D. THU TUC HANH CHINH THUQC THAM QUYEN GIAlI QUYET CUA
UBND CAP XA

I. Linh vuc h tich
1. Thu tuc dang ky khai sinh

Trinh ty thue hién
- Nguoi c6 yéu cau ding ky khai sinh ndp hd so tai Uy ban nhan dan cp xd c6 thim
quyeén.

- Nguoi tiép nhan co trach nhiém kiém tra ngay toan bo ho 50, d6i chleu thong tin trong
T& khai va tinh hop 16 cua gidy to trong hd so do ngudi yéu cau ndp, xudt trinh.

- Néu ho so day du, hop 1&, nguoi tiép nhan hd so viét gidy tiép nhan, trong do ghi 1d
ngay, gio tra két qua; néu hod so chua day du, hoan thién thi huéng dan nguoi ndp hd so
bd sung, hoan thién theo quy dinh; trudng hop khong thé bd sung, hoan thién hd so ngay
thi phai 1ap thanh vin ban huéng din, trong d6 néu rd loai gidy to, ndi dung can bo sung,
hoan thién, ky, ghi 0 ho, chit dém, tén cia nguoi tiép nhan.

- Ngay sau khi nhan du gidy to theo quy dinh, néu thay thong tin khai sinh ddy du va phu
hop, cong chitc tu phap - ho tich bao cao Chu tich Uy ban nhan dan cip xa. Trudng hop
Chu tich Uy ban nhan dan cap xa dong ¥ giai quyét thi cong chirc tu phap - ho tich cap
nhat thong tin khai sinh theo hudng dan dé lay S6 dinh danh ca nhan, ghi ndi dung khai
sinh vao S6 diang ky khai sinh, huéng dan ngudi di ding ky khai sinh kiém tra noi dung
Gidy khai sinh va S6 dang ky khai sinh, ciing nguoi di dang ky khai sinh ky tén vao SO.
Chu tich Uy ban nhan dan cap xa ky 01 ban chinh Gidy khai sinh cap cho ngudi duoc
dang ky khai sinh, s6 lwong bdn sao Gidy khai sinh dwoc cdp theo yéu cau.
*Luuy:

- Trong thoi han 60 ngay ké tir ngay sinh con, cha hodc me cé trach nhiém dang ky khai
sinh cho con; treong hop cha, me khong thé ding ky khai sinh cho con thi éng hodc ba
hodic nguwoi thin thich khdc hodc cd nhan, té chire dang nudi duéng tré em cé trdach
nhiém dang ky khai sinh cho tré em.

- Truong hop dang ky khai sinh cho tré bi bo roi thi sau khi nhdn dwoc thong bao, Chu
tich Uy ban nhan dan cdp xd hodc Trudng cong an cdp xd cé trach nhiém té chirc Idp
bién ban vé viéc tré bi bé roi.

Sau khi lgp bién ban, Uy ban nhan dan cdp xd tién hanh niém yét tai try so Uy ban nhdn
dan trong 07 ngay lién tuc vé viéc tré bi bé roi. Het thoi han niém yét, néu khéng cé thong
tin vé cha, me dé cua tré, Uy ban nhan dan cdp xd théng bdo cho cd nhan hodc té chire
dang tam thoi nudi dwéng tré dé tién hanh ding ky khai sinh cho tré.

- T mro’ng hop tré chua xdc dinh dwoc cha thi ho, ddn téc, qué qudan, quoc tich cua con
dwgc xdc dinh theo ho, ddn toc, qué qudan, quoc tich cia me; phan ghi vé cha cia tré dé
trong Néu vao thoi diém ding ky khai sinh nguoi cha yéu cau lam thii tuc nhdn con thi
két hop gidi quyét viéc nhdn con va dang ky khai sinh.



- Truong hop tré chia xdac dinh dwoc me ma khi dang ky khai sinh cha yéu cau lam thu
tuc nhdn con thi két hop gidi quyét viéc nhdn con va dang ky khai sinh; phan khai vé me
clia tré dé trong.

- Truong hop tré khong thugc di¢n bi bo roi, chwa xac dinh dwoc ca cha va me thi thuc
hién twong tw nhu dang ky khai sinh cho tré bi bo roi, nhung trong So6 ho tich ghi ro “Tré
chuwa xac dinh dwoc cha, me”.

Cach thire thuc hién:

- Ngudi ¢6 yéu cau ding ky khai sinh truc tiép thuc hién hodc ty quyén cho ngudi khac
thuc hién vi¢c dang ky khai sinh;

- Nguoi thue hién viéc dang ky khai sinh ¢6 thé tryc tiép ndp hd so tai Uy ban nhan dan
cap xa co tham quyén hoic gui hd so qua hé thong buu chinh hodc giri hd so theo hé
thong dang ky ho tich truc tuyén.

Thanh phan ho so:
* Gidy to phdi xudt trinh:

- Ho chiéu hodc chirng minh nhan dan hodc thé cin cudc cong dan hoac cac gidy to khéc
c6 dan anh va thong tin ca nhan do co quan ¢ tham quyén cip, con gia tri sit dung dé
ching minh vé nhéan than ctia ngudi ¢ yéu cau ding ky khai sinh;

- Gidy to chirmg minh noi cu tra dé chtirng minh tham quyen dang ky khai sinh; truong
hop cha, me cia tré da dang ky két hon thi phai xuat trinh Gidy chimg nhan két hon (trong
giai doan chuyén tiép).

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

* Gidy to phdi nop:
- T khai dang ky khai sinh theo mau.

- Ban chinh Giay chimg sinh; truong hop khong ¢ Gidy chung sinh thi ndp vin ban cua
nguoi lam ching xac nhén vé viéc sinh; néu khong c6 ngudi lam ching thi phai ¢ gidy
cam doan vé viéc sinh;

- Trudng hop tré em bi bo roi thi phéi c6 bién ban vé viéc tré bj bo roi do co quan c6 tham
quyén lap.

- Truong hop khai sinh cho tré em sinh ra do mang thai hg phai c6 van ban xac nhén cua
co s& y t€ da thuc hién ky thuat ho trg sinh san cho viéc mang thai hg.

- Vin ban ty quyén (duoc ching thuc) theo quy dinh cta phap luat trong trudng hop ay
quyeén thyuc hién vi¢ec dang ky khai sinh.

*Luuy:

- Bo1 véi giay to ndp, xuat trinh:



+ Truong hop ngudi yéu cau ndp glay td 12 ban sao duoc cap tir s6 goc hodc ban sao dugc
ching thyce tir ban chinh thi nguoi tiép nhan hd so khéng dugc yéu cau Xuat trinh ban
chinh; néu nguoi yéu cau chi ndp ban chyp va xuét trinh ban chinh thi ngudi tlep nhan ho
so kiém tra, doi chleu ban chup vo1 ban chinh va ky vao ban chup xac nhan vé viéc da dbi
chiéu n6i dung gidy to d6, khong duge yéu cau ngudi di dang ky ndp ban sao gidy to do.
+ Dbi v6i gidy to xuat trinh khi dang ky ho tich, ngudi tiép nhan cé trach nhiém kiém tra,
d6i chiéu véi thong tin trong to khai, chup lai hodc ghi lai thong tin dé luu trong ho so va
tra lai cho ngudi xuét trinh, khéng dugc yéu cau ndp ban sao hoic ban chup gidy to do.

+ Ngudi tiép nhan c6 trach nhiém tiép nhin dung, du hd so ding ky ho tich theo quy dinh
cua phap luat hg tich, khong dugc yéu cau nguoi dang ky ho tich ndp thém giay to ma
phap luat ho tich khong quy dinh phai ndp.
- Truwong hop nguoi di dang ky khai sinh cho tré em la 6ng, ba, nguwoi than thich khac thi
khong phai co van ban uy quyén cua cha, me tré em, nhung phdi thong nhat voi cha, me
tré em vé cac noi dung khai sinh.
- Déi véi viée xdc dinh ho, dén tdc, dat tén cho tré:
+ Viéc xdc dinh ho, dan téc, dat tén cho tré em phdi phit hop véi phdp ludt va yéu cau giir
gin ban sdac dan toc, tap quan, truyén thong van hoa tot dep cua Viét Nam, khong dat tén
quad dai, kho su dung.
+ Trueong hop cha, me khéng théa thudn dwoc vé ho, dan téc, qué qudn cia con khi ding
ky khai sinh thi ho, dan toc, qué quan cua con dwoc xdac dinh theo tdp quan nhung phadi
bao dam theo ho, dan toc, qué quan cua cha hodc me.
- Trieong hop cho phép nguoi yéu cau ding ky hé tich ldp van ban cam doan vé néi dung
véu cau dang ky ho tich thi co quan dang ky ho tich phai giai thich ro cho nguoi lap van
ban cam doan vé trdach nhiém, hé qua phap ly cua viéc cam doan khong dung su thdt.
Co quan dang ky ho tich tir chéi gidi quyét hodc dé nghi co quan c¢é tham quyén hity bé
két qua dang ky ho tich, néu cé co sé xdc dinh ndi dung cam doan khéng diing sw that.

S6 lwgng ho so: 01 bé

Thoi han giai quyét: Ngay trong ngay tlep nhan yéu cau, truong hop nhén ho so
sau 15 gio ma khong giai quyét duoc ngay thi tra két qua trong ngay lam viéc tiép theo.

Poi twong thue hién thii tuc hanh chinh: C4 nhan

Co quan thyc hién thi tuc hanh chinh:
- Uy ban nhan dan cp x4 noi cu tra clia ngudi cha hodc ngudi me thue hién ding ky khai
sinh cho tré em;
- Uy ban nhén dan cap x4 noi lap bién ban vé viéc tré bi bo roi ddi véi trudng hop ding
ky khai sinh cho tré bi bo roi.
- Uy ban nhén dan cép xa noi tré dang cu tra c6 trach nhiém dang ky khai sinh cho tré
chua xac dinh duogc cha, me.



Co quan phdi hop: Khong.

Két qua thwe hién thi tuc hanh chinh: Gidy khai sinh (ban chinh).

L¢ phi:
- D6i v6i truong hop ding ky khai sinh khong diing han: theo mirc thu 1& phi do Hoi dong
nhan dan cap tinh quy dinh.
- Mién 1é phi dbi voi truong hop khai sinh dung han, nguoi thudc gia dinh c6 cong véi
cach mang; nguoi thudc hd ngheo; nguodi khuyet tat.

Mau don, miu to khai: To khai dang ky khai sinh

Can cw phap ly:
- Luat Ho tich nam 2014;
- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét mot sb
di€u va bién phap thi hanh Luat HJ tich;

- Thong tu"so”’ 04/2020/TT-BTP ngay 28/5/2020 cua Bo Tuw phdp quy dinh chi tiét thi hanh
mot so dieu cua Ludt Hé, tich vd’ Ngh_i dinh so 123/2015/ND-CP ngay 15/11/2015 cua
Chinh phu quy dinh chi tiet mot so diéu va bién phap thi hanh Ludt H tich;

- Théng tw 56 85/2019/TT-BTC ngay 29/11/2019 ciia B Tai chinh huéng dan vé phi va 1é
phi thuoc tham quyén quyét dinh cua Hoi dong nhdn ddn tinh, thanh pho truc thudc
Trung wong.

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI DPANG KY KHAI SINH

KINN QUi @) e

Ho, Chit dém, t8Nn NGUOT YEU CAU .......c..ovveeeeeeeeeeeeeeeeeees sttt

Quan hé voi ngudi AugC Khal SINN: e
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Pé nghi co quan ding ky khai sinh cho nguwoi duéi day:
(o LT T s (TR =] o PSSR

Ngay, thang, nam sinh: ........c.ccccoeeveiiniienieeeeeee ghi bANG ChET: cvoveveeeee e

@ TH o U 1o OSSPSR
Ho, Chit d€my, t€N MEWOT M ...
NAM sinh: Ol e, Dan toC:......ceveveen. QUABC tiCh: oo
INOT CU UL @) ettt sttt et et e st ese st et et e st e se st et et e saabestessarens
Ho, Chir dém, t€n Nl CRa: .........o.ccooooi s

NAM sinh: Ol DaN toC:......ceveeee. QUBC tiCh: e,

T6i cam doan ndi dung dé nghi ding ky khai sinh trén ddy 1a dung su that, duoc sy thoa
thuan nhat tri caa cac bén lién quan theo quy dinh phép luat.

T6i chiu hoan toan trach nhiém truéc phap luat vé noi dung cam doan cua minh.

Ngudi yéu cau
(Ky, ghi rd ho, chir dém, tén)




Chu thich:

1) Ghi 16 tén co quan ding ky khai sinh.

@ Ghi theo noi diang ky thuong tri; néu khéng co noi diang ky thuong tra thi ghi
theo noi dang ky tam tr(; truong hop khong c6 noi dang ky thuong tra va noi dang ky tam
trd thi ghi theo noi dang sinh séng.

@) Ghi théng tin vé gidy to tly than caa ngudi di dang ky, ghi rd s, co quan cap,
ngay cap ho chiéu, chang minh nhan dan hoic gidy to hop 1é thay thé (Vi du: Chang minh
nhan dan s 001089123 do Cdng an thanh ph Ha Noi cip ngay 20/10/2014).

) Trudng hop sinh tai co sd 'y té thi ghi rd tén co so'y té va va dia chi tru s co so' y té do.

Vi du: - Bénh vién Phu san Ha Noi, duong La Thanh, phuong Ngoc Khanh, quéan
Ba Dinh, Ha Noi

- Tramy té x3 Pinh Bang, huyén Tir Son, tinh Bac Ninh.

Truong hop sinh ra ngoai co so y té thi ghi dia danh cia 03 cap hanh chinh (x4,
huyén, tinh), noi sinh ra.

Vi dy: xa Binh Bang, huyén Tir Son, tinh Bac Ninh.

() Ghi ddy du ngay, thang sinh cua cha, me (néu co).

®) Pé& nghi danh ddu X vao 6 néu c6 yéu cau cap ban sao va ghi rd sé luong..

2. Thii tuc ding ky két hon
Trinh ty thuc hién
- Nguoi ¢6 yéu cau ding ky két hon nop ho so tai Uy ban nhan dan cip x3 co tham quyén.

- Ngudi tiép nhan co trach nhiém kiém tra ngay toan bd ho so, ddi chiéu thong tin trong
To khai va tinh hop 1€ cta gidy to trong ho so do nguoi yéu cau ndp, xuat trinh.

- Néu hd so déy du, hop 1¢, nguoi tiép nhan ho so viét gidy tiép nhan, trong d6 ghi 16
ngay, gio tra két qua; néu ho so chua day du, hoan thién thi hudng dan ngay dé nguoi nop
ho so bo sung, hoan thién theo quy dinh; truong hop khong thé bo sung, hoan thién ho so
ngay thi ngudi tiép nhan phai 1ap van ban hudng dan, trong d6 néu rd loai gidy to, ndi
dung can bo sung, hoan thién, ky, ghi 10 ho, tén cua nguoi tiép nhan.

- Ngay sau khi ti€p nhan di ho so hop 1&, néu thay du diu kién két hon theo quy dinh,
cong chue tu phap - ho tich bao cao Chu tich Uy ban nhén dan cap xa. Trudng hop Chu
tich Uy ban nhan dan cap xa dong ¥ gidi quyét thi cong chuc tu phap - ho tich ghi viée két
hon vao S6 dang ky két hon. Khi tra két qua ding ky két hon, cong chirc tu phap - ho tich
huéng din hai bén nam, nir kiém tra noi dung trong So6 dang ky két hon va Gidy ching
nhan két hon. Néu cac bén thay ndi dung dung, phu hop voi hd so ding ky két hon thi
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cong chirc tu phap - ho tich cung hai bén nam, nir ky tén vao S6 va huong dan cac bén
CUHg ky vao Gidy chimg nhén két hon, Chu tich Uy ban nhén dan cip xi t6 chirc trao
Glay chirng nhan két hon cho hai bén nam, nit, mdi bén dugc nhan 01 ban chinh Glay
chirng nhan két hon; s6 lugng ban sao Trich luc két hon dugce cap theo yéu cau.

Cach thirc thyc hién:
Nguoi co yéu cau diang ky két hon truc tiép ndp ho so tai Uy ban nhan dan cip x3 c6 thim
quyén (bén nam hodc bén nit c6 thé truc ti€p ndp ho so ma khéng can c6 van ban uy
quyén cua bén con lai).

Thanh phén hd so
* Gidy to' phdi xudt trinh
- Ho chiéu hodc chimg minh nhan dan hodc thé cin cudc cong dan hoidc cic gidy td khac
c6 dan anh va thong tin ca nhan do co quan c6 tham quyén cap, con gia tri st dung dé
ching minh v€ nhan than cia nguoi c6 yéu cau dang ky két hon.
- Gidy to chimg minh noi cu tri dé xac dinh thim quyén (trong giai doan chuyén tiép).
- Trich lyc ghi chu ly hon d6i v6i trudng hop cong dan Viét Nam dang ky thuong tra tai
dia ban xa lam thu tuc dang ky két hon, da dugc gidi quyét viéc ly hon, huy viéc két hon
trudce do tai co quan c6 tham quyén nudce ngoai.
* Gidy to phdi ngp
- T khai dang ky két hon theo mau. Hai bén nam, nit c6 thé khai chung vao mot To khai
dang ky két hon;
- Ban chinh Gidy xac nhan tinh trang hon nhan do Uy ban nhan dan cap x4 c6 thim quyén
cap trong truong hop nguoi yéu cau dang ky két hon khong dang ky thuong tru tai dia ban
xa, phuong, thi tran lam thu tuc dang ky két hon (trong giai doan chuyén tiép).
*Luuy:
- D6i voi gidy to ndp, xuét trinh:
+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao duogc cap tir s6 gbe hodc ban sao dugc
chung thuc tir ban chinh thi nguoi ti€p nhan ho so khong dugc yéu cau xuat trinh ban
chinh; néu nguoi yéu cau chi ndp ban chup va xuat trinh ban chinh thi nguoi ti€ép nhén ho
so kiém tra, doi chi€u ban chup véi ban chinh va ky vao ban chyp x4ac nhan vé viéc da doi
chiéu ndi dung giay to do, khong dugc yéu cau nguoi di dang ky ndp ban sao giay to do.
+ Pbi v6i gidy to xuat trinh khi dang ky ho tich, nguoi tiép nhan c6 trach nhiém kiém tra,
do6i chi€u voi thong tin trong to khai, chup lai hodc ghi lai thong tin d€ luu trong ho so va
tra lai cho nguoi xuat trinh, khong dugc yéu cau ndp ban sao hodc ban chup giay to do.
+ Ngudi tiép nhan c6 trach nhiém tiép nhan dung, du ho so dang ky ho tich theo quy dinh
cua phap luat hd tich, khong duoc yéu cau nguoil dang ky hd tich ndp thém giay to ma
phép luat ho tich khong quy dinh phai ndp.

S6 lwong ho so: 01 bg



Thoi han gidi quyét: Ngay trong ngay tiép nhan ho so; truong hop nhan ho so sau
15 gio ma khong giai quyét duoc ngay thi tra két qua trong ngay lam viéc tiép
theo.Truong hop can xac minh diéu kién két hon cua hai bén nam, nit thi thoi han giai
quyét khong qua 05 ngay lam viéc.

Péi twong thue hién thi tuc hanh chinh: C4 nhan

Co quan thue hién thii tuc hanh chinh: Uy ban nhan dan cip x4 noi cu tra cia
bén nam hoac bén nir.

Co quan phéi hep: Khong.

Két qua thue hién thi tuc hanh chinh: Gidy chting nhan két hon (ban chinh),
mo1 bén vg, chong 01 ban.

L¢ phi: Mién 18 phi.
MAu don, mau to khai: To khai dang ky két hon
Yéu cau, diéu kién thuc hién thi tuc hanh chinh:
- Nam tir ¢t 20 tudi tro 1én, nit tir dii 18 tudi tré 1én;
- Viéc két hon do nam va nir tu nguyeén quyét dinh;
- Cac bén khong bi mat nang luc hanh vi dan su;
- Viéc két hon khong thudc mot trong cac trudng hop cAm két hon, gom:
+ Két hon gia tao;
+ Tao hon, cudng ép két hon, lira doi két hon, can tré két hon;

+ Nguoi dang ¢6 vo, c6 chong ma két hon véi ngudi khac hoac chua c6 vo, chua cé
chong ma két hon vai nguoi dang cé chong, co vo;

+ Két hon gitta nhiing ngudi cung dong mau ve truc hé; gitra nhitng ngudi cd ho trong
pham vi ba do1; gitta cha, me nu6i voi con nudi; gitta nguoi dé tung la cha, me nudi voi

con nuoi, cha chong v6i con dau, me vg voi con r€, cha dugng véi con riéng cua vo, me
ké v6i con riéng cua chong.

* Nha nudc khong thira nhan hon nhan gitta nhitng nguoi cung gioi tinh.
Can cwr phap ly:

- Luat Hon nhan va gia dinh ndm 2014;

- Luat Ho tich nam 2014;

- Nghi dinh s0 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét mot s6
di€u va bién phap thi hanh Luat HJ tich;

- Thong tw s6 04/2020/TT-BTP ngay 28/5/2020 ciia B¢ Tur phép quy dinh chi tiét thi hanh
mot so diéu cua Ludt Hér tich vd’ Nghj dinh so 123/2015/ND-CP ngay 15/11/2015 cua
Chinh phu quy dinh chi tiét mot so diéu va bién phap thi hanh Ludt Ho tich;



- Théng tw s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh huéng dan vé phi va 1¢
phi thudc tham quyén quyét dinh cia Hgi dong nhdn dan tinh, thanh phé truc thudc

Trung wong.
CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap — Tw do — Hanh phdc
&) TO KHAI PANG KY KET HON )
KINN QU G) e
Thoéng tin Bén nir Bén nam

Ho, chir dém, tén

Ngay, thang, ndm sinh

Dén toc

Qudc tich

Noi cu tra @

Giay to tiry than ©

Két hon 1an tha may

Chung t6i cam doan nhiing 101 khai trén day 1a ding sy that, viéc két hon cua chiing t6i1 1a ty nguyén,
khong vi pham quy dinh ctia Luat hon nhan va gia dinh Viét Nam.
Chuing tdi chiu hoan toan trach nhiém trudc phép luat vé ndi dung cam doan ctia minh.




Dé nghi Quy co quan ding ky.

, NQAay ... thang ... nam..............
Bén nir Bén nam
(Ky, ghi rd ho, chir dém, tén) (Ky, ghi rd ho, chr dém, tén)

Dé nghi cap ban sao®: C6 D Khéng (]

Chu thich:

M @ Truong hop lam thi tuc ding ky két hén cé yéu td nudc ngoai, thi phai dan
anh cua hai bén nam, n.

) Ghi 6 tén co quan dang ky két hon.

) Ghi theo noi dang ky thuong tri, néu khong c6 noi dang ky thuong tri thi ghi
theo noi dang ky tam tru; treong hop khong c6 noi dang ky thuong tri va noi dang ky tam
trt thi ghi theo noi dang sinh song.

() Ghi thong tin vé gidy to tiry than nhu: ho chiéu, chung minh nhan dan hozc gidy
to hop 1¢é thay thé (vi du: Chang minh nhan dan s6 001089123 do Cong an thanh phd Ha
NOi cap ngay 20/10/1982).

©) P¢& nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi ro sb lugng.

3. Thi tuc dang ky nhan cha, me, con

Trinh ty thuc hién
- Ngudi co yéu cau ding ky nhan cha, me, con ndp hd so tai Uy ban nhan dan cip xi co
tham quyén.

- Nguoi tiép nhan co trach nhiém klem tra ngay toan bd hd so, xac dinh tinh hop 18 cta
gidy tO trong hd so do ngudi yéu cau ndp, xuit trinh; dbi chiéu thong tin trong To khai
v6i gidy to trong ho so.
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- Néu ho so day di, hop 1¢, nguoi tiép nhan ho so viét gidy/phiéu tiép nhan, trong do _ghi
13 ngay, gid tra két qua; néu ho so chua diy du, hoan thién thi huéng dan nguoi nop hd so
bd sung, hoan thién theo quy dinh; truong hop khong thé bd sung, hoan thién ho SO ngay
thi phai lap thanh vin ban huéng dan, trong do néu ro loai gidy to, no1 dung can bo sung,
hoan thién, ky, ghi rd ho, tén cta nguoi tiép nhan.

- Sau khi nhan du hd so, néu thay viéc nhan cha, me, con 13 ding va khong co tranh chép,
cong chure tu phap - ho tich bao cao Chu tich Uy ban nhén dan cap xa. Trudong hop Chu
tich Uy ban nhan dan cip xd dong y giai quyét thi cong chure tu phap - ho tich ghi vao Sb
dang ky nhan cha, me, con, huéng dan nguoi yéu cau kiém tra ndi dung Trich luc ding ky
nhén cha, me, con va S6 dang ky nhan cha, me, con, cung cac bén ky vao S6. Chu tich Uy
ban nhan déan cap xa ky cap Trich luc dang ky nhan cha, me, con cho ngudi yéu cau.

Cach thire thuc hién:

Nguoi co yéu cau dang ky nhan cha, me, con (mét hodc hai bén) nop ho so truc tiép tai
Uy ban nhéan déan cap xa c6 tham quyén.

Thanh phan ho so"
* Gidy to’ phdi xudt trinh
- Ho chiéu hodc chimg minh nhan dan hodc thé cin cudc cong dan hoidc cac gidy to khac

c6 dan anh va thong tin ca nhan do co quan c6 tham quyén cap, con gia tri st dung dé
ching minh v€ nhan than cia nguoi c6 yéu cau dang ky nhan cha, me, con.

- Gidy to ching minh noi cu tra dé xac dinh tham quyén dang ky nhan cha, me, con
(trong giai doan chuyén ti€p).

* Gidy to phdi ngp
- To khai dang ky nhan cha, me, con theo mau.
- Chirng ctr chiing minh quan h¢ cha, con hodc quan h¢ me, con g@)m:

+ Vin ban cla co quan y té, co quan gidm dinh hodc co quan khac c6 thAm quyén xéc
nhan quan hé cha con, quan h¢ me con.

+ Truong hop khong c6 van ban néu trén thi phai c6 van ban cam doan cua cdc bén nhan
cha, me, con vé moi quan hé cha, me, con va cé it nhat hai nguoi lam chirng vé moi quan
hé cha, me, con.

*Luuy:

- D6i v6i gidy to ndp, xudt trinh:

+ Truong hop ngudi yéu cau ndp glay t& 1a ban sao duoc cp tir s6 goc hodc ban sao dugc
ching thyc tir ban chinh thi ngudi tiép nhan ho so khong duoc yéu cau xuat trinh ban
chinh; néu ngudi yéu cau chi ndp ban chup va xuét trinh ban chinh thi ngudi tiép nhan ho
so kiém tra, doi chiéu ban chup véi ban chinh va ky vao ban chyp xac nhan vé viéc da doi
chiéu ndi dung giay td do, khong dugc yéu cau nguoi di dang ky ndp ban sao giay to do.
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+ Déi voi giéy to xuét trinh khi dang ky ho tich, nguoi tiép nhén c6 trach nhiém kiém tra,
doi chi€u voi thong tin trong to khai, chup lai hodc ghi lai thong tin d€ luu trong ho so va
trd lai cho nguo1 xuat trinh, khong duge yéu cau ndp ban sao hoac ban chup gidy to do.

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

- Truong hop cho phép nguoi yéu cau dang ky hé tich ldp vin ban cam doan vé néi dung
yéu cau dang ky ho tich thi co quan dang ky ho tich phai giai thich vo6 cho nguoi ldp van
ban cam doan vé trdach nhiém, hé qua phap ly cua viéc cam doan khong dung sy that.

Co quan dang ky ho tich tiv choi gidi quyét hodc dé nghi co quan c6 tham quyén hiy bo
két qua dang ky ho tich, néu co co so xdc dinh noi dung cam doan khong dung su that.

S6 lwong ho so: 01 bg

Thoi han giai quyét: 03 ngay lam viéc. Trudng hop can phai xdc minh thi thoi
han giai quyét khong qué 08 ngay lam viéc.

Poi twong thuc hién thi tuc hanh chinh: C4 nhan

Co quan thuc hién thi tuc hanh chinh: Uy ban nhan dan cap xa noi cu tru cia
nguoi nhan hodc ngudi dugc nhan 1a cha, me, con.

Co quan phéi hop: Khong.

Két qua thue hién thi tuc hanh chinh: Trich luc dang ky nhan cha, me, con (ban
chinh).

Lé phi: Theo murc thu 1é phi do Hoi ddng nhan dan cép tinh quy dinh.

Mién 1¢ phi cho ngudi thudc gia dinh cé cong véi cach mang; ngudi thudc ho ngheo;
nguoi khuyét tat.

Miu don, méu to khai: To khai dang ky nhan cha, me, con.

Yéu ciu, diéu kién thue hién thi tuc hanh chinh:
- Bén nhan va bén dugc nhan 13 cha, me, con déu con song;
- Viéc nhan cha, me, con khong c6 tranh chép.
- Trudng hop nam, nir chung sdng véi nhau nhu vo chong, khéng dang ky két hon, sinh
con, nguoi con sdng cung voi nguoi cha, khi nguoi cha lam thu tuc nhén con ma khong
lién h¢ dugc voi nguodi me thi khong can cé y kién cia ngudi me trong To khai dang ky
nhan cha, me, con.

Can cu phap ly:
- Luat Hon nhan va gia dinh nam 2014;
- Luat Ho tich nam 2014;
- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét mot s6
di€u va bién phap thi hanh Luat H¢ tich;

12



- Théng tw 04/2020/TT-BTP ngay 28/5/2020 ciia Bé Tw phdp quy dinh chi tiét thi hanh
mot s6 diéu cua Ludt HO tich va Nghi dinh s6 123/2015/ND-CP ngay 15 thang 11 nam
2015 ciia Chinh phii quy dinh chi tiét mot sé diéu va bién phdp thi hanh Ludt HJ tich;

- Théng tw s6 85/2019/TT-BTC ngay 29/11/2019 ciia Bé Tai chinh huéng dan vé phi va 1é
phi thudc tham quyén quyét dinh cia Hoi dong nhdn dan tinh, thanh phéd truc thudc
Trung wong.

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuac

TO KHAI PANG KY NHAN CHA, ME, CON

KINN QU s

Ho, Chit dém, t&0 MEUOT YBU CAUS ...ccooooooooeoeoeeeoeoeeeeeeoecc e eesssesseeee e

Quan hé v&i ngudi NNAN ChA/ME/CON: @) ...
Pé nghi co’ quan cong nhin nguoi cé tén dwdi diy:
HO, CRTE AEIM, TEN: ..ottt a ettt bbbt s et an s ans

Ngay, thAng, NAM SINN: .....oii ettt seees
GG NN e, DAN tOC: ..o QUABC TICN: oo

- T cua ngudi co tén dudi day:

HO, CRTE AEIM, TN: .ottt sttt a ettt s et s et enenans
Ngay, thang, NAM SINN: ..ot
GiGH NN, DAN tOC ... (O TU1S Yol 1101 OO
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To6i cam doan viéC NNAN...........cco.covvcvvvvccen, ndi trén la dang su that, tu nguyén, khdng
cé tranh chap va chiu trach nhiém truéc phap luat vé cam doan cta minh.

Ngwoi yéu cdu

(Ky, ghi r6 ho, chir dém, tén)

Y kién ciia ngudi hién dang 13 me hoic cha®

Chu thich:

@ Ghi 16 tén co quan dang ky nhan cha, me, con;

@) Ghi theo noi dang ky thudng tri; néu khong c6 noi dang ky thuong tra thi ghi theo noi
dang ky tam tra; truong hop khong c6 noi dang ky thuong tra va noi dang ky tam tra thi ghi theo
noi dang sinh séng

®) Ghi thong tin vé gidy to tlly than nhu: ho chiéu, chimg minh nhan dan hoic glay to hop
1¢ thay thé (vi du: Chtrng minh nhan dan s6 001089123 do Céng an thanh phé Ha Noi cip ngay
20/10/2004).

™) Chi khai trong truong hop ngudi khai khong dong thoi 1a ngudi nhan cha/me/con.

®) Chi khai trong truong hop cha hoac me nhan con chua thanh nién hodc nguoi da thanh
nién nhung mat niang luc hanh vi dan sy, ghi ¥ kién ctua ngudi cha néu me 1a ngudi yéu cau, y
Kién nguoi me néu cha 1a nguoi yéu cau (trir truong hop nguoi do da chét, mat tich, mat nang luc
hanh vi dan sy hodc han ché ning lyc hanh vi dan sw).

©) P& nghi danh du X vao & néu c6 yéu cau cap ban sao va ghi rd sb luong.

4. Thii tuc ding ky khai sinh két hop nhén cha, me, con
Trinh tw thuc hién
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- Nguoi co yéu cau dang ky khai sinh va nhén cha, me, con ngp hd so tai Uy ban
nhan dan cip x3 c6 thim quyén.

- Nguoi tiép nhan c6 trach nhiém kiém tra ngay toan bo hd 50, dbi chleu thong tin
trong To khai va tinh hop 1 ciia gidy to trong hd so do ngudi yéu cau ndp, xuat trinh.

- Néu ho so day du, hop 18, ngudi tiép nhan ho so viét gidy tiép nhan, trong d6 ghi rd
ngay, gio tra két qua; néu ho so chua diy du, hoan thién thi huéng din nguoi nop hd so
bd sung, hoan thién theo quy dinh; truong hop khong thé bod sung, hoan thién ho SO ngay
thi phai 14p thanh van ban huéng dan, trong do néu ro loai gidy to, noi dung can bd sung,
hoan thién, ky, ghi r5 ho, chit dém, tén cua ngudi tiép nhén.

- Sau khi nhan du hd so, néu thay viéc nhan cha, me, con 1a dung va khéng c6 tranh
chap, thong tin khai sinh day du va phu hop, cong chure tu phap - ho tich bao cao Chu tich
Uy ban nhan dan cap xa. Trudng hop Chu tich Uy ban nhan déan cap xi dong y giai quyét
thi cong churc tu phap - hd tich ghi ndéi dung nhan cha, me, con vao S6 dang ky nhan cha,
me, con; ghi ndi dung khai sinh vao S6 dang ky khai sinh, cp nhat thong tin khai sinh
theo huéng dan dé léy S6 dinh danh ca nhan, huéng dan nguoi yéu cau ding ky ho tich
kiém tra noi dung gidy to ho tich va S6 ho tich, cliing nguoi di dang ky khai sinh va nhén
cha, me, con ky tén vao S6. Chu tich Uy ban nhan dan cip xi cip Gidy khai sinh va Trich
luc nhan cha, me, con cho nguoi yéu cau.

Cach thirc thuc hién:

Nguoi yéu cau dang ky khai sinh, nhan cha, me, con (mdt hodc hai bén) nop ho so
truc ti€p tai Uy ban nhan dan cap xa c6 tham quyén.

Thanh phén ho so"
* Gidy to’ phdi xudt trinh:

- HO chiéu hodc ching minh nhan dan hodc thé can cudc cong dan hodc cac giay to
khac c6 dan anh va thong tin ca nhan do co quan cé thim quyén cap, con gia tri st dung
deé chirng minh v€ nhan than cua nguoi ¢6 yéu cau dang ky khai sinh, nhan cha, me, con.

- Gidy to ching minh noi cu trii @& chirng minh tham quyén dang ky khai sinh, nhan
cha, me, con (trong giai doan chuyén tiép).

* Gidy to phdi nop:
- To khai dang ky khai sinh, Té khai ding ky nhan cha, me, con theo mau.

- Ban chinh Gidy chiig sinh; truong hop khong c6 Gidy chimg sinh thi ndp van ban
cua nguoi lam chung xac nhéan vé viéc sinh; néu khong c6 nguoi 1am ching thi phai ¢6
gidy cam doan vé viéc sinh;

- Chung ctr chirng minh quan hé cha, con hodc quan hé me, con gom:

+ Vian ban ctia co quan y té, co quan gidm dinh hodc co quan khac c6 tham quyén
xac nhan quan h¢ cha con, quan h¢ me con.
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+ Truong hop khong co van ban néu trén thi cac ben nhdn cha, me, con lap van ban
cam doan vé moi quan hé cha, me, con, cé it nhdt hai nguoi lam chiing vé moéi quan hé
cha, me, con.

*Luuy:

- D6i v6i gidy to ndp, xudt trinh:

+ Trudng hop ngudi yéu cau nop glay t& 14 ban sao duoc cip tir s6 gbe hogc ban sao
dugc ching thuc tir ban chinh thi nguoi tiép nhan hod so khong dugc yéu cAu xuat trinh
ban chinh; nel} nguoi yéu ca,u chi ndp ban chup va xuit trinh ban chinh thi nguoi tleP
nhan ho so kiém tra, doi chiéu ban chup véi ban chinh va ky vao ban chup xac nhan vé
viéc da do1 chiu ndi dung gidy to do, khong duoc yeu cau nguoi di dang ky ndp ban sao
giay to do.

ot Déi’ voi giéy to xuat trinh khi dang ky ho tich, nguoi tiép nhan co trach nhiém
ki€m tra, doi chiéu vdi thong tin trong to khai, chup lai hodc ghi lai thong tin d€ luu trong
ho so va tra lai cho nguo1 xuat trinh, khong dugc yéu cau ndp ban sao hoac ban chup gidy
to do.

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

- Trwong hop cho phép nguoi yéu cau dang ky hé tich Idp vin ban cam doan vé ngi
dung yéu cau dang ky ho tich thi co quan dang ky ho tich phai giai thich ré cho nguoi lap
van ban cam doan vé trach nhiém, hé qua phap Iy cua viéc cam doan khong dung sy that.

Co quan dang ky ho tich tu chéi giai quyét hodc dé nghi co quan cé tham quyén hiiy
bo ket qua dang ky ho tich, néu co co so xac dinh noi dung cam doan khong dung sy that.

S6 lwong ho so: 01 bo

_Thoi han giai quyét: 03 ngay 1am viéc, trudng hop phai xac minh thi thoi han giai
quyét khong qua 08 ngay lam viéc.

Poi twong thuce hién thii tuc hanh chinh: C4 nhan

Co quan thyc hién thi tuc hanh chinh: Uy ban nhén dan cip x4 noi cu trG cua
ngudi cha hoac nguodi me thuc hién dang ky khai sinh két hgp nhan cha, me, con.

Co quan phdi hop: Khong.

Két qua thuc hién thi tuc hanh chinh: Gidy khai sinh, Trich luc ding ky nhan
cha, me, con (ban chinh).

Lé phi: Theo murc thu 1é phi do Hoi ddng nhan dan cép tinh quy dinh.

Mién 1& phi d6i voi truong hop dang ky khai sinh diing han; nguoi thudce gia dinh c6
cong vdi cach mang; ngudi thudc ho ngheo; nguoi khuyét tat.

MAiu don, miu to khai: To khai dang ky khai sinh, T¢ khai dang ky nhén cha, me,
con
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Yéu ciu, diéu kién thwe hién thi tuc hanh chinh:

- Bén nhan va bén duoc nhan 1a cha, me, con déu con séng;

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

- Truong hop nam, nt chung song v6i nhau nhu vo chong, khong dang ky két hon,
sinh con, nguoi con song cung voi nguoi cha, khi nguoi cha lam thu tuc nhén con ma
khong lién h¢ duoc voi nguoi me thi khong can ¢6 y kién cua ngudi me trong To khai
dang ky nhan cha, me, con.

Can cw phap ly:

- Luat Hon nhan va gia dinh nam 2014;

- Luat Ho tich nam 2014,

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cta Chinh phu quy dinh chi tiét
mot sO di€u va bién phap thi hanh Luat HO tich;

- Théng tw s6 04/2020/TT-BTP ngay 28/5/2020 ciia B¢ Tuw phdp quy dinh chi tiét thi

hanh mgt s6 diéu cia Ludt Hp tich va Nghi dinh s6 123/2015/NP-CP ngay 15/11/2015
cua Chinh phu quy dinh chi tiet mot so diéu va bién phap thi hanh Ludt Ho tich,

- Théng tw s6 85/2019/TT-BTC ngay 29/11/2019 ciia Bé Tai chinh hwéng dan vé phi
va l¢ phi thuoc tham quyén quyét dinh cua Hoi dong nhan dan tinh, thanh pho truc thugc
Trung wong.

