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

TINH HA TINH DPoc 1ap - Ty do - Hanh phuc
S6:3059 /Qb-UBND Ha Tinh, ngay 30thangs nam 2021
QUYET PINH

Vé viée cﬁngob(‘) Danh muc va Quy trinh ndi b¢ thi tuc hanh chinh
thudc tham quyén quan ly cia nganh Tu phap ap dung tai
Uy ban nhan dan cap Xa trén dia ban tinh Ha Tinh

CHU TICH UY BAN NHAN DAN TINH

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

~ Can cir Nghi dinh s6 63/2010/ND-CP ngay 08/6/2010 ciia Chinh phii vé
kiém soat thu tuc hanh chinh; Nghi dinh s6 92/201 7/NP-CP ngay 07/8/2017 cua
Chinh phu vé sua doi, bo sung mot so6 diéu cua cdc Nghi dinh lién quan dén kiém
soat thu tuc hanh chinh,
Can cir Nghi dinh s6 61/2018/ND-CP ngdy 23/4/2018 ciia Chinh phii vé thuc
hién co ché mot cira, mot cuea lién thong trong gidi quyét thii tuc hanh chinh;
Can cir Théng tw s6 02/2017/TT-VPCP ngay 31/10/2017 ciia Bé truong,

Chui nhiém Van phong Chinh phit hudng dan vé nghiép vu kiém sodt thii tuc hanh
chinh;

Can cir Thong tw sé 01/2018/TT-VPCP ngay 23/11/2018 ciia Bé truong,
Chui nhiém Van phong Chinh phit hudng dan thi hanh mét s6 quy dinh ciia Nghi
dinh s6 61/2018/NP-CP ngay 23/4/2018 ciia Chinh phii vé thuwc hién co ché mét
cira, mot cira lién thong trong gidi quyét thii tuc hanh chinh;

Theo dé nghi ciia S¢ Tu phdp tai Van ban s6 587/STP-VP ngay 12 /7/2021
va So Khoa hoc va Cong nghé tai Van ban so 1200 ISKHCN-TDC ngay 16/8/2021.

QUYET PINH:

~ Diéu 1. Cong bd kém theo Quyét dinh nay Danh muc va Quy trinh ndi bo 43
(bon muoi ba) thu tyc hanh chinh dugce stra doi, bo sung thude tham quyén quan ly
cta nganh Tu phap ap dung tai Uy ban nhan dan cap Xa trén dia ban tinh Ha Tinh.

Piéu 2. Giao S Tu phép chu tri, phéi hop voi Vian phong UBND tinh va
cac co quan, don vi lién quan can ctr Quyét dinh nay thyc hién sira doi, bo sung
quy trinh dién tur giai quyet tha tuc hanh chinh trén Hé thong thong tin Dich vu
cong truc tuyén ciia tinh dé ap dung thong nhat tai UBND cap X3 trén dia ban tinh.



Piéu 3. Quyét dinh ndy co hiéu luc ké tir ngay ban hanh; thay thé Quyét dinh
s6 2407/QB-UBND ngay 17/7/2019 cia UBND tinh Ve viéc cong bd Danh myc va
Quy trinh ndi bo tha tuc hanh chinh thudc thim quyén quéan 1y ciia nganh Tu phap
ap dung tai UBND cép x4 trén dja ban tinh Ha Tinh.

Piéu 4. Chanh Vin phong UBND tinh; Gidm doc Sé Tu phéap; Giam dbc
Trung tdm Cdng béo - Tin hoc tinh; Cha tich UBND céc huyén, thanh phd, thi x4;
Chu tich UBND céc xa, phuong, thi trin va céc td chire, ca nhan c6 lién quan chiu
trach nhiém thi hanh Quyét dinh nay.

KT. CHU TICH

Noi nhdn:
PHO CHU TICH

- Nhu Diéu 4;

- Cuc Kiém soat TTHC, VPCP;
- Chu tich, cac PCT UBND tinh;
- Chanh VP, cac Pho CVP;

- Trung tdm CB-TH tinh;

- Luu: VT, NC;. %:




00 BAN NHAN DAN
TINH HA TINH

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc l1ap - Tw do - Hanh phuc

DANH MUC VA QUY TRINH NOI BQ THU TUC HANH CHINH SUA POI, BO SUNG THUQC THAM QUYEN QUAN LY
CUA NGANH TU PHAP AP DUNG TAI UBND CAP XA TREN PIA BAN TINH HA TINH
(Ban hanh kem theo Quyét dinh so

/OD-UBND ngay /

12021 cuia Chu tich UBND tinh Ha Tinh)

PHAN I: DANH MUC THU TUC HANH CHINH THUQC THAM QUYEN QUAN LY
CUA NGANH TU PHAP AP DUNG TAI UBND CAP XA

tiép theo).

cd cong voi cach mang;
ngudi thudgc hd nghéo;
nguoi khuyét tat.

1 | Tén thi tyc Thoi han Pia diém Phi, I¢ phi Ciin otk phip I¥
hanh chinh giai quyet thuc hién (néu co) s
| | LINH VUC HQ TICH (23 TTHC)
- Luat HO tich nam 2014;
- Nghi dinh s6 123/2015/NP-CP
- Lé phi 10,000 | N93y 15/11/2015 cia Chinh phu quy
L A ddn g/truong hop (4p dung dglh ‘ch1 tletAmQtA s0 di€u va bién phap
Trong ngdy tiép nhén d6i voi truong hop ding thi hanh Luat Ho tich;
du ho so hop 1€ (truong B¢ phan ky khai sinh qué han). - Thong tu s6 04/2020/TT-BTP ngay
| | Pang ki khai hop “?ak?fho so sau 151 Ticp f‘l}fP - Midn 16 phi déi voi|28/5/2020 cia Bo Tu phap quy dinh
sinh g0 ma khong giai quyét | va Tra ket trurone hoo khai sinh dane | Chi ti€t thi hanh mot s6 dieu cua Luat
duge ngay thi tra két | qua UBND | 088 WBEH M0 8 e tich  va Nghi dinh s
X s A Ao~ an; 1 thuoc gia din y : L :
qua trong ngdy lam viéc | cApxa | 14T 118 8 123/2015/ND-CP ngay 15/11/2015

cua Chinh phu quy dinh chi tiét mot
s0 diéu va bién phap thi hanh Luat H
tich.

- Thong tu s6 85/2019/TT-BTC ngay
29/11/2019 cua B¢ Tai chinh hudng




TT

Tén thu tuc
hanh chinh

Thoi han
gidi quyet

Pia diém
thuc hién

Phi, 1¢ phi
(néu co)

Can cir phap ly

dan vé phi va 1& phi thudc tham quyén
quyét dinh cia Hoi dong nhan dan
tinh, thanh phd truc thudc Trung
uong.

- Nghi quyét s6 253/2020/NQ-HDND
ngay 08/12/2020 cua HDND tinh Ha
Tinh quy dinh vé mic thu, mién,
giam, thu, nQp, quan ly va str dung cac
khoan phi, 1¢ phi trén dia ban tinh Ha
Tinh.

- Quyét dinh sé 1872/QD-BTP ngay
04/9/2020 cua Bo truong Bo Tu phap
vé viéc cong bd thu tuc hanh chinh
stra doi, bd sung trong linh vuc ho tich
thuc hién tai co quan dang ky ho tich
trong nudc thudc pham vi chirc nang
quan ly ctia B6 Tu phap.

Dang ky khai
sinh ¢o yéu tb
nudc ngoai tai
khu vuc bién
gidi

Ngay trong ngiy tiép
nhan du ho so hop 18
(trudng hop nhan ho so
sau 15 giod ma khong
giai quyét duoc ngay thi
tra két qua trong ngay
1am viéc tiép theo).

B6  phan
Tiép nhan
va Tra két
qua UBND
cép xa

- Lé phi:  10.000
dong/trudng hop (4p dung
d6i v6i truong hop ding
ky khai sinh qua han).

- Mién 1&¢ phi d6i véi
truong hop khai sinh dung
han; nguoi thudc gia dinh
c6 cong voi cach mang;
ngudi thudéc hd nghéo;
ngudi khuyét tat.

Nhu trén




1 | Tén thi tyc Thoi han Pia diém Phi, 18 phi Ciin otk phip I¥
hanh chinh gidi quyet thuce hién (néu co) phap ly
- Trong thoi han 05
ngay lam viéc, ké tur
ilégaynhan du ho so hop - L¢ phiz 10000
) , | .| Bo  phan | dong/truong hop;
bang ky khai | Trong truong hop phai | . A P O
sinh cho ngudi | xdc minh thi thoi han | . b " | - Mien1éphi doi véi nguoi .
3 ~ . 1A e A . - | va Tra ket | thuoc gia dinh c6 cong véi Nhu trén
da co ho so, | giai quyet khong qua 25 ud UBND | cach 5 ) . % A
gidy to canhan | ngay lam viée (khong | %o - cach mang; nguot thugc
tinh thoi gian gui van cap xa ho nghco; nguoi khuyet
ban yéu cau va thoi gian fat.
tra 101 két qua xac
minh).
- Lé phi: 10.000
Truc tiép dong/truong hop (ap dung
tai nha | do1 vo1 truong hop dang
X . | rieng hodc | ky khai sinh qua han).
Pang ky khai | 11019, 05 NOAY 1AM [ didm | - Mign 16 phi déi voi :
4 ang Ky viéc, ké trngay nhan du | ; . > bl Nhu trén
sinh luu dong 1 so hop 18 ' to chirc | truong hop khai sinh diung
T dang  ky | han; nguoi thudc gia dinh
khai  sinh | c6 cong véi cach mang;
luu dong nguoi thuoc ho ngheo;
nguoi khuyeét tat.
Lién thong cac i A .
thu tuc hanh Khﬁngqqué 10 ngay lam | B phan ddn gkfu(‘)’ngp:]llc.rp (é}l)odggg - Luat HO tich nam 2014;
S |chinh vé dang | viéc, ké trngaynhandu | Tiep nhdn | 445 si trromg hop dang | - Ludt Cu trit ndm 2006 (duge sua
ky khai sinh, | ho so hop 1€. Trong d6: | va Tra két ' doi, bo sung tai Luét stra doi, bo sung

dang ky thuong

ky khai sinh qué han).




TT

Tén thu tuc
hanh chinh

Thoi han
gidi quyet

Pia diém
thuc hién

Phi, 1¢ phi
(néu co)

Can cir phap ly

tra, cap thé bao
hiém y té cho
tr¢ em dudi 6
tudi

- UBND cap xi: thyc
hién dang ky khai sinh
ngay trong ngay; truong
hop ho so tiép nhan sau
15 gio ma khong giai
quyét duogc ngay trong
ngay thi tién hanh giai
quyét trong ngdy lam
viéc tiép theo.

Sau khi dang ky khai
sinh xong, UBND cap
xa ¢ trach nhiém 1ap va
chuyén hd so ding ky
thudng tri va hd so cap
thé bao hiém y té cho tré
em dudi 06 tudi dén co
quan c6 thidm quyén
trong thoi han 01 ngay
lam viéc.

- Co quan dang ky cu
tri va Bao hiém xa hoi
cAp huyén thyc hién
dong thoi viée dang ky
thuong trii va cap the
bao hiém y té cho tré em
dudi 06 tudi trong thoi
han cu thé nhu sau:

qua UBND
cap xa

- Mién 1¢ phi doi véi
truong hop khai sinh ding
han; nguoi thudc gia dinh
co6 cong vo1 cach mang;
nguoi thu(f),c ho ngheo;
nguoi khuyét tat.

- Mién 1¢ phi cap thé bao
hiém y t€.

- Mién 1& phi ding ky cu
tru.

mot s6 diéu cua Luat Cu tri nim
2013);

- Luat Bao hiém y t& nam 2008 (dugc
stra d6i bd sung tai Luat stra ddi, bd
sung mot sb diéu cua Luat Bao hiém
y té nam 2014);

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

- Thong tu s6 04/2020/TT-BTP ngay
28/5/2020 cua Bo Tu phap quy dinh
chi tiét thi hanh mot s6 diéu cua Luat
H6 tich va Nghi dinh s
123/2015/ND-CP ngay 15/11/2015
cia Chinh pht quy dinh chi tiét mot
s6 diéu va bién phép thi hanh Luat Ho
tich;

- Théng tu lién tich s
05/2015/TTLT-BTP-BCA-BYT ngay
15/5/2015 cuia lién Bo: Tu phap, Cong
an, Y té huéng dan thuc hién lién
thong céc thii tuc hanh chinh vé ding
ky khai sinh, dang ky thudng tra, cap
thé bao hiém y té cho tré em dudi 6
tuéi;




TT

Tén thu tuc
hanh chinh

Thoi han
gidi quyet

Pia diém
thuc hién

Phi, 1¢ phi
(néu co)

Can cir phap ly

+ Co quan dang ky cu
tra: khong qua 07 ngay
lam viéc.

+ Béao hiém xa hoi cap
huyén: khong qua 05
ngay lam viéc.

Trudng hop ho so chua
ding quy dinh ma
UBND cap xa phai
hoan thién hod so theo
yéu ciu cia co quan
dang ky cu trg, Bao
hiém x3 hoi thi thoi han
giai quyét duoc kéo dai
thém khong qua 01
ngay lam viéc.

Déi voi cac xd cach xa
tru so co quan Bao hiém
xa hoi cép huyén hoac
co quan dang ky cu tra
tor 50 km tr¢ 1én, giao
thong di lai khé khan,
chua dugc két ndi
Internet thi thoi han tra
két qua dugc kéo dai
thém nhung khong qua
03 ngay lam viéc.

- Théng tu s6 36/2014/TT-BCA ngay
09/9/2014 cua B¢ truong Bo Cong an
ban hanh quy dinh vé biéu mau s
dung trong dang ky, quan 1y cu tru;

- Quyét dinh s6 595/QD-BHXH ngay
14/4/2017 cta Tong Giam ddc Bao
hiém xa hoi Viét Nam ban hanh quy
trinh thu bao hiém x4 hoi, bao hiém y
té, bao hiém that nghiép, bao hiém tai
nan lao dong, bénh nghé nghi¢p; quan
1y s6 bao hiém x4 hoi, thé bao hiém y
té;

- Quyét dinh sé 1872/QD-BTP ngay
04/9/2020 cua Bo truong Bo Tu phap
vé viéc cong bd thu tuc hanh chinh
stra d6i, bo sung trong linh vy ho tich
thuc hién tai co quan dang ky ho tich
trong nudc thudc pham vi chirc ndng
quan ly ctia Bo Tu phép;

- Quyét dinh 31/2015/QD-UBND
ngay 29/7/2015 cua UBND tinh Ha
Tinh vé viéc ban hanh Quy ché thuc
hién lién thong cac thu tuc hanh
chinh: dang ky khai sinh, Pang ky
thudng tri va cap thé bao hiém y té
cho tré em duéi 6 tudi trén dia ban
tinh Ha Tinh;




1 | Tén thi tyc Thoi han Pia diém Phi, I¢ phi Ciin otk phip I¥
hanh chinh giai quyet thuc hién (néu co) paaply
- Quyét dinh s6 31/2015/QP-UBND
ngay 29/7/2015 cua UBND tinh Ha
Tinh v€ viéc ban hanh Quy ché phoi
hop thyc hi¢én lién thong cac thu tuc
hanh chinh: Dang ky khai sinh, Déng
ky thuong tri va Cap thé bao hiém y
té cho tré em dudi 6 tudi trén dia ban
tinh Ha Tinh.
- Nghi quyét s6 253/2020/NQ-HPND
ngay 08/12/2020 cua HDND tinh Ha
Tinh quy dinh vé muc thu, mién,
giam, thu, ndp, quan ly va str dung cac
khoan phi, 1¢ phi trén dia ban tinh Ha
Tinh.
Khana au& 07 naav Iam - L¢ phi:  10.000 | - Luat Ho tich nam 2014;
.10ng gua b/ ngay 1air dong/trudng hop (4p dung | _ 1 yat Bao hidm y t& nam 2008 (duoc
viéc, ké tir ngay nhan du dbi v&i trudme hop ding | - sx: 1 AN YR
A A . X A N 1 truong hop g | stra doi bo sung tai Luat stra doi, bo
Lién thong cac ho so hUp le Trong do: k¥ khai sinh qua han) ~ L 4o X , ~ , . X
thi tuc  hanh L~ y xhd qua hian). sung mdt so diéu ctia Luat Bao hiém
Chinh b dane | piop € X8 IWC | By phan |- Midn 1¢ phi d6i v6i |y té nam 2014);
ky khai sinhg n@; trég;g nyé e;uséﬁ Tiép nhan | truong hGP kha} sinh dl'%ng - Nghi dinh sé 123/2015/ND-CP ngay
6 | 7 o | ooy SONS BEAY THOMS |4 Tra két | han; nguoi thude gia dinh | 15/17/2015 ciia Chinh phu quy dinh chi
cap the bao | hop ho so tiep nhan sau : c6 cong vai cach mang; | G4t mat <6 didu va bién shan thi ha
hiém y & cho | 15 gio ma khone siai qua UBND -Ong Vol cach Mang, | ¢t mot so diéu va bién phap thi hanh
g g 8 cap x4 ngudi thugc hd nghéo; Luat Ho tich:

tré em dudi 6
tuoi

quyét dugc ngay trong
ngay thi tién hanh giai
quyét trong ngay lam
viéce tiép theo.

ngudi khuyét tat.
- Mién 1¢& phi cap thé bao
hiém y te.

- Thong tu s6 04/2020/TT-BTP ngay
28/5/2020 ctia Bo Tu phéap quy dinh
chi tiét thi hanh mot s6 diéu ciia Luat
H6 tich va Nghi dinh s




TT

Tén thu tuc
hanh chinh

Thoi han
gidi quyet

Pia diém
thuc hién

Phi, 1¢ phi
(néu co)

Can cir phap ly

Sau khi dang ky khai
sinh xong, UBND cép
xa cO trach nhiém 1ap va
chuyén ho so cép thé
bao hiém y té cho tré em
duéi 06 tudi dén Béo
hiém x3 hoi cp huyén
trong thot han 01 ngay
lam viéc.

- Bao hiém x3 hoi cap
huyén thuc hi¢n cép thé
bao hiém y té cho tré em
dudi 6 tudi trong thoi
han 05 ngay lam viéc.
Trudng hop ho so chua
ding quy dinh ma
UBND cap x3 phai
hoan thién ho so theo
yéu ciu ctia Bao hiém
xa hoi thi thoi han giai
quyét duoc kéo dai
thém khong qua 01
ngay lam viéc.

Déi voi cac xd cach xa
try s& co quan Bao hiém
xa hoi cip huyén tir 50
km tr¢ 1€n, giao thong

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

- Thong tu lién tich s
05/2015/TTLT-BTP-BCA-BYT ngay
15/5/2015 cua lién Bg: Tu phap, Cong
an, Y t& huéng dan thyc hién lién
thong céc thii tyc hanh chinh vé dang
ky khai sinh, dang ky thuong tra, cap
thé bao hiém y té cho tré em duéi 6
tudi;

- Quyét dinh s6 595/QP-BHXH ngay
14/4/2017 cta Tong Giam ddc Bao
hiém x4 hoi Viét Nam ban hanh quy
trinh thu bao hiém xa hoi, bao hiém y
té, bao hiém that nghiép, bao hiém tai
nan lao dong, bénh nghé nghiép; quan
ly sO bao hiém xa hoi, thé bao hiém y
te

- Thong tu s6 04/2020/TT-BTP ngay
28/5/2020 cua B Tu phap quy dinh
chi tiét thi hanh mot s6 diéu cua Luat
Ho tich va Nghi dinh )
123/2015/ND-CP ngay 15/11/2015
ctia Chinh pha quy dinh chi tiét mot
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TT

Tén thu tuc
hanh chinh

Thoi han
gidi quyet

Pia diém
thuc hién

Phi, 1¢ phi
(néu co)

Can cir phap ly

di lai kho khan, chua
duoc két ndi Internet thi
thoi han tra két qua
duoc kéo dai thém
nhung khong qua 03
ngay lam viéc.

sO diéu va bién phép thi hanh Luat Ho
tich;

- Quyét dinh sé 1872/QD-BTP ngay
04/9/2020 cua Bo truong Bo Tu phap
vé viéc cong b6 tha tuc hanh chinh
stra doi, bd sung trong linh vuc ho tich
thuc hién tai co quan dang ky ho tich
trong nude thudc pham vi chirc nang
quan ly ciia Bo Tu phap;

- Quyét dinh s6 31/2015/QD-UBND
ngay 29/7/2015 cia UBND tinh Ha
Tinh vé viéc ban hanh Quy ché phdi
hop thuc hién lién thong cac thu tuc
hanh chinh: Dang ky khai sinh, BDang
ky thuong tri va Cép thé bao hiém y
té cho tré em dudi 6 tudi trén dia ban
tinh Ha Tinh.

- Nghi quyét s6 253/2020/NQ-HPND
ngay 08/12/2020 cia HDND tinh Ha
Tinh quy dinh vé muc thu, mién,
giam, thu, nQp, quan ly va str dung cac
khodan phi, 1¢ phi trén dia ban tinh Ha
Tinh.

Ping ky két
hon

Ngay trong ngiy tiép
nhan du ho so hop 18
(trudng hop nhan ho so
sau 15 giod ma khong

B6 phan
Ti€p nhan
va Tréa ket

Mién 1¢ phi

- Luat Ho tich nam 2014,

- Luat Hon nhan va Gia dinh nam
2014;

- Nghi dinh s6 123/2015/ND-CP ngay
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TT

Tén thu tuc
hanh chinh

Thoi han
gidi quyet

Pia diém
thuc hién

Phi, 1¢ phi
(néu co)

Can cir phap ly

giai quyét duoc ngay thi
tra két qua trong ngay
lam viéc tiép theo).
Truong hop can phai
xac minh diéu kién két
hon cda hai bén nam, nix
thi thoi han giai quyét
khong qua 05 ngay lam
viéc.

qua UBND
cap xa

15/11/2015 cta Chinh pht quy dinh chi
tiét mot s6 didu va bién phap thi hanh
Luat Ho tich;

- Thong tu sb 04/2020/TT-BTP ngay
28/5/2020 cua Bo Tu phap quy dinh
chi tiét thi hanh mot sb diéu ctia Luat
H6 tich va Nghi dinh s
123/2015/ND-CP ngay 15/11/2015
cia Chinh phti quy dinh chi tiét mot
s6 diéu va bién phép thi hanh Luat Ho
tich;

- Quyét dinh s6 1872/QD-BTP ngay
04/9/2020 cua Bo truong Bo Tu phap
vé viéc cong bd thu tuc hanh chinh
stra doi, bd sung trong linh vuc ho tich
thuc hién tai co quan dang ky ho tich
trong nudc thudc pham vi chiic nang
quan 1y cia Bo Tu phap;

- Nghi quyét s6 253/2020/NQ-HPND
ngay 08/12/2020 cia HDND tinh Ha
Tinh quy dinh vé mic thu, mién,
giam, thu, nQp, quan ly va str dung cac
khoan phi, 1¢ phi trén dia ban tinh Ha
Tinh.

bang ky két
hon co6 yéu to
nudc ngoai &

03 ngay lam viéc sau
khi nhan du ho so hop
1¢. Truong hop can xéc

B phéan
Tiép nhan
va Tra két

L¢

phi:

10.000

ddng/trudng hop (4p dung

Nhu trén
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Tén thu tuc

Thoi han

Dia diem

Phi, 1¢ phi

T hanh chinh giai quyét thuc hién (néu co) Can cir phap ly
khu vyc bién | minh thi thoi han giai | qua UBND | doi voi truong hop ding
gidi quyét khong qua 08 cap xa ky khai sinh qué han).
ngay lam viéc. - Mién 1¢ phi ddi véi
truong hop khai sinh ding
han; nguoi thudc gia dinh
co6 cong voi1 cach mang;
nguoi thuoc hd ngheo;
ngudi khuyét tat.
Truc  tiép
tai nha
< ., | Khdng qua 05 ngay lam | riéng hoac
o |DPang ky két| e V& tir ngay tidp | tai dia diém Mi&n 18 phi Nhu trén
hon lvu dong A X ,
nhan. to chirc
dang ky luu
dong
Ngay trong ngdy tiép - Lé phi: 10.000 | Luat‘ Hf') t1cl§ nam 2014; .
nhan du ho so hop 18 ddng/trudmg hop (ap dung | - Nehi dinh S0 123,/ ZOIS{ND'CP hgay
(trudng hop nhan ho so o d6i v6i truong hop ding lé/ 1/ ?01§ cua Ch‘lnhmphu quy dl.nh‘Chl
sau 15 gio ma khong | BOPHAN | o 1pai tir qua han). tict mot s6 diéu va bién phap thi hanh
1o | Ping ky khai | giai quyétdugc ngay thi Eﬁrﬁﬁ _ Midn 18 phi déi vei | LvatHotch \
tir tra ket qua trong ngay . UBND | truong hop khai tir ding | - Thong tu s6 04/2020/TT-BTP ngay
lam viéc tiép theo). qua UBD han; ngudi thuge gia dinh | 28/5/2020 cua Bo Tu phap quy dinh
cap xa ' ' chi tiét thi hanh mot so diéu ctua Luat

Truong hop can phai
xac minh thi khéng quéa
03 ngay lam viéc.

c6 cong voi cach mang;
nguodi thudoc hd nghéo;
nguoi khuyeét tat.

Ho tich va Nghi dinh s
123/2015/ND-CP ngay 15/11/2015
cua Chinh phu quy dinh chi tiét mdt
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1 | Tén thi tyc Thoi han Pia diém Phi, I¢ phi Ciin otk phip I¥
hanh chinh giai quyet thuc hién (néu co) paaply
sO diéu va bién phép thi hanh Luat Ho
tich;
- Quyét dinh sé 1872/QD-BTP ngay
04/9/2020 cua Bo truong Bo Tu phap
vé viéc cong b6 tha tuc hanh chinh
stra doi, bd sung trong linh vuc ho tich
thuc hién tai co quan dang ky ho tich
trong nude thudc pham vi chirc nang
quan ly ciia Bo Tu phap;
- Nghi quyét s6 253/2020/NQ-HDND
ngay 08/12/2020 cua HDND tinh Ha
Tinh quy dinh vé muc thu, mién,
giam, thu, nop, quan ly va sir dung cac
khoan phi, 1¢ phi trén dia ban tinh Ha
Tinh.
- Lé phi: 10.000
Ngay trong ngdy tiép d@gng/truc‘mg hop (dp dung
bang k}'/r khaj nhan du ho so h(_)‘p 1é Bgf) phan gg’)zlkﬁgil tt&mq?;;gh:g? dang
tt c6 yeu to | (truong hop nhén ho so | Tiép nhan i .
11 |nudc ngoai & |sau 15 gid ma khong | va Trakét |~ Mlen le ph1. dfn vol Nhu trén
khu vuc bién | giai quyét duoc ngay thi | qua UBND truong hop khfu tu dl}ng
gidi trd két qua trong ngdy | chpxa | h@n; ngudi thuge gia dinh

1am viéc tiép theo).

co6 cong voi cach mang;
nguodi thudoc hd nghéo;

ngudi khuyét tat.
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1 | Tén thi tyc Thoi han Pia diém Phi, I¢ phi Ciin otk phip I¥
hanh chinh gidi quyet thuce hién (néu co) crphap ly
- Lé phi:  10.000
.« | dong/truong hop (&4p dung
True 4P | 48i v6i truomg hop ding
o nha oo ti qua han).
Pang ky khai | 1019, 05 ngay lamjriéng hodc) T S s 6 A
12 0 Tua don viéce, ké tr ngay nhan du tai dia di€ém . ¢ phl N Nhu trén
Mg |13 50 hop 18 6 chic | Tuong hop khai tir ding
dang k¥ luu ha;m; nguoi ’thuo’c gia dinh
dong co cong Vol cach mang;
' nguoi thuoc hd ngheo;
ngudi khuyét tat.
- B0 luat Dan sy ndm 2015;
- Luat Ho tich nam 2014,
- Nghi dinh sé 123/2015/ND-CP ngay
15/11/2015 cta Chinh pht quy dinh chi
tiét mot sd diéu va bién phap thi hanh
B4 phan Luat Ho tich; ’
13 |5 viéc, sau khinhan du ho | va Tra két Khong 28/5/2020 cua Bo Tu phap quy dinh
: so hop 18. qua UBND chi tiét thi hanh mot s6 di€u cua Luat
cap xa HO tich va Nghi dinh s0

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

- Quyét dinh s6 1872/QD-BTP ngay
04/9/2020 cua B truéng BO Tu phép
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1 | Tén thi tyc Thoi han Pia diém Phi, I¢ phi Ciin otk phip I¥
hanh chinh gidi quyet thuce hién (néu co) phap ly
vé viéc cong bo thi tuc hanh chinh
stra do1, bo sung trong linh vuc ho tich
thuc hién tai co quan dang ky ho tich
trong nudc thudc pham vi chirc ndng
quan 1y cia Bo Tu phap;
- Nghi quyét s6 253/2020/NQ-HPND
ngay 08/12/2020 cua HDND tinh Ha
Tinh quy dinh vé muc thu, mién,
giam, thu, np, quan ly va sir dung cac
khoan phi, 1¢ phi trén dia ban tinh Ha
Tinh.
B6 phan
- . .z |Trong 02 ngay lam | Tiép nhan
14 ?gfgi;z hcglam viéc, sau khi nhan da hd | va Tra két Khong Nhu trén
SN0 5 hop 18. qua UBND
cap xa
- Luat Ho tich nam 2014;
Trong 03 ngay lam - Lé phi: 20,000 éoliz-at Hon nhan va Gia dinh nam
viéc, sau khinhan diho | Bo phan | dong/truong hop; o ,
Biane kv nhan | 5O h9P 18 Truong hop | Tiépnhin |- Mién 1¢ phi cho ngudi | | Nghi dinh s6 123/2015/ND-CP ngay
15 g Ky 3 can phé.l x4c minh thi | va Tra két thuéc g1a dinh c6 cf)ng véi 15/11/2015 cta Chinh phu quy dll’lh chi

cha, me, con

thoi han giai quyét
khéng qua 08 ngay lam

viéc.

qua UBND
cap xa

cach mang; nguoi thudc
hd nghéo; nguoi khuyét
tat.

tiét mot sd diéu va bién phap thi hanh
Luat Ho tich;

- Thong tu s6 04/2020/TT-BTP ngay
28/5/2020 ciia B Tu phép quy dinh
chi tiet thi hanh mot so di€u cua Luat
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1 | Tén thi tyc Thoi han Pia diém Phi, I¢ phi Ciin cii php I§
hanh chinh giai quyet thuc hién (néu co)
H6 tich va Nghi dinh 50
123/2015/ND-CP  ngay 15/11/2015
cua Chinh phu quy dinh chi tiét mot
sO diéu va bién phép thi hanh Luat Ho
tich;
- Quyét dinh sé 1872/QD-BTP ngay
04/9/2020 cua Bo truong B Tu phap
vé viéc cong b6 tha tuc hanh chinh
stra doi, bd sung trong linh vuc ho tich
thuc hién tai co quan dang ky ho tich
trong nude thudc pham vi chic nang
quan ly cia Bo Tu phap;
- Nghi quyét s6 253/2020/NQ-HPND
ngay 08/12/2020 cua HDND tinh Ha
Tinh quy dinh vé muc thu, mién,
giam, thu, nop, quan ly va sir dung cac
khodan phi, 1¢ phi trén dia ban tinh Ha
Tinh.
Trong 07 ngay lam - L& phi:  20.000
Ping ky nhan | viéc, ké tirngaynhandii | Bo phan | dong/truong hop;
cl}a, me, con c6 | hd 50 hop 1¢. Trudng Tiép nhap - Mién 1é phi cho nguoi
16 |yéu t60 nude | hop can phai xac minh va Tra két | thudc gia dinh c6 cong véi Nhu trén
ngoai tai khu | thi thoi han gidi quyét | qua ’UBND cach mang; ngudi thudc
vucbién gidi | khong qua 12 ngay lam | cApxd | ho nghéo; ngudi khuyét
Vigc. tat.
bang ky khai | Trong 03 ngay lam viéc | B0 phan A Tt T oA TTA < _
o sinh két hop | ké tir ngdy nhin da hd | Tiép nhan L& phi: Luat HO tich nam 2014;
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TT

Tén thu tuc
hanh chinh

Thoi han
gidi quyet

Pia diém
thuc hién

Phi, 1¢ phi
(néu co)

Can cir phap ly

dang ky nhén
cha, me, con

so hop 1€, truong hop
phai xac minh thi thoi
han giai quyét khong
qua 08 ngay lam viéc.

va Tra két
qua UBND
cap xa

- bang ky khai sinh:
10.000 déng/trudng hop
(4p dung ddi voi trudong
hop dang ky khai sinh qua
han);

- Dang ky nhéan cha, me,
con: 20.000 dong/trudong
hop;

- Mién 18 phi d6i véi
truong hop dang ky khai
sinh dung han; nguoi
thudc gia dinh c6 cong voi
cach mang; nguodi thudc
ho nghéo; ngudi khuyét
tat.

- Luat Hon nhan va Gia dinh nam
2014;

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

- Thong tu s6 04/2020/TT-BTP ngay
28/5/2020 cua B Tu phap quy dinh
chi tiét thi hanh mot sb diéu ctia Luat
H6 tich va Nghi dinh s
123/2015/NDB-CP ngay 15/11/2015
ctia Chinh pht quy dinh chi tiét mot
sd diéu va bién phép thi hanh Luat Ho
tich;

- Quyét dinh sé 1872/QD-BTP ngay
04/9/2020 cua Bo truong Bo Tu phap
vé viéc cong bd thu tuc hanh chinh
stra d6i, bd sung trong linh vuce ho tich
thuc hién tai co quan dang ky ho tich
trong nudc thudc pham vi chirc nang
quan 1y cua Bo Tu phép;

- Nghi quyét s6 253/2020/NQ-HDND
ngay 08/12/2020 cua HDND tinh Ha
Tinh quy dinh vé muc thu, mién,
gidm, thu, nop, quan ly va sir dung cac
khoan phi, 1¢ phi trén dia ban tinh Ha
Tinh.
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1 | Tén thi tyc Thoi han Pia diém Phi, I¢ phi Ciin otk phip I¥
hanh chinh gidi quyet thuce hién (néu co) phap ly
- Luat HO tich nam 2014;
- Nghi dinh sé 123/2015/ND-CP ngay
15/11/2015 cua Chinh phu quy dinh chi
tict mot sO di€u va bién phap thi hanh
Luat Ho tich;
- Thong tu sb 04/2020/TT-BTP ngay
28/5/2020 cua B Tu phap quy dinh
chi tiét thi hanh mot so diéu cua Lué’t
Ho tich va Nghi dinh s0
Trong 05 ngay lam - L& phi: 10.000 123/2015/NDB-CP ngay 15/11/2015
viéc, k€ tur ngay nhan du Bophan | dong /tfuc‘mg hc.wp' ' cia Chinh phu quy dinh chi ti€t mot
ho so hop 1€; Truong Tid P A e _. | s0 diéu va bién phap thi hanh Luat Ho
1g |Ping ky lai| hop phai xdc minh thi | Ep R ;hlvc{)t:eziellediil}lllcgh:ér?gg voi | tiehs
khai sinh thoi han giai  quyét ) L \ i L s £ i .
Khong qué o nga;l 2| qua UBND | cich mang; ngudi thuoc | - QuYEt dinh so 1872/QP-BTP ngay
cAp xa ho nghéo; ngudi khuydt 04/9/2020 cua Bo truong Bo Tu phap

viéc.

tat.

vé viéc cong bd thu tuc hanh chinh
stra d6i, bd sung trong linh vuce ho tich
thuc hién tai co quan dang ky ho tich
trong nudc thudc pham vi chirc ndng
quan 1y cua Bo Tu phép;

- Nghi quyét s6 253/2020/NQ-HDND
ngay 08/12/2020 cua HDND tinh Ha
Tinh quy dinh v& mic thu, mién,
gidm, thu, nop, quan ly va sir dung cac
khodan phi, 1¢ phi trén dia ban tinh Ha
Tinh.
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1 | Tén thi tyc Thoi han Pia diém Phi, I¢ phi Ciin otk phip I¥
hanh chinh gidi quyet thuce hién (néu co) phap ly
- Luat HO tich nam 2014;
- Nghi dinh sé 123/2015/ND-CP ngay
15/11/2015 cua Chinh phu quy dinh chi
tiet mot so di€u va bi¢n phép thi hanh
Luat Ho tich;
- Thong tu sb 04/2020/TT-BTP ngay
28/5/2020 cua B Tu phap quy dinh
chi tiét thi hanh mot so diéu cua Lué’t
Ho tich va Nghi dinh s0
Trong 05 ngay lam - L& phi:  10.000 123/2015/NDB-CP ngay 15/11/2015
viéc, k€ tur ngay nhan du Bophan | dong /tfuc‘mg hc.wp' ' cia Chinh phu quy dinh chi ti€t mot
ho so hop 1€; Truong Tid P A e _. | s0 diéu va bién phap thi hanh Luat Ho
1o | Pang ky lai két | hop phai xac minh thi V;%g ka; ;hl\/c{)t:ezielfdg}lllcgh:f)r?ggug; tich;
hon thoi han gidai quyét ) uc A i X, 4 £ i .
khong qué 2% ngé;l Igm qua UBND | cach mang; nguoi thudce 04?9‘%8‘[231@1 S§A18727/QBBI?-;P ng?y
cap xd | ho nghéo; ngudi khuyét cua BO truong B0 Lu phap

viéc.

tat.

vé viéc cong bd thu tuc hanh chinh
stra d6i, bd sung trong linh vuce ho tich
thuc hién tai co quan dang ky ho tich
trong nudc thudc pham vi chirc ndng
quan 1y cua Bo Tu phép;

- Nghi quyét s6 253/2020/NQ-HPND
ngay 08/12/2020 cua HDND tinh Ha
Tinh quy dinh v& mic thu, mién,
gidm, thu, nop, quan ly va sir dung cac
khodan phi, 1¢ phi trén dia ban tinh Ha
Tinh.
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1 | Tén thi tyc Thoi han Pia diém Phi, I¢ phi Ciin cii php I§
hanh chinh gidi quyet thuce hién (néu co)
Trong 05 ngay lam - Lé phi:  10.000
viéce, ké tirngay nhandu | B9 phan | dong/truong hop;
Pang ky lai ho SO’)\ hop lé ,Truc‘?ng T‘iép {lhéArl - Mién 1& phi cho ngudi A
20 Khai tir * | hop can phai xéc mln’h va Tra két | thudc gia dinh c6 cong voi Nhu trén
thi thoi han giai quyet | qua UBND | cach mang; nguoi thudc
khong qua 10 ngay lam | capxd | ho ngheo; nguoi khuyét
viéc. tt.
- B0 luat Dan su;
- Trong 03 ngay lam - Luat Ho tich nam 2014;
viéc k€ tir ngay nhan du - Nghi dinh s6 123/2015/ND-CP ngay
ho so hop 1€ doi voi yéu 15/11/2015 cua Chinh phu quy dinh
cau thay doi, cai chinh chi tiét mot sO diéu va bién phap thi
U o PR e Bo phan | dong/truong hop; - Thong tu so6 04/2020/TT-BTP ngay
Thay doi, cai | gidi quyctkhongqua 06 | .2 % FIy . | 28/5/2020 ctia Bo Tu phap quy dinh
chinh, bd sung | ngdy lam viéc. P uier |- Mien 1¢ phi cho ngudi |t anh mot sb didu ciia Luat
21 thong tin ho | - Ngay trong ngay lam va Tra ket | thugc gia dinh ¢6 cong véi ;Il e ﬁ ant mo S(})l. leudFu; u
tich | vice dbi v6i vén cau ba | A48 UBND | cich mang; nguoi thuge | MOtk va - Ngh o dinh so
! . Yy cipxd | ho nghéo; ngudi khuyét 123/2015/NDb-CP ngay 15 thang 11

sung thong tin ho tich,
truong hop nhan hd so
sau 15 gio0 ma khong
giai quyét duoc ngay thi
tra két qua trong ngay
lam viéc tiép theo.

tat.

nam 2015 cia Chinh phu quy dinh chi
tiét mot sd diéu va bién phap thi hanh
Luat Ho tich;

- Théng tu s6 85/2019/TT-BTC ngay
29/11/2019 cua Bo Tai chinh hudng
dan vé phi va 1& phi thudc tham quyén
quyét dinh cia Hoi dong nhan dan
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TT

Tén thu tuc
hanh chinh

Thoi han
gidi quyet

Pia diém
thuc hién

Phi, 1¢ phi
(néu co)

Can cir phap ly

tinh, thanh phd tryc thudc Trung
uong;

- Quyét dinh sé 1872/QD-BTP ngay
04/9/2020 cua Bo truong Bo Tu phap
vé viéc cong b6 tha tuc hanh chinh
stra doi, bd sung trong linh vuc ho tich
thuc hién tai co quan dang ky ho tich
trong nude thudc pham vi chiic nang
quan ly ciia Bo Tu phap;

- Nghi quyét s6 253/2020/NQ-HDND
ngay 08/12/2020 cua HDND tinh Ha
Tinh quy dinh vé muc thu, mién,
giam, thu, ndp, quan ly va str dung cac
khoan phi, 1¢ phi trén dia ban tinh Ha
Tinh.

22

Cip Gidy xac
nhan tinh trang
hon nhan

03 ngay lam viéc;
truong hop phai xac
minh thi thoi han giai
quyét khong qua 23
ngady (khong tinh thoi
gian guiri van ban yéu
cau va thoi gian tra 1o
két qua xac minh).

B6 phan
Tiép nhan
va Tra két

qua UBND
cép xa

- Lé phi:
dong/trudong hop;

10.000

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

- Luat Hon nhan va gia dinh ndm
2014;

- Luat Ho tich nam 2014;

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

- Thong tu s6 04/2020/TT-BTP ngay
28/5/2020 cua B Tu phap quy dinh
chi tict thi hanh mot so di€u cua Luat
Ho tich va Nghi dinh s6
123/2015/ND-CP ngay 15/11/2015
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TT

Tén thu tuc
hanh chinh

Thoi han
gidi quyet

Pia diém
thuc hién

Phi, 1¢ phi
(néu co)

Can cir phap ly

ciia Chinh pha quy dinh chi tiét mot
s6 diéu va bién phép thi hanh Luat Ho
tich;

- Thong tu s6 85/2019/TT-BTC ngay
29/11/2019 cua Bo Tai chinh hudng
dan vé phi va 1& phi thudc tham quyén
quyét dinh ciia Hoi dong nhan dan
tinh, thanh phé truc thudc Trung
uong;

- Quyét dinh sd 1872/QD-BTP ngay
04/9/2020 cua B trudéng Bo Tu phép
vé viéc cong bd thu tuc hanh chinh
stra d6i, bo sung trong linh vuce ho tich
thuc hién tai co quan dang ky ho tich
trong nudc thudc pham vi chirc ndng
quan ly cia Bo Tu phap;

- Nghi quyét s6 253/2020/NQ-HDND
ngay 08/12/2020 cua HDND tinh Ha
Tinh quy dinh vé muc thu, mién,
gidm, thu, nop, quan ly va sir dung cac
khoan phi, 1¢ phi trén dia ban tinh Ha
Tinh.

23

Ciap ban sao
trich luc ho tich

Ngay trong ngay nhan
da ho so hop 18 (truong
hop nhan ho so sau 15
gio ma khong giai quyét
dugc ngay thi tra két

B6 phan
Tiép nhan
va Tra két

qua UBND
cap x4

Phi: 8.000 dong/ban.

- Luat Ho tich nam 2014;

- Nghi dinh sé 123/2015/ND-CP ngay
15/11/2015 cua Chinh phu quy dinh chi
tiet mot so diéu va bién phép thi hanh
Luat Ho tich;
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TT

Tén thu tuc
hanh chinh

Thoi han
gidi quyet

Pia diém
thuc hién

Phi, 1¢ phi
(néu co)

Can cir phap ly

qua trong ngay lam viéc
tiép theo).

- Thong tu s6 04/2020/TT-BTP ngay
28/5/2020 cua B Tu phap quy dinh
chi tiét thi hanh mot sb diéu cta Luat
H6 tich va Nghi dinh s
123/2015/NDB-CP ngay 15/11/2015
ciia Chinh phu quy dinh chi tiét mot
s6 diéu va bién phap thi hanh Luat Ho
tich;

- Thong tu s6 281/2016/TT-BTC
ngay 14/11/2016 cua B Tai chinh
quy dinh muc thu, ché do thu, nop,
quan ly va su dung phi khai thac, su
dung thong tin trong co s¢ dir liéu ho
tich, phi xac nhan co quéc tich Viét
Nam, phi xac nhan 12 ngudi gbe Viét
Nam, I¢ phi quéc tich;

- Quyét dinh sé 1872/QD-BTP ngay
04/9/2020 cua Bo truong Bo Tu phap
vé viéc cong bd thu tuc hanh chinh
sira d6i, bo sung trong linh vuc ho tich
thuc hién tai co quan dang ky ho tich
trong nudc thudc pham vi chirc nang
quan 1y cua Bo Tu phép.

LINH VU'C NUOI CON NUOI (03 TTHC)

Dang ky viéc
nudi con nudi
trong nugc

30 ngay lam vigc, ke tir
ngay nhan du ho so hop
1¢

B phéan
Tiép nhan
va Tra két

Le

phi: ~ 400.000

doéng/truong hop.

- Luat Nudi con nudi nam 2010;
- Nghi dinh s6 19/2011/ND-CP ngay
21/3/2011 cua Chinh pht quy dinh chi
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TT

Tén thu tuc
hanh chinh

Thoi han
gidi quyet

Pia diém
thuc hién

Phi, 1¢ phi
(néu co)

Can cir phap ly

qua UBND
cap xa

- Mién 1¢ phi diing ky nudi
con nudi trong nudc ddi
v6i truong hop cha dugng
hodc me ké nhan con riéng
cua vo hoac chéng lam
con nudi; ¢o, cau, di, chu,
bac rudt nhan chau lam
con nuodi; nhan tré em
khuyét tat, nhiém
HIV/AIDS hoic mic bénh
hiém ngheo theo quy dinh
cua Luat Nuoi con nuoi1 va
vin ban huéng dan; ngudi
c6 cong vbi cach mang
nhan con nuoi.

ti€t thi hanh mot so diéu cua Luat
Nudi con nudi;

- Nghi dinh s6 24/2019/ND-CP ngay
05/3/2019 cua Chinh phu stra d6i, bd
sung mot s6 diéu cua Nghi dinh )
19/2011/ND-CP ngay 21/3/2011 cua
Chinh phu quy dinh chi tiét thi hanh
mot sb diéu cua Luat nudi con nudi;

- Nghi dinh s6 114/2016/ND-CP ngay
08/7/2016 cua Chinh phu quy dinh I¢
phi dang ky nudi con nudi, 1& phi cap
gidy phép hoat dong ctia to chic con
nudi nudc ngoai;

- Thong tu s6 10/2020/TT-BTP ngay
28/12/2020 ctuia BS trudng B Tu phap
ban hanh, hudng dan viéc ghi chép, sir
dung, quan 1y va luu trir SO, mau gidy
t&, hd so nudi con nudi;

- Thong tu sb 267/2016/TT-BTC
ngay 14/11/2016 cua B trudng Bo
Tai chinh huéng dan 1ap du toan,
quan 1y, st dung va quyét toan kinh
phi ngan sach nha nudc bdo ddm cho
cong tac nudi con nudi va cap, gia
han, stra d6i gidy phép hoat dong cua
t6 chirc nudi con nudi nudc ngoai tai
Viét Nam;
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TT

Tén thu tuc
hanh chinh

Thoi han
gidi quyet

Pia diém
thuc hién

Phi, 1¢ phi
(néu co)

Can cir phap ly

- Quyét dinh s6 169/QD-BTP ngay
04/02/2021 cua B§ truong Bo Tu
phap dugc chuin héa trong linh vuc
nudi con nuodi thudéc pham vi chuc
nang quan ly cia Bo Tu phap.

Dang ky lai
viéc nudi con
nuoi trong
nudc

Trong thot han 05 ngay
lam viéc, k€ tr ngay
nhan du ho so hop 1¢

B6 phan
Tiép nhan
va Tra keét

qua UBND
cép xa

- Luat Nudi con nudi nam 2010;

- Nghi dinh s6 19/2011/ND-CP ngay
21/3/2011 cua Chinh phu quy dinh chi
tiét thi hanh mot sé diéu cua Luat
Nudi con nuoi;

- Nghi dinh s6 114/2016/ND-CP ngay
08/7/2016 cua Chinh phu quy dinh 1¢
phi dang ky nudi con nuéi, 1¢ phi cap
gidy phép hoat dong cua to chic con
nuoi nudc ngoai;

- Thong tu sé 10/2020/TT-BTP ngay
28/12/2020 cua BY truong B Tu phap
ban hanh, huéng dan viéc ghi chép, sur
dung, quan ly va luu trir S6, mau gidy
t&, hd so nudi con nudi;

- Théng tu s6 267/2016/TT-BTC
ngay 14/11/2016 cua B¢ truéng Bo
Tai chinh hudng dan 1ap du todn,
quan 1y, st dung va quyét toan kinh
phi ngan sach nha nudc bao dam cho
cong tac nubi con nudi va cap, gia
han, sira d6i gidy phép hoat dong cua
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1 | Tén thi tyc Thoi han Pia diém Phi, I¢ phi Ciin otk phip I¥
hanh chinh gidi quyet thuce hién (néu co) phaply
t6 chirc nudi con nudi nudc ngoai tai
Viét Nam;
- Quyét dinh s6 169/QD-BTP ngay
04/02/2021 cua B§ truong Bo Tu
phap dugc chuan héa trong linh vuc
nudi con nuodi thudéc pham vi chuc
nang quan ly ctia B§ Tu phap.
Trong thoi han 30 ngay
lam viéc, ké tir ngay
nhan du hd so hop 1¢,
trong do:
- UBND cép xa kiém tra
ho so, 13y ¥ kién nhiing
Giai quyét viéc | nguoi co lién quan va
nguoi nudc | €O van ban gui So Tu B6 phan
ngoai cu trd ¢ | phap xin y kién: 15 Tié pnlién
3 khu vyc bién | ngay lam viéc ké tu va %é 1t L¢ phi: 4.500.000 Nhu trén
gid1 nude lang | ngay nhan da ho so hop \ dong/truong hop.
A A 2 | 1A qua UBND
giéng nhan tré | 1¢; Cép <

em Viét Nam
lam con nudi

- S& Tu phap c6 v kién:
10 ngay lam viéc ké tir
ngdy nhadn dugc vin
ban ctia UBND cép x3;
- UBND cap x4 dang ky
viéc nudi con nudi va
giao nhan con nudi: 05
ngay lam viéc ké tir
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TT

Tén thu tuc
hanh chinh

Thoi han
gidi quyet

Pia diém
thuc hién

Phi, 1¢ phi
(néu co)

Can cir phap ly

ngay nhan duoc vian
ban dong vy cua So Tu
phap.

LINH VU'C CHUNG THUC (11 TTHC)

Chimg  thuc
ban sao tor ban
chinh gidy to,
van ban do co
quan c6 tham
quyén cua Viét
Nam cép hoic
ching nhan

Trong ngay tiép nhan
yéu cau hoic trong ngay
lam viéc tiép theo, néu
tiép nhan yéu cau sau
15 gio. Poi véi trudng
hop cung mot luc yéu
cau chung thuc ban sao
ttr nhiéu loai ban chinh
gidy t0, van ban; ban
chinh c¢6 nhiéu trang;
yéu cau sb luong nhiéu
ban sao; ndi dung gidy
to, van ban phuc tap
kho kiém tra, déi chiéu
ma co quan, to chuc
thuc hién chung thuc
khong thé dap tmg dugc
thoi han quy dinh néu
trén thi thoi han chung
thuc duoc kéo dai thém
khong qua 02 (hai) ngay
lam viéc hodc c6 thé dai
hon theo thoa thuan

B6 phan
Tiép nhan
va Tra két
qua UBND

cép xa

Phi: 2.000 dong/trang; tir
trang thtr 03 tré 1én thi mdi
trang thu 1.000 dong/trang
nhung muc thu t6i da
khong qua  200.000
dong/ban. Trang 1a cin cir
dé thu phi duoc tinh theo
trang cua ban chinh.

- Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 ctia Chinh phi vé cap ban
sao tir s6 gdc, chung thuc ban sao tir
ban chinh, ching thuc chtt ky va
chtng thuc hop dong giao dich;

- Thong tu s6 01/2020/TT-BTP ngay
03/3/2020 cua Bo truong B Tu phap
quy dinh chi tiét va hudng din thi
hanh mét sé diéu ctia Nghi dinh sb
23/2015/ND-CP ngay 16/02/2015 cua
Chinh phu vé cép ban sao tir s6 gdc,
ching thyc ban sao tur ban chinh,
chung thuc chir ky va chung thuc hop
ddng, giao dich;

- Thong tu sb 226/2016/TT-BTC
ngay 11/11/2016 cua Bo trudng Bo
Tai chinh quy dinh muc thu, ché do
thu, ndp, quan ly va su dung phi
chung thuc;

- Théng tu s6 257/2016/TT-BTC
ngay 11/11/2016 cua B truéng Bo
Tai chinh quy dinh muc thu, ché do
thu, ndp, quan ly, st dung phi cong
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1 | Tén thi tyc Thoi han Pia diém Phi, 1¢ phi Ciin otk phip I¥
hanh chinh gidi quyet thuce hién (néu co) phap ly
bang van ban voi nguoi ching; phi ching thuc; phi thérp dinh
yéu céu ching thyc. tiéu chuén, diéu kién hanh nghe cong
Truong hop tra két qua ching; phi tham dinh diéu kién hoat
trong ngay lam vi¢c tiép dong van phong cong chung; 1¢ phi
theo hoac phai kéo dai cap thé cong chirng vién;
thoi gian theo quy dinh - Quyét dinh s6 1329/QD-BTP ngay
thi nguoi tiép nhan ho 01/6/2020 cta B9 truong Bo Tu phap
so phai ¢6 phi€u hen ghi cong bd thu tuc hanh chinh dugc sira
ro thoi gian (gio, ngay) doi, bo sung; thu tuc hanh chinh bj béi
tr:a kfit qua cho nguoi bo trong linh vuc ching thuc thudc
yéu cau chung thyc. pham vi chirc ndng quan ly cia B Tu
phap.

Cchlérunlg;},] t;gg; Trong ngay tiép nhan

gidy o, van ban yéu cau hodc trong ngay

(4p dur;g cho c4 le‘l}n viée ti€p the‘o, néu

trwong  hop | DSP mhan yeu cdu sau | p o b 10,000 dng/trrong

. 15 gi6. Truong hop tra £ ~ . ,
ching thuc 1&t aud trone nedv 1am Tiép nhén | hop (truong hop dugce tinh
2 |didm chi val| . dug TONSBEAY M 3 Trakét | 1a mot hodc nhidu chit ky Nhu trén
X viéc tiép theo thi nguoi \ YRR
trrong hop | .« A 1A ~. . | qua UBND | trong mot giay to, van
= . i | tiep nhan ho so phai c6 Ao~ \

nguol yéu cau £ DT s cap xa ban)

ching thue phleu I}¢n ghi 16 thoi

Khon Ky | gian (g10, ngay) tra ket

khéng didm Cil qua cho nguodi yéu cau

duroc) chung thyec.

3 Ching  thuc | Thoi han thyc hién yéu | B¢ phan Phi: 3.0.00.0 ddng/hop Nhu trén
viéc sira doi, b0 | cau chimg thyc phai | Tiép nhan | dong, giao dich
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TT

Tén thu tuc
hanh chinh

Thoi han
gidi quyet

Pia diém
thuc hién

Phi, 1¢ phi
(néu co)

Can cir phap ly

sung, huy bo
hop dong, giao
dich

dugc bao dam ngay
trong ngdy co quan, to
chire tiép nhan yéu cau
hodc trong ngay lam viéc
tiép theo, néu tiép nhan
yéu cau sau 15 gio.
Trudng hop tra két qua
trong ngdy 1am viéc tiép
theo thi nguoi tiép nhan
ho so phai c6 phiéu hen
ghi 0 thoi gian (gio,
ngdy) tra két qua cho
ngudi yéu cdu ching
thuec.

va Tra két
qua UBND
cap xa

Stra 16i sai sot
trong hop
dong, giao dich

Trong ngay co quan, to
chue tiép nhan yéu cau
hodc trong ngay lam
viée tiép theo, néu tiép
nhan yéu cau sau 15 gio.
Trong trudong hop yéu
cau cap ban sao tir sd
gbc duoc gli qua buu
di¢n thi thoi han duoc
thuc hién ngay sau khi
co quan, to chirc nhin
du ho so hop 18 theo diu
buu dién dén.

