, thang, ndm sinh

Gidy to tuy than®®

Noi cu tra

bién thoai/email

I1. Hoan canh ban thén, gia dinh, chd ¢ va diéu kién kinh té ciia ngudi diing ky nhu ciu
1. Tinh trang hon nhan va gia dinh

[ Chua két hon [ Két hon [ Ly hén (] Chong/vo di chét

"] Chua c6 con d¢é

71 Pa cb con dé 71 Pa ¢ con nudi

Neéu 10 s6 lugng con: ................

2. Tién 4n, tién sy

"1 Khong

[1CO (Ghi 18 dA I K&t AN V& 101 Gl oot e,
3. Piéu kién chd &

DN IO Lo i
1 Nha thudc s hiru 1 Nha thué "1 Nha ¢ khac

Phong danh riéng cho con nuoi:

1Céo

"1 Khong

53 Ap dung ddi véi truong hop cong dan Viét Nam thuong tra & Viét Nam c6 nguyén vong va du diéu kién nhan
tré em c6 hoan canh dic biét hién dang song tai co s¢ nudi dudng lam con nudi.

54 Ghi tinh/thanh phd truc thudc Trung wong noi dang ky thuong tru.

5 Ghi 16 tén loai gidy t0, s, co quan cap, ngay cap gidy to 6. Vi du: chimg minh nhéan dan s6 00108912345 do
Cong an thanh phd Ha Noi cap ngay 20/10/2014.
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4. Nghé nghiép, thu nhap

-Nghé nghiép (18U 18 1AM NENE 1):.....veeeeeeeeeeeeeeeee e
- Thu nhap
[ Tién luong thANE (NEU SO HEI: ...t )
71 Sén xuat klnh doanh, hanh ngh& doc 1Ap (N8U SO tHEN . ...eeveeeeceeeeeeeeeee e, )
"1 Phuy cap, 1 CAP (NEU SO HEN: ...t )
(] Cac ngudn thu nhap KhAC.........cooveureeeeeeeeeeeeeen. (tai khoan tiét kiém, cho thué bat

dong san, cho ting cua ngudi than, ban quyén...)

II1. Pic diém ciia tré em dwoc nhin lam con nudi

(Ghi ddc diém cua tré em ma nguoi cé nhu cau nhdn con nudi mong muon)

DO TUOL v GHOT NN e
Dic diém khac (vé stc khoe, noi cu tri):

Chung t6i/tdi cam doan nhirng 16i khai trén ddy 1a ding sy that. Néu dugc gidi thiéu tré em
can dugc nhan lam con nuoi, chiing t61/t61 s€ thuc hién day du cac thu tuc theo quy dinh phap
luat vé nudi con nuodi. B¢ nghi S& Tu phap xem xét, gidi quyet./.

Lam tai........., NQay ... thang ... nam.................
ONG BA
(Ky, ghi ro ho, chir dém, tén) (Ky, ghi ro ho, chit dém, tén)

IV. Xac nhén ciia ngwoi tiép nhin don
- Ho, Chit Qem, t8N: ..o

S CRIC AaN: oo

e 10 1T 7 o - 5

D3 tiép nhan Pon dang ky nhu cau nhén tré em sdng & co s nudi dudng lam con nudi trong
NUOC CUA ONEG/BA. ..., 5

................... ngay ..........thang ... nam...........
CAN BO TIEP NHAN
(Ky, ghi ¥6 ho, chiv dém, tén va churc danh)

5 Ngudi tiép nhan c6 thé giao ban sao Pon ding ky nhu cau cho ngudi ding ky (néu ¢6 yéu cau).
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

Ho, chir dém, tén cha nudi:.............coooonnicinne, Ho, chir dém, tén me nudi: ...,

Ngay, thang, ndm sinh:.......ccoccoons Ngay, thang, nam sinh:.........coons

L@ TS YR T s CE (@ TS TR AT CE

GIAY 1O Y thAN: ..ooooeoeeeeeeeeee e GiAy 1O Y AN ..o

NOT CU T e NOT CU TP
Ho, chit d€m, t&n COM MUOL: .........coooooiir e Gioi tinh:......coooooviiennne.
Ngay, thang, nam SINh: ... QUOC HICR oo
INOT SITI ettt ettt 8 888881 48R E R et
INOT CU LTI oottt 8861 4888
OO e FT e eI 0 1V Lo
Co quan AN KY VIEC NUOT COM MUOL: ....vuuuierrierreereiieesseeseeesseeesseesseesssesessesesseess st eess s eeees sees s esss st ssss s ssssesssas
NEAY, thANG, NAM CAD: ....ooooeeeeeeeeeeoeeeeeeeeeeeee oo ssseessoeessesessseseesseoese oo sseees sssessreeesores oo

Gidy ching nhan nay c6 hiéu luc thi hanh ké tir ngay ghi vao S6 dang ky nudi con nudi

NGUOI KY GIAY CHUNG NHAN

Vao S6 dang ky nuéi con nudi A Coaa , e A
gl (Ky, ghi r6 ho, chit dém, tén, chirc vu va dong dau)

Nguoithwe hién e
(Ky, ghi r8 ho, chir dém, tén, chirc danh)
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PHAN GHI CHU NHUNG THONG TIN THAY POIL, CAI CHINH SAU NAY

STT Ngay, thang, Noi dung ghi chu Cin cw ghi chu Ho, chir dém, tén, chir
nam ghi chu (dong dau vao ndi dung da ghi chu) ky ciia ngudi thuc hién
ghi cha
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2. Tha tuc Pang ky lai nudi con nudi trongnwéc

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

TT

Trinh ty thwe hién

Cach thire thue hién

Thoi gian giai
quyet

Buoc 1

Nop hé so thi tuc hanh
chinh:

Nop truc tiép qua Bo phan tiép nhan va tra két qua cia UBND cép xA.

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

Budc 2

Tiép nhin va chuyén ho so
tha tuc hanh chinh

Doi véi ho s0 dugc ndp truc tiép qua Bo phan tiép nhan va tra két qua,
cong chirc tiép nhan ho so xem xét, kiém tra tinh chinh xé4c, day du
ctia ho so; quét (scan) va luu trit ho so dién tr, cAp nhat vao co so dir
liéu cua phﬁn mém mot ctra dién tir ctia Tinh.

a) Truong hop ho so chua ddy du, chua chinh x4c theo quy dinh, cong
chtrc tiép nhan ho so phai hudng dan ca 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 hd so, cong chire tiép nhan hd so phai néu
rd Iy 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 tlep
nhan hd so va 1ap Gidy tiép nhan hd so va hen ngay tra két qua; dong
thoi, chuyén cho co quan c6 thaim 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
ngay lam viéc tiép
theo d6i véi trudong
hop tiép nhan sau 15
gi0 hang ngay.

Bwoc 3

Giai quyét thi tuc hanh
chinh

Sau khi nhan ho so thi tuc hanh chinh tir B phan tiép nhén va tra két
qua cong chuc tu phéap - ho tich xem xét, tham dinh ho so, trinh phé
duyét két qua giai quyét thu tuc hanh chinh:

05 ngay lam viéc
ké tir ngay nhan du
hé so hop 18, trong
do:

1. Tiép nhan ho so (Bd phan TN&TKQ)

0,5 ngay

2. Giai quyét ho so, trong do:

4,5 ngay
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+ Cong chikc tw phdp — ho tich 03 ngay
+ Lanh dao Uy ban nhdn dan cap xa 01 ngay
+ Van thu 0’5 ngé_y

Buoc 4

Tra két qua giai quyét thi
tuc hanh chinh

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

- Théng bao cho ca nhan biét trudc qua tin nhin, thu dién tir, dién
thoai hodc qua mang xa hoi dugc cap c6 tham quyén cho phép dbi véi
ho so giai quyét thi tuc hanh chinh trude thoi han quy dinh.

- C4 nhan nhan két qua giai quyét thi tuc hanh chinh theo thoi gian,
dia diém ghi trén Gidy tiép nhan ho so va hen tra két qua (xuat trinh
glay hen tra két qua). Cong chuc tra két qua kiém tra phleu hen va yéu
cau ngudi dén nhan két qua ky nhan vao so va trao két qua.

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

2.2. Thanh phén, s6 lwong ho so

a) Thanh phan ho so

T khai dang ky lai viéc nudi con nudi (Trudng hop yéu cau dang ky lai tai Uy ban nhan dan cap xa khong phai 13 noi trude day da
dang ky viéc nudi con nudi, thi T khai phéi c6 cam két ctia ngudi yéu cau dang ky lai vé tinh trung thyc ctia viée dang ky nudi con nudi
trude d6 va co chir ky cua it nhat hai ngudi lam chimg).

b) S6 luong ho so: 01 bd

2.3. Poi twong thuce hién thi tuc hanh chinh: Cd nhdn nguoi ¢é yéu cau dang ky lai viéc nudi con nuéi.

2.4. Co quan gidi quyét thu tuc hanh chinh: Uy ban nhan dan cap xa noi cha me nuoi va con nudi thuong tra hodc noi da dang ky
viéc nudi con nuoi trudc day thuc hién dang ky lai viéc nudi con nuoi.

2.5. Két qua thwe hién thii tuc hanh hanh chinh: Gidy chirng nhdn nudi con nuéi trong nuée.

2.6. Phi, 1¢ phi: Mién thu 18 phi.

2.7. Tén mau don, miu to khai: To khai dang ky lai viéc nuéi con nudi.
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2.8. Yéu cu, diéu kién thue hién thi tuc hanh chinh:

- 86 dding ky nuéi con nudi va ban chinh gidy to dang ky nudi con nudi bi mat hodc hw hong khéng sir dung dwoc;

- Cha, me nudi va con nudi déu con song vao thoi diém yéu cau dang ky lai.

2.9. Can cir phap ly cua thi tuc hanh chinh:

- Luat Nudi con nudi nam 2010;

- Biéu 29 Nghi dinh s6 19/2011/ND-CP ngay 21 thang 3 nim 2011 ctia Chinh phil quy dinh chi tiét mot s diéu ciia Luat nudi con
Nuol,

- Diéu 4 Nghi dinh §6 114/2016/ND-CP ngay 8 thang 7 nim 2016 ciia Chinh phii quy dinh 1¢ phi dang ky nudi con nuéi, 1& phi cap

gidy phép hoat dong cua t6 chirc con nudi nudc ngoai;

- Khoan 1 Piéu 3 Théng tw s6 10/2020/TT-BTP ngay 28 thang 12 nam 2020 ciia B trwéng B Tw phdp vé viéc ban hanh, hirong
dan viéc ghi chép, sir dung, qudn Iy va lwu triv S6, mau gidy to, ho so nuéi con nudi;

- Théng tw s6 267/2016/TT-BTC ngay 14 thang 11 niam 2016 ciia B truéng B Tai chinh hwéng dan ldp dir todn, quan Iy, siv dung
va quyét todn kinh phi ngdan sach nha nuée bdo ddm cho céng tic nudi con nudi va cdp, gia han, sira déi gidy phép hoat déng ciia té chirc

con nuoi nuwoc ngodi tai Viét Nam.

2.10. Luu ho so (ISO):

Thanh phéan ho so hru B¢ phan luu trir Thoi gian luu

- Nhu muc 2.2;

- Két qua giai quyét TTHC hodc Van ban tra 1oi cua don vi d6i voi ho so
khong dap ung yéu cau, dicu kién.

- Ho so tham dinh (néu c6)

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

Tir 01 nam, sau d6 chuyén
ho so dén kho luu trir cua
UBND cap xa

Cong chirc tu phap — ho tich
duoc giao xur 1y ho so
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Céc biéu mau theo Khoan 1, Pidu 9, Thong tu s6 01/2018/TT-VPCP ngay
23 thang 11 ndm 2018 cua B truong, Chu nhiém Van phong Chinh phu | g4 phan tiép nhan va tra két
quy dinh chi ti€t mot so diéu va bién phap thi hanh Nghi dinh s6 .qué'cﬁa UBND chp XA.
61/2018/ND-CP ngay 23 thang 4 nam 2018 cta Chinh phu vé thyuc hién co
ché mot cira, mot ctra lién thong trong giai quyét thu tuc hanh chinh.

Ghi chii: Chuan héa tén th tuc hanh chinh; Ddi tugng thuc hién thii tuc hanh chinh; Két qua thyc hién tha tuc hanh chinh; Can ct
phap 1y cta thi tuc hanh chinh theo Quyét dinh s6 169/QD-BTP ngay 04 thang 02 nam 2021 ctia Bo tu phap vé viée cong b thi tuc hanh
chinh dugc chudn hoa trong linh vic nudi con nudi thude pham vi chic nang quan Iy caa B Tu phap.

Tén miu don, mau to khai thay doi theo Thong tu s6 10/2020/TT-BTP ngay 28/12/2020 cua Bo truong Bo Tu phap vé viéc ban
hanh, hudng dan viéc ghi chép, sir dung, quan 1y va luu trir S6, mau gidy to, hd so nudi con nudi.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Déc 1ap - Tw do - Hanh phuic

TO KHAI PANG KY LAI VIEC NUOI CON NUOI

KINK @UI® 5

Ho, chit d8m, t8N NEUGT YU CAUL....veeeeeeeeeeeeeee e
INOT CU LT ettt ekttt b e b e e skt e bt e b e e s bn e e sab e e s ab e e nbe e e nneenrneas
Glay 1O Ty ThANTE ... s
Dé nghi ding ky lai vi€éc nudi con nudi cho nguoi co tén dudi day:

Ho, chit dém, ten:..............ooooiiiiiiiiiic e Gidi tinh:.....................
Ngay, thang, ndm sinh:.........ccccoeiiiiiiiniiii e Qudc tich:....cocovvenn.
INOT SINRI Lottt et b e et e e e be e e bt e e bt e sbeeebeeesree s
Gidy khai sinh/Giay t0 thy thANZ:........cveveeveeeeeeees et sess sttt esess s
INOT CU T ettt ettt et et e e s et e e st e e e aae e st e e nteesnteeenseeenseennseennseennseis

La con nuéi cua:

Ho, chir dé€m, t€n cha MUOL:............ocoiiiiii e
Ngay, thang, nam Sinh:...........ccooooiiiiiiiiiieeee e, Qudc tich: ...
GIAY 1Ot thAN 2.
INOT CU T ettt e et e ettt et e e s ae e e st e e enae e seees e e e be e e esbeeabeeeabeeeenneenneas
Ho, chir dém, tén me nuoi:

Ngay, thang, nam sinh: ..., Qudc tich: ..o,
GHAY O tIY thANZ: ..ottt ettt en st anens
INOT CU L et e e e e et e e e e s ataeeeeeeataeeeeeeaabaeeseeassseeeeansnsaeeseanans

Glay chimg nhan nudi con nudi trong nudc/Quyét dinh nudi con nudi ¢é yéu td nudc ngoai
SOveeereeeeeeneeeanns ngay ........ thang ....... nam.........
T6i cam doan nhiing ndi dung khai trén ddy 1a ding su that va da nop ddy du cac gidy to hién
c0. T61 chiu trach nhi€m trudce phap luat vé viéc cam doan ctia minh.
Lam t@i ......ccccovvneenne. , NQAY ..o thang............ NAM..........
Ngudi yéu ciu
(Ky, ghi ro ho, chir dém, tén)

"Ghi 15 tén co quan thye hién dang ky lai viéc nudi con nuoi.

8Ghi 1 tén loai gidy to, s0, co quan cap, ngay cap gidy to d6 (vi du: chimg minh nhan dan s6 00108912345 do Cong an
Thanh phd Ha Noi cip ngay 20/10/2014).

59Ghi tén Uy ban nhan dan cép xa noi da dang ky viéc nudi con nudi trong nude; ghi tén S¢ Tu phéap noi da dang ky viée
nudi con nudi co yéu td nude ngoai.



Xac nhén ciia nguwoi lam chirng thir nhat

Xac nhan cia nguwoi lam ching thi hai

Teittnla. . . sinh ndm . ) TOItEN 1@ oo, sinh nam............
Gily 10ty thAND: ..o e —
CCu tra tais . Cu tru tai SO crvverene. [,

T61 xin lam ching viéc nudi con nudi trén la
dang su that va chiu trach nhiém trudc phap luat vé
viéc lam chirng ciia minh.
Lam tai... , ngay.......thang........ nam.....
(Ky, ghi ré ho, chit dém, tén)

To1 xin lam chimg viéc nudi con nudi trén la
dang sy that va chiu trach nhi¢m trudc phap
luat vé viéc lam chirng cua minh.

Ngay, thang, nam SInh:.........cccoviiiiiiis
(@ TS YR AT EA
GAY 1O Y thAN: .o GiAy tO Y thAN: ..o
NOT CU T s NOT CU TP
Ho, chit dém, ten COM MUOGH: ........cc..oooviiiii s Gigi tinh:......coooovninne,
Ngay, thang, Nam SINN: ..o QUOC tHCR: oo
INOT SITI ettt ettt 8 8885+ 248 RE ARt
INOT CU EITLL oottt 488861 8888
O e FT e eI 0 VY s OO O
Co quan AN KY VIEC NUOT COM MUOL: ....cuuurermririereeeseeesreessesse st seeesseeessesess st ss st eses st st ees s esss st snees
NEAY, thANG, NAM CAD: .....oooeeeeeeeeeesoeeeeeeeeseeeesoeesseoesessseesoees e ssoees oo sseees sseessooeeesooes oo

Gidy ching nhan nay c6 hiéu luc thi hanh ké tir ngay ghi vao S6 dang ky nudi con nudi

Vao So dang ky nuoi con nuoi

Ngwoi thye hién
(Ky, ghi r8 ho, chir dém, tén, chitc danh)

NGUOI KY GIAY CHUNG NHAN
(Ky, ghi r6 ho, chit dém, tén, chirc vu va dong dau)
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PHAN GHI CHU NHUNG THONG TIN THAY POI, CAI CHINH SAU NAY

STT Ngay, thang, Noi dung ghi chu Cin cw ghi chu Ho, chir dém, tén, chir
nam ghi chu (dong dau vao ndi dung da ghi chu) ky ciia ngudi thuc hién
ghi cha
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3. Thi tuc Gii quyét viée ngwoi nwée ngoai cw trd & khu vure bién giéi nwée lang giéng nhan tré em Viét Nam 1am con

nuol
3.1. Trinh tw, cach thire, thoi gian gidi quyét thi tuc hanh chinh
TT Trinh ty thuc hién Cach thirc thuc hién Thmqlgll;‘éll sl
- Sang: tu 07 gio
’ Nop hd so thi tuc hanh N~(f)p truc tiép qua Bo phan tiép nhan va tra két qua cia UBND cap | dén 1} gi(‘)"30 phl]_t‘;
Buoc 1 chinh: Xa. - Chiéu: tu }3 gio
' 30 dén 17 gio cua
cac ngay lam viéc.
Poi voi ho so duoc nop truc tiép qua Bo phén tiép nhan va tra két
qua, cong chue tiép nhan ho so xem xét, kiém tra tinh chinh xAc,
day du cua ho so; quét (scan) va luu trir ho so dién tir, cap nhat | Chuyén ngay ho so
vao co sd dit liéu cia phan mém mét cira dién tir ctia Tinh. tiép nhén truc tiép
a) Truong hop ho so chua day du, chua chinh xac theo quy dinh, | trong ngay lam
cong chure tiép nhan ho so phai hudng din ca nhan bo sung, hoan | viéc (khong dé qua
. A+ Z 1A thién ho so theo quy dinh va néu 13 1y do theo miu Phiéu yéu cau | 04 gio 1am viéc)
. Ti€ép nhan va chuyén ho so |, : S AT A < 2 \
Buwdc 2 b6 sung, hoan thi¢n ho so; hoac chuyén vao

thu tuc hanh chinh

b) Trudng hop tir chdi 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 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.

dau gio ngay lam
viéc tiép theo dbi
vé6i truong hop tiép
nhan sau 15 gio
hang ngay.
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Sau khi nhan hé so thu tuc hanh chinh tir B phan tiép nhan va tra
két qua cong chirc tu phap - hd tich xem xét, tham dinh ho so,
trinh phé duyét két qua gidi quyét thu tuc hanh chinh:

30 ngay, trong do:

1. Tiép nhan ho so (Bd phan TN&TKQ) 0,5 ngay
Bude 3 Giai quyét thii tuc hanh 2. Giai quyét ho so, trong do: 29,5 ngay
udc c L .
chinh + Cong chikc tw phap — ho tich 15 ngay
+ So Tu phap 10 ngay
+Lanh dao Uy ban nhdn dén cdp xa 04 ngay
+ Van thu 0,5 ngay
Cong chtrc tiép nhan va tra két qua nhap vao sé theo doi ho so va
phan mém dién tur thuc hiéq nhu sau: ’
- Thong bao cho ca nhan biét trude qua tin nhan, thu dién tir, dién f s -\
£ £ thoai hodc qua mang xa hoi dugce cap c6 tham quyén cho phép dbi | >ang: _tu’ 07 gio
Tra ket qua giai quyet thi v6i ho so giai quyet thu tuc hanh chinh trude thoi han quy dinh. den 11 gio 30 phut;
Buéc 4 tuc hanh chinh - Chiéu: tir 13 gio

- C4 nhan nhan két qua giai quyet thu tuc hanh chinh theo thoi
gian, dia d1em ghi trén Glay tiép nhan hd so va hen tra két qua
(xuat trinh gidy hen tra két qua). Cong chuc tra két qua klem tra
phiéu hen va yéu cau nguoi dén nhan két qua ky nhan vao so6 va
trao két qua.

