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

TINH HA TINH Doc 1ap - Tw do - Hanh phiic
86: 1778 /QD-UBND Ha Tinh, ngay 18thang7  nam 2024
QUYET PINH

Cong b6 Danh muc va Quy trinh ndi bd thii tuc hanh chinh dwoc sira doi, bd
sung linh vec H§ tich, Nudi con nu6i thudc tham quyéen quan ly ciia nganh
Tw phap ap dung tai UBND cap huyén trén dia ban tinh Ha Tinh

CHU TICH UY BAN NHAN DAN TINH

~ Can cir Ludgt ,ch chirc Chinh qu)fén dia phirong ngay 19/6/2015; Ludt sira
doi, ‘boA sung mot so diéu cua Luat To chiec Chinh phu va Ludt To chirc Chinh
quyén dia phuwong ngay 22/11/2019;

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

Can cit Nghi dinh s6 61/2018/ND-CP ngay 23/4/2018 cia Chinh phii vé
thue hién co ché mot cira, mot cira lién thong trong gidi quyét thu tuc hanh chinh;

Can cir Théng tw s6 02/201 7/TT-VPCP ngf}ly 31/10/2017 cua B¢ truong,
Chu nhiém Van phong Chinh phu hwdng dan vé nghiép vu kiém soat thu tuc
hanh chinh;

Can cir Théng tw s6 01/2018/TT-VPCP ngay 23/11/2018 cua B9 truong,
Chu nhi¢m Van phong Chinh phu huong dan thi hanh mot. s6 quy dinh ciia Nghi
dinh s6 61/2018/NP-CP ngay 23/4/2018 cua Chinh phu vé thiee hién co ché mot
civa, mot cira lién théng trong gidi quyét thi tuc hanh chinh;

Theo dé nghi cia Gidm déc Sé Tw phdp tai Vin ban sé 1287/STP-VP
ngay 27/6/2024.

QUYET PINH:

Piéu 1. Cong bd kém theo Quyét dinh nay Danh muyc va Quy trinh ndi bo
18 (muoi tam) thu tuc hanh chinh trong linh vuc Ho tich, 01 (m6t) thu tuc hanh
chinh trong linh vuc Nudi con nudi dugc stra d6i, bo sung thudc tham quyén quan
1y cta nganh Tu phéap ap dung tai UBND cép huyén trén dia ban tinh Ha Tinh.

Piéu 2. Giao S¢ Tu phap chu tri, phdi hop vdi Vin phong UBND tinh
(Trung tdm Céng bao - Tin hoc) va cic co quan, don vi lién quan cin cit Quyét
dinh nay, trong thoi han 03 ngay 1am viéc xay dung quy trinh dién tir giai quyét
thil tuc hanh chinh trén Hé thong thong tin giai quyét TTHC cua tinh dé ap dung
thong nhét tai UBND cap huyén trén dia ban tinh Ha Tinh.



Piéu 3. Quyét dinh nay co hidu lyc ke tir ngdy ban hanh; thay thé Quyét
dinh s6 09/QD-UBND ngay 02/01/2024 ciia UBND tinh.

Piéu 4. Chanh Vin phong UBND tinh, Giam dc S¢ Tu phap, Giam dbc
Trung tam Cong bao - Tin hoc tinh; Chu tich UBND céc huy¢n, thanh phé, thi
xd; Giam dbc¢ Trung tim Hanh chinh cong cap huyén va céc t6 chirc, ca nhan co
lién quan chiu trach nhiém thi hanh Quyet dinh nay./.

Noi nhén: KT CHU TICH
- Nhu Diéu 4; - CHU TICH
- Bo Tu phap; :

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

- Cac PCVP UBND tinh;

- Trung tdm CB-TH tinh;

- Luu: VT, NC.. s

—




UY BAN NHAN DAN
TINH HA TINH

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

DANH MUC VA QUY TRINH NOI BQ THU TUC HANH CHINH PUQC SUA POI, BO SUNG TRONG LINH VUC
HO TICH, NUOI CON NUOI THUQC THAM QUYEN QUAN LY CUA NGANH TU PHAP AP DUNG TAI UBND CAP
HUYEN TREN PIA BAN TiNH HA TiNH'
| 12024 cua Chu tich UBND tinh Ha Tinh)

(Ban hanh kém theo Quyét dinh sé

/OP-UBND ngay

PHAN I. DANH MUC THU TUC HANH CHINH

ngay thi tra két
qua trong ngay
lam viée tiép
theo.

thong tin giai
quyét thu tuc
hanh  chinh
cua tinh.

- Mién 1¢& phi cho
nguoi thudc gia dinh
c6O cong vo1 cach
mang; nguol thudc

Ténthatuc | Kyhiéu | Thai han giai Pja diém e g Y
TT hanh chinh | quy trinh quyét thrc hign Phi, 1€ phi (neu co) Cian ctr phap ly
| | LINH VUC HOQ TICH (18 TTHC)
Ngay trzr)g 9y a:'r]ungcrf?nf;‘ p L? phi: h60-090 - Luat Ho tich nim 2014.
ngay tiep nhdn | M . | dong/truong hop nCU| o ginh 6§ 123/2015/ND-CP
ho so. Truong | CONG cap indp hd so truc \ , , ,
A LA A X . . |ngay 15/11/2015 cua Chinh phu
7 5 hop nhan ho so | huyén. tiep/qua buu chinh; : o r o
Tha tuc dang sau 15 oid ma 4 Dich | 30.000 ddne/truon quy dinh chi tiét mdt so6 di€u va
p |Ky Khai sinh | op kh‘(im & | Cons e LT n6g ' Sf'; bién phap thi hanh Luat H¢ tich.
5y oybu b 2 18 st jvucong Quoc | hop mey nop - Nghi dinh sé 87/2020/ND-CP
co - yeu quyét dugc | gia/Hé théng | truc tuyén; ght (i so
nuoc ngoat i ngay 28/7/2020 cua Chinh phu

quy dinh vé Co s dit liéu ho tich
dién tir, dang ky ho tich truc
tuyén.

Y Phén chit in nghiéng la néi dung sira doéi, bé sung




TT

Tén thu tuc
hanh chinh

Ky hiéu
quy trinh

Thoi han giai
quyet

Pia diém
thuc hién

Phi, 18 phi (néu cd)

Cian cw phap ly

hd ngheéo; nguoi
khuyét tat;

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

- Nghi dinh s6 104/2022/ND-CP
ngay 21/12/2022 cta Chinh phu
stra ddi, bd sung mat s6 diéu cua
cac nghi dinh lién quan dén viéc
ndp, xuét trinh s6 ho khau, sb tam
tr gidy khi thyc hién thi tuc hanh
chinh, cung cap dich vu cong.

- Théng tu sb 04/2020/TT-BTP
ngay 28/5/2020 ctua Bo truong B
Tu phap quy dinh chi tiét thi hanh
mét sb diéu cta Luat Ho tich va
Nghi dinh sé 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.

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

- Thong tu sb 03/2023/TT-BTP
ngay 02/8/2023 cuia Bo truong Bo




TT

Tén thu tuc
hanh chinh

Ky hiéu
quy trinh

Thoi han giai
quyet

Pia diém
thuc hién

Phi, 18 phi (néu cd)

Cin ctr phép ly

Tu phép stra doi, bo sung mot sd
n6i dung coa Thong tu s
01/2022/TT-BTP ngay
04/01/2022 quy dinh chi tiét mot
s6 diéu va bién phap thi hanh
Nghi dinh sd 87/2020/ND-CP
ngay 28/7/2020 cua Chinh phu
quy dinh vé Co s¢ dit liéu ho tich
dién tir, dang ky ho tich truc
tuyén.

- Thong tu s6 281/2016/TT-BTC
ngay 14/11/2016 cua Bo truong
Bd Tai chinh quy dinh muc thu,
ché do thu, ndp, quan ly va su
dung phi khai thac, str dung thong
tin trong co s& dir liéu ho tich, phi
xac nhan cé quéc tich Viét Nam,
phi xac nhan 13 ngudi gbc Viét
Nam, 1& phi qudc tich.

- Thong tu sd 85/2019/TT-BTC
ngay 29/11/2019 cua Bo trudng
Bo Tai chinh huéng dan vé phi va
16 phi thudoc tham quyén quyét
dinh cua Ho1 déng nhan dan tinh,
thanh phé truc thudc Trung vong.
- Thong tu s6 106/2021/TT-BTC




TT

Tén thu tuc
hanh chinh

Ky hiéu
quy trinh

Thoi han giai
quyet

Pia diém
thuc hién

Phi, 18 phi (néu cd)

Cin ctr phép ly

ngay 26/11/2021 cua Bo trudng
B0 Tai chinh stra d6i, bd sung mot
s diéu cta Thong tu sb
85/2019/TT-BTC ngay
29/11/2019 cta B Tai chinh
hudéng dan vé phi va 1& phi thudc
thim quyén quyét dinh cua Hoi
déng nhan dan tinh, thanh phd
truc thugc Trung wong.

- Nghi quyét sé6 101/2023/NQ-
HDND ngay 13/07/2023 cua
HDND tinh vé sira ddi, bo sung
mét sd khoan phi, 1€ phi trén dia
ban tinh Ha Tinh.

- Théng tw sé6 04/2024/TT-BTP
ngay 06/6/2024 cua B¢ truong Bo
T phap swa do, bo sung mot sé
diéu ciia Thong tw so 02/2020/TT-
BTP ngay 08/4/2020 cua B¢
truong Bo Tw phdp ban hanh,
hwong dan sir dung, quan Iy mau
SO quoc tich va mdau giay to ve
quoc tich va Théng tw s
04/2020/TT-BTP ngay 28/5/2020
cua Bo trwong Bo Tu phap quy
dinh chi tiét thi hanh mét sé diéu




Ténthatuc | Ky hiéu | Thai han giai Pia diém A g e
TT hanh chinh | quy trinh quyét thrc hign Phi, I¢ phi (neu co) Can cw phap ly
cua Luat Ho tich va Nghi dinh s6
123/2015/ND-CP ngay
15/11/2015 cua Chinh phu quy
dinh chi tiét mot sé dieu va bién
phap thi hanh Ludt H¢ tich.
- Quyét dinh sé 1079/0b-BTP
ngay 11/6/2024 cua Bé truong Bo
Tw phdp vé viéc cong bo thi tuc
hanh chinh dwoc swa doi, bo sung
trong linh vuc ho tich thuc hién
tai co quan dang ky ho tich thuoc
pham vi chirc nang quan ly cua Bo
Tw phap.
- L& phi: 60.000
déng/truong hop néu
05 ngay lam nop hé so truc
Tha tuc ding viéc ké tir ngay tiép/qua buu chinh;
ky khai sinh nhin di ho so 30.000 ~ dong/truong
6  yéu b hop 1é. Truong Nhu trén hop nél} nop ho so
2 |nudc  ngoai| QT.HT.02 | hop phai ¢6 van tryc tuyen; Nhu trén

cho nguoi da
co ho so, giay
to ca nhan

ban x4ac minh
thi thoi han giai
quyét khong qua
25 ngay.

- Mién 1¢ phi cho
nguoi thudc gia dinh
c6O cong vo1 cach
mang; nguoi thudc
hd ngheo; nguoi
khuyét tat;




Ténthituc | Kyhiéu | Thoi han giai Pia diém A A
TT hanh chinh | quy trinh quyét thrc hign Phi, I¢ phi (neu co) Can cw phap ly
- Phi cip ban sao
trich lyc hd tich trong
truong hop nguoi
dan yéu cau: 8.000
dong/ban.
- Tiép nhan —kLé ph‘i: 1.000.090
hd so- dong/truong hop néu
LT . |ndp ho 80 truc tiép;
_lrung @M 1566 000 ddng/truong
Hanh  chinh h A oA 1A
n P op néu nop ho so
ﬁ?l;gn cap tryc tuyen;
Thu tuc dang 15 ngay lam|+ Coéng Dich ) Ml.e ?h 1? phl dc‘hﬁ
ky két hon co viéc, ké tir ngdy | vu cong Quéc | 200 Hec gla aIn )
3 X X .| QT.HT.03 N s LA v cong Ao c6 cong vo1 cach Nhu trén
yéu t0 nudc nhan du ho so|gia/Hé thong mang: ngudi thude
ngoal hop ¢. th0n£g tlr{ glal 1 15 nghéo; ngudi
quyet thu tuc |y 8 s
hanh  chinh i 5 b
clia tinh. - ,P i ca;z ban  sao
Trd K& , | trich luc hd tich trong
EJB;EI‘D ct qua: truong  hop nguoi
o “P | dan yeu cau: 8.000
uyen. ddng/ban.
Thu tuc dang Trong ngay tiép|- Trung tdm |- L& phi: 60.000
4 |ky khai tir 6| QT.HT.04 | nhan ho so. Nhan | Hanh  chinh | dong/truong hop néu Nhu trén
yeu t0 nudc ho so sau 15 gio | cOng cap |ndp hO so truc




Ténthituc | Kyhiéu | Thoi han giai Pia diém A S
TT hanh chinh | quy trinh quyét thrc hign Phi, 1€ phi (neu co6) Can ctr phép ly
ngoai ma khong giai| huyén; tiép/qua buu chinh;
quyét dugc ngay| - Cong Dich | 30.000 déng/trg:dng
thi tra két qua|yy cong Qubc | hop néu ndp hé so
trong ngay lam| gja/Hé théng | truc tuyén;
viéc tiép theo.| thong tin giai |- Mién 1& phi cho
Trong  truong| quyét thu tuc | nguoi thudc gia dinh
hop can xac|hanh  chinh|c6 cong voi céch
minh, thi thoi han | cpa tinh. mang; ngudi thudc
giai quyet khong ho ngheo; ngudi
qué\ 03 ngay lam khuyét tat;
viee. - Phi cdp ban sao
trich luc hd tich trong
truong hop nguoi
dan yéu cau: 8.000
dong/ban.
- Pbang ky gidm - L& phi: 60.000
hd cu: Trong ddng/truong hop néu
thoi han 05 nop hd so truc
Thu tuc déng ngay lam viéc, tiép/qua buu chinh;
ky giam h¢ c6 ké tir ngay nhan 30.000 dong/trudng
5 |yéu to nudc | QT.HT.05 | du hd so hop 6. Nhutrén | hop néu ndp ho so Nhu trén

ngoai

- Dang ky gidm
hé duong nhién:
Trong thoi han
03 ngay lam
viéc, sau khi

tryc tuyén;

- Mién 1¢ phi cho
nguoi thudc gia dinh
c6 cong voO1 cach
mang; nguol thudc




TT

Tén thu tuc
hanh chinh

Ky hiéu
quy trinh

Thoi han giai
quyet

Pia diém
thuc hién

Phi, 18 phi (néu cd)

Cian cw phap ly

nhan du ho so
hop €.

hd ngheo;
khuyét tat;

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

nguoi

Tha tuc dang
ky chim dat
giam hd c¢ob
yéu t6 nudc
ngoai

QT.HT.06

02 ngay lam
viéc ké tir ngay
nhin du hd so
hop I€.

Nhu trén

- Lé phi: 60.000
dong/truong hop néu
nop hd so truc
tiép/qua buu chinh;
30.000 ddng/truong
hop néu nép hd so
truc tuyén;

- Mién 1é¢ phi cho
nguodi thude gia dinh
cO cOng voOi cach
mang; nguoi thude hd
nghéo; nguoi khuyét
tat;

- Phi cdp ban sao
trich luc hd tich trong
truong hop nguodi
dan yéu cau: 8.000
ddng/ban.

Nhu trén




Ténthituc | Kyhiéu | Thoi han giai Pia diém A A
TT hanh chinh | quy trinh quyét thrc hign Phi, I¢ phi (neu co) Can cw phap ly
- L& phi: 1.000.000
dong/trudng hop néu
nop hod so truc tiép;
500.000 dong/truong
hop néu ndp ho so
truc tuyén;
Thu tuc ding 15 ngay lam - Mién 1¢ phi cho
ky nhan cha, vige, ke tur ngay ngudi thudc gia dinh
7 |me, con c6|QT.HT.07 |nhdn du ho so| Nhu trén c6O cong voi cach Nhu trén
yéu td nudc hop 1€. mang; nguoi thude ho
ngoai nghéo; ngudi khuyét
tat;
- Phi cdp ban sao
trich luc hd tich trong
truong hop nguodi
dan yéu cau: 8.000
dong/ban.
- L¢ phi: bang ky
I—?éng kAy khai Trung tam klgai siph: 60.000
51}1h ke,t h(gp 15 ngay, ké tir |Hanh  chinh don%/tru’(fng hf)’p. ,
8 fﬁgg rlz n?gg QT.HT.08 | ngay nhan dithd |cong  cép 'hP¢ phi: Dang ky Nhu trén
, me, so hop 18. huyén nhan cha, me, con:

cO y€u to nudc
ngoai

1.000.000
truong hop.

dong/

- Mién 1& phi cho




10

Ténthatuc | Ky hiéu | Thai han giai Pia diém A g e
TT hanh chinh | quy trinh quyét thrc hign Phi, I¢ phi (neu co) Can cw phap ly
nguoi thude gia dinh
c6 cong vbé1 céach
mang; nguoi thudc
ho ngheo; nguoi
khuyeét tat.
- Phi cap ban sao
trich lyc hd tich trong
truong hop nguoi
dan yéu cau: 8.000
dong/ban.
- L& phi: 60.000
dong/truong hop néu
~ |ndp ho so truc
- Trung tam | .z r1.
05 naav lam|Hanh  chinh tiép/qua buu chinh;
R el bet & | 30.000  déng/truomg
Vl@f’ eqtu ?gay % , P hop néu ndop hd so
, y nhan du hod so | huyén; .
Thu tuc dang . . . | tryc tuyén;
kv lai khai hO’p 1@- Tl”u-’(’ng - Cong DlCh ) M.x 16 phi ch
g | ol SHEIQTHT.09 |hop phai xdc | vu cong Qubc | - yon '€ paL cho Nhu trén
sinh c6 yéu to minh  thi thoi | eja/He  théne | "EU01 thudc gia dinh
nudc ngoai slastic Elco cong véi cach

han giai quyét
khéng qua 25
ngay.

thong tin giai
quyét thu tuc
hanh  chinh
cua tinh.

mang; ngudi thudc
hd ngheéo; nguoi
khuyét tat;

- Phi cdp ban sao
trich luc hg tich trong
truong hop nguoi
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Ténthatuc | Ky hiéu | Thai han giai Pia diém A g e
TT hanh chinh | quy trinh quyét thrc hign Phi, I¢ phi (neu co) Can cw phap ly
dan yéu cau: 8.000
dong/ban.
- L& phi: 1.000.000
dong/truong hop néu
noép hd so truc tiép;
500.000 dong/truong
05 ngay lam hop néu ndp hd so
viéc, ké tir ngay tryc tuyén;
q g nhan du hd so - Mién 1& phi cho
Tha tuc dang N . " A e
Ky lai két hon hop [¢. Iruor}g A ngu’olAthuQc gia d}nh )
10 b .yé'u & QT.HT.10 | hop phai xac Nhu trén c6O cong vo1 cach Nhu trén
méc ngodi minh thi th(‘g’i mang; ngudi thudc
han gidi quyét hé ngheo; nguodi
khéng qua 25 khuyét tat;
ngay. - Phi cdp ban sao
trich luc hd tich trong
truong hop nguoi
dan yéu cau: 8.000
ddng/ban.
05 ngay lam - L& phi: 60.000
Thu tyc dang viée, ké tir ngdy ddng/truong hop néu
g1 |19 lai khai 0} op g gq | nbdn dit B0 so | \ppgey  [00P B0 so true Nhu trén

cO yéu to
nudc ngoai

hop 1€. Truong
hop can phai
Xac minh thi

tiép/qua buu  chinh;
30.000  dong/truong
hop néu ndop hd so
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Ténthituc | Kyhigu | Thoihangiai | Dia diém 1A Rl (& el P
TT hanh chinh | quy trinh quyét thrc hign Phi, I¢ phi (neu co) Can cw phap ly
thoi  han giai tryc tuyén;
quyét khong qua - Mién 18 phi cho
19 ngay lam nguoi thudc gia dinh
vic. c6 cbng Véi cach
mang; nguoil thudc
hd ngheéo; nguoi
khuyét tat;
- Phi cdp ban sao
trich lyc hd tich trong
truong hop nguoi
dan yéu cau: 8.000
d6ng/ban.
- Ngay trong - Thay d6i, cai chinh
ngay lam viéc hd tich cho cong dan
doi voi yéu cau Viét Nam cu tra &
b0 sung thong trong nudc tor du 14
Th twe thay tin ho tich. tuA(R)i tré 1én, bo sung
461 cai chinh Truong hop hé tich cho nguodi
- g nhan hd so sau ) Al Va 01
12 |bd sung ho| QT.HT.I2 | .° Nhu trén | TH0¢ 1804l va NBUOL Nhu trén

tich, xac dinh
lai dan tdc

15 gio ma khong
giai quyét duoc
ngay thi tra két
qua trong ngay
lam  viéc tiép
theo.

- 03 ngay lam

Viét Nam dinh cu ¢
nudc ngoai, xac dinh
lai dan tdc cho cong
dan Viét Nam cu tra
¢ trong nudc va
nguoi Viét Nam dinh
cu & nudc ngoai:
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TT

Tén thu tuc
hanh chinh

Ky hiéu
quy trinh

Thoi han giai
quyet

Pia diém
thuc hién

Phi, 18 phi (néu cd)

Cian cw phap ly

viée, d6i véi yéu
cau thay doi, cai
chinh ho tich.
Truong hop phai
xac minh thi
thoi  han gidi

quyét khong qua
06 ngay lam
Viéc.

20.000 dong/trudng
hop néu ndp hd so
truc  tiép/qua  buu
chinh; 10.000
dong/truong hop néu
nop ho so truc tuyén;
- Thay do6i ho tich
cho cong dan Viét
Nam dinh cu ¢ nudc
ngoai, cai chinh hd
tich cho ngudi nude
ngoai va cong dan
Viét Nam dinh cu &
nudc ngoai: 50.000
déng/truong hop néu
ndp hd so truc
tiép/qua buu chinh;
25.000 dong/trudong
hop néu ndp hd so
truc tuyén;

- Mién 1¢ phi cho
nguoi thudc gia dinh
c6O cong vo1 cach
mang; nguol thudc
hd nghéo; nguoi
khuyét tat.
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Ténthituc | Kyhiéu | Thoi han giai Pia diém A S
TT hanh chinh | quy trinh quyét thrc hign Phi, I¢ phi (neu co) Can cw phap ly
- Phi cap ban sao
trich lyc hd tich trong
truong hop nguoi
dan yéu cau: 8.000
dong/ban.
- L& phi: 60.000
dong/lan néu ndp ho
so truc ti€p/qua buu
q _ chinh; 30.000
T‘hu fuc gh' dong/lan néu ndp ho
vao so ho tich SO tryc tuyén;
viee lfet h?n 5 5 - Mién 1& phi cho
cha cong dan 05 naay lam nguoi thudc gia dinh
13 | Viet Nam daj op ip g | viee, kE W ngdy |\ pan |6 cong véi cach Nhu trén
dugc giai nhan du giay to mang: ngudi thudc
quyét fai co hop I¢. ho ’nghéO' ngu’éri
quan c6 tham Khuyét tat.
quyen cua PR
nude ngoi - Phi cap ban sao
trich luc hd tich trong
truong  hop nguoi
dan yéu cau: 8.000
dong/ban.
Thu tuc ghi 05 ngay lam - L& phi: 60.000
14 | vao so ho tich | QT.HT.14 | viéc, ké tir ngay | Nhutrén | dong/lan néu ndp ho Nhu trén

viec ly hon,

nhan du gidy to

so truc tiép/qua buu
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Ténthityc | Ky higu | Thoihangiai | Dia diém P Ay < han I
TT hanh chinh | quy trinh quyét thrc hign Phi, I¢ phi (neu co) Can cw phap ly
hiy viéc két hop 18. chinh; 30.000
hon cuia cong d6ng/lan néu ndp hod
dan Viét Nam SO truc tuyén;
da dugc giai - Mién 1& phi cho
quyet tai co nguoi thudc gia dinh
quan c6 tham cO cong vGi cach
quyen ‘ _cﬁa mang; nguol thudc
nudc ngoal hd nghéo; nguoi
khuyét tat.
- Phi cdp ban sao
trich luc hd tich trong
truong hop nguoi
dan yéu cau: 8.000
dong/ban.
T‘hﬁ ;tuCA ghi » Trorjg Pgay ~ Lé phi: 60.000
vao so }Al(_) t%ch tlep‘nhan ho so. ddng/lan néu nop hd
vige hf? t}Ch Truong hop so truc tiép/qua buu
khic cua cong nhin ho so sau chinh; 30.000
da;m Vigt Ng{p 1_5? glo ma khong d6ng/lan néu nop hod
15 |44 duoc giai| oy 15 | glal quyet duoc | Ny pan | o truc tuyén; Nhu trén

quyet tai co
quan c6 tham

quyén cua
nudc  ngoai
(khai sinh;

giam hd; nhan

ngay thi tra két
qua trong ngay
lam  viéc tiép
theo. Truong
hop phai Xac
minh, thi thoi

- Mién 1¢ phi cho
nguoi thudc gia dinh
c6O cong vo1 cach
mang; nguol thudc
hd ngheo; nguoi
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Ténthatuc | Ky hiéu | Thai han giai Pia diém A g e
TT hanh chinh | quy trinh quyét thrc hign Phi, 1€ phi (neu co6) Can ctr phép ly
cha, me, con; han gidi quyét khuyét tat;
xac dinh cha, khéng qua 03 - Phi cdp ban sao
me, con; thai ngay lam viéc. trich lyc hd tich trong
tu; thay doi ho truong  hop nguoi
tich) dan yéu cau: 8.000
dong/ban.
Trong ngiy tiép
nhan  hd  so.
Truong hop
Thi tuc cép nhgn b6 so sau _ Phi: 8.000 ddng/
) , 15 gio ma khong A . A
16 | ban 520 trich | QT.HT.16 i quyé ¢ duoo Nhu trén ban. Nhu trén
luc ho tich nay thi tra L&t - L¢ phi: Khong.
qua trong ngay
lam  viéc tiép
theo.
03 ngay lam - Luat Ho tich ndm 2014.
viée, ké tir ngay ‘ - Nghi dinh s6 123/2015/ND-CP
nhan da hd so - Phi: 8.000 dong/ | ngay 15/11/2015 cua Chinh phu
Thu tuc xac hop 16. Truong Van ban xac nhan V€ | quy dinh chi tiét mot sb didu va
17 | nhén thong tin | QT.HT.17 | hop phai kiém| Nhutrén | Mot viéc o tich cua | bign phap thi hanh Luat Ho tich.

ho tich

tra, xac minh thi
thoi han c6 thé
kéo dai nhung
khong qua 10

ca nhan da dang ky.
- L& phi: Khong.

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

Tén thu tuc
hanh chinh

Ky hiéu
quy trinh

Thoi han giai
quyet

Pia diém
thuc hién

Phi, 18 phi (néu cd)

Cin ctr phép ly

ngay lam viéc.

tuyén.

- Nghi dinh sé 104/2022/ND-CP
ngay 21/12/2022 cua Chinh phu
stra doi, bod sung mat s6 diéu cua
cac nghi dinh lién quan dén viéc
ndp, xuét trinh s6 ho khau, sb tam
tr gidy khi thyc hién thi tuc hanh
chinh, cung cép dich vu cong.

- Théng tu sb 04/2020/TT-BTP
ngay 28/5/2020 cua Bo truong Bo
Tu phap quy dinh chi tiét thi hanh
mot sd diéu cta Luat HO tich va
Nghi dinh sé 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.

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

- Thong tu sd 03/2023/TT-BTP
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TT

Tén thu tuc
hanh chinh

Ky hiéu
quy trinh

Thoi han giai
quyet

Pia diém
thuc hién

Phi, 18 phi (néu cd)

Cin ctr phép ly

ngay 02/8/2023 cua B truong BO
Tu phap stra doi, bd sung mot sd
n6i dung cua Thong tu sb
01/2022/TT-BTP ngay
04/01/2022 quy dinh chi tiét mot
s6 diéu va bién phap thi hanh
Nghi dinh sd 87/2020/ND-CP
ngay 28/7/2020 cua Chinh phu
quy dinh vé Co s¢ dit liéu ho tich
dién tir, dang ky hd tich truc
tuyén.

- Thong tu s6 281/2016/TT-BTC
ngay 14/11/2016 cia Bo trudng
Bd Tai chinh quy dinh muc thu,
ché do thu, ndp, quan ly va su
dung phi khai thac, str dung thong
tin trong co s& dir li¢u ho tich, phi
xac nhan co quéc tich Viét Nam,
phi xac nhan 13 nguodi gbc Viét
Nam, 1¢ phi quéc tich.

- Thong tu s6 85/2019/TT-BTC
ngay 29/11/2019 ciua Bo_trudng
B Tai chinh hudng dan Ve phi va
16 phi thudoc tham quyén quyét
dinh cua Ho1 dong nhan dan tinh,
thanh phé truc thudc Trung vong.
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TT

Tén thu tuc
hanh chinh

Ky hiéu
quy trinh

Thoi han giai
quyet

Pia diém
thuc hién

Phi, 18 phi (néu cd)

Cin ctr phép ly

- Théng tu s6 106/2021/TT-BTC
ngay 26/11/2021 cua Bo truong
Bo Tai chinh stra doi, bd sung mot
s6 diéu cta Thong tu sb
85/2019/TT-BTC ngay
29/11/2019 cta B Tai chinh
hudéng dan vé phi va 1& phi thudc
thim quyén quyét dinh cua Hoi
déng nhan dan tinh, thanh phd
truc thuoc Trung wong.

- Nghi quyét sb 101/2023/NQ-
HDND ngay 13/07/2023 cua
HDND tinh vé sira doi, bé sung
mot s6 khoan phi, 1¢ phi trén dia
ban tinh Ha Tinh.

- Quyét dinh s 2466/QD-BTP
ngay 20/10/2023 cua Bo truong
Bo Tu phap vé viéc cong bd thu
tuc hanh chinh duoc sta ddi, bd
sung trong linh vuc hd tich thuc
hién tai co quan dang ky ho tich
thudc pham vi chic nang quan ly
cua B6 Tu phap.

18

Piang ky két
hon, xac nhan
tinh trang hon

QT.HT.18

- Di voi hd so
dang ky ket
hon: 15 ngay

Nhu trén

- L¢ phi dang ky két
hon: 1.000.000 dong/
lan dang ky;

- Luét Ho tich ndm 2014.

- Nghi dinh sé 123/2015/ND-CP
ngay 15/11/2015 cta Chinh phu
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Ténthatuc | Ky hiéu | Thai han giai Pia diém A g e
TT hanh chinh | quy trinh quyét thrc hign Phi, 1€ phi (neu co6) Can ctr phép ly
nhén truc lam vige, ké tur - Lé phi cap gidy xac | quy dinh chi tiét mot sd diéu va
tuyén ngay nhan du ho nhan tinh trang ‘hén bién phap thi hanh Luat Ho tich.
50 hop 1¢. nhan: 10.000 dong/ |- Nghi dinh s6 45/2020/ND-CP

- P6i voi ho so
xac nhan tinh
trang hon nhan:
Trong ngay lam
viéc.

truong hop;

- Mién l¢ phi cho
nguoi thugc gia dinh
c6 cOng voi cach
mang; nguoi thudc ho
nghéo; nguoi Khuyét
tat.

- Phi cidp ban sao
trich luc ho tich trong
trwong  hop nguoi
dan yéu cau: 8.000
déng/ban.

ngay 08/4/2020 ciia Chinh phi vé
thuc hién tha tuc hanh chinh trén
moi truong dién tu.

- Nghi dinh s6 42/2022/ND-CP
ngay 24/6/2022 cua Chinh phu
quy dinh vé viéc cung cp thong
tin va dich vu cong truc tuyén cua
co quan nha nudc trén moi trudng
mang.

- Nghi dinh s6 59/2022/ND-CP
ngay 05/9/2022 cua Chinh phu
quy dinh vé dinh danh va xac thyc
dién tu.

- Thong tu sb 04/2020/TT-BTP
ngay 28/5/2020 cua B trudng Bo
Tu phép quy dinh chi tiét thi hanh
mot s didu cua Luat HO tich va
Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 cua Chinh phu
quy dinh chi tiét mot s6 diéu va
bién phap thi hanh Luat Ho tich.

- Théng tu sb 01/2022/TT-BTP
ngay 04/01/2022 ctia B trudng
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TT

Tén thu tuc
hanh chinh

Ky hiéu
quy trinh

Thoi han giai
quyet

Pia diém
thuc hién

Phi, 18 phi (néu cd)

Cin ctr phép ly

B Tu phap quy dinh chi tiét mot
sO diéu va bién phap thi hanh
Nghi dinh s6 87/2020/ND-CP
ngay 28/7/2020 cua Chinh phu
quy dinh vé Co s¢ dit liéu ho tich
dién tir, dang ky ho tich truc
tuyén.

- Thong tu s6 281/2016/TT-BTC
ngay 14/11/2016 cia Bo truong
B¢ Tai chinh quy dinh muc thu,
ché do thu, ndp, quan ly va su
dung phi khai thac, str dung thong
tin trong co s& dir li¢u ho tich, phi
xac nhan cé quéc tich Viét Nam,
phi x4c nhan 1a ngudi gbc Viét
Nam, 1¢ phi quéc tich.

- Thong tu s6 106/2021/TT-BTC
ngay 26/11/2021 cua Bo trudng
B¢ Tai chinh stra d6i, bo sung mot
s diéu cta Thong tu sb
85/2019/TT-BTC ngay
29/11/2019 cua Bo truong Bo Tai
chinh huéng din vé phi va 1& phi
thudc thim quyén quyét dinh cta
Hoi dong nhin dan tinh, thanh
phd truc thude Trung wong.
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Ténthatuc | Kyhiéu | Thoi han giai Pia diém A bt ke 2 e
TT hanh chinh | quy trinh quyét thrc hign Phi, I¢ phi (neu co) Can cw phap ly
- Nghi quyét s6 253/2020/NQ-
HDND ngiy 08/12/2020 cta
HDND tinh quy dinh vé muc thu,
mién, gidm, thu, ndp, quan ly va
st dung céac khoan phi, 1€ phi trén
dia ban tinh Ha Tinh.
- Quyét dinh s6 309/QD-BTP ngay
13/03/2023 cua Bo truong Bo Tu
phap ban hanh Quy trinh giai quyeét
tha tuc hanh chinh: Pang ky két
hon, xég nhan tinh trang hon nhan
truc tuyen.
Il | LINH VUC NUOI CON NUOI (01 TTHC)
Ngay trong ngay - Trung tam | Lé¢ phi: 60.000 | - Luat Ho tich 2014,
Ghi vio S4 “13111 nlﬁm ho sorf T e | déng/ Tan néu nop hd | - Nghj dinh s& 123/2015/ND-CP
Gine k6 nudi (1 5 ah ho 50" sau 6o chp | 5O truc tiép/qua buu | ngay 15/11/2015 cua Chinh phu
o hame i ook | huyén: chinh; ~ 30.000 | quy dinh chi tiét mot sé diéu va
e e ; ong gial qu}{ﬁ? y ’ Dich dong/lan néu ndp ho | bien phap thi hanh Luat H tich.
T.NCN. |duec ngay thij- Long DICh | g4 tryc tuyén; . dinh s
1 |da duoc gidi Q tra két qua trong | vu cong Quoc ; : yAen , } Ngh; dinh s6 19/2011,/NB_CP
VA 01 i S| VH BONE XUOC1 _ Midn 1¢ phi cho 21/3/2011 cua Chinh phy
quyet tai co ngay lam viéc | gia/H¢ thong Lo v DAL Ao ngay o cud LN phu
quan c6 thim tidp thec;)- théng. tin gidi nguol thuge gia dinh | quy dinh chi ti€t mot s6 dieu cua
quyén cua Truong hop phai | quyét thu tuc o c.ong Yo Acac}Al Luat Nuoi con n,u0|.
nudc ngodi x4 minh  thi | hanh  chinh | Mang: ngudithuoc ho | - Nghi dinh s§ 24/2019/NP-CP
thdi han giai | cta tinh. ngheo; nguoi khuyet | ngay 05/3/2019 cua Chinh phi
quyét khéng qué tat. sira d6i, bd sung mot sb diéu cua
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Ténthatuc | Ky hiéu | Thai han giai Pia diém A g e

TT hanh chinh | quy trinh quyét thrc hign Phi, I¢ phi (neu co) Can cw phap ly
03 ngay lam - Phi cap ban sao | Nghi dinh 19/2011/NP-CP ngay
viéc. Trich luc Ghi vao So6 | 21/3/2011 cua Chinh phu quy

viéc nuoi con nuoi da
dugc giai quyét tai
co quan c6 thim
quyén cia  nudc
ngodai (néu cé yéu
cau): 8.000
dong/ban.

dinh chi tiét thi hanh mot sé diéu
cua Luat Nubi con nubi.

- Nghi dinh s6 87/2020/NP-CP
ngay 28/7/2020 cua Chinh phu
quy dinh vé co so dir liéu ho tich
dién tir, dang ky hd tich truc
tuyén.

- Nghi dinh s6 104/2022/ND-CP
ngay 21/12/2022 cua Chinh phu
stra doi, bod sung mot s6 didu cua
cac nghi dinh lién quan dén viéc
ndp, xudt trinh s6 ho khau, sd tam
tr gidy khi thue hién thi tuc hanh
chinh, cung cép dich vu cong.

- Théng tu 04/2020/TT-BTP ngay
28/5/2020 cua Bo truong Bo Tu
phap huéng dan thi hanh mot sé
diéu cua Luat Ho tich va Nghi
dinh s6 123/2015/ND-CP ngay
15/11/2015 cua Chlnh phu quy
dinh chi tiét mot sé diéu va bién
phap thi hanh Luat Ho tich.

- Théng tu sb 10/2020/TT-BTP
ngay 28/12/2020 cua Bo trudng
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TT

Tén thu tuc
hanh chinh

Ky hiéu
quy trinh

Thoi han giai
quyet

Pia diém
thuc hién

Phi, 18 phi (néu cd)

Cin ctr phép ly

Bo Tu phép vé viéc ban hanh,
huongdan\necghlchep,axdung
quan ly va luu trir s, mau gidy to,
ho so nudi con nudi.

- Thong tu s6 01/2022/TT-BTP
ngay 04/01/2022 cua B truong
B Tu phap quy dinh chi tiét mot
s didu va bién phap thi hanh
Nghi dinh s6 87/2020/ND-CP
ngay 28/12/2020 cua Chinh phu
qu dinh vé co s¢ dir liéu ho tich
dién tir, dang ky hd tich truc
tuyén.

- Thong tu sb 07/2023/TT-BTP
ngay 29/9/2023 cua B truong Bo
Tu phap stra d6i, bo sung mot sb
diéu cua 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, su
dung, quan ly va luu trir so, mau
gidy t0, hd so nudi con nudi.

- Thong tu s6 281/2016/TT-BTC
ngay 14/11/2016 cia B truong
Bo Tai chinh vé viéc quy dinh
mirc thu, ché d6 thu, nop, quan Iy
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TT

Tén thu tuc
hanh chinh

Ky hiéu
quy trinh

Thoi han giai
quyet

Pia diém
thuc hién

Phi, 18 phi (néu cd)

Cin ctr phép ly

va st dung phi khai thac, stir dung
thong tin trong co s& dit liéu ho
tich, phi x4c nhén co quéc tich
Vi¢t Nam, phi xac nhan la nguoi
géc Viét Nam, 1€ phi quéc tich.

- Thong tu sd 85/2019/TT-BTC
ngay 29/11/2019 cua B§ truong
Bo6 Tai chinh hudng dan vé phi va
I& phi thuoc tham quyén quyét
dinh cta Hoi ddng nhan dan tinh,
thanh phé truc thudc Trung wong.
- Nghi quyét sb 101/2023/NQ-
HDND ngay 13/07/2023 cua
HDND tinh vé sira doi, b sung
mot s6 khoan phi, 1¢ phi trén dia
ban tinh Ha Tinh.

- Quyét dinh sb 2687/Qb-BTP
ngay 09/11/2023 cta B truong
Bo Tu phap vé viéc cong bd thu
tuc hanh chinh dugc stra doi, bo
sung trong linh vuc nudi con nuodi
thuoc pham vi chuc nang quan ly
cua Bo Tu phap.
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PHAN II. NOI DUNG QUY TRINH NQI BO THU TUC HANH CHINH

I. LINH VUC HO TICH
1. Thii tuc diing ky khai sinh c¢6 yéu t6 nwée ngoai

1 KY HIEU QUY TRINH QT.HT.01
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thye hién TTHC:
Khéng
2.2 | Cach thirc thue hién TTHC:
- Ngudi ¢o yéu cau ding ky khai sinh truc tiép thuc hién hodc Gy quyén cho
nguoi khac thuc hién ndp hod so truc tiép tai Trung tdm hanh chinh cong cip
huyén;
- Giri ho so qua hé théng buu chinh cong ich;
- Nop hd so truc tuyén trén Coéng Dich vu cong Quéc gia
(https://dichvucong.gov.vn) hodc Hé théng thong tin giai quyét thu tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn).
2.3 | Thanh phan ho so, bao gom: Ban | Ban

chinh | sao

To khai dang ky khai sinh theo mau BM.HT.01.01 (néu nguoi c6
yéu cau lya ghon nop ho so theo hinh thuc truc tiép hodac gui ho X
S0 qua hé thong buu chinh);

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

Nguoi co yéu cau dang ky khai sinh thyc hién viéc ndp/xuit
trinh (theo hinh thirc truc ti€p) hodc tai 1€n (theo hinh thirc truc
tuyén) cac gidy to sau:

* Gidy to phdi nop:
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Gidy chung sinh;

Trudng hop khdng c6 Gidy ching sinh thi ndp vin ban clia nguoi
lam chtng xac nhan vé viéc sinh; néu khong ¢ vin ban cta nguoi
Jam chtng thi phai c6 gidy cam doan vé viéc sinh;

Truong hop tré em sinh ra tai nudc ngoai thi nop Gidy chung
sinh hodc gidy to khac do co quan co thim quyén nudc ngoai
cap xac nhan vé viéc tré em dugc sinh ra & nudc ngoai va quan
hé me - con (néu c6);

Truong hop cha hodac me hodc ca cha, me 1a nguoi nudc ngoai
thi phai n0p van ban thdéa thuan cta cha, me vé viéc lua chon
quéc tich cho con. Truong hgp cha, me chon quéc tich nudc
ngoai cho con thi van ban thdéa thudn phai c6 xac nhan cua co
quan nha nudc cd thAm quyén ctia nudc ma cha me lua chon
qudc tich cho con;

Vin ban uy quyén theo quy dinh cua phap luat trong trudng hop
iy quyén thuc hién viée diang ky khai sinh; Trudng hop nguoi di
dang ky khai sinh cho tré em 1a 6ng, ba, ngudi than thich khac
thi khong phai c6 vin ban Gy quyén ctia cha, me tré em, nhung
phai théng nhét véi cha, me tré em vé ndi dung khai sinh;

Gidy tO0 ching minh thudc gia dinh c6 cong voi cach mang;
ngudi thudc hd ngheo; nguoi khuyét tat (néu co).

* Gidy to phdi xudt trinh:

Ho chiéu hodc Ching minh nhan dan hodc Thé cin cude cong
dan hoidc cac gidy to khac c6 dan anh va thong tin c4 nhan do
co quan c6 thim quyén cp, con gia tri st dung dé ching minh
vé nhan than cua nguoi ¢ yéu cau dang ky khai sinh. Truong
hop cac thong tin c4 nhan trong cac gidy to nay da co trong Co
s& dit liéu Qudc gia vé dan cu, Co s& dit liéu ho tich dién tu,
dugc hé thdng dién tu dong thi khong phai xuét trinh (theo
hinh thtc truc tiép) hodc tai 1én (theo hinh thirc truc tuyén);

Gidy to ¢o gia tri ching minh thong tin vé cu tra trong trudng
hop co quan dang ky ho tich khong thé khai thac dugc thong
tin v& noi cu tri cta cong dan theo cac phuong thic quy dinh
tai khoan 2 Diéu 14 Nghi dinh sé 104/2022/ND- CP ngay
21/12/2022 ctia Chinh phu. Trudng hop cac thong tin vé gidy
to chiing minh noi cu tri da dugc khai thac tor Co s¢ dir li¢u
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qudc gia vé din cu bang cac phuong thirc nay thi ngudi co yéu
cau khong phai xuat trinh (theo hinh thic tryc ti€p) hodc tai
1€n (theo hinh thuc tryc tuyén);

Gidy chting nhan két hon néu cha, me di ding ky két hon.
Truong hop da co thong tin vé viéc két hon ciia cha, me trong
Cor so dit liéu Qudc gia vé dan cu, Co so dit liéu ho tich dién X

tir thi khong phai xuét trinh (theo hinh thirc truc tiép) hodc tai
1én (theo hinh thuc truc tuyén);

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

Truong hop gtri ho so qua h¢ thong buu chinh thi phai giri kém theo ban sao 0
chting thuc cac gidy to phai xuat trinh néu trén.

*Luuy:

- D61 voi gidy t ndp, xut trinh néu ngudi yéu cau ndp ho so theo hinh thic truc
tiép:

+ Pbi v6i cong dan Viet Nam, gidy to ching minh noi cu tra va Gidy chung
nhan két hon chi xudt trinh trong giai doan Co sd dit liéu qudc gia vé dan cu va
Co s¢ dir 1iéu ho tich dién tir toan quéc chua dugc xay dung xong va thuc hién
thong nhat trén toan qudc (giai doan chuyén tiép).

+ D6i v6i gidy to xuat trinh khi ddng ky ho tich, ngudi tiép nhan cé trach nhiém
kiém tra, d6i chiéu voi thong tin trong to khai, chup lai hodc ghi lai thong tin dé
lru trong ho so va tra lai cho ngudi xuét trinh, khong dugce yéu cAu ndp ban sao
hodc ban chup gidy to do.

+ Nguoi yéu cu ding ky ho tich co thé ndp ban sao dugc chimg thuc tir ban
chinh hodc ban sao duoc cip tir s6 g hodc ban chup kém theo ban chinh gidy to
dé d6i chiéu. Truong hop nguoi yéu cau ndp ban chup kém theo ban chinh gidy
t& thi nguoi tiép nhan cé trach nhiém kiém tra, dbi chiéu ban chup véi ban chinh
va ky xac nhan, khong dugc yéu cau nguoi di dang ky ndp ban sao gidy to do.

+ Gidy to do co quan c6 thim quyén cua nudc ngoai cp, cong chimg hoic xéac
nhan dé st dung cho viéc ding ky ho tich tai Viét Nam phai duoc hop phap hoa
lanh sy, tro truong hop dugc mién theo diéu udc quéc te ma Viét Nam la thanh
vién; gidy to bang tiéng nudc ngoai phai duoc dich ra tiéng Viét va cong ching
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ban dich hoac chung thyc chit ky nguoi dich theo quy dinh cua phap luat.

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

+ Nguroi tiép nhdn hé so thuc hién khai thac thong tin trong Co so dir lieu quéc
gia vé dan cur theo quy dinh phap ludt néu nguwoi yéu cau dang ky hé tich da cung
cap ho, chiz dém, tén; ngay, thang, nam sinh; sé dinh danh cd nhéan/can cuéc
cong dan/thé can cudcichitng minh nhéan déan. Truong hop c&c thong tin can khai
thac khéng cé trong Co sé dit liéu quac gia vé dan cw thi dé nghi nguoi yéu cau
ké khai day du.

+ Truong hop nguoi di dang ky khai sinh cho tr¢ em la 6ng, ba, nguoi than thich
khac thi khong phai co van ban uy quyén cta cha, me tré em, nhung phai thong
nhit v&i cha, me tré em vé cac noi dung khai sinh.

- Truong hop gul ho so qua hé thong buu chinh thi phai giri kém theo ban sao co
chtg thuc cac gidy to phai xuat trinh.

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

+ Ban chup céc gidy to giri kem theo hé so ding ky khai sinh truc tuyén phai bao
dam rd nét, diy du, toan ven vé ndi dung, 1a ban chup bang may anh, dién thoai
hodc dugc chup, dugc quet bang thiét bi dién tir, tir gidy to duoc cap hop 1€, con
gia tri str dung; néu 1a gidy to do co quan ¢ thAim quyén nudc ngoai cap thi phai
duoc hop phap hoa lanh su, dich sang tiéng Viét theo quy dinh, trir truong hop
duoc mién hop phap hoa lanh su.

+ Truong hop gidy to, tai liéu phai gui kém trong hd so ding ky khai sinh truc
tuyén da c6 ban sao dién tir hodc di c6 ban dién tir gidy to ho tich thi ngudi yéu
cau duoc sir dung ban dién tir nay.

+ Khi dén co quan ding ky ho tich nhén két qua (Gidy khai sinh/ban sao Gidy
khai sinh) nguoi c6 yéu cau dang ky khai sinh phai ndp ban chinh Glay chung
sinh; xuét trinh glay to tuy than; ban chinh Glay chting nhan két hon (néu cha me
tré da dang ky két hon va thong tin vé viec két hon chua co trong Co so dit liéu
Quéc gia vé dan cu, Co so dit lidu ho tich dién tu).

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

- P6i v6i viée xac dinh ho, dan toc, dat tén cho tré:

+ Viée xac dinh ho dan tdc, dat tén cho tré em phal phu hop v6i phap luét va yéu
cau giit gin ban sic dan toc, tdp quan, truyén thong van hoa tét dep cua Viét
Nam; khong dat tén qua dai, kho st dung.

+ Truong hop cha, me khong thoa thuan dugc vé ho, dan toc, qué quan cua con khi
dang ky khai sinh thi ho, dan tdc, qué quan cua con dugc xac dinh theo tdp quan
nhung phai bao dam theo ho, dan tdc, qué quan ctia cha hoac me.
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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 gi6 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 tam Hanh chinh céng cap huyén.

- Cong Dich vy cong Qudc gia https://dichvucong.gov.vn hoc Hg thong thong tin
giai quyet TTHC tinh Ha Tinh http://dichvucong.hatinh.gov.vn (chi tiép nhan ho so).

