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

TINH HA TINH Déc lap - Tw do - Hanh phc
S6: 3187/Qb-UBND Ha Tinh, ngay 31 thang 10 nam 2017
QUYET PINH

V& viéc cong bd thi tuc hanh chinh thuge linh vuc quan ly caa
nganh Tw phap ap dung tai UBND cap x4 trén dia ban tinh Ha Tinh

CHU TICH UY BAN NHAN DAN TiINH

Cin ct Luat To chirc chinh quyén dia phuong ngay 19/6/2015;

Can cir cac Nghi dinh cua Chinh phu: Sé 63/2010/ND-CP ngay 08/6/2010 vé
kiém soat tha tuc hanh chinh; s6 48/2013/ND-CP ngay 14/5/2013 stra doi, b6 sung mot
s6 diéu cua cac Nghi dinh lién quan dén kiém soat thu tuc hanh chinh; S6 92/2017/Nb-
CP ngay 07/8/2017 sira ddi, bo sung mot s6 diéu cua cac Nghi dinh lién quan dén kiém
soat thu tuc hanh chinh;

_ Can ctr Thong tu s6 05/2014/TT-BTP ngay 07/02/2014 cua Bo Tu phap hudng
dan cong bo, niém yet thu tuc hanh chinh va bao cdo vé tinh hinh, ket qua thuc hi¢n
kiém soat thu tuc hanh chinh;

Xét dé nghi cuia S& Tu phap tai Vin ban s6 637/STP-VP ngay 28/9/2017,
QUYET PINH:

Piéu 1. Cong b kém theo Quyét dinh ndy 35 (ba muoi ldm) this tuc hanh chinh
thudc linh vyc quan ly cta nganh Tu phap ap dung tai UBND cap xa trén dia ban tinh
Ha Tinh.

(C6 danh muc va néi dung cu thé kém theo).Diéu 2. Quyét dinh nay co hiéu
luc ké tir ngdy ban hanh. Bai bo cac Quyét dinh cia UBND tinh: Sé 516/QD-UBND
ngay 29/02/2016 vé viéc cong bd thi tuc hanh chinh thudc linh vyc quan 1y ciia nganh
Tu phap ap dung tai UBND cap x4 trén dia ban tinh Ha Tinh va s6 4392/QD-UBND
ngay 11/11/2015 vé vigc cong b cac thu tuc hanh chinh thyc hién lién thong thudc
tham quyén giai quyét cia UBND cép x3, co quan ding ky cu trii va Bao hiém xa hoi
cap huyén trén dia ban tinh Ha Tinh.

Piéu 3. Chanh Van phong UBND tinh, Giam d6c S¢ Tu phap; Chu tich UBND
cac huyén, thanh pho, thi x4; Chg tich UBND céc xa, phuong, thi tran va cac to chue,
ca nhan cd lién quan can ctir Quyet dinh thi hanh./.

Noi nhgn: KT.CHU TICH
- Nhu Diéu 3; PHO CHU TICH
- Cuc Kiem soat TTHC - VPCP;

- Chu tich, cac PCT UBND tinh;

- PVP UBND tinh (theo d&i KSTT);

- Luu: VT, KSTT (7b). ba ky

Gui: Ban giay va bi¢n tu

bing Qudc Vinh



UY BAN NHAN DAN

CONG HOA XA HOI CHU NGHIA VIET NAM

TINH HA TINH Déc lap - Tw do - Hanh phic

THU TYC HANH CHINH THUQC LINH VUC
QUAN LY CUA NGANH TU PHAP AP DUNG TAl

UY BAN NHAN DAN CAP XA TREN DPIA BAN TINH HA TINH

(Ban hanh kém theo Quyé dinh s6:3187/0P-UBND ngay 31/ 10 /2017 cuia

Uy ban nhan dan tinh Ha Tinh)

PﬁANI
DANH MUC THU TUC HANH CHINH

TT TEN THU TUC HANH CHINH TRANG
I Linh vuc ho tich
1 | bang ky khai sinh 04-08
2 | Pang ky khai sinh ¢ yéu té nudc ngoai tai khu vuc bién gioi 09-13
3 | Pang ky khai sinh cho ngudi di ¢ ho so, gidy to ca nhan 14-18
4 | Bang ky khai sinh luu dong 19-22
5 Lién thong cac thu tuc hanh chinh vé dang ky khai sinh, ding ky 23-34
thuong trd, cap thé bao hiém y té cho tré em dudi 6 tuoi
5 L_|§en thopg cac Ehu tuc h,a}nh cky.nh vé ding ky khai sinh, cap thé bao 35.44
hiémy té cho tré em dudi 6 tuoi
Ping ky két hon 45-48
Ping ky két hon 6 yéu té nudc ngoai & khu vuc bién gidi 49-52
Ding ky két hon luu dong 53-56
10 | bang ky khai tir 57-60
11 | Pang ky khai tir ¢ yéu té nudc ngoai & khu vuc bién gioi 61-64
12 | Dang ky khai tir luu dong 65-68
13 | bang ky gidm ho 69-72
14 | Pang ky cham dat giam ho 73-76
15 | bBang ky nhan cha, me, con 77-80
16 | Pang ky nhan cha, me, con ¢6 yéu té nudc ngoai tai khu vuc bién gisi 81-84
17 | Pang ky khai sinh két hgp dang ky nhan cha, me, con 85-90
18 | bang ky lai khai sinh 91-95
19 | Pang ky lai két hon 96-99
20 | bang ky lai khai tu 100-103
21 | Thay d6i, cai chinh ho tich (cho ngudi dudi 14 tudi); bo sung ho tich | 104-108
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TT TEN THU TUC HANH CHINH TRANG

22 | Cap Gidy xac nhan tinh trang hén nhan 109-113

23 | Cép ban sao trich luc ho tich 114-117

Il | Linh vec nudi con nudi

1 | bang ky viéc nu6i con nudi trong nudc 118-124

2 | bang ky lai viéc nudi con nudi trong nude 125-128
Giai quyét viéc nguoi nude ngoai cu tra & khu vuc bién giéi nuéc

3 , o\ e - . A 129-135
lang giéng nhan tré em Viét Nam lam con nuoi

11 | Linh vec ching thuc
Chung thuc ban sao tir ban chinh gidy to, vin ban do co quan c6

1 2 X \JiA X < ; A 136-137
tham quyén caa Viét Nam cap hoac ching nhan
Chtrng thuc chir ky trong gidy to, van ban (ap dung cho ca truong

2 hop chitng thuc diém chi va trudng hop nguoi yéu cau ching thuc | 138-139
khong ky, khong diém chi dugc)
Chung thuc hop dong giao dich lién quan dén tai san 1a dong san,

3 140-140
quyén str dung dét, nha ¢
Chuang thuc di chic 141-141
Chting thuc van ban tir chéi nhan di san 142-142
Chung thuc van ban thoa thuan phén chia di san ma di san 1a dong

6 , Ao o X s . 143-143
san, quyen su dung dat, nha ¢

v thu:ng thli.’c van l3an khai nhan di san ma di san 1la dong san, quyen 144-144
st dung dat, nha &

8 | Chirng thuc viéc sira doi, bo sung, huy bo hop dong, giao dich 145-146

9 Cap ban sao cO chung thyuc tir ban chinh hop dong, giao dich da 147-147

duogc chung thuc




PHAN 11
NQI DUNG CUA THU TUC HANH CHINH THUOQC
LINH VUC QUAN LY CUA NGANH TU PHAP AP DUNG
TAI UY BAN NHAN DAN CAP XA TREN DIA BAN TINH HA TINH

I. LINH VUC HO TICH

1. Dang ky khai sinh

1. Trinh ty thuc hién:

Budgc 1: Ca nhan nop hd so tai B phan tiép nhan va tra két qua caia UBND cép
x&. Cong chtrc Tu phéap - Ho tich kiém tra ho so, truong hop hd so chua day da, hop 1é
thi huéng dan nguoi ndp hd so bd sung, hoan thién theo quy dinh; trudng hop khong
thé b sung, hoan thién hd so ngay thi phai lap vin ban huéng dan; trudng hop ho so
day du, hop 18 thi tiép nhan hd so.

Budc 2: Cong chuac Tu phap - Ho tich trinh Chu tich UBND x& ky Giay khai
sinh.

Budc 3: Cong chirc Tu phéap - Ho tich chuyén két qua cho Bo phan tiép nhan va
tra két qua dé tra cho cé nhan.

*Luuy:

+ Truong hop ngudi yéu cau nop giay to 1a ban sao duoc cap tir so goc hogc ban
sao dugc chung thyuc tir ban chinh thi ngudi tiép nhan hd so khong duoc yéu cau xuat
trinh ban chinh; néu nguoi yéu cau chi nop ban chup va xuat trinh ban chinh thi nguoi
tiép nhan ho so kiém tra, d6i chiéu ban chup vai 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 c6 ching thuc gidy to do.

+ Truong hop phap luat quy dinh XUt trinh glay to khi dang ky hd tich, nguoi
tiép nhan co trach nhiém klem tra gidy to xuat trinh, d0| chiéu véi thong tin trong To
khai va tra lai cho ngudi Xuit trinh, khong dugc yéu cau ngudi dang ky ho tich nop
thém ban sao gidy to do. Nguoi tiép nhan co thé chyup 01 ban gidy to xuat trinh hoic
ghi lai théng tin cua gidy to xuét trinh dé luu ho so.

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

2. Cach thuce thuc hién:

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

- Tryc tiép tai tru s¢ co quan hanh chinh nha nuéc hodc gui hd so qua hé thong
buu chinh hoac guri ho so theo h¢ thong dang ky ho tich truc tuyen.

3. Thanh phan, s luong hé so:

a) Thanh phan ho so gom:

* Gidy to' phdi ngp:

- T khai ding ky khai sinh (theo mau quy dinh);

- Ban chinh Gidy ching sinh.



Truong hop khong co Gidy chung sinh thi ndp vin ban cua nguoi lam chimg xac
nhan v€ viéc sinh; néu khong c6 nguoi lam ching thi phai c¢6 gidy cam doan vé viée
sinh; truong hop tré em bi bo roi thi phai c6 bién ban ve viéc tré bi bo roi do co quan
c6 tham quyén lap;

- Van bén, xac nhan ctia co sé y té da thuc hién k¥ thuat ho tro sinh san cho viéc
mang thai ho doi vdi truong hop khai sinh cho tré em sinh ra do mang thai ho.

- Trudng hop 1ty quyén cho ngudi khéac 1am thay thi phai c6 van ban ay quyén
duogc cong chirng, chirng thuc theo quy dinh caa phap luat. .

* Gidy to’ phdi xudt trinh:

~ - Ban chinh mot trong céc gidy to ching minh nhan than la Giay CMND, Ho
chiéu, Thé can cudc cong dan hoac giay to khac cé dan anh va théng tin ca nhan do co
quan c6 tham quyén cap, con gié tri sa dung ctia nguoi yéu cau dang ky khai sinh;

- Ban chinh gidy t& ching minh noi cu tra clia nguoi cha hodc ngudi me dé
chirng minh tham quyén dang ky khai sinh (chi 4p dung trong giai doan chuyén tiep);

- Giay chting nhan két hdn caa cha, me tré em (néu cha, me c6 dang ky két hon;
chi ap dung trong giai doan chuyén tiep).

(Truwong hop gui ho so qua hé thong buwu chinh thi phdi gui kém theo ban sao c6

chitng thuc cac gidy to phdi xudt trinh. Trirong hop nép hé so qua hé thong ding ky
tryec tuyén thi phai gei ban scan tir ban chinh)

b) S6 lwgng hd so: 01 bo.

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

5. Béi twong thuc hién thu tuc hanh chinh: C& nhan.

6. Co quan thuc hién tha tuc hanh chinh:

- Uy ban nhan dan cap xa noi cu tri cia ngudi cha hodc ngudi me thyc hién dang
ky khai sinh cho tré em;

- Uy ban nhan dan cip xi noi 1ap bién ban vé viéc tré bi bo roi ddi véi truong
hop dang ky khai sinh cho tré bi bo roi.

7. Két qua thuc hién thu tuc hanh chinh: Giy khai sinh.

8. Lé phi:

- 5.000 dong/truong hop;

- Mién Ié phi ddi véi trudng hop khai sinh dang han; nguoi thuge gia dinh c6
cbng vaéi cdch mang; nguoi thudc hd nghéo; ngudi khuyet tat.

9. Tén mau don, mau t& khai: To khai dang ky khai sinh.

10. Yéu cau, diéu kién thuc hién th tuc hanh chinh: Khéng.

11. Can ctr phap ly cua tha tuc hanh chinh:

- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/NP-CP ngay 15/11/2015 cua Chinh phu quy dinh chi
tiet mot s6 dieu va bién phap thi hanh Luat Ho tich;

- Théng tu 56,15/‘2015/TT-BTP ngay 16/11/2015 cua Bo Tu phap quy dinh chi
tiet thi hanh mot s6 dieu caa Luat Ho tiph va I\!ghi‘ dinh so6 123/2015/NDB-CP ngay
15/11/2015 cua Chinh pha quy dinh chi tiét mét so dieu va bién phap thi hanh Luat H
tich.

- Nghi quyét s6 26/2016/NQ-HDND ngay 15/12/2016 cuia HDND tinh Ha Tinh
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quy dinh vé muc thu, mién, giam, thu, nop, quan Iy va st dung cac khoan phi, I& phi
thuoc tham quyen cua HDND tinh trén dia ban tinh Ha Tinh;

- Cong van s6 1288/HTQTCT-HT ngay 15/9/2016 cua Cuc Ho tich, qudc tich,
chirng thuc - Bo Tu phap veé viéc dieu chinh mot s6 biéu mau ho tich ban hanh kém
theo Thong tu s6 15/2015/TT-BTP.



CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY KHAI SINH

Ho, chit dém, t8n NGUOT YEU CAU: ......o.couveeeeeeeeeeeee e,
GIAY tO TUY thAN: @ .ottt
INOT CU T @ ettt
Quan hé vai ngudi dugC Khai SINN: e
Pé nghi co quan ding ky khai sinh cho nguoi dwéi day:

Ho, Chilt d@m, T8N ..o be b
Ngay, thang, ndm sinh: ........ccccocoeiiiiniiinieen. ghi bang Chilt: .....cveveeveeerceeeecee,

GiGi tinh: e, DAN tOC: woveverer e, QUABC HICN: v,
(@ T = o[-V PSS
Ho, chit dém, ten NEWOT ME: .....ociiiiiiiiiiie s
Nam sinh: ............ Dan toc: ....cceceevveeeenneen. QUABC HICN: oot
PSS e oL SRR
Ho, chit dém, tén nguwdi Cha: .........cooiiiiiii s
Nam Sinh: cooveveeeeeeeeeeeeeeeen. DAN tOC: v, QUABC tICN: oo,
DL 0 a3 PR
T61i cam doan ndi dung dé nghi dang ky khai sinh trén day la dung sy that, duoc
su thoa thuan nhat tri cua 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.

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

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



Chd thich:
() Ghi 16 tén co quan d& nghi thuc hién viéc dang ky khai sinh
@ Ghi r3 thong tin vé gidy to tiy than cua ngudi di dang ky (ghi sO, co quan cap,
ngay cap ho chiéu, chirng minh nhan dan hoac giay to hop 1€ thay thé)
Vi du: Chang minh nhan dan s6 001089123 do Cdng an thanh phé Ha Nai cap
ngay 20/10/2014.
®) Ghi theo dia chi dang ky thuong tri; néu khong c6 noi ding ky thuong tra thi
ghi theo dia chi dang ky tam trd; truong hop khong c6 noi dang ky thuong tra va noi
dang ky tam tra thi ghi theo dia chi dang sinh song.
™) Trudng hop sinh tai co sd 'y té thi ghi 16 tén co sé 'y té va dia danh hanh chinh
Vi du: - Bénh vién Phu san Ha Noi
- Tram y té x3 Dinh Bang, huyén Tir Son, tinh Bac Ninh.
Truong hop sinh ra ngoai co s& y té thi ghi dia danh cua 03 cip hanh chinh (x4,
huyén, tinh), noi sinh ra.
Vi dy: Xa Pinh Bang, huyén Tir Son, tinh Bac Ninh.



2. Ping ky khai sinh ¢6é yéu té nwéc ngoai tai khu vuc bién giéi

1. Trinh tu thuc hién:

Budc 1: C& nhan ngp ho so tai Bo phan tiép nhan va tra két qua cia UBND cAp
xa. Cong chue Tu phap - HY tich ki€ém tra ho so, truong hop ho so chua day du, hop 1€
thi huéng dan ngudi nop ho so bo sung, hoan thién theo quy dinh; truong hop khong
theé b6 sung, hoan thién ho so ngay thi phai lp vén ban huéng dan; trudng hop ho so
day du, hop 1€ thi tiep nhan ho so.

Budc 2: Cong chic Tu phap - Ho tich trinh Chu tich UBND x& ky Gidy khai
sinh.

Budc 3: Cong chire Tu phap - HY tich chuyen két qua cho B phan tiép nhan va
tra két qua dé tra cho ca nhan.

*Luuy:

+ Truong hop ngudi yéu cau nop gidy to 1a ban sao duoc cap tir s6 goc hogc ban
sao dugc chung thyc tir ban chinh thi ngudi tiép nhan hd so khong duoc yéu cau xuat
tr[nh ban ch‘mh ney nguoi ygu Cag chi nop ban chup va xuét trinh ban chinh thi nguoi
tiep nhan ho so ki€m tra, doi chieu ban chup voi ban chinh va ky vao ban chup xac
nhan veé viéc da doi chieu néi’ dung giay to do, khong duoc yéu cau nguoi di dang ky
nop ban sao c6 chung thuc giay to do.

+ Truong hop phap ludt quy dinh XUt trinh glay to khi dang ky ho tich, nguoi
tiép nhan c6 trach nhiém klem tra gidy to Xuat trinh, dol chiéu vai thong tin trong To
khai va tra lai cho nguoi Xuat trinh, khong duoc yéu ciu nguoi dang ky ho tich nop
thém ban sao gidy to do. Nguoi tiép nhan cé thé chup 01 ban gidy to xuat trinh hoic
ghi lai thong tin cua gidy to xuat trinh dé luu ho so.

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

2. Cach thue thuc hién:

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

- Tryc tiép tai tru 8¢ co quan hanh chinh nha nu6e hodc gui hd so qua hé thong
buu chinh hoac gui ho so theo hé thong dang ky hd tich truc tuyen.

3. Thanh phan, s6 luong ho so:

a) Thanh phan ho so bao gom:

* Gidy to phdi ngp:

- To khai dang ky khai sinh (theo mau quy dinh);

- Ban chinh Giay chimng sinh; truong hop khong co Gidy chimg sinh thi ndp vin

ban cua nguoi lam chimg xac nhan vé viéc sinh; néu khong c6 nguoi lam ching thi
phai c6 giay cam doan vé vi¢e sinh.

- Van ban x4c nhén cua co so' y té da thuc hién k¥ thuat hd tro sinh san cho viée
mang thai ho ddi v6i truong hop khai sinh cho tré em sinh ra do mang thai ho;

- Vin ban thoa thuan cta cha, me vé viéc chon quéc tich cho con. Truong hop
cha, me chon quéc tich nudc ngoai cho con thi van ban théa thuan phai c6 xac nhan
clia co quan nha nudc ¢ thAm quyén cua nude ngodi ma ngudi dé 1a cong dan;

- Ban sao gidy to chimg minh nhan than, chirg minh noi thudng tri & khu vuc
bién gidi ctia cong dan nude lang giéng;



- Trudng hop 1y quyén cho nguoi khéac 1am thay thi phai c6 van ban ay quyén
dugc cong chirng, chieng thuc theo quy dinh cua phép luat.

* Gidy to' phdi xudt trinh:

~ - Ban chinh mét trong céc gidy to ching minh nhan than Ia Gidy CMND, Ho
chiéu, The can cudc cong dan hodc giay to khac c6 dan anh va thong tin cé nhan do co
quan c6 tham quyén cap, con gié tri sa dung ctia nguoi yéu cau dang ky khai sinh;

- Ban chinh giéy to chimg minh noi thuong tri cua cha hodc me 1a cong dan Viét
Nam dé xac dinh tham quyen dang ky khai sinh (chi ap dung trong giai doan chuyén
tiep);

- Gidy chang nhan két hon cua cha, me tré em (néu cha, me c6 dang ky két hon;
chi ap dung trong giai doan chuyén tiep).

(Truwong hop gui ho so qua h¢é thong buwu chinh thi phai gui kém theo ban sao co
chitng thuc cac gidy to phdi xudt trinh. Truong hop nép hé so qua hé thong ding ky
tryec tuyén thi phai gii ban scan tir ban chinh)

b) S6 lugng ho so: 01 bo.

4. Thot han glal quyét: Ngay sau khi nhan du hé so hop 1é (nhan ho so sau 15 gid
ma khong giai quyét duoc ngay thi tra két qua trong ngay lam viéc tiép theo).

5. Béi twong thyc hién thu tuc hanh chinh: C4 nhan.

6. Co quan thuc hién tha tuc hanh chinh: Uy ban nhan dan cap x& & khu vuc bién
gidi noi cong dan Viét Nam thuong tra.

7. Két qua thuc hién tha tuc hanh chinh: Giy khai sinh.

8. L¢é phi:

- 5.000 ddng/truong hop;

- Mién 1& phi ddi véi truong hop khai sinh ding han; ngudi thude gia dinh co
cbng vaoi cdch mang; ngu:ol thudc ho nghéo; ngudi khuyét tat.

9. Tén mau don, mau t& khai: To khai dang ky khai sinh.

10. Yéu cau, diéu kién thuc hién thia tuc hanh chinh:

- Cong dan nudéc lang giéng 1a me hozc cha cua tré phai thuong trd tai don vi

hanh chinh twong duong cap x& cua Viét Nam tiép giap vai xa o khu vuc bién gidi cua
Viét Nam noi cong dan Viét Nam la cha hoac me cua tré thu’orng trd.

- Gidy to do co quan ¢ tham quyen cta nudc lang gleng lap, cip hoic xé&c nhan
phai duoc dich ra tiéng Viét va c6 cam két cua ngudi dich vé viéc dich ding noi dung.

11. Can ctr phép ly cua thu tuc hanh chinh:

- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/NP-CP ngay 15/11/2015 cua Chinh phu quy dinh chi
tiet mot so dieu va bién phap thi hanh Luat Ho tich;

- Thong tu 56,15/2015/TT-BTP ngay 16/11/2015 cua B Tu phap quy dinh chi
tiét thi hanh mot so diéu cua Luat HO tiph va I\!ghi‘ dinh so 123/2015/NB-CP ngay
15/11/2015 cua Chinh pha quy dinh chi tiét mét so dieu va bién phap thi hanh Luat H
tich.

- Nghi quyét s6 26/2016/NQ-HDND ngay 15/12/2016 ciia HDND tinh Ha Tinh
quy dinh vé muc thu, mién, giam, thu, nop, quan ly va st dung cac khoan phi, I& phi
thudc tham quyen cua HDND tinh trén dia ban tinh Ha Tinh;
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- Cong van s6 1288/HTQTCT-HT ngay 15/9/2016 cua Cuc H9 tich, qudc tich,
chirng thuc - Bo Tu phap vé viéc diéu chinh mét s6 biéu mau ho tich ban hanh kém
theo Thong tu s6 15/2015/TT-BTP.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY KHAI SINH

KN QU Q) Lo

Ho, chit dém, t8n NGUOT YEU CAU: ......o.couveeeeeeeeeeeee e,
GIAY tO TUY thAN: @ .ottt
NOT CU T Bttt ettt et en sttt se e e e,
Quan hé vai ngudi dugC Khai SINN: e
Pé nghi co quan ding ky khai sinh cho nguoi dwéi day:

Ho, Chilt d@m, T8N ..o be b
Ngay, thang, ndm sinh: ..........ccoccoviiiniiiniieeee ghi bang Chi: ....c.vevcvevereeeaes
P 311§ LS
GiGi tinh: e, DAN tOC: woveverer e, QUABC HICN: v,
(@ T = o[-V PSS
Ho, chit dém, ten NEWOT ME: .....ociiiiiiiiiiie s
NEM SiNh: .o DAN tOC: ovvvrerrrrrreenne QUAC HCN: e
LS e oL S
Ho, chit dém, tén nguwdi Cha: .........ccooiiiii e
Nam Sinh: cooveveeeeeeeeeeeeeeeen. DAN tOC: v, QUABC tICN: oo,
DL 10 a3 TP

T61i cam doan ndi dung dé nghi dang ky khai sinh trén day la dung sy that, duoc
su thoa thuan nhat tri ctua 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.
Lamtai: ...l , NQAY ........... thang ......... nam ...........
Ngudi yéu cau
(Ky, ghi rd ho, chiz dém, tén)
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Chd thich:
() Ghi 18 tén co quan d& nghi thuc hién viéc dang ky khai sinh
@ Ghi r3 thong tin vé gidy to tiy than cua ngudi di dang ky (ghi sO, co quan cap,
ngay cap ho chiéu, chirng minh nhan dan hoac giay to hop 1€ thay thé)
Vi du: Chang minh nhan dan s6 001089123 do Cdng an thanh phé Ha Nai cap
ngay 20/10/2014.
®) Ghi theo dia chi dang ky thuong tri; néu khong c6 noi ding ky thuong tra thi
ghi theo dia chi dang ky tam trd; truong hop khong c6 noi dang ky thuong tra va noi
dang ky tam tra thi ghi theo dia chi dang sinh song.
™) Trudng hop sinh tai co sd 'y té thi ghi 1 tén co sé 'y té va dia danh hanh chinh
Vi du: - Bénh vién Phu san Ha Noi
- Tram y té x3 Dinh Bang, huyén Tir Son, tinh Bac Ninh.
Truong hop sinh ra ngoai co s& y té thi ghi dia danh cua 03 cip hanh chinh (x4,
huyén, tinh), noi sinh ra.
Vi dy: Xa Pinh Bang, huyén Tir Son, tinh Bac Ninh.
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3. Ping ky khai sinh cho ngudi da c6 hd so, gidy to ca nhan

1. Trinh tu thuc hién:

Budc 1: Ca nhan nop ho so tai Bo phan tiép nhan va tra két qua cia UBND cap
xa. Cong chue Tu phap - HY tich kiém tra ho so, truong hop ho so chua day du, hop 1€
thi hudng dan nguoi nop ho so bo sung, hoan thién theo quy dinh; trudng hop khong
thé b6 sung, hoan thién ho so ngay thi phai lap vén ban huéng dan; truong hop ho so
day du, hop 1€ thi tiep nhan ho so va viét phiéu hen tra két qua.

Budc 2: Cong chic Tu phap - Ho tich trinh Chu tich UBND x& ky Gidy khai
sinh.

Budc 3: Cong chirc Tu phap - HY tich chuyen két qua cho B phan tiép nhan va
tra két qua dé tra cho ca nhan.

*Luuy:

+ Truong hop nguoi yéu cau np gidy to 1a ban sao dugc cap tir o goc hoac ban
sao dugc ching thuc tir ban chinh thi nguoi tiep nhan ho so khong dwoc yéu cau xuat
trinh ban chinh; néu nguoi yéu cau chi ngp ban chyp va xuat trinh ban chinh thi nguoi
tiep nhan ho so ki€m tra, doi chieu ban chup véi ban chinh va ky vao ban chup xac
nhan ve viéc da doi chieu ndi dung giay to do, khong dugc yéu cau nguoi di dang ky
nop ban sao c6 chung thuc giay to do.

+ Truong hop phap luat quy dinh XUt trinh glay to khi dang ky ho tich, nguoi
tiép nhan c6 trach nhiém klem tra gidy to Xuat trinh, dol chiéu vai thong tin trong To
khai va tra lai cho nguoi XUAt trmh, khong du’qg yéu cau nguoi fiang ky’ho tich nop
thém ban sao giay to d6. Nguoi tiep nhan co6 the chup 01 ban giay to xuat trinh hoac
ghi lai thong tin cua giay to xuat trinh d€ Iuu ho so.

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

2. Cach thuc thuc hién:

- Nguoi ¢6 yéu cau dang ky khai sinh tryc tiép thuc hién hodc ty quyén cho
nguoi khac thuc hién viéc dang ky khai sinh;

- Tryc tiép tai try so co quan hanh chinh nha nudc hoic gui hd so qua hé thong
buu chinh hoac gui ho so theo hé thong dang ky ho tich truc tuyen.

3. Thanh phan, s6 luong ho so:

a) Thanh phan ho so gom:

* Gidy to phdi ngp:

- To khai ding ky khai sinh (theo mau quy dinh);

- Vian ban cam doan vé viéc chua dugc ding ky khai sinh;

- Ban sao toan bo hd so, gidy td cua nguoi yéu cau hodc ho so, gidy to, tai liéu
khac trong d6 c6 cac thong tin lién quan dén noi dung khai sinh cua nguoi do, gom
Gidy CMND, The can cude cong dan hodc HO chiéu; S6 ho khau, S6 tam tra, gidy to
ching minh vé noi cu tri; Bang t6t nghlep, Gidy ching nhén, ching chi, hoc ba, ho so
hoc tp do co quan dao tao, quan ly gido duc co tham quyén cip hoic xac nhan; Glay
t& khac c6 thong tin vé ho, chir dém, tén, ngay, thing nim sinh cta c nhan; Gidy to
ching minh quan hé cha, me, con;

- Van ban xdc nhan cia Thu truéng co quan, don vi vé viée nhitng nd1 dung khai
sinh gém ho, chit dém, tén; gidi tinh; ngay, thang, nam sinh; dan toc; quéc tich; qué
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quan; quan hé cha, me, con phu hop véi hd so do co quan, don vi dang quan 1y dbi voi
truong hop nguoi yéu cau dang ky khai sinh 1a can bg, cong chirc, vién chuc, nguoi
dang cong tac trong luc lu’(mg vil trang;

- Trudng hop 1y quyén cho ngudi khac 1am thay thi phai c6 van ban uy quyen
dugc cdng chiing, chitng thuc theo quy dinh cua phap luat. Néu nguoi dugc uy quyén
la 6ng, ba, cha, me, con, v, chdng, anh, chi, em ruét cia ngudi uy quyén thi vin ban
uy quyén khéng phai céng ching, ching thuc nhung phai c6 giay to chang minh vé
méi quan hé véi ngudi uy quyén.

* Gidy to' phdi xudt trinh:
~ - Ban chinh mot trong céc giay to ching minh nhan than 1a Giay CMND, Ho
chiéu, The cén cudc cong dan hodc giay to khac c6 dan anh va thong tin cé nhan do co
quan cé tham quyen cap, con gia tri sir dung cta nguoi yéu cau dang ky khai sinh;
- Ban chinh gidy to chimg minh noi cu tra dé xac dinh tham quyén dang ky khai
sinh (chi &p dung trong giai doan chuyén tiep).
(Trwong hop guri ho so qua hé thong buu chinh thi phai guri kem theo ban sao cé

chitng thurc cac gidy to phdi xudt trinh. Trueong hop ngp hé so qua hé théng dang ky
tryec tuyén thi phai gii ban scan tir ban chinh).

b) S6 lwgng hd so: 01 bo.

4. Thoi han giai quyét:

- Trong thoi han 02 ngay l1am viéc, ké tir ngay nhan da ho so hop é.

Trong truong hop phai xac minh thi thGI han giai quyét khong qua 13 ngay lam
viéc (khong tinh thai gian gui van ban yéu cau va thoi gian tra 101 két qua xac minh).

5. Béi twong thuc hién thu tuc hanh chinh: C& nhan.

6. Co quan thyc hién thi tuc hanh chinh: Uy ban nhan dan cap xa noi ngudi yéu

cau dang ky khai sinh cu tru.

- Co quan phdi hop: Uy ban nhan dan cip x3 noi nguoi yéu cau ding ky khai
sinh cu tra trudc day.

7. Két qua thyc hién tha tuc hanh chinh: Gidy khai sinh.

8. Lé phi:

- 5.000 dong/truong hop;

- Mién 1& phi cho nguoi thude gia dinh c6 cong véi cach mang; nguoi thuoc ho
ngheéo; nguoi Khuyet tat.

9. Tén mau don, mau to khai: To khai ding ky khai sinh.

10. Y&u ciu, diéu kién thuc hién thu tuc hanh chinh:

- Cong dan Viét Nam cu tI'I’l"[I'OIlg nude, sinh trude ngay 01/01/2016, chua dugc
dang ky khai sinh nhung da c6 ho so, giay to ca nhan (ban chinh hodc ban sao duoc

chung thuc hop I€) nhu: G1ay to tly than; So ho khau; S6 tam tr(; gidy to khac do co
quan nha nuéc ¢ tham quyén cua Viét Nam cap.

- Nguoi dang ky khai sinh ¢6 trach nhiém nop day du ban sao cac gidy to, ho so
ca nhan (néu cd) va phai cam doan da ndp du cac giay to minh co.
11. Can ctr phap ly cua tha tuc hanh chinh:
- Luat Ho tich nam 2014;
- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 caa Chinh phu quy dinh chi
tiet mot s6 di€u va bi¢n phap thi hanh Luat Ho tich;
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- Thong tu sd 15/2015/TT-BTP ngay 16/1 1/2015 cta B Tu phap quy dinh chi
tiet mot sO di€u cua Lut HO tich va Nghi dinh s0 123/2015/ND-CP ngay 15/11/2015
cua Chinh phu quy dinh chi tiét mdt s6 di€u va bién phap thi hanh Luat Ho tich;

- Nghi quyét s6 26/2016/NQ-HDND ngay 15/12/2016 ctia HDND tinh Ha Tinh
quy dinh vé muc thu, mién, giam, thu, ndp, quan ly va str dung cac khoan phi, 1¢ phi
thudc tham quyén cia HDND tinh trén dia ban tinh Ha Tinh,;

- Cong vén s6 1288/HTQTCT-HT ngay 15/9/2016 cua Cuc Ho tich, qudc tich,
chung thuc - BO Tu phap ve viéc dieu chinh mét s6 biéu mau ho tich ban hanh kém
theo Thong tu s6 15/2015/TT-BTP.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY KHAI SINH

Ho, chit dém, t8n NGUOT YEU CAU: ......o.couveeeeeeeeeeeee e,
GIAY tO TUY thAN: @ .ottt
INOT CU T @ ettt
Quan hé vai ngudi dugC Khai SINN: e
Pé nghi co quan ding ky khai sinh cho nguoi dwéi day:

Ho, Chilt d@m, T8N ..o be b
Ngay, thang, ndm sinh: ........ccccocoeiiiiniiinieen. ghi bang Chilt: .....cveveeveeerceeeecee,

GiGi tinh: e, DAN tOC: woveverer e, QUABC HICN: v,
(@ T = o[-V PSS
Ho, chit dém, ten NEWOT ME: .....ociiiiiiiiiiie s
Nam sinh: ............ Dan toc: ....ccecvevveeenneen. QUABC HICN: oot
PSS e oL SRR
Ho, chit dém, tEn ng@uwdi Cha: .........coooiiiii s
Nam Sinh: cooveveeeeeeeeeeeeeeeen. DAN tOC: v, QUABC tICN: oo,
DL 10 a3 TP
T61i cam doan ndi dung dé nghi dang ky khai sinh trén day la dung sy that, duoc
su thoa thuan nhat tri cua 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.

