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NOI DUNG THU TUC HANH CHINH CAP XA

1. Thii tuc cip bén sao Trich luc h tich

Trinh ty thywc hién:

- Néu lya chon hinh thire ndp hd so truc tiép, ngudi co yéu cau cip ban
sao Trich luc ho tich ndp hd so dé nghi cép ban sao Trich luc ho tich tai B
phan mot ctra/Trung tdm hanh chinh cong ctia Co quan quan ly Co s¢ dit li¢u hd
tich dién tir c6 tham quyén; ndp phi theo quy dinh phap luat.

Truong hop co quan, t6 chic c6 thim quyén dé nghi cap ban sao Trich
luc ho tich ctia c4 nhan thi giri van ban yéu cau néu rd 1y do cho Co quan quéan
1y Co s¢ dit 1i€u ho tich dién tir.

- Néu lya chon hinh thic nop ho so truc tuyén, nguoi co yéu cau cép ban
sao Trich luc ho tich truy cap Céng dich vu cong quéc gia hoac Céng dich vu
cong cap tinh, dang ky tai khoan (néu chua c6 tai khoan), xac thuc ngudi ding
theo huéng din, dang nhap vao hé thdng, xac dinh dung Co quan quan 1y Co so
dir liéu ho tich dién tir c6 tham quyén.

Ngudi ¢6 yéu cau cip ban sao Trich luc ho tich truc tuyén cung cap thong
tin theo mau dién tir twong tic yéu ciu cdp ban sao Gidy khai sinh, ban sao
Trich luc ho tich (cung cép trén Céng dich vu cong), dinh kém ban chup hoac
ban sao dién tir cac gidy to, tai liéu lién quan dén ndi dung dé nghi cip ban sao
Trich lyc ho tich; ndp phi théng qua chirc ning thanh toan truc tuyén hodc bang
cach thirc khac theo quy dinh phap luat, hoan tat viéc ndp ho so.

- Can bo tiép nhan ho so tai BO phan mdt ctra ¢6 trach nhi€ém kiém tra
tinh chinh xéc, day du, thong nhat, hop 18 cta ho so.

(i) Truong hop hd so ddy du, hop 18 thi tiép nhan ho so; néu tiép nhan hod
so sau 15 gio thi ¢o Phiéu hen, tra két qua cho ngudi cé yéu ciu trong ngdy lam
viéc tiép theo (néu nguoi cd yéu cau lya chon hinh thirc ndp ho so truc tiép)
hodc gtri ngay Phiéu hen, tra két qua qua thu dién tir hodc gt tin nhin hen tra
két qua qua dién thoai di dong cho ngudi ¢ yéu cau (néu ngudi cd yéu cau lua
chon hinh thirc ndp hd so truc tuyén); chuyén hd so dé cong chirc lam cong tac
ho tich xu ly.

- Sau khi tiép nhéan hd so theo hinh thirc ndp truc tiép, can bo tiép nhan
hd so tai B phan mot cura thuc hién s6 hoa (sao chup, chuyén thanh tai liéu
dién tir trén hé thong thong tin, co s& dit lidu) va ky sb vao tai liéu, hd so giai
quyét thi tuc hanh chinh di duoc sb hoa theo quy dinh.

(ii) Truong hop hd so chua diy du, hop 18 thi c6 thong bao cho ngudi yéu
cau bd sung, hoan thién hd so, néu rd loai gidy to, ndi dung can bd sung dé
nguoi o yéu cau bo sung, hoan thién. Sau khi hd so dugce bd sung, thuc hién lai
budc (1);



(iii) Truong hop nguoi cd yéu cau cip ban sao Trich luc ho tich khong
bo sung, hoan thién duogc hd so thi bdo cdo Truong bd phan mot ctra c6 thong
bao tir chdi giai quyét yéu cau cip ban sao Trich lyc ho tich.

- Cong chirc lam cong tac ho tich tham tra hd so (tham tra tinh thong
nhat, hop 18 cta céc thong tin trong ho so, gidy td, tai liéu do ngudi yéu cau
nop, xuét trinh hodc dinh kém).

+ Truong hop hd so can bd sung, hoan thién hoic khong du diéu kién giai
quyét, phai tir chdi thi giri thong bao vé tinh trang hd so toi B6 phan mét cira dé
thong bao cho ngudi ndp hod so — thyce hién lai budce (ii) hoic (iii);

+ Trudng hop can phai kiém tra, xac minh 1am rd hodc do nguyén nhan
khac ma khong thé tra két qua dang thoi gian da hen thi cong chire lam cong tac
ho tich 1ap Phiéu xin 16i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham
tra két qua va thoi gian hen tra két qua, chuyén Bo phan mot cira dé tra cho
nguoi co yéu cau (néu nguoi co yéu cau lya chon hinh thirc nop h so truc tiép),
hodc gui Phiéu xin 15i va hen lai ngay tra két qua qua thu dién tir hodc gui tin
nhin qua dién thoai di dong cho ngudi co yéu ciu (néu ngudi cd yéu cau lwa
chon hinh thirc ndp ho so truc tuyén).

+ Néu thay ho so day du, hop 1¢, dang quy dinh, trudng hop tiép nhan hd
SO cép ban sao Trich luc ho tich theo hinh thirc truc tiép, thi cong chirc lam cong
tac ho tich in ban sao Trich luc ho tich trinh Thu truéng Co quan quan ly Co s&
dir li¢u ho tich dién tur ky, chuyén t61 BO phan mot cura dé tra két qua cho nguoi
c6 yéu cau.

Truong hop tiép nhan hd so xin cdp ban sao Trich luc ho tich theo hinh
thire truc tuyén, cong chirc lam cong tac ho tich gui lai ndi dung biéu mau Trich
luc ho tich dién tir tvong Gng véi thong tin day da cho nguoi yéu ciu qua thu
dién tir hogc thiét bi so.

Nguoi yéu cau c6 trach nhiém kiém tra tinh chinh xac, day du cua cac
thong tin trén biéu mau Trich luc hé tich dién tir va xac nhan (t6i da mot ngay).

Néu nguoi co6 yéu cip ban sao Trich luc ho tich d3 thdng nhat, day du
hozc khong c6 phan hoi sau thoi han yéu cau thi cong chire lam cong tac ho tich
in ban sao Trich lyuc ho tich, trinh Thu truéng Co quan quan ly Co s¢ dir ligu ho
tich dién tir ky, chuyén téi Bo phan mot cira dé tra két qua cho ngudi co yéu
cau.

- Ngudi cd yéu cau cdp ban sao Trich luc ho tich duoc nhan két qua theo
mot trong cac phuong thirc sau day:

+ Nhan ban dién tor ban sao Trich luc ho tich gui qua thu dién tir, Kho
quan ly dir liéu dién tir cia t6 chtrc, c4 nhan do;

+ Nhan ban dién tir ban sao Trich luc hd tich gui vao thiét bi so, thong
qua phuong phap truyén sé liéu phu hop, dam bao an toan, bao mat thong tin;
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+ Nhan két qua la ban sao Trich luc hd tich thong qua hé théng buu
chinh;

+ Nhan két qua la ban sao Trich luc hg tich tai co quan dang ky ho tich.

Cach thirc thye hién:

Ngudi cé yéu cau cép ban sao Trich luc ho tich truc tiép thuc hién hoac
iy quyén cho nguoi khac thuce hién ndp ho so truc tiép tai B6 phan Tiép nhan va
tra két qua cia UBND cap x4 hodc giri hd so qua hé théng buu chinh hodc ndp
hd so truc tuyén trén Cong dich vu cong qudc gia (https://dichvucong.gov.vn)
hoic Cong dich vu cong cap tinh (https://dichvucong.haiduong.gov.vn).

Thanh phan hd so:

- To khai dé nghi ban sao Trich luc ho tich theo mau trong truong hop
nguoi yéu cau 1a c4 nhan hodc Vin ban yéu cau cép ban sao Trich luc ho tich
néu rd 1y do trong trudong hop ngudi yéu ciu 1a co quan, to chitc (néu ngudi co
yéu cau lya chon nop hd so theo hinh thire truc tiép);

- Madu dién tir twong tdc yéu cau cdp bdn sao Gidy khai sinh, bin sao
Trich luc hé tich (do ngudi yéu cau cung cdp théng tin theo hudng dan trén
Cong dich vu cong, néu ngwoi cé yéu cau lwa chon ndp ho so theo hinh thirc
truec tuyén);

- Nguoi co yéu cau cép ban sao Trich luc ho tich thuc hién viéc n(f)p/xuét
trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thtc truc tuyén) cac gidy
to sau:

* Gidy to phdi ngp:

- Vin ban Gy quyén theo quy dinh cua phap ludt trong trudng hop uy
quyén thuc hién yéu cau cip ban sao Trich luc ho tich. Trudong hop ngudi duoc
uy quyén la 6ng, ba, cha, me, con, vo, chéng, anh, chi, em rudt ctia nguoi uy
quyén thi vin ban uy quyén khong phai chtng thuc.

* Gidy to' phdi xudt trinh:

- H6 chiéu hodc chimg minh nhan dan hodc thé cin cudc cong dan hodc
cac gidy to khac ¢ dan anh va thong tin ¢4 nhan do co quan c6 thim quyén cp,
con gia tri st dung dé ching minh vé nhén than ciia ngudi cd yéu cau cap ban
sao Trich luc ho tich. Truong hop cac thong tin c4 nhan trong cac gidy to nay da
¢6 trong CSDLQGVDC, CSDLHTPDT, duoc hé thong dién tu dong thi khong
phai tai 1én (theo hinh thirc truc tuyén).

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

* Luuy

- P6i v6i gidy to ndp, xuét trinh néu ngudi yéu cau ndp ho so theo hinh
thire truc tiép:



https://dichvucong.gov.vn/

+ Nguoi tiép nhan ¢o trach nhiém kiém tra, ddi chiéu voi thong tin trong
t& khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho nguoi
xudt trinh, khong duoc yéu cau ndp ban sao hoic ban chup gidy to do.

+ Nguoi yéu cau ding ky ho tich co thé ndp ban sao chimg thuc tir ban
chinh hodc ban sao duoc cap tir s6 gbe hodc ban chup kém theo ban chinh gidy
to dé ddi chiéu. Truong hop ngudi yéu cau ndp ban chup kém theo ban chinh
gidy to thi ngudi tiép nhan co trach nhiém kiém tra, di chiéu ban chup véi ban
chinh va ky xac nhan, khong duoc yéu cau ngudi di dang ky ndp ban sao gidy to
do.

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

- PBéi voi gidy to gui kém theo néu nguoi yéu cau ndp ho so theo hinh
thire truc tuyén:

+ Ban chup cac gidy to giri kém theo hd so cip ban sao Trich luc ho tich
tryc tuyén phai bao dam ro nét, day du, toan ven vé ndi dung, 1a ban chup bang
may anh, dién thoai hodc dugc chup, dugc quét béng thiét bi dién tu, tir giéy to
duoc cép hop 1€, con gia tri s dung.

+ Truong hop gidy to, tai liéu phai giri kém trong hd so cdp ban sao Trich
luc ho tich truc tuyén dd co ban sao dién tir hodic di c6 ban dién tir gidy to ho
tich thi ngudi yéu cau dugce sir dung ban dién tir nay.

- Trudng hop ngudi yéu cau cip ban sao Trich luc ho tich khong cung
cap day du hodc cung cip cac thong tin khong chinh xac, khong thé tra ciru
duoc thong tin thi co quan dang ky ho tich tir chdi giai quyét.

- Gidy to do co quan c6 tham quyén cta nudc ngodi cip, cong ching
hodc x4c nhan dé sir dung cho viéc dang ky hd tich tai Viét Nam phai dugc hop
phap hoa lanh su theo quy dinh ctia phép luat, trir truong hop duge mién theo
diéu udc qudc té ma Viét Nam 13 thanh vién.

- Trudng hop nhan két qua (ban sao Trich luc ho tich) tai co quan ding
ky ho tich, ngudi co yéu cau cap ban sao Trich luc ho tich phai xuét trinh gidy
td tuy than; ndp cac gidy to, tai liéu 1a thanh phan hd so cip ban sao Trich luc
ho tich theo quy dinh phap luat hg tich.

S6 lwong ho so: 01 bo

Thoi han giai quyét: Ngay trong ngay tiép nhan ho so; trudng hop nhan
ho so sau 15 gid ma khong giai quyét dugc ngay thi tra két qua trong ngdy lam
viéc tiép theo.

Poi twong thue hién thii tuc hanh chinh: Ca nhan, to chirc

Co quan thuc hién thi tuc hanh chinh: Co quan quan ly Co s¢ dir li€u
ho tich dién tu.



Két qua thuwe hién thi tuc hanh chinh: Ban sao Trich luc ho tich, ban sao
Gidy khai sinh.

Phi: 8.000 déng/bén sao Trich luc/sy kién ho tich da dang ky

MAu don, miu to khai:

+ T khai cdp ban sao Trich luc ho tich theo mau ddi véi trudng hop ngudi
yéu cau 13 ca nhan (néu ndp ho so theo hinh thire truc tiép);

+ Vin ban yéu cau cap ban sao Trich luc ho tich néu rd 1y do trong truong
hop ngudi yéu cau 13 co quan, t6 chirc (néu ndp hd so theo hinh thic tryc tiép);

+ Madu dién tir twong tdc yéu cau cap ban sao Gidy khai sinh, ban sao
Trich luc ho tich (néu nop hé so theo hinh thirc truc tuyén).

Can cw phap ly:

- Luat HO tich nam 2014;

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

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ctia Chinh phi quy dinh
vé Co so dit liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua B6 Tu phap quy dinh
chi tiét thi hanh mét s6 diéu cua 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 phap thi
hanh Luat Ho tich;

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 cta B6 Tu phap quy
dinh chi tiét mot sé diéu va bién phap thi hanh Nghi dinh sé 87/2020/ND-
CP ngay 28/7/2020 ctua Chinh phu quy dinh vé Co s& dit liéu ho tich dién tu,
dang ky ho tich truc tuyén;

- Théng tw s6 03/2023/TT-BTP ngay 02/8/2023 cia B¢ truong B Tw
phap sira déi, b6 sung mét sé ndi dung ciia Thong tw s6 01/2022/TT-BTP ngay
04/01/2022 ciia B truéng Bo Tw phdp quy dinh chi tiét mét s6 diéu va bién
phdp thi hanh Nghi dinh sé 87/2020/NP-CP ngay 28/7/2020 ciia Chinh phii quy
dinh vé Co sé dir liéu ho tich dién tir, dang ky hé tich tric tuyén;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ctua Bo Tai chinh quy
dinh murc thu, ché do thu, ndp, quan 1y va sir dung phi khai thac, st dung thong
tin trong co s& dir liéu ho tich, phi xadc nhan co quéc tich Viét Nam, phi xac
nhan la nguoi géc Viét Nam, 1€ phi quéc tich;

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

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 ciia B6 Tai chinh sira
d6i, b sung mot sd dicu cua Thong tu sd 85/2019/TT-BTC ngay 29/11/2019


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

ctia B Tai chinh hudng dan vé phi va 1é phi thudc tham quyén quyét dinh cta
Hoi dong nhan dén tinh, thanh phd truc thudce Trung wong.
Ghi chii: Phén chii in nghiéng la néi dung siva déi, bé sung, thay thé.
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Chu thich: ‘ )

() Ghi tén co quan dé nghi thyc hién viéc cap ban sao Trich luc ho tich.

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

® Ghi thong tin vé gidy to tiy than cta nguoi di dang ky, ghi rd sd, co quan
cap, ngay cap ho chiéu, ching minh nhan dan hoic gidy to hop 18 thay thé

Vi du: Chirng minh nhan dén s6 001089123 do Céng an thanh ph6é Ha Noi
cap ngay 20/10/2004.

“ Ghi 16 loai viéc ho tich di dang ky trudc ddy, nay dé nghi cip ban sao
Trich luc ho tich.

©) Ghi rd tén co quan da diang ky ho tich trudc day.

Vidu: Uy ban nhan dan phuong Pién Bién, quin Ba Pinh, thanh phd
Ha Noi.

Uy ban nhan dan quan Hoan Kiém, thanh phd Ha Noi
S& Tu phap tinh Hoa Binh
© Ghi rd s6 lugng ban sao dé nghi cap.



NOI DUNG MAU PIEN TU TUONG TAC YEU CAU
CAP BAN SAO GIAY KHAI SINH, BAN SAO TRICH LUC HO TICH

I. Thong tin vé ngudi yéu ciu
(1) Ho, chir dém, tén;
(2) S6 dinh danh ca nhan;

(3) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H$ chiéu/Gidy to
hop 16 thay thé); sb, ngdy, thang, ndm cip, co quan cip; ban chup dinh kém;

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

(5) Quan hé v&i ngudi dugc cap ban sao Gidy khai sinh/Trich luc ho tich.
II. Thong tin vé gidy to ho tich da diang Ky

(6) Ho, chir dém, tén nguoi dugce dang ky;

(7) S6 dinh danh c4 nhan;

(8) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H$ chiéu/Gidy to
hop 16 thay thé); sb, ngdy, thang, ndm cip, co quan cip; ban chup dinh kém;

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

(10) Loai viéc yéu cau cép ban sao Giéy khai sinh/Trich luc hd tich;
(11) Co quan da dang ky sy kién ho tich trudc day;

(12) Tén giay to ho tich, sd, quyén s, ngay, thang, nam dang ky;
(13) S6 lwong ban sao;

(14) Phuong thtrc nhan két qua:

o Truc tiép

o Truc tuyén (ban dién tir s& duoc giri vé Kho quan 1y dir liéu cta ca nhan/dia
chi thu dién tir/thiét bi s6/dién thoai cia nguoi yéu cau)

0 Buu chinh (cung cép dia chi noi nhan).
(15) Ho so dinh kém theo quy dinh.

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

* Mau dién tir twong tac ghi nhan thoi gian (gio, phut, gidy, ngdy, thang, nim)
hoan tit viéc cung cip thong tin; nguoi yéu cau trude d6 di dang nhap vao hé
théng, thuc hién xac thuc dién tir theo quy dinh.
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2. Thu tuc dang ky khai sinh

Trinh ty thyc hién:

- Néu lya chon hinh thire nop hd so truc tiép, nguoi co yéu cu dang ky
khai sinh nop hd so dang ky khai sinh tai Bo phan Tiép nhan va tra két qua cua
UBND cip x4 c6 tham quyén; ndp 18 phi néu thudc truong hop phai ndp 1 phi
dang ky khai sinh; ndp phi cAp ban sao Gidy khai sinh néu c6 yéu cau cip ban
sao Gidy khai sinh.

- Néu lua chon hinh thtrc ndp hd so truc tuyén, ngudi c6 yéu cau dang ky
khai sinh truy cap Cong dich vu cong quéc gia hoic Cong dich vu cong cap
tinh, dang ky tai khoan (néu chua co tai khoan), xac thuc nguoi dung theo
huéng dan, dang nhap vao hé thong, xac dinh ding Uy ban nhan dan cap xi co
tham quyén.

Ngudi ¢6 yéu cau ding ky khai sinh tryc tuyén cung cip thong tin theo
mau ho tich dién tir twong tac dang ky khai sinh (cung cip trén Cong dich vu
cong), dinh kém ban chup hodc ban sao dién tr cac gidy to, tai liéu theo quy
dinh; ndp phi, 1& phi thong qua chirc niang thanh toan truc tuyén hodc bang cach
thire khac theo quy dinh phép luat, hoan tat viéc ndp ho so.

- Can bo tiép nhan hd so tai BO phan mdt ctra ¢6 trach nhi€ém kiém tra
tinh chinh xéc, day du, thong nhat, hop 18 cta ho so.

(i) Truong hop ho so day di, hop 18 thi tiép nhan ho so; néu tiép nhan hod
so sau 15 gio thi o Phiéu hen, tra két qua cho ngudi c6 yéu cau trong ngay 1lam
viée tiép theo (néu ngudi cd yéu cau lya chon hinh thirc ndp hd so truc tiép)
hodc gtri ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin nhan hen tra
két qua qua dién thoai di dong cho ngudi cd yéu cau (néu ngudi co yéu ciu lya
chon hinh thirc ndp hé so truc tuyén); chuyén hd so dé cong chirc lam cong tac
ho tich xu ly.

Sau khi tiép nhan ho so theo hinh thic nop truc tiép, can bo tiép nhan ho
so tai BO phan mot cura thuc hién s6 hoa (sao chup, chuyén thanh tai liéu dién tir
trén hé thong thong tin, co sd dir liéu) va ky s6 vao tai lidu, ho so giai quyét thu
tuc hanh chinh d duoc s6 hoa theo quy dinh.

(ii) Truong hop hd so chua dy du, hop 18 thi c6 thong bao cho ngudi yéu
cau bd sung, hoan thién ho so, néu rd loai gidy to, ndi dung can bd sung dé
nguoi co yéu cau bo sung, hoan thién. Sau khi ho so duoc bd sung, thuc hién lai
budc (1);

(iii) Trudng hop ngudi cé yéu cau ding ky khai sinh khong bd sung, hoan
thién duogc hd so thi bao cdo Trudng bd phan mét cira ¢ thong bao tir chdi giai
quyét yéu cau dang ky khai sinh.
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- Cong chirc tu phap - ho tich thAm tra ho so (tham tra tinh thong nhat,
hop 18 cta cac thong tin trong hd so, gidy to, tai lidu do ngudi yéu cdu ndp, xudt
trinh hoac dinh kém).

+ Trudng hop hd so can bo sung, hoan thién hodc khéng du diéu kién giai
quyét, phai tir choi thi giri thong bao vé tinh trang hd so ti BO phan mot cira dé
thong bao cho ngudi ndp ho so — thuc hién lai buée (i1) hodc (i11);

+ Trudng hop can phai kiém tra, xdc minh lam rd hoic do nguyén nhan
khac ma khong thé tra két qua dang thoi gian da hen thi cong chire lam cong tac
ho tich lap Phiéu xin 16i va hen lai ngay tra két qua, trong d6 néu ro 1y do cham
tra két qua va thoi gian hen tra két qua, chuyén B6 phan mot ctra dé tra cho
ngudi cd yéu cau (néu ngudi cé yéu cau lya chon hinh thirc ndp hd so truc tiép),
hodc giri Phiéu xin 151 va hen lai ngay tra két qua qua thu dién tir hodc gui tin
nhin qua dién thoai di dong cho nguoi c6 yéu cau (néu ngudi cd yéu cau lua
chon hinh thtrc ndp hd so truc tuyén).

+ Néu thay ho so day du, hop 1¢, dang quy dinh, trudng hop tiép nhan ho
so dang ky khai sinh theo hinh thirc truc tiép, thi cong chic tu phap - ho tich
thuc hién viéc ghi vao S6 dang ky khai sinh, cdp nhat thong tin ding ky khai
sinh trén Phan mém ding ky, quan 1y ho tich dién tr dung chung, luu chinh thirc
va chuyén thong tin dén CSDLQGVDC dé 1iy S dinh danh c4 nhan.

Truong hop tiép nhan hd so ding ky khai sinh theo hinh thire truc tuyén,
cong chic tu phap - ho tich giri lai biéu miu Giay khai sinh dién tr v6i thong
tin dﬁy du cho nguoi yéu cau qua thu dién tir hodc thiét bi sb.

Nguoi yéu cau c6 trach nhiém kiém tra tinh chinh xac, day du cua cac
thong tin trén biéu miu Gidy khai sinh dién tir va xac nhan (t6i da mot ngay).

Néu ngudi co yéu cau xac nhan thong tin da théng nhat, ddy du hoic
khong c6 phan hoi sau thoi han yéu ciu thi cong chirc tu phap - ho tich thuc
hién viéc ghi ndi dung vao S6 ding ky khai sinh, cip nhat thong tin dang ky
khai sinh trén Phan mém dang ky, quan 1y ho tich dién tr dung chung, luu chinh
thirc va chuyén thong tin dén CSDLQGVDC dé lay S6 dinh danh ca nhén.

- Sau khi CSDLQGVDC tra vé S6 dinh danh ca nhan, cong chirc tu phap
- ho tich in Gidy khai sinh, trinh Lanh dao UBND ky, chuyén téi Bo phan mot
ctra dé tra két qua cho ngudi cd yéu cau.

- Nguoi c6 yéu cau dang ky khai sinh kiém tra thong tin trén Gidy khai
sinh, trong SO ding ky khai sinh va ky tén vao S6 dang ky khai sinh, nhan Gidy
khai sinh.

* Luuy:

- Trong thoi han 60 ngay ké tir ngdy sinh con, cha hodc me cé trach
nhiém dang ky khai sinh cho con; trudng hop cha, me khong thé dang ky khai
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sinh cho con thi 6ng hoac ba hodc ngudi than thich khac hoac ca nhan, td churc
dang nu6i dudng tré em c6 trach nhiém dang ky khai sinh cho tré em.

- Truong hop dang ky khai sinh cho tré b1 bo roi thi sau khi nhan duogc
thong bao, Chu tich Uy ban nhan dan cdp xd hodc Truéng cong an cap xa co
trach nhiém t6 churc 1ap bién ban vé viéc tré bi bo roi.

Sau khi 14p bién ban, Uy ban nhan din cip x4 tién hanh niém yét tai tru
so Uy ban nhan dan trong 07 ngay lién tuc vé viéc tré bi bo roi. Hét thoi han
niém yét, néu khong c6 thong tin vé cha, me dé cia tré, Uy ban nhan dan cép x4
thong bao cho c4 nhan hoic to chirc dang tam thoi nudi dudng tré dé tién hanh
dang ky khai sinh cho tré.

- Truong hop tré chua xac dinh dugc cha thi hg, dan tdc, qué quan, quéc
tich cua con dugc xac dinh theo ho, dan tdc, qué quan, quéc tich cuia me; phﬁn
ghi vé cha cua tré dé tréng. Néu vao thoi diém ding ky khai sinh ngudi cha yéu
cau 1am thi tuc nhan con thi két hop giai quyét viéc nhan con va dang ky khai
sinh.

- Trudong hop tré chua xac dinh dugc me ma khi dang ky khai sinh cha
yéu cau 1am thu tuc nhan con thi két hop giai quyét viéc nhan con va ding ky
khai sinh; phan khai vé me cia tré dé tréng.

- Truong hop tré khong thude dién bi bo roi, chua xac dinh dugc ca cha
va me thi thuc hién tuong tu nhu dang ky khai sinh cho tré bi bo roi, nhung
trong S6 ho tich ghi r0 “Tré chua xac dinh dugc cha, me”.

Cach thire thue hién:

Nguoi ¢o yéu cau dang ky khai sinh tryc tiép thuc hién hodc uy quyén
cho nguoi khac thuc hién nop hd so truc tiép tai BO phan Tiép nhéan va tra két
qua ciia UBND cap xi hodc giri hd so qua hé thong buu chinh hodc ndp ho so
tryc tuyén trén Cong dich vu cong qudc gia (https:/dichvucong.gov.vn) hoic
Cong dich vu cong cap tinh (https://dichvucong.haiduong.gov.vn).

Thanh phan hé so

- T khai ding ky khai sinh theo mau (néu ngudi c6 yéu cau lua chon ndp
hd so theo hinh thirc truc tiép);

- Mdu hé tich dién tir twong tdc dang ky khai sinh (do nguwoi yéu cau cung
cdp théng tin theo huéng dan trén Cong dich vu c¢ong, néu nguoi c6 yéu cau lua
chon nép hé so theo hinh thirc tryc tuyén);

- Ngudi co yéu cau diang ky khai sinh thuc hién viéc ndp/xuat trinh (theo
hinh thtrc truc tiép) hodc tai 1én (theo hinh thic truc tuyén) cac gidy to sau:

* Gidy to' phdi ngp:

- Ban chinh Gidy ching sinh; truong hop khong c6 Gidy ching sinh thi
ndp vin ban cta ngudi 1am chimg xac nhan vé viéc sinh; néu khong c6 nguoi
lam chimng thi phai c6 gidy cam doan vé viéc sinh;
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- Truong hop tré em bi bo roi thi phai c6 bién ban vé viéc tré bi bo roi do
co quan c6 tham quyén lap.

- Truong hop khai sinh cho tré em sinh ra do mang thai hd phai c6 van
ban x4c nhan cua co sé y té da thuc hién k¥ thuat ho tro sinh san cho viéc mang
thai hg.

- Vin ban uy quyén (duoc chimg thuc) theo quy dinh ctia phap ludt trong
truong hop Gy quyén thuc hién viée dang ky khai sinh.

* Gidy to' phdi xudt trinh:

- Ho chiéu hoic Chung 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 cép,
con gia tri st dung dé chimg minh vé nhan than ciia ngudi co yéu cau ding ky
khai sinh. Trudng hop cic thong tin c4 nhan trong cac gidy to ndy di cé trong
CSDLQGVDC, CSDLHTPDT, duoc hé théng dién tu dong thi khong phai tai 1én
(theo hinh thirc truc tuyén);

- Gidy to c6 gia tri chimg minh thong tin vé cu tra trong truong hop co
quan ding ky ho tich khong thé khai thac dugc thong tin vé noi cu tri clia cong
dan theo cac phuong thitc quy dinh tai khoan 2 Piéu 14 Nghi dinh sb
104/2022/ND-CP ngay 21/12/2022 cta Chinh phu. Truong hop cac thong tin vé
gidy to ching minh noi cu trii da dugc khai thac tir Co sé dir liu quéc gia vé
dan cu bang cac phuong thirc nay thi nguoi co yéu cau khong phai xuét trinh
(theo hinh thirc truc tiép) hodc tai 1én (theo hinh thirc truc tuyén).

- Gidy chung nhan két hon néu cha, me da dang ky két hon. Truong hop
da co6 thong tin vé viéc két hon cua cha, me trong CSDLHTDT, CSDLQGVDC
thi khong phai xuét trinh (theo hinh thtrc truc tiép) hodc tai 1én (theo hinh thirc
truc tuyén).

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

* Luuy:

- P6i v6i gidy to ndp, xuét trinh néu ngudi yéu cau ndp ho so theo hinh
thire truc tiép:

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

+ Ngudi yéu cau ding ky ho tich c6 thé ndp ban sao chimg thuc tir ban
chinh hodc ban sao duoc cip tir s6 gbc hodc ban chup kém theo ban chinh gidy
t& dé d6i chiéu. Trudng hop ngudi yéu cau ndp ban chyup kém theo ban chinh
gidy to thi nguoi tiép nhan ¢ trach nhiém kiém tra, dbi chiéu ban chup véi ban
chinh va ky xac nhan, khong dugc yéu cau nguoi di ding ky nop ban sao gidy to
do.
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+ Nguoi tiép nhan co trach nhiém tiép nhan dung, du hd so ding ky ho
tich theo quy dinh cta phép luat hd tich, khong dugc yéu cau nguoi dang ky ho
tich ndp thém gidy to ma phap luat ho tich khong quy dinh phai nop.

- Déi vé6i gidy to gui kém theo néu ngudi yéu cau ndp hd so theo hinh
thire truc tuyén:

+ Ban chup cac gidy to giri kém theo hd so ding ky khai sinh truc tuyén
phai bdo dam rd net, dr:iy du, toan ven vé ndi dung, 1a ban chup béng may anh,
dién thoai hoac duogc chup, duoc quét bﬁng thiét bi dién tur, tir giéy to duoc cép
hop 1€, con gia tri st dung.

+ Truong hop gidy to, tai liéu phai giri kém trong ho so dang ky khai sinh
truce tuyén da co6 ban sao dién tir hoac da co6 ban dién tir giéy to ho tich thi nguoi
yéu cau dugce sir dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Giay khai sinh/ban sao
Gidy khai sinh), ngudi c6 yéu cau dang ky khai sinh phai ndp ban chinh Gidy
chtng sinh; xuat trinh gidy to tuy than; ban chinh Gidy chimg nhan két hon (néu
cha me tré di dang ky két hon va thong tin vé viéc két hon chua co trong
CSDLQGVDC, CSDLHTDT).

- Gidy to do co quan c6 thdm quyén cta nudc ngodi cip, cong ching
hodc x4c nhan dé sir dung cho vié¢c dang ky hd tich tai Viét Nam phai dugc hop
phap hoéa 1anh sy theo quy dinh ctia phéap luat, trir truong hop duoc mién theo
diéu wéc quoc té ma Viét Nam la thanh vién.

- Trudng hop ngudi yéu cau ding ky khai sinh khong cung cap dugc gidy
t& néu trén theo quy dinh hodc gidy td ndp, xudt trinh bi tiy xoa, stra chira, 1am
gia thi co quan ding ky ho tich c¢6 thAm quyén hay bo két qua dang ky khai
sinh.

- Truong hop nguoi di ding ky khai sinh cho tré em la 6ng, ba, nguoi
than thich khac thi khong phéi ¢6 van ban oy quyén cua cha, me tré em, nhung
phai théng nhét véi cha, me tré em vé cc ndi dung khai sinh.

- Béi véi viée xac dinh ho, dan tdc, qué quan, dat tén cho tré:

+ Viéc xéac dinh ho, dan toc, dat tén cho tré em phai phu hop véi phap
luat va yéu cau giit gin ban sic dan toc, tip quan, truyén thdng vin hoa tot dep
cua Vi¢t Nam; khong dat tén qua dai, kho sir dung.

+ Truong hop cha, me khong thoa thuan dugc vé ho, dan toc, qué quan
cua con khi dang ky khai sinh thi ho, dan tdc, qué quan ctia 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 nguoi yéu cau dang ky ho tich 1ap vin ban cam
doan vé ndi dung yéu cau dang ky ho tich thi co quan dang ky ho tich phai giai
thich rd cho nguoi 1ap van ban cam doan vé trach nhiém, hé qua phép 1y cua
viéc cam doan khong dung sy that.
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Co quan dang ky ho tich tir chdi giai quyét hodc dé nghi co quan c6 tham
quyén huy bo két qua dang ky ho tich, néu c6 co so xac dinh ndi dung cam doan
khong dung su that.

S6 lwgng ho so: 01 bé

Thoi han giai quyét: Ngay trong ngay tiép nhan yéu cau, trudng hop
nhan hd so sau 15 gid ma khong giai quyét dugc ngay thi tra két qua trong ngay
lam viéc tiép theo.

Poi twong thye hién thii tuc hanh chinh: C4 nhan

Co quan thye hién thi tuc hanh chinh:

- Uy ban nhan dan cdp x3 noi cu tra ctia ngudi cha hodc nguoi me thuc
hién dang ky khai sinh cho tré em;

- Uy ban nhan dan cip x3 noi l4p bién ban vé viéc tré bi bo roi dbi véi
truong hop dang ky khai sinh cho tré bi bé roi.

- Uy ban nhan dan cép x4 noi tré dang cu tri c6 trach nhiém dang ky khai
sinh cho tré chua xac dinh duogc cha, me.

Co quan phdi hep: Co quan quan Iy CSDLQGVDC.

Két qua thue hién thi tuc hanh chinh:

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

- Bdn dién tr Gidy khai sinh (Bdn dién tir sé tw déng givi vé Kho qudn Iy
dir lidu dién tir ciia cd nhan/dia chi thw dién ti/thiét bi so/dién thoai ciia nguoi
yéu cdu sau khi dd hoan tdt thi tuc dang ky khai sinh tai co quan dang ky ho
tich).

Phi, 1€ phi:

Dbi voi trudng hop dang ky khai sinh khong dung han: 5.000 dong/ lan
(461 voi trudng hop ndp hd so truc tiép); 2.500 ddng/lan (ddi véi truong hop
nop ho so truc tuyén).

* Mién 18 phi ddi véi truong hop khai sinh ding han, ngudi thudc gia
dinh c6 cong v6i cach mang; nguoi thudc ho nghéo; nguoi khuyét tat.

MAu don, mAu to khai:

+ T khai ddng ky khai sinh (néu ndp ho so theo hinh thire truc tiép);

+ Mau hé tich dién tir twong tdc dang ky khai sinh (néu nép hé so theo
hinh thirc trc tuyén).

Can cu phap ly:

- Luat Hon nhan va gia dinh ndm 2014;

- Luat HO tich nam 2014;

- 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;
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- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ctia Chinh phu quy dinh
vé Co so dit liéu ho tich dién ttr, dang ky ho tich truc tuyén;

- Nghidinh §6 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu stra qdéi,
bo sung mot sO diép cua cac nghi dinh lién quan dén viéc n@p, xuat trinh s6 ho
khau, s6 tam tra giﬁy khi thyc hién thu tuc hanh chinh, cung cap dich vu cong;

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

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

- Théng twr s6 03/2023/TT-BTP ngay 02/8/2023 cia Bé truong B Tw
phdp sira déi, b6 sung mét sé ndi dung ciia Théong tw s6 01/2022/TT-BTP ngay
04/01/2022 ciia B truéng Bo Tw phdp quy dinh chi tiét mot s6 diéu va bién
phap thi hanh Nghi dinh s6 87/2020/NP-CP ngay 28/7/2020 ciia Chinh phii quy
dinh vé Co sé dir liéu ho tich dién ti, dang ky ho tich truc tuyén;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cia Bo truong Bo Tai
chinh quy dinh muc thu, ché d6 thu, ndp, quan 1y va st dung phi khai thac, st
dung thong tin trong co s& dir li¢u ho tich, phi xac nhan co quéc tich Viét Nam,
phi xac nhan 13 ngudi gbc Viét Nam, 18 phi quéc tich.

