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UY BAN NHAN DAN QUY TRINH
PHUONG SO DAU Ding ky lai khai sinh

1. MUC PiCH

Quy dinh cach thue, trinh ty thye hién thu tuc vé Piang ky lai khai sinh thudc tham
quyén giai quyét cia UBND phuong S Dau, quan Hong Bang, thanh phd Hai Phong.

2. PHAM VI ,

Quy trinh ap dung cho viéc giai quyét thu tuc hanh chinh: Dang ky lai khai sinh dugc
giadi quyet bo1 UBND phuong S¢ Dau, quan Hong Bang, thanh phé Hai Phong.

3. TAI LIEU VIEN DAN

- Tiéu chuan qudc gia TCVN ISO 9001:2015.

- M6 hinh hé thdng quan 1y chét lugng cia UBND phuong S& Dau.

- Quy trinh QT.MC.01

- Céc tai liéu khac theo quy dinh tai muc 5.1

4. PINH NGHIA/ VIET TAT

- UBND: Uy ban nhan dan
- TTHC: Thu tuc hanh chinh
- BP.TN&TKQ: B phén Tiép nhan va tra két qua

5. NOI DUNG QUY TRINH
51. COSOPHAPLY

- 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 diéu va bién phap thi hanh Luat Ho tich;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cia Chinh phu stra dbi, bd sung
mot sO diéu ciia cac nghi dinh lién quan dén viéc ndp, xuat trinh s6 h khau, so6 tam
tra gidy khi thyc hién thu tyc hanh chinh, cung cap dich vu cong;

- Nghi dinh s6 87/2020/ND-BTP ngay 28/7/2020 cua Chinh phu quy dinh Vé co 8o
dr liéu ho tich dién tr, dang ky hd tich tryc tuyén;

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 cua BO Tu phap quy dinh chi tiét
mot so di€u va bién phgip thi hanh nghi dinh s6 87/2020/ND-CP ngay 28/07/2020 cua
Chinh phu quy dinh vé Co s¢ dir liéu ho tich dién tur, dang ky ho tich truc tuyén;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 ctia B tai chinh sira doi, bo sung
mot s6 diéu ciia Thong tu sd 85/2019/TT-BTC ngay 29/11/2019 cta B Tai chinh
huéng din vé phi va 1é phi thudc thim quyén quyét dinh cua Hoi dong nhan dan
tinh, thanh phd truc thudc Trung wong;

- Thong tu s0 04/2020/TT-BTP ngay 28/05/2020 Quy dinh chi tiét thi hanh mot s
di€u cua Luat ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua Chinh
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phu quy dinh chi tiét mot s6 didu va bién phap thi hanh Luat Ho tich;

Quyet dinh s6 2390/QD-UBND ngay 08/08/2023 ctia UBND thanh phé Hai Phong
vé viéc cong bé Danh muc thi tuc hanh chinh linh vuc Tu phap trén dia ban thanh
phé Hai Phong;

5.2. THANH PHAN HO SO
5.2.1 Giay to phai xuit trinh:

TT

Tén ho so

Ghi chu

Ho chiéu/ching minh nhan dan/thé cin cudc cong dan
hoic cac gidy to khac co dan anh va thong tin ¢4 nhan
do co quan c6 thim quyén cdp, con gia tri sir dung dé
chimg minh vé nhan than ctia nguoi c6 yéu cau diang ky
lai khai sinh.

Gidy to chimg minh noi cu tri dé xac dinh tham quyén
dang ky lal khai sinh (trong giai doan Co s¢ dir li¢u
quoc gia vé dan cu va Co s dir liéu ho tich dién tir toan
qudc chua duoc xdy dung xong va thuc hién théng nhat
trén toan quéc).

Truong hop giri hd
so qua hé théng
buu chinh thi phai
gii kém theo ban
sao cO chung thuc
cac gidy tO phai
xuat trinh néu trén.

5.2.2 Giay to phai nop:

TT | Tén hd so S6 | Ghichua
luong
T khai ding ky lai khai sinh theo mau, trong d6 c6 cam | 01 bd
1. | doan ctia nguoi yéu cau vé viéc da dang ky khai sinh
nhung khong luu giit duge ban chinh Gidy khai sinh.
2.

Ban sao toan b ho so, gidy td cua nguoi yéu cau hoac
ho so, gidy to, tai liu khac trong d6 c6 thong tin lién
quan dén ndi dung khai sinh, gom:

+ Ban sao Giay khai sinh do co quan c6 tham quyén cua
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Viét Nam cap (ban sao dugc cong chimg, chimg thuc
hop 1€, ban sao dugc cap tir S6 dang ky khai sinh).