Lamtai: ................ , NQAY ........... thang ......... RAM ... v,

Ngudi yéu cau
(Ky, ghi rd ho, chiz dém, tén)
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Chd thich:
() Ghi 18 tén co quan d& nghi thuc hién viéc dang ky khai sinh
@ Ghi r3 thong tin vé gidy to tiy than cua ngudi di dang ky (ghi sO, co quan cap,
ngay cap ho chiéu, chirng minh nhan dan hoac giay to hop 1€ thay thé)
Vi du: Chang minh nhan dan s6 001089123 do Cdng an thanh phé Ha Nai cap
ngay 20/10/2014.
®) Ghi theo dia chi dang ky thuong tri; néu khong c6 noi ding ky thuong tra thi
ghi theo dia chi dang ky tam trd; truong hop khong c6 noi dang ky thuong tra va noi
dang ky tam tra thi ghi theo dia chi dang sinh song.
™) Trudng hop sinh tai co sd 'y té thi ghi 1 tén co sé 'y té va dia danh hanh chinh
Vi du: - Bénh vién Phu san Ha Noi
- Tram y té x3 Dinh Bang, huyén Tir Son, tinh Bac Ninh.
Truong hop sinh ra ngoai co s& y té thi ghi dia danh cua 03 cip hanh chinh (x4,
huyén, tinh), noi sinh ra.
Vi dy: X& Pinh Bang, huyén Tir Son, tinh Bac Ninh.
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4. Pang ky khai sinh luu dong

1. Trinh tu thuc hién:

Budc 1: Cong chirc Tu phap - Ho tich cép xa dugc giao nhiém vu dang ky khai
sinh Iuu dong c6 trach nhiém chuan bi day du mau T¢ khai dang ky khai sinh, giay to
ho tich va dieu Kién can thiét dé thuc hién dang ky luu dong tai nha riéng hoac tai dia
diém to chire dang ky luu dong, bao dam thuan loi cho nguoi dan.

Tai dia diérp dang ky ho tich luu dong, cong chuc tu phap - ho tich hudng dax}n
nguoi yéu cau dien day du thong tin trong To khai dang ky khai sinh; kiém tra cac giay
to lam co sd cho viéc dang ky khai sinh, viét Phiéu tiép nhan ho so.

Budc 2: Cong chie Tu phap - Ho tich trinh Chu tich UBND x& ky Gidy khai
sinh.

Budc 3: Cong chirc Tu phap - HY tich dem theo Gidy khai sinh va S6 dang ky
khai sinh dé tra két qua cho ngudi cO yéu cau tai dia diém dang ky luu dong.

2. Céch thirc thuc hién: Truc tiép tai nha riéng hoic tai dia diém t6 chuc dang ky
luu dong.

3. Thanh phan, s6 luong ho so:

a) Thanh phan ho so gom:

* Gidy to' phdi ngp:

- To khai ding ky khai sinh (theo mau quy dinh);

- Ban chinh Gidy chang sinh;

Truong hop khong co Giay chung sinh thi ndp van ban Cuia ngudi lam ching xac
nhan vé viéc sinh; néu khong c6 ngudi lam ching thi phai ¢d gidy cam doan vé viéc sinh;

- Van ban xac nhan cia co sd y té da thuc hién k¥ thuat ho trg sinh san cho viéc
mang thai ho do1 voi truong hop khai sinh cho tré em sinh ra do mang thai ho.

* Gidy to’ phdi xudt trinh:
~ - Ban chinh mét trong céc gidy to chang minh nhan than 1a Giay CMND, Ho
chicu, The can cudc cong dan hodc giay to khac c6 dan anh va thong tin ca nhan do co
quan c6 tham quyén cap, con gia tri sa dung ciia nguoi yéu cau dang ky khai sinh;
- Ban chinh giéy to chimg minh noi cu tra cua nguoi cha hoac nguoi me dé
chirng minh tham quyén diang ky khai sinh (chi 4p dung trong giai doan chuyén tiep);
- Gidy chang nhan két hon cua cha, me tré em (néu cha, me ¢6 dang ky két han;
chi ap dung trong giai doan chuyén tiep).
b) S6 lwong hd so: 01 bo.
4. Thoi han giai quyét: Trong 03 ngay lam viéc, ké tir ngay nhan du hd so hop 18.
5. Béi twong thyuc hién thu tuc hanh chinh: C4 nhan.
6. Co quan thuc hién thu tuc hanh chinh: Uy ban nhan dan cap xi noi cu tra cua
nguoi cha hoac nguoi me.
7. Két qua thuc hién thu tuc hanh chinh: Giy khai sinh.
8. L¢ phi:
- 5.000 ddng/truong hop;
- Mién I¢ phi d6i voi trudong hop ding ky khai sinh ding han; dang ky cho nguoi
thudc gia dinh c6 cong vdi cach mang; nguoi thugc ho nghéo; ngudi khuyeét tat.
9. Tén mau don, mau t& khai: To khai dang ky khai sinh.
10. Yé&u cau, diéu kién thuc hién thu tuc hanh chinh:
19



Tré em sinh ra ma cha me bj khuyét tat, om bénh khong thé di dang ky khai sinh
cho con; cha me bi bat, tam giam hoac dang thi hanh &n phat tu ma kh()ng con 6ng ba
noi, ngoai va nguoi than thich khac hoac nhirng nguoi nay khong c6 diéu kién di dang
ky khai sinh cho tré.

11. Can ctr phap ly caa tha tuc hanh chinh:

- Luat H¢ tich nam 2014;

- Nghi dinh s6 123/2015/NP-CP ngay 15/11/2015 caa Chinh phu quy dinh chi
tiet mot so diéu va bién phap thi hanh Luat Ho tich;

- Thong tu sd 15/2015/TT-BTP ngay 16/11/2015 cua B Tu phap quy dinh chi
tiét mot sb diéu cta Luat HO tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015
cua Chinh phu quy dinh chi tiét mot sb diéu va bién phap thi hanh Luat HQ tich;

- Nghi quyét s6 26/2016/NQ-HDND ngay 15/12/2016 ctia HDND tinh Ha Tinh
quy dinh vé muc thu, mién, giam, thu, ndp, quan ly va st dung cac khoan phi, 1¢ phi
thudc tham quyén cia HDND tinh trén dia ban tinh Ha Tinh,;

- Cong van s6 1288/HTQTCT-HT ngay 15/9/2016 cua Cuc Ho tich, qudc tich,
chung thuc - BO Tu phap veé viéc diéu chinh mét s6 biéu mau ho tich ban hanh kém
theo Thong tu so 15/2015/TT-BTP.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY KHAI SINH

Ho, chit dém, t8n NGUOT YEU CAU: ......o.couveeeeeeeeeeeee e,
GIAY tO TUY thAN: @ .ottt
INOT CU T @ ettt
Quan hé vai ngudi dugC Khai SINN: e
Pé nghi co quan ding ky khai sinh cho nguoi dwéi day:

Ho, Chilt d@m, T8N ..o beere s
Ngay, thang, ndm sinh: ........ccccocoeiiiiniiinieen. ghi bang Chilt: .....cveveeveeerceeeecee,

GiGi tinh: e, DAN tOC: woveverer e, QUABC HICN: v,
(@ T = o[-V PSS
Ho, chit dém, ten NEWOT ME: .....ociiiiiiiiiiie s
Nam sinh: ............ Dan toc: ....ccecvevveeenneen. QUABC HICN: oot
INOT CU T B) ettt ettt ettt st et et et e et st e s ee st e s st st e e sesnees
Ho, chit dém, tén nguwdi Cha: .........cooiiiiiii s
Nam Sinh: cooveveeeeeeeeeeeeeeeen. DAN tOC: v, QUABC tICN: oo,
INOT CU T C) ettt et ettt sttt e et e st et an e
T61i cam doan ndi dung dé nghi dang ky khai sinh trén day la dung sy that, duoc
su thoa thuan nhat tri cua 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.

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

Ngudi yéu cau
(Ky, ghi rd ho, chiz dém, tén)
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Chd thich:
() Ghi 18 tén co quan d& nghi thuc hién viéc dang ky khai sinh
@ Ghi r3 thong tin vé gidy to tiy than cua ngudi di dang ky (ghi sO, co quan cap,
ngay cap ho chiéu, chirng minh nhan dan hoac giay to hop 1€ thay thé)
Vi du: Chang minh nhan dan s6 001089123 do Cdng an thanh phé Ha Nai cap
ngay 20/10/2014.
®) Ghi theo dia chi dang ky thuong tri; néu khong c6 noi ding ky thuong tra thi
ghi theo dia chi dang ky tam trd; truong hop khong c6 noi dang ky thuong tra va noi
dang ky tam tra thi ghi theo dia chi dang sinh song.
™) Trudng hop sinh tai co sd 'y té thi ghi 1 tén co sé 'y té va dia danh hanh chinh
Vi du: - Bénh vién Phu san Ha Noi
- Tram y té x3 Dinh Bang, huyén Tir Son, tinh Bac Ninh.
Truong hop sinh ra ngoai co s& y té thi ghi dia danh cua 03 cip hanh chinh (x4,
huyén, tinh), noi sinh ra.
Vi dy: X& Pinh Bang, huyén Tir Son, tinh Bac Ninh.
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5. Lién thong cac thi tuc hanh chinh vé ding ky khai sinh, ding ky thwong
tra, cap thé bao hiém y té cho tré em duwdi 06 tudi

1. Trinh ty thuc hién:

Bude 1: Ngudi ¢6 yéu cau nop hd so tai Bo phan tiép nhan va tra két qua cua
UBND cép x4.

Budc 2: Cong chirc Tu phap - Ho tich kiém tra hd so, truong hop hd so chua day

du, hop I¢ thi huéng dan ngudi nop hod so bd sung, hoan thién theo quy dinh; truong
hop khong thé bo sung, hoan thién hé so ngay thi phai lap van ban huéng dan; truong
hop hd so ding quy dinh thi tiép nhan hd so, viét gidy nhan ho so va hen tra két qua
cho c& nhén, thyc hién viéc dang ky khai sinh theo quy dinh.

Budc 3: Cong chire Tu phap - Ho tich 1ap hd so ding ky thuong trd, hd so dé
nghi cap thé bao hiém y té ¢ UBND cip x& chuyén ho so dén co quan ding ky cu tr
va Bao hiém x& hoi cap huyeén.

Budc 4: Ngay sau khi tiép nhan hd so do UBND céap xa chuyén dén, co quan
ding ky cu trd va Bao hiém x& hoi cip huyén kiém tra hd so, thuc hién ding ky
thuong trd, cap thé bao hiémy té va tra két qua cho UBND cap xa.

Budc 5: Sau khi nhan duoc két qua caa co quan ding ky cu tra va Bao hiém x&
hoi cap huyén, UBND cap x4 tra két qua lién théng tai Bo phan tiép nhan va tra két
qua UBND cap x4.

Budc 6: Ca nhan nhan két qua thyuc hién thu tuc hanh chinh tai Bo phan tiép nhan
va tra két qua UBND cép xa.

Truong hop ngudi nop hd so cd yéu cau nhan két qua qua dich vu chuyén phat
thi dang ky voi UBND cép x4 va phai tra phl’ dich vu chuyén phat theo quy dinh.

Trudng hop nguoi nop hd so ¢6 yéu cau nhan két qua tirng loai thu tuc truc tlep
tai co quan c6 tham quyén giai quyet thi khi nop hé so tai UBND céap x& phai yéu cau
cy thé ting loai dé ghi vao phiéu hen va ngudi Nop ho so s& duoc truc tiép nhan két
qua theo yéu cau tai cac co quan c6 tham quyen giai quyét.

2. Cach thuc thyc hién: Nguoi c6 yéu cau thuc hién tryc tiép hoic ay quyén cho
nguoi khac thuc hién tai UBND cap xa.

3. Thanh phan, s6 luong ho so:

a) Thanh phan ho so, gom:

* Gidy to phdi ngp:

- To khai ding ky khai sinh (theo mau quy dinh);

- To khai tham gia bao hiém y té (theo mau TK1-TS);

- Phiéu bao thay doi ho khau, nhan khau (theo mau HK02);

- Ban chinh Gidy chiimg sinh do co s¢' y té noi tré em sinh ra cap; néu tré em sinh
ra ngoai co s¢ Yy t€ thi giay chung sinh duoc thay bang véan ban xac nhan cua nguoi
lam chimg; truong hop khong c6 ngudi lam chung thi nguoi di khai sinh phai lam giay
cam doan vé viéc sinh la c6 thuec. E}éi véi truong hop tré em bi bo roi thi ndp bién ban
Ve Vigc tré em bi bo roi thay cho giay ching sinh.

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

- Ban chinh Sé ho khau.
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Trudng hop tré em co cha, me nhung khong dang ky thuong tri cung cha, me ma
dang ky thuong trd cung véi nguoi khac thi phai co y kién bang van ban cua cha, me,
c6 x4c nhan cua UBND cip x&; y kién dong y caa chu ho va Sb ho khau caa cha hé.

- Trudng hop 1y quyén cho ngudi khéac 1am thay thi phai c6 van ban ay quyén
duogc cong chirng, chirng thuc theo quy dinh caa phap luat.

* Gidy to phdi xudt trinh:

- Ban chinh mét trong céc gidy to ching minh nhan than 1 Gidy CMND, H¢
chiéu, Thé cin cudc cong dan hodc gidy to khac c6 dan anh va thong tin ca nhén do co
quan cd tham quyén cap, con gid tri sir dung cua ngudi yéu cau;

- Gidy chting nhan két hén cua cha, me tre em (néu cha, me c6 ding ky két hon;
chi ap dung trong giai doan chuyén tiep).

b) S6 lwong hd so: 01 bo.

4. Thoi han giai quyét: Khdng qua 10 ngay lam viéc, ké tir ngay nhan da hd so
hop I€. Trong do:

- Uy ban nhan dan cap xa: Thuc hién ding ky khai sinh ngay trong ngay; truong
hop hd so t1ep nhan sau 15 gio ma khong giai quyét duoc ngay trong ngay thi tién
hanh giai quyét trong ngay lam viéc tiép theo.

Sau khi dang ky khai sinh xong, UBND céap x& ¢ trach nhiém lap va chuyén ho
so dang ky thuong tru va ho so cap thé bao hiém y te cho tré em dudi 06 tudi den co
quan cé tham quyen trong thoi han 01 ngay lam viéc.

- Co quan déng ky cu tra va Bao hiémrxé hoi cap huyén thuc hién ddng thai viec
dang ky thuong trd va cap the bao hiém y te cho tré em dudi 06 tudi trong thoi han cu
thé nhu sau:

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

+ Bao hiém x& hoi cp huyén: Khong qué 05 ngay lam viéc.

Truong hop hd so chua dang quy dinh ma UBND cap x& phai hoan thién hd so
theo yéu cau cua co quan dang ky cu tru, Bao hiém xa hoi thi thoi han giai quyét duoc
kéo dai thém khong qua 01 ngay lam viéc.

Déi véi cac xa cach xa tru s& co quan Bao hiém x& hoi cap huyén hodc co quan

dang ky cu trd tir 50 km tro 18n, giao thong di lai khé khan, chua dugc két ndi Internet
thi thoi han tra két qua duoc kéo dai thém nhung khong qua 03 ngay lam viéc.

5. Béi twong thyuc hién thu tuc hanh chinh: C4 nhan.

6. Co quan thyc hién thu tuc hanh chinh: UBND Cap X3, co quan dang ky cu tra
va Bao hiem x& hoi cap huyén.

7. Két qua thyc hién thu tuc hanh chinh: Gidy khai sinh, S6 ho khau da dang ky
thuong tru cho tré em, Thé bao hiem vy te.

8. Lé phi:

- L& phi dang ky khai sinh:

+5.000 dong/trudng hop;

+ Mién 1¢ phi ddi véi truong hop khai sinh dang han; nguoi thudce gia dinh co
cdng vai cach mang; nguoi thuoc hd ngheo; nguoi khuyet tat.

- Mi&n 1¢ phi c4p thé bao hiém vy té.

- Mién I¢ phi ding ky cu tra.

9. Tén mau don, mau to khai:
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- To khai dang ky khai sinh;

- Phiéu bao thay doi ho khau, nhan khau;

- To khai tham gia bao hiém y té.

10. Y&u cau, diéu kién thuc hi¢n tha tuc hanh chinh: Khong.

11. Can ctr phép ly cua thu tuc hanh chinh:

- Luat Ho tich nam 2014;

- Luat Cu tri naim 2006 (duoc stra ddi, bo sung tai Luat sira doi, b sung mot sé
diéu cua Luat Cu tra nim 2013);

- Luat Bao hiém y té nim 2008 (duoc sira d6i bd sung tai Luat stra doi, bd sung
mét s6 diéu caa Luat Bao hiém y té nim 2014);

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

- Théng tu sd 15/2015/TT-BTP ngay 16/11/2015 cua B6 Tu phap quy dinh chi
tiét thi hanh mot s diéu cua Luat Ho tich va Nghi dinh sb 123/2015/ND-CP ngay
15/11/2015 caa Chinh pha quy dinh chi tiét mot sé diéu va bién phap thi hanh Luat Ho
tich.

- Thong tu lién tich s6 05/2015/TTLT-BTP-BCA-BYT ngay 15/5/2015 cua Bo
Tu phap, B6 Cong an, Bo Y té huéng dan thuc hién lién thdng céc thi tuc hanh chinh
vé dang ky khai sinh, dang ky thuong trd, cdp thé bao hiém y té cho tré em dudi 6 tudi;

- Thong tu s6 36/2014/TT-BCA ngay 09/9/2014 cia Bo Cong an ban hanh quy
dinh vé biéu mau str dung trong dang ky, quan 1y cu tra;

- Quyét dinh s6595/QP-BHXH ngay 14/4/2017 cia Tong Giam déc Bao
hiém x& hoi Viét Nam ban hanh quy trinh thu bao hiém x& hoi, bao hiém vy té, bao
hiém that nghiép, bao hiém tai nan lao dong, bénh nghé nghiép; quan ly s6 bao hiém
x& hoi, thé bao hiém vy té;

- Nghi quyét s6 26/2016/NQ-HPND ngay 15/12/2016 cia HDND tinh Ha Tinh
quy dinh vé muc thu, mién, giam, thu, ndp, quan 1y va st dung cac khoan phi, 1¢ phi
thudc thdm quyén ctia HDND tinh trén dja ban tinh Ha Tinh;

- Cong van s6 1288/HTQTCT-HT ngay 15/9/2016 cia Cuc Ho tich, qudc tich,
chang thuc - Bo Tu phap vé viéc diéu chinh mot s6 biéu mau ho tich ban hanh kém
theo Thong tu s6 15/2015/TT-BTP.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY KHAI SINH

Ho, chit dém, t8n NGUOT YEU CAU: ......o.couveeeeeeeeeeeee e,
GIAY tO TUY thAN: @ .ottt
INOT CU T @ ettt
Quan hé vai ngudi dugC Khai SINN: e
Pé nghi co quan ding ky khai sinh cho nguoi dwéi day:

Ho, Chilt d@m, T8N ..o beere s
Ngay, thang, ndm sinh: ........ccccocoeiiiiniiinieen. ghi bang Chilt: .....cveveeveeerceeeecee,

GiGi tinh: e, DAN tOC: woveverer e, QUABC HICN: v,
(@ T = o[-V PSS
Ho, chit dém, ten NEWOT ME: .....ociiiiiiiiiiie s
Nam sinh: ............ Dan toc: ....ccecvevveeenneen. QUABC HICN: oot
INOT CU T B) ettt ettt ettt st et et et e et st e s ee st e s st st e e sesnees
Ho, chit dém, tén nguwdi Cha: .........cooiiiiiii s
Nam Sinh: cooveveeeeeeeeeeeeeeeen. DAN tOC: v, QUABC tICN: oo,
INOT CU T C) ettt ettt et e sttt e st e e sttt eeeen e e
T61i cam doan ndi dung dé nghi dang ky khai sinh trén day la dung sy that, duoc
su thoa thuan nhat tri cua 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.

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

Ngudi yéu cau
(Ky, ghi rd ho, chiz dém, tén)
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Chd thich:
() Ghi 18 tén co quan d& nghi thuc hién viéc dang ky khai sinh
@ Ghi r3 thong tin vé gidy to tiy than cua ngudi di dang ky (ghi sO, co quan cap,
ngay cap ho chiéu, chirng minh nhan dan hoac giay to hop 1€ thay thé)
Vi du: Chang minh nhan dan s6 001089123 do Cdng an thanh phé Ha Nai cap
ngay 20/10/2014.
®) Ghi theo dia chi dang ky thuong tri; néu khong c6 noi ding ky thuong tra thi
ghi theo dia chi dang ky tam trd; truong hop khong c6 noi dang ky thuong tra va noi
dang ky tam tra thi ghi theo dia chi dang sinh song.
™) Trudng hop sinh tai co sd 'y té thi ghi 1 tén co sé 'y té va dia danh hanh chinh
Vi du: - Bénh vién Phu san Ha Noi
- Tram y té x3 Dinh Bang, huyén Tir Son, tinh Bac Ninh.
Truong hop sinh ra ngoai co s& y té thi ghi dia danh cua 03 cip hanh chinh (x4,
huyén, tinh), noi sinh ra.
Vi dy: X& Pinh Bang, huyén Tir Son, tinh Bac Ninh.
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Mau HKO02 ban hanh
theo TT so6 36/2014/TT-
BCA ngay 09/9/2014

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

PHIEU BAO THAY POl HQ KHAU, NHAN KHAU
Kinhgui: ...

I. Thong tin vé nguoi viét phiéu bao

1. HO VATEN (et e e, 2. Gigi tinh: ............
3. CIMND SG: cvveeeeeeeeeeeee e 4, HO ChidU S8: v,
Ao T 415 (o 00 IR 1 USRS
6. Dia Chi CO 0 NIBN NAY: ..vveeieceecce et
SO AEN TNOAT TN NE: vttt en et et e enenen,
I1. Théng tin vé nguoi c6 thay d6i hd khau, nhan khau

1 HO VATEN D e, 2. Gigi tinh: ............
3. Ngay, thang, nam sinh:...... [oein... [eeen... 4. Dan toc: ....... 5. Qudc tich: .............
6. CMND SO: ..o, 7. HO CRIEU SO: oo
B INOT SINN: L1viiiiiiii i e s e s r e e e e e e e e s e st bbb e e e e e eeeessssbbbbbrereeeeeeaaaans
T N o U =T o U o USSR
10. Ngh& NGhi8p, D01 JAM VIBC: w.v.vuiveeeieieeeeesesieees ettt sses s
L1, NOTthUONG U ettt re et saenre e
12. Dia Chi €O G NIBN NAY: ..ttt
SO QBN TN0AT TN NE: oottt r et et en e enenen,
13. Ho VA teN chi ho: wovveeeeeeeeee, 14. Quan hé Vi chi NO: wovvereevereereee
15. N6i dung thay d6i ho khau, nhan Khau @: ...........oocoveiiiiiieeeeeeeeee s

16. Nhitng nguoi cung thay doi:

TT Hovatén | Ngay, | Giéi | Noi | Nghé | Dan | Quéc (CMND sd| Quan hé
thang, | tinh | sinh | nghiép | téc tich |(hoac H§ |véi nguoi

nim sinh chiéu s6)| co thay

doi
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...... , ngay....thang....nam... ceveeen, NEAY....thang....nam...

Y KIEN CUA CHU HO @ NGUOI VIET PHIEU BAO
(Ghi rd ngi dung va ky, ghi rd ho tén) (Ky, ghi rd ho tén)

XAC NHAN CUA CONG AN (4):

(Ky, ghi rd ho tén va déng ddu)

(1) Viét chit in hoa di ddu

(2) Ghi tom tat néi dung thay déi hé khau, nhan khdu. Vi du: dang ky thuong tr,
tam tru; thay doi noi dang ky thwong trQ, tam tru; tach s6 hé khdu,; diéu chinh nhing
thay doi trong sé6 hé khau ...

(3) Ghi rd y kién cua chi hg la dong ¥ cho dang ky thwong trii, dang ky tam tri
hodc dong y cho tach sé hé khau; chi hé ky va ghi rd ho tén, ngay, thang, nam.

(4) Ap dung doi véi truong hop: Xac nhdn viéc cong dan trude ddy da dang ky
thuong tru va truong hop cap lai sé hg khau do bi mat.

Ghi chii: Truong hop nguoi viét phiéu bdo ciing la nguoi ¢ thay déi hé khau,
nhan khau thi céng dan chs can ké khai nhizng néi dung quy dinh tai muc 11
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Mau TK1-TS
(Ban hanh kém theo OD sé:
595/0P-BHXH ngay 14/4/2017
cua BHXH Viét Nam)

BAO HIEM XA HOI CONG HOA XA HQI CHU NGHIA VIET NAM
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 o

I. Phan ké khai bat bugc

[01]. Ho VA tBN (Viét ChTE IN N0A): w.v.evieeceeeceee ettt
[02]. Ngay, thang, nam sinh: ...../....... oo, [03]. Gidi tinh: oo,
[04]. Quéc tich .....covveveneei. [05]. DAN tOC] ..o
[06]. Noi ding ky gidy khai sinh: [06.1]. Xa (phudng, thi tran): ........cccovvvevvenennnns
[06.2]. Huyén (quan, thi x&, Tp thudc tinh): .............. [06.3]. Tinh (Tp): ............
[07]. Pia chi nhan ho so: [07.1]. S6 nha, dudng phd, thdn XOM: ........cccvvevevrvennen,
[07.2]. X& (phuong, thi tran): ...................... [07.3] Huyén (quan, thi x& Tp
ENUGC TINN) bbbt b et nb e
[O7.4]. TINN (TP coieee ettt e s e nraeenneeanree s
[08]. Ho tén cha/ me/ nguoi gidm ho (doi Vi tré em duwdi 6 tUGI): ...ovevvenveeerenn,
I1. Phan ké khai chung
[09]. M4 s6 BHXH (d4 cAp): wvovvevveveereeenne. [09.1]. S6 dién thoai lién hé: ..............
[09.2]. S6 CMND/ Ho Chiéu/ Thé CaN CUGC: w.vvvvieereeereeeceseesienessesiessseseesesieneesenes
[10]. M4 $6 ho gia dinh (A8 CAP): ovuvveveveeeeeeeceeeeeeee et
(trueong hop chiea c6 ma hé gia dinh thi ké khai b6 sung Phy luc dinh kém to
khai)
[11]. MUC tién dONg: .....cvoveveereeeeeeeieeae, [12]. Phuong thirc dong: .........ccvuce...
[13]. Noi ding ky kham bénh, chita bénh ban dau: .......c..cc.cevevvrveereversreneeereeeeeenen,
[14]. NOi dung thay d6i, YBU CAU: ....vveeereceereceeeeeeee st esnenens
[15]. HO 50 k&M theo (NEU CO): w..uvuvveveveereeeeieeeeeeeeeseese e sestesesseesesseess s snesnened



XAC NHAN CUA BON VI T6i cam doan nhirng ndi dung ké khai
(chi &p dung ddi véi nguoi lao déng thay 1a dung va chiu trach nhiém trude phép luat
déi ho, tén dém, tén; ngay, thang, nam vé nhiing noi dung da ké khai
sinh) , ngay ....... thang ...... nam
Nguwoi ké khai
(Ky, ghi r6 ho tén)
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HUONG DAN LAP
To khai tham gia, diéu chinh thong tin bao hiém x& hai, bao hiém y té
(Miu TK1-TS)
a) Muc dich:

- K€ khai cac thong tin nguoi tham gia BHXH, BHYT, BHTN va thanh vién Ho
gia dinh khi khong c6 ma s6 BHXH.

- K& khai khi ¢6 yéu cau diéu chinh thong tin tham gia BHXH, BHYT, BHTN,
BHTNLD-BNN nhu: nhén thén, chuc danh ngh¢, phuong thic dong, noi ding ky
KCB ban dau ...

b) Trach nhiém lap:

- Nguoi tham gia BHXH, BHYT, BHTN, BHTNLD-BNN.
- Cha/me/ngudi giam ho (dbi vai Tré em dudi 6 tudi).

c) Thoi gian lap:

- Péi v6i nguoi lao dong cung tham gia BHXH, BHYT, BHTNLD-BNN; ngudi
chi tham gia BHXH bit budc; nguoi tham gia BHXH tu nguyén: Khi tham gia khi
chua dugc cidp md s6 BHXH hodc diéu chinh théng tin tham gia BHXH, BHYT,
BHTN, BHTNLD, BNN.

- P6i v6i nguoi chi tham gia BHYT:
+ Tré em dudi 6 tudi chua duoc cap the BHYT;

~ + Nguoi tham gia khi ¢6 diéu chinh thong tin; ngudi tham gia chua duoc cAp ma
s6 BHXH.

d) Phuong phap lap:

[01]. Ho va tén: ghi ddy du ho, chit dém va tén biang chi in hoa c6 diu cia ngudi
tham gia BHXH, BHYT, BHTN, BHTNLD-BNN

[02]. Ngay thang nam sinh: ghi d?}y du ngay thang nim sinh nhu trong gidy khai
sinh hoac chirng minh nhan dan, hg chicu, thé can cudéc.

[03]. Gidi tinh: ghi gidi tinh cua nguoi tham gia (néu 1a nam thi ghi tir “nam”
hoac neu la nir thi ghi tur “nir™).

~ [04]. Quoc tich: ghi nhu trong giay khai sinh hoac ching minh nhan dan, ho
chiéu, thé can cudac.

[05]. Dan toc: ghi nhu trong gidy khai sinh hodc chitng minh nhan dan, ho chiéu,
thé can cudc.

[06]. Noi dang ky Gidy khai sinh: ghi 16 tén xa (phuong, thi tran); huyén (quan,
thi x&, thanh pho thudc tinh), tinh, thanh pho da dang ky giay khai sinh.

Truong hop chua xac dinh dugc noi cap gidy khai sinh lan dau thi ghi nguyén
quan (truong hop sat nhap, chia tach dia gioi hanh chinh thi ghi theo tén dia danh tai
thoi diém ké khai) hoac ghi theo noi dang ky ho khau thuong trd hoac tam tra.

[07]. Dia chi nhan ho so: ghi day du dia chi noi dang sinh song dé co quan
BHXH gui tra so BHXH, thé BHYT hoac két qua giai quyét thu tuc hanh chinh khac:
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s6 nha, duong pho, thon x6m; xa (phuong, thi trdn); huyén (quan, thi xa, thanh pho
thuoc tinh); tinh, thanh pho.

~[08]. Ho tén cha hodc me, hodc ngudi giam h¢ (ap dung ddi voi tré em duéi 6
tudi): Ghi ho tén cha hodc me hoac nguoi giam ho.

[09]. M& s6 BHXH: ghi ma s6 BHXH di dugc co quan BHXH da cap (chi ap
dung d6i Vi trudng hop di dugc cdp ma sé BHXH khi diéu chinh thong tin); trudng
hop khéng nhé ma sé6 BHXH thi ngudi ké khai cd thé tra ciru md s6 BHXH tai Buu
dién van hoa x3 hodc dia chi: http://bachiemxahoi.gov.vn hoic phdi hop véi Co quan
BHXH hoac Pon vi st dung lao dong, UBND x4a, Dai ly thu/nha truong, Co so tro
gilp xa hoi, Co sé nudi dudng, diéu dudng thuong binh va ngudi c¢6 cong; Co sé gido
duc nghé nghiép thudc nganh lao dong, thuong binh va xi hoi va co quan quéan 1y dbi
tuong dé xac dinh ma s6 BHXH.

Truong hop khong xéac dinh duoc ma s6 BHXH ma ¢6 s6 so6 BHXH hoic s6 thé
BHYT thi ghi s6 s6 BHXH hoac so thé BHYT.

Truong hop xac dinh dugc mé s6 BHXH nhung khac s6 s6 BHXH thi ghi ma s6
BHXH vao chi tiéu nay va ghi b6 sung s6 s6 BHXH vao chi tiéu [14].

[09.1]. S6 dién thoai lién hé: ghi sé dién thoai lién hé (néu co).

[09.2]. S6 ching minh nhan dan/HG chiéu/The can cude: ghi s6 chimg minh nhan
dan hoac ghi s6 ho chiéu hoac ghi s6 Thé can cudc.

[10]. M4 ho gia dinh: ghi ma ho gia dinh dd dugc co quan BHXH da cap (chi ap
dung d6i Vi trudong hop di dugc cdp ma sé6 BHXH khi diéu chinh thong tin); trudong
hop khéng nhé ma s6 BHXH thi nguoi ké khai 6 thé tra citu ma sé6 BHXH tai dia chi:
http://bachiemxahoi.gov.vn hoic phdi hop véi Co quan BHXH hodc Pon vi st dung
lao dong, UBND x4, Dai 1y thu/nha truong, Co sé tro giup xa hoi, Co so nudi dudng,
diéu dudng thuong binh va ngudi co cong; Co sé gido duc nghé nghiép thuéc nganh
lao dong, thwong binh va xa hoi va co quan quan 1y d6i twong dé xac dinh ma ho gia
dinh.

[11]. Muc tién déng (a4p dung dbi v6i nguoi tham gia BHXH tu nguyén): ghi
murc thu nhap thang do nguoi tham gia BHXH ty nguyén lya chon.

[12]. Phuong thirc dong (ap dung ddi voi ngudi di lao dong & nudc ngoai, ngudi
tham gia BHXH tu nguyén): ghi cu thé phuong thirc dong 1a 03 thang hoic 06 thang
hoac 12 thang ...

[13]. Noi dang ky KCB ban dau: ghi noi dang ky kham bénh, chra bénh BHY'T
ban dau (danh sich didng ky noi KCB ban dau dugc co quan BHXH thong bdo hang
nam guri cho cho don vi, UBND x4, dai ly thu).

[14]. Noi dung thay doi, yéu cau: ghi ngi dung yéu cau thay doi nhu: ho tén, ngay
thang nadm sinh, cdc thong tin lién quan deén chic danh, nghé nghi¢p, cong viéc,
phuong thirc dong, noi dang ky KCB ban dau ...

[15]. H6 so kém theo:
- Pi voi nguoi didu chinh thong tin, ghi cac loai gidy to chirg minh.

- B4i véi nguoi tham gia duge huong quyén loi BHYT cao hon, ghi cac loai gidy
to ching minh.
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Sau khi hoan tat viéc ké khai, ngudi tham gia ky ghi rd ho tén. Truong hop ké
khai thay d6i vé nhan than (ho, tén dém, tén; ngay, thang, nim sinh, gi6i tinh) da ghi
trén s6 BHXH, thé BHYT thi phai c6 xac nhan cua don vi noi ngudi lao dong dang
lam viéc. Di voi nguoi dang bao luu thoi gian dong BHXH thi khong phai xac nhan.
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6. Lién thdng cac thi tuc hanh chinh vé ding ky khai sinh, cap thé bao hiém
y té cho tré em dwéi 06 tudi

1. Trinh ty thuc hién:

Bude 1: Nguoi ¢6 yéu cau nop hd so tai Bo phan tiép nhan va tra két qua cua
UBND cap x4.

Budc 2: Cong chirc Tu phap - Ho tich kiém tra hd so, truong hop hd so chua day
da, hop Ié thi huéng dan nguoi nop hd so bd sung, hoan thién theo quy dinh; truong
hop khdng thé b sung, hoan thién hd so ngay thi phai lap vin ban huéng din; trudng
hop hd so ding quy dinh thi tiép nhan hd so, viét gidy nhan ho so va hen tra két qua
cho c& nhén, thuc hién viéc dang ky khai sinh theo quy dinh.

Buéc 3: Cong chirc Tu phap - Ho tich 1ap hd so dé nghi cap thé bao hiém y té dé
UBND cép xa chuyén ho so dén co quan Bao hiém x& hoi cap huyén.

