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

TINH HA TINH Poc lap - Tw do - Hanh phic
S6: 2352/QD-UBND Ha Tinh, ngay 16 thang 6 nam 2021
QUYET PINH

Vé viée cong bd Danh muc va Quy trinh ndi b¢ thi tuc hanh chinh
thudc tham quyén quan ly cia nganh Tw phap ap dung tai UBND
cap huyén trén dia ban tinh Ha Tinh

CHU TICH UY BAN NHAN DAN TINH

Can cir Ludt T6 chirc Chinh quyén dia phwong ngay 19/6/2015; Ludt sira
doi, bo sung mot s6 diéu cua Ludt T6 chire Chinh phu va Ludt T 6 chirc Chinh
quyén dia phirong ngay 22/11/2019;

Cdan cir Nghi dinh s6 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 mét s6 diéu cia cic Nghi dinh lién quan dén
kiém sodt thil tuc hanh chinh;

Cdan cir Nghi dinh sé 61/2018/ND-CP ngdy 23/4/2018 cia Chinh phii vé
thuee hién co ché mét civa, mét cira lién théng trong gidi quyét thii tuc hanh chinh,

Can cir Théng tw sé 02/2017/TT-VPCP ngay 31/10/2017 cua B truong,

Chii nhiém Vin phong Chinh phii hudng dan vé nghiép vu kiém sodt thi tuc
hanh chinh;

Can cir Théng tw s6 01/2018/TT-VPCP ngdy 23/11/2018 cua B¢ truong,
Chu nhiém Van phong Chinh phu hwong dan thi hanh mot s6 quy dinh ciia Nghi
dinh sé 61/2018/NP-CP ngay 23/412018 cua Chinh phu vé thuce hién co ché mét
cira, mot cira lién thong trong gidi quyét thii tuc hanh chinh;

Theo dé nghi ciia S6 Tw phdp tai Vin ban sé 371/STP-VP ngay 11 /5/2021
va S§¢ Khoa hoc va Céng nghé tai Van ban sé 757/SKHCN-TPC ngay
25/5/2021.

QUYET PINH:

Piéu 1. Cong bd kém theo Quyét dinh nay Danh myc va Quy trinh n6i bo
30 (ba muoi) thu tuc hanh chinh thuge thim quyén quan 1y cua nganh Tu phap
ap dung tai UBND cdp huyén trén dja ban tinh Ha Tinh.

Diéu 2. Giao S¢ Tu phap chi tri, phdi hop véi Van phong UBND tinh va
cac co quan, don vi lién quan can cur Quyet dinh nay xay dung quy trinh dién tur
giai quyet thu tuc hanh chinh trén H¢ thong thong tin Dich vu cong truc tuyén
ctia tinh dé ap dung théng nhét tai UBND cip huyén trén dia ban tinh Ha Tinh.



Piéu 3. Quyét dinh nay c6 hiéu luc ké tir ngay ban hanh va thay thé Quyét
dinh s6 2610/QD-UBND ngay 05/8/2019 ctia UBND tinh vé viéc cong bd thu
tuc hanh chinh thudc linh vyc quan ly ctia nganh Tu phdp 4p dung tai UBND
cap huyén trén dia ban tinh Ha Tinh.

Piéu 4. Chanh Vian phong UBND tinh, Giam doc So Tu phap, Giam doc
Trung tam Cong béo - Tin hoc tinh; Chu tich UBND cac huyén, thanh phd, thi
x3; Giam ddc Trung tim Hanh chinh cong cap huyén va céac td chirc, c4 nhan co
lién quan chiju trach nhiém thi hanh Quyét dinh nay./.

Noi nhin: KT. CHU TICH
- Nhu Didu 4; PHO CHU TICH
- Cuc Kiém soat TTHC, VPCP;

- Chu tich, cac PCT UBND tinh;
- Chanh VP, cac Ph6 CVP;

- Trung tdm CB-TH tinh;

- Luu: VT, PC.

Nguyén Hong Linh
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DANH MUC VA QUY TRINH NOI BQ THU TUC HANH CHINH THUQC THAM QUYEN QUAN LY
CUA NGANH TU PHAP AP DUNG TAI UBND CAP HUYEN TREN DIA BAN TINH HA TINH
(Ban hanh kem theo Quyét dinh so 2352 /QP-UBND ngay 16 / 6 /2021 cia Chu tich UBND tinh Ha Tinh)

PHAN I. DANH MUC THU TUC HANH CHINH

Tén thu tuc

Thoi han

Dia diem

Phi, 1¢ phi

T — ! : o
hanh chinh gidi quyét thye hién (néu c6) Can cirphap 1y
| |LINH VUC HQ TICH (16 TTHC)
- Luat Ho tich nam 2014;
- Nghi dinh s6 123/2015/ND-
CP ngay 15/11/2015 cta Chinh
phu quy dinh chi tiét mot s6
- L& phi: 60.000 diéu va bién phép thi hanh Luat
Neav v tiéo nhin b ddng/truong hop. HQ tich;
gay trong ngdy tiep nhan ho R A p ]
so (truong hop nhan hd so Trung tam Hanh Mién 1€ phi cho Thong tu 50 04/2020/TT-BTP
bang ky khai sinh ¢6 | sau 15 gio ma khong giai chinh cong cép ngu’(zl thug,)? g,1 adinh | ngdy 28/5/2.020 cua BQ Tu
1 L c6 cong voi cach phap quy dinh chi tict thi hanh

yeu to nudc ngoai

quyét duoc ngay thi tra két
qua trong ngay lam viéc tiép

theo).

huyén

mang; nguoi thudc ho
ngheo; ngudi khuyét
tat.

mot so diéu cua Luat HO tich
va Nghj dinh s 123/2015/ND-
CP ngay 15/11/2015 cta Chinh
phul quy dinh chi tiét mot so
diéu va bién phap thi hanh Luat
HO tich;

- Thong tu s6 85/2019/TT-
BTC ngay 29/11/2019 ciia Bo




TT

Tén thu tuc
hanh chinh

Thoi han
giai quyét

Pia diém
thue hién

Phi, 1¢ phi
(néu co)

Can cur phap ly

Tai chinh huéng dan vé phi va
1¢ phi thudc thAm quyén quyét
dinh cua Ho1 déng nhan dan
tinh, thanh phd tryc thudc
Trung vwong;

- Nghi quyét s6 253/2020/NQ-
HDND ngay 08/12/2020 cua
HDND tinh Ha Tinh quy dinh
vé muc thu, mién, giam, thu,
ndp, quan 1y va st dung céc
khoan phi, 1€ phi trén dia ban
tinh Ha Tinh;

- Quyét dinh s6 1872/QD-BTP
ngay 04/9/2020 cua B trudng
Bo Tu phép vé viéc cong bd
thu tuc hanh chinh sira doi, bo
sung trong linh vyc ho tich
thuc hién tai co quan dang ky
ho tich trong nudc thudc pham
vi chltc ndng quan 1y cia Bo
Tu phéap.

Dang ky khai sinh ¢6
yéu t6 nudc ngoai
cho ngudi da co hd
s0, gidy t& c4 nhan

Trong thoi han 05 ngay lam
viéc ké tir ngay nhan di hd so
hop 1€; truong hop phai xac
minh thi thoi han giai quyét
khong qua 25 ngay lam viéc.

Trung tam Hanh
chinh cong cap
huyén

- L& phi: 60.000
dong/trudong hop;

- Mién 18 phi cho
nguoi thude gia dinh
c6 cong vadi cach
mang; nguoi thudc hd

Nhu trén




T Tén thii tuc Théi han Pia diém Phi, I¢ phi Ciin cir phap Iy
hanh chinh giai quyét thuc hién (néu co) phaply
nghéo; nguoi khuyét
tat.
so: Trung tam MgN & ohi gh Yy
Dine k¢ két hon cb Trong thoi han 15 ngay lam H’élnh chinhcong |~ l‘e}lth¢13 e (()i‘ h
3 ang Ky X .. viéc, ké tir ngay nhan du ho cap huyén nguol thuoc gia din Nhu trén
yéu to nudc ngoai N s Ae c6 cong véi cach
so hop 1¢€. - Tra két qua: LA 1A
X mang; nguoi thude hod
UBND cap \ . X
n ngheo; nguoi khuyét
huyén. A
tat.
Trong ngay tiép nhan ho so. - L¢ phi: 60.000
Nhan ho so sau 15 gio ma dong/ truong hop;
khong giai quyet duge ngay | Trung tam Hanh | - Mién 1¢ phi cho
4 Dang ky khai ttr c6 thi trd ket qua trong ngay lam chinh cbng cap nguoi thude gia dinh Nhu trén
yeu to nudc ngoai vige ti€p theo. Trong truong huyén c6 cong vdi cach
hop can gcéc minh, thi thoi han mang; nguoi thude hod
giai quyéet khong qua 03 ngay ngheo; ngudi khuyét
lam viéc. tat.
- L¢ phi: 60.000
- Bang ky giam h¢ ct: Trong dong/ trudong hop;
béng ky giam h¢ c6 | thoi han 05 ngay lam viéc, k€ | Trung tam Hanh | - Mién 1¢ phi cho
5 y€u to nudc ngoai tur nvga‘ly nhan dua Iié so hop 1¢. chl'nAh cong cap ngu(‘zi thucf,x; g,ia dinh Nhu trén
- Bang ky gidm hg duong huyén c6 cong vadi cach
nhién: 03 ngay lam viéc, sau mang; nguoi thudc }16
khi nhan du ho so hop 1€. nghéo; nguoi khuyét

tat.




Tén thi tuc Thoi han Pia diém Phi, 1¢ phi L
TT ) . ae £ A £, Can cir phap ly
hanh chinh giai quyet thuc hién (néu co)
- L¢ phi: 60.000
dong/truong hop;
e A Trung tam Hanh | - Mién 1¢ phi cho
Béng ky cham dirt Trong 02 ngay lam viée, sau | chinh cong cap | nguoi thude gia dinh A
6 giam ho co yéu to N . A > v Nhu trén
, . khi nhan du ho so hop 1€. huyén c6 cong voi cach
nudc ngoai oA 1A
mang; nguoi thude ho
nghéo; nguodi khuyét
tat.
- L& phi: 1.000.000
dong/ truong hop.
T thoi han 15 ngay 1a Trung tdm Hanh | - Mi&n 1é phi
bang ky nhan cha, ! ? ne 2 ql afl Ilgayq ar? . g A £ Ml‘ep ¢ Phl (_:ho .
R viéc, ké tir ngay nhan du ho chinh cbng cap ngudi thude gia dinh .
7 me, con cO yeu to n n >0 v e Nhu trén
: o so hop 1€. huyén ¢ cong véi cach
nudc ngoai A
mang; nguoi thudc ho
ngheo; nguoi khuyét
tat.
- L¢ phi: Dang ky
khai sinh: 60.000
dong/truong hop.
ang ky khai sinh ké Trung tdm Hanh | - Lé phi: Pang ky
?oa; %gggkl?}'? 111?:1}11 K| Trong thoi han 15 ngay lam chl'nﬁqcﬁng cap nll;é?npjﬁéDnirelgcl;}r/r
8 i T viéc, ké tir ngay nhan du ho y X ' Nhu trén

cha, me, con c6 yéu
t0 nudc ngoai

so hop 1€.

huyén

1.000.000 dong/
truong hop.

- Mién 18 phi cho
nguoi thude gia dinh
cO cong voi cach




Tén thi tuc Thoi han Pia diém Phi, 1¢ phi L
TT ) . cxs X o en £, Can cir phap ly
hanh chinh giai quyet thuc hién (néu co)
mang; nguoi thudc ho
nghéo; ngudi khuyét
tat.
- Trong thoi han 05 ngay lam - Lé phi: 60.000
viéc, ké tir ngay nhan du ho A \
so hop I¢. A \ dongN/ truong hop.
Trone trudmne hoo phii xae | UG tam Hanh - Mién 1¢ phi cho
bang ky lai khai sinh  ONg WUOng Ao Phal XA4¢ | chinh cong cp nguoi thude gia dinh A
9 P R ocA .. | minh thi thoi han giai quyét huve > A V.S, Nhu trén
€0 y€u to nuoc ngoai R , T A uyen c6 cong vaéi cach
khong qua 25 ngay lam viéc A
N o SN mang; nguoi thude ho
(khong tinh thoi gian giri van \ . £
RN U \ nghe¢o; nguoi khuyét
ban yéu cau va thoi gian tra A
.1k ., . tat.
101 két qua xac minh).
- L¢ phi: 1.000.000
Trong thoi han 05 ngay lam dong/ truong hop.
viéc, ké tir ngay nhan di ho Trung tam Hz}mh - Mién 18 phi cho
10 |Pingkylaikéthon | sohoplé. chinh cong cap | nguoi thude gia dinh Nhu trén
c6 yeu t6 nudc ngoai | Trong truong hop phai xac | huyén c6 cong véi cach
minh thi thoi han giai quyét mang; nguoi thude ho
khong qua 25 ngay lam viéc. ngheo; ngudi khuyét
tat.
- L¢ phi: 60.
Trong thoi han 05 ngay lam Lo P (‘30 000 )
e T R A \ dong/ truong hop;
viéc, ké tir ngay nhan daho | Trung tam Hanh Midn 1& phi cho
Ding ky lai khai t¢ hop 1. Trudmg hop ca chinh cong ca R e A
11 ang ky fai khai ar -~ 50 hop I¢. 1ruong hop can g cip nguoi thudc gia dinh Nhur trén

co yeu to nudc ngoai

phai xac minh thi thoi han
giai quyét khong qua 10 ngay
lam viéc.

huyén

c6 cong voi cach
mang; nguoi thudc hd
nghéo; nguoi khuyét




T Tén thi tuc Thoi han Dia diém Phi, 1¢ phi Cin o ohin It
hanh chinh giai quyét thuc hién (néu co) an cr phap ly
tat.
- Thay d0i, cai chinh
hd tich cho cong dan
Viét Nam cu tra &
trong nudc tir dua 14
tudi tré 1én, bd sung ho
tich cho nguoi nude
- Trong thot han 03 ngay lam Iri?a(r)il (;i}?%i (g Z&Ztc
viéc do1 vai yéu cau thay doi, ngodi e dinh lai dan
cai chinh h¢ tich, trugng hop toc Ch’O céng:;> dan Viét
phéi’ xac minh thi thoi han giai Nam cu tri & rong i
o quyetkhong qua 06 ngdy lam | ¢ 10 tam Hanh | nude va ngudi Viet
Thay d61, cai chinh, | vi€c; chinh cong cip Nam dinh cu & nude
12| b0 sung ho tich, xéc | - Ngay trong ngdy lam viée | cep ngoai: 20.000 Nhu trén
dinh lai dén toc doi véi yéu cau bo sung thong ' ddng/trudng hop:
tin h¢ tich, truong hop nhan - Thay déi hé tich cho

ho so sau 15 gid ma khong
giai quyét duoc ngay thi tra
két qua trong ngdy lam viéc
tiép theo.

cong dan Viét Nam
dinh cu ¢ nudc ngoai,
cai chinh ho tich cho
nguoi nudc ngoai va
cong dan Viét Nam
dinh cu & nudc ngoai:
50.000 dong/ truong
hop;

- Mién 1¢ phi cho
nguoi thudc gia dinh




Tén thi tuc Thoi han Pia diém Phi, 1¢ phi L
TT ) . ae £ A £, Can cir phap ly
hanh chinh giai quyet thuc hién (néu co)
c6 cong vaéi cach
mang; nguoi thudc hcf)
ngheo; nguoi khuyét
tat.
- L& phi: 60.000
Ghi vao s6 ho tich dong/lan.
viéc két hon cua cong Trung tam Hanh | - Mién 18 phi cho
dan Viét Nam da Trong 05 ngay lam viéc, ké tir | chinh cOng cap | nguoi thudce gia dinh .
13 I s e A s R A > v e Nhu trén
dugc giai quyét tai co | khi nhén du gidy to hop 1¢. huyén c6 cong voi cach
quan c6 tham quyén mang; nguoi thude ho
cua nudc ngoai nghéo; nguodi khuyét
tat.
. - L¢ phi: 60.
Ghi vao sé h¢ tich =< phi: 60.000
vige ly hén, hity viée dong/lan.
két hgn cﬁa’ cf)r?g dan Trung tam Hanh - Mién 1¢ phi cho
/ ay 1am viéc, ké tir | chinh cdng ca 5i thuoc gia di
14 | Viét Nam da duoc Trqng P > n?gayglan? viee, lfe tu A g cap ”9“‘? thu99 g}a dinh Nhu trén
" X khi nhan du gidy to hop I¢. huyén c6 cong voi cach
glal quyet tal co quan o A 1A
. R A mang; nguoi thude ho
c6 tham quyén cua hoo: S Khuvét
nudc ngoai ngheo, Ngrol khuye
tat.
Ghi vao s6 ho tich Trong ngay tiép nhan ho so - L& phi: 60.000
V1A$C hQA‘qch.lA(hac cua~ (nhAan hq qs.or sauA 15 gid ma Trung tam Hanh dong~/ lan.
cong dan Viét Nam déd | khong giai quyét dugc ngay chinh cong cp - Mién I¢ phi cho
15 | dugc giai quyét tai co | thi tra két qua trong ngay lam nguoi thudc gia dinh Nhu trén

quan c6 tham quyén
cua nude ngoai (khai
sinh; gidm ho; nhan

viéc tiép theo). Trong truong
hop phéi xac minh, thi thoi
han giai quyét khong qué 03

huyén

c6 cong voi cach
mang; nguoi thudc hd
ngheo; ngudi khuyét
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T Tén thii tuc Thoi han Pia diém Phi, 1¢ phi Can et ohio I¥
hanh chinh giai quyét thuc hién (néu co) an ctr phap ly
cha, me, con; xac dinh | ngay lam viéc. tat.
cha, me, con; khai tir;
thay d6i ho tich)
- Luat Ho tich nam 2014;
- Nghj dinh sb 123/2015/ND-
CP ngay 15/11/2015 cua Chinh
phu quy dinh chi tiét mot s6
diéu va bién phap thi hanh Luat
Ho tich;
- Thong tu s6 04/2020/TT-BTP
- L& phi: 8.000 déng/ | Ngay 28/5/2020 cua Bo Tu
. ks ban. phéap qliiy dinh CIE tiet I;h1 hélklllh
rong ngay tiép nhan ho so A 5 X 1A 1 mot sO dieu cua Luat Ho tic
Cép ban sao trich luc (nhn hé S.G sau 15 gio ma If:?nnf?(;{grrlng I:gg " ngﬁlc‘?in ﬂlfug(};l lg(i:;l(()ﬁnh va Nghi dinh 50 123/2015/ND-
16 ' khong giai quyét dugc ngay j CP ngay 15/11/2015 cua Chinh

ho tich

thi tra két qua trong ngay lam

viée tiép theo).

huyén

c6 cong voi cach
mang; nguoi thudc ho
ngheo; nguoi khuyét
tat.

phii quy dinh chi tiét mot sd
diéu va bién phap thi hanh Luat
Ho tich.

- Thong tu s6 281/2016/TT-
BTC ngay 14/11/2016 cua B9
Tai chinh quy dinh muc thu,
ché do thu, nop, quan 1y va sir
dung phi khai thac, sir dung
thong tin trong co s¢ dit liéu hd
tich, phi xac nhan c6 qudc tich
Viét Nam, phi xac nhan la
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T Tén thi tuc Thoi han Dia diém Phi, 1¢ phi e,
hanh chinh giai quyét thuc hién (néu co) Can ctrphap ly
nguoi géc Viét Nam, 1€ phi
qudc tich.
- Quyét dinh s 1872/QD-BTP
ngay 04/9/2020 cua B truong
Bo Tu phap vé viéc cong bd
thi tyc hanh chinh sira d6i, bo
sung trong linh vyc ho tich
thyc hién tai co quan dang ky
ho tich trong nudc thude pham
vi chirc ndng quan ly ctia B
Tu phap.
I LINH VUC CHUNG THUC (12 TTHC)
Trong ngay tiép nhan yéu cau - Nghi dinh s6 23/2015/ND-
hodc trong ngay lam viéc tiép CP ngay 16/02/2015 cua Chinh
theo, néu tiép nhan yéu cau - Phi: 2.000 d6ng/ phu vé cap ban sao tur s6 goc,
sau 15 gio. Pbi voi truong trang. Tt trang thir 03 | chiing thuc ban sao tir ban
Chung thuc ban sao | hop cling mot luc yéu cau trd 1én thi moi trang | chinh, chimg thyc chir ky va
tir ban chinh cac gidy | ching thuc ban sao tir nhiéu A X thu 1.000 dong/trang | chimg thuc hop déng giao
N 1 Y RN Trung tdm Hanh . X 1
to, van ban do co loai ban chinh giay to, van A X nhung murc thu toi da | dich;
1 3 chinh cong cap

quan, to chure c6 tham
quyén cua Viét Nam
cap hodc chirng nhan

ban; ban chinh c6 nhiéu
trang; yéu cau sd luong nhiéu
ban sao; ndi dung gidy to, vin
ban phuc tap kho kiém tra,
d6i chiéu ma co quan, to chirc
thuc hién chung thuc khong

thé dap tmg duoc thoi han

huyén

khéng qua 200.000
dong/ban. Trang la
cin cir dé thu phi
dugc tinh theo trang
cua ban chinh.

- Thong tu s6 01/2020/TT-BTP
ngay 03/3/2020 cua Bo truéng
Bo Tu phap quy dinh chi tiét va
huéng dan thi hanh mét s6 diéu
ctia Nghi dinh sb 23/2015/ND-
CP ngay 16/02/2015 ctia Chinh
phii vé cap béan sao tir s6 gbc,
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Tén thii tuc Thoi han Pia diém Phi, 1¢ phi e
TT N . . £ - £ Can ctr phap ly
hanh chinh giai quyet thuc hién (néu co)
quy dinh néu trén thi thoi han ching thyc ban sao tir ban
ching thuc duoc kéo dai chinh, chig thuc chir ky va
thém khong qué 02 (hai) ngay chimg thuc hop dong, giao
lam viéc hodc co thé dai hon dich;
theo thoa thuén jbéng van ban - Thong tu s6 226/2016/TT-
Vo1 nguoi yéu cau chimg BTC ngay 11/11/2016 cua Bo
thyc. Truong hop tra két qua truong BO Tai chinh quy dinh
trong ngay lam viéc ti€p theo mirc thu, ché d6 thu, nop, quan
hodc phai keo dai thoi gian ly va str dung phi chirng thuc;
theo quy dinh thi nguoi tip - Quyét dinh s6 1329/QD-BTP
nhan ho so phai c6 phiéu hen ngay 01/6/2020 ciia B§ trudng
ghi r6 thot gian (gio, ngay) B6 Tu phap cong bé thu tuc
tra két qua cho nguoi yéu cau hanh chinh dugc stra ddi, bd
ching thyc. sung; thu tuc hanh chinh bj bai
bo trong linh vuc chung thuc
thudc pham vi chirc nang quan
1y cia B6 Tu phap.
Chung thyc ban sao | Trong ngay tiép nhan yéu céu - Phi: 2.000 dong/
tir ban chinh gidy to, | hodc trong ngay lam viéc tlep trang. Tu trang thir 03
van ban do co quan, | theo, néu tlep nhan yéu cau tré 1én thi mdi trang
t6 chirc c6 tham sau 15 gio. Poi véi trudng A \ thu 1.000 dong/trang
A N \ e T A A Trung tdm Hanh , Z.
9 quyén cua nguoi hop cung mot lac yéu cau chinh cong cép nhung mirc thu t61 da Nhu trén

ngoai; co quan, to
chtre ¢6 tham quyén
cua Viét Nam lién két
v6i co quan, t6 chuc
6 thAm quyén cua

ching thyc ban sao tir nhiéu
loai ban chinh gidy t&, vin
ban; ban chinh c6 nhiéu
trang; yéu cau s lugng nhiéu
ban sao; ndi dung gidy to, vin

huyén

khéng qua 200.000
dong/ban. Trang la
cin cir dé thu phi
dugc tinh theo trang
cua ban chinh.
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TT

Tén thu tuc
hanh chinh

Thoi han
giai quyét

Pia diém
thue hién

Phi, 1¢ phi
(néu co)

Can cur phap ly

nudce ngoai cap hodc
chirng nhan

ban phtc tap kho kiém tra,
dbi chiéu ma co quan, t6 chirc
thuc hién chung thuc khong
thé dap ung duoc thoi han
quy dinh néu trén thi thoi han
ching thuc duoc kéo dai
thém khéng qué 02 (hai) ngay
lam viéc hogc c6 thé dai hon
theo thoa thuan bang vin ban
v6i ngudi yéu cau ching
thuc. Truong hop tra két qua
trong ngay lam viéc tiép theo
hodc phai kéo dai thoi gian
theo quy dinh thi nguoi tiép
nhan ho so phai ¢ phiéu hen
ghi 16 thot gian (gio, ngay)
tra két qua cho ngudi yéu cau
chung thuec.

Chung thuc chir ky
trong céac gidy to, van
ban (4p dung cho ca
truong hop chung
thue diém chi va
truong hop nguoi yéu
cau chimg thyc khong
ky, khong diém chi
duogc)

Trong ngay tiép nhan yéu céu
hodc trong ngay lam viéc tlep
theo, néu tiép nhan yéu cau
sau 15 gid. Truong hop tra két
qua trong ngdy lam viéc tiép
theo thi ngudi tiép nhan ho so
phai c6 phiéu hen ghi 16 thoi
gian (gio, ngay) tra két qua
cho nguoi yéu ciu chimg

- B61 voi truong

hop binh thuong:

Trung tdm Hanh
chinh cong cap
huyén

- Dbi voi truong
hop nguoi yéu
cau chtng thuc
thudc dién gia

- Phi: 10.000 dong/
truong hop (truong
hop dugc tinh 1a mot
hoic nhiéu chir ky
trong mot gidy to, van
ban).

Nhu trén
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Tén thii tuc Thoi han Pia diém Phi, 1¢ phi e
TT ) . . £ ‘n £ . Can cir phap ly
hanh chinh giai quyet thuc hién (néu co)

thuc. yéu, khong thé di
lai dugc, dang bi
tam gitt, tam
giam, thi hanh an
phat ti hodc cé 1y
do chinh déng
khac: Ngoai tru s¢
cO quan

Trong ngay tiép nhan yéu cau

hodc trong ngay lam viéc tiép

theo, néu tiép nhan yéu cau

Chimg thue viée sira sau 15 gio. T‘ru:c‘)"ng hg:p tri két Tryng t:?lm Hénh ) ;
PO .+ | qua trong ngay lam viéc tiép | chinh cong cap - Phi: 30.000 dong/ .
4 do1, b6 sung, huy bo . A NS huvén hop dd 20 dich Nhu trén
hop déng, giao dich theg th’1 nguoi tiep nhari ho‘s'o uye op dong, giao dich.

phai c6 phiéu hen ghi r6 thoi

gian (gio, ngay) tra két qua

cho nguoi yéu ciu chimg

thuec.

Trong ngay tiép nhan yéu cau

hodc trong ngay lam viéc tiép

theo, nég‘tiép nI‘lém yéu cﬁ}l .| Trung tam Hanh

5 Stra 16i sai sot trong Z?llzli goﬁlgol'lgg?;i }\l[?épcttr?éget chinh céng cap - Phi: 25.000 dong/ Nhu trén

hop dong, giao dich

theo thi ngudi tiép nhan ho so
phai c6 phiéu hen ghi 1 thoi
gian (gio, ngay) tra két qua
cho nguoi yéu ciu chimg

huyén

hop dong, giao dich.
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T Tén thii tuc Thoi han Pia diém Phi, 1¢ phi Can et ohio I¥
hanh chinh giai quyét thuc hién (néu co) anciphap ly
thuec.
Trong ngay tiép nhan yéu cau - Phi: 2.000 dong/
hoic trong ngay lam viéc tiép trang. Tu trang thir 03
theo, néu tiép nhan yéu cau trd 1én thi moi trang
Cép ban sao c6 chirng | sau 15 gio. Truong hop tra két | Trung tam Hanh thu 1.000 déng/trang
g | thuc tir ban chinh hop | qua trong ngay lam viée tiép chinh cong cap nhung muc thu tdi da Nhu trén
dong, giao dich da theo thi ngudi tiép nhan ho so | huyén khdng qué 200.000
dugc chiing thuc phai c6 phiéu hen ghi rd thoi dong/ban. Trang la
gian (gio, ngay) tra két qua can cur dé thu phi
cho ngudi yéu cu chimg dugc tinh theo trang
thyec. cua ban chinh.
Trong ngay tiép nhan yéu cau
hoic trong ngay 1am viéc tiép
theo, néu tiép nhan yéu cau
sau 15 gio hodc co thé kéo
Chimg thye chit k dai hon theo théa thuan lgéng - Phi: 1 g.ooo dégg/
ngudi dich ma nguoi | Yan DaN VOINGUOl U CaU | o yay papy | TUONS hop. Truong
2 AL, 2l chung thyc. Truong hop tra I X hop dugc tinh 1a mot A
7 dich 1a cong tac vién I o chinh cbng cap hodc nhidu chit k¢ Nhu trén
dich thut cia Phong | Xt 9ud rong ngdy lam vite |1 o, og nhicu chirky
Tu phép tle‘p theo hoac phﬁal keoA dai ‘ trqong mot giay to, van
thoi gian theo thoa thuén thi ban.
ngudi tiép nhan ho so phai c¢6
phiéu hen ghi rd thoi gian
(gi0, ngay) tra két qua cho
ngudi yéu cau ching thyc.
3 Chung thuc chir ky Trong ngay tiép nhan yéu cau | Trung thm Hanh | - Phi: 10.000 dong/ Nhu trén

nguoi dich ma nguodi

hoic trong ngay lam viéc tiép

chinh cong cép

truong hop. Truong
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TT

Tén thu tuc
hanh chinh

Thoi han
giai quyét

Pia diém
thue hién

Phi, 1¢ phi
(néu co)

Can cur phap ly

dich khong phai la
cong tac vién dich
thuat ctia Phong Tu
phap

theo, néu tiép nhan yéu cau
sau 15 gior hodc co thé kéo
dai hon theo thoa thun bang
van ban véi nguoi yéu cau
chung thuc. Truong hop tra
két qua trong ngay lam viéc
tiép theo hodc phai kéo dai
thoi gian theo thoa thuan thi
ngudi tiép nhan ho so phai co
phiéu hen ghi rd thoi gian
(gi0, ngay) tra két qua cho
ngudi yéu cau ching thuc.

huyén

hop dqu tinh 1a mot
hodc nhiéu chir ky

trong mot gidy to, van

ban.

Chtng thuc hop
dong, giao dich lién
quan dén tai san 1a
dong san

Khong qua 02 (hai) ngay lam
viée, ké tur ngay nhén du ho
so yéu cau ching thuc hodc
c6 thé kéo dai hon theo thoa
thuan bang vin ban véi nguoi
yéu cau chimg thuc. Truong
hop kéo dai thoi han giai
quyét thi ngudi tiép nhan hd
so phai c¢6 phiéu hen ghi rd
thoi gian (gio, ngay) tra két
qua cho ngudi yéu cau ching
thuc.

Trung tam Hanh
chinh cbng cap
huyén

- Phi: 50.000 dong/
hop dong, giao dich.

Nhu trén

10

Chung thyc van ban
thoa thuin phan chia
di sdn ma di san la

Khong qua 02 (hai) ngay lam
viée, ké tr ngay nhan du ho
s0 yéu cau ching thyc hoic

Trung tdm Hanh
chinh cbng cap
huyén

- Phi: 50.000 d6ng/
van ban.

Nhu trén
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TT

Tén thu tuc
hanh chinh

Thoi han
giai quyét

Pia diém
thue hién

Phi, 1¢ phi
(néu co)

Can cur phap ly

dong san

c6 thé kéo dai hon theo théa
thuan bang vin ban véi ngudi
yéu cau chung thuc. Trudng
hop kéo dai thoi han giai
quyét thi nguoi tiép nhan hd
so phai c¢6 phiéu hen ghi 1o
thoi gian (gio, ngay) tra két
qua cho ngudi yéu cau ching
thuec.

11

Chung thuc van ban
khai nhan di san ma
di san la dong san

Khéng quéa 02 (hai) ngay lam
viéc, ké tir ngay nhan du ho
s0 yéu cau ching thyc hoic
c6 thé kéo dai hon theo thoa
thuan bang vin ban v4i ngudi
yéu cau chimg thuc. Truong
hop kéo dai thoi han giai
quyét thi ngudi tiép nhan hd
so phai c6 phiéu hen ghi rd
thoi gian (gio, ngay) tra két
qua cho ngudi yéu cau ching
thuec.

Trung tam Hanh
chinh cbng cap
huyén

- Phi: 50.000 dong/
van ban.

Nhu trén

12

Cap ban sao tur sO goc

Trong ngay lam viéc, sau khi
nhan da ho so hop 1¢ hodc
trong ngay lam viéc tiép theo,
néu tiép nhan yéu ciu sau 15
gi0.

Trung tam Hanh
chinh cong cap
huyén

Nhu trén

LINH VUC HOA GIAI O CO SO (01 TTHC)
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T Tén thii tuc Thoi han Pia diém Phi, 1¢ phi Can et ohio I¥
hanh chinh giai quyét thuc hién (néu co) phaply
- Thc‘ri‘ han UBND cép Xa xem - Luat Hoa gidi ¢ co s nam
xet, dé nghi UBND cap 2013;
huyén giai quyét ho so: 03 - C4 nhan ndp hod - Nghj dinh sb 15/2014/ND-CP
Thue hien hé tro khi | P52 1am viée, ke tir ngay 50 tai BO phan ngay 27/02/2014 ctia Chinh
qhwe hien hO 1t kDL nhan di ho so hop 1¢; Tiép nhan va Tra phi quy dinh chi tiét mot s6
04 1al VIS 8aP M1 | _ 1p i han Chi tich UBND | két qua UBND didu va bién phap thi hanh Luat
nan hoac rii ro anh £ R . X £ o « e s \
) A ) cap huyén xem xét, quyet cap xa, A Hoa gia1 ¢ co so;
1 huong dén strc khoe, . 5 R L Khong .. .
tinh mang trong khi | 4inh ho tro: 05 ngay lam vi€c, | - UBND cap xa - Quyét dinh 50 2338/QD-BTP
thue hién hoat dong ks tr ngay nhan du ho so hop | nop ho S0 tal\ ngay 06/9{201x8 cua BA(_) tru'(z'ng
hoa gidi 1¢; , Trung tam Hanh B0 Tu phdp ve viéc cong bo
- Théi han UBND cép x4 chi | chinh cong cap thu tuc hanh chinh duogc chuan
tién hd trg: 03 ngay lam viéc, huyén. hoa trong linh vyc hoa giai ¢
ké tr ngay nhan dugc Quyet co s¢ thugc pham vi chirc ndng
dinh cua UBND cap huyén. quan 1y caa Bo Tu phap.
IV.| LINH VU'C NUOI CON NUOI (01 TTHC)
- Luat Ho tich 2014;
Ngay trong ngay tiép nhan hd - L¢ phi: 60.000 - Nghi dinh sb 123/2015/ND-
Ghi vao S6 dangky | so (nhan ho so sau 15 gio ma dong/ lan. CP ngay 15/11/2015 cua Chinh
nudi con nudi viée khong giai quyet dugc ngay Trung tam Hanh | Mién 18 phi cho phu quy dinh chi tiet mot so
oi 6i da i tra két qua ay 12 Il i thude gia di diéu va bién phap thi hanh Luat
1 | nuoicon nudi da thi trd két qua trong ngay lam chinh cong cép nguoi thude gia dinh 1€ ¢n phap a

duogc giai quyet tai co
quan c6 thim quyén
clia nudc ngoai

viéc tiép theo); Truong hop
phai xac minh thi thoi han
giai quyét khong qua 03 ngay

lam viéc.

huyén

c6 cong vadi cach
mang; nguoi thugc ho
nghéo; ngudi khuyét
tat.

Ho tich;

- Nghi dinh s6 19/2011/ND-CP
ngay 21/3/2011 ciaa Chinh phu
quy dinh chi tiét mot sé diéu
cua Luat Nubi con nubi;
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TT

Tén thu tuc
hanh chinh

Thoi han
giai quyét

Pia diém
thue hién

Phi, 1¢ phi
(néu co)

Can cur phap ly

- Nghi dinh s6 24/2019/ND-CP
ngay 05/3/2019 cua Chinh phu
stra d6i, bo sung mot sb diéu
cua Nghi dinh 19/2011/Nb-CP
ngay 21/3/2011 ctaa Chinh phu
quy dinh chi tiét thi hanh mot
s diéu cua Luat Nuoi con
nuoi;

- Thong tu 04/2020/TT-BTP
ngay 28/5/2020 cua B trudong
Bo Tu phap huéng dan thi
hanh maot sé diéu cua Luat Ho
tich va Nghi dinh sb
123/2015/ND-CP ngay
15/11/2015 cua Chinh pha quy
dinh chi tiét mot s diéu va
bién phap thi hanh Luat Ho
tich;

- Thong tu s6 10/2020/TT-BTP
ngay 28/12/2020 cua Bo
truong BO Tu phap vé viéc ban
hanh, huéng dan viéc ghi chép,
st dung, quan 1y va luu trit $6,
mau giay to, ho so nudi con
nudi;

- Thong tu s6 85/2019/TT-
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TT

Tén thu tuc
hanh chinh

Thoi han
giai quyét

Pia diém
thue hién

Phi, 1¢ phi
(néu co)

Can cur phap ly

BTC ngay 29/11/2019 cua Bo
truong Bo Tai chinh huéng dan
vé phi va Ié phi thuoc tham
quyén quyét dinh cua Hoi dong
nhan dan tinh, thanh phé truc
thudc Trung wong.

- Nghi quyét s6 253/2020/NQ-
HDND ngay 08/12/2020 cua
HDND tinh Ha Tinh quy dinh
vé mirc thu, mién, giam, thu,
ndp, quan ly va sur dung cac
khoan phi, I¢ phi trén dia ban
tinh Ha Tinh.

- Quyét dinh s6 169/QD-BTP
ngay 04/02/2021 cia Bo
truéng B Tu phap duoc chuan
hoéa trong Iinh vyc nudi con
nudi thudc pham vi churc nang
quan ly ctia B§ Tu phap.
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PHAN II. NOI DUNG QUY TRINH NOQI BO

I. LINH VU'C HQ TICH
1. Ping ky khai sinh ¢6 yéu t6 nwéc ngoai

1 KY HIEU QUY TRINH QT.HT.01
2 | NOIDUNG QUY TRINH
2.1 | Piéu kién thwe hién TTHC:
Khdng
2.2 | Cach thirc thwe hién TTHC:
- Nguoi ¢6 yéu cau diang ky khai sinh truc tiép thuc hién hoic ty quyén cho nguoi khac
thuc hién vi¢c dang ky khai sinh.
- Nop hd so tryc tiép hodc qua dudng buu dién dén Trung tam Hanh chinh cong cap
huyén hodc gtri qua hé thong dich vu cong tryc tuyén.
. A 1A A, Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh sa0
* Gidy to phdi nop:
- | To khai ding ky khai sinh theo mau BM.HT.01.01; X
Gidy chimg sinh;
Truong hop khong cé ‘Giéy ching sinh thi np van ban cua nguoi
lam ching xac nhan veé VjéC sinh; néu k‘héng cO van ban cua nguoi
| lam ching thi phai ¢6 gidy cam doan vé€ viéc sinh; X
Truong hop tré em sinh ra tqi nudc ngoai thi ngp Gidy chimng sinh
hodc giay to khac do co quan co tham quyén nwée ngodi cdp xdc
nhqn vé vigc tré em dwoc sinh ra o nuwoc ngoai va quan hé me - COn
(néu co);
Truong hop cha hoac me hodc ca cha, me 1a ngudi nudc ngoai thi
phai ndp van ban thoa thuén cta cha, me vé viéc lua chon quoc tich
- | cho con. Truong hop cha, me chon quoc tich nudc ngoai cho con thi X

van ban thoa thudn phai c6 xac nhén cua co quan nha nudc cé tham
quyén cua nudc ma cha me lya chon quoc tich cho con;
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Van ban uy quyén theo quy dinh ciia phdp ludt trong truong hop iy
quyén thuc hién viéc dang ky khai sinh;

Gidy to chitng minh thudc gia dinh c6 cong véi cdch mang; nguoi
thuoc ho ngheo; nguwoi khuyet tat (néu co);

* Gidy to phdi xudt trinh:

Mot trong nhiing gidy t& chimg minh nhén than 1a Ho chiéu hoac
Chung minh nhan dan hoac Thé can cudc cong dan hodc glay to
khac c6 dan anh va thong tin ca nhan do co quan c6 tham quyén cap, X
con gia trj str dung dé chirmg minh vé nhan thin cta nguoi c6 yéu
cau dang ky khai sinh;

Gidy to chimg minh noi cur tra trude khi xuat canh dé xac dinh tham
quyén dang ky khai sinh (chi ap dung trong giai doan chuyén tiép);

Gidy chung nhan két hon néu cha, me da ding ky két hon; X

Truong hop tré em sinh ra ¢ nudc ngoai, co6 cha hodc me la cong dan
Viét Nam hodc cha va me déu 1a cong dan Viét Nam, chua duoc dang
ky khai sinh & nuc ngoai, vé cu tri tai Viét Nam thi xuét trinh gidy to
chimg minh viéc tré em dé nhap canh hop phap vao Viét Nam (nhu: ho X
chiéu, gidy to c6  gia tri di lai qudc té c6 dau xac nhan nhap canh cua co
quan quan 1y xuat, nhap canh) va vin ban xac nhan ciia co quan cong
an c6 tham quyén Vé vi¢e tré em dang cu tru tai Vi¢t Nam.