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cta Bo truong Bo Tai
chinh hudng dan vé phi va 1¢ phi thudc thim quyén quyét dinh cia Hoi dong
nhan dan tinh, thanh phd truc thudc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cta Bo truong Bo Tai
chinh stra d6i, bé sung mot sé diéu ctia Thong tu s6 85/2019/TT-BTC ngay
29/11/2019 cua Bo Tai chinh huéng din vé phi va 1¢ phi thudc thAm quyén
quyét dinh ctia Hoi dong nhan dan tinh, thanh phé truc thudc Trung wong.

- Nghi quyét so 05/2023/NO-HDPND ngay 13/7/2023 ciia Hoi dong nhadn
dan tinh Hdi Dwong sira doi, b6 sung, bdi bé mét sé néi dung vé mirc thu, ché
dé thu, ndp, quan 1y va sir dung mét sé khodn phi, 1é phi da dwoc quy dinh tai
Nghi quyét sé6 17/2016/NQ-HPND ngay 05 thang 10 nam 2016, Nghi quyét sé
04/2018/NOHPND ngay 11 thing 7 nam 2018, Nghi quyét so 13/2020/NO-
HPND ngay 24 thang 12 nam 2020 va Nghi quyét s6 04/2022/NO-HPND ngay
12 thdng 7 nam 2022 cua Hoi dong nhdn dén tinh Hai Duwong;

- Nghi quyét s6 06/2023/NQ-HPND ngay 13/7/2023 ciia Hoi dong nhén
dan tinh Hai Dwrong quy dinh mirc thu 1é phi doi véi hoat déng cung cdp dich vu
cong triec tuyén trén dia ban tinh Hai Dirong.

Ghi chii: Phan chit in nghiéng la néi dung sira doi, bé sung, thay thé.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phuc

TO KHAI PANG KY KHAI SINH

KINh @U: Do

Ho, chir dém, tén NEUWOT YEU CAU ..o
INOT CU T Pttt ettt ettt teeteeaeeaeenseneesenns
GiAy 10 Y ThANT @t
Quan h¢ voi1 ngudi dugce khai SINN: .....occeiiiiiiieeee e
Pé nghi co quan ding ky khai sinh cho nguoi duéi day:

HQ, Chilt AEI, t8I:.......oooiiiieiii ettt e et e et e e e ea e e e tsee e saee e sseeennnaeenns
Ngay, thang, ndm sinh: ..........ccccooeviiiiiiiiiiieeeiee, ghi bANE ChT: v,
Gid1 tinh:....eeeeees Dan tocC:........ccovveeuvvnnnnnn. QUBEC HCH: v
INOT SINN: @ttt ettt ettt ettt e en et e e ene e
L@ 1T e D21 s S
Ho, chit d€m, ten MGWOT MIE: ............coooooioi e
NAM SINh: @i DAn tOC:....coveuene. Qudc tich: v
INOT CU L B oottt
Ho, chir dém, té€n n@uwoi Cha: ...
NAM SINN: @ DAN tOC: e Qudc tich: ...ceveeeeeeeen.
INOT CU T P oottt sttt s et eneeens

T6i cam doan nodi dung dé nghi dang ky khai sinh trén day 1a ding su that, duoc su thoa
thuan nhét tri ctia cac bén lién quan theo quy dinh phap luat.
T61 chiu hoan toan trach nhiém trudce phap luat vé nodi dung cam doan ctia minh.
Lam t@i: ........cccoveeeneeaes, NEAY ... thang ......... nam..............
Nguoi yéu cau
(Ky, ghi ro ho, chir dém, tén)
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Dé nghi cip ban sao®: Co D, Khong []
S6 luong:....... ban

Chu thich:
) Ghi 10 tén co quan dang ky khai sinh.
® Ghi theo noi ding ky thuong tra; néu khéng ¢ noi ding ky thuong tra thi ghi theo
noi dang ky tam tr; 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 tily than cta nguoi di diang ky, ghi 1 s, co quan cip, ngay
cap ho chiéu, chimg minh nhan din hoic gidy to hop 1¢ thay thé (V7 du: Ching minh nhan
dan s6 001089123 do Cong an thanh phd Ha Noi cap ngay 20/10/2014).
@ Truong hop sinh tai co s y té thi ghi rd tén co s y té va dia chi try so co so y té
do.
Vi du: - Bénh vién Phu san Ha No6i, duong La Thanh, phuong Ngoc Khanh, quén Ba
Dinh, Ha Noi
- Tramy té x3 Dinh Bang, huyén Tir Son, tinh Bic Ninh.
Truong hop sinh ra ngoai co sd 'y té thi ghi dia danh cua 03 cap hanh chinh (x4, huyén,
tinh), noi sinh ra.
Vi dy: x3 Pinh Bang, huyén Tir Son, tinh Bac Ninh.
) Ghi day du ngdy, thang sinh ciia cha, me (néu co).

© Peé nghi danh dau X vao 6 néu cb yéu cau cap ban sao va ghi rd so luong.
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NOI DUNG MAU HO TICH PIEN TU TUONG TAC PANG KY KHAI
SINH

I. Thong tin vé nguoi yéu ciu ding ky khai sinh
(1) Ho, chir dém, tén;
(2) Sb dinh danh c4 nhén;

(3) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/HO chiéu/Gidy to
hop I¢ thay thé); $0, ngay, thang, nam cép, Co quan cép; ban chup dinh kém:;

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

II. Théong tin vé nguwoi dwoce ding ky khai sinh

(6) Ho, chir dém, tén;

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

(8) Gi6i tinh;
(9) Dan toc;
(10) Qudc tich;

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

(12) Qué quéan.
I11. Thong tin vé nguwdi me ciia ngudi dwoe khai sinh
(13) Ho, chitr dém, tén;

(14) Ngay, thang, nam sinh (tach biét riéng 03 truong thong tin ngady, thang,
nam);

(15) Sé dinh danh c4 nhén;

(16) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H chiéu/Gidy to
hop 18 thay thé); sb, ngay, thang, nam cip, co quan cip; ban chup dinh kém;
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(17) Dan toc;

(18) Qudc tich;

(19) Noi cu tra (noi thudng tra/noi tam tra/noi dang sinh sdng).

IV. Thong tin vé ngudi cha ciia nguoi dwoc khai sinh

(20) Ho, chitr dém, tén;

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

(22) S dinh danh c4 nhan;

(23) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H$ chiéu/Gidy to
hop 16 thay thé); sb, ngdy, thang, ndm cip, co quan cip; ban chup dinh kém;

(24) Dan toc;

(25) Qudc tich;

(26) Noi cu tra (noi thuong tri/noi tam tra/noi dang sinh song);
(27) Dé nghi cip ban sao:

o Co

S6 luong ban sao yéu cau: ...

0 Khong

(28) Ho so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan cac thong tin cung cdp, ndi dung dé nghi ding ky
khai sinh cho tré em la ding su that, da c6 su thoa thuan nhét tri cta cha, me tré
theo quy dinh phép luat va chiu hoan toan trach nhi¢m trudc phéap luat vé noi
dung cam doan cua minh.

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

* Mau dién tir tuong tac ghi nhan thoi gian (gid, phut, gidy, ngay, thang, nim)
hoan tit viéc cung cip thong tin; nguoi yéu cau trude d6 di dang nhap vao hé
théng, thuc hién xac thuc dién tir theo quy dinh.

Nguoi yéu cau dang ky khai sinh nhan Gidy khai sinh (ban chinh) truc tiép tai
co quan dang ky ho tich.
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Ban dién tr s€ tu dong guri vé Kho quan 1y dir li¢u dién tur cua ca nhan/dia chi
thu dién tu/thiét bi sd/dién thoai ctia ngudi yéu cu sau khi di hoan tat thi tuc
dang ky khai sinh tai co quan dang ky ho tich.
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3. Thii tuc ding ky két hon

Trinh ty thwe hién:

- Néu lua chon hinh thirc ndp hd so truc tiép, ngudi co yéu cau dang ky
két hon nop hod so dang ky két hon tai Bo phan Tiép nhan va tra két qua cua
UBND cép x4 c6 tham quyén; ndp 18 phi néu thudc truong hop phai ndp 1 phi
dang ky két hon; nop phi cAp ban sao Trich luc két hon néu c6 yéu cau cp ban
sao Trich luc két hon.

- Néu lya chon hinh thic nop hd so truc myén, nguoi ¢o yéu cu dang ky
két hon truy cap Cong dich vu cong qubc gia hodc Cong dich vu cong cap tinh,
dang ky tai khoan (néu chua c6 tai khoan), xac thuc ngudi dung theo hudng
dan, ding nhap vao hé thdng, xac dinh dung Uy ban nhan dan cdp x3 c6 thAm
quyén.

Ngudi cd yéu cau ding ky két hon truc tuyén cung cap thong tin theo
mau ho tich dién tir twong tac dang ky két hon (cung cap trén Cong dich vu
cong), dinh kém ban chup hodc ban sao dién tir cac gidy to, tai liéu theo quy
dinh; ndp phi, 1& phi thong qua chirc niang thanh toan truc tuyén hodc bang cach
thirc khac theo quy dinh phap luat, hoan tat viéc ndp ho so.

- Can b0 tiép nhan hd so tai BO phan mot ctra c6 trach nhiém kiém tra
tinh chinh xéc, day du, thong nhat, hop 18 cta ho so.

(i) Truong hop hd so day du, hop 18 thi tiép nhan ho so, c6 Phiéu hen, tra
két qua cho ngudi ¢ yéu cau (néu ngudi co yéu cau lya chon hinh thic nop hd
so truc tiép) hodc guri ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin
nhin hen tra két qua qua dién thoai di dong cho ngudi cd yéu cau (néu nguoi co
yéu cau lya chon hinh thirc ndp hd so truc tuyén), chuyén hd so dé cong chirc
lam cong tac ho tich xir 1y.

Sau khi tiép nhan ho so theo hinh thic nop truc tiép, can bo tiép nhan ho
so tai BO phan mot cura thuc hién s6 hoa (sao chup, chuyén thanh tai liéu dién tir
trén hé thong thong tin, co so dit liéu) va ky s6 vao tai liéu, hd so giai quyét thu
tuc hanh chinh d3 duoc s6 hoa theo quy dinh.

(ii) Truong hop hd so chua day du, hop 18 thi ¢6 thong béo cho ngudi
yéu cau bo sung, hoan thién hd so, néu rd loai gidy td, ndi dung can bod sung dé
nguoi co yéu cau bod sung, hoan thién. Sau khi hd so dugc bd sung, thuc hién lai
budc (1);

(iii) Truong hop nguoi ¢ yéu cau dang ky két hon khong bod sung, hoan
thién duoc hd so thi bao co Truong bo phan mdt ctra ¢6 thong bao tir chdi gidi
quyét yéu cau diang ky két hon.

- Cong chirc tu phap - ho tich tham tra hd so (tham tra tinh théng nht,
hop 18 cua cac thong tin trong ho so, gidy to, tai liéu dinh kém).
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+ Trudng hop hd so can bo sung, hoan thién hodc khéng du diéu kién giai
quyét, phai tir chéi thi giri thong bao vé tinh trang ho so toi Bd phan mot cira dé
thong bao cho ngudi ndp hd so — thyc hién lai bude (i) hoic (iii);

+ Truong hop can phai kiém tra, x4c minh lam 6 hoic do nguyén nhan
khac ma khong thé tra két qua dung thoi gian da hen thi cong chirc 1am cong tac
ho tich 1ap Phiéu xin 15i va hen lai ngay tra két qua, trong d6 néu 1 1y do cham
tra két qua va thoi gian hen tra két qua, chuyén BO phan mét cira dé tra cho
ngudi cd yéu cau (néu ngudi cé yéu cau lya chon hinh thirc ndp hd so truc tiép),
hodc guri Phiéu xin 15i va hen lai ngay tra két qua qua thu dién tir hodc gui tin
nhin qua dién thoai di dong cho ngudi cd yéu cau (néu ngudi co yéu cau lua
chon hinh thtrc ndp hd so truc tuyén).

+ Néu thdy hd so day du, hop 18, cac bén c6 du diéu kién két hon theo
quy dinh cta Luat Hon nhan va gia dinh, khéng thudc truong hop tir chdi ding
ky két hon theo quy dinh, trudng hop tiép nhan ho so dang ky két hon theo hinh
thire truc tiép, thi cong chirc tu phap - ho tich thuc hién viéc ghi vao S6 dang ky
két hon, cap nhat thong tin ding ky két hon va luu chinh thirc trén Phan mém
dang ky, quan 1y ho tich dién tir dung chung.

Truong hop tiép nhan hd so dang ky két hon theo hinh thic truc tuyén,
cong chire tu phap - ho tich gui lai biéu miu Gidy ching nhan két hon dién tir
v6i thong tin ddy da cho nguoi yéu cau qua thu dién tir hodc thiét bi sb.

Nguoi yéu cau c6 trach nhiém kiém tra tinh chinh xac, day du cua cac
thong tin trén biéu mau Giéy chirng nhan két hon dién tir va x4c nhan (téi da
mot ngay).

Néu ngudi co yéu ciu xac nhan thong tin di thdng nhat, day du hoic
khong c6 phan hoi sau thdi han yéu cau thi céng chirc tu phap - ho tich thuc
hién viéc ghi ndi dung vao S6 dang ky két hon, cap nhat thong tin dang ky két
hén va luu chinh thirc trén Phan mém diang ky, quan 1y ho tich dién tir dung
chung.

- Cong chirc tu phap - ho tich in Gidy chimg nhéan két hon, trinh Lanh dao
UBND ky, chuyén t6i Bo phan mot cira dé tra két qua cho nguoi ¢ yéu cau.

- Ngudi ¢6 yéu cau dang ky két hon (hai bén nam, nit phai ¢ mat, xuat
trinh gidy to tuy than dé ddi chiéu) kiém tra thong tin trén Gidy ching nhan két
hén, trong S6 dang ky két hon, khang dinh su ty nguyén két hon va ky tén vao
S6 dang ky két hon, ky tén vao Gidy ching nhan két hén, mdi bén nam, nit nhan
01 ban chinh Gidy chtng nhan két hon.

Cach thirc thyuc hién:

Ngudi ¢6 yéu cau ding ky két hon thyc hién ndp ho so tryc tiép tai Bo
phan Tiép nhan va tra két qua cia UBND cap x4 hodc ndp ho so truc tuyén trén
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Cong dich vu cong qudc gia (https:/dichvucong.gov.vn) hodc Cong dich vu
cong cap tinh (https:/dichvucong.haiduong.gov.vn) (bén nam hodc bén nit c6
thé ndp hd so ma khéng can cé vin ban Gy quyén ctia bén con lai).

Thanh phén hd so:

- To khai ddng ky két hon theo méu, c6 du thong tin ctia hai bén nam, nif.
Hai bén nam, nit c6 thé khai chung vao mét To khai dang ky két hon (néu ngudi
co yéu cau lya chon nop hd so theo hinh thurc truc tiép);

- Madu hé tich dién tir twong tac dang ky két hén (do nguoi yéu cau cung

cap théng tin theo huéng dan trén Cong dich vu cong, néu nguoi cé yéu cau lya
chon nép ho so theo hinh thirc truec tuyén);

- Nguoi ¢6 yéu cau ding ky két hon thuc hién viée ndp/xuit trinh (theo
hinh thtc truc tiép) hodc tai 1én (theo hinh thic tric tuyén) cac gidy to sau:

* Gidy to phdi ngp:

- Ban chinh Gidy xac nhan tinh trang hon nhan do Uy ban nhan déan cip
xd c6 tham quyén cip trong truong hop nguoi yéu cau ding ky két hon khong
dang ky thuong trd tai dia ban x4, phudng, thi tran 1am thu tuc ding ky két hon.
Truong hop cac thong tin vé tinh trang hon nhan da c6 trong CSDLQGVDC,
CSDLHTPDT duoc dién tu dong thi khong phai xuat trinh (theo hinh thic tryc
tiép) hoic tai 1én (theo hinh thirc tryc tuyén).

* Gidy to' phdi xudt trinh:

- Ho chiéu hoic Chung 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 cép,
con gia tri st dung dé chimg minh vé nhan than ciia ngudi co yéu cau diang ky
két hon. Truong hop cac thong tin ca nhan trong cac gidy to nay di co trong
CSDLQGVDC, CSDLHTPDT, duoc hé théng dién tu dong thi khong phai tai 1én
(theo hinh thuc truc tuyén);

- Gidy to c6 gia tri ching minh thong tin vé cu tra trong truong hop co
quan ding ky ho tich khong thé khai thac dugc thong tin vé noi cu trii clia cong
dan theo cac phuong thic quy dinh tai khoan 2 Piéu 14 Nghi dinh s6
104/2022/ND-CP ngay 21/12/2022 ctia Chinh phi. Truong hop cac thong tin vé
gidy to ching minh noi cu trii da dugc khai thac tir Co sé dir liu quéc gia vé
dan cu bang cac phuong thirc nay thi nguoi co yéu cau khong phai xuét trinh
(theo hinh thuc truc tiép) hodc tai 1én (theo hinh thic tric tuyén);

- Trich lyc ghi cha ly hon déi véi truong hop cong dan Viét Nam diang ky
thudng tra tai dia ban xa 1am thu tuc dang ky két hon, da duogc giai quyét viée ly
hén, huy viée két hon trude do tai co quan ¢ thAm quyén nude ngoai.

*Luuy
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- P6i v6i gidy to ndp, xuét trinh néu ngudi yéu cau ndp ho so theo hinh
thire tryuc tiép:

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

+ Ngudi yéu cau ding ky ho tich co thé ndp ban sao chimg thuc tir ban
chinh hodc ban sao duoc cip tir s6 gbe hodc ban chup kém theo ban chinh gidy
td dé ddi chiéu. Trudong hop ngudi yéu cau ndp ban chup kém theo ban chinh
gidy to thi ngudi tiép nhan co trach nhiém kiém tra, di chiéu ban chup voi ban
chinh va ky xac nhan, khong dugc yéu cau nguoi di ding ky nop ban sao gidy to
do.

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

- Déi v6i gidy to gui kém theo néu ngudi yéu cau ndp hd so theo hinh
thire truc tuyén:

+ Ban chup céac gidy to guri kém theo ho so ding ky két hon tryc tuyén
phai bdo dam rd nét, df&y du, toan ven vé ndi dung, 1a ban chup béng may anh,
dién thoai hodc duoc chup, duge quét bang thiét bi dién tur, tir gidy to duoc cp
hop 1€, con gia tri st dung.

+ Trudng hop gidy to, tai liéu phai giri kém trong hd so ding ky két hon
truc tuyén da co ban sao dién tir hoac da co6 ban dién tir giéy to ho tich thi nguoi
yéu cau dugc sir dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (ban chinh Gidy chimg
nhan két hén/ban sao Trich luc két hon), ngudi co yéu cau ding ky két hon phai
ndp ban chinh Gidy x4c nhan tinh trang hon nhan (néu thong tin vé tinh trang
hon nhan chua ¢é trong CSDLQGVDC, CSDLHTDT).

- Gidy to do co quan c6 thAm quyén cta nudc ngoai cip, céng ching
hoic xac nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop
phép héa lanh su theo quy dinh ciia phap luat, trir trudng hop duge mién theo
diéu wéc qudc té ma Viét Nam la thanh vién.

- Truong hop nguoi yéu cau ding ky két hon khong cung cip duoc gidy
td néu trén theo quy dinh hodc gidy td ndp, xuat trinh bi ty xoa, stra chira, 1am
gia thi co quan ding ky ho tich c6 thim quyén huy bo két qua dang ky két hon.

S6 lwong ho so: 07 bé

Thoi han giai quyét: Ngay trong ngay tiép nhan hd so; trudng hop nhin

hé so sau 15 gio ma khong giai quyét duge ngay thi tra két qua trong ngay lam
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viéc tiép theo. Trudng hop can xac minh diéu kién két hon cua hai bén nam, nit
thi thoi han giai quyét khong qua 05 ngay lam viéc.

Poi twong thye hién thii tuc hanh chinh: C4 nhan

Co quan thye hién thi tuc hanh chinh:

Uy ban nhan dan c4p x4 noi cu tra cia bén nam hoic bén nif.

Co quan phdi hop: Co quan quan Iy CSDLQGVDC.

Két qua thue hién thii tuc hanh chinh:

- Giay chimg nhan két hén (ban chinh), mdi bén vo, chong 01 ban; ban
sao Trich luc két hon (truong hop yéu cau cip ban sao Trich luc két hon).

- Ban dién tir Trich luc két hon (Ban dién tir sé tw dong giri vé Kho qudn
ly dir lieu dién tw cua ca nhan/dia chi thu dién te/thiét bi so/dién thoai cua
nguoi yéu cau sau khi da hoan tat thi tuc dang ky két hon tai co quan dang ky
ho tich).

Phi, 1¢ phi: Mién 1¢ phi.

Méiu don, mau to khai:

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

+ Mdu hé tich dién tir twong tdc dang ky két hén (néu nép hé so theo hinh
thic triec tuyén).

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

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

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

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

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

+ Két hon gia tao;

+ Téao hon, cudng €p két hon, Lra dbi két hon, can trd két hon;

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

+ Két hon gitta nhitng nguoi cing dong mau vé tryc hé; giita nhiing
nguoi ¢o ho trong pham vi ba doi; gitta cha, me nudi véi con nuodi; gitta ngudi
da tung 1a cha, me¢ nudi véi con nuoi, cha ché)ng v6i con dau, me vo véi con ré,
cha duong vai con riéng cua vg, me ké véi con riéng cua chéng.

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

Can ctr phap ly:

- Luat Hon nhan va gia dinh ndm 2014;

- Luat HO tich nam 2014;

- 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;
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- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ctia Chinh phu quy dinh
vé Co s& dit liéu ho tich dién tu, dang ky ho tich truc tuyén;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cia Chinh phi sira doi,
bd sung mot s diéu cia cac nghi dinh lién quan dén viéc ndp, xuit trinh s6 ho
khéu, sb tam tra giéy khi thyc hién thu tuc hanh chinh, cung cép dich vu cong;

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

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

- Théng tw s6 03/2023/TT-BTP ngay 02/8/2023 cia B¢ truong B Tw
phap sira d6i, b6 sung mét sé néi dung ciia Thong tw s6 01/2022/TT-BTP ngay
04/01/2022 ciia Bé truéng Bé Tw phdp quy dinh chi tiét mét sé diéu va bién
phdp thi hanh Nghi dinh s6 87/2020/NP-CP ngay 28/7/2020 ciia Chinh phii quy
dinh vé Co sé dir liéu ho tich dién tr, dang ky ho tich trie tuyén;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ctua Bo truong Bo Tai
chinh quy dinh muec thu, ché do thu, ndp, quan 1y va st dung phi khai thac, st
dung thong tin trong co s& dir li¢u ho tich, phi xac nhan co quéc tich Viét Nam,
phi xac nhan 1a nguoi géc Viét Nam, 1€ phi quéc tich.

- Théng tu s6 85/2019/TT-BTC ngay 29/11/2019 cta B truong Bo Tai
chinh hudng dan vé phi va 1& phi thudc thim quyén quyét dinh cia Hoi dong
nhan dan tinh, thanh phé truc thudc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cta Bo trudng Bo Tai
chinh stra d6i, bé sung mot sé diéu ciia Thong tu s6 85/2019/TT-BTC ngay
29/11/2019 cua Bo Tai chinh hudéng dan vé phi va 1& phi thuoc thdm quyén
quyét dinh cia Hoi dong nhan dan tinh, thanh phé tryc thudc Trung wong.

Ghi chii: Phan chit in nghiéng 12 ndi dung sira doi, bo sung, thay thé.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap — Tuw do — Hanh phuc

ING KY KET HON
(1) )

Thong tin Bén nir Bén nam

Ho, chir dém, tén

Ngay, thang, nam sinh

Dan toc

Québc tich

Noi cu tra @

Gidy to tiy than ©

Két hon 1an tha may

Chung t6i cam doan nhiing 10i khai trén day 1a dung sy that, viéc két hon cua chung toi 13
tu nguyén, khong vi pham quy dinh cua Luat hon nhan va gia dinh Viét Nam.

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

Pé nghi Quy co quan ding ky.
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Bén nir Bén nam
(Ky, ghi r0 ho, chit dém, tén) (Ky, ghi r0 ho, chit dém, tén)

Dé nghi cap ban sao®: C6 D, Khong []
S6 luong: ....... ban

Chu thich:

O Tryong hop 1am thi tuc dang ky két hon ¢ yéu td nude ngoai, thi phai dan anh cua hai
bén nam, nir.

® Ghi 16 tén co quan dang ky két hon.

“ Ghi theo noi dang ky thuong tr, néu khong c6 noi ding ky thudng tra thi ghi theo noi
dang ky tam tru; truong hop khong cd noi dang ky thuong trii va noi dang ky tam trt thi ghi theo
noi dang sinh séng.

) Ghi thong tin vé gidy to tiy than nhu: ho chiéu, chimg minh nhan dan hodc gidy to hop 1&
thay thé (vi du: Ching minh nhan dan s6 001089123 do Céng an thanh phd Ha Noi cip ngay
20/10/1982).

© Pé nghi danh diu X vao 6 néu c6 yéu cu cap ban sao va ghi rd s6 lugng.
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NOI DUNG MAU HO TICH PIEN TU TUONG TAC PANG KY KET
HON

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

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

(4) Dan toc;
(5) Qudc tich;
(6) S6 dinh danh c4 nhan;

(7) Giay to tiy than: Loai gidy to sit dung (CCCD/CMND/H6 chiéu/Giay to
hop 16 thay thé); sb, ngay, thang, ndm cip, co quan cip; ban chup dinh kém;.

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

(9) Két hon lan thtr méy.

I1. Thong tin bén nam

(10) Anh (truong hop lam thi tuc dang ky két hon cé yéu té nudc ngoai);
(11) Ho, chitr dém, tén;

(12) Ngay, thang, nam sinh (tich bi¢t riéng 03 truong thong tin ngay, thang,
nam);

(13) Déan toc;
(14) Quédc tich;
(15) S dinh danh c4 nhan;

(16) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H6 chiéu/Giay to
hop 16 thay thé); sb, ngdy, thang, ndm cip, co quan cip; ban chup dinh kém;

(17) Noi cu tra (noi thuong tri/noi tam tra/noi dang sinh song);
(18) Két hon 1an thir may;

(19) Bé nghi cip ban sao:

o Co
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S6 lugng ban sao yéu cau: ...

0 Khong

(20) H6 so dinh kém theo quy dinh.

* Ngudi yéu cau cam doan cac thong tin cung cip 1a dung su that, viéc két hon
cua hai bén la hoan toan ty nguyén, khong vi pham quy dinh cua Luat hon nhan
va gia dinh Vié¢t Nam, chiu hoan toan trach nhiém trude phap luat vé ndi dung
cam doan cua minh.

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

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

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

Ban dién tr s€ tu dong gui vé Kho quan 1y dir liéu dién tur cua ca nhan/dia chi
thu dién tu/thiét bi s6/dién thoai ctia ngudi yéu cau sau khi di hoan tat thi tuc
dang ky két hon tai co quan dang ky ho tich.
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4. Thua tuc dang ky nhan cha, me, con

Trinh ty thyc hién:

- Néu lya chon hinh thire nop hd so truc tiép, nguoi co yéu cu dang ky
nhan cha, me, con ndp hd so dang ky nhan cha, me, con tai B0 phan Tiép nhan
va tra két qua ciia UBND cép xi c6 tham quyén; nop 1é phi néu thudc truong
hop phai ndp 1¢ phi dang ky nhan cha, me, con; ndp phi cap ban sao Trich luc
dang ky nhan cha, me, con néu cé yéu cau cap ban sao Trich luc dang ky nhan
cha, me, con.

- Néu lyra chon hinh thirc ndp ho so truc tuyén, ngudi cé yéu cau dang ky
nhan cha, me, con truy cap Cé)ng dich vy cong quéc gia hodc Céng dich vy cong
cap tinh, dang ky tai khoan (néu chua c6 tai khoan), xac thuc nguoi dung theo
huéng dan, dang nhap vao hé thong, xac dinh ding Uy ban nhan dan cap xi co
tham quyén.

Ngudi c6 yéu cau dang ky nhan cha, meg, con truc tuyén cung cép thong
tin theo mau ho tich dién tir twong tac ding ky nhan cha, me, con (cung cap trén
Cong dich vu cong), dinh kém ban chup hodc ban sao dién tir cac gidy to, tai
liéu theo quy dinh; nop phi, 1& phi thong qua chirc ning thanh toan tryc tuyén
hoic bang cach thirc khac theo quy dinh phép luat, hoan tit viéc ndp hd so.

- Can b tiép nhan hd so tai BO phan mot cira ¢6 trach nhiém kiém tra
tinh chinh xéc, day du, thong nhat, hop 18 ctia hd so.

(i) Truong hop hé so day du, hop 1€ thi tiép nhan ho so, c6 Phiéu hen, tra
két qua cho ngudi ¢ yéu cau (néu ngudi co yéu cau lya chon hinh thic ndp hd
so truc tiép) hodc guri ngay Phiéu hen, tra két qua qua thu dién tir hodc giri tin
nhan hen tra két qua qua dién thoai di dong cho ngudi cé yéu ciu (néu nguoi co
yéu cau lua chon hinh thirc ndp héd so truc tuyén), dong thoi chuyén ho so dé
cong chirc lam cong tac ho tich xir 1y.

Sau khi tiép nhan ho so theo hinh thic nop truc tiép, can bo tiép nhan ho
so tai BO phan mot cura thuc hién s6 hoa (sao chup, chuyén thanh tai liéu dién tir
trén hé thong thong tin, co sd dir liéu) va ky s6 vao tai lidu, ho so giai quyét thu
tuc hanh chinh d duoc s6 hoa theo quy dinh.

(ii) Truong hop hd so chua dy du, hop 18 thi c6 thong bao cho ngudi yéu
cau bd sung, hoan thién ho so, néu rd loai gidy to, ndi dung can bd sung dé
nguoi co yéu cau bo sung, hoan thién. Sau khi ho so duoc bd sung, thuc hién lai
budc (1);

(iii) Trudng hop ngudi c6 yéu cau ding ky nhan cha, me, con khong bd
sung, hoan thién duogc hd so thi bao céo Truong bd phan mot ctra ¢6 thong bao
tir chéi giai quyét yéu cdu ding ky nhan cha, me, con.
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- Cong chirc tu phap - ho tich thAm tra ho so (tham tra tinh thong nhat,
hop 18 cta cac thong tin trong hd so, gidy to, tai lidu do ngudi yéu cdu ndp, xudt
trinh hoac dinh kém).

+ Trudng hop hd so can bo sung, hoan thién hodc khéng du diéu kién giai
quyét, phai tir choi thi giri thong bao vé tinh trang hd so ti BO phan mot cira dé
thong bao cho ngudi ndp ho so — thuc hién lai buée (i1) hodc (i11);

+ Trudng hop can phai kiém tra, xdc minh lam rd hoic do nguyén nhan
khac ma khong thé tra két qua dang thoi gian da hen thi cong chire lam cong tac
ho tich lap Phiéu xin 16i va hen lai ngay tra két qua, trong d6 néu ro 1y do cham
tra két qua va thoi gian hen tra két qua, chuyén B6 phan mot ctra dé tra cho
ngudi cd yéu cau (néu ngudi cé yéu cau lya chon hinh thirc ndp hd so truc tiép),
hodc giri Phiéu xin 151 va hen lai ngay tra két qua qua thu dién tir hodc gui tin
nhin qua dién thoai di dong cho nguoi c6 yéu cau (néu ngudi cd yéu cau lua
chon hinh thtrc ndp hd so truc tuyén).

+ Néu théy viéc nhan cha, me, con la ding va khong co6 tranh chép, hd so
day du, hop 18, dung quy dinh, trudng hop tiép nhan ho so ding ky nhan cha,
me, con theo hinh thurc truc tiép, thi cong chirc tu phap - ho tich thuc hién viéc
ghi vao SO dang ky nhan cha, me, con, cap nhat thong tin dang ky nhéan cha, me,
con va luu chinh thirc trén Phian mém ding ky, quan 1y ho tich dién tir dung
chung.

Trudng hop tiép nhan hod so ding ky nhan cha, me, con theo hinh thirc
tryc tuyén, cong chirc tu phap - ho tich giri lai biéu mau Trich luc dang ky nhan
cha, me, con dién tir v6i thong tin ddy du cho nguoi yéu cau qua thu dién tir
hodc thiét bi so.

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

Néu ngudi co6 yéu cau xac nhan thong tin di théng nhat, day di hoic
khong c6 phan hoi sau thdi han yéu cau thi céng chirc tu phap - ho tich thuc
hién viéc ghi nd1 dung vao SO dang ky dang ky nhan cha, me, con, cadp nhat
thong tin dang ky nhan cha, me, con va luu chinh thirc trén Phan mém dang ky,
quan ly hd tich dién tir dung chung.

- Cong chuc tu phap - hd tich in Trich luc dang ky nhan cha, me, con,
trinh Lanh dao UBND kY, chuyén B¢ phin mét cta tra két qua cho ngudi c6
yéu cau.

- Nguoi ¢6 yéu cau dang ky nhan cha, me, con (ca hai bén phai c6 mit,
xuat trinh gidy to tuy than dé d6i chiéu) kiém tra thong tin trén Trich luc ding
ky nhan cha, me, con, trong SH dang ky nhan cha, me, con va ky tén vao SH
dang ky nhan cha, me, con, nhan Trich luc dang ky nhéan cha, me, con.
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Cach thirc thye hién:

Nguodi co yéu cau dang ky nhan cha, me, con thyc hién ndp hd so truc
tiép tai B6 phan Tiép nhan va tra két qua cia UBND cap xa hodc ndp ho so truc
tuyén trén Cong dich vu cong qudc gia (https://dichvucong.gov.vn) hoic Cong
dich vu cong cép tinh (https:/dichvucong.haiduong.gov.vn) (mdt bén cé thé ndp
hd so ma khong phai c¢6 van ban ty quyén cua bén con lai).

Thanh phin hd so:

- To khai dang ky dang ky nhan cha, me, con theo mau (néu ngudi ¢ yéu
cau lya chon nop ho so theo hinh thire truc tiép);

- Madu hé tich dién tir twong tac dang ky nhan cha, me, con (do nguoi co
yéu cau cung cdp théng tin theo hwdng dan trén Cong dich vu cong, néu nguoi
c6 yéu cau lia chon ndp ho so theo hinh thirc truc tuyén);

- Nguoi co yéu cau dang ky nhan cha, me, con thuc hién viéc n(f)p/xuét
trinh (theo hinh thuc truc tiép) hodc tai 1én (theo hinh thirc truc tuyén) cac gidy
to sau:

* Gidy to' phdi ngp:

- Chiing ctr ching minh quan h¢ cha, con hoac quan hé me, con gé)m:

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

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

* Gidy to' phdi xudt trinh:

- Ho chiéu hoic Ching minh nhan dan hodc Thé cin cudc céng dan hoic
cac gidy to khac ¢ dan anh va thong tin ca nhan do co quan c6 thim quyén cp,
con gia tri st dung dé chimg minh vé nhan than ciia ngudi co yéu cau diang ky
nhan cha, me, con. Truong hop cac thong tin ca nhan trong cac gidy to nay da
¢6 trong CSDLQGVDC, CSDLHTPDT, duoc hé thong dién tu dong thi khong
phai tai 1én (theo hinh thirc truc tuyén);

- Gidy to c6 gia tri chimg minh théng tin vé cu tra trong trudng hop co
quan ding ky ho tich khong thé khai thac duoc théng tin vé noi cu tri clia cong
dan theo cac phuong thic quy dinh tai khoan 2 Piéu 14 Nghi dinh s6
104/2022/ND-CP ngay 21/12/2022 cta Chinh phu. Truong hop cac thong tin vé
gidy to ching minh noi cu trii da dugc khai thac tir Co s dir lidu qubc gia vé
dan cu bang cac phuong thirc nay thi nguoi co yéu cau khong phai xuét trinh
(theo hinh thuc truc tiép) hodc tai 1én (theo hinh thuc truc tuyén).

*Luuy

- Pbi voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp hd so theo hinh
thire truc tiép:
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+ Nguoi tiép nhan ¢o trach nhiém kiém tra, ddi chiéu voi thong tin trong
t& khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho nguoi
xudt trinh, khong duoc yéu cau ndp ban sao hoic ban chup gidy to do.

+ Nguoi yéu cau ding ky ho tich co thé ndp ban sao chimg thuc tir ban
chinh hodc ban sao duoc cap tir s6 gbe hodc ban chup kém theo ban chinh gidy
to dé ddi chiéu. Truong hop ngudi yéu cau ndp ban chup kém theo ban chinh
gidy to thi ngudi tiép nhan co trach nhiém kiém tra, di chiéu ban chup véi ban
chinh va ky xac nhan, khong duoc yéu cau ngudi di dang ky ndp ban sao gidy to
do.

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

- PBéi voi gidy to gui kém theo néu nguoi yéu cau ndp ho so theo hinh
thire truc tuyén:

+ Ban chup céc gidy to gui kém theo hd so dang ky nhan cha, me, con
tryc tuyén phai bao dam ro nét, day du, toan ven vé ndi dung, 1a ban chup bang
may anh, dién thoai hodc dugc chup, dugc quét béng thiét bi dién tu, tir giéy to
duoc cép hop 1€, con gia tri s dung.

+ Truong hop gidy to, tai liéu phai giri kém trong hd so ding ky nhan
cha, me, con truc tuyén da co6 ban sao dién tir hoac da co ban dién tir giéy to ho
tich thi ngudi yéu cau dugce sir dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Trich luc dang ky nhan
cha, me, con/ban sao Trich luc dang ky nhan cha, me, con) nguoi c6 yéu cau
dang ky nhan cha, me, con phai xut trinh gidy to tiy than dé xac dinh nhan
than; nop ban chinh gidy to, tai liéu 1a chimg ¢ chimg minh quan hé cha, con
hodc quan hé me, con.

