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

TINH HA TINH Doc 1ap - Tw do - Hanh phuc
S6: 09 /QD-UBND Ha Tinh, ngay 02 thangor nam 2024
QUYET PINH

vé viéc cong b6 Danh muc va Quy trinh noi b thu tuc
hanh chinh dwoc sira dm, b6 sung trong linh vwe H{ tich, Nudi con nudi
thuodc thAm quyen quan ly cia nganh Tw phap ap dung
tai UBND cap huyén trén dia ban tinh Ha Tinh

CHU TICH UY BAN NHAN DAN TINH

~ Can cir Luqt T 0 chirc Chinh qu)jén dia phwong ngay 19/6/2015; Luqt sia
doi, ‘bo” sung mot so diéu cua Luat To chirc Chinh phu va Ludt T6 chuc Chinh
quyén dia phuwong ngay 22/11/2019;

Can cir Nghi dinh s6 63/2010/NP-CP ngay 08/6/2010 ciia Chinh phii vé
kiém sodt thii tuc hanh chinh; Nghi dinh s6 92/2017/NB-CP ngay 07/8/2017 ciia
Chinh phii vé sita doi, b6 sung mét s6 diéu cia cic Nghi dinh lién quan dén
kiém sodt thil tuc hanh chinh;

Can cic Nghi dinh s6 61/2018/ND-CP ngay 23/4/2018 ciia Chinh phii vé
thue hién co ché mot cura, mot cua lién thong trong giai quyét thu tuc hanh chinh;
Can cir Thong tw sé 02/2017/TT-VPCP ngay 31/10/2017 cua B¢ truong,

Chui nhiém Vian phong Chinh phii hiedng dan vé nghiép vu kiém sodt thii tuc
hanh chinh;

Can cir Thong tw sé 01/2018/TT-VPCP ngay 23/11/2018 cua B¢ truong,
Chu nhi¢m Van phong Chinh phu hudng dan thi hanh mot. s6 quy dinh clia Nghi
dinh s6 61/2018/NP-CP ngay 23/4/201 & cua Chinh phu vé thire hién co ché mot
cira, mot cira lién théng trong gidi quyét thii tuc hanh chinh;

Theo dé nghj ciia Gidm doc S¢ Tw phdp tai Van ban so 1377/STP-VP
ngay 21/11/2023.

QUYET PINH:

Piéu 1. Cong bd kém theo Quyét dinh nay Danh muc va Quy trinh ndi bg
18 (muoi sau) thu tuc trong linh vuc HO tich, 01 (mot) thu tuc trong linh vuc
Nubi con nudi duge stra doi, bo sung thudc tham quyén quan 1y ciia nganh Tu
phap ap dung tai UBND cép huyén trén dia ban tinh Ha Tinh.

Piéu 2. Giao S¢ Tu phap chi tri, phdi hop véi Van phong UBND tinh
(Trung tdm Coéng béo - Tin hoc) va cac co quan, don vi lién quan cin cir Quyét
dinh nay, trong thoi han 05 ngay 1am viéc x4y dung quy trinh dién tir giai quyét
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thu tuc hanh chinh trén H¢ thong thong tin giai quyét TTHC cia tinh dé 4p dung
thong nhat tai UBND cap huyén trén dia ban tinh Ha Tinh.

Piéu 3. Quyét dinh nay co6 hiéu luc ké tir ngdy ban hanh; thay thé danh
muc va quy trinh ndi bo giai quyét 18 thu tuc hanh chinh linh vuc Ho tich tai
Quyét dinh s6 1451/QD-UBND ngay 22/06/2023 ctia UBND tinh; danh muc va
Quy trinh nd1 bg thu tuc hanh chinh linh vuc Nudi con nudi tai Quyét dinh s
2352/QDb-UBND ngay 16/6/2021 ciia UBND tinh.

Piéu 4. Chanh Vin phong UBND tinh, Giam ddc So Tu phap, Giam dbc
Trung tdm Cong bao - Tin hoc tinh; Chu tich UBND cac huyén, thanh phd, thi
xd; Giam ddc Trung tim Hanh chinh cong cip huyén va cac to chiic, ca nhan co
lién quan chiju trach nhiém thi hanh Quyét dinh nay./.

Noi nhdn: KT. CHU TICH
- Nhu Diéu 4;

- B6 Tu phap;

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

-S¢ KH va CN;

- Phé CVP cac PCVP UBND tinh;

- Trung tdm CB-TH tinh;

- Luu: VT, NC..

———




UY BAN NI:IAN DAN
TINH HA TINH

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

DANH MUC VA QUY TRINH NQI BQ THU TUC HANH CHINH PUQC SUA POI, BO SUNG

TRONG LINH VU'C HQ TICH, NUOI CON NUOI THUQC THAM QUYEN QUAN LY CUA NGANH TU PHAP AP
DUNG TAI UBND CAP HUYEN TREN PIA BAN TiNH HA TINH!

12024 cua Chu tich UBND tinh Ha Tinh)

(Ban hanh kém theo Quyét dinh s6

/QOD-UBND ngay /

PHAN I. DANH MUC THU TUC HANH CHINH

Tén tha tuc hanh | Ky hiéu | Thai han giai | Dia diém thuc Phi, 1€ phi Y
T e A "z A < Can cir phap ly
chinh quy trinh quyet hién (néu co)
| |LINH VUC HOQ TICH
Ngay trong | - Trung tam | . Lé phi: - Luat Ho tich nam 2014;
ngay tiép nhan | Hanh chinh | 60,000 - Nghi dinh sé 123/2015/ND-CP
hd so. Trudng | CONG cap huyén. | gong/truong | ngdy 15/11/2015 cta Chinh phu
Thu tuc ding ky hop nhén hd so | - Cong dich vu | hop néu nép hé | quy dinh chi tiét mot sé diéu va
1 |khai sinh c6 yéu| QT.HT.01 |sau 15 gio ma|cong qubc gia/ | so truc tiéplqua | bién phap thi hanh Luat Ho tich;
t0 nude ngoai khong  giai | H¢ thong thong | buu  chink;| - Nehi dinh sb 87/2020/ND-CP
quyét  dugc |tin giai quyét | 30.000 ngay 28/7/2020 cua Chinh phu
ngay thi tra két | thu  tuc  hanh | dong/truong | quy dinh vé Co so dir liéu ho tich
qua trong ngay | chinh cua tinh. | hop néu ngp ho | gign tir, dang ky ho tich truc

L Phan chir in nghiéng la ngi dung sira doi, b6 sung




lam viéc tiép
theo.

SO truc tuyén;

- Mién 1& phi
cho nguoi
thudc gia dinh
c6 cong Vvoi
cach mang;
nguoi thudoc ho
nghéo; nguoi
khuyét tat;

- Phi cip ban
sao trich luc ho

tich trong
truong hop
nguoi dan yéu

cau:  8.000
dong/ban.

tuyén;

- Nghi dinh s6 104/2022/ND-CP
ngay 21/12/2022 cia Chinh phu
stra ddi, bd sung mot s6 diéu cua
cac nghi dinh lién quan dén viéc
nop, xuét trinh s6 ho khau, sd tam
tr gidy khi thue hién thi tuc hanh
chinh, cung cép dich vu cong;

- Thong tu sb 04/2020/TT-BTP
ngay 28/5/2020 cua Bg truéng Bo
Tu phép 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 cua Chinh phu
quy dinh chi tiét mot s6 diéu va
bién phap thi hanh Luat Ho tich;

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

- Thong tu s6 03/2023/TT-BTP
ngay 02/8/2023 cua B truong Bo
Tw phdp sira d6i, bé sung mot sé




néi dung cia Théng tw sO
01/2022/TT-BTP ngay 04/01/2022
quy dinh chi tiét mot so diéu va
bién phdp thi hanh Nghi dinh s6
87/2020/NP-CP ngay 28/7/2020
ciia Chinh phii quy dinh vé Co s¢
dit lieu ho tich dién tw, dang ky ho
tich truec tuyén;

- Thong tu s6 281/2016/TT-BTC
ngay 14/11/2016 cta B trudng
B6 Tai chinh quy dinh muc thu,
ché d6 thu, nop, quan 1y va su
dung phi khai thac, st dung thong
tin trong co s& dit 1iéu ho tich, phi
xac nhan cé quéc tich Viét Nam,
phi x4c nhan 1a ngudi goc Viét
Nam, 1é phi qudc tich;

- Thong tu s6 85/2019/TT-BTC
ngay 29/11/2019 cua B Tai
chinh huéng dan vé phi va 1é phi
thudc tham quyén quyét dinh cia
Hoi dong nhan dan tinh, thanh
phé tryc thudc Trung wong;

- Théng tu s6 106/2021/TT-BTC
ngay 26/11/2021 cua BQ trudng
Bo Tai chinh stra ddi, bo sung
mot s6 diéu cua Théng tu sd
85/2019/TT-BTC ngay




29/11/2019 caa B Tai chinh
huong dén vé phi va 1€ phi thudc
thAm quyén quyét dinh cua Hoi
déng nhan dan tinh, thanh phd
truc thudc Trung wong;

- Nghi quyét s6 101/2023/NO-
HDND ngay 13/07/2023 cua
HDND tinh vé sita déi, b6 sung
mot s6 khodn phi, 1¢é phi trén dia
ban tinh Ha Tinh;

- Quyét dinh s6 2466/0P-BTP
ngay 20/10/2023 cua Bo Tw phdp
vé viéc cong bé thi tuc hanh chinh
dwoe sika doi, b6 sung trong linh
viee ho tich thuc hién tai co quan
dang ky ho tich thuéc pham vi chure
nang quan ly cua Bo Tw phap.

Thu tuc dang ky
khai sinh c6 yéu
t6 nudc ngoai cho
ngudi di ¢6 hd so,
gidy to c4 nhan

QT.HT.02

05 ngay lam
viéc ké tir ngay
nhan du hd so
hop 1€&. Truong
hop phai co
van ban xac
minh thi thoi
han giai quyét
khong qua 25
ngay.

- Trung tam
Hanh chinh
cong cap huyén.
- Céng dich vu
cong qudc gia/
Hé thong thong
tin giai quyét
thd tuc hanh
chinh cua tinh.

- Lé  phi:
60.000
dong/truong

hop néu nép ho
so truc tiep/qua

buu chinh;
30.000
dong/truong

hop néu nop ho
SO truc tuyén,

Nhu trén




- Mién 1& phi
cho nguoi
thudc gia dinh
c6 cong Vvobi
cach mang;
nguoi thude ho
nghé¢o; nguoi
khuyét tat;

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

Thu tuc dang ky
két hon cod yéu to
nudc ngoai

QT.HT.03

15 ngay lam
viee, ké
ngay nhan du
hé so hop 18.

- Tiép nhan hd
SO

+ Trung tam
Hanh chinh
cong cap huyén.
+ Céng dich vu
cong qudc gia/
Hé thong thong
tin giai quyét
thd tuc hanh
chinh cua tinh.

- Tra két qua:

- Lé  phi:
1.000.000
dong/trueong
hop néu nép ho
SO truc  tiép;
500.000
dong/trieong
hop néu nép ho
SO tryc tuyén;

- Mién 1& phi
cho nguoi
thudc gia dinh
cO cOng voi

Nhu trén




UBND cap
huyén.

cach mang;
nguoi thudoc ho
nghéo;  nguoi
khuyét tat;

- Phi cdp ban
sao trich luc ho

Thu tuc dang ky
khai tir c6 yéu to
nudc ngoai

QT.HT.04

tich trong
truong hop
nguoi dan yéu
cau: 8.000
dong/ban.
Trong ngay tiép ESO OOLOe phi:
nhan - ho so. dong/triong

Nhén hd so sau
15 g0 ma
khong giai
quyét duogc
ngay thi tra két
qua trong ngay
lam viéc tiép
theo. Trong
trudng hop can
xac minh, thi
thor han gidi
quyét khong qua
03 ngay lam
viéc.

- Trung tam
Hanh chinh
cong cap huyén;
- Céng dich vu
cong qubc gia/
Hé thong thong
tin giai quyét
thd tuc hanh
chinh cua tinh.

hop néu nép ho
so truc tieplqua

buu chinh;
30.000
dong/truong

hop néu nop ho
So truc tuyén;

- Mién 1& phi
cho nguoi
thudc gia dinh
c6O cong voi
cach mang;
nguoi thude ho
nghéo; nguoi

Nhu trén




khuyét tat;
- Phi cip ban
sao trich luc ho

Thu tuc dang ky
giam hd c6 yéu to
nudc ngoai

QT.HT.05

tich trong
truong hop
nguoi dan yéu
cau: 8.000
ddng/ban.

- Lé  phi:
60.000

- Dbang ky dong/triong

giam ho cu:
Trong thoi han
05 ngay lam
viee, ké
ngay nhan du
hé so hop 16.

- bang ky
giam ho duong
nhién:  Trong
thoi han 03
ngay lam viéc,
sau khi nhan
da hd so hop
1€.

- Trung tam
Hanh chinh
cong cap huyén;
- Cong dich vu
cong qubc gia/
Hé thong thong
tin giai quyét
thd tuc hanh
chinh cua tinh.

hop néu nép ho
so triee tiéplqua
buu chinh;
30.000
dong/truong
hop néu nép ho
SO truc tuyén;

- Mién 1& phi
cho nguoi
thudc gia dinh
c6 cbng voi
cach mang;
nguoi thude ho
nghéo; nguoi
khuyét tat;

- Phi cip ban

Nhu trén
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sao trich luc ho

Thu tuc dang ky
chdm dut giam ho
c6 yéu to nudc
ngoai

QT.HT.06

02 ngay lam
viéc ké tir ngay
nhan di hd so
hop 1€.

- Trung tam
Hanh chinh
cong cap huyén;
- Céng dich vu
cong qubc gia/
Hé thong thong
tin giai quyét
thd tuc hanh
chinh cua tinh.

tich trong
truong hop
nguoi dan yéu
cau: 8.000
ddng/ban.

- Lé  phi:
60.000
dong/triwong

hop néu nép hé
so tryec tieplqua

buu chinh;
30.000
dong/truong

hop néu nép ho
SO truc tuyén;

- Mién 1¢ phi
cho nguoi
thudoc gia dinh
cO cong voi
cach mang;
nguoi thude hod
nghe¢o; nguoi
khuyét tat;

- Phi cdp ban
sao trich luc ho
tich trong
truong hop

Nhu trén
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nguoi dan yéu
cau: 8.000
dong/ban.

Thu tuc dang ky
nhan cha, me, con
c6 yéu tO nudc
ngoai

QT.HT.07

15 ngay lam
viee, ké tur
ngay nhan du
hé so hop 16.

- Trung tam
Hanh chinh
cdng cap huyén;
- Cong dich vu
cong qubc gia/
Hé thong thong
tin giai quyét
thd tuc hanh
chinh cua tinh.

- Lé  phi:
1.000.000
dong/trieong
hop néu nép ho
s triec  tiép;
500.000
dong/truong
hop néu nép hé
SO truc tuyén;

- Mién 1& phi
cho nguoi
thudc gia dinh
c6 cong voi
cach mang;
nguoi thude hod
nghéo; nguoi
khuyét tat;

- Phi cip ban
sao trich luc ho

tich trong
truong hop
nguoi dan yéu
cau: 8.000

ddng/ban.

Nhu trén
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bang ky khai sinh
két hop dang ky
nhan cha, me, con
c6 yéu t6 nudc
ngoai

QT.HT.08

15 ngay, ké tur
ngay nhan du
ho so hop €.

Trung tam Hér]h
chinh cong cap
huyén

- L¢ phi: Pang

ky khai sinh:
60.000
ddng/truong
hop.

- L¢ phi: Pang
ky nhan cha,

me, con:
1.000.000
déng/  truong
hop.

- Mién 1& phi
cho nguoi

thudc gia dinh
c6O cong voi
cach mang;
nguoi thude ho
nghéo; nguoi
khuyét tat.

- Phi cip ban
sao trich luc ho

tich trong
truong hop
nguoi dan yéu
cau: 8.000

ddng/ban.

Nhu trén
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Thu tuc dang ky

05 ngay lam
viée, ké tur
ngay nhan du
hé so hop 1é.
Truong  hop

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

- Lé  phi:
60.000
dong/truong

hop néu nép ho
so tryec tieplqua

buu chinh;
30.000
dong/truong

hop néu nép ho
SO truc tuyén;

- Mién 1& phi
cho nguoi

9 |lai khai sinh c6| QT.HT.09 e . cong qubc gia/ | thuoc gia dinh Nhu trén
LA, . phai xac minh | /[, % z ~ . . .
yeu t0 nudc ngoai . ‘e H¢ thong thong | c6  cong i
thi thot han| . £ . i
e quyét tin gidi quyét | cach mang;
gld] ; tht tuc hanh | nguoi thude hod
khdng qua 25| \ . o
nga Chinh cua tinh. | nghe¢o;  ngudi
gay. khuyét tat;
- Phi cdp ban
sao trich luc ho
tich trong
truong hop
nguoi dan yéu
cau: 8.000
dong/ban.
Thu tuc dang ky 05 ngay lam|- Trung tim |- Lé  phi: A
10 . . T.HT.10 . . ; i Nhu t
lai két hon c6 yéu | viec, k& tr|Hanh  chinh | 1.000.000 aren
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t0 nudc ngoai

ngay nhan du
hdé so hop 1é.
Truong  hop
phai x4c minh
thi thoit han
giai quyét
khéng qua 25
ngay.

cong cap huyén;
- Céng dich vu
cong qudc gia/
Hé thong théng
tin giai quyét
thd tuc hanh
chinh cua tinh.

dong/trieong
hop néu nép hé
SO truc tié'p;
500.000
dong/trirong
hop néu nép ho
So truc tuyén;

- Mién 1& phi
cho nguoi
thudoc gia dinh
c6O cong voi
cach mang;
nguoi thude ho
nghéo; nguoi
khuyét tat;

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

11

Thu tuc dang ky
lai khai tir c6 yéu
t0 nudc ngoai

QT.HT.11

05 ngay lam
viee, ké
ngay nhan du
hd so hop 1é.
Truong  hop
can phai xéc

- Trung tam
Hanh chinh
cdng cap huyén;
- Céng dich vu
cong qudc gia/

- Lé  phi:
60.000
dong/trieong
hop néu nép ho
so truec tiéplqua
buu chinh;

Nhu trén
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minh thi thoi
han giai quyét
khéng qua 10
ngay lam vigc.

Hé thong thong
tin giai quyét
thd tuc hanh
chinh cua tinh.

30.000
dong/trueong
hop néu nép hé
SO truc tuyén;

- Mién 1& phi
cho nguoi
thudc gia dinh
cO cOng VoI
cach mang;
nguoi thudc ho
nghéo; nguoi
khuyét tat;

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

12

Tha tuc thay doi,
cai chinh, b6 sung
ho tich, xac dinh
lai dan toc

QT.HT.12

- Ngay trong
ngdy lam viéc
d6i véi yéu cau
b6 sung thong
tin ho tich.
Truong hop
nhan ho so sau
15 g6 ma
khong gial

- Trung tém
Hanh chinh
cong cap huyén;
- Céng dich vu
cong qudc gia/
Hé thong thong
tin giai quyét
thi tuc hanh

- Thay d6i, cai
chinh hd tich
cho cOng dan
Viét Nam cu
tra & trong
nuoc tu dua 14
tudi tré 1én, bo
sung ho tich
cho nguoi nude

Nhu trén
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quyét duogc
ngay thi tra két
qua trong ngay
lam viéc tiép
theo.

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

chinh cua tinh.

ngoai va nguoi
Viét Nam dinh
cu 6 nudc
ngoai, xac dinh
lai dan toc cho
cong dan Viét
Nam cu tra ¢
trong nudc va
nguoi Viét
Nam dinh cu &
nudc ngoai:
20.000
dong/truong
hop néu nép ho
SO truec tiép/qua

buu chinh;
10.000
dong/truong

hop néu nép ho
SO tryc tuyén;

- Thay d6i ho
tich cho cong
dan Viét Nam
dinh cu ¢ nudc
ngoai, cai chinh
ho tich cho
nguoi nudc
ngoai va cong
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dan Viét Nam
dinh cu ¢ nudc
ngoai: 50.000
dong/truong

hop néu nép ho
so true tiép/qua

buu chinh;
25.000
dong/truong

hop néu nép ho
SO truc tuyén;

- Mién 1& phi
cho nguoi
thudc gia dinh
c6 cOng voi
cach mang;
nguoi thude ho
nghéo; nguoi
khuyét tat.

- Phi cip ban
sao trich luc ho

tich trong
truong hop
nguoi dan yéu
cau: 8.000

ddng/ban.
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Thu tuc ghi vao
50 ho tich vige ket
hon cua cong dan
Viét Nam da duoc

05 ngay lam
viée, k& tu

- Trung tém
Hanh chinh
cdng cap huyén;
- Cong dich vu

- Lé  phi:
60.000

dong/lan  néu
nop hé so truc
tiep/qua  buu
chinh;  30.000
dong/lan  néu
nop ho so truc
tuyén;

- Mién 1& phi
cho nguoi
thudoc gia dinh

13 giai quyét tai co QT.HT.L3 ngay nhan du cong quoc %121/ cO cong Vvai Nhur trén
quan c6 tham gidy to hop 1é. H¢ th??g thonAg cach mang;
quyén cua nuoc tlr{ glal ql{yet nguoi thude hod
ngoai thl} tl{c qhanh nghéo; nguoi
chinh cua tinh. khuyé t tat,
- Phi cdp ban
sao trich luc ho
tich trong
truong hop
nguoi dan yéu
cau: 8.000
dong/ban.
Thu tuc ghi vao 05 ngay lam |- Trung tam |- L¢  phi:
14 | s6 ho tich viée ly | QT.HT.14 |viéc, ké tu|Hanh chinh | 60.000 Nhu trén

hén, hiy viée két

ngay nhan du

cdng cap huyén;

dong/lin  néu
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hoén cua cong dan
Viét Nam da duoc
giai quyét tai co
quan c¢6 tham
quyén cia nudc
ngoai

gidy td hop 1é.

- Céng dich vu
cong qudc gia/
Hé thong thong
tin giai quyét
tht tuc hanh
chinh cua tinh.

nop ho so truc
tiep/qua  buu
chinh; 30.000
dong/lan  néu
nop hé so truc
tuyén;

- Mién 1& phi
cho nguoi
thudoc gia dinh
cO cOng VoI
cach mang;
nguoi thudc ho
nghéo; nguoi
khuyét tat.

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

15

Thu tuc ghi vao
s0 ho tich viéc ho
tich khac cua
cong dan Viét
Nam da dugc giai
quyét tai co quan
c6 tham quyén

QT.HT.15

- Trong ngay
tiép nhan ho so.
Truong hop
nhan ho so sau
I5 g6 ma
khong giai
quyét duoc

- Trung tam
Hanh chinh
cdng cap huyén;
- Céng dich vu
cong qudc gia/
Hé thong thong

- Lé  phi:
60.000

dong/lan  néu
nop hé so truc
tiep/qua  buu
chinh; 30.000

dong/lan  néu

Nhu trén
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cia nudc ngoai

ngay thi tra két

tin giai quyét

nop ho so truc

(khai sinh; gidm qua trong ngay | thu tuc hanh | tuyen;
ho; nhan cha, me, lam viéc tiép chinh cua tinh. - Mién 1& phi
con; xac dinh cha, theo. Truong cho nguoi
me, con; khai ti; hop phai xac thudc gia dinh
thay do1 ho tich) minh, thi thoi c6 cong vobi
han giai quyét cach mang;
khong qua 03 nguoi thude ho
ngay lam viéc. nghé¢o; nguoi
khuyét tat;
- Phi cip ban
sao trich luc ho
tich trong
truong hop
nguoi dan yéu
cau: 8.000
ddng/ban.
Trongngay ti€p | . Tryng  tam
rTlhaf} ho 50| Hanh ~ chinh
ruon, A A An-
Thi L, nhan 1%6 SO s(;i cong =P huyen, - Phi: 8.000
U tuc cap ban 15 gic y | - Cong dich vu | 45,0/ ban,

16 |sao trich luc ho| QT.HT.16 . B9 MaY e quéc gia/ R , Nhu trén
tich khong — gtal| s héng thong |, . B¢ PhE
! X : g thong

quyet duoc | .. £ | Khong.
ngay thi tra két tmﬁ gl qu‘yet
qué trong ngay tht tuc hanh

. | chinh cua tinh.

lam viéc ti€p
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theo.

03 ngay lam

viée, ké tr|- Trung tam - Phi: 8.000
ngay nhan du|Hanh  chinh | dong/ Vén ban
hé so hop 1é.|cong cap huyén; | xac nhan veé
\ . . Truong  hop |- Céng dich vu | Mot viéc ho
17 tThh‘; t‘-lfn’;?ﬁ‘;i‘f‘n QT.HT.17 |phdi kiém tra, | cong quéc gia/|tich cua ca Nhu trén
oneEnae s xac minh thi | H¢ thong thong | nhan da dang
thoi han 6 the | tin giai quyét | KY-
kéo dai nhung | thi tyc hanh|- Lé  phi:
khong qua 10 | chinh cta tinh. | Khéng.
ngay lam viéc.
- Lé phi dang | - Luat HQ tich nam 2014;
- Dbi voi hd so ky két hon:|- Nghi dinh sé 123/2015/ND-CP
< LA ... | 1.000.000 ngay 15/11/2015 cita Chinh phu
dang ky két|- Trung tam| ) X Ao : A e A oaA
hon: \ X - | dong/ lan dang | quy dinh chi tiét mot s6 diéu va
on: 15 ngay | Hanh chinh | > . DA e 1A -
N Sk al P ~ . | ky; bién phap thi hanh Luat Ho tich;
5 A A lam viéc, ké tur | cOng cap huyén; . o e .
bang ky két hon, o3 han di 2 . - Lé phi cap |- Nghi dinh s6 45/2020/ND-CP
, A . gay nhan du |- Coéng dich vu| .z . A . , . . A
1g | Xéc nhan tinh QT.HT.18 | hd so hop 1. ) Z ) gidy xac nhan | ngay 08/4/2020 ctia Chinh phu vé
trang hon nhén o - Déi VO’I hé) o ;;)P gthfluocthgla tinh trang hon | thyc hién tha tuc hanh chinh trén
truc tuyén COF YO T S e thong MONS | npan: 10,000 | moi truong dién tir;
xdc nhan tinh |tin gidi quyét| ;x \ o e X
trang hon nhan: | th tuc hanh dong/  truong |- Nghi dinh s6 42/2022/ND-CP
Trong ngay 1am | chinh ctia tinh. hqp’.x | nedy 24/6/2022 cia Chinh phu quy
viee. - Mién [¢ phi | dinh vé viéc cung cap thong tin va
' cho nguoi | dich vu cong tryc tuyén cua co

thuoc gia dinh

quan nha nudc trén moi trudng
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c6 cbng Voi
cach mang;
nguoi thuoc ho
nghéo; nguoi
khuyét tat.

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

mang;

- Nghi dinh s6 59/2022/NDB-CP
ngay 05/9/2022 cua Chinh phu
quy dinh vé dinh danh va xac thuc
dién tu;

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

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

- Thong tu sb 281/2016/TT-BTC
ngay 14/11/2016 cta 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 li€u ho tich, phi xac nhan
co quéc tich Viét Nam, phi xéc
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nhan 1a nguoi géc Viét Nam, lé
phi qudc tich;

- Thong tu sb 106/2021/TT-BTC
ngay 26/11/2021 stra d6i, bd sung
mot s6 diéu cua Théng tu sd
85/2019/TT-BTC ngay
29/11/2019 caa B Tai chinh
huéng dan vé phi va 1& phi thudc
thim quyén quyét dinh cta Hoi
déng nhan dan tinh, thanh phd
truc thugc Trung vong;

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

- Quyét dinh s6 309/QD-BTP ngay
13/03/2023 cia BO Tu phap ban
hanh Quy trinh giai quyét thu tuc
hanh chinh: Pang ky két hon, xac
nhéan tinh trang hon nhan truc tuyén.

LINH VUC NUOI CON NUOI

Ghi vao SO ding
Ky nudi con nudi
viéc nudl con

QT.NCN.01

Ngay  trong
ngay tiép nhan
ho so (nhan ho

- Trung tam
Hanh chinh
cong cap huyén;

- Lé  phi:
60.000 dong/

1an néu nép ho

- Luat H¢ tich 2014;

- Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 caa Chinh phu
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nuéi da duoc giai
quyet tai co quan
c6 tham quyen
cua nudc ngoai

so sau 15 gio
ma khong giai
quyét duoc
ngay thi tra két
qua trong ngay
lam viéc tiép
theo); Truong
hop phai xac
minh thi thoi
han giai quyét
khong qua 03
ngay lam viéc.

- Céng dich vu
cong quéc gia/
H¢ thong thong
tin gidi quyét
thu tuc hanh
chinh cua tinh.

SO truec tiép/qua
buu chinh;
30.000
dong/lan  néu
nép ho so truc
tuyén;

- Mién 1& phi
cho nguoi
thudoc gia dinh
cO cOng VoI
cach mang;
nguoi thudc ho
nghéo; nguoi
khuyét tat.

- Phi cdp ban
sao Trich luc
Ghi vao S6 viéc
nudi con nuoi
da dwoc gidai
quyét tai co
quan c6 thim
quyén ciia niede
ngodi (néu cé
yéu cdu): 8.000
dong/ban.

quy dinh chi tiét mot s6 diéu va
bién phap thi hanh Luat Ho tich;

- Nghi dinh sé 19/2011/NB-CP
ngay 21/3/2011 cuaa Chinh phu
quy dinh chi tiét mot sb diéu cua
Luat Nudi con nudi;

- Nghi dinh s6 24/2019/ND-CP
ngay 05/3/2019 cuaa Chinh phu
stra doi, bo sung mot so diéu cua
Nghi dinh 19/2011/ND-CP ngay
21/3/2011 cua Chinh phu quy
dinh chi tiét thi hanh mot sé diéu
cua Luat Nubi con nudi;

- Nghi dinh sé6 87/2020/ND-CP
ngay 28/7/2020 cua Chinh phu
quy dinh vé co s& dir lidu hé tich
dien tw, dang ky ho tich truc
luyén;

- Nghi dinh s6 104/2022/ND-CP
ngay 21/12/2022 cua Chinh phu
sira doi, b6 sung mot s6 diéu ciia
cac nghi dinh lien quan dén viéc
nop, xudt trinh s6 ho khau, sé tam
tru gidy khi thuc hién thu tuc hanh
chinh, cung cdp dich vu cong;

- Thong tu 04/2020/TT-BTP ngay
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28/5/2020 cua B6 Tu phap hudng
dan thi hanh mot sd diéu caa Luat
Ho tich va Nghi dinh s
123/2015/Nb-CP ngay
15/11/2015 cua Chinh phu quy
dinh chi tiét mot sé diéu va bién
phap thi hanh Luat Ho tich;

- Théong tu s6 10/2020/TT-BTP
ngay 28/12/2020 cta Bo Tu phap
vé viéc ban hanh, huéng dan viéc
ghi chep, su dung, quan ly va luu
tritr s6, mau gidy to, hd so nudi
con nuoi;

- Théng tw s6 01/2022/TT-BTP
ngay 04/01/2022 cua By Tw phdp
quy dinh chi tiét mot sé diéu vd
bién phdp thi hanh Nghi dinh so
87/2020/NP-CP ngay 28/12/2020
ciia Chinh phii qu dinh vé co sé di
lieu ho tich dién tu, dang ky ho
tich truc tuyén;

- Théng tw so 07/2023/TT-BTP
ngay 29/9/2023 cua Bo Tu phdap
sita doi, bo sung mot s6 diéu ciia
Thong tw so 10/2020/TT-BTP
ngay 28/12/2020 cua B¢ truong
Bé Tw phdp vé viéc ban hanh,
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hwéng dan viéc ghi chép, sir dung,
quan Iy va lwu triv s6, mdu gidy
10, hé so nudi con nudi;

- Théng tw sé 281/2016/TT-BTC
ngay 14/11/2016 cua B¢ Tai
chinh vé viéc quy dinh mirc thu,
ché ap thu, ndp, qudan 1y va sir
dung phi khai thac, sir dung thong
tin trong co so dit liéu ho tich, phi
xdc nhan co quo‘c tich Viéet Nam,
phi xdc nhdn la nguoi goc Viét
Nam, 1é phi quéc tich;

- Thong tu s6 85/2019/TT-BTC
ngay 29/11/2019 cua Bo6 Tai
chinh huéng dan vé phi va I¢é phi
thudc tham quyén quyét dinh cua
Hoi dong nhan dan tinh, thanh
phd truc thudc Trung uong.

- Nghi quyét s6 101/2023/NQ-
HDND ngay 13/07/2023 cua
HPND tinh vé sita doi, bé sung
mot s6 khodn phi, 1¢é phi trén dia
ban tinh Ha Tinh;

- Quyét dinh s6 2687/QD-BTP
ngay 09/11/2023 cua Bo Tw phap
vé viéc cong bé thii tuc hanh
chinh dwoc siva doi, b6 sung trong
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linh vwc nuoi con nuoi thuoc
pham vi chuc nang quan ly cua
Bo Tu phap.
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PHAN II. NOI DUNG QUY TRIiNH NOI BO THU TUC HANH CHINH

I. LINH VUC HO TICH
1. Thii tuc ding ky khai sinh c6é yéu t6 nuée ngoai

1 KY HIEU QUY TRINH QT.HT.01
2 | NOIDUNG QUY TRINH
2.1 | Piéu kién thye hién TTHC:
Khong
2.2 | Cach thirc thue hién TTHC:
- Nguoi ¢ yéu cau ding ky khai sinh truc tiép thuc hién hodc Uy quyén cho
nguoi khac thuc hién ndp ho so truc ti€p tai Trung tdm hanh chinh cong cap
huyén;
- Gtri h so qua hé théng buu chinh;
- Nop hd so truc tuyén trén ’ Cong dich wvu cong quoc  gia
(https://dichvucong.gov.vn) hoac H¢ thong thong tin gidi quyét thu tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn).
. A LA A, Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
_ | To khai dang ky khai sinh theo mdu BM.HT.01.01 (néu ngudi «

¢ yéu cau lira chon ndp hé so theo hinh thie truc tiép);

Ma~u ho tich dién tur tuong tdac dang ky khai sinh (do nguoi yéu
cau cung Cap thong tin theo hwong dan trén Céng dich vu
cdng, néu nguwoi co yeu cau lira chon nép hé so theo hinh thirc
tryec tuyén);

Nguoi ¢6 yéu cau ding ky khai sinh thue hién viée nop/xuit
trinh (theo hinh thirc tryc tiép) hodc tai 1én (theo hinh thirc truc
tuyén) cac gidy to sau:

* Gidy to phdi ngp:
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Gidy ching sinh;

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

Truong hop tré em sinh ra tai nude ngoai thi ngp Gidy chimg
sinh hodc gidy 1o khac do co quan co thAm quyén nudc ngoai
cap x4c nhan vé viéc tré em duoc sinh ra ¢ nudc ngoai va quan
hé me - con (neu co);

Truong hop cha hodc me hodc ca cha, me la nguoi nudc ngoai
thi phai ndp van ban thoa thuan cua cha, me vé viéc lwa chon
qudc tich cho con. Trudng hop cha, me chon qubc tich nudce
ngoai cho con thi vdn ban thoa thuan phai ¢6 x4c nhan cua co
quan nha nudc cd tham quyén ciia nudc ma cha me lya chon
qudc tich cho con;

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

Gidy to chimg minh thudc gia dinh c6 cong v6i cach mang;
nguoi thudce ho ngheo; nguoi khuyét tat (n€u co).

* Gidy to phdi xudt trinh:

Ho chiéu hodic Chimg minh nhan dan hoic Thé can cude cong
dan hodc cac glay to khac c6 dan anh va thong tin ¢4 nhan do
O quan co tham quyén cép, con gia tri su dung dé chimg minh
vé nhén thin cta nguoi co yéu cau dang ky khai sinh. Truong
hop cac thong tin c4 nhan trong céc gidy to nay di c6 trong Co
so dir liéu Quéc gia vé dan cu, Co so dit liéu ho tich dién ti,
dugc hé thong dién tu dong thi khong phai xuat trinh (theo
hinh thire tryc tiép) hodc tai 1én (theo hinh thirc tryc tuyén);

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

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

Gidy to ching minh viéc tré em nhap canh hop phap vao Viét
Nam (nhu: ho chiéu, gidy to c6 gia tri di lai quéc té, c6 dau
xé4c nhan nhap canh ciia co quan quan 1y xuat, nhap canh) va
van ban x4c nhan cta co quan cong an c6 tham quyén vé viéc
tré em dang cu tru tai Viét Nam trong truong hop tré em sinh
ra & nudc ngoai, cd cha hodc me la cong dan Viét Nam hoac
cha va me déu 1a cong dan Vi¢t Nam, chua dugc dang ky khai
sinh & nudc ngoai, vé cu tra tai Viét Nam;

Truong hop guri ho so qua hé thong buu chinh thi phai gii kem theo ban sao c6
chtng thuc cac gidy to phai xuat trinh néu trén.

*Luuy:

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

+ Dbi v6i cong dan Viét Nam, gidy to ching minh noi cu tri va Gidy chung
nhan két hon chi xuét trinh trong giai doan Co s¢ dit liéu qubc gia vé dan cu va
Co so dir 1iéu ho tich dién tir toan qué)c chua dugc xay dung xong va thuc hién
théng nhat trén toan qudc (giai doan chuyén tiép).

+ Doi voi gidy to xuét trinh khi dang ky ho tich, nguoi tiép nhan cé trach nhiém
kiém tra, ddi chiéu véi thong tin trong to khai, chup lai hoac ghi lai thong tin dé
lru trong hd so va tra lai cho nguoi xuét trinh, khong dugc yéu cau ndp ban sao
hodc ban chup giéy to do.

+ Nguoi yéu cau ding ky ho tich co thé nop ban sao dugc chimg thuc tu ban
chinh hogc ban sao duoc cap tir s6 goc hodc ban chup kém theo ban chinh glay to
dé d6i chiéu. Trudng hop ngudi yéu cau ndp ban chup kém theo ban chinh gidy
t& thi nguoi tiép nhéan c6 trach nhiém kiém tra, d6i chiéu ban chup véi ban chinh
va ky xac nhan, khong dugc yéu cau ngudi di ding ky nop ban sao gidy to do.

+ Gidy to do co quan c6 thAm quyén cta nudc ngoai cap, cong chimg hodc xac
nhan dé str dung cho viéc diang ky ho tich tai Viét Nam phai duoc hop phap hoa
lanh sy, trir trudng hop dugce mién theo diéu wéc qubc té ma Viét Nam 1a thanh
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vién; gidy to bang tiéng nudc ngoai phai dugc dich ra tiéng Viét va cong chimg
ban dich hoac ching thuc chit ky ngudi dich theo quy dinh cia phép luat.

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

+ Truong hop nguoi di dang ky khai sinh cho tré em la 6ng, ba, nguoi than thich
khac thi khong phai co van ban uy quyén ctia cha, me tré em, nhung phai thong
nhat v4i cha, me tré em vé cac ndi dung khai sinh.

- Trudng hop giri hd so qua hé théng buu chinh thi phai giri kém theo ban sao ¢
chung thyc cac gidy to phai xudt trinh.

- P6i v6i gidy to gui kém theo néu ngudi yéu cau nop hod so theo hinh thuc truc
tuyén:

+ Bén chup cac gidy to gui kem theo ho so dang ky khai sinh truc tuyén phai bao
dam o nét, day du, toan ven vé nodi dung, 1a ban chup bang may anh, dién thoai
hodc dugc chup, duge quet bang thiét bi dién tir, tir gidy to dugc cap hop 1€, con
gia tri str dung; néu 1a gidy to do co quan co tham quyén nudc ngoai cap thi phai
duoc hop phéap hoa lanh sy, dich sang tiéng Viét theo quy dinh, trir truong hop
duoc mién hop phép hoa lanh su.

+ Truong hop gidy t0, tai liéu phai giri kém trong hd s0 dang ky khai sinh truc
tuyen d3 c6 ban sao dién tir hodc da co ban dién tir gidy to ho tich thi nguoi yéu
cau duoc st dung ban dién tir nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Gidy khai sinh/ban sao Gidy
khai sinh) nguoi ¢6 yéu cau dang ky khai sinh phai ndp ban chinh Glay ching
sinh; xuét trinh g1ay to tuy than; ban chinh G1ay ching nhan két hon (néu cha me
tré da dang ky két hon va thong tin vé viéc két hon chua co trong Co s dit lidu
Quéc gia vé dan cu, Co s& dit liéu ho tich dién tir).

Truong hop ngudi yéu cau ding ky khai sinh khong cung cap dugc gidy to néu
trén theo quy dinh hodc gidy to ndp, xuét trinh bi tiy x6a, stra chira, lam gia thi
co quan diang ky ho tich co tham quyén huy bo két qua ding ky khai sinh.

- Pdi v6i viée xac dinh ho, dan toc, dat tén cho tré:

+ Viée xac dinh ho, dan tdc, dat tén cho tre¢ em phai phu hop voi phap luat va yéu
cau giit gin ban sic dan tdc, tdp quan, truyén thong van hoa tot dep cia Viét
Nam; khong dat tén qua dai, kho str dung.

+ Truong hop cha, me khong thoa thuan dugc vé ho, dan tdc, qué quéan ciia con khi
dang ky khai sinh thi ho, dan tdc, qué quan ctuia con dugc xac dinh theo tdp quéan
nhung phai bao dam theo ho, dan tdc, qué quan cua cha hodc me.

2.4

S6 lwong ho so: 01 bo.

2.5

Thoi han giai quyét: Ngay trong ngay tiép nhan ho so. Trudng hop nhan hd so
sau 15 gio ma khong giai quyét dugc ngay thi tra két qua trong ngay lam viéc
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tiép theo.

2.6

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

- Trung tdm Hanh chinh cong cip huyén.

- Cong dich vu cdng quéc gia https://dichvucong.gov.vn hoac Hé thdng thong tin giai
quyet TTHC tinh Ha Tinh http://dichvucong.hatinh.gov.vn (chi tiép nhan ho so).

2.7

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

Co quan cé thim quyén quyét dinh:

- Uy ban nhén dan gép huyén noi cu tra ciia ngudi cha hoac ngudl me thuc hién
dang ky khai sinh doi véi tré em sinh ra ¢ Viét Nam trong cac truong hop:

+ Co cha hoac me la cong dan Vi¢t Nam con nguoi kia 1a nguoi nude ngoai hoac
nguoi khong quoc tich.

+ Co cha hodc me la cong dan Viét Nam cu tri ¢ trong nude con nguoi kia la
cong dan Viét Nam dinh cu & nude ngoai.

+ C6 cha va me 1a cong dan Viét Nam dinh cu & nudc ngoai.

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

- Uy ban nhan dan cdp huyén noi cu tra cua tré em c6 cha hodc me hodc ca cha
va me la cong dan Viét Nam, thuc hién déng ky khai sinh doi véi tré em sinh ra &
nudc ngoai, chua dugce dang ky khai sinh, vé cu tru tai Viét Nam.

Co quan dwore iy quyén: Khong.

Co quan phéi hop: Co quan quan Iy Co sé dir liéu quéc gia vé dan cu.

2.8

Poi twong thue hién TTHC: Cé4 nhan

2.9

Két qua giai quyét TTHC:

- Ho so du dicu kién:

+ Gidy khai sinh (ban chinh); ban sao Gidy khai sinh (néu c6 yéu cau).

+ Ban dién tir Gidy khai sinh (Ban dién tir sé tw dong gui ve > Kho qudan 1y div lieu

dien twr cua cd nhan/dia chi thw di¢n tit/thiét bi so/dién thoai ciia nguoi yéu cau
sau khi dd hoan tat thi tuc dang ky khai sinh tai co quan ding ky hé tich).

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

2.10

Quy trinh xir ly cong viéc

TT

Trach Thoi Biéu

Trinh ty nhiém gian | mawKét qua
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1. Tiép nhan ho so.

- Tiép nhéan hd so tryc tiép tir c4 nhan
hoac tur hé théng buu chinh hoac trén
Cong dich wvu coéng qudc gia
(https://dichvucong.gov.vn) hoac H¢
thong thoéng tin giai quyét thu tuc hanh
chinh cua tinh
(https://dichvucong.hatinh.gov.vn).

2. Can bd TN&TKQ kiém tra hd so:

- Néu hod so chua day du hodc khong
hop 1é: Huéng dan hodc thong bao bang
van ban cho ca nhan b6 sung, hoan thién
hé so. Trudong hop khéng bod sung, hoan

: > . Mau 01, 02,
thién dugc ho so thi thong bao tir choi cong 03 (néu co),
giai quy®t ho so. chic | Gid hanh | 05, 06 va ho

Bl |- Néu ho so day du, hop 1&: Lam tha tuc | TN&TK: | chinh |so theo muc
tiép nhan ho so va thu phi, 1¢€ phi theo | ¢4 nhan 2.3
quy dinh. Néu tiép nhan ho so sau 15
gid thi guri Phiéu hen, tra két qua cho
nguodi ¢ yéu cau trong ngdy lam viée
tiép theo hodc gui tin nhin hen tra két
qua qua dién thoai di dong cho nguoi co
yéu cau (néu nguoi co yéu cau lya chon
hinh thtrc ndp ho so truc tuyén).
Sau khi tiép nhén ho so theo hinh thuc
nop truc tiép, cong chirc TN&TKQ thyc
hién s6 hoa (sao chup, chuyen thanh tai
liéu dién tur trén hé thong thong tin, co
so dit liéu) va ky s6 vao tai lidu, hé so
giai quyét thu tuc hanh chinh di dugc sd
hoa theo quy dinh.
cong Mau 01, 05 va
B2 | Chuyén ho so cho Phong Tu phap xir 1y. churc 1/2 gi6 |H6 so kém
TN&TKQ theo
Lanh dao x A
A A 1A oL s v . : .. | Mau 05 va Ho
B3 | Phan cong can bo Phong Tu phéap xur 1y. Phong Tu | 1/2 gio <o kém theo
phap
B4 | Kiém tra, xir 1y hd so: Cong 02 gio Mau 04 (néu

chtrc xur 1y

co), 05; du
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- Trudng hop hd so can bd sung, hoan
thién hodc khoéng du diéu kién giai
quyét, phai tir chdi thi giri théng bao vé
tinh trang hd so t6i Trung tim Hanh
chinh cong dé thong béo cho nguoi ndp
hd so.

- Trudng hop hd so khéng du diéu kién:
Dy thdao Van ban thong bao khong du
diéu kién dang ky khai sinh trinh 1anh
dao phong duyét theo buoc BS.

- Trudong hop can phai kiém tra, xdc
minh lam rd hodc do nguyén nhan khéc
ma khong thé tra két qua dung thoi gian
dd hen thi 1p Phiéu xin 15i va hen lai
ngay tra két qua chuyén Trung tam Hanh
chinh cong dé tra cho nguoi co yéu cau
(néu nguoi co yéu cau lua chon hinh
thirc nop hd so truc tiép), hodc gii Phiéu
xin 16i va hen lai ngay tra két qua qua
thu dién tir hodc gl tin nhan qua di¢n
thoai di dong cho nguoi c6 yéu cau (néu
nguoi co yéu cau lya chon hinh thic nop
hd so truc tuyén).

- Truong hop ho so di diéu kién: Thuc
hién viéc ghi vao S6 dang ky khai sinh,
cap nhat thong tin dang ky khai sinh trén
Phan mém dang ky, quan ly ho tich dién
tir ding chung, luu chinh thirc va chuyén
thong tin dén Co so dir liéu Qudc gia vé
dan cu dé 14y S6 dinh danh c4 nhan.
Truong hop tiép nhin hd so diang ky
khai sinh theo hinh thtc tryc tuyén thi
gri lai biéu mau Gidy khai sinh dién tir
v6i thong tin ddy du cho nguoi yéu cau
qua thu dién tir hodc thiét bi sb.

Ngudi yéu cau 6 trach nhiém kiém tra tinh
chinh x4c, ddy du cta cac thong tin trén
biéu miu Gidy khai sinh dién tir va xac
nhén (t5i da mot ngay).

Néu nguoi cd yéu cau xac nhan thong
tin da thong nhat, day du hoic khong co
phan hdi sau thoi han yéu cau thi thyc

ho so

thao Gidy
khai sinh hoac
Van ban
théng béo
khong du diéu
kién dang ky
Khai sinh,
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hién viéc ghi noi dung vao S6 dang ky
khai sinh, cap nhat thong tin dang ky
khai sinh va luu chinh thirc trén Phéan
mém diang ky, quan ly ho tich dién tir
dung chung. Truong hop cha, me lya
chon quéc tich Viét Nam cho con thi
chuyén thong tin dén Co so dir liéu
Quéc gia vé dan cu dé 1ay S6 dinh danh
c4 nhan. Sau khi Co so dir liéu Qudc gia
vé dan cu tra vé S dinh danh c4 nhan,
in Gidy khai sinh trinh 1anh dao phong
duyét theo budc BS.

