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

TINH HA TINH Déc 1ap - Tw do - Hanh phuc
S6: 847 /QP-UBND Ha Tinh, ngay 21thding4 ndm 2025
QUYET PINH

Phé duyét quy trinh ngi bo thi tuc hanh chinh ban hanh méi,
sira doi, bo sung, bi bo trong linh ve H) tich, Chirng thwe, Nudi con nudi,
Phd bién, gido duc phap luét thudc thim quyén quan Iy ciia nganh Tw phap
ap dung tai UBND cap huyén trén dia ban tinh Ha Tinh

CHU TICH UY BAN NHAN DAN TINH

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

Can cir Nghi dinh so 63/2010/ND-CP ngay 08/6/2010 ciia Chinh phii vé
kiém sodt thii tuc hanh chinh; Nghi dinh s6 92/2017/NB-CP ngay 07/8/2017 ciia
Chinh phii vé sira doi, b6 sung mot s6 diéu cia cdc Nghi dinh lién quan dén
kiém sodt thii tuc hanh chinh,

Can cir Nghi dinh s6 61/2018/ND-CP ngay 23/4/2018 ciia Chinh phii vé
thuee hién co ché mét civa, mét cira lién théng trong gidi quyét thii tuc hanh chinh;

Can cir Thong tw s6 02/2017/TT-VPCP ngay 31/10/2017 ciia Bé trudng,
Chui nhiém Vian phong Chinh phii hudng dan vé nghiép vu kiém sodt thi tuc
hanh chinh;,

Can civ Théng tw sé 01/2018/TT-VPCP ngay 23/11/2018 cua cia Bé
trwong, Chii nhiém Van phong Chinh phii hudmg dan thi hanh mét s6 quy dinh
ciia Nghi dinh sé 61/2018/ND-CP ngay 23/4/2018 ciia Chinh phii vé thuwc hién
co ché mét cira, mét cira lién thong trong gidi quyét thi tuc hanh chinh;

Theo dé nghi cia Giam déc S¢ Tu phdp tai Vin ban sé 831/STP-VP ngay
01/4/2025.

QUYET PINH:

Piéu 1. Phé duyét kém theo Quyét dinh nay Quy trinh ndi b 01 thu tuc
hanh chinh (TTHC) dugc ban hanh méi trong linh vuc Nudi con nudi; CAC
TTHC duoc stra d6i, bd sung, gém: 18 TTHC trong linh vuc Ho tich; 01 TTHC
trong linh vuc Nu6i con nu6i; 11 TTHC trong linh vyc Chung thuc; 01 TTHC
trong linh vuc Pho bién, gido duc phap luat ban hanh kém theo Quyét dinh s6
270/Qb-UBND ngay 07/02/2025 cua Chu tich UBND tinh.

Piéu 2. Giao S¢ Tu phap chu tri, phdi hop voi Van phong UBND tinh
(Trung tdm Cong bao - Tin hoc) can cir Quyét dinh nay, trong thoi han 03 ngay
lam viéc, xay dung quy trinh dién tir cic TTHC trén Hé thong thong tin giai



quyét TTHC cua tinh dé ap dung thuc hién trén dia ban tinh
(https//motcua.hatinh.gov.vn).

Picu 3. Quyét dinh nay c6 hiéu luc ké tir ngdy ban hanh; thay thé quy
trinh noi bd TTHC linh vuc Ho tich, Nudi con nudi tai Quyét dinh sé 1778/QP-
UBND ngay 18/7/2024 cua Chu tich UBND tinh; thay thé Quyét dinh s
2352/Qb-UBND ngay 16/01/2021 ctia Chu tich UBND tinh.

Piéu 4. Chanh Vin phong UBND tinh, Giam déc S¢ Tu phap, Giam dbc
Trung tam Cong bao - Tin hoc tinh; Chu tich UBND céac huyén, thanh phd, thi
xd; Giam ddc Trung tAm Hanh chinh cong cap huyén va céac t6 chirc, ca nhan co
lién quan chiu trach nhiém thi hanh Quyét dinh nay./.

Noi nhén: KT CHU TICH
- Nhu bicu 4;

- B9 Tu phap;

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

- Trung tdm CB-TH tinh;

- Luu: VT, NCi.

T
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NOQI DUNG QUY TRINH NOI BO THU TUC HANH CHINH

A. THU TUC HANH CHINH PUQC BAN HANH MOI
I. LINH VU'C NUOI CON NUOI

1. Cdp gidy xac nhdn céng dan Viét Nam thwong tri ¢ khu veec bién gidi
du dieu kién nhdn tré em cria nwoc lang giéng cw tri 6 kKhu vuc bién gigi lam
con nudi

KY HIEU QUY TRINH QT.NCN.H.01

2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thuc hiégn TTHC:

a) Picu kién d6i v6i ngwoi nhan con nudi:

- C6 nang lyc hanh vi dan sy day du;

- Hon con nudi tir 20 tudi trd 1én;

- C6 diéu kién vé strc khoe, kinh té, chd & bao dam viéc chim soc, nudi dudng,
gido duc con nuoi;

- C6 tu cach dao dic tdt;

Truong hop cha duong nhan con riéng cia vg, me ké nhan con riéng cua chong
lam con nqéi hoac 96, cau, di, chq, bac rugt nhan chau lam con Quéi thi khong
ap dung dicu kién ve do tudi va diéu kién vé strc khoe, kinh te, cho o.

- Cac diéu kién theo quy dinh phap luat caa nudc lang giéng.

b) Nhirng ngwai sau day khong dwoc nhan con nuoi:

- Pang bi han ché mot s6 quyén ctia cha, me d6i Vi con chua thanh nién;

- Pang chap hanh quyét dinh xt Iy hanh chinh tai co so gido duc, co sa chita bénh;

- Pang chap hanh hinh phat tu;

- Chua dugc x0a &n tich vé mot trong céc toi cd y xam pham tinh mang, stc
khoe, nhér] pham, danh du cua nguoi khac; nguoc dai hoac hénh~ha ong ba, cha
me, Vo chong, con, chau, ngudi ¢6 cong nudi dudng minh; du do, ép budc hogc
chira chap nguoi chua thanh nién vi pham phap luat; mua ban, danh trao, chiem
doat tré em.

2.2 | Cach thac thuc hign TTHC:

- Tryc tiép tai Trung thm Hanh chinh cong cap huyén;

- Gtri hd so qua dich vu buu chinh céng ich;

- Nop hd so tryc tuyén trén Cong Dich vu cdng Quéc gia
(https://dichvucong.gov.vn) hoac Hé thong thdng tin giai quyét tha tuc hanh
chinh tinh Ha Tinh (https://dichvucong.hatinh.gov.vn).

2.3 Thanh phan hé so, bao gom: Ban Ban




chinh | sao
- Pon xin nhan con nubi; X
| Ho chiéu, Chung minh nhan dan, The Can cudc hoge Can y
cudc cong dan hoac giay to co gia tri thay thé;
- | Phiéu ly lich tu phép; X

Van ban xac nhan tinh trang hon nhan:
+ Truong hop nguoi nhan con nudi 1a cap v chéng nhan con X
nudi: Giay ching nhan ket hon.

+ Truong hop nguoi nhan con nuoi 1a nguoi doc than nhan
con nudi: Giay xac nhan tinh trang hén nhan.

Gidy kham stc khoe do co sé 'y té cap huyén tro 18n cap: X

Vin ban x4c nhan hoan canh gia dinh, tinh trang chd ¢, diéu
kién kinh t¢ do UBND cap xa noi nguoi nhan con nuoi X
thuong tra cap.

Luu y:

- Truong hop phai chimg minh noi thudng trd cia ngudi nhan con nudi khi dé
nghi UBND cap x4 lap Van ban x4c nhan hoan canh gia dinh, tinh trang chd ¢,
diéu kién kinh té hoic khi nop hd so tai S& Tu phap, can bo, cdng chuc, vién
chue, ca nhan dugc giao trach nhiém tiép nhan, giai quyét phai khai thac, su
dung théng tin vé cu tra cua cong dan trong Co s¢ dir ligu qUOC gia vé dan cu
theo cac phuong thic néu tai khoan 2 Biéu 14 Nghi dinh sé 104/2022/NDB-CP
ngay 21/12/2022 cta Chinh phu.

- Truong hop khéng thé khai thac duoc thong tin cu trii ctia cong dan theo cac
phuong thuc trén thi c6 thé yéu cau nguoi nhan con nudi nop ban sao hoic xuat
trinh mot trong cac giay to ching minh thong tin vé cu trt, bao gom: Thé Cin
cudc; Thé can cudce cong dan; Chiing minh nhan dan; Gidy xac nhan théng tin
vé cu tra, Gidy thong bao s dinh danh ca nhan va thong tin cong dan trong Co
s& dir liéu quéc gia vé dan cu.

- Gidy to ¢6 trong ho so ciia nguweoi nhdn con nudi do co quan, té chike, nguoi co
thdm quyén ldp, cdp, xac nhdn ma bi tdy xo4, sira chiza 1am sai léch ngi dung
hodc théng tin trong cdc vin ban, gidy to dwoc khai khéng ding sw that thi
khong co6 gia tri siz dung. Nguwoi thic hién hanh vi tay xod, sia chira lam sai
Iéch ngi dung hodc khai thong tin khéong dung sw that bi xu ly vi pham theo quy
dinh phap lugt.

2.4 | S6 lwong hd so: 01 bo.
2.5 | Thoi han giai quyét: Khong quy dinh.
. | Dia 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 hogc Hé thong thdng
tin giai quyet thu tyc hanh chinh tinh Ha Tinh https://dichvucong.hatinh.gov.vn
(chi tiep nhan ho so).

Co quan c¢é tham quyén giai quyét: Phong Tu phdp.
Co quan c6 tham quyeén quyét dinh: UBND cdp huyén.

21| Co quan dwoc Gy quyén: Khong.
Co quan phdi hop: Khong.
28 Déi twgng thuc hign TTHC: Cong dan Viét Nam thuong tri ¢ khu vuc bién

' gidi nhan tré em cua nudce lang giéng cu tra ¢ khu vuc bién gidi lam con nudi.
Két qua giai quyét TTHC:

- Ho so du diéu kién: Vian ban xac nhan da diéu kién nhan tré em cua nudce lang
29 giéng cu trd tai khu vuc bién gisi lam con nudi.

' - Hb so khong du diéu kién: Van ban thong bao khong du diéu kién cap giay
xéac nhan du diéu kién nhan tré em cua nudc lang giéng cu tra tai khu vuc bién
giai lam con nudi.

2.10 | Quy trinh xi ly cong viéc
TT Trinh tw TriCh Thot gian Biéu maﬁu/Ket
: nhiém qua
1. Tiép nhan hd so.
- Tiép nhan hd so truc tiép tir ca
nhan hoac tur dich vu buu chinh céng
ich hoadc truc tuyén trén Cong Dich
vu cong Quéc gia
(https://dichvucong.gov.vn) hoac Hé
théng thong tin giai quyét TTHC
tinh Ha Tinh MAiu 01; 02, 03
B1 (https://dichvucong.hatinh.g?ov.vn). | Canbo | Gid hanh (néu cd); 06 va
2. Cong chiic TN&TKQ kiem tra ho | TN&TKQ chinh Ho so theo
SO muc 2.3
- Trudng hop hd so chua day dua, hop
16: Huéng dan nguoi nop hd so bd
sung, hoan thién theo quy dinh, néu
khéng bd sung hoan thién dugc thi tir
chéi tiép nhan ho so.
- Truong hop hd so ddy du, hop 18 thi
tiép nhan ho so, thu phi theo quy dinh.
B2 Chuyén hé so cho Phong Tu phap xir| Can bo 02 gio ||§|/|§u (gy’ Oié\;ﬁ

ly. TN&TKQ theo



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

A A S Lanh x s
Phan cdng cong chuc thu ly ho so va an dao . Mau 05 va Ho
B3 A ) Phong Tu | 02 gio .
giai quyet cong viéc theo quy dinh. ohdp so kém theo
Mau 05 va Du
thao van ban
o . Xac nhan nguoi
- Truong hop hd so da diéu kién: Du c6 du diéu kién
thao van ban xac nhan nguoi nhan nubéi con nudi
con nudi c6 du diéu kién nudi con hoac du thao
nuoi; Cong chuc Vian ban théng
- Trudng hop hd so khong du diéu | duoc glao . |bao khong du
B4 . ) o ) ~ L, 5 I' hf‘\ 02 ngay Y “ A X
kién: Du thao van ban théng bao | Xu 1y NO sO d1§u kién cap
khong du diéu kién cap giay xac giay xac nhan
nhan du diéu kién nhan tré em cua du diéu kién
nuéc lang giéng cu tra tai khu vuc nhan tré em
bién gidi lam con nudi; cﬁg nudc lang
Trinh 1anh dao phong. giéng cu tri tal
khu wvuc bién
gioi lam con
nuoi
Mau 05 va Du
thao van ban
xac nhan nguoi
nhan con nudi
c6 du diéu kién
nubéi con nudi
‘ hoac du thao
Xem xét ho so, ky nhay/duyét du | . _ Vian ban théng
, Z W eas z . Lanh daO
thao ket qua giai quyet TTHC tai B4, \ 5 bao khong du
B5 . T A Phong Tu | 01 ngay N e
truc tiep hoac giao chuyén vién trinh ohap dicu kién cap

lanh dao UBND cép huyén.

gidy xac nhan
da  diéu kien
nhan tré em
cia nudc lang
giéng cu tra tai
khu vuc bién
gioi lam con
nudéi da ky




nhay.

B6

Phé duyét du thao két qua giai quyét
TTHC tai B5, chuyén Vin thu phat
hanh van ban.

Lanh dao
UBND cap
huyén

04 gid

Mau 05 va Vin
ban xac nhan
nguoi nhan con
nudi co du diéu
Kién nudi con
nudi hodc Vian
ban théng bao
khong du diéu
kién cap giay
xac nhan du
diéu kién nhan
tré em cua
nuwGC lang
giéng cu tru tai
khu wvuc bién
gioi lam con
nuoi.

B7

Pong dau, phat hanh vin ban;
chuyén tra két qua cho bo phan
TN&TKQ.

Van thu
UBND cap
huyén

02 gio

Mau 05, 06 va
Vian ban xac
nhan nguoi
nhan con nudi
c6 du diéu kién
nudi con nuoi
hoic Van ban
thong béo
khong du diéu
kién cap giay
Xac nhan du
diéu kién nhan
tré em cua
nudc lang
giéng cu trd tai
khu wvuc bién
gioi lam con
nuoi.

B8

Tra két qua cho cé nhan.
- Vin ban xac nhan du diéu kién
duoc tra cho nguoi cd yéu cau qua

Can bo
TN&TKQ

Gid hanh
chinh

Mau 01, 06 va
Van ban Xxac
nhan nguol
nhan con nubi




thu dién tir, Kho quan ly dix liéu dién
ta, Dich vu buu chinh cong ichhoac
tai bo phan TN&TKQ.

- Sau khi dang ky nudi con nudi tai
co quan co tham quyén coa nudc
lang giéng, nguoi nhan con nudi
phai lam thua tuc ghi cha viéc nubi
con nudi tai UBND cip huyén noi
nguoi dé cu tra theo quy dinh cda
phap luat vé ho tich.

c6 du diéu kién
nudi con nudi
hoac Van ban
thong bao
khong du diéu
kien cip gidy
xac nhan du
diéu kién nhan
tré em cua nudc
lang giéng cu
trd tai khu vuc
bién gigi lam
con nuoi.

* Truong hop ho so qua han xi ly, trong thoi gian cham nhat 01 ngay truéc
ngay het han xu ly, UBND cap huyén ban hanh Phiéu xin 16i va hen lai ngay tra
ket qua chuyén sang Trung tdm hanh chinh cong cap huyén de guri cho to chuc,

ca nhan.

* Trong qua trinh giai quyét ho s0, nguoi co trach nhi€ém thyc hién can thuc
hién dong thoi cac thao tac tiép nhan/chuyén/tra hd so, két qua giai quyét trén
phan mém: https://motcua.hatinh.gov.vn véi cac budc trong quy trinh.

BIEU MAU
Giay tiép nhan ho so va hen tra két qua
M3u 01 9
Mau 01.docx
Phiéu yéu cau bo sung hoan thién ho so
M3u 02 9]
Mau 02.docx
Phiéu tir chdi tiép nhan giai quyét ho so
Mau 03 T
Mau 03.docx
Phiéu xin 15i va hen lai ngay tra két qua
Mau 04 e
Mau 04.docx
Mau 05 Phiéu kiém soat qué trinh giai quyét ho so



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

Mau 05.docx
S6 theo dbi ho so
MU 06 )
MAau 06.docx
|
BM.NCN.H.01.01 BM.NCN.
H.01.01.doc

Don xin nhan con nudi trong nudc

Biéu mau dién tur tuong tac Cap gidy xac nhan cong dan
Viét Nam thuong trd ¢ khu vuc bién giéi da diéu kién
nhan tré em cia nudc lang giéng cu tri & khu vuc bién
BM.NCN.H.01.02 | gigi lam con nudi

[
|

BM.NCN.
H.01.02.doc

Vin ban xac nhan hoan canh gia dinh, tinh trang ché ¢,
dieu kién kinh té ciia nguoi nhan con nudi
BM.NCN.H.01.03 E‘ﬁ

BM.NCN.
H.01.03.doc

4 |HOSOLUU

Mau 01; 02, 03, 04 (néu c6), 06 luu tai Bo phan TN&TKQ cua Trung tam hanh
chinh cdéng cap huyén. Mau 01, 05 luu theo ho so;

- | Ho so dau vao theo muc 2,3;

Vin ban xac nhan ngudi nhan con nudi c6 du diéu kién nudi con nudi hoac Van
- | ban thong bao khong du diéu kién cap giay xac nhan du diéu kién nhan tré em
cta nudc lang giéng cu tra tai khu vuc bién gidi lam con nudi;

Ho so duogc luu tai UBND cip huyén, thoi gian luu vinh vién.
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B. THU TUC HANH CHIiNH PUQC SUA POI, BO SUNG

I. LINH VUC HO TICH
1. Thi tuc déing ky khai sinh ¢6 yéu té nwéc ngoai

1 KY HIEU QUY TRINH QT.HT.H.01
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thuc hién TTHC:
Khong.
2.2 | Cach thirc thuc hign TTHC:
- Nguoi ¢6 yéu cau dang ky khai sinh truc tiép thuc hién hosc ay quyen cho nguoi
khéac thuc hién nop hd so truc tiép tai Trung tdm hanh chinh cdng cap huyén:
- Giri h6 so qua dich vy buu chinh cbng ich:
- Nop hd so tryc tuyén trén Cong Dich vy cdng Quéc gia
(https://dichvucong.gov.vn) hoac HE thong thong tin giai quyeét tha tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn).
N A 1A Aoon. Ban | Ban
2.3 | Thanh phan hé so, bao gom: chinh | sao

To khai dang ky khai sinh theo mau BM.HT.H.01.01 (néu
ngudi O yéu cau lya chon nop ho so theo hinh thic truc tiep X
hoac guri ho so qua dich vu buu chinh cong ich);

Mau ho tich dién tur twong tac dang ky khai sinh (do nguoi
yéu cau cung cap thong tin theo hudng dan trén Cong dich vu
cong, néu nguoi cd yéu cau lya chon ndp hd so theo hinh
thire truc tuyén);

Nguoi ¢d yéu cau ding ky khai sinh thyc hién viéc nop/Xuat
trinh (theo hinh thwc tryc tiep) hodc tai [én (theo hinh thic truc
tuyén) cac giay to sau:

* Gidy to phdi ngp:
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Gidy chung sinh;

Truong hop khdng cé Gidy chung sinh thi thay bang: vin ban
ctia ngudi 1am chang xac nhan vé viéc sinh, néu khong cé vin
ban cua nguoi 1am ching thi thay thé bang van ban cam doan
vé viéc sinh;

Truong hop tré em sinh ra tai nugc ngoai thi nop Gidy chung
sinh hogc gidy 1o khac do co quan c6 tham quyén nudc ngoai
cap xac nhan vé viéc tré em duoc sinh ra & nuwdc ngoai va quan
hé me - con.

Truong hop nguoi Yeu cau da nép ban dién tir Gidy ching sinh
hodc co quan dang ky ho tich da khai thac dwoc di ligu dign tu
c6 ky sé cua Gidy ching sinh thi khéng phdi nép ban gidy;

Truong hop cha hoac me hoac ca cha, me la nguoi nudc ngoai
thi phai nép van ban thoa thuan caa cha, me vé viéc lua chon
quéc tich cho con. Truong hgp cha, me chon quéc tich nuéc
ngoai cho con thi van ban thoa thuan phai cd xac nhan cua co
quan nha nudc c6 tham quyén cia nuéc ma cha me lya chon
quéc tich cho con;

Vin ban uy quyén theo quy dinh ciia phap luat trong truong hop
1y quyén thyc hién viéc diang ky khai sinh; Truong hop nguoi di
dang ky khai sinh cho tré em la 6ng, ba, nguoi than thich khéc
thi khdng phai ¢ van ban uy quyén cia cha, me tré em, nhung
phai théng nhat véi cha, me tré em vé ndi dung khai sinh;

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

* Gidy to phdi xudt trinh:

Hé chiéu/Chiing minh nhan dan/Thé cdan cuéc cong dan/Thé
can cwde/Can cwde dién trlGidy ching nhdn can cwdc hodc
cac gidy to khac c6 dan anh va thong tin ca nhan do co quan c6
tham quyén cap, con gia tri sit dung dé chang minh vé nhan
than cua ngudi ¢ yéu cau dang ky khai sinh. Trudng hop cac
thdng tin ca nhan trong cac gidy to nay di cd trong
CSDLQGVDC, Co s¢ dir liéu ho tich dién t¢ (CSDLHTDT),
duoc hé thdng dién tu dong thi khdng phai tai 1én (theo hinh
thire truc tuyén);
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Gidy to co gia tri chitng minh thdng tin vé cu tra trong truong
hop co quan ding ky ho tich khéng thé khai thac duoc thdng
tin v& noi cu tra cua céng dan theo cac phuong thic quy dinh
tai khoan 2 Diéu 14 Nghi dinh s 104/2022/ND-CP ngay
21/12/2022 ctua Chinh phu. Truong hop cac thong tin vé gidy | X
to ching minh noi cu tra da duoc khai thac tr Co so dit liéu
qudc gia vé dan cu bang cac phuong thirc nay thi ngudi ¢6 yéu
cau khong phai xuét trinh (theo hinh thic truc tiép) hoic tai 1én
(theo hinh thirc truc tuyén);

Gidy to chiing minh viéc tré¢ em nhap canh hop phap vao Viét
Nam (nhu: ho chiéu, gidy t& c6 gié tri di lai qudc té, co dau xac
nhan nhap canh cia co quan quan |y xuat, nhap canh) va vin
ban xac nhan cua co quan céng an c6 tham quyén vé viéc tré
em dang cu tru tai Viét Nam trong truong hop tré em sinh ra ¢
nudc ngoai, ¢o cha hoac me la cong dan Viét Nam hoac cha va
me déu la cdng dan Viét Nam, chua dugce ding ky khai sinh &
nudc NYoai, vé cu tra tai Viét Nam;

Truong hop gui ho so qua dich vy buu chinh cong ich thi phai guri kém theo ban
sao c6 chuang thuc cac giay to phai xuat trinh néu trén.

*Luuy
- D6i véi yéu cau dang ky khai sinh ma cha, me tré da dang ky két hon, trén co
s& théng tin vé Gidy chimg nhdn két hon cung cdp trong To khai dang ky khai
sinh, co quan ddang ky ho tich cé trach nhiém tra civu thong tin vé tinh trang hén
nhdn ciia cha, me tré trén Hé thong thong tin gidi quyét thi tuc hanh chinh cdp
tinh théng qua két noi véi Co sé dix liéu hé tich dién tir, Co s& dit lidu quoc gia
vé dan cw. Két qud tra cieu dwoc heu triv duéi dang dién tir hodc bdn gidy, phdn
dnh ddy du, chinh xdc théng tin tai thoi diém tra ciu va dinh kém hé so cia
nguoi dang ky. Truong hop khong tra cieu duoc tinh trang hon nhan do chua co
thong tin trong Co s6 dit liéu ho tich dién tw, Co so dit liéu quoc gia vé din cu,
thi co quan dang ky hé tich dé nghi Uy ban nhdn ddn cdp xd noi nguwoi yéu cau
thuwong tri/noi di ding ky két hon xdc minh, cung cap théng tin. Trong thoi han
03 ngay lam viéc ké tir ngdy nhén dwoc yéu cau xdc minh, Uy ban nhdn ddn cdp
xd noi nhdn dwoc dé nghi xac minh co trdch nhiém kiém tra, xdc minh va gui
két qua vé tinh trang hén nhan cia nguwoi do.

- Béi voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp hd so theo hinh thirc

tryc tiép:

+ Nguoi tiép nhan cé trach nhiém kiém tra, ddi chiéu voi thong tin trong to

khai, chup lai hodc ghi lai thong tin dé luu trong ho so va tra lai cho nguoi

xuat trinh, khong duoc yéu cau ndp ban sao hoic ban chup gidy to do.
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+ Ngudi yéu cau dang ky ho tich co thé ndp ban sao chung thuc tir ban chinh
hodc ban sao duoc cip tir s6 goc hogc ban chyp kem theo ban chinh gidy to de
dbi chiéu. Truong hop nguoi yéu cau ndp ban chup kém theo ban chinh gidy
td thi nguoi tiép nhan cé trach nhiém kiém tra, d6i chiéu ban chup véi ban
chinh va ky xac nhén, khong duoc yéu cau nguoi di dang ky ndp ban sao gidy
to do.

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

Nguoi tiép nhan hd so thuc hién khai thac thong tin trong Co s¢ dit liéu quoc
gia vé dan cu theo quy dinh phap luat néu ngudi yéu cau ding ky ho tich da
cung cép ho, chir dém, tén; ngay, thang, nam sinh; s6 dinh danh cd nhan/thé
can cwoc cong dan/thé can cuoc/chung minh nhdn ddn/can cuoc dién tu.
Truong hop cac théng tin can khai thac khong c6 trong Co so dir liéu qudc gia
vé dan cu thi dé nghi ngudi yéu cau ké khai day du.

- Pi voi gidy to gii kém theo néu nguoi yéu cau ndp hd so theo hinh thirc
truc myén:

+ Ban chup cac gidy to g kem theo hé so dang ky khai sinh truc tuyén phai bao
dam rd nét, day du, toan ven vé noi dung, 1a ban chup bang may anh, dién thoai
hoic dugc chup, duge quét bang thiét bi dién tir, tir gidy to duoc cp hop 18, con
gia tri st dung.

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

- Khi dén co quan ding ky ho tich nhan két qua (Gidy khai sinh/ban sao Giay
khai sinh) nguoi co yéu cau dang ky khai sinh phai nop Gidy chung sinh; xuat
trinh gidy to tuy than.

- Giay to do co quan c6 tham quyén cua nudc ngoai cap, cong ching hoic xac
nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai duge hop phap
héa lanh su, dich ra tiéng Viét va chung thye chir ky nguoi dich theo quy dinh
ctia phap luat, trir truong hop duoc mién theo diéu udc qubc té ma Viét Nam
la thanh vién.

- Truong hop nguoi yéu cau dang ky khai sinh khong cung cap duoc gidy to
néu trén theo quy dinh hodc gidy td ndp, xuét trinh bi ty xo6a, stra chira, lam gia
thi co quan dang ky ho tich c6 tham quyén huy bo két qua dang ky khai sinh.

- Déi véi viée Xac dinh ho, dan téc, qué quan, dat tén cho tré:

+ Viéc xac dinh ho, dan tdc, dat tén cho tré em phai phu hop voi phap ludt va
yéu cau giit gin badn sdc dan toc, tdp quan, truyen thong van hoa tot dep cua
Viet Nam; khong dat tén qua dai, kho su dung.

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

2.4

S6 lwong hd so: 01 bo.

2.5

Thoi han giai quyét: Ngay trong ngay tiép nhan hé so. Truong hop nhan ho so
sau 15 gio ma khdng giai quyét dugc ngay thi tra két qua trong ngay lam viéc
tiép theo. Truong hop phai x4c minh tinh trang hén nhan cua cha, me tré thi
thoi han giai quyét khdng qua 05 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 Quéc gia https://dichvucong.gov.vn hoic Hé théng thdng
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 phap.

Co quan c6 tham quyén quyét dinh:

- Uy ban nhan dan cap huyén noi cu trii clia nguoi cha hodc ngudi me thyc hign
dang ky khai sinh doi véi tré em sinh ra ¢ Viét Nam trong cac truong hop:

+ CO cha hoac me Iér cbng dan Viét Nam con nguoi kia 1a nguoi nudc ngoai
hoac nguoi khéng quoc tich.

+ CO6 cha hoac me la cong dan Viét Nam cu tra ¢ trong nudc con nguoi kia la
cong dan Viét Nam dinh cu & nudc ngoai.

+ C0 cha va me la cong dan Viét Nam dinh cu & nudc ngoai.

+ CH cha va me 1a ngudi nude ngoai hoic ngudi khéng qudc tich.

- Uy ban nhan déan cip huyén noi cu trii cua tré em ¢6 cha hosic me hoac ca cha
va me la cong dan Viét Nam, thyc hién déng ky khai sinh doi voi tré em sinh ra
& nudc ngoai, chua duge dang ky khai sinh, vé cu tru tai Viét Nam.

Co quan dwoc iy quyen: Khong.

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

2.8

Poi twong thuc hién TTHC: Ca nhan

2.9

Két qua giai quyét TTHC:

- Ho6 so du diéu kién:

+ Gidy khai sinh (ban chinh); ban sao Gidy khai sinh (truong hop yéu cau cap
ban sao Giay khai sinh).

+ Ban dién tir Gidy khai sinh (Ban dién tir s& tw dong giri vé Kho quan ly dir
liéu dién tir ctia ca nhan/dia chi thu dién ta/thiét bi so/dién thoai cua nguol yéu
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cau sau khi d4 hoan tat thu tuc dang ky khai sinh tai co quan dang ky ho tich).

- Ho so khong du diéu kién: Vin ban théng bao khong du diéu kién ding ky

khali sinh.

2.10

Quy trinh xir ly cdng viéc

TT

Trinh tu

Tréach
nhiém

Theoti gian

Biéu

mau/Két qua

Bl

1. Tiép nhan hd so.

- Tiép nhan hd so tryc tiép tir c4
nhan hoac tur dich vu buu chinh
cong ichhoic trén Cong Dich vu
cong Quéc gia
(https://dichvucong.gov.vn)  hoac
Hé théng thong tin giai quyét tha
tuc hanh chinh caa tinh
(https://dichvucong.hatinh.gov.vn).

2. Can bo TN&TKQ kiém tra hd
SO

- Néu hd so chua day du hoic
khong hop 1é: Huéng dan hoic
thdng bdo bang vin ban cho cé
nhan bod sung, hoan thién hd so.
Truong hop khong bd sung, hoan
thién duoc hd so thi thong bao tur
chéi giai quyét ho so.

- Néu ho so day du, hop 1&: Lam thu
tuc tiép nhan héd so va thu phi, & phi
theo quy dinh. Néu tiép nhan hd so
sau 15 gio thi giri Phiéu hen, tra két
qua cho nguoi c6 yéu cau trong
ngay lam viéc tlep theo hoac gui tin
nhin hen tra két qua qua dién thoai
di dong cho ngudi c6 yéu cau (néu
ngudi €6 yéu cau lya chon hinh thic
nop ho so truc tuyén).

Sau khi tiép nhan hd so theo hinh
thec nop truc tiép, cbng chuc
TN&TKQ thuc hién sb hda (sao
chup, chuyén thanh tai liéu dién tu

Cong
chac

TN&TK;

ca nhan

Gio hanh
chinh

Mau 01, 02,
03 (néu c9),
05, 06 va hd
so theo muc

2.3
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trén hé thong thong tin, co so dir
lieu) va ky sé vao tai liéu, ho so
giai quyét thu tuc hanh chinh da
duogc s6 hoa theo quy dinh.

2 A \ , Cong Mau 01, 05 va
B2 %“@’e” N6 so cho Phong Tu phdp | e 12gi6  |Hd so kem
' TN&TKQ theo
g3 | Phan cong can b Phong Tu phép ;ﬁgsgd%?r 112 gis Méu‘OS va Ho
Xt ly. ; so keém theo
phap
Kiém tra, xir Iy ho so:
- Truong hop hd so can bd sung,
hoan thién hodc khéng du diéu kién
giai quyét, phai tr chdi thi gui
théng bao vé tinh trang hd so toi
Trung tdm Hanh chinh cong dé
thong bao cho ngudi nop ho so.
- Trudng hop hd so khong du diéu )
kién: Du thao Van ban thong béo 02 gio doi
khong du diéu kién dang ky khai Véi trudng ) ,
sinh trinh 1anh dao phong duyét hop khdng | Mau 04 (neu
theo budc BbS. can xac co), 05; du
- Trudng hop can phai kiém tra, . minh; 04 thao ~ Giay
xac minh lam rd hogc do nguyén| COng | ngay lam | khai sinh hoac
B4 | nhan khac ma khong thé tra két qua | Chuc X ly | viee doi véi | Van ban
dung thoi gian da hen thi 1ap Phiéu ho so truong horp thopg 7 b&‘O
xin 1i va hen lai ngay tra két qua can xéc khong du diéu
chuyén Trung tam Hanh chinh cang minh tinh | kién dang ky
dé tra cho nguoi co yéu cau (néu trang hon | khai sinh.
ngudi €O yéu cau hga chon hinh nhan cua
cha, me tré.

thire nop ho so truc tiép), hodc gui
Phiéu xin 15i va hen lai ngay tra két
qua qua thu dién t& hoac gui tin
nhin qua dién thoai di dong cho
ngudi c6 yéu cau (néu ngudi ¢ yéu
cau lya chon hinh thitc nop hd so
truc tuyén).

- Truong hop hd so du diéu kién:
Thuc hién viéc ghi vao S6 dang ky
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khai sinh, cap nhat thong tin dang
ky khai sinh trén Phan mém ding
ky, quan ly ho tich dién tir dung
chung, luu chinh thic va chuyén
thong tin dén Co so dir lisu Qudc
gia vé dan cu dé lay S6 dinh danh
ca nhan.

Truong hop tiép nhan ho so ding
ky khai sinh theo hinh thuc truc
tuyén thi gui lai biéu miu Giay
khai sinh dién tir v6i thong tin day
du cho ngudi yéu cau qua thu dién
tr hodc thiét bi sb.

Nguoi yéu cau cé trach nhiém kiém
tra tinh chinh xac, ddy du cua cac
théng tin trén biéu mau Gidy khai sinh
dién ttr va xac nhan (toi da mét ngay).
Néu ngudi c6 yéu cau xac nhan
thong tin da thong nhat, day du
hoac khdng c6 phan hdi sau thoi
han yéu cau thi thuc hién viéc ghi
noi dung vao S6 ding ky khai sinh,
cap nhat thong tin dang ky khai
sinh va luu chinh thac trén Phan
mém ding ky, quan ly ho tich dién
tor dung chung. Truong hop cha,
me lya chon quéc tich Viét Nam
cho con thi chuyén thong tin dén
Co s6 dir lieu Quéc gia vé dan cu
dé lay S6 dinh danh c4 nhan. Sau
khi Co s dit liéu Qudc gia vé dan
cu tra vé S dinh danh ca nhan, in
Gidy khai sinh trinh lanh dao phong
duyét theo budc B5.

- Trudng hop hd so khong du diéu
kién: Du thao Van ban thong béo
khong du diéu kién dang ky khai
sinh trinh lanh dao Phong duyét
theo budc BS.

B5

Duyét két qua thuc hién, tryc tiép
hoac giao cong chac xir ly ho so

Lanh dao
Phong Tu

01 gio

Mau 05; du
thao Giay
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trinh Lanh ¢ao UBND cap huyén.

phap

khai sinh hoac
Van ban
thdng béo
khong du diéu
Kién dang ky
khai sinh.

B6

Ky duyét két qua thuc hién tai
budc B5.

Lanh dao
UBND
cap huyén

1/2 gio

Mau 05; Giay
khai sinh hoac
Van ban
thong béo
khong du diéu
Kién dang ky
khai sinh da
Ky duyét.

B7

Phét hanh van ban, tra két qua cho
Phong Tu phap dé chuyen cho Trung
tdm Hanh chinh cong cap huyén.

Van thu;
cong chuc
xtr Iy hd
SO

1/2 gio

Mau 05, 06;
Giay Khai
sinh hoac Van
ban thdng bao
khong du diéu
Kién dang ky
khai sinh.

B8

Chuyén nguoi dan ky vao S6 ho tich
va tra Giay khai sinh cho cé nhan.

Cong
chuc
TN&TKQ

Gio hanh
chinh

Mau 01, 06;
Gidy  khai
sinh hodac Van
ban thdng bao
khong du diéu
Kién dang ky
khai sinh.

* Truong hop hd so qua han xir ly, trong thoi gian cham nhat 01 gio trudc khi
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 chic, c& nhan.
* Trong qua trinh giai quyét hd so ngudi ¢o trach nhiém thuc hién can thuc hién
ddng thoi céac thao tac tiép nhan/chuyén/tra ho so, két qua giai quyét trén phan
mém Hé thong thong tin giai quyét thu tuc hanh chinh caa tinh véi cac budc

trong quy trinh.

BIEU MAU
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x
Mau 01 Mau 01.doc
Giay tiep nhan ho so va hen tra két qua
< =
Mau 02 Mau sé 02.doc
Phiéu yéu cau bo sung hoan thién ho so
< =
Mau 03 Mau 03.doc
Phieu tur choi tiep nhan giai quyeét 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 qua trinh giai quyét ho so

S6 theo ddi ho so

Mau 06

Mau sé 06.doc

[
-

BM.HT. H.01.01.doc
BM.HT.H.01.01 To khai dang ky khai sinh

Mau ho tich dién tir tuong tac dang ky khai sinh (néu nop hd
so theo hinh thurc truc tuyen)

BM.HT.H.01.02 E‘E

BM.HT.H.01.02.doc

HO SO LUU
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Mau 01; 02, 03, 04 (néu ¢6), 06 luu tai Trung tm 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;

Vin ban thong bao khong du diéu kién cap gidy khai sinh (néu c);

Ho so duoc luu tai Phong Tu phap, thoi gian luu trir S6 diang ky khai sinh 14 vinh vién,
con cac gidy to khac thuc hién luu theo quy dinh cta Luat Ho tich va cac van ban
huéng dan thi hanh. Sau khi hét han, chuyén ho so xuéng don vi luu trit cia UBND cap
huyén va luu trir theo quy dinh hién hanh.

2. Thii tuc ding ky két hon co yéu té nwéc ngoai

1 KY HIEU QUY TRINH QT.HT.H.02
2 NOI DUNG QUY TRINH
2.1 | Piéu kién thuc hién TTHC:

- Nam tur da 20 tudi tro 18n, nit tir du 18 tudi tro 1én;

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

- C4c bén khong bi mat nang Iyc hanh vi dan su;

- Cong dan Viét Nam dinh cu ¢ nudc ngoai phai c6 gidy to cho phép cu tru do
co quan c6 thAm quyén nu6c ngoai cap;

- Viéc ke'g hon khdng thugc mot trong céc truong hop cam két hon theo quy dinh
tai cac diém a, b, ¢ va d khoan 2 biéu 5 cua 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 ¢6 vg, €O chong ma két hon Vv6i nguoi khac hoac chua o6 vo,
chua c6 chong ma két hon vaéi ngudoi dang c6 chong, €0 vo;

+ Ké&t hon giira nhimg nguoi cing dong mau vé truc hé; gitta nhitng ngudi 6
ho trong pham vi ba doi; gitra cha, me nudi véi con nudi; gitra ngudi da tung la
cha, me nudi véi con nudi, ,cha chong vaéi con déy, me Vo Vai con ré, cha duong
véi con riéng cua vg, me ke vai con riéng cua chong.
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* Nha nudc khong thira nhan hon nhén gitra nhitng nguoi cung gidi tinh.,

2.2 | Cach thirc thuc hign TTHC:
- Nguoi ¢6 yéu cau dang ky két hon tryc tiép thuc hién nop ho so truc tiép tai
Trung tam hanh chinh céng cap huyén.
- Nop hd so tryc tuyén trén Cong Dich vu cdng Qubc gia
(https://dichvucong.gov.vn) hoac Hé thong théng tin giai quyét thu tuc hanh
chinh cua tinh (https:/dichvucong.hatinh.gov.vn) (bén nam hoac bén nix c6 thé
nop hd so ma khong can c6 van ban ay quyén caa bén con lai).

5 A A Ao, Ban Ban

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

To khai ding ky két hon theo mau BM.HT.H.02.01, co du
| thong tin cua hai bén nam, nir. Hai bén nam, nit ¢d the khai «

chung vao mot To khai ding ky ket hon (néu nguoi c6 yéu
cau luya chon nop ho so theo hinh thirc truc tiep);

M':lu ho tich dién tr twong tac dang ky két hon (do nguoi yéu
cau cung cap thong tin theo hudéng dan trén Cong dich vu
cong, néu ngudi ¢ yéu cau lya chon nop ho so theo hinh thac
truc tuyén);

Ngudi ¢6 yéu cau dang ky két hon thuc hién viéc nop/xuat
trinh (theo hinh thire tryc tiep) hodc tai 1en (theo hinh thuc
truc tuyen) cac giay to sau:

* C4c gidy to phdi ngp:

Gidy xac nhan cua to chuc y té co tham quyén caa Viét Nam
hodc nudc ngoai cap cho hai bén nam, nit, Xac nhan ngudi do
khdng mac bénh tam than hoac bénh khac ma khong c6 kha |  x
nang nhan thuc, lam chu dugc hanh vi cia minh (chua qua 06
thang tinh dén ngay nhan ho so);

Gidy to ching minh tinh trang hén nhan cia ngudi nudc
ngoai do co quan c6 tham quyén cia nudc ma ngudi do 1a
cdng dan cap con gia tri s dung Xac nhan hién tai nguoi do
khong c6 vo hodc khdng co chdng; truong hop nuéc ngoai
khong cap xac nhan tinh trang hon nhan thi thay bang gidy to
do co quan c6 tham quyén nudc ngodi xac nhan ngudi d6 co
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du diéu kién két hon theo phap luat nudc do;

Gia tri st dung cua gidy to chang minh tinh trang hén nhan
cua nguoi nudc ngoai duge xac dinh theo thoi han ghi trén
gidy to d6. Truong hop gidy to ching minh tinh trang hon
nhan khong ghl thoi han str dung thi c6 gia tri trong thoi han 6
thang, ké tir ngay cap;

Ho chiéu hoic gidy to co gia tri thay thé doi véi nguoi nudc
ngoai, cong dan Viét Nam dinh cu ¢ nudc ngoai (gidy to co
gia tri thay thé d6i véi ngudi nudc ngoai 1a gidy to di lai qudc
té hoac thé cu tra);

Ngoai gidy to néu trén, tiy timg truong hop, bén nam, bén nit phai nop giay to
tuong Ung sau day:

Cong dan Viét Nam la cong chuc, vién chuc hodc dang phuc
vu trong luc lugng vii trang phai ndp van ban cua co quan,
don vi quan ly xac nhan viéc két hén véi ngudi nuéc ngoai
khong trai véi quy dinh cua nganh do;

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

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

* C4c gidy tor phdi xudt trinh:

Hé chiéu/Chizng minh nhan dan/Thé cdn cwéc cong dan/Theé
can cudc/Can cude dien ti/Gidy chitng nhdn cdan cuéc hoic
cac glay to khac c6 dan anh va thong tin ca nhén do co quan
c6 tham quyén cap, con gié tri sa dung dé chang minh vé
nhan than cua cong dan Viét Nam. Truong hop cac thong tin
ca nhan trong cac giay to nay da cé trong CSDLQGVDC,
CSDLHTDT, dugc hé thong dién tu dong thi khong phai tai
l&n (theo hinh thic truc tuyén):;

Nguoi nuwdc ngodi xuat trinh ban chinh ho chiéu dé chang
minh vé nhan than; truong hop nguoi nudce ngoai khéng ¢o ho X
chiéu dé xuat trinh thi c6 thé xuat trinh giay to di lai quoc té
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hoac thé cu tru.

Gidy to ¢ gia tri chang minh théng tin vé cu tra trong trudng
hop co quan ding ky ho tich khdng thé khai thac dugc thong tin
Vé noi cu tra cua cong dan theo cac phuong thic quy dinh tai
khoan 2 Diéu 14 Nghi dinh s6 104/2022/NP-CP ngay
21/12/2022 caa Chinh phu. Truong hop céc thng tin vé gidy to X
chiing minh noi cu tra da duoc khai thac tir Co s6 dir ligu C]UOC
gia vé dan cu bang cac phuong thurc nay thi ngu’ol cd yéu cau
khéng phai xuat trinh (theo hinh thuc tryc tiép) hoic tai 1én
(theo hinh thuc tryuc tuyén).

*Luuy

- P6i véi yéu cau ding ky két hon, co quan dang ky ho tich tra citu thong tin vé
tinh trang hon nhan cua nguoi yéu cau déing ky két hén trén He thong théng tin
gidi quyét thii tuc hanh chinh _cap tinh thong qua két noi voi Co sé dir lidu hé
tich dién t, Co s¢ div liéu quoc gia vé dan cu.

Két qud tra civu dwege ey triv dudi dang dién tir hodc ban gidy, phan dnh day di,
chinh xdc théng tin tai thoi diém tra ciru va dinh kém ho so ciia nguwoi dang ky.
Truong hop khong tra ciru dwoc tinh trang hon nhan do chuwa co thong tin trong
Co so dir ligu ho tich dién i, Co so dir lieu quoc gia vé dan cu, thi co quan
dang ky ho tich de nghi Uy ban nhédn ddn cdp xd noi nguoi yéu cau thuong trii
xdc minh, cung cdp théng tin. Trong thoi han 03 ngay lam viéc ké tir ngay nhdn
dwoc yéu cau xdc minh, Uy ban nhdn dén cdp xd noi nhdn dwoc dé nghi xdc
minh c¢6 trach nhiém kiém tra, xdc minh va giri két qua vé tinh trang hén nhan
cua nguoi do.

- Néu bén két hén la cong dan Viét Nam da ly hon hoac hiy vigc két hén tai co
quan cé tham quyén nuwéc ngodi nhung qua tra ciu thong tin trong Co so dit
lieu ho tich dién tw; thong qua két noi giita Hé thong thong tin gidi quyét thu
tuc hanh chinh cap tinh véi Co sé di lieu ho tich dién i, Co so dir lieu quoc
gia vé dan cuw khéng thé hién théng tin vé viéc da ghi chii ly hén, hiy viéc két
hén thi co quan dang ky hé tich hwéng dan céng dan thue hién thi tuc ghi vao
s6 ho tich viéc ly hon/huy viéc két hon tai co quan nha nuoc co tham quyén
trieGe khi gidi quyét viéc ding ky két hon.

- Pbi voi gidy to ndp, xuat trinh néu nguoi yéu cau ndp hd so theo hinh thirc
tryc tiép:

+ Nguoi tiép nhan c6 trach nhiém kiém tra, dbi chiéu voi thong tin trong to
khai, chup lai hodc ghi lai thong tin dé luu trong ho so va tré lai cho nguoi Xuat
trinh, khong duoc yéu cau ndp ban sao hoic ban chup gidy to do.

+ Ngudi yéu cau dang ky h¢ tich c6 thé nop ban sao chimg thuc tir ban chinh
hoic ban sao duoc cap tir sd gdc hodc ban chup kém theo ban chinh gidy to dé
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d6i chiéu. Truong hop ngudi yéu cau ndp ban chup kém theo ban chinh gidy to
thi nguoi tiép nhan cé trach nhiém kiém tra, d6i chiéu ban chup voi ban chinh
va ky xac nhan, khong dugc yéu cau ngudi di ding ky nop ban sao gidy to do.
+ Ngudi tiép nhan c6 trach nhiém tiép nhan dung, du hd so diang ky ho tich theo
quy dinh cta phap luat ho tich, khéng duoc yéu cau ngudi ding ky ho tich nop
thém gidy to ma phap luat ho tich khéng quy dinh phai nop.
Nguoi tiép nhan hd so thuc hién khai thac thong tin trong Co so dir liéu qudc
gia vé dan cu theo quy dinh phap luat néu ngudi yéu cau dang ky ho tich da
cung cép ho, chit dém, tén; ngay, thang, nam sinh; s6 dinh danh cd nhan/thé
can cuoc cong dan/thé can cwoc/chung minh nhdn dan/can cuodc dién tu.
Truong hop cac thong tin can khai thac khong c6 trong Co so dit liéu quoc gia
vé dan cu thi dé nghi ngudi yéu cau ké khai day du.
- Pdi voi gidy to gfri kém theo néu ngudi yéu cau ndp hd so theo hinh thire tryc tuyén:
+ Ban chup céc gidy to giri kem theo hé so ding ky két hon tryc tuyén phai bao
dam rd nét, day du, toan ven vé noi dung, la ban chyp bang may anh, di¢n thoai
hodc dugc chuyp, dugc quet bang thiét bi dién tir, tir giay to duoc cap hop 1€, con
gia tr1 st dung.
+ Trudng hop gidy t0, tai liéu phai giri kém trong ho so ding ky két hon truc
tuyén di c6 ban sao dién tir hodc da c6 ban dién tir gidy to ho tich thi nguoi yéu
cau dugce sir dung ban dién tir ndy.
+ Khi dén co quan dang ky ho tich nhan két qud (Gidy chitng nhén két hén),
ngueoi ¢é yéu cau ding ky két hon phai nop giay to chumg minh tinh trang hon
nhadn (@i véi nguoi nude ngoai), gzay xdc nhdn ciia t6 chire y té.

- Giay to do co quan c6 thim quyén cua nudc ngodi cip, cong ching hoic xac
nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phap
hoa lanh su, dich ra tiéng Viét va chung thuc chir ky nguoi dich theo quy dinh
ctia phap ludt, trir truong hop duoc mién theo diéu udc qudc té ma Viét Nam
la thanh vién.
- Truong hop nguoi yéu Cau dang ky ket hon khong cung cap duogc gidy to néu
trén theo quy dinh hoac glay to nop, Xua'[ trinh bi tay x0a, stra chita, 1am gia thi
co quan dang ky ho tich c6 tham quyén huy bo két qua ding ky két hon.

2.4 | S6 lweng hd so: 01 bo
2.5 | Thoi han giai quyét: 15 ngay, ké tir ngay nhdn dii hé so hop 16.
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 cng Quéc gia https://dichvucong.gov.vn hoic Hé théng thong
tin giai quyét TTHC tinh Ha Tinh http://dichvucong.hatinh.gov.vn (chi tiép
nhan hd so).
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2.7 | Co quan thuc hién: Phong Tu phép.
Co quan c6 tham quyén quyét dinh:
- Uy ban nhan dan cap huyén noi cu tra ciia cong dan Viét Nam thyc hién dang ky
két hon gitra cong dan Viét Nam vai nguoi nudc ngoai; gitra cong dan Viét Nam
cu tri ¢ trong nudc v6i cong dan Viét Nam dinh cu ¢ nudc ngoai; gitra cong dan
Viét Nam dinh cu ¢ nu6c ngoai voi nhau; gitra cong dan Viét Nam dong thoi co
quoc tich nudc ngoai vai cdng dan Viét Nam hoac véi ngudi nudce ngoai.
- Truong hop ngudi nude ngoai cu tra tai Viet Nam cd 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 ket hon.
Co quan dwoc iy quyén: Khong.
Co quan phoi hep: Co quan quan ly Co sé dir lisu Quéc gia vé dan cu, co
quan co lién quan.
2.8 | Poi twong thuc hién TTHC: Cé4 nhan.
2.9 | Két qua giai quyét TTHC:
- H6 so du diéu kién:
+ Giay chang nhan két hon (02 ban chinh), mdi bén vg, chong 01 ban.
+ Ban sao Trich luc két hon (truong hop yéu cau cap ban sao Trich luc két hdn).
+ Ban dién tir Trich luc két hdn (Ban dién tir s& tu dong giri ve Kho quan Iy dir
Ii§u dién tu cua ca nhan/dia chi thu dién ,ttr/thiét bi so/dién thoai cua ngudi yéu
cau sau khi da hoan tat thu tuc dang ky két hon tai co quan dang ky ho tich).
- Ho so khong du diédu kién: Van ban thong bao khong du diéu kién dang ky két hon.
2.10 | Quy trinh xw ly cong viéc
T Trinh tr Trach Thoi Biéu m%u/Ké’t
: nhiém gian qua
Tiép nhan ho so:
1. Tiép nhan hd so.
- Tiép nhan hd so truc tiép tir ca N
nhan hoic tir dich vu buu chinh cong Mau 01, 02, 03
B1 |ich hoic trén Cdng Dich vu cong | Cong chuc | Gio hanh | (néu co), 06 va
Quédc gia| TN&TKQ chinh | ho so theo muc
(https://dichvucong.gov.vn) hogc Hé 2.3
thong thong tin giai quyeét tha tuc
hanh chinh cua tinh
(https://dichvucong.hatinh.gov.vn).
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2. Can bo TN&TKQ Kkiém tra hd so:
- Néu hd so chua day du hoic khdng
hop 1é: Huéng dan hoic thdng bao
bang vin ban cho c& nhan bd sung,
hoan thién hd so. Truong hop khong
bd sung, hoan thién duoc ho so thi
thong bao tir chéi giai quyét hd so.
Néu hd so day du, hop 1&: Lam tha
tuc tiép nhan hd so, thu phi, 1& phi
theo quy dinh, co Phiéu hen, tra két
qua cho ngudi ¢6 yéu cau (néu nguoi
c6 yéu cau lya chon hinh thic nop
hd so truc tiép) hoac giri ngay Phiéu
hen, tra két qua qua thu dién tir hoac
gui tin nhan hen tra két qua qua dién
thoai di dong cho nguoi c6 yéu cau
(néu nguoi ¢ yéu cau lya chon hinh
thire nop hd so truc tuyén).

Sau khi tiép nhan ho so theo hinh
thac nop truc tiép, cong chuc
TN&TKQ thuc hién s hoa (sao
chup, chuyén thanh tai liéu dién to
trén hé théng thong tin, co so di
licu) va ky sb vao tai liéu, hd so giai
quyét thu tuc hanh chinh da duoc s6
hoéa theo quy dinh.

PR ‘ . Cong chuc .. | Mau 01, 05 va
B2 | Chuyén ho so cho Phong Tu phap. TN&TKQ 04 gio hd so kem theo
Phan cong can bo Phong Tu phap xir | Lanh dao .. | Mau 05 va ho
B3 . \ 04 gio \
ly. Phong so keém theo
Xem xét, xir Iy hé so: Mau 04 (néu
- Truong hop ho so can bo sung, c6), 05 du
hoan thign hogc khong du dicu kign thao Giay
giai quyet phai tir chéi thi gui théng Cong chic chung nhan két
B4 | bao vé tinh trang hd so toi Trung xit 1§ hd so 12 ngay | hon hoac Van

tam hanh chinh cong dé théng bao
cho ngudi nop ho so;

- Truong hop can phai kiém tra, xac
minh lam rd hoac do nguyén nhéan

ban théng béo
khong du diéu
Kién dang ky
két hon
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khac ma khong thé tra két qua ding
thoi gian da hen thi 1ap Phiéu xin 15i
va hen lai ngay tra két qua, trong do
néu rd Iy do cham tra két qua va thoi
gian hen tra két qua, chuyén Trung
tdm hanh chinh céng dé tra cho
ngudi ¢4 yéu cau (néu ngudi co yéu
cau lya chon hinh thuc nop hd so
tryc tiép), hodc giri Phiéu xin 15i va
hen lai ngay tra két qua qua thu dién
tar hoac giri tin nhan qua dién thoai
di dong cho ngudi c6 yéu cau (néu
ngudi €O yéu cau lya chon hinh thirc
nop hod so truc tuyén).

- Néu du diéu kién: Vao S6 dang ky
két hén, nhap dir liéu vao phan mém
ho tich, in dy thao 02 Giay chung
nhan két hon.

+ Truong hop tiép nhan hd so dang
ky két hon theo hinh thuc truc tuyén:
Gui lai biéu mau Gidy chiing nhan
két hon dién tir voi thong tin day du
cho nguoi yéu cau qua thu dién ta
hozc thiét bi sb.

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

Néu nguoi co yéu cau xac nhan thong
tin da théng nhat, day da hoic khéng
¢ phan hoi sau thoi han yéu cau thi
cong chac xir 1y hd so thuc hién ghi
vao S6 dang ky két hdn, nhap dir liéu
vao phan mém ho tich, in du thao 02
Giay chiing nhan két hon;

- Truong hop c6 khiéu nai, té céo
viéc két hon khong du diéu kién két
hon theo quy dinh cua Luat Hoén
nhan va gia dinh hoic xét thay co
van dé can 1am rd vé nhan than cua
bén nam, bén nir hoic gidy to trong
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hd so dang ky két hon thi Phong Tu
phap phédi hop véi co quan co lién
quan xa&¢ minh lam rd. Trong qué
trinh tham tra, x4&c minh hé so, néu
thay can thiét, Phong Tu phéap lam
viéc truc tiép véi cac bén dé l1am rd
vé nhan than, su tu nguyén két hon,
muc dich két hon.