- Gidy to do co quan c6 tham quyén cta nudc ngodi cip, cong ching
hodc x4c nhan dé sir dung cho viéc dang ky hd tich tai Viét Nam phai dugc hop
phap hoa lanh su theo quy dinh ctia phap luat, trir truong hop duge mién theo
diéu wéc qudc té ma Viét Nam 1a thanh vién.

- Truong hop ngudi yéu cau dang ky nhan cha, me, con khong cung cap
duoc gidy to néu trén theo quy dinh hodc gidy td ndp, xuét trinh bi tiy x0a, stra
chira, lam gia thi co quan dang ky ho tich c6 tham quyén huy bo két qua dang
ky nhan cha, me, con.

- Trudng hop cho phép ngudi yéu cau dang ky ho tich 1ap vin ban cam
doan vé noi dung yéu cau dang ky ho tich thi co quan dang ky ho tich phai giai
thich rd cho nguoi 14p van ban cam doan vé trach nhiém, hé qua phép 1y cua
viéc cam doan khong ding su that.
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Co quan dang ky ho tich tir chdi giai quyét hodc dé nghi co quan c6 tham
quyén huy bo két qua dang ky ho tich, néu c6 co so xac dinh ndi dung cam doan
khong dung su that.

S6 lwong ho so: 01 bé

Thoi han gidi quyét: 03 ngay lam viéc. Trudng hop cin phai xac minh
thi thoi han giai quyét khong qua 08 ngay lam viéc.

Poi twong thue hién thi tuc hanh chinh: Ca nhan

Co quan thye hién thi tuc hanh chinh:

Uy ban nhan dan cap xa noi cu tra cia ngudi nhan hoic nguoi dugc nhan
la cha, me, con.

Co quan phdi hop:

- ij ban nhan dan cép xa noi cu tra cia nguoi duge nhan 1a cha, me, con.

- Co quan quan ly CSDLQGVDC.

Két qua thire hién thii tuc hanh chinh:

- Trich luc dang ky nhan cha, me, con (ban chinh); ban sao Trich luc dang
ky nhan cha, me, con (truong hop yéu ciu cdp ban sao Trich luc dang ky nhan
cha, me, con).

- Ban dién tw Trich luc dang ky nhdn cha, me, con (Ban dién tw sé tw
dong giri vé Kho quan 1y dit lidu dién tir ciia cd nhan/dia chi thw dién tir/thiét bi
so/dién thoai ciia nguoi yéu cau sau khi dd hoan tdt thi tuc dang ky nhdn cha,
me, con tai co quan dang ky ho tich).

Phi, 1€ phi:

10.000 ddng/1an (d6i voi truong hop ndp hd so truc tiép); 5.000 dong/lan
(d6i voi trudng hop ndp hd so truc tuyén).

* Mién 1¢ phi cho ngudi thudce gia dinh c¢6 cong véi cach mang; ngudi
thudc ho nghéo; nguoi khuyét tat.

MAu don, miu to khai:

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

+ Mau hé tich dién tir twong tac dang ky nhan cha, me, con (néu nop ho
so theo hinh thirc triee tuyén).

Yéu ciu, diéu Kkién thue hién thii tuc hanh chinh:

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

- Viéc nhan cha, me, con khong cc') tranh chp.

- Truong hop nam, nit chung sdng v6i nhau nhu vo chong, khong ding
ky két hon, sinh con, nguoi con sdng clng voi ngudi cha, khi ngu:(n cha lam thu
tuc nhan con ma khong lién hé dugc voi nguol me thi khong can c6 y kién cua
nguoi me trong To khai dang ky nhan cha, me, con.

Can cur phap ly:
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- Luat Hon nhan va gia dinh nam 2014;

- Luat HO tich nam 2014;

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

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phu quy dinh
vé Co so dit liéu ho tich dién ttr, dang ky ho tich truc tuyén;

- Nghidinh §6 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu stra qdéi,
bo sung mot sO diép cua cac nghi dinh lién quan dén viéc n@p, xuat trinh s6 ho
khau, s6 tam tra giﬁy khi thyc hién thu tuc hanh chinh, cung cap dich vu cong;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua B§ 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 ctia Chinh phu quy dinh chi tiét mot sé diéu
va bién phap thi hanh Luat Ho tich;

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

- Théng tr s6 03/2023/TT-BTP ngay 02/8/2023 cia Bé truong B Tw
phdp sira déi, b6 sung mét sé ndi dung ciia Théng tw s6 01/2022/TT-BTP ngay
04/01/2022 ciia B truéng Bo Tw phdp quy dinh chi tiét mot s6 diéu va bién
phap thi hanh Nghi dinh s6 87/2020/NP-CP ngay 28/7/2020 ciia Chinh phii quy
dinh vé Co sé& dir liéu ho tich dién ti, dang ky ho tich truc tuyén;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cia Bo truong Bo Tai
chinh quy dinh muc thu, ché d6 thu, ndp, quan 1y va sur dung phi khai thac, st
dung thong tin trong co s& dir li¢u ho tich, phi xac nhan co quéc tich Viét Nam,
phi xac nhan 13 ngudi gc Viét Nam, 18 phi quéc tich.

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cta Bo truong Bo Tai
chinh hudng dan vé phi va 1¢ phi thudc thim quyén quyét dinh cia Hoi dong
nhan dan tinh, thanh phd truc thudc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 ctua Bo truong Bo Tai
chinh stra d6i, bé sung mot sé diéu ctia Thong tu s6 85/2019/TT-BTC ngay
29/11/2019 cua Bo Tai chinh huéng din vé phi va 1¢ phi thudc thAm quyén
quyét dinh ctia Hoi dong nhan dan tinh, thanh phé truc thudc Trung wong.

- Nghi quyét so 05/2023/NO-HDPND ngay 13/7/2023 ciia Hoi dong nhadn
dan tinh Hdi Dwong sira doi, b6 sung, bdi bé mét sé néi dung vé mirc thu, ché
dé thu, ndp, quan 1y va sir dung mét s6 khodn phi, 1é phi di dwoc quy dinh tai
Nghi quyét sé6 17/2016/NQ-HPND ngay 05 thang 10 nam 2016, Nghi quyét sé
04/2018/NOHPND ngay 11 thing 7 nam 2018, Nghi quyét so 13/2020/NO-
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HPND ngay 24 thang 12 nam 2020 va Nghi quyét s6 04/2022/NQ-HPND ngay
12 thang 7 nam 2022 cia Hoi dong nhdn dén tinh Hai Duwong;

- Nghi quyét so 06/2023/NO-HPND ngay 13/7/2023 ciia Héi dong nhan
dan tinh Hdi Duwong quy dinh mikc thu 1é phi @i véi hoat dong cung cdp dich vu
cong trye tuyén trén dia ban tinh Hai Duwong.

Ghi chii: Phan chit in nghiéng 13 ndi dung sira doi, bo sung, thay thé.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY NHAN CHA, ME, CON

Quan hé v&i ngudi nhAn cha/me/Con: @i

Pé nghi co quan cong nhin ngudi c6 tén duéi day:

La ., cia nguoi co tén dwdi day:

HO, CITE GEIM, TEIN: ...ttt ettt e ettt et e st ses et et en et en e s enenseseneenns

T61 cam doan vi€c nhan.............ccococoevieevennnen. noéi trén la dang su that, ty nguyén, khong c6 tranh
chap va chiu trach nhiém trude phap luat vé cam doan ctia minh.

Nguoi yéu ciu
(Ky, ghi 6 ho, chir dém, tén)

Y kién ciia nguoi hién dang 13 me hoic cha®

]Dé nghi cap ban sao ©: Co l:' Khong I:l
SO luong:.......... ban
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Chu thich:

@ Ghi 18 tén co quan dang ky nhin cha,’ me, con;

@ Ghi theo noi dang ky thuong tri; néu khong c6 noi diang ky thudng tra thi ghi theo noi
dang ky tam tra; truong hop khong c6 noi dang ky thuong tra va noi dang ky tam tra thi ghi theo
noi dang sinh song. o ’ ’

) Ghi thong tin ve giay t& tuy than nhu: ho chiéu, chiing minh nhan dan hodc giay to hop 1¢
thay thé (vi du: Chung minh nhan dan s6 001089123 do Coéng an thanh pho Ha N§i cap ngay
20/10/2004).

@ Chi khai trong trudng hop nguoi khai khéng dong thoi 1a nguoi nhan
cha/me/con.

) Chi khai trong truong hop cha hogc me nhan con chua thanh nién hodc
nguoi dé thanh nién nhung mat ning luc hanh vi dan su, ghi y klen cua nguoi cha
néu me la nguoi yéu cau, y klen ngudi me néu cha 1 ngudi yéu cau (trur truong hop
nguoi do da chét, mat tich, mat nang luc hanh vi dan sy hodc han ché nang luc hanh
vi dan sy).

© P nghi danh dau X vao 6 néu cd yéu cau cip ban sao va ghi 1d s6 luong.
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NOI DUNG MAU HO TICH PIEN TU TUONG TAC
PANG KY NHAN CHA, ME, CON

I. Thong tin vé nguwdi yéu ciu ding ky nhin cha, me, con
(1) Ho, chir dém, tén;
(2) S6 dinh danh ca nhan;

(3) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H$ chiéu/Gidy to
hop 16 thay thé); sb, ngdy, thang, ndm cip, co quan cip; ban chup dinh kém;

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

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

II. Thong tin vé nguwoi nhin

(6) Ho, chit dém, tén;

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

(8) Gidi tinh;

(9) Dan toc;

(10) Qudc tich;

(11) S6 dinh danh c4 nhan;

(12) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H$ chiéu/Gidy to
hop 16 thay thé); sb, ngdy, thang, ndm cip, co quan cip; ban chup dinh kém;

(13) Noi cu tra (noi thudng tra/noi tam tra/noi dang sinh song).

II1. Thong tin vé ngudi dwoe nhin

(14) Ho, chitr dém, tén;

(15) Ngay, thang, nam sinh (tdch bi¢t riéng 03 truong thong tin ngay, thang,
nam);

(16) Gidi tinh;

(17) Dan toc;

(18) Qudc tich;
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(19) S6 dinh danh c4 nhan;

(20) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H$ chiéu/Gidy to
hop 16 thay thé); sb, ngdy, thang, ndm cip, co quan cip; ban chup dinh kém;

(21) Noi cu tra (noi thuong tri/noi tam tra/noi dang sinh sdng);
(22) Dé nghi cip ban sao:

o Co

S6 lugng ban sao yéu cau: ...

0 Khong

(23) H so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan cic thong tin cung cp 1a dung su that va chiu hoan
toan trach nhiém trudc phap luat vé nodi dung cam doan cua minh.

* Truong hop céc thong tin vé gidy to chimg minh noi cu trii 3 duoc khai thac
tir CSDLQGVDC, duoc hé thong dién tu dong thi khong phai xuat trinh (theo
hinh thtrc truc tiép) hodc tai 1én (theo hinh thirc truc tuyén)

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

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

Ban dién tr s€ tu dong gui vé Kho quan 1y dir li¢u dién tr cua ca nhan/dia chi
thu dién tir/thiét bi sd/dién thoai cia ngudi yéu cau sau khi di hoan tat thu tuc
dang ky nhan cha, me, con tai co quan dang ky hd tich.
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5. Thu tuc dang ky khai tir

Trinh ty thywe hién:

- Néu lua chon hinh thirc ndp hd so truc tiép, ngudi co yéu cau dang ky
khai tr nop ho so ding ky khai tir tai B6 phan Tiép nhan va tra két qua cua
UBND cép xi c6 tham quyén; ndp 1 phi néu thudc truong hop phai ndp 1¢ phi
dang ky khai tir; ndp phi cap ban sao Trich lyc khai tir néu c6 yéu cau cip ban
sao Trich luc khai tir.

- Néu lua chon hinh thtrc ndp hd so truc tuyén, ngudi c6 yéu cau dang ky
khai tir truy cap Cong dich vu cong qudc gia hodc Cong dich vu cong cap tinh,
dang ky tai khoan (néu chua c6 tai khoan), xac thuc ngudi dung theo hudng
dan, ding nhap vao hé thong, xac dinh dung Uy ban nhan dan cap xa c6 tham
quyén.

Nguoi ¢o yéu cau dang ky khai tir truc tuyén cung cap thong tin theo mau
ho tich dién tir twong tac dang ky khai tir (cung cdp trén Cong dich vu cong),
dinh kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; ndp
phi, 18 phi thong qua chirc ning thanh toan truc tuyén hodc bang cach thire khac
theo quy dinh phap luat, hoan tat viée nop ho so.

- Can b0 tiép nhan hd so tai BO phan mot ctra c6 trach nhiém kiém tra
tinh chinh xéc, day du, thong nhat, hop 18 ctia hd so.

(i) Truong hop hd so day du, hop 18 thi tiép nhan ho so; néu tiép nhan hod
so sau 15 gid thi ¢o Phiéu hen, tra két qua cho ngudi cé yéu cau trong ngay lam
viéc tiép theo (néu ngudi cé yéu cau lya chon hinh thirc ndp hd so truc tiép)
hodc gtri ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin nhan hen tra
két qua qua dién thoai di dong cho ngudi ¢ yéu cau (néu ngudi cd yéu cau lua
chon hinh thirc ndp hd so truc tuyén); chuyén hd so dé cong chirc 1am cong tac
ho tich xur 1y.

Sau khi tiép nhan ho so theo hinh thitc ndp truc tiép, can bd tiép nhan ho
so tai B0 phan mot cura thuc hién s6 hoa (sao chup, chuyén thanh tai liu dién tir
trén hé théng thong tin, co so dit liéu) va ky s6 vao tai liéu, hd so giai quyét thu
tuc hanh chinh d3 duoc s6 hoa theo quy dinh.

(ii) Truong hop ho so chua dy du, hop 18 thi c6 thong bao cho ngudi yéu
cau bd sung, hoan thi¢n hd so, néu rd loai giéy to, nd1 dung can bo sung dé
nguoi co yéu cau bod sung, hoan thién. Sau khi hd so duogc bd sung, thuc hi¢n lai
buoc (i);

(iii) Truong hop ngudi c6 yéu cau ding ky khai tor khong bo sung, hoan
thién duoc hd so thi bao co Trudong bo phan mdt ctra ¢6 thong bao tir chdi gidi
quyét yéu cau diang ky khai tir.
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- Cong chirc tu phap - ho tich thAm tra ho so (tham tra tinh thong nhat,
hop 18 cta cac thong tin trong hd so, gidy to, tai lidu do ngudi yéu cdu ndp, xudt
trinh hoac dinh kém).

+ Trudng hop hd so can bo sung, hoan thién hodc khéng du diéu kién giai
quyét, phai tir choi thi giri thong bao vé tinh trang hd so ti BO phan mot cira dé
thong bao cho ngudi ndp hd so — thue hién lai bude (i1) hodc (i11);

+ Trudng hop can phai kiém tra, xdc minh lam rd hoic do nguyén nhan
khac ma khong thé tra két qua dang thoi gian da hen thi cong chire lam cong tac
ho tich lap Phiéu xin 16i va hen lai ngay tra két qua, trong d6 néu ro 1y do cham
tra két qua va thoi gian hen tra két qua, chuyén B6 phan mot ctra dé tra cho
ngudi cd yéu cau (néu ngudi cé yéu cau lya chon hinh thirc ndp hd so truc tiép),
hozc giri Phiéu xin 15i va hen lai ngay tra két qua qua thu dién tir hodc gui tin
nhin qua dién thoai di dong cho nguoi c6 yéu cau (néu ngudi cd yéu cau lua
chon hinh thtrc ndp hd so truc tuyén).

+ Néu thay ho so day du, hop 1¢, dang quy dinh, trudng hop tiép nhan ho
so dang ky khai tir theo hinh thirc truc tiép, thi cong chirc tu phap - ho tich thuc
hién viéc ghi vao S6 ding ky khai tir, cap nhat thong tin dang ky khai tir va luu
chinh thirc trén Phan mém dang ky, quan 1y ho tich dién tr dung chung.

Truong hop tiép nhan hod so ding ky khai tir theo hinh thire truc tuyén,
cong chire tu phap - ho tich giri lai biu mau Trich luc khai tir dién tir véi thong
tin day du cho ngudi yéu cau qua thu dién tir hodc thiét bi so.

Nguoi yéu cau c6 trach nhiém kiém tra tinh chinh xac, day du cua cac
thong tin trén biéu mau Trich luc khai ti dién tir va xac nhan (téi da mot ngay).

Néu ngudi co6 yéu cau xac nhan thong tin di théng nhat, day di hoic
khong c6 phan hoi sau thdi han yéu cau thi céng chirc tu phap - ho tich thuc
hién viéc ghi ndi dung vao SO dang ky khai tir, cAp nhat thong tin dang ky khai
tr va lyu chinh thirc trén Phdn mém diang ky, quan 1y ho tich dién tir dung
chung.

- Cong chuc tu phép - ho tich in Trich luc khai tir, trinh Lanh dao UBND
ky, chuyén B phan mot cira tra két qua cho nguoi ¢ yéu cau.

- Ngudi cd yéu cau dang ky khai tir kiém tra thong tin trén Trich luc khai
tir, trong SO dang ky khai tir va ky tén vao SO dang ky khai tir, nhan Trich luc
khai tu.

Cach thirc thwe hién:

Nguoi ¢ yéu cau diang ky khai tir truc tiép thuc hién hodc uy quyén cho
ngudi khac thyc hién ndp ho so tryc tiép tai Bo phan Tiép nhan va tra két qua
ciia UBND cap xi hodc giri hd so qua hé théng buu chinh hoic nop ho so truc
tuyén trén Cong dich vu cong qudc gia (https:/dichvucong.gov.vn) hodc Cong
dich vu cong cép tinh (https:/dichvucong.haiduong.gov.vn).
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Thanh phan ho so:

- T& khai dang ky khai tir theo mau (néu nguoi ¢ yéu cau lwa chon ndp
hd so theo hinh thirc truc tiép);

- Mau hé tich dién tir twong tdc dang ky khai tir (do nguoi yéu cdu cung
cdp théng tin theo huéng dan trén Cong dich vu cong, néu nguoi ¢é yéu cau lua
chon nép ho so theo hinh thirc truec tuyén);

- Nguoi ¢o yéu cau diang ky khai ttr thyc hién viéc ndp/xuit trinh (theo
hinh thirc truc tiép) hodc tai 1én (theo hinh thirc truc tuyén) cac gidy to sau:

* Gidy to phdi ngp:

- Gidy bao tir hodc gidy to thay thé Gidy bao tir do co quan cé thim
quyén cap.

- Gidy t0, tai liéu, ching ¢t do co quan, to chirc ¢6 tham quyén cép hoic
x4c nhan hop 18 ching minh sy kién chét di véi truong hop dang ky khai tir
cho ngudi chét da 1au, khong c6 Gidy béo tir hodc gidy to thay thé Gidy béo tir.

- Vian ban uy quyén (duoc chimg thuc) theo quy dinh ctia phap luét trong
truong hop Gy quyén thuc hién viéc dang ky khai tir. Trudong hop ngudi c6 trach
nhiém dang ky khai tir iy quyén cho ngudi khac thuc hién viée dang ky khai tir
ma nguoi dugc uy quyén la 6ng, ba, cha, me, con, vo, chéng, anh, chi, em rudt
clia ngudi Gy quyén thi vin ban Gy quyén khong phai chimg thyc.

* Gidy to' phdi xudt trinh:

- Ho chiéu hoic Chung 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 cép,
con gia tri st dung dé chimg minh vé nhan than ciia ngudi c6 yéu cau ding ky
khai tir. Truong hop cac thong tin c4 nhan trong cac gidy to ndy dd co trong
CSDLQGVDC, CSDLHTDT, duoc hé théng dién tu dong thi khong phai tai 1én
(theo hinh thirc truc tuyén);

- Gidy to chimg minh noi cu tra cudi cing cua nguoi chét dé xac dinh
tham quyén trong trudng hop co quan dang ky ho tich khong thé khai thac duoc
thong tin vé noi cu tri cia céng dan theo cic phuong thire quy dinh tai khoan 2
Piéu 14 Nghi dinh sb 104/2022/NDP-CP ngay 21/12/2022 cua Chinh phi.
Trudng hop céac thong tin vé gidy to chimg minh noi cu tra da duoc khai thac tir
Co s& dir liéu quéc gia vé dan cu bang cac phuong thitrc ndy thi ngudi cd yéu
cau khong phai xuit trinh (theo hinh thirc tryc tiép) hodc tai 1én (theo hinh thirc
tryc tuyén).

- Truong hop khong xac dinh duge noi cu tra cudi ciing cia ngudi chét
thi xuét trinh gidy to ching minh noi nguoi d6 chét hoic noi phét hién thi thé
ctia nguoi chét.

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

- Trong thoi han 15 ngay ké tir ngdy c6 nguoi chét thi vo, chong hoic
con, cha, me hodc nguoi than thich khac cuia nguoi chét ¢ trach nhiém di dang
ky khai tir; trudng hop ngudi chét khong c6 nguoi than thich thi dai dién cua co
quan, t6 chirc, c4 nhéan lién quan co trach nhiém di khai tir.

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

+ Nguoi tiép nhan co trach nhiém kiém tra, dbi chiéu voi thong tin trong
to khai, chup lai hodc ghi lai thong tin dé luu trong ho so va tra lai cho nguoi
xudt trinh, khong duoc yéu cau ndp ban sao hoic ban chup gidy to do.

+ Ngudi yéu cau ding ky ho tich co thé ndp ban sao chimg thuc tir ban
chinh hodc ban sao duoc cap tir s6 gbc hodc ban chup kém theo ban chinh gidy
to dé d6i chiéu. Trudng hop ngudi yéu cau ndp ban chyp kém theo ban chinh
gidy to thi ngudi tiép nhan co trach nhiém kiém tra, di chiéu ban chup voi ban
chinh va ky xac nhan, khong dugc yéu cau nguoi di ding ky nop ban sao gidy to
do.

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

- Déi vé6i gidy to gui kém theo néu ngudi yéu cau ndp hd so theo hinh
thire truc tuyén:

+ Ban chup céac gidy to guri kém theo hd so ding ky khai tir truc tuyén
phai bdo dam rd net, dr:iy du, toan ven vé ndi dung, 1a ban chup béng may anh,
dién thoai hoac duogc chup, duoc quét bﬁng thiét bi dién tur, tir giéy to duoc cép
hop 1€, con gia tri st dung.

+ Trudng hop gidy to, tai liéu phai gui kém trong hd so dang ky khai tir
truce tuyén da co6 ban sao dién tir hoac da co6 ban dién tir giéy to ho tich thi nguoi
yéu cau dugce sir dung ban dién tir nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Trich luc khai tir/ban
sao Trich luc khai tir), ngudi c6 yéu cau diang ky khai tir phai xuét trinh gidy to
tuy than, ndp ban chinh cac gidy to 13 thanh phan hd so ding ky khai tir theo
quy dinh phap luat ho tich.

- Gidy to do co quan c6 tham quyén cta nudc ngodi cip, cong ching
hodc x4c nhan dé sir dung cho viéc dang ky hd tich tai Viét Nam phai dugc hop
phap hoa lanh su theo quy dinh ctia phép luat, trir truong hop duge mién theo
diéu udc qudc té ma Viét Nam 13 thanh vién.

- Truong hop ngudi yéu cau dang ky khai tir khong cung cap dugc gidy
to néu trén theo quy dinh hoac giéy to nop, xuét trinh bi téy x0a, stra chira, lam
gia thi co quan ding ky ho tich c6 thim quyén hay bo két qua dang ky khai ti.
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S6 lwong ho so: 07 bé

Thoi han giai quyét: Ngay trong ngdy tiép nhan yéu cau, truong hop
nhan hd so sau 15 gio ma khong giai quyét dugc ngay thi tra két qua trong ngay
1am viéc tiép theo.

Poi twong thue hién thii tuc hanh chinh: Ca nhan

Co quan thue hién thi tuc hanh chinh:

- Uy ban nhén dan cip x4 noi cu tra cudi cing ctia ngudi chét thyc hién
viéc dang ky khai tu;

- Uy ban nhan dan cip xi noi ngudi d6 chét hodc noi phat hién thi thé
ngudi chét thuc hién viéc dang ky khai tir trong truong hop khong xac dinh
duoc noi cu tra cudi cung cta nguoi chét.

Co quan phdi hep: Co quan quan Iy CSDLQGVDC.

Két qua thue hién thi tuc hanh chinh:

- Trich lyc khai tir (ban chinh); ban sao Trich luc khai tir (trudng hop yéu
cau cap ban sao Trich luc khai tir).

- Ban dién tw Trich luc khai tw (Ban dién tir sé tw dong guri vé Kho quan
ly dir lieu dién tw cua ca nhan/dia chi thu dién ti/thiét bi so/dién thoai cia
nguoi yéu cau sau khi dd hoan tat thi tuc dang ky khai tir tai co quan ding ky
ho tich).

Phi, 1€ phi:

5.000 dong/ 1an (d6i véi trudng hop ndp ho so truc tiép); 2.500 dong/lan
(461 voi trudng hop ndp hod so truc tuyén).

* Mién 1¢ phi dang ky ho tich trong nhiing trudng hop sau:

- Bang ky ho tich cho nguo1 thudc gia dinh c6 cong véi cach mang; nguoi
thudc hd ngheo; nguoi khuyét tat;

- bang ky khai tir dang han ctia cong dan Viét Nam cu tri & trong nudc.

MAu don, mAu to khai:

+ T khai dang ky khai tir (néu ndp ho so theo hinh thire truc tiép);

+ Mau hé tich dién tir twong tac ding ky khai tir (néu nép hé so theo hinh
thite truec tuyén).

Can cw phap ly:

- Luat HO tich nam 2014;

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

- Nghi dinh s 87/2020/ND-CP ngay 28/7/2020 ctia Chinh phu quy dinh
vé Co so dit liéu ho tich dién ttr, dang ky ho tich truc tuyén;

- Nghidinh §6 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu stra qd(;)i,
bo sung mot sO dié’u cua cac nghi dinh lién quan dén viéc n(f)p, xuat trinh s6 ho
khau, s6 tam tru gidy khi thyc hién thu tuc hanh chinh, cung cap dich vu cong;
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- Théng tu sb 04/2020/TT-BTP ngay 28/5/2020 cua Bo truong Bo Tu
phap quy dinh chi tiét thi hanh mot s diéu cua Luat Ho tich va Nghi dinh s6

123/2015/ND-CP ngay 15/11/2015 cta Chinh pha quy dinh chi tiét mot
s6 diéu va bién phap thi hanh Luét Ho tich;

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

- Théng tr s6 03/2023/TT-BTP ngay 02/8/2023 cia Bé truong B Tw
phdp sira déi, b6 sung mét sé ndi dung ciia Théong tw s6 01/2022/TT-BTP ngay
04/01/2022 ciia B truéng Bo Tw phdp quy dinh chi tiét mot s6 diéu va bién
phap thi hanh Nghi dinh s6 87/2020/NP-CP ngay 28/7/2020 ciia Chinh phii quy
dinh vé Co s¢ dir liéu ho tich dién t, dang ky ho tich truc tuyén.

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 caa Bo truong Bo Tai
chinh quy dinh muc thu, ché d6 thu, ndp, quan 1y va sur dung phi khai thac, st
dung thong tin trong co s& dir li¢u ho tich, phi xac nhan co quéc tich Viét Nam,
phi xac nhan 1a ngudi gde Viét Nam, 18 phi qudc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cta Bo truong Bo Tai
chinh hudng dan vé phi va 1& phi thudc thim quyén quyét dinh cia Hoi dong
nhan dan tinh, thanh phd truc thudc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cta Bo truong Bo Tai
chinh stra d6i, bé sung mot sé diéu ciia Thong tu s6 85/2019/TT-BTC ngay
29/11/2019 cua Bo Tai chinh huéng din vé phi va 1¢ phi thudc thdm quyén
quyét dinh ctia Hoi dong nhan dan tinh, thanh phé truc thudc Trung wong.

- Nghi quyét so 05/2023/NO-HDPND ngay 13/7/2023 ciia Hoi dong nhdn
dan tinh Hdi Duwong sira doi, b6 sung, bdi bé mét sé néi dung vé mirc thu, ché
dé thu, ndp, quan 1y va sir dung mét sé khodn phi, 1é phi da dwoc quy dinh tai
Nghi quyét sé6 17/2016/NQ-HPND ngay 05 thang 10 nam 2016, Nghi quyét sé
04/2018/NOHPND ngay 11 thing 7 nam 2018, Nghi quyét so 13/2020/NO-
HPND ngay 24 thang 12 nam 2020 va Nghi quyét s6 04/2022/NQ-HPND ngay
12 thdng 7 nam 2022 cua Hoi dong nhdn dén tinh Hai Duwong;

- Nghi quyét s6 06/2023/NQ-HPND ngay 13/7/2023 ciia Hoi dong nhan
dan tinh Hai Dwrong quy dinh mirc thu 1é phi doi véi hoat déng cung cdp dich vu
cong triec tuyén trén dia ban tinh Hai Dirong.
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Ghi chii: Phan chit in nghiéng la néi dung sira doi, bé sung, thay thé.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap - Tu do - Hanh phuc

TO KHAI DANG KY KHAI TU

Ho, chit dém, t€n NEUWOT YEU CAU: ..........oovvoio s

N O CU ETT: oo e

QUAN ©& VOT NEUTT A CHEL: w..ooooeeeeeeeeee oot eeee e
Pé nghi co quan ding ky khai tir cho ngudi c6 tén dwdi diy:

HO, Chit A€, t8I: .....oooeiiiiiiiiii e ettt e e e etbe e e e e e e e e e e e e nanananes
Ngay, thang, NAM SINN: ......c.ooiiiiiiiieece et e e et e e e e e raeeeesaaseeeeennes
Gioi1tinh: ..o, Dan tOcC:......oovvvviiiiiiiiiiiiiiiiiiianns Quéc tich: oo

Da chét vao [UC: oo g0 s phut, ngay ................ thang ........... nam ...............
INOT CREL .ottt

NGUYEN NNAN CREE: .o ee s eeee et sees e
S6 Gidy bao ti/ Gidy td thay thé Gidy bao tir: @ [
.......................................................................................................... cAp ngay .......thang ... nam ..............
To61 cam doan nhitng ndi dung khai trén day l1a dung su that va chiu trach nhiém trudc
phap luat vé cam doan cta minh.

Lam tqi: ..., ngay ... thang ... nam............

Ngudi yéu cau
(Ky, ghi 0 ho, chir dém, tén)

SO lugng:....... ban

Chu thich:

(Y Ghi rd tén co quan dang ky khai tir.

® Ghi theo noi dang ky thuong tri; néu khong cé noi ding ky thuong tra thi ghi
theo noi dang ky tam tra; truong hgp khong c6 noi dang ky thuong trd va noi dang ky
tam tra thi ghi theo noi dang sinh séng.

) Ghi thong tin vé gidy to tuy than nhu: hd chiéu, chirng minh nhan din hodc giay
N o 1A 4l e A T T A T et 1 1A AR A ANTNOCOTIA T A N LA TTY



NOI DUNG MAU HO TICH PIEN TU TUONG TAC PANG KY KHAI
TU

I. Thong tin vé ngudi yéu cau ding ky khai tir
(1) Ho, chit dém, tén;
(2) S6 dinh danh c4 nhan;

(3) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H6 chiéu/Gidy to
hop 16 thay thé); sb, ngay, thang, ndm cip, co quan cip; ban chup dinh kém;

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

(5) Quan h¢ vo1 nguoi duge khai tir.

IL. Thong tin vé nguwoi dwoc ding ky khai tir

(6) Ho, chir dém, tén;

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

(8) Sb dinh danh c4 nhén;

(9) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H$ chiéu/Giay td
hop 16 thay thé); sb, ngdy, thang, nam cip, co quan cip; ban chup dinh kém;

(10) Noi cu tra cudi cing (noi thudng tra/noi tam tra/noi dang sinh sdng);

(11) Thoi gian chét: gio, phut, ngdy, thang, nim (tach biét riéng cac trudng
thong tin gi0, phit, ngay, thang, nam);

(12) Noi chét;

(13) Nguyén nhan chét (c6 chu thich: néu chua x4c dinh duoc/chua rd thi dé
tréng);

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

(15) Dé nghi cip ban sao:
o Co
S6 lugng ban sao yéu cau: ...

o Khong
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(16) Ho so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan cic thong tin cung cap 1a dung su that va chiu hoan
toan trach nhiém trudc phap luit vé ndi dung cam doan cua minh.

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

* Mau dién tir tuong tic ghi nhan thoi gian (gid, phut, gidy, ngay, thang, nim)
hoan tit viéc cung cip thong tin; nguoi yéu cau trude d6 di ding nhap vao hé
thong, thyc hién xac thuc dién tir theo quy dinh.

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

Ban dién tir s€ tu dong g vé Kho quan 1y dir li¢u dién tr cua ca nhan/dia chi
thu dién tir/thiét bj sd/dién thoai cta nguoi yéu cau sau khi di hoan tat thu tuc
dang ky khai tir tai co quan dang ky hd tich.

6. Thu tuc dang ky giam ho
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Trinh ty thyc hién:

- Néu lya chon hinh thire nop hd so truc tiép, nguoi co yéu cu dang ky
gidm h¢ nop ho so dang ky gidm ho tai BO phén Tiép nhan va tra két qua cua
UBND cép x4 c6 tham quyen nop 18 phi néu thudc truong hop phal ndp 1¢ ph1
dang ky giam ho; nop phi cip ban sao Trich luc dang ky giam ho néu co yéu cau
cap ban sao Trich luc ding ky giam ho.

- Néu lya chon hinh thic nop hd so truc tuyén, nguoi co yéu cau dang ky
giam ho truy cap Cong dich vu cong qudc gia hodc Cong dich vu cong cip tinh,
dang ky tai khoan (néu chua co tai khoan), xac thuc ngudi dung theo hudng
dan, ding nhap vao hé thdng, xac dinh dung Uy ban nhan dan cap x3 c6 tham
quyén.

Ngudi c6 yéu cau diang ky giam ho truc tuyén cung cip thong tin theo
mau ho tich dién tir twong tac ding ky giam ho (cung cép trén Cong dich vu
cong), dinh kém ban chup hodc ban sao dién tr cac gidy to, tai liéu theo quy
dinh; nop phi, 1¢ phi thong qua chirc nang thanh toan truc tuyén hodc bang cach
thirc khac theo quy dinh phap luat, hoan tat viéc ndp ho so.

- Can b0 tiép nhan ho so tai BO phan mdt ctra ¢6 trach nhiém kiém tra
tinh chinh xéc, day du, thong nhat, hop 18 cta ho so.

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

Sau khi tiép nhan ho so theo hinh thic nop truc tiép, can bo tiép nhan hd
so tai BO phan mot cura thuc hién s6 hoa (sao chup, chuyén thanh tai liu dién tir
trén hé théng thong tin, co so dit liéu) va ky s6 vao tai liéu, hd so giai quyét tha
tuc hanh chinh d3 dugc s6 hoa theo quy dinh.

(i) Truong hop ho so chua day du, hop 1é thi ¢6 thong béo cho nguoi yéu
cau bo sung, hoan thién hd so, néu rd loai giéy to, nd1 dung can bo sung dé
nguoi co yéu cau bod sung, hoan thién. Sau khi hd so dugc bd sung, thyuc hién lai
buoc (1);

(iii) Trudng hop ngudi co yéu cau dang ky gidm ho khong bod sung, hoan
thién duoc hd so thi bao co Trudong bo phan mdt ctra ¢6 thong bao tir chdi gidi
quyét yéu cau diang ky gidam ho.

- Céng churc tu phap - ho tich tham tra hd so (thdm tra tinh théng nht,
hop 18 ctia cac thong tin trong hd so, gidy to, tai liéu do ngudi yéu cau ndp, xuat
trinh hodc dinh kem).
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+ Trudng hop hd so can bo sung, hoan thién hodc khéng du diéu kién giai
quyét, phai tir chdi thi giri théng bao vé tinh trang hd so téi B6 phan mét cira dé
thong bao cho ngudi ndp hd so — thue hién lai bude (1) hoac (i11);

+ Truong hop can phai kiém tra, x4c minh lam r hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian di hen thi cong chirc 1am cong tac
ho tich lap Phiéu xin 13i va hen lai ngay tra két qua, trong d6 néu 1o 1y do cham
tra két qua va thoi gian hen tra két qua, chuyén BO phan mét cira dé tra cho
ngudi cd yéu cau (néu ngudi cd yéu cau lya chon hinh thirc ndp ho so truc tiép),
hodc giri Phiéu xin 1i va hen lai ngay tra két qua qua thu dién tir hodc gui tin
nhin qua dién thoai di dong cho ngudi cd yéu cau (néu ngudi co yéu cau lua
chon hinh thtrc ndp hd so truc tuyén).

+ Néu thdy yéu ciu ding ky giam ho du diéu kién theo quy dinh phap
luat, hd so day du, hop 1¢, dung quy dinh, truong hop tiép nhan ho so ding ky
giam ho theo hinh thuc truc tiép, thi cong chirc tu phap - ho tich thyc hién viéc
ghi vao SO dang ky giam ho, cap nhat thong tin dang ky giam ho va luu chinh
thire trén Phan mém dang ky, quan 1y ho tich dién tir dung chung.