Budc 4: Ngay sau khi tiép nhan hd so do UBND cép x& chuyén dén, Bao hiém x4
hoi cap huyén kiém tra hd so, thuc hién cip thé bao hiém y té va tra két qua cho
UBND cép x4.

Budc 5: Sau khi nhan duoc két qua caa Bao hiém xa hoi cap huyén, UBND cap
x4 tra két qua lién thdng tai Bo phan tiép nhan va tra két qua.

Budgc 6: Ca nhan nhan két qua thuc hién thu tuc hanh chinh tai Bo phan tiép nhan
va tra két qua UBND cap xa.

Truong hop ngudi ndp hd so co yéu cau nhan két qua qua dich vu chuyén phat
thi dang ky voi UBND cép xa va phai tra phi dich vu chuyén phat theo quy dinh.

Trudng hop nguoi nop hd so ¢6 yéu cau nhan két qua tirng loai thu tuc truc tlep
tai co quan c6 tham quyeén giai quyet thi khi nop hé so tai UBND cap xa phai yéu cau
cu thé ting loai dé ghi vao phiéu hen va ngudi nop ho so s& duogc truc tiép nhan két
qua theo yéu CAu tai cac co quan co tham quyen giai quyet

2. Céch thirc thuc hién: Nguoi ¢ yéu cau thyc hién truc tiép hodc uy quyén cho
nguoi khac thuc hién tai UBND cap xa.

3. Thanh phan, s6 luong hd so:

a) Thanh phan ho so, gom:

* Gidy to phdi ngp:

- To khai dang ky khai sinh (theo mau quy dinh);

- To khai tham gia bao hiém y té (theo mau TK1-TS);

- Ban chinh Gidy chimg sinh do co s¢ y t€ noi tré em sinh ra cip; néu tré em sinh
ra ngoai co so Yy t€ thi giay chung sinh duoc thay bang vén ban xac nhan cua nguoi
lam ching; truong hop khong c6 ngudi lam chimg thi nguoi di khai sinh phai lam giay
cam doan vé viéc sinh la ¢ thuc. 1—?6i véi truong hop tré em bi bo roi thi nop bién ban
Ve Viéc tré em bi bo roi thay cho giay ching sinh.

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

- Trudng hop 1y quyén cho nguoi khéac 1am thay thi phai c6 van ban ay quyén
dugc cong chirng, chirng thuc theo quy dinh cua phép luat.

* Gidy to phdi xudt trinh:
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- Ban chinh mét trong céc gidy to ching minh nhan than la Gidy CMND, H¢
chiéu, Thé can cudc cong dan hodc gidy to khac c6 dan anh va thong tin ca nhén do co
quan cd tham quyén cap, con gid tri sir dung cua ngudi yéu cau;

- Gidy chang nhan két hon cua cha, me tré em (néu cha, me c6 dang ky két hon;
chi &p dung trong giai doan chuyén tiep).

b) S6 lwgng hd so: 01 bo.

4. Thoi han giai quyét: Khdng qua 07 ngay 1am viéc, ké tir ngay nhan da hd so
hop I€. Trong do:

- Uy ban nhan dan cap xa: Thuc hién ding ky khai sinh ngay trong ngay; truong
hop hd so t1ep nhén sau 15 gio ma khong gidi quyét duoc ngay trong ngay thi tién
hanh giai quyét trong ngay lam viéc tiép theo.

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

- Bao hiém xa hoi cap huyén thuc hign cap thé bao hiem y té cho tré em dudi 6
tuoi trong thoi han 05 ngay lam viéc.

Truong hop ho so chua dung quy dinh ma UBND cap x& phai hoan thién ho so
theo yéu cau cua Bao hiém xa hoi thi thoi han giai quyét duoc kéo dai thém khdng qua
01 ngay lam viéc.

Doi voi cac xa cach xa tru s¢ co quan Bao hiém x& hoi cap huyén tir 50 km tro
1én, giao thong di lai khé khan, chua dugc két noi Internet thi thoi han tra két qua duoc
kéo dai thém nhung khong qué 03 ngay lam viéc.

5. Béi twong thyuc hién thu tuc hanh chinh: C4 nhan.

6. Co quan thuc hién thu tuc hanh chinh: UBND cip xa va Bao hiém xa hoi cap
huyén.

7. Két qua thyc hién thi tuc hanh chinh: Gidy khai sinh, Thé bao hiém vy té.

8. Lé phi:

- L& phi dang ky khai sinh:

+5.000 dong/truong hop;

+ Mién 1& phi d6i voi trudng hop khai sinh ding han; ngudi thudc gia dinh co
cOng vai céch mang; ngudi thuoc ho nghéo; nguoi khuyét tat.

- Mién I¢ phi cap thé bao hiém vy té.

9. Tén mau don, mau to khai:

- To khai dang ky khai sinh;

- To khai tham gia bao hiém vy té.

10. Y&u cau, diéu kién thuc hién tha tuc hanh chinh: Khéng.

11. Can ctr phép ly cua thu tuc hanh chinh:

- Luat Ho tich nam 2014;

- Lugt Bao hiém y té ndm 2008 (duoc sira doi bo sung tai Luat sira doi, bo sung
mot so dieu cua Luat Bao hiem y té nam 2014);

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 caa Chinh phu quy dinh chi
tiet mot so dieu va bién phap thi hanh Luat Ho tich;

- Thong tu s6,15/‘2015/TT-BTP ngay 16/11/2015 cua Bo Tu phap quy dinh chi
tiet thi hanh mot so dicu cua Luat HO tich va Nghi dinh s6 123/2015/ND-CP ngay
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15/11/2015 caa Chinh pha quy dinh chi tiét mot sé diéu va bién phap thi hanh Luat Ho
tich.

- Thong t lién tich s6 05/2015/TTLT-BTP-BCA-BYT ngay 15/5/2015 ciia Bo
Tu phap, Bo Cong an, Bo Y té hudng dan t,huc hién Iiér] théng cac thu tuc hanh chl’ph
vé dang ky khai sinh, dang ky thuong trd, cap thé bao hiém y té cho tré em dudi 6 tuoi;

~ -Quyét dinh s6595/Qb-BHXH ngay 14/4/2017 cia Tong Giam doc Bao
hiém xa hoi Viét Nam ban hanh quy trinh thu bao hiém xa hoi, bao hiém y t&, bao
hiém that nghiép, bao hiém tai nan lao dong, bénh nghe nghi¢p; quan ly so bao hiem
xa hoi, thé bao hiem vy te;

- Nghi quyét s6 26/2016/NQ-HDND ngay 15/12/2016 ctia HDND tinh Ha Tinh
quy din}} Ve mﬁ:c thu, mién, giam, thu, ndp, quan ly va st dung cac khoan phi, 1€ phi
thudc tham quyén ctia HDND tinh trén dia ban tinh Ha Tinh,

- Cong van s6 1288/HTQTCT-HT ngay 15/9/2016 cua Cuc Ho tich, qudc tich,
chung thuc - BO Tu phap vé viéc dieu chinh mét s6 biéu mau ho tich ban hanh kém
theo Thong tu s6 15/2015/TT-BTP.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY KHAI SINH

Ho, chit dém, t8n NGUOT YEU CAU: ......o.couveeeeeeeeeeeee e,
GIAY tO TUY thAN: @ .ottt
INOT CU T @ ettt
Quan hé vai ngudi dugC Khai SINN: e
Pé nghi co quan ding ky khai sinh cho nguoi dwéi day:

Ho, Chilt d@m, T8N ..o be b
Ngay, thang, ndm sinh: ........ccccocoeiiiiniiinieen. ghi bang Chilt: .....cveveeveeerceeeecee,

GiGi tinh: e, DAN tOC: woveverer e, QUABC HICN: v,
(@ T = o[-V PSS
Ho, chit dém, ten NEWOT ME: .....ociiiiiiiiiiie s
Nam sinh: ............ Dan toc: ....ccecvevveeenneen. QUABC HICN: oot
PSS e oL SRR
Ho, chit dém, tEn ng@uwdi Cha: .........coooiiiii s
Nam Sinh: cooveveeeeeeeeeeeeeeeen. DAN tOC: v, QUABC tICN: oo,
DL 10 a3 TP
T61i cam doan ndi dung dé nghi dang ky khai sinh trén day la dung sy that, duoc
su thoa thuan nhat tri cua 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.

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

Ngudi yéu cau
(Ky, ghi rd ho, chiz dém, tén)
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Chd thich:
() Ghi 18 tén co quan d& nghi thuc hién viéc dang ky khai sinh
@ Ghi r3 thong tin vé gidy to tiy than cua ngudi di dang ky (ghi sO, co quan cap,
ngay cap ho chiéu, chirng minh nhan dan hoac giay to hop 1€ thay thé)
Vi du: Chang minh nhan dan s6 001089123 do Cdng an thanh phé Ha Nai cap
ngay 20/10/2014.
®) Ghi theo dia chi dang ky thuong tri; néu khong c6 noi ding ky thuong tra thi
ghi theo dia chi dang ky tam trd; truong hop khong c6 noi dang ky thuong tra va noi
dang ky tam tra thi ghi theo dia chi dang sinh song.
™) Trudng hop sinh tai co sd 'y té thi ghi 16 tén co sé 'y té va dia danh hanh chinh
Vi du: - Bénh vién Phu san Ha Noi
- Tram y té x3 Dinh Bang, huyén Tir Son, tinh Bac Ninh.
Truong hop sinh ra ngoai co s& y té thi ghi dia danh cua 03 cip hanh chinh (x4,
huyén, tinh), noi sinh ra.
Vi dy: X& Pinh Bang, huyén Tir Son, tinh Bac Ninh.

39



Mau TK1-TS
(Ban hanh kém theo OD sé:
595/0P-BHXH ngay 14/4/2017
cua BHXH Viét Nam)

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

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

KIND QUL oo

I. Phan ké khai bat bugc

[01]. Ho VA tBN (Viét ChTE IN N0A): w.v.oveeceeeeeee et
[02]. Ngay, thang, nam sinh: ...../....... [ooin.. [03]. Gidi tinh: ..o,
[04]. Quéc tich .....covveveneiin. [05]. DAN tOC: ..o
[06]. Noi ding ky gidy khai sinh: [06.1]. Xa (phudng, thi tran): ........cccovvvevreeennnns
[06.2]. Huyén (quan, thi x&, Tp thudc tinh): .............. [06.3]. Tinh (Tp): ............
[07]. Pia chi nhan ho so: [07.1]. S6 nha, dudng phd, thdn XOM: ........cccvveveeveveeen,
[07.2]. X& (phuong, thi tran): ...................... [07.3] Huyén (quan, thi x& Tp
ENUGC TINN) bbbttt b et be b
[07.4].TINN (TP): oottt e e s e e nraeenneeanree s
[08]. Ho tén cha/ me/ nguoi gidm ho (doi Vi tré em duwdi 6 tUGI): ...ovevveereeerenn,
I1. Phan ké khai chung
[09]. M& s6 BHXH (d4 cap): ....cocovvvevenrenan. [09.1]. S6 dién thoai lién hé: ..............
[09.2]. S6 CMND/ Ho Chiéu/ Thé CaN CUGC: w.vvvvieereeereeeceseesienessesiessseseesesieneesenes
[10]. M4 $6 ho gia dinh (A8 CAP): ovovveveveeecveeceeeeeeee et
(trueong hop chiea c6 ma hé gia dinh thi ké khai b6 sung Phy luc dinh kém to
khai)
[11]. MUC tién dONg: .....cvoveveereeeeeeeieeae, [12]. Phuong thirc dong: .........ccvue...
[13]. Noi ding ky kham bénh, chita bénh ban dau: ............ccevevveeevereeeieeeeeeeens
[14]. Noi dung thay d0i, YBU CAU: ......cvveveeeeeeeieeeseeeeeseesessesesss s tenesseseeseseeneesanes
[15]. HO 50 k&M theo (NEU CO): w..uvvuvvevereereeveeieeeeieeeeseese e sessseesessessessesss s seneenenes
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XAC NHAN CUA DON VI T6i cam doan nhitng ndi dung ké khai
(chi &p dung ddi véi nguoi lao déng thay 1a dung va chiu trach nhiém trude phép luat
doi ho, tén dém, tén; ngay, thang, nam vé nhiing noi dung da ké khai
sinh) , ngay ....... thang ...... nam

Nguwoi ké khai
(Ky, ghi rd ho tén)
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HUONG DAN LAP
To khai tham gia, diéu chinh thong tin bao hiém x& hai, bao hiém y té
(Miu TK1-TS)
a) Muc dich:

- K& khai cac thong tin nguoi tham gia BHXH, BHYT, BHTN va thanh vién Ho
gia dinh khi khong c6 ma s6 BHXH.

- K& khai khi ¢6 yéu cau diéu chinh thong tin tham gia BHXH, BHYT, BHTN,
BHTNLD-BNN nhu: nhén thén, chuc danh ngh¢, phuong thire dong, noi dang ky
KCB ban dau ...

b) Trach nhiém lap:

- Nguoi tham gia BHXH, BHYT, BHTN, BHTNLD-BNN.
- Cha/me/ngudi giam ho (dbi vai Tré em dudi 6 tudi).

c) Thoi gian lap:

- Péi v6i nguoi lao dong cung tham gia BHXH, BHYT, BHTNLD-BNN; ngudi
chi tham gia BHXH bit budc; nguoi tham gia BHXH tu nguyén: Khi tham gia khi
chua dugc cidp md s6 BHXH hodc diéu chinh théng tin tham gia BHXH, BHYT,
BHTN, BHTNLD, BNN.

- P6i v6i nguoi chi tham gia BHYT:
+ Tré em dudi 6 tudi chua duoc cap the BHYT;

~ +Nguoi tham gia khi ¢6 diéu chinh thong tin; ngudi tham gia chua duoc cap ma
s6 BHXH.

d) Phuong phap lap:

[01]. Ho va tén: ghi ddy du ho, chit dém va tén biang chi in hoa c6 diu cia ngudi
tham gia BHXH, BHYT, BHTN, BHTNLD-BNN

[02]. Ngay thang nam sinh: ghi d?}y du ngay thang nam sinh nhu trong gidy khai
sinh hoac chirng minh nhan dan, hg chicu, thé can cudéc.

[03]. Gidi tinh: ghi gidi tinh cua nguoi tham gia (néu 1a nam thi ghi tir “nam”
hoac neu la nir thi ghi tur “nir™).

~ [04]. Quoc tich: ghi nhu trong giay khai sinh hoac ching minh nhan dan, ho
chiéu, thé can cudac.

[05]. Dan toc: ghi nhu trong gidy khai sinh hodc chitng minh nhan dan, ho chiéu,
thé can cudc.

[06]. Noi dang ky Gidy khai sinh: ghi 16 tén xa (phuong, thi tran); huyén (quan,
thi x&, thanh pho thudc tinh), tinh, thanh pho da dang ky giay khai sinh.

Truong hop chua xac dinh dugc noi cap gidy khai sinh lan dau thi ghi nguyén
quan (truong hop sat nhap, chia tach dia gioi hanh chinh thi ghi theo tén dia danh tai
thoi diém ké khai) hoac ghi theo noi dang ky ho khau thuong trd hoac tam tra.

[07]. Dia chi nhan ho so: ghi day du dia chi noi dang sinh song dé co quan
BHXH gui tra so BHXH, thé BHYT hoac két qua giai quyét thu tuc hanh chinh khac:
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s6 nha, duong pho, thon x6m; xa (phuong, thi trdn); huyén (quan, thi xa, thanh pho
thugc tinh); tinh, thanh pho.

~[08]. Ho tén cha hodc me, hodc ngudi giam h¢ (ap dung ddi voi tré em duéi 6
tudi): Ghi ho tén cha hodc me hoac nguoi giam ho.

[09]. M& s6 BHXH: ghi ma s6 BHXH di dugc co quan BHXH da cap (chi ap
dung d6i Vi trudng hop di dugc cdp ma sé BHXH khi diéu chinh thong tin); trudng
hop khéng nhé ma sé6 BHXH thi ngudi ké khai cd thé tra ciru md s6 BHXH tai Buu
dién van hoa x3 hodc dia chi: http://bachiemxahoi.gov.vn hoic phdi hop véi Co quan
BHXH hoac Pon vi st dung lao dong, UBND xa, Dai 1y thu/nha truong, Co sé trg
gitp xa hoi, Co sé nudi dudng, diéu dudng thuong binh va ngudi c¢6 cong; Co sé gido
duc nghé nghiép thudc nganh lao dong, thuong binh va xi hoi va co quan quéan 1y dbi
tuong dé xac dinh ma s6 BHXH.

Truong hop khong xéac dinh duoc ma s6 BHXH ma ¢6 s6 so6 BHXH hoic s6 the
BHYT thi ghi s6 s6 BHXH hoac so thé BHYT.

Truong hop xac dinh dugc mé s6 BHXH nhung khac s6 s6 BHXH thi ghi ma s6
BHXH vao chi tiéu nay va ghi b6 sung s6 s6 BHXH vao chi tiéu [14].

[09.1]. S6 dién thoai lién hé: ghi sé dién thoai lién hé (néu co).

[09.2]. S6 ching minh nhan dan/HG chiéu/The can cude: ghi s6 chimg minh nhan
dan hoac ghi s6 ho chiéu hoac ghi s6 Thé can cudc.

[10]. M4 ho gia dinh: ghi ma ho gia dinh dd dugc co quan BHXH da cap (chi ap
dung d6i Vi trudong hop di dugc cdp ma sé6 BHXH khi diéu chinh thong tin); trudng
hop khéng nhé ma s6 BHXH thi nguoi ké khai 6 thé tra citu ma sé6 BHXH tai dia chi:
http://bachiemxahoi.gov.vn hoic phdi hop véi Co quan BHXH hodc Pon vi st dung
lao dong, UBND x4, Dai 1y thu/nha truong, Co sé tro giup xa hoi, Co s nubi dudng,
diéu dudng thuong binh va ngudi co cong; Co sé gido duc nghé nghiép thuéc nganh
lao dong, thwong binh va xa hoi va co quan quan 1y d6i twong dé xac dinh ma ho gia
dinh.

[11]. Muc tién déng (a4p dung dbi v6i nguoi tham gia BHXH tu nguyeén): ghi
murc thu nhap thang do nguoi tham gia BHXH ty nguyén lya chon.

[12]. Phuong thirc dong (ap dung ddi voi ngudi di lao dong & nudc ngoai, ngudi
tham gia BHXH tu nguyén): ghi cu thé phuong thirc dong 1a 03 thang hoic 06 thang
hoac 12 thang ...

[13]. Noi dang ky KCB ban dau: ghi noi dang ky kham bénh, chra bénh BHY'T
ban dau (danh sich didng ky noi KCB ban dau dugc co quan BHXH thong bdo hang
nam guri cho cho don vi, UBND x4, dai ly thu).

[14]. Noi dung thay doi, yéu cau: ghi ngi dung yéu cau thay doi nhu: ho tén, ngay
thang nam sinh, cac thong tin lién quan deén chic danh, nghé nghi¢p, cong viéc,
phuong thirc dong, noi dang ky KCB ban dau ...

[15]. H6 so kém theo:
- Pi voi nguoi didu chinh thong tin, ghi cac loai gidy to chirg minh.

- B4i véi nguoi tham gia duge huong quyén loi BHYT cao hon, ghi cac loai gidy
to ching minh.
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Sau khi hoan tat viéc ké khai, ngudi tham gia ky ghi rd ho tén. Truong hop ké
khai thay d6i vé nhan than (ho, tén dém, tén; ngay, thang, nim sinh, gi6i tinh) da ghi
trén s6 BHXH, thé BHYT thi phai c6 xac nhan cia don vi noi ngudi lao dong dang
lam viéc. Di voi nguoi dang bao luu thoi gian dong BHXH thi khong phai xac nhan.
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7. Ding ky két hon

1. Trinh ty thuc hién:

Budc 1: C& nhan ngp ho so tai Bo phan tiép nhan va tra két qua cia UBND cAp
xa. Cong chl’rc Tu phap - HO tich Igiém tra ho so, truong hop ho so chua day du, hop 1€
thi huéng dan nguoi nop ho so bo sung, hoan thién theo quy dinh; truong hop khong
thé b6 sung, hoan thién ho so ngay thi phai lap van ban hudng dan; truong hop ho so
day du, hop 1€ thi tiép nhan ho so va viét phieu hen tra két qua.

Budc 2: Cong chirc Tu phap - Ho tich tham muu trinh Chu tich UBND cap xa ky
Giay chung nhan két hon.

~ Buéc 3: Chu tich UBND cép x4 ky va trao Gidy chang nhan két hon cho hai bén
ket hon tai UBND cap xa.

*Luuy:

+ Truong hop ngudi yéu cau nop gidy to 1a ban sao duoc cap tir s goc hoic ban
sao dugc ching thp:C tr ban chinh thi nguoi tiep 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 nguoi
tiep nhan ho so kiém tra, doi chiéu ban chyp vai ban chinh va ky vao ban chup xac
nhan veé viéc da doi chieu néi’ dung giay to do, khong duoc yéu cau nguoi di dang ky
nop ban sao cé chirng thuc giay to do.

~ + Truong hop phap luat quy dinh XUt ;rinh giéyrtc‘r khi dang ky h¢ tich, nguoi
tiép nhan cd trach nhiém kiém tra giay to xuat trinh, doi chieu véi thong tin trong To
khai va tra lai cho nguoi Xuét trinh, khong duoc yéu cau ngudi dang ky ho tich nop
thém ban sao gidy to do. Nguoi tiép nhan cé thé chup 01 ban gidy to xuat trinh hoac
ghi lai thdng tin cua gidy to xuat trinh dé luu hd so.

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

2. Céch thure thyc hién: Truc tiép tai tru s6 co quan hanh chinh nha nudc.

3. Thanh phan, s6 luong hd so:

a) Thanh phan hé so gom:

* Gidy to phdi ngp:

- To khai dang ky két hon (theo mau quy dinh);

- Ban chinh Gi?iy xac nhén tinh trang hon nhan do co quan co6 thAm quyén cap
chua qua 6 thang doi v6i nguoi yéu cau dang ky két hon khong thuong tra tai xa,
phuong, thi tran noi dang ky két hon va doi voi nguoi yéu cau dang ky két hon dang
hoc tap, lao dong cé thoi han & nudce ngoai.

* Gidy to' phdi xudt trinh:

- Ban chinh mét trong céc gidy to chitng minh nhan than 1a Gidy CMND, Ho
chicu, The can cugc cong dan hodc giay to khac ¢ dan anh va thong tin cé nhén do co
quan c6 tham quyeén cap, con gia tri sir dung cua hai bén nam, ni;

~ - Ban chinh gidy to chimg minh noi cu tra cia bén nam hogc bén nix dé xac dinh
tham quyen (chi ap dung trong giai doan chuyén tiep).

b) S6 lwong hd so: 01 bo.

4. Thoi han giai quyét: Ngay sau khi nhan da ho so hop 18 (nhan hé so sau 15 gio
ma khong giai quyet duoc ngay thi tra két qua trong ngay lam viéc tiép theo). Truong
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hop can phai xac minh diéu kién két hén cua hai bén nam, nit thi thoi han giai quyét
khong qué 05 ngay lam viéc.

5. Béi twong thuc hién thu tuc hanh chinh: C4 nhan.

6. Co quan thuc hién thu tuc hanh chinh: Uy ban nhan dan cap xi noi cu tra cua
bén nam hoac bén nit.

7. Két qua thuc hién thu tuc hanh chinh: Gidy chang nhan két hon.

8. Lé phi: Khong.

9. Tén mau don, miu to khai: To khai dang ky két hon.

10. Yéu cu, diéu kién thyc hién thu tuc hanh chinh:

a) Nam nit két hon véi nhau phai tudn theo cac diéu kién sau:

- Nam tir da 20 tudi tré 18n, nir tir ¢ 18 tuoi tré 16n;

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

- Khong bi mét ning lyc hanh vi dan su;

- Khéng cung giai tinh;

- Viéc két hdn khong thuoc mot trong cac truong hop cam két hon, gom:

+ Két hon gia tao;

+ T4o hon, cudng ép két hon, hra doi két hon;

+ Nguoi dang c6 vo, ¢6 chong ma két hon hogic chung song nhu vo chong Vo
ngudi khac hodc chua c6 vo, chua c6 chong ma ket hon hoac chung song nhu vo
chong vai nguoi dang co chong, ¢ vo;

+ Két hon hoic chung séng nhu vo chong gitra nhitng ngudi ciing dong mau veé
truc hé; gitra nhitng ngudi ¢ ho trong pham vi ba doi; gitra cha, me nudi véi con nudi;

gitra nguoi da tung la cha, me nudi véi con nudi, cha chdng véi con dau, me vo voi
con ré, cha dugng vai con riéng cia vo, me ké vai con riéng cua chong.

b) Khi dang ky két hon hai bén nam, nix phai c6 mit.
11. Can ctr phép ly cua thu tuc hanh chinh:

- Luat Ho tich nam 2014;

- Luat H6n nhan va Gia dinh nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 caa Chinh phu quy dinh chi
tiet mot so dieu va bién phap thi hanh Luat Ho tich;

- Thong tu sd 15/2015/TT-BTP ngay 16/11/2015 cua B Tu phap quy dinh chi
tict mot so di€u cua Lut HO tich va Nghi dinh so 123/2015/ND-CP ngay 15/11/2015
cua Chinh phu quy dinh chi tiét mgt s6 di€u va bién phap thi hanh Luat Ho tich;

- Nghi quyet s6 26/2016/NQ-HDND ngay 15/12/2016 ciia HDND tinh Ha Tinh
quy dinh vé mac thu, mien, giam, thu, nop, quan ly va s dung cac khoan phi, 1¢ phi
thuoc tham quyén cua HDND tinh trén dia ban tinh Ha Tinh.
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CONG HOA XA HQI CHU NGHIA VIET NAM

1)

Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY KET HON

(2)

Théng tin

Bén nir

Bén nam

Ho, chitr dém, tén

Ngay, thang, nam
sinh

Dan toc

Quéc tich

Noi cu tra @

Gidy to tiry than®

Két hén lan tha
may

Chung t61 cam doan nhirng 101 khai trén day la ding sy that, viéc két hon cua
ching t6i 1a tu nguyén, khong vi pham quy dinh cta Luat H6n nhén va Gia dinh Viét

Nam.

Chung t6i chiu hoan toan trach nhiém trudc phap luat vé cam doan cua minh.

Dé nghi Quy co quan dang ky.

Bén nir
(Ky, ghi rd ho, chix
dém, tén)

Bé&n nam
(Ky, ghi rd ho, chir
dém, tén)
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Chd thich:

(1), (2) Trudng hop 1am thu tuc dang ky két hon co yéu td nude ngoai, thi phai
dan anh cua hai bén nam, ni.

(3) Ghi rd tén co quan ding ky két hon.

(4) Ghi theo noi dang ky thuong trd, néu khong c6 noi ding ky thuong tra thi ghi
theo noi dang ky tam tra; trueong hop khong c6 noi dang ky thuong tri va noi dang ky
tam tra thi ghi theo noi dang sinh séng.

(5) Ghi théng tin vé gidy to tiy than nhu: ho chiéu, ching minh nhan dan hoic
gidy to hop 1é thay thé (vi du: Chang minh nhan dan s6 001089123 do Céng an thanh
phd Ha Noi cap ngay 20/10/1982).
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8. Ping ky két hon cé yéu t6 nwéc ngoai ¢ khu vue bién gidi

1. Trinh tu thuc hién:

Budc 1: Ca nhan nop ho so tai Bo phan tiép nhan va tra két qua cia UBND cap
xa. Cong chue Tu phap - HY tich ki€ém tra ho so, truong hop ho so chua day du, hop 1€
thi hudng dan nguoi nop ho so bo sung, hoan thién theo quy dinh; trudng hop khong
thé b6 sung, hoan thién ho so ngay thi phai lap vén ban huéng dan; truong hop ho so
day du, hop 1€ thi tiep nhan ho so va viét phiéu hen tra két qua.

~ Budc 2: Cong chire Tu phap - HY tich tham muu trinh Chu tich UBND cap xa ky
Giay chiing nhan ket hon.

~ Buéc 3: Chu tich UBND cép x4 ky va trao Gidy ching nhéan két hon cho hai bén
ket hon tai UBND cap xa.

*Luuy:

+ Truong hop nguoi y&u cau np gidy to 1a ban sao dugc cap tir so goc hoac ban
sao dugc ching thuc tir ban chinh thi nguoi tiep nhan ho so khong duoc yéu cau xuat
trinh ban chinh; néu nguoi yéu cau chi ngp ban chyp va xuat trinh ban chinh thi nguoi
tiep nhan ho so ki€m tra, doi chieu ban chup véi ban chinh va ky vao ban chup xac
nhan ve viéc da doi chieu ndi dung giay to do, khong dugc yéu cau nguoi di dang ky
nop ban sao c6 chung thuc giay to do.

+ Truong hop phap luat quy dinh XUt trinh glay to khi dang ky ho tich, nguoi
tiép nhan c6 trach nhiém klem tra gidy to Xuat trinh, dol chiéu vai thong tin trong To
khai va tra lai cho nguoi XUAt trmh, khong du’qg yéu cau nguoi giang ky’ho tich nop
thém ban sao giay to d6. Nguoi tiep nhan co6 the chup 01 ban giay to xuat trinh hoac
ghi lai thong tin cua giay to xuat trinh d€ luu ho so.

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

2. Céch thirc thuc hién: Tryc tiép tai tru ¢ co quan hanh chinh nha nudc.

3. Thanh phan, s6 luong ho so:

a) Thanh phan ho so bao gom:

* Gidy to phdi ngp:

- To khai dang ky két hon (theo mau quy dinh);

- Giay to do co quan ¢ thim quyén cia nudc lang gleng cap khong qua 6 thang
tinh dén ngay nhan ho so xac nhan cong dan nude lang giéng hién tai 13 nguodi khong
c6 vo hodc khong co chong,

- Ban sao gidy to chiing minh nhén than, ching minh noi thuong tra ¢ khu vue
bién gidi cuia cong dan nudce lang giéng.

* Gidy to' phdi xudt trinh:

- Ban chinh mét trong cac gidy to chirng minh nhan than 1a Giay CMND, Ho
chicu, The can cugc cong dan hodc giay to khac c6 dan anh va thong tin ca nhén do co
quan co tham quyén cap, con gié tri su dung cua hai bén nam, nt;

- Ban chinh gidy to chiang minh noi thuong trd cua bén nam hogc bén nix la cong
dan Viét Nam dé xac dinh tham quyeén (chi &p dung trong giai doan chuyén tiep).

b) S6 lwong hd so: 01 bo.

4. Thoi han giai quyét: Trong ngay lam viéc sau khi nhan du ho so hop 1¢ (nhan
ho so sau 15 gio ma khéng giai quyet dugc ngay thi tra két qua trong ngay lam viéc
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tiép theo). Truong hop can xac minh thi thoi han giai quyét khdng qua 08 ngay lam
VIEC.

5. Béi twong thuc hién thu tuc hanh chinh: C4 nhan.

6. Co quan thuc hién tha tuc hanh chinh: Uy ban nhan dan cap xa ¢ khu vuc bién
gidi noi cong dan Viét Nam thuong trd.

7. Két qua thuc hién thu tuc hanh chinh: Gidy chang nhan két hon.

8. Lé phi: Khong.

9. Tén mau don, miu to khai: To khai dang ky két hon.

10. Y&u cau, diéu kién thuc hi¢n tha tuc hanh chinh:

a) Nam nit két hon véi nhau phai tudn theo cac diéu kién sau:

- Nam tir da 20 tudi tré 18n, nir tir ¢ 18 tuoi tré 16n;

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

- Khong bi mét ning lyc hanh vi dan su;

- Khéng cung giai tinh;

- Viéc két hdn khong thuoc mot trong cac truong hop cam két hon, gom:

+ Két hon gia tao;

+ T40 hon, cudng ép két hon, hra doi két hon;

+ Ngudi dang c6 vo, ¢ chong ma két hon hogc chung séng nhu vo chong véi
ngudi khac hodc chua c6 vo, chua c6 chong ma ket hon hoac chung song nhu vo
chong vai nguoi dang co chong, ¢ vo;

+ Két hon hozc chung séng nhu vo chong giita nhitng ngudi cling dong mau vé
truc h¢; gitra nhitng ngudi €6 ho trong pham vi ba doi; gitra cha, me nudi véi con nudi;

gitra nguoi da tung la cha, me nudi véi con nudi, cha chdng véi con dau, me vo voi
con ré, cha dugng vai con riéng cia vo, me ké vai con riéng cua chong.

b) Gidy to do co quan co thaim quyén cua nuoc lang gleng lap, cap hodc xac
nhan phai dugc dich ra tiéng Viét va c6 cam két cia nguoi dich vé viée dich diing ndi
dung.

¢) Khi ding ky két hon hai bén nam, nit phai c6 mit.

d) Cong dan cua nudc lang giéng phai thuong trd tai don vi hanh chinh twong
duong cap xa& cua Viét Nam, tiep giap voi xa ¢ khu vuc bién gidi cua Viét Nam noi
cbng dan Viét Nam thuong tra.

11. Can ctr phap ly cua tha tuc hanh chinh:

- Luat Ho tich nam 2014;

- Luat Hon nhan va Gia dinh nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 caa Chinh phu quy dinh chi
tiet mot so dieu va bién phép thi hanh Luat Ho tich;

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 cua B Tu phap quy dinh chi
tiét mot so diéu cua Luat HO :[ich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015
cua Chinh phu quy dinh chi tiét mdt s6 di€u va bién phap thi hanh Luat Ho tich;

- Nghi quyét s6 26/2016/NQ-HPND ngay 15/12/2016 cua HDND tinh Ha Tinh
quy dinh vé muc thu, mién, giam, thu, nop, quan ly va st dung cac khoan phi, I& phi
thuoc tham quyen cia HDND tinh trén dia ban tinh Ha Tinh.
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CONG HOA XA HQI CHU NGHIA VIET NAM

1)

Kinh gui®:

Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY KET HON

(2)

Théng tin

Bén nir

Bén nam

Ho, chit dém, tén

Ngay, thang, nam
sinh

Dan toc

Quéc tich

Noi cu tra @

Gidy to tiry than®

Két hon 1an tha

may

Chung t61 cam doan nhirng 101 khai trén day la ding sy that, viéc két hon cua
chung t61 1a ty nguyén, khong vi pham quy dinh cuia Luat hon nhan va gia dinh Viét

Nam.

Chung t6i chiu hoan toan trach nhiém trudc phap luat vé cam doan cua minh.

Dé nghi Quy co quan dang ky.

Bén nir
(Ky, ghi rd ho, chix
dém, tén)

Bé&n nam
(Ky, ghi rd ho, chir
dém, tén)
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Chd thich:

(1), (2) Truong hop 1am tha tuc dang ky két hon c6 yéu td nudc ngoai thi phai
dan anh cua hai bén nam, ni.

(3) Ghi 3 tén co quan ding ky két hon.

(4) Ghi theo noi dang ky thuong trd, néu khong cé noi ding ky thuong tra thi ghi
theo noi dang ky tam tra; trueong hop khong c6 noi dang ky thuong tri va noi dang ky
tam tra thi ghi theo noi dang sinh séng.

(5) Ghi théng tin vé gidy to tuy than nhu: ho chiéu, chitng minh nhan dan hoic
gidy to hop 1é thay thé (vi du: Chang minh nhan dan s6 001089123 do Céng an thanh
phd Ha Noi cap ngay 20/10/1982).
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9. Piing ky két hon luu dong

1. Trinh tu thuc hién:

Budc 1: Cong chire Tu phap - HY tich cép xd duoc giao nhiém vu ding ky két
h@n luu dong c6 trach nhiém chuan bi day da mau To khal, giay to b@ tich va dicu Kién
can thiét dé thuc hién dang ky luu dong tai nha riéng hoac tai dia diém t6 chac dang ky
luu dong, bao dam thuan lgi cho nguoi dan.