- Trudong hop hd so khong di diéu kién:
Dy thao Van ban thong bido khong du
diéu kién dang ky khai sinh trinh lanh
dao Phong duyét theo budce BS.

Mau 05; du’
thao Giay

. : X Lanh d i si 5
Duyét két qua thuc hién, truc ti€p hodc afl a0 khva1 sinh ho?c
: A . X . ~ Phong Tu .. | Van ban

B5 | giao cong chirc xtr Iy ho so trinh Lanh - 01 gio A .
dao UBND cap huyén Phap thong  bdo
; p fuyen. khong du didu
kién dang ky

khai sinh.

Mau 05; Gidy
khai sinh hoac
| Lo ||y

B6 | Ky duyét két qua thuc hién tai budc B5. UBND 1/2 gio Kho g , 3
ckp huyén hong du dicu
i kién dang ky
khai sinh da

ky duyét.
Mau 05, 06;
< Giay khai
, Van thu; ]

Phat hanh van ban, tra két qua cho Césg chlifrc sinh hodc Van
B7 | Phong Tu phap dé chuyén cho Trung Phone T 1/2 gi¢ | ban thong bao
tam Hanh chinh cong cap huyén. [())Eégp u khong du diéu

kién dang ky
khai sinh.
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B8

Chuyén ngudi dan ky vao S6 ho tich va
tra Giay khai sinh cho ca nhan.

Cong
chtc
TN&TKQ

Gi0 hanh
chinh

Mau 01, 06;
Gidy  khai
sinh hoac Van
ban thong bao
khong du diéu
kién dang ky
khai sinh.

* Truong hop hd so qua han xt 1y, trong thoi gian chdm nhit 01 gio truge khi
hét han xu ly, Phong Tu phap tham muu UBND cép huyén ban hanh phi€u xin
161 va hen lai ngay tra két qua dé gui cho t6 chirc, ca nhan.

* Trong qua trinh giai quyét hd so nguoi cé trach nhiém thuc hién can thuc hién
dong thoi céac thao tac tiép nhan/chuyén/tra ho so, két qua gidi quyét trén phan
mém H¢ thong thong tin gidi quyét thu tuc hanh chinh cua tinh vdi cac bude

trong quy trinh.

3 | BIEU MAU
. =
Mau 01 M3u 01.doc
Giay ti€p nhan ho so va hen tra két qua
. -
Mau 02 Mau s6 02.doc
Phiéu yéu cau bo sung hoan thién ho so
. -
Mau 03 M3u 03.doc
Phiéu tur choi tiép nhén giai quyét ho so
. =
Mau 04 Mau 04.doc
Phi€u xin 161 va hen lai ngay tra két qua
. =
Mau 05 Mau s6 05.doc

Phiéu kiém soat qua trinh giai quyét hd so

Mau 06

S theo ddi hd so
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Mau s6 06.doc

To khai dang ky khai sinh
BM.HT.01.01

BM.HT.01.01.doc

Mau hé tich dién tir twong tac dang ky khai sinh (néu nép ho
so theo hinh thirc truc tuyén).

BM.HT.01.02 e

BM.HT.01.02.doc

4 |HOSOLUU

Mau 01; 02, 03, 04 (n‘é'u c0), 06 luu tai Trung tdm Hanh chinh cong cép huyén.
Mau 01, 05 luu theo ho so;

- | HO so dau vao theo muc 2.3;

- | S6 dang ky khai sinh;

- | Van ban thong bao khong du diéu kién cap gidy khai sinh (néu c6);

Phan mém http:/khaisinhdientu.moj.gov.vn; Hé théng théng tin giai quyét th
tuc hanh chinh cua tinh.

Hb so duogc luu tai Phong Tu phap, thoi gian luu trir S6 dang ky khai sinh 13 vinh vién,
con cac gidy to khac thuc hién luu theo quy dinh ctia Luat Ho tich va cac vin ban
huéng dan thi hanh. Sau khi hét han, chuyén hé so xubng don vi luu trit cia UBND cip
huyén va luu trir theo quy dinh hién hanh.
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2. Thii tuc diing ky khai sinh cé yéu t6 nwéc ngoai cho ngudi da cé hd so,

gidy to ca nhan

KY HIEU QUY TRINH QT.HT.02

NOI DUNG QUY TRINH

2.1

Piéu kién thuc hién TTHC:

Nguoi Viét Nam dinh cu ¢ nudc ngoai, chua dugce dang ky khai sinh tai co quan
c6 tham quyén Viét Nam, co ho so, gidy to c4 nhan (ban chinh hodc ban sao
duoc chimg thuc hop 18) nhu: Gidy td tuy than; S6 ho khau; S6 tam tru; gidy to
khac do co quan nha nude c6 thim quyén cua Viét Nam cip, trong d6 c¢6 ghi noi
sinh tai Viét Nam.

2.2

Cach thure thuc hién TTHC:

- Nguoi ¢6 yéu cau ding ky khai sinh truc tiép thuc hién hodc y quyén cho
nguoi khac thyc hién ndp hd so truc tiép tai Trung tdm hanh chinh cong cap
huyén;

- Guri hd so qua hé thdng buu chinh hodc ndp ho so truc tuyén trén Cong dich
vu coéng qubc gia (https:/dichvucong.gov.vn) hoic Hé théng thong tin giai
quyét thu tuc hanh chinh cta tinh (https://dichvucong.hatinh.gov.vn).

2.3

Ban Ban

Thanh phan ho so, bao gom: chinh sao

To khai dang ky khai sinh, theo mau BM.HT.02.01 (néu nguoi
cO yéu cau lga chon nop ho so theo hinh thirc truc tuyén);

Mc;u ho tich dién tur twong tac dang ky khai sinh (do nguoi yéu
cau cung cdp théng tin theo hudng dan trén Cong dich vu
céng néu nguwoi c6 yéu cau lwa chon ndp hé so theo hinh thirc
triec tuyén);

Nguoi c6 yéu cau dang ky khai sinh thyc hién viéc nop/xuat
trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thirc
tryc tuyén) cac gidy to sau:

* Gidy to phdi ngp:




39

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

Toan bd hd so, gidy t& cia ngudi yéu cau hodc hd so, gidy to,
tai liéu khac trong do co6 cac thong tin lién quan dén noi dung
khai sinh ctia nguoi d6, gom: Glay ching minh nhan dan, The
can cudc cong dan hoac HO chiéu; Gidy to ching minh vé noi
cu tru; Bang tdt nghié¢p, G1ay chimg nhan, ching chi, hoc ba,
hd so hoc tdp do co quan dao tao, quan 1y gido duc c6 tham
quyén cap hodc xac nhan; Gidy to khac c6 thong tin vé ho, chir
dém, tén, nga‘ly, thang nam sinh cta c4 nhan;

Nguoi yéu cau dang ky khai sinh c6 trach nhiém nop day du
ban sao cac gidy to néu trén (néu c6) va phai cam doan da ndp
du cac glay to minh co; chiu trach nhi¢m, hé qua cua viéc cam
doan khong diung su that.

Trudng hop Gy quyén cho nguoi khac 1am thay thi phai ¢6 van
ban ty quyén duoc chimg thuc theo quy dinh cta phéap lut.
Truong hop ngudi duoc uy quyén la 6ng, ba, cha, me, con, vo,
chdng, anh, chi, em rudt cia nguoi Gy quyén thi vian ban ay
quyén khong phai ching thuc;

Gidy to ching minh thudc gia dinh c¢6 cong voi cach mang;
nguoi thude ho ngheéo; ngudi khuyét tat (néu co).

* Gidy to' phdi xudt trinh:

Ho chiéu hodc Chtng minh nhan dan hodc The can cudc cong
dan hodc cac gidy to khac c6 dan anh va thong tin ca nhan do
cO quan co tham quyén cap, con gia tri su dung dé ching minh
vé nhan than cua nguoi ¢ yéu cau dang ky khai sinh. Truong
hop cac thong tin ca nhan trong cac gidy to nay da co trong Co
so dir ligu Quoc gia vé dan cu, Co so dit liéu ho tich dién tur,
duoc hé théng dién ty dong thi khong phai xuat trinh (theo
hinh thtic truc tiép) hodc tai 1én (theo hinh thuc truc tuyén);

Gidy to c6 gia tri chirg minh thong tin vé cu tra trong trudng
hop co quan ding ky ho tich khong thé khai thac duoc thong
tin vé noi cu tri cia cong dan theo cac phuong thirc quy dinh
tai khoan 2 Piéu 14 Nghi dinh s 104/2022/ND-CP ngay
21/12/2022 cta Chinh phu. Trudng hop cac thong tin vé gidy
to chimg minh noi cu tra da dugc khai thac tor Co s¢ dir liéu
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qudc gia vé dan cu bang cac phuong thirc nay thi ngudi cé yéu
cau khong phai xuat trinh (theo hinh thirc truc ti€p) hoac tai
1én (theo hinh thuc truc tuyén).

Truong hop gui ho so qua hé thong buu chinh thi phai giri kém theo ban sao co
chtng thuc cac gidy to phai xuét trinh néu trén.

*Luuy:

- Pbi voi gidy td ndp, xuét trinh néu ngudi yéu cau nop hd so theo hinh thirc
tryc tiép:

+ Truong hop ngudi yéu cau ndp gidy to 13 ban sao duge cép tir s gdc hodc ban
sao dugc chimg thuc tir ban chinh thi nguoi tiép nhan hd so khong dugc yéu cau
xuat trinh ban chinh; néu nguoi yéu cau chi nép ban chup va xuat trinh ban
chinh thi nguoi tiép nhan ho so kiém tra, d6i chiéu ban chyp véi ban chinh va
ky vao ban chup xac nhan vé viéc dd d6i chiéu ndi dung gidy to d6, khong duoc
yéu cau nguoi di ding ky ndp ban sao gidy to do.

+ Doi voi giéy to xuét trinh khi dang ky ho tich, ngudi tiép nhan c6 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 xudt trinh, khong dugc yéu cau ndp ban sao
hodc ban chup gidy td do.

+ Giéy t& do co quan ¢6 tham quyén ctia nude ngoai cip, cong ching hodc xac
nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phap hoa
lanh sy, trr truong hop duge mién theo diéu udc quoc te ma Vi¢t Nam 1a thanh
vién; gidy to bang tiéng nudc ngoai phai dugc dich ra tiéng Viét va cong chimg
ban dich hoac chung thuc chit ky nguodi dich theo quy dinh cua phép luat.

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

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

- B6i vé6i gidy to giri kém theo néu ngudi yéu cau ndp ho so theo hinh thirc truc
tuyén'

+ Ban chup cac glay to gui kém theo hd so ding ky khai sinh truc tuyén phai
bao dam rd nét, day du, toan ven vé noi dung, la ban chyp bang may anh, dién
thoai hodc duoc chup, duoc quet bang thiét bi dién tr, tir gidy to dugc cap hop
18, con gia tri sir dung; néu 1a gidy to do co quan c6 tham quyén nudc ngoai cap
thi phai duoc hop phap héa lanh sy, dich sang tiéng Viét theo quy dinh, trir
trudng hop duge mién hop phap héa lanh suy.

+ Truong hop gidy to, tai liéu phai giri kém trong hd so ding ky khai sinh truc
tuyén da co ban sao dién tor hoac da co ban dién tir giéy to ho tich thi nguoi yéu
cau dugc st dung ban di¢n tir nay.
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+ Khi dén co quan ding ky h¢ tich nhén két qua (Gléy khai sinh/ban sao Gidy
khai sinh), nguoi c6 yéu cau dang ky khai sinh phai xudt trinh gidy to tuy than,
ndp cac gidy to 1a thanh phan hd so dang ky khai sinh theo quy dinh phap luat
ho tich.

Truong hop nguoi yéu cau dang ky khal sinh khong cung cap duoc glay to' néu
trén theo quy dinh hoac glay to nop, xuét trinh bi tay x0a, stra chira, 1am gia thi co
quan dang ky ho tich co tham quyén huy bo két qua dang ky khai sinh.

- Trudng hop cho phép ngudi yéu cau dang ky ho tich 1ap van ban cam doan vé
noi dung yéu cau dang ky ho tich thi co quan dang ky ho tich phai giai thich 16
cho ngudi 1ap van ban cam doan vé trach nhiém, hé qua phap 1y cua viéc cam
doan khong ding su that. Co quan ding ky ho tich tir chéi giai quyét hodc dé
nghi co quan c¢6 tham quyén hity bo két qua ding ky ho tich, néu c6 co s xac
dinh ndi1 dung cam doan khong dung su that.

2.4 | S6 lwong ho so: 01 bo
25 Thoi han giai quyét: 05 ngay lam viéc ke tir ngay nhan du ho so hop 1¢; truong
> | hop phai x4c minh thi thoi han giai quyét khong qua 25 ngay.
Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
56 | - Trung tam Hanh chinh cong cap huyén.
|- Cong dich vu cong quoc gia https:/dichvucong.gov.vn hodc Hé thong thong tin
giai quyet TTHC tinh Ha Tinh http://dichvucong.hatinh.gov.vn (chi tiép nhan ho so).
Co quan thyc hién: Phong Tu phap tiép nhan ho so va tham muu Chu tich Uy
ban nhan dan cap huyén xem xét, quyét dinh.
Co quan co tham quyen quyét dinh: UBND cip huyén noi cu tra trude khi
57 xuat canh cta nguoi yeu cau dang ky khai sinh.
" | Co quan dwoc ity quyén: Khong.
Co quan ph01 hep: Co quan quan ly Co s¢ dir licu Quéc gia vé dan cu, Uy ban
nhan dan cap xa noi nguoi yéu cau dang ky khai sinh cu tra trude khi Xut canh;
Co quan cong an c6 tham quyén.
2.8 | Péi twong thwe hién TTHC: Ca nhan
Két qua giai quyét TTHC:
- Ho so du diéu kién:
2.9 | + Gidy khai sinh (ban chinh), ban sao Gidy khai sinh (truong hop yéu cau cap

ban sao Gidy khai sinh).
+ Ban dién tir Gidy khai sinh (Béan dién tir sé tw dong givi vé Kho qudn 1y di liéu
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dién tir ciia cd nhdn/dia chi thu dién ti/thiét bi s6/dién thoai cia nguoi yéu cau
sau khi dd hoan tat thu tuc dang ky khai sinh tai co quan dang ky ho tich).
- H) so khong du diéu kién: Van ban thong bao khong dui diéu kién cap gidy

khali sinh.

2.10

Quy trinh xi ly cong viéc

TT

Trinh ty

Tréch
nhiém

Thaoi gian

Biéu mau/Ket
qua

Bl

Tiép nhan hd so:

1. Tiép nhan ho so.

- Tiép nhan hd so tryc tiép tir c4
nhan hogc tir hé théng buu chinh
hoic trén Cong dich vu cong quc
gia  (https://dichvucong.gov.vn)
hoac Hé thong thong tin giai quyét
thd tuc hanh chinh cua tinh
(https://dichvucong.hatinh.gov.vn).
2. Can bdo TN&TKQ kiém tra hod
SO

- Néu hd so chua diy da hoic
khong hop 1&: Huéng dan hoic
thong bao bang vin ban cho ca
nhan b6 sung, hoan thién hd so.
Truong hop khéng b sung, hoan
thién duoc ho so thi thong bao tir
chéi giai quyét ho so.

Néu ho so day du, hop 18: Lam
thu tuc tiép nhéan hd so, thu phi,
1¢ phi theo quy dinh, c6 Phiéu
hen, tra két qua cho ngudi co yeu
cau (néu ngudi co yéu cau lya
chon hinh thirc nop hd so truc
tiép) hodc giri ngay Phiéu hen,
tra két qua qua thu dién tr hodc
g tin nhan hen tra két qua qua
dién thoai di dong cho nguoi cod
yéu cau (néu nguoi c6 yéu cau
lga chon hinh thirc ndp hd so
tryc tuyén).

Cong chtic
TN&TKQ

G106 hanh
chinh

Mau 01, 02, 03
(néu co), 05, 06
va Hd so theo
muc 2.3
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Sau khi tiép nhan ho so theo hinh
thtc ndp truc tiép, coéng chirc
TN&TKQ thuc hién s6 hoa (sao
chup, chuyén thanh tai liéu dién
tir trén hé théng thong tin, co so
dir lidu) va ky sb vao tai liéu, hd
so giai quyét tha tuc hanh chinh
da dugc sb hoa theo quy dinh.

B2 Chuyén hd so cho Phong Tu | Cong chic 02 i Mﬁu 01, 05 va
phap xir 1y. TN&TKQ & hé so kém theo
qa | Phén cong cong chiic xir Iy hd ;ﬁgﬁgd%g 04 g | Miu 05 va Ho
SO. : so kém theo
phap
Xem xét, xtr 1y ho so:
- Truong hop ho so can bd sung,
hoan thién hodc khong du diéu
kién giai quyét, _phai tur chéi thi
giri thong bao vé tinh trang hd so
t6i Trung tim Hanh chinh cong dé
thong bao cho ngudi ndp hd so.
- Trudng hop can phai kiém tra,
xac minh lam rd hodc do nguyén . .
nhan khac ma khong thé tra két Mau 04 (néu
qua dung thoi gian da hen thi lap co), 05 va du
Phiéu xin 15i va hen lai ngay tra thao Gidy khai
B4 | két qua, trong d6 néu rd ly do | Cong chuc 02 ngay sinh hodc van
cham tra két qua va thoi gian hen | XU Iy ho so ban théng bao

tra két qua chuyén Trung tdm
hanh chinh cong dé tra cho nguoi
c6 yéu cau (néu ngudi co yéu
cau lua chon hinh thire ndp hé so
tryc tiép), hodc giri Phiéu xin 13i
va hen lai ngay tra két qua qua
thu dién tir hodc giri tin nhan qua
dién thoai di dong cho nguoi co
yéu cau (néu ngudi co yéu cau
lga chon hinh thirc ndp hd so
tryc tuyén). Chuyén thuc hién
budc BS.

khong du diéju
kién cap giay
khai sinh.
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- Truong hop du diéu kién: Vao
S6 ding ky khai sinh, nhap di
li¢u vao phan mém ho tich, in du
thao Gidy khai sinh, trinh lanh
dao Phong duyét va trinh lanh
dao UBND cap huyén.

Truong hop tiép nhan hd so ding
ky khai sinh theo hinh thirc truc
tuyén thi giri lai biéu miu 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 cé trach nhiém
kiém tra tinh chinh xac, ddy du
clia cac thong tin trén biéu miu
Gidy khai sinh dién tor va xac
nhan (t6i da mot ngay).

Néu nguoi c6 yéu cau xac nhin
thong tin da thong nhat, day du
hoic khong c6 phan hoi sau thoi
han yéu cau thi thuc hién viéc
ghi ndi dung vao SO ding ky
khai sinh, cdp nhat thong tin
dang ky khai sinh va luu chinh
thirc trén Phan mém diang ky,
quan ly ho tich dién to dung
chung. Chuyén téi B7.

- Truong hop ho so khong du
diéu kién: Du thao Vin ban
thong bao khong du diéu kién
dang ky khai sinh trinh 1anh dao
phong duyét. Chuyén t6i budc
B7.

- Truong hop phire tap thi tham
muu Vin ban dé nghi UBND cap
X3 noi ngudi cd yéu cau cu tra
trude khi xuét canh kiém tra, xac
minh vé viéc ding ky khai sinh
clia ngudi yéu cau va viée luu
giit s6 ho tich.

- Trudng hop gidy to ctua ngudi

Phong Tu
phap, Lanh
dao UBND
cap huyén,
Van thu

03 ngay

Mau 05; Van
ban dé€ nghi xac
minh
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yéu cau dang ky khai sinh khong
c6 thong tin chirng minh quan hé
cha, me, con thi tham muu van
ban d& nghi co quan cong an co
thAm quyén xac minh trinh Lanh
dao UBND cép huyén ky duyét,
Vin thu dong dau phat hanh vin
ban.

Thuc hién cac budc tiép theo.

BS

UBND cép xi va Co quan cong
an c6 tham quyén noi nhan duoc
yéu cau xac minh tién hanh kiém
tra, x4c minh va tra 1oi bang vin
ban vé viéc nguodi yéu cau da
duogc dang ky khai sinh hay chua
duogc dang ky khai sinh; viéc con
luu gitr hodc khong luu gitr duoc
s6 ho tich.

UBND cép
xa va Co
guan cong
an c6 thaim
quyén noi
nhan duoc
yéu cau Xac
minh

15 ngay

Van ban tra 101
két qud xac
minh

B6

* Nhan két qua x4c minh:

- Néu du diéu kién: Vao So ding
ky khai sinh, nhap dir liéu vao
phﬁn mém héd tich, in du thao
Gidy khai sinh;

- Néu khéng du diéu kién: Dy
thdo van ban thong bao khong du
diéu kién cap giay khai sinh;
Trinh 1anh dao Phong Tu phéap.

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

Cong chirc
xtr 1y ho so

04 ngay

Mau 05 va Dy
thao Gidy khai
sinh hodc van
ban thong bao
khong du diéu
kién cap gidy
khai sinh; Van
ban cam doan
vé thong tin
cua cha, me,
con cua nguoi
dang ki khai
sinh (néu c6).

B7

Xem xét, duyét du thdo két qua
giai quyet thu tuc hanh chinh tai

Lanh dao
Phong Tu

01 ngay

Dy thio Gidy
khai sinh hoac
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B4 va B6. phap van ban thoéng
bao khong du
diéu kién cap
gidy khai sinh
da duyét/ky
nhay
Mau 05 Gidy

Lanh dao khai sinh hodc

Ky duyét du thao két qua thuc 2 . van ban thoéng

B8 hién tai budc B7 UBNDA cap 01 ngay bdo khong du
huyén A N
diéu kién cap
giay khai sinh
Mau 05, 06
. Van th i4 i si
Phat hanh véan ban, tra két qua an 1y Gl?y khval 51{1h
. C ez : | UBND cap hodc vian ban
cho Phong Tu phdp dé chuyén A .\ A .
B9 A s A huyén; 02 gid théng béo
cho Trung tam Hanh chinh cong . . g A
% A Phong Tu khong du dicu
cap huyén. ; T
phap kign cap giay
khai sinh
M?}u 01, 06;
7 7 Giay khai sinh
Chuyén nguoi dan ky vao S0 00 | s pee | Gighanh | D03 van ban
B10 | tich va trd Giay khai sinh cho ca ] thong bao
A TN&TKQ chinh . g
nhan. khéng du diéu
kién cap giay
khai sinh

* Truong hop deén hen nhung chua ¢6 két qua, trong thoi gian cham nhat 01

ngay trudc ngay het han xu ly, Phong Tw phép tham muu UBND céap huyén ban

hanh phiéu xin loi va hen lai ngay tra két qua dé gui cho t6 chuc, c& nhan.

* Trong qua trinh giai quyét hd so nguoi c6 trach nhiém thyc hién cain thue hién

dong thoi cac thao tac tiép nhan/chuyén/tra ho so, két qua giai quyet trén phan

mém H¢ thong thong tin giai quyét thu tuc hanh chinh cua tinh vé1 cac bude
trong quy trinh.
3 |BIEUMAU
Mau 01 Giéy tiép nhéan ho so va hen tra két qua
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Mau 01.doc
Phiéu yéu ciu bo sung hoan thién hd so
Mau 02 =
Ma3u s6 02.doc
Phiéu tir chéi tiép nhan giai quyét ho so
Mau 03 :
Mau 03.doc
Phiéu xin 16i va hen lai ngay tra két qua
Mu 04 =
M3u 04.doc
Phiéu kiém soat qua trinh giai quyét ho so
Mau 05 =
Mau s6 05.doc
S6 theo ddi ho so
Mu 06 =
M3u s6 06.doc
To khai dang ky khai sinh
BM.HT.02.01 b=
BM.HT.01.01.doc
Gidy cam doan
BM.HT.02.02 Bi=
20. MAau gidy cam
doan.doc
BM.HT.02.03 | Mdu hé tich dién tir twong tic déing ky khai sinh (néu ngp hé so
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theo hinh thirc truec tuyén).
=

BM.HT.02.03.doc

HO SO LUU

Mau 01; 02, 03, 04 (néu c0) va 06 luu tai Trung tdm Hanh chinh cong cap
huyén. Mau 01, 05 luu theo ho so;

Ho so dau vao theo muc 2.3;

S6 dang ky khai sinh;

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

Vién ban cam doan vé thong tin cua cha me (n€u co);

Vin ban thong bao khong du diéu kién cp gidy khai sinh (néu co);

Phan mém http://khaisinhdientu.moj.gov.vn; Hé thong thong tin giai quyét tha
tuc hanh chinh cua tinh.

Hb so dugc luu tai Phong Tu phap, thoi gian luu trit S6 dang ky khai sinh 13 vinh vién,
con cac giéy to khac thuc hién luu theo quy dinh cua Luat HS tich va cdc van ban
huéng dan thi hanh. Sau khi hét han, chuyén ho so xudng don vi luu trir cia UBND cap
huyén va luu trit theo quy dinh hién hanh.

3. Thii tuc ding ky két hon c6 yéu td nwée ngoai

1 KY HIEU QUY TRINH QT.HT.03
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thye hién TTHC:

- Nam tir du 20 tudi trg 1én, nit tir du 18 tudi tré 1én;
- Viéc két hon do nam va nit ty nguyén quyét dinh;
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- Céc bén khong bi mat ning luc hanh vi dan sy;
- Cong dan Viét Nam dinh cu ¢ nudc ngoai phai co gidy to cho phép cu tri do
co quan c6 tham quyén nudce ngoai cap;

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

+ Két hon gia tao;

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

+ Nguoi dang co vg, co chdng ma két hon vOi nguoi khac hodc chua co vo,
chua c6 chong ma két hon vo1 nguoi dang co6 chong, ¢ vo;

+ Két hon giita nhitng nguoi ciing dong méau vé truc hé; giira nhitng nguoi c6 ho
trong pham vi ba doi; gilta cha, me¢ nudi voi con nudi; gitta nguoi da tung la

cha, me nudi v4i con nudi, cha chong véi con dau, me vo véi con ré, cha duong
v6i con riéng cia vg, me ké vai con riéng cila chong.

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

2.2 | Cach thirc thue hién TTHC:
- Nguoi ¢6 yéu cau ding ky két hon tryc tiép thuc hién ndp ho so tryc tiep tai
Trung tdm hanh chinh cong cap huyén.
- Giri ho so trén Cong dich vu cong quoc gia (https://dichvucong.gov.vn) hoac
Hé thong thong tin  giai quyét tha tuc hanh chinh coa tinh
(https://dichvucong.hatinh.gov.vn) (bén nam hodc bén nit c6 thé nop hod so ma
khong can c6 van ban uy quyén ctua bén con lai).

. A LA AL Bian | Ban

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

To khai dang ky két hén theo mau BM.HT.03.01, c6 du thong
_ | tin cta hai bén nam, nit. Hai bén nam, nit ¢6 the khai chung vao «

mot To khai dang ky ket hon (néu ngudi c6 yéu cau lya chon
nop ho so theo hinh thic truc tiep);

Mau ho tich dién tw twong tac dang ky két hon (do nguoi yéu
cau cung cdp thong tin theo hudng dan trén Cong dich vu cong,
néu nguoi co yéu cau lya chon nép ho so theo hinh thirc tric
tuyén);

Nguoi co yéu cau diang ky két hon thuc hién viéc ndp/xuét
trinh (theo hinh thuc tryc tiép) hodc tai 1én (theo hinh thiic truc
tuyen) cac glay to sau:
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* C4c gidy to phdi ngp:

Gidy xac nhan cua to chic y té c6 tham quyén cua Viét Nam
hodc nuéc ngoai cip cho hai bén nam, nit, X4c nhan ngudi d6
khong mac bénh tdm than hoic bénh khac ma khéng cé kha
nang nhan thuc, lam cha dugc hanh vi caa minh (chua qua 06
thang tinh dén ngay nhan ho so);

Giay to ching minh tinh trang hén nhan caa hai bén nam, ni:

+ Gidy to chang minh tinh trang hén nhan cta ngudi nudc
ngoai do co quan c6 tham quyén cta nudc ma ngudi do 1a cong
dan cap con gia tri sir dung, xac nhan hién tai ngudi d6 khong
c6 vo hodc khong co chong; trudng hop nudc ngoai khong cap
x&c nhan tinh trang hon nhan thi thay bang giay to do co quan
c6 tham quyén nudc ngoai X4c nhan nguoi d6 c6 du diéu kién
két hdn theo phép luat nuéc do;

Gia tri stir dung cua gidy to chitng minh tinh trang hon nhan cua
nguoi nude ngoai duoc xac dinh theo thoi han ghi trén gidy to
d6. Truong hop gidy to chiing minh tinh trang hdn nhan khong
ghi thoi han sir dung thi gidy to ndy va gidy xac nhan cua to
chtc y té cua gia tri trong thoi han 6 thang, ké tir ngay cap:

+ Gidy xac nhan tinh trang hén nhan cua cong dan Viét Nam cu
tra trong nude. Truong hop da co thong tin tinh trang hon nhén
trong Co s& dit liéu ho tich dién ttr, Co sé dit liéu Quéc gia vé dan
cu thi khdng phai xuat trinh (theo hinh thic tryc tiép) hoac tai 1én
(theo hinh thuc tryc tuyén).

Ho chiéu hodc gidy to c6 gia tri thay thé dbi véi ngudi nudc
ngoai, cong dan Viét Nam dinh cu ¢ nudc ngoal (gidy tor co gla
tri thay thé ddi véi ngudi nudc ngoai 1a gidy to di lai qubc té
hoac thé cu tra);

* Ngoai giay to néu trén, tly timg truong hop, bén nam, bén nix
phai nop gidy to tuong Gmg sau day:

- Cong dan Viét Nam di ly hon hoac huy viéc két hon tai co
quan c6 tham quyén cta nuéc ngoai phai nop ban sao trich luc
ho tich vé viéc di ghi vao sb viéc ly hén hoac huy viéc két hon
trai phap luat (Trich luc ghi cha ly hon);

- Cong dan Viét Nam la céng chuec, vién chuc hoac dang phuc
vu trong luc lu’ong vi trang phai ndp van ban cua co quan, don
vi quan Iy xac nhan viéc két hon véi ngudi nudc ngoai khong
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trai vai quy dinh cta nganh do;

- Truong hop ngudi yéu cau diang ky két hon dang cong tac,
hoc tap, lao dong co thoi han ¢ nudc ngoai thi phai nop Giay
xac nhan tinh trang hon nhan do Co quan dai dién ngoai giao,
Co quan dai dién 13nh sy caa Viét Nam & nudc ngoai cap.

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

* C4c gidy to phdi xudt trinh:

Ho chiéu hoic chirng minh nhan dan hodc thé can cudc cong dan
hodc cac gidy to khac co dan anh va thong tin c4 nhan do co
quan c6 tham quyén cap, con gia tri str dung dé chimg minh vé
nhan than cia cong dan Viét Nam. Truong hop cac thong tin ca
nhan trong céc gidy to nay da co trong Co sé dit liéu Qubc gia vé
dan cu, Co so dit liéu ho tich dién tir, duoc hé thong dién tu
dong thi khong phai xuat trinh (theo hinh thirc truc tiép) hodc tai
1én (theo hinh thuc truc tuyén);

Nguoi nude ngoai xuat trinh ban chinh ho chiéu dé chimg minh
v€ nhan than; truong hop nguol nude ngoai khong cd hd chiéu
deé xuat trinh thi c6 thé xuat trinh giay to di lai quoc té hoac thé
cu tru.

Gidy to ¢6 gia tri chinmg minh thong tin vé cu trli trong truong hop
co quan ding ky ho tich khéng thé khai thac dugc thong tin vé noi
cu tri cua cong dan theo cac phuong thirc quy dinh tai khoan 2
Picu 14 Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cia
Chinh phua. Trudng hop cac thong tin vé gidy to chung minh noi
cu tra da duge khai thac tir Co so dir liéu quoc gia vé dan cu bang
cac phuong thirc nay thi ngudi cé yéu cau khong phai xuat trinh
(theo hinh thirc truc tiép) hodc tai 1én (theo hinh thic tric tuyén).

*Luuy:

- Pbi voi gidy td ndp, xuét trinh néu ngudi yéu cau nop hd so theo hinh thirc
tryc tiép:

+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao dugc cap tir s6 goc hodc ban
sao dugc chung thyc tur ban chinh thi nguoi tiép nhan ho so khong dugc yéu cau
xudt trinh ban chinh; néu nguoi yéu cau chi ndp ban chup va xudt trinh ban chinh
thi nguoi tlep nhén c6 trach nhiém kiém tra, dbi chiéu ban chup véi ban chinh va
ky xac nhan, khéng duoc yéu cau nop ban sao gidy to do.
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+ Dbi v6i gidy to xuat trinh khi dang ky ho tich, nguoi tiép nhan c6 trach nhiém
kiém tra, d6i chiéu véi thong tin trong to khai, chup lai hodc ghi lai thong tin dé
lwu trong hd so va tra lai cho ngudi xuat trinh, khong duoc yéu cau ndp ban sao
hodc ban chup gidy to do.

+ Giéy td do co quan c6 tham quyén clia nude ngoai cdp, cong chimg hodc xac
nhan dé sir dung cho viéc ding ky ho tich tai Viét Nam phai dugc hop phap hoa
lanh sy, trir truong hop duge mién theo diéu uwdc qubc te ma Viét Nam la thanh
vién; gidy to bang tiéng nudc ngoai phai dugc dich ra tiéng Viét va cong chimg
ban dich hoac ching thuc chit ky nguoi dich theo quy dinh cta phap luat.

+ Ngudi tiép nhan c6 trach nhiém tiép nhan ding, du hd so ding ky ho tich theo
quy dinh cta phap lut 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.

- Pdi véi gidy to glri kém theo néu ngudi yéu cau ndp ho so theo hinh thirc truc
tuyén:

+ Ban chup cac gidy to gui kem theo ho so dang ky két hon truc tuyén phai bao
dam ro nét, day du, toan ven vé nodi dung, 1a ban chup bang may anh, dién thoai
hodc dugc chup, dugce quét bang thiét bi dién tir, tir gidy to duoc cap hop I¢, con
gia tri st dung; néu 1a gidy t& do co quan c6 tham quyén nudc ngoai cap thi phai
dugc hop phap héa lanh sy, dich sang tiéng Viét theo quy dinh, trir trudng hop
duoc mién hop phép hoa lanh su.

+ Truong hop gidy to, tai liéu phai gui kém trong ho so diang ky két hon truc
tuyén da c6 ban sao dién tir hodc di co ban dién tir gidy to ho tich thi nguoi yéu
cau duoc st dung ban dién tir ndy.

+ Khi dén co quan dang ky ho tich nhén két qua (Gidy chimg nhan két hon),

nguoi co yéu cau dang ky ket hén phai ndp ban chinh Gidy xac nhan tinh trang
hon nhan (neu thong tin vé tinh trang hon nhan chua co trong Co so dir liéu
Quéc gia vé dan cu, Co s¢ dir liéu ho tich dién tu), gidy to chimg minh tinh
trang hon nhan, gidy xac nhan cia to chirc y té.

Truong hop ngudi yéu cau ding ky két hon khong cung cap duge gidy to néu
trén theo quy dinh hodc gidy to ndp, xuat trinh bj tdy xo6a, sira chira, lam gia thi
co quan dang ky ho tich c6 tham quyén hay bo két qua ding ky két hon.

2.4 | SO lwgng ho so: 01 bd
2.5 | Thoi han giai quyét: 15 ngay 1am viéc, ké tir ngay nhan d ho so hop 1¢é.
2.6 | Pia diém tiép nhan hd so va tra két qua giai quyét TTHC:

- Trung tam Hanh chinh céng cap huyén.
- Cong dich vu cong québc gia https://dichvucong.gov.vn hodc Hé théng thong tin
giai quyet TTHC tinh Ha Tinh http://dichvucong.hatinh.gov.vn (chi tiép nhan ho so).
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2.7 | Co quan thwe hign: Phong Tu phép tiép nhin ho so va tham muu Chi tich Uy
ban nhan dan cap huyén xem xét, quyet dinh.
Co quan c6 tham quyén quyét dinh:
- Uy ban nhan dan cap huyén noi cu trii ciia cong dan Viét Nam thyc hién dang
ky két hon gitra cong dan Viét Nam véi nguoi nudc ngoai; gitra cong dan Viét
Nam cu tra ¢ trong nudc vai cdng dan Viét Nam dinh cu ¢ nudc ngoai; gita
cong dan Vi¢t Nam dinh cu ¢ nudc ngoai voi nhau; gitra cong dan Viét Nam
dong thoi c6 quoc tich nudc ngoai vai cdng dan Viét Nam hoac vai ngudi nude
ngoai.
- Truong hop ngudi nude ngoai cu trii tai Viét Nam co yeéu cau dang ky két hon
tai Viét Nam thi Uy ban nhan dan cap huyén noi cu tri cia mot trong hai bén
thuc hién dang ky két hon.
Co quan dwoe iy quyén: Khong.
Co quan phoi hop: Co quan quan 1y Co so dit liéu Qudc gia vé dan cu, co
quan co lién quan.

2.8 | Péi twong thue hién TTHC: C4 nhan

2.9 | Két qua giai quyét TTHC:
- Ho so du diéu kién:
+ Gidy ching nhan két hon (02 ban chinh), mdi bén vo, chong 01 ban.
+ Bdn dién tir Trich luc két hon (Bdan dién tir sé ty dong guri vé Kho quan 1y dir
liéu dién tir cua ca nhén/dia chi thu dién ;L}/thiét bi so/dién thoai cua nguoi yéu
cau sau khi dd hoan tat thu tuc dang ky ket hon tai co quan dang ky ho tich).
- H6 so khong du diéu kién: Vin ban thong bao khong du diéu kién dang ky két
hon.

2.10 | Quy trinh xi ly cong viéc

. Trach Thoi Bié

T Trinh ty nh?éin giaﬂr’ll m?tu/Keé'l: qua
Tiép nhan ho so:
1. Tiép nhan hd so. .
- Tiép nhan hd so truc tiép tir c4 nhan Mau 01, 02,

B1 |hoidc tir hé thong buu chinh hodc trén Cong chuc | Gio hanh | 03 (néu co),

Céng dich vu cong qudc gia TN&TKQ chinh 06 va ho so
(https://dichvucong.gov.vn) hodc Hé theo myc 2.3

théng thong tin giai quyét thi tuc hanh
chinh clia tinh



https://dichvucong.gov.vn/

54

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

2. Can bo TN&TKQ kiém tra hd so:

- Néu hd so chua day du hodc khong
hop 1&: Huéng dan hodc thong bao
bang vin ban cho c4 nhan bo sung,
hoan thién hé so. Truong hop khong
bd sung, hoan thién dugc hd so thi
thong bao tir chbi giai quyét hd so.
Néu hd so dﬁy du, hop 1¢: Lam thu tuc
tiép nhan hd so, thu phi, 18 phi theo
quy dinh, c6 Phiéu ‘hen, tra két qua
cho nguoi co yéu cau (néu nguoi ¢
yéu cau lya chon hinh thtrc ndp hé so
truc tiép) hodc gui ngay Phiéu hen, tra
két qua qua thu dién tir hodc giri tin
nhan hen tra két qua qua dién thoai di
dong cho nguoi c6 yéu cau (néu nguoi
¢ yéu cau lya chon hinh thirc nop ho
so tryc tuyén).

Sau khi tiép nhan ho so theo hinh thirc
noép truc tiép, cong chuc TN&TKQ
thuc hién sd héa (sao chup, chuyén
thanh tai liéu dién tir trén hé thong
thong tin, co s dit liéu) va ky s6 vao
tai liéu, ho so giai quyét thii tuc hanh
chinh d3 dugc s6 hoa theo quy dinh.

Mau 01, 05 va

B2 | Chuyén ho so cho Phong Tu phap. Cong chirc 02gid |hd so kém
TN&TKQ
theo
Phan cong can bo Phong Tu phap xur | Lanh dao .. | M&u 05 va hod
B3 |~ \ 02 gio \
ly. Phong so kém theo
Xem xét, xir 1y ho so: Mau 04 (néu
- Truong hop hd so can bf) sung, hoan co), 05; du
thién hodc khong du diu kién giai thao Giay
B4 quyet phai tir chéi thi giri thong bao | Cong chirc 13 ngay chimg  nhan
vé tinh trang ho so toi Trung tam hanh | xu 1y ho so két hon hoac
chinh cong dé thong bao cho nguoi Van ban
ndp ho so; thong bao
- Truong hop can phai kiém tra, xac khong du dicu
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minh lam rd hoac do nguyén nhan khac
ma khong thé tra két qua dung thoi gian
d3 hen thi 14p 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
qui, chuyén Trung tdm hanh chinh
cong dé tra cho nguoi o yéu cau (néu
nguoi cd yéu cau lya chon hinh thuc
nop hd so truc tiép), hodc giri Phiéu xin
16i va hen lai ngay tra két qua qua thu
dién tir hodc gt tin nhén qua dién thoai
di dong cho nguoi cd yéu cau (néu
ngudi cd yéu cau lya chon hinh thirc
nop ho so truc tuyén).

- Néu du diéu kién: Vao S6 dang ky
két hon, nhap dit liéu vao phan meém
ho tich, in du thdo 02 Glay ching
nhén két hon.

+ Truong hop tiép nhan ho so dang ky
két hon theo hinh thuc truc tuyén: Gui
lai biéu mau Gidy chtng nhan két hon
dién tir voi thong tin day du cho ngudi
yéu cau qua thu dién tir hodc thiét bi
sO.

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

Néu nguoi ¢ yéu cau xac nhan théng
tin da théng nhat, diy da hodc khong
c6 phan hdi sau thoi han yéu ciu thi
cong chirc xir Iy hd so thuc hién ghi
vao SO dang ky két hon, nhap dir lidu
vao phén mém ho tich, in du thao 02
Gidy chung nhan két hon;

- Truong hop co khiéu nai, t6 cdo viée
két hon khong di diéu kién két hon theo
quy dinh cta Luat Hon nhan va gia
dinh hodc xét thay c6 van dé can lam 6
vé nhan than cta bén nam, bén nir hodc
gidy to trong hd so ding ky két hon thi

kién dang ky
két hon
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Phong Tu phap phdi hop véi co quan
cO lién quan xac minh lam rd. Trong
qua trinh thim tra, xac minh hd so, néu
thdy can thiét, Phong Tu phap lam viéc
truc tiép véi cac bén dé 1am rd vé nhan
than, su tu nguyén két hon, muc dich
két hon.

Mau 05; du
thao Giay
chimg nhan

két hon hodc

Xem xé&t, duyét du thao két qua tai Laflh dao .. | Van ban

B5 . Phong Tu | 04 gio A .
budc B4. ha thong bao
phap khong du didu
kién dang ky
ket hon da
duyét/ky nhay
Mau 05; Gidy
ching  nhan
’ Lanh dao két hon hoac
B6 Ky du j[hao giai quyét tha tuc hanh UBND C'ép 04 gic Va}n ba}n
chinh tai BS. huvén thong bao
ye khong du diéu
kién dang ky

két hon

Mau 05, 06;
Giay chung

: Vin th an két ho
Phat hanh van ban va trd két qua cho - u: nhe;m k?t h?n
: 2R . o~ | UBND; .. | hodc Vin béan

B7 | Phong Tu phap dé€ tra cho cé nhan va . 04 gio A .
U WA 5 Phong Tu thong  bao

két thic trén phan mém dich vu cong. ; . Y
phap khong du diéu
kién dang ky

két hon

Dbi voi Gidy chung nhan két hon: T6 | UBND cap x \
B8 | churc L2 trao Gidy chimg nhan két hon |  huyén, | Gio hanh 1(\}412“ 01 ’C%?,Iga
va chuyén nguoi dan ky vao SO hg | cong chic chinh Y &

tich.

TN&TKQ

nhan két hon




S7

Péi véi Vian ban thong bao khong du
diéu kién dang ky két hon: Phong Tu
phap chuyén Vin ban thong béo cho
cong chirc TN&TKQ dé tra cho ca

nhan.

Cong chtrc
TN&TKQ

Mau 01, 06 va
Vian ban
théng béo
khong du diéu
kién dang ky
két hon

* Truong hop dén hen nhung chua c6 két qua, trong thoi gian cham nhat 01
ngay trudc ngay hét han xir 1y, Phong Tu phap tham muu UBND cap huyén ban
hanh phiéu xin 15i va hen lai ngay tra két qua dé gui cho té chirc, c& nhan.

* Trong qua trinh giai quyét hd so ngudi c6 trach nhiém thue hién can thyc hién
dong thoi cac thao tac tiép nhan/chuyén/tra ho so, két qua giai quyét trén phan
mém Hé théng thong tin giai quyét thu tuc hanh chinh cua tinh vé&i cac budce

trong quy trinh.

BIEU MAU
Gidy tiép nhan ho so va hen tra két qua
M&u 01 =
Mau 01.doc
Phiéu yéu cdu bd sung hoan thién hd so
Mau 02 =
Mau s6 02.doc
Phiéu tir chdi tiép nhan giai quyét ho so
Mau 03 =
M3&u 03.doc
Phiéu xin 16i va hen lai ngay tra két qua
Mu 04 -
Mau 04.doc
Mau 05 Phiéu kiém soat qu4 trinh giai quyét ho so
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L
Ma3u s6 05.doc
S6 theo ddi ho so
Mau 06 =
Ma3u s6 06.doc
T khai dang ky két hon
BM.HT.03.01 b=
BM.HT.03.01.doc
Mau hé tich dién tr twong tac dang ky két hén (néu ngp hé so
theo hinh thirc truc tuyen).
BM.HT.03.02 W, :
BM.HT.03.02.docx
HO SO LUU

Mau 01; 02, 03, 04 (néu c0), 06 luu tai Trung tim Hanh chinh cong cép huyén.

Mau 01, 05 luu theo hd so;

Ho6 so dau vao theo muc 2.3;

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

S6 dang ky két hon;

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

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

hanh chinh cua tinh.

Hb so duogc luu tai Phong Tu phap, thoi gian luu trit thuc hién luu theo quy dinh cua
Luat Ho tich va cac van ban hudng dan thi hanh. Sau khi hét han, chuyén ho so xuong
don vi Iuu trit cua UBND cap huyén va luu trir theo quy dinh hién hanh.
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4. Thii tuc ding ky khai tir c6 yéu t6 nwée ngoai

KY HIEU QUY TRINH QT.HT.04

NOI DUNG QUY TRINH

2.1

Piéu kién thue hién TTHC:

Khéng

2.2

Cach thure thuc hién TTHC:

- Ngudi ¢6 yéu cau ding ky khai tir truc tiép thyc hién hodc uy quyén cho nguoi

Khéc thuc hién ndp ho so truc tiép tai Trung tdm hanh chinh cong cap huyén;

- Guri hd so qua h¢ théng buu chinh hodc ndp ho so truc ’tuyén trén Cong dich vu
cong quoc gia (https://dichvucong.gov.vn) hoac H¢ thong thong tin gidi quyét

tha tuc hanh chinh cua tinh (https://dichvucong.hatinh.gov.vn).