B6 phan
Tiép nhan
va Tra két

qua UBND
cap xa

25.000 dong/hop ddng,
giao dich

Nhu trén




30

1 | Tén thi tyc Thoi han Pia diém Phi, I¢ phi Ciin otk phip I¥
hanh chinh gidi quyet thuce hién (néu co) phap ly
Trong ngay co quan, to
chure ti€ép nhan yéu cau
hoge trong ngdy lam Phi: 2.000 ddng/trang. Tir
L 1. , | viéc ti€p theo, néu tiép , oSS
Cap ban sao co A A A1 trang thur 03 trd 1€n thi moi
, . |nhan yéu cau sau 15| BO phan A
ching thyc tu| ., . LA £ .| trang thu 1.000 dong/trang
\ , gi0. Truong hop tra két | Ti€p nhén , %
ban chinh hop \ T . .14 | nhung mc thu to1 da A
5 A . ) qua trong ngay lam viéc | va Tra két A . Nhu trén
dong, giao dich | : e ik \ khong qua  200.000
~ , tiép theo thi nguoi tiép | qua UBND | , N
da dugc ching ~ A e i~ dong/ban. Trang 1a can ctr
nhan h6 so phai co cap xa 2 . ,
thuc T e e dé thu phi dugc tinh theo
phi€éu hen ghi rd thoi NI .
: - \ \ 1A trang cua ban chinh.
gian (gio, ngay) tra ket
qua cho nguodi yéu cau
ching thuec.
Khéng qua 02 (hai) ngay
lam viéc, ké tir ngay
nhan du hd so yéu ciu
Chimg the cl}ung‘t'hu’c hoac co tl}e
3 .~ | kéo dai hon theo thoa A 1A
hop dong, giao A1 < .. .. BOphin
) n thuan bang van ban vai £ A
dich lien quan | o o en ciu chimg | LCP PN pri 50,000 ddng/h
6 |dén tai san la| SwOt YU B va Tra két L COng 0P Nhu trén
A x| thuc. Truong hop kéo \ dong, giao dich
dong san, quyén dai thoi han giai qu é | 1 UBND
st dung dat, nha slal quy cap xa

o

thi nguoi tlep nhan hé so
phai c6 phiéu hen ghi &
thot gian (gi0, ngay) tra
két qua cho ngudi yéu
cau chimg thyec.
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1 | Tén thi tyc Thoi han Pia diém Phi, 1¢ phi Ciin otk phip I¥
hanh chinh gidi quyet thuce hién (néu co) phap ly
Khéng qua 02 (hai) ngay
lam viée, ké tur ngay
nhan du hd so yéu ciu
chung thuc hodc co thé
kéo dai hon theo thda A 1A
ALt . 1. .. | B0 phan
thuan bang van ban vdi £ n
Chung thyc di | ngudi yéu cau chung Tiép nhan )
7 . : va Tra két | Phi: 50.000 dong/di chuc Nhu trén
chic thyc. Truong hop kéo \
qua UBND
dai thoi han giai quyet Ao xi
thi nguoi tlep nhan hé so P
phai ¢6 phiéu hen ghi 1o
thoi gian (gio, ngay) tra
két qua cho nguoi yéu
cau chung thuc.
Khéng qua 02 (hai) ngay
lam viée, ké tr ngay
nhan du ho so yéu cau
chuing thuc hodc co thé B6 phan
Ching  thyc kheoA dill hon vth? thoE Tiép nhan
8 | vin ban tir chéi | 4N bang van ar}‘I VOl vaTra két | Phi: 50.000 ddng/van ban Nhu trén
nhan di san nguol yel} cau ¢ ur}g qua UBND
thyc. Truong hop kéo chp x&

dai thoi han gidi quyét
thi ngudi tiép nhan hd so
phéi c6 phiéu hen ghi 16
thoi gian (gi0, ngay) trd
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1 | Tén thi tyc Thoi han Pia diém Phi, 1¢ phi Ciin otk phip I¥
hanh chinh gidi quyet thuce hién (néu co) phap ly
két qua cho nguoi yéu
cau chung thuc.
Khéng qua 02 (hai) ngay
lam viée, ké tur ngay
nhan du hd so yéu cau
Ching  thuc c}’m’ng‘t‘hu’c hodc co thle
9 \ ., | kéo dai hon theo thda A 1A
van ban thoda A 13 - 1. .| BOphan
~ . .| thudn bang van ban véi £ A
thuén phan chia noudi veu cAu chim Tiép nhan ‘
9 | disanmadisan | 284" Y &| vaTrakét | Phi: 50.000 dong/van ban Nhu trén
A . | thuc. Truong hop keo ,
la dong san, qua UBND
P dai thoi han giai quyet Lo~
quyén su dung cap xa
X . thi nguoi tlep nhan ho so
dat, nha &
phai c6 phiéu hen ghi rd
thoi gian (gio, ngay) tra
két qua cho nguoi yéu
cau chung thuc.
Khoéng qua 02 (hai) ngay
lam viée, ké tur ngay
. nhan du hd so yéu cau
Chtn thuc A 1A
vin ]gg an khai | chimg thue hodc co thé | BO phan
nhan di san ma | k€0 dai hon theo théa | Tiép nhan .
10 di san 14 don thuan bang vin ban v4i | va Trakét | Phi: 50.000 dong/van ban Nhu trén
: L oonE nguoi yéu cau chung | qua UBND
san, quyen su . , O
thyc. Truong hop kéo cap xa

dung dat, nha &

dai thoi han giai quyet
thi ngudi t1ep nhan ho so
phéi c6 phiéu hen ghi 16
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1 | Tén thi tyc Thoi han Pia diém Phi, I¢ phi Ciin otk phip I¥
hanh chinh giai quyet thuc hién (néu cd) phaply
thoi gian (gi0, ngay) tra
két qua cho ngudi yéu
cau chimg thyec.
Trong ngay co quan, to )
chuc tiép nhan yéu cau - Nghi dinh s6 23/2015/ND-CP ngay
hodc trong ngay 1am viéc 16/02/2Q 15 ’cﬁa Chinh phu vé cap ban
tiép theo, néu tiép nhan sao tir sO goc, chirng thyuc ban sao tir
yeu ciu sau 15 gi0. | BO phan ban chinh, chﬁng thuyc chr ky va
I | Trong truong hop yéu | Tiép nhin chung thuc hop dong giao dich;
Capbansaotu | 1 X ., NS s s 1A A £, 2 4 N
11 % géc cau cap ban sao tirs6 goc | va Tra két Khong - Quyét dinh s0 1088/QD-BTP ngay
duoc gui qua buu dién | qua UBND 18/5/2016 ciia Bo trudéng Bo Tu phap
thi thoi han duogc thuc cap xa vé viéc cong bd thu tuc hanh chinh
hién ngay sau khi co duoc sira ddi trong linh vuc chimg
quan, t6 chirc nhan du ho thuc thudc pham vi chirc ndng quan 1y
so hop 1¢ theo dau buu cua B Tu phap.
dién dén.
IV | LINH VUC PHO BIEN, GIAO DUC PHAP LUAT (02 TTHC)
- Luat Phé bién, gi4o duc phép luat nam
B6 oha 2012;
A .| Trong thi han 05 ngay | ¢ Pran - Nghi dinh s6 28/2013/ND-CP ngay
Cong nhe:m 13 Se. kit . Tiep nhap 42 Chinh ohi b ohi
1 |tuyén truyén | M VG, KO W DAY |y g k4 Khong 04/4/2013 ctia Chinh phi quy dinh chi

vién phap luat

nhan du ho so theo quy
dinh.

qua UBND
cap xa

tiét mt s6 dicu va bién phéap thi hanh
Luéat Pho bién, gido duc phép luat;

- Théng tu s6 10/2016/TT-BTP ngay
22/7/2016 ciia BO truong BO Tu phép
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Tén thu tuc

Thoi han

Dia diem

Phi, 1¢ phi

T hanh chinh giai quyét thuc hién (néu co) Can cir phap ly
quy dinh vé bdo cdo vién phap luit,
tuyén truyén vién phap luat;
- Quyét dinh s6 40/QD-BTP ngay
08/01/2018 cua Bo Tu phap vé viéc
cong bo thu tyc hanh chinh dugce thay
thé, thu tuc l}éﬂl} chinh bi bai bé trong
linh vuc pho bién, gido duc phap luat
thudc pham vi chirc nang quéan 1y nha
nudc cua BO Tu phép.
Trong thot han 03 ngay
Cho thoi lam |lam viée, ké tir ngay
2 |tuyén truyén | nhan dugc dé nghi cia | Nhu trén Khdng Nhur trén
vién phap luat | Cong chirc Tu phdp -
Ho tich
V | LINH VUC HOA GIAI O CO SO (04 TTHC)
- Luat Hoa gidi ¢ co s¢ nam 2013;
- Nghi quyét lién tich s
01/2014/NQLT42P-
7 A Trong thoi han 05 ngay Bf) Ph@fl I{BTUMTTQVN ngay 18/11/2014
Thu tuc cong lam viee. ké tur ngiy Tiép nhap cua Chinh pbu va Uy ban Trung wvong
1 | nhan hoa giai A xRN va Tra két Khdng Mat tran TO6 quoc Viét Nam hudng
" nhan du ho so theo quy X x Z. n ne A
vién dinh qua UBND dan phoi hop thuc hién mot so quy
T cap xa dinh ctia phap luat vé hoa giai & co so;

- Quyét dinh s6 2338/QD-BTP ngay
06/9/2018 cua Bo trudéng Bo Tu phap
vé vi¢c cong bo thu tuc hanh chinh
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1 | Tén thi tyc Thoi han Pia diém Phi, I¢ phi Ciin otk phip I¥
hanh chinh gidi quyet thuce hién (néu co) phap ly
duge chuan hoa trong linh vyc hoa
gidi & co s thudc pham vi chirc nang
quan 1y cia Bo Tu phap.
Cong nhan t6 | Trong thoi han 05 ngay
2 | truong t0 hoa | lam viée, ké tir ngay | Nhu trén Khéng Nhu trén
giai nhéan du ho so hop 1€.
Trong thot han 05 ngay
Thi e 0i | e N b
3 |lam hoa giai o o .. . x| Nhutrén Khéng Nhu trén
o nghi hoac bio cédo vé
vien A JOE \ ey
viéc thoi lam hoa giai
vién.
- Trong thoi han 05 - Luat Hoa gidi ¢ co s¢ nam 2013;
ngay lam viéc, ké tir - Nghi dinh s6 15/2014/ND-CP ngay
ngay nhan du ho so theo 27/02/2014 cua Chinh phu quy dinh
quy dinh. chi tiét mot s6 diéu va bién phap thi
Thanh toan thu | - T6 hoa giai thuc hién hanh Luat hoa giai ¢ co sé;
4 | lao cho hoa giai | tra thu lao cho hoa giai | Nhu trén Khong - Quyét dinh sé 2338/QD-BTP ngay

Vién

vién theo quyét dinh
cia Uy ban nhan dan
cép xa trong thoi han 03
ngdy, ké tir ngdy nhan
duoc thu lao.

06/9/2018 cua B¢ truong Bo Tu phép
vé viéc cong bd thu tuc hanh chinh
dugce chuan héa trong linh vuc hoa
giai ¢ co sé thugc pham vi chure ning
quan 1y cua Bo Tu phép.
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PHAN II. NOI DUNG QUY TRINH NOI BO THU TUC HANH CHINH

I. LINH VUC HO TICH
1. Pang ky khai sinh

KY HIEU QUY TRINH QT.HT.01

NOI DUNG QUY TRINH

2.1

Piéu kién thue hi¢n TTHC:

Khdng

2.2

Cach thirc thue hién TTHC:

- Ngudi c¢6 yéu cau ding ky khai sinh truc tiép thue hién hodc uy quyén cho ngudi

khac thyc hién viéc dang ky khai sinh.

- Truc tiép tai B6 phan Tiép nhén va Tra két qua cua Uy‘ban nhan dan ’(UBND)
cap xa hoac gui ho so qua h¢ thong buu chinh hoac gui ho so theo h¢ thong dang

ky ho tich truc tuyén.

2.3

Thanh phan hd so, bao gom:

Ban
chinh

Ban
sao

* Gidy to phdi nop:

T& khai ding ky khai sinh, theo mau BM.HT.01.01;

Gidy chung sinh.

Truong hop khong co Glay chimg sinh thi ngp van ban cua nguoi
lam chimg xac nhan vé viéc sinh; néu khong co nguoi lam chimg
thi phai co gidy cam doan vé viéc sinh theo mdu BM.HT.01.02;
truong hop tré em bi bo roi thi phai c6 bién ban vé viée tré bi bo roi
do co quan c6 thim quyén lap;

Vién ban xac nhan cia co so'y té d3 thuc hién ky thuat hd trg sinh
san cho viéc mang thai hd doi voi truong hop khai sinh cho tré
em sinh ra do mang thai ho;

Truong hop ty quyén cho nguoi khac 1am thay thi phai ¢6 van
ban iy quyén dugc ching thyc theo quy dinh ciia phap luat;
Truong hop nguoi di dang ky khai sinh cho tré em la ong, ba,
nguoi than thich khac thi khong phdi co van ban uy quyén cua
cha, me tré em, nhung phdi thong nhdt véi cha, me tré em vé cdc
noi dung khai sinh.

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

* Gidy to phdi xudt trinh:

Mot trong cac gidy to chimg minh nhan than 1a: gidy CMND, Ho
chiéu, Thé can cudc cong dan hodc gidy to khac c6 dan anh va
thong tin ¢4 nhan do co quan c6 thdm quyén cap, con gia tri s
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dung dé chirg minh vé nhan than ctia ngudi yéu cau dang ky khai
sinh;

Gidy to chirng minh noi cur tra ciia nguoi cha hodc ngudi me dé ching
minh tham quyén dang ky khai sinh (chi 4p dung trong giai doan X
chuyén tiép);

Gidy chimg nhan két hon cua cha, me tré em (néu cha, me c6 ding
ky két hon; chi ap dung trong giai doan chuyén tiép).

* Luew y khi nép hé so:

- Truong hop gui ho so qua hé thong buu chinh thi phai guri kém theo ban sao cé
chwng thurc cac gidy to phal xuat trinh.

- P61 Véi gidy to' nép, xudt trinh:

+ Truong hop ngueoi yéu cau ndp gidy tola ban sao dwge cap tir s6 goc hodc ban
sao dwoc chitng thiee tir ban chinh thi nguoi tiép nhdn hé so khéng dwoc yéu cau
xudt trinh ban chinh; néu nguoi yéu cau chi nop ban chup va xudt trinh ban chinh
thi ngueoi tiép nhdn ho so kiém tra, doi chiéu ban chup v6i ban chinh va ky vao
ban chup xdc nhdn vé viéc da doz chiéu néi dung gidy to dé, khéng dwoe yéu cdu
ngum di dang ky nép ban sao gidy to do.

+ Poi vdi gzay 10 xudt trinh khi ding ky hé tich, nguoi tiép nhédn cé trach nhiém
kiém tra, doi chiéu véi théng tin trong 10' khai, chup lai hodc ghi lai thong tin dé
liru trong hé so va trd lai cho nguwoi xudt trinh, khéng dwoc yéu cau ndp bdan sao
hodc bdan chup gidy to do.

- Péi Véi viée xdc dinh ho, dan téc, dat tén cho tré:

+ Viéc xac dinh ho, dan téc, dat tén cho tré em phai phu hop vai phap lugt va yéu
cau gii gin ban sdac dan téc, tdp quan, truyén thong vin héa tot dep cua Viét Nam;
khong dat tén qué dai, kho sur dung.

+ Trwong hop cha, me khong théa thudn dwroc vé ho, dan téc, qué quan cia con
khi dang ky khai sinh thi ho, dan téc, qué quan cua con duoc xdc dinh theo tap
qudn nhung phdi bdo dam theo ho, dan tgc, qué quan cua cha hogc me.

- Truong hop cho phép nguwoi yéu cau dang ky hé tich \dp van ban cam doan vé
ngi dung yéu cdu dang ky hé tich thi co quan dang ky hé tich phdi gidi thich rd
cho nguoi ldp van ban cam doan vé trach nhiém, hé qua phap Iy cua viéc cam
doan khong dung su that.

Co quan dang ky ho tich tir chai gidi quyét hodc dé nghi co quan c¢é tham quyén
hity bo két qua déing ky hé tich, néu cé co sé xde dinh néi dung cam doan khéng
dung sy that.

2.4 | S6 lwgng hd so: 01 bo.
Thoi han giai quyét: ngay trong ngay tiép nhan du ho so hop 1€, truong hop nhén
2.5 | hoso sau 15 gio' ma khong giai quyét dugc ngay thi tra két qua trong ngay lam
viéc tiép theo.
,g | Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
"~ | Bo phan Tiép nhan va Tra két qua cia UBND cap xA.
2.7 | Co quan thye hién:
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- UBND cép xi noi cu tri ciia ngudi cha hodc ngudi me thuc hién ding ky khai
sinh cho tré em;

- UBND cép xa noi 1ap bién ban vé viéc tré bi bo roi ddi véi truong hop ding ky
khai sinh cho tré bi bo roi.

Co quan c6 thAm quyén quyét dinh:

- UBND cép x4 noi cu trii ciia ngudi cha hodc ngudi me thue hién ding ky khai
sinh cho tré em;

- UBND cép x4 noi 1ap bién ban vé viéc tré bi bo roi ddi véi truong hop ding ky
khai sinh cho tré b1 bé roi.

Co quan dwoc ity quyén: Khong.

Co quan phdi hop: Khong.

2.8 | Poi twong thue hién TTHC: Cé4 nhan
Két qua giai quyét TTHC:
- HO so d dicu kién: Gidy khai sinh ban chinh (1 ban); S6 lwgng ban sao Gidy
2.9 | khai sinh duogc cap theo yéu cau.
- Ho so khong du diéu kién: Vian ban thong bao khong du diéu kién cap Gidy khai
sinh.
2.10 | Quy trinh xir ly cong viéc
TT Trinh tw TriCh T.h ot Biéu mau/Két qua
: nhi¢m glan
Tiép nhan hd so:
- Trudng hop hd so chwa day
du, hop 1&: Huéng dan nguoi A
nop ho so bod sung, hoan thién Cong ) x .
: s 2 11 12| chacTu | Gid hanh | Mau 01, 02, 03 (ncu co),
Bl | theo quy dinh, néu khong bo . . . 1A
. . > ... | phap - HO | chinh 06 va Ho so theo muc 2.3
sung hoan thién duogc thi tu .
Lo ok ~ A . thh
chdi tiép nhan ho so;
- Truong hop ho so ﬁﬁy du,
hop 1¢ thi ti€p nhéan ho so.
Kiém tra, xem xét ho so:
- Néu du diéu kién: Ghi noi
dung khai sinh vao SO dang N
ky khai sinh, cidp nhat vao R Mau 05;
A A A e . 5 Cong 5 (Y4 . .
phan mém ho tich, in dy thao , Dy thio Giay khai sinh
S x S chuc Tu .\ . , < ,
B2 | Giay khai sinh; ohap - Ho 02 gi6 | hodc du thao vidn bén
- Néu khong du diéu kién: Du tich thong bao khong du diéu
thao van ban thong bao khong ’ kién cap Giay khai sinh
du dieu kién cap Giay khai
sinh;
Trinh 1anh dao UBND cép xa.
, . LA o as z, | Lanh ~ = o
B3 Ky du thao két qua giai quyét S%ngo 1 gio Mau 05; Giay khai sinh
thu tuc hanh chinh. chp xi hodc van ban thong béo
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khong du dieu kién cap
Giay khai sinh

Phat hanh vin ban va tra két | Cong

Mau 05, 06; Gidy khai
sinh hodc van ban thong

B4 %%étic:ﬁ) cong chuc Tu phap - c};ﬁ;]c(‘) Xgén 1 gio béo khong dit di du kién
T cap Giay khai sinh
Chuyén ngudi dan ky vao Sf) Cong Mau 01, 06; Gidy khai
B5 dang ky khai sinh va tra két ChIICI'C Tu Gi,c‘r hanh | sinh hodc van bé{l théng
qud, thu 1¢ phi theo quy dinh | phap - Ho | chinh bao khong du di€u kién
(néu co). tich cap Giay khai sinh
* Truong hop hé‘,sa khong xur Iy duoc trong ngay lam viéc hodc trong ngay lam
viéc tiep theo (doi v6i ho so nhdn sau 15 gio), trong ngay hen tra ket qua, cong
chire Tu phap - Ho tich trinh Chu tich UBND cdp xa ky ban hanh phiéu xin [6i va
hen lai ngay tra két Qua de gui cho to chure, cd nhan.
3 | BIEUMAU
=
Mau 01 Mau 01.docx
Giay tiép nhan ho so va hen tra két qua
o]
Mau 02 M&u 02.docx
Phiéu yéu cau bo sung hoan thién ho so
=
Mau 03 Mau 03.docx
Phiéu tir choi ti€p nhan giai quyét ho so
]
Mau 04 Mau 04.docx
Phiéu xin 161 va hen lai ngay tra két qua
o]
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.01.01 BM.HT.01.01.docx
To khai dang ky khai sinh
o]
BM.HT.01.02 BM.HT.01.02.docx

Van ban cam doan
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4 |HOSOLUU:

Méu 01; 02, 03, 04 (néu c6); 06 luu tai BY phan Tiép nhan va Tra két qué cla
UBND cap xa. Mau 01, 05 luu theo ho so;

- HO so dau vao theo muc 2.3;

- S6 dang ky khai sinh;

- Vin ban thong bao khong du diéu kién cip Gidy khai sinh (néu c6);

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

H6 so duoc luyu tai UBND cép x3, thoi gian luu trit S6 dang ky khai sinh 1a vinh vién, con
cac giay to khéc thyc hi¢n luu theo quy dinh cua Luat Ho tich va cac van ban hudng dan

thi hanh.



http://khai/
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2. Ping ky khai sinh c¢6 yéu t6 nwéc ngoai tai khu vuc bién gi6i

KY HIEU QUY TRINH QT.HT.02

NOI DUNG QUY TRINH

2.1

Diéu kién thuwc hién TTHC:

- Cong dan nudc lang giéng 1a me hoic cha cua tré phai thuong tra tai don vi hanh
chinh twong duwong cip xa cta Viét Nam tiép giap véi xi ¢ khu vuc bién gidi caa
Viét Nam noi cong dan Viét Nam la cha hodc me cua tre thuong tru

- Gidy to do co quan o tham quyen cua nudc lang gleng 1ap, cap hodc xac nhan
phai dich ra tiéng Viét va c6 cam két ctia ngudi dich vé viée dich dung noi dung.

2.2

Cach thirc thue hién TTHC:

- Nguoi ¢6 yéu cau diang ky khai sinh truc tiép thuc hién hoic ty quyén cho nguoi
khac thyc hién viéc dang ky khai sinh.

- Tryc tiép tai Bo phan Tiép nhan va Tra két qua cua Uy ban nhan dan (UBND) cép
xd hodc gui ho so qua hé thdng buu chinh hoic theo hé thdng dang ky hé tich truc
tuyén.

2.3

Ban Ban

Thanh phan ho so, bao gom: chinh sao

*Gidy to phdi nép:

To khai dang ky khai sinh, theo mau BM.HT.02.01; X

Gidy chimg sinh; trudng hop khong ¢ Gidy chimg sinh thi nop
van ban cia nguoi lam chung x4c nhan vé viéc sinh; néu khong
c6 ngudi 1am chimg thi phai c6 gidy cam doan vé viéc sinh theo
mau BM.HT.02.02;

Van ban xac nhan cua co sO' y té da thuc hién k¥ thuat ho tro
sinh san cho viéc mang thai hg do6i vai truong hop khai sinh cho X
tré em sinh ra do mang thai hg;

Vin ban thoa thuan ctia cha, me vé viéc chon qudc tich cho con.
Trudng hop cha, me chon qudc tich nude ngoai cho con thi vin
ban thoa thuan phai c¢6 x4c nhan cta co quan nha nudc ¢ tham
quyén cta nudc ngoai ma ngudi d6 1a cong dan;

Gidy to chimg minh nhan than, ching minh noi thuong tri ¢
khu vuc bién gidi cua cong dan nude lang gieng;

Truong hop uy quyén cho nguoi khac 1am thay thi phai c6 van
ban uy quyén dugc cong ching, ching thuc theo quy dinh cua X
phap luat;

Gidy to chimg minh thudc gia dinh c6 cong véi cach mang,
nguoi thude hd ngheo, nguot khuyét tat (néu co).

* Gidy to phdi xudt trinh:
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Mot trong cac gidy to chimg minh nhan than la Gidy CMND,
Ho chiéu, Thé cin cudc cong dan hoic gidy to khac co dan anh
va thong tin ca nhan do co quan c6 thAm quyén cip, con gi tri
st dung cua ngudi yéu cau dang ky khai sinh;

Gidy to ching minh noi thuong tra cta cha hodc me la cong dan
Viét Nam dé€ xac dinh tham quyén dang ky khai sinh (chi ap X
dung trong giai doan chuyén tiép;

Giéy chirng nhéan két hon cua cha, me tré em (néu cha, me co
dang ky két hon; chi ap dung trong giai doan chuyén ti€p).

* Liew Y khi nép hé so:
- Trueong hop gui h0 so qua hé thong buu chinh thi phai gui kem theo ban sao ¢6
chwng thuc cac gidy to phal xuat trinh.

- Déi véi gidy to nép, xudt trznh

+ Truong hop nguoi yéu cdu ndp gidy to la ban sao dwoc cdp tir s6 goc hodc ban
sao dwoc chitng thuc tiw ban chinh thi nguoi tiép nhén ho so khong duwoc yeu cau
xudt trinh ban chinh; néu nguoti yéu cau chi ngp ban chup va xudt trinh ban chinh
thi nguoi tiép nhén hé so kiém tra, doi chiéu ban chup voi ban chinh va ky vao ban
chup xdc nhdn vé viéc da dOl chiéu ndi dung gidy to do, khéng dwoc yéu cau nguoi
di dang ky nop ban sao gidy to do.

+ Déi voi glay 10 xudt trinh khi dang ky ho tich, nguwoi tiép nhan cé trach nhiém
kiém tra, doi chiéu véi thong tin trong 10" khai, chup lai hoac ghi lai thong tin dé
liew trong ho so va trd lai cho nguoi xudt trinh, khong dwoc yéu cau ndp ban sao
hodc bdan chup gidy to do.

+ Ngueoi tiép nhdn ¢ trach nhiém tiép nhdan ding, dii hé so dang ky hé tich theo
quy dinh ciia phdp ludt hé tich, khéng dwoc yéu cau nguoi dang ky hé tich nép thém
gidy to ma phdp ludt hé tich khéng quy dinh phai nép.

+ Gidy to do co quan co tham quyén cuia nude c6 chung duong bién gioi voi Viet
Nam lap, cap, xdc nhdn sik dung dé dang ky hé tich dwoc mién hop phap hoa lanh
su; dich ra tiéng Viét va c6 cam két cua nguwoi dich vé viéc dich diing néi dung

- Truong hop cho phép nguoi yéu cau dang ky hé tich Idp van ban cam doan vé ndi
dung yéu cau dang ky hé tich thi co quan déing ky hé tich phai gidi thich ré cho
nguoi ldp van ban cam doan vé trach nhiém, hé qud phdp 1y cia viéc cam doan
khong dung su that.

- Co quan dang ky h¢ tich tir choi giai quyét hodc dé nghi co quan c6 tham quyén
hity bé két qua dang ky hé tich, néu cé co sé xdc dinh néi dung cam doan khéng
dung sy that.

- Péi véi viéc xdc dinh ho, dén téc, ddt tén cho tré:

+ Viéc xdc dinh ho, dan tgc, dat tén cho tré em phai phu hop voi phap ludt va yéu
cau giit gin ban sdc dan téc, tdp qudn, truyén thong van héa tot dep ciia Viét Nam;
khong dat tén qua dai, kho sur dung.

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

2.4

S6 lwong ho so: 01 bo.
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Thoi han gidi quyét: Ngay trong ngay tiép nhan du ho so hop 18 (nhan ho SO sau

25 15 gid ma khong giai quyét dugc ngay thi tra két qua trong ngay lam viéc tiép theo).
26 Pia diém tiép nhin hd so va tra két qua giai quyét TTHC:
' Bo phéan Tiép nhan va Tra két qua cuia UBND cép x4
Co quan thue hién: UBND cip x4 ¢ khu vuc bién giéi noi cong dan Viét Nam
thuong tra.
57 Co quan c6 thim quyén quyét dinh: UBND cip xi ¢ khu vuc bién gi6i noi cong
' dan Viét Nam thuong tru.
Co quan dwoc ity quyén: Khong.
Co quan phdi hep: Khong.
2.8 | Poi twong thwe hién TTHC: Cé4 nhan
Két qua giai quyét TTHC:
9 |- HO so d diéu kién: Gidy khai sinh (01 ban chinh). S5 lugng ban sao Gidy khai
' sinh theo yéu cau.
- Ho so khong du diéu kién: Vin ban théng bao khong du diéu kién.
2.10 | Quy trinh xir ly cong viéc
TT Trinh tw TriCh T.h ol Biéu mau/Két qua
: nhi¢m glan
Tiép nhan hd so:
- Truong hop hd so chua day du,
hop 1¢: Hudng dan ngudi ndp ho
so bd sung, hoan thién theo quy | Cong churc Gid hanh Mau 01; 02, 03 (ncu
Bl | dinh, nfu khong b6 sung hoan | Tu phap - chinh cd); 06 va Ho so theo
thién dugc thi tir choi tiép nhan | Ho tich muc 2.3
ho so.
- Truong hop hd so day du, hop
1¢ thi tiép nhan ho so.
Kiém tra, xem xét ho so:
- Néu du dicu kién: Ghi ndi dung
k_hal 5131h vao S? Qa}ng }<y khkal Miu 05
sinh, cap nhat dit liéu vao phan Co he i = )
mém ho tich, in du thio Gidy | CON& chuc .| Du thdo Gidy khai
B2 | vhai sinh Tu phap - 02 gid |sinh hodc van ban
7 ' o) . HA t. h 0 ] O ]
- Néu khong du didu kien: Du | °"° ggﬂ%’qgj‘) khong du
thdo van ban thong bao khong du i
diéu kién;
Trinh ldnh dao UBND cép xa.
Mau 05;
, 1A . eae .. | Lanh dao o
B3 Ky du thao két qua giai quyét UBND 01 oios Giay khai sinh hoac
thit tuc hanh chinh tai B2. o B9 1 Van" ban théng béo
cap xa khong du didu kién
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, Mau 05;
Phat hanh van ban va trakét qua | o G.Eiu TR
B4 | cho cong chiic Tu phap - HO | . & 01 gio lay xhal SIni-Roac
p Van phong van ban thong bao
ich. A s A A 1A
khong du diéu kién
3 U R , Mau 01, 06;
Chuyén nguti dan ky vao S6 | Cong chue | i psih | Gisy khai sinh hodc
B5 | dang ky khai sinh va trd két qua, | Tu phép - . - \ N ;
thu 1€ phi theo quy dinh. Ho tich chinh van ban thong bao
i i T khong du dicu kién
* Truong hop hé so khong xit Iy dwoc trong ngay lam viéc hodc trong ngay lam
viée tiép theo (doi voi ho so nhdn sau 15 gio), trong ngay hen tra két qua, cong
chire Tw phap - Ho tich trinh Chu tich UBND cap xa ky ban hanh phiéu xin 16i va
hen lai ngay tra két qua deé gui cho to chure, ca nhan.
3 |BIEUMAU
o]
Mau 01 Mau 01.docx
Gidy tiép nhan ho so va hen tra két qua
o]
Mau 02 M3u 02.docx
Phiéu yéu cau b6 sung hoan thién ho so
=
Mau 03 Mau 03.docx
Phiéu tir chdi tiép nhan giai quyét ho so
]
Mau 04 Mau 04.docx
Phiéu xin 16i va hen lai ngay tra két qua
]
Mau 05 Mau 05.docx
Phiéu kiém soét qua trinh giai quyét ho so
o]
Mau 06 MAu 06.docx
S6 theo ddi ho so
el
BM.HT.02.01 BM.HT.02.01.docx
To khai dang ky khai sinh
|
BM.HT.02.02 BM.HT.02.02.docx
Vian ban cam doan
4 |HOSOLUU:
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Mau 01; 02, 03, 04 (néu c6); 06 luu tai Bo phan Tiép nhan va Tra két qua cua
UBND cap xa. Mau 01, 05 luu theo ho so;

- HO so dau vao theo muc 2.3;

- S6 dang ky khai sinh;

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

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

HO6 so dugc luu tai UBND cép x4, thoi gian luu trit S6 dang ky khai sinh 13 vinh vién, con
cac giay to khac thyc hién luu theo quy dinh cua Luat H9 tich va cac van ban hudng dan

thi hanh.
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3. Ping ky khai sinh cho ngudi di ¢ ho so, gidy to ca nhin

KY HIEU QUY TRINH QT.HT.03
NOI DUNG QUY TRINH

2.1 | Diéu kién thuc hién TTHC:
Cong dan Viét Nam cu tra trong nudc, sinh trude ngay 01/01/2016, chua dugce
dang ky khai sinh nhung déd c6 ho so, gidy to ca nhan (ban chinh hodc ban sao
dugc ching thuc hop 1¢) nhu: Glay to tuy than; S6 ho khau S6 tam tra; gidy to
khac do co quan nha nudc c6 thAim quyén cua Viét Nam cép.

2.2 | Cach thirc thyuce hién TTHC:
- Ngudi ¢6 yéu cau ding ky khai sinh truc tiép thuc hién hodc Gy quyén cho ngudi
khac thyc hién viéc dang ky khai sinh.
- Truc tiép tai Bo phén Tiép nhan va Tra két qua cua Uy ban nhén dan (UBND)
cap xa hoac qua hé thong buu chinh hodc gt qua hé thong dang ky truc tuyén.

5 A 1A A Ban Ban

2.3 | Thanh phan ho so, bao gom: chinh sa0

*Gidy to phai ndp:
- To khai ding ky khai sinh, theo mau BM.HT.03.01; X

Vin ban cam doan cta ngudi yéu cu vé viéc chua duoc ding
ky khai sinh theo mau BM.HT.03.02;

Toan bd ho so, gidy to clia ngudi yéu cau hodc hd so, gidy to,
tai liéu khac trong d6 c6 cac thong tin lién quan dén noi dung
khai sinh ctia nguoi d6, gdbm: Gidy CMND, Thé cin cudc cong
dan hodc Ho chiéu; S6 ho khau, SO tam tra, gidy to chimg minh
vé noi cu tra; Bang tot nghiép, Gidy chimg nhén, ching chi,
hoc ba, ho so hoc tap do co quan dao tao, quan ly gido duc co
tham quyén cép hodc xac nhan; Gidy to khac c6 thong tin vé X
ho, chir dém, tén, ngay, thang nim sinh cta ca nhan; Gidy to
chuing minh quan hé cha, me, con;

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

Vin ban xac nhin cta Thu trudng co quan, don vi vé viéc
nhirng ndi dung khai sinh gém ho, chit dém, tén; gidi tinh; ngay,
thang, ndm sinh; dan tdc; quéc tich; qué quén; quan hé cha, me,
con phtt hop véi hd so do co quan, don vi dang quan 1y ddi véi
truong hop ngudi yéu ciu dang ky khai sinh 1a can bo, cong
chuc, vién chuc, nguoi dang cong tac trong luc lugng vii trang;

Truong hop uy quyén cho ngudi khac 1am thay thi phai ¢6 vin
ban uy quyén duoc cong ching, ching thyc theo quy dinh cua X
phap luat. Truong hop nguoi duge uy quyeén la ong, ba, cha,
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me, con, vg, chong, anh, chi, em rudt cia nguoi uy quyén thi
van ban uy quyén khong phai chung thuc;

Gidy to chimg minh thudc gia dinh c6 coéng véi cach mang,
nguoi thudc ho ngheo, ngudi khuyet tat (néu o).

* Gidy to phai xuat trinh:

M0t trong cac gidy to chirmg minh nhan than la Gidy CMND,
H6 chiéu, Thé can cudc cong dan hodc gidy to khac co dan anh

i va thong tin c4 nhan do co quan c6 thim quyén cp, con gia tri X
sir dung cua nguoi yéu cau dang ky khai sinh;
i Gidy to chimg minh noi cu tri dé xac dinh tham quyen dang ky X

khai sinh (chi 4p dung trong giai doan chuyén tiép).

*Luu y:

- Truong hop giri hé so qua hé thong bueu chinh thi phdi giri kém theo ban sao c6
chiing thuc céc gidy to phdi xudt trinh.

- Doi véi gidy to ndp, xudt trinh'

+ Truwong hop ngudi yéu cau ndp gidy to la ban sao dwoc cdp tir s6 goc hodc ban
sao dwogc ching thyc tir ban chinh thi nguoi tiép nhdn hé so khong dwoc yéu cau
xudt trinh ban chinh; néu nguoi yéu cau chi ngp ban chup va xudt trinh ban chinh
thi nguwoi tiép nhan ho so kiém tra, doi chiéu ban chup voi ban chinh va ky vao
ban chup xdc nhdn vé viéc da doi chiéu néi dung gidy to dé, khéng dwoc yéu cau
nguoi di ddng ky nép bdn sao gidy to do.

+ Poi véi gzay to xudt trinh khi dang ky hé tich, nguoi tiép nhdn cé trach nhiém
kiém tra, doi chiéu véi thong tin trong to khai, chup lai hodc ghi lai thong tin dé
lieu trong hé so va tra lai cho nguoi xudt trinh, khong dwoc yéu cau nép ban sao
hodc ban chup gidy to do.

+ Ngueoi tiép nhén cé trach nhiém tiép nhan ding, @i hé so dang ky ho tich theo
quy dinh cia phdp ludt ho tich, khéng dwoc yéu cau nguoi ding ky ho tich ndp
thém gidy to ma phdp ludt hé tich khéng quy dinh phdi nép.

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

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

2.4 | S6 lwong ho so: 01 bd
Thoi han giai quyét: 05 ngay lam viéc, ké tir ngay nhan du hd so hop 18.
o5 Trong truong hop phai xac minh thi thoi han giai quyét khong qua 25 ngay lam
' viéc (khong tinh thoi gian giri van ban yéu cau va thoi gian tra 10i két qua xac
minh).
g | Dia diém tiép nhan ho so va tra két qua giai quyét TTHC:
"~ | Bo phan Tiép nhan va Tra két qua cia UBND cép xa
2.7 | Co quan thue hién: UBND cép x4 noi ngudi yéu cau dang ky khai sinh cu tri.
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Co quan c6 tham quyén quyét dinh: UBND cap x3 noi ngudi yéu cau dang ky
khai sinh cu tra.

Co quan dwoc iy quyén: Khong.

Co quan phdi hop: UBND cip xd noi nguol yéu cau dang ky khai sinh cu tra
trude day; Co quan cong an c6 tham quyén.

2.8 | Poi twong thuwe hién TTHC: C4 nhan
Két qua giai quyét TTHC:

THE HO so dii diéu kién: Gidy khai sinh (01 ban chinh). S6 lugng ban sao Gidy khai

' sinh theo y€u cau.

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

2.10 | Quy trinh xi ly cong viéc

T Trinh t Trach | Thoi | poe miw/Két qua

: nhi¢m glan

Tiép nhan ho so: Cong chure Gi0o Mau 01, 02 (néu co),
- Truong hop hd so chwa day da, | Tu phap - hanh 06 va Ho so theo
hop 1&: Huéng dan ngudi nop ho | HO tich chinh muc 2.3
s0 bd sung, hoan thién theo quy

B1 | dinh, néu khong bd sung hoan
thién dugc thi tir chdi tiép nhan
hé so.;
- Truong hop hé so day du, hop
1¢ thi tiép nhéan hd so.
Kiém tra, xem xét ho so: Cong chirc Mau 05;
- Truong hop khéng phuc tap: | Ty phap - Dy thao giy khai
Kiém tra ho so; Ghindi dungkhai | Hg tich | 04 ngay sinh;
sinh vao SO dang ky khai sinh,
cap nhap dir liéu vao phan mém
ho tich, in dy thao Gidy khai sinh,
trinh 1anh dao UBND cép xi,
chuyén sang thuc hién buéc BS.
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B2

- Truong hop phtrc tap thi Cong
chtic Tu phap - HO tich c6 van
ban dé nghi UBND cip xi noi
ngudi yéu cau dang ky khai sinh
cu tra trude ddy tién hanh kiém
tra, xac minh va tra 161 bang van
ban vé viéc ngudi yéu cau da
dugc dang ky khai sinh hay chua
duoc dang ky khai sinh; viéc con
luu gitt hoac khong luu gitr duoc
s6 ho tich.

- Trudng hop gidy to cua ngudi
yéu cau ding ky khai sinh khong
c6 thong tin chirng minh quan hé
cha, me, con thi cong chuc Tu
phap - Ho tich tham muu van ban
dé nghi co quan coéng an c6 thAm
quyén xac minh.

Thuc hién cac buoc tié}) theo

Cong chirc
Tu phap —
HO tich,
Lanh dao
UBND cap
xa, Van
thu

02 ngay

Mau 05; van ban dé
nghi x4c minh

B3

UBND cép xd va Co quan cong
an co tham quyén noi nhén duge
yéu cau x4c minh tién hanh kiém
tra, xAc minh va tra 10i bang van
ban vé viéc ngudi yéu cau da
duogc dang ky khai sinh hay chua
dugc dang ky khai sinh; viéc con
luu gitr hodac khong luu gitt dugc
50 ho tich.

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

20 ngay

Vin ban tra 101 két
qua xac minh

B4

* Nhan két qua xac minh:

- Néu du diéu kién: Vao S6 ding
ky khai sinh, nhép dir liéu vao
phan mém ho tich, in du thio
Gidy khai sinh;

- Néu khong du diéu kién: Du
thdo van ban thong bao khong du
diéu kién cap gidy khai sinh;
Trinh ldnh dao UBND cép xA.

* Truong hop co quan cong an
tra loi khong co thong tin hodc
hét thoi han xdc minh ma khéng
co van ban tra loi thi Cong churc
Tw phap - Ho tich cho nguoi yéu
cau dang ky khai sinh ldp van
ban cam doan vé théng tin cia
cha, me va xdc dinh noi dung

Cong chure
xur Iy ho so

02 ngay

Mau 05;
Dy thio Gidy khai
sinh hodc van ban
thong bao khong du
diéu kién cap gidy
khai sinh; Van ban
cam doan vé thong tin
cua cha, me, con cua
nguoi dang ki khai
sinh (néu co).
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khai sinh theo van ban cam
doan. Dong thoi tien hanh cac
budrc giai quyét theo quy dinh.

Mau 05; Gidy khai

Ky duyét dy thao két qua giai | onn 420 smh hoge Van ban
B5 Y cuyer & qua g UBND cap | 0,5 ngay | thong bao khoéng du
quyet TTHC. ~ ‘X A - - &
xa diéu kién cap giay
khai sinh
Phét hanh van ban va tra két qua | Cong chirc | 0,5 ngay Mau 05, 06;
cho cong chirc Tu phap - HO tich. | Van phong Gidy khai sinh hoic
B6 Véan ban thong bao
khong du diéu kién
cap giay khai sinh.
Chuyén ngudi dan ky vao S6 | Congchiic |  Gio Mau 01, 06;
dang ky khai sinh va trd két qud, | Tu phap - hanh | Gidy khai sinh hoic
B7 | thu ¢ phi theo quy dinh (néucd). | Ho tich chinh | van ban thong bao
khong da diéu kién
cap giay khai sinh.
* Truong hop hé so qud han xir Iy, trong thoi gian chdm nhat 01 ngay trudc ngay
het han xu ly, cong chircc Tu phap - Ho tich trinh Chu tich UBND cap xa ky ban
hanh phiéu xin loi va hen lai ngay tra két qua dé guri cho to chirc, ca nhan.
3 | BIEUMAU
=
Mau 01 Mau 01.docx
Gidy tiép nhan ho so va hen tra két qua
]
Mau 02 Mau 02.docx
Phiéu yéu cau bd sung hoan thién ho so
o]
Mau 03 Mau 03.docx
Phiéu tir chdi tiép nhan giai quyét ho so
o]
Mau 04 Mau 04.docx
Phiéu xin 15i va hen lai ngay tra két qua
o]
Mau 05 Mau 05.docx
Phiéu kiém soat qua trinh giai quyét ho so
]
Mau 06 Mau 06.docx
S6 theo doi ho so
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@j

BM.HT.03.01 BM.HT.03.01.docx

To khai dang ky khai sinh
=

BM.HT.03.02 BM. HT.03.02.docx
Van ban cam doan

4 |HOSOLUU

Maéu 01; 02, 03, 04 (néu c6); 06 lwu tai B phan Tiép nhan va Tra két qua cua
UBND cép xa. Mau 01, 05 luu theo ho so.

- Ho so dau vao theo muc 2.3.

- | S6 dang ky khai sinh.

- Vian ban dé nghi xac minh; Van ban tra 161 két qua xac minh (néu c0).

Vian ban cam doan vé thong tin cua cha, me, con cia nguoi dang ki khai sinh (néu
co).

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

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

Hb so duoc luu tai UBND cap x4, thoi gian luu trit S6 dang ky khai sinh 1a vinh vién, con
cac giay to khac thuc hién luu theo quy dinh cia Luat Ho tich va cac van ban hudéng dan
thi hanh.
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4. Pang ky khai sinh luu dong

KY HIEU QUY TRINH QT.HT.04

NOI DUNG QUY TRINH

2.1

Piéu kién thuc hién TTHC:

Tré em sinh ra ma cha me bi khuyét tat, 5m bénh khong thé di dang ky khai sinh
cho con; cha me bi bat, tam giam hodc dang thi hanh &n phat tt ma khong con 6ng
ba ndi, ngoai va nguoi than thich khac hodc nhirng nguoi nay khong cé diéu kién

di dang ky khai sinh cho tré.

2.2

Cach thirc thue hién TTHC:

Truc tiép tai nha riéng hodc tai dia diém t6 chirc dang ky luu dong.

2.3

Thanh phan hd so, bao gom:

Ban
chinh

Ban
Sao

* Gidy to phai nop:

To khai ding ky khai sinh, theo mau BM.HT.04.01.

Gidy chung sinh.
Truong hop khong co Glay ching sinh thi ndp van ban cua
nguoi lam chimg xac nhén vé viéc sinh; neu khong c6 nguoi lam

ching thi phai c6 gidy cam doan vé viéc sinh theo mau
BM.HT.04.02.

Vian ban xac nhan cua co s¢' y té da thuc hién k¥ thuat ho tro
sinh san cho viéc mang thai hg do6i véi truong hop khai sinh cho
tré em sinh ra do mang thai ho.

Gidy to chimg minh thudc gia dinh c6 coéng v6i cach mang,
nguoi thudc hd nghéo, nguoi khuyét tat (néu co).

* Gidy to phai xuat trinh

Mot trong cac gidy to ching minh nhén than la: Gidy CMND,
Ho chiéu, Thé cin cudc cong dan hodc gidy to khac c6 dan anh
va thong tin ca nhan do co quan c6 thim quyén cip, con gia tri
sir dung cta ngudi yéu cau dang ky khai sinh.

Gidy to ching minh noi cu tril cua nguoi cha hodc ngudi me dé
ching minh thdm quyén dang ky khai sinh (chi &p dung trong
giai doan chuyén ti€p).

Giéy chirng nhan két hon cua cha, me tré em (néu cha, me co
dang ky két hon; chi ap dung trong giai doan chuyén tiép).

* Luu y:
- Déi Véi viée xdac dinh ho, dan téc, dat tén cho tré:

+ Viée xac dinh ho, dan tgc, dat tén cho tré em phai phu hop Vai phap lugt va yéu
cau gi gin ban sdac dan téc, tap quan, truyén thong vin héa tot dep cua Viéet Nam;

khong dat tén qué dai, kho su dung.
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+ Truwong hop cha, me khong théa thudn dwoc vé ho, dan téc, qué qudn ciia con
khi dang ky khai sinh thi ho, dan toc, qué quan cua con dwoc xdc dinh theo tdp
quan nhung phai bao dam theo ho, dan toc, qué quan cua cha hodc me.

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

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

- Truong hop nguoi yéu cau khong biét chir thi cong chirc tw phap - ho tich tric
tiép ghi To khai, sau dé doc cho nguoi yéu cau nghe lai néi dung va hwdng dan
ngueoi dé diém chi vao To khai. Khi tra két qua dang ky ho tich, céng chire t phdp
- ho tich phai doc lai noi dung Gidy khai sinh cho nguoi yéu cau nghe va huong
dan ngwoi dé diém chi vao S6 déing ky khai sinh.

2.4 | S6 lwong ho so: 01 bd
2.5 | Thoi han giai quyét: Trong 05 ngay 1am viéc, ké tir ngay nhan du ho so hop 1é.
Pia diém tiép nhin ho so va tra két qua giai quyét TTHC:
26 4 . N eA - . . « R AR I - ’ A
Truc ti€p tai nha riéng hoac tai dia di€m t6 chirc dang ky luu dong.
Co quan thye hién: UBND cip x4 noi cu tra cia nguoi cha hodc nguoi me.
Co quan c6 thim quyén quyét dinh: UBND cap xa noi cu tra ctia ngudi cha
2.7 | hodc nguoi me.
Co quan dwoc iy quyén: Khong.
Co quan phdi hop: Khong.
2.8 | Poi twong thwe hién TTHC: C4 nhan.
Két qua giai quyét TTHC:
29 |- HO so du diu kién: Gidy khai sinh (01 ban chinh); S6 lugng bén sao Gidy khai
' sinh theo yéu cau.
- Ho so khong du diéu kién: Vin ban thong bao khong du diéu kién.
2.10 | Quy trinh xi ly cong viéc
TT Trinh tw TriCh Thoi gian Biéu maﬁu/Ket
’ nhi¢m qua
Tiép nhan ho so:
Tai dia diém ding ky ho tich luu
dong, cong chirc Tu phap - HO <
¥ s . o T h x
tich huéng din ngudi yéu ciu ons s | Mau 01; 02, 03
dién ddy di théng tin trong T | Cong chirc hé%] ; Cfmh (néu co), 06 va
Bl | khai dang ky khai sinh; kiém tra | Tu phap - HoO so theo muc

tuy theo thuc

X o123

tién thuc hién
nhiém vu

cac gidy to 1am co so cho viéc | HO tich
dang ky khai sinh, viét Phiéu
tiép nhan ho so.

Truong hop ngudi yéu ciu
khong biét chir thi cong chirc Tu
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phép - Ho tich tryc tiép ghi To
khai, sau d6 doc cho ngudi yéu
cau nghe lai ndi dung va huéng
dan nguoi d6 diém chi vao To
Kkhai.

Kiém tra, xem xét ho so:

- Néu da diéu kién: Ghi noi
dung khai sinh vao Sb ding ky
khai sinh, cap nhap dir li¢u vao

Mau 05
Dy thao Gidy
khai sinh hoac

phin mém ho tich, in du thao | COn8 chic | du thao Van ban
B2 X . Tu phap - 3,5 ngay A . n
Glary khai sinh. ‘ H6 tich thdng bao khong
- Néu khong du diéu kién: Dy thao T du diéu kién
Van ban thong bao khong du diéu dang ky giay
kién. khai sinh.
Trinh ldnh dao UBND cép xa.
Mau 05
~ Dy thao Gidy
; . ., | Lanh dao '
Ky du thao két qua giai quyét ‘2 5 khai sinh hoac
B3 | thii tuc hanh chinh. UBND cap OLNgaY | 4 thio Van ban
thdng bao khong
dua diéu kién
Cong chue Mau 05, 06:
Phat hanh van ban va tra két qua Van Dy thao Giay
B4 cho cong chirc Tu phap - Ho tich | phong; 0,5 ngay khai sinh hodc
dé deén tra két qua cho nguoi | Cong chirc ’ du thdo Vin ban
dan. ho tich tu thdng bao khong
phap dua diéu kién
Chuyén ngudi dan ky vao S6
dang ky khai sinh va tra két qua
cho conA’g da’n, thu 1€ phi theo quy Trong hodc | Miu 01, 06
dinh (néu c9). s , iy
Truong hop ngudi yéu cau | Cong chirc ngoat glo Dy ~thao  Gidy
TOng J0p nguvl yeu cdl . hanh chinh | khai sinh hodc
B5 | khong biét chit, khi tra két qua, | Tuphap- | . e
o . . AL X tuy theo thuc | dy thao Van ban
cong chirc Tu phap - Ho tichdoc | Ho tich i3 s o . A
.o iy A ien thyc hién | thong bao khong
lai nd1 dung Giay khai sinh cho A RS WA
ATy o nhiém vy | du diéu kién
nguoi yéu cau nghe va huong
dan nguoi do diém chi vao So6
dang ky khai sinh.
* Truong hop ho so qud han xit Iy, trong thoi gian chdm nhdt 01 ngay trudc ngay
hét han xit Iy, cong chire Tu phap - Ho tich trinh Chu tich UBND cdp xa ky ban
hanh phiéu xin 16i va hen lai ngay trd két qua dé giri cho t6 chire, cd nhan.
3 | BIEUMAU
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@D

Mau 01 M3u 01.docx

Gidy tiép nhan ho so va hen tra két qua

]
Mau 02 Mau 02.docx
Phiéu yéu cau bd sung hoan thién ho so
]
Mau 03 Mau 03.docx
Phiéu tir chdi tiép nhan giai quyét ho so
o]
Mau 04 MAu 04.docx
Phiéu xin 16i va hen lai ngay tra két qua
]
Mau 05 Mau 05.docx
Phiéu kiém soat qua trinh giai quyét ho so
]
Mau 06 Mau 06.docx

S6 theo ddi ho so

@j

BM.HT.04.01 BM.HT.04.01.docx

To khai dang ky khai sinh
o]

BM.HT.04.02 BM. HT.04.02. docx

Van ban cam doan

4 |HOSOLUU:

Méu 01; 02, 03, 04 (néu c6); 06 luu tai BO phan Tiép nhan va Tra két qua cua
UBND cap xa. Mau 01, 05 luu theo ho so;

- Ho6 so dau vao theo muc 2.3;

- | S6 dang ky khai sinh;

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

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

H6 so duoc luu tai UBND cép x4, thoi gian luu trit S6 dang ky khai sinh 13 vinh vién, con
cac giay to khac thyuc hién luu theo quy dinh ctia Luat Ho tich va cac van ban hudong dan
thi hanh.
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5. Lién thong cac thii tuc hanh chinh vé diing ky khai sinh, ding ky thwong tri, cip
thé bao hiém y té cho tré em dwdi 06 tuoi

KY HIEU QUY TRINH QT.HT.05

NOI DUNG QUY TRINH

2.1 | Piéu kién thye hién TTHC: Khong.

2.2 | Cach thirc thue hién TTHC:

Nguoi c6 yéu cau thyc hién truc tiép hodc ty quyén cho nguoi khac thyc hién tai
Uy ban nhan dan (UBND) cap xa hoac gui qua hé thong dang ky truc tuyen.

2.3 | Thanh phén ho so, bao gom: Cl;?r?h ]:aﬁ:
* Gidy to phai ndp:
- To khai ding ky khai sinh, theo mau BM.HT.05.01; X
_|Phicu bio thay doi ho khau, nhan khau, theo mau|
BM.HT.05.02;
- To khai tham gia bao hiém vy té, theo mau BM.HT.05.03; X

Gidy chung sinh do co s6 y té noi tré em sinh ra cip; néu tré em
sinh ra ngoai co sd y té thi gidy chimg sinh duoc thay bang vin
ban xac nhan cua nguoi lam chung; trudng hop khong c6 nguoi X
lam ching thi ngudi di khai sinh phai lam giay cam doan theo
mau BM.HT.05.04 vé viéc sinh 1a c6 that. P6i voi trudng hop
tré em bi bo roi thi ndp bién ban vé viéc tré em bi bo roi thay cho
gidy chimg sinh;

Truong hop dang ky khai sinh cho tré em sinh ra do mang thai
ho thi nop thém van ban xac nhan cua co s y té da thuc hién
k¥ thuat hd trg sinh san cho viéc mang thai ho.

S6 ho khau.

Trudng hop tré em c6 cha, me nhung khong dang ky thuong tra
cung cha, me ma dang ky thuong tra cung voi ngudi khac thi
phai co y kién bang van ban cua cha, me, cd6 xac nhan cua

UBND cip x4; y kién déng ¥ ctia chi ho va S6 ho khau ctia chil
ho;

Truong hop ty quyén cho ngudi khac 1am thay thi phai c¢6 vin
ban Gy quyén dugc ching thuc theo quy dinh cta phép lut.
Truong hop nguoi di dang ky khai sinh cho tré em la 6ng, ba,
nguoi than thich khac thi khong phai c6 van ban uy quyén cua
cha, me tré em, nhung phai thong nhit v4i cha, me tré em vé
cac ndi dung khai sinh;

Gidy to ching minh thudc gia dinh c6 cong véi cach mang,
ngudi thude hd ngheo, nguoi khuyét tat (n€u co).

* Gidy to phai xuit trinh:
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M0t trong cac gidy to ching minh nhan than la Gidy CMND,
Ho chiéu, Thé cin cudc cong dan hodc gidy to khac co dan anh

- X
va thong tin ca nhan do co quan co tham quyén cap, con gia tri
sir dung ctia nguoi yéu cau;

i Gidy chimg nhan két hon cua cha, me tré em (néu cha, me co X

dang ky két hon; chi ap dung trong giai doan chuyén tiép).