2.7

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

Co quan c6 thim quyén quyét dinh:

- Uy ban nhan dan gép huyén no1i cu tra ctia ngudi cha hodc ngudi me thuc hién
dang ky khai sinh doi vo1i tré em sinh ra ¢ Viét Nam trong cac truong hop:

+ C6 cha hodc me 1a cong dan Viét Nam con nguoi kia 1a ngudi nude ngoai hodc
ngudi khong qudc tich.

+ Co6 cha hoac me la cong dan Viét Nam cu tri ¢ trong nudc con nguoi kia la
cong dan Viét Nam dinh cu & nudc ngoai.

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

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

- Uy ban nhan dan cép huyén noi cu tri cua tré em cé cha,hoaflc me hoac ca cha
va me la cong dan Viét Nam, thuc hién déng ky khai sinh do6i véi tré em sinh ra &
nudc ngoai, chua dugc dang ky khai sinh, v€ cu tra tai Viét Nam.

Co quan duge iy quyén: Khdng.

Co quan phdi hop: Co quan quan Iy Co s¢ dit liéu qubc gia vé dan cu.

2.8

Poi twong thwe hién TTHC: Cé nhan

2.9

Két qua giai quyét TTHC:

- Ho so du diéu kién:

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

+ Ban dién tir Gidy khai sinh (Ban dién tir s& tu dong gui vé Kho quan ly dix ligu

dién tir cua ca nhan/dia chi thu dién tu/thiét bi sb/dién thoai cua nguoi yéu cau
sau khi d4 hoan tat thi tuc dang ky khai sinh tai co quan dang ky ho tich).

- Ho so khong du diéu kién: Vin ban thong bao khong du diéu kién ding ky khai
sinh.
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2.10

Quy trinh xir ly cong viéc

TT

Trinh tuw

Trach
nhi¢m

Thoi
gian

Biéu

maw/Két qua

Bl

1. Tiép nhan ho so.

- Tiép nhan ho so truc tiép tir ci nhan
hoac tir hé théng buu chinh hoac trén
Cong Dich vu cong Qubc gia
(https://dichvucong.gov.vn) hodac H¢
théng thong tin giai quyét thu tuc hanh
chinh cua tinh
(https://dichvucong.hatinh.gov.vn).

2. Can bd TN&TKQ kiém tra hd so:

- Néu ho so chua day di hodc khong
hop 1&: Huéng dan hodc thong bao bang
van ban cho ca nhan bod sung, hoan thién
hé so. Truong hop khong bod sung, hoan
thién duoc hod so thi thong bao tir chdi
giai quyét ho so.

- Néu hd so dﬁy du, hop 1&: Lam thu tuc
tiép nhan hd so va thu phi, 1& phi theo
quy dinh. Néu tiép nhan hd so sau 15
gio thi gui Phiéu hen, trd két qua cho
ngudi co yéu cdu trong ngay lam viéc
tiép theo hodc guri tin nhin hen tra két
qua qua dién thoai di dong cho nguoi co
yéu cau (néu nguoi c6 yéu cau lya chon
hinh thirc nép hd so truc tuyén).

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

Cong
chuac
TN&TK;
ca nhan

Gid hanh
chinh

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

2.3

B2

Chuyén ho so cho Phong Tu phép xit 1y.

Cong
chuc
TN&TKQ

1/2 gio

Mau 01, 05 va

HO
theo

so kem
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A A 1A Dl s Laphdao .. | M&u 05 va H6
B3 | Phin cong can bd Phong Tu phap xu ly. | Phong Tu | 1/2 gio <o kem theo
phap

Kiém tra, xir 1y hd so:

- Trudng hop hd so can bd sung, hoan

thién hodc khoéng du diéu kién giai

quyét, phai tir chdi thi giri thong bao vé

tinh trang hd so t6i Trung tdm Hanh

chinh céng dé thong bao cho ngudi nop

h6 so.

- Truong hop ho so khong du diéu kién:

Dy thdo Van ban thong bio khong du

diéu kién ding ky khai sinh trinh 13nh

dao phong duyét theo budc BS.

- Truong hop can phai kiém tra, xac

minh lam rd hodc do nguyén nhan khéc

ma khong thé tra két qua dung thoi gian

d3 hen thi 1ap Phiéu xin 16i va hen lai Miu 04 (néu

ngay tra két qua chuyén Trung tam Hanh ¢6), 05: du

chinh céng dé tra cho ngudi co yéu cau thé(’) ,Giééf

(néu nguoi co yéu cau lya chon hinh cong khai sinh hodc
B4 thirc nop hé so truc tiép), hodc giri Phiéu chic xir 1y | 02 gid | Van ban

xin 16i va hen lai ngay tra két qua qua hd so thong béo

thu dién tr hodc giri tin nhin qua dién khéng dit didu

thoai di dong cho nguo1i c6 yéu cau (néu kién dang ky

nguoi co yéu cau lia chon hinh thirc ndp khai sinh.

ho so tryc tuyén).

- Trudng hop hd so du diéu kién: Thuc
hién viéc ghi vao S6 diang ky khai sinh,
cap nhat thong tin dang ky khai sinh trén
Phan mém ding ky, quan 1y ho tich dién
tr dung chung, luu chinh thtc va chuyén
thong tin dén Co sé dit liéu Qudc gia vé
dan cu dé 1y S6 dinh danh c4 nhan.
Truong hop tiép nhan hd so ding ky
khai sinh theo hinh thtc truc tuyén thi
i lai biéu miu Gidy khai sinh dién tir
v6i thong tin day du cho ngudi yéu ciu
qua thu dién tir hodc thiét bi sb.

Ngudi yéu cau co trach nhiém kiém tra tinh
chinh xé4c, ddy dii cta cic thong tin trén
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biéu mau Gidy khai sinh dién tir va xac
nhan (t5i da mot ngay).

Néu ngudi c6 yéu cau xac nhan thong
tin da thong nhat, ddy du hodc khong co
phéan hdi sau thdi han yéu cau thi thuc
hién viéc ghi ndi dung vao S6 dang ky
khai sinh, cdp nhat thong tin dang ky
khai sinh va luu chinh thic trén Phan
mém dang ky, quan ly ho tich dién tir
dung chung. Truong hop cha, me lua
chon quéc tich Viét Nam cho con thi
chuyén thong tin dén Co s¢ dir lidu
Quéc gia vé dan cu dé lay S6 dinh danh
c4 nhan. Sau khi Co so dir liéu Quéc gia
vé dan cu tra vé S6 dinh danh ca nhan,
in Gidy khai sinh trinh lanh dao phong
duyét theo budc BS.

- Truong hop ho so khong du diéu kién:
Dy thdo Van ban thong bao khong du
diéu kién ding ky khai sinh trinh 1inh
dao Phong duyét theo budc BS.

B5

Duyét két qua thuc hién‘, truc tiép hoac
giao cong chirc xur Iy hd so trinh Lanh
dao UBND cap huyén.

Lanh dao
Phong Tu
phap

01 gid

Mau 05; du
thao Gidy
khai sinh hoac
Van ban
thdng béo
khong du diéu
kién dang ky
khai sinh.

B6

Ky duyét két qua thuc hién tai budc B5.

Lanh dao
UBND
cap huyén

1/2 gidy

Mau 05: Giéy
khai sinh hoac
Vian ban
théng béo
khong du diéu
kién dang ky
khai sinh da
ky duyét.

B7

Phit hanh van ban, tra két qua cho
Phong Tu phap dé chuyén cho Trung

Van thu;
cong chuc

1/2 gio

Mau 05, 06;
Giay  khai
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tam Hanh chinh cong cap huyén.

Phong Tu
phap

sinh hoac Van
ban thong bao
khong du diéu
kién diang ky
khai sinh.

B8

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

Cong
chuc
TN&TKQ

Gi10 hanh
chinh

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

* Truong hop hd so qua han xu 1y, trong thoi gian chdm nhat 01 gio trude Khi
hét han xtr 1y, Phong Tu phap tham muu UBND cap huyén ban hanh phiéu xin
161 va hen lai ngay tra két qua dé guri cho to chirc, ¢4 nhan.

* Trong qua trinh giai quyét hd so nguoi ¢ trach nhiém thuc hién can thuc hién
dong thoi cac thao tac ti€ép nhan/chuyén/trd hod so, két qua giai quyét trén phan
mém H¢ thong thong tin gidi quyét tha tuc hanh chinh cua tinh vdi cac budce

trong quy trinh.
3 | BIEUMAU
x -
Mau 01 M3u 01.doc
Giay ti€p nhan ho so va hen tra két qua
X -
Mau 02 M3u sé 02.doc
Phiéu yéu cau b6 sung hoan thién ho so
x -
Mau 03 Mau 03.doc
Phiéu tir choi ti€p nhan gidi quyét ho so
X -
Mau 04 M3u 04.doc

Phiéu xin 15i va hen lai ngay tra két qua
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x
Mau 05 M3u sé 05.doc
Phiéu kiém soat qu4 trinh giai quyét hd so
S6 theo ddi ho so
Mau 06 -
M3u sé 06.doc
To khai dang ky khai sinh
BM.HT.01.01 ﬁ}
BM.HT.01.01.doc
Mau hd tich dién tix tuong tac dang ky khai sinh (néu ndp hd so
theo hinh thtrc tryc tuyén).
BM.HT.01.02

[,
-

BM.HT.01.02.doc

4 |HOSOLUU

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

- | HO so dau vao theo muc 2.3;

- | SO dang ky khai sinh;

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

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

tuc hanh chinh cua tinh.

H6 so duoc lIuu tai Phong Tu phép, thoi gian luu trit S6 dang ky khai sinh 1a vinh vién,
con cac giéy td khac thuc hién luu theo quy dinh cua Luat HO tich va cac van ban
hudng dan thi hanh. Sau khi hét han, chuyén hd so xudng don vi luu trit cia UBND cép
huyén va luu trir theo quy dinh hién hanh.



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

36

2. Thia tuc diing ky khai sinh c¢é yéu t6 nwéc ngoai cho ngudi da 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:
Ngudi Viét Nam dinh cu ¢ nude ngoai, chua duge dang ky khai sinh tai co quan
c6 tham quyén Viét Nam, c6 ho so, gidy to ca nhan (ban chinh hoac ban sao
duogc chung thuc hop 1¢) nhu: Glay to' tiy than; S6 ho khau SO tam tru; gidy to
khac do co quan nha nudc c6 thim quyén ciia Viét Nam cép, trong d6 c6 ghi noi
sinh tai Viét Nam.
2.2 | Cach thirc thue hién TTHC:
- Ngudi ¢6 yéu cau ding ky khai sinh truc tiép thuc hién hodc Uy quyén cho
nguoi khac thuc hién ndp hd so truc tiép tai Trung tdm hanh chinh cong cap
huyén;
- Giri ho so qua hé théng buu chinh cong ich;
- Nop hd so truc tuyén trén Céng Dich vy cong Quéc gia
(https://dichvucong.gov.vn) hoic Hé thdng thong tin giai quyét thu tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn).
5 A 1A A Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh

Sao

To khai dang ky khai sinh, theo mau BM.HT.02.01 (néu ngueoi
co yéb‘t cau lva Ch()l:l nop ho so theo hinh thuc truc tuyén hodac X
guti ho so qua hé thong buu chinh);

Mﬁu h¢ tich dién tir tuong tac dang ky khai sinh (do nguoi yéu
cau cung cap thong tin theo huéng din trén Céng dich vu
cong néu nguoi cé yéu cau lua chon ndp hd so theo hinh thic
tryc tuyén);

Nguoi c6 yéu cau ding ky khai sinh thuc hién viéc ndp/xuit
trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thirc
truc tuyén) cac gidy to sau:
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* Gidy to phdi ngp:

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

Toan bd hd so, gidy to cta ngudi yéu cau hodc hd so, gidy to,
tai liéu khac trong d6 c6 cac thong tin lién quan dén ndi dung
khai sinh ctia nguoi d6, gdm: Gidy ching minh nhan dan, Thé
can cudc cong dan hodac Ho chiéu; Giéiy to chirng minh vé noi
cu tru; Béng tbt nghiép, Giéy chiing nhan, chiing chi, hoc ba,
hé so hoc tip do co quan ddo tao, quan 1y gido duc c6 tham
quyén cap hodc xac nhin; Gidy td khac c6 théng tin vé ho, chit
dém, tén, ngay, thadng ndm sinh cua céa nhan;

Ngudi yéu cau diang ky khai sinh c6 trach nhiém ndp day du
béan sao cdc gidy to néu trén (néu c6) va phai cam doan da nop
du cac giéy to0 minh co; chiu trach nhiém, h¢ qua cua viéc cam
doan khong dung su that.

Truong hop y quyén cho ngudi khac 1am thay thi phai c6 vin
ban uy quyén duoc chimg thue theo quy dinh cua phap luét.
Truong hop nguoi dugc uy quyén 13 6ng, ba, cha, me, con, vo,
chong, anh, chi, em rudt cia ngudi ty quyén thi vin ban uy
quyén khong phai ching thuc;

Gidy to chimg minh thudc gia dinh c¢6 cong véi cach mang;
ngudi thudc hd ngheo; nguoi khuyét tat (néu co).

* Gidy to phdi xudt trinh:

Ho chiéu hoic Chang minh nhan dan hodc The can cudc cong
dan hodc cac glay to khac c6 dan anh va thong tin ¢4 nhan do
co quan c6 tham quyén cap, con g1a tri st dung dé chirmg minh
vé nhan than cua nguoi ¢ yéu cau ding ky khai sinh. Trudong
hop céc thong tin ca nhan trong cac gidy td nay da c6 trong Co
so dir lidu Qudc gia vé dan cu, Co so dir lidu ho tich dién ti,
dugc hé thdng dién tu dong thi khong phai xuat trinh (theo
hinh thuc truc tiép) hodc tai 1én (theo hinh thirc tryc tuyén);

Gidy to ¢o gia tri ching minh thong tin vé cu tra trong trudng
hop co quan dang ky ho tich khong thé khai thac dugc thong
tin v& noi cu trG ctia cong dan theo cac phuong thirc quy dinh
tai khoan 2 Diéu 14 Nghi dinh sé 104/2022/ND-CP ngay
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21/12/2022 ctia Chinh phu. Trudng hop cac thong tin vé gidy
to chiing minh noi cu tra da dugc khai thac tor Co s¢ dir liéu
qudc gia vé din cu bang cac phuong thirc nay thi nguoi co yéu
cau khong phai xut trinh (theo hinh thic truc tiép) hodc tai
1én (theo hinh thtc truc tuyén).

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

*Luuy:

- Pi vai gidy to ndp, xuat trinh néu nguoi yéu cau ndp hod so theo hinh thirc
truc tiép:

+ Truong hop ngudi yéu cau ndp gidy td 13 ban sao dugc cap tir s6 gbe hodc ban
sao duoc ching thuc tir ban chinh thi nguoi tiép nhan hd so khéng duoc yéu cau
xut trinh ban chinh; néu nguoi yéu cau chi nop ban chup va xuat trinh ban
chinh thi nguoi tiép nhan hd so kiém tra, d6i chiéu ban chup v&i ban chinh va
ky vao ban chyup xac nhan vé viée da doi chiéu noi dung giéy to do, khong duogc
yéu cau ngudi di dang ky ndp ban sao gidy to do.

+ Déi véi gidy to xuat trinh khi dang ky ho tich, nguoi tiép nhan co trach nhiém
kiém tra, ddi chiéu véi thong tin trong to khai, chup lai hodc ghi lai thong tin dé
lru trong hd so va tra lai cho ngudi xuét trinh, khéng duoc yéu ciu ndp ban sao
hodc ban chup gidy td do.

+ Gidy to do co quan c¢6 thim quyén ciia nudc ngodi cap, cong chimg hodc xac
nhan dé sir dung cho viéc ding ky ho tich tai Viét Nam phai duoc hop phap hoa
lanh sy, trir truong hop duge mién theo diéu u6c québc te ma Viét Nam la thanh
vién; gidy to bang tiéng nudc ngoai phai duoc dich ra tiéng Viét va cong chimg
ban dich hodc ching thuc chit ky nguoi dich theo quy dinh ctia phap luat.

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

Nguroi tiép nhdn hé so thuc hién khai thac théng tin trong Co so dir liéu
quéc gia Vé ddn cir theo quy dinh phéap lugt néu nguwoi yéu cdu dang ky hé tich
dd cung cap ho, chit dém, tén; ngay, thang, nam sinh; sé dinh danh cé nhan/cin
cuoc cong dan/thé can cuocichitng minh nhan dan. Truwong hep cac thong tin
can khai thdac khéng cé trong Co so dir liéu quoc gia vé dan cw thi dé nghi
nguwoi Yeu cdu ké khai day du.

- Truong hop gin ho so qua hé thong buu chinh thi phai gui kem theo ban sao
c¢6 chimg thyc cac gidy to phai xuat trinh.

- Béi véi gidy to guri kém theo néu ngudi yéu cau ndp ho so theo hinh thire truc
tuyén:
+ Ban chup cac gidy to giri kém theo hd so ding ky khai sinh truc tuyén phai
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bao dam rd nét, ddy du, toan ven vé ndi dung, la ban chyp bang may anh, dién
thoai hodc dugc chup, duoc quet bang thiét bi dién tur, tir gidy to dugc cap hop
16, con gia tri sir dung; néu 1a gidy to do co quan cd tham quyén nudc ngoai cap
thi phai dugc hop phdp hoa lanh sy, dich sang t1eng Viét theo quy dinh, trir
trudng hop duge mién hop phéap hoa lanh su.

+ Truong hop gidy to, tai liéu phai giri kém trong hd so ding ky khai sinh truc
tuyén d3 c6 ban sao dién tir hodc dd c6 ban dién tir gidy td ho tich thi nguoi yéu
cau dugce st dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Gidy khai sinh/ban sao Gidy
khai sinh), ngudi c6 yéu cau dang ky khai sinh phai xuat trinh gidy to tuy than,
nop cac gidy to 1a thanh phan ho so ding ky khai sinh theo quy dinh phap luat
hd tich.

Truong hop nguoi yéu cau diang ky khai sinh khéng cung cap duogc gidy to néu
trén theo quy dinh hodc giéy to ndp, xuét trinh bi téy x0a, stra chira, 1am gia thi co
quan dang ky ho tich c6 thim quyén hay bo két qua dang ky khai sinh.

- Trudng hop cho phép ngudi yéu cau dang ky ho tich lap vin ban cam doan vé
noi dung yéu cau diang ky ho tich thi co quan dang ky ho tich phai giai thich rd
cho ngudi 14p vin ban cam doan vé trach nhiém, hé qua phap ly cua viéc cam
doan khong dung sy that. Co quan déng ky h¢ tich tur chdi giai quyét hoic dé
nghi co quan c6 thAm quyén huy bo két qua diang ky ho tich, néu cd co so xac
dinh no1 dung cam doan khong dung su that.

2.4 | SO lwong hd so: 01 bd
25 Thoi han giai quyét: 05 ngay 1am ViéC’ké tir ngdy nhan du ho so hop 18; truong
"~ | hop phai xac minh thi thoi han giai quyét khong qua 25 ngay.
Pia diém tiép nhin ho so va tra két qua giai quyét TTHC:
56 |- Trung tam Hanh chinh cong cap huyén.
| - Cong Dich vy cdng Qudc gia https://dichvucong.gov.vn hodc Hg thdng thong tin
giai quyet TTHC tinh Ha Tinh http://dichvucong.hatinh.gov.vn (chi tiép nhan ho so).
Co quan thuc hién: Phong Tu phap tlep nhan hd so va tham muu Chu tich Uy
ban nhan dan cap huyen xem xét, quyét dinh.
Co quan co thAm quyen‘ quyét dinh: UBND cip huyén noi cu tri trude khi
27 xuat canh cta nguoi yéu cau dang ky khai sinh.

Co quan dwoc Gy quyén: Khong.
Co quan ph01 hop: Co quan quan ly Co s6 dir liéu Qudc gia vé dan cu, Uy ban

nhan dan cap xa noi nguoi yéu cau dang ky khai sinh cu tra trudce khi xudt canh;
Co quan coéng an c6 thim quyén.
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2.8 | Pdi twong thwe hién TTHC: Ca nhan

Két qua giai quyét TTHC:

- Hb so du diéu kién:

+ Giy khai sinh (ban chinh), ban sao Gidy khai sinh (truong hop yéu cau cap
ban sao Gidy khai sinh).

2.9 | + Ban dién tir Gidy khai sinh (Ban dién tir s& ty dong gui vé Kho quan ly dir liéu
dién tir cia ca nhan/dia chi thu di¢n tir/thiét bi so/dién thoai ciia nguoi yéu cau
sau khi d3 hoan tat thi tuc dang ky khai sinh tai co quan dang ky ho tich).

- Hb so khong du diéu kién: Vin ban thong bao khong du diéu kién cap gidy
khai sinh.
2.10 | Quy trinh xir ly cong viéc
TT Trinh tw Tr.aACh Thoi gian Biéu ma?u/Ket
: nhi¢m qua
Tiép nhan ho so:
1. Tiép nhan hd so.
- Tiép nhan ho so truc tiép tir cd
nhan hoac tir hé thong buu chinh
hoic trén Cong Dich vu cong
Qudc gia
(https://dichvucong.gov.vn)  hodc
Hé théng thong tin giai quyét tha
tuc hanh chinh cta tinh
(https://dichvucong.hatinh.gov.vn).
2. Can bo TN&TKQ kiém tra hd Mau 01, 02, 03
SO Cong chuc| Gio hanh | (néu co), 05, 06

Bl _ ) TN&TK chinh 3 Ho so th

- Néu ho so chua day du hoic Q ! va Ho so theo
muc 2.3

khong hop 1&: Huéng dan hoic
thong bio bang vin ban cho cé
nhan bd sung, hoan thién hd so.
Truong hop khong bd sung, hoan
thién duoc hd so thi thong bao tir
chéi giai quyét hd so.

Néu hd so dﬁy du, hop 1&: Lam
thu tuc tiép nhan hd so, thu phi,
1¢ phi theo quy dinh, c¢6 Phiéu
hen, tra két qua cho ngudi co yéu
cau (néu nguoi co yéu cau lya
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chon hinh thuc nop hd so truc
tiép) hodc gui ngay Phiéu hen,
tra két qua qua thu dién tir hodc
guri tin nhan hen tra két qua qua
dién thoai di dong cho ngudi co
yéu cau (néu ngudi c6 yéu cau
Iwra chon hinh thic ndép hd so
truc tuyén).

Sau khi tiép nhan ho so theo hinh
thitc ndp truc tiép, cong chirc
TN&TKQ thyc hién sé héa (sao
chup, chuyén thanh tai liéu dién
tir trén hé thong thong tin, co s6
dir liéu) va ky s6 vao tai liéu, ho
so giai quyét thil tuc hanh chinh
da duogc s6 hoa theo quy dinh.

Chuyén hd so cho Phong Tu

Cong chuc

Mau 01, 05 va

B2 | ohép xir 1y, TN&TKQ 02810 | 13 so kém theo
B3 Phan c¢bng cong chirc xtr 1y hd Iﬂdl?(‘r)lrlllgd%?r 04 ity Mﬁu‘ 05 va Hb
SO. ; so kem theo
phap
Xem xét, xir 1y ho so:
- Truong hop hd so can bd sung,
hoan thién hodc khéng du diéu
kién giai quyet phai tir chdi thi
glri thong bao vé tinh trang hd so . )
ti Trung tAm Hanh chinh cong dé Mau 04 (néu
thong bao cho nguoi ndp ho so. c6), 05 va du
- Truong hop cén phdi kiém tra, | , théo Gi%y khvai
B4 | x4c minh lam rd hodc do nguyén | €0ng chuc 02 ngay Slflh h?ac van
nhan khéc ma khong thé tra két | XU Iy ho so ban thong bao

qua dung thoi gian dé hen thi 1ap
Phiéu xin 18i va hen lai ngay tra
két qua, trong d6 néu rd ly do
cham tra két qua va thoi gian hen
tra két qua chuyén Trung tim
hanh chinh cong dé tra cho ngudi
cd yéu cu (néu ngudi c6 yéu
cau lya chon hinh thic nop hd so

khong du diéu
kién cap giay
khai sinh.
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truc tiép), hodc giri Phiéu xin 13i
va hen lai ngay tra két qua qua
thu dién tr hodc giri tin nhin qua
di¢n thoai di dong cho nguoi co
yéu cau (néu ngudi co yéu cau
lga chon hinh thuc ndp hd so
truc tuyén). Chuyén thuc hién
budce BS.

- Trudng hop du diéu kién: Vao
S6 dang ky khai sinh, nhap dir
liéu vao phan mém hd tich, in dy
thaio Gidy khai sinh, trinh lanh
dao Phong duyét va trinh lanh
dao UBND cép huyén.

Truong hop tiép nhan ho so ding
ky khai sinh theo hinh thic truc
tuyén thi gori lai biéu miu Gidy
khai sinh dién tir v6i thong tin
day du cho nguoi yéu céau qua
thu dién ti hodc thiét bi sd.
Ngudi yéu ciu cé trach nhiém
kiém tra tinh chinh xac, ddy du
clia cac thong tin trén biéu miu
Gidy khai sinh dién tir va xac
nhan (t6i da mot ngay).

Néu nguoi ¢6 yéu cdu xac nhan
thong tin di théng nhat, diy du
hodc khong c6 phan hoi sau thoi
han yéu cau thi thyc hién viéc
ghi ndi dung vao SO ding ky
khai sinh, cdp nhat thong tin
dang ky khai sinh va luu chinh
thirc trén Phan mém ding ky,
quan ly hd tich dién ti dung
chung. Chuyén t6i B7.

- Truong hop hd so khong du
diéu kién: Dy thao Vin ban
thong bao khong du diéu kién
dang ky khai sinh trinh 1anh dao
phong duyét. Chuyén téi budc
B7.
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- Truong hop phuc tap thi tham
muu Vin ban d& nghi UBND cip
Xa noi ngudi cd yéu cau cu tru
trude khi xuét canh kiém tra, xac
minh vé viéc dang ky khai sinh
clia ngudi yéu cdu va viée luu

giit sO ho tich. Phong Tu

- Trudng hop gidy t& ctua nguoi | phap, Lanh Mau 05; Vin

yéu cau dang ky khai sinh khong | dao UBND 03 ngay ban dé nghi x4c

c6 thong tin chimg minh quan hé | cip huyén, minh

cha, me, con thi tham muu van| Van thu

ban dé nghi co quan cong an co

thAm quyén xac minh trinh Lanh

dao UBND cap huyén ky duyét,

Vin thu dong ddu phat hanh van

ban.

Thuc hién cac budc tiép theo.

UBND cap xa Va Co quan cong UBND cép

an co tham quyén noi nhén dugc N

yéu cdu xac minh tién hanh kiém rava 90

tra, x4c minh va tra 101 bang van quar} COP g Van ban tra o1
B5 | ban vé vicc ngudi yéu cau da| “OMAM L 5 ncay Tkét qua xdc

duoc ding ky khai sinh hay chua q}‘:Y er(‘i notl minh

dugc ding k¥ khai sinh; vide con | "Lam duec

luu giit hodc khong luu gift duoe | 7 C.a“hxac

s ho tich. min

* Nhan két qua xac minh: Ma3u 05 va Du

- Néu du diéu kién: Vao S6 ding thao Gidy khai

ky khai sinh, nhdp dir liéu vao sinh hodc vian

phan mém ho tich, in dy thio ban thong bao

Gidy khai sinh; khong du diéu

- Néu khong dir diéu kién: Du| s ¢ chitc \ kien cap gidy
B6 | thao van ban thong bao khong du | ., Iy hd so 04 ngay |khai sinh; Van

diéu kién cap giay khai sinh;

Trinh lanh dao Phong Tu phép.

* Truong hgp co quan cong an
tra 101 khong c6 thong tin hodc
hét thdi han xdc minh ma khong
cO van ban tra 101 thi cho nguoi

ban cam doan
vé thong tin
cua cha, me,
con cua nguoi
dang ki khai
sinh (néu co).
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yéu cau ding ky khai sinh lap
van ban cam doan vé thong tin
cua cha, me va xac dinh ndi dung
khai sinh theo van ban cam doan.
Pong thoi tién hanh cac budc
giai quyét theo quy dinh.

Du thao Gidy
khai sinh hoac
van ban thong

Xem xét, duyét du thao két qua | Lanh dao béo khone dao
B7 | giai quyét thi tuc hanh chinh tai | Phong Tu | 0lngdy | % S on® §
B4 va B6 phap dicu kign cap
' giay khai sinh
da duyét/ky
nhay
Mau 05 Giay
Lanh dao khai sinh hoac
Ky duyét du thao két qua thuc P \ van ban thong
B8 | hi¢n tai buéc B7 UBNDcap | 0Lngay |0 hang da
huyén A A £
dieu kién cap
giay khai sinh
Mau 05, 06
. Van th i4 i si
Phat hanh van ban, trd k&t qua | years % Gidy khai sinh
\ Y » | UBND cap hoic vian ban
cho Phong Tu phdp dé chuyén A .y A .
B9 A L 7 huyén; 02 gio théng bao
cho Trung tdam Hanh chinh cdng . A g A
z A Phong Tu khong du diéu
cap huyén. ; oA P X
phap kién cap giay
khai sinh
Mau 01, 06;
q Giay khai sinh
510 | dch va . Gidy khai s cho cg | COTEChie | Gid hann |8l Y0
Ich v y khal SIh Cho €a | rne TKQ chinh g

nhan.

khong du dieu
kién cap gidy
khai sinh

* Truong hop dén hen nhung chua c6 két qua, trong thoi gian cham nhat 01
ngdy trudc ngay | hét han xu 1y, Phong Tu phap tham muu UBND cap huyén ban
hanh phiéu xin 15i va hen lai ngay tra két qua dé giri cho té chirc, ca nhan.
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* Trong qua trinh giai quyét hd so ngudi cé trach nhiém thuc hién can thyc hién
dong thoi cac thao tac tiep nhan/chuyén/tra ho so, két qua giai quyét trén phan
mém H¢ thong thong tin giai quyét thu tuc hanh chinh cua tinh vé1 cac budce

trong quy trinh.

BIEU MAU

Gidy tiép nhan hd so va hen tra két qua

Mau 01
Mau 01.doc
Phiéu yéu cau bo sung hoan thién hd so
Mau 02 =
Mau s6 02.doc
Phiéu tir chdi tiép nhan giai quyét ho so
Mu 03 -
Mau 03.doc
Phiéu xin 1i va hen lai ngay tra két qua
Mau 04 -
Mau 04.doc
Phiéu kiém soat qua trinh giai quyét hd so
Mau 05 =
Mau s6 05.doc
36 theo ddi ho so
M&u 06 -
Mau s6 06.doc
BM.HT.02.01 | To khai dang ky khai sinh
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i
-

BM.HT.02.01.doc

Giay cam doan

BM.HT.02.02

20. Mau gidy cam
doan.doc

Mau hd tich dién tix tuong tac dang ky khai sinh (néu ndp hd so
theo hinh thtc tryc tuyén).
BM.HT.02.03 E-'E

BM.HT.02.03.doc

4 |HOSOLUU

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

- Ho so dau vao theo muc 2.3;

- | So dang ky khai sinh;

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

- | Van ban cam doan v¢€ thong tin cia cha me (n€u co);

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

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

H6 so duogc Iuu tai Phong Tu phép, thoi gian luu trit S6 dang ky khai sinh 1a vinh vién,
con cac giéy to khac thuc hién Iuu theo quy dinh ctia Luat HO tich va cac van ban
hudng dan thi hanh. Sau khi hét han, chuyén hd so xudng don vi luu trit cia UBND cép
huyén va luu trir theo quy dinh hién hanh.
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3. Thii tuc ding ky két hon c6 yéu td nwée ngoai

1 KY HIEU QUY TRINH QT.HT.03
2 | NOI DUNG QUY TRINH
2.1 | Piéu Kién thwe hién TTHC:
- Nam tir du 20 tudi trd 1én, nit tir dd 18 tudi trd 18n;
- Viéc két hon do nam va nit tu nguyén quyét dinh;
- Céc bén khong bi mat ning lyc hanh vi dan su;
- Cong dan Viét Nam dinh cu ¢ nudc ngoai phai co gidy t& cho phép cu tri do
co quan c6 thAm quyén nudc ngoai cap;
- Viée két hon khong thugc mot trong cac truong hop cam két hon theo quy
di‘nh tai cac diém a, b, ¢ va d khoan 2 Diéu 5 ctia Luat Hon nhan va gia dinh,
gom:
+ Két hon gia tao;
+ Té4o hon, cudng ép két hon, Lra dbi két hon, can tré két hon;
+ Nguoi dang co6 vg, co chong ma két hon v6i nguoi khac hodc chua co6 vo,
chua c6 chong ma két hon voi ngudi dang co6 chong, ¢o vo;
+ Két hon gifta nhitng nguoi cing dong mau vé truc hé; giita nhitng ngudi cd ho
trong pham vi ba doi; gitta cha, me nudi voi con nudi; gitra nguoi da tung la
cha, me¢ nuoi voi con nudi, cha chong v6i con dau, me vo voi con 1€, cha duong
v6i con riéng ctia vo, me ké v6i con riéng ciia chong.
* Nha nudc khong thira nhan hon nhan gitra nhitng ngudi cung gidi tinh.
2.2 | Cach thirc thuc hién TTHC:
- Ngudi c6 yéu cau dang ky }(ét hén truc tiép thuc hién nop hd so tryc tiép tai
Trung tdm hanh chinh cong cap huyén.
- Nop hd so truc tuyén trén Céng Dich  vu cong Quéc gia
(https://dichvucong.gov.vn) hoic Hé thong thong tin giai quyét thii tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn) (bén nam hodc bén nit c6 thé
ndp hod so ma khong can c6 vin ban iy quyén cta bén con lai).
) A 1A A Ban | Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
_ | To khai dang ky két hon theo mau BM.HT.03.01, c6 du théng |

tin cia hai bén nam, ni. Hai bén nam, ni c6 thé khai chung
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Vao mét To khai dang ky két hon (neu nguroi €O yéu cau lya
chon nép hé so theo hinh thirc truc tiép);

Mau h¢ tich dién tu tuong tac dang ky két hon (do ngudi yéu cau
cung cap thong tin theo huong dan trén Cong dich vu cong, néu
nguoi o yéu cau lwa chon ndp hd so theo hinh thirc truc tuyén);

Nguoi c6 yéu cau dang ky két hon thyc hién viéc ndp/xuit
trinh (theo hinh thurc truc ti€p) hodc tai 1€n (theo hinh thuc truc
tuy€n) cac gidy to sau:

* C4c gidy to' phdi ngp:

Gidy xac nhan cua t6 chic y té ¢ tham quyén cua Viét Nam
hodc nudc ngoai cap cho hai bén nam, nir, xac nhan ngudi do
khdng mic bénh tdm than hoic bénh khac ma khdng co kha
nang nhan thuc, lam chu dugc hanh vi cua minh (chua qua 06
thang tinh dén ngay nhan hd so);

Giay to chung minh tinh trang hdn nhan cua hai bén nam, nir:

+ Giay to chiang minh tinh trang hén nhan cua ngudi nudc
ngoai do co quan c6 thAm quyén cta nudc ma ngudi d6 13 cong
dan cap con gia tri sit dung, xac nhan hién tai ngudi dé6 khong
¢ vo hoic khong c6 chong; truong hop nudc ngoai khdng cap
xac nhan tinh trang hén nhan thi thay bang gidy to do co quan
c6 tham quyén nuéc ngodi xac nhan ngudi d6 co du didu kién
két hon theo phap luat nudc do;

Gia tri str dung cua giay to chang minh tinh trang hén nhan cua
ngudi nude ngoai duge xac dinh theo thoi han ghi trén giay to
d6. Truong hop gidy to ching minh tinh trang hon nhan khdng
ghi thoi han sir dung thi gidy to nay va glay Xac nhan cua to
chuc y té cua gia tri trong thoi han 6 thang, ké tir ngay cap;

+ Gidy xac nhan tinh trang hén nhan caa cong dan Viét Nam cu
tra trong nudc. Truong hop da céd thong tin tinh trang hdn nhén
trong Co s dix liéu ho tich dién ti, Co sé dit liéu Quéc gia vé dan
cu thi khdng phai xuat trinh (theo hinh thic tryc tiép) hoac tai 1én
(theo hinh thuc truc tuyén).

Ho chiéu hodc giay to c6 gia tri thay the doi voi nguoi nuée
ngoai, cong dan Viét Nam dinh cu ¢ nudc ngoal (gidy to co gla
tri thay thé d6i voi nguoi nudc ngoai 1a gidy to di lai quéc té
hoac thé cu trt);
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* Ngoai gidy to néu trén, tly timg trudng hop, bén nam, bén nix
phai nop gidy to tuong Gng sau day:

- COng dan Viét Nam da ly hon hodc huy viéc két hdn tai co
quan cé tham quyén ciia nudc ngoai phai nop ban sao trich luc
ho tich vé viéc di ghi vao s6 viéc ly hén hoac huy viéc két hon
trai phap luat (Trich luc ghi cha ly hon);

- Cong dan Viét Nam la cong chuc, vién chuc hoac dang phuc
vu trong luc lugng vii trang phai nop van ban cua co quan, don
vi quan Iy xac nhan viéc két hdn voi ngudi nuéc ngoai khong
trai voi quy dinh cta nganh do;

- Truong hop nguoi yéu cau dang ky két hon dang cong tac,
hoc tap, lao dong c6 thoi han & nudc ngoai thi phai nop Giay
xac nhan tinh trang hon nhan do Co quan dai dién ngoai giao,
Co quan dai dién lanh su cua Viét Nam & nudc ngoai cap.

Giay to chang minh thudc gia dinh c6 cong vdi cach mang;
ngudi thudc hd ngheo; nguoi khuyet tat (neu co).

* C4c gidy to phdi xudt trinh:

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

Nguoi nude ngoai xuat trinh ban chinh hé chiéu dé chirng minh
ve nhan than; truong hop nguodi nude ngoai khong c6 hd chiéu
de xuat trinh thi c6 thé xuat trinh giay to di lai quoc t€ hoac thé
cu tra.

Gidy to ¢6 gid tri chimg minh thong tin vé cu trdi trong truong hop
co quan dang ky ho tich khong thé khai thac duogc thong tin vé noi
cu tru cua cong dan theo cac phuong thirc quy dinh tai khoan 2
Diéu 14 Nghj dinh s6 104/2022/ND-CP ngay 21/12/2022 ciia
Chinh phu. Trudng hop céac thong tin vé gidy to chung minh noi
cu tra da dugce khai thac tir Co so dir 1iéu quoc gia vé dan cu bang
cac phuong thirc nay thi ngudi co yéu cau khong phai xudt trinh
(theo hinh thtrc tryc tiép) hodc tai 1én (theo hinh thirc truc tuyén).
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*Luuy:

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

+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao dugc cap tir s6 gbc hodc ban
sao dugc chimng thyc tir ban chinh thi ngudi tiép nhan hd so khong dugc yéu cau
xuét trinh ban chinh; néu nguoi yéu cau chi ndp ban chup va xuét trinh ban chinh
thi nguoi tiép nhan c6 trach nhiém kiém tra, dbi chiéu ban chyp v&i ban chinh va
ky x&c nhan, khong duoc yéu cdu ndp ban sao gidy to do.

+ Dbi v6i gidy to xuat trinh khi dang ky ho tich, nguoi tiép nhan c6 trach nhiém
kiém tra, doi chiéu véi thong tin trong to khai, chup lai hodc ghi lai thong tin dé
lru trong ho so va tra lai cho ngudi xuét trinh, khong duoc yéu cau ndp ban sao
hodc ban chup gidy td do.

+ Giéy td do co quan c6 thAm quyén ciia nudc ngodi cip, cong chirng hodc xac
nhan dé sir dung cho viéc ding ky ho tich tai Viét Nam phai dugc hop phap hoa
lanh sy, trir truong hop duge mién theo diéu udc quéc te ma Viét Nam la thanh
vién; gidy to bang tiéng nudc ngoai phai duoc dich ra tiéng Viét va cong chimg
ban dich hodc ching thuc chit ky nguoi dich theo quy dinh ctia phap luéat.

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

Nguoi tiép nhdn hé so thuc hién khai thac théng tin trong Co sé di liéu quac
gia Vé ddn cw theo quy dinh phap ludt néu nguwoi yéu cau dang ky hé tich da
cung Ccfp ho, chir dém, tén, ngay, thding, nam sinh; s6 dinh danh ¢ nhdn/can
cuoc cong dan/thé can cudcichirng minh nhan dan. Truong hop cac thong tin
can khai thdac khéng cé trong Co sé dit liéu quéc gia vé dan cw thi dé nghj
ngurol Yeu cdu ké khai day di.

- Bdi véi gidy to gui kém theo néu ngudi yéu cau ndp ho so theo hinh thirc truc
myén:

+ Ban chyp cac gidy to giri kém theo hd so ding ky két hon truc tuyén phai bao
dam 16 nét, day du, toan ven vé nodi dung, 1a ban chup bang may anh, dién thoai
hodc dugc chup, duge quet bang thiét bi dién tir, tir gidy to dugc cap hop 1€, con
gid tri st dung; néu 13 gidy to do co quan co thAim quyén nudc ngoai cap thi phai
dugc hop phép hoa lanh sy, dich sang tiéng Viét theo quy dinh, trir truong hop
duoc mién hop phap hoa lanh su.

+ Truong hop gidy to, tai liéu phai gii kém trong hd so ding ky két hon truc
tuyén da c6 ban sao dién tir hodc dd c6 ban dién tir gidy td ho tich thi nguoi yéu
cau dugce st dung ban dién tir nay.

+ Khi d&én co quan dang ky ho tich nhan két qua (Gidy ching nhan két hon),
ngudi co yéu cau dang ky két hon phai ndp ban chinh Gidy xac nhan tinh trang
hon nhan (néu thong tin vé tinh trang hon nhin chua cé trong Co sd dir liéu
Qudc gia vé& dan cu, Co so dir liéu ho tich dién tu), gidy to ching minh tinh
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trang hon nhan, gidy xac nhan cua to chirc y té.
Truong hop nguoi yéu cau dang ky ket hon khong cung cap duoc gidy to néu

trén theo quy dinh hodc gidy td nop, Xuat trinh bi ty x6a, stra chira, lam gia thi
co quan dang ky ho tich co thim quyén huy bo két qua ding ky két hon.

2.4 | SO lwong hé so: 01 bd

2.5 | Thoi han gidi quyét: 15 ngay lam viéc, ké tir ngay nhan du ho so hop 1.

2.6 | Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
- Trung tam Hanh chinh céng cap huyén.
- Cong Dich vy cong Quoc gia https://dichvucong.gov.vn hogc He thong thong tin
giai quyet TTHC tinh Ha Tinh http://dichvucong.hatinh.gov.vn (chi tiep nhan ho so).

2.7 | Co quan thyc hién: Phong Tu phap ‘giép nhan ho so va tham muu Chua tich Uy
ban nhan dan cap huyén xem xét, quyét dinh.
Co quan c6 tham quyeén quyét dinh:
- Uy ban nhan dan cip huyén noi cu tra cia cdng dan Viét Nam thuc hién ding
ky két hon gitra cong dan Viét Nam vai nguoi nudc ngoai; gitra cong dan Viét
Nam cu tra ¢ trong nudc voi cong dan Viét Nam dinh cu & nudc ngoai; gitra
cong dan Viét Nam dinh cu & nuwéc ngoai voi nhau; gitra cong dan Viét Nam
dong thoi cé quoc tich nudc ngoai vai cong dan Viét Nam hoac véi ngudi nudc
ngoai.
- Truong hop ngudi nude ngoai cu trh tai Viét Nam c6 yéu cau ding ky két hdn
tai Viét Nam thi Uy ban nhan dan cap huyén noi cu tra cia mot trong hai bén
thuc hién dang ky két hon.
Co quan dwgc ty quyén: Khdng.
Co quan phéi hep: Co quan quan ly Co so dit liéu Qudc gia vé dan cu, co
guan co lién quan.

2.8 | Pdi twong thue hién TTHC: Ca nhan

2.9 | Két qua giai quyét TTHC:

- Ho so du diéu kién:

+ Gidy chirng nhan két hon (02 ban chinh), mdi bén vo, chong 01 ban.

+ Ban dién tir Trich luc két hon (Ban dién tir s€ ty dong gui vé Kho quan 1y dix
liéu dién tir cua ca nl}én/dia chi thu dién,tfr/thiét bi s6/di¢n thoai cua ngudi yéu
cau sau khi da hoan tat thu tuc dang ky két hon tai co quan dang ky ho tich).

- Ho so khong du diéu kién: Vin ban thong bao khéng du diéu kién diang ky két
hon.



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

52

2.10

Quy trinh xir ly cong viéc

TT

Trinh tuw

Trach
nhi¢m

Thoi
gian

Biéu
mau/Ket qua

Bl

Tiép nhan hd so:

1. Tiép nhan ho so.

- Tiép nhan ho so tryc tiép tir ca nhan
hoac tur hé théng buu chinh hoac trén
Cong Dich wvu cong Qubc gia
(https://dichvucong.gov.vn) hoac H¢
théng thong tin giai quyét thu tuc hanh
chinh cua tinh
(https://dichvucong.hatinh.gov.vn).

2. Can bd TN&TKQ kiém tra hd so:

- Néu ho so chua day du hodc khong
hop 1é: Hudéng dan hodc thong bao
bang vin ban cho c4 nhian bd sung,
hoan thién hd so. Truong hop khong
bo sung, hoan thién duogc hd so thi
thong bao tir chdi giai quyét hd so.
Néu hd so d?ly du, hop I&: Lam thu tuc
tiép nhan ho so, thu phi, 18 phi theo
quy dinh, c¢6 Phiéu hen, tra két qua
cho ngudi c6 yéu cau (néu ngudi o
yéu cau lya chon hinh thirc ndp hd so
tryc tiép) hodc guri ngay Phiéu hen, tra
két qua qua thu dién tir hodc gui tin
nhin hen tra két qua qua dién thoai di
dong cho nguoi c6 yéu cau (néu nguoi
¢ yéu cau lya chon hinh thirc ndp hd
s0 truc tuyén).

Sau khi tiép nhan ho so theo hinh thuc
nop truc tiép, cong chiic TN&TKQ
thuc hién s hoa (sao chup, chuyén
thanh tai li€u dién tir trén hé théng
thong tin, co so dir liéu) va ky sd vao
tai liéu, hd so giai quyét thi tuc hanh
chinh d3 dugc s hoa theo quy dinh.

Cong chuc
TN&TKQ

Gid hanh
chinh

Mau 01, 02,
03 (néu co),
06 va hd so
theo muc 2.3

B2

Chuyén ho so cho Phong Tu phép.

Cong churc

02 gid

Mau 01, 05 va
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TN&TKQ hdo so kém
theo

Phan cong cin bd Phong Tu phap xit | Lanh dao .. | Mau 05 va hd
B3 " \ 02 gio \

y. Phong so kém theo

Xem xét, xir 1y hd so:

- Trudng hop hd so can bd sung, hoan

thién hodc khong du dicu kién giai

quyét, phai tir chdi thi giri thong bao

vé tinh trang ho so t&i Trung tam hanh

chinh cong dé thong bao cho nguoi

nop ho so;

- Truong hop can phai kiém tra, xac

minh lam 18 hodc do nguyén nhan khac

ma khong thé tra két qua dung thoi gian

da hen thi 14p Phiéu xin 18i va hen lai

ngdy tra két qua, trong d6 néu 1 1y do

cham tra két qua va thoi gian hen tra két

qua, chuyén Trung tAm hanh chinh Mau 04 (néu

cong dé tra cho nguoi co yéu cau (néu c6), 05; du

nguoi ¢6 yéu cau lya chon hinh thic thao Gidy

nop ho so trye ti€p), hodc gui Phifu xin ching nhan
84 16i va hen lai ngay tra ket qua qua thu | Cong chic 13 nod két hon hoidc

dién tir hodc guri tin nhan qua dién thoai | xir 1y hd so gay Vin ban

di dong cho nguoi c6 yéu cau (néu théng béao

nguoi ¢4 yéu cau lya chon hinh thuc khong du diéu

ndp ho so tryc tuyen). ki¢n dang ky

- Néu du diéu kién: Vao S6 ding ky két hon

két hon, nhap dir liéu vao phan mém
ho tich, in du thao 02 Gidy chimng
nhén két hon.

+ Truong hop tiép nhan hd so dang ky
két hon theo hinh thic tryc tuyén: Gui
lai biéu miu Gidy chimg nhan két hon
dién tir voi thong tin day du cho ngudi
yéu cau qua thu dién tir hodc thiét bi so.
Nguoi yéu ciu c6 trach nhiém kiém
tra tinh chinh x4c, ddy du cua cic
thong tin trén biéu miu Gidy chimg
nhan két hon dién tr va xac nhan (toi
da mdt ngay).
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Néu ngudi co yéu cau xac nhin thong
tin d4 thong nhat, ddy du hodc khong
c6 phan hdi sau thoi han yéu cau thi
cong chirc xtr Iy hd so thyc hién ghi
vao S6 ding ky két hon, nhdp dir liéu
Vao phﬁn mém hd tich, in du thao 02
Giéy chiing nhan két hon;

- Trudong hop co khiéu nai, to cdo viée
két hon khong du dicu kién két hon
theo quy dinh ctia Luat Hon nhan va
gia dinh hodc xét thdy c6 van dé can
lam rd vé nhan than cua bén nam, bén
nit hoic gidy to trong hd so ding ky
két hon thi Phong Tu phap phdi hop
v&i co quan c6 li€n quan xac minh 1am
rd. Trong qué trinh tham tra, xac minh
h6 so, néu thay can thiét, Phong Tu
phap lam viéc tryc tiép voi cac bén dé
lam 16 vé nhan than, sy tu nguyén két
hon, muc dich két hon.

B5

Xem xét, duyét du thao két qua tai
budc B4.

Lanh dao
Phong Tu
phap

04 gid

Mau 05; du
thao Gidy
chimg nhan
két hon hodc
Vian ban
thdng béo
khong du diéu
kién dang ky
két hon da
duyét/ky nhay

B6

Ky du thio giai quyét thii tuc hanh
chinh tai B5.