Mau du
thao Giay
chung nhan két

05;

, n LA . . : | Lanhdao hén hoac Vian
B5 ﬁg éit' duyet dy thao ket qua tal | ppyno Ty | 04gio | ban thong béo
' phap khong du dicu
kién dang ky
két hon da
duyét/ky nhay
Mau 05; Giay
chung nhan két
. N S \ Lanh dao hon hoac Van
B6 g}%n‘:‘“’;;hg% gial quyet th tue hanh | ypND cdp | 04 g | ban thong béo
: ' huyén khong du dicu
kién dang ky
két hon
Mau 05, 06;
Gidy  chung
Phat hanh van ban va tra két qua cho | Van thu nhan két hon
g7 | Phong Tu phap dé tra cho cAnhan va | UBND; 04 giv hoic Vin ban
két thuc trén phan mém dich vu| Phong Tu thdng bao
cong. phap khong du dieu
kign dang ky
két hon
D?I V(’rl Glgy chu:nginhan’ket hop. UBNI? cap Mau 0L, 06 va
To6 chuc Leé trao Giay chang nhan huyén, GiA .
B8 | két hon va chuyén ngudi dan ky vao | cong chic | Giohanh | S13Y  ching
L hon yen ng y g , han két hon
Sé ho tich. TN&TKQ | chinh | ™%
Péi voi Vian ban thong bao khong di | Cong chirc Mau 01, 06 va
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diéu kién dang ky két hon: Phong Tu
phap chuyén Vin ban théng béo cho
cdng chirc TN&TKQ dé tra cho cé
nhan.

TN&TKQ

Van ban thong
bao khong du
diéu kién ding
ky két hon

* Truong hop dén hen nhung chwa c6 két qua, trong thoi gian cham nhat 01
ngdy 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 giri cho t6 chuc, ca nhan.

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

BIEU MAU
Gidy tiép nhan ho so va hen tra két qua
Mau 01 =
Mau 01.doc
Phiéu yéu cau bo sung hoan thién ho so
Mau 02 e
Mau s6 02.doc
Phiéu tir chéi tiép nhan giai quyét hd so
Mau 03 b=
Mau 03.doc
Phiéu xin 13i va hen lai ngay tra két qua
Mau 04 e
Mau 04.doc
Phiéu kiém soét qué trinh giai quyét ho so
Mau 05 GE
Mau s6 05.doc
Mau 06 S6 theo d&i ho so
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Mau s6 06.doc

[
-

BM.HT.H.02.01 ’ BM.HT.H.02.01.doc
To khai dang ky két hon

Mau h tich dién tir twong tac dang ky két hdn (neu nop ho so
theo hinh thuc truc tuyen)
BM.HT.H.02.02 “‘Eﬁ

BM.HT.H.02.02.doc

4 |HOSOLUU

- | Mau 01; 02, 03, 04 (néu co), 06 lru tai Trung tam Hanh chinh cong cap huyén.
Mau 01, 05 luu theo ho so;

- | Ho so dau vao theo muc 2.3;

- | Vian ban d& nghi xac minh; Vin ban tra 1oi két qua xac minh (néu co);

- | Sb dang ky két hon;

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

Ho so duoc luu tai Phong Tu phap, thoi gian luu trit thyc hién luu theo quy dinh cua
Luat Ho tich va cac van ban husng dan thi hanh. Sau khi hét han, chuyén hé so xudng
don vi luu trit cia UBND cap huyén va luu trit theo quy dinh hién hanh,

3. Thi tuc diing ky khai tir O yéu to6 nwéc ngoai

1 KY HIEU QUY TRINH QT.HT.H.03

2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thuc hién TTHC:

Khong.
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2.2 | Cach thic thuc hién TTHC:
- Nguoi ¢6 yéu cau dang ky khai tir truc tiép thuc hién hoic ay quyé}n cho nguoi
khac thuc hién nop ho so truc tiép tai Trung tam hanh chinh céng cap huyén;
- Gtri hd so qua dich vu buu chinh céng ich;
- Nop hd so tryc tuyén trén Cong Dich vu cdng Quéc gia
(https://dichvucong.gov.vn) hoac Hé thong théng tin giai quyét tha tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn).
N by A A Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao

T khai dang ky khai tir, theo mau BM.HT.H.03.01 (né1,1 nguoi
cO yéu cau lya chon nop ho so theo hinh thuc tryc tiep hodc X
gui ho so qua dich vu buu chinh cong ich);

Me~1u ho tich di¢n tir twong tac dang ky khai tir (do ngudi yeu
cau cung cap thong tin theo huéng dan trén Céng Dich vu
cdng, néu nguoi ¢ yéu cau lya chon ndp hd so theo hinh thirc
truc tuyén):

Nguoi ¢ yéu cau dang ky khai tir thuc hién viéc nop/xuat trinh
(theo hinh thic truc tiép) hodc tai Ién (theo hinh thuc truc
tuyén) cac giy to sau:

* Gidy to phdi ngp:

- Glay bao ti hogc gidy to thay Gldy b&o tir do co quan cé tham
quyén cap. Trieong hop nguwoi yéu cau da ndp bdn dién tir Gidy
bao tu hodc co quan dang ky ho tich da khai thac duwoc dif ligu X
dién tir ¢ ky so cua Gidy bao tir thi khdng phdai nép ban gidy.

- Gidy to, tai liéu, chang ci do co quan, to chic ¢6 tham quyén
cap hoac xac nhan hop I¢ chang minh su kién chét doi voi

" | truong hop dang ky khai tir cho ngudi chét da lau, khong c6 |
Giay bao tir hoac giay to thay Giay béo tu;
- Van ban 1y quyén (dugc ching thuc) theo quy dinh cia phap

_ | luat trong truong hop ay quyen thuc hién viéc dang ky khai ti. X

Trudng hop nguoi ¢o trach nhiém dang ky khai tir uy quyén cho
nguoi khac thuc hién viéc dang ky khai tr ma ngudi duoc uy
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quyén 13 6 ong, ba, cha, me, con, Vo, chéng, anh, chi, em rudt cua
ngudi iy quyén thi van ban ty quyén khdng phai chiing thyc.

Gidy to chimg minh thuge gia dinh c6 cong véi cach mang;
nguoi thudc hd ngheo; nguoi khuyeét tat (néu co);

* Gidy tor phdi xudt trinh:

- Hé chiéu/Chizng minh nhan dan/Thé cdn cuéc cong dan/Thé
cin cuée/Can cube dién tilGidy ching nhdn cdn cwdc hoic
cac gidy to khéac c6 dan anh va théng tin ¢4 nhan do co quan cé
tham quyén cap, con gid tri st dung d¢ chimg minh vé nhan
than cua ngU:O’I c6 yéu cau dang ky khai tir. Truong hop cac
théng tin c& nhan trong céc gidy to nay da cé trong
CSDLQGVDC, CSDLHTDT, duogc hé thong dién tu dong thi
khdng phai tai 1&n (theo hinh thuc truc tuyén);

- Giay to c6 gia tri chung minh thdng tin vé cu tra trong
trudng hop co quan ding ky ho tich khéng thé khai thac duoc
théng tin vé noi cu tri ctia céng dan theo cac phuong thirc
quy dinh tai khoan 2 Biéu 14 Nghi dinh sé 104/2022/ND-CP
ngay 21/12/2022 cua Chinh phu. Truong hop cac théng tin vé
gidy to ching minh noi cu tra da dugc khai thac tir Co so dit
lisu qudc gia vé dan cu bing cac phuong thirc nay thi ngudi
cO y&u cau khong phai xuat trinh (theo hinh thuc truc tiép)
hoac tai 1n (theo hinh thuc truc tuyén).

Truong hop gui ho so qua Dich vu buu chinh cong ich Dich
vu buu chinh cong ich thi phai gui kem theo ban sao cé ching
thue c4c gidy to phai xuat trinh néu trén.

*Luuy:
- Pbi voi gidy to ndp, xuat trinh néu nguoi yéu cau nop hd so theo hinh thic
truc ti€p:
+ Nguoi tiép nhan c6 trach nhiém kiém tra, d6i chiéu voi thong tin trong to

khai, chup lai hodc ghi lai thong tin dé luu trong ho so va tra lai cho nguoi Xuat
trinh, khong dugc yéu cau ndp ban sao hoic ban chup gidy to do.

+ Ngudi yéu cau dang ky ho tich c6 thé ndp ban sao chimg thuc tir ban chinh
hodc ban sao dugc cap tir sd goc hodc ban chup kem 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, dbi chiéu ban chup vé6i ban chinh
va ky xac nhan, khong dugc yéu cau ngudi di ding ky nop ban sao gidy to do.
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+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, di ho so ding ky ho tich theo
quy dinh cua phap luat ho tich, khong dugc yéu cau nguoi dang ky ho tich ndp
thém gidy to ma phap luat ho tich khong quy dinh phai nop.

Nguoi tiép nhan ho so thuc hién khai thac thong tin trong Co s& dir liéu qudc
gia vé dan cu theo quy dinh phap luat néu ngudi yéu cau dang ky ho tich da
cung cip ho, chit dém, tén; ngay, thang, nam sinh; s6 dinh danh cd nhdn/thé
can cudc cong dan/thé can cuoc/chung minh nhdn dan/can cudc dién tu.
Truong hop cac thong tin can khai thac khong c6 trong Co so dit liéu qudc gia
vé dan cu thi dé nghi ngudi yéu cau ké khai day du.

- Pdi voi gidy to giri kém theo néu nguoi yéu cau ndp hd so theo hinh thire true tuyén:
+ Ban chup céc gidy to g kém theo hé 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 duoc chup, duoc quét bang thiét bi dién tir, tir gidy to dugc cap hop 1é, con
gia tri st dung.

+ Trudng hop gidy to, tai liéu phai giri kém trong hd so dang ky khai tir truc tuyén
d3 c6 ban sao dién tir hodc di co ban dién tir gidy to ho tich thi ngudi yéu cau duoc
sur dung ban dién tur nay.

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

- Gidy to do co quan c6 thim quyén ciia nudc ngoai cap, cong ching hodc xéac
nhan dé sir dung cho viéc dang ky h tich tai Viét Nam phai duoc hop phap hoa
lanh sy, dich ra tiéng Viét va ching thyuc chir ky nguoi dich theo quy dinh cua
phap luat, trir truong hop duge mién theo didu udc qubc té ma Viét Nam la
thanh vién.

- Truong hop nguoi yéu cau dang ky khai tir khong cung cap dugc gidy to néu
trén theo quy dinh hodc gidy to nop, xuat trinh bi ty x6a, stra chita, lam gia thi
co quan dang ky ho tich c6 tham quyén huy bo két qua dang ky khai tir.

2.4 | So lwong hd so: 01 bo
Thai han giai quyét: Trong ngay tiép nhan hd so. Truong hop nhan ho so sau
95 15 gio ma khodng giai quyet duoc ngay thi tra két qua trong ngay lam viéc tiép
> | theo. Trong truong hop can xac minh, thi thoi han giai quyét khdng qua 03
ngay lam viéc.
Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
26 |- Trung tam Hanh chinh céng cap huyén.

- Cong Dich vy cong Quédc gia https:/dichvucong.gov.vn hodc H¢ thong thong
tin giai quyet TTHC tinh Ha Tinh http://dichvucong.hatinh.gov.vn (chi tiep
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nhan hd so).

Co quan thuc hién: Phong Tu phap.

Co quan c¢é tham quyén quyét dinh:

- Uy ban nhan dan cap huyén noi cu trii cudi cling cua nguoi chét thuc hién viéc
déng ky khai tr cho nguoi nude ngoai hode cdng dan Viét Nam dinh cu ¢ nuéc
ngoai chét tai Viét Nam;

21 Uy ban nhan dan cip huyén noi ngudi d6 chét hogc noi phat hién thi thé nguoi
chét thuc hién viée dang ky khai tir trong trudng hop khong xac dinh duge noi
cu trél cudi cung cua nguoi chét.

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

2.8 | Poi twgng thuc hién TTHC: Cé& nhan
Két qua giai quyét TTHC:

- Ho so du diéu kién:
+ Trich lyc khai tir (ban chinh) va Van ban thong bao cho Bo Ngoai giao dé
thong bao cho co quan c6 tham quyén cua nude ma ngudi chét la cong dan.

2.9 | + Ban dién tir Trich luc khai tir (Ban dién tir s€ tw dong gui vé Kho quan 1y dix
lidu dién tir cua ca nhan/dia chi thu dién tu/thiét bi so/dién thoai cua nguoi yéu
cau sau khi da hoan tat thu tuc dang ky khai tir tai co quan dang ky ho tich).

- Hb so khong du diéu kién: Van ban thong bao khong du diéu kién ding ky
Khai tur.
2.10 | Quy trinh xw ly cong viéc
TT | Trinh tw TriCh Thoi gian Biéu mﬁ’u/Két
nhi¢m qua
Tiép nhan ho so:
1. Tiép nhan hd so.
- Tlép nhén h("i SO truC tlé,p tur (’3\3. nflén R Mau 01, 02 (néu
o R B SRS S | cien |, o 6
e ! : : chinh Ho6 so theo muc
gia (https://dichvucong.gov.vn) hogc | TN&TKQ 23
Hé thong thdng tin giai quyet thu tuc
hanh chinh cua tinh
(https://dichvucong.hatinh.gov.vn)
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2. Can bo TN&TKQ kiém tra hd
SO.

- Néu hd so chua day du hoic
khong hop lé: Huéng dan hoic
thdng bao bang van ban cho ca
nhan bo sung, hoan thién hd so.
Truong hop khéng bé sung, hoan
thién duoc ho so thi thong bio tir
chéi giai quyét ho so.

- Néu hé so day du, hop 1&: Lam thu
tuc tiép nhan ho so va thu phi, 1& phi
theo quy dinh. Néu tiép nhan hé so
sau 15 gio thi giri Phiéu hen, tra két
qua cho nguoi cO yéu cau trong
ngay lam viéc tiép theo hoic gui tin
nhin hen tra két qua qua dién thoai
di dong cho ngudi c6 yéu cau (néu
ngudi €6 yéu cau lya chon hinh thic
nop hod so truc tuyén).

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

Cong

B2 C,huyen cho Phong Tu phap dé xu chire 1/2 gis Mflu 01‘, 05 va
ly. TN&TKQ Ho so kém theo
Lanh dao x *
A A o 1 A - | Mau 05 va HoO
B3 | Phan cong cong chuc xt ly ho so. Phgrr]léngu 1/2 gio <o kém theo
Kiém tra, xir Iy h so: Mau 04 (néu
- Truong hop hd so can bo sung, Cong c6), 05 va du
B4 | hoan thi@n hoac khong du dieu Kieén | chee xar ly | 01 gio théq TI‘ICh\ luc
giai quyet, phai tir choi thi gui théng hd so khai tor va du

béo vé tinh trang ho so t6i Trung tam
hanh chinh cong dé théng bao cho

thao Van ban
théng bao cho
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ngudi nop hd so;

- Truong hop can phai kiém tra,
xac minh lam rd hoac do nguyén
nhan khac ma khong thé tra két qua
dung thoi gian da hen thi cong chirc
Phong Tu phap 1ap Phiéu xin 15i va
hen lai ngay tra két qua, trong d6
néu rd Iy do cham tra két qua va
thoi gian hen tra két qua, chuyen
Trung tdm hanh chinh cong dé tra
cho nguoi 6 yéu cau (néu ngudi co
y&u cau lya chon hinh thiic nép ho
so truc tiép), hoic gui Phiéu xin 16
va hen lai ngay tra két qua qua thu
dién tir hodc giri tin nhan qua dién
thoai di dong cho ngudi ¢6 yéu cau
(néu nguoi c6 yéu cau lya chon
hinh thizc nop ho so truc tuyén).

- Néu du diéu kién: Vao So6 dang ky
khai tir, nhap di liéu vao phan mém
ho tich, in du thao Trich luc khai
tir, du thao Van ban théng béo cho
Bo Ngoai giao dé thong bao cho co
quan c6 tham quyén cia nudc ma
nguoi chét 1a céng dan;

+ Truong hop tiép nhan hd so ding
ky khai tir theo hinh thac truc tuyén
thi gui lai biéu mau Trich luc khai tir
dién tr voi thong tin day da cho
nguoi yeu cau qua thu dién tir hodc
thiét bi sb.

Nguoi yéu cau cd trach nhiém kiém
tra tinh chinh xac, diy du cua cac
thong tin trén biéu mau Trich luc
khai tir dién tr va x&c nhan (t6i da
mot ngay).

Néu ngudi c6 yéu cau xac nhan
thong tin d3 thdng nhat, day du
hodc khong c6 phan hdi sau thoi
han yéu cau thi thuc hién viéc ghi
noi dung vao So6 dang ky khai ti,
cap nhat thong tin dang ky khai tr

Bo Ngoai giao
hoac du thao
Van ban théng
bao khong du
diéu kién ding
ky khai tir
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va luu chinh thic trén Phan mém
dang ky, quan ly ho tich dién tu
dung chung.

- Néu khong du diéu kién: Dy thao
van ban thong bao khong du diéu
Kién dang ky khai tr;Trinh Lanh
dao Phong Tu phap duyét, chuyén
toi B6.

Truong hop phtc tap thi tién hanh
xac minh. Viéc xac minh cé thé
bing van ban hoic di xac minh
thuc té.

02 ngay

Vin ban dé nghi
Xac minh hoac
bién ban két qua
Xac minh

B5

Sau khi xac minh, thyc hién nhu
B4.

Cong
chuc xu ly
ho so

04 gid

Mau 05; du thao
Trich luc khai tir
va du thao Vian
ban théng béo
cho Bo Ngoai
giao hoac du
thao wvan Dban
thdng bao khong
da  diéu kién
dang ky khai to

B6

Xem xét, duyét du thao van ban tai
B4, B5.

Lanh dao
Phong Tu
phap

01 gio

Mau 05; Du
thao Trich luc
khai tor va du
thao Van ban
théng bao cho
Bo Ngoai giao
hoac du thao
Van ban thong
bao khong du
diéu kién ding
ky khai to da
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 théng béo
cho Bo Ngoai
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giao hoac Van
ban théng béo
khong du  diéu
kién dang ky

khai tu
Phét hanh van ban va tra két qua yau O 06 v
cho Phong Tu phap dé chuyen cho e Vin  ban
Trung tdm Hanh chinh cong; gui 9 . ) .

A Ly ; Van thu; théng bao cho
van ban thong bao, kem theo Trich . . . .

B8 | C o pon A .| Phong Tu | 1/2gio | Bo Ngoai giao
uc khai tr (ban sao) cho B Ngoai - g y ]

: 2 A . , phap hoac Van ban
giao d¢ thong bao cho co quan ¢ thong bao khong
tham \quﬂyén E:ﬁa nudc ma nguoi du didu kien
chet la cong dan. diing ky khai tir

Mau 01, 06 va
7 _ 7 ‘ Cong o Trich luc khai tir
B9 Chuyén nguoi dan ky So6 ho tich va chire Gio hanh | hodac van ban
tra két qua cho ca nhan. TN&TKQ chinh | thong bao khdng
du dieu Kién
dang ky khai to
* Truong hop hd so khong xtr 1y duoc trong ngay 1am viéc hoic trong ngay 1am
viéc tiép theo (ddi voi hd so nhan sau 15 giod), trong ngay hen tra két qua,
Phong Tu phap tham muu 1anh dao UBND cap huyén ky ban hanh phiéu xin 13i
va hen lai ngay tra két qua dé gui cho t6 chie, ca nhan.
* Truong hop hod so qua han xir ly, trong thoi gian cham nhat 01 ngay trudc
ngay hét han xtr Iy, UBND céap huyén ban hanh Phiéu xin 15i va hen lai ngay tra
két qua chuyén sang Trung tdm hanh chinh cong cap huyén dé giri cho té chuc,
ca nhan.
* Trong qué trinh giai quyét ho so, nguoi c6 trach nhiém thuc hién can thuc
hién dong thoi cac thao tac tiép nhan/chuyén/tra ho so, két qua giai quyét trén
phan mém: https://motcua.hatinh.gov.vn véi cac budc trong quy trinh.
3 |BIEU MAU

@j

Mau 01 Mau 01.docx
Giay tiep nhan ho so va hen tra két qua
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@j

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

@j

Mau 03 Mau 03.docx
Phieu tir choi tiep nhan giai quyét ho so

@j

Mau 04 Mau 04.docx
Phiéeu xin 10i va hen lai ngay tra két qua

|Ej

Mau 05 Mau 05.docx
Phiéu kiém soat qué trinh giai quyét ho so

@j

Méu 06 Mau 06.docx
S theo ddi ho so

[
-

BM.HT.H.03.01.doc
BM.HT.H.03.01 To khai dang ky khai tu

Mau ho tich dién tir twong tac dang ky khai tir (néu nop ho so
theo hinh thic truc tuyen).
BM.HT.H.03.02 %

BM.HT.H.03.02.doc

HO SO LUU

Mau 01; 02, 03, 04 (néu ¢6), 06 luu tai Trung tim Hanh chinh cong cap huyén.
Mau 01, 05 luu theo hé so;

Ho so dau vao theo muc 2.3;

S6 dang ky khai tu;
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Vin ban thong bao khong du diéu kién diang ky khai tir (néu co);
Van ban thdng bao cho B6 Ngoai giao;

- | Van ban dé nghi xac minh; van ban xac minh (néu co);

Ho so duoc luu tai Phong Tu phap, thoi gian luu trix thuc Ijién luu theo quy dinh cua
Luat H¢ tich va cac vin ban hudéng dan thi hanh. Sau khi hét han, chuyén ho so xuong
don vi luu trir cia UBND cap huyén va luu trit theo quy dinh hién hanh,

4. Thi tuc dang ky nhan cha, me, con ¢6 yéu to nwéc ngoai

1 KY HIEU QUY TRINH QT.HT.H.04

2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thuc hién TTHC:

Khong.

2.2 | Cach thwc thuc hién TTHC:

- Ngudi ¢ yéu cau dang ky nhan cha, me, con tryuc tiép thuc hién nop ho so truc
tiép tai Trung tdm hanh chinh cong cap huyén.

- Nop hoé so truc tuyén trén Cong Dich wvu cong Quéc gia
(https://dichvucong.gov.vn) hoac Hé thdng théng tin giai quyét tha tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn) (mét bén c6 thé nop ho so ma
khong phai c6 van ban ty quyén cta bén con lai).

N A A A Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
_ | To khai dang ky nhan cha, me, con theo mau BM.HT.H.01 (néu x

ngudi cO yéu cau lya chon nop hd so theo hinh thuc truc tiép);

Mau ho tich dién tir twong tac dang ky nhén cha, me, con (do
nguoi €O yéu Cau cung cap thong tin theo hudng dan trén Cong
dich vu cong, néu nguoi cd yéu cau lya chon nop hd so theo
hinh thuec truc tuyén):;
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Ngudi c6 yéu cau dang ky nhan cha, me, con thuc hién viéc
nop/xuat trinh (theo hinh thuc tryc tiep) hodc tai [én (theo hinh
thac truc tuyen) cac giay to sau:

* Gidy to phdi ngp:

Chung ca chang minh méi quan hé cha, me, con gdm mat trong
cac giay to, tai liéu sau:

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

+ Truong hgp khong co6 ching ¢t ching minh quan hé cha, me,
con néu trén thi phai c6 vin ban cam doan (theo mau
BM.HT.H.04.02) cua cac bén nhan cha, me, con, cd it nhat hai
nguoi 1am chang vé méi quan hé cha, me, con;

Truong hop dang ky nhan cha, me, con gitra cong dan Viét Nam
V&1 nguoi nudc ngoai hoac gitta ngudi nudc ngoai vai nhau thi
ngudi nudc ngoai phai nop thém ban sao Ho chiéu hoic gidy to
c6 gié tri thay thé ho chiéu dé ching minh vé nhan than;

Gidy to chung minh thugc gia dinh ¢6 cong véi cach mang;
nguoi thudc hd nghéo; nguoi khuyeét tat (néu co);

* Gidy tor phdi xudt trinh:

H¢ chiéu/Chiing minh nhan dan/Thé cdn curéc cong dan/Thé can
cuée/Can cude dién tirlGidy chimg nhdn cdan cwdc hodc cac glay
to khac ¢6 dan anh va thong tin ¢4 nhan do co quan c6 tham
quyén cap, con gia tri st dung dé chitng minh vé nhan than cua
ngudi cO yéu cau ding ky nhan cha, me, con. Truong hop céc
thong tin cd nhan trong cic gidy to nay da c6 trong
CSDLQGVDC, CSDLHTDT, duogc hé théng dién tu dong thi
khong phai tai 1&n (theo hinh thic truc tuyén);

Gidy to c6 gia tri chitng minh théng tin vé cu tri trong truong
hop co quan ding ky ho tich khdng thé khai thac dugc thdng tin
Vé noi cu tra cta céng dan theo cic phuong thic quy dinh tai
khoan 2 Diéu 14 Nghi dinh s6 104/2022/ND-CP ngay
21/12/2022 cua Chinh phu. Trudng hop céc thong tin vé gidy to
chimg minh noi cu tra da dugc khai thac tr Co s¢ dit ligu qUOC
gia vé dan cu bang cac phuong thic nay thi ngudi ¢ yéu cau




42

khong phai xuét trinh (theo hinh thuc tryc tiép) hodc tai Ién (theo
hinh thac truc tuyen).

* Lwu y:

- Ddi véi gidy to ndp, xudt trinh néu ngudi yéu cau ndp hd so theo hinh thirc truc tiép:
+ Nguoi tiép nhan c6 trach nhiém kiém tra, dbi chiéu véi thong tin trong to khai,
chup lai hoac ghi lai thong tin dé luu trong hd so va tra lai cho nguoi xuét trinh,
khong duogc yéu cau ndp ban sao hodc ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich co thé ndp ban sao ching thuc tir ban chinh
hoic ban sao duoc cap tir s6 gdc hodc ban chyp kem theo ban chinh gidy to dé
dbi chiéu. Truong hop nguoi yéu cau ndp ban chup kém theo ban chinh gidy to
thi nguoi tiép nhan c6 trach nhiém kiém tra, ddi chiéu ban chup vOi ban chinh va
ky xac nhan, khong duoc yéu cau ngudi di dang ky ndp ban sao gidy to do.

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

Nguoi tiép nhan ho so thuc hién khai thac thong tin trong Co s¢ dit liéu quéc gia
vé dan cu theo quy dinh phép luat néu ngudi yéu cau diang ky ho tich da cung
cép ho, chir dém, té€n; ngay, thang, nam sinh; s6 dinh danh cd nhdn/thé can cude
cong dan/thé can cudc/chung minh nhan dan/can cudc dién tir. Truong hop céc
thong tin can khai thac khong cé trong Co s& dir liéu qudc gia vé dan cu thi dé
nghi ngudi yéu cau ké khai day du.

- Ddi véi gidy to giri 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 nhan cha, me, con truc tuyén
phai bao dam rd nét, day du, toan ven vé ndi dung, la ban chup bang may anh,
dién thoai hodc dugc chup, duge quét bang thiét bi dién tur, tir gidy to duoc cap
hop ¢, con gia tri sir dung.

+ Truong hop gidy to, tai lieu phai gui kém trong hd so ding ky nhén cha, me,
con tryc tuyen d3 c6 ban sao dién tar hodc da c6 ban dién tir gidy to ho tich thi
ngudi yeu cau duoc sir dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Trich luc diang ky nhan cha,
me, con/ban sao Trich luc dang ky nhan cha, me, con) nguoi c6 yéu cau dang ky
nhan cha, me, con phai xuat trinh giy to tiry than dé xac dinh nhan than; nop ban
chinh gidy to, tai liéu 1a chang ct chitng minh quan hé cha, con hoic quan hé
me, con.

- Gidy to do co quan c6 tham quyén ciia nudc ngoai cap, cong chimg hodc x4c nhan
dé st dung cho viéc dang ky h tich tai Viét Nam phai duoc hop phap hoa lanh sy,
dich ra tiéng Viét va L ching thyc chir ky nguoi dich theo quy dinh cua phap luét, trir
treong hop duoc mién theo diéu wéc qubc t& ma Viét Nam 1a thanh vién.

- Truong hop nguoi yéu cau ding ky nhan cha, me, con khong cung cap duoc
gidy to néu trén theo quy dinh hodc gidy td ndp, xuét trinh bi tiy x06a, sira chira,
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lam gia thi co quan ding k¥ ho tich c6 thAm quyén hity bo két qua dang ky nhan
cha, me, con.

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

Co quan ding ky ho tich tir chbi giai quyét hodc dé nghi co quan ¢ tham quyeén
hay bo két qua dang ky ho tich, néu ¢ co so xac dinh noi dung cam doan khong
dang su that.

2.4 | So lwong hd so: 01 bo

2.5 | Thoi han giai quyét: 15 ngay, ké tir ngay nhdn dii hé so hop 18.
Pia diém tiép nhan hd so va tra két qua giai quyét TTHC:

- Trung tdm Hanh chinh cong cap huyén.

2.6 |- Cong Dich vu cong Qudc gia https:/dichvucong.gov.vn hogc H¢ thong thdng
tin giai quyeét TTHC tinh Ha Tinh http://dichvucong.hatinh.gov.vn (chi tiép nhan
ho so).

Co quan thyc hién: Phong Tu phap.

Co quan c6 tham quyén quyét dinh: Uy ban nhan dan cap huyén noi cu tri cua
nguoi dugc nhan la cha, me, con thuc hién dang ky nhan cha, me, con gitta cong
dan Viét Nam véi ngudi nudc ngoai; gitta cong dan Viét Nam cu tra ¢ trong nudc
v6i cong dan Viét Nam dinh cu ¢ nuéc ngoai; gitra cdng dan Viét Nam dinh cu &

2.7 | nudc ngoai voi nhau; gitra cong dan Viét Nam dong thoi ¢6 quoc tich nudc ngoai
véi cong dan Viét Nam hoac véi nguoi nudc ngoai; gitra nguoi nudc ngoai Voi
nhau ma mot hoac ca hai bén thuong tru tai Viét Nam.

Co quan dwoc iy quyen: Khong.
Co quan phéi hep: UBND cip xa noi thuong tru cua nguoi dugc nhan cha, me,
con; Co quan quan ly Co sé dit liéu Quoc gia vé dan cu.

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

- H6 so du diéu kién:
9 g |t Trich lyc dang ky nhén cha, me, con (ban chinh)/ban sao Trich lyc déng ky

nhan cha, me, con (néu c6 yéu cau).
+ Ban dién tr Trich luc dang ky nhan cha, me, con (Ban dién tir sé tu dong gui
vé Kho quan ly dit liéu dién tur ctia ca nhan/dia chi thu dién ta/thiét bi so/dién
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thoai ctia ngudi yéu cau sau khi da hoan tat thu tuc dang ky nhan cha, me, con tai

co quan dang ky hd tich).

- H so khong du diéu kién: Vin ban thong bao khong du diéu kién ding ky nhan

cha, me, con.

2.10

Quy trinh xir ly cong viéc

TT

Trinh tu

Tréach
nhiém

Theoti gian

Biéu
mau/Ket qua

Bl

1. Tiép nhan hd so.

- Tiép nhan hd so tryc tiép tir ca
nhan hoac to dich vu buu chinh
cdng ich hoic trén Cdng Dich vu
cong Québc gia
(https://dichvucong.gov.vn)  hoac
Hé thong thong tin giai quyét thu
tuc hanh chinh cua tinh
(https://dichvucong.hatinh.gov.vn)

2. Can bo TN&TKQ kiém tra hd
SO

- Néu hd so chua day du hoic
khong hop 1é: Huéng dan hoic
thdng bao bang vin ban cho ca
nhan bd sung, hoan thién hé so.
Trudng hop khong bd sung, hoan
thién duoc hd so thi thong bao tir
chéi giai quyét ho so.

- Néu ho so day du, hop 1é&: Lam
tha tuc tiép nhan ho so, thu phi, 18
phi theo quy dinh, c¢6 Phiéu hen,
tra két qua cho ngudi co yéu cau
(néu ngudi co yéu cau lra chon
hinh thirc ndp hd so truc tiép) hoic
gui ngay Phiéu hen, tra két qua qua
thu dién ti hoac guri tin nhan hen
tra két qua qua dién thoai di dong
cho nguoi c6 yéu cau (néu nguoi
c6 yéu cau lya chon hinh thic nop
hd so truc tuyén).

- Sau khi tiép nhan hd so theo hinh

Cong
chuc
TN&TKQ

Gio hanh chinh

Mau 01; 02,
03 (néu co);
06 va Hd so
theo muc 2.3
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thac nop truc tiép, can bo tiép
nhan hd so thuc hién s hoa (sao
chup, chuyén thanh tai liéu dién tir
trén hé théng thong tin, co so dit
lieu) va ky s6 vao tai liéu, hd so
giai quyét thu tuc hanh chinh da
duoc s6 hoa theo quy dinh.

X on A 3 . Cong Mau 01, 05 va
B2 géh%e&ho so cho Phong Tuphdp | e | 04 gig lamviee | hd so kem
' TN&TKQ theo

53 | Phan cong cén bo Phong Tu phip ;ﬁgﬁgdi‘,?l 04 gic lam vige | MU 05 va 3

Xt ly. ; so kém theo

phap

Kiém tra, xir Iy h so:

- Truong hop hd so can bd sung,

hoan thién hodc khong du diéu

kién giai quyét, phai tir chdi thi gui

thdng bao Vvé tinh trang hd so tdi

Trung tdm hanh chinh cong dé

thong béo cho ngudi ndp hd so;

- Truong hop can phai kiém tra,

xac minh lam r6 hoac do nguyén

nhan khac ma khong thé tra két| Cong i ,

qua dung thoi gian da hen thi cong | chuc xu ly Mau 04 (néu

chirc Phong Tu phép 14p Phiéu xin |  h0 so, o co), 05; Va _
B4 |18i va hen lai ngay tra két qua, | Lanhdao | 02ngaylam | ban , gui

trong d6 néu rd 1y do cham tra két| UBND vige UBND cap xa

qua va thoi gian hen tra két qua, cap dé nghi niém

chuyén Trung tdm hanh chinh | huyén, yet thong tin

cong dé tra cho nguoi c6 yéu cau | Vanthu

(néu nguodi co yéu cau lya chon
hinh thac nop hd so truc tiép),
hodc gui Phiéu xin 15i va hen lai
ngay tra két qua qua thu dién tur
hodc gui tin nhan qua dién thoai di
dong cho ngudi ¢d yéu cau (néu
ngudi ¢6 yéu cau lya chon hinh
thirc nop ho so truc tuyén).

- Tham muu Vin ban dé& nghi
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UBND cép xi noi thuong tri cua
nguoi dugc nhan la cha, me, con
thuc hién niém yét tai tru so
UBND cip xi trinh Lanh dao
phong xem xét, ky nhay, Lanh dao
UBND cip huyén ky duyét, Vin
thu dong dau phat hanh vin ban.
Thuc hién budc tiép theo.

_ ’ o Cong Th(“)ng_ tin
Niém yét cong khai tai tru so chirc xar Iy duoc niém yet
UBND cap huyén, UBND cap xa X 07 ngay lién |tai tru S&

B5 s ., .. A ho so; J
noi thuong trd cia nguoi dugc nhan UBND tuc UBND cap
la cha, me, con cip X huyén , va

UBND cap xa

Sau thoi gian niém yét cong khai:

- Néu ho so du diéu kién va khong

c6 tranh chép:

+ Truong hop tiép nhan hd so truc

tiép: Thuc hién viéc ghi vao S6

dang ky nhan cha, me, con, cap

nhat thong tin dang ky nhan cha,

me, con va luu chinh thic trén

Phan mém ding ky, quan Iy ho Mau 05; Du

tich dién tir dung chung. thao Trich luc

+ Truong hop tiép nhan hd so dang ky nhan

dang ky nhan cha, me, con theo |  cpng o cha, me, con
g6 | hinh thiic tryc tuyén: Gui lai bieu | chic xer Iy 03 ngay lam | hogc Van ban

mau Trich luc dang ky nhan cha, | 13 oo viéc thong  bao

me, con dién tir v4i thong tin day khéng du diéu

du cho nguoi yéu cau qua thu dién kién dang ky

tr hoic thiét bi sb.

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

Néu ngudi cd yéu cau xac nhan
thong tin di théng nhit, day du
hodc khéng c6 phan hdi sau thoi

nhan cha, me,
con
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han yéu cau thi thuc hién viéc ghi
noi dung vao So6 ding ky dang ky
nhan cha, me, con, cap nhat thong
tin dang ky nhan cha, me, con va
lvu chinh thtc trén Phan mém
dang ky, quan ly ho tich dién ta
dung chung.

- H6 so khong du diéu kién: Du thao
Vin ban thong bao khong du diéu
ki¢n dang ky nhan cha, me, con.
Trinh 1anh dao Phong Tu phap.

Kiém tra két qua thuc hién, duyeét,

Mau 05; Du
thao Trich luc
dang ky nhan
cha, me, con

truc tiép hoic giao cong chuc X Lanh dao . . hoge Van ban
B7 |1y hé so trinh lanh dao UBND cép | TPong Tu | 04 giglamviée | thong - bao
huyen phap khong da dicu
o kién dang ky
nhan cha, me,
con da
duyét/ky nhay.
Mau 05; Trich
luc dang ky
nhan cha, me,
. LA o %o o | Lanh dao con hoac Van
g | KY du thdo ket qua gial quyet thi | ;s\ | 04 gig Iam viec | ban thong bao
tuc hanh chinh tai B7. £ . n Y
cap huyén khong du diéu
kién dang ky
nhan cha, me,
con.
Mau 05, 06;
Vian thu Trich luc dang
Phat hanh van ban VA tra két qua UEQND Ky nhan hChf"
B9 | cho Phong Tu phap dé chuyén cho huygn_ 04 gior 1am viéc @e g?r:‘ thgg;
Trung tdm Hanh chinh cong. I an ba
: J Phong Tu bao khéng du
phap diéu kién dang

Ky nhan cha,
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me, con

Mau 01, 06;
Trich luc dang
Ky nhan cha,

Chuyén neudi dan ky Sé va tra| <O me, con hoac
B10 kit yué ch% cA nhan y chuc Gio hanh chinh | Van ban thong
g ' TN&TKQ béo khong di
dieu kién dang
Ky nhan cha,
me, con.
* Truong hop hd so qué han xu ly, trong thoi gian cham nhat 01 ngay trudc ngay
hét han xir ly, UBND cap huyén ban hanh Phleu xin 13i va hen lai ngay tra két qua
chuyén sang Trung tdm hanh chinh cdng cap huyén dé guri cho t6 chuc, ca nhan.
* Trong qué trinh giai quyét ho so, nguoi c6 trach nhiém thyc hién can thyc hién
dong thoi cac thao tac tiep nhan/chuyén/tra ho so, két qua giai quyét trén phan
meém: https://motcua.hatinh.gov.vn véi cac budce trong quy trinh.
3 |BIEU MAU
< e
Mau 01 M3u 01.doc
Giay tiép nhan hd so va hen tra két qua
. :
Mau 02 Mau s6 02.doc
Phiéu yéu cau b6 sung hoan thién ho so
. :
Mau 03 M3&u 03.doc
Phiéu tir chdi tiép nhan giai quyét ho so
. :
Mau 04 Mau 04.doc
Phiéu xin 13i va hen lai ngay tra két qua
~ -
Mau 05 Ma&u s6 05.doc
Phiéu kiém soat qué trinh giai quyét hd so
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Mau 06

Mau s6 06.doc
S6 theo ddi ho so

BM.HT.H.04.01

[
-
BM.HT.H.04.01.doc
To khai dang ky nhan cha, me, con

BM.HT.H.04.02

[
-
BM.HT.H.04.02.doc
Mau giay cam doan

BM.HT.H.04.03

Mau ho tich dién tir twong tac dang ky nhan cha, me, con (néu
nop ho so theo hinh thuc truc tuyen).

[
-

BM.HT.H.04.03.doc

4 |HOSOLUU

Mau 01; 02, 03, 04 (néu c6), 06 luu tai Trung tdm Hanh chinh cong cap huyén.
Mau 01, 05 luu theo hé so;

- | Ho so dau vao theo muc 2.3;

Vin ban dé nghi UBND cap x4 noi thuong tri cua ngudi dugc nhan cha, me, con
niém yeét cong khai thong tin;

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

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

Ho so dugc luu tai Phong Tu phap, 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 xuong
don vi luu trir cia UBND cap huyén va luu trit theo quy dinh hién hanh,

5. Ping ky khai sinh két hop ding ky nhian cha, me, con cé yéu to nuéc

ngoai
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KY HIEU QUY TRINH QT.HT.H.05

NQI DUNG QUY TRINH

2.1

Piéu kién thuc hién TTHC:

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

- Bén nhan, bén dugc nhan 1a cha, me, con déu con séng vao thoi diém dang ky

nhan cha, me, con.

2.2

Cach thirc thuc hign TTHC:

Nguoi ¢ yéu cau dang ky khai sinh va nhan cha, me, con nop ho so truc tiép tai
Trung tdm Hanh chinh cong cap huyén (mét bén cé thé nép hd so ma khong phai

c6 vin ban ay quyén caa bén con lai).

2.3

Thanh phan ho so, bao gom:

Ban
chinh

Ban
sao

* Gidy to phdi ngp:

- To khai dang ky khai sinh, theo mau BM.HT.H.05.01;

- To khai ding ky nhan cha, me, con, theo mau
BM.HT.H.05.02;

- Giay ching sinh.

+ Truong hop khdng cé Giay chiing sinh thi ndp vin ban cua
ngudi lam chung xac nhan vé viéc sinh; néu khong c6 van ban
ctia ngudi lam ching thi phai ¢ gidy cam doan vé viéc sinh.

+ Truong hop tré em sinh ra tai nuéc ngoai thi nop Giay chu:ng
sinh hodc gidy 1o khac do co quan c6 tham quyén nudc ngoai
cap xac nhan vé viéc tré em duoc sinh ra & nuwdc ngoai va quan
hé me - con (néu co).

Truong hop nguoi Yéu cau da nop ban dién tir Gidy ching sinh
hodc co quan dang ky ho tich da khai thac dwoc dir ligu dign tu
c6 ky sé cua Gidy ching sinh thi khéng phdi nép ban gidy.

- Vin ban thoa thuan caa cha, me vé viéc chon quéc tich cho
con doi véi truong hop cha hoac me hoac ca cha va me la
nguoi nuoc ngoai. Truong hop cha, me chon quoc tich nudc
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ngoai cho con thi van ban thoa thuan phai c6 xac nhan cua co
quan nha nudc cO tham quyén clia nudc ngoai ma nguoi do la
cong dan;

- Chting cir chizng minh méi quan hé cha, con hodc quan hé
me, con, gom mot trong cac gidy to, tai liéu sau:

+ Vian ban cla co quan y té, co quan giam dinh hoic co quan
khac c6 tham quyén & trong nudc hodc nudc ngodi xac nhan
guan hé cha con, quan hé me con;

+ Truong hop khdng cé chung cu 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 nhat hai nguoi 1am ching vé méi quan
hé cha, me, con theo mau BM.HT.H.05.03.

- Truong hop dang ky nhéan cha, me, con gitra cong dan Viét
Nam véi ngudi nudc ngoai hoac gitta nguoi nudc ngoai voi
nhau thi ngudi nude ngoai phai nop thém ban sao Ho chiéu hozc
gidy to co gid tri thay thé ho chiéu dé chitng minh vé nhan than;

- Giay to ching minh thuge gia dinh o cong véi cach mang;
nguoi thudc ho ngheo; nguoi khuyeét tat (néu co).

* Gidy to phdi xudt trinh:

- Hé chiéu/Chirng minh nhan dan/Thé cdn cuéc cong dan/Thé
can cwde/Can cwde dién trlGidy ching nhdn can cwdc hoac
cac gidy to khac c6 dan anh va thong tin ca nhan do co quan c6
tham quyén cap, con gia tri sir dung dé chang minh vé nhan
than cua nguoi cO yéu cau dang ky khai sinh két hop dang ky
nhan cha, me, con;

- Gidy to ¢6 gia tri chung minh théng tin vé cu tra trong truong
hop co quan ding ky ho tich khéng thé khai thac duoc thdng
tin vé noi cu tra cua cong dan theo cac phuong thirc quy dinh
tai khoan 2 Diéu 14 Nghi dinh s 104/2022/NB-CP ngay
21/12/2022 cta Chinh phu. Truong hop cac thong tin vé giay
to chung minh noi cu tra da duoc khai thac tr Co so dit liéu
qudc gia vé dan cu bang cac phuong thirc nay thi ngudi c6 yéu
cau khdng phai xuat trinh (theo hinh thic truc tiép).

- Trudng hop tré em sinh ra tai nudc ngoai vé cu tra tai Viét
Nam thi xuat trinh ban chinh giay to chirmmg minh noi cu tru tai
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Viét Nam cua tré em gdom: Gidy t& chirng minh viéc tré em da
nhap canh vao Viét Nam (nhu Ho chiéu, gidy to o gia trj di lai
qudc té co dau xac nhan nhap canh cia co quan quan ly xuat,
nhap canh) va van ban Xac nhan cua co quan coéng an c6 tham
quyén vé viéc tré em dang cu tra tai Viét Nam.

*Luuy

- D6i v6i gidy to ndp, xuat trinh:

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

+ Nguoi yéu cau dang ky ho tich co thé ndp ban sao ching thuc tir ban chinh
hodc ban sao duoc cap tir so gdc hodc ban chyp kem theo ban chinh gidy to dé
dbi chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh gidy to
thi ngudi tiép nhan c6 trach nhiém kiém tra, doi chiéu ban chup v6i ban chinh va
ky x4c nhan, khong dugc yéu cau nguoi di ding ky ndp ban sao gidy to do.

+ 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 cau nguoi dang ky ho tich ndp
thém gidy to ma phap luat ho tich khong quy dinh phai nop.

Ngudi tiép nhan ho so thyc hién khai thac thong tin trong Co so dir liéu quéc gia
vé dan cu theo quy dinh phap luat néu ngudi yéu cau ding ky ho tich di cung
cép ho, chir dém, té€n; ngay, thang, nam sinh; s6 dinh danh cd nhdn/thé can cude
cong dan/thé can cudc/chung minh nhan dan/can cudc dién tir. Truong hop céc
thong tin can khai thac khong cé trong Co s& dir lidu qudc gia vé dan cu thi dé
nghi ngudi yéu cau ké khai day du.

- Truong hop cho phép nguoi yéu cau dang ky ho tich 1ap vin ban cam doan vé
ndi dung yéu cau diang ky ho tich thi co quan diang 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 dang sy that.

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

- Béi voi viée xac dinh ho, dan toc, qué quan, dit tén cho tré:

+ Viéc xac dinh ho, dan toc, dat tén cho tré em phai phu hop véi phap luat va yéu
cau giit gin ban sic dan tdc, tp quan, truyén théng vin hoa tét dep cua Viét
Nam; khéng dat tén qua dai, kho str dung.

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

2.4

S6 lrgng hd so: 01 bo




53

2.5 | Thoi han giai quyét: 15 ngay, ké tir ngay nhédn di hé so hop 1é.
2.6 | Dia diém tiép nhan hd so va tra két qua giai quyét TTHC:
Trung tdm Hanh chinh céng cap huyén.
2.7 | Co quan thuc hién: Phong Tu phap.
Co quan c6 tham quyén quyét dinh:
Uy ban nhan dan cap huyén noi c trii cia nguoi cha hogc ngudi me 1a cong dan
Viét Nam thyuc hién dang ky khai sinh ket hop nhan cha, me, con ma mét bén co
yéu cau la nguoi nuac ngoai, cong dan Viét Nam dinh cu ¢ nudce ngoai.
Co quan dwoc iy quyeén: Khong.
Co quan phdéi hop:
- Uy ban nhan dan cap xa noi cu tra ctia ngudi duoc nhan 1a cha, me, con;
- Co quan quan 1y Co so dit liéu Qubc gia vé dan cu.
2.8 | Poi twong thuc hién TTHC: Cé4 nhan.
2.9 | Két qua giai quyét TTHC:
- HO so du diéu kign: Gidy khai sinh, Trich luc dang ky nhan cha, me, con (ban
chinh); Qén sao Giay khai sinh, ban sao Trich luc dang ky nhan cha, me, con (néu
cd yéu cau).
- Ho so khong du diéu kién: Van ban thong bao khong du diéu kién dang ky khai
sinh va dang ky nhan cha, me, con.
2.10 | Quy trinh xwr ly cong viéc
TT Trinh tu TrfaAch Thei gian Biéu maﬂu/Ket
: nhi¢m qua
Tiép nhan hd so:
1. Tiép nhan ho so.
Tiép nhan hd so truc tiép tir c& nhan. X
2. Can bo TN&TKQ kiém trahd so: | | i b Mau 01; 02, 03
BL |- Néu hd so chua diy di hodc Cong chuac| Giohanh | (néu cd); 06 va

TN&TKQ chinh | hd so theo muc

khong hop l&: Huéng dan hoic 23

thdng bao bang vin ban cho cé
nhan bo sung, hoan thién hd so.
Truong hop khéng bé sung, hoan
thién duoc hd so thi thong bao tiur
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chéi giai quyét ho so.

- Néu hd so day du, hop I&: Lam
th tuc tiép nhan hd so va thu phi,
1& phi theo quy dinh. Sau khi tiép
nhan hd so theo hinh thirc nop truc
tiép, cong chiac TN&TKQ thuc
hién sé hoa (sao chup, chuyén
thanh tai liéu dién ta trén hé théng
thong tin, co s& dir liéu) va ky sé
vao tai liéu, hd so giai quyét thi tuc
hanh chinh di dwoc s6 hoa theo
quy dinh.

B2 Chuyén ho so cho Phong Tu phép d¢ | Cong chuc | 04 gio | Mau 01, 05 va

xu ly. TN&TKQ lam viéc | ho so kém theo

Lanh dao . x 3 A
B3 | Phan céng cong chirc xir Iy hd so. Phong Tu I‘O 4 g'.(f Mau 05 vaho so
ohap amviéc | kém theo

Kiém tra, xir Iy hd so:

- Truong hop hd so can bo sung,

hoan thién hoic khéng du diéu kién

giai quyét, phai tr chdi thi gui

théng bao vé tinh trang hd so toi

Trung tdm hanh chinh cong dé

thong bao cho ngudi nop hod so;

- Truong hop can phai kiém tra,

x4c minh 1am rd hoic do nguyén | Cong chuc Miu 04 (néu

nhan khac ma khong thé tra két qua | Xu 1y ho so, | ). 05; Van ban
B4 |dung thoi gian da hen thi cong chirc Lanh  dao 92 ngay gfxi, UéND chp

Phong Tu phap 1ap Phiéu xin 16i va | UBND cap | lamvice | " o™ i niam

hen lai ngay tra két qua, trong d6 | huyén, Van yét thong tin

néu rd ly do cham tra két qua va | thu

thoi gian hen tra két qua, chuyén
Trung tdm hanh chinh cong dé tra
cho ngudi ¢ yéu cau;

- Tham muu Vin ban dé& nghi
UBND cép x4 noi thudng tri cua
ngudi dugc nhan la cha, me, con
thuc hién niém tai tru s¢ UBND
cap x4 trinh Lanh dao phong xem
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xét, ky nhdy, Lanh dao UBND cép
huyén ky duyét, Vin thu déng dau
phat hanh van ban.

Thuc hién budc tiép theo.

Niém yét cong khai tai try sc cong chuc Thong tin dugc
UBND cép huyen. UBND cip xa | <5V NOsor | oo niem yét tai try
Bs |- cap Nuyen, cap xa | ygND cap | VN9 ss  UBND cap
noi thuong trd cua nguoi duocC |z lién tuc A s
A1 Xa huyén va UBND
nhan la cha, me, con. PSR
cap xa
Sau niém yét cong khai: ] 7
- Néu du diéu kign va khong xay ra g"a“ Oi’hd.‘-l’ ”.‘af]
tranh chép: Vao So dang ky khai ‘IayT ,?}' S'In
sinh, S6 dang ky nhan cha, me, ;‘rj‘ zc h‘fC
con; nhap dit liéu vao phan mém ho ;‘ng y mhan
tich, in dy thao Gidy khai sinhva| . = . | . ﬁ a, r;‘@’ ﬁ?”
B6 |du thao Trich luc dang ky nhan|ONg ¢huc| O2ngay |hoac dy thao
cha. me. con: xtlyhoso | lamviéc |van ban thong
P 7 b4ao khong du
- Néu khong du diéu kién: Dy thao A - 9
< 1 ~ . A LA dieu kién dang
Van ban thong bao khong du dieu Ky khai sinh va
k;]eP d?]ng ky khal. sinh va dang ky dang k¢ nhan
nhan cha, me, con; cha, me, con
Trinh Lanh dao Phong Tu phap.
Mau 05; dy thao
Giay khai sinh
va Trich luc
dang ky nhan
- 2 X \ . . cha, me, con
Kiem tra ket qua thyc hién, duyet, |, .\ 4. .. |hoic du thao
truc tiep hoac giao cong chirc xur ly \ 04 giolam | \ -
B7 X N :> | Phong Tu - van ban théng
ho so trinh 1anh dao UBND cap h3 viéc , n X
huyén phap bao kl_long du
o dicu kién dang
ky khai sinh va
dang ky nhan
cha, me, con da
duyét/ky nhay.
ag | KV du thio két qua giai quyét thi | Lanh  dgo | 04 giolam | M4 0 GIy
tuc hanh chinh tai B5. UBND cip| viéc al sinh va

Trich luc dang
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huyén Ky nhan cha, me,
con hoac Van
ban théng béo
khong du  diéu
kién dang ky
khai sinh va
dang ky nhan

cha, me, con.
Mau 05, 06;
Gidy khai sinh
va Trich luc
Vin  thu dang ky nhan
Phat hanh van ban va tra két qua | UBND cép _|cha,me, - con
. L 4R 2 A 04 gio | hoac Van ban

B9 | cho Phong Tu phép dé chuyén cho | huyén N n . N
Trung tdm Hanh chinh cong Phong T lam vi¢c | thong bao kho_ng
' ong  u du  didu  kien
phap dang ky khai
sinh va dang ky
nhan cha, me,
con

Mau 01, O06;
Gidy khai sinh
va Trich luc
dang ky nhan
cha, me, con
B10 Chuyén nguoi dan ky S6 va tra két | Céng chtc | Giohanh |hodc Vin ban
qua cho c& nhan. TN&TKQ chinh | théng bao khdng

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

* Truong hop hd so qué han xu ly, trong thoi gian cham nhat 01 ngay trudc ngay
hét han xt ly, UBND cap huyén ban hanh Phleu xin 16i va hen lai ngay tra két qua
chuyén sang Trung tdm hanh chinh cdng cap huyén dé gui cho to chirc, ca nhan.

* Trong qua trinh giai quyét hd so, nguoi ¢é trach nhiém thuc hién can thuc hién
ddng thoi cac thao tac tiép nhan/chuyén/tra ho so, két qua giai quyét trén phan
mém: https://motcua.hatinh.gov.vn véi cac budc trong quy trinh.
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BIEU MAU
Mau 01 ) ) . ) M3u 01.docx
Giay tiep nhan ho so va hen tra két qua
Mau 02 ’ ‘ 7 . Mau 02.docx
Phiéu yéu cau bo sung hoan thién ho so
Mau 03 ) o o MAu 03.docx
Phieu tir choi tiep nhan giai quyét ho so
Mau 04 ’ N ) Mau 04.docx
Phiéeu xin 10i va hen lai ngay tra két qua
Mau 05 ) i o M3u 05.docx
Phieu kiém soat qua trinh giai quyét ho so
Mau 06 q . Mau 06.docx
S6 theo ddi ho so
-
BM.HT.H.05.01 BM.HT.H.05.01.doc
To khai dang ky khai sinh
Iy
BM.HT.H.05.02 BM.HT.H.05.02.doc
To khai dang ky nhan cha, me, con
-
BM.HT.H.05.03 BM.HT.H.05.03.doc

Mau giay cam doan

HO SO LUU:
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- | MAu 01; 02, 03, 04 (néu c6), 06 luu tai Trung tm Hanh chinh cang cap huyén.
Mau 01, 05 luu theo ho so;

- | Ho so dau vao theo muc 2.3;

- | Van ban gtri UBND cép 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 dang ky nhan cha,
me, con (néu co);

Ho so duogc luu tai Phong Tu phap, thoi gian luu trir thuc hién luu theo quy dinh cua
Luét Ho tich va cac van ban huéng dan thi hanh. Sau khi hét han, chuyén hd so xuéng
don vi luu trit cia UBND cap huyén va luu trit theo quy dinh hién hanh,

6. Thii tuc diing ky giam ho cO yéu té nwéc ngoai

1 KY HIEU QUY TRINH QT.HT.H.06

2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thuc hién TTHC:

- Viéc gidm ho gitra cong dan Viét Nam va nguoi nudc ngoai cung cu tru tai
Viét Nam.

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

+ C6 nang lyc hanh vi dan su day du.

+ C6 tu cach dao dirc tdt va cac diéu kién can thiét dé thuc hién quyén, nghia vu
cta ngudi gidm ho.

+ Khong phai 1a ngudi dang bi truy ciu trach nhigm hinh sy hodc nguoi bi két
an nhung chua dugc Xxo0a an tich vé mét trong cac toi co y xam pham tinh mang,
suc khoe, danh du, nhan pham, tai san cua ngudi khac.