* Lueu ¥ khi nép ho so:

- Trwong hop giri ho so qua hé thong buu chinh thi phdi giri kém theo bdn sao cé
chitng thuec céc gidy to phdi xuat trinh.

- Béi Véi gidy to ngp, xudt trinh:

+ Truong hop nguoi yéu cau ndp gidy to la ban sao dwoc cdp tir sé goc hodc ban
sao dwgc chimg thuc tir ban chinh thi nguoi tiép nhdn hé so khong duwoc yéu cdu
xudt trinh ban chinh; néu nguoi yéu cau chi nop ban chup va xudt trinh ban chinh
thi nguoi tiép nhdn ho so kiém tra, ddi chiéu ban chup voi ban chinh va ky vao
ban chup xdc nhdn vé viéc da doz chiéu néi dung gidy to do, khéng dwoc yéu cau
ngueoi di dang ky nép bdn sao gidy to do.

+ Déi véi gidy to xudt trinh khi dang ky hé tich, nguwoi tiép nhdn c6 trach nhiém
kiém tra, doi chiéu véi thong tin trong to khai, chup lai hodc ghi lai théng tin dé
liru trong ho so va tra lai cho ngudi xudt trinh, khéng dwoc yéu cau nép ban sao
hodic ban chup gidy to do.

+ Ngueoi tiép nhan c6 trach nhiém tiép nhdn diing, di hé so ding ky hé tich theo
quy dinh cua phap ludt hé tich, khéng diwoc yéu cau nguwoi dang ky hé tich nép
thém gidy to- ma phap ludt hé tich khéng quy dinh phdi nép.

- Déi V6i viée xdc dinh ho, dan téc, dat tén cho tre:

+ Viéc xdc dinh ho, dan téc, dat tén cho tré em phdai phu hop vai phap lugt va yéu
cau giir gin ban sdac dan téc, tap quan, truyén thong vin héa tét dep cua Viét Nam;
khong dat tén qua dai, kho su dung.

+ Truong hop cha, me khdng théa thudn dwroc vé ho, dan téc, qué quan cua con
khi dang ky khai sinh thi ho, dan téc, qué quan cua con duoc xdc dinh theo tdp
quan nhung phdi bao dam theo ho, dan téc, qué quan cua cha hogc me.

- Truong hop cho phép nguoi Yeu cau dang ky hé tich ldp van ban cam doan vé
ngi dung Yeu cdu dang ky hé tich thi co quan dang ky hé tich phdi gidi thich rd
cho nguwoi ldp van ban cam doan vé trach nhiém, hé qua phap Iy cua viéc cam
doan khong dung su that.

Co quan dang ky ho tich tir choz gidi quyét hodc dé nghi co quan c¢é tham quyén hity
bo két quad déing ky hd tich, néu c6 co sé xdc dinh ni dung cam doan khéng diing suw
that.

2.4 | S0 lwgng ho so: 01 bd
Thoi han gidi quyét: Khdng qua 10 ngay 1am viéc, ké tir ngay nhan du ho so hop
1€, trong do:

2.5 |-Uyban nhan dan cap xa: Thyc hién dang ky khai sinh ngay trong ngay; truong

hop hé so tlep nhén sau 15 gio ma khong giai quyét duoc ngay trong ngay thi tién
hanh giai quyét trong ngay lam viéc tiép theo.
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Sau khi dang ky khai sinh xong, UBND cép x4 c6 trach nhiém 1ap va chuyén ho
so dang ky thuong tri va ho so cap thé bao hiém y té cho tré em dudi 06 tudi dén
co quan c6 thim quyén trong thoi han 01 ngay lam viéc.

- Co quan diang ky cu tri va Bao hiém xa hoi cap huyén thyc hién dong thoi viée
ding ky thudng tra va cap thé bao hiém y té cho tré em dudi 06 tudi trong thoi
han cu thé nhu sau:

+ Co quan dang ky cu tri: Khong qua 07 ngay lam viéc.

+ Bao hiém x3 hoi cAp huyén: Khong qua 05 ngay lam viéc.

Truong hop hd so chua dung quy dinh ma UBND cép xi phai hoan thién ho so
theo yéu cau clia co quan ding ky cu tr, Bao hiém x4 hoi thi thoi han giai quyét
duoc kéo dai thém khong qué 01 ngay lam viéc.

Ddi v6i cac xa cach xa tru s& co quan Bao hiém xa hoi cip huyén hodc co quan
dang ky cu tra tir 50 km trd 1én, giao thong di lai khé khan, chua dugc két ndi
Internet thi thoi han tra két qua duoc kéo dai thém nhung khong qua 03 ngay lam
viéc.

Pia diém tiép nhan hd so va tra két qua giai quyét TTHC: B6 phan Tiép nhan

2 | V2 Tra két qua cila UBND cép xa.
Co quan thye hién: UBND cAp x3, co quan ding ky cu tra va Bao hiém xa hoi
cap huyén.
57 Co quan c6 tham quyén quyét dinh: UBND cép x4, co quan ding ky cu tri va
' Bédo hiém xa hoi cap huyén.
Co quan dugc ity quyén: Khong.
Co quan phdi hop: Khong.
2.8 | Doi twgng thye hign TTHC: C4 nhan
Két qua giai quyét TTHC:
29 |- H{ so di diéu kién: Gidy khai sinh, S6 ho khau da déng ky thudng tra cho tré
' em, Thé bao hiém y te.
- Ho so khong du diéu kién: Vin ban théng bao khong du diéu kién.
2.10 | Quy trinh xir ly cong viéc
TT Trinh ty Trach | ot gian | Biéu miw/Két qua
: nhi¢m
Tiép nhan ho so
- Truong hop hd so chua day
du, hop 1¢&: Huong dan ngudi
ndp ho so bd sung, hoan thiér} Cong chuce Gis hanh Mau 01; 02, 03 ‘(néu
Bl |theo quy dinh, néu khong b6 | Tu phap - chinh cd); 06 va HO so
sung hoan tbién duocthittrchoi | HO tich theo muc 2.3
ti€ép nhan ho so.
- Truong hop ho so ddy du, hop
1€ thi tiép nhan ho so.
Kiém tra, xem xét hd so: Cong chtrc Mau 05;
B2 | - Truong hop du diéu kién: Ghi | Tu phap - 02 gi6 | Dy thio Gidy khai
vao SO dang ky khai sinh, cap | HO tich sinh hodc du thdo
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nhat vao phﬁn mém ho tich, in
du thao Giay khai sinh.

van ban thong béo
khong du diéu kién

- Trudng hop khong du didu cap gidy khai sinh
kién: Du thao van ban thérllg
bdo khong du di€u kién cap
gidy khai sinh.
Trinh lanh dao UBND cép xa.
Mau 05;
Lanh dao Qiéyhlfhalil S}l’lh Cl:la
B3 | Ky duyét két qua tai buc B2. | UBND cAp | 0Lgiy |8 Mhafl nodc vah
i ban  thong  bao
khong du diéu kién
cap giay khai sinh
Mau 05;
Ph4t hanh vin ban va chuyén| .. . Gidy khai sinh cua
X o . .| Cong chuc . ca nhan hoac van
B4 | két qua cho cong chtrc Tu phap | . \ 01 gio . . ,
o IO N Vian phong ban thong Dbao
- Ho tich d€ tra cho nguodi dan. . R
khong du diéu kién
cap gidy khai sinh
Tra két qua dang ky khai sinh:
- Truong hop du diéu kién:
C}luyet} nguoi dan }<y vao Sq Miu 05, 06:
dang ky khai sinh, trd Giay khai | . . iy . -
: A o1 . Cong churc s Giay khai sinh hodc
sinh, thu 1¢ phi theo quy dinh . G106 hanh N . :
BS I Tu phap - ; Van ban thong bao
(néu co). AL chinh A AT A
. . . H¢ tich khong du diéu kién
- Truong hop khong du diéu chp gidy khai sinh.
kién: Tra van ban thong bao
khong du diéu kién cap gidy
khai sinh cho ca nhan.
’ 01 ngay
Truong hop da duge cap giay N
khai sinh: Lap ho so dang ky (Dbi voi xa Mau 05;
thuong tr, ho so de nghi cap | Cong chirc | cach xa tru H6 so ding ky
B6 | the bao hiem y t va chuyen ho | Twphdp - | ¢ co quan | thuong tra, hd so dé
so dén co quan dang ky cu trd | Hotich | PK cu trr, | nghi cép thé bao
va Bdo hiém xa hdi cap huyén. co quan hiém y té.
BHXH
>50Km: 03
hgay)
Kiém tra ho so, thuc hiér} viéc| Coquan |+ Co quan S6 ho khau da dang
B7 dang ky thuong tri va cap thé | dang ky cu | dang ky cu | ky thuong tra cho
bao hiém y t€ cho tré em dudi | tra va Bao | tra: 07| tr¢ em, Thé bao
06 tudi hiém xa | ngay hiém y té
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héicdp [+ BHXH
huyén cap huyén:
05 ngay

Chuyen két qua dang ky thuong
tri1 va cap thé bao hlem y té cho
tré em dudi 06 tudi cho UBND | Co quan

cap xa dang ky cu
Luu ¥: Néu khéng dv diéu kién | tra va Bao

Mau 05;
S6 ho khau di ding
ky thuong tri cho

B8 , . . PO Olngay |tré em, Thé bao
thii tuc nao thi co quan dé xday | hiém xa .2 L1 s s
. , p Ry A A hiém y t€ hodc Van
dung thong bao khong du diéu hoi cap \ o ,
A ban thong bao
kién gidi quyét thii tuc hanh huyén Khone di dicu kien
chinh giri cho UBND cdp xa dé & o
théng bdo cho nguwoi dan biét
Mau 01, 06;
S6 ho khau da ding
Tra két qua cho ca nhan va vao Cong C,h Y| Gio hanh kY thuong t1:u CI}O
BY 1S4 theo doi hé so Tuphap - oy | tre_em: The bao
Ho tich hiém y té hodc Van
ban thong bao
khong du dieu kién.
* Truong hop ho so qud han xi Iy, trong thoi gian chdm nhdt 01 ngay trudc ngay
hét han xir ly, cong chirc Tw phdp - Ho tich trinh Chu tich UBND cdp xa ky ban
hanh phieu xin 10i va hen lai ngay tra két qua dé guri cho to chirc, cda nhan.
3 | BIEUMAU
=
Mau 01 Mau 01.docx
Gidy tiép nhan ho so va hen tra két qua
]
Mau 02 Mau 02.docx
Phiéu yéu cau bd sung hoan thién hd so
o]
Mau 03 Mau 03.docx
Phiéu tir chdi tiép nhan giai quyét ho so
o]
Mau 04 Mau 04.docx
Phiéu xin 15i va hen lai ngay tra két qua
o]
Mau 05 Mau 05.docx
Phiéu kiém soat qua trinh giai quyét hd so
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@H

Mau 06 MAu 06.docx
S6 theo dbi ho so
0
BM-HT-05-01 BM.HT.05.01.docx
To khai dang ky khai sinh
=
BM.HT.05.02 BM.HT.05.02.docx
Phiéu béo thay d6i ho khau, nhan khau
T& khai tham gia, diéu chinh thong tin bao hiém x3d hoi, bao
W
BM.HT.05.03 'jj
BM.HT.05.03.docx
hiém y té
e
BM.HT.05.04

BM.HT.05.04.docx
Van ban cam doan

4 |HOSOLUU:

Mau 01; 02, 03, 04 (néu c6); 06 luu tai B6 phan Tiép nhan va Tra két qua cua
UBND cap xa. Mau 01, 05 luu theo ho so;

- Ho so dau vao theo muc 2.3;

- S6 dang ky khai sinh;

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

Vién ban trd 161 cua co quan cong an hodc co quan bao hiém xa hdi vé vi¢c khong
da diéu kién (n€u co);

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

H6 so dugc luu tai UBND cap x4, thoi gian luu trir S6 dang ky khai sinh 13 vinh vién, con
cac giay to khac thuc hién luu theo quy dinh cta Luat Ho tich va cac van ban hudng dan

thi hanh.
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6. Lién thong cac thii tuc hanh chinh vé ding ky khai sinh, cip thé bio hiém y té
cho tré em duéi 06 tuoi

1 | KY HIEU QUY TRINH QT.HT.06
NOI DUNG QUY TRINH
2.1 | Piéu kién thyc hién TTHC:
Khong.

2.2 | Cach thirc thyc hién TTHC:

Nguoi co yéu cau thyc hién tryc tiép hodc uy quyén cho ngudi khac thue hién tai
Uy ban nhan dan (UBND) cap xa hodc guri qua hé thong diang ky truc tuyén.

2.3 | Thanh phin hd so, bao gom: C];?r:lh I:aé:)l
* Gidy to phai ndp:
- | To khai ding ky khai sinh, theo mau BM.HT.06.01;
- | To khai tham gia bao hiém y té, theo mau BM.HT.06.02;
Gidy chtng sinh docosoy té noi tré em sinh ra cépi néu tré em sinh
ra ngoai co s¢ y té thi gidy ching sinh dugc thay bang van ban xac y

nhén cua nguoi 1am ching; truong hop khong c6 ngudi 1am ching
thi nguoi di khai sinh phai lam gidy cam doan theo mau
BM.HT.06.03 vé viéc sinh 1a c6 that. i v6i trudng hop tré em bi
b6 roi thi ndp bién ban vé viée tré em bi bo roi thay cho gidy chimng
sinh;

Truong hop dang ky khai sinh cho tré em sinh ra do mang thai ho X
thi ndp thém van ban xac nhan cta co so y t€ da thuc hién k¥ thuat
hd tro sinh san cho viéc mang thai ho;

Trudng hop Gy quyén cho ngudi khac 1am thay thi phai c6 van ban
iy quyén duoc chimg thuc theo quy dinh cua phap luat. Truong
hop nguoi di dang ky khai sinh cho tré em 1a 6ng, ba, nguoi than
thich khéc thi khong phai ¢6 van ban uy quyen cua cha, me tré em,
nhung phai thong nhat véi cha, me tré em vé cac ndi dung khai
sinh.

Gidy to chimg minh thudc gia dinh c6 cong voi cach mang, nguoi
thudc hd ngheo, nguoi khuyét tat (n€u co).

* Gidy to phai xudt trinh:

Mot trong cac gidy to chimg minh nhan than la Gidy CMND, Ho
chiéu, Thé cin cudce cong dan hodc glay to khac c6 dan anh va thong
tin ca nhan do co quan ¢ thAm quyén cip, con gia tri st dung cla
ngudi yéu cau;

Giéy chung nhan két hon cua cha, me tré em (néu cha, me c6 dang
ky két hon; chi &p dung trong giai doan chuyén tiép).
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* Luew Y khi nép hé so:

- Trueong hop gui ho so qua hé thong buu chinh thi phai gui kem theo ban sao ¢6
chwng thurc cac gidy to phal xuat trinh.

- Poi Véi gidy to' nép, xudt trinh:

+ Truong hop nguoi yéu cau ndp gidy tola ban sao dwoc cap tir s6 goc hodc ban
sao dwoc chitng thuc tiw ban chinh thi nguoi tiép nhén ho so khong duwoc yeéu cau
xudt trinh ban chinh; néu nguoi yéu cau chi ngp ban chup va xudt trinh ban chinh
thi nguoi tiép nhan ho so kiém tra, doi chiéu ban chup voi ban chinh va ky vao ban
chup xdc nhdn vé viéc da doz chiéu ngi dung gidy to Ao, khong dwoc yéu cau ngieoi
di ding ky ndp ban sao gidy to do.

+ Poi véi gidy to xudt trinh khi ddang ky hé tich, ngwoi tiép nhdn ¢ trach nhiém
kiém tra, doi chiéu véi thong tin trong to khai, chup lai hodc ghi lai théng tin dé
lieu trong hé so va trd lai cho nguwoi xudt trinh, khéng dwoe yéu cau nép ban sao
hodc bdan chup gidy to do.

+ Ngwoi tiép nhan co trach nhiém tiép nhan dung, d ho so dang ky hé tich theo
quy dinh cua phap lugt hé tich, khong droc yéu cau nguoi dang ky ho tich ngp thém
gidy to ma phap lugt hé tich khéng quy dinh phdi nép.

- Déi V6i viée xdc dinh ho, dan téc, dat tén cho tre:

+ Viéc xdc dinh ho, dan tgc, dat tén cho tré em phai phu hep véi phap ludt va yéu
cau giir gin ban sdc dan téc, tap quan, truyén thong van héa tét dep cua Viét Nam;
khong dat tén qué dai, kho sur dung.

+ Truong hop cha, me khéng thoa thudn diwroc vé ho, dan téc, qué quén cua con
khi dang ky khai sinh thi ho, dan toc, qué quan cua con dwoc xdc dinh theo tap
quan nhung phdi bao dam theo ho, dan téc, qué quan cua cha hogc me.

- Truong hop cho phép nguoi yéu cau dang ky hé tich ldp van ban cam doan vé néi
dung yéu cau déing ky hé tich thi co quan dang ky h¢ tich phai giai thich rd cho
nguoi ldp van ban cam doan vé trach nhiém, hé qua phap Iy cua viée cam doan
khong dung su that.

Co quan dang ky ho tich tie choz gidi quyét hodc dé nghi co quan cé tham quyén hiy
bo két quad dang ky hé tich, néu cé co s xdc dinh ndi dung cam doan khéng ding su
that.

2.4

S6 lwong ho so: 01 bo

2.5

Thoi han giai quyét: Khong qua 07 ngay lam viéc, ké tir ngay nhan du hd so hop
1€, trong do:

- Uy ban nhan dén cap xa: Thyc hién dang ky khai sinh ngay trong ngay; truong
hop hd so tlep nhén sau 15 gio ma khong giai quyét duoc ngay trong ngay thi tién
hanh giai quyét trong ngay lam viéc tiép theo

Sau khi dang ky khai sinh xong, UBND c4p x4 c6 trach nhiém lap va chuyén ho so
cap thé bao hiém y té cho tré em dudi 06 tudi dén Bao hiém xa hoi cip huyén trong
thot han 01 ngay lam viéc.

- Bao hiém x4 hoi cap huyén thyc hién cip thé bao hiém y té cho tré em dudi 6 tudi
trong thoi han 05 ngay lam viéce.
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Truong hop ho so chua dung quy dinh ma UBND cap xa phai hoan thién ho so theo
yéu cu ctia Bao hiém xa hoi thi thoi han giai quyét duge kéo dai thém khong qua
01 ngay lam viéc.

Déi véi cac xi cach xa tru s co quan Bao hiém xa hoi cip huyén tir 50 km tré 1én,
giao thong di lai kho khan, chua dugc két ndi Internet thi thoi han tra két qua dugc
kéo dai thém nhung khong qué 03 ngay lam viéc.

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

26 Bo phéan Tiép nhan va Tra két qua cia UBND cép x4.
Co quan thue hién: UBND cip x3 va Bao hiém xa hoi cap huyén.
57 Co quan c6 thim quyé‘n quyét dinh: UBND cip x4 va Bao hiém x3 hoi cAp huyén.
"~ | Co quan dwoc iy quyen: Khong.
Co quan phdi hep: Khong.
2.8 | Poi twong thwe hién TTHC: Ca nhan
Két qua giai quyét TTHC:
2.9 |- Hb so du diéu kién: Gidy khai sinh, Thé bao hiém y té.
- Ho so khong du diéu kién: Vin ban théng bao khong du diéu kién.
2.10 | Quy trinh xir ly cong viéc
TT Trinh tu Trﬁch T.h ol Biéu mau/Két qua
nhi¢m glan
Tiép nhan hd so:
- Truong hop h6~so chua day du,
hop 1&: Huong dan ngudi nop ho N )
50 bd sung, hoan thién theo quy | Cong chirc Gid hanh Méu 01; 02, 03 (néu
Bl dmh, néu khéng bo sung hoan | Tu phép - chinh c6); 06 va Ho so
thién dugc thi tir chodi ti€p nhan | HJ tich theo muc 2.3
ho so.
- Truong hop hd so day du, hop
1¢ thi tiép nhan hd so.
Kiém tra, xem xét ho so:
- Truong hop hd so du diéu kién:
Vao S6 dang ky khai sinh, cap Miu 05:
nhap dit liéu vao phan mém ho ) .; )
tich, dong thoi in du thao Gidy Cong chuc Du’ thaov Gidy khqal
B2 | khai sinh. Tuphép- | 02gip |Sinh hode du thao
- Trudng hop hd so khong di didu | Ho tich van ban thong bdo
kién: Dy thao van ban thong bfo khong du dieu ki¢n
khong dui diéu kién cip Gidy khai cap Gidy khai sinh
sinh.
Trinh 1anh dao UBND cép xa.
) Lanh dag Mau 05:
B3 | Ky duyét két qua tai bude B2. UBND cap | 01gid | Gidy khai sinh hoic
Xa van ban thong bao
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khong du dieu kién
cap Giay khai sinh.

Phét hanh vin ban va chuyén két

Cong chuc

Mau 05;
Giay khai sinh cua ca
nhan hodc van ban

B4 | qua cho cong chic Tu phap - HO | (. <, 01 gio
tich dé tra cho ngudi dan. Van phong thong bao khong da
diéu kién cip gidy
khai sinh
Tra két qua dang ky khai sinh:
- Truong hop du diéu kién:
Chuyén ngudi dan ky vao SO x )
Mau 05, 06;
ding ky khai sinh, tra Gidy khai | ., . iy au' ) g
) N 1 . 2 | Cong chuc 1 Giay khai sinh hodc
sinh, thu 1€ phi theo quy dinh (néu . G106 hanh L7 . :
B5 . Tu phép - . Véan ban thong bao
co). AL chinh N e x T 1A
. o ah 1n H¢ tich khong du diéu kién
- Truong hop khong du diéu kién: cdp gidy khai sinh
Tra van ban thong bao khong du
dicu kién cap giay khai sinh cho
ca nhan.
01 ngay
Truong hop di dugc cap glay (D6 v6i
khai sinh: Lap ho so dé nghi cap | . . 701 VOl x e
B6 thé bao hiém y té va chuyen hd S0 (Fironghc,huc Xa Cach N l\/iau 0.5’ L.
dén co quan Béo hiém x4 hoi cp II_IIP t’alljl T | xatruso qu 59 ge ngh} cap the
huyén. 0 tic co quan | bao hiémy té.
BHXH
>50Km:
03 ngay)
Mau 05
Kiém tra ho so, thuc hién viéc cap s 12 Thé bao hiém y té
A P ) .. | Bao hiém s e 1 .
B7 thé bao hiém y t€ cho tré em dudi xi hoi chp | 05 ngay hodc Van ban thong
06 tudi hoac tur c}léi trong trudng huven bao khong du diéu
hop khong du di€u kién dé cap Y6 kién cap Thé bao
hiém y té.
, y , Mau 05
Chuyén thé bao hiém y té hodc . La au‘x £
< A . n L i T Thé bao hiém y té
Vin ban thong bao khong du diéu | Bao hiém hodic Van ban thé
B8 | kién cip Thé bao hiém y t& cho | xahoicdp | 01 ngay b?‘%“’ kh%n a(‘i‘q (;’,f}g
tré em dudi 06 tudi cho UBND | huyén ao Khdng cu cieu
Ao~ kién cap Thé bao
cap xa i X
hiém y té
7 Mau 01, 06;
B9 Tra két que} chocanhanvavaoS6 | B0 phan | Giohanh | Th¢ bao hiém y té;
theo doi ho so TN&TKQ chinh Hoac van ban thong

bao khong du diéu
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kién cap thé bao
hiém y té

* Trwong hop ho so qud han xit Iy, trong thoi gian chdm nhdt 01 ngay truoc ngay
hét han xir 1y, cong chicc Tw phap - Ho tich trinh Chu tich UBND cap xa ky ban
hanh phiéu xin 16i va hen lai ngdy trd két qua dé giri cho t6 chire, cd nhan.

BIEU MAU
]
Mau 01 MAu 01.docx
Gidy tiép nhan hd so va hen tra két qua
o]
Mau 02 MAu 02.docx
Phiéu yéu cau b6 sung hoan thién ho so
]
Mau 03 Mau 03.docx
Phiéu tir chdi tiép nhan giai quyét hd so
]
Mau 04 Mau 04.docx
Phiéu xin 16i va hen lai ngay tra két qua
=
Mau 05 Mau 05.docx
Phiéu kiém so4t qua trinh giai quyét ho so
o]
Mau 06 M&u 06.docx
S0 theo ddi ho so
el
BM.HT.06.01 BM.HT.06.01.docx
To khai dang ky khai sinh
]
BM.HT.06.02 Mau
T khai tham gia bao hiém y té BM.HT.06.02.docx
!
BM.HT.06.03 BM.HT.06.03.docx
Vian ban cam doan
HO SO LUU:

Mau 01; 02, 03, 04 (néu ¢6); 06 luu tai BO phan Tiép nhan va Tra két qua cia
UBND cap xa. Mau 01, 05 luu theo ho so;

HO so dau vao theo muc 2.3;

S6 dang ky khai sinh;
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- | Vin ban thong bao khong du diéu kién (néu c6);

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

HO so duoc Iuu tai UBND cép x4, thoi gian hwu trit SO dang ky khai sinh 1 vinh vién, con
cac giay to khac thuc hién luu theo quy dinh cua Luat Ho tich va cac van ban hudng dan
thi hanh.
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7. Ping ky két hon

1 | KY HIEU QUY TRINH QT.HT.07

NOI DUNG QUY TRINH

2.1 | Diéu ki¢n thue hi¢gn TTHC:
* Nam nit két hon voi nhau phai tuan theo cac diéu kién sau:
- Nam tir ¢t 20 tudi tro 1én, nit tir dii 18 tudi tro 1én;
- Viéc két hon do nam va nit ty nguyén quyét dinh;
- Khong bi mét nang lyc hanh vi dan su;
- Viéc két hon khong thude mot trong cac truong hop cam két hon, gdm:
+ Két hon gia tao;
+ Tao hon, cudng ép két hon, lira ddi két hon;
+ Nguoi dang ¢ v, co chdong ma két hon hodc chung séng nhu vo chong Vo1
nguoi khac hodc chua c6 v, chua co chdng ma két hon hodc chung séng nhu vo
chong v6i nguoi dang c6 chong, c6 vo;
+ Két hon hodc chung séng nhu vo chong giira nhitng ngudi ciing dong mau vé
truc h¢; gitra nhitng nguodi c¢6 ho trong pham vi ba doi; gitra cha, me nudi véi con
nudi; gitra nguoi da tung 1a cha, me nudi voi con nudi, cha chong véi con dau, me
vo voi con ré, cha duong véi 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 thye hién TTHC:
Truc tiép tai Bo phan Tiép nhan va Tra ket qué cua Uy ban nhan dan (UBND) cap
Xa. (Bén nam hodc bén nir c6 thé tryc tiép ndp hd so ma khong cin c6 vin ban ty
quyén caa bén con lai).

2.3 | Thanh phz"in ho so, bao gﬁm: B?n Ban

’ chinh sao
* Gidy to phdi nop:
- | To khai ding ky két hon, theo mau BM.HT.07.01; X

Giéy xac nhan tinh trang hon nhéan do co quan co6 tham quyén
cip chua qua 6 thang ddi voi ngudi yéu cau dang ky két hon
khong thudng tra tai x4, phuong, thi tran noi dang ky két hon X
va dbi voi nguoi yéu cau ding ky két hon dang hoc tap, lao
dong c6 thoi han & nude ngoai.

* Gidy to phdi xud’t trinh:

M0t trong cac gidy to ching minh nhan than la Gidy CMND,
Ho chiéu, Thé cin cudc cong dan hoic gidy to khac c6 dan anh X
va thong tin ca nhan do co quan ¢ thim quyén cip, con gia tri
st dung cua hai bén nam, ni;

Gidy to ching minh noi cu tri ctia bén nam hodc bén nir dé
xac dinh tham quyén (chi 4p dung trong giai doan chuyén tiép);

Trich luc ghi cht ly hén dbi véi trudng hop cong dan Viét Nam
dang ky thuong tru tai dia ban xa lam thu tuc dang ky két hon,
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da duoc giai quyét viéc ly hon trudc do tai co quan c6 tham
quyén nudc ngoai.

* Luu

- Poi véi gidy to ndp, xudt m‘nh

+ Truong hop ngueoi yéu cau ndp gidy to la ban sao dwoc cap tir s6 goc hodc ban
sao dwgc ching thyc tir ban chinh thi nguoi tiép nhan hé so khong dwoc yéu cau
xudt trinh ban chinh; néu nguoi yéu cau chi ngp ban chup va xudt trinh ban chinh
thi nguweoi tiép nhdn hé so kiém tra, doi chiéu ban chup véi ban chinh va ky vao
ban chup xdc nhdn vé viéc da doi chiéu ndi dung gidy to do, khéng dwoc yéu cau
ngueoi di ding ky nép ban sao gidy to do.

+ Péi véi gidy to xudt trinh khi dang ky hé tich, nguoi tiép nhén cé trdach nhiém
kiém tra, doi chiéu véi théng tin trong to khai, chup lai hodc ghi lai théng tin dé
liew trong ho so va tra lai cho ngwoi xudt trinh, khéng dwoc yéu cau ndp ban sao
hodc ban chup gidy to do.

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

2.4 | S6 lwong ho so: 01 bo
Thoi han giai quyét: Ngay trong ngay tiép nhan da ho so hop 1¢ (nhan ho so sau
25 15 gio ma khong giai quyét duoc ngay thi tra két qua trong ngay lam viéc tiép
' theo). Truong hop can phai xac minh diéu kién két hon cuia hai bén nam, nir thi
thoi han giai quyét khong qua 05 ngay lam viéc.
26 Pia diém tiép nhin ho so va tra két qua giai quyét TTHC:
' Bo phan Tiép nhan va Tra két qua cia UBND cép x4
Co quan thue hién: UBND cip x4 noi cu tra cia bén nam hoic bén nit.
Co quan c¢6 thim quyén quyét dinh: UBND cép x3 noi cu tri ciia bén nam hodc
2.7 | bénnir.
Co quan dwoe iy quyén: Khong.
Co quan phdi hep: Khong.
2.8 | Poi twong thue hién TTHC: Cé nhan
Két qua giai quyét TTHC:
59 |- Ho6 so du diéu kién: Giéy chirng nhan két hon ban chinh, mdi bén v, chéng 01
' ban.
- H6 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 Thot | pisu miwKét qua
nhi¢ém glan
Tiép nhan ho so:
- Truong hop ho so chua day du, | Cong chie | ..\ . [ Mau 01, 02 (néu
B1 | hop 1¢: Huéng dan nguoindp ho | Tw phap - chinh | €0 06 va Ho so
50 b0 sung, hoan thién theo quy | HO tich theo muc 2.3

dinh, néu khong bo sung hoan
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thién duoc thi tir chdi tiép nhan
hd so.;

- Trudng hop hd so day du, hop
1¢ thi tiép nhan hd so.

B2.1: Kiém tra, xem xét hd so:

- Truong hop di didu kién va
khong phai xac minh: Vao S6
dang ky két hon, nhap dir lidu
vao phén mém ho tich, in du

théo Gidy chimg nhan két hon, Miu 05
ch}lyén ngudi dan ,k}'/ So6 va ky 02 gio Du théao Giéy
gidy ching nhan két hon; ching nhan két
- Truong hop khong du diéu Cong chtrc hén; Van ban xac
B2 | kién: Dy thao van ban thong bao |  Tu phap - minh/bién ban xac
khong du diéu kién dang ky ket Ho tich minh; Van ban
hon. thong bao khong du
Trinh lanh dao UBND cép xa. di,éu kién dang ky
B2.2: Néu thugc truong hop ket hon
phai xac minh diéu kién két hon
cua hai bén nam, nit thi tién 04 ngay
hanh xac minh bang van ban
hoac truc tiép, sau khi co két
qua, thuc hién nhu B2.1.
Mau 05;
~ Giay ching nhan
ga | KY du thao két qua giai quyét LS%hNdSO 02 gig | két hon hogc van
thu tuc hanh chinh cp xa ban  théng  bao
khong du dicu kién
dang ky két hon
Mau 05, 06;
Gidy chimg nhan
B4 DPong diu vin ban va tra két qua | Céng chirc 02 gio két hon hodc vian
cho cong chirc Tu phap - Ho tich | Van phong ban thong bao
khong du diéu kién
dang ky két hon
Lanh dao Mau 01,06;
Trao Giky chimg nhan két hon | oD ., |Gy ching nhin
B5 |cho cong dan hoic tra két qua b x4, Gio h anh k?t hon Ahoac van
cho cbng dan Cong C,h He chinh | ban thon.g‘ bao
Tu phap - khong du diéu kién
Ho tich dang ky két hon

* Khi nhdn két qua dang ky két hon thi hai bén vo, chong phdi ¢6 mdt dé ky sé
dang ky ket hon, Giay chung nhan két hon.
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* Truong hop ho so khong xw Iy dwoc trong ngay lam viéc hodc trong ngay lam
viéce tiép theo (doi véi hé so nhdn sau 15 gio), trong ngay hen trd két qud, cong
chire Tw phdp - H$ tich trinh Chii tich UBND cdp xd ky ban hanh phiéu xin 16i va
hen lai ngay trd két qua dé giri cho t6 chire, cd nhan.

* Triong hop ho so can xdc minh néu qud han xir 1y, trong thoi gian chdm nhat
01 ngay truée ngay hét han xir Iy, cong chire Tw phdp - Hé tich trinh Chii tich
UBND cdp xd ky ban hanh phiéu xin 16 va hen lai ngay tra két qua dé giri cho té
chire, ca nhan.

BIEU MAU
]
Mau 01 Mau 01.docx
Gidy tiép nhan ho so va hen tra két qua
]
Mau 02 Mau 02.docx
Phiéu yéu cau bd sung hoan thién ho so
]
Mau 03 Mau 03.docx
Phiéu tir chdi tiép nhan giai quyét hd so
o]
Mau 04 Mau 04.docx
Phiéu xin 18i va hen lai ngay tra két qua
=
Mau 05 Mau 05.docx
Phiéu kiém soét qua trinh giai quyét ho so
]
Mau 06 Mau 06.docx
S6 theo doi ho so
=
BM.HT.07.01 BM.HT.07.01.doc
To khai ding ky két hon

HO SO LUU:

Mau 01; 02, 03, 04 (néu c6); 06 luu tai BO phan Tiép nhan va Tra két qua cua
UBND cap xa. Mau 01, 05 Iuu theo ho so;

HO so dau vao theo muc 2.3;

S6 dang ky két hon;

Vian ban xac minh/bién ban xac minh (néu co);

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

Phan mém http://hotich.moj.gov.vn.
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Hb so duoc luu tai UBND cp x4, thoi gian luu trit SO dang ky két hon 1a vinh vién, con
cac gidy to khac thyc hién luu theo quy dinh cua Luat HQ tich va cac van ban hudng dan
thi hanh.
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8. Ping ky két hon c6 yéu t6 nwéc ngoai & khu vue bién giéi

KY HIEU QUY TRINH QT.HT.08

NOI DUNG QUY TRINH

2.1

Piéu kién thuc hién TTHC:

* Nam nit két hon voi nhau phai tuan theo cac diéu kién sau:

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

- Viéc két hon do nam va nit ty nguyén quyét dinh;

- Khong bi mét nang lyc hanh vi dan su;

- Khong cung gidi tinh;

- Viéc két hon khong thudc mot trong cac trudng hop cdm két hon, gom:

+ Két hon gia tao;

+ Tao hén, cudng ép két hon, lira doi két hon;

+ Ngudi dang c¢6 v, ¢6 chong ma két hon hoic chung sdng nhu Vg chong véi nguoi

khac hodc chua c6 v, chua c6 chong ma két hon hoidc chung sdng nhu vo chong
v6i ngudi dang c6 chdng, cb vo;

+ Két hon hodc chung séng nhu vo chong gita nhitng nguoi cing dong mau vé truc
h¢; gitta nhitng nguoi ¢6 ho trong pham vi ba doi; gitra cha, me nudi véi con nuoi;

gilra nguoi da tung la cha, me nudi voi con nudi, cha chong voi con dau, me vo véi
con ré, cha dugng véi con riéng ciia vo, me ké vai con riéng ctia chong.

* Nha nudce khong thira nhan hon nhéan gitra nhitng nguoi cung gidi tinh.

2.2

Cach thirc thue hién TTHC:

Truc tiép tai Bo phan Tiép nhan va Tra ket qua ctia Uy ban nhan dan (UBND) cap
xa. (Bén nam hodc bén nir co thé truc tiép ndp hod so ma khong can ¢b vin ban ay
quyén cua bén con lai).

2.3

Ban Ban

Thanh phan ho so, bao gom: chinh sao

* Gidy to' phdi nop:

T& khai dang ky két hon, theo mau BM.HT.08.01; X

Gidy to do co quan c6 tham quyén cia nudc lang giéng cap
khong qua 6 thang tinh dén ngay nhan ho so xac nhan cong dan
nudc lang giéng hién tai 1a nguoi khéng c6 vg hoac khéng co
chong;

Gidy to chang minh nhan than, chimg minh noi thuong trd &
khu vuc bién gidi cua cong dan nudce lang gieng;

* Gidy to phdi xudt trinh:

Mot trong cac gidy to ching minh nhan than la: Gidy CMND,
Ho chiéu, Thé cin cude cong dan hoidc gidy to khac c6 dan anh
va thong tin ¢4 nhan do co quan c6 thim quyén cip, con gia tri
su dung cua hai bén nam, ni;
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Gidy to chimg minh noi thuong tri cia bén nam hodc bén nir
la cong dan Viét Nam dé xac dinh tham quyén (chi &p dung X
trong giai doan chuyén tiép).

*Luuy:

- Poi véi gidy to ndp, xudt trinh:

+ Truong hop nguoi yéu cau ndp gidy to la ban sao dwge cap tir s6 goc hodc ban
sao dwoc chimng thue tir ban chinh thi nguoi tiép nhdn hé so khéng dwoe yéu cdu
xudt trinh ban chinh; néu nguoi yéu cau chi ngp ban chup va xudt trinh ban chinh
thi nguoi tiép nhan ho so kiém tra, doi chiéu ban chup voi ban chinh va ky vao ban
chup xdc nhdn vé viéc da doi chiéu ndi dung gidy to do, khong dwoc yéu cau nguwoi
di ding ky ndp ban gidy to do.

+ Doi véi gldy 10 xudt trinh khi dang ky hé tich, nguoi tiép nhdn cé trach nhiém
kiém tra, doi chiéu véi théng tin trong to khai, chup lai hodc ghi lai thong tin dé heu
trong hoé so va tra lai cho nguoi xudt trinh, khéng dwoc yéu cau ndp ban sao hodc
ban chup gidy to do.

+ Nguoi tiép nhdn c6 trach nhiém tiép nhdn ding, dit hé so dang ky hé tich theo
quy dinh ciia phdp ludt hé tich, khéng dwoc yéu cau nguoi diang ky ho tich ndp thém
gidy to ma phdp ludt hé tich khéng quy dinh phdi nép.

+ Gidy to do co quan cé tham quyén ciia nwée c¢é chung dwong bién giGi véi Viét
Nam Idp, cdp, xdc nhdn sir dung dé dang ky hé tich dwoc mién hop phdp héa lanh
su; dich ra tiéng Viét va cé cam két cia nguoi dich vé viéc dich dung noi dung.

2.4 | S6 lwong ho so: 01 bd
Thoi han giai quyét: 03 ngay 1am viéc sau khi nhan da hd so hop 1¢. Truong hop
25 | a ot S 1o e L LA . “ T a
can xac minh thi thoi han giai quyét khong qua 08 ngay lam viéce.
, ¢ | Pia diém ti€p nhin ho so va tri két qua giai quyét TTHC: Bo phan Tiép nhan
" | va Tra ket qua cia UBND cap xa.
Co quan thwe hién: UBND cip xi ¢ khu vuc bién gidi noi cong dan Viét Nam
thuong tru.
57 Co quan c6 thim quyén quyét dinh: UBND cép xi ¢ khu vuc bién gidi noi cong
' dan Viét Nam thuong tr.
Co quan dwoc ity quyén: Khong.
Co quan phdi hep: Khong.
2.8 | Poi twong thue hién TTHC: C4 nhan
Két qua giai quyét TTHC:
59 |- Hb so du diéu kién: Gidy chirng nhan két hon ban chinh, mdi bén vo, chong 01
"~ | ban.
- Ho so khong du diéu kién: Vian ban thong bao khong du diéu kién.
2.10 | Quy trinh xir ly cong viéc
TT Trinh ty Trach T.h ol Biéu miu/Két qua

nhiém gian
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Tiép nhan ho so:
- Truong hop ho so chua day
dua, hop I¢: Hudng dan nguoi

nop hd so bd sung, hoan thién | Cong churc Gid hanh Mau 01; 02,‘ 03 (néu
Bl | theo quy dinh, néu khong b6 | Tu phdp - chinh c0); 06 va Ho so theo
sung hoan thién dugc thi tir choi Ho tich muc 2.3
tiép nhén ho so;
- Truong hop ho so day da, hop
1¢ thi tiép nhan hd so.
B2.1. Kiém tra, xem xét hd so:
- Trudng hop du diéu kién va
thudc truong hop khong phai
xac minh:Vao SO ding ky két
hon, nhap dir liéu vao phan x )
mém ho tich, in du thao Gidy . thélfagigs' i
ching nhin két hon, chuyén 02nghy | nhgn két hon o van
nguoi dan k}{ S6 va ky Giay b”. N e
chirng nhén két hon; a}n F?On% bao khong
- Truong hop khong du diéu Cong chirc du diu ki¢n
B2 | kién: Du thao van ban thong | Tu phap -
bao khong du diéu kién dang ky Ho tich
két hon;
Trinh lanh dao UBND cép xA.
Mau 05;
B2.2. Truong hop phire tap phai Dy théo Gidy chung
x4c minh thi tién hanh xac minh nhén két hon hodc van
béng van ban hoac truc tiép. 07 ngay | ban thong biao khong
Trén co s két qua xac minh, du diéu kién; Van ban
thuc hién nhu B2.1. Xac minh/bién ban xac
minh (néu co)
Mau 05;
: . 4 . ... .| Lanhdao Gidy chimg nhan két
g3 | KY du tho két qua gidi quyét| ypNn | 07ais | non hode van bin
thu tuc hanh chinh ~ . : . \
Xa thong bdo khong du
diéu kién
Mau 05, 06;
Phat hanh van ban va tra két qua Cone chire Gidy chimg nhan két
B4 | cho cong chitc Tu phap - Ho Véng . 01gid |hon hoic vin ban
tich phong thong bao khong dit
diéu kién
Trao Gidy chting nhan két hon LS%hNdDaO Gio hanh Mau 01, 06;
B5 | cho cong dan hoac tra két qua L. chinh Gidy chimg nhan két
cap xa;

cho cong dan

Cong chuce

hon hodac van ban
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Tu phép - thong bao khéng du
Ho tich dieu kién

* Khi nhdn két qua dang ky két hon thi hai bén ve, chong phdi ¢é mdt dé ky s6 dang
Ky két hon, Gidy chirng nhdn két hon.

* Trueong hop hé so khéng xie Iy dwoe trong ngay lam viéc hodc trong ngay lam viéc
tiép theo (doi véi hé so nhdn sau 15 gio), trong ngdy hen trd két qud, cong chirc Tur
phap - Ho tich trinh Chu tich UBND cdp xa ky ban hanh phiéu xin 16i va hen lgi
ngay tra két qua dé giri cho té chire, cd nhan.

* Truwong hop hé so can xdc minh néu qud han xi Iy, trong thoi gian chdm nhat 01
ngay trudc ngay hét han xir 1y, cong chiecc Tw phap - Ho tich trinh Chu tich UBND
cap xd ky ban hanh phiéu xin 16i va hen lai ngdy trd két qua dé giri cho to6 chire, cd
nhan.

BIEU MAU
=
Mau 01 Mau 01.docx
Gidy tiép nhan ho so va hen tra két qua
o]
Mau 02 M3u 02.docx
Phiéu yéu cau bo sung hoan thién ho so
]
Mau 03 Mau 03.docx
Phiéu tir chdi tiép nhan giai quyét ho so
=
Mau 04 Mau 04.docx
Phiéu xin 18i va hen lai ngay tra két qua
]
Mau 05 Mau 05.docx
Phiéu kiém so4t qua trinh giai quyét ho so
]
Mau 06 Mau 06.docx
S6 theo doi ho so
=l
BM.HT.08.01 BM.HT.08.01.doc
To khai ding ky két hon

HO SO LUU:

Méu 01; 02, 03, 04 (néu c6); 06 lwu tai BO phan Tiép nhan va Tra két qua cua UBND
cap xa. Mau 01, 05 luu theo ho so;

HO so dau vao theo muc 2.3;

S6 dang ky két hon;
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- | Van ban xac minh/bién ban xac minh (n€u co);

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

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

H6 so duoc luu tai UBND cép x4, thoi gian luu trit S6 dang ky két hon 1a vinh vién, con cac
giay to khac thyc hién luu theo quy dinh cua Luat Ho tich va cac van ban hudng dan thi
hanh.
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9. Pang ky két hon lru dong

KY HIEU QUY TRINH QT.HT.09
NOI DUNG QUY TRINH
2.1 | Diéu ki¢n thuc hi¢n TTHC:
a) Hai bén nam, ntr cung thuong tra trén dia ban cap x4 ma mot hodc ca hai bén
nam, nit 1a nguoi khuyét tat, om bénh khong thé di dang ky két hon dugc.
b) Nam nit két hon voi nhau phai tuan theo cac diéu kién sau:
- Nam tir ¢t 20 tudi tro 1én, nit tir dii 18 tudi tré 1én;
- Viéc két hon do nam va nit tu nguyén quyét dinh;
- Khong bi mAt nang lyc hanh vi dan sy;
- Viéc két hon khong thudc mét trong cac trudng hop cam két hon, gom:
+ Két hon gia tao;
+ Tao hon, cudng ép két hon, lira dbi két hon;
+ Nguoi dang ¢6 vo, ¢6 chong ma két hon hodc chung sng nhu vo ch§ng Vol
nguoi khac hodc chua co vo, chua c6 chong ma két hon hoac chung song nhu
vo chong vo1 nguoi dang cd chong, co vo;
+ Két hon hodc chung séng nhu vo chdng gitta nhitng nguoi cting dong mau vé
truc hé; gitta nhitng ngudi c6 ho trong pham vi ba doi; gitta cha, me nudi véi
con nudi; gitra nguoi da timg la cha, me nudi voi con nudi, cha chong voi con
dau, me vo voi con ré, cha dugng véi con riéng cua vg, me ké véi con riéng cua
chdng.
* Nha nudc khong thira nhan hon nhéan gitra nhitng ngudi cung gidi tinh.
2.2 | Cach thirc thue hién TTHC:
Truc tiép tai nha riéng hoic tai dia diém t6 chtc dang ky luu dong.
. A LA AL Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh sa0
* Gidy to' phdi nop:
- T khai dang ky két hon, theo mau BM.HT.09.01. X
* Gidy to phdi xudt trinh:
M0t trong cac gidy to chimg minh nhan than la Gidy CMND, X
i Ho chiéu, Thé cin cude cong dan hoac glay to khac co dan
anh va thong tin c4 nhan do co quan c6 thim quyén cap, con
gia tri sir dung cua hai bén nam, ni;
| Gidy to chimg minh noi thuong trii ciia hai bén dé xac dinh X
tham quyén (chi &p dung trong giai doan chuyén ti€p).

Luu y:
- Truong hop nguoi yéu cau khéng biét chir thi cong chire tw phdp - ho tich tryc

tiép ghi To khai, sau dé doc cho nguoi yéu cau nghe lai ndi dung va huwong dan
nguoi dé diém chi vao To khai. Khi trao Gidy chirng nhdn két hén, cong chire tie
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phap - h¢ tich phai doc lai noi dung Gidy chirng nhan két,hén cho nguwoi yéu cdau
nghe va huwong dan nguoi do diém chi vao So dang ky ket hon.

2.4 | S6 lwrgng hd so: 01 bd
2.5 | Thoi han giai quyét: Khdng qua 05 ngay lam viée ké tir ngay tiép nhan.
Pia diém tiép nhin ho so va tra két qua giai quyét TTHC:
26 ) e . N '.,\ o . g W2 2 , o , N
Truc tiép tai nha riéng hodc tai dia di€m t6 chirc dang ky luu dong.
Co quan thye hién: UBND cip xi noi thudng trii cta hai bén nam nit.
Co quan c6 thAm quyén quyét dinh:
2.7 | UBND cép x3 noi thudng trt ciia hai bén nam ni.
Co quan dwoc ity quyén: Khong.
Co quan phdi hep: Khong.
2.8 | Poi twong thwe hién TTHC: Ca nhan
29 Két qua giai quyét TTHC: Gidy chimg nhan két hon (ban chinh), mdi bén vo,
' chong 01 ban.
2.10 | Quy trinh xir ly cong viéc
TT Trinh tw TriCh Thoi gian Biéu ma‘)u/Ket
: nhi¢ém qua
Tiép nhan hd so:
- Truong hop ho so chua day du, Trong hodc
hop l;e: Hudng Slan nguoinop ho A , ngoai gio' |\ x 01: 02, 03
so bo sung, hoan thién theo quy | Cong chirc | hanh chinh L N
: X n 2 X . \ (néu co); 06 va
Bl | dinh, néu khong bd sung hoan | Tu phap - tuy theo 13 so theo muc
thién dugc thi tir choi ti€p nhan Ho tich thuc tién :
A A 2.3
ho so. thuc hién
- Trudmg hop ho so ddy du, hop nhiém vy
1¢ thi tiép nhan ho so.
Kiém tra, xem xét ho so:
- Truong hop du diéu kién: Vao
S$) dan% ky ke;t hon: nhap d'u ligu Miu 05
vao phan mém hd tich, in du , 2
, & , A 1A 1A Dy thido Giay
thdo Gidy ching nhan két hon, g Y
2 \e A 1o 2 R , ching nhan két
chuyén nguoi dan ky vao S6 | Cong chuc hon hodce Vi
B2 |ding ky két hon va ky Gidy| Tuphap- | O4ngay |00 hodc Van
& 1A, LA C1o1a AL ban thong bao
ang ky két hon, trinh 1anh dao Ho tich . NP
£ o khong du dicu
UBND cap xa; N ;1A
. A T kién dang ky két
- Truong hop khong du diéu kién: hén
Dy thao Vin ban thong bao '
khong du diéu kién dang ky két
hon.
. ; . .| Lanh dao Mau 05;
Ky duyét két qua thuc hién tai "2 X = "
B3 bude B2, UBN[~) cap | 0,5ngay Gl.’ily ) Chm}g
Xa nhan két hon
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hoac Van ban
thong bao khong

du diéu kién ding
ky két hon.
Maéu 05, 06;
’ Cong chtic Gidy chung
Phéat hanh van ban va tra két qua | Van phong; nhan két hon
B4 0}30 c()ng chtrc Tu phap - Ho tich | cong churc 0,5ngay |hoic Vian ban
dé chuyén tra cho ngudi dan. Tu phap - thong bao khong
HT du dieu kién dang
ky két hon.
3 Mau 01, 06;
Lanh dao Tron% h(.)?c X auth ]
: : UBND c4p | [1g0alglo | Gidy  chimg
Trao Giay chung nhan két hon W& CON hanh chinh | nhan két hon
B5 |cho cong dan, thu 1€ phi theo , Cong tuy theo | hodc Vian ban
. x , Chu’C Tu X N , A~
quy dinh (n€u co). . A thuc tién | thong bao khong
phap - HO ‘A S S
. thuc hién | du diéu kién dang
tich A A
nhiém vy | ky két hon.
* Truwong hop ho so qud han xit Iy, trong thoi gian chdm nhdt 01 ngay trudc
ngay het han xu Iy, cong chitc Tu phdp - Ho tich trinh Chu tich UBND cap xa
ky ban hanh phiéu xin [6i va hen lai ngay tra két qua dé gui cho to chirc, cd
nhan.
3 | BIEUMAU
=
Mau 01 Mau 01.docx
Gidy tiép nhan ho so va hen tra két qua
o]
Mau 02 MAu 02.docx
Phiéu yéu cau bd sung hoan thién ho so
]
Mau 03 Mau 03.docx
Phiéu tir chdi tiép nhan giai quyét ho so
]
Mau 04 Mau 04.docx
Phiéu xin 16i va hen lai ngay tra két qua
o]
Mau 05 MAu 05.docx
Phiéu kiém soét qua trinh giai quyét ho so
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@§j

Mau 06 MAu 06.docx

S6 theo ddi hd so
=

BM.HT.09.01 ) BM.HT.09.01.doc
To khai dang ky két hon

HO SO LUU:

Mau 01; 02, 03, 04 (néu c6); 06 luu tai B6 phan Tiép nhan va Tra két qua cua
UBND cap xa. Mau 01, 05 luu theo ho so;

HO so dau vao theo muc 2.3;

S6 dang ky két hon;

Phan mém http://hotich.moj.gov.vn.

HO so duge luu tai UBND cép x4, thot gian luu triy So dang ky két hon 1a vinh vién, con
cac giay to khac thuc hién luu theo quy dinh cua Luat HG tich va cac van ban hudng dan
thi hanh.
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10. Pang ky khai tir

KY HIEU QUY TRINH QT.HT.10

NOI DUNG QUY TRINH

2.1

Piéu kién thwe hién TTHC: Khong.

2.2

Cach thirc thuc hién TTHC:

- Ngudi cd yéu cau diang ky khai tir truc tiép thuc hién hodc uy quyén cho nguoi

khac thyc hién viéc dang k}'f khai tur.

- Truc tiép tai Bo phan Tiép nhén va Tra két qua cua Uy ban nhan dan (UBND)
cap xa hodc gui ho so qua hé théng buu chinh hodc giri hd so theo hé théng ding

ky ho tich truc tuyen

2.3

Thanh phan ho so, bao gom:

Ban
chinh

Ban
Sao

* Gidy to phdi ngp:

- To khai ding ky khai tir, theo mau BM.HT.10.01;

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

+ Gidy xac nhan viéc thi hanh 4n tir hinh ddi véi nguoi chét do
thi hanh an tir hinh;

+ Ban 4n, quyét dinh c¢6 hiéu luc cta Toa an d6i véi truong hop
mot nguoi bi Toa an tuyén b 1a da chét;

+ Van ban xac nhén cua co quan cong an hodc két qua giam dinh
ciia Co quan giam dinh phap y ddi v0i nguol chét trén phuong
tién giao thong, chét do tai nan, bi giét, chét dot ngot hodc chét
c6 nghi van.

- Giéy to, tai li¢u, chiing ctr do co quan, td chirc c6 thAm quyén
cép hodc xac nhan hop 1€ ching minh sy kién chét d6i vai truong
hop diang ky khai tir cho nguoi chét da 1au, khong co Gidy bao tir
hodc gidy to thay thé Gidy béo tir.

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

- Trudng hop Uy quyén cho ngudi khac 1am thay thi phai c6 van
ban iy quyén dugc ching thyc theo quy dinh ctia phap luat.
Truong hop nguoi dugc uy quyén la 6ng, ba, cha, me, con, vo,
chdng, anh, chi, em rudt ciia nguoi ty quyén thi vin ban iy quyén
khong phai chung thuc.

* Gidy to' phdi xudt trinh:

- Mot trong cac gidy t& chirng minh nhan than 1a: Gidy CMND,
Ho chiéu, Thé cin cudc cong dan hodc gidy td khac c6 dan anh
va thong tin ca nhan do co quan c6 thim quyén cip, con gid tri
sir dung ctia ngudi yéu cau dang ky khai ti;

- Gidy to chirng minh noi cu tra cudi cling ciia ngudi chét dé xac
dinh tham quyén (chi 4p dung trong giai doan chuyén tiép);
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Truong hop khong xac dinh dugce noi cu tra cudi cung cua nguoi
chét thi xuét trinh gidy to ching minh noi nguoi do chét hoic noi
phat hién thi thé ctia ngudi chét.

*Luu y:

- Trwong hop gui ho so qua hé thong buu chinh thi phdi giri kém theo ban sao c6
chitng thuc cac gidy to phdi xudt trinh.

- Trong thoi han 15 ngay ké tir ngay cé ngueoi chét thi vo, chong hodc con, cha, me
hodc nguoi than thich khdc ciia nguoi chét cé trach nhiém di dang ky khai tir;
trieong hop nguwoi chét khong cé nguoi than thich thi dai dién cia co quan, t6 chire,
cd nhdn lién quan co trach nhiém di khai tu.

- Péi véi gidy to ndp, xudt trinh

+ Truong hop nguoi yéu cau ndp gidy to' la ban sao dwgc cap tir s6 goc hodc ban
sao duwoc chirng thuwce tue ban chinh thi nguoi tiép nhén ho so khong duwoc yeu cau
xudt trinh ban chinh; néu nguoi yéu cdu chi nop ban chup va xudt trinh ban chinh
thi nguoi tiép nhgn hé so kiém tra, di chiéu ban chup vdi ban chinh va ky vao ban
chup xdc nhdn vé viéc da doz chiéu néi dung gidy to do, khéng dwoc yéu cau nguoi
di dang ky nop ban sao gidy to do.