Lanh dao
UBND cap
huyén

04 gio

Mau 05; Gidy
chung nhan
két hon hoac
Vian ban
théng béo
khong du diéu
kién dang ky
két hon

B7

Phat hanh van ban va tra két qua cho

Van thu

04 gioy

Mau 05, 06;
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Phong Tu phap dé tra cho cd nhan va |  UBND; Gidy  chung
két thuc trén phan mém dich vu cong. Phong Tu nhan két hon
phap hoac Van ban
théng béao
khong du diéu
kién dang ky
két hon
POi v6i Gidy chimg nhan két hon: T6 | VN1 €AP Miu 01, 06 v
chirc L& trao Gidly chimg nhan két hon | .2 10 Gidy chimg
va chuyén nguoi dan ky vao S6 ho tich. cong chuc nhan két hon
S TN&TKQ '

i G10 2300 | \u 01, 06 va
D61 voi Van ban thong bao khong du Vian ban
diéu kién dang ky két hon: Phong Tu | Cong chirc thong  bao
phap chuyén Vin ban thong bao cho | TN&TKQ khong du dicu
cong chitc TN&TKQ dé tra cho ca nhan. kién dang ky

két hon
* Truong hop dén hen nhung chwa cé két qua, trong thoi gian cham nhat 01
ngay trudc ngay hét han xu 1y, Phong Tu phép tham muwu UBND cap huyén ban
hanh phiéu xin 18i va hen lai ngay tra két qua dé gui cho to chuc, c& nhan.
* Trong qua trinh giai quyét hd so ngudi c6 trach nhiém thuc hién can thuc hién
ddng thoi cac thao tac tiép nhan/chuyén/tra ho so, két qua giai quyét trén phin
mém Hé thdng théng tin giai quyét thu tuc hanh chinh cua tinh véi cac budc
trong quy trinh.

3 | BIEUMAU

Gidy tiép nhan hd so va hen tra két qua

Mau 01
Mau 01.doc
Phi€u yéu cau b6 sung hoan thién ho so
Mau 02

Mau s6 02.doc
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Phiéu tir chdi tiép nhan giai quyét ho so

Mau 03

Ma&u 03.doc

Phiéu xin 16i va hen lai ngay tra két qua

Mau 04

Mau 04.doc

Phiéu kiém soé4t qué trinh giai quyét hd so

Mau 05

Mau s6 05.doc

S6 theo ddi hd so
Mau 06 =

Mau s6 06.doc

To khai ding ky két hén
BM.HT.03.01 EEH

BM.HT.03.01.doc

Mau ho tich dién tir tuong tac dang ky két hén (néu nop hod so
theo hinh thtrc tryc tuyén).
BM.HT.03.02 @

BM.HT.03.02.docx

HO SO LUU

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

Ho6 so dau vao theo muc 2.3;

Vian ban dé nghi xac minh; Van ban tra 161 két qua xadc minh (néu co);
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S6 dang ky két hon;

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

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

H6 so duoc luu tai Phong Tu phap, thoi gian luu trir thuc hién luu theo quy dinh cua
Luat H¢ tich va cac van ban hudng dan thi hanh. Sau khi hét han, chuyén ho so xuéng
don vi luu trit cia UBND cip huyén va luu trit theo quy dinh hién hanh.

4. Thi tuc ding ky khai tir c6 yéu to nwéc ngoai

1 KY HIEU QUY TRINH QT.HT.04
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thye hién TTHC:
Khéng
2.2 | Cach thire thuc hién TTHC:
- Ngudi ¢6 yéu cau dang ky khai tir tryc tiép thuc hién hodc ty quyen cho nguoi
khac thuc hién ndp hd so tryc tiép tai Trung tim hanh chinh cong cip huyén;
- Giri ho so qua hé thng buu chinh cong ich;
- Nop hd so truc tuyén trén Céng Dich  vu cong Qubc gia
(https://dichvucong.gov.vn) hodc Hé thong thong tin giai quyét thii tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn).
2.3 | Thanh phan ho so, bao gom: Ban | Ban

chinh | sao

To khai dang ky khai tir, theo mau BM.HT.04.01 (néu nguoi c6
yéu cau lya ch,oln nop ho so theo hinh thuc truc tiep hodc gui X
ho so qua hé thong buu chinh);

Mau ho tich dién tir tuong tac dang ky khai tir (do ngudi yéu cau
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cung cap thong tin theo hudng dan trén Cong Dich vu cong, néu
ngudi co yéu cau lya chon ndp ho so theo hinh thirc tryc tuyén);

Nguoi ¢ yéu cau diang ky khai tir thyc hién viéc ndp/xuat trinh
(theo hinh thurc truc ti€p) hodc tai 1€n (theo hinh thuc truc tuyén)
cac gidy to sau:

* Gidy to phdi ngp:

Gidy bao tir hodc gidy to thay cho Gidy béo tir, gdm:

+ Gidy xac nhan viéc thi hanh 4n tr hinh d6i v6i nguoi chét do
thi hanh an tir hinh;

+ Ban an, quyét dinh ¢6 hiéu luc cua Toa an ddi véi truong hop
mot nguoi bi Toa an tuyén bo 1a da chét;

+ Vin ban x4c nhan cta co quan cong an hodc két qua giam
dinh cta Co quan giam dinh phdp y d6i voi nguoi chét trén
phuong tién giao thong, chét do tai nan, bi giét, chét dot ngot
hodc chét c6 nghi van;

Gidy to, tai liéu, chimg ¢t do co quan, to chtc ¢6 thAm quyén
cap hoic xac nhan hop 1& ching minh su kién chét ddi véi
truong hop dang ky khai tir cho nguoi chét da lau, khong cé
Gidy bao tir hodc gidy to thay thé Gidy bao tir;

Vin ban uy quyén (duoc ching thuc) theo quy dinh ctia phap
luat trong truong hop Gy quyén thuc hién viée ding ky khai ti.
Truong hop nguoi c6 trach nhiém ding ky khai tir Gy quyén cho
nguoi khac thyc hién viée dang ky khai tir ma nguoi duge uy
quyén la ong, ba, cha, me, con, vy, chong, anh, chi, em rudt cta
ngudi iy quyén thi van ban uy quyén khong phai ching thuc;

Gidy to0 ching minh thudc gia dinh c6 cong v&i cach mang;
nguoi thude hd nghéo; ngudi khuyét tat (néu co);

* Gidy to phai xudt trinh:

Ho chiéu hoic Chl'rng minh nhan dan hodac Thé can cudc cong
dan hodc cac giay to khac c6 dan anh va thong tin ca nhan do co
quan c6 tham quyén cip, con gia tri sir dung dé ching minh vé
nhan than cua nguoi c6 yeu cau dang ky khai sinh. Truong hop
céc thong tin ca nhan trong cac gidy to nay di c6 trong Co so dit
liéu Quéc gia vé dan cu, Co s6 dit liéu H tich dién tir, duoc hé
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thong dién tu dong thi khong phai xudt trinh (theo hinh thirc tryc
tiép) hodc tai 1én (theo hinh thirc truc tuyén);

Gidy to c6 gia tri ching minh thong tin vé cu tra trong trudng
hop co quan diang ky ho tich khong thé khai thac dugc thong tin
vé noi cu tri cua cong dan theo cac phuong thic quy dinh tai
khoan 2 Piéu 14 Nghi dinh sé 104/2022/ND-CP ngay
21/12/2022 clia Chinh phu. Trudng hop céc théng tin vé gidy to | X
ching minh noi cu tra da duoc khai thac tir Co so dir li€u quoc
gia v€ dan cu bang cac phuong thirc nay thi nguoi co yéu cau
khong phai xuat trinh (theo hinh thirc tryc tiép) hodc tai 1én
(theo hinh thirc tryc tuyén).

*Luuy:

- Béi voi gidy to nop, xuat trinh néu nguoi yéu cau nop hd so theo hinh thirc truc
tiép:

+ Trudng hop ngudi yéu cau ndp gidy to 1 ban sao dugc cap tir s6 gdc hodc ban
sao duoc ching thuc tir ban chinh thi nguoi tiép nhan hd so khong duoc yéu ciu
xudt trinh ban chinh; néu ngudi yéu cau chi ndp ban chyp va xuit trinh ban chinh
thi nguoi tiép nhan hd so kiém tra, ddi chiéu ban chup vdi ban chinh va ky vao
ban chup xac nhan vé viéc da ddi chiéu ndi dung gidy to d6, khong duoc yéu ciu
nguodi di dang ky ndp ban sao c6 chung thuc giéy to do.

+ Truong hop phap luat quy dinh xuat trinh glay to khi dang ky h¢ tich, nguoi
tiép nhdn co6 trach nhiém kiém tra glay to xudt trinh, doi chleu véi thong tin
trong To khai va tra lai cho nguoi xudt trinh, khong dugc yeu cau nguoi dang ky
h¢ tich nop thém ban sao giay to do. Nguorl tlep nhan co thé chup 01 ban gidy to
xudt trinh hodc ghi lai thong tin cta glay t& xuat trinh dé luu hé so.

+ Gidy to do co quan c6 thim quyén ciia nudc ngoai cap, cong ching hodc xéic
nhan dé st dung cho viéc ding ky ho tich tai Viét Nam phai dugc hop phap hoa
lanh sy, trr truong hop duge mien theo didu udc quoc t¢ ma Viét Nam 1a thanh
vién; gidy to bang tiéng nudc ngoai phai duoc dich ra tiéng Viét va cong chimg ban
dich hodc chimg thuc chir ky nguoi dich theo quy dinh cua phap lut.

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

Ngueoi tiép nhdn hé so thuc hién khai théc thong tin trong Co so dir ligu
quoc gia vé dan cu theo quy dinh phap ludt néu nguoi yéu cau ding ky hé tich
dd cung cap ho, chit dém, tén; ngay, thang, ndm sinh; sé dinh danh cé nhan/cén
cuwdc cong dan/thé can cwdécichirng minh nhdin dan. Truong hop cac théng tin
can khai thac khéng c6 trong Co sé dir liéu quéc gia vé dén cu thi dé nghi nguoi
VU cdu ké khai day du.
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- Béi véi gidy to giri kém theo néu ngudi yéu cau ndp hd so theo hinh thuc truc
tuyén:

+ Ban chup cac gidy to glri kém theo hd so diang ky khai tir truc tuyén phai bao
dam ro nét, day di, toan ven vé ndi dung, 1a ban chup bang may anh, dién thoai
hodc dugc chup, dugc quet bang thiét bi dién tu, tir gidy to dugc cap hop 18, con
gid trj st dung; néu 1a gidy to do co quan co thAim quyén nudc ngoai cap thi phai
dugc hop phap hoa lanh su, dich sang tiéng Viét theo quy dinh, trir trudng hop
duoc mién hop phap hoa lanh su.

+ Truong hop gidy to, tai liéu phai gui kém trong hd so ding ky khai tir truc
tuyén dd c6 ban sao dién tir hoic da co ban dién tir gidy to ho tich thi nguoi yéu
cau duoc sir dung ban dién tir nay.

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

Truong hop nguoi yéu cau dang ky khai tir khong cung cap duoc gidy to néu
trén theo quy dinh hodc gidy to nop, xudt trinh bj tdy x6a, sira chita, 1am gia thi
co quan ding ky ho tich c6 thAm quyén huy bo két qua ding ky khai ti.

2.4

S6 lrgng ho so: 01 bo

2.5

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

- Cong Dich vy cong Qudc gia https://dichvucong.gov.vn hodc Hé thong thong tin
giai quyet TTHC tinh Ha Tinh http://dichvucong.hatinh.gov.vn (chi tiép nhan ho so).

2.7

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

Co quan c6 thim quyén quyét dinh:

- Uy ban nhan dan cip huyén noi cu tri cudi cing ctia ngudi chét thue hién viée
dang ky khai tir cho nguoi nude ngoai hodc cong dan Viét Nam dinh cu & nudc
ngoai chét tai Viét Nam;

- Uy ban nhan dan cdp huyén noi ngudi d6 chét hoic noi phat hién thi thé nguoi
chét thue hién viéc dang ky khai tir trong truong hop khong xac dinh dugc noi
cur trii cudi cing cua ngu’0’1 chét.

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

2.8 | Péi twong thwe hién TTHC: Ca nhan

Két qua giai quyét TTHC:

- Ho so du diéu kién:

+ Trich luc khai tr (ban chinh) va Van ban thong bao cho B Ngoai giao dé
thong bao cho co quan c6 thAim quyén cia nudc ma ngudi chét 1a cong dan.

2.9 | + Ban dién tir Trich luc khai tir (Ban dién tr s& tu dong guri vé Kho quan 1y dit ligu
dién tir cuia c4 nhan/dija chi thu dién tu/thiét bi sé/dién thoai ctiia nguoi yéu cau sau
khi d3 hoan tat thi tuc diang ky khai tir tai co quan dang ky ho tich).

- Ho so khong du diéu kién: Vin ban thong bao khong du diéu kién ding ky khai
tu.
2.10 | Quy trinh xir ly cong viéc
i Biéu
TT | Trinh tu Tr.aACh Thoi gian | miu/Két
nhi¢m 2
qua
Tiép nhan ho so:
1. Tiép nhan hd so.
- Tiép nhan ho so truc tiép tir c4 nhan hodc
tir hé thong buu chinh hodc trén Cong
Dich vu cong Qudc gia
(https://dichvucong.gov.vn) hodc H¢ thong
thong tin giai quyét thu tuc hanh chinh cua
tinh (https://dichvucong.hatinh.gov.vn)
2. Can bo TN&TKQ kiém tra hd so: A Miu 01, 02
81 |- Néu ho so chua day du hodac khong (C:I?Eg Gid hanh (néu cc’)),‘ 05,

hop 1&: Huong dan hoic thong bao béng chinh 06 va HO so
van ban cho ca nhan bd sung, hoan thi¢n TN&TKQ theo muc 2.3
hé so. Trudng hop khong bo sung, hoan
thién duoc hd so thi théng béo tir chdi
giai quyét ho so.

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

Sau khi tiép nhan ho so theo hinh thirc
ndp tryc tiép, cong chie TN&TKQ thuc
hién sé hoa (sao chup, chuyén thanh tai
liéu dién tuo trén hé thong thong tin, co
so dur liéu) va ky s6 vao tai lidu, hd 50
giai quyét thu tuc hanh chinh da dugc 6
héa theo quy dinh.

Cong Mau 01, 05
B2 | Chuyén cho Phong Tu phap dé xtr 1y. chuc 1/2gi6 |va HO so
TN&TKQ kem theo
Lanh dao Mau 05 va
B3 | Phan cong cong chic xir Iy ho so. Phong Tu | 1/2gid |HO6 so kém
phap theo
Kiém tra, xir 1y ho so:
- Truong hop hd so can bd sung, hoan
thién hodc khong du diéu kién giai quyét,
phai tir chdi thi gui thong bao v& tinh Miu 04 (néu
trang ho so t6i Trung tam hanh chinh c6), 05 va du
cbng dé théng bao cho nguoi ndp ho so; . .
- Truong hop cin phai kiém tra, xic ﬁ;io kh;;rlig
minh lam rd hodc do nguyén nhan khac va du thao
ma khong thé tra két qua dung thoi gian Vin  ban
da hen thi cong chuc Phong Tu ph:élp lap A thong  bao
Phiéu xin 18i va hen lai ngay tra két qua, | CONg | eho Bo
B4 trf)ng dé néu 15 1y do cham tra két qua Chu"i xaly | 01 gio Ngoai  giao
va thoi gian hen tra két qud, chuyén ho so hosic du thao
Trung tdm hanh chinh cong dé tra cho Vin  ban
nguoi ¢ yéu cau (néu nguoi cd yéu cau thong  bao
lya chon hinh thirc ndp ho so tryc tiep), khong  du
hodc gui Phiu xin 161 va hen lai ngay didu kién
tra két qua qua thu dién tor hodc gui tin ding ky Kkhai
nhin qua dién thoai di dong cho ngu’orl o

c6 yéu cau (néu nguoi co yéu cau lua
chon hinh thirc ndp hd so truc tuyén).

- Néu du diéu kién: Vao S‘o dang ky
khai tur, nhap dir liéu vao phan mém hd
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tich, in du thao Trich luc khai tir, du
thao Véan ban thong bao cho B Ngoai
giao dé thong bao cho co quan co thim
quyén clia nudc ma nguoi chét 13 cong
dan;

+ Truong hop tiép nhan hd so ding ky
khai tir theo hinh thirc tryc tuyén thi giri lai
bieu mau Trich lyc khai tir dién tor voi
thong tin day du cho nguoi yéu cau qua
thu dién tir hogc thiét bi so.

Ngudi yéu cau cé trach nhiém kiém tra
tinh chinh xac, ddy du cta cac thong tin
trén biéu mau Trich lyc khai tir dién tir
va x4c nhan (t61 da mot ngay).

Néu ngudi ¢ yéu cau xac nhan thong
tin 43 thong nhat, day du hoidc khéng co
phan hdi sau thoi han yéu cau thi thuc
hién viéc ghi ndi dung vao S6 ding ky
khai ttr, cdp nhét thong tin dang ky khai
tr va luu chinh thic trén Phin mém
dang ky, quan ly hd tich dién to dung
chung.

- Néu khong du diéu kién: Dy thao van
ban théng bao khong du diéu kién ding
ky khai tu;Trinh Lanh dao Phong Tu
phap duyét, chuyén t6i B6.

Truong hop phirc tap thi tién hanh xac

Van ban deé
nghi Xac
minh  hoac

mﬁmh. VVI(_E(% x,ac mlnh co tl}e bang van 02 ngay bicn ban k&t
ban hoac di xac minh thuc té. \ ,
qua Xac
minh
Mau 05; du
thao  Trich
Cong luc khai tu
B5 | Sau khi x4c minh, thuc hién nhu B4. | chic xirly | 04 gio | ¥2 du thao
hd so Van ban
théng  bao
cho Bo
Ngoai giao
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hoac du thao

van ban
théng  béo
khong  du
diéu kién
dang ky khai
tur
Mau 05; Du
thao  Trich
luc khai tu
va du thao
Van ban
thong  béo
cho Bo
B6 )B(em xét, duyét du thao van ban tai B4, ;ﬁgﬁgd%?r 01 gics Ec?caldu ﬁigg
5. : 9 ,
phap Vian ban
théng  béo
khong du
dicu  kién
dang ky khai
tur da
duyét/ky
nhay
Miau  05;
Trich luc
khai tir; Van
ban  thong
Lanh dao Ilzfao gho .BQ
B7 | Ky céc du thao van ban tai tai B6. UBND | 12giy |, =0 810
ckp huyén hoic  Van
i ban  thong
bdo khéng
du diéu kién
dang ky khai

tw
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Mau 05, 06
va Trich luc
Phat hanh vin ban va tra két qua cho 1]21;11 tu;th\g?ln
Phong Tu phdp dé chuyén cho Trung bio cho Bg
tim Hanh chinh cong; gui van ban | Van thu; Neoai  oido
B8 | thong bao, kém theo Trich luc khai tor | Phong Tu | 1/2 gio h ogéc' %/én
(ban sao) cho B Ngoai giao de thong phap ban  thén
bao cho co quan co thAm quyén cua ba0 kh()ng
nudc ma nguoi chét 13 cong dan. e A e
du diéu kién
dang ky khai
tu.
Mau 01, 06
va Trich luc
khai tir hoac
Chuyén ngudi dan ky S6 ho tich va tra | CO"9 | Giyhanh | VAR~ ban
B9 két qua cho ca nhan chic chinh thong  bao
a | TN&TKQ khong  du
dieu kién
dang ky khai
tur
* Truong hop dén hen nhung chura ¢6 két qua, trong thoi gian cham nhat 01 ngay
trugc ngay het han xt 1y, Phong Tu phap tham muu UBND cap huyén ban hanh
phicu xin 10i va hen lai ngay tra ket qua de gui cho to chuc, ca nhan.
* Trong qua trinh giai quyét hd so nguoi co trach nhiém thue hién can thuc hi¢n
dong thoi cac thao tac ti€p nhan/chuyén/tra ho so, két qua giai quyét trén phan
meém H¢ thong thong tin giai quyét thu tuc hanh chinh cta tinh v&i cac budc
trong quy trinh.
3 | BIEUMAU
=)
Mau 01 MAu 01.docx

Gidy tiép nhan ho so va hen tra két qua

Mau 02

Phiéu y€u cau bd sung hoan thién ho so

@j

Mau 02.docx
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@j

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

@j

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

@j

Mau 05 Mau 05.docx
Phiéu ki€m soat qua trinh gidi quyét ho so

@j

Mau 06 Mau 06.docx
So6 theo doi ho so

To khai dang ky khai tie
BM.HT.04.01 E‘E

BM.HT.04.01.doc

Mau ho tich dién tix twong tac dang ky khai tur (néu ndp hd so
theo hinh thtrc tryc tuyén).
BM.HT.04.02 @

BM.HT.04.02.docx

HO SO LUU

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

HO so dau vao theo muc 2.3;

S6 dang ky khai tir;

Vin ban thong bao khong du diéu kién ding ky khai tir (néu c6);
Vian ban thong bao cho Bo Ngoai giao;
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Vian ban dé nghi xac minh; van ban xadc minh (néu co);

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

H6 so duoc luu tai Phong Tu phap, thoi gian luu tri thuc hién luu theo quy dinh cua
Luat Ho tich va cac van bér} hudng dan thi hanh. Sau khi hét han, chuyén ho so xuéng
don vi luu trtr cua UBND cép huyén va luu trit theo quy dinh hién hanh.

5. Thii tuc diing ky giam hé cé yéu to nwéc ngoai

1 KY HIEU QUY TRINH QT.HT.05
2 | NOIDUNG QUY TRINH
2.1 | Piéu kién thye hién TTHC:
- Viéc giam ho gitra cong dan Viét Nam va nguoi nudc ngoai cung cu tra tai Viét
Nam.
- Ca nhan c6 du cac diéu kién sau day co thé 1am nguoi giam ho:
+ C6 nang luc hanh vi dan sy day du.
+ Co tu cach dao duc tot va cac diéu kién can thiét dé thuc hién quyén, nghia vu
cua nguol gidm ho.
+ Khdng phai 1a ngudi dang bj truy ¢t trach nhiém hinh sy hodic nguoi bi két an
nhung chua dugc x04a an tich vé mot trong cac toi co y xam pham tinh mang, strc
khoe, danh dy, nhan pham, tai san cta nguoi khac.
+ Khdng phai 1a ngudi bi Toa an tuyén bb han ché quyén ddi voi con chua thanh
nién.
- Phap nhén c6 du cac diéu kién sau day c6 thé lam ngudi giam ho:
+ C6 nang luc phap luat dan su phu hop véi viéc giam ho.
+ C6 diéu kién can thiét dé thuc hién quyén, nghia vu ctiia nguoi giam ho.
2.2 | Cach thirc thuc hién TTHC:

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

- Giri h so qua hé thong buu chinh cong ich;
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- Nop hd so truc tuyén trén Coéng Dich vu coéng Qudc

gia

(https://dichvucong.gov.vn) hodc Hé thdng thong tin giai quyét thii tuc hanh

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

2.3

Thanh phan hd so, bao gom:

Ban
chinh

Ban
Sao

To khai dang ky giam hg, theo madu BM.HT.05.01 (neu nguoi co
yéu cau lwa chon ndp hé so theo hinh thirc triec tiép hodc giri ho
so qua hé thong buwu chinh);

Mau h¢ tich dién tur tuong tac dang ky giam ho (do nguoi yéu cau
cung cap thong tin theo hudng dan trén Cong dich vu cong néu
nguoi cd yéu cau lya chon ndp hd so theo hinh thirc tryc tuyén);

Ngudi cé yéu cau ding ky giam ho thuc hién viée ndp/xuat trinh
(theo hinh thurc truc ti€p) hodc tai 1€n (theo hinh thuc truc tuyén)
cac gidy to sau:

* Gidy to' phdi ngp:

Vian ban ctr nguoi giam ho theo quy dinh cua B0 luat Dan su doi
véi dang ky gidm ho cu;

Hoic gidy to chimg minh diéu kién giam ho duong nhién theo
quy dinh ctia Bo luat Dan sy d6i véi truong hop ding ky giam
hé duong nhién; van ban thoa thudn cu nguoi giam hd duong
nhién trong trudng hop cé nhiéu nguoi thudc dién gidm ho
duong nhién;

Truong hop Gy quyén cho ngudi khac 1am thay thi phai c6 vin
ban uy quyén duoc chung thuc theo quy dinh cia phap luat.
Truong hop nguoi duoc uy quyén la 6ng, ba, cha, me, con, vo,
chdng, anh, chi, em rudt ctia ngudi uy quyeén thi vin ban uy
quyén khong phai ching thuc.

Gidy to chirng minh thudc gia dinh ¢ cong véi cach mang; ngudi
thudoc ho nghéo; ngudi khuyét tat (néu co).

* Gidy to' phdi xudt trinh:

HO§ chiéu hodc Chuing minh nhan dan hodc Thé can cudc cong
dan hoac céc gidy to khac c6 dan anh va thong tin cd nhan do co
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quan c6 tham quyén cdp, con gia tri sit dung dé ching minh vé
nhan than ctia ngudi c6 yéu cau dang ky giam ho. Truong hop
cac thong tin c4 nhan trong cac gidy to nay di co trong Co so dir
liéu Qudc gia vé dan cu, Co s¢ di liéu ho tich dién tir, duoc hé
thong dién ty dong thi khong phai xuit trinh (theo hinh thirc tryc
tiép) hodc tai 1én (theo hinh thirc truc tuyén);

Gidy to ¢ gia tri ching minh thong tin vé cu tra trong trudng
hop co quan ding ky ho tich khong thé khai thac dugc thong tin
vé noi cu tra ctia cong dan theo cac _phuong thire quy dinh tai
khoan 2 Diéu 14 Nghi dinh s6 104/2022/ND- CP ngay
21/12/2022 ctia Chinh phil. Trudng hop cac thong tin vé gidy to X
ching minh noi cu tra da dugc khai thac tir Co so dir li€u quoc
gia vé€ dan cu bang cac phuong thirc nay thi nguoi co yéu cau
khong phai xuit trinh (theo hinh thirc truc tiép) hoic tai 1én
(theo hinh thirc tryc tuyén).

Truong hop gii hd so qua hé thdng buu chinh thi phai giri kém theo ban sao ¢o
chirng thuc gidy to phai xuat trinh néu trén.

*Luuy:

- Béi voi gidy to ndp, xut trinh néu ngudi yéu cau ndp ho so theo hinh thic truc
tiép:

+ Trudng hop ngudi yéu ciu ndp gidy to 14 ban sao duoc cap tir s6 goc hodc ban sao
duogc ching thuc tir ban chinh thi ngudi tiép nhan hd so khong duoc yéu cau xuit
trinh ban chinh; néu nguoi yéu cau chi nop ban chup va xuit trinh ban chinh thi
ngudi tiép nhan ho so kiém tra, doi chiéu ban ‘chup voi ban chinh va ky vao ban
chup x4c nhan vé viéc da ddi chiéu noi dung gidy to d6, khong dugc yéu cau nguoi
di dang ky nop ban sao c6 ching thuc giay to do.

+ Truong hop phap luat quy dinh xuat trinh gidy to khi dang ky ho tich, nguoi
tiép nhan c6 trach nhiém kiém tra gidy to xudt trinh, d6i chleu v&i thong tin trong
To khai va tra lai cho nguoi Xudt trinh, khong duoc yéu cau nguoi ding ky ho
tich nop thém ban sao gidy to' do. Ngu’oq tlep nhan cé thé chup 01 ban giay to
xudt trinh hodc ghi lai thong tin ctia glay td xuat trinh dé luu ho so.

+ Gidy to do co quan c6 tham quyén cia nudc ngoai cip, cong chimg hoic xéac
nhan dé sir dung cho viéc diang ky ho tich tai Viét Nam phai dugc hop phap hoa
lanh su, trir truong hop duge micn theo diéu udc quéc te ma Vi¢t Nam 1a thanh
vién; gidy to bang tiéng nudc ngoai phai dugc dich ra tiéng Viét va cong ching
ban dich hodc chirng thuc chit ky ngudi dich theo quy dinh ctia phap luat.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, du hd so dang ky ho tich theo
quy dinh cua phap lut ho tich, khéng duoc yéu cau ngudi ding ky ho tich ndp
thém gidy to ma phéap luat ho tich khong quy dinh phai ndp.
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Nguoi tiép nhdn hé so thuc hién khai thic thong tin trong Co so dir lieu
quéc gia vé dan cur theo quy dinh phap ludt néu ngueoi yéu cau dang ky ho tich da
cung Ccfp ho, chit dém, tén; ngay, thdang, nam sinh; s6 dinh danh cd nhan/can
cuoc ¢Ong dan/thé can cuoclchirng minh nhdn dédn. Truong hop céc théng tin
can khai thdac khéng cé trong Co sé dit lidu quac gia vé dan cu thi @é nghi nguoi
yéu cau ké khai day di.

- Truong hop gii hd so qua hé thong buu chinh thi phai gii kém theo ban sao co
chung thuc gidy to phai xuit trinh.

- P6i voi gidy to gii kém theo néu ngudi yéu cau nop hd so theo hinh thuc tryc
tuyén:

+ Ban chup cac gidy to gui kem theo ho so dang ky giam ho tryc tuyén phai bao
dam 1 nét, day du, toan ven vé noi dung, la ban chup bang may anh, di¢n thoai
hodc dugc chup, dugc quet bang thiét bi dién tir, tir gidy to duoc cap hop 1€, con
gia tri str dung; néu 1a gidy to do co quan co thAim quyén nudc ngoai cap thi phai
duoc hop phap hoa lanh su, dich sang tiéng Viét theo quy dinh, trir truong hop
duoc mién hop phéap hoa lanh su.

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

+ Khi dén co quan ding ky ho tich nhan két qua (Trich luc ding ky giam ho/ban
sao Trich luc ding ky giam ho), nguoi co yéu cau ding ky giam ho xuat trinh
gidy to tuy than, ndp ban chinh cac gidy to 13 thanh phan hd so dang ky giam ho
theo quy dinh phép luat ho tich.

Truong hop nguoi yéu cau ding ky giam hg khong cung cap duogc gidy to néu trén
theo quy dinh hodc gidy to ndp, xudt trinh bi tiy x0a, stra chita, 1am gia thi co quan
dang ky ho tich c¢6 thAm quyén huy bo két qua dang ky giam ho.

2.4

S6 lrgng ho so: 01 bo

2.5

Thoi han giai quyét:
- Pang ky giam ho ctr: 05 ngay lam viéc, ké tir ngdy nhan du hd so hop 1é.
- Ping ky giam ho duong nhién: 03 ngay lam viéc, ké tir ngdy nhan du hd so hop 1é.

2.6

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

- Trung tdm Hanh chinh céng cap huyén.

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

2.7

Co quan thye hi€én: Phong Tu phap xu ly ho so va tham muu Chu tich Uy ban
nhan dan cip huyén xem xét, quyét dinh.

Co quan c6 tham quyén quyét dinh: Uy ban nhan dan cap huyén noi cu tri cua
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nguoi duge gidm hd hoac nguoi gidm ho thuc hién dang ky gidm ho gitra cong
dan Viét Nam va nguoi nude ngoai cung cu tru tai Viét Nam.

Co quan dwoc iy quyén: Khdng.

Co quan phdi hop: Co quan quan Iy Co s¢ dit liéu Qudc gia vé dan cu.

2.8

Poi twong thue hién TTHC: Cé nhan, phap nhan

2.9

Két qua giai quyét TTHC:

- Ho so du dicu kién:

+ Trich lyc dang ky giam h¢ (ban chinh), ban sao Trich lyc dang ky giam ho (néu
cO yéu cau).

+ Ban dién tr Trich luc dang ky giam ho (Ban dién tir s& tw dong giri ve Kho
quan ly dir Ijéu dién tu cua cd nhan/dia chi thu dién tu/thiét bi so/dién thoai cua
ngudi Yéu cau sau khi da hoan tat thu tuc dang ky giam ho tai co quan dang ky
ho tich).

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

2.10

Quy trinh xir ly cong viéc

TT

Biéu
mau/Ket
qua

Trach Thoi

Trinh tw . n .
: nhi¢m glan

Bl

Tiép nhan ho so:

1. Tiép nhan hd so.

- Tiép nhén ho so tryc tiép tir ca nhan hoac
tir hé théng buu chinh hodc trén Céng Dich
vu cong Quédc gia
(https://dichvucong.gov.vn) hoic Hé théng
thong tin giai quyét thu tuc hanh chinh cua
tinh (https.//dlchvucor?g.hatmh.gov.vn). Cong chic (jno 03 (néu co)
2. Cén bd TN&TKQ kiém tra h so: TN&TKQ | Manh | 6¢ v HS so
- Néu hd so chua dﬁy du hodc khong hop chinh theo muc 2.3
1&: Huéng din hodc thong bao bang vin
ban cho c4 nhan bd sung, hoan thi¢n hd
so. Trudng hop khong bo sung, hoan
thién dugc hd so thi théng bao tir chdi
giai quyét ho so.

Mau 01; 02,

Néu ho so day da, hop 18: Lam thu tyuc
tiép nhan ho so, thu phi, 1€ phi theo quy
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dinh, co Phleu hen, tra két qua cho nguoi
c6 yéu cau (néu nguoi co yéu cau lwa
chon hinh thirc ndp hd so truc tlep) hoac
giri ngay Phiéu hen, tra két qua qua thu
dién tr hodc gui tin nhan hen tra két qua
qua dién thoai di dong cho nguoi c6 yéu
cau (néu nguoi co yéu cau lya chon hinh
thirc ndp ho so truc tuyén).

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

B2 I(;huyén ho so cho phong Tu phap dé xu ?réNng% -l(—:l};lg: 02 gid \1>/éar1]16 g(ly,ké(fl
Y theo
Lanh dao Mau 01, 05
B3 | Phan cong chirc xir 1y hd so. Phong Tu | 02 gio | va hd so kém
phap theo
Kiém tra, xem xét hd so:
- Trudong hop hd so can bod sung, hoan
thién hoic khong du diéu kién giai quyét,
phai tir chbi thi gui thong bao vé tinh
trang hé so tai Trung tdm hanh chinh cong 3 )
dé théng bao cho ngudi ndp ho so; Mau 04 (n€u
- Trudng hop can phai kiém tra, xdc minh c0), 05 ; du
lam rd hodc do nguyén nhan khac ma | , thvéo Tr,ich.lruc
B4 | khong thé tra két qua ding thoi gian di qun,g cllu’c 15 | dang ky glam
hen thi 14p Phiéu xin 18i va hen lai ngay | XY Iyhoso | ngay |ho hoac me
tra két qua, trong d6 néu 1d 1y do cham bé‘r} thong ba?
tra két qua va thoi gian hen tra két qua, khong — du
di€u kién

chuyén Trung tam hanh chinh céng dé tra
cho nguoti co yéu cau (néu nguoi co yéu
cau lya chon hinh thirc nop hd so truc
tiép), hodc guri Phiéu xin 16i va hen lai
ngay tra két qua qua thu dién tir hodc giri
tin nhin qua dién thoai di dong cho ngudi
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c6 yéu cau (néu nguoi co yéu cau lwa
chon hinh thirc ndp hd so truc tuyén);

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

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

Trudng hop tiép nhan ho so dang ky giam
h theo hinh thirc truc tuyén: Gui lai bicu
mau Trich luc ding ky giam ho dién tr voi
thong tin day du cho nguoi yéu cau qua thu
dién ttr hodc thiét bi sd.

Ngudi yéu cau cé trach nhiém kiém tra
tinh chinh xac, ddy du cta cac théng tin
trén biéu mau Trich luc dang ky giam ho
dién tir va xac nhan (t6i da mot ngay).
Néu nguoi cd yéu ciu xac nhan thong tin
da thong nhit, diy du hoic khong co
phan hoi sau thoi han yéu cau thi thuc
hién viéc ghi noi dung vao S6 diang ky
giam ho, cap nhat thong tin dang ky giam
ho6 va luu chinh thtrc trén Phan mém ding
ky, quan 1y ho tich di¢n tr dung chung.

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

- Béi véi trudng hop ding ky giam ho cur:
+ Néu du diéu kién dé giam h¢ thi thuc
hién dang ky giam ho cu, vao S6 dang ky
giam hoQ, nhap dir liéu vao phan mém ho
tich, in du thao Trich luc dang ky giam
ho;

Truong hop ndp hd so truc tuyén thi thuc
hién cac budc nhu diang ky gidm ho
duong nhién.

+ Néu khong du diéu kién thi dy thao vin
ban thong bao khong du di€u kién; trinh
Lanh dao Phong.

3,5
ngay
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B5

Lanh dao Phong Tu phap kiém tra két qua
thuc hién, duyét, truc tiép hodc giao cong
chirc xir 1y hd so trinh ldnh dao UBND cip
huyén.

Lanh dao
Phong Tu
phap

04 gid

Méau 05; Dy
thao  Trich
luc dang ky
giam hd hoac
van ban
théng  béo
khong du
didu kién da
duyét/ky
nhay

B6

Ky két qua giai quyét thi tuc hanh chinh.

Lanh dag
UBND cap
huyén

02 gid

Mau 05;
Trich luc
dang ky giam
ho hoac van
ban thong bao
khong da
diéu kién

B7

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

Van thu
UBND cap
huyén,
Phong Tu
phap

02 gid

Mau 05, 06;
Trich luc
dang ky giam
ho hoac van
ban thong bao
khong da
diéu kién

B8

Chuyén ngudi dan ky vao SO va tra két
qua.

Cong chuc
TN&TKQ

Gio
hanh
chinh

Mau 01, 06;
Trich luc
dang ky giam
hd hodc van
ban thong bao
khong da
diéu kién

* Truong hop dén hen nhung chua c6 két qua, trong thoi gian cham nhat 01 ngay
trudc ngay hét han xa 1y, Phong Tu phap tham muu UBND cap huyén ban hanh

phiéu xin 15i va hen lai ngay tra két qua dé gui cho to chuac, ca nhan.

* Trong qua trinh giai quyét hd so nguoi c¢6 trach nhiém thuc hién can thuc hién
dong thoi cac thao tac ti€p nhan/chuyén/tra ho so, két qua giai quyét trén phan
mém H¢ thong thong tin gidi quyét tha tuc hanh chinh cua tinh vdi cac bude

trong quy trinh.
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BIEU MAU

@j

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

@j

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

@j

Mau 03 Mau 03.docx
Phiéu ttr choi tiép nhan gidi quyét ho so

@j

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

@j

Mau 05 Mau 05.docx
Phicu ki€ém soat qua trinh giai quyét ho so

@j

Mau 06 Mau 06.docx
SO theo doi ho so

]

BM.HT.05.01 BM.HT.05.01.docx
To khai dang ky giam ho

Mau ho tich dién tur tuong tac dang ky giam ho (néu ndp hd so
theo hinh thirc truc tuyén).
BM.HT.05.02 @

BM.HT.05.02.docx

HO SO LUU

Mau 01; 02, 03, 04 (néu c0), 06 Iuu tai Trung tdm Hanh chinh cong cép huyén.
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Ma2u 01, 05 luu theo hd so;

Ho6 so dau vao theo muc 2.3;

S6 dang ky giam ho;

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

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

Hb so dugc luu tai Phong Tu phap, thoi gian luu trit thue hién luu theo quy dinh cia
Luat Ho tich va cac van béI,l hudng dan thi hanh. Sau khi hét han, chuyén ho so xuéng
don vi luu trir cia UBND céap huyén va luu trir theo quy dinh hién hanh.

6. Thit tuc ding ky cham dirt giam hé cé yéu to nwéc ngoai

1 KY HIEU QUY TRINH QT.HT.06
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thue hién TTHC:
Khéng
2.2 | Cach thire thuc hién TTHC:
- Nguoi ¢6 yéu cau dang ky chém dut giam ho tryc tiép thuc hién hodc oy quyén
cho ngudi khac thuc hi€n ndp hod so truc ti€p tai Trung tdAm hanh chinh cong cap
huyén;
- Gri ho so qua hé théng buu chinh cong ich;
- Nop hd so truc tuyén trén ’Céng Dich vu cong Quéc gia
(https://dichvucong.gov.vn) hodc H¢ thong thong tin gidi quyct thu tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn).
2.3 | Thanh phan ho so, bao gom: Ban Ban

chinh sao

To khai dang ky cham dirt gidm ho, theo mau BM.HT.06.01 | X
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(neu nguoi co yéu cau lira chon ndp ho so theo hinh thire triec
tiép hodc giri ho so qua hé thong buu chinh);

Mau ho tich (dién tir tuong tac dang ky chdm dut gidm ho (do
ngudi yéu cau cung cap thong tin theo huong dan trén Cong
dich vu céng néu nguoi co yeu cau lwa chon ndp hd so theo
hinh thirc truc tuyen),

Ngudi ¢6 yéu cau dang ky chdm dut giam ho thuc hién viéc
ndp/xuat trinh (theo hinh thirc tryc ti€ép) hodc tai 1én (theo hinh
thirc truc tuyén) cac gidy to sau:

* Gidy to phdi ngp:

Gidy to 1am cin ct cham dut gidm ho theo quy dinh cta Bo
luat Dan su;

Truong hop uy quyén cho ngudi khac lam thay thi phai c6 vin
ban Uy quyén duoc ching thuce theo quy dinh cua phap luét.
Truong hop nguoi dugc uy quyén 13 dng, ba, cha, me, con, vo, X
chong, anh, chi, em rudt cia nguoi uy quyén thi vin ban uy
quyén khong phai ching thuc;

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

* Gidy to phdi xudt trinh:

Mot trong cac gidy td ching minh nhan than la Gidy CMND,
Thé cin cudc cong dan, H chiéu hoic gidy to khac c6 dan anh
va thong tin ca nhan do cO quan co tham quyén cip, con gia tri
str dung ctia ngudi yéu cau ding ky chAm dut gidm ho. Trudng
hop cac thong tin c4 nhan trong cac gidy td nay da co trong Co
so dit liéu Qubc gia vé dan cu, Co so dir liéu ho tich dién tu,
dugc hé thong dién ty dong thi khong phai xuat trinh (theo hinh
thirc truc tiép) hodc tai 1én (theo hinh thirc tryc tuyén).

Truong hop gui qua_ hé théng bu‘u chinh thi phai gtri kém ban
sao c6 chimg thuc gidy to phai xuét trinh néu trén.

*Luuy:
- D6i vé6i gidy to nop, xut trinh néu ngudi yéu cau nop ho so theo hinh thic truc
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tiép:

+ Truong hop ngudi yéu ciu ndp gidy to 1a ban sao dugc cap tir s6 gbe hoic ban
sao dugc ching thyc tu ban chinh thi ngudi tiép nhan hd so khong dugc yéu cau
xudt trinh ban chinh; néu nguoi yéu cau chi nop ban chup va xudt trinh ban chinh
thi ngudi tiép nhan ho so kiém tra, ddi chiéu ban chup vo1 ban chinh va ky vao
ban chup x4c nhan vé viéc da ddi chiéu noi dung gidy to d6, khong dugc yeu cau
nguoi di dang ky ndp ban sao co chu:ng thuc glay to do.

+ Truong hop phap luat quy dinh xuat trinh gidy to khi dang ky h¢ tich, nguoi
tiép nhan co trach nhiém kiém tra gidy to xuat trinh, d6i chleu v61 thong tin trong
T6 khai va tra lai cho nguoi xuat trinh, khong dugc yéu cau ngudi dang ky ho
tich np thém ban sao gidy to do. Ngu’01 tlep nhan co thé chup 01 ban gidy to
xuat trinh hodc ghi lai thong tin cta glay t& xuat trinh dé luu ho so.

+ Glay td do co quan c6 tham quyén clia nudc ngoai cip, cong ching hoic xac
nhan dé st dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phap hoa
lanh sy, trir trudng hop duge mién theo diéu uéc quoc te ma Viét Nam la thanh
vién; gidy t& bang tiéng nudc ngoai phai duoc dich ra tiéng Viét va cong ching
ban dich hodc ching thuc chit ky nguoi dich theo quy dinh ctia phap luéat.
+ Nguoi tiép nhan cé trach nhiém tiép nhin dung, du ho so dang ky ho tich theo
quy dinh cua phap luat hd tich, khong dugce yéu cau nguoi dang ky ho tich nop
thém gidy to ma phap luat hg tich khong quy dinh phai nop.

~ Nguoi tiép nhdn hé so thuc hién khai thac thong tin trong Co so dir lieu
quoc gia ve ddn cu theo quy dinh phap lugt neu nguwoi yéu cau dang ky ho tich da
cung cap ho, chix dém, tén,; ngay, thang, nam sinh; sé dinh danh ca nhan/can
cuoc cong dan/the can cuocichirng minh nhan dan. Truong hop cac thong tin
Can khai thac khong cd trong Co so dir lieu quoc gia ve dan cu thi de nghj nguoi
Yéu cau ké khai day du.
- Truong hop gui qua hé théng buu chinh thi phai giri kém ban sao c¢6 ching
thuc giay to phai xuat trinh.
- D{Si vGi gidy to guri kém theo néu ngudi yéu cau ndp hd so theo hinh thuc truc
tuyén:
+ Bén chup céc gidy to gui kém theo ho so dang ky cham dut giam ho tryc tuyén
phai bao dam rd nét, day du, toan ven vé nodi dung, la ban chyp bang may anh,
dién thoai hoac dugc chup, duoc quet bang thiét bi dién tu, tir gidy to dugc cap
hop 1€, con gia tri sir dung; néu 13 gidy to do co quan co thAm quyén nudc ngoai
cap thi phai dugc hgp phap hoa lanh sy, dich sang tiéng Viét theo quy dinh, trir
truong hop dugc mién hop phap hoa lanh su.
+ Truong hop gidy to, tai liéu phai giri kém trong ho so dang ky cham dirt giam
ho truc tuyép da c6 ban sao dién tir hodc da co ban dién tir gidy to hd tich thi
nguoi yéu cau dugc s dung ban dién tir nay.
- Khi dén co quan déng ky ho tich nhan két qua (Trich lyc dang ky cham dut gidm
hd/ban sao Trich luc dang ky cham dut gidam ho), ngudi c6 yéu cau dang ky cham
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durt giam ho xuét trinh gidy to tuy than, ndp ban chinh cac gidy to 1a thanh phan ho
so dang ky chdm dut giam ho theo quy dinh phap lut ho tich.

Truong hop nguoi co yéu cau ding ky cham dit giam ho khong cung cap dugc
gidy to néu trén theo quy dinh hodc gidy to ndp, xudt trinh bj tdy x0a, sira chita,

lam gia thi co quan dang ky ho tich c6 thim quyén hiy bo két qua dang ky cham
dat giam ho.

2.4 | S6 lwong ho so: 01 bo

2.5 | Thoi han giai quyét: 02 ngay lam viéc, ké tir ngaynhan du hd so hop 18.
Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:

56 | - Trung tam Hanh chinh cong cap huyén.

| - Cong Dich vy cong Quoc gia https://dichvucong.gov.vn hogc Heé thdng thdng tin

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

5 Co quan c6 thim qqyen quyét dinh: UBND cép huyén noi d3 dang ky giam ho

| thyc hién dang ky chAm dut giam ho.
Co quan dwoc iy quyén: Khong.
Co quan phdi hop: Co quan quan Iy Co sé dit liéu Qudc gia vé dén cu.

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

- Néu ho so di diéu kién:
+ Trich lyc ding ky chdm dt giam h¢ (ban chinh)/ ban sao Trich luc dang ky
cham dut giam ho (néu c6 yéu cau).

2 g | + Ban dién tu Trich luc ding ky chdm dut giam ho (Ban dién tir s& tw dong giri
veé Kho quan ly dir 1i§u dién tir cua ca nhﬁn/dia chi thu dién ,tir/thiét bi so/dién
thoai cia nguodi yéu cau sau khi da hoan tat thu tuc dang ky cham dut giam ho tai
co quan dang ky ho tich).

- Néu hd so khong du diéu kién: Vin ban thong bao khéng du diéu kién chim
dut giam ho.

2.10 | Quy trinh xir ly cong viéc

TT | Trinh tu Trach Thoi Bieu

nhiém gian | miwKét qua
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1. Tiép nhan ho so.

- Tiép nhan ho so truc tiép tir c4 nhan
hoac tir hé théng buu chinh hoac trén
Cong Dich vy cong Qudc gia
(https://dichvucong.gov.vn) hoac H¢
thong thong tin giai quyét thu tuc hanh
chinh cua tinh
(https://dichvucong.hatinh.gov.vn)

2. Can bo TN&TKQ kiém tra hod so:

- Néu ho so chua day du hodc khong
hop 18: Huéng dan hoidc thong bao bang
van ban cho ca nhan bo sung, hoan thién
ho so. Trudng hop khong bo sung, hoan
thién dwoc hd so thi thong bao tir chdi

giai quyét ho so. Cong L Mau 91, 92,
B1 |- Néu ho so day du, hop 1&: Lam thu tuc | chye Gio hanh | 03 (fleu )\CO),
tiép nhan ho so, thu phi, 1& phi theo quy | TN&TKQ chinh 106 va Ho so
dinh, co Phleu hen, tra két qua cho theo myc 2.3
ngudi co yéu cau (néu ngudi co yéu cau
lgya chon hinh thurc nop hd so truc tlep)
hodc gui ngay Phiéu hen, tra két qua qua
thu dién ttr hodc giri tin nhan hen tra két
qua qua dién thoai di dong cho nguoi co
yéu cau (néu nguoi c6 yéu cau lya chon
hinh thuc nop hé so truc tuyén).
- Sau khi tlep nhan h so theo hinh thirc
ndp truc tlep, can bo tiép nhan hd so
thuye hién sd héa (sao chup, chuyén
thanh tai lidu dién tir trén hé thong thong
tin, co s dir liéu) va ky sb vao tai liéu,
hé so giai quyét thu tuc hanh chinh da
dugc s6 hoa theo quy dinh.
cong Mau 01, 05 va
B2 | Chuyén cho Phong Tu phap dé xu 1y. chuc 02 gid |HO so kém
TN&TKQ theo
Lanh dao Mau 01, 05 va
B3 | Phan cong can bd Phong Tu phap xir Iy. | Phong Tw | 02gid |H6 so kém
phap theo
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B4

Kiém tra, xem xét hd so:

- Trudng hop hd so can bd sung, hoan
thién hodic khong du dicu kién giai
quyét, phai tir chdi thi giri thong bao vé
tinh trang hd so toéi Trung tdm hanh
chinh cdng dé thong bao cho ngudi ndp
hé so;

- Truong hop can phai kiém tra, xac
minh lam rd hodc do nguyén nhan khéc
ma khong thé tra két qua ding thoi gian
da hen thi 1ap Phiéu xin 16i va hen lai
ngay tra két qua, trong d6 néu ro 1y do
cham tra két qua va thoi gian hen tra két
qua, chuyén Trung tdm hanh chinh céng
dé tra cho ngudi c6 yéu cau (néu ngudi
co yéu cau lya chon hinh thic ndp hd so
tryc tiép), hodc giri Phiéu xin 16i va hen
lai ngay tra két qua qua thu dién tir hodc
giri tin nhin qua dién thoai di dong cho
ngudi cd yéu cau (néu nguoi co yéu cau
lya chon hinh thirc nop ho so truc tuyen).
- Néu ho so du diéu kién:

+ Trudng hop hd so ndp truc tiép: Thuc
hién viéc ghi ndi dung vao So6 diang ky
cham dat giam hg, cép nhét thong tin
dang ky cham dut giam ho va luu chinh
thire trén Phan mém diang ky, quan 1y ho
tich dién tir dung chung;

+ Truong hop tiép nhan hé so diang ky
chdm dut giam ho theo hinh thirc truc
tuyén thi gui lai biéu miu Trich lyc ding
ky cham dut giam ho dién tir voi thong
tin ddy dt cho nguoi yéu ciu qua thu
dién tir hodc thiét bi so.