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

* Luu y:

- Doi véi gidy to ndp, xudt trinh:

+ Doéi véi cong dan Viét Nam, gidy to chitng minh noi cuw trii va Gidy chig nhdn két
hon chi xuat trinh trong giai doan Co so dit liéu quoc gia vé dan cu va Co so dir liéu ho
tich dién tu toan quoc chua dwoc xay dung xong va thuc hién thong nhat trén toan quoc
(giai doan chuyén tiéep).

+ Déi véi gidy to xudt trinh khi dang ky ho tich, nguwoi tiép nhdn cé trach nhiém kiém
tra, doi chiéu voi thong tin trong to khai, chup lai hodc ghi lai thong tin dé luu trong ho
so' va tra lai cho nguoi xudt trinh, khong dwoc yéu cau nop ban sao hodc ban chup giay
to do.

+ Nguwoi yéu cdu dang ky ho tich c6 thé nép ban sao dwge chitng thuc tir ban chinh
hodc ban sao dwoc cdp tir s6 goc hoac ban chup kem theo ban chinh gzay 1o dé doi
chiéu. Truwong hop nguwoi yéu cau nép ban chup kém theo ban chinh gidy to thi nguoi
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tiép nhan c6 trach nhiém kiém tra, doi chiéu bdn chup voi ban chinh va ky xac nhan,
khong dwoc yéu cau nguoi di ding ky nop ban sao glay to do.

+ Glay 1o do co quan c6 tham quyén ciia nwéc ngodi cdp, cong chirng hodc xdc nhan
dé sir dung cho viéc dang ky ho tich tai Viét Nam phai dwoc hop phdp hoa lanh su, trir
trwong hop dwoc mién theo diéu woc quoc té ma Viét Nam la thanh vién; gidy to bang
tiéng nuéc ngodi phdi dwoc dich ra tiéng Viét va cong chieng ban dich hodc chirng thuc
chit ky ngu’O’l dich theo quy dinh cua phap luat.

+ Ngwoi tiép nhdn cé trach nhiém tiép nhdn dung, du hé so dang ky ho tich theo quy
dinh cua phap ludt ho tich, khong dwoc yéu cau nguoi dang ky ho tich nop thém gidy to
ma phap luat ho tich khong quy dinh phai nop.

+ Truong hop nguoi di dang ky khai sinh cho tré em la ong, ba, nguoi than thich khac
thi khong phai co van ban iy quyén ciia cha, me tré em, nhung phdi thong nhat véi cha,
me tré em vé cdc ngi dung khai sinh.

- Déi véi viée xdac dinh ho, dén téc, dat tén cho tré:

+ Viéc xac dinh ho, dan toc, dat tén cho tré em phdai phu hop voi phap ludt va yéu cau
giik gin ban sdc dan téc, tdp qudn, truyén thong vin héa tot dep cia Viét Nam; khéng
dat tén qua dai, kho sv dung.

+ Truong hop cha, me khong thoa thuan dwoc vé ho, dan tdc, qué quan cua con khi
dang ky khai sinh thi ho, dan toc, qué quan cua con duoc xdc dinh theo tap qudan nhung
phdi bao dam theo ho, dan toc, qué quan cua cha hodac me.

2.4

S6 lwong ho so: 01 bo

2.5

Thoi han giai quyét: Ngay 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 lam viéc tiép theo).

2.6

Pia diém tiép nhin ho so va tra két qua giai quyét TTHC:
Trung tdm Hanh chinh cong cip huyén.

2.7

Co quan thuc hién: Phong Tu phap.

Co quan c6 thim quyén quyét dinh:

- ij ban nhan ’dén cép huyén noi cu tri cua ngudi cha hodac nguoi me thuc hién dang
ky khai sinh do1 véi tré em sinh ra ¢ Viét Nam trong céac truong hop:

+ C6 cha hodc me la cong dan Viét Nam con nguoi kia 1a nguoi nudce ngoai hodc nguoi
khong quoc tich.

+ C6 cha hodc me¢ 1a cong dan Viét Nam cu tru ¢ trong nude con nguoi kia la cong dan
Viét Nam dinh cu ¢ nudce ngoai.

+ C6 cha va me la cong dan Viét Nam dinh cu & nudce ngoai.

+ C6 cha va me 14 nguoi nude ngoai hodc ngudi khong quéc tich.

- Uy ban nhan dan cép huyén noi cu tra cia tré¢ em C(')’ cha hoac me hoac ca cha va me
la cong dan Viét Nam, thuc hi¢n dang ky khai sinh d6i véi tré em sinh ra ¢ nudc ngoai,
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chua dugc ding ky khai sinh, vé cu tra tai Viét Nam.

Co quan dwoc iy quyén: Khong.
Co quan phdi hep: Khong.

2.8 | Pdi twong thwe hién TTHC: C4 nhan
Két qua giai quyét TTHC:
2.9 | - Ho so du diéu kién: Gidy khai sinh (ban chinh).
- Ho so khong du diéu kién: Van ban thong bao khong du diéu kién dang ky khai sinh.
2.10 | Quy trinh xir ly cong viéc
TT Trinh tw Trach nhiém | Thoigian | Biéu miu/Két qua
Tiép nhan ho so:
- Néu ho so chua day du hodc
khong hop 1¢: Hudng dan bd
sung, hoan thién ho so; truong Mau 01, 02 (néu
o gf{p nop ho so qua d‘é‘."}lgt‘?‘i‘;‘ Cong chirc | Giohanh | c6), 05, 06 va H
1en Mogc qua mang G At TN&TKQ chinh | so theo muc 2.3
thong bao bang van ban cho ca
nhan dé hoan thién ho so.
- Néu ho so day du, hop 18: Lam
thu tuc ti€ép nhan ho so va thu phi,
1€ phi theo quy dinh.
a2 Chuyén ho so cho Phong Tu phdp | Cong chiic 12 oidy Mau 01, 05 va Ho
Xt 1. TN&TKQ & so kém theo
B3 Phan cong can bo Phong Tu phap Lanh dao 12 gis Mau 05 va Ho so
xu ly. Phong Tu phap & kém theo
Cong chire duge giao nhiém vu
kiém tra, xem xét ho so:
- Néu du diéu kién: Vao S6 dang Miu 05 va Du tha
kg khai sinh va nhap dit liéu vao G,%“ th,a , ;‘1 L a0
phin mém ho tich, in dy thao Cong chic xir | ey hal Sl 0ac
B4 . X o S A 01 gio van ban thong bao
Giay khai sinh; 1y ho so A 2 4 A 1 ia
X A g A 1A khong du dicu kién
- Néu khong du diéu kién: Dy dang ky khai sinh.

thao van ban thong bao khong du
dieu kién dang ky khai sinh.
Trinh 1anh dao Phong Tu phéap.
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Mau 05 va Du thao

Lanh dao Phong Tu phép kiém tra ~ Gidy khai sinh hoic
két qua thyc hién, duyét, trye ti Lanh dgo Van bin thong bs
5 | ke qua thyc hién, duyét, truc tiép Phong Tu phap 01 givs an ban thong bao
hodc giao cong chirc xtr ly hd so khong du dicu kién
trinh Lanh dao UBND cap huyén. dang ky khai sinh
da duyét/ky nhay
Mau 05 va Gidy
, . 1A e L o1 Lanh dao khai sinh hoac Van
B6 Ky dl:I thao k t qua glat quyet thu UBND cép 1/2 gid | ban thong bao
tuc hanh chinh tai BS. R n 2 A 1iA
huyén khong du diéu kién
dang ky khai sinh
Phat hanh vin ban, tra két qua cho Mau 05, 06 va Gidy
. 2R 2 < ) khai sinh hodc Van
Phong Tu phép dé chuyén cho Van thu; . P
B Trung tim Hanh chinh cong ci Phong Tu pha 12 gi6 | ban thong bdo
P & Cp ong Tu phap khong du diéu kién
yen. ding ky khai sinh
q q Mau 01, 06 va Giay
Chuyén nguoi dan ky S6 ho tich Co hi Gi& hanh khai sinh hoac Van
B8 | va tra két qua cho ca nhan. TKIHE'I?KHC lz,ni]n ban thong bao
Q et khéng du didu kién
dang ky khai sinh
* Truong hop ho so qud han xit 1y, trong thoi gian chdm nhat 01 ngay truéce ngay hét
han xu ly, Phong Tu phap tham muu ban hanh phiéu xin 16i va hen lai ngay tra két qua
dé giri cho t6 chirc, cd nhan.
3 | BIEUMAU
&
Mau 01 MAu 01.docx
Gidy tiép nhan ho so va hen tra két qua
Mau 02 Mau 02.docx
Phiéu yéu cu bd sung hoan thién hd so
Mau 03 Mau 03.docx
Phiéu tir chdi tiép nhan giai quyét ho so
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i,
Mau 04 MAu 04.docx
Phiéu xin 161 va hen lai ngay tra két qua
(T
Mau 05 Mau 05.docx
Phiéu ki€m soat qua trinh giai quyét ho so
fiw.
Mau 06 Mau 06.docx

S6 theo ddi hd so

@45'

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

4 |HOSOLUU

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

- | HO so dau vao theo muc 2.3;

- | S6 dang ky khai sinh;

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

- | Phan mém http://khaisinhdientu.moj.gov.vn.

Hb so duoc luu tai Phong Tu phap, thoi gian luu trit SO ding ky khai sinh 14 vinh vién, con
cac giéy to khac thuc hién luu theo quy dinh cua Luat Ho tich va cac vin ban hudng dan thi
hanh. Sau khi hét han, chuyén ho so xudng don vi luu trit cia UBND cap huyén va luu trit
theo quy dinh hién hanh.
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2. Ping ky khai sinh c¢6 yéu t6 nwéc ngoai cho nguwoi di cé hd so, gidy to ca nhan

1 KY HIEU QUY TRINH QT.HT.02
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thwe hién TTHC:
Nguc‘yi Vi@t Nam dinh cu & I}U(S’c ngpéi, chua duoc dang ky khai sinh tai co quan co
tham quyén Vi€t Nam, c6 ho so, gidy to ca nhan (ban chinh hodc ban sao dugc chimg
thue hop 1¢) nhu: Glay to tuy than; So ho khau; S6 tam tra; gidy to khac do co quan nha
nuée c¢6 thAm quyén cia Viét Nam cép, trong d6 c6 ghi noi sinh tai Viét Nam.
2.2 | Cach thirc thwe hién TTHC:
- Nguoi ¢6 yéu cau diang ky khai sinh truc tiép thuc hién hodc uy quyén cho ngudi khac
thuc hién viéc déng ky khai sinh.
- Nop hd so truc t1ep hodc qua duong buu dién dén Trung tam Hanh chinh cong cap
huyén hodc gtri hd so qua hé thdng dich vu cong truc tuyén.
. A 1A A, Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
* Gidy to phdi ngp:
- | To khai ding ky khai sinh, theo mau BM.HT.02.01; X
_ | Van ban cam doan vé viéc chira duwoc dang ky khai sinh theo mau X

BM.HT.02.02;

Todn bé hé so, gidy to ciia nguwoi yéu cau hodc hé so, gidy to, tai liéu
khdc trong d6 ¢6 cdc thong tin lién quan dén ndi dung khai sinh ciia
nguwoi do, gom: Gidy CMND, Thé cdn cude cong dan hodc H chiéu,; So
ho khau, S6 tam trii, gidy to chitng minh vé noi i trii; Bang tot nghiép,
Gid'y chung nhan, ching chi, hoc ba, hé so hoc tdp do co quan dao tqo,
quan Iy gido duc cé tham quyén cdp hodc xdc nhan; Gidy to khdc ¢6 X
théng tin vé ho, chir dém, tén, ngay, thang ndm sinh ciia cd nhan; Gidy
to chung minh quan hé cha, me, con;

Nguot yéu cau dang ky khai sinh c6 trach nhiém ndp day du ban sao cac
gidy to néu trén (néu cd) va phai cam doan dd ndp du cac gidy to minh
c6; chiu trach nhiém, hé qua cta vi¢c cam doan khong diing sy that.
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Truong hop uy quyén cho ngudi khac 1am thay thi phai ¢ vin ban uy
quyén dugc cong ching, ching thyc theo quy dinh cua phap luat.
Truong hop ngudi dugc oy quyén 1a dng, ba, cha, me, con, vo, chdng, X
anh, chi, em rudt ciia ngudi ty quyén thi van ban iy quyén khong
phai chung thuc;

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

* Gidy to phdi xudt trinh:

Mot trong céc gidy td ching minh nhan than 1a Gidy CMND, Thé cin
cudc cong dan, Ho chiéu hodc glay to khac c6 dan anh va thong tin cé
nhan do co quan co6 tham quyén cap, con gia tri sir dung ctia ngudi o
yéu cau dang ky khai sinh;

Giéy t& chitng minh noi cu tra trude khi xuat canh dé xac dinh t’hém
quyén dang ky khai sinh (chi 4p dung trong giai doan chuyén tiép).

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

* Luu y:

- Doi véi gidy to nép, xudt trinh:

+ Truong hop nguoi yéu cau ndp gidy to la ban sao dwoc cdp tir s6 goc hodc ban sao
dwoc chirng thuwce tir ban chinh thi nguoi tiép nhdn hé so khéng dwoc yéu cau xudt trinh
ban chinh; néu ngwoi yéu cau chi ndp ban chup va xudt trinh ban chinh thi nguwoi tiép
nhén hé so kiém tra, doi chiéu ban chup voi ban chinh va ky vao ban chup xac nhan vé
viéc dd doi chiéu ndi dung gidy to dé, khéng dwoc yéu cau nguoi di diang ky nép ban
sao gidy to do.

+ Poi véi gidy to xudt trinh khi dang ky hé tich, nguoi tiép nhdn cé trach nhiém kiém
tra, doi chiéu véi théng tin trong to khai, chup lai hodc ghi lai théng tin dé luu trong ho
SO va trd lai cho nguoi xudt trinh, khéng dwoe yéu cau ndp ban sao hodc ban chup gidy
to do.

+ Gid'y 1o do co quan c6 tham quyén ciia nwée ngodi cdp, cong chitng hodc xdc nhén
dé sir dung cho viéc dang ky hg tich tai Viét Nam phai dwoc hop phap héa lanh s, trir
truong hop dwoc mién theo diéu woc quoc té ma Viét Nam la thanh vién; gidy to bang
tiéng nuwée ngodi phai dwoe dich ra tiéng Viét va cong chirng ban dich hodc chiing thuc
chir ky ngu’m dich theo quy dinh cua phap luat.

+ Ngwoi tiép nhdn cé trach nhiém tiép nhdn dung, du ho so dang ky hé tich theo quy
dinh cua phap ludt ho tich, khong dwoc yéu cau nguoi dang ky ho tich nop thém giay to
ma phap luat ho tich khong quy dinh phai nop.

- Truong hop cho phép nguwoi yéu cdu dang ky hé tich ldp van ban cam doan vé ngi
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dung yéu cau dang ky ho tich thi co quan dang ky hé tich phdi gidi thich ré cho nguoi
Igp vin ban cam doan vé trach nhiém, hé qua phdp Iy cua viéc cam doan khong diing
sw that. Co quan dang ky ho tich tie choi giai quyét hodc dé nghi co quan c6 tham
quyén hiy bé két qua déing ky hé tich, néu cé co sé xdc dinh néi dung cam doan khong
dung su that.

2.4

S6 lwong ho so: 01 bd

2.5

Théi han giai quyét: Trong thoi han 05 ngay lam viée ké tlr ngay nhan di ho so hop
1¢; truong hop phai xac minh thi thot han giai quyét khong qué 25 ngay lam viéc.

2.6

Pia diém tiép nhin hd so va tra két qua giai quyét TTHC:
Trung tdm Hanh chinh céng cip huyén.

2.7

Co quan thuc hién: Phong Tu phap.

Co quan co thfipl quyén quyét dinh: UBND cip huyén noi cu tra trude khi xuat canh
cua nguoi yéu cau dang ky khai sinh.

Co quan dwoc iy quyén: Khong.

Co quan phdi hop: Uy ban nhan déan cap xa noi nguoi yéu cau dang ky khai sinh cu
tra trude khi xuét canh; Co quan cong an c6 tham quyén.

2.8

Poi twong thwe hién TTHC: Ca nhan

2.9

Két qua giai quyét TTHC:
- HO so du diéu kién: Giy khai sinh.
- Ho so khong du diéu kién: Vian ban thong bao khong du diéu kién cap gidy khai sinh.

2.10

Quy trinh xir ly cong viéc

TT

Trinh ty Trach nhiém | Thoi gian | Biéu miu/Két qua

Bl

Tiép nhan ho so:

- Néu hd so chua day du hodc
khong hop 18: Huéng din bo
sung, hoan thién ho so; truong
hop ndp hd so qua duong buu
dién hodc qua mang dién tu thi
thong bao bang vin ban cho ca
nhan d hoan thi¢n ho so.

Méu 01, 02 (néu
c0), 05, 06 va HO
so theo muc 2.3

Cong chuc Gi0 hanh
TN&TKQ chinh

- Néu ho so day du, hop 16: Lam
thu tuc ti€p nhan ho so va thu phi,
1€ phi theo quy dinh.
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B2

Chuyén hd so cho Phong Tu phap
xu ly.

Cong chure
TN&TKQ

02 gid

Mau 01, 05 va Ho
so kem theo

B3

Phan cong can bo Phong Tu phap
xu ly.

Lanh dao
phong Tu phap

04 gioy

Mau 05 va Ho so
kéem theo

B4

Cong chirc dugce giao nhiém vu
kiém tra, xem xét ho so:

- Trudng hop du diéu kién: Vao
S6 dang ky khai sinh, nhap dit liéu
vao phén mém ho tich, in du thao
Gidy khai sinh, trinh lanh dao
phong duyét va trinh lanh dao
UBND cép huyén. (chuyén toi
B8).

- Trudng hop khong du diéu kién:
Du thao van ban thong bao khong
du diéu kién cap gidy khai sinh,
trinh 1anh dao phong duyét va
trinh ldnh dao UBND cip huyén.
(chuyén t&i BS).

Cong chuce xtr
1y ho so

02 ngay

Maéu 05 va Dy thao
Gidy khai sinh hoic
van ban thong bao
khéng du diéu kién
cap gidy khai sinh

- Trudong hop phuec tap thi phong
Tu phép c6 van ban dé nghi
UBND cép x3 noi ngudi co yéu
cau cu trd trude khi xuat canh
kiém tra, x4c minh vé viéc dang
ky khai sinh ctia nguoi yéu cau va
viée luu gitr s6 ho tich.

- Trudng hop gidy to ctia nguoi
yéu cau ding ky khai sinh khong
c6 thong tin chirng minh quan hé
cha, me, con thi phong Tu phap
tham muu vin ban dé nghi co
quan cong an c6 thim quyén xac
minh trinh Lanh dao UBND cap
huyén ky duyét, Van thu dong dau
phat hanh vén ban.

Thuc hién cac bude tiép theo.

Phong Tu
phép, Lanh dao
UBND cép
huyén, Van thu

03 ngay

Mau 05; vén ban dé
nghi x4c minh

BS

UBND cép xi va Co quan cong an
c6 tham quyén noi nhan dugc yéu

UBND cép x4
va Co quan

15 ngay

Van ban tra 161 két
qua xac minh
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cau xac minh tién hanh kiém tra,
xéac minh va tra 101 bang van ban
vé viée ngudi yéu cau da dugc
dang ky khai sinh hay chua dugc
dang ky khai sinh; viéc con luu
giit hoic khong luu gitt dugc sb
hd tich.

cdng an co
thAm quyén noi
nhan dugc yéu
cau xac minh

* Nhan két qua xac minh:
- Néu du diéu kién: Vao S6 diang
ky khai sinh, nhap dir liéu vao

phan mém ho tich, in dy thao
Gidy khai sinh;

- Néu khong du diéu kién: Dy

Mau 05 va Du thao

thdo van ban thong bao khong du leay lfhal SAmh h,o ac
didu kién clp giby khai sinh; van ban thong bdo
o . g khong du diéu kién
B6 Trinh 1anh dao Phong Tu phap. Cong Chﬁ,c XU 04 naa Cép giéy khai sinh;
* Truong hop co quan cong an tra 1y ho so 98Y | Van ban cam doan
161 khong c6 thong tin hodc hét vé thong tin cta
thot han xac minh ma kh()ng co cha, me, con cua
van ban tra 161 thi phong Tu phap nguoi diang ki khai
cho nguoi yéu cau dang ky khai sinh
sinh 1ap vin ban cam doan vé
thong tin ctia cha, me va xéac dinh
ndi dung khai sinh theo van ban
cam doan. Pong thoi tién hanh
cac bude giai quyét theo quy dinh.
Duy thao Giay khai
sinh hodc van ban
B7 Xem xét, duyét du thao két qua Lanh dao 01 ngay thong bao khong du
giai quyet TTHC tai B6. Phong Tu phéap di€u kién cap giay
khai sinh da
duyét/ky nhay
Mau 05 Gidy khai
, n . 1A . e Lanh dao sinh hoac van ban
B8 Ky (}uygt du thao ket qua gidi UBND cép 01 ngay | thong bao khong du
quyét TTHC. A
huyén diéu kién cap giay
khai sinh
Phét hanh van ban, trakét qua cho | (. | Mau 05, 06 Gidy
B9 | Phong Tu phap dé chuyén cho UBND cép 02 gi¢ | khai sinh hodc van

Trung tdm Hanh chinh cong cép

ban thong bao
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huyén. huyén; khéng di diéu kién
Phong Tu phép cap giay khai sinh

Mau 01, 06; Gidy

Chuyén ngudi dan ky vao S6 ho . . 1 khai sinh hodc van
. RPN . : Cong chure Gi0 hanh A .
B10 | tich va trd Giay khai sinh cho ca TN&TKQ chinh ban thong bao
nhan. khong du dicu kién
cap gidy khai sinh

* Truong hop ho so qud han xit Iy, trong thoi gian chdm nhat 01 ngdy trude ngay hét
han xu Iy, Phong Tu phdp tham muu ban hanh phiéu xin 16i va hen lai ngay tra két qud
dé givi cho to6 chirc, cd nhan.

3 | BIEU MAU

(T
Mau 01 Mau 01.docx
Giay ti€ép nhan ho so va hen tra két qua
fiw.
Mau 02 Mau 02.docx

Phiéu yéu cau bo sung hoan thién ho so

Mau 03 Mau 03.docx
Phiéu tir choi ti€p nhén giai quyét ho so

fiw.
Mau 04 MAau 04.docx

Phiéu xin 16i va hen lai ngay tra két qua

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

fiw,
Mau 06 MAu 06.docx
SO theo doi ho so
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@j

BM.HT.02.01 BM.HT.02.01.doc
To khai dang ky khai sinh

@j

BM.HT.02.02 BM.HT.02.02.doc
Mau gidy cam doan

4 |HOSOLUU

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

- | HO so dau vao theo muc 2.3;

- | S6 ding ky khai sinh;

- | Van ban d€ nghi xac minh; Van ban tra 161 két qua xac minh (néu co);

- | Van ban cam doan vé€ thong tin ciia cha me (néu co);

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

- | Phan mém http://khaisinhdientu.moj.gov.vn.

Hb so duoc luu tai Phong Tu phap, thoi gian luu trit SO ding ky khai sinh 14 vinh vién, con
cac giéy to khac thuc hién luu theo quy dinh cua Luat Ho tich va cac vin ban huéng dan thi
hanh. Sau khi hét han, chuyén hd so xudng don vi luu trit cia UBND cip huyén va luu triv
theo quy dinh hién hanh.
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3. Ping ky két hon c6 yéu t6 nwéc ngoai

1 KY HIEU QUY TRINH QT.HT.03
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thwe hién TTHC:
- Nam tir ¢t 20 tudi tro 1én, nit tir 4t 18 tudi trd 1én;
- Viée két hon do nam va nit tu nguyén quyét dinh;
- Céc bén khong bj mit nang lyc hanh vi dan su;
- Cong dan Viét Nam dinh cu 6 nudc ngoai phai co gidy t& cho phép cu trii do co quan
c6 tham quyén nudc ngoai cap;
- Viée két hon khong thudc mot trong cac trudng hop cam két hon theo quy dinh tai cac
diém a, b, ¢ va d khoan 2 Piéu 5 cua Luat Hon nhan va gia dinh, gom:
+ Két hon gia tao;
+ Tao hoén, cudng ép két hon, lira ddi két hon, can tré két hon;
+ Nguoi dang c6 vg, co chong ma két h6n voi nguoi khac hodc chua c6 vo, chua co
chong ma két hon voi nguoi dang cd chong, co vo;
+ Két hon giita nhitng ngudi cung dong mau veé truc hé; giira nhirg ngudi ¢é ho trong
pham vi ba doi; gitta cha, me nudi voi con nudi; gitra nguoi da timg la cha, me nu6i voi
con nudi, cha chong véi con dau, me vo véi con ré, cha dugng véi con riéng ciia vo, me
ké véi con riéng cua chong.
* Nha nudc khong thira nhan hon nhan gitta nhitng ngudi cung gioi tinh.
2.2 | Cach thirc thwe hién TTHC:
Nop ho 50 truc tlep tai Trung tam Hanh chinh céng cap huyén (bén nam hodc bén nir c6
thé tryc tiép ndp hd so ma khong can co vin ban uy quyén cta bén con lai).
. A 1A A, Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
* Cdc gidy to phdi nép:
To khai déng ky két hon theo mau BM.HT.03.01, ¢6 du thdng tin cia
- | hai bén nam, nit. Hai bén nam, nir c6 thé khai chung vao mot To khai X
dang ky ket hon;
_ | Giay xac nhan cta t6 chuc y té c6 tham quyén cta Viét Nam hoic «
nudc ngoai cap cho hai bén nam, nir, xac nhan nguoi dé khong mac
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bénh tam than hozc bénh khac ma khong c6 kha nang r;hén thirc, lam
chi dugc hanh vi caa minh (chua qud 06 thang tinh den ngay nhdn
ho s0);

Gidy to ching minh tinh trang hén nhan cua hai bén nam, nir:

+ Gidy to chirng minh tinh trang hdn nhan cua nguoi nuéc ngoai do
co quan c6 thim quyén ciia nudc ma ngudi dé 1a cong dan cap con
gia tri str dung, xac nhan hi¢n tai nguoi d6 khong c6 vg hodc khong
c6 chong; treong hop nude ngoai khong Cap xac nhan tinh trang hon
nhan thi thay bang glay to do co quan co thAm quyén nudc ngoai xac
nhan ngudi d6 co du diéu kién két hdn theo phap luat nude do;

Gia tri sir dung caa gidy to chitng minh tinh trang hon nhan cua nguoi
nude ngoai duoc xac dinh theo thoi han ghi trén gidy to d6. Truong
hop giay to ' chung minh tinh trang hon nhan khdng ghi thoi han su
dung thi gidy to nay va glay Xac nhén cua t6 chuc y té cua gia tri
trong thoi han 6 thang, ké tir ngay cap;

+ Pdi véi cong dan Viét Nam cu tri ¢ trong nude 1a Gidy xac nhan
tinh trang hén nhan do UBND cép x& cd tham quyén cap chuwa qué 06
thang tinh dén ngay nhdn hé so (chi ap dung trong giai doan chuyén
tiép);

+ Pbi véi cong dan Viét Nam dang cong tac, hoc tap, lao dong co
thoi han tai nudc ngoai; cong dan Viét Nam dinh cu ¢ nudc ngoai la
Gidy xac nhan tinh trang hon nhan do Co quan dai dién ngoai giao,
Co quan dai dién lanh sy cua Viét Nam & nudc ngoai cap (chua qud
06 thang tinh dén ngay nhdn ho so);

Ho chiéu hoic gidy to co gié tri thay thé ddi véi ngudi nude ngoai,
cong dan Viét Nam dinh cu ¢ nudc ngoai (giay to co gia tri thay the
doi voi ngudi nude ngoai la giay to di lai quoc té hoac thé cu tra);

Ngoai cac gidy to quy dinh trén, tly timg trudng hop céng dan Viét
Nam phai nop gidy to turong tng sau day:

- Trich luc ho tich vé viéc da ghi vao sb viéc ly hdn hoic huy viec két
hén dbi véi cong dan Viét Nam da ly hon hoac hay viéc két hon tai
co quan c6 thim quyén nudc ngoai;

- Vin ban cua co quan, don vi quan Iy xac nhan viéc két hon voi
ngudi nudc ngoai khong tréi voi quy dinh caa nganh néu nguoi do 1a
cong chuc, vién chirc hodac dang phuc vu trong luc luong vii trang;

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

* C4c gidy tor phdi xudt trinh:
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M6t trong cac gidy to chang minh nhan than la Gidy CMND, Thé cin
cudc cdng dan, Ho chiéu hogc glay to khac c6 dan anh va thong tin ca
nhan do co quan c6 tham quyén cap, con gié tri sir dung cia cong dan
Viét Nam;

Nguoi nuwdc ngodi xuat trinh ban chinh ho chiéu dé chirng minh vé
nhén than; truong hop nguoi nudc ngoai khdng cd ho chicu dé xuat X
trinh thi cd thé xuat trinh giay to di lai quoc té hoac thé cu tri;

Gidy to ching minh noi cu trai ctia ngudi Yeu cau dé xac dinh tham
quyén dang ky két hén (chi ap dung trong giai doan chuyén tiep).

*Luu y:

- Truong hop nguwoi yéu cau ndp gidy tola ban sao dwoc cdp tir sé6 goc hodc ban sao
dwoc chieng thuwce tir ban chinh thi nguoi tiép nhdn hé so khéng dwoc yéu cau xudt trinh
ban chinh; néu nguoi yéu cau chi nép ban chup va xudt trinh ban chinh thi nguoi tiép
nhén cé trach nhiém kiém tra, doi chiéu ban chup voi ban chinh va ky xac nhdan, khong
dwoc yéu cau nép ban sao gidy to do.

- Poi véi gidy to xudt trinh khi dang ky ho tich, nguwoi tiép nhdn cé trach nhiém kiém
tra, doi chiéu véi théng tin trong to khai, chup lai hodc ghi lai théng tin dé heu trong ho
so'va tra lai cho ngueoi xudt trinh, khéng dwoc yéu cau nép ban sao hodc ban chup gidy
to do.

- Gidy to do co quan ¢é tham quyén ciia nuwde ngodi cdp, cong chieng hodc xdc nhdn dé
su dung cho viéc dang ky ho tich tai Viét Nam phai dwoc hop phdp hoa lanh sw, trie
trwong hop dwoc mién theo diéu wéc quoc té ma Viét Nam la thanh vién; gidy to bang
tiéng nwéc ngoadi phai dwoc dich ra tiéng Viét va cong chieng ban dich hodc chirng thuc
chit ky nguoi dich theo quy dinh cua phap luat.

- Ngueoi tiép nhan c6 trach nhiém tiép nhan ding, di hé so dang ky hé tich theo quy
dinh ciia phdp ludt hé tich, khéng dwoc yéu cau nguoi diang ky hé tich ndp thém gidy to
ma phap luat ho tich khong quy dinh phai nop.

2.4 | S6 lwong ho so: 01 bd

2.5 | Thoi han giai quyét: Trong thoi han 15 ngay 1am viée, ké tir ngay nhan da hé so hop
1é.

2.6 | Dia diém tiép nhan ho so'va tri két qua giai quyét TTHC: Trung tam Hanh chinh
cong cap huyén.

2.7 | Co quan thuc hién: Phong Tu phap.

Co quan c6 tham quyén quyét dinh:
- Uy ban nhan dan cip huyén noi cu tra ctia cdng dan Viét Nam thyuc hién dang ky két
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hon gitra cong dan Viét Nam vaéi nguoi nude ngoai; gitra cong dan Viét Nam cu tri ¢
trong nudc véi cong dan Viét Nam dinh cu ¢ nudc ngoai; gitra cong dan Viét Nam dinh
cu ¢ nudc ngoai voi nhau; gitra cong dan Viét Nam dong thoi ¢o quoc tich nudc ngoai
véi cong dan Viét Nam hoac vai ngudi nudc ngoai.

- Trudng hop ngudi nude ngoai cu trd tai Viét Nam c6 yéu cau diang ky két hon tai Viét
Nam thi Uy ban nhan dan cap huyén noi cu tri cia mét trong hai bén thuc hién dang ky
ket hon.

Co quan dwoc iy quyén: Khong.

Co quan phdi hep: Co quan c6 lién quan.

2.8 | Pdi twong thwe hién TTHC: C4 nhan
2.9 | Két qua giai quyét TTHC:
- Ho so du diéu kién: Gidy ching nhan két hon (02 ban chinh), mdi bén vo, chong 01 ban.
- Ho so khong du diéu kién: Vin ban thong bao khong du diéu kién ding ky két hon.
2.10 | Quy trinh xir ly cong viéc
TT | Trinh ty TriCh T_ho’1 Biéu mau/Két qua
: nhi¢ém glan
Tiép nhan ho so:
- Néu ho so chua day du hodc N ’
khong hqp le;:. AHu’o;ng dan bo Céng chitc | Gid hanh Mau 01,‘02 Sneu o),
Bl | sung, hoan thién ho so. . 05, 06 va Ho so theo
. s X TN&TKQ chinh
- Néu ho so day di, hop 1¢: Lam muc 2.3
thu tuc ti€ép nhan ho so va thu phi,
1€ phi theo quy dinh.
P . ., | Cong chuc .. | Mau 01, 05 va Ho so
B2 | Chuyén ho so cho Phong Tu phép. TN&TKQ 02 gio ke theo
Phan cong can bo Phong Tu phap Lanh dao .. | Mau 05 va Ho so kém
B3 e \ 02 gio
xu 1y. Phong theo
Xem xét, xtr Iy ho so: . . ,
Sy dit didu kien: Vao Sb d Mau 05 va Dy thao
i{NE‘} y le‘ilﬁg;‘lfﬁo 50 ang Giy chiing nhan két
A e;ﬁ“.‘f ap CUF 6w VA0 PN | Cong chite | 4o o | hon hode Van bin
rrllle’m Ql:fc 1,<1n h}I t a0 1ay xur 1y ho so gay thong bao khong du
chung nhan ket hon; didu kién ding ky két
- Néu khong du diéu ki¢n: Dy hén
thdo van ban thong bao khong du
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diéu kién dang ky két hon;

Trinh lanh dao Phong Tu phép
duyét/ky nhay; trinh Lanh dao
UBND cép huyén;

- Truong hop c6 khiéu nai, t6 cdo
viéc két hon khong du diéu kién
két hon theo quy dinh cta Luét
Hon nhan va gia dinh hodc xét
thdy c6 van dé can lam rd vé nhan
than ctia bén nam, bén nir hoac
gidy to trong hd so ding ky két
hén thi Phong Tu phap phdi hop
vOi co quan co lién quan xac minh
1am r5. Trong qua trinh tham tra,
xac minh ho so, néu thay can
thiét, Phong Tu phap 1am viéc
truc tiép voi cac bén dé 1am rd vé
nhan than, su tu nguyén két hén,
muc dich két hon.

Mau 05 va Du thao

) Lanh dao Gidy chung nhan két
BS Xem xét2 duyét du thao két qua Phon 'i'u: 04 oidy hon hoac Van ban
giai quyet TTHC. hg & thong bao khong du
phap didu kién dang ky két
hon da duyét/ky nhay
Mau 05 va Gidy chimg
K du thio oidi quvét tha tuc Lanh dag nhan két hon hoac Van
Be | ) ¢ Hlao Sl duy ; UBND cip | 04gi> | ban thong bao khong
hanh chinh tai B5. R s A A 1A ax ,
huyén du diéu kién dang ky
két hon
Phat hanh van ban va tra két qua |  Van thu Mau 05, 06 vd Giay
\ © AR . . chirng nhéan két hon
cho Phong Tu phap dé tra cho ca UBND; . RS A
B7 nhan va két thic trén phan mém Phone T 04 gi¢ | hodc Van bin thpng
b s oo P ore béo khong du diéu kién
1T Vi cong. phap dang ky két hon
D?l voi Gl;ay chu’n% nhar} ket h(in: UBND cép
T6 chure Lé trao Gidy chung nhan A A C s x NP
B8 £ 1A LA s 2 A | huyén, cong | Gio hanh | Mau 01, 06 va Giay
két hon cho cé nhan va chuyén Bo , . , A
n e A 1 churc chinh | chirng nhan két hon
phan TN&TKQ cho nguoi dan ky TN&TKQ

vao S6 hd tich.
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Dbi v6i van ban thong béo khong
du diéu kién dang ky két hon:
Phong Tu phép chuyén vin ban
thong bao cho Bo phan TN&TKQ
dé tra cho ca nhan.

Cong chuc
TN&TKQ

Mau 01, 06 va Vin ban
thong bao khong du
diéu kién dang ky két
hon

* Truwong hop hé so qud han xit Iy, trong thoi gian chdm nhat 01 ngdy truéce ngay hét
han xu ly, Phong Tw phap tham muwu ban hanh phiéu xin 16i va hen lai ngay tra két qud
dé giri cho t6 chirc, cd nhan.

BIEU MAU
&
Mau 01 MAu 01.docx
Gidy tiép nhan ho so va hen tra két qua
i,
Mau 02 MAu 02.docx
Phiéu yéu cau bd sung hoan thién ho so
.
Mau 03 Mau 03.docx
Phiéu tir chdi tiép nhan giai quyét ho so
liw.
Mau 04 Mau 04.docx
Phiéu xin 16i va hen lai ngay tra két qua
Mau 05 Mau 05.docx
Phiéu kiém soéat qua trinh giai quyét ho so
.
Mau 06 Mau 06.docx
S0 theo ddi ho so
=
BM.HT.03.01

To khai ding ky két hon

BM.HT.03.01.doc
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4 |HOSOLUU

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

- | HO so dau vao theo muc 2.3;

- | Van ban dé nghi xac minh; Van ban tra 101 két qua xac minh (néu co);

- | S6 ding ky két hon;

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

- | Phan mém http://hotich.moj.gov.vn.

Ho so duoc luu tai Phong Tu phap, thoi gian luu trit thue hién luu theo quy dinh cua Luat H
tich va cac van ban huong dan thi hanh. Sau khi hét han, chuy€n ho so xudng don vi luu trir
cua UBND cap huyén va luu trit theo quy dinh hién hanh.
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4. Ping ky khai tir ¢6 yéu t6 nwéc ngoai

1 KY HIEU QUY TRINH QT.HT.04
2 | NOIDUNG QUY TRINH
2.1 | Piéu kié¢n thye hi¢n TTHC:
Khong
2.2 | Cach thirc thuc hién TTHC:
- Nguoi c6 yéu cau diang ky khai tir tryc tiép thuc hién hoic iy quyén cho nguoi khac
thyc hién viéc dang ky khai tu.
- Nop hd so tryc tiép hodc qua duong buu dién dén Trung tam Hanh chinh cong cap
huyén hodc qua hé thong dich vu cong truc tuyén.
. A 1A A, Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
* Gidy to phdi ngp:
- | To khai dang ky khai tir, theo mau BM.HT.04.01; X
Gidy bao tir hodc gidy to thay cho Gidy bao tir, gdm:
+ Gidy x4c nhan viéc thi hanh an tir hinh d6i v6i nguoi chét do thi hanh X
an tir hinh;
_ | + Ban an, quyét dinh co hiéu luc C}"la Toa an ddi vai truong hop mot
ngudi bi Toa an tuyén bo 1a da chét;
+ Van ban xac nhan cta co quan cong an hodc két qua giam dinh cua
Co quan giam dinh phap y 601 v6i nguoi chét trén phuong tién giao
thong, chét do tai nan, bi giét, chét dot ngot hodc chét co nghi vén;
Gidy to, tai liéu, chimg ctr do co quan, to chure co thAm quyén cip X
| hodc xac nhén hgp 1€ chimg minh su kién chét doi véi truong hop
dang ky khai tir cho ngudi chét dé lau, khong co Gidy bao tir hodc
gidy to thay thé Giay béo tu;
Vin ban uy quyén (du’(_rc‘chtrng thuc) theo quy dinh ctia phép luat X

trong truong hop uy quyén thyc hién viée dang ky khai tir. Truong
hop ngudi co trach nhiém dang ky khai tir uy quyén cho ngudi khac
thuc hién viéc dang ky khai tor ma nguoi duoc uy quyén 1a 6ng, ba,
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cha, me, con, vg, chong, anh, chi, em rudt cia nguoi iy quyéen thi van
ban uy quyén khong phai chimg thyc;

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

* Gidy to' phdi xudt trinh:

Mot trong cac gidy td chirng minh nhan than 13 Gidy CMND, Thé cin
cude cong dan, HO chiéu hodc gidy to khac c6 dan anh va thong tin ca

- A £ R Ao X N ) < X
nhan do co quan ¢ tham quyén cap, con gia tri st dung cua nguoi
yéu cau dang ky khai tu;
Bén chinh gidy t& chirng minh noi cu tra cudi cung ciia ngudi chét dé

- | x&c dinh tham quyén (néu cb, chi &p dung trong giai doan chuyén X

tiep);

Truong hop khong xac dinh dugc noi cu tra cudi cung cua nguoi
chét thi xuét trinh gidy to ching minh noi nguoi do chét hoic noi X
phat hién thi thé ciia ngudi chét.

*Luu y:

+ Truong hop nguoi yéu cau ndp gidy to la ban sao dwoc cdp tir 6 goc hodc ban a0
dugc ching thuc ti ban chinh thi nguoi tiép nhdn hoé so khong dugc yéu cau xudt trinh
ban chinh; néu nguoi yeéu cau chi nép ban chup va xudt trinh ban chinh thi nguweoi tiép
nhdn ho so kiém tra, doi chzeu ban chup voi ban chinh va ky vao ban chup xdac nhén vé
viéc da doi chiéu noi dung gidy to do, khéng dwoe yéu cau nguoi di ding ky nép bdn sao
c6 chimg thuce gidy to do.