+ Poi véi glay 10 xudt trinh khi dang ky hé tich, nguwoi tiép nhdn cé trach nhiém
kiém tra, ddi chiéu véi théng tin trong 10" khai, chup lai hodc ghi lai thong tin dé
liew trong ho so va trd lai cho nguoi xudt trinh, khong dwoc yéu cau ndp bdn sao
hodc bdan chup gidy to do.

2.4

S6 lwong ho so: 01 bo.

2.5

Thoi han giai quyét: Ngay trong ngay tiép nhan da hd so hop 1é (nhan ho so sau
15 gid ma khong giai quyét duoc ngay thi tra két qua trong ngay lam viéc tiép
theo).

Truong hop can 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:
B6 phan Tiép nhan va Tra két qua cia UBND cép x4.

2.7

Co quan thuc hién:

- UBND cép x4 noi cu tri cudi cing cta ngudi chét;

- UBND cap xa noi ngudi d6 chét hodc noi phat hién thi thé nguoi chét trong truong
hop khong xac dinh duoc noi cu tra cudi ciung ctia nguoi chét.

Co quan c6 thim quyén quyét dinh:

- UBND cép x4 noi cu trii cudi ciing ctia ngudi chét;

- UBND c4p xa noi ngudi d6 chét hodc noi phat hién thi thé nguol chét trong truong
hop khong xé4c dinh dugc noi cu tri cudi cung cia nguoi chét.

Co quan dwgc ity quyén: Khong.

Co quan phdi hop: Khong.

2.8

P6i twong thue hién TTHC: Ca nhan

2.9

Két qua giai quyét TTHC: Trich lyc khai tir ban chinh.

2.10

Quy trinh xiwr ly cong viéc
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TT Trinh tu Trach 1 b gian | Bidu miw/Két qui
: nhi¢m
Tiép nhan ho so:
- Truong hop ho so chua day
du, hop 1&: Huéng dan ngudi
ndp ho so bo sung, hoan thién | Cong chirc Gis hinh Méu 01; 02, 03 (néu
Bl |theo quy dinh, néu khong b6 | Tu phap - chinh c0); 06 va Ho so theo
sung hoan thién duogc thi tir Ho tich muc 2.3
chéi tiép nhan ho so.
- Truong hop hd so day du,
hop 1¢ thi tiép nhan hd so.
Kiém tra, xem xét hd so,
truong hop khong phai xéc
minh:
- Truong hop du diéu kién:
Vao So dang ky khai tir, nhap | Cong chirc
dir liéu vao phan mém ho tich, | Tu phap - 02 gid
in du thao Trich luc khai ttr. Ho tich
- Truong hop khong du diéu Mau 05;
kién: Dy thao van ban thong Du thio Trich luc
bdo khong du dicu kién cap khai tir hodic dy thao
trich luc khai tur. vin ban thong bdo
B2 | Truong hop phai xac minh thi khong du diéu kién
tién hanh x4c minh. Trén co s cap trich luc khai ti;
két qua xac minh: Vian ban x4c minh;
- Trudng hop du didu kién: Vian bén} tra 101 xac
Vao Sé dang ky khai tr, nhap | .. , minh (néu co)
NSO XA . Cong chuc
dir liéu vao phan mém ho tich, Tu ohap - 25 noa
in du thao Trich luc khai tir. o pap > Ngay
. Ho tich
- Truong hop khong du diéu
kién: Dy thao van ban thong
béo khong du diéu kién cap
trich luc khai tir hodc thong
béo truc tiép.
Mau 05;
Lok . s I Lanh dao Trich luc khai tu
o | s g I 0 | USND Gy | 01| e Van bin e
Xa bao khong du diéu
kién dang ky khai tur
Mau 05, 06;
Phat hanh vin ban va tra két Cong chirc Trich lyc khai tu
B4 | qua cho cong chuc Tu phap - Vin phong 01 gio hodc Van ban thong

HOo tich.

bao khong du diéu
kién dang ky khai tir
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Chuyén ngudi dan ky vao Sb N

(néu cp trich luc khai tir); tra Mau 01, 06;
trich luc khai tir hodc Van ban | Cong chue Gio hanh Trich luc khai tir
thong bao khong du diéu kién | Tu phap - chinh hodc Van ban thong
dang ky khai tir cho c6ng dan, Ho tich bao khong du dicu
thu 1é phi theo quy dinh (néu kién dang ky khai tir
co).

* Trirong hop ho so khéng xir Iy dwoe trong ngay lam viéc hodc trong ngdy lam
viée tiép theo (@i véi ho so nhédn sau 15 gio), trong ngdy hen tra két qud, cong
chire Tw phép - Hj tich trinh Chii tich UBND cdp xd ky ban hanh phiéu xin 16i va
hen lai ngay tra két qua dé giri cho t6 chike, cd nhan.

* Triong hop hé so can xdc minh: Néu qud han xi Iy, trong thoi gian chdm nhat
01 ngay trude ngay hét han xit Iy, cong chire Tw phdp - Ho tich trinh Chu tich
UBND cdp xd ky ban hanh phiéu xin 16i va hen lai ngay tra két qua dé giri cho t6
chire, ca nhan.

BIEU MAU
o]
Mau 01 Mau 01.docx
Gidy tiép nhan ho so va hen tra két qua
]
Mau 02 Mau 02.docx
Phiéu yéu cau bo sung hoan thién ho so
o]
Mau 03 Mau 03.docx
Phiéu tir chéi tiép nhan giai quyét hd so
=
Mau 04 Mau 04.docx
Phiéu xin 18i va hen lai ngay tra két qua
]
Mau 05 Mau 05.docx
Phiéu kiém soét qu4 trinh giai quyét ho s
]
Mau 06 Mau 06.docx
S6 theo ddi hd so
=
BM.HT.10.01 BM.HT.10.01.doc
To khai dang ky khai tur
HO SO LUU:

Mau 01; 02, 03, 04 (néu co); 06 luu tai B6 phan Tiép nhan va Tra két qua cua
UBND cap xa. Mau 01, 05 luu theo ho so;
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- | HO so dau vao theo muc 2.3;

- | S6 dang ky khai tir;

Vin ban thong bao khong du diéu kién dang ky khai tur (néu ¢o); Vin ban dé nghi
x4c minh (néu c0); Van ban tra 16i xac minh (néu co);

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

H6 so duoc luu tai UBND cap x4, thoi gian luu trir s6 dang ky khai tir 13 vinh vién, con
cac giay to khac thuc hién luu theo quy dinh ctia Luat HQ tich va cac van ban hudng dan
thi hanh.
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11. Ping ky khai tir ¢é yéu t6 nwée ngoai & khu vure bién gidi

KY HIEU QUY TRINH QT.HT.11
NOI DUNG QUY TRINH

2.1 | Piéu kién thye hi¢n TTHC: Khong.

2.2 | Cach thire thyc hién TTHC:
- Ngudi c6 yéu cau ding ky khai tir truc tiép thyc hién hodc uy quyén cho nguoi
khac thyc hién viéc dang k}'f khai tur.
- Truc tiép tai BO phan Tiép nhan va Tra két qua cua Uy ban nhan dan (UBND)
cap x4 hodc giri hd so qua hé théng buu chinh hodc giri ho so theo hé thong ding
ky ho tich tryc tuyén.

2.3 | Thanh phan ho so, bao gom: Bin Ban

' P ’ gom: chinh | sao

* Gidy to phai ndp:
- T khai ding ky khai tir, theo mau BM.HT.11.01
- Gidy béo tir hodc gidy to thay cho Gidy bao tir, gdm:
+ Gidy xac nhan viéc thi hanh 4n tir hinh ddi v6i nguoi chét do
thi hanh an tir hinh;
+ Ban 4n, quyét dinh ¢6 higu lyc ctia Toa 4n d6i voi truong hop
mot ngudi bi Toa &n tuyén bo 1a da chét;
+ Van ban xac nhén cua co quan coéng an hoac két qua giam
dinh cua Co quan giam dinh phap y d6i voi nguoi chét trén
phuong ’tién giao thf)ng, chét do tai nan, bi gi€t, chét dot ngot
hoac chét c6 nghi van;
- Gidy to chimg minh thudc gia dinh c6 céng véi cach mang, X

ngudi thude hd nghéo, ngudi khuyét tat (néu co);

- Truong hgp uy quyén cho ngudi khac lam thay thi phai cé van X
ban uy quyén dugc chung thuc theo quy dinh cia phap luat.

* Gidy to phai xuit trinh:

- Mot trong cac gidy to chirng minh nhan than la Gidy CMND, X
Ho chiéu, Thé cin cudc cong dan hodc gidy to khac co dan anh
va thong tin ca nhan do co quan c¢6 thAm quyén cép, con gia tri
str dung ctia ngudi yéu cau ding ky khai tir;

- Gidy to ching minh noi cu tri ciia nguoi chét dé xac dinh X
tham quyén (chi ap dung trong giai doan chuyén tiép);

Truong hop khong xac dinh dugc not cu tra cudi clng clia
ngudi chét thi xuat trinh glay td ching minh noi nguoi d6 chét
hozc noi phat hién thi thé ctua nguoi chét.

* Luew Y khi nop hé so:
Truong hop gud ho”: so qua hé tho”hg buu chinh thi phai gui kém theo ban sao cé
ching thuec cac giay to phai xuat trinh.
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- Péi Véi giay to ngp, xuat trinh:

+ Truong hop ngueoi yéu cau nép gidy to 1a ban sao dioc cdp tir s6 goc hogce ban
sao dwoc ching thuc tir ban chinh thi nguwoi tiép nhdn hé so khéng dwoc yéu cau
xudt trinh bdn chinh; néu nguoi yéu cau chi ngp ban chup va xudt trinh ban chinh
thi nguwoi tiép nhdn hé so kiém tra, doi chiéu ban chup véi ban chinh va ky vao
ban chup x&c nhdn vé viéc da dai chiéu ngi dung gidy to do, khéng dwoc yéu cau
ngwd’i di ddng ky nép ban sao c6 ching thuc gidy tor do.

+ Do V6i glay to Xudt trinh khi ddng ky ho tich, nguoi tiép nhdn cé trach nhiém
Kiém tra, doi chiéu véi théng tin trong to khai, chup lai hogc ghi lai thong tin daé
lieu trong hoé so va trd lai cho nguoi Xudt trinh, khéng dwoc yéu cau ngp ban sao
hodc ban chup gidy to do.

+ Ngwoi tiép nhdn c6 trach nhiém tiép nhédn ding, dii ho so dang ky hg tich theo
quy dinh cua phap ludt hé tich, khéng dwoc yéu cau nguwoi dang ky hé tich nép
thém gidy to- ma phap ludt hé tich khéng quy dinh phdi nép.

+ Gidy to do co quan ¢é tham quyeén Ciia nwde ¢é chung dwong bién gidi véi Viét
Nam Idp, cdp, xac nhdn sir dung dé dang ky hé tich dwoc mién hop phap hoa lanh
sir; dich ra tiéng Viét va c6 cam két ciia nguoi dich vé viéc dich diing néi dung.

2.4 | S6 lwong ho so: 01 bo
Thoi han giai quyét: Ngay trong ngay nhan da hd so hop 1& (nhan hod so sau 15
2.5 | gio ma khong giai quyét duoc ngay thi tra két qua trong ngay lam viéc tiép theo).
Truong hop can xac minh thi thoi han giai quyét khong qua 03 ngay lam viéc.
26 Pia diém tiép nhin ho so va tra két qua giai quyét TTHC:
' Bo phan Tiép nhan va Tra két qua cia UBND cép x4.
Co quan thuc hién:
UBND cép x4 & khu vuc bién gi6i noi nguoi chét 1a ngudi nude ngoai cu tra.
57 Co quan c6 thAim quyén quyét dinh:
" | UBND cép xa ¢ khu vuc bién gidi noi ngudi chét 1a nguoi nudc ngoai cu tri.
Co quan dwoc ity quyén: Khong.
Co quan phdi hop: Khong.
2.8 | Poi twong thue hién TTHC: Cé4 nhan
Két qua giai quyét TTHC: Trich luc khai tir hodc Vin ban théng bao khong du
2.9 A LA A e .
diéu kién cap trich luc khai tir.
2.10 | Quy trinh xir ly cong viéc
T Trinh tw Trach Thot | pigu miwKét qua
: nhi¢ém glan
Tiép nhan hd so:
- Truong hop hd so chua day du, 3 )
hop 1&: Hudng dan ngudindp ho | Cong chire 1 Mau 01; 02, 03 (néu
2 \ 2 , Gio0 hanh | ... J TrA
Bl | so bo sung, hoan thién theo quy | Tu phap - chinh cd); 06 va HO so
dinh, néu khong bo sung hoan Ho tich theo muc 2.3

thién duoc thi tir chdi tiép nhan
ho so.
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- Truong hop ho so day du, hop
1¢ thi tiép nhan hd so.

Kiém tra, xem xét hd SO, truong
hop khong phai xac minh:

- Truong hop du diéu kién: Vao
S6 dang ky khai tir, nhap dir li¢u
vao phan mém ho tich, in du

thao Trich luc khai tir. 02 gio D t}i\flaulf)s';h |
- Trudong hop khong du didu ¢ thao e tue
o s 1 . khai tor hoac du
kién: Dy thao van ban thong bao s A
o Y S thdo van ban thong
khong du di€u kién cap trich luc b4o khéng di didu
khai tir hodc thong béo truc ti€p. Cong c}u’rc kién ¢ ép trich Iuc
B2 | Truong hop phai xdc minh thi | Tw phdp - khai tir;
tién hanh xac minh. Trén co s¢ | HO tich
ket qua xdc minh: 3 Vian ban x4c minh;
- Trudng hop du diéu kién: Vao Vin ban tr 161 xéde
S6 dang ky khai tir, nhap dir liéu minh (néu c6)
vao phan mém ho tich, in du 2,5 ngay
thao Trich luc khai tir.
- Truong hop khong du diéu
kién: Du thép van béq thong bao
khong du diéu kién cap trich luc
khai tir.
Mau 05;
’ ] Lanh dao Trich luc khai tr
Ky du thao két qua giai quyét " oy hodc van ban thong
B : ND 02 L >
3 | TTHC UBND < 819 | bao khong du diéu
kién cap trich luc
khai tor
Mau 05, 06;
Phét hanh vin ban va tra két qua | . .. Trich luc khai
B4 o , , O Cong chuc . hodc van ban thong
cho cong chtrc Tu phap - HO tich N \ 02 gio . n g A
2 2 Vian phong bdo khong du dicu
deé chuyén cho N ,
kién cap trich luc
khai tir
Mau 01, 06;
Chuyén ngudi din ky Sé (néu| Céngchuc | ... ., . |Lrich luc khai tu
B5 27 Cer LAe o A . G160 hanh | hodc van ban thong
cap trich lyc); tra két qua, thu 1¢ | Tu phap - chinh b0 khone di did
phi theo quy dinh (néu co). H9 tich ong du dieu

kién cr?ip trich luc
khai tir

* Triong hop ho so khéng xir Iy dwge trong ngay lam viéc hodc trong ngay lam
viéc tiep theo (doi voi ho so nhdn sau 15 gio), trong ngay hen tra két quad, cong




90

chirc Tw phdp - Hj tich trinh Chii tich UBND cap xd ky ban hanh phiéu xin 16i va
hen lai ngay trd két qua dé giri cho t6 chire, c& nhan.

* Truwong hop ho so cdn xdc minh: Néu qud han xir Iy, trong thoi gian chdm nhat
01 ngay trudc ngdy hét han xir Iy, cong chire Tu phdp - Ho tich trinh Chu tich
UBND cdp xd ky ban hanh phiéu xin 16i va hen lai ngay tra két qua dé giri cho té
chire, ca nhan.

BIEU MAU
]
Mau 01 Mau 01.docx
Gidy tiép nhan ho so va hen tra két qua
o]
Mau 02 Mau 02.docx
Phiéu yéu cau b6 sung hoan thién ho so
]
Mau 03 MAu 03.docx
Phiéu tir chdi tiép nhan giai quyét ho so
=
Mau 04 Mau 04.docx
Phiéu xin 16i va hen lai ngay tra két qua
]
Mau 05 Mau 05.docx
Phiéu kiém soét qué trinh giai quyét ho so
=
Méau 06 Mau 06.docx
S0 theo ddi ho so
=l
BM.HT.11.01 BM.HT.11.01.doc
To khai dang ky khai tu
HO SO LUU:

Maéu 01; 02, 03, 04 (néu c6); 06 luu tai BO phan Tiép nhan va Tra két qua cua
UBND cap xa. Mau 01, 05 luu theo ho so;

Ho6 so dau vao theo muc 2.3;

S6 dang ky khai tir;

Vién ban xdc minh; Van ban tra 161 xac minh (néu cod);

Vin ban thong bao khong du diéu kién cép trich luc khai tr (néu cb);

Phan mém http://hotich.moj.gov.vn.
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Hb so duoc luu tai UBND cip x4, thoi gian luu trit S6 ding ky khai tir 14 vinh vién, con cac
gidy to khac thyc hién luu theo quy dinh ctia Luat Ho tich va cac van ban hudéng dan thi
hanh.
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12. Pang ky khai ti luvu dong

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

2.1 | Piéu kién thwe hién TTHC:
Ngudi chét khong co nguoi than thich, nguoi than thich khong song cung dia ban
xa hodc la nguoi gia, yéu, khuyét tat khong di dang ky khai tir dugc.

2.2 | Cach thire thue hién TTHC:
Truc tiép tai nha riéng hodac tai dia diém t6 chuc dang ky luu dong.

X A 1A A, Ban Ban

2.3 | Thanh phan ho so, bao gom: chinh sa0
* Gidy to phai ndp:
- TS khai ding ky khai tir, theo mau BM.HT.12.01; X
- Gidy béo tir hodc gidy to thay cho Gidy béo ttr, gdm:
+ Giay xac nhan viéc thi hanh an tir hinh ddi véi ngudi chét do
thi hanh an tir hinh;
+ Ban an, quyét dinh c6 hiéu luc cia Toa 4n dbi v6i truong
hop mdt nguoi bi Toa an tuyén bo 1a da chét; X
+ Vin ban x4c nhan cta co quan cong an hoic két qua giam
dinh ctia Co quan giam dinh phap y d6i véi nguoi chét trén
phuong tién giao thong, chét do tai nan, bi giét, chét dot ngot
hodc chét ¢6 nghi vén.
- Gidy to ching minh thudc gia dinh c6 cong voi cach mang, X
nguoi thudce ho nghéo, nguoi khuyet tat (néu co);
- Truong hop uy quyén cho nguoi khac lam thay thi phai c6
van ban uy quyén dugc ching thuc theo quy dinh cua phap X
luat.
* Gidy to phai xuit trinh:
- M6t trong cac gidy to chimg minh nhan than la Gidy CMND,
Ho chiéu, Thé cin cudc cong dan hoic gidy to khac c6 dan anh X
va thong tin ca nhan do co quan ¢6 tham quyén cip, con gia tri
st dung ctiia nguoi yéu cau dang ky khai tir;
- Gidy to chtimg minh noi cu trii ciia ngudi chét dé xac dinh
tham quyén (chi ap dung trong giai doan chuyén tiép);
Truong hop khong xac dinh dugc noi cu tra cubi cung cua X
ngudi chét thi xudt trinh glay td chimg minh noi ngudi d6 chét
hodc noi phat hién thi thé cia nguoi chét.
* Lueu ¥ khi nép hé so:
Truong hop gui hé: so qua hé tf]éng buu chinh thi phai gui kém theo ban sao cé
chizng thuc cac giay to phai xuat trinh.

2.4 | S6 lwogng ho so: 01 bd
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2.5 | Thoi han gidi quyét: 05 ngay lam viéc, ké tir ngdy nhan di hd so hop 16
Pia diém tiép nhén ho so va tra két qua giai quyét TTHC:
2.6 ) « K . N . A - . . « R A , - , A
Truc ti€p tai nha riéng hoac tai dia di€m to6 chirc dang ky luu dong.
Co quan thyc hién:
- UBND cép x4 noi cu tra cudi cung cta nguoi chét;
- UBND cép x4 noi ngudi d6 chét hodc noi phat hién thi thé nguoi chét trong
truong hop khong xac dinh dugce noi cu tri cudi cung cua nguoi chét.
Co quan c6 thim quyén quyét dinh:
27 X ~ . , K. N . \ . A
- UBND cap xa noi cu tru cuoi cung cua nguoi chét;
- UBND cép x4 noi ngudi dé chét hodc noi phat hién thi thé nguoi chét trong
truong hop khong xac dinh dugc noi cu tri cudi cling ciia ngudi chét.
Co quan dugc ity quyén: Khong.
Co quan phdi hep: Khong.
2.8 | Poi twong thye hién TTHC: Cé4 nhan
2.9 | Két qua giai quyét TTHC: Trich luc khai ti.
2.10 | Quy trinh xi ly cong viéc
TT Trinh tu Trich Thoi gian | Biéu miu/Két qua
nhiém
Tiép nhan ho so:
Tai dia diém dang ky ho tich
luu dong, cong chirc Tu phép -
HP t1ih hlfO‘Ilg dafl nguoi yéu Trong hoic
cau dién day du thong tin trong | -, . . s x £
\ o , 1 A Cong chuc | ngoai  gio | Mau01; 02, 03 (néu
To khai dang ky khai tir; kiém , : > . Y TrA
Bl Y SN . Tu phap - | hanh chinh | c0); 06 va Ho so
tra cac gidy to lam co s& cho AL .
o B . C A Ho tich | tuy theo thuc | theo muc 2.3
viec dang ky khai tu, viet tidn
Phiéu tiép nhan ho so.
Néu ho so khong dir diéu kién
thi hudng dan céng dan hoan
thién.
Kiém tra, xem xét hd so: Vao 5
S6 dang k}'{ khaj tir, nhap dit | Cong chuc Mau 01, 05;
B2 | liéu vao phan mém ho tich, in | Tu phap - 04 ngay | Du thao Trich luc
du thao Trich luc khai t, trinh | HO tich khai tir
lanh dao UBND cap xa.
Lanh x
g3 | Ky Trich luc khai tif cho cong S%ngo 05 nga Mau 05;
dan. L. ’ y Trich luc khai tir
cap xa
Phat hanh vdn ban va tra két | Cong chic i
3 A I 7 _ o . MA ;
Bgq |qud cho cong chuc Tu phap Vin 0.5 ngay au 05

Ho tich dé chuyén tra két qua | phong;
cho cong dan. Cong chtrc

Trich luc khai tir
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Tu phép —
Ho tich.

Trong hoac
Tra két qua, chuyén nguoi dan | Cong chie | ngoai  gio x .

Y a1, ! ; N < Mau 01, 06;
ky s0, thu 1¢ phi theo quy dinh | Tuw phap - | hanh  chinh Trich luc khai t¢
(néu co). Ho tich | tuy theo thuc fich fuc khat tu
tién

* Truong hop ho so qud han xit Iy, trong thoi gian chdm nhdt 01 ngay trudc ngay
hét han xir Iy, cong chirc Tw phap - Ho tich trinh Chu tich UBND cap xa ky ban
hanh phiéu xin loi va hen lai ngay tra két qua dé gui cho to chirc, cd nhan.

BIEU MAU
]
Mau 01 Mau 01.docx
Gidy tiép nhan ho so va hen tra két qua
o]
Mau 02 Mau 02.docx
Phiéu yéu cau bo sung hoan thién ho so
]
Mau 03 Mau 03.docx
Phiéu tir chdi tiép nhan giai quyét ho so
=
Mau 04 Mau 04.docx
Phiéu xin 16i va hen lai ngay tra két qua
]
Mau 05 Mau 05.docx
Phiéu kiém soét qua trinh giai quyét ho so
o]
Mau 06 MAu 06.docx
S0 theo ddi ho so
=
BM.HT.12.01 BM.HT.12.01.doc
To khai dang ky khai tu
HO SO LUU:

Mau 01; 02, 03, 04 (néu co); 06 luu tai BO phan Tiép nhan va Tra két qua cia
UBND cap xa. Mau 01, 05 Iuu theo ho so.

Ho6 so dau vao theo muc 2.3;

S6 dang ky khai tir;

Phan mém http://hotich.moj.gov.vn.
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Hb so duoc luu tai UBND cip x4, thoi gian luu trit S6 ding ky khai tir 14 vinh vién, con cac
gidy to khac thyc hién luu theo quy dinh ctia Luat Ho tich va cac van ban hudéng dan thi
hanh.
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13. Pang ky giam ho

KY HIEU QUY TRINH QT.HT.13
NOI DUNG QUY TRINH

2.1 | Diéu ki¢n thye hi¢gn TTHC:
* C4 nhan 1am nguoi giam ho phai c¢6 du diéu kién sau day (Piéu 49 Bo luat Dan
su nam 2015):
- C6 nang luc hanh vi dan sy day du.
- C6 tu cach dao duc tot va cac diéu kién can thiét dé thuc hién quyén, nghia vu
cua nguoi giam hd.
- Khong phai 1a ngudi dang bi truy ciru trach nhiém hinh sy hodc nguoi bi két
an nhung chua dugc x04 an tich vé mot trong cac t1 ¢6 y xam pham tinh mang,
suc khée, danh dyu, nhan pham, tai san ctia nguoi khac.
- Khéng phai 1a ngudi bi Toa an tuyén bd han ché quyén dbi voi con chua thanh
nién.
* Phap nhan 1am ngudi gidm ho phai co di diédu kién sau day (Diéu 50 Bo luat
Dan sy nam 2015):
- Co6 nang lyc phép luat dan sy phu hgp véi viée gidm ho.
- C6 diéu kién can thiét dé thuc hién quyén, nghia vu ctia nguoi giam ho.

2.2 | Cach thirc thwe hién TTHC:
- Nguoi ¢6 yéu cau dang ky giam ho tryc tiép thuc hién hodc Gy quyén cho ngudi
khéc thuc hién viéc dang k}’/ giam ho;
- Tryc tiép tai BO phan tiép nhan va tra két qua ciia Uy ban nhan déan (UBND)
cap x4 hodc giri hd so qua h¢ théng buu chinh hoic giri hd so theo hé thong ding
ky ho tich truc tuyén.

2.3 | Thanh phin hd so, bao gdm: Ban | Bin

' P ’ gom: chinh sao

* Gidy to phai ndp:

- To khai dang ky giam ho, theo mau BM.HT.13.01; X

- Van ban cu nguodi giam ho theo quy dinh cia Bo ludt Dan
su d6i voi ding ky giam ho ct;

Hoic gidy to ching minh diéu kién giam ho dwong nhién theo
quy dinh cta B6 luat Dan su; van ban thoa thuan ctir nguoi
giam ho duwong nhién trong truong hop c6 nhiéu ngudi thude
dién giam hd duong nhién; X
- Trudng hop Gy quyén cho ngudi khac 1am thay thi phai co
vian ban ty quyén dugc chimg thyuc theo quy dinh cta phap
luat. Truong hop ngudi dugce Gy quyén 13 6ng, ba, cha, me,
con, vo, chéng, anh, chi, em rudt cia nguoi uy quyén thi van
ban Gy quyén khong phai chimg thuc.

* Gidy to phai xuit trinh:
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- Mot trong cic gidy to ching minh nhan than 1a Gidy
CMND, Ho chiéu, Thé can cudc cong dan hoic gidy to khac
¢6 dan anh va thong tin ca nhan do co quan c6 tham quyén
cap, con gia tri sir dung cua ngudi yéu cau dang ky giam ho.

- Gidy to chtrng minh noi cu tra ctia ngudi duge giam ho hoic
nguoi giam ho dé xac dinh tham quyén dang ky (chi ap dung X
trong giai doan chuyén tiép).

* Lueu ¥ khi nép hé so:

- Truong hop giri ho so qua hé thong buwu chinh thi phai giri kém theo bdn sao
c6 chirng thurc cac gidy to phdi xuat trinh.

- Poi Véi gidy to ngp, xudt trinh:

+ Treong hop ngueoi Yeu cau nép giay tor 1a bdn sao dwoc cap tir sé6 goc hogc
ban sao dwroc ching thuec tir bdan chinh thi ngueoi tiép nhan hé so khéng diroc yéu
cau xudt trinh ban chinh; néu nguroi yéu cau chi nép ban chyp va xuat trinh ban
chinh thi ngwoi tiép nhdn hé so kiém tra, déi chiéu ban chup véi ban chinh va
ky vao bdn chup Xac nhdn vé viéc da déi chiéu ngi dung gidy to dé, khéng duwoc
yéu Cdu ngudi di dang ky ngp ban sao gidy to dé.

+ Do V6i glay to Xudt trinh khi ding ky hé tich, nguwoi tiép nhdn c6 trach nhiém
Kiém tra, doi chiéu véi thdng tin trong to khai, chup lai hoac ghi lai thong tin daé
lieu trong ho so va trd \ai cho ngueoi Xudt trinh, khéng dwoC yéu cau nép ban sao
hodc ban chup gidy to dé.

+ Nguoi tiép nhdn co trach nhiém tiép nhdn diing, dii hé so ding ky hé tich theo
quy dinh cua phap lugt hé tich, khéng dwoc yéu cau nguoi dang ky hé tich nép
thém gidy to ma phap lugt hé tich khéng quy dinh phdi ngp.

- Triong hop nguoi yéu cau khdng biét chiz thi céng chize fur phdp - hé tich truc
tiép ghi Tor khai, sau dé doc cho nguwoi yéu cau nghe lai ngi dung va hwéng dan
nguoi dé diém chi vao To khai. Khi tra két qud, céng chire tu phdp - hé tich doc
lgi néi dung Trich luc khai tiz cho nguwoi yéu cau nghe va huong ddn nguoi dé
diém chi vao Sé ddang ky khai tir.

2.4 | S6 lwong ho so: 01 bd
2.5 | Thoi han giai quyét: 03 ngay 1am viéc, sau khi nhan du hd so hop 16.
5 | Pl diém ti,é'p nhan hd so va tré két qua giai quyé’t TTHC:
' B6 phan Ti€ép nhan va Tra két qua caa UBND cap xa.
Co quan thuc hién:
UBND cép x4 noi cu tra cua nguodi dugce giam hd hodc nguoi giam ho.
97 C.G quan c6 thim quyén quyét dinh: UBND cép x4 noi cu trii ctia ngudi dugce
' giam ho hodc nguoi giam ho.
Co quan dwoc iy quyén: Khong.
Co quan phdi hop: Khong.
2.8 | Poi twong thwe hién TTHC: C4 nhan, phap nhan.
29 Két qua giai quyét TTHC:

- Ho so du diéu kién: Trich luc dang ky giam ho.
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- Ho so khong du diéu kién: Vian ban thong bao khong du diéu kién giam ho.

2.10 | Quy trinh xi ly cong viéc
TT Trinh tw TriCh T.h ot Biéu mauw/Két qua
nhi¢ém glan
Tiép nhan ho so:
- Truong hop ho so chua day du,
hop 1é: Hudng dan ngudi ndp hd
s0 bd sung, hoan thién theo quy | Cong chuc Gio hanh Maflu 01; 02, 03
B1 |dinh, néu khong bd sung hoan | Tu phdp - chinh (néu c0); 06 va Ho
thién duoc thi tir chdi tlep nhan | HO tich so theo muc 2.3
hé so.
- Trudng hop hd so day du, hop
1¢ thi tiép nhan ho so.
Kiém tra, xem xét hd so:
- Néu du diéu kién: Vao S6 ding Mau 05;
ky giam ho, nhép dir liéu vao Dy théao Trich luc
phan mém hd tich, in du thio | Cong chirc diang ky giam ho
B2 | Trich luc dang ky gidm ho; Tuphap- | 02ngay |hoic du thao Vin
- Néu khong du diéu kién: Dy | HO tich ban théng béo
thao Vian ban thong bao khong khong du diéu kién
du diéu kién gidam ho. giam ho
Trinh ldnh dao UBND cép xA.
Mau 05, 06;
, . 1 X . g :, | Lanh dao T.r ,iCh h;lc de:mg lfy
B3 Ky du thao két qua giai quyét UBND cép | 07 gio giam ho hodc Vian
thu tuc hanh chinh 3 ban  thong  bao
khong du dicu kién
giam ho
Mau 05, 06;
Trich luc dang ky
gg | Phathanh van ban va tra két qua | Cong chirc 01 gios giam ho hoic Vin
cho cong chtrc Tu phéap - HO tich | Véan phong ban thong bdao
khong du diéu kién
giam ho
Mau 01, 06;
Chuyén nguoi dan ky vao Sb Co . Trich luc dang ky
IOV Cex L Ae ong chtrc R ., A T AT
B5 (néu cap trich luc); tra .ket qua, | o phép - Gio ,hanh giam hd hodc Van
thu 1€ phi theo quy dinh (néu H6 tich chinh ban thong bdo

co).

khong du diéu kién
giam ho

* Truong hop hé so qud han xir Iy, trong thoi gian chdm

nhdt 01 ngay trudc

ngay hét han xir Iy, cong chirc Tu phdp - H¢ tich trinh Chu tich UBND cap xa ky
ban hanh phiéu xin 16i va hen lai ngay tra két qua dé giri cho to chire, cd nhan.
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3 | BIEUMAU

@j

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

|ﬁj

Mau 02 M3u 02.docx

Phiéu yéu cau b6 sung hoan thién ho so

@j

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

@j

Mau 04 M3u 04.docx

Phiéu xin 16i va hen lai ngay tra két qua

@H

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

@j

Mau 06 M3u 06.docx

S6 theo ddi ho so

]
BM.HT.13.01 BM.HT. 13.01.doc
To khai dang ky gidm ho

4 |HOSOLUU:

Mau 01; 02, 03, 04 (néu ¢6); 06 lru tai BO phan Tiép nhin va Tra két qua ciia
UBND cap xa. Mau 01, 05 Iuu theo ho so;

- HO so dau vao theo muc 2.3;

- S6 dang ky giam ho;

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

- Phan mém http://hotich.moj.gov.vn.

H6 so duge luu tai UBND cdp x4, thoi gian luu trir SO dang ky giam ho 14 vinh vién, con
cac giay to khac thuc hién luu theo quy dinh cua Luét HO tich va cac van ban hudéng dan
thi hanh.
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14. Piang ky cham dirt giam ho

1 | KY HIEU QUY TRINH QT.HT.14
2 | NOIDUNG QUY TRINH
2.1 | Diéu ki¢n thue hi¢gn TTHC:
Viéc giam ho cham dut trong cac trudng hop sau day (Diéu 62 Bo luit Dan sy):
- Nguoi duge gidm ho da c6 nang lyc hanh vi dan sy déy du;
- Nguoi duge giam ho chét;
- pha, me cua ngu’c‘yi duogc giam ho 1a ngudi chua thanh nién da c6 du diéu kién
dé thuc hién quyén, nghia vu cua minh;
- Nguoi duge gidm hd dugc nhan lam con nudi.
2.2 | Cach thirc thue hién TTHC:
- Ngudi ¢6 yéu cau dang ky cham dut giam ho truc tiép thuc hién hodc uy quyén
cho nguoi khac thuc hién viée dang ky cham dut gidm ho;
- Truc tiép tai B6 phan Tiép nhén va Tra két qua cua Uy‘ban nhan dén (UBND)
cap xa hoac gui ho so qua hé thong buu chinh hodc gui ho so theo h¢ thong dang
ky ho tich truc tuyén.
\ A LA P Ban .
2.3 | Thanh phan ho so, bao gom: chinh Ban sao

* Gidy to phai nop:

T khai dang ky chdm dut giam ho, theo mau BM.HT.14.01; X

Gidy to lam cin cir cham dit giam ho theo quy dinh cua Bo
luat Dan su;

Truong hop Gy quyén cho ngudi khac 1am thay thi phai c6 vin
ban uy quyén dugc ching thyc theo quy dinh cua phap luat.
Truong hop nguoi dugc uy quyén 13 ong, ba, cha, me, con, vo, X
chong, anh, chi, em rudt ctia ngudi Gy quyén thi van ban uy
quyén khong phai ching thuc.

* Gidy to phai xuit trinh:

M0t trong cac gidy to chimg minh nhan than la Gidy CMND,
H6 chiéu, Thé cin cude cong dan hoic glay to khac co dan X
anh va thong tin ca nhan do co quan co thAm quyen cap, con
gia tri str dung ctia ngudi yéu cau ding ky cham dit giam ho.

* Lueu Y khi nép hé so:

- Triwong hop giri N so qua hé thong buu chinh thi phdi giri kém theo ban sao c6
ching thuec céc gidy to phdi xudt trinh.

- Poi Véi gidy to ngp, xudt trinh:

+ Truong hop ngueoi yéu cau nop gidy to 12 ban sao dwoc cdp tir sé6 goc hogc ban
sao dwoc chung thuc tor ban chinh thi nguoi tiép nhdn hé so khong dwoc yéu cau
xudt trinh ban chinh; néu nguwoi yéu cau chi ngp ban chup va xudt trinh ban chinh
thi nguweoi tiép nhdn hé so kiém tra, déi chiéu ban chup véi ban chinh va ky vao
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ban chup xac nhdn vé viéc da doi chiéu néi dung giay to do, khéng dwoc yéu cau
ngueoi di ding ky nép ban sao giay to do.

+ Poi V6 gidy to Xudt trinh khi ding ky hé tich, nguoi tiép nhdn cé trach nhiém
kiém tra, déi chiéu véi thong tin trong to khai, chup lai hogc ghi lai thong tin daé
lieu trong ho so vd trd lai cho nguoi xudt trinh, khéng dwoc yéu cau ngp ban sao
hodc ban chup gidy to dé.

+ Nguoi tiép nhdn c6 trach nhiém tiép nhdn ding, dui hé so dang ky hg tich theo
quy dinh cua phap lugt h tich, khong duot yéu cau ngwoi dang ky hé tich ngp
thém gidy to- ma phap ludt hg tich khéng quy dinh phai nép.

2.4 | S6 lwong ho so: 01 bd
2.5 | Thoi han giai quyét: 02 ngay 1am viéc, sau khi nhan du hd so hop 18.
26 Dia diém tiép nhéin ho so va tra két qua giai quyét TTHC:
" | Bo phan Tiép nhan va Tra két qua caa UBND cép xa.
Co quan thuc hién:
UBND cap x4 noi di dang ky giam ho trudc day.
57 Co quan c6 thim quyén quyét dinh:
' UBND cép x4 noi di dang ky giam ho trude day.
Co quan dwoc iy quyén: Khong.
Co quan phdi hep: Khong.
2.8 | Poi twong thwe hién TTHC: Ca nhan, phap nhan.
Két qua giai quyét TTHC:
g |- Ho6 so du diéu kién: Trich luc dang ky chdm dut gidam ho.
| - Ho so khong du diéu kién: Vin ban thong bao khong du diéu kién cham dut giam
ho.
2.10 | Quy trinh xir ly cong viéc
TT Trinh tu TriCh T.h ol Bi¢u maw/Két qua
nhi¢m glan
Tiép nhan ho so:
- Truong hop ho so chura day du,
hop 1&: Hudng dan ngudi ndp ho
s0 bd sung, hoan thién theo quy | Cong chirc Gio hanh Mau 01; 02, 03 (néu
B1 | dinh, néu khong bd sung hoan | Tu phéap - chinh cd); 06 va Ho so theo
thlcn duoc thi tir chdi tlep nhan Ho tich muc 2.3
ho so.;
- Trudng hop ho so day du, hop
1€ thi ti€ép nhén ho so.
Kiém t t ho so: x
e ra xem XELRO S0t M 05
- Néu du diéu ki¢n: Vao S6 dang o , , ]
K gidm ho, nhdp di lidu vao | SO& ChUC Du' thao Trich luc
B2 ) SR - Tuphap - | 1,5nga 5 7 cha )
phin mém ho tich, in du thio | o LPoaP” | H0NGAY | ddng ky cham dixt
) - X ) H¢ tich giam ho hodc du thao
Trich lyc dang ky cham dut N - ,
N Vian ban thong bao
giam ho;
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- Néu khong du diéu kién: Dy khong du diéu kién
thdo Van ban thong bao khong giam ho
du diéu kién gidm ho;
Trinh ldnh dao UBND cép x.
Mau 05;
, . X . e z, | Lanh dao Tn;Ch lu,c dg}lg k¥
B3 Ky du thdao két qua giai quyét UBND o4 03 oidy cham dut gidm ho
thu tuc hanh chinh. 2 cap g hoac Van ban thong
Xa , A v e A
bao khong du dicu
kién giam ho.
Cong chuc Mau 05, 06.
Phét hanh van ban va tra kétqua | Vo0 Trich luc - dang ky
B4 | cho cong chiic Tu phap - HO phong; 01 gio cham dit gidm ho
tich " | Cong chirc hodc Van ban thong
T Tu phép - bao khong du dicu
Ho tich kién giam ho
Mau 01, 06;
Chuyén ngudi dan ky vao SO | . , Trich luc dang ky
T S Z , | Cong chirc o s P L. A
B5 (néu cap trich luc); tra két qua, Tu ohép - G160 hanh | cham dut gidm ho
thu 1¢ phi theo quy dinh (néu PP = chinh hodc Van ban thong
i Ho tich L . e X
co). bao khong du diéu
kién gidm ho
* Truwong hop ho so qud han xi 1y, trong thoi gian chdm nhdt 01 ngay trudc ngay
het han xir Iy, cong chirc Tw phap - Ho tich trinh Chu tich UBND cdp xa ky ban
hanh phieu xin 1oi va hen lai ngay tra két qua dé gui cho to chirc, cd nhan.
3 | BIEUMAU
=
Mau 01 Mau 01.docx
Gidy tiép nhan ho so va hen tra két qua
]
Mau 02 Mau 02.docx
Phiéu yéu cau bd sung hoan thién ho so
]
Mau 03 Mau 03.docx
Phiéu tir chdi tiép nhan giai quyét ho so
=
Méau 04 Mau 04.docx
Phiéu xin 16i va hen lai ngay tra két qua
]
Mau 05 MAu 05.docx
Phiéu kiém soat qua trinh giai quyét ho so
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@j

Mau 06 M3u 06.docx

S6 theo ddi ho so

i
BM.HT.14.01 BM.HT.14.01.doc
T khai ding ky cham dit giam ho

HO SO LUU:

Mau 01; 02, 03, 04 (néu c6); 06 luu tai BO phén Tiép nhan va Tra két qua cua
UBND cap xa. Mau 01, 05 luu theo ho so;

Ho so dau vao theo muc 2.3;

S6 dang ky cham dut giam ho;

Vin ban thong bao khong du dicu kién cham dut giam ho (néu co);

Phan mém http://hotich.moj.gov.vn.

H6 so dugc luu tai UBND cap x3, thoi gian luu trit S6 dang ky cham dirt giam ho 1a vinh
vién, con cac gidy to khac thyc hién luu theo quy dinh ctia Luat HQ tich va cac van ban
hudng dan thi hanh.
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15. Pang ky nhan cha, me, con

1 | KY HIEU QUY TRINH QT.HT.15
NOI DUNG QUY TRINH
2.1 | Piéu kién thwe hién TTHC:
- Bén nhén va bén duoc nhan 1a cha, me, con déu con séng;
- Viéc nhan cha, me, con khong c6 tranh chap.
- Trudong hop nam, ntr chung song voi nhau nhu vo chong, khong dang ky ket
hon, sinh con, nguoi con song cung voi ngudi cha, khi nguoi cha lam thu tyc nhan
con ma khong lién hé duoc véi nguoi me thi khong can c6 ¥ kién cia ngudi me
trong To khai dang ky nhan cha, me, con.
2.2 | Cach thirc thye hién TTHC:
Truc tiép tai Bo phan Tiép nhan va Tra két qua caa Uy ban nhan dan (UBND) cap
Xa.
2.3 | Thanh phan hd so, bao gom: Cﬁ?:h ]:i;l
* Gidy to phai ngp:
- To khai ding ky nhan cha, me, con, theo mau BM.HT.15.01; X

Chung ctr ching minh méi quan hé cha, me, con gom mot
trong cac gidy to, tai lidu sau:

+ Van ban cua co quan y té, co quan giam dinh hodc co quan
khac c6 thim quyén & trong nudc hodc nude ngoai xac nhan
quan h¢ cha con, quan hé me con; X
+ Truong hop khong c6 van ban néu trén thi phai c6 van ban
cam doan (theo mau BM.HT.15.02) cua cac bén nhén cha,
me, con vé moi quan h¢ cha, me, con va co it nhat hai nguoi
lam chirng vé mbi quan hé cha, me, con.

Gidy to ching minh thudc gia dinh ¢é cong véi cach mang,
nguoi thudc hd ngheo, nguoi khuyét tat (néu co).

* Gidy to phai xuit trinh:

M0t trong cac gidy to chimg minh nhan than la Gidy CMND,
H6 chiéu, Thé can cude cong dan hodc glay to khac co dan
anh va thong tin ca nhan do co quan c6 tham quyén cip, con
gié tri sir dung ctia ngudi yéu cau dang ky nhan cha, me, con;

Gidy to ching minh noi cu trii ciia ngudi nhan hodc ngudi
duoc nhan 1a cha, me, con dé xac dinh tham quyén (chi ap X
dung trong giai doan chuyén ti€p).

Luu y:

- Poi véi gidy to ndp, xudt trinh:

+ Truong hop nguoi yéu cau ndp gidy to la ban sao duoc ‘cd'p tir s6 goc hodc
ban sao dwoc ching thuc tir ban chinh thi nguoi tiép nhdn ho so khong dwoc yéu
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cau xudt trinh ban chinh; néu nguoi yéu cau chi ngp ban chup va xudt trinh bdn
chinh thi nguoi tiép nhdn ho so kiém tra, doi chiéu bdn chup voi ban chinh va
ky vao ban chup xdc nhdn vé viéc di doi chiéu néi dung gidy to dé, khong dwoc
yéu cdu ngu’(‘n' di ddng ky nép ban sao gidy to do.

+ Déi véi gzay 10 xudt trinh khi dang ky hé tich, ngudi tiép nhdn c6 trach nhiém
kiém tra, doi chiéu véi thong tin trong 10 khai, chup lai hodc ghi lai thong tin dé
lueu trong ho so v tra lgi cho nguoi xudt trinh, khong dwge yéu cau nép ban sao
hodc ban chup gidy to do.

+ Nguwoi tiép nhdn c6 trach nhiém tiép nhan diing, dit hé so dang ky hé tich theo
quy dinh ciia phdp ludt ho tich, khéng dwoe yéu cau ngueoi dang ky hé tich nép
thém gidy to ma phdp ludt ho tich khéng quy dinh phdi nép.

- Truong hop cho phép nguoi yéu cau dang ky hé tich ldp vin ban cam doan vé
néi dung yéu cau dang ky hé tich thi co quan dang ky ho tich phdi gidi thich ré
cho nguoi ldp van ban cam doan vé trach nhiém, hé qua phdp Iy ciia viéc cam
doan khong dung su that.

Co quan dang ky ho tich tir chéi giai quyét hodc dé nghi co quan c6 tham quyén
ity bo két qua dang ky hé tich, néu c6 co sé xdc dinh ndi dung cam doan khéng
dung su that.

2.4 | S6 lwgng hd so: 01 bo.
25 Thoi han gidi quyét: 03 ngay lam viéc, sau khi nhan du hd so hop 1é. Truong
' hop can phai xac minh thi thoi han giai quyét khong qué 08 ngay lam viéce.
26 Pia diém tiép nhin ho so va tra két qua giai quyét TTHC:
' Bo phan Tiép nhan va Tra két qua cia UBND cép xA.
Co quan thwe hién: UBND cip x3 noi cu tri ciia ngudi nhan hoic nguoi duoc
nhan 1a cha, me, con.
57 Co quan c¢6 thAm quyén quyét dinh: UBND cép x4 noi cu tri cia ngudi nhin
' hodc nguoi dugc nhan la cha, me, con.
Co quan dwoc iy quyén: Khong.
Co quan phdi hop: Khong.
2.8 | Poi twong thue hién TTHC: Cé nhan
Két qua giai quyét TTHC:
THE Ho6 so du diéu kién: Trich luc dang ky nhan cha, me, con.
| - Ho so khéng du diéu kién: Vin ban thong bao khong du diéu kién nhan cha, me,
con.
2.10 | Quy trinh xir ly cong viéc
TT Trinh ty TriCh T_h(n Biéu mau/Két qua
: nhi¢m glan
Tiép nhan ho so:
- Trudng hop hd so chua day | Cong chiic Gid hanh Méu 01; 02, 03 (n€u
Bl dﬁ, ho‘p lé Hu’(’)’ng dan nguf(‘)’i Tu phép - chinh CO); 06 va HO so theo
ndp ho so bo sung, hoan thién | HO tich muyc 2.3

theo quy dinh, néu khong bo
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sung hoan thién dugc thi tu
chéi tiép nhan ho so.

- Trudng hop hd so day du,
hop 16 thi tiép nhan ho so.

B2.1. Kiém tra, xem xét ho so:
- Néu du diéu kién va thugc
truong hop khong phai xac
minh: Vao S6 diang ky nhdn
cha, me, con; nhap dir li¢u vao
phén mém hd tich, in du thao
Trich luc dang ky nhan cha,
me, con.

Truong hop khong cd chung
cr ching minh moi quan hé
cha, me, con huéng dan cac

Mau 05;
- Du thao Trich luc
dang ky nhén cha,

bén nhan cha, me, con lap Van 02 ngay m?, COI} hOaCA du the,lo
ban cam doan vé méi quan hé | Cone chirc Van ban thp ne. bdo
L X . g h khong du dicu kién;
B2 |cha, me, con, co it nl;at hai | Ty phap - o
nguoi lam chung vé moi quan | Hg tich ) Yan jban cam doan
hé cha, me, con. o (nu CVO); q )
- Néu khong du didu kién: Dy - Van ban  xdc
thdo Van ban thong bao khong mmh/b 1en l?an xac
du diéu kién nhan cha, me, minh (néu ¢6).
con.
Trinh lanh dao UBND cap xa
theo buoc B3.
B2.2: Kiém tra, xem xét ho so,
truong hop phuc tap thi xac
minh bang vin ban hodc truc 07 ngay
tiép. Sau khi co két qua xac
minh, thuc hién nhu B2.1.
Mau 05;
Trich lyc dang ky
A . Ly Lanh dao nhan cha, me, con
B3 Ih(g;] rl]qzth?nuha gidi quyét thu tuc U!BND 07 gid | hodc Van ban thong
cap xa bdo khong du diéu
kién nhan cha, me,
con
Mau 05, 06;
) Trich luc dang ky
Phat hanh van ban va tra két Céng chirc nhan cha, me, con
B4 | qua cho cong chic Tu phap - Van phong 01 gid | hodc Van ban thong

H6 tich dé tra cho cong dan.

bédo khong du diéu
kién nhan cha, me,
con
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Chuyén ngudi dan ky vao So

Cong chuc

Mau 01, 06;
Trich luc dang ky
nhan cha, me, con

o5 | pengimrhven b i | S Bl Vi o
c6). ; : Ho tich b?iAo khcA)Ang du diéu
kién nhan cha, me,
con
* Khi nhdan két gud dang ky viéc nhan cha, me, con thi cac bén cha, me, con phai
co mat dé ky so dang ky nhdn, cha, me con.
* Truong hop ho so qud han xir Iy, trong thoi gian chdm nhdt 01 ngay trirdc
ngay het han xu ly, cong chirc Tu phap - Ho tich trinh Chu tich UBND cap xa ky
ban hanh phiéu xin [0i va hen lai ngay tra két qua dé gui cho t6 chure, ca nhan.
3 | BIEUMAU
o]
Mau 01 MAu 01.docx
Giay ti€ép nhan ho so va hen tra két qua
]
Mau 02 MAu 02.docx
Phiéu yéu cau bo sung hoan thién ho so
=
Mau 03 Mau 03.docx
Phiéu tir chdi tiép nhan giai quyét ho so
o]
Mau 04 Mau 04.docx
Phiéu xin 16i va hen lai ngay tra két qua
]
Mau 05 Mau 05.docx
Phiéu kiém soét qua trinh giai quyét ho so
]
Mau 06 MAu 06.docx
S0 theo ddi ho so
=
BM.HT.15.01 BM.HT. 15.01.doc
To khai dang ky nhan cha, me, con
!
BM.HT.15.02 BM.HT. 15.02.docx
Vian ban cam doan
4 |HOSOLUU:
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Mau 01; 02, 03, 04 (néu cd); 06 luu tai BO phan Tiép nhan va Tra két qua cua
UBND cap xa. Mau 01, 05 luu theo ho so;

Ho so dau vao theo muc 2.3;

S6 dang ky nhan cha, me, con;

Vian ban thong bao khong du di€u kién nhan cha, me, con (néu cd);

Vian ban xac minh/bién ban xac minh (néu cod);

Phan mém http://hotich.moj.gov.vn.

H6 so duoc luu tai UBND cép xa, thoi gian luu trir SO dang ky nhan cha, me, con 1a vinh
vién, con cac gidy to khac thuc hién luu theo quy dinh ctia Luat HG tich va cac van ban
hudng dan thi hanh.
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16. Ping ky nhan cha, me, con c6 yéu to nwéc ngoai tai khu vue bién giéi

1 KY HIEU QUY TRINH QT.HT.16

NOI DUNG QUY TRINH

2.1 | Piéu kién thwe hién TTHC:
- Viéc nhan cha, me, con gitra cong dan Viét Nam thuong tra tai dia ban xa ¢ khu
vuc bién gidi voi cong dan cua nudc lang giéng thuong tri tai don vi hanh chinh
trong duong cip xa ctia Viét Nam, tiép giap véi xa & khu vuc bién gidi ciia Viét
Nam noi cong dan Viét Nam thuong tru.
- Bén nhan va bén duge nhan 1a cha, me, con déu con séng.
- Viéc nhan cha, me, con khong c6 tranh chép.
- Truong hop nam, nir chung séng v6i nhau nhu vo chong, khong ding ky két
hén, sinh con, nguoi con song cung voi nguoi cha, khi nguoi cha lam thu tyc nhén
con ma khong lién hé duoc v6i nguoi me thi khong can co ¥ kién cua ngudi me
trong To khai dang ky nhan cha, me, con.

2.2 | Cach thirc thwe hién TTHC:
Truc tiép tai B6 phan Tiép nhan va Tra két qua ciia Uy ban nhan dan (UBND) cap
Xa.

2.3 | Thanh phan ho so, bao gom: Ban Ban

chinh sao

* Gidy to phai ndp:

To khai ding ky nhan cha, me, con, theo mau BM.HT.16.01; X

Chung ctr ching minh mbi quan hé cha, me, con, gém mot trong
cac gidy t0, tai liéu 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 hé me con; X
+ Truong hop khong c6 van ban néu trén thi cac bén nhan cha,
me, con 14p vin ban cam doan (theo mau BM.HT.16.01) vé mbi
quan hé cha, me, con, cd it nhét hai nguodi lam ching vé mdi quan
hé cha, me, con.

Gidy to ching minh nhan than, ching minh noi thuong tri ¢
khu vuc bién gidi cia cong dan nudc lang giéng;

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

* Gidy to phai xuit trinh:

- Mot trong cac gidy t& chirng minh nhan than la: Gidy CMND,
H6 chiéu, Thé cin cudc cong dan hoic gidy to khac co dan anh
va thong tin ca nhén do co quan c6 thAm quyén cép, con gia tri
st dung cua nguodi yéu cau dang ky nhan cha, me, con;
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Gidy to ching minh noi thuong tra ctia ngudi nhan hoic nguoi
dugc nhan cha, me, con 1a cong dan Viét Nam dé xac dinh tham X
quyén (chi ap dung trong giai doan chuyén ti€p).

* Luu y:

- Poi véi gidy to ndp, xudt trinh:

+ Truong hop nguoi yéu cau ndp gidy to la ban sao dwoc cdp tir s6 goc hodc ban
sao dwogc chimg thuwce tir ban chinh thi ngueoi tiép nhan ho so khong dwoc yéu cau
xudt trinh ban chinh; néu nguoi yéu cau chi ngp ban chup va xudt trinh ban chinh
thi ngueoi tiép nhdn ho so kiém tra, doi chiéu ban chup voi ban chinh va ky vao
ban chup xdc nhdn vé viéc di doz chiéu néi dung gidy to do, khong dwoc yéu cau
ngum di dang ky nép ban sao gidy to do.

+ Poi véi glay to xudt trinh khi ding ky hé tich, nguoi tiép nhdn cé trach nhiém
kiém tra, doi chiéu véi théng tin trong to khai, chup lai hodc ghi lai thong tin dé
liew trong hé so va tra lai cho nguwoi xudt trinh, khong dwoe yéu cau ndp ban sao
hodc ban chup gidy to do.

+ Nguwoi tiép nhdn c6 trach nhiém tiép nhdn ding, dit ho so dang ky ho tich theo
quy dinh cia phdp ludt hé tich, khong dwoc yéu cau nguoi dang ky hé tich nép
thém gidy to: ma phdp ludt hé tich khéng quy dinh phdi nép.