Ngudi yéu ciu ¢6 trach nhiém kiém tra
tinh chinh xdc, day du cua cac thong tin
trén biéu mau Trich luc ding ky chim
dat giam ho dién tir va xac nhan (téi da
mot ngay).

Néu ngudi c6 yéu cdu xac nhin thong
tin da thong nhét, ddy du hodc khong co

Cong
chure xu ly
ho so

01 ngay

Mau 04 (néu
c6), 05; du
thao Trich luc
dang ky chim
dat gidam ho
hoac Van ban
thdng béo
khong du diéu
kién chim dut
giam ho
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phéan hdi sau thdi han yéu cau thi thuc
hién viéc ghi ndi dung vao S6 dang ky
cham dit giam ho, cap nhat thong tin
dang ky chdm dut giam ho va luu chinh
thirc trén Phan mém ding ky, quan Iy ho
tich dién tir dung chung.

- Néu ho so khong du diéu kién: Du thao
Vin ban thong bao khong du diéu kién
chAm dut giam hg; Trinh Ianh dao
Phong Tu phap.

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

Kiém tra két qua thuc hién, duyé¢t, truc | Lanh dao hodac Van ban
B5 | tiép hodc giao cong chirc xtr 1y hd so | Phong Tu | 02 gio | thong bao
trinh 1anh dao UBND cép huyén. phap khong du diéu
kién chim dut
giam ho da

duyét/ky

nhay.

Mau 05; Trich
luc dang ky
cham duat
, . LA s e Xy ot Lanh dao giam ho hoac
oo K5 i A i g e v UG | augis |V an
: ' cap huyén théng bao
khong du diéu
kién chdm dut

giam ho.
Mau 05, 06;
Vin thu Trich — lue
, UBND dang k.y cham
Phat hanh van ban va tra két qua cho £ dat giam ho
B7 | Phong Tu phép dé chuyén cho Trung| . *? | 02gid |hodc Van ban
tdm Hanh chinh cong. hyycn’ théng béo

Phong Tu o Y
: khong du diéu
phap

kién chAm dut
giam ho.
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B8

Chuyén nguoi dan ky vao SO va tra két
qué cho ca nhan.

Cong
chuc
TN&TKQ

G106 hanh
chinh

Mau 01, 05;
Trich luc
dang ky chdm
dat giam ho
hodac Van ban
théng béao
khong du diéu
kién chim dut
giam ho.

* Truong hop dén hen nhung chua c6 két qua, trong thai gian cham nhat 01 ngay
truéc ngay hét han xir 1y, Phong Tu phap tham muu UBND céap huyén ban hanh
phiéu xin 15i va hen lai ngay tra két qua dé gui cho to chuc, ¢4 nhan.

* Trong qua trinh giai quyét hd so ngudi co trach nhiém thuc hién can thuc hién
dong thoi cac thao tac tiép nhan/chuyén/tra hd so, két qua giai quyét trén phan
mém Hé thong thong tin gidi quyét thii tuc hanh chinh cia tinh v&i cac budc

trong quy trinh.

BIEU MAU

Mau 01

Gidy tiép nhan ho so va hen tra két qua

Mau 01.doc

Mau 02

Phiéu yéu cau b6 sung hoan thién ho so

Mau s6 02.doc

Mau 03

Phiéu tir chdi tiép nhan giai quyét hd so

Mau 03.doc

Mau 04

Phiéu xin 15i va hen lai ngay tra két qua

Mau 04.doc

Mau 05

Phiéu kiém soat qué trinh giai quyét hd so

Mau s6 05.doc
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x
Mau 06 M3u sé 06.doc
S6 theo ddi ho so
-

BM.HT.06.01 , BM.HT.06.01.doc
To khai dang ky cham dut giam ho
Méu h¢ tich dién tir tuong tac dang ky cham dirt giam hd (néu ndp
ho so theo hinh thirc truc tuyén).

BM.HT.06.02 @

BM.HT.06.02.docx
HO SO LUU

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

Ho so dau vao theo muc 2.3;

S6 dang ky chim dut gidm ho;

Vin ban thong bao khong du diéu kién chdm dit giam ho (néu co);

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

hanh chinh cua tinh.

H6 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 hd so xudng
don vi luu trir cia UBND cap huyén va luu trit theo quy dinh hién hanh.

7. Thii tuc diing ky nhén cha, me, con c¢é yéu td nwée ngoai

KY HIEU QUY TRINH QT.HT.07

NOI DUNG QUY TRINH
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2.1 | Diéu ki¢n thue hi¢gn TTHC:
- Bén nhan va bén dugc nhan 1a cha, me, con déu con sbng;
- Viéc nhan cha, me, con khong co6 tranh chép.
2.2 | Cach thirc thye hién TTHC:
- Ngudi ¢ yéu cau dang ky nhan cha, me, con tryc tiép thuc hién ndp hod so
truc tiép tai Trung tdm hanh chinh cong cap huyén.
- Nop hd so truc tuyén trén Céng Dich vu cong Quéc gia
(https://dichvucong.gov.vn) hodc Hé thong thong tin giai quyet thu tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn) (mdt bén c6 thé ndp hod so ma
khong phai ¢6 van ban iy quyén cua bén con lai).
. A LA P Ban | Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
To khai dang ky nhdn cha, me, con, theo mau BM.HT.07.01 (néu X
nguoi co yéu cau lya chon nop ho so theo hinh thuce truc tiép);
Mau ho tich dién tr twong tic dang ky nhdn cha, me, con (do
| nguoi c6 yéu cau cung cap thong tin theo hudng dan trén Cong
dich vu cong, néu nguoi c¢o yéu cau lua chon ndp hd so theo hinh
thirc truc tuyén);
Nguoi c6 yéu cau dang ky nhan cha, me, con thuc hi¢n viéc
- | nOp/xuat trinh (theo hinh thuc truc ti€p) hodc tai 1én (theo hinh
thirc truc tuyén) cac gidy to sau:
* Gidy to' phdi nop:
Chtng ctr chimg minh méi quan hé cha, me, con gdm mdt trong
cac giay to, tai liu sau:
+ Van ban cta co quan y té, co quan giam dinh hodc co quan
khac c6 tham quyén & trong nudc hodc nudc ngodi xac nhan
- | quan h¢ cha, me, con; X
+ Truong hop khong c6 ching ctr chirng minh quan hé cha, me,
con néu trén thi phai c6 van ban cam doan (theo mau
BM.HT.07.02) ctua cac bén nhan cha, me, con, c6 it nhat hai
nguoi lam chirng vé moéi quan hé cha, me, con;



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

86

Truong hop dang ky nhin cha, me, con gitra cong dan Viét Nam
v&1 nguol nude ngoai hoac gifta ngud1 nude ngoai véi nhau thi

» . xr o 1as A A Z Y < A s X
nguoi nude ngoai phai ndp thém ban sao Ho chi€u hodc giay to
c6 gia tri thay thé hd chiéu dé ching minh vé nhan than;
Gidy to ching minh thudc gia dinh c6 céng voi cach mang; X

nguoi thudc hd ngheo; nguoi khuyét tat (néu c0);

* Gidy to phdi xudt trinh:

Mot trong cac gidy to chimg minh nhén than 13 Giéy ching minh
nhan dan, Thé can cude cong dan, HO chiéu hodc gidy to khac co
dan anh va thong tin c4 nhan do co quan c6 thim quyén cap, con
gia tri su dung cua cong dén Viét Nam. Truong hop cac thong tin
ca nhan trong cac giay to nay da co trong Co s¢ dir liu Quoc gia
vé dan cu, Co s& dit liéu ho tich dién tir, dugc hé thong dién tu
dong thi khong phai xuat trinh (theo hinh thirc tryc tiép) hoic tai
1én (theo hinh thirc truc tuyén);

Gidy to ¢o gia tri chimg minh thong tin vé cu tra trong truong
hop co quan diang ky ho tich khong thé khai thac duoc thong tin
vé noi cu tri cua cong dan theo cac phuong thirc quy dinh tai
khoan 2 Piéu 14 Nghi dinh sb 104/2022/ND-CP ngay
21/12/2022 cua Chinh phi. Truong hop cac thong tin vé gidy to | X
ching minh noi cu trd da duge khai thac tir Co s¢ dir licu quoc
gia v€ dan cu bang cac phuong thirc nay thi nguoi c6 yéu cau
khong phai xuét trinh (theo hinh thirc truc tiép) hodc tai 1én (theo
hinh thtc truc tuyén).

*Luuy:

- Pbi voi gidy to ndp, xuat trinh néu ngudi yéu cau nop hod so theo hinh thirc
trye tiép:

+ Trudng hop ngudi yéu cau ndp gidy to 1a ban sao dugc cap tir so gdc hodc
ban sao dugc ching thyc tir ban chinh thi ngudi tiép nhan hd so khong duoc
yéu cau xuat trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuét trinh
ban chinh thi nguoi tiép nhan hé so kiém tra, d6i chiéu ban chup vai ban chinh
va ky vao ban chup xac nhén vé viéc da dbi chiéu noi dung giay to do, khong
duoc yéu cau nguoi di dang ky nop ban sao cb chu:ng thuc giay to do.

+ Trudng hop phap luat quy dinh xuat trinh glay to khi dang ky ho tich, nguoi
tiép nhan co trach nhiém kiém tra glay td xuat trinh, d6i chleu v61 thong tin
trong To khai va tra lai cho ngudi xuét trinh, khong dugc yéu cau nguoi ding
ky ho tich nop thém ban sao gidy to d6. Nguoi tiép nhan co thé chup 01 ban
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gidy to xuat trinh hodc ghi lai thong tin ctia gidy to xuét trinh d¢ luu ho so.

+ Gidy to do co quan c6 thdm quyén ctia nudc ngodi cip, cong chimg hodc xac
nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phap hoa
lanh su, trir truong hop duge mién theo didu wéc qudc te ma Vié¢t Nam la thanh
vién; gidy to bing tiéng nudc ngoai phai duge dich ra tiéng Viét va cong ching
ban dich hoac chimg thuc chir ky nguoi dich theo quy dinh cia phap luat.

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

Nguoi tiep nhdn ho so thuc hién khai théc thong tin trong Co so dir ligu
quoc gia vé dan cw theo quy dinh phap ludt néu nguoi yéu cdau dang ky hé tich
da cung cap ho, chiz dém, tén; ngay, thang, nam sinh; sé dinh danh cd nhdn/cdn
cuoc cong dan/the can cuoclchirng minh nhdn dan. Truong hop cac thdng tin
can khai thic khéng c6 trong Co sé dir liéu quoc gia vé ddan cw thi dé nghi
ngueol Yeu cdu ké khai day di.

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

+ Ban chup cac gidy to giri kem theo hé so dang ky khai tir tryc tuyén phai bao
dam rd nét, day du, toan ven vé ndi dung, la ban chup bang may anh, dién thoai
hodc dugc chup, dugc quet bang thiét bi dién tir, tir gidy to duoc cap hop 1¢, con
gia tri str dung; néu 13 gidy to do co quan co thAm quyén nudc ngoai cap thi
phai duoc hop phap hoa lanh su, dich sang tiéng Viét theo quy dinh, trir truong
hop duoc mién h0’p phap hoéa lanh su.

+ Trudng hop gidy to, tai liéu phai giri kém trong ho so ding ky nhén cha, me,

con truc tuyen da c6 ban sao dién tir hodc da c6 ban dién tir gidy to hd tich thi
ngudi yéu cau dugc st dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Trich lyc ding ky nhén cha,
me, con/ban sao Trich lyc ding ky nhan cha, me, con) ngudi c6 yéu cau ding
ky nhan cha, me, con phai xuat trinh giéy to tuy than dé xac dinh nhan than;
ndp ban chinh gidy to, tai lidu la chimg c& chimg minh quan hé cha, con hodc
quan hé me, con.

Truong hop nguoi yéu cau ding ky nhan cha, me, con khong cung cap duoc
gidy td néu trén theo quy dinh hoic gidy to nop, xudt trinh bi tiy x6a, stra chira,

lam gia thi co quan dang ky ho tich c6 tham quyén hity bo két qua dang ky nhan
cha, me, con.

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

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

2.4 | S6 lwong ho so: 01 bo

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

- Trung tdm Hanh chinh cong cap huyén.

2.6 | - cong Dich vu cong Qudc gia https://dichvucong.gov.vn hoic Hé théng thdng
tin giai quyet TTHC tinh Ha Tinh http://dichvucong.hatinh.gov.vn (chi tiep
nhan ho so).

Co quan thue hién: Phong Tu phép tiép nhan ho so va tham muu Chi tich Uy
ban nhan dan cap huyén xem xé&t, quyét dinh.

Co quan c6 thim quyén quyét dinh: Uy ban nhan din cap huyén noi cu tra cta
nguodi dugce nhan la cha, me, con thuc hién dang ky nhan cha, me, con gitta cong
dan Viét Nam voi nguoi nudc ngoai; gitta cong dan Viét Nam cu tri ¢ trong
nudc voi cong dan Viét Nam dinh cu & nudc ngoai; gitta cong dan Viét Nam

2.7 . , . Ny T A A A s A
dinh cu & nudc ngoai véi nhau; gitra cong dan Viét Nam dong thoi co6 quoc tich
nudc ngoai voi cong dan Viét Nam hodc véi ngudi nude ngoai; gitta ngudi nudc
ngoai v&i nhau ma mdt hodc cd hai bén thuong tra tai Viét Nam.

Co quan dugc iy quyén: Khdng.
Co quan phdi hop: UBND cip x3 noi thuong tri ctia nguoi duge nhan cha,
me, con; Co quan quan 1y Co s¢ dit liéu Quodc gia ve dan cu.

2.8 | Péi twong thue hién TTHC: Ca nhan
Két qua giai quyét TTHC:

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

2 g | + Bén dién tu Trich luc dang ky nhén cha, me, con (Béan dién tir s€ tw dong guri
v€ Kho quan ly dir lidu dién tir cua ca nhan/dia chi thu dién tu/thi€t bi s6/dién
thoai ctiia nguoi yéu cau sau khi da hoan tat thu tuc dang ky nhan cha, me, con
tai co quan dang ky ho tich).

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

2.10 | Quy trinh xir ly cong viéc
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TT

Trinh tu

Tréach
nhiém

Thoi gian

Biéu
mau/Ket
qua

Bl

1. Tiép nhan ho so.

- Tiép nhan hd so truc tiép tir c4 nhan
hoac tir hé théng buu chinh hoac trén
Cong Dich wvu cong Qubc gia
(https://dichvucong.gov.vn) hoac Hé
thong thong tin giai quyét thi tuc hanh
chinh cua tinh
(https://dichvucong.hatinh.gov.vn)

2. Can bd TN&TKQ kiém tra hd so:

- Néu ho so chua day du hoic khong
hop 1&: Hudng dan hoic thong bao
bang vin ban cho ca nhan bo sung,
hoan thién h6 so. Truong hop khong
bo sung, hoan thi¢n duoc hd so thi
thong béo tir chéi giai quyét ho so.

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

- Sau khi tiép nhan ho so theo hinh
thirc ndp truc tiép, can bo tiép nhan
h6é so thuc hién s héa (sao chup,
chuyén thanh tai li¢u dién ta trén hé
thong thong tin, co s¢ dir liéu) va ky
s6 vao tai lidu, hd so giai quyét thu
tuc hanh chinh d3 duoc s hoa theo
quy dinh.

Cong
chuc
TN&TKQ

Gid hanh
chinh

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

B2

Chuyén hd so cho Phong Tu phéap dé
xu ly.

Cong
chuc

02 gio

Mau 01, 05
va ho so
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TN&TKQ kém theo
A A 1A DL . , | Lanh dao Mau 05 va
B3 Fyhan cong can bo Phong Tu phap xu Phong Tu 04 gid e so kém
' phap theo

Kiém tra, xtr Iy ho so:

- Trudng hop hd so can bd sung, hoan

thién hoac khong du diéu kién giai

quyet phai tir chdi thi giri thong bao

vé tinh trang ho so téi Trung tam hanh

chinh céng dé thong bao cho nguoi

nop ho so;

- Truong hop can phai kiém tra, xéac

minh lam rd hodc do nguyén nhan

khac ma khong thé tra két qua dung

thoi gian da hen thi cong chirc Phong

Tu phap lap Phiéu xin 16i va hen lai

ngdy tra két qua, trong d6 néu rd 1y do | Phong Tu Mau 04 (néu

cham tra két qua va thoi gian hen tra phap, cd), 05; Van

két qua, chuyén Trung tam hanh chinh | Lanh dao ban guri
B4 | cong dé tra cho nguoi co yéu cau (néu| UBND 02ngay | UBND cip

nguoi co6 yéu cau lya chon hinh thic cap xd dé nghi

nop hd so truc tiép), hoic giri Phiéu| huyén, niém yét

xin 161 va hen lai ngdy tra két qua qua | Vin thu théng tin

thu dién tor hodc gui tin nhén qua dién
thoai di dong cho ngudi co6 yéu cau
(néu nguoi c¢d yéu cau lya chon hinh
thirc ndp hd so truc tuyén).

- Tham muu Vin ban dé nghi UBND
cap x4 noi thudng tri ctia ngudi duoc
nhan la cha, me, con thuc hién niém
yét tai try s UBND cap xa trinh Lanh
dao phong xem xét, ky nhay, Lanh
dao UBND cap huyén ky duyét, Vin
thu dong dau phat hanh vin ban.

Thuce hién buéce tiép theo.
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Théng  tin
: . . Phong Tu dl,ch . niém
Niém yét cong khai tai try s6 UBND hap: 07 naa yét tai try SO
BS | cap huyén, UBND cap xa noi thuong phap; A 93y | UBND cap
. . A 1 UBND lién tuc . .
tri cia nguoi duge nhan 1a cha, me, con . ép <3 huyén va
UBND cap
xa
Sau thoi gian niém yét cong khai:
- Néu ho so du diéu kién va khong co
tranh chép:
+ Truong hop tiép nhan hd so truc
tiép: Thyc hién viéc ghi vao SO dang
ky nhan cha, me, con, cap nhat thong
tin dang ky nhan cha, me, con va luu
chinh thtc trén Phan mém dang ky,
quan ly hg tich dién tir dung chung.
+ Truong hop tiép nhan hd so ding ky
nhan cha, me, con theo hinh thirc truc
tuyén: Giri lai biu miu Trich luc Mau 05; Du
dang ky nhan cha, me, con dién tir vdi thao  Trich
thong tin diy du cho nguoi yéu cau luc ding ky
qua thu dién tur hodc thiét bi so. nhin cha,
Ngudi yéu cau co trach nhiém kiém | COng me, con hodc
B6 |tra tinh chinh xac, ddy du ctia cac |chucxuly| 03ngay | Van ban
thong tin trén biéu mau Trich luc ddng | ho so thong  bao
ky nhin cha, me, con dién tir va xac khong  du
nhan (tdi da mot ngay). diéu kién
Néu ngudi co yéu cau xac nhan thong dang ky nhan

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

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

Trinh lanh dao Phong Tu phap.

cha, me, con
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Mau 05; Du
thao  Trich
luc dang ky
nhan cha,
me, con hoac
Kiém tra két qua thuc hién, duyét, | Lanh dao Van ban
B7 | truc tiép hodc giao cong chirc xir Iy hd | Phong Tu | 01ngay |thong  béo
so trinh ldnh dao UBND cép huyén. phap khéong  du
dicu  kién
dang ky nhan
cha, me, con
da duyét’ky
nhay.
Mau 05
Trich luc
dang ky
nhan cha,
. . . Lanh dao me, con hodc
B8 Ky du thao két qua giai quyét thu tuc UBND 01 ngay Vian ban
hanh chinh tai B7. chp huyén théng  béo
' khong du
dicu  kién
dang ky
nhan cha,
me, con.
Mau 05, 06;
Trich luc
Van thu dang ky nhan
Phat hanh vin ban va tra két qua cho UB;ND Ehil’ e \(;?n
B9 | Phong Tu phap dé chuyén cho Trung cap _ 02 gio oac » an
tdm Hanh chinh cong huyén; ban — thong
' Phong Tu bdo  khong
phap du diéu kién
dang ky nhan
cha, me, con
v _ q ) cong . Mau 01, 06;
Chuyén nguoi dan ky SO va tra két , Gi10 hanh | Trich luc
B10 \ A chuce , . o
qua cho cé nhan. TN&TKQ chinh dang ky nhan

cha, me, con
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hoac Van
ban  thong
bdo  khoéng
du diéu kién
dang ky nhan
cha, me, con.

* Truong hop hd so qua han xir 1y, trong thoi gian cham nhat 01 ngay trudc
ngay hét han xtr 1y, Phong Tu phap tham muu UBND cép huyén ban hanh
phiéu xin 1 va hen lai ngay tra két qua dé guri cho t6 chirc, ca nhan.

* Trong qua trinh giai quyét hd so nguoi ¢ trach nhiém thuc hién can thuc hién
dong thoi cac thao tac tiép nhan/chuyén/tra hod so, két qua giai quyét trén phan
mém Hé thong thong tin giai quyét thu tyc hanh chinh cua tinh voi cac budc
trong quy trinh.

BIEU MAU
. =
Mau 01 M3u 01.doc
Giay tiép nhan ho so va hen tra két qua
. =
Méu 02 Mau s6 02.doc
Phiéu yéu cau bod sung hoan thién hoé so
. =
Mau 03 Mau 03.doc
Phiéu ttr choi tiép nhan gidi quyét ho so
. =
Mau 04 Mau 04.doc
Phi€u xin 161 va hen lai ngay tra két qua
. =
Mau 05 Mau s6 05.doc
Phiéu ki€m soat qua trinh giai quyét ho so
. =
Mau 06 Mau s6 06.doc
SO theo do1 ho so
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i
-

BM.HT.07.01 BM.HT.07.01.doc
To khai dang ky nhdn cha, me, con

i
-

BM.HT.07.02 o BM.HT.07.02.doc
Mau gidy cam doan

Mau I}(f) tich di¢n tr tuong tac dépg ky nhan cha, me, con (néu
ndp ho so theo hinh thire tryc tuyén).
BM.HT.07.03 @

BM.HT.07.03.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 ho so;

- | HO so dau vao theo muc 2.3;

Vin ban dé nghi UBND cép xa noi thuong tri cia nguodil duoc nhan cha, me,
con ni€m yét cong khai thong tin;

- | S6 dang ky nhén cha, me, con;

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

- | Van ban théng bao khéng du diéu kién diang ky nhan cha, me, con (néu co);

H6 so duoc Iuu tai Phong Tu phap, thoi gian luu trir thye hién luu theo quy dinh cua
Luat Ho tich va cac van ban huéng dan thi hanh. Sau khi hét han, chuyén hd so xudng
don vi luu trir cia UBND cap huyén va luu trit theo quy dinh hién hanh.

8. Ping ky khai sinh két hop ding ky nhin cha, me, con ¢é yéu té nuéc ngoai

1 KY HIEU QUY TRINH QT.HT.08
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2 | NOI DUNG QUY TRINH
2.1 | Piéu Kién thue hién TTHC:
- Viéc nhan cha, me, con khong c6 tranh chép.
- Bén nhan, bén dugc nhan 1 cha, me, con déu con séng vao thoi diém dang
ky nhan cha, me, con.
2.2 | Cach thirc thue hién TTHC:
Nguoi ¢é yéu cau dang ky khai sinh va nhéan cha, me, con ndp hd so truc tiép
tai Trung tdm Hanh chinh cong cap huyén (mot bén c6 thé ndp ho so ma khong
phai c6 van ban uy quyén cta bén con lai).
. A LA P Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
* Gidy to' phdi ngp:
- To khai ding ky khai sinh, theo mdu BM.HT.08.01; X
- To khai ding ky nhan cha, me, con, theo mau X
BM.HT.08.02;
- Gidy chiing sinh;
Truong hop khong c¢6 Gidy chimg sinh thi ndp vin ban cia
nguoi lam chung xéc nhan vé viéc sinh; néu khong c6 nguoi
lam ching thi phai c6 giay cam doan vé viéc sinh theo mau
BM.HT.08.03. X
Truong hop tré em sinh ra tai nuéc ngoai thi ngp ban chinh
Glay ching sinh hoac gidy to khac do co quan c6 thim
quyén nudc ngoai cip xac nhin vé viée tré em duoc sinh ra &
nudc ngoai va quan hé me, con (neu c0);
- Vin ban thoa thuin cua cha, me vé viéc chon quéc tich cho
con doi vdi truong hop cha hodc me hoac ca cha va me Ia
nguoi nudc ngoai. Truong hop cha, me chon qudc tich nude X

ngoai cho con thi van ban thoa thuin phai c6 xac nhan cta co
quan nha nudc c¢6 tham quyén cia nudc ngoai ma nguot do
la cdng dan;
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- Chung ctr chirng minh méi quan hé cha, me, con, gom mot
trong cac giady to, tai li€u sau:

+ Van ban cua co quan y té, co quan giam dinh hodc co quan
khac c6 thim quyén & trong nudc hoic nudc ngoai xac nhin
quan h¢ cha con, quan h¢ me con;

+ Truong hgp khong cé ching ctr ching minh quan hé cha,
me, con néu trén thi phai c6 van ban cam doan cua cac bén
nhan cha, me, con, ¢6 it nhat hai nguoi lam ching vé moi
quan h¢ cha, me, con theo mau BM.HT.08.03.

- Truong hop dang ky nhan cha, me, con giita cong dan Viét
Nam véi nguoi nudc ngoai hoac gitra ngudi nudc ngoai voi
nhau thi ngudi nudc ngoadi phai nop thém ban sao Ho chiéu
hoac gidy t& c6 gia tri thay thé ho chiéu dé chirng minh vé
nhan théan;

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

* Gidy to' phdi xudt trinh:

- Mot trong cac gidy to chimg minh nhan than 1 Gidy CMND,
Thé cin cude cong dan, Ho chiéu hoic gidy to khac co dan anh
va thong tin c4 nhan do co quan c6 thim quyén cip, con gia tri
st dung cua cong dan Viét Nam; Truong hop cac thong tin ca
nhan trong cic gidy to ndy da co trong Co so di liu Qudc gia
vé dan cu, Co so dir liéu ho tich dién tir, dugc hé théng dién tu
dong thi khong phai xuat trinh;

- Gidy to ¢o gia tri chung minh thong tin vé cu tra trong
truong hop co quan ding ky ho tich khong thé khai thac
dugc théng tin vé noi cu tra ctia cong dan theo cac phuong
thic quy dinh tai khoan 2 Diéu 14 Nghi dinh sd
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong
hop céc thong tin vé gidy to ching minh noi cu tri da dugc
khai thac tir Co sé dir liéu qudc gia vé dan cu bang cac
phuong thirc nay thi nguoi cd yéu cau khong phai xuit trinh
(theo hinh thirc truc tiép) hodc tai 1én (theo hinh thirc truc
tuyén).

- Truong hop tré em sinh ra tai nudc ngoai vé cu tra tai Viét
Nam thi xuat trinh ban chinh gidy to chirng minh noi cu tra
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tai Viét Nam cua tré em gdm: Gidy to ching minh viéc tré
em d3 nhdp canh vao Viét Nam (nhu Ho chiéu, gidy to c6 gia
tri di lai qudc té co ddu xac nhin nhdp canh cua co quan quan
ly xuét, nhap canh) va vén ban xac nhén cua co quan cong an
c6 tham quyén vé viéc tré em dang cu tra tai Viét Nam.

* Luu y:

- Pbi v6i gidy to ndp, xudt trinh:

+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao duoc cap tir s6 goc hodc ban
sao dugc ching thuc tir ban chinh thi nguoi tiép nhan hd so khong duge yéu cau
Xuét trinh ban chinh; néu nguoi yéu cau chi ndp ban chup va xuét trinh ban chinh
thi nguoi tiép nhan hd so kiém tra, ddi chiéu ban chup véi ban chinh va ky vao
ban chyp xac nhan vé viéc da d6i chiéu ndi dung gidy to d6, khong dugc yéu cau
nguoi di dang ky ndp ban sao co chl'mg thuc giéy to do.

+ Truong hop phap luat quy dinh Xuat trinh gidy to khi dang ky h¢ tich, nguoi
tiép nhan co trach nhiém kiém tra gidy to xuét trinh, d6i chleu v&i thong tin trong
To khai va tra lai cho nguoi xuét trinh, khong duoc yéu cau nguoi dang ky ho tich
nop thém ban sao gidy to d6. Nguoi tiép nhan cé thé chup 01 ban gidy to xuit
trinh hodc ghi lai thong tin ctia gidy to xuat trinh dé luu hd so.

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

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

Ngueoi tiép nhdan ho so thwe hién khai thac théng tin trong Co sé dir liéu quoc
gia vé ddn cw theo quy dinh phdp ludt néu nguoi yéu cau dang ky hé tich da
cung ccfp ho, chir dém, tén, ngay, thang, nam sinh; s6 dinh danh ca nhan/can
cudc cong dan/thé can cudc/chirng minh nhan dan. Truong hop cdc thong tin
can khai thac khéng c6 trong Co sé dir liéu quoc gia vé dan cw thi dé nghi
nguwoi yéu cau ké khai day du.

- Truong hop cho phép ngudi yéu cau dang ky ho tich lap van ban cam doan
vé ndi dung yéu cau dang ky ho tich thi co quan dang ky ho tich phai giai thich
r& cho ngudi 14p vin ban cam doan vé trach nhiém, hé qua phap 1y cua viée
cam doan khong dung su that.

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

- Déi v6i viée xdc dinh ho, dan toc, dt tén cho tré:
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+ Viéc xac dinh ho, dan tc, dat tén cho tré em phai phu hop voi phap luat va yéu
cau giit gin ban sic dan toc, tAp quan, truyén thong vin hoa tét dep ctia Viét Nam;
khong dat tén qua dai, kho st dung.

+ Truong hop cha, me khong thoa thudn duoc vé ho, dan toc, qué quan cua con
khi dang ky khai sinh thi ho, dan tdc, qué quan cua con dugc xac dinh theo tap
quan nhung phai bdo ddm theo ho, dan tdc, qué quan ctia cha hodc me.

- Nguoi co yéu cau dang ky khai sinh va nhan cha, me, con (ca hai bén phai c6
mit, xuat trinh gidy to tuy thin dé d6i chiéu) kiém tra thong tin trén Trich luc
dang ky nhan cha, me, con, Glay khai sinh, trong S6 dang ky nhan cha, me, con,
Sb dang ky khai sinh va ky té€n vao Sb dang ky nhan cha, me, con, S6 dang ky
khai sinh, nhan Trich luc dang ky nhan cha, me, con, Gié'ly khai sinh.

2.4

S6 lrgng ho so: 01 bo

2.5

Thoi han giai quyét: 15 ngay, ké tir ngdy nhan da ho so hop 16.

2.6

Pija diém tiép nhan ho so va tra két qua giai quyét TTHC:
Trung tam Hanh chinh céng cip huyén.

2.7

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

Co quan co tham quyen quyet dinh:

- Uy ban nhan dan cﬁip huyén noi cu tra cua nguc‘ri cha hoac nguoi me thuc hién
dang ky khai sinh két hop nhan cha, me, con déi véi tré em sinh ra ¢ Viét Nam;
- ny ban nhan din cip huyén noi cu tra cua tré em thyc hién dang ky khai sinh
két hop nhan qha, me, con doi vdi tré em sinh ra & nudc ngoai, chua dugc dang
ky khai sinh v€ cu trt tai Viét Nam.

Co quan dwgc iy quyén: Khdng.

Co quan phdi hop: Co quan quan Iy Co s¢ dit liéu Qudc gia vé dan cu.

2.8

Poi twong thwe hién TTHC: Cé nhan.

2.9

Két qua giai quyét TTHC:

- Hb so du diéu kién: Giéy khai sinh, Trich luc dang ky nhan cha, me, con (ban
chinh); ban sao Gidy khai sinh, ban sao Trich luc ding ky nhan cha, me, con
(néu co yéu cau).

- Hd so khong du diéu kién: Vin ban thong bao khong du diéu kién ding ky
khai sinh va dang ky nhan cha, me, con.

2.10

Quy trinh xir Iy cong viéc
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TT

Trinh tu

Trach
nhiém

Thoi
gian

Bi¢u mau/Keét qua

Bl

Tiép nhan hd so:

1. Tiép nhan ho so.

Tiép nhan ho so tryc tiép tir
ca nhan.

2. Can bo TN&TKQ kiém tra
ho so:

- Néu ho so chua day du
hodc khong hgp 1&: Hudng
dan hodc thong bao bang vin
ban cho ca nhidn bo sung,
hoan thién hdé so. Truong
hop khong bo sung, hoan
thién dugc hod so thi thong
béo tir chdi giai quyét ho so.

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

Cong chuc
TN&TKQ

Gi0 hanh
chinh

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

B2

Chuyér} hd so cho Phong Tu
phép dé xur ly.

Cong chuc
TN&TKQ

02 gio

MaAu 01, 05 va ho so
kem theo

B3

Phan cong cong chuc xu ly
ho so.

Lanh dao
Phong Tu
phap

04 gio

Mau 05 va ho so kém
theo

B4

Kiém tra, xir 1y hd so:

- Truong hop hd so can bd
sung, hoan thién hodc khong
du diéu kién gidi quyét, phai

Phong Tu
phéap, Lé&nh
dao UBND
cip huyén,

02 ngay

Mau 04 (néu cb), 05;
Vian ban g1 UBND
cdp xa dé nghi niém
yét thong tin
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tir chdi thi giri thong béo vé
tinh trang hd so téi Trung
tdm hanh chinh cong dé
thong bao cho ngudi ndp hd
SO

- Truong hop can phai kiém
tra, xdc minh lam r6 hoac do
nguyén nhan khac ma khéng
thé tra két qua dung thoi gian
da hen thi cong chirc Phong
Tu phap 1ap Phiéu xin 16i va
hen lai ngay tra két qua,
trong d6 néu rd 1y do cham
tra két qua va thoi gian hen
tra két qua, chuyén Trung
tam hanh chinh cong dé tra
cho nguoi c6 yéu cau;

- Tham muu Vin ban dé nghi
UBND cép x4 noi thuong tri
cua nguoi dugc nhan 1a cha,
me, con thuc hién niém tai
tru s& UBND cédp xi trinh
Lanh dao phong xem xét, ky
nhay, Lanh dao UBND cip
huyén ky duyét, Van thu
dong diu phat hanh vin ban.

Thuc hién budc tiép theo.

Van thu

B5

Niém yét cong khai tai tru so
UBND cép huyén, UBND
cdp xd noi thuong tri cua
ngudi duoc nhan 1a cha, me,
con.

Phong Tu
phap;
UBND cap
xa

07 ngay
lién tuc

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

B6

Sau niém yét cong khai:

- Néu du diéu kién va khong
xay ra tranh chap: Vao S6
dang ky khai sinh, S6 ding
ky nhan cha, me, con; nhap
dir liéu vao phﬁn mém ho
tich, in dy thio Gidy khai
sinh va du thao Trich luc

Cong chirc
xur 1y ho so

03 ngay

M3u 05; du thao Gidy
khai sinh va Trich luc
dang ky nhan cha,
me, con hoac du thao
van ban théng béo
khong du diéu kién
dang ky khai sinh va
dang ky nhan cha,
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dang ky nhan cha, me, con;

- Néu khong du diéu kién:
Dy thao Van ban thong béo
khong du diéu kién ding ky
khai sinh va didng ky nhan
cha, me, con;

Trinh Lanh dao Phong Tu
phap.

me, con

Kiém tra két qua thuc hién,

Mau 05; du thao Gidy
khai sinh va Trich luc
ding ky nhin cha,
me, con hoac du thao

B7 duyét, truc tiép hodc giao Il;ﬁgﬁg d%(; 01 ngay van ban thong bao
cong chue xtr ly ho so trinh ha khong du diéu kién
linh dao UBND cép huyén. | P P dang ky khai sinh va

ding ky nhan cha,

me, con da duyét/ky

nhay.

Mau 05; Giay khai

sinh va Trich luc dang
’ N | Lanh  dao ky nhéan cha, me, con

B8 Ky du thao két qua giai quyét UBND ¢ ép 01 ngay hoac Van ban thong

thu tuc hanh chinh tai B5. huyén bao khong du diéu
' kién dang ky khai
sinh va dang ky nhan

cha, me, con.
Miu 05, 06; Gidy
o v thu kl}ai sinl} va "I:rich luc
Phat hanh vén ban va tra keét UBND cip dang ky nhan cha,
qua cho Phong Tu phap dé A ... | me, con hodc Van ban

B9 Y R . huyén 02 gid - . A .
chuyén cho Trung tdim Hanh . thong bao khong du
chinh cong. Phong  Tu diéu kién ding ky

phap khai sinh va dang ky
nhan cha, me, con
v q Mau 01, 06; Gidy

B10 Chuyén nguoi dén ky S0 va | Cong chuc | Gio hanh | khai sinh va Trich luc

tra két qua cho ca nhan. TN&TKQ chinh | ding ky nhan cha,

me, con hoac Van ban
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thong bao khoéng du
diéu kién ding ky
khai sinh va dang ky
nhan cha, me, con.

* Truong hop dén hen nhung chua co két qua,trong thoi gian cham nhat 01
ngay truéc ngdy hét han xur 1y, Phong Tu phép tham muu UBND cap huyén
ban hanh phiéu xin 13i va hen lai ngay tra két qua dé giri cho t chic, ca nhan.
* Trong qué trinh giai quyét ho so nguoi co trach nhiém thyc hién can thyc
hién dong thoi cac thao tac tiép nhan/chuyén/tra ho so, két qua giai quyét trén
phan mém: http://dichvucong.hatinh.gov.vn véi cac budc trong quy trinh.

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 bd sung hoan thién hoé so
fiw. j

Mau 03 Mau 03.docx

Phiéu tir chdi tiép nhan giai quyét ho so

Mau 04 Mau 04.docx

Phiéu xin 15i va hen lai ngay tra két qua

Mau 05 M3u 05.docx

Phiéu kiém soat qua trinh giai quyét ho so

Mau 06 M3u 06.docx
SO theo doi ho so

[,
-

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

BM.HT.08.02 BM.HT.08.02.docx
To khai dang ky nhdn cha, me, con

-
BM.HT.08.03 o BM.HT.08.03.doc
Mau gidy cam doan

HO SO LUU:

Mau 01; 02, 03, 04 (né:u ¢6), 06 luu tai Trung tAm Hanh chinh cong cap huyén.
Mau 01, 05 luu theo ho so;

Ho so dau vao theo muc 2.3;

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

S6 ding ky khai sinh;

S6 dang ky nhan cha, me, con;

Van ban thong bao khong du diéu kién dang ky khai sinh va dang ky nhn cha,
me, con (néu co);

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

H6 so duoc Iuu tai Phong Tu phap, thdi gian luu trit thuc hién luu theo quy dinh cua
Luat Ho tich va cac van ban huéng dan thi hanh. Sau khi hét han, chuyén hd so xudng
don vi luu trir cia UBND cap huyén va luu trit theo quy dinh hién hanh.

9. Thii tuc diing ky lai khai sinh c6 yéu té nwéc ngoai

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



http://hotich.moj.gov.vn/

104

- Viéc khai sinh ctia cong dan Viét Nam dﬂinh cu {y nudc ngoai hoac cia nguoi
nuoc ngoai da dang ky tai co quan ¢ thdm quyen cua Viet Nam trudc ngay
01/01/2016 nhung S6 dang ky khai sinh va ban chinh Gidy khai sinh déu b1 mat;

- Nguoi dang ky lai khai sinh c6 trach nhiém ndp ddy di ban sao gidy to, tai
liéu c6 ndi dung lién quan dén viéc dang ky lai (n€u co) va phai cam doan da
ndp day du giay to minh co;

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

2.2 | Cach thirc thue hién TTHC:
- Ngudi ¢ yéu cau dang ky lai khai sinh tryc tiép thuc hién hodc uy quyén cho
ngudi khac thuc hién ndp ho so truc tiép tai Trung tAm hanh chinh cong cap
huyén;
- Giri ho so qua hé théng buu chinh cong ich;
- Nop hdé so truc tuyén trén Céng Dich vu cong Quéc gia
(https://dichvucong.gov.vn) hodc Hé théng thong tin giai quyét thi tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn).
\ A A AL Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh

Sao

- To khai ddng ky lai khai sinh theo mau, trong dé c6 cam doan
clia nguoi yéu cau vé viéc da ndp di cdc gidy to hién c6 (néu
nguwoi ¢6 yéu cau lira chon nép hé so theo hinh thirc truc tiép
hodic giti hé so qua hé théng buu chinh);

- Mau ho tich dién tir tuong tac dang ky lai khai sinh, trong dé
c6 cam doan cac thong tin cung cp la dung su that, khong
con ban chinh Gidy khai sinh, dd nop du cac gidy to hién co
va chiu hoan toan trach nhiém trudc phap luét vé ndi dung
cam doan ctiia minh (do nguo1i yéu cau cung cip thong tin theo
huéng dan trén Cong dich vu cong néu nguoi cd yéu cau lua
chon ndp hd so theo hinh thic tryc tuyén);

- Nguoi co yéu cau dang ky lai khai sinh thyc hién viéc
nop/xudt trinh (theo hinh thure truc tiép) hodc tai 1én (theo
hinh thtc truc tuyén) cac gidy to sau:

* Gidy to phdi ngp ban dau:
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- Ban sao toan bo ho so, gidy to ctia ngudi yéu cau hodc hd
s0, gidy to, tai liéu khac trong d6 co thong tin lién quan dén
noi dung khai sinh, gom:

+ Ban sao Gidy khai sinh do co quan c6 tham quyén cua Viét
Nam cip hop 1€ (ban sao dugc chung thyc tir ban chinh, ban
sao dugc cap tur S6 ding ky khai sinh); ban chinh hodc ban
sao gidy to co gia tri thay thé Gidy khai sinh dugc cap trudc
nim 1945 ¢ mién Béc va trudc nim 1975 ¢ mién Nam;

+ Truong hop nguoi yéu cau khéng co glay to' néu trén thi
phai ndp ban sao gidy to do co quan co tham quyén cta Viét
Nam cap hop 1€ nhu: Glay chimg minh nhan dan, Thé can
cudc cong dan hodc HO chiéu; Gidy to chimg minh vé noi cu
tr; Bang t6t nghiép, Gidy chirng nhén, Ching chi, Hoc ba, hé
s0 hoc tap do co quan ¢6 tham quyén cip hodc xac nhan; Gidy
to khac co thong tin vé ho, tén, ngay, thang, ndm sinh cua ca
nhan. Ngudi yéu cau ding ky lai khai sinh ¢6 trach nhiém ndp
day du ban sao cac gidy to néu trén (néu cd) va phai cam doan
da nop du cac giéy to' minh c6; chiu trach nhiém, hé¢ qua cua
viéc cam doan khong dung su that;

- Trudng hop Uy quyén cho ngudi khic 1am thay thi phai c6
vin ban Gy quyén duoc chimg thuc theo quy dinh cua phap
lugt. Truong hop nguoi dugce uy quyén 13 6ng, ba, cha, me, | X
con, vo, chong, anh, chi, em rudt ctia ngudi Gy quyén thi vin
ban uy quyén khong phai ching thuc;

- Gidy to chirng minh thudc gia dinh c6 cong voi cach mang;
ngudi thudc hd ngheo; nguoi khuyét tat (néu co).

* Gidy to phdi ndp bé sung trong qud trinh gidi quyét hé so (néu cin)
y L0'p op g g q gt quy

Ban cam doan vé thong tin cua cha, me theo mau
BM.HT.09.02 dbi v6i truong hop gidy to cua ngudi yéu cau
dang ky lai khai sinh khong c6 thong tin ching minh quan h¢ X
cha, me, con, xac minh tai co quan cong an ciing khong co
thong tin.

* Gidy to' phdi xudt trinh:

Mot trong cac gidy to ching minh nhan than 1a Gidy Ching
minh nhan dan, Thé can cudc cong dan, HO chicu hoac giay to X
khac c6 dan anh va thong tin ca nhan do co quan cd thim
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quyén cip, con gia trj sir dung cua ngudi yéu cau ding ky lai
khai sinh. Truong hop céc thong tin ca nhan trong cac gidy to
nay da co trong Co so dir liéu Quédc gia vé dan cu, Co sé dir
liéu ho tich dién t, duoc hé thdng dién tu dong thi khong
phai xuét trinh (theo hinh thirc truc tiép) hodc tai 1én (theo
hinh thtc truc tuyén).

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

*Luuy:

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

+ Trudng hop ngudi yéu cau ndp gidy to 13 ban sao duge cp tir s6 gdc hoic
ban sao duoc chimg thuc tir ban chinh thi ngudi tiép nhan ho so khéng duogc
yéu cdu xuat trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuat
trinh ban chinh thi ngudi tiép nhan ho so kiém tra, d6i chiéu ban chup voi ban
chinh va ky vao ban chup xac nhan vé viéc da dbi chiéu ndi dung gidy to do,
khong duoc yéu ciu nguoi di dang k}'/ ndp ban sao co ching thuc gidy to do.

+ Truong hop phap luat quy dinh xuat trinh glay to khi dang ky ho tich, nguoi
tiép nhan co trach nhiém kiém tra glay td xuat trinh, doi ch1eu v6i thong tin
trong To khai va tra lai cho nguoi xuit trinh, khong dugce yéu ciu ngudi ding
ky ho tich ndp thém ban sao gidy to d6. Nguoi tiép nhan co thé chup 01 ban
gidy to xuat trinh hodc ghi lai thong tin cua gidy t& xudt trinh dé luu hd so.

+ Gidy to do co quan c6 thaim quyén ctia nudc ngoai cap, cong ching hoic xac
nhan dé sir dung cho viéc ding ky h¢ tich tai Viét Nam phai duoc hop phap
hoa lanh su, truo truong hop dugce mién theo diéu udc qudc té ma Viét Nam la
thanh vién; gidy to bang tiéng nudc ngoai phai dugc dich ra tiéng Viét va cong
chung ban dich hoac chung thuc chit ky nguoi dich theo quy dinh cua phap
luat.

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

Nguroi tiép nhdn hé so thuc hién khai thac thong tin trong Co s¢ diz liéu
quéc gia Vé ddn cu theo quy dinh phap ludt néu nguoi yéu cau dang ky hé tich
dd cung cdp ho, chiz dém, tén; ngay, thang, ndm sinh; sé dinh danh cé
nhan/can cuoc cbng dan/thé can cudcichirng minh nhdn dan. Truong hop cac
théng tin cdn khai thac khéng cé trong Co sé dir liéu quéc gia vé dan cu thi dé
nghi nguoi Yeu cdu ké khai day di.

- Truong hop giri hd 80 qua he thong buu chinh thi phai guri kem theo ban sao
c¢6 chimg thuc cac gidy to phai xuét trinh.




107

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

+ Ban chup cac gidy to giri kém theo hb so dang ky lai khai sinh tryc tuyén
phai bao dam 6 nét, day du, toan ven vé noi dung, la ban chup bang may anh,
di¢n thoai hodc dugc chup, dugc quét bang thiét bi dién tur, tir gidy to dugc cap
hop 1€, con gia tri s dung; néu 1a gidy t& do co quan co tham quyén nudc
ngoai cip thi phai duoc hop phap hoa lanh su, dich sang tiéng Viét theo quy
dinh, trir truong h0’p duoc mién hop phap hoa lanh su.

+ Truong hop gidy to, tai liéu phai giri kém trong ho so dang ky lai khai sinh
truc tuyén dd c6 ban sao dién tir hodc déd co ban dién tir giay to ho tich thi
nguoi yéu cau dugce sit dung ban dién tir nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Gidy khai sinh/ban sao Gidy
khai sinh), ngudi c¢6 yéu cau ding ky lai khai sinh phai xut trinh gidy to tuy
than, ndp cac gidy to 1a thanh phan ho so diang ky lai khai sinh theo quy dinh
phap luat ho tich.

Truong hop nguoi ¢ yéu ciu dang ky lai khai sinh khong cung cap duogc gidy
to néu trén theo quy dinh hoac giay to nop, Xuat trinh bi tay x0a, stra chira, lam
gia thi co quan dang ky ho tich ¢6 tham quyén huy bo két qua dang ky lai khai
sinh.

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

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

2.4

S6 lrgng ho so: 01 bo

2.5

Thoi han giai quyét:
- Trong thoi han 05 ngay 1am viéc, ké tir ngay nhan da ho so hop 1é.
- Trong truomg hop phai xac minh thi thoi han giai quyét khong qua 25 ngay.

2.6

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

- Trung tdm Hanh chinh céng cap huyén.