Trudng hop tiép nhan ho so ding ky giam ho theo hinh thuc truc tuyén,
cong chirc tu phap - ho tich gui lai biéu mau Trich luc ding ky gidm ho dién tir
v6i thong tin day da cho nguoi yéu ciu qua thu dién tir hodc thiét bi sb.

Nguoi yéu cau c6 trach nhiém kiém tra tinh chinh xac, day du cua cac
thong tin trén biéu mau Trich luc dang ky gidm ho dién tir va xac nhan (t6i da
mot ngay).

Néu ngudi co yéu cau xac nhan thong tin di théng nhat, diy du hoic
khong c6 phan hoi sau thoi han yéu cau thi cong chirc tu phap - ho tich thuc
hién viéc ghi noi dung vao S6 dang ky giam ho, cap nhat thong tin dang ky
giam ho va luu chinh thirc trén Phin mém dang ky, quan 1y ho tich dién tr dung
chung.

- Cong chtrc tu phap - hd tich in Trich luc dang ky giam ho, trinh Lanh
dao UBND ky, chuyén Bo phan mot cira tra két qua cho ngudi c6 yéu cau.

- Ngudi c6 yéu cau ding ky giam ho kiém tra thong tin trén Trich luc
dang ky giam ho, trong S6 ding ky ding ky giam ho, ky tén vao So ding ky
giam ho, nhan Trich luc dang ky giam ho.

Cach thirc thue hién:

Nguoi ¢6 yéu cau ding ky giam ho truc tiép thuc hién hodc ty quyén cho
ngudi khac thyc hién ndp ho so tryc tiép tai Bo phan Tiép nhan va tra két qua
ctia UBND cip xi hodc gui hd so qua hé thdng buu chinh hodc ndp hd so truc
tuyén trén Cong dich vu cong qudc gia (https:/dichvucong.gov.vn) hodc Cong
dich vu cong cép tinh (https:/dichvucong.haiduong.gov.vn).

Thanh phin hd so:
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- To khai ding ky giam ho theo mau (néu nguoi ¢ yéu cau lya chon ndp
hd so theo hinh thirc truc tiép);

- Mau hé tich dién tir twong tac dang ky gidm hé (do nguwoi yéu cau cung
cdp théng tin theo huéng dan trén Cong dich vu c¢éng, néu nguoi c6 yéu cau lya
chon nép hé so theo hinh thirc tryc tuyén);

- Ngudi ¢6 yéu cau dang ky giam ho thue hién viée ndp/xuét trinh (theo
hinh thtc truc tiép) hodc tai 1én (theo hinh thic truc tuyén) cac gidy to sau:

* Gidy to' phdi ngp:

- Van ban cur nguoi giam ho theo quy dinh cua Bo luat Dan su ddi véi
truong hop dang ky giam hg cu.

- Gidy to ching minh diéu kién giam ho duwong nhién theo quy dinh cta
B6 luat Dan sy ddi voi truong hop dang ky giam ho duong nhién. Truong hop
c6 nhiéu nguoi cung du diéu kién lam giam ho duong nhién thi ndp thém vin
ban thoa thuin vé viéc cir mot nguoi lam gidm hd duong nhién.

- Vin ban uy quyén theo quy dinh ctia phap luat trong truong hop uy
quyén thuc hién viéc dang ky giam ho. Truong hop nguoi duoc oy quyén 1a
ong, ba, cha, me, con, vo, ch(‘Bng, anh, chi, em rudt cia nguoi uy quyén thi van
ban ty quyén khong phai chimg thuc.

* Gidy to' phdi xudt trinh:

- Ho chiéu hoidc Chtrng minh nhin dan hodc Thé cin cude cong dan hodc
cac gidy to khac ¢ dan anh va thong tin ca nhan do co quan c6 thim quyén cp,
con gia tri st dung dé chimg minh vé nhan than ciia ngudi co yéu cau diang ky
giam ho. Truong hop cac thong tin ca nhan trong cac gidy to ndy di co trong
CSDLQGVDC, CSDLHTPT, duoc hé thong dién tu dong thi khong phai tai 1én
(theo hinh thirc truc tuyén);

- Gidy to c6 gia tri chimg minh théng tin vé cu tra trong trudng hop co
quan ding ky ho tich khong thé khai thac duoc théng tin vé noi cu tri clia cong
dan theo cac phuong thic quy dinh tai khoan 2 Piéu 14 Nghi dinh s6
104/2022/ND-CP ngay 21/12/2022 cta Chinh phu. Truong hop cac thong tin vé
gidy to ching minh noi cu trii da dugc khai thac tir Co s dir lidu qubc gia vé
dan cu bang cac phuong thirc nay thi nguoi co yéu cau khong phai xuét trinh
(theo hinh thuc truc tiép) hodc tai 1én (theo hinh thuc truc tuyén);

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

*Luuy

- Pbi voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp ho so theo hinh
thire truc tiép:
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+ Nguoi tiép nhan ¢o trach nhiém kiém tra, ddi chiéu voi thong tin trong
t& khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho nguoi
xudt trinh, khong duoc yéu cau ndp ban sao hoic ban chup gidy to do.

+ Nguoi yéu cau ding ky ho tich co thé ndp ban sao chimg thuc tir ban
chinh hodc ban sao duoc cap tir s6 gbe hodc ban chup kém theo ban chinh gidy
to dé ddi chiéu. Truong hop ngudi yéu cau ndp ban chup kém theo ban chinh
gidy to thi ngudi tiép nhan co trach nhiém kiém tra, di chiéu ban chup véi ban
chinh va ky xac nhan, khong duoc yéu cau ngudi di dang ky ndp ban sao gidy to
do.

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

- PBéi voi gidy to gui kém theo néu nguoi yéu cau ndp ho so theo hinh
thire truc tuyén:

+ Ban chup cac gidy to giri kém theo hd so ding ky giam ho truc tuyén
phai bao dam rd nét, day du, toan ven vé ndi dung, 1a ban chup bang may anh,
dién thoai hoac duogc chup, duoc quét béng thiét bi dién tu, tir giéy to duoc cép
hop 1€, con gia tri st dung.

+ Truong hop gidy to, tai liéu phai giri kém trong ho so dang ky giam ho
tryc tuyén di co ban sao dién tir hodc da c6 ban dién tir gidy to ho tich thi nguoi
yéu cau dugc sir dung ban dién tir nay.

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

- Gidy to do co quan c6 thdm quyén cta nudc ngodi cip, cong ching
hodc x4c nhan dé sir dung cho vié¢c dang ky hd tich tai Viét Nam phai dugc hop
phap hoéa 1anh sy theo quy dinh ctia phéap luat, trir truong hop duoc mién theo
diéu wéc quoc té ma Viét Nam la thanh vién.

- Truong hop ngudi yéu cau dang ky giam ho khong cung cap duogc gidy
t& néu trén theo quy dinh hodc gidy td ndp, xudt trinh bi tiy xoa, stra chira, 1am
gia thi co quan ding ky ho tich c6 tham quyén hay bo két qua dang ky giam ho.

S6 lwong hd so: 01 bo

Thoi han giai quyét: 03 ngay lam viéc.

Poi twong thuwe hién thi tuc hanh chinh: C4 nhan, phap nhan.

Co quan thye hién thi tuc hanh chinh:

Uy ban nhén dan cap xa noi cu tril ciia nguoi dugc gidm ho hodc ngudi
giam ho.

Co quan phdi hep: Co quan quan Iy CSDLQGVDC.
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Két qua thue hién thi tuc hanh chinh:

- Trich luc dang ky gidm hd (ban chinh), ban sao Trich luc dang ky giam
ho (truong hop yéu cau cip ban sao Trich luc dang ky giam ho).

- Ban dién tir Trich luc dang ky gidm hé (Ban dién tir sé twr ddng givi vé
Kho quan ly dir liéu dién tw cua ca nhan/dia chi thw dién ti/thiét bi so/dién
thoai ciia nguoi yéu cau sau khi di hodn tat thi tuc ding ky gidm hé tai co quan
dang ky ho tich).

Phi, 1 phi: Mién 1¢ phi.

- Phi cdp ban sao Trich luc ding ky giam hd (néu c6 yéu cau) thyc hién
theo quy dinh tai Thong tu sé 281/2016/TT-BTC ngay 14/11/2016 cta Bo Tai
chinh.

Méiu don, mau to khai:

+ To khai dang ky giam ho (néu ndp hd so theo hinh thic truc tiép);

+ Mau hé tich dién tir twong tdc dang ky gidm ho (néu ndp ho so theo
hinh thirc truec tuyén).

Yéu ciu, diéu Kién thye hién thii tuc hanh chinh: Khong c6

Can cu phap ly:

- B6 luat Dan sy nam 2015;

- Luat HO tich nam 2014;

- 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;

- Nghi dinh sé 87/2020/NB-CP ngay 28/7/2020 ctia Chinh phi quy dinh
vé Co so dit liéu ho tich dién ttr, dang ky ho tich truc tuyén;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cia Chinh phi sira doi,
bd sung mot ) diéu ctia cac nghi dinh lién quan dén viéc nop, xuat trinh s6 ho
khau, so tam tri gié}f khi thyc hién thu tuc hanh chinh, cung cap dich vu cong;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ctia B truéng 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 pha quy dinh chi tiét mot s6 diéu
va bién phap thi hanh Luat Ho tich;

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

- Théng tr s6 03/2023/TT-BTP ngay 02/8/2023 cia Bé truwong B Tw
phdp sira d6i, b6 sung mot sé ndi dung ciia Théong tw s6 01/2022/TT-BTP ngay
04/01/2022 ciia B truéng Bé Tw phdp quy dinh chi tiét mot s6 diéu va bién
phdp thi hanh Nghi dinh sé 87/2020/NP-CP ngay 28/7/2020 ciia Chinh phii quy
dinh vé Co s¢& dir liéu ho tich dién t, dang ky ho tich truc tuyén.
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- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cua Bo truong Bo Tai
chinh quy dinh muec thu, ché do thu, ndp, quan 1y va st dung phi khai thac, st
dung thong tin trong co s& dir ligu ho tich, phi xac nhan co quéc tich Viét Nam,
phi xac nhan 1a ngudi gbe Viét Nam, 18 phi qudc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 caa Bo truong Bo Tai
chinh huéng dan vé phi va 1é phi thudc tham quyén quyét dinh caa Hoi dong
nhan dan tinh, thanh phd truc thudc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 ctua Bo truong Bo Tai
chinh stra d6i, bé sung mot s6 diéu ciia Thong tu s6 85/2019/TT-BTC ngay
29/11/2019 cta Bo Tai chinh huéng dan vé phi va 1& phi thudc thim quyén
quyét dinh cia Hoi dong nhan dan tinh, thanh phé truc thudc Trung wong;

Ghi chii: Phan chit in nghiéng 12 ndi dung sira doi, bo sung, thay thé.
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CONG HOA XA HOI CHU NGHIA VIET NAM

Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY GIAM HQ

Ho, chit dém, t€n NEWOT YEU CAU: ......o..coooooio s

N OT U UL, ) oo oo e oo e e e e e oo

Dé nghi co quan diing ky viéc giam hd giira nhirng nguoi c6 tén duéi day:

Nguwoi giam ho:

HO, CHIE GEIM, TEIN: ..ottt eenn s
Ngay, thang, NAM STNN:.......c.c.oiiiiiiiieee e e e et e e e eeraeeeeeeas
Gio1 tinh: ..o, Dan toC:.......ccoovvveeiiriieeeeeeennn, QUAC tCH: oo,
INOT CU LT @)oo s s st e s e e e s e eessseeeeeseeeeees
GHAY 1O 1Y thANT .o ee et ee e ese e sere e

Nguwoi duge giam hg:
HO, CIUE GEIML, TEI1: ..o

Ngay, thang, NAM SINN: ....c..ooiiiiieie et e e e e e e e sereeesnseeennneeeens
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T61 cam doan nhiing ndi dung khai trén day la dung su that va chiu trach nhiém trude
phap luat vé cam doan cta minh.

Lam tqi: ..., ngay .....thang ... nam ...

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

Dé nghi cap ban sao®: Co D, Khong []
S6 luong:....ban

Chau thich:

() Ghi 16 tén co quan dang ky gidm ho.

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

® Ghi thong tin vé giéy td tiy than nhu: ho chiéu, chimg minh nhén dan
hodc gidy to hop 1¢ thay thé (vi du: Chimg minh nhan déan s6 001089123 do Cong
an thanh phd Ha Noi cp ngay 20/10/2014).

@ Pé nghi danh dau X vao 6 néu ¢ yéu cau cap ban sao va ghi rd so luong.
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NOI DUNG MAU HO TICH PIEN TU TUONG TAC PANG KY GIAM
HO

I. Thong tin vé nguoi yéu cau ding ky giam h
(1) Ho, chit dém, tén;
(2) S6 dinh danh c4 nhan;

(3) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H6 chiéu/Gidy to
hop 16 thay thé); sb, ngay, thang, ndm cip, co quan cip; ban chup dinh kém;

(4) Noi cu trt (noi thuong tri/noi tam tri/noi dang sinh séng).

II. Thong tin vé nguoi giam ho

(5) Ho, chir dém, tén;

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

(7) Gioi tinh;

(8) Dan toc;

(9) Qudc tich;

(10) S6 dinh danh c4 nhan;

(11) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H$ chiéu/Gidy to
hop 16 thay thé); sb, ngdy, thang, nam cip, co quan cip; ban chup dinh kém;

(12) Noi cu tra (noi thudng tra/noi tam tra/noi dang sinh sdng);

II1. Thong tin vé nguoi dwoc giam hd

(13) Ho, chir dém, tén;

(14) Ngay, thang, nam sinh (tdch bi¢t riéng 03 truong thong tin ngay, thang,
nam);

(15) Giéi tinh;

(16) Dan toc;

(17) Qudc tich;

(18) S dinh danh c4 nhan;
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(19) Gidy to tuy than: Loai gidy to st dung (Gidy khai sinh/Thé
CCCD/CMND/Hb chiéu/Gidy to hop 1é thay thé); sb, ngay, thang, nam cép, co
quan cip; ban chup dinh kém;

(20) Noi cu tra (noi thuong tri/noi tam tra/noi dang sinh sdng);
(21) Ly do dang ky giam ho;

(22) Pé nghi cap ban sao:

o Co

S6 lugng ban sao yéu cau: ...

0 Khong

(23) H6 so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan cic thong tin cung cap la dung su that va chiu hoan
toan trach nhiém trudce phap luét vé ndi dung cam doan cua minh.

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

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

Nguoi yéu cau ding ky giam ho nhan Trich lyc dang ky giam ho (ban chinh)
tryc tiép tai co quan ding ky ho tich.

Ban dién tir s€ tu dong gui vé Kho quan ly dir li¢u dién tr cua c4 nhan/dia chi
thu dién tu/thiét bi s6/dién thoai ctia ngudi yéu cau sau khi di hoan tat thi tuc
dang ky giam ho tai co quan dang ky ho tich.
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7. Thii tuc diing ky chim dirt giam ho

Trinh ty thyc hién:

- Néu lya chon hinh thire nop hd so truc tiép, nguoi co yéu cu dang ky
cham dit giam ho ndp ho so diang ky cham dut giam ho tai B phan Tiép nhan
va tra két qua ciia UBND cép xi c6 tham quyén; nop 1é phi néu thudc truong
hop phai ndp 1¢ phi dang ky cham dat giam ho; ndp phi cdp ban sao Trich luc
dang ky cham dit giam ho néu c6 yéu cau cp ban sao Trich luc dang ky chim
dat giam ho.

- Néu lyra chon hinh thirc ndp ho so truc tuyén, ngudi cé yéu cau dang ky
cham dut giam ho truy cap Cong dich vu cong qudc gia hodc Cong dich vu cong
cap tinh, dang ky tai khoan (néu chua c6 tai khoan), xac thuc nguoi dung theo
huéng dan, dang nhap vao hé thong, xac dinh ding Uy ban nhan dan cap xi co
tham quyén.

Nguoi ¢6 yéu cau ding ky chdm dit giam ho truc tuyén cung cap thong
tin theo mau ho tich dién tir twong tac ding ky cham dut giam ho (cung cap trén
Cong dich vu cong), dinh kém ban chup hodc ban sao dién tir cac gidy to, tai
liéu theo quy dinh; nop phi, 1& phi thong qua chirc ning thanh toan tryc tuyén
hoic bang cach thirc khac theo quy dinh phép luat, hoan tit viéc ndp hd so.

- Can b tiép nhan hd so tai BO phan mot cira ¢6 trach nhiém kiém tra
tinh chinh xéc, day du, thong nhat, hop 18 ctia hd so.

(i) Truong hop hé so day du, hop 1€ thi tiép nhan ho so, c6 Phiéu hen, tra
két qua cho ngudi ¢ yéu cau (néu ngudi co yéu cau lya chon hinh thic ndp hd
so truc tiép) hodc guri ngay Phiéu hen, tra két qua qua thu dién tir hodc giri tin
nhan hen tra két qua qua dién thoai di dong cho ngudi cé yéu ciu (néu nguoi co
yéu cau lua chon hinh thirc ndp héd so truc tuyén), dong thoi chuyén ho so dé
cong chirc lam cong tac ho tich xir 1y.

Sau khi tiép nhan ho so theo hinh thic nop truc tiép, can bo tiép nhan ho
so tai BO phan mot cura thuc hién s6 hoa (sao chup, chuyén thanh tai liéu dién tir
trén hé thong thong tin, co sd dir liéu) va ky s6 vao tai lidu, ho so giai quyét thu
tuc hanh chinh d duoc s6 hoa theo quy dinh.

(ii) Truong hop hd so chua dy du, hop 18 thi c6 thong bao cho ngudi yéu
cau bd sung, hoan thién ho so, néu rd loai gidy to, ndi dung can bd sung dé
nguoi co yéu cau bo sung, hoan thién. Sau khi ho so duoc bd sung, thuc hién lai
budc (1);

(iii) Trudng hop ngudi c6 yéu cau ding ky cham dut giam ho khong bod
sung, hoan thién duogc hd so thi bao céo Truong bd phan mot ctra ¢6 thong bao
tir chi giai quyét yéu cau ding ky cham dut giam ho.
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- Cong chirc tu phap - ho tich thAm tra ho so (tham tra tinh thong nhat,
hop 18 cta cac thong tin trong hd so, gidy to, tai lidu do ngudi yéu cdu ndp, xudt
trinh hoac dinh kém).

+ Trudng hop hd so can bo sung, hoan thién hodc khéng du diéu kién giai
quyét, phai tir choi thi giri thong bao vé tinh trang hd so ti BO phan mot cira dé
thong bao cho ngudi ndp ho so — thuc hién lai buée (i1) hodc (i11);

+ Trudng hop can phai kiém tra, xdc minh lam rd hoic do nguyén nhan
khac ma khong thé tra két qua dang thoi gian da hen thi cong chire lam cong tac
ho tich lap Phiéu xin 16i va hen lai ngay tra két qua, trong d6 néu ro 1y do cham
tra két qua va thoi gian hen tra két qua, chuyén B6 phan mot ctra dé tra cho
ngudi cd yéu cau (néu ngudi cé yéu cau lya chon hinh thirc ndp hd so truc tiép),
hodc giri Phiéu xin 151 va hen lai ngay tra két qua qua thu dién tir hodc gui tin
nhin qua dién thoai di dong cho nguoi c6 yéu cau (néu ngudi cd yéu cau lua
chon hinh thtrc ndp hd so truc tuyén).

+ Néu thay ho so day du, hop 1¢, dang quy dinh, trudng hop tiép nhan ho
so dang ky cham dat giam ho theo hinh thire tryc tiép, thi cong chire tu phap -
ho tich thuc hién viéc ghi vao S6 dang ky cham duat giam hd, cap nhat thong tin
dang ky cham dat giam ho va luu chinh thic trén Phan mém dang ky, quan 1y
ho tich dién tir dung chung.

Truong hop tiép nhan hd so dang ky chdm dut giam ho theo hinh thirc
truc tuyén, cong chirc tu phap - ho tich giri lai biéu mau Trich luc dang ky chim
dut giam ho dién tir voi thong tin ddy du cho ngudi yéu cau qua thu dién tir
hogc thiét  bj sb.

Nguoi yéu cau cb trach nhiém kiém tra tinh chinh xac, ddy du cta cac
thong tin trén biéu mau Trich luc ding ky cham dut giam ho dién tir va xac nhan
(t61 da mot ngay).

Néu ngudi co yéu cau xac nhan thong tin di théng nhat, day du hoic
khong c6 phan hoi sau thoi han yéu ciu thi cong chirc tu phap - ho tich thuc
hién viéc ghi noi dung vao S6 dang ky chdm dut giam ho, cap nhat thong tin
dang ky cham dat giam ho va luu chinh thic trén Phan mém dang ky, quan 1y
ho tich dién tir dung chung.

- Cong chue tu phap - ho tich in Trich lyc ding ky chdm dit gidm ho,
trinh Lanh dao UBND kY, chuyén B¢ phan mét cta tra két qua cho ngudi c6
yéu cau.

- Nguoi di dang ky cham dirt giam ho kiém tra thong tin trén Trich luc
dang ky cham dat giam ho, trong S6 ding ky dang ky cham dut giam ho, ky tén
vao S6 dang ky cham dut giam ho, nhan Trich luc dang ky cham dat giam ho.

Cach thirc thwe hién:
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Ngudi co yéu cau ding ky cham dat giam ho tryc tiép thuc hién hodc uy
quyén cho nguoi khac thyc hién ndp ho so truc tiép tai BO phan Tiép nhan va
tra két qua cia UBND cap x4 hodc gui hd so qua hé thong buu chinh hodc nop
hd so truc tuyén trén Cong dich vu cong qudc gia (https://dichvucong.gov.vn)
hoic Cong dich vu cong cap tinh (https://dichvucong.haiduong.gov.vn).

Thanh phén hd so:

- T khai ding ky chdm dat giam ho theo miu (néu ngudi c¢6 yéu cau lua
chon ndp ho so theo hinh thuc truc tiép);

- Mdu hé tich dién tr twong tac dang ky cham dirt gidm hé (do nguoi yéu
cau cung cdp théng tin theo hwéng dan trén Cong dich vu cong, néu nguoi cé
yéu cau lya chon nop hé so theo hinh thirc truc tuyén);

- Nguoi c¢6 yéu cau dang ky chdm dat giam ho thuc hién viée ndp/xuit
trinh (theo hinh thurc truc tiép) hodc tai 1én (theo hinh thurc truc tuyén) cac gidy
to sau:

* Gidy to phdi ngp:

- Giéy to 1am can ¢ chidm dut giam ho theo quy dinh cua B¢ luat Dan su.

- Van ban uy quyén theo quy dinh cua phdp luat trong truong hop uy
quyen thue hién viéc ding ky chdm dat giam ho. Truong hop ngudi dugce uy
quyén 14 6ng, ba, cha me, con, v¢, chong, anh, chi, em rudt cia nguoi Gy quyén
thi van ban iy quyén khong phai chimg thuc.

* Gidy to' phdi xudt trinh:

Ho chiéu hodc Ching 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 cép,
con gid tri sit dung dé ching minh vé nhan than cta ngudi c6 yéu cau ding ky
chdm dut giam ho. Truong hop cic thong tin c4 nhin trong cac gidy to nay da
¢6 trong CSDLQGVDC, CSDLHTPDT, duoc hé thng dién tu dong thi khong
phai tai 1én (theo hinh thirc truc tuyén).

Trudng hop gui hd so qua hé thdng buu chinh thi phai gii kém theo ban
sao c6 chung thuc cac gidy to phai xut trinh néu trén.

*Luuy

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

+ Nguoi tiép nhan ¢o trach nhiém kiém tra, ddi chiéu voi thong tin trong
t& khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho nguoi
xuat trinh, khong duoc yéu cau ndp ban sao hoic ban chup gidy to do.

+ Nguoi yéu cau ding ky ho tich co thé ndp ban sao chimg thuc tir ban
chinh hodc ban sao duoc cap tir s6 gbe hodc ban chup kém theo ban chinh gidy
to dé ddi chiéu. Truong hop ngudi yéu cau ndp ban chup kém theo ban chinh
gidy to thi ngudi tiép nhan co trach nhiém kiém tra, ddi chiéu ban chup véi ban
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chinh va ky xac nhan, khong duoc yéu cau nguoi di dang ky ndp ban sao gidy to
do.

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

- Déi vé6i gidy to gui kém theo néu ngudi yéu cau ndp hd so theo hinh
thire tryc tuyén:

+ Ban chup céc gidy to giri kém theo hd so ding ky cham dut giam ho
truc tuyén phai bdo dam 10 nét, dﬁy du, toan ven vé noi dung, 1a ban chup béng
may anh, dién thoai hodc dugc chup, duoc quét béng thiét bi dién tu, tir giéy to
duoc cép hop 1€, con gia tri st dung.

+ Truong hop gidy to, tai lidu phai giri kém trong hd so ding ky cham dat
giam ho truc tuyén da co ban sao dién tir hoac da co6 ban dién tir giéy to ho tich
thi ngudi yéu cau duoc st dung ban dién tir ndy.

- Khi dén co quan diang ky ho tich nhan két qua (Trich luc ding ky cham
dut giam ho/ban sao Trich luc ding ky chidm dit giam ho), ngudi co yéu cau
dang ky cham dit giam ho xuét trinh gidy to tuy than, ndp cac gidy to 1a thanh
phﬁn hod so dang ky cham dut giam hg theo quy dinh phép luat ho tich.

- Gidy to do co quan c6 tham quyén cta nudc ngodi cip, cong ching
hodc x4c nhan dé sir dung cho viéc dang ky hd tich tai Viét Nam phai dugc hop
phéap héa ldnh su theo quy dinh ciia phap luat, trir trudng hop dugc mién theo
diéu wéc qudc té ma Viét Nam 1a thanh vién.

- Trudng hop ngudi cd yéu cau ding ky cham dat giam ho khong cung
cap duogc gidy to néu trén theo quy dinh hodc gidy to nop, xuét trinh bi tiy x6a,
sira chita, 1am gia thi co quan dang ky ho tich c6 tham quyén hiy bo két qua
dang ky chdm duat giam ho.

S6 lwong ho so: 07 bé

Thoi han gii quyét: 02 ngay lam viéc.

Poi twong thuwe hién thii tuc hanh chinh: Ca nhan, phap nhén.

Co quan thue hién thii tuc hanh chinh: Uy ban nhan dan cip xa noi da
dang ky giam ho trudc day.

Co quan phdi hop: Co quan quan Iy CSDLQGVDC.

Két qua thyee hién thii tuc hanh chinh:

- Trich luc dang ky chdm dut giam ho (ban chinh), ban sao Trich luc ding
ky chidm dut giam ho (truong hop yéu cau cip ban sao Trich luc diang ky chidm
dat giam ho).

- Ban dién twr Trich luc dang ky cham dit giam ho (Ban dién tur sé tu dong
gui ve Kho quan ly dir lieu dién tww cua ca nhan/dia chi thu dién ti/thiét bi
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so/dién thoai ciia ngwoi yéu cau sau khi da hoan tat thi tuc dang ky cham dirt
giam ho tai co quan dang ky ho tich).

Phi, 18 phi: Mién 1¢ phi.

- Phi cdp ban sao Trich luc ding ky cham dut giam ho (néu co yéu cau)
thuc hién theo quy dinh tai Thong tu s6 281/2016/TT-BTC ngay 14/11/2016
cua B0 Tai chinh.

MAiu don, méu to khai:

+ To khai ding ky chidm dut giam ho (néu ndp ho so theo hinh thire truc
tiep);

+ Mau hé tich dién tir twong tac dang ky cham diet gidm hé (néu ndp ho
so theo hinh thirc triee tuyén).

Yéu ciu, diéu Kién thye hién thii tuc hanh chinh: Khong c6

Can cu phap ly:

- B luat Dan sy nam 2015;

- Luat HO tich nam 2014;

- 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;

- Nghi dinh sé 87/2020/NB-CP ngay 28/7/2020 ctia Chinh phi quy dinh
vé Co so dit liéu ho tich dién ttr, dang ky ho tich truc tuyén;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cia Chinh phi sira doi,
bd sung mot ) diéu ctia cac nghi dinh lién quan dén viéc nop, xuat trinh s6 ho
khau, so tam tri gié}f khi thyc hién thu tuc hanh chinh, cung cap dich vu cong;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cta B trudéng 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 pha quy dinh chi tiét mot s6 diéu
va bién phap thi hanh Luat Ho tich;

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

- Théng tr s6 03/2023/TT-BTP ngay 02/8/2023 cia Bé truwong B Tw
phdp sira d6i, b6 sung mot sé ndi dung ciia Théong tw s6 01/2022/TT-BTP ngay
04/01/2022 ciia B truéng Bé Tw phdp quy dinh chi tiét mot s6 diéu va bién
phdp thi hanh Nghi dinh sé 87/2020/NP-CP ngay 28/7/2020 ciia Chinh phii quy
dinh vé Co s¢& dir liéu ho tich dién t, dang ky ho tich truc tuyén;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cua Bd truéng B Tai
chinh quy dinh mtc thu, ché do thu, ndp, quan 1y va st dung phi khai thac, st
dung thong tin trong co s& dit 1iéu ho tich, phi xac nhan co quéc tich Viét Nam,
phi xac nhan 1a ngudi gbe Viét Nam, 18 phi qudc tich;
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- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 caa Bo truong Bo Tai
chinh huéng dan vé phi va 1é phi thudc tham quyén quyét dinh caa Hoi dong
nhan dan tinh, thanh phd truc thudc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 ciia B truong Bo Tai
chinh stra d6i, bé sung mot sé diéu ciia Thong tu s6 85/2019/TT-BTC ngay
29/11/2019 cta Bo Tai chinh huéng dan vé phi va 1& phi thudc thim quyén
quyét dinh cia Hoi dong nhan dan tinh, thanh phé tryc thudc Trung wong.

Ghi chii: Phan chit in nghiéng 12 ndi dung sira doi, bo sung, thay thé.
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Ngay, thang, NAM SINN: ..o e e e e e e e e e e e e e e e e
Gio1 tinh: oo Dan toC:......ovvveeiviieeiiiieeeeeenn. QUAC tCh: e,
INOT CU ITD: et ettt et et e e et e et e et e et eeaeesaeeeeaee e

D3 dang Ky @1Am 0 tal @ .....c.ooieieiieeeeeee e

ngay ....... thang ......... nam ......... SOueeeeeeeree e QUYEN SO e

Ly do cham dirt VI8 GIAM BB ......o.oooviviioeieeeeeeeeeee e
T6i cam doan nhitng ndi dung khai trén day 1a ding sy that va chiu trach nhiém trudc phap
luat vé& cam doan caa minh.

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

Ngudi yéu ciu
(Ky, ghi ro ho, chit dém, tén)
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Dé nghi cip ban sao®: Co D, Khong []
S6 lwong:...ban

Chu thich:

@ Ghi 15 tén co quan ding ky chdm dut giam ho.

® Ghi theo noi dang ky thuong tra, néu khong c6 noi ding ky thudng tra
thi ghi theo noi dang ky tam tra; truong hop khong ¢ noi dang ky thuong tri 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 nhan dan
hodc gidy to hop 1é thay thé (vi du: Chimg minh nhan dan s6 001089123 do
Cong an thanh ph Ha Noi cap ngay 20/10/2014).

@ Ghi 16 tén co quan dang ky giam ho trude day (s6, ngay thang nim ding
k).

® Pé nghi danh ddu X vao 6 néu co yéu cau cap ban sao va ghi rd sb
luong.
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NOI DUNG MAU HO TICH PIEN TU TUONG TAC
PANG KY CHAM DUT GIAM HQ

I. Thong tin vé nguwdi yéu ciu ding ky chim dirt giam h
(1) Ho, chir dém, tén;
(2) S6 dinh danh ca nhan;

(3) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H$ chiéu/Gidy to
hop 16 thay thé); sb, ngdy, thang, ndm cip, co quan cip; ban chup dinh kém;

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

II. Thong tin vé nguoi giam hd

(5) Ho, chir dém, tén;

(6) Ngay, thang, nam sinh (tdch biét riéng 03 truong thong tin ngay, thang,
nam);

(7) Gioi tinh;

(8) Dan toc;

(9) Qudc tich;

(10) Sé dinh danh c4 nhan;

(11) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H$ chiéu/Gidy to
hop 16 thay thé); sb, ngdy, thang, nam cip, co quan cip; ban chup dinh kém;

(12) Noi cu tra (noi thudng tra/noi tam tra/noi dang sinh sdng).
II1. Thong tin vé ngudi dwge giam hd
(13) Ho, chitr dém, tén;

(14) Ngay, thang, ndm sinh (tach bi¢t riéng 03 truong thong tin ngady, thang,
nam);

(15) Giéi tinh;

(16) Dan toc;

(17) Quédc tich;

(18) Sé dinh danh c4 nhén;
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(19) Gidy to tiy than: Loai gidy to st dung (Gidy khai sinh/CCCD/CMND/H®
chiéu/Giay to hop 1€ thay the); so, ngay, thang, nam cap, co quan cap; ban chup
dinh kém:;

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

(21) Pang ky giam ho: sb, ngay, thang, ndm dang ky, co quan ding ky;

(22) Ly do chdm dut giam ho;

(23) dé nghi cap ban sao:

o Co

S6 lugng ban sao yéu cau: ...

0 Khong

(24) H so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan cac thong tin cung cap 1a dung su that va chiu hoan
toan trach nhiém trudc phap luat vé ndi dung cam doan cta minh.

* Truong hop céc thong tin vé gidy to chimg minh noi cu trii dd duoc khai thac
tir CSDLQGVDC, duoc hé théng dién ty dong thi khong phai xuét trinh (theo
hinh thtrc truc tiép) hodc tai 1én (theo hinh thirc truc tuyén)

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

Nguoi yéu cau ding ky chdm dit giam ho nhan Trich luc dang ky chdm duat
giam ho (ban chinh) truc tiép tai co quan dang ky ho tich.

Ban dién tir s€ tuy dong g vé Kho quan 1y dir li¢u dién tr cua ca nhan/dia chi
thu dién tu/thiét bi so/dién thoai ctia ngudi yéu cu sau khi di hoan tat thi tuc
dang ky chdm dat giam ho tai co quan dang ky ho tich.
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8. Thii tuc thay d6i, cai chinh, bo sung thong tin hé tich

Trinh ty thyc hién:

- Néu lya chon hinh thire nop hd so truc tiép, nguoi co yéu cu dang ky
thay doi, cai chinh, bd sung thong tin ho tich ndp hd so thay ddi, cai chinh, bd
sung thong tin ho tich tai Bo phan Tiép nhan va tra két qua cia UBND cap x4
c¢6 tham quyén; ndp 1é phi néu thudc truong hop phai ndp 1é phi thay doi, cai
chinh, bd sung thong tin ho tich; nép phi cp ban sao Trich luc thay doi, cai
chinh, bo sung thong tin ho tich néu c6 yéu cau cip ban sao Trich luc thay doi,
cai chinh, bod sung thong tin ho tich.

- Néu lua chon hinh thtrc nop ho so truc tuyén, nguoi co yéu cau thay doi,
cai chinh, b6 sung thong tin ho tich truy cdp Cong dich vu cong qudc gia hoic
Cong dich vu cong cép tinh, ding ky tai khoan (néu chua co tai khoan), xac
thuc nguoi dung theo hudng dan, dang nhap vao hé thong, xac dinh ding Uy
ban nhén dan cip xi c6 tham quyén.

Nguoi ¢6 yéu cau ding ky thay ddi, cai chinh, bo sung thong tin ho tich
truc tuyén cung cép thong tin theo mau ho tich dién tir twong tac thuc hién ding
ky thay d6i, cai chinh, b sung thong tin ho tich (cung cép trén Cong dich vu
cong), dinh kém ban chup hodc ban sao dién tr cac gidy to, tai liéu theo quy
dinh; nop phi, 1¢ phi thong qua chirc nang thanh toan truc tuyén hodc bang cach
thirc khac theo quy dinh phap luat, hoan tat viéc ndp ho so.

- Can bo tiép nhan ho so tai BO phan mdt ctra ¢6 trach nhi€ém kiém tra
tinh chinh xéc, day du, thong nhat, hop 18 cta ho so.

(i) Trudong hop ho so ddy du, hop 1é thi tiép nhan ho so; c6 Phiéu hen, tra
két qua cho nguoi co yéu cau thay doi, cai chinh, bo sung thong tin ho tich (néu
tiép nhan hd so bd sung théng tin ho tich sau 15 gid) (néu ngudi co yéu cau lua
chon hinh thtrc ndp hd so truc tiép) hodc gui ngay Phiéu hen, tra két qua qua thu
dién tr hodc gui tin nhin hen tra két qua qua dién thoai di dong cho nguoi co
yéu cu (néu nguoi co yéu cau lya chon hinh thirc ndp hé so truc tuyén); chuyén
hd so dé cong chirc 1am cong tac ho tich xu 1y.

Sau khi tiép nhén hd so theo hinh thirc nop truc tiép, can bo tiép nhéan hd
so tai BO phan mot cura thuc hién s6 hoa (sao chup, chuyén thanh tai liéu dién tur
trén hé théng thong tin, co so dit liéu) va ky sb vao tai liéu, hd so giai quyét thu
tuc hanh chinh d duoc s6 hoa theo quy dinh.