+ Gidy to do co quan c¢6 tham quyén ciia mede c¢é chung dwong bién gidi voi Viét
Nam Idp, cdp, xdc nhdn sir dung dé dang ky hé tich dwoc mién hop phdp héa lanh
su; dich ra tiéng Viét va cé cam két cia nguoi dich vé viéc dich dung noi dung.

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

Co quan dang ky ho tich tir chéi giai quyét hodc d@é nghi co quan c6 tham quyén
ity bé két qua dang ky hé tich, néu cé co sé xdc dinh ndi dung cam doan khéng
dung su that.

2.4 | S6 lwong ho so: 01 bo.
o5 | Thoihan gidi quyé’_t: 07 ngay lam viée, ké tir ngdy nhén du ho so hgp 1¢. Truong
' hop can phai xac minh thi thoi han giai quyét khong qua 12 ngay lam viéc.
5 | Pl diém tiép nhan hd so va tré két qua giai quyé’t TTHC:
' B0 phan Tiép nhan va Tra két qua cia UBND cap xa.
Co quan thwe hién: UBND cép xi ¢ khu vuc bién gi6i noi céng dan Viét Nam
thuong tru.
57 Co quan ¢6 thAm quyén quyét dinh: UBND cép xa ¢ khu vyc bién gidi noi cong
' dan Viét Nam thuong tru.
Co quan dwoc iy quyén: Khong.
Co quan phdi hop: Khong.
2.8 | Poi twong thye hién TTHC: Cé nhan
’9 Két qua giai quyét TTHC:

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

con.
2.10 | Quy trinh xir ly cong viéc
TT Trinh tw Il:;ai;?l gg‘;‘ Bi¢u maw/Két qua
Tiép nhan ho so:
- Truong hop hd so chua ddy du,
hop 1¢: Hudng dan ngudi nop hd
s0 bo sung, hoan thién theo quy | Cong  chuc Gis hanh Mau 01; 02, 03 ‘(néu
Bl | dinh, neu khong b6 sung hoan | Tu phép - chinh c6); 06 va Ho so
thién dugc thi tir choi ti€p nhan | HO tich theo muc 2.3
hé so.
- Trudng hop ho so day du, hop
1¢ thi tiép nhan hd so.
B2.1. Kiém tra, xem xét ho so:
- Truong hop du diéu kién va
thugc truong hop khong xac
minh: Vao So6 ding ky nhén cha,
me, con; nhap dir liéu vao phén
mém hd tich, in du thao Trich luc
dang ky nhan cha, me, con;
- Truong hop khong c6 chiing
ctr ching minh méi quan hé cha, : _
me, con hudng dan cac bén nhan 6 naa Mau 0? ’
cha, me, con 1dp van ban cam 98Y | Dy thao Trich luc
doan vé moi quan hé cha, me, | Cong  chirc dang ky nhazm cI{a,
B2 |con, c6 it nhat hai nguoi lam | Ty phap - me, con AhO@C Van
chtmng vé méi quan hé cha, me, | Hp tich ban  thong bao
con; C kh()ng du diéu klén,
- Truong hop khong du diéu Van 'Abén i XE}C
kién: Du thao Van ban thong mmh/bleﬂn b,an Xac
bio khong du didu kién nhan minh (néu o).
cha, me, con;
Trinh lanh dao UBND cép xA.
B2.2. Kiém tra, xem xét ho so,
truong hop phtc tap thi xac
minh bang vin ban hodc truc 11 ngay
tiép. Sau khi c6 két qua xac
minh, thuc hién nhu B2.1.
Mau 05:
Lz .. £ , Lanh  dao Trich luc dang ky
B3 Iéynﬁ‘imﬁa gidi quyet thi tue | ypNny 40 | 07 gio | nhan cha, me, con
xa hodc Van ban thong
bao khong du diéu
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kién nhan cha, me,
con

Phét hanh vin ban va tra két qua

Cong chuc

Mau 05, 06;
Trich luc dang ky
nhan cha, me, con

B4 cho cong chirc Tu phép - Ho tich | Van phong 01 gio hc’>éc Vén bénqth@.{}g
bdo khong du dicu
kién nhan cha, me,
con

Mau 01, 06;
Chuyén ngudi dan ky vio S6 | .. , Trich luc dang ky
LA S 1 X , | Cong chuc c s nhan cha, me, con
BS (néu cap trich luc); tra két qua, Tu ohip - Gi0 hanh hosc Vin ban the

thu 1 phi theo quy dinh (néu | . pnap chinh oac Va}n anvt ong
c6) Ho tich bdo khong du diéu

' kién nhan cha, me,

con

* Triong hop ho so qud han xit 1y, trong thoi gian chdm nhat 01 ngay trudc ngay
hét han xu Iy, cong chirc Tu phdp - H tich trinh Chu tich UBND cap xa ky ban
hanh phiéu xin [0i va hen lai ngay tra két qua dé gui cho to chirc, cd nhan.

3 | BIEUMAU

]
Mau 01 Mau 01.docx
Gidy tiép nhan ho so va hen tra két qua
o]
Mau 02 MAu 02.docx
Phiéu yéu cau bo sung hoan thién ho so
]
Mau 03 M&u 03.docx
Phiéu tir chéi tiép nhan giai quyét hd so
]
Mau 04 Mau 04.docx
Phiéu xin 16i va hen lai ngay tra két qua
o]
Mau 05 Mau 05.docx
Phiéu kiém so4t qua trinh giai quyét hd so
]
Mau 06 MAu 06.docx
S6 theo ddi ho so




113

@H

BM.HT.16.01 BM.HT.16.01.doc

To khai dang ky nhan cha, me, con
o]

BM.HT.16.02 BM.HT. 16.02.docx

Van ban cam doan

4 |HOSOLUU:

Maéu 01; 02, 03, 04 (nu c6); 06 luu tai BO phan Tiép nhan va Tré két qua ciia
UBND cap xa. Mau 01, 05 luu theo ho so;

- Ho so dau vao theo muc 2.3;

- S6 dang ky nhan cha, me, con;

- Vian ban xdc minh/bién ban xac minh (néu co);

- Vian ban thong bao khong du di€u kién nhan cha, me, con (né€u cd);

- Phan mém http://hotich.moj.gov.vn.

Hb so duoc luu tai UBND cép x4, thoi gian Iuu trit SO ding ky nhan cha, me, con 1 vinh
vién, con cac giay to khac thuc hién luu theo quy dinh ctia Luat HO tich va cac van ban
hudng dan thi hanh.
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17. Ping ky khai sinh két hop ding ky nhin cha, me, con

1 KY HIEU QUY TRINH QT.HT.17
2 | NOIDUNG QUY TRINH
2.1 | Piéu kién thwe hién TTHC:
- Viéc nhan cha, me, con khong c6 tranh chép.
- Bén nhén, bén dugc nhan 1a cha, me, con déu con séng vao thoi diém dang ky
nhan cha, me, con.
- Khi dang ky viéc nhan cha, me, con thi cac bén cha, me, con phai c6 mat.
- Trudng hop nam, nir séng chung v6i nhau nhu vo chong, khong ding ky két
hon, sinh con, nguoi con song cung voi ngudi cha, khi nguoi cha lam thu tyc nhan
con ma khong lién h¢ duoc vdi ngudi me thi khong can cé y kién cia ngudi me
trong To khai dang ky nhan cha, me, con.
2.2 | Céch thirc thye hién TTHC:
Truc tiép tai B6 phan Tiép nhan va Tra két qua ctia Uy ban nhan dan (UBND) cap
Xa.
X A A AL Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh sa0
* Gidy to phai ndp:
i To khai dang ky khai sinh va To khai dang ky nhan cha, me, X
con, theo mau BM.HT.17.01 va BM.HT.17.02;
Gidy chung sinh; truong hop khéng co Glay ching sinh thi
) nop van ban cua nguoi lam ching xac nhan vé viéc sinh; néu X

khong c6 nguoi lam chimg thi phai c¢6 gidy cam doan vé viéc
sinh theo miu BM.HT.17.03;

Chung ctr chting minh mbi quan hé cha, me, con, gém mot
trong cac gidy t0, tai liéu sau:

+ Vin ban cta co quan y té, co quan giam dinh hoic co quan
khac c6 thim quyén & trong nudc hodc nude ngoai xac nhan
quan h¢ cha con, quan hé me con; X
+ Truong hop khong c6 van ban néu trén thi cac bén nhan cha,
me, con 1ap van ban cam doan theo mau BM.HT.17.03 v& mbi
quan hé cha, me, con, ¢o it nhat hai nguodi lam ching vé mdi
quan hé cha, me, con.

Gidy to chimg minh thudc gia dinh c6 céng voi cach mang,
nguoi thudc hd ngheo, nguoi khuyét tat (n€u co);

* Gidy to phai xuit trinh:

Mot trong cac gidy to chimg minh nhan than 13 Gidy CMND,
Ho chiéu, Thé cin cudc cong dan hodc gidy to khac co dan anh
va thong tin ca nhan do co quan ¢ thim quyén cap, con gia tri
sir dung cuia nguoi yéu cau dang ky;
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Gidy to chimg minh noi cu tra cua nguoi yéu cau dang ky dé
ching minh tham quyén diang ky khai sinh, nhan cha, me, con X
(chi 4p dung trong giai doan chuyén tiép).

* Luu y:

- Poi véi gidy to ndp, xudt trinh:

+ Truong hop nguoi yéu cau ndp gidy to la ban sao dwoc cdp tir sé goc hodc ban
sao dwogc chimg thuwce tir ban chinh thi ngueoi tiép nhan ho so khong dwoc yéu cau
xudt trinh ban chinh; néu nguoi yéu cau chi ngp ban chup va xudt trinh ban chinh
thi nguwoi tiép nhdn ho so kiém tra, doi chiéu ban chup voi ban chinh va ky vao
ban chup xdc nhdn vé viéc da doz chiéu néi dung gidy to @6, khong dwoc yéu cau
ngueoi di ding ky nép ban sao gidy to do.

+ Déi véi gidy to xudt trinh khi dang ky hé tich, nguwoi tiép nhdn cé trdach nhiém
kiém tra, doi chiéu véi théng tin trong to khai, chup lai hodc ghi lai théng tin dé
liew trong hé so va tra lai cho nguwoi xudt trinh, khong dwoc yéu cau ndp ban sao
hodc ban chup gidy to do.

+ Nguwoi tiép nhdn c6 trach nhiém tiép nhdn ding, di ho so dang ky hé tich theo
quy dinh ciia phdp ludt hé tich, khong dwoc yéu cau ngwoi dang ky ho tich nép
thém gidy to: ma phdp ludt hé tich khéng quy dinh phdi nép.

+ Gidy to do co quan c¢6 tham quyén cia mede c¢é chung dwong bién gidi voi Viét
Nam Idp, cdp, xdc nhdn sir dung dé dang ky ho tich dwoc mién hop phdp héa lanh
su; dich ra tiéng Viét va cé cam két ciia nguoi dich vé viéc dich dung noi dung.

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

Co quan dang ky ho tich tir choi giai quyét hodc dé nghi co quan c6 tham quyén
hity b6 két qua dang ky ho tich, néu cé co sé xdc dinh ndi dung cam doan khéng
dung s that.

2.4 | S6 lwong ho so: 01 bd
25 T.hf‘)’i han giai quyét: 03 ngay lam .ViéC, truong hop phai xac minh thi thoi han
' giai quyet khong qua 08 ngay lam viéc.
5 | Pl diém tiép nhan hd so va tré két qua giai quyét TTHC:
' B0 phan Tiép nhan va Tra két qua cia UBND cap xa.
Co quan thue hién: UBND cip x4 noi cu tra ctia nguoi cha hodc nguoi me.
Co quan cé thim quyén quyét dinh: UBND cap x3 noi cu tra ctia ngudi cha
2.7 | hodc nguoi me.
Co quan dwoc iy quyén: Khong.
Co quan phdi hop: Khong.
2.8 | Poi twong thuwe hién TTHC: C4 nhan.
Két qua giai quyét TTHC:
2.9 |- Ho so da diéu kién: Trich luc dang ky nhan cha, me, con va Gidy khai sinh (01

ban chinh, s6 lwong gidy khai sinh ban sao theo yéu cau).
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- H6 so khong du diéu kién: Vian ban thong bao khong du diéu kién cap giay khai

sinh hoac nhan cha, me, con.

2.10

Quy trinh xir ly cong viéc

TT

Trinh tuw

Trach
nhiém

Thoi
gian

Biéu miu/Két qua

Bl

Tiép nhan ho so:

- Trudng hop hd so chua diy
du, hop 1é: Huéng dan nguoi
nop hd so bod sung, hoan thién
theo quy dinh, néu khong bd
sung hoan thién duogc thi tu
chéi tiép nhan ho so.

- Trudng hop ho so day du,
hop 1¢ thi tiép nhan ho so.

Cong chure
Tu phép -
Ho tich

Gi0 hanh
chinh

Mau 01; 02, 03 (néu
cd); 06 va
HO so theo muc 2.3

B2

B2.1. Kiém tra, xem xét ho so.
- Trudong hop du diéu kién:
Vao S6 ding ky khai sinh va
So dang ky nhéan cha, me, con;
nhap dir liéu vao phﬁn mém ho
tich, in dy thao Gidy khai sinh
va du thao Trich luc dang ky
nhan cha, me, con;

- Truong hgp khong co6 chirng
ctr chimg minh mdi quan hé
cha, me, con huéng dan cac
bén nhan cha, me, con l1ap van
ban cam doan vé mdi quan hé
cha, me, con, cO it nhat hai
ngudi lam chimg vé mdi quan
hé cha, me, con.

- Trudng hop khong du diéu
kién: Dy thdo Van ban thong
bao khong du diéu kién.

Trinh lanh dao UBND cép xA.

B2.2. Kiém tra, xem xét ho so,
truong hop viéc nhan cha, me,
con phirc tap thi tién hanh xac
minh viéc nhan cha, me, con
bang vin ban hoidc tryc tiép.
Sau khi c6 két qua xac minh thi
thuc hién nhu B2.1

Cong chuc
Tu phap -
Ho tich

02 ngay

07 ngay

Mau 05;

Du thao Trich luc
dang ky nhin cha,
me, con va du thao
Gidy khai sinh hoic
du thao Van ban
thong bao khong du
diéu kién; Van ban
xac minh/bién ban
xac minh (néu co);

B3

Ky két qua giai quyét thu tuc
hanh chinh

Lanh dao
UBND

cap xa

07 gid

Mau 05;
Trich luc dang ky
nhan cha, me, con va
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Gidy khai sinh hodc
Van ban thong bao
khong du dicu kién

Phat hanh vin ban va tra két

Mau 05, 06;
Trich luc dang ky

7 R ) . Cong chire .. | nhan cha, me, con va
B4 h htc Tu phap - 01 p D
qua 10 cong chue 11 pAap Van phong &lo Giay khai sinh hodc
Ho tich < \ A .
Van ban thong bao
khong du dicu kién
Mau 01, 06;
Chuyén ngudi dan ky vao Sb A . Trich luc dang ky
. o 7. % . | Congchilic 1 ~ : .
B5 (n€u cép trich luc); tra két qua, Tur phép - G106 hanh nhg}n cha, me, con va
thu 1¢ phi theo quy dinh (néu X chinh Giay khai sinh hodc
) Ho tich B \ n ;
co). Van ban théng bio
khong du di€u kién
* Triong hop ho so qud han xit 1y, trong thoi gian chdm nhat 01 ngay trudc ngay
hét han xir 1y, cong chirc Tu phdp - Ho tich trinh Chu tich UBND cap xa ky ban
hanh phiéu xin 16i va hen lai ngay tra két qua dé giri cho té chire, cd nhan.
3 | BIEUMAU
=
Méau 01 Mau 01.docx
Gidy tiép nhan ho so va hen tra két qua
=
Mau 02 Mau 02.docx
Phiéu yéu cau bo sung hoan thién ho so
]
Mau 03 M&u 03.docx
Phiéu tir chéi tiép nhan giai quyét hd so
=
Mau 04 Mau 04.docx
Phiéu xin 16i va hen lai ngay tra két qua
o]
Mau 05 Mau 05.docx
Phiéu kiém so4t qua trinh giai quyét hd so
=
Mau 06 M&u 06.docx
S6 theo ddi ho so
)
BM.HT.17.01 BM.HT.17.01.docx
To khai dang ky khai sinh
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@H

BM.HT.17.02 BM.HT. 17.02.doc

To khai dang ky nhan cha, me, con
=

BM.HT.17.03 BM.HT. 17.03.docx
Van ban cam doan

HO SO LUU:

Maéu 01; 02, 03, 04 (nu c6); 06 luu tai BO phan Tiép nhan va Tré két qua ciia
UBND cap xa. Mau 01, 05 luu theo ho so;

Ho so dau vao theo muc 2.3;

S6 dang ky nhan cha, me, con;

S6 dang ky khai sinh;

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

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

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

Hb so dugc luu tai UBND cép x4, thoi gian luu trir SO diang ky khai sinh va S6 dang ky
nhan cha, me, con la vinh vién, con cac giay to khac thuc hién luu theo quy dinh cua Luat
Ho tich va cac van ban hudéng dan thi hanh.

18. bang ky lai khai sinh

KY HIEU QUY TRINH QT.HT.18

NOI DUNG QUY TRINH
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2.1

Piéu kién thuc hién TTHC:

- Viéc dang ky khai sinh d3 dang ky tai co quan c6 thim quyén cua Viét Nam trude
ngay 01/01/2016 nhung Sé ding ky khai sinh va ban chinh Gidy khai sinh déu bi
mét;

- Ngudi yéu cau ding ky lai khai sinh phai con séng vao thoi diém tiép nhan hd
SO.

2.2

Cach thire thuce hién TTHC:

- Ngudi ¢6 yéu cau dang ky lai khai sinh truc tiép thuc hién hodc uy quyén cho
nguoi khac thuc hién viéc déng ky lai khai sinh.

- Tryc tiép tai Bo phén Tiép nhan va Tra két qua cua Uy ban nhan dan (UBND)
cap xa hodc gui hd so qua hé thdng buu chinh hodc giri hd so theo hé théng ding
Ky truc tuyén.

2.3

Ban Ban

Thanh phan ho so, bao gom: chinh | sao

* Gidy to phai ndp:

T& khai diing ky lai khai sinh, theo mau BM.HT.18.01. X

Toan bo ho so, gidy to ciia ngudi yéu cau hodc ho so, gidy to, tai
liu khéc trong d6 c6 thong tin lién quan dén nodi dung khai sinh,
gom:

+ Gidy khai sinh do co quan c6 tham quyén cua Viét Nam cap
hop 1€ (ban sao dugc chimg thyc tur ban chinh, ban sao dugc cap
tir S6 dang ky khai sinh); Ban chinh hodc ban sao gidy to co gia
trj thay thé Gidy khai sinh duoc cap trude nam 1945 ¢ mién Bic
va trude nam 1975 & mién Nam

+ Truong hop nguoi yéu cau khong co gidy to néu trén thi phai
nop ban sao gidy to do co quan, t6 chirc ¢ tham quyén cua Viét
Nam cép hop 1& nhu: Gidy chirng minh nhan déan, Thé cin cudc
cong dan hodc HO chiéu; Sé ho khau, SO tam tra, gidy to chimg
minh vé noi cu tra; Bang tt nghiép, Gidy chimg nhén, Chimng chi,
Hoc ba, ho s0 hoc tap do co quan co tham quyén cap hodc xac
nhan; g1ay to khac c6 thong tin vé ho, chir dém, tén, ngay, thang,
nam sinh cﬁa ca nhan.

Nguoi yéu cau dang ky khai sinh c6 trach nhiém nop day du ban
sa0 cac giay to néu trén (néu c6) va phai cam doan dd ndp du cac
glay to minh c6; chiu trdch nhiém, h¢ qua cua vi¢c cam doan khong
ding sy that.
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Truong hop nguoi yéu cau ding ky lai khai sinh 14 can bo, cong
chtrc, vién chuc, nguoi dang cong tac trong luc luong vii trang
thi phai c¢6 vin ban xac nhan ctia Thu truéng co quan, don vi vé
viéc nhiing ndi dung khai sinh cua nguoi do gém ho, chit dém,
tén; gio1 tinh; ngay, thang, nam sinh; dan toc; quéc tich; qué quan; X
quan hé cha - con, me - con phu hop véi hd so do co quan, don
vi dang quan ly.

Vin ban iy quyén theo quy dinh ciia phép luat trong truong hop
iy quyén thue hién viéc dang ky lai khai sinh. Truong hop nguoi
dugc uy quyén 1a 6 ong, ba, cha, me, con, vo, chong, anh, chi, em
rudt ctia ngudi Gy quyén thi van ban ty quyén khong phai ching X
thuec.

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

* Gidy to phai xuit trinh:

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

Gidy td chimg minh noi thuong tri cia nguoi yéu cau dang ky
lai khai sinh dé x4c dinh tham quyén trong truong hop viéc ding
ky lai khai sinh thyc hién tai Uy ban nhan dan cap xa khong phai
1a not dang ky khai sinh trude day (chi ap dung trong giai doan
chuyén tiép).

* Lueu Y khi nép hé so:

- Truong hap Quri ho so qua hé thong buu chinh thi phai gui kém theo ban sao c6
chwng thurc c4c gidy tor phal Xudt trinh.

- Péi Véi gidy to ngp, xudt trinh:

+ Truong hop nguwoi yéu cau nép giay to 14 ban sao dwoc cap tir sé goc hodc ban
sao dwoc ching thuc tir ban chinh thi nguoi tiép nhdn hé so khéng dwroc yéu cau
xudt trinh ban chinh; néu nguwoi yéu cau chi nép ban chup va xudt trinh ban chinh
thi nguwoi tiép nhdn ho so kiém tra, doi chiéu ban chup véi ban chinh va ky vao ban
chup xac nhdn vé viéc da déi chiéu néi dung gidy to o, khéng dwoc yéu cau nguoi
di déng ky ngp ban sao gidy to dé.

+ Poi Vi glay to Xudt trinh khi ding ky hé tich, nguwoi tiép nhdn cé trach nhiém
Kiém tra, doi chiéu véi thdng tin trong to khai, chup lai hoac ghi lgi thong tin daé
lieu trong ho so vd tra lai cho nguwoi xudt trinh, khong dwoc yu cau nép bdn sao
hodc ban chup gidy to dé.
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+ Nguoi tiép nhdn c6 trach nhiém tiép nhdn diing, dui hé so dang ky hé tich theo
quy dinh cua phap lugt ho tich, khong dwoc yéu cau nguwoi dang ky hé tich nép
thém gidy to- ma phap ludt hg tich khéng quy dinh phdi nép.

- Truong hop cho phép nguoi Yéu cau déing ky hé tich ldp van ban cam doan vé
ngi dung yéu cau dang ky hé tich thi co quan dang ky hé tich phdi gidi thich rd cho
ngueoi 1ap van ban cam doan vé trach nhiém, hé qua phap Iy cua viée cam doan
khong dung su that.

Co quan dang ky ho tich tir chai gidi quyét hodc dé nghi co quan ¢é tham quyén
hiy bo két qud dang ky hé tich, néu cé co sé xdc dinh néi dung cam doan khéng
dung sy that.

2.4

S6 lwong ho so: 01 bd

2.5

Thoi han giai quyét: 05 ngay lam viée, ké tir ngay nhan du ho so hop 1¢; Trudong
hop phai xac minh thi thoi han giai quyét khong qua 25 ngay lam viéc.

2.6

Dia diém tiép nhan ho so va tra két qua gidi quyét TTHC: Bo phan Tiép nhan
va Tra két qua cia UBND cap xa.

2.7

Co quan thyc hién: UBND cAp x4 noi da ding ky khai sinh trudc day hoac UBND
cap xi noi ngu’m yéu cau dang ky lai khai sinh thuong tru.

Co quan c6 thim quyén quyét dinh: UBND cép x4 noi di diang ky khai sinh
truéc day hoic UBND cép x4 noi ngudi yéu cau dang ky lai khai sinh thuong tru.
Co quan dwoc ity quyén: Khong.

Co quan phdi hop: Uy ban nhan dan cép xi noi ngudi yéu cau ding ky lai khai
sinh da dang ky khai sinh trude day trong truong hop thuc hién dang ky lai khai
sinh tai Uy ban nhan dan cap xa noi thudng tra.

2.8

Poi twong thue hién TTHC: Ca nhan

2.9

Két qua giai quyét TTHC:
- Ho so du diéu kién: Gidy khai sinh (01 ban chinh; s luong ban sao theo yéu cau).
- H6 so khong du diéu kién: Vin ban thong bao khong du diéu kién.

2.10

Quy trinh xir ly cong viéc

TT

Trinh tuw Trich Théi gian Biéu maﬁu/Ket
: nhi¢ém qua

Bl

Ti€p nhén ho so: A , Miu 01; 02,
- Trudng hop ho so chua day du, | Cong chic Al

. 1 , 03 (néu co), 06
hop 1¢: Huong dan ngudindp ho | Tu phap - | Gid hanh chinh
50 b0 sung, hoan thién theo quy |  HO tich
dinh, néu khong b6 sung hoan

va Hd so theo
muc 2.3
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thién duogc thi tir chdi tiép nhan
hé so.;

- Truong hop hd so day du, hop
1¢ thi tiép nhan hd so.

B2

Kiém tra, xem xét hd so:

- Trudng hop khong cin phai
x&c minh thi kiém tra ho so:

+ Néu du diéu kién: Ghi noi
dung khai sinh vao S6 ding ky
khai sinh, cap nhap dir liéu vao
phan mém ho tich, in du thao
Gidy khai sinh.

+ Néu khong du diéu kién: dy
thdo Van ban thong bao khong
du diéu kién dang ky lai khai
sinh.

Trinh ldnh dao UBND cép xa
theo budc BS.

Cong chuc
Tu phép -
Ho tich

04 ngay

Mau 05;
Dy thio gidy
khai sinh hoac
Van ban thong
bao khong du
diéu kién dang
ky lai khai sinh.

- Truong hop viéc dang ky lai
khai sinh dugc thyc hién tai Uy
ban nhan déan cip xa khong phai
noi dang ky khai sinh trudc day
thi cong chuc tu phap - ho tich
béo cao Chu tich Uy ban nhan
dan cap xa co vin ban dé nghi
Uy ban nhan dan cdp xi noi
dang ky khai sinh trudc day
kiém tra, x4c minh vé viéc luu
giit s6 ho tich.

- Truong hop gidy to ciia nguoi
yéu cau dang ky lai khai sinh
khong co6 thong tin ching minh
quan hé cha, me, con thi co quan
dang ky ho tich c6 vin ban dé
nghi co quan cong an c6 thim
quyén xac minh.

Thuc hién cac budc tiép theo

Cong chuc
Tu phap —
Ho tich,
Lanh dao
UBND cap
xa, Van
thu

02 ngay

Mau 05; Vian
ban dé nghi
Xac minh

B3

Uy ban nhan dan noi di dang ky
khai sinh trudc day tién hanh
kiém tra, xac minh va tra 1oi
bang vin ban;

UBND cip
Xxava co
guan cong
an c¢6 thim
quyén

20 ngay

Van ban tra 161
Xac minh.
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Co quan cong an ¢ thAm quyén
X&c minh.

* Nhan két qua xac minh:

- Néu du diéu kién: Vao S ding
ky khai sinh, nhap dir liéu vao
phan mém hd tich, in dy thao
Giay khai sinh.

- Néu khong du diéu kién: Dy
thao van ban thong bao khong
du diéu kién dang ky lai khai

Mau 05;
Dy thio Gidy
khai sinh hoac
Van ban thong
bao khong du
diéu kién dang

B4 sinh. , qun,g cPuc 02 ngay ky lalv khqal
Trinh lanh dao UBND c4p xa. | XU Iy ho so sinh; Van ban
* Truong hop co quan cong an cam dqan ve
tra loi khong co thong tin thi co thong tin cua
quan dang ky ho tich cho nguoi cl}a, me, con
yeu cau dang ky lai khai sinh lap E,la 1l1<ghuql de.mﬁ
van ban cam doan vé thong tin IA ,al Sin
cua cha, me va xdc dinh noi (néu co).
dung khai sinh theo van badn
cam doan.
Mau 05;
Gidy khai sinh
, . 1 X . s z, | Lanh dao hodc Van ban
s | KV du thao ket qua gidi quyet| ypNp o4 07 gic thong  bao
thu tuc hanh chinh ~ . Y
xa khong da diéu
kién dang ky
lai khai sinh.
Mau 05, 06;
Phat hanh vin ban va chuyén Gl?y kh? ! 311}h
X o . . A , hodc Van ban
két qua cho cong chirc Tu phap | Cong chirc . N .
B6 o 2, 2 oa o o s \ 01 gio théng bao
- HO tich d€ tra cho t6 chtrc, ca | Van phong . Y
A khong da diéu
nhan. N ,
kién dang ky
lai khai sinh.
Mau 01, 06;
7 9 Gidy khai sinh
Chuyén nguoi dan ky vao S6 | Cong chic hodc Van ban
B7 | (néu cap giay khai sinh); tra két | Tu phap - | Gio hanh chinh | thong bao
qua, thu 1& phi theo quy dinh. H6 tich khong du diéu

kién dang ky
lai khai sinh.
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* Truong hop ho so qud han xir 1y, trong thoi gian chdm nhat 01 ngay trudc ngay
hét han xw ly, cong chiee Tw phap - Ho tich trinh Chu tich UBND cap xa ky ban

hanh phiéu xin loi va hen lai ngay tra két qua dé gui cho to chirc, cd nhan.

BIEU MAU
o]
Mau 01 Mau 01.docx
Gidy tiép nhan ho so va hen tra két qua
]
Mau 02 MAu 02.docx
Phiéu yéu cau b6 sung hoan thién ho so
]
Mau 03 MAu 03.docx
Phiéu tir chdi tiép nhan giai quyét ho so
u
Mau 04 Mau 04.docx
Phiéu xin 16i va hen lai ngay tra két qua
o
Mau 05 MAu 05.docx
Phiéu kiém soét qua trinh giai quyét ho so
o
Mau 06 Mu 06.docx
S0 theo ddi ho so
=
BM.HT.18.01 BM.HT. 18.01.doc
To khai dang ky lai khai sinh
HO SO LUU:

Mau 01; 02, 03, 04 (néu c6); 06 luu tai Bo phan Tiép nhan va Tra két qua cua

UBND cap xi. Mau 01, 05 luu theo h6 so;

HO so dau vao theo muc 2.3;

S6 dang ky khai sinh;
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- Vian ban dé nghi xac minh; Van ban tra 161 két qua xac minh (néu co);

- Vian ban cam doan vé thong tin cua cha, me (néu cod);

- Vin ban thong bao khong du diéu kién dang ky lai khai sinh (néu c0);

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

H6 so dugc luu tai UBND cap x4, thoi gian luu trit S6 dang ky khai sinh 1a vinh vién, con
cac giay to khac thuc hién luu theo quy dinh cta Luat Ho tich va cac van ban hudng dan
thi hanh.
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19. Ping ky lai két hon

1 | KY HIEU QUY TRINH QT.HT.19
2 | NOIDUNG QUY TRINH
2.1 | Diéu kién thwe hién TTHC:
- Viéc dang ky két hon da dang ky tai co quan co tham quyén cua Viét Nam trudce
ngay 01/01/2016 nhung S6 dang ky két hon va ban chinh Gidy chimg nhan két hon
déu bj mat;
- Nguoi yéu cau dang ky lai két hon phai con séng vao thoi diém tiép nhan ho so.
2.2 | Cach thirc thwe hién TTHC:
Truyc tiép tai B phan Tiép nhan va Tra ket qua cta Uy ban nhan dan (UBND) cap
Xa. (Bén nam hodc bén nir 6 thé truc tiép ndp hd so ma khong cin c6 vin ban ty
quyeén cua bén con lai).
X A A A, Bian | Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
* Gidy to phai nop:
- | To khai dang ky lai két hon, theo mau BM.HT.19.01; X
Gidy ching nhan két hoén duge cap trudc day. Néu khong co ban
- sao Gidy ching nhan két hon thi ndp ban sao ho so, giay to ca
nhén co cac thong tin lién quan dén ndi dung dang ky két hon; X

* Gidy to phai xuit trinh:

Mot trong cac gidy to chimg minh nhan than la Gidy CMND, Ho
chiéu, Thé cin cudc cong dan hoic gidy to khac co dan anh va
thong tin ca nhan do co quan co6 thAm quyén cap, con gia tri str X
dung ctia ngudi yéu cau diang ky lai két hon;

Giéy to chirng minh noi thuong tra ciia nguoi yéu cau dang ky lai
két hon dé xac dinh tham quyén trong truong hop viéc dang ky lai
két hon thuc hién tai Uy ban nhan dan cdp xa khong phai 1a noi
dang ky két hon trude day (chi 4p dung trong giai doan chuyén

tiép).

Luu y:

- P6i véi gidy to ndp, xudt trinh:

+ Truong hop nguoi yéu cau ndp gidy to la ban sao duwoc cdp tir s6 goc hodc ban
sao dwgc chimg thyc tir ban chinh thi nguoi tiép nhdn ho so khong dwoc yéu cau
xudt trinh ban chinh; néu nguoi yéu cdu chi ngp ban chup va xudt trinh ban chinh
thi nguoi tlep nhan ho so kiém tra, doi chiéu ban chup v6i ban chinh va ky vao
ban chup xdc nhdn vé viéc da doz chiéu ndi dung gidy to do, khong dwoc yéu cau
ngu’o’t di dang ky nép ban sao gidy to do.

+ Poi voi glay 10 xudt trinh khi dang ky hé tich, nguoi tiép nhdn cé trach nhiém
kiém tra, doi chiéu véi thong tin trong to' khai, chup lai hodc ghi lai thong tin dé
lieu trong hé so va trd lai cho ngwoi xudt trinh, khong dwoc yéu cau nép ban sao
hodc ban chup gidy to doé.
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+ Nguoi tiép nhan cd trach nhiém tiép nhan diing, dii ho so dang ky hg tich theo
quy dinh cua phap ludt ho tich, khong dwoc yéu cau nguoi dang ky ho tich nop
thém gidy to ma phap ludt ho tich khong quy dinh phai nop.

2.4 | SO lwgng hd so: 01 bd
o5 | Thoi han giai quyét: 05 ngdy lam viéc, ké tir ngdy nhan di ho so hop 18; Trudng
' hop phai xac minh thi thoi han giai quyét khong qua 25 ngay lam viéc.
26 Pia diém tiép nhin hd so va tra két qua giai quyét TTHC:
" | Bo phan Tiép nhan va Tra két qué cia UBND cap xa.
Co quan thyc hién: UBND cap xa noi di dang ky két hon trude day hoac UBND
cap x4 noi ngu’ol yéu cau thuong tru.
Co quan c¢6 thim guyen quyét dinh: UBND cap x4 noi da dang ky két hon trude
2.7 | day hodac UBND cap xa noi nguoi yéu cau thuong tru.
Co quan dwoc iy quyén: Khong.
Co quan phoi hop: Uy ban nhan dan noi dang ky két hén trude day trong truong
hop dang ky lai két hon tai UBND cap x4 noi ngudi yéu cau thuong tru.
2.8 | Poi twong thue hién TTHC: C4 nhan
Két qua giai quyét TTHC:
- Ho so du diéu kién: Gidy chimg nhan két hon (ban chinh), mdi bén vo, chong 01
2.9 | ban.
- H so khong du diéu kién: Vin ban thong bao khong du diéu kién ding ky lai két
hon.
2.10 | Quy trinh xir ly cong viéc
TT Trinh ty TriCh T.h ot Biéu mau/Két qua
: nhi¢m glan
Tiép nhan ho so:
- Truong hop ho so chura day du,
hop 1¢: Huéng dan nguoi ndp ho N )
50 b6 sung, hoan thién theo quy | Cong chirc Gi0o Mau 01; 02, 03 (néu
Bl | dinh, néu khong bd sung hoan | Tu phap - hanh | c0); 06 va Ho so theo
thién duoc thi tr choi ti€p nhan Ho tich chinh | muc 2.3
ho so.
- Trudng hop ho so day du, hop
1€ thi ti€p nhén ho so.
Kiém tra, xem xét ho so:
- Trudng hop khong can phai x4c Cong chirc y
mmh,thi kiém ‘tra ho so: | Tuphap - . Mau 05; -
+ Neéu du diéu kién: Vao SO Ho tich Giay chung nhan két
dang ky két hon, nhap dir li€u hoén hodc Van ban
vao phan mém ho tich, in du 04 naa th@ng bao khong du
thao Gidy ching nhan két hon, gay diéu kién dang ky lai
chuyen nguoi dan ky vao S6 va két hon.
B2 Gidy ching nhan két hon; thu 18

phi theo quy dinh.
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- Néu khéng du diéu kién: Dy
thdo van ban thong bdo khong
du diéu kién dang ky lai két hon.
Trinh ldnh dao UBND cdp xd
theo budc BS.

Truong hop viée dang ky lai ket

hon thuc hién tai Uy ban nhan | Cong chirc
dan cap xa khong phai noi di| Tu phap -
dang ky két hon trudc day: | Ho tich,
Tham muu van ban d¢ nghi Uy | Lanh dao 02 naa M3u 05; Vian ban dé
ban nhan dan noi dang ky két | UBND cip 93Y | nehi x4c minh
hon trudec day kiém tra, xac | x4, cong
minh vé viéc luu giit s6 ho tich | chtc Vin
tai dia phuong phong
Thuec hién cac buoc tié'p theo
Uy ban nhéan dan noi ding ky | UBND cép
két hon trude day kiém tra, xac | x& duoc dé .| Van ban tra 1o1 xac
B3 : A e v R 1A . 20 ngay i
minh vé viéc luu gilt s6 ho tich | nghi xéc minh.
tai dia phuong. minh
Sau khi c6 két qua xac minh
hozc khi hét thoi han 20 ngay ké
tor ngay gui van ban xac minh
nhung khong nhan dugc van
ban tra 101:
- Néu du diéu kién: Vao So6 ding Mau 05;
ky két hon, nhap dit ligu vao Gidy chimg nhan két
B4 phan mém ho tich, in du thao | Coéng chure 02 nad hon hodc Vian ban
Gidy ching nhan két hom, | xirlyhdso | - "9 |thong bao khong du
chuyén nguoi dan ky vao So va diéu kién dang ky lai
Giay ching nhéan két hon. két hon.
- Néu khéng du diéu kién: Dy
thdo van ban thong bao khong
du diéu kién dang ky lai két hon.
Trinh lanh dao UBND cdp xa
theo budc BS.
Mau 05;
r 1A e 4 , Lanh dao Gjéy Chlj:ﬂg n? an két
B5 I§y két qua giai quyét thu tuc UBND 4 07 oidy hon hoac Vian ban
hanh chinh. x P g thong bao khong du
Xa oNg & u
dieu kién dang ky lai
két hon.
Phét hanh vin ban va chuyén két Cone chi 2 Mal,l 05, Ofi, £
B6 | qua cho cong chuc Tu phap - HO ong Ce | 01 gio G}ay Chlfng n?an kFt
Vin phong héon hodc Vin béan

tich dé tra cho cong dan.

thong bao khong du
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di;éu kién dang ky lai
két hon.

Mau 01, 06;
Gidy chimg nhan két

Trao Gidy chimg nhén két hon | Cong chirc Gio . . - ,
B7 | cho cong dan hodc tra Van ban | Tu phap - hanh hOP hoz%c VaAn bar}
thong bao cho cong dan Hotich | chinh |thong bdo khong du
diéu kién dang ky lai
két hon.
* Truong hop ho so qud han xit Iy, trong thoi gian chdm nhat 01 ngay trudc ngay
het han xu Iy, cong chirc Tu phap - Ho tich trinh Chu tich UBND cap xa ky ban
hanh phiéu xin [0i va hen lai ngay tra két qua dé gui cho to chirc, cd nhan.
3 | BIEUMAU
]
Mau 01 Mau 01.docx
Giay ti€ép nhan ho so va hen tra két qua
o]
Mau 02 M&u 02.docx
Phiéu yéu cau bo sung hoan thién ho so
o]
Mau 03 M&u 03.docx
Phiéu tir choi ti€p nhén giai quyét ho so
o]
Mau 04 Mau 04.docx
Phiéu xin 161 va hen lai ngay tra két qua
]
Mau 05 Mau 05.docx
Phiéu ki€m soat qua trinh giai quyét ho so
o]
Mau 06 M&u 06.docx
SO theo doi ho so
=
BM.HT.19.01 BM.HT. 19.01.doc
To khai dang ky lai két hon.
4 |HOSOLUU:

Mau 01; ,02, 03, (34 (néu c0); 06 luu ‘tai Bd phan Tiép nhan va Tra két qua cua
UBND cap xa. Mau 01, 05 luu theo ho so;

Ho6 so dau vao theo muc 2.3;

S6 dang ky két hon;
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- Vian ban thong bao khong du diéu kién dang ky lai két hon (néu co);

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

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

H6 so duge luu tai UBND cap x4, thoi gian luu trir S6 dang ky két hon 1a vinh vién, con
cac giay to khac thyc hién luu theo quy dinh cua Luat Ho tich va cac van ban hudéng dan thi
hanh.
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20. Pang ky lai khai tir

KY HIEU QUY TRINH QT.HT.20
NOI DUNG QUY TRINH
2.1 | Piéu kién thuwc hién TTHC:
Viéc dang ky khai tir dd dang ky tai co quan co tham quyf?n cua Viét Nam trudc
ngay 01/01/2016 nhung So6 dang ky khai tir va ban chinh Giay chirng tir déu bi mat.
2.2 | Cach thirc thue hién TTHC:
- Nguoi ¢6 yéu ciu ding ky lai khai tr tryc tiép thue hién hodc Gy quyén cho nguoi
khac thyc hién viéc dang ky lai khai tur.
- Truc tiép tai‘B(f) phan Tiép’nhén va Tra két qua cua [:Jy ban nhan dé’n (UBND) cép
xd hodc guri ho so qua hé thong buu chinh hodc guri ho so theo h¢ thong dang ky ho
tich truc tuyén.
X A 1A AL Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh S0
* Gidy to phai ndp:
- | To khai ding ky lai khai tir, theo mau BM.HT.20.01; X
Glay chtng tir dugc cip hop 16 trude day. Neu khong c6 ban sao
- | Gidy ching tir thi ndp ban sao ho so, gidy to lién quan c6 ndi «

dung chimg minh sy kién chét;

Truong hop ty quyén cho nguoi khac lam thay thi phai c6 van
ban ty quyén duoc chimg thuc theo quy dinh cua phap luat.
Truong hop nguoi duge uy quyén 1a ong, ba, cha, me, con, vo,
chong, anh, chi, em rudt ciia ngudi uy quyén thi vin ban iy X
quyén khong phai ching thuc.

Gidy to chimg minh thudc gia dinh c6 coéng véi cach mang,
nguoi thudc hd ngheo, ngudi khuyét tat (néu co).

* Gidy to phai xuit trinh:

Ban chinh mot trong cac gidy to chimg minh nhan than la Gidy
CMND, Ho chiéu, Thé cin cudc cong dan hoic glay to khac co
dan anh va thong tin ca nhan do coquan co tham quyén cap, con X
gia tri str dung ctia nguoi yéu cau dang ky lai khai tir.

* Luew Y khi nép hé so:

- Truong hop guri ho so qua hé thong buu chinh thi phai gui kem theo ban sao co
chu"ng thuc cac gidy to phaz xudt trinh.

- Doi voi gidy to ndp, xudt trinh:

+ Truwong hop nguoi yéu cau ndp gidy to la ban sao dwoc cap tir s6 goc hodc ban
sao dwoc chitng thuc tie ban chinh thi nguoi tiép nhén ho so khong dwoc yéu cau
xudt trinh ban chinh; néu nguoti yéu cau chi ngp ban chup va xudt trinh ban chinh
thi ngueoi tiép nhdn ho so kiém tra, doi chiéu ban chup véi ban chinh va ky vao ban
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chup xdc nhdn vé viéc da doi chiéu néi dung gidy to do, khéng dwoc yéu cau nguoi
di ddng ky nép ban sao gidy to do.

+ Poi voi glay 10 xudt trinh khi ding ky hé tich, ngueoi tiép nhdn cé trach nhiém
kiém tra, doi chiéu véi thong tin trong 10" khai, chup lai hodc ghi lai thong tin daé
lieu trong ho so va tra lai cho nguoi xudt trinh, khéng dwoc yéu cau nép ban sao
hodic ban chup gidy to do.

+ Ngueoi tiép nhdn cé trach nhiém tiép nhdan ding, di ho so dang ky ho tich theo
quy dinh ciia phdp ludt hé tich, khéng dwege yéu cau nguoi ding ky hé tich nép thém
gidy to ma phdp ludt hé tich khéng quy dinh phai nép.

2.4 | S6 lrgng hd so : 01 bd
25 Thoi han giai quyét: 05 ngay lam viéc, ké tir ngay nhén du hd so hop 1é. Trudong
"> | hop can phai x4c minh thi thoi han giai quyét khong qua 10 ngay lam viéc.
26 Dia dlem tiép nhén ho so va tra két qua giai quyét TTHC: Bo phan Tiép nhan
" | va Tra két qua cuia UBND cap xa.
Co quan thue hién: UBND cép xi noi da ding ky khai tir trudc day.
Co quan c6 thaim quyén quyét dinh: UBND cép x4 noi da dang ky khai tir trude
2.7 | day.
Co quan dugc ity quyén: Khong.
Co quan phdi hop: Khong.
2.8 | Pbi twong thwe hién TTHC: Ca nhan
Két qua giai quyét TTHC:
5 g | - HO so dit dieu kign: Trich lyc khai tir ban chinh.
" | - HO so khong du diéu kién: Vin ban thong bao khong du diéu kién dang ky lai khai
tu.
2.10 | Quy trinh xi ly cong viéc
T Trinh ty Trach Thoi Biéu miu/Két qua
nhiém gian
Tiép nhan ho so:
- Truong hop ho so chua day du,
hop 1o Huong dan nguor nop ho |- g Mau 01; 02, 03 (néu
S0 00 Sung, foan e 1o qUY 1 hie Te | Gio hanh c6); 06 va Ho so theo
Bl | dinh, néu khong bd sung hoan . A .
A A S ~_ | phép - HO chinh muc 2.3
thién dugc thi tr choi ti€p nhéan )
A tich
ho so.
- Truong hop ho so day du, hop
1€ thi tiép nhan ho so.
Kiém tra, xem xét ho so, néu ho N
so khong thudc truong hop phai con Mau 05;
Xac minh: chite %I Du thao Trich luc khai
B2 | - Néu du diéu kién: Vao So ding . ~ | 04ngay | tirhoic Vin ban thong
o A s s phap - HO AR G
k}{ khai tur; nhap dir liéu vao phan tich bao khong du dicu kié¢
meém ho tich, in du thao Trich luc ’ dang ky lai khai tu.
khai tur.
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- Néu khong du diéu kién: Dy
thao Van ban thong bao khong du
di€u kién dang ky lai khai tur.
Trinh ldnh dao UBND cép xi
theo budc BS.
Truong hop phai xac minh hd so |  Cong Mau 05:
thi tham muu Chu tich UBND | chiic Tu 0L ngdy | Vin ban dé ’ hi x4
cap xa van ban dé nghi xac minh | phap - HO gay an ban de nght xac
0. r 1A A . minh
guri co quan c6 tham quyén tich
Co quan duoc dé nghi xéac minh | Co quan Vian ban tra 101 xéc
B3 | thuc hién xac minh va traloibang | duocdé | 04 ngay | minh/Bién ban xac
van ban nghi minh
Sau khi c¢6 két qua xac minh:
- Néu du dicu kién: Vao S6 dang )
k}'{ khai tir; nhap dir li€u vao phan Mau 05;
mém ho tich, in du thao Trich luc Cong Du thao Trich luc khai
B4 khaiitfx. ) o Ch,I'IC TuA 04 ngay tu: hoac Yén bél:l thélgg
- Néu khong du diéu kién: Dy | phap - HO bao khong du diéu
thao Van ban thong bao khong du tich kién dang ky lai khai
di€u kién dang ky lai khai ttr. tu
Trinh ldnh dao UBND céap xa
theo bude BS.
Mau 05;
, . 1A s ea: 4 o, | Lanhdao Trich luc khai tir hodc
ps | K¥ duthio kétqua giai quyettht | " yeND | 074i | van ban thong bao
tuc hanh chinh L . AR o
cap xa khong du diéu kién
dang ky lai khai tir
Mau 05, 06;
Phat hanh vin ban va chuyén két | Coéng Trich luc khai tir hodc
B6 | qua cho cong chirc Tu phap - HO | chirc Van | 01gi6 | Van ban thoéng bao
tich dé tra cho cong dan. phong khong du diéu kién
dang ky lai khai ttr.
con Mau 01, 06;
Chuyén nguoi dan ky vao So va . g 1 Trich lyc khai tir hodc
X 1A > N chic Tu | Gio hanh . : R :
B7 | tra két qua, thu 1¢ phi theo quy . A . Van ban thong bao
. phap - HG | chinh . e A
dinh. ) khong du diéu kién
tich . L. -
dang ky lai khai tur.

* Truong hop hé so qud han xir Iy, trong thoi gian chdm nhat 01 ngay trudc ngay
het han xur Iy, cong chirc Tu phap - H tich trinh Chu tich UBND cap xa ky ban
hanh phieu xin [0i va hen lai ngay tra két qua dé gui cho to chirc, ca nhan.

BIEU MAU
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@H

Mau 01 M3u 01.docx

Gidy tiép nhan hd so va hen tra két qua

@ﬁ

Mau 02 M3u 02.docx

Phiéu yéu cau bo sung hoan thién ho so

@j

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

@H

Mau 04 Mau 04.docx

Phiéu xin 18i va hen lai ngay tra két qua

@j

Mau 05 M3u 05.docx

Phiéu kiém soét qua trinh giai quyét ho so

@j

Mau 06 M3u 06.docx

S6 theo ddi ho so

]
BM.HT.20.01 BM.HT.20.01.doc
To khai dang ky lai khai tur

HO SO LUU:

Mau 01; 02, 03, 04 (néu ¢6); 06 luu tai Bo phan Tiép nhan va Tré két qua cia
UBND cap xa. Mau 01, 05 luu theo ho so;

HO so dau vao theo muc 2.3;

S6 dang ky khai tir;

Van ban dé nghi xac minh; Van ban xac minh/bién ban xac minh (néu co6);

Vin ban thong bao khong du dicu kién dang ky lai khai tir (néu co);

Phan mém http://hotich.moj.gov.vn.

Hb so duoc luu tai UBND cép x4, thoi gian luu trit S6 ding ky khai tir 1 vinh vién, con cac
giay to khéc thyc hi¢n luu theo quy dinh ctia Luat Ho tich va cac van ban hudéng dan thi

hanh.
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21. Thay déi, cai chinh, bé sung thdng tin hé tich

KY HIEU QUY TRINH QT.HT.21
NQI DUNG QUY TRINH
2.1 | Piéu kién thwe hién TTHC:
+ Viéc thay d6i ho, chit dém, tén cho nguoi dudi 18 tudi phai c6 sy dong y cua cha,
me nguoi do va duqc thé hién 10 trong T¢ khai; d61 voi nguoi tor du 9 tudi tré 1€n
thi con phai c6 su dong y cua nguoi do.
+ Vige cai chinh ho tich chi duoe giai quyét sau khi c6 du can cur dé xéc dinh c6
sai sot do 101 cua cong chire 1am cong tac ho tich hodc cua ngudi yéu cau dang ky
ho tich; khong cai chinh néi dung trén gidy to ho tich dd duoc cap hop 16 nham hop
thirc héa thong tin trén ho so, glay td ¢4 nhan khac.
+ Gidy to ho tich quy dinh di cdp cho c4 nhan theo quy dinh ctia phap luat vé ho
tich trude ngay 01/01/2016 (ngay Luat Ho tich co6 hiéu luc) co gia tri sir dung ma
khong phai bd sung thong tin ho tich con thiéu so v&i biéu mau ho tich hién hanh.
+ Glay td ho tich duoc cap hop 1¢ ké tir ngay 01/01/2016 ma thoéng tin ho tich con
thleu thi duoc bd sung, néu co gidy to, tai liéu do co quan, t6 chirc ¢ tham quyén
cap hop 1é chting minh.
Yéu c?m ghi bo sung quéc tich Viét Nam chi thuc hién dbi véi giéy to ho tich duogc
cap ké tir ngay 01/01/2016, sau khi dé xac dinh nguoi yéu cau dang c6 quoc tich
Viét Nam theo quy dinh cua Luét Qudc tich Vi¢t Nam.
2.2 | Cach thire thuc hién TTHC:
- Nguoi c6 yéu cau dang ky thay d6i, cai chinh, bo sung thong tin ho tich truc tiép
thuc hién hoac ty quyén cho nguoi khac thuc hién.
- Trye tiép tai BO phan Tiép nhan va Tra két qua cua Uy ban nhan dan (UBND)
cap xa hodc gui h6 so qua hé thong buu chinh hodc guri qua hé thong dang ky ho
tich truc tuyén.
. A 1A AL Ban | Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
* Gidy to phdi nop:
Truong hop uy quyén cho ngudi khac 1am thay thi phai ¢6 vin ban
uy quyén dugc ching thyc theo quy dinh cta phap luat. Truong hop
- | ngudi duge uy quyén la ong, ba, cha, me, con, vo, chong, anh, chi,
em rudt ctia ngudi iy quyén thi vin ban ty quyén khong phai chimg X
thure.
i Gidy to chirng minh thudc gia dinh c6 cong voi cach mang, nguoi
thudc hg ngheo, nguoi khuyét tat (néu co); X
* Gidy to phai xuit trinh:
Mot trong céc gidy to chimg minh nhan thén la Gidy CMND, Ho
- | chiéu, Thé cin cudc cong dan hodc gidy to khac ¢6 dan anh va
thong tin ¢4 nhan do co quan c6 thAm quyén cip, con gia tri st X
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dung ctia nguoi yéu cau dang ky thay doi, cai chinh, bo sung théng
tin ho tich;

Glay to' chimg minh noi cu tra cua nguoi yéu cau dang ky thay
d6i, cai chinh, b6 sung thong tin ho tich dé xac dinh tham quyén
trong truong hop viéc dang ky thay d6i, cai chinh, bd sung ho tich
thuc hién tai Uy ban nhan dan cdp xi khong phai 13 noi da ding X
ky ho tich trude ddy (chi 4p dung trong giai doan chuyén tiép).

* Lueu ¥ khi nop ho so:

- Truong hop guri ho so qua hé thong buu chinh thi phai gizi kém theo ban sao co
chwng thurc cac gidy to phal xuat trinh.

- Béi Véi gidy to ngp, xudt trinh:

+ Truwong hop nguwoi yéu cau ngp gidy to 1a ban sao dwoc cap tir s6 goc hodc ban
sao dwoc ching thuc tir ban chinh thi nguwoi tiép nhdn hé so khéng dwoc yéu cau
xudt trinh ban chinh; néu ngwoi yéu cau chi ngp bdn chup va xudt trinh ban chinh
thi nguoi tiép nhdn hé so kiém tra, déi chiéu ban chyp véi ban chinh va ky vao ban
chup xac nhdn vé viéc da dsi chiéu néi dung gidy to dé, khéng dwoc yéu cdu ngueoi
di déing ky ngp ban sao gidy to do.

+ Poi V6 glay to xudt trinh khi ding ky hé tich, ngueoi tiép nhdn c6 trach nhiém
kiém tra, déi chiéu véi thdng tin trong to khai, chup lai hogc ghi lai thong tin dae
liru trong hé so va tra lai cho nguoi Xudt trinh, khéng dwroc yéu cau nép ban sao
hodc ban chup gidy to do.

+ Nguoi tiép nhdn c6 trach nhiém tiép nhdn diing, dii ho so ddang ky hé tich theo
quy dinh cia phap ludt hg tich, khéng dwoc yéu cau nguwoi dang ky hé tich nép
thém gidy to- ma phap ludt hé tich khéng quy dinh phdi nép.

2.4 | S6 lwong ho so: 01 bo
Thoi han giai quyét:
- Trong 03 ngay lam viéc ké tir ngdy nhan du ho so hop 1& ddi voi yéu cau thay d6i,
cai chinh ho tich; truong hop phéai xac minh thi thot han giai quyét khong qué 06
2.5 | ngay lam viéc.

- Ngay trong ngay lam viéc dbi véi yéu cau bd sung thong tin ho tich, truong hop
nhan hd s0 sau 15 gio ma khong giai quyét duoc ngay thi tra két qua trong ngay
1am viéc tiép theo.

2.6

Dia diém tiép nhan ho so va tri két qua giai quyét TTHC: B phan Tiép nhan
va Tra két qua cua UBND cap xa.

2.7

Co quan thlrc hi¢n:

- UBND cép xd noi da dang ky ho tich trude déy hoac UBND cap x4 noi cu tra cia
nguoi co yéu cau c6 tham quyén giai quyét viéc thay d6i, cai chinh cho ngudi chua
da 14 tudi, bo sung ho tich cho céng dan Viét Nam cu tri & trong nudc.

- Uy ban nhan dan cp x3 noi da dang ky khai tir truée day thuc hién viée cai chinh
ndi dung dang ky khai tu.