Tai dia diém dang ky h¢ tich Iuu dong, céng chuc Tu phap - HO tich c6 trég:h
nh‘iém‘kiém tra, xac minh diéu kién ket hén Cua cac bén, husng dan ngu‘:(‘)i yéu cau
dién day du théng tin trong To khai dang ky két hon; viet Phicu tiep nhan ho so.

~ Budc 2: Cong chire Tu phap - HY tich tham muu trinh Chu tich UBND cap xa ky
Giay chung nhan két hon.

Budc 3: Cong chirc Tu phép - HO tich dem theo SO dang ky két hon va Gidy
chirng nhan két hon dé trao cho cac bén tai dia diém dang ky luu dong.

2. Céch thirc thuc hién: Truc tiép tai nha riéng hoic tai dia diém t6 chuc dang ky
luu dong.

3. Thanh phan, s6 luong ho so:

a) Thanh phan ho so gom:

* Gidy to phdi ngp: To khai dang ky két hon (theo mau quy dinh).

* Gidy to phdi xudt trinh:

~ - Ban chinh mot trong céc giay to ching minh nhéan than la Giay CMND, Ho
chieu, The cén cudc cong dan hodc giay to khac c6 dan anh va thong tin cé nhan do co
quan cé tham quyen cap, con gia tri sir dung cua hai bén nam, ni;

_- Ban chinh gidy to ching minh noi thuong trd cua hai bén dé xac dinh tham
quyen (chi &p dung trong giai doan chuyén tiep).

b) S6 lwgng hd so: 01 bo.

4. Thoi han giai quyét: Khong qua 03 ngay lam viéc ké tir ngay tiép nhan.

5. Béi twong thyuc hién thu tuc hanh chinh: C4 nhan.

6. Co quan thyc hién thu tuc hanh chinh: Uy ban nhan dan cip xa noi thuong tri
cua hai bén nam ni.

7. Két qua thuc hién thu tuc hanh chinh: Giay ching nhan két hon.

8. Lé phi: Khoéng.

9. Tén mau don, miu to khai: To khai dang ky két hon.

10. Y&u ciu, diéu kién thuc hién thu tuc hanh chinh:

a) Hai bén nam, nir cung thuong tra trén dia ban cap Xa ma mot hoac ca hai bén

nir 1a nguoi khuyét tat, om bénh khéng thé di dang ky két hon duoc.

b) Nam nit két hon véi nhau phai tudn theo cac diéu kién sau:

- Nam tir du 20 tudi tré 1en, nit tir da 18 tudi tro 1én;

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

- Khéng bi mét nang luc hanh vi dan sy;

- Khdng cung giai tinh;

- Viéc két hon khong thugc mét trong cac trudng hop cam két hon, gom:
+ Két hon gia tao;
+ Tao hon, cudng ép két hon, lira dbi két hon;

nam
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+ Nguoi dang ¢6 v, ¢6 chong ma két hdn hogic chung séng nhu vo chong véi
nguoi khac hodc chua c6 vo, chua co chong ma két hon hoic chung séng nhu vo
chdng voi nguoi dang co chong co vo;

+ Két hon hoic chung séng nhu vo chdng gitra nhitng ngudi ciing dong mau veé
truc h¢; gitta nhitng ngudi ¢6 ho trong pham vi ba doi; gitra cha, me nudi vei con nuoi;
gitra nguoi da tung 1a cha, me nudi véi con nudi, cha chdng véi con dau, me vo voi
con ré, cha duong vai con riéng cia vo, me ké vai con riéng cua chong.

11. Can ctr phap ly caa tha tuc hanh chinh:
- Luat Ho tich nam 2014;
- Luat H6n nhan va Gia dinh nam 2014;

- Nghi dinh s6 123/2015/NP-CP ngay 15/11/2015 cua Chinh phu quy dinh chi
tiet mot so dicu va bién phap thi hanh Luat Ho tich;

- Thong tu sd 15/2015/TT-BTP ngay 16/11/2015 cua B Tu phap quy dinh chi
tiet mot so dieu cua Luat HY tich va Nghi dinh so 123/2015/Nb-CP ngay 15/11/2015
cua Chinh phu quy dinh chi tiét mdt s6 di€u va bién phap thi hanh Luat Ho tich;

- Nghi quyet s6 26/2016/NQ-HDND ngay 15/12/2016 ciia HDND tinh Ha Tinh
quy dinh vé mac thu, mien, giam, thu, nop, quan ly va s dung cac khoan phi, 1¢ phi
thuoc tham quyén ciia HDND tinh trén dia ban tinh Ha Tinh.
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CONG HOA XA HQI CHU NGHIA VIET NAM

1)

Kinh gui®:

Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY KET HON

(2)

Théng tin

Bén nir

Bén nam

Ho, chir dém,
tén

Ngay, thang,
nam sinh

Dan toc

Qudc tich

Noi cu tra @

Gidy to tuy
than®

Ké hoén lan
thar may

Chung t61 cam doan nhirng 101 khai trén day la ding sy that, viéc két hon cua
chung t6i 1a ty nguyén, khong vi pham quy dinh cua Luat hon nhan va gia dinh Viét

Nam.

Chung ti chiu hoan toan trach nhiém trudc phap luat vé cam doan ctia minh.

Pé nghi Quy co quan ding ky.

Bén nir
(Ky, ghi rd ho, chix
dém, tén)

B&n nam
(Ky, ghi rd ho, chir
dém, tén)
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Chd thich:

(1), (2) Trudng hop 1am thu tuc dang ky két hon co yéu td nude ngoai, thi phai
dan anh cua hai bén nam, ni.

(3) Ghi 3 tén co quan ding ky két hon.

(4) Ghi theo noi dang ky thuong trd, néu khong c6 noi ding ky thuong tra thi ghi
theo noi dang ky tam tra; trueong hop khong c6 noi dang ky thuong tri va noi dang ky
tam tra thi ghi theo noi dang sinh séng.

(5) Ghi théng tin vé gidy to tiy than nhu: ho chiéu, ching minh nhan dan hoic
gidy to hop 1é thay thé (vi du: Chang minh nhan dan s6 001089123 do Céng an thanh
phd Ha Noi cap ngay 20/10/1982).
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10. Dang ky khai twr

1. Trinh tu thuc hién:

Budc 1: Ca nhan nop ho so tai Bo phan tiép nhan va tra két qua cia UBND cép
xa. Cong chue Tu phap - HY tich kiém tra ho so, truong hop ho so chua day du, hop 1€
thi hudng dan nguoi nop ho so bo sung, hoan thién theo quy dinh; trudng hop khong
thé b6 sung, hoan thién ho so ngay thi phai lp vén ban huéng dan; trudng hop ho so
day du, hop 1€ thi tiép nhan ho so.

Budc 2: Cong chic Tu phap - Ho trinh Cha tich UBND céap xa ky Trich luc khai
ta.

Budc 3: Cong chirc Tu phap - Ho tich chuyen két qua cho B phan tiép nhan va
tra két qua dé tra cho ca nhan.

*Luuy:

+ Truong hop nguoi y&u cau np gidy to 1a ban sao dugc cap tir so goc hoac ban
sao dugc ching thuc tir ban chinh thi nguoi tiep nhan ho so khong dwoc yéu cau xuat
trinh ban chinh; néu nguoi yéu cau chi ngp ban chyp va xuat trinh ban chinh thi nguoi
tiep nhan ho so ki€m tra, doi chieu ban chup voi ban chinh va ky vao ban chup xac
nhan ve viéc da doi chieu ndi dung giay to do, khong dugc yéu cau nguoi di dang ky
nop ban sao c6 chung thuc giay to do.

+ Truong hop phap luat quy dinh XUt trinh glay to khi dang ky ho tich, nguoi
tiép nhan cé trach nhiém klem tra gidy to Xuat trinh, dol chiéu vai thong tin trong To
khai va tra lai cho nguoi XUAt trmh, khong du’qg yéu cau nguoi fiang ky’ho tich nop
thém ban sao giay to d6. Nguoi tiep nhan co6 the chup 01 ban giay to xuat trinh hoac
ghi lai thong tin cua giay to xuat trinh d€ Iuu ho so.

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

2. Cach thue thuc hién:

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

- Tryc tiép tai try so co quan hanh chinh nha nudc hoic gui hd so qua hé thong
buu chinh hoac guri ho so theo hé thong dang ky ho tich truc tuyén.

3. Thanh phan, s6 luong ho so:

a) Thanh phan ho so gom:

* Gidy to phdi ngp:

- To khai dang ky khai tir (theo mau quy dinh);

- Giay béo tir hoic gidy to thay cho Giay béo tu, gom:

+ Gidy xac nhan viéc thi hanh an tir hinh déi véi nguoi chét do thi hanh an tir
hinh;

+ Ban an, quyét dinh c6 hiéu luc cia Toa an ddi véi truong hop mot ngudi bi
Toa an tuyén bo la da chet;

+ Van ban xac nhan cua co quan cong an hoac két qua giam dinh cia Co quan
giam dinh phap y d6i véi nguoi chét trén phuong ti¢n giao thong, chét do tai nan, bi
giét, chét dot ngot hozc chét co nghi van.

- Trudng hop ty quyén cho nguoi khéac 1am thay thi phai c6 van ban ay quyén
dugc cong chirng, chirng thuc theo quy dinh cua phép luat.
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* Gidy to' phdi xudt trinh:
~ - Ban chinh mét trong céc gidy to ching minh nhan than Ia Gidy CMND, Ho
chiéu, The cén cudc cong dan hodc giay to khac c6 dan anh va thong tin cé nhan do co
quan c6 tham quyén cap, con gié tri sa dung ctia nguoi yéu cau dang ky khai tir.
~ - Ban chinh gidy to ching minh noi cu tri cudi cling cua ngudi chét dé xac dinh
tham quyen (chi &p dung trong giai doan chuyén tiep).
Truong hop khong xdc dinh duge noi cu tra cudi clng cia nguoi chét thi )r(uét
trinh giay to chung minh noi nguoi do chét hoac noi phat hién thi thé cua nguoi chét.
(Truwong hop gui ho so qua h¢ thong buwu chinh thi phdi gui kém theo ban sao c6

chirng thuc cac gidy to phdi xudt trinh. Trueng hop nép hé so qua hé thong ding ky
tryec tuyén thi phai g ban scan tir bdan chinh)

b) S6 lwong hd so: 01 bo.

4. Thoi han glal quyét: Ngay sau khi nhan dua hd so hop 1¢ (nhan hd so sau 15 gid
ma khong giai quyét duoc ngay thi tra két qua trong ngay lam viéc tiép theo).

5. Béi twong thuc hién thu tuc hanh chinh: C& nhan.

6. Co quan thuc hién tha tuc hanh chinh:

- Uy ban nhan dan cép x4 noi cu tra cudi cung cta ngudi chét;

- Uy ban nhan dn cap xa noi ngudi d6 chét hodc noi phat hién thi thé nguoi chét
trong truong hop khong xac dinh duoc noi cu tri cudi cling ciia nguoi chét.

7. Két qua thuc hién tha tuc hanh chinh: Trich luc khai ti.

8. Lé phi:

- 5.000 ddng/truong hop;

- Mién I¢ phi d6i véi truong hop dang ky khai tir dung han; nguoi thudc gia dinh
€6 cbng vaéi cdch mang; nguoi thudc ho ngheo; ngudi kKhuyet tat.

9. Tén mau don, mau to khai: To khai ding ky khai ti.

10. Y&u cau, diéu kién thuc hién thi tuc hanh chinh: Khéng.

11. Can ctr phap ly cua tha tuc hanh chinh:

- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 caa Chinh phu quy dinh chi
tiet mot so dieu va bién phap thi hanh Luat Ho tich;

- Th(’“)ng‘tu’ s6 15/2015/TT-BTP ngay 16/11/2015 cua B Tu phap quy dinh chi
tiét mot so diéu cua Luat HO :cich va Ngh} dinh s6 123/2015/ND-CP ngay 15/11/2015
cua Chinh phu quy dinh chi tiét mgt s6 di€u va bién phap thi hanh Luat Ho tich;

- Nghi quyet s6 26/2016/NQ-HDND ngay 15/12/2016 ciia HDND tinh Ha Tinh
quy dinh vé mac thu, mien, giam, thu, nop, quan ly va s dung cac khoan phi, 1¢ phi
thuoc tham quyén cua HDND tinh trén dia ban tinh Ha Tinh.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY KHAI TU

KN QU @) e,

Ho, Chir dém, t&n NGUOT YEU CAUS ......cvocveeeeeieeeseeeeeeeeeee et snenes
INOT CU T )1ttt ettt e st st e et n st st e e st s e s seetees
GIAY T LY thAN G) Lottt
QUAN N& VO NEUGT A8 CHEL: ...ttt
Pé nghi co’ quan ding ky khai tir cho nguoi cé tén dwéi day:

Ho, Chit d€m, tEN: ..o Giditinh: ..oooveeeeee
Ngay, thang, na8m SINN: ..o
DAN TOC: +vtveeeeeeeeeeeeeeeeeete ettt ee e, QUABC ICN: v,
NOi U 11 UG CUNG: @) oottt
GIAY T UY ThAN: @) Lottt
Di chét vao luc: ........... [ AR phit, ngay ............ thang .......... NAM eoveee,
INOT CREL oottt ettt ettt et et ettt ettt et ee e e et et et e e e et et e e er e
NGUYBN NNAN CREL ...voeeeeee ettt
S6 Giay béo tu/ Giay to thay thé Gidy bao tir: @ ......cvvveves e, o[ J
......................................................................... CAp NQAY ....... thang ..... nam ...........
T6i cam doan nhitng ndi dung khai trén déy la dung sy that va chiu trach nhiém
trudc phap luat vé cam doan ctia minh.
LM T@I2 o , ngay ...... thang ..... nam ...

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

() Ghi rd tén co quan thuc hién ding ky khai tt.

@ Ghi theo dia chi ding ky thuong trd; néu khong cé noi dang ky thuong tra thi
ghi theo dia chi dang ky tam tra; treong hop khong c6 noi dang ky thuong tra va noi
dang ky tam trd thi ghi theo noi dang sinh séng.

@) Ghi thong tin v& gidy to tuy than nhu: ho chiéu, chitng minh nhan dan hoic
gidy to hop 1é thay thé (vi du: Chang minh nhan dan s6 001089123 do Céng an thanh
phd Ha Noi cip ngay 20/10/2004).

) Néu ghi theo Glay béo tir, thi gach cum tir “Glay to thay Gidy bao tu”; néu ghi
theo sé Gidy to thay Gidy bao tur thi ghi rd tén, sé gidy to va gach cum tir “Gidy bao
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11. Ping ky khai tir ¢6 yéu t6 nwéc ngoai & khu vure bién gioi

1. Trinh tu thuc hién:

Budc 1: Ca nhan nop hd so tai Bo phan tiép nhan va tra két qua caia UBND cap
x4. Cong chtrc Tu phéap - Ho tich kiém tra ho so, truong hop hd so chua day da, hop 16
thi huéng dan nguoi ndp hd so bd sung, hoan thién theo quy dinh; trudng hop khdng
thé b sung, hoan thién ho so ngay thi phai 1ap vin ban huéng dan; trudng hop hd so
day du, hop 18 thi tiép nhan ho so va viét phiéu hen tra két qua.

Budc 2: Cong chire Tu phap - Ho tich trinh Chu tich UBND xa ky Trich luc khai
ta.

Budc 3: Cong chirc Tu phéap - Ho tich chuyén két qua cho Bo phan tiép nhan va
tra két qua dé tra cho ca nhan.

*Luuy:

+ Truong hop ngudi yéu cau nop gidy to 13 ban sao duoc cap tir so6 goc hoic ban
sao duoc chirng thuc tir ban chinh thi ngudi tiép nhan ho so khéng duoc yéu cau xuat
trinh ban chinh; néu nguoi yéu cau chi nop ban chup va xuat trinh ban chinh thi nguoi
tiép nhan ho so kiém tra, ddi chiéu ban chup véi ban chinh va ky vao ban chup xac
nhan vé viéc da d6i chiéu noi dung gidy to d6, khong duoc yéu cau nguoi di dang Ky
nop ban sao c6 chung thuc giay to do.

+ Truong hop phap luat quy dinh XUt trinh glay to khi dang ky ho tich, nguoi
tiép nhan c6 trach nhiém klem tra gidy to Xuat trinh, dol chiéu vai thong tin trong To
khai va tra lai cho ngudi xuét trinh, khong dwoc yéu cau ngudi dang ky ho tich nop
thém ban sao gidy to d6. Nguoi tiép nhan cd thé chup 01 ban gidy to xuat trinh hoic
ghi lai thong tin cua gidy to xuat trinh dé luu ho so.

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

2. Cach thac thuc hién:

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

- Tryc tiép tai tru s& co quan hanh chinh nha nuéc hoac gui hd so qua hé thong
buu chinh hoac gui ho so theo hé thong dang ky ho tich truc tuyen.

3. Thanh phan, s6 luong ho so:

a) Thanh phan ho so bao gom:

* Gidy to phdi ngp:

- To khai dang ky khai tir (theo mau quy dinh);

- Giay béo tir hoic gidy to thay cho Giay béo tu, gom:

+ Gidy xac nhan viéc thi hanh an tir hinh déi véi nguoi chét do thi hanh an tir
hinh;

+ Ban an, quyet dinh c6 hiéu lyc cia Toa 4n doi véi truong hop mot ngudi b
Toa an tuyén bo la da chet;

+ Van ban xac nhan cua co quan cong an hoac két qua giam dinh cia Co quan

giam dinh phap y d6i véi nguoi chét trén phuong ti¢n giao thong, chét do tai nan, bi
giét, chét dot ngot hozc chét co nghi van.

- Trudng hop ty quyén cho nguoi khéac 1am thay thi phai c6 van ban ay quyén
dugc cong chirng, chirng thuc theo quy dinh cua phép luat.
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* Gidy to' phdi xudt trinh:
~ - Ban chinh mét trong cAc gidy to ching minh nhan than Ia Gidy CMND, Ho
chiéu, The can cudc cong dan hodc giay to khac c6 dan anh va thong tin cé nhan do co
quan c6 tham quyén cap, con gié tri sa dung cuia nguoi yéu cau dang ky khai tir;
_- Ban chinh gidy to chimg minh noi cu tru cua nguoi chét dé xac dinh tham
quyén (chi &p dung trong giai doan chuyen tiep).
(Truwong hop gui hé so qua h¢ thong buwu chinh thi phai gui kém theo ban sao c6

ching thuc cac gidy to phdi xudt trinh. Trieng hop nép hé so qua hé thong ding ky
tryec tuyén thi phai g ban scan tir bdan chinh)

b) S6 lwong hd so: 01 bo.
4. Thoi han giai quyét: Ngay sau khi nhan du ho so hop 1é (nhan ho so sau 15 gio

ma khong giai quyét dugc ngay thi tra két qua trong ngay lam viéc tiép theo). Trudng
hop can xac minh thi thoi han giai quyét khdng qua 03 ngay lam viéc.

5. Béi tegng thyuc hién tha tuc hanh chinh: Ca nhan.

6. Co quan thyc hién thu tuc hanh chinh: Uy ban nhan dan cap xa & khu vyc bién
gidi noi nguoi chét 1a ngudi nude ngoai cu tra.

7. Két qua thuc hién tha tuc hanh chinh: Trich luc khai ti.

8. L¢é phi:

- 5.000 ddng/truong hop;

- Mién I¢ phi d6i véi truong hop dang ky khai tir ding han.

9. Tén mau don, mau to khai: To khai ding ky khai ti.

10. Y&u cau, diéu kién thuc hién tha tuc hanh chinh: Khéng.

11. Can ctr phap ly cua tha tuc hanh chinh:

- Luat HS tich nam 2014;

- Nghi dinh s6 123/2015/NP-CP ngay 15/11/2015 cua Chinh phu quy dinh chi
tiet mot so dieu va bién phép thi hanh Luat Ho tich;

- Thong tu sd 15/2015/TT-BTP ngay 16/11/2015 cua B Tu phap quy dinh chi
tiét mot so diéu cua Luat HO :[ich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015
cua Chinh phu quy dinh chi tiét mdt s6 di€u va bién phap thi hanh Luat Ho tich;

- Nghi quyét s6 26/2016/NQ-HDND ngay 15/12/2016 cia HDND tinh Ha Tinh
quy dinh vé muc thu, mien, giam, thu, nop, quan ly va su dung cac khoan phi, 1€ phi
thudc tham quyéen cua HDND tinh trén dia ban tinh Ha Tinh.

62



CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY KHAI TU

KN QU @) e,

Ho, Chir dém, t&n NGUOT YEU CAUS ......cvocveeeeeieeeseeeeeeeeeee et snenes
INOT CU T )1ttt ettt e st st e et n st st e e st s e s seetees
GIAY T LY thAN G) Lottt
QUAN N& VO NEUGT A8 CHEL: ...ttt
Pé nghi co quan ding ky khai tir cho ngudi cé tén duwéi day:

Ho, Chit d€m, tEN: ..o Giditinh: ..oooveeeeee
Ngay, thang, na8m SINN: ..o
DAN TOC: +vtveeeeeeeeeeeeeeeeeete ettt ee e, QUABC ICN: v,
NOi U 11 UG CUNG: @) oottt
GIAY T UY ThAN: @) Lottt
Di chét vao luc: ........... [ AR phit, ngay ............ thang .......... NAM eoveee,
INOT CREL oottt ettt ettt et et ettt ettt et ee e e et et et e e e et et e e er e
NGUYBN NNAN CREL ...voeeeeee ettt
S6 Giay béo tu/ Giay to thay thé Gidy bao tir: @ ......cvvveves e, o[ J
......................................................................... CAp NQAY ....... thang ..... nam ...........
T6i cam doan nhitng ndi dung khai trén déy la dung sy that va chiu trach nhiém
trudc phap luat vé cam doan ctia minh.
LM T@I2 o , ngay ...... thang ..... nam ...

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

() Ghi rd tén co quan thuc hién ding ky khai tt.

@ Ghi theo dia chi ding ky thuong trd; néu khong cé noi dang ky thuong tra thi
ghi theo dia chi dang ky tam trQ; treong hop khong c6 noi dang ky thuong tra va noi
dang ky tam trd thi ghi theo noi dang sinh séng.

@) Ghi thong tin v& gidy to tuy than nhu: ho chiéu, chitng minh nhan dan hoic
gidy to hop 1é thay thé (vi du: Ching minh nhan dan sé 001089123 do Cong an thanh
phd Ha Noi cip ngay 20/10/2004).

) Néu ghi theo Glay béo tir, thi gach cum tir “Glay to thay Gidy bao tu”; néu ghi
theo sé Gidy to thay Gidy bao tur thi ghi rd tén, sé gidy to va gach cum tir “Gidy bao
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12. Pang ky khai tir lvu dong

1. Trinh tu thuc hién:

Budc 1: Cong chirc Tu phap - Ho tich cép xa dugc giao nhiém vu dang ky khai
tu luu dong c6 trach nhiém chuan bi day du mau T¢ khai dang ky khai tir, giay to ho
tich va diéu kién can thiet dé thuc hién dang ky luu dong tai nha riéng hoac tai dia
diém to chire dang ky luu dong, bao dam thuan loi cho nguoi dan.

Tai dia diém dang ky h¢ tich luu dong, cong chire Tu phap - HO tich husng da~1n
ngudi yéu cau dién day du thong tin trong To khai dang ky khai tu; kiém tra cac gidy
t 1am co s& cho viée ding ky khai tir, viét Phiéu tiép nhan ho so.

Budc 2: Cong chie Tu phap - HO tich trinh Cha tich UBND x& ky Trich luc khai
ta.

Budc 3: Cong chirc Tu phép - HO tich dem theo Trich luc khai tr va S6 dang ky
khai tur dé tra két qua cho ngudi c6 yéu cau tai dia diém dang ky luu dong.

2. Céch thirc thuc hién: Truc tiép tai nha riéng hoic tai dia diém t6 chuc dang ky
luu dong.

3. Thanh phan, s6 luong ho so:

a) Thanh phan ho so gom:

* Gidy to' phdi ngp:

- To khai dang ky khai tir (theo mau quy dinh);

- Giay béo tir hoac gidy to thay cho Giay béo tu, gom:

+ Giay xac nhan viéc thi hanh an tir hinh déi véi nguoi chét do thi hanh an tir
hinh;

+ Ban 4n, quyet dinh c6 hiéu lyc cua Toa 4n doi véi truong hop mot ngudi b
Toa an tuyén bo l1a da chet;

+ Van ban Xécr nhén cua co quan cong an hoac két qua giam dinh cua Co quan
giam dinh phap y doi voi nguoi chét trén phuong tién giao thong, chét do tai nan, bi
giet, chét dot ngot hoac chét cd nghi van.

* Gidy to' phdi xudt trinh:

~ - Ban chinh mot trong céc giay to ching minh nhéan than 1a Giay CMND, Ho
chieu, The cén cudc cong dan hoac giay to khac co dan anh va thong tin ca nhan do co
quan co tham quyén cap, con gié tri su dung cua nguoi yéu cau dang ky khai tir;
- Ban chinh gidy to ching minh noi cu tra cqéi cling cua nguoi chét dé xac dinh
tham quyen (chi &p dung trong giai doan chuyén tiep).

Truong hop khong xac dinh duge noi cu tra cudi clng cua nguoi chét thi xuét
trinh giay to chung minh noi nguoi do chét hoac noi phat hién thi thé cua nguoi chét.

b) S6 luwong hd so: 01 bo.

4. Thoi han giai quyét: Trong 03 ngay lam viéc, ké tir ngay nhan du hd so hop 18.

5. Déi tugng thuc hién tha tuc hanh chinh: Ca nhan.

6. Co quan thuc hién tha tuc hanh chinh:

- Uy ban nhan dan cép X3 noi cur tri cudi cling cta ngudi chét;

- Uy ban nhan dan cép x4 noi ngudi do chét hodc noi phat hién thi thé nguoi chét
trong truong hop khong xac dinh dugc noi cu tri cudi cling ciia ngudi chét.

7. Két qua thuc hién thu tuc hanh chinh: Trich luc khai tir.

8. L¢ phi:
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- 5.000 ddng/truong hop;

- Mién 18 phi d4i véi trudng hop ding ky khai tir dung han; dang ky cho nguoi
thudc gia dinh c6 cong voi cdch mang; nguoi thudc ho ngheo; ngudi khuyet tat.

9. Tén mau don, mau to khai: To khai dang ky khai ti.

10. Yé&u cau, diéu kién thuc hién tha tuc hanh chinh:

Ngudi chét khong c6 nguoi than thich, nguoi than thich khong séng cung dia ban
xa hoac la nguoi gia, yéu, khuyet tat khong di dang ky khai tir duoc.

11. Cén ct phap ly caa tha tuc hanh chinh:

- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/NP-CP ngay 15/11/2015 cta Chinh phu quy dinh chi
tiét mgt s di€u va bién phap thi hanh Luat HJ tich;

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 cua B Tu phap quy dinh chi
tiet mot sO dicu cua Lut HO tich va Nghi dinh s0 123/2015/ND-CP ngay 15/11/2015
cua Chinh phu quy dinh chi tiét mgt s6 di€u va bién phap thi hanh Luat Ho tich;

- Nghi quyét s6 26/2016/NQ-HDND ngay 15/12/2016 cia HDND tinh Ha Tinh
quy dinh vé muc thu, mién, giam, thu, ndp, quan ly va st dung cac khoan phi, 1¢ phi
thudc tham quyén cia HDND tinh trén dia ban tinh Ha Tinh.

66



CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY KHAI TU

KINN QU ) ettt aes etete bt et e en s statetes enesasens
Ho, Chir dém, t&n NGUOT YEU CAUS ......cvocveeeeeieeeseeeeeeeeeee et snenes
INOT CU T )1ttt ettt e st st e et n st st e e st s e s seetees
GIAY T LY thAN G) Lottt
QUAN N& VO NEUGT A8 CHEL: ...ttt
Pé nghi co’ quan ding ky khai tir cho nguoi cé tén dwéi day:
Ho, Chit d€m, tEN: ..o Giditinh: ..oooveeeeee
Ngay, thang, na8m SINN: ..o
DAN TOC: +vtveeeeeeeeeeeeeeeeeete ettt ee e, QUABC ICN: v,
NOi U 11 UG CUNG: @) oottt
GIAY T UY ThAN: @) Lottt
Di chét vao luc: ........... [ AR phit, ngay ............ thang .......... NAM eoveee,
INOT CREL oottt ettt ettt et et ettt ettt et ee e e et et et e e e et et e e er e
NGUYBN NNAN CREL ...voeeeeee ettt
S6 Giay béo tu/ Giay to thay thé Gidy bao tir: @ ......cvvveves e, o[ J
......................................................................... CAp NQAY ....... thang ..... nam ...........
T6i cam doan nhitng ndi dung khai trén déy la dung sy that va chiu trach nhiém
trudc phap luat vé cam doan ctia minh.
LM T@I2 o , ngay ...... thang ..... nam ...

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

() Ghi rd tén co quan thuc hién ding ky khai tt.

@ Ghi theo dia chi ding ky thuong trd; néu khong cé noi dang ky thuong tra thi
ghi theo dia chi dang ky tam tra; treong hop khong c6 noi dang ky thuong tra va noi
dang ky tam trd thi ghi theo noi dang sinh séng.

@) Ghi thong tin v& gidy to tuy than nhu: ho chiéu, chitng minh nhan dan hoic
gidy to hop 1é thay thé (vi du: Chang minh nhan dan s6 001089123 do Céng an thanh
phd Ha Noi cip ngay 20/10/2004).

) Néu ghi theo Glay béo tir, thi gach cum tir “Glay to thay Gidy bao tu”; néu ghi
theo sé Gidy to thay Gidy bao tur thi ghi rd tén, sé gidy to va gach cum tir “Gidy bao
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13. Pang ky giam h¢

1. Trinh tu thuc hién:

Budc 1: Ca nhan nop ho so tai Bo phan tiép nhan va tra két qua cia UBND cap
xa. Cong chue Tu phap - HY tich ki€ém tra ho so, truong hop ho so chua day du, hop 1€
thi hudng dan nguoi nop ho so bo sung, hoan thién theo quy dinh; trudng hop khong
thé b6 sung, hoan thién ho so ngay thi phai lp vén ban huéng dan; truong hop ho so
day du, hgp 1€ thi tiép nhan ho so.

Budc 2: Cong chirc Tu phap - Ho tich trinh Chu tich UBND cap xa ky Trich luc
dang ky gidm ho.

Budc 3: Cong chirc Tu phap - Ho tich chuyen két qua cho B phan tiép nhan va
tra két qua dé tra cho ca nhan.

*Luuy:

+ Truong hop nguoi y&u cau np gidy to 1a ban sao dugc cap tir so goc hoac ban
sao dugc ching thuc tir ban chinh thi nguoi tiep nhan ho so khong dwoc yéu cau xuat
trinh ban chinh; néu nguoi yéu cau chi ngp ban chyp va xuat trinh ban chinh thi nguoi
tiep nhan ho so ki€m tra, doi chieu ban chup véi ban chinh va ky vao ban chup xac
nhan ve viéc da doi chieu ndi dung giay to do, khong dugc yéu cau nguoi di dang ky
nop ban sao c6 chung thuc giay to do.

+ Truong hop phap luat quy dinh XUt trinh glay to khi dang ky ho tich, nguoi
tiép nhan c6 trach nhiém klem tra gidy to Xuat trinh, dol chiéu vai thong tin trong To
khai va tra lai cho nguoi XUAt trmh, khong du’qg yéu cau nguoi fiang ky’ho tich nop
thém ban sao giay to d6. Nguoi tiep nhan co6 the chup 01 ban giay to xuat trinh hoac
ghi lai thong tin cua giay to xuat trinh d€ luu ho so.

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

2. Cach thuc thuc hién:

- Nguoi ¢6 yéu cau dang ky giam ho truc tiép thuc hién hoic uy quyén cho nguoi
khac thuc hién viéc dang ky giam ho;

- Tryc tiép tai tru so co quan hanh chinh nha nudc hoic gui hd so qua hé thong
buu chinh hoac gui ho so theo hé thong dang ky ho tich truc tuyen.

3. Thanh phan, s6 luong ho so:

a) Thanh phan ho so gom:

* Gidy to phdi ngp:

- To khai dang ky giam ho (theo mau quy dinh);

- Vin ban ctr nguoi gidm ho theo quy dinh cua Bo luat Dan su ddi véi dang ky
gidm ho cu;

Hoic gidy to ching minh diéu kién giam ho duong nhién theo quy dinh cua Bo
luat Dan su; van ban thoa thuan cur nguoi giam ho duong nhién trong truong hop co
nhiéu nguoi thugc dign giém ho duong nhién;

- Trudng hop iy quyén cho ngudi khac 1am thay thi phai c6 van ban uy quyen
dugc cdng chiing, chitng thuc theo quy dinh cua phap luat. Néu ngudi dugc uy quyén
la 6ng, ba cha, me, con, vo, chong, anh, chi, em rudt cua nguoi uy quyén thi van ban
uy quyén khéng phai cong ching, ching thyc nhung phai c6 gidy to chang minh vé
méi quan hé véi ngudi uy quyén.
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* Gidy to phdi xudt trinh:
~ Ban chinh mot trong céc gidy to chimg minh nhan than la Gidy CMND, Ho

chiéu, The cén cudc cong dan hodc giay to khac c6 dan anh va thong tin cé nhan do co
quan c6 tham quyén cap, con gié tri sa dung ciia nguoi yéu cau dang ky giam ho.

- Ban chinh gidy to chung minh noi cu tra cua nguoi dugc giam ho hoéc, nguoi
gidm h¢ dé xac dinh tham quyén dang ky (chi ap dung trong giai doan chuyen tiep).

(Truwong hop gui hé so qua h¢ thong buwu chinh thi phai gui kém theo ban sao c6
ching thuc cac gidy to phdi xudt trinh. Trieeng hop nép hé so qua hé thong ding ky
tryec tuyén thi phai g ban scan tir bdan chinh)

b) S6 lwong hd so: 01 bo.

4. Thoi han giai quyét: Trong ngay lam viéc, sau khi nhan du ho so hop 1¢ (nhan
ho so sau 15 gio ma khdng gidi quyet dugc ngay thi tra ket qua trong ngay lam viéc
tiép theo).

5. Béi tegng thyuc hién tha tuc hanh chinh: Ca nhan.

6. Co quan thuc hién thu tuc hanh chinh: Uy ban nhan dan cap xi noi cu tra cua
nguoi dugc gidm hd hoac nguoi gidm ho.

7. Két qua thuc hién tha tuc hanh chinh: Trich luc dang ky giam hé.

8. L¢é phi: Khéng.

9. Tén mau don, mau t& khai: To khai ding ky giam ho.

10. Yéu cau, diéu kién thuc hién thu tuc hanh chinh:

Cé nhan lam nguoi giam ho phai c¢6 da diéu kién lam giam ho sau day:

- C6 nang lyc hanh vi dan su day du.

- C6 tu cach dao dic tot va cac didu kién can thiét dé thuc hién quyén, nghia vu
cua nguoi giam ho.