+ Truong hop phap ludt quy dinh xuat trinh glay to khi ding ky hé tich, nguoi tiép nhén
co trach nhiém kiém tra gidy to xudt trinh, doi chiéu véi théng tin trong To khai va tra lai
cho nguoi xuat trinh, khong dwoc yéu cau nguoi dang ky ho tich nop thém ban sao gzay to
do. Nguoi tiép nhdn cé thé chup 01 ban gidy to xudt trinh hodc ghi lai théng tin ciia gidy
to xudt trinh dé luu hé so.

+ Gidy to do co quan ¢6 tham quyén ciia mede ngodi cdp, cong chirng hodc xdc nhédn dé
s dung cho viéc dang ky ho tich tai Viet Nam phai dwoc hop phdp hoa lanh sw, trir truong
hop dwoc mién theo diéu uoc quoc té ma Viét Nam la thanh vién; gidy to bang tiéng nuéc
ngodi phdi duwoc dich ra tiéng Viét va cong chitng ban dich hodc chitng thuwce chit ky nguoi
dich theo quy dinh cua phdp luat.

+ Nguroi tiép nhdn cé trach nhiém tiép nhdn ding, du ho so dang ky hé tich theo quy dinh
clia phdp ludt ho tich, khéng dwoc yéu cau nguwoi dang ky hé tich ngp thém gidy to ma
phap ludt ho tich khong quy dinh phai nop.

2.4

S6 lwong ho so: 01 bo
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Thoi han giai quyét: Trong ngay tiép nhan ho so. Nhan ho so sau 15 gio ma khong

2.5 | giai quyét dugc ngay thi tra két qua trong ngay lam viéc tiép theo. Trong truong hop
can xac minh, thi thoi han giai quyét khong qua 03 ngay lam viéc.

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

" | Trung tdm Hanh chinh céng cip huyén.

Co quan thuc hién: Phong Tu phap.
Co quan c6 thim quyén quyét dinh:
- Uy ban nhén dan cép huyén noi cu tra cudi cling ctia nguoi chét thyuc hién viée dang
ky khai tir cho ngud1 nudc ngoai hodc cong dan Viét Nam dinh cu & nudc ngoai chét

27 tai Viét Nam;

" | - Uy ban nhéan dan cap huyén noi ngudi d6 chét hoic noi phat hién thi thé ngudi chét
thue hién viéc dang ky khai tir trong truong hop khong xac dinh duoc noi cu trii cudi
cung cua nguoi chét.

Co quan dwoc ity quyén: Khong.
Co quan phdi hop: Khong.
2.8 | Pbi twgng thwe hign TTHC: C4 nhan
Két qua giai quyét TTHC:
29 |- Hb so du diéu kién: Trich lyc khai tur (ban chinh) va van ban théng bao cho B4 Ngoai
"~ | giao d¢ thong bao cho co quan c6 tham quyéen ctiia nudc ma nguoi chét la cong dan.
- Ho so khong dii diéu kién: Van ban thong bao khong di dieu kién ding ky khai tir.
2.10 | Quy trinh xir ly cong viéc
TT | Trinh tyw Trff{Ch T.h ot Biéu mau/Két qua
: nhi¢ém glan
Tiép nhan hd so:
- Néu ho so chua day du hodc
khong hop 1¢: Hudng dan bo
sung, hoan thién ho so; truong N ’
1 | dibn hofc qua mang dign | COnEehie | Giohanh | g
11 10ac qua mang dic TN&TKQ | chinh -

thong bao bang vin ban cho ca
nhan dé hoan thién ho so.

- Néu, hd so dﬁy dua, hop 1€: L:élm thu
tuc tiép nhan ho so, hen tra két qua
va thu phi, 1¢ phi theo quy dinh.

2.3
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Chuyén cho Phong Tu phép dé xir

Cong chuc

Mau 01, 05 va Ho so

B2 iy, TN&TKQ | Y289 | yeam theo
B3 Pl;lﬁl} cong can by Phong Tu phap ;ﬁgr}llgd%?r 1/2 gio Mau 05 va Hd so kém
Xt 1y. : theo
phap
Nguoi duoc giao nhiém vy kiém
tra, xem xét hd so:
- Néu du diéu kién: Vao S6 dang
ky khai tir, nhap dit liéu vao phan
mém hd tich, in dyu thao Trich luc Mau 05 va Dy thao Trich
khai tir, ddng thoi, vin ban thong luc khai tir va dy thao
bao cho B Ngoai giao dé thong Vian ban thong bao cho
bé&o cho co quan ¢o tham quyén 01 gid | BO Ngoai giao hodc du
cua nudc ma nguoi chét 1a cong thao Vian ban thong bao
dan; Céng chiic khong du diéu kién dang
B4 | Néu khong du diéu kién: Dy xtr Iy ho so ky khai tir
thdo van ban thong bao khong du
diéu kién dang ky khai tu;
Trinh Lanh dao Phong Tu phap
duyét, chuyén tdi B6.
Truong hop phrc tap thi tién hanh Viin ban d& nghj xéc
xac minh. Viéc xac minh co6 thé . } e m 1a 1
N . DR 02 ngay | minh hodc bién ban két
bang van ban hodc di xac minh R
% qua x&c minh
thuc té.
Mau 05 Dy théo Trich
luc khai tir va du thao
Sau khi xac minh, thuc hién nhu o he Vin ban thong bao cho
B5 | B4. v0111g1(13 JUC 04 gid | BO Ngoai giao hodc du
XUy ho so thao van ban thong bao
khong du diéu kién dang
ky khai tir
Mau 05; Dy thao Trich
luc khai tir va du thao
. N e 1 Lanh dao Vin ban thong bao cho
B6 f@m xét, duyét du thao van ban Phong Tur 01 gid | Bo Ngoai gia(% hoic du
a1 B4, BS5. > A " ;
phap thao vin ban thong bao

khong du diéu kién diang
ky khai tir da duyét/ky
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nhay

MaAu 05 va Trich luc khai
tir; Van ban thong bao

Lénh dao cho B Ngoai giao hoac
B7 | Ky cac du thao van ban tai tai B6. | UBND cip | 1/2 gis | S0 B¢ %; £180 10¢
huyén Vién ban t ong bao
' khong du di€u kién dang
ky khai tu
Phét hanh van ban va tra két qua_
Ch? P.hq(.)ng T;u phap d¢ chuyen ket Mau 05, 06 va Trich luc
qua giai quyet TTHC cho Trung khai ti- Van ban thon
A \ r A . o e - Vén thu. b g
tam Hanh chinh cong; gtri van ; . A o
A L L . . ... | bdo cho Bo Ngoai giao
B8 | ban thong bao, kém theo Trich luc | Phong Tu 1/2 gio SO A .
L, e N ) ; hoac Van ban thong bao
khai tir (ban sao) cho Bo Ngoai phap . 2 A 1A s
. 201 A . . khong du di€u kién dang
giao d¢ thong bao cho co quan co 10 Khai tir
tham quyén cua nudc ma nguoi Y
chét 1a cong dan.
q Q Mau 01, 06 va Trich luc
B9 Chuyén nguoi dan ky S6 ho tich | Cong chire | Gio hanh | khai tir hodc van ban
va tra két qua cho c4 nhan. TN&TKQ chinh | thong bao khong du diéu
kién dang ky khai tr
* Truwong hop hé so qud han xir Iy, trong thoi gian chdm nhat 01 ngay trude ngay hét
han xuit Iy, Phong Tuw phdp tham muwu ban hanh phiéu xin 16i va hen lai ngay tra két qua
dé givi cho t6 chirc, cd nhan.
3 | BIEUMAU
@
Mau 01 Mau 01.docx
Gidy tiép nhan hd so va hen tra két qua
Mau 02 MAu 02.docx
Phiéu yéu cau bd sung hoan thién hd so
i,
Mau 03 MAu 03.docx
Phiéu tir chdi tiép nhan giai quyét hd so
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Mau 04 Mau 04.docx
Phiéu xin 18i va hen lai ngay tra két qua
Mau 05 Mau 05.docx
Phiéu kiém so4t qua trinh giai quyét hd so
i,
Mau 06 Mau 06.docx
S6 theo ddi hd so
To khai dang ky khai tu
W
BM.HT.04.01 I:lj

BM.HT.04.01.doc

4 |HOSOLUU

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

- | HO so dau vao theo muc 2.3;

- | S6 dang ky khai tir;

Vin ban thong bao khong du diéu kién ding ky khai tir (néu c6);
Vién ban thong bao cho B§ Ngoai giao;

- | Van ban d€ nghi xac minh; van ban xac minh (néu co6);

- | Phan mém http://hotich.moj.gov.vn.

Ho so dugc luu tai Phong Tu phap, thoi gian luu trit thue hién luu theo quy dinh cua Luat HO
tich va cac van ban huong dan thi hanh. Sau khi hét han, chuyén ho so xudng don vi luu trir
cua UBND cap huyén va luu trit theo quy dinh hi¢n hanh.
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5. Piang ky giam hd ¢ yéu td nwéc ngoai

KY HIEU QUY TRINH QT.HT.05

NOI DUNG QUY TRINH

2.1

Piéu kién thuc hién TTHC:

- Viéc giam ho gitra cong dan Viét Nam va nguoi nude ngoai cung cu tra tai Viét Nam.
- C4 nhan c6 du cac diéu kién sau day c6 thé lam ngudi giam ho:

+ C6 nang lyc hanh vi dan su day du.

+ C6 tu cach dao dirc tot va cac diéu kién can thiét dé thyc hién quyén, nghia vu cua
nguoi gidm ho.

+ Khéng phai 1a nguoi dang bi truy cau trach nhiém’ hinh su hodc ngudi bi két an
nhung chua dugc Xoa an tich vé mot trong cac toi o y xam pham tinh mang, suc khoe,
danh du, nhan pham, tai san cua nguoi khéac.

+ Khong phai 1a ngudi bi Toa &n tuyén bb han ché quyén ddi véi con chua thanh nién.
- Phap nhan c6 du cac diéu kién sau ddy co6 thé lam ngudi giam ho:

+ C6 nang luc phap luat dan sy phu hop véi viéc giam ho.

+ C6 diéu kién can thiét dé thyc hién quyén, nghia vy ciia ngudi giam ho.

2.2

Cach thire thuc hién TTHC:

- Nguoi ¢6 yéu cau diang ky giam ho truc tiép thuc hién hodc ty quyén cho ngudi khac
thuc hién viéc déng ky giam ho.

- Nop ho so truc tiép hodc qua duong buu dién den Trung tdm Hanh chinh cong cap
huyén hodc qua hé thong dich vu cong truc tuyén.

2.3

Ban Ban

Thanh phan ho so, bao gom: chinh | sao

* Gidy to' phdi nop:

To khai ding ky giam h, theo mau BM.HT.05.01; X

Vin ban cir nguoi giam ho theo quy dinh cua B luat Dan su dbi voi
dang ky gidm ho cu;

Hoic gidy to chimg minh diéu kién giam ho dwong nhién theo quy
dinh cua Bo luat Dan su d6i voi truong hop ding ky giam ho duong
nhién; van ban thoa thuan ctr nguoi gidm ho duong nhién trong truong
hop c6 nhiéu ngudi thude dién giam ho dwong nhién;
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Truong hop uy quyén cho ngudi khac 1am thay thi phai ¢6 vin ban uy
quyén dugc chimg thuc theo quy dinh cua phap luat. Truong hop

ngudi duge Gy quyén 1a ong, ba, cha, me, con, vo, chdng, anh, chi, em
rudt cia nguoi Gy quyén thi van ban uy quyén khong phai chimg thyc.

Gidy to chimg minh thudc gia dinh ¢ cong véi cach mang; ngudi thude
hd ngheo; nguoi khuyét tat (néu co).

* Gidy to phdi xudt trinh:

Mot trong cac gidy to ching minh nhan than 1a Gidy CMND, Thé cin

cudc cong dan, Ho chiéu hodc gidy to khac c6 dan anh va thong tin ca

nhan do co quan c6 thim quyén cip, con gia tri str dung ciia ngudi yéu
cau dang ky giam ho;

Gidy to ching minh noi cu tra ctia nguoi duoc giam ho hodc ngudi
giam hg dé xac dinh tham quyén ding ky gidm ho (chi 4p dung trong | X
giai doan chuyén tiép);

Truong hop gui ho s0' qua h¢ thng buu chinh thi phai giri kém theo ban sao c6 ching
thuc gidy to phai xuat trinh néu trén.

*Luu y:

+ Trueong hop nguoi yéu cau ndp gidy to la ban sao duwoc cdp tir s6 goc hodc ban sao
dwoc ching thuc tir ban chinh thi nguoi tiép nhdn ho so khong dwoc yéu cau xudt trinh
ban chinh; néu ngueoi yéu cau chi nép ban chup va xudt trinh ban chinh thi nguoi tlep
nhén hé so kiém tra, doi chleu ban chup voi ban chinh va ky vao ban chup xdac nhdn vé
viée da doi chiéu ndi dung gidy to do, khéng dwoc yéu cau nguoi di ding ky nép ban sao
c6 ching thuee gidy to do.

+ Trwong hop phap ludt quy dinh xuat trinh gzay to khi ding ky hé tich, nguwoi tiép nhdn
co trach nhi¢m kiém tra gidy to xudt trinh, doi chiéu véi théng tin trong To khai va tra lai
cho nguoi xuat trinh, khong dwoc yéu cau nguoti dang ky ho tich ngp thém ban sao glay to
do. Nguoi tiép nhdn cé thé chup 01 ban gidy to xudt trinh hodc ghi lai thong tin ciia gidy
10 xudt trinh dé leu ho so.

+ Gidy 10 do co quan cé tham quyén ciia nuwde ngodi cdp, cong chirng hodc xdc nhédn dé
s dung cho viéc dang ky ho tich tai Viet Nam phai dwoc hop phdp hoa lanh sw, trir truong
hop dwoc mién theo diéu woc quoc té ma Viét Nam la thanh vién; gidy to bang tiéng nuedc
ngodi phdi dwgc dich ra tiéng Viét va cong chimg ban dich hodc chimg thiee chit ky nguoi
dich theo quy dinh cua phap luat.

+ Ngueoi tiép nhdn c6 trach nhiém tiép nhan ding, du ho so dang ky hé tich theo quy dinh
cia phdp ludt ho tich, khéng dwoc yéu cau nguoi dang ky hé tich ndp thém gidy to ma
phap ludt ho tich khong quy dinh phai nop.
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2.4

S6 lwong ho so: 01 bd

2.5

Thoi han giai quyét:

- Bang ky giam ho ct: Trong thoi han 05 ngay lam viéc, ké tir ngay nhan du hd so hop
1€.

- Bang ky giam ho dwong nhién: Trong thoi han 03 ngay lam viéc, ké tir ngay nhén du
ho so hop 1¢€.

2.6

Dia diém tiép nhan hé so va tra két qua giai quyét TTHC: Trung tdm Hanh chinh
cong cap huyén.

2.7

Co quan thuc hién: Phong Tu phép.

Co quan c6 thim quyén quyét dinh: Uy ban nhan dan c4p huyén noi cu tra cia
nguoi duge gidm ho hoac nguoi gidam hd thuc hién dang ky giam ho gitra cong dan
Vi¢t Nam va nguoi nudc ngoai cung cu tra tai Viét Nam.

Co quan dwoc ity quyén: Khong.

Co quan phdi hop: Khong.

2.8

Poi twong thue hién TTHC: Ca nhan, phap nhan

2.9

Két qua giai quyét TTHC:
- HO so du diéu kién: Trich luc dang ky giam ho.
- Ho so khong du diéu kién: Vian ban thong bao khong du dicu kién.

2.10

Quy trinh xir ly cong viéc

TT

Thoi

. Biéu mau/Két qua
gian

Trinh tw Trach nhiém

Bl

Tiép nhan hd so:

- Néu hd so chua day du hoic
khong hop 18: Hudng din bd sung,
hoan thién ho so; truong hop nop
hd so qua duong buu dién hoic qua
mang dién tir thi thong béo bang Cong chure
vin ban cho ¢4 nhan d¢ hoan thign | TN&TKQ
ho so.

Gio | MAu 01, 02 (néu c6),
hanh | 05, 06 va Ho so theo
chinh | muc 2.3

- Néu ho so day dua, hop 18: Lam
thu tuc tiép nhén ho so, hen tra két
qua va thu phi, 1¢ phi theo quy
dinh.
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B2 Chuyén cho phong Tu phap dé xu Cong chure 02 widy Mau 01, 05 va Ho so
ly. TN&TKQ 819 1 kem theo
B3 Pfqlﬁl’} cong can by Phong Tu phap ;ﬁgﬁgd%aﬁ 02 git Mﬁu 01, 05 va Hd so
Xt ly. - kém theo
phap
Cong chirc dugce giao nhiém vu
kiém tra, xem xét ho so:
Péi véi truong hop dang ky giam ho
dwong nhién: Néu ho so da diéu
kién thi vao S6 ding ky giam ho,
nhap dir liéu vao phan mém ho 1,5 ngay
tich, in du thdo Trich luc dang ky
giam ho; Néu khong du diéu kién
thi du thao vin ban thong bao Mau 05 va Dy thdo
khong du diéu kién; Trinh 1anh dao Cong churc Trich luc dang ky
B4 | phong. duoc giao xur giam ho hodc van ban
1y ho so thong bao khong du
DA v6i truong hop dang ky gidm diéu kién
ho ctr: Néu dua didu kién dé giam
hd thi thyc hién dang ky giam ho
ctr, vao SO dang ky giam ho, nhép
dir liéu vao phan mém hd tich, in 3,5 ngay
du thao Trich luc dang ky gidm ho;
Néu khong du diéu kién thi du thao
vin ban thong bao khong du diéu
kién; trinh lanh dao phong.
Mau 05; Dy thao
Lanh dao Phong Tu phép kiém tra ~ Trich luc dang ky
Lanh dao ., R
két qua thuc hién, duyét, truc tiép . ... | giam ho hodc van ban
B5 Phong Tu 04 gio A , o ,
hodc giao cong chirc xu ly hd so ha thong bao khong du
trinh 1anh dao UBND cép huyén. phap dicu kién da duyét/ky
nhay
) N , Lanh dao Mau 05; ljrich luc
Ky két qua giai quyét thu tuc hanh ¥ .. | dang ky gidm h hoac
B6 . UBND cap 02 gio < A .
chinh. huvén van ban théng bao
% khong du diéu kién
Phét hanh van ban va tra két qua Vin thr | Mau 05, 06 Trich lyc
B7 | cho phong Tu phap dé chuyén cho UBND cép 02 gi¢ | dang ky giam ho hodc

Trung tdm Hanh chinh cong cép

van ban thong bao
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huyén. huyén, khong du diéu kién
Phong Tu
phap
q , Gio Mau 01 Trich luc
B8 Chuyén nguoi dan ky vao So vatrda | Cong chuc hanh dang ky gidm hd hoac
ket qua. TN&TKQ chinh vén ban thong bao
khong du dicu kién
* Truong hop ho so qud han xit Iy, trong thoi gian chdm nhat 01 ngdy trudce ngay hét
han xu Iy, Phong Tu phdp tham muu ban hanh phiéu xin 16i va hen lai ngay tra két qud
dé givi cho to6 chirc, cd nhan.
3 | BIEUMAU
.
Mau 01 Mau 01.docx
Gidy 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 chdi tiép nhan giai quyét hd so
i,
Mau 04 Mau 04.docx
Phiéu xin 16i va hen lai ngay tra két qua
Mau 05 Mau 05.docx
Phiéu kiém soét qua trinh giai quyét ho so
.
Mau 06 Mau 06.docx
86 theo ddi ho so
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@j

BM.HT.05.01 BM.HT.05.01.doc
To khai dang ky gidm ho

4 |HOSOLUU

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

- | HO so dau vao theo muc 2.3;

- | Sb dang ky giam ho;

- | Van ban thong bao khong du diéu kién (néu c6);

- | Phan mém http://hotich.moj.gov.vn.

Ho so duoc luu tai Phong Tu phap, thoi gian luu trir thuc hién vluu ‘theo quy dinh ctia Luat HO
tich va cac van ban hudéng dan thi hanh. Sau khi hét han, chuyén ho6 so xudng don vi luu triv
cua UBND cap huyén va luu trit theo quy dinh hién hanh.
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6. Piang ky chAm dirt giam hd cé yéu toé nwée ngoai

1 KY HIEU QUY TRINH QT.HT.06
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thuc hién TTHC:
Khdng
2.2 | Cach thirc thyc hién TTHC:
- Nguoi ¢6 yéu cau dang ky chim dut giam ho truc tiép thyuc hién hodc ty quyén cho
nguoi khéc thyc hién viée dang ky cham dut gidm ho.
- Nop hd so tryc tiép hodc qua dudng buu dién den Trung tim Hanh chinh cong cap
huyén hodc qua hé thong dich vu cong truc tuyén.
. A LA A, Ban | Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
* Gidy to phdi nop:
- | To khai dang ky cham dut giam ho, theo mau BM.HT.06.01; X
i Gidy to 1am cin c&r chdm dut giam ho theo quy dinh cua Bo ludt Dan X
Su;
Truong hop uy quyén cho ngudi khic 1am thay thi phai ¢6 vin ban uy
quyén dugc cong ching, ching thyc theo quy dinh cua phap lut.
- | Truong hop ngudi duge oy quyén 1a dng, ba, cha, me, con, vo, chdng, X
anh, chi, em rudt ctia nguoi Gy quyén thi vin ban ty quyén khdng
phai ching thuc;
Gidy to ching minh thudc gia dinh c6 cong voi cach mang; nguoi X
thudc ho ngheo; nguoi khuyét tat (n€u co);
* Gidy to phdi xudt trinh:
Mot trong céc gidy to ching minh nhén than 1a Gidy CMND, Thé cin
cudc cong dan, Ho chiéu hoac glay to khac c6 dan anh va thong tin ca
- | nhan do co quan c6 thim quyén cip, con gia tri st dung clia ngudi X

yéu cau dang ky chAm dut giam ho;
Truong hop gii qua hé théng buu chinh thi phai giri kém ban sao ¢
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ching thyc gidy to phai xuat trinh néu trén.

*Luu y:

+ Truong hop nguoi yéu cau ndp gidy to la ban sao dwoc cap tir s6 goc hodc ban sao
dugc ching thiee tir ban chinh thi nguroi tiép nhdn ho so khong dwoc yéu cau xudt trinh
ban chinh; néu nguoi yéu cau chi nép ban chup va xudt trinh ban chinh thi nguoi tlep
nhdn ho so kiém tra, doi chleu ban chup v6i ban chinh va ky vao ban chup xdc nhdn vé
viée da doi chiéu noi dung gidy to dé, khéng dwoc yéu cau nguoi di ding ky nép ban sao
6 ching thiee gidy to do.

+ Truong hop phdp ludt quy dinh xuat trinh glay 1o khi ding ky hé tich, nguoi tiép nhdn
co trach nhiém kiém tra gidy to xudt trinh, doi chiéu véi thong tin trong To khai va tra lai
cho ngueoi xudt trinh, khong duoc yéu cau nguoi dang ky ho tich nop thém ban sao gidy
10 do. Nguoi tiép nhdn cé thé chup 01 ban gidy to xudt trinh hodc ghi lai théng tin ciia
gidy to xudt trinh dé luu hé so.

+ Gidy to do co quan c6 tham quyén ciia nuwde ngodi cdp, céng chieng hodc xdc nhan dé
s dung cho viéc dang ky ho tich tai Viét Nam phai dwoc hop phap hoa lanh su, trie
truong hop dwoc mién theo diéu wéc quoc té ma Viét Nam la thanh vién, gidy to bang
tiéng nwée ngodi phdi dwoc dich ra tiéng Viét va cong chiing ban dich hodc chirng thuc
chir ky ngum dich theo quy dinh cua phap luat.

+ Nguwoi tiép nhdn c6 trdach nhiém tiép nhan dung, du hé so dang ky hé tich theo quy dinh
cia phdp ludt hé tich, khéng dwege yéu cau nguoi ding ky hé tich ndp thém gidy to ma
phap ludt ho tich khong quy dinh phai nop.

2.4 | S6 hrong ho so: 01 b
2.5 | Thoi han giai quyét: Trong 02 ngdy lam viéc, sau khi nhan da ho so hop 1é.
26 Pia diém tiép nhin ho so va tra két qua giai quyét TTHC:
" | Trung tdm Hanh chinh céng cip huyén.
Co quan thuc hién: Phong Tu phap.
Co quan c6 thim quyén quyét dinh: UBND cap huyén noi da dang ky giam ho thyc
2.7 | hién dang ky cham dut giam ho.
Co quan dwoc iy quyén: Khong.
Co quan phdi hop: Khong.
2.8 | Poi twong thwe hién TTHC: Ca nhan, phap nhan
29 Két qua giai quyét TTHC: Trich luc dang ky cham dut giam hd (ban chinh) hogc
"~ | van ban thong bao khong du diéu kién cham dit gidm ho.
2.10 | Quy trinh xir ly cong viéc
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T Trinh ty Trach nhiém Th0’1 Biéu maw/Két qua
gian
Tiép nhan ho so:
- Néu ho so chua day du hoic
khong hop 18: Hudng din bd sung,
hoan thién ho so; truong hop nop
hd so qua duong buu dién hodc qua Cone chirc Gio Mau 01, 02 ‘(néu co),
Bl | mang di¢n tu thi thong bao bang ™ ETKQ hanh | 05, 06 va Ho so theo
van ban cho ca nhan dé hoan thién chinh | muc 2.3
hd so.
- Néu hd so day du, hop 16: Lam thu
tuc tiép nhén hd so, hen tra két qua va
thu phi, 1¢ phi theo quy dinh.
B2 Chuyén cho Phong Tu phap dé xir Cong chuc 02 oidy Mau 01, 05 va Ho so
ly. TN&TKQ 19| kem theo
B3 P%lér} cong can by Phong Tu phép }I’Jl?glilgd%?r 02 gic Mﬁu 01, 05 va Ho so
xu ly. - kem theo
phap
Cong chure dugc giao nhiém vu
kiém tra, xem xét hd so:
- Néu ho so du diéu kién: Vao S6 Mau 05 Dy thdo
dang ky cham duat giam ho, nhap dix Trich luc dang ky
liéu vao phén mém hd tich, in du Cong chuc cham duat giam hg
B4 | thao Trich lyc dang ky cham dut dugc giao xur | 1,5 ngay | hodc van ban thong
giam ho; 1y ho so béo khong du diéu
- Néu hé so khong du diéu kién: Du kién chidm dut giam
thdo van ban thong bao khong du ho
diéu kién cham dut giam ho; trinh
lanh dao Phong Tu phép .
Mau 05 Dy thao
Kiém tra két qua thuc hién, duy¢t, ~ Tn;Ch 11_1’0 dgl}g k}i
truc tiép hodc giao cong chirc xtr Iy Lénh dao cham dut gidm hg
BS |, & . 11x z Phong Tu 02 gio | hodc van ban thong
ho so trinh lanh dao UBND cap ; . n s e A
huyén Phép bio khone di dicu
i kién cham dut gidm
h¢ da duyét/ky nhay
’ N ) Lanh dao Mau 05 Triph luc
Ky du thao két qua giai quyét thu i .. | dang ky cham duat
B6 : , S UBND cap 04 gio .
tuc hanh chinh tai budce 5. huyén giam ho hodc van

ban thong bao khong
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du dieu kién cham
dut giam ho

Mau 05, 06 va Trich

e Van thu luc dang ky chim
Phat hanh van ban va tra két qua UBND cap i A o
. L 2R 2 n .. | dut gidm ho hoac
B7 | cho phong Tu phap dé chuyén cho huyén 02 gio vin ban thone bao
Trung tdm Hanh chinh cong. Phong Tu khong d diéﬁ Kien
phap chém ditt gigm ho
Mau 01, 05 va Trich
] Gio luc dang ky cham
B8 Chuyén nguoi dan ky vao S6 va tra Cong chuce hanh dat giam ho hoac
két qua cho ca nhan. TN&TKQ . van ban thong bao
chinh A A i
khong du diéu kién
cham dut giam hd
* Triong hop hé so qud han xit 1y, trong thoi gian chdm nhdt 01 ngdy trude ngay hét
han xu 1y, Phong Tuw phap tham muwu ban hanh phiéu xin 16i va hen lai ngay tra két
quda dé giri cho t6 chire, cd nhan.
3 | BIEUMAU
fiw:
Mau 01 Mau 01.docx
Gidy tiép nhan ho so va hen tra két qua
Mau 02 Mau 02.docx
Phiéu yéu cau bo sung hoan thién hd so
i,
Mau 03 Mau 03.docx
Phiéu tir chdi tiép nhan giai quyét hd so
fiw.
Mau 04 Mau 04.docx
Phiéu xin 16i va hen lai ngay tra két qua
Mau 05 Mau 05.docx
Phiéu kiém soat qua trinh giai quyét hd so
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Mau 06 MAu 06.docx
So6 theo doi ho so

T& khai dang ky chdm dut giam ho

W
BM.HT.06.01 Ijj

BM.HT.06.01.doc

4 |HO SO LUU

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

- | HO so dau vao theo muc 2.3;

- | S6 dang ky chdm dut gidm ho;

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

- | Phan mém http://hotich.moj.gov.vn.

H6 so duoc luu tai Phong Tu phap, thoi gian luu trir thye hién luu theo quy dinh cua Luét
Ho tich va cac van ban hudng dan thi hanh. Sau khi hét han, chuyén ho so xuéng don vi luu
trlt cia UBND cap huyén va luu trit theo quy dinh hién hanh.
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7. Pang ky nhan cha, me, con cé yéu to nwéc ngoai

1 KY HIEU QUY TRINH QT.HT.07
2 | NOI DUNG QUY TRINH
2.1 | Piéu kié¢n thye hi¢n TTHC:
- Bén nhan va bén duoc nhan 1a cha, me, con déu con séng;
- Viéc nhan cha, me, con khong c6 tranh chép.
2.2 | Cach thirc thuc hién TTHC:
Nguoi c6 yéu cau dang ky nhan cha, me, con (mot hodc hai bén) nop hd so truc tiép
dén Trung tdm Hanh chinh cong cap huyén.
. A 1A A, Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
- | * Gidy to phdi ngp:
- | To khai dang ky nhan cha, me, con, theo mau BM.HT.07.01; X
Cl}l’mg ctr chiing minh mbi quan h¢ cha, me, con gém mot trong cac
gidy to, tai liéu sau:
+ Van ban cua co quan y té, co quan giam dinh hodc co quan khéc co
tham quyén & trong nudc hodc nudc ngoai xac nhan quan hé cha, me,
- | con; X
+ Truong hop khong ¢6 ching ctr ching minh quan hé cha, me, con
néu trén thi phai ¢ van ban cam doan (theo mau BM.HT.07.02) cua
céc bén nhan cha, me, con, ¢ it nhat hai ngudi lam ching vé moi
quan h¢ cha, me, con;
Truong hop dang ky nhan cha, me, con gitra cong dan Viét Nam véi
nguoi nudc ngoai hode gitra ngudi nude ngoai voi nhau thi ngudi
- X
nudc ngoai phai ngp thém ban sao HO chiéu hodc gidy to co gia tri
thay thé ho chiéu dé chirg minh vé nhan than;
i Gidy to chimg minh thudc gia dinh ¢ cong véi cach mang; ngudi thude X

ho nghéo; nguoi khuyét tat (néu co);

* Gidy to phdi xudt trinh:




59

Mot trong cac gidy to chimg minh nhén thén la Gidy CMND, Thé cin
cude cong dan, Ho chiéu hoac glay to khac c6 dan anh va thong tin cé
nhan do co quan c6 thAm quyén cép, con gia tri str dung ctia cong dén
Viét Nam;

Giéy to' ching minh noi cu tra cua nguoi duoc nhan la cha, me, con
dé xac dinh tham quyen dang ky nhan cha, me, con (chi ap dung X
trong giai doan chuyén tiép).

* Luu s
+ Truong hop nguoi yéu cau ndp gidy to la ban sao dwoc cap tir s6 goc hodc bdn sao
duwgc chirng thuwce ti ban chinh thi nguoi tiép nhdn ho so khong dwgc yéu cau xudt trinh
ban chinh; néu nguoi yeéu cau chi nép ban chup va xudt trinh ban chinh thi nguoi tlep
nhén hé so kiém tra, doi chzeu ban chup voi ban chinh va ky vao ban chyp xdc nhdn vé
viéc dd doi chiéu noi dung gidy to @6, khéng dwoc yéu cau nguoi di ding ky nép ban sao
c6 ching thiee gidy to do.

+ Truong hop phap ludt quy dinh xuat trinh gzay to khi ding ky hé tich, nguwoi tiép nhdn
co trach nhiém kiém tra gidy to xudt trinh, doi chiéu véi thong tin trong To khai va tra lai
cho nguoi xuat trinh, khong dwoc yéu cau nguoi dang ky ho tich nop thém ban sao gzay to
do. Nguoi tiép nhén c6 thé chup 01 ban gidy to xudt trinh hodc ghi lai théng tin ciia gidy
to xudt trinh dé luu ho so.

+ Gidy to do co quan ¢6 tham quyén ciia mede ngodi cdp, cong chirng hodc xdc nhin dé
su dyng cho vi¢c dang ky ho tich tai Viet Nam phai dwoc hop phdp hoa lanh sw, trir truong
hop dwoc mién theo diéu uoc quoc té ma Viét Nam la thanh vién; gidy to bang tiéng nmedc
ngodi phdi duwoc dich ra tiéng Viét va céng chieng ban dich hodc chitng thyc chit ky ngueoi
dich theo quy dinh cua phap luat.

+ Ngueoi tiép nhdn cé trach nhiém tiép nhan diing, du hé so dang ky hé tich theo quy dinh
clia phdp ludt ho tich, khéng dwoc yéu cau nguoi ding ky hé tich ndp thém gidy to- ma
phap ludt ho tich khong quy dinh phai nop.

- Truong hop cho phép nguwoi yéu cau dang ky ho tich ldp van ban cam doan vé nji
dung yéu cau dang ky hé tich thi co quan dang ky hé tich phdi gidi thich ré cho nguoi
Idp van ban cam doan vé trach nhiém, hé qua phdp 1y cia viéc cam doan khéng diing
su that.

- Co quan dang ky ho tich tir choz gidi quyét hodc dé nghi co quan cé tham quyén hiy
b6 két qua dang ky hé tich, néu cé co sé xdc dinh néi dung cam doan khéong diing su
that.

2.4

S6 lwong ho so: 01 b

2.5

Thoi han giai quyét: Trong thoi han 15 ngdy lam viéc, ké tir ngdy nhan du hd so hop
1€.
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Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:

2.6 A N A £
Trung tam Hanh chinh céng cap huyén.
Co quan thyc hién: Phong Tu phap.
Co quan c6 thAm quyén quyét dinh: Uy ban nhan dan cip huyén noi cu tra cta
nguoi dugc nhan 1a cha, me, con thuc hién dang ky nhéan cha, me, con gitra cong dan
Viét Nam véi nguoi nude ngoai; gitta cong dan Viét Nam cu tri ¢ trong nudc voi cong
07 dan Viét Nam dinh cu ¢ nudc ngoai; gitra cong dan Viét Nam dinh cu ¢ nudc ngoai voi
! | nhau; giira cong dan Viét Nam ddng thoi c6 qudc tich nudc ngoai voi cong dan Viét
Nam hoac véi nguoi nudc ngoai; gitra ngudi nudc ngoai voi nhau ma mdt hodc ca hai
bén thuong tra tai Viét Nam.
Co quan dwoc ity quyén: Khong.
Co quan phéi hop: UBND cép x4 noi thudng trii cia ngudi duge nhan cha, me, con;
2.8 | Poi twong thwe hién TTHC: Cé4 nhan
Két qua giai quyét TTHC:
THE Ho so du diéu kién: Trich luc dang ky nhan cha, me, con.
" | - Hd so khéng du diéu kién: Vin ban thong bao khong du diéu kién dang ky nhén cha,
me, con.
2.10 | Quy trinh xir ly cong viéc
TT | Trinh tyw Trach nhiém ";Il;(;'l Biéu mau/Két qua
Tiép nhan hd so:
- Néu ho so chua day du hodc
kh9ng h(Ayp l@; Hudng dan bo sung, A ’ o Mau 01, 02 (néu c6),
hoan thién ho so. Cong chirc | Gio hanh R
Bl A . . 05, 06 va Ho so theo
- Néu ho so déy du, hop 18: Lam TN&TKQ chinh | 53
thu tuc ti€p nhan ho so, hen tra két '
qua va thu phi, I¢ phi theo quy
dinh.
B2 Chuyén cho Phong Tu phap dé xir Cong chirc 02 oiiy Mau 01, 05 va Ho so
ly. TN&TKQ 8191 kem theo
A A 1A DA . Lanh dao x A
B3 P%lar} cong can by Phong Tu phép Phong Tu 04 gic Mau 05 va HO so
xu ly. ohap kém theo
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Xu ly hd so:

Tham muu Van ban dé nghi

UBND cap xa £10’1 ‘thuong tra cua Phong Tu . .
nguoi duge nhan 1a cha, me, con ohép. Lanh Mau 05;

B4 thuc h1¢ngmer~n }fet ta,uNtru SO dao UBND 02 ngay V;én ‘tlénkgﬁn [.JB}AID
UBND cép xa trinh Lanh dao Ao huvén cap xa dé nghi niém
phong xem xé&t, ky nhay, Lanh dao Va'?n th?lJ:. ’ yét thong tin
UBND cap huyén ky duyét, Van
thu dong dau phat hanh van ban.

Thuc hién budc tiép theo.

Niém yét cong khai tai tru s& Phong Tu Thoéng tin dugc niém
g5 | UBND cap huyén, UBND cap xa phap; UBND | 07 ngay | yét tai tru S6 UBND
noi thudng tri cua ngudi duge cap xa lién tuc | cap huyén, va
nhan la cha, me, con UBND cap xa

Sau thoi gian ni€ém yét cong khai:

- Néu ho so du diéu kién va khong

co tranh chap: Vao S6 dang ky Mau 05 vi Du thi
nhan cha, me, con; nhap dir li€u T ?uh | Ve(li“ v i{ ,a 0
vao phan mém ho tich, in du thao n}rllécn cEZ Iilelgco}rll
Trich luc dang ky nhan cha, me, 0 rC XU . : > Y

B6 . Y & %y ’ Cong c?u:c 04 ngay | hoac Van ban thong

con; 1y ho so , N y ae X
A . b A 1 bao khong du diéu
- HO so khong du diéu kién: Du kién ding ky nhan
thao Van ban thong bao khong du j i
A yea 4w A cha, me, con
diéu kién dang ky nhan cha, me,
con.
Trinh 1anh dao Phong Tu phéap.
Mau 05 va Dy théo
Trich luc dang ky
Kiém tra két qua thuc hién, duy¢t, N nhan cha, me, con
.z .. N L, Lanh dao . Ny s n

B7 tryc tiép hodc giao cong chue xur Iy Phong Tu 02 ngay hodc Van ban thong
ho so trinh 1anh dao UBND cap ha bao khong du diéu
huyén. phap kién dang ky nhan

cha, me, con da
duyét/ky nhay
, R S S Lanh dao MaAu 05 va Trich luc
B8 Ky du thao két qua gidi quyét thu UBND cip 01ngdy | dang ky nhan cha,

tuc hanh chinh tai B7.

huyén

me, con hoac Van
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ban thong bao khong
du diéu kién dang ky
nhan cha, me, con

Mau 05, 06 va Trich

, luc dang ky nhan
Phat hanh van ban va tra két qua Van thu; cha, me, con hodc
B9 | cho Phong Tu phap dé chuyén cho Phong Tu 02 gid | Van ban thong bao
Trung tdm Hanh chinh cong. phap khong du dicu kién
dang ky nhan cha,
me, con
Mau 01, 06 va Trich
luc dang ky nhéan
Chuyén ngudi dan ky So va tra két Cong chirc | Gio hanh chva, e, ©on hoaf:
B10 | qua cho ca nhan TN&TKQ | chinh | a0 banthong bio
q ' khong dii diéu kién
dang ky nhan cha,
me, con
* Truong hop hé so qud han xit Iy, trong thoi gian chdm nhat 01 ngay trude ngay hét
han xu ly, Phong Tw phdp tham muwu ban hanh phiéu xin 16i va hen lai ngay tra két qua
dé giri cho té chirc, cd nhan.
3 | BIEUMAU
i,
Mau 01 Mau 01.docx
Gidy tiép nhan hd so va hen tra két qua
Mau 02 Mau 02.docx
Phiéu yéu cau bd sung hoan thién hd so
fiw.
Mau 03 M&u 03.docx
Phiéu tir chdi tiép nhan giai quyét hd so
Mau 04 Mau 04.docx
Phiéu xin 16i va hen lai ngay tra két qua
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Mau 05 Méu 05.docx
Phiéu ki€ém soat qua trinh giai quyét ho so

=
v,

Mau 06 MAu 06.docx
So6 theo doi ho so

Eﬁj

BM.HT.07.01 BM.HT.07.01.doc

To khai dang ky nhan cha, me, con

éij

BM.HT.07.02 BM.HT.07.02.doc

Mau giay cam doan

4 |HOSOLUU

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

- | HO so dau vao theo muc 2.3;

Vin ban dé nghi UBND cép xa noi thuong tri cia nguoi duge nhan cha, me, con niém
y€t cong khai thong tin;

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

- | Phan mém http://hotich.moj.gov.vn;

- | Vian ban thong bao khong du diéu kién dang ky nhan cha, me, con (néu co).