Co quan c6 thim quyén quyét dinh:
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- UBND cap xd@ noi da dang ky ho tich trude day hoac UBND cap X noi cu tri cua
nguoi co yéu, cau c6 tham quyén giai quyét viéc thay d6i, cai chinh cho ngudi chua
da 14 tudi, bo sung ho tich cho céng dan Viét Nam cu tri & trong nudc.

- Uy ban nhan dan cp x3 noi da dang ky khai tir truée ddy thuc hién viée cai chinh
ndi dung dang ky khai tu.

Co quan dwoc ity quyén: Khong.

Co quan phdi hop: Khong.

2.8

Péi twong thue hién TTHC: Ca nhan

2.9

Két qua giai quyét TTHC:

- Ho so du diéu kién: Trich luc thay d6i/ cai chinh/ bd sung thong tin ho tich (ban

chinh)

- H6 so khong du diéu kién: Vin ban thong bao khong du diéu kién thay do6i/ cai

chinh/bo sung thong tin ho tich.

2.10

Quy trinh xir ly cong viéc

TT

Trinh tu

Trach
nhiém

Thaoi
gian

Biéu mau/Keét qua

Bl

Tiép nhan hd so:

- Truong hop hd so chua day
du, hop 1&: Huéng dan nguoi
ndép hd so bo sung, hoan thién
theo quy dinh, néu khong bd
sung hoan thién dugc thi tur chdi
tiép nhan ho so.;

- Trudng hop hd so day du, hop
1¢ thi tiép nhan ho so.

Cong chuce
Tu phép -
Ho tich

Gio hanh
chinh

Mau 01; 02, 03 (néu
c0); 06 va Ho so theo
muc 2.3

B2

Kiém tra, xem xét ho so:
B2.1: Truong hop thay ddi, cai
chinh hd tich khéng can xac
minh théng tin:

- Néu du diéu kién: Vao S6
dang ky thay doi, cai chinh, bo
sung thong tin ho tich; Nhap dir
liéu vao phﬁn mém ho tich, in
du thao Trich luc thay doi/cai
chinh hd tich.

Truong hop ding ky thay doi,
cai chinh h¢ tich khong phai tai
noi dang ky ho tich trude day
hodc noi dang ky ho tich trude
day la Co quan dai dién thi du
thdo Van ban thong bdo noi
dung thay ddi/cai chinh hé tich
giri &én Uy ban nhan dan noi
dang ky ho tich trude day dé ghi

Cong chure
Tu phap -
Ho tich

2,5 ngay

Mau 05;
Du thao Trich lyc thay
d6i/ cai chinh/ bo sung
thong tin hd tich
hoac du thao Van ban
thong bdo khong du
diéu kién thay ddi/ cai
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vao S6 ho tich hoic dén Bo
Ngoai giao dé chuyén dén Co
quan dai dién ghi vao S6 ho
tich.

- Néu khong du diéu kién: Du
thao van ban Thong bao khong
du diéu kién thay d6i/cai chinh
ho tich.

Trinh ldnh dao UBND cdp xd ky
duyét theo buoc B3.

chinh/ bo sung thong
tin ho tich;

- Van ban thong bao
thay d6i/cai chinh ho
tich (néu co).

- Van ban xac minh
/bién ban xac minh
(néu co).

B2.2: Trudng hop thay ddi, cai | Cong chirc
chinh ho tich phai xac minh hd | Tu phap -
so thi tién hanh x4c minh bang | H9 tich;
van ban hodc tryc tiép tiy theo | Co quan co
ting truong hop cu thé. Sau khi tham 5,5 ngay
¢6 két qua xac minh, thyc hién | quyén xac
nhu budc B2.1 va trinh ldnh dao | minh (néu
UBND cip xa ky duyét theo | dugc yéu
budc B3. cau)
B2.3: Truong hop bd sung
thong tin hd tich:
- Néu du diéu kién: Vao So
dang ky thay ddi, cai chinh, bb
sung thong tin ho tich; Nhap dir
liéu vao phén mém ho tich, in . ,
du thao Trich luc bo sung thong Cong C,h uc .
tin ho tich; Tuphap - | 04 gio
A N Ho tich
- Néu khong du diéu kién: Dy T
thdo van ban Thong bdo khong
du diéu kién bo sung thong tin
ho tich;
Trinh lanh dao UBND cdp xa ky
duyét theo buoc B3.
Mau 05;
Trich lyc thay d6i/cai
chinh/b6 sung thong
tin hd tich; Van ban
, e Ae o as X Lanh dao thong bdo ndi dung
B3 | d‘-‘t’f}a" ket qua glai quyet | ;N ¢y | 03 gid | thay di/cai chinh ho
U tuc hanh chinh ~ ) L, . e
Xa tich (n€u c6) hoac Van

ban thong bdo khong
da diéu kién thay
doi/cai chinh/ bo sung
thong tin hd tich.
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Phat hanh vin ban va chuyén

Mau 05, 06;
Trich lyc thay d6i/cai
chinh/b6 sung théng
tin hd tich; Van ban
thong bido ndi dung

B5 | két qua cho cong chue Tu phap \C](;llg ﬁgEC 01 gi0 | thay ddi/cai chinh ho
- Ho tich d€ tra cho cong dan. phong tich (néu c0O) hodc Van
ban thong bao khong
du dieu kién thay
doi/cai chinh/ bo sung
thong tin hd tich.
Mau 01, 06;
Trich lyc thay doi/cai
chinh/bé sung thong
i i tin ho tich; Van ban
Chuyén nguoi dan ky vao So va | Cong chuce Gio hanh thong bao ndi dung
B6 | tra két qua, thu 1€ phi theo quy | Tu phap - chinh thay dbi/cai chinh ho
dinh. Ho tich tich (néu co) hodc Vin
ban thong bao khong
du di€u kién thay
dodi/cai chinh/ bo sung
thong tin hd tich.
* Truong hop bo sung thong tin ho tich: Néu khong xu Iy dwoc trong ngay lam viéc
hodc trong ngay lam viéc tiép theo (doi voi ho so nhdn sau 15 gio), trong ngay hen
tra ket qua, cong chirc Tu phap - Ho tich trinh Chu tich UBND cap xa ky ban hanh
phiéu xin loi va hen lai ngay tra két qua dé gui cho toé chure, ca nhan.
* Truong hop yéu cau thay doi, cdi chinh hé tich: Néu qud han xit Iy, trong thoi
gian cham nhat 01 ngay trudc ngay het han xu Iy, cong chirc Tu phdp - H9 tich
trinh Chu tich UBND cdp xa ky ban hanh phiéu xin [6i va hen lai ngay tra két qua
de gui cho to chiee, ca nhan.
3 | BIEUMAU
]
Mau 01 Mau 01.docx
Gidy tiép nhan ho so va hen tra két qua
]
Mau 02 Mau 02.docx
Phiéu yéu cau bd sung hoan thién ho so
o]
Mau 03 Mau 03.docx
Phiéu tir chdi tiép nhan giai quyét ho so
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@D

Mau 04 Mau 04.docx

Phiéu xin 16i va hen lai ngay tra két qua

@ﬁ

Mau 05 MAu 05.docx

Phiéu kiém soét qué trinh giai quyét ho so

@ﬁ

Mau 06 Mau 06.docx
SO theo do1 ho so

To khai ding ky thay doi, cai chinh, bd sung ho tich
BM.HT.21.01 'Eﬂ

BM.HT.21.01.doc

HO SO LUU:

Maéu 01; 02, 03, 04 (néu co); 06 lru tai BO phan Tiép nhan va Tré két qua cia
UBND cap xa. Mau 01, 05 luu theo ho so;

Ho so dau vao theo muc 2.3;

S6 dang ky thay d6i, cai chinh, bd sung thong tin ho tich;

Vian ban xac minh/bién ban xac minh (néu co);

Vin ban thong bao ndi dung thay d6i/ cai chinh hé tich (néu co);

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

Phan mém http://hotich.moj.gov.vn.

Hb so duogc luu tai UBND cép x4, thoi gian luu trit SO dang ky thay d6i, cai chinh, bo
sung thong tin hd tich 1a vinh vién, con cac gidy to khac thuc hién luu theo quy dinh cua
Luat Ho tich va cac van ban hudng dan thi hanh.
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22. Cap Gidy xac nhén tinh trang hén nhin

KY HIEU QUY TRINH QT.HT.22
NOI DUNG QUY TRINH
2.1 | Diéu kién thue hi¢gn TTHC:
Truong hop yéu ciu xac nhan tinh trang hén nhan nham muc dich két hon thi nam
nit két hon véi nhau phai tuan theo cac diéu kién sau:
- Nam tir d 20 tudi tr& 1én, nit tir da 18 tudi tré 1én;
- Viéc két hon do nam va nir ty nguyén quyét dinh;
- Khong bi mAt nang lyc hanh vi dan sy;
- Viéc két hon khong thudc mot trong cac trudng hop cAm két hon, gom:
+ Két hon gia tao, ly hon gia tao;
+ Tao hon, cudng ép két hon, lira doi két hon, can tro két hon;
+ Nguoi dang ¢ v, c¢o chong ma két hon hoic chung sdng nhu vQ chdng véi nguoi
khac hodc chua c6 vo, chua c¢6 chong ma két hon hoidc chung séng nhu vo chong
v6i ngudi dang c6 chong, co vo;
+ Két hon ngiita nhimg ngudi cing dong mau vé truc hé; gitra nhitng nguoi c6 ho
trong pham vi ba doi; gilta cha, me nudi voi con nudi; gitra nguoi da tung la cha,
me nudi voi con nudi, cha chdng voi con dau, me vo vai con ré, cha dugng véi con
riéng ctia vo, me ké véi con riéng ciia chong.
* Nha nudc khong thira nhan hon nhéan gitra nhitng nguoi cung gidi tinh.
Truong hop yéu cau cap Gidy xac nhan tinh trang hon nhan dé sir dung vao muc
dich khac, khong phai d¢ dang ky ket hon, thi nguoi yéu cau khong phai dap tmg
dicu kién ket hon.
2.2 | Cach thirc thuc hién TTHC:
- Nguoi ¢6 yéu cau cap Gidy xac nhan tinh trang hon nhan tryc tiép thuc hién hoic
uy quyén cho nguoi khac thuc hién;
- Truc tiép tai B phan Tiép nhén va Tra két qua cua [ij ban nhén dan (UBND) cap
xd hodc guri ho so qua hé thong buu chinh hodc giri ho so theo h¢ thong dang ky h
tich truc tuyén.
5 A LA A Ban | Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
* Gidy to phai ndp:
| To khai cap Gidy xac nhan tinh trang hoén nhéan, theo miu X
BM.HT.22.01;
Gidy to hop 1& dé chimg minh déi voi truong hop nguoi yéu cau
- | xdc nhan tinh trang hon nhan dé c6 vo hodc chong nhung dé ly hon
hodc nguoi vo hodc chong da chét; X
Trich lyc ghi chi ly hon d6i véi truong hop cong dan Viét Nam da
| ly hon, huy viée két hon & nudc ngoai sau d6 vé nude thuong tra X
hodc lam thu tuc dang ky két hon méi tai co quan c6 tham quyén
cua Vi¢t Nam;




142

Truong hop yéu cau cip lai Gidy xac nhan tinh trang hon nhan dé
st dung vao muc dich khéac hoac do Giéy xac nhan tinh trang hon
nhan da hét thoi han str dung theo quy dinh thi phai ndp lai Gidy
xac nhan tinh trang hon nhan da dugc cép truoc do;

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

Vin ban iy quyén theo quy dinh ciia phap luét trong trudng hop
iy quyén. Trudng hop nguoi duge ty quyén 1a ong, ba, cha, me,
con, vo, chong, anh, chi, em rudt ciia ngudi Gy quyén thi vin ban
iy quyén khong phai chung thyec.

* Gidy to phai xuit trinh:

Mot trong cac gidy to chimg minh nhan than la Gidy CMND, Ho
chiéu, Thé cin cudc cong dan hodc gidy to khac co dan anh va
thong tin ca nhén do co quan co tham quyén cip, con gia tri sir
dung cua ngudi yéu cau;

Gidy to chirng minh noi cu tra cia ngudi yéu cau dé xac dinh tham
quyén (chi &p dung trong giai doan chuyén ti€p).

* Liew y khi nép ho so:
Truong hop guri ho so qua hé thong buu chinh thi phai gui kem theo ban sao co
ching thuc cac gidy to phal Xudt trinh.

- P6i Vi gzay to nop, xudt trmh

+ Truwong hop nguwoi yéu cau ndp gidy to la ban sao dwgc cdp tir s6 goc hodc ban
sao dwgc chirng thuc tir ban chinh thi nguoi tiép nhdn ho so khong duwoc yéu cau
xudt trinh ban chinh; néu nguot yéu cau chi ngp ban chup va xudt trinh ban chinh
thi ngueoi tiép nhén hé so kiém tra, doi chiéu ban chup voi ban chinh va ky vao ban
chup xdc nhdn vé viéc da doz chiéu ndi dung gidy to @6, khong dwoc yéu cau ngieoi
di dang ky nop ban sao gidy to do.

+ Poi véi gzay 1o xudt trinh khi ding ky hé tich, ngueoi tiép nhdn cé trach nhiém
kiém tra, doi chiéu véi théng tin trong 10" khai, chup lai hodc ghi lai thong tin dae
liru trong hé so va tra lai cho nguoi xudt trinh, khéng dwoc yéu cau nép ban sao
hodic ban chup gidy to do.

+ Ngueoi tiép nhdn c6 trach nhiém tiép nhdan ding, dii hé so dang ky hé tich theo
quy dinh ciia phdp ludt hé tich, khéng dwoe yéu cau nguoi diang ky hé tich ndp thém
gidy to: ma phdp ludt hé tich khéng quy dinh phdi nép.

- Truong hop cho phép nguoi yéu cau ding ky hé tich Idp véin ban cam doan vé néi
dung yéu cau dang ky ho tich thi co quan ddang ky ho tich phdi gidi thich ré cho
nguoi Idp van ban cam doan vé trach nhiém, hé qua phdp 1y cia viéc cam doan
khong dung su that.

Co quan dang ky ho tich tir choz gidi quyét hodic dé nghi co quan cé tham quyén hiiy
bo két qua ding ky hé tich, néu cé co sé xdc dinh ngi dung cam doan khéng ding su
that.

- Trueong hop yéu cau cap Gidy xdc nhdn tinh trang hén nhéan dé sir dung vao muc
dich khdc, khong phdi d@é dang ky két hon thi trong Gidy xdc nhdn tinh trang hon
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nhdn phai ghi ré muc dich sir dung, s6 lwong Gidy xdc nhdn tinh trang hén nhan
duge cdp theo yéu cau.

- Truwong hop yéu cdau cdp Gidy xdc nhdn tinh trang hén nhdn dé két hén véi ngueoi
cung gidi tinh hodc két hon véi nguoi nude ngoai tai Co quan dai di¢n nudc ngodi
tai Viét Nam thi co quan dang ky hé tich tir choi gidi quyeét.

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

o5 03 ngay lam viéc; truong hop phai xac minh thi thoi han giai quyét khong qua 23

" | ngay (khong tinh thoi gian giri van ban yéu cau va thoi gian giri van ban tra 101 két

qua xac minh).

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

"~ | Bo phan Tiép nhéan va Tra két qua ciia UBND cip xA.

Co quan thwe hién: UBND cap x3 noi ngudi yéu cu cip Gidy x4c nhan tinh trang
hon nhan thuong tru;
Truong hop nguoi yéu cau khong c6 noi thudng tri, nhung c6 dang ky tam trd theo
quy dinh cua phap luat vé cu tra thi UBND cap xd, noi nguoi d6 dang ky tam tra
cap Giay xac nhan tinh trang hon nhan.
Co quan c6 thim quyén quyét dinh: UBND cép x4 noi ngudi yéu cau cap Gidy

2.7 | A s o A \ , ,
xac nhan tinh trang hon nhan thuong tri/tam tra.
Co quan dugc ity quyén: Khong.
Co quan phéi hop: Uy ban nhan dan cip x4 noi thuong tri trude dy cia nguol
yéu cau cap Gidy xac nhén tinh trang hon nhén (truong hop nguoi yéu cau da
thuong trit & nhiéu no1 khac nhau), Uy ban nhan dan noi dy dinh dang ky két hon
trude day.

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

2.9 | - Ho so du diéu kién: Giéy xac nhan tinh trang hon nhan.
- Ho so khong du diéu kién: Vin ban thong bao khong du diéu kién.

2.10 | Quy trinh xi ly cong viéc

TT Trinh ty TriCh T.h ol Biéu mau/Két qua

: nhi¢m glan

Tiép nhan ho so:
- Truong hop ho so chua ddy du,
hop 1¢: Huong dan ngudi nop ho N )
s0 bo sung, hoan thién theo quy | Cong chuc Gis hanh Mau 01; 02, 03 (néu

B1 | dinh, néu khong bo sung hoan | Tu phap - chinh c0), 06 va Ho so theo
thién duoc thi tir chbi tlep nhan | HO tich muc 2.3

hd so.

- Truong hop hé so day du, hop
1¢ thi tiép nhan ho so.

B 2.1: Kiém tra, xem xét hd so: Mau 053;
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B2

- Néu du diéu kién: Vao S6 cap
gidy x4ac nhan tinh trang hén
nhan; Nhap dir li¢u vao phén
mém hd tich, in du thao Giéy Xac
nhan tinh trang hén nhan;

- Néu khong du diéu kién: Dy
thdo Van ban thong bao khong du
diéu kién.

Trinh ldnh dao UBND cap xi ky
duyét theo budc BS.

Cong chuc
Tu phap -
Ho tich

02 ngay

Dy thio Gidy xéc
nhan tinh trang hon

nhan
thong

hodc van ban
bao  viéc

khong du diéu kién

B 2.2: Trudng hop ngudi yéu cau
xac nhan tinh trang hon nhan da
ting dang ky thuong trd tai nhiéu
noi khac nhau, néu nguoi d6
khong chung minh dugc tinh
trang hon nhan cia minh thi cong
chtrc tu phap - hd tich bao céo
Chu tich Uy ban nhan déan cap xa
¢6 van ban dé nghi Uy ban nhan
dan cap xa noi ngudi d6 da timg
dang ky thuong tri tién hanh
kiém tra, x4c minh vé tinh trang
hon nhan cua nguoi do.

Truong hop nguoi yéu cau cap lai
Giéy xac nhan tinh trang hon
nhan dé két hon ma khong nop lai
dugc Gidy xac nhan tinh trang
hén nhan da duoc cap trudc day
thi cong chic Tu phap - HO tich
tham muu Lanh dao UBND cap
xa Van ban trao ddi véi noi du
dinh ding ky két hon trude day dé
xac minh.

Cong chuc
Tu phap -
Ho tich

01 ngay

Mau 05;

Vian ban dé nghi xac

minh

B3

Uy ban nhan dan cdp xi noi
nguoi do da tung dang ky thuong
tr tién hanh kiém tra, xc minh
vé tinh trang hon nhan ciia nguoi
do.

ban
dan
Xxa
dé

xac

nhan
cép
duoc
nghi
minh

20 ngay

Van ban tra 101 xac

minh




145

Sau khi c6 két qua x4c minh hoidc
sau thO’} hanAZO ngay kF tir ngdy gui MZu 05:
van ban yéu cau xac minh ma Du thio Gil .
khong nhan dugc van ban tra 161 thi uA ‘a 0 Llay X?C
, e A A A ek . . nhan tinh trang hoén
cho phép nguoi yéu cau cap Gidy | Cong chuc hin hoic Vin ba
B4 | xac nhan tinh trang hon nhancé van | Tu phap - | 02 ngay nhan hoac van ban
\ X . A A thong bao khong du
ban cam doan v¢ tinh trang hon | HO tich 2o N .
~ , . x dieu kién; Van ban
nhdn cua minh theo mau d , ,
BM.HT.22.02, tip tuc thuc hién Chan e
nhu B 2.1 va trinh Lanh dao UBND nhan (néu c6)
cap xa ky duyét theo budc BS.
Mau 05;
, . 4 . ...z . |Linh dao Gidy xac nhan tinh
Ky du thao ket t th X . :
B> tu}c] hgnh ?:(flineh A SRS UBND cp | 07 gid trang hon nhan hodc
: ' xa Vin ban thong bao
khong du diéu kién
Mau 05, 06;
Phat hanh vin ban va chuyén két Cone chirc Gidy xac nhdn tinh
B6 | qua cho cong chirc Tu phap - Ho Véng hon 01 gi0 | trang hon nhan hodc
tich dé tra cho cong dan. phong Vian ban thong bao
khong du di€u kién
Mau 01, 06;
Chuyén nguoi dan ky vao S6 va | Cong chuc Gio hanh Gidy xac nhan tinh
B7 | tra két qua, thu I¢ phi theo quy | Tu phap - chinh trang hon nhan hoac
dinh. Ho tich Van ban thong bao
khong du di€u kién
* Trwong hop ho so qud han xit Iy, trong thoi gian chdm nhdt 01 ngay trudc ngay
hét han xir Iy, cong chire Tw phap - Ho tich trinh Chu tich UBND cap xa ky ban
hanh phiéu xin 16i va hen lai ngay trd két qua dé giri cho té chire, cd nhan.
3 |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 ho so
o]
Mau 03 Mau 03.docx
Phiéu tir chdi tiép nhan giai quyét ho so
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=
Mau 04 Mau 04.docx
Phiéu xin 16i va hen lai ngay tra két qua
=
Mau 05 Mau 05.docx
Phiéu kiém soét qua trinh giai quyét ho so
]
Mau 06 Mau 06.docx
S0 theo ddi hd so
L
BM.HT.22.01 BM.HT.22.01.doc
To khai cap gidy xac nhan tinh trang hon nhan
I
BM.HT.22.02 BM.HT.22.02.doc
Vian ban cam doan

4 |HOSOLUU:

Maéu 01; 02, 03, 04 (néu c6); 06 luu tai BO phan Tiép nhan va Tra két qua cia
UBND cap xa. Mau 01, 05 luu theo ho so;

- | HO so dau vao theo muc 2.3;

- | S6 cap gidy xac nhan tinh trang hon nhan;

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

- | Véan ban d€ nghi xac minh; Van ban tra 101 xac minh (néu co);

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

Hb so dugc luu tai UBND cép x4, thoi gian luu trir S6 cdp gidy xac nhéan tinh trang hon
nhan la vinh vién, con cac giay td khac thuc hién luu theo quy dinh cua Luat HO tich va
cac van ban hudng dan thi hanh.
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23. Cap ban sao trich luc hd tich

KY HIEU QUY TRINH QT.HT.23
NOI DUNG QUY TRINH
2.1 | Piéu kién thye hién TTHC: Khong.
2.2 | Cach thirc thue hién TTHC:
- Nguoi ¢6 yéu cau cip ban sao trich luc ho tich tryc tiép thuc hién hodc ty quyén
cho nguoi khac thyc hién.
- Truc tiép tai B6 phan Tiép nhén va Tra két qua ctia Uy ban nhan dan (UBND) cip
xa hodc guri ho so qua h¢ thong buu chinh.
\ A LA A Ban | Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
* Gidy to phai ndp:
] T khai cép ban sao trich luc ho tich, theo mau BM.HT.23.01 ddi X
vO1 ca nhan;
_ | Vén ban yéu ciu cép ban sao trich luc ho tich néu 16 1y do trong X

truong hop nguoi yéu cau la co quan, to chuec;

Truong hop uy quyén cho ngudi khac 1am thay thi phai c6 vin ban
uy quyén duoc chimg thuc theo quy dinh cua phap luét. Truong hop
nguoi duge uy quyen la 6ng, ba, cha, me, con, vo, chdng, anh, chi, X
em rudt ctia ngudi iy quyén thi vin ban uy quyén khong phai ching
thuec.

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

* Gidy to phai xuit trinh:

Mot trong cac gidy to chimg minh nhan than la Gidy CMND, Ho
chiéu, Thé cin cudc cong dan hoic glay to' khac co dan anh va thong
tin ca nhan do co quan c6 thAm quyén cap, con gia tri str dung cta X
ngudi yéu cau.

* Liew y khi nép ho so:

- Truong hop gui hé so qua hé thong buu chinh thi phdi giri kém theo bdn sao c6
chitng thuec céc gidy to phdi xudt trinh.

- Trurong hop nguwoi yéu cau nép gidy to 1a ban sao dwoc cdp tir s6 goc hogc ban
sao dwoc ching thuc tir ban chinh thi nguoi tiép nhdn hé so khéng dwroc yéu cau
xuat trinh ban chinh; néu nguroi yéu cau chi ngp ban chup va xudt trinh ban chinh
thi ngueoi tiép nhdn o so kiém tra, doi chiéu ban chyup véi ban chinh va ky vao ban
chup xac nhdn vé viéc da doi chiéu ngi dung gidy to dé, khéng dwoc yéu Cdu nguoi
di ding ky nép ban sao giay to do.

- Trwong hop phép ludt quy dinh xudt trinh gidy to khi ddng ky hé tich, nguwoi tiép
nhdn c6 trach nhiém kiém tra gidy to xudt trinh, déi chiéu véi théng tin trong Tor
khai va trd lai cho nguwoi Xudt trinh, khéng diroc yéu cau nguwoi dang ky hé tich nép
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thém ban sao giay to do. Nguoi tlep nhan c6 thé chyup 01 ban gidy to xuat trinh
hodc ghi lgi thdng tin cua gidy to xudt trinh dé leu ho so.

- Ngwoi tiép nhdn c6 trach nhiém tiép nhdn diing, di hé so dang ky hé tich theo
quy dinh cia phap ludt hé tich, khéng dwroc Yéu cau nguoi dang ky hé tich nép thém
gidy to: ma phap lugt hé tich khéng quy d@inh phdi nép.

2.4 | SO lwgng hd so: 01 bd
25 Thoi han giai quyét: Ngay trong ngay tiép nhan di hd so hop 1¢ (nhan ho SO sau
> | 15 gid ma khong giai quyét dugc ngay thi tra két qua trong ngay 1am viéc tiép theo).
26 Pia dlen} tiép nhén ho so va tra két qua giai quyét TTHC: B6 phan Tiép nhan
" | va Tra két qua cia UBND cap xa.
Co quan thye hién: UBND cp xi.
57 Co quan c6 thAm quyén quyét dinh: UBND cép x4.
" | Co quan dwore Gy quyén: Khong.
Co quan phdi hop: Khong.
2.8 | Pi twong thwe hién TTHC: Ca nhan
2.9 | Két qua giai quyét TTHC: Ban sao trich luc ho tich.
2.10 | Quy trinh xir ly cong viéc
T Trinh tu Trach Thol | pi&w mauw/Két qua
nhiém glan
Tiép nhan ho so:
- Truong hop ho so chua day du,
hop 1¢: Huong dan ngudi ndp hod A ’ Miu 01: 02, 03 (néu
s0 bd sung, hoan thién theo quy | Cong chirc s 2\ \ TTA
, Gio hanh | c6); 06 va Ho so theo
Bl | dinh, néu khéng bd sung hoan | Tu phap - chinh muc 2.3
thién dugc thi tir chdi tlep nhan | HO tich T
ho so.
- Trudmg hop ho so ddy du, hop
1¢ thi tiép nhan ho so.
Kiém tra, xem ‘xét h§ so, nhap
dir liéu wVéto phan mém ho tigh N
hogc kiém tra thong tin tir phan | Cong chirc Mau 05;
B2 | mém hd tich, in ban sao Trich | Tu phap - 03 gid | Ban sao Trich luc hd
luc ho ‘gich, trinh l}ml; dao | HO tich tich
UBND cap xa; vao SO cap ban
sao Trich luc ho tich.
. Lanh dao Mau 05;
Ky ba Trich luc ho tich ch 1 N
B3 | KY banAsao rich luc ho tich cho | oy chp | Ol gio |Ban sao Trich luc ho
cong dan. ~ :
Xa tich
DPong diu vin ban va chuyén két Cone chire Mau 05, 06;
B4 | qua cho cong chirc Tu phap - HO Véng hon 01 gi¢ | Ban sao Trich luc hd
tich d& tra cho c4 nhan. phong tich
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Chuyén nguoi dan ky vao S6 va | Cong chite | .o\ Méu 01, 06;
BS |tra két qua, thu phi theo quy | Tu phap - ) Ban sao Trich luc ho
. R chinh : o
dinh. Ho tich tich
* Truong hop khéng xir 1y dwge trong ngay lam viée hodc trong ngdy lam viée tiép
theo (doi voi ho so nhan sau 15 gio) thi ‘trong ngay hen tra ket qua, cong chirc Tuw
phap - Ho tich trinh Chu tich UBND cap xa ky ban hanh phiéu xin [6i va hen lai
ngay tra ket qua dé gui cho to chuee, ca nhan.
3 | BIEUMAU
]
Mau 01 MAu 01.docx
Gidy tiép nhan ho so va hen tra két qua
=
Mau 02 Mau 02.docx
Phiéu yéu cau bd sung hoan thién ho so
]
Mau 03 Mau 03.docx
Phiéu tir chdi tiép nhan giai quyét ho so
]
Mau 04 Mau 04.docx
Phiéu xin 15i va hen lai ngay tra két qua
=
Mau 05 Mau 05.docx
Phiéu kiém soéat qua trinh giai quyét ho so
o]
Mau 06 M&u 06.docx
S0 theo ddi ho so
L
BM.HT.23.01 BM.HT.23.01.doc
To khai cép ban sao trich luc ho tich
4 |HOSOLUU:

Mau 01; 02, 03, 04 (néu c6); 06 luu tai Bo phan Tiép nhan va Tra két qua cua
UBND cap xa. Mau 01, 05 luu theo ho so;

Ho6 so dau vao theo muc 2.3;

So cﬁp ban sao Trich luc ho tich;

Phan mém http://hotich.moj.gov.vn.

Hb so duoc luu tai UBND cip x4, thoi gian luu trit S6 cap ban sao Trich luc ho tich 13
vinh vién, con céc gidy to khac thyc hién luu theo quy dinh ctia Luat HO tich va cac van
ban hudng dan thi hanh.
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I1. LINH VU'C NUOI CON NUOI
1. Pang ky viéc nudi con nudi trong nwéc

1 | KY HIEU QUY TRINH QT.NCN.O1

NOI DUNG QUY TRINH

2.1 | Piéu kién thwc hién TTHC:
* Ngwoi nhdn con nudi phdi cé di diéu kign sau:
- C6 nang luc hanh vi dan sy day du;
- Hon con nudi tir 20 tudi tr¢ 1€n — khong ap dung fiéi véi truong hop cha duong
nhan con riéng cua vg, me ké nhan con riéng caa chong lam con nudi hoac cd, cau,
di, cha bac rudt nhan chau lam con nudi;
- C6 diéu kién vé stic khoe, kinh té, chd ¢ bao dam viéc cham soc, nudi dudng, gido
duc con nudi - khdng ap dung ddi voi truong hop cha duong nhan con riéng cua
vg, me ké nhan con riéng caa chong lam con nudi hoic ¢d, cau,di, chi bac ruot
nhan chau lam con nudi;
- Co tu cach dao duc tét.
* Cdc trwong hgp khong dwgc nhdn con nudi
- Bang bi han ché mot s6 quyén cuia cha, me ddi v6i con chua thanh nién;
- Pang chap hanh quyét dinh x 1y hanh chinh tai co s& gido duc, co s& chita bénh;
- Pang chap hanh hinh phat t;
- Chua d}lg(: x6a an tich vé mot trong cac toi cd y xam pham tinh mang, strc khoé¢,
nh@n pham, danh du cua nguoi khac; nguoc dai hoac hélnh ha 6ng ba, cha me, Vo
chong, con, chiu, nguoi cd cong nudi dudng minh; du do, ép bu(f)c,hoeflc chtra chap
nguodi chua thanh nién vi pham phéap luat; mua ban, danh trdo, chiém doat tré em.
* Tré em dwoc nhin lam con nudi phdi cé di cdc diéu ki¢n sau:
- LA tré em dudi 16 tudi; néu tré em thude treong hop dugc cha duong, me ké, co,
cau, di, chua, bac rudt nhan lIam con nudi thi dén dudi 18 tudi;
- Tré em bi bo roi, tré em md ¢6i ca cha va me, tré em khong noi nuwong tua;
- M(f)t nguoi chi dugc 1am con cua mot nguoi doc than hodc cua ca hai nguoi 1a vo
chong.

2.2 | Cach thirc thuc hién TTHC:

Tryc tiép tai B6 phan Tiép nhan va Tra két qua cua Uy ban nhan dan (UBND) cép
Xa.

+ Pdi v6i trudng hop tré em md ¢oi khong co nguoi nudi dudng hodc tré em c6 cha
me dé, nguoi than thich nhung khong c6 kha nidng nudi dudng dugc nhan lam con
nudi, ndp hd so tai Uy ban nhan dan cap xa noi ngudi dugc nhan lam con nudi thuong
tru;

+ Dbi véi truong hop cha dugng hodc me ké nhan con riéng cua vg hoac chéng lam
con nudi; ¢, cau, di, cha, bac rudt nhan chau lam con nuoi, ndp ho so tai ﬁy ban
nhan dan cép x4 noi cu trd cua ngudi nhan con nuodi hodc cua ngudi dugc nhan lam
con nubi ;
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+ D01 voi trudong hop tré em bi bo roi chua chuyén vao co s¢ nudi dudng duoc
nhan lam con nudi, ndp ho so tai Uy ban nhan dan cap xa noi 1ap bién ban xac nhan

tinh trang tré em bi bo roi;

+ Dbi v6i truong hop tré ‘em ¢ co sO nuoi dudng duge nhan lam con nudi, ndp ho

so tai Uy ban nhan dan cip x3 noi co tru s& cta co s nudi dudng.

2.3

Thanh phan hd so, bao gom:

Ban
chinh

Ban
Sao

* Ho so cua ngwoi nhdn con nuoi:

Pon xin nhan con nudi, theo mau BM.NCN.01.01;

Ho chiéu, Gidy ching minh nhan dan hoic gidy to c6 gia tri thay
thé;

Phiéu‘ly lich tu phap (dugc cip chua qua 06 thang tinh dén ngay
nop ho so);

Van ban xac nhan tinh trang hén nhan:

+ Trudng hop ngudi nhan con nudi 1a cap vo chong nhan con nudi:
Giay chirng nhan ket hon;

+ Truong hop ngudi nhan con nudi la nguoi doc than nhén con
nhudi: Giay xac nhan tinh trang hon nhan (dugc cap chua qua 06
thang tinh dén ngay nop ho so);

Glay kham suc khoe do co quan y té cap huyén tro 1én cap (duoc
cap chua qua 06 thang tinh dén ngay nop hé so);

Vién ban xac nhan hoan canh gia dinh, tinh trang chd &, diéu kién
kinh t& do UBND cip x3 noi ngudi nhan con nudi thudng tra cip
(dugc cip chua qua 06 thang tinh dén ngay ndp hd so) theo mau
BM.NCN.01.02, trir treong hop cha dugng nhan con riéng cia vo,
me ké nhén con riéng cua chéng lam con nuo1 hoac ¢o, cau, di, chu,
bac rudt nhan chau lam con nuoi;

Truong hop nguoi nhan con nudi cd nguyén vong va du diéu kién
nhan con nudi theo quy dinh nhung chua tim du:oc tré em dé nhan
lam con nudi: Bon déng ky nhu cau nhén tré em sdng & co s& nudi
dudng 1am con nuoi theo mau BM.NCN.01.03

Giay to chtitng minh thudc truong hop cha duong hodc me ké nhan
con riéng cua vo hoic ch6ng lam con nudi; cd, cau, di, chd, bac ruot
nhan chau lam con nudi; nhan tré em khuyét tat, nhiém HIV/AIDS
hodc mac bénh hiém nghéo theo quy dinh cua Luat Nudi con nudi
va vin ban huéng dan; nguoi co ¢ong voi cach mang nhan con nudi
(néu co).

* HO so’ cia nguwoi dwge nhan lam con nuoi:

Gidy khai sinh;

Gjéy kham stc khoe do co quan y té cap huyén tro Ién cap (duoc
cap chua qua 06 thang tinh dén ngay ndp ho so);
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Hai 4nh toan than, nhin thang chup khéng quéa 06 thang; X

Bién ban x4c nhan do Uy ban nhan din hodc Cong an cip xa noi
phat hién tré bi bo roi 1ap ddi véi tré em bi bo roi; Gidy ching tir
cua cha dé, me dé hoac quyét dinh cua Toa an tuyén bd cha dé, me
dé cua tré em 1a da chét dbi voi tré em mo c6i; quyét dinh ciia Toa
an tuyén b cha dé, me dé cua ngudi duge gidi thidu lam con nudi
mét tich d6i v6i ngudi dugc gidi thi¢u lam con nudi ma cha dé, me
dé mat tich; quyét dinh cua Toa an tuyén bd cha dé, me dé cua
nguoi dugc gidi thi¢u lam con nudi mat nang luc hanh vi dan su
ddi voi nguoi dugc gidi thi€u lam con nudi ma cha dé, me dé mat
nang lyc hanh vi dan sy;

Quye¢t dinh tiép nhan do61 véi tré em & co s& nuodi dudng. X

2.4

So lwgng ho so: 01 by doi véi tirng loai hd so cia ngudi nhan con nudi va ho so
cua nguoi dugc nhan lam con nudi.

2.5

Thoi han giai quyét: 30 ngay lam viéc ké tir ngdy nhan di ho so hop 1¢, trong do:
- Thoi gian kiém tra ho so va ldy y kién: 10 ngay, ké tir ngay nhén da ho so hop 18;
- Thot gian nhiing nguoi lién quan thay d6i y kién dong y vé viéc cho tré em lam
con nuoi: 15 ngay ké tir ngay dugc lay v kién;

- Thoi gian cép Gidy chirng nhan nudi con nudi trong nude, Ghi vao ) dang ky
viéc nudi con nudi va té chirc giao - nhan con nudi: 05 ngay, ké tir ngay hét han
thay d6i y kién dong y.

2.6

Pia diém tiép nhin ho so va tra két qua giai quyét TTHC:
B0 phan Tiép nhan va Tra két qua cia UBND cap x4.

2.7

Co quan thye hién: UBND cip xA.

Co quan c6 thAim quyén quyét dinh: UBND cép x4.

Co quan dugc ity quyén: Khong.

Co quan phéi hop:

- Uy ban nhan dén cap xa noi thudng tra ctia nguoi duge nhan 1am con nudi (ddi
vo1 truong hop noi thudng tri cia ngudi duge nhan lam con nudi va ctia nguoi
nhan con nudi khac nhau, ngudi nhan con nudi ndp hd so diang ky nudi con nuodi tai
Uy ban nhan déan cp x4 noi thuong tra ciia minh).

- Uy ban nhén dén cdp x4 noi cu tri ciia ngudi duge nhan 1am con nuéi 1a cha
duong/me ké hodc cd, cau, di, cha, bac rudt cla nguoi dugc nhan lam con nuoi (déi
voi truong hop noi cu tra cua nguoi dugc nhan lam con nuoi va cua ngudi nhan
con nudi khic nhau, ngudi nhan con nudi ndp hd so ding ky nudi con nudi tai Uy
ban nhan dan cap xa noi cu trii cia minh).

2.8

Poi twong thue hién TTHC: Cong dan Viét Nam thuong trii & Viét Nam nhén tré
em Viét Nam lam con nuoi.

2.9

Két qua giai quyét TTHC:
- H so du diéu kién: Gidy chirng nhan nudi con nudi trong nudc.
- Ho so khong du diéu kién: Vin ban théng bao khong du diéu kién nudi con nudi.

2.10

Quy trinh xir ly cong viéc
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TT Trinh tu Trach | i gian | Bidu miw/Két qua
: nhi¢m
Tiép nhan ho so:
- Trudng hop hd so chua ddy du,
hop 1€: Huong dan nguoi ndp ho A ’ M3u 01; 02, 03 (néu
50 b sung, hoan thién theo quy | Cong churc s A\. Y TrA
, Gio hanh | c0); 06 va HoO so

Bl | dinh, néu khéng bd sung hoan | Tu phap - chinh theo muc 2.3
thién duge thi tir chdi tlep nhan Ho tich T
h6 so.

- Trudng hop ho so diy du, hop
1¢ thi tiép nhan hd so.
Kiém tra, xem xét hd so va ldy y | Céng chirc Mau 05;

B2 | kién cua nhimg nguoi cé lién | Tu phap - 10 ngay | va HO so kém theo
quan. HO tich Bién ban lay y kién
Nhiing nguoi lién quan thay doi
y kién dong y vé viéc cho tré em
lam con nu6i (néu co6) - 15 ngay ké | Van ban thay doi

e A . Nhimng Lo A A A

B3 Luu y: Heét thoi han 15 ngay nudi lien tung?y ’ kién df)ng y Ve viée
lam viéc ké tir ngay duoc lay y quan duoc lay y | cho tré em lam con
kien dong y, nhitng nguoi lién kién nuoi (n€u co).
quan khéng dwoc thay déi y kién
vé viéc cho tré em lam con nudi.

Sau khi hét thoi han 1y ¥ kién,

néu hd so da diéu kién va khong

c6 thay d6i ¥ kién thi vao S6 Mau 05;
dang ky nudi con nudi; Nhap dir Du thiao Gidy
liéu Véo,phén mém h¢ tich, indy | Céng chuc ching nhan nudi

B4 | thao Gidy ching nhén nudi con | Ty phép - 04 ngay | con nudi hodc Vin
nuoi; Ho tich ban thong bao
Néu khong du diéu kién: Dy khong du diéu kién
thao Vin ban thong bao khong nhan nudi con nubi.
du diéu kién nudi con nudi.

Trinh ldnh dao UBND cp xa.
Mau 05;
, . 1A Y, e £ Lanh dao Giéy Chfm%. nhé}n

B5 Ky du thdo két qua giai quyét UBND cép 07 gior nudi con nudi hoac
thu tuc hanh chinh X3 Van ban thong bao

khong du diéu kién
nhan nudi con nudi.
Phat hanh vin ban va chuyén két Cone chi 2 Mau (?5’ 06; .
B6 | qua cho cong chirc Tuphiap-Ho | <o 8 SMUC | 01 gjg | Gidy ching nhn
Van phong nuoi con nudi hoac

tich.

Vian ban thong bao
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khong du diéu kién
nhan nudbi con nudi.

Tra két qua:

- Truong hop cdp Gidy chimg
nh4n nudi con nudi thi chuyén
nguoi dan ky vao So, to chirc

Mau 01, 06;
Gidy chimg nhan

57 | 0i20 - nhan con nudi, thu I¢ phi (%?I“}fhcé};""’f’ Gio hanh | nudi con nudi/ Van
theo quy dinh néu cé. H6 tich chinh ban thong béo
- Tra van ban thong bao khong C khong du diéu kién
du di€u kién nhan r1u6i con nupi nhan nudi con nudi.
néu khong du diéu kién cap
Giay ching nhan nuoi con nuoi.

* Truong hop hé so qud han xir Iy, trong thoi gian chdm nhat 01 ngay trudc ngay
hét han xu Iy, cong chirc Tu phdp - H¢ tich trinh Chu tich UBND cdp xa ky ban
hanh phieu xin l0i va hen lai ngay tra két qua dé guri cho to chirc, cd nhan.
3 | BIEUMAU
o]
Mau 01 Mau 01.docx
Giay ti€ép nhan ho so va hen tra két qua
]
Mau 02 ‘ Mau 02.docx
Phiéu yéu cau bo sung hoan thién ho so
]
Mau 03 o Mau 03.docx
Phiéu tir choéi ti€p nhan giai quyét ho so
=
Mau 04 Mau 04.docx
Phiéu xin 161 va hen lai ngay tra két qua
o]
Mau 05 MAu 05.docx
Phiéu kiém soat qua trinh gidi quyét ho so
=
Mau 06 Mau 06.docx
SO theo doi ho so
]
BM.NCN.01.01 BM.NCN.01.01.doc
Pon xin nhan con nudi
BM.NCN.01.02 | Véan ban x4ac nhan hoan canh gia dinh ctia ngudi nhan con nuoi
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@j

BM.NCN.01.02.docx

Pon ding ky nhu cau nhén tré em song & co s¢ nudi dudng lam
con nuoi

BM.NCN.01.03 Eﬂ

BM.NCN.01.03.docx

HO SO LUU:

Mau 01; 02, 03, 04 (néu co); 06 luu tai BO phén Tiép nhan va Tra két qua cua
UBND cap xa. Mau 01, 05 luu theo ho so;

Ho6 so dau vao theo muc 2.3;

S6 dang ky nuoi con nudi;

Bién ban lay y kién;

Vin ban thay doi y kién dong y vé€ viéc cho tré em lam con nudi (n€u co).

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

Phan mém http://hotich.moj.gov.vn.

Hb so dugc luu tai UBND cap x3, thoi gian luu trir S6 dang ky nudi con nudi 1a vinh vién,
con cac giay to khac thyc hién luu theo quy dinh ctia Luat HG tich va cac van ban hudng
dan thi hanh.
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2. Pang ky lai viéc nudi con nuéi trong nwéc

KY HIEU QUY TRINH QT.NCN.02

NOI DUNG QUY TRINH

2.1 | Piéu kién thwe hién TTHC:

- Viéc nudi con nudi di duge ding ky nhung ca S6 ho tich va ban chinh gidy to
dang ky nudi con nudi bi mat hoac hu hong khéng sir dung dugc;
- Ca cha, me nudi va con nudi déu con séng vao thoi diém yéu cau diang ky lai.

2.2 | Cach thirc thuc hién TTHC:

Tryc tiép tai B6 phan Tiép nhan va Tra két qua ctia Uy ban nhan dan (UBND) cép
Xa.

Ban Ban

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

Tod khai ding ky lai viéc nudi con nudi, theo mau
BM.NCN.02.01;

Truong hop yéu cau ding ky lai tai UBND cép xa khong phai 1a
- | noi trude day da dang ky viéc nubi con nudi, thi To khai phai co X
cam két ciia ngudi yeu cau dang ky lai vé tinh trung thuc cia viéc
dang ky nudi con nudi trude d6 va co chit Ky cia it nhat hai nguoi
lam chung.

2.4 | S6 lwong ho so : 01 bd

Thoi han giai quyét: Trong thoi han 05 ngay 1am viéc, ké tir ngdy nhan du ho so

25 | pon 16

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

26 B6 phan Tiép nhan va Tra két qua ciia UBND cip xa.

Co quan thyc hié¢n: Uy ban nhén dan cip x4 noi cha me nudi va con nudi thudng
tri hodc Uy ban nhan dan cap xa noi da dang ky viéc nuodi con nuodi trude day.

2.7 | Co quan c6 thAm quyén quyét dinh: Khéng.

Co quan duoc ity quyén: Khong.

Co quan phdi hop: Khong.

2.8 | Poi twong thye hién TTHC: Cé4 nhan c6 yéu cau dang ky lai viéc nudi con nudi.

Két qua giai quyét TTHC:

- Ho so du diéu kién: Gidy ching nhan nuéi con nudi trong nudc.

- Ho so khong di diéu kién: Vian ban thong bao khong du diéu kién dang ky lai
V1€C NuO1 Con nuol.

2.9

2.10 | Quy trinh xir ly cong viéc

Tréach Thoi

TT Trinh tw ‘A .
: nhi¢m glan

Biéu mau/Keét qua
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Tiép nhan hd so:
- Truong hop hd so chua day
da, hop 1¢: Huong dan nguoi

Mau 01; 02, 03 (néu

nop ho so bp sun%, hoafl th1¢£1 Cong c’hu:c Gi hanh | c6): 06 va HO so theo
Bl |theo quy dinh, néu khéng bd | Tu phap - chinh | muc 2.3
sung hoan thién duoc thi tir choi | H¢ tich T
ti€p nhan ho so.
- Truong hop ho so day du, hop
1¢ thi tiép nhan ho so.
Kiém tra, xem xét hd so:
NVGu dl,l dl?}l kign Ehl Va? S? Ma2u 05 va Ho so kém
dang ky nudi con nuoi; Nhap dir .
A T XA e theo;
liéu vao phgn mém ho tich, in hi A chi
du thao Giay chung nhdn nuéi | Céng chirc Dﬁ{ thao f}‘a-‘/ chung
B2 | con nubi; Tuphap - | 04ngay |Dan nuot coi nuol
2 n s A Al A hodc van ban thong
Néu khong du diéu kién: Dy | HOo tich . . R
XI5 1a A , A bao khong du dicu
thdo Van ban thong bao khong A ax S A
N O A kién dang ky lai viéc
da diéu kién dang ky lai viéc - 2.
- a-l nuol con nuol
Nuol con nuol,
Trinh lanh dao UBND cp xa.
Mau 05;
) | Lanh dao Gidy chirng nhin nudi
B3 Ky du thdo két qua gidi quyét UBND c4 07 gior con nudi hoac van ban
thu tuc hanh chinh XA P thong bao khong du
diéu kién dang ky lai
nuoi con nudi
Mau 05, 06;
Phat hanh vin ban va chuyén A . Gidy cl}y:ngvnhafl nuot
L A . .| Cong chuc -\ con nuoi hoac van ban
B4 | két qua cho cong chirc Tu phap | . . 01 gio . , " )
o 2, N " Van phong thong bao khong du
- Ho tich d€ tra cho cong dan. AT e A
diéu kién dang ky lai
nuoi con nudi
Mau 01, 06;
i i Céne chite Gidy chting nhan nudi
Chuyén nguoi dan ky SO va tra & ¢ Gi10 hanh | con nudi hodc van ban
B5 Z \ Tu phép - . R . 1A ,
két qua. 6 tich chinh thong bao khong du
T dieu kién dang ky lai
nuoi con nudi
* Truong hop hé so qud han xit Iy, trong thoi gian chdm nhat 01 ngay trudc ngay
hét han xu Iy, cong chirc Tu phap - Ho tich trinh Chu tich UBND cap xa ky ban
hanh phiéu xin [0i va hen lai ngay tra két qua dé gui cho to churc, cd nhdn.
3 | BIEUMAU
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=
Mau 01 , Mau 01.docx
Giay tiép nhan ho so va hen tra két qua
]
Mau 02 Mau 02.docx
Phiéu yéu cau bd sung hoan thién ho so
]
Mau 03 Mau 03.docx
Phiéu tir chdi tiép nhan giai quyét ho so
=
Mau 04 Mau 04.docx
Phiéu xin 161 va hen lai ngay tra két qua
o]
Mau 05 MAu 05.docx
Phiéu kiém soat qua trinh gidi quyét ho so
=
Mau 06 MAu 06.docx
S6 theo doi ho so
=
BM.NCN.02.01 BM.NCN.02.01.docx
To khai dang ky lai viéc nudi con nudi
4 |HOSOLUU:
| Mau 01; 02, 03, 04 (néu c6); 06 lwu tai Bo phan Tiép nhan va Tra két qua cia
UBND cap xa. Mau 01, 05 luu theo ho so;
- | Ho so dau vao theo muc 2.3;
- | S6 dang ky nudi con nubi;
- | Van ban thong bao khong du diéu kién dang ky lai viéc nudi con nudi (néu co);
- | Phan mém http://hotich.moj.gov.vn.

HO so duoc luu tai UBND cép x4, thot gian luu trix SO dang ky nuoi con nuoi la vinh vién,
con cac giay to khac thyc hién luu theo quy dinh ctia Luat HG tich va cac van ban hudng

dan thi hanh.
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3. Gidi quyeét viéc nguwdi nuwde ngoai cu tru ¢ khu vuce bién giéi nuwée ling giéng

nhén tré em Viét Nam lam con nuoi

KY HIEU QUY TRINH QT.NCN.03
NOI DUNG QUY TRINH

2.1 | Piéu kién thuwe hién TTHC:
a) Diéu kién ddi véi ngudi dugc nhan 1am con nubi:
- Duéi 16 tudi:
- Ngudi tir di 16 tudi dén dudi 18 tudi dugc nhan 1am con nudi néu thuoc mot
trong cac truong hop sau day:
+ Puoc cha dugng, me ké nhan 1am con nuéi;
+ DPuoc ¢, cau, di, chd, bac ruét nhan lam con nudi.
b) biéu kién ddi v&i ngudi xin nhan con nubi:
- C6 nang luc hanh vi dan sy day du;
- Hon con nudi tir 20 tudi tré 1en;
- C6 diéu kién vé strc khoe, kinh té, chd & dam bao viéc cham soc, nudi dudng,
giao duc con nubi;
- C6 tu cach dao duc tot.
c) Nhirng nguoi sau day khong dugc nhan con nudi:
- Pang bi han ché mot s6 quyén caa cha, me di véi con chua thanh nién;
- Pang chap hanh quyét dinh xir Iy hanh chinh tai co s¢ gi4o duc, co s chita bénh;
- Pang chap hanh hinh phat to;
- Chua dugc x6a &n tich vé mot trong cac ti ¢ ¥ xam pham tinh mang, sic khoe,
nh@n pham, danh du cua nguoi khac; ngugc dai hoac hz‘i~nh ha dng ba, cha me, Vo
chong, con, chau, nguoi c6 cong nudi dudng minh; du do, ép budc hoéc chaa chap
nguoi chua thanh nién vi pham phép luat; mua ban, danh trao, chiém doat tré em.
d) Khi dang ky nudi con nudi, cha me nudi, cha me dé, ngudi giam ho hoac dai
dién co s& nudi dudng va ngudi duoc nhan lam con nudi phai c6 mat.
d) Mot n‘gu’(‘yi chi dugc lam con nudi cua mot ngudi doc than hodc ctia ca hai nguoi
l1a vo chong.

2.2 | Cach thirc thuc hién TTHC:
Truyc tiép tai Bo phan Tiép nhan va Tra két qua cua Uy ban nhan dan (UBND) cép
Xa.

\ A 1A A Ban Ban

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

* Ho so' clia ngwdi nhan con nudi:
- | Pon xin nhan con nudi, theo mau BM.NCN.03.01; X
- | Ho chiéu hoic gidy to c6 gid tri thay thé; X

Phiéu 1y lich tu phap (dugc cap chua qué 06 thang tinh dén ngay
ndp ho so); X
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Vian ban x4c nhan vé viéc nguoi nhan con nuoi c6 du dieu ki¢n
nudi con nudi theo quy dinh cua phdp luat nude d6 theo bicu
mau BM.NCN.03.02; X

Vin ban xac nhan tinh trang hon nhan (duoc cap chua qua 06

" | thang tinh d&én ngay ndp ho so); X
i Gidy kham strc khoe (duoc cap chua quéa 06 thang tinh dén ngay
ndp ho so); X

Hai anh méi nhét, chup toan than, c6 9 cm x 12 cm hoac 10 cm
X 15 cm.

(Cdc gidy to trén do co quan cé tham quyén ciia nirde lang giéng
cdp va phai dwoc dich ra tiéng Viét; cdc gidy to la ban sao phai X
c6 ban chinh dé déi chiéu va khéng phdi chirng thuc).

* Ho so’ ciia nguwoi dwge nhan lam con nudi:

- | Gidy khai sinh; X
i Gidy kham strc khoe do co quan y té cap huyén tré 1én cap khong

qua 06 thang; X
- | Hai anh toan than, nhin thang chup khong qué 06 thang; X

Bién ban xac nhan do UBND hoic Cong an cap xa noi phat hién
tré bi bo roi 1ap dbi vai tré em bi bo roi; Gidy ching tir cia cha
deé, me dé hoac quyét dinh ctia Toa an tuyén b6 cha d¢é, me dé cua
tré em 1a da chét dbi véi tré em md cbi; quyét dinh cua Toa an
tuyén b6 cha dé, me dé cua nguoi dugce gidi thi¢u lam con nuodi
mat tich ddi véi ngudi duge gidi thidu lam con nudi ma cha de,
me dé mat tich; quyét dinh ctia Toa an tuyén bd cha d¢, me dé X
ctia ngudi duge gidi thiéu 1am con nudi mat nang luc hanh vi dan
su doi voi ngudi duoc gidi thiéu lam con nudi ma cha dé, me dé
mat nang luc hanh vi dan sy;

Quye¢t dinh ti€p nhan do61 voi tré em & co s& nudi dudng. X

2.4

S0 lwgng ho so: 02 by d61 vd1 moi loai hod so cia ngudi nhan con nudi va ho so
cua nguoi dugc nhan lam con nudi.

2.5

Thoi han giai quyét: Trong thoi han 30 ngay lam viéc, trong do:

- UBND cép x4 kiém tra ho so, 14y ¥ kién nhitng ngudi 6 lién quan: 15 ngay, ké
tor ngay nhan du ho so hop 1¢;

- S6 Tu phap co y kién: 10 ngay, ké tir ngady nhan duoc vin ban cua Uy ban nhan
dan cap xa;

- Bang ky vi€c nudi con nubi va giao - nhan con nudi: 05 ngay, ké tir ngdy nhan
duogc van ban dong y ciia S& Tu phap.

2.6

Dia diém tiép nhan hd so va tra két qua giai quyét TTHC: B6 phan Tiép nhan
va Tra két qua caa UBND cap xa.

2.7

Co quan thye hign: UBND cép xi noi ngudi duoc nhan lam con nudi thuong
tr.
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Co quan c6 tham quyén quyét dinh: UBND cip x4 noi nguoi dugce nhan lam

con nudi thuong tra.