(ii) Truong hop hd so chua dy du, hop 18 thi c6 thong bao cho ngudi yéu
cau bo sung, hoan thién hd so, néu rd loai giéy to, nd1 dung can bo sung dé
nguoi co yéu cau bod sung, hoan thién. Sau khi hd so duogc bd sung, thuc hi¢n lai
budc (1);

(iii) Truong hop nguoi c6 yéu cau dang ky thay ddi, cai chinh, bo sung
thong tin ho tich khong bo sung, hoan thién dugc ho so thi bao cao Truong bd
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phan mot ctra c6 théng béo tir chdi giai quyét yéu cau dang ky thay doi, cai
chinh, bd sung thong tin ho tich.

- Cong chirc tu phap - ho tich thim tra hd so (tham tra tinh thdng nhat,
hop 18 cta cac thong tin trong ho so, gidy to, tai liéu do ngudi yéu cau ndp, xuat
trinh hodc dinh kém).

+ Truong hop hd so can bd sung, hoan thién hoic khong du diéu kién giai
quyét, phai tir chéi thi giri thong bao vé tinh trang hd so toi B6 phan mét cira dé
thong bao cho ngudi ndp hd so — thyc hién lai bude (i) hoic (iii);

+ Truong hop can phai kiém tra, x4c minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua dang thoi gian da hen thi cong chire lam cong tac
ho tich lap Phiéu xin 13i va hen lai ngay tra két qua, trong d6 néu 1o 1y do cham
tra két qua va thoi gian hen tra két qua, chuyén Bo phan mot cira dé tra cho
nguoi co yéu cau (néu ngudi cd yéu cau lya chon hinh thirc ndp hd so truc tiép),
hodc guri Phiéu xin 15i va hen lai ngay tra két qua qua thu dién tir hodc gui tin
nhin qua dién thoai di dong cho ngudi cd yéu cau (néu ngudi co yéu cau lua
chon hinh thirc ndp ho so truc tuyén).

+ Néu théy viéc thay ddi, cai chinh, bo sung thong tin hd tich 1a co6 co sd,
phu hop voi quy dinh cua phéap luat dan sy va phap luat c6 lién quan, hd so day
du, hop 18, dung quy dinh, truong hop tiép nhan hd so dang ky thay doi, cai
chinh, b6 sung thong tin ho tich theo hinh thirc truc tiép, thi cong chirc tu phap -
ho tich thuc hién viéc ghi vao S6 dang ky thay ddi, cai chinh, bd sung thong tin
ho tich, xac dinh lai dan tdc, cap nhat thong tin dang ky thay doi, cai chinh, bd
sung thong tin ho tich va luu chinh thire trén Phan mém dang ky, quan 1y ho tich
dién tr dung chung.

Truong hop tiép nhan ho so dang ky thay ddi, cai chinh, bo sung thong
tin ho tich theo hinh thirc tryc tuyén, cong chirc tu phap - ho tich gui lai biéu
mau Trich luc thay d6i/cai chinh/bd sung thong tin ho tich, xac dinh lai dan toc
dién tir véi thong tin day du cho nguoi yéu cau qua thu dién tir hodc thiét bi sd.

Ngudi yéu cau cb trach nhiém kiém tra tinh chinh xac, day du cta cac
thong tin trén biéu mau Trich luc thay ddi/cai chinh/bd sung thong tin ho tich,
xac dinh lai dan tdc dién tir va xac nhan (téi da mot ngay).

Néu ngudi co6 yéu cau xac nhan thong tin di théng nhat, day di hoic
khong c6 phan hoi sau thdi han yéu cau thi céng chirc tu phap - ho tich thuc
hién viéc ghi ndi dung vao SO dang ky thay d6i, cai chinh, bd sung thong tin hod
tich, x4c dinh lai dan toc, cap nhat thong tin thay ddi, cai chinh, bd sung thong
tin ho tich va luu chinh thirc trén Phan mém dang ky, quan 1y ho tich dién tir
dung chung.
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- Cong chutrc tu phap - ho tich in Trich lyc thay ddi/cai chinh/bd sung
thong tin ho tich tuong tng, trinh Lanh dao UBND ky, chuyén B6 phan mdt cira
tra két qua cho nguoi co yéu cau.

- Nguoi ¢ yéu cau dang ky thay doi, cai chinh, bo sung thong tin ho tich
kiém tra thong tin trén Trich luc thay d6i/cai chinh/bd sung thong tin ho tich,
trong SO dang ky thay ddi, cai chinh, bd sung thong tin ho tich, xac dinh lai dan
toc, ky tén vao SO dang ky thay doi, cai chinh, bd sung thong tin ho tich, xac
dinh lai dan toc, nhan Trich luc thay ddi/cai chinh/bo sung thong tin ho tich.

Trudng hop thay doi, cai chinh, bd sung thong tin ho tich lién quan dén
Gidy khai sinh, Gidy ching nhan két hon thi cong chirc tu phép - ho tich ghi noi
dung thay d6i, cai chinh h tich vao Giay khai sinh, Gidy chimg nhan két hon;
bd sung thong tin hd tich vao muc twong tng va déng diu vao ndi dung bd
sung.

Truong hop dang ky thay d6i, cai chinh ho tich khong phai tai noi ding
ky ho tich trude day thi Uy ban nhan dan cdp xa phai théng béo bing vin ban
kém theo ban sao trich luc ho tich dén ij ban nhan dan noi dang ky ho tich
trudc day dé ghi vao S6 ho tich.

Truong hop noi dang ky ho tich trude day 1a Co quan dai dién thi Uy ban
nhan dan cap xi phai thong bao bang vin ban kém theo ban sao trich luc ho tich
dén Bo Ngoai giao dé chuyén dén Co quan dai dién ghi vao S6 hé tich.

Cach thirc thye hién:

Nguoi ¢6 yéu cau dang ky thay ddi, cai chinh, bo sung thong tin ho tich
trye tiép thuc hién hodc ty quyén cho nguoi khac thuc hién ndp hd so truc tiép
tai BO phan Tiép nhan va tra két qua cia UBND cap xa hodc gui hd so qua hé
théng buu chinh hodc ndp ho so tryc tuyén trén Cong dich vu céng qubc gia
(https://dichvucong.gov.vn) hodc Céng dich vu cong cdp tinh
(https://dichvucong.haiduong.gov.vn).

Thanh phén hd so:

- To khai dang ky thay doi, cai chinh, bo sung thong tin ho tich, xac dinh
lai dan toc theo mau (néu ngudi co yéu cau lya chon ndp ho so theo hinh thic
truce tiép);

- Mau hé tich dién tr twong tac thuc hién dang ky thay doi, cai chinh, bé
sung théng tin hé tich, xdc dinh lai déan téc (do nguoi yéu cau cung cdp théng
tin theo hwdng dan trén Cong dich vu cong, néu nguoi c¢é yéu cau lwa chon ndp
hé so theo hinh thirc truec tuyén);

- Ngudi ¢6 yéu cau dang ky thay doi, cai chinh, bd sung thong tin ho tich
thuc hién viéc n(f)p/xué'lt trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh
thire truc tuyén) cac gidy to sau:

* Gidy to phdi ngp
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- Gidy to lam cin cr thay d6i, cai chinh, bo sung thong tin ho tich.

- Vin ban Uy quyén theo quy dinh ctia phap luat trong truong hop uy
quyén thuc hién viéc diang ky thay d6i, cai chinh, bo sung thong tin ho
tich. Truong hop nguoi duoc uy quyén la 6ng, ba, cha, me, con, vo, chéng, anh,
chi, em rudt ctia nguoi Gy quyén thi vin ban Gy quyén khong phai chimg thuc.

* Gidy to' phdi xudt trinh

- Ho chiéu hodc Churng minh nhan dan hodc Thé can cudc cong dan hodc
cac gidy to khac ¢ dan anh va thong tin ca nhin do co quan c6 thim quyén cp,
con gia tri str dung dé chtirmg minh vé nhan than cua ngudi ¢ yéu cau ding ky
thay d6i, cai chinh, bo sung thong tin ho tich. Truong hop cac thong tin ¢ nhan
trong cac gidy to nay da co trong CSDLQGVDC, CSDLHTPT, duogc hé théng
dién tu dong thi khong phai tai 1én (theo hinh thuc truc tuyén);

- Gidy to c6 gia tri chung minh thong tin vé cu tra trong truong hop co
quan ding ky ho tich khong thé khai thac duoc théng tin vé noi cu tri clia cong
dan theo cac phuong thic quy dinh tai khoan 2 Piéu 14 Nghi dinh s6
104/2022/ND-CP ngay 21/12/2022 cta Chinh phu. Truong hop cac thong tin vé
gidy to ching minh noi cu tra dd dugc khai thac tir Co sé dit liéu quoc gia vé
dan cu bang cac phuong thirc nay thi nguoi co yéu cau khong phai xuét trinh
(theo hinh thuc truc tiép) hodc tai 1én (theo hinh thic truc tuyén).

Trudng hop gui hd so qua hé thdng buu chinh thi phai gii kém theo ban
sao c6 chung thuc cac gidy to phai xut trinh néu trén.

*Luuy

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

+ Nguoi tiép nhan ¢o trach nhiém kiém tra, ddi chiéu voi thong tin trong
t& khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho nguoi
xuat trinh, khong duoc yéu cau ndp ban sao hoic ban chup gidy to do.

+ Nguoi yéu cau ding ky ho tich co thé ndp ban sao chimg thuc tir ban
chinh hodc ban sao duoc cap tir s6 gbe hodc ban chup kém theo ban chinh gidy
to dé ddi chiéu. Truong hop ngudi yéu cau ndp ban chup kém theo ban chinh
gidy to thi ngudi tiép nhan co trach nhiém kiém tra, di chiéu ban chup véi ban
chinh va ky xac nhan, khong duoc yéu cau ngudi di dang ky ndp ban sao gidy to
do.

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

- PBéi voi gidy to gui kém theo néu nguoi yéu cau ndp ho so theo hinh
thire truc tuyén:
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+ Ban chup cac gidy to giri kém theo ho so ding ky dang ky thay doi, cai
chinh, bd sung thong tin hg tich truc tuyén phai bdo dam ro nét, dﬁy du, toan
ven vé noi dung, 1a ban chup béng may anh, dién thoai hodc dugc chup, dugc
quét bang thiét bi dién tu, tir gidy to dugc cap hop 18, con gia tri str dung.

+ Trudng hop gidy to, tai liéu phai gori kém trong hd so ding ky dang ky
thay ddi, cai chinh, bo sung thong tin hd tich truc tuyén da co6 ban sao dién tur
hodc d3 c6 ban dién tir gidy to ho tich thi nguoi yéu cau dugc st dung ban dién
tr nay.

+ Khi dén co quan ding ky ho tich nhin két qua (Trich luc thay ddi/cai
chinh/ b6 sung thong tin ho tich hodc ban sao Trich luc thay ddi/cai chinh/bd
sung thong tin ho tich), ngudi co yéu cau ding ky thay doi, cai chinh, bd sung
thong tin ho tich xuét trinh gidy to tuy than, ndp cac gidy to 1a thanh phan ho so
dang ky thay d6i, cai chinh, bo sung thong tin ho tich theo quy dinh phap luat
ho tich.

- Gidy to do co quan c6 tham quyén cta nudc ngodi cip, cong ching
hodc x4c nhan dé sir dung cho viéc dang ky hd tich tai Viét Nam phai dugc hop
phap hoa lanh su theo quy dinh ctia phép luat, trir truong hop duge mién theo
diéu wéc qudc té ma Viét Nam 1a thanh vién.

- Trudng hop ngudi yéu cau ding ky c6 yéu cau ding ky thay d6i, cai
chinh, bd sung thong tin ho tich khong cung cép duogc gidy to néu trén theo quy
dinh hoac giéy td ndp, xuét trinh bi téy x6a, stra chira, 1am gia thi co quan dang
ky ho tich c6 tham quyén huy bo két qua dang ky thay doi, cai chinh, bo sung
thong tin ho tich.

S6 lwong ho so: 07 b

Thoi han giai quyét:

- 03 ngay lam viéc dbi voi yéu cau thay doi, cai chinh ho tich; truong hop
phai xac minh thi thoi han giai quyét khong qua 06 ngay lam viéc.

- Ngay trong ngdy lam viéc dbi véi yéu cau bd sung thong tin ho tich,
truong hop nhan hd so sau 15 gio ma khong giai quyét duge ngay thi tra két qua
trong ngdy lam viéc tiép theo.

Poi twong thue hién thi tuc hanh chinh: Ca nhan

Co quan thye hién thﬁ tuc hanh chinh:

- Uy ban nhan dan cp xi noi da dang ky ho tich trudc day hodc Uy ban
nhan dan cap xa noi cu tri ciia nguoi ¢ yéu ciu co tham quyén giai quyét viée
thay d6i, cai chinh cho nguoi chua du 14 tudi, bd sung ho tich cho cong dan
Viét Nam cu tri ¢ trong nudce.

- Uy ban nhén déan cap xa noi da dang ky khai tir trudc day thuc hién viéc
cai chinh nd1 dung dang ky khai ttr.

Co quan phdi hep: Co quan quan Iy CSDLQGVDC.
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Két qua thue hién thi tuc hanh chinh:

- Trich luc thay ddi/cai chinh/bd sung thong tin ho tich (ban chinh), ban
sao Trich luc thay d6i/cai chinh/bo sung thong tin ho tich (truong hop yéu cau
cap ban sao Trich luc thay ddi/cai chinh/bd sung thong tin ho tich).

- Ban dién tw Trich luc thay doi, cai chinh, bo sung thong tin ho tich, xac
dinh lai déan téc (Ban dién tr sé tw dong giri vé Kho quan Iy dir liéu cia cd
nhéan/dia chi thw dién tw/thiét bi so/dién thogi cia nguoi yéu cau sau khi da
hoan tat thi tuc dang ky thay doi, cdi chinh, bé sung théng tin hé tich, xdc dinh
lai dan toc tai co quan dang ky ho tich).

Phi, 1€ phi:

10.000 ddng/1an (d6i voi truong hop ndp hd so truc tiép); 5.000 dong/lan
(d6i voi trudng hop ndp hod so truc tuyén).

* Mién 1& phi cho ngudi thudce gia dinh c6 cong voi cach mang; nguoi
thudc ho nghéo; nguoi khuyét tat.

M4iu don, méu to khai:

+ To khai dang ky thay d6i, cai chinh, bd sung thong tin ho tich, xac dinh
lai dan toc (néu ndp ho so theo hinh thirc truc tiép);

+ Mau hé tich dién tir twong tdc thuc hién dang ky thay doi, cai chinh, boé
sung thong tin ho tich, xdc dinh lai dan toc (néu nop hé so theo hinh thirc truc
tuyén).

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

+ Viéc thay ddi ho, chir dém, tén cho nguoi dudi 18 tudi phai co su dé)ng
¥ cua cha, me¢ nguoi d6 va dugc thé hién rd trong To khai; ddi vai nguoi tu du 9
tudi trd 1én thi con phai co su dong ¥ clia ngudi do.

+ Viéc cai chinh hé tich chi duoc giai quyét sau khi c6 du cin ctr dé xac
dinh co sai sot do 16i ctia cong chirc lam cong tac ho tich hodc cia nguoi yéu
cau dang ky ho tich; khong cai chinh ndi dung trén gidy to ho tich da dwoc cap
hop 1¢ nham hop thirc hoa thong tin trén ho so, gidy to ca nhan khac.

+ Gidy to ho tich quy dinh di cip cho c4 nhan theo quy dinh cta phap
luét vé hd tich trudce ngay 01/01/2016 (ngay Luat Ho tich c¢6 hi¢u luc) co6 gia tri
stt dung ma khong phai bd sung théng tin ho tich con thiéu so véi biéu mau ho
tich hién hanh.

+ Gidy to ho tich dugc cap hop 1& ké tir ngay 01/01/2016 ma thong tin ho
tich con thiéu thi dugc bd sung, néu c6 gié\y to, tai liéu do co quan, t6 chire ¢o
tham quyén cép hop 1¢ chimg minh.

Yéu cau ghi bd sung quéc tich Viét Nam chi thuc hién dbi vai giéy to ho
tich dugc cap ké tir ngay 01/01/2016, sau khi da xac dinh ngudi yéu cau dang c6
quéc tich Viét Nam theo quy dinh cua Luat Quéc tich Viét Nam.

Can ctr phap ly:
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- Luat HO tich nam 2014;

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

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

- Nghidinh §6 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu sta qd(x)i,
bo sung mot sO diép cua cac nghi dinh lién quan dén viéc n@P, xuat trinh s6 ho
khau, so6 tam tra giéy khi thyc hién thu tuc hanh chinh, cung cap dich vu cong;

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

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

- Théng tw s6 03/2023/TT-BTP ngay 02/8/2023 cua B¢ truong B Tu
phap sita doi, b6 sung mét s6 néi dung ciia Thong tw s6 01/2022/TT-BTP ngay
04/01/2022 ciia Bé truéng Bo Tw phdp quy dinh chi tiét mot s6 diéu va bién
phdp thi hanh Nghi dinh sé 87/2020/NP-CP ngay 28/7/2020 ciia Chinh phii quy
dinh vé Co sé dir liéu ho tich dién tir, dang ky ho tich tric tuyén;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cta Bo truong Bo Tai
chinh quy dinh muc thu, ché do thu, ndp, quan 1y va st dung phi khai thac, st
dung thong tin trong co s& dir liéu ho tich, phi xac nhan co quéc tich Viét Nam,
phi xac nhan 1a nguoi géc Viét Nam, 1€ phi quéc tich;

- Théng tu s6 85/2019/TT-BTC ngay 29/11/2019 cta B truong Bo Tai
chinh hudng dan vé phi va 1& phi thudc thim quyén quyét dinh ctiia Hoi dong
nhan dan tinh, thanh phé truc thudc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 caa Bo trudng Bo Tai
chinh stra ddi, bé sung mot sé diéu ctia Thong tu sé 85/2019/TT-BTC ngay
29/11/2019 cua Bo Tai chinh hudéng dan vé phi va 1& phi thuoc thim quyén
quyét dinh ctia Hoi dong nhan dén tinh, thanh phd truc thudc Trung wong.

- Nghi quyét so 05/2023/NO-HDND ngay 13/7/2023 ciia Hoi dong nhdn
dan tinh Hdi Dwong sira doi, b6 sung, bdi bé mot sé néi dung vé mirc thu, ché
do thu, ndp, quan 1y va sir dung mét s6 khodn phi, 1é phi da dwoc quy dinh tai
Nghi quyét s6 17/2016/NO-HPND ngdy 05 thang 10 nam 2016, Nghi quyét s6
04/2018/NOHPND ngay 11 thing 7 ndm 2018, Nghi quyét so 13/2020/NQ-
HPND ngay 24 thang 12 nam 2020 va Nghi quyét s6 04/2022/NO-HPND ngay
12 thdng 7 nam 2022 cua Hoi dong nhdn dén tinh Hai Duwong;

81


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

- Nghi quyét so 06/2023/NO-HPND ngay 13/7/2023 ciia Héi dong nhan
dan tinh Hdi Duong quy dinh mitc thu 1é phi @i véi hoat dong cung cdp dich vu
cong truec tuyén trén dia ban tinh Hai Dirong.

Ghi chii: Phan chit in nghiéng 12 ndi dung sira doi, bo sung, thay thé.
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CONG HOA XA HOI CHU NGHIA VIET NAM

Poc lap=Tudo=Hanhphic—

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

KANh GUE: D e
Ho, chir dém, tén N@Wwoi YEU CAU: .......cccvviiiiiiiiiieecee e
INOT CU LT @ttt ettt eaeeteeteereeneeeaeas
GIAY 1O TUY ThAN: @ittt

P& nghi co quan AN KY VIEC @ ....o.ovmoeeeeeeeeeeeeeeeeeee e
cho nguoi cé tén dwdi day:

Ho, chit d€m, tEN: ...t e e e e are e e e
Ngay, thang, nam SINN: ......oocoiiiiiiie e e e

Gio1 tinh:................ DaAN t0C: . eueeeeeeeeeeeeeeeeeeeeee e Quéc tich: ...............



DA GANG KT ©) oottt ettt ettt ettt ere e
Dttt e e e e e e ettt e e e e e e e et e e e e e ettt e ettt —————a———————————————____aaeeeeeeeeeeeeetettetetetetttettttt————————————————————————
ngay......... thang ......... nam ........... SO weveeeiiienn, QUYEN SO:.eeveeeeiiiiieeeeeiieeee e
INOT AUIE: Ottt ettt
| 9 (P URRR

To61 cam doan nhitng ndi1 dung khai trén day la dang sy that va chiu trach nhiém
trudc phap luat vé cam doan ctia minh.

Nguwoi yéu cau

(Ky, ghi r6 ho, chir dém, tén)

Y kién ctia nguoi duoc thay dbi ho, chir dém, tén YA kién cua cha Vé{ me '(néu 'Ehay doi ho, chix
(néu nguoi d6 tir di 9 tudi tro 1én); xac dinh lai dém, tén cho nguoi dudi 18 tudi)

dan tdc (n€u nguoi do tir du 15 tudi dén dudi 18

BO))
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Chau thich:

@ Ghi 15 tén co quan dang ky viéc thay d6i, cai chinh, bo sung thong tin ho tich, xac dinh lai
dan toc.

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

® Ghi thong tin vé gidy td tuy than, ghi rd sd, co quan cap, ngay cap ho chiéu, ching minh
nhan dan hodc gidy to hop 1¢ thay thé (V7 du: Chimg minh nhan dan s6 001089123 do Cong an
thanh ph6 Ha Noi cap ngay 20/10/2004).

@ Ghi 16 ndi dung loai viéc dé nghi dang ky.

Vi dy: thay d6i ho, tén/ cai chinh phan khai vé chit dém cua ngudi me/ xac dinh lai dan toc/
bo sung phan khai v€é nam sinh ctia ngudi cha.

© Ghi 10 loai viéc ho tich da dang ky trudc day co lién quan.

Vi dy: Da ding ky khai sinh tai UBND xa Ha Hoi, huyén Thudng Tin, thanh phd Ha Noi
ngay 05 thang 01 ndm 2015, s6 10 quyén so 01/2015.

© Ghi rd ndi dung thay doi, cai chinh ho tich, bd sung thong ho tich, xac dinh lai dan tdc
Vi du: - Puoc thay d6i ho tir Nguyén Vian Nam thanh Vil Van Nam.
- Puoc cai chinh nam sinh tir 1975 thanh 1976

D Pé nghi danh dau X vao 6 néu ¢ yéu cau cap ban sao va ghi rd so luong.
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NOI DUNG MAU HO TICH PIEN TU TUONG TAC THUC HIEN
PANG KY THAY POI, CAI CHINH, BO SUNG THONG TIN HQ TICH,
XAC PINH LAI DAN TQC

I. Thong tin vé ngudi yéu cau ding ky thay ddi, cai chinh, bo sung thong tin
ho tich, xac dinh lai dan t¢c

(1) Ho, chit dém, tén;
(2) S6 dinh danh c4 nhan;

(3) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H$ chiéu/Gidy to
hop 16 thay thé); sb, ngay cap, co quan cp; ban chup dinh kém;

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

(5) Quan hé vé1 nguot dugc thay ddi, cai chinh, bd sung thong tin ho tich, xac
dinh lai dan tdc.

II. Thong tin vé nguoi cé ndi dung thay doi
(6) Ho, chir dém, tén;

(7) Ngay, thang, nam sinh (tdch bi¢t riéng 03 trudong thong tin ngay, thang,
nam);

(8) Gioi tinh;
(9) Dan toc;
(10) Qudc tich;
(11) Sé dinh danh c4 nhan;
(12) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H$ chiéu/Gidy td
hop I¢ thay the); s0, ngay cap, co quan cap; ban chyup dinh keém;
(13) Noi cu tra: (noi thudng tri/noi tam tri/noi dang sinh séng).
III. Thong tin vé ndi dung dé nghi ding ky thay déi, cai chinh, b6 sung
thong tin h§ tich, xac dinh lai dan toc
(14) Tén loai Gidy to ho tich da dang ky (s, quyén sd, ngdy, thang, nim ding
ky);
(15) Noi dung d& nghi thay ddi, cai chinh ho tich, bo sung thong ho tich, xéac
dinh lai dan toc;
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(16) Ly do thay d6i, cai chinh hé tich, bd sung théng ho tich, xac dinh lai dan
tdc;

(17) D& nghi cap ban sao:

o Co

S6 lugng ban sao yéu cau:...

o Khong

(18) Phuong thtrc nhan két qua:

o Truc tiép

0O Truc tuyén (ban dién t s€ duoc gui vé Kho quan ly dir liéu cua ca nhan/dia
chi thu dién tir/thiét bi s6/dién thoai cia nguoi yéu cau)

0 Buu chinh (cung cap dia chi noi nhan).

(19) H6 so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan cac thong tin cung cap 1a dung sy that va chiu hoan
toan trach nhiém trudc phap luat vé ndi dung cam doan cua minh.

* Trudng hop céc thong tin vé gidy to chimg minh noi cu trii d3 duoc khai thac
tir CSDLQGVDC, duoc hé thong dién tu dong thi khong phai xuat trinh (theo
hinh thtc truc tiép) hodc tai 1én (theo hinh thirc truc tuyén).

* Mau dién tir trong tac ghi nhan thoi gian (gio, phut, gidy, ngdy, thang, nim)
hoan tat viéc cung cap thong tin; nguoi yéu cau trude d6 di ding nhap vao hé
thng thong qua viée xac thuc dién tir theo quy dinh.
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9. Thii tuc cap Gidy xac nhén tinh trang hon nhan

Trinh ty thyc hién:

- Néu lya chon hinh thic nop hd so truc tiép, nguoi co yéu cau cép Giéy
xé4c nhén tinh trang hon nhan ndp hd so yéu cau cap Gidy xac nhén tinh trang
hén nhéan tai Bo phan Tiép nhan va tra két qua cia UBND cap xi c6 tham
quyén; ndp 1¢ phi néu thudc trudng hop phai ndp 1& phi cdp Gidy xac nhan tinh
trang hon nhan.

- Néu lya chon hinh thtrc ndp hd so truc tuyén, ngudi cd yéu cau cap
Gidy xac nhan tinh trang hon nhéan truy cap Cong dich vu cong quéc gia hoic
Cong dich vu cong cép tinh, dang ky tai khoan (néu chua co tai khoan), xac
thue nguoi dung theo hudng dan, dang nhap vao hé thong, xac dinh ding Uy
ban nhan dan cdp x4 c6 thim quyén.

Nguoi c6 yéu cau cap Gidy xac nhan tinh trang hon nhén truc tuyén cung
cap thong tin theo mau dién tir twong tac cap Gidy x4c nhén tinh trang hon nhan
(cung cip trén Cong dich vu cong), dinh kém ban chup hoidc ban sao dién tir cac
gidy t0, tai liéu theo quy dinh; ndp phi, 1& phi thong qua chirc ning thanh toan
truc tuyén hodc bang cach thire khac theo quy dinh phap luit, hoan tit viéc nop
hd so.

- Can b tiép nhan hd so tai B6 phan mot cira ¢o trach nhiém kiém tra
tinh chinh xéc, day du, thong nhat, hop 18 ctia hd so.

(i) Truong hop ho so day du, hop 1¢ thi tiép nhan ho so; c6 Phiéu hen, tra
két qua cho ngudi ¢ yéu cau (néu ngudi co yéu cau lya chon hinh thic nop hd
so truc tiép) hodc guri ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin
nhan hen tra két qua qua dién thoai di dong cho ngudi cd yéu cau (néu nguoi co
yéu cau lya chon hinh thirc ndp hd so truc tuyén); chuyén hd so dé cong chirc
lam cong tac ho tich xur 1y.

Sau khi tiép nhén hd so theo hinh thirc nop truc tiép, can bo tiép nhéan hd
so tai BO phan mot cura thuc hién sb6 hoa (sao chup, chuyén thanh tai li€u dién tir
trén hé théng thong tin, co so dit liéu) va ky sb vao tai liéu, hd so giai quyét thu
tuc hanh chinh d duoc s6 hoa theo quy dinh.

(ii) Truong hop hd so chua dy du, hop 18 thi c6 thong bao cho ngudi yéu
cau bd sung, hoan thién ho so, néu 1o loai giéy to, nd1 dung can bd sung dé
nguoi co yéu cau bod sung, hoan thién. Sau khi hd so dugc bd sung, thuc hién lai
budce (1);

(iii) Néu ngudi c6 yéu cau cap Gidy xac nhan tinh trang hon nhan khong
bo sung, hoan thi¢n duoc ho so thi bdo cdo Trudong bd phan tiép nhan hd so ¢6
van ban tir chdi giai quyét yéu cau cip Gidy xac nhan tinh trang hon nhan.

- Cong chirc tu phap - ho tich tham tra hd so (thdm tra tinh théng nht,
hop 1& cua cac thong tin trong hd so, gidy to, tai liéu dinh kém).
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+ Trudng hop hd so can bo sung, hoan thién hodc khéng du diéu kién giai
quyét, phai tir chdi thi giri théng bao vé tinh trang hd so téi B6 phan mét cira dé
thong bao cho ngudi ndp hd so — thue hién lai bude (1) hoac (i11);

+ Truong hop can phai kiém tra, x4c minh lam r hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian di hen thi cong chirc 1am cong tac
ho tich lap Phiéu xin 13i va hen lai ngay tra két qua, trong d6 néu 1o 1y do cham
tra két qua va thoi gian hen tra két qua, chuyén BO phan mét cira dé tra cho
ngudi cd yéu cau (néu ngudi cd yéu cau lya chon hinh thirc ndp ho so truc tiép),
hodc giri Phiéu xin 16i va hen lai ngay tra két qua qua thu dién tir hodc gui tin
nhin qua dién thoai di dong cho ngudi cd yéu cau (néu ngudi co yéu cau lua
chon hinh thtrc ndp hd so truc tuyén).

* Trudng hop ngudi yéu cau xac nhan tinh trang hon nhan di ting dang
ky thudng trd tai nhiéu noi khac nhau thi nguoi d6 ¢ trach nhiém chirmg minh
vé tinh trang hon nhan ctia minh. Trudng hop ngudi yéu cau khong ching minh
dugc thi cong chuc tu phéap - ho tich bao cao Chu tich Uy ban nhan dan cép xa
c6 van ban dé& nghi Uy ban nhin dan cdp xa noi nguoi d6 di tung diang ky
thuong tra tién hanh kiém tra, xac minh vé tinh trang hon nhan cta nguoi do.

Sau khi nhan dugc van ban dé nghi, Uy ban nhan dan cép xa dugc yéu
cau, tién hanh kiém tra, xic minh va tra 161 bang vin ban vé tinh trang hon nhan
trong thoi gian thuong tra tai dia phuong ctia ngudi ¢o yéu cau.

Néu két qua kiém tra, xdc minh cho thdy nguoi yéu cau c6 du diéu kién,
viéc cip Gidy xac nhan tinh trang hon nhan 1a phu hop quy dinh phap luat hoic
sau thoi han 20 ngay ké tir ngdy gori van ban yéu cau xac minh ma khong nhan
duoc van ban tra 10i thi cho phép ngudi yéu cau cap Gidy xac nhén tinh trang
hén nhan c6 van ban cam doan vé tinh trang hon nhan ctia minh.

* Trudng hop ngudi yéu cau cap lai Gidy x4c nhan tinh trang hon nhan dé
két hon ma khong nop lai dugc Gidy xac nhan tinh trang hon nhan da duoc cp
trudc ddy, thi ngudi yéu cau phai trinh bay rd 1y do khong ndp lai duoc Gidy
x4c nhan tinh trang hon nhan. Trong thoi han 03 ngdy lam viée ké tir ngdy tiép
nhan hd so, co quan dang ky hd tich c6 van ban trao ddi véi noi du dinh dang
ky két hon trude ddy dé xac minh. Truong hop khéng xac minh duoc hoic
khong nhan duoc két qua xac minh thi co quan dang ky ho tich cho phép nguoi
yéu cau lap vin ban cam doan vé tinh trang hon nhan.

- Trudng hop tiép nhan ho so cip Gidy x4c nhan tinh trang hon nhan theo
hinh thire truc tiép, sau khi hoan tat thi tuc thi cong chirc tu phap - ho tich cap
nhat thong tin xac nhan tinh trang hon nhan va luu chinh thurc trén Phan mém
dang ky, quan 1y ho tich dién tr dung chung.

Truong hop tiép nhan hd so xac nhan tinh trang hon nhan theo hinh thirc
tryc tuyén, cong chire tu phap - ho tich gui lai biéu mau Gidy xac nhan tinh
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trang hon nhan dién tr v6i thong tin day du cho ngudi yéu cau qua thu dién tir
hodc thiét bi so.

Nguoi yéu cau c6 trach nhiém kiém tra tinh chinh xac, day du cua cac
thong tin trén biéu mau Giéy xac nhan tinh trang hon nhan dién tir va xac nhan
(t6i da mot ngay).

Néu ngudi co yéu cau xac nhan thong tin di thdng nhat, diy du hoic
khong c6 phan hdi sau thoi han yéu cau thi cong chirc tu phéap - ho tich cip nhat
thong tin xac nhan tinh trang hon nhan va luu chinh thirc trén Phan mém ding
ky, quan 1y ho tich dién tir dung chung.

- Cong chtrc tu phép - ho tich in Gidy x4c nhan tinh trang hon nhan, trinh
Lanh dao UBND ky, chuyén toi Bo phan mot cira dé tra két qua cho ngudi co
yéu cau.

- Ngudi ¢6 yéu cau cap Gidy xac nhan tinh trang hon nhan kiém tra thong
tin trén Giéy xac nhan tinh trang hon nhan, nhan Giéy xac nhan tinh trang hon
nhan.

Cach thirc thue hién:

Nguoi cd yéu cau cap Gidy xac nhan tinh trang hon nhéan truc tiép thuc
hién hoac uy quyén cho nguoi khac thuc hién ndp ho so truc tiép tai Bo phan
Tiép nhan va tra két qua cuia UBND cép x4 hodc gui hd so qua hé thong buu
chinh hoic nép hd so tryc tuyén trén Codng dich vu cong quoc gia
(https:/dichvucong.gov.vn) hoic Coéng dich vu cong cap tinh
(https://dichvucong.haiduong.gov.vn).

Thanh phin hd so:

- T& khai cap Gidy xac nhan tinh trang hon nhan (néu ngudi c6 yéu cau
lua chon ndp ho so theo hinh thire truc tiép);

- Mau dién tir twong tdc cdp Gidy xdc nhdn tinh trang hén nhén (do
nguoi yéu cau cung cdp thong tin theo hwéng dan trén Céng dich vu cong néu
nguoi co yéu cau lwa chon ndp hé so theo hinh thirc triee tuyén).

- Ngudi ¢6 yéu cau cap Gidy xac nhan tinh trang hon nhan thyc hién viéc
nop/xudt trinh (theo hinh thirc tric tiép) hodc tai 1én (theo hinh thirc tryc tuyén)
cac gidy to sau:

* Gidy to' phdi ngp:

- Trudng hop ngudi yéu cau cap Gidy xac nhan tinh trang hon nhan da co
vo hodc chong nhung di ly hén hoic ngudi vo/chong di chét thi phai xudt trinh
(ban chinh) hodc ndp ban sao gidy to hop 1é dé chirng minh;

- Cong dan Viét Nam da ly hon, hity viéc két hon ¢ nudc ngoai thi phai
ndp ban sao Trich luc ghi cha ly hon.

- Truong hop cé nhan yéu cau cip lai Gidy xac nhan tinh trang hon nhan
dé su dung vao muc dich khac hodc do Giéy xac nhan tinh trang hon nhan da
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hét thoi han st dung theo quy dinh thi phai ndp lai Gidy xac nhan tinh trang hon
nhan da dugc cap trude do.

- Vin ban Uy quyén theo quy dinh ctia phap luat trong truong hop uy
quyén thuc hién viéc cip Gidy xac nhan tinh trang hon nhan. Truong hop ngudi
dugc uy quyén la 6ng, ba, cha, me, con, vo, ché)ng, anh, chi, em rudt ciia nguoi
iy quyén thi van ban uy quyén khong phai chtng thuc.

* Gidy to phdi xudt trinh:

- Ho chiéu hoidc Chtirng minh nhin dan hodc Thé cin cude cong dan hodc
cac gidy to khac ¢ dan anh va thong tin ca nhan do co quan c6 thim quyén cp,
con gia tri st dung dé chimg minh vé nhan than cua ngudi ¢ yéu cau cap Gidy
xé4c nhan tinh trang hon nhan. Truong hop cac thong tin c4 nhan trong cac gidy
td ndy d3 c6 trong CSDLQGVDC, CSDLHTDT, duoc hé thong dién ty dong thi
khong phai tai 1én (theo hinh thirc truc tuyén);

- Gidy to c6 gia tri chimg minh théng tin vé cu tra trong trudng hop co
quan ding ky ho tich khong thé khai thac duoc théng tin vé noi cu tri clia cong
dan theo cac phuong thic quy dinh tai khoan 2 Piéu 14 Nghi dinh s6
104/2022/ND-CP ngay 21/12/2022 cta Chinh phu. Truong hop cac thong tin vé
gidy to ching minh noi cu trii da dugc khai thac tir Co s dir lidu qubc gia vé
dan cu bang cac phuong thirc nay thi nguoi co yéu cau khong phai xuét trinh
(theo hinh thuc truc tiép) hodc tai 1én (theo hinh thuc truc tuyén).

Trudng hop goi ho so qua hé thong buu chinh thi phai gii kém theo ban
sao c6 chimg thuc cac gidy to phai xudt trinh néu trén.

*Luuy

- Truong hop yéu cau cap Gidy xac nhan tinh trang hon nhan dé sir dung
vao muc dich két hon thi co quan dang ky ho tich chi cap 01 ban cho nguoi
yéu cau.