- Cong Dich vy cong Quoc gia https://dichvucong.gov.vn hodc Hé thong thdng tin
giai quyet TTHC tinh Ha Tinh http://dichvucong.hatinh.gov.vn (chi tiép nhan ho
S0).

2.7

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

- Uy ban nhan dan cdp huyén, noi da ding ky khai sinh truéc day thyc hién
dang ky lai khai sinh;

- Truong hop khai sinh trude day duoc dang ky tai Uy ban nhan dan cap x4 thi
viée dang ky lai khai sinh do Uy ban nhén dan cap huyén cap trén thuc hién;

- Trudng hop khai sinh truée day duoc dang ky tai Uy ban nhan dan cap tinh
hodc S Tu phap thi viéc dang ky lai khai sinh do Uy ban nhan dan cdp huyén
noi cu tri cia nguoi yéu cau thyc hién; néu nguoi d6 khong cu tra tai Viét Nam
thi do Uy ban nhan dan cdp huyén noi c¢6 tru sé hién nay cua S& Tu phap thuc
hién.

Co quan dwoc iy quyén: Khong.

Co quan phoi hop: Uy ban nhan dan cap x4/So Tu phap noi ngudi yéu cau
dang ky lai khai sinh d& dang ky khai sinh trude day; Co quan cong an ¢
thaim quyén. Co quan quan 1y Co sé dit liéu Québc gia vé dan cu.

2.8 | Poi twong thwe hién TTHC: Cé4 nhan

2.9 | Két qua giai quyét TTHC:
- Ho so du diéu kién:
+ Gidy khai sinh (ban chinh); ban sao Gidy khai sinh (néu c6 yéu cau).
+ Ban dién tr Gidy khai sinh (Ban dién tir s& tw dong gti vé Kho quan 1y dir
liéu cua ca nhan/dia chi thu dién tir/thiét bi s6/dién thoai ciia ngudi yéu cau
sau khi d3 hoan tat thi tuc dang k¥ lai khai sinh tai co quan dang ky hé tich).
- Hb so khong du diéu kién: Vian ban théng bao khong du diéu kién dang ky
lai khai sinh.

2.10 | Quy trinh xir ly cong viéc

TT | Trinh tw TriCh Thoi gian Bicu maou/Ket

: nhi¢m qua

B1 | Tiép nhan hd so:
1. Tiép nhan ho so.
- Tiép nhan hd so tryc tiép tlr ca Mau 01; 02, 03

nhan hoge tir hé thong buu chinh | Cong chire | Gid hanh | (néu co), 05, 06
hogc trén Cong Dich vu cong| TN&TKQ | chinh |va hd so theo

Quoc gia muc 2.3
(https: //dlchvucong gov.vn) hodc

Hé théng thong tin giai quyét tha
tuc hanh chinh cua tinh
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(https://dichvucong.hatinh.gov.vn)

2. Can bd TN&TKQ kiém tra hd
SO

- Néu hd so chua day du hoic
khong hop 1&: Hudng dan hodc
thong bao bang vin ban cho cé
nhan bd sung, hoan thién hd so.
Truong hop khong bo sung, hoan
thién dugc ho so thi thong bao tir
chéi giai quyét ho so.

- Néu ho so day du, hop 18: Lam
thu tuc tiép nhan ho so va thu phi,
1& phi theo quy dinh, c6 Phiéu hen,
tra két qua cho ngudi co yéu ciu
(néu nguoi c¢6 yéu cau lua chon
hinh thtrc ndp hd so truc tiép) hoic
giri ngay Phiéu hen, tra két qua qua
thu dién tir hodc gui tin nhén hen
tra két qua qua dién thoai di dong
cho nguoi c¢6 yéu cau (néu nguoi
co yéu cau lua chon hinh thirc ndp
hé so truc tuyén).

Sau khi tiép nhan ho so theo hinh
thitc ndp truc tiép, cong chirc
TN&TKQ thuc hién s6 hoa (sao
chup, chuyén thanh tai liéu dién tr
trén hé théng thong tin, co s& dit
liu) va ky sb vao tai liéu, hd so
gidi quyét thu tuc hanh chinh da
dugc s6 hoa theo quy dinh.

Chuyén ho so cho Phong Tu phap

Cong chirc

Mau 01, 05 va

B2 dé xtr 1. TN&TKQ 02gid |HO so keém
theo
Lanh dao x ‘
A A A oo 1 LA N . Mau 05 va Ho
B3 | Phan cong cong chuc xu 1y ho so. Phgrl]léngu 04 gio so kém theo
g4 | B41.Kiém tra, X Iy ho s0: Cong chirc \ Mﬁu 04 ‘(néu
- Truong hop hod so can bo sung, | iy I hd so 02 ngay |co), 05 va Du

hoan thién hoac khong du diéu

thao Gidy khai
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kién giai quyet phai tir chdi thi
giri thong bao vé tinh trang hd so
t6i Trung tim Hanh chinh cong dé
thong bao cho ngudi ndp hd so;

- Truong hop cin phai kiém tra,
xac minh Iam rd hodc do nguyén
nhan khiac ma khong thé tra két
qua dung thoi gian da hen thi lap
Phiéu xin 18i va hen lai ngay tra
két qua, trong d6 néu 15 1y do
cham tra két qua va thoi gian hen
tra két qua, chuyén Trung tédm
Hanh chinh cong dé tra cho nguoi
¢ yéu cau (néu ngudi co yéu cau
lga chon hinh thirc nop hd so truc
tiép), hodac gui Phiéu xin 16i va
hen lai ngay tra két qua qua thu
dién tir hodc giri tin nhin qua dién
thoai di dong cho nguoi c6 yéu
cau (néu ngudi cb yéu cau lwa
chon hinh thuc nop hd so truc
tuyén).

- Néu du diéu kién ma khong can
xac minh:

+ Truong hop tiép nhan hd so
theo hinh thic truc tiép: Thuc
hién viéc ghi vao S6 dang ky khai
sinh, cap nhat thong tin dang ky
lai khai sinh va luu chinh thirc
trén Phan mém dang ky, quan ly
hd tich dién tor dung chung.

+ Truong hop tiép nhan hd so
theo hinh thirc truc tuyén: Gui lai
biéu mau Gidy khai sinh dién tur
v6i thong tin diy du cho ngudi
yéu ciu qua thu dién tir hodc thiét
bi s0.

Nguodi yéu cdu c6 trach nhiém
kiém tra tinh chinh xac, day du
clia cac thong tin trén biéu mau
Gidy khai sinh dién tir va xac nhan
(t6i da mot ngay).

sinh hoac Du
thao van ban
théng béo
khong du diéu
kién dang ky lai
khai sinh
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Néu nguoi co6 yéu ciu xac nhdn
thong tin dd thdng nhat, day du
hodc khong c6 phan hoi sau thoi
han yéu cau thi thuc hién viéc ghi
ndi dung vao S6 ding ky khai
sinh, cdp nhat thong tin dang ky
khai sinh va luu chinh thirc trén
Phdn mém ding ky, quan 1y ho
tich dién tir dung chung.

- Néu khéng du diéu kién: Du
thdo Van ban thong bao khong du
diéu kién dang ky lai khai sinh;
Trinh lanh dao Phong Tu phap
(chuyén t6i B7).

B4.2. Truong hop vi¢e dang ky
khai sinh trudc day duogc thuc hién
tai Uy ban nhan dan cip x4 hodc So
Tu phép thi xay dung du thao Van
ban d& nghi Uy ban nhan dan cip
xa/S& Tu phap noi thuc hién viéc

dang ky khai sinh trudc day klem Miu 05 kem
tra, xac minh vé viéc luu giit s6 hd . ) Vin ban dé
tich. qurll,ggmc 01 ngay |nghi xdc minh
- Trudng hop gidy to cla ngudi Xy ho so va Ho so kém
yéu cau dang ky khai sinh khong theo
c6 thong tin chung minh quan hé
cha, me, con thi tham muu Van
ban dé nghi co quan cong an co
thAm quyén xac minh.
Chuyén sang thuc hién cac budc
tiép theo.
UBND cap
Uy ban nhan dan cip xa/S¢ Tu | x3/S¢ Tu
phap noi thuc hién viéc dang ky | phép/co Vin ban trd 15i
B5 | khai sinh tru6e ddy, co quan cong | quancong | 20 ngay P
L A Xac minh
an co tham quyén klem tra, xac | an cO thim
minh vé viée luu giit s6 ho tich. quyén duoc
dé nghi
B6 | * Saukhi co két qua xac minh: Congchic | 01ngdy |Miu 05, du
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Thuc hi¢n nhu B4.1. xtr Iy hd so thao Gidy khai
* Luu y: Truong hop co quan sinh hoac du
cong an tra 15i khong co thong tin thao van ban
hoac khong tra 101 thi cho nguoi thdng bao
yéu cau diang ky khai sinh 1ap vin khong du diéu
ban cam doan vé thong tin cia kién dang ky
cha, me va xac dinh ndi dung khai lai khai sinh;
sinh theo vin ban cam doan. Pong Van ban cam
thoi tién hanh cac budc giai quyét doe}n cua ca
theo quy dinh. nhan.
Trinh lanh dao Phong (chuyén téi
B7).
Mau 05 va Dy
thio Gidy khai
.2 Z , A . sinh hoac du
Kiém tra két qua thyc hién, duyét, ~ , - ,
tryc tiép hodc giao cong chirc xu La‘nh dao s thilo van be,m
B 1y hd so trinh 1anh dao UBND cép Phong Tu | 01 ngay thOAﬂg , t?'ilo
huyén, phép khﬂong (Eiu dlel}
i kién dang ky
lai khai sinh da
duyét/ky nhay
Mau 05 va
Gidy khai sinh
o | K okt i g | IR e vin b
tuc hanh chinh tai B7. A A Y
huyén khong du dicu
kién dang ky
lai khai sinh
Mau 05, 06 va
Gidy khai sinh
Phat hanh vin ban, tra két qua cho | Vanthu hoac van ban
B9 | Phong Tu phap dé chuyén cho Phong Tu 02 gio¢ | thong b{SlO
Trung tdm Hanh chinh céng. phap khong du dicu
kién dang ky
lai khai sinh
a1o | Chuyén ngudi dan ky vao 6 va | Cong chie | Gior hanh 1124‘3“ 01, 06
tra két qua cho c& nhan. TN&TKQ | chinh | kem Gidy khai
sinh hoac van
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ban thong bao
khong du diéu
kién dang ky
lai khai sinh

* Truong hop ho6 so qua han xur 1y, trong thoi gian cham nhét 01 ngay trudce
ngay hét han xtr 1y, Phong Tu phap tham muu UBND cap huyén ban hanh
phiéu xin 15i va hen lai ngdy tra két qua dé gui cho t6 chirc, ca nhan.

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

BIEU MAU
. =
Mau 01 M3u 01.doc
Giay tiép nhan ho so va hen tra két qua
. =
Mau 02 M3u sé 02.doc
Phiéu yéu cau bod sung hoan thi¢n ho so
. =
Mau 03 M3u 03.doc
Phiéu tir choi tiép nhan gidi quyét ho so
. =
Mau 04 M3u 04.doc
Phiéu xin 161 va hen lai ngay tra két qua
. =
Mau 05 M3u sé 05.doc
Phiéu kiém soat qua trinh giai quyét ho so
. =
Mau 06 M3u sé 06.doc
SO theo do1 ho so
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i
-

BM.HT.09.01 BM.HT.09.01.doc
To khai dang ky lai khai sinh

|
BM.HT.09.02 BM.HT.09.02.doc
Ban cam doan

Mau ho tich dién tr twong tac déng ky lai khai sinh (néu nop ho
so theo hinh thure truc tuyén).
BM.HT.09.03 @

BM.HT.09.03.docx

4 |HOSOLUU

- | Mau 01; 02, 03, 04 (néu c6), 06 lvu 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 sinh;

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

- | Van ban dé nghi x4c minh; Van ban trd 161 xac minh (n€u co);

- | Van ban cam doan (néu co);

- | Phian mém http://khaisinhdientu.moj.gov.vn; Hé thong thong tin giai quyét thu
tuc hanh chinh cua tinh.

H6 so duoc Iuu tai Phong Tu phap, thoi gian luu trit thye hién luu theo quy dinh cua
Luat Ho tich va cac van ban hudng dan thi hanh. Sau khi hét han, chuyén ho so xuong
don vi luu trtr cua UBND cap huyén va luu trir theo quy dinh hié€n hanh.
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10. Thii tuc déing Ky lai két hon c6 yéu t6 nuéc ngoai

1 KY HIEU QUY TRINH QT.HT.10
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thwe hién TTHC:
- Viéc dang ky két hon cua cong dan Viét Nam dinh cu & nudc ngoai hoac cua
nguoi nuoc ngoai da dang ky tai co quan co6 tham quyén cua Viét Nam trudce
ngay 01/01/2016 nhung S6 dang ky két hon va ban chinh Gidy ching nhan két
hon déu b1 mat;
- Ca hai bén yéu cau ding ky két hon con séng vao thoi diém yéu cau ding ky
lai ket hon.
2.2 | Cach thirc thuc hién TTHC:
- Ngudi c6 yéu cau dang ky lai két hon thuc hién nop ho so truc tiép tai Trung
tam hanh chinh cong cap huyén;
- Nop hd so truc tuyén trén Céng Dich vu cong Quéc gia
(https://dichvucong.gov.vn) hodc Hé théng théng tin giai quyét thu tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn) (bén nam hodc bén nit c6 thé
nop ho so ma khong can c6 vin ban ty quyén ctia bén con lai).
. A LA AL Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh

Sao

To khai déng ky lai két hon, theo mdau BM.HT.10.01 (néu nguoi
co0 yéu cau lya chon nop ho so theo hinh thuc truc tiép),;

Mau hd tich dién tir twong tac dang ky lai két hon, trong do
c6 cam doan cac thong tin cung cap la ding sy that, khong
con ban chinh Gidy chirng nhan két hon, da nop du cac gidy to
hién c6 va chiu hoan toan trach nhiém trudc phap luat vé noi
dung cam doan cta minh (do ngudi yéu cau cung cap thong
tin theo hudng dan trén Cong dich vu cong néu nguoi cd yéu
cau lua chon nop hd so theo hinh thirc truc tuyen)

Nguoi c6 yéu cau dang ky lai két hon thuc hién viée ndp/xuit
trinh (theo hinh thuc truc tiép) hodc tai 1én (theo hinh thirc
truc tuyén) cac gidy to sau:
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* Gidy to phdi ngp:

Gidy chtng nhan két hon duoc cap trudc ddy. Néu khong co ban
sao Gidy chirng nhan két hon thi ndop ban sao ho so, gidy to ca X
nhan c6 cac thong tin lién quan dén ndi1 dung dang ky két hon;

Gidy to ching minh thudc d6i tuong gia dinh c6 cong véi
cach mang; nguoi thude ho ngheo; ngudi khuyet tat (n€u co);

* Gidy to phdi xudt trinh:

Mot trong cdc gidy td ching minh nhan than 1a Gidy CMND,
Thé cin cudc cong dan, HO chiéu hodc gidy td khac co dan
anh va thong tin ca nhan do co quan ¢6 thAm quyén cip, con
gia tri st dung cua nguoi yéu cau ding ky lai két hon. Trudng
hop cac thong tin ca nhan trong cac gidy to nay da co trong
Co s¢ dir ligu Quoc gia vé dan cu, Co so dit liéu ho tich dién
tir, duoc hé thong dién tu dong thi khong phai xudt trinh (theo
hinh thirc tryc tiép) hodc tai 1én (theo hinh thirc truc tuyén).

*Luuy:

- Pbi voi gidy to nop, xuat trinh néu ngudi yéu cau ndp hod so theo hinh thirc
tryc tiép:

+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao duoc cip tir s6 gbc hoic
ban sao dugc chung thuc tir ban chinh thi ngudi tiép nhan hd so khéng duoc
yéu cau xuit trinh ban chinh; néu nguoi yéu cau chi ndp ban chup va xuit trinh
ban chinh thi ngui tiép nhin ho so kiém tra, doi chiéu ban chup v6i ban chinh
va ky vao ban chyp xac nhén vé viéc da d6i chiéu noi dung gidy to do, khong
duoc yéu cau nguoi di dang ky ndp ban sao cd chu’ng thuc giay to do.

+ Truong hop phap luat quy dinh xuat trinh glay to khi dang ky ho tich, nguoi
tiép nhan c6 trach nhiém kiém tra glay td xuat trinh, dbi chleu véi thong tin
trong To khai va tra lai cho nguoi Xudt trinh, khong duge yéu cau nguoi ding
ky h¢ tich nop thém ban sao giay to do. Nguoi tiép nhén co6 thé chyp 01 ban
gidy to xuat trinh hodc ghi lai thong tin ctia gidy to xuat trinh dé luu ho so.

+ Glay td do co quan c6 tham quyén cua nudc ngodi cip, cong ching hodc xac
nhan dé st dung cho viéc diang ky h¢ tich tai Viét Nam phai dugc hop phap hoa
lanh sy, trir truong hop dugc mién theo diéu wéc quéc te ma Vi¢t Nam la thanh
vién; gidy to bang tiéng nudc ngoai phai duoc dich ra tiéng Viét va cong chimg
ban dich hodc ching thuc chit ky nguoi dich theo quy dinh ctia phap luat.

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

Nguoi tiép nhgn hé so thuc hién khai thac thong tin trong Co so dir ligu
quéc gia vé déan cu theo quy dinh phap ludt néu nguoi yéu cau dang ky hé tich
dd cung cdp ho, chit dém, tén; ngay, thang, ndm sinh; sé dinh danh cd nhan/can
cuoc cdng dan/thé can cuoclchieng minh nhdn ddn. Truong hop cac thdng tin
can khai thic khéng cé trong Co sé dir liéu quac gia vé ddn cuw thi dé nghj
nguroi yéu cau ké khai day du.

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

+ Ban chup cac glay to guri kém theo ho so ding ky lai két hon truc tuyén phai
bao dam ro nét, day du, toan ven vé nodi dung, la ban chup bang may anh, dién
thoai hodac dugc chup, dugc quet bang thiét bi dién tir, tir gidy to dugc cap hop
18, con gia tri st dung; néu 1a gidy to do co quan c6 thim quyén nudc ngoai cip
thi phai dugc hop phdp hoa lanh sy, dich sang tleng Viét theo quy dinh, trir
truong hop duge mién hop phép hoa lanh sy.

+ Truong hop gidy t0, tai liéu phai giri kém trong ho so dang ky lai két hon truc
tuyen d3 c6 ban sao dién tir hoic da c6 ban dién tir gidy to ho tich thi nguoi yéu
cau dugc sur dung ban dién tir nay.

+ Khi dén co quan dang ky h¢ tich nhan két qua (Glay chting nhan két hon),
nguoi ¢ yéu cau dang ky lai két hon xuat trinh gidy to tuy than, ndp cac gidy
t& 1a thanh phan ho so dang ky lai két hon theo quy dinh phap luat ho tich.
Truong hop ngudi yéu ciu ding ky lai két hon khong cung cap duogc gidy to
néu trén quy dinh hoic gidy to ndp, xuat trinh bi tay x0a, stra chita, 1am gia thi
co quan ding ky ho tich ¢ thim quyén hiy bo két qua ding ky lai két hén.

- Nguoi co yéu cau dang ky lai két hon (hai bén nam, nit phai c6 mit, xuét trinh
gidy to tuy than dé dbi chiéu) kiém tra théng tin trén Gidy chtng nhan két hon,
trong S6 dang ky két hon va ky tén vao So dang ky két hon, ky tén vao Gidy chimg
nhan két hon, mdi bén nam, nit nhan 01 ban chinh Giéy chirng nhan két hon.

2.4 | S6 lwong ho so: 01 bo

2.5 | Thoi han giai quyét: 05 ngay lam viéc, ké tir ngay nhan du hd so hop 1é.
Truong hop phai xac minh thi thoi han gidi quyét khong qua 25 ngay.

2.6 | Pia diém tiép nhan hd so va tra két qua giai quyét TTHC:
- Trung tdm Hanh chinh céng cap huyén.
- Cong Dich vu cong Qudc gia https://dichvucong.gov.vn hodc Hé thong thong
tin giai quyet TTHC tinh Ha Tinh http:/dichvucong.hatinh.gov.vn (chi tiep
nhan ho so).

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

Co quan cé tham quyén quyét dinh:

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

- Trudng hop két hon trude day duge ding ky tai Uy ban nhén dan cap x4 thi
viéc dang ky lai két hon do Uy ban nhan dan cap huyén cap trén thuc hién;

- Trudng hop két hon trude diy dugc dang ky tai Uy ban nhan déin cép tinh
hogc So¢ Tu phap thi viéc dang ky lai ket hon do Uy ban nhan dan cip huyén
noi cu tra cua ngudi yéu cau thyc hién; néu ngudi d6 khong cu tra tai Viét Nam
thi do Uy ban nhan dan cap huyén noi c6 tru s¢ hién nay ctia So Tu phéap thuc
hién.

Co quan dwoc iy quyén: Khong.

Co quan phdi hop: Uy ban nhan dan cip x4/So Tu phap noi ngudi yéu cau
dang ky lai két hon da dang ky ket hon trude day. Co quan quan ly Co s¢ dir
liéu Qudc gia vé dan cu.

2.8 | Poi twong thwe hién TTHC: Ca nhan

2.9 | Két qua giai quyét TTHC:
- Ho so du diéu kién:
+ Gidy chtrng nhdn két hon (ban chinh), mdi bén vo, chong 01 ban.
+ Ban dién tir Trich luc két hon (Ban dién tir s& tu dong giri vé Kho quan ly du
liéu cua ca nhan/dia chi thu di¢n tir/thiét bi s6/dién thoai ctia ngudi yéu ciu sau
khi d4 hoan tat thi tuc diang ky lai két hon tai co quan dang ky ho tich).
- HO so khong du diéu kién: Van ban thong bao khong du dicu kién ding ky lai
két hon.

2.10 | Quy trinh xir ly cong viéc

TT Trinh tu Trach Thoi | Biéu miwKét

nhiém gian qua

1. Tiép nhan ho so.
- Tiép nhan ho so tryc tiép tir ca nhan
hodc trén Cong Dich vu cong Quobc Mau 01, 02, 03

B1 gia (https://dichvucong.gov.vn) hodc | Coéng chirc | Gio hanh | (néu o), 05, 06

Hé thong thong tin giai quyét thu tuc | TN&TKQ chinh | va ho so theo
hanh chinh cua tinh muc 2.3
(https://dichvucong.hatinh.gov.vn)

2. Can bo TN&TKQ kiém tra hd so:
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- Néu ho so chua day di hodc khong
hop 1&: Hudng dan hoic thong bao
bang vin ban cho ca nhin bo sung,
hoan thién hd so. Truong hop khong
bd sung, hoan thién duoc hd so thi
thong bao tir chdi giai quyét ho so.

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

Sau khi tiép nhan hd so theo hinh
thtc ndp tryc tiép, coéng chirc
TN&TKQ thuc hién sé hoa (sao
chup, chuyén thanh tai liéu dién t
trén hé théng théng tin, co so dit
lidu) va ky sb vao tai liéu, hd so giai
quyét thu tuc hanh chinh da duoc sb
héa theo quy dinh.

B2 Chuyén ho so cho Phong Tu phép dé | Cong chirc 02 s Mau 01, 05 va
Xt 1y. TN&TKQ B9 1 hd so kem theo

Lanh dao x v LA

B3 | Phan cong cong chire xir [y hd so. | Phong Tu | 04 gio | v 05 va ho

. so kem theo
phap

B4.1. Xem xét, xir 1y ho so: Miu 04 (néu

- Truong hop hd so can bé sung, c0), 05, Du

hoan thién hodc khong du diéu kién thao Giay

B4 | gidi quyet phai tir chdi thi guri thong Céone chi ) chung nhan két
bao vé tinh trang hd so téi Trung X&O rll}% 1(1:62’3 02 ngay | hon hoic Du

tam hanh chinh céng dé thong bao
cho nguoi ndp hd so;

- Truong hop can phai kiém tra, xac
minh lam r0 hoac do nguyén nhan

thao Van ban
théng béo
khong du diéu
kién dang ky
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khac ma khong thé tra két qua dung lai két hon
thoi gian di hen thi lap Phiéu xin 16i
va hen lai ngay tra két qua, trong d6
néu rd 1y do cham tra két qua va thoi
gian hen tra két qua, chuyén Trung
tam hanh chinh céng dé tra cho
ngudi co yéu cau (néu ngudi cé yéu
cau lya chon hinh thire nop hd so
tryc tiép), hodc giri Phiéu xin 161 va
hen lai ngay tra két qua qua thu dién
tr hodc gui tin nhan qua dién thoai
di dong cho ngudi c6 yéu cau (néu
nguoi cd yéu cau lya chon hinh thirc
ndp ho so tryc tuyén).

- Néu du dicu kién:

+ Truong hop tiép nhan hd so theo
hinh thtc truc tiép: Thuc hién viéc
ghi vao S6 ding ky két hon, cap nhat
thong tin dang ky lai két hon va luu
chinh thrc trén Phin mém diang ky,
quan 1y hg tich dién tir dung chung.

+ Trudng hop tiép nhan ho so theo
hinh thirc truc tuyén: Gui lai biéu
mau Gidy ching nhan két hon dién
tor voi thong tin day da cho nguoi
yéu cau qua thu dién tir hoic thiét bi
50.

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

Néu ngudi c6 yéu cidu xic nhin
thong tin da thong nhat, diy du hoic
khong c6 phan hoi sau thoi han yéu
cau thi thuc hién viéc ghi vao S6
dang ky két hon, cap nhat théng tin
dang ky lai két hon va Iuu chinh thic
trén Phin mém dang ky, quan 1y ho
tich dién ttr dung chung.

- Néu khong du diéu kién: Du thao
vin ban théng bao khong du diéu
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kién;
Trinh lanh dao Phong Tu phap,
chuyén té1 B7.

B4.2. Truong hop viéc dang ky két
hon trudce (jIéy thyc hién tai Uy ban
nhan dan cap xa hoac S& Tu phap thi

du thio van ban d& nghi Uy ban flf?glfg‘s"g 01 ngay Xa}?l xét::arr;inl?e
nhan dan cap x&So Tu phap noi Y st
dang ky ket hon trudc day kiém tra,
xac minh vé viéc luu giir s6 hd tich.
BS Uy ban nhan dan cap xa hodc S¢ Tu g;ﬁ\; ];chg 20 na Vén ban tra 101
phap tra 101 két qua xac minh. ac 98Y | xéc minh
Tu phap
, Mau 05 va Dy
Sau khi co két qua xac minh hodc thao Gidy
hét th(‘fvi har} de nghi ma khong nhan Cone chiic chirng nhén két
B6 | dugc van ban tra 1o1: e l'gh6 < 01 ngay | hon hodc Vin
Thuc hién nhu B4.1 y ban thong ba‘io
Trinh lanh dao phong xem xét. khong du diéu
kién
Mau 05 va Dy
7 ’ thao Giay
Kiém tra két qua thuc hi¢n, duyét, Lanh dao ching nhan két
B7 trie tiép hodc giao cong chuc xur ly Phone Tu | 01 nad hon hodac Van
ho so trinh lanh dao UBND cap hég 9 | ban thong bao
huyén. phap khong di didu
kién da
duyét/ky nhay
Mau 05 va
Giay chung
L1k , o £ , \ Lanh dao nhan két hén
B8 Ic(h3:,n1;et qua giai quyéet thu tuc hanh UBND 01ngay |hoic Van ban
' cap huyén thong bao
khong du dieu
kién
B9 | Phat hanh vin ban va tra két qua cho | Van thu; 02 gio | Mau 05, 06 va
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Phong Tu phap dé chuyén cho Trung | Phong Tu Gidy _chung
tdm Hanh chinh céng. phap nhin két hon
hodac Van ban
théng bao
khong du diéu
kién
Mau 01 kém
Giay  chung
Chuyén nu i k§ 86, K5 1 VA0 | 5. e | iy | PN KL
B10 | Giay ching nhan két hon va tra két ; hodc Van ban
) A TN&TKQ chinh n .
qua cho ca nhan. thdng béo
khong du diéu
kién
* Truong hop dén hen nhung chua c6 két qua, trong thoi gian cham nhat 01 ngay
truéc ngay hét han xur ly tra két qua, Phong Tu phap tham muu UBND cap huyén
ban hanh phiéu xin 16i va hen lai ngay tra két qua dé gui cho t6 chuc, ca nhan.
* Trong qua trinh giai quyet ho so nguoi ¢o trach nhiém thyc hién cqn thue hién
dong thoi cac thao tac ti€p nhan/chuyén/tra ho so, ket qua giai quyet trén phan
mém H¢ thong thong tin gidi quyét thu tuc hanh chinh cua tinh vdi cac budce
trong quy trinh.
3 | BIEUMAU
]
Mau 01 MAu 01.docx
Giay ti€p nhan ho so va hen tra két qua
=
Mau 02 MAu 02.docx
Phi€u yéu cau b6 sung hoan thién ho so
=)
Mau 03 Mau 03.docx
Phiéu ttr choi tiép nhan gidi quyét ho so
. -
Mau 04 M3u 04.doc

Phiéu xin 16i va hen lai ngay tra két qua
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|Ej

Mau 05 Mau 05.docx
Phiéu ki€m soat qua trinh gidi quyét ho so

@j

Mau 06 Mau 06.docx
S6 theo doi ho so

[,
-

BM.HT.10.01 ’ BM.HT.10.01.doc
To khai dang ky lai két hon

Mau hé tich dién tir trong tac dang ky lai két hon (néu ndp hd
so theo hinh thure truc tuyén)

BM.HT.10.02 @

BM.HT.10.02.docx

4 |HOSOLUU

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

- Ho so dau vao theo muc 2.3;

- | S6 dang ky két hon;

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

- | Van ban d€ nghi xac minh; Van ban tra 161 xac minh (néu c6);

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

H6 so duogc luu tai Phong Tu phap, thoi gian luu trir thyc hién luu theo quy dinh cua
Luat Ho tich va cac van ban huéng dan thi hanh. Sau khi hét han, chuyen ho so Xuong
don vi luu trir cia UBND cdp huyén va luu trit theo quy dinh hién hanh.
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11. Thi tuc déing Ky lai khai tir ¢6 yéu t6 nuéc ngoai

1 KY HIEU QUY TRINH QT.HT.11
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thye hién TTHC:
Vi¢c dang ky khai tir cua cong dan Viét Nam dinh cu ¢ nudc ngoai hodc cua
nguoi nudce ngoai da dang ky tai co quan co tham quyén cua Viét Nam trudc ngay
01/01/2016 nhung S6 dang ky khai tir va ban chinh Giay chirng tir déu bi mat.
2.2 | Cach thirc thue hién TTHC:
- Nguoi ¢ yéu cau dang ky lai khai tir tryc tiép thyc hién hodc ty guyén cho nguoi
khéc thyc hién nop hod so truc tiép tai Trung tdm hanh chinh cong cap huyén;
- Gtri ho so qua hé théng buu chinh cong ich;
- Nop hd so truc tuyén trén ,Céng Dich vy cong Quéc gia
(https://dichvucong.gov.vn) hodac Hé thong thong tin giai quyét tha tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn).
. A LA AL Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh

Sao

To khai dang ky lai khai tir, theo mdu BM.HT.11.01 (né'L,t nguoi
co yél/‘l cau lua C/’l()l:l nop ho so theo hinh thiucc truc tiep hodc X
gui ho so qua hé thong buu chinh),;

Mau ho tich dién tir tuong tac thuc hién ding ky lai khai tir,
trong d6 co6 cam doan cac thong tin cung cap 1a ding su that,
khong con ban chinh Gidy ching t/Trich luc khai tir, d3 nop
da cac giéy to' hién c6 va chiu hoan toan trach nhiém trudc
phap luét v€ ndi dung cam doan cua minh (do nguoi yéu cau
cung cap thong tin theo hudng dan trén Cong dich vu cong néu
nguoi co yéu cau lya chon ndép hd so theo hinh thuc truc
tuyen)

Nguoi co yéu cau ding ky lai khai tir thyc hién viée ndp/xuat
trinh (theo hinh thirc truc tiép) hodc tai 1€n (theo hinh thirc truc
tuyén) cac gidy to sau:




125

* Gidy to phdi ngp:

Gidy chung tr duoc cip hop 16 truée day. Néu khong cé ban
sao Giay chung tur thi ndp ban sao ho so, gidy to lién quan co X
ndi dung chirng minh sy ki¢n chét;

Trudng hop Gy quyén cho nguoi khac 1am thay thi phai ¢6 vin
ban uy quyén duoc chimg thuc theo quy dinh cta phap lut.
Trudong hop nguoi duoc uy quyén la 6ng, ba, cha, me, con, vo, X
chdéng, anh, chi, em rudt cta ngudi Gy quyén thi vin ban y
quyén khong phai ching thuc;

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

* Gidy to' phdi xudt trinh:

Mot trong cac gidy t& ching minh nhan than 1a Gidy Chung
minh nhan dan, Thé cin cudc cong dan, HO chiéu hodc gidy to
khac c6 dan anh va thong tin c4 nhan do co quan ¢6 thAm quyén
cap, con gia tri st dung ciia nguoi yéu cau ding ky lai khai tu.
Truong hop cac thong tin c4 nhan trong cac gidy to ndy di co
trong Co s& dit liéu Qudc gia vé dan cu, Co sé dit liéu ho tich | x
dién tir, dugc hé théng dién tu dong thi khong phai xuét trinh
(theo hinh thirc tryc tiép) hodc tai 1én (theo hinh thirc truc
tuyén).

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

* Luuy:

- Bdi véi gidy to nop, xuat trinh néu ngudi yéu cau nop ho so theo hinh thic truc tiép:
+ Trudng hop ngudi yéu ciu ndp gidy td 13 ban sao duge cip tir s6 gbe hodc ban
sao dugc ching thuce tir ban chinh thi ngudi tiép nhan hd so khong duge yéu cau
xuit trinh ban chinh; néu ngudi yéu ciu chi ndp ban chup va xuét trinh ban
chinh thi nguoi tiép nhén ho so kiém tra, d6i chiéu ban chup voi ban chinh va ky
vao ban chyp xac nhén vé viée dd dbi chiéu noi dung gidy to do, khong duoc yéu
cau nguoi di dang ky ndp ban sao co chu’ng thuc giay to do.

+ Tru:ong hop phap luat quy dinh xuat trinh glay to khi dang ky ho tich, nguoi
tiép nhan c6 trach nhiém kiém tra glay to xuat trinh, d6i chleu v6i1 thong tin
trong T khai va tra lai cho nguoi xuét trinh, khong duge yéu cau ngudi dang ky
ho tich ndp thém ban sao gidy to d6. Nguoi tiép nhan c6 thé chup 01 ban gidy to
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xuét trinh hodc ghi lai thong tin cta gidy to xuat trinh dé luu hd so.

+ Gidy to do co quan c6 thim quyén ctia nudc ngoai cip, cong ching hodc xac
nhan dé stir dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phap hoa
lanh sy, trir truong hop duge mién theo diéu udc quoc te ma Viét Nam la thanh
vién; gidy to bang tiéng nudc ngoai phai dugc dich ra tiéng Viét va cong chimg
ban dich hodc ching thuc chit ky ngudi dich theo quy dinh ctia phap luét.

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

Nguoi tiep nhdn hé so thuc hién khai thac thong tin trong Co so dir lieu
quoc gia vé dan cir theo quy dinh phap ludt néu nguwoi yéu cau dang ky hé tich da
cung cap ho, chiz dém, tén; ngay, thing, ndm sinh; sé dinh danh cd nhdn/cin
cuoc cong dan/thé can cuoclchieng minh nhan dan. Truong hop cac thong tin
can khai thac khéng cé trong Co sé di# liéu quoc gia vé dan cuw thi dé nghj nguoi
yéu Cdu ké khai day d.

+ Truong hop gul ho so qua hé thong buu chinh thi phai gui kém theo ban sao co
chtg thuc cac gidy to phai xuat trinh.

- Trudong hop gln ho so qua hé¢ thong buu chinh thi phai guri kém theo ban sao c6
chtng thuc cac gidy to phai xuat trinh.

- Péi voi gidy to giri kém theo néu ngudi yéu cau ndp hd so theo hinh thie truc tuyén:
+ Ban chup cac gi‘éy to' gui kém theo hé so dang ky lai khai tur truc tuyén phai
bdo dam rd nét, day du, toan ven yé noi ’dung, la ban chup bang may g’mh, dién
thoai hoac duoc chup,,du’qc q}lét bang thiét bi dién th’1’, tur gié}y to duoc cap hgp 1€,
con gia tri st dung; néu la gidy to' do co quan c6 tham quyén nudc ngoai cap thi
phai duoc hop phap hoa lanh sy, dich sang ti€ng Viét theo quy dinh, trir truong
hop duoc mién h0’p phap hoa lanh su.

+ Truong hop gidy t0, tai liéu phai giri kém trong hd so dang ky lai khai tr tryce

tuyen d3 c6 ban sao dién tir hodc di co ban dién tir gidy to ho tich thi nguoi yéu
cau duoc su dung ban dién tir nay.

+ Khi dén co quan ding ky ho tich nhén két qua (Trich luc khai ti/ban sao Trich
luc khai tr), ngudi co yéu cau dang ky lai khai tur phai xudt trinh gidy to tuy than,
ndp cac gidy to 1a thanh phan ho so ding ky lai khai tir theo quy dinh phéap luat
ho tich.

Truong hop nguoi cé yéu cau dang ky lai khai tir khong cung cdp duogc gidy to
néu trén theo quy dinh hodc gidy td ndp, xuat trinh bi tdy xoa, sira chira, lam gia
thi co quan dang ky ho tich c6 tham quyén huy bo két qua dang ky lai khai tir.

2.4

S6 lrgng ho so: 01 bo

2.5

Thoi han giai quyét:
Trong thdi han 05 ngay lam viéc, ké tir ngay nhan du hd so hop 16. Trudong hop
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can phai xac minh thi thoi han giai quyét khong quéa 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.

- Cong Dich vu cdng Qudc gia https://dichvucong.gov.vn hodc Hé thong thong
tin giai quyet TTHC tinh Ha Tinh http://dichvucong.hatinh.gov.vn (chi ti€p nhan
ho so).

2.7

Co quan thye hién: Phong Tu phap tlep nhan ho so va tham muu Chi tich Uy
ban nhan déan cap huyen xem xét, quyét dinh.

Co quan co tham quyen quyet dinh:

- Uy ban nhan dan cdp huyén, noi da dang ky khai tir trudc dy thuc hién dang
ky lai khai tr;

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

- Truong hop viée dang ky khai tu trude day thyuc hién tai Uy ban nhéan dan cép
tinh hogc S¢ Tu phap thi Uy ban nhan dan cap huyén noi cu tri ciia ngudi yéu
cau thue hién; néu nguoi yéu ciu khong cu trd tai Viét Nam thi Uy ban nhin dan
cap huyén noi c6 tru so hién nay ctia S¢ Tu phéap thyuc hién ding ky lai khai tu.
Co quan dwoc iy quyén: Khong.

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

2.8

P6i twong thuwe hién TTHC: C4 nhan

2.9

K¢ét qua giai quyét TTHC:
- Ho so du diéu kién:
+ Trich lyc khai tir (ban chinh), ban sao Trich lyc khai tir (néu c6 yéu cau).

+ Ban dién tir Trich lyc khai tir (Ban dién tir s& ty dong gui vé Kho quan ly du
liéu cua ca nhan/dia chi thu di¢n tt/thiét bi s6/dién thoai cta ngudi yéu cau sau
khi d4 hoan tat thu tuc dang ky lai khai tir tai co quan diang ky ho tich).

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

2.10

Quy trinh xir ly cong viéc

TT

Trinh tu Trach Thoi | Biéu mauw/Két
nhiém gian qua

Bl

1. "ljllep nhan h(? SO. ) Cong chitc (leO’ M?u O}; 02, 0:":
- Tiép nhan ho so tryc ticp tir cd nhan | TNg&TKQ hanh | (néu co), 06 va

hodc tir hé théng buu chinh hoac trén chinh | hd so theo muc
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Cong Dich vu cong Qubc gia
(https://dichvucong.gov.vn) hoac H¢
thong thong tin giai quyét thu tuc hanh
chinh cua tinh
(https://dichvucong.hatinh.gov.vn).

2. Can bd TN&TKQ kiém tra ho so:

- Néu hd so chua day du hoic khong
hop 18: Huéng dan hodc thong bao bang
van ban cho ca nhan bo sung, hoan thién
ho so. Trudng hop khong bo sung, hoan
thién duoc hod so thi thong bao tir chdi
giai quyét ho so.

- Néu hé so day du, hop 1&: Lam thu tuc
tiép nhan ho so, thu phi, 1& phi theo quy
dinh, co6 Phleu hen, tra két qua cho
ngudi co yéu cau (néu nguoi cd yéu cau
Iira chon hinh thirc ndp hd so truc tiép)
hodc gui ngay Phiéu hen, tra két qua qua
thu dién tr hodc gl tin nhan hen tra két
qua qua dién thoai di dong cho nguoi co
yéu cau (néu nguoi c6 yéu cau lya chon
hinh thirc ndp hd so truc tuyén).

Sau khi tiép nhan ho so theo hinh thirc
nop truc tiép, cong chirc TN&TKQ thyc
hién sb hoa (sao chup, chuyen thanh tai
liéu dién tir trén hé thong thong tin, co
so dit lidu) va ky s6 vao tai liéu, hd so
giai quyét thi tuc hanh chinh da dugc sd
héa theo quy dinh.

2.3

582 Chuyén hé so cho Phong Tu phap dé xir | Céng chirc 02 oid Mau 01, 05; hd
1y. TN&TKQ 8191 50 kém theo
Lanh dao x Y

B3 | Phan cong cong chuc xir 1y ho so. Phong Tu | 04 gio Mau 05; ho so

; kem theo
phap

Kiém tra, xem xét hd so: Miu 04 (néu

B4 |- Truong hop hd so can bd sung, hoan Cong chicc | 02 co), 05, du

thién hodc khong du diéu kién giai quyet xtr 1y hd so | ngay thao Trich luc

phai tir chdi thi giri thong bao vé tinh khai tor hodc

trang hd so toi Trung thm Hanh chinh

Van ban thong
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cong dé thong bao cho ngudi ndp hd so;

+ Truong hop can phai kiém tra, xdc
minh lam rd hodc do nguyén nhan khéc
ma khong thé tra két qua dung thoi gian
d3 hen thi 1ap Phiéu xin 15i va hen lai
ngdy tra két qua, trong d6 néu rd ly do
cham tra két qua va thoi gian hen tra két
qua, chuyén Trung tim Hanh chinh céng
dé tra cho ngudi c6 yéu cau (néu nguoi
co yéu cau lua chon hinh thic ndp hd so
tryc tiép), hodc giri Phiéu xin 16i va hen
lai ngay tra két qua qua thu dién tir hodc
g tin nhin qua dién thoai di dong cho
ngudi cd yéu cau (néu ngudi cd yéu ciu
lra chon hinh thirc ndp hd so truc
tuyén).

- Néu du diéu kién:

+ Truong hop tiép nhan hd so theo hinh
thure truc tiép: Thuc hién viéc ghi vao SO
dang ky khai tir, cap nhat thong tin dang
ky lai khai t¢ va luu chinh thac trén
Phan mém ding ky, quan 1y ho tich dién
tor dung chung.

+ Truong hop tiép nhan ho so theo hinh
thure truc tuyén: Gri lai biéu mau Trich
luc khai tir dién ttr voi théng tin day du
cho ngudi yéu ciu qua thu dién tir hodc
thiét bi s6.

Nguoi yéu ciu co trach nhiém kiém tra
tinh chinh xac, diy du cua cac thong tin
trén bieu mau Trich lyc khai tir dién tir
va Xac nhan (t6i da mot ngay).

Néu nguoi c6 yéu cdu xac nhin thong
tin da thong nhat, ddy du hoic khong co
phan hoi sau thoi han yéu cau thi thyuc
hién viéc ghi ndi dung vao S6 dang ky
khai tu, cap nhat thong tin dang ky lai
khai tir va luu chinh thirc trén Phin mém
dang ky, quan ly ho tich dién t dung
chung.

- Néu khong du diéu kién: Dy thao Vin

bao khong du
dicu kién
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ban thong bao khong du diéu kién;
Trinh l&nh dao Phong Tu phap, chuyén
dén BS.

Trudng hop can thiét thi tién hanh xac
minh bang van ban hodc truc ti€p xac

Vin ban dé
nghi Xa4c minh,
Van ban xac

minh. Sau khi c6 két qua x4c minh, thuc | Céong chirc | 05 b the
hién nhu B4. xirlyhoso | ngay | Tt ;nolfé%
Trinh 13nh dao Phong Tu phédp, chuyén . - h
dén bude B6 Ane BT
© ' (n€u co)
Mau 05; du
thao Trich luc
Kjém tra két qua thuc hi¢n, duyét, truc Lanh dao 01 khai tr hoac
B6 | tiép hodc giao cong chuc xu 1y hd so | Phong Tu nad Viéan ban thong
trinh linh dao UBND cAp huyén, phap 93 | bao khong du
dieu kién da
duyét/ky nhay
Mau 05; Trich
’ , Lanh dao luc khai tor
Ky két qua giai quyct thu tuc hanh i 01 |hoac Van ban
B6 . UBND cap \ A .
chinh. huvén ngay |thong bao
Y6 khong du didu
kién
Mau 05, 06 va
Phit hanh vdn ban va tra két qua cho| Vanthu ;rﬁrld}llogic 131;
B6 | Phong Tu phap d€ chuyén cho Trung | Phong Tu | 02 gio ban théng béo
tdm Hanh chinh cong. phap khong dit didu
kién
Mau 01, 06;
q Gis Trich luc khai
B9 Chuyén nguoi dan ky SO va tra két qua | Cong chuc hanh tt hodc Van
cho cé nhan. TN&TKQ chinh ban thong bao

khong du diéu
kién

* Truong hop dén hen nhung chua c6 két qua, trong thoi gian cham nhat 01 ngay
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trugc ngay hét han xir Iy, Phong Tu phap tham muu UBND cap huyén ban hanh
phiéu xin 13i va hen lai ngay tra két qua dé gui cho t6 chic, ca nhan.

* Trong qua trinh giai quyét hd so nguoi c¢é trach nhiém thue hién can thuc hién
d6ng thoi cac thao tac tiép nhan/chuyén/tra hd so, két qua giai quyét trén phin
mém Hé thong thong tin giai quyét thi tuc hanh chinh cua tinh véi cac budc
trong quy trinh.

BIEU MAU
Mau 01 M3u 01.doc
Giay ti€p nhan ho so va hen tra két qua
X -
Mau 02 M3u sé 02.doc
Phiéu yéu cau bo sung hoan thién ho so
X -
Mau 03 M3u 03.doc
Phiéu ttr choi tiép nhan gidi quyét ho so
X -
Mau 04 M3u 04.doc
Phiéu xin 161 va hen lai ngay tra két qua
X -
Mau 05 M3u sé 05.doc
Phiéu kiém soat qua trinh giai quyét ho so
X -
Mau 06 M3u sé 06.doc
SO theo doi ho so
-
BM.HT.11.01 BM.HT.11.01.doc
To khai dang ky lai khai ti
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Méu ho tich dién tir twong tac thyc hién ding ky lai khai tir (néu
ndp ho so theo hinh thire truc tuyén).
BM.HT.11.02 @

BM.HT.11.02.docx

4 |HOSOLUU

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

- | H6 so dau vao theo muc 2.3;

- | S6 dang ky khai tir;

Vin ban dé nghi xdc minh, Van ban x4dc minh thong tin/bién ban két qua xéc
minh (néu c9);

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

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

HO so duge luu tai Phong Tu phép, tth‘yi gian Iuu trir thuc hién luu theg quy dinh gﬁa
Luat Ho tich va cac van bér} hudng dan thi hanh. Sau khi hét han, chuyén ho so xuéng
don vi luu trir cua UBND cap huyén va luu trir theo quy dinh hién hanh.

12. Thii tuc thay doi, cai chinh, bé sung thong tin hd tich, xac dinh lai dén tdc

1 KY HIEU QUY TRINH QT.HT.12

2 | NOIDUNG QUY TRINH

2.1 | Piéu kién thwc hién TTHC:

- Viéc cai chinh ho tich chi duoc giai quyét sau khi xac dinh c6 sai sot trong
dang ky ho tich; khong cai chinh n61i dung trén gidy to ho tich da dugc cap hop
1é nham hop thirc hoa thong tin trén hd so, gidy to ca nhan khac.
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- Gidy to ho tich duoc cap hop 1¢ ké tir ‘ngay 01/01/2016 ma thong tin ho tich
con thleu thi duoc bd sung, néu c gidy to, tai liéu do co quan, to chiic cd
tham quyén cap hop 1¢ chimg minh.

Yéu cau ghi b6 sung quéc tich Viét Nam chi thyc hién d6i voi gidy to ho tich
dugc cap ké tir ngay 01/01/2016, sau khi dd xac dinh ngudi yéu cau dang cd
quéc tich Viét Nam theo quy dinh cua Luat Quéc tich Viét Nam.

2.2

Cach thirc thye hién TTHC:

- Nguoi co yéu cau thay d6i, cai chinh, bé sung thong tin ho tich, xac dinh lai
dan toc tryc tiép thuc hién hoic uy quyen cho ngudi khac thuc hién ndp hd so
tryc tiép tai Trung tAm hanh chinh céng cap huyén;

- Giri ho so qua hé théng buu chinh cong ich;

- Nop hd so truc tuyén trén ’C(;)ng Dich vu cong Qudc gia
(https://dichvucong.gov.vn) hodac Hé thong gidi quyét thu tuc hanh chinh cua
tinh (https://dichvucong.hatinh.gov.vn).