2.3

Thanh phén hé so, bao gom:

>

Ban
chinh

>

Ban
Sao

To khai dang ky khai tu, theo mau BM.HT.04.01 (néu nguoi co
yéu cau lya chon ndp ho so theo hinh thirc truc tiép);

Mau ho tich dién tir tuwong tac dang ky khai tir (do nguoi yéu cau
cung cap thong tin theo hudng dan trén Cong dich vu cong, néu
ngudi ¢é yéu cau lwa chon ndp hé so theo hinh thirc triee tuyén);

Ngudi ¢o yéu cau ding ky khai tir thue hién viéc ndp/xuét trinh
(theo hinh thtrc truc ti€p) hodc tai 1én (theo hinh thirc truc tuyén)
cac giay to sau:

* Gidy to phdi njp:

Gidy bao tir hoidc gidy to thay cho Gidy bao ttr, gdm:

+ Gidy x4c nhan viéc thi hanh an tir hinh d6i v6i ngudi chét do
thi hanh an tir hinh;

+ Bén 4n, quyét dinh c6 hiéu lyc cia Toa an doi voi truong hop
mot nguoi bi Toa an tuyén bo 1a da chét;

+ Van ban xac nhan cua co quan cong an hodc két qua giam
dinh cia Co quan giam dinh phap y doéi véi nguoi chét trén
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phuong tién giao thong, chét do tai nan, bi giét, chét dot ngot
hozc chét c6 nghi van;

G1ay td, tai liéu, chimg ct do co quan, t6 chirc ¢ thim quyen
cdp hodc xac nhan hop 18 ching minh sy kién chét dbi véi
truong hop dang ky khai tir cho nguoi chét da 1au, khong c6
Gidy bao tir hodc gidy td thay thé Gidy bao tir;

Vin ban uy quyén (dugc ching thuc) theo quy dinh ctia phap
luat trong trudng hop uy quyén thuc hién viée ding ky khai tor.
Truong hop ngudi cé trach nhiém ding ky khai tir iy quyén cho
nguoi khac thyc hién viéc dang ky khai tir ma nguoi duoc uy
quyén 1a 6ng, ba, cha, me, con, vo, chong, anh, chi, em rudt ctuia
nguoi Uy quyén thi van ban uy quyén khong phai ching thuc;

Gidy tO0 ching minh thudc gia dinh c6 cong véi cach mang;
nguoi thude ho ngheo; nguoi khuyét tat (n€u co);

* Gidy tor phdi xudt trinh:

Ho chiéu hodc Ching minh nhan dan hodc The can cudc cong
dan hodc cac gidy to khac c6 dan anh va thong tin ca nhan do co
quan c6 tham quyén cip, con gia tri st dung dé chimg minh vé
nhan than cua ngu:0’1 c0 yéu cau dang ky khai sinh. Truong hop
cac thong tin ca nhan trong cac giay to nay da c6 trong Co s¢ dix
liéu Quoc gia vé dan cu, Co s& dit liéu Ho tich dién tir, duoc hé
thdng dién ty dong thi khong phai xuat trinh (theo hinh thirc truc
tiép) hoic tai 1én (theo hinh thirc truc tuyén);

Gidy to c6 gia tri chimg minh thong tin vé cu tra trong truong
hop co quan dang ky ho tich khong thé khai thac duoc thong tin
vé noi cu tri cta cong dan theo cac phuong thitc quy dinh tai
khoan 2 Dicu 14 Nghj dinh s6 104/2022/ND-CP ngay 21/12/2022
ctia Chinh phil. Truong hop céc thong tin vé g1ay to chu:ng minh X
noi cu tri da dugc khai thac tir Co s¢ dir liéu quoc gia ve dan cu
bang cac phuong thirc nay thi ngudi ¢ yéu cau khong phai xuét
trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thirc truc
tuyén).

*Luuy:
- Pi vai gidy to nop, xuat trinh néu nguoi yéu cau nop hd so theo hinh thuc tryc
tiep:
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+ Truong hop ngudi yéu cau ndp gidy to 13 ban sao duogc cip tir sd gbe hodc ban
sao dugc ching thuc tir ban chinh thi nguoi tiép nhan ho so khong duogc yéu cau
xuét trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuét trinh ban chinh
thi ngudi tiép nhan ho so kiém tra, doi chiéu ban chup voi ban chinh va ky vao
ban chup xéac nhan vé viéc da doi chiéu noi dung gidy to d6, khong dugc yéu cau
nguoi di dang ky ndp ban sao cod chl'rng thuc giéy to do.

+ Truong hop phap luat quy dinh Xuat trinh glay to khi dang ky h¢ tich, nguoi
tiép nhan c6 trach nhiém kiém tra glay td xudt trinh, doi ch1eu vl thong tin
trong T khai va tra lai cho nguoi xudt trinh, khong dugc yeu cau ngudi dang ky
ho tich nop thém ban sao gidy to do. Nguoi tlep nhan c6 thé chup 01 ban giay to
xudt trinh hodc ghi lai thong tin cia glay t& xudt trinh dé luu hd so.

+ Gidy to do co quan c6 tham quyén ciia nudc ngoai cap, cong chimg hodc xac
nhan dé st dung cho viéc ding ky ho tich tai Viét Nam phai duoc hop phap hoa
lanh sy, trir truong hop duoc mién theo diéu udc quoc t¢ ma Viét Nam 1a thanh
vién; gidy to bang tiéng nudc ngoai phai dugc dich ra tiéng Viét va cong ching ban
dich hoac ching thuc chit ky nguoi dich theo quy dinh cta phap luat.

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

- PBdi voi gidy to giri kém theo néu nguoi yéu cau ndp ho so theo hinh thirc truc
tuyén:

+ Ban chup cac gidy to giri kem theo ho6 so dang ky khai tir truc tuyén phai bao
dam rd nét, day du, toan ven vé noi dung, la ban chup bang may anh, dién thoai
hodc dugc chup, dugc quet bang thiét b dién tu, tir gidy to duoc cap hop 1€, con
gia tri st dung; néu 1a gidy to do co quan co tham quyén nudc ngoai cap thi phai
duoc hop phap hoa lanh sy, dich sang tiéng Viét theo quy dinh, trir truong hop
duoc mién hop phéap hoa lanh su.

+ Truong hop gidy to, tai liéu phai giri kém trong hd so dang ky khai tir truc
tuyén di c6 ban sao dién tir hodc di co ban dién tir gidy to ho tich thi nguoi yéu
cau dugc st dung ban dién tur nay.

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

Truong hop nguoi yéu cau dang ky khai tir khong cung cép duoc gidy to néu
trén theo quy dinh hodc gidy to ndp, xuat trinh bi tdy xoa, sira chira, 1am gia thi
co quan dang ky ho tich c6 tham quyén hay bé két qua dang ky khai tir.

2.4

S6 lwong ho so: 01 bo

2.5

Thoi han gidi quyét: Trong ngay tiép nhan hd so. Trudng hop nhan hd so sau
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15 gi6 ma khong giai quyet duoc ngay thi tra két qua trong ngay lam viéc tiép
theo. Trong trudng hop can xac minh, thi thoi han giai quyét khong qua 03 ngay
lam viéc.

Pia di¢m tiép nhan ho so va tra két qua giai quyét TTHC:
- Trung tdm Hanh chinh céng cip huyén.

261 Cong dich vu cong quac gia https://dichvucong.gov.vn hodc Hé thong thong tin giéi
quyet TTHC tinh Ha Tinh http://dichvucong.hatinh.gov.vn (chi tiép nhan ho so).

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

Co quan cé thim quyén quyét dinh:

- Uy ban nhén dan cap huyén noi cu tri cudi cing ciia ngudi chét thuc hién viéc
dang ky khai tir cho nguoi nude ngoai hodc cong dan Viét Nam dinh cu ¢ nudce

2.7 | ngoai chét tai Viét Nam;

- U,y ban nhan dan cap huyén noi ngudi d6 chét hodc noi phat hién thi thé nguoi
chét thuc hién viéc dang ky khai tir trong truong hop khong xac dinh dugc noi
cu tri cudi cung cua nguoi chét.

Co quan dwore iy quyén: Khong.

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

2.8 | P6i twong thuwe hién TTHC: Ca nhan

Két qua giai quyét TTHC:

- Ho so du diéu kién:

+ Trich lyc khai t (ban chinh) va Van ban thong bao cho B Ngoai giao dé
thong bao cho co quan c¢6 tham quyén ctia nudc ma nguoi chét 1a cong dan.

2.9 | + Ban dién tu Trich lyc khai tir (Ban dién ti sé tur dong guii vé Kho quan Iy di ligu
dién tr Cua ca nhan/dia chi thu dign tirfthiét bi so/dién thoai ciia nguwoi yéu cau
sau khi da hoan tat thii tuc déing ky khai ti tai co quan dang ky hé tich).

- H6 so khong du diéu kién: Vin ban thong bao khong du diéu kién dang ky khai
tu.

2.10 | Quy trinh xi ly cong viéc

X Tréach Bitu

TT | Trinh tw " Thoi gian | mau/Keét

nhi¢m .
: qua
B1 | Tiép nhan hd so: Cong | Giohanh |Miu 01, 02
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1. Tiép nhan ho so.

- Tiép nhan hd so tryc tiép tir c4 nhan hoic
tir hé thong buu chinh hoic trén Cbng dich
vu cong qubc gia
(https://dichvucong.gov.vn) hodc H¢ thong
thong tin giai quyét thu tuc hanh chinh cua
tinh (https://dichvucong.hatinh.gov.vn)

2. Can bd TN&TKQ kiém tra hd so:

- Néu hd so chua ddy du hoic khong
hop 18: Huéng din hodc thong béo bang
van ban cho ca nhan bo sung, hoan thién
hd so. Truong hop khong bd sung, hoan
thién dugc hd so thi thong bao tir chdi
giai quyét ho so.

- Néu ho so dﬁy du, hop 1¢&: Lam thu tuc
tiép nhan ho so va thu phi, 18 phi theo
quy dinh. Néu tiép nhan hd so sau 15
gio thi g Phiéu hen, tra két qua cho
nguol co yéu cau trong ngay lam viéc
tiép theo hodc giri tin nhan hen tra két
qua qua dién thoai di dong cho nguoi co
yéu cau (néu nguoi co yéu cau Iira chon
hinh thtrc ndp ho so truc tuyén).

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

churc
TN&TKQ

chinh

(néu c0), 05,
06 va HoO so
theo muc 2.3

B2

Chuyén cho Phong Tu phép dé xir 1y.

Cong
chuc
TN&TKQ

1/2 gio

Mau 01, 05
va HO so
kem theo

B3

Phan cong cong chirc xur 1y hd so.

Lanh dao
Phong Tu
phap

1/2 gio

Mau 05 va
H6 so kéem
theo

B4

Kiém tra, xr Iy ho so:
- Trudng hop hd so can bd sung, hoan
thién hoac khong du dicu kién giai quyet,

Cong
chure xu ly
ho so

01 gio

Mau 04 (néu
cd), 05 va du
thao  Trich
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phai tir chéi thi guri thong bao vé tinh
trang hd so téi Trung tdm hanh chinh
cong dé thong bao cho ngudi ndp hd so;

- Truong hop can phai kiém tra, xac
minh lam r0 hodc do nguyén nhan khac
ma khong thé tra két qua dung thoi gian
da hen thi cong chirc Phong Tu phép lap
Phiéu xin 131 va hen lai ngay tra két qua,
trong d6 néu rd 1y do chiam tra két qua
va thoi gian hen tra két qua, chuyén
Trung tam hanh chinh cong dé tra cho
nguoi ¢d yéu cau (néu nguoi co yéu cau
Ira chon hinh thirc nop hé so truc tiép),
hodc gui Phiéu xin 16i va hen lai ngay
tra két qua qua thu dién tir hodc g tin
nhin qua dién thoai di dong cho nguoi
c6 yéu cau (néu nguoi co yéu cau lya
chon hinh thirc ndp ho so truc tuyén).

- Néu du diéu kién: Vao So diang ky
khai tir, nhap dir liéu vao phan mém ho
tich, in du thao Trich luc khai tu, du
thao Van ban thong bao cho Bo Ngoai
giao dé thong bao cho co quan co tham
quyén clia nudc ma ngudi chét 13 cong
dan;

+ Truong hop tiép nhan hd so ding ky
khai tir theo hinh thirc tryc tuyén thi guri lai
bicu miu Trich lyc khai tir dién tir véi
thong tin ddy du cho ngudi yéu cau qua
thu dién tir hodc thiét bi sd.

Nguoi yéu cau cé trach nhiém kiém tra
tinh chinh x4c, ddy du cua cac thong tin
trén bicu mau Trich luc khai tir dién tur
va xac nhan (t6i da mot ngay).

Néu nguoi c6 yéu cau xac nhan thong
tin d thong nhat, diy du hodc khong co
phan hoi sau thoi han yéu cau thi thyc
hién viéc ghi ndi dung vao S6 dang ky
khai tir, cap nhat thong tin dang ky khai
tr va luu chinh thtc trén Phan mém
dang ky, quan 1y ho tich di¢n tor dung
chung.

luc khai tur
va du thao
Van ban
thong  bao
cho Bo
Ngoai giao
hoac du thao
Vian ban
thong  bao
khong  du
diéu  kién
dang ky khai
tur
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- Néu khong du diéu kién: Dy thao van
ban thong bao khong du diéu kién ding
ky khai tu;Trinh Lanh dao Phong Tu
phap duyét, chuyén t6i B6.

Truong hop phirc tap thi tién hanh xac

Vin ban dé
nghi xac
minh  hoac

mqinh. Yiég x:élc minh cod tl}é bang van 02 ngay bicn ban kit
ban hoac di xac minh thuec té. \ ,
qua Xac
minh
Mau 05; du
thao  Trich
luc khai tr
va du thao
Vian ban
thdng  bao
Cong cho Bo
B5 | Sau khi x4¢ minh, thyc hién nhu B4. chucxuly | 04gio |Ngoai giao
ho so hoac du thao
van ban
thong  bao
khong  du
diéu kién
dang ky khai
tur
Mau 05; Dy
thao  Trich
luc khai tur
va du thao
Van ban
théng  bao
Xem x¢ét, duyét du thdo van ban tai B4, Laflh dao . cho . .BQ
B6 BS Phong Tu | 01 gi0 |Ngoai giao
' phap hodc du thao
Van ban
théng  bao
khong  du

diéu kién
dang ky khai
tur da




66

duyét/ky
nhay

B7

Ky cac du thao van ban tai tai B6.

Lanh dao
UBND
cap huyén

1/2 gio

Mau  05;
Trich luc
khai tir; Van
ban  thong
bao cho BO
Ngoai giao
hoac Van
ban  thong
bdo khdng
du dicu kién
dang ky khai
tur

B8

Phat hanh vin ban va tra két qua cho
Phong Tu phap dé chuyén cho Trung
tim Hanh chinh cong; gui van ban
thong bao, kém theo Trich luc khai ti
(ban sao) cho B Ngoai giao dé thong
bédo cho co quan c6 thdm quyén cua
nudc ma ngudi chét 13 cong dan.

Van thu;
Phong Tu
phap

1/2 gio

Mau 05, 06
va Trich luc
khai tir; Van
ban  thong
bao cho B
Ngoai giao
hoac Van
ban  thong
bdo khdng
du diéu kién
dang ky khai
tu.

B9

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

Cong
chuc
TN&TKQ

G106 hanh
chinh

Mau 01, 06
va Trich luc
khai tr hoac
van ban
théng  bao
khong  du
diéu kién
dang ky khai
ta

* Truong hop dén hen nhung chura ¢6 két qua, trong thoi gian cham nhat 01 ngay
trugc ngay het han xu 1y, Phong Tu phép tham muu UBND cap huyén ban hanh
phiéu xin 16i va hen lai ngay tra két qua dé gui cho t6 chirc, cd nhan.,
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* Trong qua trinh giai quyét hd so ngudi ¢ trach nhiém thyc hién can thuc hién
ddng thoi cac thao tac tiép nhan/chuyén/tra hd so, két qua giai quyét trén phan
mém Hé thong théng tin giai quyét thu tuc hanh chinh cua tinh véi cac budc
trong quy trinh.

BIEU MAU

@j

Mau 01 Mau 01.docx
Giay tiép nhan ho so va hen tra két qua

@j

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

@j

Mau 03 Mau 03.docx
Phiéu tur choi tiep nhéan giai quyét ho so

@j

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

@j

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

|Ej

Mau 06 Mau 06.docx
So6 theo do1 ho so

BM.HT.04.01 BM.HT.04.01.doc

To khai dang ky khai tur

Mau hé tich dién tr twong tdc dang ky khai tur (néu nop ho so

BM.HT.04.02 theo hinh thurc truc tuyén).




68

BM.HT.04.02.docx

4 |HOSOLUU

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

- | HO so dau vao theo muc 2.3;

- | S6 dang ky khai tir;

Vin ban thong bao khong du diéu kién ding ky khai tir (néu c6);
Vian ban thong bdo cho Bo Ngoai giao;

- | Van ban d€ nghi xac minh; van ban xac minh (néu c9);

Phan mém http://hotichdientu.moj.gov.vn; Hé thdng thong tin giai quyét thu tuc
hanh chinh cua tinh.

H6 so dugc luu tai Phong Tu phap, thoi gian luu trit thuc hién luu theo quy dinh cua
Luat Ho tich va cac van ban hudng dan thi hanh. Sau khi hét han, chuyén hd so xubng
don vi luu trir cia UBND cép huyén va luu trit theo quy dinh hién hanh.

5. Thi tuc ding ky giam hd c6 yéu td nwéc ngoai

1 KY HIEU QUY TRINH QT.HT.05

2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thye hién TTHC:

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

- Ca nhan c6 du cac diéu Kién sau day co thé lam ngudi giam ho:

+ C6 nang lyc hanh vi dan sy day du.

+ Co tu cach dao dic tot va cac diéu kién can thiét dé thuc hién quyén, nghia vu
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cua nguoi giam ho.

+ Khong phai 1a ngu:0’1 dang bi truy cau trach nhiém hinh sy hodc nguoi bi két &n
nhung chua dugc X04 an tich vé mot trong céc toi ¢ y xam pham tinh mang, sic
khoe, danh duy, nhan pham, tai san cia ngudi khac.

+ Khdng phai 14 ngudi bi Toa &n tuyén bd han ché quyén d6i véi con chua thanh
nien.

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

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

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

2.2

Cach thire thuc hién TTHC:

- Nguoi ¢6 yéu cau dang ky giam ho truc tiép thuc hién hodc uy quyen cho nguoi
khac thyc hién nop hd so truc tiép tai Trung tim hanh chinh cong cap huyén;

-Gui hd 80 qua h¢ théng buu chinh hodc ndp hd so truc tuyén trén Cong dich vu
cong quoc gia (https://dichvucong.gov.vn) hoac H¢ thong thong tin giai quyét thu
tuc hanh chinh cua tinh (https://dichvucong.hatinh.gov.vn).

2.3

Ban Ban

Thanh phan ho so, bao gom: chinh | sao

T6 khai dang ky giam hg, theo mau BM.HT.05.01 (néu ngudi
¢ yéu cau lira chon ndp hé so theo hinh thic truc tiép);

Mau ho tich dién tw twong tac dang ky giam ho (do nguoi yéu
cau cung cdp thong tin theo hudng dan trén Cong dich vu cong
néu nguoi co yéu cau lwa chon nép ho so theo hinh thirc truc
tuyén);

Nguoi ¢6 yéu cau dang ky giam ho thuc hién viéc ndp/xuit trinh
(theo hinh thtrc truc ti€p) hodc tai 1én (theo hinh thirc truc tuyén)
cac giay to sau:

* Gidy to phdi ngp:

Vin ban ctr ngudi giam ho theo quy dinh ctia B ludt Dan su ddi
v6i dang ky gidm ho cu;

Hoic gidy to ching minh diéu kién giam h¢ dwong nhién theo X
quy dinh cua B¢ luat Dan su doi voi truong hop dang ky giam
hd duong nhién; vin ban thoa thuan cr nguodi gidm hd duong
nhién trong truong hop co nhiéu nguoi thudc dién giam ho
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duong nhién;

Trudng hop Gy quyén cho ngudi khac 1am thay thi phai co van
ban 4y quyén duoc ching thuc theo quy dinh cua phap luét.
Truong hop nguoi duge uy quyén 14 ong, ba, cha, me, con, vo, X
chong, anh, chi, em rudt ciia nguoi uy quyén thi van ban uy
quyén khong phai chung thuec.

Giay to chimg minh thudc gia dinh c6 cong véi cach mang; ngudi
thudc ho nghéo; ngudi khuyét tat (néu co).

* Gidy to phdi xudt trinh:

Ho chiéu hodc Ching minh nhan dan hodc The can cudce cong
dan hodc cac giay to khac co dan anh va thong tin ca nhan do co
quan c6 thdm quyén cip, con gia tri su dung dé chimg minh vé
nhan than ctia nguoi ¢6 yéu cau dang ky giam hg. Truong hop
cac thong tin ca nhan trong cac gidy to nay di co trong Co sd di
lidu Quéc gia vé dan cu, Co so dir liéu ho tich dién tu, duoc hé
thong dién tu dong thi khong phai xuat trinh (theo hinh thirc truc
tiép) hodc tai 1én (theo hinh thirc truc tuyén);

Gidy to c6 gia tri ching minh thong tin vé cu tr trong truong
hop co quan dang ky ho tich khong thé khai thac dugc thong tin
vé noi cu tri cua cong dan theo cac phuong thirc quy dinh tai
khoan 2 Piéu 14 Nghi dinh s 104/2022/ND-CP ngay
21/12/2022 clia Chinh phu. Trudng hop céc thong tin vé giay to | X
ching minh noi cu tra da dugc khai thac tir Co so dir liéu quoc
gia v€ dan cu bang cac phuong thirc nay thi nguoi c6 yéu cau
khong phai xuét trinh (theo hinh thirc truc tiép) hodc tai 1én
(theo hinh thire tric tuyén).

Truong hop gu:1 hé so qua hé théng buu chinh thi phai giri kém theo ban sao c6
chung thyc gidy to phai xuat trinh néu trén.

*Luuy:

- D6i v6i gidy to ndp, xuét trinh néu ngudi yéu cau nop ho so theo hinh thirc truc
tiép:

+ Trudng hop ngudi yéu cau ndp gidy to 14 ban sao duogc cap tir s6 gbe hodc ban sao
duogc ching thuc tir ban chinh thi ngudi tiép nhan hd so khong duoc yéu cau xuat
trinh ban chinh; néu nguoi yéu cau chi nop ban chup va xuét trinh ban chinh thi
nguoi tiép nhan hd so kiém tra, doi chiéu ban chup véi ban chinh va ky vao ban
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chup x4c nhan vé viéc da dbi chiéu ndi dung gidy t& d6, khong duge yéu cau ngudi
di dang ky ndp ban sao cé chimg thuc giéy to do.

+ Truong hop phap luat quy dinh xuat trinh gidy to khi dang ky ho tich, nguoi
tiép nhan c6 trach nhiém kiém tra gidy to xudt trinh, d6i chleu v61 thong tin trong
T6 khai va tra lai cho ngudi xuét trinh, khong dugc yéu cau nguoi dang ky ho
tich nop thém ban sao gidy to do. Nguoi tlep nhan co thé chup Ol ban giay to
xuét trinh hodc ghi lai théng tin cta glay t& xuat trinh dé luu hd so.

+ Gidy to do co quan c6 tham quyén ciia nudc ngoai cip, cong chimg hodc xéac
nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai dugce hop phap hoa
lanh sy, trir truong hop duoc mién theo diéu udc quoc te ma Viét Nam la thanh
vién; gidy to bang tiéng nudc ngoai phai duge dich ra tiéng Viét va cong ching
ban dich hoac chung thyc chit ky nguoi dich theo quy dinh cia phép luat.

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

- Truong hop gui ho so qua hé théng buu chinh thi phai giri kém theo ban sao co
chig thuc glay t& phai xuat trinh.

- P6i v6i gidy to gui kém theo néu ngudi yéu cau ndp hod so theo hinh thuc truc
tuyén:

+ Ban chup céc gidy to gui kem theo hé so dang ky giam ho truc tuyén phai bao
dam 16 nét, day du, toan ven vé nodi dung, 1a ban chup bang may anh, dién thoai
hodc dugc chup, duge quét bang thiét bi dién tir, tir gidy to dugc cap hop 1€, con
gia tri str dung; néu 1a gidy to do co quan co tham quyén nudc ngoai cap thi phai
duoc hop phap hoa lanh sy, dich sang tiéng Viét theo quy dinh, trir truong hop
duoc mién hop phéap hoa lanh su.

+ Truong hop gidy to, tai lidu phai giri kém trong hd so dang ky giam ho truc
tuyén dd c6 ban sao dién tir hodc da c6 ban dién tir gidy to ho tich thi ngudi yéu
cau duoc sir dung ban dién tir nay.

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

Truong hop nguoi yéu cau dang ky giam hg khong cung cap duoc giéy to néu trén
theo quy dinh hodc gidy to nop, xudt trinh bi tdy x6a, stra chira, lam gia thi co quan
dang ky ho tich c6 tham quyén hay bo két qua ding ky giam ho.

2.4 | SO lwong ho so: 01 bd
Thoi han giai quyét:
2.5 |- Pang ky giam ho ct: 05 ngay lam viéc, ké tir ngay nhan di ho so hop 1é.

- Pang ky giam ho duong nhién: 03 ngay lam viéc, ké tir ngdy nhan du hd so hop 1é.
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Pia diém tiép nhan hd so va tra két qua giai quyét TTHC:
- Trung tdm Hanh chinh cong cip huyén.

261 Cong dich vu cong quoc gia https://dichvucong.gov.vn hoic Hé thong thang tin giai
quyéct TTHC tinh Ha Tinh http://dichvucong.hatinh.gov.vn (chi tiép nhan ho so).

Co quan thue hién: Phong Tu phap xu Iy hd so va tham muu Chi tich Uy ban
nhan dan cip huyén xem xét, quyet dinh.
Co quan c6 tham quyén quyét dinh: Uy ban nhan dan cip huyén noi cu tri caa

2.7 | nguodi dugc giam hd hoac nguoi gidm hd thuc hién dang ky giam ho gitra cong
dan Viét Nam va ngudi nude ngoai cung cu tri tai Viét Nam.

Co quan dwore iy quyén: Khong.
Co quan phdi hop: Co quan quan Iy Co so dir liéu Quéc gia vé dan cu.

2.8 | Poi twong thue hién TTHC: Ca nhan, phap nhan
Két qua giai quyét TTHC:

- Ho so du diéu kién:
+ Trich lyc dang ky giam ho (ban chinh), ban sao Trich luc dang ky giam ho (néu
co yéu cau).

2.9 | + Ban dién tir Trich luc dang ky gidm hé (Bdn dién tir sé tw dong gui vé Kho
quan ly dit liéu dién tir cua ca nhan/dia chi thw dién ti/thiét bj so/dién thoai cua
nguoi yéu cau sau khi da hoan tdt thu tuc dang ky giam ho tai co quan dang ky
ho tich).

- Ho so khong du diéu kién: Vin ban thong bao khong du diéu kién.
2.10 | Quy trinh xir ly cong viéc
TT Trinh ty Trach | Thoi mﬁBli?Iléé't
: nhi¢m glan -
qua
Tiép nhan hd so:
1. Tiép nhan ho so.
- Tiép nhén hé so truc tiép tr ca nl}én hqeflc . Miu 01; 02,

a1 “rfuu hé thong (l:)(;rlilgchinh hoﬁccl:uté(e:n Cong d;l; Céng chirc ig;(;] 03 (r‘léu c o).

TN&TKQ . 06 va HO so
(https://dichvucong.gov.vn) hodc Hé thong chinh theo muc 2.3
thong tin giai quyét thi tuc hanh chinh cua
tinh (https://dichvucong.hatinh.gov.vn)
2. C4n bd TN&TKQ kiém tra ho so:
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- Néu ho so chwa day du hodc khong hop
1¢: Huéng din hodc thong bio bang vin
ban cho ca nhan b sung, hoan thi¢n hd
so. Trudng hop khong bd sung, hoan
thién dugc hd so thi thong bao tir chdi
giai quyét ho so.

Néu hd so dﬁy da, hop 1¢: Lam thu tuc
tiép nhan ho so, thu phi, 1& phi theo quy
dinh, co Phleu hen, tra két qua cho nguoi
c6 yéu cau (néu nguoi co yéu cau lwa
chon hinh thirc ndp hd so truc tiép) hoic
giri ngay Phiéu hen, tra két qua qua thu
dién tr hodc gui tin nhan hen tra két qua
qua dién thoai di dong cho nguoi co yéu
cau (néu nguoi co yéu cau lya chon hinh
thirc ndp hd so truc tuyén).

Sau khi tiép nhan hd so theo hinh thirc
nop truc tiép, cong chirc TN&TKQ thuc
hién s6 hoa (sao chyp, chuyén thanh tai
lidu dién tr trén hé thong thong tin, co s&
dir lidu) va ky sd vao tai lidu, ho so giai
quyét tha tuc hanh chinh da dugc s6 hoa
theo quy dinh.

2 1A \ P n , Mau 01, 05
B2 C,huyen ho so cho phong Tu phap dé xu | Cong chirc 02 gis | va hé so kém
ly. TN&TKQ
theo
‘ Lanh dao Mau 01, 05
B3 | Phén cong chure xtr Iy ho so. Phong Tu | 02 gio | va ho so kém
phap theo
Kiém tra, xem xét hd so:
- Truong hop hd so c"?ln bd sung, hoé}n Mau 04 (ncu
thién hodc khong du dicu ki¢n gidi guyét, c6), 05 ; du
phai tor choi thi gui thong bdo vé tinh thao Trich luc
B4 | trang hd so téi Trung tdm hanh chinh céng | Cong chirc 1,5 | dang ky giam
dé thong bao cho ngudi ndp hd so; xulyhoso | ngay |ho hodac Van
- Trudng hop can phai kiém tra, xdc minh bar} thong ba?
lam rd hoac do nguyén nh&n khac ma kh‘ong_ du
diéu kién

khong thé tra lgét qua diung thoi gian da
hen thi 1ap Phiéu xin 161 va hen lai ngay
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tra két qua, trong d6 néu 13 1y do cham
tra két qua va thoi gian hen tra két qua,
chuyén Trung tdm hanh chinh cong dé tra
cho ngudi ¢6 yéu cau (néu ngudi cé yéu
ciu lya chon hinh thuc nop hd so truc
tiép), hodc giri Phiéu xin 16i va hen lai
ngay tra két qua qua thu dién tir hodc giri
tin nhin qua dién thoai di dong cho nguoi
c6 yéu cau (néu nguol co yéu cau lya
chon hinh thtrc ndp hod so truc tuyén);

- P6i v6i truong hop dang ky giam ho
duong nhién:

+ Néu ho so du diéu kién thi vao S6 dang
ky giam ho, nhap dit liéu vao phan mém
ho tich, in du thao Trich luc dang ky giam
ho;

Truong hop tiép nhan ho so dang ky giam
ho theo hinh thire truc tuyén: Gui lai biéu
mau Trich lyc ding ky giam ho dién tr voi
thong tin day du cho nguoi yéu cau qua thu
dién tir hoic thiét bi so.

Nguoi yéu cdu co trach nhiém kiém tra
tinh chinh x4c, ddy du cua cac thong tin
trén biéu mau Trich luc ding ky giam ho
dién tir va xac nhan (t6i da mot ngay).
Néu ngudi co yéu ciu xac nhan thong tin
da théng nhat, diy du hodc khong co
phan hdi sau thdi han yéu cau thi thuc
hién viéc ghi ndi dung vao So6 ding ky
giam ho, cap nhat thong tin dang ky giam
ho va luu chinh thtrc trén Phan mém ding
ky, quan 1y ho tich dién tr dung chung.

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

- D6i v6i truong hop dang ky giam ho cu:
+ Néu du diéu kién dé giam ho thi thuc
hién ding ky giam ho ctr, vao S6 dang ky
giam hg, nhap dit li¢u vao phﬁn mém hd
tich, in dy thao Trich luc dang ky gidm

3,5
ngay
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ho;

Truong hop ndp hd so truc tuyén thi thuc
hién cac budc nhu dang ky giam hd
duong nhién.

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

BS

Lanh dao Phong Tu phép kiém tra két qua
thuc hién, duyét, truc tiép hodc giao cong
chirc xtr Iy ho so trinh lanh dao UBND cap
huyén.

Lanh dao
Phong Tu
phap

04 gid

Mau 05; Dy
thao  Trich
luc dang ky
gidm hd hoac
van ban
thong  béo
khong da
diéu kién da
duyét/ky
nhay

B6

Ky két qua giai quyét thu tuc hanh chinh.

Lanh dap
UBND cap
huyén

02 gid

Mau 05;
Trich luc
dang ky gidm
hd hodc van
ban thong béao
khong du
diéu kién

B7

Phat hanh vin ban va trd két qua cho
Phong Tu phap d€ chuyén cho Trung tam
Hanh chinh cong cap huyén.

Van thu
UBND cép
huyén,
Phong Tu
phap

02 gid

Mau 05, 06;
Trich luc
dang ky gidm
hd hodc van
ban thong bao
Khong da
diéu kién

B8

Chuyén nguoi dan ky vao SO va tra két
qua.

Cong chuc
TN&TKQ

Gio
hanh
chinh

Mau 01, 06;
Trich luc
dang ky gidm
ho hoac van
ban thong bao
khong da
diéu kién
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* Truong hop dén hen nhung chua c6 két qua, trong thoi gian cham nhat 01 ngay
trugc ngay hét han xir Iy, Phong Tu phap tham muu UBND cap huyén ban hanh
phiéu xin 13i va hen lai ngay tra két qua dé gui cho td chuc, ca nhan.

* Trong qua trinh giai quyét hd so ngudi c6 trach nhiém thuc hién can thyc hién
ddng thoi cac thao tac tiép nhan/chuyén/tra hd so, két qua giai quyét trén phan
mém Hé thong thong tin giai quyét thu tuc hanh chinh cta tinh véi cac budce

trong quy trinh.

BIEU MAU
]
Mau 01 Mau 01.docx
Giay ti€p nhan ho so va hen tra két qua
)
Mau 02 Mau 02.docx
Phiéu yéu cau bo sung hoan thi¢n ho so
9
Mau 03 MAu 03.docx
Phiéu tir choi ti€p nhan giai quyét ho so
9
Mau 04 MAu 04.docx
Phi€u xin 161 va hen lai ngay tra két qua
]
Mau 05 M&u 05.docx
Phiéu kiém soat qua trinh giai quyét ho so
9)
Mau 06 Mau 06.docx
SO theo do1 ho so
N
BM.HT.05.01 BM.HT.05.01.doc
To khai dang ky gidm ho
BM.HT .05.02 Madu ho tich dién tw twong tdac dang ky giam ho (néu nop ho so

theo hinh thirc truec tuyén).
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BM.HT.05.02.docx

HO SO LUU

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

Ho6 so dau vao theo muc 2.3;

S6 dang ky giam ho;

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

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

Ho so dugc luu tai Phong Tu phép, thoi gian luu trit thyc hién luu theo quy dinh cua
Luat Ho tich va cac van ban huong dan thi hanh. Sau khi hét han, chuyén hd so xuéng
don vi luu trir cia UBND cép huyén va luu trit theo quy dinh hién hanh.

6. Thii tuc diing ky cham dirt giam hé c6 yéu té nwéc ngoai

1 KY HIEU QUY TRINH QT.HT.06
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thue hién TTHC:
Khéng
2.2 | Cach thuc thyc hién TTHC:

- Ngudi ¢ yéu cau dang ky chdm dit giam ho truc tiép thuc hién hoic uy quyén
cho nguoi khac thuc hién ndp hd so truc tiép tai Trung tdm hanh chinh céng cap
huyén;

- Gtri hd so qua hé théng buu chinh hodc nop ho so truc tuyén trén Cé)ng dich vu
cong qudc gia (https://dichvucong.gov.vn) hodc Hé thong thong tin giai quyét thu
tuc hanh chinh cua tinh (https://dichvucong.hatinh.gov.vn).
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2.3

Thanh phin hé so, bao gom:

Ban
chinh

Ban
Sao

T6 khai dang ky chim dut giam ho, theo mau BM.HT.06.01 (néu
ngudi cd yéu cau lira chon ndp hd so theo hinh thirc truc tiép):;

Madu hé tich dién tr twong tac dang ky cham dirt giam h¢ (do
nguoi yéu cau cung cap thong tin theo huong dan trén Cong
dich vu cong néu nguoi co yéu cau lwa chon nép hé so theo
hinh thirc truc tuyén);

Nguoi ¢6 yéu cau ding ky chdm dut giam ho thuc hién viéc
ndp/xuat trinh (theo hinh thire tryc tiép) hodc tai 1én (theo hinh
thire truc tuyén) cac gidy to sau:

* Gidy to phdi ngp:

Giéy to 1am cdn c chdm dut giam ho theo quy dinh cua Bo
luat Dan su;

Truong hop iy quyén cho ngudi khac 1am thay thi phai ¢6 van
ban uy quyén duoc chimg thuc theo quy dinh cua phap luat.
Truong hop nguoi duoc uy quyén la 6ng, ba, cha, me, con, vo,
chdng, anh, chi, em rudt ciia ngudi Gy quyén thi van ban uy
quyén khong phai ching thuc;

Gidy to chimg minh thudc gia dinh c6 cong voi cach mang;
nguoi thudc ho ngheéo; ngudi khuyét tat (n€u co);

* Gidy to' phdi xudt trinh:

Mot trong cac gidy td chirng minh nhan than 1a Gidy CMND,
Thé cin cude cong dan, HO chiéu hodc gidy t& khac co dan anh
va thong tin ¢4 nhan do co quan c6 thAm quyén cip, con gia tri
str dung ctia nguoi yéu cau dang ky cham dat giam ho. Truong
hop cac thong tin c4 nhan trong cac gidy to nay da cé trong Co
so dir liéu Qudc gia vé dan cu, Co so dit lidu ho tich dién ti,
dugc hé théng dién tu dong thi khong phai xuat trinh (theo hinh
thire truc tiép) hodc tai 1én (theo hinh thirc tryc tuyén).

Truong hop gui qua hé théng buu chinh thi phai gui kem ban
sao ¢ chimg thuc gidy to phai xudt trinh néu trén.
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*Luuy:

- B4i véi gidy to nop, Xuat trinh néu ngudi yéu cau nop hd so theo hinh thirc truc
tiép:

+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao dugc cap tir s6 gbc hodc ban
sao duogc chimg thyc tur ban chinh thi nguoi tiép nhan ho so khong dugc yéu cau
xudt trinh ban chinh; néu nguoi yéu cau chi ndp ban chup va xudt trinh ban chinh
thi nguoi tiép nhan ho so kiém tra, ddi chiéu ban chup voi ban chinh va ky vao
ban chup xac nhan vé viéc da ddi chiéu noi dung gidy to do, khong dugc yéu cau
nguoi di dang ky nop ban sao co chu.’ng thuc glay to do.

+ Truong hop phap luét quy dinh xuat trinh gidy to khi dang ky ho tich, nguoi
tiép nhan co trach nhiém kiém tra gidy to xuat trinh, d6i chleu v&i thong tin trong
To khai va tra lai cho ngudi xudt trinh, khong dugc yéu cAu ngudi ding ky ho
tich ndp thém ban sao gidy to do. Nguoi tlep nhan co thé chup 01 ban giay to
xuat trinh hodc ghi lai théng tin ciia glay to xuat trinh dé luu ho so.

+ G1ay td do co quan c6 thdm quyén ciia nudc ngoai cip, cong chimg hoidc xac
nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phap hoa
lanh sy, trir truong hop duge mién theo diéu udc quoc te ma Viét Nam la thanh
vién; gidy to bang tiéng nudc ngoai phai dugc dich ra tiéng Viét va cong ching
ban dich hoac chung thyc chit ky nguoi dich theo quy dinh cia phép luat.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, du hd so dang ky ho tich theo
quy dinh cta phap luat ho tich, khong duge yéu cau nguoi dang ky ho tich ndp
thém gidy to ma phap luat ho tich khéng quy dinh phai nop.

- Trudng hop glri qua hé thdng buu chinh thi phai gii kém ban sao c¢6 ching
thuc gidy to phai xuét trinh.

- Péi v6i gidy to giri kém theo néu ngudi yéu cau nop ho so theo hinh thirc truc
tuyén:

+ Ban chup cac gidy to gui kem theo hd so dang ky cham dut giam ho truc tuyén
phai bao dam rd nét, day du, toan ven vé noi dung, la ban chup bang may anh,
dién thoai hodc dugc chup, dugc quet bang thiét bi dién tu, tir giay to duoc cap
hop 18, con gia tri su dung; néu 1a gidy to do co quan co tham quyén nudc ngoai
cap thi phai dugc hop phap hoa lanh sy, dich sang tiéng Viét theo quy dinh, trir
trudng hop duge mién hop phap héa lanh sy.

+ Trudng hop gidy t0, tai liéu phai giri kém trong ho so ding ky chidm dut giam
ho truc tuyén da co ban sao dién tir hoac da c6 ban dién tur giéy to ho tich thi
ngudi yéu cau duge st dung ban dién tir nay.

- Khi d&én co quan diang ky ho tich nhan két qua (Trich luc dang ky cham dut gidam
ho/ban sao Trich luc dang ky chdm dut giam ho), nguoi cé yéu cau dang ky chim
dut giam ho xuét trinh gidy t& tuy than, ndp ban chinh cc gidy to 13 thanh phan hd
so dang ky cham dut giam ho theo quy dinh phap luat ho tich.

Truong hop ngudi co yéu cau dang ky cham dut giam ho khong cung cap dugc
gidy to néu trén theo quy dinh hoic gidy t& ndp, xuét trinh bi tiy x6a, sta chita,
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lam gia thi co quan dang ky ho tich c6 thim quyén hiy bo két qua ding ky chim
dat giam ho.

2.4 | S6 lwong ho so: 01 bd

2.5 | Thoi han giai quyét: 02 ngay lam viéc, ké tir ngaynhan du hd so hop 1é.
Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:

56 | - Trung tam Hanh chinh cong cap huyén.

| - Cong dich vy cong quadc gia https://dichvucong.gov.vn hodc Hé thong thdng tin giai

quyéet TTHC tinh Ha Tinh http://dichvucong.hatinh.gov.vn (chi tiép nhan ho so).
Co quan thyc hién: Phong Tu phap tlep nhan hd so va tham muu Chu tich Uy
ban nhan dan cép huyen xem xét, quyét dinh.

27 Co quan cé tham qqyen quyét dinh: UBND cap huyén noi da dang ky giam ho

" | thyc hién dang ky cham dit giam ho.
Co quan dwoe iy quyén: Khong.
Co quan phoi hop: Co quan quan Iy Co s dit liéu Qudc gia vé dan cu.

2.8 | Poi twong thwe hién TTHC: C4 nhan, phap nhan
Két qua giai quyét TTHC:

- Néu ho so du diéu kién:
+ Trich lyc dang ky ,chém dut giam ho (ban chinh)/ ban sao Trich luc dang ky
cham dat giam ho (n€u co6 yéu cau).

o g | * Ban di¢n tu Trich luc dang ky cham dirt giam hé (Ban dién tiv s€ tir dong gt vé
Kho quan Iy dir ligu dién tir cua ca nhan/dia chi thu di¢n ti/thiet bi so/dién thoqi
ca nguoi yéu cau sau khi da hoan tat thu tuc dang ky cham dut giam ho tai co
quan dang ky ho tich).

- Néu ho so khong du diéu kién: Vin ban théng bao khong du diéu kién chim
dat giam ho.

2.10 | Quy trinh xir ly cong viéc

TT | Trinh ty Trach | Thoei | _ Biew

: nhiém glan mau/Keét qua
1. Tl,ep nhan h(? SO. B Copg Gid hanh Mau 91, 92,

Bl |- Tiép nhan ho so tryc ti€p tir ca nhan chirc chinh 03 (néu co),

hodc tir hé théng buu chinh hodc trén | TN&TKQ 06 va HO so
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Cong dich vu coéng qudc gia
(https://dichvucong.gov.vn) hoac H¢
théng thong tin giai quyét thu tuc hanh
chinh cua tinh
(https://dichvucong.hatinh.gov.vn)

2. Can bd TN&TKQ kiém tra hd so:

- Néu hd so chwa diy du hodc khong
hop 1&: Huéng dan hodc thong bao bang
van ban cho ca nhan bd sung, hoan thién
hd so. Truong hop khong bo sung, hoan
thién duoc hd so thi thong bao tir chdi
giai quyét ho so.

- Néu hd so ddy du, hop 16: Lam tha tuc
tiép nhan hd so, thu phi, 1é phi theo quy
dinh, co Ph1eu hen, tra két qua cho
ngudi cd yéu cau (néu nguoi co yéu cau
Iira chon hinh thirc ndp ho so truc tiép)
hodc giri ngay Phiéu hen, tra két qua qua
thu dién tir hodc giri tin nhan hen tra két
qua qua dién thoai di dong cho nguoi co
yéu cau (néu nguoi co yéu cau lya chon
hinh thitc ndp hd so truc tuyén).

- Sau khi tiép nhan ho so theo hinh thuc
nop truc tlep, can bo tiép nhan hd so
thuc hién s6 hoéa (sao chup, chuyén
thanh tai liéu dién tir trén hé thong thong
tin, co s& dit liéu) va ky sb vao tai liéu,
hd so giai quyét thu tuc hanh chinh da
duogc s6 hoa theo quy dinh.

theo muc 2.3

cong Mau 01, 05 va

B2 | Chuyén cho Phong Tu phap dé xtr 1. chuc 02 gid |H6 so kém
TN&TKQ theo

Lanh dao Mau 01, 05 va

B3 | Phan cong can b Phong Tu phap xirly. | Phong Tu | 02 gid |HO so kém
phap theo

Kiém tra, xem xét hd so: con Mau 04 (néu

\ A A A \ g 4 .
B4 |- Tmong hop ho so can bp sung, hqag chire xur 1y | 01 ngay co?, O?, du
thién hodc khong du dieu kién giai| 13 oo thao Trich luc

quyét, phai tir chdi thi gui thong bao vé

dang ky chdm
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tinh trang hd so téi Trung tdm hanh
chinh cong dé thong bao cho ngudgi ndp
ho so;

- Truong hop can phai kiém tra, xdc
minh Iam r6 hodc do nguyén nhan khac
ma khong thé tra két qua dung thoi gian
d3 hen thi 14p Phiéu xin 15i va hen lai
ngay tra két qua, trong d6 néu rd 1y do
cham tra két qua va thoi gian hen tra két
qua, chuyén Trung tdm hanh chinh céng
dé tra cho ngudi ¢6 yéu cau (néu nguoi
co yeu cau lya chon hinh thirc nop hd so
tryc tiép), hodc giri Phiéu xin 18i va hen
lai ngay tra két qua qua thu dién tir hodc
guri tin nhin qua dién thoai di dong cho
ngudi cd yéu cau (néu nguoi cd yéu cau
lwa chon hinh thirc ndp ho so tryc tuyén).
- Néu ho so du diéu kién:

+ Trudng hop ho so ndp truc tiép: Thuc
hién viéc ghi noi dung vao SO ding ky
cham dut giam ho, cap nhat thong tin
dang ky cham dut giam ho va luu chinh
thire trén Phan mém dang ky, quan 1y ho
tich dién tr dung chung;

+ Truong hop tiép nhan ho so diang ky
cham dat gidm ho theo hinh thirc truc
tuyén thi gui lai biéu mau Trich luc dang
ky chim dit giam ho dién tir v6i thong
tin day da cho ‘nguoi yéu cau qua thu
dién tir hodc thiét bi sd.

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

Néu nguoi cd yéu cau xac nhan thong
tin da thong nhat, ddy du hozc khong co
phan hdi sau thoi han yéu cau thi thyc
hién viéc ghi noi dung vao S6 dang ky
cham dut giam ho, cap nhat thong tin
dang ky cham dut giam ho va luu chinh
thirc trén Phan mém dang ky, quan 1y ho

dat giam ho
hoac Van ban
théng béo
khong du diéu
kién cham dut
giam ho
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tich dién tor dung chung.

- Néu h6 so khong du diéu kién: Dy thao
Vin ban thong bao khong du diéu kién
chdm dut gidm ho; Trinh lanh dao
Phong Tu phap.

Mau 05; Du
thao Trich 1,1,10
dang ky cham

dut giam ho
Kiém tra két qua thyc hién, duyét, truc | Lanh dao hodc Van ban
B5 |tiép hoic giao cong chuc xir 1y hd so | Phong Tu | 02 gio | théng bao
trinh lanh dao UBND cip huyén. phép khong du diéu
kién cham dit
giam h da
duyét/ky
nhay.
Mau 05; Trich
luc dang ky
chim  dut
, . 4L . . X \ Lanh dao giam ho hodc
oo |19 0 i L g g s 0| UGN | oagio | Van b
' ' cap huyén théng béo
khong du diéu
kién chdm dut
giam ho.
Mau 05, 06;
Van thu TfiCh , 1}10
’ UBND dang k'y cham
Phat hanh van ban va tra két qua cho A dat gidm ho
B7 | Phong Tu phdp dé chuyén cho Trung h P _ 02 gi¢ | hoac Van ban
tdm Hanh chinh cong. Hyen, thong bao
Phong Tu Khone dit did
ohap héng du dicu
kién cham dut
giam ho.
q . q ) Cong _ Mau 01, 05;
Chuyén nguoi dan ky vao SO va tra két . Gi06 hanh | Trich luc
B8 \ I churc . 5 ,
qua cho ca nhan. TN&TKQ chinh | dang ky cham

dat gidgm ho
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hoac Van ban
théng béo
khong du diéu
kién cham dut
giam hg.

* Truong hop dén hen nhung chua c6 két qua, trong thoi gian cham nhat 01 ngay
trudc ngay hét han xir Iy, Phong Tu phap tham muu UBND cap huyén ban hanh
phiéu xin 16i va hen lai ngay tra két qua dé giri cho t6 chuc, ca nhan.

* Trong qua trinh giai quyét hd so nguoi c6 trach nhiém thyuc hién can thyc hién
dong thoi cac thao tac tiép nhan/chuyén/tra hd so, két qua giai quyét trén phan
mém Hé théng thong tin giai quyét thil tuc hanh chinh cia tinh véi cac budc
trong quy trinh.