30 dén 17 gio cua
cac ngay lam viéc.

3.2. Thanh phan, so lwong hd so

a) Thanh phan ho so

Ho so cua nguwoi nhdn con nudi:

- Pon xin nhan con nuoi;
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- Ban sao Ho chiéu hodc gidy t& co gia tri thay thé;

- Phiéu Iy lich tu phép;

- Vin ban x4c nhan vé viéc nguoi nhan con nuoi c6 du diéu kién nuoi con nudi theo quy dinh cua phap luat nude do;
- Van ban xac nhan tinh trang hon nhan;

- Giay kham strc khoe;

- 02 Anh chyp toan than (Chup méi nhét, ¢& 9cm x 12cm hodc 10 cm x 15 cm).

Hé so ciia ngwoi dwoc nhin lam con nudi:

- Giay khai sinh;

- Giay kham strc khoe do co quan y té cap huyén trd 1én cap;

- Hai anh toan than, nhin thang chup khong qué 06 thang;

- Bién ban xac nhan do Uy ban nhan dan hodc Cong an cip xa noi phat hién tré bi bo roi lap ddi voi tré em bi bo roi; Gidy
chtmg tir ciia cha dé, me dé hodc quyét dinh ctia Toa an tuyén bd cha dé, me dé cua tré em 1a da chét ddi voi tré em md coi; quyét
dinh ctia Toa an tuyén b cha dé, me dé ctia nguoi duge gidi thiéu lam con nudi mat tich d6i véi ngudi duoc gidi thidu 1am con
nudi ma cha dé, me dé mat tich; quyét dinh ctia Toa an tuyén bo cha dé, me dé cua ngudi dugc gidi thiéu 1am con nudi mat nang
luc hanh vi dan sy ddi vai nguoi dugce gidi thiéu lam con nudi ma cha dé, me dé mat nang luc hanh vi dan su;

- Quyét dinh ti€p nhan doéi voi tré em ¢ co s& nudi dudng.

b) SO luwong hod so®®: 02 b doi véi moi loai hé so ciia nguoi nhdn con nudi va hé so ciia nguoi duoc nhdn lam con nudi

80 Phan in nghiéng 14 ndi dung thay doi.
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3.3. Doi twong thuc hién tha tuc hanh chinh®: Ngwoi nueée ngoai cur trii & khu viee bién gidi ciia nwde lang giéng nhan tré
em Viét Nam lam con nudi.

3.4. Co quan giai quyét thii tuc hanh chinh®:

Co quan cé tham quyén quyét dinh: Uy ban nhén ddn cdp xa noi tré em thuong tril.

Co quan trwc tiép thwe hi¢n thii tuc TTHC: Uy ban nhin dén cdp xd, noi nguoi dwoc nhdn lam con nudi thuwong tril.
Co quan phéi hop: S¢ Tw phdp.

3.5. Két qua thwe hién thi tuc hanh chinh®: Gidy chting nhin nuéi con nuéi trong nuée.

3.6. Phi, 1€ phi: 4.500.000d/trudong hop.

3.7. Tén miu don, miu to khai®:

- Don xin nhan tré em Viét Nam lam con nuoi nwdc ngoai (su dung cho truong hop nhan tré em song o co so nuoi duong),
- Don xin nhdn tré em Viét Nam lam con nuoi nudc ngoai (su dung cho truong hop nhan con riéng, chau rugt).
3.8. Yéu cau, diéu kién thuc hién thi tuc hanh chinh:

Ngwoi xin nhdn con nudi cé di cdc diéu kién nhu sau®:
- C6 nang lyc hanh vi dan sy day du;
- Hon con nuoi tir 20 tuoi trd 1€n;

- Co di€u kién vé strc khoe, kinh t€, cho ¢ bao dam viéc cham soc, nudi dudng, gido duc con nudi;

61 Phan in nghiéng 14 ndi dung thay doi.

62 Phan in nghiéng 14 ndi dung thay doi.

63 Phan in nghiéng 14 ndi dung thay doi.

6 Mau don thay dbi theo Thong tu s6 10/2020/TT-BTP ngay 28/12/2020 ctia B truéng Bo Tu phéap vé viée ban hanh, hudng dan viée ghi chép, sir dung, quan 1y va luu trit SO, mau
gidy t&, hd so nudi con nuoi.

8 Luu y truong hop xin nhan con riéng, chau rudt khong ap dung diéu kién vé khoang cac do tudi va diéu kién kinh té
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- C6 tu cach dao duc tét;

- bu diéu kién theo quy dinh cua phap luat nude lang giéng.

Cac truwong hop khong dwoc nhdn con nuoi

- Pang bi han ché mot s6 quyén cta cha, me ddi véi con chua thanh nién;

- Pang chip hanh quyét dinh xtr Iy hanh chinh tai co sd gido duc, co sé chira bénh;
- Pang chap hanh hinh phat tu;

- Chua dugc x6a an tich vé mot trong cac tdi c6 ¥ xam pham tinh mang, sttc khoé, nhan pham, danh dy cua nguoi khac;
nguoc dai hodc hanh ha 6ng ba, cha me, vo chong, con, chau, nguoi c6 cong nudi dudng minh; du do, ép budc hodc chira chap
nguoi chua thanh nién vi pham phép luat; mua ban, danh trdo, chiém doat tré em.

Tré em dwoc nhdn lam con nuéi phdi co du cac diéu kién sau:

+ La tré em dudi 16 tudi; 1a tré em tir da 16 tudi dén dudi 18 tudi néu thudc trudong hop duoc cha duong, me ké, cd, cau, di,
chu, bac rudt nhan lam con nuoi;

+ M6t nguoi chi dugce l1am con cia mot ngudi ddc than hodc cia ca hai nguoi 1a vo chéng.

3.9. Cin ctr phap ly cia tha tuc hanh chinh®:

- Piéu 9 Luat Nudi con nudi ndm 2010;

- Piéu 21, 22 Nghi dinh s6 19/2011/NB-CP ngay 21 thang 3 nam 2011 ctia Chinh pha quy dinh chi tiét mot sé diéu cta Luat
nudi con nudi;

- Khoan 1 Diéu 1 Nghi dinh s6 24/2019/ND-CP ngay 05 thang 3 nim 2019 cia Chinh phu sira doi, bd sung mot sé diéu cia
Nghi dinh 19/2011/ND-CP ngay 21 thang 3 ndam 2011 cta Chinh phu quy dinh chi tiét thi hanh mot s6 diéu cua Luat nudi con nudi;

8 Phan in nghiéng 1 ndi dung thay doi.
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- Khodn 1 Piéu 3 Théng tw s6 10/2020/TT-BTP ngay 28 thang 12 nam 2020 ciia Bé truong B Tw phdp vé viéc ban hanh,
hwdng dan viéc ghi chép, sie dung, quan Iy va lwu triv S6, mau gidy to, hé so nudi con nudi;

- Piéu 6 Nghi dinh s6 114/2016/ND-CP ngay 8 thang 7 naim 2016 ctia Chinh phu quy dinh 1é phi dang ky nudi con nudi, 18

phi cap giay phép hoat dong cua td6 chirc con nudi nudc ngoai,

- Théng tu s6 267/2016/TT-BTC ngay 14 thang 11 nim 2016 cta BO trudng Bo Tai chinh huéng dan 1ap dy toan, quan 1y,
sir dung va quyét toan kinh phi ngan sach nha nudc bao dam cho cong tac nudi con nudi va cap, gia han, sira d6i gidy phép hoat

dong cua to6 chirc con nudi nudc ngoai tai Viét Nam.

3.10. Lwru ho so (ISO):

Thanh phén hd so hru

B phan luu trir

Thoi gian luu

- Nhu muc 3.2;

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

- Ho so tham dinh (néu co)

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

Cong chirc tu phap — ho
tich dugc giao xtir 1y ho so

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

Bo phan tiép nhan va tra
két qua cua UBND cap xa.

Tu 01 ndm, sau d6 chuyén
ho so dén kho lu’u trir cua
UBND cap xa

Ghi ch(: Chuén hoa tén thi tuc hanh chinh; Sb luong hd so; Co quan giai quyét tht tuc hanh chinh; Dbi tuong thuc hién
thi tuc hanh chinh; Can ct phép 1y cta thu tuc hanh chinh theo Quyét dinh s6 169/QD-BTP ngay 04 thang 02 nim 2021 cta B tu
phap vé viéc cong bd thi tuc hanh chinh dugc chuan hoa trong linh vuc nudi con nuodi thudc pham vi chirc nang quan 1y cua B6 Tu
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phap.
Tén mau don, mau to khai thay d6i theo Thong tu sb 10/2020/TT-BTP ngay 28/12/2020 cua B¢ truong Bo Tu phap vé viéc
ban hanh, hudng dan viéc ghi chép, st dung, quan 1y va luu trit S6, mau giay to, hd so nudi con nudi.

Bo “Thu tuc ghi cha viéc nudi con nudi da ding Ky tai co quan c6 tham quyén ctia Camphuchia” do c6 su thay doi vé quy
dinh, theo quy dinh tai khoan 9 Piéu 1 Nghi dinh s 24/2019/ND-CP ngay 05 thang 3 nim 2019 ctia Chinh phu sira d6i, bd sung
mot s diéu cua Nghi dinh 19/2011/ND-CP ngay 21 thang 3 nam 2011 ctia Chinh phu quy dinh chi tiét thi hanh mot sé diéu cua
Luat nudi con nudi thi thi tuc ndy thudc cap huyén.
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CONG HOA XA HQI CHU NGHIA VIET NAM

Anh chéan dung
cua nguodi nhan
con nudi
(kich c& 4x6 cm)
Adoptive
parent’s photo
(4 x6cm)

Poc lap - Tw do - Hanh phic

SOCIALIST REPUBLIC OF VIETNAM
Independence-Freedom-Happiness

DON XIN NHAN TRE EM VIET NAM
LAM CON NUOI NUOC NGOAI

Anh chan dung
cua nguodi nhan
con nudi
(kich c& 4x6 cm)
Adoptive
parent’s photo
(4 x 6 cm)

(Stk dung cho trieong hop nhdn tré em song & co s6 nuéi dwong)
APPLICATION FOR VIETNAMESE CHILD INTERCOUNTRY ADOPTION
(Used for adoption of a child living in institution)

Kinh gui: Cuc Con nu6i, B6 Tu phap
To: Department of Adoption, Ministry of Justice

1. Phan khai vé ngudi nhan con nudi/Information of adoptive parent(s)

Thoéng tin/Information

Ong/Mr

Ba/Mrs

Ho, chir dém, tén /Full name

Ngay, thang, nam sinh/Date of
birth

Quéc tich/Nationality

Giay to ity than/ldentity
document®’

Noi cu tra/Place of residence

bién thoai/ thu dién tir/Phone
number/email

2. Nguyén vong vé tré em dwge nhan 1am con nudi/Desire for an adoptive

child

67 Ghi rd tén loai gidy t0, s, co quan cip, ngay cip gidy to d6/Specify type of document, number, issuing

authority, and date.

Vi du: Ho chiéu s6 1089123 do Bo Ngoai giao va Hop tac qudc té Italia cip ngay 02/02/2015.
For example: Passport No. 1089123, issued by the Ministry of Foreign Affair and International Cooperation of

Italia, on 2/2/2015




3. Phian cam doan/Declaration

Chung t61/t61 cam doan nhiing 161 khai trén day 1a dung su that, viéc nhan con nudi la ty nguyén,
nham xac 14p quan hé cha, me va con lau dai, bén viing, vi loi ich tot nhat cta con nudi. Chlng
t6i/t6i cam két s& chim soc, nudi dudng, gido duc chau nhu con dé cua minh va thyc hién moi
nghia vu cia cha me dbi vé6i con theo quy dinh phép luat. Ching t61/t6i cam két trong thoi han
03 nam, ké tir ngdy giao nhan con nudi, dinh ky 06 thang mot 1an, giri bao céo vé tinh hinh phat
trién cta con nudi (co6 kém theo anh) cho Cuc Con nudi - Bd Tu phép va Co quan dai dién Viét
Nam & nudc noi chung t61/t61 thuong tru.

Pé nghi Co quan c6 thim quyén xem xét, giai quyét./.

We/l hereby certify that the above statements are true and the adoption is voluntary, for the
purpose of establishing a long-term, sustainable parent-child relationship in the best interest
of the adoptive child. We/l commit to take care, nurture and educate the child like our/my
biological child, and fulfill all parental obligations of toward the child in accordance with the
law. We/l commit, within 03 years from the date of entrusment, every 6 months, to send reports
on the development of the adoptive child (with photos) to the Department of Adoption, Ministry
of Justice, and Representative Authority of Vietnam in the country where we/l permanently
reside.
We/l would like to submit to the esteemed Department for consideration and approval of
application.

Lam tqi ... ,NQAY...ooooonn. thang ............. RAM.................
Doneat..........., on........ [day.......... month......... year............ ]
ONG /Mr BA/Mrs
(Ky, ghi ro ho, chir dém, tén) (Ky, ghi ro ho, chir dém, tén)

(Signature, full name) (Signature, full name)
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap - Tu do - Hanh phuc

SOCIALIST REPUBLIC OF VIETNAM

Anh chan dung
cuia nguoi nhan

con nubi con nudi
(kich c& 4x6 cm)/ Independence-Freedom-Happiness (kich c& 4x6 cm)/
Adoptive parent’s Adoptive parent’s
photo - 5 _ photo
(4x6 cm) PON XIN NHAN TRE EM VIET NAM (4x6cm)

LAM CON NUOI NUOC NGOAI

(Str dung cho truong hop nhdn con riéng, chdu rugt)
APPLICATION FOR VIETNAMESE CHILD INTERCOUNTRY ADOPTION
(Used for adoption of a step — child or biological niece/nephew)

Kinh guri: Cuc Con nudi, B6 Tu phap
To: Department of Adoption, Ministry of Justice

1. Phan khai vé ngudi nhan con nudi/Information of adoptive parent(s)

Théng tin/Information Ong/Mr Ba/Mrs

Ho, chir dém, tén /Full name

Ngay, thang, nam sinh/Date of
birth

Quoc tich/Nationality

Gidy to tuy than/Identity card®

Noi cu tru/Place of residence

Dbién thoai/ thu dién ti/Phone
number/email

2. Phan khai vé nguoi dwoce nhian 1am con nudi/Information of Adoptive child

Hién dang song tai gia dinh ciia Ong/Ba/currently living with Mr/Mrs:

68 Ghi rd tén loai gidy t0, s, co quan cip, ngay cip gidy to d6/Specify type of document, number, issuing authority, and
date.

Vi du: Ho chiéu s6 1089123 do Bo Ngoai giao va Hop tac qudc té Italia cap ngay 02/2/2015.

For example: Passport No. 1089123, issued by the Ministry of Foreign Affair and International Cooperation of Italia, on
2/2/2015



3. Phéin cam doan/Declaration

Chung t61/t61 cam doan nhirng 101 khai trén day la dung su that, viéc nhan con nudi la ty nguyén, nham
xéc 1ap quan hé cha, me va con lau dai, bén viing, vi loi ich t6t nhat cua con nudi. Ching ti/tdi cam
két s& cham soc, nudi dudng, gido duc chiau nhu con dé ciia minh va thuc hién moi nghia vu cta cha
me dbi véi con theo quy dinh phép lut. Chung t6i/t6i cam két trong thdi han 03 nam, ké tir ngay giao
nhén con nuodi, dinh ky 06 thang mot lan, gui bao cao v& tinh hinh phat trién ctia con nuéi (c6 kém theo
anh) cho Cyc Con nuoi - Bo Tu phap va Co quan dai dién Viét Nam & nudc noi chiing t6i/t6i thudong
tra.

Pé nghi Co quan c6 thim quyén xem xét, giai quyét./.

We/l hereby certify that the above statements are true and the adoption is voluntary, for the purpose
of establishing a long-term, sustainable parent-child relationship in the best interest of the adoptive
child. We/l commit to take care, nurture and educate the child like our/my biological child, and fulfill
all parental obligations of toward the child in accordance with the law. We/l commit, within 03 years
from the date of entrusment, every 6 months, to send reports on the development of the adoptive child
(with photos) to the Department of Adoption, Ministry of Justice, and Representative Authority of
Vietnam in the country where we/l permanently reside.

We/l would like to submit to the esteemed Department for consideration and approval of application.

Lam tai ... ,NQAY...coooooon. thang ............ AM.....onnnn,
Doneat..........., on........ [day.......... month......... year............ ]
ONG /Mr BA/Mrs
(Ky, ghi ro ho, chir dém, tén) (Ky, ghi ro ho, chit dém, tén)

(Signature, full name) (Signature, full name)
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CONG HOA XA HQI CHU NGHIA VIET NAM
Péc lap - Tu do - Hanh phic

Ho, chir dém, tén cha nuoi:............cocoovrvnciiinne, Ho, chir dém, tén me nuoi: ...

Ngay, thang, nadm Sinh:.........ooons Ngay, thang, nam sinh:..........oonne.

O Ta TR Te) s CET (@ TS YR AT EET

GAY 1O Y thAN: ..o GiAY 1O Y thAN: oo

NOT CU Tt NOT CU T
Ho, chit d€m, t&n COM MUOL: .........coooooiir e Gioi tinh:......coooooviiennne.
Ngay, thang, Nam SINN: ... QUOC HHCR: oo
INOT SITN 1ottt et s8££ 88488 b s
INOT CU LTI oottt 41848
Sé L H 0 01 Vo ot 011 o ' DO
Co quan GANG KY VIEC NUOT COM TIUOT:....uueeuueereereereeseieeesseeeseesseesseesseessess st sssessseessesssasssesssaessaessesssesssesssssssesssssanss sessesssees
NEAY, thANE, NAM CAD: ......oooeooeseeeeeeeeeoees oo oo eeeeseeee oo oot sreee oot

Gidy ching nhan nay c6 hiéu luc thi hanh ké tir ngay ghi vao S6 dang ky nudi con nudi

NGUOI KY GIAY CHUNG NHAN

Vio S6 dang ky nudi con nudi , .~ o A A , N )
gy (Ky, ghi r6 ho, chit dém, tén, chirc vu va dong dau)

Ngwoi thwe hién
(Ky, ghi r6 hQ, Chl} dém’ tén’ Chlxi"C danh) ...........................................
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PHAN GHI CHU NHUNG THONG TIN THAY POIL, CAI CHINH SAU NAY

STT Ngay, thang, Noi dung ghi chu Cin cw ghi chu Ho, chir dém, tén, chir
nam ghi chu (dong dau vao ndi dung da ghi chu) ky ciia ngudi thuc hién
ghi cha




V. LINH VU'C CHUNG THUC

1. Thi tuc Cép ban sao tir s6 goc

1.1. Trinh tw, cach thirc, thoi gian gidi quyét thi tuc hanh chinh

1T

Trinh ty thue hién

Cach thirc thuce hién

Thoi gian giai quyét

Buoc 1

Nop hd so thi tuc hanh

chinh:

1. Nop truc tiép qua Bo phén tiép nhan va tra két qua cia UBND
cap xA.

2. Hodc thong qua dich vu buu chinh cong ich.

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

- Séang: tir 07 gior 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' thu tuc hanh chinh

Dbi vai ho so dugc ndp truc tiép qua Bo phan tiép nhan va tra két
qua hoic 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 x4c, day du cta ho so; quét (scan) va luu trir hé so dién
tir, cdp nhat vao co s dit liéu cia phan mém mot cira dién tir clia
Tinh.

