DANH MUC THU TUC HANH CHINH CAP XA
LINH VUC VAN BANG, CHUNG CHI

TT TEN THU TUC HANH CHINH TRANG
1 | Cép ban sao van bang, chimg chi tir s6 gdc (tai cap x3) 2
7 | Chinh stra ndi dung vin bang, chimg chi (tai cAp x3) 5
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Noi dung cia cac tha tuc hanh chinh
Linh vuc Van bang, chirng chi

1. Thii tuc: Cap ban sao vin bang, chirng chi tir s6 gdc (tai cap xa)
Trinh ty thuc hién:

a) Nguoi dé nghi cip ban sao van bang, ching chi nop truc tlep hodc gui qua
duong buu dién 01 (mot) bo hd so cho co quan c6 thim quyén cip ban sao vin
bang, ching chi tur s6 goc;
c) Dbi voi truong hop cung mot luc yéu cau cap ban sao tir nhiéu sb goc yéu cau
50 luong nhiéu ban sao, ndi dung van bang, ching chi phuc tap kho kiém tra, ddi
chiéu ma co quan tiép nhan yéu cau cap ban sao khong thé dap ing dugc thoi han
quy dinh tai diém b khoan nay thi thoi han cap ban sao dugc kéo dai thém khong
qua 01 (mot) ngay 1am viée hodc dai hon theo thoa thuan bang van ban voi nguoi
yéu cau cip ban sao.
d) Co quan c6 thim quyen cap ban sao van bang, chung chi can ctr s6 gdc cap
van bang, chimg chi dé cap ban sao cho nguo1 yéu cau; ndi dung ban sao phai ghi
theo dung nd1 dung da ghi trong 50 goc. Truong hop khong con luu trir duge s6
gbc hodc trong s6 gbc khong ¢o thong tin v€ ndi dung yéu cau cap ban sao hodc
khoéng cap ban sao cho nguoi yéu cau thi co quan tlep nhan yéu cau cap ban sao
c6 trach nhiém tra 10i bang van ban cho nguoi yéu cau va néu rd ly do ngay trong
ngay tiép nhén yéu cau cap ban sao hodc trong ngay lam viéc tiép theo, néu tiép
nhén yéu cau sau 03 (ba) gio chiéu.
b) Ngay trong ngay tiép nhén yéu cau cip ban sao hoic trong ngay lam viéc tiép
theo, néu tlep nhén yéu cu sau 03 (ba) gio chiéu, co quan c6 thim quyen cap ban
sao vin bang chung chi tur s6 gbc phai cap ban sao cho nguoi c6 yéu cau. Trong
truong hop yéu cau cap ban sao tir s0 goc duge gui qua buu dién thi thot han duge
xéac dinh tir thoi diém co quan tiép nhan yéu cau cap ban sao nhan du hd so hop
1é theo ddu buu dién dén;
Cach thire thuc hién:
Hinh Thoi Phi, 1€

thirc  han phi Mo ta
nop  giai
quyét
a) Ngay trong ngay co quan, co sO g1a0 duc tlep nhan
Truc 1 Ngay y€u cau hodc trong ngay lam viéc tiép theo, néu tiép
tiép  lam nhan yéu cau sau 03 (ba) gid chiéu. Trong truong hop
viéc yéu cau cap ban sao tir s0 goc dugc giri qua buu dién