+ Khdng phai 1a ngudi bi Toa &n tuyén bd han ché quyén ddi voi con chua thanh
nién.
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- Phap nhan c6 du cac diéu kién sau day c6 thé lam ngudi giam ho:
+ C6 nang luc phap luat dan su phu hop véi viéc giam ho.
+ C6 diéu kién can thiét dé thuc hién quyén, nghia vu ctia ngudi giam ho.

2.2 | Céach thirc thyc hién TTHC:
- Ngudi ¢ yéu cau dang ky giam ho tryc tiép thuc hién hodc ay quyen cho nguoi
khéac thuc hién nop hd so truc tiép tai Trung tdm hanh chinh cong cap huyén;
- Gtri hé so qua dich vy buu chinh cong ich;
- Nop ho so tryc tuyén trén Cong Dich vy cong Quoc gia
(https://dichvucong.gov.vn) hoac HéE thong thong tin giai quyét tha tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn).
N by A A Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao

To khai dang ky giam ho, theo mau BM.HT.H.06.01 (néu
nguoi co ;{éu cau lya chon nop ho so theo hinh thic truc tiep X
hoac gui ho so qua dich vu buu chinh cong ich);

Mau ho tich dién tir trong tac dang ky giam ho (do nguoi yéu Céu
cung cap thong tin theo hudéng dan trén Cong dich vu cong néu
nguoi ¢6 yéu cau lya chon ndp hd so theo hinh thuc truc tuyén);

Nguoi ¢6 yéu cau ding ky giam ho thuc hién viéc nop/xuat
trinh (theo hinh thuc truc tiép) hoac tai 1én (theo hinh thuc
truc tuyen) cac giay to sau:

* Gidy tor phdi ngp:

- Van ban ctr nguoi giam ho theo quy dinh ciua Bo luat Dan su
dbi voi truong hop dang ky giam ho cur; gidy to ching minh
diéu kién giam ho duong nhién theo quy dinh cua Bo luat Dan
su dbi voi truong hop dang ky giam ho dwong nhién; trudng X
hop ¢6 nhiéu nguoi cung du diéu kién lam giam ho duong
nhién thi ndp thém vin ban thoa thuan vé viéc ca mot nguoi
lam gidm ho duong nhién;

Truong hop ty quyeén cho nguoi khac 1am thay thi phai c6
van ban uy quyén dugc ching thuc theo quy dinh cua phap X
luat. Trueong hop nguoi duoc uy quyen la éng, ba, cha, me,
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con, Vg, chong, anh, chi, em rugt cua nguoi Gy quyén thi van
ban uy quyen khong phai chang thuc.

Giay to ching minh thuge gia dinh ¢6 cong voi cach mang;
nguoi thudc ho ngheo; nguoi khuyet tat (néu co).

* Gidy to phdi xudt trinh:

Hé chiéu/Ching minh nhan dan/Thé can cudc cong dan/Thé
cin cude/Can cude dién tirlGidy ching nhdn cdn cuéc hodc
cac gidy to khac c6 dan anh va thong tin ca nhan do co quan
c6 tham quyén cép, con gié tri s dung dé chang minh vé
nhan than cta ngudi ¢ yéu cau dang ky giam ho. Truong hop
cac théng tin c& nhan trong cic gidy to nay da co trong
CSDLQGVDC, CSDLHTPDT, duogc hé thong dién tu dong thi
khdng phai tai 1&n (theo hinh thuc truc tuyén);

Gidy to ¢0 gia tri chizng minh thong tin vé cu tra trong truong
hop co quan dang ky ho tich khdng thé khai thac dugc thong
tin vé noi cu tra cua céng dan theo cac phuong thirc quy dinh
tai khoan 2 Diéu 14 Nghi dinh s6 104/2022/ND-CP ngay
21/12/2022 cua Chinh phi. Truong hop cac théng tin vé gidy | X
to chimg minh noi cu tra da duoc khai thac tir Co so dir liéu
qudc gia vé dan cu bang cac phuong thirc nay thi ngudi 6
yBu cau khdng phai xuat trinh (theo hinh thic tryc tiép) hoic
tai 18n (theo hinh thic tryc tuyén).

Trudng hop gui hd so qua dich vu buu chinh cong ich thi phai gui kem theo ban
sao cO chang thuc giay to phai xuat trinh néu trén.

*Luuy

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

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

+ Nguoi yéu cau dang ky ho tich c6 thé ndp ban sao chung thuc tir ban chinh
hodc ban sao duoc cap tir s6 gbc hodc ban chup kem theo ban chinh gidy to dé
dbi chiéu. Truong hop nguoi yéu cau nop ban chup keém theo ban chinh gidy to
thi nguoi tiép nhan cé trach nhiém kiém tra, di chiéu ban chup véi ban chinh
va ky xac nhan, khong dugc yéu cau ngudi di ding ky ndp ban sao gidy to do.

+ Ngudi tiép nhan cé trach nhiém tiép nhan ding, du hd so dang ky ho tich theo
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quy dinh cta phap luat ho tich, khong duoc yéu cau nguoi dang ky hd tich ndp
thém gidy to ma phap luat ho tich khong quy dinh phai ndp.

Nguoi tiép nhan hd so thuc hién khai thac thong tin trong Co sé dit liéu qudc
gia vé dan cu theo quy dinh phép luat néu nguoi yéu cau ding ky ho tich da
cung cép ho, chir dém, té€n; ngay, thang, nam sinh; s6 dinh danh cd nhan/thé can
cudc cong dan/thé can cuoc/chung minh nhdan dan/can cuoc dién tu. Truong
hop cac thong tin can khai thac khong ¢ trong Co sé dit liéu qudc gia vé dan cu
thi d& nghi ngudi yéu cau ké khai day du.

- Ddi véi gidy to giri kém theo néu ngudi yéu cau ndp hd so theo hinh thirc truc tuyén:
+ Ban chup céc gidy to gui kem theo hé so dang ky giam ho tryc tuyén phai bao
dam rd nét, day du, toan ven vé noi dung, la ban chup bang may anh, dién thoai
hoic dugc chup, duge quét bang thiét bi dién tu, tir gidy to duoc cip hop 18, con
gia tri st dung.

+ Truong hop gidy to, tai lieu phai giri kém trong hd so dang ky giam ho truc
tuyén da c6 ban sao dién tir hodic da co ban dién tir gidy to ho tich thi nguoi yéu cau
duoc st dung ban dién tu nay.

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

- Gidy to do co quan c6 tham quyén cua nudc ngoai cap, cong chig hodc xac
nhan dé str dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phap hda
lanh sy, dich ra tiéng Viét va chimg thuc chit ky nguoi dich theo quy dinh cta
phap luat, trir truong hop duge mién theo diéu udc quéc té ma Viét Nam 1a thanh
vién.

- Truong hop nguoi yéu cau dang ky giam ho khong cung cap duoc gidy to néu
trén theo quy dinh hodc gidy to ndp, xuat trinh bi tay x0a, sira chira, lam gia thi
co quan dang ky ho tich c6 tham quyén huy bo két qua dang ky giam ho.

2.4 | S lwong ho so: 01 bo
Thai han giai quyét:

2.5 | - Pang ky giam ho cu: 05 ngay lam viéc, ké tir ngay nhan da ho so hop 1€,
- Pang ky giam ho duong nhién: 03 ngay lam viéc, ké tir ngay nhan du hd so hop 1é.
Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:

26 |” Trung tdm Hanh chinh céng cap huyén.

- Cong Dich vu ¢dng Quoc gia https:/dichvucong.gov.vn hoic Hg thong thdng tin
giai quyet TTHC tinh Ha Tinh http://dichvucong.hatinh.gov.vn (chi tiép nhan ho so).
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Co quan thuc hi¢n: Phong Tu phép xu ly hd so va tham muu Chu 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 tra

2.7 | cta nguoi dugc gidm ho hoac nguoi gidm ho thuc hién dang ky giam ho gitra
cong dan Viét Nam va ngudi nude ngoai cung cu tra tai Viét Nam.
Co quan dwoc ity quyén: Khong.
Co quan phoi hop: Co quan quan Iy Co s¢ dir liéu Quéc gia vé dan cu.
2.8 | Pdi twong thuc hién TTHC: Ca nhan, phap nhan.
Két qua giai quyét TTHC:
- Ho so du diéu kién:
+ Trich luc dang ky giam ho (ban chinh), ban sao Trich luc déng ky giam ho
(néu c6 yéu cau).

2.9 |+ Ban dién tr Trich luc dang ky giam ho (Ban dién tur s€ tu dong gui vé Kho
quan ly dir 1iéu dién tir cua ca qhén/dia chi thu dién tu/thiét bi s6/dién thoai cua
nguoi yéu cau sau khi da hoan tat thu tuc dang ky giam hd 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 cdng viéc
TT Trinh tu TrfaAch T_hm Bieu ma?u/Ket
: nhiém gian qua
Tiép nhan hd so:
1. Tiép nhan ho so.
- Tiép nhan hd so truc tiép tir ¢4 nhan
hoac tu dich vu buu chinh cong ich
hoac trén Cong Dich vu cdng Quoc gia
S}wt}ps:{Ldjch\{[gcoqg:gov.ytnzh7htoach‘Hﬁ Gio Maﬁu 01: 02, 03
a1 hgnﬁ Ong tin gial quyet thu tyc 3nh Cong chuc hanh (néu co), 06 va
chin cua N1 TN&TKQ Hb so theo muc

(https://dichvucong.hatinh.gov.vn). chinh 53
2. Can bdo TN&TKQ kiém tra hd so:

- Néu hd so chua day du hoac khéng
hop 1&: Huéng dan hoic thong béo
bang van ban cho ca nhan bd sung,
hoan thién ho so. Truong hop khdng
bd sung, hoan thién duoc hd so thi




63

thong béao tir chéi giai quyét hd so.
Néu hd so day du, hop 1&: Lam thu
tuc tiép nhan hd so, thu phi, 1& phi
theo quy dinh, co Phiéu hen, tra két
qUa cho ngudi cd yéu cau (néu nguoi
c6 yéu cau lwa chon hinh thic nop hd
so truc tiép) hoac gui ngay Phiéu
hen, tra két qua qua thu dién tir hoic
gui tin nhan hen tra két qua qua dién
thoai di dong cho nguoi ¢ yéu cau
(néu ngudi c6 yéu cau lya chon hinh
thire nop hod so truc tuyén).

Sau khi tiép nhan ho so theo hinh
thac nop truc tiép, cobng chuc
TN&TKQ thuc hién sé hoa (sao
chup, chuyén thanh tai liéu dién tu
trén hé thong thong tin, co s& dit lidu)
va ky sb vao tai liéu, ho so giai quyét
tha tuc hanh chinh da duoc sb hoa
theo quy dinh.

B2 Chuyén ho so cho Phong Tu phap dé | Cong chuc 02 gio Mau 01, 05 va
Xt ly. TN&TKQ ho so kém theo
Lanh dao x ;
A o I A N .. [ Mau 01, 05 va
B3 | Phan cong chic xur ly ho so. Phgﬁangu 02 gio hd so kém theo
Kiém tra, xem xét hd so:
- Truong hop hd so can bd sung, hoan
thién hoac khong du diéu kién giai
quyet phai tir chéi thi gui thdng béo Mau 04 (néu co)
vé tinh trang hd so t6i Trung tam 05  du thio
hanh chinh cong dé théng bao cho A TrI'Ch’ luc diing
B4 | nguolnop ho so; Congchic | 1,5 1y o' viam ho hodc
- Truong hop can phai kiém tra, xac | XU Iy ho so | ngay “then

minh lam rd hoac do nguyén nhan
khédc ma khong thé tra két qua dung
thoi gian da hen thi lap Phiéu xin 13i
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

Van ban théng
bao khong du
diéu kién
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tdm hanh chinh céng dé tra cho nguoi
¢ yéu cau (néu nguoi ¢ yéu cau lya
chon hinh thac nop hd so truc tiép),
hodc gui Phiéu xin 15i va hen lai ngay
tra két qua qua thu dién tir hoac gui tin
nhan qua dién thoai di dong cho nguoi
cd yéu cau (néu ngudi ¢ yéu cau lya
chon hinh thirc ndp hd so truc tuyén);

- Bdi véi truong hop dang ky giam ho
duong nhién:

+ Néu hé so du diéu kien thi vao So
dang ky giam ho, nhap dir li¢u 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 thuc truc tuyén: Gui
lai bieu mau Trich luc ding ky giam
ho dién tr voi thong tin day du cho
ngudi Yeu cau qua thu dién tir hoac
thiét b so.

Nguoi yéu cau co trach nhiém kiém
tra tinh chinh xac, diy du cua céc
thong tin trén biéu mau Trich luc
dang ky giam hg dién tir va xac nhan
(t6i da mot ngay).

Néu ngudi ¢ yéu cau xac nhan thong
tin da thong nhat, day da hoic khong
c6 phan hdi sau thoi han yéu cau thi
thuc hién viéc ghi néi dung vao Sé6
dang ky giam hg, cap nhat thong tin
dang ky giam hd va luu chinh thac
trén Phan mém dang ky, quan 1y ho
tich dién tur dung chung.

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

- Pbi véi truong hop ding ky giam
ho cur:

+ Néu du diéu kién dé giam ho thi
thyc hién dang ky giam ho ct, vao

3,5
ngay
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S6 dang ky giam ho, nhap dir lidu
vao phan mém hé tich, in dy thao
Trich luc dang ky giam ho;

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

+ Néu khéng dua diéu kién thi dy thao
van ban théng bao khong du diéu
Kién; trinh Lanh dao Phong.

Mau 05; Du
thao Trich luc
Lanh dao Phong Tu phép kiém tra két | . dang ky giam ho
. ” . -2 - Lanh dao - z \
gs | dua th}xc hién, duyeit, truc tiép hoac Phong Tu | 04 gic hoAac van ba}n
giao cong chuc xur ly ho so trinh lanh ha thong bao
dao UBND cép huyén. phap khong du didu
Kién da duyét/ky
nhay
Mau 05; Trich
S LA . SR \ Lanh dao luc dang ky giam
e | KV ket qua giai quyet thu tuc hanh | a4 | 02 gier | ho hodc van ban
chinh. . A . N
huyén thong bao khéng
du diéu kién
Vin thu Mau 05, 06
Phat hanh vin ban VA tra két qua cho | UBND cép Trich. 'uﬁA ﬁa{‘g
B7 | Phong Tu phap dé chuyén cho Trung |  huyén, 02 gio \I/qé/ngla}brzn chgf:c
tdm Hanh chinh céng cap huyén. Phong Tu bio khong dg
phap diéu kien
Mau 01, 06;
v 9 Gid Trich lyc dang
BS Chuyén nguoi dan ky vao So va tra | Cong chuc hanh Ky giam ho hoac
ket qua. TN&TKQ ] van ban thong
chinh . A ;
bao khong du
didu kién

* Trudng hop dén hen nhung chua c6 két qua, trong thoi gian cham nhat 01 ngay
trudc ngay het han xur 1y, Phong Tu phép tham muu UBND cap huyén ban hanh
phiéu xin loi va hen lai ngay tra két qua dé gui cho to chuc, c& nhan.
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* Trong qué trinh giai quyét hd so nguoi ¢6 trach nhiém thuc hién can thuc hién
ddng thoi céc thao tac tiép nhan/chuyén/tra hd so, két qua giai quyét trén phan
mém Hé thdng théng tin giai quyét tha tuc hanh chinh caa 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

|Ej

Mau 03 Mau 03.docx
Phiéu tir choi tiep nhan giai quyét ho so

@j

Mau 04 Mau 04.docx
Phiéu xin 161 va hen lai ngay tra két qua

@j

Mau 05 Mau 05.docx
Phicu kieém soat qué trinh giai quyét ho so

@j

Mau 06 M3u 06.docx
So6 theo doi ho so

[
-

BM.HT.H.06.01 BM.HT.H.06.01.doc
To khai dang ky giam ho

Mau ho tich dién tir tvong tac ding ky giam ho (néu nop hd so

BM.HT.H.06.02 theo hinh thuc truc tuyen).
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]

BM.HT.H.06.02.docx

4 |HOSOLUU

Mau 01; 02, 03, 04 (néu ¢6), 06 luu tai Trung tam Hanh chinh cdng cap huyén.
Mau 01, 05 luu theo ho so;

- | HO so dau vao theo muc 2.3;

- | S6 dang ky giam ho;

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

Ho so duoc luu tai Phong Tu phap, thoi gian luu trit thyc hién luu theo quy dinh cua
Luét Ho tich va cac van ban hudng dan thi hanh. Sau khi hét han, chuyén hé so xuéng
don vi luu trir cia UBND céap huyén va luu trir theo quy dinh hién hanh.

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

1 KY HIEU QUY TRINH QT.HT.H.07

2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thuc hién TTHC:

Khéng

2.2 | Cach thac thuc hién TTHC:

- Nguoi ¢o yéu cau dang ky chadm dat giam ho truc tiép thuc hién hoic uy
quyén cho nguoi khac thuc hién nop hd so truc tiép tai Trung tdm hanh chinh
cdng cap huyén;

- Giri ho so qua dich vu buu chinh cong ich;

- Nop ho so tryc tuyén trén CoOng Dich vy cdng Quéc gia
(https://dichvucong.gov.vn) hoiac Hé théng théng tin giai quyét tha tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn).
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2.3

Thanh phan hd so, bao gom:

<

Ban
chinh

<>

Ban
sao

To khai dang ky 1 cham dat giam ho theo mau BM.HT.H.07. 01
(néu nguoi yeu cau hra chon nop hd so theo hinh thic truc tiép
hoac gtri hd so qua dich vy buu chinh cong ich);

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

Ngudi 6 yéu cau dang ky cham dit gidm ho thuc hign viec
nop/xuat trinh (theo hinh thuc truc tiep) hoac tai 1én (theo
hinh thurc truc tuyén) cac giay to sau:

* Gidy to phdi ngp:

Gidy to 1am can cir cham dat giam ho theo quy dinh cua B
luat Dan su;

Truong hop ay quyén cho ngudi khac 1am thay thi phai co
van ban y quyén duoc ching thuc theo quy dinh caa phap
luat. Truong hop nguoi duoc uy quyén la dng, ba, cha, me,
con, vo, chong, anh, chi, em rudt cua nguoi uy quyén thi vin
ban ty quyén khdng phai chang thuc;

Gidy to ching minh thudc gia dinh c6 cong voi cach mang;
ngudi thudc ho nghéo; nguoi khuyeét tat (néu co);

* Gidy to phdi xudt trinh:

- H{ chiéu/Chimg minh nhdn dan/Thé can cwée cong
ddan/Thé cdan cuéc/Can cude dién ti/Gidy chimg nhdn cdn
cuoc hodc cac giéy to khac co dan anh va thong tin ca nhan
do co quan co thAm quyén cip, con gia tri sir dung dé chung
minh vé nhan than cta ngudi c6 yéu cau ding ky cham duat
giam ho. Trudng hop cac thong tin ¢4 nhan trong cac gidy to
nay di c6 trong CSDLQGVDC, CSDLHTPDT, duoc hé thong
dién tu dong thi khong phai tai 1én (theo hinh thuc truc
tuyén).

- Gidy to ¢6 gia tri chang minh thong tin vé cu tra trong
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truong hop co quan diang ky ho tich khong thé khai thac duoc
thong tin vé& noi cu tri cua coéng dan theo cac phuong thic
quy dinh tai khoan 2 Diéu 14 Nghi dinh sé 104/2022/ND-CP
ngay 21/12/2022 cta Chinh pha. Trudng hop céc théng tin vé
gidy to chimg minh noi cu tra da duoc khai thac tir Co so di
liu quéc gia vé dan cu bing cac phuong thirc ndy thi ngudi
c6 yéu cau khéng phai xuat trinh (theo hinh thuc tryc tiép)
hoac tai én (theo hinh thic tryc tuyén).

*Luwuy

- Truong hop gui hd so qua dich vu buu chinh ¢ong ich thi phai giri kém theo
ban sao c6 chimg thuc cac gidy to phai xuét trinh néu trén.

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

+ Nguoi tiép nhan c6 trach nhiém kiém tra, ddi chiéu vdi thong tin trong to
khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho nguoi
Xuat trinh, khéng duoc yéu cau ndp ban sao hodc ban chup gidy to do.

+ Ngudi yéu ciu dang ky ho tich co thé ndp ban sao chimg thuc tir ban chinh
hodc ban sao dugc cap tir s6 goc hodc ban chup kém theo ban chinh gidy to de
d6i chiéu. Truong hop ngudi yéu cau nop ban chup kem theo ban chinh gidy
to thi nguoi tiép nhan co trach nhiém klem tra, d6i chiéu ban chup véi ban
chinh va ky xac nhan, khong dugc yéu cau nguoi di dang ky ndp ban sao gidy
to do.

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

Nguoi tiép nhan hd so thuc hién khai thac thong tin trong Co s& dit liéu qudc
gia vé dan cu theo quy dinh phap luit néu nguoi yéu cau ding ky ho tich da
cung cép ho, chir dém, tén; ngay, thang, ndm sinh; s6 dinh danh ca nhan/thé
can cudc cong dan/thé can cwoc/chung minh nhan ddn/can cuoc dién tir.
Truong hop cac thong tin can khai thac khong c6 trong Co sd dit liéu qudc gia
vé dan cu thi dé nghi nguoi yéu cau ké khai day du.

- Ddi véi gidy to giri kém theo néu nguoi yéu cau ndp hd so theo hinh thire true tuyén:
+ Ban chup cac gidy to giri kém theo hd so dang ky chdm dut giam ho truc
tuyén phai bao dam rd nét, day du, toan ven vé nodi dung, 1a ban chyup bang
may anh, dién thoai hoidc dugc chup, dugc quét bang thiét bi dién tir, tir gidy to
dugc cap hop 1¢, con gia tri sir dung.

+ Truong hop gidy to, tai liéu phai gui kém trong hd so ding ky cham duat giam
ho truc tuyen da c6 ban sao dién tir hoac da co ban dién tir giay to ho tich thi
ngudi Yeu cau duogc st dung ban dién tir nay.

- Khi dén co quan ding ky ho tich nhan két qua (Trich luc dang ky cham dut
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giam ho/ban sao Trich luc déng ky cham duat giam ho), ngudi co yéu cau dang ky
cham dat giam ho xuét trinh gidy to tuy than, nop ban chinh cac gidy to 1a thanh
phan hd so dang ky cham dut giam ho theo quy dinh phap luat ho tich.

- Gidy to do co quan c6 tham quyén cua nudc ngoai cip, cong ching hodc xac
nhan dé st dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phap
hoéa lanh su, dich ra tiéng Viét va ching thuc chir ky nguoi dich theo quy dinh
ctia phap luat, trir trudng hop duge mién theo didu wdc qudc té ma Viét Nam
Ia thanh vién.

- Truong hop nguoi co yéu cau dang ky cham dut giam h¢ khong cung cap
dugc gidy to néu trén theo quy dinh hodc gidy to nop, xuat trinh bi tay x0a,
sira chita, 1am gia thi co quan dang ky ho tich c6 tham quyén hiy bo két qua
dang ky chém dut gidm hd.

2.4 | S6 lwong hd so: 01 bo

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

- Trung tdm Hanh chinh céng cap huyén.

2.6 | - Cong Dich vy cong Quéc gia https:/dichvucong.gov.vn hogc H¢ thdng thong
tin giai quyet TTHC tinh Ha Tinh http://dichvucong.hatinh.gov.vn (chi tiep
nhan ho so).

Co quan thuc hién: Phong Tu phap.
Co quan c6 tham quyen quyét dinh: UBND cap huyén noi da dang ky giam

2.7 | ho thuc hién dang ky cham dat giam ho.

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

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

- Néu hé so du diéu kien:
+ Trich lyc dang ky cham dut giam ho (ban chinh)/ ban sao Trich lyc déng ky
cham dat giam ho (néu c6 yéu cau).

2.9

+ Ban dién tir Trich luc ding ky cham duat giam ho (Ban dién tir sé tu dong gui
vé Kho quan Iy dix liéu dién tir cua ca nhan/dia chi thu dién ta/thiét bi sd/dién
thoai ctia ngudi yeu cau sau khi da hoan tat thu tuc dang ky chim dut giam ho
tai co quan dang ky ho tich).

- Néu ho so khéng da diéu kién: Van ban thong bao khong du diéu kién cham



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

71

dit gidm ho.

2.10

Quy trinh xir ly cong viéc

TT

Trinh tw

Tréach
nhiém

Thoi
gian

Biéu mau/Két
qua

Bl

1. Tiép nhan hd so.

- Tiép nhan hd so truc tiép tir ca
nhan hoac tur dich vu buu chinh
cong ich hoic trén Cong Dich vu
cong Quéc gia
(https://dichvucong.gov.vn)  hoac
Hé thong thdng tin giai quyét thu
tuc hanh chinh cuaa 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&: Huéng dan hoic
thdng bao bing van ban cho ca
nhan bo sung, hoan thién hd so.
Truong hop khéng bd sung, hoan
thién dugc ho so thi thong bao tir
chéi giai quyét ho so.

- Néu hd so day da, hop I&: Lam
thu tuc tiép nhan hd so, thu phi, 18
phi theo quy dinh, c6 Phiéu hen, tra
két qua cho ngudi c6 yéu cau (néu
ngudi ¢6 yéu cau lya chon hinh
thic nop hd so truc tiép) hoic gui
ngay Phiéu hen, tra két qua qua thu
dién te hoac gui tin nhan hen tra
két qua qua dién thoai di dong cho
ngudi ¢6 yéu cau (néu nguoi co yéu
cau lya chon hinh thirc nop hd so
truc tuyén).

- Sau khi tiép nhan ho so theo hinh
thac nop truc tiép, can bo tiép nhan
hd so thuc hién s6 hoa (sao chup,
chuyén thanh tai liéu dién ti trén hé
théng thdng tin, co s¢ dir liéu) va
Ky s6 vao tai liéu, hd so giai quyét

Cong
chuc
TN&TKQ

Gio hanh
chinh

Mau 01, 02, 03
(néu cb), 06 va
Ho6 so theo muc
2.3
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thu tuc hanh chinh da duoc sb héa
theo quy dinh.

Chuyén cho Phong Tu phap dé xir| N9 | Mau 01, 05 va

B2 ly chirc 02 gio Ho so kém theo
' TN&TKQ

g3 |Phan cong can by Phong Tu phap ll)‘}?gﬁgd%il 01 gio Méu 01, 05 va

xtr ly. ; Ho so kém theo

phap

Kiém tra, xem xét hd so:

- Trudng hop hd so can bo sung,

hoan thién hodc khong du diéu kién

giai quyét, phai tir chéi thi gui

théng béo vé tinh trang ho so toi

Trung tdm hanh chinh cong dé

thong bao cho ngudi nop hd so;

- Trudong hop can phai kiém tra, Xac

minh lam rd hoac do nguyén nhan

khac ma khong thé tra két qua dung

thoi gian da hen thi 1ap Phiéu xin 1i

va hen lai ngay tra két qua, trong d6 Mau 04 (néu

néu rd ly do cham tra két qua va cd), 05; du thao

thoi gian hen tra ket qua, chuyen Trich luc ding

Trung tdm hanh chinh cong dé tra| Cong ky cham dat
B4 | cho nguoi cd yéu cau (néu ngudi ¢ | che xirly | 01 ngay |gidam ho  hoic

y&u cau lya chon hinh thic nop hd hd so Van ban thong

so truc tiép), hodc gui Phiéu xin 1i
va hen lai ngay tra két qua qua thu
dién tir hodc gui tin nhin qua dién
thoai di dong cho ngudi c6 yéu cau
(néu ngudi ¢d yéu cau lya chon hinh
thirc nop ho so truc tuyén).

- Néu hé so du diéu kien:

+ Truong hop hd so nop truc tlep
Thuyc hién viéc ghi noi dung Vvao So6
diang ky chdm dut gidm ho, cap
nhat thong tin dang ky cham dut
gidm ho va luu chinh thuc trén
Phan mém ding ky, quan Iy ho tich
dién tir dung chung;

bao khong du
diéu kién cham
dat gidam ho
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+ Truong hop tiép nhan hé so dang
ky cham dat gidm ho theo hinh
thac truc tuyén thi gui lai biéu mau
Trich luc dang ky cham dat giam
ho dién tir v6i thong tin day da cho
ngudi Yéu cau qua thu dién tir hoac
thiét bi sé.

Nguoi yéu cau cé trach nhiém kiém
tra tinh chinh xac, ddy du cua cac
thong tin trén biéu mau Trich luc
dang ky cham dut giam ho dién to
va xac nhan (toi da mot ngay).

Néu nguodi c6 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
noi dung vao S6 dang ky cham dut
gidm hg, cap nhat thong tin dang ky
chdm dat gidm ho va luu chinh
thie trén Phan mém dang Ky, quan
ly ho tich dién tir dung chung.

- Néu hé so khong du diéu kién: Dy
thao Van ban thong bao khong du
diéu kién cham dat giam ho; Trinh
lanh dao Phong Tu phap.

Kiém tra két qua thuc hién, duyét,

Mau 05; Du
thao Trich luc
dang ky cham
dat giam ho

BS truc tiép hoac giao cong chirc xir ly II;SSI}; d%?l 02 qis hoic Van ban
hé so trinh lanh dao UBND cAp g 919" | thong béo khang
. phap ) 1 o
huyén. du dieu  kién
cham dut gidm
ho da duyét/ky
nhay.
Mau 05; Trich
. . e s i Je , | Lanh dao |uc déng k}']
B6 Ky du thao két qua giai quyet thu UBND 02gis | chém dit giam

tuc hanh chinh tai budc B5.

cap huyén

ho hoac Van ban
théng bao khong
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du dieu  kién
cham dut gidm
ho.
Mau 05, 06;
Van thu Trich lyc dang
Phat hanh van ban va tra két qua| ©onD ky cham  dut
. L AR 2 cap .. |giam ho hoac
B7 | cho Phong Tu phap dé chuyen cho .- 01 gio y \ .
Trung tdm Hanh chinh con huyen; Van ban thong
g 9. Phong Tu bao khong du
phap dieu kién cham
dut giam ho.
Mau 01, O05;
Trich luc dang
q q con ky cham duat
Chuyeén nguoi dan ky vao So va tra g Gio hanh | giam ho hoac
B8 L4 o MR chuc y y \ .
ket qua cho ca nhan. TN&TKQ chinh | Van ban thong
bao khong du
diéu kién cham
dut giam ho.
* Truong hop dén hen nhung chua c6 két qua, trong thoi gian cham nhat 01
ngay tru¢c ngay het han xu ly, Phong Tu phap tham muu UBND cap huyén
ban hanh phicu xin 16i va hen lai ngay tra két qua dé gui cho t6 chac, ca nhan.
* Trong qué trinh giai quyét ho so, nguoi c6 trach nhiém thyc hién can thyc
hién dong thoi cac thao tac tiep nhan/chuyen/tra ho so, ket qua giai quyet trén
phan mém: https://motcua.hatinh.gov.vn vai cac budc trong quy trinh.
3 |BIEUMAU
< =
Mau 01 M3u 01.doc
Giay tiép nhan ho so va hen tra két qua
< =
Mau 02 M3u s6 02.doc

Phiéu yéu cau bo sung hoan thién ho so
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)
Mau 03 Mau 03.doc
Phieu tir choi tiep nhan giai quyét ho so

. e
Mau 04 M3&u 04.doc
Phiéu xin 16i va hen lai ngay tra két qua
. :
Mau 05 M3&u s6 05.doc
Phieu kiém soat qua trinh giai quyét ho so
. -
Mau 06 Mau s6 06.doc

S6 theo ddi ho so

[
|

BM.HT.H.07.01 ’ BM.HT.H.07.01.doc
To khai dang ky cham dut giam ho

Mau ho tich dién tir twong tic diang ky cham dut giam ho
(néu nop ho so theo hinh thirc truc tuyen).
BM.HT.H.07.02 mﬁ

BM.HT.H.07.02.doc

4 |HOSOLUU

Mau 01; 02, 03, 04 (néu ¢6); 06 luu tai Trung tdm Hanh chinh céng cap huyén.
Mau 01, 05 luu theo ho so;

- | HO so dau vao theo muc 2.3;

- S6 dang ky cham dat giam ho;

- | Van ban thong bao khong du diéu kién cham dat giam ho (néu co);

Ho so duoc luu tai Phong Tu phap, thot gian luu trir 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 trlr cia UBND cap huyén va luu trit theo quy dinh hién hanh.
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8. Thi tuc thay ddi, cai chinh, bé sung thong tin h{ tich, xac dinh lai

dan toc
1 KY HIEU QUY TRINH QT.HT.H.08
2 | NQI DUNG QUY TRINH

2.1

Piéu kién thuc hién TTHC:

- Viéc cai chinh hé tich chi dugc giai quyét sau khi xac dinh c6 sai s6t trong
dang ky ho tich; khdng cai chinh ndi dung trén gidy to ho tich da duoc cap hop
1& nham hop thic hoa thong tin trén hd so, gidy to ca nhan khéc.

- Giay to ho tich duoc cap hop 1€ ké tir ngay 01/01/2016 ma thdng tin ho tich
con thleu thi dugc bo sung, néu cé giay to, tai liéu do co quan, to chuc ¢ tham
quyén cap hop 1& ching minh.

Yéu cau ghi bo sung quéc tich Viét Nam chi thuc hién d6i véi gidy to ho tich
duoc cap ké tir ngay 01/01/2016, sau khi da xac dinh ngudi yéu cau dang co
quéc tich Viét Nam theo quy dinh cua Luat Quéc tich Viét Nam.

2.2

Cach thwrc thuc hign TTHC:

- Ngudoi ¢ yéu cau thay d6i, cai chinh, bd sung théng tin ho tich, xac dinh lai
dan toc truc tiép thuc hién hodc ay quyén cho nguoi khac thuc hién nop hd so
truc tiép tai Trung tdm hanh chinh céng cap huyén;

- Giri ho so qua dich vu buu chinh cong ich;

- Nop hd so truc tuyén trén Cong Dich vu c¢bng Qudc gia
(https://dichvucong.gov.vn) hoic 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, b sung thong tin ho
tich, xac dinh lai dan toc (theo mau BM.HT.H.08.01) (néu
ngudi ¢6 yéu cau lua chon nop hd so theo hinh thuc truc tiép
hoac guii hd so qua dich vu buu chinh cong ich);

- MAu ho tich dién tir twong tac thuc hién dang ky thay doi, cai
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chinh, b sung thdng tin ho tich, xac dinh lai dan toc (do nguoi
yéu cau cung cap thong tin theo hudng dan trén Cong dich vu
cong, néu nguoi c6 yéu cau lya chon nop hd so theo hinh thirc
truc tuyén);

- Ngudi ¢6 yéu cau ding ky thay doi, cai chinh, bo sung thong
tin ho tich, xac dinh lai dan toc thuc hién viéc nop/xuat trinh
(theo hinh thtc tryc tiép) hoic tai 1én (theo hinh thuc truc
tuyén) cac gidy to sau:

* Gidy to phdi ngp:

- C4c gidy to c6 lién quan dén viéc thay ddi, cai chinh, bo sung
thong tin ho tich, xac dinh lai dan toc;

- Truong hop uy quyén cho ngudi khac lam thay thi phai c6
van ban uy quyén dugc chang thuc theo quy dinh cua phap
luat. Truong hop nguoi dugc Gy quyén la dng, ba, cha, me,
con, vo, chong, anh, chi, em rudt ciia ngudi uy quyén thi van
ban uy quyén khdng phai ching thuc;

- Giay to ching minh thugc gia dinh ¢6 cong véi cach mang;
ngudi thudc ho nghéo; nguoi khuyet tat (néu co);

* Gidy to phdi xudt trinh:

- Hj chiéu/Chitng minh nhén dan/Thé can cude cong dan/Thé
can cuwdc/Can cude dién tir/Gidy chitng nhdn cin cwée hodc
cac gidy to khac co dan anh va thong tin ¢4 nhan do co quan ¢6
tham quyén cap, con gia tri sit dung dé ching minh vé nhéan
than cta ngudi co yéu cau dang ky thay doi, cai chinh, bo sung
thong tin ho tich, x4c dinh lai dan tdc. Truong hop cac thong tin
c4 nhan trong cac gidy to nay di co trong CSDLQGVDC,
CSDLHTPDT, dugc hé thong dién tu dong thi khong phai tai 1én
(theo hinh thirc truc tuyén);

- Giy to ¢6 gid tri ching minh thng tin vé cu tra trong trudng
hop co quan diang ky ho tich khdng thé khai thac duoc thong
tin vé& noi cu tra cua cong dan theo cac phuong thirc quy dinh
tai khoan 2 Diéu 14 Nghi dinh sé 104/2022/ND-CP ngay
21/12/2022 cua Chinh phi. Trudng hop cac thdng tin vé gidy
to chung minh noi cu tra da duoc khai thac tr Co so di liéu
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qgé)c gia vé dan cu bang cac phuong thirc nay thi nguoi €6 yéu
cau khong phai xuat trinh (theo hinh thuc tryc tiep) hoac tai 1én
(theo hinh thac truc tuyen).

*Lwuy

- Truong hop gui hd so qua dich vu buu chinh cdng ich thi phai giri kém theo
ban sao0 c6 ching thyc cac gidy to phai xuat trinh néu trén.

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

+ Nguoi tiép nhan c6 trach nhiém kiém tra, d6i chiéu voi thong tin trong to
khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho nguoi xuat
trinh, khong duoc yéu cau ndp ban sao hodc ban chup gidy td do.

+ Ngudi yéu cau dang ky ho tich co thé ndp ban sao chung thyc tir ban chinh
hodc ban sao duoc cap tir sd goc hodc ban chup kem theo ban chinh gidy to dé
d6i chiéu. Truong hop ngudi yéu cau nop ban chup kém theo ban chinh gidy to
thi nguoi tlep nhan c6 trach nhiém kiém tra, ddi chiéu ban chup véi ban chinh
va ky xac nhan, khong duoc yéu cau ngudi di ding ky ndp ban sao gidy to do.

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

Nguoi tiép nhan ho so thuc hién khai thac thong tin trong Co so dir liéu quoc
gia vé dan cu theo quy dinh phap luat néu ngudi yéu cau dang ky ho tich da
cung cap ho, chit dém, tén; ngay, thang, nam sinh; s6 dinh danh cd nhdn/thé
can cudc cong dan/thé can cuoc/chung minh nhdn dan/can cudc dién tu.
Truong hop cac thong tin can khai thac khong c6 trong Co so dit liéu quoc gia
vé dén cu thi d€ nghi nguoi yéu cau ké khai day du.

- Béi voi gidy to giri kém theo néu nguoi yéu cau ndp hod so theo hinh thire truc
tuyén:

+ Ban chup cac gidy to giri kém theo hd so dang ky thay doi, cai chinh, bo sung
thong tin hd tich, xac dinh lai dan toc truc tuyén phai bao dam rd nét, dﬁy du,
toan ven vé noi dung, 1a ban chup b?mg may anh, dién thoai hoac dugc chup,
dugc quét bang thiét bi dién tir, tir gidy to dugc cap hop 1€, con gia tri sir dung.

+ Truong hop gidy to, tai liéu phai giri kém trong ho so dang ky thay d6i, cai
chinh, b6 sung théng tin ho tich, xac dinh lai dan toc truc tuyen da c6 ban sao
dién tir hodc da co ban dién tir gidy to ho tich thi ngudi yéu cau duoc st dung
ban dién tu nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Trich luc thay ddi/cai chinh/
b sung thong tin ho tich/xac dinh lai dan toc/ban sao Trich luc thay doi/ cai
chinh, b sung thdng tin ho tich/ xac dinh lai dan toc), nguoi ¢6 yéu cau ding
ky thay ddi, cai chinh, bd sung théng tin ho tich, xac dinh lai dan toc xuét trinh
gidy to tuy than, nop ban chinh cac gidy to 1a thanh phan hd so dang ky thay
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d6i, cai chinh, bd sung théng tin ho tich, xac dinh lai dan toc theo quy dinh
phap luat ho tich.

- Gidy to do co quan c6 tham quyén ctia nudc ngoai cip, cong chimg hodc xéac
nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phap hoa
lanh sy, dich ra tiéng Viét va ching thyc chir ky nguoi dich theo quy dinh cua
phap luat, trir truong hop duoc mién theo didu udc qudc t& ma Viét Nam la
thanh vién.

- Truong hop ngudi co yéu cau dang ky thay d6i, cai chinh, bd sung thong tin
ho tich, xac dinh lai dan toc khong cung cap duoc gidy to néu trén theo quy
dinh hoic gidy to ndp, Xuat trinh bi tay X0a, sua chira, lam gia thi co quan dang
ky ho tich ¢ tham quyén hily bo két qua dang ky thay doi, cai chinh, bd sung
thong tin ho tich, xac dinh lai dan tdc.

2.4 | S6 lwong hd so: 01 bo
Thoi han giai quyét:

- Ngay trong ngay lam viéc d6i véi viec bo sung thong tin hg tich, truong hop
nhan ho so sau 15 gio ma khdng giai quyét duoc ngay thi tra két qua trong ngay

2.5 | lam viéc tiép theo.

- 03 ngay lam viéc di voi viéc thay doi, cai chinh thdng tin ho tich, xac dinh lai
dan tdc. Truong hgp can phai xac minh thi thoi han dugc kéo dai khong qué 06
ngay lam viéc.

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

- Trung tdm Hanh chinh cong cap huyén.

2.6 |- Cong Dich vu cdng Quéc gia https://dichvucong.gov.vn hodc Hé thong thdng
tin giai quyet TTHC tinh Ha Tinh http:/dichvucong.hatinh.gov.vn (chi tiép
nhan ho so).

Co quan thuc hién: Phong Tu phap.

Co quan c6 tham quyén quyét dinh:

- Uy ban nhén dan cap huyén noi da dang ky ho tich trudc day hoic noi cu tri
clia nguoi nudc ngoai giai quyét viéc cai chinh, bd sung thong tin ho tich cua
ngudi nude ngoai da diang ky ho tich tai co quan c6 tham quyén caa Viét Nam.

2.7 | - Uy ban nhan dan cap huyén noi da dang ky ho tich trudc day giai quyét viec

thay d6i, cai chinh, bo sung thong tin ho tich, xac dinh lai dan toc cho nguoi
Viét Nam dinh cu ¢ nudc ngoai.

- Uy ban nhan dan cép huyén noi da dang ky ho tich trude day hodc noi cu tri
cua c& nhan giai quyét viéc thay doi, cai chinh théng tin ho tich cho cong dan
Viét Nam tir du 14 tudi tro 1én cu tra trong nude; xac dinh lai dan toc.
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- Uy ban nhan dan cap huyén noi da dang ky khai tir truée day thyuc hién viéc cai
chinh noi dung dang ky khai tir trong Trich luc khai tir hodc Gidy ching tu.

- Trudng hop thay doi, cai chinh, bé sung thdng tin ho tich, xac dinh lai dan toc
ma viéc ho tich trude day duoc ding ky tai S& Tu phap thi tham quyén giai
quyét dugc xac dinh nhu sau:

+ Trudng hop nguoi yéu cau 1a cong dan Viét Nam cu tra & nudc ngoai thi Uy
ban nhan dan cip huyén noi cu tri trudc khi xuat canh thuc hién thay doi, cai
chinh, b4 sung théng tin ho tich, xac dinh lai dan toc;

+ Truong hop nguoi yéu cau 1a ngudi nudc ngoai cu tr tai Viét Nam thi Uy
ban nhan dan cap huyén noi cu tra ciia nguoi d6 thuc hién cai chinh, bd sung
thong tin ho tich.

+ Trudng hop ngudi Yéu cau 1a nguoi nude ngoai khong cu tra tai Viét Nam thi
Uy ban nhan dan cap huyén noi co tru sé cia Sé Tu phap da ding ky viéc ho
tich trudc day thuc hién cai chinh, bd sung théng tin ho tich.

Co quan dwoc iy quyén: Khong.

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

2.8 | Péi twong thuc hién TTHC: Ca nhan

Két qua giai quyét TTHC:

- H6 so du diéu kien:

+ Trich luc thay dbi/cai chinh/bd sung théng tin ho tich/xac dinh lai dan toc
(ban chinh), ban sao Trich luc thay dbi/cai chinh/bd sung thdng tin ho tich/xac
dinh lai dan toc (néu co6 yéu cau).

2.9 | + Ban dién ttr Trich luc thay ddi, cai chinh, bd sung thong tin h tich, xac dinh
lai dan toc (Ban dién tur sé tu dong giri vé Kho quan ly dir li€u cua c4 nhan/dia
chi thu dién tir/thiét bi sd/dién thoai ctia ngudi yéu cau sau khi da hoan tat thu
tuc dang ky thay doi, cai chinh, bo sung thong tin ho tich, xac dinh lai dan toc
tai co quan dang ky hd tich).

- Ho so khong du diéu kién: Van ban thong bao khong du diéu kién.
2.10 | Quy trinh xw ly cbng viéc
. Tréach T Biéu

TT | Trinhtw nhigm Thot gian mAW/K&t qui

1. Tiép nhan hd so. . Mau 01; 02,
y ) L ) cong S s J ,

B1 |- Tiép nhan hd so tryc tiép tr €|  chye Giohanh 103 (neu co),
nhan hoac tir Dich vu buu chinh TN&TKQ chinh 06 va ho so
cdng ich hoic trén Cong Dich vu theo muc 2.3
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cong Quédc gia
(https://dichvucong.gov.vn)  hoac
Hé théng thong tin giai quyét thu
tuc hanh chinh cua tinh
(https://dichvucong.hatinh.gov.vn).

2. Can bo TN&TKQ kiém tra hd
SO

- Néu hd so chua day du hoic
khéng hop 1é: Huéng dan hoic
théng bao bang van ban cho ca
nhan bo sung, hoan thién ho so.
Truong hop khéng bo sung, hoan
thién duoc ho so thi thong bao tir
chéi giai quyét hd so.

- Néu hd so day dua, hop 18: Lam
tha tuc tiép nhan hé so, thu phi, 18
phi theo quy dinh; c6 Phiéu hen,
tra két qua cho ngudi co yéu cau
(néu nguoi c6 yéu cau lya chon
hinh thac nop hd so truc tiép) hoic
gui ngay Phiéu hen, tra két qua qua
thu dién tir hoic gui tin nhin hen
tra két qua qua dién thoai di dong
cho ngudi ¢6 yéu cau (néu nguoi
c6 yéu cau lya chon hinh thic nop
hd so truc tuyén).

- Sau khi tiép nhan hd so theo
hinh thirc nop truc tiép, céng chirc
TN&TKQ thuc hién sb hda (sao
chup, chuyén thanh tai liéu dién tir
trén hé théng thong tin, co so dit
lieu) va ky sb vao tai lidu, ho so
giai quyét thu tuc hanh chinh da
duogc s6 hoa theo quy dinh.

2 . T cong Mau 01, 05 va

B2 ICzhuyen cho Phong Tu phap dé xu chire 1/2 gis o so  keém
Y- TN&TKQ theo

Lanh dao x N

B3 | Phan cong cong chic xt Iy hd so. | Phong Tu 01 gio Mau 05 va ho

phap

so kém theo
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B4

Kiém tra, xem xét hd so:

- Truong hop hé so can bd sung,
hoan thién hoac khong du diéu kién
giai quyét, phai tir chdi thi gui
thdng bao vé tinh trang hd so toi
Trung tdm Hanh chinh cong dé
thong bao cho ngudi nop hd so;

- Truong hop can phai kiém tra,
xac minh lam rd hoac do nguyén
nhan khac ma khong thé tra két
qua dang thoi gian da hen thi 1ap
Phiéu xin 15i va hen lai ngay tra
két qua, trong d6 néu 1d 1y do
cham tra két qua va thoi gian hen
tra két qua, chuyén Trung tam
Hanh chinh céng dé tra cho nguoi
¢ yéu cau (néu nguoi co yéu cau
lya chon hinh thicc nép hd so truc
tiép), hoac guri Phiéu xin 16i va hen
lai ngay tra két qua qua thu dién tir
hodc gui tin nhan qua dién thoai di
dong cho ngudi ¢d yéu cau (néu
ngudi ¢O yéu cau lva chon hinh
thizc ndp ho so truc tuyén).

- Truong hop bo sung théng tin ho
tich hoic thay d6i, cai chinh théng
tin ho tich khéng can xac minh
thong tin:

- Néu du diéu kién:

+ Truong hop tiép nhan hé so truc
tiép: Vao So thay d6i, cai chinh,
bé sung thong tin ho tich, x4c dinh
lai dan toc; Nhap dir liéu vao phan
mém ho tich, in du thao Trich luc
thay doi/cai chinh/bd sung théng
tin ho tich/xac dinh lai dan toc;

+ Truong hop tiép nhan hé so truc
tuyén: Gui lai biéu mau Trich luc
thay doi, cai chinh, bd sung théng
tin ho tich, xac dinh lai dan toc
dién tar voi thong tin day du cho
ngudi yéu cau qua thu dién tir

Cong
chuc xu ly
ho so

- 04 gio (dbi
véi bd sung
thdng tin)

- 2,5 ngay
(d6i véi thay
ddi, cai chinh
thong tin)

Mau 04 (néu
cd), 05; du
thao Trich luc
b6 sung ho
tich/dy  thao
Trich luc thay
doi/cai

chinh/bé sung
thong tin ho
tich/xac dinh
lai dan toc/du
thao Van ban
théng béo
khong du diéu
Kién; Van ban
dé nghi xac

minh, Van
ban xac
minh/Bién

ban két qua
xac minh (néu
cd)
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hoac thiét bi so.

Nguoi yéu cau cd trach nhiém
kiém tra tinh chinh x4c, ddy du
cua c4c thdng tin trén biéu mau
Trich luc thay doi, cai chinh, b
sung thong tin ho tich, xac dinh lai
dan toc dién tir va xac nhan (ti da
mot ngay).

Néu ngudi c6 yéu cau xac nhan
thong tin da théng nhat, day du
hoac khéng c6 phan héi sau thoi
han yéu cau thi thuc hién viéc ghi
noi dung vao So dang ky thay doi,
cai chinh, bd sung thdng tin ho
tich, xac dinh lai dan toc, cap nhat
thong tin dang thay doi, cai chinh,
b sung thdng tin ho tich, xac dinh
lai dan toc va luu chinh thac trén
Phan mém ding ky, quan 1y ho
tich dién tir dung chung.

- Néu khong du diéu kién: Du
thao Van ban thong bao khong du
diéu kién;

Trinh 1anh dao Phong Tu phap.

Truong hop thay doi, cai chinh ho
tich, xac dinh lai dan toc phtc tap

thi tién hanh xac minh béng van 5,5 ngay
ban hoefu; truc tiép xac minh. Sau
khi co két qua, thuc hién nhu trén.
Mau 05; Trich
luc thay
doi/cai 7
Kiém tra két qua thuc hién, duyet, | . . chinh/bo sung
truc tién hosc ai A hte i Lanh dao théng tin ho
B5 ryc tiep hodc giao cong chuc xir Phong Tu 01 giv tichicic dinh
Iy ho so trinh 1anh dao UBND cap ; S
NUVa phap lai dan toc
yén. e
hodac Van ban
théng b@o
khong du diéu

Kién da dugc
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duyét/ky nhay

B6

Ky két qua giai quyét tha tuc hanh
chinh.

Lanh dao
UBND
cap huyén

01 gio

Mau 05 va
Trich luc thay
doi/cai
chinh/bd sung
thbng tin ho
tich/xac  dinh
lai dan toc
hoac Van ban
thong 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 céng.

Van thu;
Phong Tu
phap

1/2 gio

Mau 05, 06 va
Trich luc thay
déi/cai
chinh/bé sung
théng tin ho
tich/xac  dinh
lai dan toc
hodc Van ban
thong béo
khong du diéu
kién

B8

Chuyén nguoi dan ky So6 va tra
ket qua cho ca nhan.

Cong
chic
TN&TKQ

Gio hanh
chinh

Mau 01, 06 va
Trich luc thay
doi/cai  chinh/
bd sung thong
tin ho tich/xac
dinh lai dan
toc hoac Vian
ban thong bao
khong du diéu
kién

* Truong hop hd so khong xtr ly dugc trong ngay lam viéc hoac trong ngay lam
viéc tiép theo (ddi voi hd so nhan sau 15 gio), trong ngay hen tra két qua,
Phong Tu phap tham muu 1anh dao UBND cép huyén ky ban hanh phiéu xin 15i
va hen lai ngay tra két qua dé gui cho to chic, c& nhan.
* Truong hop hd so qua han xir ly, trong thoi gian cham nhat 01 ngay trudc
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ngay hét han xtr Iy, UBND cap huyén ban hanh Phiéu xin 15i va hen lai ngay tra
két qua chuyén sang Trung tam hanh chinh céng cap huyén dé gui cho té chic,
ca nhan.

* Trong qué trinh giai quyét hd so, ngudi ¢ trach nhiém thuc hién can thuc
hién dong thoi cac thao tac tiép nhan/chuyén/tra hd so, két qua giai quyét trén
phan mém: https://motcua.hatinh.gov.vn véi cac budce trong quy trinh.

BIEU MAU
Gidy tiép nhan ho so va hen tra két qua
Mau 01 'Ej
M3u 01.docx
]
Mau 02 M&u 02.docx

Phiéu yéu cau bo sung hoan thién ho so

@j

Mﬁu 03 Mau 03.docx
Phiéu tir choi tiep nhan giai quyét ho so

@45'

Mau 04 Mau 04.docx
Phiéeu xin 16i va hen lai ngay tra két qua

|Ej

Mau 05 Mau 05.docx
Phiéu kiém soat qua trinh giai quyét ho so

@j

Mﬁu 06 M3u 06.docx
S6 theo dbi ho so

To khai dang ky thay doi, cai chinh, bo sung théng tin ho
tich, xac dinh lai dan toc
BM.HT.H.08.01 E“ﬁ

BM.HT.H.08.01.doc
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Mau h tich dién tir twong tac thuc hién dang ky thay doi, cai
chinh,‘ bo sung thdng tin ho tjchz xac dinh lai dan toc (néu
nop ho so theo hinh thuc truc tuyen).

[
-

BM.HT.H.08.02.doc

BM.HT.H.08.02

HO SO LUU

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

Ho so dau vao theo muc 2.3;

S6 dang ky thay ddi, cai chinh, bd sung thdng tin ho tich, xac dinh lai dan toc;

Vin ban dé nghi x4c minh, Van ban xac minh thong tin/bién ban ket qua xac
minh (néu co);

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

Ho so duogc luu tai Phong Tu phap, t~h(‘3i gian luu trit thuc hién luu theo quy dinh cua
Luat Ho tich va cac van ban hudéng dan thi hanh. Sau khi hét han, chuyén ho so xuong
don vi luu trlr cia UBND cap huyén va luu trir theo quy dinh hién hanh.

9. Thii tuc ghi vao so hd tich viéc két hon cia cong dan Viét Nam da

dwgc gidi quyét tai co quan c6 tham quyén cia nuwdc ngoai

1 KY HIEU QUY TRINH QT.HT.H.09
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thuc hién TTHC:

- Viéc két hon gitra cdng dan Viét Nam véi nhau hodc voi ngudi nude ngoal da
duoc giai quyet tai co quan co tham quyen cua nudc ngoai ¢ nudc ngoai dugc
ghi vao s6 ho tich néu tai thoi diém két hon, cac bén dap ung du diéu kién két
hon va khong vi pham diéu cAm theo quy dinh cia Luat Hon nhan va gia dinh
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Viét Nam;

- Néu vao thoi diém dang ky tai co quan c6 thim quyén nudc ngoai, viéc két hon
khong dap tmg du diéu kién két hon, nhung khéng vi pham didu cam theo quy
dinh cta Luat Hon nhéan va gia dinh va vao thoi diém yéu cau ghi vao sb ho tich
viéc két hon, hau qua di duoc khac phuc hoic viéc ghi chi két hon nham bao vé
quyén loi cua cong dan Viét Nam va tré em thi viéc két hon ciing dugc ghi vao
S6 ho tich.

* Y&u cau ghi chd két hon bi tir chdi trong céac trudng hop sau:

- Viéc két hon vi pham diéu cAm theo quy dinh cua Luat Hon nhan va gia dinh;

- Cong dan Viét Nam két hon véi ngudi nudc ngodi tai co quan dai dién ngoai
giao, co quan dai dién l&nh sy nudc ngoai tai Viét Nam.