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

b) Trudng hop tir chdi nhan ho so, céng chirc tiép nhan hd so phai
néu rd 1y do theo mau Phiéu tir chéi giai quyét hod so thi 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 ¢ tham 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 vi¢c) hodc chuyén
vao dau gio ngay lam
viée tiép theo ddi véi
truong hop tiép nhan
sau 15 gio hang ngay.
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Sau khi nhan hé so thu tuc hanh chinh tir B phan tiép nhan va tra N oA
X . A , . A s . 2 e A 01 ngay lam viéc,
] két qua cong chirc tu phap - ho tich xem xeét, tham dinh ho so, trone do:
. Giai quyét tha tuc hanh | trinh phé duyét két qué gidi quyét thu tyuc hanh chinh: g do-

Buge 3 chinh I. Tiép nhan ho so (B phan TN&TKQ) 01 gio
2. Giai quyét ho so, trong do: 07 gio
+ Cong chuc tu phap — ho tich. 04 gio
+ Lanh dao Uy ban nhéan déan cap xa 02 gio
+ Vén thu 01 gio
Cong chirc tiép nhan va tra két qua nhap vao so theo doi ho so va
phﬁn mém dién tir thuc hién nhu sau:

- Thong bao cho dai dién t6 chirc, ca nhan biét trude qua tin nhén,

thu dién tir, dién thoai hoac qua mang xa hoi duoc cép c6 tham

quyén cho phép d6i véi hod so giai quyét thu tuc hanh chinh trude | - Sang: tir 07 gio dén
Tra két qua giai quyét | thoi han quy dinh. 11 gio 30 pht;

Buoérc 4 thi tuc hanh chinh - Pai dién t6 chuc, ca nhan nhan két qua giai quyet thu tuc hanh | - Chiéu: tir 13 gio 30
chinh theo thoi gian, dia d1em ghi trén Glay tiép nhan ho so va | &én 17 gio cua cac
hen tra két qua (xuat trinh gidy hen tra két qua). Cong chrre tra két | ngay lam viéc.
qua klem tra phleu hen va yéu cau ngudi dén nhan két qua ky nhan
vao sb va 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)

1.2. Thanh phan, s6 lwrong hd so
a) Thanh phan ho so

- Trudng hop ndp truc tiép thi xuat trinh ban chinh hodc ban sao c6 chimg thyc gidy chtimg minh nhan dan hoic ho chiéu
con gia tri st dung.

- Trudng hop ngudi yéu cau cap ban sao tir s6 gbe giri qua buu dién thi phai giri kém theo ban sao ¢6 chtng thuc gidy ching
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minh nhan dan hodc ho chiéu con gia tri su dung, phong bi dan tem ghi r6 ho tén, dia chi ngudi1 nhan cho co quan, td chirc cép ban
Sao.

- Trudng hop ngudi yéu cau 1a ngudi dai dién theo phéap luat, ‘nguoi dai dién theo uy quyen ctia c4 nhan, t6 chuc duge cip
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 chimg minh quan hé véi nguoi duoc cip ban chinh.

b) S6 lugng hd so: 01 bod

1.3. Poi twong thure hién thii tuc hanh chinh: Ca nhan, t6 chic

1.4. Co quan gii quyét thii tuc hanh chinh: Co quan, to chtc 1ap s6 gdc.
1.5. Két qua thue hién thii tuc hanh chinh: Ban sao dugc cip tir s6 goc
1.6. Phi, 1€ phi: Khong.

1.7. Tén miu don, miu to khai: Khong.

1.8. Yéu céu, diéu kién thuc hién thi tuc hanh chinh: Phai c6 s gbc

1.9. Can cir phap ly cuaa thi tuc hanh chinh: Piéu 5, 7, 16, 17 Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh
phu vé€ cap ban sao tir ban chinh, ching thuc chir ky va ching thyc hgp dong, giao dich.

1.10. Lwu ho so (ISO)
Thanh phéin ho so lru B6 phén hru trir Thoi gian luu
- NI}u’ muc 1.2; , , ‘
- Két qua giai quyét TTHC hodc Van ban tra 101 cia don vi doi vé1 ho
so khong dap tmg yéu cau, diéu kién. Phong Tu phap cap huyén | Twir 01 nam, sau do chuyén
- HO so tham dinh (néu c0) , ho so dén kho luu trit cua
- Van ban trinh co quan cap trén (néu co) UBND cap xa
Cac biéu mau theo Khoan 1, Biéu 9, Thong tu s6 01/2018/TT-VPCP | Bo phan tiép nhan V?. tra
ngay 23 thang 11 nam 2018 cua BJ trudng, Chi nhi€ém Van phong | két qua cia UBND cap xa.
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Chinh phul 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 cta Chinh phi vé
thue hién co ché mot cira, mot cira lién thdng trong giai quyét thu tuc
hanh chinh.

Ghi ch: Tén thi tyc hanh chinh chuan hoa theo Quyét 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 B6 Tu phap (B6 sung cum tir “Tha tuc”).
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2. Thii tuc Chirng thuwe ban sao tir ban chinh gidy to, viin ban do co’ quan t6 chirc c6 thim quyén ciia Viét Nam cap
hoac chirng nhan

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

1T

Trinh ty thue hién

Cach thirc thuce hién

Thoi gian giai quyét

Buoc 1

Nop hd so thi tuc hanh

chinh:

Nop truc tiép qua Bo phan tiép nhan va tra két qua cia UBND cap
Xa.

- 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' thu tuc hanh chinh

Cong chuc tiép nhan ho so tai Bo phan tiép nhan va tra két qua
xem x¢ét, kiém tra tinh chinh xac, day du cta hd so; quét (scan) va
Iuu trit ho so dién tir, cip nhat vao co so dit lidu ciia phan mém
mot cira dién tir cua Tinh.

a) Truong hop hd so chua day du, chua chinh xac theo quy dinh,
cong chuc tiép nhan ho so phai huéng dan dai dién to chirc, ca
nhan bd sung, hoan thién hd so theo quy dinh va néu 13 1y do theo
mau Phiéu yéu cau bd sung, hoan thién hd so;

b) Trudng hop tir chdi nhan ho so, céng chire tiép nhan hd so phai
néu 1 1y do theo mau Phiéu tir chéi giai quyét ho so thi 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 ho so va hen ngay tra ket
qua; dong thoi, chuyén cho co quan ¢ tham quyén dé giai quyét
theo quy trinh.

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




276

Bwoc 3

Giai quyét thi tuc hanh
chinh

Sau khi nhan hé so thu tuc hanh chinh tir B phan tiép nhan va tra
két qua cong chirc tu phap - ho tich xem xét, tham dinh ho so,
trinh phé duyét két qua giai quyét thu tuc hanh chinh:

01 ngay lam viéc
trong truong hop
ching thyc ban sao tur
01 ban chinh, nod1
dung gidy to, vin ban
dé kiém tra, 02 ngay
lam viéc néu cung
mot luc yéu cau
chirng thuc ban sao tur
nhiéu loai ban chinh
gidy tO, van ban; ban
chinh c6 nhiéu trang;
yéu cau sd luong
nhiéu ban sao; nodi
dung gidy to, vin ban
phtc tap kho kiém
tra, trong do:

a) Ching thuc ban sao tir 01 ban chinh, ndi dung gidy t, vin ban
de 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 gio
+ Cong churc tw phap — ho tich. 04 gio
+ Lanh dao Uy ban nhdn dan cdp xd 02 gio

+ Van thu

01 gic
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b) Dbi véi trudong hop cung mot lic yéu cau chung thuc ban sao
tur nhleu loai ban chinh gidy to, van ban; ban chinh c6 nhiéu trang;
yéu cau s6 luong nhiéu ban sao; ndi dung gidy td, vian ban phic | 02 ngay, trong do:
tap kho kiém tra, d6i chiéu ma co quan, td chirc thuc hién ching
thie khong thé dap tmg duoc trong ngay tiép nhan ho so.

1. Tiép nhan ho so (BO phan TN&TKQ) 02 gio
2. Giai quyét ho so, trong do: 14 gio
+ Cong chuee tw phap — ho tich. 08 gio
+ Lanh dao Uy ban nhdn ddn cdp xa 04 gio
+ Van thu 02 gio

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

- Thong bao cho dai dién t6 chirc, ca nhan biét trude qua tin nhén,
thu di¢n tir, dién thoai hodc qua mang xa hoi dugc cép ¢ tham | - Sang: tir 07 gio dén
Tra két qua giai quyét | quyén cho phép d6i véi hod so giai quyét thi tuc hanh chinh trude | 11 gio 30 pht;
Buéc4 |  thii tuc hanh chinh | thoi han quy dinh. - Chiéu: tur 13 gio 30
- Pai dién t6 chuc, ca nhan nhan két qua giai quyet thu tuc hanh | dén 17 gid cua Ccéc
chinh theo thoi gian, dia dlem ghi trén Glay tiép nhan ho so va | ngay 1am viéc.

hen tra két qua (xuat trinh gidy hen tra két qua). Cong chrre tra két
qua klem tra phleu hen va yéu cau ngudi dén nhan két qua ky nhan
vao sb va trao két qua.

2.2. Thanh phan, so lwong ho so
a) Thanh phan ho so
Ban chinh gidy to, van ban 1am co s dé chimg thuc ban sao va ban sao can ching thyc.

Truong hop ngudi yéu cau ching thuc chi xuat trinh ban chinh thi co quan, to chirc tién hanh chup tir ban chinh dé thyc hién
chig thuec, trur trudong hop co quan, to chirc khong c6 phuong tién dé chup.
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Ban sao, chup tir ban chinh dé thuc hién chimg thuc phai ¢ day du cac trang da ghi thong tin cua ban chinh.
b) S6 luong hd so: 01 bd

2.3. Pdi twong thye hién thi tuc hanh chinh: C4 nhén, t6 chirc

2.4. Co quan giai quyét thii tuc hanh chinh: Uy ban nhan déan cép xa.

2.5. Két qua thwe hién thi tuc hanh chinh: Ban sao dugc ching thyc tir ban chinh.

2.6. Phi, 1€ phi: 2.000 ddng/trang; tir trang thir 3 trd 1én thu 1.000 ddng/trang, toi da thu khong qua 200.000 dong/ban. Trang
la can ctr 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 to, van ban can ching thuc.

- Ban chinh gidy t0, vin ban khong duoc dung lam co so dé chimg thyc ban sao:

+ Ban chinh bi téy x0a, stra chira, thém, bt nd1 dung khong hop 1€.

+ Ban chinh bi hu héng, cti nat, khong xac dinh dugc ndi dung.

+ Ban chinh dong diu mat cta co quan, t6 chirc c6 tham quyén hodc khong dong dau mat nhung ghi rd khong dugc sao chup.

+ Ban chinh c6 ndi dung trai phap luat, dao dirc xa hoi; tuyén truyén, kich dong chién tranh, chng ché d6 xa hoi chu nghia
Viét Nam; xuyén tac lich str cia dan toc Viét Nam; xuc pham danh du, nhan pham, uy tin ctia ca nhan, t6 chirc; vi pham quyén
cong dan.

+ Gidy to, vin ban do ca nhan tu lap nhung khong c6 xac nhan va dong dau cua co quan, to chirc c6 tham quyén.

2.9. Can cwr phap ly cua thu tuc hanh chinh

- Biéu 5,7, 18, 19, 20, 21, 22 Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phii vé cap ban sao tir ban chinh,
ching thuc chir ky va ching thyc hop dong, giao dich;
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- Piéu 10, 11 Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 cia B¢ Tu phap quy dinh chi tiét va huéng dan thi hanh mot s6
diéu cua Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cAp ban sao tir s6 gdc, chung thyc ban sao tir ban chinh,

chtng thue chit ky va ching thuc hop ddng, giao dich;

- Piéu 4 Thong 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.
2.10. Lwu ho so (ISO)

Thanh phéan ho so hru

B¢ phan luu trir

Thaoi gian luu

- Nhu muc 2.2;

- Két qua giai quyét TTHC hodc Vin ban tra 10i ciia don vi ddi véi ho
so khong dap tmg yéu cau, diéu kién.

- H6 so tham dinh (néu co)

- Van ban trmh co quan cap trén (neu cO)

Cong chirc Tu phap — HO
tich duoc giao xtr Iy ho so

Céc biéu mau theo Khoan 1, Piéu 9, Thong tu s6 01/2018/TT-VPCP
ngay 23 thang 11 nam 2018 cua 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 phua vé
thuc hién co ché mot cira, mot cira lién thdng trong giai quyét tha tuc
hanh chinh.

BG phan tiép nhan va tra
két qua caa UBND cap xa.

Tu 01 ndm, sau d6 chuyén
ho so dén kho luu trir cua
UBND cap xa

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 héa thu tuc hanh chinh thudc pham vi quan 1y ciia Bo Tu phap (B6 sung cum tir “Thu tuc”).
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3. Tha tuc Chlrng thue chir ky trong cac glay to, van ban (ap dung cho ca truong hgp chirng thue diém chi va
treomng hop nguoi yéu ciu chirng thuc khong thé ky, khong thé diém chi dugc)

3.1. Trinh tw, cach thire, thoi gian gidi quyét thi tuc hanh chinh

T

Trinh tu thwe hién

Cach thirc thwe hién

Thoi gian gidi quyét

Buoc 1

Nop hd so thi tuc hanh

chinh:

1. Nop truc tiép qua Bo phan tiép nhan va tra két qua cia UBND
cap xa.

2. Ngoai tru so ctia UBND cép x4 néu nguoi yéu cau ching thuc
thudc dién gia yéu, khong thé di lai duoc, dang bi tam gitt, tam
giam, thi hanh an phat tu hodc c6 ly do chinh dang khac.

- 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' thu tuc hanh chinh

Cong chuc tiép nhan ho so tai Bo phan tiép nhan va tra két qua
xem x¢ét, kiém tra tinh chinh xac, day du cta hd so; quét (scan) va
Iuu trit ho so dién tir, cip nhat vao co so dit lidu ciia phan mém
mot cira dién tir cua Tinh.

a) Trudng hop hd so chua diy du, chua chinh x4c theo quy dinh,
cong chuc tiép nhan hod so phai huéng dan dai dién to chirc, ca
nhan bd sung, hoan thién hd so theo quy dinh va néu 13 1y do theo
mau Phiéu yéu cau bd sung, hoan thién hd so;

b) Trudng hop tir chdi 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 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 ¢ tham quyén dé giai quyét
theo quy trinh.

Chuyén ngay ho so
tiép nhan tryc tiép
trong ngay lam viéc
(khong dé qua 01 gio
lam vi¢c) hodc chuyén
vao dau gio ngay lam
viée tiép theo ddi véi
truong hop tiép nhan
sau 15 gio hang ngay.
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Sau khi nhan hé so thu tuc hanh chinh tir B phan tiép nhan va tra

A 9 A I3 , ~ . , 2 K N 1 n A 1\ A ,
két qua cong chirc tu phap - ho tich xem xét, tham dinh ho so, 01 ngay lam viéc

. Giai quyét thi tuc hanh | trinh phé duyét két qué giai quyét thu tuc hanh chinh: trong do:
Buge 3 chinh 1. Tiép nhan ho so (B6 phan TN&TKQ) 01 gio
2. Giai quyét ho so, trong do: 07 gio
+ Cong chure tw phap — ho tich 04 gio
+ Lanh dao Uy ban nhdn dan cdp xa 02 gio
+ Van thuw 01 gio

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

- Thong bao cho dai dién t6 chirc, ca nhan biét trude qua tin nhén,
thu dién tir, dién thoai hodc qua mang xa hoi duoc cap c6 tham | - Sang: tir 07 gio dén
Tra két qua giai quyét | quyén cho phép ddi véi ho so giai quyét thu tuc hanh chinh truée | 11 gio 30 pht;
Buéc4 |  thi tyuc hanh chinh | thoi han quy dinh. - Chiéu: tur 13 gio 30
- Pai dién t6 chuc, ca nhan nhan két qua giai quyet thu tuc hanh | dén 17 gid cua Ccéc
chinh theo thoi gian, dia dlem ghi trén Glay tiép nhan ho so va | ngay 1am viéc.

hen tra két qua (xuat trinh gidy hen tra két qua). Cong chrre tra két
qua klem tra phleu hen va yéu cau ngudi dén nhan két qua ky nhan
vao sb va trao két qua.

3.2. Thanh phan, so lwong hd so

a) Thanh phan ho so

- Ban chinh hozc ban sao c6 ching thuc Gidy chimg minh nhan dan/Cén cude cong ddan hodc Ho chiéu con gié tri str dung.

- Glay to, van ban ma minh s& yéu cau chimg thuc chir ky Truong hop chimg thue chit ky trong glay to, van ban bang tiéng
nudc ngoai, néu nguoi thuc hién ching thyuc khong hiéu rd nd1 dung cua gidy to, van ban thi c6 quyén yéu cu nguoi yéu cau chirng

thyc np kém theo ban dich ra tiéng Viét noi dung cua gidy to, van ban do (ban dich khong can cong ching hodc ching thuc chit
ky nguoi dich, nguoi yéu cu chig thyc phai chiu trach nhiém vé ndi dung cta ban dich).
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b) S6 luong hd so: 01 bd

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

3.4. Co quan giai quyét thii tuc hanh chinh: Uy ban nhan dan cap xa.

3.5. Két qua thye hién thii tuc hanh chinh: Gidy to, vin ban dugc chimg thuc chit ky/diém chi.

3.6. Phi, 1& phi: 10.000 dong/truong hop (trwong hop dwoc tinh la mét hodc nhiéu chiv ky trong mét gidy to, van ban).

3.7. Tén miu don, miu to khai: Khong.

3.8. Yéu cau, diéu kién thwc hién thii tuc hanh chinh

Truong hop khong duge ching thuc chir ky:

+ Tai thoi diém chimg thuc, ngudi yéu cau ching thuc chit ky khong nhén thirc va 1am chu duoc hanh vi ctia minh.

+ Nguoi yéu cau chimg thuc chir ky xuat trinh Gidy chirng minh nhan dan hozc Ho chiéu khong con gia tri sir dung hoic gia
mao.

+ Gidy tO, van ban ma ngudi yéu cau ching thue ky vao c6 ndi dung quy dinh tai Khoan 4 Piéu 22 ctua Nghi dinh sb
23/2015/Nb-CP.

+ Gidy to, vin ban c6 néi dung la hop dong, giao dich; trir Gidy iy quyén trong cdc truong hop Gidy uy quyén: (1) iy quyén
vé viéc nop hg, nhan ho ho s0, gidy to, trir truong hop phap ludt quy dinh khong duoc uy quyén; (2) uy quyén nhan ho lvong huu,

buu pham, tro cdp, phu cdp; (3) ity quyén nho tréng nom nha civa; (4) ity quyén cia thanh vién hé gia dinh dé vay vén tai Ngdn
hang chinh sach xd hoi; hoac tru truong hop phap ludt co quy dinh khdc.

3.9. Can cwr phap ly cua thu tuc hanh chinh

- bicu 5,7, 23, 24, 25, 26 Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phii vé cap bén sao tir ban chinh, chimg
thuc chir ky va chimg thuc hop dong, giao dich;

- Diéu 5, 12, 13, 14, 15 Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 ciia B) Tu phap quy dinh chi tiét va huéng dén thi
hanh mot s6 diéu cua Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cap ban sao tir ban chinh, chung thuc chit
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ky va ching thuc hop ddng, giao dich;

- Piéu 4 Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 ctia B 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 phéin hd so hru

B¢ phan luu trir

Thoi gian luu

- Nhu muc 3.2;

- Két qua giai quyét TTHC hodc Vin ban tra 10i ciia don vi ddi véi ho
so khong dap tmg yéu cau, diéu kién.