- Truong hop yéu cau cap Gidy xac nhan tinh trang hon nhan dé sir dung
vao muc dich khac, khong phai dé dang ky két hon thi trong Gidy xac nhén tinh
trang hon nhan phai ghi ré6 muc dich str dung, s6 lugng Gidy xac nhén tinh trang
hén nhan duge cap theo yéu cau.

- Truong hop yéu ciu cip Gidy xac nhan tinh trang hén nhan dé két hon
v6i nguoi cung gidi tinh hodc két hon voi ngudi nude ngoai tai Co quan dai
dién nudc ngoai tai Viét Nam thi co quan ding ky ho tich tir chéi giai quyét.

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

+ Nguoi tiép nhan co trach nhiém kiém tra, d6i chiéu voi thong tin trong
to khai, chup lai hodc ghi lai thong tin dé luu trong ho so va tra lai cho nguoi
xudt trinh, khong duoc yéu cau ndp ban sao hoic ban chup gidy to do.
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+ Nguoi yéu cau ding ky ho tich co thé ndp ban sao chimg thuc tir ban
chinh hodc ban sao duoc cip tir s6 gbc hodc ban chup kém theo ban chinh gidy
td dé ddi chiéu. Trudng hop ngudi yéu cau ndp ban chup kém theo ban chinh
gidy to thi nguoi tiép nhan c6 trach nhiém kiém tra, d6i chiéu ban chyp voi ban
chinh va ky xac nhan, khong duoc yéu cau ngudi di dang ky ndp ban sao gidy to
do.

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

- Déi vé6i gidy to gui kém theo néu ngudi yéu cau ndp hd so theo hinh
thire tryc tuyén:

+ Ban chup cac gidy to giri kém theo hd so cap Gidy xac nhén tinh trang
hon nhan truc tuyén phai bao dam 10 nét, déy du, toan ven vé ndi dung, 1a ban
chup bﬁng may anh, di¢n thoai hoac dugc chup, dugc quét b'fmg thiét bi dién tu,
tir gidy to duoc cap hop 1¢, con gid tri sir dung.

+ Trudng hop gidy to, tai liéu phai giri kém trong hd so cip Gidy xéc
nhan tinh trang hon nhan truc tuyén da c6 ban sao dién tr hoac da co ban dién
tir gidy to ho tich thi ngudi yéu cau duoc st dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua, nguoi cd yéu cau cip
Gidy xéac nhan tinh trang hon nhan xuét trinh gidy to tuy than, ndp cac gidy to 1a
thanh phan ho so cap Gidy xac nhan tinh trang hon nhan theo quy dinh phap
luat ho tich.

- Gidy to do co quan c6 tham quyén cta nudc ngodi cip, cong ching
hodc x4c nhan dé sir dung cho viéc dang ky hd tich tai Viét Nam phai dugc hop
phap hoa lanh su theo quy dinh ctia phép luat, trir truong hop duge mién theo
diéu wéc qudc té ma Viét Nam 1a thanh vién.

- Trudng hop nguodi yéu cdu cAp Gidy xdc nhan tinh trang hon nhan
khong cung cap duoc gidy to néu trén theo quy dinh hodc gidy to ndp, xudt trinh
bi tay x0a, sira chita, lam gia thi co quan dang ky ho tich c6 thim quyén huiy bo
két qua x4c nhan tinh trang hon nhan.

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

Co quan diang ky ho tich tir chdi giai quyét hodc dé nghi co quan c6 thim
quyén huy bo két qua dang ky ho tich, néu c6 co so xac dinh ndi dung cam doan
khong dliing sy that.

S0 lwong ho so: 01 bé
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Thoi han gidi quyét: 03 ngay lam viéc; truong hop phai xac minh thi
thoi han giai quyét khong qua 23 ngay.

P6i twong thue hién thi tuc hanh chinh: Ca nhan

Co quan thye hién thi tuc hanh chinh:

- Uy ban nhan dén cp x4 noi ngudi yéu cau cap Gidy xac nhén tinh trang
hon nhan thuong tru.

- Trudng hop nguoi yéu cau cdp Gidy xac nhan tinh trang hén nhan
khong c6 noi thuong tri nhung cé dang ky tam tra theo quy dinh cua phép luat
vé cu tra thi Uy ban nhan dan cap xa noi tam tr thuc hién viéc cap Gidy xéc
nhan tinh trang hon nhan.

Co quan phéi hop: Co quan quan Iy CSDLQGVDC, Uy ban nhan déin
cap xa noi thuong tra trudc ddy cta nguoi yéu cau cap Gidy xac nhén tinh trang
hén nhan (truong hop ngudi yéu cau da thuong tri ¢ nhiéu noi khac nhau), Uy
ban nhan dan noi du dinh ding ky két hon trudc day.

Két qua thue hién thii tuc hanh chinh:

- Gidy x4c nhan tinh trang hon nhéan (ban chinh).

- Ban dién tr Gicfy xdc nhan tinh trang hon nhdn (Ban dién tw sé tw dong
gui vé Kho quan ly dir licu dién tw cua ca nhan/dia chi thu dién tir/thiét bi
so/dién thoai ciia nguoi yéu cdau sau khi da hoan tdt thi tuc cdp Gidy xdc nhdn
tinh trang hon nhan tai co quan dang ky ho tich).

Lé phi:

10.000 ddng/ lan (d6i voi trudng hop ndp hd so truc tiép); 5.000 dong/lan
(461 voi trudng hop ndp ho so truc tuyén)

* Mién 1¢ phi cho ngudi thudc gia dinh c6 cong voéi cach mang; nguoi
thudc hd nghéo; nguoi khuyét tat.

MAu don, mAu to khai:

+ To khai cap Gidy xac nhan tinh trang hon nhan theo mau (néu nop hd
so theo hinh thirc truc tiép);

+ Mdu dién tir twong tdc cdp Gidy xdc nhdn tinh trang hén nhan (néu nép
ho so theo hinh thirc truec tuyén).

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

Truong hop yéu cau xac nhan tinh trang hon nhan nham muc dich két hon
thi ngudi yéu cau phai dap ung du diéu kién két hon:

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

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

- Khong bi mat nang lyc hanh vi dan su;

- Viéc két hon khong thude mét trong cac trudong hop cAm két hon, gdm:

+ Két hon gia tao, ly hon gia tao;

+ T40 hon, cudng ép két hon, lira dbi két hon, can tro két hon;
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+ Ngudi dang c6 vo, co chong ma két hon véi ngudi khac hodc chua cd
v, chua c¢6 chong ma két hon véi ngudi dang ¢ chdng, co vo;

+ Két hon gitra nhitng nguoi cing dong mau vé truc hé; giita nhiing
nguoi c6 ho trong pham vi ba doi; gitta cha, me nudi vdi con nuoi; gitra nguoi
da tung 1a cha, me nudi voi con nudi, cha chéng véi con dau, me vo véi con ré,
cha duong véi con riéng cia vo, me ké véi con riéng ctia chong.

- Nha nude khong thira nhan hon nhan gitta nhitng nguo1 cung gidi tinh.

Truong hop yéu cdu cip Gidy xac nhan tinh trang hon nhan dé st dung
vao muc dich khac, khéng phai dé dang ky két hon, thi ngudi yéu cau khong
phai dap ting diéu kién két hon.

Can cuw phap ly:

- Luat Hon nhan va gia dinh ndm 2014;

- Luat HO tich nam 2014;

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

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ctia Chinh phu quy dinh
vé Co s& dit liéu ho tich dién tu, dang ky ho tich truc tuyén;

- Nghidinh §6 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu sta qd(x)i,
bo sung mot sO diép cua cac nghi dinh lién quan dén viéc n@P, xuat trinh s6 ho
khau, so6 tam tra giéy khi thyuc hién thu tuc hanh chinh, cung cap dich vu cong;

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

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

- Théng tw s6 03/2023/TT-BTP ngay 02/8/2023 cia B¢ truong B Tw
phap sira d6i, b6 sung mét sé ndi dung ciia Thong tw s6 01/2022/TT-BTP ngay
04/01/2022 ciia B truéng Bo Tw phdp quy dinh chi tiét mot s6 diéu va bién
phdp thi hanh Nghi dinh sé 87/2020/NP-CP ngay 28/7/2020 ciia Chinh phii quy
dinh vé Co sé dir liéu ho tich dién tir, dang ky ho tich tric tuyén;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cta Bo truong Bo Tai
chinh quy dinh muec thu, ché do thu, ndp, quan 1y va st dung phi khai thac, st
dung thong tin trong co s& dir liéu ho tich, phi xac nhan co quéc tich Viét Nam,
phi xac nhan 1a nguoi géc Viét Nam, 1€ phi quéc tich;

94


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

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 caa Bo truong Bo Tai
chinh huéng dan vé phi va 1é phi thudc tham quyén quyét dinh caa Hoi dong
nhan dan tinh, thanh phd truc thudc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cta Bo truong Bo Tai
chinh stra d6i, bé sung mot sé diéu ciia Thong tu s6 85/2019/TT-BTC ngay
29/11/2019 cta Bo Tai chinh huéng dan vé phi va 1& phi thudc thim quyén
quyét dinh cia Hoi dong nhan dan tinh, thanh phé tryc thudc Trung wong.

- Nghi quyét s6 05/2023/NQO-HPND ngay 13/7/2023 ciia Hoi dong nhan
dan tinh Hai Duong siva doi, bo sung, badi bo mot s0 noi dung vé mire thu, ché
dé thu, ndp, qudn 1y va st dung mét s6 khodn phi, 1é phi da dwoc quy dinh tai
Nghi quyét sé 17/2016/NO-HDPND ngay 05 thang 10 nam 2016, Nghi quyét sé
04/2018/NOHPND ngay 11 thing 7 ndm 2018, Nghi quyét so 13/2020/NO-
HPND ngay 24 thang 12 nam 2020 va Nghi quyét s6 04/2022/NQ-HPND ngay
12 thang 7 nam 2022 cua Hoi dong nhdn déan tinh Hai Duwong;

- Nghi quyét so 06/2023/NO-HPND ngay 13/7/2023 ciia Héi dong nhén
dan tinh Hdi Duong quy dinh mirc thu 1é phi @i véi hoat dong cung cdp dich vu
cong truec tuyén trén dia ban tinh Hai Dirong.

Ghi chii: Phan chit in nghiéng 14 noi dung stra d6i, bo sung, thay thé.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phic

TO KHAI CAP GIAY XAC NHAN TiNH TRANG HON NHAN

KANh @U: Do,

Ho, chir dém, tén NEWOT YEU CAUS ....o.o.voivieieeeeeeeeeeeeeeeeee e,
NOT CU T @) oottt ettt ettt ettt et et et aeene e eteeaeesenes
GHAY 0 Y ThANT ..ot
Quan hé v&i nguoi duge cap Gidy xac nhan tinh trang hon nhan: .............coccooovevvevevecnennnn,
Pé nghi cap Gidy xac nhin tinh trang hon nhan cho nguoi ¢6 tén duwéi day:

Ho, chilt A€, tEI: ...ttt e et e e e e e e e e e e
Ngay, thang, NAM SINN: ...t e e e e re e e erreaeeeeas
GiGitinh: .......oevveeeees DANOC: oo, QTSI T AU
INOT CU T 1ottt ettt et st se e b s s b se s s ese s
GHAY 1O 1Y thANT Dot
Tinh trang hon NhAN: @ .. ........c.oooiiioeieeeeee et e,
Muc dich sir dung Gidy xac nhén tinh trang hon nhan: ©................ccoooiviiiiceeeeee

T6i cam doan nhiing ngi dung khai trén day la dung sw that va chiu trach nhiém truéc
phdp ludt vé cam doan ciia minh.
Lam t@i:.........cccooovvenn, ngay ... thang ......... nAaM ..............
Ngudi yéu ciu
(Ky, ghi 6 ho, chit dém, tén)
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.................................

Chau thich:

O Ghi 13 tén co quan cip gidy XNTTHN.

@ Trudng hop cong dan Viét Nam cu tra trong nude thi ghi theo noi ding ky thudng tra, néu khong c6
noi dang ky thudng tru thi ghi theo noi dang ky tam tru.

Truong hop cong dan Viét Nam cu tru ¢ nude ngoai thi ghi theo noi thuong trd hodc tam tra ¢ nude

ngoai.

® Ghi thoéng tin vé gidy to tily than nhu: ho chiéu, chimg minh nhan dan hodc gidy to hop 18 thay thé (vi
du: Ching minh nhan déan s6 001089123 do Cong an thanh phd Ha Noi cap ngay 20/10/2004).

@ Poi véi cong din Viét Nam cu trii 6 trong nuwéc thi ghi vé tinh trang hon nhén hién tai: dang cé vo
hodc cé chong; hodc chwa ding ky két hén véi ai; hodc di ding ky két hon/da cé ve hodc chéng, nhung
dd ly hon hodc nguwoi kia di chét.

Déi véi nguwoi dang cé vo/chong yéu ciu xdc nhin tinh trang hén nhén trong thoi gian trwée khi
ding ky két hon thi ghi: Trong thoi gian tir ngay...thdng....ndm....dén ngay....thdng.....nam....chuwa
ding ky két hén véi ai; hién tai dang cé vo/chong la ba/éng... (Gidy chitng nhén két hén sé ..., do ... cip
ngay...thang...nam).

D6i v6i cong dan Viét Nam cur trii & nude ngoai cd yéu cau xac nhan tinh trang hén nhan trong thoi gian
cu tré tai Viét Nam trudce khi xuét canh; nguoi da qua nhiéu noi thuong tri khac nhau dé nghi xac nhén tinh
trang hon nhan tai noi thuong tra trudc ddy thi khai vé tinh trang hon nhan cta minh trong thoi gian da
thuong trG tai noi d6 (Vi du: Khong ding ky két hén véi ai trong thoi gian cu tra
1| TR , tr ngay...... thang ..... nam ......... dén ngay ........ thang ....... nam ........ ).

Déi voi cong dan Viét Nam dang cu tri & nude ngoai, ¢o yéu cau xac nhéan tinh trang hon nhan trong
thoi gian cu tri & nudc ngoai, thi khai vé tinh trang hén nhan ciia minh trong thoi gian cu tra tai nudce d6 (Vi
du: trong thoi gian cu tri tai CHLB Puc tur ngay ....... thang ..... nam ....... dén ngay ... thang .......
nam ........ khong dang ky két hon véi ai tai Pai st quan Viét Nam tai CHLB Drc).

©) Ghi rd muc dich s dung Giéy xac nhan tinh trang hon nhan. Truong hgp st dung Giéy xac nhan tinh
trang hon nhan dé két hon, thi phai ghi 16 két hon véi ai (ho, chit dém, tén; ngay, thang, nam sinh; qudc tich;
gidy to tly than; noi cur tri); noi du dinh dang ky két hon.
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NOI DUNG MAU PIEN TU TUONG TAC YEU CAU
CAP GIAY XAC NHAN TINH TRANG HON NHAN

I. Thong tin vé ngudi yéu cau cap Gidy xac nhin tinh trang hon nhén
(1) Ho, chir dém, tén;
(2) S6 dinh danh c4 nhan;

(3) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H$ chiéu/Gidy to
hop 16 thay thé); sb, ngdy, thang, nam cip, co quan cip; ban chup dinh kém;

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

(5) Quan hé v6i ngudi dugc cap Gidy xac nhan tinh trang hon nhan.

II. Thong tin vé nguoi dwoce cAp Gidy xac nhén tinh trang hon nhin

(6) Ho, chir dém, tén;

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

(8) Gidi tinh;

(9) Dan tQc;

(10) Qudc tich;

(11) Sé dinh danh c4 nhan;

(12) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H$ chiéu/Gidy td
hop 16 thay thé); sb, ngdy, thang, nam cip, co quan cip; ban chup dinh kém;

(13) Noi cu tra (noi thuong tru/noi tam tri);
(14) Tinh trang hon nhan;

(15) Muc dich str dung Giéy XNTTHN: Ghi ré6 muc dich st dung Giéy xac nhan
tinh trang hon nhan. Truong hop sir dung Gidy x4c nhan tinh trang hon nhan dé
két hon, thi phai ghi 10 két hon véi ai (ho, chitr dém, tén; ngay, thang, nam sinh,;
qudc tich; gidy to tuy than); noi du dinh dang ky két hon.

(16) Phuong thtrc nhan két qua:
o Truc tiép

o Truc tuyén (ban dién tir s& duoc giri vé Kho quan 1y dir liéu cta ca nhan/dia
chi thu dién tir/thiét bi s6/dién thoai cia nguoi yéu cau)

0 Buu chinh (cung cap dia chi noi nhan).
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(17) Ho so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan cic thong tin cung cp 1a dung su that va chiu hoan
toan trach nhiém trude phap luét vé ndi dung cam doan cuia minh.

* Truong hop cac thong tin vé gidy to chirng minh noi cu tra da duoc khai thac
tir CSDLQGVDC, duoc hé thong dién tu dong thi khong phai xuat trinh (theo
hinh thtc truc tiép) hodc tai 1én (theo hinh thirc truc tuyén).

* Mau dién tir twong tac ghi nhan thoi gian (gid, phut, gidy, ngdy, thang, nim
hoan tat viéc cung cap thong tin); nguoi yéu cau trude do da dang nhap vao he
théng thong qua viée xac thuc dién tir theo quy dinh.
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10. Thu tuc dang ky lai khai sinh

Trinh ty thyc hién:

- Néu lya chon hinh thire nop hd so truc tiép, nguoi co yéu cu dang ky
lai khai sinh ndp hd so dang ky lai khai sinh tai BO phan Tiép nhéan va tra két
qua ctia UBND cép xi c6 tham quyén; ndp 1é phi néu thudc truong hop phai
nop 1& phi dang ky lai khai sinh; nop phi cip ban sao Gidy khai sinh néu c6 yéu
cau cap ban sao Gidy khai sinh.

- Néu lua chon hinh thtrc ndp hd so truc tuyén, ngudi c6 yéu cau dang ky
lai khai sinh truy cap Cong dich vu cong qudc gia hoic Cong dich vu cong cap
tinh, dang ky tai khoan (néu chua co tai khoan), xac thuc nguoi dung theo
huéng dan, dang nhap vao hé thong, xac dinh ding Uy ban nhan dan cap xi co
tham quyén.

Ngudi ¢ yéu cau dang ky lai khai sinh tryc tuyén cung cap thong tin theo
mau ho tich dién tir twong tac ding ky lai khai sinh (cung cip trén Cong dich vu
cong), dinh kém ban chup hodc ban sao dién tr cac gidy to, tai liéu theo quy
dinh; ndp phi, 1& phi thong qua chirc niang thanh toan truc tuyén hodc bang cach
thire khac theo quy dinh phép luat, hoan tat viéc ndp ho so.

- Can bo tiép nhan hd so tai BO phan mdt ctra ¢6 trach nhi€ém kiém tra
tinh chinh xéc, day du, thong nhat, hop 18 cta ho so.

(i) Truong hop hd so day du, hop 18 thi tiép nhan ho so, c6 Phiéu hen, tra
két qua cho nguoi c6 yéu cau (néu nguoi c¢o yéu cau lya chon hinh thirc nop ho
so truc tiép) hodc guri ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin
nhan hen tra két qua qua dién thoai di dong cho ngudi c6 yéu cau (néu nguoi co
yéu cau lya chon hinh thirc ndp hd so truc tuyén), déng thoi chuyén hod so dé
cong chirc 1am cong tac ho tich xir 1y.

Sau khi tiép nhan ho so theo hinh thic ndp truc tiép, can bo tiép nhan ho
so tai BO phan mot cura thuc hién s6 hoa (sao chup, chuyén thanh tai li€u dién tir
trén hé thong thong tin, co so dit liéu) va ky s6 vao tai liéu, hd so giai quyét thu
tuc hanh chinh d3 duoc s6 hoa theo quy dinh.

(ii) Truong hop hd so chua dy du, hop 18 thi c6 thong bao cho ngudi yéu
cau bd sung, hoan thién hd so, néu rd loai gidy to, ndi dung can bd sung dé
nguoi o yéu cau bo sung, hoan thién. Sau khi hd so dugce bd sung, thuc hién lai
budc (1);

(iii) Néu nguoi c¢6 yéu cau ding ky lai khai sinh khéng bd sung, hoan
thién dugc ho so thi bio cdo Trudng bd phan tiép nhan hd so c¢é vin ban tir chdi
giai quyét yéu cau ding ky lai khai sinh.

- Cong chirc tu phap - ho tich tham tra hd so (tham tra tinh thong nht,
hop 18 cta cac thong tin trong hd so, gidy to, tai lidu do ngudi yéu cdu ndp, xudt
trinh hoac dinh kém).

100



+ Trudng hop hd so can bo sung, hoan thién hodc khéng du diéu kién giai
quyét, phai tir chdi thi giri théng bao vé tinh trang hd so téi B6 phan mét cira dé
thong bao cho ngudi ndp hd so — thue hién lai bude (1) hoac (i11);

+ Truong hop can phai kiém tra, x4c minh lam r hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian di hen thi cong chirc 1am cong tac
ho tich lap Phiéu xin 13i va hen lai ngay tra két qua, trong d6 néu 1o 1y do cham
tra két qua va thoi gian hen tra két qua, chuyén BO phan mét cira dé tra cho
ngudi cd yéu cau (néu ngudi cd yéu cau lya chon hinh thirc ndp ho so truc tiép),
hodc giri Phiéu xin 16i va hen lai ngay tra két qua qua thu dién tir hodc gui tin
nhin qua dién thoai di dong cho ngudi cd yéu cau (néu ngudi co yéu cau lua
chon hinh thtrc ndp hd so truc tuyén).

Truong hop viéc dang ky lai khai sinh duogc thuc hién tai ij ban nhan
dan cap xa khong phai noi dang ky khai sinh trudc day thi céng chire tu phap -
ho tich bao cao Chu tich Uy ban nhan dan cép X4 ¢6 vin ban dé nghi ny ban
nhan dan cp xa noi ding ky khai sinh trudc day kiém tra, xc minh vé viéc luu
giit s6 ho tich.

Sau khi nhan duoc vian ban dé nghi, Uy ban nhan dan noi di dang ky khai
sinh trudc day tién hanh kiém tra, xic minh va tra 10i bang vin ban vé viéc con
luu gitr hodc khong luu gilt dugce s6 hd tich.

Truong hop gidy to ciia ngudi yéu cau ding ky lai khai sinh khong co
thong tin ching minh quan hé cha, me, con thi co quan dang ky ho tich c6 van
ban dé nghi co quan cong an cd thim quyén xac minh. Trudng hop co quan
cong an tra 101 khong c6 thong tin thi co quan dang ky ho tich cho nguoi yéu
cau dang ky lai khai sinh 13p vin ban cam doan vé thong tin ctia cha, me va xac
dinh nd1 dung khai sinh theo van ban cam doan.

Sau khi nhan duoc két qua xac minh vé viée khong con luu gilt dugc SO
ho tich tai noi da dang ky khai sinh hodc sau thoi han 20 ngay ké tir ngdy gui
van ban yéu cau xac minh ma khong nhan dugc van ban tra 16i, néu thay viéc
dang ky lai khai sinh chinh xac, ding quy dinh phap luat, ho so day du, hop 18,
dung quy dinh, truong hop tiép nhan hd so dang ky lai khai sinh theo hinh thirc
tryc tiép, thi cong chirc tu phéap - ho tich thuc hién viéc ghi vao S6 dang ky khai
sinh, cAp nhat thong tin dang ky lai khai sinh va luu chinh thtc trén Phan mém
dang ky, quan 1y ho tich dién tr dung chung.

Truong hop tiép nhan hd so dang ky lai khai sinh theo hinh thic truc
tuyén, cong chirc tu phap - ho tich guri lai biéu mau Gidy khai sinh dién tir voi
thong tin day du cho nguoi yéu cau qua thu dién tir hodc thiét bi sd.

Ngudi yéu cau cb trach nhiém kiém tra tinh chinh xac, day du cta cac
thong tin trén biéu mau Giéy khai sinh dién tir va xac nhan (téi da mot ngay).
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Néu nguoi co yéu cau xac nhan thong tin di théng nhat, ddy du hoic
khong c6 phan hoi sau thoi han yéu cau thi cong chirc tu phap - ho tich thuc
hién viéc ghi ndi dung vao S6 ding ky khai sinh, cap nhat thong tin dang ky lai
khai sinh va luu chinh thirc trén Phan mém dang ky, quan 1y ho tich dién tr
dung chung.

- Cong chirc tu phap - ho tich in Gidy khai sinh, trinh Lanh dao UBND
ky, chuyén ti Bo phan mot ctra dé tra két qua cho ngudi ¢6 yéu cau.

- Ngudi ¢6 yéu cau dang ky lai khai sinh kiém tra thong tin trén Gidy khai
sinh, trong S0 dang ky khai sinh va ky tén vao S6 dang ky khai sinh, nhan Gidy
khai sinh.

Cach thirc thue hién:

Nguoi c6 yéu cau dang ky lai khai sinh truc tiép thuc hién hodc ty quyén
cho nguoi khac thyc hién viéc dang ky lai khai sinh tai B phan Tiép nhan va
tra két qua cia UBND cip x4 hodc gui hd so qua hé thng buu chinh hodc nop
hd so tryc tuyén trén Cong dich vu cong qudc gia (https:/dichvucong.gov.vn)
hoic Cong dich vu cong cap tinh (https:/dichvucong.haiduong.gov.vn).

Thanh phan ho so

- To khai dang ky lai khai sinh theo mau, trong d6 c6 cam doan ctia nguoi

yéu cu vé viéc di ndp du cac gidy to hién co (néu ngudi ¢ yéu cau lya chon
ndp ho so theo hinh thuc truc tiép);

- Mdu hé tich dién tir twong tac dang ky lai khai sinh, trong d6 c6 cam
doan cac thong tin cung cdp 1a dung su that, khong con ban chinh Gidy khai
sinh, da ndp du cac giéy to hién c6 va chiu hoan toan trach nhiém trude phap
luat vé ndi dung cam doan ctia minh (do nguoi yéu cau cung cap thong tin theo
huong dan trén Céng dich vu cong néu nguoi co yéu cau lya chon nop ho so
theo hinh thirc truc tuyén).

- Nguoi c6 yéu cau ding ky lai khai sinh thuce hién viéc ndp/xuit trinh
(theo hinh thurc truc tiép) hodc tai 1én (theo hinh thirc truc tuyén) cac gidy to
sau:

* Gidy to phdi ngp:

- Ban sao toan bd ho so, gidy to ciia ngudi yéu cau hodc ho so, gidy to, tai
liéu khac trong d6 c6 thong tin lién quan dén ndi dung khai sinh, gom:

+ Ban sao Giay khai sinh do co quan c6 thim quyén cua Viét Nam cap
hop 18 (ban sao duoc chimg thuc tir ban chinh, ban sao duoc cip tir S6 dang ky
khai sinh); Ban chinh hodc ban sao gidy to ¢ gia tri thay thé Gidy khai sinh
duoc cap trude ndm 1945 & mién Béc va trude ndm 1975 & mién Nam.

+ Trudng hop ngudi yéu cau khong co gidy to néu trén thi phai ndp ban
sao gidy to do co quan, to chirc co tham quyén cua Viét Nam cép hop 1& nhu:
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Gidy ching minh nhan dan, Thé cin cudc cong dan hodc Ho chiéu; gidy to
chting minh vé noi cu tra; Bang tot nghiép, Gidy chung nhan, Chung chi, Hoc
ba, hd so hoc tap do co quan ¢ tham quyén cip hodc xac nhan; gidy to khac co
thong tin vé ho, chir dém, tén, ngay, thang, ndm sinh cua ca nhan.

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

- Truong hop ngudi yéu cau dang ky lai khai sinh 13 can bd, cong chiic,
vién chuc, nguodi dang cong tac trong luc lugng vii trang thi phdi c6 van ban xac
nhan cua Thu trudng co quan, don vi vé viée nhitng ndi dung khai sinh cua
nguoi do gém ho, chit dém, tén; gid1 tinh; ngay, thang, ndm sinh; dan tdc; quéc
tich; qué quan; quan hé cha - con, me¢ - con phu hop véi ho so do co quan, don
vi dang quan ly.

- Vin ban Gy quyén theo quy dinh cta phap luat trong trudng hop uy
quyén thuc hién viéc dang ky lai khai sinh. Truong hop ngudi duogc iy quyén 1a
ong, ba, cha, me, con, vo, chéng, anh, chi, em rudt cua nguoi uy quyén thi van
ban iy quyén khong phai chimg thuc.

* Gidy to' phdi xudt trinh:

- Ho chiéu hodc Chtng minh nhan dan hodc Thé cin cudc cong dan hoic
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
lai khai sinh. Truong hop cac thong tin ca nhan trong cic gidy to nay da co
trong CSDLQGVDC, CSDLHTDT, dugc hé théng dién tu dong thi khong phai
tai 1én (theo hinh thirc truc tuyén);

- Gidy to co gia tri ching minh thong tin vé cu tru trong trudng hop co
quan ding ky ho tich khong thé khai thac dugc thong tin vé noi cu tril clia cong
dan theo cac phuong thic quy dinh tai khoan 2 Piéu 14 Nghi dinh sb
104/2022/ND-CP ngay 21/12/2022 ctia Chinh phu. Truong hop cac thong tin vé
gidy to ching minh noi cu trii da dugc khai thac tir Co sé dir lidu quéc gia vé
dan cu bang cac phuong thirc nay thi nguoi co yéu cau khong phai xuét trinh
(theo hinh thurc truc tiép) hodc tai 1én (theo hinh thuc truc tuyén).

Truong hop gii hd so qua hé théng buu chinh thi phai giri kém theo ban
sao c¢6 chung thyuc cac gidy to phai xuat trinh néu trén.

*Luuy

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

+ Nguoi tiép nhan co trach nhiém kiém tra, d6i chiéu véi thong tin trong
to khai, chup lai hodc ghi lai thong tin dé luu trong ho so va tra lai cho nguoi
xuét trinh, khong duoc yéu cau ndp ban sao hoic ban chup gidy to do.
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+ Nguoi yéu cau ding ky ho tich co thé ndp ban sao chimg thuc tir ban
chinh hodc ban sao duoc cip tir s6 gbc hodc ban chup kém theo ban chinh gidy
td dé ddi chiéu. Trudng hop ngudi yéu cau ndp ban chup kém theo ban chinh
gidy to thi nguoi tiép nhan c6 trach nhiém kiém tra, d6i chiéu ban chyp voi ban
chinh va ky xac nhan, khong duoc yéu cau ngudi di dang ky ndp ban sao gidy to
do.

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

- Déi vé6i gidy to gui kém theo néu ngudi yéu cau ndp hd so theo hinh
thire tryc tuyén:

+ Ban chyp cac gidy to giri kém theo hd so diang ky lai khai sinh truc
tuyén phai bao dam rd nét, ddy du, toan ven vé ndi dung, 1a ban chup bang may
anh, di¢n thoai hoac dugc chup, dugc quét béng thiét bi dién tu, tur giéy to duoc
cap hop 1é, con gid tri sir dung.

+ Truong hop gidy to, tai liéu phai gui kém trong hd so dang ky lai khai
sinh truc tuyén da c6 ban sao dién tir hoac da co ban dién tur giéy to ho tich thi
ngudi yéu cau dugc sir dung ban dién tir nay.

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

- Gidy to do co quan c6 tham quyén cta nudc ngodi cip, cong ching
hodc x4c nhan dé sir dung cho viéc dang ky hd tich tai Viét Nam phai dugc hop
phap hoa lanh su theo quy dinh ctia phép luat, trir truong hop duge mién theo
diéu wéc qudc té ma Viét Nam 1a thanh vién.

- Truong hop ngudi cd yéu cau ding ky lai khai sinh khong cung cép
duoc gidy to néu trén theo quy dinh hodc gidy td ndp, xuét trinh bi tiy x6a, stra
chira, lam gia thi co quan dang ky ho tich c6 tham quyén huy bo két qua dang
ky lai khai sinh.

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

Co quan diang ky ho tich tir chdi giai quyét hodc dé nghi co quan c6 thim
quyén huy bo két qua dang ky ho tich, néu c6 co so xac dinh ndi dung cam doan
khong dliing sy that.

S6 lwong ho so: 07 b
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Thoi han gidi quyét: 05 ngay lam viéc. Trudng hop phai co vin ban xac
minh thi thoi han giai quyét khong qua 25 ngay.

P6i twong thue hién thi tuc hanh chinh: Ca nhan

Co quan thye hién thi tuc hanh chinh: Uy ban nhan dan cip x3 noi da
dang ky khai sinh truéc ddy hodc Uy ban nhan dan cap xa noi nguoi yéu cau
dang ky lai khai sinh thuong trt.

Co quan phdi hop: Co quan quan Iy CSDLQGVDC; Uy ban nhin dan
cap x4 noi ngudi yéu cau dang ky lai khai sinh da dang ky khai sinh trudc day
trong truong hop thuc hién ding ky lai khai sinh tai Uy ban nhan dan cip xa noi
thudng tra; Co quan cdng an c6 tham quyén.

Két qua thue hién thii tuc hanh chinh:

- Gidy khai sinh (ban chinh); ban sao Gidy khai sinh (trudng hop yéu cau
cap ban sao Gidy khai sinh)

- Ban dién tir Gidy khai sinh (Bdn dién tir sé tw dong givi vé Kho quan Zy
dit lidu cia cd nhdn/dia chi thie dién tie/thiét bi sé/dién thoai ciia nguwdi yéu cau
sau khi dd hoan tat thii tuc dang ky lai khai sinh tai co quan dang ky hé tich).

Phi, I€ phi:

5.000 dong/lan (ddi véi trudng hop ndp ho so truc tiép); 2.500 ddng/lan
(461 voi trudng hop ndp hod so truc tuyén).

* Mién 1& phi cho ngudi thude gia dinh c6 cong voéi cidch mang; nguoi
thudc hd nghéo; nguoi khuyét tat.

M4iu don, méu to khai:

+ T khai dang ky lai khai sinh (néu ndp ho so theo hinh thire truc tiép);

+ Mau hé tich dién tir tuwong tdc dang ky lai khai sinh (néu nop hoé so theo
hinh thirc tryc tuyén).

Yéu ciu, diéu kién thwe hién thii tuc hanh chinh:

- Viéc khai sinh dd duoc dang ky tai co quan c6 thim quyén cua Viét
Nam trudc ngay 01/01/2016 nhung S6 diang ky khai sinh va ban chinh Gidy
khai sinh déu bi mat.

- Nguoi ¢6 yéu cau con séng vao thoi diém tiép nhan hd so.

Can cur phap ly:

- Luat Ho tich nam 2014;

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

- Nghi dinh sé 87/2020/NB-CP ngay 28/7/2020 ctia Chinh phul quy dinh
vé Co so dir liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cia Chinh phi sira doi,
bd sung mot ) diéu ctia cac nghi dinh lién quan dén viéc nop, xuat trinh s6 ho
khau, s6 tam tra gidy khi thuc hién thu tuc hanh chinh, cung cap dich vu cong;
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- Théng tu sb 04/2020/TT-BTP ngay 28/5/2020 cua Bo truong Bo Tu
phap quy dinh chi tiét thi hanh mot s6 diéu cia Luat Ho tich va Nghi dinh s6
123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét mét sb diéu
va bién phap thi hanh Luat Ho tich;

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

- Théng tw s6 03/2023/TT-BTP ngay 02/8/2023 cia B¢ truong B Tw
phap sira déi, b6 sung mét s6 ndi dung ciia Thong tw s6 01/2022/TT-BTP ngay
04/01/2022 ciia B truéng Bo Tw phdp quy dinh chi tiét mét s6 diéu va bién
phdp thi hanh Nghi dinh sé 87/2020/NP-CP ngay 28/7/2020 ciia Chinh phii quy
dinh vé Co sé dir liéu ho tich dién tr, dang ky ho tich trie tuyén;

- Thong tu ’sé 09/2022/TT-BTP ngay 30/12/2022 ctua Bo truéng Bo Tu
phap bai bo mdt s6 nd1 dung tai cdc Thong tu trong linh vuc trg gitp phap ly, ho
tich do B0 truong BC) Tu phap ban hanh;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ctia Bo trudng Bo Tai
chinh quy dinh muec thu, ché do thu, ndp, quan 1y va st dung phi khai thac, st
dung thong tin trong co s& dir liéu ho tich, phi xac nhan co quéc tich Viét Nam,
phi xac nhan 1a nguoi géc Viét Nam, 1€ phi quéc tich;

- Théng tu s6 85/2019/TT-BTC ngay 29/11/2019 cta B truong Bo Tai
chinh huéng dan vé phi va 1é phi thudc tham quyén quyét dinh cua Hoi dong
nhan dan tinh, thanh phé tryc thudc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 ctia B truong Bo Tai
chinh stra ddi, b sung mot sé diéu ctia Thong tu s6 85/2019/TT-BTC ngay
29/11/2019 ctia B Tai chinh huéng dan vé phi va 1¢ phi thuéc thim quyén
quyét dinh ctia Hoi dong nhan dén tinh, thanh phd truc thudc Trung wong.