2.2 | Cach thirc thuc hién TTHC:
- Nguoi ¢ yéu cau ghi chu két hén truc tiép thuc hién hoic uy quyen cho nguoi
khac thuc hién nop hd so truc tiép tai Trung tdm hanh chinh cong cap huyén;
- Giri h6 so qua dich vy buu chinh cong ich;
- Nop hd so tryc tuyén trén CoOng Dich wvu cdéng Quoc gia
(https://dichvucong.gov.vn) hoac HE thong théng tin giai quyét thu tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn).
N A 1A Aoon. Ban Ban
2.3 | Thanh phan hé so, bao gom: chinh | sao

- To khai ghi chd két hon, theo mau BM.HT.H.09.01 (néu
ngudi O yéu cau lya chon nop ho so theo hinh thic truc tiep X
hoac guri ho so qua dich vu buu chinh cong ich);

- MAu hd tich dién tir twong tac ghi vao S6 ho tich viéc két hon
(do nguoi yéu cau cung cap thong tin theo hudng dan trén
Cong dich vu céng néu ngudi ¢ yéu cau lra chon nop hd so
theo hinh thic truc tuyén);

- Nguoi c6 yéu cau ghi chi két hon thyc hién viéc nop/xuat
trinh (theo hinh thwc tryc tiep) hodc tai [én (theo hinh thic truc
tuyén) cac giay to sau:

* Gidy to phdi ngp:

- Ban sao gidy to ching nhan viéc két hon do co quan c6 tham
guyen ctaa nudc ngoai cap;
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- Néu cdng dan Viét Nam da ly hon hodc huy viéc két hon tai
co quan c6 thdm quyén nuéc ngodi thi phai nop Trich luc vé
viéc da ghi vao So ho tich viéc ly hon hoic huy viéc két hon
(Trich luc ghi chd ly hén).

- Trudng hop uy quyén cho ngudi khac lam thay thi phai c6
van ban ay quyén duoc chung thuc theo quy dinh cua phap
luat. Truong hop ngudi duoc uy quyén 1a 6ng, ba, cha, me, X
con, Vo, chong, anh, chi, em rudt cia nguoi ty quyén thi van
ban uy quyén khdng phai chang thuc.

- Giay to chitng minh thuoc gia dinh c6 cong véi cach mang;
nguoi thudc hd nghéo; nguoi khuyeét tat (néu co);

* Gidy tor phdi xudt trinh:

- Hé chiéu/Chizng minh nhan dan/Thé cdn cuéc cong dan/Thé
cin cwdc/Can cwde dién trlGidy ching nhdn can cwdc hoac
cac gidy to khac c6 dan anh va thong tin ca nhan do co quan c6
tham quyén cap, con gia tri sit dung dé ching minh vé nhan
than caa ngudi c6 yéu cau ghi cha két hén. Truong hop cac
thdng tin ca nhan trong cac gidy to nay di cd trong
CSDLQGVDC, CSDLHTPT, duoc hé théng dién tu dong thi
khong phai tai 1&n (theo hinh thic truc tuyén);

- Gidy to ¢6 gid tri chung minh théng tin vé cu tra trong truong
hop co quan ding ky ho tich khéng thé khai thac duoc thdng
tin vé noi cu tra cua coéng dan theo cac phuong thirc quy dinh
tai khoan 2 Diéu 14 Nghi dinh s 104/2022/NB-CP ngay
21/12/2022 ctia Chinh phu. Truong hop céc théng tin vé gidy | X
to chung minh noi cu tra da duoc khai thac tr Co so dit liéu
qudc gia vé dan cu bang cac phuong thie nay thi nguoi c6 yéu
cau khdng phai xuét trinh (theo hinh thic truc tiép) hoac tai 1én
(theo hinh thire truc tuyén).

*Luuy

- Truong hop giri hd so qua dich vu buu chinh cong ich thi phai giri kem theo
ban sao c6 ching thuc cac gidy to phai xuat trinh néu trén.

- Dé)i v6i gidy to ndp, xut trinh néu ngudi yéu cau ndp ho so theo hinh thic truc
tiép:

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

+ Ngudi yéu ciu dang ky ho tich co thé ndp ban sao ching thuc tir ban chinh
hodc ban sao duoc cap tir s6 gdc hodc ban chyp kem theo ban chinh gidy to dé
dbi chiéu. Truong hop nguoi yéu cau ndp ban chup kém theo ban chinh gidy to
thi nguoi tlep nhén co trach nhiém kiém tra, dbi chiéu ban chup v61 ban chinh va
ky xac nhan, khong duoc yéu cau ngudi di dang ky ndp ban sao gidy to do.

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

Ngudi tiép nhan ho so thyc hién khai thac thong tin trong Co so dir liéu quéc gia
vé dan cu theo quy dinh phap luat néu ngudi yéu cau ding ky ho tich da cung
cép ho, chir dém, té€n; ngay, thang, nam sinh; s6 dinh danh cd nhdn/thé can cude
cong dan/thé can cudc/ching minh nhan dan/can cudc dién tir. Truong hop céac
thong tin can khai thac khong cé trong Co so dir lidu qubc gia vé dan cu thi dé
nghi ngudi yéu cau ké khai day du.

- P6i voi gidy to giri kém theo néu nguoi yéu cau ndp hd so theo hinh thire trie tuyén:

+ Ban chup cac gidy to giri kém theo ho so ghi chu két hon truc tuyén phai bao
dam ro nét, dﬁy du, toan ven vé noi dung, 12 ban chup bé“mg may anh, dién thoai
hodc duoc chup, duge quét bang thiét bi dién tir, tir gidy t& duoc cap hop 1€, con
gia tri st dung.

+ Truong hop gidy to, tai liéu phai gui kém trong ho so ghi chu két hon truc
tuyén di c6 ban sao dién tir hodc d3 c6 ban dién tir gidy to ho tich thi ngudi yéu
cau duogc sir dung ban dién tir ndy.

+ Truong hop nhén két qua (Trich luc ghi cha két hon/ban sao Trich lyc ghi cht
két hon) tai co quan dang ky ho tich, ngudi co yéu cau ghi cha két hon phai xuat
trinh gidy to tuy than, ndp cac gidy to, tai liéu 1a thanh phan hd so ghi chi két
hon theo quy dinh phap luat ho tich.

- Gidy to do co quan c6 thAm quyén ctia nudc ngoai cap, cong chimg hodc xac nhan
dé st dung cho vi¢c dang ky ho tich tai Viét Nam phai dugc hop phap hoa lanh sy,
dich ra tiéng Viét va L chimg thue chir ky nguoi dich theo quy dinh cua phap ludt, trie
treong hop duoc mién theo didu wéc quéc t& ma Viét Nam 1a thanh vién.

2.4 | So lwong hd so: 01 bo

2.5 | Thoi han giai quyét: 05 ngay 1am viéc, ké tir ngay nhan da ho so hop Ié.
Pia diém tiép nhan hd so va tra két qua giai quyét TTHC:

5 |- Trung tam Hanh chinh cong cap huyén.

- Cong Dich vu cong Qudc gia https://dichvucong.gov.vn hogc H¢ thong thdng
tin giai quyét TTHC tinh Ha Tinh http://dichvucong.hatinh.gov.vn.
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2.7

Co quan thyc hién: Phong Tu phap.

Co quan c6 tham quyén quyét dinh: Uy ban nhan dan cap huyén noi cu trt cua
cong dan Viét Nam.

Co quan dwoc ity quyén: Khong.

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

2.8

Péi twgng thuc hién TTHC: Cé& nhan

2.9

Két qua giai quyét TTHC:

- Ho so du dicu kién:

+ Trich luc ghi chdi két hdn (ban chinh); ban sao Trich luc ghi chd ket hon (neu
cd yéu cau).

+ Ban dién tir Trich luc ghi cha két hon (Ban dién tur s€ tu dong gui vé Kho quan
ly dir ‘1iéu dién tir cua ca phén/dia chi thu dié;n ti/thiét b1 s6/dién thoai cua ngudi
y€u cau sau khi da hoan tat thu tuc ghi cht két hon tai co quan dang ky ho tich).

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

2.10

Quy trinh xir ly cong viéc

TT

Trach

Trinh tw o Thoi gian | Biéu miu/Két qua
nhiém

Bl

1. Tiép nhan hd so.

- Tiép nhan ho so tryc tiép tir ca
nhan hoac tir dich vu buu chinh
cong ich hoic trén Cong Dich
vu cong Quéc gia
(https://dichvucong.gov.vn)
hoic Hé thong théng tin giai
quyét tha tuc hanh chinh cua
tinh Cong chicc | Gio hanh
(https://dichvucong.hatinh.gov. | TN&TKQ chinh
vn).

2. Can bo TN&TKQ kiém tra
hd so:

- Néu ho so chua day du hoic
khong hop 1é: Huéng dan hoic
thong béo bang van ban cho cé
nhan b6 sung, hoan thién hé so.
Truong hop khoéng bd sung,

Mau 01; 02, 03 (néu
c6); 06 va ho so
theo muc 2.3



https://dichvucong.hatinh.gov.vn/
https://dichvucong.hatinh.gov.vn/
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hoan thién dugc hd so thi thong
b4o tir chéi giai quyét hd so.

- Néu ho so day du, hop 1&: Lam
thu tuc tiép nhan hé so, thu phi,
16 phi theo quy dinh; c¢6 Phiéu
hen, tra két qua cho nguoi co yéu
cau (néu nguoi co yéu cau lra
chon hinh thiic nop hd so truc
tiép) hoac gui ngay Phiéu hen,
tra két qua qua thu dién tr hoac
gui tin nhin hen tra két qua qua
dién th0a1 di dong cho nguoi CO
yéu cau (néu ngudi cd yéu cau
lya chon hinh thac nop ho so
truc tuyén).

- Sau khi tiép nhan hd so theo
hinh thac nop truc tiép, cong
chitc TN&TKQ thuc hién s
hoéa (sao chup, chuyén thanh tai
liéu dién tir trén hé thong thdng
tin, co s dit liéu) va ky sé vao
tai lidu, ho so giai quyét thu tuc
hanh chinh d3 duoc s6 hoa theo
quy dinh.

B2 Chuyén cho Phong Tu phap dé | Cong chic 02 gis Mau 01, 05 va Ho
xtt Iy, TN&TKQ 910 | 5o kem theo
A ~ A , o 1 LA Lanh dao X N A
B3 Phén cong cong chuc xu ly ho Phong Tu 04 gio Mau 05 va Ho so
SO ; kém theo
phap
Kiém tra, xem xét ho so:
- Truong hop hd so can bd Miu 04 (néu co)
sung, hoan thién hogc khong du 05 du thio Trich
diéu kién giai quyet phal tur A luc ghi cht két hon
B4 chéi thi gui théng bao vé tinh qung Cpu’C 02ngay | hodc Van ban thong
trang ho so toi Trung thm Hanh | xu 1y ho so

chinh cong dé thong bao cho
ngudi nop hd soj;

- Trudng hop can phai kiém tra,
xac minh lam rd hoac do

bao khong du diéu
Kién
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nguyén nhan khac ma khong
thé tra két qua ding thoi gian
da hen thi lap Phiéu xin 16i va
hen lai ngay tra két qua, trong
d6 néu rd 1y do cham tra két
qua va thai gian hen tra két qua,
chuyén Trung tam Hanh chinh
cong dé tra cho nguol co yéu
cau (néu ngudi co yéu cau lua
chon hinh thac nop hd so truc
tiép), hoac guri Phiéu xin 15i va
hen lai ngay tra két qua qua thu
dién tr hodc giri tin nhan qua
dién thoai di dong cho nguoi CO
yéu cau (néu ngudi c6 yéu cau
lya chon hinh thic nop hd so
truc tuyén).

- Néu du diéu ki¢n:

+ Truong hop tiép nhan hd so
theo hinh thuc tryc tiép: Thuc
hién viéc ghi vao So diang ky
két hon, cap nhat thdng tin ghi
chi két hdn trén Phan mém
dang ky, quan ly ho tich dién tu
dung chung.

+ Truong hop tiép nhan hd so
theo hinh thuc tryc tuyén: Gui
lai biéu mau Trich luc ghi ch
két hon dién tir véi thdng tin
day du cho nguoi yeu Cau qua
thu dién tir hoac thiét bj sd.
Nguoi yéu cau cé trach nhiém
Kiém tra tinh chinh xac, day du
cuia cac thdng tin trén biéu mau
Trich luc ghi chd két hén dién tir
va xac nhan (toi da mot ngay).
Néu ngudi c6 yéu cau xac nhan
thong tin dd théng nhat, day du
hoidc khdng c6 phan hdi sau thoi
han yéu cau thi thuc hién viéc
ghi noi dung vao S6 dang ky két
hon, cap nhat thong tin ghi cha
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két hon va luu chinh thirc trén
Phan mém dang ky, quan 1y ho
tich dién tir dung chung.

- Néu khong du diéu kién: Dy
thao Van ban théng bao khéng
du diéu kién;

Trinh 1anh dao Phong Tu phap,
chuyén dén B5.

Kiém tra két qua thuc hién,

Mau 05; du thao
Trich luc ghi chu ket

n - £ . R Lanh dao A N N )

BS duyét, truc ticp hodc giao cong Phong Tu | 01 ngay hon hoac Van ban

chuc xtr 1y ho so trinh lanh dao ha thong bao khong du

UBND cép huyén. phap didu  kiéen  da

duyét/ky nhay
’ ’ Lanh dao Mau 05; Trich luc

B6 Ky két qua giai quyet thu tuc UBND c4 01 nai ghi cha ket hon hoac

hanh chinh. e 9| Van ban thong béo

ye khong du didu kién

Phét hanh vin ban va tra két qua MAU 05. 06 va Trich

cho Phong Tu phap dé chuyen | vz, luc ghi chd két hon
B7 Cr}o Trung tam HA,anh , chinh Phong Tu 02 gio | hoac Vian ban thong

cong. Truong hop cap trich luc ha bdo khong du didu

ghi cht két hon thi Phong Tw|  PMaP Kién

phap ghi vao So6 ho tich. '

- Tra két qua cho ca nhan.

- Nguoi ¢6 yéu cau ghi chi két

hon dugc nhan két qua theo mot

trong cac phuong thtrc sau day:

+ Nhan bép dién to Trich luc Mau Ql, 06; ’Trl'ch

ghl chvu ket honq gui qua t.kfu Cong chic | Gio hanh Iucv ghlvchuqket tjon
B8 |dién ta, Kho quan ly dix lidu TN&TKQ | chinh hodc Van ban thong

dién tir cta ca nhan do;

+ Nhan ban dién tr Trich luc
ghi chl két hon guai vao thiét bi
s6, thong qua phuong phap
truyén sé liéu phu hop, dam bao
an toan, bao mat thong tin;

bao khong du diéu
Kién
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+ Nhan két qua 1a Trich luc ghi
cha két hon théng qua dich vu
buu chinh cong ich;

+ Nhan két qua 1a Trich luc ghi
chu két hon tai co quan dang ky
ho tich.

* Truong hop deén hen nhung chua ¢6 ket qua, trong thoi gian cham nhat 01 ngay
trugc ngay | hét han xir 1y, Phong Tu phép tham muu UBND cap huyén ban hanh
phiéu xin 15i va hen lai ngay tra két qua dé gui cho to chuc, ca nhan.

* Trong qua trinh giai quyet ho so, ngudi €0 trach nhiém thyc hién Ca}n thuc hién
dong thoi cac thao tac tiep nhan/chuyén/tra ho so, két qua giai quyét trén phan
mém: https://motcua.hatinh.gov.vn 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

@ﬂ

Mﬁu 03 M3u 03.docx
Phieu tir choi tiep nhan giai quyét ho so

|Ej

Mau 04 Mau 04.docx
Phiéu xin 16i va hen lai ngay tra két qua

@j

Mau 05 Mau 05.docx
Phiéu kiem soat qua trinh giai quyét ho so

@j

Mﬁu 06 Mau 06.docx
So theo ddi ho so
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BM.HT.H.09.01

To khai ghi cha két hon

[
-

BM.HT.H.09.01.doc

BM.HT.H.09.02

Mau h tich dién tir twong tac ghi vao S6 hd tich viéc két hon
(néu ndp ho so theo hinh thirc truc tuyen).

[
-

BM.HT.H.09.02.doc

4 |HOSOLUU

Mau 01; 02, 03, 04 (néu cd), 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;

- | Sb dang ky két hon;

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

Ho so dugc luu tai Phong Tu phép, thoi gian luu trlr thuc hién luu theo quy dinh cua
Luat Ho tich va cac van ban hudéng dan thi hanh. Sau khi hét han, chuyén ho so xuong
don vi luu trlr cia UBND cap huyén va luu trir theo quy dinh hién hanh.
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10. Tha tuc ghi vao sé hé tich viéc ly hén, hiay viéc két hdn caa cong
dan Viét Nam da dwoc giai quyét tai co quan ¢6 tham quyén ciia nwéc ngoai

1 KY HIEU QUY TRINH QT.HT.H.10

2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thuc hién TTHC:

Nam hoic c6 don yéu cau khdng cong nhan tai Viét Nam.

két hdn thi chi 1am tha tuc ghi chd 1an ly hén, hay viéc két hén gan nhat.

- Ban &n, quyét dinh ly hon, hay két hon, van ban thoa thuan ly hon da ¢ hiéu
luc phép luat hodc gidy to khac cong nhan viéc ly hon do co quan c6 tham quyén
clia nudc ngoai cap khdng vi pham quy dinh cia Luat Hon nhan va gia dinh.

- Viéc ly hon, hay két hdn cua cong dan Viét Nam do co quan co tham quyén
nudc ngoai giai quyét khdng thudc trueong hop co don yéu cau thi hanh tai Viét

- Cong dan Viét Nam d ly hon, huy viéc ket hon ¢ nude ngoai, sau d6 veé nudc
thuong tra hoac lam thu tuc dang ky két hon méi tai co quan c6 tham quyén cua
Viét Nam thi phai ghi cha ly hon. Truong hop da nhiéu lan ly hén hoac hay viéc

2.2 | Cach thirc thuc hién TTHC:

- Gtri hd so qua dich vu buu chinh céng ich;

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

- Ngudi ¢6 yéu cau ghi chd ly hon truc tiép thuc hién hoic ay quyen cho nguoi
khé&c thuc hién nop ho so truc tiép tai Trung tdm hanh chinh cong cap huyén;

- Nop hd so tryc tuyén trén CoOng Dich wvu c¢dng Quoc gia
(https://dichvucong.gov.vn) hoac HE thong théng tin giai quyét thu tuc hanh

Ban

2.3 | Thanh phan ho so, bao gom: chinh

Ban
sao

- T khai ghi chu ly hon, theo mau BM.HT.H.10.01 ,(néu nguoi
CQ yéu cau lua chon nop ho so theo hinh thirc truc tiep hoac gui X
ho so qua dich vu buu chinh cong ich);

- Mau ho tich dién tu twong tac ghi vao S6 ho tich viéc ly hon
(do nguoi yéu Cau cung Cap thong tin theo huong dan trén Cong
dich vu cdng néu ngudi cd yéu cau lya chon ndp hd so theo hinh
thire truc tuyén);
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- Nguoi ¢6 yéu cau ghi chii ly hon thyc hién viéc nop/xuat trinh
(theo hinh thuc truc tiép) hoic tai 1&n (theo hinh thic truc tuyén)
c4cC gidy to sau:

* Gidy to phdi ngp:

- Bdn sao Ban an, quyét dinh ly hon, hay két hon, van ban thoa
thuan ly hon da c6 hiéu luc phap luat hoac gidy to khac cong nhan X
viéc ly hon do co quan c6 tham quyén ciia nudc ngoai cap;

- Truong hop uy quyén cho ngudi khac 1am thay thi phai c6 vin
ban uy quyén duoc chung thuc theo quy dinh cua phap luat.
Truong hop ngudi duoc uy quyén la dng, ba, cha, me, con, vo, | X
chéng, anh, chi, em rudt ciia ngudi ty quyén thi van ban dy
quyén khdng phai ching thuc.

- Gidy to chiing minh thudc gia dinh co cong véi cach mang; X
nguoi thudc hd ngheo; nguoi khuyeét tat (néu co);

* Gidy to phdi xudt trinh:

- H{ chiéu/Chitng minh nhdn dan/Thé can cuéc céng ddan/Thé
can cuoc/Can cudce dién tt/Gidy chitng nhdn can cude hodc cac
glay to khac c¢6 dan anh va thong tin ca nhan do co quan c6 tham
quyén cép, con gla tri str dung dé chimg minh vé nhan than cua
nguoi cO yéu cau ghi cha ly hon. Truong hop cac thong tin ca
nhan trong cac gidy tO nay da cd trong CSDLQGVDC,
CSDLHTDT, duoc hé théng dién ty dong thi khong phai tai 1én
(theo hinh thtc truc tuyén);

- Gidy to ¢6 gia tri chitng minh théng tin vé cu tr trong trudng
hop co quan ding ky ho tich khdng thé khai thac dugc thdng tin
Vvé noi cu tra ctia cong dan theo cac phuong thirc quy dinh tai
khoan 2 Diéu 14 Nghi dinh sé 104/2022/ND-CP ngay
21/12/2022 cua Chinh phi. Truong hop cac thong tin veé gidy to|  x
chung minh noi cu tra da dugc khai thac tir Co so dit ligu qUOC
gia vé dan cu bang cac phuong thie nay thi ngudi ¢ yéu cau
khong phai xuat trinh (theo hinh thic truc tiép) hoic tai 1&n (theo
hinh thie truc tuyén).

*Lwuy:
- Truong hop giri hd so qua dich vu buu chinh céng ich thi phai gii kém theo




98

ban sao cd chimg thuc c4c gidy to phai xuat trinh néu trén.
- D6i voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp hd so theo hinh thirc tryc tiép:
+ Nguoi tiép nhan co trach nhiém kiém tra, d6i chiéu voi thong tin trong to khai,

chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho nguoi Xuat trinh,
khong duoc yeu cau ndp ban sao hodc ban chup gidy to do.

+ Ngudi yéu ciu dang ky ho tich co thé ndp ban sao ching thuc tir ban chinh
hodc ban sao duoc cap tir s6 gdc hodc ban chyp kem 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 c6 trach nhiém kiém tra, di chiéu ban chup véi ban chinh va
ky xac nhan, khong duoc yéu cau ngudi di dang ky ndp ban sao gidy to do.

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

Nguoi tiép nhan ho so thuc hién khai thac thong tin trong Co s¢ dit liéu quéc gia
vé dan cu theo quy dinh phap luat néu ngudi yéu cau ding ky ho tich di cung
cép ho, chir dém, té€n; ngay, thang, nam sinh; s6 dinh danh cd nhdn/thé can cude
cOng ddn/thé can cudc/chirng minh nhdan dan/can cudc dién tu. Truong hop cac
thong tin can khai thac khong cé trong Co so dir lidu qudc gia vé dan cu thi dé
nghi nguoi yéu cau ké khai day du.

- D6i voi gidy to gfri kém theo néu ngudi yéu cau ndp ho so theo hinh thic tric tuyén:
+ Ban chup cac gidy to gui kem theo hé so ghi cha ly hon 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, duoc quet bang thiét bj dién tr, tir gidy to duogc cap hop 1€, con
gia tri st dung.

+ Truong hop gidy to, tai liéu phai giri kém trong ho so ghi chu ly hon truc tuyen
da co ban sao dién tr hodc da c6 ban dién tir gidy to ho tich thi ngudi yéu cau
dugc str dung ban dién tir nay.

+ Truong hop nhan két qua (Trich luc ghi cha ly hén/ban sao Trich luc ghi chd ly
hdn) tai co quan dang ky ho tich, ngudi ¢6 yéu cau ghi chd ly hon xuét trinh gidy
to tuy than, nop cac gidy to 1a thanh phan ho so ghi chii ly hon theo quy dinh
phap luat ho tich.

- Gidy to do co quan c6 thAm quyén ctia nudc ngoai cip, cong chimg hodc x4c nhin
dé su dung cho viéc dang ky ho tich tai Viét Nam phai duoc hop phap hoa lanh sy,
dich ra tiéng Viét va L chimg thuc chir ky nguoi dich theo quy dinh cua phap luét, true
truong hop duoc mién theo diéu udc qudc t& ma Vit Nam 1a thanh vién.

2.4 | So lwong hd so: 01 bo
2.5 | Thoi han giai quyét: 05 ngay lam viéc, ké tir ngay nhan du hd so hop 18.
2.6 | Dia diém tiép nhan hd so va tra két qua giai quyét TTHC:
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- Trung tdm Hanh chinh cong cap huyén.
- Cong Dich vy cong Qudc gia https:/dichvucong.gov.vn hogc H¢ thong thdng
tin giai quyét TTHC tinh Ha Tinh http://dichvucong.hatinh.gov.vn.

2.7

Co quan thyc hién: Phong Tu phap.

Co quan c¢é tham quyén quyét dinh:

- Uy ban nhan dan cip huyén noi di dang ky két hon hoac ghi vao S ho tich
viéc két hon trude day thuc hién ghi chd ly hon.

Truong hop viéc két hon hoic ghi chi viéc két hon trude day thuc hién tai So
Tu phap thi viéc ghi chd ly hén do Uy ban nhan dan cip huyén noi cu tri cua
cong dan Viét Nam thuc hién.

Truong hop viéc két hon trude diy dugc ding ky tai Uy ban nhan dan cap xa thi
viéc ghi cht ly hén do Uy ban nhan dan cap huyén cap trén thuc hién.

Truong hop céng dan Viét Nam khong thuong trd tai Viét Nam thi viéc ghi chd
ly hén do Uy ban nhan dan cdp huyén noi cu tra truéc khi xuat canh caa cong
dan Viét Nam thuc hién.

- Cong dan Viét Nam tir nuéc ngoai vé thuong trd tai Viét Nam c6 yéu cau ghi
cha ly hén ma viéc két hon trude day dugce diang Ky tai co quan dai dién hoac tai
co quan c6 tham quyén nudc ngoai thi viéc ghi chi ly hdn do Uy ban nhan dan
cap huyén noi cong din Viét Nam thuong trd thuc hién.

- Cong dan Viét Nam cu tri & nudc ngoai co yéu cau ghi cha ly hon dé két hon
méi ma viéc két hén trude day duoc ding ky tai co quan dai dién hoic tai co
quan c6 tham quyén nudc ngoai thi viéc ghi chd ly hon do Uy ban nhan dan cap
huyén noi tiép nhan ho so két hén méi thue hién.

- Trudng hop cong dan Viét Nam khong thuong tri tai Viét Nam c6 yéu cau ghi
vao S6 ho tich viéc ly hon dé 1am thu tuc dang ky két hon méi tai co quan o
tham quyén cta Viét Nam, thi thuc hién tai Uy ban nhan dan cap huyén noi da
dang ky két hon trude day hodc noi dang ky két hon méi.

Co quan dwoc iy quyén: Khong.

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

2.8

Péi twong thuc hién TTHC: Cé& nhan.

2.9

Két qua giai quyét TTHC:

- Ho so du diéu kién:

+ Trich luc ghi chl ly hon (ban chinh), ban sao Trich luc ghi chd ly hon (néu c6
yéu cau).

+ Ban dién tir Trich luc ghi chd ly hon (Ban dién tir s& tu dong giri vé Kho quan

ly dit liéu cua ca nhan/dia chi thu di¢n ta/thiét bi sb/dién thoai ciia ngudi yéu cau
sau khi d4 hoan tat tha tuc ghi chi ly hon tai co quan ding ky ho tich).
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- Ho so khong du diéu kién: Van ban thong bao khong du diéu kién.

2.10

Quy trinh xir ly cong viéc

TT

Trinh tw

Tréach
nhiém

Thot gian

Biéu
mau/Ket qua

Bl

Tiép nhan hd so:

- Tiép nhan hod so truc tiép tir ca
nhan hoac tu dich vu buu chinh cong
ich hoic trén Cong Dich vu cong
Quéc gia
(https://dichvucong.gov.vn) hoac Hé
théng théng tin giai quyét thu 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 hoic khdng
hop 1&: Hudng dan bd sung, hoan
thién hd so; truong hop nop hd so
qua duong buu dién hoac qua mang
dién tir thi thdng bao bang vin ban
cho c4 nhan dé hoan thién hé so.

Néu ngudi c6 yéu cau ghi chd ly hén
khong bd sung, hoan thién duoc hd
so thi c6 van ban tir chdi giai quyét
yéu cau ghi cha ly héon.

- Néu ho so day du, hop l&: Lam thu
tuc tiép nhan hd so, thu phi, 1& phi
theo quy dinh, c6 Phiéu hen, tra két
qua cho ngudi c6 yéu cau (néu nguoi
c6 yéu cau lya chon hinh thac nop
hd so truc tiép) hoac giri ngay Phiéu
hen, tra két qua qua thu dién tir hoac
gui tin nhan hen tra két qua qua dién
thoai di dong cho ngudi c6 yéu cau
(néu nguoi ¢ yéu cau lya chon hinh
thire nop hod so truc tuyén).

- Sau khi tiép nhan ho so theo hinh
thac nop truc tiép codng chuc
TN&TKQ thuc hién sb hda (sao

Cong
chuc
TN&TKQ

Gid hanh
chinh

Mau 01; 02,
03 (néu cd),
06 va hd so
theo muc 2.3
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chup, chuyén thanh tai liéu dién to
trén hé théng thong tin, co so dir
lieu) va ky sb vao tai liéu, hd so giai
quyét thu tuc hanh chinh da duoc s6
hoéa theo quy dinh.

2 . . 2 o.| Cong Mau 01, 05 va
B2 IC,huyen cho Phong Tu phap dé xu chie 02 gio d so  kém
y TN&TKQ theo
Lanh dao x N WA
B3 | Phan céng cong chirc xir Iy hd so. Phgﬁangu 04 gio x’algéglsﬂ\llsoho
Kiém tra, xem xét hd so:
- Truong hop hd so can bd sung,
hoan thién hodc khong du diéu kién
giai quyét, phai tir chéi thi gui thong
b4o vé tinh trang hd so t6i Trung
tam Hanh chinh cong dé thong bao
cho nguoi ndp hd so;
- Truong hop can phai kiém tra, xac
minh lam rd hoac do nguyén nhéan
khac ma khong thé tra ket qua dung i ,
thoi gian da hen thi 1ap Phiéu xin 1i Mau 04 (néu
va hen lai ngay tra két qua, trong do c0), 05; du
néu r6 Iy do cham tra ket qua va thoi | ~4, g thao Trich luc
g4 | 0ian hen tra két qua, chuyen Trung | . o Y| 02ngay ghi chd ly hon
taim Hanh chinh cong dé tra cho| s hoac Vian ban
ngudi €O yéu cau (néu nguoi co yéu théng bao
cau lya chon hinh thicc nop hd so khong du diéu
tryc tiép), hodc giri Phiéu xin 18i va kign

hen lai ngay tra két qua qua thu dién
ter hoic gui tin nhan qua dién thoai
di dong cho ngudi c6 yéu cau (néu
ngudi ¢o yéu cau lya chon hinh thic
nop hod so truc tuyén).

- Néu du diéu ki¢n:

+ Truong hop tiép nhan hd so theo
hinh thic truc tiép: Thuc hién viéc
ghi vao Sb ghi chu ly hon, cap nhat
thong tin ghi cha ly hén trén Phan
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mém dang ky, quan ly ho tich dién
tir dung chung.

+ Truong hop tiép nhan hd so theo
hinh thuc truc tuyén: Gui lai biéu
mau Trich luc ghi cht ly hon dién tir
vé6i thong tin ddy da cho nguoi yéu
cau qua thu dién tir hoic thiét bi sé.
Nguoi yéu cau co trach nhiém kiém
tra tinh chinh xac, day du cua cac
thong tin trén biéu mau Trich luc ghi
chu ly hon dién tir va xac nhan (toi
da mot ngay).

Néu nguoi cO yéu cau xac nhan
thong tin di théng nhat, day du hoic
khong c6 phan hoi sau thai han yéu
cau thi cong chic phong Tu phap
thuc hién viéc ghi noi dung vao So
ghi chd ly hén, cap nhat thong tin
ghi cht ly hon va Iuu chinh thac trén
Phan mém dang ky, quan Iy ho tich
dién tir dung chung.

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

Trinh 1anh dao Phong Tu phap xem
xét, kiém tra.

Mau 05; du
7 , thao Trich luc
Kiem tra két qua thuc hién, duyét, | | . ghi chua ly hén

i o - . 7%} | Lanh dao - 2.
BS truc tiep hoac giao cdng chuc xu ly Phong Tu 01 ngay hodac Van ban
ho so trinh lanh dao UBND cap ha théng bao
huyén phap khong du didu
Kién da
duyét/ky nhay
Mau 05; Trich
~ luc ghi cha ly
Ky két qua giai quyét thu tuc hanh Lanh dao \ hon hoic Vin

B6 ; UBND 01 ngay A .
chinh. X ~ ban théng bao

cap huyén

khong du diéu
Kién
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Mau 05, 06;
Phat hanh van ban va tra két qua cho Trich luc ghi
Phong Tu phap dé chuyén cho Trung | Van thu; chi Iy hén
B7 | tam Hanh chinh cong. Truong hop | Phong Tu 02 gio hodac Van ban
cap Trich lyc ghi chu ly hon thi phap théng bao
Phong Tu phap ghi vao So6 ho tich. khong du diéu
kién
Chuyén nguoi dan ky vao So6 va tra
két qua cho ca nhan.
- Ngudi ¢6 yéu cau ghi chd ly hén
duoc nhan két qua theo mot trong
cac phuong thuc sau day:
+ Nhan ban dién tir Trich luc ghi chd Mau 01, 06;
ly hon gui qua thu dién tir, Kho quan Trich luc ghi
ly dir li¢u dién tir ctia ca nhan do; Coéng s cha ly hoén
S . Gio hanh . e i
B8 | + Nhan ban dién tur Trlch luc ghi chd chuc chinh hoiac Van ban
ly hon gui vao thiét bi s6, thong qua | TN&TKQ thong  bao
phuong phap truyén s6 liéu phi hop, khong du dieu
dam bao an toan, bao mat thang tin; kién
+ Nhan két qua 1a Trich luc ghi chd
ly hon thong qua dich vu buu chinh
cong ich;
+ Nhan két qua la Trich luc ghi chd
ly hon tai co quan dang ky ho tich.
* Truong hop dén hen nhung chua c6 két qua, trong thoi gian cham nhat 01 ngay
truéc 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 cé trach nhiém thuc hién can thuc hién
dong thoi cac thao tac tiép nhan/chuyén/tra ho so, két qua giai quyét trén phan
mém: https://motcua.hatinh.gov.vn véi cac budc trong quy trinh.
3 |BIEU MAU
=
Mau 01 Mau 01.docx

Gidy tiép nhan hd so va hen tra két qua
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@j

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

@j

MSU 03 M3u 03.docx
Phieu tir choi tiep nhan giai quyét ho so

@j

Mau 04 Mau 04.docx
Phiéeu xin 10i va hen lai ngay tra két qua

@j

Mau 05 Mau 05.docx
Phiéu kiém soat qué trinh giai quyét ho so

|Ej

Mau 06 Mau 06.docx
S theo ddi ho so

[
|

BM.HT.H.10.01 BM.HT.H.10.01.doc
To khai ghi cha ly hon

Mau ho tich dién tir twong tic ghi vao So h tich viéc ly hon
(néu ndp ho so theo hinh thirc truc tuyen).
BM.HT.H.10.02 E.-E

BM.HT.H.10.02.doc

HO SO LUU

Mau 01; 02, 03, 04 (néu ¢6), 06 luu tai Trung tdm Hanh chinh c6ng cap huyén.
Mau 01, 05 luu theo ho so;

Ho so dau vao theo muc 2.3;

S6 ghi chd ly hén;
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- | Van ban thong bao khong du diéu kién (néu co);

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

11. Thi tuc ghi vio s6 hd tich viéc hd tich khac ciia cong dan Viét Nam da
dwore gidi quyét tai co quan cé thAm quyén ciia nwée ngoai (khai sinh; gidm
h¢; nhan cha, me, con; xac dinh cha, me, con; khai tir; nuéi con nuoi; thay doi
h¢ tich)

1 KY HIEU QUY TRINH QT.HT.H.11

2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thuc hiégn TTHC:

Khong.

2.2 | Cach thirc thuc hién TTHC:

- Ngudi ¢6 yéu cau ghi chi viéc ho tich khac truc tiép thyuc hién hoic ty quyén cho
ngudi khac thyuc hién nop ho so truc tiép tai Trung thm hanh chinh cong cap huyén;
- Gtri hd so qua dich vu buu chinhedng ich;

- Nop hoé so truc tuyén trén Coéng Dich vy cong Qubc gia
(https://dichvucong.gov.vn) hoiac Hé thdng théng tin giai quyét tha tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn).

N A A A Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
- To khai ghi vao So ho tich viéc khai sinh/To khai ghi vao So
ho tich viéc khai tu/To khai ghi vao So ho tich viéc nudi con
nubi/To khai ghi vao S6 ho tich viéc giam ho, nhan cha, me, X

con/To khai ghi vao So6 h¢ tich cac viéc ho tich khac theo mau
(neu nguoi co yéu cau lya chon nép ho so theo hinh thac truc
tiep hoac gui ho so qua dich vu buu chinh cong ich);

- MAu ho tich dién tir twong tac ghi vao S6 ho tich viéc khai
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sinh/khai tir/nudi con nudi/giam ho, nhan cha, me, con/ Mau ho
tich dién ta ‘tuong tac ghi vao S6 ho tich cac viéc ho tich khac
(do ngu:m yéu cau cung cap thong tin theo huéng dan trén Cong
dich vu cdng néu ngudi ¢ yéu cau lya chon ndp hd so theo hinh
thac truc tuyén).

- Nguoi ¢ yéu cau ghi vao S6 ho tich cac viéc ho tich khéc thuc
hién viéc nop/xuat trinh (theo hiph thac truc tiép) hoac tai Ién
(theo hinh thurc truc tuyén) cac giay to sau:

* Gidy to phdi ngp:

- Ban sao giay to chang minh céc viéc khai sinh; giam ho; nhan
cha, me, con; xac dinh cha, me, con; thay dbi ho tich; khai ti caa
Cong dan Viét Nam da duoc giai quyét tai co quan co tham
quyén ctia nuwdc NYoai;

- Truong hop uy quyén cho ngudi khac 1am thay thi phai c6 vin
ban uy quyén duoc chung thuc theo quy dinh cua phap luat.
Truong hop ngudi duoc uy quyén la dng, ba, cha, me, con, vo,
chéng, anh, chi, em rudt ciia ngudi Gy quyén thi van ban dy
quyén khdng phai ching thuc;

- Gidy to ching minh thudc gia dinh co cong véi cach mang;
ngudi thudc hd ngheo; nguoi khuyét tat (néu co);

* Gidy tor phdi xudt trinh:

- H¢ chiéu/Chiing minh nhan dan/Thé cdn cieéc cong dan/Thé
can cudc/Can cudce dien ti/Gidy chitng nhdn cdn cuéc hoac cac
glay to khac €6 dan anh va thong tin ca nhan do co quan c6 tham
quyén cap, con gia tri su dung dé chirng minh vé nhan than caa
ngudi cO yéu cau ghi vao S ho tich cac viéc ho tich khac.
Truong hop cé&c thdng tin c& nhan trong cac gidy to nay di co
trong CSDLQGVDC, CSDLHTDT, dugc hé thong dién tu dong
thi khdng phai tai 1&n (theo hinh thuc truc tuyén);

- Gidy to ¢6 gia tri chitng minh théng tin vé cu tr trong trudng
hop co quan ding ky ho tich khong thé khai thac dugc thdng tin
Vé noi cu tri ciia cong dan theo cac _phuong thirc quy dinh tai
khoan 2 Diéu 14 Nghi dinh sb 104/2022/ND- CP ngay
21/12/2022 cua Chinh phua. Truong hop cac thdng tin vé gidy to
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ching minh noi cu tra da dugc khai thac tir Co so dit ligu qUOc
gia vé dan cu bang cac phuong thire nay thi ngudi ¢ yéu cau
khong phai xuat trinh (theo hinh thirc truc tiép) hoic tai 1én (theo
hinh thuc truc tuyén).

*Luwuy:

- Trudng hop giri ho so qua dich vu buu chinh cong ich thi phai giri kem theo
ban sao c¢6 chung thuc céac gidy td phai xuat trinh néu trén.

- D6i voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp hd so theo hinh thirc tryc tiép:
+ Nguoi tiép nhan c6 trach nhiém kiém tra, ddi chiéu v6i thong tin trong to khai,
chup lai hoac ghi lai thong tin dé luu trong hd so va tra lai cho nguoi xudt trinh,
khong duoc yeu cau ndp ban sao hodc ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich co thé ndp ban sao ching thuc tir ban chinh
hoic ban sao duoc cap tir s6 gdc hodc ban chyp kem 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 c6 trach nhiém kiém tra, d6i chiéu ban chup véi ban chinh va
ky xac nhan, khong duoc yéu cau ngudi di dang ky ndp ban sao gidy to do.

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

Nguoi tiép nhan ho so thuc hién khai thac thong tin trong Co s¢ dit liéu quéc gia
vé dan cu theo quy dinh phap luat néu ngudi yéu cau ding ky ho tich di cung
cép ho, chir dém, té€n; ngay, thang, nam sinh; s6 dinh danh cd nhdn/thé can cude
cong dan/thé can cuoc/chirng minh nhan dan/can cudc dién tir. Trudng hop céc
thong tin can khai thac khong cé trong Co so dir lidu qudc gia vé dan cu thi dé
nghi nguoi yéu cau ké khai day du.

- D6i voi gidy to gfri kém theo néu ngudi yéu cau n()p hé so theo hinh thic truc tuyén:
+ Ban chuyp céc glay to giri kém theo hd so cau ghi vao S6 ho tich cac viéc ho
tich khac truc tuyén phai bao dam rd nét, day du, toan ven vé ndi dung, la ban
chup bang may anh, dién thoai hodc dugc chup, duge quét bang thiét bi dién tu,
tu gidy to duogc cap hop 1€, con gia tri st dung.

+ Trudng hop gidy to, tai liu phai gui kém trong ho so ghi vao S6 ho tich cac
viéc ho tich khac truc tuyen d3 c6 ban sao dién tir hodc da co ban dién tir gidy to
ho tich thi nguo1 yéu cau dugc sir 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 hé tich céc viéc ho tich khac/ban sao Trich luc ghi vao S6 ho tich viéc
khai sinh/ban sao Trich luc ghi vao S6 hé tich cac viéc ho tich khéac) tai co quan
dang ky ho tich, nguoi ¢ yéu cau ghi vao S6 ho tich cac viéc ho tich khac phai
Xuat trinh gidy to tuy than, nop céc gidy to 1a thanh phan hé so ghi vao S6 ho tich
cac viéc ho tich khac theo quy dinh phéap luat ho tich.

- Gidy to do co quan c6 tham quyén ciia nudc ngoai cap, cong chiing hozc xac nhan
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dé sir dung cho viéc dang ky ho tich tai Viét Nam phai duoc hop phap héa lanh sy,
dich ra tiéng Viét va  ching thuc chir ky nguoi dich theo quy dinh cua phap luat, trir
trudng hop duoc mién theo diéu uéc qubc té ma Viét Nam 1a thanh vién.

2.4

S6 lwong hd so: 01 bo

2.5

Thoi han giai quyét: Trong ngay tiép nhan hd so. Truong hop nhan hd so sau
15 gio ma khéng giai quyét dugc ngay thi tra két qua trong ngay lam viéc tlep
theo. Trong trudng hop phai xac minh, thi thoi han giai quyét khdng qué 03 ngay
lam viéc.

2.6

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

- Trung tdm Hanh chinh cong cap huyén.

- Cong Dich vy ¢dng Quéc gia https:/dichvucong.gov.vn hodc Hg thong thang
tin giai quyét thu tuc hanh chinh cua tinh http://dichvucong.hatinh.gov.vn.

2.7

Co quan thyc hién: Phong Tu phap.

Co quan c6 tham quyén quyét dinh:

- Uy ban nhan dan cap huyén noi cu tré ciia céng dan Viét Nam ghi vao S6 ho tich
Viéc kbai sinh; giam ho; nhan chg, Me, con; Xac dinh cha, me, con; nudi con nuoi;
thay doi ho tich da duoc giai quyét tai co quan c6 tham quyéen cua nudc ngoali.

- Uy ban nhén dan cap huyén noi cu tra ctia nguoi ¢d trach nhiém khai tir ghi vao S6
ho tich viéc khai tir da duoc giai quyét tai co quan c6 tham quyén cia nudc Ngoai.

Co quan dwoc iy quyén: Khong.

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

2.8

Poi twong thuc hién TTHC: Cé4 nhan.

2.9

Két qua giai quyét TTHC:

- Ho so du diéu kién:

+ Trich luc ghi vao S6 ho tich viéc khai sinh/Trich luc ghi vao Sé h tich cac
viéc ho tich khéac (ban chinh), ban sao Trich luc ghi vao Sb ho tich viéc khai
sinh/ban sao Trich luc ghi vao S6 ho tich cac viéc ho tich khac (néu c6 yéu cau).
+ Ban dién to Trich luc ghi vao sb ho tich viéc khai sinh/ Ban dién ti Trich luc
ghi vao $0 ho tich cac viéc ho tich khac (Ban dién tur s€ tu dong guri vé Kho quan
1y dit liéu dién tir cha ca nhan/dja chi thu dién ti/thiét bi sé/dién thoai ctia ngudoi
yéu cAu sau khi d3 hoan tat thu tuc ghi vao So ho tich cac viéc ho tich khac tai co
quan dang ky ho tich).

- H6 so khong du diéu kién: Van ban thong bao khong du diéu kién.
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2.10

Quy trinh xir ly cdng viéc

TT

Trinh tw

Trach
nhiém

Thot gian

Biéu
mau/Ket qua

Bl

Tiép nhan h so:

1. Tiép nhan hd so.

- Tiép nhan hd so tryc tiép tir c&
nhan hoac tur dich vu buu chinh
cdng ich hoac trén Cong Dich vu
cong Quéc gia
(https://dichvucong.gov.vn)  hoac
Hé thong thdng tin giai quyét tha
tuc hanh chinh caa tinh
(https://dichvucong.hatinh.gov.vn).

2. Can bo TN&TKQ kiém tra hd
SO

- Néu hd so chua day du hoic
khong hop 1é: Hudéng dan hoic
thdng bdo bang vin ban cho cé
nhan bd sung, hoan thién hd so.
Truong hop khéng bd sung, hoan
thién duoc hd so thi thong bao tur
chéi giai quyét ho so.

- Néu ho so day du, hop 1&: Lam thu
tuc tiép nhan hd so, thu phi, 1& phi
theo quy dinh. Néu tiép nhan ho so
sau 15 gio thi ¢ Phiéu hen, tra két
qua cho nguoi cO yéu cau trong
ngay lam viéc tiép theo (néu nguoi
c6 yéu cau lya chon hinh thuac nop
hd so tryc tiép) hoic giri ngay Phiéu
hen, tra két qua qua thu dién tir hoic
gui tin nhan hen tra két qua qua dién
thoai di dong cho ngudi co yéu cau
(néu ngudi c6 yéu cau lya chon hinh
thirc nop hd so truc tuyén):;

- Sau khi tiép nhan hd so theo hinh
thac nop truc tiép, cdng chuc
TN&TKQ thuc hién s hoa (sao
chup, chuyén thanh tai liéu dién tu

Cong chuc
TN&TKQ

Gio hanh
chinh

Mau 01; 02
(néu cd), 06
va hd so theo
muc 2.3
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trén hé thong thong tin, co so dir
lieu) va ky sé vao tai liéu, ho so
giai quyét thu tuc hanh chinh da
duogc s6 hda theo quy dinh.

7 7 Cong chirc _ Mau 01, 05 va
B2 | Chuyén cho Phong Tu phap dé xu ly. 1/2 gio ho so kém
TN&TKQ
theo
Lanh dao x L LA
B3 | Phan cong cong chic xu ly ho so. Phgﬁéngu 02 gio xaﬁéfﬂ\:goho
B4.1. Cong chtc duoc giao nhiém
vu kiém tra, xem xét hd so:
- Truong hop hd so can bo sung,
hoan thién hoic khong du diéu kién
giai quyét, phai tr chdi thi gui
théng bao vé tinh trang hd so toi
Trung tdm Hanh chinh cong dé Mau 04 (néu
thong bao cho ngudi nop hod so. cd), 05; du
- Truong hop can phai kiém tra, thao Trich luc
x4c minh 1am rd hoic do nguyén ghi vao so ho
nhan khac ma khong thé tra két qua tich viéc khai
dung thoi gian da hen thi 1ap Phiéu sinh/ Trich
xin 18i va hen lai ngay tra két qua, luc ghi vao rs]é
trong d6 néu 16 1y do cham tra két | -~ . cac viec ho
B4 | qua va thoi gian hen tra két qua, )((:U? ?3 ﬁggg 02giv | tich khac hodc
chuyén Trung tdm Hanh chinh céng Van ban
dé tra cho ngudi co yéu cau (néu thong bao
ngudi ¢6 yéu cau lya chon hinh khong du diéu

thac nop ho so truc tiép), hoic guri
Phiéu xin 15i va hen lai ngay tra két
qua qua thu dién t& hoac gui tin
nhin qua dién thoai di dong cho
ngudi cO yéu cau (néu ngudi ¢ yéu
cau lya chon hinh thiic nop héd so
truc tuyén).

- Néu du diéu ki¢n:

+ Truong hop tiép nhan hd so theo
hinh thérc tryc tiép: Thuc hién viéc
ghi ndi dung ghi chi vao S6 ho

Kién; Van ban
xac minh/bién
ban xac minh
(néu co).
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tich, cap nhat théng tin ghi vao So6
ho tich cac viéc ho tich khac va luu
chinh thac trén Phan mém ding ky,
quan ly ho tich dién tir dung chung.
+ Truong hop tiép nhan hd so theo
hinh thtc truc tuyén: Gui lai biéu
mau Trich luc ghi vao Sé ho tich
viéc khai sinh/Trich luc ghi vao S6
ho tich cac viéc ho tich khac dién
tr cho ngudi yéu cau qua thu dién
tr hodc thiét bj sb.

Nguoi yéu cau cd trach nhiém kiém
tra tinh chinh xac, day du cua céc
thong tin trén biéu miu Trich luc
ghi vao s6 ho tich viéc khai
sinh/Trich luc ghi vao s6 hé tich
cac viéc ho tich khac dién tir va xac
nhan (t6i da mét ngay).

Néu ngudi c6 yéu cau xac nhan
thong tin di thong nhat, day du
hoac khdng c6 phan hdi sau thoi
han yéu cau thi thuc hién viéc ghi
noi dung ghi chi vao Sb hé tich,
cap nhat théng tin ghi vao S6 ho
tich cac viéc ho tich khac va luu
chinh thtc trén Phan mém ding ky,
quan ly ho tich dién t& dung chung.
- Néu khong du diéu kién: Dy thao
Vin ban théng bao khong du diéu
kién;

Trinh 1anh dao Phong Tu phap.

B4.2. Truong hop phirc tap thi tién
hanh xac minh bang van ban hoac

truc tiép. Sau khi c6 két qua, thuc 2,5 Ngay
hién nhu B4.1.

- 2 X . . n Mau 05; du
Kiém tra ket thuc hién t ~ v
om 8 e due T e d“?’ﬁ: Lanh dao thao Trich luc
g5 | truc tiep hoge giao cong chic xir Iy | pp o 112 gis hi VAD <6 he
ho so trinh lanh dao UBND cip ; ghi vao so no
phap tich viéc khai

huyén.

sinh/Trich luc
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ghi vao so cac
viéc ho tich

khac hoac
Van ban
théng béo
khong du diéu
Kién da
duyét/ky nhay

Mau 05; Trich
luc ghi vao so
ho tich viéc

khali sinh/
~ Trich luc ghi
ss | Y két qua giai quyét thu tuc hanh L}SﬁhDdggp 112 gio vao sfz cac
chinh. huyén viéc ho tich
: khac hoac
Van ban
thong béo
khong du diéu
Kién.
Mau 05, 06;
) Trich luc ghi
Phat hanh van ban va tra két qua vao sb ho tich
cho phong Tu phap dé chuyén cho viéc khai
lmr‘]g térr]n i C;ﬁ?hhcf . hi vao | v thu; |Sirc]:héhi vaTgigg
ruong hop cap Trich luc ghi vao ‘ . u 0
B g8 ho tich viéc khai sinh/Trich luc Ph"ﬁ%’ Tu V2916 | e viee ho
ghi vao sé cac viéc ho tich khac thi | PP tich khac hoac
Phong Tu phap ghi ndi dung ghi Vian ban
chd vao S6 ho tich theo quy dinh. théng bao
khong du dieu
Kién.
Tra két qua cho cé nhan. Mau 01, 06;
Vi AA AL AR N QA A Trich luc ghi
Nguoi cd yéu cau ghi vao S6 ho SR A
tich cac viéc ho tich khac dugc| ~a , I vao so6 ho tich
B8 |nhin két qua theo mot trong cAc Cong chic Giohanh | viéc Khal
h b WONG CACT TNETKQ | chinh  |sinh/  Trich

phuong thuc sau day:
+ 7Nhan ban dién tur Trich luc ghi vao
S6 ho tich viéc khai sinh/Trich luc

luc ghi vao s6
cac viéc ho
tich khac hoac
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ghi vao Sb ho tich cac viéc ho tich Vin ban
khéc gtri qua thu dién tir, Kho quan ly théng béo
dit liéu dién tir cua ca nhan do; khong du diéu
+ Nhan ban dién ta Trich lyc ghi kién

vao So ho tich viéc khai sinh/Trich
luc ghi vao S6 ho tich céc viéc ho
tich khac guri vao thiét bi so, théng
qua phuong phap truyén sé liéu phu
hop, dam bao an toan, bao mat
thong tin;

+ Nhan két qua 1a Trich luc ghi vao
S6 ho tich viéc khai sinh/Trich luc
ghi vao So ho tich cac viéc ho tich
khac thong qua dich vu buu chinh
cong ich;

+ Nhan két qua 1a Trich luc ghi vao
S6 hé tich viéc khai sinh/Trich luc
ghi vao So ho tich cac viéc ho tich
Khac tai co quan dang ky ho tich.

* Truong hop hd so khéng xt 1y duoc trong ngay 1am viéc hoac trong ngay lam
viéc tiép theo (dbi v6i hd so nhan sau 15 giod), trong ngay hen tra két qua, Phong
Tu phap tham muu 1anh dao UBND cép huyén ky ban hanh phiéu xin 13i va hen
lai ngay tra két qua dé gui cho t6 chuc, ¢4 nhan.

* Truong hop ho so qua han xir ly, trong thoi gian cham nhat 01 ngay trudc ngay
hét han xir ly, UBND cap huyén ban hanh Phiéu xin 15i va hen lai ngay tra két qua
chuyén sang Trung tdm hanh chinh cdng cap huyén dé gui cho t6 chuc, ca nhan.

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

BIEU MAU

@j

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

@j

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

Mau 03 M3u 03.docx
Phieu tir choi tiep nhan giai quyét ho so

@j

Mau 04 Mau 04.docx
Phiéeu xin 10i va hen lai ngay tra két qua

@j

M?lu 05 MAu 05.docx
Phieu kiém soat qua trinh giai quyét ho so

|Ej

Mau 06 Mau 06.docx
S theo ddi ho so

[
|

BMHTHllOl , BM.HT.H.11.01.doc
To khai ghi vao so ho tich viéc khai sinh

[
|

BM.HT.H.11.02 7 BM.HT.H.11.02.doc
To khai ghi vao so ho tich viéc khai tir

To khai ghi vao s6 ho tich viéc giam ho, nhan cha, me, con
BM.HT.H.11.03 E}

BM.HT.H.11.03.doc

To khai ghi vao sb ho tich céac viéc ho tich khac

BM.HT.H.11.04 ﬁ}

BM.HT.H.11.04.doc

To khai ghi vao sé ho tich viéc nudi con nuéi

BM.HT.H.11.05 ﬁ}

BM.HT.H.11.05.doc




115

Mau h¢ tich dién tir twong tac ghi vao So6 hd tich viéc khai
sinh/khai tu/nudi con nudi/giam h(f),? nhan cha, me,con/ Mau
ho tich dién tir twong tac ghi vao So6 ho tich cac viéc ho tich
BM.HT.H.11.06 N
-
; . ) BM.HT.H.11.06.doc
khac (néu ndp ho so theo hinh thirc truc tuyen).

4 |HOSOLUU

Mefxu 01; 02, 03, 04 (néu c¢6), 06 luu tai Trung tdm Hanh chinh c6ng cap huyén.
Mau 01, 05 luu theo ho so;

- | Ho so dau vao theo muc 2.3;

- | S6 ho tich tuong tng véi noi dung yéu cau caa ca nhan;

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

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

Ho so dugc luu tai Phong Tu phép, thoi gian luu trir thuc hién luu theo quy dinh cua
Luat Ho tich va cac van ban hudéng dan thi hanh. Sau khi hét han, chuyén ho so xuong
don vi luu trlr cia UBND cap huyén va luu trir theo quy dinh hién hanh.

12. Thi tuc ding ky lai khai sinh cé yéu t6 nuéc ngoai

1 KY HIEU QUY TRINH QT.HT.H.12

2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thuc hién TTHC:

- Viéc khai sinh cta cong dan Viét Nam dinh cu & nudc ngoai hoac cua nguoi
nudc ngoai di ding ky tai co quan c6 tham quyén cta Viét Nam trudc ngay
01/01/2016 nhung S6 dang ky khai sinh va ban chinh Gidy khai sinh déu bi mat;

- Ngudi dang ky lai khai sinh c6 trach nhiém nop dy du ban sao gidy to, tai liéu
c6 ndi dung lién quan dén viéc dang ky lai (néu c6) va phai cam doan di nop day
du gidy to minh co;

- Nguoi yéu cau dang ky lai khai sinh phai con song vao thoi diém yéu cau ding
ky lai khai sinh.
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2.2 | Cach thic thuc hién TTHC:
- Nguoi €6 yéu cau dang ky lai khai sinh tryc tiép thuc hién hogc ty quyén cho
ngudi khac thuc hién nop ho so truc tiép tai Trung tdm hanh chinh céng cap
huyén;
- Gtri hd so qua dich vu buu chinh céng ich;
- Nop ho so tryc tuyén trén Cong Dich vu cong Quoc gia
(https://dichvucong.gov.vn) hoiac Hé thong thdng tin giai quyét thu tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn).