5. Thu tuc diang ky khai tir
Trinh tu thuc hién

- Ngudi ¢o yéu ciu ding ky khai tir ndp ho so tai Uy ban nhan dan cdp xi c6 tham
quyen.

- Nguoi tiép nhan c6 trach nhiém kiém tra ngay toan bo hd so, ddi chiéu thong tin
trong To khai va tinh hop 1€ cta gidy to trong ho so do nguodi yéu cau ndp, xuat trinh.

- Néu hd so day du, hop 1&, nguoi tiép nhan ho so viét gidy tiép nhan, trong d6 ghi ro
ngay, gio tra két qua; néu ho so chua day du, hoan thién thi huéng dan nguoi nop ho so
bd sung, hoan thién theo quy dinh; truong hop khong thé bod sung, hoan thién ho SO ngay
thi phai lap thanh vin ban huéng dan, trong do néu ro loai gidy to, ndi dung can bo sung,
hoan thién, ky, ghi r ho, tén ctia nguoi tiép nhan.

- Ngay sau khi nhan da hd so theo quy dinh, néu théy thong tin khai tur day du va
phu hop, cong chire tu phap - ho tich bao cao Chu tich Uy ban nhéan dan cip xa. Truong
hop Chu tich Uy ban nhan dan cip xi dong ¥ giai quyét thi ky Trich luc khai tir cap cho
nguoi co yéu cau; cong chure tu phap - ho tich ghi vao S6 dang ky khai tir, huéng dan
ngudi yéu cau dang ky ho tich kiém tra ndi dung Trich luc khai tir va S6 dang ky khai ti,
cung ngudi di ding ky khai ttr ky tén vao Sb.

Cach thirc thyc hién:
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- Nguoi ¢o yéu cau dang ky khai tir truc tiép thuc hién hodc uy quyén cho ngudi
khac thyc hién viéc dang ky khai tir;

- Nguoi thye hién viéc dang ky khai tir o thé truc tiép nop ho so tai ij ban nhan
dan cap xi c6 thim quyén hodc gui hd so qua hé théng buu chinh hodc giri hd so theo hé
thng ding ky ho tich truc tuyén.

Thanh phan ho so:

* Gidy to' phdi xudt trinh

- Ho chiéu hoidc chirmg minh nhan dan hodc thé cin cude coéng dan hoidc cic gidy to
khac c6 dan anh va thong tin ca nhan do co quan c¢é tham quyén cap, con gia tri st dung
dé ching minh v€ nhan than cua nguoi c6 yeu cau dang ky khai tir;

- Gidy to chirmg minh noi cu trii cudi cung ctia nguoi chét dé xac dinh thAm quyén
(trong giai doan chuyén ti€p).

- Trudng hop khong xac dinh dugc noi cu tri cudi ciing ciia ngudi chét thi xuét trinh
gidy to chirng minh noi nguoi do chét hodc noi phat hién thi thé ciia nguoi chét.

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

* Gidy to phdi ngp

- T khai ding ky khai tir theo mau;

- Gidy béo tir hodc gidy to thay thé Gidy bao tir do co quan c6 tham quyén cép.

- Gidy to, tai liéu, chitng cit do co quan, té chire ¢6 tham quyén cdp hodc xdc nhdn
hop lé chung minh sy kién chét doi voi truong hop dang ky khai tr cho nguoi chét da lau,
khong co Gidy bao tir hodc giay to thay the Giay bdo tu.

- Vin ban uy quyén (dugc ching thuc) theo quy dinh ctia phép luat trong truong hop
uy quyén thuc hién viéc dang ky khai tu. Truong hop nguoi co trach nhiem dang ky khai
tir 14y quyén cho nguoi khdc thiee hién viéc dang ky khai tr ma nguoi dwgc uy quyén la

ong, ba, cha, me, con, vo, chong, anh, chi, em rudt ciia nguoi iy quyén thi van ban iy
quyén khong phai chitng thuec.

*Luuy:

- Trong thoi han 15 ngay ké tir ngay co nguoi chét thi vo, chong hodc con, cha, me
hodc nguoi than thich khac cta nguoi chét c6 trach nhiém di dang ky khai tu; truong hop
ngudi chét khong c6 ngudi than thich thi dai dién ctia co quan, t6 chirc, c4 nhan lién quan
¢6 trach nhiém di khai tur.

- D6i voi gidy to ndp, xuét trinh:
+ Truong hop ngudi yéu cau nop glay td 12 ban sao duoc cip tir s6 goc hodc ban sao
dugc ching thyc tir ban chinh thi nguoi tiép nhan hd so khong dugc yéu cau xuét trinh

ban chinh; néu nguoi yéu cau chi ndp ban chyup va xuét trinh ban chinh thi nguoi tlep
nhan ho so kiém tra, d6i chiéu ban chup véi ban chinh va ky vao ban chup xac nhan vé
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viéc da ddi chiéu noi dung gidy to d6, khong duoc yéu cau ngudi di ding ky ndp ban sao
gidy to do.

+ Poi v6i gidy to xuét trinh khi dang ky ho tich, nguoi tiép nhan c6 trach nhiém
kiém tra, doi chi€u vai thong tin trong to khai, chup lai hoac ghi lai thong tin dé luu trong
ho so va tra lai cho nguoi xuat trinh, khong duogc yéu cau ndp ban sao hoac ban chup gidy
to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhén dung, du ho so dang ky ho tich theo quy

dinh cta phap luat ho tich, khéng duoc yéu cau ngudi ding ky ho tich nop thém gidy to
ma phap luat hd tich khong quy dinh phai ndp.

S6 lwong ho so: 01 bo

Thoi han giai quyét: Ngay trong ngay tlep nhan yéu cau, truong hop nhan ho so
sau 15 gio ma khong giai quyét duoc ngay thi tra két qua trong ngay lam viéc tiép theo.

Poi twong thuc hién thi tuc hanh chinh: C4 nhan

Co quan thyc hién thu tuc hanh chinh:
- Uy ban nhan dan cip xa noi cu tri cudi ciing ciia ngudi chét thuc hién viéc dang ky khai
t;
- Uy ban nhan dan cip x4 noi nguoi d6 chét hoic noi phat hién thi thé nguoi chét thuc
hién viéc dang ky khai tr trong truong hop khong xac dinh dugc noi cu tra cudi cung cua
nguoi chét.

Co quan phéi hop: Khong.

Két qua thie hién thii tuc hanh chinh: Trich luc khai tir (ban chinh).

Lé phi: Theo murc thu 1é phi do Hoi dong nhan dan cép tinh quy dinh.
Mién 18 phi d6i voi truong hop dang ky khai tir dng han, nguoi thudc gia dinh c6 cong
v6o1 cach mang; ngudi thudc hd ngheéo; ngudi khuyet tat.

Miu don, miu to khai: To khai dang ky khai tir

Can cu phap ly:
- Luat Ho tich nam 2014;
- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh pht quy dinh chi tiét mot s6
di€u va bién phap thi hanh Luat H¢ tich;

- Théng tw 04/2020/TT-BTP ngay 28/5/2020 cia B Tw phdp quy dinh chi tiét thi hanh
mot s6 dieu cua Ludt HY tich va Nghi dinh s6 123/2015/NP-CP ngay 15 thang 11 nam
2015 cua Chinh phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh Ludt Ho tich,

- Théng tw s6 85/2019/TT-BTC ngay 29/11/2019 ciia Bé Tai chinh huéng dan vé phi va 1é
phi thuéc tham quyén quyét dinh cia HGi dong nhdn dan tinh, thanh phé truc thude
Trung wong.

CONG HOA XA HQI CHU NGHIA VIET NAM
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Poc lap - Tw do - Hanh phac

TO KHAI PANG KY KHAI TU

KTNN QU @) e

Ho, Chit dém, t81 NGUOT YBU CAU ...ooooccoeeeeeeceeeseeeseees e eeese e ess st

N L CU T B oo,

QUAN NE VT NEUTT A8 CHELL ..ottt
Pé nghi co quan ding Ky khai tir cho nguoi c6 tén dwéi day:

Ho, Chilt @M, TEN: ..ot et e e e ae e e e ee e re e e
Ngay, thang, NAM SINN: ....ociiii e

GiGi tinh: oo, DAN tOC . vveveeeeeeeeeeeeeeeeeeeeenn QUABC tICN: v,

Da chét vao 10C: oo Qi0 o phlt, Ngay ............. thang .......... nAM ..o
INOT CRELL e
NGUYBN NNAN CREL: ..ot
S6 Gidy bao tir/ Gidy to thay thé Gidy béo ta: @ o o (o YO
......................................................................................................... CAP NQAY ....... thang ...... nam ..........

T6i cam doan nhitng ndi dung khai trén day la dang su that va chiu trach nhiém trudc
phap lut vé cam doan ctia minh.

Lam tai: .o ,Ngay ... thang ....... nam ...

Ngudi yéu cau
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(Ky, ghi r6 ho, chir dém, tén)

Dé nghj cap ban sao®: C6 D Khéng []

Chu thich:

() Ghi rd tén co quan dang ky khai tir.

@ Ghi theo noi dang ky thuong trd; néu khong c6 noi ding ky thuong tra thi ghi
theo noi dang ky tam trt; truong hop khong c6 noi dang ky thuong tra va noi dang ky tam
trt thi ghi theo noi dang sinh séng.

() Ghi thdng tin vé gidy to tiy than nhu: ho chiéu, chang minh nhan dan hoic gidy
to hop 18 thay thé (vi du: Chang minh nhan dan s6 001089123 do Céng an thanh phd Ha
Noi cap ngay 20/10/2004).

) Néu ghi theo Gidy béo tu, thi gach cum tir “Gidy to thay thé Gidy bao tir”; néu
ghi theo s6 Gidy to thay thé Giay bao tir thi ghi rd tén, s6 gidy to va gach cum tir “Gidy
bao tir”; treong hop khong o thi muc nay dé trng

) P& nghi danh ddu X vao 6 néu c6 yéu cau cap ban sao va ghi rd sb luong.

6. Thu tuc dang ky khai sinh luu dong
Trinh ty thyc hién:

- Cong chirc tu phéap - ho tich cdp xi duoc giao nhiém vu ding ky khai sinh luu
dong c6 trach nhiém chuén bi ddy du mau To khai dang ky khai sinh, giay to ho tich va
di€u kién can thiét dé thuc hién dang ky luu dong tai nha riéng hodc tai dia di€m t6 chirc
dang ky luu dong, bao dam thuén lgi cho nguoi dan.

Tai dia diém dang ky ho tich luu dong, cong chirc tu phap - ho tich hudng dan nguoi

yéu cau dién diy du thong tin trong To6 khai dang ky khai sinh; kiém tra cac gidy to lam
co s cho viée dang ky khai sinh; viét Phiéu tiép nhan ho so.

- Sau khi tiép nhan du hé so, cong chirc tur phap - ho tich bao cao Chu tich Uy ban
nhan dan cap xa ky Gidy khai sinh va ghi ngi dung vao S6 dang ky khai sinh.
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- Cong chure tu phap - hg tich dem theo Gidy khai sinh va S6 dang ky khai sinh de
tra két qua cho ngudi c6 yéu ciu tai dia diém ding ky luu dong; huéng dan ngudi yéu cau
kiém tra ndi dung Gidy khai sinh va S6 ding ky khai sinh, ky, ghi rd ho, tén trong S6
dang ky khai sinh; tai muc “Ghi cha” trong S6 ding ky khai sinh ghi 16 “Pang ky luu
dong”.

- Trudng hop ngudi yéu cau khong biét chit thi cong chire tu phap - ho tich truc tiép
ghi T khai, sau d6 doc cho ngudi yéu cau nghe lai ndi dung va huéng dan nguoi dé diém
chi vao T& khai. Khi tra két qua ding ky ho tich, cong chirc tu phap - ho tich phai doc lai
n6i dung Gidy khai sinh cho ngudi yéu ciu nghe va huéng din ngudi d6 diém chi vao S6
dang ky khai sinh.

*Luuy:
- Béi véi viée xac dinh ho, dan tdc, dat tén cho tré:
+ Viéc xac dinh ho, dan toc, dat tén cho tré em phai phu hop voi phap ludt va yéu

cau gitk gin ban sdc dan téc, tdp qudn, truyén thong vin héa tét dep ciia Viét Nam,; khéng
dat tén qua dai, kho sw dung.

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

- Treong hop cho phép nguwoi yéu cdu dang ky hé tich Idp van ban cam doan vé ngi
dung yéu cau dang ky ho tich thi co quan dang ky ho tich phai gidi thich ro cho nguoi lap
van ban cam doan vé trach nhiém, hé qua phap ly cua viéc cam doan khong dung sy that.

Co quan dang ky ho tich tir chéi giai quyét hodc dé nghi co quan cé tham quyén hiiy
bo ket qua dang ky ho tich, néu co co so xac dinh noi dung cam doan khong dung su that.

Thanh phan hd so:
* Gidy to phdi xudt trinh
- Ho chiéu hodc chirng minh nhan dan hodc thé cin cudc cong dan hodc cac gidy to

khéac c6 dan anh va thong tin ¢4 nhan do co quan c¢6 tham quyén cap, con gia tri st dung
dé chirng minh vé nhan than ctia nguoi yéu cau dang ky khai sinh.

- Gidy to ching minh noi cu tri dé ching minh thém quyén dang ky khai sinh;
truong hop cha, me cua tré da dang ky két hon thi phai xuat trinh Gidy chirng nhan két
hon (trong giai doan chuyén tiep).

* Gidy to phdi nop:

- T khai ding ky khai sinh theo mau.

- Ban chinh Giy chiing sinh; truong hop khong co Gidy ching sinh thi ndp vin ban
cua nguoi lam chung xac nhén vé viéc sinh; néu khong c6 nguoi 1am ching thi phai ¢6
gidy cam doan vé viéc sinh;

- Truong hop khai sinh cho tré em sinh ra do mang thai hg phai c6 van ban xac nhan
cua co sO y t€ da thuc hién k¥ thuét ho tro sinh san cho viéc mang thai hg.
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S6 lwong ho so: 01 bg

Thoi han giai quyét: 05 ngay lam viéc.

P6i twong thuwe hién thi tuc hanh chinh: Ca nhan

Co quan thyc hién thi tuc hanh chinh: Uy ban nhan dén cdp x4 noi cu tri cia
nguoi cha hoac nguoi me.

Co quan phéi hep: Khong.

Két qua thyc hién thii tuc hanh chinh: Gidy khai sinh (ban chinh).

L¢ phi:

- Béi véi truong hop dang ky khai sinh khong dung han: theo murc thu 16 phi do Hoi
dong nhan dan cap tinh quy dinh.

- Mién 1¢ phi d6i vé6i trudng hop khai sinh dung han, nguoi thudc gia dinh c6 cong
v6i1 cach mang; nguoi thudoc ho nghéo; ngudi khuyét tat.

Mau don, miu to khai: To khai dang ky khai sinh

Yéu cau, diéu kién thuc hién thi tuc hanh chinh:

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 an phat tt ma khong con 6ng ba ndi,
ngoai va nguoi than thich khac hoac nhitng nguoi nay khong c6 diéu kién di dang ky khai
sinh cho tré.

Can cu phap ly:

- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét
mot sO di€u va bién phap thi hanh Luat Ho tich;

- Théng tw s6 04/2020/TT-BTP ngay 28/5/2020 ciia B¢ Tuw phdp quy dinh chi tiét thi
hanh mot so diéeu cua Ludt H;o” tich v,d ]\{gh_i dinh so 123/2015/ND-CP ngay 15/11/2015
cua Chinh phu quy dinh chi tiéet mot so diéu va bién phap thi hanh Ludt Ho tich;

- Thong tur 56 85/2019/TT-BTC ngay 29/11/2019 cuia B§ Tdi chinh hwdng ddn vé phi
va lé phi thuoc tham quyén quyét dinh cua Hoi dong nhan ddn tinh, thanh pho truc thuoc
Trung wong.

7. Thi tuc diing ky két hon lwu dong
Trinh tu thuc hién

- Cong chure tu phap - ho tich cap xa dugc giao nhiém vu dang ky két hoén luu dong
co :[réch nhiém chuan bi day du cac loai mau T¢ khai, giay to hg tich va diéu ki¢n can
thiét de thuc hién dang ky luu dong.

- Tai dia diém dang ky két hon luu dong, cong chuc tu phap - h tich co trach nhiém
kiém tra, xdc minh vé€ di€u kién két hon cta cac bén; hudng dan nguoi dan dién day du
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thong tin trong To khai dang ky ket hon. Néu hd so day di, hop 1€, cong chic tu phap -
ho tich tiép nhan ho so viét Phiéu tiép nhan hd so.

- Sau khi tiép nhan ho so, cong chirc tu phap - ho tich bao cao Chi tich Uy ban nhan
dan cap xa. Truong hop Chu tich Uy ban nhan dan dong y giai quyét thi ky cap 02 Gidy
chtng nhan két hon cho ngudi co yéu cau. Cong chire tu phap - ho tich ghi ndi dung ding
ky vao S6 ding ky két hon, hudng dan cic bén kiém tra ndi dung Gidy chimg nhéan két
hén va S6 dang ky két hon, ciing cac bén nam, nit ky vao S6 diang ky két hon, Gidy ching
nhén két hon theo quy dinh; tién hanh trao Giéy chirng nhan két hon cho céac bén tai dia
diém ding ky luu dong. Tai muc “Ghi cha” trong S6 ding ky két hon ghi 16 “Pang ky luu
dong”

- Trudng hop ngudi yéu cau khong biét chit thi cong chirc tu phap - ho tich truc tiép
ghi T khai, sau d6 doc cho nguoi yéu cau nghe lai nd1 dung va huong dan ngudi d6 diém
chi vao To khai. Khi trao Gidy ching nhan két hon, cong chuc tu phap - ho tich phai doc
lai nd1 dung G1ay chtng nhan két hon cho ngudi yéu cau nghe va hudng din nguoi dé
diém chi vao S6 dang ky két hon.

Thanh phan ho so"
* Gidy to phdi xudt trinh
- Ho chiéu hodc chimg minh nhan dan hodc thé cin cude cong dan hodc cac gidy to khac

c6 dan anh va thong tin ca nhan do co quan c6 tham quyén cap, con gia tri st dung dé
ching minh v€ nhan than cia nguoi c6 yéu cau dang ky két hon.

- Gidy to chimg minh noi cu tri dé xac dinh thim quyén (trong giai doan chuyén tiép).
* Gidy to phdi ngp
- To khai (,iéng ky két hon theo miu. Hai bén nam, nit c6 thé khai chung vao mot To khai
dang ky két hon.
S6 lwong ho so: 0] bo
Thoi han giai quyét: 05 ngay lam viéc.
Doi twong thuc hién thii tuc hanh chinh: C4 nhan

Co quan thue hién thii tuc hanh chinh: Uy ban nhan dan cip x4 noi cu tra cia
hai bén nam, ntr.

Co quan phdi hop: Khong.

_ Két qua thyc hién thii tuc hanh chinh: Gidy chimg nhan két hon (ban chinh),
moi bén vo, chong 01 ban.

L¢ phi: Mién 1¢ phi.
Miu don, miu to khai: To khai dang ky két hon.

Yéu cau, diéu Kkién thwe hién thii tuc hanh chinh:
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- Hai bén nam, n@t cung thuong tru trén dia ban cép xa ma mot hoac ca hai bén nam,
nit 1a nguoi khuyét tat, dm bénh khong thé di dang ky két hon duoc.

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

+ Téao hon, cudng ép két hon, lira ddi két hon, can tro két hon;

+ Ngudi dang co vo, ¢6 chong ma két hon voi ngudi khac hodc chua ¢ vo, chua co
chong ma két hon véi nguoi dang c6 chong, co vo;

+ Két hon giita nhitng nguoi cing dong mau vé truc hé; giita nhitg nguoi cé ho
trong pham vi ba doi; gitta cha, me nudi voi con nudi; gitra nguodi da tung 1a cha, me nudi
voi1 con nudi, cha chong voi con dau, me vg véi con ré, cha duong véi con riéng cua vo,
me ké v&i con riéng cua chong;

* Nha nuoc khong thira nhdn hon nhan gitka nhitng nguoi cung gioi tinh.

Can cu phap ly:

- Luat Hon nhan va gia dinh ndm 2014;

- Luat Ho tich nam 2014,

- Nghi dinh sé 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh chi tiét
mot sO di€u va bién phap thi hanh Luat Ho tich;

- Théng tw s6 04/2020/TT-BTP ngay 28/5/2020 ciia B¢ Tu phdp quy dinh chi tiét thi

hanh mgt s6 diéu cia Ludt Hp tich va Nghi dinh so 123/2015/NP-CP ngay 15/11/2015
cua Chinh phu quy dinh chi tiet mot so diéu va bién phap thi hanh Ludt Ho tich,

- Théng tur s6 85/2019/TT-BTC ngay 29/11/2019 ciia B$ Tai chinh hwéng ddn vé phi
va l¢ phi thuoc tham quyén quyét dinh cua Hoi dong nhdn ddn tinh, thanh pho truc thugc
Trung wong.

8. Thu tuc dang ky khai tir luu dong
Trinh ty thuc hién

- Cong chire tu phap - ho tich duge giao nhiém vu dang ky khai tir luu dong co trach
nhiém chuan bi day du mau To khai dang ky khai tir, giay to ho tich va diéu kién can thiét
dé thuc hi¢n dang ky luu dong tai nha riéng hodc tai dia di€m t6 chuc dang ky luu dong,
bao dam thudn lgi cho nguoi dan.

- Tai dia diém dang ky khai tr luu dong, cong chuc tu phap - ho tich hu:ong dan

nguoi yéu cau dién day di thong tin trong T¢ khai dang ky khai tu, kiém tra cac gidy to
1am co s& cho viéc dang ky khai tir; viét Phiéu tiép nhan hd so.
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- Sau khi tiép nhan ho so, cong chirc tu phap - ho tich bao cao Chi tich Uy ban nhan
dan cip xa. Truong hop Chu tich Uy ban nhan dan dong ¥ giai quyét thi ky Trich luc khai
tir va ghi ndi dung vao S6 dang ky khai tir.

- Cong chure tu phap - ho tich dem theo Trich lyc khai tir va S6 dang ky khai tur de
tra két qua cho ngudi c6 yéu ciu tai dia diém ding ky luu dong; huéng dan nguoi yéu cau
kiém tra noi dung Trich luc khai tir va SO ding ky khai ttr, ky, ghi 16 ho, tén trong S6
dang ky khai tir; tai muc “Ghi ch” trong S6 dang ky khai tir ghi rd “Pang ky luu dong”.

- Trudng hop ngudi yéu cau khong biét chit thi cong chire tu phap - ho tich truc tiép
ghi To khai, sau d6 doc cho ngudi yéu cau nghe lai ndi dung va huéng din nguoi dé diém
chi vao T¢ khai. Khi tra két qua, cong chuc tu phap - ho tich doc lai noi dung Trich luc
khai tir cho nguoi yéu cau nghe va hudng dan nguoi d6 diém chi vao SO ding ky khai tu.

Thanh phan ho so"
* Gidy to phdi xudt trinh
- Ho chiéu hodc chimg minh nhan dan hodc thé can cudc cong dan hodc cic gidy to

khéac c6 dan anh va thong tin ¢4 nhan do co quan c6 tham quyén cap, con gia tri st dung
dé chirng minh vé nhan than ctia nguodi ¢6 yéu cau dang ky khai tir;

- Gidy to chirmg minh noi cu tri cudi cung ctia nguoi chét dé xac dinh thim quyén
(trong giai doan chuyén ti€p).

- Trudng hop khong xac dinh dugc noi cu tri cudi ciing ciia ngudi chét thi xuét trinh
giay to ching minh noi nguoi dé chét hodc noi phat hién thi thé cua nguoi chét.

* Gidy to phdi nop
- To khai dang ky khai tir theo mau;
- Gidy béo tir hodc gidy to thay thé Gidy bao tir do co quan c6 tham quyén cap.
S6 lwong ho so: 01 b
Thoi han giai quyét: 05 ngay lam viéc.
Doi twong thue hién thii tuc hanh chinh: C4 nhan
Co quan thyc hién thi tuc hanh chinh:
- Uy ban nhén dan cép x4 noi cu tri cudi ciing cua ngudi chét;

- Uy ban nhan dan cap xi noi ngudi d6 chét hodc noi phat hién thi thé ngudi chét
thuc hién vi¢c dang ky khai tur trong truong hop khong xéc dinh dugce noi cu trd cudi
cung cua nguoi chét.

Co quan phdi hop: Khong.
Két qua thuwe hién thi tuc hanh chinh: Trich luc khai tir (ban chinh).
L¢ phi: Theo mirc thu 18 phi do Hoi ddng nhan dan cap tinh quy dinh.

Mién 18 phi di véi trudng hop ding ky khai tir dung han; ding ky cho ngudi thude
gia dinh c6 cong véi cach mang; ngudi thude hd ngheo; nguoi khuyet tat.
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Maiu don, mau to khai: To khai dang ky khai tir

Yéu cau, diéu kién thwe hién thii tuc hanh chinh

Ngudi chét khong co nguoi than thich, nguoi than thich khong sdng cung dia ban xa
hodc la nguoit gia, yéu, khuyét tat khong di dang ky khai tor dugce.

Can cw phap ly:

- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét
mot sO di€u va bién phap thi hanh Luat Ho tich;

- Thong tu 04/2020/TT-BTP quy dinh chi tiét thi hanh mét sé diéu cua Ludt HO tich
va Nghi dinh s6 123/2015/ND-CP ngay 15 thang 11 nam 2015 cua Chinh phu quy dinh
chi tiet mot so diéu va bién phdp thi hanh Ludt Ho tich;

- Thong tur s6 85/2019/TT-BTC ngay 29/11/2019 cua B¢ Tai chinh hudng dan vé phi
va lé phi thuoc tham quyén quyét dinh cua Hoi dong nhan ddn tinh, thanh pho truc thudc
Trung wong.

13. Thi tuc dang ky giam ho

Trinh tu thuc hién

- Nguoi co yéu cau dang ky giam ho ndp ho so tai Uy ban nhan dan cip x3 c6 thaim
quyeén.

- Nguoi tiép nhén co trach nhi¢m lgiém tra ngay toan bo ,hé) s0, xac dinh tinh hop 1¢
cua giay to trong ho so do ngudi yéu cau ndp, xuat trinh; doi chiéu thong tin trong To
khai véi gidy to trong ho so.

- Néu ho so day dﬁ’, hop 1€, nguoi t‘ié'p nhan ho so viét gidy tiép nhan, trong d6 ghi o
ngay, gio tra két qua; néu ho so chua day du, hoan thién thi huong dan nguoi ndp ho so
bd sung, hoan thién theo quy dinh; truong hop khong thé bd sung, hoan thién ho SO ngay
thi phai lap thanh vin ban huéng dan, trong do néu ro loai gidy to, ndi dung can bo sung,
hoan thién, ky, ghi r ho, tén ctia nguoi tiép nhan.

- Sau khi nhan du ho so, néu thay yéu cau ding ky giam h¢ du dicu kién theo quy
dinh phap luat thi cong chire tu phap - ho tich bao cao Chu tich Uy ban nhan dan cap xa.
Truong hop Chi tich Uy ban nhéan dan cap x3 dong y giai quyet thi cong chire tu phap -
ho tich ghi vao SO dang ky gidam hg, huong dan nguoi yéu cau dang ky ho tich kiém tra
noi dung Trich lyc dang ky giam ho va Soldang ky giam h9, cung nguoi di dang ky giam
ho ky vao S6. Chu tich Uy ban nhan dan cap xa cap Trich luyc dang ky giam h¢ cho nguoi
yéu cau.

Cach thire thyc hién:

- Nguoi ¢6 yéu cau ding ky giam hé truc tiép thuc hién hodc ty quyén cho nguoi
khéc thyc hién vi¢e dang ky gidm ho;
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- Nguoi thyc hién viée dang ky giam ho c6 thé truc tiép ndp hd so tai Uy ban nhan
dan cép xi c6 thAm quyén hodc guri hd so qua hé théng buu chinh hodc giri hd so theo hé
théng dang ky ho tich truc tuyén.

Thanh phan hd so:
* Gidy to phdi xudt trinh:
- Ho chiéu hoidc chirmg minh nhan dan hodc thé cin cude cong dan hodc cic gidy to

khac c6 dan anh va thong tin ¢4 nhan do co quan c6 tham quyén cap, con gia tri st dung
dé ching minh v€ nhan than cua nguoi ¢6 yéu cau dang ky gidm ho.

- Gidy to chimg minh noi cu tri dé xac dinh thim quyén dang ky giam ho (trong giai
doan chuyén tiép).

* Gidy to phdi njp
- To khai ding ky gidm ho theo mau.

- Vin ban cir ngudi giam ho theo quy dinh cta Bo luat dan su dbi voi truong hop
dang ky gidm hg cu.

- Gidy to chting minh diéu kién gidm ho duong nhién theo quy dinh ctia Bo luat dan
su dbi véi truong hop dang ky giam ho duong nhién. Truong hop c6 nhiéu ngudi cung dil
diéu kién lam giam ho duong nhién thi ndp thém vin ban thoéa thuan vé viée cir mot nguoi
lam gidm ho duong nhién.

- Vian ban uy quyén theo quy dinh cta phéap luat trong truong hop uy quyén thuc
hién viéc dang ky giam hg. Truwong hop nguoi duoc uy quyén la ong, ba, cha, me, con, vo,
chong, anh, chi, em rudt ciia ngwoi 1y quyén thi van ban iy quyén khéng phdi chimg
thue.

*Luuy:

- D6i v6i gidy to ndp, xudt trinh:

+ Truong hop ngudi yéu cau ndp gidy to 13 ban sao duge cap tir s6 gbc hodc ban sao
dugc chimg thue tr ban chinh thi nguoi ti€p nhén hé so khong duge yéu cau xuat trinh
ban chinh; néu nguoi yéu cau chi np ban chup va xuat trinh ban chinh thi ngudi tlep
nhan ho so kiém tra, dbi chleu ban chyp voi ban chinh va ky vao ban chup xac nhén vé
viéc da ddi chiéu noi dung gidy to d6, khong duoc yéu cau ngudi di dang ky ndp ban sao
gidy to do.

+ Poi v6i gidy to xuét trinh khi dang ky ho tich, ngudi tiép nhan c6 trach nhiém
kiém tra, doi chi€u vdi thong tin trong to khai, chup lai hoac ghi lai thong tin dé€ luu trong
ho so va tra lai cho ngudi xuat trinh, khong duge yéu cau ndp ban sao hodc ban chup gidy
to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, du ho so dang ky ho tich theo quy

dinh cta phéap luat ho tich, khong duoc yéu cau nguoi dang ky ho tich nop thém gidy to
ma phép luat ho tich khong quy dinh phai nop.

S6 lwong ho so: 01 bo
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Théi han giai quyét: 03 ngay lam viéc.
Déi twong thue hién thi tuc hanh chinh: C4 nhan, phap nhan.

Co quan thue hién thii tuc hanh chinh: Uy ban nhan dan cip xi noi cu tra cta
nguoi duge giam ho hoac nguodi gidm ho.

Co quan phéi hep: Khong.

Két qua thwe hién tha tuc hanh chinh: Trich luc dang ky giam ho (ban chinh).
L¢ phi: Mién 18 phi.

Mau don, miu to khai: To khai dang ky giam ho.

Can cw phap ly:

- B0 luat Dan su;

- Luat Ho tich nam 2014,

- Nghi dinh s0 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phi quy dinh chi tiét
mot sO di€u va bién phap thi hanh Luat HO tich;

- Thong tw 04/2020/TT-BTP ngay 28/5/2020 cua Bo Tw phdp quy dinh chi tiét thi
hanh mgt so dieu cua Ludt HY tich va Nghi dinh so 123/2015/ND-CP ngay 15 thang 11
nam 2015 cua Chinh phu quy dinh chi tiet mot so diéu va bién phap thi hanh Ludt HO
tich,

- Thong tur s6 85/2019/TT-BTC ngay 29/11/2019 ciia B$ Tai chinh hwdng ddn vé phi
va lé phi thuoc tham quyén quyét dinh cua Hoi dong nhan ddn tinh, thanh pho truc thuoc
Trung wong.

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phac

TO KHAI PANG KY GIAM HOQ
KINN QU Q) e

Ho, Chit dém, t81 NGUOT YBU CAU: ..cccccooeeooeeeeeeeeees e eeeseees st
P RN 3 E A

Pé nghi co' quan ding ky viéc giam hd giira nhirng nguoi ¢ tén dwéi day:
Ngwoi giam h:
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HO, CNT AEM, T8N oo
Ngay, thang, NAM STNN: ... e
GiGi tinh: oo, DAN EOC . vveveeeeeeeeeeeeeeeeeeeeen QUABC tiCN: v,

Nguwoi dwgc gidm ho:

HO, CRT AEM, T8N e
Ngay, thang, NAm SINN: .....cooiii e e
GiGi tinh: oo, DAN tOC . vveveeeeeeeeeeeeeeeeeeeeenn QUABC tICN: v,

T6i cam doan nhitng nodi dung khai trén day la dang su that va chiu trach nhiém trudc
phap luat vé cam doan cua minh.

Lam tai: oo ,ngay ... thang ... nam ..

Ngudi yéu cau
(Ky, ghi rd ho, chir dém, tén)

Dé nghi cap ban sao®: C6 D Khéng []
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Chu thich:

() Ghi r5 tén co quan ding ky gidam ho.

@) Ghi theo noi dang ky thuong tri, néu khong c6 noi ding ky thuong tra thi ghi theo noi
dang ky tam tra; treong hop khong cé noi dang ky thuong tri va noi dang ky tam tra thi ghi theo
noi dang sinh sbng.

®) Ghi théng tin vé gidy to tiy than nhu: ho chiéu, chang minh nhan dan hoac gidy to hop
16 thay thé (vi du: Chirng minh nhan dan s6 001089123 do Cong an thanh phé Ha Noi cap ngay
20/10/2014).

) P& nghi danh du X vao & néu c6 yéu cau cap ban sao va ghi rd sb luong.

14. Thi tuc ding Ky cham dirt giam ho
Trinh ty thuwe hién

- Nguoi co yéu cau dang ky cham durt giam ho ndp hd so tai Uy ban nhan dan cép x4
¢6 tham quyén.

- Nguoi tiép nhan c6 trach nhiém kiém tra ngay toan bd ho so, xac dinh tinh hop 18
cua gidy to trong ho so do nguoi yéu cau ndp, xuat trinh; doi chiéu thong tin trong T
khai véi gidy to trong ho so.

- Néu ho so day du, hop 18, ngudi tiép nhan ho so viét gidy tiép nhan, trong d6 ghi rd
ngay, gio tra két qua; néu ho so chua diy du, hoan thién thi huéng dan nguoi nop hé so
bd sung, hoan thién theo quy dinh; truong hop khong thé bd sung, hoan thién ho SO ngay
thi phai lap thanh vin ban huéng dan, trong do néu ro loai gidy to, ndi dung can bo sung,
hoan thién, ky, ghi r ho, tén ctia nguoi tiép nhan.

- Sau khi nhan da ho so, néu thdy yéu cau ding ky chidm dut giam ho du diéu kién
theo quy dinh phap luat thi cong chire tu phap - ho tich bao cao Chu tich Uy ban nhan dan
cap xa. Truong hop Chu tich Uy ban nhan déan cép xa dong y gidi quyét thi cong chuc tu
phap - ho tich ghi vao S6 ding ky cham dit giam ho, huéng dan nguoi yéu cau kiém tra
noi dung Trich luc dang ky cham dut giam ho va So6 ding ky cham dut giam ho, cung
nguoi di dang ky cham dat giam ho ky vao So. Chu tich Uy ban nhan dan cap xa cap
Trich luc dang ky cham dut giam ho cho ngudi yéu cau.

Cach thire thyc hién:

- Nguoi ¢6 yéu cau diang ky chidm dit giam ho truc tiép thuc hién hodc uy quyén cho
nguoi khac thuc hién viée dang ky cham dat giam hg;

- Nguoi thyc hién viée dang ky cham dut giam hg co thé truc tiép nop ho so tai Uy
ban nhan din cip xi c6 tham quyén hodc gui hd so qua hé thdng buu chinh hodc giri hd
so theo hé théng ding ky ho tich truc tuyén.

Thanh phan hd so:
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* Gidy to’ phdi xudt trinh
- Ho chiéu hoidc chimg minh nhan dan hodc thé cin cudc cong dan hodc cac gidy to

khac ¢ dan anh va thong tin ca nhan do co quan c6 tham quyén cap, con gia tri su dung
dé chimg minh vé nhan than ciia nguoi ¢6 yéu cau dang ky cham dirt giam ho.

Truong hop gui hd s0' qua h¢ théng buu chinh thi phai giri kém theo ban sao co
chtng thuc gidy to phai xuét trinh néu trén.

* Gidy to' phdi nop
- To khai ding ky chidm dit giam ho theo mAau.
- Gifiy to 1[am can ¢t chAm dut giam hg theo quy dinh cua B¢ luat dan su.

- Van ban uy quyén theo quy dinh cua phap luat trong truong hop uy quyén thuc
hién viéc dang ky cham dat giam ho. Truong hop nguwoi duwoc uy quyeén la ong, ba, cha,
me, con, vo, chong, anh, chi, em rudt ciia ngwoi iy quyén thi van ban ity quyén khéng
phdai ching thuec.

*Luuy:

- P6i v6i gidy to ndp, xuat trinh:

+ Truong hop ngudi yéu cau nop glay t& 12 ban sao duoc cap tir s6 goc hogc ban sao
dugc ching thue tir ban chinh thi nguoi tiép nhan hd so khong dugc yéu ciu xuat trinh
ban chinh; néu nguoi yéu cau chi nop ban chup va xuét trinh ban chinh thi nguoi tlep
nhan ho so kiém tra, dbi chleu ban chup v6i ban chinh va ky vao ban chup xac nhén vé
viéc da doi chiéu noi dung gidy to d6, khong duoc yéu cau ngudi di dang ky ndp ban sao
giay to do.

+ Pbi voi gidy to xuat trinh khi ddng ky ho tich, ngudi tiép nhan c6 trach nhiém
kiém tra, doi chiéu vdi thong tin trong to khai, chup lai hodc ghi lai thong tin d€ luu trong
ho so va tra lai cho nguo1 xuat trinh, khong dugc yéu cau ndp ban sao hoac ban chup gidy
to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, du ho so diang ky ho tich theo quy

dinh cta phap luat ho tich, khong duoc yéu cau nguoi dang ky ho tich nop thém gidy to
ma phap luat ho tich khong quy dinh phéi nop.

S6 lwgng ho so: 01 bé

Thoi han gii quyét: 02 ngay lam viéc.

P6i twong thuwe hién thi tuc hanh chinh: Ca nhan, phap nhan

Co quan thwe hién thi tuc hanh chinh: Uy ban nhan dan cip xi noi da ding ky
giam ho trude day.

Co quan phdi hop: Khong.

Két qua thye hién thi tuc hanh chinh: Trich luc ding ky cham dut giam ho (ban
chinh).
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L¢ phi: Mién 18 phi.

MAu don, miu to khai: To khai dang ky chAm dut gidam ho.