thi tho1 han dugc thuc hién ngay sau khi co quan, co
s& gido duc nhan du hd so hop 18 theo dau buu dién
dén; b) Ddi véi truong hop cung mét luc yéu cau cap
ban sao tir nhiéu sb g0c, yéu cau s6 luong nhiéu ban
sa0, ndi dung van bang, chtng chi phte tap kho kiém
tra, di chiéu ma co quan tiép nhan yéu cau cap ban
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sao khong thé dap tmg duogc thoi han quy dinh néu
trén thi thoi han cap ban sao dugc kéo dai thém khong
qua 01 (mdt) ngay lam vi¢c hodc dai hon theo thoa
thuan bang vin ban voi ngudi yéu cau cp ban sao.
a) Ngay trong ngay co quan, co s¢ giao duc tlep nhén
Dich 1 Ngay yéu cau hodc trong ngay lam viéc tiép theo, néu tiép
vu buu lam nhan yéu cau sau 03 (ba) gid chiéu. Trong truong hop
chinh viéc yéu cau cip ban sao tir s6 gbc duge giri qua buu dién
thi tho1 han dugc thuc hién ngay sau khi co quan, co
s& gido duc nhan du hd so hop 18 theo dau buu dién
dén; b) Dbi véi truong hop cung mot luc yéu cau cap
ban sao tir nhiéu sb g0c, yéu cau s6 luong nhiéu ban
sa0, noi dung van bang, chung chi phirc tap kho kiém
tra, d6i chiéu ma co quan tiép nhan yéu ciu cap ban
sao khong thé dép tmg duogc thoi han quy dinh néu
trén thi thoi han cap ban sao dugc kéo dai thém khong
qua 01 (mot) ngay lam viéc hoac dai hon theo thoa
thuan bang vin ban voi ngudi yéu cau cip ban sao.
Thanh phén ho so:
Bao gﬁm
Mau 6 lwong
Tén gidy to don,
to' khai
an
a) Pon dé nghi cap ban sao vin bang, chimg chi, trong do cung chinh: 1
cap céc thong tin vé vin bang, chung chi da duoc cap; Ban
sao: 0
Ban
b) Ban chinh hodc ban sao c6 chung thyc gidy chimg minh chinh: 1
nhan dan hodc cdn cudc cong dan hodc ho chiéu con gia tri su Ban
dung dé ngudi tiép nhan ho so kiém tra; sao: 0
Ban
¢) Truong hop nguoi yéu cau cap ban sao van bang, chimg chi chinh: 1
tur s6 gdc la nguoi dai dién theo phap luat, nguoi dai dién theo Ban
iy quyén ctia ngudi dugc cap ban chinh vin bang, ching chi; sao: 0
cha, me, con; vo, chong, anh, chi, em rudt; nguoi thira ké khac
cua nguoi duge cap ban chinh van bang, ching chi trong
truong hop nguoi do da chét thi phai xuat trinh gidy iy quyén
(d6i voi nguoi dugce Gy quyén) hodc gidy to chimg minh quan
hé voi nguoi duoc cAp ban chinh vin bang, chimg chi;
Ban
d) Trudng hop ngudi yéu cau cap ban sao van bang, chimg chi chinh: 1
tir s6 gbe giri yéu cau qua buu dién thi phai guri ban sao co Ban
chtng thuc gidy to quy dinh tai diém a, b, ¢ néu trén kém theo sao: 0
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01 (m6t) phong bi dan tem ghi r6 ho tén, dia chi nguoi nhén
cho co quan c6 thAm quyén cdp ban sao vin bang, ching chi tir
5O goc.

Poi twong thue hién: Cong dan Viét Nam, Nguoi nudc ngoai
Co quan thyuc hién: Uy ban nhén déan céap x4, Co so gido duc
Co quan ¢6 tham quyén: Khong c6 thong tin

Pia chi tiép nhan HS: Uy ban nhan dan cap xa; Co s¢ giao duc
Co quan dugc uy quyén: Khong co6 thong tin

Co quan phdi hop: Khéng co thong tin

Két qua thuce hién: Ban sao vin bang, chtng chi tir s6 gbc

Can cwr phap ly:
Ngay Co quan
S6 ky hiéu Trich yéu ban ban hanh
hanh
21/2019/tt-  Thong tu 21/2019/tt-bgddt 29-11-
bgddt 2019
13/2025/TT- Thong tu sé 13/2025/TT-BGDPT ngay 12-06-B§ truong
BGDDT 12/6/2025 cua Bg truong Bo Giao duc va Dao 2025 B¢ Giao
tao quy dinh Ve phan quyén, phan cap va phan duc va
dinh tham quyén thuc hién nhiém vu quan ly Dao tao
nha nudc ciia chinh quyén dia phuong hai cap
trong linh vuc gido duc

Yéu cau, diéu kién thue hién: Khong quy dinh.
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2. Thii tuc: Chinh sira ndi dung vin bang, chirng chi (tai cap xa)

Trinh ty thuc hién:

a) Nguoi dé nghi chinh sira ndi dung van bang, chimg chi ndp truc tiép hodc gtri
qua duong buu dién 01 (mét) bo hd so theo quy dinh tai khoan 1 Piéu nay cho
co quan c6 thAm quyén chinh stra noi dung van bang, ching chi;

b) Trong thoi han 02 ngay lam viéc ké tir ngdy nhan da hd so hop 18, co quan ¢
thAm quyén chinh stra ndi dung van béng, ching chi xem xet quyét dinh viéc
chinh sira; néu khong chinh stra thi phai tra 161 bang van ban va néu rd 1y do;

c¢) Viéc chinh stra ng1 dung van bang, chimg chi dugc thuc hién bang quyét dinh
chinh stra; khong chinh stra truc tlep trong van bang, chimg chi. Quyét dinh chinh
stra phai duoc luu trong ho so cap vin bang, ching chi.

d) Can cir quyét dinh chinh stra, co quan ¢6 tham quyén cap van bang, ching chi
ghi day du thong tin vé vin bang, chung chi, cac ndi dung dugc chinh stra cua
van bang, ching chi vao phu luc s6 gbc cap van bang, ching chi.