HO so duoc luu tai Phong Tg: phap, thot gian luu tI,‘fI thuc hiénqluu }heo quy dinh cua Luat HO
tich va cac van ban huéng dan thi hanh. Sau khi hét han, chuyén ho so xuéng don vi luu triv
cia UBND cap huyén va luu trir theo quy dinh hi¢n hanh.
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8. Ping ky khai sinh két hop ding ky nhin cha, me, con ¢ yéu t6 nwée ngoai

KY HIEU QUY TRINH QT.HT.08

NOI DUNG QUY TRINH

2.1

Piéu kién thwe hién TTHC:

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

- Bén nhan, bén duoc nhén la cha, me, con déu con song vao thoi diém dang ky nhan

cha, me, con.

2.2

Cach thirc thue hién TTHC:

Nguoi ¢6 yéu cau dang ky khai sinh va nhan cha, me, con (mot hodc hai bén) nop ho so

tryc tiép tai Trung tim Hanh chinh cong cip huyén.

2.3

Thanh phan hd so, bao gom:

Ban
chinh

Ban
Sao

* Gidy to phdi nop:

- To khai dang ky khai sinh, theo mau BM.HT.08.01 va T¢ khai ding
ky nhan cha, me, con, theo mau BM.HT.08.02;

- Gidy chitng sinh;

Truong hop khéng cé Gidy chimg sinh thi ngp van ban cia nguwoi
lam ching xdc nhdn vé viéc sinh; néu khéng c6 nguoi lam chimg thi
phi c6 gidy cam doan vé viéc sinh theo mau BM.HT.08.03.

Truong hop tré em sinh ra tai mede ngodi thi nép ban chinh Gidy
chitng sinh hodc gidy to khdc do co quan c6 tham quyén nude ngodi
cd'p xdc nhdn vé viéc tré em dwoc sinh ra & nude ngoai va quan hé
me, con (néu co);

- Van ban théa thudn cia cha, me vé viéc chon quéc tich cho con doi
Vol truong hop cha hodc me hodc ca cha va me la nguoi nudc ngoai.
Truwong hop cha, me chon quoc tich nwée ngodi cho con thi van bdn
théa thudn phdi ¢é xdc nhdn ciia co quan nha nwée c6 tham quyén
cua nuwdc ngoai ma nguoi do la cong dan;

- Churng cur chirng minh moi quan hé cha, me, con, gom mot trong
cdc giay to, tai liéu sau:
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+ Van ban cua co quany té, co quan gidm dinh hodc co quan khdc
O tham quyén & trong nuwde hodc nwée ngodi xdc nhdn quan hé cha
con, quan hé me con;

+ Truong hop khong co chung cu chung minh quan hé cha, me, con
néu trén thi phdi co van ban cam doan cua cac bén nhdn cha, me,
con, ¢ it nhét hai nguoi lam chirng vé moi quan hé cha, me, con
theo mau BM.HT.08.03.

- Truong hop dang ky nhan cha, me, con gitra céng dan Viét Nam
V&i nguoi nudc ngoai hoac gitra ngudi nudc ngoai vai nhau thi nguoi
nuéc ngoai phai nop thém ban sao Ho chiéu hoic gidy to ¢ gia tri
thay thé ho chiéu dé chitng minh vé nhan than;

- Giay to chiing minh thudce gia dinh c6 cong véi cach mang; nguoi
thuoc ho ngheo; ngudi khuyet tat (néu co).

* Gidy to phdi xudt trinh:

- Mot trong cac gidy to ching minh nhan than Ia Gidy CMND, Thé
cin cude cong dan, Ho chiéu hodc glay to khac co dan anh va thong
tin ca nhan do co quan c6 tham quyén cap, con gia tri sit dung cua
cong dan Viét Nam;

- Gidy to chimg minh noi cu tri cia nguoi yéu cau dang ky khai sinh dé
xac dinh tham quyén (chi 4p dung trong giai doan chuyén ti€p);

- Trudng hop tré em sinh ra tai nuéc ngoai vé cu tra tai Viét Nam thi
xudt trinh ban chinh gidy t& chtirng minh noi cu tra tai Viét Nam cua
tré em gém: Giéy td ching minh viéc tré em da nhap canh vao Viét
Nam (nhu Ho chiéu, gidy to c6 gia tri di lai quéc té co ddu xac nhan X
nhap canh cua co quan quan ly xuat nhép canh) va van ban xac nhén
cua co quan cong an co thAm quyen vé viéc tré em dang cu tru tai
Viét Nam.

*Luu y:

+ Truong hop nguoi yéu cau ndp gidy to la ban sao duwoc cdp tir s6 goc hodc ban sao
duwgc ching thiee tir ban chinh thi ngurot tiép nhdn hoé so khong duoc yéu cau xudt trinh
ban chinh; néu nguoi yéu cau chi nép ban chup va xudt trinh ban chinh thi ngum l‘zep
nhdn ho so kiém tra, doi chzeu ban chup voi ban chinh va ky vao ban chup xdac nhén vé
viéc di doi chiéu néi dung gidy to @6, khéng dwoc yéu cau nguoi di ding ky nép ban sao
c6 ching thuee gidy to do.

+ Truong hop phap luat quy dinh xuat trinh glay 10 khi déing ky hé tich, nguoi tiép nhin
c6 trach nhiém kiém tra gidy to xudt trinh, doi chiéu véi thong tin trong To khai va trd lai
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cho nguoi xuat trinh, khong dwoc yéu cau nguoi dang ky ho tich nop thém ban sao glay to
do. Nguoi tiép nhdn cé thé chup 01 ban gidy to xudt trinh hodc ghi lai thong tin ciia gidy
1o xudt trinh dé leu ho so.

+ Gidy 10 do co quan c6 tham quyén ciia nude ngodi cdp, cong chirng hodc xdc nhin dé
su dung cho viéc dang ky ho tich tai Viet Nam phai dwoc hop phdp hoa lanh sw, trir truong
hop dwoc mién theo diéu uoc quoc té ma Viét Nam la thanh vién; gidy to bang tiéng nude
ngodi phdi dwgc dich ra tiéng Viét va cong chimg ban dich hodc chimg thiee chit ky nguoi
dich theo quy dinh cua phap luat.

+ Ngueoi tiép nhdn c6 trach nhiém tiép nhan ding, du ho so dang ky h tich theo quy dinh
cia phdp ludt ho tich, khéng dwoc yéu cau nguoi dang ky hé tich ndp thém gidy to- ma
phap ludt ho tich khong quy dinh phai nop.

- Truong hop cho phép nguoi yéu cau dang ky ho tich ldp van ban cam doan vé ndi
dung yéu cau dang ky ho tich thi co quan dang ky ho tich phai gidi thich ro cho nguoi
ldp van ban cam doan vé trach nhiém, hé qua phap ly cua viéc cam doan khong dung
sw that.

- Co quan dang ky ho tich tir choz gidi quyét hodc dé nghi co quan c¢é tham quyén hiy
bé két qua déing ky hé tich, néu cé co so xdc dinh néi dung cam doan khéng diing sie
that.

2.4

S6 lwong ho so: 01 bd

2.5

Thoi han giai quyét: Trong thoi han 15 ngay lam viéc, ké tir ngdy nhan di ho so hop
1€.

2.6

Dia diém tiép nhan ho so va tra két qua giai quyét TTHC: Trung tam Hanh chinh
cong cap huyén.

2.7

Co quan thuc hién: Phong Tu phap.

Co quan c6 thim quyén quyét dinh:

- ij ban nhan ’dén cép huyén noi cu tra c,L"la nguoi cha hoac ngudi me thuc hién dang
ky khai sinh két hgp nhéan cha, me, con doi véi tré em sinh ra & Viét Nam;

- Uy ban nhén dan Cé:’lp huyén noi cu tr cua tré em thuc hién dang ky khai sinh két hqp
nhan cha, me, con d61 vdi tré em sinh ra & nudce ngoai, chua duge dang ky khai sinh vé
cu tru tai Viét Nam.

Co quan dwoc ity quyén: Khong.

Co quan phdi hop: Khong.

2.8

Poi twong thwe hién TTHC: Ca nhan

2.9

Két qua giai quyét TTHC:
- Ho so du diéu kién: Giéy khai sinh va Trich luc dang ky nhan cha, me, con.
- Ho so khong du diéu kién: Van ban thong bao khong du diéu kién dang ky khai sinh




67

va dang ky nhén cha, me, con.

2.10 | Quy trinh xi ly cong viéc
TT | Trinh tu Trach Thoi Biéu mAu/Két qua
nhiém gian
Tiép nhan ho so:
- Néu ho so chua déx du hoac khong N ,
h(_)f}} le:AHuong dan b6 sung, hoan Céng chirc | Gio hanh Mau 01,‘02 ‘A(neu co),
Bl | thién ho so. . 05, 06 va Ho so theo
A N TN&TKQ chinh
- Néu ho so day du, hop 16: Lam thu muyc 2.3
tuc tiép nhan ho so, hen tra két qua
va thu phi, 1¢ phi theo quy dinh.
B2 Chuyén cho Phong Tu phap dé xir Cong chuce 02 oid Mau 01, 05 va Ho so
ly. TN&TKQ & kém theo
A 1A DA .. | Lanh dao x \ TrA \
B3 P,han cong can by Phong Tu phép xu Phong Tur 04 gid Mau 05 va Ho so kém
ly. - theo
phap
Xt 1 ho so:
Tham muu Vin ban dé nghi UBND
cap xa noi thuong tra ctia nguoi . .
duogc nhan 1a cha, me, con thuc hién Ph9ng l:u Mau 05;
niém tai tru s6 UBND cép x4 trinh phap, Lanh R Vin ban etti UBND
B4 | oo e T dao UBND | 02ngay | 21 >an 80 LB~
Lanh dao phong xem xét, ky nhay, X o cap xa dé€ nghi niém
~ £ N cap huyén, ol o
Lanh dao UBND cap h’uyen ky Vin the yét thong tin
duyét, Van thu dong dau phat hanh
van ban.
Thuc hién budc tiép theo.
. Phong Tu
Niém yét cong khai tai tru s& UBND r?f?égp' Thong tin duoc niém
BS cap huyén, UBND cap xa noi UBND éé D 07 ngay yét tai try SO UBND
thuong tra ciia nguoi dugc nhan la X4 lién tuc cé}p huyén, va UBND
cha, me, con. cap xa
Sau niém yét cong khai: Mau 05 va Dy thao
B4 |- Néu du diéu kign va khong xéy ra Cqénfo’ 0111'1’0 04 ngay GifAly khai sjnh Vé}
tranh chap: Vao S6 dang ky khai xu ly ho so Trich lyc dang ky

sinh, S6 dang ky nhan cha, me, con;

nhan cha, me, con
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nhap dir liéu vao phan mém ho tich,
in dy thao Gidy khai sinh va duy thao
Trich luc dang ky nhan cha, me,
con;

- Néu khong du diéu kién: Dy thao
van ban thong bao khong du diéu
kién dang ky khai sinh va dang ky
nhan cha, me, con;

Trinh Lanh dao Phong Tu phap.

hoac du thao van ban
thong bao khong du
diéu kién dang ky
khai sinh va dang ky
nhan cha, me, con

Kiém tra két qua thuc hién, duyét,

Mau 05 va Du thao
Gidy khai sinh va
Trich luc dang ky
nhan cha, me, con

BS trie tiép hoic giao cong chirc xuly ;l?gjllgd%?r 02 ngay hodc du thao van ban
ho so trinh lanh dao UBND cap ha thong bao khong du
huyén. phap dicu kién dang ky

khai sinh va dang ky

nhén cha, me, con da

duyét/ky nhay

Mau 05 va Giay khai

sinh va Trich luc ddng
) N ’ Lanh dao ky nhan cha, me, con

B6 Ky du thao két qua gidi quyét thu UBND o ip | 01 ngay hodc van ban thong

tuc hanh chinh tai B5. huvén bao khong du diéu
% kién ding ky khai sinh
va dang ky nhéan cha,
me, con
Mau 05, 06; Gidy khai
Vin thu Si{lh Vf‘l Trich luc dang
Phat hanh vin ban va tra két qua cho | UBND cip lljyvnhaf‘ Cﬁ?’ Ve
B7 | Phong Tu phap dé chuyén cho huyén 02 gid 0ac van ban thong
Trung tdm Hanh chinh cong Phong T bao khong du dieu
' ong tu kién ding ky khai sinh
phap va dang ky nhéan cha,
me, con
R, Mau 01, 06; Gidy khai
co |t SO cony | | s 7 e
TN&TKQ | chinh Yy ihan chd, me, con

hodc van ban thong
bao khong du dicu




69

kién dang ky khai sinh
va dang ky nhén cha,
me, CON

* Trueong hop ho so qud han xit 1y, trong thoi gian chdm nhat 01 ngay truée ngay hét
han xu ly, Phong Tw phap tham muwu ban hanh phiéu xin 16i va hen lai ngay tra két qud

dé giri cho t6 chirc, cd nhan.

BIEU MAU
Mau 01 Mau 01.docx
Gidy 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 chdi tiép nhan giai quyét ho so
Mau 04 Mau 04.docx
Phiéu xin 16i va hen lai ngay tra két qua
Mau 05 Mau 05.docx
Phiéu kiém soéat qua trinh giai quyét ho so
Mau 06 Mau 06.docx
S0 theo ddi ho so
To khai dang ky khai sinh
i
BM.HT.08.01
BM.HT.08.01.doc
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@j

Mau giay cam doan

BM.HT.08.02 BM.HT.08.02.doc
To khai dang ky nhan cha, me, con
iz
BM.HT.08.03

BM.HT.08.03.doc

4 |HOSOLUU:

- | Méu 01, 02, 03, 04 (néu c6), 06 luu tai Trung tim Hanh chinh cong cip huyén. Miu

01, 05 luu theo hd so;

- | HO so dau vao theo muc 2.3;

- | Vian ban giri UBND cép x4 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 ding ky khai sinh va dang ky nhan cha, me, con

(néu co);

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

Ho so duogc luu tai Phong Tu phap, thoi gian luu trit thyuc hién luu theo quy dinh cua Luat H
tich va cac Vé,,l'l ban hudng dan thi hanh. Sau khi hét han, chuyén h6 so xuéng don vi luu trir
cua UBND cap huyén va luu trit theo quy dinh hién hanh.
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9. Ping ky lai khai sinh c6 yéu t6 nuwée ngoai

KY HIEU QUY TRINH QT.HT.09

NOI DUNG QUY TRINH

2.1

Piéu kién thuc hién TTHC:

- Viéc khai sinh cua cong dan Viét Nam dinh cu ¢ nudc ngoai hodc cua ngudi nude
ngoai di dang ky tai co quan c6 thim quyén ctia Viét Nam truée ngay 01/01/2016
nhung SO dang ky khai sinh va ban chinh Gidy khai sinh déu bi mat;

- Nguoi ding ky lai khai sinh ¢ trach nhiém nop diy di ban sao gidy t0, tai liéu co nod1
dung lién quan dén viéc ding k¥ lai (néu c6) va phai cam doan da nop day du gidy to
minh co;

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

2.2

Cach thirc thue hién TTHC:

- Nguoi ¢ yéu cau dang ky lai khai sinh truc tiép thuc hién hodc ty quyén cho ngudi khac
thyuc hién viée dang ky lai khai sinh.

- Nop hd so tryc tiép hoic qua dudng buu dién den Trung tim Hanh chinh cong cap
huyén hodc qua hé thong dich vu cong truc tuyén.

2.3

Ban Ban

Thanh phan ho so, bao gom: chinh | sao

* Gidy to' phdi nép ban diu:

- To khai dang ky lai khai sinh, theo mau BM.HT.09. 01, trong do6 c6
cam doan ctia ngudi yéu cau vé viée di ndp du cac gidy to hién co;

- Bdn sao toan bé hé so, gidy to ciia ngudi yéu cdu hodc hé so, gidy
10, tai liéu khdc trong dé c6 théng tin lién quan dén ndi dung khai sinh,
gom:

+ Bdn sao Gidy khai sinh do co quan cé tham quyén ciia Viét Nam cap
hop I¢ (ban sao dwgc ching thuc tir ban chinh, ban sao dwoc cap tir S6
dang ky khai sinh); ban chinh hodc bdn sao gidy to ¢é gid tri thay thé
Gidy khai sinh dwoc cdp trude ndm 1945 & mién Bdc va triede nam
1975 ¢ mién Nam;

+ Truong hop ngudi yéu cau khéng cé gidy to néu trén thi phai nép
ban sao gidy to do co quan c6 tham quyén cia Viét Nam cap hop 1¢
nhie: Gidy chieng minh nhdn déan, Thé cin cudc cong dan hode HO
chléu S6 hé khau, S6 tam tri, gidy to chisng minh vé noi cw trii; Bang
1ot nghzep, Glay chimg nhan, Chirng chi, Hoc ba, hé so hoc tdp do co
quan cé tham quyén cdp hodc xdc nhdn; Gidy to khdc c¢é thong tin vé
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ho, tén, ngay, thang, nam sinh cua ca nhan. Nguoi yéu cau dang ky lai
khai sinh c6 trach nhiém nép day di ban sao cdc gidy to néu trén (néu
¢6) va phai cam doan dd ndp dii cde gidy to- minh c6; chiu trach
nhiém, hé qua cua viéc cam doan khong dung s thdt;

- Truong hop uy quyén cho ngudi khac 1am thay thi phai ¢6 vin ban ty
quyén dugc cong ching, ching thyuc theo quy dinh cua phap luét.
Truong hop ngudi duge Gy quyén la 6ng, ba, cha, me, con, vo, chdng, X
anh, chi, em rudt ciia ngudi ty quyén thi van ban ty quyén khong phai
ching thuc;

- Gidy t& chimg minh thudc gia dinh c6 cong voi cach mang; ngudi thude
hd ngheo; nguot khuyét tat (néu co);

* Gid'y to’ phdai nop bo sung trong qud trinh gidai quyét hé so (néu cin)

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

* Gidy tor phdi xudt trinh:

Mot trong cac gidy to chimg minh nhéan than 1a Gidy CMND, Thé cin
cude cong dan, Ho chiéu hodc gidy to khac co dan anh va thong tin ca
nhan do co quan c6 tham quyén cip, con gia tri sir dung ctia nguoi yéu
cau dang ky lai khai sinh.

Trudng hop giri ho so qua hé thong buu chinh thi phai giri kém theo
ban sao c6 ching thuc cac gidy to phai xuat trinh néu trén.

* Luu y:

+ Truong hop nguoi yéu cau ndp gidy to la ban sao dwoc cdp tiv s6 goc hodc ban sao
duoc chimg thuc tir ban chinh thi nguoi tiép nhdn hoé so khong duoc yéu cau xudt trinh
ban chinh; néu ngueoi yéu cau chi nép ban chup va xudt trinh ban chinh thi ngueoi tlep
nhdn ho so kiém tra, doi chzeu ban chup voi ban chinh va ky vao ban chup xdc nhdn vé
viée da doi chiéu ni dung gidy to do, khéng dwoe yéu cau nguoi di ding ky nép ban sao
c6 chimg thuc gidy to do.

+ Truong hop phap ludt quy dinh xuat trinh gzay to khi déing ky hé tich, nguwoi tiép nhdn
co trach nhi¢m kiém tra gidy to xudt trinh, d6i chiéu véi thong tin trong To khai va tra lai
cho nguoi xuat trinh, khong duwoc yéu cau nguoti dang ky ho tich ngp thém ban sao glay to
do. Nguoi tiép nhdn cé thé chup 01 ban gidy to xudt trinh hodc ghi lai thong tin ciia gidy
1o xudt trinh dé lwu hé so.

+ Gidy to do co quan c6 tham quyén ciia nede ngodi cdp, cong chirng hodc xdc nhdn dé
s dung cho viéc dang ky ho tich tai Viet Nam phai dwoc hop phdp hoa lanh su, trir truong
hop dwoc mién theo diéu uoc quoc té ma Viét Nam la thanh vién; gidy to bang tiéng nude
ngodi phdi dwoc dich ra tiéng Viét va cong chirng ban dich hodc chimg thie chit ky nguoi
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dich theo quy dinh cua phap luat.

+ Ngueoi tiép nhdn c6 trach nhiém tiép nhan ding, du hé so dang ky h tich theo quy dinh
cia phdp ludt ho tich, khéng dwoc yéu cau nguoi ding ky hé tich ndp thém gidy to- ma
phdp ludt ho tich khong quy dinh phai nop.

- Truong hop cho phép nguoi yéu cau dang ky ho tich ldp van ban cam doan vé néi dung
yeu cau dang ky ho tich thi co quan dang ky ho tich phai giai thich ro cho nguoi ldp van
ban cam doan vé trach nhiém, hé qud i phdp Iy cua viéc cam doan khong ding sy that.

- Co quan dang ky ho tich tir chéi gidi quyét hodc dé nghi co quan ¢6 tham quyén hiy bo
két qua ding ky hé tich, néu cé co sé xdc dinh néi dung cam doan khong ding sw tht.

2.4 | SO lwgng hd so: 01 bd

2.5 | Thoi han giai quyét: 7 .
- Trong thot han 05 ngay lam viée, ké tir ngay nhan da ho so hop I¢€.
- Trong truong hop phai xac minh thi thoi han giai quyét khong qua 25 ngay lam viéc
(khong tinh thoi gian guri van ban yéu cau va thoi gian tra 161 két qua xac minh).

2.6 | Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
Trung tdm Hanh chinh céng cap huyén.

2.7 | Co quan thuc hién: Phong Tu phéap.
Co quan c6 thim quyén quyét dinh:
- Uy ban nhén dan cép huyén, noi di dang ky khai sinh trudce day thyc hién ding ky lai
khai sinh;
- Truong hop khai sinh trude day dugc dang ky tai Uy ban nhan dan cap xa thi viéc
dang ky lai khai sinh do Uy ban nhan dan cap huyén cap trén thyuc hiéq;
- Truong hop khai sinh trude day duge dang ky tai Uy ban nhén dan cap tinh hoac
S¢ Tu phap thi viéc dang ky lai khai sinh do Uy ban nhan déan cap huyén noi cu tra cta
nguol yéu cau thyc hién; néu ngudi d6 khong cu tra tai Viét Nam thi do Uy ban nhan
dan cap huyén noi co tru so hién nay cua So Tu phap thyc hién.
Co quan dugc iy quyén: Khong. ’ ‘
Co quan phoi hep: Uy ban nhan dan cap xa/S¢ Tu phap noi nguoi yéu cau dang ky lai
khai sinh da dang ky khai sinh trudc day; Co quan cong an ¢6 tham quyén.

2.8 | Poi twong thue hién TTHC: C4 nhan

2.9 | Két qua giai quyet TTHC:
- Ho so du diéu kién: Gidy khai sinh dang ky lai. ‘
- Ho so khong du diéu kién: Vin ban thong bao khong du diéu kién dang ky lai khai
sinh.

2.10 | Quy trinh xir ly cong viéc

TT | Trinh tw Trach nhiém Thoi Biéu mau/Két qua

gian
B1 | Tiép nhan hd so: Cong chic | Gio hanh | Mau 01, 02 (néu co),
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- Néu ho so chua day du hoic
khong hop 1é: Huéng dan bo
sung, hoan thién hd so; truong
hop nop hd so qua dudng buu
dién hoac qua mang di¢n tu thi
thong bao bang van ban cho ca
nhan dé hoan thién hd so.

- Néu hd so day du, hop 1&: Lam
thu tuc tiép nhén hd so, hen tra
két qua va thu phi, 18 phi theo quy
dinh.

TN&TKQ

chinh

05, 06 va Ho so theo
muc 2.3

B2

Chuyén cho phong Tu phap dé xu
ly.

Cong chirc
TN&TKQ

02 gid

Mau 01, 05 va Ho so
kéem theo

B3

Phan cong can bo Phong Tu phap
xu ly.

Lanh dao
Phong Tu
phap

04 gioy

Mau 05 va Ho so kém
theo

B4

Kiém tra, xtr Iy ho so:

- Néu du diéu kién ma khong can
x4c minh: Vao S6 dang ky khai
sinh, nhap dit li¢u vao phén mém
ho tich, in dy thao Gidy khai sinh;
- Néu khong du diéu kién: Dy
thdo van ban thong bao khong du
diéu kién dang ky lai khai sinh;
Trinh lanh dao Phong Tu phép
(chuyén t6i B?).

Cong chuc xur
1y ho so

02 ngay

Mau 05 va Du thao
Giy khai sinh hoic
Du thao van ban
thong bao khong du
diéu kién dang ky lai
khai sinh

Truong hop viée dang ky khai
sinh trudce day duogc thuc hién tai
Uy ban nhén déan cap xi hoic So
Tu phép thi xay dung dyu thao van
ban dé nghi Uy ban nhan dan cép
xa/So Tu phap noi thyc hién viéc
dang ky khai sinh truéc day kiém
tra, X4c minh vé viéc luu gitr s6
ho tich.

- Trudng hop gidy to ctia nguoi
yéu cau dang ky khai sinh khong
c6 thong tin chirng minh quan hé
cha, me, con thi phong Tu phép
tham muu vin ban dé nghi co
quan coéng an c6 tham quyén xac
minh.

Cong chuc xur
1y ho so

01 ngay

MaAu 05 kém Van ban
de nghi xac minh va
Ho so kém theo
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Chuyén sang thuc hién cdc budc
tiep theo.

Uy ban nhan dén cp x4/S¢ Tu U?/I\SID ;ap
phap noi thyc hién viée dang ky Ao e
- o an ; phap/co quan s Van ban tra 161 xac
B5 | khai sinh truée day, co quan cong cong an c6 20 ngay minh
an ¢ tham quyén kiém tra, xac thim quyén
minh vé viéc luu gitr s6 hg tich. duoc dé nghi
* Sau khi c6 két qua x4c minh:
- Néu du diéu kién: Vao S6 ding
ky khai sinh, nhap dit li¢u vao
phﬁn mém hd tich, in dy thao
Giy khai sinh;
- Néu khong du diéu kién: Dy
thao vin ban thong bao khong du Mau 05, du thao Gidy
diéu kién dang ky lai khai sinh; khai sinh hoac du thao
* Luu y: Truong hop co quan cong . . van ban thong bao
B6 | an tra 101 khong c6 thong tin hoac COIll,g SMC o1 ngay | khong du diéu kién
khong tra 101 thi phong Tu phap cho yhoso dang ky lai khai sinh;
nguoi yéu cau dang ky khai sinh 1ap Van ban cam doan cua
van ban cam doan vé thong tin ctia ca nhan.
cha, me va xac dinh ndi dung khai
sinh theo vin ban cam doan. Pong
thoi tién hanh cac budc giai quyét
theo quy dinh.
Trinh lanh dao Phong (chuyén téi
B7).
Mau 05 va Dy thao
Kiém tra ket qua thye hién, duyét, | - 0 Giay khai sinh hodc du
B7 tI:l_IC)\tlep hf)ac giao cong chuc Xu Phong Tur 01 ngay thaf) Vanqba‘ri thng bao
1y ho so trinh 1anh dao UBND cap ohap khong du dieu kién
huyén. dang ky lai khai sinh
da duyét/ky nhay
Mau 05 va Giay khai
, . X s e I Lanh dao sinh hoac van ban
g | KV du thao ket qua giai quyetthu | 1y ca0 | 01 ngay | thong bao khong du
tuc hanh chinh tai B7. n P L.
huyén dicu kién dang ky lai

khai sinh
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Mau 05, 06 va Gidy

Phét hanh van ban, tré két qua Vin thu khai sinh hodc vin
B9 | cho Phong Tu phép dé chuyén Phong Tu 02 gio | ban thong bao khong
cho Trung tdm Hanh chinh cong. phap dua diéu kién dang ky
lai khai sinh
Mau 01, 06; kém Gidy
Chuyén nguoi dan ky vao Sé va | Congchte | Gid hanh | <pai sinh hodc van
B10 | . % % . 1A ] ban thong bao khong
tra két qua cho ca nhan. TN&TKQ chinh s e A 1A e >
du diéu kién dang ky
lai khai sinh
* Trueong hop ho so qud han xit 1y, trong thoi gian chdm nhat 01 ngay truéce ngay hét
han xu Iy, Phong Tu phap tham muu ban hanh phiéu xin 16i va hen lai ngay tra két qud
dé giri cho t6 chitc, cd nhan.
3 | BIEUMAU
i,
Mau 01 Mau 01.docx
Giy tiép 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
Phiéu tir chdi tiép nhan giai quyét hd so
fiw.
Mau 04 MAu 04.docx
Phiéu xin 16i va hen lai ngay tra két qua
Mau 05 MAu 05.docx
Phiéu kiém soét qua trinh giai quyét ho so
fiw.
Mau 06 MAu 06.docx
36 theo ddi hd so
BM.HT.09.01 | T¢ khai dang ky lai khai sinh
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@j

BM.HT.09.01.doc

Ban cam doan

[
BM.HT.09.02 ljj

BM.HT.09.02.doc

HO SO LUU

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

Ho6 so dau vao theo muc 2.3;

S6 dang ky khai sinh;

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

Vian ban dé nghi xadc minh; Van ban trd 161 xac minh (néu co);

Vian ban cam doan (néu co);

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

HO so duoc luu tai Phong Tg phap, thot gian luu t1:ﬁ: thuce hiénqlu’u :[heo quy dinh cua Luat HO
tich va cac van ban huong dan thi hanh. Sau khi hét han, chuyén hé so xudng don vi luu trir
cua UBND cap huyén va luu trit theo quy dinh hién hanh.
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10. Ping ky lai két hon c6 yéu té nwéc ngoai

1 KY HIEU QUY TRINH QT.HT.10
2 | NOIDUNG QUY TRINH
2.1 | Piéu kién thye hién TTHC:
- Viéc dang ky két hon cua cong dan Viét Nam dinh cu ¢ nudc ngoai hodc cua nguoi
nudc ngoai da dang ky tai co quan c6 tham quyén cua Viét Nam trudc ngay
01/01/2016 nhung S6 dang ky ket hon va ban chinh Gidy chimg nhan két hon déu bi
mcata hai bén yéu cau ding ky két hon con séng vao thoi diém yéu cau dang ky lai két
hon.
2.2 | Cach thirc thwe hién TTHC:
Nop ho so truc tiép tai Trung tim Hanh chinh cong cap huyén.
2.3 | Thanh phén ho so, bao gom: Cl;?r?h ]:aﬁ:
* Gidy to phdi ngp:
- T khai dang ky lai két hon, theo mau BM.HT.10.01; X

Glay chtng nhan két hon dugc cip trude day. Néu khong c6 ban sao
Gidy chtng nhan két hon thi ndp ban sao hd so, gidy to ca nhan co X
céc thong tin lién quan dén nodi dung dang ky két hon;

Gidy to ching minh thudc d6i twong gia dinh c6 cong v6i cach mang;
nguoi thudc hd nghéo; ngudi khuyét tat (néu co);

* Gidy to phdi xudt trinh:

Mot trong cac gidy to chirng minh nhan than 13 Giay CMND, Thé cin
cudc cong dan, Ho chiéu hodc gidy to khac co dan anh va thong tin ca
nhan do co quan c6 thAm quyén cip, con gia tri str dung ctia ngudi
yéu cau dang ky lai két hon.

*Luu y:

+ Truong hop nguoi yéu cau ndp gidy to la ban sao dwoc cap tir s6 goc hodc bdn sao
duogc chimg thiee tir ban chinh thi ngurot tiép nhdn ho s0 khong dwoc yéu cau xudt trinh
ban chinh; néu nguoi yéu cau chi nép ban chup va xudt trinh ban chinh thi ngum tzep
nhdn ho so kiém tra, doi chzeu ban chup voi ban chinh va ky vao ban chyp xdac nhan vé
viéc da doi chiéu ni dung gidy to @6, khéng dwoc yéu cau nguoi di ding ky nép bdn sao
6 chitng thuee gidy to do.




79

+ Truong hop phap ludt quy dinh xuat trinh glay to khi ding ky hé tich, nguoi tiép nhdn
co trach nhiém kiém tra gidy to xudt trinh, doi chiéu véi thong tin trong To khai va tra lai
cho nguoi xudt trinh, khong duoc yéu cau nguoi dang ky ho tich ndp thém ban sao gidy
to do. Nguoi tiép nhdn cé thé chup 01 ban gidy to xudt trinh hodc ghi lai thong tin ciia
gidy to xudt trinh dé luu ho so.

+ Gidy to do co quan ¢6 tham quyén ciia mede ngodi cdp, cong chirng hodc xdc nhédn dé
su dung cho viéc dang ky ho tich tai Viet Nam phai dwgc hop phdp hoa lanh sw, trir
truong hop dwoc mién theo diéu wéc quoc té ma Viét Nam la thanh vién; gidy to bang
tiéng nwdc ngodi phdi dwoc dich ra tiéng Viét va cong chitng ban dich hodc chimg thuc
chit ky ngueoi dich theo quy dinh cua phdp ludt.

+ Nguroi tiép nhdn cé trach nhiém tiép nhdn dung, du ho so dang ky hé tich theo quy
dinh cua phap ludt ho tich, khong dwoc yéu cau nguoi dang ky ho tich nop thém gidy to
ma phdp luat ho tich khong quy dinh phdi nop.

2.4

S6 lwong ho so: 01 b

2.5

Thoi han giai quyét: 7 .
Trong thoi han 05 ngay lam viéc, ké tr ngay nhan du 1}6 so hop I¢.
Trong truong hop phai xac minh thi thoi han giai quyét khong qua 25 ngay lam viéce.

2.6

Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
Trung tdm Hanh chinh cdng cap huyén.

2.7

Co quan thyc hién: Phong Tu phap.

Co quan c6 thim quyén quyét dinh:

- Uy ban nhén dan cap huyén, noi di dang ky két hon trudc day thuc hién ding ky lai
két hon;

- Truong hop két hon trude day duoc dang ky tai Uy ban nhan déan cap x4 thi viéc
dang ky lai két hon do Uy ban nhan dan cap huyén cap trén thyc hién;

- Trudng hop két hon trude day dugce dang ky tai Uy ban nhan dan cap tinh hoic

So Tu phap thi viéc dang ky lai két hon do Uy ban nhan dan cap huyén noi cu trii ciia
nguoi yéu cau thuc hién; néu ngudi d6 khong cu tra tai Viét Nam thi do Uy ban nhan
dan cap huyén noi co tru so hién nay cua So Tu phap thyc hién.

Co quan dwgc uy quyen Khong.

Co quan phoi hop: Uy ban nhan déan cap xa/Sé Tu phap noi ngudi yéu cau ding ky
lai két hon di dang ky két hon trude day.

2.8

P6i twong thwe hién TTHC: Ca nhan

2.9

Ket qua giai quyet TTHC:

- H so du diéu kién: Gidy chtng nhan két hon. ‘ ,
- Ho so khong du diéu kién: Vin ban théng bao khong du diéu kién dang ky lai két
hon.

2.10

Quy trinh xir ly cong viéc

TT

Trinh tyw Trach nhiém | Thoi gian | Biéu miu/Két qua
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Tiép nhan hd so:
- Néu ho so chua day du hogc
khong hop 1€: Hudng dan bd

Mau 01, 02 (néu

sung, hoan thién hd so; Cong chue Gi0 hanh , \ 1A
BL | 'Néuhd so ddy dit, hop 16: Lam | TN&TKQ chinh | €0) 05,06 va Ho
, £ S \ so theo muc 2.3
th,u tuc tiép nhan ho so, hen tra
két qua va thu phi, 1€ phi theo
quy dinh.
a2 Chuyén cho Phong Tu phap dé Cong chtic 02 gid Mau 01, 05 va Ho
Xt 1. TN&TKQ & so kém theo
g3 | Phan cong can bo Phong Tu Lanh dao 04 gid Mau 05 va Ho so
phap xu 1y. Phong Tu phap & kém theo
Xem xét, xu ly ho so: 7
- Neu du dieu kién: Vao S0 dang Mau 05 Dy thao
ky két hon, nhép dir li¢u vao X . A
A Ay A , Giay chiing nhan
phan mém hd tich, in dy thao L 1A <
X , 1A 1A . . két hon hodc Du
Giay chirng nhan két hon; Cong chure xtr \ NTE Tz A
Z A N SN 02 ngay | thao Van ban thong
- Néu khong du dicu kién: Dy 1y ho so , o ) 4 A
s e A . o , bao khong du dicu
thdo van ban thong bao khong du . 1k
P kién dang ky lai két
diéu kién; hon
B4 | Trinh lanh dao Phong Tu phap,
chuyén to1 B7.
Truong hop viée dang ki két hon
trude day tl}uc hién tai Uy ban
nhén dan cap xa hodc S¢ Tu phap ‘
thi dy thao van ban dé nghi Uy Cong churc xur 01 nad Vian ban dé nghi
ban nhén dén cap x&/S¢ Tu phap 1y ho so 98Y | x&c minh
noi déng ky ket hon trude day
kiém tra, xac minh vé viéc luu gitr
sO ho tich.
Uy ban nhan déan cap xa hodc So UBI}ID cap xa X Vin ban tra 161 xac
B5 ot LAy g g hodc S¢ Tu 20 ngay .
Tu phap tra 101 két qua xac minh. ohap minh
Sau khi co két qua xac minh
hodc hét thoi han dé nghi ma Mﬁ’u 05 va Du thao
khong nhén dugc van ban tra 161: Cone chite xit Giay chung nhén
B6 |- Néu du dicu kién (ho so day l'gh6 o 01 ngay | két hon hodac Van
du, chinh xac, dung quy dinh Y ban thong bao
phép luat): Vao So dang ky két khong du dicu kién

hon, nhap dir 1i€u vao phan mém
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ho tich, in dy thao Gidy ching
nhén két hon;

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

Trinh 1anh dao phong xem xét.

Kiém tra két qua thyc hién,

Mau 05 va Du thao
Giay chirng nhan

B7 duyét, truc tiép hodc giao cong Lanh dao 01 nad két hon hodc Vin
chire xtr Iy ho so trinh 1anh dao | Phong Tu phap 98Y" | ban théng bao
UBND cap huyén. khong du dicu kién

da duyét/ky nhay
Mau 05 va Giay
T T Lanh dao chtng nhan két hon
B8 ﬁlgeghcmﬁ gial quyet thu tuc UBND 01ngdy | hodc Van ban
' cap huyén thong bao khong du
diéu kién
, Maéu 05, 06 va Giay
Phat hanh véan ban va tra két qua Vin thu- ching nhan két hon
B9 | cho Phong Tu phap dé chuyén Phone Tu ’hé 02 gid hodc Van ban
cho Trung tdm Hanh chinh cong. g tuphap thong bao khong du
diéu kién
Méu 01 kem Gidy
2 Py A , 1 ching nhan két hon
Chuyén nguoi dan ky S6 va tra Cong chure G106 hanh . e
B10 | &t qua cho 4 nhan TN&TKQ chinh | hodc Vin ban
9 ' thong béo khong du
dieu kién
* Triwong hop hé so qud han xit Iy, trong thoi gian chdm nhdt 01 ngay triede ngay hét
han xu Ly, Phong Tw phép tham muwu ban hanh phiéu xin 16i va hen lai ngay trd két
quda dé giti cho t6 chire, cd nhan.
3 | BIEUMAU
i,
Mau 01 M3u 01.docx
Gidy tiép nhan ho so va hen tra két qua
Mau 02 MAu 02.docx
Phiéu yéu cau bo sung hoan thién ho so
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iw:
Mau 03 M3u 03.docx
Phiéu tir chdi tiép nhan giai quyét ho so
Méu 04 Mau 04.docx
Phiéu xin 16i va hen lai ngay tra két qua
Mau 05 Mau 05.docx
Phiéu kiém soét qua trinh giai quyét ho so
i,
Mau 06 Mau 06.docx
S6 theo ddi hod so
T khai dang ky lai két hon
[w]
BM.HT.10.01

BM.HT.10.01.docx

4 |HOSOLUU

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

01, 05 luu theo hd so;

- HO so dau vao theo muc 2.3;

- | S6 ddng ky két hon;

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

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

- Phan mém http://hotich.moj.gov.vn.

Hb so duoc luu tai phong Tu phép, thoi gian luu trdr thue hién luu theo quy dinh cia Luat Ho
tich va cac van ban hudng dan thi hanh. Sau khi hét han, chuyén ho so xudng don vi luu trir
cua UBND cap huyén va luu trit theo quy dinh hién hanh.
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11. Pang Ky lai khai ti ¢6 yéu t6 nwéc ngoai

KY HIEU QUY TRINH QT.HT.11

NOI DUNG QUY TRINH

2.1

Piéu kién thuc hién TTHC:

Vi€ dang ky khai tir cua cong dan Viét Nam dinh cu ¢ nude ngoai hodc cua nguoi
nudc ngoai da dang ky tai co quan c¢6 tham quyén cua Viét Nam trude ngay 01/01/2016

nhung S6 ding ky khai tir va ban chinh Gidy chung tir déu bi mat.

2.2

Cach thire thuc hién TTHC:

- Nguoi c6 yéu cau dang ky lai khai tir tryc tiép thyc hién hodc Gy quyén cho ngudi

khac thyc hién dang ky lai khai tur.

- Nop hd so truc tiép hodc qua duong buu dién dén Trung tam Hanh chinh cong cap

huyén.