- Ho so tham dinh (néu co)

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

Cong chirc Tu phap — HO
tich duoc giao xtr Iy ho so

Céc biéu mau theo Khoan 1, Diéu 9, Thong tu s6 01/2018/TT-VPCP
ngay 23 thang 11 nam 2018 cua B§ truéng, Chi 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 phua vé
thuc hién co ché mot cira, mot cira lién thdng trong giai quyét thi tuc
hanh chinh.

BG phan tiép nhan va tra
két qua caa UBND cap xa.

Tt 01 ndm, sau d6 chuyén
ho so dén kho luu trir cua
UBND cap xa

Ghi chu: Tén thu tyc hanh chinh chuan hoa theo Quyét dinh s6 2394/Qb-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 phéap (B6 sung cum tur “Thu tuc™).
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4. Thit tuc Chirng thue hop dong, giao dich lién quan dén tai san 13 dong san, quyén sir dung dit va nha &

4.1. Trinh tw, cach thirc, thoi gian gidi quyét thi tuc hanh chinh

TT

Trinh ty thue hién

Cach thirc thuce hién

Thoi gian giai quyét

Bwoc 1

Nop hd so thi tuc hanh
chinh:

Nop truc tiép qua Bo phan tiép nhan va tra két qua cia UBND cap
Xa.

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 phat;
- Chiéu: tr 13 gio 30
dén 17 gio cua Ccéc
ngay lam viéc.

Bworc 2

Tiép nhan va chuyén hd
so thu tuc hanh chinh

Cong chuc tiép nhan ho so tai Bo phan tiép nhan va tra két qua
xem x¢ét, kiém tra tinh chinh xac, day du cta hd so; quét (scan) va
Iwu trir ho so dién tir, cap nhat vao co so dit liéu ciia phan mém
mot ctra dién tir cua Tinh.

a) Truong hop ho so chua day du, chua chinh xac theo quy dinh,
cong chuc tiép nhan hd so phai hudng dan dai dién t6 chuc, ca
nhan bd sung, hoan thién hd so theo quy dinh va néu 13 1y do theo
mau Phiéu yéu cau bo sung, hoan thi¢n ho so;

b) Trudng hop tir chdi nhan ho so, cong chirc tiép nhan ho so phai
néu 16 1y do theo mau Phiéu tir chéi giai quyét hd 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 ¢ tham quyén dé giai quyét
theo quy trinh.

Chuyen ngay ho S0
tiép nhan tryc tiép
trong ngay lam viéc
(khong dé qua 02 gio
lam vi¢c) hodc chuyén
vao dau gio ngay lam
viéc tiép theo (101 voi
truong hop tiép nhan
sau 15 gio hang ngay.
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TT Trinh ty thyuc hién Cach thirc thyuce hién Thoi gian giai quyét
Sa}u khi nhan hé so thi tuc hanh chinh tir Bo phan ‘Eiép nhan V‘E‘l tra 02 NoAY am viee
két qua cong chuc tu phap - ho tich xem xét, tham dinh hé so, ‘?roi a6 ’
trinh phé duyét két qua giai quyét tha tuc hanh chinh: & ¢o:

, Giai quyét thi tuc hanh | 1. Tiép nhan hd so (B phan TN&TKQ) 02 gio
Budc 3 chinh :

2. Giai quyét ho so, trong do: 14 gio

+ Cong chirc tw phap — hé tich. 08 gio

+ Lanh dao Uy ban nhdn dan cdp xa 04 gio

+ Van thu

02 gio
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TT Trinh ty thyuc hién Cach thirc thyuce hién Thoi gian giai quyét

Cong chirc tiép nhan va tra két qua nhap vao so theo doi ho so va

phﬁn mém dién tir thyc hién nhu sau:

- Théng bao cho dai dién t6 chtrc, c4 nhan biét trudc qua tin nhan,

thu di¢n tir, di€n thoai hoac qua mang xa héi duoc cép c6 thAm

quyén cho phép dbi vai hd so giai quyét tha tuc hanh chinh trude

thoi han quy dinh. - Sang: tir 07 gior dén

Tra két qua giai quyét | - Dai dién t6 chic, c4 nhan nhan két qua giai quyet tht tuc hanh | 11 gio¢ 30 phat;

Buoéc 4 thi tuc hanh chinh chinh theo thoi glan dia dlem ghi trén Glay tlep nhan héd so va | - Chiéu: tur 13 gio 30

hen tra két qua (xuat trinh gidy hen tra két qua). Cong chre tra két | ¢én 17 gio cua cac
qua klem tra phleu hen va yéu cau ngudi dén nhan két qua ky nhan ngay lam viéc.

vao s va trao két qua.

4.2. Thanh phan, s6 lwong ho so
a) Thanh phan ho so
- Du thao hop déng, giao dich;
~ - Bansao Gidy chtng minh nhan dan/Can cuoc cong dan hoac HO chiéu con gia tri st dung ctia ngudi yéu cau chimg thuc
(xuat trinh kém theo ban chinh dé doi chiéu);
- Ban sao gidy chimg nhan quyén so hiru, quyén sir dung hodc ban sao gidy to thay thé dugc phap luat quy dinh dbi voi tai

san ma phap luét quy dinh phai dang ky quyen so hitu, quyén sir dung trong truong hop hop dong, giao dich lién quan dén tai san
d6 (xuat trinh kém theo ban chinh dé d6i chiéu).

b) Sd lugng ho so: 01 bod
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4.3. Pdi twong thye hién thi tuc hanh chinh: C4 nhén, t6 chirc

4.4. Co quan giai quyét thii tuc hanh chinh: Uy ban nhan dan cap xd. Viéc chimg thuc cac hop ddng, giao dich lién quan
dén quyén cta nguoi sir dung dat duoc thuc hién tai Uy ban nhan dan cap xa noi c6 dat. Viéc ching thuc cac hop dong, giao dich
lién quan dén nha & duoc thuc hién tai Uy ban nhan dan cap Xa noi co nha.

4.5. Két qua thwe hién thii tuc hanh chinh: Hop dong, giao dich dugc ching thuc.
4.6. Phi, 1 phi: 50.000 dong/hop ddng, giao dich.
Ca nhan, ho gia dinh vay vén tai to chuc tin dung dé phuc vu phat trién ndng nghiép, ndng thon theo quy dinh tai Nghi dinh

s6 55/2015/ND-CP ngay 09 thang 6 naim 2015 ctia Chinh pha vé chinh sach tin dung phuc vu phét trién néng nghiép, néng thén thi
khong phai ndp phi chimg thuc hop dong thé chap tai san.

4.7. Tén mau don, miu to khai: Khong.

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

4.9. Can cwr phap ly cua thu tuc hanh chinh

- bidu 5,7, 34, 35, 36, 37 Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phii v& cAp ban sao tir ban chinh, chimg
thuc chir ky va chung thuc hop dong, giao dich;

- Nghi dinh s6 55/2015/ND-CP ngay 09/6/2015 caa Chinh phii vé chinh sach tin dung phuc vu phét trién ndng nghiép, néng
thon;

~_-bicu 20,21, 22 Thong tur s6 01/2020/TT-BTP ngay 03/3/2020 ctia B Tu phép quy dinh chi tiét va huéng dan thi hanh mot

s0 diéu cua Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cap ban sao tir ban chinh, chimg thuc chir ky va
chimg thyc hop dong, giao dich;

- Piéu 4, 5 Thong tu sb 226/2016/TT-BTC ngay 11/11/2016 ctia Bo Tai chinh quy dinh mirc thu, ché d6 thu, ndp, quan 1y
va st dung phi ching thuc.

4.10. Lwu hé so (ISO)
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Thanh phéin ho so hru B¢ phan luu trir Thaoi gian luu

- Nhu muc 4.2;

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

- H6 so thdm dinh (néu c6)

Cong chire Tu phap — Ho
tich dugc giao xur Iy ho so

- Vin ban trinh co quan cap trén (néu co) Tir 01 ndm, sau d6 chuyén
Céc biéu mau theo Khoan 1, Diéu 9, Thong tu s6 01/2018/TT-VPCP ho6 so dén kho lu’u trir cua
ngay 23 thang 11 nam 2018 cua B trudng, Chu nhiém Van phong UBND cap xa

Chinh phil quy dinh chi tiét mot s6 diéu va bién phéap thi hanh Nghi | B6 phan tiép nhan va tra
dinh s 61/2018/ND-CP ngay 23 thang 4 nim 2018 cta Chinh phii vé | két qua cia UBND cap Xa.
thuc hién co ché mét cira, mot cira lién thdng trong giai quyét tha 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 thudc pham vi quan 1y ctia Bo Tu phap (B6 sung cum tir “Thu tuc”).
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5. Thit tuc Chirng thue viéc sira d6i, bo sung, hity bé hop dong, giao dich

5.1. Trinh tw, cach thire, thoi gian gidi quyét thi tuc hanh chinh

1T

Trinh ty thue hién

Cach thirc thuc hién

Thoi gian giai quyét

Buoc 1

Nop hd so thi tuc hanh

chinh:

Nop truc tiép qua Bo phan tiép nhan va tra két qua cia UBND cap
Xa.

- 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' thu tuc hanh chinh

Cong chuc tiép nhan ho so tai Bo phan tiép nhan va tra két qua
xem x¢ét, kiém tra tinh chinh xac, day du cta hd so; quét (scan) va
Iuu trit ho so dién tir, cip nhat vao co so dit lidu ciia phan mém
mot cira dién tir cua Tinh.

a) Truong hop ho so chua day du, chua chinh x4c theo quy dinh,
cong chirc tiép nhan hd so phai huéng din dai dién to chirc, cé
nhan bd sung, hoan thién hd so theo quy dinh va néu 13 1y do theo
mau Phiéu yéu cau bd sung, hoan thién hd so;

b) Trudng hop tir chdi 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 hd 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 ¢ tham 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 vi¢c) hodc chuyén
vao dau gio ngay lam
viée tiép theo ddi véi
truong hop tiép nhan
sau 15 gio hang ngay.
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Sau khi nhan hé so thu tuc hanh chinh tir B phan tiép nhan va tra
két qua cong chirc tu phap - ho tich xem xét, tham dinh ho so,

01 ngay lam viéc,

Buge 3 | Gidi quyét thir tuc hanh | trinh phé duyét két qua giai quyét thu tuc hanh chinh: trong do:
chinh 1. Tiép nhan ho so (B6 phan TN&TKQ) 01 gio
2. Giai quyét ho so, trong do: 07 gio
+ Cong chure tw phap — ho tich. 04 gio
+ Lanh dao Uy ban nhdn dan cdp xa 02 gio
+ Van thuw 01 gio

Tra két qua giai quyét
Budc 4 thu tuc hanh chinh

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

- Thong bao cho dai dién t6 chirc, ca nhan biét trude qua tin nhén,
thu dién tir, dién thoai hoac qua mang xa hoi duoc cép c6 tham
quyén cho phép d6i vai ho so giai quyét tha tuc hanh chinh trudc
thot han quy dinh.

- Pai dién t6 chuc, ca nhan nhan két qua giai quyet thu tuc hanh
chinh theo thoi gian, dia d1em ghi trén Glay tiép nhan ho so va
hen tra két qua (xuat trinh gidy hen tra két qua). Cong chrrc tra két
qua klem tra phleu hen va yéu cau ngudi dén nhan két qua ky nhan
vao sb va trao két qua.

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

5.2. Thanh phan, s6 lwong ho so

a) Thanh phan ho so

* Gidy to xudt trinh:

Giéy to tuy than con gia tri sir dung dé nguoi thuc hién ching thuc kiém tra

* Gidy to phdi nép:

- Hop déng, giao dich da dugc ching thuc;
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- Dy thao hop ddng, giao dich sira ddi, bd sung, huy bo hop dong, giao dich di dugc chung thuc;

- Trong truong hop nodi dung sira doi, bo sung co lién quan dén tai san thi nguoi yéu cau ching thyc phai ndp ban sao kém
ban chinh dé ddi chiéu gidy ching nhan quyén s hiru, quyén st dung hodc ban sao gidy to thay thé dugc phép luit quy dinh dbi

v6i tai san ma phap luat quy dinh phai dang ky quyén so hitu, quyén st dung, trir truong hop ngudi 1ap di chuc dang bi cai chét de
doa dén tinh mang.

b) S6 lugng hd so: 01 bod

5.3. Poi twong thuc hién thi tuc hanh chinh: Ca nhén, t6 chuic

5.4. Co quan giai quyét thi tuc hanh chinh: Uy ban nhan dan cip xi da ching thuc hop dong, giao dich.
5.5. Két qua thwe hién thii tuc hanh chinh: Hop dong, giao dich dugc ching thuc.

5.6. Phi, 1& phi: 30.000 dong/hop ddng, giao dich.

5.7. Tén mau don, miu to khai: Khong.

5.8. Yéu cau, diéu kién thue hién thu tuc hanh chinh: Viée stra d6i, bo sung, hiy bo hop d6ng, giao dich da duoc chimg
thuc chi dugc thuc hién khi c6 théa thuén bang van ban cta cac bén tham gia hop dong, giao dich.

5.9. Can cwr phap ly cua thua tuc hanh chinh

- Diéu 5, 7, 38 Nghi dinh s0 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cip ban sao tir ban chinh, chimg thuc chir
ky va chung thyc hop dong, giao dich;

- Dicu 23 Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 ctia B Tu phép quy dinh chi tiét va huéng dan thi hanh mét s6 diéu
cia Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cap ban sao tir ban chinh, chimg thyc chir ky va chimg thuce
hop dong, giao dich;

- Biéu 4 Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 ctia Bo Tai chinh quy dinh mirc thu, ché d6 thu, ndp, quan Iy va
st dung phi ching thuc.

5.10. Lwu hé so (ISO)
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Thanh phéin ho so hru B¢ phan luu trir Thaoi gian luu

- Nhu muc 5.2;

- Két qua giai quyét TTHC hodc Van ban tra 161 cua don vi d6i véi hod
so khong dap tmg yéu cau, diéu kién.

- H6 so thdm dinh (néu c6)

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

Cong chire Tu phap — Ho
tich dugc giao xur Iy ho so

Tir 01 nim, sau d6 chuyén
Céac biéu mau theo Khoan 1, Diéu 9, Thong tu s6 01/2018/TT-VPCP ho so dén kho luu trir cua
ngay 23 thang 11 nam 2018 cua B§ truéng, Chi nhiém Van phong UBND cép x4
Chinh phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh Nghi | B phan tiép nhan va tra
dinh s6 61/2018/ND-CP ngay 23 thang 4 nim 2018 cua Chinh phua vé | két qua cia UBND cép Xa.
thuc hién co ché mét cira, mot cira lién thdng trong giai quyét tha tuc
hanh chinh.

Ghi ch(: Tén thu tuc hanh chinh chuén hoa theo Quyét dinh s6 2394/QD-BTP ngay 03 thang 12 ndm 2020 ban hanh Danh
muc chuan hoéa thu tuc hanh chinh thudc pham vi quan 1y ciia B6 Tu phéap (B6 sung cum tur “Thu tuc™).



6. Thi tuc Sira 16i sai sot trong hop dong, giao dich

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

1T

Trinh ty thue hién

Cach thirc thuce hién

Thoi gian giai quyét

Buoc 1

Nop hd so thi tuc hanh

chinh:

Nop truc tiép qua Bo phan tiép nhan va tra két qua cia UBND cip
Xa.

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

- Séang: tir 07 gior 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' thu tuc hanh chinh

Cong chuc tiép nhan ho so tai Bo phan tiép nhan va tra két qua
xem x¢ét, kiém tra tinh chinh xac, day du cta hd so; quét (scan) va
Iuu trit ho so dién tir, cip nhat vao co so dit lidu ciia phan mém
mot cira dién tir cua Tinh.

a) Truong hop ho so chua day du, chua chinh x4c theo quy dinh,
cong chirc tiép nhan hd so phai huéng din dai dién to chirc, cé
nhan bd sung, hoan thién hd so theo quy dinh va néu 13 1y do theo
mau Phiéu yéu cau bd sung, hoan thién hd so;

b) Trudng hop tir chdi 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 hd 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 ¢ tham 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 vi¢c) hodc chuyén
vao dau gio ngay lam
viée tiép theo ddi véi
truong hop tiép nhan
sau 15 gio hang ngay.
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Sau khi nhan hé so thu tuc hanh chinh tir B phan tiép nhan va tra

A 9 A I3 , ~ . , 2 K N 1 n A 1\ A ,
két qua cong chirc tu phap - ho tich xem xét, tham dinh ho so, 01 ngay lam viéc

Buge 3 | Gidi quyét thir tuc hanh | trinh phé duyét két qua giai quyét thu tuc hanh chinh: trong do:
chinh 1. Tiép nhan ho so (B6 phan TN&TKQ) 01 gio
2. Giai quyét ho so, trong do: 07 gio
+ Cong chure tw phap — ho tich. 04 gio
+ Lanh dao Uy ban nhdn dan cdp xa 02 gio
+ Van thuw 01 gio

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

- Thong bao cho dai dién t6 chirc, ca nhan biét trude qua tin nhén,
thu dién tir, dién thoai hodc qua mang xa hoi duoc cap c6 tham | - Sang: tir 07 gio dén
Tra két qua giai quyét | quyén cho phép ddi véi ho so giai quyét thu tuc hanh chinh truée | 11 gio 30 pht;
Buéc4 |  thi tyuc hanh chinh | thoi han quy dinh. - Chiéu: tur 13 gio 30
- Pai dién t6 chuc, ca nhan nhan két qua giai quyet thu tuc hanh | dén 17 gid cua Ccéc
chinh theo thoi gian, dia dlem ghi trén Glay tiép nhan ho so va | ngay 1am viéc.

hen tra két qua (xuat trinh gidy hen tra két qua). Cong chrrc tra két
qua klem tra phleu hen va yéu cau ngudi dén nhan két qua ky nhan
vao sb va trao két qua.

6.2. Thanh phan, s6 lwong ho so

a) Thanh phan ho so

- Ban sao gidy to tly than con gia tri st dung ctia ngudi yéu cau chimg thuc (xuat trinh ban chinh dé ddi chiéu);
- Vin ban thoa thudn vé viéc stra 16i sai sét trong hop dong, giao dich di duoc ching thuc

- Hop déng, giao dich da dugc ching thuc;

- Ban sao gidy chimg nhan quyén so hitu, quyén str dung hodc ban sao gidy to thay thé dugc phap luat quy dinh dbi voi tai
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san ma phap luat quy dinh phai dang ky quyén s hitu, quyén sir dung trong trudng hop hop dong, giao dich lién quan dén tai san
d6 (xuat trinh ban chinh dé @i chiéu).

b) S6 luong hd so: 01 bd

6.3. Pdi twong thye hién thi tuc hanh chinh: Cé4 nhén, t6 chirc

6.4. Co quan giai quyét thii tuc hanh chinh: Uy ban nhan déan cép xa.

6.5. Két qua thwe hién thii tuc hanh chinh: Hop dong, giao dich duoc sira 15i k¥ thuat.
6.6. Phi, 1& phi: 25.000 dong/hop ddng, giao dich.

6.7. Tén mau don, miu to khai: Khong.

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

6.9. Can cwr phap ly cua thu tuc hanh chinh

- biéu 5, 7, 39 Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cip ban sao tir ban chinh, chimg thyc chit
ky va chimg thuc hgp dong, giao dich;

- Piéu 4 Thong tu 86 226/2016/TT-BTC ngay 11/11/2016 cua Bd Tai chinh quy dinh muc thu, ché d6 thu, ndp, quan 1y va
st dung phi ching thuc.

6.10. Luu ho so (1SO)

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

- Nhu muc 6.2;

- Két qua giai quyét TTHC hozc Vin ban tra 10i ciia don vi ddi voi ho
so khong dap tmg yéu cau, diéu kién.