- Khong phi 1a nguoi dang bi truy ciu trach nhiém hinh su hodc nguoi bi két an
nhung chua dugc x0a an tich vé mét trong cac toi co y xam pham tinh mang, strc khoe,
danh dy, nhan pham, tai san ctia nguoi khac.

- Khdng phai 1a nguoi bi Toéa an tuyén bb han ché quyén dbi véi con chua thanh
nién.

11. Can ctr phap ly cua tha tuc hanh chinh:

- B0 luat Dan sy nam 2015;

- Luat HS tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 caa Chinh phu quy dinh chi
tiet mot so dieu va bién phép thi hanh Luat Ho tich;

- Thong tu sd 15/2015/TT-BTP ngay 16/11/2015 cua B Tu phap quy dinh chi
tiét mot so diéu cua Luat HO :[ich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015
cua Chinh phu quy dinh chi tiét mdt s6 di€u va bién phap thi hanh Luat Ho tich;

- Nghi quyet s6 26/2016/NQ-HDND ngay 15/12/2016 ciia HDND tinh Ha Tinh
quy dinh vé marc thu, mien, giam, thu, nop, quan ly va s dung cac khoan phi, 1¢ phi
thuoc tham quyen ciia HDND tinh trén dia ban tinh Ha Tinh.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phac

TO KHAI PANG KY GIAM HQ
KINN QU Q) e,

Ho, chir dém, t&n nguoi YEU CAU .......ooeevecvceeeereeee s Gigi tinh ...........
NOT CU T @ttt s ettt r e st ettt sn e e e,
GIAY tO TUY thAN: @) Lttt
Pé nghi co quandiing ky viéc giam h gitta nhitng ngwoi co tén dwéi day:
Nguoi giam ho:

HO, Chlt d€m, 1N . ..o Gidgi tinh ..............
Ngay, thang, NAm SINN: ....cooiiiiiii e
DAN EOC: vttt ettt ettt ee e e e, QUABC tICN: oo,

GIAY tO TUY thAN: @) ettt
Nguwoi dwgc gidm h:

[ O T 1 e 13 . O =] o R Gigitinh ...
Ngay, thang, na8m SINh: ...
DAN EOC: vttt ee oottt ettt ee et QUABC ICh: v,
NOT CU T Bttt ettt ettt e et s e et et n et e e s eesaeans
Gidy khai SINh/GIAY 1 tUY ThAN: ....cvveceeececeesceee et
Ly do dang Ky giam hQ: ...
T6i cam doan nhing ndi dung khai trén day 1a dung sy that va chiu trach nhiém

trudc phap luat vé cam doan cia minh.

LaM t@i: oo , hgay ......thang ...... nam ........

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

Chd thich:
1) Ghi 13 tén co quan ding ky giam ho.
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@ Ghi theo noi dang ky thuong trd, néu khong ¢ noi dang ky thuong tra thi ghi
theo noi dang ky tam tr(; truong hop khong c6 noi dang ky thuong trd va noi dang ky
tam tra thi ghi theo noi dang sinh séng.

) Ghi thong tin vé gidy to tuy than nhu: ho chiéu, chitng minh nhan dan hoic
gidy to hop 1é thay thé (vi du: Ching minh nhan dan sé 001089123 do Céng an thanh
phd Ha Noi cap ngay 20/10/2014).

72



14. Ding ky cham dirt giam hg

1. Trinh tu thuc hién:

Budc 1: Ca nhan nop ho so tai Bo phan tiép nhan va tra két qua cia UBND cap
xa. Cong chue Tu phap - HY tich ki€ém tra ho so, truong hop ho so chua day du, hop 1€
thi hudng dan nguoi nop ho so bo sung, hoan thién theo quy dinh; trudng hop khong
thé b6 sung, hoan thién ho so ngay thi phai lp vén ban huéng dan; trudng hop ho so
day du, hgp 1€ thi tiép nhan ho so.

Budc 2: Cong chire Tu phap - HY tich trinh Chi tich UBND cép xé ky Trich luc
dang ky cham duat giam ho.

Budc 3: Cong chirc Tu phap - HY tich chuyen két qua cho B phan tiép nhan va
tra két qua dé tra cho ca nhan.

* Luu y:

+ Truong hop nguoi y&u cau np gidy to 1a ban sao dugc cap tir so goc hoac ban
sao dugc ching thuc tir ban chinh thi nguoi tiep nhan ho so khong dwoc yéu cau xuat
trinh ban chinh; néu nguoi yéu cau chi ngp ban chyp va xuat trinh ban chinh thi nguoi
tiep nhan ho so ki€m tra, doi chieu ban chup voi ban chinh va ky vao ban chup xac
nhan ve viéc da doi chieu ndi dung giay to do, khong dugc yéu cau nguoi di dang ky
nop ban sao c6 chung thuc giay to do.

+ Truong hop phap luat quy dinh XUt trinh glay to khi dang ky ho tich, nguoi
tiép nhan c6 trach nhiém klem tra gidy to Xuat trinh, dol chiéu vai thong tin trong To
khai va tra lai cho nguoi XUAt trmh, khong du’qg yéu cau nguoi fiang ky’ho tich nop
thém ban sao giay to d6. Nguoi tiep nhan co6 the chup 01 ban giay to xuat trinh hoac
ghi lai thong tin cua giay to xuat trinh d€ luu ho so.

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

2. Cach thuc thuc hién:

- Nguoi ¢d yéu cau dang ky cham dirt gidm ho tryc tiep thuc hién hoac ty quyen
cho nguoi khac thuc hién viéc dang ky cham dat giam ho;

- Tryc tiép tai try so co quan hanh chinh nha nudc hoic gui hd so qua hé thong
buu chinh hoac gui ho so theo hé thong dang ky ho tich truc tuyen.

3. Thanh phan, s6 luong ho so:

a) Thanh phan ho so gom:

* Gidy to phdi ngp:

- To khai ding ky chdm dat giam ho (theo mau quy dinh);

- Giay to 1am can ctr cham dat giam ho theo quy dinh cia Bo luat Dan sy;

- Truong hop iy quyén cho ngudi khéac lam thay thi phai c6 van ban uy quyen
dugc cdng chiing, chitng thuc theo quy dinh cua phap luat. Néu ngudi dugc uy quyén
la 6ng, ba, cha, me, con, v, chdng, anh, chi, em rudt caa nguoi uy quyén thi van ban
uy quyén khéng phai cong ching, ching thyc nhung phai c6 gidy to chung minh vé
mbi quan hé véi ngudi uy quyén.

* Gidy to' phdi xudt trinh:

Ban chinh mot trong cac gidy to chiing minh nhan than 1a Gidy CMND, Hb
chiéu, Thé can cudc cdng dan hoac giay to khac c6 dan anh va thong tin ca nhan do co
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quan c6 thim quyén cap, con gia tri sir dung cia ngudi yéu cau ding ky cham dut
gidm ho.

(Truwong hop gui ho so qua hé thong buwu chinh thi phai gui kem theo ban sao c6
chirng thuc gidy to phdi xudt trinh. Trieong hop nép hé so qua hé thong dang ky truc
tuyén thi phdi gi#i ban scan tir ban chinh)

b) S6 lwgng hd so: 01 bo.

4. Thoi han giai quyét: Trong ngay lam viéc, sau khi nhan du ho so hop 1¢ (nhan
ho so sau 15 gio ma khong giai quyet duoc ngay thi tra ket qua trong ngay lam viéc
tiép theo).

5. Béi tegng thyuc hién tha tuc hanh chinh: Ca nhan.

6. Co quan thuc hién tha tuc hanh chinh: Uy ban nhan dan cép xi noi da dang ky
giam ho trude day.

7. Két qua thyc hién thu tuc hanh chinh: Trich luc dang ky cham duat giam ho.

8. L¢é phi: Khong.

9. Tén mau don, mau to khai: To khai ding ky cham duat giam ho.

10. Yé&u cau, diéu kién thuc hién thu tuc hanh chinh:

Viéc gidm ho cham dut trong cc truong hop sau day:

- Ngudi dugc giam ho da co nang luc hanh vi dan su day du;

- Ngudi dugc giam ho chét;

- Cha, me Cua nguoi duoc giam ho 13 ngudi chua thanh nién da c6 da diéu kién
dé thuc hién quyén, nghia vu ctia minh;

- Nguoi dugc giam ho dugc nhan lam con nui.
11. Can ctr phap ly cua tha tuc hanh chinh:

- B0 luat Dan sy nam 2015;

- Luat HS tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 caa Chinh phu quy dinh chi
tiet mot so dieu va bién phép thi hanh Luat Ho tich;

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 cua B Tu phap quy dinh chi
tiét mot so diéu cua Luat HO :[ich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015
cua Chinh phu quy dinh chi tiét mdt s6 di€u va bién phap thi hanh Luat Ho tich;

- Nghi quyet s6 26/2016/NQ-HDND ngay 15/12/2016 ciia HDND tinh Ha Tinh
quy dinh vé marc thu, mien, giam, thu, nop, quan ly va s dung cac khoan phi, 1¢ phi
thuoc tham quyén cua HDND tinh trén dia ban tinh Ha Tinh.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phac

TO KHAI PANG KY CHAM DUT GIAM HQ

Ho, chir dém, t&n NGUoT YEU CAU .......cveveeeeereeeeeeeeeese et
INOT CU T Bttt sttt sttt n et s st st e s seeaeas
GIAY tO TUY thAN: @) Lttt
Pé nghico quan ding ky cham dirt viéc giam h giira:

Nguwoi giam ho:

Ho, Chit A€M, tBN: .. Gigitinh: ....ooevvnne.
Ngay, thang, NAM SINN: ....cceiiiii e
DAN EOC: 1ttt ettt QUABC tICN: e,
P e o110 RS TR
GIAY tO TUY thAN: @) ettt
Nguwoi dwgc giam ho:

HO, Chlt d€m, tEN: ..eeeeiiee e Gidgi tinh: .o
Ngay, thang, NAM SINN: ....ccviiiiii e

NOT CU T B ettt ettt ettt e et e et st e e et s e s st st e e sesaees
Gidy khai sinh/Gidy to tly thAn: G).........c.oveeeereeeeeeeeeee et
Pa dang ky giam ho tai quyen s6: .......ccvvvveveevenens. T R

To61 cam doan nhitng ndi dung khai trén day la dang su that va chiu trach nhiém
trude phap luat vé cam doan ctia minh.
LaM t@i: oo , ngay ...... thang ..... nam ...

Ngudi yéu cau
(Ky, ghi rd ho, chir dém, tén)
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Chd thich:
) Ghi 13 tén co quan ding ky chdm dut giam ho.
@ Ghi theo noi ding ky thuong trd, néu khong c6 noi dang ky thuong tra thi ghi

theo noi dang ky tam tra; treong hop khong c6 noi dang ky thuong tri va noi dang ky
tam tr0 thi ghi theo noi dang sinh song.

~ ® Ghi thdng tin vé gidy to tily than nhu: h¢ chiéu, ching minh nhan dan hoac
gidy to hop 1€ thay the (vi du: Chirng minh nhan dan s6 001089123 do Cbng an thanh
pho Ha Noi cap ngay 20/10/2014).

) Ghi tén co quan diang ky giam ho trude day.
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15. Pang ky nhan cha, me, con

1. Trinh tu thuc hién:

Budc 1: Ca nhan nop hd so tai Bo phan tiép nhan va tra két qua caia UBND cap
x4. Cong chtrc Tu phéap - Ho tich kiém tra ho so, truong hop hd so chua day da, hop 16
thi huéng dan nguoi ndp hd so bd sung, hoan thién theo quy dinh; trudng hop khdng
thé bo sung, hoan thién hd so ngay thi phai lap vin ban huéng dan; néu hd so day du,
hop 1é thi tiép nhan hd so va viét phiéu hen tra két qua.

Budc 2: Cong chirc Tu phap - Ho tich trinh Chu tich UBND cap xa ky Trich luc
dang ky nhan cha, me, con.

Budc 3: Cong chac Tu phap - Ho tich ghi vao S6 ho tich, cing ngudi di dang ky
ho tich ky vao S6 va trao két qua cho cac bén.

*Luuy:

+ Truong hop ngudi yéu cau nop gidy to 1a ban sao dugc cap tir s6 goc hoac ban
sao duoc chirng thuc tir ban chinh thi ngudi tiép nhan ho so khéng duoc yéu cau xuat
trinh ban chinh; néu nguoi yéu cau chi nop ban chup va xuat trinh ban chinh thi nguoi
tiép nhan ho so kiém tra, ddi 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 dang ky
nop ban sao c6 chung thuc giay to do.

+ Truong hop phap luat quy dinh XUt trinh glay to khi dang ky ho tich, nguoi
tiép nhan c6 trach nhiém klem tra gidy to Xuat trinh, dol chiéu vai thong tin trong To
khai va tra lai cho ngudi xuét trinh, khong dwoc yéu cau ngudi dang ky ho tich nop
thém ban sao gidy to d6. Nguoi tiép nhan cd thé chup 01 ban gidy to xuat trinh hoac
ghi lai thong tin cua gidy to xuat trinh dé luu ho so.

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

2. Céch thirc thuc hién: Tryc tiép tai tru 6 co quan hanh chinh nha nudc.

3. Thanh phan, s6 luong ho so:

a) Thanh phan ho so gom:

* Gidy to phdi ngp:

- To khai dang ky nhan cha, me, con (theo mau quy dinh);

- Chang ctr chitng minh méi quan hé cha, me, con gdm mat trong cac giay to, tai
liéu sau:

+ Vin ban cua co quan y té, co quan giam dinh hoic co quan khac c6 tham
quyén & trong nudc hodc nudc ngoai xac nhan quan hé cha con, quan hé me con.

+ Trudng hop khong c6 vin ban trén thi phai ¢ thu tir, phim anh, bang, dia, d6
dung, vat dung khac chang minh méi quan hé cha con, quan hé me con va vin ban
cam doan ctia cha, me vé viéc tré em Ia con chung cua hai ngudi, €6 it nhat hai nguoi
than thich cua cha, me lam chang.

* Gidy to' phdi xudt trinh:

- Ban chinh mét trong céc gidy to chitng minh nhan than 1a Giay CMND, Hb
chiéu, Thé can cudc cong dan hoic gidy to khac c6 dan anh va thong tin ca nhan do co
quan c6 tham quyeén cap, con gia tri st dung cua nguoi yéu cau dang ky nhan cha, me,
con.
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- Ban chinh gidy t& chimg minh noi cu tréi ciia ngudi nhan hodc ngudi dugc nhan
la cha, me, con dé xac dinh tham quyén (chi 4p dung trong giai doan chuyén tiép).

b) S6 lwgng hd so: 01 bo.

4. Thoi han giai quyét: Trong ngay lam viéc, sau khi nhan du hé so hop 1é (nhan
hd so sau 15 gio ma khong giai quyét duoc ngay thi tra két qua trong ngay lam viéc
tiép theo). Truong hop can phai xac minh thi thoi han giai quyét khdng quéa 05 ngay
lam viéc.

5. Béi twong thuc hién thu tuc hanh chinh: C& nhan.

6. Co quan thuc hién thu tuc hanh chinh: Uy ban nhan dan cap xi noi cu tra cua
nguoi nhan hoac nguoi dugc nhan la cha, me, con.

7. Két qua thyc hién tha tuc hanh chinh: Trich luc dang ky nhan cha, me, con.

8. L¢é phi:

- 12.000 ddng/trudng hop;

- Mién 1& phi cho nguoi thuge gia dinh c6 cong vei cach mang; nguoi thuoc ho
ngheo; nguoi Khuyet tat.

9. Tén mau don, mau to khai: To khai diang ky nhan cha, me, con.

10. Yé&u cau, diéu kién thuc hién thu tuc hanh chinh:

- Viéc nhan cha, me, con khong cé tranh chap;

- Bén nhan, bén dugc nhan 1a cha, me, con déu con séng vao thoi diém dang ky
nhan cha, me, con

- Khi dang ky viéc nhan cha, me, con thi cac bén cha, me, con phai cé mat.

11. Can ctr phap ly cua tha tuc hanh chinh:

- Luat HO tich nam 2014;

- Luat Hon nhan va Gia dinh nam 2014;

- Nghi dinh s6 123/2015/NP-CP ngay 15/11/2015 cua Chinh phu quy dinh chi
tiet mot so dieu va bién phap thi hanh Luat Ho tich;

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 cta B Tu phap quy dinh chi
tiét mot s6 didu cta Lut H tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015
cua Chinh phu quy dinh chi tiét mgt s6 di€u va bién phap thi hanh Luat Ho tich;

- Nghi quyet s6 26/2016/NQ-HDND ngay 15/12/2016 ctia HDND tinh Ha Tinh
quy dinh vé mac thu, mien, giam, thu, nop, quan ly va s dung cac khoan phi, 1¢ phi
thuoc tham quyén cua HDND tinh trén dia ban tinh Ha Tinh.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phac

TO KHAI PANG KY NHAN CHA, ME, CON

Ho, chir dém, tén ngudi yéu cau:
Ngay, thang, NAm STNN: .......oooiiii e

NOT CU TG Lttt sttt et s sttt re e e s,
GIAY tO TUY thAN @) .ottt
Quan hé véi ngudi Nhan cha/me/CoNM:.........c.coveeecceece e,
Pé nghi Quy co quan cong nhin ngudi cé tén duwdi day:

[ Lo T 1 g 13 4 1O =T o TR
Ngay, thang, NAM SINN: ....ccviiiii e

INOT CU T @ttt ettt b st sttt n e

GIAY T UY ThAN )2 oottt

La..ooiieenenn, cua nguoi co tén duwdi diy:

[ (O TR0 011 Qe £ 2 TR (=1 1SS

Ngay, thang, na8m SINN: ...

DAN EOC: et eveeeeeeeeeeeeeeee ettt ettt ettt QUABC HICN: v

P L e o110 TR

GIAY T TUY thANG): ..ottt

To6i cam doan viéc Qhefm ....................................... noi trén 1a ding sy that, tu
nguyén, khong co tranh chap va chiu trdch nhiém trudc phap luat vé cam doan cua
minh.

Kinh dé nghi Quy co quan ding ky.

Lamtai.....c.coooooeveiiieieee ngay ........... thdng............ nam............
Ngudi yéu cau
(Ky, ghi rd ho, chir dém, tén)
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Y Kkién ciia ngudi hién dang 1a me hoic cha®Y kién cia nguwoi dwoc nhan 13
cha, me, con®
Tai liéu guri kém theo To khai:

Chd thich:

(1) Ghi 6 tén co quan ding ky;

@ Ghi theo dija chi ding ky thuong tra; néu khéng c6 noi ding ky thuong tra thi
ghi theo dia chi dang ky tam trt; truong hop khong c6 noi dang ky thuong tra va noi
dang ky tam tru thi ghi theo noi dang sinh song.

~ © Ghi thong tin vé gidy to tuy than nhu: ho chiéu, chimg minh nhan dan hodc
gidy to hop 1€ thay thé (vi du: Ching minh nhén dén s6 001089123 do Cong an thanh
pho Ha N1 cap ngay 20/10/2004);

) Chi can thiét trong truong hop nguoi khai khéng dong thoi 1a ngudi nhan
cha/me/con;

®) Chi can thiét trong truong hop cha hoac me nhan con chua thanh nién hogc
ngudi da thanh nién nhung mat ning luc hanh vi dan sy, ghi 'y klen cta nguoi la cha
neu me la ngudi yéu cau, y klen ngudi me néu cha 1a ngudi yéu cau (trir truong hop

nguoi d6 da chét, mat tich, mat ning lyc hanh vi dan sy hoic han ché nang luc hanh vi
dan su);

) Chi can thiét trong truong hop nguoi dugc nhan 1a tré em tir da 9 tudi tro 18n.
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16. Pang ky nhan cha, me, con c6 yéu té nwéc ngoai tai khu vuc bién giéi

1. Trinh tu thuc hién:

Budc 1: Ca nhan nop ho so tai Bo phan tiép nhan va tra két qua cia UBND cap
xa. Cong chue Tu phap - HY tich ki€ém tra ho so, truong hop ho so chua day du, hop 1€
thi hudng dan nguoi nop ho so bo sung, hoan thién theo quy dinh; trudng hop khong
thé b6 sung, hoan thién ho so ngay thi phai lap vén ban huéng dan; trudng hop ho so
day du, hop 1€ thi tiep nhan ho so va viét phiéu hen tra két qua.

Budc 2: Cong chirc Tu phap - Ho tich trinh Chu tich UBND cap xa ky Trich luc
dang ky nhan cha, me, con.

Budc 3: Cong chue Tu phap - HO tich ghi vao S6 ho tich, cung nguoi di dang ky
ho tich ky vao So va trao két qua cho cac bén..

*Luuy:

+ Truong hop nguoi y&u cau np gidy to 1a ban sao dugc cap tir so goc hoac ban
sao dugc ching thuc tir ban chinh thi nguoi tiep nhan ho so khong dwoc yéu cau xuat
trinh ban chinh; néu nguoi yéu cau chi ngp ban chyp va xuat trinh ban chinh thi nguoi
tiep nhan ho so ki€m tra, doi chieu ban chup voi ban chinh va ky vao ban chup xac
nhéan ve viéc da doi chieu ndi dung giay to do, khong dugc yéu cau nguoi di dang ky
nop ban sao c6 chung thuc giay to do.

+ Truong hop phap luat quy dinh XUt trinh glay to khi dang ky ho tich, nguoi
tiép nhan c6 trach nhiém klem tra gidy to Xuat trinh, dol chiéu vai thong tin trong To
khai va tra lai Cl}o nguoi XUAt trmh, khong du’qg yéu cau nguoi fiang ky’ho tich nop
thém ban sao giay to d6. Nguoi tiep nhan co6 the chup 01 ban giay to xuat trinh hoac
ghi lai thong tin cua giay to xuat trinh d€ luu ho so.

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

2. Céch thirc thuc hién: Tryc tiép tai tru ¢ co quan hanh chinh nha nudc.

3. Thanh phan, s6 luong ho so:

a) Thanh phan ho so gom:

* Gidy to phdi ngp:

- To khai dang ky nhan cha, me, con (theo mau quy dinh);

- Ching ctr chiing minh méi quan hé cha, me, con, gém mét trong céc gidy to, tai
liéu sau:

+ Vin ban cta co quan y té, co quan giam dinh hoic co quan khac c6 tham
quyén ¢ trong nudc hodc nudc ngoai Xac nhan quan hé cha con, quan hé me con.

+ Trudng hop khong c6 vin ban trén thi phai ¢ thu tir, phim anh, bang, dia, d6
dung, vat dung khac chang minh moi quan h¢ cha con, quan hé me con va vén ban
cam doan cua cha, me veé viéc tré em la con chung cta hai nguoi, cd it nhat hai nguoi
than thich cua cha, me lam chang.

- Ban sao giay to chang minh nhan than, ching minh noi thuong trd ¢ khu vuc
bién gigi cta cong dan nude lang gieng.

* Gidy to' phdi xudt trinh:

- Ban chinh mét trong céc gidy to chitng minh nhan than 1a Giay CMND, Hb
chiéu, Thé can cudc cdng dan hoac giay to khac c6 dan anh va thong tin ca nhan do co
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quan c6 tham quyén cip, con gia tri st dung cua nguoi yéu cau diang ky nhan cha, me,
con.

- Ban chinh gidy to chimg minh noi thuong trd cia nguoi nhan hodc nguoi duoc
nhéan cha, me, con !a cdng dan Viét Nam dé xac dinh tham quyeén (chi ap dung trong
giai doan chuyén tiep).

b) S6 lwgng hd so: 01 bo.

4. Thoi han giai quyét: Trong 03 ngay lam vigc, ke tir ngay nhan du ho so hop I&.
Truong hop can phai xac minh thi thoi han giai quyét khéng qua 12 ngay lam viéc.

5. Péi twong thyc hién tha tuc hanh chinh: Cé nhan.

6. Co quan thuc hién tha tuc hanh chinh: Uy ban nhan dan cap xa ¢ khu vyc bién
gidi noi cong dan Viét Nam thuong tru.

7. Két qua thyc hién tha tuc hanh chinh: Trich luc dang ky nhan cha, me, con.

8. Lé phi: 12.000 dong/trudng hop.

9. Tén mau don, mau to khai: To khai dang ky nhan cha, me, con.

10. Y&u ciu, diéu kién thuc hién thu tuc hanh chinh:

- Viéc nhan cha, me, con khong cé tranh chap;

- Bén nhan, bén duogc nhan 1a cha, me, con déu con séng vao thoi diém dang ky
nhan cha, me, con;

- Gidy to do co quan ¢6 tham quyén cua nudce lang giéng lap, cap hoic xéac nhan
phai duoc dich ra tiéng Viét va c6 cam két cia nguoi dich vé viéc dich dung ndi
dung.

- Khi dang ky viéc nhan cha, me, con thi cac bén cha, me, con phai cé mat.

- Cong dan cua nuoc lang giéng phai thuong trd tai don vi hanh chinh twong
duong cap xa cua Viét Nam, tiép giap voi xa ¢ khu vuc bién gidi cua Viét Nam noi
céng dan Viét Nam thuong tru.

11. Can ctr phap ly cua tha tuc hanh chinh:

- Luat HS tich nam 2014;

- Luat Hon nhan va Gia dinh nam 2014;

- Nghi dinh s6 123/2015/NP-CP ngay 15/11/2015 cua Chinh phu quy dinh chi
tiet mot so dieu va bién phép thi hanh Luat Ho tich;

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 cua B Tu phap quy dinh chi
tiét mot so diéu cua Luat HO :[ich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015
cua Chinh phu quy dinh chi tiét mdt s6 di€u va bién phap thi hanh Luat Ho tich;

- Nghi quyét s6 26/2016/NQ-HPND ngay 15/12/2016 cia HDND tinh Ha Tinh
quy dinh vé muc thu, mien, giam, thu, nop, quan ly va s dung cac khoan phi, 1€ phi
thudc tham quyéen cua HDND tinh trén dia ban tinh Ha Tinh.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phac

TO KHAI PANG KY NHAN CHA, ME, CON

Ho, chir dém, tén ngudi yéu cau:
Ngay, thang, NAm STNN: .......oooiiii e

NOT CU TG Lttt sttt et s sttt re e e s,
GIAY tO TUY thAN @) .ottt
Quan hé véi ngudi Nhan cha/me/CoNM:.........c.coveeecceece e,
Pé nghi Quy co quan cong nhan ngudi cé tén dwdi day:

[ Lo T 1 g 13 4 1O =T o TR
Ngay, thang, NAM SINN: ....ccviiiii e

INOT CU T @ttt ettt b st sttt n e

GIAY T UY ThAN )2 oottt

La..ooiieenenn, cua nguoi co tén duwdi diy:

[ (O TR0 011 Qe £ 2 TR (=1 1SS

Ngay, thang, na8m SINN: ...

DAN EOC: v eveeeeeeeeeeeeeeeee ettt ettt QUABC HICN: v

P L e o110 TR

GIAY T TUY thANG): ..ottt

To6i cam doan viéc Qhén ....................................... noi trén la d@ng su that, tu
nguyén, khong co tranh chap va chiu trdch nhiém trudc phap luat vé cam doan cua
minh.

Kinh dé nghi Quy co quan ding ky.

Lamtai.....c.coooooeveiiieieee ngay ........... thdng............ nam............
Ngudi yéu cau
(Ky, ghi rd ho, chir dém, tén)
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Y Kién ciia ngwoi hién dang 13 me hoic cha® Y Kién ciia nguwoi dwoc nhan la
cha, me, con®
Tai liéu guri kém theo To khai:

Chd thich:

(1) Ghi 6 tén co quan ding ky;

@ Ghi theo dja chi ding ky thuong tra; néu khéng c6 noi ding ky thuong tra thi
ghi theo dia chi dang ky tam tr(; truong hop khong c¢6 noi dang ky thuong tra va noi
dang ky tam tru thi ghi theo noi dang sinh song.

) Ghi thong tin vé gidy to tuy than nhu: ho chiéu, ching minh nhin ddn hodc
gidy to hop 1€ thay thé (vi du: Chimg minh nhan dan s6 001089123 do Cong an thanh
pho Ha N1 cap ngay 20/10/2004);

) Chi can thiét trong truong hop nguoi khai khéng dong thoi 1a ngudi nhan
cha/me/con;

®) Chi can thiét trong truong hop cha hoac me nhan con chua thanh nién hogc
nguoi da thanh nién nhung mat ning luc hanh vi dan sy, ghi y klen cta nguoi la cha
néu me la ngudi yeu cau, y klen ngudi me néu cha 1a ngudi yéu cau (trir truong hop

ngudi d6 da chét, mat tich, mat ning luc hanh vi dan sy hoac han ché ning luc hanh vi
dan su);

) Chi can thiét trong truong hop nguoi dugc nhan 1a tré em tir da 9 tudi tro 18n.
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17. Diing ky khai sinh két hgp ding ky nhan cha, me, con

1. Trinh tu thuc hién:

Budgc 1: Ca nhan nop hd so tai B phan tiép nhan va tra két qua caia UBND cép
x4. Cong chtrc Tu phéap - Ho tich kiém tra ho so, truong hop hd so chua day da, hop 18
thi huéng dan nguoi ndp hd so bd sung, hoan thién theo quy dinh; trudng hop khong
thé bo sung, hoan thién hd so ngay thi phai lap van ban husng dan; truong hop hd so
day du, hop 18 thi tiép nhan ho so va viét phiéu hen tra két qua.

Budc 2: Cong chirc Tu phap - Ho tich trinh Chu tich UBND cap xa ky Trich luc
dang ky nhan cha, me, con va Gidy khai sinh.

Budc 3: Cong chic Tu phap - Ho tich ghi vao S6 ho tich, cing ngudi di dang ky
ho tich ky vao S6 va trao két qua cho cac bén.

*Luuy:

+ Truong hop ngudi yeu cau nop gidy to 1a ban sao duoc cap tir s6 goc hogc ban
sao dugc chung thyuc tir ban chinh thi ngudi tiép nhan hd so khéng duoc yéu cau xuat
trinh ban chinh; néu nguoi yéu cau chi nop ban chup va xuat trinh ban chinh thi nguoi
tiép nhan ho so kiém tra, d6i chiéu ban chup vai ban chinh va ky vao ban chup xac
nhan vé viéc da d6i chiéu noi dung gidy to do, khong dugc yéu ciu ngudi di dang ky
nop ban sao ¢6 ching thuc gidy to do.

+ Truong hop phap ludt quy dinh XUt trinh glay to khi dang ky ho tich, nguoi
tiép nhan cé trach nhiém klem tra gidy to Xuat trinh, d0| chiéu vai thong tin trong To
khai va tra lai cho nguoi xuat trinh, khong duoc yéu cau nguoi diang ky ho tich nop
thém ban sao gidy to d6. Nguoi tiép nhan cé thé chup 01 ban gidy to xuat trinh hoac
ghi lai théng tin cua gidy to xuat trinh dé luu ho so.

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

2. Céch thure thyc hién: Truc tiép tai tru s co quan hanh chinh nha nudc.

3. Thanh phan, s6 luong ho so:

a) Thanh phan ho so gom:

* Gidy to phdi ngp:

- To khai ding ky khai sinh va T¢ khai ding ky nhan cha, me, con (theo mau quy
dinh);

- Ban chinh Gidy chiing sinh; trudng hop khong cé Gidy ching sinh thi ndp vin
ban ciia nguoi lam chimg xac nhan vé viée sinh; néu khong co nguoi lam ching thi
phai c6 gidy cam doan vé viéc sinh;

- Chig cir chimg minh méi quan hé cha, me, con, gdm mot trong cac gidy to, tai
liéu sau:

+ Vin ban cta co quan y té, co quan giam dinh hodc co quan khac c6 thim
quyén O trong nudc hoac nudc ngoai xac nhan quan hé cha con, quan hé me con.

+ Truong hop khong c6 van ban trén thi phai co thu tir, phim anh, bang, dia, do
ding, vat dung khac chang minh méi quan hé cha con, quan hé me con va vin ban
cam doan ctia cha, me vé viéc tré em Ia con chung cua hai ngudi, €6 it nhat hai nguoi
than thich caa cha, me lam chung.

* Gidy to' phdi xudt trinh:
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~ - Ban chinh mot trong céc gidy to chang minh nhan than 1a Gidy CMND, Ho
chieu, The can cudc cong dan hodc giay to khac c6 dan anh va thong tin cé nhan do co
quan cé tham quyen cap, con gia tri sir dung cta nguoi yéu cau dang ky;

- Ban chl'n‘h gidy to ching minh noi cu tra ctia nguoi yéu cau dang ky dé ching
minh tham quyen dang ky khai sinh, nhén cha, me, con (chi ap dung trong giai doan
chuyeén tiep).

b) S6 lwong hd so: 01 bd.

4. Thoi han giai quyét:

- Dang ky khai sinh: Ngay sau khi nhan du gidy to hop 1é (nhan hé so sau 15 gid
ma khoéng giai quyeét dugc ngay thi tra két qua trong ngay lam viéc tiep theo).

- Bang ky nhan cha, me, con: Trong ngay lam viéc, sau khi nhan du hd so hop 1é
(nhan ho so sau 15 gio ma khong giai quyet duoc ngay thi tra ket qua trong ngay lam
viéc tiep theo). Truong hop can phai xa4c minh thi thoi han giai quyét khéng qua 05
ngay lam viéc.

5. Béi twong thuc hién thu tuc hanh chinh: C& nhan.

6. Co quan thuc hién thu tuc hanh chinh: UBND cip x3 noi cu tra ctia ngudi cha
hodc nguoi me.

. Két qua thyc hién tha tuc hanh chinh: Trich luc diang ky nhan cha, me, con va
Giay khai sinh.

8. L¢é phi:

- Pang ky khai sinh: 5.000 dong/truong hop.

- Pang ky nhan cha, me, con: 12.000 dong/trudng hop.

Mién Ié phi ddi véi truong hop dang ky khai sinh dung han; ngudi thuge gia dinh
€6 cbng vaéi cdch mang; nguoi thudc ho ngheo; ngudi kKhuyet tat.

9. Tén mau don, mau t& khai: To khai ding ky khai sinh; To khai ding ky nhan
cha, me, con.

10. Y&u cau, diéu kién thuc hién tha tuc hanh chinh:

- Viéc nhan cha, me, con khong ¢ tranh chap.

- Bén nhan, bén dugc nhan 1a cha, me, con déu con séng vao thoi diém dang ky
nhan cha, me, con.

- Khi dang ky viéc nhan cha, me, con thi cac bén cha, me, con phai cé mat.