+ Ban chinh hoic ban sao gidy to c6 gia tri thay thé
Giay khai sinh dugc cap trudc nam 1945 & mién Bac va
trudc ndm 1975 & mién Nam.

+ Truong hop ngudi yéu cau khong co gidy to trén thi
gidy t& do co quan c6 tham quyén ciia Viét Nam cap
hop 18 sau ddy 13 co s& dé xac dinh ndi dung ding ky lai
khai sinh: Gidy chimg minh nhan dan, Thé cin cudc
cong dan hoidc Ho chiéu; S6 ho khau, S6 tam trd, gidy to
chtng minh vé noi cu tra; Bang tt nghiép, Gidy ching
nhan, Ching chi, Hoc ba, HO so hoc tap do co quan dao
tao, quan ly gido duc c6 tham quyén cép hoac xac nhéan;
Gidy to khac c6 thong tin vé ho, chir dém, tén, ngay,
thang, nim sinh cta ca nhan; Gidy to chimg minh quan
hé cha con, me con.

Nguoi yéu cau ding ky khai sinh c¢6 trach nhiém nop
day du ban sao cac gidy to néu trén (néu cd) va phai
cam doan di ndp du cac gidy to minh cé. Truong hop
ngudi yéu cau ding ky khai sinh cam doan khong dung
su that, ¢6 y chi ndp ban sao gidy to c6 loi dé dang ky
khai sinh thi viéc dang ky khai sinh khong c6 gia tri
phap ly.

Trudng hop nguoi yéu cau ding ky lai khai sinh 1a can
bd, cong chuc, vién chirc, nguoi dang cong tac trong luc
luong vii trang thi phai ¢6 van ban xac nhan cua Thu
truéng co quan, don vi vé viéc nhitng nd1 dung khai
sinh ctia nguoi d6 gom ho, chit dém, tén; gidi tinh;
ngdy, thang, nim sinh; dan tdc; qudc tich; qué quan;
quan hé cha - con, me - con phu hop véi hd so do co
quan, don vi dang quan ly.

Vin ban uy quyén theo quy dinh ciia phap luat trong
truong hop Gy quyén thuc hién viéc ding ky lai khai
sinh. Truong hop ngudi dugc ty quyén 14 ong, ba, cha,
me, con, vo, chong, anh, chi, em rudt ciia ngudi Uy
quyén thi van ban uy quyén khong phai cong chimg,
ching thyc, nhung phéi c6 gidy to ching minh mbi
quan hé véi ngudi ty quyén.
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UY BAN NHAN DAN QUY TRINH
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- Trudng hop ngudi yéu cau ndp gidy to 1a ban sao duoc cip tir s6 gbe hodc ban sao
duoc chimg thyc tr ban chinh thi nguoi tiép nhan hod so khong dugc yéu cau xuat trinh
ban chinh; néu ngudi yéu cau chi ndp ban chup va xuat trinh ban chinh thi ngudi tlep
nhan hd so kiém tra, dbi Chleu ban chup v6i ban chinh va ky vao ban chup xac nhén vé
viéc dd ddi chiéu noi dung gidy to d6, khong dugc yéu cau ngudi di ding ky ndp ban
sao c6 chimg thuc gidy to do.

- Trudng hop phép luat quy dinh xuat trinh gidy to khi dang ky ho tich, ngudi tiép nhan
c6 trach nhiém kiém tra gidy to xuét trinh, déi chiéu vé6i thong tin trong To khai va tra
lai cho ngudi Xuat trinh, khong dugc yéu cau nguoi dang ky ho tich nop thém ban sao
gidy to d6. Nguoi tiép nhan c6 thé chup 01 ban gidy to xudt trinh hodc ghi lai thong tin
clia gidy to xuét trinh dé luu hd so.

- Ngudi tiép nhan c6 trach nhiém tiép nhan dung, du ho so ding ky ho tich theo quy dinh
cua phép luat hd tich, khong dugc yéu cau nguoi dang ky hd tich ndp thém gidy t& ma
phap luat ho tich khong quy dinh phai ndp.

5.3. NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA LE PHi

Noi tiép nhin

va tré két qué Thoi gian xir ly Phi, L¢ phi

BP.TN&TKQ | 05 ngay lam viéc. 8.000 dong (mién 1¢ phi cho ngudi

UBND phuong thuoc gia dinh c6 cong voi cach
Sé Dau Truong hop phdi cé van ban | mang, thudc hd ngheo; nguodi

xac minh thi thoi han giai | khuyét tat).
quyét khong qua 13 ngay lam
viéc (khong tinh thoi gian g
vidn ban yéu cau xac minh va
thoi gian gui van ban tra 101
két qua xdc minh qua hé
thong buu chinh).