Co quan dwoc ity quyén: Khong.

Co quan phdi hop: Khong.

2.8 | Poi twong thye hién TTHC: Ca nhan
Két qua giai quyét TTHC:
2.9 |- Hb so du diéu kién: Gidy chirng nhan nudi con nudi.
- H6 so khong du diéu kién: Vin ban thong bao khong du diéu kién nhan con nudi.
2.10 | Quy trinh xi ly cong viéc
TT Trinh tyw TriCh T.hm Biéu mau/Két qua
nhiém glan
Tiép nhan hd so:
- Truong hop ho so chua ddy du,
hop 1é: Huéng dan nguoi ndp ho
s0 bo sung, hoan thién theo quy | Cong chirc Gio hanh Mau 01; 02, 03 (néu
B1 | dinh, néu khong bd sung hoan | Tu phap - chinh cd); 06 va Ho so theo
thién dugc thi tir chdi tlep nhan | HJ tich muc 2.3.
hd so.
- Trudng hop ho so day du, hop
1¢ thi tiép nhan ho so.
Kiém tra, xem xét ho so, 1lay ¥
kién nhfmg nguoi co lién quan.
Luu y: Néu nhing nguoi co lién
quan thay dbi y kién vé viéc cho A ’ Mu 05; Bién ban liy
tré em lam con nuo1‘tAh1 tr}ong Cong c’hu’c ¢ kién nhitmg ngudi
vong 15 ngay lam viéc ke tir | Tu phap - lign quan:
ngay dugc lay y kién, nhitng | HO tich; '
nguoi lién quan phai thong bao
bang van ban cho Uy ban nhan
B2 | dan cap xa noi dang giai quyét 15 ngay
hé so nudi con nudi.
Cong chure
’ | Tuphap -
) Tham o Yan ban}a};’ Y kn?n P{Q tich; Mau 05; Vin ban lay
S6 Tu phap kem 01 bo ho so cia | Lanh dao ' kidn S& T bhip va
nguoi nhan con nuoi va cua tré | UBND cap y (en S0t phap va
© ho so
em. xa; Cong
chuc Van
phong
S¢ Tu phap xem xét hd so xin \ Mau 05;
. Ne x a1 LY So Tu s L s s
B3 | nhdn con nudi va tra 101 bang ohap 10 ngay Van ban tra 161 y

van ban cho UBND cép xa

kién cta S& Tu phap
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Sau khi nhan két qua tra 10i coa
S& Tu phap:

- Néu du diéu kién: Vao S6 diang
ky nu6i con nuéi; nhap dir liéu

Maéu 05;
Dy thao Gidy ching

vao phan mém ho tich, in du Cong chuce nhan nudi con nuodi
B4 thag Gidy chtng nhan nudi con | Tu phap - | 04ngay |hodc Vin ban thong
nuol. Ho tich bao khong du dicu
- Néu khong du diéu kién: Dy kién nhan nudi con
thao Van ban thong bao khong nudi
du diéu kién nhan nuo6i con nuoi.
Trinh ldnh dao UBND cép xa.
Maéu 05;
, o o . | Lanh dao Gie}y chl'J:ngN nha,:ln
BS Ky du thao két qua gidi quyét UBND 07 givr nudi con nudi hodc
thu tuc hanh chinh. b xi Vian ban théng bdo
P khong du didu kién
nhan nudi con nudi
Maéu 05;
Phat hanh vin ban va 2 1A Gidy chung nhan
at hanh van ban va chuyén két Cone chite A % hos
B6 | qua cho cong chirc Tu phép - Ho | < on 2 01 gioy | DUO! con nuoL hode
q : g phap - H¢ y \ g < 12 A ;
; 2, n A Van phong Vian ban thong bao
tich dé tra cho cong dan. A A n
khong du diéu kién
nhan nudi con nudi
Tra két qua:
- Trudng hop cap Gidy ching 3
nhan nuo6i con nudi thi chuyen Mau 01, 06;
nguoi dan ky vao SO, to chuc | . . Gidy chimg nhan
: R n- ~ .| Cong chuc s A A
g7 | 9120 - nhap con nudi, thu 1¢ phi Tur phap - Gio ,hanh nubi con nudi/ Van
theo quy dinh néu cé. 16 tich chinh | ban thong b4o khong

- Tra van ban théng bao khong
du diéu kién nudi con nu6i néu
khong du diéu kién cip Gidy
ching nhan nudi con nuoi.

du didu kién nhan
nudi con nudi

* Truong hop hé so qud han xit 1y, trong thoi gian chdm nhdt 01 ngay trudc ngay
hét han xu 1y, cong chirc Tw phdp - Ho tich trinh Chu tich UBND cap xa ky ban
hanh phieu xin [0i va hen lai ngay tra két qua dé gui cho to chirc, cd nhan.

3 | BIEUMAU
]
Mau 01 Mau 01.docx
Gidy tiép nhan hd so va hen tra két qua
]
Mau 02 Mau 02.docx
Phiéu yéu cau bo sung hoan thién ho so
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@H

Mau 03 M3u 03.docx

Phiéu tir chdi tiép nhan giai quyét hd so

@j

Mau 04 M3u 04.docx

Phiéu xin 18i va hen lai ngay tra két qua

@ﬁ

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

@H

Mau 06 Mau 06.docx

S6 theo di ho so
]
BM.NCN.03.01 BM.NCN.03.01.docx

Pon xin nhan con nudi

Vian ban xac nhan hoan canh gia dinh cua ngudi nhan con
nuoi
BM.NCN.03.02 EH

BM.NCN.03.02.docx

HO SO LUU:

Mau 01; 02, 03, 04 (néu c6); 06 luu tai Bo phan Tiép nhan va Tré két qua cua
UBND cap xa. Mau 01, 05 luu theo ho so;

Ho6 so dau vao theo muc 2.3;

S6 dang ky nuoi con nudi;

Bién ban lay y kién nhitng ngudi lién quan;

Vién ban thay doé1 y kién dong y vé viéc cho tré em lam con nudi (néu co).

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

Vin ban lay y kién S& Tu phap; Vian ban tra 1oi ciia S6 Tu phap;

Phan mém http://hotich.moj.gov.vn.

HO so duoce luu tai UBND cép x4, thot gian luu trix So dang ky nuoi con nudi la vinh
vién, con cac gidy to khac thuc hién luu theo quy dinh ctia Luéat HG tich va cac van ban
hudng dan thi hanh.
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I11. LINH VUC CHUNG THU'C
1. Chitng thue bén sao tir ban chinh gidy to, vin ban do co' quan c6 thAm

quyén caa Viét Nam cap hoac chirng nhan

KY HIEU QUY TRINH QT.CT.01

NOI DUNG QUY TRINH

2.1

Diéu kién thuwc hién TTHC:

Ban chinh gidy td, vin ban dung 1am co s& dé ching thuc ban sao khong thudc cac
truong hop sau:

- Bi tAy x0a, stra chita, thém, b6t ndi dung khong hop 18;

- Bi hu hdéng, cii nat, khong x4c dinh dugc ndi dung;

- C6 dong dau mat ciia co quan, to chirc c6 thim quyén hodc khong dong dau mat
nhung ghi ro khong dugce sao chup;

- C6 ndi dung trai phap luat, dao duc xa hoi; tuyén truyén, kich dong chién tranh,
chéng ché do x3 hoi chu nghia Viét Nam; xuyén tac lich st cua dan tdc Viét Nam;
xtc pham danh dy, nhan pham, uy tin cia c4 nhan, to chirc; vi pham quyén cong
dan;

- Gidy to, van ban do ¢4 nhan tu 1ap nhung khong c6 xac nhan va déng dau cia co
quan, t6 chirc c6 tham quyén.

2.2

Cach thire thuc hién TTHC:

Tryc tiép tai Bo phan Tiép nhan va Tra két qua ctua Uy ban nhan dan (UBND) cép
Xa.

2.3

Ban Ban

Thanh phan ho so, bao gom: chinh | sao

Ban sao can chirng thuc; X

Ban chinh dé dbi chiéu. X

Luu Y: Triweong hop nguoi yéu cau ching thye chi xudt trinh ban chinh thi co quan,
16 chire tién hanh chup tir ban chinh dé thuc hién chieng thue, trir truong hop co
quan, t6 chirc khéng c6 phwong tién chup. Ban sao tir ban chinh dé thuwc hién chimng
thuwe phdi ¢6 ddy di cdc trang da ghi thong tin tir ban chinh.

2.4

S6 lwong ho so: Khong quy dinh

2.5

Thoi han giai quyét: Trong ngay tiép nhan yéu cau hodc trong ngay lam viéc tiép
theo, néu tiép nhan yéu cau sau 15 gid.

DPéi voi truong hop cung mot luc yéu cau ching thuc _ban sao tur nhiéu loai ban
chinh giay to, van ban; ban chinh c6 nhiéu trang; yéu cau s luong nhiéu ban sao;
noi dung gidy to, van ban phtre tap kho kiém tra, doi chiéu ma co quan, t6 chic
thue hién ching thuc khong thé dap tng dugc thdi han quy dinh néu trén thi thoi
han chimg thue dugc keo dai thém khong qua 02 (hai) ngay lam viéc hodc co thé
dai hon theo thoa thuan bang van ban véi ngu:(n yéu cau ching thuc.

Truong hop tra két qua trong ngay 1am viée tiép theo hodc phai kéo dai thoi gian
theo quy dinh thi ngudi tiép nhan ho so phai co phiéu hen ghi 1 thoi gian (gio,
ngay) tra két qua cho ngudi yéu cau ching thuc.
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Dia diém tiép nhin ho so va tra két qua giai quyét TTHC:

26 Bo phéan Tiép nhan va Tra két qua cia UBND cép x4.
Co quan thye hién: UBND cép xAi.

57 Co quan c6 thAm quyén quyét dinh: UBND cép xi.

" | Co quan dwoe ity quyén: Khong.

Co quan phdi hop: Khong.

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

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

2.10 | Quy trinh xi ly cong viéc

TT Trinh tw TriCh Thoi gian | Biéu miuw/Két qua

nhiém
Tiép nhan hd so:
- Truong hop ho so chua ddy du,
hop 1¢: Hudng dan ngudi ndp ho Cong i ,
so bo sung, hoan thién theo quy , g Mau 01; 02, 03 (néu
: X o 2 .7 | chuc Tu G106 hanh .

B1 | dinh, néu khong bd sung hoan ohap - Ho chinh CO), 06
thién duogc thi tir choi ti€p nhan tich i HOo so theo muc 2.3
ho so. :

- Trudng hop ho so day du, hop
1¢ thi tiép nhan ho so.
B2.1. Kiém tra, xem xét hd so,
dong dau chimg thuc vao ban Ngay sau khi
sao, trinh 1anh dao UBND cip nhan ho so
Xa
Thot han
chung  thuc
B2.2. Déi vé6i trudong hop cung | CONg duoc kéo dai| ,

B2 | mot luc yéu cau chig thyc ban Chl:IC Tu | thém  khong | Méau 04 (néu co), 05
sao tir nhiéu loai ban chinh gidy | Phap - HO | qua 02 ngay | va Ho so kém theo
td, van ban; ban chinh ¢6 nhiéu | tich lam viéc hoac
trang; yéu cau so luong nhiéu c6 thé dai hon
ban sao; ndi dung gidy to, van theo thoa
ban phtrc tap kho kiém tra, d6i thudn  bang
chiéu, tiép tuc nhu B2.1. van ban vdi

nguoi yéu cau
chung thye.
Ky ching thuc va chuyén két | Lanh dao q Mau 05,~06,

B3 | qua lai cho cong chirc dé tra cho | UBND 01 gio Bafl sao di ‘du:(;rc
cong dan. cAp xa ch}mg thuyc tir ban

chinh
Ghi vao S6 ching thue, S6 theo | s

B4 | di, tra két qua cgho té chirc, c4 | 09 Gio hanh M3u 01, 06;

chuc Tu chinh

nhan va thu 1€ phi
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phap - HO Ban sao da duoc
tich ching thyc tr ban
chinh
3 | BIEU MAU
]
Mau 01 Mau 01.docx
Gidy tiép nhan ho so va hen tra két qua
]
Mau 02 MAu 02.docx
Phiéu yéu cu bd sung hoan thién ho so
]
Mau 03 MAu 03.docx
Phiéu tir chdi tiép nhan giai quyét ho so
]
Méu 04 Mau 04.docx
Phiéu xin 16i va hen lai ngay tra két qua
o]
Mau 05 Mau 05.docx
Phiéu kiém soét qua trinh giai quyét ho so
o]
Mau 06 Mau 06.docx
S6 theo ddi ho so
4 |HOSOLUU:

S6 ching thue ban sao tir ban chinh;

Mau 01; 02, 03, 04 (néu c6), 05, 06 va Sb chu’ng thuc ban sao tir ban chinh luu tai
Bo phan Tiép nhan va Tra két qua cia UBND cap xa.

HO so dugce luu tai UBND cap xa, thoi gian luu trix S6 ching thuc ban sao tir ban chinh
la vinh vién.
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2. Chirng thyc chir ky trong gidy to, vin ban (ap dung cho ca trwong hop

ching thye diém chi va truong hop nguoi yéu ciu chimg thue khong ky, khong
diém chi dwgrc)

KY HIEU QUY TRINH QT.CT.02
NOI DUNG QUY TRINH

2.1 | Piéu kién thuwc hién TTHC:
Truong hop khong dugc ching thuc chir ky:
+ Tai thoi diém chimg thuc, nguoi yéu cau ching thuc chit ky khong nhan thirc
va lam chu duoc hanh vi cia minh.
+ Ngudi yéu cau ching thuc chir ky xuét trinh Gidy chirng minh nhan dan hodc
Can cudc cong dan hoac HO chiéu khong con gia tri st dung hodc gia mao.
+ Gidy t0, vian ban ma ngudi yéu cau ching thuc ky vao cé ndi dung quy dinh
tai Khoan 4 Dicu 22 cuia Nghi dinh s6 23/2015/ND-CP.
+ Gidy to, vin ban ¢ noi dung la hop dong, giao dich; trir Glay iy quyén trong
cac truong hop : (1) uy quyén vé viéc nop hg, nhan ho ho 50, gidy to, trir truong
hop phap luat quy dinh khong dugc uy quyen (2) iy quyén nhan ho luong huu,
buu pham, tro cap, phu cap; (3) uy quyén nho trong nom nha cura; (4) uy quyén
ctia thanh vién ho gia dinh dé vay von tai Ngan hang chinh sach x hoi; hoic trir
truong hop phép luat c6 quy dinh khac.

2.2 | Cach thirc thuc hién TTHC:
Truyc tiép tai Bo phan Tiép nhan vaTra két qué‘Uy ban nhan dan (UBND) cap xa
hodc ngoai try s6 cua co quan néu nguoi yéu cau chimg thyc thude dién gia yéu,
khong thé di lai dugc, dang bi tam giir, tam giam, thi hanh an phat tu hoac c6 1y
do chinh dang khac.

2.3 | Thanh phin hé so, bao gom: Bin Bin

' P ’ som: chinh | sao
- Xuét trinh ban chinh hoic ban sao c6 ching thue Gidy CMND
< < . A A - ~ . X \ cr e X X

hoac Can cudc cong dan hoac HO chiéu con gia tri st dung;
- Gidy to, van ban ma minh s& ky hogc diém chi;
Truong hop néu ngudi thyc hién chung thyc khong hiéu 5 noi
dung cta gidy td, vian ban thi ¢6 quyén yéu cau nguoi yéu cau
chirng thuc ndp kém theo ban dich ra tleng Viét ndi dung cua X
gidy to, van ban do. Ban dich gidy to, van ban khong phai cong
chtiing hodc chung thuc chit ky nguoi dich; nguoi yéu cau
chirng thuc phai chiu trach nhiém vé ndi dung cua ban dich.

2.4 | S6 lwong hd so: Khong quy dinh
Thoi han giai quyét Trong ngay tiép nhan yéu cau hodc trong ngay lam viéc

25 tiép theo, néu tiép nhan yéu cau sau 15 gio. Truong hop tra két qua trong ngay

"> | 1am viéc tiép theo thi nguoi tiép nhan ho so phai co phiéu hen ghi 1 thoi gian

(gi0, ngay) tra két qua cho nguoi yéu cau ching thuc.

2.6 | Dia diém tiép nhéin ho so va tra két qua giai quyét TTHC:
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- P6i voi trudong hop binh thudng: Bo phan Tiép nhan va Tra két qua cia UBND
cép Xa;

- Béi voi ngudi yéu cau chimg thyc thude dién gia yéu, khong thé di lai duoc,
dang bi tam gitr, tam giam, thi hanh an phat tu hodc c6 Iy do chinh dang khac:

Ngoai tru s¢ ctia co quan.

2.7

Co quan thye hién: UBND cép xi.
Co quan c6 thAm quyén quyét dinh: UBND cép xi.
Co quan dwoc ity quyén: Khong.

Co quan phdi hep: Khong.

2.8

Péi twong thue hién TTHC: Ca nhan, td chirc

2.9

Két qua giai quyét TTHC: Gidy to, vin ban duoc ching thyc chit ky/diém chi.

2.10

Quy trinh xir ly cong viéc

TT

Trinh tu

Tréach
nhiém

Thaoi
gian

Biéu mau/Ket
qua

Bl

Tiép nhan ho so ddi véi truong
hop truc tiép tai B6 phan Tiép
nhan va Tra két qua UBND cap
Xa&:

- Néu hd so chua day du hoic
khong hop 1&: Hudng dan bd
sung, hoan thién ho so.

- Néu hd so day da, hop 18: Lam
thu tuc tiép nhan hod so theo quy
dinh; yéu cau nguoi chimg thuc
ky/diém chi trudc mit; ky vao
dudi 16i ching theo mau quy
dinh.

- Truong hop nguodi yéu ciu
chiing thyc thudc dién gia yéu,
khong thé di lai dugc, dang bi tam
giflr, tam giam, thi hanh an phat tu
hodc c6 1y do chinh dang khéc
phai tiép nhan ngoai tru sé co
quan, cong chtrc Tu phap-HJ tich
thuc hién tiép nhén hd so

Cong chuc
Tu phép -
Ho tich

Gio hanh
chinh

Mau 01; 02, 03
(néu co), 06
Ho6 so theo muc
2.3

B2

Kiém tra, xem xét hd so, trinh
lanh dao UBND cap xa thuc hi¢n
chung thuec.

Cong chuc
Tu phap -
Ho tich

Ngay sau
khi nhan
ho so

Mau 05
Hb so kém theo

B3

Ky chimg thuc va chuyén két qua
lai cho cong chirc

Lanh dao
UBND

cap xa

1 gio

Mau 05
Gidy to, vin ban
da ching thuc
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DPong diu, vao S6 chimg thue, S6 | Cong chic 1 gio Mau 05, 06;
theo doi va luu trit. Tu phap - Gidy t0, van ban
Dbi voi gidy to, van ban co6 tir | HO tich da chung thuc
(02) hai to tro Ién thi phai dong
B4 dau giap lai. Truong hop loi
ching dugc ghi tai to lién sau cua
trang co6 chit ky thi phai dong dau
giap lai gifta gidy to, van ban
chung thuc chir ky va trang ghi
161 chiing.
Tra két qua cho td chtrc, c4 nhan, Cong chuc | Gio hanh Mau 01, 06
B4 | thu 1€ phi theo quy dinh. Tu phap - chinh Gidy t0, vin ban
H¢ tich da chung thuc
* Truong hop khong xu Iy dwoc trong ngay lam viéc hodc trong ngay lam viéc
tiép theo (d6i véi ho so nhdn sau 15 gio), trong ngay hen tra két qud, cong chirc
Tw phap - Ho tich trinh Chu tich UBND cap xa ky ban hanh phiéu xin 16i va hen
lai ngay tra két qua dé gui cho to chiec, ca nhan.
3 | BIEUMAU
]
Mau 01 MAu 01.docx
Gidy tiép nhan ho so va hen tra két qua
]
Mau 02 Mau 02.docx
Phiéu yéu ciu bo sung hoan thién ho so
]
Mau 03 Mau 03.docx
Phiéu tir chéi tiép nhan giai quyét hd so
]
Mau 04 Mau 04.docx
Phiéu xin 151 va hen lai ngay tra két qua
Mau 05 Mau 05.docx
Phiéu kiém soat qua trinh giai quyét ho so
]
Mau 06 Mau 06.docx
86 theo ddi ho so
4 |HOSOLUU:

Mau 01; 02, 03, 04 (néu c6); 05, 06 luu tai B phan Tiép nhan va Tra két qua cta

UBND cép xi.

S6 chung thuce chit ky;
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- | Ban chung thyc;

Ho so duoc luu tai UBND cép x4, thoi gian luu trix SO ching thuc 1a vinh vién, luu trir
ban ching thyc 1a 02 nam. Hét thot han luu trit, van ban ching thyc dugc tiéu huy theo
quy dinh cua phap luat ve luu tri.
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3. Chirng thuec viéc sira doi, bd sung, hiiy bé hop dong, giao dich

KY HIEU QUY TRINH QT.CT.03

NOI DUNG QUY TRINH

2.1

Diéu kién thuwc hién TTHC:

Viéc sira doi, bo sung, hay bo hop ddng, giao dich da dugc ching thuc chi dugc
thyc hién khi c6 thoa thuan bang van ban cia cac bén tham gia hop dong, giao
dich.

2.2

Cach thire thuce hién TTHC:

Tryc tiép tai Bo phan Tiép nhan va Tra két qua ciia Uy ban nhan dan (UBND) cip
Xa.

+ Viéc stra ddi, bd sung, huy bo hop d@)ng, giao dich dugc thuc hién tai co quan
da chig thuc hop dong, giao dich.

+ Truong hop sua d6i, bd sung, thay thé, huy bo mot phan hodc toan bo di chic
thi c6 thé ching thuc tai bat ky co quan c6 tham quyén ching thyuc nao.

2.3

Ban Ban

Thanh phan ho so, bao gom: chinh sao

* Gidy to' xuit trinh:

Giay to tuy than con gia tri st dung, gobm Giay chimg minh
nhan dan hoac Can cudc cong dan hoac HO chicu.

* Gidy to phai ndp:

Hop déng, giao dich da duogc chung thuc; X

Dy thao hop ddng, giao dich sira doi, bo sung, huy bo hop
dong, giao dich da duogc ching thuc;

Trong truong hop ndi dung sua d6i, bd sung co lién quan dén
tai san thi nguoi yéu cau chimg thyc phai np ban sao kém ban
chinh dé dbi chiéu Glay ching nhin quyén sé hiru, quyén st
dung hoic ban sao gidy to thay thé dugc phap luat quy dinh ddi X
v6i tai san ma phap luat quy dinh phai ding ky quyén so hitu,
quyén st dung, trir trudng hop ngudi lap di chuc dang bi cai
chét de doa dén tinh mang.

Luu y: Doi voi ban sao thi xudt trinh ban chinh dé doi chiéu

2.4

S6 lwong ho so: 01 bd

2.5

Thoi han giai quyét: Thoi han thyc hién yéu cau ching thyc phai dugc bao dam
ngay trong ngay co quan, to chirc tiép nhan yéu cau hoic trong ngay lam viéc tiép
theo, néu tiép nhan yéu céu sau 15 gio. Truong hop tra két qua trong ngay lam viéc
tiép theo thi nguoi tiép nhan ho so phai co phiéu hen ghi rd thoi gian (gid, ngdy) tra
két qua cho nguoi yéu cau chiing thuc.

2.6

Dia diém tiép nhin ho so va tra két qué gii quyét TTHC: Bo phan Tiép nhan
va Tra két qua cua UBND cap xa.

2.7

Co quan thye hién: UBND cép xi.
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Co quan c6 tham quyén quyét dinh: UBND cép x4.

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

2.8 | Pbi twong thwe hién TTHC: Ca nhan, t6 chiic
2.9 | Két qua giai quyét TTHC: Hop dong, giao dich da chimg thyc.
2.10 | Quy trinh xir ly cong viéc
TT Trinh tw TriCh T.h Ol | Bidu mAu/Két qua
: nhi¢m glan
Tiép nhan ho so:
- Truong hop hd so chua day du,
hop 1¢: Huong dan nguoi ndp hd so C,0ng Gio Miu 01: 02, 03 (néu
bd sung, hoan thién theo quy dinh, | chic Tu X . Y A
Bl | ~ 2 AR o TTA hanh | cd); 06 va HO so
néu khong bo sung hoan thién duge | phap-Ho chinh | theo muc 2.3
thi ttr choi tiép nhan ho so. tich T
- Trudng hop ho so day du, hop 1¢
thi tiép nhan hd so.
- Nguoi tiép nhan ho so dé nghi cac
bén tham gia hop dong, giao dich
phai ky tru6c mat nguoi tiép nhan ho
s0, néu hop dong co tir hai trang tro
1én thi phai ky vao tung trang.
- Truong hop nguoi co tham quyen
giao két hop dong cua cac to chirc
tin dung, doanh nghiép da ding ky
chit ky mau tai co quan thyc hién
chtng thyc thi ¢6 thé ky trude vao | CoOng
hop dong; cong chire tiép nhan hd so | chue Tu
phai d6i chiéu chir ky cta ho trong | Phap - HO
hop dong véi chit ky mau trude khi | tich; N
gy | thuc hién chimg thuc, néu nghi ngdy | Nguoi 01 oic Mau 05;
1 A L T A1y A g10 s TTA \
chir ky trong hgp dong khéac véi chir | yeu cau va Ho so kém theo
ky mau thi yéu cau ngudi d6 ky | thuc hién
trudc mat. chirmg
thue.

- Truong hop ngudi yéu cau ching
thuc khong ky dugc thi phai diém
chi; néu nguoi d6 khong doc duoc,
khong nghe dugc, khong ky, khong
diém chi duogc thi phai c6 02 (hai)
nguoi lam ching. Nguoi lam ching
phai c6 du nang lyc hanh vi dan sy
va khong co quyén, loi ich hoic
nghia vu lién quan dén hop dong,
giao dich. Nguoi lam chimg do
ngudi yéu cau chimg thuc bo tri.
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Truong hop ngudi yéu cau ching
thue khong bd tri duoc thi d& nghi
co quan thuc hién ching thuc chi
dinh nguot lam ching.

Hb so day du, hoan thién, céng chirc
Tu phap - Ho tich ky vao ting trang
ctia hop dong, giao dich va ky vao
dudi 101 ching theo mau quy dinh,
trinh linh dao UBND cap xi ky
chung thuec.

K9 chitne th s chuvén két qua lai Lanh dao Mau 05;
B3 y chung I,_IC vachuyenketqualal | pnp 01 giv Hop déng, giao
cho cong chirc Tu phap - HO tich I L 2
cap xa dich da chirng thuc
Cong x :
; . ) Mau 05, 06;
bong dau, vao S6 ching thuc, S6 | chuc Tu .\ au A }
B4 . . . | 01gio Hop dong, giao
theo doi. phap - Ho : oo
¥ dich da ching thuc
ich
, q cong 1 Gig Mau 01, 06;
B6 Tra két qua cho t6 chue, cd nhan va | chiic Tu hanh Hop déng, giao
thu 1€ phi th inh. hap - Ho . i ’
u 1€ phi theo quy din P t‘i)ch ©| chinh | dich da chimg thuc
* Truong hop khong xu Iy duoc trong ngay lam viéc hodc trong ngay lam viéc tiép
theo (doi véi ho so nhén sau 15 gio), trong ngay hen tra két qua, cong chirc Tur
phap - Hé tich trinh Chii tich UBND cdp xd ky ban hanh phiéu xin 16 va hen lai
ngay tra ket qua dé gui cho to chuc, ca nhan.
3 | BIEUMAU
o]
Mau 01 Mau 01.docx
Gidy tiép nhan hd so va hen tra két qua
]
Mau 02 Mau 02.docx
Phiéu yéu cau bo sung hoan thién hd so
o]
Mau 03 Mau 03.docx
Phiéu tir chdi tiép nhan giai quyét ho so
o]
Mau 04 Mau 04.docx
Phiéu xin 15i va hen lai ngy tra két qua
o]
Mau 05 MAu 05.docx
Phiéu kiém soat qua trinh giai quyét ho so
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@H

Mau 06 M3u 06.docx
So6 theo doi ho so

HO SO LUU:

Méu 01; 02, 03, 04 (néu c6); 05, 06 lru tai BY phan Tiép nhan va Tra két qua cta
UBND cap xa.

S6 chirng thuc hop déng, giao dich;

Vin ban chiing thyc;

Hb so dugc luu tai UBND cép x4, thoi gian luu trir S6 chimg thyc 13 vinh vién, luu triv
van ban ching thuc 1a 20 nam. HéEt thoi han luu trit, van ban chung thuc dugc ti€u huy
theo quy dinh cua phap luat vé luu trir.
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4. Sira 15i sai s6t trong hop dong, giao dich

KY HIEU QUY TRINH QT.CT.04

NOI DUNG QUY TRINH

2.1 | Piéu kién thuwc hién TTHC:

Khong

2.2 | Cach thirc thue hién TTHC:

Tryc tiép tai Bo phan Tiép nhan va Tra két qua cua Uy ban nhan dan (UBND) cép
Xa.

Ban Ban

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

Bén sao Gidy chirng minh nhan dan hodc Can cudc cong dan hodc
- | HO chiéu con gia tri st dung cia ngudi yéu cau ching thyc (xuat X
trinh ban chinh dé doi chiéu);

Vin ban thoa thuén vé viéc stra 13i sai sot trong hop dong, giao
dich da dugc ching thuc;

- | Hop ddng, giao dich da dugc chl'mg thuc; X

Ban sao gidy ching nhén quyén sé hitu, quyén sit dung hodc ban
sao gidy to thay thé duoc phap luat quy dinh dbi VOl tai san ma
- | phap luét quy dinh phai dang ky quyén so hiru, quyen st dung X
trong truong hop hop dong, giao dich lién quan dén tai san do
(xuat trinh ban chinh dé ddi chiéu).

2.4 | S6 lwgng hd so: 01 bd.

Thoi han giai quyét: Thoi han thyuc hién yéu céu ching thue phai dugce bao dam
ngay trong ngay co quan, to chtrc tiép nhan yéu cau hodc trong ngay lam viéc tiép
2.5 | theo, néu tiép nhan yéu cau sau 15 gio. Truong hop tra két qua trong ngay lam
viéc tiép theo thi nguoi tiép nhan hd so phai c6 phiéu hen ghi rd thoi gian (gio,
ngay) tra két qua cho ngudi yéu cau ching thyc.

Dia diém tiép nhan hd so va tra két qua giai quyét TTHC: B phan Tiép nhan

2.6 | va Tra két qua ciia UBND cép xa.
Co quan thue hién: UBND cép x4
,7 | Co quan cé tham quyén quyét dinh: UBND cép x4

Co quan dwoc ity quyén: Khong.
Co quan phdi hop: Khong.

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

2.9 | Két qua giai quyét TTHC: Hop dong, giao dich dugc stra 16i ky thuat.

2.10 | Quy trinh xi ly cong viéc

TT Trinh tw TriCh T.h o1 Biéu miu/Két qua
: nhiém glan
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Tiép nhan hd so:
- Truong hop h6~so chua day du,
hop 1€: Huéng dan ngudi ndp ho

s0 bo sung, hoan thién theo quy | Cong  chuc Gid | Mau 01; 02, 03 (néu
B1 | dinh, néu khong bd sung hoan | Tu phap-Ho | hanh | c6); 06 va Ho so theo
thién dugc thi tr chdi tiép nhan | tich chinh | muc 2.3
ho so.
- Trudmg hop ho so déy du, hop
1¢ thi tiép nhan ho so.
Kiém tra, xem xét hd so, gach
chéan 10i sai sot can sua va ghi
vao bén 1€ cua hgp dong, giao
dich ndi dung da sua, ho tén, | Cong chuc x .
< 1e o \ A o Mau 05;
B2 | chit ky cia nguoi sua, ngay | Tu phap-HO | 02 gio A .
. . v g1 . va Ho so kem theo
thang nam sura, bqo cao lanh dao | tich
UBND cap xa dong y thi dong
dau cia co quan thuc hién
ching thye vao cho stra.
Vao Sé ching thyc, S6 theo ddi; | Cong chuc | Gid Méu 01, 06;
B3 | tra két qua cho t6 chirc, ca nhan | Tw phap-HO | hanh | Hop dong, giao dich
va thu phi theo quy dinh. tich chinh | dugc sira 16i ki thuat
* Truong hop khong xu Iy dwoc trong ngay lam viéc hodc trong ngay lam viéc
tiép theo (doi véi ho so nhdn sau 15 gio), trong ngay hen tra két qud, cong chirc
Tw phap - Ho tich trinh Chu tich UBND cap xd ky ban hanh phiéu xin 16i va hen
lai ngay tra ket qua dé gii cho to chiec, ca nhan.
3 | BIEUMAU
o]
Mau 01 Mau 01.docx
Gidy tiép nhan ho so va hen tra két qua
]
Mau 02 Mau 02.docx
Phiéu yéu cau bo sung hoan thién ho so
o]
Mau 03 M&u 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 Mau 05.docx
Phiéu kiém so4t qua trinh giai quyét hd so
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@D

Mau 06 Mau 06.docx
So6 theo doi ho so

4 |HO SO LUU:

Méu 01; 02, 03, 04 (néu c6); 05, 06 luu tai B phan Tiép nhan va Tra ket qua cta
UBND cap xa.

- | S6 chung thyc hop ddng, giao dich

Ho so duoc luu tai UBND cép x4, thoi gian luu triy So chirng thuc 1a vinh vién.
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5. Cép bin sao c6 chirng thure tir ban chinh hop dong, giao dich da dwgc chimg

thuwe
KY HIEU QUY TRINH QT.CT.05
NOI DUNG QUY TRINH
2.1 | Piéu kién thyc hién TTHC:
Khong.
2.2 | Cach thirc thue hién TTHC:
Truc tiép tai BO phan Tiép nhén va Tra két qua cua Uy ban nhan dan (UBND) cép
X&.
N A 1A AL Ban Ban
2.3 | Thanh phan hé so, bao gom: chinh | sao
Xuat trinh ban chinh hodc ban sao c¢6 chung thuc Gi’éy chung
- | minh nhan dan hoac Can cqc’rc cong dan hoac HO chi€u con gia X X
tr1 st dung cua nguoi yéu cau chung thyc.
2.4 | S6 hrgng hd so: 01 b
Thoi han giai quyet Trong ngay CO quan, to chuc tlep nhan yéu cau hodc trong
25 ngay lam viéc tiép theo, néu tiép nhan yéu cau sau 15 gio. Trudng hop tra két qua
> | trong ngay 1am viéc tiép theo thi ngudi tiép nhan hd so phai c¢6 phiéu hen ghi 15
thoi gian (gio, ngay) tra két qua cho ngudi yéu cau chimg thuyc.
26 Dia dlem tiép nhan ho so vatra két qua giai quyét TTHC: B6 phan Tiép nhan
" | va Tra két qua cuia UBND cap xa.
Co quan thue hién: UBND cép xi.
57 Co quan c6 thAm quyén quyét dinh: UBND cép xi.
" | Co quan dwoe iy quyén: Khong.
Co quan phdi hop: Khong.
2.8 | Poi twong thwe hién TTHC: Ca nhan, t6 chirc
2.9 | Két qua giai quyét TTHC: Ban sao hop ddng, giao dich da ching thuc.
2.10 | Quy trinh xi ly cong viéc
TT Trinh ty TriCh T.h ol Biéu mau/Két qua
: nhi¢m glan
Tiép nhan ho so:
Nguoi yéu ciu cap ban sao co
ching thyc tur ban chinh hop
dong, giao dich xuat tr?hh“iq Cli}c::n"%u Giv | Miu 01; 02, 03 (néu
g1 | rong cac gidy to quy dinh tai hanh | c6), 06 va hd so theo

muc 2.3. phap-Ho ;

) chinh
- Truong hop ho so chua ddy du, tich
hop 1¢: Hudng dan ngudi nop ho
s0 bd sung, hoan thién theo quy
dinh, néu khong bo sung hoan

muc 2.3
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thién duoc thi tir chdi tiép nhan
hd so.

- Trudng hop ho so day du, hop
1¢ thi tiép nhan hd so.

Kiém tra, d6i chiéu théng tin:
- Néu nguoi yéu cau cap ban sao
c6 chimg thuc hop dong, giao
dich 1a nguoi co tén dai dién
trong mot trong cac bén cua hop
dong, giao dich da dugc UBND
cAp xd chimg thyc va luu ban
chinh thi tién hanh chup tir ban

. A : : Cong

chinh hop dong, giao dich dang . x .

dugc luu trir, trinh Lanh dao Chl,m TUA: . Mau 05; 3

UBND cap x4 giai quyét. Phap-I:IQ " B.an Chl,lp h('nv) dor}g
B2 -Néu nguoi yéu cau cép ban sao tich, Lanh | 02 giG | giao dich/ Van ban

c6 chung thuc khong phai la UCI;aI\(l) D gh?ng .Abao. \ .khon;g du

e A A . iéu kién giai quyét

nguoi co tén dai dién trong mot cép <3

trong cac bén cua hgp dong,

giao dich da dugc UBND cép xa

ching thyc va luu ban chinh thi

du thdo Van ban thong bao

khong du diéu kién giai quyét

trinh Lanh dao UBND cép xa ky

duyét, dong ddu va chuyén dén

B5.

Thuc hién ching thuc nhu sau:

Ghi day du 101 chimg thue ban sao | Lanh dao Mau 05 va Ban sao hop
B3 | tir ban chinh theo mau quy dinh; | UBND 01 gio | dong, giao dich da ghi

Ky, ghi 16 ho tén va chuyén két | cap xa nd1 dung chimg thuc

qua lai cho cong churc.

Dong diu cua co quan, td churc

thuc hién chiing thuc va ghi vao

s6 chimg thyuc. D6i v6i ban sao

c6 tur 02 (hai) tro 1én thi ghi 161

chtng vao trang cudi, néu ban R

sa0 ¢6 tir 02 (hai) tor tré Ién thi 150”% M3u 05:
B4 | phai déng déu gidp lai. Chgc_H‘(i; 01 gio | Ban sao hop ddng, giao

Moi ban sao duoc chimg thyc tir P tirc):h i dich da ching thuc

mot ban chinh gidy to, vin ban
hodc nhiéu ban sao duoc chimg
thyc tir mot ban chinh gidy to,
van ban trong cting mot thoi diém
dugc ghi mdt $6 chung thuc.
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Mau 01, 06;
, 7 Cong Giy | Bansao hop dong, giao
Tra két qua cho t6 chiic, cd nhan | chac Tu X dich da ching thyuc/
BS | o pa | hanhop st ol e
va thu I¢ phi (néu co). phap-Ho . Vin ban thong bao
. chinh TSR e
tich khong du diéu kién giai
quyét
* Truong hop khong xu Iy dwoc trong ngay lam viéc hodc trong ngay lam viéc
tiep theo (doi voi ho so nhdan sau 15 gio), trong ngay hen tra két qua, cong chirc
Tuw phap - Ho ;jch trinfz Chu t,ichaUBND cdp xd ky ban hanh phiéu xin 16i va hen
lai ngay tra két qua deé gui cho to chirc, cd nhan.
3 | BIEUMAU
=
Méu 01 Mau 01.docx
Gidy tiép nhan ho so va hen tra két qua
o]
Mau 02 Mau 02.docx
Phiéu yéu cau bo sung hoan thién ho so
]
Mau 03 Mau 03.docx
Phiéu tir chdi tiép nhan giai quyét ho so
]
Mau 04 Mau 04.docx
Phiéu xin 16i va hen lai ngay tra két qua
o]
Mau 05 Mau 05.docx
Phiéu kiém soét qua trinh giai quyét ho so
]
Mau 06 Mau 06.docx
S6 theo ddi ho so
4 |HOSOLUU:

Méu 01; 02, 03, 04 (néu c6), 05, 06 luu tai Bo phan Tiép
UBND cap xa;

nhan va Tra két qua cua

S6 chtng thuc ban sao tir ban chinh.

Hb so duoc luu tai UBND cap x4, thoi gian luu trir S6 ching thuc 13 vinh vién.




181

6. Ching thuc hop dong, giao dich lién quan dén tai san 1a dong san, quyén

sir dung dat, nha &

KY HIEU QUY TRINH QT.CT.06
NOI DUNG QUY TRINH
2.1 | Piéu kién thyc hién TTHC: Khong.
2.2 | Cach thirc thyuc hién TTHC:
Truc tiép tai B6 phan Tiép nhan va Tra két qua ciia Uy ban nhan dan (UBND) cép
x4. Viéc chung thuc cac hop dong, giao dich lién quan dén quyén cta nguoi st
dung dat dugc thuc hién tai UBND cip x4 noi c6 dat. Viéc ching thyc cac hop
dong, giao dich lién quan dén nha & duoc thuc hién tai UBND cap xa noi co nha.
\ A LA A Ban | Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
- | Du thao Hop ddng, giao dich; X
_ | Bansao Giay chirmg minh nhan dan hodc Can cudce cong dan hoac X
Ho chiéu con gid tri st dung cua ngudi yéu cau chung thyc.
Ban sao Gidy ching nhén quyén s& hiru, quyén sir dung hodc ban
_ | sao gidy to thay thé dugc phap luat quy dinh dbi VOl tai san ma
phap luat quy dinh phai dang ky quyén s¢ hiu, quyen st dung X
trong truong hop hop dong, giao dich lién quan dén tai san do.
Luu y: Déi véi ban sao thi xudt trinh ban chinh dé doi chiéu
2.4 | S6 lrgng hd so: 01 b
Thoi han giai quyét: Khong qua 02 (hai) ngay lam viéc, ké tir ngdy nhan da ho so
yéu cau chimg thuc hodc c6 thé kéo dai hon theo théa thuan bang van ban voi nguoi
2.5 | yéu cau ching thuc. Truong hop kéo dai thoi han giai quyet thi ngudi tiép nhan ho
so phai c6 phiéu hen ghi 1 thoi gian (gio, ngay) tra két qua cho nguoi yéu cau
chung thuec.
26 | Dl diém tiép nhan hd so va tra két qua giai quyét TTHC: Bo phan Tiép nhan
" | va Tra két qua cuia UBND cap xa.
Co quan thye hién: UBND cép xA.
,7 | Co quan cé tham quyén quyét dinh: UBND cép x4.
" | Co quan dwgre iy quyén: Khong.
Co quan phdi hop: Khong.
2.8 | Poi twong thwe hién TTHC: Ca nhan, t6 chic.
2.9 | Két qua giai quyét TTHC: Hop dong, giao dich di chung thuec.
2.10 | Quy trinh xi ly cong viéc
TT Trinh ty Trach T.h o1 Biéu mau/Két qua

nhiém gian
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Tiép nhan hd so:
- Truong hop ho so chura day du,
hop 1€: Hudng dan ngudi ndp ho

s0 bd sung, hoan thién theo quy | Cong chire Gis hanh Mau 01; 02, 03 (néu
B1 | dinh, néu khong bd sung hoan | Tu phép - chinh c0), 06 va Ho so theo
thién duoc thi tir chbi tlep nhan | HO tich muc 2.3
hd so.
- Truong hop hd so day du,
hop 16 thi tiép nhan ho so.
- Kiém tra, xem xét hd so, néu Cong chuc | 1,5 ngay Mau 05;
day du, tai thoi diém chimg | Tu phap - Hop dong giao dich da
thuc cac bén tham gia hop | HO tich; duoc cac bén tham gia
dong, giao dich tu nguyén, | Ngudi yéu hop dong ky/diém chi
minh man va nhan thie, 1am | cau thuc cac trang hodc duoc
chu duoc hanh vi cua minh thi | hign ching lam chting, cong chirc
dé nghi cac bén tham gia hop thue. Tu phéap - Ho tich ky
dong, giao dlCh phai ky trudc vdo tung trang cua
mit minh, néu hop dong, giao hop dong, giao dich va
dich c6 tur hai trang trd 1€n thi ky vao dudi 10i chung.
phai ky vao tung trang.
- Truong hop ngudi c¢6 thim
quyén giao két hop dong cua
cac to chic tin dyng, doanh
nghiép da ding ky chit ky mau
tai co quan thuc hién chung
thuc thi co thé ky trudc vao
B2 | hop dong; cong chirc tiép nhan

ho so phai d6i chiéu chir ky
ctia ho trong hop dong véi chir
ky mau trude khi thuc hién
chtng thuc, néu nghi ngo chir
ky trong hop dong khac voi
chit ky mau thi yéu cau ngudi
do ky trude mat.

- Trudng hop ngudi yéu cau
chung thuc khong ky dugc thi
phai diém chi; néu nguoi d6
khong doc duoc, khong nghe
dugc, khong ky, khong diém
chi dugc thi phai c6 02 (hai)
nguoi lam ching. Ngudi lam
chung phai c6 du nang luc
hanh vi dan sy va khong cé
quyén, lgi ich hodc nghia vy
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lién quan dén hop dong, giao
dich. Nguoi lam ching do
ngudi yéu cau ching thuc bd
tri. Truong hop nguoi yéu cau
chtng thyc khong bd tri duoc
thi dé nghi co quan thyc hi¢n
ching thuc chi dinh nguoi lam
ching.

Hb so déy du, hoan thién, cong
chirc Tu phap - HO tich ky vao
tirng trang cua hop dong, giao
dich va ky vao dudéi 161 chung
theo mau quy dinh, trinh Ianh
dao UBND cip xi ky chimng
thuec.

Ky chimg thuc va chuyén két | Lanh dao Mau 05;
B3 | qua lai cho cong chuc UBND 03 gio Hop ddng, giao dich
cap x4 da chiing thuc
Pong dau, vao S6 ching thuc, | Van thu, Mau 05, 06;
B4 S6 theo doi két qua giai quyét | Cong C,hI'IC 01 gics HQ’de()ng, giao dich
TTHC. Tu phap - da chiing thuc
Ho tich
Tra két qua cho to chuic, ca | Cong chitc | Gid hanh Mau 01, 06;
B5 | nhan va thu 1€ phi theo quy | Tu phap - chinh Hop ddng, giao dich
dinh. Ho tich da chung thuc
* Truong hop hé so qud han xit 1y, trong thoi gian chdm nhdt 01 ngdy truéc ngay
hét han xu 1y, cong chire Tw phdp - Ho tich trinh Chu tich UBND cap xa ky ban
hanh phiéu xin 1oi va hen lai ngay tra két qua dé giri cho to chirc, c& nhan.
3 | BIEUMAU
]
Mau 01 Mau 01.docx
Gidy tiép nhan ho so va hen tra két qua
o]
Mau 02 Mau 02.docx
Phiéu yéu cau bo sung hoan thién ho so
]
Mau 03 Mau 03.docx
Phiéu tir chdi tiép nhan giai quyét ho so




184

@H

S6 theo ddi ho so

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

4 |HOSOLUU:

Mau 01; 02, 03, 04 (néu co), 06 luu tai BO phéan Tiép nhan va Tra két qua cua
UBND cap xa. Mau 01, 05 Iuu theo ho so.

- | S ching thuc hop d@)ng, giao dich;

- | Ban ching thyc hop dong, giao dich;

Hb so duoc luu tai UBND cip x3, thoi gian luu trit S6 chimg thyc 13 vinh vién, luu trit
van ban chiing thyc 1a 20 nam. Hét thoi han luu trir, van ban chimg thuc duogc tiéu huy
theo quy dinh cua phap luat vé luu trir.
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7. Chirng thue di chuc

KY HIEU QUY TRINH QT.CT.07

NOI DUNG QUY TRINH

2.1

Piéu kién thue hién TTHC: Khong.

2.2

Cach thirc thue hién TTHC:

Tryc tiép tai Bo phan Tiép nhan va Tra két qua cua Uy ban nhan dan (UBND) cép
Xa.

2.3

Ban Ban

Thanh phan ho so, bao gom: chinh | sao

Du thao di chuc; X

Bén sao Gidy chirng minh nhan dan hoac Can cudc cong dan hodc X
Ho chiéu con gid tri st dung cua ngudi yéu cau chung thuc;

Ban sao Gidy ching nhan quyén sé hiru, quyén sir dung hodc ban X
sao gidy to thay thé duoc phap luat quy dinh dbi v0i tai san ma
phap luat quy dinh phai dang ky quyén s¢ hiu, quyen st dung
trong trudng hop hop dong, giao dich lién quan dén tai san do;
trir trudng hop nguoi 1ap di chic dang bi cai chét de doa dén tinh
mang.

Luu y: Doi voi ban sao thi xudt trinh ban chinh dé doi chiéu

2.4

S6 lwong ho so: 01 b

2.5

Thoi han giai quyét: Khong qua 02 (hai) ngay lam viéc, ké tir ngay nhan da ho so
yéu céu chimng thuc hodc c6 thé kéo dai hon theo théa thuan béng van ban voi nguoi
yéu cau ching thyc. Truong hop kéo dai thoi han giai quyet thi nguoi tiép nhan ho
so phai c6 phiéu hen ghi rd thoi gian (gio, ngay) tra két qua cho nguoi yéu cau
chung thyec.

2.6

Dia diém tiép nhan ho so va tri két qua gidi quyét TTHC: B9 phan Tiép nhan
va Tra két qua cua UBND cap xa.

2.7

Co quan thye hién: UBND cép xAi.

Co quan c6 thAm quyén quyét dinh: UBND cép xi.
Co quan dwoc ity quyén: Khong.

Co quan phdi hop: Khong.

2.8

Poi twong thue hién TTHC: Ca nhan, t6 chirc

2.9

Két qua giai quyét TTHC: Di chiic duoc ching thyc.

2.10

Quy trinh xir ly cong viéc

TT

Trinh ty TriCh Thoi gian | Biéu miu/Két qua
: nhi¢m
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Bl

Tiép nhan hd so:

- Trudng hop hd so chua day
du, hop 1¢: Huong dan nguoi
nop ho so bd sung, hoan thi¢n
theo quy dinh, néu khong bo
sung hoan thién duogc thi tur
chdi tiép nhéan hd so.

- Truong hop hd so day du,
hop 16 thi tiép nhan ho so.

Cong chuce
Tu phap-Ho
tich

Gid hanh
chinh

Méu 01; 02, 03 (néu
cd), 06 va Ho so
theo muc 2.3

B2

- Kiém tra, xem xeét ho SO, néu
day du, tai thoi diém chimg thuc
nguol 1ap di chic ty nguyén,
minh man va nhan thic, 1am
chi duoc hanh vi cua minh thi
dé nghi nguoi lap di chic ky
trude mat minh, néu di chuc co
tir hai trang tré 1én thi phai ky
vao tung trang.

- Trudng hop ngudi yéu cau
chtirng thuc khong ky dugc thi
phai diém chi; néu nguoi d6
khong doc duoc, khong nghe
dugc, khong ky, khong diém
chi dugc thi phai c6 02 (hai)
nguoi lam chimg. Nguoi lam
ching phai c6 du nang luc
hanh vi dan sy va khong co
quyén, loi ich hodc nghia vy
lién quan dén hop dong, giao
dich. Nguoi lam chung do
ngudi yéu cau ching thuc bd
tri. Truong hop nguoi yéu cu
chtng thyc khong bd tri dugc
thi dé nghi co quan thyc hién
ching thuc chi dinh nguoi lam
ching.

- Ho so day du, hoan thién,
cong chic Tu phap - HO tich
ky vao tung trang cua di chuc
va ky vao dudi 101 ching theo
mau quy dinh, trinh 1anh dao
UBND cép x4 ky chimg thyec.

Cong chuc
Tu phap-Ho
tich;
Nguoi yéu
cau ching
thuc

1,5 ngay

Mau 05

Di chac da duoc
nguoi lap ky/diém
chi cac trang hodc
dugc lam chung,
cong chirc Tu phép
- Ho tich ky vao
tung trang cua di
chuc vaky vao dudi
161 chung.

B3

Ky ching thyc va chuyén két
qua lai cho cong chuc

Lanh dao
UBND

03 gid

Mau 05




187

cap x4 Di  chac duogc
ching thuc
Dg’)ng dau, vao S6 ching thuec, Van thu, Mau 05, 06;
B4 S6 theo doi két qua giai quyét | Cong chirc 01 gid Di chic duoc
TTHC. Tu phép - Chﬁ'ng thuc
Ho tich
Tra két qua cho to chirc, caA | Cong chirc Gid hanh Mau 01, 06;
B5 | nhan va thu 1¢ phi theo quy | Tu phap-Ho . Di chd duoc ching
: . chinh -
dinh. tich thuc
* Truong hop ho so qud han xir 1y, trong thoi gian chdm nhat 01 ngay trudc ngay
het han xu Iy, cong chirc Tu phap - Ho tich trinh Chu tich UBND cap xd ky ban
hanh phiéu xin [0i va hen lai ngay tra két qua dé gui cho to chure, cd nhdn.
3 | BIEU MAU
=
Mau 01 Mau 01.docx
Gidy tiép nhan ho so va hen tra két qua
o]
Mau 02 Mau 02.docx
Phiéu yéu cau b6 sung hoan thién ho so
]
Mau 03 Mau 03.docx
Phiéu tir chdi tiép nhan giai quyét ho so
=
Mau 04 Mau 04.docx
Phiéu xin 16i va hen lai ngay tra két qua
o]
Mau 05 Mau 05.docx
Phiéu kiém soét qué trinh giai quyét ho so
=
Mau 06 Mau 06.docx
S0 theo ddi ho so
4 |HOSOLUU:

Mau 01; 02, 03, 04 (néu c6), 06 luu tai Bo phan Tiép nhan va Tra két qua cua
UBND cap xa. Mau 01, 05 Iuu theo ho so.

S6 chung thyc chit ky.

Bén chirng thuc di chuc.
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Hb so duoc luu tai UBND cip x3, thoi gian luu trit S6 chimg thuc 13 vinh vién, luu trit
van ban ching thyc 1a 02 nam. Hét thoi han luu trir, van ban chig thuc duogc tiéu huy
theo quy dinh cua phap luat vé luu trir.
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8. Chirng thue viin ban tir ch6i nhin di sin

KY HIEU QUY TRINH QT.CT.08
NOI DUNG QUY TRINH
2.1 | Piéu kién thue hi¢gn TTHC: Khong.
2.2 | Cach thirc thue hién TTHC:
Truc tiép tai B6 phan Tiép nhan va Tra két qua cia Uy ban nhan dan (UBND) cép
Xa.
X A 1A A, Ban | Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
- | Dy thdo vin ban tir chdi nhan di san; X
_ | Bansao Gidy ching minh nhan dan hoic Can cude cong dan hoac X
Ho chiéu con gié tri st dung cua ngudi yéu cau ching thuec;
Ban sao Gidy ching nhan quyén so hiru, quyén str dung hodc ban
sao gidy to thay thé duoc phap luat quy dinh d6i v0i tai san ma
- | phap luét quy dinh phai dang ky quyén s¢ hiru, quyén st dung
trong trudng hop van ban tir chdi nhan di san lién quan dén tai san X
do.
Luu y: D6i véi ban sao thi xudt trinh ban chinh dé doi chiéu
2.4 | S6 lwgng ho so: 01 bo
Thoi han giai quyét: Khong qua 02 (hai) ngay lam viéc, ké tir ngay nhan du ho so
yéu cau ching thyc hodc c6 thé kéo dai hon theo théa thuan bang van ban voi nguol
2.5 | yéu cau ching thyc. Truong hop kéo dai thoi han giai quyét thi nguoi tlep‘ nhan ho
so phai c6 phiéu hen ghi o thoi gian (gid, ngay) trd két qua cho nguoi yéu cau ching
thuec.
s | Pia diém tiép nhan ho so va tri két qua giai quyét TTHC: B phan Tiép nhan
" | va Tra két qua cua UBND cap xa.
Co quan thue hién: UBND cip xa.
57 Co quan c6 thim quyén quyét dinh: UBND cép x4,
" | Co quan dugc iy quyén: Khong.
Co quan phdi hop: Khong.
2.8 | Poi twong thire hién TTHC: Cé nhan, t6 chuc.
2.9 | Két qua giai quyét TTHC: Vin ban tir chdi nhan di san duoc ching thuc.
2.10 | Quy trinh xir ly cong viéc
TT Trinh tu Trach | oy 5 gian | Bidu miw/Két qui
nhi¢m
Tiép nhan ho so: Cong chue | .. .. MaAu 01; 02, 03 (néu
. \ . . Gio0 hanh | .. N
B1 |- Truong hop ho so chua day du, | Twphap- | oo c0); 06 va Ho so theo
hop 18: Huéng dan nguoi ndp ho |  HO tich muyc 2.3
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so bo sung, hoan thién theo quy
dinh, néu khéng bd sung hoan
thién duoc thi tir chdi tiép nhan
hé so.

- Truong hop hd so day du, hop
1¢ thi tiép nhan hd so.

- Kiém tra, xem xét ho so, néu
day du, tai thoi diém ching thuc
ngudi lap van ban tu nguyén,
minh man va nhan thirc, lam chu
duoc hanh vi cia minh thi dé
nghi nguoi 1ap van ban ky trudc
mit minh, néu van ban c6 tir hai
trang trd 1€n thi phai ky vao tung
trang.