BIEU MAU
. =
Mau 01 M&u 01.doc
Giay ti€p nhan ho so va hen tra két qua
. =
Mau 02 Mau s6 02.doc
Phiéu yéu cau bo sung hoan thién ho so
. =
Mau 03 Mau 03.doc
Phiéu tur choi tiép nhén gidi quyét ho so
<
Mau 04 M3u 04.doc
Phiéu xin 161 va hen lai ngay tra két qua
. =
Mau 05 M3u s6 05.doc
Phiéu kiém soat qué trinh gidi quyét ho so
. =
Mau 06 Ma&u s6 06.doc
S6 theo doi ho so
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BM.HT.06.01 BM.HT.06.01.doc

T khai dang ky chdm dut giam ho

Mu h tich dién ti twong tdc déng ky cham ditt gidm ho (néu ngp
ho so theo hinh thuc truc tuyén).
BM.HT.06.02 E

BM.HT.06.02.docx

4 |HO SO LUU

Mau 01; 02, 03, 04 (néu c0); 06 luu tai Trung tdm Hanh chinh cong cép huyén.
Mau 01, 05 luu theo ho so;

- | H6 so dau vao theo muc 2.3;

- | SO ding ky chdm dut giam ho;

- | Van ban thong bao khong du didu kién chdm dut giam ho (néu co);

Phan mém http://hotichdientu.moj.gov.vn; Hé théng thong tin giai quyét thi tuc
hanh chinh cua tinh.

Hb so duogc luu tai Phong Tu phap, t~h(‘)’i gian luu trr thye hién luu theo quy dinh cua
Luat Ho tich va cac van bér} hudéng dan thi hanh. Sau khi hét han, chuyén ho so xudng
don vi luu trit cia UBND cap huyén va luu trit theo quy dinh hién hanh.

7. Thii tuc ding ky nhéan cha, me, con cé yéu to nuéc ngoai

1 KY HIEU QUY TRINH QT.HT.07

2 | NOIDUNG QUY TRINH

2.1 | Piéu kién thye hién TTHC:

- Bén nhan va bén dugc nhan 1a cha, me, con déu con song;
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- Viéc nhan cha, me, con khong c6 tranh chap.

2.2

Cach thirc thwe hién TTHC:

- Nguoi ¢6 yéu cau ding ky nhan cha, me, con truc tiép thuc hién nop ho so
truc tiép tai Trung tAm hanh chinh cong cip huyén.

- Nop hd so truc tuyén trén Codng dich vu cong qubc gia
(https://dichvucong.gov.vn) hodc Hé thong thong tin giai quyét tha tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn) (mot bén c6 thé ndp hd so ma
khong phai c6 vin ban Gy quyén ctia bén con lai).

2.3

‘ R x Ban | Ban
Thanh phan ho so, bao gom: chinh | sao

To khai dang 1;9 nhan cha, me, con, theo mau BM.HT.07.01 (néu
nguoi ¢o yéu cau lya chon ndp ho so theo hinh thire truc ti€p);

Mdu hé tich dién tir twong tdac dang ky nhan cha, me, con (do
nguoi co yéu cau cung cap thong tin theo hudng dan trén Cong
dich vu cong, néu nguoi cé yéu cau lra chon nép hé so theo
hinh thirc truc tuyén);

Nguoi cd yéu cau diang ky nhan cha, me, con thyc hién viéc
ndp/xuit trinh (theo hinh thire tryc tiép) hodc tai 1én (theo hinh
thire truc tuyén) cac gidy to sau:

* Gidy to phdi ngp:

Chimg ctr chimg minh mdi quan hé cha, me, con gdm mét trong
cac gidy to, tai liéu sau:

+ Van ban cta co quan y té, co quan giam dinh hoic co quan
khac c¢6 thim quyén & trong nudc hoidc nudc ngoai xac nhan
quan hé cha, me, con; X
+ Truong hop khong c6 chig cir chirng minh quan h¢ cha, me,
con néu trén thi phai c6 vin ban cam doan (theo mau
BM.HT.07.02) ctia cac bén nhan cha, me, con, co it nhét hai
nguoi lam ching vé mbi quan hé cha, me, con;

Truong hop dang ky nhan cha, me, con gitra cong dan Viét Nam
vo1 nguol nude ngoai hodc gitra ngudi nudc ngoai voi nhau thi X
nguoi nudc ngoai phai ndp thém ban sao HO chiéu hoac giay to
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c6 gia tri thay thé ho chiéu dé ching minh vé nhén than;

Gidy t0 ching minh thudc gia dinh co céng voi cach mang;
nguoi thudoc ho ngheo; ngudi khuyét tat (néu co);

* Gidy to phdi xudt trinh:

Mot trong cac gidy t& ching minh nhan than 13 Gidy chtng minh
nhan dan, Thé cin cude cong dan, Ho chiéu hoidc gidy to khac co
dan anh va thong tin c4 nhan do co quan c6 tham quyén cip, con
gia tri st dung cua cong dan Viét Nam. Truong hop céc thong tin
c4 nhan trong cac gidy to nay di co trong Co sd dit liéu Qudc gia
vé dan cu, Co s¢ dit liéu ho tich dién tir, dugc hé thong dién tur
dong thi khong phai xuat trinh (theo hinh thire truc tiép) hodc tai
1én (theo hinh thtrc tryc tuyén);

Gidy to co gia tri chimg minh thong tin vé cu tri trong trudng
hop co quan dang ky ho tich khong thé khai thac duoc thong tin
vé noi cu tra clia cong dan theo cic phuong thic quy dinh tai
khoan 2 Piéu 14 Nghi dinh s 104/2022/ND-CP ngay
21/12/2022 cua Chinh phi. Truong hop céc thong tin vé gidy to | X
ching minh noi cu tra da duge khai thac tir Co s¢ dir liu quoc
gia vé dan cu bang cac phuong thic nay thi nguodi cé yéu cau
khong phai xuét trinh (theo hinh thtc truc tiép) hodc tai 1én (theo
hinh thire truc tuyén).

*Luuy:

- D6i v6i gidy to ndp, xuét trinh néu ngudi yéu cau ndp ho so theo hinh thirc
truc tiép:

+ Truong hop ngudi yéu cau ndp gidy to 13 ban sao duoc cip tir s6 gdc hoic
ban sao duoc chimg thyc tir ban chinh thi nguoi tiép nhan hod so khéng duoc
yéu cau xuét trinh ban chinh; néu nguoi yéu cau chi ndp ban chup va xuat trinh
ban chinh thi nguoi tiép nhan ho so kiém tra, d6i chiéu ban chup v6i ban chinh
va ky vao ban chup xac nhan vé viéc da ddi chiéu noi dung gidy to do, khong
dugc yéu cau ngudi di ding ky ndp ban sao co chu’ng thuc giay to do.

+ Truong hop phap luat quy dinh Xuat trinh g1ay to khi dang ky h¢ tich, nguoi
tiép nhan c6 trach nhiém kiém tra glay td xuat trinh, d6i chleu v6i thong tin
trong To khai va tra lai cho ngu0’1 Xuat trinh, khong duoc yéu cau nguoi ding
ky ho tich ngp thém ban sao gidy to do. Ngu:01 tiép nhén co6 thé chup 01 ban
gidy to xuét trinh hodc ghi lai thong tin ctia gidy to xuat trinh dé luu hd so.

+ Glayqto do co quan c6 thim quyén ctia nudc ngoai cip, cong chimg hodc xac
nhan dé sir dung cho viéc dang ky hd tich tai Viét Nam phai dugc hop phap hoa
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lanh su, trir truong hop dugce mién theo diéu udc qudc te ma Viét Nam la thanh
vién; gidy to bang tiéng nudc ngoai phai duoc dich ra tiéng Viét va coéng ching
ban dich hoac chimg thuc chir ky nguoi dich theo quy dinh cia phap luat.

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

- B6i véi gidy to gii kém theo néu ngudi yéu cau nop ho so theo hinh thire truc
tuyén:

+ Ban chup cac gidy to giri kem theo hé so ding ky khai tir truc tuyén phai bao
dam rd nét, day du, toan ven vé noi dung, la ban chup bang may anh, dién thoai
hodc duoc chup, duge quet bang thiét bi dién tu, tir gidy to duge cap hop 1¢, con
gia tri st dung; néu 13 gidy to do co quan co thAm quyén nudc ngoai cip thi
phai duoc hop phap hoa lanh su, dich sang tiéng Viét theo quy dinh, trir truong
hop duoc mién hop phap hoa lanh su.

+ Truong hop gidy to, tai liéu phai gui kém trong ho so ding ky nhan cha, me,
con truc tuyen da co6 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 diang ky ho tich nhan két qua (Trich luc dang ky nhén cha,
me, con/ban sao Trich luc dang ky nhén cha, me, con) nguoi co yéu cau ding
ky nhan cha, me, con phai xuat trinh gidy to tiy than dé xac dinh nhan thén;
ndp ban chinh gidy to, tai liéu 1a ching ctr chimg minh quan hé cha, con hoic
quan hé me, con.

Truong hop nguoi yéu cau ding ky nhén cha, me, con khong cung cap duoc
gidy to néu trén theo quy dinh hoic gidy to nop, . xuat trinh bi tay x6a, sira chira,
lam gia thi co quan dang ky ho tich c6 tham quyén hay bo két qua dang ky nhan
cha, me, con.

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

- Co quan dang ky ho tich tur chdi giai quyet hoic dé nghi co quan c6 thim
quyén huy bo két qua ding ky ho tich, néu co co so xac dinh ndi dung cam
doan khong dung su that.

2.4 | S6 lwong ho so: 01 b

2.5 | Thoi han giai quyét: 15 ngay lam viéc, ké tir ngdy nhan du ho so hop 1.
Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:

2.6 | - Trung tam Hanh chinh cong cap huyén.

- Cong dich vu cdng qudc gia https:/dichvucong.gov.vn hoic Hé thdng thdng tin
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giai quyét TTHC tinh Ha Tinh http://dichvucong.hatinh.gov.vn (chi tiép nhan hd
SO).

Co quan thyce hi¢n: Phong Tu phap tlep nhan ho so va tham muu Cha tich Uy
ban nhan déan cap huyen xem xét, quyét dinh.

Co quan c6 thim quyén quyét dinh: Uy ban nhan dan cap huyén noi cu tra cta
ngudi dugc nhan 1a cha, me, con thuc hién dang ky nhan cha, me, con gitra cong
dan Viét Nam véi nguoi nude ngoai; gitta cong dan Viét Nam cu tra & trong
nudc véi cong dan Viét Nam dinh cu & nude ngoai; gifta cong dan Viét Nam

2.1 dinh cu & nudc ngoai véi nhau; giira cong dan Viét Nam dong thoi co qudc tich
nudc ngoai voi cong dan Viét Nam hoac voi ngudi nudc ngoai; gitta ngudi nudc
ngoai vo1 nhau ma mot hoac ca hai bén thuong tri tai Viét Nam.

Co quan dwoe iy quyén: Khong.
Co quan phdi hop: UBND cép x4 noi thuong tra cua nguodi dugc nhan cha,
me, con; Co quan quan 1y Co sé dir licu Quoc gia vé dan cu.

2.8 | Poi twong thwe hién TTHC: Ca nhan
Két qua giai quyét TTHC:

- Ho so du diéu kién:
+ Trich luc dang ky phén cha, me, con (ban chinh)/ban sao Trich luc dang ky
nhan cha, me, con (n€u c6 yéu cau).

29 |t ﬁdn dién tw Trich luc dang ky nhan cha, me, con (Ban dién tir sé twr déng gui
vé Kho quan ly dir liétf dién tw cua ca nhdig/dfia chi thu dién tu/thiét bi so/dién
thoai cua nguoi yéu cau sau khi da hoan tat thu tuc dang ky nhdn cha, me, con
tai co quan dang ky ho tich).

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

2.10 | Quy trinh xir ly cong viéc

. Bie
TT Trinh ty Tr.aACh Thoi gian mﬁu?lléé’t
: nhi¢m .
qua
1. Tiép nhéan ho so.
- Tiép nhan hd so tryc tiép tir ¢4 nhén Cong e Mau 0L 92,
g1 | hodc tir hé théng buu chinh hodc trén : Gio hanh | 03 (néu co);

) : p / chtrc . v TTA
Cong dich vy cdng quoc gia| TNETKQ chinh | 06 va Ho so
(https://dichvucong.gov.vn) hoac Hg theo myc 2.3
thdng thong tin giai quyét thu tuc hanh
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chinh cua tinh

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

2. Can bo TN&TKQ kiém tra ho so:

- Néu hd so chua day du hoic khong
hop 1&: Hudéng dan hodc thong béo
bang vian ban cho ca nhan bd sung,
hoan thién hd so. Truong hop khong
bd sung, hoan thién duoc hd so thi
thong bao tir chbi giai quyét hd so.

- Néu hd so day du, hop 1é: Lam thu
tuc tiép nhan ho so, thu phi, 1& phi
theo quy dinh, co Phiéu hen, tra két
qua cho nguoi co yéu cau (néu nguoi
c0 yéu cau lya chon hinh thirc nop ho
so tryc tiép) hodc glri ngay Phiéu hen,
tra két qua qua thu dién tir hodc gui
tin nhan hen tra két qua qua dién thoai
di déng cho ngudi cd yéu cau (néu
nguoi ¢ yéu cau lwa chon hinh thuc
ndp hod so truc tuyén).

- Sau khi tiép nhan hd so theo hinh
thuc nop truc tiép, can bo tiép nhan
hd so thuc hién sé hoa (sao chup,
chuyén thanh tai liéu dién tu trén hé
thong thong tin, co s¢ dir liéu) va ky
s6 vao tai liéu, ho so giai quyét thu
tuc hanh chinh da duoc s6 hoa theo
quy dinh.

P : . .x| Cong Mau 01, 05
B2 )(Sénllyen ho so cho Phong Tu phéap dé chitc 02gi5 |va hd so
Y TN&TKQ kém theo

N A A . _. | Lanhdao Mau 05 va

B3 F,han cong can bd Phong Tu phap xur Phong Tu 04 gic o so kém
y: phap theo

Kiém tra, xir 1y ho so: Phong Tu Mau 04 (néu

- Trudng hop hd so can ng) sung, hoan |  phap, \ c0), 05; Van

B4 thién hodc khong du dieu ki¢n giai | Lanh dao 02ngay |ban gui

quyét, phai tir choi thi gui théng bio | UBND UBND cap

veé tinh trang ho so tdi Trung tdm hanh cap xd dé nghi
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chinh céng dé thong bao cho nguoi
nop hod so;

- Truong hop can phai kiém tra, xac
minh lam rd hodac do nguyén nhan
khac ma khong thé tra két qua dung
thoi gian da hen thi cong chirc Phong
Tu phap lap Phiéu xin 15i va hen lai
ngay tra két qua, trong d6 néu rd 1y do
cham tra két qua va thoi gian hen tra
két qua, chuyén Trung tdm hanh
chinh cong dé tra cho ngudi co yéu
cau (néu nguoi c6 yéu cau lwa chon
hinh thuc nop hd so truc tiép), hoac
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 co yéu cau (néu nguoi co yéu
cau lya chon hinh thirc ndp hd so truc
tuyén).

- Tham muu Vin ban dé nghi UBND
cap xd noi thuong trd cta ngudi duge
nhan la cha, me, con thuc hién niém yét
tai tru s& UBND cdp x4 trinh Lanh dao
phong xem xét, ky nhay, Lanh dao
UBND cép huyén ky duyét, Van thu
dong dau phét hanh van ban.

Thuc hién budc tiép theo.

huyén,
Van thu

niém yét

thong tin

B5

Niém yét cong khai tai tru s6 UBND
cap huyén, UBND cap xa noi thuong
tra cia nguoi dugc nhan la cha, me,
con

Phong Tu

phap;
UBND
cap xa

07 ngay
lién tuc

Théng  tin
duoc niém
yét tai tru S&
UBND cap
huyén va
UBND cap
xa

B6

Sau thoi gian niém yét cong khai:

- Néu ho so du diéu kién va khong co
tranh chap:

+ Truong hop tiép nhan hd so truc
tiép: Thuc hién viéc ghi vao S6 dang
ky nhan cha, me, con, cap nhat thong

Cong
chure xu ly
ho so

03 ngay

Mau 05; Du
thao  Trich
luc dang ky
nhan cha,
me, con hoac
Van ban
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tin dang ky nhan cha, me, con va luu
chinh thtc trén Phan mém diang ky,
quan 1y hd tich dién tir dung chung.

+ Trudng hop tiép nhan hd so ding ky
nhan cha, me, con theo hinh thirc truc
tuyén: Gui lai biéu maiu Trich luc
dang ky nhan cha, me, con dién tir vi
thong tin ddy du cho ngudi yéu cau
qua thu dién tir hogc thiét bi so.
Nguoi yéu cau co trach nhiém kiém
tra tinh chinh x4c, diy du cua cic
thong tin trén biéu mau Trich lyc ding
ky nhan cha, me, con dién tor va xac
nhan (t6i da mot ngay).

Néu ngudi ¢o yéu cau xac nhan thong
tin di thong nhat, day du hoic khong
c6 phan hoi sau thoi han yéu cau thi
thuc hién viéc ghi ndi dung vao SO
dang ky dang ky nhan cha, me, con,
cap nhat thong tin dang ky nhan cha,
me, con va luu chinh thtc trén Phan
mém dang ky, quan 1y ho tich dién tir
dung chung.

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

Trinh 1anh dao Phong Tu phap.

thbng  béao
khong da
ditu  kién
dang ky nhan

cha, me, con

B7

Kiém tra két qua thyc hién, duyét,
truc tiép hodc giao cong chirc xur 1y ho
so trinh lanh dao UBND cap huyén.

Lanh dao
Phong Tu
phap

01 ngay

Mau 05; Du
thao  Trich
luc dang ky
nhan cha,
me, con hoac
Van ban
thbng  béo
khong da
diéu kién
dang ky nhan

cha, me, con
da duyét/ky
nhay.
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B8

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

Lanh dao
UBND
cap huyén

01 ngay

Mau 05;
Trich luc
dang ky
nhan cha,
me, con hoac
Van ban
théng  bao
khong da
diéu  kién
dang ky
nhan  cha,
me, con.

B9

Phat hanh van ban va tra két qua cho
Phong Tu phap dé chuyén cho Trung
tdm Hanh chinh céng.

Vin thu
UBND
cap
huyén;
Phong Tu
phap

02 gid

Mau 05, 06;
Trich luc
dang ky nhan
cha, me, con
hoac Van
ban  thong
bdo  khong
du diéu kién
dang ky nhan
cha, me, con

B10

Chuyén ngudi dan ky S6 va tra két
qua cho ca nhan.

Cong
churc
TN&TKQ

Gio hanh
chinh

Mau 01, 06;
Trich luc
dang ky nhan
cha, me, con
hoac Van
ban  thong
bdo  khong
du diéu kién
dang ky nhan
cha, me, con.

* Truong hop hd so qua han xt 1y, trong thoi gian chdm phét 01 ngay trudce
ngay het han xu 1y, Phong Tu phap tham muu UBND céap huyén ban hanh
phiéu xin 161 va hen lai ngay tra két qua dé guri cho t6 chirc, cd nhan.

* Trong qua trinh giai quyét ho so nguoi cd trach nhi€m thyc hién can thuc hién
dong thoi cac thao tac ti€p nhan/chuyén/tra ho so, két qua gidi quyét trén phan
mém H¢ thong thong tin gidi quyét thu tuc hanh chinh cua tinh vdi cac budce

trong quy trinh
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BIEU MAU
Mau 01 Mau 01.doc
Giay tiép nhan ho so va hen tra két qua
Mau 02 Mau s6 02.doc
Phiéu yéu cau bd sung hoan thién ho so
. -
Mau 03 Mau 03.doc
Phiéu tur choi tiép nhan gidi quyét ho so
. -
Mau 04 Mau 04.doc
Phi€u xin 161 va hen lai ngay tra két qua
. -
Mau 05 M3au s6 05.doc
Phi€u kiém soat qua trinh giai quyét ho so
Mau 06 M3u sé 06.doc
S6 theo doi ho so
L
BM.HT.07.01 BM.HT.07.01.doc
To khai dang ky nhan cha, me, con
N
BM.HT.07.02 20. Mau gidy cam
Mau giay cam doan doan.doc
Mau ho tich dién tiv twong tac dang ky nhdn cha, me, con (néu
nop ho so theo hinh thurc tryc tuyén).
BM.HT.07.03

BM.HT.07.03.docx
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4 |HOSOLUU

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

- | HO so dau vao theo muc 2.3;

Van ban dé nghi UBND cép xa noi thuong trd cua nguoi dugc nhan cha, me,
con niém yet cong khai thong tin;

- | S6 dang ky nhan cha, me, con;

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

- | Van ban thong bao khong du diéu kién ding ky nhan cha, me, con (néu co);

Hb so duoc luu tai Phong Tu phap, t~hc‘)’i gian luu trir thye hién luu theo quy dinh cua
Luat Ho tich va cac van bég hudng dan thi hanh. Sau khi hét han, chuyén h6 so xudng
don vi luu trit cia UBND cap huyén va luu trit theo quy dinh hién hanh.

8. Piing ky khai sinh két hop diing ky nhan cha, me, con ¢6 yéu t6 nuéc ngoai

1 KY HIEU QUY TRINH QT.HT.08

2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thwe hién TTHC:

- Viéc nhan cha, me, con khong ¢6 tranh chap.
- Bén nhan, bén dugc nhan la cha, me, con déu con song vao thoi diém dang
ky nhan cha, me, con.

2.2 | Cach thirc thuc hién TTHC:

Nguoi c6 yéu cau dang ky khai sinh va nhan cha, me, con ndp ho so tryc tiép
tai Trung tam Hanh chinh cong cap huyén (mdt bén c6 thé ndp hé so ma khong



http://hotichdientu.moj.gov.vn/

96

phai c6 van ban Gy quyén ctuia bén con lai).

2.3

Thanh phin hd so, bao gom:

Ban
chinh

Ban sao

* Gidy to phdi nép:

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

- Td khai ding ky nhin cha, me, con, theo mau
BM.HT.08.02;

- Giay chimg sinh;

Truong hop khong c6 Gidy chung sinh thi ndp vin ban cia
nguoi lam ching xac nhan vé viée sinh; néu khong c6 nguoi
lam chung thi phai c6 gidy cam doan vé viéc sinh theo mau
BM.HT.08.03.

Truong hop tré em sinh ra tai nudc ngoai thi nop ban chinh
Gidy chtng sinh hoic gidy to khic do co quan c6 thAm
quyén nudc ngoai cip xac nhan vé viée tré em duogce sinh ra
O nudc ngoai va quan hé me, con (néu co);

- Vin ban thoa thuén cta cha, me vé viéc chon quéc tich
cho con d6i voi trudng hop cha hodc me hodc ca cha va me
la nguo1 nude ngoai. Truong hop cha, me chon quéc tich
nudc ngoai cho con thi van ban thoa thuan phai c6 xac nhan
ciia co quan nha nudc cd tham quyén cia nudc ngoai ma
nguoi do la cong dan;

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

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

+ Truong hgp khong c6 ching ctir chirng minh quan hé cha,
me, con néu trén thi phai c6 van ban cam doan cua cac bén
nhan cha, me, con, c6 it nhit hai nguoi lam ching vé mbi
quan h¢ cha, me, con theo mau BM.HT.08.03.

- Truong hop dang ky nhan cha, me, con gitra cong dan Viét
Nam véi nguoi nudc ngoai hoac gitra ngudi nudc ngoai Voi
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nhau thi ngudi nudc ngoai phai nop thém ban sao Ho chiéu
hoac giay to cd gia tri thay the ho chieu dé chung minh vé
nhan than;

- Gidy to chting minh thude gia dinh c6 cong vei cach mang; X
nguoi thudc ho ngheo; nguoi khuyeét tat (néu co).

* Gidy tor phdi xudt trinh:

- Mot trong cic gidy td chimg minh nhdn than la Gidy
CMND, Thé can cudc cong dan, H chiéu hodc gié\y to khac
¢ dan anh va thong tin ca nhan do co quan c6 tham quyén
cap, con gia tri str dung clia cong dan Viét Nam; Truong hop X
cac thong tin ca nhan trong cac gidy to nay da co trong Co s&
dir licu Quoc gia vé dan cu, Co so dit lidu ho tich dién tu,
duoc hé thong dién tu dong thi khong phai Xuét trinh;

- Gidy tO c6 gia tri chimg minh thong tin vé cu trd trong
truong hop co quan diang ky ho tich khong thé khai thac
duoc thong tin vé noi cu tr cta cong dan theo cac phuong
thtc quy dinh tai khoan 2 Diéu 14 Nghi dinh sd
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong
hop cac thong tin vé gidy to ching minh noi cu tri da duoc
khai thac tr Co s¢ dir liéu qudc gia Ve dan cu bang cac
phuong thirc nay thi ngudi c6 yéu cau khong phai xuit
trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thirc
tryc tuyén).

- Truong hop tré em sinh ra tai nudc ngoai vé cu tra tai
Viét Nam thi xuét trinh ban chinh gidy to chtmg minh noi
cu tra tai Viét Nam cua tré em gom: Gidy to chimg minh
viéc tré em da nhap canh vao Viét Nam (nhu HO chiéu,
gidy to c6 gi tri di lai quéc té c6 dau xac nhan nhap canh
clia co quan quan 1y xuat, nhép canh) va van ban xac nhan
Clia co quan cong an c6 tham quyén vé viéce tré em dang cu
tru tai Viét Nam.

* Luu y:
- D6i véi gidy to ndp, xudt trinh'
+ Truong hop nguoi yéu cau ndp giay to la ban sao duwoc cap tir s6 goc hodc ban

sao duwgc chimg thuc tiw ban chinh thi nguoi tiép nhdn hé so khong dwoc yéu cau
xudt trinh ban chinh; néu nguwoi yéu cau chi nép ban chup va xudt trinh ban chinh
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thi nguoi tlep nhan ho so kiém tra, doi chiéu ban chup voi ban chinh va ky vdo
ban chup xdc nhdn vé viéc da doi chiéu ndi dung gidy to do, khong duoc yeéu cau
nguoi di dang ky nop ban sao co chtmg thuc gzay to do.

+ Truong hop phdp ludt quy dinh xuat trinh gidy to khi dang ky ho tich, nguoi
tiép nhén c6 trach nhiém kiém tra glay 10 xudt trinh, doi chzeu VOi thong tin trong
To khai va tra lai cho nguoi xudt trinh, khong dwoc yeu cau nguoi ding ky ho
tich ngp them ban sao gidy to do. Nguoi tlep nhén cé thé chup 01 ban gidy to
xudt trinh hodc ghi lai thong tin cia gzay 1o xudt trinh dé leu hé so.

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

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

- Truong hop cho phép nguoi yéu cau ding ky hé tich Idp van ban cam doan
vé néi dung yéu cau dang ky hé tich thi co quan ddng ky hé tich phdi gidi thich
ré cho ngwoi Idp van ban cam doan vé trach nhiém, hé qud phdp Iy cia viéc
cam doan khong dung su that.

- Co quan dang ky ho tich tir chéi giai quyét hodc dé nghi co quan cé tham quyén
hiy b6 két qua ddng ky hé tich, néu c6 co sé xdc dinh néi dung cam doan khéng
dung su that.

- D6i véi viée xdc dinh ho, ddn téc, ddt tén cho tré:

+ Vigc xac dinh ho, ddn toc, dat tén cho tre em phai phu hop voi phdp ludt va yéu
cau giiv gin ban sdc dan toc, tdp quadn, truyén thong van héa tot dep ciia Viét
Nam, khong dat tén qua dai, kho sw dung.

+ Truong hop cha, me khong thoa thuan dwoc vé ho, dan téc, qué quan cua con
khi dang ky khai sinh thi ho, dan toc, qué quan cua con dwoc xdc dinh theo tap
quan nhung phai bao dam theo ho, ddn toc, qué quan cua cha hoac me.

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

2.4 | SO lwong ho so: 01 bo
2.5 | Thoi han giai quyét: 15 ngay, ké tir ngay nhan du hd so hop 1é.
2.6 | Dia diém tiép nhan ho so va tra két qua giai quyét TTHC:
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Trung tdm Hanh chinh céng cap huyén.

2.7 | Co quan thuc hién: Phong Tu phap tlep nhan ho so va tham muu Chu tich Uy
ban nhan dan cap huyen xem xét, quyét dinh.
Co quan co tham quyen quyet dinh:
- Uy ban nhén dan qép huyén noi cu tra cta ngu(‘)’i cha hodc ngudi me thuc hién
dang ky khai sinh két hgp nhan cha, me, con doi vdi tré em sinh ra ¢ Viét Nam;
- Qy ban nhéan dan cip huyén noi cu tra cua tré em thyc hién dang ky khai sinh
két hop nhéan qha, me, con doi véi tré em sinh ra & nudc ngoai, chua duoc dang
ky khai sinh vé€ cu tru tai Viét Nam.
Co quan dwore iy quyén: Khong.
Co quan phdi hop: Co quan quan Iy Co sé dit liéu Qudc gia vé dan cu.
2.8 | Poi twong thue hién TTHC: Ca nhan.
2.9 | Két qua gidi quyét TTHC:
- Ho so du diéu kiép: Giéy khai sinh, Trich luc dang ky nhan cha, me, con (ban
chinh); ban sao Giay khai sinh, ban sao Trich luc dang ky nhén cha, me, con
(n€u co6 yéu cau).
- Ho so khong du diéu kién: Vin ban thong bao khong du diéu kién dang ky
khai sinh va dang ky nhan cha, me, con.
2.10 | Quy trinh xir ly cong viéc
T Trinh ty TriCh Thm Biéu miuw/Két qua
: nhi¢m glan
Tiép nhan ho so:
1. Tiép nhan ho so.
Tiép nhan ho so tryc tiép tir
ca nhan.
2. Can by TN&TKQ kiém tra M Ol 02 03 (n
0 SO A , ca 1 au it R neu
Bl ho se: Cong _chic | Gio hanh ¢6); 06 va ho so Eheo

- Néu ho so chua day du TN&TKQ chinh
hodc khong hop 1&: Hudng
dan hodc thong bao bang vin
ban cho ci nhan bd sung,
hoan thién hd so. Trudng
hop khéng bd sung, hoan
thién duoc hd so thi thong

muc 2.3
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béo tir chéi giai quyét hd so.

- Néu ho so day du, hop 1é:
Lam tha tuc tiép nhan ho so
va thu phi, 1€ phi theo quy
dinh. Sau khi tiép nhan ho so
theo hinh thurc ndp truc tiép,
cong chuc TN&TKQ thuc
hién sd hoa (sao chup,
chuyén thanh tai liéu dién tr
trén hé théng thong tin, co s&
dir liéu) va ky sé vao tai liéu,
hé so giai quyét thu tuc hanh
chinh dd dugc s6 hoa theo
quy dinh.

B2 Chuyér} hé so cho Phong Tu | Cong chirc 02 sid Mau 01, 05 va hd so

phap dé xir 1y. TN&TKQ 19| kem theo

A A A . _. ., |Lanh dao x A \

B3 Plgan cong cong chuac xu ly Phong Tu| 04 gid Mau 05 va ho so kem

ho so. . theo

phap

Kiém tra, xtr Iy ho so:

- Truong hop hd so can bd

sung,‘hoa‘m thién hoéc, khong

du diéu kién giai quyet, phai

tur choi thi gt thong bao ve

tinh trang ho so to1 Trung

tam hanh chinh cong dé

thong bao cho nguoi ndp hod . N )

- gﬁ;’;‘g L;}‘; Miu 04 (néu c6), 05:
B4 | - Trudng hop cin phai kiém | dao UBND | 02 ngay | o0 0dn gul UBND

tra, xdc minh 1am rd hodc do | ¢c4p huyén, cap xa dé nghi niém

nguyén nhan khac ma khong | vian thur yét thong tin

thé tra két qua dung thoi gian
da hen thi cong chuc Phong
Tu phap lap Phiéu xin 15i va
hen lai ngay tra két qua,
trong do néu r0 1y do cham
tra két qua va thoi gian hen
tra két qua, chuyén Trung
tam hanh chinh cong dé tra
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cho ngudi cb yéu cau;

- Tham muu Vin ban dé nghi
UBND cap x4 noi thuong tra
cua ngudi dugc nhan 1a cha,
me, con thuc hién niém tai
tru s& UBND cép x4 trinh
Lanh dao phong xem xé&t, ky
nhay, Linh dao UBND cip
huyén ky duyét, Van thu
dong ddu phat hanh van ban.
Thuc hién budc tiép theo.

B5

Niém yét cong khai tai tru s¢
UBND cap huyén, UBND
cdp x4 noi thuong tra cia
nguoi duge nhan 1a cha, me,
con.

07 ngay
lién tuc

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

B6

Sau niém yét cong khai:

- Néu du diéu kién va khong
xay ra tranh chap: Vao So6
dang ky khai sinh, SO ding
ky nhan cha, me, con; nhap
dit liéu vao phin mém ho
tich, in dy thio Gidy khai
sinh va du thdo Trich luc
dang ky nhan cha, me, con;

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

Trinh Lanh dao Phong Tu
phap.

03 ngay

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

B7

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

Phong Tu
phap;,
UBND cap
Xa

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

01 ngay

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

Mau 05; Gidy khai
sinh va Trich lyc dang
ky nhan cha, me, con

B8 Ky dy thao két qua giai quyét [L;EIII\IID ggo 01 ngay hodc Van ban thong
thu tuc hanh chinh tai BS. | =~ * P bio khong du didu
Ye kien ding ky khai
sinh va dang ky nhan
cha, me, con.

Mau 05, 06; Giay
< khai sinh va Trich luc
Phat hanh vin ban va tré két E&D g;‘; ding ky nhan cha,
qua cho Phong Tu phap dé A ... | me, con hodac Van ban
B9 Y . . huyén 02 gio ~ . A ,
chuyén cho Trung tdm Hanh . thong bao khong du
chinh cong. Phong  Tu didu kién dang ky
phap khai sinh va ding ky

nhén cha, me, con
Mau 01, 06; Giay
khai sinh va Trich luc
dang ky nhan cha,
B10 Chu}{én nguoi dan ky S6 va | Cong chirc | Gid hanh | me, con hodc Vin ban
tra két qua cho ca nhan. TN&TKQ chinh | thong bao khong du

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

* Triwong hop dén hen nhung chia c6 két qua,trong thoi gian chdm nhdt 01
ngay truéc ngay hét han xi 1y, Phong Tw phdp tham mwu UBND cdp huyén
ban hanh phiéu xin 16 va hen lgi ngay trd két qua dé giti cho té chic, ca nhan.
* Trong qua trinh giai quyét ho SO nguoi co trach nhiém thuc hién can thuc
hién dong thoi cdc thao tdc tiép nhdn/chuyén/tra hé so, két qua gidi quyét trén
phan mém: http://dichvucong.hatinh.gov.vn véi cdc buéce trong quy trinh.

BIEU MAU
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=
i,

Mau 01 M&u 01.docx

Gidy tiép nhan ho so va hen tra két qua

Mau 02 Mau 02.docx
Phiéu y€u cau bd sung hoan thién ho so

i,
Mau 03 Mau 03.docx
Phiéu tir choi tiép nhan gidi quyét ho so
i,
Mau 04 Mau 04.docx
Phi€u xin 161 va hen lai ngay tra két qua
.
Mau 05 Mau 05.docx
Phi€u kiém soat qua trinh giai quyét ho so
.
Mau 06 MAu 06.docx

S6 theo ddi hd so

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

@j

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

To khai dang ky nhén cha, me, con

@j

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

Mau gidy cam doan

HO SO LUU:

Mau 01; 02, 03, 04 (néu ¢6), 06 luu tai Trung tam Hanh chinh cong cap huyén.
Mau 01, 05 luu theo ho so;
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Ho so dau vao theo muc 2.3;

Vin ban gtri UBND cip xa dé nghi niém yét thong tin;

S6 dang ky khai sinh;

S6 dang ky nhan cha, me, con;

Van ban thong bao khong du diéu kién dang ky khai sinh va ding ky nhén cha,
me, con (né€u co);

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

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

9. Thii tuc ding ky lai khai sinh c6 yéu t6 nuéc ngoai

KY HIEU QUY TRINH QT.HT.09

NOI DUNG QUY TRINH

2.1

Piéu kién thue hién TTHC:

- Vi¢c khai sinh cua cong dan Viét Nam dinh cu ¢ nudc ngoai hoac cua nguoi
nudc ngoai di dang ky tai co quan c6 thim quyén cua Viét Nam trudc ngdy
01/01/2016 nhung S6 ding ky khai sinh va ban chinh Gidy khai sinh déu bi mat;

- Nguoi diang ky lai khai sinh c¢6 trach nhiém ndp ddy du ban sao gidy to, tai liéu
c6 n6i dung lién quan dén viéc dang ky lai (néu c6) va phai cam doan da ndp
day du gidy to minh co;

- Nguoi yéu cau dang ky lai khai sinh phai con séng vao thoi diém yéu cau ding
ky lai khai sinh.

2.2

Cach thirc thuc hién TTHC:

- Nguoi c6 yéu cau dang ky lai khai sinh truc tiép thuc hién hodc ty quyén cho
ngudi khac thuc hién nop ho so tryc tiép tai Trung tdm hanh chinh cong cap
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huyén;

- Gui hd so qua hé théng buu chinh hodc ndp hd so truc tuyén trén Céng dich
vu cong quoc gia (https://dichvucong.gov.vn) hodc H¢ thong thong tin giai
quyét thu tuc hanh chinh cua tinh (https://dichvucong.hatinh.gov.vn).

2.3

Thanh phin hé so, bao gom:

Ban
chinh

Ban
Ssao

- T khai ding ky lai khai sinh, theo mu BM.HT.09.01, trong d6
cd cam doan ctia nguodi yéu cau vé viéc da nop du cac gidy to hi¢n
cd (n€u nguoi cé yéu cau lya chon ndp ho so theo hinh thire truc
tiép);

- Mdu hé tich dién tir twong tdc dang ky lai khai sinh, trong do
€6 cam doan cac thong tin cung cap la dung su that, khong con
ban chinh Gidy khai sinh, d3 nop du cac gidy to hién co va chiu
hoan toan trach nhiém trudc phap luat vé néi dung cam doan
ctia minh (do nguoi yéu cau cung cap thong tin theo hudng dan
trén Cong dich vu cong néu ngudi co yéu cau lua chon ndp hod
so theo hinh thirc truc tuyen),

- Nguoi cd yéu cau ding ky lai khai sinh thuc hién viéc
ndp/xuat trinh (theo hinh thirc truc tiép) hodac tai Ién (theo hinh
thure tryc tuyén) cac giady to sau:

* Gidy to phdi ngp ban diu:

- Ban sao toan bo ho so, gidy to ciia nguoi yéu cau hodc hd so,
gidy to, tai liéu khac trong d6 c6 thong tin lién quan dén noi
dung khai sinh, gdm:

+ Bén sao Gidy khai sinh do co quan c6 thim quyén cia Viét
Nam cap hop 1€ (ban sao dugc ching thuc tir ban chinh, ban
sao dugc cap tur S6 dang ky khai sinh); ban chinh hodc ban sao
gidy to ¢o _gia tri thay thé Gidy khai sinh dugc cap trudc nam
1945 & mién Béc va trudc ndm 1975 & mién Nam;

+ Truong hop nguoi yéu cau khong ¢6 glay to' néu trén thi phai
ndp ban sao gidy to do co quan co tham quyén cta Viét Nam cap
hop 1¢ nhu: Gidy chirng minh nhan déan, Thé cin cudc cong dan
hoic Ho chiéu; Gidy to chimg minh vé noi cu tra; Bang tot
nghiép, Gidy ching nhén, Chimg chi, Hoc ba, hé so hoc tap do
co quan co tham quyén cdp hodc xac nhan; Gidy to khac co
thong tin vé ho, tén, ngay, thang, ndm sinh ciia c4 nhan. Nguoi
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yeu cau dang ky lai khai sinh c6 trach nhiém nop day da ban sao
cac gidy to néu trén (néu cb) va phai cam doan di ndp du cac
glay to minh c6; chiu trach nhiém, hé qua cua viéc cam doan
khong dung su that;

- Truong hop 1y quyén cho nguoi khac 1am thay thi phai c6 van
ban uy quyén dugc ching thuc theo quy dinh cua phap lut.
Truong hop nguoi dugc uy quyén 13 6ng, ba, cha, me, con, vg, | X
chong, anh, chi, em rudt ciia nguoi Gy quyén thi vin ban uy
quyén khong phai ching thuc;

- Gidy to ching minh thudc gia dinh c6 cong vdi cach mang;
nguoi thude ho ngheéo; ngudi khuyét tat (n€u co).

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

Ban cam doan vé thong tin cua cha, me theo mau BM.HT.09.02
d6i véi truong hop gidy to cua ngudi yéu cau dang ky lai khai
sinh khong c6 thong tin chirng minh quan hé cha, me, con, xéc
minh tai co quan cong an cling khong c6 thong tin.

* Gidy tor phdi xudt trinh:

Mot trong cac gidy to ching minh nhan than 1a Gidy Chung
minh nhan dan, Thé cin cudc cong dan, Ho chiéu hodc gidy to
khac c6 dan anh va thong tin ca nhan do co quan c6 thim quyén
cap, con gia tri st dung ctia ngudi yéu cau dang ky lai khai
sinh. Truong hop cac théng tin ca nhan trong cc gidy to ndy da
c6 trong Co so dir liéu Quéc gia vé dan cu, Co so dit liéu ho X
tich dién ttr, duoc hé thong dién ty dong thi khong phai xuat
trinh (theo hinh thuc truc tiép) hodc tai 1én (theo hinh thire truc
tuyén).

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

*Luuy:

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

+ Truong hop nguoi yéu cau ndp gidy to 13 ban sao duge cap tir so gdc hodc ban
sao dugc chimg thuc tir ban chinh thi ngudi tiép nhan ho so khong dugc yéu cau
xudt trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuét trinh ban
chinh thi nguoi tiép nhan hd so kiém tra, d6i chiéu ban chup véi ban chinh va
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ky vao ban chup xac nhan vé viéc di d6i chiéu ndi dung gidy to d6, khong dugce
yéu cau nguoi di dang ky ndp ban sao c6 chl'Ing thuc gidy to do.

+ Truong hop phap luét quy dinh xuat trinh glay to khi dang ky ho tich, nguoi
tiép nhan c6 trach nhiém kiém tra glay to xudt trinh, d6i chleu voi1 thong tin
trong T khai va tra lai cho nguoi xudt trinh, khong dugc yéu cau nguoi ding
ky ho tich ndp thém ban sao giay to do. Nguoi t1ep nhan co thé chup 01 ban
gidy to xuét trinh hodc ghi lai thong tin cta gidy t& xuat trinh dé luu hd so.

+ Glay t& do co quan c6 tham quyén clia nude ngoai cap, cong ching hoic xac
nhan dé str dung cho viéc dang ky ho tich tai Viét Nam phai duoc hgp phap hoa
lanh sy, trir truong hop dugc mién theo diéu uwdc qubc te ma Vi¢t Nam la thanh
vién; gidy to bang tiéng nudc ngoai phai dugc dich ra tiéng Viét va cong chimg
ban dich hoac chung thyc chit ky nguoi dich theo quy dinh cua phap luat.

+ Ngui tiép nhan c6 trach nhiém tiép nhan ding, da hd so dang ky ho tich theo
quy dinh cua phap luat hd tich, khong dugc yéu ciu nguoi dang ky ho tich ndp
thém gidy to ma phap luat ho tich khéng quy dinh phai nop.

- Truong hop gui ho so qua h¢ thong buu chinh thi phai gt kém theo ban sao
c6 chimg thuc cac gidy to phai xudt trinh.

- P6i voi gidy to glri kém theo néu nguoi yéu cau ndp ho so theo hinh thire truc
tuyén:

+ Ban chup céc giéy to gut kém theo hé so ding ky lai khai sinh truc tuyén phai
bao dam rd nét, ddy du, toan ven vé noi dung, la ban chyp bang may anh, dién
thoai hoac duoc chup, dugc quét bang thiét bi dién tu, tir giay to dugc cap hop
18, con gia tri str dung; néu 13 gidy to do co quan c6 thim quyén nudc ngoai cap
thi phai duoc hop phap héa lanh sy, dich sang tiéng Viét theo quy dinh, trir
trudng hop duge mién hop phap héa lanh sy.

+ Trudng hop gidy to, tai liéu phai giri kém trong hd so dang ky lai khai sinh
truc tuyén da co ban sao dién tir hoac da co ban dién tur giéy to ho tich thi nguoi
yéu cau duoc sir dung ban dién tir nay.

+ Khi dén co quan ding ky ho tich nhén két qua (Gidy khai sinh/ban sao Gidy
khai sinh), nguoi c6 yeu cau dang ky lai khai sinh phai xuét trinh gidy to tuy
than, ndp cac gidy to 1 thanh phan hd so dang ky lai khai sinh theo quy dinh
phap luat ho tich.

Truong hop ngudi c6 yéu cau dang ky lai khai sinh khong cung cap duogc gidy
to néu trén theo quy dinh hodc giay to ndp, xuat trinh bi tay x0a, stra chita, lam
gia thi co quan dang ky ho tich ¢6 tham quyén hay bo két qua dang ky lai khai
sinh.

- 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 diang ky ho tich phai giai thich rd
cho nguoi lap vin ban cam doan vé trach nhiém, hé qua phap 1y cua viéc cam
doan khong dung su that.

- Co quan ding ky ho tich tir chdi giai quyét hodc dé nghi co quan c6 thim
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quyén hity bo két qua dang ky ho tich, néu cé co s xac dinh ndi dung cam doan
khong diung su that.

2.4

S6 lwong ho so: 01 bd

2.5

Thoi han giai quyét:
- Trong thoi han 05 ngay 1am viée, ké tir ngay nhan du hd so hop 6.
- Trong trudng hop phai xac minh thi thoi han giai quyét khong qua 25 ngay.

2.6

Pia diém ti€p nhan ho so va tra két qua giai quyét TTHC:

- Trung tdm Hanh chinh céng cap huyén.

- Cong dich vy cong quoc gia https://dichvucong.gov.vn hoic Hé thong thang tin
giai quyéet TTHC tinh Ha Tinh http://dichvucong.hatinh.gov.vn (chi tiép nhan ho so).

2.7

Co quan thyc hién: Phong Tu phap ‘giép nhan ho so va tham muu Chu tich Uy
ban nhan dan cap huyén xem xét, quyét dinh.

Co quan c6 tham quyén quyét dinh:

- Uy ban nhan dan cdp huyén, noi di ding ky khai sinh trudc ddy thuc hién
dang ky lai khai sinh;

- Truong hop khai sinh trude day dugc dang ky tai Uy ban nhan déan cip x4 thi viéc
dang ky lai khai sinh do Uy ban nhan dan cip huyén cap trén thyuc hién;

- Truong hop khai sinh trude day duge dang ky tai Uy ban nhan dan cap tinh hoic
S6 Tu phap thi viéc dang ky lai khai sinh do Uy ban nhéan déan cap huyén noi cu tra
cia nguoi yéu cau thyc hién; néu nguoi d6 khong cu tra tai Viét Nam thi do Uy
ban nhan dan cap huyén noi c6 tru sd hién nay ctia S& Tu phap thyc hién.

Co quan dwoc iy quyén: Khong.

Co quan phoi hep: Uy ban nhan dan cap xd/Sé Tu phap noi nguoi yéu cau
dang ky lai khai sinh da dang ky khai sinh truéc day; Co quan cong an cd thim
quyén. Co quan quan 1y Co s dir liéu Quéc gia vé dan cu.

2.8

Poi twong thue hién TTHC: Cé nhan

2.9

Két qua giai quyét TTHC:

- Ho so du diéu kién:

+ Gidy khai sinh (ban chinh); ban sao Giay khai sinh (néu c6 yéu cau).

+ Ban dién tir Gicfy khai sinh (Ban c?‘i,én l‘d” sé tw dong guri vé Kho quan ‘l)f dir liéu
cua cad nhc?n/cﬁa chi thu dién tu/thiet bi so/dién thoai cua nguoi yéu cau sau khi
da hoan tat thu tuc dang ky lai khai sinh tqi co quan dang ky ho tich).

- Ho so khong du diéu kién: Vin ban thong bao khong du diéu kién dang ky lai
Khai sinh.,
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2.1

Quy trinh xir ly cong viéc

TT

Trinh tw

Trach
nhiém

Thoi gian

Biéu mau/Ket
qua

Bl

Tiép nhan hd so:

1. Tiép nhan ho so.

- Tiép nhan ho so truc tiép tir ca
nhan hodc tir hé théng buu chinh
hodc trén Cong dich vu coéng qudc
gia (https://dichvucong.gov.vn)
hoic Hé théng thong tin giai quyét
tht tuc hanh chinh cua tinh
(https://dichvucong.hatinh.gov.vn)
2. Can bo TN&TKQ kiém tra h so:
- Néu hd so chua day du hoic
khong hop 18: Huong dan hoic
thong bao bang vian ban cho ca
nhan bd sung, hoan thién ho so.
Truong hop khong bd sung, hoan
thién dugc hd so thi thong bao tu
chéi giai quyét ho so.