11. Can ctr phép ly cua thu tuc hanh chinh:

- Luat Ho tich nam 2014;

- Luat Hon nhan va Gia dinh nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 caa Chinh phu quy dinh chi
tiet mot so dieu va bién phép thi hanh Luat Ho tich;

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 cta B Tu phap quy dinh chi
tiét mot s diéu ciia Lugt H tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015
cua Chinh phu quy dinh chi tiét mgt s6 di€u va bién phap thi hanh Luat Ho tich;

- Nghi quyet s6 26/2016/NQ-HDND ngay 15/12/2016 ctia HDND tinh Ha Tinh
quy dinh vé marc thu, mien, giam, thu, nop, quan ly va s dung cac khoan phi, 1¢ phi
thuoc tham quyen cia HDND tinh trén dia ban tinh Ha Tinh;

- Cong vian s6 1288/HTQTCT-HT ngay 15/9/2016 cua Cuc Ho tich, qudc tich,
chung thuc - BO Tu phap vé viéc dieu chinh mot s6 biéu mau ho tich ban hanh kem
theo Thong tu so6 15/2015/TT-BTP.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY KHAI SINH
KN QU Q) Lo e

Ho, chit dém, t8n NGUOT YEU CAU: ......o.coeveeeceeeeeeeee e,
GIAY tO TUY thAN: @ .ottt
INOT CU T @bttt
Quan hé vai nguoi dugC Khai SINN: (.
Pé nghi co quan ding Ky khai sinh cho nguoi dwéi day:

Ho, Chilt @M, TEN: ...t re e nre e
Ngay, thang, ndm sinh: ........ccccccoeiiiiiiiiniien. ghi bang Chilt: ..o,

GiGi tinh: e, DAN tOC: woveveeer e, QUABC HICN: v
(@ T =N o[-V PSS
Ho, chit dém, ten NEWOT ME: .....oooiiiiiiiiiee s
Nim sinh: ............ DAN tOC: v, QUABC HICN: oo
INOT CU T ) ettt ettt ettt et et et et e e et et e et et et et et eeeeneeereee e
Ho, chit dém, tén nguwdi Cha: .........ccooiiiiii e
Nam sinh: cooveveeeeeeeeeeeeeeee. DAN tOC: v, QUABC tICN: e,
INOT CU T ) oottt ettt et et et et et et et et e et e et e et et et eeaeeareeneaes
T6i cam doan ndi dung dé nghi dang ky khai sinh trén day la dung sy that, duoc
su thoa thuan nhat tri ctua 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.

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

Ngudi yéu cau
(Ky, ghi rd ho, chiz dém, tén)
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Chd thich:
() Ghi 18 tén co quan d& nghi thuc hién viéc dang ky khai sinh
@ Ghi r3 thong tin vé gidy to tiy than cua ngudi di dang ky (ghi 5O, co quan cap,
ngay cap ho chiéu, chirng minh nhan dan hoac giay to hop 1€ thay thé)
Vi du: Chang minh nhan dan s6 001089123 do Cdng an thanh phé Ha Nai cap
ngay 20/10/2014.
®) Ghi theo dia chi dang ky thuong tri; néu khong c6 noi ding ky thuong tra thi
ghi theo dia chi dang ky tam trd; truong hop khong c6 noi dang ky thuong tra va noi
dang ky tam tra thi ghi theo dia chi dang sinh song.
™) Trudng hop sinh tai co sd 'y té thi ghi 16 tén co sé 'y té va dia danh hanh chinh
Vi du: - Bénh vién Phu san Ha Noi
- Tram y té x3 Dinh Bang, huyén Tir Son, tinh Bac Ninh.
Truong hop sinh ra ngoai co s& y té thi ghi dia danh cua 03 cip hanh chinh (x4,
huyén, tinh), noi sinh ra.
Vi dy: xa Pinh Bang, huyén Tir Son, tinh Bac Ninh.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phac

TO KHAI PANG KY NHAN CHA, ME, CON

Ho, chir dém, tén ngudi yéu cau:
Ngay, thang, NAm STNN: .......oooiiii e

NOT CU TG Lttt sttt et s sttt re e e s,
GIAY tO TUY thAN @) .ottt
Quan hé véi ngudi Nhan cha/me/CoNM:.........c.coveeecceece e,
Pé nghi Quy co quan cong nhin ngudi cé tén duwdi day:

[ Lo T 1 g 13 4 1O =T o TR
Ngay, thang, NAM SINN: ....ccviiiii e

INOT CU T @ttt ettt b st sttt n e

GIAY T UY ThAN )2 oottt

La..ooiieenenn, cua nguoi co tén duwdi diy:

[ (O TR0 011 Qe £ 2 TR (=1 1SS

Ngay, thang, na8m SINN: ...

DAN EOC: et eveveeeeeeee et eeeee oottt QUABC HICN: vt

P L e o110 TR

GIAY T TUY thANG): ..ottt

To6i cam doan viéc Qhefm ....................................... noi trén 1a ding sy that, tu
nguyén, khong co tranh chap va chiu trdch nhiém trudc phap luat vé cam doan cua
minh.

Kinh dé nghi Quy co quan ding ky.

Lamtai.....c.coooooeveiiieieee ngay ........... thdng............ nam............
Ngudi yéu cau
(Ky, ghi rd ho, chir dém, tén)
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Y kién ciia ngudi hi¢n dang l1a me hoic cha® Y kién ciia nguoi dwoc
nhan la cha, me, con®
Tai liéu guri kem theo To khai:

Chd thich:

(1) Ghi 6 tén co quan ding ky;

@ Ghi theo dija chi dang ky thuong tra; néu khong c6 noi dang ky thuong tri thi
ghi theo dia chi dang ky tam tra; truong hop khong c6 noi dang ky thuong tri va noi
dang ky tam trt thi ghi theo noi dang sinh song.

, ®) Ghi théng tin ’Vé gidy to tiy than nhu: ho Chié}l, ching minh nhan dan hodc
gidy to hop 1€ thay thé (vi du: Ching minh nhan dan s6 001089123 do Cong an thanh
pho Ha Noi cap ngay 20/10/2004);

) Chi can thiét trong truong hop nguoi khai khéng dong thoi 1a ngudi nhan
cha/me/con;

®) Chi can thiét trong truong hop cha hoac me nhan con chua thanh nién hogc
nguoi da thanh nién nhung mat nang lyc hanh vi dan sy, ghi y kién cua nguoi la cha
néu me la nguoi yéu cau, y kién nguoi me néu cha 1a nguoi yéu cau (trir truong hop
nguoi d6 da chét, mat tich, mat nang luc hanh vi dan su hoac han ché nang luc hanh vi
dan su);

©) Chi can thiét trong truong hop nguoi dugc nhan 1a tré em tir da 9 tudi tro 18n.
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18. Pang ky lai khai sinh

1. Trinh tu thuc hién:

Budc 1: Ca nhan nop hd so tai Bo phan tiép nhan va tra két qua caia UBND cap
x4. Cong chirc Tu phap - Ho tich kiém tra hd so, truong hop hd so khong day du,
khong hop Ié thi hudng dan bd sung, hoan chinh bang van ban; truong hop hd so day
du, hop Ié thi tiép nhan hd so va viét phiéu hen tra két qua.

Budc 2: Cong chirc Tu phap - Ho tich trinh Chu tich UBND cip x& ky Gidy khai
sinh.

Budc 3: Cong chirc Tu phéap - Ho tich chuyén két qua cho Bo phan tiép nhan va
tra két qua dé tra cho ca nhan.

*Luuy:

+ Truong hop ngudi yéu cau nop giay to 13 ban sao duoc cap tir so6 goc hoic ban
sao duoc chitng thuc tir ban chinh thi ngudi tiép nhan ho so khéng duoc yéu cau xuat
trinh ban chinh; néu nguoi yéu cau chi ndp ban chup va xuat trinh ban chinh thi nguoi
tiép nhan ho so kiém tra, d6i chiéu ban chup vai 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 c6 chang thuc giay to do.

+ Trudong hop phép luat quy dinh xuét trinh gidy to khi dang ky ho tich, nguoi
tiép nhan c6 trach nhiém kiém tra gidy to xuat trinh, d6i chiéu vei thong tin trong To
khai va tra lai cho nguoi Xuat trinh, khong duoc yéu cau nguoi dang ky ho tich nop
thém ban sao gidy to do. Nguoi tiép nhan c6 thé chup 01 ban gidy to xuat trinh hoic
ghi lai théng tin cua gidy to xuét trinh dé luu ho so.

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

2. Cach thuc thuc hién:

- Ngudi ¢6 yéu cau diang ky lai khai sinh truc tiép thuc hién hoac ay quyén cho
nguoi khac thuc hién viéc dang ky lai khai sinh.

- Tryc tiép tai tru s¢ co quan hanh chinh nha nuéc hodc gui hd so qua hé thong
buu chinh hoac gui ho so theo hé thong dang ky hd tich truc tuyen.

3. Thanh phan, s6 luong ho so:

a) Thanh phan ho so gom:

* Gidy to phdi ngp:

- To khai dang ky lai khai sinh (theo mau quy dinh), trong d6 c6 cam doan cuia
ngudi yéu cau Vé viéc da dang ky khai sinh nhung nguoi d6 khong luu giit duoc ban
chinh Gidy khai sinh;

- Ban sao Gidy khai sinh do co quan c6 tham quyen cua Viét Nam cap (ban sao
duoc cong ching, ching thuc hop 1€, ban sao dugc cap tir S6 dang ky khai sinh).

Hozc ban chinh hoac ban sao gidy to ¢6 gié tri thay thé Gidy khai sinh duoc cap
tredc nam 1945 ¢ mién Bac va trudc nam 1975 & mién Nam.

Truong hop nguoi dang ky lai khai sinh khong co6 cac gidy to trén thi ndp ban sao
toan bo ho so, gidy to clia ngu’0’1 yéu cau hoic ho so, gidy to, tai liu khac trong do co
cac thong tin lién quan dén noi dung khai sinh cua nguoi do, ,gom Gidy CMND, , The
can cuc’rc‘c()ng’ dan hoac H(f) chiéu; S6 ho khau, So6 tam tru, giﬁy td ching minh vé€ noi
cu tri; Bang tot nghi¢p, Giay chirng nhan, chung chi, hoc ba, ho so hoc tap do co quan
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dao tao, quan 1y gido duc c6 thAm quyén cip hodc xac nhan; Gidy to khac ¢ thong tin
vé ho, chit dém, tén, ngay, thang nam sinh cua c4 nhan; Giéy to chung minh quan h¢
cha, me, con;

- Vian ban xac nhan caa Thu trudng co quan, don vi V& viéc nhitng noi dung khai
sinh cua ngudi d6 gdm ho, chir dém, tén; gidi tinh; ngay, thang, nim sinh; dan toc; qué
quan; quan hé cha, me, con phil hop véi hd so do co quan, don vi dang quan 1y dbi Voi
truong hop nguoi yéu cau ding ky lai khai sinh 13 can b, céng chirc, vién chic, nguoi
dang cong tac trong luc luorng vii trang;

- Trudng hop 1y quyén cho ngudi khac 1am thay thi phai c6 van ban uy quyen
dugc cdng ching, chitng thuc theo quy dinh cua phap luat. Néu nguoi dugc uy quyén
la 6ng, ba, cha, me, con, v, chdng, anh, chi, em ruét cia ngudi uy quyén thi vin ban
uy quyén khéng phai céng ching, ching thuc nhung phai c6 giay to chang minh vé
mbi quan hé véi ngudi uy quyén.

* Gidy to' phdi xudt trinh:

- Ban chinh mét trong céc gidy to chitng minh nhan than 1a Gidy CMND, Ho
chiéu, Thé cin cudc cong dan hoic gidy to khac c6 dan anh va thong tin ca nhan do co
quan cé tham quyén cap, con gia tri sir dung cua ngudi yéu cau dang ky lai khai sinh.

- Ban chinh gidy to chimg minh noi thuong trd ctia ngudi yéu cau dang ky lai
khai sinh dé xac dinh tham quyén trong truong hop viéc dang ky lai khai sinh thyuc
hién tai Uy ban nhan dan cap x& khong phai 13 noi ding ky khai sinh trudc day (chi 4p
dung trong giai doan chuyén tiép).

(Truwong hop guri hé so qua hé thong buwu chinh thi phai guri kém theo ban sao co
chung thuc cac glay to' phdi ngp va xudt trinh. Truwong hop giri ho so qua hé thong
ddang ky truec tuyén thi phai gdi ban scan tir ban chinh)

b) S6 lwgng hd so: 01 bo.

4. Thoi han giai quyét: Trong 02 ngay lam viéc, ké tir ngay nhan da hd so hop I¢.

Néu viéc dang ky lai khai sinh dwoc thuc hién tai UBND cap xa khong phai 1a
noi dang ky khai sinh truéc day thi thoi han giai quyet khong qua 13 ngay lam viéc
(khdng tinh thoi gian g van ban yéu cau va thoi gian tra loi két qua xac minh).

5. Péi trgng thuc hién thia tuc hanh chinh: Ca nhan.

6. Co quan thyc hién thu tuc hanh chinh: Uy ban nhan dan cap xa noi da dang ky
khai sinh trudc day hoac Uy ban nhan dan cap xa noi nguoi yéu cau dang ky lai khai
sinh thuong tra.

7. Két qua thyc hién tha tuc hanh chinh: Gidy khai sinh.

8. Lé phi:

- 5.000 dong/truong hop;

- Mién 1& phi cho nguoi thude gia dinh c6 cong v6i cach mang; nguoi thuéc ho
nghéo; nguoi khuyet tat.

9. Tén mau don, mau t& khai: To khai dang ky lai khai sinh.

10. Yé&u cau, diéu kién thuc hién thu tuc hanh chinh:

- Viée dang ky khai sinh dd dang ky tai co quan ¢6 tham quyen cia Viét Nam
trude ngay 01/01/2016 nhung S6 dang ky khai sinh va ban chinh Giay khai sinh deu bi
mat;
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- Nguoi dang ky lai khai sinh ¢6 trach nhigm nop day du ban sao gidy to, tai ligu
€O Nnoi dung lién quan dén viéc dang ky lai (n€u c6 day du) va phai cam doan da nop
day du giay to minh co;

- Ngudi yéu cau dang ky lai khai sinh phai con song vao thoi diém tiép nhan ho
SO.

11. Cén ct phap ly caa tha tuc hanh chinh:

- Luat HS tich nam 2014;

- Nghi dinh s6 123/2015/NP-CP ngay 15/11/2015 ciia Chinh phu quy dinh chi
tiet mot s6 dieu va bién phap thi hanh Luat Ho tich;

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 cua B Tu phap quy dinh chi
tiét mot s6 dieu cua Luat HO :[ich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015
cua Chinh phu quy dinh chi tiét mgt s6 di€u va bién phap thi hanh Luat Ho tich;

- Nghi quyét s6 26/2016/NQ-HDND ngay 15/12/2016 ctia HDND tinh Ha Tinh
quy dinh vé muc thu, mien, giam, thu, nop, quan ly va s dung cac khoan phi, 1€ phi
thudc tham quyen cua HDND tinh trén dia ban tinh Ha Tinh;

- Cong vian s6 1288/HTQTCT-HT ngay 15/9/2016 cua Cuc Ho tich, qudc tich,
chung thuc - BO Tu phap veé viéc diéu chinh mot sé biéu mau ho tich ban hanh kém
theo Thong tu s6 15/2015/TT-BTP.

93



CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY LAl KHAI SINH

Ho, Chit dém, t8n NGUOT YEU CAU .........oeoveeeeeeeeeeeeee e,
GIAY tO TUY thAN: @ .ottt
INOT CU TG ottt
Quan hé vai nguoi dugC Khai SINN: ..o
Pé nghi co quan ding ky lai khai sinh cho ngwoi c6 tén dwéi diy:

Ho, Chilt @M, TEN: ..o nre e
Ngay, thang, ndm sinh: ..........cccccooviiiniiiniiee ghi bang Chi: ..o

GiGi tinh: e, DAN tOC: woveverer e, QUABC HICN: v,
QUE QUAN: .ttt ettt ettt ettt et st e e s b e e s be e s be e e beeteesbeesteeseeeneesaeesneesreenraers
Ho, chit dém, ten NEWOT ME: .....ooiiiiiiiiiiee s
NEAM Sinh:eeeeeeeeeeeeeeeen. DAN tdC: v e, QUABC HICN: v

Ho, chir dém, tén ngwol Cha: .........cccoe i
Nam Sinh:.eeeeeeeeeeeeeeeeeeeen. Dan toC: .. .ooe.... QUABC HICN: v

D3 dang ky khai sinh tai: @ ...
Gidy khai Sinh S6: «....eveeieiieee ,NZAY oo [ eeeiiiiid e,
Ly do daAng KY L1 ..o
T6i cam doan nhitng ndi dung khai trén day la dung su that va chiju trdch nhiém
trudc phap luat vé viéc cam doan ctia minh.
Lamtai: ... , NQAY ... thang ......... nam...
Nguoi yéu cau
(Ky, ghi rd ho, chiz dém, tén)
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Chu thich:
() Ghi 16 tén co quan d& nghi thuc hién viéc dang ky lai khai sinh
@ Ghi rd thong tin vé gidy to tly than cua nguoi di dang k}'/,(sé, co quan cap,
ngay cap ho chiéu, chirng minh nhan dan hoac giay to hop 1€ thay thé)
Vi du: Chiang minh nhan dan sé 001089123 do Cong an thanh phé Ha Noi cap
ngay 20/10/2004.
®) Ghi theo dia chi dang ky thuong tri; néu khong c6 noi ding ky thuong tra thi
ghi theo dia chi dang ky tam trd; truong hop khong c6 noi dang ky thuong tra va noi
dang ky tam tra thi ghi theo dia chi dang sinh song.
™) Trudng hop sinh tai co sd 'y té thi ghi 16 tén co sé y té va dia danh hanh chinh
Vi du: - Bénh vién Phu san Ha Noi
- Tram y té x3 Dinh Bang, huyén Tir Son, tinh Bac Ninh.
Truong hop sinh ra ngoai co sd y té thi ghi dia danh caa 03 cap hanh chinh (x4,
huyén, tinh), noi sinh ra.
Vi dy: X& Pinh Bang, huyén Tir Son, tinh Bac Ninh.
® Ghi tén co quan di thyc hi¢n viéc dang ky khai sinh trude day, s6, ngay,
thang, nam cap Giay khai sinh trudc day (néu cd ban sao Giay khai sinh).
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19. Ding ky lai két hon

1. Trinh tu thuc hién:

Budc 1: Ca nhan nop hod so tai Bo phan tiép nhan va tra két qua cia UBND cap
xa. Cong chue Tu phap - HY tich ki€ém tra ho so, truong hop ho so chua day du, hop 1€
thi huéng dan ngudi nop ho so bo sung, hoan thién theo quy dinh; truong hop khong
thé b6 sung, hoan thién ho so ngay thi phai lap vén ban huéng dan; truong hop ho so
day du, hop 1€ thi tiép nhan ho so va viet phieu hen tra ket qua.

Budc 2: Cong chirc Tu phap - HO tich trinh Chu tich UBND cap xa ky Giay
ching nhan két hon.

~ Buéc 3: Chu tich UBND cép x4 ky va trao Gidy ching nhéan két hon cho hai bén
ket hon tai UBND cap xa.

*Luuy:

+ Truong hop nguoi y&u cau np gidy to 1a ban sao dugc cap tir so goc hoac ban
sao dugc ching thuc tir ban chinh thi nguoi tiep nhan ho so khong dwoc yéu cau xuat
trinh ban chinh; néu nguoi yéu cau chi ngp ban chyp va xuat trinh ban chinh thi nguoi
tiep nhan ho so ki€m tra, doi chieu ban chup véi ban chinh va ky vao ban chup xac
nhan ve viéc da doi chieu ndi dung giay to do, khong dugc yéu cau nguoi di dang ky
nop ban sao c6 chung thuc giay to do.

+ Truong hop phap luat quy dinh XUt trinh glay to khi dang ky ho tich, nguoi
tiép nhan c6 trach nhiém klem tra gidy to Xuat trinh, dol chiéu vai thong tin trong To
khai va tra lai cho nguoi XUAt trmh, khong du’qg yéu cau nguoi fiang ky’ho tich nop
thém ban sao giay to d6. Nguoi tiep nhan co6 the chup 01 ban giay to xuat trinh hoac
ghi lai thong tin cua giay to xuat trinh d€ luu ho so.

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

2. Céch thirc thuc hién: Tryc tiép tai tru ¢ co quan hanh chinh nha nudc.

3. Thanh phan, s6 luong ho so:

a) Thanh phan ho so gom:

* Gidy to phdi ngp:

- To khai dang ky lai két hon (theo mau quy dinh);

- Ban sao Giay chiing nhan két hon duoc cap trude ddy. Néu khdng cd ban sao
Giay chung nhan ket hon thi nop ban sao ho so, giay to ca nhan co cac thong tin lién
quan deén ndi dung dang ky ket hon.

* Gidy to' phdi xudt trinh:

- Ban chinh mét trong céc gidy to chitng minh nhan than 1a Gidy CMND, Ho
chieu, The cén cudc cong dan hodc giay to khac c6 dan anh va thong tin cé nhan do co
quan co tham quyén cap, con gié tri su dung ctia nguoi yéu cau dang ky lai ket hon.

- Ban chinh gidy to chimg minh noi thuong tri cua ngudi yéu cau ding ky lai két
hén dé xac dinh thé’m quyén trong trueong hop Vviéc dang ky lai két hon thuc hién tai
Uy ban nhan dan cap xa khéng phai la noi dang ky két hon trude day (chi &p dung
trong giai doan chuyen tiep).

b) S6 lwgng hd so: 01 bo.

4. Thoi han giai quyét: Trong 02 ngay lam viéc, ké tir ngay nhan du hd so hop 18.
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Néu viéc diang ky lai két hon duoc thuc hién tai UBND cap xa khéng phai 1a noi
dang ky két hon trude day thi thot han giai quyét khong qua 13 ngay lam viéc (khdng
tinh thoi gian giri vian ban yéu cau va thai gian tra 1oi két qua xac minh)

5. Pbi tuong thuc hién thu tuc hanh chinh: Ca nhan.

6. Co quan thyc hién thi tyc hanh chinh: Uy ban nhan dan cép xa noi da dang ky
két hon trude day hodc Uy ban nhan dan cap xa noi nguoi yéu cau thuong tra.

7. Két qua thuc hién thu tuc hanh chinh: Gidy ching nhan két han.

8. Lé phi: Khong.

9. Tén mau don, mau to khai: To khai ding ky lai két hon.

10. Yé&u cau, diéu kién thuc hién tha tuc hanh chinh:

- Viéc ding ky két hon da dang ky tai co quan c6 tham quyén cua Viét Nam
trude ngay 01/01/2016 nhung SO dang ky ket hon va ban chinh Giay chung nhan ket
hon déu bi mat;

- Nguoi yéu cau dang ky lai két hdn c6 trach nhiém nop day du ban sao gidy to,
tai liéu co noi dung lién quan dén viéc dang ky lai;

- Nguoi yéu cau dang ky lai két hén phai con séng vao thoi diém tiép nhan ho so.

- Khi dang ky lai két hon, ca hai bén nam, nit phai c6 mit.

11. Can ctr phap ly cua tha tuc hanh chinh:

- Luat HS tich nam 2014;

- Nghi dinh s6 123/2015/NP-CP ngay 15/11/2015 cua Chinh phu quy dinh chi
tiet mot s6 dieu va bién phap thi hanh Luat Ho tich;

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 cua B Tu phap quy dinh chi
tiét mot so diéu cua Luat HO :tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015
cua Chinh phu quy dinh chi tiét mdt s6 di€u va bién phap thi hanh Luat Ho tich;

- Nghi quyét s6 26/2016/NQ-HPND ngay 15/12/2016 cia HDND tinh Ha Tinh
quy dinh vé muc thu, mien, giam, thu, nop, quan ly va s dung cac khoan phi, 1€ phi
thudc tham quyen cua HDND tinh trén dia ban tinh Ha Tinh.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY LAl KET HON
KIN gz @) e

Ho, chit dém, t8n NGUoT YEU CAU: ......o.ooovvveerieeeeeeee et
GIAY T TUY thAN: @) L.ttt

Pé nghi co quan ding ky lai két hon theo ndi dung dudi day:
Ho, Chilt d@m, tBN CUA VO .. .ot et
Ngay, thang, NAM SINN: ....c.eiiiii e
DAN EOC: vvevvveeeeeeeeeeeeeeeeeeeeeeeens QUABC HICN: ettt
INOT CU TP ettt ettt et s et et e et st e e et st et s st see e sesnnes
GIAY T UY TANIE) Lottt
KEE NON TN T MAY <.ttt
Ho, Chit dém, tN CUA CRONG: ........ooeveeeeeseeieee ettt
Ngay, thang, na8m SINh: ...
DAN EOC: vvveveeereeeeeeeeeeeeeeeenns QUABC HICN: oot
NOT CU TP ettt ettt et n sttt s s e,
GIAY 1O TUY ThANIG) Lottt
KEL hON 13N Tl MAY: ..ottt
DA dAng Ky K NON Ta1: @) 1.t

T6i cam doan nhitng noi dung khai trén déy la dung sy that va chiu trach nhiém
trudc phap luat vé cam doan cia minh.
Lamtai: ... , NQAY ... thang ......... nam ..
Ngudi yéu cau
(Ky, ghi rd ho, chir dém, tén)
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Chd thich:
() Ghi 13 tén co quan ding ky lai két hén
@ Ghi theo dia chi ding ky thuong trd; néu khong cé noi dang ky thuong tra thi

ghi theo dia chi dang ky tam tra; treong hop khong c6 noi dang ky thuong tra va noi
dang ky tam tru thi ghi theo noi dang sinh song.

~ ® Ghi thang tin vé giay to tiy than nhu: ho chiéu, ching minh nhan dan hoc
gidy to hop 1€ thay the (vi du: Chirng minh nhan dan s6 001089123 do Cbng an thanh
pho Ha Noi cap ngay 20/10/2004).

) Ghi 16 tén co quan da dang ky két hon trudc day.
() Chi khai trong truong hop biét rd.
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20. Pang ky lai khai tir

1. Trinh tu thuc hién:

Budc 1: Ca nhan nop ho so tai Bo phan tiép nhan va tra két qua cia UBND cap
xa. Cong chue Tu phap - HY tich ki€ém tra ho so, truong hop ho so chua day du, hop 1€
thi hudng dan nguoi nop ho so bo sung, hoan thién theo quy dinh; trudng hop khong
thé b6 sung, hoan thién ho so ngay thi phai lap vén ban huéng dan; truong hop ho so
day du, hop 1€ thi tiep nhan ho so va viét phiéu hen tra két qua.

Budc 2: Cong chirc Tu phap - Ho tich trinh Chu tich UBND cap xa ky Trich luc
khai tur.

Budc 3: Cong chirc Tu phap - HY tich chuyen két qua cho B phan tiép nhan va
tra két qua dé tra cho ca nhan.

*Luuy:

+ Truong hop nguoi y&u cau np gidy to 1a ban sao dugc cap tir so goc hoac ban
sao dugc ching thuc tir ban chinh thi nguoi tiep nhan ho so khong dwoc yéu cau xuat
trinh ban chinh; néu nguoi yéu cau chi ngp ban chyp va xuat trinh ban chinh thi nguoi
tiep nhan ho so ki€m tra, doi chieu ban chup véi ban chinh va ky vao ban chup xac
nhan ve viéc da doi chieu ndi dung giay to do, khong dugc yéu cau nguoi di dang ky
nop ban sao c6 chung thuc giay to do.

+ Truong hop phap luat quy dinh XUt trinh glay to khi dang ky ho tich, nguoi
tiép nhan c6 trach nhiém klem tra gidy to Xuat trinh, dol chiéu vai thong tin trong To
khai va tra lai cho nguoi XUAt trmh, khong du’qg yéu cau nguoi fiang ky’ho tich nop
thém ban sao giay to d6. Nguoi tiep nhan co6 the chup 01 ban giay to xuat trinh hoac
ghi lai thong tin cua giay to xuat trinh d€ luu ho so.

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

2. Cach thuc thuc hién:

- Nguoi c6 yéu cau dang ky lai khai tir tryc tiép thuc hién hoic uy quyén cho
nguoi khac thuc hién viéc dang ky lai khai tir.

- Tryc tiép tai try so co quan hanh chinh nha nudc hoic gui hd so qua hé thong
buu chinh hoac gui ho so theo hé thong dang ky ho tich truc tuyen.

3. Thanh phan, s6 luong ho so:

a) Thanh phan ho so gom:

* Gidy to phdi ngp:

- To khai dang ky lai khai tu (theo mau quy dinh);

- Ban sao Giay ching tir dugc cap hop 18 trude day. Néu khong co ban sao Glay
ching tir thi nop ban sao hd so, gidy to lién quan c6 ndi dung ching minh sy kién chét;

- Trudng hop ty quyén cho ngudi khéc 1am thay thi phai c6 van ban uy quyen
dugc cdng chiing, chitng thuc theo quy dinh cua phap luat. Néu ngudi duoc vy quyén
la 6ng, ba cha, me, con, vo, chong, anh, chi, em rudt cia ngu:UI uy quyén thi vin ban
uy quyén khéng phai cong ching, ching thuc nhung phai c6 gidy to chung minh vé
mdi quan hé véi ngudi uy quyén.

* Gidy to' phdi xudt trinh:
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~ - Ban chinh mot trong cac giay to chung minh nhéan than la Giay CMND, Ho
chieu, The can cudc cong dan hodc giay to khac c6 dan anh va thong tin cé nhan do co
quan cé tham quyen cap, con gia tri sir dung cia nguoi yéu cau dang ky lai khai tir.
(Truwong hop guri hé so qua hé thong buu chinh thi phai gui kém theo ban sao co
ching thuc cac glay to' phdi nép va xudt trinh. Truong hop nép hé so qua hé thong
ddang ky triec tuyen thi phdi giri ban scan tir ban chinh)
b) S6 luwong hd so: 01 bo.
4. Thoi han giai quyét: Trong 02 ngay lam viéc, ké tir ngay nhan da ho so hop 18.
Truong hop can phai xac minh thi thoi han giai quyét khdng qué 10 ngay lam viéc.
5. Béi tegng thyuc hién tha tuc hanh chinh: Ca nhan.
6. Co quan thuc hién tha tuc hanh chinh: Uy ban nhan dan cép xi noi da dang ky
khai tur trude day.
7. Két qua thuc hién thu tuc hanh chinh: Trich luc khai tu.
8. L¢é phi:
- 5.000 ddng/truong hop;
- Mién 1& phi cho nguoi thude gia dinh c6 cong v6i cach mang; nguoi thuéc ho
nghéo; nguoi khuyet tat.
9. Tén mau don, mau ty khai: To khai ding ky lai khai tir.
10. Yé&u cau, diéu kién thuc hién thu tuc hanh chinh:
- Viéc dang ky khai tur da dang ky tai co quan co tham ’quyén cua Vi§t Nam trudc
ngay 01/01/2016 nhung So6 dang ky khai tir va ban chinh Giay chang tir déu bi mat;
- Nguoi dang ky lai khai tir c6 trach nhiém ndp day du ban sao gidy to, tai liéu co
noi dung lién quan dén viéc dang ky lai.
11. Can ctr phap ly cua tha tuc hanh chinh:
- Luat HS tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 caa Chinh phu quy dinh chi
tiet mot so dieu va bién phép thi hanh Luat Ho tich;

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 cua B Tu phap quy dinh chi
tiét mot so diéu cua Luat HO :[ich va Nghj dinh s6 123/2015/ND-CP ngay 15/11/2015
cua Chinh phu quy dinh chi tiét mgt s6 diéu va bién phap thi hanh Luat Ho tich;

- Nghi quyet s6 26/2016/NQ-HDND ngay 15/12/2016 ciia HDND tinh Ha Tinh
quy dinh vé marc thu, mien, giam, thu, nop, quan ly va s dung cac khoan phi, 1¢ phi
thuoc tham quyén cua HDND tinh trén dia ban tinh Ha Tinh.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY LAl KHAI TU

Ho, Chir dém, t&n NGUOT YEU CAUS ......cvocveeeeeieeeseeeeeeeeeee et snenes
INOT CU T )1ttt ettt e st st e et n st st e e st s e s seetees
GIAY T TUY thAN ).ttt
QUAN N& VO NEUGT A8 CHEL: ...ttt
Pé nghi co quan ding ky lai khai tir cho nguéi c6 tén duéi day:

Ho, Chit d€m, tEN: ..o Gigitinh: ..o
Ngay, thang, na8m SINN: ..o
DAN TOC: +vtveeeeeeeeeeeeeeeeeete ettt ee e, QUABC ICN: v,
NOi U 1T UG CUNG: @) oottt
GIAY T TUY ThAN: @) Lottt
Di chét vao luc: ........... [ AR phit, ngay ............ thang .......... NAM eoveee,
INOT CREL oottt ettt ettt et et ettt ettt et ee e e et et et e e e et et e e er e
NGUYBN NNAN CREL ...voeeeeee ettt
S6 Giay béo tu/ Giay to thay thé Gidy bao tir: @ ......cvvveves e, o[ J
......................................................................... C4p NQAY ......thang ...... nam ...........
Di ding ky khai tir tai: ®.....o.ooooiiiie ngay.......thang........ nam ...
Theo Trich Tue KNai tr S8:©) ... eeeeeeeeeeeee eee eeeteeeees oeeeeeet et
LY do dAng KY L1 ..o s
T6i cam doan nhiing noi dung khai trén déy la dung sy that va chiu trach nhiém

trudc phap luat vé cam doan ctia minh.
LaAM Eai: oo , Ngay ...... thang ...... nam ...........
Ngudi yéu cau
(Ky, ghi rd ho, chiz dém, tén)

Chd thich:

1) Ghi 0 tén co quan thuc hién ding ky lai khai tur.

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

@) Ghi thong tin vé gidy to tly than nhu: ho chiéu, chimg minh nhan dan hoac
gidy to hop Ié thay thé (vi du: Ching minh nhan dan sé 001089123 do Céng an thanh
phd Ha Noi cap ngay 20/10/2004).
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“) Néu ghi theo Gidy bao tw, thi gach cum tir “Gidy to thay Gidy béo ti; néu ghi
theo so Giay to thay Giay bao tir thi ghi rd tén, s6 giay to va gach cum tir “Giay bao
ta”.

®) Ghi rd tén co quan di ding ky khai tir trude day.

) Chi khai trong truong hop biét rd.
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21. Thay ddi, cai chinh h tich (cho ngudi chwa di 14 tudi); bo sung ha tich

1. Trinh ty thyc hién:

Budc 1: Ca nhan nop ho so tai Bo phan tiép nhan va tra két qua cia UBND cap
xa. Cong chue Tu phap - HY tich ki€ém tra ho so, truong hop ho so chua day du, hop 1€
thi huéng dan ngudi nop ho so bo sung, hoan thién theo quy dinh; truong hop khong
the bo sung, hoan thién ho so ngay thi phéi lp van ban huéng dan; néu ho so day du,
hop 1€ thi tiep nhan ho so va viet phiéu hen tra két qua.

Budc 2. Cong chirc Tu phap - HY tich trinh Chi tich UBND cap xé ky Trich luc
thay doi, cai chinh, b6 sung ho tich.

Budc 3. Cong chirc Tu phép - Ho tich chuyén két qua cho B¢ phan tiép nhan va
tra ket qua dé tra cho ca nhan.

*Luuy:

+ Truong hop nguoi y&u cau np gidy to 1a ban sao dugc cap tir so goc hoac ban
sao dugc ching thuc tir ban chinh thi nguoi tiep nhan ho so khong duoc yéu cau xuat
trinh ban chinh; néu nguoi yéu cau chi ngp ban chyp va xuat trinh ban chinh thi nguoi
tiep nhan ho so ki€m tra, doi chieu ban chup véi ban chinh va ky vao ban chup xac
nhan ve viéc da doi chieu ndi dung giay to do, khong dugc yéu cau nguoi di dang ky
nop ban sao c6 chung thuc giay to do.

+ Truong hop phap luat quy dinh XUt trinh glay to khi dang ky ho tich, nguoi
tiép nhan c6 trach nhiém kiém tra gidy to xuat trinh, dol chiéu vai thong tin trong To
khai va tra lai cho nguoi XUAt trmh, khong du:qg: yéu cau nguoi fiang ky’ho tich nop
thém ban sao giay to d6. Nguoi tiep nhan co6 the chup 01 ban giay to xuat trinh hoac
ghi lai thong tin cua giay to xuat trinh d€ luu ho so.