Can cu phap ly:

- B0 luat Dan su;

- Luat HO tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cta Chinh phu quy dinh chi tiét
mot sO di€u va bién phap thi hanh Luat HO tich;

- Thong tu"sél 04/2020/TT-BTP ngay 28/5/2020 cua B Tw phdp quy dinh chi tiét thi
hanh mot so dieu cua Ludt Ho tich va Ng},z,i dinh SO 1?3/2015/NB-CP ngay 15 thang 11
nam 2015 cua Chinh phu quy dinh chi tiét mot so diéu va bién phap thi hanh Ludt Ho
tich,

- Thong tur s6 85/2019/TT-BTC ngay 29/11/2019 cua B¢ Tai chinh hudng dan vé phi
va lé phi thuoc tham quyén quyét dinh cua Hoi dong nhan ddn tinh, thanh pho truc thudc
Trung wong.

CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI PANG KY CHAM DUT GIAM HQ

KINh gli: O et

Ho, Chit dém, t8Nn NGUOT YEU CAU...........oveeeieseeeeeeeesee et
INOT CU LT D)oottt ettt ettt e et e et et e et e et et e eeeee e et e ete et et e eae et eeeeeaeneenes

Pé nghi co quan ding ky cham durt viéc giam h giira:

Nguwoi giam ho:

[ (O TR0 011 e £<1 1 1O (=1 SRR
Ngay, thang, NAM SINN: ....c.iiiiiiiie bbb
GiGi tinh: oo, DAN tOC: v veveeeeeeeeeeeeeeeeeeeenne QUABC tiCh: o
DL 10 a5 10
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Nguwoi dwgc giam ho:

HO, CNT A€M, T8N oot e e st e st re e e s abe e e s ebae e s snbeeen
Ngay, thang, NAm STNN: ....oceoiiii e
GiGi tinh: oo, DAN EOC v veveveeeeeeeeeeeeeeerennn QUABC tiCh: v,
J L 105 10 TS

DA dang ky giam N tai @ ..ooiviviicce e
ngay ....... thang ......... nam ......... 1S O QUYEN SO oo,
Ly do chaAm dirt VIEC QIAM NO: ....vocveeeceeceeeeeeece et
Tui cam doan nhirng ndi dung khai tron doy 1a dyng sw that va chiu troch nhiém
trwd'c phop ludt vé cam doan clia mdnh.
Lam tai: ..o, , Ngay ...... thang ..... nam ....
Ngudi yéu cau

(Ky, ghi rd ho, chir dém, tén)

Dé nghi cap ban sao®: C6 D Khéng []

Chd thich:

@) Ghi rd tén co quan dang ky cham dut giam ho.

) Ghi theo noi dang ky thuong trd, néu khong co noi dang ky thuong tra thi ghi theo noi
dang ky tam tra; truong hop khong c6 noi dang ky thuong tra va noi dang ky tam tru thi ghi theo
noi dang sinh song.

@) Ghi thdng tin vé giay to ty than nhu: ho chiéu, chang minh nhan dan hoac gidy to
hop 1¢é thay thé (vi du: Chung minh nhan dan sé 001089123 do Cong an thanh phé Ha Noi cap
ngay 20/10/2014).

) Ghi rd tén co quan dang ky giam ho trudc day (s, ngay thang nim ding ky).

®) P& nghi danh dau X vao 6 néu c yéu cau cap ban sao va ghi rd sb lugng.
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15. Thii tuc thay ddi, cai chinh, bé sung théng tin hd tich
Trinh ty thuc hién

- Nguoi ¢6 yéu cau thay d01 cai chinh, b6 sung thong tin ho tich ndp hd so tai Uy
ban nhan dan cdp x3 c6 thim quyén.

- Nguoi tiép nhan co trach nhiém klem tra ngay toan bo hé so, xac dinh tinh hop 1¢
cua gidy to trong hd so do ngudi yéu cau ndp, xuit trinh; d6i chiéu théng tin trong T
khai v6i gidy to trong ho so.

- Néu hd so day du, hop 1¢, ngudi tiép nhan hd so viét gidy tiép nhan, trong d6 ghi 16
ngay, gio tra két qua; néu ho so chua day du, hoan thién thi huéng dan nguoi nop ho so
b6 sung, hoan thién theo quy dinh; truong hop khong thé bod sung, hoan thién ho SO ngay
thi phai 14p thanh vin ban hudng dan, trong do néu ro loai giay to, ndi dung can bd sung,
hoan thién, ky, ghi rd ho, tén clia nguoi tiép nhan.

- Sau khi nhan du gidy to theo quy dinh, néu thay viéc thay doi, cai chinh, b6 sung
thong tin ho tich 1a cé co so, phu hgp voi quy dinh ctia phap luat dan sy va phap luat co
lién quan, cong chirc tu phéap - ho tich bao cao Chi tich Uy ban nhan dan cap xi. Trudng
hop Chi tich Uy ban nhéan déan cap x4 dong ¥ giai quyét thi ky Trich luc ho tich tuong tng
(Trich lyc thay doi ho tich/Trich luc cai chinh h¢ tich/Trich luc bd sung thong tin ho tich)
cap cho ngudi yéu cau; cong chure tu phap - ho tich ghi n6i dung thay dbi, cai chinh, bb
sung thong tin ho tich vao SO dang ky thay d6i, cai chinh, bo sung thong tin ho tich, xac
dinh lai dan toc; hudng dan nguoi yéu cau kiém tra ndi dung gidy to ho tich va S6 ho tich,
cung nguoi yéu cau ky vao So.

Truong hop thay d6i, cai chinh, bd sung thong tin ho tich lién quan dén Glay khai
sinh, Gidy chimg nhan két hon thi cong chirc tu phap - ho tich ghi néi dung thay d6i, cai
chinh ho tich vao Gidy khai sinh, Gidy chiing nhan két hon; bo sung thong tin ho tich vao
muc twong tng va dong dau vao ndi dung bd sung.

Truong hop dang ky thay giéi, cai chinh ho tich khong phai tai noi dang ky ho tich
trudc day thi Uy ban nhan dan cap xa phai thong bao bang van ban kem theo ban sao trich
luc ho tich dén Uy ban nhan dan noi dang ky hd tich trude day dé ghi vao So6 ho tich.

~ Truong hop noi dang ky ho tich trude day la Co quan dai dién thi Uy ban nhan dan
cé}p xa phai thong bao bang van ban kém tbeo ban sao trich luc ho tich dén Bo Ngoai giao
deé chuyén dén Co quan dai di¢n ghi vao So6 ho tich.

Cach thirc thuc hién:

- Ngudi c6 yéu cau diang ky thay ddi, cai chinh, bd sung thong tin ho tich truc tiép
thuc hién hoac iy quyén cho nguoi khéc thyc hién;
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- Nguoi thyc hién viée dang ky thay doi, cai chinh, bd sung ho tich ¢ thé truc tiép
ndp ho so tai Uy ban nhan dan cip xd c6 thdm quyen hodc giri hd so qua hé thong buu
chinh hodc guri qua hé thong dang ky ho tich truc tuyén.

Thanh phan hd so:

* Gidy to’ phdi xudt trinh

- Ho chiéu hoidc chimg minh nhan dan hodc thé cin cudc cong dan hodc cac gidy to
khac ¢ dan anh va thong tin ca nhan do co quan c6 thAm quyén cap, con gia tri su dung

dé chirng minh vé& nhan than cia ngudi c6 yéu ciu ding ky thay doi, cai chinh, bd sung
thong tin ho tich.

- Gidy to chimg minh noi cu tri dé xac dinh thim quyen dang ky thay doi, céi chinh,
bo sung thong tin ho tich (trong giai doan chuyén tiép).

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

* Gidy to phdi ngp
- To khai dang ky thay doi, cai chinh, bo sung thong tin ho tich, xac dinh lai dan toc
theo mau.

- Gidy to 1am cin ct thay d6i, cai chinh, bo sung thong tin h tich.

- Van ban uy quyén theo quy dinh ctia phap luat trong truong hop Gy quyén thuc
hién viéc dang ky thay d6i, cai chinh, bo sung thong tin ho tich. Truong hop nguoi duoc
Uy quyén la ong, ba, cha, me, con, vo, chong, anh, chi, em rudt ciia ngwoi iy quyén thi
van ban uy quyén khong phai chung thyc.

*Luuy:

- P6i v6i gidy to ndp, xuat trinh:

+ Truong hop ngudi yéu cau nop glay t& 12 ban sao duoc cip tir s6 gbe hodc ban sao
dugc ching thuc tir ban chinh thi nguoi tiép nhan hd so khong dugc yéu ciu xuét trinh
ban chinh; néu nguoi yéu cau chi ndp ban chyup va xuat trinh ban chinh thi nguoi tlep
nhan hé so kiém tra, doi chleu ban chup voi ban chinh va ky vao ban chup xac nhan vé
viéc da ddi chiéu nodi dung gidy to d6, khong duoc yéu cau ngudi di ding ky ndp ban sao
giay to do.

+ Doi v6i gidy to xuat trinh khi ding ky ho tich, ngudi tiép nhan cé trach nhiém
kiém tra, doi chi€u vai thong tin trong to khai, chup lai hoac ghi lai thong tin dé€ luu trong
ho so va tra lai cho nguo1 xuat trinh, khong duogc yéu cau ndp ban sao hoac ban chup gidy
to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, du ho so dang ky ho tich theo quy

dinh cta phap luat ho tich, khéng duoc yéu cau nguoi ding ky ho tich nop thém gidy to
ma phép luat ho tich khong quy dinh phai nop.

S6 lwong ho so: 01 bg
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Thoi han giai quyét:

- 03 ngay lam viéc d6i véi yéu cau thay ddi, cai chinh ho tich; truong hop phai xac
minh thi thoi han giai quyét khong qua 06 ngay lam vigce.

- Ngay trong ngay lam viéc dbi voi yeu cau bd sung thong tin ho tich, truong hop
nhén hd so sau 15 gio ma khong giai quyét duoc ngay thi tra két qua trong ngay lam viée
tiép theo.

P6i twong thuwe hién thi tuc hanh chinh: Ca nhan

Co quan thyc hién thi tuc hanh chinh:

- Uy ban nhén dén cip x4 noi da dang ky ho tich trudc day hodc Uy ban nhan dan
cAp x3 noi cu tru cia nguoi co yéu cau c6 thim quyén giai quyét viéc thay doi, cai chinh
cho nguoi chua du 14 tudi, bd sung ho tich cho cong dan Vi¢t Nam cu tra ¢ trong nudc.

- Uy ban nhdn ddn cdp xd noi da dang ky khai tir triede ddy thiee hién viéc cdi chinh
noi dung dang ky khai tir.

Co quan phéi hop: Khong.

Két qua thuc hién thi tuc hanh chinh: Trich lyc thay d6i ho tich/Trich luc cai
chinh ho tich/Trich luc b6 sung thong tin ho tich (ban chinh).

Lé phi: Theo murc thu 1é phi do Hoi ddng nhan dan cép tinh quy dinh.

Mién 1§: phi cho nguoi thudce gia dinh c6 cong védi cach mang; nguoi thudc ho ngheo;
nguoi khuyét tat.

MAu don, miu to khai: T khai dang ky thay doi, cai chinh, b6 sung thong tin ho
tich, xac dinh lai dan toc.

Yéu ciu, diéu kién thue hién thi tuc hanh chinh:

+ Viéc thay doi ho, chir dém, tén cho ngudi du6i 18 tudi phai c6 sy dong ¥ clia cha,
me nguoi dQ va dugc thé hién ro trong To khai; do1 vol nguot tir du 9 tudi trd 1€n thi con
phai c6 su dong y cua nguoi do.

+ Vigc cai chinh ho tich chi duoc giai quyét sau khi ¢é di can cu dé xdc dinh c6 sai
sot do o1 cua cong chirc lam cong tac ho tich hoac cua nguoi yéu cau dang ky ho tich;
khong cai chinh ngi dung trén gidy to ho tich da dwoc cap hop 1¢ nham hop thirc hoa
thong tin trén ho so, giay to ca nhan khac.

+ Gidy to hé tich quy dinh dd cdp cho cd nhan theo quy dinh ctia phdp ludt vé hé
tich trudc ngay 01/01/2016 (ngay Ludt Ho tich co hi¢u luc) co gia tri su dung ma khong
phdi b6 sung thong tin ho tich con thiéu so véi biéu mau ho tich hién hanh.

+ Gidy to hé tich dugc cdp hop l¢ ké tir ngay 01/01/201 6 ma thong tin ho tich con
thiéu thi dwoc bé sung, néu cé gidy to, tai liéu do co quan, té chitc cé tham quyén cdp
hop lé chirng minh.
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Yéu cdau ghi bé sung quoc tich Viét Nam chi thuc hién doz Voi gidy to ho tich duogc
cap ké tir ngay 01/01/2016, sau khi dd xdc dinh nguoi yéu cau dang cé quoc tich Viét
Nam theo quy dinh cua Ludt Quoc tich Viét Nam.

Can cu phap ly:

- B6 luat Dan su;

- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét
mot sO di€u va bién phap thi hanh Luat Ho tich;

- Thong tu"sél 04/2020/TT-BTP ngay 28/5/2020 cua Bo Tuw phdp quy dinh chi tiét thi
hanh mot so diéu cua Ludt HO tich va Ng@i dinh s,(S 123/2015/NB-CP ngay 15 thang 11
nam 2015 cua Chinh phu quy dinh chi tiet mot so diéu va bién phap thi hanh Ludt Ho
tich,

- Thong tur s6 85/2019/TT-BTC ngay 29/11/2019 cua B¢ Tai chinh hudng dan vé phi
va l¢ phi thuoc tham quyén quyét dinh cua Hoi dong nhan ddn tinh, thanh pho truc thugc
Trung wong.

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

- TO KHAI PANG KY VIEC THAY DPOI, CAl CHINH,
BO SUNG THONG TIN HQ TICH, XAC PINH LAI DAN TQC

KINN QU Q) e

Ho, Chit d@m, tN NEWOT YEU CAUS ......vvvecevceeeecceeeee et
INOT CU T @) oo e e ettt e et et et et et et et et et et et et et et et et et et et et et et et et et et et et e et et et eeeneeees

Dé Nghi co quan dANg KY VIEC @) _..........cooiiviiiiies oo
cho nguoi co6 tén dudi day:

HOQ, Chlt @M, TN L.t b e et
Ngay, thang, NAM SINNI .....coiiiii e
Gigi tinh:...ceeeeen DAN LOC: ... et QUAC HICh: e
INOT CU T @) ettt ettt ettt ettt e e et e et et e s eeennen.



T6i cam doan nhiing ndi dung khai trén ddy 1a dung sy that va chiu trach nhiém truéc phap luat vé
cam doan cua minh.

Dé nghi c4p ban sao®: Co [, Khong (1.6 luong:........... ban®
Lam tai: oo , Ngay ......... thang ........ HAM. ..o
Nguwoi yéu ciu
(Ky, ghi r6 ho, chiz dém, tén)
Y kién cta nguoi duoc thay ddi ho, chir dém, tén Y kién cua cha va me (néu thay ddi ho, chir
(néu ngudi d6 tir da 9 tudi tré 1én); xac dinh lai dém, tén cho ngudi dudi 18 tudi)
dan toc (néu nguoi d6 tir du 15 tudi dén dudi 18
tudi)
Chu thich:

() Ghi 16 tén co quan ding ky viéc thay d6i, cai chinh, b6 sung théng tin ho tich, xac dinh
lai dan toc.

@) Ghi theo noi dang ky thuong tr; néu khong c6 noi ding ky thuong tri thi ghi theo noi
dang ky tam tra; truong hop khong co noi dang ky thuong tra va noi dang ky tam tra thi ghi theo
noi dang sinh song.
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@) Ghi thong tin vé gidy to tuy than, ghi 15 s0, co quan cép, ngay cap ho chiéu, chung
minh nhan dan hodc gidy to hop 1¢ thay the (V7 du: Chimg minh nhan dan s6 001089123 do Cong
an thanh pho Ha No6i cap ngay 20/10/2004).

) Ghi rd ndi dung loai viéc dé nghi dang ky.

Vi dy: thay d6i ho, tén/ cai chinh phan khai v& chit dém ciia ngudi me/ xéc dinh lai dan
tdc/ bd sung phan khai vé nam sinh cua nguoi cha.

®) Ghi 16 loai viéc ho tich da dang ky trude day c6 lién quan.

Vi du: DA ding ky khai sinh tai UBND xa Ha Hoi, huyén Thuong Tin, thanh phd Ha Noi
ngay 05 thang 01 ndm 2015, s6 10 quyén s6 01/2015.

©) Ghi 16 ndi dung thay ddi, cai chinh ho tich, bd sung thdng hé tich, x4c dinh lai dan toc

Vi du: - Pugc thay doi ho tir Nguyén Vin Nam thanh Vii Van Nam.

- Buoc cai chinh nam sinh tir 1975 thanh 1976
(M Pé nghi danh diu X vao 6 néu c6 yéu cau cap ban sao va ghi rd s luong.

16. Thii tuc cap Gidy xac nhén tinh trang hén nhan
Trinh tu thuc hién

- Nguoi c6 yéu cau cap Giay xac nhan tinh trang hon nhan ndp hd so tai Uy ban
nhan dan cap xa c6 tham quyén.

- Nguoi tiép nhan co trach nhi¢m kiém tra ngay toan bo ho 50, dbi chleu thong tin
trong T khai va tinh hop 18 cta gidy to trong hd so do ngudi yéu cau ndp, xuit trinh.

- Néu hd so day du, hop 1€, nguoi tlep nhan ho so viét gidy tiép nhan, trong do ghi
10 ngay, gio tra két qua; néu hd so chua ddy du, hoan thién thi hudng dan ngay dé ngudi
ndp hd so bo sung, hoan thién theo quy dinh; truong hop khong thé bd sung, hoan thién
h6 so ngay thi nguoi tiép nhan phai 1ap van ban hudng dan, trong d6 néu ro loai gidy to,
ndi dung can bo sung, hoan thién, ky, ghi 10 ho, tén cua nguoi tiép nhan.

- Sau khi nhan du ho so hop 18, cong chirc tu phap - ho tich kiém tra, xac minh tinh
trang hon nhan cua ngudi cé yéu cau.

- Truong hop ngudi yéu cau xac nhan tinh trang hon nhin d3 timg dang ky thudng
tra tai nhiéu noi khac nhau thi ngudi d6 c6 trach nhiém chimg minh vé tinh trang hon
nhan ctia minh. Trudng hop ngudi yéu cau khong ching minh duoc thi cong chire tur phéap
- ho tich bao cao Chu tich Uy ban nhan dan cép X4 ¢6 van ban dé nghi Uy ban nhan dan
cAp x4 noi ngudi d6 da ting dang ky thudng tr tién hanh kiém tra, xc minh vé tinh trang
hon nhan cua nguoi do.

Sau khi ngay nhan dugc vin ban dé nghi, Uy ban nhan dan cap xa dugc yéu cau,
tién hanh kiém tra, xac minh va tra 1oi bang van ban vé tinh trang hon nhéan trong thoi
gian thuong trii tai dia phuong ciia ngudi c6 yéu cau.
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Néu két qua kiém tra, xac minh cho thiy ngudi yéu cau c6 du diéu kién, viéc cap
Gidy x4ac nhan tinh trang hén nhan la phu hop quy dinh phap luat hodc sau thoi han 20
ngay ké tir ngay giri van ban yéu cau xdc minh ma khéng nhan dwge vin ban trd 1oi thi
cho phép nguwoi yéu cau cap Gidy xdc nhdn tinh trang hén nhdn cé vin ban cam doan vé
tinh trang hon nhdn cia minh, céng chirc tu phap - ho tich trinh Cha tich Uy ban nhan
dan ky cap 01 ban Gidy xac nhan tinh trang hon nhan dé sir dung vao muc dich két hon
cho ngudi yéu cau.

- Truong hop nguoi yéu cau cap lai Gidy xdc nhdn tinh trang hon nhan dé két hon
ma khong nop lai duoc Gidy xdc nhdn tinh trang hén nhan da dwoc cap trude ddy, thi
nguoi yéu cau phai trinh bay ro ly do khong nop lai duoc Glay xac nhdn tinh trang hon
nhén. Trong thoi han 03 ngay lam viéc ké tir ngay tlep nhéan ho so, co quan ding ky ho
tich ¢6 van ban trao déi véi noi du dinh dang ky két hon truée day dé xdc minh. Truong
hop khéng xdc minh dwgc hodc khéng nhdn dwoc két qua xdc minh thi co quan dang ky
hé tich cho phép nguwoi yéu cdu Idp van ban cam doan vé tinh trang hén nhan.

- Truong hop yéu cau cdp Gidy xdc nhan tinh trang hén nhdn dé sir dung vao muc
dich khac, khong phai dé dang ky ket hon thi trong Gidy xdc nhdn tinh trang hon nhdn
phai ghi ro muc dich sw dung, so lwong Giay xdc nhan tinh trang hon nhan dwoc cdp theo
Yyéu cau.

- Truong hop yéu cau cap Gidy xdc nhdn tinh trang hén nhan dé két hén véi nguwoi
cung gioi tinh hodc két hon voi nguoi nudc ngoai tai Co quan dai dién nwoc ngodi tai
Viet Nam thi co quan dang ky ho tich tw choi giai quyét.

Cach thirc thuc hién:

- Nguoi ¢6 yéu cau cip Gidy xac nhan tinh trang hon nhan tryc tiép thuc hién hoic
uy quyen cho nguoi khac thyc hién yéu cau cap Giay xac nhan tinh trang hon nhan;

- Ngudi thue hién yéu cau cép Gidy xac nhan tinh trang hon nhan c6 thé truc tiép
ndp ho so tai Uy ban nhan dan cip xi c6 thim quyén hodc guri h6 so qua hé thong buu
chinh hodc guri ho so theo hé théng ding ky ho tich truc tuyén.

Thanh phan hd so:
* Gidy to’ phdi xudt trinh
- Ho chiéu hodc ching minh nhan dan hodc thé cin cudc .cong dan hodc cac gidy to

khac c¢6 dan anh va thong tin ca nhan do co quan c6 thAm quyén cap, con gia tri str dung
dé chimg minh vé nhan than ciia nguoi ¢6 yéu cau cap Gidy xac nhan tinh trang hon nhan.

- Glay to' chimg minh noi cu tra cia nguoi yéu cau cap Gidy x4c nhan tinh trang
hon nhéan dé x4c dinh thAm quyén (trong giai doan chuyén tiép).

Truong hop guri ho so qua hé thdng buu chinh thi phai giri kém theo ban sao c6
ching thyc cac gidy to phai xuat trinh néu trén.

* Gidy to' phdi nop

- To khai cép Gidy xac nhan tinh trang hon nhan theo mau;
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- Truong hop nguoi yéu cau cap Gi‘éy xac nhan tinh trang hon nhan dé co vo hoac
chong nhung da ly hén hoac nguoi vg/chong da chét thi phai xuat trinh (ban chinh) hoac
ndp ban sao giay to hop I¢ dé chirng minh;

- Cong dan Viét Nam da ly hon, hity viéc két hon & nudc ngoai thi phai ndp ban sao
Trich luc ghi chu ly hon.

- Truong hop ca nhan yéu cdu cap lai Gidy xac nhan tinh trang hon nhan dé sir dung
vao muc dich khac hodc do Glay xac nhan tinh trang hon nhan da hét thoi han stir dung
theo quy dinh thi phai ndp lai Gidy xac nhan tinh trang hoén nhan da duoc cip trudc do.

- Van ban uy quyen theo quy dinh cua phap luit trong truong hop tuy quyén thuce
hién viéc dang ky thay doi, cai chinh, bd sung ho tich. Truong hop nguoi duoc iy quyén
la 6 ong, ba, cha, me, con, vo, chong, anh, chi, em rudt cia nguoi ity quyén thi vin ban iy
quyén khong phai chung thyec.

*Luuy:

- B6i v6i gidy to ndp, xudt trinh:

+ Trudng hop nguoi yéu cau ndp gidy to 1a ban sao dugc cip tir so goc hodc ban
sao dugc ching thyc tur ban chinh thi nguoi tiép nhan ho so khong dugc yéu cau xuét
trinh ban chinh; néu ngudi yéu ciu chi ndp ban chup va xuét trinh ban chinh thi ngudi
ti€ép nhan ho so ki€ém tra, doi chiéu ban chup v4i ban chinh va ky vao ban chup xac nhan
veé viéc da doi chi€u ndi dung giay to do, khong dugc yéu cau nguoi di dang ky ndp ban
sao gidy to do.

+ Pdi v6i gidy to xudt trinh khi dang ky ho tich, nguoi tiép nhan c6 trach nhiém
kiém tra, doi chiéu vdi thong tin trong to khai, chup lai hodc ghi lai thong tin d€ luu trong
ho so va trd lai cho nguoi xuat trinh, khong dugc yéu cau ndp ban sao hodc ban chup giay
to do.

+ Nguoi tiép nhan cé trach nhiém tiép nhan dung, di hd so dang ky ho tich theo
quy dinh cta phap luat ho tich, khong dugc yéu cau nguoi dang ky ho tich ndp thém giay
to ma phap luat ho tich khong quy dinh phai nop.

- Truong hop cho phép nguwoi yéu cau ding ky hé tich ldp vin ban cam doan vé ngi
dung yéu cau dang ky ho tich thi co quan dang ky ho tich phai giai thich ré cho nguoi lap
van ban cam doan vé trach nhiém, hé qua phap ly cua viéc cam doan khong dung sy that.

Co quan ddng ky hé tich tir chéi gidi quyét hodc dé nghi co quan cé tham quyén
huy bo két qua dang ky ho tich, néu co co so xdc dinh noi dung cam doan khong dung sw
that.

S6 lwong ho so: 01 bo

~ Thoi han giai quyét: 03 ngay lam viéc; truong hop phai xac minh thi thoi han giai
quyet khong qué 23 ngay.

Poi twong thuwe hién thi tuc hanh chinh: C4 nhan
Co quan thyc hién tha tuc hanh chinh:
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- Uy ban nhan dén cap xi noi ngudi yéu cau cip Gidy xac nhan tinh trang hon nhan
thuong tra.

- Truong hop ngudi yéu cau cip Gidy xac nhan tinh trang hon ‘nhan khong c6 noi
thuong tra nhung c¢6 dang ky tam tra theo quy dinh cua phap luat vé cu tra thi Uy ban
nhan dan cip x3 noi tam tra thyc hién viée cip Gidy xac nhén tinh trang hon nhan.

Co quan phoi hop: Uy ban nhin din cdp x3 noi thuong tra trudc day cua nguoi
yéu cau cap Gidy xac nhan tinh trang hon nhan (trudng hop nguoi yéu cau da thudng tra
& nhiéu noi khac nhau), Uy ban nhan dan noi dy dinh dang ky két hon trude ddy.

Két qua thwe hién thi tuc hanh chinh: Gidy x4c nhén tinh trang hon nhan.
Lé phi: Theo murc thu 1é phi do Hoi ddng nhan dan cép tinh quy dinh.

Mién 18 phi cho nguoi thude gia dinh c6 cong voi cach mang; nguoil thude ho
ngheo; nguoi khuyét tat.

MAu don, miu to khai: To khai cap Gidy x4c nhan tinh trang hon nhan.
Yéu cAu, diéu ki¢n thyc hién thii tuc hanh chinh:

Truong hop yéu cau x4c nhan tinh trang hon nhan nham muyc dich két hon thi ngudi
yéu cau phai dap tng du diéu kién két hon:

- Nam tir da 20 tudi tré 1én, nir tir da 18 tudi trd 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 mot trong cac truong hop cam két hon, gom:
+ Két hon gia tao, ly hon gid tao;

+ Tao hon, cudng ép két hon, lira ddi két hon, can tré két hon;

+ Nguoi dang c6 vg, c6 chong ma két hon véi nguodi khac hoac chua co6 vg, chua co
chong ma két hon vai nguoi dang cé chong, co vo;

+ Két hon gitra nhitng ngudi cing dong mau vé truc hé; giita nhimg ngudi co ho
trong pham vi ba doi; gitta cha, me¢ nudi véi con nudi; gitta nguoi da tirng 1a cha, me nudi
vO1 con nudi, cha chéng v6i con dau, me vo véi con 1€, cha duong véi con riéng cua vo,
me ké voi con riéng cta chong.

- Nha nudc khong thira nhdn hon nhan giita nhitng nguoi cung gioi tinh.

Truong hop yéu cdy cap Gidy xdc nhdn tinh trang hon nhan dé sir dung vao muyc
dich khac, khong phai dé dang ky két hon, thi nguoi yéu cau khong phai dap vng dieu
kién ket hon.

Can cwr phap ly:

- Luat Hon nhan va gia dinh nam 2014;

- Luat Ho tich nam 2014;
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- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phii quy dinh chi tiét
mot sO di€u va bién phap thi hanh Luat Ho tich;

- Thong tur s6 04/2020/TT-BTP ngay 28/5/2020 ciia B Tu phdp quy dinh chi tiét thi
hanh mot so diéu cua Ludt Hé tich vgi Nghj dinh so 123/2015/NP-CP ngay 15/11/2015
cua Chinh phu quy dinh chi tiet mot so diéu va bién phap thi hanh Ludt Ho tich,

- Théng tw s6 85/2019/TT-BTC ngay 29/11/2019 ciia Bg Tai chinh hudng dan vé
phi va lé phi thuéc tham quyén quyét dinh cua Hoi dong nhan dan tinh, thanh pho truc
thugc Trung wong.

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI CAP GIAY XAC NHAN TINH TRANG HON NHAN

KINN QU .ot

Ho, Chit dém, ten NGUOT YBU CAU .......o.cveieeeeceeeee ettt

N OE CU I B oottt e e e e e e e e et e et e et e e e et e e eeeaeeeeeeteeseeseeeeteeseeseeseeeaeeereans

Quan hé vai ngudi dugc cap Gidy xac nhan tinh trang hon NNAN: .........ccceveveeveeveeveeieeene,
Pé nghi cap Giay xac nhan tinh trang hon nhan cho nguéi c6 tén dwéi day:

Ho, CHlt @M, TN .ottt e e teen e b nreeneas
Ngay, thang, NAM SINN: ...ocoiiiii et
Giditinh: ...........cceeeee. DANOC .ooivniiiiiiiiee, QUAC HCN: e

N OT U ) oot e e e e e e e e e e e e e e e e e e e e e e et e e ee e s e e e e e e e e e e e aaeaanes
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To6i cam doan nhirng ndi dung khai trén day la dtng su that va chiu trach nhiém trudc
phap lut vé cam doan ctiia minh.

Lamtaii...vvicene, Ngay ... thang ......... nam ..............

Ngudi yéu cau
(Ky, ghi r6 ho, chir dém, tén)

Chd thich:

@ Ghi 5 tén co quan cap giay XNTTHN.

@ Trudng hop cong dan Viét Nam cu tri trong nude thi ghi theo noi ding ky thuong tri, néu khéng
¢6 noi dang ky thuong tra thi ghi theo noi dang ky tam tra.

TrwOng hop cung don Viét Nam cw try & nwdc ngoai thd ghi theo noi thuwdng

try hodc tam try & nwdc ngodi.

®) Ghi thong tin vé gidy to tiry than nhu: ho chiéu, ching minh nhan dan hozc gidy to hop Ié thay thé
(vi du: Ching minh nhan dan s6 001089123 do Cong an thanh phé Ha Noi cip ngay 20/10/2004).

@) Dc")i‘véri cong dan Viét Nam cu tr ¢ trong nudc thi ghi r6 tinh trang hon nhén hién tai: dang c6 vo
hogc cd chong; hodc chua déng ky ket hon véi ai; hodc da dang ky ket hon/da ¢ vo hodc chong, nhung da
ly hon hodc ngudi kia da chét,

45



DO v6i ngudi dang c6 volchong yéu cau xac nhan tinh trang hon nhan trong thoi gian trude khi dang ky
ket hon thi ghi: Trong thoi gian tir ngdy...théng....ndm....dén ngay....thang.....ndm....chua dang ky ket hon
Véi ai; hién tai dang c6 vo/chong 1a ba/ong... (Giay ching nhan két hén so ..., do ... cap
ngay...thang...nam).

Déi véi cong dan Viét Nam cu tra & nudc ngoai cd yéu cau xac nhan tinh trang hdn nhan trong thoi
gian cu tra tai Viét Nam truéc khi xuat canh; nguoi da qua nhiéu noi thuong tra khac nhau dé nghi xac
nhan tinh trang hén nhan tai noi thuong tri trude day thi khai vé tinh trang hén nhan caa minh trong thoi
gian da thuong trd tai noi d6 (Vi du: Khong dang ky két hén véi ai trong thoi gian cu tra tai
............................................ ,tirngay...... thang ... ndm ........ &n ngay ........ thang ... nam ........).

Déi voi cdng dan Viét Nam dang cu tra & nudc ngoai, ¢6 yéu cau xac nhan tinh trang hén nhan trong
thoi gian cu tri & nude ngoai, thi khai vé tinh trang hon nhan ciia minh trong thoi gian cu tra tai nude do
(Vi du: trong thoi gian cu tri tai CHLB Duc tir ngay ....... thang ..... nam ....... dén ngay ........ thang ....... nam
........ khong ding ky két hon vai ai tai Pai str quan Viét Nam tai CHLB Dric).

©) Ghi r& muc dich sir dung Gidy xac nhan tinh trang hon nhan. Truong hop sir dung Gidy xac nhan
tinh trang hon nhan dé két hon, thi phai ghi rd két hon véi ai (ho, chir dém, tén; ngay, thang, nim sinh;
qudc tich; gidy to tiiy than; noi cu tra); noi du dinh dang ky két hon.

17. Thu tuc dang ky lai khai sinh
Trinh tu thuc hién

- Ngudi ¢6 yéu cau diang ky lai khai sinh ndp ho so tai Uy ban nhan dan cap xi co
tham quyén.

- Nguoi tiép nhan c6 trach nhiém kiém tra ngay toan bd hd so, ddi chiéu thong tin
trong T& khai va tinh hop 1€ cta giay to trong ho so do nguoi yéu cau ndp, xuat trinh.

- Néu ho so day du, hop 1€, nguoi tlep nhan ho so viét gidy tiép nhan, trong d6 ghi 16
ngay, gio tra két qua; néu ho so chua diy du, hoan thién thi huéng din nguoi nop hd so
bd sung, hoan thién theo quy dinh; truong hop khong thé bod sung, hoan thién ho SO ngay
thi phai 14p thanh vin ban huéng dan, trong d6 néu rd loai gidy to, ndi dung can bo sung,
hoan thién, ky, ghi rd ho, tén clia nguoi tiép nhan.

- Sau khi tiép nhén ho so, cong churc tu phép - hd tich kiém tra, xac minh hd so.

Truong hop viéc dang ky lai khai sinh duoc thyc hién tai Uy ban nhan dan cip x4
khong phai not dang ky khai sinh tru6e day thi cong chire tu phap - ho tich bao cao Chu
tich Uy ban nhan déan cap xa c6 vin ban dé nghi Uy ban nhan dan cip x4 noi diang ky khai
sinh trudc day kiém tra, xac minh vé viéc luu giit s6 ho tich.

Sau khi nhén dugc van ban dé nghi, Uy ban nhan dan noi da dang ky khai sinh trude
day tién hanh klem tra, x4c minh va tra 161 bang vin ban vé viéc con luu gitt hodc khong
luu gitr dugc s6 ho tich.

Truwong hop gidy to ciia ngwoi yéu cau dang ky lai khai sinh khéng c6 théng tin
chung minh quan hé cha, me, con thi co quan dang ky ho tich cé van ban dé nghi co quan
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céng an c6 tham quyén xdc minh. Trieong hop co quan céng an tra 16i khéng cé thong tin
thi co quan dang ky ho tich cho nguoi yéu cau dang ky lai khai sinh ldp van ban cam
doan vé thong tin cua cha, me va xac dinh noi dung khai sinh theo van ban cam doan.

Sau khi nhan dugc két qua xac minh vé viéc khong con luu gitt dugce s6 ho tich tai
noi di ding ky khai sinh hodc sau thoi han 20 ngay ké tir ngay giri van bdn yéu cdu xdc
minh ma khéng nhdn dwoce van bdn tra loi, néu thiy viéc dang ky lai khai sinh chinh x4c,
dung quy dinh phap luat, cong chirc tu phap - h¢ tich bao cao Chu tich Uy ban nhan dan
cap xa. Truong hop Chu tich Uy ban nhan dan ddng ¥ giai quyét thi cong chirc tu phap -
ho tich ghi ndi dung khai sinh vao Sb dang ky khai sinh, huéng dan nguoi yéu cau kiém
tra ndi dung Gidy khai sinh va S6 dang ky khai sinh, cung nguoi di dang ky lai khai sinh
ky vao S6. Chu tich Uy ban nhan déan ky cap Gidy khai sinh cho nguoi ¢6 yéu cau.

*Luuy:

- P6i v6i gidy to ndp, xuat trinh:

+ Truong hop ngudi yéu cau ndp gidy to 13 ban sao duge cap tir s6 gbc hodc ban sao
dugc chimg thue tr ban chinh thi nguoi ti€p nhén ho so khong duge yéu cau xuat trinh
ban chinh; néu nguoi yéu cau chi ndop ban chup va xuat trinh ban chinh thi nguoi tlep
nhan ho so kiém tra, dbi chleu ban chyp voi ban chinh va ky vao ban chyp xac nhan vé
viéc da ddi chiéu noi dung gidy to d6, khong duoc yéu cau nguoi di dang ky ndp ban sao
giay to do.

+ Dbi voi gidy to xuat trinh khi dang ky ho tich, nguoi tiép nhan co trach nhiém
kiém tra, doi chi€u vdi thong tin trong to khai, chup lai hoac ghi lai thong tin dé€ luu trong
ho so va trd lai cho nguoi xuat trinh, khong dugc yéu cau ndp ban sao hodc ban chup giay
to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhén dung, du hd so ding ky ho tich theo quy

dinh cta phap luat ho tich, khéng duoc yéu cau nguoi ding ky ho tich nop thém gidy to
ma phap luat hg tich khong quy dinh phai nop.

- Trueong hop cho phép nguwoi yéu cdu dang ky hé tich Idp van ban cam doan vé ngi
dung yéu cau dang ky ho tich thi co quan dang ky ho tich phai giai thich ré cho nguoi lap
van ban cam doan vé trach nhiém, hé qua phap ly cua viéc cam doan khong dung sy that.

Co quan dang ky ho tich tir chéi gidi quyét hodc dé nghi co quan c6 tham quyén hiy
b6 két qua dang ky ho tich, néu cé co sé xdc dinh néi dung cam doan khéng ding sw thit.

Cach thirc thuc hién:

- Nguoi co yéu cau dang ky lai khai sinh truc tiép thuc hién hodc uy quyén cho
ngudi khéac thuc hién viée dang ky lai khai sinh;

- Nguodi thyc hién dang ky lai khai sinh co thé tryc tiép ndp ho so tai Uy ban nhan
dan cip xa c6 tham quyén hodc gui ho so qua hé théng buu chinh hodc giri hd so theo hé
thong dang ky tryc tuyén.

Thanh phan hd so:
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* Gidy to’ phdi xudt trinh

- Ho chiéu hoidc chimg minh nhan dan hodc thé cin cudc cong dan hodc cac gidy to
khac ¢ dan anh va thong tin ca nhan do co quan c6 thAm quyén cap, con gi tri str dung
dé chimg minh vé nhan than cta nguoi co yéu cau ding ky lai khai sinh.

- Gidy to ching minh noi cu tra dé xac dinh thdm quyén dang ky lai khai sinh (trong
giai doan chuyén tiép).

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

* Gidy to' phdi ngp

- To khai dang ky lai khai sinh theo mau, trong d6 c6 cam doan ctia nguoi yéu cau
vé viéc da ndp du cac gidy to hién co.

- Ban sao toan bd ho so, gidy to cua nguoi yéu cau hodc ho so, gidy to, tai liéu khac
trong do c6 thong tin lién quan dén ndi dung khai sinh, gom:

+ Ban sao Gidy khai sinh do co quan ¢ thém quyén ctia Viét Nam cép hop 18 (ban
sao dugc ching thyc tir ban chinh, ban sao dugc cap tir S6 dang ky khai sinh); Ban chinh
hodc ban sao gidy to co gia tri thay thé Gidy khai sinh dugc cép truéc nim 1945 & mién
Bic va trudc ndam 1975 & mién Nam.