2.3 | Thanh phan hd so, bao gom: Ban | pin sao

' P > D20 gom. chinh

- To khai dang ky lai khai sinh theo mau, trong d6 c6 cam doan
Cla nguoi yéu cau ve viéc da nop du cac giay to hién co (néu «

ngudi ¢ yéu cau lya chon nop ho so theo hinh thic truc tiép
hoac guri ho so qua dich vu buu chinh cong ich);

- Mau ho tich dién tir twong tac diang ky lai khai sinh, trong
d6 co cam doan cac thong tin cung cdp 1a ding sy that,
khéng con ban chinh Gidy khai sinh, dd nop du céc gidy to
hién c6 va chiu hoan toan trach nhiém truéc phap luét Vé noi
dung cam doan cua minh (do nguoi yéu cau cung cap thong
tin theo hudng dan trén Cong dich vu céng néu ngudi cd yéu
cau lra chon nop ho so theo hinh thuc tryc tuyén):;

- Nguoi ¢6 yéu cau dang ky lai khai sinh thuc hién viéc
nop/xuat trinh (theo hinh thuc tryc tiep) hodc tai 1én (theo
hinh thurc truc tuyén) cac giay to sau:

* Gidy to phdi ngp:

- Béan sao toan bd ho so, gidy to ciia nguoi yéu cau hodc ho
s0, gidy to, tai liéu khac trong d6 ¢ thong tin lién quan dén
noi dung khai sinh, gom:

+ Ban sao Gidy khai sinh do co quan c6 thAim quyén cta Viét
Nam cép hop 18 (ban sao dugc chung thuc tir ban chinh, ban X
sao dugc cap tir SO dang ky khai sinh); ban chinh hodc ban
sao gidy to co gia tri thay thé Gidy khai sinh duoc cap trude
nam 1945 ¢ mién Béc va trudc nam 1975 & mién Nam.

+ Truong hop ngudi yéu cau khong cé gidy to néu trén thi
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phai ndp ban sao gidy td do co quan c6 thim quyén cia Viét
Nam cap hop 1& nhu: Gidy ching minh nhin dan, Thé cin
cudc cong dan hodc HO chiéu; gidy to ching minh vé noi cu
tra; Bang tot nghiép, Gidy ching nhén, Chung chi, Hoc ba,
hé so hoc tip do co quan co thAm quyén cdp hodc x4c nhén;
Gidy to khac co thong tin vé ho, tén, ngay, thang, nam sinh
cua cé nhan.

Ngudi yéu cau dang ky lai khai sinh c6 trach nhiém ndp day
du ban sao cac gidy to néu trén (néu cd) va phai cam doan da
ndp du cac giéy to minh co; chiu trach nhiém, hé qua cua
viéc cam doan khong dung sy that.

- Truong hop iy quyén cho nguoi khac 1am thay thi phai co
van ban ay quyén dugc chang thuc theo quy dinh cua phap
luat. Truong hop ngudi dugc Gy quyén la éng, ba, cha, me, | x
con, vo, chong, anh, chi, em rudt caa nguoi uy quyén thi vin
ban uy quyén khdng phai ching thuc;

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

* Gidy to phdi xudt trinh:

H§ chiéu/Chitng minh nhdn dan/Thé cin cwée cong dan/Thé
can cwde/Can cude dién tir/Gidy chitng nhdn can cwde hodc
cac gidy to khac co dan anh va thong tin ca nhan do co quan
c6 tham quyén cép, con gia tri sit dung dé chimg minh vé
nhan than cia ngudi c6 yéu cau ding ky lai khai sinh.
Truong hop cac thong tin ca nhan trong cac gidy to nay da co
trong CSDLQGVDC, CSDLHTDT, dugc h¢ thong dién tu
dong thi khong phai tai 1én (theo hinh thire truc tuyén).

* Luuy

- Truong hop giri hd so qua dich vu buu chinh cong ich thi phai giri kem theo
ban sao c6 ching thuc cac gidy to phai xuat trinh néu trén.

- Ddi véi gidy to ndp, xuat trinh néu nguoi yéu cau ndp ho so theo hinh thic truc tiép:
+ Nguoi tiép nhn c6 trach nhiém kiém tra, d6i chiéu v6i thong tin trong to khai,
chup lai hoac ghi }ai thong tin dé lIuu trong ho so yél tra lai cho nguo1 xuat trinh,
khong duogc yéu cau ndp ban sao hoac ban chup giay to do.

+ Ngudi yéu cau dang ky ho tich co thé ndp ban sao chung thuc tir ban chinh
hodc ban sao duoc cap tir s6 gdc hodc ban chup kém theo ban chinh gidy to dé
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dbi chiéu. Truong hop ngudi yéu cau ndp ban chup kém theo ban chinh gidy to
thi nguoi tiép nhan c6 trach nhiém kiém tra, d6i chiéu ban chup véi ban chinh va
ky xac nhan, khong duoc yéu cau ngudi di dang ky ndp ban sao gidy to do.

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

Nguoi tiép nhan hd so thuc hién khai thac thong tin trong Co s& dit lidu qudc gia
vé dan cu theo quy dinh phap luat néu ngudi yéu cau ding ky ho tich di cung
cép ho, chir dém, té€n; ngay, thang, nam sinh; s6 dinh danh cd nhan/thé can cude
cong dan/thé can cuoc/chung minh nhan ddan/can cudc dién tu. Truong hop céac
thong tin can khai thac khong cé trong Co so dir lidu qudc gia vé dan cu thi dé
nghi nguoi yéu cau ké khai day du.

- Ddi véi gidy to gfIi kém theo néu ngudi yéu cau ndp hd so theo hinh thirc truc tuyén

+ Ban chup cac glay to gui kem theo hd so dang ky lai khai sinh truc tuyén phai
bao dam rd nét, ddy du, toan ven vé noi dung, la ban chup bang may anh, dién
thoai hodc dugc chup, dugc quét bang thiét bi dién tr, tir giady to duoc cap hop 1¢,
con gia tri str dung.

+ Truong hop gidy to, tai lidu phai giri kém trong ho so dang ky lai khai sinh truc
tuyén di c6 ban sao dién tir hodc d3 c6 ban dién tir gidy to ho tich thi nguoi yéu
cau dugc st dung ban dién tur nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Giay khai sinh/ban sao Giay
khai sinh), ngudi c6 yéu cau dang ky lai khai sinh phai xuat trinh gidy to tuy
than, nop cac gidy to 1a thanh phan ho so diang ky lai khai sinh theo quy dinh
phap luat ho tich.

- Gidy to do co quan c6 thAm quyén ctia nudc ngoai cap, cong chimg hodc xac nhin
dé su dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phap hoa lanh sy,
dich ra tiéng Viét va L chimg thue chir ky nguoi dich theo quy dinh cua phap luét, true
truong hop duoc mién theo diéu uéc qudc t& ma Viét Nam 1a thanh vién.

- Trudng hop ngudi c6 yéu cau dang ky lai khai sinh khong cung cap duoc gidy to
néu trén theo quy dinh hodc gidy to nop, xudt trinh bj tdy x0a, stra chira, lam gia
thi co quan ding ky ho tich c6 tham quyén huy bo két qua ding ky lai khai sinh.

- Truong hop cho phép ngudi yéu cau ding ky ho tich 1ap vian ban cam doan vé ndi
dung yéu cau dang ky ho tich thi co quan diang ky ho tich phai giai thich 15 cho
ngudi 14p vin ban cam doan vé trach nhiém, hé qua phap 1y cia viéc cam doan
khong ding sy that.

Co quan dang ky ho tich tu chdi giai quyét hodc dé nghi co quan c6 thim quyén
hay b6 két qua dang ky ho tich, néu c6 co s¢ xac dinh ndi dung cam doan khong
ding su that.

2.4

S6 lrgng hd so: 01 bo
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2.5 | Thoi han giai quyét:
- Trong thoi han 05 ngay 1am viéc, ké tir ngay nhan du hd so hop 18.
- Trong trudng hop phai xac minh thi thoi han giai quyét khong qué 25 ngay.
2.6 | Dia diém tiép nhan hd 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 thong thong tin
giai quyet TTHC tinh Ha Tinh http://dichvucong.hatinh.gov.vn (chi tiép nhan ho so).
2.7 | Co quan thuc hién: Phong Tu phap.
Co quan c6 tham quyén quyét dinh:
- Uy ban nhan dan cap huyén, noi da dang ky khai sinh truéc day thyc hién dang
ky lai khai sinh;
- Truong hop khai sinh truée ddy duoc ding ky tai Uy ban nhan dan cap xa thi viéc
dang ky lai khai sinh do Uy ban nhan dan cap huyén cap trén thuc hién;
- Truong hop khai sinh truge déy duge dang ky tai Uy ban nhhan dan cap tinh hoac
S6 Tu phap thi viéc dang ky lal khai sinh do Uy ban nhan dan cap huyén noi cu tra
cua ngudi yeu cau thuc hién; néu ngudi d6 khéng cu tra tai Viét Nam thi do Uy ban
nhan dan cap huyén noi c6 tru sé hién nay cia S& Tu phap thuc hién.
Co quan dwoc iy quyen: Khong.
Co quan phéi hop: Uy ban nhan dan cap x/So Tu phéap noi nguoi yéu cau dang
Ky lai khai sinh da dang ky khai sinh trude day; Co quan cong an co tham quyen.
Co quan quan ly Co s dir liéu Quéc gia vé dan cu.
2.8 | Poi twgng thuc hign TTHC: Cé nhan
2.9 | Két qua giai quyét TTHC:
- H6 so du diéu kién:
+ Gidy khai sinh (ban chinh); ban sao Giy khai sinh (néu c6 yéu cau).
+ Ban dién tir Giay khai sinh (Ban dién tr s€ tu dong gur vé Kho quan ly di lieu
Cua ca nhan/dia chi thu dién tu/thict bi so/dién thoai ctia nguoi yéu cau sau khi
da hoan tat thu tuc dang ky lai khai sinh tai co quan dang ky ho tich).
- H6 so khong du diéu kién: Vin ban thong bao khong du diéu kién ding ky lai
khai sinh.
2.10 | Quy trinh xw ly cong viéc
TT Trinh tw Trgch Thoi gian Biéu mau/ket

nhiém qua
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Tiép nhan hd so:

1. Tiép nhan hd so.

- Tiép nhan hd so truc tiép tir ca
nhan hoac tir dich vu buu chinh
cdng ich hoic trén Céng Dich vu
cong Qudc gia
(https://dichvucong.gov.vn) hoac
Hé thong thong tin giai quyét thu
tuc hanh chinh cua tinh
(https://dichvucong.hatinh.gov.v
n)

2. Can bo TN&TKQ Kkiém tra ho
SO

- Néu hd so chua diy du hoic
khong hop l&: Hudng dan hoic
thdng béo bang van ban cho ca
nhan b6 sung, hoan thién ho so.
Truong hop khdng bo sung, hoan
thién dugc ho so thi thong bao tir
chéi giai quyét ho so.

- Néu ho so day du, hop 1&: Lam
thi tuc tiép nhan hd so va thu phi,
& phi theo quy dinh, c¢6 Phiéu hen,
tra két qua cho nguoi co yéu cau
(néu nguoi c6 yéu cau lua chon
hinh thic nép hd so truc tiép)
hodc gui ngay Phiéu hen, tra két
qua qua thu dién tir hoac gui tin
nhan hen tra két qua qua dién thoai
di dong cho ngudi ¢d yéu cau (néu
ngudi cO yéu cau lya chon hinh
thirc nop hd so tryc tuyén).

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

Cong chuc
TN&TKQ

Gio hanh
chinh

M;U 01; 02, 03
(néu co), 05, 06 va
h6 so theo muc 2.3



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

121

B2

Chuyér] hd so cho Phong Tu
phap @é xu ly.

Cong chuc
TN&TKQ

02 giv

Mau 01, 05 va Ho
so kém theo

B3

Phan cong cong chic xir 1y hd so.

Lanh dao
Phong Tu
phap

04 gio

Mau 05 va Ho so
kém theo

B4

B4.1. Kiém tra, xt Iy hd so:

- Truong hop ho so can bo sung,
hoan thién hoic khong du diéu
kién giai quyét, phai tir chdi thi
guri thdng bao vé tinh trang hd so
to1 Trung tam Hanh chinh cong dé
thong bao cho ngudi nop hd so;

- Truong hop can phai kiém tra,
xac minh lam r6 hoac do nguyén
nhan khac ma khong thé tra két
qua dung thoi gian da hen thi 1ap
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 tam
Hanh chinh cong dé tra cho nguoi
¢ yéu cau (néu ngudi cO yéu cau
lya chon hinh thirc nop ho so truc
tiép), hodc gui Phiéu xin 15i va hen
lai ngay tra két qua qua thu dién tur
hoic guri tin nhan qua dién thoai di
dong cho ngudi co yéu cau (néu
ngudi cO yéu cau lya chon hinh
thirc nop hd so tryc tuyén).

- Néu du diéu kién ma khong can
xac minh:

+ Truong hop tiép nhan hd so
theo hinh thuc truc tiép: Thuc
hién viéc ghi vao S6 dang ky khai
sinh, cap nhat thong tin dang ky
lai khai sinh va luu chinh thac
trén Phan mém dang ky, quan ly
ho tich dién tir dung chung.

+ Truong hop tiép nhan hd so
theo hinh thirc truc tuyén: Gui lai

Cong chirc
xtr ly ho so

02 ngay

Mau 04 (néu cd),
05 va Du thao
Gidy khai sinh
hoac Du thao van
ban théng béao
khong du diéu kién
dang ky lai khai
sinh
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biéu mau Gidy khai sinh dién tir
véi thong tin ddy du cho nguoi
yéu cau qua thu dién tir hoic
thiét bi sb.

Ngudi yéu cau cd trach nhiém
kiém tra tinh chinh xac, ddy du
ciia cac thdng tin trén biéu mau
Gidy khai sinh dién tir va xac
nhan (t6i da mot ngay).

Néu nguoi ¢d yéu cau xac nhan
thong tin da théng nhat, day du
hodc khong c6 phan hoi sau thoi
han yéu cau thi thuc hién viéc ghi
noi dung vao So6 dang ky khai
sinh, cap nhat thong tin dang ky
khai sinh va luu chinh thuc trén
Phan mém ding ky, quan ly ho
tich dién tir dung chung.

- Néu khéng du diéu kién: Du
thao Van ban thong bao khong du
diéu kién dang ky lai khai sinh;
Trinh 1anh dao Phong Tu phap
(chuyén tai B7).

B4.2. Truong hop viéc dang ky
khai sinh truéc day duoc thuc
hién tai Uy ban nhan dan cip xa
hoac S& Tu phap thi xay dung du
thao Van ban d& nghi Uy ban
nhan dan cap x&/S¢ Tu phap noi
thuc hién viéc dang ky khai sinh
trudc day kiém tra, xac minh vé
viée Iuu gitr s6 ho tich.

- Truong hop gidy to cia nguoi
yéu cau ding ky khai sinh khong
c6 théng tin chirng minh quan hé
cha, me, con thi tham muu Van
ban d& nghi co quan cong an c6
tham quyén xac minh.

Chuyén sang thuc hién cac buéc
tiép theo.

Cong chuc
xt ly ho so

01 ngay

Mau 05 kém Vin
ban d& nghi Xac
minh va Hb so
kem theo
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UBND cap
Uy ban nhan dan cip x&/S¢ Tu | x&/S¢ Tu
phap noi thuc hién viéc dang ky | phap/co L bz T WA
B5 | khai sinh trudc day, co quan cong | quan cong | 20 ngay X?:]lhban tra lo1 xac
an cd tham quyen kiém tra, xac | an cé tham
minh vé& viéc luu giir s6 ho tich. | quyén duogc
dé nghi
* Sau khi c6 két qua xac minh:
Thuc hién nhu B4.1.
* Luu y: Truong hop co quan MAu 05 du thao
cong an tra loi khdng cé thong Gidy k’hai' sinh
tin hoac khong tra loi thi cho hoic du thiao vin
ngudi yeu cau dang ky khai sinh | g0 onye . |ban théng béo
B6 1lap van ban cam doan vé thong | v 1vhd so | P19 | khono du didu kien
tin caa cha, me va xac dinh ngi dang ky lai khai
dung khai sinh theo van ban cam sinh: Van ban cam
doan. Bong thoi tien hanh cac doar; ctia ¢4 nhan.
budc giai quyét theo quy dinh.
Trinh lanh dao Phong (chuyén tgi
B7).
Mau 05 va Du
thao Giay khai
Kiem tra két qua thuc hién, Lnh dao sinh hoic du thao
B7 duyét, truc tiep hoac giao cong Phone Tu | 01 ngdy van ban thong béao
chic xtr Iy hé so trinh linh dao hég khéng du didu kién
UBND cép huyén. phap dang ky lai khai
sinh da duyét/ky
nhay
Mau 05 va Giay
] ’ N , Lanh dao khai sinhA hoac vafm
BS Ky du thao ket qua giai quyét thu UBND éép 01 ngay ban  thdng  bao
tuc hanh chinh tai B7. huyen khong du dicu kién

dang ky lai khai
sinh
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Mau 05, 06 va

Phét hanh vin ban, tra két qua| Van thu Sty khat st
B9 |cho Phong Tu phap dé chuyén | Phong Tu 02 gio N . ~
cho Trung tdm Hanh chinh cong phap thong. bag khong
' da diéu kién dang
ky lai khai sinh
Mau 01, 06; kém
Gidy khai sinh
810 Chuyén nguoi dan ky vao So va| Cong chuc | Giohanh |hogc  van  ban
tra két qua cho ca nhén. TN&TKQ chinh | théng bao khdéng
du diéu kién dang
Ky lai khai sinh
* Truong hop ho so qua han xir ly, trong thoi gian cham nhat 01 ngay trudc ngay
hét han xtr 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 chic, ca nhan.
* Trong qud trinh giai quyét ho so, nguoi ¢ trach nhiém thuc hién can thuc hién
dong thoi cac thao tac tiép nhan/chuyén/tra ho so, két qua giai quyét trén phan
mém: https://motcua.hatinh.gov.vn véi cac budc trong quy trinh.
3 |BIEU MAU
< W=
Mau 01 M3u 01.doc
Gidy tiép nhan ho so va hen tra két qua
< W=
Mau 02 Ma3u s6 02.doc
Phiéu yéu cau bo sung hoan thién ho so
< W=
Mau 03 Mau 03.doc
Phiéu tir chdi tiép nhan giai quyét ho so
<
Mau 04 Mau 04.doc
Phiéu xin 13i va hen lai ngay tra két qua
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N
Mau 05 Mau s6 05.doc
Phiéu kiém soat qué trinh giai quyét hd so
~ W
Mau 06 M3u s6 06.doc
S6 theo ddi ho so
-
BM.HT.H.12.01 BM.HT.H.12.01.doc
To khai dang ky lai khai sinh
-
BM.HT.H.12.02 BM.HT.H.12.02.doc
Ban cam doan
Mau ho tich dién tir trong tac dang ky lai khai sinh (néu nop ho
so theo hinh thuc truc tuyen).
BM.HT.H.12.03

[
-

BM.HT.H.12.03.doc

4 |HOSOLUU

- | Mau 01; 02, 03, 04 (néu c6), 06 luu tai Trung tm Hanh chinh cang cap huyén.
Mau 01, 05 luu theo hé so;

- | Ho so dau vao theo muc 2.3;

- | S6 dang ky khai sinh;

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

- | Van ban d& nghi x4ac minh; Vin ban tra 16i x4 minh (néu co);

- | Van ban cam doan (néu cd);

Ho so duogc luu tai Phong Tu phap, thoi gian luu trir thuc hién luu theo quy dinh cua
Luét Ho tich va céc van ban hudng dan thi hanh. Sau khi hét han, chuyén hé so xudng

don vi luu trit cia UBND cap huyén va luu trit theo quy dinh hién hanh,
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13. Thi tuc ding ky khai sinh ¢6 yéu t6 nwéc ngoai cho ngudi di cé
ho so, giay to’ ca nhan

1 KY HIEU QUY TRINH QT.HT.H.13

2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thuc hién TTHC:

Nguoi Viét Nam dinh cu ¢ nude ngoai, chua duoc dang ky khai sinh tai co quan
c6 tham quyén Viét Nam, c6 ho so, gidy to c& nhan (ban chinh hoic ban sao
duoc chung thuc hop 18) nhu: Gidy to tiy than; S6 ho khau; Sb tam trd; gidy to
khac do co quan nha nudc ¢ tham quyén caa Viét Nam cap, trong d6 c¢6 ghi noi
sinh tai Viét Nam.

2.2 | Cach thirc thuc hign TTHC:

- Ngudi ¢ yéu cau dang ky khai sinh truc tiép thuc hién hoic ay quyen cho nguoi
khéac thuc hién nop hd so truc tiép tai Trung tdm hanh chinh cdng cap huyén;

- Gtri ho so qua dich vu buu chinh céng ich;

- Nop hd so truc tuyén trén Cdng Dich wvu c¢béng Quéc gia
(https://dichvucong.gov.vn) hoic Hé théng thdng 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 dang ky khai sinh, theo mau BM.HT.H.13.01 (néu
- | nguoi ¢ yéu cau lya chon nop ho so theo hinh thuc truc tuyen X
hoac gtri ho so qua dich vu buu chinh cong ich);

Mau ho tich dién tir twong tac dang ky khai sinh (do nguol yéu Cau
- |cung céap thong tin theo hudng dan trén Cong dich vu cong néu
nguoi ¢6 yéu cau lya chon ndp hd so theo hinh thuc truc tuyén);

Ngudi c6 yéu cau ding ky khai sinh thyc hién viéc nop/xuat
- | trinh (theo hinh thwc tryc tiép) hodc tai [én (theo hinh thic truc
tuyén) cac giay to sau:
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* Gidy to phdi ngp:

Vin ban cam doan vé viéc chua dugce ding ky khai sinh theo
mau BM.HT.H.13.02;

Ban sao toan bo hd so, gidy to cua nguoi yéu cau hoic hd so,
gidy to, tai liéu khac trong d6 co thong tin lién quan dén noi
dung khai sinh, gdm: Gidy chang minh nhan dan, Thé cin cudc
cong dan, thé cdn cwde, Can cude dién tir, Gidy ching nhdn
cdn cuéc, HO chiéu; gidy to chitng minh vé noi cu tra; Bang tét
nghiép, Gidy chitng nhan, Ching chi, Hoc ba, hd so hoc tap do
co quan c6 tham quyén cap hoic xac nhan; Giay to khac co
thong tin vé ho, tén, ngay, thang, nim sinh cua c& nhan.

Nguoi yéu cau dang ky khai sinh c6 trach nhiém nop day du
ban sao cé4c gidy to néu trén (néu cd) va phai cam doan di nop
du cac gidy to minh cd; chiu trach nhiém, hé qua caa viéc cam
doan khong dung su that.

Truong hop ay quyén cho ngudi khac 1am thay thi phai c6 van
ban ty quyén dugc chung thuc theo quy dinh cua phéap luat.
Truong hop ngudi duoc ty quyén la 6ng, ba, cha, me, con, vo,
chéng, anh, chi, em rudt ciia nguoi Gy quyén thi van ban ay
quyén khdng phai ching thuc;

Gidy to chang minh thudc gia dinh 6 cong Vi cach mang;
ngudi thudc ho ngheo; nguoi khuyeét tat (néu co).

* Gidy tor phdi xudt trinh:

Hé chiéu/Chiing minh nhan dan/Thé can cuéc cong dan/Thé
can cwde/Can cwde dién trlGidy ching nhdn can cwdc hodc
cac giay to khac c6 dan anh va thong tin ca nhan do co quan c6
tham quyén cap, con gia tri sir dung dé chang minh vé nhan
than cua ngudi ¢ yéu cau ding ky khai sinh. Trudng hop cac
thdng tin ca nhan trong cac gidy to nay di cd trong
CSDLQGVDC, CSDLHTBT, duoc hé théng dién tu dong thi
khong phai tai 1&n (theo hinh thtc truc tuyén);

Gidy to o gia tri chitng minh théng tin vé cu tra trong truong
hop co quan diang ky ho tich khdng thé khai thac duoc thong
tin vé noi cu tra cua cong dan theo cac phuong thic quy dinh
tai khoan 2 Diéu 14 Nghi dinh s 104/2022/ND-CP ngay
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21/12/2022 caa Chinh phi. Trudng hop cac théng tin vé gidy
to chung minh noi cu tra da duoc khai thac tr Co so dit liéu
qudc gia vé dan cu bang cac phuong thic nay thi nguoi c6 yéu
cau khong phai xuét trinh (theo hinh thic truc tiép) hoic tai 1én
(theo hinh thire truc tuyén).

* Luu y:

- Trudng hop giri hd so qua dich vu buu chinh cong ich thi phai giri kém theo
ban sao ¢ ching thuc c4c gidy to phai xuat trinh néu trén.

- D6 voi gidy to nop, xuat trinh néu nguoi yéu cau nop ho so theo hinh thic tryc tiép:
+ Nguoi tiép nhan ¢ trach nhiém kiém tra, ddi chiéu vai théng tin trong to khai,
chup lai hoac ghi lai thong tin dé luu trong hd so va tra lai cho ngudi xuat trinh,
khong duoc yéu cau nop ban sao hoac ban chup giay to do.

+ Nguoi yéu cau dang ky ho tich c6 thé nop ban sao ching thuc tir ban chinh
hoac ban sao dugc cép tir sé gbc hodc ban chup kém theo ban chinh gidy to dé
dbi chiéu. Truong hop ngudi yéu cau nop ban chup kém theo ban chinh gidy to
thi ngudi tiép nhan co trach nhiém kiém tra, d6i chiéu ban chup vai ban chinh va
ky xac nhan, khong duoc yéu cau ngudi di dang ky ndp ban sao gidy to do.

+ Ngudi tiép nhan c6 trach nhiém tiép nhan ding, di hd so ding ky ho tich theo
quy dinh caa phap luat ho tich, khong duoc yéu ciu nguoi ding ky ho tich nop
thém gidy to ma phap luat ho tich khong quy dinh phai nop.

Nguoi tiép nhan hé so thuc hién khai thac thong tin trong Co sé dir liéu qubc gia
vé dan cu theo quy dinh phép luat néu nguoi yéu cau dang ky ho tich da cung
cap ho, chit dém, tén; ngdy, thang, nam sinh; sé dinh danh ca nhan/thé can curéc
cong dan/thé can cuoc/chieng minh nhdn dan/can cudc dién tir. Truong hop cac
thong tin can khai thac khong co trong Co sé dir liéu qudc gia vé dan cu thi dé
nghi ngudi yéu cau ké khai day du.

- Ddi véi gidy to gai kém theo néu ngudi yéu cau nop hd so theo hinh thic tryc tuyén:
+ Ban chup cac gidy to giri kém theo ho so déng ky khai sinh tryc tuyén phai bao
dam 6 nét, day du, toan ven vé noi dung, la ban chup bang may anh, di¢n thoai
hodc duoc chup, duoc quét bang thiét bi dién tu, tir gidy to duoc cap hop I¢, con
gia tri str dung.

+ Truong hop gidy to, tai liu phai giri kém trong hd so dang ky khai sinh truc
tuyen d3d c6 ban sao dién tir hoic da c6 ban dién tir gidy to ho tich thi nguoi yéu
cau dugc str dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Giay khai sinh/ban sao Giay khai
sinh), nguoi ¢O yéu cau dang ky khai sinh phai xuét trinh gidy to tuy than, nop cac
gidy to 1a thanh phan ho so ding ky khai sinh theo quy dinh phép luat ho tich.

- Gidy to do co quan c6 tham quyén ciia nudc ngoai cap, cong chiing hozc xac nhan
dé str dung cho viéc dang ky ho tich tai Viét Nam phai duoc hop phap héa lanh sy,
dich ra tiéng Viét va ching thyc chir ky nguoi dich theo quy dinh ciia phép luat, trix
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trudng hop duoc mién theo diéu wéc qubc té ma Viét Nam 1a thanh vién.
- Truong hop nguoi yéu Cau dang ky khai sinh khong cung cap duoc gidy to néu

trén theo quy dinh hoac glay to nop,. Xuat trinh bi tay x0a, sta chira, 1am gia thi
co quan dang ky ho tich c6 thim quyén huy bo két qua diang ky khai sinh.

- Truong h(yp 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 h¢ tich phai giai thich rd
cho nguoi 1ap van ban cam doan vé trach nhiém, hé qua phap ly cua viéc cam
doan khong dung su that.

Co quan dang ky ho tich tur chéi giai quyét hoic dé nghi co quan c6 tham quyén
hity bo két qua dang ky ho tich, néu co co so xac dinh ndi dung cam doan khong
dang sy that.

2.4 | S6 lwong hd so: 01 bo
o5 | Thoi han giai quyét: 05 ngay lam viéc ke tir ngay nhan du ho so hop 18; truong
' hop phai xa4c minh thi thoi han giai quyet khong qua 25 ngay.
Pia diém tiép nhan hd so va tra két qua giai quyét TTHC:
26 | Trung tdm Hanh chinh cong cap huyén.
|- Cong Dich vu cong Quéc gia https:/dichvucong.gov.vn hogc Hé thong thdng tin
giai quyet TTHC tinh Ha Tinh http://dichvucong.hatinh.gov.vn (chi tiép nhan ho so).
Co quan thyc hién: Phong Tu phap.
Co quan c6 tham quyén quyét dinh: UBND cp huyén noi cu tra truge khi
xuat canh cta ngudi yYéu cau dang ky khai sinh.
2.7 | Co quan dwoc ity quyén: Khéng.
Co quan phol hgp: Co quan quan ly Co s¢ dir ligu Quéc gia vé dan cu, Uy ban
nhan dan cp xi noi ngudi yéu cau dang ky khai sinh cu tra trudc khi xuat canh;
Co quan cong an c6 tham quyen.
2.8 | Poi twong thuc hién TTHC: Cé& nhan
Két qua giai quyét TTHC:
- H6 so du diéu kién:
+ Gidy khai sinh (ban chinh), ban sao Gidy khai sinh (truong hop yéu cau cap
29 ban sao Giay khai sinh).

+ Ban dién tir Gidy khai sinh (Ban dién tu s& tu dong gui vé Kho quan 1y di ligu
dién tr cia ca nhan/dia chi thu dién ta/thiét bi so/dién thoai cua nguoi yéu cau
sau khi d4 hoan tat th tuc dang ky khai sinh tai co quan dang ky ho tich).

- Ho so khong du diéu kién: Van ban thong bao khong du diéu kién cap giy khai sinh.
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2.10 | Quy trinh xir ly cong viéc

TT Trinh tw Tr.aACh Thai gian Bieu mavu/Ket
: nhiém qua

Tiép nhan hd so:

1. Tiép nhan hd so.

- Tiép nhan hd so truc tiép tir ca
nhan hoac tu dich vu buu chinh
cong ich hoic trén Céng Dich vu
cong Québc gia
(https://dichvucong.gov.vn)  hoac
Hé théng thong tin giai quyét tha
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 1é: Huéng dan hoic
thdng b&o bang van ban cho ca
nhan b6 sung, hoan thién hd so. X
Truong hop khong bo sung, hoan | , o Mau 01, 02, 03
B1 |thién duoc hd so thi thong bdo tir| €Ong chuc | Gio hanh | (néu QAO)’ 05, 06
chéi giai quyét hd so. TN&TKQ chinh va H203SO theo
muc 2.

Néu hd so day dua, hop 1&: Lam
tha tuc tiép nhan hd so, thu phi,
I& phi theo quy dinh, c6 Phiéu
hen, tra két qua cho nguoi co yéu
cau (néu nguoi co yéu cau lva
chon hinh thirc nop hd so truc
tiép) hoac gui ngay Phiéu hen,
tra két qua qua thu dién tir hoac
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 thirc nép hé so
truc tuyén).

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

B2 Chuyén hd so cho Phong Tu | Céng chic 02 it Mau 01, 05 va
phap xu ly. TN&TKQ ho so kem theo
Lanh dao x T
A A A ot I A N . Mau 05 va Ho
B3 | Phan cong cong chuc xt ly ho so. Phong Tu 04 gio <o kém theo
phap
Xem xét, xtt Iy hd so:
- Truong hop hoé so can bo sung,
hoan thién hodc khong du dicu
kién giai quyét, phai tir chéi thi
gui théng béo vé tinh trang ho so
t6i Trung tdm Hanh chinh cong dé
thong bao cho ngudi nop hd so.
- Trudng hop can phai kiém tra,
xac minh lam rd hoac do nguyén
nhan khac ma khong thé tra két
qua dung thoi gian da hen thi 1ap . )
Phiéu xin 13i va hen lai ngay tra Mau 04 (neu
két qua, trong d6 néu rd 1y do co), 05 va du
cham tra két qua va thoi gianhen | thao Giay khal
B4 |tra két qua chuyén Trung tam | COng chuc 02 ngay sinh hoac van
hanh chinh cong dé tra cho nguoi | Xt 1y ho so ban thong bao

c6 yéu cau (néu nguoi cd yéu
cau luya chon hinh thac nop hé so
tryc tiép), hodc giri Phiéu xin 13i
va hen lai ngay tra két qua qua
thu dién tar hoac gwri tin nhan qua
dién thoai di dong cho nguoi co
yéu cau (néu nguoi co yéu cau
lga chon hinh thicc nop hd so
truc tuyén). Chuyén thuc hién
budc BS.

- Truong hop du diéu kién: Vao
S6 dang ky khai sinh, nhap dir
liéu vao phan mém ho tich, in du
thao Gidy khai sinh, trinh 1anh

khong du dieu
kién cap giay
khai sinh.
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dao Phong duyét va trinh l&nh
dao UBND cép huyén.

Truong hop tiép nhan hd so dang
ky khai sinh theo hinh thuac truc
tuyén thi gui lai biéu mau Gidy
khai sinh dién tir véi thoéng tin
day du cho nguoi yéu cau qua
thu dién tar hoac thiét bi sb.
Ngudi yéu cau cd trach nhiém
Kiém tra tinh chinh xéac, day du
ciia cac théng tin trén biéu mau
Gidy khai sinh dién tor va xac
nhan (t6i da mot ngay).

Néu nguoi co yéu cau xac nhan
thong tin da thong nhat, day du
hodc khdng c6 phan hoi sau thoi
han yéu cau thi thuc hién viéc
ghi noi dung vao S6 dang ky
khai sinh, cap nhat théng tin
dang ky khai sinh va luu chinh
thac trén Phan mém ding ky,
quan ly ho tich dién ti dung
chung. Chuyén téi B7.

- Truong hop hd so khong du
diéu kién: Dy thao Vin ban thong
bao khong du diéu kién diang ky
khai sinh trinh lanh dao phong
duyét. Chuyén t6i bude BY.

- Truong hop phuc tap thi tham
muu Vin ban dé nghi UBND cép
X3 noi nguoi €O Yeu cau cu tri
truéc khi xuat canh kiém tra, xac
minh vé viéc dang ky khai sinh
clia ngudi yéu cau va viéc luu
gitr s ho tich.

- Trudng hop gidy to cia ngudi
yéu cau diang ky khai sinh khong
c6 thong tin ching minh quan hé
cha, me, con thi tham muu van
ban dé nghi co quan coéng an co
tham quyén xac minh trinh Lanh

Cong chuc
xir 1y ho so,
Lanh dao
UBND cap
huyén, Van
thu

03 ngay

Mau ‘05; Van
ban dé nghi xac
minh




133

dao UBND cép huyén ky duyét,
Vin thu dong dau phéat hanh van
ban.

Thuc hién cac budc tiép theo.

B5

UBND cép x3 va Co quan cong
an ¢ tham quyén noi nhan duoc
y&u cau xac minh tién hanh kiém
tra, Xac minh va tra 1oi bang van
ban vé viéc nguoi yéu cau di
dugc dang ky khai sinh hay chua
duogc dang ky khai sinh; viéc con
luru gitt hoac khong luu gitr dugc
s6 ho tich.

UBND céip
xa va Co
quan cong
an c6 tham
quyén noi
nhan duoc
y&U Cau Xac
minh

15 ngay

Van ban tra loi
két qua Xxac
minh

B6

* Nhan két qua xac minh:

- Néu du diéu kién: Vao So6 dang
ky khai sinh, nhap dir liéu vao
phan mém ho tich, in dy thao
Gidy khai sinh;

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

* Truong hop co quan cong an
tra loi khong cé théng tin hoac
hét thoi han xac minh ma khoéng
c6 van ban tra 1oi thi cho nguoi
yéu ciu dang ky khai sinh 1ap
van ban cam doan vé thong tin
cua cha, me va xac dinh néi dung
khai sinh theo van ban cam doan.
Pong thoi tién hanh cac budc
giai quyét theo quy dinh.

Cong chac
Xt ly ho so

04 ngay

Mau 05 va Du
thao Gidy khai
sinh hoac van
ban théng béo
khong du diéu
kién cap giay
khai sinh; Van
ban cam doan
vé thong tin
cua cha, me,
con cua nguoi
dang ki khai
sinh (néu co).

B7

Xem xét, duyét dy thao két qua
giai quyet tha tuc hanh chinh tai
B4 va B6.

Lanh dao
Phong Tu
phap

01 ngay

Du thio Gidy
khai sinh hoac
van ban thong
bao khong du
diéu kién cap
gidy khai sinh
da  duyét/ky
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nhay

Mau 05 Gidy
khai sinh hoac

. ; Lanh dao n
Ky duyét du thao két qua thuc ¥ . van ban thdng
B8 1 hien tai buoc B UBhNDAcap 01ngay |y40 Kkhong da
uyén A LA X
diéu kién cap
giay khai sinh
Mau 05, 06
. Van th i i Si
Phat hanh vin ban, tra K&t qUa | | mam L& Giay khai sinh
. NP x| UBND cap hoic vin ban
cho Phong Tu phap d¢ chuyén A . A .
B9 A by A huyén; 02 gio théng bao
cho Trung tdm Hanh chinh cong . A g A
% A Phong Tu khong du diéu
cap huyén. ; Y y:
phap kién cap giay
khai sinh
Mau 01, O06;
7 7 Giay khai sinh
Qhuygn n"gu(."; dan k_y vao 50 h(',) Cong chuc Gio hanh h051 © val bgn
B10 |tich va tra Giay khai sinh cho ca 5 thong bao
A TN&TKQ chinh . A
nhan. khoéng du di€u
kién cap giay
khai sinh
* Truong hop deén hen nhung chua c6 ket qua, trong thoi gian cham nhat 01 ngay
trugc ngay het han xu 1y, Phong Tu phap tham muu UBND cap huyén ban hanh
phiéu xin l6i va hen lai ngay tra két qua dé gui cho t6 chirc, c& nhan.,
* Trong qua trinh giai quyét ho so, ngudi ¢6 trach nhiém thyc hién can thyc hign
dong thoi cac thao tac tiep nhan/chuyeén/tra ho so, ket qua giai quyet trén phan
mém: https://motcua.hatinh.gov.vn véi cac budc trong quy trinh.,
3 |BIEU MAU
Gidy tiép nhan ho so va hen tra két qua
M3au 01 ZE
Mau 01.doc
Mau 02 Phiéu y&u cau bo sung hoan thién hé so
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Mau s6 02.doc

Phiéu tir chdi tiép nhan giai quyét hd so

Mau 03

Mau 03.doc

Phiéu xin 1i va hen lai ngay tra két qua

Mau 04

Mau 04.doc

Phiéu kiém soét qua trinh giai quyét ho so

Mau 05

Mau s6 05.doc

S6 theo ddi ho so

Mau 06

Mau sé 06.doc

To khai dang ky khai sinh
BM.HT.H.13.01 E-'ﬁ

BM.HT.H.13.01.doc

Giay cam doan

BM.HT.H.13.02 E-'ﬁ

BM.HT.H.13.02.doc

Mau ho tich dién tir tuong tic dang ky khai sinh (néu ndp ho so
theo hinh thic truc tuyén)
BM.HT.H.13.03 “‘Eﬁ

BM.HT.H.13.03.doc
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4 |HOSOLUU

Mau 01; 02, 03, 04 (néu cd) va 06 luu tai Trung tam 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;

- | Van ban dé nghi xac minh; Vian ban tra 10i két qua xac minh (néu co);

- | Vin ban cam doan vé thong tin ctiia cha me (néu co);

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

Ho so dugc luu tai Phong Tu phap, thoi gian luu trir SO dang ky khai sinh 13 vinh vién,
con cac gidy to khac 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 xuéng don vi luu trir cia UBND cap huyén
va luu trit theo quy dinh hién hanh.
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14. Thi tuc ding ky lai két hon c6 yéu té nwéc ngoai

KY HIEU QUY TRINH QT.HT.H.14

NOQI DUNG QUY TRINH

2.1

Piéu kién thuc hién TTHC:

- Viéc dang ky két hon cua cong dan Viét Nam dinh cu ¢ nudc ngoai hoic cua
nguoi nudc ngoai di dang ky tai co quan co tham quyén caa Viét Nam trudc
ngay 01/01/2016 nhung So6 dang ky két hén va ban chinh Gidy chuang nhan két
hon déu bi mat;

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

2.2

Cach thirc thuc hign TTHC:

- Ngudi ¢d yéu cau dang ky lai két hon thuc hién nop ho so truc tiép tai Trung
tam hanh chinh céng cap huyén;

- Nop hd so truc tuyén trén Céng Dich vu c¢éng Quéc gia
(https://dichvucong.gov.vn) hoic Hé théng théng tin giai quyét tha tuc hanh
chinh cua tinh (https:/dichvucong.hatinh.gov.vn) (bén nam hodc bén nir c6 the
nop ho so ma khong can cé van ban ay quyén caa bén con lai).

2.3

Ban Ban

Thanh phan ho so, bao gom: chinh | sao

T khai dang ky lai két hon, theo mau BM.HT.H.14.01 (néu
ngudi €O yéu cau lua chon nop ho so theo hinh thic truc tiep);

Mau ho tich dién tir tvong tac dang ky lai két hon, trong dé co

cam doan cic thong tin cung cap la dung sy that, khong con
ban chinh Gidy chang nhan két hon, da nop du céc gidy to hién
cO va chiu hoan toan trach nhi¢ém trusc phap luat vé noi dung
cam doan ctia minh (do ngudi yéu cau cung cap thdng tin theo
huéng dan trén Cong dich vu cdng néu ngudi cd yéu cau lya
chon nop hd so theo hinh thire truc tuyén):;

Nguoi ¢6 yéu cau dang ky lai két hon thuc hién viéc nop/xuit
trinh (theo hinh thuc truc tiép) hoic tai Ién (theo hinh thuc truc
tuyén) cac giy to sau:
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* Gidy to phdi ngp:

Gidy chtng nhan két hon dwoc cap trude day. Néu khdng c6 ban
sao Giay chirng nhan két hon thi nop ban sao ho so, giay to ca X
nhan co6 cac thong tin lién quan dén ndi dung dang ky ket hon;

Giy to ching minh thudc dbi tuong gia dinh c6 cong vei cach
mang; nguoi thudc hé nghéo; ngudi khuyet tat (néu co);

* Gidy tor phdi xudt trinh:

Hé chiéu/Ching minh nhan dan/Thé cdn cueéc cong dan/Thé
can cuéc/Can cude dién ur/Gidy ching nhdn cdn cwdéc hoic
cac giay to khéac ¢ dan anh va thong tin ca nhan do co quan c6
tham quyén cap, con gia tri sir dung dé chirng minh vé nhan
than cua ca hai bén c6 yéu cau ding ky lai két hén. Truong
hop cac thong tin c& nhan trong c&c gidy to nay da co trong
CSDLQGVDC, CSDLHTDT, duoc hé théng dién tu dong thi
khdng phai tai 1&n (theo hinh thuc truc tuyén).

*Luuy

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

+ Nguoi tiép nhan co trach nhiém kiém tra, d6i chiéu voi thdng tin trong to
khai, chup lai hoac ghi lai thong tin dé luu trong hod so va tra lai cho nguoi xuat
trinh, khong duoc yéu cau nop ban sao hoac ban chyp giay to do.

+ Ngudi yéu cau dang ky ho tich c6 thé nop ban sao chiing thuc tir ban chinh
hoac ban sao duoc cap tir s6 goc hodc ban chup kém theo ban chinh gidy to dé
dbi chiéu. Truong hop ngudi yéu cau nop ban chup kém theo ban chinh gidy to
thi nguoi tiép nhan co trach nhiém kiém tra, doi chiéu ban chup véi ban chinh
va ky xac nhan, khong duoc yéu cau ngudi di dang ky nop ban sao giay to do.

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

Nguoi tiép nhan hd so thuc hién khai thac thong tin trong Co s& dir liéu quéc
gia vé dan cu theo quy dinh phép luit néu ngudi yéu cau ding ky ho tich da
cung cap ho, chit dém, tén; ngay, thang, nam sinh; sé dinh danh ca nhan/thé can
cuoc cong dan/the can cuoclchung minh nhdan dan/can cudc dién tu. Truong
hop cé4c thdng tin can khai thac khong c6 trong Co s& dit lidu qubc gia vé dan cu
thi d& nghi nguoi yéu cau ké khai day du.

- Ddi véi gidy to gari kém theo néu ngudi yéu cau nop hd so theo hinh thic truc tuyén:
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+ Ban chup cac gidy to giri kém theo ho so dang ky lai ket hon truc tuyén phai
bao dam rd nét, day du, todn ven vé noi dung, la ban chup bang may anh, di¢n
thoai hoic duoc chup, duoc quét bang thiét bi dién tu, tir gidy to duoc cap hop
I¢, con gia tri sur dung

+ Truong hop gidy to, tai liéu phai guri kém trong hd so dang ky lai két hon tryc
tuyen d3 c6 ban sao dién tir hodc di c6 ban dién tir gidy to ho tich thi nguoi yéu
cau duoc st dung ban dién tu nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Gidy chung nhan két hon),
nguoi ¢ yéu cau dang ky lai két hon xuat trinh gidy to tuy than, nop cac gidy to
la thanh phan ho so dang ky lai két hon theo quy dinh phap luat ho tich.

- Gidy to do co quan c6 tham quyén cua nudc ngoai cap, cdng chuang hoic xac
nhan dé str dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phéap hoa
lanh su, dich ra tiéng Viét va chang thuc chir ky ngudi dich theo quy dinh cua
phap luat, trir truong hop dugc mién theo diéu wdc quoc té ma Viet Nam 1a
thanh vién.

- Truong hop ngudi yéu cau diang ky lai két hdn khong cung cép duoc gidy to
néu trén quy dinh hoic gidy to nop, xuat trinh bj tay xda, stra chira, 1am gia thi
co quan diang ky ho tich c6 tham quyén huy bo két qua dang ky lai két hon.

2.4 | S6 lwong ho so: 01 bo

2.5 | Thoi han giai quyét: 05 ngay lam viéc, ké tir ngay nhan di ho so hop Ié.
Truong hop phai x4c minh thi thoi han giai quyét khdng qua 25 ngay.

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 Québc gia https://dichvucong.gov.vn hodc Hé thong thdng
tin giai quyet TTHC tinh Ha Tinh http://dichvucong.hatinh.gov.vn (chi tiép nhéan
ho so).

2.7 | Co quan thuc hién: Phong Tu phap.

Co quan cé tham quyén quyét dinh:

- Uy ban nhén dan cap huyén, noi da dang ky két hon trudc day thuc hién dang
ky lai két hon:

- Trudng hop két hon 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 thuc hién;

- Truong hop két hon trude day dugce ding ky tai Uy ban nhan dan cp tinh hogc
S¢ Tu phap thi viée dang ky lai ket hon do Uy ban nhan dan cap huyén noi cu
trd cua nguoi yéu Cau thue hién; néu nguoi d6 khong cu tra tai Viét Nam thi do
Uy ban nhan dan cap huyén noi c6 tru s& hién nay cua So Tu phap thuc hién.
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Co quan dwoc iy quyeén: Khong.

Co quan phdi hep: Uy ban nhan dan cip x&/S¢ Tu phap noi ngudi yéu cau
dang ky lai két hon da dang ky két hon trude day. Co quan quan 1y Co so dir liu
Qudc gia vé dan cu.

2.8

Poi twgng thuc hién TTHC: Ca nhan

2.9

Két qua giai quyét TTHC:

- Ho so du diéu kién:

+ Gidy chiing nhan két hon (ban chinh), mdi bén vg, chéng 01 ban.

+ Ban dién tir Trich luc két hén (Ban dién tar sé tu dong giri vé Kho quan ly dir

liéu cua ca nhan/dia chi thu dién tir/thiét bi sd/dién thoai ciia ngudi yéu cau sau
khi da hoan tat thi tuc dang ky lai két hon tai co quan dang ky ho tich).

- H6 so khong du diéu Kién: Van ban thong bao khong du diéu kién dang ky lai
két hon.

2.10

Quy trinh xir ly cong viéc

TT

Trinh tw TriCh Thoti gian Bieu mztu/Ket
nhiém qua

Bl

1. Tiép nhan hd so.

- Tiép nhan hd so tryc tiép tir ca
nhan hoic trén Cong Dich vu
cong Quéc gia
(https://dichvucong.gov.vn) hoac
Hé théng thong tin giai quyét tha
tuc hanh chinh cua tinh
(https://dichvucong.hatinh.gov.vn)
2. Can bd TN&TKQ kiém tra ho Mau 01, 02, 03
SO Cong chuc Gio hanh | (neu c6), 05, 06
- Néu hd so chua diy di hoic TN&TKQ chinh va ho so theo
khong hop 1é: Huéng dan hoic muc 2.3

thdng bao bang van ban cho ca
nhan bd sung, hoan thién hd so.
Truong hop khéng b sung, hoan
thién dugc hd so thi thong bao tir
chéi giai quyét hd so.

- Néu hé so day du, hop 18: Lam
tha tuc tiép nhan hd so, thu phi,
|& phi theo quy dinh, c6 Phiéu
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hen, tra két qua cho ngu:m co yéu
cau (néu nguoi co yéu cau lya
chon hinh thiic nop hd so truc
tiép) hoiac gui ngay Phiéu hen,
tra két qua qua thu dién tir hoac
gui tin nhan hen tra két qua qua
dién thoai di dong cho ngudi co
yéu cau (néu ngudi co yéu cau
lya chon hinh thicc nop hd so
truc tuyén).

Sau khi tiép nhan hd so theo hinh
thac nop truc tiép, cong chuc
TN&TKOQ thuc hién sé hoa (sao
chup, chuyén thanh tai liéu dién
tir trén hé thong thong tin, co s
dir liéu) va ky sé vao tai liéu, ho
so giai quyét tha tuc hanh chinh
da duoc sb hoa theo quy dinh.

B2 Chuyén ho so cho Phong Tu| Cong chuc 02 gid Mau 01, 05 va
phap dé xu ly. TN&TKQ ho so kém theo
5 | Phan cong cong chitc xir 1y hod }Eﬁgr}:gd%?r oagic | Miu 05 va hd
SO. ; so kem theo
phap
B4.1. Xem xét, xtt Iy ho so:
- Truong hop hd so can bd sung,
hoan thién hoic khong du diéu i ,
kién giai quyét, phai tir chéi thi Mau 04 (néu
giri théng bao V& tinh trang hd so c6), 05, Du
tgi Trung tam hanh chinh cong dé thao Giay
thong bao cho ngudi ndp hd so; ching nhan ket
B4 |- Truong hop can phai kiém tra, | CONg chic | o, ngay hon hoac Du
x4c minh 1am rd hodc do nguyén | XU Iy ho so thao Van ban

nhan khac ma khéng thé tra két
qua dung thoi gian da hen thi 1ap
Phiéu xin 13i 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 nguoi

théng béo
khong du diéu
kign dang ky
lai két hon
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c6 yéu cau (néu nguoi cd yéu
cau luya chon hinh thac nop hé so
truc tiép), hodc giri Phiéu xin 19i
va hen lai ngay tra két qua qua
thu dién ta hoac gwri tin nhan qua
dién thoai di dong cho nguoi co
yéu cau (néu ngudi c6 yéu cau
lya chon hinh thicc nop hd so
truc tuyén).

- Néu du diéu ki¢n:

+ Truong hop tiép nhan hod so
theo hinh thac tryc tiép: Thuc
hién viéc ghi vao S6 dang ky két
hon, cap nhat thong tin dang ky
lai két hon va luu chinh thic trén
Phan mém diang ky, quan 1y ho
tich dién tir dung chung.

+ Truong hop tiép nhan hod so
theo hinh thic truc tuyén: Gui lai
biéu mau Gidy chung nhan két
hén dién tir véi thong tin day du
cho nguoi yéu cau qua thu dién
tir hoac thiét bj so.

Nguoi yéu cau ¢ trach nhiém
Kiém tra tinh chinh xéac, day du
ciia cac théng tin trén biéu mau
Gidy chiing nhan két hon dién tur
va xac nhan (t6i da mot ngay).
Néu ngudi c6 yéu cau xac nhan
thong tin da thong nhat, day du
hodc khdng c6 phan hoi sau thoi
han yéu cau thi thuc hién viéc
ghi vao S6 dang ky két hon, cap
nhat thong tin diang ky lai két
hon va luu chinh thac trén Phan
mém dang ky, quan ly ho tich
dién tu dung chung.

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

Trinh 1anh dao Phong Tu phap,
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chuyén téi BT.

B4.2. Truong hop viée dang ky
két hon truge day thyc hién tai
Uy ban nhan dan cap xa hoac So

Tu phép thi dy thao van ban dé | Cong chirc 01 naa Vin ban dé
nghi Uy ban nhan dan cap xa/S¢ | xtr ly ho so gay nghi Xac minh
Tu phap noi ding ky két hén
trude day kiém tra, X4c minh vé
viée luu giit s6 ho tich.
Uy ban nhan dan cap xa hoic So UBND cap . Vin ban tra 1oi
B5 f 2 1 LA 2 wAn i xa hoac So 20 ngay L
Tu phap tra loi két qua xac minh. . xac minh
Tu phap
, Mau 05 va Dy
Sau khi c6 ket qua xac minh thao Gidy
hOf;lC het thoi hE_Il’l de ngh1 ma . . Chﬁng nhan két
B6 | khdng nhan dugc van ban tra loi: CPng C[“IC 01 ngay hon hodc Van
Thyc hign nhu B4.1 xirly ho so ban thong béo
Trinh lanh dao phong xem Xét. khong du diéu
Kién
Mau 05 va Du
thao Giay
Kiém tra ké qua thuc hién,| . . ching nhan két
. - X - R Lanh dao A - -
B7 duyét, tru:(,: tiép hoac giao cong Phong Tu 01 ngay hon hqac Va}n
chuac xtr ly ho so trinh lanh dao ha ban thong bao
UBND cép huyén. bhap khong di didu
Kién da
duyét/ky nhay
Mau 05 wva
Gidy  chung
Ky két qua giai quyét thi tec| oo 2o nhan ket hon
B8 | ] ' UBND Olngay |hodc Van ban
anh chinh. . A R .
cap huyén thong bao
khong du diéu
kién
gg | Phat hanh van ban va tra ket qua | Van thu; 02 gir Mau 05, 06 va

cho Phong Tu phap dé chuyén

Phong Tu

Gidy  chung




144

cho Trung tdm Hanh chinh cong. phap nhan két hon
hoic Van ban
thdng béo
khong du diéu
Kién

B10

Mau 01 kém
Gidy  chung
nhan két hén
hoac Van ban
thong béo
khong du diéu
Kién

Chuyéq ngudi dan ky S,(;), Ky tén
vao Gidy chung nhan ket hon va
tra két qua cho ca nhén.

Cong chirc Gio hanh
TN&TKQ chinh

* Truong hop dén hen nhung chua c6 két qua, trong thoi gian cham nhat 01 ngay
trugc ngay hét han xir Iy tra két qua, Phong Tu phap tham muu UBND cap huyén
ban hanh phiéu xin 15i va hen lai ngay tra két qua dé gui cho td chuc, ca nhan.

* Trong qué trinh giai quyét hd so, nguoi ¢ 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: https://motcua.hatinh.gov.vn 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
Phi¢u yéu cau bo sung hoan thién ho so

@j

Mau 03 Mau 03.docx
Phiéu tir choi tiep nhan giai quyét ho so

Mau 04 Ma3u 04.doc
Phiéu xin 10i va hen lai ngay tra két qua
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)
Mau 05 Mau 05.docx
Phiéu kiém soat qué trinh giai quyét hd so
=
Mau 06 MAau 06.docx
S6 theo ddi ho so
BM.HT.H.14.01 ’ BM.HT.H.14.01.doc
To khai dang ky lai ket hon
Mau ho tich dién tir twong tac dang ky lai két hon (néu nop
BM.HT.H.14.02
. ) BM.HT.H.14.02.doc
ho so theo hinh thac truc tuyen)

4 |HOSOLUU

- | Mau 01; 02, 03, 04 (néu c6), 06 luu tai Trung tdm Hanh chinh cong cap huyén.