2.3

Thanh phan ho so, bao gom:

Ban
chinh

Ban
Sao

* Gidy to' phdi nop:

To khai ding ky lai khai tir, theo mau BM.HT.11.01;

Gidy chung tir dugc cap hop 18 trude ddy. Néu khong co ban sao Gidy
chung tir thi ndp ban sao ho so, gidy to li€én quan cé ndi dung chirng
minh su kién chét;

Truong hop uy quyén cho ngudi khic 1am thay thi phai ¢6 vin ban uy
quyén dugc cong ching, ching thyc theo quy dinh cua phap luat.
Truong hop ngudi dugc oy quyén 1a dng, ba, cha, me, con, vo, chdng,
anh, chi, em rudt ciia ngudi Uy quyén thi van ban iy quyén khong
phai chirng thuc;

Gidy to chirg minh thudc gia dinh ngudi ¢6 cong voi cach mang,
nguoi thudc hd nghéo, nguoi khuyét tat (néu co);

* Gidy to phdi xudt trinh:

Mot trong cac gidy td chirng minh nhan than 13 Gidy CMND, Thé cin
cude cong dan, Ho chiéu hoic gidy to khic c6 dan anh va thong tin ca
nhan do co quan c6 thim quyén cap, con gi tri sir dung ctia nguoi
yéu cau dang ky lai khai tir.

* Luu y:
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+ Truong hop nguoi yéu cau ndp gidy to la ban sao dwoc cap tir s6 goc hodc ban sao
dwgc ching thuc tir ban chinh thi nguoi tiép nhdn ho so khong dwoc yéu cau xudt trinh
ban chinh; néu nguoi yéu cau chi nép ban chup va xudt trinh ban chinh thi nguoi tlep
nhdn hé so kiém tra, doi chiéu ban chup voi ban chinh va ky vao ban chup xac nhdn vé
viéc da doi chiéu ni dung gidy to do, khéng dwoe yéu cau nguoi di ding ky nép ban sao
c6 ching thuee gidy to do.

+ Truwong hop phap ludt quy dinh xuat trinh glay to khi ding ky hé tich, nguoi tiép nhdn
co trach nhiém kiém tra gidy to xudt trinh, déi chiéu véi thong tin trong To khai va tra lai
cho nguoi xuat trinh, khong dwoc yéu cau nguoi dang ky ho tich nop thém ban sao glay to
do. Nguoi tiép nhdn cé thé chup 01 ban gidy to xudt trinh hodc ghi lai thong tin ciia gidy
1o xudt trinh dé lwu hé so.

+ Gidy to do co quan c6 tham quyén ciia nude ngodi cdp, cong chirng hodc xdc nhin dé
su dyng cho viéc dang ky ho tich tai Viet Nam phai dwoc hop phdp hoa lanh s, trie
truong hop dwgc mién theo diéu woc quoc té ma Viét Nam la thanh vién; gidy to bang
tiéng nwée ngodi phdi dwoc dich ra tiéng Viét va cong chieng ban dich hodc chirng thuc
chit ky nguoi dich theo quy dinh cua phdp ludt.

+ Nguwoi tiép nhdn c6 trach nhiém tiép nhan ding, du hé so ding ky hé tich theo quy dinh
cia phdp ludt hé tich, khéng dweoe yéu cau nguoi ding ky hé tich ndp thém gidy to ma
Pphdp ludt ho tich khong quy dinh phai nop.

+ Truong hop gui ho so qua hé thong buu chinh thi phai gui kém theo ban sao co
chitng thuc cdc gidy to phdi xudt trinh.

2.4

S6 lwong ho so: 01 bd

2.5

Thoi han giai quyét: i . .
Trong thoi han 05 ngay lam viéc, ké tir ngay nhan du ho so hop 1€. Truong hop can
phai xac minh thi thoi han giai quyét khong qua 10 ngay lam viéc.

2.6

Pia diém tiép nhin ho 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 thim quyén quyét dinh:

- Uy ban nhéan dan cép huyén, noi di dang ky khai tir trude day thyc hién dang ky lai
khai tur;

- Truong hop khai tir trude day dugc dang ky tai Uy ban nhéan dén cap x4 thi viéc ding
ky lai khai tir do Uy ban nhan dan cip huyén cép trén thyuc hién;

- Truong hop viée dang ky khai tir trude day thyc hién tai Uy ban nhén dan cép tinh
hodc S¢ Tu phap thi Uy ban nhan dan cap huyén noi cu trii ciia nguoi yéu cau thuc
hién; néu ngudi yéu cau khong cu tra tai Viét Nam thi Uy ban nhan dan cip huyén noi
co try s& hién nay cua S& Tu phép thuc hién dang ky lai khai tu.

Co quan dwoc iy quyén: Khong.

Co quan phdi hop: Khong

2.8

Péi twong thwe hién TTHC: C4 nhan




85

Két qua gidi quyét TTHC:

2.9 | - Ho so du diéu kién: Trich lyc khai tir.
- Ho so khong du diéu kién: Vin ban théng bao khong du diéu kién.
2.10 | Quy trinh xir ly cong viéc
TT | Trinh tw Trach nhiém | Thoigian | Biéu miuw/Két qua
Tiép nhan ho so:
- Néu ho so chua day du hoic
khong hop 18: Hudng din bd
sung, Poz‘lri thién ho 50, truong A ’ o Mau 01, 02 (néu co),
B1 hgp nop ho so qua duong buu Cong chirc Gi0o ,hanh 05. 06 va Hb so theo
dién thi thong bao bang van ban TN&TKQ chinh ’
N A 1A muc 2.3
cho ca nhan d€ hoan thién ho so.
- Néu ho so day di, hop 1&: Lam
thu tuc tiép nhén ho so, hen tra két
qua va thu phi, 1¢ phi theo quy dinh.
B2 Chuyén cho Phong Tu phap dé xir | Cong chirc 02 ois Mau 01, 05 va Ho so
ly. TN&TKQ g kém theo
B3 P%lér} cong can by Phong Tu phép ;l?gggd%?r 04 gic Mﬁu 05 va Ho so
xu ly. - kéem theo
phap
Cong chire dugc giao nhiém vu
kiém tra, xem xét hd so:
- Néu du diéu kién: Vao S6 dang
ky khai tir, nhap dit liéu vao phan Mau 05 va Dy thao
mém hd tich, in du thao Trich luc Cone chite xir Trich luc khai tir
khai tir; ‘ 1'gh<‘3 o 02ngay | hodc Van ban thong
- Néu khong du diéu ki¢n: Dy y bao khong du diéu
thdo van ban thong bao khong du kién
diéu kién;
B4 Trinh lanh dao Phong Tu phap,
chuyén dén BS.
Truong hop can thiét thi tién hanh
xac minh bing van ban hoac truc
tiép xac minh. Sau khi c¢6 két qua Vin ban dé nghi xac
Xéc,minh. ‘ 9 Cone chite xit minh, Van ban xac
- Néu du didu kién: Vao Sé ding £ 07 ngdy | minh thong tin/bién

ky khai tr, nhap dif liéu vao phan
mém hd tich, in dyu thao Trich luc
khai tir;

- Néu khong du diéu kién: Dy

Iy ho so

ban két qua xéc
minh (néu cd)
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thao van ban thong bao khong du
diéu kién;

Trinh 1anh dao Phong Tu phép ,
chuyén dén budc 6.

Mau 05 va Dy thao

Kiém tra két qua thuc hién, duy¢t, Lanh dao Trich luc khai tir
B6 truc ti€p hodc giao cong chirc xur Phone Tu 01 noi hodc Van ban thong
I hd so trinh lanh dao UBND cép o 98Y" | bao khong du didu
huyén. phap kién da duyét/ky
nhay
, , Lanh dao Mau 05 va Trich luc
B6 Ky két qua giai quyét thu tuc hanh UBND ¢ Ap 01 ngay khfn tur 1,10%10 Yan bfm
chinh. huvén thong bé&o khong du
vt didu kién
Phat hanh véan ban va tra kétqqué Van thu %\1/1[?111(1(1)35{ t(l)ﬁ:6h\£)zgilf(§r11
cho Phong Tu phdp dé chuyén cho | Phong Tu 02 gid ban théne bao khon
B6 | Trung tdm Hanh chinh cong. phap 40 didu lfién g
Mau 01, 06; Trich
B9 Chuyén nguoi dan ky So va tra Cong churc Gi10 hanh | luc khai tr hoac Van
két qua cho ca nhan. TN&TKQ chinh ban thong bao khong
du dicu kién
* Truong hop ho so qud han xit 1y, trong thoi gian chdm nhat 01 ngay truéce ngay hét
han xu ly, Phong Tu phap tham muu ban hanh phiéu xin 16i va hen lai ngay tra két qud
dé gui cho 16 chirc, cd nhan.
3 | BIEUMAU
Mau 01 Mau 01.docx
Gidy tiép nhan ho so va hen tra két qua
Mau 02 Mau 02.docx
Phiéu yéu cau bo sung hoan thién ho so
i
Mau 03 MAu 03.docx
Phiéu tir chdi tiép nhan giai quyét hd so
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Mau 04 MA3u 04.docx

Phiéu xin 16i va hen lai ngay tra két qua

Mau 05 Mau 05.docx
Phiéu kiém soét qua trinh giai quyét ho so
Mau 06 MAu 06.docx

S6 theo doi ho so

To khai dang ky lai khai tir

W
BM.HT.11.01 'jj

BM.HT.11.01.docx

HO SO LUU

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

HO so dau vao theo muc 2.3;

S6 dang ky khai tir;

Vin ban dé nghi xac minh, Van ban xac minh thong tin/bién ban két qua xac minh (néu
c0);

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

Phan mém http://hotich.moj.gov.vn.

HO so duoc luu tai Phong Tu phép, thoi gian luu t1:ﬁ: thuc hiénqlu’u theo quy dinh cua Luat HO
tich va cac van ban hudng dan thi hanh. Sau khi hét han, chuyén ho so xudng don vi luu trix
cua UBND cap huyén va luu trit theo quy dinh hién hanh.
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12. Thay ddi, cai chinh, b6 sung théng tin hd tich, xac dinh lai din tdc

1 KY HIEU QUY TRINH QT.HT.12
2 | NOIDUNG QUY TRINH

2.1 | Piéu kién thwc hién TTHC:
+ Viéc cai chinh hd tich chi duoc giai quyet sau khi xac dinh co sai sot trong dang ky
ho tich; khong cai chinh ndi dung trén gidy to ho tich da dugc cap hop 1é nham hop
thirc hoa thong tin trén ho s0, gidy to ca nhan khac.
+ Gidy to ho tich duoc cap hop 18 ké tir ngay 01/01/2016 ma thong tin ho tich con thiéu
thi dugc bd sung, néu co gidy to, tai liu do co quan, t6 chirc c6 thim quyén cip hop 18
chuing minh.
Yf:u cau ghi bo sung quoc tich Viét Nam chi thuc hién CK)i Vol gidy t‘o,h(f) tich dugc cap
ké tir ngay 01/01/2016, sau khi da xac dinh nguoi yéu cau dang c6 quoc tich Viét Nam
theo quy dinh ctia Luat Quoc tich Viét Nam.

22 | Cach thirc thuc hién TTHC:
- Nguoi ¢6 yéu cau ding ky thay doi, cai chinh, bo sung thong tin h¢ tich, xéc dinh lai
dan tdc tryc tiep thgc hién hodc uy quyén cho nglgéwi khac thuc hién. ’
- Nop ho so tryce tiép hodc qua duong buu dién dén Trung tdm Hanh chinh cong cap
huyén hodc giri qua hé théng dich vu cong tryc tuyén.

‘ A A A Ban Ban

2.3 | Thanh phan ho so, bao gom: chinh | sao
* Gidy to' phdi nop:
- Té khai dang ky viée thay doi, cai chinh, bo sung thong tin h¢ tich, |
xac dinh lai dan tdc (theo mau BM.HT.12.01);
- Cac gidy to ¢6 lién quan dén viéc thay d6i, cai chinh, bo sung thong X

tin ho tich, xac dinh lai dan tdc;

- Trudng hop uy quyén cho nguoi khac lam thay thi phai c¢6 vin ban
uy quyén dugc cong ching, ching thuc theo quy dinh cua phap luat.
Truong hop nguoi duge iy quyén la 6ng, ba, cha, me, con, vo, X
chdng, anh, chi, em rudt ciia nguoi Gy quyén thi van ban uy quyén
khong phai ching thuec;

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

* Gidy to phdi xudt trinh:
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- Mot trong cac gidy to chimg minh nhén thén la Gidy CMND, Thé
cin cude cong dan, Ho chiéu hodc glay to khac c6 dan anh va thong
tin ca nhan do co quan c6 thAm quyén cip, con gid tri str dung cta
ngudi yéu cau;

- Gidy to chimg minh noi cu tri ciia ngudi yéu cau dé xac dinh thim
quyén ding ky trong truong hop thay dbi, cai chinh, bo sung thong
tin ho tich, xac dinh lai dan tdc khong phai tai ny ban nhan dan cép X
huyén noi dang ky hd tich trude day (chi ap dung trong giai doan
chuyén tiép).

*Luu Y-

+ Truong hop nguoi yéu cau ndp gidy to la ban sao dwoc cap tir s6 goc hodc ban sao
dugc ching thiee tir ban chinh thi nguroi tiép nhdn ho so khong duwoc yéu cau xudt trinh
ban chinh; néu nguoi yéu cau chi nép ban chup va xudt trinh ban chinh thi nguoi tlep
nhdn ho so kiém tra, doi chzeu ban chup véi ban chinh va ky vao ban chup xdc nhdn vé
viéc da doi chiéu néi dung gidy to @6, khéng dwoc yéu cau nguwoi di ding ky nép ban sao
c6 chimg thuc gidy to do.

+ Truong hop phap ludt quy dinh xuat trinh gzay to khi ding ky hé tich, nguwoi tiép nhdn
co trach nhiém kiém tra gidy to xudt trinh, d6i chiéu véi thong tin trong To khai va tra lai
cho nguoi xuat trinh, khong duwoc yéu cau nguoti dang ky ho tich ngp thém ban sao glay to
do. Nguoi tiép nhdn cé thé chup 01 ban gidy to xudt trinh hodc ghi lai thong tin ciia gidy
10 xudt trinh dé lwu ho so.

+ Gidy to do co quan c6 tham quyén ciia nude ngodi cdp, céng chirng hodc xdc nhan dé
s dung cho viéc dang ky ho tich tai Viét Nam phai dwoc hop phap hoa lanh su, trie
truong hop dwoc mién theo diéu wéc quoc té ma Viét Nam la thanh vién, gidy to bang
tiéng nwée ngodi phdi dwoc dich ra tiéng Viét va cong chiing ban dich hodc chimng thuc
chit ky nguoi dich theo quy dinh cua phdp lugt.

+ Ngueoi tiép nhdn c6 trach nhiém tiép nhan ding, du ho so dang ky hé tich theo quy dinh
cia phdp ludt hé tich, khéng dwoc yéu cau nguoi ding ky hé tich ndp thém gidy to ma
phap ludt ho tich khong quy dinh phai ngp.

Truong hop gii hé so qua hé thong buwu chinh thi phdi giri kém theo béan sao ¢é chirng
thuee cdc gidy to phai xudt trinh.

2.4 | S6 lwgng ho so: 01 bo
Thoi han giai quyét: ) 7 .
- Ngay trong ngay lam viéc doi voi viéc bo sung thong tin h¢ tich, truong hop nhén ho
so sau 15 gio ma khong gidi quyet dugc ngay thi trd két qua trong ngay lam vi¢e tiép

2.5 | theo. 7
- 03 ngay lam Viéq doi voi vige thay doi, cai chinh thong tin ho tich, xac dinh lai dan
toc. Truong hop can phai xac minh thi thoi han dugce kéo dai khong qué 06 ngay lam
viéc.

o |Piadiém tiep nhin ho so va tra ket qua giai quyet TTHC: Trung tim Hanh chinh

cong cap huyén.
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Co quan thye hién: Phong Tu phap.

Co quan co thim quyen quyet dinh:

- Uy ban nhén dan cép huyén noi da dang ky ho tich trude day hodc noi cu tra cua
ngudi nude ngoai giai quyét viée cai chinh, bd sung théng tin ho tich clia ngudi nude
ngoai da dang ky ho tich tai co quan c6 thém quyén cua Viét Nam.

- Uy ban nhan dan cép huyén noi da ding ky ho tich trude day giai quyét viec thay doi,
cai chinh, b6 sung thong tin hd tich, xac dinh lai dan tdc cho nguoi Viét Nam dinh cu &
nudc ngoai.

- Uy ban nhan dan cap huyén noi da dang ky ho tich trude day hodc noi cu tra cua ca
nhan giai quyét viéc thay doi, cai chinh thong tin ho tich cho cong dan Viét Nam tir da
14 tudi tré 1én cu tri trong nude; xac dinh lai dan toc.

- Uy ban nhén dan cép huyén noi da diang ky khai ttr trude day thuc hién viéc cai chinh
no6i dung dang ky khai tir trong Trich luc khai tir hodc Gidy chung tir.

2.7 | Truong hop thay doi, cai chinh, bo sung thong tin hd tich, xac dinh lai dan toc ma
viéc hd tich trude day dugce dang ky tai S& Tu phap thi tham quyén gidi quyét dugc xac
dinh nhu sau:

+ Truong hop nguoi yéu cau la cong dan Viét Nam cu tra ¢ nudc ngoai thi Uy ban
nhan dan cip huyén noi cu tri trude khi xuat canh thyc hién thay doi, cai chinh, bo
sung thong tin ho tich, xac dinh lai dan toc;

+ Truong hop nguoi yéu cau 1a ngudi nude ngoai cu tra tai Viét Nam thi Uy ban nhan
dan cap huyén noi cu tra cua nguoi d6 thue hién cai chinh, bd sung thong tin ho tich.
+ Truong hop nguoi yéu cau 1a ngudi nude ngoai khong cu tra tai Viét Nam thi Uy
ban nhan dan cap huyén noi co try so cua S6 Tu phap da dang ky viée ho tich trude
day thuc hién cai chinh1 bo sung thong tin ho tich.

Co quan dwgc uy quyéen: Khong.

Co quan phoi hgp: Khong

2.8 | Pdi twong thue hién TTHC: Cé nhan
Két qua giai quyét TTHC: q 7

59 |- Ho so du diéu kién: Trich luc thay do1, cai chinh, bo sung thong tin hd tich, xac dinh

' lai (jén toc. . .

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

2.10 | Quy trinh xi ly cong viéc

TT Trinh tu Trach Thoigian | Biéu miu/Két

nhiém qua

Tiép nhan ho so:
- Néu ho so chua day du hodc khong ,
hop 1é: Huéng dan bo sung, hoan thién A , s Mau 01, 02 (néu

B1 | ho so; trudong hop ndp hd so qua Cong chirc | Gid hanh co), 05, 06 va Ho

duong buu diéq hodc qua mang di¢n tir TN&TKQ chinh so theo muc 2.3
thi thong bao bang van ban cho ca

nhan dé hoan thién ho so.
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- Néu ho so day du, hop 1é: Lam thu
tuc tiép nhan ho so, hen tra két qua va
thu phi, 1€ phi theo quy dinh.

x : 2 ... | Congchuc .. | Mau 01, 05 va Hd
B2 | Chuyén cho phong Tu phép dé xu ly. TN&TKQ 1/2 gio so kém theo
A A 1A DL o Lanh dao x Y
B3 P,han cong can by Phong Tu phap xur Phong Tu 01 gios Mau 05 va Ho so
ly. - kem theo
phap
Kiém tra, xem xét ho so:
Truong hop bo sung thong tin ho tich Mau 05 Du théio
hodc thay doi, cai chinh thong tin ho - 04 gio Trich luc bd sun g
tich khong can xac minh théng tin: (doi voi bd hé tich/Du thio
- Néu du dicu ki¢én: Vao So6 thay doi, sung thong Trich luc i:hay
xac dinh lai dan toc; Nhap dir liéu vao -2,5 ngay sung thong tin ho
phan mém hd tich, in dy thao Trich luc (doi1 voi tich/xac dinh 1 ai'
thay d’()i/c.éli chiph/Ab(A) sung thong tin ho Cong chirc tl}gy df)i, dan t oe /Di,l’ thio
B4 | tich/x4c dinh lai dan toc; 1A cai chinh NS
2 " DA . . | xtrly ho so . Van ban thong
- Néu khong du diéu kién: Dy thao van thong tin) bao khong di didu
ban thong bdo khong du diéu kién; Kién: Vin ban d&
Trinh 1anh dao Phong Tu phép. n g.hi,x 4c minh
Trudmg hop thay déi, cai chinh ho tich, V‘f‘nh‘/’gli"ég, 4
xéc dinh lai dan toc phire tap thi tién minh/Bien fl‘n ot
hanh xac minh bang vén bdn hodc truc 5,5ngay | duaxacmin (ncu
tiép xac minh. Sau khi ¢6 két qua, thuc co)
hién nhu trén.
Mau 05 va Trich
luc thay doi/cai
chinh/bo sung
Kiém tra két qua thuc hién, duyét, truc | Lanh dao thong ,tm I.IQ .
y . . N A . . tich/xac dinh lai
B5 | tiép hodc giao cong chire xtr Iy ho so Phong Tu 01 gio dan toc hodc Vin
trinh 1anh dao UBND cap huy¢n. phap ban tfl()ﬂg béo
khong du diéu
kién da duoc
duyét/ky nhay
, Lanh dao Mau 05 va Trich
Ky két qua giai quyét thu tuc hanh i .y luc thay doi/céi
B6 . UBND cap 01 gio ; 2
chinh. huyén chinh/bd sung

thong tin ho
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tich/xac dinh lai
dan toc hodc Van
ban thong bao
khong du diéu
kién

Mau 05, 06 va

Trich luc thay
, doi/cai chinh/bd
Phat hanh van ban va tra két qua cho Vin thu; sung thong tin hg
B7 | Phong Tu phéap dé chuyén cho Trung Phong Tu 1/2 giod | tich/xac dinh lai
tdm Hanh chinh cong. phap dan toc hoac Vin
ban thong bao
khong du di¢u
kién
Maéu 01, 06 va
Trich luc thay
do6i/cai chinh/ bo
Chuyén ngudi dan ky Sé va tré két qua | Cong chire | Gio hanh | SU08 thong tin ho
B8 S . tich/xac dinh lai
cho ca nhan. TN&TKQ chinh A A 1 < s
dan toc hoac Van
ban thong bao
khong du diéu
kién
* Truong hop ho so qud han xit 1y, trong thoi gian chdm nhat 01 ngay truée ngay hét
han xu ly, Phong Tu phap tham muu ban hanh phiéu xin 16i va hen lai ngay tra két qud
dé gui cho 16 chirc, cd nhan.
3 | BIEUMAU
Mau 01 Mau 01.docx
Gidy tiép nhan ho so va hen tra két qua
fiw.
Mau 02 MAu 02.docx
Phiéu yéu cau bd sung hoan thién hd so
i,
Méu 03 MAu 03.docx
Phiéu tir chdi tiép nhan giai quyét hd so
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.
Mau 04 Mau 04.docx
Phiéu xin 161 va hen lai ngay tra két qua
fiw.
Mau 05 Mau 05.docx
Phiéu kiém soat qua trinh giai quyét ho so
i,
Mau 06 Mau 06.docx

S6 theo doi ho so

T khai dang ky thay d6i, cai chinh, bd sung thong tin ho tich, xac
dinh lai dan tdc

BM.HT.12.01 IEJ

BM.HT.12.01.docx

4 |HOSOLUU

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

- Ho6 so dau vao theo muc 2.3;

- SO dang ky thay ddi, cai chinh, bd sung thong tin hd tich, xac dinh lai dan tdc;

Vin ban dé nghi xac minh, Van ban xac minh thong tin/bién ban két qua xac minh (néu
c0);

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

- | Phan mém http://hotich.moj.gov.vn.

Ho so duogc luu tai Phong Tu phap, thoi gian luu tl:fl’ thuc hiénvluu ‘theo quy dinh caa Luat HO
tich va cac van ban huéng dan thi hanh. Sau khi hét han, chuyén ho so xuéng don vi luu trix
cua UBND cap huyén va luu trit theo quy dinh hién hanh.
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13. Ghi vao s6 hd tich viéc két hon ciia cong dan Viét Nam da dwoe giai quyét tai

co’ quan c6 thAm quyén cia nwéc ngoai

1 KY HIEU QUY TRINH QT.HT.13
2 | NOI DUNG QUY TRINH

2.1 | Diéu kién thwc hién TTHC:
- Viéc két hon gitta cong dan Viét Nam véi nhau hodc véi ngudi nude ngoai da dugc
giai quyet tai co quan c6 tham quyén cia nudc ngoai & nude ngoai duoc ghi vao s6 ho
tich neu tai thoi diém két hon, cac bén dap ung du diéu kién két hdn va khdng vi pham
dleq cAm theo quy dinh cua Luat Hon nhan Vaq gia dm\h Viét Nam; ,
- Néu vao thoi diém dang ky tai co quan c¢6 tham quyén nudc ngoai, viéc két hon khdng
dap tng du dicu kién ket hon, nhung khong \(i pham dieu cam theo quy djnh cua Luat
Hon nhén va gia dinh va vao thoi diém ’yéu cau ghi vao so6 ho tich viéc ket hon, hau qua
da duoc khac phuc hoac viéc ghi chd két hdn nham bao vé quyén lgi cta cong dan Viét
Nam vé‘tré em thi vi§c két hon cling dugc ghi vao Sé6 ho tich.
* Yéu cau ghi chu ket hon bi tir choi trong cac truong hop sau:
- Vigc ket hon vi pham di€u cam theo quy dinh cua Luat Hon nhan va gia dinh;
- Cong dan Viét Nam ket hon vai nguoi nude ngoai tai co quan dai dién ngoai giao, co
quan dai dién 1&nh sy nudc ngoai tai Viét Nam.

2.2 | Cach thirc thwe hién TTHC:
- Nguoi ¢6 yéu cau ghi chii két hon tryc tiép thuc hién hodc iy quyén cho ngudi khac
thuc hién viéc ghi chu két hon.
- Nop hd so truc tiép hodc qua dudng buu dién dén ‘Trung tam Hanh chinh cong cap
huyén hodc gtri qua hé thong dich vu cong truc tuyén.

X A p A AL Ban Ban

2.3 | Thanh phan ho so, bao gom: chinh | sao
* Gidy to' phdi nép:
- To khai ghi cht két hon, theo mau BM.HT.13.01; X
- Ban sao c6 chung thuc gidy to ching nhén viée két hon do co quan X

c6 tham quyén ctia nudc ngoai cap;

- Trich luc vé viée da ghi vao s6 ho tich viéc ly hon hoac huy viéc két
hon doi véi cong dan Viét Nam da ly hon hodc huy viée két hon tai co X
quan c6 tham quyén ctia nudc ngoai,

- Trudng hop ty quyén cho ngudi khac lam thay thi phai ¢6 van ban
uy quyén dugc cong chimg, chimg thyc theo quy dinh cua phap ludt. X
Truong hop nguoi dugce iy quyén la 6ng, ba, cha, me, con, vg, chong,
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anh, chi, em rudt ciia ngudi y quyén thi vin ban iy quyén khong
phai chirng thuc.

- Gidy t& chimg minh thudc gia dinh c6 cong voi cach mang; ngudi
thudc hd ngheo; nguoi khuyét tat (n€u co);

* Gidy to phdi xudt trinh:

- Mot trong cac gidy to chirng minh nhén than la Gidy CMND, Thé
cin cude cong dan, Ho chiéu hodc glay to khac c6 dan anh va thong

X
tin ca nhan do co quan c6 thAm quyén cip, con gia tri str dung cta
ngudi yéu cau ghi chi két hon;
- Gidy to chimg minh noi cu tr ctia ngudi yéu cau dé xac dinh thim y

quyén ghi chi két hon (chi 4p dung trong giai doan chuyén tiép).

* Luu y:

+ Truong hop nguoi yéu cau ndp gidy to la ban sao dwoc cdp tir s6 goc hodc ban sao
duoc ching thuc tir ban chinh thi nguoi tiép nhdn hoé so khong dwoc yéu cau xudt trinh
ban chinh; néu ngueoi yéu cau chi nép ban chup va xudt trinh ban chinh thi ngueoi tlep
nhdn ho so kiém tra, doi chzeu ban chup v6i ban chinh va ky vao ban chup xdc nhdn vé
viée da doi chiéu ni dung gidy to dé, khéng dwoc yéu cau nguoi di ding ky nép ban sao
c6 chimg thue gidy to do.

+ Truong hop phap luat quy dinh xuat trinh gzay to khi ding ky hé tich, nguoi tiép nhdn
co trach nhiém kiém tra gidy to xudt trinh, d6i chiéu véi thong tin trong To khai va tra lai
cho nguoi xuat trinh, khong dwoc yéu cau nguoi dang ky ho tich nop thém ban sao glay to
do. Nguoi tiép nhdn c6 thé chup 01 ban gidy to xudt trinh hodc ghi lai théng tin ciia gidy
10 xudt trinh dé lweu ho so.

+ Gidy 10 do co quan cé tham quyén ciia nude ngodi cdp, cong chirng hodc xdc nhdn dé
s dung cho viéc dang ky ho tich tai Viét Nam phai dwoc hop phap hoa lanh su, trie
truong hop duoc mién theo diéu wéc quoc té ma Viét Nam la thanh vién, gidy to bang
tiéng nwéc ngodi phdi dwoc dich ra tiéng Viét va cong chieng ban dich hodc chirng thuc
chit ky nguot dich theo quy dinh cua phdp ludt.

+ Ngueoi tiép nhdn c6 trach nhiém tiép nhan ding, du hé so ding ky hé tich theo quy dinh
cia phdp ludt hé tich, khéng dwoc yéu cau nguoi ding ky hé tich ndp thém gidy to ma
Pphdp ludt ho tich khong quy dinh phai nop.

+ Truong hop giri ho so qua hé thong bueu chinh thi phai gui kem theo ban sao co
chitng thuec cdc gidy to phdi xudt trinh.

2.4 | S6 lwong hd so: 01 bd

2.5 | Thoi han giai quyét: Trong thoi han 05 ngay 1am viée, ké tir ngay nhan da hd so hop
1€.

2.6 | Dia diém tiép nhan ho so va tra két qua giai quyét TTHC: Trung tdm Hanh chinh

cdng cap huyén.
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2.7

Co quan thyc hi¢n: 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 dugc iy quyén: Khong.
Co quan phoi hgp: Khong.

2.8

Péi twong thue hién TTHC: Ca nhan

2.9

Két qua giai quyét TTHC:

- HO so di diéu kién: Trich luc ghi chii két hon. ‘
- H6 so khong du di€u kién: Van ban thong bao khong du diéu kién.

2.10

Quy trinh xir ly cong viéc

TT

Trinh tu

Trach
nhi¢m

Thoi gian

Biéu mau/Keét qua

Bl

Tiép nhan ho so:

- Néu ho so chua day du hoic
khong hop 18: Huéng din bo
sung, hoan thién ho so; truong
hop ndp hd so qua duong buu
dién hoac qua mang dién tu thi
thong bao bang van ban cho ca
nhan dé hoan thién ho so.

- Néu ho so day du, hop 18: Lam
thu tuc tiép nhén ho so, hen tra
két qua va thu phi, 18 phi theo
quy dinh.

Cong chuce
TN&TKQ

Gio hanh
chinh

Mau 01, 02 (néu co),
05, 06 va Ho so theo
muc 2.3

B2

Chuyén cho Phong Tu phap dé
xur ly.

Cong chuc
TN&TKQ

02 gio

Mau 01, 05 va Ho so
kém theo

B3

Phan cong can bd Phong Tu
phép xu 1y.

Lanh dao
Phong Tu
phap

04 gio

Mau 05 va Ho so kém
theo

B4

Kiém tra, xem xét ho so:

- Néu du diéu kién: Nhap dit liéu
vao phan mém ho tich, in du
thao Trich luc ghi chi két hon;

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

Trinh lanh dao Phong Tu phap,
chuyén dén B5.

Cong chuc
xur Iy ho so

02 ngay

Mau 05 va Du thao
Trich lyc ghi cha két
hon hodc Van ban
thong bao khong du
diéu kién
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Mau 05 va Du thao

Kiém tra két qué thyc hién, Lanh dao Trich luc ghi cha két
BS duyét, truc ti€p hodc giao cong Phone Tu 01 nad hon hodc Van ban
chie xur 1y ho so trinh lanh dao h g gay thong bao khong du
UBND cép huyén. phap didu kién di duyetky
nhay
Lanh dao MaAu 05 va Trich luc
Ky két qua giai quyét thu tuc ¥ .| ghi chu két hon hodc
B6 hanh chinh. Uiﬁ%gap 01 ngay Vén ban thong bao
e khong du didu kién
Phét hanh van ban va tra két qua
cho Phong Tu phip dé Mau 05, 06 va Trich
chuyéncho Trung tdim Hanh Van thu, luc ohi éhl'l 1t hon
B7 | chinh cong. Truong hop cap Phong Tu 02 gio Hoéf Vin ban then
trich luc ghi cht két hon thi phap bae Khime i dide iién
phong Tu phap ghi vao S6 déang & .
ky két hon.
Mau 01, 06; Trich luc
A i Cong chic | Gio hanh | ghi chd két hon hoic
B8 | Tra két qua cho cd nhan. TN&TKQ | chinh | Van ban thong béo
khong du dicu kién
* Triong hop hé so qua han xit 1y, trong thoi gian chdm nhdt 01 ngdy trude ngay hét
han xu ly, Phong Tu phap tham muwu ban hanh phiéu xin 16i va hen lai ngay tra két qud
dé giri cho to chirc, cd nhan.
3 | BIEU MAU
Mau 01 MAu 01.docx
Gidy tiép nhan ho so va hen tra két qua
fiw.
Mau 02 Mau 02.docx
Phiéu yéu cau bd sung hoan thién hd so
=
Mau 03 Mau 03.docx
Phiéu tir chdi tiép nhan giai quyét ho so




98

.
Mau 04 Mau 04.docx
Phiéu xin 161 va hen lai ngay tra két qua
i j
Mau 05 Mau 05.docx
Phiéu ki€ém soat qua trinh giai quyét ho so
i, j
Mau 06 Mau 06.docx

S6 theo ddi ho so

T khai ghi cht két hon

W
BM.HT.13.01 'jj

BM.HT.13.01.docx

4 |HOSOLUU

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

- | HO so dau vao theo muc 2.3;

- | S6 dang ky két hon;

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

- | Phan mém http://hotich.moj.gov.vn.

Hb so duoc luu tai Phong Tu phap, thoi gian luu trir thue hién luu theo quy dinh cua Luat HO
tich va cac van ban huéng dan thi hanh. Sau khi hét han, chuyén ho so xuéng don vi luu trix
cua UBND cap huyén va luu trit theo quy dinh hién hanh.
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14 Ghi vao sb ho tich viéc ly hon, hiy viéc két hon ciaa cong dan Viét Nam da dwgc

giai quyét tai co' quan cé tham quyén ciia nwéc ngoai

1 KY HIEU QUY TRINH QT.HT.14
2 | NOIDUNG QUY TRINH

2.1 | Piéu kién thwc hién TTHC:
- Ban an, quyét dinh ly hon, hay két hon, vin ban thoa thuan ly hon da c6 hiéu lec
phap luat hogc giay to khac cong nhén viée ly hon do co quan c6 tham quyen cua nudc
ngoai cap khong vi pham quy dinh cua Luat Hon nhén va gia dinh. ‘
- Vigc ly hon, huy ket hon cua cong dan Viét Nam do co quan c6 thdm quyén nudc
ngoai giai quyét khong thudce truong hop cé don yéu cau thi hanh tai Viét Nam hoac co
don yéu cau khong céng nhan tai Viét Nam. ‘
- Cong dan Viét Nam da ly hon, huy viéc ket hon & nude ngoai, sau d6 ve nude thuong
trd hoac lam thu tuc dang ky ket hdn mai tai co quan cé tham quyeén cua Viét Nam thi
phai ghi cha ly hon. Truong hop da nhieu lan ly hén hoac hay viéc két hon thi chi lam
thu tuc ghi cha lan ly hén, hay viéc két hon gan nhat.

2.2 | Cach thirc thue hién TTHC:
- Nguoi ¢6 yéu ciu ghi chi ly hén truc tiép thuc hién hodc uy quyén cho ngudi khac
thuc hiép viéc ghi ghﬁ ly hon. ) ’
- Nop ho so truc tiép hodc qua duong buu dién dén Trung tam Hanh chinh céng cap
huyén hoiic gui qua hé thong dich vu cong truc tuyén.

‘ A A A Ban Ban

2.3 | Thanh phan ho so, bao gom: chinh | sao
* Gidy to' phdi nop:
- T& khai ghi cha ly hon, theo mau BM.HT.14.01; X
- Ban sao Ban 4n, quyét dinh ly hon, huy két hén, vin ban thoa thuan X

ly hén dé c6 hi€u luc phap luét hoac gidy to khac cong nhan viée ly
hon do co quan c6 tham quyén clia nudc ngoai cap;

- Truong hop uy quyén cho ngudi khac 1am thay thi phai c6 van ban
uy quyén dugc chung thue theo quy dinh cua phap luét. Trudng hop
nguoi dugc uy quyén la ong, ba, cha, me, con, vo, chdng, anh, chi, X
em rudt ctia nguoi iy quyén thi vin ban iy quyén khong phai ching
thuc.

- Gidy to ching minh thudc gia dinh c6 cong voi cach mang; ngudi X
thudc ho ngheo; nguoi khuyét tat (n€u co);
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* Gidy to phdi xudt trinh:

- Mot trong cac gidy t& chimg minh nhén than 1a Gidy CMND, Thé
can cudce cong dan, HO chi€u hodc gidy to khac c6 dan anh va thong

b r A r A A A \ s . 9 9 X
tin cd nhan do co quan c6 tham quyén cap, con gia tri st dung cua
nguoi yéu cau ghi chua ly hon;
- Ban chinh gidy t& chirng minh noi cu tri dé xac dinh thim quyén
trong truong hgp cong dan Viét Nam tir nude ngoai ve thuong tra tai
Viét Nam c6 yéu cau ghi chu ly hon, cong dan Viét Nam khong X

thudng tra tai Viét Nam yéu cau ghi cha ly hon tai Uy ban nhan dan
cap huyén noi cu tra trude khi xuat canh (chi 4p dung trong giai doan
chuyén tiép).

* Luu y:

+ Truong hop nguoi yéu cau ndp gidy to la ban sao dwoc cdp tir s6 goc hodc ban sao
duoc ching thuc tir ban chinh thi nguoi tiép nhdn hoé so khong dwoc yéu cau xudt trinh
ban chinh; néu ngueoi yéu cau chi nép ban chup va xudt trinh ban chinh thi nguoi tiép
nhdn ho so kiém tra, doi chzeu ban chup v6i ban chinh va ky vao ban chup xdc nhan vé
viéc da doi chiéu néi dung gidy to @6, khéng dwoc yéu cau nguwoi di dang ky nép ban sao
c6 chimg thuc gidy to do.

+ Truong hop phap ludt quy dinh xuat trinh gzay to khi déing ky hé tich, nguoi tiép nhdn
co trach nhiém kiém tra gidy to xudt trinh, d6i chiéu véi thong tin trong To khai va tra lai
cho nguoi xuat trinh, khong dwoc yéu cau nguoi dang ky ho tich nop thém ban sao glay to
do. Nguoi tiép nhdn c6 thé chup 01 ban gidy to xudt trinh hodc ghi lai théng tin ciia gidy
10 xudt trinh dé lwu ho so.

+ Gidy t0 do co quan c6 tham quyén ciia nide ngodi cdp, cong chirng hodc xdc nhédn dé
s dung cho viéc dang ky ho tich tai Viét Nam phai dwoc hop phap hoa lanh su, trie
truong hop duoc mién theo diéu wéc quoc té ma Viét Nam la thanh vién, gidy to bang
tiéng nwée ngodi phdi dwoc dich ra tiéng Viét va cong chiing ban dich hodc chirng thuc
chit ky nguot dich theo quy dinh cua phdp ludt.

+ Ngueoi tiép nhan c6 trach nhiém tiép nhan ding, di hé so ding ky hé tich theo quy dinh
cia phdp ludt ho tich, khéng dwoc yéu cau ngwoi ding ky hé tich ndp thém gidy to- ma
phap ludt ho tich khong quy dinh phai ngp.

+ Truong hop giri ho so qua hé thong bueu chinh thi phai guwi kem theo ban sao co
chitng thuc cdc gidy to phdi xudt trinh.

2.4 | S6 lwgng ho so: 01 b

2.5 | Thoi han giai quyét: Trong thoi han 05 ngdy lam viéc, ké tir ngdy nhan du hd so hop
1€.

2.6 | Dia diém tiép nhin hd so va tri két qua giai quyét TTHC: Trung tam Hanh chinh
cong cap huyén.

2.7 | Co quan thuc hién: Phong Tu phép.
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Co quan c6 tham quyen quyet dinh:
- Uy ban nhén dan c4p huyén noi da ding ky két hon hodc ghi vao S6 ho tich viéc két
hon trude day thuc hién ghi cht ly hon.

Truong hop viée két hon hodc ghi chi viée két hon trude ddy thuc hién tai S& Tu phap
thi viéc ghi chii Iy hon do Uy ban nhan dén cap huyén noi cu trai ctia cong dan Viét
Nam thuc hién.

Truong hop viée két hon trude day duogc dang ky tai Uy ban nhén dan cép x4 thi viéc
ghi cht ly hon do Uy ban nhan dén cap huyén cap trén thyc hién.

Trudng hop cong dan Viét Nam khong thuong trii tai Viét Nam thi viée ghi cht Iy hon
do Uy ban nhan dan cdp huyén noi cu trt trude khi xudt canh cta céng dan Viét Nam
thuc hién.

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

- Cong dan Viét Nam cu tri & nude ngoai cé yéu cau ghi cha ly hon dé két hon méi
ma vigc két hon trude day dugc dang ky tai co quan dai dién hodc tai co quan co tham
quyen nudc ngoai thi viéc ghi cha ly hon do Uy ban nhéan dan cap huyén noi tiép nhan
h6 so két hon méi thyc hién.