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

2. Cach thuc thuc hién:

- Nguoi ¢6 yéu cau ding ky thay d6i, cai chinh, bo sung ho tich tryc tiép thuc
hién hoac uy quyén cho nguoi khac thuc hién.

- Tryc tiép tai try so co quan hanh chinh nha nudc hoic gui hd so qua hé thong
buu chinh hoac gui ho so theo hé thong dang ky ho tich truc tuyen.

3. Thanh phan, s6 luong ho so:

a) Thanh phan ho so gom:

* Gidy to phdi ngp:

- To khai ding ky viéc thay doi, cai chinh, bd sung ho tich (theo mau quy dinh);

- Giay to lién quan 1am cdn cir thay doi, cai chinh, b sung ho tich;

- Truong hop iy quyén cho ngudi khéac lam thay thi phai c6 van ban uy quyen
dugc cdng chiing, chitng thuc theo quy dinh cua phap luat. Néu ngudi dugc uy quyén
la 6ng, ba, cha, me, con, v, chdng, anh, chi, em rudt caa nguoi uy quyén thi van ban

uy quyén khéng phai cong ching, ching thyc nhung phai c6 gidy to chung minh vé
mbi quan hé véi ngudi uy quyén.

* Gidy to' phdi xudt trinh:
- Ban chinh mét trong cac gidy to chirg minh nhan than 1a Giay CMND, Ho
chiéu, Thé can cudc cdng dan hoac giay to khac c6 dan anh va thong tin ca nhan do co
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quan c6 tham quyén cap, con gia trj st dung cua nguoi Yu cau dang ky thay doi, cai
chinh, bo sung ho tich.

- Ban chinh gidy to chimg minh noi cu trd ciia ngudi yéu cau dang ky thay doi,
cai chinh, b6 sung ho tich d€ xac dinh tham quyén trong truong hop viée déng ky thay
doi, cai chinh, bo sung ho tich thyc hién tai Uy ban nhan dan cap xa khong phai la noi
da dang ky ho tich trude day (chi ap dung trong giai doan chuyén tiep).

(Truwong hop gui ho so qua h¢é thong buwu chinh thi phai gui kém theo ban sao co
chiing thuc cac gidy to phdi xudt trinh. Triong hop ndp hé so qua hé thong ding ky
tryec tuyén thi phai gii ban scan tir ban chinh)

b) S6 lwgng hd so: 01 bo.
4. Thoi han giai quyét: Trong ngay lam viéc, sau khi nhan du hé so hop 1é (nhan

hd so sau 15 gio ma khéng giai quyét duoc ngay thi tra két qua trong ngay lam viéc
tiép theo).

Truong hop can phai xac minh thi thoi han giai quyét khong qué 6 ngay lam viéc.
5. Poi tugng thyuc hién thia tuc hanh chinh: Ca nhan.

6. Co quan thyc hién thu tuc hanh Chlnh Uy ban nhan dan cap xa noi da dang ky
ho tich trude day hoic Uy ban nhan dan cip xa noi cu tra ctia nguoi €6 yéu cau.

7. Két qua thyc hién tha tuc hanh chinh: Trich luc thay doi, cai chinh, b6 sung ho
tich.

8. Lé phi:

- 10.000 d6ng/trudng hop;

- Mién 1& phi cho nguoi thuge gia dinh c6 cong voi cach mang; nguoi thuge ho
ngheo; nguoi Khuyet tat.

9. Tén mau don, mau to khai: To khai dang ky thay doi, cai chinh, bo sung ho
tich, xac dinh lai dan toc.

10. Yé&u cau, diéu kién thuc hién thu tuc hanh chinh:

a) Pieu kién thay déi ho tich:

- Ca nhan c6 quyén yéu cau co quan nha nuéc c6 tham quyen cong nhan viéc
thay doi ho trong truong hop sau day:

+ Thay d6i ho cho con dé tir ho cua cha dé sang ho ciia me dé hoic nguoc lai;

+ Thay dbi ho cho con nqﬁi tu ho cua cha dé hoac me dé sang ho cua cha nudi
hoac ho ctia me nudi theo yéu cau ctua cha nudi, me nudi;

~ +Khi nguoi con nudi thoi 1am con nudi va nguoi nay hodc cha de¢, me de yéu cau

lay lai ho cho nguoi d6 theo ho cua cha dé hoac me dé;

+ Thay di ho cho con theo yéu cau cta cha dé, me dé hoic cia con khi xac dinh
cha, me cho con;

+ Thay d6i ho cua ngudi bi luu lac d tim ra ngudn géc huyét thong caa minh;

+ Thay ddi ho theo ho cua vog, ho caa chong trong quan hé hon nhan va gia dinh

cd yéu tb nuéc ngoai dé phi hop véi phap luat cua nuéc ma vo, chong ngudi nudc
ngoai 1a cong dan hoac lay lai ho truéc khi thay doi;

+ Thay d6i ho cua con khi cha, me thay d6i ho;

+ Truong hop khac do phép luat vé ho tich quy dinh.

+ Viéc thay d6i ho cho ngudi tir du chin tudi tré 18n phai ¢6 sy dong y ciia ngudi
do.
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- Cé& nhan c6 quyén yéu ciu co quan nha nuéc ¢ thim quyén cong nhan viéc
thay doi tén trong truong hop sau day:

+ Theo yéu ciu cta ngudi c6 tén ma viéc sir dung tén d6 gy nham Ian, anh
hudng den tinh cam gia dinh, dén danh du, quyén, lgi ich hop phép cua nguoi do;

+ Theo yéu cau cta cha nudi, me nudi vé viéc thay doi tén cho con nudi hoac khi
nguoi con nudi thoi 1am con nudi va ngudi ndy hodc cha dé, me dé yéu cau lay lai tén
ma cha dé, me dé da dat;

+ Theo yéu cau cua cha dé, me dé hoic nguoi con khi xac dinh cha, me cho con;

+ Thay d6i tén cua ngudi bi luu lac da tim ra ngudn géc huyét thdng caa minh;

+ Thay dbi tén cua vg, chong trong quan hé hon nhan va gia dinh ¢6 yéu té nudc
ngoai dé phl hop véi phap luat ciia nuéc ma vo, chong ngudi nude ngoai 1a céng dan
hoic Iy lai tén trude khi thay doi;

+ Thay d6i tén cua ngudi da xac dinh lai gisi tinh, nguoi da chuyén doi gigi tinh;

+ Truong hop khac do phép luat vé ho tich quy dinh.

+ Viéc thay doi tén cho nguoi tir dii chin tudi trg 1én phai 6 sy dong ¥ cua nguoi
do.

- Thay d6i thong tin vé cha, me trong ndi dung khai sinh da ding ky sau khi duoc
nhan lam con nudi theo quy dinh cua Luat Nudi con nudi.

b) Piéu kién cai chinh h tich:

N Cai chinh h¢ tich chi dugc thuc hién khi ¢6 da can cfr‘ dé xac dinh c6 sai sot do
161 ctia cong chirc lam cong tac ho tich hodc cia nguoi yéu cau dang ky ho tich.

11. Can ctr phap ly cua tha tuc hanh chinh:

- B0 luat Dan sy nam 2015;

- Luat HO tich nam 2014;

- Nghi dinh s6 123/2015/NP-CP ngay 15/11/2015 cua Chinh phu quy dinh chi
tiet mot so dieu va bién phap thi hanh Luat Ho tich;

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 cua B Tu phap quy dinh chi
tiét mot s6 didu cta Lut H tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015
cua Chinh phu quy dinh chi tiét mgt s6 di€u va bién phap thi hanh Luat Ho tich;

- Nghi quyet s6 26/2016/NQ-HDND ngay 15/12/2016 ctia HDND tinh Ha Tinh
quy dinh vé mac thu, mien, giam, thu, nop, quan ly va s dung cac khoan phi, 1¢ phi
thuoc tham quyéen cua HDND tinh trén dia ban tinh Ha Tinh;

- Cong vén s6 1288/HTQTCT-HT ngay 15/9/2016 cia Cuc Ho tich, qudc tich,
chung thuc - Bo Tu phap vé viéc diéu chinh mot s6 biéu mau ho tich ban hanh kem
theo Thong tu s6 15/2015/TT-BTP.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phac

TO KHAI PANG KY VIEC THAY POI, CAl CHINH,
BO SUNG HQ TICH, XAC PINH LAI DAN TQC

KINh giz: @ e

Ho, chir dém, t&n NGUoi YEU CAUS ......cvvveeeeereseeeeeeeee et
INOT CU T Bttt ettt ettt e et n et e s st s te s seeneas
GIAY tO TUY thAN: @) L.ttt
Quan hé véi nguoi dé nghi duoc thay d6i, cai chinh, xac dinh lai dan toc, bo sung
0T 0 o] 1 LSRR O PP OUPROPPRRRPPI
Pé nghi co' quan @Ang KY VIEC @ .......oo.oviieieveeeceeeeee e
cho nguoi c6 tén dwoi day

[ O T o1 1 e 13 4 1O =] o Gigi tinh: ............
Ngay, thang, na8m SINh: ...
DAN EOC: e eveveeeeeeeeeeeeee ettt QUABC EICN: v,
GIAY T UY ThAN: ©) Lottt
NOT CU T @) ettt sttt r e sttt ean s e e,
Pa ding k¥ O e, ngay......... thang ........ nim
tai $6: .......... QUYEN SO 1T T
NOT AUNG: @ttt
o [0 USRS RR PSPPSR

T6i cam doan nhirng ndi dung khai trén day la dung su that va chiu trdch nhiém
trudc phap luat vé cam doan ctia minh.
LaAM E@i: oo , Ngay ...... thang ..... nam .......
Ngudi yéu cau
(Ky, ghi rd ho, chiz dém, tén)

Y kién cua nguoi duoc thay doi ho, tén Y kicn cta cha va me (néu thay d@i ho,
(néu nguoi do tir du 9 tudi tre 18n); x4c  Chir dém, tén cho ngudi dudi 18 tuoi)
dlnh Ial dén t(A)C (né'u ngu(‘rl d(’) tl‘I dil 15 ......................................................................................
UG dén duwdi 18 tUOT) e



(@ Ghi theo dia chi dang ky thuong trd; néu khong c6 noi dang ky thuong tra thi
ghi theo dia chi dang ky tam trd; truong hop khong c6 noi dang ky thuong tra va noi
dang ky tam tru thi ghi theo noi dang sinh séng.

) Ghi rd thong tin vé gidy to tiy than (so, co quan cap, ngay cap ho chiéu, chang
minh nhan dan hoac giay to hop I¢é thay the)

, Vi dy: Chirng minh nhan dan s6 001089123 do Cong an thanh phd Ha Noi
cAp ngay 20/10/2004.
) Ghi rd noi dung loai viéc dé nghi ding ky
Vi du: thay doi ho, tén / cai chinh phan khai vé chir dém, nim sinh cua
nguoi q ‘ o me
/ xac dinh lai dan toc / b6 sung phan khai vé quoc tich
) Ghi rd loai viéc, gidy to ho tich da dang ky trude day c6 lién quan.
Vi dy: D3 ding ky khai sinh ngdy 05 thang 01 nam 2015 tai s6 10, quyen s
01/2015 caa UBND x4 Ha Hbi, huyén Thuong Tin, thanh phd Ha Noi.
Da ding ky két hon ngay 15 thang 10 nam 2015 tai s6 155, quyen sb
02/2015 ciia UBND quan Hoan Kiem, thanh pho Ha Noi
ba dang ky khai tr ngay 16 thang 10 nam 2015 tal sb 55, quyén sd
01/2015 ctia UBND phuong Niém Nghia, quan L& Chén, thanh pho Ha Noi.
) Ghi rd noi dung thay doi, cai chinh, xac dinh lai dan toc.
Vi du: Puoc thay ddi ho, tén tir Nguyén Vian Nam thanh Vii Van Lanh
Puoc cai chinh phan khai vé chit dém, nam sinh cua nguoi me tir: Lé
Thi Lan, sinh nam 1977, thanh: Lé Thay Lan, sinh nam 1979
Puoc xac dinh lai dan toc tir: dan toc Kinh, thanh: dan toc Tay
Puoc bb sung thdng tin vé qudc tich thanh: quéc tich Viét Nam
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22. Cap Gidy x&c nhan tinh trang hén nhan

1. Trinh tu thuc hién:

Budc 1: Ca nhan nop ho so tai Bo phan tiép nhan va tra két qua cia UBND cap
xa. Cong chue Tu phap - HY tich ki€ém tra ho so, truong hop ho so chua day du, hop 1€
thi huéng dan ngudi nop ho so bo sung, hoan thién theo quy dinh; truong hop khong
thé b6 sung, hoan thién ho so ngay thi phai lap vén ban huéng dan; truong hop ho so
day du, hop 1€ thi tiép nhan ho so va viet phieu hen tra ket qua.

Budc 2: Cong chirc Tu phap - Ho tich trinh 1anh dao UBND cip x4 ky Gidy xac
nhan tinh trang hén nhan.

Budc 3: Cong chirc Tu phap - HY tich chuyen két qua cho B phan tiép nhan va
tra két qua dé tra cho ca nhan.

*Luuy:

+ Truong hop nguoi y&u cau np gidy to 1a ban sao dugc cap tir so goc hoac ban
sao dugc ching thuc tir ban chinh thi nguoi tiep nhan ho so khong dwoc yéu cau xuat
trinh ban chinh; néu nguoi yéu cau chi ngp ban chyp va xuat trinh ban chinh thi nguoi
tiep nhan ho so ki€m tra, doi chieu ban chup véi ban chinh va ky vao ban chup xac
nhan ve viéc da doi chieu ndi dung giay to do, khong dugc yéu cau nguoi di dang ky
nop ban sao c6 chung thuc giay to do.

+ Truong hop phap luat quy dinh XUt trinh glay to khi dang ky ho tich, nguoi
tiép nhan c6 trach nhiém klem tra gidy to Xuat trinh, dol chiéu vai thong tin trong To
khai va tra lai cho nguoi XUAt trmh, khong du’qg yéu cau nguoi fiang ky’ho tich nop
thém ban sao giay to d6. Nguoi tiep nhan co6 the chup 01 ban giay to xuat trinh hoac
ghi lai thong tin cua giay to xuat trinh d€ luu ho so.

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

2. Cach thuc thuc hién:

- Nguoi ¢6 yéu cau cap Gidy xac nhan tinh trang hén nhan tryc tiép thyuc hién
hoac uy quyén cho nguoi khac thuc hién;

- Tryc tiép tai try so co quan hanh chinh nha nudc hoic gui hd so qua hé thong
buu chinh hoac gui ho so theo hé thong dang ky ho tich truc tuyen.

3. Thanh phan, s6 luong ho so:

a) Thanh phan ho so gom:

* Gidy to phdi ngp:

- To khai cap Gidy xé&c nhan tinh trang hén nhan (theo mau quy dinh);

- Giay to hop ¢ dé ching minh d6i véi truong hop ngudi yéu cau xac nhan tinh
trang hon nhén da c6 vo hoac chong nhung da ly hon hodc ngudi vg hodc chong da
chét;

- Ban sao Trich lyc ghi cha ly hon ddi véi trudong hop cong dan Viét Nam da ly
hon, huy viéc két hon ¢ nude ngoai sau d6 vé nude thuong trd hoac lam thu tuc dang
ky két h6n mai tai co quan c¢6 tham quyéen cuaa Viét Nam;

- Gidy to ching minh vé tinh trang hén nhan cta minh ddi véi truong hop nguoi
yéu cau xac nhan tinh trang hon nhan da ting dang ky thuong trd tai nhiéu noi khac
nhau (néu co);
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- Truong hop yéu cau cap lai Gidy xac nhan tinh trang hon nhan dé s dung vao
muc dich khac hoic do Gidy xac nhan tinh trang hon nhan da hét thoi han sir dung
theo quy dinh thi phai nop lai Gidy xé&c nhan tinh trang hén nhan da duoc cip trude do;

- Trudng hop 1y quyén cho ngudi khac 1am thay thi phai c6 van ban uy quyen
dugc cdng chiing, chitng thuc theo quy dinh cua phap luat. Néu nguoi dugc uy quyén
la 6ng, ba, cha, me, con, v, chdng, anh, chi, em ruét cia ngudi uy quyén thi vin ban
uy quyén khéng phai céng ching, ching thuc nhung phai c6 giay to chang minh vé
méi quan hé véi ngudi uy quyén.

* Gidy to' phdi xudt trinh:
- Ban chinh mét trong céc gidy to ching minh nhan than 1 Gidy CMND, H¢

chiéu, Thé cin cudc cong dan hodc gidy to khac c6 dan anh va thong tin ca nhén do co
quan cd tham quyén Cap con gia tri sir dung cua nguoi yau cau.

- Ban chinh gidy to chimg minh noi cu tra cua ngudi yéu cau dé xac dinh tham
quyen (chi &p dung trong giai doan chuyén tiep).
(Truwong hop gui ho so qua hé thong buu chinh thi phai guri kém theo ban sao c6

ching thuc cac glay to phdi ngp va xudt trinh. Triong hop nép hé so qua hé théng
ddang ky triec tuyén thi phdi gii ban scan tir ban chinh).

b) S6 lwgng hd so: 01 bo.
4. Thoi han giai quyét: Trong ngay lam viéc, sau khi nhan du hé so hop 18 (nhan

ho so sau 15 gio ma khéng giai quyét duoc ngay thi tra két qua trong ngay lam viéc
tiép theo).

Néu nguoi yéu CAu cap gidy xac nhan tinh trang hon nhan da tung dang ky
thuong trd tai nhiéu noi khac nhau thi thoi han giai quyét khong qua 06 ngay lam viéc
(khdng tinh thoi gian giri van ban yéu cau va thoi gian tra 1oi két qua xac minh).

5. Béi twong thuc hién thu tuc hanh chinh: C& nhan.
6. Co quan thyc hién thi tuc hanh chinh: Uy ban nhan dan cap xa noi ngudi yéu
cau cap Giay xac nhan tinh trang hon nhéan thuong tra;
Truong hop nguoi yéu Cau khong c6 noi thuong tra, nhung c6 dang ky tam trd

theo quy dinh cua phap luat vé cu tra thi Uy ban nhan dan cap x4, noi nguoi d6 dang
Ky tam tr( cAp Gidy x4c nhan tinh trang hon nhan.

7. Két qua thuc hién thu tuc hanh chinh: Giay xac nhan tinh trang hdn nhan.

8. Lé phi:

- 10.000 ddng/trudng hop;

- Mién 1& phi cho nguoi thude gia dinh c6 cong v6i cach mang; nguoi thudc ho
nghéo; nguoi Khuyét tat.

9. Tén mau don, mau to khai: To khai cap gidy xac nhan tinh trang hon nhan.

10. Yé&u cau, diéu kién thuc hién thu tuc hanh chinh:

Truong hop yéu cau xac nhan tinh trang hon nhan nham muc dich két hon thi
nam nir ket hon vaéi nhau phai tuan theo cac dieu kién sau:

- Nam tir du 20 tudi tré 1en, nit tir da 18 tudi tro 1én;

- Viéc két hon do nam va nir tu nguyén quyét dinh;

- Khéng bi mét ning lec hanh vi dan sy;

- Khéng cung giai tinh;

- Viéc két hon khong thugc mét trong cac trudng hop cam két hon, gom:
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+ Két hon gia tao;

+ Tao hon, cudng ép két hon, lira dbi két hon;

+ Nguoi dang ¢6 vo, ¢6 chong ma Két hon hogc chung séng nhur \0 chéng voi
nguoi khac hoac chua c6 vg, chua c6 chong ma ket hon hodc chung song nhu vo
chong vai nguoi dang co chong, ¢ vo;

+ Két hon hoic chung séng nhu vo chong gitra nhitng ngudi ciing dong mau vé
truc h¢; gitra nhitng nguoi €6 ho trong pham vi ba doi; gitra cha, me nudi véi con nudi;
gitra nguoi da tung la cha, me nudi véi con nudi, cha chdng véi con dau, me vo voi
con ré, cha duong véi con riéng cua vo, me ké vai con riéng cua chong.

11. Can ctr phap ly cua tha tuc hanh chinh:

- Luat HS tich nam 2014;

- Luat HOon nhéan va gia dinh nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 caa Chinh phu quy dinh chi
tiet mot s6 dieu va bién phap thi hanh Luat Ho tich;

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 cua B Tu phap quy dinh chi
tiét mot so diéu cua Luat HO :cich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015
cua Chinh phu quy dinh chi tiét mdt s6 di€u va bién phap thi hanh Luat Ho tich;

- Nghi quyét s6 26/2016/NQ-HDND ngay 15/12/2016 ctia HDND tinh Ha Tinh
quy dinh vé muc thu, mién, giam, thu, nop, quan ly va st dung cac khoan phi, I& phi
thudc tham quyen cua HDND tinh trén dia ban tinh Ha Tinh;

- Cong van s6 1288/HTQTCT-HT ngay 15/9/2016 cua Cuc Ho tich, qudc tich,
chung thuq - B6 Tu phap vé viéc diéu chinh mot s6 biéu mau ban hanh kém theo
Thong tu s6 15/2015/TT-BTP.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI CAP GIAY XAC NHAN TINH TRANG HON NHAN

KIND QU Q) ettt

Ho, chir dém, t&n NGUoi YEU CAUS ......cvvveeeeereseeeeeeeee et
DAN TOC: cvvveveveeeeeeeeeeeeeeeee et eeee et ee et et e eeet et et ee e e seeeeeee e st en e, Qudc tich: .veveen..
NOT CU T B oottt ettt sttt sttt s st n e tens
Quan hé véi ngudi dugc cap Gidy xac nhan tinh trang hén nhan: .............cc.ccceveeees
Pé nghi cAp Gidy x4c nhén tinh trang hén nhan cho ngwoi c6 tén dwéi day:

Ho, Chit dém, teN: ....oooiiii e, GIGi tinh: oo,
Ngay, thang, nam SINN: ..o
D0 3 ' SRR
DAN EOC: vttt et eeee et e et et et et et et et et e et et et et et et et et et et ettt ettt Qudc tich: .veveverne.

To61 cam doan nhitng nd1 dung khai trén day la dang su that va chiu trach nhi€ém
trudc phap luat vé 1oi khai cua minh.
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Chd thich:

() Ghi tén co quan dé nghi cap Giay xac nhan tinh trang hén nhan.

@ Truong hop cong dan Vigt Nam cu trii trong nudc thi ghi theo noi dang ky
thuong trd, néu khong co6 noi dang ky thuong tra thi ghi theo noi dang ky tam tru;
truong hop khong c6 noi dang ky thuong tra va noi dang ky tam tra thi ghi theo noi
dang sinh song.

Truong hop cong dan Viét Nam cu tri ¢ nude ngoai thi ghi theo dia chi thuong
trt hodc tam trit & nudce ngoa‘li

©) Ghi rd thong tin Ve gidy to tuy than nhu: ho chiéu, chizng minh nhéan dan hoic
gidy to hop 1é thay thé, sb, co quan cap, ngay cap

Vi du: Chang minh nhan dan s6 001089123 do Cdng an thanh phé Ha Nai cap
ngay 20/10/2004.

) Khai trong cac truong hop:

- Cong dan Viét Nam dang cu trd & nudc ngoai cd yéu cau xac nhan tinh trang hon
nhan trong thoi gian cu trit & nude ngoai hodc trong thoi gian cu trd tai Viét Nam, trude
khi xuat canh,;

- Nguoi dang co vo/chong yéu cau xac nhan tinh trang hon nhan trong giai doan
trude khi dang ky két hon;

- Nguoi di qua nhiéu noi thuong tra khac nhau dé nghi xac nhén tinh trang hon nhan
tai noi thuong tru trude day.

) - P6i voi cong dan Viét Nam cu tra ¢ trong nudc thi ghi rd tinh trang hon nhan
hién tai: dang c6 vo hodc c6 chong; hodc chua dang ky két hon véi ai; hoac da dang ky
két hon, nhung da ly hon hay nguoi kia da chét.

- DGi v6i cong dan Viét Nam cu trii & nwéc ngoai co yéu cau xac nhan tinh trang
hén nhén trong thoi gian cu tra tai Viét Nam trudc khi xuat canh, thi khai vé tinh trang
hon nhan cta minh trong thoi gian da cu tra tai noi d6

Vi du: Trong thoi gian cu tra tai HA Nam tir ngay...... thang ..... nam ......... dén
ngay ........ thang ....... nam ........ chua dang ky ket hon vai ai.

- D6i voi cdng dan Viét Nam dang cu tri ¢ nudc ngoai, ¢6 yu cau xac nhan tinh
trang hon nhén trong thoi gian cu tra & nude ngoai thi khai vé tinh trang hén nhén cua
minh trong thoi gian cu tra tai nude do

Vi dy: Trong thoi gian cu tra tai CHLB Duc tir ngdy ....... thang ..... nim ....... dén
ngay ..... thang ....... nam ........ chua dang ky két hén vai ai tai Pai st quan Viét Nam tai
CHLB buc.

© Ghi r6 muc dich sur dung Giay xac nhan tinh trang hon nhan. Truong hop sir
dung Giay xac nhan tinh trang hon nhan dé két hon thi phai ghi rd két hon vai ai (ho
va tén; ngay, thang, nam sinh; quoc tich; giay to tuy than; noi thuong trd/tam tri); noi
dang ky ket hon.

Vi du: Bé két hon vai anh SIN JONG GUN, sinh ngay 15/01/1975, quéc tich:
Han Quoc, Ho chi‘éu $0 12345678, cu trl tgi: Seoul, Han Quoc, dang ky két hon tai co
quan cé tham quyen Han Quoc tai Han Quaoc.
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23. Cap ban sao trich luc hd tich

Budc 1: Ca nhan, co quan, t6 chic nop hd so tai Bo phan tiép nhan va tra két qua
cuia UBND cip x3. Cong chiac Tu phap - Ho tich kiém tra hd so, truong hop hd so
chua day du, hop 1é thi huéng dan ngudi nop hd so bd sung, hoan thién theo quy dinh;
truong hop khdng thé bd sung, hoan thién hd so ngay thi phai lap vin ban huéng dan;
néu ho so day du, hop 18 thi tiép nhan hd so.

Budc 2. Cong chiec Tu phap - Ho tich trinh Cha tich UBND cap x4 ky ban sao
Trich luc ho tich.

Budc 3. Cong chirc Tu phap - Ho tich chuyén két qua cho Bd phan tiép nhan va
tra két qua dé tra cho ca nhan, co quan, t6 chuc.

*Luuy:

+ Trudng hop phép luat quy dinh xuét trinh gidy to khi dang ky ho tich, nguoi
tiép nhan c6 trach nhi¢m kiem tra gidy to xuét trinh, doi chiéu véi thong tin trong To
khai va tra lai cho nguoi XUt trinh, khong dugc yéu cau nguoi dang ky ho tich ngp
thém ban sao gidy to do. Nguoi tiép nhan cé thé chup 01 ban gidy to xuat trinh hoic
ghi lai thong tin cua gidy to xuat trinh dé luu ho so.

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

2. Cach thue thuc hién:

- Nguoi ¢6 yéu cau cap ban sao trich luc ho tich tryc tiép thuc hign hodc uy
quyén cho nguoi khac thuc hién.

- Tryc tiép tai tru s¢ co quan hanh chinh nha nuéc hoac gui hd so qua hé thong
buu chinh hoac gui ho so theo hé thong dang ky ho tich truc tuyen.

3. Thanh phan, sé luong ho so:

a) Thanh phan ho so gom:

* Gidy to phdi ngp:

- To khai cap ban sao trich luc ho tich (theo mau quy dinh) ddi véi ca nhan;

Vin ban yéu cau, trong d6 néu 16 1y do ddi véi co quan, t6 chuc;

- Trudng hop 1y quyén cho ngudi khac 1am thay thi phai c6 van ban uy quyen
dugc cdng ching, chitng thuc theo quy dinh cua phap luat. Néu ngudi dugc uy quyén
la ng, ba, cha, me, con, vo, chdng, anh, chi, em rudt caa nguoi uy quyén thi van ban

uy quyén khéng phai cong ching, ching thuc nhung phdi cd giay t& chang minh vé
moi quan hé vai nguoi uy quyen.

* Gidy to' phdi xudt trinh (déi v6i cd nhén):
Ban chinh mot trong cac gidy to ching minh nhan than la Gidy CMND, Ho

chiéu, Thé can cudc Cong dan hoic gidy to khac c6 dan anh va thong tin ca nhan do co
quan cd tham quyén cap, con gia tri sir dung cua ngudi yéu cau.

(Truwong hop gui ho so qua hé thong buwu chinh thi phai gui kem theo ban sao c6
chitng thuc cac gidy to phdi xudt trinh. Triong hop nép hé so qua hé thong ding ky
tryec tuyén thi phai g ban scan tir ban chinh)

b) S6 lwong hd so: 01 bo.

4. Thoi han giai quyét: Ngay sau khi nhan du ho so hop 18 (nhén hd so sau 15 gid
ma khong giai quyét duoc ngay thi tra két qua trong ngay lam viéc tlep theo).

5. P6i tegng thuc hién thi tuc hanh chinh: C4 nhan, co quan, to chic.
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6. Co quan thuc hién tha tuc hanh chinh: Uy ban nhan dan cap xa.

7. Két qua thuc hién thu tuc hanh chinh: Ban sao trich luc ho tich.

8. Lé phi:

- 2.000 dong/ban;

- Mién 1& phi cho ngudi thuge gia dinh c6 cong voi cach mang; nguoi thuge ho
nghéo; nguoi khuyet tat.

9. Tén mau don, mau to khai: To khai cdp ban sao trich luc ho tich.

10. Yéu cau, diéu kién thuc hién tha tuc hanh chinh: Khéng.

11. Can ctr phap ly caa tha tuc hanh chinh:

- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/NP-CP ngay 15/11/2015 cua Chinh phu quy dinh chi
tiet mot so dicu va bién phap thi hanh Luat Ho tich;

- Thong tu sd 15/2015/TT-BTP ngay 16/1 1/2015 cua B Tu phap quy dinh chi
tiét mot sO di€u cua Luat Ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015
cua Chinh phu quy dinh chi tiét mdt s6 di€u va bién phap thi hanh Luat Ho tich;

- Nghi quyet s6 26/2016/NQ-HDND ngay 15/12/2016 ciia HDND tinh Ha Tinh
quy dinh vé muc thu, mien, giam, thu, nop, quan ly va st dung cac khoan phi, 1€ phi
thuoc tham quyén ciia HDND tinh trén dia ban tinh Ha Tinh.

- Cong van sb 1288/HTQTCT-HT ngay 15/9/2016 cua Cuc H9 tich, qudc tich,
ching thuc - B Tu phap ve viée diéu chinh mot s6 biéu mau ban hanh kém theo
Thong tu s6 15/2015/TT-BTP.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

- TO KHAI
CAP BAN SAO TRICH LUC HQ TICH

KINN QU @) 1o

Ho, chit dém, t&n NGUoT YEU CAU ........coovvveeeieeeeeeeeeeeee et
INOT CU T @) ettt ettt ettt et et et e et et e et et et et e et et en et eneee e
GIAY tO TUY thAN: @) ettt
Quan hé véi ngudi dugc cap ban sao Trich luc hO tCN: ..

Pé nghi co quan cap ban sa0 trich TuC™ ...........ccoooevvviieee e
cho nguoi co6 tén dudi day:
Ho, Chit dém, tBN: .o Gidi tinh: v,

S6 dinh danh €a NNAN (NEU CO): .uvuvveveceeeeieeeseese ettt ne s
DA dAng KY 1ai:0) Lo

S6 lugng ban sao Trich Tuc d& NGNE CAP: .....v.cvecvveeeeeeeeeee e

T6i cam doan nhiing noi dung khai trén déy la dung su that va chiu trach nhiém
trudc phap luat vé cam doan cia minh.

LaAM Eai: oo , Ngay ...... thang ..... nam.....

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

() Ghi tén co quan dé nghi thuc hién viéc cip ban sao Trich luc ho tich

@ Ghi theo dia chi dang ky thuong tri; néu khong c6 noi ding ky thuong trd thi
ghi theo dia chi dang ky tam trti; truong hop khong c6 noi dang ky thuong tra va noi
dang ky tam tra thi ghi theo dia chi dang noi sinh song.

@ Ghi r6 thang tin ve gidy to ty than (sd, co quan cap, ngay cap ho chiéu, ching
minh nhan dan hoac giay to hop 1€ thay the)

Vi dy: Chttng minh nhan dan sé 0010891235 do Coéng an Ha Noi cap ngay
20/10/2004;

Ho chiéu s6 N1233567 do Cuc L&nh su, Bo Ngoai giao cap ngay
22/12/2015

Ho chiéu sb 545379017 do co quan c6 tham quyén Hoa Ky cip ngay
11/02/2016.

) Ghi r5 loai viéc ho tich da dang ky trude ddy, nay dé nghi cap ban sao Trich
luc ho tich

Vi du: Khai sinh / Két hén / Khai tir / Cai chinh ho tich
(5) Ghi 16 tén co quan da dang ky ho tich trudce day.
Vi dy: Uy ban nhan dan phudng Dién Bién, quan Ba Dinh, thanh phd Ha Noi

Uy ban nhan dan quan Hoan Kién, thanh phd Ha Noi

S& Tu phap tinh Hoa Binh
(6) Ghi r5 loai gidy to ho tich di dugc cap trude day (chi khai néu biét rd).
Vidu: Giay khai sinh / Gidy chitng nhan két hon

Trich luc khai tir / Trich luc thay doi ho tich
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II. LINH VUC NUOI CON NUOI

1. Pang Ky viéc nudi con nuéi trong nudéc

1. Trinh tu thuc hién:

Budc 1: C& nhan ngp ho so tai Bo phan tiép nhan va tra két qua cia UBND cAp
xa. Cong chue Tu phap - HY tich ki€ém tra ho so, truong hop ho so chua day du, hop 1€
thi huéng dan ngudi nop ho so bo sung, hoan thién theo quy dinh; truong hop khong
theé b6 sung, hoan thién ho so ngay thi phai lap vén ban huéng dan; truong hop ho so
day du, hop 1€ thi tiép nhan ho so va viét phieu hen tra két qua.

Budc 2. Cong chirc Tu phap - Ho tich tién hanh lay y kién cua nhimg ngudi c6
lién quan; trinh Chu tich UBND cap xa ky Giay chirng nhan nudi con nudi.

Budgc 3. Ca nhan nhan két qua tai tru s6 UBND cip x4 (tai L& giao nhan con
nuoi).

2. Céch thue thyc hién: Truc tiép tai tru s6 co quan hanh chinh nha nudc.

3. Thanh phan, s6 luong hd so:

a) Thanh phan ho so gom:

* Hé so' ciia ngwoi nh@n con nudi:

- Pon xin nhan con nuéi (Theo mau TP/CN-2014/CN.02);

- Ban sao Ho chiéu, Gidy ching minh nhan dan hoic gidy to co gid tri thay thé;

- Phiéu 1y lich tu phap (duoc cip chua qué 06 thang tinh dén ngay ndp ho so);

- Van ban xac nhan tinh trang hon nhan (Ban sao néu 1a Giay chiing nhan két
hon hoac ban chinh néu la gidy xac nhan tinh trang hon nhan);

- Gidy kham strc khoe do co quan y té cap huyén tro 1én cap (duoc cip chua qua
06 thang tinh dén ngay ndp ho so);

- Va“}n ban x4c nhin hoan cdnh gia dinh, tinh trang chd 6’, diéu kién kinh té do
UBND cap x4 noi nguoi nhan con nuéi thuong tra cap (dugc cap chua qua 06 thang
tinh dén ngay ndp ho so), trir truong hop cha dugng nhén con riéng cua vg, me ké
nhan con riéng cuia chong lam con nudi hodc cd, cau, di, chu, bac rudt nhan chau lam
con nuol.