Mau 01, 05 luu theo ho so;

- | Hb so dau vao theo muc 2.3;

- | S6 dang ky két hon;

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

- | Van ban dé nghi xac minh; Vin ban tra loi xac minh (néu co);

Ho so duoc luu tai Phong Tu phép, thoi gian luu trir thuc hién luu theo quy dinh cua
Luét Ho tich va cac van ban hudéng dan thi hanh. Sau khi hét han, chuyén hé so xudng
don vi luu trir cia UBND céap huyén va luu trir theo quy dinh hién hanh.

15. Thi tuc dang ky lai khai tir c6 yéu té nwéc ngoai

1 KY HIEU QUY TRINH

QT.HT.H.15

2 NQI DUNG QUY TRINH
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2.1

Piéu kién thuc hién TTHC:

Viéc dang ky khai tir cua cong dan Viét Nam dinh cu ¢ nu6c ngoai hoac cua nguoi
nuoc ngoai da dang ky tai co quan co tham quyen cua Viét Nam trudc ngay
01/01/2016 nhung S6 dang ky khai tir va ban chinh Giay chang tir déu bi mat.

2.2

Cach thwc thuc hign TTHC:

- Nguoi ¢ yéu cau dang ky lai khai tir truc tiép thuc hién hoic iy quyén cho nguoi
khéc thuc hién nop hd so truc tiép tai Trung tdm hanh chinh céng cap huyén:

- Gtri hd so qua dich vu buu chinh ¢dng ich;

- Nop hd so truc tuyén trén Cong Dich vu cong Quéc gia
(https://dichvucong.gov.vn) hoic Hé thong théng 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

T khai déng ky lai khai tir theo mau (néu nguoi ¢d yéu cau
lua chon nop ho so theo hinh thac truc tiep hoac gui ho so X
qua dich vu buu chinh cong ich);

Mau ho tich dién tir twong tac thuc hién dang ky lai khai ti,
trong d6 c6 cam doan cac thong tin cung cap 1a dang su that,
khong con ban chinh Gidy chtng tir/Trich luc khai tir, da nop du
cac glay to hién cd va chiu hoan toan trach nhiém truéc phap
luat V& ndi dung cam doan ctia minh (do ngudi yéu Cau cung cap
thong tin theo hudng dan trén Céng dich vu cong néu nguoi co
yéu cau lya chon ndp hd so theo hinh thic truc tuyén);

Nguoi ¢ yéu cau dang ky lai khai tir thuc hién viéc nop/xuat
trinh (theo hinh thuc truc tiép) hoac tai Ién (theo hinh thirc
truc tuyén) cac gidy to sau:

* Gidy tor phdi nép:

Gidy chung tir dugc cap hop 18 truée day. Néu khong c6 ban
sao Giay chang tu thi nop ban sao ho so, giay to lién quan co X
noi dung ching minh su kién chét;

Truong hop dy quyén cho ngudi khac 1am thay thi phai c6| X
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van ban uy quyén duoc ching thuc theo quy dinh cua phap
luat. Truong hop ngudi dugc uy quyén 1a 6ng, ba, cha, me,
con, vg, chdng, anh, chi, em rudt cua ngudi ty quyén thi vin
ban ty quyén khdng phai chang thuc;

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

* Gidy tor phdi xudt trinh:

Hé chiéu/Chiing minh nhan dan/Thé can cuéc cong dan/Thé
can cudc/Can cude dign ti/Gidy ching nhdn can cudc hoic
Cac gidy to khac c6 dan dnh va thong tin ¢4 nhén do co quan c6
tham quyén cap, con gla tri st dung dé chtitng minh vé nhan
than cua ngu:0| 6 yéu cau dang ky lai khai tir. Truong hop cac
théng tin cd nhan trong cac gidy to nay da cd trong
CSDLQGVDC, CSDLHTDT, duoc hé thong dién tu dong thi
khong phai tai 1én (theo hinh thuc truc tuyén).

*Luuy

- Truong hop giri hd so qua dich vy buu chinh cong ich thi phai giri kém theo
ban sao c6 chang thuc cac giay to phai xuat trinh néu trén.

- Di vai gidy to nop, xuat trinh néu ngudi yéu cau nop hod so theo hinh thic
truc tiép:

+ Nguoi tiép nhan c6 trach nhiém kiém tra, doi chiéu vai théng tin trong to
khai, chup lai hoic ghi lai thong tin dé Iuu trong ho so va tra lai cho ngudi Xuat
trinh, khong duoc yéu cau nop ban sao hoac ban chup giay to do.

+ Nguoi yéu cau dang ky ho tich c6 thé nop ban sao ching thuc tir ban chinh
hoic ban sao dugc cap tir s6 goc hodc ban chup kém theo ban chinh gidy to dé
d6i chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh gidy to
thi nguoi tiép nhan c6 trach nhiém kiém tra, d6i chiéu ban chup véi ban chinh
va ky xac nhan, khong duoc yéu cau nguoi di dang ky nop ban sao gidy to do.
+ Nguoi tiép nhan co trach nhiém tiép nhan ding, du hd so ding ky ho tich
theo quy dinh cua phap luat ho tich, khong dugc yéu cau ngudi dang ky ho tich
nop thém gidy to ma phép luat ho tich khong quy dinh phai nop.

Nguoi tiép nhan hd so thuc hién khai thac thong tin trong Co so dit lidu québc
gia vé dan cu theo quy dinh phép luat néu ngudi yéu cau dang ky ho tich da
cung cap ho, chit dém, tén; ngdy, thang, nim sinh; sé dinh danh c& nhan/thé
can cwoc cong dan/thé can cwoclchieng minh nhan dan/can cuoc dién tu.
Truong hop cac thdng tin can khai thac khong cé trong Co s& dit liéu qudc gia
vé dan cu thi dé nghi ngudi yéu cau ké khai day du.
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- i véi gidy to giri kém theo néu nguoi Yeu cau nop hd so theo hinh thirc truc tuyén:
+ Ban chup céc glay to gui kem theo hd so dang ky lai khai tir tryc tuyén phai
bao dam rd nét, day du, todn ven vé noi dung, 1a ban chup bang may anh, di¢n
thoai hoic dugc chup, dugc quét bang thiét bi dién tir, tir gidy to dugc cap hop
1€, con gid tri sur dung.

+ Truong hop gidy to, tai liéu phai gui kém trong hd so dang ky lai khai tir truc
tuyén da co ban sao dién tir hodc di c6 ban dién tir gidy to ho tich thi ngudi yéu
cau duoc st dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Trich luc khai tir/ban sao
Trich luc khai tir), ngudi c6 yéu cau dang ky lai khai tir phai xuat trinh gidy to
tuy than, nop cac gidy to la thanh phan ho so dang ky lai khai tir theo quy dinh
phap luat ho tich.

- Gidy to do co quan c6 tham quyén cia nudc ngoai cap, cong chung hoac xéac
nhan dé st dung cho viéc dang ky ho tich tai Viét Nam phai duoc hop phap hoa
lanh su, dich ra tiéng Viét va ching thyuc chir ky nguoi dich theo quy dinh cua
phap luat, trir truong hop duoc mién theo didu wdc qudc té ma Viét Nam 1a
thanh vién.

- Trudng hop nguoi ¢6 yéu cau dang ky lai khai tir khdng cung cap duoc gidy to
néu trén theo quy dinh hoic gidy to nop, xuat trinh bi tay x6a, sira chita, lam gia
thi co quan ding ky ho tich c6 tham quyén huy bo két qua ding ky lai khai tu.

2.4

S6 lwong hd so: 01 b

2.5

Thoi han giai quyét:
Trong thoi han 05 ngay lam viéc, ké ta ngay nhan du hé so hop 16. Trudng hop
can phai xac minh thi thoi han giai quyét khéng qua 10 ngay lam viéc.

2.6

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

- Trung tam Hanh chinh céng cap huyén.

- Cong Dich vu cong Quéc gia https://dichvucong.gov.vn hodc H¢ thong thdng
tin giai quyet TTHC tinh Ha Tinh http:/dichvucong.hatinh.gov.vn (chi tiep
nhan ho so).

2.7

Co quan thuc hién: Phong Tu phap.

Co quan c6 tham quyeén quyét dinh:

- Uy ban nhan dan cip huyén, noi da dang ky khai tir trude day thuc hién dang
ky lai khai to;

- Truong hop khai tir trude day duge dang ky tai Uy ban nhan dan cap x4 thi
viéc dang ky lai khai tir do Uy ban nhan dan cap huyén cap trén thuc hién;

- Truong hop viée diang ky khai tir trude ddy thuc hién tai Uy ban nhan dan cap
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tinh hodc S¢ Tu phap thi Uy ban nhan dan cap huyén noi cu tra cua nguoi yéu
cau thuc hién; néu nguoi yéu cau khong cu tra tai Viét Nam thi Uy ban nhan déan
cap huyén noi o tru s¢ hién nay cua So Tu phap thuc hién ding ky lai khai tu.

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

2.8 | Poi twong thuc hién TTHC: Ca nhan

Két qua giai quyét TTHC:
- H6 so du diéu kién:
+ Trich luc khai tir (ban chinh), ban sao Trich luc khai tir (néu c6 yéu cau).

2.9 | + Ban dién t Trich luc khai tir (Ban dién tir s& ty dong guri vé Kho quan ly dur
liu ctia c4 nhan/dja chi thu dién tu/thiét bi sd/dién thoai ctia ngudi yéu cau sau
khi da hoan tat tha tuc dang ky lai khai tir 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
- Trinh tw Trach | o .. gian Biéu m?lvu/Ké't
nhiém qua
1. Tiép nhan hd so.
- Tiép nhan hd so truc tiép tir ca
nhan hoac tir dich vy buu chinh
cong ich hoac trén, Cong Dich vu
cong Quoc gia
(https://dichvucong.gov.vn)  hodc
Hé thong thong tin giai quyét thu
tuc hanh chinh caa tinh
(https://dichvucong.hatinh.gov.vn). Mau 01: 02, 03
g1 |2 Can by TN&TKQ kiém tra hé | Cong chic | Gidhanh | (neu cd), 06 va
SO TN&TKQ chinh ho so theo muc
- Néu hd so chua day du hoic 2.3

khong hop 1é: Huéng dan hoic
thong béo bang vin ban cho ca
nhan bo sung, hoan thién ho so.
Truong hop khéng bo sung, hoan
thién duoc hd so thi thong bao tir
chéi giai quyét hd so.

- Néu hd so day dua, hop I& Lam
thu tuc tiép nhan hd so, thu phi, 18
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phi theo quy dinh, c6 Phiéu hen, tra
két qua cho ngudi c6 yéu cau (néu
ngudi ¢6 yéu cau lya chon hinh
thic nop hd so truc tiép) hoic gui
ngay Phiéu hen, tra két qua qua thu
dién tir hoac gui tin nhan hen tra
két qua qua dién thoai di dong cho
nguoi ¢ yéu cau (néu nguoi co Yéu
cau lya chon hinh thiic nop hd so
truc tuyén).

Sau khi tiép nhan hd so theo hinh
thac nop truc tiép, cdng chuc
TN&TKQ thuc hién sé hoa (sao
chup, chuyén thanh tai lidu dién tu
trén hé thong thong tin, co so dir
ligu) va ky sb vao tai lieu, hd so
giai quyét tha tuc hanh chinh da
duogc s6 hoa theo quy dinh.

B2 Chuyén hd so cho Phong Tu phéap | Cong chic 02 qio Mau 01, 05; hd
de xu ly. TN&TKQ g so kém theo
Lanh daO X LA
B3 | Phan cong cong chic xt Iy hd so. | Phong Tu | 04 giod l'l/é?# tggc’) o so
phap
Kiém tra, xem xét ho so:
- Truong hop ho so can bd sung,
hoan thién hodc khong du dieu ki¢n
giai quyet, phai tir choi thi gai théng
bdo vé tinh trang ho so t6i Trung MG £
. ) o7 ) u 04 (néu
tdm Hanh chinh cong d€ thong bao Cé{; 05: ( deu’
cho nguti nop ho so; 9 N— thio Trich luc
B4 |+ Truong hop cin phai kiém tra, | CONg chic |, ngay |khai tir hodc
xac minh 1am ré hoic do nguyén | Xt Iy ho so '

nhan khac ma khong thé tra két qua
dung thoi gian da hen thi lap Phiéu
xin 16i va hen lai ngay tra két qua,
trong d6 néu o 1y do cham tra két
qua va thoi gian hen tra két qua,
chuyen Trung tam Hanh chinh cdng
dé tra cho ngudi c6 yéu cau (néu

Van ban thong
bao khong du
diéeu kién
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ngudi ¢6 yéu cau lya chon hinh
thic nop hd so truc tiép), hoic g
Phiéu xin 15i va hen lai ngay tra két
qua qua thu dién to hoac gui tin
nhin qua dién thoai di dong cho
ngudi ¢6 yéu cau (néu nguoi co yéu
cau lya chon hinh thirc nop hd so
truc tuyén).

- Néu du diéu kién:

+ Truong hop tiép nhan ho so theo
hinh thac truc tiép: Thuc hién viéc
ghi vao So6 dang ky khai tir, cap
nhat thong tin dang ky lai khai tu
va luu chinh thic trén Phan mém
dang ky, quan ly ho tich dién t
dung chung.

+ Truong hop tiép nhan ho so theo
hinh thac tryc tuyén: Gui lai biéu
mau Trich luc khai tor dién tir véi
thong tin day du cho ngudi yéu cau
qua thu dién ttr hoic thiét bi sb.
Nguoi yéu cau cd trach nhiém kiém
tra tinh chinh xac, day du cua céc
thong tin trén biéu mau Trich luc
khai tir dién tr va xac nhan (tbi da
mot ngay).

Néu nguodi c6 yéu cau xac nhan
thong tin da thong nhat, diy du
hoac khong c6 phan hoi sau thoi
han yéu cau thi thuc hién viéc ghi
noi dung vao So6 dang ky khai tir,
cap nhat thong tin dang ky lai khai
ttr va luu chinh thire trén Phan mém
dang ky, quan ly ho tich dién tr
dung chung.

- Néu khong du diéu kién: Du thao
Vin ban thong bao khong du diéu
kién;

Trinh lanh dao Phong Tu phap,
chuyén dén B5.
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Truong hop can thiét thi tién hanh
xac minh bang van ban hoac truc

Van ban dé
nghi Xac minh,
Van ban xac

tiép xac minh. Sau khi c6 két qua | Cong chirc 05 s h e
x4c minh, thyuc hién nhu B4. xtt ly hd so ngay \minh — thong
. . . ) tin/bién ban két
Trinh lanh dao Phong Tu phap, Ud Xac minh
huyén dén buéc B6 g X
chuy ' (néu co)
Mau 05; du
-2 X , . . thao Trich luc
B8 |11d so trinh lanh dao UBND cép | © hoﬁg Tu | Olngay | Van ban thong
huyen phap bao khc_)ng du
o dieu Kkién da
duyét/ky nhay
Mau 05; Trich
, , Lanh dao luc khai to
B6 K){ két qua giai quyet thu tuc hanh UBND éép 01 ngay hoAac Van be}n
chinh. uven thong bao
ye khong di didu
kién
Mau 05, 06 va
Phat hanh vin bdn va tra két qua| Vanthu E'CT]O;%C thaﬂ
B6 | cho Phong Tu phap dé chuyén cho| Phong Tu 02 gio ban thona ba
Trung tdm Hanh chinh céng ha an thong a0
' phap khong du diéu
Kién
Mau 01, 06;
v , Trich luc khai
B9 Chuyén nguoi dan ky So6 va tra két | Céng chuc | Giohanh |t hoac Van
qua cho ca nhan. TN&TKQ chinh | ban théng 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 giri cho t6 chuc, ca nhan.

* Trong qué trinh giai quyét hd so, ngudi ¢ trach nhiém thuc hién can thuc
hién dong thoi cac thao tac tiép nhan/chuyén/tra ho so, két qua giai quyét trén
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phan mém: https://motcua.hatinh.gov.vn véi cac budc trong quy trinh.

BIEU MAU
: -
Mau 01 Mau 01.doc
Gidy tiép nhan hd so va hen tra két qua
: ZE
Mau 02 M3u s6 02.doc
Phiéu yéu cau bo sung hoan thién ho so
: zZE
Mau 03 Mau 03.doc
Phiéu tir chéi tiép nhan giai quyét hd so
~ zE
Mau 04 M3u 04.doc
Phiéu xin 15i va hen lai ngay tra két qua
: -
Mau 05 M3u s6 05.doc
Phiéu kiém soat qua trinh giai quyét ho so
: -
Mau 06 M3u s6 06.doc
S6 theo ddi ho so
-
BM.HT.H.15.01 BM.HT.H.15.01.doc
To khai dang ky lai khai tir
Mau ho tich dién tir twong tic thuc hién dang ky lai khai tir
(néu nop ho so theo hinh thuc truc tuyen)
BM.HT.H.15.02

[
|

BM.HT.H.15.02.doc

HO SO LUU
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Mau 01; 02, 03, 04 (néu c6), 06 lwu tai Trung tdm Hanh chinh cdng cap huyén.
Mau 01, 05 luu theo ho so;

Ho so dau vao theo muc 2.3;

S6 dang ky khai tu;

Vin ban dé nghi xdc minh, Van ban xac minh thong tin/bién ban két qua xac
minh (néu co);

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

Ho so dugc luu tai Phong Tu phap, thoi gian luu trir thuc hién luu theo quy dinh cua
Luét H tich va cac van ban huéng dan thi hanh. Sau khi hét han, chuyén ho so xuéng
don vi luu trit cia UBND cap huyén va luu trit theo quy dinh hién hanh,

16. Thii tuc cap ban sao trich luc h tich

1 | KY HIEU QUY TRINH QT.HT.H.16

2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thuc hién TTHC:
Khéng.

2.2 | Cach thac thuc hién TTHC:
- Ngudi 6 yéu cau cap ban sao trich luc h¢ tich truc tiép thuc hién hodc uy
quyén cho nguoi khac thuc hién nop ho so truc tiep tai Trung tam hanh chinh
cong cap huyén;
- Gtri hd so qua dich vy buu chinh cdng ich:
- Nop ho so tryc tuyen trén Cong Dich wvu cong Quoc gia
(https://dichvucong.gov.vn) hoac Hé thong thdéng tin giai quyét thu tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn).

5 A A Ao, Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh

Sao
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To khai cidp ban sao trich luc ho tich, theo mau
BM.HT.H.16.01 di véi ca nhan (néu ngudi €O yéu cau lya
chon nop hd so theo hinh thuc truc tiép hodc gui hd so qua
dich vu buu chinh cong ich);

Vin ban yéu cau, trong d6 néu rd 1y do ddi véi co quan, to
chuc (néu nguoi cO yéu cau lya chon nop ho so theo hinh X
thuc truc tiep);

Mau dién tir twong tac yéu cau cap ban sao Gidy khai sinh,
ban sao Trich luc hd tich (do nguoi yéu cau cung cap théng
tin theo hudng dan trén Cong dich vu cong, néu ngudi €O
yéu cau lya chon nop ho so theo hinh thic truc tuyén);

Ngudi ¢6 yéu cau cap ban sao Trich luc h¢ tich thuc hién
viéc nop/xuat trinh (theo hinh thuc tryc tiép) hoac tai Ién
(theo hinh thure truc tuyén) cac giay to sau:

* Gidy to phdi ngp:

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

* Gidy to phdi xudt trinh (di véi ca nhan):

H¢é chiéu/Ching minh nhan dan/Thé cdn cieéc cong dan/Theé
can cude/Cén cude dién tirlGidy ching nhédn cdan cuéc hoic
cac giéy to khac co dan anh va thong tin cd nhan do co quan
c6 tham quyén cap, con gia tri st dung dé chiing minh vé
nhan than cta nguoi ¢ yéu cau cap ban sao Trich luc h | X
tich. Truong hop céc thdng tin c& nhan trong cac gidy to nay
da c6 trong CSDLQGVDC, CSDLHTPT, dugc hé thng
dién tu dong thi khdng phai tai 1én (theo hinh thuc truc
tuyén).

*Luuy:

- Trudng hop gui hd so qua dich vy buu chinh cong ich thi phai gui kém theo
ban sao co chiing thuc céc giay to phai xuat trinh néu trén.,

- Déi véi gidy to nop, xuat trinh néu ngudi yau cau nop hd so theo hinh thic
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truc tiép:
+ Nguoi tiép nhan cd trach nhiém kiém tra, d6i chiéu véi thdng tin trong to
khai, chup lai hoac ghi lai théng tin dé luu trong hd so va tra lai cho nguoi
Xuit trinh, khong duoc yéu cau nop ban sao hoic ban chup gidy to do.
+ Nguoi yéu cau dang ky ho tich c6 thé nop ban sao chuang thyc tir ban chinh
hoic ban sao dugc cap tir s6 gbc hodc ban chup kém theo ban chinh gidy to dé
d6i chiéu. Truong hop ngudi yéu cau nop ban chup kém theo ban chinh gidy
to thi ngudi tiép nhan ¢é trach nhiém kiém tra, doi chiéu ban chup vai ban
chinh va ky xé&c nhan, khong duoc yéu cau ngudi di dang ky nop ban sao gidy
to do.
+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, di hd so dang ky ho tich
theo quy dinh cta phap luat ho tich, khong duoc yéu ciu nguoi ding ky ho
tich nop thém gidy to ma phap luat ho tich khong quy dinh phai nop.
Nguoi tiép nhan hd so thuc hién khai thac thong tin trong Co s¢ dir ligu qudc
gia vé dan cu theo quy dinh phap luat néu nguoi yéu cau dang ky ho tich da
cung cap ho, chir dém, tén; ngay, thang, nim sinh; s¢ dinh danh ca nhan/thé
can cwoc cOng dan/thé can cwoclching minh nhan dan/can cuoc dién tu.
Truong hop cac thong tin can khai thac khong c6 trong Co sd dit liéu qudc
gia vé dan cu thi dé nghi ngudi yéu cau ké khai day du.
- Péi véi gidy to guri kém theo néu nguoi yéu cau nop hd so theo hinh thac truc
tuyén:
+ Ban chup cac gidy to giri kém theo ho so cap ban sao Trich luc h tich tryc
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 tir, tir gidy
to duoc cap hop 1€, con gia tri sir dung.

+ Truong hop glay to, tai liéu phai gui kém trong hd so cap ban sao Trich luc
ho tich truc tuyen d4 c6 ban sao dién tir hodc da co ban dién tu gidy to ho tich
thi ngudi yéu cau duoc st dung ban dién tur nay.

- Truong hop ngudi yeu cau cap ban sao Trich luc ho tich khong cung cap
day du hodc cung cap cac théng tin khéng chinh xac, khdng thé tra cau duoc
thong tin thi co quan dang ky hé tich tir chdi giai quyét.

- Giay to do co quan c6 thdm quyén cua nudc ngodi cap, cong chang hoic
x4c nhan dé st dung cho Viéc dang ky ho tich tai Viét Nam phai dugc hop
phap hoa lanh sy, dich ra tiéng Viét va ching thuc chir ky nguoi dich theo
quy dinh ctia phap luat, trir truong hop duoc mién theo diéu udc qudc té ma
Viét Nam la thanh vién.

- Truong hop nhan ket qua (ban sao Trich luc h¢ tich) tai co quan dang ky ho
tich, nguoi 6 yéu cau cap ban sao Trich luc ho tich phai Xuat trinh gidy to tuy
than; nop cac giay to, tai liéu 1a thanh phan hd so cap ban sao Trich luc ho
tich theo quy dinh phép luat ho tich.
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2.4 | S6 lrong hd so: 01 bo.
2.5 | Thoi han giai quyét:
Trong ngay tiép nhan hd so. Truong hop nhan ho so sau 15 gid ma khong giai
quyét duoc ngay thi tra két qua trong ngay 1am viéc tiép theo.
2.6 | Pia diém tiép nhan hé so va tra két qua giai quyét TTHC:
- Trung tdm Hanh chinh céng cap huyén.
- Cong Dich vu cdng Qudc gia https:/dichvucong.gov.vn hodc Hé thong
thong tin giai quyet TTHC cua tinh http://dichvucong.hatinh.gov.vn.
2.7 | Co quan thuc hién: Phong Tu phap.
Co quan c6 tham quyén quyét dinh: UBND cap huyén.
Co quan dwoc iy quyén: Khong.
Co quan phdi hop: Khong.
2.8 | Péi twong thuc hién TTHC: Ca nhan, to chic
2.9 | Két qua giai quyét TTHC:
- H6 so du diéu kién: Ban sao Trich luc ho tich.
- Ho so khong du diéu kién: Vin ban thong bao khong du diéu kién.
2.10 | Quy trinh xi ly cong viéc
T Trinh tu TrfaAch T_ho1 Biéu ma?u/Ket
: nhiém gian qua
1. Tiép nhan hd so.
- Tiép nhan ho so tryc tiép tir ca
nhan, t6 chac hoac tir Dich vu buu
chinh cbng ich hoac trén Cong
Dich vu c¢bng Quéc gia X
(https://dichvucong.gov.vn) hodc Cona chie | Gis hanh I(\r/]lgﬂ (c)g) 0026’ (\)/i
Bl |Hé théng thong tin giai quyét thi | —or'9 ’

TN&TKQ | chinh | hd so theo muc

tuc hanh chinh cua tinh 93

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

2. Can bo TN&TKQ kiém tra hd
SO

- Néu hd so chua day du hogc
khéng hop 1é&: Hudng dan hoac



https://dichvucong.gov.vn/
http://dichvucong.hatinh.gov.vn/
https://dichvucong.hatinh.gov.vn/
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thdng b&o bang vian ban cho cé
nhan bd sung, hoan thién ho so.
Truong hop khéng bé sung, hoan
thién dugc ho so thi thong bio tir
chéi giai quyét hd so.

- Néu hd so day du, hop 1é: Lam
thia tuc tiép nhan ho so, thu phi, 1¢
phi theo quy dinh. Néu tlep nhan
hd so sau 15 gid thi c6 Phiéu hen,
tra két qua cho ngudi co yéu cau
trong ngay lam viéc tiép theo (néu
nguoi ¢ yéu cau lya chon hinh
thic nop hd so truc tiép) hoac gui
ngay Phiéu hen, tra két qua qua
thu dién tir hoac gui tin nhan hen
tra két qua qua dién thoai di dong
cho nguoi c6 yéu cau (néu nguoi
c6 yéu cau lya chon hinh thitc nop
ho so truc tuyén).

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

B2 Chuyén cho Phong Tu phap dé xtr | Cong chuc 12 die Mau 01, 05; hd
1y. TN&TKQ 99| 50 kem theo.
A A e Léanh dao .| Mau 05; hd so
B3 | Phan cong cong chuc xu ly ho so. Phong 01 gio kem theo.
Cong chac dugc giao nhiém vu x P
kidm tra, xem xét hd so: Mau 04  (néu
\ A A WA cd), 05; du thao
- Truong hop ho so can bo sung, ban sao Trich
hoan thién hoic khong du diéu | COng chic . . -
B4 | Pdl HIiel Thac xhong du diety == % ™ 02 gid | luc ho tich hodc
kién giai quyet, phai tir choi thi | X ly ho so

gui thong bao ve tinh trang ho so
t61 Trung tdm Hanh chinh cong dé
thong bao cho nguoi nop ho so;

Van ban thong
bao khong du
diéeu kién.
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- Truong hop can phai kiém tra,
xac minh lam r6 hoac do nguyén
nhan khac ma khong thé tra két
qua dang thoi gian da hen thi 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 tam
Hanh chinh céng dé tra cho nguoi
¢ yéu cau (néu nguoi co yéu cau
lya chon hinh thicc nép hd so truc
tiép), hoac giri Phiéu xin 15i va hen
lai ngay tra két qua qua thu dién tar
hodc gui tin nhan qua dién thoai di
dong cho ngudi c6 yéu cau (néu
ngudi ¢ yéu cau lya chon hinh
thizc ndp ho so truc tuyén).

- Néu du diéu kién:

+ Truong hop tiép nhan hd so
theo hinh thac truc tiép: In ban
sao Trich luc ho tich.

+ Truong hop tiép nhan ho so theo
hinh thic truc tuyén, cong chuc
lam cong tac ho tich gui lai noi
dung biéu mau Trich luc ho tich
dién t& twong ung vaoi thong tin
day dii cho nguoi yéu cau qua thu
dién tir hoac thiét bi so.

Nguoi yéu cau cd trach nhiém
kiém tra tinh chinh xé4c, diy du
cua cac thdng tin trén biéu mau
Trich luc ho tich dién tir va xac
nhan (t6i da mot ngay).

Néu ngudi cd yéu cip ban sao
Trich luc ho tich da thdng nhat,
day du hodc khéng cé phan hoi
sau thoi han yéu cau thi cong chuc
lam céng tac ho tich in ban sao
Trich luc ho tich.

- Néu khong du diéu kién: Du
thao Van ban thong bao khong du
diéu kién;
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Trinh l1anh dao Phong Tu phap.

Kiém tra két qua thuc hién, duyét,

Mau 05; du thao
ban sao Trich

truc tiép hoic giao cong chic xir Laflh dao -\ h'l? ho FICh h? ac
B5 |1y hé so trinh lanh dao UBND c4p | Trong Tu | 1/2gio | Van ban thong
huyén. phap b?;o kh‘.)fl & dlf
i dieu kién da
duyét/ky nhay.
Mau 05; Ban sao
g | KY ket qua giai quyct thu tuc hanh uL srlilhDdggp 12 gios g;g:ch h'\lfégo EZE
chinh. . N . N
huyén thong bao khong
du diéu kién.
Mau 05, O06;
Phat hanh van ban va tra két qua | Van thu; Fi”hf??chThr('ﬁz
B7 | cho phong Tu phap dé chuyén cho Phong Tu | 1/2 gio bo 1o ALl Hod
Trung tdm Hanh chinh céng phap Van ban thong
' bdo khong du
diéu kién.
- Tra két qua cho cé nhan, td chic.
- Nguoi ¢6 yéu cau ciap ban sao
Trich luc ho tich duoc nhan két
qua theo mdt trong cac phuong
thirc sau day:
+ Nhan ban dién tir ban sao Trich
luc ho tich gui qua thu dién tu, Mau 01, O06;
Kho quan Iy dix liéu dién tir cua to Ban sao Trich
B8 chtre, ca nhan do; Cong chuc | Gio hanh | luc ho tich hoac
+ Nhan bén dién tir ban sao Trich | TN&TKQ | chinh | Van ban thong

luc ho tich giri vao thiét bi sé,
thong qua phuong phap truyén sé
liéu phu hop, dam bao an toan,
bao mat thong tin;

+ Nhan két qua 1a ban sao Trich
luc ho tich thong qua dich vu buu
chinh cong ich;

+ Nhan két qua Ia ban sao Trich luc

bao khong du
diéeu kién
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ho tich tai co quan dang ky ho tich.

* Truong hop hd so khong xir 1y dugc trong ngay lam viéc hoic trong ngay
lam viéc tiép theo (ddi véi hd so nhan sau 15 gid), trong ngay hen tra két qua,
Phong Tu phap tham muu ldnh dao UBND cip huyén ky ban hanh phiéu xin
15i va hen lai ngay tra két qua dé gui cho td chirc, c& nhan.

* Trong qué trinh giai quyét hd so, ngudi c6 trach nhiém thuc hién can thuc
hién ddng thoi céc thao tac tiép nhan/chuyén/tra ho so, két qua giai quyét trén
phan mém: https://motcua.hatinh.gov.vn véi cac budc trong quy trinh.

BIEU MAU
)
Mau 01 Mau 01.docx
Giay tiép nhan ho so va hen tra két qua
)
Mau 02 MAu 02.docx
Phiéu yéu cau bo sung hoan thién ho so
)
Mau 03 Mau 03.docx
Phiéu tir choi tiep nhan giai quyét ho so
o]
Mau 04 Mau 04.docx
Phiéu xin 16i va hen lai ngay tra két qua
)
Mau 05 Mau 05.docx
Phiéu kiem soat qua trinh giai quyét ho so
)
Mau 06 MAau 06.docx
So6 theo doi ho so
=
BM.HT.H.16.01 BM.HT.H.16.01.doc

To khai cap ban sao trich luc ho tich
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Mau dién tir trong tac yéu cau cap ban sao Giy khai sinh,
ban sao Trich luc ho tich (néu ndp ho so theo hinh thirc truc
BM.HT.H.16.02 @
) BM.HT.H.16.02.docx
tuyen).
4 |HOSOLUU

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

Hé so dau vao theo muc 2.3;

S6 cap ban sao Trich luc hé tich:

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

Ho so duoc luu tai Phong Tu phap, thoi gian luu trir thuc hién luu theo quy dinh cua
Luat Ho tich va cac véan ban hudng 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,

17. Tha tuc xac nhan théng tin hg tich
1 |KY HIEU QUY TRINH QT.HT.H.17
2 NOI DUNG QUY TRINH
2.1 | Piéu kién thwc hién TTHC: Khong.
2.2 | Cach thic thuc hién TTHC:
- Ngu(yi c6 yéu cau xac nhan théng tjn ho tich truc tiép thuc hién hoic ay
quyén cho ngudi khac thuc hién nop ho so tryc tiep tai Trung tam Hanh chinh
cong caa UBND cap huyén;
- Giri hd so qua dich vu buu chinh cdng ich;
- Nop ho so tryc tuyén trén CoOng Dich vy cdng Quoc gia
(https://dichvucong.gov.vn) hoac HE thong thong tin giai quyét tha tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn).
A A A A, Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh

Sao
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To khai dé nghi xéc nhan thdng tin ho tich (néu nguoi c6 yéu
cau lya chon nop ho so theo hinh thirc truc tiep);

Mau dién tir twong tac dé nghi xc nhan thong tin h¢ tich (do
ngudoi yéu cau cung cap thong tin theo hudng dan trén Cong
dich vu cong, néu ngudi €6 yéu cau lya chon nop hd so theo
hinh thuc truc tuyén):;

Ngudi c6 yu cau xac nhan thdng tin h¢ tich thuc hién viéc
nop/xuat trinh (theo hinh thirc tryc tiep) hodc tai Ién (theo
hinh thurc truc tuyén) cac giay to sau:

* Giay to phai nop:

Gidy to, tai lidu c6 lién quan dén noi dung dé nghi xac nhan
thong tin ho tich;

Vin ban uy quyén (duoc chung thuc) theo quy dinh cua
phap luat trong truong hop uy quyén thyuc hién viéc xin Cap
xé&c nhan théng tin ho tich. Truong hop ngudi dugc uy quyén
la 6ng, ba, cha, me, con, vo, chong, anh, chi, em rudt cua
nguoi Gy quyén thi van ban ty quyén khéng phai chang
thuc.

Gidy to chiing minh thudc gia dinh ¢6 cong véi cach mang,
ngudi thudc ho ngheo, nguoi khuyét tat (néu co);

* Gidy to phai xuat trinh:

H¢ chiéu/Chizng minh nhan dan/Thé can cuéc cong dan/The
can cuée/Can cwde dién tirlGidy chirng nhédn cdn cuéc hoac
cac giéy to khac ¢ dan anh va thong tin ca nhan do co quan
c6 tham quyén cap, con gia tri su dung dé chirng minh vé
nhan than cua ngu’ol c6 y8u cau cap xac nhan thdng tin ho
tich. Truong hop céc thdng tin ca nhan trong céc gidy to nay
d3 c6 trong CSDLQGVDC, CSDLHTPT, dugc hé thong
dién tu dong thi khong phai tai 1én (theo hinh thic truc
tuyén):;

Gidy to ¢6 gia tri ching minh thdng tin vé cu tr trong truong
hop co quan quan Iy Co s& dit liéu ho tich dién tir khdng thé
khai thac dugc thdng tin vé noi cu trii ciia cong dan theo cac
phuong thirc quy dinh tai khoan 2 Piéu 14 Nghi dinh sb
104/2022/ND-CP ngay 21/12/2022 cita Chinh phta. Truong
hop cac thdng tin vé gidy to chimg minh noi cu tra da dugc
khai thac tir Co so dir liéu quéc gia vé dan cu bang céc
phuong thic nay thi ngudi ¢6 yéu cau khéng phai xuét trinh
(theo hinh thic truc tiép) hoac tai 1&n (theo hinh thuc truc
tuyén).
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* Luu y:

- Truong hop gui hd so qua dich vu buu chinh cong ich thi phai gui kém theo
ban sao c6 chtng thuc cac gidy to phai xuat trinh néu trén.

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

+ Nguoi tiép nhan cé trach nhiém kiém tra, ddi chiéu véi thong tin trong to
khai, chup lai hodc ghi lai théng tin dé luu trong hd so va tra lai cho nguoi
Xuat trinh, khong duoc yéu cau nop ban sao hoac ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich ¢ thé nop ban sao chung thyc tir ban chinh
hoac ban sao duoc cap tir s6 goc hoic ban chup kém theo ban chinh gidy to dé
d6i chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh gidy
to thi nguoi tiép nhan cé trach nhiém kiém tra, doi chiéu ban chup voi ban
chinh va ky xac nhan, khong duoc yéu cau ngudi di dang ky nop ban sao giay
to do.

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

- i véi gidy to giri kém theo néu nguoi Yéu cau nop hd so theo hinh thirc truc tuyén:
+ Ban chup cac giay to giri 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, 1a ban chup bang
may anh, dién thoai hoic duoc chup, duoc quét bang thiét bi dién tu, tir gidy to
duoc cap hop 18, con gia tri st dung.

+ Truong hop giay to, tai liéu phai gui kém trong ho so cap xac nhan thong tin
ho tich truc tuyén da c6 ban sao dién tir hodc di co ban dién tir gidy to ho tich
thi ngudi yéu cau duoc st dung ban di¢n tir nay.

- Truong hop ngudi yéu Cau cap xac nhan thong tin ho tich khong cung cap
day du hoic cung cap céac thong tin khong chinh xac, khong thé tra ctiru duoc
thong tin thi co quan dang ky ho tich tir chi giai quyét.

- Gidy to do co quan c¢6 tham quyén cta nudc ngoai cap, céng ching hosdc xac
nhan dé st dung cho viéc dang ky ho tich tai Viét Nam phai duoc hop phép
hoa 13nh su, dich ra tiéng Viét va ching thuc chit ky nguoi dich theo quy dinh
cua phap luat, trir trudng hop dugc mién theo didu wdc qudc té ma Viét Nam
la thanh vién.

- Truong hop nhan két qUa (Van ban xac nhan thong tin h¢ tich) tai co quan
dang ky h¢ tich, nguoi c6 yeu cau cap xac nhan thong tin ho tich phai Xuat
trinh gidy to tuy than; nop cac gidy to, tai liéu 1a thanh phan hd so cap xéac
nhan thong tin ho tich theo quy dinh phép luat ho tich.

2.4

S6 lwong hd so: 01 bo.

2.5

Thai han giai quyét: Trong thoi han 03 ngay 1am viéc, ké tir ngay nhan du ho
so hop €. Truong hop phai kiém tra, xac minh thi thoi han c¢6 thé kéo dai
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nhung khong qua 10 ngay lam viéc.

Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
- Trung tdm Hanh chinh céng cap huyén.

2.6 ) C _ . A
- Cong Dich vu cdng Quac gia https://dichvucong.gov.vn hoac H¢ thong thdng
tin giai quyét TTHC tinh Ha Tinh http://dichvucong.hatinh.gov.vn.

Co quan thuc hién: Phong Tu phéap thuoc UBND cap huyén
Co quan cé thim quyén quyét dinh: Phong Tu phap thuoc UBND cip

2.7 | huyén
Co quan dwoc iy quyén: Khong.

Co quan phdi hop: Co quan cong an, cac co quan khac c6 lién quan.

2.8 | Poi twong thuc hién TTHC: Co quan, to chic, c& nhan.

Két qua giai quyét TTHC:
- Néu ho so du diéu kién:
+ Van ban xac nhan thong tin ho tich.

2 g |+ Ban dién ta Xac nhan thong tin ho tich (Ban dién tu s& tu dong ,gﬂri vé Kho
quan ly di liéu ‘dién tir cua ca nhén/dia chi thu dién tu/thiét bi so/dién thoai
cta nguoi Yéu cau sau khi da hoan tat thu tuc xac nhan théng tin ho tich tai co
quan dang ky ho tich).

- Néu hé so khong du diéu kién: Vin ban tir chdi xac nhan théng tin ho tich.

2.10 | Quy trinh xw ly cong viéc

TT Trinh tu TrfaAch T_ho1 Bieu mztu/Ket

: nhiém gian qua

1. Tiép nhan hd so.

- Tiép nhan ho so tryc tiép tir ca

nhan hodc tr dich vu buu chinh cong

ich “hoac trén Cong Dich vy cong

Quoc gia

(ht}ps://d[chvu_conq_.g_ov.vnz hO@tC Hé Miu 01: 02, 03
thong thong tin giai quyet thu tuc . L oyl N
hanh chinh cua tinh | Cong chu Gio | (néu co); 06 va

Bl ong chuc hanh |HO so theo

(https://dichvucong.hatinh.gov.vn) TN&TKQ
2. Can bo TN&TKQ kiém tra hé so:
- Truong hop hd so chua diy du,
hop 1é: Huéng dan ngudi nop hod so
bo sung, hoan thién theo quy dinh,
néu khéng bd sung hoan thién duoc
thi tir chéi tiép nhan ho so.

- Trudng hop hd so day du, hop 1é thi

chinh | muc 2.3
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tiép nhan ho so, thu phi theo quy
dinh, c6 Phiéu hen, tra két qUa cho
nguoi ¢o yéu cau (néu nguoi co yeu
cau lya chon hinh thic nop hé so truc
tiép) hoac guri ngay Phiéu hen, tra két
qua qua thu dién tr hodc gui tin nhin
hen tra két qua qua dién thoai di dong
cho nguoi c6 yeu cau (néu ngudi co
y&u cau lya chon hinh thirc nop hd so
truc tuyén), dong thoi chuyén hd so
dé Phong Tu phap xir ly.

Sau khi tiép nhan ho so theo hinh
thac nop truc tiép, cobng chuc
TN&TKQ thuc hién sd hoa (sao
chup, chuyén thanh tai liéu dién to
trén hé théng thong tin, co so di
lidu) va ky sb vao tai liéu, hd so giai
quyét thu tuc hanh chinh da dugc s6
hoéa theo quy dinh.

B2 | Chuyén Phong Tu phéap dé xir ly. (T:?\lnchng 02 gio r':/(l)a:o(l)(lé’moie\i)a
Tham tra ho so (tham tra tinh théng
nhat, hop 1& cua céac thong tin trong
ho so, gidy to, tai liéu do nguoi yéu
cau nop, xuat trinh hoic dinh kém).
- Néu thay ho so day da, hop I8,
ding quy dinh, thong tin trong Co s&
dir liéu ho tich dién tur va thong tin
dé nghi x&c nhan 1a dung:
+ Truong hop tiép nhan hd so cap Miu 05 Vin
xac nhan théng tin ho tich theo hinh Cong chirc ~ |ban xac nhan
B3 | thuc truc tiép, thi cong chuc Xt 1Y ho | i Iy héd so 02 ngay thong tin o

so in Van ban x&c nhan thoéng tin ho
tich, trinh Lanh dao phong Tu phap
ky duyét theo budc B7.

Déi voi yéu cau xac nhan thdng tin
ho tich cia ca nhan, néu thay thong
tin ho tich cua ca nhan khoéng co su
thay doi thi céng chuc xur ly bao cao
Lanh dao phong khdng cip Vin ban
xac nhan thong tin ho tich ma hudng
dan nguoi yéu cau lam thu tyc cap

tich.
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ban sao Giay khai sinh hoac ban sao
trich luc h¢ tich tuong ung, trir
truong hop co quan, t6 chirc c6 tham
quyen dé nghi cap van ban xac nhan
dé giai quyét vu viéc lién quan dén
ca nhan.

+ Truong hop tiép nhan hd so xin
cap xac nhan thdng tin ho tich theo
hinh thtc truc tuyén, cdng chac xur
ly hd so gui lai biéu mau Xéac nhan
thong tin ho tich dién tir vai thong
tin day da cho nguoi yéu cau qua thu
dién tir hoic thiét bi sb.

Nguoi yéu cau co trach nhiém kiém
tra tinh chinh xac, day du cua cac
théng tin trén biéu mau Xac nhan
thong tin ho tich dién tur va xac nhan
(t61 da mot ngay).

Néu nguodi c6 yéu cau xac nhan
thong tin da thdng nhat, day da hoic
khéng c6 phan hoi sau thoi han yéu
cau thi cong chac 1am cong tac ho
tich in Van ban xac 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 tur
budc B4 dén BI.

Bé4o céo Lanh dao Phong Tu phép va
tham muu van ban d¢ nghi co quan
cong an, cac co quan khéac co lién

Cong chuc

Mau ‘05; Van
ban dé nghi xac

B4 quan xiac minh theo quy dinh tai | Xt ly ho so 01 ngay minh théng tin
Khoan 3 Diéu 13 Nghi dinh sé ho tich
87/2020/ND-CP.

go‘;] g‘;ﬂ Vin ban tra 1i
S N . ' . |dé nghi xac
B5 | Xa&c minh thong tin ho tich. cac co quan | 05 ngay minh thong tin
Khac co hé tich
lién quan T
- Trudng hop két qua xac minh Cong chirc | Mau 05; Van

B6 | khong co thong tin hoac thong tin Xt Iy hd so Olngay | ban xa&c nhan

khong théng nhat véi gidy to nguoi théng tin ho
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y8u cau cung cap thi du thao Vin
ban tir chéi cap van ban xac nhan
thong tin ho tich .

- Truong hop két qua xac minh
thong tin théng nhat véi gidy to thi
du thao Van ban xac nhan thong tin
ho tich.

tich hoac Van
ban tir chi xac
nhan théng tin
ho tich

Mau 05; Vin
ban Xx&c nhan
. e LAS mn2 ... .| Lanh dao thong tin ho
g7 | Xem Xet, duyetket qua thuc hiental | ot | 04 gior |tich hodc Van
budc B3 va B6. - Y e A
phap ban tir choi xac
nhan thong tin
ho tich
Mau 05, O06;
Van ban Xxac
Pong dau vin ban va Chuyér] két qua Cona chic Egan tit:hhonic;[a!lr;
B8 | cho cong chirc TN&TKQ dé tra cho | g \ 02gi10 |~ .. .
. A xtr ly ho so Van ban tur
ca nhan. L A
choi xac nhan
thong tin ho
tich
- Tra két qua cho nguoi dan.
- Nguoi ¢6 yéu cau cap xac nhan thdng
tin ho tich dugc nhan két qua theo mot
trong cac phuong thirc sau day:
+ Nhan ban dién t¢r Van ban xac
nhan thong tin ho tich gt qua thu x _
dién tir, Kho quan Iy di ligu dién ti '\\/"?“ boql’ 06;
ctia té chire, ¢4 nhan do; an  ban Xac
+ Nhan ban dién tor Van ban Xac Gio nhan thong tin
B9 | nha ?hA ar;. fA t'uh an ba ik Congchic | = |ho tich hoic
Ahar thong tin ho tich gut vao thict | N e TKQ © " |vin ban tu
bi S0, thong qua phuong phap truyéen chinh X A
X ria S \ i . choi xac nhan
so ligu phu hop, dam bao an toan, A . A
VNP théng tin ho
bao mat thong tin; tich

+ Nhan két qua 12 Van ban xac nhan
thong tin ho tich thong qua dich vu
buu chinh cong ich;

+ Nhan két qua 12 Vin ban xac nhan
thong tin ho tich tai co quan dang ky
ho tich.
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* Truong hop dén hen nhung chwa c6 két qua, trong thoi gian cham nhét 01
gio trudc khi hét han xtr 1y, Phong Tu phap tham muu UBND céap 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 c6 trach nhiém thuc hién can thuc
hién ddng thoi cac thao tac tiép nhan/chuyén/tra hd so, két qua giai quyét trén
phan mém: https://motcua.hatinh.gov.vn véi cac budce trong quy trinh.

BIEU MAU
N fwi=
Mau 01 Mau 01.doc
Giay tiép nhan ho so va hen tra két qua
N =
Mau 02 Mau sé 02.doc
Phiéu yéu cau bo sung hoan thién ho so
N ZE
Mau 03 Mau 03.doc
Phiéu tir chdi tiép nhan giai quyét ho so
N ZE
Mau 04 Mau 04.doc
Phiéu xin 15i va hen lai ngay tra két qua
Phiéu kiém soat qua trinh giai quyét ho so
Mau 05 e
Mau s6 05.doc
N Bwi=
Mau 06 M3&u s6 06.doc
S6 theo ddi hd so
To khai dé nghi xéc nhan thong tin ho tich (néu nop ho so
theo hinh thuc truc tiep).
BM.HT.H.17.01 m-
BM.HT.H.17.01.docx
Mau dién tir twong tac dé nghi xéc nhan thong tin ho tich
(néu nop ho so theo hinh thirc truc tuyen).
BM.HT.H.17.02

]

BM.HT.H.17.02.docx
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BM.HT.17.02.docx

HO SO LUU:

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

Ho so dau vao theo muc 2.3;

Ho so duogc luu tai Phong Tu phap, thoi gian luu trit hd so xac nhan ~'[hc“)ng tin ho tich
thuc hién luu theo quy dinh ctaa Luat Ho tich va cac van ban hudng dan thi hanh.

18.

Ping ky két hon, xac nhan tinh trang hén nhan truc tuyén

KY HIEU QUY TRINH QT.HT.H.18

NOQI DUNG QUY TRINH

2.1

Piéu kién thuc hién TTHC:

- Viéc nop ho so dang ky két hon, xac nhan tinh trang hon nhan truc tuyén trén
Cong Dich vu céng quéc gia, Cong dich vu cdng tinh chi duoc thuc hién Véi
diéu kién Cong dich vu cong/Hé thong mét cira dién ti cua tinh d hoan thanh
viéc két néi, khai thac dir liéu cong dan tir Co s dir lieu qubc gia vé dan cu va
két néi, lién thong dix lieu véi Phan mém ding ky, quan Iy ho tich dién tir ding
chung caa B6 Tu phép

- Cong dan cé y&u cau giai quyet thi tuc hanh chinh diang ky két hon, xac nhan
tinh trang hén nhan truc tuyén c6 tai khoan trén Cong Dich vu cong Québc gia
hoac tai khoan dinh danh dién tir mic d6 2 theo quy dinh caa Nghi dinh s6
59/2022/ND-CP ngay 05/9/2022 cua Chinh phii quy dinh vé dinh danh va xac
thuc dién tu.

2.2

Cach thirc thuc hien TTHC:

- Nguoi c6 yéu cau truy cap Cong Dich vu céng Qudc gia
(https://dichvucong.gov.vn)/Cdong dich vu cong tinh
(https://dichvucong.hatinh.gov.vn), dang ky tai khoan (néu chua co tai khoan),
X4c thye nguoi dung theo hudng dan, diang nhap vao hé théng.

- Nguoi ¢6 yéu cau lra chon co quan dang ky ho tich c6 tham quyén giai quyét
thu tuc dang ky két hén thuc hién quy trinh nop hd so: Pang ky két hon, xéac
nhan tinh trang hén nhan truc tuyén.

- Nguoi ¢6 yéu cau cung cap thdng tin trén biéu mau dién tir tuong tac dang ky
két hén, xac nhan tinh trang hén nhan (c6 mau kém theo); dinh kém ban chyp
hoac ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop phi, 1& phi thong
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qua chirc ning thanh toan truc tuyén hoic bang cach thirc khac theo quy dinh

phap luat, hoan tat viéc nop hd so.

2.3

Thanh phan hd so, bao gom:

Ban
chinh

Ban
sao

Biéu mau dién tur tuong tac dang ky két hdn, xac nhan tinh
trang hon nhan.

X

Nguoi ¢6 yéu cau thuc hién viéc tai 1én céc gidy to sau:

Gidy to hop 1é dé chung minh nguoi ¢6 yéu cau du diéu kién
két hon:

Déi voi két hon co yéu to nudc ngoai:

Gidy xac nhan cua t6 chic y té c6 tham quyén cua Viét Nam
hodc nudc ngodi xac nhan cac bén két hon khong mic bénh
tam than hoac bénh khac ma khdng cd kha niang nhan thuc,
lam chu duoc hanh vi caa minh;

Giay to chang minh tinh trang hén nhan cia nguoi nudc
ngoai do co quan c6 thim quyén cia nudc ma nguoi do 1a
cong dan cap con gia tri sir dung, xac nhan hién tai nguoi do
khong c6 vo hodc khong co chong; truong hop nuéc ngoai
khdng cap xac nhan tinh trang hon nhan thi thay bang gidy to
do co quan c6 thim quyén nudc ngoai xac nhan ngudi d6 co
du diéu kién két hon theo phép luat nudce do;

Nguoi nuge ngoai, cong dan Viét Nam dinh cu ¢ nudc ngoa
phai nop ban sao ho chieu/giay to co gia tri thay thé ho chieu;

Cong dan Viét Nam da ly hon hodc hay viéc két hon tai co
quan ¢ tham quyén cua nudc ngoai phai nop ban sao trich
luc ho tich vé viéc da ghi vao s6 viéc ly hdn hozc hiy viec két
hon tréi phép luat (Trich luc ghi cha ly hon);

Cong dan Viét Nam la cong chtc, vién chic hoac dang phuc
vu trong luc luscmg vii trang phal nNop van ban cua co quan,
don vi quan Iy x&c nhan viéc két hdn voi nguoi nudc ngoai
khong tréi véi quy dinh cia nganh do;

Truong hop nguoi yéu ciu diang ky két hon dang cong tac,
hoc tap, lao dong cd thoi han & nudc ngoai thi phai nop Gidy
xac nhan tinh trang hon nhan do Co quan dai dién ngoai giao,
Co quan dai dién Ianh su cta Viét Nam ¢ nuéc ngoai cap;

Ho chiéu hoac Ching minh nhan dan hogc Thé cin cudc cong
dan hogc cac giay to khac c6 dan anh va thong tin ca nhan do
co quan ¢0 tham quyén cap, con gia tri su dung dé chimng
minh vé nhan than cua nguoi ¢4 yéu cau. Trudng hop cac
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thdng tin ca nhan trong cac gidy to nay da co trong Co s6 dit
liéu Quoc gia vé dan cu, Co so dir liéu ho tich dién ta, duoc
hé thong dien tu dong thi khéng phai tai Ién;

Gidy to chitng minh thudc gia dinh c6 cong véi cach mang,

" | nguoi thudc ho nghéo, ngudi khuyét tat (néu co); X
Gidy to 6 gia tri chang minh thdng tin vé cu tra trong
truong hop co quan quan Iy Co s¢ dir liéu ho tich dién tur
khong the khai thac dugc thdng tin veé noi cu tri cua cong

| dén theo cac phuong thirc quy dinh tai khodn 2 biéu 14 Nghi «

dinh sé 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu.
Truong hop cac théng tin vé gidy to chimg minh noi cu tra
da duoc khai thac tir Co so dit liéu quoc gia vé dan cu bang
cac phuong thirc nay thi ngudi c6 yéu cau khéng phai tai lén.

* Luu y khi nop ho so:

+ Ban chup cac gidy to gui kém theo hd so truc tuyén phai bao dam rd nét, day
du, toan ven vé ngi dung, 12 ban chup bing méy anh, dién thoai hodc dugc
chup, dugc quet bing thiét b dién tu, tir gidy to dugc cap hop 1€, con gia tri su
dung; néu la giay to do co quan c6 tham quyén nudc ngoai cap thi phai dugc
hop phép hoa 1anh sy, dich sang tiéng Viét theo quy dinh, trir treong hop duoc
mién hop phéap hda Ianh su.

+ Khi dén nhan két qua, hai bén nam, nir phai c6 mt, xuét trinh gidy to tuy
than (ho chiéu, chitng minh nhan dan, thé can cudc cong dan hoac gidy to
khac c6 dan anh va thong tin c4 nhan do co quan c6 tham quyén cip, con gia
tri st dung) dé xac dinh dang nhan than.

2.4

S6 lwong ho so: 01 b

2.5

Thoi han giai quyét:
+ Pang ky két hén: 15 ngay 1am viéc, ké tir ngay nhan da hd so hop 16.
+ X&c nhan tinh trang hdn nhan: Trong ngay lam viéc.

2.6

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

- Nop hé so: Cong Dich vu cong Qudc gia hoic Hé théng théng tin giai quyét
TTHC tinh Ha Tinh http://dichvucong.hatinh.gov.vn;

- Nhan két qua: Trung tam Hanh chinh cong cap huyén.

2.7

Co quan thyc hién: Phong Tu phap va UBND cap x3 noi c6 tham quyén cip
Giay x&c nhan tinh trang hon nhan.

Co quan cé tham quyén quyét dinh: UBND cap huyén thuc hién dang ky
két hon; UBND cép x4 thuc hién cip gidy xac nhan tinh trang hon nhan.

Co quan dwoc iy quyén: Khong.

Co quan phoi hop: Co quan quan 1y Co s dit liéu quéc gia vé dan cu,
UBND cap xa.
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2.8

Péi twong thuc hién TTHC: C4 nhan.

2.9

Két qua giai quyét TTHC: Gidy chiing nhan két hdn hodc Vin ban théng bao

khong du diéu kién két hon.

2.10

Quy trinh xir ly cong viéc

TT

Trinh tw

Tréach
nhiém

Thoi
gian

Biéu mau/Két
qua

Bl

1. Tiép nhan hd so trén Cdng Dich
vu cong Quéc gia
(https://dichvucong.gov.vn)  hoac
Hé thong théng tin giai quyét
TTHC tinh
(https://dichvucong.hatinh.gov.vn).