2.3

. Ly - Ban | Bdn
Thanh phan ho so, bao gom: chinh | sao

- To khai déing ky viéc thay doi, cdi chinh, bé sung théng tin
ho tich, xac dinh lai dan toc (theo mau BM.HT. 12.01) (néu
ngueoi ¢é yéu cau lwa chon ndp ho so theo hinh thirc truec tiép
hodc giti ho so qua hé thong bueu chinh);

- MAu ho tich dién tir tuong tic thyc hién ding ky thay doi, cai
chinh, bd sung thong tin ho tich, xdc dinh lai dan toc (do
nguot yéu cau cung cap thong tin theo huong dan trén Cong
dich vu cong, néu ngudi c6 yéu cau lya chon ndp hd so theo
hinh thirc truc tuyén);

- Nguoi co yéu cau dang ky thay doi, cai chinh, bd sung thong
tin ho tich, xac dinh lai dan toc thuc hién viéc ndp/xuat trinh
(theo hinh thirc truc tiép) hodc tai 1én (theo hinh thuc truc
tuyén) cac gidy to sau:

* Gidy to' phdi nop:

- Céc gidy to ¢6 lién quan dén viéc thay doi, cai chinh, bd
sung thong tin ho tich, xac dinh lai dan tdc;
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- Truong hop iy quyén cho ngudi khac lam thay thi phai co
vin ban uy quyén duogc ching thuc theo quy dinh cua phap
luat. Truong hop nguoi duge uy quyén 1a 6ng, ba, cha, me, X
con, Vo, chong, anh, chi, em rudt ctia ngudi Gy quyén thi vin
ban uy quyén khong phai chiing thyc;

- Gidy to chirng 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 t0 chimg minh nhan than 1a Gidy
CMND, Thé cin cudc cong dan, Ho chiéu hodc gidy to khac
c6 dan anh va thong tin ca nhian do co quan c6 tham quyén
cap, con gia tri st dung cua ngudi yéu cau. Trudng hop céc
thong tin ¢4 nhan trong cac gidy to nay da co trong Co s dir
liéu Quéc gia vé dan cu, Co sé dit liu ho tich dién ti, duoc
hé théng dién tu dong thi khong phai xuat trinh (theo hinh
thirc truc tiép) hodc tai 1én (theo hinh thirc truc tuyén);

- Gidy to c6 gia tri ching minh thong tin vé cu trG trong
truong hop co quan ding ky ho tich khong thé khai thac dugc
thong tin vé noi cu tra cua céng din theo cac phuong thic
quy dinh tai khoan 2 Piéu 14 Nghi dinh s 104/2022/ND-CP
ngay 21/12/2022 ciia Chinh phu. Trudng hop cac thong tin vé X
gidy to chimg minh noi cu tra d3 duoc khai thac tir Co s6 dit
lidu qudc gia vé din cu bang cac phuong thirc ndy thi nguoi
c6 yéu ciu khong phai xuét trinh (theo hinh thirc truc tiép)
hoic tai 1én (theo hinh thtc tryc tuyén).

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

*Luuy:

- Déi v6i gidy to nop, xuat trinh néu ngudi yéu cau nop hd so theo hinh thirc
truc tiép:

+ Doi v6i gidy to xuat trinh khi ding ky ho tich, ngudi tiép nhan cé trach
nhiém kiém tra, dbi chiéu véi théng tin trong to khai, chup lai hoic ghi lai
thong tin dé luu trong hd so va tra lai cho nguoi xuat trinh, khong dugc yéu
cau nop ban sao hoac ban chup gidy to do.

+ Nguoi yéu cau ding ky ho tich ¢ thé nop ban sao chang thuc tir ban chinh
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hoic ban sao dugc cap tir s6 gbc hodc ban chup kém theo ban chinh gidy to dé
dbi chiéu. Truong hop ngudi yéu cau nop ban chup kém theo ban chinh gidy
to thi ngudi tiép nhan co trach nhiém kiém tra, d6i chiéu ban chup véi ban
chinh va ky xac nhan, khong duoc yéu cau ngudi di dang ky nop ban sao gidy
to do.

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

Nguoi tiep nhdn hé so thuc hién khai théc thong tin trong Co so dir ligu
quoc gia vé dan cu theo quy dinh phap ludt néu ngieoi yéu cau dang ky hé tich
dd cung cdp ho, chir dém, tén; ngay, thing, nam sinh; sé6 dinh danh ca
nhan/can cwdc cong dan/the can cuoc/chiing minh nhan dan. Truong hop cac
théng tin can khai thac khong cé trong Co so dir ligu quac gia vé dan cu thi dé
nghi nguoi Yeu cdu ké khai day di.

- Truong hop gui ho so qua hé thong buu chinh thi phai gui kem theo ban sao
c6 ching thuc c4c gidy to phai xuat trinh.

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

+ Ban chup cac gidy to giri kém theo hd so ding ky thay doi, cai chinh, b6
sung thong tin ho tich, xac dinh lai dan toc tryc tuyén phai bao dam rd nét, day
du, toan ven vé noi dung, 1a ban chup bang may anh, dién thoai hodc dugc
chup, duoc quét bang thiét bi dién tir, tir gidy to duoc cap hop 1¢, con gia tri st
dung; néu 1a gidy to do co quan co thAim quyén nudc ngoai cp thi phai dugc
hop phap hoéa lanh su, dich sang tiéng Viét theo quy dinh, trir truong hop duoc
mién hop phap héa lanh su.

+ Truong hop gidy to, tai liéu phai giri kém trong hd so dang ky thay d6i, cai
chinh, bd sung thong tin ho tich, xac dinh lai dan toc tryc tuyen da c6 ban sao
dién tir hoac da c6 ban dién tur glay to ho tich thi nguodi yéu cau duoc sir dung
ban di¢n tu nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Trich luc thay d6i/cai chinh/
bd sung thong tin ho tich/xac dinh lai dan toc/ban sao Trich luc thay ddi/ cai
chinh, bd sung thong tin ho tich/ xac dinh lai dan toc), ngudi co yéu cau dang
ky thay ddi, cai chinh, bd sung thong tin ho tich, xac dinh lai dan toc xuét trinh
gidy to tuy than, ndp ban chinh céc gidy to 13 thanh phan ho so ding ky thay
d6i, cai chinh, bd sung thong tin ho tich, xac dinh lai dan toc theo quy dinh
phap luat ho tich.

Truong hop nguoi co yéu cau dang ky thay d6i, cai chmh bd sung thong tin
ho tich, xac dlnh lai dan toc khong cung cap duoc glay td néu trén theo quy
dinh hodc gidy to ndp, xuat trinh bi tdy x0a, sira chita, lam gia thi co quan
dang ky ho tich ¢6 thim quyén hiy bo két qua ding ky thay doi, cai chinh, bo
sung thong tin ho tich, xac dinh lai dan toc.
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2.4

S6 lwong ho so: 01 bo

2.5

Thoi han giai quyét:

- Ngay trong ngay lam viéc d6i véi viee bo sung thong tin ho tich, truong hop
nhan hod so sau 15 gi6 ma khong giai quyét duoc ngay thi tra két qua trong
ngdy lam viéc tiép theo.

- 03 ngay lam viéc ddi voi viéc thay doi, cai chinh thong tin ho tich, xéc dinh
lai dan toc. Truong hop can phai xac minh thi tho1 han duoc kéo dai khong
qua 06 ngay lam viéc.

2.6

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

- Trung tam Hanh chinh céng cap huyén.

- Cong Dich vu cong Qudc gia https://dichvucong.gov.vn hoic Hé théng thong
tin giai quyét TTHC tinh Ha Tinh http://dichvucong.hatinh.gov.vn (chi ti€p
nhan ho so).

2.7

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

Co quan cé thim quyén quyét dinh:

- Uy ban nhan déan cip huyén noi da dang ky ho tich truée day hodc noi cu tra

cua nguoi nudc ng0a1 giai quyét viéc cai chinh, bd sung thong tin hd tich cua
nguoi nudc ngoai da dang ky ho tich tai co quan c6 thim quyén ctia Viét Nam.

- Uy ban nhan dan cip huyén noi di ding ky ho tich trude day giai quyét viéc
thay doi, cai chinh, bo sung thong tin hd tich, xac dinh lai dan toc cho nguoi
Vi¢t Nam dinh cu ¢ nudc ngoai.

- Uy ban nhan déan cap huyén noi di ding ky ho tich truéc day hodc noi cu tri
cua ca nhan gidi quyét viéc thay doi, cai chinh thong tin ho tich cho cong dan
Viét Nam tur du 14 tudi trd 1én cu tra trong nudc; xac dinh lai dan toc.

- Uy ban nhan déan c4p huyén noi da ding ky khai ttr trude day thuc hién viéc
cai chinh ng1 dung dang ky khai tir trong Trich luc khai tir hoac Giay chung tur.

- Truong hop thay ddi, cai chinh, bd sung thong tin hd tich, xac dinh lai dan
toc ma viéc hg tich trudc day dugce dang ky tai S& Tu phap thi tham quyén giai
quyét dugc xac dinh nhu sau:

+ Truong hop nguoi yéu cau la cong dan Viét Nam cu tri & nude ngoai thi Uy
ban nhan dan cap huyén noi cu tra trudc khi xuat canh thuc hién thay doi, cai
chinh, b6 sung thong tin hg tich, xac dinh lai dan toc;

+ Trudng hop ngudi yéu cau 1a nguoi nude ngoai cu tra tai Viét Nam thi Uy
ban nhan dan cap huyén noi cu trii cua nguoi do thuc hién cai chinh, bo sung
thong tin hd tich.

+ Trudng hop ngudi yéu ciu 1a ngudi nude ngoai khong cu tra tai Viét Nam
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thi Uy ban nhan din cip huyén noi c6 tru s6 cua SO Tu phap dé dang ky viée
hd tich trude day thuc hién cai chinh, bd sung thong tin hd tich.

Co quan dwoc iy quyén: Khdng.

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

2.8

Poi twong thwe hién TTHC: Cé4 nhan

2.9

Két qua giai quyét TTHC:

- H6 so di diéu kién:

+ Trich luc thay doi/cai chinh/bd sung thong tin hd tich/xac dinh lai dan toc
(ban chinh), ban sao Trich lyc thay ddi/cai chinh/bd sung thong tin hd tich/xac
dinh lai dan toc (néu c6 yéu cau).

+ Ban dién tir Trich luc thay doi, cai chinh, b6 sung théng tin ho tich, xac dinh
lai dan toc (Ban dién tir s& tu dong guri vé Kho quan ly di liéu cta ca nhan/dia
chi thu dién ti/thiét bi s6/dién thoai cua ngudi yYeu cau sau khi da hoan tat tha
tuc diang ky thay ddi, cai chinh, bo sung théng tin ho tich, xac dinh lai dan toc
tai co quan dang ky ho tich).

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

2.10

Quy trinh xir ly cong viéc

TT

Trach Thoi Biéu

Trinh ty nhi¢m gian | miuw/Két qua

Bl

1. Tiép nhan hd so.

- Tiép nhédn hd so truc tiép tir c4 nhan
hoac tir hé théng buu chinh hoac trén
Cong Dich vu cong Qudc gia
(https://dichvucong.gov.vn) hoac H¢
thong thong tin gidi quyét thi tuc
hanh chinh cua tinh
(https://dichvucong.hatinh.gov.vn). Cong
2. Can bo TN&TKQ kiém tra hd so: chirc
TN&TKQ

Mau 01; 02,
Gio hanh | 03 (néu o),
i ‘ chinh |06 va ho so
- Néu ho so chua day du hodc khong theo muc 2.3
hop 1&: Hudng dan hoic thong bao '
bang vin ban cho ca nhan bd sung,
hoan thién hd so. Truong hop khong
bd sung, hoan thién dugc hd so thi
thong bao tir chdi giai quyét hd so.

- Néu ho so day du, hop 18: Lam thu
tuc tiép nhan hd so, thu phi, 1€ phi
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theo quy dinh; co Phiéu hen, tra két
qua cho nguoi co yéu cau (néu nguoi
6 yéu cau lya chon hinh thirc nop hd
so truc tiép) hodc gui ngay Phiéu hen,
tra két qua qua thu dién tir hodc gui
tin nhin hen tra két qua qua di¢n thoai
di dong cho nguoi co yéu cau (néu
nguoi c6 yéu cau lga chon hinh thuc
nop ho so truc tuyén).

- Sau khi tiép nhan ho so theo hinh
thic ndp tryc tiép, cbéng chirc
TN&TKQ thuc hién s6 hoa (sao chup,
chuyén thanh tai li¢u dién to trén hé
thong thong tin, co so dur li€u) va ky
s6 vao tai lidu, hd so giai quyét thu
tuc hanh chinh da duoc s6 hda theo
quy dinh.

Cong Mau 01, 05 va
B2 | Chuyén cho Phong Tu phap dé xir 1y. chirc 1/2gid |hd so kém
TN&TKQ theo
Lanh dao x N
B3 | Phan cong cong chire xi Iy hd so. Phgﬁéngu 01 giov ls\gal‘;ér(f tgjoho
Kiém tra, xem xét hd so: Miu 04 (néu
- Truong hop hd so can bd sung, hoan c6), 05; du
thién hosc khong du diu kién giai - 04 gi0 | thao Trich luc
quyét, phai tir chdi thi giri thong bao vé (d61 vO1|bd sung ho
tinh trang hd so tdi Trung tam Hanh bo sung | tich/dy  thdo
chinh cong dé thong bao cho ngudi ndp thong Trich lyc thay
hd so; cong | UM doi/cai
B4 |- Truong hop cin phai kiém tra, Xac | chic xur Iy . 2,5 Chfnh/b@_ sung
minh lam rd hoac do nguyén nhin| g | N9AY thong tin ho
khac ma khong thé tra két qua ding (461 voi | tich/xac  dinh
thoi gian dd hen thi 1ap Phiéu xin 13i thay doi, | lai dan toc/du
va hen lai ngay tra két qua, trong d6 cai chinh | thao Van ban
néu ro 1y do cham tra két qua va thoi thong thong  bao
gian hen tra két qua, chuyén Trung tin) khong du diéu

tam Hanh chinh céng dé tra cho nguoi
¢ yéu cau (néu ngudi cé yéu cau lya

kién; Van ban
dé nghi xac
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chon hinh thirc ndp hd so truc tiép),
hodc giri Phiéu xin 18i va hen lai ngay
tra két qua qua thu dién tir hoic gui
tin nhin qua dién thoai di dong cho
nguoi c¢6 yéu cau (néu nguoi cd yéu
cau lya chon hinh thirc nop hd so truc
tuyén).

- Truong hop bd sung thong tin ho
tich hoac thay ddi, cai chinh thong tin
hd tich khong can xac minh thong tin:
- Néu du diéu kién:

+ Truong hop tiép nhan hd so truc
tiép: Vao So thay doi, cai chinh, bd
sung thong tin hQ tich, xac dinh lai
dan toc; Nhap dir li¢u vao phﬁn mém
hd tich, in du thao Trich luc thay
dbi/cai chinh/bd sung thong tin hd
tich/xac dinh lai dan tdc;

+ Trudng hop tiép nhan hd so truc
tuyén: Gui lai biéu mau Trich luc thay
ddi, cai chinh, bd sung thong tin hd
tich, xac dinh lai dan toc dién tir voi
thong tin diy du cho nguoi yéu cau
qua thu dién tir hoic thiét bi sd.

Ngudi yéu cau co trach nhiém kiém
tra tinh chinh xac, day du cua Cac
thong tin trén biéu mau Trich luc thay
ddi, cai chinh, b sung thong tin hd
tich, xac dinh lai dan toc dién tor va
xac nhan (t6i da mot ngay).

Néu nguoi ¢6 yéu cau xac nhan thong
tin da théng nhat, diy du hoic khong
c6 phan hoi sau thoi han yéu cau thi
thuc hién viéc ghi ndi dung vao So
dang ky thay doi, cai chinh, bd sung
thong tin ho tich, xac dinh lai dan toc,
cap nhat thong tin dang thay doi, cai
chinh, b6 sung thong tin ho tich, xac
dinh lai dan toc va luu chinh thic trén
Phan mém ding ky, quan 1y ho tich
dién tir dung chung.

- Néu khong du diéu kién: Dy thao

minbh, Van
ban Xac
minh/Bién

ban két qua
xac minh (néu
cd)
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Vin ban thong bao khong du diéu
kién;
Trinh lanh dao Phong Tu phap.

Truong hop thay doi, cai chinh ho
tich, x4ac dinh lai dan toc phirc tap thi
tién hanh xac minh bang vin ban hoic
tryc tiép xac minh. Sau khi c6 két qua,
thuc hién nhu trén.

5,5 ngay

B5

Kiém tra két qua thuc hién, duyét,
truc tiép hoac giao cong chuc xur 1y ho
so trinh 1anh dao UBND céap huyén.

Lanh dao
Phong Tu
phap

01 gio

Mau 05; Trich
luc thay
doi/cai

chinh/bd sung
thong tin hd
tich/xac dinh
lai dan tdc
hodac Van ban
théng béo
khong du diéu
kién da duoc
duyét/ky nhay

B6

Ky két qua giai quyét thu tuc hanh
chinh.

Lanh dao
UBND
cap huyén

01 gio

Mau 05 va
Trich lyc thay
doi/cai
chinh/bd sung
thong tin ho
tich/xac  dinh
lai dan toc
hoac Van ban
thong bao
khong du diéu
kién
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Mau 05, 06 va
Trich luc thay
doi/cai
chinh/bd sung
Phat hanh vin ban va tra két qua cho | Van thu; thong tin ho
B7 | Phong Tu phap dé chuyén cho Trung Phong Tu | 1/2gio | tich/xac dinh
tam Hanh chinh cong. phap lai dan tdc
hodc Van ban
théng béao
khong du diéu
kién
Mau 01, 06 va
Trich luc thay
doi/cai chinh/
7 7 , Cong bd sung thong
B8 Chuyén nguoi dan ky SO va tra két he G106 hanh | tin ho tich/xac
) 1A chuc y : R,
qua cho ca nhan. TN&TKQ chinh | dinh lai déan
toc hoac Van
ban thong bao
khong du diéu
kién
* Truong hop dén hen nhung chua cé két qua, Phong Tu phip tham muu
UBND cap huyén ban hanh phiéu xin 13i va hen lai ngay tra két qua dé giri cho
t6 chirc, ca nhan.
* Trong qua trinh giai quyét hd so ngudi ¢ trach nhiém thuc hién can thuc
hién dong thoi cac thao tac tiép nhan/chuyén/tra hd so, két qua giai quyét trén
phan mém Hé théng thong tin giai quyét thi tuc hanh chinh cua tinh vi cac
budc trong quy trinh.
3 | BIEUMAU
Gidy tiép nhan hd so va hen tra két qua
Mau 01 IEJ
Mau 01.docx
|Ej
Mau 02 M3u 02.docx

Phiéu y€u cau bo sung hoan thién ho so
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@j

Mau 03 Mau 03.docx
Phiéu tir choi tiép nhén gidi quyét ho so

@j

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

@j

Mau 05 MAu 05.docx
Phiéu ki€m soat qua trinh gidi quyét ho so

@j

Mau 06 M3u 06.docx
So6 theo doi ho so

To khai déing ky thay déi, cdi chinh, bé sung théng tin hé

BM.HT.12.01
BM.HT.12.01.docx

tich, xac dinh lai dan toc
Mau ho tich dién tir tuong tac thuc hién dang ky thay doi,
cé@ chinh, ]36 sung thong tin hd tich, ;;éc dinh la1 dan toc
(néu ndp ho so theo hinh thire tryc tuyén).

BM.HT.12.02 @

BM.HT.12.02.docx
HO SO LUU

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

HO so dau vao theo muc 2.3;

S6 ding ky thay d6i, cai chinh, bd sung thong tin ho tich, xac dinh lai dan toc;

Vin ban dé nghi xac minh, Vin ban xac minh thong tin/bién ban két qua xac
minh (néu c0);
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- | Van ban thong bao khéng du diéu kién (néu cb);

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

H6 so duoc luu tai Phong Tu phap, thdi gian luu trit thue hién luu theo quy dinh cua
Luat Ho tich va cac van béq hudng dan thi hanh. Sau khi hét han, chuyén h6 so xudng
don vi luu trir cuia UBND cép huyén va luu trit theo quy dinh hién hanh.

13. Thu tuc ghi vao ) hg tich viéc két hon ciia cong dan Viét Nam da dwoc giai
quyét tai co quan c6 tham quyén cia nwéc ngoai

1 KY HIEU QUY TRINH QT.HT.13

2 | NOIDUNG QUY TRINH

2.1 | Piéu kién thye hién TTHC:

- Viéc két hon gitra cong dan Viét Nam vgi nhau hodc véi ngudi nude ngoai da
duoc giai quyet tai co quan c6 tham quyen Cia nudC ngoai ¢ nudce ngoai duoc
ghi vao sb ho tich néu tai thoi diém két hon, cac bén dap tng du diéu kien két
hon va khéng vi pham diéu cam theo quy dinh cua Luat Hon nhan va gia dinh
Vigt Nam;

- Néu vao thoi diém dang ky tai co quan c6 thAm quyén nuéc hgoai, viéc két
hon khong dap tng du diéu kién két hon, nhung khong vi pham diéu cam theo
quy dinh ctia Luat Hon nhan va gia dinh va vao thoi diém yéu cau ghi vao so6 ho
tich viéc két hon, hau qua di dugc khac phuc hoac viéc ghi chd két hén nham
bao vé quyén lgi cua cong dan Viét Nam va tré em thi viéc két hon ciing duoc
ghi vao S6 ho tich.

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

- Viéc két hon vi pham diéu cAm theo quy dinh cua Luat Hon nhan va gia dinh;
- Cong dan Viét Nam két hdn véi nguoi nudc ngodi tai co quan dai dién ngoai
giao, co quan dai dién l&nh sy nudc ngoai tai Viét Nam.

2.2 | Cach thirc thuc hién TTHC:

- Ngudi ¢ yéu ciu ghi chu két hon truc tiép thuc hién hoic uy quyen cho nguoi
khac thyc hién ndp hd so truc tiép tai Trung tAm hanh chinh cong cip huyén;
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- Giri ho so qua hé théng buu chinh cong ich;

- Nop hd so tryc tuyén trén Céng Dich vu cong Qudc

gia

(https://dichvucong.gov.vn) hoic Hé théng thong tin giai quyét thii tuc hanh

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

2.3

Thanh phan hé so, bao gom:

Ban
chinh

Ban
Sao

- To khai ghi chii két hén, theo mdu BM.HT.13.01 (néu nguoi
co" yéu cau lya ghon nop ho so theo hinh thurc truc tiep hodac gui
ho so qua hé thong buu chinh);

- Mau ho tich dién tir tuong tac ghi vao S6 ho tich viéc két hon
(do nguoi yéu cau cung cap thong tin theo hudng dan trén
Cong dich vy cong néu nguoi co yéu cau lya chon ndp hod so
theo hinh thuc truc tuyén);

- Ngudi ¢6 yéu cau ghi cha két hon thuc hién viéc ndp/xuat
trinh (theo hinh thirc truc tiép) hoac tai 1én (theo hinh thirc truc
tuy€n) cac gidy to sau:

* Gidy to' phdi ngp:

- Ban sao co ching thuc gidy to chu’ng nhan viéc két hon do co
quan c6 tham quyén ctia nudc ngoai cap;

- Néu cong dan Vi¢t Nam da ly hon hoac huy viéc két hén tai
co quan ¢ thAm quyén nudc ngoai thi phai ndp Trich luc vé
viéc di ghi vao S6 ho tich viéc ly hon hoic huy viée két hon
(Trich luc ghi chu ly hon).

- Trudng hop uy quyén cho nguoi khac lam thay thi phai co
van ban uy quyén dugc ching thuc theo quy dinh ciia phap
luat. Truong hop ngudi duge Gy quyén la ong, ba, cha, me,
con, VO, chéng, anh, chi, em rudt cua ngudi uy quyén thi van
ban iy quyén khong phai chimg thuc.

- Gidy to chirng minh thudc gia dinh c6 cong vdi cach mang;
nguoi thudc hd ngheo; nguoi khuyét tat (néu co);

* Gidy to' phdi xudt trinh:
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- Mot trong céc gidy to chirg minh nhan than la Gidy CMND,
Thé cin cudc cong dan, HO chiéu hoic gidy to khac c6 dan anh
va thong tin ca nhan do co quan ¢ thAim quyén cap, con gid tri
stt dung ctia ngudi yéu ciu ghi chu két hon. Trudng hop cac
thong tin ca nhan trong cac gidy to nay da co trong Co so dir
ligu Quoc gia vé dan cu, Co so dit liéu ho tich dién tur, dugc hé
thong dién ty dong thi khong phai xuit trinh (theo hinh thirc
truc tiép) hodc tai 1én (theo hinh thirc truc tuyén);

- Gidy to ¢6 gia tri ching minh thong tin vé cu trl trong trudng
hop co quan diang ky ho tich khong thé khai thac dugc thong
tin vé noi cu tri cua cong dan theo cac phuong thic quy dinh
tai khoan 2 Diéu 14 Nghi dinh s6 104/2022/ND- CP ngay
21/12/2022 ctia Chinh phi. Trudng hop cac thong tin vé gidy X
to chimg minh noi cu tri da duogc khai thac tor Co s¢ dir liéu
qudc gia vé dan cu bang cac phuong thirc nay thi ngudi cd yéu
cau khong phai xuat trinh (theo hinh thirc tryc tiép) hodc tai lén
(theo hinh thirc tryc tuyén).

Truong hop gtri hd so qua hé thong buu chinh thi phai giri kém
theo ban sao c¢6 chirng thuc céc gidy to phai xuat trinh néu trén.

*Luuy:

- Déi voi gidy to ndp, xudt trinh néu nguoi yéu cau ndp hd so theo hinh thic truc
tiép:

+ Truong hop ngudi yéu cau ndp gidy to 14 ban sao duogc cap tir s6 gbe hodc ban
sao dugc chimg thuc tir ban chinh thi nguoi tiép nhan hd so khong dugc yéu cau
xuét trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuét trinh ban chinh
thi nguoi tiép nhan hd so kiém tra, ddi chiéu ban chyup voi ban chinh va ky vao
ban chup x4c nhin vé viéc da d6i chiéu ndi dung gidy to do, khong duoc yéu cau
nguoi di dang ky np ban sao co chimg thyc giéy to do.

+ Truong hop phap luat quy dinh xuat trinh glay to khi dang ky ho tich, nguoi
tiép nhan c6 trach nhiém kiém tra glay td xuat trinh, dbi chleu véi thong tin
trong T khai va tra lai cho nguoi xudt trinh, khong dugc yéu cau nguoi ding
ky h¢ tich ndp thém ban sao giay to d6. Nguoi tiép nhén co thé chyp 01 ban
gidy to xuét trinh hodc ghi lai thong tin ctia gidy to xuat trinh dé luu ho so.

+ Glay td do co quan c6 tham quyén ctia nudc ngoai cip, cong ching hodc xac
nhan dé str dung cho viéc ding ky ho tich tai Viét Nam phai dugc hop phap hoa
lanh sy, trir truong hop dugc mién theo diéu udc qudc te ma Vi¢t Nam la thanh
vién; gidy to bang tiéng nudc ngoai phai duoc dich ra tiéng Viét va cong chimg
ban dich hodc chirng thuc chit ky ngudi dich theo quy dinh ctia phap luat.

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

Nguoi tiép nhgn hé so thuc hién khai thac thong tin trong Co so dir lieu quéc
gia vé ddn cuw theo quy dinh phap ludt néu nguoi yéu cau dang ky ho tich da
cung cap ho, chiz dém, tén; ngay, thang, nam sinh; sé dinh danh cé nhdn/can
cuoc cdng dan/thé can cuoclchieng minh nhdn ddn. Truong hop cac thdng tin
can khai thac khéng cé trong Co sé di liéu quac gia vé ddn cuw thi dé nghi
nguroi yéu cau ké khai day du.

- Truong hop gui hd so qua hé théng buu chinh thi phai giri kém theo ban sao
¢ ching thuc cac gidy to phai xuét trinh.

- Pdi vi gidy to giri kém theo néu ngudi yéu cau ndp ho so theo hinh thire tryc tuyén:
+ Ban chup cac gidy to gui kem theo ho so ghi chi két hon truc tuyén phai bao
dam ro nét, day du, toan ven vé ndi dung, 1a ban chup bang may anh, dién thoai
hodc dugc chup, dugc quét bang thiét bi dién tu, tir gidy to dugc cap hop 1€,
con gia tri str dung; néu 13 gidy to do co quan c6 thAm quyén nudc ngodi cap thi
phai dugc hop phap hoa lanh su, dich sang tiéng Viét theo quy dinh, trir trudng
hop duge mién hgp phap héa lanh sy.

+ Truong hop gidy to, tai liéu phai giri kém trong hd so ghi cha két hon truc
tuyén da c6 ban sao dién tir hoic da c6 ban dién tir gidy to ho tich thi ngudi yéu
cau duoc sir dung ban dién tir nay.

+ Truong hop nhén két qua (Trich luc ghi cha két hon/ban sao Trich lyc ghi
chu két hon) tai co quan dang ky h¢ tich, nguoi c6 yéu cau ghi cha két hon phai
xudt trinh gidy to tuy than, ndp cac gidy to, tai liéu 13 thanh phan ho so ghi cha
két hon theo quy dinh phap luat ho tich.

2.4 | S6 lwgng ho so: 01 bd

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

56 | - Trung tam Hanh chinh cong cap huyén.

| - Cong Dich vy cdng Quoc gia https://dichvucong.gov.vn hoac Hg théng thong

tin giai quyet TTHC tinh Ha Tinh http://dichvucong.hatinh.gov.vn.
Co quan thyce hién: Phong Tu phap tiép nhan hd so va tham muu Chu tich Uy
ban nhan dan cap huyén xem xét, quyet dinh.

57 Co quan co tham quyc“en quyét dinh: Uy ban nhan dan cép huyén noi cu tru

cua cong dan Viét Nam.
Co quan dwoc Gy quyén: Khong.
Co quan phdi hep: Co quan quan Iy Co s dit liéu Qudc gia vé dan cu
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2.8

Poi twong thue hién TTHC: Cé nhan

2.9

Két qua giai quyét TTHC:

- Ho6 so di diéu kién:

+ Trich lyc ghi cha két hon (ban chinh); ban sao Trich luc ghi chu két hon (néu
cO yéu cau).

+ Ban dién tur Trich luc ghi chd két hon (Ban dién tir s& tw dong giri vé Kho
quan ly di I!éu dién tir cua ca nhan/dia chi thu dién t}”r/thiét bi s6/dién thoai cua
nguoi Yéu cau sau khi da hoan tat tha tuc ghi chid két hon tai co quan dang ky
ho tich).

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

2.10

Quy trinh xir ly cong viéc

TT

Trach Biéu mauw/Két

Trinh tw <A Thoi gian -
: nhi¢m qua

Bl

1. Tiép nhan hd so.

- Tiép nhén ho so truc tiép tir ca
nhan hoac tir hé théng buu chinh
hoac trén Céng Dich vu cong Qudc
gia (https://dichvucong.gov.vn)
hoic Hé théng thong tin giai quyét
tht tuc hanh chinh cua tinh
(https://dichvucong.hatinh.gov.vn).

2. Can bd TN&TKQ kiém tra hd
SO 3
- Néu hd so chua day du hoic . Mau 01; 02, 03
khong hop 1¢: Hudng din hodc Cong chuc | Gio ,hémh (n€u co); 06 va
thong bao bing vin ban cho ca| 'N&TKQ chinh | h6 so theo muc
nhan bd sung, hoan thién hd so. 2.3

Truong hop khong bd sung, hoan
thién dwoc ho so thi thong béo tir
chéi giai quyét ho so.

- Néu ho so diy du, hop 1¢: Lam thi
tuc tiép nhan hd so, thu phi, 1& phi
theo quy dinh; c6 Phiéu hen, tra két
qua cho ngudi cd yéu cau (néu nguoi
co yéu cau lya chon hinh thuc nop
hé so tryc tiép) hodc giri ngay Phiéu
hen, tra két qua qua thu dién ttr hodc
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giri tin nhin hen tra két qua qua dién
thoai di dong cho nguoi cd yéu ciu
(néu nguoi co yéu cau lira chon hinh
thirc ndp hd so tryc tuyén).

- Sau khi tiép nhan hd so theo hinh
thic ndp truc tiép, cong chirc
TN&TKQ thuc hién sé hoa (sao
chup, chuyén thanh tai liéu dién tur
trén hé théng thong tin, co so dit
lidu) va ky s6 vao tai liéu, ho so
gidi quyét tha tuc hanh chinh da
dugc s6 hoa theo quy dinh.

Chuyén cho Phong Tu phap dé xu

Cong chuc

Mau 01, 05 va

B2 | - 02gid |HO6 so kém
ly. TN&TKQ theo
Lanh dao x )
A A o o1 LA o oy Mau 05 va Ho
B3 | Phan cong cong chirc xtr 1y ho so Phg;léngu 04 gio so kem theo
Kiém tra, xem xét hd so:
- Trudong hop hd so can bé} sung,
hoan thién hodc khong du diéu kién
giai quyet phai tir chdi thi gui thong
bao vé tinh trang hd so t6i Trung
tam Hanh chinh cdng dé théng bio N ,
cho ngudi ndp ho so; Mau 04 (néu
- Trudng hop can phai kiém tra, xac CO)’ 0,5’ dy
minh lam rd hodc do nguyén nhén thap THCP 11;1(:
khac ma khong thé tra két qua dung | Cong chirc . gh{ chu lfet h?n
B4 | thoi gian da hen thi 1gp Phiu xin 11 | xgr Iy hd so | 02 M98y | hodc Van EZ‘;

va hen lai ngay tra két qua, trong do
néu 16 1y do cham tra két qua va thoi
gian hen tra két qua, chuyén Trung
tim Hanh chinh cong dé tra cho
nguoi co yéu cau (néu ngudi c¢o yéu
cau lya chon hinh thic ndp hd so
truc tlep), hodc gu Phiéu xin 15i va
hen lai ngay tra két qua qua thu dién
tor hoac gui tin nhin qua dién thoai
di dong cho nguoi co yéu cau (néu

thong ‘
khong du dicu
kién
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ngudi ¢6 yéu cau lya chon hinh thirc
ndp hd so truc tuyén).

- Néu du diéu kién:

+ Truong hop tiép nhan hd so theo
hinh thtrc truc tiép: Thuyc hién viéc
ghi vao S6 ding ky két hon, cap nhat
thong tin ghi chu két hon trén Phin
mém ding ky, quan 1y ho tich dién
tor dung chung.

+ Trudng hop tiép nhan hod so theo
hinh thtc truc tuyén: Gui lai biéu
mau Trich luc ghi cht két hon dién
tr voi thong tin day da cho nguoi
yéu cau qua thu dién tr hodc thiét
bi s0.

Ngudi yéu cau ¢ trach nhiém kiém
tra tinh chinh xac, day du cla cac
thong tin trén biéu miu Trich luc
ghi chu két hon dién tir va xac nhan
(t6i da mot ngay).

Néu ngudi c6 yéu cdu xac nhdn
thong tin di théng nhit, diy du
hoic khong c6 phan hoi sau thoi
han yéu cau thi thuc hién viéc ghi
ndi dung vao S6 ding ky két hon,
cap nhat thong tin ghi cha két hon
va luu chinh thtc trén Phan mém
dang ky, quan ly ho tich dién tu
dung chung.

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

Trinh lanh dao Phong Tu phap,
chuyén dén B5.

B5

Kiém tra két qua thuc hién, duyét,
truc tiép hodc giao cong chirc xur Iy
h6 so trinh lanh dao UBND cap
huyén.

Lanh dao
Phong Tu
phap

01 ngay

Mau 05;

du

thao Trich luc
ghi chu két hon
hoac Van ban

thdng

bao

khong du diéu

kién

da
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duyét/ky nhay
Mau 05; Trich
< luc ghi chu két
.1 X . e L g \ Lanh dao N - <
B6 Ky két qua giai quyét thu tuc hanh UBND chp | 01 ngay h?n hoAac Va}n
chinh. huven ban thong béo
ye khong du diéu
kién
Phat hanh vin ban va tra két qua Me}u 03, 06 Ve
ho Phone Tu ohép d& chuvén ch Trich luc ghi
cho Phong Tu phap d¢ chuyén cho | vy 0 chi. két hon
Trung tam Hanh chinh cong. . - < 9 i
B7 \ IS . 1| Phong Tu 02 gi6 | hoac Van ban
Truong hop cép trich luc ghi cha < A .
A TAr thi Dl . - phap thong bao
két hon thi Phong Tu phap ghi vao A A
24 A khong du dicu
So6 ho tich. n
kién
- Tra két qua cho ca nhan.
- Nguoi ¢ yéu cau ghi cha két hon
dugc nhan két qua theo mot trong
cac phuong thirc sau day:
+ Nhén ban dién tir Trich luc ghi
chi ket hon guri qua thu dién w, Miu 01, 06:
Kho quan 1y dit li€u dién tir cia ca , ;
N Trich luc ghi
nhan do; ) z >
e aea i e : A . SRR chi k& hon
+ Nhan ban dién tir Trich lyc ghi | Cong chitc | Gio hanh g .
B3 s X, 1A AP .o . hoac Van ban
chu két hon gui vao thiet bi so, TN&TKQ chinh thong bao
thong qua phuong phap truyén so khéng dii didu
li€éu phu hop, dam bdo an toan, bao Kién
mat thong tin; i
+ Nhan két qua 1a Trich luc ghi chi
két hon thong qua h¢ thong buu
chinh;
+’Nhé1n két qua la Trich luc ghi chu
két hon tai co quan dang ky hd tich.

* Truong hop dén hen nhung chua co két qua, trong thoi gian cham nhat 01
ngay trudc ngay het han xu 1y, Phong Tu phap tham muu UBND cap huyén ban
hanh phieu xin 16i va hen lai ngay tra két qua dé gui cho t6 chic, c& nhan.

* Trong qua trinh giai quyét hd so nguoi ¢6 trach nhi¢m thuc hién can thuc hién
dong thoi cac thao tac ti€ép nhan/chuyén/tra ho so, két qua giai quyét trén phan
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mém Hé thong thong tin giai quyét thi tuc hanh chinh cua tinh véi cac budce

trong quy trinh.
BIEU MAU
u
Mau 01 Mau 01.docx
Giay ti€p nhan ho so va hen tra két qua
o
Mau 02 Mau 02.docx
Phiéu yéu cau bo sung hoan thién ho so
o
Mau 03 Mau 03.docx
Phiéu tir choi tiép nhan gidi quyét ho so
]
Mau 04 Mau 04.docx
Phiéu xin 16i va hen lai ngay tra két qua
=
Mau 05 Mau 05.docx
Phiéu ki€m soat qua trinh gidi quyét ho so
=
Mau 06 Mau 06.docx
SO theo doi ho so
-
BM.HT.13.01 BM.HT.13.01.doc
To khai ghi chu két hon
Mau ho tich dién tir tuong tac ghi vao S6 ho tich viéc két hon
BM.HT.13.02 @
BM.HT.13.02.docx
(n€u ndp ho so theo hinh thirc truc tuyén).

HO SO LUU
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Mz:iu 01; 02, 03, 04 (néu c6), 06 luu tai Trung tAm Hanh chinh céng cip huyén.
Mau 01, 05 luvu theo ho so;

- | HO so dau vao theo muc 2.3;

- | S6 dang ky két hon;

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

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

Hb so duogc luu tai Phong Tu phap, thdi gian luu trir thye hién luu theo quy dinh cua
Luat Ho tich va cac van ban hudng dan thi hanh. Sau khi hét han, chuyén hd so xudng
don vi luu trit cia UBND cip huyén va luu trit theo quy dinh hién hanh.

14. Thu tuc ghi vao so h¢ tich vi€c ly hon, huy viéc két hon ciia cong dan
Viét Nam da dwgce giai quyet tai co’ quan co tham quyen cua nwoéc ngoai

1 KY HIEU QUY TRINH QT.HT.14

2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thwe hién TTHC:

- Ban an, quyét dinh ly hdn, hay két hon, vin ban thoa thuan ly hon da co hiéu
luc phap luat hoac glay td khéc cdng nhan viéc ly hon do co quan cé tham
quyén ciia nudc ngoai cap khong vi pham quy dinh cua Luat Hon nhan va gia
dinh.

- Viéc ly hdn, hiy két hon caa cong dan Viét Nam do co quan c6 tham quyén
nudc ngoai giai quyét khong thudce truong hop c¢6 don yéu cau thi hanh tai
Viét Nam hoic c6 don yéu cau khdng cong nhan tai Viét Nam.

- Cong dan Viét Nam da ly hon, hay viéc két hon ¢ nudc ngoai, sau do vé
nude thuong tri hoic 1am thu tuc ding ky két hdn méi tai co quan co tham
quyén cua Viét Nam thi phai ghi cht ly hén. Truong hop da nhiéu lan ly hén
hoac huy viéc két hon thi chi lam thi tuc ghi chd 1an ly hon, hay viéc két hon
gan nhat.
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2.2 | Cach thirc thue hién TTHC:
- Nguoi ¢o yéu cau ghi chu ly hon tryc tiép thyuc hién hodc ty quyen cho nguoi
khac thyuc hién ndp hé so truc tiép tai Trung tim hanh chinh cong cap huyén;
- Giri hd so qua hé thng buu chinh cdng ich;
- Nop hd so truc tuyén trén Cong Dich vu cong Quéc gia
(https://dichvucong.gov.vn) hodc Hé thdng thong tin giai quyét thu tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn).
X A LA A, Ban | Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao

- To khai ghi chii ly hon, theo mdu BM.HT.14.01 (néu nguoi co
yéu cau lya chon ngp ho so theo hinh thirc truc tiép hodc guri X
ho so qua hé thong buu chinh);

- Mau ho tich dién tur twong tac ghi vao S6 ho tich viée ly hon
(do nguoi yéu cau cung cap thong tin theo hudng dan trén
Cong dich vy cong néu ngudi co yéu cau lya chon ndp hd so
theo hinh thirc truc tuyén);

- Ngudi ¢ yéu cau ghi chi ly hon thue hién viéc ndp/xuat trinh
(theo hinh thue tryc tiép) hodc tai 1én (theo hinh thic truc
tuyén) cac gidy to sau:

* Gidy to phdi ngp:

- Ban sao Ban an, quyét dinh ly hon, hiy két hon, vin ban thoa
thudn ly hon da c6 hi¢u lyc phap luat hoac giay to khac cong X
nhan vi¢c ly hon do co quan c6 tham quyén ctia nudc ngoai cap;

- Trudng hop uy quyén cho nguoi khac lam thay thi phai c6
vin ban uy quyén dugc ching thyuc theo quy dinh cua phap
ludt. Truong hop nguoi dugc uy quyén la ong, ba, cha, me, X
con, Vo, chong, anh, chi, em rudt cia nguoi Gy quyén thi van
ban uy quyén khong phai ching thuc.

- Gidy to chirmg minh thudc gia dinh c6 cong vdi cach mang; X
nguoi thudc hd ngheo; nguoi khuyét tat (néu co);

* Gidy to' phdi xudt trinh:




154

- Mot trong cac gidy to chimg minh nhan than 1a Gidy chung
minh nhan dan, Thé cin cudc cong dan, HO chiéu hodc gidy to
khac ¢6 dan anh va thong tin ca nhan do co quan c6 tham quyén
cap, con gia tri sir dung ctia nguoi yéu cau ghi cha ly hon. Truong
hop cac thong tin ca nhan trong cac gidy to nay di c6 trong Co s
dir liéu Qudc gia vé dan cu, Co so dir liéu ho tich dién tir, dugc hé
thong dién tu dong thi khong phai xudt trinh (theo hinh thirc truc
tiép) hodc tai 1én (theo hinh thirc truc tuyén);

- Gidy to c6 gia tri chimg minh thong tin vé cu tra trong truong
hop co quan ding ky ho tich khong thé khai thac duge thong tin
vé noi cu tri cua cong dan theo cac _phuong thirc quy dinh tai
khoan 2 Diéu 14 Nghi dinh s6 104/2022/ND- CP ngay
21/12/2022 cua Chinh phu. Truong hop céc thong tin vé gidy to X
ching minh noi cu tra da dugce khai thac tur Co so dir licu quoc
gia vé dan cu bang cac phuong thuc nady thi nguoi c6 yéu cau
khong phai xuat trinh (theo hinh thirc truc tiép) hodc tai 1én (theo
hinh thuc truc tuyén).

Truong hop gtri hd so qua hé thong buu chinh thi phai giri kém
theo ban sao co6 chirng thuc cac giay to phai xuat trinh néu trén.

*Luuy:

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

+ Truong hop ngudi yéu cau ndp gidy to 13 ban sao duge cp tir s6 gdc hoic
ban sao duoc chimg thuc tir ban chinh thi ngudi tiép nhin hod so khéng dwoc
yéu cau xuét trinh ban chinh; néu nguoi yéu cau chi ndp ban chup va xuét
trinh ban chinh thi ngudi tiép nhan ho so kiém tra, d6i chiéu ban chup voi ban
chinh va ky vao ban chup xac nhan vé viéc da dbi chiéu noi dung gidy to do,
khong dugc yéu ciu nguoi di dang k}'f ndp ban sao c6 ching thuc gidy to do.

+ Truong hop phap luat quy dinh xuat trinh glay to khi dang ky ho tich, nguoi
tiép nhan c6 trach nhiém kiém tra glay td xuat trinh, d6i chleu v&i thong tin
trong T khai va tra lai cho nguoi xuét trinh, khong dugc yéu cau nguoi ding
ky ho tich ndp thém ban sao gidy to' d6. Nguoi tiép nhan co thé chup 01 ban
gidy to xuét trinh hodc ghi lai thong tin ctia gidy to xuat trinh dé luu ho so.

+ Gidy to do co quan c6 thaim quyén ctia nudc ngoai cap, cong ching hoic xac
nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phap
hoéa 1anh sy, trir trudng hop duoc mién theo diéu wéc qudc té ma Viét Nam 13
thanh vién; gidy to bang tiéng nudc ngoai phai dugc dich ra tiéng Viét va cong
chirng ban dich hodc chung thuc chit ky nguoi dich theo quy dinh cua phap
luat.
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+ Nguoi tiép nhan c6 trach nhiém tiép nhan ding, du h?) so dang ky ho tich
theo quy dinh cua phap luat hé tich, khong dugc yéu cau ngudi dang ky ho
tich n¢p thém gidy to& ma phap luat ho tich khong quy dinh phai ndp.

Nguoi tiép nhdn hé so thuc hién khai thac thong tin trong Co so dir ligu
quéc gia vé ddn cu theo quy dinh phap ludt néu nguoi yéu cau dang ky hé tich
dd cung cdp ho, chiz dém, tén; ngay, thang, ndm sinh; sé dinh danh cé
nhdn/can cuoc cong dan/thé can cuoc/chirng minh nhan déan. Truong hop cac
thong tin cdn khai thac khéng cé trong Co so dir liéu quéc gia vé dan cuw thi dé
nghi nguoi Yeu cau ké khai day di.

- Trudng hop giri hd 0 qua h¢ thong buu chinh thi phai guri kem theo ban sao
¢ ching thuc cac gidy to phai xuét trinh.

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

+ Ban chyp cac gidy td giri kém theo hd so ghi cha ly hon truc tuyén phai bao
dam 1o nét, day du, toan ven vé nodi dung, 1a ban chup béng may anh, dién
thoai hodc duoc chyp, dugc quet bang thiét bi dién tu, tir gidy to dugc cap hop
I¢, con gia tri su dung; néu 13 gidy to do co quan co tham quyén nudc ngoai
cap thi phai duoc hop phap héa lanh su, dich sang tiéng Viét theo quy dinh,
trir trudng hop duoc mién hop phap héa lanh su.

+ Truong hop gidy to, tai liéu phai giri kém trong hd so ghi cha ly hon truc
tuyén da co ban sao dién tir hoac da c6 ban dién tir giéy to ho tich thi nguoi
yéu cau duoc str dung ban dién tir nay.

+ Truong hop nhan két qua (Trich luc ghi cha ly h6n/ban sao Trich lyc ghi chu
ly hon) tai co quan dang ky h¢ tich, nguoi c6 yéu cau ghi chu ly hon xuét trinh
gidy to tuy than, ndp cac gidy to 1 thanh phan hd so ghi chu ly hén theo quy
dinh phap luat ho tich.

2.4 | SO lwong hd so: 01 bd

2.5 | Thoi han giai quyét: 05 ngay 1am viéc, ké tir ngay nhan du hd so hop 18.

2.6 | Dia diém tiép nhan ho so va tra két qua giai quyét TTHC:
- Trung tdm Hanh chinh céng cap huyén.
- Cong Dich vu cdng Quéc gia https://dichvucong.gov.vn hogc Hg thong thong
tin giai quyet TTHC tinh Ha Tinh http://dichvucong.hatinh.gov.vn.

2.7 | Co quan thwe hién: Phong Tu phép tiép nhan hd so va tham muu Chu tich

Uy ban nhan din cap huyén xem xét, quyét dinh.
Co quan c6 thim quyén quyét dinh:
- Uy ban nhan déin cip huyén noi di diang ky két hon hodc ghi vao S6 ho tich
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viéc két hon trude day thuc hién ghi chi ly hon.

Truong hop viéc két hon hodc ghi c}lﬁ viéc két hon trl{c')’c day thuc hién tai S&
Tu phép thi viéc ghi cha ly hon do Uy ban nhan dan cap huyén noi cu tri cua
cong dan Viét Nam thyc hién.

Truong hop viée két hon trude day duoc dang ky tai Uy ban nhan dan cap xa
thi viéc ghi cha ly hon do Uy ban nhdn dan cip huyén cap trén thuc hién.

Truong hop cong dan Viét Nam khong thuong tra tai Viét Nam thi viéc ghi
chu ly hon do Uy ban nhan dan cap huyén noi cu tra trude khi xuat canh cua
cong dan Viét Nam thyc hién.

- Cong dan Viét Nam tir nu6c ngoai vé thudng tra tai Viét Nam ¢ yéu cau
ghi cha ly hén ma viéc két hon trude day duoc dang ky tai co quan dai di¢n
hoic tai co quan ¢6 tham quyén nudc ngoai thi viéc ghi chu ly hon do Uy ban
nhan dan cap huyén noi cong dan Viét Nam thuong tra thuc hién.

- Cong dan Viét Nam cu tri & nudc ngodi co yéu cau ghi cha ly hon dé két
hon méi ma viée két hon trude day duoc dang ky tai co quan dai dién hodc tai
O quan ¢ tham quyen nudc ngoai thi viée ghi chu ly hon do Uy ban nhan déin
cap huyén noi tiép nhan ho so két hén méi thuc hién.