Cach thire thuc hién:

Hinh Thoi Phi, 1€ Mo ta
thrc  han phi
nop giai
quyét
Truc 2 Ngay Trong thoi han 02 ngay lam viéc ké tir ngay nhan du
tiép lam ho so hop 18, co quan c¢6 tham quyén chinh stra noi
viéc dung van bang, chimg chi xem xét quyét dinh viéc

chinh stra; néu khong chinh stra thi phai tra 1061 bang
van ban va néu 10 1y do.

Dich vu 2 Ngay Trong thot han 02 ngay lam viéc ké tor ngay nhan du
buu lam ho so hop 18, co quan c6 tham quyen chinh stra n6i
chinh viéc dung van bang, chimg chi xem xét quyét dinh vi¢c

chinh stra; néu khong chinh stra thi phai tra 161 bang
van ban va néu 10 1y do.

Thanh phin ho so:
Bao gﬁm
Miu S6
Tén gidy to don, hrong
to khai
an
Pon dé nghi chinh sira ndi dung vin bang, ching chi chinh: 1
Ban
sao: 0

Trung tdm Phuc vu hanh chinh céng phirong Hong An



Ban
Vin bang, chimg chi dé nghi chinh sira chinh: 0
Ban
sao: 1
Gidy khai sinh d6i véi trudng hop chinh sira van bang, ching Ban
chi do b6 sung ho tich, diéu chinh hé tich, ding ky lai viéc chinh: 0
sinh, dang ky khai sinh qué han Ban
sao: 1
Trich luc hoac quyét dinh thay ddi hodc cai chinh ho tich, xéac Ban
dinh lai dan tdc, xac dinh lai gi61 tinh ddi voi trudong hop chinh chinh: 0
stra van béng, ching chi do thay ddi hodc cai chinh ho tich, xéac Ban
dinh lai dan tdc, xac dinh lai gi61 tinh sao: 1
Gidy chimg minh nhan dan hodc cin cudc cong dan hoic ho Ban
chiéu hoac giéy to tuy than hop phap khac c6 anh cua nguoi chinh: 1
duoc cip van bang, ching chi. Thong tin ghi trén cac gidy to Ban
nay phai phi hop v6i dé nghi chinh sira noi dung van bang, sao: 1
ching chi. Cac tai li¢u trong ho so dé nghi chinh stra n61 dung
van bang, chtng chi quy dinh tai cac diém b, c, d, d néu trén 1a
ban sao tir s6 goc hodc ban sao dugc chirng thyc tir ban chinh

Poi tuwgng thuc hién: Cong dan Viét Nam, Nguoi nudc ngoai

Co quan thuc hién: Uy ban nhan déan céap x4, Co so gido duc

Co quan c6 tham quyén: Khong co thong tin

Pia chi tiép nhan HS: Uy ban nhan déan cap xi; Co s& giao duc

Co quan dwoe iy quyén: Khong ¢ thong tin

Co quan phoi hop: Khong co thong tin

Két qua thwe hién: Quyét dinh chinh stra ndi dung vin bang, chimg chi

Can cwr phap ly:
Ngay Co quan
S6 ky hiéu Trich yéu ban ban hanh
hanh
21/2019/tt-  Thong tu 21/2019/tt-bgddt 29-11-
bgddt 2019
Thong tu s6 13/2025/TT-BGDDT ngay 12-06-B0 truong
13/2025/TT- 12/6/2025 cua B truong Bo Gido duc va bao 2025 B¢ Gido
BGDDT tao quy dinh Ve phan quyén, phan cap va phan duc va
dinh tham quyén thyc hi¢n nhiém vu quan ly Dao tao
nha nudc cua chinh quyén dia phuwong hai cap
trong linh vuc gido duc

Yéu cau, diéu kién thwc hién: Nguoi dugce cdp van bang, chimg chi c6 quyén
yéu cau chinh sira ndi dung ghi trén vin bang, ching chi trong cac truong hop
sau: a) Puoc co quan c6 tham quyén quyét dinh thay doi hodc cai chinh ho tich;
b) Pugc xéc dinh lai dan tdc, xac dinh lai gi6i tinh; ¢) Puoc bd sung ho tich, diéu
chinh ho tich; d) Buoc dang ky khai sinh qué han, dang ky lai viéc sinh.
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