- H6 so thdm dinh (néu c6)

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

Tt 01 nam, sau do chuyén
ho so dén kho luu trir cua
UBND cap xa

Cong chirc Tw phap — HO
tich dugc giao xur Iy ho so
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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 cua B§ truéng, Chi nhiém Van phong
Chinh phil quy dinh chi tiét mot s6 diéu va bién phap thi hanh Nghi | B6 phan tiép nhan va tra
dinh s 61/2018/ND-CP ngay 23 thang 4 nim 2018 cta Chinh phu vé | két qua ciaa UBND cip XA.
thuc hién co ché mét cira, mot cira lién thdng trong giai quyét tha tuc
hanh chinh

Ghi chu: Tén thu tyc hanh chinh chuan hoa theo Quyét dinh so 2394/Qb-BTP ngay 03 thang 12 nam 2020 ban hanh Danh
muc chuan hoéa thu tuc hanh chinh thudc pham vi quan 1y cia Bo Tu phéap (B6 sung cum tur “Thu tuc™).



7. Thi tuc cAp ban sao c6 chirng thue tir ban chinh hop dong, giao dich di dwoc chirng thuc

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

1T

Trinh ty thue hién

Cach thirc thuce hién

Thoi gian giai quyét

Buoc 1

Nop hd so thi tuc hanh

chinh:

Nop truc tiép qua Bo phan tiép nhan va tra két qua cia UBND cap
Xa.

- 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' thu tuc hanh chinh

Cong chuc tiép nhan ho so tai Bo phan tiép nhan va tra két qua
xem x¢ét, kiém tra tinh chinh xac, day du cta hd so; quét (scan) va
Iuu trit ho so dién tir, cip nhat vao co so dit lidu ciia phan mém
mot cira dién tir cua Tinh.

a) Truong hop hd so chua day du, chua chinh x4c theo quy dinh,
cong chirc tiép nhan hd so phai huong dan dai dién to chuc, ca
nhan bd sung, hoan thién hd so theo quy dinh va néu 13 1y do theo
mau Phiéu yéu cau bd sung, hoan thién hd so;

b) Trudng hop tir chdi nhan ho so, céng chirc tiép nhan hd so phai
néu 1 1y do theo mau Phiéu tir chdi giai quyét ho so thi 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 ho so va hen ngay tra ket
qua; dong thoi, chuyén cho co quan ¢ tham 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 vi¢c) hodc chuyén
vao dau gio ngay lam
viée tiép theo ddi véi
truong hop tiép nhan
sau 15 gio hang ngay.
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Sau khi nhan hé so thu tuc hanh chinh tir B phan tiép nhan va tra

A 9 A I3 , ~ . , 2 K N 1 n A 1\ A ,
két qua cong chirc tu phap - ho tich xem xét, tham dinh ho so, 01 ngay lam viéc

Buge 3 | Gldi quyét thir tuc hanh | trinh phé duyét két qua giai quyét thu tuc hanh chinh: trong do:
chinh 1. Ti€p nhéan ho so (B phan TN&TKQ) 01 gio
2. Giai quyét ho so, trong do: 07 gio
+ Cong chure tw phap — ho tich. 04 gio
+ Lanh dao Uy ban nhdn dan cdp xa 02 gio
+ Van thuw 01 gio

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

- Thong bao cho dai dién t6 chirc, ca nhan biét trude qua tin nhén,
thu dién tir, dién thoai hodc qua mang xa hoi duoc cap c6 tham | - Sang: tir 07 gio dén
Tra két qua giai quyét | quyén cho phép ddi véi ho so giai quyét thu tuc hanh chinh trude | 11 gio 30 pht;
Buéc4 |  thi tyuc hanh chinh | thoi han quy dinh. - Chiéu: tur 13 gio 30
- Pai dién t6 chuc, ca nhan nhan két qua giai quyet thu tuc hanh | dén 17 gid cua Ccéc
chinh theo thoi gian, dia dlem ghi trén Glay tiép nhan ho so va | ngay 1am viéc.

hen tra két qua (xuat trinh gidy hen tra két qua). Cong chrre tra két
qua klem tra phleu hen va yéu cau ngudi dén nhan két qua ky nhan
vao sb va trao két qua.

7.2. Thanh phan, s6 lwong ho so
a) Thanh phan ho so

Nguoi yéu cau chimg thuc xuat trinh ban chinh hodc ban sao c6 ching thyc Gidy ching minh nhan dan/Céin cude cong dan
hodc Ho chiéu con gid tri st dung.

b) S6 lugng ho so: 01 bod
7.3. Poi twong thuc hién thi tuc hanh chinh: Ca nhén, t6 chuic
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7.4. Co quan giai quyét thii tuc hanh chinh: Uy ban nhan dan cap x3 luu trit hop ddng, giao dich.
7.5. Két qua thwe hién thi tuc hanh chinh: Ban sao hop ddng, giao dich dugc ching thyc.

7.6. Phi, 1€ phi: 2.000 ddng/trang; Tir trang th 3 trd 1én thu 1.000 ddng/trang, t6i da thu khong qua 200.000 dong/ban. Trang
1a can ctr dé thu phi duoc tinh theo trang ctia ban chinh.

7.7. Tén mau don, miu to khai: Khong.

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

7.9. Can cir phap ly cua thu tuc hanh chinh

- Diéu 5, 7, 40 Nghi dinh s0 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cip ban sao tir ban chinh, chimg thuc chir
ky va chimg thuc hop dong, giao dich;

- Piéu 4 Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 ctia Bo Tai chinh quy dinh mirc thu, ché d6 thu, ndp, quan Iy va
st dung phi ching thuc.

7.10. Lwu hé so (ISO)

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

- Nhu muc 7.2;

- Két qua giai quyét TTHC hodc Vin ban tra 1oi ctia don vi di véi hd
so khong dap tmg yéu cau, diéu kién.

- Ho so tham dinh (néu co)

Cong chirc Tu phap — HO
tich dugc giao xtr 1y ho so

- Vin ban trinh co quan cap trén (néu co) Tir 01 ndm, sau d6 chuyén
Céc biéu mau theo Khoan 1, Piéu 9, Thong tu s6 01/2018/TT-VPCP ho so dén kho lu:u trir cia
ngay 23 thang 11 nam 2018 ctua B trudng, Chu nhiém Van phong UBND cap xa

Chinh phu quy dinh chi tiét mot sé diéu va bién phap thi hanh Nghi | B¢ phan tiép nhan va tra
dinh s 61/2018/NB-CP ngay 23 thang 4 nam 2018 ctia Chinh phi1 vé | két qua cia UBND cip XA.
thue hién co ché mot cira, mot cira lién thdng trong giai quyét tha tuc
hanh chinh




8. Thu tuc Chirng thuc di chuc
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8.1. Trinh tw, cach thirc, thoi gian gidi quyét thi tuc hanh chinh

1T

Trinh ty thue hién

Cach thirc thuce hién

Thoi gian giai quyét

Buoc 1

Nop hd so thi tuc hanh

chinh:

Nop truc tiép qua Bo phan tiép nhan va tra két qua cia UBND cip
Xa.

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

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

Buworc 2

Tiép nhan va chuyén ho

so' thu tuc hanh chinh

Cong chuc tiép nhan ho so tai Bo phan tiép nhan va tra két qua
xem x¢ét, kiém tra tinh chinh xac, day du cta hd so; quét (scan) va
Iuu trit ho so dién tir, cip nhat vao co so dit lidu ciia phan mém
mot cira dién tir cua Tinh.

a) Truong hop ho so chua day du, chua chinh xac theo quy dinh,
cong chuc tiép nhan ho so phai hudéng dan dai dién t6 chuc, ca
nhan bd sung, hoan thién ho so theo quy dinh va néu rd 1y do theo
mau Phiéu yéu cau bd sung, hoan thién hd so;

b) Trudng hop tir chdi nhan ho so, céng chirc tiép nhan hd so phai
néu 1 1y do theo mau Phiéu tir chéi giai quyét ho 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 ho so va hen ngay tra ket
qua; dong thoi, chuyén cho co quan ¢ tham quyén dé giai quyét
theo quy trinh.

Chuyen ngay ho S0
tiép nhan tryc tiép
trong ngay lam viéc
(khong dé qua 02 gio
lam vi¢c) hodc chuyén
vao dau gio ngay lam
viée tiép theo ddi véi
truong hop tiép nhan
sau 15 gio hang ngay.

Bwoc 3

Giai quyét thi tuc hanh

chinh

Sau khi nhan hé so thu tuc hanh chinh tir B phan tiép nhan va tra
két qua cong chuc tu phap - ho tich xem xét, tham dinh ho so,
trinh phé duyét két qua gidi quyét thu tuc hanh chinh:

02 ngay lam viéc,
trong do:

1. Tiép nhan ho so (BO phan TN&TKQ)

02 gid
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2. Giai quyét ho so, trong do: 14 g10
+ Cong chuee tw phap — ho tich. 08 gio
+ Lanh dao Uy ban nhdn dén cdp xa 04 gio
+ Van thu 02 gio

Cong chirc tiép nhan va tra két qua nhap vao so theo doi ho so va
phﬁn mém dién tir thyc hién nhu sau:

- Théng bao cho dai dién t6 chirc, c4 nhan biét trudc qua tin nhin,
thu di¢n tir, dién thoai hoac qua mang xa héi duoc cép 6 tham | - Sang: tir 07 gio dén
Tra két qua giai quyét | quyén cho phép d6i véi hd so giai quyét thi tuc hanh chinh trude | 11 gio 30 pht;

Buoérc 4 thu tuc hanh chinh thot han quy dinh. - Chiéu: tr 13 gio 30
- Pai dién t0 churc, ca nhan nhan két qua giai quyet thu tyc hanh | dén 17 @id cua Ccéc
chinh theo thoi gian, dia dlem ghi trén Glay tiép nhan ho so va | ngay lam viéc.

hen tra két qua (xuat trinh gidy hen tra két qua). Cong chre tra két
qua klem tra phleu hen va yéu cau ngudi dén nhan két qua ky nhan
vao sb va trao két qua.

8.2. Thanh phén, s6 lwong ho so
a) Thanh phan ho so
- Du thao di chuc;

- Ban sao Giay chirng minh nhan dan/Can cuoc cong ddan hodac HG chi€u con gia tri sit dung ctia nguoi yéu cau chimg thuc
(xuat trinh kém theo ban chinh dé do6i chiéu);

- Ban sao gidy chimg nhan quyén so hiru, quyén sir dung hodc ban sao gidy to thay thé dugc phap lut quy dinh dbi voi tai
san ma phap ludt quy dinh phai dang ky quyén sé hitu, quyén sir dung trong trudng hop di chuc lién quan dén tai san do; trir trudng
hop nguoi lap di chuc dang bi céi chét de doa dén tinh mang (xuat trinh kém theo ban chinh dé déi chleu).

b) S6 lugng ho so: 01 bod
8.3. Poi twong thuc hién thi tuc hanh chinh: Ca nhén, t6 chuic
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8.4. Co quan giai quyét thii tuc hanh chinh: Uy ban nhan dan cép xa.

8.5. Két qua thwe hién thii tuc hanh chinh: Di chuc duoc chimg thuc

8.6. Phi, 1 phi: 50.000 dong/di chuc.

8.7. Tén mau don, miu to khai: Khong.

8.8. Yéu cu, diéu kién thwe hién thi tuc hanh chinh: Khong
8.9. Can cwr phap ly cua thu tuc hanh chinh

- Piéu 5, 7, 9, 34, 35, 36, 37 Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cdp ban sao tir ban chinh,

chung thyc chir ky va chimg thuc hop dong, giao dich;

- Piéu 20, 21, 22 Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 ctia Bo Tu phap quy dinh chi tiét va hudng dan thi hanh mot
s0 di€u cua Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cta Chinh phu vé€ cap ban sao tir ban chinh, ching thuc chit ky va

chirng thuc hop déng, giao dich;

- Piéu 4 Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 ctia Bo Tai chinh quy dinh mirc thu, ché d6 thu, ndp, quan Iy va

st dung phi ching thuc.
8.10. Luu ho so (ISO)

Thanh phén hd so luu

B9 phan luu trir

Thoi gian luu

- Nhu muc 8.2,

- Két qua giai quyét TTHC hodc Vin ban tra 10i ctiia don vi ddi véi ho
so khong dap tmg yéu cau, diéu kién.

- H6 so thdm dinh (néu c6)

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

Cong chirc Tu phap — HO
tich duogc giao xtr 1y ho so

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 Van phong
Chinh phu quy dinh chi ti€ét mét s6 di€u va bién phap thi hanh Nghi

Bo phan tiép nhan va tra
két qua caa UBND cap xa.

Tt 01 nam, sau do chuyén
ho so dén kho luu trir cua
UBND cap xa
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dinh s6 61/2018/ND-CP ngay 23 thang 4 ndm 2018 cua Chinh phu vé
thuc hién co ché mét cira, mot cua lién thdng trong giai quyét tha tuc
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 thu tuc hanh chinh thudc pham vi quan 1y cia Bo Tu phap (B6 sung cum tur “Thu tuc™).



9. Thii tuc Chitng thuwe viin ban tir chéi nhin di sén

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

1T

Trinh ty thue hién

Cach thirc thuce hién

Thoi gian giai quyét

Buoc 1

Nop hd so thi tuc hanh

chinh:

Nop truc tiép qua Bo phan tiép nhan va tra két qua cia UBND cap
Xa.

Hogic 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: tir 13 gio 30
dén 17 gio cua céc
ngay lam viéc.

Buworc 2

Tiép nhan va chuyén ho

so' thu tuc hanh chinh

Cong chuc tiép nhan ho so tai Bo phan tiép nhan va tra két qua
xem x¢ét, kiém tra tinh chinh xac, day du cta hd so; quét (scan) va
Iuu trit ho so dién tir, cip nhat vao co so dit lidu ciia phan mém
mot cira dién tir cua Tinh.

a) Truong hop hd so chua day du, chua chinh x4c theo quy dinh,
cong chirc tiép nhan hd so phai huéng din dai dién to chirc, cé
nhan bd sung, hoan thién hd so theo quy dinh va néu 13 1y do theo
mau Phiéu yéu cau bd sung, hoan thién hd so;

b) Trudng hop tir chdi nhan ho so, cong chirc tiép nhan hd so phai
néu 1 1y do theo mau Phiéu tir chéi giai quyét hod so thi 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 ho so va hen ngay tra ket
qua; dong thoi, chuyén cho co quan ¢ tham quyén dé giai quyét
theo quy trinh.

Chuyen ngay ho S0
tiép nhan tryc tiép
trong ngay lam viéc
(khong dé qua 02 gio
lam vi¢c) hodc chuyén
vao dau gio ngay lam
viée tiép theo ddi véi
truong hop tiép nhan
sau 15 gio hang ngay.
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Sau khi nhan hé so thu tuc hanh chinh tir B phan tiép nhan va tra

A 9 A I3 , ~ . , 2 K N 2 n A 1\ A ,
két qua cong chirc tu phap - ho tich xem xét, tham dinh ho so, 02 ngay lam viéc

Buge 3 | Gidi quyét thir tuc hanh | trinh phé duyét két qua giai quyét thu tuc hanh chinh: trong do:
chinh 1. Tiép nhan ho so (B6 phan TN&TKQ) 02 gid
2. Giai quyét ho so, trong do: 14 gio
+ Cong chure tw phap — ho tich. 08 gio
+ Lanh dao Uy ban nhdn dan cdp xa 04 gio
+ Van thuw 02 gio

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

- Thong bao cho dai dién t6 chirc, ca nhan biét trude qua tin nhén,
thu dién tir, dién thoai hodc qua mang xa hoi duoc cap c6 tham | - Sang: tir 07 gio dén
Tra két qua giai quyét | quyén cho phép ddi véi ho so giai quyét thu tuc hanh chinh trude | 11 gio 30 phit;
Buéc4 |  thi tyuc hanh chinh | thoi han quy dinh. - Chiéu: tur 13 gio 30
- Pai dién t6 chuc, ca nhan nhan két qua giai quyet thu tuc hanh | dén 17 gid cua Ccéc
chinh theo thoi gian, dia dlem ghi trén Glay tiép nhan ho so va | ngay 1am viéc.

hen tra két qua (xuat trinh gidy hen tra két qua). Cong chrrc tra két
qua klem tra phleu hen va yéu cau ngudi dén nhan két qua ky nhan
vao sb va trao két qua.

9.2. Thanh phan, s6 lwong ho so
a) Thanh phan ho so
- Dy thao vin ban tir chdi nhén di san;
~ - Bansao Gidy chung minh nhén dan/Can cuoc cong dan hoac HO chiéu con gia tri sir dung ctia ngudi yéu cau chimg thuc
(xuat trinh kém theo ban chinh dé doi chiéu);
- Ban sao gidy chimg nhan quyén so hiru, quyén sir dung hodc ban sao gidy to thay thé dugc phap luat quy dinh ddi véi tai
san ma phap lut quy dinh phai dang ky quyén s& hiru, quyén sir dung trong trudng hop hop dong, giao dich lién quan dén tai san
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d6 (xuét trinh kém theo ban chinh dé ddi chiéu).

b) S6 luong hd so: 01 bd

9.3. Pdi twong thye hién thi tuc hanh chinh: C4 nhén, t6 chirc

9.4. Co quan giai quyét thii tuc hanh chinh: Uy ban nhan déan cép xa.

9.5. Két qua thwe hién thii tuc hanh chinh: Vin ban tir chdi nhan di san dugc chimg thye.

9.6. Phi, 1 phi: 50.000 dong/van ban.

9.7. Tén mau don, miu to khai: Khong.

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

9.9. Can cwr phap ly cua thu tuc hanh chinh

-bicu 5,7,9, 36, 37 Nghi dinh s6 23/2015/ND-CP ngdy 16/02/2015 ctia Chinh phii vé cip ban sao tir ban chinh, chimg thyc
chit ky va chig thyc hgp dong, giao dich;

- Diéu 20, 21, 22 Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 ctia Bo Tu phap quy dinh chi tiét va hudng dan thi hanh mot
s0 di€u cua Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu v€ cap ban sao tir ban chinh, ching thyuc chir ky va
ching thuc hop dong, giao dich;

- Piéu 4 Thong tu 86 226/2016/TT-BTC ngay 11/11/2016 cua Bd Tai chinh quy dinh muc thu, ché d6 thu, ndp, quan 1y va
st dung phi ching thuc.

9.10. Luu ho so (ISO)
Thanh phéan ho so hru B¢ phan luu trir Thaoi gian luu
-Nhumue 9.2, . . Twr 01 nam, sau d6 chuyén
- Két qua giai quyét TTHC hoac Van ban tra 101 ciia don vi do1 vai hd | Cong chirc Tu phap — HO A P o
. . A A X 1 a . : o 1o A ho6 so dén kho Iuu trit cua
so khong dap Uimg yéu cau, dieu kién. tich dugc giao xur 1y ho so TS
A Z g 'y UBND céap xa
- HO so tham dinh (néu o)
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- Van ban trinh co quan cap trén (néu co)

Céc biéu mau theo Khoan 1, DBiéu 9, Thong tu s6 01/2018/TT-VPCP
ngay 23 thang 11 nam 2018 cua B§ truéng, Chi nhiém Van phong
Chinh phii quy dinh chi tiét mot sé diéu va bién phap thi hanh Nghi | B6 phan tiép nhan va tra
dinh s 61/2018/ND-CP ngay 23 thang 4 nim 2018 cta Chinh phu vé | két qua cia UBND cip XA.
thue hién co ché mot cira, mot cira lién thdng trong giai quyét thu tuc
hanh chinh

Ghi ch: Tén thu tyc hanh chinh chuan hoa theo Quyét 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 ciia Bo Tu phap (Bo sung cum tir “Thu tuc™).



10. Thi tuc Chirng thwe vin ban théa thuin phén chia di san ma di san 1a dong san, quyén sir dung dit, nha &

10.1. Trinh tw, cach thirc, thoi gian giai quyét thi tuc hanh chinh

1T

Trinh ty thue hién

Cach thirc thuce hién

Thoi gian giai quyét

Buoc 1

Nop hd so thi tuc hanh

chinh:

Nop truc tiép qua Bo phan tiép nhan va tra két qua cia UBND cip
Xa.