- Truong hop cong dan Viét Nam khong thuong tri tai Viét Nam c6 yéu ciu
ghi vao S6 ho tich viéc ly hon dé lam thi 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 trude day hodc noi dang ky két hon méi.

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

2.8

Poi twong thue hién TTHC: Cé nhan

2.9

Két qua giai quyét TTHC:

- Ho so du diéu kién:

+ Trich lyc ghi chu ly hon (ban chinh), ban sao Trich lyc ghi cha ly hén (néu
coO y€u cau).

+ Ban dién tir Trich luc ghi cha ly hon (Ban dién tir s& tu dong guri vé Kho
quan ]}'I dir liéu cua ca nhe}n/dia chi thu dién tir/thiét bi s6/dién thoai cua ngudi
yéu cau sau khi da hoan tat thu tuc ghi cha ly hon tai co quan dang ky ho tich).
- Ho so khong du diéu kién: Vin ban thong bao khong du diéu kién.

2.10

Quy trinh xir ly cong viéc

TT

. .. Biéu
Trinh tu Trach Thoi miwKét

: nhi¢ém glan R

qua
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Bl

Tiép nhan ho so:

- Tiép nhan hd so tryc tiép tir c4 nhan
hoac tir hé théng buu chinh hoac trén
Cong Dich vu cong Qubc gia
(https://dichvucong.gov.vn) hoac H¢
thong thong tin giai quyét thu tuc hanh
chinh cua tinh
(https://dichvucong.hatinh.gov.vn).

2. Can bd TN&TKQ kiém tra ho so:

- Néu ho so chua day du hoidc khéng
hop 1&: Hudng din bd sung, hoan thién
ho so; trudng hop ndp ho so qua dudng
buu dién hodc qua mang dién ti thi
thong bao bang van ban cho ca nhan dé
hoan thién ho so.

Néu nguoi ¢6 yéu cau ghi ch ly hon
khong bd sung, hoan thién duoc hd so
thi ¢6 van ban tir chdi giai quyét yéu
cau ghi chu ly hon.

- Néu hd so ddy du, hop 1&: Lam tha
tuc tiép nhan hd so, thu phi, 1¢ phi theo
quy dinh, co Phiéu hen, tra két qua cho
ngudi ¢6 yéu cau (néu ngudi cd yéu
cau lya chon hinh thire ndp hd so truc
tiép) hodc giri ngay Phiéu hen, tra két
qua qua thu dién tir hodc gl tin nhin
hen tra két qua qua dién thoai di dong
cho nguodi c¢6 yéu cau (néu nguoi co
yeéu cau lya chon hinh thic nop hd so
tryc tuyén).

- Sau khi tiép nhan hd so theo hinh
thire ndp truc tiép cong chirc TN&TKQ
thuc hién sb hoa (sao chup, chuyén
thanh tai liéu dién tor trén hé théng
thong tin, co s& dir liéu) va ky sd vao
tai liéu, hd so giai quyét thi tuc hanh
chinh d3 dugc s6 hoa theo quy dinh.

Cong
chuc
TN&TKQ

Gid hanh
chinh

Mau 01; 02,
03 (néu co),
06 va hd so
theo muc 2.3

B2

Chuyén cho Phong Tu phap dé xur 1y.

Cong
chuce
TN&TKQ

02 gid

Mau Ql, 05
va hd so
kem theo
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Lanh dao Mau 05 va
B3 | Phan cong cong chic xir 1y hd so. Phong Tu | 02gid |[hd so kém
phap theo

Kiém tra, xem xét ho so:

- Truong hop hd so can bd sung, hoan

thién hodc khong du diu kién giai

quyét, phai tir chdi thi giri thong bao vé

tinh trang ho so téi Trung tdm Hanh

chinh cong dé thong bao cho ngudi nop

hd so;

- Trudng hop can phai kiém tra, xac

minh lam rd hodc do nguyén nhan khac

ma khong thé tra két qua dung thoi

gian da hen thi 1ap Phiéu xin 16i va hen

lai ngay tra két qua, trong d6 néu rd 1y

do cham tra két qua va thoi gian hen tra

két qua, chuyén Trung tam Hanh chinh

cong dé tra cho nguoi ¢ yéu cau (néu Mau 04 (néu

nguoi co yéu cau lya chon hinh thirc c6), 05; du

ndp ho so truc ti€p), hodac giri Phiéu xin thao  Trich

16i va hen lai ngay tra két qua qua thu cong 02 N luc ghi chu
B4 | dién tir hodc gui tin nhin qua dién thoai | chuc xir ly gay ly hon hoic

di dong cho ngudi co yéu cau (néu hd so Vin ban

nguoi ¢6 yéu cau lya chon hinh thirc thdng  béo

nop ho so truc tuyén). khong  du

- Néu du diéu kién:

+ Truong hop tiép nhan hd so theo
hinh thire tryc tiép: Thuc hién viéc ghi
vao SO ghi cht ly hon, cap nhat thong
tin ghi chd ly hon trén Phan mém dang
ky, quan 1y ho tich dién tr dung chung.
+ Truong hop tiép nhan hd so  theo
hinh thire tryc tuyén: Gui lai biéu mau
Trich Iyc ghi cha ly hon dién t voi
thong tin day du cho nguoi yéu ciu qua
thu dién tir hodc thiét bi sb.

Nguoi yéu cau co trach nhiém kiém tra
tinh chinh xac, day du cua cac thong tin
trén biéu mau Trich luc ghi chu ly hon
dién tir va x4c nhan (t6i da mot ngay).

diéu kién




159

Néu nguoi co yéu cau xac nhan thong
tin d3 thong nhét, ddy du hodc khong
c6 phan hdi sau thoi han yéu ciu thi
cong chic phong Tu phap thuc hién
viéc ghi ndi dung vao SO ghi chu ly
hon, cdp nhat thong tin ghi cha ly hon
va luu chinh thirc trén Phan mém ding
ky, quan 1y ho tich dién tir dung chung.
- Néu khong du diéu kién: Dy thao Vin
ban thong bao khong du dicu kién;
Trinh lanh dao Phong Tu phap xem
xét, kiém tra.

Mau 05; du
thao  Trich
luc ghi chu
Kiém tra két qua thuc hién, duyét, tryc | Lanh dao lyv hon ho?c
. % - A T LA \ ., | Van ban
B5 | ti€p hoac giao cong chirc xir ly hé so | Phong Tu | 01 ngay n .
trinh 1anh dao UBND cép huyén phap thong  bao
' ‘ khong du
diéu kién da
duyét/ky
nhay
Mau  05;
Trich luc ghi
. 1A s e P , . Lanh dao chi ly hén
B6 Ky két qua giai quyét thu tuc hanh UBND 01 ngay | hoiic Vin
chinh. % A . A
cap huyén ban  thong
bao  khong
dua dicu kién
Mau 05, 06;
Phat hanh van ban va tra két qua cho Trich luc ghi
Phong Tu phap dé chuyén cho Trung | Van thu; chd ly hon
B7 |tam Hanh chinh cong. Truong hop cap | Phong Tw | 02 gid | hodc  Vin
Trich luc ghi chu ly hon thi Phong Tu phap ban  thong
phap ghi vao So6 ho tich. bao  khdng
dua dicu kién
Chuyén nguoi dan ky vao So vatra két |  Cong | Gio hanh | Mu 01, 06;
B8 , T LA ) , , >
qua cho ca nhan. chure chinh | Trich luc ghi
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- Ngudi c¢6 yéu cau ghi cha ly hén
duoc nhan két qua theo mdt trong céc
phuong thure sau day:

+ Nhan ban dién tir Trich luc ghi chu ly
hon giri qua thu dién tir, Kho quan 1y
dir liéu dién tir cia ca nhan do;

+ Nhan ban dién tir Trich luc ghi chu ly
hon gui vao thiét bi sd, thong qua
phuong phép truyén sé liéu phu hop,
dam bao an toan, bao mat thong tin;

+ Nhan két qua 1a Trich luc ghi cha ly
hon thong qua hé théng buu chinh;

+ Nhan két qua 1a Trich luc ghi cha ly
hon tai co quan dang ky hd tich.

TN&TKQ

cha ly hén
hoac Van
ban  thong
bdo  khdng

du diéu kién

* Truong hop dén hen nhung chua c6 két qua, trong thoi gian cham nhat 01
ngay trudc ngay hét han xa 1y, Phong Tu phap tham muu UBND cap huyén
ban hanh phiéu xin 13i va hen lai ngay tra két qua dé giri cho to chic, ca nhan.

* Trong qua trinh giai quyét ho so nguoi ¢d trach nhi¢m thuc hién can thuc
hién dong thdi cac thao tac tiép nhan/chuyen/tra ho so, két qua giai quyét trén
phan mém Hé théng thong tin giai quyét tha tuc hanh chinh cua tinh vdi cac

budc trong quy trinh.

BIEU MAU
]
Mau 01 MAu 01.docx
Giay ti€p nhan ho so va hen tra két qua
o
Mau 02 MAu 02.docx
Phi€u yéu cau b6 sung hoan thién ho so
=
Mau 03 Mau 03.docx
Phi€u tir choi ti€ép nhan giai quyét ho so
=
Mau 04 MAu 04.docx
Phiéu xin 101 va hen lai ngay tra két qua
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@j

Mau 05 Mau 05.docx
Phiéu ki€m soat qué trinh gidi quyét ho so
o
Mau 06 Mau 06.docx
S6 theo doi1 ho so
-
BM.HT.14.01 BM.HT.14.01.doc
To khai ghi chu ly hon
Maftu ho tic‘h dién tr tuong tac ghi Vélq S6 ho tich viéc ly hon
(néu ndp ho so theo hinh thire tryc tuyén).
BM.HT.14.02

]

BM.HT.14.02.docx

4 |HOSOLUU

- | Mau 01; 02, 03, 04 (néu c6), 06 luu tai Trung tAm Hanh chinh céng cip huyén.

MaAu 01, 05 luu theo hd so;

- Ho so dau vao theo muc 2.3;

- | S6 ghi chu ly hon;

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

- | Phan mém http://hotichdientu.moj.gov.vn; Hé thdng thong tin giai quyét tha

tuc hanh chinh cua tinh.

H6 so duoc Iuu tai Phong Tu phap, thoi gian luu trir thye hién luu theo quy dinh cua
Luat Ho tich va cac van ban hudng dan thi hanh. Sau khi hét han, chuyén hd so xudng
don vi luu trit cia UBND cép huyén va luu trit theo quy dinh hién hanh.
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15. Thii tuc ghi vao sd hd tich viéc hd tich khac ciia cong din Viét Nam da

dwge gidi quyét tai co quan cé tham quyén cia nwde ngoai (khai sinh; giam ho;
nhan cha, me, con; xac dinh cha, me, con; khai tir; nudi con nuéi; thay doi ho tich)

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

2.1 | Piéu kién thye hién TTHC:
Khéng.

2.2 | Cach thirc thue hién TTHC:
- Ngudi ¢o yéu cau ghi chi viée ho tich khac truc tiép thuc hién hodc ty quyén
cho nguoi khac thuc hi¢n ndop ho so truc ti€p tai Trung tam hanh chinh cong cap
huyén;
- Giri ho so qua hé théng buu chinh cong ich;
- Nop hd so truc tuyén trén Céng Dich vu cong Quéc gia
(https://dichvucong.gov.vn) hodc Hé thong thong tin giai quyét thu tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn).

5 A 1A A, Ban | Ban

2.3 | Thanh phan ho so, bao gom: chinh | sao
- To khai ghi vao S6 hé tich viéc khai sinh theo madu
BM.HT.15.01 hoac
- To khai ghi vao S6 hé tich viéc khai tr theo mdu
BM.HT.15.02 hoac
- To kh~ai ghi vao S6 ho tich viéc giam ho, nhan cha, me, con
theo mau BM.HT.15.03 hodac «

- To khai ghi vao So6 hé tich cdc viée ho tich khdc theo mau
BM HT.15.04 hoac

- To khai ghi vao S6 hé tich viéc nudi con nudi theo mdu
BM.HT.15.05.

(neu nguoi co yéu cau lya chon nép hé so theo hinh thirc truc
tiép hodc giri hé so' qua hé thong buu chinh)

- Mau ho tich dién tir tuong tac ghi vao S6 ho tich viéc khai
sinh/khai tir/nudi con nudi/giam ho, nhan cha, me, con/ Mau ho
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tich dién tur twong tac ghi vao S6 ho tich cac viée ho tich khac
(do nguoi yéu cau cung cip thong tin theo hudng dan trén
Cong dich vu cong néu ngudi c6 yéu cau lwa chon ndp hd so
theo hinh thtrc truc tuyén).

- Nguoi ¢ yéu cau ghi vao S6 hé tich cac viée ho tich khac
thuc hién viéc ndp/xuat trinh (theo hinh thure truc ti€p) hodc tai
1€n (theo hinh thuce tryc tuyén) cac giay to sau:

* Gidy to phdi ngp:

- Ban sao gi:fly to chung minh céac vi¢c khai sinh; gidm ho; nhan
cha, me, con; xac dinh cha, me, con; thay doi ho tich; khai tu
ctia cong dan Viét Nam da dugc giai quyét tai co quan c6 thim
quyén ciia nudc ngoai;

- Trudng hop uy quyén cho nguoi khac lam thay thi phai co
vin ban Gy quyén dugc ching thyc theo quy dinh ctia phéap
luat. Truong hop nguoi duoc Gy quyén 13 6ng, ba, cha, me,
con, Vo, ché)ng, anh, chi, em rudt cua ngudi uy quyén thi van
ban uy quyén khong phai ching thuc;

- Gidy to chiimg minh thudc gia dinh c6 cong vdi cach mang;
ngudi 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 cudc cong dan, Ho chiéu hodc gidy to khac c¢6 dan anh
va thong tin c4 nhan do co quan c6 thim quyén cap, con gia tri
sir dung ctia ngudi yéu cau. Truong hop cac thong tin ci nhin
trong cac gidy to nay di c6 trong Co sé dir liéu Qudc gia vé
dan cu, Co s¢ dir liéu ho tich dién tir, duoc hé thdng dién tu
dong thi khong phai xuét trinh (theo hinh thirc truc tiép) hodc
tai 1én (theo hinh thuc truc tuyén);

- Gidy to ¢6 gia tri chimg minh théng tin vé cu tr trong truong
hop co quan dang ky ho tich khong thé khai thac duoc thong tin
vé noi cu tra cta cong dan theo cac phuong thic quy dinh tai
khoan 2 Dicu 14 Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022
ctia Chinh phi.. Trudng hop cac thong tin vé glay to' chimg minh
noi cu tra da dugc khai thac tur Co s& dir liéu quoc gia vé dan cu
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bang cac phuong thirc nay thi nguoi co yéu cau khong phai xut
trinh (theo hinh thtrc tryc ti€p) hodc tai lén (theo hinh thuc truc
tuyén).

Truong hop giri hd so qua hé thong buu chinh thi phai gii kem
theo ban sao co ching thuc cc gidy t phai xuét trinh néu trén.

* Luwu y:

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

+ Truong hop nguoi yéu cau ndp gidy to 1a ban sao duge cap tir s6 goc hoic ban
sao duoc ching thuc tir ban chinh thi ngudi tiép nhan ho so khong dugc yéu cau
xuét trinh ban chinh; néu nguoi yéu cau chi ndp ban chup va xuét trinh ban chinh
thi nguoi tiép nhan ho so kiém tra, d6i chiéu ban chup v&i ban chinh va ky vao
ban chup x4c nhan vé viéc da doi chiéu ndi dung gidy to d6, khong duoc yéu cau
nguoi di dang ky ndp ban sao cé chl'mg thuc giéy to do.

+ Truong hop phap luat quy dinh Xuat trinh glay to khi dang ky ho tich, ngudi
tiép nhan c6 trach nhiém kiém tra glay td xuét trinh, d6i chleu v6i thong tin
trong To khai va tra lai cho nguoi xuét trinh, khong dugc yeu cAu ngudi diang
ky ho tich nop thém ban sao giay to do. Ngu:orl tiép nhén co thé chyp 01 ban
gidy to xuat trinh hodc ghi lai thong tin ctia gidy to xuat trinh dé luu hd so.

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

+ Nguoi tiép nhan cé trach nhiém tiép nhan ding, du h6 so ding ky ho tich
theo quy dinh cua phap luat h¢ tich, khong duge yéu cau nguoi dang ky ho tich
ndp thém gidy to ma phap luat ho tich khong quy dinh phai ndp.

Nguroi tiép nhan ho so thuc hién khai théc théng tin trong Co so diF liéu
quoc gia vé dan cu theo quy dinh phap ludt néu nguoi yéu cau dang ky hé tich
da cung ccfp ho, chiz dém, tén, ngay, thang, nam sinh, sé dinh danh cd nhéan/can
cuoc cong dan/thé can cuoclchieng minh nhdan ddan. Truong hep cac thong tin
can khai thac khéng cé trong Co sé di liéu quac gia vé ddn cuw thi dé nghj
nguwoi Yeu cdu ké khai day du.

- Truong hop gui ho so qua hé thong buu chinh thi phai gtri kém theo ban sao
c6 chimg thyc cac gidy to phai xuat trinh.

- Do1 v6i gidy to giri kém theo néu nguoi yéu cau ndp hd so theo hinh thire truc
tuyén:

+ Ban chup cac gidy to giri kém theo hd so cau ghi vao S6 ho tich cac viée hd
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tich khac tryc tuyén phai bao dam rd nét, ddy du, toan ven vé ndi dung, la ban
chup bang may anh, dién thoai hoac dugc chup, duge quet bang thiét bi dién tir,
tir gidy to dugce cap hop 1€, con gia tri sir dung; néu 1a gidy to do co quan co
thAm quyén nudc ngoai cap thi phai duogc hop phap hoa lanh sy, dich sang tiéng
Vi¢t theo quy dinh, trir truong hop duge mién hop phédp hoa lanh suy.

+ Trudng hop gidy to, tai li¢u phai guri kém trong ho so ghi vao S6 ho tich cac
viéc ho tich khéc truc tuyen d3 c6 ban sao dién tir hodc da c6 ban dién tir gidy
to ho tich thi nguoi yéu cau dugce sir dung ban dién tir nay.

+ Truong hop nhan két qua (Trich luc ghi vao S6 ho tich viéc khai sinh/Trich
luc ghi vao S6 ho tich cac viéc ho tich khac/ban sao Trich luc ghi vao So6 ho
tich viéc khai sinh/ban sao Trich luc ghi vao S6 ho tich cac viée ho tich khac)
tai co quan dang ky hg tich, nguoi cé yéu cau ghi vao S6 ho tich cac viée hd
tich khac phai xuét trinh gidy to tuy than, ndp cac gidy to 1a thanh phan ho so
ghi vao S6 hé tich céc viée ho tich khac theo quy dinh phép luat ho tich.

2.4

S6 lrgng ho so: 01 bo

2.5

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

2.6

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

- Trung tdm Hanh chinh céng cip huyén.

- Cong Dich vy cdng Qudc gia https://dichvucong.gov.vn hogc Hg thong thdng
tin giai quyét tha tuc hanh chinh cua tinh http://dichvucong.hatinh.gov.vn.

2.7

Co quan thyce hién: Phong Tu phap t1ep nhan ho so va tham muu Cha tich Uy
ban nhan déan cap huyen xem xét, quyét dinh.

Co quan c6 thim quyén quyét dinh:

- Uy ban nhén dan cip huyén noi cu tra cta cong dan Viét Nam ghi vao S6 ho
tich viéc khai sinh; giam hg; nhan cha, me, con; xac dinh cha, me, con; nudi con
nudi; thay doi ho tich da dugc giai quyét tai co quan c6 thAm quyén ciia nudc
ngoai.

- Uy ban nhan din cdp huyén noi cu tra ctia nguoi cd trach nhiém khai tr ghi
vao SO ho tich viéc khai tir d3 duoc giai quyét tai co quan c6 tham quyén cua
nudc ngoai.

Co quan dwoc Gy quyén: Khong.

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

2.8

Poi twong thwe hién TTHC: Cé nhan.
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Két qua giai quyét TTHC:

- Ho so du diéu kién:

+ Trich luc ghi vao Sb ho tich viéc khai sinh/Trich luc ghi y'c‘lo Sb ho tich cac
viéc hd tich khac (ban chinh), ban sao Trich luc ghi vao S6 ho tich viéc khali
si‘nh/bén sao Trich luc ghi vao S6 hd tich cac viéc ho tich khac (n€u c6 yéu
cau).

2.9 . ) . : ]
+ Ban dién tu Trich luc ghi vao s6 ho tich viéc khai sinh/ Ban dién tir Trlg:h luc
ghi vao so6 ho tich cac viéc ho tich khac (Ban dién ti s€ tu dong gui vé Kho
quan ly dit liéu dién tir cta ca nhan/dia chi thu dién tﬁ:/thiét bi s6/dién thoai cua
nguoi Yéu cau sau khi da hoan tat thu tuc ghi vao So6 ho tich cac viéc ho tich
Kh&c tai co quan dang ky ho tich).
- Ho so khong du diéu kién: Vin ban thong bao khong du diéu kién.
2.10 | Quy trinh xir ly cong viéc
. Tréach Thoi Biéu
TT | Trinh ty nhiém gian | miwKeét qua
Tiép nhan ho so:
1. Tiép nhan hd so.
- Tiép nhdn h(‘f) so truc tiép tir ca nhan
ho;ic tor hé thong buu chinh hqéc trén
Cong Dich wvu cong Quoc gia
(https://dichvucong.gov.vn) hodc H¢
thong thong tin giai quyét tha tuc hanh
chinh cua tinh
(https://dichvucong.hatinh.gov.vn).
2. Can bo TN&TKQ kiém tra hd so: . Mau 01: 02
B1 - Néu hé so chua dé\ly du hoac khél’lg C@ng chirc h(jnoi"] (néu Cé), 06
hgp 1¢: Hudéng dan hoac thépg bdo | TN&TKQ ha’nh Vi hd so theo
bang van ban cho c4 nhan bd sung, chin muc 2.3

hoan thién hd so. Trudng hop khéng bd
sung, hoan thién dugc hd so thi thong
béo tir chdi giai quyét ho so.

- Néu hd so day du, hop 1&: Lam tha
tuc tiép nhan ho so, thu phi, 18 phi theo
quy dinh. Néu tiép nhan hd so sau 15
gio thi co Phiéu hen, tra két qua cho
nguoi co yéu cdu trong ngay lam viée
tiép theo (néu nguoi cd yéu cau lya
chon hinh thic ndp hd so truc tlep)
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hodc gui ngay Phiéu hen, tra két qua
qua thu dién tir hodc gui tin nhan hen
tra két qua qua dién thoai di dong cho
ngudi co yéu cau (néu nguoi co yéu
cau lya chon hinh thitrc ndp hd so tryc
tuyén);

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

Mau 01, 05 va

B2 | Chuyén cho Phong Tu phap dé xir 1y. gﬁlngﬁﬁ‘g’ 12 gi> |hd so kém
theo
Lanh dao x ;
A AA A o1 LA o .. | Mau 05 va ho
B3 | Phan cong cong chirc xtr 1y ho so. Phgﬁéngu 02 gio so kem theo
B4.1. Cong chirc dugc giao nhiém vu N ,
kiém tra, xem xét ho so: Mau 04 (néu
- Truong hop ho so can b‘é sung, hoan Cé), 0,5; du
thién hodc khong du dicu kién giai thap Tflei 11.1?
quyet, phai tir choi thi giri thong bdo ve ghl vao s0 hq
tinh trang ho so t6i Trung tam Hanh tl_Ch Viee kPal
chinh cong dé thong bao cho ngudi nop sinh/ Trich
hd so. luc ghi vao so
\ A Y , A iec ho
- Truong hop can phai kiém tra, xac | Cong chirc | sac viee ¢
B4 | minh 1am 13 hodc do nguyén nhan khac | i Iy hd so 02 gio t1cvh khac ho?c
ma khong thé tra két qua dung thoi Yﬁn Ee}n
gian da hen thi 1ap Phi€u xin 161 va hen t OAng ) ,?0
khong du diéu

lai ngay tra két qua, trong d6 néu o 1y
do cham tra két qua va thoi gian hen tra
két qua, chuyén Trung tdm Hanh chinh
cdng dé tra cho ngudi cd yéu cau (néu
ngudi c¢6 yéu cau lya chon hinh thirc
nop hd so truc tiép), hodc giri Phiéu xin
16i va hen lai ngay tra két qua qua thu

kién; Van ban
xac minh/bién
ban xac minh
(néu co).
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dién tir hodc gui tin nhan qua di¢n thoai
di dong cho nguoi co yéu cau (néu
nguoi ¢o yéu cau lya chon hinh thue
nop hod so truc tuyén).

- Néu du diéu kién:

+ Truong hop tiép nhan hd so theo
hinh thirc truc tiép: Thuc hi¢n viéc ghi
ndi dung ghi cha vao S6 ho tich, cap
nhat thong tin ghi vao So6 ho tich céac
viéc ho tich khac va Iuu chinh thuc trén
Phan mém ding ky, quan 1y ho tich
dién tr dung chung.

+ Truong hop tiép nhan hd so theo
hinh thtrc truc tuyén: Gui lai biéu mau
Trich luc ghi vao S6 hd tich viéc khai
sinh/Trich luc ghi vao SO hd tich cac
vi€c ho tich khac dién tir cho nguoi yéu
ciu qua thu dién tur hoac thiét bj so.
Ngudi yéu ciu co trach nhiém kiém tra
tinh chinh x4c, day du cua cac thong tin
trén biéu mau Trich luc ghi vao s6 ho
tich vi¢c khai sinh/Trich luc ghi vao sb
ho tich cac viéc ho tich khac dién tir va
xac nhan (t6i da mot ngay).

Néu ngudi co yéu cau xac nhin thong
tin d3 théng nhat, diy du hodc khong
c6 phan hoi sau thoi han yéu cau thi
thuc hién viéc ghi ndi dung ghi chi vao
S6 ho tich, cap nhat thong tin ghi vao
S6 ho tich cac viée ho tich khéc va luu
chinh thuc trén Phin mém ding ky,
quan ly ho tich dién tir dung chung.

- Néu khong du diéu kién: Dy thao Vin
ban thong bao khong du diéu kién;
Trinh 1anh dao Phong Tu phap.

B4.2. Trudng hop phirc tap thi tién
hanh xdc minh bang van ban hoac truc
tiép. Sau khi c6 két qua, thuc hién nhu
B4.1.

25
ngay
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B5

Kiém tra két qua thuc hién, duyét, truc
tiép hodc giao cong chuc xir Iy hod so
trinh 1anh dao UBND cép huyén.

Lanh dao
Phong Tu
phap

1/2 gio

Mau 05; du
thao Trich luc
ghi vao s6 ho
tich viéc khai
sinh/Trich luc
ghi vao s6 cac
viec ho tich
khac hoac
Van ban
thdng bao
khong du dicu
kién da
duyét/ky nhay

B6

Ky két qua giai quyét tht tuc hanh
chinh.

Lanh dap
UBND cap
huyén

1/2 gio

Mau 05; Trich
luc ghi vao s6
ho tich viéc
khai sinh/
Trich luc ghi
vao sO céc
viec ho tich
khac hoac
Van ban
théng béo
khong du diéu
kién.

B7

Phat hanh vin ban va tra két qua cho
phong Tu phap dé chuyén cho Trung
tdm Hanh chinh cong.

Truong hop cap Trich luc ghi vao s6 ho
tich viéc khai sinh/Trich luc ghi vao )
cac viéc ho tich khac thi Phong Tu
phap ghi ndi dung ghi chu vao SO ho
tich theo quy dinh.

Van thu;
Phong Tu
phap

1/2 gidy

Mau 05, 06;
Trich luc ghi
vao s6 ho tich
viéc khai
sinh/  Trich
luc ghi vao s6
cac viéc hd
tich khac hoac
Van ban
théng béo
khong du diéu
kién.

B8

Tra két qua cho ca nhan.
Nguoi co6 yéu cau ghi vao S6 ho tich

Cong chirc
TN&TKQ

Gio
hanh

Mau 01, 06;
Trich luc ghi
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cac viéc ho tich khac dugc nhin két
qud theo mot trong cac phuong thirc
sau day:

+ Nhan ban dién tr Trich luc ghi vao S6
hg tich vi¢c khai sinh/Trich luc ghi vao
S6 ho tich cac viée ho tich khac giri qua
thu dién tr, Kho quan ly dir liéu di¢n tir
cua cé nhan do;

+ Nhan ban dién tir Trich luc ghi vao
S6 ho tich viéc khai sinh/Trich luc ghi
vao S6 ho tich cic viéc ho tich khac
gri vao thiét bi s, thong qua phuong
phap truyén so liéu phu hop, dam bao
an toan, bao mat thong tin;

+ Nhan két qua 1a Trich luc ghi vao S6
hd tich vi¢c khai sinh/Trich luc ghi vao
S6 ho tich cac viéc ho tich khac thong
qua hé thong buu chinh;

+ Nhan két qua 13 Trich luc ghi vao SO
hd tich viéc khai sinh/Trich luc ghi vao
S6 ho tich cac viée ho tich khac tai co
quan dang ky ho tich.

chinh

vao sO ho tich
viéc khai
sinh/  Trich

luc ghi vao so
cac viéc ho
tich khac hoac

Van ban
théng béao
khong du dicu
kién

* Truong hop dén hen nhung chua co két qua, trong thoi gian cham nhat 01
ngay trudc ngay hét han xir 1y, Phong Tu phap tham muu UBND céap huyén ban
hanh phiéu xin 18i va hen lai ngay tra két qua dé gui cho to chuc, c& nhan.

* Trong qua trinh giai quyét hd so nguoi ¢ trach nhiém thuc hién can thuc hién
dong thoi cac thao tac tiép nhan/chuyén/tra ho so, két qua giai quyét trén phan
mém Hé thng thong tin giai quyét thu tuc hanh chinh cua tinh voi cac budc

trong quy trinh.
BIEU MAU
]
Mau 01 M3u 01.docx

Gidy tiép nhan ho so va hen tra két qua

Mau 02

Phiéu y€u cau bd sung hoan thién ho so

@j

MAau 02.docx
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|Ej

Mau 03 Mau 03.docx
Phiéu tr choi tiép nhéan gidi quyét ho so
=
Mau 04 Mau 04.docx
Phiéu xin 16i va hen lai ngay tra két qua
=
Mau 05 Mau 05.docx
Phiéu ki€m soat qua trinh gidi quyét ho so
=
Mau 06 Mau 06.docx
S6 theo doi ho so
BM.HT.15.01 BM.HT.15.01.docx
To khai ghi vao so ho tich viéc khai sinh
BM.HT.15.02 BM.HT.15.02.docx
To khai ghi vao so ho tich viéc khai tie
To khai ghi vao $6 hé tich viéc giam ho, nhdn cha, me, con
BM.HT.15.03 BM.HT.15.03.docx
To khai ghi vao $6 ho tich cdc viée hé tich khdc
-
BM.HT.15.04 BM.HT.15.04.doc
BM.HT.15.05 BM.HT.15.05.docx

To khai ghi vao so ho tich viéc nudi con nuoi
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Mau hé tich dién tr twong tac ghi vao S6 ho tich viée khai
sinh/khai t/nudi con nudi/gidm ho, nhan cha, me,con/ Mau ho
tich dién tur tuong tac ghi vao S6 ho tich cac viée ho tich khac
BM.HT.15.06 | (néu ndp hd so theo hinh thic truc tuyén).

BM.HT.15.06.docx

HO SO LUU

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

Ho so dau vao theo muc 2.3;

S6 ho tich tuong trng v&1 ndi dung yéu cau cua ca nhan;

Vian ban xdc minh/bi€én ban xac minh (néu co);

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

Phan mém http://hotichdientu.moj.gov.vn; http:/khaisinhdientu.moj.gov.vn; Hé
thong thong tin gidi quyé€t thu tuc hanh chinh cua tinh.

Hb so duogc luu tai Phong Tu phap, thdi gian luu trir thye 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 trir cia UBND cap huyén va luu trit theo quy dinh hién hanh.

16. Thi tuc cap ban sao trich luc hd tich

1 |KY HIEU QUY TRINH QT.HT.16
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thye hién TTHC:

Khoéng.
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2.2 | Cach thirc thue hién TTHC:
- Nguoi co yéu cau cip ban sao trich luc ho tich truc tiép thyc hién hodc uy
quyén cho ngudi khac thyc hién ndp hé so tryc tiép tai Trung tAm hanh chinh
cong cap huyén;
- Giri ho so qua hé théng buu chinh cong ich;
- Nop hd so truc tuyén trén Céng Dich vy cong Quéc gia
(https://dichvucong.gov.vn) hoic Hé thong thong tin giai quyét thi tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn).

2.3 | Thanh phan ho so, bao gom: Ban Ban

chinh sao

To khai ccfp ban sao trich luc hé tich, theo mdu BM.HT.16.01
doi voi cd nhan (néu nguoi co yéu cau lwa chon nop ho so theo X
hinh thirc tryec tiep hodc giri ho so qua hé thong buu chinh);

Vian ban yéu cau, trong dé néu 1o ly do doi vdi co quan, to
chtrc (n€u nguoi co yéu cau lya chon ndp ho so theo hinh thirc X
truc ti€p);

M3u dién tir twong tic yéu ciu cap ban sao Giéy khai sinh, ban
sao Trich luc ho tich (do nguoi yéu cau cung cap thong tin theo
huéng dan trén Cong dich vu cong, néu ngudi cd yéu cau lya
chon ndp hd so theo hinh thic tryc tuyén);

Ngudi co yéu cu cap ban sao Trich luc ho tich thyc hién viéc
ndp/xuit trinh (theo hinh thirc tryc tiép) hodc tai 1én (theo hinh
thirc truc tuyén) cac gidy to sau:

* Gidy to' phdi nop:

Truong hop Gy quyén cho ngudi khac 1am thay thi phai c6 van
ban ty quyén dugc ching thyc theo quy dinh cua phap luat.
Truong hop nguoi duge uy quyén 13 6ng, ba, cha, me, con, vo, X
chong, anh, chi, em rudt ciia ngudi Gy quyén thi vin ban uy
quyén khong phai chirng thyc.

* Gidy to phdi xudt trinh (d6i v6i cd nhin):

Mot trong cac gidy to chirng minh nhan than 1a Gidy CMND, X
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Thé cin cudc cong dan, Ho chiéu hodc gidy to khac c6 dan anh
va thong tin ca nhan do co quan co thim quyén cép, con gia tri
st dung cua nguoi yéu cau. Trudng hop céac thong tin ca nhan
trong cac gidy to nay da c6 trong Co so dit liéu qudc gia vé dan
cu, Co so dir 1i€u ho tich dién tur, duoc hé thong dién tu dong
thi khong phai xuét trinh (theo hinh thirc tryc tiép) hodc tai 1én
(theo hinh thirc truc tuyén).

Trudng hop gui hd so qua hé théng buu chinh thi phai gui kém
theo ban sao ¢ chimg thuc cac gidy to phai xuét trinh néu trén,

*Luuy:

- Poi v6i gidy to ndp, xuat trinh néu nguoi yéu cau ndp ho so theo hinh thic truc
tiép:

+ Trudng hop ngudi yéu cau ndp gidy to 1a ban sao duoc cap tir s6 gc hodc ban
sao dugc chung thyc tir ban chinh thi nguoi tiép nhan hd so khong dugc yéu cau
Xuét trinh ban chinh; néu nguoi yéu cau chi nop ban chup va xuét trinh ban chinh
thi ngudi tiép nhan ho so kiém tra, d6i chiéu ban chup voi ban chinh va ky vao
ban chup xac nhan vé viéc di dbi chiéu ndi dung gidy to do, khong duoc yéu cau
nguoi di dang ky ndp ban sao co chl'mg thuc giéy to do.

+ Truong hop phap luat quy dinh Xuat trinh glay to khi dang ky ho tich, nguoi
tiép nhan co trach nhiém kiém tra glay to xudt trinh, dbi chleu v61 thong tin
trong T¢ khai va tra lai cho nguoi xuét trinh, khong dugc yéu cau nguoi dang ky
ho tich ndp thém ban sao giay to do. Ngu’orl tlep nhan c6 thé chup 01 ban gidy to
xudt trinh hodc ghi lai thong tin cta gidy to xuat trinh dé luu hd so.

+ Glayqto do co quan c6 tham quyén cua nudc ngoai cap, cong chimg hoic Xac
nhan d€ sur dung cho viéc dang kj’ ho tich ‘tai Viét Ne}m phéi duoc hop phdp hoa
lanh su, trur trg&yng hop dugc mien theo di€u udc quég: t¢ ma Viét Nam la thanh
vién; gidy to bang tiéng nudc ngoai phai dugce dich ra tiéng Vi€t va cong chiing ban
dich hodc chimg thuc chir ky nguoi dich theo quy dinh cua phap luat.

+ Nguoi tiép nhan ¢6 trach nhigm tiép nhin dung, du ho so dang ky h tich theo
quy dinh cua phap lut h¢ tich, khdng dugc yéu cau nguoi dang ky ho tich nop
thém gidy to ma phap luat ho tich khong quy dinh phai ndp.

Ngueoi tiép nhdn hé so thuc hién khai théc thong tin trong Co so dir lieu
quéc gia vé dan cu theo quy dinh phap ludt néu ngueoi yéu cau dang ky hé tich
da cung ccfp ho, chit dém, tén; ngay, thang, nam sinh; s6 dinh danh cd nhdn/can
cuwoc cOng dan/thé can cuocichitng minh nhan ddn. Truong hop cac thong tin
can khai thac khéng c6 trong Co sé dir liéu quéc gia vé dén cu thi dé nghi nguoi
VU Cdau ké khai day du.

- Truong hop giri ho so qua hé thong buu chinh thi phai giti kém theo ban sao co
chirng thuc cac gidy to phai xuat trinh.
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- Béi véi gidy to giri kém theo néu ngudi yéu cau ndp hd so theo hinh thuc truc
tuyén:

+ Ban chyp cac gidy to gui kém theo ho so cép ban sao Trich luc ho tich truc
tuyén phai bao dam rd nét, day du, toan ven vé noi dung, la ban chup bang may
anh, dién thoai hodc dugc chup, duge quet bang thiét bi dién tir, tir gidy to dugc
cap hop 18, con gia tri sir dung; néu 1 gidy to do co quan c6 tham quyén nudc
ngoai cap thi phai duoc hop phap hoa lanh su, dich sang tiéng Viét theo quy
dinh, trtr truong hop duge mién hop phap hoéa lanh su.

+ Truong hop nhén ket qua (ban sao Trich luc h¢ tich) tai co quan dang ky ho
tich, ngudi co yéu cau cap ban sao Trich lyc ho tich phai xut trinh gidy to tuy
than; ndp cac gidy to, tai liéu 13 thanh phan ho Ry cap ban sao Trich luc ho tich
theo quy dinh phap luét h¢ tich. Truong hop gidy to, tai liéu phai gui kém trong
ho so cap ban sao Trich luc ho tich tryc tiép hodc truc tuyen da co6 ban sao dién
tr hodc dd c6 ban dién tir gidy to ho tich thi nguoi yéu cau dugc sir dung ban
dién tr nay.

2.4 | S6 lwong ho so: 01 bo
2.5 | Thoi han giai quyét:
Trong ngay tiép nhan hd so. Trudng hop nhan hod so' sau 15 gio' ma khong giai
quyét duoc ngay thi tra két qua trong ngay lam viéc tiép theo.
2.6 | Pia diém tiép nhan hd so va tra két qua giai quyét TTHC:
- Trung tdm Hanh chinh céng cip huyén.
- Cong Dich vy cong Quoc gia https://dichvucong.gov.vn hoac Hé thong thong
tin giai quyéet TTHC cua tinh http://dichvucong.hatinh.gov.vn.
2.7 | Co quan thyc hién: Phong Tu phap tiép nhan hd so va tham muu Chu tich Uy
ban nhan dan cap huyén xem xét, quyét dinh.
Co quan c6 thim quyén quyét dinh: UBND cap huyén.
Co quan dwgc iy quyén: Khdng.
Co quan phdi hop: Khdng.
2.8 | Doi twgng thuc hi¢gn TTHC: Ca nhan, t6 chic
2.9 | Két qua giai quyét TTHC:
- HO so du diéu kién: Ban sao Trich luc ho tich/Ban sao Giéy khai sinh.
- Ho so khong du diéu kién: Vin ban thong bao khong du diéu kién.
2.10 | Quy trinh xir ly cong viéc



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

176

TT

Trinh tu

Tréach
nhiém

Thoi
gian

Biéu
mau/Ket
qua

Bl

1. Tiép nhan ho so.

- Tiép nhén hd so truc tiép tir c4 nhan, to
chirc hoac tir hé thé)ng buu chinh hoac
trén Cong Dich vu c¢bng Quéc gia
(https://dichvucong.gov.vn) hoac Hé
théng thong tin giai quyét thu tuc hanh
chinh cua tinh
(https://dichvucong.hatinh.gov.vn)

2. Can bd TN&TKQ kiém tra hd so:

- Néu hé so chua day du hodc khong
hop 16: Hudng dan hodc thong bao bang
van ban cho ca nhan b sung, hoan thi¢n
h6 so. Trudng hop khong bo sung, hoan
thién duoc hd so thi théng béo tir chdi
giai quyét ho so.

- Néu hd so déy du, hop 1¢: Lam thu tuc
tiép nhan hd so, thu phi, 1& phi theo quy
dinh. Néu tiép nhan ho so sau 15 gio thi
co Phiéu hen, tra két qua cho nguoi co
yéu cu trong ngly lam viéc tiép theo
(néu nguoi co yéu cau lya chon hinh
thirc ndp ho so truc tiép) hodc giri ngay
Phiéu hen, tra két qua qua thu dién t
hodc gui tin nhan hen tra két qua qua
dién thoai di dong cho nguoi co yéu cau
(néu nguoi co yéu cau lya chon hinh
thirc ndp ho so truc tuyén).

- Sau khi tlep nhan hd so theo hinh thirc
nop tryc tiép, cong chirc TN&TKQ thyc
hién sd hoéa (sao chup, chuyen thanh tai
liéu dién tur trén hé thong thong tin, co
so dir liéu) va ky sb vao tai liéu, hd so
giai quyét thu tuc hanh chinh da dugc sd
hoa theo quy dinh.

Cong chuc
TN&TKQ

Gid hanh
chinh

Mau 01; 02,
03 (néu cd),
06 va hd so
theo muc 2.3

B2

Chuyén cho Phong Tu phap dé xu 1y.

Cong chirc
TN&TKQ

1/2 gio

Mau 01, 05;
ho so keéem
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theo.
A A a1 LA Lanh dao .. | Mau 05; ho
B3 | Phan cong cong chirc xtr 1y ho so. Phong 01 gio <o kém theo.
Cong chirc dugc giao nhiém vu kiém
tra, xem xét hd so:
- Trudng hop hd so cin bd sung, hoan
thién hodc khong du diéu kién giai
quyét, phai tir chdi thi gui thong bao vé
tinh trang ho so téi Trung tAm Hanh
chinh cong dé thong bao cho ngudi ndp
hd so;
- Truong hop can phai kiém tra, xac
minh 1am 0 hodc do nguyén nhan khac
ma khong thé tra két qua dung thoi gian
da hen thi lap Phiéu xin 16i va hen lai
ngay tra két qua, trong do néu 1o ly do
chg}m tra kfzt qua va thO} gian ben tra !<et Miu 04 (néu
qud, chuyén Trung tdm Hanh chinh ,
cong dé tra cho ngudi co yéu cau (néu CO?’ 075; dy
ngudi c¢6 yéu cau lya chon hinh thuc th2}0 ban 530
ndp hd so truc tiép), hodc guri Phiéu xin Cong chirc N TrlCh luc IVIQ
B4 1151 va hen lai ngay tra két qua qua thu | xir Iy hd so | 02 819 | lich  hodc
gay tra két qua qua thu | xir 1y ho so < ;
dién tir hodc gui tin nhin qua dién thoai Ve}n befm
di dong cho nguoi co yéu cau (néu thong  bao
khong da

ngudi cd yéu cau lga chon hinh thic
nop ho so truc tuyén).

- Néu du diéu kién:

+ Trudng hop tiép nhin hd so theo hinh
thure truc tiép: In ban sao Trich luc hd
tich.

+ Trudng hop tiép nhan hd so theo hinh
thirc truc tuyén, cong chirc lam cdng tac
ho tich gui lai ndi dung biéu miu Trich
luc ho tich dién tir twong tng vdi thong
tin day du cho nguoi yéu céu qua thu
dién tir hodc thiét bi so.

Nguoi yéu cau c6 trach nhiém kiém tra
tinh chinh xac, day du cua cac thong tin
trén bi€u mau Trich luc ho tich dién tu

diéu kién.
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va xac nhan (t6i da mot ngay).

Néu ngudi co yéu cap ban sao Trich luc
ho tich di théng nhat, diay du hoic
khong c6 phan hdi sau thoi han yéu cau
thi cong chuc lam cong tdc ho tich in
ban sao Trich luc ho tich.

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

Trinh lanh dao Phong Tu phap.

Mau 05; du
thao ban sao
Trich luc ho

Kiém tra két qua thuc hién, duyét, tryc | Lanh dao t1cvh hO?C
A < n , T 1A \ .. | Van ban
B5 | tiép hoac giao cong chuc xur Iy ho so | Phong Tu | 1/2 gio n .
trinh lanh dao UBND cap huyén phép thong - bao
' o khong  du
diéu kién da
duyét/ky
nhay.
Mau 05; Ban
sao Trich luc
1A s s X , . Lanh dao ho tich hoac
B6 Ky két qua giai quyét thu tuc hanh UBND cdp | 1/2 gis | Van ban
chinh. A A .
huyén thbng  bao
khong da
diéu kién.
Mau 05, 06;
Ban sao
Phit hanh van ban va tra két qua cho| Van thu; ;EZLCh 11.110101;12
B7 | phong Tu phap dé chuyén cho Trung| Phong Tu | 1/2 gi¢ Vin ban
tdm Hanh chinh cong. phap thong  béo
khong  du
diéu kién.
- Chuyén nguoi dan ky SO va tra két qua Mau 01, 06;
B8 cho ca nhan, t6 churec. Cong chtirc | Gio hanh | Ban sao0
- Ngudi c¢6 yéu cu cip ban sao Trich | TN&TKQ chinh | Trich luc ho
luc ho tich dugc nhan két qua theo mot tich hoac
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trong cac phuong thirc sau day:

+ Nhan ban dién tir ban sao Trich luc hd
tich gtri qua thu dién tir, Kho quan ly dix
liéu dién tir cua té churc, ca nhan do;

+ Nhan ban dién tir ban sao Trich luc hd
tich gri vao thi€t bi s, thong qua
phuong phap truyén s6 li¢u phu hop,
dam bao an toan, bao mat thong tin;

+ Nhan két qua 1a ban sao Trich luc hd
tich thong qua hé thong buu chinh;

+ Nhan két qua 1a ban sao Trich luc ho
tich tai co quan dang ky hd tich.

Van
thdng
khong
diéu kién

ban
bao
du

* Truong hop dén hen nhung chua c6 két qua, trong thoi gian cham nhat 01 ngay
truéc ngay hét han xtr 1y, Phong Tu phép tham muu UBND cap huyén ban hanh
phiéu xin 1i va hen lai ngay tra két qua dé guri cho to chirc, ca nhan.
* Trong qué trinh giai quyét ho so ngudi co trach nhiém thuc hién can thuc hién
ddng thoi cac thao tac tiép nhan/chuyén/tra hd so, két qua giai quyét trén phan
mém Hé théng thong tin giai quyét thu tuc hanh chinh cta tinh voi cac budc

trong quy trinh.
BIEU MAU
]
Mau 01 M3u 01.docx

Gidy tiép nhan ho so va hen tra két qua

@j

Mau 02 M&u 02.docx
Phiéu yéu cau b6 sung hoan thién ho so
o]
Mau 03 Mau 03.docx
Phiéu tir choi tiép nhan gidi quyét ho so
]
Mau 04 MAu 04.docx

Phiéu xin 16i va hen lai ngay tra két qua
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@j

Mau 05 Mau 05.docx
Phiéu ki€ém soat qua trinh giai quyét ho so

@j

Mau 06 Mau 06.docx
So6 theo doi ho so

[,
-

BM.HT.16.01 ’ BM.HT.16.01.doc
To khai cap ban sao trich luc ho tich

Mau dién tir tuong tac yéu céu‘cép ban sao Gidy khai sinh, ban
sao Trich luc ho tich (néu ndp ho so theo hinh thure tryc tuyén).
BM.HT.16.02 @

BM.HT.16.02.docx

4 |HOSOLUU

- | Mau 01; 02, 03, 04 (n‘éu c¢d), 06 luu tai Trung tAm Hanh chinh cong cip huyén.
Mau 01, 05 luu theo ho so;

- | HO so dau vao theo muc 2.3;

- | S6 cép ban sao Trich luc ho tich;

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

- | Phan mém http://khaisir]hdientu.moi.qov.vn; http://hotichdientu.moj.gov.vn; Hé
thong thong tin giai quyét thu tuc hanh chinh cua tinh.