- Néu ho so day du, hop 16: Lam thu
tuc tiép nhan ho so va thu phi, 18 phi
theo quy dinh, c6 Phiéu hen, tra két
qua cho ngudi cd yéu cau (néu
ngudi co yéu cau lya chon hinh thir
ndp hod so truc tiép) hodc guri ngay
Phiéu hen, tra két qua qua thu dién
tir hodc guri tin nhan hen tra két qua
qua dién thoai di dong cho nguoi co
yéu cau (néu ngudi co yéu cau lya
chon hinh thtc ndp hd so truc
tuyén).

Sau khi tiép nhan hd so theo hinh
thic ndp truc tiép, coéng chirc
TN&TKQ thuc hién sé hoa (sao
chup, chuyén thanh tai liéu dién tir
trén hé théng thong tin, co so dir
lidu) va ky sb vao tai liéu, ho so giai

Cong chuc
TN&TKQ

Gi0 hanh
chinh

Mau 01; 02, 03
(néu c9), 05, 06
va hd so theo
muc 2.3
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quyét thu tuc hanh chinh da dugc sb
hoa theo quy dinh.

Mau 01, 05 va

Chuyén ho so cho phong Tu phédp | Cong chirc " A .
B2 dé xtr 1y, TN&TKQ 02gid0 |HO so kem
theo
Lanh dao x )
A A A o 14 LA o .y Mau 05 va Ho
B3 | Phan cbng cong chirc xtr 1y ho so. Ph;)rr]léngu 04 gi10 so kém theo
B4.1. Kiém tra, xt Iy ho so:
- Trudng hop hd so can bo sung,
hoan thién hodc khong du diéu kién
giai quyet phai tir chdi thi giri thong
bao vé tinh trang ho so toi Trung
tam Hanh chinh cong dé thong bao
cho ngudi ndp ho so;
- Trudng hop can phai kiém tra, xac
minh 1am rd hodac do nguyén nhan
khac ma khong thé tra két qua dung
thoi gian da hen thi 1ap Phiéu xin i ,
161 va hen lai ngay tra két qua, trong Mau 04 (néu
d6 néu rd 1y do cham tra két qua va cd), 05 va Du
thoi gian hen tra két qua, chuyén thao Giay khai
B4 | Trung tam Hanh chmh cong dé tra Céong chirc ‘ sinh hoac Du
cho ngudi co yéu cau (néu nguoi co Xt 1 hé so 02 ngay thailo van beiln
yéu cau lua chon hinh thirc ndp hd thong bao
SO truc tlep), hoac gui Phiéu xin 15i khong da diéu
va hen lai ngay tra két qua qua thu kién dang ky lai
dién tir hodc gui tin nhan qua dién khai sinh

thoai di dong cho ngudi c6 yéu cau
(néu nguoi c6 yéu cau lua chon
hinh thtrc ndp ho so truc tuyén).

- Néu du diéu kién ma khong can
X&c minh:

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

+ Truong hop tiép nhén ho so theo
hinh thire tryc tuyén: Guri lai biéu
mau Gidy khai sinh dién tir véi
thong tin day du cho ngudi yéu cau
qua thu dién tir hodc thiét bi sb.
Nguoi yéu cau co trach nhiém kiém
tra tinh chinh xac, day du cua céc
thong tin trén biéu miu Gidy khai
sinh dién tir va x4c nhan (t6i da mot
ngay).

Néu ngudi c6 yéu ciu xac nhin
thong tin di théng nhat, diy du
hodc khong c6 phan hoi sau thoi
han yéu cau thi thuc hién viéc ghi
ndi dung vao S6 ding ky khai sinh,
cap nhat thong tin dang ky khai sinh
va luu chinh thuc trén Phan mém
dang ky, quan ly hg tich dién t
dung chung.

- Néu khéng du diéu kién: Dy thao
Vin ban thong bao khong dir diéu
kién dang ky lai khai sinh;

Trinh 1anh dao Phong Tu phap
(chuyén t6i B7).

B4.2. Truong hgp viéc dang ky khai
sinh trudc day dugc thuc hién tai Uy
ban nhan dan cap xi hoic So Tu
phép thi xay dung du thao Van ban
dé nghi Uy ban nhan dan cap xa/S¢
Tu phéap noi thyc hi¢n viéc dang ky
khai sinh trugc ddy kiém tra, xac
minh vé viéc luu giir s6 ho tich.

- Trudng hop gidy to clia nguoi yéu
cau dang ky khai sinh khong co
thong tin chimg minh quan h¢ cha,
me, con thi tham muu Vin ban dé
nghi co quan cong an co tham
quyén xac minh.

Chuyén sang thuc hién cac budc

Cong churc
xtr 1y ho so

01 ngay

Mau 05 kém
Van ban dé
nghi xac minh
va HO so kém
theo
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tiép theo.
UBND cip
Uy ban nhan dan cdp x3/So Tu| x&/So Tu
phap noi thuc hién viéc dang Ky | phap/co Vin ban tra 1oi
B5 | khai sinh trude day, co quan cong | quancong | 20 ngay L
¢ A Xac minh
an co tham quyén klem tra, xac | an c6 tham
minh vé viéc luu gil s6 ho tich. quyén duoc
dé nghi
* Sau khi ¢6 két qua xac minh:
Thuc hién nhu B4.1. Mau 05, du
* Luu y: Trudng hop co quan cong thiao Gidy khai
an tra 101 khong c6 thong tin hoac sinh hodc du
khong tra 16i thi cho ngudi yéu cau thdo van ban
dang ky khai sinh 18p van ban cam Céng chirc \ thong béo
B6 | doan vé thong tin ctua cha, me va it Iy ho 50 Ol ngay |khong du diéu
xac dinh nd1 dung khai sinh theo kién dang ky
van ban cam doan. Pong thoi tién lai khai sinh;
hanh cac budc giai quyét theo quy Vin ban cam
dinh. doan cua ca
Trinh lanh dao Phong (chuyén toi nhan.
B7).
Mau 05 va Dy
thao Gidy khai
Kiém tra két qua thuc hién, duyét, ~ s1r}h h(v)ac du
truc tlep hoac giao cong chuc xur ly Laflh dao \ tﬁa}o van l;a,m
B hd so trinh linh dao UBND cip Phong Tu | Olngay |t oAng , .?O
huyén. phap khAong (Eiu dlel:l
‘ kién dang ky
lai khai sinh da
duyét/ky nhay
Mau 05 va
Gidy khai sinh
g |5 0 ho Kt au i v | (R0 | ) ke v o
tuc hanh chinh ta1 B7. R N g
huyén khong du diéu
kién dang ky
lai khai sinh
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M?}u 05, 06 va
’ Giay khai sinh
Phat hanh van ban, tra két qua cho | Van thu hodc van ban
B9 | Phong Tu phap dé chuyén cho| Phong Tu 02 gio | thdng bao
Trung tdm Hanh chinh cong. phép khong du dieu
kién dang ky
lai khai sinh
Mau 0,1, 06;
kém Giay khai
B1 | Chuyén nguoi dan ky vio Sé va tra | Cong chirc | Gio hanh | S0 hodc van
0 | Kkét qua cho cé nhn TN&TKQ | chinh | 0an thong bao
' khong du diéu
kién dang ky
lai khai sinh
* Truong hop hd so qua han xir 1y, trong thoi gian chdm nhat 01 ngay trudc
ngay hét han xir 1y, Phong Tu phap tham muu UBND cap huyén ban hanh phiéu
xin 18i va hen lai ngay tra két qua dé gui cho to chirc, ca nhan.
* Trong qua trinh giai quyét ho so nguoi ¢ trach nhiém thyc hién cén thue hién
dong thoi cac thao tac tiép nhan/chuyén/tra ho so, két qua giai quyet trén phan
mém H¢ thong thong tin gidi quyét thu tuc hanh chinh cta tinh véi1 cac bude
trong quy trinh.
3 |BIEU MAU
< b=
Mau 01 M3au 01.doc
Gidy tiép nhan ho so va hen tra két qua
< b=
Mau 02 M3u sé 02.doc
Phiéu yéu cau bd sung hoan thién hd so
< b=
Mau 03 M3&u 03.doc
Phiéu tir chéi tiép nhan giai quyét ho so
Mau 04 Mau 04.doc

Phiéu xin 16i va hen lai ngay tra két qua
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< =
Mau 05 Mau s6 05.doc
Phiéu kiém soat qua trinh giai quyét ho so
< =
Mau 06 Mau s6 06.doc
S6 theo ddi ho so
I
BMHT0901 BM.HT.09.01.doc
To khai dang ky lai khai sinh
I
BM.HT.09.02 20. Mau gidy cam
Ban cam doan doan.doc
Mau hé tich dién tr twong tac dang ky lai khai sinh (néu nop ho
so theo hinh thiec truc tuyén).
BM.HT.09.03 W :
BM.HT.09.03.docx

HO SO LUU

Meflu 01; 02, 03, 04 (néu c0), 06 luu tai Trung tdam Hanh chinh cong cép huyén.
Mau 01, 05 Iuu theo ho so;

Ho6 so dau vao theo muc 2.3;

S6 ding ky khai sinh;

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

Vian ban d€ nghi xadc minh; Van ban tra 161 xdc minh (néu co);

Vén ban cam doan (néu co);

Phan mém http://khaisinhdientu.moj.gov.vn; Hé théng thong tin giai quyét tha
tuc hanh chinh cua tinh.
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H6 so dugc luu tai Phong Tu phap, thoi gian luu trir thye hién luu theo quy dinh cua
Luat Ho tich va cac van béq hudng dan thi hanh. Sau khi hét han, chuyén ho so xuong
don vi luu trit cia UBND cap huyén va luu trit theo quy dinh hién hanh.

10. Thi tuc ding ky lai két hon c6 yéu td nwéc ngoai

KY HIEU QUY TRINH QT.HT.10

NOI DUNG QUY TRINH

2.1

Piéu kién thye hién TTHC:

- Viéc dang ky két hon cua cong dan Viét Nam dinh cu ¢ nudc ngoai hoic cia
nguoi nude ngoai di ding ky tai co quan c6 thim quyén cua Viét Nam trude
ngay 01/01/2016 nhung S6 ding ky két hon va ban chinh Gidy ching nhan két
hon déu bi mat;

- Ca hai bén yéu cau dang ky két hon con séng vao thoi diém yéu cau dang ky
lai két hon.

2.2

Cach thirc thye hién TTHC:

- Ngudi ¢6 yéu ciu dang ky lai két hon thue hién ndp ho so truc tiép tai Trung
tam hanh chinh cong cap huyen

- Nop hd so tryc tuyén trén Cong dich vy cong qudc gia
(https://dichvucong.gov.vn) hoic Hé thong thong tin giai quyét thu tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn) (bén nam hodc bén nit 6 thé
ndp hd so ma khong can co vin ban iy quyén ctia bén con lai).

2.3

Ban Ban

Thanh phan ho so, bao gom: chinh | sao

To khai dang ky lai két hon, theo mau BM.HT.10.01 ’(néu
nguoi co yéu cau lya chon ndp ho so theo hinh thic truc tiép);

Madu hé tich dién tir twong tdc dang ky lai két hén, trong d6
c6 cam doan cac thong tin cung cap la dung su that, khong
con ban chinh Gidy chimg nhan két hon, da ndp du cac giay to
hién c6 va chiu hoan toan trach nhiém trudc phéap luat vé ndi
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dung cam doan ctia minh (do nguoi yéu cau cung cap thong
tin theo huong dan trén Cong dich vu cong néu ngudi ¢ yéu
cau lya chon nop hd so theo hinh thirc truc tuyen),

Nguoi ¢6 yéu cau dang ky lai két hon thuc hién viéc ndp/xuat
trinh (theo hinh thirc tryc tiép) hodc tai 1én (theo hinh thirc
truc tuyén) cac gidy to sau:

* Gidy to phdi ngp:

Giay chimg nhan két hon duoc cap trude ddy. Néu khong co ban
sao Gidy chimg nhéan két hon thi ndp ban sao ho so, gidy to ca X
nhan c6 cac thong tin lién quan dén ndi dung dang ky ket hon;

Gidy to ching minh thudc ddi tuong gia dinh co cong véi
cach mang; nguoi thudc ho ngheo; ngudi khuyét tat (n€u co);

* Gidy tor phdi xudt trinh:

Mot trong cac gidy to ching minh nhan than la Gidy CMND,
Thé cin cudc cong dan, Ho chiéu hoic glay to khac c6 dan
anh va thong tin cd nhan do co quan co tham quyen cap, con
gia tri str dung cua nguoi yéu cau ding ky lai két hon. Truong
hop cac thong tin ca nhan trong cac gidy tO nay da co trong
Co s¢ dir licu Quoc gia vé dan cu, Co sd dit liéu ho tich dién
tr, duoc hé thong dién tu dong thi khong phai xuét trinh (theo
hinh thire truc tiép) hodc tai 1én (theo hinh thirc truc tuyén).

*Luuy:

- Bdi voi gidy to ndp, xudt trinh néu ngudi yéu cau ndp hd so theo hinh thirc
truc tiép:

+ Truong hop ngudi yéu cau ndp gidy to 1 ban sao dugc cép tir s gbc hodc
ban sao dugc ching thyc tir ban chinh thi nguoi tiép nhan ho so khong dugc
yéu cau xuat trinh ban chinh; néu nguoi yéu cau chi np ban chup va Xuat
trinh ban chinh thi nguoi tiép nhan ho so kiém tra, dbi chiéu ban chup véi ban
chinh va ky vao ban chup xac nhan vé viéc da ddi chiéu ndi dung gidy to do,
khéng duoc yéu cau ngudi di dang k}’/ ndp ban sao co chung thuc gidy to do.

+ Truong hop phap ludt quy dinh xuat trinh glay to khi dang ky ho tich, ngudi
tiép nhan c6 trach nhiém kiém tra glay td xuat trinh, doi chleu v6i thong tin
trong To khai va tra lai cho ngudi xuat trinh, khong duoc yéu cau ngudi ding
ky ho tich ndp thém ban sao gidy to d6. Ngudi tiép nhan c6 thé chup 01 ban
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gidy to xudt trinh hodc ghi lai thong tin ctia gidy td xudt trinh dé luu hd so.

+ Gidy to do co quan c6 thim quyén ciia nudc ngoai cip, cong ching hoic
x4c nhan dé str dung cho viéc dang ky ho tich tai Viét Nam phai duoc hop
phap hoéa lanh sy, tru truong hop duoc mién theo diéu wdc quéc té ma Viét
Nam 14 thanh vién; gidy t& bang tiéng nudc ngoai phai dugc dich ra tiéng Viét
va cong chimg ban dich hodc chung thuc chir ky nguoi dich theo quy dinh ctua
phap luat.

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

- Pbi voi gidy to giri kém theo néu nguoi yéu cau ndp hd so theo hinh thic
truc tuyén'

+ Ban chup céc glay to guri kem theo ho so dang ky lai két hon truc tuyén phai
bao dam rd nét, day du, toan ven vé ndi dung, 1a ban chup bang may anh, dién
thoai hodc duoc chup, dugc quet bang thiét bi dién tu, tir gidy to duoc cap hop
I¢, con gia tri sir dung; néu 1a gidy to do co quan co tham quyén nudc ngoai
cap thi phai duoc hop phap hoa lanh su, dich sang tiéng Viét theo quy dinh,
trir truomg hop duge mién hop phap héa lanh su.

+ Truong hop gidy t0, tai liéu phai giri kém trong ho so dang ky lai két hon
truc tuyén da co ban sao dién tir hodc da co ban dién tur gidy to ho tich thi
nguoi yéu cau duge sir dung ban dién tir nay.

+ Khi dén co quan dang ky h¢ tich nhan két qua (Glay ching nhan két hon),
nguoi co yéu cau dang ky lai két hon xuét trinh gidy to tuy than, ndp cac gidy
to 1a thanh phan ho so diang ky lai két hon theo quy dinh phép luat ho tich.
Truong hop ngudi yéu cau dang ky lai két hon khong cung cap duogc gidy to
néu trén quy dinh hodc gidy to ndp, xuat trinh bi tiy x0a, stra chita, lam gia thi
co quan dang ky ho tich c6 thim quyén hay bo két qua ding ky lai két hon.

- Nguoi ¢6 yéu cau dang ky lai két hon (hai bén nam, nit phai c6 mét, Xuét trinh
gidy to tuy than dé ddi chiéu) kiém tra thong tin trén Glay chimg nhéan két hon,
trong SO dang ky két hon va ky tén vao SO ding ky két hon, ky tén vao Gidy
chimg nhan két hon, mdi bén nam, nit nhan 01 ban chinh Giéy ching nhan két
hon.

2.4 | SO lwong ho so: 01 bd

2.5 | Thoi han gidi quyét: 05 ngay lam viéc, ké tir ngdy nhan di ho so hop 1¢.
Truong hop phai x4c minh thi thoi han gidi quyét khong qua 25 ngay.

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

- Trung tam Hanh chinh céng cap huyén.
- Cong dich vu cdng qudc gia https://dichvucong.gov.vn hoic Hé thdng thdng tin
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giai quyét TTHC tinh Ha Tinh http://dichvucong.hatinh.gov.vn (chi tiép nhan hd
SO).

2.7 | Co quan thyce hién: Phong Tu phap tlep nhan hd so va tham muu Chu tich
Uy ban nhéan dan cip huyen xem xét, quyét dinh.
Co quan co tham quyen quyet dinh:
- Uy ban nhan dan cap huyén, noi di ding ky két hon trude day thuc hién
dang ky lai két hon;
- Truong hop két hén trude day duoc dang ky tai Uy ban nhan dan cap xa thi
viéc dang ky lai két hon do Uy ban nhan dan cap huyén cap trén thyuc hi¢n;
- Truong hop két hon trude day duoc dang ky tai Uy ban nhan dén’cép tinh
hodc S¢ Tu phap thi viéc dang ky lai két hon do Uy ban nhan dan cap huyén
noi cu tra cua nguoi yéu cau thuc hién; néu nguoi do khong cu tra tai Viét
Nam thi do Uy ban nhan dan cap huyén noi co tru s& hién nay ctia S& Tu phap
thuc hién.
Co quan dwoe iy quyén: Khong.
Co quan phéi hop: Uy ban nhéan dan cap x4/So Tu phap noi nguoi yéu ciu
dang ky lai két hon da dang ky ket hon trude day. Co quan quan ly Co s¢ dir
li¢u Quoc gia vé dan cu.
2.8 | Poi twong thue hién TTHC: Ca nhan
2.9 | Két qua giai quyét TTHC:
- Ho so du diéu kién:
+ Gidy ching nhan két hon (ban chinh), mdi bén vo, chong 01 ban.
+ Ban dién tir Trich luc két hon (Ban dién tir sé tw dong giri vé Kho quan Ly dir
ligu cua ca nhan/dia chi thu dién t/thiét bi so/dién thoqi ciia nguoi yéu cau sau
khi da hoan tdt thi tuc dang ky lai két hén tai co quan dang ky hé tich).
- Hé)’SO’ khong du diéu kién: Vin ban thong bao khong du diéu kién ding ky
lai két hon.
2.10 | Quy trinh xir ly cong viéc
TT Trinh ty Tréach Thoi _ Bieu
Nnhi¢m gian mau/Keét qua
1. Tiép nhan ho so. Mau 01, 02,
Bl |- Tiép nhan ho so truc tiép tir ca nhan Cong chuc | Gio hanh | 03 (néu c0),

hoic trén Cong dich vu cong quéc gia | TN&TKQ | chinh |05, 06 va ho
(https://dichvucong.gov.vn) hoac H¢ so theo muc
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thong théng tin giai quyét thu tuc
hanh chinh cua tinh
(https://dichvucong.hatinh.gov.vn)

2. Can b TN&TKQ kiém tra hd so:

- Néu ho so chua ddy da hoic khong
hop 1&: Huéng dan hoidc thong bao
bang van ban cho ca nhan bo sung,
hoan thién ho so. Truong hop khdng
bd sung, hoan thién dugc hod so thi
thong béo tir chdi giai quyét hd so.

- Néu ho so ddy du, hop 1&: Lam thi
tuc tiép nhan ho so, thu phi, 18 phi
theo quy dinh, co Phleu hen, tra két
qua cho ngudi c6 yéu cau (néu nguoi
cO yéu cau lua chon hinh thuc nop
hd so truc tiép) hodc gui ngay Phiéu
hen, tra két qua qua thu dién tir hodc
gui tin nhan hen tra két qua qua dién
thoai di dong cho nguoi c6 yéu cau
(néu nguoi co yéu cau luya chon hinh
thirc nop ho so tryc tuyén).

Sau khi tiép nhan hd so theo hinh
thic ndp truc tiép, coéng chuc
TN&TKQ thuc hién s6 héa (sao
chup, chuyén thanh tai liéu dién tir
trén hé thong thong tin, co so dir
lidu) va ky so vao tai liéu, ho so giai
quyét thi tuc hanh chinh di duogc sb
hoa theo quy dinh.

2.3

Chuyén hd so cho Phong Tu phap dé

Cong chirc

Mau 01, 05 va

B2 it 1. TN&TKQ 02 gio ?r?eo so  kém
Lanh dao x C A

B3 | Phan cong cong chire xir [y hdso. | Phong Tu | 04 gty | Moy > ¥4 O

phap

B4.1. Xem xét, xtr Iy ho so: Mau 04 (néu

B4 | . Truong hop hd so cin bo sung, | Cong chie |, ngay o), 05; Du
hoan thi¢n hogc khong dii diéu kign | XU 1y ho so thio  Giay

gidi quyét, phai tir chdi thi guri théng ching  nhan



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

120

bao vé tinh trang hd so toi Trung két hon hoic
tdm hanh chinh cong dé thong bao Dy thdo Vin
cho ngudi ndp ho so; ban thong bao
- Trudng hop can phai kiém tra, xac khong du dicu
minh lam rd hoac do nguyén nhéan kién dang ky
khac ma khong thé tra két qua dung lai két hon

thoi gian da hen thi 1ap Phiéu xin 16i
va hen lai ngay tra két qua, trong do
néu rd 1y do cham tra két qua va thoi
gian hen tra két qua, chuyén Trung
tdm hanh chinh cdng dé tra cho
nguoi co yéu cau (néu ngudi co yéu
cau lya chon hinh thic ndp hd so
truc tlep), hoac gtri Phiéu xin 16i va
hen lai ngay tra két qua qua thu dién
tir hodc glii tin nhan qua dién thoai
di dong cho ngudi co yéu cau (néu
ngudi c6 yéu cau lya chon hinh thirc
nop ho so truc tuyén).

- Néu du diéu kién:

+ Truong hop tiép nhan ho so theo
hinh thae truc tiép: Thyuc hién viéc
ghi vao So6 diang ky két hon, cap nhat
thong tin dang ky lai két hon va luu
chinh thirc trén Phan mém dang ky,
quan ly ho tich dién tir dung chung.
+ Truong hop tiép nhan ho so theo
hinh thic truc tuyén: Gui lai biéu
mau Gidy chung nhan két hon dién
tir voi thong tin day du cho ngudi
yéu cau qua thu dién tir hodc thiét bi
s0.

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

Néu nguoi c6 yéu cidu xic nhan
thong tin da thong nhat, day du hoic
khong c6 phan hoi sau thoi han yéu
cau thi thuc hién viéc ghi vao So
dang ky két hon, cap nhat thong tin
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dang ky lai két hon va luu chinh thic
trén Phan mém dang ky, quan 1y ho
tich dién tor dung chung.

- Néu khong du diéu kién: Dy thao
van ban thong bao khong du diéu
kién;

Trinh 1anh dao Phong Tu phap,
chuyén t6i B7.

B4.2. Truong hop viéc dang ky két
hon trudc déy thuc hién tai Uy ban
nhan dan cap xa hoac S¢ Tu phép thi

dy thdao van ban dé nghi Uy ban Slf?g}fél gg 01 ngay Xal?i XZ:r;ifg
nhan dan cap x&/S6 Tu phap noi y st
dang ky két hon trude day kiém tra,
xac minh vé viéc luu gilr s6 ho tich.
B5 Uy ban nhan dan cap x4 hodc S¢ Tu S;li\(]) [é)ccgg 20 naa Van ban tra
phap tra 101 két qua xac minh. o gay 101 xac minh
Tu phap
Mau 05 va Du
Sau khi ¢6 két qui xac minh hodc thao Gidy
hét thoi han dé nghi ma khéng nhan | chimg  nhén
duoc van ban tra 101: Cong chire ay | ket hon hodc
B6 : 17 1A 01 ngay 9 :
Thuc hién nhu B4.1 xirly ho so Van - ban
N ; ) thong bao
Trinh 1anh dao phong xem xé&t. khong du diéu
kién
Mau 05 va Dy
7 ’ thao Giay
Kiém tra két qua thyc hién, duyét, Lanh dao cl}fmg nhan
g7 |truc tiép hodc giao cong churc xur ly Phone Tu | 01 nad két hon hodc
hé so trinh lanh dao UBND cép hég 93 | Van ban thong
huyén. Prap béo khong di
diéu kién da
duyét/ky nhay
. 1A v eas £ , \ Lanh dao Mau 05 va
B8 I(;?:’nl;et qua gidi quyét thu tuc hanh UBND 01ngdy |Gidy chimg

cap huyén

nhan két hon
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hoac Van ban

théng bao
khong du diéu
kién

Mau 05, 06 va
Giay  chung

Phat hanh vin ban va tra két qua cho | Van thu; nhan két hon
B9 | Phong Tu phap dé chuyén cho Trung Phong Tu 02 gi6 | hodc Van ban
tam Hanh chinh cong. phap thong bao
khong du diéu
kién
Mau 01 kém
Gidy  ching
Chuyén ngudi dén ky S0, Ky 8N VA0 | o e | Gig hapy | PhAD ket hon
B10 | Giay chung nhan két hon va tra két . hodc Van ban
, A TN&TKQ | chinh A .
qua cho ca nhan. thong béo
khong du diéu
kién
* Truong hop dén hen nhung chua co két qua, trong thoi gian cham nhét 01
ngay trudc ngay hét han xur ly tra két qua, Phong Tu phap tham muu UBND
cap huyén ban hanh phiéu xin 18i va hen lai ngay tra két qua dé guri cho to churc,
ca nhan.
* Trong qua trinh giai quyét ho so nguoi co trach nhiém thuc hién can thuc
hién dong thoi cac thao tac tiép nhan/chuyen/tra hé so, két qua giai quyét trén
phan mém Hé thong thong tin giai quyét thii tuc hanh chinh ctia tinh véi cac
budc trong quy trinh.
3 | BIEUMAU
@j
Mau 01 Mau 01.docx
Giéy tiép nhéan ho so va hen tra két qua
@j
Mau 02 Mau 02.docx
Phiéu yéu ciu bo sung hoan thién ho so
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@j

Mau 03 Mau 03.docx
Phiéu tir choi ti€ép nhan giai quyét hd so
« -
Mau 04 M3u 04.doc
Phiéu xin 15i va hen lai ngay tra két qua
]
Mau 05 Mau 05.docx
Phi€u kiém soat qua trinh giai quyét ho so
o
Mau 06 M&u 06.docx
S6 theo doi ho so
.
BM.HT.10.01 BM.HT.10.01.doc
To khai dang ky lai két hon
Mau hé tich dién tir tu'ong,tdc dang ky lai két hon (néu nop ho
so theo hinh thirc tryc tuyén)
BM.HT.10.02 W :
BM.HT.10.02.docx
HO SO LUU

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

Ho so dau vao theo muc 2.3;

S6 dang ky két hon;

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

Vién ban dé nghi x4c minh; Van ban tra 161 x4c minh (néu co);

Phian mém http://hotichdientu.moj.gov.vn; Hé thong thong tin giai quyét th
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tuc hanh chinh cua tinh.

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

11. Thi tuc déing Ky lai khai tir cé yéu t6 nwéc ngoai

KY HIEU QUY TRINH QT.HT.11

NOI DUNG QUY TRINH

2.1

Piéu kién thue hién TTHC:

Vi¢e dang ky khai tir cua cong dan Viét Nam dinh cu ¢ nude ngoai hodc cua
nguoi nudc ngoai da dang ky tai co quan c6 thdm quyén cua Viét Nam trude
ngay 01/01/2016 nhung S6 dang ky khai tir va ban chinh Giay ching tir déu bi
mat.

2.2

Cach thirc thye hién TTHC:

- Nguoi ¢6 yéu cau ding ky lai khai tur tryc tiép thuc hién hoic ty quyén cho
ngudi khac thuc hién ndp hd so truc tiép tai Trung tdm hanh chinh cong cap
huyén;

- Guri ho so qua hé théng buu chinh hoic ndp hd so truc tuyén trén Cong dich
vu cong qudc gia (https://dichvucong.gov.vn) hoic Hé théng thong tin giai
quyét thu tuc hanh chinh cua tinh (https://dichvucong.hatinh.gov.vn).

2.3

Ban Ban

Thanh phan ho so, bao gom: chinh | sao

To khai dang ky lai khai tir, theo mdu BM.HT.11.01 (néu
nguoi cd yéu cau lya chon ndp hod so theo hinh thurce truc tiép);

Mau hé tich dién tir twong tac thuc hién dang ky lai khai tu,
trong d6 c6 cam doan cac thong tin cung cép 1a dang sy that,
khong con ban chinh Giéy chimg tr/Trich luc khai tir, dd nop
du cac giéy to hién c¢6 va chiu hoan toan trach nhiém trudc
phap luat vé nodi dung cam doan cta minh (do ngudi yéu ciu
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cung cap thong tin theo hudng dan trén Cong dich vu cong néu
nguoi co yéu cau lya chon ndp hd so theo hinh thirc truc
tuyén);

Nguoi ¢6 yéu cau ding ky lai khai tir thuc hién viéc ndp/xuat
trinh (theo hinh thirc truc ti€p) hoac tai Ién (theo hinh thuc truc
tuy€n) cac gidy to sau:

* Gidy to phdi ngp:

Gidy chimg tir duoc cip hop 18 trudc ddy. Néu khong co ban
sao Gidy chuing tir thi ndp ban sao ho so, gidy to lién quan co X
ndi dung ching minh su kién chét;

Truong hop iy quyén cho ngudi khic 1am thay thi phai ¢6 van
ban uy quyén duoc chimg thuc theo quy dinh cta phap lut.
Truong hop nguoi duoc uy quyén la 6ng, ba, cha, me, con, vo, X
chdng, anh, chi, em rudt ciia ngudi Gy quyén thi vin ban uy
quyén khong phai ching thuc;

Gidy to chimg minh thudc gia dinh nguoi co cong voi cach
mang, ngudi thudc ho ngheéo, ngudi khuyét tat (néu co);

* Gidy to phdi xudt trinh:

Mot trong cac gidy to chimg minh nhan than 13 Gidy Ching
minh nhan dan, Thé cin cudc cong dan, HO chiéu hodc gidy to
khac co dan anh va thong tin ca nhén do co quan c6 tham quyén
cap, con gia tri st dung ctia ngudi yéu cau dang ky lai khai tir.
Truong hop céac thong tin ca nhan trong cac gidy to nay di co
trong Co sé dit liéu Quéc gia vé dan cu, Co so dir liéu ho tich |  x
dién tir, dugc hé théng dién tu dong thi khong phai xuat trinh
(theo hinh thtrc tryc tiép) hodc tai 1én (theo hinh thirc truc
tuyén).

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

*Luuy:

- Doi vei gidy to nop, xuat trinh néu ngudi yéu cau ndp ho so theo hinh thirc tryc
tiep:

+ Trudng hop ngudi yéu cau ndp gidy to 1a ban sao dugc cép tir s6 gbc hoic
ban sao dugc ching thyc tir ban chinh thi ngudi ti€ép nhan hé so khong dugc




126

yéu cau xuét trinh ban chinh; néu nguoi yéu cau chi ndp ban chup va xuit trinh
ban chinh thi nguoi tiép nhan hd so kiém tra, ddi chiéu ban chup voi ban chinh
va ky vao ban chup xac nhan vé viéc da d6i chiéu noi dung gidy to d6, khong
dugc yéu cau ngudi di ding ky ndp ban sao co chl'rng thuc gidy to do.

+ Truong hop phap luat quy dinh xuat trinh glay to khi dang ky ho tich, nguoi
tiép nhan co trach nhiém kiém tra glay t& xudt trinh, doi chleu v6i thong tin
trong To khai va tra lai cho nguoi xuét trinh, khong dugc yéu cau nguodi dang
ky ho tich nop thém ban sao gidy to d6. Nguoi tiép nhén c6 thé chyp 01 ban
gidy to xuét trinh hodc ghi lai thong tin cta gidy t& xuat trinh dé luu hd so.

+ Glay t& do co quan c6 tham quyén ctia nudc ngoai cip, cong chimg hodc xac
nhan dé st dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phap hoa
lanh sw, trir truong hop duge mién theo diéu udc qubc te ma Viét Nam la thanh
vién; gidy to bang tiéng nudc ngoai phai duoc dich ra tiéng Viét va cong chimg
ban dich hoac chung thyc chit ky nguoi dich theo quy dinh cua phép luét.

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

+ Truong hop giri ho so qua hé thong buu chinh thi phai gii kém theo ban sao
c6 chimg thyc cac gidy to phai xuat trinh.

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

- Péi voi gidy to giri kém theo néu ngudi yéu cau ndp hd so theo hinh thirc tryc
tuyén‘

+ Ban chuyp cac glay to gui kem theo hd so ding ky lai khai tir truc tuyén phai
bao dam rd nét, day du, toan ven vé ndi dung, la ban chup bang may anh, dién
thoai hoac duoc chup, duoc quet bang thiét bi dién tu, tir giady to dugc cap hop
18, con gia tri str dung; néu 1a gidy t& do co quan co tham quyén nudc ngoai cap
thi phai dugc hop phap hoa lanh sy, dich sang tleng Vi¢t theo quy dinh, tru
trudng hop duge mién hop phap héa 1anh su.

+ Truong hop gidy t0, tai liéu phai giri kém trong hd so ding ky lai khai tir truc
tuyén d3 c6 ban sao dién tir hodc da c6 ban dién tir gidy to ho tich thi ngudi yéu
cau duge st dung ban dién tir nay.

+ Khi dén co quan diang ky ho tich nhén két qua (Trich luc khai ti/ban sao
Trich luc khai ti), ngu:ol c6 yéu cau dang ky lai khai tir phai xuat trinh gidy to
tuy than, ndp cac gidy to 1a thanh phan ho so dang ky lai khai tir theo quy dinh
phap luat ho tich.

Truong hop ngudi co yéu cau dang ky lai khai tir khong cung cap duoc gidy to
néu trén theo quy dinh hodc gidy td ndp, xuat trinh bi tiy xoa, stra chira, lam gia
thi co quan diang ky ho tich c6 tham quyén hity bo két qua dang ky lai khai tir.

2.4

S6 lwong ho so: 01 bd
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2.5

Thoi han giai quyét:
Trong thoi han 05 ngay lam viéc, ké tu ngay nhan du hd so hop 1é. Truong hop
can phai xdc minh thi thoi han giai quyét khong quéa 10 ngay lam viéc.

2.6

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

- Trung tdm Hanh chinh céng cap huyén.

- Cong dich vu cong quéc gia https://dichvucong.gov.vn hogc Hé thong thang tin
giai quyet TTHC tinh Ha Tinh http://dichvucong.hatinh.gov.vn (chi tiép nhan ho
SO).

2.7

Co quan thyc hién: Phong Tu phép tjép nhan ho so va tham muu Cha tich Uy
ban nhan dan cap huyén xem xét, quyét dinh.

Co quan c6 thaim quyén quyét dinh:

- Uy ban nhan déan cip huyén, noi da dang ky khai tir trudc day thuc hién dang
ky lai khai tir;

- Truong hop khai tir trude day duoc dang ky tai Uy ban nhén dan cap x4 thi
viéc dang ky lai khai tir do Uy ban nhan dan cap huyén cép trén thuc hién;

- Truong hop viée dang ky khai tu trude day thuc hién tai Uy ban nhan dén cap
tinh hoac So Tu phap thi Uy ban nhan dan cap huyén noi cu tra ctia ngudi yéu
cau thue hién; néu nguoi yéu cau khong cu tra tai Viét Nam thi Uy ban nhan
dan cp huyén noi c6 try sé hién nay ctiia S¢ Tu phap thuc hién dang ky lai khai
tu.

Co quan dwoe iy quyén: Khong.

Co quan phéi hop: Co quan quan Iy Co sé dit liéu Qudc gia vé dan cu.

2.8

Poi twong thue hién TTHC: Cé nhan

2.9

Két qua giai quyét TTHC:
- H6 so du diéu kién:
+ Trich luc khai tir (ban chinh), ban sao Trich luc khai ttr (néu c6 yéu cau).

+ Bdn dién tir Trich luc khai tir (Ban dién tir sé tw dong giri vé Kho quan Iy dir
lieu cua ca nhan/dia chi thu dien tit/thiét bi s6/dién thoai ciia nguoi yéu cau sau
khi @@ hoan tat thi tuc dang ky lai khai tir tai co quan dang ky hé tich).

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

2.10

Quy trinh xir ly cong viéc

TT

Trinh tw Tréach Thoi Biéu
nhiém gian | mau/Ket qua
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Bl

1. Tiép nhan ho so.

- Tiép nhan hd so tryc tiép tir ca nhan
hoac tir hé théng buu chinh hoac trén
Cong dich wvu cong qubc gia
(https://dichvucong.gov.vn) ~ hoac  HE
thong thong tin giai quyét thu tuc hanh
chinh cla tinh
(https://dichvucong.hatinh.gov.vn)

2. Can bd TN&TKQ kiém tra hd so:

- Néu hd so chwa diy du hodc khong
hop 1é: Huéng dan hoidc thong bao bang
van ban cho ca nhan bo sung, hoan thién
hé so. Truong hop khong bod sung, hoan
thién dugc hd so thi théng bao tir choi
giai quyét ho so.

- Néu hd so ddy du, hop 16: Lam tha tuc
tiép nhan ho so, thu phi, 16 phi theo quy
dinh, co6 Phleu hen, tra két qua cho
nguoi co yéu cau (néu nguoi co yéu cau
Itra chon hinh thirc ndp hd so truc tiép)
hodc giri ngay Phiéu hen, tra két qua qua
thu dién tir hodc giri tin nhan hen tra két
qua qua dién thoai di dong cho nguoi co
yéu cau (néu nguoi co yeu cau lya chon
hinh thtrc ndp ho so truc tuyén).

Sau khi tiép nhan ho so theo hinh thuc
nop truc tiép, cong chirc TN&TKQ thyc
hién s6 hoa (sao chup, chuyen thanh tai
liéu dién tir trén hé thong thong tin, co
so dir lidu) va ky sd vao tai liéu, hd so
giai quyét thu tuc hanh chinh di duoc sb
hoa theo quy dinh.

Cong chuc
TN&TKQ

Gio
hanh
chinh

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

B2

Chuyén ho so cho Phong Tu phap dé xir
ly.

Cong chtic
TN&TKQ

02 gid

Méu 01, 05;
ho so kém
theo

B3

Phan cong cong chirc xtr 1y ho so.

Lanh dao
Phong Tu
phap

04 gid

Mau 05; hd so
kem theo
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B4

Kiém tra, xem xét ho so:

- Trudng hop hd so can bd sung, hoan
thién hoac khong du diéu kién giai quyet
phai tr chdi thi g thong bao vé tinh
trang h6 so téi Trung tdm Hanh chinh
cong dé thong bao cho ngudi ndp hod so;

+ Trudong hop can phai kiém tra, xéac
minh l1am rd hoac do nguyén nhan khac
ma khong thé tra két qua dung thoi gian
d3 hen thi 14p Phiéu xin 16i va hen lai
ngay tra két qua, trong d6 néu rd 1y do
cham tra két qua va thoi gian hen tra két
qua, chuyén Trung tdm Hanh chinh céng
dé tra cho ngudi c6 yéu cau (néu ngudi
co yeu cau lya chon hinh thic nop hd so
truc tiép), hodc giri Phiéu xin 16i va hen
lai ngay tra két qua qua thu dién tir hodc
gui tin nhan qua di¢n thoai di dong cho
ngudi cé yéu cau (néu ngudi c6 yéu cau
lga chon hinh thic ndp hd so truc
tuyén).

- Néu du diéu kién:

+ Truong hop tiép nhan hd so theo hinh
thirc truc tiép: Thuc hién viéc ghi vao SO
dang ky khai tir, cap nhat thong tin dang
ky lai khai tir va luu chinh thic trén
Phan mém dang ky, quan 1y ho tich di¢n
tir dung chung.

+ Truong hop tiép nhan hd so theo hinh
thire truc tuyén: Gui lai biéu mau Trich
lyc khai tir dién tir voi thong tin day du
cho nguoi yéu cau qua thu dién tir hodc
thiét bi s6.

Nguoi yéu cau co trach nhiém kiém tra
tinh chinh xac, day du cila cac thong tin
trén biéu mau Trich lyc khai tir dién tur
va x4c nhan (t6i da mot ngay).

Néu nguoi cd yéu cau xac nhan thong
tin da thong nhat, day du hosc khong co
phan hdi sau thoi han yéu cau thi thyc
hién viéc ghi noi dung vao S6 dang ky

Cong chirc
xtr 1y ho so

02
ngay

Miu 04 (néu
c6), 05; du
thao Trich luc
khai tor hoac

Vian ban
théng béo
khong du diéu
kién
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khai tr, cap nhat thong tin dang ky lai
khai ttr va luu chinh thire trén Phan mém
dang ky, quan 1y hd tich di¢n ti dung
chung.

- Néu khéong du diéu kién: Du thao Vin
ban théng bao khong du diéu kién;

Trinh lanh dao Phong Tu phéap, chuyén
dén BS.

Truong hop can thiét thi tién hanh xac
minh bang van ban hodc truc ti€p xac

Van ban dé
nghi Xac
minh, Van

minh. Sau khi ¢6 két qua xac minh, thuc Cong chirc 05 | ban xac minh
hién nhu B4. xtr Iy ho so | ngdy | thdng tin/bién
Trinh lanh dao Phong Tu phéap, chuyén ban két qua
dén budc B6. x4c minh (néu
co)
Mau 05; du
thao Trich luc
< A , . A ~ khai t& hoac
Kiém tra két qua thuc hi¢n, duyét, truc | Lanh dao - ;
iy - . A . 01 |Van ban
B6 | ti€p hodc giao cong chirc xir Iy hd so | Phong Tu X A .
trinh lanh dao UBND cAp huyén phap ngay |thong  — bao
‘ T khong du diéu
kién da
duyét/ky nhay
Mau 05; Trich
; ; Lanh dao lyc kha1 tir
B6 Ky két qua giai quyét thu tuc hanh UBND o4 01 | hoac Vian ban
g cap X o .
chinh. huvén ngay | thong bao
% khong du didu
kién
Mau 05, 06 va
Phat hanh vén ban va trd két qua cho| Vanthu glcllllogic lilh;
B6 | Phong Tu phap d€ chuyén cho Trung | Phong Tu | 02 gio |, A .
tam Hanh chinh cong phap ban thong bao
' khong du diéu
kién
B9 | Chuyén ngudi dan ky SO va tra két qua | Cong chitc | Gio | Mau 01, 06;
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cho ca nhan.

TN&TKQ | hanh | Trich luc khai
chinh | tr hoac Van
ban thong bao
khong du diéu
kién

* Truong hop dén hen nhung chua co két qua, trong thoi gian cham nhat 01
ngay trudc ngay hét han xu 1y, Phong Tu phap tham muu UBND cap huyén ban
hanh phiéu xin 15i va hen lai ngay tra két qua dé gui cho té chirc, c& nhan.

* Trong qua trinh giai quyét hd so nguoi cd trach nhiém thuc hién can thyc hién
dong thoi cac thao tac tiép nhan/chuyén/tra hd so, két qua giai quyét trén phan
mém Hé thong thong tin giai quyét thii tuc hanh chinh cua tinh véi cac budc

trong quy trinh.

BIEU MAU
. =
Mau 01 Mau 01.doc
Giay tiép nhan ho so va hen tra két qua
. =
Mau 02 Mau s6 02.doc
Phiéu yéu cau bo sung hoan thién ho so
. =
Mau 03 M3u 03.doc
Phiéu tir choi ti€p nhan giai quyét hd so
. =
Mau 04 Ma&u 04.doc
Phiéu xin 101 va hen lai ngay tra két qua
. -
Mau 05 M3&u sé 05.doc
Phiéu kiém soat qué trinh gidi quyét ho so
. =
Mau 06 Mau s6 06.doc

S6 theo ddi hd so
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BM.HT.11.01 BM.HT.11.01.doc

To khai dang ky lai khai tu

Mu hg tich dién tir twong tac thirc hién déng ky lai khai tir (néu
nop ho so theo hinh thirc truc tuyén).
BM.HT.11.02 E

BM.HT.11.02.docx

HO SO LUU

Mau 01; 02, 03, 04 (nef:u c0), 06 Iuu tai Trung tam Hanh chinh cong cép huyén.
Mau 01, 05 luu theo ho so;

Ho so dau vao theo muc 2.3;

S6 dang ky khai tir;

Vin ban dé nghi xdc minh, Van ban xac minh théng tin/bién ban két qua xac
minh (néu cod);

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

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

Hb so duoc luu tai Phong Tu phép, thoi gian luu trit thue hién luu theo quy dinh cua
Luat Ho tich va cac van ban huong dan thi hanh. Sau khi hét han, chuyén ho so xubng
don vi luu trir cia UBND cép huyén va luu trit theo quy dinh hién hanh.

12. Thii tuc thay doi, cai chinh, b6 sung thong tin h tich, xac dinh lai dén tdc

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



http://hotichdientu.moj.gov.vn/
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- Vi¢c cai chinh ho tich chi dugc giai quyét sau khi xac dinh c6 sai sot trong
dang ky ho tich; khong cai chinh ndi dung trén gidy to ho tich da duoc cip hop
1¢ nham hop thirc hoa thong tin trén ho so, gidy to c4 nhan khéc.

- Gidy to ho tich dugc cap hop 18 ké tur ‘ngay 01/01/2016 ma thong tin h¢ tich
con thleu thi dugc bd sung, néu cd gidy to, tai liéu do co quan, té chiic cd
tham quyén cap hop 1¢ chimg minh.

Yéu cau ghi bd sung quéc tich Viét Nam chi thuc hién doi véi giéy to ho tich
duoc cap ké tir ngay 01/01/2016, sau khi di xac dinh nguoi yéu cau dang cd
quéc tich Viét Nam theo quy dinh cua Luat Qué)c tich Viét Nam.

2.2

Cach thirc thye hién TTHC:

- Nguoi co yéu cau thay doi, cai chinh, bo sung thong tin ho tich, xac dinh lai
dan toc truc tiép thuc hién hodc uy quyen cho nguoi khac thuc hién nop hd so
tryc tiép tai Trung tdm hanh chinh céng cap huyén;

- 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) hodc Hé thdng giai quyét thu tuc
hanh chinh cua tinh (https://dichvucong.hatinh.gov.vn).