- Trudng hop cong dan Viét Nam khong thudng tré tai Viét Nam co yéu cau ghi vao
S6 ho tich viéc ly hon dé 1am thu tuc ding ky két hon méi tai co quan c6 tham quyén
cua Viét Nam, thi thuc hién tai Uy ban nhan dan cép huyén noi da dang ky két hon
truée day hodc noi dang ky két hon méi.

Co quan dwgc iy quyén: Khong.
Co quan phdi hop: Khong.

2.8 | Pdi twong thwe hién TTHC: C4 nhan

2.9 | Két qua giai quyet TTHC:
- Ho so du diéu kién: Trich lyc ghi cha ly hon. )
- Ho so khong du diéu kién: Vin ban théng bao khong du diéu kién.

2.10 | Quy trinh xir ly cong viéc

TT | Trinh tw TrfaACh T.h ol Biéu mau/Két qua

: nhi¢ém glan
B1 | Tiép nhan ho so:

- Néu ho so chua day du hoic
khong hop 18: Huéng din bod
sung, hoan thién ho so; truong
hop ndp hd so qua dudng buu
dién hoac qua mang di¢n tu thi
thong bao bang van ban cho ca
nhan dé hoan thién ho so.

- Néu ho so day du, hop 1&: Lam

Maéu 01, 02 (néu co), 05,
06 va Ho so theo muc
2.3

Cong chure | Gio hanh
TN&TKQ chinh
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thu tuc tiép nhén hd so, hen tra
két qua va thu phi, 1€ phi theo
quy dinh.

B2 Chuyén cho Phong Tu phéap dé Cong churce 02 oidy Mau 01, 05 va Ho so
Xt 1. TN&TKQ & kém theo
A A 1A Ty , Lanh dao X Y \
B3 P%lar} cong can by Phong Tu phép Phong Tu 02 givs Mau 05 va H6 so kém
xu ly. ; theo
phap
Kiém tra, xem xét hd so: ?
- Néu du di€u kién: Vao s6 ghi
ch}’l ly hon, nhap dir liéu vao phan
mém ho tich, in du thao Trich luc Mau 05 va Dy thao Trich
B4 ghi chd ly hon; Cong chirc | 02 ngay | luc ghi chi ly hon hodc
- Néu khong du dicu ki¢n: Dy xu 1y ho so Van ban thong bao
thao van ban thong bao khong du khong du di€u kién;
diéu kién;
Trinh lanh dao Phong Tu phap
xem xé&t, kiém tra.
Kiém tra két qua thyuc hién, N Mau 0.5 V% bu t{lao Tvr ich
duyét, truc tiép hodc giao cong Liinh dgo . luc ghi chi ly hon hodc
B5 A s Phong Tu | 01 ngay | Van ban thong bao
chure xtr 1y ho so trinh lanh dao : R e A en e
UBND cAp huyén phap khong du dicu kién da
i duyét/ky nhay
o L Lanh dao 01 ngay Megu 05 va TI‘vah h.ic gl}l
Ky két qua giai quyét thu tuc R chu ly hon hodc Van ban
B6 A p UBND cap o , A ) e
hanh chinh. . thong bao khong du diéu
huyén A
kién
Phét hanh van ban va tra két qua Mau 05, 06 va Trich luc
cho phong Tu phap dé chuyén Vin thu ghi chu ly hon hoac Van
cho Trung tdm Hanh chinh cong. . ’ .. | ban thong bao khong du
B7 . X . . > | Phong Tu 02 gio A1 a
Truong hop cap Trich luc ghi chu ha dicu kién
ly hdn thi Phong Tu phap ghi vao phap
S6 ghi cha ly hon.
7 , Mau 01, 06; Trich luc
B8 Chuyén nguoi dan ky vao S6 va | Cong chire | Gio hanh | ghi cha ly hon hodc Vian
tra két qua cho ca nhan. TN&TKQ chinh | ban thong bao khong du

diéu kién

* Trueong hop ho so qud han xit 1y, trong thoi gian chdm nhat 01 ngay truéce ngay hét
han xir 1y, Phong Tw phdp tham muwu ban hanh phiéu xin 16i va hen lai ngay tra két qua
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dé gui cho t6 chure, ca nhan.

BIEU MAU
Mau 01 Mau 01.docx
Gidy tiép nhan ho so va hen tra két qua
Mau 02 Mau 02.docx
Phiéu yéu cu bd sung hoan thién ho so
Mau 03 Mau 03.docx
Phiéu tir chdi tiép nhan giai quyét ho so
Mau 04 Mau 04.docx
Phiéu xin 16i va hen lai ngay tra két qua
Mau 05 Mau 05.docx
Phiéu kiém soét qua trinh giai quyét ho so
Mau 06 Mau 06.docx
S0 theo ddi ho so
To khai ghi chu ly hon
=
BM.HT.14.01
BM.HT.14.01.docx
HO SO LUU

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

HO so dau vao theo muc 2.3;

S6 ghi chii ly hon;

Vin ban théng bao khong du diéu kién (néu co);
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- Phan mém http://hotich.moj.gov.vn.

Hb so duoc luu tai Phong Tu phap, thoi gian luu trit thuc hién luu theo quy dinh cua Luat HO
tich va cac van ban hudng dan thi hanh. Sau khi hét han, chuyén hé so xubng don vi luu trit
ctia UBND cap huyén va luu trit theo quy dinh hién hanh.




105

15. Ghi vao s6 hd tich viéc hd tich khac ciia cong dan Viét Nam di dwoc giai quyét
tai co quan c6 tham quyén ctia nudc ngoai (khai sinh; giam h¢; nhin cha, me, con; xac
dinh cha, me, con; khai tir; thay doi h¢ tich)

1 KY HIEU QUY TRINH QT.HT.15
2 | NOI DUNG QUY TRINH

2.1 | Diéu kién thwc hién TTHC:
Khéng.

2.2 | Cach thire thuc hién TTHC:
- Ngu(‘ri co yéu cau ghi vao S6 ho tich cac viée ho tich khac truc tiép thuc hién hoac uy
quyén cho nguoi khac thuc hién viée ghi cha.
- NOp ho so tryc tiép hodc qua duong buu dién dén Trung tam Hanh chinh cong cap
huyén hodc gtri qua h¢ thong dich vu cong truc tuyeén.

< A A A, Ban Ban

2.3 | Thanh phan ho so, bao gom: chinh | sao
* Gidy to phdi nop:
- To khai ghi vao S6 hé tich viée khai sinh theo mau BM.HT.15.01
hoac 7 N
- To khai ghi vao S6 ho tich viéc khai tir theo mau BM.HT.15.02
hoac 7 X
- To khai ghi vao S6 ho tich viéc gidam hg, nhan cha, me, con theo
mau BM.HT.15.03 hoac
- To khai ghi vao S6 ho tich cac viéc ho tich khac theo mau
BM.HT.15.04.
- Ban sao gidy to chimg minh cac viéc khai sinh; gidm ho; nhan cha,
me, con; xac dinh cha, me, con; thay d6i ho tich; khai tur cua cong dén X
Viét Nam da duoc giai quyét tai co quan c6 tham quyén cua nudce
ngoai;
- Trudng hop ty quyén cho nguoi khac lam thay thi phai c¢6 vin ban
uy quyén dugc chimng thuc theo quy dinh cta phap luét. Truong hop
nguoi dugc uy quyén la 6{1g, ba, cha, me, con, V0, chong, anh, chi, X
em rudt cua ngudi Uy quyen thi van ban uy quyén khong phai chung
thue;
- Gidy t& chimg minh thudc gia dinh c6 cong véi cach mang; ngudi X

thudc ho nghéo; ngudi khuyét tat (néu co);

* Gidy to phdi xudt trinh:
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- Mot trong cac gidy to chimg minh nhén thén la Gidy CMND, Thé
cin cude cong dan, Ho chiéu hodc glay to khac co dan anh va thong

X
tin ca nhan do co quan c6 thAm quyén cip, con gia tri str dung cta
ngudi yéu cau;
- Ban chinh gidy t& chirng minh noi cu tra ciia nguoi yéu cau dé xac X

dinh thAm quyén ghi cht (chi 4p dung trong giai doan chuyén tiép).

* Luu y:

+ Truong hop nguoi yéu cau ndp gidy to la ban sao duwoc cap tir s6 goc hodc ban sao
duoc chimg thuc tir ban chinh thi nguoi tiép nhdn ho so khong dwoc yéu cau xudt trinh
ban chinh; néu nguoi yéu cau chi nép ban chup va xudt trinh ban chinh thi nguoi tiép
nhdn ho so kiém tra, doi chleu ban chyp voi ban chinh va ky vao ban chup xdac nhén vé
viée da doi chiéu noi dung gidy to dé, khéng dwoc yéu cau nguoi di ding ky nép ban sao
c6 chimg thue gidy to do.

+ Truong hop phap ludt quy dinh xuat trinh gzay to khi déing ky hé tich, nguwoi tiép nhdn
co trach nhiém kiém tra gidy to xudt trinh, d6i chiéu véi thong tin trong To khai va tra lai
cho nguoi xuat trinh, khong dwoc yéu cau nguoi dang ky ho tich nop thém ban sao glay to
do. Nguoi tiép nhdn c6 thé chup 01 ban gidy to xudt trinh hodc ghi lai théng tin ciia gidy
10 xudt trinh dé lwu ho so.

+ Gidy to do co quan c6 tham quyén ciia nude ngodi cdp, céng chieng hodc xdc nhan dé
s dung cho viéc dang ky ho tich tai Viét Nam phai dwoc hop phap hoa lanh su, trie
truong hop dwoc mién theo diéu wéc quoc té ma Viét Nam la thanh vién, gidy to bang
tiéng nwée ngodi phdi dwoc dich ra tiéng Viét va cong chiing ban dich hodc chimng thuc
chit ky nguot dich theo quy dinh cua phdp ludt.

+ Nguwoi tiép nhdn c6 trach nhiém tiép nhan ding, du hé so ding ky hé tich theo quy dinh
cia phdp ludt hé tich, khéng dwoc yéu cau nguoi ding ky hé tich ndp thém gidy to ma
phap ludt ho tich khong quy dinh phai ngp.

+ Truong hop gui ho so qua hé thong buu chinh thi phai gui kem theo ban sao co
chitng thuec cdc gidy to phdi xudt trinh.

2.4

S6 lwgng ho so: 01 b

2.5

Thoi han giai quyét: Trong ngay tiép nhan ho so (nhén 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
xé4c minh, thi thoi han giai quyét khong qua 03 ngay lam viéc.

2.6

Dia diém tiép nhin ho so va tri két qua giai quyét TTHC: Trung tam Hanh chinh
cong cap huyén.

2.7

Co quan thyc hién: Ph(‘)ng Tu phéap.

Co quan c6 thim quyén quyét dinh:

- Uy ban nhéan dan cép huyén noi cu tra ctia cong dan Viét Nam ghi vao S6 ho tich viéc
khai sinh; giam hg; nhan cha, me, con; xac dinh cha, me, con; thay d6i ho tich da duoc
glal quyet tai co quan c6 tham quyen cua nudc ngoai.

- Uy ban nhan dan cép huyén noi cu tra ciia ngudi c6 trach nhiém khai tir ghi vao S6 ho
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tich vi¢c khai tor da dugc giai quyét tai co quan cé tham quyén cua nudc ngoai.

Co quan dugrc ty quyén: Khéng.
Co quan phoi hgp: Khong.

2.8 | Pdi twong thwe hién TTHC: C4 nhan
Ket qua giai quyet TTHC:
29 | Hb so du diéu kién: Trich luc ghi vao sb ho tich viéc khai sinh/ Trich luc ghi vao s6
' cac ‘V1$C ho tich khag. ‘
- HO so khong du di€u kién: Van ban thong bao khong du diéu kién.
2.10 | Quy trinh xir ly cong viéc
77 | Trinh ty Tréch Thoi | Biéu mAuw/Két qua
nhiém gian
TiéP nhén hd so: .
- Néu ho so chua day du hoac khong
hop 1&: Huéng dan bo sung, hoan
thién ho so; truong hop ndp ho so x I
gy |qua duong buu dién hoac qua mang Cong chuc | Gio hanh g/éa%g b,éoli éllzutigz)’
dién tur thi thong bao bang van ban TN&TKQ chinh mlic 73
cholcé r‘1h§1n (jé hoan thién ho so. T
- Néu ho so day du, hop 1¢: Lam thu tyc
tiép nhan ho so, hen tra két qua va thu
phi, I€ phi theo quy dinh.
x : 2 ... | Congchirc .. | MAu 01, 05 va Ho
B2 | Chuyén cho Phong Tu phép dé xu ly. TN&TKQ 1/2 gio s kém theo
A A 1A DL o Lanh dao x \ TTA
B3 P,han cong can by Phong Tu phép xu Phong Tu 02 gics Mau 05 va Ho so
ly. - kém theo
phap
B4.1. Cong chirc dugc giao nhiém vu M3au 05 va Du théo
kiém tra, xem xét hd so: . T2
Trich luc gh
- Neu dg diéu kién: Nhép dir liéu vao h€r>1(t:i chu\fi ég c LEZ? 50
phan mém ho tich, in du thao Trich sinh/ Trich luc ohi
luc; 02 gio N U -
& A g A 1AL , vao so cac viéc ho
aa | }‘Ieuqkh‘;:}g di ‘,ilel‘(lhl?en- Duthio 1 cong chie tich khéc hodc Van
van ban thng bao khong di diéu xir 1§ hd so ban théng béo
ién; n PSR
w0 khong du diéu kién;
Trinh lanh dao Phong Tu phép . Vé(; E énux ét: HRen
B4.2. Truong hop phuc tap thi tién m@ni/bie:;n b%m Xac
hanh x&c minh bang vin ban hoic 2,5ngay |Minh (néuco)

tryc tiép. Sau khi c6 két qua, thuc
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hién nhu B4.1.

Kiém tra két qua thyuc hién, duy¢t,

Mau 05 va Dy thao
Trich luc ghi vao s6
ho tich viéc khai

A . n , 20T, Lanh dao sinh/Trich luc ghi
tryc ti€p hodc giao cong chirc xur ly \ . s A AT
B5 hd so trinh 13nh dao UBND cép Phong Tu 1/2 gio Vao so cac viee ho
huyén : phap tich khac hoac Van
T ban théng bao
khong du diéu kién
da duyét/ky nhay
Mau 05 va Trich lyc
ghi vao s6 ho tich
. o o ‘ Lanh dao viéc kl'lai‘sinlxl/ "l:rich
B6 K){ két qua giai quyét tha tuc hanh UBND cip 112 giv lug ghlA vao s cdc
chinh. huvén viéc ho tich khac
% hoac Van ban thong
béo khong du diéu
kién
Phat hanh vin ban va tra két qua cho Mau 05, 06 va Trich
phong Tu phap dé chuyén cho Trung luc ghi vao s6 hod
tam Hanh chinh c6ng. Truong hop Vin thu tich viéc khai sinh/
B7 cap Trich luc ghi vao s6 ho tiVCh viéc Phon TI’I 12 ois Trich luc ghi vao s6
khai sinh/Trich luc ghi vao so6 cac hég & cac viéc ho tich khac
viée ho tich khac thi phong Tu phap phap hodc Van ban thong
ghi n6i dung ghi cht vao S6 ho tich bao khong du diéu
theo quy dinh. kién
Mau 01, 06; Trich
luc ghi vao s6 ho
tich viéc khai sinh/ 7
s Al A Cong chic | Gio hanh | Trich luc ghi vao s6
B8 | Tra ket qua cho ca nhan. TN&TKQ | chinh | céc viée hé tich khac

hodc Van ban thong
bao khong du diéu
kién

* Triong hop hé so qud han xit Iy, trong thoi gian chdm nhdt 01 ngdy trude ngay hét
han xu ly, Phong Tu phap tham muwu ban hanh phiéu xin 16i va hen lai ngay tra két qua

dé giri cho to chirc, cd nhan.

BIEU MAU
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Maiu 01

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

Mau 02

Phiéu yéu cau bo sung hoan thi¢n ho so

Mau 02.docx

Mau 03

Phiéu tir chdi tiép nhan giai quyét ho so

M3au 03.docx

Mau 04

Phiéu xin 18i va hen lai ngay tra két qua

Mau 04.docx

Mau 05

Phiéu kiém so4t qua trinh giai quyét ho so

M3u 05.docx

Mau 06

@
Mau 06.docx
So6 theo doi ho so

BM.HT.15.01

To khai ghi vao s6 ho tich viéc khai sinh

@D

BM.HT.15.01.docx

BM.HT.15.02

T khai ghi vao s6 ho tich viéc khai tir

@j

BM.HT.15.02.docx

BM.HT.15.03

To khai ghi vao s6 ho tich viéc gidm hg, nhan cha, me, con

@H

BM.HT.15.03.docx
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]
BM.HT.15.04 BM.HT. 15.04.docx
To khai ghi vao s6 ho tich cac viéc ho tich khac

4 |HOSOLUU

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

- | H6 so dau vao theo muc 2.3;

- | S6 ho tich twong g vé1i ndi dung yé€u cau cua cad nhan;

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

- | Van ban thong bao khong du diéu kién (néu c6);

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

HO so duoc luu tai phong Tl{ phap, thot gian luu t1:ﬁ: thuc hién qlu'u :theo quy dinh cua Luat HO
tich va cac van ban hudng dan thi hanh. Sau khi hét han, chuyén ho so xudng don vi luu trir
cua UBND cap huyén va luu trit theo quy dinh hién hanh.



http://hotich.moj.gov.vn/
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16. Cép ban sao trich luc hd tich

1 KY HIEU QUY TRINH QT.HT.16

2 NOI DUNG QUY TRINH

2.1 Piéu kién thue hi¢n TTHC:
Khong.

2.2 Cach thire thuc hién TTHC:
- Nguoi ¢6 yéu cau cap ban sao trich luc ho tich tryc tiép thuc hién hodc uy quyén
cho nguoi khac thuc hiép yé}l cau cap ban sao trich luc ho tiqh; ’ .
- Nguoi thue hién yeu cau cap ban sao trich luc ho tich c6 thé tryc tiép nop ho so; co
quan, to chtic ¢6 yéu cau cip ban sao trich luc ho tich c6 thé truc tiép giri vin ban
yéu cau tai Co quan quan 1y co s6 dir liéu ho tich co tham quyén hoic gui hd so, vin
ban yéu cau qua hé thong buu chinh dén Trung tim Hanh chinh cong cp huyén.

2.3 Thanh phan ho so, bao gom: Ban Ban

chinh sao

* Gidy to phdi ngp:

To khai cép ban sao trich luc ho tich, theo mau BM.HT.16.01 ddi
vO1 ca nhan;

Vién ban yéu cau, trong d6 néu rd 1y do doi voi co quan, to chuec; X

Trudng hop y quyén cho ngudi khac lam thay thi phai c6 van ban
iy quyén duoc cong ching, ching thuc theo quy dinh cua phap
luat. Truong hop nguodi duge uy quyén la 6ng, ba, cha, me, con, X
VO, chéng, anh, chi, em rudt ciia nguoi uy quyén thi van ban uy
quyén khong phai ching thyc;

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

* Gidy to' phdi xudt trinh (déi v6i cd nhén):

Mot trong cac gidy to chirng minh nhan than 1a Gidy CMND, Thé
cin cude cong dan, Ho chiéu hodc gidy to khac c6 dan anh va
thong tin ca nhan do co quan c6 tham quyén cép, con gi tri sir
dung cta ngudi yéu cau.
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* Luu y:

+ Truwong hop nguoi yéu cau ndp gidy to la ban sao dwoc cap tir s6 goc hodc bdn sao
dwrge chieng thuee tir ban chinh thi ngieoi tiép nhdn hé so khéng dwoc yéu cau xudt trinh
ban chinh; néu ngueoi yéu cau chi ndp ban chup va xudt trinh ban chinh thi nguoi tiép
nhdn ho so kiém tra, doi chiéu ban chup voi ban chinh va ky vao ban chup xac nhdn vé
viéc da doi chiéu ni dung gidy to do, khéng dwoc yéu cau nguoi di ding ky ndp bdn
sao ¢6 chimg thiee gidy to* do.

+ Truong hop phap ludt quy dinh xudt trinh gidy to khi dang ky ho tich, nguoi tiép
nhdn co trach nhiém kzem tra gidy to xudt trinh, doz chiéu véi théng tin trong To khai
va tra lai cho nguoi xudt trinh, khong dwoc yéu cau nguoi dang ky ho tich nop thém
bdn sao gidy to do. Nguoi tiép nhdn cé thé chup 01 ban gidy to xudt trinh hodc ghi lai
thong tin cua gidy to xudt trinh dé lueu ho so.

+ Glay to do co quan c6 tham quyén ciia nwée ngodi cdp, cong chitng hodc xdc nhdn
dé sir dung cho viéc dang ky ho tich tai Viét Nam phai dwoc hop phdp héa lanh s, trir
truong hop dwoc mién theo diéu wéc quoc té ma Viét Nam la thanh vién, gidy to bang
tiéng nwde ngodi phdi dwoc dich ra tiéng Viét va cong chitng ban dich hodc chimg thuc
chit ky nguoi dich theo quy dinh cua phdp ludt.

+ Nguoi tiép nhdn c6 trach nhiém tiép nhdn dung, du hé so ding ky hé tich theo quy
dinh cua phap ludt ho tich, khong dwoc yéu cau nguoi dang ky ho tich ngp thém gidy to
ma phap ludt ho tich khong quy dinh phai ngp.

+ Truong hop g ho so qua hé thong bueu chinh thi phai gui kem theo ban sao co
chitng thiee cdc gidy to phdi xudt trinh.

2.4 S6 lwong ho so: 01 b
2.5 Thoi han giai quyét:
Trong ngay tiép nhan ho so (nhan ho so sau 15 gio ma khong giai quyét duoc ngay thi
tra két qua trong ngay lam viéc tiép theo).
2.6 | Dia diém tiép nhin ho so va tri két qua gidi quyét TTHC: Trung tam Hanh chinh
cbng cap huyén.
2.7 Co quan thyc hién: Phong Tu phap. )
Co quan c6 tham quyén quyet dinh: UBND cap huyén.
Co quan dugc dy quyén: Khong.
Co quan phoi hop: Khéng.
2.8 | Poi twong thwe hién TTHC: C4 nhan, t6 chiic
2.9 Ket qua giai quyet TTHC:
- H6 so du diéu kién: Ban sao Trich luc ho tich. ‘
- Ho so khong du diéu kién: Vin ban théng bao khong du diéu kién.
2.10 | Quy trinh xir ly cong viéc
TT | Trinh tw Trach Thoi Biéu miuw/Két qua

nhiém gian
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Tiép nhan hd so:

- Néu ho so chua day du hoic
khong hop 18: Hudng din bd sung,
hoan thién ho so; truong hop ndp
hd so qua dudng buu dién thi thong

Mau 01, 02 (néu co),

Bl bao bér}g van ban chq c4 nhan, t6 .?K:g.;&lg Shll(:] Eanh 05, 06 va Ho so theo
chirc dé hoan thién ho so. muc 2.3
- Néu ho so day du, hop 1&: Lam
thu tuc ti€p nhan ho so, hen tra ket
qua va thu phi, 1€ phi theo quy
dinh.
B Chuyén cho phong Tu phap d&é x| Cong chirc 12 ois Mau 01, 05 va Ho so
ly. TN&TKQ & kém theo
Phan cong can bo Phong Tu phap Lanh dao .\ Mau 05 va Ho so
B3 e \ 01 gio \
xu ly. Phong kem theo
Cong chure dugc giz}o nhiém vu
kiém tra, xem xét ho so: o
- Néu (’iu diéu lil@p: Vao ASo CNapPan M3u 05 va Dy thao
sao Trich luc ho tich; nhap dir liéu \ , n
N X a R , ban sao Trich luc ho
vao phan mém hg tich, in Ban sao | Cong chiic . . . e 1
B4 . L 1 LA 02 gio tich hodc Van ban
Tr1qh luc ho tich; ‘ xu 1y ho so thond bio khone dit
- Néu khong du dicu kién: Dy théo di éu%dén &
van ban thong bao khong du dicu :
kién;
Trinh 1anh dao Phong Tu phép.
Mau 05 va Dy thdo
Kiém tra két qua thuc hién, duy¢t, N ban sao Trich luc ho
.z .. N , 277, | Lanh dao i e X7 1a
BS tryc tiép hodc giao cong chu’c,xu’ ly Phone Tu | 1/2 oid tich hodc Van ban
ho so trinh 1anh dao UBND cap ong & thong bao khong du
. phap SO
huyén. di€u kién da
duyét/ky nhay
Mau 05 va Ban sao
.y s e L N Lanh dao Trich luc ho tich
Be | Ky keétqua giaiquyetthu tuchanh | 5p\pc4n |10 6ig | hodc Van bin thong
chinh. A . . y 4 X
huyén bao khong du di€u
kién
Phat hanh vin ban va tra két qua Van thu; Mau 0,5 , 06 va ]Aga.n
. L 4R X . . sao Trich luc ho tich
B7 cho phong Tu phap dé chuyén cho | Phong Tu | 1/2 gio . rx 1oa A
A A A . hodc Vian ban thong
Trung tdm Hanh chinh cong. phap

bao khong du diéu
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kién

Mau 01, 06; Ban sao

Chuyén ngudi dan ky S6 va trakét | Cong chie | Gid hanh Trvah h'{c hc_z uChA
B8 ua cho c4 nhan, t6 chirc TN&TKQ | chinh hodc Van ban thong
d ’ ‘ bao khong du didu
kién
* Truwong hop hé so qud han xit Iy, trong thoi gian chdm nhat 01 ngay trudc ngay
hét han xu ly, Phong Tw phdp tham muu ban hanh phiéu xin [6i va hen lai ngay trd
ket qua dé gui cho to chire, ca nhan.
3 BIEU MAU
Gidy tiép nhan ho so va hen tra két qua
x T
Mau 01 Lj
MAu 01.docx
Phiéu yéu cau bo sung hoan thién ho so
x T
Mau 02 Lj
Mau 02.docx
Phiéu tir chdi tiép nhan giai quyét hd so
x G
Miu 03 )
MAu 03.docx
Mau 04 Mau 04.docx
Phiéu xin 16i va hen lai ngay tra két qua
Phiéu kiém so4t qua trinh giai quyét hd so
Mau 05 fj
MAu 05.docx
S6 theo ddi hd so
Mau 06 Ej
Mau 06.docx
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T khai cip ban sao trich luc ho tich

W
BM.HT.16.01 I:ﬂ

BM.HT.16.01.docx

4 HO SO LUU

- Mau 01; 02, 03, 04 (néu co), 06 luu tai Trung tim Hanh chinh cong cip huyén. Mau
01, 05 Iuu theo ho so;

- HO so dau vao theo muc 2.3;

- S6 cép ban sao Trich luc ho tich;

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

- Phan mém http://hotich.moj.gov.vn.

Hb so duoc luu tai Phong Tu phap, thoi gian luu trit thuc hién luu theo quy dinh ctia Luat
Ho tich va cac Vé}n ban hudng dan thi hanh. Sau khi hét han, chuyén ho so xuong don vi luu
trtr cuia UBND cap huyén va luu trir theo quy dinh hién hanh.
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I1. LINH VU'C CHUNG THUC
1. Chirng thuc ban sao tir ban chinh cac gidy to, vin ban do co quan, td chirc cé

thAm quyén ciia Viét Nam cép hoic chirng nhén

1 KY HIEU QUY TRINH QT.CT.01
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thwe hién TTHC:
Ban chinh gidy to, vin ban ding lam co s& dé ching thyuc ban sao khong thudc cac
truong hop sau:
- Bi tay x0a, stra chira, thém, bt nd1 dung khong hop 1€;
- Bi hu héng, cll nat, khong xéc diﬁnh duoc né{ dung; ‘ ’
- C6 dong dau mat cua co quan, td chirc c6 thim quyén hodc khong dong dau mat
nhung ghi r6 khong dugc sao chup;
- C’() ndi dung trai phap luat, dao dirc xa hdi; tuyén truyén, kich dong chién tranh, chong
ché do xa hoi chflqnghia Viét Nam; xuyén :[ac lich str cia dan t@c Viét Nam; xtic pham
danh du, nhan pham, uy tin cua c4 nhan, t6 chtic; vi pham quyén cong dan;
- Gidy to, van ban do ca nhan ty 1ap nhung khong c6 xac nhan va dong dau cta co
quan, to chirc c6 tham quyeén.
2.2 | Cach thirc thwe hién TTHC:
Truyc tiép tai Trung tAm Hanh chinh cong cip huyén.
X A p A AL Ban | Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
- | Ban sao can ching thuc. X
- | Ban chinh d¢ ddi chiéu, X
Luu y: Truong hop nguoi yéu cau chu’ng thiee chi xudt trinh bdn chinh thi co quan, to
chire tién hanh chup tir ban chinh dé thuc hién chimg thiee, triv trwong hop co quan, t6
chirc khong co phwong tién chup. Ban sao tir ban chinh dé thyee hién chiing thuc phdi
co day du cac trang da ghi thong tin tir ban chinh.
2.4 | S6 lwgng hd so: Khong quy dinh
Thoi han giai quyét: Trong ngay tiép nhan yéu cau hodc trong ngay lam viéc tiép
theo, néu tiép nhan yéu cau sau 15 gio. £)01 vo1 truong hop cung mdt luc yéu cau chirng
thyc ban sao tir nhiéu loai ban chinh glay t&, van ban; ban chinh c6 nhiéu trang; yéu
2.5 | cau sb lugng nhiéu ban sao; ndi dung gidy to, van ban phtrc tap kho kiém tra, ddi chiéu

ma co quan, t6 chtc thyc hién ching thyc khong thé dép ing dugc thdi han quy dinh
néu trén thi thot han ching thyc duge kéo dai thém khong qua 02 (hai) ngay lam viée
hoic ¢6 thé dai hon theo thoa thuan bang vin ban véi ngudi yéu cau chimg thuc.
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Truong hop tra két qua trong ngay lam viéc tlep theo hodc phai kéo dai thoi gian theo
quy dinh thi nguoi tlep nhan ho so phai c6 phiéu hen ghi r6 thoi gian (gio, ngay) tra két

qua cho nguoi yéu cau chung thuec.

Dia diém tiép nhin ho so va tra két qua giai quyét TTHC:

2.6 Trung tam Hanh chinh cong cap huyén
Co quan thyc hi¢n: Phong Tu phap.
27 Co quan c6 thAim quyén quyét dinh: Phong Tu phap.
| Co quan dugc iy quyén: Khong.
Co quan phoi hgp: Khong.
2.8 | Pdi twong thwe hién TTHC: C4 nhan, t chirc
2.9 | Két qua giai quyét TTHC: Ban sao da dugc ching thyc tir ban chinh.
2.10 | Quy trinh xir ly cong viéc
TT | Trinh tu Trach | 4y oi gian | Bidu mAwKét qua
: nhiém
TiéP nhén hé so: .
- Néu ho so chua day du hodc
khong hop I¢: Hudng dan b0 sung, | 500 hve | Gighanh | s
Bl hoap thl‘cn ho‘so. TN&TKQ chinh Ho6 so theo muc 2.3
- Néu ho so day du, hop 1¢: Lam
thu tuc ti€p nhan ho so, hen tra két
qua theo quy dinh.
B Chuyén hd so cho phong Tu phap Cong chuc 12 eis Mau 01, 05 va Ho so
xtr 1y, TN&TKQ & kém theo
A A LA DLA . Lanh dao x \ TrA
B3 Plﬁmg cong can bo Phong Tu phép Phong Tu 112 giv Mau 05 va HoO so
xu ly. ; kém theo
phap
7 . , 01 gio
Kiém tra, xem xét ho so, dong dau (hodc kéo
“chirng thuc ban sao dung véi ban dai thém 02
chinh” vao ban sao, trinh lanh dao ngay hoac . .
Phong Tu phép. theo thoa | Mau 05 va Ho so
Cong chﬁ’c thuan) kém theo da duoc
B4 xu 1y ho so kiémr tra va dong

Dbi voi trudng hop cung mét lac
yéu cau ching thuc ban sao tir
nhiéu loai ban chinh gidy to, vian
ban; ban chinh c6 nhiéu trang; yéu
cau sb luong nhiéu ban sao; ndi

dau chtng thuc
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dung gidy t0, vin ban ‘phuc tap kho
kiém tra, ddi chiéu thé kéo dai thoi
han thém khong qua 02 ngay lam
viéc hoac dai hon theo thoa thuan
v6i ngudi yéu cau ching thyec.

Ky chirg thuc va chuyén két qua Léinh dgo Mgu 05 va Ban sao
B5 laiycho c §n chirc y d Phong Tu 01 gio da duoc chung thuc
: g chue. phap tlr ban chinh
D(’)ng déu, va vao S6 theo doi; Cone chite Mau 05, 06; Ban sao
B6 | chuyén két qua cho Trung tam . l'ghé SO 01 gio da duoc chung thuc
Hanh chinh cong cap huyén. Y tr ban chinh
Tra két qua cho t6 chure, cd nhan va | Cong chiric | Gid hanh N{au 01, 06,; Ban sao
B7 | thu 1¢ phi TN&TKQ |  chinnh | 4aduoc chimng thuc
F Pl tir ban chinh
* Trieong hop hé so qud han xit 1y, trong thoi gian chdm nhdt 01 ngdy trude ngay hét
han xu 1y, Phong Tuw phap tham muwu ban hanh phiéu xin 16i va hen lai ngay tra két qud
chuyén sang Bo phin TN&TKQ dé giri cho t6 chire, cd nhan.
3 | BIEUMAU
Gidy tiép nhan ho so va hen tra két qua
Mau 01 &3
Mau 01.docx
Phiéu yéu cau bd sung hoan thién ho so
Mau 02 e
Mau 02.docx
Phiéu tir chdi tiép nhan giai quyét hd so
Mau 03 e
Mau 03.docx
Phiéu xin 15i va hen lai ngay tra két qua
Mau 04 Fj
MAu 04.docx
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Phiéu kiém soat qua trinh gidi quyét ho so
x i,
Mau 05
Mau 05.docx
So6 theo doi ho so
Mau 06
Mau 06.docx

4 |HOSOLUU

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

- | S6 chimg thuc ban sao tir ban chinh;

Hb so duoc luu tai Phong Tu phap, thoi gian luu trit S6 ching thyc ban sao tir ban chinh 1a
vinh vién.
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2. Chirng thue ban sao tir ban chinh gidy to, viin ban do co quan, t6 chirc c6 thim

quyén cia nwéc ngoai; co quan, to chirc c6 tham quyen cia Viét Nam lién két véi co
quan, t6 chirc c6 thaim quyen cia nudc ngoai cap hodc chirng nhan

1 KY HIEU QUY TRINH QT.CT.02
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thwe hién TTHC:
Ban chinh gidy to, vin ban ding lam co s& dé ching thyuc ban sao khong thudc cac
truong hop sau:
- Bi tay x0a, stra chira, thém, bt nd1 dung khong hop 1¢;
- Bi hu héng, cii nat, khong xac dinh dugc nd1 dung;
- C6 dong dau mat cua co quan, to chirc c6 tham quyén hodc khong dong dau mat
nhung ghi r6 khong dugc sao chup; ‘ ) )
- C6 ndi dung trai phap luat, dao dtrc xa hodi; tuyén truyén, kich dong chién tranh, chong
ché do xa hoi chu nghia Viét Nam; xuyén tac lich sir cua dan toc Viét Nam; xtic pham
danh dy, nhan pham, uy tin cua ca nhan, t6 chtre; vi pham quyén cong dan;
- Ban chinh do co quan, t6 chirc ¢6 thim quyén ciia nudc ngoai cap, cong ching hoac
ching nhén chua dugc hop phap héa lanh su theo quy dinh tai khoan 1 Piéu 20 Nghi
dinh sb 23/2015/ND-CP, trir ho chiéu, thé cin cudc, thé thudng tru, theé cu tru, gidy
phép 14i xe, bang tot nghiép, chig chi va bang diém kém theo bang tot nghiép, ching
chi.
- Gidy to, van ban do ca nhan ty 1ap nhung khong c6 xac nhan va dong dau cta co
quan, to chirc c6 tham quyeén.
2.2 | Cach thure thyce hién TTHC:
Truc tiép tai Trung tdm Hanh chinh cong cap huyén.
X A LA A Ban | Ban sao
2.3 | Thanh phan ho so, bao gom: chinh
- Ban sao can chung thyc; X
- | Ban chinh d¢ ddi chiéu, X
Luu y: Truong hop ngudi yéu cau ching thyuce chi xudt trinh ban chinh thi co quan, téﬂ
chtrc tién hanh chup tir ban chinh dé thuc hién chirng thuc, trir trudng hop co quan, to
chire khong ¢6 phuong tién chup. Ban sao tu ban chinh dé thyc hién ching thyc phai
c6 day du cac trang da ghi thong tin tir ban chinh.
2.4 | S6 lwgng hd so: Khong quy dinh
2.5 | Thoi han giai quyét: Trong ngay tiép nhan yéu cau hoic trong ngay 1am viéc tiép
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theo, néu tiép nhan yéu cau sau 15 gio. D01 v6i truong hop ciing mot luc yéu cau chimg
thuc ban sao tur nhiéu loai ban chinh glay td, van ban; ban chinh c6 nhiéu trang; yéu
cau s6 luong nhleu ban sao; ndi dung gidy t&, van ban phirc tap kho kiém tra, ddi chiéu
ma co quan, t6 chue thyc hién ching thyc khong thé dép ing duge thdi han quy dinh
néu trén thi thot han ching thyc dugc kéo dai thém khong qua 02 (hai) ngay lam viéc
hoic ¢6 thé dai hon theo thoa thuan bang vin ban voi nguoi yéu cau ching thue.
Truong hop tra két qua trong ngay lam viéc tlep theo hoac phai kéo dai thoi gian theo
quy dinh thi nguoi tlep nhan ho so phai cé phiéu hen ghi ro thoi gian (gid, ngay) tra két
qua cho nguoi yéu cau chimg thyec.

2.6

Pia diém tiép nhin ho so va tra két qua giai quyét TTHC:
Trung tam Hanh chinh cong cap huyén.

2.7

Co quan thuc hién: Phong Tu phap.

Co quan c6 tham quyén quyét dinh: Phong Tu phép.
Co quan dwoc iy quyén: Khong.

Co quan phdi hep: Khong.

2.8

Poi twong thue hién TTHC: Ca nhan, t6 chiic

2.9

Két qua giai quyét TTHC: Ban sao d3 duoc chimg thuc tir ban chinh.

2.10

Quy trinh xir ly cong viéc

TT

Trinh tu Trach nhiém | Thoigian | Biéu mau/Két qua

Bl

Ti€p nhén ho so:
- Néu ho so chua day du hoac

khong hop 1&: Huéng dan bo
sung, hoan thién hd so.

- Néu hd so day du, hop 1&: Lam
thu tuc tiép nhén ho so, hen tra
két qua theo quy dinh.

Cong chuc
TN&TKQ

Gi0 hanh
chinh

HO so theo muc 2.3

B2

Chuyén hé so cho phong Tu
phap xtr ly.

Cong chuc
TN&TKQ

02 gid

Mau 01, 05 va Ho
so kém theo

B3

Phan cong can bd Phong Tu
phap xtr ly.

Lanh dao

Phong Tu phép

1/2 gio

Mau 05 va Ho so
kem theo

B4

Kiém tra, xem xét hd so, dong
dau “chung thyc ban sao diing
vo1 ban chinh” vao ban sao, trinh
lanh dao Phong Tu phap.

Dbi voi trudng hop cung mét lac
yéu cau chtng thuc ban sao tir
nhiéu loai ban chinh gidy to, vian

Cong chuc xur

1y ho so

01 gio
(hoac kéo
dai thém 02
ngay hoac
theo thoa
thuén)

Mau 05 va Ho so
kem theo
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ban; ban chinh c6 nhiéu trang;
yéu cau s6 lugng nhiéu ban sao;
ndi dung gidy to, van ban phirc
tap kho kiém tra, d6i chiéu thi
hot han chirng thyce dugce kéo dai
thém khong qué 02 ngay lam
viéc hodc c6 thé dai hon theo
thoa thudn bang vin ban véi
ngudi yéu cau ching thyc.

Mau 05 va Ban sao

B5 Ky ch@ng thl,}'C va c%luyen két ‘Lanh dao ’ 01 gios da duoc chimg
qua lai cho cong chuec. Phong Tu phap thue tr ban chinh
Poéng diu va vao S6 theo doi; Céne chite xir Mau 05, 06; Ban

B6 | chuyén két qua cho Trung tdm l’gh 3 so 01 gio sao da dugc chung
Hanh chinh cong cap huyén. Y thyc tur ban chinh
Tra két qua cho to chire, ¢4 nhan Cong chuce Gi0 hanh Mau 91’ 06; Ba,n

B7 | Va thu 18 phi TN&TKQ chinh | S2° da duoc chimg

- DAL thyc tir ban chinh
* Trieong hop hé so qud han xit 1y, trong thoi gian chdm nhdt 01 ngdy trude ngay hét
han xu ly, Phong Tuw phap tham muwu ban hanh phiéu xin 16i va hen lai ngay tra két qud
chuyén sang BY phin TN&TKQ dé giri cho t6 chire, cd nhan.
3 | BIEUMAU
el
Mau 01 Mau 01.docx
Gidy tiép nhan hd so va hen tra két qua
i,
Mau 02 Mau 02.docx
Phiéu yéu cau bd sung hoan thién hd so
Mau 03 Mau 03.docx
Phiéu tir chdi tiép nhan giai quyét ho so
i,
Mau 04 MAu 04.docx
Phiéu xin 16i va hen lai ngay tra két qua
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i,
Mau 05 Mau 05.docx
Phiéu ki€ém soat qua trinh giai quyét ho so
fiw.
Mau 06

Mau 06.docx
So6 theo do1 ho so

4 |HOSOLUU

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

- | S6 chitng thuc ban sao tir ban chinh.