H6 so duoc luu tai Phong Tu phap, thoi gian luu trir thyc hién luu theo quy dinh cua
Luat Ho tich va cac van ban hudng dan thi hanh. Sau khi hét han, chuyén hd so xudng
don vi luu trir cia UBND cép huyén va luu trit theo quy dinh hién hanh.
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17. Thu tuc xac nhin thong tin h¢ tich

1 | KY HIEU QUY TRINH QT.HT.17
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thye hién TTHC: Khdng.
2.2 | Cach thirc thwe hién TTHC:
- Ngudi ¢d yéu cau xac nhan thong tin ho tich truc tiép thuc hién hoic uy quyén
cho nguoi khéc thuc hién ndp ho so truc ti€p tai Trung tdm Hanh chinh cong
cua UBND cap huyén;
- Giri ho so qua hé théng buu chinh cong ich;
- Nop hd so truc tuyén trén Céng Dich vu cong Quéc gia
(https://dichvucong.gov.vn) hoic Hé théng thong tin giai quyét thu tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn).
. A LA AL Ban | Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
_ | To khai dé nghi xac nhan thong tin ho tich gnéu ngudi co yéu X
cau lya chon ndp hod so theo hinh thirc truc tiép);
Mau dién tir tuong tac dé nghi x4c nhan thong tin ho tich (do
_ | nguoi yéu cau cung cap thong tin theo hudng dan trén Cong
dich vu cong, néu ngudi cd yéu ciu lya chon ndp hod so theo
hinh thirc tryc tuyén);
Nguoi p(’) yéu ciu x4c nhan thong tjn ho tich thuc hién viéc
- | ndp/xuat trinh (theo hinh thuc tryc ti€p) hodc tai 1én (theo hinh
thirc truc tuyén) cac gidy to sau:
* Gidy to phai nop:
Giéy to, tai liéu co lién quan dén noi dung dé nghi xac nhan X

thong tin ho tich;

Vin ban uy quyén (dugc chirng thuc) theo quy dinh cua phap
luat trong truong hop uy quyén thyc hién viéc xin cap xac
nhan thong tin hd tich. Truong hop ngudi dugc uy quyen la X
ong, ba, cha, me, con, vo, chéng, anh, chi, em rudt cua nguoi
iy quyén thi van ban uy quyén khong phai ching thyc.

Gidy to ching minh thudc gia dinh c6 cong voi cach mang,
nguoi thudc hd ngheo, nguoi khuyét tat (néu co);

* Gidy to phai xuit trinh:

HO chiéu hodc chirng minh nhan dan hodc thé cdn cudc cong
dan hodc cac giay to khac c6 dan anh va thong tin ca nhan do X
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o quan ¢ tham quyén cap, con gia tri str dung dé ching minh
vé nhan than cta ngudi c6 yéu cau cip xac nhan thong tin ho
tich. Truong hgp céc thong tin ca nhan trong cac gidy to nay da
co6 trong Co s¢ dir li¢u quéc gia vé dan cu, Co s6 dir liéu ho
tich dién t, dugc hé théng dién tu dong thi khong phai Xuat
trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thirc truc
tuyén);

Gidy o ¢6 gia tri chimg minh thong tin vé cu tr trong truong
hop co quan quan 1y Co s& dit li¢u ho tich dién tor khong thé
khai thac dugc thong tin vé noi cu tri cia cong dan theo cic
phuong thic quy dinh tai khoan 2 Piéu 14 Nghi dinh sb
104/2022/ND-CP ngay 21/12/2022 cta Chinh phu. Trudong hop X
cac thong tin vé gidy to ching minh noi cu tri dd duoc khai
thac tir Co so dit liéu qudc gia vé dan cu bang cac phuong thirc
nay thi nguoi c6 yéu cau khong phai xuat trinh (theo hinh thirc
truc tiép) hodc tai 1én (theo hinh thirc tryc tuyén).

* Luu y khi nop ho so:

- Doi vei gidy to nop, xuat trinh néu ngudi yéu cau nop hd so theo hinh thirc
truc tiep:

+ Do voi gidy to xuat trinh khi ddng ky ho tich, nguoi tiép nhan c6 trach nhigm
kiém tra, doi chiu vagi thdng tin trong to khai, chup lai hoac ghi lai thong tin dé
luu trong ho so va tra lai cho nguoi xuat trinh, khong dugc yéu cau nop ban sao
hoac ban chup giéy to do.

+ Ngudi yéu cau dang ky ho tich c6 thé nop ban sao chang thyc tir ban chinh
hodc ban sao dugc cap tir s6 goc hoac ban chyp kém theo ban chinh gidy to dé
dbi chiéu. Truong hop ngudi yéu cau nop ban chup keém theo ban chinh gidy to
thi nguoi tiep nhan co trach nhiém Kiém tra, doi chiéu ban chup v(yi,bén chinh
va ky xac nhan, khong duoc yéu cau nguoi di dang ky ndp ban sao giay to do.

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

- Truong hop gu’l ho so qua hé thong buu chinh thi phai gui kém theo ban sao
c6 chirng thyc c4c gidy to phai xuat trinh.

- Bdi véi giay to giri kém theo néu nguoi yéu cau nop ho so theo hinh thirc truc
tuyén:

+ Ban chyp céc gidy to gui kém theo hd so cap xac nhan thong tin ho tich truc
tuyén phai bao dam rd nét, day du, toan ven vé ndi dung, la ban chup bang may
anh, dién thoai hodc duoc chup, dugc quet bang thiét b dién tu, tir gidy to dugc
cap hop [¢, con gia tri str dung; néu l1a giay to do co quan c6 thim quyén nuéc
ngoai cap thi phai duoc hop phép héa lanh su, dich sang tiéng Viét theo quy
dinh, trir trudng hop dugc mién hop phap hoa lanh su.
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+ Truong hop nhan két qua (Van ban xac nhan théng tin ho tich) tai co quan
dang ky ho tich, ngudi ¢ yéu cau cap xac nhan thong tin ho tich xuat trinh gidy
to tuy than; nop ban chup cac gidy to, tai liéu c6 lién quan dén noi dung dé nghi
xac nhan théng tin ho tich theo quy dinh phap luat ho tich. Truong hop glay to,
tai liu phai gui kem trong hd so cip xac nhan thdng tin ho tich truc tiép hoic
truc tuyen da co6 ban sao dién tr hoac da co ban dién tu glay to ho tich thi nguoi
y&u cau duoc sir dung ban dién tir nay.

2.4 | S6 lwong ho so: 01 bd.

Thoi han giai quyét: Trong thoi han 03 ngay lam viéc, ké tir ngdy nhan di ho

2.5 | so hop 1. Truong hop phai ki€ém tra, x4&c minh thi thoi han c6 thé kéo dai
nhung khong qua 10 ngay lam viéc.

Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
26 | Trung tAm Hanh chinh cong cap huyén.
| - Cong Dich vu cdng Qudc gia https://dichvucong.gov.vn hodc Hé thong thong
tin giai quyét TTHC tinh Ha Tinh http://dichvucong.hatinh.gov.vn.
Co quan thue hién: Phong Tu phap thuoc UBND cap huyén
57 Co quan c6 thAm quyén quyét dinh: Phong Tu phap thuoc UBND cip huyén
" | Co quan dwoc iy quyén: Khong.
Co quan phdi hop: Co quan cong an, cac co quan khac c6 lién quan.
2.8 | Péi twong thue hién TTHC: Co quan, t6 chiic, ca nhan.
K¢ét qua giai quyét TTHC:
- Néu ho so di dieu kién:
+ Vian ban xac nhan thong tin ho tich.

2 g | + Ban dién tr Xac nhan thong tin hd tich (Ban dién t s§: tu d@ng guri vé Kho
quan ly dir li€u dién tir cia c4 nhan/dia chi thu dién tir/thiét bi s6/dié€n thoai cua
ngudi yéu cau sau khi da hoan tat thu tuc xac nhan thong tin ho tich tai co quan
dang ky hd tich).

- Néu ho so khong du diéu kién: Vin ban tir chdi xac nhan thong tin ho tich.
2.10 | Quy trinh xir ly cong viéc
TT Trinh tw TriCh T.h o1 x Ble;u -
: nhiém gian | mau/Két qua
1. Tiép nhan hd so. N
- Tiép nhan h&} so tryc tiép tir ca nhin . Mau 91; 92’
hogc tir h¢ thong buu chinh hodic trén | cane chirc Gio 03 (geu ‘ACO);

Bl |Céng Dich vu cong Qubc gia TN&TKQ ha,nh 06 va Ho so

(https://dichvucong.gov.vn) ~ hogc  H¢ chinh | theo myc 2.3

thong thong tin gidi quyét thu tuc hanh
chinh cua tinh
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(https://dichvucong.hatinh.gov.vn)

2. Can bd TN&TKQ kiém tra ho so:

- Truong hop hd so chua day du, hop 18:
Huéng din ngudi ndp hd so bd sung,
hoan thién theo quy dinh, néu khong bo
sung hoan thi¢n dugc thi tir chbi tiép nhan
hé so.

- Trudng hop hd so ddy du, hop 18 thi tiép
nhan ho so, thu phi theo quy dinh, ¢
Phleu hen, tra két qua cho nguoi co yéu
cau (néu nguoi co yéu cau lya chon hinh
thirc ndp ho so truc tiép) hodc gui ngay
Phiéu hen, tra két qua qua thu dién tir
hodc giri tin nhan hen tra két qua qua dién
thoai di dong cho ngudi co yéu cau (néu
ngudi c6 yéu cau lua chon hinh thirc nop
ho so truc tuyén), ddng thoi chuyén ho so
dé Phong Tu phép xir 1.

Sau khi tiép nhan hd so theo hinh thuc
nop truc tiép, cong chirc TN&TKQ thyc
hién s6 héa (sao chup, chuyén thanh tai
liéu dién tu trén hé thong thong tin, co s¢
dir liéu) va ky sb vao tai liéu, hd so giai
quyét thil tuc hanh chinh d3 duogc s6 hoa
theo quy dinh.

Mau 01, 05 va

A \ , A o1 Céng churc 02 X \
B2 | Chuyén Phong Tu phép dé xu 1y. TN&TKQ | giv h6 so keém
theo

Tham tra hd so (thdm tra tinh thong nhat

hop 1¢ cua cac thong tin trong hé so, glay

to, tai liéu do nguoi yéu cau ndp, xuit

trinh hoac dinh kém).

- Néu thiy ho so day du, hop 1, dung quy i

dinh, thong tin trong Co s¢ dir liéu ho tich Mau 05; Van
B3 dién tir va thong tin d€ nghi xac nhan la dung: | Cong chic | 02 |ban xac nhén

+ Truong hop tiép nhan hd so cip xac | XU lyhoso | ngay | thong tin ho

nhan thong tin hg tich theo hinh thirc truc
tiép, thi cong chirc xtr Iy hd so in Vin ban
xac nhan thong tin ho tich, trinh Lanh dao
phong Tu phép ky duyét theo budc B7.

Pbi voi yéu cdu xac nhan thong tin ho
tich ctia c4 nhan, néu thdy théng tin ho

tich.
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tich cta ca nhan khong c6 sy thay doi thi
cong chtrc xir Iy bado cdo Lanh dao phong
khong cdp Vin ban xac nhan thong tin ho
tich ma hudng din nguoi yéu cau lam tha
tuc cAp ban sao Gidy khai sinh hodc ban
sao trich luc ho tich tuong ng, trur trudng
hop co quan, t6 chirc c¢6 thim quyén de
nghi cdp vin ban xac nhin dé giai quyét
vu viée li€én quan dén céa nhan.

+ Truong hop tiép nhan ho so xin cp xac
nhan thong tin ho tich theo hinh thuc truc
tuyén, cong chirc xir 1y hd so giri lai biéu
mau Xac nhan thong tin ho tich dién tu
v6i thong tin day du cho nguoi yéu cau
qua thu dién tir hodc thiét bi s6.

Ngudi yéu cdu c¢o trach nhiém kiém tra
tinh chinh xac, ddy du cta cac théng tin
trén biéu mau Xéac nhan thong tin ho tich
dién tir va xac nhan (t6i da mot ngay).
Néu ngudi c6 yéu cau xac nhin théng tin
d3 thdng nhat, day d hodc khéng c6 phan
h6i sau thoi han yéu ciu thi céng chirc
lam cong tac ho tich in Van ban xdc nhan
thong tin hd tich, trinh Lanh dao Phong
Tu phép ky duyét theo bude B7.

- Trudng hop cin xac minh thém thdng tin
thi chuyén thuc hién tir budc B4 dén B9.

Bao cao Lanh dao Phong Tu phap va Mau 05; Vin
tham muu vén ban dfe ng%u co quan cong Céng chirc | 01 ban dé nghi
B4 | an, cac co quan khac c6 lién quan xac <19 hd so | noa X&c minh
minh theo quy dinh tai Khoan 3 Diéu 13 Y gay thong tin ho
Nghi dinh s6 87/2020/ND-CP. tich
Co quan Van ban tra
cong an, 05 lo6i dé nghi
B5 | X4c minh thong tin hg tich. cac co quan nad X&c minh
khac cé gay thong tin ho
lién quan tich
- Truong hop két qua xdc minh khéng co Mau 05; Vin
g | nein ol ding in g g 1| o | 3 | i b
glay guoly g cap xtr 1y hd so | ngay thong tin ho

thio Van ban tir chdi cAp vin ban xac
nhan thong tin ho tich .

tich hoac Van
ban to choi
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- Truong hop két qua xac minh thong tin
thong nhat voi1 gidy to thi du thao Vian
ban xac nhan thong tin ho tich.

Xac nhan
thong tin ho
tich

Lanh dao

Mau 05; Vin
ban xac nhan
thong tin ho

Xem xét, duyét két qua thuc hién tai budc . 0,5 |tich hoac Van
B7 B3 vi B6 phong Tu NGav | ban tr chdi
: ohap gay an tir choi
Xac nhan
thong tin ho
tich
Mau 05, 06;
Véan ban xac
nhan thong tin
B8 Pong du vin ban va qhuyén két qua cho | Cong chirc | 02 | ho tich hodc
cong chuc TN&TKQ dé tra cho ca nhan. xrlyhdoso | gio | Van ban tu
chdi xac nhan
thong tin ho
tich
- Tra két qua cho nguoi dan.
- Ngudi ¢6 yéu ciu cdp xac nhin thong
tin ho tich dugc nhan két qua theo mot
trong cac phuong thurc sau day:
+ Nhan ban dién tr Van ban xac nhin Mau 01, 06;
thong tin ho tich gui qua thu dién tu, Kho Vian ban xac
quan 1y dir liéu dién tir cua to6 chuc, ca Gic nhan thong tin
5q | nhan do: Cong chirc ha:% ho tich hoic
+ Nhan ban dién t¢ Vin ban x4ac nhan| TN&TKQ chinh Vin ban tu

thong tin ho tich guri vao thiét bi s6, thong
qua phuong phdp truyén so li¢u phu hop,
dam bao an toan, bao mat thong tin;

+ Nhan két qua 13 Vin ban xac nhan thong
tin ho tich thong qua hé thong buu chinh;

+ Nhan két qua 13 Vin ban xac nhan thong
tin ho tich tai co quan dang ky hd tich.

chdi xac nhan
théng tin ho
tich

* Truong hop dén hen nhung chua c6 két qua, trong thoi gian cham nhat 01 gio
trudc khi hét han xur Iy, Phong Tu phap tham muu UBND cap huyén ban hanh
phi€u xin 161 va hen lai ngay tra két qua dé gui cho t6 chure, ca nhan.

* Trong qué trinh giai quyét hd so nguoi co trach nhiém thuc hién can thyuc hién
dong thoi cac thao tac ti€ép nhan/chuyén/tra ho so, két qua giai quyét trén phan
mém H¢ thong thong tin gidi quyéet thu tuc hanh chinh cua tinh v6i cac bude
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trong quy trinh.
BIEU MAU
Mau 01 M3u 01.doc
Giay ti€p nhdn ho so va hen tra két qua
Mau 02 M3u sé 02.doc
Phiéu yéu cau bo sung hoan thién ho so
Mau 03 M3u 03.doc
Phiéu tr choi tiép nhan gidi quyét ho so
X -
Mau 04 M3u 04.doc
Phiéu xin 161 va hen lai ngay tra két qua
Mau 05 M3u sé 05.doc
Phiéu ki€m soat qua trinh gidi quyét ho so
Mau 06 M3u sé 06.doc
S6 theo doi ho so
T& khai d&é nghi xac nhdn thong tin ho tich (néu ndp hd so theo
hinh thirc truc tiép).
BM.HT.17.01 ad :
BM.HT.17.01.docx
Mau dién ti trong tac dé nghi xac nhan thong tin ho tich (néu
ndp ho so theo hinh thire truc tuyén).
BM.HT.17.02 ad :
BM.HT.17.02.docx

HO SO LUU:

Méu 01; 02, 03, 04 (néu ¢6); 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;

Hé théng thong tin giai quyét thi tuc hanh chinh cua tinh.
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H6 so dugc lwu tai Phong Tu phép, thoi gian luu trir hd so xdc nhan thong tin ho tich
thuc hién luu theo quy dinh ctia Luat HG tich va cac van ban hudng dan thi hanh.

18. Ping ky két hon, xac nhan tinh trang hon nhén trye tuyén

KY HIEU QUY TRINH QT.HT.18

NOI DUNG QUY TRINH

2.1

Pi¢u kién thuwe hién TTHC:

- Viéc ndp ho so ding ky két hon, xac nhan tinh trang hon nhan tryc tuyén trén
Cong Dich vu céng quéc gia, Cong dich vu cong tinh chi dugc thuc hién véi
diéu kién Céng dich vu cong/H¢ théng mot cira dién tur cua tinh da hoan thanh
viéc két ndi, khai thac dit liéu cong dan tir Co sd dit liéu qudc gia vé dan cu va
két ndi, lién thong dit liéu v6i Phan mém ding ky, quan 1y ho tich dién tir dung
chung ctia B Tu phép

- Cong dan co yéu cau giai quyet tha tuc hanh chinh dang ky két hon, xac nhan
tinh trang hon nhan truc tuyén c6 tai khoan trén Cong Dich vu cong Qudc gia
hodc tai khodn dinh danh di€n t&¢ mirc d§ 2 theo quy dinh ctia Nghi dinh s6
59/2022/ND-CP ngay 05/9/2022 cua Chinh pha quy dinh vé dinh danh va xéc
thuc dién tur.

2.2

Cach thire thue hién TTHC:

- Ngudi c6 yéu cau truy cép Cong Dich wvu cong Quéc gia
(https://dichvucong.gov.vn)/Cong dich vu cong tinh
(https://dichvucong.hatinh.gov.vn), dang ky tai khoan (neu chua co tai khoan),
xac thuc ngudi dung theo hudng dan, diang nhap vao hé thong.

- Ngudi ¢ yéu cau lua chon co quan ding ky ho tich co thim quyén giai quyét
thil tuc ding ky két hon thuc hién quy trinh nop hd so: Pang ky két hon, xéac
nhan tinh trang hon nhan truc tuyén.

- Ngudi ¢ yéu cau cung cap thong tin trén biéu miu dién tir twong tac dang ky
két hon, xac nhan tinh trang hon nhén (co mau kém theo); dinh kém ban chyp
hodc ban sao dién tur cac gidy to, tai lieu theo quy dinh; ndp phi, 1& phi thong
qua chirc nang thanh toan truc tuyén hodc bang cach thirc khic theo quy dinh
phap luat, hoan tat viéc ndp ho so.

2.3

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

Biéu miu dién tir twong tic dang ky két hon, xac nhan tinh trang

N N X
hon nhan.

Nguoi ¢ yéu cau thyc hién viée tai 1€n cac gidy to sau:
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Gidy to hop 1& dé chimg minh nguoi c6 yéu cau du diéu kién
két hon:

D61 véi két hon cod yeu té nude ngoai:

Gidy x4ac nhan cia to chuc y té co thim quyén cua Viét Nam
hodc nudc ngoai xac nhan cac bén két hon khong mic bénh tAm
than hodc bénh khac ma khong c6 kha ning nhan thic, 1am chu
duoc hanh vi cia minh;

Gidy to ching minh tinh trang hén nhan ciia ngudi nudc ngoai
do co quan c¢6 thim quyén ciia nudc ma ngudi do 1a cong dan
cép con gia tr1 sir dung, xac nhan hién tai nguoi d6 khong cé vo
hoic khong c6 chong; truong hop nudc ngoai khong cap xac
nhan tinh trang hon nhan thi thay bang gidy to do co quan cd
thAm quyén nudc ngoai xac nhan ngudi d6 co du diéu kién két
hon theo phéap luat nudc do;

Nguoi nude ngoai, cong dan Viét Nam dinh cu & nudc ngoai
phai nop ban sao hg chi€u/giay to c6 gia tri thay thé ho chicu;

Cong dan Viét Nam da ly hon hodc hay viée két hon tai co quan
c6 tham quyén clia nudc ngoai phai ndp ban sao trich lyc ho tich
vé viéc d3 ghi vao sb viéc ly hon hoic hity viéc két hon trai phap
luat (Trich luc ghi cha ly hon);

Cong dan Vi¢t Nam la cong chirc, vién chure hoac dang phuc vu
trong luc lugng vii trang phai ndp van ban cua co quan, don vi
quan 1y xac nhan viéc két hon voi ngudi nude ngoai khong trai
v6i quy dinh cua nganh do;

Truong hop ngudi yéu cau ding ky két hon dang cong tac, hoc
tap, lao dong c6 thoi han & nudc ngoai thi phai nop Gidy xéac
nhan tinh trang hon nhan do Co quan dai dién ngoai giao, Co
quan dai dién 1anh sy cua Viét Nam & nudc ngoai cép;

Ho chiéu hodc Chung minh nhan dan hodc Thé cin cudc cong
dan hoic cac gidy to khac co dan anh va thong tin ca nhan do co
quan ¢ thim quyén cap, con gia tri su dung dé chting minh vé
nhan than cua nguoi co yéu cau. Truong hop cac thong tin ca
nhén trong cac gidy to' nay dé c6 trong Co so dur licu Quoc gia
vé dan cu, Co so dit liéu ho tich dién ti, duoc hé thong dién tu
dong thi khong phai tai 1én;

Gidy to ching minh thudc gia dinh c6 cong voi cich mang,
nguoi thudc hd ngheo, nguot khuyét tat (néu co);

Gidy to ¢ gia tri chimg minh thong tin vé cu tra trong trudng
hop co quan quan ly Co s¢ dir liéu ho tich dién tir khong thé
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khai thac duoc thong tin vé noi cu tra ciia cong dan theo cac
phuong thitc quy dinh tai khoan 2 Diéu 14 Nghi dinh s6
104/2022/ND-CP ngay 21/12/2022 ctua Chinh phui. Truong hop
cac thong tin vé gidy to chimg minh noi cu tra da dwoc khai
thac tir Co so dit liéu qudc gia vé dan cu bing cac phuong thirc
nay thi ngudi co yéu cau khong phai tai 1én.

* Luu ¥ khi nop ho so:

+ Ban chup cac glay t& guri kém theo hd so truc tuyén phai bao dam rd nét, day
du, toan ven vé noi dung, la ban chup bang may anh, dién thoai hoac duoc
chup, dugc quét bang thiét bi dién tir, tir gidy to dugc cap hop 1€, con gia tri st
dung; néu la gidy to do co quan co tham quyén nudc ngoai cap thi phai dugc
hop phép hoa lanh sy, dich sang tiéng Viét theo quy dinh, trir truong hop duoc
mién hop phap hoa lanh sy.

+ Khi dén nhan két qua, hai bén nam, nix phai c6 mat, xuat trinh gidy to tuy than
(ho chiéu, chitng minh nhan dan, thé can cudc cong dan hoic giay to khéac co
dan anh va thong tin ca nhan do co quan c6 tham quyén cap, con gia tri st
dung) dé xac dinh ding nhan than.

2.4

S6 lrgng ho so: 01 bo

2.5

Thoi han giai quyét:
+ Ping ky két hon: 15 ngay 1am viéc, ké tir ngay nhin da ho so hop 16.
+ Xac nhan tinh trang hon nhan: Trong ngay lam vié¢c.

2.6

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

- Nop ho so: Cong Dich vu cong Quédc gia hodc Hé thong thong tin giai quyét
TTHC tinh Ha Tinh_http://dichvucong.hatinh.gov.vn;

- Nhén két qua: Trung tdm Hanh chinh cong cip huyén.

2.7

Co quan thuc hién: Phong Tu phap va UBND cap xd noi c¢6 thim quyén cap
Giay xac nhan tinh trang hon nhan.

Co quan ¢6 tham quyén quyét dinh: UBND cap huyén thyc hién dang ky ket
hon; UBND cap xa thuc hién cap gidy xac nhan tinh trang hon nhan.

Co quan dwgc ty quyén: Khdng.

Co quan phdi hop: Co quan quan Iy Co sé dir liéu qudc gia vé dan cu, UBND
cap xa.

2.8

Poi twong thwe hién TTHC: Cé nhan.

2.9

Két qua giai quyét TTHC: Gidy ching nhan két hon hodc Vin ban thong bao
khong du diéu kién két hon.

2.10

Quy trinh xir ly cong viéc

TT

Trach Thoi | Biéu miw/Két

Trinh tu o . R
: nhi¢ém glan qua
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Bl

1. Tiép nhan ho so trén Céng Dich
vu cong Quéc gia
(https://dichvucong.gov.vn)  hodc
Hé théng thong tin giai quyét
TTHC tinh
(https://dichvucong.hatinh.gov.vn).
2. Cong chirc TN&TKQ kiém tra
hé so:

- Trudng hop ho so chua diy du,
hop 1&: Gui thong bao qua thu di¢n
tr hodc tin nhian qua dién thoai di
doéng cho ngudi yéu cau bd sung,
hoan thién hd so, néu rd loai gidy
td, ndi dung can bod sung dé nguoi
¢ yéu cau bd sung, hoan thién.
Truong hop ngudi coé yéu cau
khong bo sung, hoan thi¢n duoc hd
so thi guri thong bdo tir chdi giai
quyét ho so.

- Truong hop ho so day du, hop 1€
thi tiép nhan ho so, chuyen hé so
cho phong Tu phap xur ly, ddng thoi
giri Phiéu hen, tra két qua qua thu
dién tr hodc tin nhin qua dién thoai
di d6ng cho ngudi co yéu cau, trong
d6 néu rd thoi gian tra két qua.

Cong chuc
TN&TKQ

Gio
hanh
chinh

Mau 01; 02, 03
(néu co); 06 va
hd so theo muc
2.3

B2

Tham tra hd so:

Truong hop hd so can bd sung,
hoan thién hoic khong du diéu kién
giai quyét, phai tir chdi thi gui
thong bao vé tinh trang hd so toi
Trung tdm hanh chinh céng cép
huyén dé thong bao cho ngudi ndp
hd so.

Cong chuc
xtr 1y ho so,
lanh dao
Phong Tu
phap,

01 ngay

Mau 05; Vin
ban thong béo
tinh trang ho so
(néu co).

St dung chiic ning trén Hé thdng
kiém tra tinh trang hén nhan ctia cong
dan (néu co s6 dit liéu ho tich dién tir
c6 du thong tin ctia cong dan).

Truong hop khong kiém tra duoc
tinh trang hon nhan cta cong dan
thi béc tach hd so xac nhan tinh
trang hon nhan chuyén tGi UBND

Cong chuc
xur 1y ho so

3,5
ngay

Mau 05; Chuyén
yéu cdu trén
phin mém ho
tich qua chic
ning Hé thdng
kiém tra, xac
minh thong tin
tinh trang hon
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cap x4 c6 tham quyén xac nhan tinh nhan.
trang hon nhan.
Cong chirc Tu phap - HO tich cua
UBND cép xd c6 thim quyén xac
nhéan tinh trang hon nhan c6 trach
nhi€ém tiép nhian hd so trén Hé
thdng, kiém tra, xac minh thong tin £ Trong | Vin ban thé hién
. A A o A A UBND cap \ . N
B3 tlIl%l tr?ng Pon nh’an cuAa Cf)ng dan, <& duoc 4o ngay t1n¥1 tre;mg ho‘r}
hoan tat thu tyc xac nhén tinh trang nghi lam | nhan cua nguoi
hon nhan, chuyén tra két qua la ‘ viéc | co yéu cau
thong tin vé tinh trang hén nhan
clia ngudi c6 yéu cau cho UBND
cap huyén noi tiép nhan ho so dang
ky két hon.
Sau khi nhan dugc két qua phan hoi
vé tinh trang hon nhan tir UBND
cép xa:
- Trudong hop hai bén nam, nir du
diéu kién két hon thi hoan tat quy
trinh dang ky két hon, ghi vao So Mau 05; du thao
Dang ky két hon, cip nhat thong tin Gidy chiing
ding ky két hon trén Phin mém Céng chitc nhan két hon
B4 | dang ky, quan 1y ho tich di¢n tu 4 19 ha 05 ngay | hoac Vian ban
dung chung. In Giay chirng nhan XY Hoso thdng bao khong
két hon, trinh Lanh dao phong xem du diéu kién két
xét, ky nhay. hon.
- Truong hop hai bén nam, nit
khong du diéu kién két hon dy thao
Vin ban thong bao khong du diéu
kién két hon trinh Lanh dao phong
xem xét, ky nhay.
Mau 05; Giéy
N chung nhan ket
Xem xé&t, ky nhay két qua thuc hién Laflh dao .. | hon hoac Van
B5 S Phong Tu | 02 ngay |, ., o .
tai budc B4. ohap ban théng bao
khong du diéu
kién két hon.
Mau 05; Giiy
, N A Lanh dao ching nhin két
B6 Iég duyét két qua thuc hién tai budce UBND ¢ép | 02 ngay | hon ghor;“lc Vin
' huyén ban thong bao
khong du_diéu
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kién két hon.

M?}u 05, 06;
Phat hanh vin ban, tra két qua cho | Vin thu, Gla}y £ churAlg
\ . 2 2 N , nhian két hon
B7 Phong Tu phdp d€ chuyén cho | cong chuc O,? hoic Vin ban
Trung tam Hanh chinh cong cap | phong Tu ngay |5 . N
huyén phap t qong;bao.lfhon;g
du diéu kién két
hon.
Tra két qua cho c4 nhan.
Pé nghi hai bén nam nit xuét trinh
gidy to tuy than (ho chiéu, chung
minh nhan dan, thé can cudc cong .
dan hodc gidy to khic c6 dan anh Mau 01, 06;
va thong tin ca nhan do co quan c6 Giay  chung
thAm quyen cap, con gia tri st Céng chitc qif? nhan két hon
B8 | dung) dé xac dinh dung nhan than, TN&TKQ hanh hodc Van ban
kiém tra thong tin trén Gidy ching chinh | thdng bao khong
nhan két hon, trong S6 ding ky két du diéu kién ket
hon, khéng dinh su tu nguyen két hon.
hén va ky S6 Diang ky két hon, ky
Gidy chimg nhan két hon. Tra mdi
bén nam, nit 01 ban chinh Gidy
chtrng nhan két hén.
* Trudng hop dén hen nhung chua co két qua,trong thoi gian cham nhat 01
ngay trudc ngay hét han xir 1y, Phong Tu phap tham muu UBND céap huyén ban
hanh phiéu xin 18i va hen lai ngay tra két qua dé gui cho to chuc, c& nhan.
* Trong qua trinh giai quyét hd so nguoi ¢ trach nhiém thuc hién can thuc hién
dong thoi cac thao tac tiép nhan/chuyén/tra ho so, két qua giai quyét trén phan
mém: http://dichvucong.hatinh.gov.vn véi cac budc trong quy trinh.
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 bd sung hoan thién hd so
=
Mau 03 Mau 03.docx
Phiéu tir chdi tiép nhan giai quyét ho so
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@j

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

Phiéu kiém soat qu4 trinh giai quyét hd so

Mau 05 IEJ
M3u 05.docx
]
Mau 06 MAu 06.docx

S6 theo dodi hd so

HO SO LUU:

Mau 01; 02, 03, 04 (nef:u c6); 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;

Giay to thé hién tinh trang hon nhan cua nguoi cé yéu cau;

S6 ding ky két hon;

Hé théng thong tin giai quyét thu tuc hanh chinh cta tinh; Phin mém
http://hotich.moj.gov.vn.
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I1. LINH VU'C NUOI CON NUOI
1. Ghi vao So dang ky nudi con nudi viéc nudi con nudi da dwgc giai quyét

tai co quan co thim quyén cua nwdc ngoai

1 KY HIEU QUY TRINH QT.NCN.01
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thwe hién TTHC:
Viéc nudi con nudi gitra cong dan Viét Nam voi nhau hogc gitra cong dan Viét
Nam v6i ngudi nude ngoai da dugc g1a1 quyét tai co quan c6 thim quyén ctia nude
ngoai thi duoc ghi vao S6 ding ky nudi con nudi trong cac truong hop:
- Viéc nudi con nudi da duoc giai quyét theo quy dinh cta diéu udc quoc té ma
Viét Nam va nudc noi giai quyet viéc nudi con nudi cung la thanh vién;
- Viéc nudi con nudi di duoc giai quyét theo quy dinh phap luat cua nudc
ngoai, trir truong hop vi pham nhitng nguyén tac co ban cua phap luat nudc
Cong hoa xa hoi chu nghia Viét Nam.
2.2 | Cach thirc thue hién TTHC:
- Nguo1i co yéu c,ﬁu tryc tiép thuc hién hodc ty quyén cho nguoi khac thyc hién
ndp ho so truc tiép tai Trung tAm Hanh chinh cong cia UBND cap huyén;
- Guri hd so qua hé théng buu chinh cong ich;
- Nop hd so truc tuyén trén Céng Dich vu cong Quéc gia
(https://dichvucong.gov.vn) hodc Hé thong thong tin giai quyét thi tuc hanh
chinh cua tinh (https://dichvucong.hatinh.gov.vn).
2.3 | Thanh phin hd so, bao gdm: Ban | Ban

chinh sao

- To khai ghi vao S6 hé tich viéc nudi con nudi theo mau (néu
nguoi cd yéu cau lga chon ndp ho so th o hinh thirc truc ti€p) X
theo mau BM.NCN.01.01;

- Biéu mau dién tur tuong tac ghi vao S6 ho tich viéc nudi con
nudi (do nguoi yéu cau cung cap thong tin theo hudng dan
trén Cong dich vu cong néu ngudi c6 yéu cau lya chon ndp hd
so theo hinh thirc truc tuyén);
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Nguoi co yéu cau ghi vao So dang ky nudi con nudi viéc nuodi
con nudi di duoc giai quyét tai co quan c6 thAm quyén cia
nudc ngoai thyc hién viéc ndp/xuét trinh (theo hinh thtre truc
tiép) hodc tai 1én (theo hinh thirc tryc tuyén) cac gidy td sau:

* Gidy to phdi ngp:

- Ban sao c6 chung thyc gidy to chirng minh viéc nudi con
nuodi da dugc gidi quyét tai co quan c¢6 tham quyén cia nudc
ngoai;

- Truong hop Uy quyén cho ngudi khac lam thay thi phai co
vin ban ty quyén duoc chimg thuc theo quy dinh ctia phap
luat. Truong hop ngudi dugc y quyén 1a ong, ba, cha, me,
con, Vo, ché)ng, anh, chi, em rudt cuia nguoi uy quyén thi van
ban uy quyén khong phai ching thuc;

- Van ban ching nhan viéc nudi con nudi da dugc thuc hi¢n
pht hop vé6i diéu udc qudc té ctia co quan c6 tham quyén cia
nudc ngoai (trong trudong hop viéc nuodi con nudi da dugc giai
quyét theo quy dinh cta diéu wéc qudc t& ma Viét Nam va
nudce noi giai quyét viéc nudi con nudi cing 13 thanh vién);

- Gidy to chimg minh thudc gia dinh c6 céng vdi cach mang;
nguoi thudc hd ngheéo; nguoi khuyét tat (n€u co);

* Gidy to phai xuat trinh:

- Ho chiéu hoic Chang minh nhén dan hodc Thé can cudce
cong dan hodc cac gidy to khac co dan anh va thong tin ca
nhan do co quan c6 tham quyén cap, con gia tri str dung dé
ching minh v& nhén than cta nguoi c6 yéu cau ghi vao S6
viéc nudi con nudi da dugc giai quyét tai co quan c6 tham
quyen cua nudc ngoai Truong hop cac thong tin ca nhan trong
cac gidy to nay di co trong Co s¢ dir liéu quoc gia vé dan cu,
Co s& dir liéu ho tich dién tir, dugc hé thong dién tu dong thi
khong phai tai 1én (theo hinh thirc truc tuyén);

- Gidy to cO gia tri ching minh thong tin vé cu tra trong
truomg hop co quan dang ky ho tich khong thé khai thac duoc
thong tin vé noi cu tra cua céng din theo cac phuong thic
quy dinh tai khoan 2 Diéu 14 Nghi dinh sé 104/2022/ND-CP
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ngay 21/12/2022 cua Chinh phu. Cac gidy to chung minh
thong tin vé cu tra bao gdm: Thé cin cudc cong dan; Ching
minh nhan dén; Gidy xac nhan thong tin vé cu tra, Gidy thong
bao sb dinh danh ca nhan va thong tin cong dan trong Co so
dir liéu quéc gia vé& dan cu Truong hop cac thong tin vé gidy
to chirng minh noi cu trd da dugc khai thac tor Co s¢ dir li¢u
qudc gia vé& dan cu bang cac phuong thirc nay thi nguoi co
yéu cau khong phai xuét trinh (theo hinh thirc truc tiép) hodc
tai 1én (theo hinh thirc tryc tuyén).

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

*Luuy:
- Pi voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp ho so theo hinh thirc
tryc tiép:
+ Dbi voi gidy to xuat trinh, ngudi tiép nhan co trach nhiém kiém tra, d6i chiéu
v6i thong tin trong to khai, chup lai hodc ghi lai thong tin dé luu trong ho so va
tra lai cho nguoi xuét trinh, khong duoc yéu cu ndp ban sao hodc ban chup
gidy to do.
+ Nguoi yéu cau thyc hién thu tuc c6 thé ndp ban sao chung thuc tir ban chinh
hodc ban sao dugc cip tir s gbe hoic ban chup kém theo ban chinh gidy to dé
dbi chiéu. Truong hop ngudi yéu cau ndp ban chup kém theo ban chinh gidy td
thi nguoi tiép nhan c6 trach nhiém kiém tra, ddi chiéu ban chup véi ban chinh
va ky xac nhan, khéng duoc yéu cau nguoi di dang ky nop ban sao gidy to do.
+ Nguoi tiép nhan c6 trach nhiém tiép nhan ding, dt hd so diang ky theo quy
dinh cua phap luat ho tich va phdp luat nuéi con nuoi, khong duoc yéu cau
ngudi dang ky nop thém gidy to ma phap luat ho tich va phap luat nudi con nudi
khong quy dinh phai ndp.
- Bdi véi gidy to giri kém theo néu nguoi yéu cau ndp ho so theo hinh thirc truc
myén'
+ Ban chup cac gidy to gui kém theo hd so yéu cau ghi vao SO dang ky nudi
con nudi viéc nudi con nuoi da dugc giai quyet tai co quan co tham quyén cua
nuoc ngoal tryc tuyén phai bao dam rd nét, day du, toan ven vé noi dung, la ban
chup bang may anh, dién thoai hodc dugc chup, dugc quét bang thiét bi dién ti,
tir gidy to duoc cap hop 1€, con gia tri st dung; néu 1a gidy to do co quan co
thAm quyén nudc ngoai cip thi phai duoc hop phap héa lanh su, dich sang tiéng
Viét theo quy dinh, trir trudng hop duge mién hop phéap hoa lanh su.
+ Truong hop gidy to, tai liéu phai gui kém trong hd so ghi vao S6 ding ky
nudi con nudi viée nudi con nudi di duoc giai quyét tai co quan c6 tham quyén
cua nudc ngoai truc tuyén da co6 ban sao dién tir hoac da co6 ban dién tir giéy to
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thi ngudi yéu cau duoc sir dung ban dién tir nay.

+ Truong hop nhan két qua (Trich lyc Ghi vao S6 viéc nudi con nudi da duoc
giai quyét tai co quan co thAm quyen cua nudc ngoai) tai co quan dang ky ho
tich, nguoi c6 yéu cau ghi vao S6 ding ky nudi con nudi viéc nudi con nudi da
duogc giai quyét tai co quan ¢ thAm quyén cua nudc ngoai phai xudt trinh gidy
to tuy than, ndp cac gidy to la thanh phan hé so ghi vao S6 ding ky nudi con
nudi viéc nudi con nudi da dugc giai quyét tai co quan co tham quyén ctia nudce
ngoai theo quy dinh phap luét ho tich va phap luat nudi con nubi.

2.4 | S6 lrgng ho so: 01 bo
Thoi han giai quyet Trong ngay tlep nhan ho so (nhan ho so sau 15 gio ma
2.5 | khong giai quyét duoc ngay thi tra két qua trong ngay lam vi¢c tiép theo). Trong

truong hop phai xac minh, thi thoi han giai quyét khong qua 03 ngay lam viéc.

2.6

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

- Trung tdm Hanh chinh céng cip huyén.

- Cong Dich vy cdng Qudc gia https://dichvucong.gov.vn hogc Hg thong thong
tin giai quyet TTHC tinh Ha Tinh http://dichvucong.hatinh.gov.vn.

Co quan thwe hién: Phong Tu phap.
Co quan c6 tham quyén quyét dinh: Uy ban nhan dan cip huyén noi cu tra

2.7 | cua cong dan Viét Nam.

Co quan dugc iy quyén: Khdng.

Co quan phdi hop: Bo Tu phap (Vu Con nudi), S& Tu phap.
2.8 | Pdi twong thue hién TTHC: C4 nhan

2.9

Két qua giai quyét TTHC:

- Ho so du diéu kién: Trich luc Ghi vao S6 viéc nudi con nudi di duoc giai
quyét tai co quan c6 tham quyén cua nudc ngoai; Trich Iyc Ghi vao S6 viée
nuoi con nudi da dugc giai quyet tai co quan c6 thim quyén cua nudc ngoai
(ban sao) (néu ngudi dan c6 yéu cau).

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

2.10

Quy trinh xir ly cong viéc

TT

Trach Thoi | Biéu mawKét

Trinh tu <A . R
: nhi¢ém glan qua
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1. Tiép nhan ho so:

Tiép nhan ho so tryc tiép tir ca nhan
hoac tur hé théng buu chinh hoac trén
Cong Dich vu cong Qudc gia
(https://dichvucong.gov.vn) hodc Hé
thong thong tin giai quyét thu tuc
hanh chinh cua tinh
(https://dichvucong.hatinh.gov.vn).

- Néu ho so chua day du hodc khong
hop 1¢: Thong bao cho nguoi yéu
cau bd sung, hoan thién ho sO, néu
rd oai gidy to, ndi dung can bo sung
dé nguoi c6 yéu cau bo sung, hoan
thién.

- Truong hop hd so day du, hop 18
thi tiép nhéan ho so; néu tiép nhan ho
so sau 15 gio thi cé Phiéu hen, tra
két qua cho ngudi c6 yéu ciu trong
ngay 1am viéc tiép theo (néu ngudi
co yéu cau lya chon hinh thic ndp
hé so truc tiép) hodc gui ngay Phiéu
hen, tra két qua qua thu dién tir hoac
gui tin nhin hen tra két qua qua dién
thoai di dong cho nguoi co yéu cau
(néu nguoi co yéu cau lya chon hinh
thirc ndp hd so truc tuyén);

- Sau khi tiép nhan ho so theo hinh
thirc nop truc tiép, can bo tiép nhan
hé so tai Trung tdm hanh chinh cong
cip huyén thuc hién sé hoa (sao
chup, chuyén thanh tai liéu dién tir
trén hé thong thong tin, co so dit
liéu) va ky sb vao tai liéu, hd so giai
quyét thu tyc hanh chinh da duogc s6
hda theo quy dinh.

Cong chuc
TN&TKQ

Gi0 hanh
chinh

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

B2

Chuyén cho Phong Tu phap dé xir
ly.

Cong chirc
TN&TKQ

1/2 gio

Mau 01, 05 va
H6 so kém
theo

B3

Phan cong can bd Phong Tu phap xur
ly.

Lanh dao
Phong Tu

02 gid

Mau 05 va Hb
so kém theo
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phap

B4

B4.1. Cong chuc dugc giao nhiém
vu kiém tra, xem xét ho so:

- Néu du diéu kién:

+ Truong hop tiép nhan hd so ghi
vao S6 dang ky nudi con nudi viéc
nudi con nudi da duoc glal quyét tai
co quan c6 thim quyén cua nudc
ngoai theo hinh thac truc tiép, thi
cong chuc lam cbng tac nudi con
nuoi thuc hién viéc ghi noi dung ghi
chd vao S6 dang ky nudi con nudi,
cap nhat théng tin ghi vao S6 diang
Ky nubi con nudi viéc nubi con nudi
da duoc giai quyét tai co quan c6
tham quyén cta nudc ngoai va uu
chinh thic trén Phan mém dang ky,
quan ly ho tich dién t&r dung chung.
+ Truong hop tiép nhan hé so ghi
vao So6 ding ky nudi con nudi viéc
nuodi con nudi da dugc glal quyét tai
co quan c6 thim quyén cua nudc
ngoai theo hinh thic truyc tuyén,
cong chac lam cong tac nudi con
nudi gui lai biéu mau Trich luc Ghi
vao SO viéc nudi con nudi di duoc
giai quyét tai co quan c6 tham quyeén
cua nudc ngoai dién ti cho nguoi
yéu cdu qua thu dién t hoic thiét bi
$6.

Sau khi nguoi ¢ yéu cau xac nhin
thong tin ddy du, chinh xac thi thyc
hién vao SO, vao phﬁn mém hd tich
nhu hinh thirc tiép nhan truc tiép.

- Néu khong du diéu kién: Du thio
vin ban théng bao khong du diéu
kién;

Trinh lanh dao Phong Tu phap.

B4.2. Truong hop phuc tap thi tién
hanh x4c minh bang van ban hoac

Cong chuc
xu 1y ho so

02 gid

02 ngay

Mau 05 va Du
thao Trich luc
ghi vao SO
dang ky nudi
con nudi hoac
Vian ban thong
bdo khong du
diéu kién; Vin
ban Xac
minh/bién ban
xac minh (néu
co)
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tryc tiép. Sau khi c6 két qua, thuc
hién nhu B4.1.

Kiém tra két qua thyc hién, duyét,

Mau 05 va Dy
thao Trich luc
ghi vao SO

X .. . . ;7| Lanhdao dang ky nudi
B5 | ye tep hodc giao cong chic xu ly Phong Tu | 1/2 gid |con nudi hodc
A ; 5 £ g g :
ho so trinh lanh dao UBND cap ohap Van ban thong
huyén. bio khong du
dieu kién da
duyét/ky nhay
Mau 05 va
Trich lyc ghi
~ vao SO dang ky
B6 Ky két qua giai quyét thu tuc hanh [?ggll)dsg 12 i nudéi con nuoi
chinh. s T 819 | hogc Van ban
y¢ thong b4o
khong du diéu
kién
Phat hanh van ban va tra két qua cho %?:hoslil(?6 ‘;ﬁ
phong Tu phap dé chuyén cho Trung 30 S& dan gk ,
tdm Hanh chinh cong. Truong hop | Van thu; ;ag. con ﬁuﬁ};
B7 | dit didu kién cAp Trich luc thi Phong | Phong Tu | 1/2 gid hgé:: Vi ban
Tu phap ghi nd1 dung ghi chu vao S6 phap th 6ng ba0
dang ky nudéi con nudi theo quy khong dii didu
dinh. kién
Tra két qua cho ca nhan, thu phi, 1€
phi (n€u co). Miu 0L 06:
Nguoi ¢6 yéu cau ghi vao Sb ding Trich lu,c ghi
ky nuéi con nudi viéc nudi con nudi vio Sé dan g ky
da dugc giai quyet tai co quan ©6 | 500 chie | Gio hanh | nudi con nudi
B8 |tham quyen cia nuéc ngoai duge | Ty &TKQ | chinh | hoic Van ban

nhan két qua theo mot trong céc
phuong thure sau day:

+ Nhan ban dién ta Trich luc Ghi
vao S6 viéc nudi con nudi da duoc
giai quyét tai co quan c6 tham quyeén

théng bao
khong du di€u
kién




202

Cia nudC ngoai gui qua thu dién tir,
Kho quan ly dir liéu dién tir cua ca
nhan do;

+ Nhan ban dién to Trich luc Ghi
vao SO viéc nudi con nudi di duoc
giai quyét tai co quan ¢ tham quyén
clia nudc ngoai gui vao thiét bi sd,
thong qua phuong phap truyén sb
li¢u phu hgp, ddm bao an toan, bdo
mat thong tin;

+ Nhan két qua 1a Trich luc Ghi vao
S6 viéc nudi con nudi di duoc giai
quyét tai co quan c6 tham quyén cua
nuéc ngoai théng qua hé théng buu
chinh;

+ Nhan két qua 1a Trich luc Ghi vao
S6 viéc nudi con nudi da dugc giai
quyét tai co quan c6 tham quyén cua
nudC ngoai tai co quan dang ky ho
tich.

* Truong hop hd so qua han xu 1y, trong thoi gian chim nhat 01 ngdy trude
ngay hét han xur 1y, Phong Tu phap tham muu ban hanh phiéu xin 18i va hen lai
ngay tra két qua dé giri cho t6 chirc, ca nhan.

BIEU MAU

Gidy tiép nhan ho so va hen tra két qua

Miu 01 i)

Méau 01.docx

Phiéu yéu cau b6 sung hoan thién ho so

Méu 02 f8)

Méau 02.docx

Phiéu tir chdi tiép nhan giai quyét ho so

M3u 03 i)

Mau 03.docx




203

Phiéu xin 16i va hen lai ngay tra két qua

Mau 04 b9
Mau 04.docx
Phiéu kiém soat qué trinh giai quyét hd so
Mau 05 uj
Mau 05.docx
S6 theo ddi ho so
Mau 06 f8)
Mau 06.docx
To khai ghi vao S6 hé tich viée nudi con nuodi
BM.NCN.01.01 WE
BM.NCN.01.01.docx
Biéu mau dién tir tuong tac ghi vao So hd tich viéc nuoi
con nudi (do ngudi yéu cdu cung cap thong tin theo
huéng dan trén Cong dich vu cong néu nguoi co yéu cau
BM.NCN.01.02 lya chon nop hd so theo hinh thic truc tuyen)
W
BM.NCN.02.02.docx
HO SO LUU

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

HO so dau vao theo muc 2.3;

S6 dang ky nudi con nudi;

Vian ban xac minh/bién ban xac minh (néu co);

Vin ban thong bao khong du diéu kién (néu cb);
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Phian mém http://hotichdientu.moj.gov.vn; Hé théng thong tin giai quyét thu tuc
hanh chinh cua tinh.

H6 so duoc luu tai Phong Tu phap, thoi gian luu trir thuc hién luu theo quy dinh cua
Luat Ho tich va cac van ban huong dan thi hanh. Sau khi hét han, chuyén ho so xudng
don vi luu trir cia UBND cdp huyén va luu trit theo quy dinh hién hanh.
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