2.3

Ban Ban

Thanh phan ho so, bao gom: chinh | sao

- To khai dang ky viéc thay doi, cai chinh, b6 sung thong tin
ho tich, xac diph lai dan tdc (tl}eo mau BM.HT.12.01) (péu X
nguoi co yéu cau lua chon nop ho so theo hinh thure truc tiép);

- Mdu hé tich dién tir twong tac thuc hién dang ky thay doi,
cdi chinh, bo sung thong tin ho tich, xdac dinh lai dan toc (do
nguoi yéu cdu cung cdp thong tin theo hudng dan trén Cong
dich vu cong, néu nguoi co yéu cau lira chon nép hé so theo
hinh thirc triec tuyén);

- Ngudi ¢ yéu cau dang ky thay doi, cai chinh, bo sung thong
tin ho tich, xac dinh lai dan toc thyc 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:

- Céac gidy to co lién quan dén viéc thay d6i, cai chinh, bd
sung thong tin ho tich, xac dinh lai dan tdc;
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- Truong hop uy quyén cho nguoi khac 1am thay thi phai co
van ban uy quyén duoc chimg thuc theo quy dinh cua phap
luat. Truong hop nguoi duge uy quyén 1a ong, ba, cha, me, X
con, V@, chong, anh, chi, em rudt ctia nguoi uy quyén thi vin
ban uy quyén khong phai chiing thuc;

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

* Gidy to phdi xudt trinh:

- Mot trong cac gidy to ching minh nhan than 1a Gidy
CMND, Thé cin cudc cong dan, HO chiéu hodc gidy to khac
c6 dan anh va thong tin c4 nhan do co quan cé thim quyén
cap, con gia tri st dung cua ngudi yéu cau. Truong hop céac
thong tin c4 nhan trong cac gidy to nay di co trong Co s dir
liéu Qubc gia vé dan cu, Co s& dit liéu ho tich dién tir, dugc
hé théng dién ty dong thi khong phai xuat trinh (theo hinh
thire truc tiép) hodc tai 1én (theo hinh thirc truc tuyén);

- Gidy to ¢o gia tri ching minh thong tin vé cu trG trong
truong hop co quan ding ky ho tich khong thé khai thac dugc
thong tin vé noi cu tra cta cong dan theo cac phuong thirc
quy dinh tai khoan 2 Diéu 14 Nghi dinh sé 104/2022/ND-CP
ngay 21/12/2022 cia Chinh phii. Truong hop cac théng tin vé | X
gidy to chtirmg minh noi cu tra dd dugc khai thac tir Co s& dit
liéu qudc gia vé dan cu bang cic phuong thirc nay thi nguoi
c6 yéu cau khong phai xuat trinh (theo hinh thurc truc tiép)
hodc tai 1én (theo hinh thirc tryc tuyén).

Truong hop gui hd so qua hé thong buu chinh thi phai gui
kém theo ban sao c¢6 chung thuc cac giay to phai xuat trinh
néu trén.

*Luuy:

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

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

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

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

- Truong hop gui ho so qua hé thong buu chinh thi phai gui kem theo ban sao
c6 chang thuc cac gidy to phai xuat trinh.

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

+ Ban chup cac gidy to guii kém theo hd so ding ky thay d6i, cai chinh, bo
sung thong tin ho tich, xac dinh lai dan toc truc tuyén phai bao dam ro nét, day
du, toan ven vé noi dung, la ban chup bang may anh, di¢n thoai hodc dugc
chup, dugc quet bang thiét bi dién tir, tr gidy to dugc cap hop 1¢, con gia tri sur
dung; néu 1a gidy to do co quan cd tham quyén nudc ngoai cdp thi phai dugc
hop phap hoéa lanh sy, dich sang tiéng Viét theo quy dinh, trir truong hop duoc
mién hgp phap hoa lanh sy

+ Truong hop gidy to, tai lidu phai giri kém trong ho so dang ky thay doi, cai
chinh, bo sung théng tin ho tich, xac dinh lai dan toc tryc tuyen da c6 ban sao
dién tir hoac da c6 ban dién tur glay to hd tich thi ngudi yéu cau duoc s dung
ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Trich luc thay doi/cai chinh/
bd sung thong tin ho tich/xac dinh lai dan tdc/ban sao Trich luc thay d6i/ cai
chinh, b6 sung thong tin ho tich/ xac dinh lai dan toc), ngudi cd yéu ciu ding
ky thay d6i, cai chinh, b6 sung thong tin ho tich, xac dinh lai dan toc xuat trinh
gidy to tuy than, ndp ban chinh cic gidy to 1a thanh phan ho so dang ky thay
d6i, cai chinh, bo sung thong tin ho tich, xac dinh lai dan toc theo quy dinh
phap luat ho tich.

Trudng hop ngudi co yéu cau dang ky thay déi, cai chinh, bd sung thong tin
ho tich, xac dinh lai dan toc khong cung cap dugce gidy t& néu trén theo quy
dinh hodc gidy to nop, xuat trinh bi tay X0a, sua chira, lam gia thi co quan
dang ky ho tich c6 tham quyén hity bo két qua ding ky thay doi, cai chinh, bd
sung thong tin h tich, xac dinh lai dan tdc.

2.4

S6 lwong hd so: 01 bd

2.5

Thoi han giai quyét:
- Ngay trong ngay lam viéc d6i voi viéc bo sung thong tin ho tich, truong hop
nhan hd so sau 15 gid ma khong giai quyét duoc ngay thi tra két qua trong
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ngay lam viéc tiép theo.

- 03 ngay lam viéc ddi voi viée thay ddi, cai chinh thong tin ho tich, xac dinh
lai dan toc. Truong hop can phai xac minh thi thoi han dugc kéo dai khong
qua 06 ngay lam viéc.

2.6

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

- Trung tdm Hanh chinh cong cap huyén.

- Cong dich vu cong qudc gia https://dichvucong.gov.vn hoic Hé théng thong
tin giai quyét TTHC tinh Ha Tinh http://dichvucong.hatinh.gov.vn (chi tiép
nhan ho so).

2.7

Co quan thwe hién: Phong Tu phép tiép nhan hd so va tham muu Cha tich
Uy ban nhéan dan cép huyén xem xét, quyét dinh.

Co quan c6 tham quyén quyét dinh:

- Uy ban nhéan dan cap huyén noi da dang ky ho tich trude day hodc noi cu tra
clia ngudi nudc ngoai giai quyét viéc cai chinh, bo sung thong tin ho tich cua
ngudi nude ngoai di dang ky ho tich tai co quan c¢6 thAm quyén cua Viét Nam.

- Uy ban nhédn dan cdp huyén noi di ding ky ho tich trude day giai quyét viée
thay doi, cai chinh, bo sung thong tin ho tich, xac dinh lai dan toc cho ngudi
Viét Nam dinh cu ¢ nudc ngoai.

- Uy ban nhan dan cép huyén noi da ding ky ho tich trude day hodc noi cu tra
clia c4 nhan giai quyét viéc thay ddi, cai chinh thong tin ho tich cho céng dan
Viét Nam tir du 14 tudi trd 1én cu tra trong nudc; xac dinh lai dan tdc.

- Uy ban nhan dan cap huyén noi da dang ky khai tir trudc ddy thuc hién viéc
cai chinh ndi dung dang ky khai tir trong Trich lyc khai tir hoac Gidy chimng tir.

- Truong hop thay ddi, cai chinh, bd sung théng tin ho tich, xac dinh lai dan
toc ma viéc ho tich trude day duge dang ky tai S& Tu phap thi tham quyén giai
quyét duoc xac dinh nhu sau:

+ Truong hop nguoi yéu cau 1a cong dan Viét Nam cu tri ¢ nudc ngoai thi Uy
ban nhan dan cip huyén noi cu tra trude khi xuat canh thuc hién thay doi, cai
chinh, b6 sung thong tin ho tich, x4c dinh lai dan tdc;

+ Truong hop nguoi yéu cau 1a nguoi nude ngodi cu tra tai Viét Nam thi Uy
ban nhan dan cip huyén noi cu tri ciia ngudi d6 thuc hién cai chinh, bo sung
thong tin ho tich.

+ Truong hop nguoi yéu cau 1a nguoi nude ngoai khong cu tra tai Viét Nam
thi Uy ban nhan dan cap huyen noi co tru sé cua S& Tu phap da dang ky viéc
ho tich trudc day thuc hién cai chinh, bo sung thong tin hd tich.

Co quan dwoe iy quyén: Khong.
Co quan phdi hop: Co quan quan Iy Co sé dit liéu Qudc gia vé dan cu.
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2.8 | Poi twong thue hién TTHC: Cé nhan

Két qua giai quyét TTHC:

- Ho so du diéu kién:

+ Trich luc thay ddi/cai chinh/bd sung thong tin hg tich/xac dinh lai dan toc
(ban chinh), ban sao Trich luc thay d6i/cai chinh/bd sung théng tin ho tich/xac
dinh lai dan toc (néu co yéu cau).

2.9 | + Ban dién tir Trich luc thay d@éi, cai chinh, bé sung thdng tin hé tich, xdc dinh
lai dan téc (Bdn dién tir sé tw déng guri vé Kho quan Iy diz liéu ciia cd nhan/dia
chi thur dién tufthiét bi sé/dién thogi Ciia nguoi yéu cau sau khi da hoan tat thi
tuc déing ky thay doi, cai chinh, bé sung théng tin hé tich, xdc dinh lai dan téc
tai co quan dang ky hé tich).

- Ho so khong du diéu kién: Vian ban thong bao khong du diéu kién.
2.10 | Quy trinh xir ly cong viéc
TT | Trinh ty Trach | Thei | _ Bitw
: nhiém glan mau/Keét qua
1. Tiép nhan ho so.
- Tiép nhan ho so truc tiép tir ca nhan
hoac tir hé théng buu chinh hoac trén
Cong dich vu cong qubc gia
(https://dichvucong.gov.vn) hodc H¢
thong thong tin giai quyét thu tuc hanh
chinh cua tinh
(https://dichvucong.hatinh.gov.vn)
2. Can bo TN&TKQ kiém tra ho so: N
- Néu hd so chua day di hoic khong cong L Mau 91; 0?*
B1 |hop 1&: Hudng din hodc thong bdo | opge | 910 hanh | 03 (néu co),

bing van ban cho cd nhan bo sung, | TN&TKQ chinh 106 va ho so
hoan thién ho so. Truong hop khong theo muc 2.3
bd sung, hoan thién duoc ho so thi
thong béo tir chéi giai quyét ho so.

- Néu hd so day du, hop 16: Lam tha
tuc tiép nhan hd so, thu phi, 18 phi
theo quy dinh; co Phiéu hen, tra két
qua cho nguoi co yéu cau (néu nguoi
c6 y€u cau lya chon hinh thirc np ho
so tryc tiép) hodc gui ngay Phiéu hen,
tra két qua qua thu dién tir hodc gui
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tin nhan hen tra két qua qua dlen thoai
di dong cho ngu’cn coO yéu cau (neu
nguoi ¢6 yéu cau lya chon hinh thirc
nop ho so truc tuyén).

- Sau khi tiép nhan hd so theo hinh
thtc ndp truc tiép, cong chirc
TN&TKQ thuc hién s6 hoa (sao chup,
chuyén thanh tai liéu dién tuo trén hé
thong thong tin, co so dir liGu) va ky
s6 vao tai liéu, hd so giai quyét tha
tuc hanh chinh da dugc s6 hoa theo
quy dinh.

cong Mau 01, 05 va
B2 | Chuyén cho Phong Tu phéap dé xir 1y. chuc 1/2 gio> |hé so kém
TN&TKQ theo

Lanh dao x ;
A A A o1 1A o .. | Mau 05 va ho

B3 | Phan cOng cong chirc xur 1y ho so. Phong Tu | 01 gio s kém theo

phap
Kiém tra, xem xét hd so: Mau 04 (néu
- Truong hop ho so can bo sung, hodn co), 05; du
thién hodc khong du diéu kién giai thao Trich luc
quyét, phai tir chdi thi giri thong bao vé b6 sung hod
tinh trang ho so toi Trung tam Hanh - 04 gio | tich/dy  thao
chinh cong dé thong bao cho ngudi nop @bi voi Trich luc thay
ho so; bd sung doi/cai 7
- Truong hop can phai kiém tra, xac thong Chjnh/b@_ sung
minh lam r6 hodc do nguyén nhéan A tin) thong tin _h@
khac ma khong thé tra két qua dung ,Cong - 25 tich/xac dinh
B4 | thoi gian d3 hen thi lap Phiéu xin 15i chu:ck xur ly ngay " | lai dan toc/du
va hen lai ngay tra két qua, trong d6 ho so @i voi thao Van ban
néu 13 1y do cham tra két qua va thoi thay déi, | hong ~ bao
gian hen tra ket qud, chuyén Trung Cai chinﬁ khAong d}l dl?u
tam Hanh chinh cong dé tra cho nguoi thong kl;?n; Vin ba}n
c6 yéu cau (néu nguoi co yéu cau lua tin) d? nghi Xac
chon hinh thirc ndp hd so truc t1ep), minh, Van
hozc gui Phiéu xin 16i va hen lai ngay ban xac
minh/Bién

tra két qua qua thu dién tir hodc gui
tin nhan qua di¢n thoai di dong cho
nguoi c6 yéu cau (néu nguoi co yéu

ban két qua
xac minh (néu
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cau lia chon hinh thirc ndp hod so truc
tuyén).

- Truong hop bd sung thoéng tin ho
tich hodc thay ddi, cai chinh thong tin
ho tich khong can xac minh théng tin:
- Néu du diéu kién:

+ Truong hop tiép nhan hd so truc
tiép: Vao So thay ddi, cai chinh, bd
sung thong tin hd tich, xac dinh lai
dan tdc; Nhap dir li¢u vao phﬁn mém
ho tich, in du thao Trich luc thay
dbi/cai chinh/bé sung thong tin ho
tich/xac dinh lai dan toc;

+ Truong hop tiép nhan hd so truc
tuyén: Giri lai biéu mau Trich luc thay
d6i, cai chinh, b sung thong tin ho
tich, xac dinh lai dan toc dién to véi
thong tin ddy du cho nguoi yéu cau
qua thu dién tir hodc thiét bi so.

Ngudi yéu cdu cd trach nhiém kiém
tra tinh chinh xdc, day du cua cac
thong tin trén biéu mau Trich luc thay
d6i, cai chinh, b sung thong tin ho
tich, xac dinh lai dan tdc dién to va
xéac nhan (t6i da mot ngay).

Néu ngudi cd yéu cau xac nhan thong
tin da thong nhat, day di hodc khong
c6 phan hoi sau thoi han yéu cau thi
thuc hién viéc ghi ndi dung vao So
dang ky thay d6i, cai chinh, bd sung
thong tin ho tich, xac dinh lai dan toc,
cap nhat thong tin ding thay doi, cai
chinh, bd sung thong tin ho tich, xac
dinh lai dan toc va luu chinh thirc trén
Phan mém dang ky, quan 1y ho tich
dién t&r dung chung.

- Néu khong du diéu kién: Du thao
Vin ban thong bao khong du diéu
kién;

Trinh 1anh dao Phong Tu phap.
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Truong hop thay ddi, cai chinh ho
tich, xac dinh lai dan toc phtc tap thi
tién hanh x4c minh bang van ban hoic
truc tiép xac minh. Sau khi c6 két qua,
thuc hién nhu trén.

5,5 ngay

BS

Kiém tra két qua thuc hién, duyét,
truc tiép hoac giao cong chuc xur 1y ho
so trinh 1anh dao UBND céap huyén.

Lanh dao
Phong Tu
phap

01 gio

Mau 05; Trich
luc thay
doi/cai

chinh/bd sung
thong tin ho
tich/xac dinh
lai dan tdc
hodac Van ban
théng béo
khong du diéu
kién da duoc
duyét/ky nhay

B6

Ky két qua giai quyét thi tuc hanh
chinh.

Lanh dao
UBND
cap huyén

01 gio

Mau 05 va
Trich luc thay
doi/cai
chinh/bd sung
thong tin hg
tich/xac dinh
lai dan tOc
hodc Van ban
thong béo
khong du diéu
kién

B7

Phat hanh vén ban va tra két qua cho
Phong Tu phap dé chuyén cho Trung
tdm Hanh chinh cong.

Van thu;
Phong Tu
phap

1/2 gio

Mau 05, 06 va
Trich luc thay
doi/cai
chinh/bd sung
thong tin ho
tich/xac dinh
lai dan tOc
hoac Van ban
thong béao
khong du diéu
kién
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Mau 01, 06 va
Trich luc thay
ddi/cai  chinh/
bd sung théng

Chuyén nguoi dan ky SO va tra két CO[]g G106 hanh | tin hd tich/xac
B8 , 1A chuce ] : S A
qua cho ca nhan. TN&TKQ chinh | dinh lai dan
toc hoac Van
ban thong bao
khong du diéu
kién
* Trudng hop dén hen nhung chua ¢ két qua, Phong Tu phap tham muu
UBND cap huyén ban hanh phi€u xin 16i va hen lai ngay tra ket qua dé gui cho
to chirc, ca nhan.
* Trong qua trinh giai quyét ho sO nguoi ¢o trach nhiém thuc hi¢n can thuc
hién dong thoi cac thao tac tiép nhan/chuyen/tra ho so, két qua giai quyét trén
phan mém Hé thong thong tin giai quyét thu tuc hanh chinh cia tinh véi cac
budc trong quy trinh.
3 |BIEUMAU
Gidy tiép nhan ho so va hen tra két qua
Mau 01 IEJ
Mau 01.docx
=)
Mau 02 Mau 02.docx
Phiéu yéu cau bo sung hoan thién ho so
o]
Mau 03 Mau 03.docx
Phiéu tur choi tiép nhan gidi quyét ho so
"
Mau 04 Mau 04.docx
Phiéu xin 1i va hen lai ngdy tra két qua
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@j

Mau 05 Mau 05.docx
Phiéu kiém soat qua trinh giai quyét ho so
=
Mau 06 Mau 06.docx
S6 theo doi ho so
T& khai ding ky thay doi, cai chinh, bd sung thong tin ho
tich, xac dinh lai dan toc
BM.HT.12.01 e
BM.HT.12.01.doc
Mau ho tich dién tir tuong tdc thuc hién dang ky thay doi,
cai chinh, bo sung thong tin ho tich, xac dinh lai dan téc
(néu nop ho so theo hinh thirc tryec tuyén).
BM.HT.12.02

BM.HT.12.02.docx

4 |HOSOLUU

M';lu 01; 02, 03, 04 (né:u c6), 06 luu tai Trung tim Hanh chinh cong cdp huyén.
Mau 01, 05 luu theo ho so.

- Ho6 so dau vao theo muc 2.3;

- | SO dang ky thay doi, cai chinh, b6 sung thong tin ho tich, xac dinh lai dan toc;

minh (néu co);

Van ban dé€ nghi xac minh, Van ban xac minh thong tin/bién ban két qua xac

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

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

tuc hanh chinh cua tinh.

Hb so duoc luu tai Phong Tu phap, t~hb’i gian luu trit thuc hién luu thep quy dinh 91’1a
Luat Ho tich va cac van ban hudng dan thi hanh. Sau khi hét han, chuyén ho so xuong
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don vi luu trir cia UBND cép huyén va luu trir theo quy dinh hién hanh.

13. Thii tuc ghi vao so hd tich viéc két hon ciia cong din Viét Nam da dwoc

gidi quyet tai co quan c6 thaim quyén cia nwéc ngoai

KY HIEU QUY TRINH QT.HT.13

NOI DUNG QUY TRINH

2.1

Piéu kién thue hién TTHC:

- Viéc két hon gitra cong dan Viét Nam véi nhau hoac véi ngudi nude ngoai da
duoc giai quyet tai co quan co tham quyen cua nudc hgoai ¢ nudc ngoai duqC
ghi vao s6 ho tich néu tai thoi diém két hon, cac bén dap Gng du diéu kién két
hon va khong vi pham diéu cdm theo quy dinh caa Luat Hon nhan va gia dinh
Viét Nam;

- Néu vao thoi diém dang ky tai co quan c6 tham quyén nudc ngoai, viéc két
hon khong dap tng du diéu kién két hon, nhung khong vi pham diéu cam theo
quy dinh ciia Luat Hon nhan va gia dinh va vao thoi diém yéu cau ghi vao s6 ho
tich viéc két hon, hau qua da duoc khic phuc hoic viéc ghi chi két hén nham
bao vé quyén loi cta cong dan Viét Nam va tré em thi viéc két hon ciing duoc
ghi vao S6 ho tich.

* Yéu cau ghi cha két hon bi tir chdi trong cac truong hop sau:

- Viéc két hén vi pham diéu cAm theo quy dinh caa Luat Hon nhan va gia dinh;

- Cong dan Viét Nam két hon véi ngudi nudc ngoai tai co quan dai dién ngoai
giao, co quan dai dién lanh su nudc ngoai tai Viét Nam.

2.2

Cach thire thyc hién TTHC:

- Nguoi ¢6 yéu cau ghi cha két hon truc tiép thuc hién hodc Gy quyén cho nguoi
khac thuc hién nop hé so truc tiép tai Trung tdm hanh chinh cong cép huyén;

- Gui ho so qua hé théng buu chinh hoic ndp hd so truc tuyén trén Cong dich
vu cong qubc gia (https://dichvucong.gov.vn) hoic Hé théng thong tin giai
quyét thi tuc hanh chinh cua tinh (https:/dichvucong.hatinh.gov.vn).

2.3

Ban Ban

Thanh phan ho so, bao gom: chinh | sao




144

- To khai ghi chua két hén, theo mau BM.HT.13.01 (néu ngudi
c6 yéu cau lya chon ndp ho so theo hinh thirc truc ti€p);

- Mau hé tich dién tir twong tdc ghi vao S6 hé tich viéc két hon
(do nguoi yéu cau cung cdp thong tin_theo huong dan trén
Céng dich vu céng néu nguoi cé yéu cau lwa chon ngp hé so
theo hinh thirc truc tuyén);

- Ngudi ¢o yéu cau ghi chi két hon thyc hién viéc ndp/xuat
trinh (theo hinh thirc truc ti€p) hodc tai 1€n (theo hinh thirc truc
tuy€n) cac gidy to sau:

* Gidy to phdi ngp:

- Ban sao c6 chung thyuc gidy to ching nhén viéc két hon do co
quan c6 tham quyén cta nudc ngoai cap;

- Néu cong dan Viét Nam da ly hon hodc huy viée két hon tai
co quan c6 tham quyén nudc ngoai thi phai ndp Trich luc vé
viéc di ghi vao S6 ho tich viéc ly hén hodc huy viéc két hon
(Trich luc ghi chu ly hon).

- Truong hop uy quyén cho ngudi khac lam thay thi phai c6
van ban uy quyén dugc chimg thuc theo quy dinh cua phap
luat. Truong hop nguoi duge uy quyén 13 éng, ba, cha, me,
con, Vo, chong, anh, chi, em rudt cia nguoi ty quyén thi van
ban uy quyén khong phai chiing thuc.

- Giy to chimg minh thudc gia dinh c¢6 cong v6i cach mang;
nguoi thude ho ngheo; ngudi khuyét tat (n€u co);

* Gidy tor phdi xudt trinh:

- Mot trong céac gidy to chimg minh nhéan than 1a Gidy CMND,
Thé cin cudc cong dan, Ho chiéu hodc gidy to khac cé dan anh
va thdng tin ca nhan do co quan c6 thAm quyén cip, con gia tri
str dung ctia ngudi yéu cau ghi chi két hon. Trudng hop céc
thong tin c4 nhan trong cac gidy to ndy di c6 trong Co s& dir
lidu Qudc gia vé dan cu, Co sd dir liéu ho tich dién tir, dugc hé
thong dién tu dong thi khong phai xudt trinh (theo hinh thirc
truc tiép) hodc tai 1én (theo hinh thire truc tuyén);
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- Gidy to ¢6 gia tri ching minh thong tin vé cu tri trong trudng
hop co quan ding ky ho tich khong thé khai thac duoc thong
tin vé noi cu tra cua céng dan theo cac phuong thirc quy dinh
tai khoan 2 Diéu 14 Nghi dinh sb 104/2022/ND- CP. ngay
21/12/2022 ctia Chinh phu. Truong hop cac thong tin vé gidy X
to ching minh noi cu tr da duoc khai thac tr Co s& dir liéu
qudc gia vé dan cu bang cac phuong thirc nay thi ngudi cd yéu
cau khong phai xuat trinh (theo hinh thirc truc tiép) hodc tai 1én
(theo hinh thuc truc tuyén).

Truong hop giri hd so qua hé thdng buu chinh thi phai gui kém
theo ban sao c6 chig thyc cac giay to phai xuat trinh néu trén.

*Luuy:

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

+ Truong hop nguoi yéu cau ndp gidy to 1a ban sao duge cp tir s6 gbe hodc ban
sao dugc ching thuc tir ban chinh thi ngudi tiép nhan ho so khéng duge yéu cau
xuét trinh ban chinh; néu nguoi yéu cau chi ndp ban chup va xuat trinh ban chinh
thi nguoi tiép nhén ho so kiém tra, d6i chiéu ban chup vdi ban chinh va ky vao
ban chup xac nhan vé viéc di dbi chiéu ndi dung gidy to d6, khong dugc yéu cau
nguoi di dang ky ndp ban sao co6 chl'mg thuc giéy to do.

+ Truong hop phap luat quy dinh xuat trinh glay to khi dang ky ho tich, nguoi
tiép nhan co trach nhiém kiém tra glay to xuat trinh, doi chleu v6i thong tin
trong To khai va tra lai cho nguoi xudt trinh, khong dugc yéu cau ngudi ding
ky ho tich nop thém ban sao gidy to do. Nguoi tiép nhén co6 thé chyp 01 ban
gidy to xuat trinh hodc ghi lai thong tin cta gidy to xuat trinh dé luu ho so.

+ Glay td do co quan c6 tham quyén ciia nudc ngodi cap, cong ching hodc xac
nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phap hoa
lanh su, trir truong hop duge mién theo diéu udc quoc te ma Viét Nam la thanh
vién; gidy to bang tiéng nudc ngoai phai duoc dich ra tiéng Viét va cong chimg
ban dich hoac chung thyc chit ky nguoi dich theo quy dinh cua phép luat.

+ Ngudi tiép nhan cé trach nhiém tiép nhan ding, du hd so dang ky ho tich
theo quy dinh ctia phép luat ho tich, khong dugc yéu cau nguoi dang ky ho tich
ndp thém gidy to ma phap luat ho tich khong quy dinh phai ndp.

- Trudong hop gii hd 0 qua h¢ thong buu chinh thi phai gui kem theo ban sao
c6 chimg thuc cac gidy to pha1 xuét trinh.

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

+ Ban chup céc gidy to giri kém theo hd so ghi chi két hon truc tuyén phai bao
dam ro nét, dz‘iy du, toan ven vé ndi dung, 1a ban chuyp b?mg may anh, dién thoai
hodc dugc chup, dugc quét bﬁng thiét bi dién tu, tur giéy to duoc cép hop 1¢,
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con gia tri st dung; néu 13 gidy t& do co quan c6 thim quyén nude ngoai cap thi
phai duoc hop phap hoa lanh sy, dich sang tiéng Viét theo quy dinh, trir trudng
hop duoc mién hop phéap hoa lanh su.

+ Trudng hop gidy to, tai liéu phai giri kém trong hd so ghi cht két hon truc
tuyén d3 c6 ban sao dién tir hodc di c6 ban dién tir gidy to ho tich thi ngudi yéu
cau dugce st dung ban dién tir nay.

+ Truong hop nhén két qua (Trich luc ghi cha két hén/ban sao Trich luc ghi
chu két hoén) tai co quan dang ky h¢ tich, nguoi c6 yéu cau ghi cht két hon phai
xut trinh gidy t& tuy than, nop céc gidy to, tai liéu 1a thanh phan hd so ghi cha
két hon theo quy dinh phap luat ho tich.

2.4 | S6 lwong ho so: 01 bd

2.5 | Thoi han giai quyét: 05 ngay lam viéc, ké tir ngdy nhan di ho so hop 1¢.
Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:

56 | - Trung tam Hanh chinh cong cap huyén.

| - Cong dich vu cong qudc gia https://dichvucong.gov.vn hoic Hé thong thang

tin giai quyét TTHC tinh Ha Tinh http://dichvucong.hatinh.gov.vn.
Co quan thyc hi¢n: Phong Tu phap tjép nhan ho so va tham muu Chu tich Uy
ban nhan dan cap huyén xem xét, quyét dinh.

27 Co quan c6 thim quyén quyét dinh: Uy ban nhan dan cip huyén noi cu tr

" | cia cong dan Viét Nam.
Co quan dwoe iy quyén: Khong.
Co quan phéi hop: Co quan quan Iy Co sé dit liéu Qudc gia vé dan cu

2.8 | Poi twong thue hién TTHC: Ca nhan
Két qua giai quyét TTHC:

- Ho so du diéu kién:
+ Trich lyc ghi cha két hon (ban chinh); ban sao Trich luc ghi cha két hon (néu
co yéu cau).

2.9 | + Ban dién tir Trich lyc ghi chd ket hon (Ban dién tir sé tw dong gui vé Kho
quan ly diz |i§u dién tuw Cua cd nhc@n/cﬁa chi thu dién ta}/thiét bi so/dién thoai cua
nguoi Yéu Cau sau khi da hoan tat thu tuc ghi cha ket hén tai co quan dang ky
ho tich).

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

2.10 | Quy trinh xir ly cong viéc
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TT

Trinh ty

Tréach
nhiém

Thoi gian

Biéu mau/Két
qua

Bl

1. Tiép nhan ho so.

- Tiép nhan hd so tryc tiép tir ca
nhan hodc tir hé thdng buu chinh
hodc trén Cong dich vu cong quéc
gia (https://dichvucong.gov.vn) hoac
Heé théng thong tin giai quyét thu tuc
hanh chinh cua tinh
(https://dichvucong.hatinh.gov.vn)

2. Can bd TN&TKQ kiém tra hd
SO

- Néu hd so chua day du hoic
khong hop 1&: Hudng dan hoidc
thdng bao bang vin ban cho ca
nhan bd sung, hoan thién hod so.
Truong hop khong bod sung, hoan
thién duoc hod so thi thong bao tir
chéi giai quyét ho so.

- Néu ho so day du, hop 18: Lam thi
tuc tiép nhan ho so, thu phi, 1& phi
theo quy dinh; c6 Phiéu hen, tra két
qué cho ngudi ¢d yéu cau (néu ngudi
co yéu cau lya chon hinh thuc nop
hé so truc tiép) hodc gui 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 ¢ yéu cau
(néu ngudi ¢ yéu cau lya chon hinh
thirc nop ho so truc tuyén).

- Sau khi tiép nhan hd so theo hinh
thic ndp truc tiép, cong chuc
TN&TKQ thuc hién sb hoa (sao
chup, chuyén thanh tai liéu dién tur
trén hé thong thong tin, co so dir
lidu) va ky s6 vao tai lidu, ho so
giai quyét thu tuc hanh chinh da
dugc s6 hoa theo quy dinh.

Cong chuc
TN&TKQ

G106 hanh
chinh

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

B2

Chuyén cho Phong Tu phap dé xur

Cong chtic

02 giov

Mﬁu 01, 05 va
HO so kém
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TN&TKQ

theo

B3

Phan cong cong chirc xtr Iy ho so

Lanh dao
Phong Tu
phap

04 gio

Mau 05 va Hd
so kém theo

B4

Kiém tra, xem xét ho so:

- Truong hop hd so can bd sung,
hoan thién hodc khong du diéu kién
giai quyét, phai tir chéi thi gui thong
bao vé tinh trang hd so toi Trung
tm Hanh chinh céng d thong bao
cho ngudi ndp hd so;

- Trudng hop can phai kiém tra, xac
minh lam r6 hodc do nguyén nhan
khac ma khong thé tra két qua ding
thoi gian d4 hen thi 1ap Phiéu xin 13i
va hen lai ngay tra két qua, trong do
néu 16 1y do cham tra két qua va thoi
gian hen tra két qua, chuyén Trung
tam Hanh chinh cong dé tra cho
ngudi ¢o yéu cau (néu nguoi ¢ yéu
cau lya chon hinh thic ndp hd so
tryc tiép), hodc guri Phiéu xin 16i va
hen lai ngay tra két qua qua thu dién
tir hodc guri tin nhan qua dién thoai
di dong cho ngudi co yéu cau (néu
nguoi co yéu cau lya chon hinh thire
nop hd so truc tuyén).

- Néu du diéu kién:

+ Truong hop tiép nhan hd so theo
hinh thuc truc tiép: Thuc hién viéc
ghi vao S6 ding ky két hon, cap nhat
thong tin ghi chu két hon trén Phan
mém dang ky, quan ly hd tich dién
tir dung chung.

+ Truong hop tiép nhan hd so theo
hinh thte tryc tuyén: Guri lai biéu
mau Trich luc ghi chu két hon dién
tr voi thong tin ddy du cho ngudi
yéu cau qua thu dién t hodc thiét
bi s0.

Cong chirc
xtr 1y ho so

02 ngay

Miu 04 (néu
cd), O05; du
thao Trich luc
ghi chu két hon
hoac Van ban
théng béo
khong di diéu
kién
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Nguoi yéu cau co trach nhiém kiém
tra tinh chinh xac, ddy du cua céc
thong tin trén biéu mau Trich luc
ghi cht két hon dién tir va x4c nhan
(t6i da mot ngay).

Néu nguodi co6 yéu cau xac nhan
thong tin dd thong nhat, day du
hoidc khong c6 phan hoi sau thoi
han yéu cau thi thyc hién viéc ghi
ndi dung vao S6 ding ky két hon,
cap nhat théng tin ghi cht két hon
va luu chinh thic trén Phan mém
dang ky, quan 1y ho tich dién t
dung chung.

- Néu khong du diéu kién: Dy thao
Vin ban thong bao khong du diéu
kién;

Trinh lanh dao Phong Tu phép,
chuyén dén B5.

Kiém tra két qua thuc hién, duyét,

Mau 05; du
thao Trich luc
ghi chu két hon

& . A .~ 77| Lanh dao - . .
B5 truc tiép hodc giao cong churc xur Iy Phong Tu | 01 ngay her_lc Vian ba}n
ho so trinh lanh dao UBND cap ha thong bao
huyén. phap khong du didu
kién da

duyét/ky nhay
Mau 05; Trich
“ luc ghi chu két
B6 Ky két qua giai quyét thu tuc hanh [?S;}Bdggp 01 ngay h(?n hoAa_“lc Va“}n
chinh. huvén ban thong bdo
y§ khong du diéu

kién

Phat hanh vin ban va tra két qua Mau 05, 06 va
cho Phong Tu phap dé chuyén cho Vin thu Trich luc ghi
g7 | Trung tam Hanh chinh cong. he ’ 00 oic | Chi ket hon
Truong hop céap trich luc ghi cha P ong Tu glo hodc Van ban
két hon thi Phong Tu phap ghi vao phap théng bao

S6 hé tich.

khong du diéu
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kién
- Tra két qua cho ca nhén.
- Ngudi c6 yéu cau ghi cha két hon
duoc nhan két qua theo mot trong
cac phuong thirc sau day:
+ Nhélp ban dién tir Trich luc ghi
chu két hon gui qua thu dién tu, x
Kho quan 1y (%ﬁ: 11211 dién tir cua ca M{flu 0L, 065
nhén do; Trl,Ch l}lc gAh !
A pa A e : A . R chu két hon
B8 + I,\IhaP baAn dl(‘?l.l tu:’ TncE luc. g];n Cong chuc | Gio ,hanh hodc Vin ban
chu két hon gii vao thiet bj so, | TN&TKQ chinh thong bo
thf)ng qua phu:?’ng Phép tru‘yén §6 khong du didu
liéu phu hop, dam bao an toan, bao Kién
mat thong tin; '
+ Nhan két qua 1a Trich luc ghi chi
két hon thong qua hé théng buu
chinh;
+ Nhan két qua 1a Trich luc ghi cha
két hon tai co quan dang ky ho tich.
* Truong hop dén hen nhung chua co két qua, trong thoi gian cham nhat 01
ngay trudc ngay hét han xir Iy, Phong Tu phap tham muu UBND cap huyén ban
hanh phiéu xin 15i va hen lai ngay tra két qua dé gui cho t6 chirc, c& nhan.
* Trong qua trinh giai quyet ho so nguoi c6 trach nhiém thyc hién can thuc hién
dong thoi cac thao tac tiép nhan/chuyen/tra ho so, két qua giai quyét trén phan
mém Hé théng thong tin giai quyét thi tuc hanh chinh cua tinh véi cac budc
trong quy trinh.
3 | BIEUMAU
L]
Mau 01 Mau 01.docx
Gidy tiép nhan ho so va hen tra két qua
]
Mau 02 Mau 02.docx
Phiéu yéu ciu bo sung hoan thién ho so
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Mau 03

|Ej

Mau 03.docx
Phiéu tur choi tiép nhéan gidi quyét ho so
=
Mau 04 Mau 04.docx
Phiéu xin 161 va hen lai ngay tra két qua
e
Mau 05 Mau 05.docx
Phi€u kiém soat qua trinh giai quyét ho so
=
Mau 06 Mau 06.docx
S6 theo doi ho so
I
BM.HT.13.01 BM.HT.13.01.doc
To khai ghi cha két hon
Mau ho tich dién nr twong tdac ghi vao S6 ho tich viéc két hon
BM.HT.13.02 W
BM.HT.13.02.docx
(néu nop ho so theo hinh thirc triec tuyén).
HO SO LUU

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

Ho so dau vao theo muc 2.3;

S6 dang ky két hon;

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

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

hanh chinh cua tinh.

H6 so dugc luu tai Phong Tu phép, thoi gian luu trit thuce hién luu theo quy dinh cua
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Luat Ho tich va cac van bég huong dan thi hanh. Sau khi hét han, chuyén hd so xuéng
don vi luu trit cia UBND cap huyén va luu trir theo quy dinh hién hanh.

14. Thu tuc ghi vao so h tich viéc ly hon, hiy viéc két hon ciia cong dan
Viét Nam da dwoc gidi quyét tai co quan c6 thim quyén ciia nwéc ngoai

1 KY HIEU QUY TRINH QT.HT.14

2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thwe hién TTHC:

- Ban &n, quyét dinh ly hon, huy két hon, van ban thoa thuan ly hon da co hiéu
luc phap luat hodc glay td khac cdng nhan viéc ly hon do co quan co tham
quyén ciia nudc ngoai cap khong vi pham quy dinh cua Luat Hon nhén va gia
dinh.

- Viéc ly hon, hay két hén caa cong dan Viét Nam do co quan c6 tham quyén
nudc ngoai giai quyét khéng thudc truong hop c6 don yéu cau thi hanh tai
Viét Nam hoic c6 don yéu cau khong cng nhan tai Viét Nam.

- Cong dan Viét Nam di ly hon, huy viéc két hon & nudc ngoai, sau do vé
nuée thuong trd hoac 1am thu tuc dang ky két hon méi tai co quan c6 tham
quyén cua Viét Nam thi phai ghi cht ly hon. Truong hop da nhiéu lan ly hén
hoac huy viéc két hon thi chi 1am thu tuc ghi chd lan ly hon, hiy vigc ket hon
gan nhat.

2.2 | Cach thirc thue hién TTHC:

- Nguoi ¢6 yéu cau ghi cht ly hon tryc tiép thuc hién hodc oy quyen cho nguoi
khac thuc hién nop hod so truc tiép tai Trung tAm hanh chinh cong cap huyén;

- Gtri ho so qua hé thong buu chinh hodc ndp hd so truc tuypn trén Cong dich
vu cong quoc gia (https://dichvucong.gov.vn) hodc H¢ thong thong tin giai
quyét thu tuc hanh chinh cua tinh (https://dichvucong.hatinh.gov.vn).

Ban | Ban

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

- To khai ghi cht ly hén, theo miu BM.HT.14.01 (néu ngudi X
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co yéu cau lya chon nop hd so theo hinh thirc true tiép);

- Mau hé tich dién tw twong tdac ghi vao S6 hé tich viéc 1y hon
(do nguoi yéu cau cung cdp thong tin theo huong dan trén
Céng dich vu céng néu nguwoi c6 yéu cau liwa chon nép ho so
theo hinh thirc truc tuyén);

- Nguoi c6 yéu cau ghi cha ly hon thyc hién viéc ndp/xuét trinh
(theo hinh thure tryc tiép) hodc tai 1én (theo hinh thirc truc
tuyén) cac gidy to sau:

* Gidy to phdi ngp:

- Ban sao Ban an, quyét dinh ly hon, hiy két hon, van ban thoa
thuan ly hon dé c6 hi¢u luc phap luat hoac gidy to khac cong
nhan viéc ly hén do co quan c6 thim quyén ctia nudc ngoai cap;

- Trudng hop uy quyén cho ngudi khic 1am thay thi phai co
van ban uy quyén dugc chimg thuc theo quy dinh cua phap
luat. Truong hop nguoi duge uy quyén 13 ong, ba, cha, me,
con, vQ, chong, anh, chi, em rudt cia nguoi uy quyén thi vin
ban uy quyén khong phai chig thuec.

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

* Gidy to phdi xudt trinh:

- Mot trong cac gidy to chimg minh nhan than 13 Gidy chung
minh nhan dan, Thé cian cudc cong dan, HO chiéu hodc gidy to
khac c6 dan anh va thong tin ca nhan do co quan c6 thim quyén
cap, con gid tri sir dung ctia ngudi yéu cau ghi chu ly hén. Truong
hop céc thong tin ca nhan trong cac gidy to nay di c6 trong Co s
dir liéu Quéc gia vé dan cu, Co sé dir liéu ho tich dién tir, dugc hé
thong dién tu dong thi khong phai xuat trinh (theo hinh thirc truc
tiép) hodc tai 1én (theo hinh thirc truc tuyén);

- Gidy to c6 gia tri chirmg minh théng tin vé cu trl trong trudng
hop co quan dang ky ho tich khong thé khai thac duoc thong tin
vé noi cu tra cta cong dan theo cac phuong thirc quy dinh tai
khoan 2 Piéu 14 Nghi dinh sb 104/2022/ND-CP ngay
21/12/2022 ctia Chinh phu. Trudng hop cac thong tin vé gidy to
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ching minh not cu tra da dugc khai thac tir Co so dur licu quoc
gia v€ dan cu bang cac phuong thic nay thi nguoi cé yéu cau
khong phai xuét trinh (theo hinh thire tryc tiép) hoic tai 1én (theo
hinh thire truc tuyén).

Truong hop guri hd so qua hé thdng buu chinh thi phai gti kém
theo ban sao c¢6 chung thyc céc gidy td phai xuat trinh néu trén.

*Luuy:

- D6i v6i gidy to ndp, xuat trinh néu ngudi yéu cau ndp ho so theo hinh thirc
truc tiép:

+ Trudng hop nguoi yéu cau ndp gidy to 14 ban sao duoc cap tir s gbe hoic
ban sao dugc ching thuc tir ban chinh thi nguoi tiép nhan hd so khong dugc
yéu cau xuét trinh ban chinh; néu nguoi yéu cau chi ndp ban chup va xuét
trinh ban chinh thi nguoi tiép nhan ho so kiém tra, doi chiéu ban chup vdi ban
chinh va ky vao ban chyp xac nhan vé viéc da dbi chiéu nodi dung giay to do,
khong duoc yéu cau nguoi di dang ky ndp ban sao co chung thuc giay to do.

+ Truong hop phap luat quy dinh Xuat trinh g1ay to khi dang ky ho tich, nguoi
tiép nhan c6 trach nhiém kiém tra g1ay td xuat trinh, d6i chleu voi1 thong tin
trong To khai va tra lai cho ngu’m xudt trinh, khong duge yéu cAu nguoi ding
ky h¢ tich nop thém ban sao giay to do. Nguoi tiép nhan co thé chup 01 ban
gidy to xuét trinh hodc ghi lai thong tin cta gidy to xuét trinh dé luu ho so.

+ Gidy to do co quan c6 tham quyén ctia nudc ngoai cap, cong chimg hodc xac
nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai duoc hop phéap
hoéa 1anh sy, trir truong hop duge mién theo didu udc qudc té ma Viét Nam la
thanh vién; gidy to bang tiéng nudc ngoai phai dugc dich ra tiéng Viét va cong
chuing ban dich hoac chung thuc chit ky nguoi dich theo quy dinh ctia phap
luat.

+ Nguoi tiép nhan co trach nhiém tiép nhan dung, da ho so dang ky ho tich
theo quy dinh ctia phap luat ho tich, khong duoc yéu ciu ngudi ding ky ho
tich nop thém gidy to ma phép luat ho tich khong quy dinh phai nop.

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

- Pbi voi gidy to giri kém theo néu nguoi yéu cau ndp hod so theo hinh thirc
tryc tuyén:

+ Ban chup céac gidy to gui kém theo ho so ghi chi ly hon truc tuyén phai bao
dam rd nét, day du, toan ven vé noi dung, 1a ban chup bang may anh, dién
thoai hodc dugc chup, duge quet bang thiét bi dién tir, tir gidy to dugc cap hop
I¢, con gia tri su dung; néu 1a gidy to do co quan c6 tham quyén nudc ngoai
cap thi phai dugc hop phap hoa lanh sy, dich sang tleng Vi¢t theo quy dinh,
trir trudng hop duge mién hop phap héa lanh su.
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+ Truong hop gidy to, tai liéu phai giri kém trong hd so ghi chi ly hén truc
tuyén da co ban sao dién tir hoac da c6 ban dién tu giéy to ho tich thi nguoi
yéu cau duoc st dung ban dién tir nay.

+ Truong hop nhan két qua (Trich luc ghi chu ly hon/ban sao Trich lyc ghi chu
ly hon) tai co quan dang ky ho tich, nguoi co yéu cau ghi cha ly hon xuét trinh
gidy to tuy than, ndp cac gidy t& 1a thanh phan hd so ghi chu ly hon theo quy
dinh phap luat ho tich.

2.4 | S6 lwong hd so: 01 bd

2.5 | Thoi han giai quyét: 05 ngay lam viéc, ké tir ngay nhan du hd so hop 18.

2.6 | Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
- Trung tdm Hanh chinh cong cap huyén.
- Cong dich vu cong quéc gia https:/dichvucong.gov.vn hodic Hé thong thong
tin giai quyet TTHC tinh Ha Tinh http://dichvucong.hatinh.gov.vn.

2.7 | Co quan thue hién: Phong Tu phéap tiép nhan ho so va tham muu Chu tich

Uy ban nhén dan cép huyén xem xét, quyét dinh.

Co quan c6 tham quyén quyét dinh:

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

Truong hop viée két hon hodc ghi cha viée két hon trude day thyc hién tai So
Tu phép thi viéc ghi cha ly hon do Uy ban nhan dan cap huyén noi cu tra cua
cong dan Viét Nam thuc hién.

Truong hop viéc két hon trude day duoc dang ky tai Uy ban nhan déan cép xa
thi viéc ghi cha ly hon do Uy ban nhan dan cp huyén cap trén thuc hién.

Truong hop cong dan Viét Nam khong thuong tra tai Viét Nam thi viéc ghi
cha ly hon do Uy ban nhan déan cip huyén noi cu tri trude khi xuat canh cua
cong dan Viét Nam thuc hién.

- Cong dan Viét Nam tir nudc ngodi vé thuong trii tai Vit Nam cé yéu cau
ghi chti ly hon ma viéc két hon trude day duoc ding ky tai co quan dai dién
hoic tai co quan c6 thim quyén nudc ngoai thi viéc ghi cha ly hon do Uy ban
nhan dan cip huyén noi céng dan Viét Nam thudng tra thyuc hién.

- Cong dan Viét Nam cu tri & nudc ngodi co yéu cau ghi cha ly hon dé két
hoén méi ma viée két hén trude day dugc dang ky tai co quan dai dién hodc tai
cO quan co tham quyen nudc ngoai thi viéc ghi chu ly hon do Uy ban nhan dan
cap huyén noi tiép nhan hd so két hon méi thyc hién.

- Trudng hop cong dan Viét Nam khong thudng tra tai Viét Nam c6 yéu cau
ghi vao So6 hd tich viéc ly hon dé lam thu tuc dang ky két hon méi tai co quan
c6 tham quyén cua Viét Nam, thi thuc hién tai Uy ban nhin dan cap huyén noi
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da dang ky két hon trude day hodc noi dang ky két hon méi.
Co quan dwore iy quyén: Khong.
Co quan phoi hop: Co quan quan Iy Co s¢ dit liéu Quéc gia vé dan cu.

2.8

Poi twong thue hién TTHC: Ca nhan

2.9

Két qua giai quyét TTHC:

- Ho so du dicu kién:

+ Trich lyc ghi chu ly hon (ban chinh), ban sao Trich luc ghi chi Iy hon (néu
cO yéu cau).

+ Ban dién tw Trich luc ghi chu ly hon (Ban dién tir sé tw dong gui vé Kho
quan lj dir lieu cua ca nhdn/’d_ia chi thu dién tu/thiét bi so/dién thoai cua nguoi
yéu cau sau khi da hoan tat thu tuc ghi chu ly hon tai co quan dang ky ho

tich).

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

2.10

Quy trinh xir ly cong viéc

TT

Trinh ty

Tréach
nhiém

Thoi
gian

Biéu
mau/Ket
qua

Bl

Tiép nhan ho so:

- Tiép nhan hd so truc tiép tir ci nhan
hoac tir hé théng buu chinh hoac trén
Cong dich vu cong qubc gia
(https://dichvucong.gov.vn)  hoac H¢
thong thong tin giai quyét thu tuc hanh
chinh cua tinh
(https://dichvucong.hatinh.gov.vn)

2. Can bd TN&TKQ kiém tra hd so:

- Néu hd so chua day du hodc khong
hop 16: Huéng dan bd sung, hoan thién
hd so; truong hop ndp hd so qua duong
buu dién hoac qua mang dién tu thi
thong bao bang van ban cho ca nhan dé
hoan thién hd so.