2. Cong chuc TN&TKQ kiém tra
hd so:

- Truong hop hd so chua day du,
hop 1&: Guri thdong bao qua thu dién
ttr hoic tin nhin qua dién thoai di
dong cho nguoi yéu cau bo sung,
hoan thién hd so, néu 1 loai giay
td, noi dung can bo sung dé nguoi
cO yéu cau bo sung, hoan thién.
Truong hop ngudi c6 yéu cau
khdng bd sung, hoan thién duoc hd
so thi gui théng bao tir chdi giai
quyét hé so.

- Truong hop hé so day du, hop 16
thi tiép nhan ho so, chuyén ho so
cho phong Tu phap xur 1y, dong thoi
giri Phiéu hen, tra két qua qua thu
dién tir hodc tin nhan qua dién thoai
di dong cho ngudi c6 yéu cau, trong
d6 néu rd thoi gian tra két qua.

Cong
chuc
TN&TKQ

Gio hanh
chinh

Mau 01; 02, 03
(néu co6); 06 va
ho so theo muc
2.3

B2

Tham tra hd so:

Truong hop hd so can bd sung,
hoan thién hoic khong du diéu kién
giai quyét, phai tir chéi thi gui
thdng bao vé tinh trang hd so toi
Trung tdm hanh chinh cong cap
huyén dé thong bao cho ngudi nop
hd so.

Cong
chuc xu ly
hd so,
lanh dao
Phong Tu
phap,

01 ngay

Mau 05; Vin
ban théng béo
tinh trang hd so
(néu co).
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St dung chirc ning trén Hé thdng
kiém tra tinh trang hén nhan cta cong
dan (néu co s& dix liéu ho tich dién tur
co du thdng tin cua cong dan).

Mau 05; Chuyén
yéu cau trén
phan mém ho

. . 2 Cong tich qua chuac
Truong hop khong kiém tra duoC | oo i1y | 35 ngay | nang Hé théng
tinh trang hon nhan cua cong dan hd so Kidm  tra. Xac
thi boc tach ho so xac nhan tinh minh thf);lg tin
trang hon nhan chuyen tsi UBND finh trang hon
cap xa co tham quyen xac nhan tinh nhan.
trang hon nhan,

Cong chirc Tu phap - Ho tich cua

UBND cip x& c6 tham quyén Xac

nhan tinh trang hén nhan co trach

nhiém tiép nhan hdé so trén Heé

théng, kiém tra, x4c minh théng tin | UBND Vin ban thé hién

R A A A A A L Trong |.. N
B3 tmh trang hon nhgn cua cong dan, | capxa ngay 1am tmb trang hon_

hoan tat thu tuc xac nhan tinh trang | duoc dé . nhan cda nguoi

A~ ~ 2 Y z . IS . viec Z oA A

hon nhén, chuyén tra két qua la nghi ‘ cé yéu cau

thong tin vé tinh trang hdn nhan

ciia nguoi cO yéu cau cho UBND

cap huyén noi tiép nhan hd so diang

ky két hon.

Sau khi nhan duoc két qua phan hoi

vé tinh trang hén nhan tr UBND

cap Xa:

- Truong hop hai bén nam, nir du

diéu kién két hon thi hoan tat quy

trinh dang ky két hon, ghi vao S6 Mau 05; du thao

Piang ky két hdn, cap nhat thong tin Giay chung

ding ky két hon trén Phan mém| Céng nhan két hon
B4 | dang ky, quan ly hd tich dién ti | chuc xirly | 05 ngay | hodic Van ban

ding chung. In Giay chang nhan| hoso thong bao khong

két hon, trinh Lanh dao phong xem du diéu kien két

xét, ky nhay. hon.

- Truong hop hai bén nam, nir

khong du diéu kién két hon du thao

Vin ban théng bao khong du diéu

kién két hon trinh Lanh dao phong

xem xét, ky nhay.

Xem xét, ky nhay két qua thuc hién | La . |Mau 05 Giay
B5 tai buoc B 43( yKetq a0 ;ﬁg‘ﬁgd%?l 02 ngady |chang nhan két

hon hodac Van
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phap ban thong béo
khong du diéu
kién két hon.
Mau 05; Gidy
N chung nhan ket
Ky duyét két qua thuc hién tai buse | -anh dao  |hén hose Van
B6 B5 UBND 102 ngay ban théng béo
' cap huyén N N
khong du dieu
kién két hon.
Mau 05, 06;
Phat hanh van ban, tra két qua cho | Van thu, Sr::%/ kétChlﬁgﬁ
B7 Phong Tu phap d¢ chuyén cho | cong chac 04 dis | hoa y \
A X . A z . gio oac Van ban
Trung tdm Hanh chinh cdng cap phong Tu thong bao khong
huyén phap du didu Kien két
hon.
Tra két qua cho cé nhan.
Pé nghi hai bén nam nir xuat trinh
gidy to tuy than (ho chiéu, ching
minh nhan dan, thé can cudc cong 3
dan hoac gidy to khac ¢ dan anh Mau 01, O06;
va thong tin c4 nhan do co quan cé Giagy  chung
tham quyen cap, con gid tri si| COng | ... |"han ket hon
B8 | dung) dé xac dinh dung nhan than, | chdc chinh hoac Van ban
kiém tra théng tin trén Gidy chiing | TN&TKQ thong bao khong

nhan két hon, trong S6 dang ky két
hon, khiang dinh su tu nguyén két
hon va ky S6 Pang ky két hon, ky
Gidy chung nhan két hon. Tra mdi
bén nam, nit 01 ban chinh Gidy
chtng nhan két hén.

du diéu kien két
hon.

* Truong hop ho so khong xtr 1y duoc trong ngay lam viéc hoic trong ngay
lam viéc tiép theo (d6i vai ho so nhan sau 15 gio), trong ngay hen tra két qua,
Phong Tu phap tham muu 1anh dao UBND céap huyén ky ban hanh phiéu xin
15i va hen lai ngay tra két qua dé gui cho to chirc, c& nhan.
* Truong hop hd so qua han xu ly, trong thoi gian cham nhat 01 ngay truéc ngay
hét han xtr ly, UBND cap huyén ban hanh Phiéu xin 13i va hen lai ngay tra két
qua chuyén sang Trung tdm hanh chinh cong cip huyén dé g cho t6 chic, ca

nhan.

* Trong qua trinh giai quyét hd so, nguoi 6 trach nhiém thuc hién can thyc
hién dong thoi cac thao tac tiép nhan/chuyén/tra ho so, két qua giai quyet trén
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phan mém: https://motcua.hatinh.gov.vn véi cac budc trong quy trinh.

BIEU MAU
&
Mau 01 M3u 01.docx

Giay tiép nhan ho so va hen tra két qua
x

Mau 02 M3u 02.docx

Phiéu yéu cau bo sung hoan thién ho so
e

Mau 03 M3u 03.docx

Phiéu tir chéi tiép nhan giai quyét hd so
)

Mau 04 Mau 04.docx
Phiéu xin 10i va hen lai ngay tra két qua

Phiéu kiém soat qué trinh giai quyét hd so

Mau 05 'Ej
Mau 05.docx
0]
Mau 06 i . Mau 06.docx
So6 theo ddi ho so
HO SO LUU:

Mau 01; 02, 03, 04 (néu c6); 06 luu tai Trung tam Hanh chinh cong cap huyén.
Mau 01, 05 luu theo hd so;

Ho so dau vao theo muc 2.3;

Gidy to thé hién tinh trang hdn nhan cua ngudi ¢ yéu cau;

S6 dang ky két hon;
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II. LINH VU'C NUOI CON NUOI

1. Ghi vao So dang ky nu01 con nudi viéc nuodi con nuoi da dwgce giii

quyet tai co quan co tham quyen cua nudc ngoai

1 KY HIEU QUY TRINH QT.NCN.H.02
2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thuc hién TTHC:
Viéc nudi con nudi gitra cong dan Viét Nam vei nhau hoac gitra cong dan Vigt
Nam vé&i ngudi nude ngoai da duoc giai quyet tai co quan co tham quyen cua
nudc ngoai thi duoc ghi vao S6 dang ky nudi con nudi trong cac truong hop:
- Viéc nudi con nudi da duoc glal quyét theo quy dinh cua diéu uéc qubc té
ma Viét Nam va nudc noi giai quyét viéc nudi con nudi cuing 1 thanh vién;
- Viéc nudi con nudi di duoc giai quyét theo quy dinh phap luat cua nudc
ngoai, tru truong hop vi pham nhitng nguyén tac co ban cua phap luat nudc
Cong hoa xa hdi chu nghia Vi¢t Nam.

2.2 | Céach thirc thuc hién TTHC:
- Nguoi 6 yéu cau tryc tiép thuc hién hoac uy quyeén cho nguoi khéc thuc
hién nop ho so truc tiep tai Trung tdm Hanh chinh cdng cia UBND cap huyén;
- Gui ho so qua Dich vy buu chinh cong ich;
- Nop ho so tryc tuyén trén Cong Dich vu cong Quoc gia
(https://dichvucong.gov.vn) hoac Hé thong thong tin giai quyét tha tuc hanh
chinh tinh Ha Tinh (https://dichvucong.hatinh.gov.vn).

5 A A A Ban Ban

2.3 | Thanh phan ho so, bao gom: chinh | sao
- T& khai ghi vao SO ho tich viéc nudi con nudi theo mau
BM.NCN.H.02.01 (n§u nguoi €O yéu cau lya chon nop ho so X
theo hinh thaec truc tiep);
- Biéu mau dién tir tuong tac ghi vao S6 ho tich viéc nudi
con nuoi (do ngudi yéu cau cung cap thong tin theo huong
dan trén Cong dich vu cong néu ngudi €O yeu cau lya chon
nop hd so theo hinh thirc truc tuyén);
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- Nguoi ¢6 yéu cau ghi vao So dang ky nudi con nudi viéc nuoi
con nudi da duoc giai quyét tai co quan c6 tham quyén cua
nudc ngoai thuc hién viéc nop/xuét trinh (theo hinh thic truc
tiép) hoic tai I&n (theo hinh thic truc tuyén) céc gidy to sau:

* Gidy to phdi ngp:

- Ban sao ¢ chung thuc gidy to chiing minh viéc nuoi con
nudi da duoc giai quyét tai co quan c6 thim quyén cia nudc
ngoai;

- Truong hop ty quyén cho ngudi khéac 1am thay thi phai co
van ban 1y quyén duoc ching thuc theo quy dinh caa phap
luat. Truong hop nguoi duoc uy quyén la dng, ba, cha, me,
con, vo, chong, anh, chi, em rudt cia nguoi uy quyén thi van
ban uy quyén khdng phai ching thuc;

- Van ban chirng nhan viéc nudi con nudi da duoc thuc hién
phl hop Véi diéu udc qudc té cua co quan cd tham quyén
Cia nudc ngoai (trong truong hop viéc nudi con nuodi da
duogc giai quyét theo quy dinh cua diéu udc quéc té ma Viét
Nam va nudc noi giai quyét viéc nudi con nudi cung la thanh
Vién);

- Gidy to ching minh thudc gia dinh ¢6 cong véi cach mang;
nguoi thuoc ho nghéo; nguoi khuyet tat (néu co);

* Gidy to phai xuét trinh:

- Ho chiéu hoic Chang minh nhan dan hoiac Thé can cudc
cong dan hoic céac gidy to khac c6 dan anh va théng tin ca
nhan do co quan c6 tham quyén cip, con gia tri st dung dé
ching minh vé nhén than cia nguoi c6 yéu cau ghi vao So6
Viéc nudi con nudi da dugc giai quyét tai co quan c6 tham
quyén cua nude ngoai Truong hop cac thong tin ca nhan
trong cac gidy to nay da co trong Co so dir lidu qUOC gia vé
dan cu, Co sé dir liéu ho tich dién tu, duoc hé thong dién tu
dong thi khong phai tai 18n (theo hinh thic truc tuyén);

- Gidy to c6 gia tri chimg minh thdng tin vé cu tra trong
truong hop co quan dang ky ho tich khong the khai thac
dugc thdng tin vé noi cu tra cua cong dan theo cac phuong
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thic quy dinh tai khoan 2 Diéu 14 Nghi dinh sé
104/2022/ND-CP ngay 21/12/2022 cta Chinh phu. Cac gidy
to ching minh thdng tin vé cu tra bao gdm: Thé cin cudc
cong dan; Chirng minh nhan dan; Gidy xéac nhan théng tin vé
cu tr, Gidy thong bao s6 dinh danh ¢4 nhan va thong tin
cong dan trong Co s¢ dir liu quéc gia vé dan cu Truong hop
cac thong tin vé giay to chimg minh noi cu tra da dugc khai
thac tir Co sé dir liéu qudc gia vé dan cu bang cac phuong
thire nay thi nguoi ¢6 yéu cau khdng phai xuat trinh (theo
hinh thire truc tiép) hoic tai 1én (theo hinh thic truc tuyén).

Trudng hop giri hd so qua dich vu buu chinh cong ich thi phai gui kem theo
ban sao c6 ching thuc cac giay to phai xuat trinh néu trén.

*Luuy:

- Pbi voi gidy to nop, xuat trinh néu nguoi yéu cau nop ho so theo hinh thirc
truc tiép:

+ Poi voi gidy to xuat trinh, nguoi tiép nhan cé trach nhiém Kiém tra, doi
chiéu vai thong tin trong to khai, chup lai hoic ghi lai thong tin dé luu trong
ho so va tra lai cho ngudi xuét trinh, khong duoc yéu cau nop ban sao hoic
ban chup gidy to do.

+ Ngudi yéu cau thuc hién thi tuc ¢ thé nop ban sao ching thyc tir ban chinh
hoic ban sao duoc cap tir s6 gbc hoic ban chup kém theo ban chinh gidy to dé
d6i chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh gidy
to thi nguoi tiép nhan co trach nhiém kiém tra, doi chiéu ban chup voi ban
chinh va ky xac nhan, khong duoc yéu cau ngudi di dang ky nop ban sao gidy
to do.

+ Nguoi tiép nhan cd trach nhiém tiép nhan ding, da hd so dang ky theo quy
dinh cua phap luat ho tich va phap luat nudi con nuoi, khong duoc yéu cau
ngudi dang ky nop thém gidy t& ma phap luat ho tich va phap luat nudi con
nuoi khong quy dinh phai nop.

- Bdi véi gidy to giri kém theo néu nguoi yéu cau nop hd so theo hinh thuc tryc
tuyén:

+ Ban chup céc gidy to giri kém theo hd so yéu cau ghi vao So6 dang ky nudi
con nudi viéc nudi con nudi da duoc giai quyét tai co quan co tham quyén cua
nudc ngoai truc tuyén phai bao dam rd nét, day du, toan ven vé noi dung, la
ban chup bang may anh, di¢n thoai hodc duoc chup, duoc quét bang thiét bi
dién tu, tu glay to duoc cap hop 1€, con gia tri su dung; néu 1a gidy to do co
quan co tham quyén nuéc ngoai cap thi phai dugc hop phap hoa lanh sy, dich
sang tiéng Viét theo quy dinh, trir trudng hop dugc mién hop phap héa lanh
su.
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+ Truong hop gidy to, tai liéu phai gai kém trong hd so ghi vao S6 dang ky
nudi con nudi viéc nudi con nudi di dwoc giai quyét tai co quan cd tham
quyén ctia nudc ngoai truc tuyén da co ban sao dién tir hodc da co ban dién tu
gidy to thi nguoi yéu cau duoc st dung ban dién tir nay.

+ Truong hop nhéan két qua (Trich lyc Ghi vao S6 viéc nudi con nudi da dugc
giai quyét tai co quan co tham quyen cuia nudc ngoai) tai co quan dang ky ho
tich, nguoi ¢6 yéu cau ghi vao S6 dang ky nudi con nudi viéc nudi con nudi da
duogc giai quyét tai co quan co tham quyen Cua nudc ngoai phai Xuat trinh giay
to tuy than, nop cac gidy to 1a thanh phan hd so ghi vao S6 dang ky nudi con
nudi viéc nudi con nudi di duoc giai quyét tai co quan c6 tham quyén cua
nude ngoai theo quy dinh phap luat ho tich va phap luat nudi con nudi.

2.4

S6 lwong ho so: 01 bo.

2.5

Thai han giai quyet Trong ngay tlep nhan hd so (nhan ho so sau 15 gio ma
khong giai quyét duoc ngay thi tra két qua trong ngay lam viéc tiép theo). Trong
truong hop phai xac minh, thi thoi han giai quyét khdng qua 03 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 Quéc gia https:/dichvucong.gov.vn hoac Hé théng thdng
tin giai quyet TTHC tinh Ha Tinh http://dichvucong.hatinh.gov.vn.

2.7

Co quan thyc hién: Phong Tu phap.

Co quan c6 tham quyén quyét dinh: Uy ban nhan dan cap huyén noi cu tra
cua cong dan Viét Nam.

Co quan dwoc iy quyén: Khong.

Co quan phoi hop: Khong.

2.8

Poi twong thuc hién TTHC: Cé nhan

2.9

Két qua giai quyét TTHC:

- Ho so du diéu kién: Trich luc Ghi vao S6 viéc nudi con nudi di dugc giai
quyét tai co quan c6 tham quyen cua nugc ngoai; Trich luc Ghi vao S6 viéc
nudi con nudi da dugc gial quyet tai co quan c6 tham quyén cia nuéc ngoai
(ban sao) (néu ngudi dan co yéu cau).

- 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 tw

Trach
nhiém

Thoi
gian

Biéu mau/Két
qua

Bl

1. Tiép nhan hd so:

Tiép nhan ho so truc tiép tir ca nhan
hoac tir dich vu buu chinh cong ich
hoac trén Cong Dich vu cdng Québc
gia (https://dichvucong.gov.vn)
hoiac Hé thdng théng tin giai quyét
tha tuc hanh chinh cua tinh
(https://dichvucong.hatinh.gov.vn).

- Néu hd so chua diy du hoic
khong hop 1&: Thong bao cho nguoi
yéu cau bo sung, hoan thign ho so,
néu rd oai giay to, noi dung can bo
sung dé ngudi ¢ yéu cau bo sung,
hoan thién.

- Truong hop hd so day dua, hop 1€
thi tiép nhan ho so; néu tlep nhan
hd so sau 15 gid thi ¢d Phiéu hen,
tra két qua cho nguoi c6 yéu cau
trong ngay lam viéc tiép theo (néu
nguoi ¢6 yéu cau lya chon hinh
thirc nop ho 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
ngudi ¢ yéu cau (néu nguoi c6 yéu
cau lya chon hinh thac nop héd so
truc tuyén);

- Sau khi tiép nhan hd so theo hinh
thire nop truc tiép, can bo tiép nhan
hd so tai Trung tdm hanh chinh
cong cap huyén thuc hién sé hoa
(sao chup, chuyén thanh tai liéu
dién tur trén hé thdng théng tin, co
so dir lieu) va ky s vao tai liéu, hd
so giai quyét thi tuc hanh chinh da
duogc s hoa theo quy dinh.

Cong chac
TN&TKQ

Gio
hanh
chinh

Mau 01, 02
(néu c6), 05, 06
va Hd so theo
muc 2.3

B2

Chuyén cho Phong Tu phéap dé xur
ly.

Cong chuc
TN&TKQ

1/2 gio

Méu 01, 05 va
HO6 so kém
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theo

B3

Phan céng can bo Phong Tu phéap
Xt ly.

Lanh dao
Phong Tu
phap

02 giv

Mau 05 va Hd
so kém theo

B4

B4.1. Cong chuc dugc giao nhiém
vu kiém tra, xem xét ho so:

- Néu du diéu kién:

+ Trudng hop tiép nhan ho so ghi
vao S6 dang ky nudi con nudi viéc
nudi con nudi da duogc glal quyét tai
€O quan c6 tham quyén cia nudc
ngoai theo hinh thuc truc tiép, thi
cong chuc lam cong tac nubi con
nudi thuc hién viéc ghi ndi dung ghi
chd vao S6 dang ky nudi con nudi,
cap nhat thong tin ghi vao So6 ding
ky nudi con nudi viéc nudi con nudi
da duoc giai quyét tai co quan co
tham quyén cta nudc ngoai va uu
chinh thirc trén Phan mém dang ky,
quan ly hd tich dién tir dung chung.
+ Truong hop tiép nhan hd so ghi
vao So6 ding ky nudi con nudi viéc
nuoi con nudi da duogc glal quyét tai
co quan c6 tham quyen Cua nudC
ngoai theo hinh thac truc tuyén,
cébng chac lam céng tac nubi con
nudi giri lai biéu mau Trich luc Ghi
vao So viéc nudi con nudi da duoc
giai quyét tai co quan c6 tham
quyén ctia nudc ngoai dién tir cho
nguoi Yéu cau qua thu dién tir hoac
thiét bi so.

Sau khi ngudi ¢6 yéu cau xac nhan
thong tin day di, chinh xac thi thyc
hién vao Sé, vao phan mém ho tich
nhu hinh thirc tiép nhan tryc tiép.

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

Cong chac
Xt ly ho so

02 gio

Mau 05 va Du
thao Trich luc
ghi vao So
dang ky nudi
con nubi hoac
Van ban thong
bao khong du
diéu kién; Van
ban Xac
minh/bién ban
xac minh (néu
co)
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Trinh lanh dao Phong Tu phap.

B4.2. Truong hop phuc tap th tién
hanh xac minh bang van ban hoac

truc tiép. Sau khi c6 két qua, thuc 2,5 ngay
hién nhu B4.1.
Mau 05 va Du
thao Trich luc
- 2 £ ) . A ghi vao So
Klem_}ra kevt qua thlfc hl@n,’ du}/d,’ Lanh dao dang ky nudi
truc tiep hoac giao cong chuc xi ly . . O
B5 X . N 2> | Phong Tu | 1/2gio | con nudi hoac
ho so trinh lanh dao UBND cap h3 <1 ban tho
huyén phap Van ban thong
o bao khong du
dieu kién da
duyét/ky nhay
Mau 05 va
Trich luc ghi
- vao So ding ky
Ky két qua gidi quyét thi tuc hanh |  -2nh dao | nusi con mudi
B6 f ' UBND cap | 1/2 gio y < )
chinh. huvan hodc Vian ban
ye théng bao
khong du diéu
kién
Phat hanh vin ban va tra két qua Mau 05, 06 va
. (2R 2 Trich luc ghi
cho Phong Tu phap dé chuyén cho Va0 Sé dine ke
Trung tdm Hanh chinh cong. | Van thu; ubi con ﬁué};
B7 | Truong hop du dieu kién cap Trich | Phong Tu | 1/2 gio g g \
S s . o : hodc Vian ban
luc thi Phong Tu phap ghi ndi dung phap thon bio
ghi chu vao S6 dang ky nudi con ng. 0
n : khong du diéu
nuoi theo quy dinh. Kia
ién
Tra két qua cho ca nhan, thu phi, 1¢ Miu 01, 06:
phi (néu co). _ Trich luc ghi
Nguoi ¢ yéu cau ghi vao S6 ding | cong chie | O'0 | Va0 So dang ky
B8 | ky nuéi con nuéi viéc nudi con nudi TN&TKQ hanh | nuéi con nudi
chinh | hoic Van ban

da duoc giai quyét tai co quan co
tham quyéen cia nudc ngoai dugc
nhan két qua theo mét trong céac

thong bao
khong dua diéu
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phuong thuc sau day: kién
+ Nhan ban dién tir Trich luc Ghi
vao S6 Viéc nudi con nudi da dugc
glal quyét tai co quan c6 tham
quyén ciia nudc ngoai guri qua thu
dién tir, Kho quan ly dir liéu dién tur
cua ca nhan do;

+ Nhan ban dién tir Trich luc Ghi
vao Sé viéc nudi con nudi da duoc
glal quyét tai co quan co tham
quyen clia nudC ngoai gui vao thiét
bi sd, thong qua phuong phap
truyén s liéu phi hop, dam bao an
toan, bao mat théng tin;

+ Nhan két qua la Trich lyc Ghi vao
S6 viéc nudi con nudi da duoc giai
quyét tai co quan c6 tham quyén
cia nudc ngoai thong qua dich vu
buu chinh cong ich;

+ Nhan két qua la Trich luc Ghi vao
S6 viéc nudi con nudi da duoc giai
quyét tai co quan c6 tham quyén
Ctia nudc ngoai tai co quan dang ky
ho tich.

* Truong hop hod so khong xtur 1y duoc trong ngay lam viéc hoic trong ngay
lam viéc tiép theo (d6i vai hd so nhan sau 15 gio), trong ngay hen tra két qua,
Phong Tu phap tham muu 1anh dao UBND céap huyén ky ban hanh phiéu xin
15i va hen lai ngay tra két qua dé gui cho td chirc, c& nhan.

* Truong hop ho so qua han xi ly, trong thoi gian cham nhat 01 ngay truéc
ngay hét han xu ly, UBND cap huyén ban hanh Phiéu xin 16i va hen lai ngay
tra két qUa chuyén sang Trung tdm hanh chinh cong cip huyén dé gui cho to
chuc, ca nhan.

* Trong qua trinh giai quyét ho s0, nguoi co trach nhiém thuc hién can thuc
hién dong thoi cac thao tac tiép nhan/chuyén/tra hd so, két qua giai quyét trén
phan mém: https://motcua.hatinh.gov.vn véi cac bude trong quy trinh.

BIEU MAU

Mau 01 Gidy tiép nhan hd so va hen tra két qua



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

185

M3au 01.docx

Phiéu yéu cau bo sung hoan thién ho so

Mau 02
MAu 02.docx
Phiéu tir chéi tiép nhan giai quyét hd so
M3u 03 )
Mau 03.docx
Phiéu xin 15i va hen lai ngay tra két qua
M3u 04 )
Mau 04.docx
Phiéu kiém soat qué trinh giai quyét hd so
MAau 05 )
Mau 05.docx
S6 theo ddi hd so
M3u 06 )

Mau 06.docx

BM.NCN.H.02.01

T khai ghi vao S6 ho tich viéc nudi con nudi

[
|

BM.NCN.H.02.01.do
C

BM.NCN.H.02.02

Biéu miu dién tir twong tac ghi vao So ho tich viéc nudi
con nudi (do nguoi yéu cau cung cap thdng tin theo
huéng dan trén Cong dich vu c6ng néu ngudi c6 yéu cau
lga chon nop hd so theo hinh thic truc tuyén).




[,
-

BM.NCN.H.02.02.do
C

4 |HOSOLUU

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

- | HO so du vao theo muc 2.3;

- | S6 dang ky nudi con nudi;

- | Vin ban x&c minh/bién ban xac minh (néu co);

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

Ho so duoc luu tai Phong Tu phép, thoi gian luu trit thyc hién luu theo quy dinh cua
Luét Ho tich va cac van ban huéng dan thi hanh. Sau khi hét han, chuyén hé so xudng
don vi luu trit cia UBND cap huyén va luu trit theo quy dinh hién hanh,
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1. LINH VUC CHUNG THUC
1. Cép ban sao tir s6 gbc

KY HIEU QUY TRINH QT.CT.H.01

NQI DUNG QUY TRINH

2.1

Piéu kién thuc hign TTHC:

Phai c6 so goc.

2.2

Cach thirc thuc hien TTHC:

- Nguoi ¢6 yéu cau nop hd so truc tiép tai Trung tdm Hanh chinh cong cua

UBND cap huyén;
- Gtri hd so qua Dich vu buu chinh cong ich;

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

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

2.3

Thanh phan ho so, bao gdom:

Ban
chinh

Ban
sao

Truong hop nop truc tiép thi xuat trinh ban chinh hodc ban
sao cO chiing thuc gidy ching minh nhan dan/Thé can
cwéc cong dan/Thé can cudécl/Gidy ching nhdn can
cwdclHg chiéulgidy to xudt nhdp canh/gidy to co gia tri di
lai quac té con gid tri sir dung hodc Céin cude dién tir.

Truong hop ngudi yéu cau cap ban sao tir so6 goc giri qua
buu dién thi phai giri kém theo bdn sao c6 ching thuc gidy
chizng minh nhan dan/ Thé Can cuoc cong dan/Thé can
cw6cl/Giay ching nhdn can cwéc/HG chiéulgiay tor xuat
nhdp cdanh/gidy to co gia tri di lai qudc té con gia tri sit
dung, phong bi dan tem ghi r6 ho tén, dia chi nguoi nhan
cho co quan, t6 chirc cip ban sao.

Truong hop nguoi Yéu cau 1a ngudi dai dién theo phép luat,
nguoi dai dién theo ty quyén cua cé nhan, to chtc duoc
cap ban chinh; cha, me, con; vo, chdng; anh, chi, em ruét;
nguoi thira ké khac cua nguoi dugc cap ban chinh trong
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treong hop nguoi do da chét thi phai xuat trinh gidy to
chiang minh quan hé véi nguoi duoc cap ban chinh.

2.4 | Sb lwgng hd so: Khong quy dinh.

2.5 | Thoi han glal quyét: Trong ngay lam vi¢c, sau khi nhén du hd so hop &
hogc trong ngay lam viéc tiép theo, neu tiép nhan yéu cau sau 15 gio. Trong
truong hop yéu cau cap ban $a0 tur s6 gbc duoc gui qua buu di¢n thi thoi gian
th’u’C hién ngay khi co quan, to chicc nhan du ho so hop 1€ theo dau buu dién
den.

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 QUOC gia (https://dichvucong.gov.vn) hoiac Hé thdng
théng tin giai quyét tha tuc hanh chinh tinh Ha Tinh
(https://dichvucong.hatinh.gov.vn).
2.7 | Co quan thuc hién: Phong Tu phap.
Co quan c6 tham quyén quyét dinh: Phong Tu phap.
Co quan dwoc iy quyén: Khong.
Co quan phdi hep: Khong.

2.8 | Poi twong thuc hién TTHC: Cé nhan, t6 chuc.

2.9 | Két qua giai quyét TTHC: Ban sao duoc cap tir s6 goc.

2.10 | Quy trinh xw ly cong viéc

TT Trinh tu Trich T_hm Biéu ma?u/Ket

: nhiém gian qua
Tiép nhan hd so:
- Néu hé so chua day du hoac
khong h(\)p I@_:A Hu:?ng dan ‘bo N M3u 01, 02
sung, hoan thién ho so; truong A , Gio I
A A : Cong chuc \ (néu co), 05, 06
B1 | hop nop ho so qua duong buu hanh < LA
s A s > TN&TKQ . va Ho so theo
dién thi thong béo bang van ban chinh muc 2.3

cho c4 nhan dé hoan thién ho so.
- Néu ho so dy du, hop 1&: Lam thu
tuc tiep nhan ho so theo quy dinh.
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PO . . Cong chuc .| Mau 01, 05va
B2 | Chuyeén ho so cho Phong Tu phap. TN&TKQ 01 gio H so kém theo
Kiém tra, xem xét ho so, bdo cao | Cong chirc ML 05 va Ha
B3 | ket qua kiem tra véi lanh dao| Phong Tu | 02 gio N
. , ; so kém theo
Phong Tu phap. phap
Quyét dinh viéc cap ban sao cho | Lanh dao Mau 05 va Ban
B4 |ca nhan, t6 chic va chuyén két| Phong Tu | 01gi0 | sao dugc cap tu
qua lai cho cong chuc. phap SO goc
S . Cong chuc Mau 05, 06;
B5 | huYen KE qud cho THING M| prong Tu | 01gio | Ban sao duge
g cap huyen. phap cap tu so goc
, 7 Cona chic Gio Mau 01, 06;
B6 | Tra két qua cho to chuc, c& nhén. g hanh Ban sao dugc
TN&TKQ ] X XL
chinh cap tur s6 goc
* Truong hop hd so khong xu 1y dugc trong ngay lam viéc hoac trong ngay
lam viéc tiép theo (di véi hd so nhan sau 15 gio), trong ngay hen tra két qua,
Phong Tu phap ky ban hanh phiéu xin 16i va hen lai ngay tra két qua dé gui
cho t6 chic, ca nhan.
* Trong qué trinh giai quyét ho so, ngudi c6 trach nhiém thyuc hién can thyc
hi¢n dong thoi cac thao tac tiep nhan/chuyén/tra ho so, ket qua gidi quyet trén
phan mém: https://motcua.hatinh.gov.vn vai cac budc trong quy trinh.
3 |BIEU MAU
Gidy tiép nhan ho so va hen tra két qua
Miu 01 b9
Mau 01.docx
Phiéu yéu cau bo sung hoan thién ho so
Miu 02 b
Mau 02.docx
Mau 03 | Phiéu tir chdi tiép nhan giai quyét ho so




190

Mau 03.docx

Phiéu xin 15i va hen lai ngay tra két qua

M3u 04 o

Mau 04.docx

Phiéu kiém soat qué trinh giai quyét ho so

Mau 05 f9)

MAu 05.docx

S6 theo d6i ho so

M3u 06 f9)

MAu 06.docx

4 |HOSOLUU:

- | Mau 01; 02, 03, 04 (néu cd) va 06 luu tai Trung tdm Hanh chinh cang cap
huyén. Mau 01, 05 luu theo hd so.

Ho so duoc luu tai Phong Tu phap, thoi gian luu trix S6 chiing thye 1a vinh vién, luu
trir van ban chirng thuc 1a 02 nam. Hét‘th(‘yi han luu trit, van ban chirng thuc duoc
tiéu huy theo quy dinh cua phap luat vé luu tri.

2. Chigng thurc ban sao tir ban chinh céac gidy té, vin bédn do co quan, té
charc c6 tham quyen ciia Viét Nam; co quan to chirc ¢6 tham quyeén Viét Nam
lién ket vdi co quan, to chirc c6 tham quyén nwéc ngoai cap hoac ching nhdan

1 KY HIEU QUY TRINH QT.CT.H.02

2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thwc hién TTHC:

- Ban chinh gidy to, vin ban can ching thyc.
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- Ban chinh gidy to, van ban khong duoc ding lam co so dé ching thuc ban sao:
+ Bj tay x0a, stra chira, thém, bot noi dung khdng hop 18;

+ Bi hu hong, cii nat, khong xac dinh dugc ndi dung;

+ C6 déng ddu mat caa co quan, to chic cd tham quyén hoic khong dong dau
mat nhung ghi rd khong duoc sao chup;

+ C6 ndi dung trai phap luat, dao dac xa hoi; tuyén truyén, kich dong chién
tranh, chéng ché do x& hoi chu nghia Viét Nam; xuyén tac lich sir cua dan toc
Viét Nam; xtc pham danh du, nhan pham, uy tin cua ca nhan, t6 chac; vi
pham quyén cong dan;

+ Ban chinh do co quan, t6 chic c6 tham quyén nudc ngodi cap, céng ching
hodc chirng nhan chua duoc hgp phap hoa lanh su theo quy dinh tai khoan 1
Diéu 20 Nghi dinh sb 23/2015/ND-CP, trir ho chiéu, thé can cudce, thé thudng
trd, thé cu tra, gidy phép lai xe, bang tét nghiép, ching chi va bang diém kém
theo bang tét nghiép, chang chi.

- Gidy to, vin ban do ca nhan tu lap nhung khong c6 xac nhan va dong dau
clia co quan, to chirc ¢6 tham quyen.

2.2

Cach thwrc thuc hign TTHC:

Nguoi ¢6 yéu cau nop ho so truc tiép tai Trung tam Hanh chinh cong cap
huyén.

2.3

Ban Ban

Thanh phan ho so, bao gom: chinh | sao

Ban chinh gidy to, van ban lam co sé dé ching thuc ban sao; X

Ban sao can ching thuc. X

Luwu y: Truwong hop nguoi yéu cau ching thuc chi xudt trinh ban chinh thi co
quan, té chic tién hanh chup tir ban chinh dé thiee hién chiing thuec, trir truong
hop co quan, t6 chitc khéng c6 phirong tién chup. Bdn sao, chup tir ban chinh dé
theec hién chiing thuc phdi cé day dii cdc trang dé ghi thong tin cua ban chinh.

2.4

S6 lwgng hd so: Khong quy dinh.

2.5

Thot han giai quyet Trong ngay tiép nhan yéu cau hoac trong ngay lam viéc
tiép theo, néu tiép nhan yéu cau sau 15 gio. Déi voi truong hop cung mot ldc
yéu cau chuang thuc ban sao tur nhiéu loai ban chinh gidy to, van ban; ban
chinh ¢é nhiéu trang; yéu cau sé luong nhiéu ban sao; noi dung gidy to, vin
ban phic tap kho Kiém tra, dbi chiéu ma co quan, to chac thuc hién ching
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thuc khéng thé dap tng duoc thoi han quy dinh néu trén thi thoi han chang
thuc duoc kéo dai thém khong qué 02 (hai) ngay 1am viéc hoic co thé dai hon
theo thoa thuan béng van ban véi nguoi yéu cau chung thyc. Truong hop tra
két qua trong hgay lam viéc tiép theo hodc phai kéo dai thoi gian theo quy
dinh thi nguoi tiép nhan ho so phai c6 phiéu hen ghi rd thoi gian (gio, ngay)

tra két qua cho nguoi yéu cau chiing thuc.

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

2.6 n . . A £
Trung tdm Hanh chinh cdng cap huyén.
Co quan thuc hién: Phong Tu phap.
,7 | Coquan cé tham quyén quyét dinh: Phong Tu phap.
" | Co quan dwoc iy quyén: Khong.
Co quan phdi hop: Khong.
2.8 | Pdi twong thuc hién TTHC: Cé nhan, t6 chuc.
2.9 | Két qua giai quyét TTHC: Ban sao da dugc chung thuc tir ban chinh.
2.10 | Quy trinh xw ly cong viéc
. Tréch N Biéu
TT Trinh tw nhigm Thoi gian mAw/Két qua
Tiép nhan ho so:
- Néu hé so chua day du hoac
oy |Lhong fop ¢ Huong dan 801 cong chac | Gishanh | HS sortheo
g, hoan thie ' ~ | TN&TKQ | chinh muc 2.3
- Néu ho so day dﬁ,‘hqp 1&: Lam
th}i tuc tiep nhan ho so, hen tra
ket qua theo quy dinh.
2 X \ , A , M5u 01, 05
B2 Chuyen ho so cho phong Tu phap | Cong chtic 12 gior | va H so kem
Xt ly. TN&TKQ
theo
A A LA T s , Lanh dao Mau 05 va
g3 | Phancong can bo Phong Tuphdp | oo m | 1/2gie | H& so kem
Xt ly. ;
phap theo
Kiém tra, xem xét hd so, déng| Céngchuc | 01 gio Mau 05 va
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B4 | dau “chtng thuc ban sao ding véi | xaly hdso | (hodc kéo | HO so kém
ban chinh” vao ban sao, trinh lanh dai thém | theo da duoc
dao Phong Tu phép. 02ngay | kiémtrava

hoic theo |  doéng dau
thoa chang thuc
thuan)
Déi voi trudng hop cling mot ldc
yéu cau chiing thuc ban sao tur
nhiéu loai ban chinh giay to, van
ban; ban chinh c6 nhiéu trang;
yéu cau sb luong nhiéu ban sao;
noi dung gidy to, van ban phuc
tap kho kiém tra, d6i chiéu thé
kéo dai thoi han thém khong qua
02 ngay lam viéc hoac dai hon
theo thoa thuan véi nguoi yéu cau
chang thuec.

Mau 05 va

.o 5 XAy Lanh dao Ban sao da

BS5 E?’Cchhfgg;g‘éﬁxg chuyen ketqua | ppsio T | 01gio | duoc ching

: ' phap thuc tir ban

chinh

, q Mau 05, 06;

Pong dau va vao So theo doi; A , Ban sao da

B6 | chuyén két qua cho Trung tam )((:L??g ﬁggz 01gid | dugc ching

Hanh chinh céng cap huyén. y thuc tir ban
chinh
Mau 01, 06;
g7 | Tra két qua cho td chtic, cdnhan | Cong chiic | Gio hanh d?x?csgﬁ&iz
va thu 1€ phi. TN&TKQ chinh s
thuc tir ban
chinh

* Truong hop hd so khong xu 1y dugc trong ngay lam viéc hoac trong ngay
lam viéc tiep theo (d6i véi ho so nhén sau 15 gio), trong ngay hen tra ket qua,
Phong Tu phap ky ban hanh phicu xin I6i va hen lai ngay tra két qua dé gui

cho t6 chuec, ca nhan.

* Trudng hop hd so qua han xir ly, trong thoi gian cham nhat 01 ngay trudc
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ngay hét han xu ly, Phong Tu phap ban hanh Phiéu xin 15i va hen lai ngay tra
két qua chuyén sang Trung tdm hanh chinh cong cip huyén dé gui cho to
chuc, ca nhan.

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

BIEU MAU

Gidy tiép nhan hd so va hen tra két qua

Miu 01 o

Méau 01.docx

Phiéu yéu cau b sung hoan thién hd so

M3u 02 o

Mau 02.docx
Phiéu tir chdi tiép nhan giai quyét ho so
Mau 03 fiw
Mau 03.docx
Phiéu xin 15i va hen lai ngay tra két qua
Mau 04 fiw
MAu 04.docx
Phiéu kiém soét qué trinh giai quyét ho so
% fiw
Mau 05 a
MAu 05.docx

Mau 06 | S6 theo doi ho so
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MAu 06.docx

HO SO LUU

Mau 01; 02, 03, 04 (néu c¢6), 06 luu tai Trung tam Hanh chinh cong cép
huyén. Mau 01, 05 luu theo ho so.

S6 chung thuc ban sao tir ban chinh;

Ho so duoc luu tai Phong Tu phap, thoi gian luu trir S6 ching thuc ban sao tir ban
chinh 13 vinh vién.

3. Chimg thuc chir ky trong cac gidy to, viin ban (ap dung cho ca
trwong hop chirng thwe diém chi va trudng hop nguoi yéu ciu chirng thuc
khong thé ky, khong thé diém chi dwoc)

1 KY HIEU QUY TRINH QT.CT.H.03
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thuc hién TTHC:
Truong hop khong dugc ching thuc chir ky:
+ Tai thoi diém ching thuc, ngudi yéu cau ching thyuc chir ky khong nhan
thic va lam chu duoc hanh vi caa minh.
+ Nguoi yéu cau chung thuc chir ky xuat trinh Gidy chang minh nhan dan
hoac Ho chieéu khéng con gia tri st dung hoac gia mao.
+ Giay 1o, véan ban ma nguoi yéu CéL} chung thuc ky vao co noi dung quy dinh
tai khoan 4 Bieu 22 cta Nghi dinh so6 23/2015/NDb-CP.
+ Gidy to, van ban ¢ noi dung la hop ddng, giao dich; trir Gidy uy quyén
trong cac truong hop: (1) ty quyén vé viéc nop ho, nhan ho hd so, glay to, trir
truong hop phap luat quy dinh khong duogc uy quyen (2) uy quyén nhan ho
lwong huu, buu pham, trg cap, phu cap; (3) uy quyen nho trdbng nom nha cra;
(4) uy quyén cua thanh vién ho gia dinh dé vay von tai Ngan hang chinh sach
xa hoi; hoac tru truong hop phép luat co quy dinh khac.
2.2 | Cach thuc thyc hién TTHC:




196

Truc tlep tai Trung tam Hanh chinh cong cap huyen hoac ngoai tru s¢ cua co
quan néu ngudi yéu cau ching thuc thudc dién gia yeu khong thé di lai dugc,
dang bi tam gitr, tam giam, thi hanh an phat tu hoac c6 ly do chinh dang khac.

2.3

Ban Ban

Thanh phan ho so, bao gom: chinh | sao

Nguroi yéu cau ching thyc phdi xudt trinh cac gidy to sau:

Ban chinh hodc bdn sao ¢ ching thuc Gidy CMND/Thé cdin
cwéc cdng dan/Thé cdan cuécl/Gidy ching nhdn can cwdclhg
chiéu/gidy to xudt nhdp canh/gidy to c6 gia tri di lai quoc té
con gia tri stz dung hodc can cuoc dién tur.

Gidy to, van ban ma minh s& yéu cau ching thuc chir ky.
Truong hop chung thuc chir ky trong gidy to, vin ban bang
tleng nuéc ngoai, néu ngudi thuc hién ching thuc khong
hiéu rd noi dung cua gidy to, van ban thi c6 quyén yéu cau
ngudi yéu cau chang thuc nop kém theo ban dich ra tiéng X
Viét noi dung cua giay to, van ban d6. Ban dich gidy to, van
ban khéng can cong chang hoic chang thuc chir ky nguoi
dich; ngudi yéu cau ching thuc phai chiu trach nhiém vé noi
dung cua ban dich.

Ngueoi yéu cau ching thuc nhan két qud tai noi nép hé so-

2.4

S6 lwong hd so: Khong quy dinh

2.5

Thoi han gii quyet Trong ngay tiép nhan yéu cau hoac trong ngay lam viéc
tiép theo, neu tiép nhan yéu cau sau 15 gio. Tru:ong hop tra két qua trong ngay
lam viéc tiép theo thi ngudi tiép nhan hd so phai ¢ phiéu hen ghi rd thai gian
(9io, ngay) tra két qua cho nguoi yéu cau ching thyc.

2.6

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

- Pdi véi trudng hop binh thudng: Trung tm Hanh chinh cong cap huyén.

- D6 véi truong hop nguoi yéu cau ching thuc thudc dién gia yéu, khong thé
di lai dugc, dang bi tam gitr, tam giam, thi hanh an phat tu hoac cé ly do chinh
dang khac: Ngoai tru s¢ co quan.

2.7

Co quan thuc hién: Phong Tu phap.
Co quan c6 tham quyeén quyét dinh: Phong Tu phap.




197

Co quan dwoc iy quyén: Khong.
Co quan phdi hop: Khong.

2.8 | Poi twong thuc hién TTHC: Ca nhan, t6 chuc.

2.9 | Két qua giai quyét TTHC: Gidy to, van ban da chung thyc.

2.10 | Quy trinh xir ly cong viéc

Tréch T Biéu mau/Két
Thot gian

TT Trinh tw o .
: nhiém qua

Tiép nhan ho so dbi véi trudng
hop truc tiép tai Trung tam
Hanh chinh céng cap huyén:

- Néu ho so chua day du hoic

khong hop le: Huong dan b0 | o5 e | Gighanh | c6), 05, 06 va

sung, hgan thlcn o so. . TN&TKQ chinh Ho so theo muc
- Néu ho so day du, hop 1€: Lam 23

thi tuc tiép nhan ho so theo quy
dinh; ky vao dudi loi chung
theo mau quy dinh va chuyén
Bl | hé so cho Phong Tu phap.

Mau 01, 02 (néu

Truong hop nguoi yéu cau
chting thuc thudc dién gia yéu,
khong thé di lai dugc, dang bi
tam git, tam giam, thi hanh an | Céng chuc
phat tu hoac c6 ly do chinh | Phong Tu
dang khac phai tiép nhan ngoai phap
tru s& co quan, cong chac
Phong Tu phap thuc hién tiép
nhan ho so.

Mau 01; 02 (néu
Gio hanh | c6), 05, 06 va

chinh Ho so theo muc
2.3

Chuyén hd so cho Phong Tu

phap (ddi véi truong hop nop | Cong chic Mau 01, 05 va

B2 tai Trung tam Hanh chinh cong | TN&TKQ 02916 | 15 50 kem theo
cap huyén).
B3 Kiém tra, xem xet ho so, trinh | Cong chic 01 gic Mau 05 va Ho

lanh dao Phong Tu phap thuc| Phong Tu so kém theo
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hién chang thuc.

phap

B4

Ky chang thuc va chuyén két
qua lai cho cong chuec.

Lanh dao
Phong Tu
phap

01 gio

Mau 05 va Giay
to, Van ban da
chung thuc

B5

Pong diu, vao So theo ddi va
chuyén két qua cho Trung tam
Hanh chinh céng cip huyén
hoac tryc tiép tra cho nguoi yéu
cau doi véi truong hop nguoi
y&u cau chang thuc thudc dién
gia yéu, khong thé di lai duoc,
dang bi tam giwr, tam giam, thi
hanh an phat tu hoac co ly do
chinh dang khac phai tiép nhan
ngoai tru s¢ co quan.

Déi véi gidy to, van ban co tir
(02) hai to tré Ién thi phai dong
dau giap lai. Truong hop 10i
chung duoc ghi tai to lién sau
cua trang cé chir ky thi phai
dong dau gidp lai gitra gidy to,
van ban chung thuc chir ky va
trang ghi loi ching.

Cong chuc
Phong Tu
phap

01 gid

Mau 05, 06;
Gidy to, Vin
ban dugc chung
thuc

B6

Tra két qua cho t6 chuc, ca nhan
va thu I& phi (néu c6) ddi voi
truong hop nop tai Trung tam
Hanh chinh céng cap huyén.

Cong chuc
TN&TKQ

Gio hanh
chinh

Mau 01, 06;
Giay to, Van
ban dugc ching
thuc

* Truong hop hd so khong xtr ly dugc trong ngay lam viéc hodc trong ngay
lam viéc tiép theo (ddi véi hd so nhan sau 15 gid), trong ngay hen tra két qua,
Phong Tu phap ky ban hanh phiéu xin 18i va hen lai ngay tra két qua dé gui
cho t6 chuc, ca nhan.

* Trudng hop hd so qua han xtr ly, trong thoi gian cham nhat 01 ngay trudc
ngay hét han xt 1y, Phong Tu phap ban hanh Phiéu xin 15i va hen lai ngay tra
két qua chuyén sang Trung tdm hanh chinh cong cap huyén dé giri cho to
chirc, ca nhan.

* Trong qua trinh giai quyét ho so, ngudi ¢6 trach nhiém thuc hién can thuc
hién ddng thai cac thao tac tiép nhan/chuyén/tra ho so, két qua giai quyét trén
phan mém: https://motcua.hatinh.gov.vn véi cac budc trong quy trinh.
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.
Mau 01 Mau 01.docx
Giay tiep nhan ho so va hen tra két qua

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

(T
Mau 03 Mau 03.docx
Phieu tir choi tiep nhan giai quyét ho so
liw,
Mau 04 MAau 04.docx
Phiéeu xin 10i va hen lai ngay tra két qua
(T
Mau 05 M3u 05.docx
Phieu kiém soat qua trinh giai quyét ho so
(T
Mau 06 Mau 06.docx

S6 theo ddi ho so

4 |HOSOLUU

Mau 01; 02, 03, 04 (néu cd), 06 luu tai Trung tm Hanh chinh cang cép
huyén. Mau 01, 05 luu theo ho so;

- | S6 ching thuc chir ky:

- Ban chung thuc.

Ho so duoc luu tai Phong Tu phap, thoi gian luu trir S6 chtng thuc 1a vinh vién, luu
trir ban ching thuc 1a 02 nam. Het thoi han Iuu trit, van ban ching thuc duoc tiéu hay
theo quy dinh cta phép luat vé Iuu trir.
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4. Chieng thuc viéc sira doi, bd sung, hily bé hep dong, giao dich

1 KY HIEU QUY TRINH QT.CT.H.04
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thuc hién TTHC:
Viéc stra d6i, bo sung, hay bo hop ddng, giao dich da duoc chung thyc chi duoc
thuc hién khi c6 thoa thuan bang vin ban cta cac bén tham gia hop dong, giao
dich.
2.2 | Céach thirc thuc hién TTHC:
Nguoi yéu cau nop ho so truc tiép tai Trung tm Hanh chinh cong cap huyen.
. A by A Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
- | Hop ddng, giao dich da dugc ching thyc. X
_ | Du théo hgp dong, giao dich sira doi, bo sung, hiy bo hop «
dong, giao dich da dugc chang thuc.
Trong trudng hop noi dung sira doi, bo sung cé lién quan
dén tai san thi ngudi yeu cau chang thuc phai nop ban sao
kem ban chinh dé ddi chiéu Glay chtrng nhan quyén sé hitu,
- | quyén str dung hoac ban sao gidy to thay thé dugc phap luat X
quy dinh d6i voi tai san ma phap luat quy dinh phai dang ky
quyén so hiu, quyen su dung, trir truong hop nguoi 1ap di
chuc dang bi cai chét de doa dén tinh mang.
* Luu y: Nguoi yéu cau ching thyc xuat trinh ban chinh hogc ban sao ¢6
ching thyc Giay ching minh nhan dan/Thé can cudc cong dan/Thé can
cuoc/Giay chung nhdn can cuéc/Hg chieulgiay to xuat nhap canh/giay to co
gia tri di lai quoc té con gid tri sir dung hodc Can cuoc dién tu.
2.4 | S6 lwgng ho so: 01 bo.
25 Thot han gii quyet Trong ngay tiép nhan yéu cau hoic trong ngay lam viéc

tiép theo, néu tiép nhan yéu cau sau 15 gio. Truong hop tra két qua trong
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ngdy lam viéc tiép theo thi nguoi tiép nhan ho so phai c6 phiéu hen ghi rd
thoi gian (gio, ngay) tra két qua cho ngudi yéu cau chang thuc.

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

2:6 | Hanh chinh cdng cap huyeén.
Co quan thuc hién: Phong Tu phap.
,7 | Co quan co tham quyén quyét dinh: Phong Tu phap.
" | Co quan dwoc iy quyén: Khong.
Co quan phdi hop: Khong.
2.8 | Péi twong thuc hién TTHC: Ca nhan, t6 chic
2.9 | Két qua giai quyét TTHC: Hop dong, giao dich duoc ching thuc.
2.10 | Quy trinh xir ly céng viéc
TT Trinh tyw TriCh Thoi gian Biéu maou/Ket
nhiém qua
Tiép nhan ho so:
- Néu hd so chua d§1~y du hoac
khong hop I¢: Huéng dan bo sung,
hoan thién ho so.
- Neu ho so day du, hop 18: Lam thi Cong _ Mau 01, 02
g1 |tuc tiep nhan ho so theo quy dinh. chie Gio hanh | (neu co), 05,
- P& nghi céc bén tham gia hop | TN&TKQ chinh 06 va Ho so
dong, giao dich phai ky trugc mat theo muc 2.3
ngudi tiep nhan ho so va nguoi tiep
hhan ho so ky vao ting trang cua
hop dong, giao dich va ky vao dudi
l61 chitng theo mau quy dinh.
o cong Mau 01, 05 va
B2 | Chuyén ho so cho Phong Tu phap. chuc 02 gio Ho so kem
TN&TKQ theo
7 ‘ con Mau 05 va
B3 Kiém tra, xem xét ho so, trinh 1anh chire xg’ ¥ 01 gis Hop dong,
dao Phong Tu phip ky ching the. | % y g giao dich da
0 SO ’
chung thuc
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x| Lanhdao Mau 05, 06;
Ky chuing thuc va chuyén két qua . - . Hop dong,
B4 : A , Phong Tu | 01 gio AN
lai cho cOng chuc. ha giao dich da
Phap chung thuc
Pong dau, vao So theo ddi; chuyen | Cong I\ﬁlau %%n%;
B5 | Trung tdm Hanh chinh céng cap | chucxuly | 01 gio ~op dong.
hUVe )\ giao dich da
uyeén. ho so ,
chung thuc
Mau 01, 06
Tra két qua cho t6 chirc, ca nhan va Cong | ig hanh kem Hop
B6 | thu ¢ phi (néu c6) chirc chinh | ,d0ng. giao
* P ' TN&TKQ dich d ching
thuc
* Truong hop hd so khong xu ly duoc trong ngay lam viéc hoac trong ngay
lam viéc tiép theo (doi véi ho so nhan sau 15 gio), trong ngay hen tra ket qua,
Phong Tu phép ky ban hanh phicu xin 16i va hen lai ngay tra ket qua de gui
cho t6 chtrc, c& nhan.
* Trong qua trinh giai quyét ho so, ngudi ¢ trach nhigm thyc hién can thuc
hién dong thoi cac thao tac tiep nhan/chuyén/tra ho so, ket qua giai quyet trén
phan mém: https://motcua.hatinh.gov.vn vai cac budc trong quy trinh.
3 |BIEU MAU
Mau 01 ’ , ‘ ) Mau 01.docx
Giay tiep nhan ho so va hen tra ket qua
fiw,
Mau 02 , o ‘ M&u 02.docx
Phi¢u yéu cau bo sung hoan thién ho so
i,
Mau 03 Mau 03.docx

Phiéu tir chdi tiép nhan giai quyét ho so
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Mau 04 Mau 04.docx
Phiéeu xin 10i va hen lai ngay tra két qua

Mau 05 o MAu 05.docx
Phiéu kiém soat qua trinh giai quyét ho so

fiw.
Mau 06 M3u 06.docx
So6 theo doi ho so

4 |HOSOLUU

- | MAu 01; 02, 03, 04 (néu c6), 06 luu tai Trung tdm Hanh chinh cdng cap
huyén. Mau 01, 05 Iuu theo ho so;

- | S6 chang thyuc hop ddng, giao dich;

- | Ban churng thyec.