Hodc qua Cong dich vu cong Qubc 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' thu tuc hanh chinh

Cong chuc tiép nhan ho so tai Bo phén tiép nhan va tra két qua
xem x¢ét, kiém tra tinh chinh xac, day du cta hd so; quét (scan) va
Iuu trit ho so dién tir, cip nhat vao co so dit lidu ciia phan mém
mot cira dién tir cua Tinh.

a) Truong hop hd so chua day du, chua chinh x4c theo quy dinh,
cong chirc tiép nhan hd so phai huéng din dai dién to chirc, cé
nhan bd sung, hoan thién hd so theo quy dinh va néu 13 1y do theo
mau Phiéu yéu cau bd sung, hoan thién hd so;

b) Trudng hop tir chdi nhan ho so, cong chirc tiép nhan hd so phai
néu 1 1y do theo mau Phiéu tir chéi giai quyét hod so thi 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 ho so va hen ngay tra ket
qua; dong thoi, chuyén cho co quan ¢ tham quyén dé giai quyét
theo quy trinh.

Chuyen ngay ho S0
tiép nhan tryc tiép
trong ngay lam viéc
(khong dé qua 02 gio
lam vi¢c) hodc chuyén
vao dau gio ngay lam
viée tiép theo ddi véi
truong hop tiép nhan
sau 15 gio hang ngay.
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Sau khi nhan hé so thu tuc hanh chinh tir B phan tiép nhan va tra

A 9 A I3 , ~ . , 2 K N 2 n A 1\ A ,
két qua cong chirc tu phap - ho tich xem xét, tham dinh ho so, 02 ngay lam viéc

Buge 3 | Gidi quyét thir tuc hanh | trinh phé duyét két qua giai quyét thu tuc hanh chinh: trong do:
chinh 1. Tiép nhan ho so (B6 phan TN&TKQ) 02 gid
2. Giai quyét ho so, trong do: 14 gio
+ Cong chure tw phap — ho tich. 08 gio
+ Lanh dao Uy ban nhdn dan cdp xd 04 gio
+ Van thuw 02 gio

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

- Thong bao cho dai dién t6 chirc, ca nhan biét trude qua tin nhén,
thu di¢n tir, di€n thoai hoac qua mang xa héi duoc cép 6 tham | - Sang: tir 07 gio dén
Tra két qua giai quyét | quyén cho phép d6i véi hd so giai quyét thi tuc hanh chinh trudce | 11 gio 30 pht;
Buéc4 |  thii tyuc hanh chinh | thoi han quy dinh. - Chiéu: tur 13 gio 30
- Pai dién t6 chuc, ca nhan nhan két qua giai quyet thu tuc hanh | dén 17 gid cua Ccéc
chinh theo thoi gian, dia dlem ghi trén Glay tiép nhan ho so va | ngay 1am viéc.

hen tra két qua (xuat trinh gidy hen tra két qua). Cong chrrc tra két
qua klem tra phleu hen va yéu cau ngudi dén nhan két qua ky nhan
vao sb va trao két qua.

10.2. Thanh phan, sé lreng ho so
a) Thanh phan ho so
- Du thao van ban thoa thuan phan chia di san;
~ -Bansao Gidy chung minh nhan dan/Can cudc cong dan hoac HO chiéu con gia tri sir dung ctia ngudi yéu cau chimg thuc
(xuat trinh kem theo ban chinh dé doi chiéu);
- Ban sao gidy chirmg nhin quyén so htru, quyén st dung hodc ban sao gidy to thay thé dugc phap luat quy dinh ddi véi tai
san ma phap lut quy dinh phai dang ky quyén s hiru, quyén sir dung trong trudng hop hop dong, giao dich lién quan dén tai san
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d6 (xuat trinh kém theo ban chinh dé dbi chiéu).
b) S6 luong hd so: 01 bd
10.3. Poi twong thue hién thi tuc hanh chinh: Ca nhan, t6 chiic
10.4. Co quan giai quyét thii tuc hanh chinh: Uy ban nhan dan cép xa.
10.5. Két qua thue hién thi tuc hanh chinh: Vin ban thoa thuan phan chia di san dugc ching thuc
10.6. Phi, 1¢ phi: 50.000 dong/vin ban.
10.7. Tén miu don, miu to khai: Khong.
10.8. Yéu cau, diéu kién thue hién thii tuc hanh chinh: Khong
10.9. Can cir phap ly cua thua tuc hanh chinh

- Piéu 5, 7, 9, 34, 35, 36, 37 Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phii vé cip ban sao tir ban chinh,
ching thuc chit ky va ching thue hop dong, giao dich;

- Diéu 20, 21, 22 Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 ctia Bo Tu phap quy dinh chi tiét va hudng dan thi hanh mot
s0 diéu cua Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cap ban sao tir ban chinh, chimg thyc chit ky va
ching thuc hop dong, giao dich;

- Piéu 4 Thong tu 86 226/2016/TT-BTC ngay 11/11/2016 cua Bd Tai chinh quy dinh muc thu, ché d6 thu, ndp, quan 1y va
st dung phi ching thuc.

10.10. Lwu hd so (ISO):

Thanh phéan ho so hru B¢ phan luu trir Thaoi gian luu
- Nhumyc 10.2; : ; Tir 01 nam, sau d6 chuyén
- Két qua giai quyét TTHC hoac Van ban tra 161 cua don vi do1 voi hd | Cong chirc Tu phap — HO A S o
A - A A ad o 1a . : 1o LA ho so dén kho luu trir cua
so khong dap Uimg yéu cau, dieu kién. tich dugc giao xur Iy ho so

UBND cép x4

- H6 so thdm dinh (néu c6)
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- Van ban trinh co quan cap trén (néu co)

Céc biéu mau theo Khoan 1, DBiéu 9, Thong tu s6 01/2018/TT-VPCP
ngay 23 thang 11 nam 2018 cua B§ truéng, Chi nhiém Van phong
Chinh phii quy dinh chi tiét mot sé diéu va bién phap thi hanh Nghi | B6 phan tiép nhan va tra
dinh s 61/2018/ND-CP ngay 23 thang 4 nim 2018 cta Chinh phu vé | két qua cia UBND cip XA.
thue hién co ché mot cira, mot cira lién thdng trong giai quyét thu tuc
hanh chinh

Ghi chu: Tén thu tyc hanh chinh chuan hoa theo Quyét dinh s6 2394/Qb-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 phéap (B6 sung cum tur “Thu tuc™).



11. Thi tuc Chirng thwe vin ban khai nhan di sin ma di san la dong sin, quyén sira dung dit, nha &

11.1. Trinh tw, cach thirc, thoi gian giai quyét thi tuc hanh chinh

1T

Trinh ty thue hién

Cach thirc thuce hién

Thoi gian giai quyét

Buoc 1

Nop hd so thi tuc hanh

chinh:

Nop truc tiép qua Bo phan tiép nhan va tra két qua cia UBND cap
Xa.

- 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' thu tuc hanh chinh

Cong chuc tiép nhan ho so tai Bo phan tiép nhan va tra két qua
xem x¢ét, kiém tra tinh chinh xac, day du cta hd so; quét (scan) va
Iu trit ho so dién tir, cap nhat vao co s dit liéu ciia phan mém
mot cira dién tir cua Tinh.

a) Truong hop hd so chua day du, chua chinh x4c theo quy dinh,
cong chuc tiép nhan ho so phai huéng dan dai dién to chirc, ca
nhan bd sung, hoan thién hd so theo quy dinh va néu rd 1y do theo
mau Phiéu yéu cau bd sung, hoan thién hd so;

b) Trudng hop tir chdi nhan ho so, céng chirc tiép nhan hd so phai
néu 1 1y do theo mau Phiéu tir chéi giai quyét ho so thi 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 ho so va hen ngay tra ket
qua; dong thoi, chuyén cho co quan ¢ tham quyén dé giai quyét
theo quy trinh.

Chuyen ngay ho S0
tiép nhan tryc tiép
trong ngay lam viéc
(khong dé qua 02 gio
lam vi¢c) hodc chuyén
vao dau gio ngay lam
viée tiép theo ddi véi
truong hop tiép nhan
sau 15 gio hang ngay.
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Giai quyét thi tuc hanh

Bwéc 3 chinh

Sau khi nhan hé so thu tuc hanh chinh tir B phan tiép nhan va tra
két qua cong chirc tu phap - ho tich xem xét, tham dinh ho so,

02 ngay lam viéc,

trinh phé duyét két qua giai quyét tha tuc hanh chinh: trong do:
1. Tiép nhan ho so (BO phan TN&TKQ) 02 gio
2. Giai quyét ho so, trong do: 14 gio
+ Cong chure tw phap — ho tich. 08 gio
+ Lanh dao Uy ban nhdn dan cdp xd 04 gio
+ Van thuw 01 gio

Tra két qua giai quyét
Budc 4 thu tuc hanh chinh

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

- Thong bao cho dai dién t6 chirc, ca nhan biét trude qua tin nhén,
thu dién tir, dién thoai hoac qua mang xa hdi dugc cép c6 thim
quyén cho phép dbi vai hd so giai quyét tha tuc hanh chinh trude
thot han quy dinh.

- Pai dién t6 chuc, ca nhan nhan két qua giai quyet thu tuc hanh
chinh theo thoi gian, dia d1em ghi trén Glay tiép nhan ho so va
hen tra két qua (Xuat trinh gidy hen tra két qua). Cong chrre tra két
qua klem tra phleu hen va yéu cau ngudi dén nhan két qua ky nhan
vao sb va trao két qua.

- Sang: tir 07 gior dén
11 gio 30 phdt;
- Chiéu: tir 13 gio 30
dén 17 gio cua céc
ngay lam viéc.

11.2. Thanh phan, sé lreng ho so

a) Thanh phan ho so

- Dy thao van ban khai nhan di san;

- Ban sao Giay chung minh nhan dan/Can cudc cong ddn hoac Ho chiéu con gia tri st dung cuia ngudi yéu cau chig thuc
(xuat trinh kem theo ban chinh dé doi chiéu);

- Ban sao gidy chirmg nhin quyén so hiru, quyén st dung hodc ban sao gidy to thay thé dugc phap luat quy dinh ddi véi tai
san ma phap luat quy dinh phai dang ky quyén sé hiru, quyén st dung trong trudng hop vin ban khai nhan di san lién quan dén tai
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san d6 (xuat trinh kém theo ban chinh dé ddi chiéu).
b) S6 luong hd so: 01 bd
11.3. Poi twong thue hién thi tuc hanh chinh: Ca nhan, t6 chiic
11.4. Co quan giai quyét thii tuc hanh chinh: Uy ban nhan dan cép xa.
11.5. Két qua thuc hién thi tuc hanh chinh: Vin ban khai nhan di san dugc ching thyc.
11.6. Phi, 1¢ phi: 50.000 dong/vin ban.
11.7. Tén miu don, miu to khai: Khong.
11.8. Yéu cau, diéu Kkién thwe hién thi tuc hanh chinh: Khong
11.9. Can cwr phap ly cua thua tuc hanh chinh

- Piéu 5, 7, 9, 34, 35, 36, 37 Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phii vé cip ban sao tir ban chinh,
ching thuc chit ky va ching thue hop dong, giao dich;

- Diéu 20, 21, 22 Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 ctia Bo Tu phap quy dinh chi tiét va hudng dan thi hanh mot
s0 di€u cua Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cap ban sao tir ban chinh, chimg thyc chir ky va
ching thuc hop dong, giao dich;

- Piéu 4 Thong tu 86 226/2016/TT-BTC ngay 11/11/2016 cua Bd Tai chinh quy dinh muc thu, ché d6 thu, ndp, quan 1y va
st dung phi ching thuc.

11.10. Lwu ho so (ISO)

Thanh phéan ho so hru B¢ phan luu trir Thaoi gian luu
- Nhumyc 11.2; Tir 01 nam, sau d6 chuyén
- Két qua giai quyét TTHC hoac Van ban tra 161 cua don vi do1 voi hd | Cong chirc Tu phap — HO A S o
A - A A ad o 1a . : 1o LA ho so dén kho luu trir cua
so khong dap Uimg yéu cau, dieu kién. tich dugc giao xur Iy ho so

UBND cép x4

- H6 so thdm dinh (néu c6)
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- Van ban trinh co quan cap trén (néu co)

Céc biéu mau theo Khoan 1, DBiéu 9, Thong tu s6 01/2018/TT-VPCP
ngay 23 thang 11 nam 2018 cua B§ truéng, Chi nhiém Van phong
Chinh phii quy dinh chi tiét mot sé diéu va bién phap thi hanh Nghi | B6 phan tiép nhan va tra
dinh s 61/2018/ND-CP ngay 23 thang 4 nim 2018 cta Chinh phu vé | két qua cia UBND cip XA.
thue hién co ché mot cira, mot cira lién thdng trong giai quyét thu tuc
hanh chinh

Ghi chu: Tén thu tuc hanh chinh chuan héa theo Quyét dinh sb 2394/Qb-BTP ngay 03 thang 12 ndm 2020 ban hanh Danh
muc chuan hoa thu tuc hanh chinh thudc pham vi quan 1y ctia B Tu phap (B6 sung cum tir “Thu tuc”).



IV. LINH VUC PHO BIEN, GIAO DUC PHAP LUAT

1. Thi tuc cong nhin tuyén truyén vién phap luit
1.1. Trinh tw, cach thirc, thoi gian giai quyét thii tuc hanh chinh

TT

Trinh ty thwe hién

Cach thire thwe hién

Thoi gian gidi quyét

Bwoc 1

Nop hé so thi tuc
hanh chinh

1. N@p truc tiép qua B phan tiép nhan va tra két qua (xa, phuong,
thi tran).

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

3. 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 phat;

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

Buworce 2

Tiép nhin va chuyén
ho so thi tuc hanh
chinh

Doi vai ho so dugc ndp truc tiép qua Bo phan tiép nhan va tra keét
qua hodc thong qua dich vu buu chinh cong ich cong chuc tiép
nhan ho 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 trir hd so dién
tir, cdp nhat vao co s dit liéu ctia phan mém mot cira dién tir cia
tinh.

a) Truong hop hd so chua day du, chua chinh xac theo quy dinh
cong chuc tiép nhan ho so phai huéng dan dai dién to chirc, ca
nhan bd sung, hoan thién ho so theo quy dinh va néu rd 1y do theo
mAu Phiéu yéu cau bd sung, hoan thién ho so;

b) Trudng hop tir chbi nhan ho so cong chire tiép nhan ho so phai
néu 10 1y do theo mau Phi€u tir choi gidi quyét ho so thu tuc hanh
chinh;

¢) Truong hop ho so day du, chinh xac theo quy dinh cong chuc
tiép nhan ho so va lap Glay tiép nhan hod so va hen ngay tra két
qua; dong thoi, chuyén ho so cho cong chirc Tu phap - Ho tich.

Chuyén ngay ho so tiép
nhan truc tiép trong ngay
lam viéc (khdng dé qud
03 gio lam viéc) hoac
chuyén vao dau gio ngay
1am viéc tiép theo ddi voi
truong hop tiép nhan sau
15 gio hang ngay..
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Sau khi nhan ho so thi tuc hanh chinh tir B6 phén tiép nhan va tra
két qua, cong chirc Tu phap - Ho tich xur Iy xem xét, tham dinh hd

03 ngay lam viéc, trong

s0, trinh phé duyét két qua giai quyét thu tuc hanh chinh: ds:
1. Tiép nhan ho so (Bo phan TN&TKQ) 0,5 ngay
Buéec 3 hG‘iﬁih qf:l'yilt tha tuc |2 Giai quyét hd so, trong do: 2,5 ngay
anh chin + Cong chirec Tu phap - Ho tich 01 ngay
+ Lanh dao UBND cdp xd 0,5 ngay
+ Van thu 0,5 ngay
+ Trudng ban cong tdc mdt trdn cdp xd 0,5 ngay
Cong churc tiép nhan va tra két qua nhap vao so theo ddi ho so va
phan mém dién tu thuc hién nhu sau:
- Théng bao cho c4 nhan biét trudc qua tin vnhén, thu dién tur, dién
thoai hodc qua mang xa hoi dugc cap c6 tham quyén cho phép doi
. X . ... |VvO1hoso giai quyét thu tuc hanh chinh truge thoi han quy dinh. | - Sang: tir 07 gior dén 11
Tra ket qua giai i& 30 phut:
uyét thii tuc hanh | Ca nhan nhan két qua giai quyet thu tuc hanh chinh theo thoi | 910 J P ut; ’
Buécd |1 : gian, dia d1em ghi trén Glay tiép nhan ho so va hen tra két qua | - Chidu: tr 13 gio 30 dén

chinh

(xuat trinh gidy hen tra két qua). Cong chuc tra két qua klem tra
phiéu hen va yéu cau ngudi dén nhan két qua ky nhan vao so va
trao két qua.

- Truong hop nhén két qua thong qua dich vy buu chinh cong ich.
(d3ng ky theo hudng dan ctia Buu dién) (néu cb)

17 gio cua cac ngay lam
Viéc.

1.2. Thanh phan, s6 lwrong hd so
a) Thanh phan ho so
Danh sach tu nguyén ding ky tham gia 1am tuyén truyén vién phap luat tir dia ban co sd, thuc trang doi ngii cong chiic ctia
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Uy ban nhan dan c4p x& va nhu cau xay dung doi ngii tuyén truyén vién phap luat.

b) S6 luong hd so: 01 (mdt) bo.

1.3. P6i twong thye hién thi tuc hanh chinh: Co quan, don vi va ngudi dan tai dia ban co so.

1.4. Co quan gii quyét thii tuc hanh chinh: Uy ban nhan dan cip x4.
1.5. Két qua thue hién thi tuc hanh chinh: Quyét dinh cong nhan tuyén truyén vién phép lut.

1.6. Phi, 1€ phi: Khong quy dinh.
1.7. Tén miu don, mau to khai: Khong quy dinh.
1.8. Yéu cu, diéu ki¢n thye hi¢n thi tyc hanh chinh:

Tuyén truyén vién phap luat phai c6 du cac tiéu chuan sau: Nguoi co uy tin, kién thirc, am hiéu vé phap luat dugc xem xét
dé cong nhan 13 tuyén truyén vién phép luat & xa, phuong, thi trdn hodc dugc moi tham gia phd bién, gido duc phap luit & co so.

1.9. Can cwr phap ly cua thu tuc hanh chinh
- Piéu 37 Luat Pho bién, gido duc phap luat nam 2012;

- Diéu 5 Thong tu s6 10/2016/TT-BTP ngay 22/7/2016 ctua Bd Tu phap quy dinh vé bao cao vién phap luat, tuyén truyén

vién phap luat.
1.10. Lwru ho so (ISO):

Thanh phén hd so luu

B9 phan luu trir

Thoi gian luu

- Nhu muc 1.2;

- Két qua giai quyét TTHC hodc Van ban tra 161 cia don vi d6i voi hd
SO khong dap tng yeu cau, diéu kién.

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

Cong churc Tu phap — HO

tich

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 Van phong
Chinh phu quy dinh chi tiét mét s6 di€u va bié€n phap thi hanh Nghi

Bo phan tiép nhan va tra

két qua

Tt 01 nam, sau do chuyén ho
so dén kho 111{u trir cia UBND
cap xa
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dinh s6 61/2018/ND-CP ngay 23 thang 4 ndm 2018 cua Chinh phu vé
thuc hién co ché mdt ctra, mét ctra li€n thong trong giai quyét thu tuc

hanh chinh

Ghi cha: B6 sung phuong thic tiép nhan hd so qua DVC truc tuyén
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2. Thii tuc mién nhiém tuyén truyén vién phap luat
2.1. Trinh tu, cach thirc, thoi gian giai quyét thi tuc hanh chinh

TT Trinh tu thuc hién Cach thirc thuc hién Thaoi gian gidi quyét
Buéc 1 | Nop hd so thi tyc hanh | 1. Nop tryc tiép qua B phan tiép nhan va tra két qua (xa, | - Sang: trr 07 gio dén 11
chinh phuong, thi tran). gio 30 phat;

2. Hoac thong qua dich vu buu chinh cong ich. - théu: tur 13 gio 30 phat
dén 17 gio cua cac ngay
lam viéc.

Buéc 2 | Tiép nhan va chuyén hé | Doi v6i ho so duge ndp tryc tiép qua Bo phén tiép nhan va | Chuyén ngay hd so tiép

so thu tuc hanh chinh

tra két qua hodc thong qua dich vu buu chinh cdng ich cong
chutre tiép nhén ho so tai BO phan tiép nhan va tra két qua Xxem
xét, kiém tra tinh chinh xéc, day du ctia hd so; quét (scan) va
luu trir ho so dién tir, cAp nhat vao co so dir liéu ctia phan
mém mot cira dién tir ciia tinh.

a) Trudong hop ho so chua day du, chua chinh xac theo quy
dinh cong chuc tlep nhan ho so phai huong dan dai dién to
chtrc, cd nhan bo sung, hoan thién ho so theo quy dinh va néu
rd 1y do theo mAu Phiéu yéu cau bd sung, hoan thién ho so;

b) Trudng hop tir chdi nhan hd so cong chire tiép nhan ho so
phai néu 5 1y do theo mau Phiéu tir chdi giai quyét hd so thu
tuc hanh chinh;

¢) Truong hop ho so ddy du, chinh xac theo quy dinh cong
chtrc tiép nhan ho so va lap Gidy tiép nhan hd so va hen ngay
tra két qua; dong thoi, chuyén hd so cho cong chirc Tu phap

nhan tryc ti€p trong ngay
lam viéc (khdng dé qua 3
gio lam viéc) hodc chuyén
vao dau giod ngay lam viée
tiép theo ddi véi truong
hop tiép nhan sau 15 gio
hang ngay..
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— HJ tich.