+ Truong hop nguoi yéu cau khong c6 gidy to néu trén thi phai nop ban sao gidy to
do co quan, 6 chirc ¢6 tham quyén cia Viét Nam cap hop 1¢ nhu: Gidy ching minh nhan
dan, The can cudc cong dan hodc Ho chiéu; S6 ho khau, S6 tam tru, gidy to chimg minh
vé noi cu tru; Bang t6t nghiép, Gidy chung nhén, Ching chi, Hoc ba, ho so hoc tap do co
quan c6 thim quyén cip hodc xac nhan; gidy to khac c6 thong tin vé ho, chir dém, tén,
ngay, thang, ndm sinh cta ca nhan.

Nguoi yéu cau dang ky khai sinh ¢6 trdch nhiém ndp day du ban sao céc giay to néu
trén (n€u co) va phai cam doan da ndp du cac gidy to minh co; chiu trach nhi¢m, h¢ qua
cua viéc cam doan khong dung su that.

- Truong hop ngudi yéu cau ding ky lai khai sinh 1a can bd, cong chuc, vién chuc,
nguoi dang cong tac trong lyc lugng vii trang thi phai c6 van ban xac nhén cua Thu
truong co quan, don vi v€ viéc nhitng ndi dung khai sinh cua nguoi dé gom ho, chir dém,
tén; gidi tinh; ngay, thang, nam sinh; dan tdc; quoc tich; qué quan; quan hé cha - con, me
- con phu hop véi hd so do co quan, don vi dang quan 1y.

- Van ban uy quyén theo quy dinh cta phép luét trong truong hop uy quyén thuc
hién viéc dang ky lai khai sinh. Truong hop nguoi dwoc uy quyén la ong, ba, cha, me,
con, v, chong, anh, chi, em rudt ciia nguoi ity quyén thi van ban iy quyén khong phdi
chitng thyec.

S6 lwong ho so: 01 bg

_Thoi han giai quyét: 05 ngay lam viéc; truong hop phai xac minh thi thoi han giai
quyét khong qua 25 ngay.
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P6i twong thuwe hién thi tuc hanh chinh: C4 nhan

Co quan thwe hién thi tuc hanh chinh: Uy ban nhan dan cip xi noi da ding ky
khai sinh tru¢c day hodc Uy ban nhan dan cap xa noi nguoi yéu cau dang ky lai khai sinh
thuong tra.

Co quan phdi hep: Uy ban nhan dan cip x3 noi nguoi yéu cau dang ky lai khai sinh
da dang ky khai sinh trudc day trong truong hop thuc hién dang ky lai khai sinh tai Uy
ban nhan dan cip xa noi thuong tru.

Két qua thwe hién thi tuc hanh chinh: Gidy khai sinh (ban chinh).

L¢ phi:

- Theo murc thu 18 phi do Hoi dong nhan déan cép tinh quy dinh.

- Mién 1é phi’ cho ngudi thudc gia dinh c6 cong véi cach mang; nguoi thude hd
ngheo; nguoi khuyét tat.

Mau don, miu to khai: To khai dang ky lai khai sinh

Yéu cau, diéu kién thuc hién thi tuc hanh chinh

- Vi€c khai sinh da duoc dang ky tai co quan co tham ,quyén cia Viét Nam trudce
ngay 01/01/2016 nhung S6 dang ky khai sinh va ban chinh Giay khai sinh déu bi mat.

- Nguoi ¢6 yéu ciu con song tai thoi diém yéu cau dang ky lai.

Can cu phap ly:

- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cta Chinh phu quy dinh chi tiét
mot sO di€u va bién phap thi hanh Luat HO tich;

- Théng tw s6 04/2020/TT-BTP ngay 28/5/2020 ciia B¢ Tuw phdp quy dinh chi tiét thi
hanh mét s6 diéu cia Ludt HY tich va Nghi dinh sé 123/2015/NP-CP ngay 15/11/2015
cua Chinh phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh Ludt Ho tich,

- Théng tw s6 85/2019/TT-BTC ngay 29/11/2019 ciia Bé Tai chinh hwéng dan vé phi
va 1é phi thudc tham quyén quyét dinh cia Hoi dong nhan déan tinh, thanh phé truc thudéc
Trung wong.

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI PANG KY LAl KHAI SINH
KINN QU D

Ho, Chit dém, t8n NGUOT YEU CAU .......cv.cveeeieeeeeeeeeee et esess st
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Quan hé vai nguoi dugC Khai SINN: e
Pé nghi co quan ding ky lai khai sinh cho ngwoi c6 tén dwéi diy:

Ho, Chilt @M, TEN: ..ottt e e e e eearee e
Ngay, thang, nam sinh: ........c.ccccceeveieniiiieieeee ghi baNg T oo,

Ho, chir dém, té€n ngwol Cha:...........cooiii e

Nam sinh: @i, Dan toC:......ccvuee. (U1l 110 2

DS u L

Da dang ky khai sinh tai: © ..o

Gidy khai sinh s6: ... ,quyénsé ... ngay ...l ... T

T6i cam doan nhitng ndi dung khai trél} day 1a ding sy that va da ndp du cac gidy to hién
C0. TAi chiu trach nhiém trudc phap luat ve viéc cam doan ctiia minh.

Lamtai: ... , NQAY ........... thang ......... nam .............

Nguoi yéu cau

(K, ghi r8 ho, chiz dém, tén)

Dé nghi Cé"p ba"n SaO(B): Cé D, Khéng D ----------------------------
S6 luong:....... ban Chu thich:

(D) Ghi rd tén co quan dang ky lai khai sinh
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@ Ghi theo noi dang ky thuong tri; néu khong co noi diang ky thuong tra thi ghi
theo noi dang ky tam tru; treong hop khong c6 noi dang ky thuong tra va noi dang ky tam
trd thi ghi theo noi dang sinh song.

@) Ghi thdng tin vé gidy to tly than cua nguoi di dang ky, ghi rd sb, co quan cép,
ngay cap ho chiéu, chitng minh nhan dan hoic gidy to hop 18 thay thé (Vi du: Chang
minh nhan dan s 001089123 do Cdng an thanh ph Ha Noi cip ngay 20/10/2004).

@ Truong hop sinh tai co s y té thi ghi 1 tén co sd Yy té va dia chi co so y té do;
truong hop sinh ra ngoai co sé'y té thi ghi dia danh caa 03 cdp hanh chinh (x&, huyén, tinh)
noi sinh ra; truong hop khong 1 noi sinh day du thi chi ghi dia danh hanh chinh cap tinh.

) Ghi day du ngay, thang sinh caa cha, me (néu cd).

) Ghi tén co quan da diang ky khai sinh trudc day.

() Chi khai trong truong hop biét rd.

® Pé nghi danh dau X vao 6 néu c6 yéu cau cip ban sao va ghi rd sé luong.

18. Thii tuc ding Ky khai sinh cho ngwoi di c6 ho so, gidy to ca nhan
Trinh tu thuc hién

- Nguoi ¢6 yéu cau dang ky khai sinh nop ho so tai Uy ban nhan dan cip xi co
tham quyén.

- Ngudi tiép nhan co trach nhiém kiém tra ngay toan bo ho so, ddi chiéu thong tin
trong T khai va tinh hop 1€ cua giay to trong ho so do ngudi yéu cau ndp, xuat trinh.

- Néu ho so day du, “hop 1€, nguoi tlep nhan ho so viét gidy tiép nhan, trong d6 ghi
13 ngay, gio tra két qua; néu ho so chua diy du, hoan thién thi huéng dan nguoi nop hd so
bd sung, hoan thién theo quy dinh; truong hop khong thé bod sung, hoan thién ho SO ngay
thi phai lap thanh vin ban huéng dan, trong do néu ro loai gidy to, ndi dung can bo sung,
hoan thién, ky, ghi rd ho, tén clia nguoi tiép nhan.

- Sau khi tiép nhan }16 s0, cong chirc tu phap - ho tich kiém tra, xac minh hd so.
Trong truong hop can thiét, cong chue tu phap - ho tich bao cao Chu tich Uy ban nhan
dan cap xa c6 van ban dé nghi Uy ban nhan dan cap x4 noi cu tra trude diy cta nguoi yéu

cau dang ky khai sinh dé kiém tra, xac minh vé viéc dang ky khai sinh va viéc luu giit s6
ho tich.

Sau khi nhan dugc van ban de nghi, Uy ban nhdn dan cip xi noi nguoi yéu cau
dang ky khai sinh cu tra trudc day tién hanh kiém tra, xdc minh va tra 15i bang van ban vé
viéc ngudi yéu cau da dugc ding ky khai sinh hay chua dugc dang ky khai sinh; viéc con
Iuru giit hodc khong luu gilr duge s6 ho tich.
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Trieong hop gidy to ciia ngwoi yéu cau ding ky khai sinh khéng c6 théng tin chirng
minh quan hé cha, me, con thi co quan ding ky ho tich c6 van ban dé nghi co quan cong
an ¢é tham quyén xdc minh. Truwong hop co quan cong an trd 16i khéng cé thong tin thi
co quan dang ky hé tich cho nguoi yéu cau dang ky khai sinh Idp van ban cam doan vé
thong tin cua cha, me va xac dinh noi dung khai sinh theo van ban cam doan.

Sau khi nhan dugc két qua xac minh hodc sau thoi han 20 ngay ké tir ngdy giri vin
ban yéu cau xdc minh ma khéng nhdn dwoc van ban tra 1oi, néu thay ho so dang ky khai
sinh Ia day du, chinh xac, dang quy dinh phap luat, cong chirc tw phap - ho tich bao cao
Chu tich Uy ban nhan dan cip xi. Trudng hop Chu tich Uy ban nhan dan cdp xa dong y
giai quyét thi ~cong chure tu phap - ho tich ghi ndi dung khai sinh vao S6 dang ky khai
sinh, huéng dan ngudi yéu cau kiém tra noi dung Gidy khai sinh va So ding ky khai sinh,
cung nguoi di dang ky khai sinh ky tén vao S6. Chu tich Uy ban nhan din cdp xa cap
Gidy khai sinh cho nguoi duoc dang ky khai sinh.

Cach thirc thuc hién:

- Nguoi c6 yéu cau dang ky khai sinh tryc tiép thyc hién hodc ty quyén cho ngudi
khac thuc hién viéc dang ky khai sinh;

- Nguoi thuc hién viée dang ky khai sinh c6 thé truc tiép nop ho so tai Uy ban nhan
dan cap xa c6 tham quyén hoac g1 ho so qua hé thong buu chinh hodc gtri qua hé thong
dang ky tryc tuyén.

Thanh phan ho so"

* Gidy to phdi xudt trinh

- Ho chiéu hodc chimg minh nhan dan hodc thé cin cudc cong dan hodc cac gidy to
khéac c6 dan anh va thong tin ¢4 nhan do co quan c¢6 tham quyén cap, con gia tri st dung
dé ching minh v€ nhan than cua nguoi ¢6 yéu cau dang ky khai sinh (gidy to tuy than).

- Gidy to ching minh noi cu tra dé xac dinh thim quyén diang ky khai sinh (trong
giai doan chuyén ti€p).

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

* Gidy to phdi nop

- T& khai dang ky khai sinh theo mau.

- Vin ban cam doan ctia ngudi yéu cau vé viée chua duge ding ky khai sinh.

- Ban sao toan bo ho so, giéy t& clia ngudi yéu cu hoac hé so, gidy to, tai liéu khac
trong d6 c6 thong tin lién quan dén noi dung khai sinh, gom: Glay ching minh nhan dan,
Thé can cude cong dan hoac HO chiéu; S6 ho khau, S6 tam tru, gidy to ching minh vé noi
cu tru; Bang t6t nghiép, Gidy ching nhan, Chimg chi, Hoc ba, Ho so hoc tap do co quan

c6 tham quyén cap hodc xac nhan; gidy to khac c6 thong tin vé ho, chit dém, tén, ngay,
thang, ndm sinh cta ca nhan.

52



Nguoi yéu cau dang ky khai sinh c6 trach nhiém nop day du ban sao céac gidy to néu
trén (néu c6) va phai cam doan di ndp du cac gidy to minh co; chiu trach nhiém, hé qua
cua viéc cam doan khong dung su that.

- Trudng hop ngudi yéu cau ding ky khai sinh 13 can bo, cong chirc, vién chic,
nguoi dang cong tac trong luc lugng vii trang thi phai c6 van ban xac nhén cua Thu
truong co quan, don vi vé€ viéc nhitng ndi dung khai sinh cua ngudi do gdm ho, chit dém,
tén; gidi tinh; ngay, thang, nam sinh; dan tdc; quoc tich; qué quan; quan h¢ cha - con, me
- con phu hop véi hd so do co quan, don vi dang quan 1y.

- Vin ban uy quyén theo quy dinh cua phap luit trong truong hop uy quyén thuc
hién viéc dang ky khai sinh. Truong hop nguwoi duoc uy quyén la ong, ba, cha, me, con,
vo, chong, anh, chi, em rudt ciia nguwoi iy quyén thi van ban iy quyén khong phdi chiing
thue.

*Luuy:

- B6i v6i gidy to ndp, xudt trinh:

+ Trudng hop nguoi yéu cau ndp gidy to 1a ban sao dugc cap tir so gbc hodc ban
sao dugc ching thyc tr ban chinh thi nguoi ti€p nhan hé so khong dugc yéu cau xuat
trinh ban chinh; néu ngudi yéu cau chi ndp ban chyp va xuat trinh ban chinh thi nguoi
ti€ép nhan ho so ki€ém tra, doi chiéu ban chup v4i ban chinh va ky vao ban chup xac nhan
ve€ viéc da doi chiéu ndi dung gidy to do, khong duge yéu cau nguoi di dang ky ndp ban
sao gidy to do.

+ Pdi v6i gidy to xuat trinh khi dang ky ho tich, ngudi tiép nhan c6 trach nhiém
kiém tra, doi chiéu vdi thong tin trong to khai, chup lai hodc ghi lai thong tin d€ luu trong
ho so va tra lai cho nguoi xuat trinh, khong dugc yéu cau ndp ban sao hodc ban chup giay
to do.

+ Nguoi tiép nhan cé trach nhiém tiép nhan dung, di hd so dang ky ho tich theo
quy dinh cta phap luat ho tich, khong dugc yéu cau nguoi dang ky ho tich ndp thém giay
to ma phap luat ho tich khong quy dinh phai nop.

- Truong hop cho phép nguwoi yéu cau ding ky hé tich ldp vin ban cam doan vé ngi
dung yéu cau dang ky ho tich thi co quan dang ky ho tich phai giai thich ré cho nguoi lap
van ban cam doan vé trach nhiém, hé qua phap ly cua viéc cam doan khong dung su that.

Co quan dang ky ho tich ti chéi gidi quyet hodc dé nghi co quan cé tham quyén
hity b6 két qua dang ky ho tich, néu cé co sé xdc dinh néi dung cam doan khéng ding suw
that.

S6 lwong ho so: 01 bo

Thoi han gidi quyét: 05 ngay lam viée; truong hop phai xac minh thi thoi han giai
quyet khong qué 25 ngay.

Poi twong thuwe hién thi tuc hanh chinh: C4 nhan
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Co quan thyc hién thi tuc hanh chinh: Uy ban nhan dan cép xa noi nguoi yéu
cau cu tru.

Co quan phdi hop: Uy ban nhan dan cép x3 noi nguoi yéu cau dang ky khai sinh
cu tra trude day.

Két qua thwe hién thi tuc hanh chinh: Gidy khai sinh (ban chinh).

L¢ phi:

- Theo murc thu 18 phi do Hoi dong nhan déan cap tinh quy dinh.

- Mién 1& phi cho nguoi thuge gia dinh c¢6 coéng voi cach mang; nguoi thuge ho
nghéo; nguodi khuyét tat.

MAu don, miu to khai: To khai ding ky khai sinh

Yéu cau, diéu kién thuc hién thi tuc hanh chinh

Cong dan Viét Nam cu tra trong nudc, sinh trude ngay 01/01/2016, chua dugce dang
ky khai sinh, c¢6 ho so, glay to' ca nhan (ban chinh hodc ban sao dugc ching thuc hop 1¢)
nhu: gidy to tiy than; So ho khau; S6 tam tra; gidy to khic do co quan nha nudc c¢6 tham
quyen cua Viét Nam cap

Can cu phap ly:

- Luat H6 tich nam 2014;

- Nghj dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét
mot sO di€u va bién phap thi hanh Luat Ho tich;

- Théng tw s6 04/2020/TT-BTP ngay 28/5/2020 ciia B¢ Tw phdp quy dinh chi tiét thi
hanh mot so diéeu cua Ludt H;o” tich vgi Nghj dinh so 123/2015/ND-CP ngay 15/11/2015
cua Chinh phu quy dinh chi tiet mot so diéu va bién phap thi hanh Ludt Ho tich;

- Théng tw s6 85/2019/TT-BTC ngay 29/11/2019 cia BJ Tai chinh hwdng din vé
phi va lé phi thuéc tham quyén quyét dinh cua Hoi dong nhan dan tinh, thanh pho truc
thugc Trung wong.

19. Thii tuc ding ky lai két hon

Trinh tu thuc hién

- Nguoi co yéu cau ding ky lai két hon ndp hd so tai Uy ban nhan dén cip xi c6
tham quyén.

- Nguoi tiép nhan c6 trach nhiém klem tra ngay toan bd ho so, xac dinh tinh hop 1&
cla gidy to trong hd so do ngudi yéu cau ndp, xuit trinh; d6i chiéu théng tin trong T&
khai voi gidy to trong hd so.

- Néu ho so:day du, hop 1¢, nguoi tiép nhan ho so viét gidy tiép nhan, trong do ghi
0 ngay, gio tra két qua; néu ho so chua day du, hoan thién thi huéng dan ngay dé nguoi
ndp ho so bd sung, hoan thién theo quy dinh; truong hop khong thé bd sung, hoan thién
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hé so ngay thi nguoi tiép nhan phai lap van ban hudng dan, trong d6 néu 6 loai gidy to,
ndi dung can bd sung, hoan thi¢n, ky, ghi r6 ho, tén ctia nguoi tiép nhan. ho so.

- Sau khi tiép nhén hd so, cong churc tu phép - ho tich kiém tra, x4c minh ho so.

Truong hop viéc ding ky lai két hon thyuc hién tai Uy ban nhan dan cip xi khong
phai noi di ding ky két hon trude ddy thi cong chire tr phap - ho tich bao cao Chu tich
Uy ban nhdn dan c6 van ban dé nghi Uy ban nhin dan noi ding ky két hon trudc day
kiém tra, xac minh vé viéc luu gilt s6 ho tich tai dia phuong.

Sau khi nhin dugc van ban d& nghi, Uy ban nhan din noi d3 diang ky két hon trude
day ti€n hanh kiém tra, xac minh va tra 161 bang van ban vé viéc con luu gitt hodc khong
luu gitt duge SO ho tich.

- Sau khi nhan duoc két qua xéc minh vé viéc khong con lru giir duge S6 ho tich tai
noi da dang ky két hon hodc sau thoi han 20 ngay ké tir ngay gui van ban yéu cau xdc
minh ma khéng nhdn dwoc van ban tra loi, néu thdy ho so day du, chinh xéc, dung quy
dinh phap luat thi cong chirc tu phap - ho tich bao cao Chu tich Uy ban nhan dan cip xa.
Truong hop Chi tich Uy ban nhan dan cap xa dong y giai quyet thi cong chure tu phap -
ho tich ghi viéc két hon vao So6 dang ky két hon, hudng din cac bén kiém tra ndi dung
Gidy chung nhan két hon va So6 dang ky két hon, cung hai bén nam, nit ky tén vao So va
huéng din cac bén cung ky vao Gidy ching nhan két hon, Chu tich Uy ban nhéan dan cip
X3 to chirc trao Gidy chiing nhan két hon cho hai bén nam, ni.

Cach thirc thuc hién:

Nguoi c6 yéu cau dang ky lai két hon truc tiép ndp ho so tai Uy ban nhan dan cap
xa c6 tham quyén (bén nam hodc bén nir co6 thé truc ti€p ndp ho so ma khong can cd van
ban uy quyén cua bén con lai).

Thanh phan hd so:
* Gidy to phdi xudt trinh
- Ho chiéu hodc chimg minh nhan dan hodc thé cin cudc cong dan hodc cac gidy to

khéc c6 dan anh va thong tin ¢4 nhan do co quan c6 tham quyén cap, con gia tri st dung
dé ching minh v€ nhan than cua nguoi ¢ yéu cau dang ky lai két hon.

- Gidy to chimg minh noi cu tra dé xac dinh’thém quyén trong truong hop viée
dang ky lai két hon thyc hién tai Uy ban nhan dan cap xa khong phai 1a noi dang ky két
hon trude day (trong giai doan chuyén tiép).

* Gidy to phdi nop

- To khai dang ky lai két hon theo mau;

- Ban sao Gidy chirng nhan két hon duoc cap trude day. Néu khong c6 ban sao Gidy
chirng nhan két hon thi ndp ban sao ho so, gidy to ca nhan c6 céc thong tin lién quan dén
ndi dung dang ky két hon.

*Luuy:

- P6i voi gidy to ndp, xuét trinh:
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+ Trudng hop nguoi yéu cau ndp gidy td 1a ban sao dugc cip tir s6 goc hodc ban
sao dugc ching thyc tir ban chinh thi nguoi tiép nhan ho so khong dugc yéu cau xuat
trinh ban chinh; néu ngudi yéu cau chi nop ban chup va xuat trinh ban chinh thi ngudi
tlep nhan ho so kiém tra, ddi chleu ban chyp vo1 ban chinh va ky vao ban chup xac nhan
veé viée da dbi chiéu noi dung gidy t& do, khong duoc yéu cau nguoi di ding ky ndp ban
sao giay to do.

+ Pdi v6i gidy to xuat trinh khi dang ky ho tich, ngudi tiép nhan c6 trach nhiém
kiém tra, d61 chiéu voi thong tin trong to khai, chup lai hodc ghi lai thong tin d€ luu trong
ho so va tra lai cho nguoi xuat trinh, khong duoc yéu cau ndp ban sao hoac ban chup gidy
to do.

+ Ngudi tiép nhan ¢6 trach nhiém tiép nhan dung, di ho so ding ky ho tich theo
quy dinh cta phap luat ho tich, khong dugc yéu cau nguodi dang ky hd tich nop thém gidy
to ma phap luat ho tich khong quy dinh phai nop.

S6 lwong ho so: 0] b

_ Thoi han giai quyét: 05 ngay lam viéc; trudng hop phai xac minh thi thoi han giai
quyét khong qua 25 ngay.

P6i twong thuwe hién thi tuc hanh chinh: Ca nhan

~ Co quan thyc hién thu tyc hanh chinh: Uy ban nhan dan cap x4 noi di dang ky
két hon trudc day hoac Uy ban nhan dan cap xa noi nguoi yéu cau thuong tri.

Co quan ph01 hop: Uy ban nhan dan noi dang ky két hon trude day trong truong
hop dang kY lai két hon tai Uy ban nhan dan cap xa noi ngudi yéu cau thudng tru.

Két qua thuc hién thu tuc hanh chinh: Gidy chtng nhan két hon (ban chinh), mdi
bén v, chong 01 ban.

Lé phi: Theo murc thu 1é phi do Hoi dong nhan dan cip tinh quy dinh.

Mién 18 phi cho nguoi thude gia dinh c6 cong voi cach mang; nguoil thude ho
ngheo; nguoi khuyét tat.

MAu don, miu to khai: To khai dang ky lai két hon

Yéu cau, diéu kién thwe hién thii tuc hanh chinh:

- Viéc két hon da duoc dang ky tai co quan co thAm quyén cta Viét Nam trudc
ngay 01/01/2016 nhung S6 dang ky két hon va ban chinh Gidy chirng nhan két hon déu bi
mat;

- Nguoi yéu cau ding ky lai két hon con séng vao thoi diém yéu cau ding ky lai két
hon.

Can cwr phap ly:

- Luat Hon nhan va gia dinh ndm 2014;

- Luat Ho tich nam 2014;
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- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phii quy dinh chi tiét
mot sO di€u va bién phap thi hanh Luat Ho tich;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ciia B Tu phdp quy dinh chi tiét thi
hanh mot so diéu cua Ludt Hé tich vgi Nghj dinh so 123/2015/NP-CP ngay 15/11/2015
cua Chinh phu quy dinh chi tiet mot so diéu va bién phap thi hanh Ludt Ho tich,

- Théng tw s6 85/2019/TT-BTC ngay 29/11/2019 ciia Bg Tai chinh hudng dan vé
phi va lé phi thuoc tham quyén quyét dinh cua Hoi dong nhdan dan tinh, thanh pho truc
thugc Trung wong.

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI PANG KY LAI KET HON

Ho, Chit d@m, te1 NGUOT YBU CAU ....ooococoeeeeeeeeeeeeeeeeeeee oo seees s eees e

N OT CU T @ oo e e e s e s e e e e e e e e s e

Pé nghi co quan ding ky lai két hon theo ndi dung dwoi day:

Ho, Chit d@m, TEN CTA V- ...
NGy, thang, NAM SN ...
DAN TOC: wovvveereeeereeeeeeeeeee oo U113 101

N L CU T oo,

Ho, Chit @&, TN CUA CRONG w....ooooooeeoeeeeeeeee et
Ngay, thdng, NAM SINNI ..o
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DA dAng KY KEENON Ta1: @) et
......................................... NQAY ......... tHANG ........ . NEM cccoooooieeeeeee e
Theo Gidy chang nhan két hon sé: © ...l L, QUYEN SO: O

T6i cam doan nhirng ndi dung khai trén day la dang su that va chiu trach nhiém trudc
phap luét vé cam doan ctia minh.
Lamtai: ........................ , NQay ... thang ........ nam ...
Ngudi yéu cau
(Ky, ghi rd ho, chir dém, tén)

Dé nghi cap ban sao®: C6 D Khéng []

Chu thich:

@) Ghi rd tén co quan dang ky lai két hon.

) Ghi theo noi dang ky thuong trd; néu khong cé noi diang ky thuong tra thi ghi theo noi
dang ky tam tru; truong hop khong c6 noi dang ky thuong trii va noi dang ky tam tra thi ghi theo
noi dang sinh song.

®) Ghi thong tin vé gidy to tiy than nhu: ho chiéu, chung minh nhan dan hoic gidy to hop
& thay thé (vi du: Chirng minh nhan dan s6 001089123 do Cong an thanh phé Ha Noi cap ngay
20/10/2004).

“) Ghi rd tén co quan di dang ky két hon truéc day.

®) Chi khai trong truong hop biét rd.

®) P& nghi danh dau X vao 6 néu c yéu cau cap ban sao va ghi rd sb lugng.

20. Thu tuc dang ky lai khai tir
Trinh tu thuc hién
- Nguoi ¢ yéu cau dang ky lai khai tor nop hd so tai Uy ban nhan déan cp x3 co

thAm quyén.
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- Nguoi tiép nhan c6 trach nhiém kiém tra ngay toan b ho 50, d6i chleu thong tin
trong T khai va tinh hop 18 cua gidy t& trong hd so do ngudi yéu cau ndp, xudt trinh.

- Néu hd so day du, hop I¢, nguoi tlep nhan ho so viét gidy tiép nhan, trong d6 ghi 6
ngay, gio tra két qua; néu ho so chua day di, hoan thién thi huéng din ngudi nop ho so
bd sung, hoan thién theo quy dinh; truong hop khong thé bd sung, hoan thién ho SO ngay
thi phai 14p thanh van ban hudng dan, trong d6 néu rd loai gidy to, ndi dung can bd sung,
hoan thién, ky, ghi rd ho, tén clia nguoi tiép nhan.

- Ngay sau khi tiép nhan hd so, néu thiy théng tin khai tur day du va phu hop, cong
chue tu phap - ho tich bao cao Chu tich Uy ban nhén dan cap xi. Trudong hop Chu tich Uy
ban nhan dan cap xd dong giai quyet thi cong chic tu phap - ho tich ghi vao SO dang ky
khai tir, huéng dan ngudi yéu cau kiém tra ndi dung Trich lyc khai tir va SO dang ky khai
tir, cung nguoi di dang ky khai tr ky vao S6. Chu tich Uy ban nhan dan cap xa ky cép
Trich lyc khai tir cho nguoi di dang ky khai tur.

Cach thirc thuc hién:

- Ngudi ¢6 yéu cau dang ky lai khai tir truc tiép thuc hién hodc iy quyén cho ngudi
khac thyc hién viéc dang ky lai khai tu;

- Nguoi thuc hién viée dang ky lai khai tir c6 thé ndp ho so truc tiép tai Uy ban nhan
dan cap xi c6 thim quyén hodc gui ho so qua hé théng buu chinh hodc giri 46 so theo hé
thong dang ky hé tich tric tuyén.

Thanh phan ho so:
* Gidy to phdi xudt trinh
- Ho chiéu hodc chirng minh nhan dan hodc thé cin cudc cong dan hodc cac gidy to

khéac c6 dan anh va thong tin ¢4 nhan do co quan c¢6 tham quyén cap, con gia tri st dung
dé ching minh v€ nhan than cua nguoi cd yéu cau dang ky lai khai tu;

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

* Gidy to phdi nop
- T khai ding ky lai khai tir theo mau;

- Ban sao Gidy ching tir trude day duge cap hop 1€. Néu khong c6 ban sao Gidy
ching tir trude day duge cap hop 1€ thi np ban sao ho so, gidy to lién quan ¢ ndi dung
chirng minh sy kién chét.

- Van ban uy quyén theo quy dinh cta phép luét trong truong hop uy quyén thuc
hién viéc dang ky lai khai tir. Truong hop nguoi dwoc iy quyén la ong, ba, cha, me, con,
v, chong, anh, chi, em rugt cua nguoi uy quyén thi van ban uy quyén khong phai chung
thue.

*Luuy:

- D61 véi giay to ndp, xuat trinh:
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+ Truong hop ngudi yéu cau nop glay t& 1 ban sao duoc cip tir s6 gbc hodc ban sao
dugc ching thyc tir ban chinh thi nguoi tiép nhan hod so khong dugc yéu cau xuét trinh
ban chinh; néu nguoi yéu cau chi ndp ban chyup va xuét trinh ban chinh thi nguoi tlep
nhan ho so kiém tra, dbi chleu ban chyp voi ban chinh va ky vao ban chyp xac nhan vé
viée da dbi chiéu ndi dung gidy to d6, khéng dugc yéu cau nguoi di dang ky ndp ban sao
gidy to do.

+ Doi v6i gidy to xuét trinh khi dang ky ho tich, nguoi tiép nhan c6 trach nhiém
kiém tra, d61 chiéu voi thong tin trong to khai, chup lai hodc ghi lai thong tin d€ luu trong
ho so va tra lai cho nguoi xuat trinh, khong duogc yéu cau ndp ban sao hoac ban chup gidy
to do.

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

S6 lwong ho so: 0] b

_Thoi han giai quyét: 05 ngay lam viéc; truong hop can xac minh thi thoi han giai
quyét khong qua 10 ngay lam viéc.

P6i twong thuwe hién thi tuc hanh chinh: Ca nhan

Co quan thue hién thii tuc hanh chinh: Uy ban nhin dan cip x4, noi dd ding ky
khai tur trudce day.

Co quan phéi hop: Khong.

Két qua thie hién thii tuc hanh chinh: Trich luc khai tir (ban chinh).

Lé phi: Theo murc thu 1é phi do Hoi dong nhan dan cép tinh quy dinh.

Mién 1§3 phi cho nguoi thudce gia dinh c6 cong véi cach mang; nguoi thudc ho ngheo;
nguoi khuyét tat.

Miu don, miu to khai: To khai dang ky lai khai tir

Yéu ciu, diéu ki¢n thuc hign thi tuc hanh chinh:

Viéc khai tir dd duoc dang ky tai co quan ¢o thém quyén cia Viét Nam trudce ngay
01/01/2016 nhung S6 dang ky khai tir va ban chinh Giay chung tir déu bi mat.

Can cu phap ly:

- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phii quy dinh chi tiét
mot sO di€u va bién phap thi hanh Luat HO tich;

- Thong aur s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo Tu phdp quy dinh chi tiét thi
hanh mot so diéu cua Ludt Ho tich va Ngfz,i dinh §6 1‘23/20] 5/ND-CP ngay 15 thang 11
nam 2015 cua Chinh phu quy dinh chi tiét mot so diéu va bién phap thi hanh Ludat Ho
tich;
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- Thong tw s6 85/2019/TT-BTC ngay 29/11/2019 ciia B$ Tai chinh hudng dén vé phi
va l¢ phi thuoc tham quyén quyét dinh cua Hoi dong nhdn ddn tinh, thanh pho truc thuoc
Trung wong.

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI PANG KY LAI KHAI TU

KIND QU @) e

Ho, Chit dém, t81 NGUOT YBU CAU ....oocccceeoeeeeeeeeseeseees oot

N L CU L. B oo,

QUAN NE VT NEUTT A8 CHELL ..o et
Pé nghi co quan ding ky lai khai tir cho nguoi ¢é tén dwéi day:

HOQ, Chlt @M, TN .o bbb eneas
Ngay, thang, NAM STNR: ..o

GiGi tinh: e, DAN OC: wvveveeeeeeees e, QUAC tHCN: oo

Da chét vao 1UC: ..o ([ phit, NQay ............... thang ........... NAM v

NOT CRB e oo,

NGUYEN NNAN CREL™) ot e oeeeeess et oeesoes oo
D3 ding ky khai tirtai: © ngay .......... thang ......... NAM ....ooovoee



Gidy chtng ta/Trich luc khai tar s6: © ..., ,quyénsd: ©
T6i cam doan nhitng ndi dung khai trén day la dang su that va chiu trach nhiém trudc
phap luét vé cam doan ctia minh.
Lam tai: ..o, ,Ngay ... thang ....... nam ..
Ngudi yéu cau
(Ky, ghi rd ho, chir dém, tén)

Dé nghi cap ban sao™: C6 D Khéng (]

Chd thich:

() Ghi 15 tén co quan dang ky lai khai tir.

) Ghi theo noi dang ky thudng trd; néu khong ¢ noi dang ky thuong trd thi ghi theo noi
dang ky tam tra; treong hop khong c¢6 noi dang ky thuong tra va noi dang ky tam trd thi ghi theo
noi dang sinh sng.

®) Ghi thdng tin vé gidy to tiy than nhu: ho chiéu, chitng minh nhan dan hoic gidy to hop
& thay thé (vi du: Chirng minh nhan dan s6 001089123 do Cong an thanh phé Ha Noi cap ngay
20/10/2004).

@ Truong hop chua xac dinh dugc thi dé trong.
®) Ghi 16 tén co quan da dang ky khai tir trude day.
®) Chi khai trong truong hop biét rd.

M Pé nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd s luong.

17. Lién thong cac thii tuc hanh chinh vé diing ky khai sinh, cAp Thé bao hiém
y té cho tré em duéi 6 tudi

Trinh ty thuc hién:

- Nguoi ¢6 yéu cau ndp hd so tai B6 phan tiép nhan va tra két qua theo co ché “Mot
ctra” ctia Uy ban nhan dén xa, phudng, thi trdn (sau dy goi 1a UBND cép x3).

62



- Cén b, cong chire tiép nhan hd so ¢o trach nhiém kiém tra gidy td trong hd so, néu hd
so day du, hop 18 thi tiép nhan, viét gidy nhin hd so, hen tra két qua ting loai viéc cho
nguoi di dang ky; néu hd so thiéu hodc khong hop 18 thi huéng dan ngudi co yéu cau bd
sung hoan thién hd so; vin ban huéng dan phai ghi day du, rd rang loai gidy t& can bd
sung, hoan thién; can bo tiép nhan hd so ky, ghi & ho tén va giao cho ngudi ndp ho so.

- Cong chirc Tu phap - ho tich cip xa dang ky khai sinh cho tré em ngay trong
ngay tiép nhan ho so. Ngay sau khi thuc hién ding ky khai sinh, dit liéu khai sinh cua tré
duoc cap nhat va luu chinh thirc trén Phan mém dang ky khai sinh dién tir; cong chic
tu phap ho tich caa Uy ban nhan dan cap xa truy cap danh sach “Chuyén hé so khai sinh

2

sang Bao hiém x& hgi 7, chon ma co s& kham chira bénh ban dau, lya chon théng tin vé
ngudi giam ho va hinh thirc nhan the, chuyén co quan Bao hiém x& hoi dé cap thé bao hiém y
té.

- Trong thoi han 07 ngay 1am viéc, ké tir ngay tiép nhan yéu cau cap thé bao hiém
y té do Hé thdng théng tin ding ky va quan ly ho tich chuyén, Co quan Bao hiém x4 hoi
quan, huyén (sau day goi la Bao hiém xa hoi cap huyén) kiém tra théng tin va thuc hién
cap thé bao hiém y té cho tre.

Truong hop thong tin yéu cau cap thé bao hiém y té khong hop 1¢, chua day du
hodc mi dinh danh c4 nhan d3 c6 trén hé thdng thi dirng viéc cap thé va tra lai yéu cau
kiém tra, xac minh thong tin cap thé cho tré trén Hé thong thong tin dang ky va quan ly ho
tich.

Trong vong 02 ngay 1am viéc, ké tir khi tiép nhan yéu cau kiém tra, xac minh,
cong chuc tu phap ho tich cia Uy ban nhan dan cap xa phdi hop véi co quan Bao hiém xa
hoi cap huyén tién hanh ra soat, kiém tra tinh chinh xac cta yéu cau cap thé bao hiém vy té,
diéu chinh lai thdng tin hodc phdi hop véi Cuc cong nghé thdng tin - Bo Tu phép hd tro (néu
can) va giri lai yéu cau cap thé.

- Co quan Bao hiém xa hoi cap huyén tra thé bao hiém y té kém theo mdi truong
hop 01 T khai tham gia, diéu chinh théng tin bao hiém xa hoi, bao hiém y té (miu TK1-
TS) va 01 Danh sé&ch bién dong thanh vién ho gia dinh (Mau s 01-BD) cho Uy ban nhan
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dan cip x4 tré cho cong dan. Viéc chuyén tra thé duoc thuc hién théng qua dich vu buu
chinh.

- Bo phan tiép nhan va tra két qua theo co ché “Mot cira” tai Uy ban nhan dan cip
x4 tra két qua cho ngudi c6 yéu cau, dé nghi nguoi dan ky (ghi rd ho tén) vao To khai
(mau TK1-TS) luu tai hd so thuc hién lién théng cua Uy ban nhan dan cap xa.

* Luu y:

+ Trudng hop ngudi yéu cau nop gidy to 1a ban sao dugc cip tir s6 goc hodc ban
sao dugc chung thuc tir ban chinh thi nguoi tiép nhan hd so khong duoc yéu ciu xuat
trinh ban chinh; néu nguoi yéu cau chi nop ban chup va xuat trinh ban chinh thi nguoi
tiép nhan hd so kiém tra, doi chiéu ban chup véi ban chinh va ky vao ban chup xac nhan
vé viéc da d6i chiéu noi dung gidy to do, khong duoc yéu cau nguoi di ding ky nop ban
sao 6 chung thuc gidy to do.

+ Truong hop phép luat quy dinh xuat trinh giy to khi dang ky ho tich, nguoi tiép
nhan c6 trach nhiém kiém tra gidy to& xuat trinh, déi chiéu théng tin trong To khai, chup
lai hozc ghi lai thong tin dé luu trong hd so va tra lai cho nguoi Xuat trinh, khong duoc
yéu cau nop ban sao hoic ban chup gidy to do.

+ Nguoi tiép nhan cé trach nhiém tiép nhan ding, di ho so diang ky ho tich theo
quy dinh caa phap luat, khong duoc yéu cau ngudi dan nop thém gidy to ma phap luat
khong quy dinh phai nop.