- Nghi quyét so 05/2023/NQ-HPND ngay 13/7/2023 ciia Hoi dong nhdn
dan tinh Hdi Dwong sira doi, bé sung, bdi bé mot sé ndi dung vé mirc thu, ché
do thu, ndp, qudan Iy va sir dung mét sé6 khodn phi, 1é phi di dwoc quy dinh tai
Nghi quyét sé 17/2016/NQ-HDND ngay 05 thiang 10 nam 2016, Nghi quyét sé
04/2018/NOHPND ngay 11 thing 7 ndam 2018, Nghi quyét so 13/2020/NQ-
HPND ngay 24 thang 12 nam 2020 va Nghi quyét s6 04/2022/NQ-HPND ngay
12 thang 7 ndm 2022 ciia Héi dong nhdn dan tinh Héai Dwong;

- Nghi quyét so 06/2023/NO-HPND ngay 13/7/2023 ciia Héi dong nhan
dan tinh Hdi Duwong quy dinh mikc thu 1é phi @i véi hoat dong cung cdp dich vu
cong trye tuyén trén dia ban tinh Hai Duwong.

Ghi chii: Phan chit in nghiéng la néi dung sira doi, bé sung, thay thé.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phuc

TO KHAI PANG KY LAI KHAI SINH

Ho, chit dém, tén NGWOT YEU CAU: ......oocviiiiiiiiiiieceiieece e eeae e seaee e

NI CU T oo e e

Quan h¢ voi ngudi dugce Khai SINh: ......cceiiiiiecieeee e
Pé nghi co quan diing Kky lai khai sinh cho nguéi c6 tén duéi day:

HO, Chir d€m, t€N: ..o e e e e e e e e e e e e e e e annnes
Ngay, thang, ndm sinh: ...........ccccoeeviiiiiiiiiinee, ghi bANEG ChT: .o
Gio1 tinh:...coooeeeeeennn. Dan toc: ...coeevveiiiiiiiiins Qué)c tICh: e
INOT SINNE .ottt ettt ettt et nas
QUE QUAN ..ottt e e ettt e e e ettt e e e s abae e e e e bt eeeseabbeeeennabeeeeensbbbbaaeeeeeeees
Ho, chit dém, ten NGWOT ME:............ooiiiiiiiii e e e e e e e sneareeee e e
Nam sinh: @i, DAn toC:......ccu...... QUOBEC HHCN: oo
INOT CU T @) ettt et
Ho, chir dém, tén nguoi cha:.................cooiiiiii e
Nam sinh: ©..oveeeeeeeeeeeeeeeeeeee DAn toC:.....ccveu..... QUOAC HHCR: oo
INOT CU T @) ettt eene
Da dang ky Khai sinh taiz ...
Gidy khai sinh s6: @ ... ,quyénsd D, ngay ...... [, [T

T6i cam doan nhitng ndi dung khai trér} day 1a ding su that va da nop du cac gidy to hién co.
To1 chiu trach nhiém trudce phéap luat vé viéc cam doan cua minh.
Lamt@i: ........................ , NGAY ........... thang ......... nam .............
Ngudi yéu ciu

(Ky, ghi ro ho, chir dém, tén)
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Dé nghl Cép bém Sao(g): Cé |:|’ Khéng |:| ............................
SO lwong:....... ban

Chu thich:
() Ghi rd tén co quan ding ky lai khai sinh
@ Ghi theo noi dang ky thuong tri; néu khong cé noi dang ky thudng trii thi ghi theo
noi dang ky tam tra; truong hop khong c6 noi dang ky thuong trii va noi dang ky tam tra thi
ghi theo noi dang sinh song.

9 Ghi thong tin vé gidy to tly than cta nguoi di dang ky, ghi 15 sd, co quan cip, ngay
cap ho chiéu, chimg minh nhéan dan hogc gidy to hop 1¢ thay thé (77 dy: Chimg minh nhén
dan s6 001089123 do Cong an thanh pho Ha N1 cap ngay 20/10/2004).

“ Truong hop sinh tai co s¢ y t€ thi ghi rd tén co s¢ y € va dia chi co s¢ y € do;
truong hop sinh ra ngoai co s¢ y t€ thi ghi dia danh cua 03 cap hanh chinh (x&, huyén, tinh)
noi sinh ra; truong hgp khong rd noi sinh day du thi chi ghi dia danh hanh chinh cap tinh.

® Ghi day du ngdy, thang sinh ctia cha, me (néu cb).
© Ghi tén co quan da dang ky khai sinh trudc day.
™ Chi khai trong truong hop biét 13.
®Pe nghi danh ddu X vao 6 néu co yéu cau cap ban sao va ghi rd s luong.
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NOI DUNG MAU HO TICH PIEN TU TUONG TAC
PANG KY LAI KHAI SINH

I. Thong tin vé ngudi yéu cau ding ky lai khai sinh
(1) Ho, chir dém, tén;
(2) S6 dinh danh ca nhan;

(3) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H$ chiéu/Gidy to
hop 16 thay thé); sb, ngdy, thang, ndm cip, co quan cip; ban chup dinh kém;

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

II. Thong tin vé nguwoi dwoe ding Ky lai khai sinh

(6) Ho, chit dém, tén;

(7) Ngay, thang, nam sinh (tdch biét riéng 03 truong thong tin: ngay, thang,
nam; hé thong tu dong chuyén ndi dung tir s6 sang ghi bang chi);

(8) Gidi tinh;
(9) Dan tQc;
(10) Qudc tich;

(11) Noi sinh (gém céc truong thong tin riéng theo dia danh hanh chinh: s6 nha;
duong phé; thén/té/bén/ép; x4, phuong, thi tran; quan, huyén, thi xa, thanh phé
thudc tinh, thanh phé thudc thanh phé truc thudoc Trung wong; tinh, thanh phé
truc thugc Trung wong);

(12) Qué quéan;
(13) S6 dinh danh c4 nhan;

(14) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H$ chiéu/Gidy td
hop 18 thay thé); sb, ngdy, thang, ndm cap, co quan cip; ban chup dinh kém.

II1. Thong tin vé ngudi me ciia ngudi dwge ding ky lai khai sinh

(15) Ho, chitr dém, tén;

(16) Ngay, thang, nam sinh (tach biét riéng 03 truong thong tin: ngay, thang,
nam);
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(17) Dan toc;
(18) Qudc tich;
(19) S dinh danh c4 nhan;

(20) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/HO chiéu/Gidy to
hop 16 thay thé); sb, ngdy, thang, ndm cip, co quan cip; ban chup dinh kém;

(21) Noi cu tra (noi thudng tra/noi tam tra/noi dang sinh song).

IV. Thong tin vé nguoi cha ciia nguwoi dwoc ding ky lai khai sinh

(22) Ho, chitr dém, tén;

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

(24) Dan toc;

(25) Qudc tich;

(26) S6 dinh danh c4 nhan;

(27) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H$ chiéu/Gidy to
hop 16 thay thé); sb, ngdy, thang, ndm cip, co quan cip; ban chup dinh kém;

(28) Noi cu tra (noi thudng tra/noi tam tra/noi dang sinh sdng).
V. Théng tin vé viéc ding ky khai sinh truéc day

(29) Co quan dang ky khai sinh trudc day;

(30) Gidy khai sinh (s, quyén s, ngay, thang, nim diang ky);
(31) Dé nghi cip ban sao:

o Co

S6 lugng ban sao yéu cau: ...

0 Khong

(32) H6 so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan cac thong tin cung cap la dung su that, khong con
ban chinh Giay khai sinh, da ndp du céc gidy to hién c6 va chiu hoan toan trach
nhiém trudc phép ludt vé ndi dung cam doan cuia minh.
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* Truong hop cac thong tin vé gidy to ching minh noi cu tra da duoc khai thac
tir CSDLQGVDC, duoc hé théng dién ty dong thi khong phai xuét trinh (theo
hinh thtrc truc tiép) hodc tai 1én (theo hinh thirc truc tuyén).

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

Nguoi yéu cau dang ky lai khai sinh nhan Gidy khai sinh (ban chinh) tryc tiép
tai Co quan dang ky hd tich.

Ban di¢n tu s€ ty dong gui vé Kho quan ly dir liéu cua ca nhan/dia chi thu dién
tir/thiét bi sd/dién thoai ctia ngudi yéu cau sau khi da hoan tat thu tuc ding ky
lai khai sinh tai co quan dang ky ho tich.
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11. Thii tuc ding Ky khai sinh cho nguoi di c6 ho so, gidy to ca nhin

Trinh ty thyc hién:

- Néu lya chon hinh thire nop hd so truc tiép, nguoi co yéu cu dang ky
khai sinh nop hd so dang ky khai sinh tai Bo phan Tiép nhan va tra két qua cua
UBND cip x4 c6 tham quyén; ndp 18 phi néu thudc truong hop phai ndp 1 phi
dang ky khai sinh; ndp phi cAp ban sao Gidy khai sinh néu c6 yéu cau cép ban
sao Gidy khai sinh.

- Néu lua chon hinh thtrc ndp hd so truc tuyén, ngudi c6 yéu cau dang ky
khai sinh truy cap Cong dich vu cong quéc gia hoic Cong dich vu cong cap
tinh, dang ky tai khoan (néu chua co tai khoan), xac thuc nguoi dung theo
huéng dan, dang nhap vao hé thong, xac dinh ding Uy ban nhan dan cap xi co
tham quyén.

Ngudi ¢6 yéu cau ding ky khai sinh tryc tuyén cung cip thong tin theo
biéu méu ho tich dién tir twong tac ding ky khai sinh (cung cip trén Cong dich
vu cong), dinh kem ban chup hodc ban sao dién tir cac giéy to, tai li¢u theo quy
dinh; ndp phi, 1& phi thong qua chirc niang thanh toan truc tuyén hodc bang cach
thire khac theo quy dinh phép luat, hoan tat viéc ndp ho so.

- Can bo tiép nhan hd so tai BO phan mdt ctra ¢6 trach nhi€ém kiém tra
tinh chinh xéc, day du, thong nhat, hop 18 cta ho so.

(i) Truong hop hd so day du, hop 18 thi tiép nhan ho so, c6 Phiéu hen, tra
két qua cho nguoi c6 yéu cau (néu nguoi c¢o yéu cau lya chon hinh thirc nop ho
so truc tiép) hodc guri ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin
nhan hen tra két qua qua dién thoai di dong cho ngudi c6 yéu cau (néu nguoi co
yéu cau lya chon hinh thirc ndp hd so truc tuyén), déng thoi chuyén hod so dé
cong chirc 1am cong tac ho tich xir 1y.

Sau khi tiép nhan ho so theo hinh thic ndp truc tiép, can bo tiép nhan ho
so tai BO phan mot cura thuc hién s6 hoa (sao chup, chuyén thanh tai li€u dién tir
trén hé thong thong tin, co so dit liéu) va ky s6 vao tai liéu, hd so giai quyét thu
tuc hanh chinh d3 duoc s6 hoa theo quy dinh.

(ii) Truong hop hd so chua dy du, hop 18 thi c6 thong bao cho ngudi yéu
cau bd sung, hoan thién hd so, néu rd loai gidy to, ndi dung can bd sung dé
nguoi o yéu cau bo sung, hoan thién. Sau khi hd so dugce bd sung, thuc hién lai
budc (1);

(iii) Trudng hop ngudi cé yéu cau ding ky khai sinh khong bd sung, hoan
thién duoc hd so thi bao cdo Trudng bd phan mot clra c6 thong bao tir chdi giai
quyét yéu cau dang ky khai sinh.

- Cong chirc tu phap - ho tich tham tra ho so (tham tra tinh thong nhat,
hop 18 cta cac thong tin trong hd so, gidy to, tai lidu do ngudi yéu cdu ndp, xudt
trinh hoac dinh kém).
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+ Trudng hop hd so can bo sung, hoan thién hodc khéng du diéu kién giai
quyét, phai tir chdi thi giri thong bao vé tinh trang hd so téi Bo phan tiép nhan
hé so dé thong bao cho ngudi ndp hd so — thuce hién lai bude (ii) hodc (iii);

+ Truong hop can phai kiém tra, x4c minh lam r hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian di hen thi cong chirc 1am cong tac
ho tich lap Phiéu xin 13i va hen lai ngay tra két qua, trong d6 néu 1o 1y do cham
tra két qua va thoi gian hen tra két qua, chuyén BO phan mét cira dé tra cho
ngudi cd yéu cau (néu ngudi cd yéu cau lya chon hinh thirc ndp ho so truc tiép),
hodc giri Phiéu xin 1i va hen lai ngay tra két qua qua thu dién tir hodc gui tin
nhin qua dién thoai di dong cho ngudi cd yéu cau (néu ngudi co yéu cau lua
chon hinh thtrc ndp hd so truc tuyén).

Truong hop gidy to cia nguoi yéu cau ding ky khai sinh khong c6 thong
tin ching minh quan hé cha, me, con thi co quan dang ky hd tich c6 van ban dé
nghi co quan cong an c6 tham quyén xac minh. Trudng hop co quan cong an tra
101 khong c6 thong tin thi co quan ding ky ho tich cho nguoi yéu cau dang ky
khai sinh 14p van ban cam doan vé thong tin ctia cha, me va xac dinh noi dung
khai sinh theo van ban cam doan.

+ Sau khi nhan dugc két qua xac minh hodc sau thoi han 20 ngay ké tir
ngdy giri van ban yéu cau xac minh ma khoéng nhan dugc van ban tra 10, néu
thay ho so day du, hop 18, dung quy dinh, truong hop tiép nhan hd so dang ky
khai sinh theo hinh thtrc truc tiép, thi cong churc tu phap - ho tich thuc hién viéc
ghi vao S6 dang ky khai sinh, cip nhat thong tin dang ky khai sinh va luu chinh
thirc trén Phan mém dang ky, quan 1y ho tich dién tr dung chung.

Truong hop tiép nhan hd so ding ky khai sinh theo hinh thire truc tuyén,
cong chue tu phap - ho tich giri lai biéu miu Giay khai sinh dién tr véi thong
tin dﬁy du cho nguodi yéu cau qua thu dién tir hodc thiét bi sb.

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

Néu nguoi co yéu cdu xac nhan thong tin da théng nhat, ddy du hoic
khong c6 phan hoi sau thoi han yéu ciu thi cong chirc tu phap - ho tich thuc
hién viéc ghi ndi dung vao SO ding ky khai sinh, cap nhat thong tin dang ky
khai sinh va luu chinh thirc trén Phan mém dang ky, quan 1y ho tich dién tr
dung chung.

- Cong chirc tu phap - ho tich in Gidy khai sinh, trinh Lanh dao UBND
ky, chuyén ti Bo phan mot ctra dé tra két qua cho ngudi ¢6 yéu cau.

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

Cach thirc thue hién:
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Ngudi c6 yéu cau ding ky khai sinh truc tiép thuc hién hodc Gy quyén
cho nguoi khac thuc hién nop ho so truc tiép tai BO phan Tiép nhan va tra két
qua ciia UBND cip xi hodc giri hd so qua hé thong buu chinh hodc ndp hd so
truc tuyén trén Cong dich vu cong quéc gia (https://dichvucong.gov.vn) hodc
Cong dich vu cong cp tinh (https://dichvucong.haiduong.gov.vn).

Thanh phin hd so:

- To khai dang ky khai sinh theo mau (néu nguoi c6 yéu cau lya chon ndp
hd so theo hinh thic truc tuyén);

- Mdu h tich dién tir trong tdc dang ky khai sinh (do ngwoi yéu cau cung

cap théng tin theo huwdng dan trén Cong dich vu cong néu nguwoi cé yéu cau lira
chon nép ho so theo hinh thirc truec tuyén).

- Ngudi cd yéu cau diang ky khai sinh thuc hién viéc ndp/xuét trinh (theo
hinh thirc truc tiép) hodc tai 1én (theo hinh thirc truc tuyén) cac gidy to sau:

* Gidy to phdi ngp:

- Vin ban cam doan ctia nguoi yéu cau vé viéc chua dugce diang ky khai
sinh.

- Ban sao toan bd ho so, gidy to ctia ngudi yéu cau hoic hod so, gidy to, tai
liéu khac trong d6 co6 thong tin lién quan dén noi dung khai sinh, gdm: Gidy
chtirng minh nh4n dan, Thé cin cudc cong dan hoic Ho chiéu; gidy to ching
minh vé noi cu tra; Bﬁng tdt nghiép, Giéy chirng nhan, Ching chi, Hoc ba, HO
so hoc tip do co quan c6 thim quyén cap hodc xac nhén; gidy to khac c6 théng
tin vé ho, chit dém, tén, ngay, thang, ndm sinh cua ca nhan.

Nguoi yéu cau ding ky khai sinh 6 trach nhiém ndp day da ban sao cac
gidy t& néu trén (néu co) va phai cam doan dd ndp du cac gidy td minh c6; chiu
trach nhiém, hé qua cua viéc cam doan khong dung su that.

- Trudng hop nguoi yéu cau dang ky khai sinh 1a can b, cong chirc, vién
chuc, nguoi dang cong tac trong luc lugng vi trang thi phai c6 van ban xéc
nhan cua Thu trudng co quan, don vi vé viée nhitng ndi dung khai sinh cua
nguoi do g@)m ho, chir dém, tén; gidi tinh; ngay, thang, ndm sinh; dan tdc; quéc
tich; qué quan; quan hé cha - con, me - con pht hop véi hd so do co quan, don
vi dang quan ly.

- Vin ban ty quyén theo quy dinh cta phap luat trong trudng hop uy
quyén thuc hién viéc ding ky khai sinh. Truong hop nguoi duge ty quyén 1a
ong, ba, cha, me, con, vo, chéng, anh, chi, em rudt cia nguoi uy quyén thi van
ban ty quyén khéng phai ching thuc.

* Gidy to phdi xudt trinh:

- Ho chiéu hoic Chung 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 cép,
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con gia tri str dung dé chtirmg minh vé nhan than cua ngudi ¢ yéu cau ding ky
khai sinh. Trudng hop cac thong tin c4 nhan trong cac gidy to ndy di cé trong
CSDLQGVDC, CSDLHTDT, duoc hé théng dién ty dong thi khong phai tai 1én
(theo hinh thuc truc tuyén);

- Gidy to c6 gia tri chung minh thong tin vé cu tra trong truong hop co
quan ding ky ho tich khong thé khai thac duoc théng tin vé noi cu tri clia cong
dan theo cac phuong thic quy dinh tai khoan 2 Piéu 14 Nghi dinh sb
104/2022/ND-CP ngay 21/12/2022 cta Chinh phu. Truong hop cac thong tin vé
gidy to chirng minh noi cu tra dd dugc khai thac tir Co sé dit liéu quoc gia vé
dan cu bang cac phuong thirc nay thi nguoi co yéu cau khong phai xuét trinh
(theo hinh thuc truc tiép) hodc tai 1én (theo hinh thic truc tuyén).

Trudng hop gui hd so qua hé thdng buu chinh thi phai gii kém theo ban
sao c6 chung thuc cac gidy to phai xut trinh néu trén.

*Luuy

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

+ Nguoi tiép nhan ¢o trach nhiém kiém tra, ddi chiéu voi thong tin trong
t& khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho nguoi
xuat trinh, khong duoc yéu cau ndp ban sao hoic ban chup gidy to do.

+ Nguoi yéu cau ding ky ho tich co thé ndp ban sao chimg thuc tir ban
chinh hodc ban sao duoc cap tir s6 gbe hodc ban chup kém theo ban chinh gidy
to dé ddi chiéu. Truong hop ngudi yéu cau ndp ban chup kém theo ban chinh
gidy to thi ngudi tiép nhan co trach nhiém kiém tra, ddi chiéu ban chup véi ban
chinh va ky xac nhan, khong duoc yéu cau ngudi di dang ky ndp ban sao gidy to
do.

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

- PBéi voi gidy to gui kém theo néu nguoi yéu cau ndp ho so theo hinh
thire truc tuyén:

+ Ban chup cac gidy to giri kém theo hd so ding ky khai sinh truc tuyén
phai bao dam rd nét, day du, toan ven vé ndi dung, 1a ban chup bang may anh,
dién thoai hoac duogc chup, duoc quét béng thiét bi dién tu, tir giéy to duoc cép
hop 1€, con gia tri st dung.

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

+ Khi dén co quan dang ky ho tich nhan két qua (Giay khai sinh/ban sao
Gidy khai sinh), ngudi co yéu cau dang ky khai sinh phai xudt trinh gidy to tuy
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than, ndp cac gidy to 13 thanh phan ho so dang ky khai sinh theo quy dinh phap
luat ho tich.

- Gidy to do co quan c6 tham quyén cta nudc ngodi cip, cong ching
hodc x4c nhan dé sir dung cho viéc dang ky hd tich tai Viét Nam phai dugc hop
phéap héa ldnh su theo quy dinh ciia phap luat, trir trudng hop dugc mién theo
diéu wéc qudc té ma Viét Nam 1a thanh vién.

- Trudng hop ngudi yéu cau ding ky khai sinh khong cung cép dugc gidy
td néu trén theo quy dinh hodc gidy td ndp, xuat trinh bi tiy xoa, stra chira, 1am
gia thi co quan dang ky ho tich c6 tham quyén huy bo két qua dang ky khai
sinh.

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

Co quan diang ky ho tich tir chdi giai quyét hodc dé nghi co quan c6 thim
quyén huy bo két qua dang ky ho tich, néu c6 co so xac dinh ndi dung cam doan
khong dliing sy that.

S6 lwong ho so: 07 b

Thoi han giai quyét: 05 ngay 1am viéc. Trudng hop phai ¢ vin ban xac
minh thi thoi han giai quyét khong qua 25 ngay.

Poi twong thue hién thii tuc hanh chinh: Ca nhan

Co quan thue hién thii tuc hanh chinh: Uy ban nhan dan cip xa noi
ngudi yéu cau cu tru.

Co quan phdi hop: Co quan quan Iy CSDLQGVDC, Uy ban nhan dan
cap x4 noi nguoi yéu cau dang ky khai sinh cu tra trude day; Co quan cong an
c6 tham quyén.

Két qua thie hién thii tuc hanh chinh:

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

- Ban dién ti Gidy khai sinh (Bdn dién tir sé tw déng givi vé Kho quan ly
dit lidu cia cd nhdn/dia chi thie dién tie/thiét bi sé/dién thoai ciia ngudi yéu cau
sau khi dd hoan tat thi tuc dang ky khai sinh tai co quan dang ky hé tich).

Phi, 1€ phi:

5.000 dong/ 1an (d6i véi trudng hop ndp ho so truc tiép); 2.500 dong/lan
(461 v6i truong hop ndp ho so tryc tuyén).

* Mién 1¢ phi dang ky ho tich trong nhiing trudng hop: Pang ky ho tich
cho ngudi thude gia dinh c6 cong véi cach mang; nguoi thudoc hd ngheo; nguoi
khuyét tat.

MAiu don, méu to khai:
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+ To khai dang ky khai sinh (néu ndp ho so theo hinh thire tric tiép);

+ Mau ho tich dién tir twong tic ding ky khai sinh (néu ndp hé so theo
hinh thirc truec tuyén).

Yéu ciu, diéu Kién thue hién thii tuc hanh chinh:

Cong dan Viét Nam cu trt trong nudce, sinh trude ngay 01/01/2016, chua
duogc dang ky khai sinh, c6 ho so, giéy td ca nhan (ban chinh hodc ban sao dugc
chtng thuc hop 18) nhu: gidy to tuy than; gidy to khac do co quan nha nudc co
tham quyén cua Viét Nam cip.

Can cu phap ly:

- Luat HO tich nam 2014;

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

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ctia Chinh phu quy dinh
vé Co so dit liéu ho tich dién ttr, dang ky ho tich truc tuyén;

- Nghidinh §6 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu stra qdéi,
bo sung mot sO diép cua cac nghi dinh lién quan dén viéc n@p, xuat trinh s6 ho
khau, s6 tam tra giﬁy khi thyc hién thu tuc hanh chinh, cung cap dich vu cong;

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

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

- Théng tr s6 03/2023/TT-BTP ngay 02/8/2023 cia Bé truong B Tw
phdp sira déi, b6 sung mét sé ndi dung ciia Théng tw s6 01/2022/TT-BTP ngay
04/01/2022 ciia B truéng Bo Tw phdp quy dinh chi tiét mot s6 diéu va bién
phap thi hanh Nghi dinh s6 87/2020/NP-CP ngay 28/7/2020 ciia Chinh phii quy
dinh vé Co sé dir liéu ho tich dién ti, dang ky ho tich truc tuyén;

- Thong tu ,sé 09/2022/TT-BTP ngay 30/12/2022 ctua Bo truéng Bo Tu
phap bai bé mdt s6 ndi dung tai cac Thong tu trong linh vuc trg gitip phéap 1y, ho
tich do Bo truong Bo Tu phap ban hanh;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ctia Bo truong Bo Tai
chinh quy dinh muec thu, ché do thu, ndp, quan 1y va str dung phi khai thac, st
dung thong tin trong co s& dir liéu ho tich, phi xac nhan co quéc tich Viét Nam,
phi xac nhan 1a nguoi géc Viét Nam, 1€ phi quéc tich;

- Théng tu s6 85/2019/TT-BTC ngay 29/11/2019 cta B truong Bo Tai
chinh hudng dan vé phi va 1& phi thudc thim quyén quyét dinh ctiia Hoi dong
nhan dan tinh, thanh phé truc thudc Trung wong;
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- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo trudong Bo Tai
chinh stra ddi, b6 sung mot sé diéu ctia Thong tu s6 85/2019/TT-BTC ngay
29/11/2019 ctia B Tai chinh huéng dan vé phi va 1& phi thuéc thim quyén
quyét dinh ctia Hoi dong nhan dén tinh, thanh phd truc thudc Trung wong.

- Nghi quyét so 05/2023/NQ-HPND ngay 13/7/2023 ciia Hji dong nhain
dan tinh Hai Duong siva doi, bo sung, bai bo mot 56 noi dung vé micc thu, ché
dé thu, ndp, qudan Iy va sir dung mét sé6 khodn phi, 1é phi da dwoc quy dinh tai
Nghi quyét sé 17/2016/NQO-HDPND ngay 05 thang 10 nam 2016, Nghi quyét sé
04/2018/NOHPND ngay 11 thing 7 ndm 2018, Nghi quyét so 13/2020/NO-
HPND ngay 24 thing 12 ndm 2020 va Nghi quyét sé6 04/2022/NQ-HDPND ngady
12 théng 7 ndm 2022 cia Héi dong nhdn dan tinh Héai Dwong;

- Nghi quyét so 06/2023/NO-HDPND ngay 13/7/2023 ciia Héi dong nhdn
dan tinh Hdi Duwong quy dinh mitc thu 1é phi @i véi hoat dong cung cdp dich vu
cong trec tuyén trén dia ban tinh Hai Dirong.

Ghi chii: Phan chit in nghiéng 12 ndi dung sira doi, bo sung, thay thé.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phuc

TO KHAI DANG KY KHAI SINH

.........................................................................................................................................

Quan h¢ voi ngudi dugc Khai SINN: ......cceiiiiiieciceec e
Pé nghi co quan diing ky khai sinh cho nguoi dwéi day:

HO, Chit A€, t€MN:..... ..ot et e et e e e et e e e e earaea s
Ngay, thang, ndm sinh: ..........ccccoeeviiiiiiiiiiieeeiee, ghi bANE ChT: v,
Gio1 tinh:...coooeeeeeennn. Dantdc:.....oovvveieiennnn. Quéc TICH: et
INOT SINN: @ttt ettt ettt ettt ettt e e e
L@ 1Tl e 021 s
Ho, chir dém, t€n NEUWOT MIE: ..o
NAM SINH: @i, DAN tOC: e Qudc tich: v
INOT CU T @) ettt ettt en s
Ho, chit dém, ten n@Wwoi Cha: ...
NAM SINN: @ DAN tOC: ceeeeveeeenne. Qudc tich: ..o,
INOT CU T @) ettt ettt ettt

T6i cam doan ndi dung dé nghi diang ky khai sinh trén day l1a ding sy that, dugc su thda
thuan nhét tri ctia cac bén lién quan theo quy dinh phap luat.
T61 chiu hoan toan trach nhiém trudce phap luat vé nodi dung cam doan ctia minh.
Lam t@i: .........ccovvueeneeaes, NEAY ... thang ......... nam..............
Ngudi yéu ciu
(Ky, ghi ro ho, chir dém, tén)
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Dé nghi cip ban sao®: Co D, Khong []
S6 luong:....... ban
Chu thich:
() Ghi 16 tén co quan dang ky khai sinh.
® Ghi theo noi ding ky thuong tra; néu khéng ¢ noi ding ky thudng tra thi ghi theo
noi dang ky tam tr; truong hop khong c6 noi dang ky thuong tra va noi dang ky tam tra thi
ghi theo noi dang sinh séng.
® Ghi thong tin vé gidy to tiy than cia nguoi di ding ky, ghi 16 sd, co quan cp, ngay
cap ho chiéu, chimg minh nhan dan hoic gidy to hop 1é thay thé (V7 du: Ching minh nhan
dan s6 001089123 do Cong an thanh phé Ha Noi cip ngay 20/10/2014).
@ Truong hop sinh tai co s¢ y té thi ghi rd tén co s y té va dia chi tru s co so y té
do.
Vi du: - Bénh vién Phu san Ha N1, duong La Thanh, phuong Ngoc Khanh, quan Ba
Dinh, Ha Noi
- Tramy té xa Dinh Bang, huyén Tl Son, tinh Bac Ninh.
Truong hop sinh ra ngoai co sd 'y té thi ghi dia danh cta 03 cip hanh chinh (x4, huyén,
tinh), noi sinh ra.
Vi du: xa Pinh Bang, huyén Ttr Son, tinh Bic Ninh.
® Ghi day du ngay, thang sinh cia cha, me (néu co).

© Pe nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd so luong..
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NOI DUNG MAU HO TICH PIEN TU TUONG TAC PANG KY KHAI
SINH

I. Thong tin vé nguoi yéu ciu ding ky khai sinh
(1) Ho, chir dém, tén;
(2) Sb dinh danh c4 nhén;

(3) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/HO chiéu/Gidy to
hop I¢ thay thé); $0, ngay, thang, nam cép, Co quan cép; ban chup dinh kém:;

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

II. Théong tin vé nguwoi dwoce ding ky khai sinh

(6) Ho, chir dém, tén;

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

(8) Gi6i tinh;
(9) Dan toc;
(10) Qudc tich;

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

(12) Qué quéan.
I11. Thong tin vé nguwdi me ciia ngudi dwoe khai sinh
(13) Ho, chitr dém, tén;

(14) Ngay, thang, nam sinh (tach biét riéng 03 truong thong tin ngady, thang,
nam);

(15) Sé dinh danh c4 nhén;

(16) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H chiéu/Gidy to
hop 18 thay thé); sb, ngay, thang, nam cip, co quan cip; ban chup dinh kém;
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(17) Dan toc;

(18) Qudc tich;

(19) Noi cu tra (noi thudng tra/noi tam tra/noi dang sinh sdng).

IV. Thong tin vé ngudi cha ciia nguoi dwoc khai sinh

(20) Ho, chitr dém, tén;

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

(22) S dinh danh c4 nhan;

(23) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H$ chiéu/Gidy to
hop 16 thay thé); sb, ngdy, thang, ndm cip, co quan cip; ban chup dinh kém;

(24) Dan toc;

(25) Qudc tich;

(26) Noi cu tra (noi thuong tri/noi tam tra/noi dang sinh song);
(27) Dé nghi cip ban sao:

o Co

S6 luong ban sao yéu cau: ...

0 Khong

(28) Ho so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan cac thong tin cung cdp, ndi dung dé nghi ding ky
khai sinh cho tré em la ding su that, da c6 su thoa thuan nhét tri cta cha, me tré
theo quy dinh phép luat va chiu hoan toan trach nhi¢m trudc phéap luat vé noi
dung cam doan cua minh.

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

* Mau dién tir tuong tac ghi nhan thoi gian (gid, phut, gidy, ngay, thang, nim)
hoan tit viéc cung cip thong tin; nguoi yéu cau trude d6 di dang nhap vao hé
théng, thuc hién xac thuc dién tir theo quy dinh.

Nguoi yéu cau dang ky khai sinh nhan Gidy khai sinh (ban chinh) truc tiép tai
co quan dang ky ho tich.
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Ban dién tr s€ tu dong guri vé Kho quan 1y dir li¢u dién tur cua ca nhan/dia chi
thu dién tu/thiét bi sd/dién thoai ctia ngudi yéu cu sau khi di hoan tat thi tuc
dang ky khai sinh tai co quan dang ky ho tich.
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12. Thii tuc ding Ky lai két hon

Trinh ty thyc hién:

- Néu lya chon hinh thire nop hd so truc tiép, nguoi co yéu cu dang ky
lai két hon nop hd so dang ky lai két hon tai BO phan Tiép nhén va tra két qua
ciia UBND cép xa c6 tham quyén; ndp 1é phi néu thudc truong hop phai nop 1é
phi dang ky lai két hon.

- Néu lya chon hinh thic nop hd so truc tuyén, nguoi co yéu cau dang ky
lai két hén truy cap Cong dich vu cong qudc gia hodc Cong dich vu cong cip
tinh, dang ky tai khoan (néu chua c6 tai khoan), xac thuc ngudi ding theo
huéng dan, dang nhap vao hé thdng, xac dinh ding Uy ban nhan dan cap xi co
thAm quyén.

Nguoi ¢ yéu cau dang ky lai két hon truc tuyén cung cap thong tin theo
mau ho tich dién tir twong tac dang ky lai két hon (cung cap trén Cong dich vu
cong), dinh kém ban chup hodc ban sao dién tr cac gidy to, tai liéu theo quy
dinh; nop phi, 1¢ phi thong qua chirc nang thanh toan truc tuyén hodc bang cach
thirc khac theo quy dinh phap luat, hoan tat viéc ndp ho so.

- Can bo tiép nhan ho so tai BO phan moét ctra ¢6 trach nhiém kiém tra
tinh chinh xéc, day du, thong nhat, hop 18 cta ho so.

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

Sau khi tiép nhan ho so theo hinh thic nop truc tiép, can bo tiép nhan hd
so tai BO phan mot cura thuc hién s6 hoa (sao chup, chuyén thanh tai liu dién tir
trén hé théng thong tin, co so dit liéu) va ky s6 vao tai liéu, hd so giai quyét tha
tuc hanh chinh d3 dugc s6 hoa theo quy dinh.

(i) Truong hop ho so chua day du, hop 1é thi ¢6 thong béo cho nguoi yéu
cau bo sung, hoan thién hd so, néu rd loai giéy to, nd1 dung can bo sung dé
nguoi co yéu cau bod sung, hoan thién. Sau khi hd so dugc bd sung, thyuc hién lai
buoc (1);

(iii) Néu ngudi ¢o yéu cau dang ky lai két hon khong bod sung, hoan thién
duge hd so thi bdo cao Trudong bd phan tiép nhan ho so ¢6 vin ban tir chbi giai
quyét yéu cau dang ky lai két hon.

- Coéng chuc tu phap - ho tich thdm tra hd so (tham tra tinh thdng nhét,
hop 18 ctia cac thong tin trong hd so, gidy to, tai liéu do ngudi yéu cau ndp, xuat
trinh hodc dinh kem).
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+ Trudng hop hd so can bo sung, hoan thién hodc khéng du diéu kién giai
quyét, phai tir chdi thi giri théng bao vé tinh trang hd so téi B6 phan mét cira dé
thong bao cho ngudi ndp hd so — thue hién lai bude (1) hoac (i11);

+ Truong hop can phai kiém tra, x4c minh lam r hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian di hen thi cong chirc 1am cong tac
ho tich lap Phiéu xin 13i va hen lai ngay tra két qua, trong d6 néu 1o 1y do cham
tra két qua va thoi gian hen tra két qua, chuyén BO phan mét cira dé tra cho
ngudi cd yéu cau (néu ngudi cd yéu cau lya chon hinh thirc ndp ho so truc tiép),
hodc giri Phiéu xin 1i va hen lai ngay tra két qua qua thu dién tir hodc gui tin
nhin qua dién thoai di dong cho ngudi cd yéu cau (néu ngudi co yéu cau lua
chon hinh thtrc ndp hd so truc tuyén).

Truong hop viée dang ky lai két hon thuc hién tai Uy ban nhan dan cap
x4 khong phai noi da dang ky két hon trude day thi cong chirc tu phéap - ho tich
bao cao Chu tich Uy ban nhan dan c¢6 vin ban dé nghi Uy ban nhan déan noi
dang ky két hon trude day kiém tra, xac minh vé viéc luu giit s6 ho tich tai dia
phuong.

Sau khi nhan dugc van ban dé nghi, Uy ban nhan dan noi da dang ky két
hon trude day tién hanh kiém tra, xc minh va tra 1oi bﬁng van ban vé viéc con
luu gitr hodc khong luu gilt dugce S6 hé tich.

+ Sau khi nhin dugc két qua xac minh vé viéc khong con luu gitt dugc
S6 ho tich tai noi di ding ky két hon hodc sau thoi han 20 ngay ké tir ngdy gui
van ban yéu cau xac minh ma khong nhan duoc van ban tra 101, néu thiy hd so
day du, hop 18, dung quy dinh, trudng hop tiép nhan ho so dang ky lai két hon
theo hinh thirc truc tiép, thi cong chuc tu phap - ho tich thuc hién viéc ghi vao
S6 dang ky két hon, cap nhat thong tin dang ky lai két hon va luu chinh thic
trén Phan mém ding ky, quan 1y ho tich dién tir dung chung.

Truong hop tiép nhan hd so ding ky lai két hon theo hinh thirc truc tuyén,
cong chitrc tu phap - ho tich giri lai biéu miu Gidy ching nhan két hon dién tir
v6i thong tin ddy da cho ngudi yéu cau qua thu dién tir hodc thiét bi sb.

Nguoi yéu cau c6 trach nhiém kiém tra tinh chinh xac, day du cua cac
thong tin trén biéu mau Giéy chirng nhan két hon dién tr va xac nhéan (téi da
mot ngay).