Néu ngudi co yéu cau ghi chu ly hon
khong bo sung, hoan thi¢n dugc ho so
thi co van ban tir chdi giai quyét yéu

Cong
chuc
TN&TKQ

G106 hanh
chinh

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



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

157

cau ghi chd ly hon.

- Néu ho so day du, hop 1&: Lam thu tuc
tiép nhan ho so, thu phi, 18 phi theo quy
dinh, co Phleu hen, tra két qua cho nguoi
c6 yéu cau (néu nguoi c6 yéu cau lua
chon hinh thirc ndp hd so truc tlep) hoac
giri ngay Phiéu hen, tra két qua qua thu
dién tir hodc gui tin nhan hen tra két qua
qua dién thoai di dong cho nguoi co yéu
cau (néu nguoi ¢ yéu cau lua chon hinh
thirc ndp ho so truc tuyén).

- Sau khi tiép nhan ho so theo hinh
thire ndp truc tiép cong chitc TN&TKQ
thuc hién sé hoa (sao chup, chuyén
thanh tai liéu dién t&r trén hé thong
thong tin, co s dit liéu) va ky sd vao
tai liéu, hd so giai quyét thu tuc hanh
chinh di duoc sé hoa theo quy dinh.

cong Mau 01, 05
B2 | Chuyén cho Phong Tu phéap dé xir 1y. chuc 02gid> |va hd so
TN&TKQ kem theo
Lanh dao Mau 05 va
B3 | Phan cong cong chirc xtr 1y ho so. Phong Tu | 02gid |hdé so kém
phap theo
Kiém tra, xem xét hd so:
- Trudng hop ho so can bo sung, hoan
thién hodc khong du dicu kién gidi i ,
quyét, phai tir chéi thi giri thong bao vé Mau 04 (néu
tinh trang ho so téi Trung tdm Hanh c6), 05; du
chinh cong dé théng bao cho ngudi nop thao  Trich
ho so; Cong 02 ngay luc ghi chu
B4 . Truong hop can phdi kiém tra, xéac Chﬁ’i xur ly lyv hon ho‘?‘c
minh 1am rd hodc do nguyén nhan khac | hO SO Van ban
ma khong thé tra két qua dung thoi gian thoAng ba?
da hen thi 1ap Phiéu xin 15i va hen lai khong  du

ngdy tra két qua, trong d6 néu rd 1y do
cham tra két qua va thoi gian hen tra két
qua, chuyén Trung tdm Hanh chinh cong
dé tra cho ngudi co yéu cau (néu nguodi

diéu kién
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co yéu cau lya chon hinh thirc nop ho so
truc tiép), hodc gt Phiéu xin 15i va hen
lai ngay tra két qua qua thu dién tir hodc
giri tin nhan qua dién thoai di dong cho
ngudi c¢6 yéu cau (néu nguoi cd yéu cau
lwa chon hinh thic ndp hd so truc
tuyén).

- Néu du diéu kién:

+ Truong hop tiép nhan ho so theo hinh
thirc truc tiép: Thuc hién viéc ghi vao
S6 ghi chu ly hon, cap nhat thong tin
ghi cha ly hon trén Phan mém ding ky,
quan 1y ho tich dién tr dung chung.

+ Truong hop tiép nhan hd so  theo
hinh thuc tryc tuyén: Gui lai biéu mau
Trich luc ghi cha ly hén dién tir voi
thong tin day du cho nguoi yéu cau qua
thu dién tir hodc thiét bi s6.

Nguoi yéu cau o trach nhiém kiém tra
tinh chinh x4c, ddy du ciia cac thong tin
trén biéu mau Trich luc ghi chii ly hon
dién tir va xac nhan (61 da mot ngay).
Néu nguoi co yéu cau xac nhan thong
tin da théng nhat, diy du hodc khong
c6 phan hoi sau thoi han yéu cau thi
cong chirc phong Tu phap thuc hién
viéc ghi ndi dung vao S6 ghi chu ly
hoén, cap nhat thong tin ghi chu ly hon
va luu chinh thic trén Phian mém dang
ky, quan 1y ho tich dién tir dung chung.
- Néu khong du diéu kién: Du thao Vian
ban théng bao khong du diéu kién;
Trinh lanh dao Phong Tu phap xem
xét, kiém tra.

BS

Kiém tra két qua thuc hién, duyét, truc
tiép hodc giao cong chuc xir 1y hod so
trinh 1anh dao UBND céap huyén

Lanh dao
Phong Tu
phap

01 ngay

Mau 05; du
thdo  Trich
luc ghi chu
ly hon hoac
Van ban
théng  bao

khong  du
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diéu kién da

duyét/ky
nhay
Méau  05;
Trich lyc ghi
B6 Ky két qua giai quyét tha tuc hanh LSIIIBhNdSO 01 ngay (I:lrolgc ly \F}gg
chinh. z A . A
cap huyén ban  thong
bdo khbng
dt diéu kién
Mau 05, 06;
Phat hanh van ban va tra két qua cho Trich luc ghi
Phong Tu phap dé chuyén cho Trung | Van thu; chd ly hén
B7 |tdm Hanh chinh cong. Trudng hop cip Phong Tu | 02gio |hoac  Van
Trich luc ghi chu ly hon thi Phong Tu phap ban  thong
phap ghi vao S6 ho tich. bdo khong
dt diéu kién
Chuyén ngudi dan ky vao S6 va tra két
qua cho ca nhan.
- Ngudi c¢6 yéu cau ghi cha ly hén
dugc nhan két qua theo mgt trong cac
phuong thurc sau day: .
+ Nhan ban dién tir Trich luc ghi chi | Mau 01, 06;
: - L y . .
hon g qua thu dién tor, Kho quan 1y . T”,Ch luc gAhl
dir liéu dién tir ciia ca nhan do; Cof‘g Gio hanh Chtvj ly h?n
B8 han ban dién tir Trich luc ohi chi 1 chirc chinh hoac Van
+AN ar} .ban‘dl@n '[IAI Tr%c A’uc gﬂl cha ly TN&TKQ ban  thong
hon gui vao thiét bi s, thong qua bao  khong

phuong phap truyén sb liéu phu hop,
dam bdo an toan, bao mat thong tin;

+ Nhan két qua 1a Trich luc ghi chi ly
hon thong qua hé thong buu chinh;

+ Nhan két qua 1a Trich luc ghi cha ly
hon tai co quan dang ky ho tich.

du diéu kién

* Truong hop dén hen nhung chua co két qua, trong thoi gian cham nhat 01
ngay trudc ngay hét han xir 1y, Phong Tu phap tham muu UBND cap huyén
ban hanh phiéu xin 15i va hen lai ngay tra két qua dé gui cho t6 chtc, ca nhan.

* Trong qué trinh giai quyét hd so ngudi co trach nhiém thyc hién can thuc
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hién ddng thdi cac thao tac tiép nhan/chuyén/tra ho so, két qua giai quyét trén
phan mém H¢ thong thong tin gidi quyét thu tuc hanh chinh cua tinh vo1 céac
budc trong quy trinh.

BIEU MAU
)
Mau 01 Mau 01.docx
Giay ti€p nhan ho so va hen tra két qua
o
Mau 02 Mau 02.docx
Phi€u y€u cau bo sung hoan thi¢n ho so
o
Mau 03 Mau 03.docx
Phiéu tur choi tiep nhéan giai quyét ho so
0)
Mau 04 Mau 04.docx
Phi€u xin 161 va hen lai ngay tra két qua
9
Mau 05 Mau 05.docx
Phiéu kiém soat qué trinh gidi quyét ho so
)
Mau 06 Mau 06.docx
S6 theo doi ho so
.
BM.HT.14.01 BM.HT.14.01.doc
To khai ghi cha ly hon
Mdju ho tich dién tr twong tdc ghi Véq S6 ho tich viéc ly hén
(néu ngp ho so theo hinh thirc truc tuyén).
BM.HT.14.02

BM.HT.14.02.docx
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HO SO LUU

Mau 01; 02, 03, 04 (néu c6), 06 luu tai Trung tim Hanh chinh cong cép huyén.
Mau 01, 05 luu theo hd so;

Ho6 so dau vao theo muc 2.3;

S6 ghi chii ly hon;

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

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

H6 so duoc luu tai Phong Tu phép, thoi gian luu trir thuc hién luu theo quy dinh cua
Luat Ho tich va cac van ban huong dan thi hanh. Sau khi hét han, chuyén ho so xuéng
don vi luu trir cia UBND cép huyén va luu trir theo quy dinh hién hanh.

15. Thii tuc ghi vao so hd tich viéc hd tich khac ciia cong dan Viét Nam da

dwoe gidi quyét tai co quan c6 tham quyén cia nwée ngoai (khai sinh; giam h;
nhan cha, me, con; xac dinh cha, me, con; khai tir; nuéi con nu6i; thay doi ho tich)

1 KY HIEU QUY TRINH QT.HT.15
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thue hién TTHC:
Khéng.
2.2 | Cach thire thue hién TTHC:

- Ngudi c6 yéu cau ghi cha viée ho tich khac tryc tiép thuc hién hoic uy quyen
cho ngudi khac thyc hién ndp ho so truc tiép tai Trung tAm hanh chinh cong céap
huyén;

- Gt hd so qua hé théng buu chinh hodc ndp hd so truc tuyén trén Cong dich
vu cong qudc gia (https:/dichvucong.gov.vn) hodc Hé théng thong tin giai
quyét thu tuc hanh chinh cta tinh (https://dichvucong.hatinh.gov.vn).
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2.3

Thanh phin hé so, bao gom:

Ban
chinh

Ban
Sao

- To khai ghi vao S6 ho tich viée khai sinh theo mau
BM.HT.15.01 hoac

- TO khai ghi vao S6 ho tich viéc khai tir theo maiu
BM.HT.15.02 hoac

- To kl~1ai ghi vao S6 ho tich viée giam hg, nhan cha, me, con
theo mau BM.HT.15.03 hoac

- To khai ghi vao S6 ho tich cac viéc hd tich khac theo mau
BM.HT.15.04 hoac

- To khai ghi vao S6 héd tich viéc nudi con nudi theo maiu
BM.HT.15.05.

(n,éu nguodi ¢6 yéu cau lya chon ndp ho so theo hinh thic truc
tiép)

- Mau hé tich dién tir twong tdac ghi vao S6 hé tich viée khai
sinh/khai tie/nuoi con nuoi/giam hg, nhdn cha, me, con/ Mau hé
tich dién tur twong tac ghi vao S6 hé tich cdc viée hé tich khdc
(do nguoi yéu cau cung cap thong tin_theo huong dan trén
Cong dich vu céng néu nguoi c6 yéu cau lya chon nép hé so
theo hinh thirc tryc tuyén).

- Nguoi ¢6 yéu cau ghi vao S6 ho tich cac viéc ho tich khac
thuc hién viéc nop/xuat trinh (theo hinh thure truc ti€p) hodc tai
1€n (theo hinh thirc truc tuyén) cac gidy to sau:

* Gidy to' phdi ngp:

- Ban sao giéy to ching minh cac viéc khai sinh; gidm ho; nhan
cha, me, con; xac dinh cha, me, con; thay doi ho tich; khai tir
ctia cong dan Viét Nam da duoc giai quyét tai co quan c6 tham
quyén ciia nuéc ngoai;

- Trudong hop Gy quyén cho ngudi khac lam thay thi phai ¢6 van
ban uy quyén dugc chung thuc theo quy dinh cua phap lut.
Truong hop nguoi dugce uy quyén la 6ng, ba, cha, me, con, vo,
chdng, anh, chi, em rudt cua ngudi Gy quyén thi vin ban uy
quyén khong phai chung thuc;

- Gidy to ching minh thudc gia dinh c6 cong v6i cach mang;
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ngudi thude ho nghéo; nguoi khuyét tat (néu co);

* Gidy to phdi xudt trinh:

- Mot trong céc gidy to chimg minh nhén than 1a Gidy CMND,
Thé can cudc cong dan, HO chiéu hodc giéy to khac ¢6 dan anh
va thong tin ca nhan do co quan c6 thim quyén cap, con gia tri
su dung cua nguoi yéu cau. Truong hop cac thong tin ca nhan
trong cac gidy to nay da co trong Co so dit liéu Qudc gia vé dan
cu, Co so dir li€u ho tich dién tir, duoc hé thong dién tu dong
thi khong phai xuét trinh (theo hinh thuc truc tiép) hodc tai 1én
(theo hinh thuc truc tuyén);

- Gidy O ¢6 gia tri ching minh théng tin vé cu trd trong trudng
hop co quan ding ky ho tich khong thé khai thac duoc thong tin
vé noi cu tra ciia cong dan theo cac phuong thirc quy dinh tai
khoan 2 Piéu 14 Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022
cta Chinh phua. Truong hop céc thong tin vé glay to' chimg minh X
noi cu trd da dugc khai thac tir Co so dir lidu quoc gia vé dan cu
bang cac phuong thirc nay thi ngudi co yéu cau khong phai xuat
trinh (theo hinh thire truc tiép) hodc tai 1én (theo hinh thirc truc
tuyén).

Trudng hop giri hd so qua hé thong buu chinh thi phai giri kém
theo ban sao c¢6 chung thuc cac gidy to phai xuat trinh néu trén.

* Luu y:

- P6i v6i gidy to ndp, xuat trinh néu nguoi yéu cau ndp ho so theo hinh thuc
truc tiép:

+ Trudng hop ngudi yéu cau ndp gidy to 13 ban sao dugc cp tir sd gbe hodc ban
sao duoc chimg thuc tir ban chinh thi ngudi tiép nhan ho so khong duoc yéu cu
xudt trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuat trinh ban chinh
thi nguoi tiép nhan ho so kiém tra, ddi chiéu ban chup véi ban chinh va ky vao
ban chup x4c nhan vé viéc di d6i chiéu noi dung gidy to d6, khong duoc yéu cau
nguoi di dang ky ndp ban sao co chl’mg thuc giéy to do.

+ Truong hop phap luat quy dinh Xuat trinh g1ay to khi dang ky ho tich, nguoi
tiép nhan c6 trach nhiém kiém tra glay td xuat trinh, d6i chleu v6i thong tin
trong To khai va tra lai cho ngu:orl Xuat trinh, khong duoc yéu cau nguoi ding
ky ho tich nop thém ban sao giay to do. Ngu:orl tiép nhén c6 thé chup 01 ban
gidy to xuét trinh hodc ghi lai thong tin ctia gidy to xuat trinh dé luu hd so.

+ Glay7t0r do co quan c6 tham quyén ctia nudc ngoai cap, cong ching hodc xac
nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai duoc hop phap hoa
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lanh sw, trir truong hop dugc mién theo diéu udc quc te ma Viét Nam la thanh
vién; gidy to bang tiéng nudc ngoai phai duge dich ra tiéng Viét va cong chimg
ban dich hoac ching thuc chir ky nguoi dich theo quy dinh ctia phép luat.

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

- Truong hop g ho so qua h¢ thong buu chinh thi phai giri kém theo ban sao
c6 chimg thuc cac gidy to phai xuat trinh.

- Béi voi gidy to giri kém theo néu nguoi yéu cau ndp hd so theo hinh thic truc
tuyén'

+ Ban chup cac glay to giri kém theo hd so cau ghi vao SO h¢ tich cac viéc ho
tich khéc truc tuyén phai bao dam rd nét, day du, toan ven vé noi dung, la ban
chup bang may anh, dién thoai hodc dugc chup, dugc quet bang thiét bi dién tu,
tur gidy to duge cap hop 1€, con gia tri st dung; néu 1a gidy to do co quan co thAm
quyén nudc ngoai cap thi phai duge hop phap hoa lanh sy, dich sang tiéng Viét
theo quy dinh, trir truong hop duge mién hgp phap hoa lanh sy.

+ Trudng hop gidy to, tai liéu phai gui kem trong ho so ghi vao S6 ho tich cac
viéc ho tich khac tryc tuyen da c6 ban sao dién tir hodc da cé ban dién tir gidy
to ho tich thi nguoi yéu cau dugce st dung ban dién tir nay.

+ Truong hop nhan két qua (Trich luc ghi vao S6 ho tich viéc khai sinh/Trich
luc ghi vao S6 hd tich cac viéc ho tich khic/ban sao Trich luc ghi vao SO ho
tich viéc khai sinh/ban sao Trich luc ghi vao S6 ho tich cac viéc ho tich khac)
tai co quan dang ky ho tich, ngudi co yéu cau ghi vao S6 ho tich cac viéc ho
tich khac phai xuat trinh gidy to tuy than, ndp cac gidy to 1a thanh phan ho so
ghi vao S6 ho tich cac viée ho tich khac theo quy dinh phap luat ho tich.

2.4

S6 lwrgng ho so: 01 bo

2.5

Thoi han gidi quyét: Trong ngay tiép nhan ho so. Truong hop nhan ho so sau
15 gio ma khong giai quyét dugc ngay thi tra két qua trong ngay lam viéc tiép
theo. Trong truong hop phai xac minh, thi thoi han giai quyét khong qua 03
ngay lam viéc.

2.6

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

- Trung tdm Hanh chinh céng cap huyén.

- Cong dich vy cong quoc gia https://dichvucong.gov.vn hoac Hé thong thong
tin giai quyét thu tuc hanh chinh caa tinh http://dichvucong.hatinh.gov.vn.

2.7

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

Co quan cé tham quyén quyét dinh:
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- Uy ban nhan dan cap huyén noi cu tra cua céng dan Viét Nam ghi vao S6 ho
tich viéc khai sinh; giam hg; nhén cha, me, con; xac dinh cha, me, con; nudi con
nudi; thay doi ho tich di dugc giai quyét tai co quan c6 thim quyén cla nudc
ngoai.

- Uy ban nhan dan cap huyén noi cu tr ciia ngudi c6 trach nhiém khai tir ghi vao
S6 ho tich viéc khai tir dd duoc giai quyét tai co quan c6 tham quyén clia nudc
ngoai.

Co quan dwoe iy quyén: Khong.

Co quan phoi hop: Co quan quan Iy Co s¢ dit liéu Qudc gia vé dan cu.

2.8 | Péi twong thwe hién TTHC: Cé4 nhan.
Két qua giai quyét TTHC:
- Ho so du diéu kién:
+ Trich luc ghi vao S6 ho tich viéc khai sinh/Trich luc ghi vao S6 ho tich cac
viéc ho tich khac (ban chinh), ban sao Trich luc ghi vao S6 hé tich viéc khai
sinh/ban sao Trich luc ghi vao S6 ho tich cac viée ho tich khac (néu ¢ yéu cau).

2.9 | + Ban dién tir Trich luc ghi vao sé hg tich viéc khai sinh/ Bén dién tir Trich luc
ghi vao sé hg tich cac viéc hg tich khac (Ban dién tir sé tw dong giri vé Kho
quan Iy diz liéu dién ti ciia cd nhan/dia chi thie dién tirlthiét bi sé/dién thogi cua
nguol YeU cdu sau khi da hoan tat thu tuc ghi vao Sé hé tich céc viéc hé tich
kh&c tai co quan dang ky ho tich).
- Ho so khong du diéu kién: Van ban thong bao khong du diéu kién.

2.1 | Quy trinh xir ly cong viéc

0
TT | Trinh ty Trach | Thoi | Bitw
: nhiém glan | mau/Ket qua
Tiép nhan ho so:
1. Tiép nhéan ho so.
- Tiép nhan ho so truc tiép tir c4 nhan 3
hodc tir hé théng buu chinh hodc trén Gic Mau 01; 02
2 . ~ £ . A ; 10
gy |Cong dich wvu cong qudoc gia| Cong chirc hanh (neu CO) 06

(https://dichvucong.gov.vn) hodc H¢| TN&TKQ chinh va ho so theo
thong thong tin gidi quyét thu tuc hanh muc 2.3
chinh cua tinh
(https://dichvucong.hatinh.gov.vn)

2. Can bd TN&TKQ kiém tra ho so:



https://dichvucong.hatinh.gov.vn/
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- Néu hd so chua day du hodc khong
hop 1&: Hudng dan hodc thong bao
bang vin ban cho c4 nhin bd sung,
hoan thién hé so. Truong hop khong bd
sung, hoan thi¢n dugc hd so thi thong
bao tir chéi giai quyét hd so.

- Néu hd so day du, hop 18: Lam thu tuc
tiép nhan ho s0, thu phi, 1¢ phi theo quy
dinh. Néu tiép nhan hd so sau 15 gio thi
co Phleu hen, tra két qua cho nguoi co
yeu cau trong ngay lam viéc tlep theo
(néu nguoi co yeu cau lya chon hinh
thire ndp ho so truc tiép) hodc gui ngay
Phiéu hen, tra két qua qua thu dién tur
hodc gui tin nhin hen tra két qua qua
dién thoai di dong cho nguoi co6 yéu
cau (néu ngudi c6 yéu cau lya chon
hinh thtrc ndp ho so truc tuyén);

- Sau khi tiép nhan ho so theo hinh thirc
noép truc tiép, cong chic TN&TKQ
thuc hién s6 hoa (sao chup, chuyén
thanh tai liéu dién tir trén hé thong
thong tin, co so dir lidu) va ky sb vao
tai lidu, ho so giai quyét thi tuc hanh
chinh d3 dugc s6 hoa theo quy dinh.

Mau 01, 05 va

B2 | Chuyén cho Phong Tu phap dé xir 1y, | SOPECNUC |y h oo 1hé so kem
TN&TKQ
theo

Lanh dao x ;
A A o .1 1A o .. | Mau 05 va ho

B3 | Phan cdng cong chirc xtr 1y ho so. Phong Tu | 02 gio so kém theo

phap

B4.1. Cong chuc dugc giao nhiém vu Mau 04 (néu
kiém tra, xem xét ho so: cd), 05; du
- Truong hop hd so can bf) sung, hoan thao Trich luc
B4 thién hoac khoéng du di€u kién giai Cong chire 02 giv ghi vao s6 ho
quyét, phai tir choi thi giri thong bao vé | xu ly ho so tich viéc khai

tinh trang hd so t6i Trung tdm Hanh
chinh cong dé thong bao cho ngudi nop
ho so.

sinh/  Trich
luc ghi vao so
cac viéc ho
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- Trudng hop can phai kiém tra, xac
minh lam r6 hoac do nguyén nhan khac
ma khong thé tra két qua dung thoi gian
d3 hen thi 1ap Phiéu xin 18i va hen lai
ngay tra két qua, trong d6 néu rd 1y do
cham tra két qua va thoi gian hen tra
két qua, chuyén Trung tam Hanh chinh
cong dé tra cho ngudi co yéu cau (néu
ngudi c¢6 yéu cau lya chon hinh thic
nop hd so truc tiép), hodc gui Phiéu xin
16i va hen lai ngay tra két qua qua thu
dién tir hodc gui tin nhan qua dién thoai
di dong cho nguoi c6 yéu cau (néu
ngudi ¢ yéu cau lya chon hinh thirc
nop ho so truc tuyén).

- Néu du diéu kién:

+ Truong hop tiép nhan ho so theo hinh
thire truc tiép: Thuc hién viéc ghi noi
dung ghi cha vao SO ho tich, cap nhat
thong tin ghi vao S6 ho tich cac viéc ho
tich khac va luu chinh thic trén Phéan
mém ding ky, quan 1y ho tich dién tir
dung chung.

+ Truong hop tiép nhan ho so theo hinh
thire truc tuyén: Gui lai biéu mau Trich
luc ghi vao SO ho tich viéc khai
sinh/Trich luc ghi vao S6 ho tich cac
viéc ho tich khac di¢n tir 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 cc théng tin
trén biéu mau Trich luc ghi vao s6 ho
tich viéc khai sinh/Trich luc ghi vao sb
ho tich cac vi¢c ho tich khac dién tir va
x4c nhan (t6i da mot ngay).

Néu ngudi cd yéu cau xac nhan thong
tin da théng nhat, day du hodc khong co
phan hoi sau thoi han yéu cau thi thuc
hién viéc ghi ndi dung ghi chi vao Sb
ho tich, cip nhat thong tin ghi vao Sb
ho tich cac viéc ho tich khac va luu
chinh thtc trén Phan mém ding ky,

tich khac hoac

Vian ban
théng bao
khong du diéu

kién; Van ban
Xac minh/bién
ban xac minh
(néu co).
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quan 1y hd tich dién tir dung chung.

- Néu khong du diéu kién: Du thao Van
ban thong bao khong du dicu kién;
Trinh 1anh dao Phong Tu phap.

B4.2. Truong hgp phic tap thi tién
he‘}nh xac minh bér}g van ban hoac truc
ti€p. Sau khi c¢6 két qua, thuc hién nhu
B4.1.

2.5
ngay

B5

Kiém tra két qua thyc hién, duyét, tryc
ti€p hodc giao cong chuc xu Iy ho so
trinh 1anh dao UBND cap huyén.

Lanh dao
Phong Tu
phap

1/2 gio

Mau 05; du
thao Trich luc
ghi vao so ho
tich viéc khai
sinh/Trich luc
ghi vao sb céac
viéc ho tich
khac hoac
Van ban
théng béo
khong du diéu
kién da
duyét/ky nhay

B6

Ky két qua giai quyét tha tuc hanh
chinh.

Lanh dag
UBND cap
huyén

1/2 gid

Mau 05; Trich
luc ghi vao s6
ho tich viéc
khai sinh/
Trich luc ghi
vao sO céc
viéc ho tich
khac hoac
Van ban
théng béo
khong du diéu
kién.

B7

Phat hanh van ban va tra két qua cho
phong Tu phap dé chuyén cho Trung
tdm Hanh chinh cong.

Truong hop cap Trich luc ghi vao so6 ho
tich viéc khai sinh/Trich luc ghi vao sb

Van thu;
Phong Tu
phap

1/2 gid

Mau 05, 06;
Trich luc ghi
vao sO ho tich
viéc khai
sinh/  Trich
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cac viéc hd tich khac thi Phbngﬁ Tu
phap ghi nd1 dung ghi chu vao S6 ho
tich theo quy dinh.

luc ghi vao s6
cac viéc ho
tich khac hoac

B8

Vian ban
théng béo
khong du diéu
kién.

Tra két qua cho ca nhan.

Nguoi co yéu cau ghi vao SO ho tich

cac viéc hd tich khac duoc nhan két qua

theo mot trong cac phuong thirc sau

day:

+ Nhan ban dién tir Trich luc ghi vao SO

ho tich viéc khai sinh/Trich luc ghi vao Mau 01, 06;

S6 ho tich cac viée ho tich khac giri qua
thu dién tr, Kho quan ly dir li¢u dién tir
cua ca nhan do;

+ Nhéan ban dién ti Trich luc ghi vao
S6 hod tich viéc khai sinh/Trich luc ghi
vao S6 ho tich cac viéc ho tich khac giri
vao thiét bi sd, thong qua phuong phap
truyén sd liéu phu hop, dam bao an
toan, bao mat thong tin;

+ Nhan két qua 1 Trich luc ghi vao So
ho tich viéc khai sinh/Trich luc ghi vao
S6 ho tich cac viéc ho tich khac thong
qua hé thong buu chinh;

+ Nhan két qua 1a Trich luc ghi vao SO
ho tich viéc khai sinh/Trich luc ghi vao
S6 ho tich cac viée ho tich khac tai co
quan dang ky ho tich.

Cong chuc
TN&TKQ

Gio
hanh
chinh

Trich luc ghi
vao s6 ho tich
viéc khai
sinh/  Trich
luc ghi vao s6
cac viéc ho
tich khac hoac

Vian ban
théng béo
khong du diéu
kién

* Truong hop dén hen nhung chua c6 két qua, trong thoi gian cham nhat 01
ngay trudc ngay hét han xir 1y, Phong Tu phap tham muu UBND cap huyén ban
hanh phiéu xin 15i va hen lai ngay tra két qua dé giri cho t6 chuc, ca nhan.

* Trong qua trinh giai quyét hd so nguoi cd trach nhiém thuc hi¢n can thuc hién
dong thoi cac thao tac tiép nhan/chuyén/tra hd so, két qua giai quyét trén phan
mém Hé thong thong tin giai quyét tha tuc hanh chinh cia tinh véi cac bude

trong quy trinh.
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BIEU MAU
=
Mau 01 Mau 01.docx
Giay tiép nhan ho so va hen tra két qua
o
Mau 02 Mau 02.docx
Phicu y€u cau bd sung hoan thién ho so
o
Mau 03 Mau 03.docx
Phiéu tur choi tiep nhéan giai quyét ho so
=
Mau 04 Mau 04.docx
Phiéu xin 16i va hen lai ngay tra két qua
=
Mau 05 Mau 05.docx
Phiéu kiém sodat qué trinh gidi quyét ho so
o
Mau 06 Mau 06.docx
S6 theo doi ho so
=
BM.HT.15.01 BM.HT. 15.01.docx
To khai ghi vao s6 ho tich viéc khai sinh
o
BM.HT.15.02 BM.HT. 15.02.docx
To khai ghi vao s6 ho tich viéc khai tu
To khai ghi vao $b ho tich viéc giam hy, nhan cha, me, con
BM.HT.15.03

|ﬁj

BM.HT.15.03.docx
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T khai ghi vao s6 ho tich cac viée ho tich khac

BM.HT.15.04 '—

BM.HT.15.04.doc

@j

BM.HT.15.05 BM.HT. 15.05.docx
To khai ghi vao s6 h tich viéc nudi con nudi

Mau hé tich dién tr twong tac ghi vao S6 hé tich viéc khai
sinh/khai tie/nudéi con nuoi/giam ho, nhan cha, me,con/ Mau hé
tich dién twr twong tdc ghi vao S6 hé tich cdc viéc hé tich khac
BM.HT.15.06 (néu nop hé so theo hinh thirc truc tuyén).

|

BM.HT.16.06.docx

4 |HOSOLUU

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

- | HO so dau vao theo muc 2.3;

- | S6 ho tich tuong trng v&i ndi1 dung yéu cau ctia ¢4 nhan;

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

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

Ph’e*m mém http://hotich@ientu.moi.qov.vn; http://khaisinhdientu.moj.gov.vn; Hé
thong thong tin giai quyét thu tuc hanh chinh cua tinh.

H6 so duoc luu tai Phong Tu phép, thoi gian luu trit thuc hién luu theo quy dinh cia
Luat Ho tich va cac van béq hudng dan thi hanh. Sau khi hét han, chuyén h6 so xudng
don vi luu trit cua UBND céap huyén va luu trir theo quy dinh hién hanh.
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16. Thii tuc cap ban sao trich luc h tich

1 | KY HIEU QUY TRINH QT.HT.16
2 | NOIDUNG QUY TRINH
2.1 | Piéu kién thye hién TTHC:
Khéng.
2.2 | Cach thirc thwe hién TTHC:
- Ngubi co yéu cau cép ban sao trich ]uc ho tich truc tiép thuc hién hoac uy
quyén cho nguoi khac thyc hién ndp ho so truc tiép tai Trung tam hanh chinh
cong cap huyén;
-Gtri ho so qua hé théng buu chinh hodc nop ho so truc tu}{én trén Céng dich
vu cong quoc gia (https://dichvucong.gov.vn) hodc HE thong thong tin giai
quyét thu tuc hanh chinh cuia tinh (https://dichvucong.hatinh.gov.vn).
. A LA AL Ban | Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
Tg‘)’ khai cép ban 520 trich luc ho tich, theo mau BM.HT.16.01
- | do61 voi ca nhan (néu nguoi ¢6 yéu cau lya chon nop ho so theo X
hinh thuec truc tiép);
Van ban yéu ciu, trong do néu 1o 1y do d‘éi v6i co quan, t6
- | chirc (n€u nguoi co yéu céu lya chon ndp ho so theo hinh thire X

truc ti€p);

Mau dién tir twong tdc yéu cau cdp ban sao Glciy khai sinh,
ban sao Trich luc ho tich (do nguoi yéu cau cung cap thong tin
theo huéng dan trén Cong dich vu cong, néu nguwdi cé yéu cau
lira chon ndp ho so theo hinh thirc triec tuyén);

Nguoi c6 yéu cau cap ban sao Trich luc ho tich thuc hién viéc
ndp/xuat trinh (theo hinh thire tryc tiép) hodc tai 1én (theo hinh
thire tryc tuyén) cac gidy to sau:

* Gidy to phdi njp:
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Trudng hop iy quyén cho ngudi khac lam thay thi phai c6 van
ban uy quyén dugc ching thuc theo quy dinh cua phap luat.
Truong hop nguoi duge uy quyén 12 6ng, ba, cha, me, con, vo, X
chong, anh, chi, em rudt ciia ngudi Gy quyén thi vin ban uy
quyén khong phai chig thuec.

* Gidy to phdi xudt trinh (doi véi cd nhin):

Mot trong cac gidy to chimg minh nhan than 1 Gidy CMND,
Thé cin cude cong dan, Ho chiéu hodc gidy to khac c6 dan anh
va thong tin ca nhan do co quan c6 tham quyén cap, con gia tri
su dung cua nguoi yéu cau. Trudong hop céc thong tin ca nhan
trong cac gidy to nay d cé trong Co so dit lidu qudc gia vé dan
cu, Co s¢ dir licu ho tich dién tr, duoc hé thong dién tu dong
thi khong phai xuat trinh (theo hinh thirc truc tiép) hodc tai 1én
(theo hinh thire tric tuyén).

Truong hop gui hd so qua hé théng buu chinh thi phai gii kém
theo ban sao co chimg thyc cac gidy to phai xuat trinh néu trén.

*Luuy:

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

+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao duogc cap tir s6 gbe hodc ban
sao dugc chimg thue tir ban chinh thi nguoi tiép nhan hd so khéng dugc yéu cau
xuét trinh ban chinh; néu nguoi yéu cau chi nop ban chup va xudt trinh ban
chinh thi nguoi tiép nhan ho so kiém tra, di chiéu ban chup véi ban chinh va ky
vao ban chup xac nhan vé viéc da ddi chiéu noi dung giay to' do, khong dugc
yéu cau nguoi di dang ky ndp ban sao c6 chimg thuc gidy to do.

+ Truong hop phap luat quy dinh xuat trinh glay to khi dang ky ho tich, nguoi
tiép nhan c6 trach nhiém kiém tra glay td xuat trinh, dbi chleu voi thong tin
trong To khai va trd lai cho ngu’m Xuat trinh, khong dugc yéu cau nguoi ding
ky h¢ tich ndp thém ban sao gidy to' do. Nguoi tiép nhan co thé chup 01 ban
gidy to xuét trinh hodc ghi lai thong tin cta gidy to xuét trinh dé Iuu ho so.

+ Glay td do co quan ¢ thim quyén ciia nudc ngoai cap, cong ching hodc xac
nhan dé sir dung cho viéc dang ky h¢ tich tai Viét Nam phai dugc hgp phap hoa
lanh sy, trir truong hop duoc mién theo diéu udc quoc te ma Vi¢t Nam la thanh
vién; gidy to bang tiéng nudc ngoai phai duoc dich ra tiéng Viét va cong ching
ban dich hodc chimg thuc chir ky nguoi dich theo quy dinh cua phap luat.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dang, du ho so dang ky ho tich theo
quy dinh cta phap luat ho tich, khong dugc yéu cau nguoi dang ky ho tich ndp
thém gidy to ma phap luat ho tich khong quy dinh phai ndp.
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- Trudong hop giri hd so qua hé thong buu chinh thi phai giri kém theo ban sao
c6 ching thuc cac gidy to phai xuat trinh.

- P6i v6i gidy to giri kém theo néu ngudi yéu cau ndp ho so theo hinh thirc tryc
tuyén:

+ Ban chyp cac gidy to giri kém theo ho so cép ban sao Trich luc h tich truc
tuyén phai bao dam rd nét, day du, toan ven vé noi dung, 1a ban chup bang may
anh, dién thoai hodc dugc chup, duoc quet bang thiét bi dién tur, tir gidy to duge
cap hop 18, con gid tri sir dung; néu 1a gidy to do co quan c6 thim quyén nudc
ngoai cap thi phai dugc hop phap héa lanh sy, dich sang tiéng Viét theo quy
dinh, trir truomg hop duge mién hop phap héa lanh su.

+ Trudong hop nhan ket qua (ban sao Trich luc h¢ tich) tai co quan dang ky ho
tich, nguoi ¢ yéu cau cip ban sao Trich luc ho tich phai xudt trinh gidy to tuy
than; ndp cac gidy to, tai liéu 1a thanh phan hd S0 cap ban sao Trich luc ho tich
theo quy dinh phap luat ho tich. Truong hgp gidy to, tai liéu phai gui kem trong
hd so cap ban sao Trich luc ho tich truc tiép hodc truc tuyen da co6 ban sao dién
tir hodc dd co ban dién tir gidy to ho tich thi nguoi yéu cau duoc sir dung ban
dién tr nay.

2.4 | S6 lwong ho so: 01 bo

2.5 | Thoi han giﬁi quyét:
Trong ngay tiép nhan ho so. Trudng hop nhan ho s0 sau 15 gio ma khong giai
quyét dugc ngay thi tra két qua trong ngay lam viéc tiép theo.

2.6 | Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
- Trung tdm Hanh chinh cong cap huyén.
- Cong dich vu cdng quoc gia https://dichvucong.gov.vn hoac Hé thong thdng
tin giai quyet TTHC cua tinh http://dichvucong.hatinh.gov.vn.

2.7 | Co quan thyc hién: Phong Tu phap tjép nhan hd so va tham muu Chu tich Uy
ban nhan dan cap huyén xem xét, quyét dinh.
Co quan c6 tham quyén quyét dinh: UBND cép huyén.
Co quan dwore iy quyén: Khong.
Co quan phdi hop: Khong.

2.8 | Péi twong thwe hién TTHC: C4 nhan, t6 chirc

2.9 | Két qua giai quyét TTHC:

- Hd so du diéu kién: Ban sao Trich luc ho tich/Béan sao Giy khai sinh.
- Ho so khong du diéu kién: Vian ban thong bao khong du diéu kién.
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2.10

Quy trinh xir ly cong viéc

TT

Trinh ty

Tréach
nhiém

Thoi
gian

Biéu
mau/Ket
qua

Bl

1. Tiép nhan ho so.

- Tiép nhén hd so truc tiép tir c4 nhan, to
chtrc hodc tir hé thdng buu chinh hogc
trén Cong dich vu cong quéc gia
(https://dichvucong.gov.vn) hoac H¢
thong thong tin giai quyét thi tuc hanh
chinh cua tinh
(https://dichvucong.hatinh.gov.vn)

2. Can bo TN&TKQ kiém tra ho so:

- Néu hd so chua day du hodc khong
hop 18: Huéng din hodc thong bao bang
van ban cho ca nhan bd sung, hoan thién
hd so. Truong hop khong bd sung, hoan
thién dugc ho so thi théng bao tir chdi
giai quyét ho so.

- Néu hé so day du, hop 18: Lam tha tuc
tiép nhan ho s0, thu phi, 1¢ phi theo quy
dinh. Néu tiép nhan ho so sau 15 gio thi
c6 Phiéu hen, tra két qua cho nguoi co
yéu ciu trong ngay lam viéc tiép theo
(néu ngudi c6 yéu cau lua chon hinh
thirc ndp ho so truc tiép) hodc gui ngay
Phiéu hen, tra két qua qua thu dién tur
hodc giri tin nhin hen tra két qua qua
dién thoai di dong cho ngudi c6 yéu cau
(néu nguoi co yéu cau lwa chon hinh
thirc ndp hd so truc tuyén).

- Sau khi tiép nhén ho so theo hinh thirc
nop truc tiép, cong chuc TN&TKQ thuc
hién s6 hoa (sao chup, chuyen thanh tai
liéu dién tir trén hé thong thong tin, co
sor dit lidu) va ky s6 vao tai lidu, ho so
giai quyét thi tyc hanh chinh da duoc sé
hoa theo quy dinh.

Cong chuc
TN&TKQ

Gio hanh
chinh

Mau 01; 02,
03 (néu co),
06 va ho so

theo muc
2.3
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: : Cong chuc ) Mau 3 01,
B2 | Chuyén cho Phong Tu phép dé xu 1y. TN&TKQ 1/2 gio | 05; ho so
kem theo.
) Lanh dao ) Mau 05; ho
B3 | Phan cong cong chuc xur Iy ho so. - 01 gi6 | so kém
Phong theo.
Cong chirc dugc giao nhiém vu kiém
tra, xem xét hd so:
- Trudng hop hd so can bd sung, hoan
thién hodc khong du diéu kién giai
quyét, phai tir chdi thi giri thong béo vé
tinh trang hd so toi Trung tam Hanh
chinh cong dé thong bao cho nguoi ndp
hd SO;
- Truong hop can phai kiém tra, xac
minh 1am rd hoac do nguyén nhan khac
ma khong thé tra két qua dung thoi gian
da hen thi lap Phiéu xin 16i va hen lai Mau 04
ngay tra két qua, trong d6 néu rd 1y do (méu  co),
cham tra két qua va thoi gian hen tra két 05; du thao
qua, chuyén Trung tdm Hanh chinh ban sao
cong dé tra cho ngudi co yéu cau (néu | , Trich  luc
B4 | nguoi co6 yéu ciu lvra chon hinh thurc qunfg CPHC 02 gi> | hd tiéh
ndp hd so truc tiép), hodc giri Phiéu xin Xir 1y ho so hééc Vin
16i va hen lai ngay tra két qua qua thu ban thong
dién tr hoac gui tin nhan qua digf:n tho;ti bao khong
di dong cho ngudi c6 yéu cau (néu du diéu
ngudi co6 yéu cau lua chon hinh thic kién.

ndp hd so truc tuyén).

- Néu du diéu kién:

+ Trudng hop tiép nhan ho so theo hinh
thuc truc tiép: In ban sao Trich luc hd
tich.

+ Trudng hop tiép nhan hd so theo hinh
thirc truc tuyén, cong chirc 1am cong tac
ho tich gui lai ndi dung biéu miu Trich
luc h¢ tich dién tir twong Umg vdi thong
tin day du cho nguol yéu cau qua thu
dién tir hodc thiét bj sb.
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Nguoi yéu cau co trach nhiém kiém tra
tinh chinh x4c, ddy du cua cac thong tin
trén biéu mau Trich luc ho tich dién tir
va xac nhan (t0i da mot ngay).

Néu ngudi c6 yéu cap ban sao Trich luc
ho tich di thdng nhat, day du hoic
khong c6 phan hoi sau thoi han yéu cau
thi cong chirc lam cong tac ho tich in
ban sao Trich luc ho tich.

- Néu khong du diéu kién: Du thao Vian
ban théng bao khong du diéu kién;

Trinh 1anh dao Phong Tu phap.

Mau 05; du
thao  ban
sao  Trich
luc hd tich
Kiém tra két qua thuc hién, duyét, truc | Lanh dao hoac Van
B5 | tiép hodc giao cong chuc xir 1y hd so | Phong Tu | 1/2 gid |ban thong
trinh 1anh dao UBND cap huyén. phap bédo khoéng
da  dicu
kién da

duyét/ky

nhay.

Miu  05;
Ban sao
Trich  luc
ng | K9 két qui gidi quyét thi twe hanh I}g;%dfgp 2 gio Egac \t};ﬂ

chinh. . ) A
huyén ban thong
bédo khong
da  diéu

kién.

Mau 05,
06; Ban sao
Phat hanh vin ban va tra két qua cho | Van thu; Trich  luc
B7 | phong Tu phap dé chuyén cho Trung | Phong Tu 1/2 gio | ho tich
tdm Hanh chinh céng. phap hoic Vin
ban thong

bédo khéng
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da  diéu
kién.
- Chuyén nguoi dan ky S6 va tra két qua
cho c4 nhan, t6 churc.
- Ngudi c6 yéu cau cap ban sao Trich
luc ho tich duge nhan két qua theo mdt N
trong cac phuong thure sau day: Mau 7 01,
+ Nhan ban dién tir ban sao Trich luc ho 06,; Ban sao
tich gui qua thu dién tir, Kho quan ly dit TEICh !uc
BS liéu dién ti cua td chire, ca nhan do; Cong chirc | Gio hanh lﬁgéc \t;;l;
+ Nhan ban di¢n tir ban sao Trich luc hg | TN&TKQ | chinh 1 " o
tich gui vao thiét bi s6, thong qua bao khong
phuong phap truyén so li¢u phu hop, du didu
dam bdo an toan, bao mat thong tin; Kien
+ Nhan két qua 1a ban sao Trich luc hod ‘
tich thong qua hé thong buu chinh;
+ Nhan két qua 1a ban sao Trich luc ho
tich tai co quan dang ky ho tich.
* Truong hop dén hen nhung chwa c6 két qua, trong thoi gian cham nhat 01 ngay
trugc ngay hét han xu 1y, Phong Tu phap tham muu UBND cép huyén ban hanh
phiéu xin 16i va hen lai ngay tra két qua dé giri cho t6 chuc, ca nhan.
* Trong qua trinh giai quyét ho so nguoi ¢ trach nhiém thuc hién can thuc
hién dong thoi céac thao tac tiép nhan/chuyen/tra hé so, két qua giai quyét trén
phan mém Hé thong thong tin giai quyét thi tuc hanh chinh cia tinh véi céc
budc trong quy trinh.
3 | BIEU MAU
=
Mau 01 Mau 01.docx
Giéy tiép nhéan ho so va hen tra két qua
]
Mau 02 Mau 02.docx
Phiéu yéu ciu bd sung hoan thién hd so
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@j

Mau 03 Mau 03.docx
Phiéu tir choi ti€ép nhan giai quyét ho so

|Ej

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

@j

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

@45'

Mau 06 Mau 06.docx
So6 theo do1 ho so

BM.HT.16.01 BM.HT.16.01.doc

To khai cép ban sao trich luc ho tich

Mau dién tir twong tdc yéu cau cdp ban sao Gidy khai sinh,
ban sao Trich luc ho tich (néu nop ho so theo hinh thirc truc

BM.HT.16.02 | "

i

BM.HT.17.02.doc

HO SO LUU

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

Ho so dau vao theo muc 2.3;

S6 cép ban sao Trich luc ho tich;

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

Ph,?m mém http://khaisinhdientu.moj.gov.vn; http:/hotichdientu.moj.gov.vn; Hé
thong thong tin giai quyét thu tuc hanh chinh cua tinh.
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Hb so dugc luu tai Phong Tu phap, thoi gian luu trir thyc hién luu theo quy dinh cua
Luat Ho tich va cac van bén, hudng dan thi hanh. Sau khi hét han, chuyén ho so xuong
don vi Iuu trit cia UBND cap huyén va luu trit theo quy dinh hién hanh.

17. Thu tuc xac nhan thong tin ho tich

1 |KY HIEU QUY TRINH QT.HT.17

2 | NOIDUNG QUY TRINH

2.1 | Piéu kién thyue hién TTHC: Khéng.

2.2 | Cach thirc thue hién TTHC:

- Nguoi co yéu cau xac nhan thong tin ho tich truc tiép thuc hién hoic uy
quyén cho nguoi khac thyc hién ndp hé so truc tiép tai Trung tAm Hanh chinh
cong cia UBND cip huyén;

- Gri ho so qua hé théng buu chinh hodc ndp ho so truc tuyén trén Céng dich
vu cong quoc gia (https://dichvucong.gov.vn) hodc H¢ thong thong tin giai
quy€t thu tuc hanh chinh cua tinh (https://dichvucong.hatinh.gov.vn).

5 A 1A A Ban | Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
_ | To khai dé nghi xac nhan thong tin ho tich (neu nguoi cd yéu X
cau Iyra chon ndp ho so theo hinh thire truc tiép);
Mau dién tir fuong tdc de nghi xac nhan thong tin h¢ tich (do
_ | nguoi yéu cdu cung cdp théng tin theo huong dan trén Cong
dich vu cong, néu nguoi co yéu cau lia chon ndp ho so theo
hinh thirc truec tuyén);
Ngudi ¢é yéu cau xac nhan thong tin ho tich thuc hién viéc
- | ndp/xuét trinh (theo hinh thure truc tiép) hodc tai 1én (theo
hinh thtrc truc tuyén) cac gidy to sau:
* Gidy to phai nop:
Gidy to, tai liéu co lién quan dén ndi dung dé nghi xac nhan
n . A L. X
thong tin ho tich;
Vian ban uy quyén (dugc chtng thuc) theo quy dinh cua X
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phap luat trong truong hop uy quyén thuc hién viéc xin cap
xac nhan théng tin ho tich. Truong hop nguoi duge uy
quyén 1a 6ng, ba, cha, me, con, vg, chong, anh, chi, em rudt
clia ngudi iy quyén thi van ban ay quyén khong phai chimg
thue.