Hb so duoc luu tai Phong Tu phap, thoi gian luu trit S6 ching thyc ban sao tir ban chinh 1a
vinh vién.
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3. Chu’ng thwe chir ky trong cac glay to’, van ban (ap dung cho ca trlro’ng hop

chitng thyue diém chi va truong hop nguoi yéu cau chirng thwe khong ky, khong diém chi

dugc)
1 KY HIEU QUY TRINH QT.CT.03
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thuc hién TTHC:

Truong hop khong dugc chung thuc chir ky:

+ Tai thoi diém chung thyc, ngudi yéu cau ching thyuc chir ky khong nhan thice va lam
chu duoc hanh vi cua minh.

+ Nguoi yéu cau chimg thyc chir ky xuét trinh Gidy chimg minh nhan dan hoic Ho
chiéu khong con gia tri st dung hodc gia mao.

+ Giay to, van ban ma nguoi yéu pﬁu chung thyc ky vao c6 ndi dung quy dinh tai
Khoan 4 Diéu 22 cuia Nghi dinh so 23/2015/ND-CP.

+ Gidy t0, van ban co ndi dung la hop dong, giao dich; trir Glay iy quyén trong cac
truong hop: (1) Gy quyén vé viée nop ho, nhan ho ho so, gidy to, trir trudng hop phap
luat quy dinh khong dugc uy quyén; (2) uy quyén nhan ho lwong huu, buu pham, tro
cp, phu cAp; (3) uy quyén nho trong nom nha ctra; (4) Gy quyén cua thanh vién ho gia

dinh dé vay vén tai Ngan hang chinh sach xa hoi; hodc trir trudng hop phép luat cé quy
dinh khéc.

2.2 | Cach thirc thuc hién TTHC:
Truc tiép tai Trung tAm Hanh chinh cong cap huyén hodc ngoai tru s ciia co quan néu
nguoi yéu cau chung thyuc thudc dién gia yéu, khong thé di lai dugc, dang bi tam gitr,
tam giam, thi hanh 4n phat tu hodc c6 ly do chinh dang khéc.
2.3 | Thanh phin hb so, bao gdm: Ban | Ban sao
chinh
_ | Ban chinh hodc ban sao c6 chimg thyc Gidy CMND/Thé cin cudc X
cong dan hoac Ho chiéu con gia tri st dung;
- | Gidy to, vin ban ma minh s& yéu cau chung thuc chit ky; X

Truong hop ching thyc chir ky trong gidy t0, van ban béng tiéng
nudc ngoai, néu nguoi thyc hién chirng thyc khong hleu r0 ndi dung
cua gidy t0, van ban thi cé quyen yéu cau nguoi yéu cau ching thuc
nop kém theo ban dich ra tiéng Viét ndi dung ciia gidy to, vin ban




125

d6. Ban dich gidy td, van ban khong can cong ching hodc ching
thuc chit ky nguoi dich; nguoi yéu cau ching thue phai chiu trach
nhiém vé€ ndi dung cua ban dich.

2.4 | So lwgng hd so: Khong quy dinh

2.5 | Thoi han giai quyét: Trong ngay tiép nhan yéu cau hodc trong ngay lam viéc tiép
theo, néu tiép nhan yéu cau sau 15 gio. Truong hop tra két qua trong ngay 1am viéc
tiép theo thi nguoi t1§p nhan ho so phai c6 phiéu hen ghi r6 thoi gian (gio, ngay) tra két
qua cho nguoi yéu cau chimg thyec.

2.6 | Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
- Béi v6i truong hop binh thuong: Trung tdm Hanh chinh cdng cap huyén.
- Béi v6i truong hop ngudi yéu ciu chimg thyce thude dién gia yéu, khong thé di lai
dugc, dang bi tam gitr, tam giam, thi hanh an phat tu hoac c6 ly do chinh dang khac:
Ngoai try s¢ co quan.

2.7 | Co quan thuc hién: Phong Tu phap.
Co quan c6 thAm quyén quyét dinh: Phong Tu phép.
Co quan dwoc ity quyén: Khong.
Co quan phdi hop: Khong.

2.8 | Poi twong thwe hién TTHC: Ca nhan, t6 chiic

2.9 | Két qua giai quyét TTHC: Gidy to, vin ban da ching thuc.

2.10 | Quy trinh xt ly cong viéc

TT Trinh tw Trach nhiém | Thoi gian | Biéu miu/Két qua
Tiép nhén hd so ddi véi truong hop
truc tiép tai Trung tam Hanh chinh
cong cap huyén:
- Néu hd so chua day dua hogc
kh9ng h({p 1@; : Huéng dan bd sung, Céng chirc Gio hanh Mau 01, 02 (‘neuA

B1 | hoan thién ho so. , c0), 05, 06 va HO

. s . TN&TKQ chinh

- Néu ho so day du, hop 1&: Lam so' theo muyc 2.3

thi1 tuc tiép nhan ho so theo quy
dinh; ky vao dudi 161 chiing theo
mau quy dinh va chuyén ho so cho
phong Tu phap.
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Truong hop nguoi yéu cau ching
thuc thude dién gia yéu, khong thé
di lai dugc, dang bi tam gitr, tam

giam, thi hanh 4n phat to hodc co 1y | SO MU 1 i pann | Mau 015 02 (néu
, . , Yo X N Phong Tu . co), 05, 06 va Ho
do chinh dang khac phai tiép nhan - chinh
.. i . , phap so theo muyc 2.3

ngoai try s¢ co quan, céng chirc

phong Tu phap thyc hién tiép nhan

ho so.

Chuyén ho so cho phong Tu phdp | 5 o | Mauo1,05vaHd
B2 | (doi véi trudong hop ndp tai Trung 02 gio \

~ N . A % . TN&TKQ so kém theo

tam Hanh chinh cong cap huyén).

Kiém tra, xem xét ho so, trinh linh | Cong chirc 01 gid | Mau 05 va Ho so
B3 | dao Phong Tu phép thuc hién Phong Tu kém theo

chung thyec. phap

—y : XA Lanh dao Mau 05 va Gidy to,

B4 Ky chu:nig thuc va chuyén ket qua Phong Tu 01 gid | Van ban da chirng

lai cho cong chirc. :

phap thuec.

Dong dau, vao SO theo ddi va

chuyén két qua cho Trung tam

Hanh chinh cong cap huyén hoac

truc tiép trd cho nguoi yéu cau doi

voi1 truong hop nguoi yéu cau

ching thl_:l’C thude dién gia yeu,

khong thé di lai dugc, dang bi tam

giir, tam giam, thi hanh 4n phat tu Cong chirc Mau 05, 06; Gidy
B5 | hodc co ly do chinh dang khac phai Phong Tu 01 gi6 | to, Van ban dugc

tiép nhan ngoai tru sé co quan. phap chung thuc

Do v6i gidy t, van ban c6 tir (02)

hai to tr¢ 1€n thi phai dong dau

giap lai. Truong hop 161 ching

dugc ghi tai to lién sau cﬁg trang

c6 chir ky thi phai dong dau giap

lai gitra giay to, van ban chirng

thuc chit ky va trang ghi 101 chung.

Tra kAet qua (iho tlo c}}gc,,(;a nh‘an va A ’ L Mau 01, 06; Gidy
B6 thu 1¢ phi (n€u c6) doi vdi trudong Cong chuc Gi0 hanh (5. Vin ban duoe

hop ndp tai Trung tdm Hanh chinh TN&TKQ chinh ’ i

cong cap huyén.

ching thuc
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* Truong hop ho so qud han xit Iy, trong thoi gian chdm nhat 01 ngdy trude ngay hét
han xu Iy, Phong Tu phap tham muu ban hanh phiéu xin 16i va hen lai ngay tra két qud
dé givi cho to6 chirc, cd nhan.

BIEU MAU
i,
Mau 01 Mau 01.docx
Giay tiép nhan ho so va hen tra két qua
fiw.
Mau 02 Mau 02.docx
Phiéu yéu cau bo sung hoan thién ho so
i,
Mau 03 MAu 03.docx
Phiéu tir choi ti€p nhan giai quyét ho so
fiw.
Mau 04 MAu 04.docx
Phiéu xin 16i va hen lai ngay tra két qua
i,
Mau 05 Mau 05.docx
Phiéu ki€m soat qua trinh giai quyét ho so
fiw.
Mau 06 Mau 06.docx
S6 theo doi ho so
HO SO LUU

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

S6 chung thyc chit ky;

Ban ching thuec.
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Hb so duoc luu tai Phong Tu phap, thoi gian luu trir S6 chtng thue 14 vinh vién, luu trit ban
ching thuc 1a 02 nam. Hét thoi han luu trit, van ban chung thuc dugce ti€u huy theo quy dinh
cua phap luat vé luu tri.




129

4. Chirng thwe viée sira d6i, bo sung, hity bé hop dong, giao dich

1 KY HIEU QUY TRINH QT.CT.04
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thuc hién TTHC:
Viéc stra ddi, bd sung, hl:ly bo hop déng, giao dich da duoc Chlfl’l’l‘g thuc chi duoc thuc
hién khi c6 thdéa thuan bang van ban ctua cac bén tham gia hgp dong, giao dich.
2.2 | Cach thirc thyc hién TTHC:
Truc tiép tai Trung tam Hanh chinh cong cép huyén.
X A A AL Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
* Gidy to phdi nop:
- | Hop déng, giao dich da dugc ching thyc; X
Duy thao hop dong, giao dich sira doi, bo sung, hiy bo hop dong, giao
- S , X
dich da dugc ching thuc;
Trong truong hop ndi dung sira d6i, bo sung co lién quan dén tai san
thi nguoi yéu cau ching thyc phai ndp ban sao kém ban chinh dé d6i
i chleu Gidy ching nhén quyén s¢ hiru, quyen st dung hodc ban sao X
gidy to thay thé dugc phap luét quy dinh d01 v6i tai sdn ma phap luat
quy dinh phai dang ky quyén s¢ hiru, quyen st dung, trir truong hop
ngudi 1ap di chuc dang bi cai chét de doa dén tinh mang.
* Gidy to xudt trinh:
i Gidy to tuy than con gia tri str dung, gdm Gidy chtirng minh nhan «
dan/Thé can cudc cong dan hodc HO chiéu.
2.4 | S6 lwong ho so: 01 bo
2.5 | Thoi han giai quyét: Trong ngay tiép nhan yéu cau hodc trong ngay lam viéc tiép
theo, n€u tiép nhan yéu cau sau 15 gio. Truong hop tra két qua trong ngay lam vi¢c
tiép theo thi nguoi tiép nhan ho so phai co phiéu hen ghi 16 thoi gian (gio, ngay) tra két
qua cho nguoi yéu cau ching thyec.
2.6 | Pia diém tiép nhan ho so va tra két qua giai quyét TTHC: Trung tim Hanh chinh

cong cap huyén.
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2.7 | Co quan thyc hién: Phong Tu phap.
Co quan c6 thim quyén quyét dinh: Phong Tu phap.
Co quan dwgc iy quyén: Khong.
Co quan phoi hgp: Khong.
2.8 | Poi twong thwe hién TTHC: Ca nhan, t6 chiic
2.9 | Két qua giai quyét TTHC: Hop ddng, giao dich da chung thyc.
2.10 | Quy trinh xi ly cong viéc
TT | Trinh tyw Trach nhiém Thoi Biéu maw/Két qua
gian
Tiép nhan hé so: ‘
- Néu ho so chua day du hodc
khong hop 1¢: Huong dan bo
sung, hgém thién ho so.
-Neuho so daydu, hop 1¢: Lam thu | -~ . | MAu 01, 02 (néu cb),
B1 tuc ti€p nhan ho so theo quy dinh. Cong chuc | Gio hanh 05. 06 va Hb so theo
- D€ nghi cac bén tham gia hop TN&TKQ chinh ’
N . ) e 1 . - muc 2.3
dong, giao dich phai ky trudc mat
nguoi tiép nhan ho so va nguoi
tiép nhan ho so ky vao tung trang
cua hop dong, giao dich va ky vao
duéi 161 chimg theo mau quy dinh.
B2 Chuyén hd so cho phong Tu Cong chure 02 oidy Mau 01, 05 va Ho so
phap. TN&TKQ 8191 kam theo
Kiém tra, xem xét ho so, trinh Cong chite xir Mau 05 va Hop dong,
B3 | lanh dao Phong Tu phap ky l,g A 01 gio | giao dich da chung
, v ho so
chung thuec. thuc
. . 2 A Lanh dao Mau 05, 06; Hop
B4 Ky chu’nég thue va chuyen ket qua Phong Tu 01 gio | dong, giao dich da
lai cho cong chirc. - ,
phap chung thuc
Pong dau, vao SO theo ddi; Cone chite xi Mau 05, 06; Hop
B5 | chuyén Trung tam Hanh chinh 1?” \ 01 gid | ddng, giao dich da
o X A v ho so ,
cong cap huyén. ching thuc
55 | Tri két qua cho 16 chitc, cinhan | Cong chite | Gid hanh gg‘l“ 01 i’a(zf dli‘fl? dlg"’p
va thu 18 phi (néu c6). TN&TKQ chinh &, 8120 ¢l

ching thuc

* Trueong hop ho so qud han xit 1y, trong thoi gian chdm nhat 01 ngay truéce ngay hét
han xir 1y, Phong Tw phdp tham muwu ban hanh phiéu xin 16i va hen lai ngay tra két qua
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dé gui cho 16 chire, cd nhan.
3 | BIEUMAU
.
Mau 01 Mau 01.docx
Gidy tiép nhan ho so va hen tra két qua
@
Mau 02 Mau 02.docx
Phiéu yéu cu bd sung hoan thién ho so
Mau 03 Mau 03.docx
Phiéu tir chdi tiép nhan giai quyét ho so
G
Mau 04 Mau 04.docx
Phiéu xin 16i va hen lai ngay tra két qua
Mau 05 Mau 05.docx
Phiéu kiém soat qua trinh giai quyét ho so
&
Mau 06 Mau 06.docx
S0 theo ddi ho so
4 |HOSOLUU
- | Méu 01; 02, 03, 04 (néu c6), 06 luu tai Trung tim Hanh chinh cong cip huyén. Miu
01, 05 luu theo ho so;
- |Sé chirng thuc hop déng, giao dich;
- | Ban chung thuec.

Hb so duoc luu tai Phong Tu phap, thoi gian luu trix S6 chtng thue 14 vinh vién, luu trit vin
ban chung thuc 1a 20 nam. HEt thoi han luu trit, van ban chiing thuc dugc ti€u huy theo quy
dinh cua phép luat vé luu trir.
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5. Sira 15i sai s6t trong hop dong, giao dich

1 KY HIEU QUY TRINH QT.CT.05
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thwe hién TTHC:
Khdng
2.2 | Cach thirc thue hién TTHC:
Truyc tiép tai Trung tAm Hanh chinh cong cip huyén.
N A A AL Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
Ban sao Giéy chirng minh nhan dan hoac HO chiéu hodc Can cuée
- | cong dan con gia tri sir dung cua nguoi yéu cau ching thyc (xuat X
trinh ban chinh dé doéi chiéu);
| Van ban thoa thuén vé viéc stra 161 sai sot trong hop dong, giao dich «
da duoc chung thuc;
- | Hop ddng, giao dich di duoc chimg thyc; X
Ban sao gidy ching nhan quyén s& hiru, quyen st dung hodc ban sao
gidy to thay thé duoc phap luat quy dinh d01 Vo1 tai san ma phép luat
- | quy dinh phai ding ky quyén so hitu, quyén st dung trong truong hgp X
hop dong, giao dich lién quan dén tai san d6 (xuét trinh ban chinh dé
doi chiéu).
2.4 | S6 hrgng ho so: Khong quy dinh
2.5 | Thoi han giai quyét: Trong ngay tiép nhan yéu ciu hodc trong ngdy lam viéc tiép
theo, néu tiép nhan yéu cau sau 15 gio. Truong hop tra két qua trong ngay lam viéc tiép
theo thi nguoi tlep nhan hd so phai c6 phiéu hen ghi r5 thoi gian (gio, ngay) tra két qua
cho ngudi yéu cau chung thuc.
2.6 | Dia diém tiép nhan ho so va tra két qua giai quyét TTHC: Trung tim Hanh chinh
cong cap huyén.
2.7 | Co quan thwe hién: Phong Tu phap.

Co quan c6 thim quy‘én quyét dinh: Phong Tu phap.
Co quan dwgc iy quyén: Khong.
Co quan phoi hgp: Khong.
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2.8 | Pdi twong thye hién TTHC: Cé4 nhan, t6 chiic
2.9 | Két qua giai quyét TTHC: Hop ddng, giao dich dugc stra 16i ky thuat.
2.10 | Quy trinh xir ly cong viéc
TT | Trinh tu Trach nhiém | Thoi gian Biéu miu/Két
qua
Tiép nhan ho so:
- Neuﬂho 50 chua; da}; da hoac k‘hong A ’ o Mau 01, 02 (néu
hop 1&: Huong dan bo sung, hoan Cong chuce Gi0 hanh . \ 11
Bl R . c6), 05, 06 va HO
thién ho so. TN&TKQ chinh <o theo muc 2.3
- Néu, ho so dﬁy du, hop 1&: Lam thu T
tuc ti€p nhan ho so theo quy dinh.
PO . . Cong chuc . Mau 01, 05 va Ho
B2 | Chuyén ho so cho phong Tu phap. TN&TKQ 02 gio so kém theo
Kl?m_gra, xem ,X.et~h0 59 bao‘cao ket Cong chtrc xtr .y Mau 05 va Ho so
B3 | qua kiém tra véi lanh dao Phong Tu 1A 01 gio A
. 1y ho so kem theo
phap.
Ky ching thyc viéc stra 16i ctia hop Lanh dao MAau OS.Va Hop
X . ; . A 1A, o \ .y dong, giao dich
B4 | dong, giao dich va chuyén két qua Phong Tu 01 gio TR
cho cdng chirc phap dugc stra 101 ky
' thuat
Vao S6 theo ddi va chuyén két qua . . MAau 05.’ 06 .qu
A . f A 2 | Cong chirc xu oy dong, giao dich
B5 | cho Trung tam Hanh chinh cong cap S A 01 gio AT
huva 1y ho so duogc sua 101 ky
uyén. o
thuat
, 7 Mau 01, 06 kém
B6 Tra két qua cho t6 chire, ca nhén va Cong chuc Gio hanh | Hop dong, giao_
thu 1€ phi (néu co). TN&TKQ chinh dich duoc stra 161
k¥ thuat
* Trueong hop ho so qud han xit Iy, trong thoi gian cham nfzdt 01 ngay truoc ngdy’hé't
han xit Iy, Phong Tw phdp tham muru ban hanh phieu xin 16i va hen lai ngay tra ket qua
dé gui cho to chure, ca nhan.
3 | BIEUMAU
i,
Mau 01 MAu 01.docx

Gidy tiép nhan hd so va hen tra két qua
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i,
Mau 02 MAu 02.docx
Phiéu yéu cau bo sung hoan thién ho so
fiw.
Mau 03 Mau 03.docx
Phiéu tir choi ti€p nhan giai quyét ho so
fiw.
Mau 04 MAu 04.docx
Phiéu xin 161 va hen lai ngay tra két qua
i,
Mau 05 Mau 05.docx
Phiéu ki€ém soat qua trinh giai quyét ho so
i,
Mau 06 Mau 06.docx
S6 theo doi ho so

HO SO LUU

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

S6 ching thuc hop dong, giao dich;

Hb so duoc luu tai Phong Tu phap, thoi gian luu trir S6 chimg thyc 13 vinh vién.
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6. CAp ban sao c6 ching thuc tir ban chinh hep dong, giao dich di dwoc

churng thuc

1 KY HIEU QUY TRINH QT.CT.06
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thye hi¢gn TTHC:
Khong.
2.2 | Cach thire thuc hién TTHC:
Truc tiép tai Trung tdm Hanh chinh cong cap huyén.
X A A AL Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
- | Xuét trinh ban chinh hodc ban sao ¢6 chung thuc Gidy chirng minh
nhan dan hoac Hé chiéu hoac Can cudc cong dan con gia tri su dung | X X
cua nguoi yéu cau ching thyec.
2.4 | S6 lwong ho so: 01 bo
2.5 | Thoi han giai quyét: Trong ngay tiép nhan yéu ciu hodc trong ngdy lam viéc tiép
theo, néu ti€p nhan yéu cau sau 15 gio.
2.6 | Pia diém tiép nhan hd so va tra két qua giai quyét TTHC: Trung tam Hanh chinh
cong cap huyén.
2.7 | Co quan thwe hién: Phong Tu phap.
Co quan c6 thAm quyén quyét dinh: Phong Tu phép.
Co quan dwoc iy quyén: Khong.
Co quan phdi hop: Khong.
2.8 | Poi twong thwe hién TTHC: Cé nhan, t6 chire
2.9 | Két qua giai quyét TTHC: Ban sao hop ddng, giao dich di ching thuc/ Vin ban
thong bao khong du dicu kién giai quyét.
2.10 | Quy trinh xir ly cong viéc
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TT

Trinh ty

Trach nhiém

Thoi
gian

Biéu mau/Ket qua

Bl

Tiép nhan ho so:

Ngudi yéu cau cp ban sao cd
chirng thuc tir ban chinh hop
déng, giao dich xuét trinh mot
trong cac gidy to quy dinh tai muc
2.3. Cong chuc TN&TKQ lam
thu tuc tiép nhan ho so, nhap dﬁy
du thong tin cua nguoi yéu cau va
noi dung yéu cau gidi quyét vao
Phiéu tlep nhan ho so va hen tra
két qua, dong thot cap nhat lén He
thong dich vu cong.

Cong chure
TN&TKQ

Gi0 hanh
chinh

Mau 01, 06.

B2

Chuyén yéu ceftu cho phong Tu
phap giai quyeét.

Cong chure
TN&TKQ

01 giov

Mau 01, 05

B3

Kiém tra, d6i chiéu thong tin:
- Néu nguoi yéu cau cap ban sao
c6 ching thuc hop dong, giao
dich la nguoi ¢6 tén dai dién
trong mot trong cac bén cua hop
ddng, giao dich di duoc Phong
Tu phéap ching thuc va luu ban
chinh thi tién hanh chup tir ban
chinh hop dong, giao dich dang
duoc luu trir, trinh Lanh dao
Phong Tu phép giai quyét theo
buoc B4.

cong chuc xu
1y ho so

Néu ngudi yéu cau cap ban sao co
ching thuc khong phai 1a nguoi
c6 tén dai dién trong mdt trong
cac bén cuia hop dong, giao dich
da dugc Phong Tu phap chung
thuc va luu ban chinh thi du thao
Vin ban thong bao khong du diéu
kién giai quyét trinh Lanh dao
Phong Tu phap ky duyét, dong
dau chuyén Trung tam HCC tra
cho ngudi ndp ho so theo bude
B6.

cong chirc xur
1y hé so,
Lanh dao
Phong Tu
phap

02 gioy

Mau 05; Ban chup
hop dong giao dich

Mau 05; Vin ban
thong bao khong du
dicu kién gidi quyét
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Thuc hién chirng thyc nhu sau:

Mau 05 va Ban sao

Ghi day du 10i chimg thyc ban Lanh dao hoo ddne. giao dich
B4 | sao tir ban chinh theo mau quy Phong Tu 01 gio op dong, & D
. s A A 2 ; da ghi néi dung chiing
dinh; Ky, ghi r0 ho tén va chuyén phap
R , thuc
cong chire.
DPoéng diu ctia co quan, t chirc
thuc hién ching thue va ghi vao
s0 chung thyuc. D61 véi ban sao co
tir 02 (hat) tr¢ 1én thi ghi 161
ching vao trang cudi, néu ban sao
co tir 02 (hai) to tro 1€n thi phai X .
dong dau giap lai. Cone chite xi Ma‘LOS ’(36 va Ban
B5 | Mdi ban sao duoc ching thyc tir ong CAUC XL g gio 530 9P CONE, £140
a1 , TN 1y ho so dich da dong dau
mot ban chinh giay to, van ban chime thie
hodc nhi€u ban sao dugc ching g
thuc tor mot ban chinh giay to, 7
véan ban trong cung mot thoi diém
dugc ghi mot s6 ching thuc.
Chuyén Trung tdm Hanh chinh
cong cap huyén.
Mau 01, 06; Bén sao
, 7 hop dong, giao dich
B6 Tra két qua cho t6 chire, ca nhan Cong chuc | Gio hanh | da chung thyc hodc
va thu 1€ phi (n€u co). TN&TKQ chinh | Van ban thong bao
khong du dicu kién
giai quyet
* Truong hop ho so qud han xit 1y, trong thoi gian chdm nhat 01 ngay truée ngay hét
han xu ly, Phong Tu phap tham muu ban hanh phiéu xin 16i va hen lai ngay tra két qud
dé givi cho to chirc, cd nhan.
3 | BIEUMAU
Mau 01 Mau 01.docx
Gidy tiép nhan ho so va hen tra két qua
Mau 02 Mau 02.docx
Phiéu yéu cau bo sung hoan thién ho so
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(5
Mau 03 Mau 03.docx
Phiéu tir chdi tiép nhan giai quyét ho so
i,
Mau 04 M3u 04.docx

Phiéu xin 18i va hen lai ngay tra két qua

Mau 05 Mau 05.docx

Phiéu kiém so4t qua trinh giai quyét ho so

Mau 06 MA3u 06.docx

S theo ddi ho so

4 |HOSOLUU

- [ Mau 01; 02, 03, 04 (néu co), 06 luu tai Trung tim Hanh chinh cong cip huyén. Mau
01, 05 Iuu theo ho so;

- | S6 chung thuc ban sao tir ban chinh, Ban chung thue hop dong, giao dich hodc Vin ban
thong bao khong du di€u kién giai quyét.

Ho so duogc luu tai Phong Tu phap, thoi gian luu trir S6 chimg thuc 13 vinh vién.
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7. Chirng thyc chir ky ngwoi dich ma nguoi dich 1a cgng tac vién dich thuat

cua Phong Tw phap

KY HIEU QUY TRINH QT.CT.07

NOI DUNG QUY TRINH

2.1

Piéu kién thuc hién TTHC:

- Gidy to, vin ban can dich dé chtng thuc chit ky ngudi dich khong thude cac trudng
hop sau:

+ Bi téy x0a, stra chira; thém, b4t ndi dung khong hop 1€;

+ B1 hu hdng, cii nat, khong xac dinh dugc ndi1 dung;

+ C6 dong dau mat ctia co quan, to chirc c6 tham quyén hoic khong dong dau mat
nhung ghi r6 khong dugc dich;

+ C6 noi dung trai phap luat, dao duc xa hoi; tuyén truyén, kich dong chién tranh,
chbng ché do xa hoi chii nghia Viét Nam; xuyén tac lich sur cua dan toc Viét Nam; xuc
pham danh du, nhan pham, uy tin cua ca nhén, t6 chire; vi pham quyén cong dan;

+ Gidy t0, vin ban do co quan, to chirc c6 thAm quyén ctia nudc ngoai cap, cong ching
hodc chimg nhan chwa duoc hop phap hoa 1anh su theo quy dinh tai kKhoan 1 Diéu 20
cua Nghi dinh s 23/2015/ND-CP, trir gidy ho chiéu, thé can cudc, thé cu tru, gidy
phép lai xe, bang tot nghiép, ching chi va bang diém kém theo bang tot nghiép, ching
chi.

2.2

Cach thirc thue hién TTHC:

Truc tiép tai Trung tim Hanh chinh cong cip huyén.

2.3

Ban Ban

Thanh phan ho so, bao gom: chinh | sao

Ban chinh van ban, gidy to can dich; X

Bén dich. X

2.4

S6 lwgng hd so: Khong quy dinh

2.5

Thoi han giai quyét: Trong ngay tiép nhan yéu cau hodc trong ngay lam viéc tlep
theo, néu tiép nhan yéu cau sau 15 gio hodc co thé kéo dai hon theo thoa thuan bang
van ban véi ngudi yéu cau ching thue. Truong hop tra két qua trong ngay lam viéc tlep
theo hodc phai kéo dai thoi gian theo thoa thuan thi nguoi tiép nhan hd so phai cé phiéu
hen ghi 13 thoi gian (gio, ngay) tra két qua cho ngudi yéu cau ching thyc.

2.6

Dia diém tiép nhan hd so va tra két qua giai quyét TTHC: Trung tdm Hanh chinh
cong cap huyén.

2.7

Co quan thyc hién: Phong Tu phap.
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Co quan c6 thAm quyén quyét dinh: Phong Tu phép.

Co quan dwoc iy quyén: Khong.

Co quan phdi hop: Khong.

2.8 | P6i twong thue hién TTHC: C4 nhan, t6 chuc
2.9 | Két qua giai quyét TTHC: Gidy t0, vin ban dugc chimg thuc chir ky nguoi dich.
2.10 | Quy trinh xi ly cong viéc
TT | Trinh tu Trach nhiém | Thoi gian | Biéu miu/Két qua
Tiép nhén ho so: ‘
- Néu ho so chua day du hoac
khong hqp le;:. AHu’o;ng dan bo Céng chitc Gio hanh Mau 01,\02 ‘A(neu co),
Bl sung, hqan th{cn ho so. TN&TKQ chinh 05, 06 va Ho so theo
- Néu ho so day du, hgp 1¢: Lam muc 2.3
th}"l tuc tiép nhan ho so, hen tra
két qua theo quy dinh.
B2 Chuyén hé so cho phong Tu Cong chuce 02 oiss Mau 01, 05 va Ho so
phép. TN&TKQ & kém theo
Kiém tra, xem xét hd so, dbi
chicu CAh v k?y cua ngtotl df ch’u’ng Cong chuc xur . Mau 05 va Ho so kém
B3 | thuc trén ban dich voi chir ky ¥ hd so 01 gio theo
mau, trinh l1anh dao Phong Tu y
phap ky chirng thuyec.
Ky chtng thue va chuyén két La}1h dao oy Gl?y o, van bim d’uqc
B4 o A . Phong Tu 01 gio chung thuc chit ky
qua lai cho cong chuc. ; N
phap nguoi dich
Pong diu, vao So theo dbi va . . Mfl 4 075 > 065 Glay, o,
2 1A, . Cong chure xtr oy Vian ban dugc chirng
BS | chuyén két qua cho Trung tam 71 A 01 gio <1 .
\ Y A 1y ho so thuc chir ky nguoi
Hanh chinh cong cap huyén. :
dich
, 9 Méu 01, 06; Gidy to,
B6 Tra két qua cho t6 chire, canhan | Cong chirc Gio hanh | Van ban dugc chiing
va thu 1€ phi (néu c0). TN&TKQ chinh thuc chir ky nguoi

dich

* Trueong hop ho so qud han xit Iy, trong thoi gian chdm nhat 01 ngay trde ngay hét
han xu ly, Phong Tu phap tham muwu ban hanh phiéu xin 16i va hen lai ngay tra két qua

dé giri cho t6 chirc, cd nhan.

BIEU MAU
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Mau 01 MAu 01.docx
Giay ti€p nhan ho so va hen tra két qua
@
Mau 02 Mau 02.docx
Phiéu yéu cau bo sung hoan thién ho so
Phiéu tir chdi tiép nhan giai quyét hd so
Mau 03
Mau 03.docx
(T
Mau 04 Mau 04.docx
Phiéu xin 16i va hen lai ngay tra két qua
Phiéu kiém so4t qua trinh giai quyét ho so
Mau 05
Mau 05.docx
Mau 06 Mau 06.docx
S6 theo doi ho so
4 |HOSOLUU

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

S6 chung thyc chit ky nguoi dich;

Ban ching thuec.

H6 so duoc luu tai Phong Tu phap, thoi gian Iuu trit SO chimg thyc 13 vinh vién, luu trit ban
chung thyc 1a 02 nam. Hét thoi han luu trlr, van ban chig thuc dugc tiéu huy theo quy dinh
cua phap luat vé luu tri.
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8. Chirng thuc chir ky nguwoi dich ma nguwoi dich khong phai 1a cong tac

vién dich thuit ciia Phong Tw phap

KY HIEU QUY TRINH QT.CT.08

NOI DUNG QUY TRINH

2.1

Piéu kién thuc hién TTHC:

- Phong Tu phap chi ching thyc chir ky nguoi dich khong phai 1a cdng tac vién dich
thuat khi ngudi d6 tu dich gidy to, van ban cia minh.

- Gidy to, van ban can dich dé ching thuc chit ky ngudi dich khong thudce céc truong
hop sau:

+ Bi tay x0a, sira chita; thém, bot ndi dung khong hop 1¢;

+ Bi1 hu hdng, cii nat, khong xac dinh dugc ndi dung;

+ C6 déng dau mat cta co quan, to chirc c6 tham quyén hodc khong dong dau mat
nhung ghi r6 khong dugc sao chup;

+ C6 noi dung trai phap luat, dao dtrc x4 hoi; tuyén truyén, kich dong chién tranh, chong
ché d6 xa hoi chur ‘nghia Viét Nam; xuyén tac lich sir ciia dan toc Viét Nam; xtic pham
danh duy, nhan pham, uy tin cua ca nhan, t6 chirc; vi pham quyén cong dan;

+ Gidy t0, van ban do co quan, to chitc c6 thim quyén ctia nudc ngodi cap, cong chimg
hodc chirng nhan chua dugc hop phap hoa lanh sy theo quy dinh cua khoan 1 Diéu 20
Nghi dinh s6 23/2015/ND- CP, trur gidy ho chiéu, thé cin cudc, thé thuong tra, the cu
tra, gidy phép lai xe, bang t6t nghiép, chimg chi va bang diém kém theo bang t6t
nghiép, ching chi.

2.2

Cach thire thuc hién TTHC:

Truc tiép tai Trung tAm Hanh chinh cong cip huyén.

2.3

Ban Ban

Thanh phan ho so, bao gom: chinh | sao

Ban chinh hoac ban sao c¢6 chirng thuc Gidy chiing minh nhan dan/Can
cudc cong dan hodc HY chiéu con gié tri st dung;

Ban chinh hodc ban sao cap tir s6 gbc, ban sao co chimg thuc Bang cir
nhan ngoai ngit trd 1én vé th tiéng nude ngoai can dich hodc Bang tot
nghiép dai hoc tro 1én vé thir tiéng nude ngoai can dich (trir truong
hop dich nhirng ngdén ngir khong pho bién ma ngudi dich khong c6 X
bang cir nhan ngoai ngt, bang t6t nghiép dai hoc nhung thong thao
ngdn ngit can dich thi phai nop ban cam két vé viéc thong thao ngon
ngtr d6 va chiu trach nhiém vé ndi dung ban dich);

Ban chinh cta van ban, gidy to can dich; X
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- | Ban dich. X
2.4 | S6 hrgng ho so: Khong quy dinh
2.5 | Thoi han giai quyét: Trong ngay tiép nhan yéu ciu hoic trong ngdy lam viéc tlep
theo, néu tiép nhan yéu cau sau 15 gio hodc co thé kéo dai hon theo thoa thuan bang
van ban véi ngudi yéu cau ching thue. Truong hop tra két qua trong ngay lam viéc tlep
theo hodc phai kéo dai thoi gian theo thda thuan thi ngudi tlep nhan hd so phai co phiéu
hen ghi o thoi gian (gio, ngay) tra két qua cho ngudi yéu cau ching thuc.
2.6 | Dia diém tiép nhan ho so va tra két qua giai quyét TTHC: Trung tim Hanh chinh
cong cap huyén.
2.7 | Co quan thuc hién: Phong Tu phap.
Co quan co tham quyén quyét dinh: Phong Tu phap.
Co quan dugc iy quyén: Khong.
Co quan phoi hop: Khong.
2.8 | Pbi twgng thwe hign TTHC: Ca nhan, t6 chirc
2.9 | Két qua giai quyét TTHC: Gidy t0, van ban dugc chimg thuc chir ky nguoi dich.
2.10 | Quy trinh xir ly cong viéc
TT | Trinh tuw Trach nhiém | Thoigian | Biéu miu/Két qua
Tiép nhan hd so:
- Néu ho so chua day du hoac
khong hqp 1¢:. }{u’o;ng dan bo Céng chirc Gio hanh Mau 01, 02 (‘neu‘A
Bl sung, hqan thl‘e_‘,n ho so. TN&TKQ chinh c0), 05, 06 va HO
- Néu ho so day du, hop 1¢: Lam so theo muc 2.3
thu tuc ti€ép nhan ho so theo quy
dinh.
B2 Chuyén hd so cho phong Tu Cong chure 02 oidy Mau 01, 05 va Ho
phap. TN&TKQ & so kém theo
02 gid
-2 rL A . (hoac theo
Kiém tra, xem xet ho so, trinh | o e vir | thoa thuan | Miu 05 va Ho so
B3 | lanh dao Phong Tu phap ky ~ A e g \
. 1y ho so véinguoi | kem theo
chung thuec. A A
yéu cau
chirng thuc)
o ‘ i x Lanh dao Mau 05 va Giay to,
B4 Ky chimg thuc va chuyén ket qua Phong Tu 01 gio van ban duogc

lai cho cong chrc.

phap

ching thuc chir ky
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nguoi dich

Dong dau, vao So theo doi va

Cong chire xur

Mau 05 va Giay to,
Van ban duoc

B5 ch‘uyen k,et qua choA, TrungAtam Iy hé so 01 gio chimg thyc chit ky
Hanh chinh céng cap huyén. T
nguoi dich
, 7 Mau 05 kém Gidy
B6 Tra két qua cho t6 churc, ca nhan Cong chure Gi0 hanh | to, Van ban duoc
va thu 1€ phi (n€u c0). TN&TKQ chinh chung thyc chit ky
nguoi dich
* Triong hop hé so qud han xit 1y, trong thoi gian chdm nhdt 01 ngdy trude ngay hét
han xu Iy, Phong Tu phap tham muwu ban hanh phiéu xin 16i va hen lai ngay tra két qua
dé givi cho t6 chirc, & nhan.
3 | BIEUMAU
&
Mau 01 Mau 01.docx
Gidy tiép nhan ho so va hen tra két qua
fiw.
Mau 02 Mau 02.docx
Phiéu yéu cau bd sung hoan thién hd so
liw.
Mau 03 Mau 03.docx
Phiéu tir chdi tiép nhan giai quyét hd so
fiw.
Mau 04 Mau 04.docx
Phiéu xin 16i va hen lai ngay tra két qua
Mau 05 Mau 05.docx
Phiéu kiém soat qua trinh giai quyét hd so
(T
Mau 06 Mau 06.docx
S6 theo ddi ho so
4 |HOSOLUU

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

- | S6 ching thuc chir ky ngudi dich;

- | Ban ching thuec.

HG so duoc luu tai Phong Tu phép, thoi gian luu trit SO chimg thyc 1a vinh vién, luu trit ban
ching thuc la 02 nam. Hét thot han luu tri¥, van ban ching thyc duoc tiéu huy theo quy dinh
cua phap luat vé luu tri.
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9. Chirng thwe hop dong, giao dich lién quan dén tai san 13 dong san

KY HIEU QUY TRINH QT.CT.09

NOI DUNG QUY TRINH

2.1

Diéu kién thuc hién TTHC:

Khong.

2.2

Cach thire thuc hién TTHC:

Truyc tiép tai Trung tam Hanh chinh cong cap huyén.

2.3

Ban Ban

Thanh phan ho so, bao gom: chinh | sao

Dy thao Hop ddng giao dich; X

Bén sao Giay chirng minh nhan dan/Can cudc cong dan hoac Ho
chi€u con gia tri st dung ctia nguoi yéu cau chirng thuc;

Ban sao Gidy ching nhéan quyén s& hiru, quyen st dung hodc ban sao
gidy to thay thé duogc phap luét quy dinh d01 V01 tai sdn ma phap luat
quy dinh phai dang ky quyén s& hitu, quyén str dung trong trudng hop
hop dong, giao dich lién quan dén tai san do.

* Luu y khi ngp hé so: Trueong hop yéu cau ban sao thi kém theo ban chinh dé doi
chiéu.

2.4

S6 lwong ho so: 01 bd

2.5

Thoi han giai quyét: Khong qua 02 (hai) ngay lam viéc, ké tir ngdy nhan du ho so
yeu céu chung thyc hodc c6 thé kéo dai hon theo thoa thuén bang vin ban v6i nguoi
yéu cau ching thue. Truong hop kéo dai thoi han giai quyét thi nguoi tlep nhan hd so
phai c6 phiéu hen ghi rd thdi gian (gid, ngay) tra két qua cho ngudi yéu cau ching
thuc.

2.6

Dia diém tiép nhan hd so va tra két qua giai quyét TTHC: Trung tdm Hanh chinh
cong cap huyén.

2.7

Co quan thyc hién: Phong Tu phap.
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Co quan c6 thAm quyén quyét dinh: Phong Tu phép.
Co quan dwoc ity quyén: Khong.
Co quan phdi hep: Khong.