Buéc 3 | Giai quyét thii tuc hanh | Sau khi nhan hd so tha tuc hanh chinh tir B§ phén tiép nhan | 03 ngay lam viéc, trong
chinh va tra két qua, cong chirc Tu phap - Ho tich xur ly xem xét, do:

thAm dinh hd so, trinh phé duyét két qua giai quyét thu tuc

hanh chinh:

1. Tiép nhan ho so (Bo phan TN&TKQ) 0,5 ngay

2. Giai quyét ho so, trong do: 2,5 ngay

+ Cong chirc Tu phap - Ho tich 01 ngay

+ Lanh dao UBND cdp xd 0,5 ngay

+ Van thw 0’5 ngay

+ Trudng ban cong tdc mdt trgn cdp xa 0,5 ngay
Buéc4 | Tra két qua giai quyét | Cong churc tiép nhan va tra két qua nhap vao so6 theo ddi hd | - Sang: tir 07 gio dén 11

tha tuc hanh chinh

SO va ph?ln mém dién t thyc hién nhu sau:

- Thong bao cho ca nhan biét trudce qua tin nhén, thu dién ti,
dién thoai hodc qua mang xa hoi dugc cap co tham quyén cho
phép d6i v6i hd so giai quyét thi tuc hanh chinh trude thoi
han quy dinh.

- Ca nhan nhan két qua giai quyet thu tyc hanh chinh theo
thoi gian, dia diém ghi trén Gidy tlep nhan ho so va hen tra
két qua (xuat trinh gidy hen tra két qua). Cong chuce tra két
qua kiém tra phiéu hen va yéu cau ngudi dén nhan két qua ky
nhén vao s6 va trao két qua.

- Truong hop nhan két qua thong qua dich vu buu chinh cong
ich. (dang ky theo hudng dan ctia Buu dién) (n€u c6)

gio 30 phat;

- Chiéu: tir 13 gio 30 d&én
17 gio cua cac ngay lam
Viéc.
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2.2. Thanh phan, s6 lweng ho so

a) Thanh phan ho so

Vin ban dé nghi mién nhiém tuyén truyén vién phap luat phai c¢6 day du cac thong tin:

- Ho va tén;

- Chtrc vy, chtire danh va co quan, td chure, don vi cong tac (néu co);

- S6, ngay, thang, nim cta Quyét dinh cong nhan tuyén truyén vién phap luat;

- Ly do cua viéc dé nghi mién nhiém.

b) S6 lugng hd so: 01 (mot) bo.

2.3. Pdi twong thuc hién thii tuc hanh chinh: Co quan chuyén moén cua Uy ban nhan dan va cic co quan, to chiic cap
huyén.

2.4. Co quan giai quyét thii tuc hanh chinh: Uy ban nhan dan cip xa.

2.5. Két qua thwe hién thii tuc hanh chinh: Quyét dinh mién nhiém tuyén truyén vién phap luat.

2.6. Phi, 1€ phi: Khong quy dinh.

2.7. Tén miu don, miu t& khai: Khong quy dinh.

2.8. Yéu cau, diéu kién thuc hién thii tuc hanh chinh:

- Ty nguyén xin thoi 1am tuyén truyén vién phap luat vi ly do strc khoe, hoan canh gia dinh hogc vi ly do chinh dang khac;

- Thuc hién m@t trong cac hanh vi bi cam theo quy dinh tai Piéu 9 Luat pho bién, gido duc phap luét;

- Bi,T(‘)a an két an va ban an da c6 hi¢u luc phap luat; ’

- Mat nang luc hanh vi dan su hodc c6 kho khan trong nhan thirc, lam cha hanh vi hodc han ché nang luc hanh vi dan su theo
quy dinh cua B luat dan su.

2.9. Can cwr phap ly cua thu tuc hanh chinh

- Diéu 37 Luét Pho bién, gido duc phap luat nim 2012;

- Piéu 6 Thong tu s6 10/2016/TT-BTP ngay 22/7/2016 cia B Tu phap quy dinh vé bao céo vién phap luat, tuyén truyén
vién phap luat.

2.10. Lwu ho so (ISO):
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Thanh phéin hd so hru

B¢ phan luu triv

Thoi gian luu

- Nhu muc 2.2;

- Két qua giai quyét TTHC hogic Van ban tra 10i cta don vi doi véi ho
so khong dap timg yéu cau, dieu kién.

- Ho so tham dinh (néu co)

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

Cong chtrc Tu phap - HO
tich

Céc biéu miu theo Khoan 1, Piéu 9, Thong tu s6 01/2018/TT-VPCP
ngay 23 thang 11 nam 2018 cua B§ truéng, Chi nhiém Van phong
Chinh phii quy dinh chi tiét mot s6 diéu va bién phap thi hanh Nghi
dinh s 61/2018/ND-CP ngay 23 thang 4 naim 2018 ctia Chinh phi1 vé
thie hién co ché mot cira, mot cira lién thong trong giai quyét thu tuc
hanh chinh.

BG phan tiép nhan va tra
két qua

Tu 01 nam, sau d6 chuyén ho
so' dén kho luu trir cua UBND
cap xa

Ghi cht: B6 sung phuong thire tiép nhin ho so qua DVC truc tuyén
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VIL. LINH VUC HOA GIAI O CO SO
1. Thi tuc cong nhan hoa gidi vién
1.1. Trinh tw, c4ch thirc, thoi gian giai quyét thi tuc hanh chinh

TT

Trinh ty thuc hién

Cach thire thwe hién

Thoi gian giai
quyeét

Bwoc 1

Nop ho so thii tuc hanh
chinh

1. Nop truc tiép qua B0 phan tiép nhan va tra két qua (x4, phuong, thi
tran).

2. Hodc thong qua dich vu buu chinh cong ich.

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

- Sang: tr 07 gio
dén 11 gio 30 phut;
- Chiéu: tir 13 gio
30 phut dén 17 gio
cia cic ngay lam
Viéc.

Bworc 2

Tiép nhan va chuyén
ho so tha tuc hanh
chinh

Doi voi ho so duge ndp truc tiép qua BO phén tiép nhan va tra két qua
hoic thong qua dich vu buu chinh cong ich céng chirc tiép nhan hd so
tai BO phan tiép nhén va tra két qua xem xet, kiém tra tinh chinh xac,
day du cua ho so; quét (scan) va luu trir ho so dién tir, cip nhat vao
co so dit liéu ciia phan mém mot cira dién tir cia tinh.

a) Truong hop hé‘so chua day du, chua chinh xac theo quy dinh cong
chuc ti€ép nhan hoé so phai hudéng dan dai dién t6 chic, c4 nhan bd
sung, hoan thién ho so theo quy dinh va néu r6 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
10 1y do theo mau Phiéu tir choi giai quyét ho so thu tuc hanh chinh;
¢) Truong hop ho so day du, chinh xac theo quy dinh cong chirc tlep

nhan hd so va lap Gidy tiép nhan ho so va hen ngay tra két qua; dong
thoi, chuyén hd so cho céng chic Tu phap — Ho tich.

Chuyén ngay ho so
tiép nhan truc tiép
trong ngay lam
viée (khéng dé qua
3 gio lam viéc)
hoic chuyén vao
dau gio ngay lam
viéc tiép theo ddi
vé6i truong hop tiép
nhan sau 15 gio
hang ngay.
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Sau khi nhan hé so tha tuc hanh chinh tir B6 phén tiép nhan va tra két
qua, cong chirc Tu phap - HO tich xur Iy xem xét, tham dinh ho so,
trinh phé duyét két qua giai quyét thu tuc hanh chinh:

05 (ndm) ngay lam
viéc, trong do:

) 1. Tiép nhan ho so (Bo phan TN&TKQ) 01 ngay
Buéc 3 Giai quyet thu tuc T
z i 2. Giai et ho i bd phan chuyén mo X
hanh chinh Giai quyét ho so tai bo phan chuyén mon 04 ngdy
+ CONg chitc Tw phdp - HO tich gidi quyét ho so trinh Chii tich 03 nga
UBND e
+ Chii tich UBND xem xét, quyét dinh cong nhdn hoa gidi vién. 01 ngay

Cong chuc tiép nhan va tra két qua nhap vao s6 theo ddi hd so va
phén mém dién ti thuc hién nhu sau:

- Thong bao cho c4 nhan biét trude qua tin nhén, thu dién tor, dién
thoai hodc qua mang x3 hoi dugc cip co tham quyén cho phép dbi véi
ho so giai quyét thi tuc hanh chinh trudc thoi han quy dinh.

- C4 nhan nhéan két qua giai quyét thi tuc hanh chinh theo thoi gian,
dia diém ghi trén Giay tiép nhan ho so va hen tra két qua (xuat trinh
glay hen tra két qua). Cong chirc tra két qua kiém tra phleu hen va yéu
cau ngudi dén nhan két qua ky nhan vao so va trao két qua.

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

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

Tra két qua giai quyét
Buéc 4 | thu tuc hanh chinh

1.2. Thanh phan, s6 lwrong hd so
a) Thanh phan ho so
, - Danh sach ngudi dugc dé nghi cong nhan la hoa giai vién (M?lu s6 06 tai Phu luc ban hanh kém theo Nghi quyét lién tich
s0 01/2014/NQLT-CP-UBTUMTTQVN).
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- Biénban kiém phiéu hoic bién ban vé két qua biéu quyét bau hoa giai vién (Mau s6 01 tai Phu lyc ban hanh kém theo Nghi
quyet lién tich s6 01/2014/N QLT—CP—UBTUMTTQVN trong truong hop bau hoa giai vién bang hinh thirc biéu quyét cong khai;
Mau s6 02 tai Phy lyc ban hanh kem theo Nghi quyét lién tich s6 01/2014/N QLT—CP—UBTUM,TTQVN trong truong hop bau hoa
giai vién bang hinh thirc bo phiu kin; Mau s6 03 tai Phy lyc ban hanh kém theo Nghi quy€t lién tich s6 01/2014/NQLT-CP-
UBTUMTTQVN trong trudng hop bau hoa giai vién bang hinh thirc phat phiéu bau dén h gia dinh).

b) S6 lugng hd so: 01 (mot) bo.

1.3. Po6i twong thue hién thii tuc hanh chinh: Trudong ban Cong tac Mat tran.

1.4. Co quan gii quyét thii tuc hanh chinh: Uy ban nhan dan cép x4.

1.5. Két qua thwe hién thi tuc hanh chinh: Quyét dinh cong nhan hoa giai vién.

1.6. Phi, 1€ phi: Khong quy dinh.

1.7. Tén miu don, miu to khai: Danh sach dé nghi cong nhan hoa giai vién..

1.8. Yéu céu, diéu kién thyc hién thi tuc hanh chinh:

1. Hoa giai vién phai la cong dan Viét Nam thudng tra tai co s, tu nguyén tham gia hoat dong hoa giai va c6 cac tiéu chuan
sau day:

- C6 pham chét dao durc t6t; c6 uy tin trong cong dong dan cu;

- C6 kha nang thuyét phuc, van dong nhan dan; c6 hiéu biét phap luat.

2. Nguoi duge dé nghi cong nhan 1a hoa giai vién phai dat trén 50% dai dién ho gia dinh trong thon, to dan phd dong y.

1.9. Can cr phap ly caa thu tuc hanh chinh

- Piéu 7, 8 Luat Hoa gidl ¢ co s&é nam 2013;

- Nghi quyét lién tich 01/2014/NQLT/CP-UBTUMTTQVN hu6ng dan phoi hop thyc hién mét s6 quy dinh cia phap luét

vé hoa giai ¢ co so.

1.10. Lwu hé so (ISO):

Thanh phén hd so lru B¢ phan luu trir Thoi gian luu
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- Nhu muc 1.2;

- Két qua giai quyét TTHC hodc Vén ban tré 10i cua don vi doi voi ho so
khong dap ung yéu cau, dicu kién.

- Ho so tham dinh (néu co)

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

Cong chtrc Tu phap —
Ho tich

T 01 nim, sau d6 chuyén hd so

dén kho luu trit cia UBND cap

Céc biéu mau theo Khoan 1, Piéu 9, Thong tu s6 01/2018/TT-VPCP ngay X4

23 thang 11 ndm 2018 cua B¢ truong, Chu nhiém Van phong Chinh phu | g4 phan tiép nhan va

quy dinh chi ti€t mét s6 di€u va bién phdap thi hanh Nghi dinh s0 " tra két qué.

61/2018/ND-CP ngay 23 thang 4 nam 2018 cua Chinh phu vé thyc hién co

ché mot cira, mot ctra lién thong trong giai quyét thu tuc hanh chinh.

Ghi cha: B6 sung phuong thic tiép nhin hd so qua DVC truc tuyén



MAiu s6 06

. ohudne. thi trén: CONG HOA XA HOQI CHU NGHIA VIET NAM
a, phuong, thi tran: Déc lap - Tw do - Hanh phiic

.., NEAy ... thang ... nam....
DANH SACH
Pé nghi cong nhan hoa giai vién
Kinh giri: Chu tich Uy ban nhan dan xd/phuong/thi tran

Cian ctr két qua bau hoa giai vién (co bién ban gui kém), Ban cong tic Mit tran
thon/to danphl.........oooiiiii deé nghi Chu tich Uy ban nhan
dan xa/phuong/thi tran....................... xem xe€t, quyét dinh cong nhan hoa giai

vién do1 voi cac ong (ba) co tén sau day:

Stt Ho va tén Dia chi Ty 1€ % dai dién h9 gia dinh
trong thon, to dan pho dong
y

TRUONG BAN CONG TAC MAT TRAN
(Ky va ghi 16 ho tén)



2. Thi tuc cong nhan té trudng to hoa giai
2.1. Trinh tu, cach thirc, thoi gian giai quyét thi tuc hanh chinh

TT Trinh ty thuc hién Cach thirc thuce hién Thaoi gian gidi quyét

Buéc 1 | Nop ho so thii tuc hanh chinh | 1. Nop tryc tiép qua B¢ phén tiép nhan va tra két qua | - Sang: tir 07 gio dén 11
(xa, phuong, thi tran). gio 30 phuat;
2. Hoac thong qua dich vy buu chinh cong ich. - Chiéu: tir 13 gio 30
3. Hoic qua Cong dich vu cong Quéc gia Phl"lt dﬁn 1_7 gio cua cac
(dichvucong.gov.vn), Coéng dich vu cong Tinh | Ngay lam vigc.
(dichvucong.dongthap.gov.vn).

Buéc 2 | Tiép nhan va chuyén hd so' | POi v6i ho so duge ndp truc ticp qua B phdn tiép | Chuyén ngay ho so tiép

tha tuc hanh chinh

nhan va tra két qua hoac thong qua dich vu buu chinh
cong ich cong chirc tiép nhan ho so tai BO phan tiép
nhan va tra két qua xem Xxet, kiém tra tinh chinh xac,
day du ctia ho so; quét (scan) va luu trit ho so dién tir,
cap nhét vao co s dit liéu ctia phan mém mot cira dién
tr cua tinh.

a) Truong hop ho so chua day du, chwa chinh xac theo
quy dinh cong churc tiép nhan ho so phai hudng dan
dai dién t6 chuc, ca nhan bod sung, hoan thi¢n ho so
theo quy dinh va néu 13 1y do theo mau Phiéu yéu cau
bd sung, hoan thién ho so;

b) Trudng hop tur chdi nhan hd 50 cong chirc tlep nhan
hd so phai néu 15 ly do theo mau Phiéu tir chéi giai
quyét ho so thi tuc hanh chinh;

¢) Truong hop hd so dy du, chinh xac theo quy dinh
cong chuc tiép nhan ho so va lap Gidy tiép nhan ho so

nhan tryc tiép trong ngay
lam viéc (khong dé qua 3
gio lam viéc) hoac
chuyén vao dau gid ngay
1am viéc tiép theo ddi voi
truong hop tiép nhan sau
15 gio hang ngay.
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va hen ngay tra két qua; dong thoi, chuyén ho so cho
cong chuc Tu phap — H tich.

Bwoc 3 | Giai quyét thi tuc hanh chinh | Sau khi nhan 1,16 so thu tuc hanh chinh tir B phan tiép 05 (nam) ngay lam vigc,
nhan va tra két qua, céng chire Tu phéap - HO tich xur | trong do:
ly xem x¢t, thdm dinh ho so, trinh phé duyét két qua
giai quyét thu tuc hanh chinh:
1. Tiép nhan ho so (Bo phan TN&TKQ) 01 (mot) gio
2. Giai quyét hd so tai bd phan chuyén moén
+ Cong chirc Tu phdp - Ho tich 03 ngay
+ Chu tich UBND 01 ngay
Buéc 4 | Tra két qua giai quyét thi tuc | Cong chuc tiép nhan va tra két qua nhap vao so theo | - Sang: tir 07 gio dén 11

hanh chinh

ddi ho so va phan mém dién tir thuc hién nhu sau:

- Thong béo cho ca nhan biét trudc qua tin nhan, thu
dién ttr, dién thoai hodc qua mang xa hoi dugc cip co
tham quyén cho phép d6i voi ho so giai quyét thu tuc
hanh chinh trude thot han quy dinh.

- Cé& nhéan nhan két qua giai quyét thu tuc hanh chinh
theo thoi gian, dia diém ghi trén Glay tiép nhan ho so
va hen tra két qua (xuét trinh gidy hen tra két qua).

Cong chire tra két qua kiém 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 cong ich. (dang ky theo huéng dan ctia Buu
dién) (néu co)

gio 30 phut;

- Chiéu: tir 13 gio 30 dén
17 gio cua cac ngay lam
Viéc.
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2.2. Thanh phan, s6 lwong ho so
a) Thanh phan ho so

- Vin ban dé nghi cong nhan to trudng to hoa giai (Mau s6 07 tai Phu luc ban hanh kém theo Nghi quyét lién tich sb

01/2014/NQLT-CP-UBTUMTTQVN).

- Bién ban kiém phjéu hoac biér} ban vé két qua biéu quyét vé viéc bau to trudng to hoa giai (M?m s6 04 Eai Phu luc ban
hanh kem theo Nghi quyét lién tich s6 01/2014/NQLT-CP- UBTUMTTQVN trong truong hop bau t6 truong t6 hoa giai vién
bang hinh thirc biéu quyét cong khai; Mau s6 05 tai Phu lyc ban hanh kem theo Nghi quyet lién tich s6 01/2014/NQLT-CP-

UBTUMTTQVN trong truong hop bau to trudng td hoa giai vién bang hinh thirc bo phiéu kin)

b) S6 lugng hd so: 01 (mot) bo.

2.3. Poi twong thuce hién thii tuc hanh chinh: Trudng ban cong tac Mit tran.
2.4. Co quan giai quyét thi tuc hanh chinh: Uy ban nhan dan cip xA.