Céch thac thuc hién:

- Nguoi ¢6 yéu cau thyc hién lién thong TTHC: Pang ky khai sinh - cip thé BHYT
cd thé tryc tiép thuc hién hodc ay quyén cho ngudi khac thuc hién tai Bo phan tiép nhan
va tra két qua tai Uy ban nhan dan cap xa.

- Nguoi thyc hién viéc dang ky khai sinh c6 thé truc tiép nop hd so tai Uy ban
nhan dan cap xa c tham quyén hoic guri ho so qua hé thong buu chinh.

Thanh phan hd so-

Gidy to' phdi xudt trinh:
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- Ho chiéu/chang minh nhan dan/thé can cudc cdng dan hoic cac gidy to khac co
dan anh va thong tin c4 nhan do co quan c6 thim quyén cap, con gia tri st dung dé chung
minh vé nhan than cta nguoi c6 yéu cau diang ky khai sinh;

- Giay to ching minh noi cu tra dé ching minh tham quyén dang ky khai sinh, cap
thé BHYT (chi 4p dung trong giai doan Co sé dit liéu quéc gia vé dan cu va Co so dit lidu
ho tich dién tir toan qudc chua duoc xay dung xong va thuc hién théng nhat trén toan
qudc).

- Giay chirng nhan két hén caa cha me (néu co)

Truong hop gai hd so qua hé théng buu chinh thi phai giri kém theo ban sao ¢
chtng thuc cac gidy to phai xuat trinh néu trén.

Gidy tor phdi nép:

- To khai ding ky khai sinh theo mau quy dinh, ding ky co s& kham chira bénh ban
dau cua tré trén Danh muc kham chira bénh bao hiém y té theo théng bao cua Bao hiém xa hoi
thanh ph.

- Ban chinh Gidy chang sinh do co sd Y té noi tré em sinh ra cap; néu tré em sinh
ra ngoai co so y té thi gidy chimg sinh dugc thay bang vin ban xac nhan cia nguoi lam
ching; truong hop khong co ngudi lam ching thi nguoi di khai sinh phai lam gidy cam
doan vé viéc sinh 1a c6 thuc. D6i véi truong hop tré em bi bo roi thi nop bién ban vé viéc
tré em bi bo roi thay cho gidy chang sinh.

Truong hop khai sinh cho tré em sinh ra do mang thai ho phai c6 van ban xac nhan
cta co s¢'y té da thuc hién ki thuat hd tro sinh san cho viéc mang thai ho.

- Vin ban uy quyén theo quy dinh ctia phép luat trong trudng hop ty quyén thuc
hién viéc lién théng TTHC.

S6 lwong ho so: 01 bo

Thoi han giai quyét: Téi da 1a 10 ngay lam viéc. Trong dé:

- UBND cap x4 thuc hién dang ky khai sinh ngay trong ngay tiép nhan ho so yéu
cau, truong hop nhan hd so sau 15 gio ma khdng giai quyét duoc ngay thi tra két qua khai
sinh vao ngay lam viéc tiép theo (néu ngwoi dan musn nhan riéng két qud tieng hé so).
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- Co quan bao hiém cap huyén thyc hién cap thé¢ BHYT trong thoi han 07 ngay lam

viéc.

Truong hop thong tin yéu cau cap thé bao hiém y té khdng hop 1¢, chua diy du
hodc ma dinh danh c4 nhan di co trén hé théng can phdi hop véi co quan ding ky ho tich
tién hanh xac minh thi thoi han giai quyét duoc kéo dai thém khong qué 02 ngay lam
viéc

Péi twong thuc hién tha tuc hanh chinh: Céng dan Viét Nam, Can bd, cong
chure, vién churc

Co quan thyc hién thia tuc hanh chinh:

- Uy ban nhan dan cap xa.

- Bao hiém xa hoi cap huyén.

Co quan phdi hep: Co quan Buu chinh vién thdng.

Két qua thuc hién thi tuc hanh chinh:

- Giay khai sinh;

- Thé Bao hiém y té.

Lé phi: Khéng.

Mau don, mau to khai:

- To khai ding ky khai sinh theo mau;

- To khai tham gia, diéu chinh thong tin bao hiém xa hoi, bao hiém y té (do Bao
hiém x& hoi cap huyén in truc tiép tir co s dit liéu qudc gia vé ban hiém, nguoi dan Ky to
khai luu ho so lién thong khi nhan két qua.

Can cir phép ly:

- Luat ho tich nam 2014;

- Nghi dinh sé 123/2015/ND-CP ngay 15/11/2015 cua Chinh phii quy dinh chi tiét
mot sb diéu va bién phép thi hanh Luat ho tich;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ciia Bd Tu phap Quy dinh chi tiét
thi hanh mot s diéu cua Luat ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15 thang 11 nim
2015 ctia Chinh phu quy dinh chi tiét mot sb diéu va bién phép thi hanh Luat ho tich.
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- Luat Bao hiém y té nam 2008;

- Luat stra ddi, bd sung mot s6 diéu cua Luat Bao hiém y té nam 2014;

- Théng tu lién tich sd 05/2015/TTLT-BTP-BCA-BYT ngay 15/5/2015 ciia Bo Tu
phap, Bo Cong an va BO Y té hudéng din thuc hién lién thong cac TTHC: Pang ky khai sinh,
dang ky thuong tra, cap thé Bao hiém y té cho tré em dudi 6 tudi;

- Quy ché phdi hop s6 428/QCPH-STP-BHXH ngay 17/3/2020 ctia S& Tu phap va Bao
hiém x4 hoi thanh phd vé viéc thuc hién chia s¢, két ndi lién théng dir liéu dang ky khai
sinh, cip thé bao hiém y té cho tré em duéi 6 tudi theo quy dinh tai Thong tu lién tich s6
05/2015/TTLT-BTP-BCA-BYT trén dia ban thanh phd Hai Phong.

Yéu céu, diéu kién thuc hién:

- Viée dang ky khai sinh cho tré em dudi 6 tudi thudc tham quyén giai quyét cua Uy ban
nhén déan cap xa;

- C4cC co quan c6 tham quyén thyuc hién lién thong cac thi tuc hanh ¢hinh [I)_héi cung

Mau TK1-TS

(Ban hanh kém theo QB s6: 595/QD-BHXH

thudc dia ban mot huyén trén dia ban thanh pho. ngdy 14/04/2017 cia BEXH Viét Nam)

BAO HIEM XA HOI VIET NAM CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI
THAM GIA, PIEU CHINH THONG TIN BAO HIEM XA HQI,
BAOHIEM Y TE

KINN QU e

I. Phan ké khai bit buac

[01]. Ho VA tBn (Viét Chir in hoa): ... oovveeien e
[02]. Ngay, thdng, ndam sinh: ......... [oieiinnn. [oeiiiaiannn. [03]. Gi¢i tinh: .........
[04]. Qubc tich .................. [05]. DANTOC «evveeee e
[06]. Noi dang ky gidy khai sinh: [06.1]. Xa (phuong, thi tran): ........................
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[06.2]. Huyén (quan, thi x& Tp thuoc tinh): ......................... [06.3]. Tinh (Tp):

[07]. Dia chi nhan hd so: [07.1]. S6 nha, duong phd, thon xOm: ........c.....eeen...
[07.2]. X& (phuong, thi trAN): ... .ocovereeee e [07.3] Huyén (quan, thi x4,
Tp thuoc  tinh): [07.4].Tinh  (Tp):
[08]. Ho t&n cha/ me/ nguoi gidm ho (doi Vdi tré em dudi 6 tudi): .....................

I1. Phan ké khai chung

[09]. M& s6 BHXH (43 CAP):....ooovvrovsieieeiiiesririnen e e [09.1]. S6 dién thoai lién
NGt

[09.2]. S6 CMND/ Ho chiéu/ Thé can CUGC: ....ooveveieeee e

[10]. M& 56 ho gia dinh (A8 CAP): «.ovvvneeee e

(triwong hop chuwea c6 ma hé gia dinh thi ké khai bé sung Phy luc dinh keém to khai)

[11]. M&C tidn dOng: .......ccccoevveecveceercscieiscisiseeeeenennnn. [12]. Phuong thic dong:

[13]. Noi dang ky kham bénh, chita bénh ban dau: ..................cooeeeiiieeii..

[14]. Noi dung thay d0i, YBU CAU.........eeeeeee e

[15]. HO 50 kém theo (DU CO): ......iiee e,
XAC NHAN CUA PON VI T6i cam doan nhitng ndi dung ké khai 1a ding
(chi &p dung doi Véi nguwoi lao ddng thay doi V%‘Chiu tré&:h Phiém truge phap lugt ve nhiing
ho, tén dém, tén; ngay, thang, ndam sinh) noi dung da ké khai

Nguwoi ké khai
(Ky, ghi rd ho tén)
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Phu luc: Thanh vién h¢ gia dinh

Ho VA BN ChU NO: oot S dién thoai
(NEU CO): e,
S6 s6 ho khau (hodc so tam tr():..................... bia chi: Thon (ban, t6 dan
PhO). . Xa (phuong, thi tran):..................c.l Huyén
(quan, thi xa, Tp thuoc tinh):................ciiii.. Tinh  (Tp)
Noi , 86
~ X Ngay, ; Moi CMND/
S \ Ma so A cap . o
Ho va thang, Gidi 4 guan Thé can
t A BHX o . giay A e .
tén nam tinh . hé véi cuée/
t H . khai A R
sinh . chua ho Ho
sinh : s
chiéu
A B 1 2 3 4 5 6
2
3
4

(Ghi chii: Nguoi ké khai c6 thé tra cizu Ma s6 BHXH va M3 hé gia dinh tai dia chi:

http://baohiemxahoi.qgov.vn)

T61 cam doan nhirng ndi dun
truéc phap ludt vé nhitng noi

Nguwoi ké khai
(Ky, ghi ro ho tén)

18. Lién thong thi tuc hanh chinh vé ding ky khai sinh, ding ky thuwong
tra, cap thé bao hiém y té cho tré em dwdi 6 tuoi

Trinh tw thuc hién:
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- Ngudi ¢o yéu cau ndp hd so tai Bo phan tiép nhan va tra két qua theo co ché
“Mot ctra” cua ij ban nhan dan cép xa.

- Can b, cong chirc tiép nhan hd so c6 trach nhiém kiém tra gidy to trong hd
s0, néu hd so day du, hop 1¢ thi tiép nhan va tam thu 1é phi dang ky thuong tr cho tré
em theo quy dinh, ddng thoi viét gidy nhin hd so, hen tra két qua ting loai viée cho
nguoi di dang ky; néu ho so thiéu hodc khong hop 16 thi hudng din nguoi c¢6 yéu cau
bd sung hoan thién hd so; vin ban huéng dan phai ghi ddy du, rd rang loai gidy to can
bod sung, hoan thién; can bd tiép nhan ho so ky, ghi 0 ho tén va giao cho ngudi nop hd
SO.

- Cong chirc Tu phap - ho tich cap xi ding ky khai sinh cho tré em ngay trong
ngay tiép nhan ho so; truy cap danh sach “Chuyén hé so khai sinh sang Bao hiém xa
héi”, chon ma co sé kham chira bénh ban dau, lra chon théng tin vé nguoi gidm ho va
hinh thiic nhan the, chuyén co quan Bao hiém x& hoi dé cap thé bao hiém y té va lap ho so
dang ky thuong tri kém theo 1& phi ding ky thuong trii (tam thu) chuyén cho Cong an
cap xi dé chuyén tiép ho so va 1¢ phi dang ky thudng tra (tam thu) sang Co quan Cong
an cap huyén dé dang ky thuong tr cho tré em.

* Trinh ty cap thé bao hiémy té

- Trong thoi han 07 ngay lam viéc, ké tir ngay tiép nhan yéu cau cap thé bao
hiém y té do Hé thong thong tin dang ky va quan Iy ho tich chuyén, co quan Bao hiém x4
hoi cap huyén thuc hién tham tra ho so, cap thé bao hiém y té va chuyén tra thé bao
hiém y té kém theo mdi truong hop 01 To khai tham gia, diéu chinh thdng tin bao
hiém x& hoi, bao hiém y té (miu TK1-TS) va 01 Danh sach bién dong thanh vién ho
gia dinh (MAu s6 01-BD) cho Uy ban nhéan dan cap xa.

Truong hop thdng tin yéu cau cap thé bao hiém y té khong hop 1€, chua day du
hodc mé dinh danh ca nhéan da c6 trén hé thong, trong vong 02 ngay co quan Bao hiém
x& hoi cap huyén phéi hop véi Cong chire Tu phap ho tich cap xa diéu chinh lai théng
tin hoic phdi hop véi Cuc cong nghé thong tin - Bé Tu phap hd trg (néu can) va thuc
hién cap the BHYT cho tre.

- Bo phan tiép nhan va tra két qua theo co ché “Mot cira” tai Uy ban nhan dan
cap x& tra két qua cho nguoi 6 yéu cau, dé nghi ngudoi dan ky (ghi rd ho tén) vao To
khai (miu TK1-TS) luu tai hd so thuc hién lién théng cua Uy ban nhan dan cip xa.

Viéc chuyén tra thé duoc thuc hién thong qua dich vu buu chinh.
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Trinh tu dang ky thuong trd

- Trong thai han 02 ngay ké tir khi nhan duogc hd so va 1é phi (tam thu) dang ky
thuong tri do Cong chire tu phap ho tich chuyén, Cong an cip xa c6 trach nhiém kiém
tra tinh ddy da hop 1é ctia hd so. Néu ho so day du, hop 18 thi Cong an x3 chuyén tiép
hd so dén Cong an huyén dé dang ky thuong tra cho tré. Truong hop hd so chua diy
da hodc chua dung quy dinh thi thong bao ngay voi Cong chire tu phap ho tich dé hoan
thién ho so.

- Trong thoi han 15 ngay ké tir ngay nhan da hd so hop 18, Cong an cip huyén
thuc hién dang ky thuong tr cho tré, tré két qua két qua dang ky thuong tra cing bién
lai thu 18 phi ding ky thuong tra cho Cong an xa dé chuyén tiép cho cong chirc tu phap
ho tich chuyén tra két qua cho nguoi dan.

* Luwu y:

+ Truong hop ngudi yéu cau nop gidy to la ban sao dugc cap tir s6 goc hoic
ban sao dugc ching thuc tir ban chinh thi ngudi tiép nhan hod so khéng duoc yéu cau
Xuat trinh ban chinh; néu ngudi yéu cau chi nop ban chup va xuét trinh ban chinh thi
ngudi tiép nhan ho so kiém tra, d6i chiéu ban chup vai ban chinh va ky vao ban chup
x&c nhan vé viéc da ddi chiéu noi dung gidy to do, khong duoc yéu cau nguoi di dang
Ky ndp ban sao c6 ching thuc gidy to do.

+ Trudng hop phép luat quy dinh xuat trinh gidy to khi diang ky ho tich, nguoi
tiép nhan c6 trach nhiém kiém tra gidy to xuét trinh, di chiéu théng tin trong To khai,
chup lai hoic ghi lai thong tin dé luu trong ho so va tra lai cho nguoi xuét trinh, khéng
dugc yéu cau nop ban sao hodc ban chup gidy to do.

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

Céch thac thuc hién:

- Ngudi ¢6 yéu cau thyc hién lién thong TTHC: Dang ky khai sinh - ding ky
thuong trd - cap thé BHYT ¢ thé truc tiép thuc hién hoic uy quyén cho ngudi khac
thuc hién tai Bo phan tiép nhan va tra két qua cua Uy ban nhan dan cap xa.

- Nguoi thuc hién viée ding ky khai sinh c6 thé truc tiép nop hd so tai Uy ban

nhan dan cap xa cd tham quyén hoic guri ho so qua hé thong buu chinh.
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Thanh phan hé so:

Gidy to' phdi xudt trinh:

- H6 chiéu/ching minh nhan dan/thé can cuéc céng dan hoic céc gidy to khac
c6 dan anh va thong tin c4 nhan do co quan c6 thim quyén cap, con gié tri sir dung dé
chang minh vé nhan than cia ngudi ¢ yéu cau dang ky khai sinh;

- Gidy to chimg minh noi cu tra ¢é chang minh thim quyén diang ky khai sinh,
dang ky thuong tra va cip the BHYT (chi &p dung trong giai doan Co s¢ dit lidu qudc
gia vé dan cu va Co sd dir liéu ho tich dién tir toan qudc chua dugce xay dung xong va
thuc hién thong nhét trén toan quéc).

- Giay chung nhan két hon cua cha me (néu cd).

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

Gidy to' phdi nép:

- To khai ding ky khai sinh theo mau quy dinh, ding ky co s& khdm chira bénh
ban dau cua tré trén Danh muc kham chita bénh bao hiém y té theo théng bao cua Bao
hiém x& hoi thanh phé.

- Ban chinh Gidy chang sinh do co so y té noi tré em sinh ra cap; néu tré em
sinh ra ngoai co s¢ y té thi gidy chiung sinh dugc thay bang vin ban xac nhan cua
nguoi lam chung; truong hop khong cd nguoi lam ching thi nguoi di khai sinh phai
lam gidy cam doan vé viéc sinh 1a c6 thuc. Poi véi truong hop tré em bi bé roi thi nop
bién ban vé viéc tré em bi bo roi thay cho gidy ching sinh.

Truong hop khai sinh cho tré em sinh ra do mang thai ho phai ¢6 vdn ban xac
nhan cta co sy té da thuc hién ky thuat hd tro sinh san cho viéc mang thai ho.

- Phiéu bao thay d6i ho khau, nhan khau (theo mau quy dinh); S6 ho khau cua
cha, me¢ (ban chinh) hoac S6 ho khau cta me (ban chinh) ddi voi truong hop tré em
ding ky thudng tra theo me hodc S6 ho khau cua cha (ban chinh) déi voi truong hop
tré em dang ky thudng trii theo cha hodc S6 h khau cua ngudi nudi dudng, cham soc
tré (ban chinh) ddi véi trudng hop tré em khong dang ky thudng tra theo cha, me, ban
sao Gidy khai sinh ciia tré.

Truong hop tré em khong ding ky thuong tra cung ho khiu véi cha, me ma

dang ky thuong tri theo ho khau cta nguoi khac thi ngoai ban sao Gidy khai sinh, phai
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coOy kién béng van ban cua cha, me, c6 xac nhan cua Uy ban nhan dan cép Xa, y kién
ddng v cua chii ho va S6 ho khau cua chu ho (ban chinh).

- Vian ban ay quyén theo quy dinh cia phap luat trong trueong hop dy quyén
thuc hién viéc lién théng TTHC.

S6 lwong ho so: 01 bo

Thai han giai quyét: 15 ngay 1am viéc. Trong do:

- UBND cap x4 thuc hién ding ky khai sinh ngay trong ngay tiép nhan hd so
yéu cau, truong hop nhan hd so sau 15 gio ma khong giai quyét duoc ngay thi tra két
qua khai sinh vao ngay lam viéc tiép theo (néu ngwroi dan muén nhdn riéng két qua
teng TTHC).

- Co quan bao hiém cép huyén thuc hién cip thé¢ BHYT trong thoi han 07 ngay 1am
viée. Trudng hop can xac minh thi thoi han giai quyét duge kéo dai thém khong qua 02
ngay lam viéc.

- Cong an cip xa co trach nhiém kiém tra tinh ddy du hop 1& cua hd so ding ky
thudng tra va chuyén ho so kém 1¢ phi (tam thu) 1én Cong an huyén thuc hién diang ky
thuong tra cho tré trong thoi han 02 ngay.

- Cong an cap huyén thyc hién dang ky thudng tra trong thoi han 15 ngay lam
viéc ké tir ngay nhan da ho so ding ky thuong tra va 1& phi tam thu.

Péi twong thuc hién tha tuc hanh chinh: Céng dan Viét Nam, Can bg, cong
chire, vién chire
Co quan thyc hién thi tuc hanh chinh:

- Uy ban nhan dan cap xa;

- Bao hiém x& hoi cap huyén;

- Cong an cap huyén;

Co quan phdi hop

- Cong an cap xa;

- Co quan buu chinh vién thong.

Két qua thwc hién thi tuc hanh chinh:
- Gidy khai sinh;

- Thé Bao hiém y té;
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- Tré duoc dang ky thuong tri trong S6 ho khau.

Lé phi:

- Bang ky khai sinh: Khong;

- Cap thé bao hiém y té: Khong;

- Pang ky thuong tra: 15.000 dong.

Mau don, mau to khai:

- To khai dang ky khai sinh theo mau;

- To khai tham gia, diéu chinh thong tin bao hiém x4 hoi, bao hiém y té (do Bao
hiém x& hoi cap huyén tir Co so dit lidu quéc gia vé bao hiém khi tra két qua, nguoi
dan ky to khai khi nhan két qua luu ho so lién thong.

- Phiéu bao thay d6i nhan khau, ho khau theo mau.

Can cir phép ly:

- Luat ho tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 caa 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 ciia Luat ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15 thang
11 nim 2015 ctia Chinh pht quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat ho
tich.

- Luat Bao hiém y té nam 2008;

- Luét sira d6i, bo sung mot s6 diéu cia Luat Bao hiém y té nam 2014;

- Luét Cu trt ndm 2006; Luat stra d6i bd sung Luat Cu tri ndm 2012.

- Thong tu lién tich s6 05/2015/TTLT-BTP-BCA-BYT ngay 15/5/2015 ciia B6 Tu
phép, Bo Cong an va Bo Y té hudng dan thyuc hién lién thong cac TTHC: Pang ky khai
sinh, dang ky thuong tra, cip thé Bao hiém y té cho tré em dudi 6 tudi;

- Quy ché phéi hop sb 428/QCPH-STP-BHXH ngay 17/3/2020 ctia S& Tu phap va
Bao hiém x4 hoi thanh phé vé viéc thuc hién chia s¢, két ndi lién théng dir liéu dang ky
khai sinh, cap thé bao hiém y té cho tré em dudi 6 tudi theo quy dinh tai Thong tu lién
tich s6 05/2015/TTLT-BTP-BCA-BYT trén dia ban thanh phd Hai Phong.
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Yéu ciu, diéu kién thuc hién:
- Viéc ding ky khai sinh cho tré em duéi 6 tudi thudc thim quyén giai quyét cua Uy
ban nhan dén cap x3;

- Céc co quan c6 thAm quyén thyc hién lién thong cac thi tuc hanh chinh phai cing

thudc dia ban mgt huyén trén dia ban thanh phé.

CONG HOA XA HQI CHU NGHIA VIET NAM Mau H

Péc 1ap — Tu do — Hanh phuc 81/201

PHIEU BAO THAY POI HQ KHAU, NHAN KHAU

. Thong tin vé nguoi viét phiéu bao

1. Hovatén

s
................... 2. Gidi tinh;

B CMND SO vt 4. Ho chiéu
S0 e

5. Noi thuong tra:

S6 dién thoai lién
P ettt ettt ettt ettt sea ettt en et enn s s e e
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11. Thong tin vé nguoi cé thay déi ho khau, nhan khau

1. Hovatén

chiéusd: ......... oo,

8. Noi sinh:

hé vgichu ho:... .............
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15. Noi dung thay d6i ho khau, nhan khau

16. Nhitng ngudi cung thay doi:

N CMND Owenh
a! e A A A A .
R g,y Gioi . Nghe | Dan | Quoc | so .
Hovatén |thang, | Noi sinh . _ | voi nguoi
_ . | tinh nghiép | toc |tich | (hoacHD , 2

nam sinh 2z 00 thay dol

dieu o)
.................... ngay...........thang... ... ... v s en e, NGAY e thdng L AN

Y KIEN CUACHUHO®

(Ghi r6 ngi dung va ky, ghi rd ho tén)

NGUOI VIET PHIEU BAO

(Ky, ghi rd ho tén)

XAC NHAN CUA CONG AN
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(Ky, ghi rd ho tén va dong ddu)

(1) Viét chir in hoa dii ddu
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(2) Ghi tém tdit néi dung thay déi hé khau, nhan khdu. Vi du: dang ky thuong tra,
tam trii; thay doi noi dang ky thuwong tri, tam tri; tach sé hé khdu, diéu chinh nhaing
thay doi trong sé6 hé khau ...

(3) Ghi ré y kién cia chi hé la dong ¥ cho ding ky thuong trii, ddng ky tam tri hogc
dong y cho tdach sé hg khau; chi hé ky va ghi ré ho tén, ngay, thang, nam.

(4) Ap dung déi véi trwong hop: X&c nhdn viéc céng dan trude diy da ding ky
thwong tr va truong hop cap lai sé hg khau do bj mat.

II. Linh vuc ching thuc (10 Thia tuc hanh chinh)
1. Thi tuc chitng thwe ban sao tir ban chinh gidy to, vin ban do co’ quan, to
chirc ¢6 tham quyén caa Viét Nam cép, hodc chieng nhan

Trinh ty thuc hién:

- Ngudi yéu cau chimg thuc phai xuét trinh ban chinh gidy to, vin ban 1am co
so dé chimg thuc ban sao va ban sao can chimg thuyc.

- Trudng hop ngudi yéu cau chiing thyuc chi xuét trinh ban chinh thi co quan, to
chuc tién hanh chyp tir ban chinh dé thuc hién chiing thyc, trir trudng hop co quan, to
chirc khong c¢6 phuong tién dé chuyp.

- Nguoi thyc hién chiing thuc kiém tra ban chinh, ddi chiéu v&i ban sao, néu ndi
dung ban sao dung v4i ban chinh, ban chinh gidy to, vin ban khong thudc cac trudng
hop ban chinh gidy td, vin ban khong duoc dung 1am co s¢ dé chimg thuc ban sao thi
thuc hién chung thuc nhu sau:

+ Ghi day du loi ching chang thuc ban sao tir ban chinh theo mau quy dinh:;

+ Ky, ghi rd ho tén, déng dau caa co quan, to chuc thuc hién chiing thyuc va ghi
vao sb ching thuc.

Déi véi ban sao c6 tir 02 (hai) trang tro 18n thi ghi loi chirng vao trang cudi, néu
ban sao c6 tir 02 (hai) to trg 1én thi phai dong dau giép lai.

MJi ban sao duoc ching thuc tir mot ban chinh gidy to, van ban hoic nhiéu ban
sao dugc ching thyuc tir mot ban chinh gidy to, van ban trong cling mét thoi diém dugc
ghi mét sé chieng thuc.

- Ngudi yéu cau ching thyuc nhan két qua tai noi ndp ho so.

Céch thikc thuc hién: Nop ho so truc tiép

Thanh phan, s6 lwgng hé so: Ban chinh gidy to, vin ban 1am co so dé chiing
thuc ban sao va ban sao can ching thyc. Trudng hop nguoi yéu cau chang thyc chi
Xuit trinh ban chinh thi co quan, té chtc tién hanh chup tir ban chinh dé thuc hién
chang thuc, trir trudng hop co quan, to chie khong c6 phuong tién dé chup. Ban sao,
chup tir ban chinh dé thyc hién chung thuc phai co day du cac trang da ghi thong tin
cua ban chinh.

Thoi han giai quyét: Trong ngdy co quan, to chuc tiép nhan yéu cau hoic
trong ngay lam viéc tiép theo, néu tiép nhan yéu cau sau 15 gid. Ddi voi truong hop
cuing mot IGc yéu cau ching thuc ban sao tir nhiéu loai ban chinh gidy to, van ban; ban
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chinh cé nhiéu trang; yéu cau sb luong nhiéu ban sao; noi dung gidy to, vin ban phuc
tap kho kiém tra, d6i chiéu ma co quan, t6 chirc thuc hién ching thuc khong thé dap
ung duoc thoi han quy dinh néu trén thi thoi han chang thuce dugc kéo dai thém khéng
qua 02 (hai) ngay lam viéc hodc co thé dai hon theo thoa thuan bang van ban véi
ngudi yéu cau chung thue. Truong hop tra két qua trong ngay lam viéc tiép theo hoac
phai kéo dai thoi gian theo quy dinh thi nguoi tiép nhan hd so phai ¢ phiéu hen ghi rd
thoi gian (giod, ngay) tra két qua cho ngudi yéu cau chang thyc.

Poi twong thuc hién thia tuc hanh chinh: Ca nhan, t6 chic

Co quan thuc hién thi tuc hanh chinh: UBND cap xa.

Két qua thuc hién thia tuc hanh chinh: Ban sao duoc chimg thuc tir ban chinh

Phi: 2.000 dong/trang ddi véi trang tht nhat, trang tht hai; tir trang thir ba tro
1én thu 1.000 ddng/trang nhung murc thu téi da khong qua 200.000 ddng/ban. Trang la
can cu dé thu phi duogc tinh theo trang cua ban chinh.

Tén mau don, mau to khai: Khong

Y&u ciu, diéu kién thuc hién tha tuc hanh chinh: Ban chinh gidy to, vin ban
can ching thyc.

- Ban chinh gidy to, van ban khong dugc ding 1am co so dé chimng thuc ban sao:

+ Ban chinh bj tiy x06a, sira chita, thém, bét noi dung khong hop Ié.

+ Ban chinh bi hu hong, cii nat, khong xac dinh dugc noi dung.

+ Bén chinh dong diu mat cia co quan, to chic ¢ tham quyén hoic khdng
dong ddu mat nhung ghi rd khong duoc sao chup.

+ Ban chinh c6 noi dung trai phap luat, dao dirc xa hoi; tuyén truyén, kich dong
chién tranh, chéng ché d6 xa hoi chu nghia Viét Nam; xuyén tac lich st cua dan toc
Viét Nam; xtc pham danh du, nhan pham, uy tin ciia ca nhan, to chuc; vi pham quyén
cong dan.

+ Giy to, van ban do ca nhan tu lap nhung khong c6 xac nhan va dong dau cua
co quan, to chtc ¢6 tham quyén.

Can cir phép ly:

- Nghi dinh sb 23/2015/ND-CP ngay 16/02/2015 cia Chinh phu vé cip ban sao
tir ban chinh, chang thuc chir ky va chang thuc hop dong, giao dich.

- Théng tw s6 01/2020/TT-BTP ngay 03/3/2020 cua Bé trueng Bo Tur phdp quy
dinh chi tiét va hwong dan thi hanh mét so diéu cia Nghi dinh sé 23/2015/NP-CP
ngay 16/02/2015 cuia Chinh phai vé cdp ban sao tir sé gac, chiing thuec chir ky va chieng
thurc hop dong, giao dich.

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo truong Bo Tai chinh
quy dinh mirc thu, ché d6 thu, nop, quan 1y, st dung phi chang thuc.

2. Thi tuc chitng thuc chir Ky trong cac gidy to, vin ban (4p dung cho ca
trwong hop chirng thwe diém chi va truong hop ngwoi yéu ciau chieng thuc khong
thé ky, khong thé diém chi dwoc)

Trinh ty thuc hién:
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- Ngudi yéu cau chiing thuc chit ky/diém chi/khdng thé ky, khong thé diém chi
dugc phai xuat trinh céc gidy to phuc vu viéc ching thue chir ky.

- Trong trudng hop ngudi yéu cau chiing thuc khdng thdng thao tiéng Viét thi
phai c6 nguoi phién dich. Nguoi phién dich phai la nguoi c6 nang luc hanh vi dan su
day du theo quy dinh caa phap luat, théng thao tiéng Viét va ngdn ngir ma nguoi yéu
cau chang thuc sir dung. Ngudi phién dich do ngudi yéu cau chang thuc moi hoic do
co quan thuc hién chiing thuc chi dinh. Th lao phién dich do nguoi yéu cau chang
thuec tra.

- Nguoi thuc hién chang thuc (hode nguroi tiép nhdn hé so trong trieong hop
tiép nhdn tai bg phdn mét cira, mét cira lién thong) kiém tra gidy to yéu cau ching
thuc, néu thiy du gidy to theo quy dinh, tai thoi diém chiing thuc, ngudi yéu cau
chiing thuc minh man, nhan thac va lam chia duoc hanh vi cia minh va viéc chiing
thuc khong thudc cac truong hop khong dugce chung thuc chix ky thi yéu cau nguoi
yéu cau chung thuc ky/diém chi truéc mat va thuc hién chiing thue nhu sau:

+ Ghi day du loi chitng ching thyuc chit ky theo mau quy dinh phia duwéi chir ky
diroc ching thyec hodce trang lién sau cua trang gidy to, vin ban c6 chit ky dwoc chiing
thirc; Néu ho so tiép nhdn tai bé phdn mét cira, mét cira lién théng thi ngwoi tiép nhan
hé so ky vao dwdi 161 chieng theo mdu quy dinh va chuyén hé so cho nguoi thuc hién
chung theec.

+ Ky, ghi rd ho tén, dong dau cua co quan, to chuc thuc hién chiing thyc va ghi
vao sb ching thuc.

DPéi Véi gidy to, van ban cé tir (02) hai trang trd 1én thi ghi loi chizng vao trang
cusi, Néu gidy to, van ban co tir 02 (hai) to tré 18n thi phdi déng dau gidp lai. Trong
hop loi chitng diroc ghi tai to lién sau cua trang c6 chi ky thi phdi déng ddu giap lai
giia gidy to, van ban ching thuec chir ky va trang ghi loi chiing.

Cach thirc thyc hign: Nop hd so truc tiép tai T6 chirc hanh nghé cbng ching,
Phong Tu phap, UBND cép x4 hoic ngoai tru Sor cua co quan thuc hién ching thuc
néu nguoi yéu cau ching thuc thugc dién gia yéu, khong thé di lai duoc, dang bi tam
gitr, tam giam, thi hanh &n phat tu hoac c6 1y do chinh dang khac.

Thanh phan ho so:

- Ban chinh hoic ban sao ¢ chang thuc Giay chang minh nhan dan/Cén cuéc
cong dan hozc Ho chiéu con gia tri st dung;

- Giéy td, van ban ma minh s& ky/diém chi. Truong hop chang thuc chir ky
trong gidy to, vin ban bang tiéng nudc ngoai, neu nglrorl thuc hién chung thuc khong
hiéu rd noi dung cua gidy to, van ban thi co quyén yeu cau ngudi Yeu cau chung thuc
nop kém theo ban dich ra tiéng Viét noi dung cua gidy to, van ban dé (ban dich khong
can cdng chung hoic chiing thuc chit ky nguoi dich, ngudi yéu cau ching thuc phai
chiu trach nhiém vé noi dung cua ban dich).

- Nguoi yéu cau chiing thuc nhan két qua tai noi ndp hd so.

Thoi han thuc hién yéu cau chieng thuc: Trong ngdy co quan, to chuc tiép
nhan yéu cau hoic trong ngay lam viéc tiép theo, néu tiép nhan yéu cau sau 15 gio.
Truong hop tra két qua trong 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 nguoi yéu cau ching thuc.
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Péi twong thue hién thi tuc hanh chinh: C4 nhan

Co quan thuc hién thi tuc hanh chinh: UBND cap xa.

Két qua thwe hién thi tuc hanh chinh: Gidy to, van ban dugc ching thuc
chit ky/diém chi.

Phi: 10.000 dong/truong hop (trudng hop duoc hiéu 1a mot hoac nhiéu chir ky
trong mot gidy to, vin ban).

Tén mau don, miu to khai: Khong

Yéu cau, diéu kién thwc hién thi tuc hanh chinh:

Truong hop khong dugc chung thuc chix ky:

- Tai thoi diém chang thuc, nguoi yéu cau chung thuc chit ky khéng nhan thirc
va lam chu dugc hanh vi caa minh.

- Ngudi yéu cau chiing thuc chir ky xuat trinh Gidy chimg minh nhan dan/Cin
cude cong dan hoic Ho chiéu khdng con gia tri st dung hoic gia mao.

- Gidy to, van ban ma ngudi Yeu cau ching thuc ky vao c6 ndi dung quy dinh
tai Khoan 4 Diéu 22 ciia Nghi dinh s6 23/2015/ND-CP.

- Gidy to, van ban c6 ngi dung la hop dong, giao dich; trir Gidy 1y quyén trong
cdc trwong hop Gidy uy quyén: (1) 4y quyén vé viéc nép hg, nhan hé hé so, gidy to,
trir truong hop phap ludt quy dinh khéng dweoc 1y quyén; (2) iy quyén nhdn hg hirong
huu, buu pham, tro cap, phu cap; (3) 4y quyén nho tréng nom nha cia; (4) iy quyén
cia thanh vién hg gia dinh dé vay vén tai Ngan hang chinh sach xa héi; hodc triong
hop phép ludt cé quy dinh khac.

Can cir phép ly:

- Nghi dinh sb 23/2015/ND-CP ngay 16/02/2015 cia Chinh phu vé cap ban sao
tir ban chinh, ching thuc chi ky va chang thuc hop dong, giao dich.

- Théng tw s6 01/2020/TT-BTP ngay 03/3/2020 cua Bé trueng Bo Tu phdp quy
dinh chi tiét va hwong dan thi hanh mét so diéu cia Nghi dinh sé 23/2015/NP-CP
ngay 16/02/2015 cuia Chinh phui vé cdp ban sao tir sé gac, chieng theec chir ky va ching
thurc hop dong, giao dich.

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo truong Bo Tai chinh
quy dinh mic thu, ché do thu, nop, quan 1y, st dung phi chang thuc.

6. Thii tuc chieng thwe hop ddng, giao dich lién quan dén tai san la dong
san, quyén sir dung dit, nha &

Trinh tw thuc hién:
- Nguoi yéu cau chiing thuc nop 01 bd hd so yéu cau chiing thuc.

- Nguoi thyc hién chang thuc (hodc nguoi tiép nhdn hé so trong trirong hop
tiép nhdn hé so tai bg phdn mét cira, mét ciza lién thdng) kiém tra giy to trong hd so
yéu cau ching thuc, néu day du, tai thoi diém chang thuc cac bén tham gia hop ddng,
giao dich tu nguyén, minh man va nhan thic, 1am chu duoc hanh vi ciia minh thi thyc
hién chung thuc.
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- C4c bén tham gia hop ddng, giao dich phai ky truéc mit ngudi thuc hién
chang thuc, néu hgp dong, giao dich c6 tir hai trang tré 18n thi phdi ky vao ting trang.
Trwong hop nguoi yéu cau ching thuc ngp hé so tai bé phdn mét cira, mét cira lién
thong thi cac bén tham gia hgp dong, giao dich phdi ky trieéc mét ngueoi tiép nhdn ho
so. Trudong hop ngudi c6 thim quyén giao két hop ddng cua céc té chic tin dung,
doanh nghiép da dang ky chir ky mau tai co quan thuc hién ching thuc thi c6 thé ky
truéc vao hop dong; nguoi thuc hién ching thuc (hodc nguoi tiép nhdn hé so tai bé
phdn mét cira, mét cura lién théng) phai dbi chiéu chix ky cua ho trong hop dong Vi
chir ky méu truéc khi thuc hién chiing thue, néu nghi ngd chit ky trong hop dong khac
v6i chit ky mau thi yeu cau ngudi do ky trudc mit.

- Truong hop ngudi yéu cau chung thuc khéng ky duoc thi phai diém chi; néu
ngudi d6 khong doc duge, khong nghe duoc, khong ky, khong diém chi duoc thi phai
¢6 02 (hai) nguoi lam ching. Nguoi lam ching phai ¢6 du nang lyc hanh vi dan sy va
khong c6 quyeén, loi ich hoic nghia vu lién quan dén hop dong, giao dich. Nguoi lam
ching do nguoi yéu cau ching thuc bd tri. Truong hop ngudi yéu cau ching thuc
khong bé tri dugc thi dé nghi co quan thuc hién chiang thyuc chi dinh nguoi 1am chang.

- Nguoi thyc hién chung thuc (hodc nguoi tiép nhan hé so) ghi 10i ching tuong
g Vvéi ting loai hop dong, giao dich theo mau quy dinh.

Truong hop tiép nhdn hé so tai b phdn mét cira, mét civa lién théng thi nguwoi
tiép nhdn hé so ky vdao tieng trang cia hop dong, giao dich va ky vao dudi loi ching
theo mau quy dinh.