2.8 | P6i twong thue hién TTHC: Cé nhan, t6 chic
2.9 | Két qua giai quyét TTHC: Hop dong, giao dich di chung thyc.
2.10 | Quy trinh xir ly cong viéc
TT | Trinh tw Trach nhiém | Thoigian | Biéu miu/Két qua
Tiép nhan ho so:
- Néu ho so chua day du hogc
khong hop 1&: Hudng dan bo
sung, hoan thién ho so.
- Néu ho so day du, hop 16: Lam
thi1 tyc tiép nhan ho so theo quy x X
dinh. Cong chirc | Giohanh | Miau 01, 02 (néu c6),
Bl L TN&TK hinh 05, 06 va Ho so theo
- P& nghj cdc bén tham gia hop Q chin muc 2.3
dong, giao dich phai ky trudce
mat nguoi tiép nhén ho so va
nguoi ti€p nhan ho so ciing ky
vao tirng trang cua hop dong,
giao dich va ky vao dudi 101
ching theo mau quy dinh.
B2 Chuyén hé so cho phong Tu Cong chure 02 oidy Mau 01, 05 va Ho so
phéap. TN&TKQ & kem theo
01 ngay
, (hoac theo
Iglem tra, xe‘m x¢t ho s,0’, trllnh Céng chirc xir thga thue:lr} Miu 05 va H so
B3 | lanh dao Phong Tu phap ky 2 A véi nguoi | | .
, 1y ho so A X kem theo
ching thye. yéu cau
chung
thuc)
;4 \ 2 1A Lanh dao Mau 05 va Hop
B4 qu chy:ng thl‘fc va cbuyen ket Phong Tu 04 gio ddng, giao dich da
qua lai cho cong chirc. - .
phap chung thye.
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Dong dau, vao So theo doi va

Cong chire xur

Mau 05, 06; Hop

B5 | chuyén két qua cho Trung tam 19 hd so 02 gio ddng, giao dich da
Hanh chinh cong cap huyén. y chirng thuec.
ng | Trakét qui cho 1 chirc, c4nhan | Cong chic | Gio hanh ggg gér’lgiifﬂich
va thu 1€ phi (néu co). TN&TKQ chinh P ching thure. :
* Truwong hop hé so qud han xit Iy, trong thoi gian chdm nhat 01 ngay trude ngay hét
han xu Iy, Phong Tw phdp tham muwu ban hanh phiéu xin 16i va hen lai ngdy trd két
qua dé giri cho t6 chire, cd nhan.
3 | BIEUMAU
Mau 01 Mau 01.docx
Giy tiép nhan ho so va hen tra két qua
G
Mau 02 Mau 02.docx
Phiéu yéu cau bd sung hoan thién ho so
Mau 03 Mau 03.docx
Phiéu tir chdi tiép nhan giai quyét hd so
Mau 04 Mau 04.docx
Phiéu xin 16i va hen lai ngay tra két qua
Mau 05 MAu 05.docx
Phiéu kiém soét qu4 trinh giai quyét ho so
fiw.
Mau 06 MAu 06.docx
36 theo ddi hd so
4 |HOSOLUU

Mau 01; 02, 03, 04 (néu o), 06 lvu tai Trung tAm Hanh chinh cong cip huyén. Mau

01, 05 luu theo hd so;
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- S6 chung thuc hop dong giao dich;

- Bén chiing thyc.

HO so duoc luu tai Phong Tu phép, thoi gian luu trit SO chimg thyc 1a vinh vién, luu trit vin
ban chimg thyc la 20 nam. Hét thoi han luu trir, van ban chimg thuc dugc tiéu huy theo quy
dinh cua phép luat veé luu tri.
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10. Chirng thue van ban théa thuan phan chia di sin ma di san la dong san

KY HIEU QUY TRINH QT.CT.10

NOI DUNG QUY TRINH

2.1

Piéu kién thwe hién TTHC:

Khoéng.

2.2

Cach thire thuc hién TTHC:

Truc tiép tai Trung tdm Hanh chinh cong cap huyén.

2.3

Ban Ban

Thanh phan ho so, bao gom: chinh | sao

Du thao van ban thdéa thuan phan chia di san; X

Bén sao Giay chirng minh nhan dan/Can cudc cong dan hoac Ho chiéu
con gia tri st dung cia nguoi yéu cau ching thuc;

Ban sao Gidy ching nhén quyén so hiru, quyen st dung hodc ban sao
gidy to thay thé duoc phap luat quy dinh d01 vo1 tai san ma phép luat
quy dinh phai dang ky quyén so hitu, quyén st dung trong trudng hop
van ban thoa thuan phan chia di san lién quan dén tai san do.

* Luu y khi ngp hé so: Truong hop yéu cau ban sao thi kém theo ban chinh dé doi
chiéu.

2.4

S6 lwong ho so: 01 bo

2.5

Thoi han giii quyét:

Khong qua 02 (hai) ngay lam viéc, ké tir ngdy nhan da ho so yéu cau ching thyuc hodc
c6 thé kéo dai hon theo thoa thuan bang van ban voi nguoi yéu cau ching thyc. Truong
hop kéo dai thoi han giai quyét thi nguoi tlep nhan ho so phai cé phiéu hen ghi ro thoi
gian (gio, ngay) tra két qua cho ngudi yéu cau chimg thuec.

2.6

Dia diém tiép nhin ho so va tra két qua giai quyét TTHC: Trung tam Hanh chinh
cong cap huyén.

2.7

Co quan thuc hién: Phong Tu phap.

Co quan cé thim quyén quyét dinh: Phong Tu phép.
Co quan dwoc iy quyén: Khong.

Co quan phdi hep: Khong.

2.8

Poi twong thwe hién TTHC: Ca nhan, t6 chiic
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2.9 | Két qua giai quyét TTHC: Vin ban thoa thuan phén chia di san da chtng thyc.

2.10 | Quy trinh xir ly cong viéc

TT | Trinh tuw Trach nhiém | Thdoi gian Biéu mau/Két
qua

Tiép nhan ho so:

- Néu ho so chua day du hoic
khong hop 16: Huéng dan bd
sung, hoan thién ho so.

- Néu ho so day du, hop 18: Lam
thi1 tuc tiép nhan ho so theo quy
dinh. Cong chuc Gi10 hanh
- P& nghi cac bén thoa thuan phan |  TN&TKQ chinh
chia di san phai ky trudc mat
ngudi tiép nhan ho so va ngudi
tiép nhan ho so ky vao ting trang
cua van ban thoa thuin phan chia
di san va ky vao dudi 161 ching
theo mau quy dinh.

Mau 01, 02 (néu
c6), 05, 06 va HO
so theo muc 2.3

Bl

Chuyén hé so cho phong Tu Cong chuce Mau 05 va Ho so

B2 phap. TN&TKQ 02 gio kém theo

01 ngay
(hodc theo | Mau 05 va Vin

Kiém tra, xem xét ho so, trinh R A X A ) . A
© » XOM XL RO 59, Cong chtrc xir | thda thudn | ban thoa thuan

B3 | lanh dao Phong Tu phap ky

chimg thuc. 1y ho so V61 ngudi plgan ?hla di san
yéu cau da chung thuc
chung thuc)
o Mau 05 Vin ban
B4 Ky chimg thuc va chuyén két qua Lanh dao 04 oidy thoa thuin phan
lai cho cong chtrc. Phong Tu phép £ chia di san da
ching thuc
Dong diu, vao S theo ddi va A L, Mau 0?’ 06; y an
2 1A . A Cong chuce xtr N ban thoa thuan
BS | chuyén két qua cho Trung tdm oA 02 gio ~ e
Hanh chinh céng cap huyén ly h6 so phan chia di san
o da chung thuc
Mau 01, 06; kém
B6 Tra két qua cho t6 chure, ca nhan Cong churc Gi0 hanh | Van ban thoa
va thu 1€ phi (n€u co). TN&TKQ chinh thudn phan chia di

san da chung thuc
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* Truong hop ho so qud han xir 1y, trong thoi gian chdm nfchz 01 ngay trude ngay hét
han xu Iy, Phong Tu phdp tham muwu ban hanh phiéu xin 16i va hen lai ngay tra ket qua
dé gui cho t6 chure, ca nhan.

3 | BIEUMAU

Mau 01 Mau 01.docx
Giay ti€p nhan ho so va hen tra két qua

Mau 02 Mau 02.docx
Phiéu yéu cau b6 sung hoan thién ho so

fiw.
Mau 03 Mau 03.docx
Phiéu tir choi ti€p nhan giai quyét ho so
fiw. j
Mau 04 Mau 04.docx
Phiéu xin 16i va hen lai ngdy tra két qua
i, j
Mau 05 Mau 05.docx
Phiéu ki€m soat qua trinh gidi quyét ho so
liw. j
Mau 06 Mau 06.docx

S6 theo doi ho so

4 |HOSOLUU

- M?lu 01; 02, O~3, 04 (néu c0), 06 Iu:u tai B phan TN&TKQ Trung tdim Hanh chinh cong
cap huyén. Mau 01, 05 Iuu theo ho so;

- | S6 chung thuc chit ky;

- | Ban ching thyec.

Hb so duoc luu tai Phong Tu phap, thoi gian luu trit S6 ching thuc 13 vinh vién, luwu trir vin
ban ching thyc 1a 02 nam. Heét thoi han luu trit, van ban chiung thuc dugce tiéu huy theo quy
dinh cua phép luat vé luu trir.
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11. Chirng thye van ban khai nhan di san ma di san la dong san

KY HIEU QUY TRINH QT.CT.11

NOI DUNG QUY TRINH

2.1

Piéu kién thwe hién TTHC:

Khoéng.

2.2

Cach thire thuc hién TTHC:

Truc tiép tai Trung tdm Hanh chinh cong cap huyén.

2.3

Ban Ban

Thanh phan ho so, bao gom: chinh | sao

Du thao van ban thoa thuan khai nhan di san; X

Bén sao Giay chirng minh nhan dan/Can cudc cong dan hoac Ho
chiéu hoac con gia tri st dung cua nguoi yéu cau ching thyc;

Ban sao Gidy ching nhén quyén s& hiru, quyen st dung hodc ban sao
gidy to thay thé duoc phap luat quy dinh d01 Vo1 tai san ma phap luat
quy dinh phai dang ky quyén so hitu, quyén st dung trong truong hop
van ban khai nhan di san lién quan dén tai san do.

* Luu y khi ngp hé so: Truong hop yéu cdau ban sao thi kém theo ban chinh dé doi
chiéu.

2.4

S6 lwong ho so: 01 b

2.5

Thoi han giai quyét: Khong qua 02 (hai) ngay lam viéc, ké tir ngdy nhan da ho so yéu
célu ching thyc hodc c6 thé kéo dai hon theo thoa thuén bang vin ban v6i nguoi yéu
cau chung thuc. Truong hop kéo dai thoi han giai quyét thi nguoi tlep nhan ho so phai
c6 phiéu hen ghi rd thoi gian (gio, ngdy) tra két qua cho ngudi yéu cau chimg thuc.

2.6

Pia diém tiép nhin ho so va tra két qua giai quyét TTHC:
Trung tdm Hanh chinh cdng cap huyén.

2.7

Co quan thuc hién: Phong Tu phép.

Co quan cé thim quyén quyét dinh: Phong Tu phép.
Co quan dwoc iy quyén: Khong.

Co quan phdi hep: Khong.

2.8

Poi twgng thwe hién TTHC: Ca nhan, t6 chirc
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2.9 | Két qua giai quyét TTHC: Vin ban khai nhan di san da chtng thyc.
2.10 | Quy trinh xir ly cong viéc
TT | Trinh tw Trach nhiém | Thoi gian | Biéu miu/Két qua
Tiép nhan ho so:
- Néu ho so chua day du hoac
khong hop 1¢: Hudng dan bo
sung, hoan thién ho so.
- Néu ho so day du, hop 1¢: Lam N ,
thu tuc ti€p nhan ho so theo quy Cong chirc Gio hanh Mau 01, 02 (‘neu‘A
B1 | dinh. TN&TKQ chinh co), 05, 06 va Ho
- B¢ nghi nguoi khai nhén di san so theo muc 2.3
phai ky trudc mat nguoi tlep nhin
ho so va nguoi tiép nhan ho so ky
vao tung trang cua van ban khai
nhan di san va ky vao dudi 101
ching theo mau quy dinh.
B2 Chuyén hé so cho phong Tu Cong chuce 02 oidy Mau 01, 05 va Ho
phap. TN&TKQ & so kém theo
01 ngay
.2 1A . (hoac theo x s 1
Kiém tra, xem xét ho so, trinh Cone chite xir | théa thuan Mau 05 va Van ban
B3 | lanh dao Phong Tu phap ky g . .. | khai nhan di san da
. 1y ho so voi nguoi ,
chung thye. A A chung thuc
yéu cau
chirng thuc)
— : x 4 . | Lanhdao Mau 05 va Vin ban
B4 | K chimg thue va chuyén ket qua | pp o gy 04 gi | khai nhan di san da
lai cho cong chirc. - ,
phap chung thuc
Pong déu, vao S6 theo ddi va A . Mau 05’. O6;AvanA
2 1A ~ Cong churc xtr oy ban khai nhan phan
B5 | chuyén két qua cho Trung tdm S 1A 01 gio e an
Hanh chinh céng cap huyén ly h6 so chia di san da
& cap uyen. chung thuc
Mau 01, 06; Van
B6 Tra két qua cho t6 churc, ca nhan Cong chure G106 hanh | ban khai nhan phan
va thu 1€ phi (néu c0). TN&TKQ chinh chia di san da
chung thuc

* Truong hop ho so qud han xit Iy, trong thoi gian chdm nhat 01 ngay trudce ngay hét
han xu Iy, Phong Tu phdp tham muu ban hanh phiéu xin 16i va hen lai ngay tra két qud

dé givi cho t6 chirc, cd nhan.
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3 | BIEUMAU
fiw.
Méu 01 MAu 01.docx
Gidy tiép nhan ho so va hen tra két qua
i,
Méu 02 MAu 02.docx
Phiéu yéu cau bd sung hoan thién ho so
i
Mau 03 Mau 03.docx
Phiéu tir chdi tiép nhan giai quyét hd so
i,
Mau 04 Mau 04.docx
Phiéu xin 18i va hen lai ngay tra két qua
Mau 05 Mau 05.docx
Phiéu kiém soét qua trinh giai quyét ho so
i,
Mau 06 Mau 06.docx
S0 theo ddi ho so
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 chit ky;
- | Ban chung thuc.

Hb so duoc luu tai Phong Tu phap, thoi gian luu trit S6 ching thuc 13 vinh vién, luwu trir vin
ban ching thyc 1a 02 nam. Heét thoi han luu trit, van ban chung thuc duoc ti€u huy theo quy
dinh cua phép luat vé luu trix.
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12. Cép ban sao tir s6 goc

KY HIEU QUY TRINH QT.CT.12

NOI DUNG QUY TRINH

2.1

Piéu kién thwe hién TTHC:

Phai c6 s6 goc

2.2

Cach thire thuc hién TTHC:

Truc tiép tai Trung tdm Hanh chinh cong cap huyén hodc gti yéu cau qua buu dién.

2.3

Ban Ban

Thanh phan ho so, bao gom: chinh | sao

Truong hop ndp truc tiép thi xuét trinh ban chinh hodc ban sao ¢o
chung thuc giay chirng minh nhan dan hodc ho chiéu con gia tri str X X
dung;

Trudng hop ngudi yéu cau cp ban sao tir sd gbe giri qua buu dién thi
phai giri kém theo ban sao ¢ chimg thuc gidy chimg minh nhan dan
hodc ho chiéu con gia tri su dung, phong bi dan tem ghi r6 ho tén, dia
chi ngudi nhan cho co quan, t6 chire cip ban sao;

Truong hop ngudi yéu cau 1a ngudi dai dién theo phép luat, nguoi dai
dién theo Gy quyén ctia ¢4 nhan, t6 chtrc dugc cap ban chinh; cha, me,
con; vo, chéng; anh, chi, em rudt; nguoi thura ké khéc caa nguoi dugc X
cap ban chinh trong truong hop ngudi d6 di chét thi phai xuét trinh
gidy to chimg minh quan hé véi nguoi dugc cép ban chinh.

2.4

S6 lwong hd so: Khong quy dinh

2.5

Thoi han giai quyet Trong ngay lam viéc, sau khi nhan du hé so hop 18 hodc trong
ngay lam viéc tiép theo, néu tiép nhan yéu cau sau 15 gio.

2.6

Dia diém tiép nhén hd so va tra két qua giai quyét TTHC: Trung tdm Hanh chinh
cong cap huyén.

2.7

Co quan thuc hién: Phong Tu phap.

Co quan c6 thim quyén quyét dinh: Phong Tu phép.
Co quan dwoc iy quyén: Khong.

Co quan phdi hep: Khong.

2.8

Poi twong thue hién TTHC: Ca nhan, t6 chic
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2.9 | Két qua giai quyét TTHC: Ban sao duoc cép tir sd goc.
2.10 | Quy trinh xi ly cong viéc
TT | Trinh tuw Trach nhiém | Thoi gian Biéu mau/Két
qua
Tiép nhan ho so:
- Néu h6 so chua day du hoac khong
hop 1¢: Hudng dan bo sung, hoan
thién h9 SO, tru’@g hc_rP n(,)Ap ho §0 Céng chirc Gio hanh Mau 01, 02 (‘neu‘ﬂ
Bl | qua duong buu dién thi thong bao TN&TKQ chinh c6), 05, 06 va HO
bang van ban cho ca nhan dé hoan so theo muc 2.3
thiép hQ 50.
- Néu, ho so dﬁy du, hop 1&: Lam thu
tuc tiép nhan ho so theo quy dinh.
P . . Cong chirc .. | Mau 01, 05 va Ho
B2 | Chuyén ho so cho phong Tu phap. TN&TKQ 02 gio so kém theo
Kiém tra, xem xét hd so, bao céo két Cong chuc x \ TIA
\ 104 e 1 \ \ . Mau 05 va Ho so
B3 | qué kiém tra v&i lanh dao Phong Tu Phong Tu 02 gio \
. 7 kem theo
phép. phap
Quyét dinh viéc cp ban sao cho ca Lanh dao Mau 05 va Ban
B4 | nhan, t6 chtrc va chuyén két qua lai Phong Tu 02 gio sao dugc cap tu
cho cong chirc. phap sO goc
Chuyén két qua cho Trung tam Hanh Cor}g chire o Mau 05, 06;; B?n
B5 , A X A Phong Tu 01 gio sao dugc cap tu
chinh cong cap huyén. ; 2 £
phap sO goc
B6 | Tra két qua cho t6 chtrc, c4 nhan Cong chirc Gio hanh ls\;[gL:igi;cOc% Btl‘in
q ’ ' TN&TKQ chinh | %90 GUOC 4P
sO goc
* Trueong hop ho so qud han xit 1y, trong thoi gian chdm nhat 01 ngay truéce ngay hét
han xu ly, Phong Tw phdp tham muwu ban hanh phiéu xin 16i va hen lai ngay tra két qud
dé givi cho to6 chirc, cd nhan.
3 | BIEUMAU
i
Mau 01 Mau 01.docx

Gidy tiép nhan hd so va hen tra két qua
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i,
Méu 02 MAu 02.docx
Phiéu yéu cau bd sung hoan thién ho so
i
Mau 03 Mau 03.docx
Phiéu tir chdi tiép nhan giai quyét ho so
fiw.
Méu 04 MAu 04.docx
Phiéu xin 18i va hen lai ngay tra két qua
i,
Mau 05 Mau 05.docx
Phiéu kiém so4t qua trinh giai quyét ho so
Mau 06 Mau 06.docx
S6 theo ddi hé so
4 |HOSOLUU:
- | Mau 01; 02, 03, 04 (néu c6) va 06 luu tai Trung tim Hanh chinh cong cap huyén. Mau
01, 05 Iuu theo ho so.
- | Thoi gian luu 01 nam, hét thoi gian trén chuyén xudng luu trit co quan va xit 1y theo
quy dinh.

Hb so duoc luu tai Phong Tu phap, thoi gian luu trit SO chimg thyc 1 vinh vién, luu trit vin

ban ching thue 14 02 ndm. Hét thoi han luu trit, van ban ching thue dugce tiéu huy theo quy
dinh cua phép luat vé luu trix.
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1. LINH VUC HOA GIAI O CO SO

dén sirc khée, tinh mang trong khi thwe hién hoat dong hoa giai

1. Thue hién hd tre khi hoa giai vién gip tai nan hoic rii ro dnh huéng

1 KY HIEU QUY TRINH QT.HGCS.01
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thye hién TTHC:
Hoa giai vién gip tai nan hodc rai ro anh huéng dén stc khoe, tinh mang trong khi
thuc hién hoat dong hoa gidi ¢ co s0.
2.2 | Cach thirc thuce hién TTHC:
- Ca nhan nop hé so truc tiép hodc qua dudng buu dién dén Bo phan tiép nhan va tra
két qua caa UBND cap xa;
- UBND cép xa nop hé so truc tiép hodc qua dudng buu dién dén Trung tam Hanh
chinh cong cap huyén.
X A 1A AL Ban | Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
Gidy dé nghi hd tro cua hoa giai vién hoic gia dinh hoa giai vién
trong truong hop hoa gidi vién bi thiét hai ve tinh mang c6 xac nhan X
i cua to trudng to hoa gidi hoac Truong ban cong tac Mt tran trong
trrong hop hoa giai vién bi thiét hai 1a to truong to hoa giai. Giay de
nghi h() tro phai ghi rd ho tén, dia chi cua nguoi yéu cau ho trg; ly do
yéu cau ho tro;
Bién ban xac nhan t‘mhrtrang cua hoa giai vién bi tai nan co6 xac nhan X
- cua Uy ban nhan dan cap xa noi xay ra tai nan hoac co quan cong an
noi xay ra tai nan;
- Giéy ra vién, hoa don thanh toan chi phi kham bénh, chira bénh; X
Vin ban, gidy to hop 1é vé thu nhap thuc té theo tién luong, tién cong X

hang thang cia nguoi bi tai nan ¢ xac nhan cua t6 chirc hodc ca nhan
sir dung lao dong de co quan nha nuge co thAm quyen xac dinh thu
nhap thuc té bi mét hoac giam sut, bao goém: Hop dong lao dong,
quyét dinh nang lwong cua td chirc hodc ca nhan st dung lao dong
hodc ban ké c6 thu nhap thuc té ctia hoa gidi vién bi tai nan va céc
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gidy t& ching minh thu nhap thuc té hop phap khac (néu c6);

Gidy ching tir (trong truong hop hoa giai vién bi thiét hai vé tinh X
mang).

* Liew y khi nép hé so:

+ Néu nép ho so truec tiép trwong hop yéu cau ban sao thi kém theo ban chinh d@é doi
chiéu,

+ Néu nop hé so qua dwong bueu dién thi nép bdn sao ¢é chimg thiee ciia co quan cé
tham quyén.

2.4

S6 lwong ho so: 01 (bo)

2.5

Thoi han giai quyét:

- Thoi han UBND cép xa xem xét, dé nghi UBND cap huyén giai quyét ho so: 03
ngay lam viéc, ké tir ngay nhan da ho so hop 1¢;

- Thoi han Chu tich UBND cép huyén xem xé&t, quyét dinh hd trg: 05 ngay lam viéc,
ké tir ngdy nhdn di ho so hop 18;

- Thoi han UBND cép x4 chi tién hd tro: 03 ngay lam viéc, ké tir ngay nhan duoc
Quyét dinh cia UBND cép huyén.

2.6

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

- C4 nhan nop ho so truc tiép hodc qua duong buu dién dén Bo phan tiép nhan va tra
két qua cua UBND cap xd noi dé ra quyét dinh cong nhan hoa giai vién;

- UBND cép xd nop hé so truc tiép hodc qua duong buu dién dén Trung tAm Hanh
chinh cong cap huyén.

2.7

Co quan thyc hién: UBND cép xa noi da ra quyét dinh c6ng nhén hoa giai vién

Co quan c6 thim quyen quyét dinh: UBND cép huyén (Cha tich UBND cép huyén)
Co quan dwgc iy quyéen: Khong.

Co quan phdi hop: Khong.

2.8

Poi twong thue hién TTHC: Hoa giai vién hodc gia dinh hoa giai vién trong trudong
hop hoa giai vién bi thiét hai vé tinh mang trong khi thuc hi¢n hoat dong hoa giai.

2.9

Két qua giai quyét TTHC: Quyét dinh hd tro/ Vin ban tra 11 trong truong hop
khong ho tro.

2.10

Quy trinh xir ly cong viéc

TT

Trinh tw TriCh Thoi gian Biéu miu/Két qua
: nhi¢m

Bl

Ti€p nhan ho so tai B§ phan Cong chuce s Mau 01, 02 (néu c6), 06
- A A \ 2 1 A . A ; G160 hanh AN N TTA

Ti€p nhéan va Tra két qua cap Tu phép - . (xa) va Ho so theo muc
x. A o chinh

Xa: Ho tich 2.3
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+ Néu hd so chua diy da hoic
khong hop 1é: Hudng dan bo
sung, hoan thién ho so; truong
hop ndp hd so qua duong buu
dién thi thong béo bang vin
ban cho c4 nhan d¢ hoan thién
hd so.

+ Néu hd so day du, hop 1¢:
Lam thu tuc tiép nhan hd so,
hen tra két qua.

Xem xét ho so, du thao van

Mau 01, 05 va Du thao

ban dé nghi UBND cép~ huyén | Cong chuc Vin ban dé nghi
B2 | ban hanh Quyét dinh ho tro, Tu phap - 02 ngay

trinh Lanh dao UBND cap xa. H¢ tich

Phé duyét du thao Vin ban dé N Mau 05 va Vin ban dé

) z . Lanh dao . e . A

B4 nghi UBND cap huyén xem UBND cép 04 gid nghi da dugc phé duyét

x€t ban hanh Quyét dinh ho i

tro.

Chuyén van ban da dugc phé Cong chuc

duyét va ho so kém theo cho Tu phép - o e A .y 1a
B5 | Vin phong dé ban hanh vin Ho tich, 04 gio Van ‘ban de nght va ho

s A \ A \ so kem theo

ban, guri Trung tam Hanh cong chirc

chinh cong cap huyén. Vian phong

Cong chirc TN&TKQ linh

vuc Tu phap — H¢ tich tai ’

Trung tdm Hanh chinh cong Cone chitc Mau 01, 02 (nu c6), 06
B6 | cap huyén tiép nhan ho so va ™ 8%TK Q 02 gio (huyén) va Ho so theo

chuyen hé so den Phong Tu muc 2.3

phap dé giai quyét theo quy

dinh.

. , A n Lanh dao x N

B7 Phor‘lg T:Lr PhaP phén cong Phong Tu 04 gic Mau 01, 05 va Ho so

nguoi xu 1y ho so. ; kem theo

phap

Cong chirc Phong Tu phap Mﬁu’OS va Dy thao
pg |duoc p’hﬁnA cong >A<u’ 1}? h(f)ksor qu)nig CEIIZITC 02 ngay Q}lyétvdi‘n.h ho trg/ Yﬁn

xem xét ho so, néu du dieu xu 1y ho so ban tra 101 trong trudng

kién thi xay dung dy thao

hop khong hd tro
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Quyét dinh hd trg; Truong
hop khong du diéu kién thi
xay dung van ban tra 161
khong hd trg, trinh Lanh dao
Phong Tu phap

Xem xét, ky nhay, truc tiép

Mau 05 va Dy thao

.. . , Lanh dao Quyét dinh hd trg/ Vin
hodc giao cong chirc dugc . s O .
B9 X2 T 1A . Phong Tu 01 ngay | ban tra 101 trong trudong
phan cong xu ly ho so trinh ha hop khone hd o di ke
Lanh dao UBND cAp huyén. phap op xhong ho tro"da ky
nhay
Xem xét phé duyét Quyét Chi tich hMOat‘;(?/SVV;n%‘;iettrf‘lg?
B10 | dinh ho trg/van ban tra 101 UBND cap 01 ngay o n
R X . trong truong hop khong
khong ho tro. huyén x
ho tro
Phét hanh vin ban va tra két
qua cho Trung tam Hanh
chinh cong cap huyén dé tra
cho UBND cap xa theo budc
12. X \ A
Truomg hop két qua 1a Quyét | oom v g/ﬁl 1?2 ’tl(r)(?/ ‘{?ég?é:lttré
B11 | rvonghop ‘et qua 1a Quyct cong chuc 02 gio T
dinh ho tro thi chuyén cho xit Iy hd so 101 trong trudng hop
phong K& hoach - sz‘ii chinh khong ho trg
dé thuc hién chuyén kinh phi
ho trg cho UBND cap xa dé
chi tra cho do6i tuong dugc ho
tro theo B13.
’ Mau 01, 06 (huyén) va
B12 Tra két qua cho cong chire tu | Coéng chie | Gio hanh | Quyét dinh ho trg/ Van
phap-Ho tich (UBND cap x3). | TN&TKQ chinh ban tra 161 trong truong
hop khong hd tro
P\hong 7Ke hOE.‘lChA’ Ta1. Chmh, Phong Ké 0‘5 neay k,e Kinh phi hd trg duoc
B13 lam th tuc va cap kinh phi hoach Tai fungay o chuyén cho UBND c4
cho UBND cép xa d¢ chi tra chinh Quy¢t dinh X3 y P
cho doi tugng duoc ho tro. ho tro
UBND cp xa thyc hién chi (%?Inghzhuf Vg[f”gg Mau 0 1{. og }(1’25) kem
B14 | tra ti€n ho tro cho ca nhan/van . phap < < g I'ON Q;lyet H{ (3 tm’, tl‘ep
. s g A X Ho tich/Ké | ngay ké tir | ho tro/ Vin ban tra 101
ban tra 101 khong ho tro. S S N N
toan xa khinhén | trong truong hop khong
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duoc ho tro
Quyet dinh
va tién hd

tro tur
UBND cép

huyén

* Truong hop ho so qud han xir Iy, trong thoi gian chdm nhat 01 ngay trude ngay hét
han xu ly, Phong Tw phdp tham muwu ban hanh phleu xin 16i va hen lai ngay tra két
qud chuyén sang B6 phin TN&TKQ dé giri cho t6 chire, cd nhan.

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 ti€p nhan giai quyét ho so

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

Mau 05 Mau 05.docx
Phiéu ki€ém soat qua trinh giai quyét ho so

Mau 06 MAau 06.docx
So6 theo do1 ho so

HO SO LUU

Luwu tai UBND cép xa
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Méu 01; 02, 03, 04 (néu c6) va 06 (cap x) luu tai Trung tm Hanh chinh cong cap
huyén. Mau 01, 05 (cap xa) luu theo két qua giai quyét TTHC,;

Vin ban dé nghi UBND c4p huyén ban hanh quyét dinh hd tro;

Quyét dinh hd trg, ching tir chitng minh viéc chi tra tién hd trg cho ddi twong/ Vian
ban thong bao khong du di€u kién dugc ho tro.

4.2

Luwu tai UBND cép huyén

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

Ho6 so dau vao theo muc 2.3;

Vin ban dé nghi cia UBND cap x4;

Quyét dinh cua UBND huyén vé viéc hd tro cho hoa giai vién hodc van ban tra 1o
trong trudong hop khong ho tro.

Hb so duoc luu tai B4 phan Tu phap Ho tich - UBND cép x&/Phong Tu phap - UBND cap
huyén, thoi gian luu: 05 ndm. Sau khi hét han, chuyén ho so xuéng don vi luu trit cia UBND
cap xa/UBND cap huyén va luu trit theo quy dinh hién hanh.
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IV. LINH VU'C NUOI CON NUOI

1. Ghi vao S ding ky nudi con nudi viéc nudi con nudi di dugc giai quyét

tai co’ quan co thim quyen cia nwdc ngoai

1 KY HIEU QUY TRINH QT.NCN.01
2 | NOI DUNG QUY TRINH

2.1 | Piéu Kién thye hién TTHC:
Vi€c nudi con nuobi gitra cong dan Viét Nam voi nhau hodc gitra cong dan Viét Nam
vo1 nguoi nudc ngoai da duge giai quyet tai co quan co tham quyén cua nude ngoai thi
dugc ghi vao S6 dang ky nudi con nudi trong cac truong hop:
- Viéc nudi con nudi da dugc giai quyét theo quy dinh cua diéu wéc qudc té ma Viét
Nam va nudc noi giai quyet viéc nudi con nudi cung la thanh vién;
- Viéc nuoi con nudi da duoc giai quyet theo quy dinh phap luat ctia nudc ngoai, trur
trudong hop vi pham nhitng nguyén tic co ban cua phap luat nuéc Cong hoa xa hoi chu
nghia Viét Nam.

2.2 | Cach thire thuc hién TTHC:
- Ngudi ¢ yéu cau cé thé truc tiép thuc hién hodc uy quyén cho ngudi khac thuc hién;
- Nop hd so truc tiép hodc qua duong buu dién dén Trung tAm Hanh chinh cong cap
huyén.

X A p A AL Ban Ban

2.3 | Thanh phan ho so, bao gom: chinh | sao
* Gidy to phdi nop:
- To khai ghi vao S6 ho tich viée nudi con nudi theo mau X
BM.NCN.01.01,;
- Ban sao o6 chung thyc gidy to chirng minh viéc nudi con nuéi da X
dugc giai quyét tai co quan c6 tham quyén cua nudc ngoai;
- Tru’dr}g hop iy quyén cho ngudi khac 1am thay thi phai c6 van ban
uy quyén dugc chung thuc theo quy dinh cua phap luét. Truong hop
nguoi duge uy quyen la ong, ba, cha, me, con, vo, chdng, anh, chi, X
em rudt ciia nguoi iy quyén thi vin ban iy quyén khong phai ching
thuc;
- Van ban chung nhén vié¢c nudi con nuodi da dugc thyuc hién phu hop X
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v6i didu ude qudc té cla co quan co thdm quyén cia nudc ngoai
(trong truong hop viéc nudi con nudi da dugc giai quyét theo quy
dinh cua diéu uéc qudc té ma Viét Nam va nudc noi giai quyét viec
nudi con nudi cung la thanh vién);

- Gidy to chimg minh thudc gia dinh c6 cong voi cach mang; nguoi
thudc hd ngheo; nguoi khuyét tat (néu co);

* Gidy to phdi xudt trinh:

- Mot trong cac gidy to ching minh nhan than 1a Gidy CMND, Thé
cin cude cong dan, Ho chiéu hodc glay to khac co dan anh va thong

X
tin ca nhan do co quan cé tham quyén cap, con gia tri sit dung cia
nguoi yéu cau;
- Ban chinh giay t& ching minh noi cu tra ciia ngudi yéu cau dé xac X

dinh tham quyén ghi chi.

* Luu y:
- Truong hop gui ho so qua hé thong buu chinh thi phai gui kem theo ban sao co
chitng thye cdc gidy to phaz xudt trinh néu trén.

- Truong hop nguwoi yéu cau ndp gidy tola ban sao dwoc cdp tir s6 goc hodc ban sao
dwoc chimg thuc tir ban chinh thi nguoi tiép nhan ho so khong duwoc yéu cau xudt trinh
ban chinh; néu nguoi yeéu cau chi ndp ban chup va xudt trinh ban chinh thi nguoi tzep
nhdn ho so kiém tra, déi chzeu ban chup voi ban chinh va ky vao ban chup xdc nhdn vé
viée da doi chiéu ndi dung gidy to dé, khéng dwoc yéu cau nguoi di dang ky nép ban
sao gidy to do.

- Poi véi gicfy to xudt trinh khi ding ky hé tich, ngueoi tiép nhdan c6 trach nhiém kiém
tra, déi chiéu véi thong tin trong to khai, chup lai hodc ghi lai thong tin dé lwu trong
ho so va tra lai cho nguoi xudt trinh, khéng dwoc yéu cau nép ban sao hodc ban chup
gidy to do.

- Gidy to do co quan cé tham quyén cia nude ngodi cdp, cong chieng hodc xdc nhin
dé sir dung cho viéc dang ky h¢ tich tai Viét Nam phai dwoc hop phdp hoa lanh su, trir
truong hop dwoc mién theo diéu woc quoc té ma Viét Nam la thanh vién; gidy to bdang
tiéng nwéc ngodi phai dwoc dich ra tiéng Viét va cong chirng ban dich hodc chirng
thue chir ky nguoi dich theo quy dinh cua phap luat.

2.4 | S6 lwong ho so: 01 bd
Thoi han giai quyét: Trong ngay tiép nhan ho so (nhan ho so sau 15 gio ma khong
2.5 | giai quyét dugc ngay thi tra két qua trong ngay lam viéc tiép theo). Trong truong hop

phai xac minh, thi thoi han giai quyét khong qua 03 ngay lam viéc.
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Pia diém tiép nhin hd so va tra két qua giai quyét TTHC: Trung tdm Hanh chinh

2.6 cdng cép huyén.
Co quan thuc hién: Phong Tu phap.
Co quan c6 thAm quyén quyét dinh: Uy ban nhan dan cip huyén noi cu tra cta cong
2.7 | dan Viét Nam.
Co quan dwoc iy quyén: Khong.
Co quan phdi hep: Cuc Con nudi - B4 Tu phap, S& Tu phap.
2.8 | Poi twong thwe hién TTHC: C4 nhan
Két qua giai quyét TTHC:
29 |- H6 so du dleu kién: Trich lyc ghi vao So dang ky nudi con nuoi viéc nudi con nudi da
' duoc giai quyet tai co quan co tham quyen ciia nudc ngoai.
- Ho so khong du diéu kién: Vin ban théng bao khong du diéu kién.
2.10 | Quy trinh xir ly cong viéc
1 | Trinh ty Trach Thoi | Biéu mau/Két
nhiém gian qua
Tiép nhan hd so:
- Néu ho so chua dﬁx du hodc khong
hgp 1&: Hudng dan bo sung, hoan thién N ’
ho 803 tmong}lqp ‘nQpAho S0'qua ] Céng chitc | Gid hanh Mau 01, 02 (Peuk
Bl | duong buu dién thi thong bao bang van TN&TKQ chinh c0), 05, 06 va HO
ban cho ca nhan dé hoan thién ho so. so theo muc 2.3
- Néu hd S0 day du, hop 1¢: Lam thu tuc
tiép nhan ho so, hen tra két qua va thu
phi, 1€ phi theo quy dinh.
2 ‘ ik s Cong chirc .. | Mau 01, 05 va Ho
B2 | Chuyén cho Phong Tu phép dé xu ly. TN&TKQ 1/2 gio so ke theo
A A 1A DL o Lanh dao x \ TTA
B3 P,han cong can bd Phong Tu phép xur Phong Tu 02 gic Mau 05 va HO so
ly. : kém theo
phap
Bét.l. Cong chuc du:o’c giao nhiém vy Mau 05 va Du
B4 kiérp tra, x.e‘m xét ho so: | Cvénig CEII’IC 02 gic th‘éo TxriC}l luc ghi
- Néu du di€u kién: Nhap dir ligu vao xu ly ho so vao S6 dang ky
phan mém hd tich, in du thao Trich nuoi con nudi
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luc;

- Néu khong du diéu kién: Dy thao van
ban thong bao khong du diéu kién;
Trinh lanh dao Phong Tu phéap.

B4.2. Trudng hop phuc tap thi tién
hanh xac minh bang van ban hodc tryc

hodac Van ban
théng bao khéng
du diéu kién; Vin
ban xac minh/bién
ban xac minh (néu
co)

tiép. Sau khi c6 két qua, thyc hién nhu 02 ngay
B4.1.
Mau 05 va Dy
thao Trich luc ghi
Kjém tra két qua thyc hién, duyét, truc Lanh dao z3gisc(;gar?fﬁli{y
BS | tiép hodc giao cong chirc xu ly ho so Phong Tu 1/2 gio hodc Vin ban
trinh 1anh dao UBND cap huyén. phap h 6ng bao khong
dua dicu kién da
duyét/ky nhay
Mau 05 va Trich
luc ghi vao S6
N S I \ Lanh dao dang ky nudi con
B6 I(fhyl,rﬁ]et qua gidi quyet thu tuc hanh UBND cép | 1/2gi6 | nudi hodc Vin
' huyén ban thong bao
khong du diéu
kién
Phit hanh van ban va tra két qua cho %?g‘holi ’Coghivi .
phong Tu phap dé chuyén cho Trung Van thu: 33 déné Ky nudi
tAm Hanh chinh cong. Truong hop du . ’ . 27
B7 | ..x .. , .o Phong Tu 1/2 gid | con nudi hoac
dicu kién cap Trich luc thi phong Tu ; 1 A
. A C 1y QR Ax phap Vin ban thong
phap ghi nd1 dung ghi chli vao S6 dang béo khone dii didu
ky nuoi con nudi theo quy dinh. Kien &
Mau 01, 06; Trich
luc ghi vao S6
Tra két qua cho c4 nhan, thu 1& phi Cong chuc | Gio hanh darAlg kyvnuoi con
B8 | (néu co) TN&TKQ | chinn | fudihodc Van
' ban thong bao
khong du dieu
kién

* Trueong hop ho so qud han xit Iy, trong thoi gian chdm nhat 01 ngay trude ngay hét
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han xir 1y, Phong Tw phdp tham muwu ban hanh phiéu xin 16i va hen lai ngay tra két qud
dé gui cho t6 chure, ca nhan.

BIEU MAU

Mau 01 MAu 01.docx
Gidy 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 chdi tiép nhan giai quyét ho so

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

Mau 05 Mau 05.docx
Phiéu kiém so4t qua trinh giai quyét hd so

Mau 06 Méu 06.docx

S6 theo ddi hd so
o]
BM.NCN.01.01 BM.NCN.01.01.docx

T khai ghi vao S6 ho tich viéc nudi con nudi

HO SO LUU

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

Ho so dau vao theo muc 2.3;
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- | SO dang ky nudi con nuoi;

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

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

- | Phin mém http://hotich.moj.gov.vn;

Ho so duoge luu tai phong T11: phap, thot gian luu tl:ﬁ’ thuc hién vlusu :cheo quy dinh cua Luat HO
tich va cac Vﬁ?l’n ban hudng dan thi hanh. Sau khi hét han, chuyén ho so xuong don vi luu trit
cua UBND cap huyén va luu trir theo quy dinh hién hanh.

UY BAN NHAN DAN TINH



http://hotich.moj.gov.vn/
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