Gidy to ching minh thudc gia dinh c6 céng voi cach mang,
nguoi thude ho ngheo, nguoil khuyét tat (néu co);

* Gidy to phai xut trinh:

Ho chiéu hoic ching minh nhén déan hodc thé can cudc cong
dan hodc cac gidy to khac co dan anh va thong tin ca nhan do
co quan co thAm quyén cip, con gia tri str dyung dé chimg
minh vé nhan thin ctia ngudi co yéu cau cap xac nhan thong
tin ho tich. Truong hop céac thong tin ¢4 nhan trong cac giay
to ndy da co trong Co sé dir liéu qubc gia vé dan cu, Co so dir
liéu ho tich dién ttr, dugc hé thong dién tuy dong thi khong
phai xuét trinh (theo hinh thirc truc tiép) hodc tai 1én (theo
hinh thtrc truc tuyén);

Gidy to ¢o gia tri ching minh thong tin vé cu tra trong truong
hop co quan quan 1y Co sé dit liéu ho tich dién tir khong thé
khai thac dugc thong tin vé noi cu tra cta cong dan theo cac
phuong thirc quy dinh tai khoan 2 Piéu 14 Nghi dinh s6
104/2022/NDb-CP ngay 21/12/2022 coa Chinh phu. Truong
hop céc thong tin vé gidy to ching minh noi cu tri da dugce
khai thac tor Co so dir liu quoc gia vé dan cu bang cac
phuong thirc nay thi nguoi co yéu cau khong phai xuat trinh
(theo hinh thirc truc tiép) hodc tai 1én (theo hinh thuc truc
tuyén).

* Luu y khi nop ho so:

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

+ Doi v6i gidy to xuat trinh khi dang ky ho tich, nguoi tiép nhan co trach
nhiém kiém tra, d6i chiéu vai thdng tin trong to khai, chup lai hoic ghi lai
thong tin dé luu trong hd so va tra lai cho ngudi xuét trinh, khong duoc yéu
cau ndp ban sao hoac ban chup gidy to do.

+ Nguoi Yéu cau dang ky ho tich ¢6 thé nop ban sao ching thyc tir ban chinh
hoac ban sao duoc cap tir s6 goc hogc ban chup kem theo ban chinh gidy to de
dbi chiéu. Truong hop ngudi yéu cau nop ban chup kem theo ban chinh gidy
to thi nguoi tiép nhan cé trach nhiém kiém tra, ddi chiéu ban chup voi ban
chinh va ky xac nhan, khong duoc yéu cau ngudi di dang ky nop ban sao gidy
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to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dang, di hd so dang ky ho tich
theo quy dinh cua phap luat hd tich, khong duoc yéu cau nguoi dang ky ho
tich nop thém giay to ma phép luat ho tich khong quy dinh phai nop.

- Truong hop gul hd $0 qua hé thong buu chinh thi phai gui kém theo ban sao
c6 chiing thuc cac gidy to phai xuat trinh.

- Doi voi gidy to gui kém theo néu nguoi yéu cau nop hd so theo hinh thirc
truc tuyen:

+ Ban chup cac gidy to guri kém theo hd so cap xac nhan thong tin ho tich truc
tuyén phai bao dam rd nét, day du, toan ven vé noi dung, la ban chup béng
may anh, di¢n thoai hodc duoc chup, duoc quet bang thiét bi dién ta, tir gidy to
duoc cap hop 1€, con gia tri sir dung; néu 1a gidy to do co quan c6 tham quyeén
nudc ngoai cap thi phai duoc hop phép hoéa lanh su, dich sang tiéng Viét theo
quy dinh, trir truong hop duoc mién hop phap hoa lanh su.

+ Truong hop nhan két qua (Van ban xac nhan théng tin ho tich) tai co quan
dang ky ho tich, ngudi cO yéu cau cap xac nhan thdng tin ho tich xuét trinh
gidy to tuy than; nop ban chup cac gidy to, tai lidu co lién quan dén noi dung
dé nghi xac nhan théng tin ho tich theo quy dinh phap luat ho tich. Truong hop
gidy to, tai lieu phai gui kém trong ho so cap xac nhan thong tin ho tich truc
tiép hoac truc tuyén da c6 ban sao dién tir hoic da co ban dién tir gidy to ho
tich thi nguoi yéu cau duoc st dung ban dién tir nay.

2.4

S6 lwrgng ho so: 01 bo.

2.5

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

2.6

Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
- Trung tam Hanh chinh cong cap huyén.

- Cong dich vu cong quéc gia https:/dichvucong.gov.vn hoic Hé thong thong
tin giai quyet TTHC tinh Ha Tinh http://dichvucong.hatinh.gov.vn.

2.7

Co quan thue hién: Phong Tu phap thuoc UBND cap huyén

Co quan c6 thAim quyén quyét dinh: Phong Tu phap thuoc UBND cép
huyén

Co quan dwge iy quyén: Khong.

Co quan phoi hgp: Co quan cong an, cac co quan khac c6 lién quan.

2.8

Poi twong thwe hién TTHC: Co quan, to chirc, ca nhan.



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

183

Két qua giai quyét TTHC:
- Néu ho so du diéu kién:

+ Van ban xac nhan thong tin ho tich.

2.9 | + Ban dién tuw Xdc nhdn thong tin ho tich (Ban dién tu sé tu’,d,o”ng gd"i vé Kho
quan ly dir liéu q”ién te cua cd nhdn,/d,ia chi thw dién tu/thiét bi so/dién thoai
clia nguoi yéu cau sau khi da hoan tdt thu tuc xac nhdn thong tin ho tich tai co
quan dang ky ho tich).

- Néu hd so khong du diéu kién: Vin ban tir chdi x4c nhan thong tin ho tich.

2.10 | Quy trinh xir ly cong viéc

, . Biéu

TT Trinh ty Trach | Thot | 2 Kée

: nhi¢m glan -

qua

1. Tiép nhan ho so.
- Tiép nhan hd so truc tiép tir ca nhéan
hodc tir hé thong buu chinh hodc trén
Cong dich vu cong quoc gia
(https://dichvucong.gov.vn) ~ hodac  H¢
théng thong tin giai quyét tha tuc hanh
chinh cua tinh
(https://dichvucong.hatinh.gov.vn)
2. Can bo TN&TKQ kiém tra ho so:
- Trudng hop hé so chua day du, hop 1¢: 5
Huéng dan ngudi ndp hd S0 bd sung, Mau 01; 02,
hoan thi¢n theo quy dinh, neq khong bd A ) Gio |03 (néu co);

B1 | sung hoan thi¢n dugc thi tir chéi tiép nhan | S0P ChUC | papp |06 va HO so
ho so. TN&TKQ chinh | theo muc 2.3

- Trudng hop hd so day dua, hop 1é thi tiép
nhan hd so, thu phi theo quy dinh, c6
Phleu hen, tra két qua cho nguoi co yéu
cau (néu nguoi co yéu cau lya chon hinh
thirc ndp ho so tryc tiép) hodc giri ngay
Phiéu hen, tra két qua qua thu dién tu
hodc gui tin nhan hen tra két qua qua dién
thoai di dong cho nguoi c6 yéu cau (néu
nguoi co yéu cau lya chon hinh thire nop
hd so truc tuyén), dong thdi chuyén ho so
dé Phong Tu phap xur 1y.

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

B2

Chuyén Phong Tu phap dé xir 1y.

Cong chuc
TN&TKQ

02
gio

Mau 01, 05
va hOo so
kem theo

B3

Tham tra hd so (tham tra tinh thong nhat
hop 1¢ cua cac thong tin trong hd so, glay

to, tai lidu do ngudi yéu ciu ndp, xuit
trinh hoac dinh kém).

- Néu thdy hod so day du, hop 18, dung quy
dinh, thong tin trong Co s& dit li¢u ho tich
dién tir va thong tin dé nghi xac nhan 1a ding;
+ Truong hop tiép nhan hd so cap xac
nhan thong tin ho tich theo hinh thuc truc
tiép, thi cong chirc xtr Iy ho so in Vin ban
xac nhan thong tin hd tich, trinh Lanh dao
phong Tu phép ky duyét theo budc B7.
Pdi vai yéu cAu xac nhan thong tin ho
tich ctia c4 nhan, néu thdy thong tin ho
tich cta c4 nhan khong c6 su thay doi thi
cong chtrc xur ly bao cdo Lanh dao phong
khong cdp Vin ban xac nhan thong tin hd
tich ma hudng dan ngudi yéu cau lam thu
tuc cap ban sao Gidy khai sinh hodc ban
sao trich luc ho tich twong Umg, trur trudng
hop co quan, t6 chirc c¢6 tham quyen de
nghi cdp van ban xac nhan dé giai quyét
vu viéce lién quan dén c4 nhan.

+ Truong hop tiép nhan ho so xin cip xac
nhan thong tin ho tich theo hinh thirc truc
tuyén, cong chie xir 1y hd so gui lai biéu
mau Xac nhan théng tin ho tich dién tu
v6i thong tin ddy du cho nguoi yéu cau
qua thu dién tir hodc thiét bi so.

Nguoi yéu cau c6 trach nhiém kiém tra
tinh chinh xac, day da cua cac thong tin

Cong chirc
xtr 1y ho so

02
ngay

Mau 05; Vin
ban xac nhan
thong tin ho
tich.
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trén biéu mau Xac nhan thong tin ho tich
dién tr va xac nhan (t61 da mdt ngay).

Néu nguoi ¢ yéu cau xac nhan thong tin
da théng nhat, day du hodc khong c6 phan
hdi sau thoi han yéu cau thi cong chirc
lam cong tac ho tich in Van ban x4c nhan
thong tin ho tich, trinh Lanh dao Phong
Tu phap ky duyét theo budc B7.

- Truong hop can xac minh thém thong tin
thi chuyén thuc hién tir buéc B4 dén BO.

Bdo cao Lanh dao Phong Tu phap va Mau 05; Van
tham muu van ban d,e ng%u €0 quan cong Céng chire | 01 be,m de ngm
B4 |an, cac co quan khac co6 lién quan xac| 1 B noay | X% minh
minh theo quy dinh tai Khoan 3 Diéu 13 Xuly hoso | ngay thong tin hd
Nghi dinh s6 87/2020/ND-CP. tich
Co quan Vian ban tra
cong an, 05 |10 dé nghi
B5 | Xac minh thong tin hd tich. cac co quan nad Xac minh
khacco | "9 | thang tin ho
lién quan tich

- Truong hop két qua xac minh khong c6 MaAu 05; Vin
thong tin hodc thong tin khong théng nhat ban xac nhan
véi gidy to nguoi yéu’cﬁurcung cap thi du thong tin fl@
thao Van ban tir choi cdp van ban xac Cong chirc | 01 |tich hodc
B0 | nhan thong tin ho tich . xir1y hé so | ngdy | Van ban ti
- Trudng hop két qua xac minh thong tin choi Xac
théng nhat véi gidy to thi du thiao Vin nhan  thong

ban xac nhan thong tin ho tich. tin ho tich
Mau 05; Vin
ban xac nhan
~ thong tin ho
Xem x¢ét, duyét két qua thuc hién tai budc La‘nh dao 0,5 |tich hoac
B7 | B3vaBs phong Tw | oy | Van ban
' phap gay a;. a ,u
choi Xac
nhan thong

tin ho tich
gg | Pong ddu van ban va qhuyén két qua cho | Cong chac | 02 Mau 075 ) 0,6;
cong chitc TN&TKQ dé tra cho canhan. | x Iy hd so | giy | Yan ban xac

nhidn thdéng
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tin hd tich

hoac Van
ban tir choi
Xac nhan

thong tin ho
tich

- Tra két qua cho nguoi dan.

- Ngudi co yéu cau cdp xac nhan thong
tin ho tich dugc nhan két qua theo mot
trong cac phuong thirc sau day:

+ Nhan ban dién tr Vin ban xdc nhén Mau 01, 06;
thong tin ho tich giri qua thu dién tir, Kho Van ban xac
quan 1y dit liéu dién t&r cia to chirc, c4 . |nhan thong
nhan do; Cong chirc 10 un. ho t1€h
B9 o A hanh | hodgc  Van
+ Nhér} ban .dlén t}r Van .t,)an.xa}c nhan TN&TKQ chinh | ban tor chdi
thong tin ho tich gui Ve“lO thrlét. bi sO, thong X4c nhan
qua phuong phép truyén so liéu phﬁ hop, thong tin ho
dam bao an toan, bao mat thong tin; tich
+ Nhan két qua 13 Van ban xac nhan thong
tin ho tich thong qua hé thong buu chinh;
+ Nhan két qua 13 Van ban xac nhan thong
tin ho tich tai co quan dang ky ho tich.
* Trudng hop dén hen nhung chua c6 két qua, trong thoi gian cham nhét 01
gid trude khi hét han xtr 1y, Phong Tu phap tham muu UBND cip huyén ban
hanh phiéu xin 18i va hen lai ngdy tra két qua dé gui cho to chirc, ca nhén.
* Trong qua trinh giai quyét ho so nguoi co trach nhiém thuc hién can thuc
hién dong thoi cac thao tac tiép nhan/chuyen/tra ho so, két qua giai quyét trén
phan mém Hé thong thong tin giai quyét thil tuc hanh chinh cua tinh véi cac
budc trong quy trinh.
3 | BIEUMAU
x
Mau 01 M&u 01.doc
Gidy tiép nhan ho so va hen tra két qua
.
Mau 02 Mau s6 02.doc
Phiéu yéu cdu bd sung hoan thién hd so
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. =
Mau 03 Mau 03.doc
Phiéu tir chéi tiép nhan giai quyét ho so
. -
Mau 04 Mau 04.doc
Phiéu xin 16i va hen lai ngay tra két qua
. =
Mau 05 Mau s6 05.doc
Phiéu kiém soat qua trinh giai quyét ho so
. :
Mau 06 M3u s8 06.doc
S6 theo ddi ho so
To khai dé nghi xac nhan thong tin h tich (néu nop ho so theo
hinh thiec truc tiép).
BM.HT.17.01 =
W
BM.HT.17.01.docx
Mau a‘fién tir twong tac de nghi xc,ic nhan thong tin ho tich (néu
nop ho so theo hinh thiec triec tuyén).
BM.HT.17.02 =
W
BM.HT.17.02.docx
4 |HOSOLUU:
) Mau 01; 02, 03, 04 (néu c6); 06 luu tai Trung tim Hanh chinh cong cdp huyén.
Mau 01, 05 Iuu theo ho so;
- | HO so dau vao theo muc 2.3;
- | Hé théng thong tin giai quyét thu tuc hanh chinh cia tinh.

Hb so duoc luu tai Phong Tu phap, thoi gian luu trit hd so xac nhan thong tin ho tich
thuc hién luu theo quy dinh ctia Luat Ho tich va cac van ban huéng dan thi hanh.
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18. Piang Ky két hon, xac nhén tinh trang hon nhan truc tuyén

KY HIEU QUY TRINH QT.HT.18

NOI DUNG QUY TRINH

2.1

Piéu kién thyc hién TTHC:

- Viéc nop ho so ding ky két hon, x4ac nhan tinh trang hon nhén truc tuyén trén
Cong Dich vu cong quoc gia, Cong dich vy cong tinh chi dugc thuc hién vaoi
diéu kién Cong dich vu cong/Hé thong mot ctra dién tir cua tinh da hoan thanh
viéc két ndi, khai thac dit liéu cong dan tur Co sé dir li¢u quoc gia vé dan cu va
két ndi, lién thong dir liéu véi Phan mém ding ky, quan 1y ho tich dién tir dung
chung cua B Tu phép

- Cong déan c6 yéu cau giai quyet thtl tuc hanh chinh dang ky két hén, xac nhan
tinh trang hén nhan truc tuyén c6 tai khoan trén Cong dich vu cong Qudc gia
hodc tai khoan dinh danh dién t¢ muc d§ 2 theo quy dinh cuia Nghi dinh so
59/2022/ND-CP ngay 05/9/2022 cta Chinh phi quy dinh vé dinh danh va xéc
thuc dién tur.

2.2

Cach thirc thuc hién TTHC:

- Nguoi ¢6 yéu cau truy cap Cong dich vu coéng qudc gia
(https://dichvucong.gov.vn)/Cong dich vu cong tinh
(https://dichvucong.hatinh.gov.vn), dang ky tai khoan (neu chua co6 tai khoan),
X4c thye ngudi dung theo hudng din, ding nhap vao hé thong.

- Nguoi c6 yéu cau lya chon co quan dang ky ho tich ¢ tham quyén giai quyét
thu tuc dang ky két hon thuc hién quy trinh ndp hd so: Piang ky két hén, xac
nhan tinh trang hon nhan truc tuyén.

- Nguoi cd yéu cau cung cap thong tin trén biéu miu dién tir twong tac dang ky
két hon, xac nhan tinh trang hon nhan (c6 mau kém theo); dinh kém ban chup
hodc ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop phi, 1& phi théng
qua chtic ning thanh toan truc tuyén hodc bang cach thirc khac theo quy dinh
phap luat, hoan tat viée nop ho so.

2.3

Ban Ban

Thanh phan ho so, bao gom: chinh | sao

Biéu mu dién tir twong tic dang ky két hon, xac nhan tinh trang

N N X
hon nhan.

Ngudi c6 yéu cau thuc hién vige tai 1€n cac gidy to sau:

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

Doi voi két hon co yéu to nudc ngoai:

Giay x&c nhan cua t6 chic y t€ c6 tham quyén cia Vi¢t Nam X
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hodc nudc ngoai xac nhan cac bén két hon khong mac bénh tam
than hodc bénh khac ma khong cé kha nang nhan thirc, lam chu
duoc hanh vi cua minh;

Gidy to chimg minh tinh trang hon nhén ctia ngudi nude ngoai
do co quan c6 thim quyén cua nudc ma ngudi do 1a céng dan
cép con gia tri st dung, xac nhan hién tai ngudi dé khong co vo
hozc khong c6 chong; trudng hop nudc ngoai khong cip xac
nhén tinh trang hén nhan thi thay bang gidy to do co quan cd
thAm quyén nudc ngoai xac nhan ngudi d6 co du didu kién két
hon theo phap luat nude do;

Nguoi nudc ngoai, cong dan Viét Nam dinh cu & nudc ngoai
phai n0p ban sao ho chiéu/giay to co gia tri thay thé ho chicu;

Cong dan Viét Nam da ly hon hodc huy viée két hon tai co quan
c6 tham quyén ctia nudc ngoai phai ndp ban sao trich luc ho tich
vé viéc di ghi vao so viéc ly hon hodc huy viéc két hon trai phap
luat (Trich luc ghi chu ly hon);

Cong dan Viét Nam la cong chirc, vién chirc hoac dang phuc vu
trong lyc lugng vii trang phai ndp van ban ctuia co quan, don vi
quan 1y xac nhan viéc két hoén véi nguoi nude ngoai khong tréi
v6i1 quy dinh cia nganh do;

Truong hop nguoi yéu cau ding ky két hon dang cong tac, hoc
tap, lao dong co thoi han & nude ngoai thi phai ndp Gidy xac
nhan tinh trang hon nhan do Co quan dai di¢n ngoai giao, Co
quan dai dién 1anh sy ctia Viét Nam & nudce ngoai cép;

H{ chiéu hoge Chimg minh nhan dan hofic Thé cin cudc cong
dan hodc cac gidy to khac co dan anh va thong tin ca nhan do co
quan c6 thim quyén cép, con gia tri sir dung dé chting minh vé
nhan than cia nguoi ¢ yéu cau. Truong hop cac thong tin ca
nhan trong cac gidy to nay da co trong Co s¢ dir liéu Quoc gia
vé dan cu, Co s& dir liéu ho tich dién tir, duoc hé thong dién tu
dong thi khong phai tai 1én;

Gidy to chimg minh thudc gia dinh c6 cong v6i cach mang,
nguoi thude ho ngheo, nguoit khuyét tat (néu co);

Gidy to ¢ gia tri chimg minh thong tin vé cu tra trong truong
hop co quan quan 1y Co s& dir liéu ho tich dién tir khong thé
khai thac dugc thong tin vé noi cu tri ciia 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. Trudong hop
cac thong tin vé gidy to ching minh noi cu tri da duoc khai
thac tir Co s& dit liéu qudc gia vé dan cu bang cac phuong thirc
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nay thi nguodi c¢6 yéu cau khong phai tai 1én.

* Lueu y khi ngp ho so:

+ Ban chup cac gidy to gui kém theo hé so truc tuyen phdi bdo ddam ré nét, day
dii, t0AN Ven vé ngi dung, la ban chup bang may danh, dién thoai hodc duoc
chup, duot quet bang thiét bi dién tir, tor gidy to dugc cap hop ¢, con gia trj sir
dung; néu 1a gidy to do co quan cé tham quyén nwéc ngodi cap thi phdi duoc
hop phap hoa l1anh si, dich sang tiéng Viét theo quy dinh, trir triong hop duoc
mién hop phép héa 1anh su.

+ Khi dén nhdn két qud, hai bén nam, ni phdi c6 mdt, xudt trinh gidy to' tup
than (hg chiéu, chizng minh nhan dan, thé can cuéc .cong dan hogc glay to khac
c6 dan dnh va thong tin cd nhan do co quan cé tham quyén cdp, con gia tri sir
dung) dé xdc dinh ding nhan thén.

2.4 | SH lwgng hd so: 01 bd
Thoi han giai quyét:

2.5 | + Pang ky két hon: 15 ngay lam viéc, ké tir ngay nhan di ho so hop 1¢.
+ Xac nhan tinh trang hon nhan: Trong ngay lam viéc.
Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:

26 |- Nop hd so: Céng dich vu cong qudc gia/Coéng dich vu cong tinh, dia chi

" | https://dichvucong.gov.vn hoac http://dichvucong.hatinh.gov.vn;

- Nhan két qua: Trung tim Hanh chinh cong cip huyén.
Co quan thwe hién: Phong Tu phap va UBND cép x4 noi ¢6 tham quyén cap
Giay xac nhan tinh trang hon nhan.
Co quan co tham quyén quyet dinh: UBND cap huyén thyc hién ding ky két

2.7 | hon; UBND cép x4 thyc hién cip gidy xac nhan tinh trang hon nhén.
Co quan dwoe iy quyén: Khong.
Co quan phdi hop: Co quan quan Iy Co s& dit liéu qudc gia vé dan cu, UBND
cap xa.

2.8 | Poi twong thue hién TTHC: Ca nhan.
Két qua giai quyét TTHC: Gidy ching nhan két hon hodc Vin ban thong béo

29 A 5 * A ‘A A A
khong du dieu kién két hon.

2.10 | Quy trinh xir ly cong viéc

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

: nhiém glan

1. Tlép nhan h6 SO tl’é’n C@Ilg Mau 01: 02. 03 (néu

o dich vu cong quoc gia| CONG | =0y bl c6): 06 va hd so theo

(https://dichvucong.gov.vn) chuc chinh
hodc Cong dich vu cong tinh | TN&TKQ
(https://dichvucong.hatinh.gov

muc 2.3
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vn)

2. Cong chirc TN&TKQ kiém
tra ho so:

- Trudng hop hd so chua day
da, hop 1&: Guri thong bao qua
thu dién t& hodc tin nhin qua
dién thoai di dong cho nguoi
yéu cau bd sung, hoan thién hd
so, néu ro loai giéy to, noi1
dung can bd sung dé ngudi co
yéu cau bd sung, hoan thién.
Trudng hop ngudi ¢6 yéu cu
khong bo sung, hoan thién
duoc ho so thi giri thong bao tir
chéi giai quyét ho so.

- Trudong hop ho so day du,
hop 18 thi tiép nhan ho so,
chuyén hd so cho phong Tu
phap xu ly, dong thot g
Phiéu hen, tra két qua qua thu
dién tir hodc tin nhan qua dién
thoai di dong cho nguoi cO
yéu cau, trong d6 néu rd thoi
gian tra két qua.

B2

Tham tra ho so:
Truong hop hd so can bd

sung, hoan thién hoac khong chi?coggr Iy . q
du diéu kién giai quyét, phai |~ \ Mf‘u QS; ‘ Van balg
tr chdi thi gui thong bao vé 15nh da;o 01 ngay thon% baq tinh trang ho
tinh trang ho so to1 Trung tam Phong Tu so (n€u o).

hanh chinh cong cap huyén dé phép

thong bdo cho ngudi nop ho ’

SO.

Str dung chuc nang trén HE N 7
théng kiém tra tinh trang hon Mau 05; Chuyén yéu
nhan ciia cong dan (néu co so cau trén phan mém ho
di liéu ho tich dién tir co6 du Cong tich qua chire nang Hé
thong tin cta cong dan). chirc xirly | 3,5 ngay | thong kiém tra, xac
Truong hop khong kiém tra| hOso minh thong tin tinh

dugc tinh trang hon nhéan cua
cong dan thi boc tach ho so
xac nhan tinh trang hon nhéan

trang hon nhan.
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chuyén téi UBND cap xi c6
thAm quyén x&c nhadn tinh
trang hon nhan.

Cong chirc Tu phap - HO tich
cia UBND cdp xi c6 thim
quyén xac nhén tinh trang hon
nhan co trach nhiém tiép nhan
ho so trén Hé théng, kiém tra,

xac minh thong tin tinh trang U;BNI? Trong Vin ban thé hién tinh
A A s A . cap xa N o A
B3 | hon nhén cua cong déan, hoan duoc da | N9y lam | trang hon nhén cua
tat thu tuc xac nhan tinh trang ’ hi viéc nguoi ¢ yéu cau
hén nhén, chuyén tra két qua nem
1a thong tin vé tinh trang hon
nhan cua nguodi c6 yéu cau
cho UBND cép huyén noi tiép
nhan hd so ding ky két hon.
Sau khi nhan duoc két qua
phan hoéi vé tinh trang hon
nhan tir UBND cép xa:
- Truong hop hai bén nam, nir
du diéu kién két hon thi hoan
tat quy trinh ding ky két hon,
ghi vao SO Pang ky két hon,
cap nhat thong tin dang ky két Mau 05; dy thao Gidy
hén trén Phan mém ding ky, Cong ching nhan két hén
B4 | quan 1y hd tich dién t&r dung | chic xtr 1y | 05 ngay |hodac Vian ban thong
chung. In Gidy ching nhan két |  ho so bao khong du dicu
hon, trinh Lanh dao phong kién két hon.
xem xét, ky nhay.
- Truong hop hai bén nam, nir
khong du diéu kién két hon du
thdo Van ban thong bdo khong
du didu kién két hon trinh
Lanh dao phong xem xét, ky
nhay.
< Mau 05; Giay chung
B5 Xem xét, ky nhay két qua thuc ;ﬁgﬁgd%?l 02 ngay nhén két hon hodc Van
hién tai budc B4. ohap ban thong bao khong
da diéu kién két hon.
) N .. .| Lanh dao Mau 05; Gidy chin
B6 Ky duyét két qua thuc hién tai UBND 02ngdy | nhan két hon hyo ” Vérgl

budc BS.

cap huyén

ban thong bao khong
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du diéu kién két hon.

Méau 05, 06; Gidy

Phat hanh van ban, tra két qua | Van thu, , R L 1A
cho Phong Tu phap dé chuyén | cong chirc chimg nhin ket hon
B7 g U phap Y N 0,5ngdy |hoic Vin ban thong
cho Trung tam Hanh chinh | phong Tu . o » 4
cbng cép huyén ohap bao khong du diéu
i kién két hon.
Tréa két qua cho c4 nhan.
Pé nghi hai bén nam nir xuét
trinh gidy t0 tuy than (ho
chiéu, chirng minh nhan dan,
thé can cudc cong dan hodc
gidy to khac c6 dan anh va
thréglg; tin céknhé? dO‘CO’ quim Miu 01, 06; Gidy
c6 tham quyen cap, con gia tri A . A L opa
ag | S dung) dé xic dinh ding S}?Sg Gids hanh ;ﬁgﬁgvgﬂa“béﬁeihgﬁg
nhan than, kiém tra thong tin | -, &TKQ chinh bio khong di didu
trén Giéy chirng nhan k,ét hon, Kién két hon.
trong SO diang ky két hon, '
khang dinh su ty nguyén két
hén va ky S6 Pang ky két hon,
ky Giay ching nhan két hon.
Tra mdi bén nam, nit 01 ban
chinh Gidy chimg nhan két
hon.
* Truong hop dén hen nhung chua cé két qua,trong thoi gian chdm nhat 01
ngay trudc ngay ~hé"[ han xu Iy, Phong Tu phap tham muu UBND cap huyén ban
hanh phieéu xin loi va hen lai ngay tra ket qua deé gui cho to chuc, ca nhan.
* Trong qua trinh giai quyét ho SO nguoi co trach nhiém thyc hién can thuc
hién dong thoi cdc thao tac tiép nhdn/chuyén/tra ho so, két qua gidi quyét trén
phan mém: http://dichvucong.hatinh.gov.vn véi cdc bude trong quy trinh.
3 | BIEUMAU
o]
Mau 01 Mau 01.docx
Giéy tiép nhan ho so va hen tra két qua
=
Mau 02 Mau 02.docx
Phiéu yéu cau bd sung hoan thién ho so
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@j

Mau 03 Mau 03.docx

Phiéu tir chéi tiép nhan giai quyét ho so
=

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

Phiéu kiém soat qua trinh giai quyét ho so

Mau 05 'Ej
Mau 05.docx
W]
Mau 06 Mau 06.docx

S theo ddi hd so

HO SO LUU:

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

Ho6 so dau vao theo muc 2.3;

Giay to the hién tinh trang hon nhan cua nguoi c6 yéu cau;

S6 dang ky két hon;

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

I1. LINH VU'C NUOI CON NUOI
1. Ghi vao So ding ky nudi con nudi viéc nudi con nudi da dwoc giai quyét

tai co quan c6 thim quyén ciia nuwdc ngoai

1 KY HIEU QUY TRINH QT.NCN.01
2 | NOI DUNG QUY TRINH
2.1 | Piéu Kién thye hién TTHC:

Viéc nudi con nuoi gitra cong dan Viét Nam vai nhau hoac gitra cong dan Viét
Nam voi ngudi nude ngoai da duge giai quyét tai co quan c6 tham quyén cia
nudc ngoai thi duge ghi vao S6 dang ky nudi con nudi trong cac truong hop:

- Viéc nudi con nudi da duoc giai quyét theo quy dinh cua diéu udc qudc té
ma Viét Nam va nudc noi giai quyét viéc nudi con nudi cing 1a thanh vién;
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- Viéc nudi con nudi da duoc giai quyét theo quy dinh phap luét cua nuoc
ngoai, trir truong hop vi pham nhitng nguyén tic co ban ctia phap luat nudc
Cong hoa xa hoi chu nghia Viét Nam.

2.2

Cach thire thuce hién TTHC:

- Nguoi ¢é yéu cau trie tiép thwe hién hodc iy quyén cho nguoi khdc thuc
hién nép ho so truc tiép tai Trung tdm Hanh chinh céng ciia UBND cdp
huyén,

- Giri hé so qua hé théng bueu chinh hodc ndp hé so truc tuyén trén Cong dich
vu cong quoc gia (https://dichvucong.gov.vn) hodc Hé thong thong tin gidi
quyét thii tuc hanh chinh cia tinh (https://dichvucong. hatinh.gov.vn).

2.3

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

- To khai ghi vao S6 hé tich viéc nudi con nudi theo mau (néu
nguoi co yéu cau lya chon nop ho so th o hinh thirc truc tiép) X
theo mau BM.NCN.01.01;

- Biéu mau dién tir twong tac ghi vao S6 hé tich viéc nuédi con
nuoi (do nguoi yéu cdu cung cap thong tin theo hwong dan
trén Cong dich vu cong néu nguwoi cé yéu cau lya chon ndp ho
so theo hinh thirc triee tuyén);

Nguoi ¢6 yéu cau ghi vdao So dang ky nudi con nuoi viéc nudi
con nuéi dd dwoc gidi quyét tai co quan cé tham quyén ciia
nwoc ngodi thuc hién viéc n()p/xuat trinh (theo hinh thirc truc
tiép) hodc tdi Ién (theo hinh thirc triec tuyén) cdc gidy to sau.:

* Gidy to phdi ngp:

- Ban sao c6 ching thuc gidy to chirng minh viéc nu6i con
nudi da duogc gidi quyét tai co quan c6 tham quyén cia nudc X
ngoai;

- Truong hop uy quyén cho nguoi khac 1am thay thi phai co
van ban uy quyén duoc ching thyc theo quy dinh cta phap
luat. Truong hop nguoi duoc uy quyén 1a ong, ba, cha, me, X
con, Vg, chong, anh, chi, em rudt ciia ngudi Gy quyén thi vin
ban uy quyén khong phai chig thuc;
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- Van ban chuing nhan vi¢c nudi con nudi da duogc thuc hi¢n
pht hop véi diéu udc qubc té cua co quan ¢ tham quyén cua
nudc ngoai (trong truong hop vi¢e nudi con nuodi da dugc giai X
quyét theo quy dinh cua diéu udc qudc té ma Viét Nam va
nudc noi giai quyét viéc nudi con nudi cung 1a thanh vién);

- Gidy to ching minh thudc gia dinh c¢6 céng véi cach mang;
nguoi thudc ho nghéo; nguodi khuyét tat (néu co);

* Gidy to' phdi xudt trinh:

- H{ chiéu hodc Chitng minh nhdn dan hoac The can cudc
cong ddn hodc cdc gidy to khdc c6 dan anh va thong tin cd
nhdn do co quan co tham quyén cdp, con gid tri sur dung dé
ching minh vé nhan than cua nguoi co yéu cau ghi vao S6
viéc nudi con nuoi da duoc gidi quyét tai co quan cé tham X
quyén ciia nuoc ngoai Truong hop cdc thong tin cd nhdn
trong cdc gidy to nay da cé trong Co sé div liéu quoc gia vé
dan cw, Co so dw lieu ho tich dién tr, duwoc hé thong dién tu
dong thi khéng phdi tdi lén (theo hinh thirc triec tuyén);

- Gidy to ¢6 gid tri chitng minh théng tin vé cw trii trong
triwong hop co quan déang ky ho tich khéng thé khai thac dwoc
théng tin vé noi cw trii ciia c¢éng dan theo cdc phwong thirc
quy dinh tai khodn 2 Diéu 14 Nghi dinh s6 104/2022/NP-CP
ngay 21/12/2022 cua Chinh phu. Cac gidy to chirng minh
théng tin vé cu trii bao gom: Thé cdn cudc cong dan; Chung
minh nhan ddn; Gidy xdc nhdn théng tin vé cu trii, Gidy théng X
bdo s6 dinh danh ca nhan va thong tin cong dan trong Co so
dit liéu quéc gia vé dan cu Truong hop cdc thong tin vé gidy
to' chirng minh noi cu tri da dwoc khai thac tiw Co so dir lieu
quéc gia vé dan cur bang cac phuwong thirc nay thi nguoi c6
yéu cau khéng phdi xudt trinh (theo hinh thirc truec tiép) hodc
tdi 1én (theo hinh thirc tric tuyén).

Truong hop giri hd 50 qua h¢ thong buu chinh thi phai giri kém theo ban sao
c6 ching thuc cac gidy to phai xuat trinh néu trén.

* Luu y:
- Déi véi gidy to ndp, xudt trinh néu nguoi yéu cau ngp hé so theo hinh thirc
truec tiép:
+ Poi véi gidy to xudt trinh, nguoi tiép nhdn cé trach nhiém kiém tra, doi
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chiéu vdi théng tin trong to khai, chup lai hodc ghi lai théng tin dé luu trong
hé so va trd lai cho nguoi xudt trinh, khéng dwoc yéu cau nép ban sao hodc
ban chup gidy to do.

+ Nguoi yéu cau thuee hién thi tuc ¢é thé nop ban sao chung thyc tir ban chinh
hodc ban sao dwoc cdp tir s6 goc hodc ban chup kem theo ban chinh gidy to dé
doi chiéu. T ruong hop }’lth’O’l yéu cdu ngp ban chup kém theo ban chinh gidy
to thi ngwo’z tlep nhdn co trach nhiém kzem tra, doi chiéu ban chup véi ban
chinh va ky xdc nhén, khéng dwoc yéu cau nguoi di dang ky ndp ban sao gidy
to do.

+ Nguoi tiép nhdn cé trach nhiém tiép nhdn ding, dii ho so dang ky theo quy
dinh cia phdp ludt hé tich va phdp ludt nudi con nudi, khéng dwoc yéu cau
nguoi dang ky ndp thém gidy to- ma phdp ludt hé tich va phdp ludt nudi con
nuoi khong quy dinh phai nop.

- Poi vé6i gidy to giri kém theo néu nguwoi yéu cau nép hé so theo hinh thirc
truc tuyén'

+ Ban chup cdc gidy to giri kém theo hé so yeu cau ghi vao So dang ky nuoi
con nudi vi¢c nudi con nuoi da dwoc giai quyét tai co quan cé tham quyén cua
nudc ngodi tryc tuyén phdi bdo dam ré nét, day di, toan ven vé nji dung, la
ban chup bang mdy anh, dién thoai hodc dwoc chup, dirgc quét bang thiét bi
dién tu, tw gidy to dugc cap hop le, con gia tri sir dung; néu la giay to do co
quan cé tham quyén nwée ngodi cdp thi phai dwoc hop phdp héa lanh sw, dich
sang tiéng Viét theo quy dinh, trir truong hop dwoc mién hop phdp héa lanh
SU.

+ Truong hop gidy to, tai liéu phdi giri kém trong ho so ghi vao S6 ding ky
nuoi_con nudi viéc nudi con nuoi da duoc gidi quyét tai co quan cé tham
quyen cua nuoc ngodi tryc tuyén da c6 ban sao dién tir hodc di cé ban dién tir
gidy to thi nguoi yéu cau dwoc stk dung ban dién tir nay.

+ Truong hop nhan két qua (Trich luc Ghi vao S6 viéc nudi con nudi di dwoc
gidi quyét tai co quan co tham quyen clia nuwoc ngodi) tai co quan dang ky ho
tich, nguoi co yéu cau ghi vao So dang ky nudi con nuoi vi¢c nuéi con nuéi da
dugc gidi quyét tai co quan co tham quyén ciia nuwdc ngoaz phai xudt trinh
gidy to tuy than, ndp cdc gidy tola thanh phan hé so ghi vao S6 dang ky nuoi
con nudi viéc nudi con nudi da dwoe gidi quyét tai co quan cé tham quyén cia
nwoc ngoai theo quy dinh phdp ludt ho tich va phap ludt nuoi con nuoi.

2.4 | SO lwgng ho so: 01 bd
Thoi han glal quyet Trong ngdy tiép nhan hd so (nhan ho so sau 15 gio ma
25 khong giai quyét duoc ngay thi tra két qua trong ngay lam viéc tiép theo).

Trong trudong hop phéi xac minh, thi thoi han giai quyét khong qua 03 ngay
lam viéc.
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Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
- Trung tdm Hanh chinh céng cap huyén.

2.6 . C . A A
- Cong dich vu cdng quoc gia https://dichvucong.gov.vn hoac Hé thong théng
tin giai quyét TTHC tinh Ha Tinh http://dichvucong.hatinh.gov.vn.
Co quan thuc hién: Phong Tu phap.
Co quan c6 tham quyén quyét dinh: Uy ban nhan dan cip huyén noi cu tri
2.7 | cua cong dan Viét Nam.
Co quan dwoe iy quyén: Khong.
Co quan phoi hop: BS Tw phdp (Vu Con nuéi), S& Tu phap.
2.8 | Péi twong thue hién TTHC: C4 nhan
Két qua giai quyét TTHC:
- Hé so du diéu kién: Trich luc Ghi vao S6 viéc nudi con nudi da dwoc gidi
29 quyét tai co quan cé tham quyen cua nuoc ngoai; Trich luc Ghi vao S6 viéc
| nuéi con nuéi da dwoc gidi quyét tai co quan cé tham quyén ciia nuwéc ngoadi
(ban sao) (néu nguwoi dan cé yéu cau).
- Ho so khong du diéu kién: Vian ban thong bao khong du diéu kién.
2.10 | Quy trinh xt ly cong viéc
Trinh tu Trach Thoi | Biéu
TT ¢ «A . x )4 >
nhiém glan mau/Két qua
1. Tiép nhan ho so:
Tiép nhdn hoé so truc tiép tir cd nhan
hodc tir hé théng buu chinh hodc
trén Coéng dich vu céng quoc gia
(https://dichvucong.gov.vn) hodc Hé
th‘ong thong {m giai qu?yet thu {uc Miu 01, 02
hanh - chinh - cua - tinh oy e | Giohanh | (nu co), 05
B1 | (https://dichvucong.hatinh.gov.vn). & N

TN&TKQ | chinh |06 va Hb so

- Néu ho so chua dﬁy da hoac khong theo muc 2.3

hop 1&: Thong bdo cho nguoi yéu
cau bé sung, hoan thi¢n ho S0, néu
ré ogi gidy to, noi dung can bé sung
dé nguwoi c6 yéu cau bé sung, hodn
thién.

- Truong hop hé so ddy du, hop 1é



https://dichvucong.gov.vn/
http://dichvucong.hatinh.gov.vn/
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thi tiép nhdn hé so; néu tiép nhdn ho
so sau 15 gio thi co Phiéu hen, tra
két qua cho nguwoi c¢é yéu cau trong
ngay lam viéc tiép theo (néu nguoi
co yéu cau lya chon hinh thirc nop
hé so truc tiép) hodc giti ngay Phiéu
hen, trd két qua qua thu dién tu hoac
guri tin nhdn hen tra két qud qua dién
thoai di dong cho nguoi c¢é yéu cdu
(néu nguoi c¢é yéu cau liwa chon hinh
thirc ndp ho so triee tuyén);

- Sau khi tiép nhdn ho so theo hinh
thirc ngp truc tiép, cdan bé tiép nhin
hé so tai Trung tam hanh chinh céng
cdrp huyén thuc hién s6 héa (sao
chup, chuyén thanh tai lieu dien tw
trén hé thong théng tin, co sé dir
liéu) va ky s6 vao tai liéu, hé so gidi
quyét thii tuc hanh chinh da dwoc sé
hoa theo qu dinh.

Mau 01, 05 va

B2 Qhuyen cho Phong Tu phap dé x| Cong chirc 120 |HS so kém
ly. TN&TKQ
theo
A A 1A D .. | Lanhdao x \ TTA
B3 P,han cong can by Phong Tu phap xu Phong Tur 02 gic Mau‘OS va HO
ly. ; so kem theo
phap
B4.1. Cong chuc dugc giao nhi¢m Mau 05 va Dy
vu kiém tra, xem xét ho so: thao Trich lug
- Néu di diéu kién: ghi vao So
+ Truong hop tiép nhdn ho so ghi dang k}’_ }rllu?l
vao SO dang ky nuoi con nudi vigc COvn nuot hoac
nuoi con nudi da duoc gidi quyét tai Cong chirc V%n ba/m
B4 | co quan ¢ tham quyén ciia nueoc | i 1V hd so 02 g | thong bgo
y khong du diéu

ngodi theo hinh thirc truc tiép, thi
cong chiuc lam cong tac nuoi con
nuoi thuc hién viéc ghi ngi dung ghi
chii vao S6 dang ky nudi con nuéi,
cdp nhdt théng tin ghi vao Sé ding
ky nudi con nudi viéc nuéi con nuoi

kién; Van ban
xac minh/bién
ban xac minh
(néu co)
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da dwoc giai quyét tai co quan co
tham quyén ciia niedc ngodi va uu
chinh thirc trén Phan mém dang ky,
quan 1y ho tich dién tw dung chung.
+ Truong hop tiép nhdn hé so ghi
vao S6 dang ky nudi con nudi vigc
nuoi con nuoi da duoc gidi quyét tai
co quan c6 tham quyén cua nudc
ngodi theo hinh thirc triec tuyén, cong
churc lam cong tac nudi con nuoi gui
lai biéu mau Trich luc Ghi vao S6
viéc nudi con nudi da dwge gidi quyét
tai co quan c6 tham quyén cua nudc
ngoai dién tir cho nguoi yeu cau qua
thw dién tir hodc thiét bi 5.

Sau khi nguoi ¢é yéu cdau xdc nhdn
thong tin dd‘y du, chinh xdc thi thuc
hién vio S, vao phdan mém ho tich
nhur hinh thire tiép nhan triee tiép.

- Néu khong du diéu kién: Dy thao
van ban thong bao khong du diéu
kién;

Trinh 1anh dao Phong Tu phéap.

B4.2. Truong hop phirc tap thi tién
hanh x4c minh bang van ban hoic
truc tiép. Sau khi c6 két qua, thuc
hién nhu B4.1.

02 ngay

Kiém tra két qua thyc hién, duyét,

Mau 05 va Dy
thao Trich luc
ghi vao S6
dang ky nuoi

truc tiép hodc giao cong chuc xu ly Lanh dao con nuoi hoac
B> hd so trinh lanh dao UBND cip Phong Tu | 17280 Vian ban
o phap n .

huyén. thong bao
khong du diéu

kién da

duyét/ky nhay

B6 | Ky két qua gidi quyét thi tuc hanh | ornda0 |y i | Mau 05 va

UBND cép

Trich luc ghi
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chinh. huyén vao Sb dang
Ky nubi con
nuoi hoac
Van ban
thdng béo
khong du didu
kién
Mau 05, 06 va

Phat hanh vin ban va tra két qua cho Trich luc ghi

phong Tu phap dé chuyén cho Trung vao SO dang

tim Hanh chinh cong. Trudng hop | Van thu; ky nudi con

B7 | du dicu kién cap Trich lyc thi Phong | Phong Tw | 1/2 g6 |nudi  hodc

Tu phép ghi ndi dung ghi cha vao S6 phap Vian ban

dang ky nudi con nudi theo quy thong bao

dinh. khong du diéu
kién

Tra két qua cho ca nhan, thu phi, 18

phi (néu co).

Ngueoi ¢6 yéu cau ghi vao Sé ding

ky nudi con nuoi viéc nuoi con nuoi

da dwoc giai quyét tai co quan cé

tham quyén cua nuoc ngoadi duwoc

nhdn két qud theo mét trong cdc

phu'onig thu:c sa%tAdayo. ’ | Miu 01, 06:

+ Nhayn ban dién twr Trich luc Ghi Trich luc ghi

vc.z(y). So 1;1_66‘ nuéi con n’uoz Xd‘a d‘u’qc vio S& dang

giai quyeét tai co quan co tham quyén ) , o ky nudi con

Rg | ctia nudc ngoai giri qua thu dién ti, | Cong chuc | Gio hanh | - .. hodic

Kho quan Iy di liéu dién tie cua ca | TN&TKQ | chinh | ¢ ban

nhan o, thong  bao

+ Nhdn ban di¢n tw Trich luc Ghi khong du didu

vao S6 viéc nudi con nudi da duwoc kién

gidi quyét tai co quan c6 tham quyén
ciia nwéc ngodi giri vao thiét bi so,
théng qua phwong phdp truyén sé
liéu phu hop, dam bao an toan, bdo
mdat thong tin,

+ Nhdn két qud la Trich luc Ghi vao Sé
vige nuoi con nuoi da duoc gidi quyét
tai co quan co tham quyen cua nuoc
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ngodi thong qua hé thong buru chinh;

+ Nhdén két qua la Trich luc Ghi vao S6
viéc nuéi con nuéi da dwoc gidi quyét
tai co quan cé tham quyén ciia nudc
ngodi tqi co quan dang ky ho tich.

* Truong hop hd so qua han xir 1y, trong thdi gian chim nh:élt 01 ngay trudc
ngay hét han xur Iy, Phong Tu phap tham muu ban hanh phiéu xin 161 va hen
lai ngay tra két qua dé gui cho t6 chirc, ca nhan.

BIEU MAU

Gidy tiép nhan ho so va hen tra két qua

Mau 01 o

Mau 01.docx

Phiéu yéu cau bo sung hoan thién ho so

Mau 02 o

Mau 02.docx

Phiéu tir chéi tiép nhan giai quyét ho so

M3u 03 oy

Méau 03.docx

Phiéu xin 16i va hen lai ngay tra két qua
M3u 04 oy

Méau 04.docx

Phiéu kiém soat qua trinh giai quyét hd so

Mau 05 u?j

Mau 05.docx

Mau 06 S6 theo ddi ho so
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Mau 06.docx

To khai ghi vao S6 hd tich vi¢c nudi con nudi

BM.NCN.01.01 WE
BM.NCN.01.01.docx
Biéu mdu dién tir twong tdc ghivao Sé ho tich viéc nudi
con nudi _(do nguoi yéu cau cung cap thong tin theo
hwong dan trén Cong dich vu cong néu nguoi co yéu
BM.NCN.01.02 cau lva chon nop ho so theo hinh thire truc tuyen).
e
BM.NCN.02.02.docx
HO SO LUU

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

Ho so dau vao theo muc 2.3;

S6 dang ky nudi con nuoi;

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

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

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

tuc hanh chinh cua tinh.

Hb so duoc luu tai phong Tu phép, tl’lf)i gian luu trr thye hién luu theo quy dinh cua
Luat Ho tich va cac van béq hudéng dan thi hanh. Sau khi hét han, chuyén ho so xuéng
don vi luu trtr cua UBND céap huyén va luu trir theo quy dinh hién hanh.



http://hotichdientu.moj.gov.vn/
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