2.5. Két qua thwe hién thii tuc hanh chinh: Quyét dinh cong nhan Tb trudng t6 hoa giai .

2.6. Phi, I¢ phi: Khong quy dinh.

2.7. Tén miu don, miu to khai: Gidy dé nghi cong nhan T6 trudng t6 hoa giai.

2.8. Yéu cau, diéu kién thuc hién thii tuc hanh chinh:

- Nguoi dugce cong nhan la TO truong t6 hoa gidi phai dat trén 50% so6 hoa giai vién cua to hoa giai dong ¥ va la nguoi co

s6 phiéu bau cao nhat..
2.9. Can cwr phap ly cua thu tuc hanh chinh
- Piéu 7, 8, 14 Luat Hoa giai ¢ co sé nam 2013;

- Nghi quyét lién tich 01/2014/NQLT/CP-UBTUMTTQVN huéng dan phdi hop thuc hién mot sé quy dinh ctia phap

luat v€ hoa giai ¢ co sd.
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 hodc Vin ban tra 1i ciia don vi ddi voi

Cong chuc Tu phap — HO

tich

Tt 01 nam, sau do chuyén ho
so dén kho luu trtr caia UBND
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ho so khong dép tng yéu cau, di€u kién.
- H6 so tham dinh (néu ¢0)
- Van ban trinh co quan cap trén (néu co)

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

BO phan tiép nhan va tra
ket qua

cap xa

Ghi cht: B sung phuong thire tiép nhin ho so qua DVC truc tuyén




Xa, phuong, thi tran:

Maiu s6 07

CONG HOA XA HQI CHU NGHIA VIET NAM

boc 1ap -

Tu do - Hanh phic

.., NEAy ... thang ... nam....

GIAY PE NGHI

Cong nhén to trudong to hoa giai

Kinh giri: Chu tich Uy ban nhan dan xa/phuong/thi tran

tac Mt tran thon/td dan

(bad) co tén sau day:

Can ct két qua bau t6 trudng to hoa giai (co bién ban gti kém), Ban cong

dé nghi Chu tich Uy ban nhén dan xa/phuong/thi
xem x€t, quyét dinh cong nhan t6 truong to6 hoa giai doi véi ong

Stt

Ho va tén

Dia chi

Ty 1€ % hoa giai vién
cuia to hoa giai dong y

TRUONG BAN CONG TAC MAT TRAN
(Ky va ghi ro ho tén)



3. Thu tuc thoi lam hoa giai vién

3.1. Trinh tw, cach thire, thoi gian gidi quyét thi tuc hanh chinh

TT Trinh tu thuc hién Cach thirc thuce hién Thoi gian giai
quyet

Bwéc 1 | Nop hd so thit tuc hanh chinh | 1. Nop truc tiép qua B phan tiép nhan va tra két qua (x4, | - ,Séng: ter 07 gio
phuong, thi tran). den 11 gio 30 phat;
2. Hodc thong qua dich vu buu chinh cong ich. - Chiéu: tor 13 gio
3. Hoic qua Cong dich vu cong Qubc gia | 30 phut dén 17 gio
(dichvucong.gov.vn), Cong dich vy cong Tinh |Cua cac ngay lam
(dichvucong.dongthap.gov.vn). VIgC.

Buéc 2 | Tiép nhan va chuyén hé so thi | D01 v6i ho so duge ndp tryc tiep qua Bo phén ti€p nhén Chuyén ngay ho S0

tuc hanh chinh

va tra két qua hodc thong qua dich vu buu chinh cong ich
cong chire tiép nhan ho so tai B phan tlep nhan va tra két
qua xem xét, kiém tra tinh chinh xéc, ddy du cta hd so;
quét (scan) va luu trir hd so dién tir, cap nhét vao co s
dir liéu ctia phan mém mot cira dién tir cua tinh.

a) Truong hop ho so chua day du, chua chinh xéac theo
quy dinh cong chirc tlep nhan ho so phai hudng dan dai
dién t6 chire, c4 nhan bo sung, hoan thi¢n h so theo quy
dinh va néu 14 1y do theo mau Phiéu yéu ciu bo sung,
hoan thién hé so;

b) Truong hop tir chdi nhan ho so cong chirc tiép nhan ho
so phai néu 10 1y do theo mau Phiéu tir chdi giai quyét ho
so thu tuc hanh chinh;

¢) Trudng hop hd so ddy du, chinh xac theo quy dinh cong

ti€p nhan tryc ti€p
trong ngay lam viéc
(khéng dé qua 3 gio
lam  viéc) hodc
chuyén vao dau gio
ngay lam viéc tiép
theo d6i voi trudng
hop tiép nhan sau 15
gi0 hang ngay..
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chtre tiép nhan ho so va lap Gidy tiép nhan ho so va hen
ngay tra két qua; dong thoi, chuyén ho so cho cong chirc
Tu phap — Ho tich.

Buéc 3 | Gidi quyét thii tuc hanh chinh | Sau khi nhan ,h(‘i so thu tuc hanh chinh tir Bo phan tiép | 05 (nim) ngay lam
nhan va tra két qua, cong chirc Tu phap - H¢ tich xur ly | viéce, trong do:
xem xet, tham dinh ho so, trinh ph€ duyét két qua giai
quyét tha tuc hanh chinh:
1. Tiép nhan ho so (Bo phan TN&TKQ) 01 ngay
2. Giai quyét hd so tai bd phan chuyén moén
+ Cong chirc Tu phdp - Ho tich 03 ngay
+ Chu tich UBND 01 ngay
Buéc 4 | Tra két qua giai quyét thi tuc | Cong churc tiép nhan va tra két qua nhap vao so theo ddi | - Sang: tir 07 gio

hanh chinh

ho so va phén mém dién tir thuc hién nhu sau:

- Thong bao cho ca nhan biét trudc qua tin nhan, thu dién
tu, dién thoai hodac qua mang xa hdi duoc cép c6 tham
quyén cho phép d6i véi hd so giai quyét thu tuc hanh
chinh trude thoi han quy dinh.

- C4 nhan nhan két qua giai quyet thu tuc hanh chinh theo
thoi gian, dia diém ghi trén Gidy tlep nhan hd so va hen
tra két qua (xuat trinh glay hen tra ket qua). Cong churc
tra két qua kiém tra phleu hen va yéu cau nguoi dén nhan
két qua ky nhan vao so va trao két qua.

- Trudng hop nhan két qua thong qua dich vu buu chinh
cong ich. (ding ky theo huéng dan cta Buu dién) (néu
co)

dén 11 gio 30 phut;
- Chiéu: tir 13 gio
30 dén 17 gio cua
cac ngay lam viéc.
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3.2. Thanh phin, so lwong ho so
a) Thanh phan ho so
Vin ban dé nghi ra quyét dinh thoi 1am hoa giai vién (Mau sé 08 tai Phu luc ban hanh kém theo Nghi quyét lién tich s6

01/2014/ NQLT- CP—UBTUMTTQVN)/ B4o cdo vé viéc thoi 1am hoa giai vién (MAu sb 09 tai Phu luc ban hanh kém theo Nghi
quyet lién tich s6 01/2014/NQLT-CP- UBTUMTTQVN) trong truong hop Truong ban cong tac Mat trén, truong thon, t6 truong
t6 dan pho khong dong y voi dé nghj cua to truong t6 hoa giai hodc Truong ban cong tac Mat tran va truong thon, t6 truong to
dan phé khong théng nhat duoc véi nhau vé dé nghi cua t6 truong t hoa giai.

vién.

b) S6 lwong ho so: 01 (mot) bo.

3.3. Poi twong thuc hién thi tuc hanh chinh: Trudng ban Cong tac Mat tran.

3.4. Co quan giai quyét thii tuc hanh chinh: Uy ban nhan dan cip xa.

3.5. Két qua thue hién thii tuc hanh chinh: Quyét dinh thoi lam hoa giai vién.

3.6. Phi, 1€ phi: Khong quy dinh.

3.7. Tén miu don, miu to khai: Gidy dé nghi vé viéc théi lam hoa giai vién hoidc Bao cao vé viéc thoi 1am hoa giai
3.8. Yéu ciu, diéu ki¢n thuc hi¢n thi tuc hanh chinh:

Viéc théi lam hoa gidi vién dugc thuc hién trong cac trudng hop sau day:

- Theo nguyén vong cta hoa giai vién;

- Hoa giai vién khong con dap (mg mot trong cac tiéu chuan quy dinh tai Diéu 7 ctia Luat hoa giai o co so;

- Vi pham nguyén tac to chirc, hoat dong hoa giai & co s theo quy dinh tai Piéu 4 cua Luat hoa giai ¢ co s& hodc khong

c6 diéu kién tiép tuc 1am hoa giai vién do bi xtr Iy vi pham phap lut..

3.9. Can cir phap ly cuia thi tuc hanh chinh
- Piéu 11 Luat Hoa giai & co s6 nam 2013;
- Nghi quyét lién tich 01/2014/NQLT/CP-UBTUMTTQVN huéng dan phdi hop thyc hién mét s6 quy dinh ciia phap

luat vé hoa gidi ¢ co so.

3.10. Luu hd so (ISO):
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Thanh phin hd so lru

B¢ phan luu triv

Thai gian luu

- Nhu muc 3.2;

- K&t qua giai quyét TTHC hodc Vin ban tra 16i ctia don vi doi v6i
ho so khong dép ung yéu cau, di€u kién.

- Ho so tham dinh (néu co)

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

Cong chirc Tu phap — HO
tich

Céc biéu mau theo Khoan 1, Piéu 9, Thong tu s6 01/2018/TT-VPCP
ngay 23 thang 11 ndm 2018 cua Bo trudéng, Chu nhi¢ém 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 nam 2018 ctia Chinh phu
vé thuc hién co ché mot cira, mot cira lién thong trong giai quyét thi
tuc hanh chinh

BG phan tiép nhan va tra
két qua

T 01 nam, sau do chuyén ho
s0 dén kho luu trir cua
UBND cap xa

Ghi cha: B6 sung phuong thic tiép nhan ho so qua DVC truc tuyén
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MAiu s6 08

X4a, phuong, thi tran: CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phiic

., ngay ... thang ... nam

GIAY PE NGHI
Vé viéc thoi lam hoa giai vién
Kinh giri: Chu tich Uy ban nhan dan xd/phuong/thi tran
Can ctr dé nghi ctia t6 trrdng t0 NOA GIAT: .. ..vevveeeeeeeeeeeeeeeeee e

vé viéc thoi 1am hoa giai vién, dé nghi Chu tich Uy ban nhan dan x&phuong/thi

BEANL ool xem xét, quyét dinh thoi lam hoa giai
VIEN AO1 VO ONZ (DA):.evirvereerecieiieeese et see ettt
o LT 1] o) DR
Ly do thoi 1am hoa @181 VICN:.......ceeviiiiieiiiieeiee et
~ TRUONG THON/ TRUONG BAN CONG TAC MAT
TO TRUONG TO DAN PHO TRAN

(Ky va ghi ro ho tén) (Ky va ghi ro ho tén)



M2iu s6 09

Xa, phuong, thi tran: CONG HOA XA HQI CHU NGHIA VIET NAM
............................... Doc 1ap - Ty do - Hanh phic
Thén, to danphé: -~
., hgay ... thang ... nam
BAO CAO
Vé viéc thoi lam hoa giai vién
Kinh giri: Chu tich Uy ban nhan dan xa/phuong/thi tran..........................
Ngay........ thang...... nam........ , 10 truOng t0 hOa GIAi . ..oveveeeeeeereeeeeeeeeeeeans
........................................................................................ dé nghi thoi 1am hoa giai
VIBN 01 VOL ONZ (DA): oo dia
Ottt et ettt et
VOT LY Ottt e e et e e e e e e e
- 'Y kién cua Truong ban cong tac Mat tran
Y kién cta trudng thon, to trudng to dan pho
Pé nghi Chi tich Uy ban nhan dan xa/phudng/thi tran...........c..cccooevveveeveenennnse. xem
x€t, quyét dinh. . )
) TRIIONG THON/ ) TRUONG BAN CONG TAC MAT
TO TRUONG TO DAN PHO TRAN

(Ky va ghi ro ho tén) (Ky va ghi ro ho tén)



4. Thu tuc thanh toan thu lao cho hoa giii vién
4.1. Trinh tw, cAch thirc, thoi gian gidi quyét thi tuc hanh chinh

TT Trinh ty thyc hién Cach thirc thuc hién Thoi gian giai quyét

Buéc 1 | Nop hd so thii tuc hanh chinh 1. Nop truc tiép qua Bo phan tiép nhan va tra két qua | - Sang: tir 07 gio dén 11
(xa, phuong, thi tran). gio 30 phat;
2. Hoic thong qua dich vu buu chinh cong ich. - Chiéu: trr 13 gio 30
3. Hoic qua Cong dich vu cong Quéc gia Phl"lt d\én 1_7 gio cua cac
(dichvucong.gov.vn), Coéng dich vu cong Tinh | NGAYy lam vigc.
(dichvucong.dongthap.gov.vn).

Budc 2 | Tiép nhin va chuyén ho so thi | DOi voi ho so duge ndp tryc tiép qua B phén tiep nhan | Chuyén ngay hé so tiép

tuc hanh chinh

va tra két qua hodc thong qua dich vu buu chinh cong
ich cong chuc tiép nhan hd so tai Bo phan tlep nhan va
tra két qua xem xét, kiém tra tinh chinh xé4c, day du cua
ho s0; quét (scan) va luu trit ho so dién tir, cAp nhat vao
co so dit liéu ciia phan mém mot cira dién tir cia tinh.

a) Truong hop ho so chua day du, chua chinh xéc theo
quy dinh cong chirc tiép nhan ho so phai hudng dan dai
dién t6 chirc, c4 nhan bod sung, hoan thién hé so theo quy
dinh va néu 1 1y do theo mau Phiéu yéu cau bd sung,
hoan thién hd so;

b) Trudng hop tir chdi nhan hd so cong chire tiép nhan
hd so phai néu rd Iy do theo mau Phiéu tir chdi giai quyét
hd so tha tuc hanh chinh;

¢) Trudng hop hd so diy du, chinh xac theo quy dinh
cong chire tiép nhan hd so va 1ap Gidy tiép nhan hd so
va hen ngay tra két qua; dong thoi, chuyén hd so cho

nhan tryc ti€p trong ngay
lam viéc (khong dé qua 3
gio lam viéc) hodc
chuyén vao dau gio ngay
lam viéc tiép theo d6i voi
truong hop tiép nhan sau
15 gio hang ngay.
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cong chuc Tu phap — HOQ tich.

Buéc 3 | Giai quyét thii tuc hanh chinh | Sau khi nhan ,hé) so thu tuc hanh chinh tir B6 phan tiép | 05 (nim) ngay lam viéc,
nhén va tra ket qua, cong chirc Tu phap - H¢ tich xur ly | trong do:
xem x¢ét, tham dinh ho so, trinh ph€ duyét két qua giai
quyét thu tuc hanh chinh:
1. Tiép nhan ho so (Bd phan TN&TKQ) 01 ngay
2. Giai quyét ho so tai bd phan chuyén mén 04 ngay
+ Cong chirc Tw phap - Ho tich 03 ngay
+ Chii tich UBND cdp xd 01 ngay
Buéc 4 | Tra két quéa giai quyét thi tuc | Cong chirc tiép nhan va tra két qua nhap vao so theo ddi | - Sang: tir 07 gio dén 11

hanh chinh

ho so va phﬁn mém dién tir thyc hién nhu sau:

- Thong bao cho ¢4 nhan biét trudc qua tin nhén, thu dién
tw, dién thoai hodc qua mang xa hdi dugc cép c6 thim
quyén cho phép d6i véi hd so giai quyét thu tuc hanh
chinh trudc thoi han quy dinh.

- Ca nhan nhan két qua giai quyét thi tuc hanh chinh
theo thoi gian, dia diém ghi trén Gidy tiép nhan ho so va
hen tra két qua (xuat trinh glay hen tra ket qua). Cong
chue tra két qua kiém tra phleu hen va yéu cau ngudi dén
nhan két qua ky nhan vao sb va trao két qua.

- Trudng hop nhan két qua thong qua dich vu buu chinh
cong ich. (dang ky theo hudng dan ctia Buu di¢n) (néu
co)

gio 30 phat;

- Chiéu: tr 13 gio 30 dén
17 gio cua cac ngay lam
Viéc.
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4.2. Thanh phan, s6 lwong ho so

a) Thanh phan ho so

- Giéy dé nghi thanh toéan thu lao cua hoa gidi vién c6 ghi 16 ho, tén, dia chi cua hoa giai vién; tén, dia chi t6 hoa giai; s6 tién
de nghi thanh toan; ndi dung thanh toén (c6 danh sach céac vu, viéc trong truong hop dé nghi thanh todn thu lao cho nhiéu vu, viéc);
chir ky ctia hoa giai vién; chir ky xac nhan cuia to trudng to6 hoa giai.

- Xuat trinh S6 theo doi hoat dong hoa gidi ¢ co s dé doi chiéu khi can thiét.

b) S6 lugng hd so: 01 (mot) bo.

4.3. Poi twong thye hién thii tuc hanh chinh: T6 trudng to hoa giai.

4.4. Co quan giai quyét thi tuc hanh chinh: Uy ban nhan dan cip xa.

4.5. Két qua thuc hién thii tuc hanh chinh: Quyét dinh thanh toan thu lao cho hoa giai vién/ hodc vin ban tra 10i trong truong
hop quyét dinh khong thanh toan.

4.6. Phi, I¢ phi: Khong quy dinh.

4.7. Tén miu don, miu to khai: Khong quy dinh.

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

Piéu kién duoc huong thu lao theo vy, vi¢c cua hoa giai vién:

- Vi, viéc duoc tién hanh hoa giai va da két thic trong trudng hop:

+ Cac bén dat duoc thoa thuan;

+ Mot bén hodc cac bén yéu ciu chim dat hoa giai;

+ Hoa giai vién quyét dinh két thiic hoa giai khi cac bén khong thé dat dugc thoa thuan va viéc tiép tuc hoa giai ciing khong thé
dat duoc két qua.

- Hoa giai vién khong vi pham nghia vu sau:

+ Thuc hién hoa giai khi ¢6 can cit theo quy dinh tai Diéu 16 ctia Luat hoa giai & co so.

+ Tuén thu cic nguyén tic quy dinh tai Diéu 4 ctia Luat hoa giai & co s6.

+ Tur chdi tién hanh hoa giai néu ban than c6 quyén lgi1 va nghia vu lién quan dén vy, viéc hoa giai hoac vi ly do khac dan dén
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khong thé bao dam khach quan, cong bang trong hoa giai.

+ Thong bao kip thoi cho t6 trudng t6 hoa giai dé bao cao Chu tich Uy ban nhan dan cip x3 c6 bién phap phong ngira trong
truong hop thdy mau thuan, tranh chap nghi€m trong c6 thé dan dén hanh vi bao luc gy anh hudng dén strc khoé, tinh mang cua cac

bén hodc gdy mat trat tu cong cong.

+ Thong bao kip thoi cho t6 truong to hoa g1a1 dé bao céo co quan c6 tham quyen xtr 1y trong trudng hop phéat hién mau thuan,
tranh chap c6 déu hiéu vi pham phap luat vé xir Iy vi pham hanh chinh hodc phap luat vé hinh su.

4.9. Can cw phap ly cua thu tuc hanh chinh

- Piéu 15 Nghi dinh s6 15/2014/ND-CP ngay 27/02/2014 ctia Chinh pht quy dinh chi tiét mot sb diéu va bién phap thi hanh

Luat hoa giai ¢ co so.
4.10. Luu hd so (1SO):

Thanh phén hd so luu

B0 phan luu trir

Thoi gian luu

- Nhu muc 4.2;

- Két qua giai quyét TTHC hodc Van ban tra 101 ctia don vi dbi v6i 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 chuc Tu phap — HO
tich

Cac biéu mau theo Khoan 1, Diéu 9, Thong tu s6 01/2018/TT-VPCP
ngay 23 thang 11 ndm 2018 cua Bo trudng, Chua nhiém Van phong
Chinh phi1 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 ctia Chinh phu vé thuc
hién co ché mot ctra, mot cira lién thong trong giai quyét tha tuc hanh
chinh

Bo phan tiép nhan va tra két
qua

Tt 01 ndm, sau d6 chuyén ho
s0' dén kho luu trit cna UBND
cap xa

Ghi cha: B6 sung phuong thic tiép nhan ho so qua DVC truc tuyén
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(Hét)
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