Nguwoi thuc hién ching thuc chiz ky vao ting trang cua hop dong, giao dich (néu
hé so khéng dwoc tiép nhdn qua bg phdn mét ciza, mét cira lién thong), Ky, ghi rd ho
tén, dong dau cia co quan thyc hién ching thuc va ghi vao s6 ching thuc.

Pbi véi hop dong, giao dich co tir 02 (hai) trang tro 1én, thi tiing trang phai
dugc danh s thir tu, s6 luong trang va 10i ching dugc ghi tai trang cudi cua hop dong,
giao dich. Truong hop hop dong, giao dich c6 tir 02 (hai) to tré 1én thi phai dong du
giap lai.

- Trong trudng hop ngudi yéu cau ching thuc khéng thong thao tiéng Viét thi
phai c6 nguoi phién dich. Nguoi phién dich phai la nguoi cé nang luc hanh vi dan su
day du theo quy dinh caa phap luat, théng thao tiéng Viét va ngdn ngir ma nguoi yéu
cau chang thuc sir dung. Ngudi phién dich do ngudi yéu cau chang thuc moi hoac do
co quan thuc hién ching thuc chi dinh. Th lao phién dich do nguoi yéu cau chang
thuc tra. Nguoi phién dich c6 trach nhiém dich day da, chinh xac noi dung cua hop
dong, giao dich, noi dung 1oi ching cho ngudi yéu cau chung thuc va ky vao ting
trang hop ddng vai tu cach 1a ngudi phién dich.

Cach thirc thuc hién: Nop ho so truc tiép tai UBND cap x4. Viéc chiing thyc
cac hop dong, giao dich lién quan dén quyén cia ngudi sir dung dat duoc thuc hién tai
UBND cip x3 noi c6 dét. Viéc ching thuc cac hop ddng, giao dich lién quan dén nha
& duoc thuc hién tai UBND cap x4 noi ¢6 nha.

Thanh phan, s6 lweng ho so:
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Nguoi yéu cau ching thuc nop 01 (mot) bo hd so yéu cau ching thuc, gom cac
gidy to sau day:

- Dy thao hop dong, giao dich;

- Ban sao Gidy chting minh nhan dan/Can cuwéc cong dan hoic Ho chiéu con
gia tri str dung cta nguoi yéu cau ching thuc (xuit trinh kém theo ban chinh dé dbi
chiéu);

- Ban sao gidy chang nhan quyén sé hitu, quyén sir dung hodc ban sao gidy to
thay thé duoc phép luat quy dinh d6i vé6i tai san ma phap luat quy dinh phai ding ky
quyén s& hitu, quyén st dung trong truong hop hop dong, giao dich lién quan dén tai
san d6 (xut trinh kém theo ban chinh dé ddi chiéu).

Thoi han giai quyét:

Khong qua 02 (hai) ngay lam viéc, ké tir ngay nhan du hd so yéu cau ching
thuc hoic co thé kéo dai hon theo théa thuan bang van ban véi nguoi yéu cau chung
thuc. Truong hop kéo dai thoi han giai quyét thi nguoi tiép nhan ho so phai co phiéu
hen ghi r6 thoi gian (gio, ngay) tra két qua cho ngudi yéu cau ching thuc.

Poi twong thuc hién thi tuc hanh chinh: Ca nhan, té chuc.

Co quan thyc hién thi tuc hanh chinh: UBND cap xa.

Két qua thuc hién thia tuc hanh chinh: Hop dong, giao dich dugc ching thuc.

Phi: 50.000 dong/hop ddng, giao dich

Tén miu don, mau to khai: Khong

Yéu cau, diéu kién thwc hién tha tuc hanh chinh: /

Can cir phép ly:

- Nghi dinh sb 23/2015/ND-CP ngay 16/02/2015 cia Chinh phu vé cp ban sao
tir ban chinh, chang thuc chir ky va chang thuc hop dong, giao dich.

- Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 cua Bo truong Bo Tu phap quy
dinh chi tiét va huéng dan thi hanh mot sé diéu cua Nghi dinh sé 23/2015/ND-CP
ngay 16/02/2015 cua Chinh phua vé cap ban sao tir s6 gbc, chung thuc chit ky va ching
thuc hop ddng, giao dich.

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo truang Bo Tai chinh
quy dinh mirc thu, ché do thu, nop, quan 1y, st dung phi chang thuc.

3. Thii tuc chirng thwc viéc sira doi, bd sung, hily bé hop dong, giao dich

Trinh tw thuc hién:

- Ngudi yéu cau chiing thuc xuit trinh gidy to tdy than con gia tri st dung dé
ngudi thuc hién ching thuc kiém tra va nop 01 bo ho so .

- Viéc sira doi, bo sung, huy bo hop dong, giao dich da duoc chung thuc chi
dugc thuc hién khi c6 thoa thuan bang vin ban cua cac bén tham gia hop dong, giao
dich.
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- Viéc stra dbi, bd sung, hay bo hop ddng, giao dich duoc thuc hién tai co quan
d3 chirng thuc hop ddng, giao dich. Trudng hop sira doi, bo sung, thay thé, huy bo mot
phan hoic toan bo di chic thi c6 thé chiing thyc tai bat Ky co quan c6 tham quyén
chung thuc nao.

- Nguoi thuc hién chang thuc (hode nguroi tiép nhdn hé so trong truong hop
tiep nhdn ho so tai bé phan mét cira, mét cira lién thong) kiém tra gidy to trong hd so
yéu cau chung thuc, néu day du tai thoi diém chang thuc cac bén tham gia hop ddng,
giao dich ty nguyén, minh man va nhan thtc, 1am chu dwugc hanh vi caa minh thi tiép
nhan hd so, thuc hién chang thuec.

- Cac bén tham gia hop dong, giao dich phai ky truéc mit nguoi thuc hién
chang thuc, néu hop daong c6 tir hai trang tro 18n thi phdi ky vao timg trang. Trurong
hop nguroi yéu cau ching thuee ngp hé so tai bé phdn mét ciza, mét cira lién théng thi
cac bén tham gia hop dong, giao dich phdi ky truéc mat nguoi tiép nhdn hé so-
Truong hop nguoi ¢ tham quyén giao két hop dong cua cac to chic tin dung, doanh
nghiép da dang ky chir ky mau tai co quan thyuc hién ching thuc thi c¢d thé ky trude
vao hop dong; ngudi thuc hién chang thuc (hodc nguwoi tiép nhdn hé so tai bg phan
mét cira, mét ciza lién thong) phai d6i chiéu chit ky cua ho trong hop dong voi chir ky
mau trude khi thuc hién chiing thuc, néu nghi ngd chir ky trong hop dong khac véi chir
ky mau thi yéu cau nguoi d6 ky trudc mit.

- Truong hop ngudi yéu cau chiing thuc khong ky duoc thi phai diém chi; néu
ngudi d6 khong doc duge, khong nghe duoc, khong ky, khong diém chi duoc thi phai
¢6 02 (hai) nguoi lam ching. Nguoi lam ching phai c6 du nang lyc hanh vi dan sy va
khong c6 quyeén, loi ich hoidc nghia vu lién quan dén hop dong, giao dich. Nguoi 1am
ching do nguoi yéu cau ching thuc bd tri. Trudng hop ngudi yéu cau ching thuc
khong b tri dugce thi dé nghi co quan thuc hién ching thyc chi dinh nguoi 1am chang.

- Nguoi thuc hién chung thuc (hodc nguoi tiép nhdn hé so) ghi 16i ching
trong ung véi tirng loai hop ddng, giao dich theo miu quy dinh. Trweong hop tiép
nhdn hé so tai bé phdn mét cira, mét cira lién théng thi nguwoi tiép nhan hé so ky
vao ting trang cua hop dong, giao dich va ky vao dwdi loi chitng theo mdu quy
dinh.

Ngueoi thyee hién ching theee ky vao ting trang cua hop dong, giao dich (néu ho
so khéng dwoc tiép nhdn qua bg phdn mét ciza, mét cira lién thong), ky, ghi rd ho tén,
dong dau cua co quan thuc hién ching thuc va ghi vao sé chieng thuc.

Ddi véi hop dong, giao dich c6 tir 02 (hai) trang tré 1én, thi ting trang phai
dugc danh s thir tu, s6 luong trang va 10i ching dugc ghi tai trang cudi cua hop dong,
giao dich. Truong hop hop ddng, giao dich c6 tir 02 (hai) to tré 1én thi phai dong dau
giap lai.

- Trong trudng hop ngudi Yéu cau ching thuc khdng thong thao tiéng Viét thi
phai c6 nguoi phién dich. Nguoi phién dich phai la nguoi cé nang lyc hanh vi dan su
df}iy du theo quy dinh cua phap luat, thong thao tiéng Viét va ngon ngir ma nguoi yéu
cau chang thyc st dung. Nguoi phién dich do nguoi yéu cau ching thyc moi hoac do
co quan thuc hién ching thuc chi dinh. Thu lao phién dich do nguoi yéu cau chang
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thuc tra. Nguoi phién dich cé trach nhiém dich day du, chinh xac noi dung cua hop
ddng, giao dich, noi dung 15i ching cho ngudi yéu cau chung thuc va ky vao ting
trang hop ddng vai tu cach 1a ngudi phién dich.

- Co quan thyc hién viéc sira d6i, bd sung, thay thé, hiy bo mot phan hoic toan
bo di chic phai thdng bao bang van ban cho co quan di chirng thuc trude ddy vé noi
dung stra d6i, bo sung, thay thé, huy bo mot phan hoic toan b di chuc dé ghi chd vao
S6 ching thuc hop dong, giao dich.

- Nguoi yéu cau chiing thuc nhan két qua tai noi nop hd so.

Céch thikc thuc hién: Nop hd so truc tiép.

Thanh phan, sé lweng hd so:

Nguoi yéu cau chung thuc nop 01 (mét) bo ho so yéu cau chung thuc, gom céc
gidy to sau day:

- Hop dong, giao dich da duoc ching thuc;

- Dy thao hop ddng, giao dich sira doi, b6 sung, hiy bé hop dong, giao dich da
duoc chirng thuc;

- Trong trudng hop noi dung stra d6i, bo sung c6 lién quan dén tai san thi nguoi
yéu cau ching thuc phai nop ban sao kém ban chinh dé d6i chiéu gidy chung nhan
quyén s& hitu, quyén sir dung hoic ban sao gidy to thay thé duoc phap luat quy dinh
d6i vai tai san ma phap luat quy dinh phai dang ky quyén sé hitu, quyén st dung, trir
truong hop ngudi 1ap di chiic dang bi cai chét de doa dén tinh mang.

Thoi han giai quyet: Thoi han thuc hién yéu cau ching thuc phai dugc bao
dam ngay trong ngay co quan, t6 chuc tiép nhan yéu cau hoic trong ngay lam viéc tiép
theo, néu tiép nhan yeu cau sau 15 gio. Truorng hop tra két qua trong ngay lam viéc
tiép theo thi nguoi tiép nhan hd so phai co phiéu hen ghi rd thoi gian (gio, ngay) tra
két qua cho ngudi yéu cau chang thuc.

Poi twong thuc hién thi tuc hanh chinh: Ca nhan, t6 chirc

Co quan thuc hién thi tuc hanh chinh: UBND cap x4.

Két qua thuc hién thia tuc hanh chinh: Hop dong, giao dich dugc ching thyc

Phi: 30.000 d6ng/hop dong, giao dich.

Tén miu don, miu té khai: Khong

Yéu cau, diéu kién thuc hién thi tuc hanh chinh: Viéc sira di, bo sung, hay
bo hop dong, giao dich da dugc ching thuc chi dugc thuc hién khi ¢ thoa thuan bang
van ban cua cac bén tham gia hop dong, giao dich.

Can cir phép ly:

- Nghi dinh sb 23/2015/ND-CP ngay 16/02/2015 cia Chinh phu vé cap ban sao
tir ban chinh, ching thuc chix ky va chang thuc hop dong, giao dich.

- Théng tu sé 01/2020/TT-BTP ngay 03/3/2020 cua Bo truong Bo Tu phap quy
dinh chi tiét va huéng dan thi hanh mot sé diéu cua Nghi dinh sé 23/2015/ND-CP
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ngay 16/02/2015 cua Chinh phua vé cap ban sao tir sé gbc, chung thuc chit ky va ching
thuc hop ddng, giao dich.

_ Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 cia Bé truéng Bo Tai chinh
quy dinh mic thu, ché do thu, nop, quan ly, st dung phi chang thuc.

4. Thi tuc sira 13i sai sét trong hop ddng, giao dich
Trinh ty thuc hién:
- Nguoi yéu cau ching thue ndp 01 bd hd so.

- Viéc stra 131 sai sot trong khi ghi chép, danh may, in hop déng, giao dich da
duogc chung thuc dugc thuc hién theo thda thuan béng van ban cua cac bén tham gia
hop dong, giao dich, néu khong 1am anh hudng dén quyén, nghia vu ctia cic bén va
dugc thyuc hién tai co quan da chiig thuc hop déng, giao dich.

- Nguoi thuc hién chimg thuc gach chan 15i sai sot can sira, dong dau cia co
quan thyuc hién ching thuc va ghi vao bén I€ cua hgp dong, giao dich ndi dung da stra,
ho tén, chir ky cua nguoi stra, ngay thang nam sua.

- Nguoi yéu cau ching thuc nhan két qua tai noi ndp hd so.

Cach thire thue hién: Nop ho so tryc tiép tai UBND cap xa, Phong Tu phap
Thanh phan, so lwgng ho so:

Nguoi yéu cau chung thue ndp 01 (mot) bo hd so yéu cau chiung thue, gdm céac
giay to sau day:

- Ban sao gidy to tiy than con gia tri sit dung cta nguoi yéu cau ching thuc
(xuat trinh ban chinh dé doi chiéu);

- Vin ban thoa thuin vé viéc stra 16i sai sot trong hop dong, giao dich dd duoc
chirng thuc

- Hop déng, giao dich da dugc ching thuc;

- Ban sao gidy ching nhan quyén s& hitu, quyén st dung hodc ban sao gidy to
thay thé dugc phap luat quy dinh d6i v6i tai san ma phap luat quy dinh phai dang ky
quyén s¢ hiru, quyen st dung trong truong hop hop ddng, giao dich lién quan dén tai
san d6 (xudt trinh ban chinh dé ddi chiéu).

Thoi han giai quyét: Thot han thue hién yéu cau chung thuc phai duoc bao
dam ngay trong ngay co quan, t6 chure tiép nhan yéu cau hodc trong ngay lam viéc tiép
theo, néu tiép nhan yéu cau sau 15 gio. Truong hop tra két qua trong ngdy lam viéc
tlep theo thi ngudi tiép nhan hd so phai c6 phiéu hen ghi 1 thoi gian (gio, ngay) tra
két qua cho ngudi yéu cau ching thyc.

Poi twong thue hién thi tuc hanh chinh: C4 nhan, t6 chire

Co quan thuc hién thi tuc hanh chinh: UBND cép x4, Phong Tu phap

Két qua thwe hién thi tuc hanh chinh: Hop dong, giao dich dugc sira 18i k¥
thuat

Phi: 25.000 dong/hop ddng, giao dich.

Tén miu don, miu t& khai: Khong

Yéu ciu, diéu kién thwe hién thi tuc hanh chinh: /

Can cur phap ly cida thi tuc hanh chinh:

- Nghi dinh sb 23/2015/ND-CP ngay 16/02/2015 cta Chinh phtl vé cip ban sao
tir ban chinh, ching thyc chit ky va ching thuc hop dong, giao dich;
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- Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 ciia Bo truong Bo Tu phap quy
dinh chi tiét va hudng dan thi hanh mot sé diéu cia Nghi dinh s6 23/2015/ND-
CP ngay 16/02/2015 cta Chinh pha vé cdp ban sao tir ban chinh, ching thuc chit ky va
chirng thuc hop déng, giao dich;

- Thong tu s 226/2016/TT-BTC ngay 11/11/2016 ctua Bo trudng BO Tai chinh
quy dinh mirc thu, ché d6 thu, ndp, quan 1y va st dung phi ching thyec.

5. Thit tuc cAp ban sao c6 chirng thue tir ban chinh hep dong, giao dich di
dwgc chirng thuc

Trinh ty thyc hién:

- Nguoi yéu cau cap ban sao co chimg thuc tir ban chinh hop dong, giao dich
phai xuét trinh cac giy to theo quy dinh.

Nguot thyuc hién ching thue kiém tra glay td do ngudi yéu cau cap ban sao co
chtng thuc tir ban chinh hop dong, giao dich xuat trinh.

Viéc cip ban sao co ching thyc tir ban chinh hop ddng, giao dich di duogc
chirng thuc dugc thuc hién tai co quan luu trir hop dong, giao dich.

Co quan thyc hién chting thuc tién hanh chup tir ban chinh hop dong, giao dich
dang dugc luu trir va thyc hién chung thuc nhu sau:

* Ghi day du 10i chimg chung thue chir ky theo mau quy dinh;
~* Ky, ghi 16 ho tén, dong dau cua co quan, t6 chirc thyc hién chimg thyc va ghi
vao so chung thuec.

Dbi v6i ban sao co tir 02 (hai) trang trd 18n thi ghi 10 chimg vao trang cudi, néu
ban sao c6 tir 02 (hai) to trd 1€n thi phai dong dau giap lai.

MJi ban sao dugc ching thuc tir mot ban chinh gir?'ly to, van ban hodc nhiéu ban
sao dugc chung thuc tr mot ban chinh gidy to, van ban trong cung mdét thoi diém dugce
ghi mot sO ching thue.

Cich thire thue hién: Nop ho so truc tiép tai UBND cip xa, Phong Tu phap

Thanh phan, s6 hrong ho so: Ngudi yéu cau ching thuc xut trinh ban chinh
hoic ban sao c6 ching thuc Gidy ching minh nhan dan/Can cude cong ddan hoic Ho
chiéu con gia tri st dung.

Thoi han giai quyet Trong ngay co quan, t6 chirc tiép nhan yéu cau hoic
trong ngdy lam viéc tiép theo, néu tiép nhan yéu cau sau 15 gio. Truong hop tra két
qua trong ngay lam vi¢c tlep theo thi nguoi tlep nhan hd so phai c6 phiéu hen ghi 1&
thot gian (gi0, ngay) tra két qua cho ngudi yéu cu chimg thue.

Poi twong thwre hién thii tuc hanh chinh: Ca nhan, to chuce

Co quan thyc hién thi tuc hanh chinh: UBND cép xa, Phong Tu phép luu
trit hop dong, giao dich

Két qua thyc hién thi tuc hanh chinh: Ban sao hop dong, giao dich duoc
chirng thuc

Phi: 2.000 dong/trang; tir trang thir 3 tré 1én thu 1.000 ddéng/trang, ti da thu
khong qua 200.000 dong/ban. Trang 1a cin ctr dé thu phi dugc tinh theo trang ctia ban
chinh.

Tén miu don, miu t& khai: Khong

Yéu ciu, diéu kién thwe hién thi tuc hanh chinh: /

Can cur phap ly cida thi tuc hanh chinh:
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- Nghi dinh sb 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cap ban sao
tir ban chinh, chimg thyuc chit ky va ching thuc hop ddng, giao dich;

- Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 cta B trudng Bo Tu phap quy
dinh chi tiét va hudng dan thi hanh mot s6 diéu ciia Nghi dinh s6 23/2015/ND-
CP ngay 16/02/2015 cta Chinh phu vé cp ban sao tir ban chinh, ching thyuc chit ky va
chtng thuc hop dong, giao dich;

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo truong Bo Tai chinh
quy dinh mirc thu, ché d6 thu, ndp, quan 1y va st dung phi ching thyec.

6. Thii tuc chitng thwc hop ddng, giao dich lién quan dén tai san 1a dong
san, quyén sir dung dat va nha &

Trinh ty thuc hién:

- Nguoi yéu cau ching thuc ndp 01 bd hd so yéu cau ching thuc.

- Nguoi thyc hién ching thuc (hodc nguoi tiép nhdn hé so trong truong hop
tiép nhdn ho so tai bé phdn mét cira, mot civa lién thong) kiém tra gidy to trong ho so
yéu cau ching thuc, néu day du, tai thoi diém ching thuc cac bén tham gia hop dong,
giao dich ty nguyén, minh man va nhan thirc, 1am chi duoc hanh vi ctia minh thi thuc
hién chung thuc.

- Céc bén tham gia hop dong, giao dich phai ky trudc mat ngudi thuc hién
chtmg thuc, néu hop dong, giao dich cé tir hai trang tré 1én thi phdi ky vdo tirng trang.
Truong hop nguoi yéu cdu chimng thyc ngp hé so tai bé phin mét cira, mot cia lién
thong thi cac bén tham gia hop dong, giao dich phai ky trieoc mat nguoi tiép nhén ho
so. Truong hop ngudi co thim quyén giao két hop dong cia cac to chuc tin dung,
doanh nghiép da dang ky chir ky mau tai co quan thyc hién chimg thuc thi c6 thé ky
trude vao hop dong; nguoi thuc hién chung thyuc (hodc nguroi tiép nhdn ho so tai bo
phédn mét ciea, mot cua lién thong) phai dbi ch1eu chitr ky cua ho trong hop dong voi
chit ky miu trude khi thue hién ching thyc, néu nghi ngd chit ky trong hop dong khac
v6i chit ky mau thi yéu cau ngudi d6 ky trude mat.

- Truong hop ngudi yéu cau chimg thuc khong ky dugc thi phai diém chi; néu
ngudi d6 khong doc dugc, khong nghe duoc, khong ky, khong diém chi dugc thi phai
¢6 02 (hai) nguoi lam chimg. Nguoi lam ching phai ¢6 du nang lyc hanh vi dan sy va
khong c6 quyen, loi ich hodc nghia vy lién quan dén hop ddng, giao dich. Nguoi lam
ching do ngudi yéu cau chung thyc bd tri. Truong hop nguoi yéu cau chimg thuc
khong bé tri duoc thi dé nghi co quan thyc hién ching thyc chi dinh ngudi 1am ching.

- Nguoi thyc hién ching thue (hodc nguoi tiép nhdn hé so) ghi 10 chumg tuong
g véi timg loai hop dong, giao dich theo mau quy dinh. Trirong hop tiép nhdn ho so
tai bo phan mot cua, mot ciea lién thong thi nguoi tiép nhan hé so ky vdo tirng trang
ciia hop dong, giao dich va ky vao dwdi 16i chitng theo mau quy dinh.

Nguoi thye hién chimg thyc ky vao ting trang cua hop dong, giao dich (néu ho so
khéng dwoc tiép nhdn qua bg phdn mét civa, mét cira lien thong), Ky, ghi rd ho tén,
dong dau ciia co quan thyc hién chimng thuc va ghi vao so chimg thuc.

B01 v6i hop dong, giao dich c6 tir 02 _(hai) trang tr¢ 1én, thi tung trang phai dugc danh
s6 thir tu, ¢ chit ky ctia ngudi yéu ciu ching thuc va ngudi thyc hién ching thyc; sO
lugng trang va 161 ching dugc ghi tai trang cudi ctia hop dong, giao dich. Truong hop
hop ddng, giao dich c6 tir 02 (hai) to trd 1én thi phai dong dau giap lai.
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- Trong trudng hop ngudi yéu cau chiung thuc khong thong thao tiéng Viét thi
phai c6 nguoi phién dich. Ngudi phién dich phai 1a ngudi ¢6 nang lyc hanh vi dan su
day du theo quy dinh cua phap luat, thong thao tiéng Viét va ngdn ngit ma ngudi yéu
cau chung thyc st dung. Nguoi phién dich do ngudi yéu cau ching thue moi hoic do
co quan thuc hién chimg thuc chi dinh. Thu lao phién dich do ngudi yéu ciu ching
thue tra. Nguoi phién dich c6 trach nhiém dich day du, chinh xac ndi dung cia hop
dong, giao dich, ndi dung 10i ching cho ngudi yéu cau ching thuc va ky vao ting
trang hop ddng voi tu cach 1a ngudi phién dich.

Céch thirc thwe hién: Nop hd so truc tlep tai Uy ban nhan dan cép xi. Viéc
chtng thuc cac hop dong, giao dich lién quan dén quyén cua ngudi st dung dat duoc
thyc hién tai Uy ban nhan déan cdp x3 noi c6 dat. Viéc ching thue cac hop dong, giao
dich lién quan dén nha & duoc thuc hién tai Uy ban nhan dan cip x3 noi c6 nha.

Thanh phén, s6 lwong ho so:

Nguoi yéu cau ching thue ndp 01 (mot) bo hd so yéu cau ching thuc, gdm cac
giay to sau day:

- Dy thao hop dong, giao dich;

- Ban sao Gidy chimg minh nhan dan/Can cudc cong dan hoic Ho chiéu con
gia tri sir dung ctia ngudi yéu cau ching thyc (xuit trinh kém theo ban chinh dé d6i
chiéu);

- Ban sao gidy chiing nhan quyen so hitu, quyén sir dung hodc ban sao gidy td
thay thé duoc phap luat quy dinh d6i v6i tai san ma phap luat quy dinh phai dang ky
quyén s¢ hiru, quyen su dung trong truong hop hop dong, giao dich lién quan dén tai
san d6 (xudt trinh kém theo ban chinh dé ddi chiéu).

Thoi han giai quyét:

Khong qua 02 (hai) ngay lam viéc, ké tir ngay nhan du ho so yéu cau chung
thuc hodc c6 thé kéo dai hon theo thoa thuan bang vin ban v6i nguoi yéu cau ching
thuc. Trudng hop kéo dai thoi han giai quyét thi nguoi tiép nhan ho so phai c6 phiéu
hen ghi rd thoi gian (gio, ngay) tra két qua cho ngudi yéu cau ching thyec.

Poi twong thuwe hién thi tuc hanh chinh: Ca nhan, t6 chirc

Co quan thyc hién thi tuc hanh chinh: Uy ban nhan déan cap xa

Két qua thyc hién thii tuc hanh chinh: Hop dong, giao dich dugc chimg thuc

Phi: 50.000 dong/hgp ddng, giao dich

Tén miu don, miu to khai: Khong

Yéu ciu, diéu kién thie hién thi tuc hanh chinh: /

Can cu phap ly cua tha tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phi1 vé cap ban sao
tir ban chinh, ching thyc chit ky va ching thuc hop dong, giao dich;

- Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 ciia Bo truéng Bo Tu phap quy
dinh chi tiét va huéng dan thi hanh mot s6 diéu ciia Nghi dinh s 23/2015/ND-
CP ngay 16/02/2015 cia Chinh pha vé cap ban sao tir ban chinh, chimg thyc chit ky va
chtng thuc hop dong, giao dich;

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cua B trudng Bo Tai chinh
quy dinh mirc thu, ché d6 thu, ndp, quan 1y va st dung phi chimg thuc.
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7. Thi tuc chirng thwc di chac

Trinh ty thuc hién:
- Nguoi yéu cau chiing thuc nop 01 bd hd so yéu cau ching thuc.

- Nguoi thyc hién chang thuc (hodc nguoi tiép nhdn hé so trong trirong hop
tiép nhdn hé so tai bg phdn mét cira, mét cira lién thdng) kiém tra gidy to trong ho so
yéu cau chung thue, néu day du, tai thoi diém chung thue nguoi 14p di chlc tu nguyén,
minh man va nhan thac, 1am chu dugc hanh vi caa minh thi thuc hién chiing thyc.

- Ngudi 1ap di chic phai ky trude miat ngudi thuc hién chiing thuc, néu di chic
co tir hai trang tré 18n thi phdi ky vao ting trang. Trirong hop nguoi yéu cau ching
thirc nép ho so tai bé phdn mét cira, mét cira lién théng thi phdi ky trieéc mét ngueoi
tiép nhdn hé so.

- Truong hop nguoi yéu cau chung thuc khong ky duoc thi phai diém chi; néu
ngudi d6 khong doc duge, khong nghe duoc, khong ky, khong diém chi duoc thi phai
¢6 02 (hai) nguoi lam ching. Nguoi lam chung phai ¢6 du nang lyc hanh vi dan sy va
khong c6 quyén, loi ich hoic nghia vu lién quan dén giao dich. Nguoi lam chang do
ngudi yéu cau ching thuc b tri. Trudng hop ngudi yéu cau ching thuc khdng b tri
duoc thi d& nghi co quan thuc hién chang thuc chi dinh ngudi 1am ching.

- Nguoi thuc hién chiang thuc (hodc nguoi tiép nhdn hé so) ghi 16i chiing theo
mau quy dinh.

Truong hop tiép nhdn hé so tai b phdn mét cira, mét cira lién théng thi nguwoi
tiep nhan ho so ky vao tung trang cua di chiic va ky vao duoi loi ching theo mau quy
dinh.

Nguoi thuc hién chitng thiec ky vao ting trang cua di chic (néu hé so khéng
diroc tiép nhdn qua bg phan mét ciza, mét cia lién thdng), ky, ghi rd ho tén, dong dau
ctia co quan thuc hién chiing thue va ghi vao sé chieng thuc.

Péi vai di chiic ¢c6 tir 02 (hai) trang trg Ién, thi ting trang phai duoc danh s6 thir
tu, s6 lugng trang va 10i ching dugc ghi tai trang cudi cia di chuc. Truong hop di
chic c6 tir 02 (hai) to tré 1én thi phai dong dau giap lai.

- Trong trudng hop ngudi yéu cau ching thuc khéng thong thao tiéng Viét thi
phai c6 nguoi phién dich. Nguoi phién dich phai 1a nguoi ¢6 nang lyc hanh vi dan sy
day du theo quy dinh caa phap luat, théng thao tiéng Viét va ngdn ngir ma nguoi yéu
cau chang thuc sir dung. Ngudi phién dich do ngudi yéu cau chang thuc moi hoac do
co quan thuc hién chiing thuc chi dinh. Th lao phién dich do nguoi yéu cau chang
thue tra. Nguoi phién dich cd trach nhiém dich day du, chinh xac noi dung cua di chic,
noi dung loi chimg cho nguoi yéu cau chiing thuc va ky vao tirng trang di chic véi tu
cach 1a nguoi phién dich.

Céch thikc thuc hién: Nop hd so truc tiép tai UBND cip xa.

Thanh phan, s6 lweng ho so:

Nguoi yéu cau ching thuc nop 01 (mot) bo hd so yéu cau ching thuc, gom cac
giay to sau day:
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- Dy thao di chdc;

- Ban sao Gidy chting minh nhan dan/Can cuwéc cong dan hoic Ho chiéu con
gia tri str dung cua nguoi yéu cau ching thuc (xuat trinh kém theo ban chinh dé dbi
chiéu);

- Ban sao gidy chang nhan quyén sé hitu, quyén sir dung hodc ban sao gidy to
thay thé duoc phap luat quy dinh d6i véi tai san ma phap luat quy dinh phai ding ky
quyén sé hitu, quyén st dung trong truong hop di chiic lién quan dén tai san do; trir
truong hop ngudi lap di chuc dang bi cai chét de doa dén tinh mang (xuét trinh kém
theo ban chinh dé ddi chiéu).

Thai han giai quyét:

Khong qua 02 (hai) ngay lam viéc, ké tir ngay nhan du hd so yéu cau ching
thue hoic co thé kéo dai hon theo thoéa thuan bang vin ban véi nguoi yéu cau ching
thue. Truong hop kéo dai thoi han giai quyét thi ngudi tiép nhan ho so phai c6 phiéu
hen ghi rd thoi gian (gio, ngay) tra két qua cho ngudi yéu cau ching thyc.

Péi twong thuc hién thi tuc hanh chinh: C& nhan

Co quan thyc hién thi tuc hanh chinh: UBND cap xa

Két qua thuc hién thi tuc hanh chinh: Di chuc duoc ching thuc

Phi: 50.000 ddng/di chic.

Tén miu don, miu to khai: Khéng

Y&u cau, diéu kién thuc hién tha tuc hanh chinh: /

Can cir phép ly:

- Nghi dinh sb 23/2015/ND-CP ngay 16/02/2015 cia Chinh phu vé cap ban sao
tir ban chinh, ching thyc chix ky va chang thuc hop dong, giao dich.

- Théng tw s6 01/2020/TT-BTP ngay 03/3/2020 cua Bé truweong Bé Tur phdp quy
dinh chi tiét va hwong dan thi hanh mét so diéu cia Nghi dinh sé 23/2015/NP-CP
ngay 16/02/2015 cuia Chinh pha vé cdp ban sao tir sé gac, chiing thuec chir ky va chieng
thirc hop dong, giao dich.

- Thong tu s 226/2016/TT-BTC ngay 11/11/2016 cua Bo truong Bo Tai chinh
quy dinh mic thu, ché do thu, nop, quan ly, st dung phi chang thyc.

8. Thii tuc chirng thwe vin ban tir chdi nhan di san

Trinh ty thuc hién:
- Nguoi yéu cau chiing thuc nop 01 bo hd so yéu cau ching thuc.

- Nguoi thuc hién chang thuc (hode nguroi tiép nhdn hé so trong truong hop
tiép nhdn hé so tai bg phdn mét cira, mét ciza lién thdng) kiém tra giy to trong hd so
yéu cau chiing thuc, néu day du, tai thoi diém chiing thue ngudi tir chéi nhan di san tu
nguyén, minh man va nhan thirc, lam cha dugc hanh vi cia minh thi thuc hién chang
thuc.
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- Ngudi tir chdi nhan di san ky truéc mit nguoi thuc hién chang thuc, néu van
ban tir choi co tir hai trang tro 18n thi phdi ky vao ting trang. Truong hop nguoi yéu
cau ching thuc nép hé so tai bg phan mét cira, mét cira lién théng thi phdai ky truéc
mdt nguoi tiép nhdn ho so.

- Truong hop ngudi yéu cau chirng thuc khong ky duoc thi phai diém chi; néu
ngudi d6 khong doc duge, khong nghe duoc, khong ky, khong diém chi duoc thi phai
¢6 02 (hai) nguoi lam ching. Nguoi lam chirng phai ¢6 di nang luc hanh vi dan su va
khong c6 quyén, loi ich hoic nghia vu lién quan dén giao dich. Nguoi lam chang do
ngudi yéu cau ching thuc b tri. Truong hop ngudi yéu cau ching thuc khdng b tri
duogc thi dé nghi co quan thuc hién ching thyuc chi dinh nguoi 1am ching.

- Ngudi thuc hién ching thuc (hode nguoi tiép nhdn hé so) ghi loi chang theo
mau quy dinh.

Trirong hop tiép nhdn hé so tai bé phdn mét ciza, mét cira lién théng thi nguoi
tiep nhdn ho so ky vao tung trang Cia van ban tur choi va ky vao duéi loi chiing theo
mau quy dinh.

Nguoi thue hién chiing thuec ky vao ting trang cia véin ban tir chéi (néu hé so
khéng dwoc tiép nhdn qua bé phdn mét cira, mét cira lién thong), ky, ghi ré ho tén,
dong dau cua co quan thuc hién ching thuc va ghi vao sé chieng thuc.

Doi vai van ban tir chdi cd tir 02 (hai) trang tro Ién, thi ting trang phai dugc
danh s6 thi tu, s6 lugng trang va loi chimg dugc ghi tai trang cudi cua van ban tir choi
nhan di san. Trudong hop van ban tir chdi nhan di san ¢6 tir 02 (hai) to tré 1én thi phai
dong dau giép lai.

- Trong trudng hop ngudi yéu cau ching thuyc khdng thong thao tiéng Viét thi
phai c6 nguoi phién dich. Nguoi phién dich phai la nguoi c6 nang luc hanh vi dan su
day du theo quy dinh caa phap luat, théng thao tiéng Viét va ngdn ngir ma nguoi yéu
cau chang thuc sir dung. Ngudi phién dich do ngudi yéu cau chang thuc moi hoac do
co quan thuc hién ching thuc chi dinh. Th lao phién dich do nguoi yéu cau chang
thuc tra. Nguoi phién dich 6 trach nhiém dich day du, chinh xac noi dung cua vian ban
tir chéi nhan di san, noi dung 10i chimg cho ngudi yéu cau ching thuc va Ky vao ting
trang van ban tir chéi nhan di san véi tu cach 1a nguoi phién dich.

Céch thic thuc hién: Nop ho so tryc tiép tai UBND cap xA.
Thanh phan, s6 lweng ho so:

Nguoi yéu cau chang thuc nop 01 (mot) bo hd so yéu cau chung thuc, gdm céc
giay to sau day:

- Dy thao vin ban tir chi nhan di san;

- Ban sao Giay chung minh nhan dan/Cén cuéc cong dan hoic Ho chiéu con
gia tri st dung cua nguoi yéu cau chiing thuc (xuat trinh kém theo ban chinh dé dbi
chiéu);

- Ban sao gidy chirng nhan quyén s& hitu, quyén st dung hoic ban sao gidy to
thay thé duoc phép luat quy dinh d6i véi tai san ma phap luat quy dinh phai ding ky
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quyén s& hiru, quyén sir dung trong tredng hop van ban tir chéi lién quan dén tai san
d6 (xuét trinh kém theo ban chinh dé ddi chiéu).

Thoi han giai quyét:

Khéng qué 02 (hai) ngay 1am viéc, ké tir ngay nhan du hd so yéu cau chung thuc
hoic ¢6 thé kéo dai hon theo thoa thuan bing van ban véi ngudi yéu cau ching thuec.
Truong hop kéo dai thoi han giai quyét thi ngudi tiép nhan hd so phai co phiéu hen ghi
rd thoi gian (gio, ngay) tra két qua cho nguoi yéu cau ching thuc.

Péi twong thuc hién thi tuc hanh chinh: Ca nhan, t chirc

Co quan thuc hién thi tuc hanh chinh: UBND cép x4

Két qua thuc hién tha tuc hanh chinh: Vin ban tir chéi nhan di san dwogc
chung thuc.

Phi : 50.000 dong/van ban.

Tén mau don, miu to khai: Khéng

Y&u cau, diéu kién thuc hién thi tuc hanh chinh: /

Cin cw phéap ly:

- Nghi dinh sb 23/2015/ND-CP ngay 16/02/2015 caa Chinh phu vé cap ban sao
tir ban chinh, ching thyc chix ky va chang thuc hop dong, giao dich.

- Théng tw s6 01/2020/TT-BTP ngay 03/3/2020 cua Bé truwong Bé Tur phdp quy
dinh chi tiét va hwong dan thi hanh mét so diéu cia Nghi dinh sé 23/2015/NP-CP
ngay 16/02/2015 cuia Chinh pha vé cdp ban sao tir sé gac, chiing thuec chir ky va chieng
thirc hop dong, giao dich.

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo truong Bo Tai chinh
quy dinh mic thu, ché do thu, nop, quan ly, st dung phi chang thuc.

9. Tha tuc chitng thwe van ban théa thuan phan chia di san ma di san la
dong san, quyeén sir dung dat, nha é

Trinh ty thuc hién:
- Nguoi yéu cau chiing thuc nop 01 bo hd so yéu cau ching thuc.

- Ngudi thue hién ching thuc (hode nguoi tiép nhdn hé so trong trieong hop tiép
nhan hé so tai bé phan mét cira, mét cura lién thdng) kiém tra gidy to trong hd so yéu
cau ching thuc, néu day du, tai thoi diém ching thuc cac bén tham gia thoa thuan phan
chia di san tu nguyén, minh man va nhan thirc, lam chi dugc hanh vi ctiia minh thi thuc hién
chung thyc.

- Cac bén tham gia thoa thuan phan chia di san phai ky truéc mat nguoi thuc
hién ching thuc, néu van ban théa thugn phan chia di san c6 tir hai trang tré 18n thi
phdi Ky vao tirng trang. Trirong hop nguwoi yéu cau chizng thuc nép ho so tai bé phan
mot cura, mot cura lién thdng thi cac bén thoa thugn phan chia di san phdi ky trueéc mat
nguroi tiép nhan hé so-
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- Truong hop ngudi yéu cau chirng thuc khong ky duoc thi phai diém chi; néu
ngudi d6 khong doc dugc, khéng nghe duoc, khong ky, khong diém chi duoc thi phai
¢6 02 (hai) ngudi lam ching. Nguoi lam chung phai ¢6 du nang luc hanh vi dan sy va
khong c6 quyén, loi ich hoic nghia vu lién quan dén giao dich. Nguoi lam chang do
ngudi yéu cau ching thuc b tri. Trudng hop ngudi yéu cau chiing thuc khdng b tri
duogc thi dé nghi co quan thyc hién ching thyc chi dinh nguoi lam ching.