- Truong hop nguoi yéu ciu
chung thuc khong ky duoc thi
phai diém chi; néu nguoi d6

Mau 05;
khong doc duoc, kh()ng? nghe Vin b 1}; héi nha
dugc, khong ky, khong diém chi | Cong chirc d'anq aé{ p chornhan
duoc thi phai ¢6 02 (hai) ngudi | Tu phép- 1 san €a Juoec Nguol

\ . w1 \ A1 1ap ky/diém chi céac
lam ching. Nguoi lam ching | HO tich; 5 Ny ..
B2 e o o X . A .. ~ | 1,5ngay | trang hodc cd nguoi
phai c6 du nang luc hanh vi dan | Nguoi yéu . . .
N f A . X ; lam ching, cong
su va khong c6 quyén, lo1 ich | cau chung \ , >
< - o X chac Tu phap-Ho
hodc nghia vu li€n quan dén hop thuc : y N
A . : N . tich ky cac trang va
dong, giao dich. Nguoi lam . 1
. AP ! , ky dudi 101 chung.
chirng do ngudi yéu cau ching
thuc bo tri. Truong hop nguoi
yéu cau ching thuc khong bo tri
dugc thi dé nghi co quan thuc
hién ching thyc chi dinh nguoi
lam ching.
- Hd so déy dua, hoan thién, cong
chuc Tu phép - HO tich ky vao
tirng trang cuia van ban va Ky vao
duoi 101 chung theo mau quy
dinh, trinh 1anh dao UBND cap
xa ky chung thuec.
. 1 \ X1 A ., | Lanh dao 9 Mau 052.
Ky ching thuc va chuyén két qua oy Vin ban tir chdi nhan
B3 ’ = , UBND 03 gio ., L
lai cho cong chiic. chp xi di san duoc chung

thue.
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Pong dau, vao S6 chiing thuc, So Van thu, Mau 05, 06;
B4 theo ddi két qua giai quyét | Cong C’hl'l’C 01 giv Yén ban tir ch6i nhan
TTHC. Tu phap - di san duogc chung
Ho tich thue.
A : .., . | Congchic| .. ., Mau 01, 06; ‘.
B5 T‘ra két qua ’cho to chuc', ca nhan Tu phép- G1,0 hanh Yén ‘Pén ttr choi 1’11’1511’1
va thu 1€ phi theo quy dinh. H6 tich chinh di san dugc chung
T thuc.
* Truwong hop ho so qud han xit Iy, trong thoi gian chdm nhdt 01 ngay trudc ngay
hét han xir Iy, cong chire Tw phap - H¢ tich trinh Chu tich UBND cap xa ky ban
hanh phiéu xin 16i va hen lai ngdy trd két qua dé giri cho t6 chire, cd nhan.
3 | BIEUMAU
o]
Mau 01 Mau 01.docx
Gidy tiép nhan ho so va hen tra két qua
]
Mau 02 Mau 02.docx
Phiéu yéu cau bo sung hoan thién ho so
]
Mau 03 M&u 03.docx
Phiéu tir choi ti€p nhén giai quyét ho so
]
Mau 04 Mau 04.docx
Phiéu xin 161 va hen lai ngay tra két qua
o]
Mau 05 MAu 05.docx
Phiéu kiém soat qua trinh gidi quyét ho so
o]
Mau 06 MAu 06.docx
S6 theo doi ho so
4 |HOSOLUU:

Méu 01; 02, 03, 04 (néu cd); 06 luu tai BO phan Tiép nhan va Tra két qua cia
UBND cap xa. Mau 01, 05 luu theo ho so.

S6 chung thyc chit ky.

Ban chimg thuc Vin ban tir chdi nhan di san.
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Hb so duoc luu tai UBND cép x3, thoi gian luu trit SO ching thyc 1a vinh vién, luu trix
van ban ching thuc la 02 nam. HEt thot han luu triy, van ban chig thuc dugce tiéu huy
theo quy dinh cua phap luat vé luu trir.
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9. Chirng thwe van ban théa thuin phan chia di sdn ma di sdn 1a dong san,
quyén sir dung dat, nha é.

KY HIEU QUY TRINH QT.CT.09
NOI DUNG QUY TRINH
2.1 | Piéu kién thye hién TTHC:
Khong.
2.2 | Cach thirc thue hién TTHC:
Tryc tiép tai BO phan Tiép nhan va Tra két qua cua Uy ban nhan dan (UBND)
cap xa.
X A 1A AL Bian | Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
- | Du thao van ban thda thudn phan chia di san; X
_ | Ban sao G1ay ching minh nhén dan hoac Céan cudc cong dan X
hozc Ho chiéu con gia tri st dung cuia nguoi yeu cau chimg thuc;
Ban sao Gidy ching nhan quyén s& hiru, quyén sir dung hoic ban
sao gidy to thay thé dugc phap luat quy dinh db6i VOl tai san ma
- | phap luat quy dinh phai ding ky quyén s& hitu, quyén sir dung X
trong truong hop van ban thoa thuén phan chia di san lién quan
dén tai san do.
Luu y: Déi véi ban sao thi xudt trinh ban chinh dé doi chiéu
2.4 | S6 lwong ho so: 01 bd
Thoi han giai quyét:
Khong quéw 02 (hai) ngay lam viéc, ké tir ngay nhan dii ho so yéu cau chﬁng thuc
2.5 | hodc c6 thé kéo dai hon theo théa thuin bang van ban v6i nguoi yéu cau ching
thuc. Truong hop kéo dai thoi han giai quyet thi nguoi tiép nhan ho so phai ¢o
phiéu hen ghi rd thoi gian (gio, ngdy) tra két qua cho ngudi yéu cau chimg thuc.
26 Dia diém tiép nhin ho so va tra két qua giai quyét TTHC:
" | B6 phan Tiép nhan va Tra két qua cia UBND cap xa
Co quan thue hién: UBND cip x4
57 Co quan c6 thAm quyén quyét dinh: UBND cép x4
" | Co quan dwoc ity quyén: Khong.
Co quan phdi hop: Khong.
2.8 | Poi twong thwe hién TTHC: Cé4 nhan, t6 chuc
29 Két qua giai quyét TTHC: Vin ban thoa thuan phan chia di san dugc chung
' thue.
2.10 | Quy trinh xir ly cong viéc
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TT Trinh tu Trach | i gian | Bidu mauw/Két qua
: nhi¢m

Tiép nhén hd so: Cong chuc Mau 01; 02, 033 (néu
- Truong hop ho so chua day | Tu phéap- c6); 06 va Ho so
du, hop 1&: Huéng dan nguoi | HO tich theo muc 2.3
nop ho so bod sung, hoan thién Gio hanh

Bl |theo quy dinh, néu khong bd chinh
sung hoan thién duogc thi tir
chéi tiép nhan ho so.
- Truong hop hd so diy du,
hop 1¢ thi tiép nhan hd so.
- Kiém tra, xem xét ho so, néu | Cong chirc Mau 05;
day du, tai thoi diém chting | Tu phap- Vin ban thoa thuan
thuc cac bén tham gia théa | HO tich; phan chia di san da
thudn phén chia di san ty| Nguoi yéu dugc  cac  bén
nguyén, minh man va nhan | ciu chimg ky/diém chi céac
thire, lam chu ‘duc_)’c hanh wvi thuc trang hodc c6 nguodi
cua minh thi dé nghi cac bén lam ching, cong
tham gia thoa thuan phan chia chic Tu phap-Ho
di san k},’ trrdc mat minh, néu tich k}'/ cac trang va
van ban co tir hai trang tré 1én ky dudi 101 chimng.
thi phai ky vao ting trang.
- Truong hop ngudi yéu cau
chung thyc khong ky dugc thi
phai diém chi; néu nguoi d6
khong doc dugc, khong nghe
dugc, khong ky, khong diém

B2 | chi duoc thi phai c6 02 (hai) 1,5 ngay

nguoi lam chung. Nguoi lam
ching phai c6 du nang luc
hanh vi dan sy va khong cé
quyén, lgi ich hoac nghia vu
lién quan dén hop ddng, giao
dich. Nguoi lam ching do
ngudi yéu cau chimg thuc bd
trl - Truong hop nguoi yeu
cau ching thuc khong bé tri
duoc thi dé nghi co quan thuc
hién chung thuc chi dinh
nguoi lam chung.

- Ho so dﬁy du, hoan thién,
cong chirc Tu phap - HJ tich
ky vao tirng trang cuia van ban
va ky vao dudi 101 chiing theo
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mau quy dinh, trinh lanh dao
UBND cap xa ky chirng thuc.

Ky ching thuc va chuyén két | Lanh dao Mau 05
qua lai cho cong chirc UBND . Vin ban thoa thuan
B3 L . 1 gio . ST
cap xa phan chia di san
dugc chirng thuc
bong dau, vao S6 ching thue, | Van thu, Mau 05, 06;
B4 S6 theo ddi két qua giai quyet Cong chuce 01 oid Van ban thda thuan
TTHC. Tu phap - s phan chia di dugc
H9 tich chirg thye.
, : Mau 01, 06;
Tra két qua cho to6 chuc, cd | Cong chuc C 1 - a}u . R
A N . Gio hanh | Vian ban thoa thuan
B5 |nhan va thu I¢ phi theo quy | Tu phap- . . . e
) ¥ chinh phan chia di san
dinh. Ho tich ,
dugc ching thuc.
* Truong hop ho so qud han xit Iy, trong thoi gian chdm nhat 01 ngay trudc ngay
hét han xit Iy, cong chire Tu phap - Ho tich trinh Chu tich UBND cap xa ky ban
hanh phiéu xin 16i va hen lai ngdy trd két qua dé giri cho t6 chire, cd nhan.
3 | BIEUMAU
]
Mau 01 Mau 01.docx
Gidy tiép nhan ho so va hen tra két qua
=
Mau 02 Mau 02.docx
Phiéu yéu cau bd sung hoan thién ho so
]
Mau 03 M&u 03.docx
Phiéu tir chdi tiép nhan giai quyét ho so
o]
Mau 04 Mau 04.docx
Phiéu xin 15i va hen lai ngay tra két qua
o]
Mau 05 MAu 05.docx
Phiéu kiém soét qu4 trinh giai quyét ho so
o]
Mau 06 Mau 06.docx
36 theo ddi hd so
4 |HOSOLUU:
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Mau 01; 02, 03, 04 (néu co); 06 luu tai B phan Tiép nhan va Tra két qua cia
UBND cap xa. Mau 01, 05 luu theo ho so.

) ching thuc chir ky;

Béan chiing thuc Van ban thdéa thuan phan chia di san.

Hb so duoc luu tai UBND cap x3, thoi gian luu trit S6 chimg thyc 13 vinh vién, luu trit
van ban chirng thyc 1a 02 nam. Hét thoi han luu trir, van ban chiing thuc duogc tiéu huy
theo quy dinh cta phap luat vé luu trir.
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10. Chirng thwe vin ban Khai nhan di san ma di san 13 dong san, quyén sir
dung dat, nha &

KY HIEU QUY TRINH QT.CT.10
NOQI DUNG QUY TRINH
2.1 | Piéu kién thwc hién TTHC:
Khong.
2.2 | Cach thirc thuc hién TTHC:
Truc tiép tai Bo phan Tiép nhan va Tra két qua ctia Uy ban nhan dan (UBND)
cap xa.
X A 1A AL Bian | Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
- Du thao van ban khai nhan di san; X
_ | Ban sao Gié,y ching minh nhén dén hodc Can cudc cong dan
hodc HQ chiéu con gia tri sir dung ctia nguoi yéu cau chig thuc; X
Ban sao Gidy ching nhan quyén s& hiru, quyén sir dung hoic ban
sao gidy to thay thé duoc phap luat quy dinh dbi VOl tai san ma
- | phép luat quy dinh phai dang ky quyén s¢ hitu, quyen su dung
trong truong hop vian ban khai nhan di san lién quan dén tai san X
do.
Lueu y: Déi véi ban sao thi xudt trinh ban chinh dé doi chiéu
2.4 | S6 lwong hd so: 01 bd
Thoi han gidi quyét: Khong qua 02 (hai) ngay lam viéc, ké tir ngay nhén du ho
s0 yéu cau ching thyc hodc co thé kéo dai hon theo thoa thuan bang van ban voi
2.5 | nguoi yéu cau chimg thyuc. Truong hop keo dai thoi han giai quyet thi nguoi tiép
nhén ho so phai c6 phiéu hen ghi r6 thoi gian (gio, ngay) tra két qua cho nguoi
yéu cau ching thuec.
. |Pia diém tiép nhin ho so va tri két qué giai quyét TTHC: B9 phan Tiép nhan
" | va Tra két qua caa UBND cap xa.
Co quan thye hién: UBND cip xi.
,7 | Co quan cé thim quyén quyét dinh: UBND cap xa.
" | Co quan dwoc iy quyén: Khong.
Co quan phdi hep: Khong.
2.8 | Pdi twong thue hién TTHC: C4 nhan, to chirc
2.9 | Két qua giai quyét TTHC: Vin ban khai nhan di san da chimg thuc.
2.10 | Quy trinh xir ly cong viéc
TT Trinh tu Trach Thotl 1 pidw miwKét qua

nhiém gian
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Bl

Tiép nhan hd so:

- Truong hop ho so chua day
du, hop 1&: Huéng dan nguoi
nop hd so bd sung, hoan thién
theo quy dinh, néu khong bo
sung hoan thién duogc thi tu
chdi tiép nhan ho so.;

- Truong hop hd so day du,
hop 16 thi tiép nhan ho so.

Cong chuc
Tu phép-
Ho tich

Gid hanh
chinh

Méu 01; 02, 03 (néu
cd); 06 va Ho so theo
muc 2.3

B2

- Kiém tra, xem xét hd so, néu
day du, tai thoi diém chimg
thuc cac bén tham gia van ban
khai nhan di san tu nguyén,
minh man va nhan thtc, lam
chu duogc hanh vi ctia minh thi
dé nghi cac bén tham gia vin
ban khai nhan di san ky trude
mit minh, néu van ban co tir
hai trang tr¢ 1én thi phai ky
vao tuirng trang.

- Trudng hop nguoi yéu cau
chung thyc khong ky dugc thi
phai diém chi; néu ngudi do
khong doc dugc, khong nghe
dugc, khong ky, khong diém
chi dugc thi phai c6 02 (hai)
nguoi lam chung. Nguoi lam
ching phai c6 du nang luc
hanh vi dan sy va khong co
quyén, lgi ich hodc nghia vu
lién quan dén hop dong, giao
dich. Nguoi lam ching do
ngudi yéu cau ching thuc bd
tri. Truong hop ngudi yéu cau
chung thyc khong bé tri dugc
thi dé nghi co quan thuc hi¢n
ching thuc chi dinh nguoi
lam chung.

- Hb so day du, hoan thién,
cong chuac Tu phap - HO tich
ky vao tung trang ctia van ban
va ky vao dudi 101 ching theo
mau quy dinh, trinh linh dao
UBND cap xi ky ching thue.

Cong chuc
Tu phap-
HO  tich;
Nguoi yéu
cau chung
thuc

1,5 ngay

Mau 05;

Van ban khai nhan di
san da dugc cac bén
ky/diém chi cac trang
hodc cd nguoi lam
ching, cong chuc Tu
phap-Ho tich ky cac
trang va ky dudi 1o
ching.
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K9 chime thue va chuvén két Lanh dao Mau 05;
y chumg thire va chuyen k€t | ygnp 03 gid | Vian ban khai nhan di
qua lai cho cong chirc L~ , .
cap xa san dugc chung thuc
Dg’)ng dau, Véq So ching thl_r(;, Van thu, Mau 05, 06;
S6 theo doi két qua giai quyét | Cong chuc 01 giv Van ban khai nhan di
TTHC. Tu phap — san dugc chirng thuc
Ho tich
Tra két qua cho t6 chuc, ca | Cong chirc Gid hanh Mau 01, 06;
nhan va thu 1€ phi theo quy | Tu phap- chinh Van ban khai nhan di
dinh. Ho tich san dugc chung thuc

* Truong hop khong xur Iy duoc trong ngay lam viéc hodc trong ngay lam viéc
tiép theo (doi véi ho so nhdn sau 15 gio), trong ngay hen tra két qud, cong chirc
Tw phdp - Ho tich trinh Chii tich UBND cdp xd ky ban hanh phiéu xin 16i va hen
lai ngay tra két qua dé giri cho té chirc, cd nhan.

BIEU MAU
=
Mau 01 Mau 01.docx
Giy tiép nhan ho so va hen tra két qua
o]
Mau 02 MAu 02.docx
Phiéu yéu cau bo sung hoan thién ho so
=
Mau 03 Mau 03.docx
Phiéu tir chdi tiép nhan giai quyét ho so
o]
Mau 04 MAu 04.docx
Phiéu xin 16i va hen lai ngay tra két qua
o]
Mau 05 Mau 05.docx
Phiéu kiém soét qua trinh giai quyét ho so
o]
Mau 06 M&u 06.docx
S0 theo ddi ho so
HO SO LUU:

Maéu 01; 02, 03, 04 (néu c6); 06 luu tai BO phan Tiép nhan va Tra két qua cua
UBND cép xa. Mau 01, 05 luu theo ho so.

S6 chung thuc chit ky;
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- | Ban ching thuc Van ban khai nhan di san.

HO so duoce lvu tai UBND cép x4, thot gian luu tri So ching thyuc 1a vinh vién, luu trit
van ban chiing thyc 1a 02 nam. Hét thoi han luu trir, van ban chig thuc duogc tiéu huy
theo quy dinh cua phap luat vé luu trir.
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11. Cép ban sao tir s6 goc

KY HIEU QUY TRINH QT.CT.11

NOI DUNG QUY TRINH

2.1

Piéu kién thuc hién TTHC:

Phai c6 s6 goc hodc tén trong sé goc.

2.2

Cach thire thuc hién TTHC:

Truc tiép tai B6 phan Tiép nhan va Tra két qua cua Uy ban nhan dan (UBND) cap
xa hodc gui ho so qua hé thong buu chinh.

2.3

Ban
chinh

Thanh phan hd so, bao gom: Ban sao

Truong hop ndp truc tiép thi xuét trinh ban chinh hodc ban
sao c6 chung thyc Gidy ching minh nhan dan hodc Can X X
cudc cong dan hoac Ho chiéu con gid tri st dung;

Truong hop nguoi yéu ciu cp ban sao tir sé goc giri qua
buu dién thi phai giri kém theo ban sao ¢ ching thuc gidy X
chting minh nhan dan hodc ho chiéu con gia tri str dung,
phong bi dan tem ghi 16 ho tén, dia chi nguoi nhan cho co
quan, t chtrc cip ban sao;

Trudng hop nguoi yéu cau la ngudi dai dién theo phap luat,
ngudi dai dién theo ty quyén ctia ¢4 nhan, t6 chirc duoc cap
ban ch}nh cha, me, con; vo, chong, anh, chi, em rudt; nguoi X
thtra k€ khac ctia nguoi dugce cap ban chinh trong truong hop
ngudi d6 da chét thi phai xuat trinh gidy to chimg minh quan
hé v6i ngudi dugc cap ban chinh.

2.4

S6 lwgng hd so: Khong quy dinh

2.5

Thoi han giai quyet Trong ngay co quan, to chtrc tiép nhan yéu cau hoic trong
ngay lam viéc tiép theo, néu tiép nhan yéu ciu sau 15 gid. Trong truong hop yéu
cau cap ban sao tir s6 gde duoc giri qua buu dién thi thoi han dugc thyuc hién ngay
sau khi co quan, t6 chtrc nhan du héd so hop 1€ theo dau buu dién dén.

2.6

Dia diém tiép nhan ho so va tri két qua gidi quyét TTHC: B9 phan Tiép nhan
va Tra két qua cua UBND cap xa.

2.7

Co quan thue hién: UBND cip xa.

Co quan c6 tham quyén quyét dinh: UBND cép xA4.
Co quan dwoc iy quyén: Khong.

Co quan phdi hep: Khong.

2.8

Poi twong thwe hién TTHC: Ca nhan, t6 chic.

2.9

Két qua giai quyét TTHC: Ban sao duoc cap tir s6 gdc hodc Vin ban tra 10i.

2.10

Quy trinh xir ly cong viéc
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TT Trinh ty TriCh T.h ot Biéu mau/Két qua
: nhi¢m glan
Tiép nhan ho so:
- Trudng hop hd so chwa day
du, hop 1&: Hudng dan ngudi N ,
nop ho so bd sung, hoan thién | Cong chirc Gis hanh Mau 01; 02, 03 (néu
Bl | theo quy dinh, néu khong bd | Tu phép- chinh c6); 06 va Ho so theo
sung hoan thién duogc thi tr| HS tich muc 2.3
chai tiép nhan ho so.
- Trudng hop hod so day du,
hop 1€ thi ti€p nhan ho so.
Kiém tra, xem xét hd so, can
clr vao s0 goc, 1ap ban sao trinh
lanh dao UBND céap xa cap
ban sao cho nguoi yéu cau; ndi
dl}ng bAa.n 580 pNhal .ghl the(g Cong chuce Mau 05;
ding ndi dung da ghi trong s6 . , T
A Tu phap - .\ Ban sao dugc cap tu
B2 | goc. A 02 gio Xz e nre 1
Ho tich so goc hodc Vin ban
Trong truong hop khong tim \ o
tra 101.
thay s6 gdc hoic trong s6 gde
khong co thong tin v€ n6i dung
yéu cau cap ban sao thi du thao
Van ban tra 1oi trinh lanh dao
UBND cap xa.
K9 két qud oiai 5 thi t Lanh dao ) Mau 05; e
B3 y ket qua giai quyet thu tuc UBND 01 gior Bxan A’sao d}rc_rc f:ap Pu
hanh chinh. L~ sO goc hodc Van ban
cap xa A
tra 101.
Pong dau, vao S6 theo ddi két | Van thu, Mau 05, 06;
qua giai quyet TTHC. Cong chuce . Ban sao duoc cép tur
B4 . 01 gio I < NI 1z
Tu phap — s0 goc hodc Van ban
Ho tich tra 1oi.
Cone chi Mau 01, 06;
Tra két qua va thu 18 phi theo | or& “™ | Gis hanh | Ban sao dugc chp tir
B5 . Tu phép- . e DR
quy dinh. H6 tich chinh | s6 goc hodc Vian béan

tra 101.

* Truong hop hé so qud han xit Iy, trong thoi gian chdm nhat 01 ngay truoc ngay
het han xu Iy, cong chirc Tu phdp - H tich trinh Chu tich UBND cap xa ky ban
hanh phiéu xin [oi va hen lai ngay tra két qua dé gui cho to chirc, cd nhan.

BIEU MAU
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Mau 01

Gidy tiép nhan hd so va hen tra két qua

@H

Mau 01.docx

Mau 02

Phiéu yéu cau bo sung hoan thién ho so

@j

MAau 02.docx

Mau 03

Phiéu tir chdi tiép nhan giai quyét ho so

@ﬁ

M3u 03.docx

Mau 04

Phiéu xin 18i va hen lai ngay tra két qua

@j

Mau 04.docx

Mau 05

Phiéu kiém soét qua trinh giai quyét ho so

@j

Mau 05.docx

Mau 06

S6 theo doi ho so

@ﬂ

M3u 06.docx

HO SO LUU: Khong.
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IV. LINH VUC PHO BIEN, GIAO DUC PHAP LUAT

1. Thii tuc cong nhén tuyén truyén vién phap luat

1 | KY HIEU QUY TRINH QT.PBGDPL.01
2 | NOIDUNG QUY TRINH
2.1 | Diéu ki¢n thyc hi¢n TTHC:
C4 nhan duogc dé nghi cong nhan lam tuyén truyén vién phap luat phai 1a ngudi
c6 uy tin, kién thirc, am hiéu vé phap luat.
2.2 | Cach thirc thue hién TTHC:
Tryc tiép tai BO phan Tiép nhan va Tra két qua cua Uy ban nhan dan (UBND)
cap xa.
X A 1A AL Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh sa0
_ | Danh sach dé nghi cong nhan tuyén truyén vién phap luat cia X
cong chure tu phép - ho tich.
2.4 | S6 lwong ho so: 01 (bod)
2.5 | Thoi han giai quyét: 05 ngay 1am viéc, ké tir ngay nhan du hd so hop 18.
o | Pia diém tiép nhan ho so va tra két qua giai quyét TTHC: Bo phan Tiép nhan
| va Tra két qua cuia UBND cap xa.
Co quan thye hién: UBND cép xA.
97 Co quan c6 thAm quyén quyét dinh: UBND cép xi (Chu tich).
" | Co quan dwoc ity quyén: Khong.
Co quan phdi hop: Khong.
2.8 | Poi twong thie hién TTHC: Cé nhan.
2.9 | Két qua giai quyét TTHC: Quyét dinh cong nhan tuyén truyén vién phap luat.
2.10 | Quy trinh xi ly cong viéc
TT Trinh ty TriCh T.h ol Biéu mau/Két qua
: nhi¢m glan
Tiép nhan ho so
- Trudng hop ho so chua day
du, hop 1¢: Hudng dan nguoi A , . Miu 01; 02, 03 (néu
nop hd so bod sung, hoan thién | Cong chuc Gi0o c6), 06 va H so theo
Bl |theo quy dinh, néu khong bo | Tu phap - hanh mué: 23
sung hoan thién dugc thi tr | HO tich chinh T
chdi tiép nhan ho so;
- Truong hop ho so day du,
hop 1€ thi tiép nhéan ho so.




205

Can ctr danh sach tu nguyén
ding ky tham gia lam tuyén
truyén vién phap luat tir dia
ban co sd, thuc trang doi ngi
cong chic cua UBND cép xa

Mau 01, 05:
Dy thao Quyét dinh

N N ~. __~ | Cong chuc . n . N
va nhu cau xay dyng doi ngii , 1., | cong nhan tuyén truyén
B2 o T . > Tuphap - | 3,5ngay | ., , . .
tuyén truyén vién phép luat, Hb tich vién phap luat kém
cong chirc Tu phap - Ho tich T danh sach nguoi du tiéu
ra soat, 1ap danh sach nguoi du chuan.
tiéu chuan kem dy thao Quyét
dinh trinh Chu tich UBND cap
Xa.
Chu tich UBND cép xi xem \ Mau 05;
, A N 2. R Chu tich L R R
x¢€t phé duyét Quyét dinh cong X s\, | Quyét dinh cong nhan
B3 . n A .~ | UBND cap | 01 ngay A R :
nhan tuyén truyén vién phap & tuyén truyén vién phap
luat luat
, Mau 05, 06;
boéng dau, ban hanh van ban Céne chite ¢ ;uh R ha
B4 | va chuyén két qua cho cong Véng hon 0,5 ngay t?lu}:e ¢ I cong nha_}n
chtrc Tu phép - Ho tich. phong yen fruyen vien phap
luat
_ Mau 01, 06;
’ Cong chuce Gio ¢ d%uh A ha
B5 | Tra két qua cho ca nhan Tu phap - hanh Qu}:e i coNg nhan
H6 tich chinh | tuyén truyén vién phap
T luat
* Truong hop hé so qud han xit Iy, trong thoi gian chdm nhdt 01 ngay trudc ngay
hét han xu Iy, cong chirc Tu phap - Ho tich trinh Chu tich UBND cap xa ky ban
hanh phieu xin [0i va hen lai ngay tra két qua dé gui cho to chire, cd nhan.
3 | BIEUMAU
o]
Mau 01 MAu 01.docx
Gidy tiép nhan ho so va hen tra két qua
o]
Mau 02 M&u 02.docx
Phiéu yéu cau bo sung hoan thién ho so
=
Mau 03 Mau 03.docx
Phiéu tir chdi tiép nhan giai quyét ho so
]
Mau 04 Mau 04.docx
Phiéu xin 16i va hen lai ngay tra két qua
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@j

Mau 05 M3u 05.docx

Phiéu kiém so4t qua trinh giai quyét hd so

@ﬁ

Mau 06 MAu 06.docx
So6 theo do1 ho so

4 |HOSOLUU:

Maéu 01; 02, 03, 04 (néu ¢6); 06 luu tai B phan Tiép nhan va Tra két qua cua
UBND cap xa. Mau 01, 05 luu theo ho so;

- | HO so dau vao theo muc 2.3;

- | Quyét dinh vé cong nhan tuyén truyén vién phap lut.

Ho so duge luu tai UBND cép xa, thoi gian Iuu: 05 nam. Sau khi hét han, xir 1y theo quy
dinh hién hanh.
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2. Thii tuc cho thdi 1am tuyén truyén vién phap luit

KY HIEU QUY TRINH QT.PBGDPL.02

NOI DUNG QUY TRINH

2.1 | Piéu kién thyc hién TTHC:

Viéc cho thoi 1am tuyén truyén vién phap luat dugc thuc hién khi tuyén truyén
vién phap luat thuoc mét trong céac trudong hop sau day:

- Ty nguyén xin thoi lam tuyén truyén vién phap luat vi 1y do strc khoe, hoan canh
gia dinh hodc vi 1y do chinh dang khéac;

- Thuc hién mot trong cac hanh vi bi cam theo quy dinh tai Piéu 9 Luat phé bién,
gido duc phap luat;

- Bi Toa 4n két an va ban an da c6 hiéu luc phap luat;

- Mt nang lgc hanh vi dan sy hodc c6 kho khan trong nhan thirc, lam cha hanh vi
hodac han ché nang luc hanh vi dan su theo quy dinh ctia B luat dan su.

2.2 | Cach thirc thyce hién TTHC:

Tryc tiép tai Bo phan Tiép nhan va Tra két qua cua Uy ban nhan dan (UBND) cap
Xa.

Ban Ban

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

Khong quy dinh.

2.4 | S6 lwong hd so (S6 lwong hd so can nop): Khong quy dinh.

Thoi han giai quyét: Trong thoi han 03 ngay lam viée ké tir ngay nhéan duoc dé
2.5 | nghi cta cong chirc tu phap - ho tich, Chu tich Uy ban nhan dan cap X8 xem Xét,
quyét dinh cho th6i lam tuyén truyén vién phap luat.

Dia diém tiép nhan hd so va tra két qua giai quyét TTHC: B phan Tiép nhan

2.6 va Tra két qua cia UBND cap xa.
- Co quan thie hién: UBND cap xa. ’
07 | " Co quan c6 tham quyén quyét dinh: UBND cap xa (Chu tich).

- Co' quan dwgc ity quyén: Khong.
- Co quan phoi hgp: Khong.

2.8 | Poi twong thwe hién TTHC: Co quan, don vi va ngudi dan tai dia ban co s6.

2.9 | Két qua giai quyét TTHC: Quyét dinh cho thdi 1am tuyén truyén vién phéap luat

2.10 | Quy trinh xi ly cong viéc

TT Trinh ty TriCh T.h o1 Biéu mau/Két qua
: nhi¢m glan

Khi tuyén truyén vién phap luat
thudc mot trong cac truong hgp | Cong chire O s Mau 06; Danh sach
At 1N R PN . G160 hanh SRR )
Bl | cho thdi lam tuyén truyén vién | Tu phap - : ngudi dé nghi cho
o . A 5 chinh N A 5
phap luat theo quy dinh, Céong | HO tich thoi lam tuyén truyén
chtrc Tu phap - Ho tich 1ap Danh vién phép luat.




208

sach ngudi dé nghi cho thoi lam
tuyén truyén vién phap luit bao
cdo Cha tich UBND cép xi
quyét dinh, néu dong y cho thoi
1am tuyén truyén vién phap luat
thi thuc hién cac budc tiép theo.

C6 hi Mau 05;
Dy thiao Quyét dinh cho théi ong chue \ Dy thao Quyét dinh
B2 | . N i .+~ | Tuphap- | 02ngay - ne s i
lam tuyén truyén vién phap luat H6 tich cho théi lam tuyén
T truyén vién phap luét
L _ Mau 05;
Xem xét phé duyét Quyét dinh | Chu tich ¢ d.a uh ho thoi
B3 | cho tho6i lam tuyén truyén vién | UBND cap | 0,5 ngay Quye nn cho ot
A « lam tuyén truyén
phép luat Xa A A
vién phap luat
, Maéu 05, 06;
Dbong dau, phat hanh van ban va | . . e,
S C h . & A
B4 | chuyén cho cong chirc Tu phap ?ng © \u:c 0,5 ngay Quyet dmAh cho th? !
e Van phong lam tuyén truyén
- Ho tich. A A
vién phap luat
Thong bao cho cac dbi tuong Cong C,h Y¢ | Gio hanh quet dlrih cho tth
BS trong quyét dinh duoc biét Tu phdp - chinh lam tuyén truyén
g quyet &l - ' Hb tich vién phép luat
3 | BIEU MAU
]
Mau 05 Mau 05.docx
Phiéu kiém so4t qua trinh giai quyét hd so
]
Mau 06 M&u 06.docx
S0 theo ddi ho so
4 |HOSOLUU:

Mau s6 05, 06 (néu c6) luu tai BO phan Tiép nhan va Tra két qua cia UBND cap

Xa,

Danh sach nguoi dé nghi cho théi 1am tuyén truyén vién phap luat;

Quyét dinh cta Chi tich UBND cép xa vé viée cho thoi 1am tuyén truyén vién phap

luat.

Hb so dugc luu tai UBND cép x4, thoi gian luu: 05 nim. Sau khi hét han, xt 1y theo quy
dinh hién hanh.
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V. LINH VUC HOA GIAI O CO SO
1. Thi tuc cong nhan hoa giai vién

KY HIEU QUY TRINH QT.HGCS.01

NOI DUNG QUY TRINH

2.1 | Piéu kién thwc hién TTHC:

Nguoi dugc dé nghi cong ph@n la hoa giai vién phai dat trén 50% dai dién ho gia
dinh trong thon, t6 dan pho dong y.

2.2 | Cach thirc thue hién TTHC:

Truc tiép tai BO phan Tiép nhén va Tra két qua cua Uy ban nhan dan (UBND) cép
Xa.

Ban Ban

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

Danh sach ngudi duoc dé nghi cong nhan 1a hoa giai vién theo

mau BM.HGCS.01.01; X

Bién ban kiém phiéu hoac bién ban vé két qua biéu quyét bau hoa
giai vién (theo mau BM.HGCS.01.02 trong trudng hop bau hoa
giai vién bang hinh thic biéu quyét coéng khai; maiu
BM.HGCS.01.03 trong trudng hop bau hoa giai vién bang hinh
thirc bo phiéu kin; mau BM.HGCS.01.04 trong trudng hop bau
hoa giai vién bang hinh thirc phat phiéu bau dén ho gia dinh).

2.4 | S6 lwgng hd so: 01(bo)

Thoi han giai quyét: Trong thoi han 05 ngay lam viée, ké tir ngay nhan du ho so

2.5 hop 1¢.

26 Dia diém tiép nhén ho so Yz‘n tra két qua giai guyét TTHC:
B phén Ti€p nhan va tra két qua cia UBND cap xa.
Co quan thye hién: UBND cép xA.

,7 | CO quan cd tham quyén quyét dinh: UBND cép xa (Chu tich).

Co quan dwoc ity quyén: Khong.
Co quan phdi hop: Khong.

2.8 | Poi twong thwe hién TTHC: Truong ban Cong tac Mit tran.

2.9 | Két qua giai quyét TTHC: Quyét dinh cong nhan hoa giai vién.

2.10 | Quy trinh xi ly cong viéc

TT Trinh ty TriCh T.h o1 Biéu mau/Két qua
: nhi¢m glan

Tiép nhan ho so )
- Truong hop ho so chua dé}f Cong C’hl:l’C Gis hanh Méu 01;\02,}03 (néu
Bl | dqu, hgp 1&: Hudng dan nguoi Tu phap - chinh cd), 06 va Ho so theo
ndp ho so bo sung, hoan thign | HO tich muc 2.3

theo quy dinh, néu khong bo
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sung hoan thién dugc thi tu
chdi tiép nhéan hd so.

- Trudong hop ho so day du,
hop 16 thi tiép nhan ho so.

‘ , Mau 01, 05;
Xem xét ho so, du thao Quyét | Cong chure Du th .::1u t dinh
B2 | dinh cong nhan hoa gidi vién, | Tuphap- | 03ngay | DY ag?‘ge In
trinh Chu tich UBND cap xa. Ho tich cohgn \/g;rén oa glal
R R L . . Chu tich Mau 05;
B3 Ph? dl%y(?t. QuyAe t dinh cOng UBND cép | 1,5n0ay | Quyét dinh cong nhan
nhan hoa giai vién. x AR
Xa hoa giai vién
Pong dau, phat hanh vin ban Céne chite Mau 05, 06;
B4 | va chuyén cho cong chuc Tu | . g 0,5ngay | Quyét dinh cong nhan
. oL Vin phong A
phap - Ho tich. hoa giai vién
) Cong chuc Gid hanh Mau 01, 06;
B5 | Tra két qua cho ca nhan Tu phép - chinh Quyét dinh cong nhan
Ho tich hoa giai vién
* Triong hop ho so qud han xik Iy, trong thoi gian chdm nhat 01 ngay truedc ngay
hét han xir 1, cong chicc Tw phdp - Ho tich trinh Chu tich UBND cap xa ky ban
hanh phiéu xin 16i va hen lai ngdy trd két qua dé giri cho t6 chire, cd nhan.
3 | BIEU MAU
o]
Méau 01 Mau 01.docx
Giy tiép nhan ho so va hen tra két qua
o]
Mau 02 MAu 02.docx
Phiéu yéu cau bo sung hoan thién ho so
=
Mau 03 Mau 03.docx
Phiéu tir chdi tiép nhan giai quyét ho so
o]
Mau 04 MAu 04.docx
Phiéu xin 15i va hen lai ngay tra két qua
=
Mau 05 Mau 05.docx
Phiéu kiém soét qu4 trinh giai quyét ho so
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Mau 06

W]
Mau 06.docx
SO theo do1 ho so

BM.HGCS.01.01

Danh sach nguoi duge dé nghi cong nhan 1a hoa giai vién

@j

BM.HGCS.01.01.doc
X

BM.HGCS.01.02

Bién ban vé két qua biéu quyét bau hoa giai vién tai cuoc

=
BM.HGCS.01.02.
hop dai dién cac ho gia dinh

BM.HGCS.01.03

Bién ban kiém phiéu bau hoa giai vién tai cudc hop dai dién

]
BM.HGCS.01.03
cac ho gia dinh

BM.HGCS.01.04

Bién ban kiém phiéu lay y kién cac ho gia dinh vé viéc bau

hoa giai vién
=

BM.HGCS.01.04

HO SO LUU

Mau 01; 02, 03, 04 (néu ¢6); 06 luu tai Bo phan Tiép nhan va Tra két qua cua
UBND cap xa. Mau 01, 05 luu theo ho so;

Ho6 so dau vao theo muc 2.3;

Quyét dinh ctia Chua tich UBND cap xi vé cong nhan hoa giai vién.

Hb so duoc luu tai UBND cép x3, thoi gian luu: 05 ndm. Sau khi hét han, xtr Iy theo quy
dinh hién hanh.
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2. Thii tuc cong nhén td truéng to hoa giai

KY HIEU QUY TRINH QT.HGCS.02

NOI DUNG QUY TRINH

2.1

Piéu kién thuc hién TTHC:

Nguoi duge cong nhan la to truong td hoa gidi phai dat trén 50% so hoa giai vién
cua to hoa giai dong ¥ va la nguoi c6 so phiéu bau cao nhat.

2.2

Cach thire thuc hién TTHC:

Tryc tiép tai B6 phan Tiép nhan va Tra két qua cua Uy ban nhan dan (UBND) cip
Xa.

2.3

Ban Ban

Thanh phan ho so, bao gom: chinh sao

Vin ban dé nghi c¢éng nhan t6 truong to hoa giai, theo mau

BM.HGCS.02.01: X

Bién ban kiém phiéu hodc bién ban vé két qua biéu quyét vé viéc
bau to truong to hoa giai theo mau BM.HGCS.02.02 trong truong
hop bau td trudong to hoa giai vién bang hinh thirc biéu quyét cong X
khai hodc theo mau BM.HGCS.02.03 trong trudng hop bau to
truong t6 hoa giai vién bang hinh thitc bo phiéu kin.

2.4

S6 lwong ho so: 01 (bd)

2.5

Thoi han giai quyét: Trong thoi han 05 ngay lam viéc, ké tir ngay nhan da ho so
hop I¢.

2.6

Pia diém tiép nhan ho so va tra két qua giai quyét TTHC: B phan Tiép nhin
va tra két qua cia UBND céap xa.

2.7

Co quan thue hién: UBND cip xa.

Co quan c6 tham quyén quyét dinh: UBND cép xi (Chu tich).
Co quan dwgc iy quyén: Khong.

Co quan phdi hop: Khong.

2.8

Poi twong thue hién TTHC: Trudng ban Cong tac Mt tran.

2.9 | Két qua giai quyét TTHC: Quyét dinh cong nhén td trudng t6 hoa giai.

2.10 | Quy trinh xi ly cong viéc

TT Trinh tuw TriCh T.h ot Biéu mau/Két qua

nhi¢ém glan

Tiép nhan ho so
- Truong hop ho so chua ddy du, | Cong chic Gio Mau 01; 02, 03 (neu

Bl | hoplé: Hudng dan nguoindophd | Tu phép - hél,nh c6); 06 va Ho so theo
50 bo sung, hoan thién theo quy | HO tich chinh | muyc 2.3.

dinh, néu khong bo sung hoan
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thién duoc thi tir chdi tiép nhan
hd so.

- Trudng hop hd so day du, hop
1¢ thi tiép nhan hd so.

Xem xét hd so, du thao Quyet

Mau 01, 05;

B2 dinh cong nhan t6 truong to hoa %cl)rnghzhu_c 3,5 ngay Du thao Quyet dinh
giai, trinh Cha tich UBND cap H 61)) ticll)l ’ cong nhan to truong to
xa. T hoa giai.

: Chu tich Mau 05;
S S : ¢t dinh : s e
B3 PPC duyf?t du th? © Q;u ye dl.r,l. UBND 01 ngay | Quyét dinh cong nhan
cong nhan to trudng to hoa giai L~ A 2
cap xa to trrong to hoa giai.
Dong dau, phat hanh van ban, | o Mau 05, 06;
B4 | chuyén két qua cho cong chirc ong ¢t 0,5 ngay Quyet dinh cong nhan
, A Vin phong
Tu phap - H9 tich. t6 trudng to hoa giai.
) Cong chuc Gi0o Mau 01, 06;
B5 | Tra két qua cho ca nhan Tu phap - hanh | Quyét dinh céng nhan
Ho tich chinh | t6 truong to hoa giai.

* Trieong hop ho so qud han xit Iy, trong thoi gian chdm nhat 01 ngé\y truoc ngay
hét han xir 1y, cong chirc Tu phap - Ho tich trinh Chu tich UBND cap xa ky ban
hanh phiéu xin 16i va hen lai ngdy tra két qua dé giri cho t6 chire, cd nhan.

3 | BIEUMAU
o]
Mau 01 Mau 01.docx
Gidy tiép nhan ho so va hen tra két qua
o]
Mau 02 MAu 02.docx
Phiéu yéu cau bd sung hoan thién ho so
]
Mau 03 MAu 03.docx
Phiéu tir chdi tiép nhan giai quyét hd so
]
Mau 04 Mau 04.docx
Phiéu xin 16i va hen lai ngay tra két qua
o]
Mau 05 MAu 05.docx
Phiéu kiém soat qua trinh giai quyét hd so




214

|E;|

Mau 06 MAau 06.docx
SO theo do1 ho so

Vin ban dé nghi cong nhan to truéng to hoa giai

(w]
BM.HGCS.02.01 j

BM.HGCS.02.01.doc
X

Bién ban vé két qua biéu quyét bau to truong té hoa giai

BM.HGCS.02.02 IEJ

BM.HGCS.02.02.doc
X

Bién ban kiém phiéu bau t6 truong td hoa giai

BM.HGCS.02.03 |ﬁ|j

BM.HGCS.02.03.doc
X

HO SO LUU

Maéu 01; 02, 03, 04 (néu ¢6); 06 luu tai BO phan Tiép nhan va Tra két qua cia
UBND cap xa. Mau 01, 05 luu theo ho so;

Ho6 so dau vao theo muc 2.3;

Quyét dinh ctia Cha tich UBND cép xa vé cong nhén to trudng td hoa giai.

Ho so duge luu tai UBND cip x3, thoi gian luu: 05 ndm. Sau khi hét han, x 1y theo quy
dinh hién hanh.
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3. Thi tuc thoi lam hoa gidi vién

KY HIEU QUY TRINH QT.HGCS.03

NOI DUNG QUY TRINH

2.1

Piéu kién thwe hién TTHC:

Viéc thoi lam hoa gidi vién dugc thyc hién trong cac truong hop sau day:

- Theo nguyén vong cua hoa giai vién,;

- Hoa giai vién khong con dap tng mot trong céac tiéu chuan quy dinh tai Piéu 7
cua Luat Hoa giai ¢ co sd;

- Vi pham nguyén tic to chirc, hoat dong h(‘)a‘ giai o co s¢ theo quy dinh tai Diéu
4 cua Luat Hoa giai ¢ co sé hodc khong c6 diéu kién ti€p tuc 1am hoa giai vién do
bi xtr Iy vi pham phap luét.

2.2

Cach thire thuc hién TTHC:

Truc tiép tai Bo phan Tiép nhan va Tra két qua ctia Uy ban nhan dan (UBND) cép
Xa.

2.3

Ban Ban

Thanh phan ho so, bao gom: chinh | sao

Vian ban dé nghi ra quyét dinh thoi lam hoa giai vién, theo mau | x
BM.HGCS.03.01 hoac Bao céo ve viéc thoi lam hoa giai vién,
theo mau BM.HGCS.03.02.

2.4

S6 lwgng ho so: 01 (bo).

2.5

Thoi han giai quyét: Trong thoi han 05 ngay lam viéc, ké tir ngay nhan du ho so
theo quy dinh.

2.6

Dia diém tiép nhin ho so va tri két qua giai quyét TTHC: B phan Tiép nhan
va Tra ket qua ctia Uy ban nhan dan (UBND) cap xa.

2.7

Co quan thue hién: UBND cip xa.

Co quan c6 thAm quyén quyét dinh: UBND cép xi (Chu tich).
Co quan dwgc iy quyén: Khong.

Co quan phdi hop: Khong.

2.8

Poi twong thwe hién TTHC: Truong ban Cong tac Mt tran

2.9

Két qua giai quyét TTHC: Quyét dinh thoi lam hoa giai vién.

2.10 | Quy trinh xi ly cong viéc
T Trinh tu Trach Thot 1 pidu mau/Két qui
nhiém glan
Tiép nhan ho so
- Tru:img h(;)’p h6:s0’ chu‘a'déAy dfl‘: Cong c,hl’rc Gio hanh Mﬁl,l 01; 02‘, 0?; (ncu
Bl | hoplé: Huéng dan ngudindpho | Tu ph?p - chinh c0), 06 va Ho so
so b sung, hoan thién theo quy | HO tich theo muc 2.3.

dinh, néu khong bo sung hoan
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thién duoc thi tir chdi tiép nhan
hd so.

- Trudng hop hd so day du, hop
1¢ thi tiép nhan hd so.

. . Mau 01, 05;
Xem xét hd so, du thao Quyét | Cong chirc D th au e
B2 | dinh thdi lam hoa giai vién, trinh | Tu phép - | 3,5 ngay t‘;‘l . al‘f’ Q;‘YG -
Chu tich UBND cap xa. Ho tich ol a\r/ri‘énoa glal
f s : Chu tich Mau 05
& duyé &t dinh thoi 13 Y X s .
B3 El?e duyet Quyet dinh thot am | Ny 4 | 01 ngay | Quyét dinh thoi lam
oa giail vien. ~ R e en
Xa hoa giai vién
Pong dau, phat hanh vin ban, Cong chirc Mau 05, 06;
B4 | chuyén két qua cho cong chirc Véng hon 0,5ngay | Quyét dinh thoi lam
Tu phap - H¢ tich. phong hoa giai vién
, Cong chire | .o\ Maéu 01, 06;
B5 | Tra két qua cho c4 nhan Tu phap - chinh Quyét dinh théi 1am
Ho tich hoa giai vién
3 | BIEUMAU
@j
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 ho so
=
Mau 03 Mau 03.docx
Phiéu tir chdi tiép nhan giai quyét hd so
=
Mau 04 Mau 04.docx
Phiéu xin 16i va hen lai ngay tra két qua
@j
Mau 05 Mau 05.docx
Phiéu kiém soét qu4 trinh giai quyét ho so
@j
Mau 06 Mau 06.docx
S6 theo ddi ho so
BM.HGCS.03.01 | Vin ban dé nghi ra quyét dinh thoi 1am hoa giai vién
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|Ej

Mau
BM.HGCS.03.01.docx

il
BM.HGCS.03.02 Vi

R P S T Py BM.HGCS. 03.02.docx
Béo cdo vé viéc thoi lam hoa giai vién

HO SO LUU

Méu 01; 02, 03, 04 (néu c6); 06 luu tai B phan Tiép nhan va Tra két qua cua
UBND cap xa. Mau 01, 05 luu theo ho so;

Ho6 so dau vao theo muc 2.3;

Quyét dinh ctia Cha tich UBND cip xa vé thoi 1am hoa gii vién.

Hb so duoc luu tai UBND cép x4, thoi gian luu: 05 nam. Sau khi hét han, xir 1y theo quy
dinh hién hanh.
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4. Thu tuc thanh toan thu lao cho hoa giii vién

KY HIEU QUY TRINH QT.HGCS.04

NOI DUNG QUY TRINH

2.1

Diéu kién thuwc hién TTHC:

Diéu kién dugc huong thu lao theo vu, viée cta hoa giai vién:

- Vy, viée dugc tién hanh hoa giai va da két thuc trong trudng hop:

+ Cac bén dat duoc thda thuan;

+ Mot bén hodc cac bén yéu cau cham dit hoa giai;

+ Hoa giai vién quyét dinh két thac hoa gidi khi cac bén khong thé dat dugc théa
thuan va viéc tiép tuc hoa giai cling khong thé dat duoc két qua.

- Hoa giai vién khong vi pham nghia vu sau:

+ Thuc hién hoa giai khi ¢6 can ctir theo quy dinh tai Diéu 16 cua Luat hoa giai
O co sO.

+ Tuan thi cac nguyén tic quy dinh tai Piéu 4 cta Luat hoa giai ¢ co s6.

+ Tir chdi tién hanh hoa giai néu ban than c()’quyén loi va nghia vu lién quan dén
vu, viéc hoa giai hodc vi Iy do khac dan dén khoéng thé bao dam khach quan,
cong bang trong hoa giai.

+ Thong bao kip thoi cho t6 trudng to hoa giai dé bao cdo Chu tich Uy ban nhan
dan cap xa c6 bién phap phong ngura trong truong hop thay méu thuan, tranh
chap nghiém trong c6 thé dan dén hanh vi bao lyc gay anh huong dén suc khoe,
tinh mang cua cac bén hodc gady mat trat tu cong cong.

+ Théng béo kip thoi cho t6 trudng t6 hoa giai dé bao céo co quan co tham quyén
xu ly trong truong hop phat hién mau thuan, tranh chap c¢6 dau hiéu vi pham
phép luat vé xr Iy vi pham hanh chinh hodc phép luat vé hinh su.

2.2

Cach thire thuce hién TTHC:
Truc tiép tai B6 phan Tiép nhan va Tra két qua cua Uy ban nhan dan (UBND)
cap xa hoac gui qua duong buu dién.

2.3

Ban Ban

Thanh phan ho so, bao gom: chinh | sao

Gidy d& nghi thanh toan thu lao caa hoa giai vién cé ghi rd ho,
tén, dia chi cuia hda giai vién; tén, dia chi t6 hoa giai; s tién dé
nghi thanh toan; noi dung thanh toan (cé danh sach cac vy, viéc
trong truong hop dé nghi thanh toan tha lao cho nhiéu vu, viéc | x
chir ky cua hoa giai vién; chit ky xac nhan cua té truong t6 hoa
giai;

Xuét trinh S6 theo ddi hoat dong hoa giai ¢ co s dé ddi chiéu
khi can thict.

2.4

S6 lwong hd so: 01 (bo).

2.5

Thoi han gidi quyét:




219

- Trong thoi han 05 ngay lam viéc, ké tir ngdy nhan di ho so theo quy dinh.
- Té hoa giai thyc hién tra thu lao cho hoa giai vién theo quyét dinh cia UBND
cap xa trong thot han 03 ngay, ké tr ngay nhan dugc thu lao.

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

2.6 - . .
B0 phan Tiép nhan va Tra két qua caa UBND cap xa.
Co quan thuc hién: UBND cip xi.
57 Co quan c6 thAm quyén quyét dinh: UBND cép xi (Chu tich).
' Co quan dwoc ity quyén: Khong.
Co quan phdi hep: Khong.
2.8 | DP6i twong thue hién TTHC: T6 truong to hoa giai.
29 Két qua giai quyét TTHC: Quyét dinh thanh toan thu lao cho hoa giai vién/
' hodc Van ban tra 101 trong truong hop quyét dinh khong thanh toan.
2.10 | Quy trinh xir ly cong viéc
TT Trinh ty TriCh T_ho’1 Biéu mau/Két qua
: nhiém glan
Tiép nhan ho so
- Trudng hop hd so chua day
du, hop 1&: Hudéng dan ngudi
nop ho so bd sung, hoan thién | Cong chuc Gis hanh Mau 01; 02, 03 (n€u
Bl |theo quy dinh, néu khong bo | Tu phap - chinh c0), 06 va Ho so theo
sung hpén thiél} duoc thi tr| HO tich muc 2.3
choi ti€p nhan ho so.
- Truong hop ho 50 day du,
hop 1¢ thi ti€p nhéan ho so.
Mau 01, 05;
Xem xét ho so, du thao Quyét Dy thio Quyét dinh
dinh thanh toan thu lao cho hoa | . , thanh toan thu lao
U c xre 12 .. 1. | COng chirc . creen
giai vién hodc Van ban tra 101 , X cho hoa giai vién
B2 . L, 4 Tu phap - | 02 ngay NI LA en 1
trong truong hop quyét dinh A L hodc Vian ban tra 161
R . : , Ho tich .
khong thanh toan, trinh Chu trong truong hop
tich UBND cap xA. quyét dinh khong
thanh toan
Mau 05;
Phé duyét Quyét dinh thanh ?‘,‘yetth\ ‘imh hthﬁr}h
toan thu lao cho hoa giai vién | Chi tich oan thu aﬁ ¢ OV?a
B3 |hoic Vian ban tra 10i trong | UBND cip | 01 ngay ;‘;"F“ Vt‘?“ lf’.act an
truong hop quyét dinh khong Xa an ftra o1 frong

thanh toan.

truong hop quyét
dinh  khéng thanh
toan
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bong dfiu,, phat hanh van ban
chuyén két qua cho cong chuc

Mau 05, 06;
Quyét dinh thanh
toan thu lao cho hoa
giai vién (kém thu

Tu phép - Ho tich; chuyén | Cong chu \
B4 " 13 b ;Q 1? ’ CA uyer} C?ng C‘ U o1 ngay | lao dugc thanh toan)
Quyét dinh dén bo phan Keé | Van phong S
LT AR a Y hodc Van ban tra 1o1
todn dé tra thu lao cho hoa giai .
A A PO trong truong hop
vién thong qua t6 hoa giai. 7 . n
quyét dinh khong
thanh toan.
Mau 01, 06;
Quyét dinh thanh
toan thu lao cho hoa
A , o 1a iai vién (kém thu
s 1A, . 1A Cong chuc | Gid hanh giai vién ( ,
B5 | Tra két qua cho ca nhan. TN&TKQ | chinh laovdu’c_);c thetnh tczan){
hodc van ban tra 101
trong truong hop
quyét dinh khong
thanh toan.
Tra thu lao cho hoa giai vién , Quyét dinh thanh
B6 theo Quyet dinh cua UBND | TO truéng 03 naa toan thu lao cho hoa
cap xa trong thoi han 03 ngay, | To hoa giai gay giai vién (kém thu
ké tir ngay nhan duogc thu lao. lao dugc thanh toan)
3 |BIEUMAU
o]
Mau 01 MAu 01.docx
Gidy tiép nhan ho so va hen tra két qua
o]
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 hd so
o]
Mau 04 M&u 04.docx
Phiéu xin 15i va hen lai ngay tra két qua
o]
Mau 05 MAu 05.docx
Phiéu kiém soat qua trinh giai quyét hd so
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Mau 06 Mau 06.docx
So6 theo do1 ho so

4 |HOSOLUU

Mau 01; 02, 03, 04 (néu c6); 06 luu tai B phan Tiép nhéan va Tra két qua cua
UBND cap xa. Mau 01, 05 luu theo ho so;

- HO so dau vao theo muc 2.3;

Quyét dinh thanh toan thu lao cho hoa giai vién hodc Van ban tra 101 trong truong
hop quyét dinh khong thanh toan;

Hb so dugc luu tai UBND cép x4, thoi gian luu: 05 nam. Sau khi hét han, xur 1y theo quy
dinh hién hanh.

UY BAN NHAN DAN TINH HA TiNH.
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