5.4. TRINH TU XU LY CONG VIEC

. Trach N Biéu miu/
Trinh tw nhiém Thoi gian Két qua

Rirdve 1: Xnat trinh oiav téiv

- Nguoi ¢o yéu cau dang ky lai khai sinh
truc tiép thuc hién hoac uy quyén cho
nguoi khac thyc hién viéc dang ky lai
khai sinh; Giohanh | To khai dang ky

Cong dan chinh khai sinh

- Nguoi thuc hién dang ky lai khai sinh
c6 thé tryc tiép nép hd so tai Uy ban
nhan dan cap xa c6 tham quyén hodc guri
hd so qua hé thong buru chinh.
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Riwrdve 2: Tien nhan. kiém tra. dai chién

- Nguoi tiép nhan c6 trach nhiém kiém

Cong chuce

tra, d6i chidu, tiép nhan toan bo hd so | LU PP4P~ | 14 4,01 | Phicutiep nhin
. e Ly 1 . Ho tichtai | .. .. .. va hen tra két
theo Quy trinh gidi quyét thu tuc hanh b6 ohan | &1© lam viéc qui
chinh QT.MC.01 ) D¢
TN&TKQ
Danlon 2 VAa i h Aln ~2Axr
- Trong thoi han 05 ngay lam viéc, ké tir
ngdy tiép nhan hd so, cong chirc tur phép -
ho tich kiém tra, xac minh ho so.
- Truong hop viéc dang ky lai khai sinh
duoc thuc hién tai Uy ban nhan dan céip
phuong khong phai noi dang ky khai sinh
trudc day thi cong chirc tu phap — ho tich
bao cao Chu tich Uy ban nhin dan cép
phuong c6 van ban dé nghi Uy ban nhan
dan cap phuong noi dang ky khai sinh
trudc day kiém tra, xac minh vé viéc luu
gitt s6 ho tich. Cong chuc
Tu phap —
- Trong thoi han 05 ngay lam viéc, ké tir | HO tich,
ngay nhan dugc van ban deé nghi, ij ban | Chu tich
nhan dan noi da ding ky khai sinh truéc | UBND i da 05 S6 cap gidy
day tién hanh kiém tra, xac minh va tra 101 | phuong, nodv [am khai sinh,
bang van ban vé viéc con luu gitt hoac | UBND gv}i,é o Giay khai sinh
khong luu gitr dugc so ho tich. phuong '
noi nguoi
- Trong thoi han 03 ngay lam viéc, ke tir | yéucau
ngay nhdn duoc két qua xac minh vé viée | ding ky
khong con luu gitr duoc s6 h tich tai noi thuong tra

da dang ky khai sinh, néu thay viéc ding ky
lai khai sinh chinh xac, ding quy dinh phép
ludt, cong churc tu phap - ho tich bao céo
Chu tich Uy ban nhan dan cap phuong.

- Truong hop Chu tich Uy ban nhan déan
dong ¥ giai quyét thi cong chirc tu phap -
ho tich ghi ndi dung khai sinh vao S6 dang
ky khai sinh, cung nguoi di dang ky lai
khai sinh ky vao S6. Chu tich Uy ban nhan
dan ky cap Gidy khai sinh cho ngudi co
yéu cau.

r
Dandon Ae Tl 1A Al
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, Cong chuc
- Tra két qua cho cong dan theo Tu phap — s y ..
QT.MC.01 Ho tich tai Gio hanh Giay khai sinh

e chinh
bd phan
TN&TKQ

Phiéu theo déi qud trinh xir Iy céng viéc (BM.MC.01.05) phdi dwoc thuc hién tai

tung buoc cong viéc cua muc 5.4.

6. BIEU MAU

TT Ma hiéu

Tén biéu mau

Céc biéu mau theo Thong tu s6 04/2020/TT-BTP

1.

Theo phu luc 5 | To khai dang ky khai sinh
2. | Theo phu luc 2 | S déng ky khai sinh
3.

Theo phu luc 1 Giéy khai sinh

7. HO SO LUU

TT

H6 so luu

1. | To khai dang ky khai sinh

S6 dang ky khai sinh

Céc ho so khac céan luu theo muc 5.2

2
3. | Gidy khai sinh
4
5

Céc biéu mau khac theo QT.MC.01 - Quy trinh giai quyét thi tuc hanh chinh

Luu y: Luu tai bo phdn tw phap ho tich 02 nam, sau do chuyén lwu triv chung co quan
theo quy dinh. Viéc luu trit cac bao cao, ho so, so sach dwoc thuc hién theo quy dinh
cua phap ludt vé lvu triv va phap ludt co lién quan.
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