Néu nguodi co yéu cau xac nhan thong tin d3 théng nhat, ddy du hoic
khong c6 phan hoi sau thoi han yéu cau thi cong chirc tu phap - ho tich thuc
hién viéc ghi vao S6 ding ky két hon, cap nhat thong tin dang ky lai két hon va
Iru chinh thire trén Phan mém ding ky, quan 1y ho tich dién tr ding chung.

- Cong chire tu phap - ho tich in Gidy ching nhan két hon, trinh Lanh dao
UBND ky, chuyén t6i Bo phan mot ctra dé tra két qua cho ngudi c6 yéu cau.
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- Nguoi ¢6 yéu cau dang ky lai két hon (hai bén nam, nit phai c6 mit,
xudt trinh gidy to tuy than dé dbi chiéu) kiém tra thong tin trén Gidy ching nhan
két hon, trong SO dang ky két hon, va ky tén vao S6 dang ky két hon, ky tén vao
Giéy chirng nhan két hén, mdi bén nam, nit nhan 01 ban chinh Giéy chirng nhan
két hon.

Cach thire thue hién:

Nguoi ¢6 yéu cau dang ky lai két hon thuc hién ndp ho so tryc tiép tai Bo
phan Tiép nhan va tra két qua cia UBND cap x4 hodc ndp ho so truc tuyén trén
Cong dich vu cong qudc gia (https:/dichvucong.gov.vn) hodc Cong dich vu
cong cap tinh (https:/dichvucong.haiduong.gov.vn) (bén nam hodc bén nit cé
thé ndp hd so ma khong can co vin ban oy quyén ciia bén con lai).

Thanh phén hd so:

- To khai ding ky lai két hon theo mAu (néu ngudi c6 yéu cau lya chon
nop hd so theo hinh thirc truc tiép);

- Mdu ho tich dién tir twong tac ding ky lai két hén, trong d6 c¢6 cam doan
cac thong tin cung cap 1a dung sy that, khong con ban chinh Gidy chirng nhan
két hon, d3 nop du cac gidy to hién c6 va chiu hoan toan trach nhiém trudc phap
luat vé nodi dung cam doan cua minh (do ngudi yéu cau cung cap thong tin theo
huong dan trén Céng dich vu cong néu nguoi co yéu cau lya chon nop ho so
theo hinh thirc truc tuyén).

- Nguoi ¢d yéu cau dang ky lai két hon thyc hién viéc ndp/xuét trinh
(theo hinh thtrc truc tiép) hodc tai 1én (theo hinh thirc truc tuyén) cac gidy to
sau:

* Gidy to' phdi ngp:

- Ban sao Giay ching nhan két hon dugc cap trude day. Néu khong co
ban sao Gidy ching nhan két hon thi ndp ban sao ho so, gidy t& ca nhan ¢ cac
thong tin lién quan dén ndi dung ding ky két hon.

* Gidy to phdi xudt trinh:

- Ho chiéu hoic Chung 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 cép,
con gia tri st dung dé chtirng minh vé nhén thin cua ca hai bén c6 yéu cau ding
ky lai két hon. Truong hop cac thong tin ca nhan trong cc gidy to nay da co
trong CSDLQGVDC, CSDLHTDT, dugc hé théng dién tu dong thi khong phai
tai 1én (theo hinh thirc truc tuyén);

- Gidy to ching minh noi cu tra dé xac dinh thim quyén (néu viéc ding
ky lai két hon thyc hién tai Uy ban nhan dan cip xa khong phai 1a noi diang ky
két hon trude day) trong truong hop co quan ding ky ho tich khong thé khai
thac dugc thong tin vé noi cu tri cta cong dan theo cac phuong thirc quy dinh
tai khoan 2 Piéu 14 Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 ctua Chinh
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phu. Truong hop céc thong tin vé gidy to chimg minh noi cu tri da duogc khai
thac tir Co so dit liéu qudc gia vé dan cu bang cac phuong thirc nay thi ngudi cé
yéu cau khong phai xuét trinh (theo hinh thuc truc tiép) hodc tai 1én (theo hinh
thire truc tuyén).

*Luuy

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

+ Nguoi tiép nhan co trach nhiém kiém tra, dbi chiéu voi thong tin trong
to khai, chup lai hodc ghi lai thong tin dé luu trong ho so va tra lai cho nguoi
xudt trinh, khong duoc yéu cau ndp ban sao hoic ban chup gidy to do.

+ Ngudi yéu cau ding ky ho tich co thé ndp ban sao chimg thuc tir ban
chinh hodc ban sao duoc cap tir s6 gbc hodc ban chup kém theo ban chinh gidy
to dé d6i chiéu. Trudng hop ngudi yéu cau ndp ban chyp kém theo ban chinh
gidy to thi ngudi tiép nhan co trach nhiém kiém tra, di chiéu ban chup voi ban
chinh va ky xac nhan, khong dugc yéu cau nguoi di ding ky nop ban sao gidy to
do.

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

- Déi vé6i gidy to gui kém theo néu ngudi yéu cau ndp hd so theo hinh
thire truc tuyén:

+ Ban chup cac gidy to giri kém theo hd so ding ky lai két hon truc tuyén
phai bdo dam rd net, dr:iy du, toan ven vé ndi dung, 1a ban chup béng may anh,
dién thoai hoac duogc chup, duoc quét bﬁng thiét bi dién tur, tir giéy to duoc cép
hop 1€, con gia tri st dung.

+ Truong hop gidy to, tai lidu phai giri kém trong hd so dang ky lai két
hén truc tuyén da c6 ban sao dién tir hodc da c6 ban dién tir gidy to ho tich thi
nguoi yéu cau dugce st dung ban dién tir nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Gidy chung nhan két
hén), hai bén nam, nit ¢6 yéu cau ding ky lai két hon xudt trinh gidy to tuy than,
ndp cac gidy to 13 thanh phan ho so ding ky lai két hon theo quy dinh phap luat
ho tich.

- Gidy to do co quan c6 tham quyén cta nudc ngodi cip, cong ching
hodc x4c nhan dé sir dung cho viéc dang ky hd tich tai Viét Nam phai dugc hop
phap hoa lanh su theo quy dinh ctia phép luat, trir truong hop duge mién theo
diéu udc qudc té ma Viét Nam 13 thanh vién.

- Truong hop ngudi yéu cau dang ky lai két hon khong cung cap duoc
gidy to néu trén quy dinh hodc gidy to ndp, xuat trinh bi tay xoa, stra chita, 1am
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gia thi co quan dang ky ho tich c6 thim quyén huy bo két qua ding ky lai két
hon.

S6 lwong ho so: 01 bo

Thoi han giai quyét: 05 ngay lam viéc; truong hop phai xac minh thi
thoi han giai quyét khong qua 25 ngay.

Poi twong thue hién thi tuc hanh chinh: Ca nhan

Co quan thyc hién thii tuc hanh chinh: Uy ban nhan dan cip xi noi da
dang ky két hon trudc diy hodc Uy ban nhan dan cap xi noi ngudi yéu cau
thuong tra.

Co quan phdi hep: Co quan quan Iy CSDLQGVDC; Uy ban nhin dan
noi dang ky két hon trudc ddy trong truong hop ding ky lai két hon tai Uy ban
nhan dan cap xa noi ngudi yéu cau thuong tru.

Két qua thue hién thi tuc hanh chinh:

- Gidy chimg nhan két hon (ban chinh), mdi bén vg, chong 01 ban.

- Ban dién tir Trich luc két hon (Ban dién twr sé tu dong gui vé Kho quan
ly dir lieu cua ca nhdn/dia chi thu dién tr/thiét bi so/dién thoai cua nguoi yéu
cau sau khi da hoan tat thii tuc déing ky lai két hén tai co quan dang ky hé tich).

L¢ phi:

25.000 dong/lan (ddi véi truong hop ndp hd so truc tiép); 12.500
ddng/1an (ddi véi trudng hop ndp ho so truc tuyén).

* Mién 1¢ phi cho ngudi thudce gia dinh c6 cong voéi cach mang; ngudi
thudc ho nghéo; nguoi khuyét tat.

MAu don, miu to khai:

+ To khai dang ky lai két hon (néu ndp hd so theo hinh thirc truc tiép);

+ Mau hé tich dién tir twong tic dang ky lai két hén (néu ndp ho so theo
hinh thirc truc tuyén).

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

- Viéc két hon da dugc ding ky tai co quan c6 tham quyén cua Viét Nam
trudc ngay 01/01/2016 nhung So6 dang ky két hon va ban chinh Gidy ching
nhan két hon déu bi mat;

- Ngudi yéu cau diang ky lai két hon con séng vao thoi diém tiép nhan hod
SO.

Can cu phap ly:

- Luat Hon nhan va gia dinh nam 2014;

- Luat HO tich nam 2014;

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

- Nghi dinh s 87/2020/ND-CP ngay 28/7/2020 ctia Chinh phu quy dinh
vé Co so dit liéu ho tich dién ttr, dang ky ho tich truc tuyén;
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- Nghi dinh 86 104/2022/ND-CP ngay 21/12/2022 cta Chinh phi sira doi,
bo sung mot sO diép cua cac nghi dinh lién quan dén viéc n@p, xuat trinh s6 ho
khau, s6 tam tra gidy khi thuc hién thu tuc hanh chinh, cung céap dich vu cong;

- Thong tu sd 04/2020/TT-BTP ngay 28/5/2020 cta Bo truéng Bo Tu
phap quy dinh chi tiét thi hanh mot s6 diéu cta Luat Ho tich va Nghij dinh s6
123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét mot sé diéu
va bién phap thi hanh Luat Ho tich;

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

- Théng tw s6 03/2023/TT-BTP ngay 02/8/2023 ciia B truéng Bé Tuw
phdp sira déi, b6 sung mét sé néi dung ciia Théong tw s6 01/2022/TT-BTP ngay
04/01/2022 ciia B truéng Bo Tw phdp quy dinh chi tiét mot s6 diéu va bién
phdp thi hanh Nghi dinh sé 87/2020/NP-CP ngay 28/7/2020 ciia Chinh phii quy
dinh vé Co sé dir liéu hé tich dién i, dang ky ho tich truc tuyén;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 caa Bo truong Bo Tai
chinh quy dinh muec thu, ché do thu, ndp, quan 1y va st dung phi khai thac, st
dung thong tin trong co s& dir liéu ho tich, phi xac nhan co quéc tich Viét Nam,
phi xac nhan 1a nguoi géc Viét Nam, 1€ phi quéc tich;

- Théng tu s6 85/2019/TT-BTC ngay 29/11/2019 cta B truong Bo Tai
chinh huéng dan vé phi va 1é phi thudc tham quyén quyét dinh cua Hoi dong
nhan dan tinh, thanh phé tryc thudc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 ctia B truong Bo Tai
chinh stra ddi, b sung mot sé diéu ctia Thong tu s6 85/2019/TT-BTC ngay
29/11/2019 ctia B Tai chinh huéng dan vé phi va 1¢ phi thuéc thim quyén
quyét dinh ctia Hoi dong nhan dén tinh, thanh phd truc thudc Trung wong.

- Nghi quyét so 05/2023/NQ-HPND ngay 13/7/2023 ciia Hoi dong nhdn
dan tinh Hdi Dwong sira doi, bé sung, bdi bé mot sé ndi dung vé mirc thu, ché
do thu, ndp, qudan Iy va sir dung mét sé6 khodn phi, 1é phi di dwoc quy dinh tai
Nghi quyét sé 17/2016/NQ-HDND ngay 05 thiang 10 nam 2016, Nghi quyét sé
04/2018/NOHPND ngay 11 thing 7 ndam 2018, Nghi quyét so 13/2020/NQ-
HPND ngay 24 thang 12 nam 2020 va Nghi quyét s6 04/2022/NQ-HPND ngay
12 thang 7 ndm 2022 ciia Héi dong nhdn dan tinh Héai Dwong;

- Nghi quyét so 06/2023/NO-HPND ngay 13/7/2023 ciia Héi dong nhan
dan tinh Hdi Duwong quy dinh mikc thu 1é phi @i véi hoat dong cung cdp dich vu
cong trye tuyén trén dia ban tinh Hai Duwong.

Ghi chii: Phan chit in nghiéng 12 ndi dung sira doi, bo sung, thay thé.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phuc

TO KHAI PANG KY LAI KET HON

KAnh gui: O,
Ho, chit dém, teN NEUWOT YEU CAUS ..o eee oo
INOT CU T P
GHAY 1O TUY thANT ) e eee s e e

Pé nghi co quan diing ky lai két hon theo ndi dung duéi day:

Ho, chit d€my, tEIN CUA VO'I.......ccoooooo s
Ngay, thang, NAM SINN: (.o
Dan tOC: ..o Quéc BICI e

N T U T oo

Ho, chit @8m, tEN CHA CROIE: ....oooocooeeeeeeeeee oo
Ngay, thAng, NAM SINN: ..ot
Dan tOC: ..o Quéc T e

N O CU T oo

T61 cam doan nhiing ndi dung khai trén day la dung su that va chiu trach nhiém trudce phap
luat vé& cam doan caa minh.

Lam tqi: .......ccccceeeeeeeeeoin., NEAY ... thang .........

Ngudi yéu cau
(Ky, ghi ro ho, chir dém, tén)
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Dé nghi cip ban sao®: Co D, Khong []
Séluong'.....ban
Chu thich:

™ Ghi 15 tén co quan diang ky lai két hon.

@ Ghi theo noi ding ky thuong tri;; néu khong ¢ noi diang ky thuong tri thi ghi
theo noi dang ky tam tra; truong hop khong co noi dang ky thuong tra va noi dang ky
tam tra thi ghi theo no1 dang sinh song.

9 Ghi thong tinrvé gidy to tiy than nhu: ho chié:u, chirng minh nhan dan hoac
gidy to hop 1¢ thay thé (vi du: Chimg minh nhén dan s6 001089123 do Cong an thanh
phd Ha Noi cAp ngay 20/10/2004).

“ Ghi 1 tén co quan da dang ky két hon trudc day.

®) Chi khai trong trudng hop biét rd.

© P nghi danh ddu X vao 6 néu c6 yéu cau cip ban sao va ghi rd sd lugng.
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NOI DUNG MAU HO TICH PIEN TU TUONG TAC PANG KY LAI
KET HON

I. Thong tin vé ngudi yéu cau ding ky lai két hon
(1) Ho, chit dém, tén;
(2) S6 dinh danh c4 nhan;

(3) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H6 chiéu/Gidy to
hop 16 thay thé); sb, ngay, thang, ndm cip, co quan cip; ban chup dinh kém;

(4) Noi cu trt (noi thuong tri/noi tam tri/noi dang sinh séng).
II. Thong tin nguwoi vor
(5) Ho, chir dém, tén;

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

(7) Dan toc;
(8) Qudc tich;
(9) S6 dinh danh c4 nhan;

(10) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H$ chiéu/Gidy to
hop 16 thay thé); sb, ngay, thang, ndm cip, co quan cip; ban chup dinh kém;

(11) Noi cu tra (noi thudng tra/noi tam tra/noi dang sinh song).

II1. Thong tin ngudi chong

(12) Ho, chitr dém, tén;

(13) Ngay, thang, nam sinh (tach bi¢t riéng 03 truong thong tin ngay, thang,
nam);

(14) Dan toc;

(15) Quédc tich;

(16) S6 dinh danh c4 nhan;

(17) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H$ chiéu/Gidy to
hop 18 thay thé); sb, ngdy, thang, ndm cap, co quan cip; ban chup dinh kém;

(18) Noi cu tra (noi thudng tra/noi tam tra/noi dang sinh sdng).
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IV. Thong tin vé viéc diing ky két hon truée day

(19) Noi dang ky két hon trudc day;

(20) Gidy chimg nhan két hon (s6, quyén sd, ngay, thang, nim dang ky);
(21) Pé nghi cap ban sao:

o Co

S6 lugng ban sao yéu cau: ...

0 Khong

(22) Hb so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan cac thong tin cung cap 1a ding su that, khong con
ban chinh Gidy ching nhan két hon, da ndp du cac gidy to hién c6 va chiu hoan
toan trach nhiém trudc phap luat vé nodi dung cam doan cua minh.

* Truong hop céc thong tin vé gidy to chimg minh noi cu trii 3 duoc khai thac
tir CSDLQGVDC, duoc hé thong dién tu dong thi khong phai xuat trinh (theo
hinh thtrc truc tiép) hodc tai 1én (theo hinh thirc truc tuyén).

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

Nguoi yéu cau dang ky lai két hon nhan Ban chinh Gidy chiing nhan két hon
truc tiép tai co quan dang ky ho tich.

Ban dién tu s€ tu dong gui vé Kho quan ly dir liéu cua ca nhan/dia chi thu di¢n
tir/thiét bi sd/dién thoai clia ngudi yéu cu sau khi da hoan tat thi tuc dang ky
lai két héon tai co quan ding ky ho tich.
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13. Thu tuc dang ky lai khai tw

Trinh ty thyc hién:

- Néu lya chon hinh thire nop hd so truc tiép, nguoi co yéu cu dang ky
lai khai tu nép ho so déng ky 1ai khai tur tai B() phan Tiép nhan va tra két qua
ciia UBND cép x4 c6 tham quyén; nop 1¢ phi néu thudc trudng hop phai nop 1€
ph1 dang ky lai khai tr; ndp phi cdp ban sao Trich luc khai tr néu c¢6 yéu cau
cap ban sao Trich lyc khai tt.

- Néu lua chon hinh thtrc ndp hd so truc tuyén, ngudi c6 yéu cau dang ky
lai khai tir truy cap Cong dich vu cong quéc gia hodc Cong dich vu cong cap
tinh, dang ky tai khoan (néu chua co tai khoan), xac thuc nguoi dung theo
huéng dan, dang nhap vao hé thong, xac dinh ding Uy ban nhan dan cap xi co
tham quyén.

Ngudi ¢6 yéu cau ding ky lai khai tir truc tuyén cung cip thong tin theo
mau ho tich dién tir trong tac dang ky lai khai tr (cung cip trén Cong dich vu
cong), dinh kém ban chup hodc ban sao dién tr cac gidy to, tai liéu theo quy
dinh; ndp phi, 1& phi thong qua chirc niang thanh toan truc tuyén hodc bang cach
thire khac theo quy dinh phép luat, hoan tat viéc ndp ho so.

- Can bo tiép nhan hd so tai BO phan mdt ctra ¢6 trach nhi€ém kiém tra
tinh chinh xéc, day du, thong nhat, hop 18 cta ho so.

(i) Truong hop hd so day du, hop 18 thi tiép nhan ho so, c6 Phiéu hen, tra
két qua cho nguoi c6 yéu cau (néu nguoi c¢o yéu cau lya chon hinh thirc nop ho
so truc tiép) hodc guri ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin
nhan hen tra két qua qua dién thoai di dong cho ngudi c6 yéu cau (néu nguoi co
yéu cau lya chon hinh thirc ndp hd so truc tuyén), déng thoi chuyén hod so dé
cong chirc 1am cong tac ho tich xir 1y.

Sau khi tiép nhan ho so theo hinh thic ndp truc tiép, can bo tiép nhan ho
so tai BO phan mot cura thuc hién s6 hoa (sao chup, chuyén thanh tai li€u dién tir
trén hé thong thong tin, co so dit liéu) va ky s6 vao tai liéu, hd so giai quyét thu
tuc hanh chinh d3 duoc s6 hoa theo quy dinh.

(ii) Truong hop hd so chua dy du, hop 18 thi c6 thong bao cho ngudi yéu
cau bd sung, hoan thién hd so, néu rd loai gidy to, ndi dung can bd sung dé
nguoi o yéu cau bo sung, hoan thién. Sau khi hd so dugce bd sung, thuc hién lai
budc (1);

(iii) Néu nguoi c6 yéu cau ding ky lai khai tir khong bd sung, hoan thién
duoc hd so thi bao cao Trudng bd phan tiép nhan ho so co vin ban tir chdi giai
quyét yéu cau diang ky lai khai tir.

- Cong chirc tu phap - ho tich tham tra hd so (tham tra tinh thong nht,
hop 18 cta cac thong tin trong hd so, gidy to, tai lidu do ngudi yéu cdu ndp, xudt
trinh hoac dinh kém).
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+ Trudng hop hd so can bo sung, hoan thién hodc khéng du diéu kién giai
quyét, phai tir chdi thi giri théng bao vé tinh trang hd so téi B6 phan mét cira dé
thong bao cho ngudi ndp hd so — thue hién lai bude (1) hoac (i11);

+ Truong hop can phai kiém tra, x4c minh lam r hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian di hen thi cong chirc 1am cong tac
ho tich lap Phiéu xin 13i va hen lai ngay tra két qua, trong d6 néu 1o 1y do cham
tra két qua va thoi gian hen tra két qua, chuyén BO phan mét cira dé tra cho
ngudi cd yéu cau (néu ngudi cd yéu cau lya chon hinh thirc ndp ho so truc tiép),
hodc giri Phiéu xin 1i va hen lai ngay tra két qua qua thu dién tir hodc gui tin
nhin qua dién thoai di dong cho ngudi cd yéu cau (néu ngudi co yéu cau lua
chon hinh thtrc ndp hd so truc tuyén).

+ Néu thay thong tin khai tir day du va phu hop, ho so day du, hop 1¢,
dung quy dinh, treong hop tiép nhan hd so dang ky lai khai tir theo hinh thtc
truce tiép, thi cong churc tu phap - ho tich thuc hién viéc ghi vao SO dang ky khai
tir, cAp nhat thong tin dang ky lai khai ttr va luu chinh thire trén Phan mém ding
ky, quan 1y ho tich dién tr dung chung.

Trudng hop tiép nhan ho so diang ky lai khai tir theo hinh thtrc truc tuyén,
cong chirc tu phap - ho tich gui lai biéu miu Trich luc khai tr dién tir voi théng
tin ddy du cho ngudi yéu cau qua thu dién tir hoic thiét bi sé.

Nguoi yéu cau c6 trach nhiém kiém tra tinh chinh xac, day du cua cac
thong tin trén biéu mau Trich luc khai tir dién tir va xac nhan (t6i da mot ngay).

Néu ngudi co yéu cau xac nhan thong tin di thdng nhat, diy du hoic
khong c6 phan hoi sau thoi han yéu ciu thi cong chirc tu phap - ho tich thuc
hién viéc ghi ndi dung vao S6 dang ky khai tir, cap nhat thong tin dang ky lai
khai tir va luu chinh thire trén Phan mém ding ky, quan 1y ho tich dién tir dung
chung.

- Cong churc tu phap - ho tich in Trich luc khai tir, trinh Lanh dao UBND
ky, chuyén téi Bo phan mot cira dé tra két qua cho ngudi ¢6 yéu cau.

- Ngudi ¢6 yéu cau dang ky lai khai tir kiém tra thong tin trén Trich luc
khai ttr, trong S6 ding ky khai tir va ky tén vao S6 ding ky khai tir, nhan Trich
luc khai ttr.

Cach thirc thue hién:

Ngudi c6 yéu cau dang ky lai khai tir truc tiép thuc hién hodc uy quyén
cho ngudi khac thuc hién viéc dang ky lai khai tir tai B§ phan Tiép nhan va tra
két qua cia UBND cap xa hodc giri hd so qua hé théng buu chinh hodc ndp hd
so tryc tuyén trén Cong dich vu céng qubc gia (https://dichvucong.gov.vn) hoic
Cong dich vu cong cép tinh (https:/dichvucong.haiduong.gov.vn).

Thanh phan hd so:
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- To khai dang ky lai khai tir theo mau (néu ngudi cd yéu cau lya chon
nop hd so theo hinh thirc truc tiép);

- Mau hé tich dién tir twong tac dang ky lai khai tiz, trong d6 c6 cam doan
cac thong tin cung cap 1a dung su that, khong con ban chinh Gidy ching
ta/Trich luc khai tr, da nop du cac giéy to hién co6 va chiu hoan toan trach
nhiém trude phap luat vé ndi dung cam doan cta minh (do nguoi yéu cau cung
cap thong tin theo hudng dan trén Cong dich vu cong néu ngudi cé yéu cau lua
chon ndp ho so theo hinh thirc tryc tuyén).

- Nguoi cd yéu cau ding ky lai khai tir thuc hién viéc ndp/xuét trinh (theo
hinh thtc truc tiép) hodc tai 1én (theo hinh thic tric tuyén) cac gidy to sau:

* Gidy to phdi ngp:

- Ban sao Gidy chung tir trude ddy duoc cap hop 18. Néu khong ¢ ban
sao Gidy chimg tir trudc day dugc cap hop 18 thi ndp ban sao ho so, gidy to lién
quan c6 ndi dung chimg minh su kién chét.

- Vin ban Gy quyén theo quy dinh cta phap luat trong trudng hop uy
quyén thuc hién viéc dang ky lai khai tir. Truong hop ngudi duoc uy quyén 1a
ong, ba, cha, me, con, vo, ch(‘Bng, anh, chi, em rudt cia nguoi uy quyén thi van
ban ty quyén khong phai chimg thuc.

* Gidy to' phdi xudt trinh:

- Ho chiéu hoidc Chtrng minh nhin dan hodc Thé cin cude cong dan hodc
cac gidy to khac ¢ dan anh va thong tin ca nhan do co quan c6 thim quyén cp,
con gia tri st dung dé chimg minh vé nhan than ciia ngudi co yéu cau diang ky
lai khai tir. Truong hop cac thong tin ¢4 nhan trong cac gidy to nay di c6 trong
CSDLQGVDC, CSDLHTPT, duoc hé thong dién tu dong thi khong phai tai 1én
(theo hinh thirc truc tuyén).

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

* Luuy

- P6i v6i gidy to ndp, xuét trinh néu ngudi yéu cau ndp ho so theo hinh
thire truc tiép:

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

+ Ngudi yéu cau ding ky ho tich c6 thé ndp ban sao chimg thuc tir ban
chinh hodc ban sao duoc cip tir s6 gbc hodc ban chup kém theo ban chinh gidy
t& dé d6i chiéu. Trudng hop ngudi yéu cau ndp ban chyup kém theo ban chinh
gidy to thi nguoi tiép nhan ¢ trach nhiém kiém tra, dbi chiéu ban chup véi ban
chinh va ky xac nhan, khong dugc yéu cau nguoi di ding ky nop ban sao gidy to
do.
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+ Nguoi tiép nhan co trach nhiém tiép nhan dung, du hd so ding ky ho
tich theo quy dinh ctia phap luét ho tich, khong dugc yéu cau ngudi dang ky ho
tich ndp thém gidy to ma phap luat ho tich khong quy dinh phai nop.

- Déi vé6i gidy to gui kém theo néu ngudi yéu cau ndp hd so theo hinh
thire truc tuyén:

+ Ban chup céc gidy to giri kém theo hd so ding ky lai khai tir truc tuyén
phai bdo dam rd net, dr:iy du, toan ven vé ndi dung, 1a ban chup béng may anh,
dién thoai hoac duogc chup, duoc quét bﬁng thiét bi dién tur, tir giéy to duoc cép
hop 1€, con gia tri st dung.

+ Truong hop gidy to, tai liéu phai gui kém trong hd so dang ky lai khai
tir tryc tuyén di ¢ ban sao dién tr hodc da co ban dién tir gidy to ho tich thi
nguoi yéu cau dugce su dung ban dién tir nay.

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

- Gidy to do co quan c6 tham quyén cla nudc ngodi cip, cong ching
hodc x4c nhan dé sir dung cho viéc dang ky hd tich tai Viét Nam phai dugc hop
phap hoa lanh su theo quy dinh ctia phép luat, trir truong hop duge mién theo
diéu udc qudc té ma Viét Nam 13 thanh vién.

- Trudng hop ngudi c¢6 yéu cau ding ky lai khai tir khong cung cap duoc
gidy t néu trén theo quy dinh hodc gidy t& ndp, xuat trinh bi tiy x6a, sira chira,
lam gia thi co quan ding ky ho tich c6 thAm quyén hiy bo két qua dang ky lai
khai tur.

S6 lwong hd so: 01 bo

Thoi han gidi quyét: 05 ngay 1am viéc; truong hop can xac minh thi thoi
han giai quyét khong qua 10 ngay lam viéc.

P6i twong thue hién thi tuc hanh chinh: Ca nhan

Co quan thue hién thii tuc hanh chinh: Uy ban nhan dan cip x3, noi da
dang ky khai tir trudce day.

Co quan phdi hep: Co quan quan Iy CSDLQGVDC.

Két qua thue hién thii tuc hanh chinh:

- Trich luc khai tir (ban chinh), ban sao Trich luc khai tir (trwong hop yéu
cau cap ban sao Trich luc khai tir).

- Ban dién tw Trich luc khai tw (Ban dién twr sé tw dong guri vé Kho quan
ly dir lieu cua ca nhdn/dia chi thu dién tr/thiét bi so/dién thoai cia nguoi yéu
cau sau khi dad hoan tat thi tuc dang ky lai khai twr tai co quan dang ky ho tich).

Phi, 1€ phi:
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5.000 dong/lan (d6i véi truong hop ndp hd so tryc tiép); la 2.500
ddng/1an (ddi v6i tredmg hop ndp hd so truc tuyén).

* Mién 1¢ phi cho ngudi thudc gia dinh c6 cong voi cach mang; nguoi
thudc hd ngheo; nguoi khuyét tat.

MAu don, mAu to khai:

+ T khai ddng ky lai khai tir (néu ndp ho so theo hinh thire truc tiép);

+ Mau hé tich dién tir twong tac dang ky lai khai tur (néu nop hé so theo
hinh thirc truec tuyén).

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

Viéc khai tir dd duge ding ky tai co quan c6 thaim quyén cia Viét Nam
trude ngdy 01/01/2016 nhung S6 ding ky khai tir va ban chinh Gidy chtng tir
déu bi mat.

Can cw phap ly:

- Luat Ho tich nam 2014;

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

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ctia Chinh phu quy dinh
vé Co s& dit liéu ho tich dién tu, dang ky ho tich truc tuyén;

- Nghidinh §6 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu sta qd(x)i,
bo sung mot sO diép cua cac nghi dinh lién quan dén viéc n@p, xuat trinh s6 ho
khau, so6 tam tra giéy khi thyc hién thu tuc hanh chinh, cung cap dich vu cong;

- 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 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 sb diéu
va bién phap thi hanh Luat Ho tich;

- Thong tu sb 01/2022/TT-BTP ngay 04/01/2022 cua B truong B Tu
phap quy dinh chi tiét mot sé diéu va bién phap thi hanh Nghi dinh
s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh phu quy dinh vé Co sé dit liéu ho
tich dién ttr, ddng ky ho tich truc tuyén;

- Théng tw s6 03/2023/TT-BTP ngay 02/8/2023 cia B truong B Tw
phap sira d6i, b6 sung mét sé ndi dung ciia Thong tw s6 01/2022/TT-BTP ngay
04/01/2022 ciia B truéng Bo Tw phéap quy dinh chi tiét mét s6 diéu va bién
phap thi hanh Nghi dinh s6 87/2020/NP-CP ngay 28/7/2020 ciia Chinh phii quy
dinh vé Co sé dir liéu hé tich dién i, dang ky ho tich truc tuyén;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ciia Bo truong Bo Tai
chinh quy dinh muc thu, ché d6 thu, ndp, quan 1y va sur dung phi khai thac, st
dung thong tin trong co s& dir liéu ho tich, phi xac nhan co quéc tich Viét Nam,
phi xac nhan 1a nguoi géc Viét Nam, 1€ phi quéc tich;

138


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

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 caa Bo truong Bo Tai
chinh huéng dan vé phi va 1é phi thudc tham quyén quyét dinh caa Hoi dong
nhan dan tinh, thanh phd truc thudc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cta Bo truong Bo Tai
chinh stra d6i, bé sung mot sé diéu ciia Thong tu s6 85/2019/TT-BTC ngay
29/11/2019 cta Bo Tai chinh huéng dan vé phi va 1& phi thudc thim quyén
quyét dinh cia Hoi dong nhan dan tinh, thanh phé tryc thudc Trung wong.

- Nghi quyét s6 05/2023/NQO-HPND ngay 13/7/2023 ciia Hoi dong nhan
dan tinh Hai Duong siva doi, bo sung, badi bo mot s0 noi dung vé mire thu, ché
dé thu, ndp, qudn 1y va st dung mét s6 khodn phi, 1é phi da dwoc quy dinh tai
Nghi quyét sé 17/2016/NO-HDPND ngay 05 thang 10 nam 2016, Nghi quyét sé
04/2018/NOHPND ngay 11 thing 7 ndm 2018, Nghi quyét so 13/2020/NO-
HPND ngay 24 thang 12 nam 2020 va Nghi quyét s6 04/2022/NQ-HPND ngay
12 thang 7 nam 2022 cua Hoi dong nhdn déan tinh Hai Duwong;

- Nghi quyét so 06/2023/NO-HPND ngay 13/7/2023 ciia Héi dong nhén
dan tinh Hdi Duong quy dinh mirc thu 1é phi @i véi hoat dong cung cdp dich vu
cong truec tuyén trén dia ban tinh Hai Dirong.

Ghi chii: Phan chit in nghiéng la néi dung sira doi, bé sung, thay thé.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phuc

TO KHAI PANG KY LAI KHAI TU

Ho, chit dém, ten NEWOT YEU CAU .........cooooooii s

N OT U UL oo e e

QuAn h& V&I NGUOT A8 CREL: ...
Pé nghi co quan ding ky lai khai tir cho nguoi cé tén dwéi day:

Ho, chilt A€, tEI: ...t e e e et e et e e e e eerar e e e e e e nnnnnes
Ngay, thang, NAM SINN: ....coo..cooo s

Gio1 tinh:...coooeeeeeennn. Dan toc: ...coevvveviiiiiiinns Quéc tICH: o,

Pa chét vao 10C: v g0 phut, ngay .............. thang ............ nam ..................
INOT CREE: e ettt

ba dang ky khai tirtai: © ngay ... thang .......... Nam ..............
Gidy chung tir/Trich luc khai tir s6: © ..o, ,quyénsd: © ...

T61 cam doan nhitng nd1 dung khai trén day la dung sy that va chiu trach nhi€ém trude phap
luat vé& cam doan caa minh.

Lam tai: .......ccccooeeveveee e, REAY ... thang .........

Nguoi yéu cau

(Ky, ghi ro ho, chit dém, tén)
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Dé nghi cap ban sao”: Co D, Khong []

Chu thich:

() Ghi 13 tén co quan dang ky lai khai tr.

@ Ghi theo noi dang ky thuong trii; néu khong ¢ noi dang ky thuong tra thi ghi
theo noi dang ky tam tra; truong hgp khong c6 noi dang ky thuong tra va noi dang ky
tam tra thi ghi theo not dang sinh song.

9 Ghi thong tin vé gidy to tily than nhu: ho chiéu, chirng minh nhan dan hoac
gidy to hop 1¢ thay thé (vi dy: Ching minh nhan dan s6 001089123 do Cong an thanh
phd Ha Noi cip ngay 20/10/2004).

@ Truong hop chua xac dinh duoc thi dé tréng.

®) Ghi rd tén co quan d3 dang ky khai tir trude day.

© Chi khai trong truong hop biét rd.

D Pé nghj danh dau X vao 6 néu cd yéu cau cap ban sao va ghi rd sb lugng.
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NOI DUNG MAU HO TICH PIEN TU TUONG TAC
THU'C HIEN PANG KY LAI KHAI TU

I. Thong tin vé ngudi yéu cau ding ky lai khai tir
(1) Ho, chir dém, tén;
(2) S6 dinh danh ca nhan;

(3) Gidy to tuy than: Loai gidy to stt dung (CCCD/CMND/Hb chiéu/Gidy to hop 18
thay thé); s6, ngay, thang, nim cap, co quan cap; ban chyp dinh kém;

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

(5) Quan h¢ vé1 nguoi duogce khai tur.

II. Thong tin vé nguoi dwoe ding Ky lai khai tir

(6) Ho, chir dém, tén;

(7) Ngay, thang, nam sinh (tach biét riéng 03 truong thong tin ngay, thang, nam);
(8) Sb dinh danh c4 nhén;

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

(10) Noi cu tra cudi cing (noi thudng tra/noi tam tra/noi sinh sdng trude khi chét);

(11) Thoi gian chét: gid, phit, ngay, thang, nim (tach biét riéng cac truong thong
tin 10, phut, ngay, thang, nam);

(12) Noi chét;

(13) Nguyén nhan chét (c6 chu thich: néu chua xac dinh dugc/chua rd thi dé tréng).
I11. Théng tin vé viéc ding ky khai tir truwée diy

(14) Noi dang ky khai tir trude day;

(15) Gidy chimng tir/Trich luc khai ttr (s§, quyén sb, ngay, thang, nam dang ky);
(16) Dé nghi cap ban sao:

o Co

S6 lugng ban sao yéu cau: ...

o Khong

(17) Hb so dinh kém theo quy dinh.
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* Nguoi yéu cdu cam doan cac thong tin cung cap 1a dung sy that, khong con ban
chinh Gidy chung tir/Trich luc khai tir, da nop du cac gidy to hién co va chiu hoan
toan trach nhiém trudc phéap luat vé ndi dung cam doan ctia minh.

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

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

Ngudi yéu cau dang ky lai khai tir nhan Trich luc khai tir (ban chinh) tryc tiép tai co
quan dang ky hg tich.

Ban dién tur s€ tu dong gui vé Kho quan 1y dir liéu cia ca nhan/dia chi thu dién
tir/thiét bi s6/dién thoai ctia ngudi yéu cau sau khi da hoan tat thu tuc ding ky lai
khai tur tai co quan dang ky ho tich.
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