Ho so dugc luu tai Phong Tu phap, thoi gian luu trix S6 chiing thyc 1a vinh vién, luu
trir van ban ching thuc 1a 20 nam. Hét‘thc‘ri han luu trir, van ban ching thuc duoc
tiéu huy theo quy dinh cua phap luat vé luu tri.
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5. Sira 161 sai s6t trong hep dong, giao dich

1 KY HIEU QUY TRINH QT.CT.H.05
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thuc hién TTHC:
Khdng.
2.2 | Céach thwrc thuc hién TTHC:
Nguoi ¢d yéu cau nop hd so truc tiép tai Trung tm Hanh chinh cdng cap
huyén.
\ A A AL Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
| van ban théa thuan veé viéc sira 18i sai st trong hop dong, «
giao dich da dugc chang thuc;
- | Hop ddng, giao dich di duogc chang thyc; X
Ban sao giay chiing nhan quyén sé hitu, quyén sir dung hodc
ban sao giay to thay thé dugc phap luat quy dinh doi véi 'gai
- | san ma phap luét quy dinh phai dang ky quyén so hitu, quyen X
su dyng trong truong hop hop dong giao dich lién quan dén
tai san d6 (xuét trinh ban chinh dé ddi chiéu).
* Luu y: Nguoi yéu cau ching thyc xuat trinh ban chinh hogc ban sao ¢6
ching thyc Giay ching minh nhan dan/Thé can cusc cong dan/Thé can
cuot/Giay chimg nhdn can cudc/Ho chieu/Giay to xuat nhdp canh/Giay to cd
gia tri di lai quoc té con gid tri si dung hodc Can cuoc dién tu.
2.4 | S6 lwgng ho so: 01 bo
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2.5 | Thoi han giai quyet Trong ngay tiép nhan yéu cau hoic trong ngay lam viéc
tiép theo neu tlep hhan yéu cau sau 15 gio. Truong hop tra két qua trong
ngay lam viéc tiép theo thi nguoi tiép nhan ho‘SO’ phai c6 phiéu hen ghi rd
thoi gian (gio, ngay) tra két qua cho ngudi yéu cau chang thuc.

2.6 | Pia diém tiép nhan hd so va tra két qua giai quyét TTHC: Trung tam
Hanh chinh céng cap huyén.

2.7 | Co quan thuc hién: Phong Tu phap.

Co quan c6 tham quyén quyét dinh: Phong Tu phap.
Co quan dwoc iy quyén: Khong.
Co quan phdi hop: Khong.

2.8 | Péi twong thuc hién TTHC: Ca nhan, to chic

2.9 | Két qua giai quyét TTHC: Hop dong, giao dich duoc sira 1i ky thuat,

2.10 | Quy trinh xir ly cong viéc

TT Trinh tu TriCh Thoi gian Bieu ma,UIKet

nhiém qua

Tiép nhan hd so:

hong hep 16 Huong din 56| | MBuOL 02
B1 | suna. hoan thi;'n hd so Cong chuc | Gighanh | (néu co), 05,

g, noan thien o so. TN&TKQ | chinh | 06vaHdso

- Néu ho so day du, hop 1&: Lam theo muc 2.3

tha tuc tiep nhan ho so theo quy

dinh.

B2 Chuyén ho so cho phong Tu | Céng chic 02 qis Mli% (s)(ly’l?éSnlla
phap. TN&TKQ g

theo
Kiém tra, xem xét hd so, bao cao | COng chirc .| Mau 05 va Ho

B3 . S : o 1o A 01 gio .

két qua kiém tra véi lanh dao | XU ly ho so so kém theo
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Phong Tu phap.
) Mau 05 va
Ky ching thuc viéc stra 16i cua | Lanh dao Hop dong,
hop dong, giao dich va chuyén | Phong Tu 01 gio giao dich_
ket qua cho cbng chuec. phap duoc sta loi
k¥ thuat
Mau 05, 06;
Vao S6 theo ddi va chuyén két| . , Hop dong,
qua cho Trung tam Hanh chinh Cvong CDU:C 01 gio giao dich
PR . Xt ly ho so YT
cong cap huyén. duoc sua loi
k¥ thuat
Mau 01, 06
Tra két qua cho to chic, ca nhan | Cong chirc | Gio hanh d?nrg :?apo
va thu 1€ phi (néu co). TN&TKQ chinh dich duoc s
16i k¥ thuat

* Truong hop ho so khong xir Iy duoc trong ngay lam viéc hoic trong ngay
lam viéc tiép theo (d6i vai hd so nhan sau 15 gio), trong ngay hen tra két qua,
Phong Tu phéap ky ban hanh phiéu xin 15i va hen lai ngay tra két qua dé gui
cho t6 chtc, c& nhan.

* Trong qué trinh giai quyét hd so, nguoi ¢6 trach nhiém thuc hién can thyc
hién ddng thoi cac thao tac tiép nhan/chuyén/tra hd so, két qua giai quyét trén
phan mém: https://motcua.hatinh.gov.vn véi cac budc trong quy trinh.

BIEU MAU

Gidy tiép nhan ho so va hen tra két qua

M3iu 01 b9

Méau 01.docx

Phiéu yéu cau b6 sung hoan thién hd so

Mau 02 Fj

MAu 02.docx
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Phiéu tir chéi tiép nhan giai quyét hd so
M3u 03 )
Mau 03.docx
Phiéu xin 13i va hen lai ngay tra két qua
Mau 04 y
MAau 04.docx
Phiéu kiém soat qué trinh giai quyét hd so
Mau 05 =
Mau 05.docx
S6 theo dbi ho so
MAu 06 y
MAau 06.docx
4 |HOSOLUU
- | Mau 01; 02, 03, 04 (néu c6), 06 luu tai Trung tdm Hanh chinh cong cap
huyén. Mau 01, 05 Iuu theo ho so;
- | S6 chung thuc hop dong, giao dich;

Ho so dugc luu tai Phong Tu phap, thoi gian luu trir S6 chung thuce 1a vinh vién.
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6. Cap ban sao c¢6 chirng thue tir ban chinh hop dong, giao dich da
dwgc chung thue

1 KY HIEU QUY TRINH QT.CT.H.06
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thuc hién TTHC:
Khdng.

2.2 | Cach thirc thuc hign TTHC:

Nguoi yéu cau nop hd so truc tiép tai Trung tm Hanh chinh cong cap huyén.
. A by A Ban Ban

2.3 | Thanh phan ho so, bao gom: chinh | sao
Xudt trinh ban chinh hogc ban sao ¢ ching thuc Gidy
ching minh nhan dan/The can cwéc cong dan/The can « «
cucc/Hg chieu/ giay to xuat nhdp canh/giay to c6 gia tri di
lai quoc te con gia tri su dung hodc can cuoc dién tir.

2.4 | S6 lwgng hd so: Khong quy dinh.

2.5 | Thoi han giai quyét: Trong ngay tiép nhan yéu cau hogc trong ngay lam
viéc tiép theo, neu tiép nhan yéu cau sau 15 gio. Truong hop tra két qua trong
ngay lam viéc tiép theo thi nguoi tiép nhan ho S0 phai co phiéu hen ghi rd
thoi gian (gio, ngay) tra két qua cho nguoi yéu cau ching thyc.

2.6 |Dia diém tiép nhan ho so va tra két qua giai quyét TTHC: Trung tam
Hanh chinh cdng cap huyén.

2.7 | Co quan thyc hién: Phong Tu phap.
Co quan c6 tham quyén quyét dinh: Phong Tu phap.
Co quan dwoc iy quyén: Khong.
Co quan phdi hop: Khong.

2.8 | Poi twong thuc hign TTHC: Cé nhan, t6 chic
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2.9

Két qua giai quyét TTHC: Ban sao hop dong giao dich da ching thyc/Vian
ban thong bao khong du diéu kién giai quyét.

2.10

Quy trinh xir ly cdng viéc

TT

Trinh tu

Tréach
nhiém

Thoi
gian

Biéu mau/Két
qua

Bl

Tiép nhan hd so:

Ngudi yéu cau cip ban sao co
chtng thuc tir ban chinh hop dong,
giao dich xuat trinh mot trong cac
gidy to quy dinh tai muc 2.3. Cong
chic TN&TKQ lam thu tyc tiép
nhan hd so, nhap day du thdng tin
Cua nguoi yéu CAU VA noi dung yéu
cau giai quyét vao Phiéu tlep nhan
ho so va hen tra két qua, dong thoi
cap nhat lén Hé théng dich vu
cong.

Cong chuc
TN&TKQ

Gio hanh
chinh

Mau 01, 06.

B2

Chuyén yéu ,Céu cho phong Tu
phap giai quyeét.

Cong chac
TN&TKQ

01 gio

Mau 01, 05

B3

Kiém tra, d6i chiéu thong tin:

- Néu nguoi yéu cau cap ban sao
¢ chtng thuc hop dong, giao dich
la nguoi co tén dai dién trong mot
trong cac bén cua hop ddng, giao
dich da dugc Phong Tu phap
chung thuc va Iuu ban chinh thi
tién hanh chup tir ban chinh hop
déng, giao dich dang duoc luu tri,
trinh Lanh dao Phong Tu phap giai
quyét theo buéc B4.

cong chtrc
Xt ly ho so

Néu nguoi yéu cau cap ban sao co
chung thuc khdng phai 1a nguoi cé
tén dai dién trong mot trong céac
bén cua hop dong, giao dich da
dugc Phong Tu phap ching thuc
va luu ban chinh thi du thao Van

cong chtrc

xu Iy ho so,

Lanh dao
Phong Tu
phap

02 gio

Mau 05; Ban
chup hop
ddng giao

dich

Mau 05; Vin
ban théng béo
khong du diéu

kién giai
quyét
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ban thong bao khong du diéu kién
giai quyét trinh Lanh dao Phong
Tu phap Ky duyét, doéng dau
chuyén Trung tdm HCC tra cho
nguoi Nép ho so theo buéc B6.

Mau 05 va
Thuc hién ching thuc nhu sau: Ghi - Ban sao hop
A e Tt b \ . | Lanh dao \ 3
B4 day du loi chung thyc ban sao tu Phong Tu | 01 gio dong, giao
ban chinh theo mau quy dinh; Ky, ; dich da ghi
i~ A s 27 A . phap o
ghi rd ho tén va chuyén cong chuc. noi dung
chung thuc
Pong diu cia co quan, tO chac
thuc hién ching thuc va ghi vao so
chung thue. Doi véi ban sao co tur
02 (hai) tro 1én th| ghi loi chang
vao trang cudi, néu ban sao co tir < .
02 (hai) to tré 1én thi phai dong dau Mvau 05, 06 va
gidp lai. Ban sao hop
B5 | Mdi ban sao dugc chiing thuc ti qung CD YC 01 gio dgng, . g,lao
A o . oY o | X ly ho so dich da dong
mot ban chinh giay to, van ban X .
8 P ) dau chung
hodc nhiéu ban sao dugc chung thuc
thuc tor mot ban chinh giay to, van :
ban trong cung mot thoi diém dugc
ghi mot so ching thuc.
Chuyén Trung tdm Hanh chinh
cong cap huyén.
Mau 01, 06;
Ban sao hop
dong, giao
5 | 1d két qua cho to churc, ca nhan va | Cong chirc | Gio hanh Sﬁf:é ﬁiazhggg
thu 1€ phi (néu co). TN&TKQ chinh : '

ban théng béo
khong du diéu
kign giai
quyét

* Truong hop hd so khong xur ly dugc trong ngay lam viéc hogc trong ngay
lam viéc tiép theo (d6i véi hd so nhan sau 15 gio), trong ngay hen tra két qua,
Phong Tu phap ky ban hanh phiéu xin 15i va hen lai ngay tra két qua dé guri
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cho t6 chtic, c& nhan.

* Trong qué trinh giai quyét hd so, ngudi c6 trach nhiém thuc hién can thuc
hién dong thoi cac thao tac tiép nhan/chuyén/tra ho so, két qua giai quyét trén
phan mém: https://motcua.hatinh.gov.vn véi cac budce trong quy trinh.

BIEU MAU

Gidy tiép nhan hd so va hen tra két qua
Mau 01 T

MAau 01.docx

Phiéu yéu cau bo sung hoan thién ho so

Mau 02 u?j

Méau 02.docx

Phiéu tir chéi tiép nhan giai quyét hd so
M3u 03 T

MAau 03.docx

Phiéu xin 15i va hen lai ngay tra két qua

Mau 04 u?j

Méau 04.docx

Phiéu kiém soét qué trinh giai quyét ho so
Mau 05 t3)

Mau 05.docx

S theo di hd so
M3u 06 =

Mau 06.docx

HO SO LUU

Mau 01; 02, 03, 04 (néu c6), 06 luu tai Trung tdm Hanh chinh cng cap
huyén. Mau 01, 05 luu theo ho so;
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S6 chieng thuc ban sao tir ban chinh, Ban chang thuc hop ddng, giao dich
hodc Vin ban thong bao khong du diéu kién giai quyét.

Ho so dugce luu tai Phong Tu phap, thoi gian luu trir S6 chung thue 1a vinh vién.

7. Chung thuc chir ky ngwoi dich ma ngwoti dich 1a cong tac vién dich
thuat cia Phong Tw phap

KY HIEU QUY TRINH QT.CT.H.07

NQI DUNG QUY TRINH

2.1

Piéu kién thuc hién TTHC:

- Gidy to, van ban can dich dé chang thuc chit ky ngudi dich khéng thudc
cac truong hop sau:

+ Bj tay x0a, sira chita; thém, bét noi dung khong hop 18;

+ Bi hu hong, cii nat, khong xac dinh dugc ndi dung;

+ C6 déng dau mat cua co quan, to chic c6 tham quyén hodc khong dong
dau mat nhung ghi rd khong dugc dich;

+ C6 noi dung trai phap luat, dao duc x& hoi; tuyén truyén, kich dong chién
tranh, chdng ché do xa hdi chi nghia Viét Nam; xuyén tac lich sir caa dan toc
Viét Nam; xdc pham danh du, nhan pham, uy tin cia ca nhan, to chac; vi
pham quyén cong dan;

+ Giay to, vin ban do co quan, to chic ¢6 thim quyén cua nudc ngoai cap,
cbng chang hoac ching nhan chua dugc hop phap hoa lanh sy theo quy dinh
tai khoan 1 Diéu 20 caa Nghi dinh s6 23/2015/ND-CP, trir giay ho chiéu, thé
cin cudc, thé cu tra, gidy phép lai xe, bang tét nghiép, chung chi va bang
diém kém theo bang tét nghiép, chang chi.

2.2

Cach thirc thuc hien TTHC:

Ngudi €6 yéu cau nop hd so truc tiép tai Trung tdm Hanh chinh cong céap
huyén.

2.3

\ R A Ban | Ban
Thanh phan ho so, bao gom: chinh | sao
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- Ban chinh vin ban, gidy to can dich; X
- Ban dich. X

2.4 | S6 lwgng hd so: Khong quy dinh.

2.5 | Thoi han giai quyet Trong ngay tiép nhan yéu cau hoac trong ngay lam
viéc tiép theo, néu tiép nhan yéu cau sau 15 gio hoac c6 thé kéo dai hon theo
thoa thuan bang vin ban V&I nguoi yéu cau ching thue. Truong hop tra két
qua trong ngay lam viéc tiep theo hoac phai kéo dai thoi gian theo thoa thuan
thi ngudi tiép nhan ho so phai cd phiéu hen ghi rd thoi gian (gio, ngay) tra
két qua cho nguoi yéu cau ching thuec.

2.6 |Dia diem tiép nhan ho so va tra két qua giai quyét TTHC: Trung tam
Hanh chinh céng cap huyén.

2.7 | Co quan thyc hién: Phong Tu phap.

Co quan c6 tham quyén quyét dinh: Phong Tu phap.
Co quan dwoc iy quyén: Khong.
Co quan phdi hop: Khong.
2.8 | Poi twong thuc hién TTHC: Céa nhan
29 Két qua giai quyét TTHC: Gidy to, van ban duoc ching thuc chit ky ngudi
' dich.
2.10 | Quy trinh xw ly cong viéc
TT Trinh tw TriCh Theti gian Bieu maﬂu/Ket
: nhi¢m qua
Tiép nhan ho so:
- Néu ho so chua day du hoic x
khong hop l&: Huong din bé| CONg | ~.. .. Mau 01, 02
AR , Gio hanh | (néu co), 05, 06
B1 |sung, hoan thién ho so. chuc ) LA
- A . chinh va Ho so theo
- Néu hd so ddy du, hop l&: Lam | TN&TKQ muc 2.3
thu tuc tiep nhan ho so, hen tra '
két qua theo quy dinh.
; A 3 Cong i X .
B2 | Chuyén ho so cho Phong Tu 02 gio Mau 01, 05 va

chtrc
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phap. TN&TKQ Ho so kém theo
Kiém tra, xem xét ho so, doi
chiéu ctm: k){ Ciia nguor}_dl cPu:ng F:ong ] N M3U 05 va H3
B3 |thyc trén ban dich veoi chir ky | chucxuxly | 01 gio <o kém theo
mau, trinh ldnh dao Phong Tu ho so
phap ky chang thuec.
~ Gidy to, vin
Ky chtng thuc va chuyén két qua Lanh dao .. | ban duoc
B4 . x , Phong Tu | 01 gio . N
lai cho cbng chtrc. ha chung thyc chir
phap ky ngudi dich
, q Mau 05, 06;
bong dau, vao So theo doi va| Cong Giay to, Van
BS | chuyén két qua cho Trung tam | chuc xu ly| Olgio |ban duoc
Hanh chinh cong cap huyén. ho so chung thyc chir
ky nguoi dich
Mau 01, O06;
Tra két qua cho té chirc, c& nhan Cong | i pann | 1Y 10, Van
B6 | va thu I phi (néu c6) chac | “chinn | DPan - duoc
> P : TN&TKQ ching thuc chir
ky nguoi dich
* Truong hop hd so khong xu ly dugc trong ngay lam viéc hoac trong ngay
lam viéc tiép theo (di véi hd so nhan sau 15 gio), trong ngay hen tra két qua,
Phong Tu phap ky ban hanh phiéu xin 16i va hen lai ngay tra két qua dé gui
cho t6 chirc, c& nhan.
* Trong qué trinh giai quyét ho so, ngudi ¢6 trach nhiém thuc hién can thuc
hi¢n dong thoi cac thao tac tiep nhan/chuyén/tra ho so, ket qua gidi quyet trén
phan mém: https://motcua.hatinh.gov.vn véi cac budc trong quy trinh.
3 | BIEU MAU
Gidy tiép nhan ho so va hen tra két qua
Mau 01 ]
Mau 01.docx
Mau 02 | Phiéu yéu cau bd sung hoan thién ho so
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MAau 02.docx

Phiéu tir chéi tiép nhan giai quyét hd so

Mau 03 fiw

MAau 03.docx

Phiéu xin 15i va hen lai ngay tra két qua
x (T
Mau 04

Méau 04.docx

Phiéu kiém soat qué trinh giai quyét hd so

Mau 05 uﬁj

Mau 05.docx

S theo di hd so
M3u 06 =

MAau 06.docx

4 |HOSOLUU

- | Mau 01; 02, 03, 04 (néu c6), 06 luu tai Trung tam Hanh chinh cong cap
huyén. Mau 01, 05 luu theo ho so;

- | Sb ching thyc chit ky nguoi dich;

- | Ban chuing thuc.

Ho so dugc luu tai Phong Tu phép, thoi gian luu trir S6 ching thye 1a vinh vién, luu
trir ban chang thue 1a 02 ndm. Het thoi han luu trit, van ban ching thye duoc tiéu
huy theo quy dinh cua phap luat vé luu tr.
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8. Chitrng thuc chir ky ngwdoi dich ma ngwoi dich khdng phai la cong

tac vién dich thuat cia Phong Tw phap

1 KY HIEU QUY TRINH QT.CT.H.08
2 NOI DUNG QUY TRINH
2.1 | Piéu kién thuc hién TTHC:
- Phong Tu phap chi chung thuc chir ky nguoi dich khong phai 1a cong tac
vién dich thuat khi nguoi d6 tu dich giay to, van ban caa minh.
- Giay to, van ban can dich dé chang thuc chit ky nguoi dich khéng thudc
cac truong hop sau:
+ Bi tay x0a, sira chira; thém, bot noi dung khong hop 1é;
+ Bi hu hong, cii nat, khong xac dinh duoc ndi dung;
+ Co dong dau mat cia co quan, t6 chic c6 tham quyén hoic khong dong
dau mat nhung ghi ré khong dugc dich;
+ C6 noi dung trai phap lut, dao duc x& hoi; tuyén truyén, kich dong chién
tranh, chong ché do xa hoi cha nghia Viét Nam; Xuyén tac lich sur cua dan toc
Viét Nam; xUc pham danh dy, nhan pham, uy tin cua ca nhan, to chuc; vi
pham quyén cong dan;
+ Giy to, vin ban do co quan, to chic ¢6 thim quyén cua nudc ngoai cap,
cong chung hogc chiing nhan chua duoc hop phap hoa lanh sy theo quy dinh
cua khoan 1 bicu 20 Nghi dinh s6 23/2015/ND-CP, trur giay ho chiéu, thé
cdn cudc, the thuong trd, the cu tra, giay phép lai xe, bang tot nghiép, ching
chi va bang diém kém theo bang tot nghiép, chang chi.
2.2 | Cach thic thuc hién TTHC:
Ngudi €6 yéu cau nop hd so truc tiép tai Trung tdm Hanh chinh cong céap
huyén.
5 A A A Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
Nguoi yéu cau chitng thuc xuat trinh cac giay to sau:
Badn chinh hodc bdn sao c6 chimg thuc Gidy ching minh
- | nhdn dan/Thé can cudc cong dan/The can cwac/glay chu’ng X X
nhdn can cuéc/Ho chiéu/gidy to xudt nhdp canh/gidy to ¢6
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gia tri di lai quoc té con gia tri su dung hoac Can cudc dién
tw

Ban chinh hoic ban sao cap tir s6 gbc, ban sao c6 ching
thuc Bang ctr nhan ngoai ngir tré 18n vé tha tiéng nuéc
ngoai can dich hodc Bang tét nghiép dai hoc tré 1&n vé tha
tiéng nudc ngoai can dich (trir truong hop dich nhitng ngén

" | ngit khong phé bién ma ngudi dich khang c6 bing ct nhan | X
ngoai ngi, bang tot nghiép dai hoc nhung thong thao ngon
nglr can dich thi phai nop ban cam ket vé viéc thong thao
ngbn ngir do va chiu trach nhiém vé noi dung ban dich);

- | Ban dich dinh kém gidy to, van ban can dich. X

2.4 | S6 lwgng hd so: Khdng quy dinh.

2.5 | Thoi han giai quyet Trong ngay tiép nhan yéu cau hoac trong ngay lam
viéc tiép theo, néu tiép nhan yéu cau sau 15 gio hoac co thé kéo dai hon theo
thoa thuan bang van ban V6i nguoi yeu cau ching thuc. Truong hop tra két
qua trong ngay lam viéc tiep theo hoac phai kéo dai thoi gian theo thoa thuén
thi nguoi tiep nhan ho so phai ¢ phieu hen ghi r6 thoi gian (gio, ngay) tra
ket qua cho nguoi yéu cau ching thuc.

2.6 | Dia diém ti€p nhan ho so va tra két qua giai quyét TTHC: Trung tam
Hanh chinh céng cap huyén.

2.7 | Co quan thyc hién: Phong Tu phap.

Co quan c6 tham quyén quyét dinh: Phong Tu phap.
Co quan dwoc iy quyén: Khong.
Co quan phoi hop: Khong.

2.8 | Péi twgng thuc hién TTHC: Cé4 nhan

2.9 | Két qua giai quyét TTHC: Gidy to, vin ban dugc chung thuc chit ky nguoi
dich.

2.10 | Quy trinh xw ly cong viéc

TT Trinh ty Trach | rpsi gian | BIEU mau/ket

nhiém qua
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Tiép nhan hd so:
- Néu hé so chua day da hoac

khéng hop 1&: Huéng dan b6 | . - l,\/Ia’lu,Ol, 02
B1 |suna. hoan th.i'én o so Cong chic | Giohanh | (néu co), 05, 06
g, hoan thien 1o so. TN&TKQ | chinh | va Hb so theo
- Néu ho so d@y du, hOrp |é muc 2.3
Lam thu tuc tiép nhan ho so '
theo quy dinh.
B2 Chuyén hé so cho phong Tu| Céng chic 02 ic Mau 01, 05 va
phap. TN&TKQ g Hb so kém theo
02 gio
7 . (hoac theo
Kiém tra, xem xét ho so, trinh A , thoa thuan x L LA
~ RS .| Cong chtrc . “. | Mau05vaHo
B3 lan,h dao Phong Tu phap ky xt Iy ho so Vo1 nguol so kém theo
chang thuec. yéu cau
chung
thuc)
Mau 05 va
C 5 2 LA Lanh dao Gidy to, van
B4 | Ky chung thuc va chuyen ket| oo r | 01gis | ban dugc
qua lai cho cong chac. - , N
phap chung thuc chir
ky nguoi dich
Mau 05 va
Pong dau, vao Sb theo dBi va| . , Gidy to, Vin
B5 | chuyén két qua cho Trung tam )ig?g ﬁggg 01gid |ban duoc
Hanh chinh céng cap huyén. y chung thuc chir
ky nguoi dich
Mau 05 kem
gg | 17 két qua cho to chiic, cd| Congchic | Gio hanh bGé:Ey o, dzilcl:
nhan va thu I¢ phi (néu cd). TN&TKQ chinh :

chung thyc chir
ky nguoi dich

* Truong hop ho so qué han xu Iy, trong thoi gian cham nhét 01 ngay trudc
ngay het han xu ly, Phong Tu phap ban hanh Phiéu xin [6i va hen lai ngay tra
ket qua chuyén sang Trung tdm hanh chinh céng cap huyén dé gui cho to

chuc, ca nhan.
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* Trong qué trinh giai quyét ho so, ngudi c6 trach nhiém thyuc hién can thuc
hién dong thoi cac thao tac tiep nhan/chuyén/tra ho so, ket qua giai quyet trén
phan mém: https://motcua.hatinh.gov.vn vai cac budc trong quy trinh.

BIEU MAU

Mau 01

Gidy tiép nhan ho so va hen tra két qua

Méau 01.docx

Mau 02

Phiéu yéu cau b6 sung hoan thién hd so

MAau 02.docx

Mau 03

Phiéu tir chdi tiép nhan giai quyét ho so

Mau 03.docx

Mau 04

Phiéu xin 15i va hen lai ngay tra két qua

MAau 04.docx

Mau 05

Phiéu kiém soét qua trinh giai quyét ho so

Mau 05.docx

Mau 06

S6 theo ddi ho so

MAau 06.docx

HO SO LUU

Mau 01; 02, 03, 04 (néu c6), 06 luu tai Trung tdm Hanh chinh cong cap

huyén. Mau 01, 05 luu theo hd so.
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S6 ching thuc chit ky nguoi dich;

Ban chang thuc.

Ho so dugce luu tai Phong Tu phap, thoi gian luu trir S6 ching thue 1a vinh vién, luu
tri ban chang thuc 1a 02 ndm. Het thoi han luu tri, van ban ching thye duoc tiéu
huy theo quy dinh cua phap luat vé luu tri.

9. Chirng thuc hep dong, giao dich lién quan dén tai san 1a dong san

1 KY HIEU QUY TRINH QT.CT.H.09
2 | NOI DUNG QUY TRINH
2.1 | Pieu kién thuc hiégn TTHC:
Khong.
2.2 | Cach thic thyc hign TTHC:
Nguoi €6 yéu cau ndp hd so truc tiép tai Trung tdm Hanh chinh cong cap
huyén.
2.3 | Thanh phan hé so, bao gom: cﬁ?r?h E;lcr)]
- | Du thao Hop ddng, giao dich; X

Ban sao Gidy chimg nhan quyeén so hitu, quyén sir dung hodc
ban sao gidy to thay thé duoc phap luat quy dinh d6i voi tai
san ma phap luat quy dinh phai déng ky quyén sé hitu, quyen X
st dung trong trudng hop hop ddng, giao dich lién quan dén
tai san d6 (xuét trinh kém theo ban chinh dé ddi chiéu).

* Luu y: Nguwoi yéu cau ching thiec xudt trinh ban chinh hogc ban sao ¢
ching thic Gidy chizng minh nhan dan/Thé cdan cuéc cong dan/The can
cw6clGidy ching nhdn can cuéc hogc Hé chiéu, gidy to xudt nhdp canh/gidy
to €6 gid tri di lai quac té con gia tri si dung hodc xudt trinh Can cude dién
tuw
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2.4 | S6 lwgng hd so: 01 bd
2.5 | Thoi han giai quyét: Khdng qué 02 (hai) ngay lam viéc, ké tir ngay nhan du
ho so yéu cau Chlﬁ?ng‘thLIC hodc co the kéo dai hon theo thoa thuan bang vén
ban véi nguoi yéu cau chung thue. Truong hop kéo dai thoi han giai quyét
thi nguoi tiép nhan hd so phai co phiéu hen ghi rd thoi gian (gio, ngay) tra
két qua cho nguoi yéu cau ching thuc.
2.6 | Dia diém tiép nhan ho so va tra két qua giai quyét TTHC: Trung tam
Hanh chinh céng cap huyén.
2.7 | Co quan thuc hién: Phong Tu phap.
Co quan c6 tham quyén quyét dinh: Phong Tu phap.
Co quan dwoc iy quyén: Khong.
Co quan phdi hop: Khong.
2.8 | Poi twong thuc hién TTHC: Cé nhan, t6 chuc.
2.9 | Két qua giai quyét TTHC: Hop dong, giao dich dugc ching thyc.
2.10 | Quy trinh xw ly cong viéc
Trach Biéu £
TT Trinh tu Cn Thoi gian |  mau/Két
‘ nhiém .
: qua
Tiép nhan ho so:
- Néu hd so chua d§1~y du hoac
khong hop 1€: Hudng dan bo sung,
hoan thién ho so.
- Néu ho so ddy du, hop 16: Lam thi . Mau 01, 02
gy | tuctiep nhan ho so theo quy dinh. Cong chic | Gio hanh | (néu co), 05,
- P& nghi céc bén tham gia hop | TN&TKQ | chinh | 06 va H6 so
dong, giao dich phai ky trusc mat theo muc 2.3
nguoi tlep nhan ho so va nguoi tiép
nhan ho s0 cling ky vao tung trang
cua hop dong, giao dich va ky vao
dudi loi ching theo mau quy dinh.
B2 Chuyén hd so cho phong Tu phap. | Cong chirc 02 gio Mau 01, 05

va Ho so
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TN&TKQ kem theo
01 ngay
(hoac theo N
Kiém tra, xem xét hd so, trinh 1anh | Céng chirc théa thugn | Mau 05 va
B3 dao Phong Tu phap ky chang thuc. | xir Iy hd so | VoL 18Ut Ho sokem
: & LU phap Ky g thuc. y yéu cau theo
chung
thuc)
Mau 05 va
. , \ X £ ) Lanh daO X
B4 Ky chu:ng thu:c, va chuyén két qua Phong Tur 04 gic Hop c.iong,~
lai cho cOng chuc. ha giao dich da
phap chung thyec.
Pong dau, vao S6 theo ddi va| . , Mau 05, 06;
2 LA \ A Cong chuc \ Hop dong,
B5 |chuyeén két qua cho Trung tdm | .~ 5 02 gio AN
\ . N P n Xt ly ho so giao dich da
Hanh chinh cdng cap huyén. ,
chung thuc.
Mau 01, 06;
gg | Tra két qua cho 0 chirc, ca nhan va | Cong chiic | Gio hanh dli*)er:g l;?alloo
thu I phi (néu co). TN&TKQ chinh dich da
chung thyec.

* Trudng hop ho so qua han xtr ly, trong thoi gian cham nhat 01 ngay trudc
ngay hét han xir 1y, Phong Tu phap ban hanh Phiéu xin 1i va hen lai ngay tra
két qua chuyén sang Trung tam hanh chinh céng cip huyén dé gui cho to
chirc, ca nhéan.

* Trong qué trinh giai quyét hd so, ngudi ¢6 trach nhiém thuc hién can thyc
hién dong thoi cac thao tac tiép nhan/chuyén/tra ho so, két qua giai quyét trén
phan mém: https://motcua.hatinh.gov.vn véi cac budc trong quy trinh.

BIEU MAU
Gidy tiép nhan ho so va hen tra két qua
Mau 01 G
Mau 01.docx
Mau 02 | Phiéu yéu cau bo sung hoan thién hé so
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MAau 02.docx

Phiéu tir chéi tiép nhan giai quyét hd so

Mau 03 u?j

Mau 03.docx

Phiéu xin 1i va hen lai ngay tra két qua
x (T
Mau 04

MAau 04.docx

Phiéu kiém soat qué trinh giai quyét hd so

Mau 05 u?j

Mau 05.docx

S6 theo ddi ho so

M3u 06 =

MAu 06.docx

4 |HOSOLUU

- | Mau 01; 02, 03, 04 (néu c6), 06 luu tai Trung tam Hanh chinh cong cap
huyén. Mau 01, 05 Iuu theo ho so;

- | S6 chang thuc hop dong giao dich;

- | Ban chuing thuc.

Ho so' dugc luu tai Phong Tu phép, thoi gian luu trir S6 chang thyc 1a vinh vién, luu
trir van ban chung thuc 1a 20 nam. Heét thoi han luu trlr, van ban chang thuc duoc
tiéu huy theo quy dinh cia phép luat ve luu trit.

10. Chirng thwe van ban théa thuan phan chia di san ma di san 1a
dong san
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1 KY HIEU QUY TRINH QT.CT.H.10

2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thuc hién TTHC:
Khéng.

2.2 | Cach thirc thuc hign TTHC:
Nguoi ¢d yéu cau nop ho so truc tiép tai Trung thm Hanh chinh cong céap
huyén.

N by A A Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
- | Du thao van ban théa thuan phan chia di san; X
Ban sao Giay ching nhan quyén s hiru, quyen st dung hoac
ban sao giy to thay thé duoc phap luat quy dinh dbi véi tai
| san ma phap luat quy dinh phéi dang ky quyén sé hitu, quyén «

sir dung trong trudng hop van ban thoa thuan phan chia di san
lién quan dén tai san do (xuat trinh kém theo ban chinh d€ doi
chieu).
* Luu y: Nguoi yéu cau ching thuc xuat trinh ban chinh hogc ban sao c6
ching thyc Giay ching minh nhan dan/Thé can cusoc cong dan/Thé can
cuoc/Giay chimg nhdn can cudc/Hg chieulgiay to xuat nhap canh/giay to co
gia tri di lgi quoc te con gia tri su dung hodc Can cudc dién ti va ngp 01
(mot) bo ho so yéu cau ching thuc.

2.4 | S6 lwong hd so: 01 bo

2.5 | Thoi han giai quyét:
Khong qua 02 (hai) ngay lam viéc, ké tur ngay nhén du hd so yéu cau chung
thue hodc 6 thé kéo dai hon theo thoa thuan bang van ban voi nguoi yéu cau
chtng thuc. Truong hop kéo dai thoi han giai quyét thi nguoi tiép nhan hd SO
phai c6 phiéu hen ghi rd thoi gian (gio, ngay) tra két qua cho ngudi yéu cau
chung thuc.

2.6 | Pia diém tiép nhan hd so va tra két qua giai quyét TTHC: Trung tam
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Hanh chinh cong cap huyén.

2.7 | Co quan thuc hién: Phong Tu phap.
Co quan c6 tham quyén quyét dinh: Phong Tu phap.
Co quan dwoc ity quyén: Khong.
Co quan phdi hop: Khéng.
2.8 | Pdi twong thuc hién TTHC: C4 nhan, t6 chuc
2.9 | Két qua giai quyét TTHC: Vian ban thoéa thuan phan chia di san dugc chung
thuc.
2.10 | Quy trinh xir ly cdng viéc
. Biéu
TT Trinh tw Trach | o gian | mau/Két
‘ nhiém .
; qua
Tiép nhan ho so:
- Néu hd so chua dé}/ du hoac
khong hop I¢: Huéng dan bo sung,
hoan thién ho so.
; Né_uA, ho r?o dﬁ;f dﬁ,hhqp lé: I&arﬂ tha Meflu 01, 02
B1 tuc tiep nhan Mo sotheo quy dinh. | cang chige | Gigrhanh | (néu co), 05,
- Bé nghi cac bén thoa thuan phan | TN&TKQ | chinh |06 va Hd so
chia di san phai ky truéc mat nguoi theo muc 2.3
tiep nhan ho so va nguoi tiép nhan '
ho so ky vao tung trang ctia van
ban thoa thuan phan chia di san va
ky vao dudi loi chang theo mau
quy dinh.
L Cong chtrc M5 u 05 va
B2 | Chuyeén ho so cho phong Tu phap. g 02gi60 |HO so kém
TN&TKQ
theo
0l1ngay |Mau 05 va
B3 Kiém tra, xem xét hd so, trinh 1anh | Cong chirc Eﬁ?a‘igh?" X]a? ban tﬂf’a
dao Phong Tu phap ky chang thuc. | xu ly ho so oa thuan | thuan - phan
véinguoi | chia di san
yéucau |da ching
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chung | thuc
thuc)
Mau 05 Vin
ban thoéa
. , N 2 X ) Lanh dao o A
B4 Ky chung thu:c’ va chuyén két qua Phong Tu 04 gis thgan _phe}n
lai cho cong chtrc. ha chia di san
phap da chirng
thuc
Mau 05, 06;
Déng déu, vao Sé theo doi va| .. Van ban thoa
% X \ A Cong chirc . thuan  phan
B5 |chuyén két qua cho Trung tam | "~ 02 gio : A
N A z . xt ly ho so chia di san
Hanh chinh céng cap huyén. ~ ,
da chirng
thuc
Mau 01, 06;
, 7 kém Van ban
B6 Tra ket qua cho to chic, ca nhan va | Cong chirc | Gio hanh | thoéa  thuén
thu 1€ phi (néu co). TN&TKQ chinh phan chia di
san da chung
thuc
* Truong hop hd so qua han xi ly, trong thoi gian cham nhat 01 ngay trudc
ngay het han xu ly, Phong Tu phap ban hanh Phicu xin 1oi va hen lai ngay tra
két qua chuyén sang Trung tam hanh chinh cong cap huyén dé gui cho to
chuc, ca nhan.
* Trong qué trinh giai quyét ho so, nguoi c6 trach nhiém thyc hién can thuc
hién dong thoi cac thao tac tiep nhan/chuyen/tra ho so, ket qua gidi quyet trén
phan mém: https://motcua.hatinh.gov.vn véi cac budc trong quy trinh.
3 |BIEU MAU
Gidy tiép nhan ho so va hen tra két qua
Mau 01
Mau 02 | Phiéu yéu cau b sung hoan thién hd so
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Mau 02.docx

Mau 03

Phiéu tir chdi tiép nhan giai quyét ho so

Mau 03.docx

Mau 04

Phiéu xin 15i va hen lai ngay tra két qua

Mau 04.docx

Mau 05

Phiéu kiém soat qua trinh giai quyét ho so

Mau 05.docx

Mau 06

S6 theo ddi ho so

Mau 06.docx

4 |HOSOLUU

- | Mau 01; 02, 03, 04 (néu co), 06 luu tai B6 phan TN&TKQ Trung tdm Hanh

chinh cong ci

p huyén. Mau 01, 05 luu theo ho so;

- | S6 chiing thuc chir ky:

- | Ban chang thuec.

Ho so dugce luu tai Phong Tu phap, thoi gian luu trir S6 ching thue 1a vinh vién, luu
trir van ban ching thuc 1a 02 nam. Hét thoi han luu trir, van ban chang thuc duoc

tiéu hay theo quy din

h cua phap luat vé luu tri.

11. Chikng thye

van ban khai nhan di san ma di san 1a dong san
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1 KY HIEU QUY TRINH QT.CT.H.11
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thuc hién TTHC:
Khéng.
2.2 | Cach thirc thyc hign TTHC:
Nguoi €6 yéu cau nop ho so truc tiép tai Trung tam Hanh chinh cong cap
huyén.
. A by A Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
- Du thao van ban khai nhan di san; X
Ban sao Gidy chimg nhan quyen so hitu, quyén st dung
hodc ban sao giay to thay theé duoc phap luat quy dinh doi
_ | voi tai san ma phap luat quy dinh phai dang ky quyen s¢ hiw, «
quyen su dung trong truong hop van ban khai nhéan di san lién
quan den tai san do (xuat trinh kém theo ban chinh dé doi
chieu).
* Luu y: Nguoi yéu cau ching thuc xuat trinh ban chinh hogc ban sao ¢6
ching thyc Giay chiing minh nhan dan/Thé can cuéc cong dan/Thé can
cuoc/Giay chimg nhdn can cudc/Hg chieulgiay to xuat nhdp canh/giay to co
gia tri di lai quoc te con gia tri su dung hodc Can cudc dién tur.
2.4 | S6 lwong ho so: 01 b
Thoi han giai quyét: Khong quéa 02 (hai) ngay lam viéc, ké tir ngay nhéan du
ho so yéu cau ching thuc hoac c6 the kéo dai hon theo thoa thuan bang van
2.5 | ban véi ngudi yéu cau chung thyc. Truong hop kéo dai thoi han giai quyet
thi nguoi tiep nhan ho so phai c6 phicu hen ghi ro thoi gian (gio, ngay) tra
ket qua cho nguoi yéu cau ching thuc.
’ 6 Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:

Trung tdm Hanh chinh céng cap huyén.
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Co quan thyc hién: Phong Tu phap.
Co quan cé tham quyén quyét dinh: Phong Tu phép.

2.7 3 A
Co quan dwoc ay quyen: Khong.
Co quan phdi hop: Khong.
2.8 | Poi twong thuc hién TTHC: Cé nhan, t chic.
2.9 | Két qua giai quyét TTHC: Vin ban khai nhan di san duoc ching thyc.
2.10 | Quy trinh xw ly cong viéc
TT Trinh tyw TriCh Thoi gian Biéu ma,U/Ket
nhiém qua
Tiép nhan ho so:
- Néu ho so chua day du hoac
khong hop 1¢: Huéng dan bo
sung, hoan thién ho so.
- Néu ho so day du, hop 1é: Lam tha _ Mau 01, 02
g1 | tuctiep nhan ho so theo quy dinh. Cong chic | Gio hanh | (néu co), 05, 06
- P& nghi ngudi khai nhan di san TN&TKQ chinh va Ho so theo
phai ky truéc mat nguoi ticp muc 2.3
nhan ho so va nguoi tiep nhan ho
so ky vao tung trang cta van ban
khai nhan di san va ky vao dudi
l61 chirng theo mau quy dinh.
2 A . .| Cong chuc | Mau 01, 05 va
B2 | Chuyeén ho so cho Phong Tu phap. TN&TKQ 02 gio H so kém theo
01 ngay
-2 o A . (h?ac th?O Mau 05 va Vin
Kiém tra, xem xét ho so, trinh | ~. , | théa thuan ! L
N \ , . | Cong chuc g .. | ban khai nhan
B3 |lanh dao Phong Tu phap ky| . ,”7.x voinguol | o . .. .,
, Xt ly ho so Al oA di san da chuing
chung thuc. yéu cau
, thuc
chung
thuc)
. X : x| Lanhdao Mau 05 va Vin
4 | KV chung thuc va chuyen ket oo 010 | 04gic | ban khai nhan
qua lai cho cong chuc. - s
phap di san da chang
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thuc
, 7 Mau 05, 06;
Dong dau, vao So6 theo ddi va Cona chic Van ban Kkhai
BS | chuyén két qua cho Trung tam xfrlghé < 01 gio | nhan phan chia
Hanh chinh céng cap huyén. y di san da chang
thuc
Mau 01, 06;
Tra két qua cho té chuc, ca nhan | Cong chicc | Gio hanh Van ban khai
B6 | va thu I¢ phi (néu co) TN&TKQ | chinh | 1han phan chia
’ ' di san da chang
thuc
* Truong hop hd so qua han xir ly, trong thoi gian cham nhit 01 ngay trudc
ngay het han xur ly, Phong Tu phap ban hanh Phieu xin 16i va hen lai ngay tra
két qua chuyéen sang Trung tdm hanh chinh céng cap huyén dé gui cho to
chure, ca nhan.
* Trong qué trinh giai quyét ho so, ngudi c6 trach nhiém thyuc hién can thyc
hi¢n dong thoi cac thao tac tiep nhan/chuyén/tra ho so, ket qua gidi quyet trén
phan mém: https://motcua.hatinh.gov.vn vai cac budc trong quy trinh.
3 | BIEU MAU

Mau 01 u?j

Mau 01.docx

Gidy tiép nhan ho so va hen tra két qua

Mau 02 uTj

M3u 02.docx

Phiéu yéu cau bo sung hoan thién ho so

Mau 03 utl

M&u 03.docx

Phiéu tir chdi tiép nhan giai quyét ho so

Mau 04 | Phiéu xin 18i va hen lai ngay tra két qua
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Mau 04.docx

Phiéu kiém soét qué trinh giai quyét ho so

Mau 05 Fj

Mau 05.docx

S6 theo ddi ho so

Mau 06 uTj

M&u 06.docx

4 |HOSOLUU

Mau 01; 02, 03, 04 (néu ¢6), 06 luu tai Trung tdm Hanh chinh cng cap
huyén. Mau 01, 05 Iuu theo ho so;

- | S6 chung thuc chit ky:

- | Ban chung thyc.

Ho so dugc luu tai Phong Tu phap, thoi gian luu trix S6 ching thye 1a vinh vién, luu
trir van ban ching thuce 1a 02 nam. Hét thoi han luu trir, van ban chang thuc duoc
tiéu hay theo quy dinh cua phap luat vé luu trit.

IV. LINH VUC PHO BIEN, GIAO DUC PHAP LUAT

1. Thuc hién hé trg khi hoa giai vién gip tai nan hoic rii ro anh

hwéng dén sirc khoe, tinh mang trong khi thuc hién hoat dong hoa giai

1 KY HIEU QUY TRINH QT.PBGDPL.H.01
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thuc hién TTHC:

Hoa giai vién gap tai nan hoic rui ro anh hudng dén sac khoe, tinh mang
trong khi thuc hién hoat dong hoa giai ¢ co so.
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2.2

Cach thikc thuc hién TTHC:

- C& nhan nop hd so truc tiép hoic qua duong buu dién dén Bo phan tiép

nhan va tra két qua cia UBND cap x&;

- UBND cap xa nop ho so truc tiép hoic qua duong buu dién dén Trung tam

Hanh chinh cong cap huyén.

- Nop ho so truc tuyen trén Cong Dich vu cong Quoc gia
(https://dichvucong.gov.vn) hoac Hé thong théng tin giai quyét tha tuc hanh

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

2.3

Thanh phan hd so, bao gdom:

Ban
chinh

Ban
sao

Gidy dé nghi hd tro cia hoa giai vién hoic gia dinh hoa
giai vién trong truong hop hoa giai vién bi thiét hai vé tinh
mang c6 Xac nhan cua to truong to hoa giai hodc Truong
ban céng tac Mat tran trong truong hop hoa giai vién bi
thiét hai 1a t6 truong to hoa giai. Gidy dé nghi hd tro phai
ghi rd ho tén, dia chi caa ngudi yéu cau hd tro; ly do yéu
cau hd tro;

Bién ban xac nhan tinh trang cta hoa giai vién bi tai nan cé
xac nhan cua Uy ban nhan dan cap xa noi xay ra tai nan
hoac co quan cong an noi xay ra tai nan;

Gidy ra vién, hoa don thanh toan chi phi kham bénh, chira
bénh;

Vin ban, giay to hop 18 vé thu nhap thuc té theo tién luong,
tién céng hang thang cia nguoi bi tai nan c6 xac nhan cua
t6 chuac hodc ca nhan sir dung lao dong dé co quan nha
nuéc c6 tham quyén xac dinh thu nhap thyc té bi mat hoac
giam sGt, bao gom: Hop dong lao dong, quyét dinh nang
lwong cta to chtc hoic ca nhan st dung lao dong hodc ban
ké c6 thu nhap thyuc té cua hoa giai vién bj tai nan va cac
gidy to chitng minh thu nhap thuc té hop phép khac (néu
c0);

Gidy chiing tir (trong truong hop hoa giai vién bi thiét hai
vé tinh mang).

2.4

S6 lwong hd so: 01 (bo)
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Thoi han giai quyét:
- Thoi han UBND cap xa xem xét, dé nghi UBND cap huyén giai quyét ho
so: 03 ngay lam viéc, ké tir ngay nhan du ho so hop I¢;

2.5 | - Thoi han Chu tich UBND cép huyén xem xét, quyét dinh hd tro: 05 ngay
lam viéc, ké tir ngay nhan du ho so hop I€;
- Thoi han UBND cap x4 chi tien hd tro: 03 ngay lam viéc, ké tir ngay nhan
dugc Quyet dinh caa UBND cap huyén.
Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
- Ca nhan nop ho so tryc tiép hogc qua duong buu dién dén B phan tiép
nhan va tra két qua caa UBND cap xa noi da ra quyet dinh cdng nhan hoa
giai vién;
2.6 |- UBND cap x& nop ho so tryc tiép hodc qua duong buu dién dén Trung tam
Hanh chinh céng cap huyén.
- C& nhan ho so tryc tuyén trén Cong Dich vu cong Quoc gia
(https://dichvucong.gov.vn) hoac H¢ thong thong tin giai quyet thu tuc hanh
chinh tinh Ha Tinh (https://dichvucong.hatinh.gov.vn).
Co quan thuc hién: UBND cép xi noi d3 ra quyét dinh cong nhan hoa giai
vién.
- Co quan c6 tham quyén quyeét dinh: UBND cap huyén (Chu tich UBND
' cap huyén).
Co quan dwoc iy quyén: Khong.
Co quan phdi hop: Khong.
Poi twong thuc hién TTHC: Hoa giai vién hoac gia dinh hoa giai vién
2.8 | trong truong hop hoa giai vién bi thiét hai vé tinh mang trong khi thuc hién
hoat dong hoa giai.
29 K&t qui giai quyét TTHC: Quyét dinh hd tro/ Van ban tra Ioi trong truong
' hop khong ho tro.
2.10 | Quy trinh xi ly cong viéc
. Tréch o Biéu
TT Trinh tw nhigm Thoi gian mAu/KEt qui
Tiép nhan ho so tai By phan | Cong chuc Gis hanh Mau 01, 02
B1 | Tiép nhan va Tra két qua cap xa: | Tu phap - chinh (néu co), 06

+ Néu hd so chua ddy du hoac| HO tich (x&) va Ho so
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khéng hop 1&: Huodng dan bd theo muc 2.3

sung, hoan thién hd so; truong

hop nop hd so qua duong buu

dién thi thong bao bang van ban

cho ca nhan dé hoan thién ho so.

+ Néu hd so day du, hop 1&: Lam

tha tuc tiép nhan ho so, hen tra

két qua.

Xem xét ho so, du thao van ban| , Mau 01, 05 va

d nghi UBND cip huyén ban | €Ong chic \ Du thao Vin
B2 | hanh Quyét dinh hd trg, trinh | Tuphap- | 02ngay | pan ¢é nghi

Lanh dao UBND cép Xa. Ho tich

Phé duyét du ,théo Vian ban dé| Lanh dao \I\Iﬂaiub%i\(/i%
B4 | nghi UBND cap huyén xem xét | UBND cap 04 gio .

ban hanh Quyét dinh hd tro NE| nghi da duoc

' i phé duyét

Chuyén vian ban da duoc phé| Cong chuc

duyét va hoé so kém theo cho| Tu phap - Vin ban dé
B5 | Vin phong dé ban hanh van ban, | Hd tich, 04 gio | nghivaho so

gui Trung tdm Hanh chinh céng | céng chuac kem theo

cap huyen. Vin phong

Cong chiac TN&TKQ linh vuc x

Tu phap - Ho tich tai Trung tam M? “ O,l , 02

. . A Z Py A , (neu co), 06

B6 Hanh chinh cong cap huyén tiep | Cong chirc 02 gios (huyén) va Hé

nhan ho so va chuyén ho so dén| TN&TKQ '

s . X s z so theo muc

Phong Tu phap dé giai quyeét 23

theo quy dinh. '

Phong Tu phap phan cong nguoi Lénh dao . I\/Iég 01, 05 va
B7 xit Iy hé so Phong Tu 04 gio Ho6 so kem

‘ phap theo

Cong chirc Phong Tu phap duoc Mau 05 va Dy

phan cong xu Iy hd so xem xét thao  Quyét
gg | N0 so, ncu du dieu kién thi xay | Cong chic | o) 0| dinh hd

dung du thao Quyét dinh ho trg; | X ly ho so tro/Van  ban

Truong hop khong du diéu kién tra 1oi trong

thi x&y dung van ban tra loi truong  hop
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khéng hod tro, trinh Lanh dao khéng ho tro
Phong Tu phap
Mau 05 va Du
, thao  Quyét
X_em xﬂet, Ky Qhay, truc tlf:p h9ac Lanh dao dinh ) r)o
gg |9iao cong chie duoc phan cong Phong Tu 01 ngay trcy/Var_1 ban
xa ly h6 so trinh Lanh dao ha tra loi trong
UBND cap huyén. Phap truong  hop
khong hd tro
da ky nhay
Mau 05 va
. Quyet dinh ho
510 | Xem xét phé duyet Quyét dinh hd U%hlill Iél(c::gp 01 ngay tro/Van  ban
tro/van ban tra o1 khong ho tro. UVa tra loi trong
uyén .
truong  hop
khong hd tro
Phét hanh van ban va tra két qua
cho Trung tdm Hanh chinh céng
cap huyén dé tra cho UBND cap M3au 05, 06 va
X4 tl‘leo budc 122 o | Vanthe, QuyéE dinh @6
g1y | Truong hop ket qua 1a QUYet| oongcpge | 02gjp | ro/Van  ban
dinh hd tro thi chuyen cho| o'y pa'o tra loi trong
phong Ké hoach - Tai chinh dé truong  hop
thuc hién chuyén kinh phi hd tro khong ho tro
cho UBND cap x4 dé chi tra cho
d6i tuong duoc hd tro theo B13.
Mau 01, 06
(huyén)  va
B12 Tra két qua cho céng, chic tu| Cong chac | Gio hanh ng?;fmhbgﬁ
phap-Ho tich (UBND cap xa). TN&TKQ chinh N
tra loi trong
trwong  hop
khong hd tro
Phong Ké hoach Tai chinh lam . . | 05ngay ké | Kinh phi hd
) NS ] Phong K¢ N
B13 thu tuc va cap kmh phi ch,q hoach Tai tur ngay co trg dugc
UBND cép xa dé chi tra cho doi chinh Quyet dinh | chuyén cho
tuong duoc ho tro. ho tro UBND cap xa
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B14

UBND cép x& thyuc hién chi tra
tien ho tro cho ¢4 nhan/van ban
tra 1oi khdng ho tro.

Trong vong
03 ngay ké
tir khi nhan
duoc Quyét
dinh va tién
hd tro tir
UBND cap
huyén

Cong chuc

Tu phap -

Ho tich/Ké
toan xa

Mau 01, 06
(xa) kéem
Quyét dinh hd
tro, tién hd
tro/Van ban
tra loi trong
truong  hop
khong hd tro

* Truong hop hd so qua han xu ly, trong thoi gian cham nhit 01 ngay trudc
ngay het han xu 1y, Phong Tu phap ban hanh Phicu Xin 16i va hen lai ngay tra
ket qua chuyeén sang Trung tdm hanh chinh céng cap huyén dé gui cho to

chuc, ca nhan.

* Trong qué trinh giai quyét ho so, nguoi ¢ trach nhiém thuc hién can thuc
hién dong thoi cac thao tac tiep nhan/chuyén/tra ho so, ket qua giai quyet
trén phan mém: https://motcua.hatinh.gov.vn véi cac budc trong quy trinh.

BIEU MAU

Mau 01

Giay tiép nhan hd so va hen tra két qua

Mau 01.docx

Mau 02

Phiéu yéu cau b sung hoan thién hd so

Mau 02.docx

Mau 03

Phiéu tir chdi tiép nhan giai quyét ho so

Mau 03.docx

Mau 04

Phiéu xin 13i va hen lai ngay tra két qua

=
i,

Mau 04.docx

Mau 05

Phiéu kiém soat qué trinh giai quyét hd so

Mau 05.docx
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Mau 06 M&u 06.docx
So theo ddi ho so

HO SO LUU

4.1

Luwu tai UBND céap x&

Mau 01; 02, 03, 04 (néu c6) va 06 (cap xa) luu tai Trung tdm Hanh chinh
cong cap huyén. Mau 01, 05 (cap xa) luu theo ket qua giai quyéet TTHC;

Vin ban dé nghi UBND cap huyén ban hanh quyét dinh hd tro;

Quyét dinh ho trg, chimg tr ching minh viéc chi tra tién hd trg cho doi
twong/ Van ban thong bao khong du dieéu Kién dugc ho tro.

4.2

Luwu tai UBND cap huyén

Mau 01; 02, 03, 04 (neu c6) va 06 (cap huyén) luu tai Trung tdm Hanh chinh
cong cap huyén. Mau 01, 05 (cip huyén) luu theo hd so;

Ho so dau vao theo muc 2.3;

Vin ban dé nghi cua UBND cap x3;

Quyét dinh cua UBND huyén vé viéc hd trg cho hoa giai vién hogic van ban
tra loi trong truong hop khong ho tro.

Ho so duge luu tai BO phan Tu phap H¢ tich - UBND cap xa/Phong Tu phép -
UBND cap huyén, thoi gian luu: 05 ndm. Sau khi hét han, chuyén ho so xudng don
vi luu trir caa UBND cép x3/UBND cap huyén va luu trit theo quy dinh hién hanh./.
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