- Ngudi thuc hién ching thuc (hode nguoi tiép nhdn hé so) ghi loi chang theo
mau quy dinh.

Trwong hep tiép nhdn hé so tai bé phdn mét cira, mét cira lién théng thi ngueoi
tiep nhdn ho so ky vao ting trang cua van ban thoa thugn phan chia di san va ky vao
duéi loi chiing theo mdu quy dinh.

Nguoi thuc hién ching thuc ky vao tung trang cua van ban théa thugn phén
chia di san (néu hé so khéng dwoc tiép nhdn qua bgé phdn mét ciza, mét cura lién
théng), ky, ghi rd ho tén, déng dau cia co quan thuc hién ching thuc va ghi vao sé
ching thuc.

Ddi v6i van ban thoa thuan co tir 02 (hai) trang trg Ién, thi tirng trang phai dugc
danh sé th tu, sé luong trang va 1oi ching duoc ghi tai trang cudi cia van ban thoa
thuan. Truong hop van ban thoéa thuan co tir 02 (hai) to tré 18n thi phai dong dau giap
lai.

- Trong trudng hop ngudi yéu cau ching thyc khdng théng thao tiéng Viét thi
phai c6 nguoi phién dich. Nguoi phién dich phai 1a nguoi ¢6 nang lyc hanh vi dan sy
day du theo quy dinh caa phap luat, thong thao tiéng Viét va ngdn ngir ma nguoi yéu
cau chang thuc sir dung. Ngudi phién dich do ngudi yéu cau chang thuc moi hoac do
co quan thuc hién ching thuc chi dinh. Th lao phién dich do nguoi yéu cau chang
thuc tra. Nguoi phién dich 6 trach nhiém dich day du, chinh xac noi dung cua vian ban
thoa thuan noi dung 1oi chimg cho ngudi yéu cau ching thuc va ky vao timg trang vin
ban thoa thuan véi tu cach 1a nguoi phién dich.

Céch thirc thuc hién: Nop ho so truc tiép tai UBND cap xA.
Thanh phan, so lwong hd so:

Nguoi yéu cau chang thuc nop 01 (mot) bo hd so yéu cau chiang thuc, gdm céc
giay to sau day:

- Dy thao van ban thoa thuan phan chia di san;

- Ban sao Giay chang minh nhan dan/Cdn cuwéc cong dan hoic Ho chiéu con
gia tri str dung cta nguoi yéu cau ching thuc (xuat trinh kém theo ban chinh dé dbi
chiéu);

- Ban sao gidy chirng nhan quyén s& hitu, quyén st dung hoic ban sao gidy to
thay thé dugc phép luat quy dinh déi véi tai san ma phap luat quy dinh phai dang ky
quyén sé hitu, quyén sir dung trong trudng hop van ban thoéa thuan phan chia di san
lién quan dén tai san d6 (xuat trinh kém theo ban chinh dé déi chiéu).

Thoi han giai quyét:
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Khong qua 02 (hai) ngay lam viéc, ké tir ngay nhan du hd so yéu cau chung
thuc hodc co thé kéo dai hon theo thoéa thuan bing vin ban véi ngudi yéu cau ching
thue. Truong hop kéo dai thoi han giai quyét thi nguoi tiép nhan ho so phai ¢ phiéu
hen ghi rd thoi gian (gid, ngay) tra két qua cho ngudi yau cau ching thuc.

Péi twong thuc hién thi tuc hanh chinh: Ca nhan, t chirc

Co quan thuc hién thi tuc hanh chinh: UBND cép x4

Két qua thwc hién thi tuc hanh chinh: Vin ban thoa thuan phan chia di san
duoc chung thuec.

Phi: 50.000 dong/van ban.

Tén mau don, miu to khai: Khong

Y&u cau, diéu kién thuc hién thi tuc hanh chinh: /

Cin cw phéap ly:

- Nghi dinh sb 23/2015/ND-CP ngay 16/02/2015 caa Chinh phu vé cap ban sao
tir ban chinh, ching thyc chix ky va chang thuc hop dong, giao dich.

- Théng tw s6 01/2020/TT-BTP ngay 03/3/2020 cua Bé triwong Bé Tur phdp quy
dinh chi tiét va hwéng dan thi hanh mét sé diéu cua Nghj dinh sé 23/2015/ND-CP
ngay 16/02/2015 cuia Chinh phui vé cdp ban sao tir sé gac, chieng theee chir ky va ching
thic hop dong, giao dich.

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo truong Bo Tai chinh
quy dinh mic thu, ché do thu, nop, quan ly, st dung phi chang thyc.

10. Tha tuc chirng thwe van ban khai nhan di san ma di san la dong san,
quyén sir dung dat, nha é

Trinh ty thuc hién:
- Nguoi yéu cau ching thuc nop 01 bo hd so yéu cau ching thuc.

- Nguoi thuc hién chang thuc (hode nguroi tiép nhdn hé so trong treong hop
tiép nhdn hé so tai bg phdn mét cira, mét ciza lién thdng) kiém tra giy to trong ho so
yéu cau ching thyc, néu day du, tai thoi diém chang thuc cac bén tham gia vian ban
khai nhan di san tu nguyén, minh man va nhan thac, lam cha dugc hanh vi caa minh
thi tiép nhdn hé so, thuc hién chiing thyc.

- Nguoi khai nhan di san phai ky truéc mat nguoi thuc hién chiing thyc, néu
van ban khai nhgn co ter hai trang tro 1én thi phdi ky vao tung trang. Truong hop
nguoi yéu cau ching thuc nép hé so tai bg phan mét cira, mét cica lién théng thi nguoi
khai nhdn di san phdi ky trieéc mdt nguwoi tiép nhdn hé so.

- Trudng hop ngudi yéu cau ching thuc khong ky duoc thi phai diém chi; néu
ngudi d6 khong doc duge, khong nghe duoc, khong ky, khong diém chi duoc thi phai
¢6 02 (hai) nguoi lam chirg. Nguoi lam ching phai c6 du nang lyc hanh vi dan sy va
khong c6 quyén, loi ich hoic nghia vu lién quan dén giao dich. Nguoi lam chuang do
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ngudi yéu cau ching thuc b tri. Trudng hop ngudi yéu cau chiing thuc khdng b tri
duogc thi dé nghi co quan thuc hién ching thyuc chi dinh nguoi 1am ching.

- Nguai thuc hién ching thuc (hodc nguoi tiép nhdn hé so) ghi loi chang theo
mau quy dinh.

Truong hep tiép nhdn hé so tai bé phdn mét cira, mét cira lién thong thi nguroi
tiep nhan ho so ky vao tung trang cua van ban khai nhgn di san va ky vao duoi loi
ching theo mau quy dinh.

Nguoi thuc hién chung thyc ky vao teng trang cua van ban khai nhdn di san
(néu hé so khéng dwoc tiép nhdn qua bg phan mét cira, mét ciza lién thong), ky, ghi rd
ho tén, dong dau cia co quan thuc hién ching thuc va ghi vao sé6 chirng thuc.

Ddi v6i van ban khai nhan ¢ tir 02 (hai) trang trg Ién, thi tung trang phai dugc
danh sé tha tu, sé luong trang va 15i ching duoc ghi tai trang cudi cia van ban khai
nhan di san. Truong hop van ban khai nhan c6 tir 02 (hai) to tré 1én thi phai dong dau
giap lai.

- Trong trudng hop ngudi yéu cau chiing thuc khdng thdng thao tiéng Viét thi
phai c6 nguoi phién dich. Nguoi phién dich phai la nguoi c6 nang luc hanh vi dan sy
day du theo quy dinh caa phap luat, thong thao tiéng Viét va ngdn ngir ma nguoi yéu
cau chang thuc sir dung. Ngudi phién dich do ngudi yéu cau chang thuc moi hoic do
co quan thuc hién chiing thuc chi dinh. Tha lao phién dich do nguoi yéu cau chang
thuc tra. Nguoi phién dich cd trach nhiém dich day du, chinh xac noi dung cta van ban
khai nhan di san, ngi dung 15i chimg cho ngudi y8u cau ching thuc va ky vao tirng trang
van ban khai nhan vai tu cach la nguoi phién dich.

Céch thirc thuc hién: Nop ho so truc tiép tai Uy ban nhan dan cap xa.

Thanh phan, s6 lweng ho so:

Nguoi yéu cau chang thuc nop 01 (mét) bo hd so yéu cau chung thuc, gom céc
gidy to sau day:

- Du thao van ban khai nhan di san;

- Ban sao Giay chung minh nhan dan/Cdan cwéc cong dan hoic Ho chiéu con
gia tri str dung cua nguoi yéu cau chang thyc (xuat trinh kém theo ban chinh dé dbi
chiéu);

- Ban sao gidy chitng nhan quyén so hitu, quyén si dung hoic ban sao gidy to
thay thé dugc phép luat quy dinh déi véi tai san ma phap luat quy dinh phai dang ky
quyén s hiru, quyén sir dung trong trudng hop van ban khai nhan di san lién quan d&én
tai san d6 (xuat trinh kém theo ban chinh dé ddi chiéu).

Thoi han giai quyét:

Khong qua 02 (hai) ngay lam viéc, ké tir ngay nhan du hd so yéu cau chang
thuc hoic co thé kéo dai hon theo thoéa thuan bang vin ban véi nguoi yéu cau ching
thue. Truong hop kéo dai thoi han giai quyét thi nguoi tiép nhan ho so phai ¢ phiéu
hen ghi rd thoi gian (gid, ngay) tra két qua cho nguoi yau cau ching thuc.

Péi twong thuc hién thi tuc hanh chinh: Ca nhan, t6 chirc
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Co quan thuc hién thi tuc hanh chinh: UBND cép x4

Két qua thuc hién tha tuc hanh chinh: Vin ban khai nhan di san duoc ching
thuec.

Phi: 50.000 dong/vin ban

Tén mau don, miu to khai: Khéng

Yéu cau, diéu kién thyc hién thii tuc hanh chinh: /

Cian cu phap ly:

- Nghi dinh sb 23/2015/ND-CP ngay 16/02/2015 caa Chinh phu vé cp ban sao
tir ban chinh, ching thyc chix ky va chang thuc hop dong, giao dich.

- Théng tw s6 01/2020/TT-BTP ngay 03/3/2020 cua Bé truweng Bo Tu phdp quy
dinh chi tiét va hwéng dan thi hanh mét sé diéu cua Nghj dinh sé 23/2015/ND-CP
ngay 16/02/2015 cuia Chinh phui vé cdp ban sao tir sé gac, chieng theee chir ky va ching
thurc hop dong, giao dich.

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo truang Bo Tai chinh
quy dinh mic thu, ché do thu, nop, quan ly, st dung phi chang thuc.

II1. Linh vuc nudi con nudi (03 tha tuc hanh chinh)
1. Pang ky viéc nudi con nudi trong nudc
Trinh tw thuc hién:

- Truong hop cdng dan Viét Nam c6 nguyén vong va du diéu kién nhan con nudi
theo quy dinh ctia Luat Nuoi con nudi nhung chua tim dugc tré em dé nhan 1am con
nudi thi dang ky nhu cau nhan con nudi véi S¢ Tu phap noi ngudi d6 thuong trd. Néu
c6 tré em dé gidi thidu 1am con nudi thi S¢ Tu phap gidi thiéu dén UBND cép x3 noi
dong tru sé co sé nudi dudng dé xem xét, giai quyét.

- Nguoi nhan con nudi nop hd so caa minh va cia ngudi dugc nhan lam con nudi
tai UBND cap XA.

+ Doi véi trudng hop tré em mo ¢oi khong ¢ nguoi nudi dudng hoic tré em co
cha me dé, nguoi than thich nhung khong c6 kha nang nudi dudng dugc nhan lam con
nudi, nop hd so tai UBND cap x4 noi ngudi duoc nhan 1am con nudi thuong tra;

+ Poi voi truong hop cha duong hoic me ké nhan con riéng cua vo hoic chong
lam con nudi; cd, cau, di, chd, bac rudt nhan chau lam con nudi, nop ho so tai UBND
Cap x4 noi cu tri cia ngudi nhan con nudi hoic cia ngudi duoc nhan 1am con nudi;

+ Péi vai truong hop tré em bi bo roi chua chuyén vao co sd nudi dudng duoc
nhan 1am con nudi, nop ho so tai UBND cap xa noi 1ap bién ban xac nhan tinh trang
tré em bi bo roi;

+ P4i voi trudng hop tré em & co so nudi dudng dwoc nhan 1am con nubi, nop hd
so tai UBND cap x3 noi c6 try s6 clia co s nudi dudng;
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- Cong chirc tu phap — ho tich kiém tra ho so;

Khi kiém tra ho so, cong chirc tu phap ho tich phai nghién ciu, tim hiéu tam tu,
nguyén vong va hoan canh caa nhirng nguoi lién quan. Truong hop nguoi dugc nhan
lam con nudi c6 cha me d¢, thi céng chic tu phap - ho tich kiém tra viéc cha me dé c6
thoa thuan véi cha me nudi dé gitr lai quyén, nghia vu ddi véi con va cach thic thuc
hién quyén, nghia vu d6 sau khi da cho lam con nudi.

- Cong chuc tu phap — ho tich ldy ¥ kién ctia nhitng ngudi c6 lién quan;
Khi lay y kién caa nhitng nguoi lién quan, céng chire tu phap ho tich phai:

1) Tu van dé tré em ti€p tuc dugc cham soc, nudi dudng, giao duc phu hgp voi
di€u kién va kha ndng thyc té cta gia dinh;

1) Tu van déy du cho cha me dé hodc nguoi gidm ho vé muc dich nudi con nudi;
quyén va nghia vu phat sinh giita cha me nuéi va con nudi sau khi ding ky nudi con
nudi; vé viéc cha me dé sé khong con cac quyén, nghia vu chim soc, nudi dudng, cip
dudng, dai dién theo phap luat, boi thuong thiét hai, quan ly, dinh doat tai san riéng
ddi voi con da cho 1am con nudi néu cha me dé va cha me nudi khong c6 thoa thuan khéc;

iii) Giai thich cho nhitng ngudi lién quan vé quyén thay doi y kién dong y trong
thoi han 15 ngay ké tir ngdy duoc 1ay ¥ kién dong y. Hét thoi han ndy, nhitng ngudi
lién quan khong dugc thay ddi y kién vé viéc cho tré em 1am con nudi;

- UBND cap xa t6 chtrc ding ky nudi con nudi, trao Giay ching nhan nudi con
nuodi trong nudc cho cha me nubi, cha me dé hoac nguoi giam ho hoic dai dién co so
nudi dudng, t6 chirc giao nhan con nudi va ghi vao S6 dang ky viéc nudi con nudi;

- Trudng hop tir chdi ding ky, UBND cap x4 phai tra 1oi bang van ban cho ngudi
nhan con nubi, cha me dé hoac nguoi giam ho hoac dai dién co s¢ nubi dudng.

Céch thirc thuc hién: Truc tiép tai UBND cap xa.

Thanh phan hd so:

Hé so ciia ngwoi nhgn con nudi:

- Bon xin nhan con nudi trong nuwde;

- Ban sao Ho chiéu, Chtrng minh nhan dan hoic gidy to cd gia tri thay thé;
- Phiéu ly lich tu phap;

- Van ban xac nhan tinh trang hon nhan:

+ Truong hop nguoi nhan con nubi 1a cap vo chong nhan con nudi: Giay ching
nhan két hon.
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+ Trudng hop nguoi nhan con nudi 1a ngudi doc than nhan con nudi: Gidy xéac
nhan tinh trang hon nhan.

- Gidy kham sirc khoe do co so 'y té cap huyén tro 18n cap:;

- Van ban x&c nhan hoan canh gia dinh, tinh trang chd &, diéu kién kinh té do
UBND cép x4 noi ngudi nhan con nudi thuong trd cap.

- Trudng hop ngudi nhan con nudi 6 nguyén vong va du diéu kién nhan con
nudi theo quy dinh nhung chua tim dugc tré em dé nhan lam con nudi: Pon ding ky
nhu cau nhan tré em séng & co s nudi dudng lam con nudi.

Hé so ciia ngwoi dwoc nhgn lam con nubi:

- Giay khai sinh;

- Giay kham sirc khoe do co quan y té cap huyén tro 18n cap;
- Hai anh toan than, nhin thang chup khéng qua 06 thang;

- Bién ban xac nhan do Uy ban nhan dan hoic Cong an cip x4 noi phat hién tré
bi bo roi 1ap dbi vai tré em bi bo roi; Gidy ching tir ciia cha dé, me dé hoic quyét dinh
ciia Toa &n tuyén bd cha dé, me dé cua tré em la da chét ddi véi tré em md coi; quyét
dinh cua Toa an tuyén bd cha dé, me dé cua ngudi duoc gidi thidu 1am con nudi mat
tich d6i v&i ngudi dugc gidi thiéu lam con nudi ma cha dé, me dé mat tich; quyét dinh
cua Toa &n tuyén b cha dé, me dé cua ngudi duoc gigi thiéu 1am con nudi mat ning
luc hanh vi dan su d6i véi nguoi duoc gidi thidu 1am con nudi ma cha dé, me dé mat
nang lyc hanh vi dan suy;

- Quyét dinh tiép nhan di vai tré em ¢ co s¢ nudi dudng.

S6 lwgng hd so: 01 bo ddi véi ting loai hd so ctia ngudi nhan con nudi va hd so
cua ngudi dugc nhan lam con nudi.

Thei han giai quyét: Trong thoi han 30 ngay, trong do:

- Thoi gian kiém tra hd so va 1ay y kién: 10 ngay, ké tir ngay nhan da hd so hop
1€;

- Thoi gian nhitng ngudi lién quan thay doi y kién dong y vé viéc cho tré em lam
con nudi: 15 ngay ké tir ngay duoc lay y kién;

- Thoi gian cap Gidy chirng nhan nudi con nudi trong nudc, Ghi vao s diang ky
viéc nudi con nudi va té chac giao - nhan con nudi: 05 ngay, ké tir ngay hét han thay
d6i y kién dong y.

Co quan c6 thAm quyén quyét dinh: UBND cip x&

Co quan tryc tiép thuc hién thi tuc TTHC: UBND cép x4

Co quan phéi hep:
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- UBND cip xi noi thuong trd cta nguoi dugc nhan lam con nudi (d6i véi
trrong hop noi thuong trd cua nguoi duwgc nhan lam con nudi va cia ngudi nhan con
nuoi khac nhau, ngudi nhan con nudi nop hod so dang ky nudi con nuodi tai UBND Cép
xa noi thuong tra caa minh).

- UBND cép x3 noi cu tra ctia ngudi duoc nhan 1am con nudi 1a cha dwong/me
ké hoac ¢, cau, di, chd, béac rudt cia nguoi dugc nhan 1am con nudi (ddi Véi trudng
hop noi cu tra cia nguoi dugc nhan lam con nudi va cta nguoi nhan con nudi khac
nhau, ngudi nhan con nudi ndp hd so ding ky nudi con nudi tai UBND cép x3 noi cu
trd caa minh).

Poi twong thuc hién thi tuc hanh chinh: Cong dan Viét Nam thuong tri &
Viét Nam nhan tré em Viét Nam lam con nudi.

Tén méu don, miu to khai:

- Bon xin nhan con nuo6i trong nudc;

- Truong hop nguoi nhan con nudi c6 nguyén vong va du diéu kién nhan con
nudi theo quy dinh nhung chua tim dugc tré em dé nhan lam con nuéi: Pon ding ky
nhu cau nhan tré em séng & co s nudi dudng lam con nudi.

Lé phi:

- Mutc thu I¢ phi: 400.000d/truong hop.

- Mién Ié phi ding ky nudi con nudi trong nude ddi véi trudng hop cha duong
hodc me ké nhan con riéng cua vo hoic chdng 1am con nudi; ¢d, cau, di, chd, bac rudt
nhan chéau 1am con nuéi; nhan cac tré em sau ddy 1am con nudi: Tré khuyét tat, nhiém
HIV/AIDS hoic mac bénh hiém nghéo theo quy dinh cua Luat Nudi con nudi va vin
ban huéng dan; ngudi c6 cong vaéi cach mang nhan con nubi.

Két qua thuc hién tha tuc hanh chinh: Gidy chiing nhan nudi con nudi trong
nuoc.

Yéu cau, diéu kién thyc hién thi tuc hanh chinh:
Nguwoi nhgn con nudi phdi ¢ di diéu kign sau:
- C6 nang luc hanh vi dan sy day du;

- Hon con nudi tir 20 tudi tro 18n — khong ap dung ddi véi truong hop cha duong
nhan con riéng cua vo, me ké nhan con riéng cua chong lam con nudi hoic cd, cau, di,
cha bac ruot nhan chau lam con nudi;

- C6 diéu kién vé suc khoe, kinh té, chd ¢ bao dam viéc cham soc, nudi dudng,
gi4o duc con nudi - khong ap dung dbi véi truong hop cha duong nhan con riéng cua
vg, me ké nhan con riéng caa chong lam con nudi hoic cd, cau,di, cha bac rudt nhan
chau lam con nubi;
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- C6 tu cach dao dic tét.

Cac truwong hgp khéong dwoc nhan con nudi

- Pang bi han ché mot s6 quyén cua cha, me ddi v6i con chua thanh nién;

- Pang chip hanh quyét dinh xir Iy hanh chinh tai co s& gi4o duc, co so chita
bénh;

- Pang chap hanh hinh phat tu;

- Chua dugc x0a an tich vé mét trong céc toi cd y xdm pham tinh mang, sic
khoé, nhan pham, danh du cua ngudi khac; nguge dai hodc hanh ha 6ng ba, cha me, vo
chéng, con, chau, ngudi c6 cong nudi dudng minh; du dd, ép budc hodc chira chap
ngudi chua thanh nién vi pham phap luat; mua ban, danh trao, chiém doat tré em.

Tré em dwoc nhdn 1am con nudi phdi ¢é dii cdc diéu kién sau:

+ LA tré em dudi 16 tudi; néu tré em thudc trudng hop dugc cha duong, me ké,
cd, cau, di, chd, bac ruot nhan 1am con nudi thi dén dudi 18 tudi;

+ Tré em bj bo roi, tré em mé cdi ca cha va me, tré em khong noi nuong tya;

+ M6t nguoi chi dugc lam con cua mot nguoi doc than hodc cua ca hai nguoi la
vo chong.

Can cw phap ly:

- Luat Nudi con nubi 2010;

- Nghi dinh s 19/2011/ND-CP ngay 21 thang 3 ndm 2011 cua Chinh pha quy
dinh chi tiét mot sd diéu cua Luat Nudi con nudi;

- Nghi dinh sé 24/2019/ND-CP ngay 05 thang 3 nim 2019 cia Chinh pha sia
d6i, bo sung mot s diéu cia Nghi dinh 19/2011/ND-CP ngay 21 thang 3 nam 2011
cua Chinh pha quy dinh chi tiét thi hanh mot sé diéu caa Luat Nudi con nudi;

- Nghi dinh s& 114/2016/ND-CP ngiy 8 thang 7 nim 2016 caa Chinh phu quy
dinh 18 phi ding ky nudi con nudi, 1& phi cip gidy phép hoat dong cua té chirc con nudi
nudc ngoai;

- Théng tu sb 10/2020/TT-BTP ngay 28 thang 12 nim 2020 cua Bo truong Bo
Tu phap vé viéc ban hanh, hudng dan viéc ghi chép, st dung, quan 1y va luu trit o,
mau gidy to, hd so nudi con nudi;

- Thong tu s6 267/2016/TT-BTC ngay 14 thang 11 nam 2016 ctia Bo truong Bo
Tai chinh huéng dan Iap du toan, quan ly, st dung va quyét toan kinh phi ngan sach
nha nudc bao dam cho cdng tac nudi con nudi va cip, gia han, sira d6i gidy phép hoat
dong cua td chic con nudi nudc ngoai tai Vit Nam.
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CONG HOA XA HQI CHU NGHIA VIET NAM

) Doc lap - Tw do - Hanh phic
Anh chan
dung cua
ngudi nhan
con nudi PON XIN NHAN CON NUOI TRONG NUGC

KN GO 2

1. Phan khai vé nguoi nhin con nuéi

Anh chan
dung cua
nguoi nhan
con nuoi

Ho, chit dém, tén

Ngay, thang, ndm sinh

Qudc tich

Giay to tiy than3

Noi cu tra

bién thoai/email

2. Phan khai vé nguoi dwge nhan 1am con nuéi

Ho, chit d&m, te€Nn: .......oeeiiiiiii e Gidi tinh: ..o,
Ngay, thang, ndm sinh: .........cccciiiiiii Qudc tich: v,
B e T3 ' o TSP
B0 T 5y PSPPSR
SO ANN AANN CA TNAIL c..vevveeeeeeeeeeeee ettt ettt ettt ettt e ettt ee e e e et et et e e et et eeeeeseren e
Thudc dbi EEOTIEY 1.ttt r ettt ettt e ettt et a et ettt

2 Trudng hop ngudi nhan con nudi thudng tra trong nudc, thi ghi Uy ban nhan dan cp xa noi dang ky viéc nudi con
nudi. Truong hop ngudi nhin con nudi va nguoi duge nhan lam con nudi tam tra & nude ngoai, thi ghi Co quan dai dién
Viét Nam noi c6 tham quyén dang ky viéc nudi con nudi. Poi véi nguoi nudc ngoai thuong tra & Viét Nam nhan tré em

Viét Nam lam con nudi thi ghi r6 S¢ Tu phap noi dang ky viéc nudi con nu6i.

% Ghi 13 tén loai glay t0, 5O, co quan cap, ngay cap gidy to do. Vi du: chimg minh nhan dan s6 00108912345 do Cong an

thanh phd Ha Noi cap ngay 20/10/2014.
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[ Hién dang song tai gia dinh cua Ong/Ba:

| (0T e] 4 L1 (35 TR 1< o SRS

0 Hién dang song tai Co s& nudi dudng:
Tén/dia chi CO SO NUOT AUGNIZ: ..eiivviiiiiiieiiiie e srbe e e snreeas

3. Cam doan

Ching t61/t61 cam doan nhirng 161 khai trén day la dung sy that, viéc nhan con nudi la
tu nguyén, nham xéc lap quan hé cha, me va con lau dai, bén virng, vi loi ich tdt nhat cua
con nudi. Ching t6i/tdi cam két s& cham soc, nudi dudng, gido duc chau nhu con dé cia
minh va thyc hi¢én moi nghia vu ctia cha me ddi véi con theo quy dinh cua phap luat. Chung
t6i/téi cam két trong thdi han 03 nam, ké tir ngay giao nhan con nudi, dinh ky 06 thang mot
lan, glri bdo cao vé tinh hinh phat trién cua con nudi cho UBND cip xi noi chung toi/toi
thuong tri®°.

Dé nghi Co quan c6 thaim quyén xem xét, giai quyét.

Lam tai .............. , NGAY.......... thang ......... nam...........
ONG BA
(Ky, ghi ro ho, chir dém, tén) (Ky, ghi o ho, chir dém, tén)

4 Ghi 1 ddi tugng: tré em bi bo roi/tré em mo cbi ca cha va me/tré em ¢ hoan canh dic biét khac/con riéng/chau rudt.
STruong hop nguodi nhan con nudi va ngudi duoc nhan lam con nudi tam tri & nude ngoai, thi giri Co quan dai dién Viét
Nam & nudc ngoai.

Theo quy dinh tai diém c khoan 1 Diéu 62 Nghi dinh s 82/2020/ND-CP ngay 15/7/2020, nguoi khong thyc hién nghia
vu thong béo tinh hinh phat trién ciia con nudi trong nude sé bi phat tién tir 1.000.000 ddng dén 3.000.000ddng.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phic

PON PANG KY NHU CAU NHAN TRE EM SONG O CO SO
NUOI DUONG LAM CON NUOI TRONG NUOCS

Kinh giri: S& Tu phap tinh/thanh phd7.........coveieeeeeeeeeeeeeeeeeee e,

I. Théng tin co ban vé nguoi ding ky nhu ciu nhin con nudi

Ho, chitr dém, tén

Ngay, thang, ndm sinh

Gidy to tuy than®

Noi cu tra

Dién thoai/email

II. Hoan canh ban than, gia dinh, chd & va diéu kién kinh té ciia ngudi diing ky
nhu ciu

1. Tinh trang hon nhan va gia dinh

] Chua két hon 1 Két hon Ly hén ] Chong/vg da chét

1 Chua c6 con d¢é

1Pa c6 con dé 71 Pa c6 con nudi

Neéu 10 s0 lugng con: ................

6 Ap dung ddi véi truong hop cong dan Viét Nam thuong tria & Viét Nam c6 nguyén vong va du diéu kién nhan
tré em c6 hoan canh dic biét hién dang song tai co s¢ nudi dudng lam con nudi.

7 Ghi tinh/thanh phé tryc thudc Trung wong noi ding ky thudng tru.

8 Ghi 6 tén loai gidy to, s, co quan cip, ngay cap gidy to do. Vi du: chimg minh nhéan dan s6 00108912345 do
Cong an thanh phd Ha Noi cap ngay 20/10/2014.
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2. Tién 4n, tién sw

1 Khéng

[1CO (Ghi1d da bi KEt 4n V8 tO1 Gl..evveeeeeee e, )
3. Piéu kién chd &

Dién tich:

"I Nha thudc so hitu 1 Nha thué "I Nha ¢ khac

Phong danh riéng cho con nudi:

[1Cé

"1 Khéng

4. Nghé nghiép, thu nhap

[ Cac ngudn thu nhap Khac.........c.coveeeeeeeeeeeeeeen. (tai khoan tiét kiém, cho
thué bat dong san, cho ting cta ngudi than, ban quyén...)
IT1. Pic diém ciia tré em dwoc nhin 1am con nudi
(Ghi dic diém cia tré em ma ngudi ¢ nhu cau nhdn con nudi mong muon)

DO tUOL: .o Gibi

Chung t61/t61 cam doan nhiing 101 khai trén day la dung sy that. Néu duogc gidi
thi¢u tré¢ em can dugc nhén lam con nudi, chung t61/t6i s€ thye hién day du cac thu tuc
theo quy dinh phap luat vé nudi con nuoi. P& nghi S& Tu phap xem xét, gidi quyet./.

Lam tqi....., ngay ......thang ..... nam.............
ONG BA
(Ky, ghi ro ho, chit dém, tén) (Ky, ghi ro ho, chir dém, tén)
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IV. X4c nhan ciia ngwoi ti€p nhin don
- HO, Chil d€m, t€N: ..o e e e e e e

O 116 (ol F21 11 o LT TRRT

e OL0) 1 Vg 7 o v | PR U PP
ba ti€p nhan Pon dang ky nhu cau nhén tré em song ¢ co s& nudi dudng lam con nuodi
trong nudc cla Ong/Ba..... ...

CAN BOQ TIEP NHAN
(Ky, ghi ro ho, chir dém, tén va
chirc danh)

9 Ngudi tiép nhan c6 thé giao ban sao Pon ding ky nhu cau cho ngudi diang ky (néu c6 yéu cau).
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2. Pang Ky lai viéc nuéi con nudi trong nwéc

Trinh tw thuc hién:

- Nguoi ¢6 yéu cau dang ky lai viéc nudi con nudi nop hd so tai UBND cép x&
noi cha me nudi va con nudi thuong trd hoac noi da dang ky viéc nudi con nudi trudc
day;

- Chu tich UBND cap xa ky va cip cho nguoi yéu cau ding ky lai 01 ban chinh
Gidy chitng nhan nudi con nudi. Muc ghi chl caa ban chinh Gidy chang nhan nudi con
nudi va S6 ding ky nudi con nudi ghi rd 14 dang ky lai.

Céch thikc thuc hién: Truc tiép tai UBND cap xa.

Thanh phan hé so-

To khai diang ky lai viéc nudi con nudi (Trudng hop yéu cau ding ky lai tai
UBND cip xa khong phai 1a noi trude day da dang ky viéc nudi con nudi, thi To khai
phai c6 cam két cua ngudi yéu cau dang ky lai vé tinh trung thuc cua viée dang ky
nudi con nudi trude d6 va co chir ky cua it nhat hai nguoi 1am chang).

Thoi han giai quyét: Trong thoi han 05 ngay lam viéc, ké tir ngay nhan da hod
so hop I¢€.

Co quan c6 tham quyén quyét dinh: UBND cap xa.

Co quan tryc tiép thyc hién thia tuc TTHC: UBND cap xa.

Co quan phdi hop: Khong.

Péi twong thuc hién thi tuc hanh chinh: Ca nhan nguoi ¢6 yéu cau ding ky
lai viéc nudi con nudi.

Tén miu don, miu té khai: To khai ding ky lai viéc nudi con nudi.

Lé phi: Khéng.

Két qua thuc hién thia tuc hanh chinh: Gidy chitng nhan nudi con nudi trong
nudc.

Yéu cau, diéu kién thyc hién thi tuc hanh chinh:

- S6 dang ky nudi con nudi va ban chinh gidy to dang ky nudi con nudi bj mat
hodc hu hong khong st dung duoc;

- Cha, me nudi va con nudi déu con sdng vao thoi diém yéu cau ding ky lai.

Cian cw phap ly:

- Luat Nudi con nubi 2010;

- Nghi dinh s6 19/2011/ND-CP ngay 21 thang 3 nim 2011 caa Chinh pha quy
dinh chi tiét mot sé diéu cua Luat Nubi con nudi;
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- Nghi dinh s 114/2016/ND-CP ngay 8 thang 7 nam 2016 ciia Chinh phu quy
dinh 18 phi ding ky nudi con nudi, 1& phi cip gidy phép hoat dong cua té chirc con nudi
nudc ngoai;

- Thong tu s6 10/2020/TT-BTP ngay 28 thang 12 nim 2020 cta Bo truong Bo
Tu phap vé viéc ban hanh, huéng dan viéc ghi chép, st dung, quan 1y va luu trir SO,
mau giay to, hd so nudi con nudi;

- Thong tu s6 267/2016/TT-BTC ngay 14 thang 11 nam 2016 cua Bo truong Bo
Tai chinh huéng dan 1ap du toan, quan ly, st dung va quyét toan kinh phi ngan sach
nha nuéc bao dam cho cong tac nudi con nudi va cap, gia han, sira d6i gidy phép hoat
dong cua to chire con nudi nudc ngoai tai Viét Nam.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phuc

TO KHAI PANG KY LAI VIEC NUOI CON NUOI

GHAY 1O 1Y thAN vttt s ettt st es et s e en et en st en s ene s s en s

Dé nghi dang ky lai viéc nudi con nudi cho nguodi co6 tén dudi day:

Ngay, thang, ndm SInh: .......ccccooiiiiii Qudc tich: oo,

D0 TS 11 o LT

La con nuéi caa:

Ho, chir dém, ten cha NUOI: ...........oocoiiiiii e
Ngay, thang, nadm sinh: ........ccccoiiiiiiiiii e Qudc tich: v,
GHAY 10 tY ThAN ovocveeeeeseve ettt ettt s sttt ene st

Ho, chir dém, tén me nuoi:

Ngay, thang, ndm sinh: ........cccoooiiiiiiii Qudc tich: .ovverrirnnnn,
GHAY 0 tY ThANT oocvoceeeeesetceceecee ettt sttt st s st nsnes
INOT CU LT ettt b e b e e e st et b e e bt et e e e
D32 dang Ky nUOT CON MU A15....veiiiiiiiieiiee e

Giay chirng nhan nudi con nuodi trong nudc/Quyet dinh nudi con nudi co yéu to nudc

NZOA1 SO...ccevveeeereennnne ngay ........ thang ....... nam.........

110



T6i cam doan nhiing ndi dung khai trén day 1a dung sy that va da nop day du cac gidy
to hién c6. Toi chiu trach nhiém trude phap luét vé viéc cam doan ctia minh.
Lam t@i .......cccoveeuen. , NQAY .o thang............ naAM............
Nguoi yéu ciu

(Ky, ghi ro ho, chit dém, tén)

Xac nhan cia ngwoi lam ching thir nhat Xac nhan caa ngwoi lam chang thw
TOIEN 1A oo sinh nam .......... hai

Gidy to thy thAND: ... TOHON 8 sinh nam............

Gidy to thy than @ .

R et

L@ 1 (V0 7 [

TG6i xin lam chang viéc nudi con nudi trén la T6i xin lam chang viéc nudi con nubi

dung sy that va chiu trach nhiém truéc phap luat vé  trén la dang sy that va chiu trach nhiém trudc
viéc lam chirng cua minh. phap luat ve viéc lam ching caa minh.

Lam taii............ , hgay......thang......

3. Giai quyét viéc nguwoi nwée ngoai cw tri & khu vuc bién giéi nwéc lang
A A v, ghi rd 7 dém, tén A
giéng nhan 41% 8% LS Yon nuoi

Trinh tw thuc hién:

- Nguoi nude ngoai cu tra & khu vuc bién gigi ciia nudc lang giéng nhan con
nudi nop hd so cuia minh va caa ngudi duoc nhan 1am con nudi tai UBND cip x4 noi
tré em dugc nhan lam con nudi thuong tra;

- Cong chirc tu phap — ho tich kiém tra ho so, 1ay y kién caa nhimg ngudai o lién
quan va c6 vin ban gui S& Tu phap kém theo 01 b hd so ciia ngudi nhan con nudi va
cua tré em dé xin y kién;

- S& Tu phép xem xét hd so xin nhan con nudi va tra 1oi bang van ban cho
UBND cap X&;

- UBND cép xa dang ky viéc nudi con nudi, tién hanh giao nhan con nudi.
Truong hop S¢ Tu phap khong dong y thi UBND cap x4 tra loi bang van ban cho
nguoi nhan con nudi va néu rd ly do .

Céch thikc thuc hién: Truc tiép tai UBND cap x4 noi tré em thuong tra.
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Thanh phan hé so:

Hé so ciia ngwoi nhan con nubi:

- Pon xin nhan con nudi;

- Ban sao Ho chiéu hoac gidy to c6 gié tri thay thé;

- Phiéu ly lich tu phap;

- Vin ban xac nhan vé viéc ngudi nhan con nudi c6 da didu kién nudi con nudi
theo quy dinh cua phap luat nudc do;

- Vian ban xac nhan tinh trang hdn nhan;

- Giay kham suc khoe;

- 02 Anh chup toan than (Chup méi nhit, ¢& 9cm x 12cm hoac 10 cm x 15 cm).

Hé so ciia ngwoi dwoc nhgn lam con nubi:

- Giay khai sinh;

- Giay kham sirc khoe do co quan y té cap huyén tro 18n cap;

- Hai anh toan than, nhin thang chup khéng qua 06 thang;

- Bién ban xac nhan do Uy ban nhan dan hoic Cong an cip x4 noi phat hién tré
bi bo roi 1ap dbi vai tré em bi bo roi; Gidy ching tir ciia cha dé, me dé hoic quyét dinh
cua TOa an tuyén bd cha dé, me dé cua tré em 1a da chét ddi véi tré em md cdi; quyét
dinh cua Toa an tuyén bd cha dé, me dé cua ngudi duoc gidi thidu 1am con nubi mat
tich ddi véi nguoi duoc gigi thiéu 1am con nudi ma cha dé, me dé mat tich; quyét dinh
cua Toa &n tuyén b cha dé, me dé cua ngudi duoc gigi thiéu 1am con nudi mat ning
luc hanh vi dan su d6i véi nguoi duoc gidi thidu 1am con nudi ma cha dé, me dé mat
nang lyc hanh vi dan suy;

- Quyét dinh tiép nhan di vai tré em ¢ co s¢ nudi dudng.

S6 lweng hd so: 02 bo ddi véi mdi loai hd so cua nguoi nhan con nudi va hd so
cta nguoi dugc nhan lam con nudi.

Thai han giai quyét: Trong thoi han 30 ngay, trong do:

- UBND cip x4 kiém tra ho so, 1dy y kién nhitng nguoi c6 lién quan: 15 ngay, ké
tir ngay nhan du hd so hop 18;

- Nhitng ngudi lién quan thay d6i y kién ddng y vé viéc cho tré em lam con nudi:
15 ngay, ké tir ngay duoc lay y kién;

- S¢ Tu phap co ¥ kién: 10 ngay, ké tir ngdy nhan duogc vin ban caa UBND cip

~

Xa,
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- Pang ky viéc nudi con nudi va giao - nhan con nudi: 05 ngay, ké tir ngay nhan
dugc van ban déng y cua S Tu phap.

Co quan c6 tham quyén quyét dinh: UBND cap x3 noi tré em thuong trd.

Co quan truc tiép thuc hién thia tuc TTHC: UBND cép x4, noi ngudi dugc
nhan lam con nudi thuong tra.

Co quan phdi hep: S¢ Tu phap.

Poi twong thuc hign thi tuc hanh chinh: Ngudi nudc ngoai cu trii & khu vuc
bién gidi cua nudc lang giéng nhan tré em Viét Nam 1am con nudi.

Té&n méu don, miu to khai:

- Pon xin nhan tré em Viét Nam lam con nudi nudc ngoai (Su dung cho truong
hop nhan tré em séng & co s¢ nudi dudng);

- Pon xin nhan tré em Viét Nam lam con nudi nudc ngoai (St dung cho truong
hop nhan con riéng, chau ruot).

L& phi: 4.500.000 dong/trudng hop.

Két qua thuc hién tha tuc hanh chinh: Gidy chiing nhan nudi con nudi trong
nuoc.

Yéu cau, diéu kién thyc hién thi tuc hanh chinh:
Nguwoi xin nhdn con nuéi ¢é dii cdc diéu Kign nhw sau:
- C6 nang luc hanh vi dan sy day du;

- Hon con nudi tir 20 tudi tro 1én;

- C6 diéu kién vé suc khoe, kinh té, chd ¢ bao dam viéc cham soc, nudi dudng,
gi&o duc con nuébi;

- C6 tu cach dao duc tot;

- Pu diéu kién theo quy dinh cua phap luat nudc lang giéng.

Cdc trwong hop khong dwoc nhdn con nuoi

- Pang bi han ché mot s6 quyén cua cha, me di v6i con chua thanh nién;

- Pang chap hanh quyét dinh xir Iy hanh chinh tai co s¢ gido duc, co s¢ chira

- Pang chap hanh hinh phat to;

- Chua dugc x06a an tich vé mot trong cac toi ¢ y xam pham tinh mang, stc
khoé, nhan pham, danh du cua ngudi khac; nguoc dai hodc hanh ha 6ng ba, cha me, vo
chdng, con, chau, ngudi c6 cong nudi dudng minh; du dd, ép budc hoic chia chap
ngudi chua thanh nién vi pham phap luat; mua ban, danh trdo, chiém doat tré em.
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Tré em dwoc nhdn 1am con nudi phdi ¢é dii cdc diéu kién sau:

+ LA tré em dudi 16 tudi; 1a tré em tir du 16 tudi dén dudi 18 tudi néu thude
truong hop duoc cha duong, me ké, ¢, cau, di, chd, bac rudt nhan 1am con nudi;

+ Mot nguoi chi dugc lam con cua mot nguoi doc than hoac cua ca hai nguoi la
vo chong.

Can cw phap ly:

- Luat Nudi con nudi 2010;

- Nghi dinh s6 19/2011/ND-CP ngay 21 thang 3 nam 2011 caa Chinh pha quy
dinh chi tiét mot sd diéu cua Luéat Nudi con nudi:

- Théng tu sd 10/2020/TT-BTP ngay 28 thang 12 nim 2020 cua Bo truong Bo
Tu phép Vé viéc ban hanh, hudng dan viéc ghi chép, st dung, quan 1y va luu trit o,
mau giay to, hd so nudi con nudi;

- Nghi dinh s§ 114/2016/ND-CP ngay 8 thang 7 ndm 2016 ctia Chinh phi quy
dinh 18 phi ding ky nudi con nudi, 1& phi cip gidy phép hoat dong cua té chirc con nudi
nudc ngoai;

- Thong tu s6 267/2016/TT-BTC ngay 14 thang 11 nim 2016 cua Bo truong Bo
Tai chinh huéng dan 1ap du toan, quan ly, st dung va quyét toan kinh phi ngan sach
nha nudc bao dam cho cdng tac nudi con nudi va cip, gia han, sira d6i gidy phép hoat
dong cua to chic con nudi nudc ngoai tai Vit Nam.
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CONG HOA XA HOQI CHU NGHIA VIET NAM

Doc lap - Tu do - Hanh phuc

Anh chan
dung cua
ngudi nhan SOCIALIST REPUBLIC OF VIETNAM
con nudi Independence-Freedom-Happiness
(kich c& 4x6
cm) PON XIN NHAN TRE EM VIET NAM

LAM CON NUOI NUOC NGOAI

Anh chan
dung cua
nguoi nhan
con nuoi

(kich c& 4x6
cm)

(Sir dung cho trwong hop nhdn tré em song ¢ co' s¢ nudi dwdng)
APPLICATION FOR VIETNAMESE CHILD INTERCOUNTRY ADOPTION
(Used for adoption of a child living in institution)

Kinh gtri: Cuc Con nuéi, B Tu phap

To: Department of Adoption, Ministry of Justice

1. Phan khai vé ngudi nhan con nudi/Information of adoptive parent(s)

Thoéng tin/Information

Ong/Mr

Ba/Mrs

Ho, chir dém, tén /Full name

Ngay, thang, ndm sinh/Date
of birth

Quoc tich/Nationality

Gidy to tuy than/Identity
document1©

10 Ghi rd tén loai gidy to, 6, co quan cap, ngay cap gidy to do/Specify type of
document, number, issuing authority, and date.

Vi du: Ho chiéu s6 1089123 do Bo Ngoai giao va Hop tac qudc té Italia cap ngay 02/02/2015.
For example: Passport No. 1089123, issued by the Ministry of Foreign Affair and International Cooperation of

Italia, on 2/2/2015
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Noi cu tru/Place of
residence

bién thoai/ thu dién
ti/Phone number/email

2. Nguyén vong vé tré em dwoc nhan Iam con nudi/Desire for an adoptive child
DO TUOI/AGE: .ottt ettt ettt ettt

(€ oM 5 0) A1) TR

3. Phin cam doan/Declaration

Chung t61/t61 cam doan nhiing 101 khai trén day la dung su that, viéc nhén con
nudi la ty nguyén, nham xac 12p quan h¢ cha, me va con lau dai, bén viing, vi loi ich
t6t nhat ctia con nudi. Chung t6i/tdi cam két s& cham soc, nudi dudng, gido duc chiu
nhu con dé cia minh va thuc hién moi nghia vu cua cha me ddi véi con theo quy dinh
phap luat. Chung t6i/t6i cam két trong thoi han 03 nidm, ké tir ngay giao nhan con nuéi,
dinh ky 06 thang mot 1an, gii bao cdo vé tinh hinh phét trién ciia con nudi (c6 kém
theo anh) cho Cuc Con nuéi - B Tu phap va Co quan dai dién Viét Nam ¢ nudc noi
ching t61/t61 thuong tru.

Dé nghi Co quan c6 thaim quyén xem xét, giai quyét...

We/l hereby certify that the above statements are true and the adoption is
voluntary, for the purpose of establishing a long-term, sustainable parent-child
relationship in the best interest of the adoptive child. We/l commit to take care,
nurture and educate the child like our/my biological child, and fulfill all parental
obligations of toward the child in accordance with the law. We/l commit, within 03
years from the date of entrusment, every 6 months, to send reports on the development
of the adoptive child (with photos) to the Department of Adoption, Ministry of Justice,
and Representative Authority of Vietnam in the country where we/l permanently
reside.

We/l would like to submit to the esteemed Department for consideration and approval
of application.
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Done at......,on......[day....month.....year.......... i
ONG /Mr BA/Mrs
(Ky, ghi ro ho, chit dém, tén) (Ky, ghi ro ho, chit dém, tén)
(Signature, full name) (Signature, full name)
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

Anh chan
dung cua
ngudi nhan
con nuoi
(kich co 4x6
cm)/

SOCIALIST REPUBLIC OF VIETNAM

Independence-Freedom-Happiness

PON XIN NHAN TRE EM VIET NAM
LAM CON NUOI NUOC NGOAI

(Str dung cho truong hop nhdn con riéng, chau rugt)

Anh chan
dung cua
nguoi nhan
con nuoi
(kich c& 4x6
cm)/

APPLICATION FOR VIETNAMESE CHILD INTERCOUNTRY ADOPTION

(Used for adoption of a step — child or biological niece/nephew)
Kinh guri: Cyc Con nu6i, B§ Tu phéap
To: Department of Adoption, Ministry of Justice

1. Phan khai vé ngudi nhan con nudi/Information of adoptive parent(s)

Thoéng tin/Information Ong/Mr Ba/Mrs

Ho, chir dém, tén /Full
name

Ngay, thang, ndm sinh/Date
of birth

Quoc tich/Nationality

Gidy to tuy than/Identity
card!!

11 Ghi rd tén loai gidy to, 6, co quan cap, ngay cap gidy to do/Specify type of

document, number, issuing authority, and date.
Vi du: Ho chiéu s6 1089123 do B6 Ngoai giao va Hop tac qubc té Ttalia cip ngay 02/2/2015.

For example: Passport No. 1089123, issued by the Ministry of Foreign Affair and International Cooperation

of Italia, on 2/2/2015
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Noi cu tru/Place of
residence

bién thoai/ thu dién
ti/Phone number/email

2. Phan khai vé ngudi dwge nhin 1am con nudi/Information of Adoptive child
Ho, chit dém, té€n/Full name: ..........ccooei i, G161 tinh/SeX: .........coceeeene

tich/Nationality:
NOT SINI/ PIACE OF DT N ettt et e e e e e e et e e e e e e e e e e e e e e eees
NOT CU T/ P IACE OF TESIABNCE: ... oottt e e e e e e e e e e e e e e e e e e e aeeees

Hién dang song tai gia dinh ctia Ong/Ba/currently living with Mr/Mrs:
Ho, chit d€m, tEN/FUI NAME: ...eeiiieee et b e s erbe e e eabe e e ereeas
NOi cur tri/Place Of FESIABNCE: ...ttt e eaae e e anes

Dién thoai/thu dién ti/Phone number/email: ...
3. Phdn cam doan/Declaration

Chung t61/t61 cam doan nhirng 161 khai trén day la ding su that, viéc nhan con
nuoi la tu nguyén, nham xac 1ap quan h¢ cha, me va con lau dai, bén viing, vi loi ich
tdt nhit ctia con nuéi. Chung t61/t61 cam két s& cham sbc, nudi dudng, gido duc
chau nhu con d¢ cia minh va thuc hién moi nghia vu cua cha me ddi véi con theo
quy dinh phap luat. Chiing t6i/téi cam két trong thoi han 03 nam, ké tir ngay giao
nhan con nuodi, dinh ky 06 thang mdt lan, gui bdo cao vé tinh hinh phat trién ctia con
nudi (c6 kém theo anh) cho Cuc Con nuéi - BO Tu phép va Co quan dai di¢n Viét
Nam ¢ nudc noi ching t6i/t6i thuong tra.

Dé nghi Co quan c6 tham quyén xem xét, giai quyét...

We/l hereby certify that the above statements are true and the adoption is
voluntary, for the purpose of establishing a long-term, sustainable parent-child
relationship in the best interest of the adoptive child. We/l commit to take care,
nurture and educate the child like our/my biological child, and fulfill all parental
obligations of toward the child in accordance with the law. We/l commit, within 03
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years from the date of entrusment, every 6 months, to send reports on the
development of the adoptive child (with photos) to the Department of Adoption,
Ministry of Justice, and Representative Authority of Vietham in the country where
we/l permanently reside.

We/l would like to submit to the esteemed Department for consideration and
approval of application.

Lam tai .......... , NQay......... thang ...... RAM.oovaeeiiiene
Done
at...,on......[day.......... month......... year............ ]
ONG /Mr BA/Mrs
(Ky, ghi ro ho, chit dém, tén) (Ky, ghi ro ho, chit dém, tén)
(Signature, full name) (Signature, full name)

E. THU TUC HANH CHINH THUC HIEN CHUNG TAI CO QUAN
QUAN LY SO GOC, QUAN LY CO SO DU LIEU HQ TICH VA QUAN LY
TRUC TIEP NGUOI THI HANH CONG VU GAY THIET HAI

I. Linh vuc hg tich (01 thia tuc hanh chinh)
1. Thi tuc cap bén sao Trich luc hd tich
Trinh ty thue hién:

- Ngudi ¢ yéu cau cap ban sao trich Iuc ho tich ndp ho so tai Co quan quan 1y
Co s¢ dir licu ho tich c6 tham quyén.

Truong hop co quan, t6 chirc c6 thAim quyén dé nghi cdp ban sao trich luc ho
tich ctia cd nhan thi gri van ban yéu cau néu rd 1y do cho Co quan quan 1y Co so dir
liéu ho tich.

- Ngudi tiép nhan c6 trach nhiém kiém tra, d6i chiéu thong tin trong To khai
va tinh hop 1€ cua gidy to do nguodi yéu cau xuat trinh hodc nop.

- Néu hd so day du, hop 1€, nguoi tiép nhan hd so viét gidy tiép nhan, trong do
ghi r6 ngay, gio tra két qua; néu hd so chua day di, hoan thién thi hudng dan nguoi
ndp ho so bd sung, hoan thién theo quy dinh; truong hop khong thé b sung, hoan
thién hd so ngay thi phai lap thanh van ban hudng dan, trong d6 néu rd loai gidy to,
ndi dung can bo sung, hoan thién, ky, ghi 1o ho, tén ctia nguoi tiép nhan.

- Ngay sau khi tiép nhan hd so, néu thiy ho so ddy da va phu hop, cong chirc
lam cong tac hd tich can ctr vao Co sé dir li€u ho tich, ghi ndi dung ban sao trich luc
ho tich, bao cao Thu trudng co quan quan 1y Co s& dir liéu ho tich ky cip ban sao
trich luc ho tich cho nguoi yéu cau.
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Cach thire thuc hién:

- Nguoi c6 yéu cau cép ban sao trich luc ho tich truc tiép thuc hién hodc uy
quyén cho nguodi khac thuc hién yéu cau cap ban sao trich luc hg tich;

- Nguoi thyuc hién yéu cau cap ban sao trich luc ho tich co thé truc tlep nop hod
503 €O’ quan, t6 chirc c6 yéu cau cap ban sao trich luc ho tich c6 thé truc tiép giri vin
ban yéu cau tai Co quan quan 1y co sé dir liéu ho tich c¢6 thim quyén hodc giri hd
s0, van ban yéu cau qua h¢ thong buu chinh.

Thanh phin hd so"

* Gidy to’ phdi xudt trinh:

- Ho chiéu hodc ching minh nhan dan hoic thé cin cudc cong dan hodc cac
gidy to khac c6 dan anh va thong tin ca nhan do co quan co tham quyén cap, con gia

tri str dung dé chirng minh vé nhan than cta ngudi c6 yéu cau cp ban sao trich luc
ho tich.

Truong hop giri ho so qua hé théng buu chinh thi phai giri kém theo ban sao
c6 chiing thuc gidy to phai xuat trinh néu trén.

* Gidy to phdi nop

- T khai cap ban sao trich luc ho tich theo mau ddi véi trudng hop ngudi yéu
cau la ca nhan.

- Vin ban yéu cau cap ban sao trich luc ho tich néu rd 1y do trong trudng hop
nguoi yéu cau la co quan, to chire.

- Van ban uy quyen theo quy dinh cua phdp luat trong truong hop uy quyen
thuc hién yéu cau cap ban sao trich luc ho tich. Truong hop nguoi dugc iy quyen la
ong, ba, cha, me, con, vo, chong, anh, chi, em rudt ciia nguoi iy quyén thi van ban
1y quyén khéng phai chiing thue.

*Luuy:

+ Trudng hop ngudi yéu cau ndp gidy to 1a ban sao duoc cap tir s goc hoic
ban sao duoc ching thuc tir ban chinh thi ngudoi tiép nhan hd so khéng duoc yéu
cau xuat trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuit trinh ban
chinh thi nguoi tiép nhan hd so kiém tra, d6i chiéu ban chup véi ban chinh va ky
vao ban chup xac nhan vé viéc da ddi chiéu noi dung gidy to do, khong duge yéu
cau nguoi di ding ky ndp ban sao gidy to do.

+ Truong hop phap luét quy dinh Xuat trinh gidy to khi dang ky ho tich, nguoi
tiép nhan c6 trach nhiém kiém tra gidy to xuét trinh, doi chleu v6i thong tin trong
T khai va tra lai cho nguoi Xudt trinh, khong duoc yéu cau nguoi dang ky ho tich

ndp thém ban sao gidy td do. Nguoi tiép nhan co6 thé chup 01 ban gidy to xuét trinh
hoic ghi lai thong tin cua gidy to xuat trinh dé luu ho so.

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

S6 lwong ho so: 01 bg
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Thoi han giai quyét: Ngay trong ngay tiép nhan ho so; trudng hop nhan hd Sy
sau 15 gid ma khong giai quyét duoc ngay thi tra két qua trong ngay 1am viéc tiép
theo.

Déi twong thue hién thi tuc hanh chinh: Ca nhan.

Co quan thyc hién tha tuc hanh chinh: Co quan quan 1y Co sé dit li¢u hd
tich.

Két qua thyc hién thii tuc hanh chinh: Ban sao trich lyc ho tich

Lé phi: 8.000 dong/ban sao Trich luc/su kién ho tich da ding ky

M4iu don, méu to khai: To khai cfip ban sao trich luc ho tich

Can cu phap ly:

- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/NB-CP ngay 15/11/2015 ctia Chinh phi quy dinh chi
tiét mgt s6 di€u va bién phap thi hanh Luat HJ tich;

- Thong tw 04/2020/TT-BTP quy dinh chi tiét thi hanh mét s6 diéu ciia Ludt
Ho tich va Nghi dinh so 123/2015/ND-CP ngay 15 thang 11 nam 2015 cua Chinh
phu quy dinh chi tiet mot so diéu va bién phap thi hanh Ludt H tich;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cta Bo Tai chinh quy dinh
mure thu, ché d6 thu, ndp, quan 1y va sir dung phi khai thac, sir dung thong tin trong
Co s¢ dir liéu ho tich, phi xac nhan c6 qudc tich Viét Nam, phi xac nhan l1a nguoi
goc Viét Nam, 1€ phi qudc tich.

Il. Linh vuc ching thuc (01 tha tuc hanh chinh)
1. Thii tuc cap ban sao tir s6 goc

Trinh tyu thuc hién:

- Trong trudng hop khong tim thay s6 géc hoac trong s6 géc khdng cé théng
tin V& noi dung yéu cau cip ban sao thi co quan, to chirc dang luu giir $6 gbc co
trach nhiém tra 1oi bang van ban cho ngudi yéu cau.

- Ngudi yéu cau cap ban sao tir s6 goc phai xuat trinh cac giay to phuc
vu cho yéu cau cap ban sao tir sé gdc. Trudng hop nguoi yéu cau cap ban sao
tir s6 goc gui qua buu dién thi phai giri kém theo ban sao c6 ching thuc gidy
to theo quy dinh.

- Co quan, to chirc cin clr vao so goc dé cap ban sao cho nguoi yéu cau; noi
dung ban sao phai ghi theo diing ndi dung da ghi trong s6 gdc.

- Nguoi yéu cau cip ban sao tir so gbc nhan két qua tai noi ndp ho so hodc
qua buu di¢n (néu ndp qua buu dién).

Thoi han giai quyet Ngay trong ngay tiép nhan ho so; trudng hop nhan hd Sy
sau 15 gio ma khong giai quyét duoc ngay thi tra két qua trong ngay lam viéc tiép
theo.

Péi twong thue hién thi tuc hanh chinh: Ca nhan.
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Co quan thuc hién

Co quan, t6 chtc dang quan 1y s6 gdc

Két qua thyc hién thii tuc hanh chinh: Ban sao tir s6 goc

Cin cir phap ly: Nghi dinh s6 23/2015/ND-CP ngay 16 thang 2 nam 2015 cua
Chinh phu quy dinh V& cip ban sao tir s6 gdc, ching thuc ban sao tir ban chinh,
chang thuc chix ky va chiing thuc hop dong, giao dich

I1. Linh vuc boi thwdng nha nwéc
1. Thi tuc phuc hdi danh dw

Trinh tw thuc hién
* Trudng hop chi dong phuc héi danh du

- Co quan truc tiép quan 1y nguoi thi hanh cong vu gay thiét hai c6 trach
nhiém théng bao bang vin ban cho nguoi bi thiét hai vé viéc Nha nudc chia dong to
chuc thue hién phuc hdi danh dy ;

- Trong thai han 10 ngay ké tir ngay nhan dugc thong bao, ngudoi bi thiét hai
cd y kién tra loi bang van ban vé viéc dong y véi noi dung thdng bao hoic khong
dong y véi ndi dung thong béo (c6 y kién dé nghi cu thé vé ndi dung khong ddng y)
hodc dé nghi chua thuc hién phuc hdi danh dy va giri cho co quan truc tiép quan ly
nguoi thi hanh céng vu gay thiét hai.

Truong hop co quan truc tiép quan 1y nguoi thi hanh cong vu gay thiét hai
khéng nhan duoc tra 10i cua ngudi bi thiét hai thi viéc phuc hdi danh du s& duoc
thue hién khi ngudi bi thiét hai c6 yéu cau bang vin ban.

Truong hop ngudi bi thiét hai tir chdi quyén dugc phuc hdi danh du theo quy
dinh caa Luat thi khéng con quyén yéu cau phuc hdi danh du, viéc tir chdi phai
duoc thé hién bang van ban. Trong trudng hop ngudi bi thiét hai tir chdi quyén
duoc phuc héi danh dy bang 161 néi thi co quan truc tiép quan 1y ngudi thi hanh
cdng vu gay thiét hai 1ap bién ban, trong d6 ghi rd viéc tir chdi quyén dugc phuc hoi
danh du cua ngudi bi thiét hai, bién ban phai c6 chix ky hoic diém chi cua nguoi bi
thiét hai.

Truong hop nguoi bi thiét hai chét thi co quan truc tiép quan 1y nguoi thi hanh
cdng vu gay thiét hai ding bao xin 15i va cai chinh coéng khai theo quy dinh tai Diéu
59 cua Luat TNBTCNN nam 2017.

- Sau khi nhan duoc vin ban cd y kién dong y caa ngudi bi thiét hai vé viéc
phuc héi danh du, co quan truc tiép quan 1y ngudi thi hanh cong vu gay thiét hai to
chuc tryuc tiép xin 15i va cai chinh cong khai va/hoic ding bao xin 18i va cai chinh
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cdng khai theo quy dinh tai Biéu 56, Diéu 58 va Piéu 59 Luat TNBTCNN nim
2017.

* Phyc hoi danh dy theo yéu cau cau ngudi bi thiét hai

- Nguoi bi thiét hai c6 vin ban yéu cau bdi thuong bao gém noi dung yéu cau
phuc hdi danh du;

- Co quan truc tiép quan 1y nguoi thi hanh céng vu gay thiét hai té chuc truc
tiép xin 13i va cai chinh cong khai va/hoic ding bao xin 13i va cai chinh cong khai
theo quy dinh tai Diéu 56, Diéu 58 va Biéu 59 Luat TNBTCNN nim 2017.

Cach thic thuc hién: Yéu cau phuc hoi danh du tai Van ban yéu cau boi
thuong hoac Y kién tra 16i Thong bao vé viéc Nha nudc to chirc phuc héi danh duy
hodc Vin ban dé nghi phuc héi danh du (trong truong hop co quan tryc tiép quan ly
ngudi thi hanh cong vu gay thiét hai da Thong bao nhung ngudi bi thiét hai chua dé
nghi chua thuc hién phuc hoi danh du ma yéu cau sau) dugc gui truc tiép hoac qua
hé thng buu chinh dén co quan quan Iy ngudi thi hanh cong vu gay thiét hai.

Thanh phan ho so:
a) Chu dong phuc hoi danh dy

- Théng bao vé viéc to chac thuc hién phuc hdi danh dy (mau 17/BTNN ban
hanh kém theo Thong tu s6 04/2018/TT-BTP);

- Bién ban tra 1oi thong bdo to chic thuc hién phuc hoi danh du (mau
18/BTNN ban hanh kém theo Thong tu s6 04/2018/TT-BTP).

Truong hop co quan truc tiép quan 1y nguoi thi hanh céng vu gay thiét hai da
Théng bao nhung ngudi bi thiét hai chua dé nghi chua thuc hién phuc héi danh du
ma yéu cau sau thi thanh phan ho so gom: Thong bao vé viéc to chuc thyc hién
phuc héi danh duy (miu 17/BTNN ban hanh kém theo Thong tu sé 04/2018/TT-
BTP); Y kién cta ngudi bi thiét hai dé nghi chua thuc hién phuc hoi danh dy; Vin
ban dé nghi phuc hoi danh du.

b) Phuc hoi danh du theo yéu cau cia ngudi bi thiét hai

Vin ban yéu cau boi thuong (mau 01/BTNN ban hanh kém theo Thong tu s6
04/2018/TT-BTP).

Thai han giai quyét ho so: 15 ngay ké tir ngay nhan dugc vin ban cd y kién
dong y cua nguoi bi thiét hai hoac yéu cau cia nguoi bi thiét hai vé viéc phuc hoi
danh dy.

Co quan thuc hién tha tuc hanh chinh: Co quan giai quyét bdi thuong 1a co
quan truc tiép quan 1y nguoi thi hanh cong vu gay thiét hai trong hoat dong quan ly
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hanh chinh, t§ tung, thi hanh 4n quy dinh tr Diéu 33 dén DPiéu 39 cua Luat
TNBTCNN nim 2017 & cép tinh, cap huyén

Péi twong thuc hién tha tuc hanh chinh: ngudi yéu cau boi thuong theo quy
dinh tai khoan 3 Biéu 3 Luat TNBTCNN niam 2017, dd duogc thu ly hd so yéu cau
boi thudng va c6 mot trong cic cin ct quy dinh tai khoan 1 Diéu 51 Luat
TNBTCNN nam 2017.

Té&n méu don, miu to khai:

- Vin ban yéu cau boi thuong (miu 01/BTNN ban hanh kém theo Thong tu sb
04/2018/TT-BTP);

- Théng bao vé viéc t6 chac thuc hién phuc hdi danh dy (mau 17/BTNN ban
hanh kém theo Thong tu s6 04/2018/TT-BTP);

- Bién ban tra 1oi thong bao to chic thuc hién phuc hoi danh du (mau
18/BTNN ban hanh kém theo Thong tu s6 04/2018/TT-BTP).

Lé phi: khong.

Két qua thwc hién thi tuc hanh chinh:

- Buoi tryc tiép xin 15i va cai chinh cong khai;

- Bing bao xin 18i va cai chinh cong khai trén 01 t& bao trung wong va 01 to
bao dia phuong noi nguoi bi thiét hai cu tri trong truong hop ngudi bi thiét hai la
ca nhan hoac noi dat tru so trong treong hop nguoi bi thiét hai 1a phap nhan thuong
mai trong 03 s6 lién tiép; dang tai noi dung xin 16i va cai chinh cong khai trén Cong
thong tin dién tir (néu cd) cua co quan truc tiép quan 1y ngudi thi hanh cong vu gay
thiét hal.

Yéu cau, diéu kién thyc hién thi tuc hanh chinh: Vin ban dong y hoic c6
y kién cu thé vé viéc phuc hdi danh dy hodc yéu cau cia nguoi bi thiét hai vé viéc
phuc hdi danh dy theo quy dinh tai Piéu 57 hoic Diéu 41 Luat TNBTCNN nim
2017.

Can cw phéap ly cia thia tuc hanh chinh:

- Luat TNBTCNN nam 2017;

- Nghi dinh s6 68/2018/ND-CP.

- Théng tu s6 04/2018/TT-BTP.

2. Tha tuc giai quyét yéu cau bdi thwong tai co quan truc tiép quan Iy
nguwoi thi hanh cdng vu gay thiét hai
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Trinh tw thuc hién
- Tiép nhan va xi ly hd so;

- Thu ly hd so;

- Cur nguoi giai quyét boi thuong;

- Tam ng kinh phi bdi thuong thiét hai;

- Xac minh thiét hai;

- Thuong lugng viéc bdi thudng;

- Ra quyét dinh giai quyét bdi thuong (sau khi ra quyét dinh giai quyét bé‘i
thuc‘ypg, CO quan truc tiep guén ly nguf‘yi thi hanh cong vu g‘ély thiét hai phai lap hé
so dé nghi cap kinh phj boi thuong dén Bo Tai ghin}} de de nghi cap kinh phi boi
thuong va chi tra tien boi thuong cho ngudi yéu cau boi thuong).

Céch thac thuc hién:

- Ngudi yéu cau boi thuong cé thé nop hd so truc tiép tai tru s& co quan giai
quyét boi thuong hodc qua hé thong buu chinh.

- Nguoi yéu cau boi thuong nhan quyét dinh giai quyét boi thuong ngay tai
budi thuong luong.

Thanh phan hd so:

a. Truong hop nguoi bi thiét hai truc tiép yéu cau bdi thudng thi hd so yéu cau
bdi thudng (sau day goi 1a ho so) bao gom: Vian ban yéu cau boi thudng; Vian ban
1am can ctr y8u cau boi thuong, trir truong hop nguoi bi thiét hai khong dugc gui
hodc khong thé c¢6 van ban 1am cin clr yeu cau bodi thuong; Giay to chang minh
nhan than cua ngudi bi thiét hai; Tai liéu, chang ¢t ¢6 lién quan dén viéc yéu cau
bdi thuong (néu co).

b. Truong hop ngudi yéu cau bdi thudng 1a nguoi thira ké (néu cé nhidu nguodi
thira ké thi nhitng nguoi thira ké d6 phai ctr ra mot ngudi dai dién) hoic 1a nguoi dai
dién cua nguoi bi thiét hai thi ngoai cac tai liéu quy dinh tai cac diém a, b va d
khoan 1 Piéu 41 Luat TNBTCNN nim 2017, hd so con phai ¢ céc tai liéu sau day:
Gidy to chizng minh nhan than cia nguoi thira ké, ngudi dai dién caa nguoi bi thiét
hai; Van ban ay quyén hop phap trong truong hop dai dién theo iy quyén; Truong
hop nguoi bi thiét hai chét ma c6 di chiic thi ngudi yéu cau bdi thuong phai cung cap
di chiic, trudng hop khong cé di chic thi phai co van ban hop phap vé quyén thira ké.

Truong hop nguoi yéu cau bdi thuong truc tiép nop hd so thi cac gidy to, tai
liu va chung ctr quy dinh tai cac diém b, ¢, d khoan 1 va khoan 2 Diéu 41 Luat
TNBTCNN nam 2017 13 ban sao nhung phai ¢6 ban chinh dé ddi chiéu; truong hop
ngudi yéu cau bdi thudng gai hd so qua dich vy buu chinh thi cac gidy to, tai lidu
va chang ct quy dinh tai cac diém b, ¢, d khoan 1 va khoan 2 Diéu 41 Luat
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TNBTCNN nam 2017 1a ban sao c6 ching thuc theo quy dinh cua phap luat vé
chirng thuc.

Thoi han giai quyét hd so:

- Trong truong hop ngudi yéu cau boi thudng nop hd so truc tiép, co quan giai
quyét bdi thuong tiép nhan hd so, ghi vao sé nhan hd so va cap gidy xac nhan da
nhan hd so cho nguoi yéu cau bdi thuong. Truong hop hd so dugc gai qua dich vy
buu chinh thi trong thoi han 02 ngay 1am viéc ké tir ngay nhan duogc hd so, co quan
giai quyét boi thuong phai théng bdo bang vin ban vé viéc nhan hd so cho nguoi
y&u cau bdi thudng. Trong thoi han 05 ngay lam viéc ké tir ngay nhan duoc ho so,
Thu trudng co quan giai quyét boi thuong co thé yéu cau nguoi yéu cau boi thuong
bd sung hod so trong truong hop ho so chua day du theo quy dinh tai khoan 1 va
khoan 2 Diéu 41 cia Luat TNBTCNN nam 2017. Trong thdi han 05 ngay lam viéc
ké tir ngay nhan dugc yéu cau cua Thu trudng co quan giai quyét boi thuong, nguoi
yéu cau boi thuong phai bo sung hé so. Khoang thoi gian co su kién bat kha khang
hoac tré ngai khach quan theo quy dinh cua Bo luat Dan su khong tinh vao thoi han
quy dinh tai khoan nay.

- Trong thoi han 02 ngay 1am viéc ké tir ngay nhan duoc hd so hop 18 theo quy
dinh tai Piéu 41 caa (Luat TNBTCNN nam 2017), co quan giai quyét bdi thuong
phai thu Iy hd so va vao so thu ly.

- Trong thoi han 02 ngay lam viéc ké tir ngay thu 1y ho so, co quan giai quyét
boi thudng phai cir nguoi giai quyét boi thuong.

- Truong hop, ngudi Yéu cau boi thuong d& nghi tam tng kinh phi bdi thuong
theo quy dinh tai diém e khoan 3 Diéu 41 cua Luat TNBTCNN nim 2017, co quan
giai quyét boi thuong tién hanh tam &ng kinh phi boi thuong d6i véi nhitng thiét hai
quy dinh tai khoan 1 Diéu 44 TNBTCNN niam 2017. Cu thé, thoi han thuc hién tam
tng kinh phi bdi thuong duoc thuc hién nhu sau: (1) Ngay sau khi thu 1y hé so,
ngudi giai quyét bdi thudng cé trach nhiém xac dinh gia tri cac thiét hai quy dinh tai
khoan 1 Piéu 44 TNBTCNN nam 2017 va dé xuat Thu truéng co quan giai quyét
bdi thuong viéc tam ¢ng kinh phi boi thuong va mic tam tng cho ngudi yéu cau
bdi thuong; (2) Trong thoi han 05 ngay lam viéc ké tir ngay nhan duoc dé xuat, néu
con du todn quan 1y hanh chinh duoc cap cé tham quyén giao, co quan giai quyét
bdi thuong phai hoan thanh viéc tam ang kinh phi va chi tra cho ngudi yéu cau boi
thuong. Truong hop khong con du dy todn quan 1y hanh chinh dwoc cap ¢ tham
quyén giao, trong thoi han 02 ngay lam viéc ké tir ngdy nhan dugc dé xuat, Thu
truong co quan giai quyét bdi thuong co vin ban dé nghi co quan tai chinh c6 tham
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quyén tam tng kinh phi dé chi tra cho ngudi yéu cau bdi thudng. Co quan tai chinh
cd trach nhiém cép kinh phi cho co quan giai quyét bdi thuong trong thoi han 07
ngay lam viéc ké tir ngay nhan duoc vin ban dé& nghi, co quan tai chinh c6 tham
quyén c6 trach nhiém cap kinh phi cho co quan giai quyét bdi thuong. Thu trudng
co quan giai quyét boi thuong quyét dinh mac tam ung cho ngudi yéu cau boi
thuong nhung khong dudi 50% gié tri cac thiét hai quy dinh tai khoan 1 Diéu 44
TNBTCNN nam 2017.

- Trong thoi han 15 ngay ké tir ngay thu Iy hd so, ngudi giai quyét bdi thuong
phai hoan thanh viéc xac minh thiét hai. Trudong hop vu viéc giai quyét yéu cau boi
thuong ¢d nhiéu tinh tiét phtc tap hoac phai xac minh tai nhiéu dia diém thi thoi
han xac minh thiét hai la 30 ngay ké tir ngay thu ly ho so. Thoi han xac minh thiét
hai c6 thé duoc kéo dai theo thoa thuan gitta ngudi yéu cau boi thudng va nguoi
giai quyét boi thuong nhung toi da 1a 15 ngay ké tir ngay hét thoi han quy dinh tai
khoan nay. Trong thoi han 03 ngay lam viéc ké tir ngay két thic viéc xac minh thiét
hai, ngudi giai quyét boi thuong phai hoan thanh bao céo xac minh thiét hai lam can
ctr dé thuong lwong viéc boi thuong.

- Trong thoi han 02 ngay lam viéc ké tir ngay hoan thanh béo cdo xac minh
thiét hai, co quan giai quyét bdi thuong phai tién hanh thuong lwong viéc bdi
thuong. Trong thoi han 10 ngay ké tir ngay tién hanh thuong luong, viéc thuong
luong phai duoc hoan thanh. Trudng hop vu viéc giai quyét yéu cau bdi thuong co
nhiéu tinh tiét phtc tap thi thoi han thuong luong téi da 1a 15 ngay. Thoi han
thuong luong cd thé duoc kéo dai theo thoa thuan giira nguoi yéu cau bdi thuong va
ngudi giai quyét bdi thudng nhung t6i da 1a 10 ngay ké tir ngay hét thoi han quy
dinh tai khoan nay.

- Ngay sau khi c6 bién ban két qua thuong lwong thanh, Thu trudng co quan
giai quyét bdi thudng ra quyét dinh giai quyét boi thuong va trao cho ngudi yéu cau
boi thuong tai budi thuong lwong. Truong hop ngudi yéu ciu bdi thuong khdng
nhan quyét dinh giai quyét boi thudng thi ngudi giai quyét bdi thuong 1ap bién ban
vé viéc khdng nhan quyét dinh. Bién ban phai c6 chit ky cua dai dién cac co quan
tham gia thuong Iugng. Bién ban phai néu ré hau qua phap ly cua viéc khdng nhan
quyét dinh giai quyét bdi thuong theo quy dinh tai diém d khoan 1 Piéu 51 cua Luét
TNBTCNN nim 2017. Co quan giai quyét bdi thuong phai giri cho nguoi yéu cau
boi thudng trong thoi han 05 ngay 1am viéc ké tir ngay 1ap bién ban.

Co quan thuc hién thi tuc hanh chinh: Co quan giai quyét boi thuong 1a co
quan truc tiép quan 1y nguoi thi hanh cong vu gay thiét hai trong hoat dong quan ly
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hanh chinh, t§ tung, thi hanh 4n quy dinh tr Diéu 33 dén DPiéu 39 cua Luat
TNBTCNN nim 2017 & cép tinh, cap huyén, cap x&

Poi twong thuc hién tha tuc hanh chinh: Nguoi yéu cau boi thuong theo
quy dinh tai khoan 3 Diéu 3 Luat TNBTCNN nim 2017.

Tén miu don, miu to khai: Vin ban yéu cau bdi thuong (Mau 01/BTNN
ban hanh kém theo Thong tu s6 04/2018/TT-BTP.

Lé phi: khong.

Két qua thuc hién thi tuc hanh chinh: Quyét giai quyét bdi thuong.

Yéu cau, diéu kién thuc hién thi tuc hanh chinh: Tha tyc hanh chinh duoc
thuc hién khi cé mét trong cac can cir sau day:

- CO mdt trong cac can ctr xac dinh hanh vi trai phap luat cua nguoi thi hanh

cong vu gay thiét hai va yéu cau bdi thuong tuong tng quy dinh tai khoan 2 Piéu 7
Luat TNBTCNN nam 2017;

- C6 thiét hai thuc té cta nguoi bi thiét hai thuoc pham vi trach nhiém boi
thuong cua Nha nudc theo quy dinh caa Luat TNBTCNN nam 2017;

- C6 méi quan hé nhan qua gitra thiét hai thuc té va hanh vi gay thiét hai.
Can c&r phép ly caa tha tuc hanh chinh:

- Luat TNBTCNN nam 2017;

- Nghi dinh s6 68/2018/ND-CP;

- Thong tu s6 04/2018/TT-BTP.
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