* Ho so ciia ngwoi dwoc nhén lam con nuéi:

- Giay khai sinh;

- Giay kham sirc khée do co quan y té cap huyén tré 1én cap (dwoc cap chua
qua 06 thang tinh dén ngay nop ho so);

- Hai anh toan than, nhin thang chup khéng qua 06 thang;

- Bién ban xé&c nhan do Uy ban nhan dan hoac Cong an cap xa noi phat hién tre
bi bo roi 1ap doi vai tré em bi bo roi; Gidy chuang tu cua cha d¢, me dé hoac quyet dinh
cua Toa an tuyén bo cha d¢, me de cua tré em la da chet doi vei tré em mo coi; quyet
dinh cua Toa an tuyén bo cha d¢, me dé cua nguoi duoc gidi thieu lam con nudi mat
tich d6i v&i ngudi dugc gidi thiéu 1am con nudi ma cha dé, me dé mat tich; quyet dinh
cua Toa an tuyén b cha dé, me dé cua nguoi duoc gigi thigu lam con nudi mat nang
lwc hanh vi dan sy ddi voi nguoi duoc gidi thiéu lam con nu6i ma cha dé, me dé mat
nang lyc hanh vi dan sy;

- Quyét dinh tiép nhan di vai tré em ¢ co s¢ nudi dudng.

b) S6 lwgng hd so: 01 bo.

4. Thoi han giai quyét: 15 ngay ké tir ngay nhan du hd so hop Ié.

118



5. Béi trgng thuc hién tha tuc hanh chinh: Ca nhan.

6. Co quan thyuc hién thu tuc hanh chinh: Uy ban nhan dan cip x4 noi thuong trd
ctua ngudi nhan con nubi hodac nguoi dugc nhan lam con nubi.

7. Két qua thuc hién thu tuc hanh chinh: Gidy chang nhan nudi con nudi.

8. L& phi: 400.000 dong/truong hop.

Miénllé phi ddng ky nudi con nudi trong nudc d6i voi truong hop cha duong
hodac me ké nhan con riéng cua vo hoac chéng lam con~nu6i; co, cau, di, chu, tgéc ruot
nhgm chau lam con nudi; nhan tré em khuyét tat, nhicm HIV/AIDS hoéic mac bénh
hiém ngheo theo quy dinh cta Luat Nudi con nudi va van ban huéng dan; ngudi co
cdng vai cach mang nhan con nuoi.

9. Tén mau don, mau to khai:

- Pon xin nhan con nudi (Mau TP/CN-2014/CN.02).

- To khai hoan canh gia dinh cua ngudi nhan con nubi (Mau TP/CN-
2011/CN.06).

10. Yé&u cau, diéu kién thuc hién thu tuc hanh chinh:

a) Diéu kién dbi véi nguoi dugc nhan lam con nuoi:

- Duéi 16 tudi;

- Nguoi tu da 16 tudi dén dudi 18 tudi duoc nhan lam con nudi néu thudc mot
trong cac truong hop sau day:

+ Puogc cha dugng, me ké nhan 1am con nuéi;

+ Puoc co, cau, di, cha, bac ruét nhan lam con nudi.

_* Truong hop nhan tré em tir du 09 tudi trod 1én 1am con nudi thi con phai duoc
sy dong y cua tré em do.

b) Piéu kién ddi v6i ngudi nhin con nudi:

- C6 nang luc hanh vi dan sy day du;

- Hon con nuoi tir 20 tudi tré 1én;

- C6 diéu kién vé strc khoe, kinh té, chd & bao dam viéc cham séc, nudi dudng,
giao duc con nuoi;

- C6 tu cach dao dirc tdt.

Truong hop cha duong nhan con riéng cua vo, me ké nhan con riéng cua chong
lam con nudi hogc ¢, cau, di, chd, bac ru¢t nhan chau lam con nudi thi khdng ap dung
diéu kién vé do tuoi va dieu kién ve suc khoe, kinh te, cho 6.

c) Nhirng nguoi sau day khong dugc nhan con nubi:

- Pang bi han ché mét sé quyén cua cha, me d6i voi con chua thanh nién;

- Pang chap hanh quyét dinh xir Iy hanh chinh tai co so giéo duc, co sé chira
bénh;

- Pang chap hanh hinh phat tu;

- Chua dugc x0a &n tich vé mot trong cac t9i c6 ¥ xam pham tinh mang, sic
kh@e, nhan pham, danh du cua nguoi khac; nguoc dai hoac ~hémh ha dng ba, cha me, 7y
chong, con, chdu, nguoi c6 cong nudi dudng minh; du do, ép buoc hodc chira chap
nguoi chua thanh nién vi pham phap luat; mua ban, danh trao, chiém doat tré em.

d) Khi dang ky nudi con nudi, cha me nudi, cha me d¢, nguoi giam ho hoac dai
dién co s& nudi dudng va ngudi dugc nhan lam con nudi phai c6 mat.

119



d) Mot pguc‘yi chi dugc lam con nudi cua mot nguoi doc than hoac cua ca hai
nguoi la vg chong.

11. Cén ctr phép ly cta thu tuc hanh chinh:

- Luat Nudi con nudi nam 2010;

- Nghi dinh s6 19/2011/ND-CP ngay 21/3/2011 cua Chinh phu quy dinh chi tiét
thi hanh mot so dieu cua Luat Nubi con nudi;

- Nghi dinh s 114/2016/ND-CP ngay 08/7/2016 cua Chinh phu quy dinh 1¢ phi
dang ky nudi con nudi, 1é phi cap giay phép hoat dong cua to chirc con nudi nudc
ngoai.

- Thong tu s0 24/2014/TT-BTP ngay 29/12/2014 cia Bo Tu phép sira doi, bo
sung mot so di€éu cua ThQng tu 12/2011/TT-BTP ngay 27/6/201l~cﬁa Bo Tu phap vé
viéc ban hanh va hudng dan viéc ghi chép, luu trix, sir dung biéu mau nudi con nuoi.

- Thong tu’~sé) 12/2011/TT-BTP ngay 27/6/2011 cua B Tu phap vé viéc ban
hanh va hudng dan viéc ghi chép, Iuu trit, si dung biéu mau nudi con nudi.
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Mdau TP/CN-2014/CN.02

CONG HOA XA HQI CHU NGHIA VIET NAM

Anh 4 x 6cm Doc lap - Tw do - Hanh phuc Anh 4 x6cm
PON XIN NHAN CON NUOI
(Dung cho truong hgp nudi con nudi trong nude)
KINN QU ot e

Chung toi/toi la:

Ho va tén

Ngay, thang, ndm
sinh

Noi sinh

Dén toc

Quéc tich

Nghé nghiép

Noi thuong trd

~ S0 Giay CMND/Hb
chiéu

Noi cap

Ngay, thang, nam
cap

bia chi lién hé

bién thoai/fax/email

C6 nguyén vong nhén tré em dudi day lam con nudi:
HO VA TEN: oo Gigitinh: ..o,
Ngay, thang, NAM SINN: ..o

2 Truong hop ngudi nhan con nudi thudng trii trong nude, thi giri UBND x3/ phudng/thi trdn noi ¢6 thim quyén
dang ky viéc nudi con nudi. Truong hop nguoi nhén con nudi va ngudi duge nhan lam con nudi tam trd ¢ nude
ngoai, thi giri Co quan dai dién Viét Nam, noi c6 tham quyén dang ky vi¢c nudi con nudi.
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DAN tOC: cvoveeeeeeeeeeeeeee e, QUAC TICN v

TINN Trang SUC KNOG: ....cvveeieee e
Noi ding ky ho KNAu thuonNg tr0:.......c.oeieeeeeeeeeeeeeeeseeeeee e
NOT GANG CU IITLL 1ot
00 Gia dinh:

Ong Ba

Ho va tén

Ngay, thang, ndm sinh

bia chi lién hé

bién thoai,/fax/ email

Quan hé vai tré em
duogc nhan lam con nudi

[ Co G NUOT AUTNG®: ...ttt bbb ese s

Néu duoc nhan tré em 1am con nudi, ching t6i/tdi cam két s& cham soc, nudi
dudng, gi4o duyc tré em nhu con dé cua minh va thuc hién moi nghia vu cia cha me doi
vé6i con theo quy dinh cua phap luat. Ching t6i/tdi cam két trong thoi han ba nam, ké
tr ngay giao nhan con nudi, dinh ky 06 thang mot lan, guri thong béo vé tinh trang phat

trién moi mat cua con nudi (6 Kem theo anh) ChO........coceveveveceee e
noi ching t6i/t6i thuong tra.
D8NRI oo, xem xét, giai quyét.
.............. , ngay .......... thang
ONG BA
(KY, ghi r6 ho tén) (Ky, ghi ro ho tén)

3> Ghi rd tén va dia chi co s¢ nudi dudng.
5 Ghi tén UBND xa/phudng/thi tran hodc Co quan dai dién Viét Nam & nude ngoai.
”Nhu kinh giri.
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Mdu TP/CN-2011/CN.06

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

TO KHAI HOAN CANH GIA PINH CUA NGUGOI NHAN CON NUOI

PHAN TU KHAI CUA NGUOI NHAN CON NUOI

1. Ong:
Ho Vatén: ..o Nay Sinh:

S6 Gidy CMND: ..o . NOi CAP: v, N[ IR T
INGNE NONIBP: vttt n et n ettt en et
NOT tHIONG T i e e s e e sre e sreesteesreenreenreas
Tinh trang hON NhANE: ..ot
2. Ba:

Ho Vaten: ..o, NQAY SINN: e
B0 T3 41 USRS
S6 Gidy CMND: ..o, Noi Cap: .vevveeee. NGAY CAP ..vvvveeeeeeeae
NGNE NGNIEP: .ottt ettt ettt
NOTthUONG T oot be e be e e e reeneas
Tinh trang hON NNANT: ...

m N O oo

8 Khai ré ddy la lan két hén thir mdy ciia nguwoi nhdn con nudi, tinh trang con cdi.

% Khai nhw chii thich 6.

10 Khai ré hién nay ngueoi nhdn con nudi dang song cing véi ai; thdi do ciia nhitng nguoi trong gia dinh vé viéc
nhdn con nuoi.
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Ong Ba
(Ky, ghi r6 ho tén) (Ky, ghi rd ho tén)

Y kién caia Té truwéng té dan phé/Truéng thon vé nguwoi nhan con nubi:

T6 trwéng dan phé/Trwéng thon
(Ky, ghi r6 ho tén)

X&c minh caa céng chire tw phap - ho tich!!:

Nguwoi X4 minh
(Ky, ghi rd ho tén)
X&c nhan cia UBND xi/phuwong/thi tran

TM. UBND XA/PHUONG/THI TRAN
(Ky, ghi r ho tén, chirc vu va dong dau)

'Y kién ciia can bé xdc minh vé cdc néi dung ma nguoi nhan con nuéi ty khai & trén. Danh gid nguoi nhdn con
nuoi du hay khong du diéu kién dé nhan con nudi.
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2. Pang Ky lai viéc nuéi con nudi trong nwéc

1. Trinh tu thuc hién:

Budc 1: Ca nhan nop ho so tai Bo phan tiép nhan va tra két qua cia UBND cap
xa. Cong chtre Tu phap - HY tich kiém tra ho so, truong hop ho so chua day du, hop 1€
thi hudng dan nguoi nop ho so bo sung, hoan thién theo quy dinh; trudng hop khong
thé b6 sung, hoan thién ho so ngay thi phai lap vén ban huéng dan; truong hop ho so
day du, hop 1€ thi tiep nhan ho so va viét phiéu hen tra két qua.

Budc 2. Cong chirc Tu phap - Ho tich trinh Chu tich UBND cép x& ky Gidy
ching nhan nudi con nuoi.

Budc 3. Cong chirc Tu phép - Ho tich chuyén két qua cho B¢ phan tiép nhan va
tra két qua dé tra cho ca nhan.

2. Céch thure thuc hién: Truc tiép tai tru s¢ co quan hanh chinh nha nuéc.

3. Thanh phan, s6 luong hd so:

a) Thanh phan ho so gom:

To khai ding ky lai viéc nudi con nubi (Theo mau TP/CN-2011/CN.04);

Truong hop yéu cau ding ky lai tai UBND cép xa khong phai 1a not trude day
da dang ky viéc nu6i con nudi, thi To khai phai c6 cam ket cua nguoi yéu céu dang
ky lai vé tinh trung thyc cua viéc dang ky nudi con nudi trude d6 va co chir ky cua it
nhat hai nguoi lam ching.

b) S6 lwgng hd so: 01 bo.

4. Thoi han giai quyét: 02 ngay lam viéc, ké tir ngay nhan da hé so hop 1é.

5. Béi twong thyc hién thu tuc hanh chinh: C4 nhan.

6. Co quan thyc hién thi tuc hanh chinh: Uy ban nhan dan cap xa noi cha me
nudi va con nudi thuong tru hoac Uy ban nh&n dan cap xa noi da dang ky viéc nudi
con nudi trude day.

7. Két qua thyc hién tha tuc hanh chinh: Gidy chang nhan nudi con nudi.

8. Lé phi: Khong.

9. Tén mau don, mau to khai: To khai ding ky lai viéc nubi con nudi (Mau
TP/CN-2011/CN.04).

10. Yé&u cau, diéu kién thuc hién thu tuc hanh chinh:

- Viéc nudi con nudi da duge dang ky nhung ca S6 ho tich va ban chinh gidy to
dang ky nudi con nuodi bi mat hoac hu hong khong sir dung duoc;

- Ca cha, me nudi va con nudi déu con séng vao thoi diém yéu cau dang ky lai.

11. Céan cu phap ly cua tha tuc hanh chinh:

- Luat Nudi con nudi nam 2010;

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

- Nghi dinh s 114/2016/ND-CP ngay 08/7/2016 cua Chinh phu quy dinh 1¢ phi
dang ky nudi con nuoi, 1¢ phi cap giay phep hoat dong cia to chirc con nudi nudc
ngoai;

- Thong tw sé 12/2011/TT-BTP ngay 27/6/2011 ciia Bo Tu phap v& viéc ban
hanh va hudng dan viéc ghi chép, luu trit, si dung bieu mau nu6i con nuoi;
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- Thong tu s6 24/2014/TT-BTP ngay 29/12/2014 cia Bo Tu phép sira doi, bo
sung mot so diéu cua Thong tu 12/2011/TT-BTP ngay 27/6/2011 cua Bo Tu phap ve
viéc ban hanh va hudng dan viéc ghi chép, luu trix, sir dung biéu mau nudi con nuoi.
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Mau TP/CN-2011/CN.04
CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phac

TO KHAI PANG KY LAI VIEC NUOI CON NUOI
KINN QUL et

Chung toi /t6i la:

Ong Ba

Ho va tén

Ngay, thang, ndm sinh

Noi sinh

Dén toc

Quéc tich

Noi thuong tru

S6 Giay CMND/H9
chicu

Noi cap

Ngay, thang, nim cap

bia chi lién hé

bién thoai/fax/email

Pa nhan nguoi c6 tén dudi day lam con nudi:

HO VA TEN: oo Gigitinh: ..o
Ngay, thang, NaAm SINN: ..o
INOT SINN ottt e e st e e e be e e e bt e e e e bee e e raeeennree s
DAN OC: vvveveeeeeeeeee oot QUABC HHCR: o,
INOT tHIEONG T ettt ettt see e
Phan khai vé bén giao con nudi trwée day?:

Ong Ba

Ho va tén

Ngay, thang, ndm sinh

Noi sinh

Dén toc

Quéc tich

Noi thuong trd/tam trd
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S6 Gidy CMND/H}
chieu

Noi cap

Ngay, thang, nim c4p

bia chi lién hé

bién thoai/fax/email

Quan hé véi tré dwgc nhan 1am con NUOIS: ...
TEN CO SO NUOT AUGNG: .eveieiiiiieiiie ettt e e e s be e e s rn e e e ane e e s nnre e e e
Chuc vu ctiia nguoi dai dién co SO NUOT AUGNG: .ovvvvvveiieeiieiieeee e
Viéc nudi con nudi da dwge dang Ky tai: ..o

Chung t61 cam doan 101 khai trén day la ding su that va chiu trach nhiém truéde
phap luat vé cam doan ctia minh.

Nguwoi kKhai
(Ky, ghi r6 ho tén)

Xac nhén ciia Nguoi lam chirng thir nhat* Xac nhan caa Nguwdi lam ching thi hai
LS L R— sinh NAM TOIten la. .. sinhnam ...
SO CMND....oo cu trd SO CMND....oco cu tri
LT O 1723 D

T61 xin lam ching viée nudi con nudi néu
trén la ding sy that va xin chiu trach
nhiém vé viéc 1am chang ctiia minh.
................. , ngay.....thang...... nam.......
(Ky, ghi rd ho tén)

To61 xin [am ching viée nudi con nudi néu
trén la dang su that va xin chiu trach
nhiém vé viéc 1am chtng ctia minh.

.......... , Ngay......thang....... nam.........
(Ky, ghi r6 ho tén)

LT ruong hop nuoi con nudi trong nudc, thi gui UBND xd/ phwong/thi tran noi
c6 tham quyén dang ky lai viéc nudi con nudéi. Truwong hop nudi con nudi co yéu té
nude ngodi, thi giri S¢ Twe phdp, noi ¢é tham quyén dang ky lai viéc nudi con nudéi.

L Néu c6 dwoc cdc théng tin nay. (2 ¢ ddu?)

3 Ghi ré la cha, me dé; nguwoi gidm hé hay co sé nuéi dwéng. Néu la co s6 nudi
duwong thi ghi ro tén co so nuoi duwong, chirc vu cua nguoi dai dién co so nuoi duong.

4 Khéng can c6 xdc nhdn cia ngwoi lam chimg néu ding ky lai viéc nudi con
nudi tai UBND cdp xd/STP noi da dang ky viéc NCN truée ddy.
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. 3. Giai quyét viéc ngudi nuéc ngoai cw tri & khu vie bién giéi nuwée lang
gieng nhan tré em Viét Nam lam con nuoi

1. Trinh ty thuc hién:

Budc 1: Ca nhan nop ho so tai BO phan tiép nhan va tra két qua cia UBND cap
xa. Cong Chl’rc Tu phap - HO tich |§iém tra ho so, truong hop ho so chua day du, hop 1€
thi hudng dan nguoi nop ho so bo sung, hoan thién theo quy dinh; trudng hop khong
thé bo sung, hoan thién ho so ngay thi phdi Iap van ban hudéng dan; truong hop ho so
day du, hop 1€ thi tiep nhan ho so va viét phiéu hen tra két qua.

Budc 2: Cong chirc Tu phap - Ho tich ldy ¥ kién cua nhimg ngudi ¢6 lién quan;
dyu thao van ban trinh 1anh dao UBND Cap xa ky va guri S¢ Tu phap kem theo 01 by ho
so ctia ngudi nhan con nudi va 01 bo hd so cua tré em dé xin y kién.

Budc 3: Sau khi nhan dugce van ban d6ng y cua S¢ Tu phap, cong chirc Tu phap -
Ho ticﬁh tien hanh lam tha tuc dang ky nhan nudi con nudi theo quy dinh. Sau d6 ghi
vao S6 dang ky viéc nhan nudi con nudi va Giay chirng nhan nudi con nu6i trinh Chu
tich UBND cap x& ky.

Budc 4: Ca nhan nhan két qua tai try s6 UBND cap x4 (tai L& giao nhan con
nuoi).

2. Céch thirc thuc hién: Truyc tiép tai tru ¢ co quan hanh chinh nha nudc.

3. Thanh phan, s6 luong ho so:

a) Thanh phan ho so gom:

* Ho so' ciia ngwoi nhgn con nuoi:

- Pon xin nhan con nudi (theo mau TP/CN-2014/CN.02);

- Ban sao Ho chiéu hoac giay to c6 gié tri thay thé;

- Phiéu ly lich tu phap (dwoc cp chua quéa 06 thang tinh dén ngay nop ho so);

- Vin ban xac nhan vé viéc nguoi nhan con nudi co da diéu kién nudi con nudi
theo quy dinh cua phap luat nudc do;

- Van ban xac nhan tinh trang hén nhan ;

- Giay kham strc khoe (dugc cip chua qua 06 thang tinh dén ngay nop hé so);

- Hai anh méi nhat, chup toan than, ¢ 9 cm x 12 cm hoac 10 cm x 15 cm.

(Céc gidy to rrén do co quan cé tham quyén cia miéc 1ang gieng cap va phdi
duwoc dich ra tieng Viét; cac giay to la ban sao phai ¢ ban chinh dé doi chieu va
khong phai chizng thuc)

* H6 so ciia ngwoi dwoe nhdn lam con nudi:

- Gidy khai sinh;

- Giay kham suc khoe do co quan y té cap huyeén trg Ién cap khong qua 06
thang;

- Hai anh toan than, nhin thang chup khéng qua 06 thang;

- Bién ban xac nhan do UBND hoac Cong an cip xa noi phat higf:n tré bi bo roi
lap doi voi tre em bi bo roi; Gidy chung tir cua cha d¢, me deé hoac quyét dinh cua Toa
an tuyén bd cha dé, me dé cua tré em 1a da chét doi véi tré em md coi; quyet dinh cua
Toa an tuyén bd cha dé, me dé cua ngudi duoc gidi thidu 1am con nuoi mét tich di voi
ngudi dugc gidi thiéu lam con nudi ma cha de¢, me de mét tich; qUYet dinh cua Toa an
tuyén bo cha d¢, me dé cua ngudi dugc gidi thiéu lam con nudi mat nang luc hanh vi
dan su doi véi nguoi duoc gidi thiéu lam con nudi ma cha dé, me dé mat nang luc
hanh vi dan su;
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- Quyét dinh tiép nhan di vai tré em ¢ co s¢ nudi dudng.

b) S6 lwong hd so: 02 bo.

4. Thoi han giai quyét: 15 ngay lam viéc ké tir ngay nhan du hd so hop 18, trong
do:

- UBND cép x& kiém tra hé so, 1dy y kién nhitng ngudi 6 lién quan va c6 van
ban guri S& Tu phap xin y kién: 08 ngay lam viéc ké tur ngay nhan dua ho so hop I¢;

- S¢ Tu phép c6 y kién: 05 ngay lam viéc ké tr ngdy nhan dugc van ban cia
UBND cap x3;

- UBND cap x3 diang ky viéc nudi con nudi va giao nhan con nudi: 02 ngay lam
viéc ké tir ngay nhan dugc van ban dong y caa S¢ Tu phap.

5. Béi tegng thyuc hién tha tuc hanh chinh: Ca nhan.

6. Co quan thuc hién thu tuc hanh chinh: Uy ban nhan dan cip x4 noi nguoi duoc
nhan lam con nuéi thuong tra.

- Co quan phdi hop: S& Tu phép.
7. Két qua thyc hién tha tuc hanh chinh: Gidy chang nhan nudi con nudi.
8. L& phi: 4.500.000 dong/trudng hop.
9. Tén mau don, mau to khai:
- Pon xin nhan con nudi (Mau TP/CN-2014/CN.02);
- To khai hoan canh gia dinh ctia nguoi nhan con nubi (Mau TP/HT-2011/CN.06)
10. Y&u ciu, diéu kién thuc hién thu tuc hanh chinh:
a) Diéu kién d6i véi nguoi dugc nhan lam con nuoi:
- Dudi 16 tudi;
- Nguoi tur da 16 tudi dén dudi 18 tudi duge nhan lam con nudi néu thudc mot
trong cac truong hop sau day:
+ Puoc cha dugng, me ké nhan lam con nuoi;
+ Puoc ¢o, cau, di, cha, bac rudt nhan lam con nuoi.
b) Piéu kién ddi véi ngudi xin nhan con nudi:
- C6 nang luc hanh vi dan sy day du;
- Hon con nudi tir 20 tudi tré 1en;
- Co diéu kién vé suc khoe, kinh té, chd & dam bao viéc cham soc, nudi dudng,
gi&o duc con nuébi;

- C6 tu cach dao dic tot.
c) Nhirng nguoi sau day khong dugc nhan con nubi:

- Pang bi han ché mét sé quyén cua cha, me d6i voi con chua thanh nién;

- Pang chap hanh quyét dinh xir Iy hanh chinh tai co so giéo duc, co sé chira

- Pang chap hanh hinh phat tu;

- Chua duoc x06a &n tich vé mot trong cac toi ¢d y xam pham tinh mang, sic
khoe, nhan pham, danh du ctia nguoi khac; nguoc dai hoac hanh ha 6ng ba, cha me, vg
chong, con, chau, nguoi c6 cong nudi dudng minh; du do, ép budc hodc chaa chap
nguoi chua thanh nién vi pham phap luat; mua ban, danh trao, chiém doat tré em.

d) Khi dang ky nudi con nuoi, cha me nudi, cha me¢ dé, nguoi giam h hoac dai
dién co s¢ nudi dudng va nguodi duge nhén lam con nudi phai c6 mat.
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d) Mot ngudi chi dugc lam con nuoi cua mdt nguoi doc than hodc cua ca hai
nguoi la vo chong.

11. Cén ctr phap ly cta thu tuc hanh chinh:

- Luat Nudi con nudi nam 2010;

- Nghi dinh s6 19/2011/ND-CP ngay 21/3/2011 cua Chinh phu quy dinh chi tiét
thi hanh mot so dieu cua Luat Nubi con nudi;

- Nghi dinh s 114/2016/ND-CP ngay 08/7/2016 cua Chinh phu quy dinh 1¢ phi
dang ky nudi con nudi, 1€ phi cap giay phép hoat dong cua to chirc con nudi nudc
ngoai;

- Thong tu~sé 12/2011/TT-BTP ngay 27/6/2011 cua B Tu phap vé viéc ban
hanh va hudng dan viéc ghi chép, luu trit, st dung biéu mau nudi con nuoi;

- Thong tu s0 24/2014/TT-BTP ngay 29/12/2014 cia Bo Tu phép sira doi, bo
sung mot so dieu cua Thong tu 12/2011/TT-BTP ngay 27/6/2011 cua Bo Tu phap ve
viéc ban hanh va hudng dan viéc ghi chép, luu trix, sir dung biéu mau nudi con nuoi.
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Mdu TP/CN-2014/CN.02

CONG HOA XA HQI CHU NGHIA VIET NAM

Poc lap - Tw do - Hanh phuc

Anh 4 x 6cm Anh 4 x 6 cm

PON XIN NHAN CON NUOI
(Dung cho truong hop nudi con nudi trong nudc)

Chung toi/toi la:

Ho va tén

Ngay, thang, nam
sinh

Noi sinh

Dén toc

Quéc tich

Nghé nghiép

Noi thuong trd

~ S0 Giay CMND/Hb
chiéu

Noi cap

Ngay, thang, nam
cap

bia chi lién hé

bién thoai/fax/email

C6 nguyén vong nhén tré em dudi day lam con nudi:
HO VA TEN: .o Gigitinh: .......ccoee.
Ngay, thang, NAM STNN: ....c.eiiiii e

2 Truong hop ngudi nhin con nudi thudng tri trong nude, thi giri UBND xd/ phudng/thi trdn noi c6 tham
quyén dang ky viéc nu6i con nudi. Trudng hop ngudi nhan con nudi va ngudi duge nhan lam con nudi tam tra &
nudc ngoai, thi giri Co quan dai dién Viét Nam, noi c6 thdm quyén dang ky viéc nudi con nudi.
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DAN tOC: cvoveeeeeeeeeeeeeee e, QUAC TICN v

TINN Trang SUC KNOG: ....cvveeieee e
Noi ding ky ho KNAu thuonNg tr0:.......c.oeieeeeeeeeeeeeeeeseeeeee e
NOT GANG CU IITLL 1ot
00 Gia dinh:

Ong Ba

Ho va tén

Ngay, thang, ndm sinh

bia chi lién hé

bién thoai,/fax/ email

Quan hé vai tré em
duogc nhan lam con nudi

Néu duoc nhan tré em 1am con nudi, ching t6i/tdi cam két s& cham soc, nudi
dudng, gi4o duyc tré em nhu con dé cua minh va thuc hién moi nghia vu cia cha me doi
Vé6i con theo quy dinh cua phap luat. Ching t6i/tdi cam két trong thoi han ba niam, ké
tr ngay giao nhan con nudi, dinh ky 06 thang mot lan, guri thong béo vé tinh trang phat

trién moi mat ciia con Ui (O KM theo anh) ChO..........ceveveeeceeeeeceee e,
noi ching t6i/t6i thuong tra.
DE Nhi®® .o xem xét, gidi quyeét
.............. , ngay .......... thang
ONG BA
(Ky, ghi ro ho tén) (Ky, ghi ro ho tén)

13 Ghi 16 tén va dia chi co s& nudi dudng.
!4 Ghi tén UBND xa/phudng/thi tran hodc Co quan dai dién Viét Nam & nude ngoai.
15 Nhu kinh gui.
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Mdu TP/CN-2011/CN.06

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI HOAN CANH GIA PINH CUA NGUOI NHAN CON NUOI

PHAN TU KHAI CUA NGUOI NHAN CON NUOI

1. Ong:
Ho Vatén: ..o Nay Sinh:

S6 Gidy CMND: ..o . NOi CAP: v, NQaY CAP ..vevvreren.
NGNE NGNIEP: .ottt ettt
NOT tHIONG T i e e s e e sre e sreesteesreenreenreas
Tinh trang hON NhANE: Lo
2. Ba:

Ho Vaten: ..o, NQAY SINN: e
D0 3 ' SRR
S6 Gidy CMND: ..o, NOi Cap: .vevveeee, NGAY CAP ..vvvveeeeeeeae
INGNE NONIBP: vttt n et n ettt en et
NOTthUONG T oot be e be e e e reeneas
Tinh trang hon NhANYT: Lo

m N O oo

18 Khai ré ddy la lan két hén thir mdy cia nguwoi nhdn con nudi, tinh trang con cdi.

Y Khai nhuw chit thich 6.

18 Khai ré hién nay nguoi nhdn con nudi dang séng cing véi ai; thdi dp ciia nhitng nguwoi trong gia dinh vé viéc
nhdn con nuoi.
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Ong Ba
(Ky, ghi rd ho tén) (Ky, ghi rd ho tén)

Y kién caia Té truwéng té dan phé/Truéng thon vé nguwoi nhan con nubi:

To trudng dan phd/Trwéng thon
(Ky, ghi r6 ho tén)

X&c minh caa céng chire tw phap - ho tich'®:

Nguoi xac minh
(Ky, ghi r6 ho tén)

X&c nhan cia UBND xéi/phuang/thi tran

TM. UBND XA/PHUONG/THI TRAN
(Ky, ghi r ho tén, chirc vu va dong dau)

19 Y kién ciia can bé xdc minh vé cdc ndi dung ma nguoi nhdn con nudi ty khai ¢ trén. Pdanh gia nguoi nhdn con
nuoi du hay khong du diéu kién dé nhan con nudi.
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I11. LINH VUC CHUNG THUC
1. Chung thyc bén sao tir ban chinh gidy to, vin ban do co quan c¢é tham
quyén caa Viét Nam cap hoac chirng nhan

1. Trinh tu thuc hién:

Budc 1: Ca nhan, t6 chac nop hd so tai Bo phan tiép nhan va tra két qua cua
UBND cap xa. Cong chtre Tu phép - Ho tich kiém tra ho so, néu ho so khong day du,
khong hop 1€ thi huéng dan bo sung, hoan chinh; néu ho so day du, hop 1€ thi tiep
nhan ho so va viet phieu hen tra két qua.

Budc 2: Cong chire Tu phap - HO tich thuc hién viéc ching thuc theo quy dinh
cua phap luat.

Budc 3: Cong chire Tu phap - HY tich chuyen két qua cho B phan tiép nhan va
tra két qua dé tra cho ca nhan, to chtrc.

2. Céch thue thyc hién: Truc tiép tai tru s6 co quan hanh chinh nha nudc.

3. Thanh phan, s6 luong hd so:

a) Thanh phan ho so gom:

- Ban sao can chung thuc;

- Ban chinh d¢ ddi chicu.

b) Sb lugng hd so: Khong quy dinh.

4. Thoi han giai quyet Trong bu01 lam viéc, sau khi nhén du hd so hop 1¢ hoic
trong ngay lam viéc tiép theo, néu tiép nhan yéu cau sau 15 gio. D01 voi truong hop
cung mot luc yéu cau ching thue ban sao tur nhiéu loai ban chinh glay to, van ban; ban
chinh ¢6 nhiéu trang; yéu cau s6 luong nhiéu ban sao; ndi dung gidy to, vin ban phirc
tap kho kiém tra, d6i chiéu thi thoi han ching thuc duge kéo dai thém khong qua 02

ngay lam viéc hodc co thé dai hon theo théa thuan bang vin ban véi ngudi yéu cau
chirng thuc.

5. Béi twong thyuc hién thu tuc hanh chinh: C4 nhan.
6. Co quan thuc hién tha tuc hanh chinh: Uy ban nhan dan cap xa.
7. Két qua thyc hién thi tuc hanh chinh: Ban sao da duoc ching thuc.

8. Phi: 2.000 dong/trang; tir trang thir 3 trg 1én thi mdi trang thu 1.000 dong/
trang nhung muc thu toi da khong qua 200.000 dong/ban. Trang la can ctir dé thu phi
dugc tinh theo trang cua ban chinh.

9. Tén mau don, mau ty khai: Khong.

10. Y&u ciu, diéu kién thuc hién thu tuc hanh chinh:

Ban chinh gidy to, van ban dung lam co s¢ dé chimg thuc ban sao khong thudc
cac truong hop sau:

- Bi téy x0a, stra chira, thém, bt ndi dung khong hop I¢;

- Bi hu hong, cii nat, khong xac dinh dugc ndi dung;

- C6 déng dau mat ciia co quan, to chirc 6 tham quyén hoic khong dong dau mat
nhung ghi ro khong dugc sao chup;

- Co" ndi dung trai phap luat, dao dirc xa hoi; tuyén truyén, kich dong chién tranh,
chong ché do xa hoi chi} nghia Viét Nam; xuyéq tac lich sir cua dan :[f:)C Viét Nam; xtc
pham danh dy, nhan pham, uy tin cia ca nhan, t6 chuc; vi pham quyén cong dan;

- Giéy to, van ban do ca nhan ty 1ap nhung khong c¢6 xac nhan va dong dau cua
co quan, to churc ¢6 tham quyén.
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11. Can ctr phap ly caa tha tuc hanh chinh:

- Nghj dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cap ban sao
tf{ sO goc, chung thuc ban sao tr ban chinh, chirng thyc chir ky va ching thuc hop
dong giao dich;

- Thong tu ~sé 20/2015/TT-BTP ngay 29/12/2015 cua Bo Tu phap quy dinh chi
tiét va hudéng dan thi hélnh m@t sO diéu cﬁg I\]ghi dinh s6 23/2015/NB-CP ngay
16/02/2015 cua Chinh phu vé cap ban sao tir s6 goc, ching thyc ban sao tir ban chinh,
chirng thuc chit ky va ching thuc hop dong giao dich;

- Thong tu sd 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh quy dinh
murc thu, ché do thu, nop, quan ly va st dung phi chirng thuc.
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2. Chirng thuc chir Ky trong gidy te, vin ban (&p dung cho ca trwong hop
ching thue diém chi va treong hep ngudi yéu ciu chirng thuc khong ky, khong
diém chi dwgc)

1. Trinh ty thuc hién:

Budc 1: C& nhan np ho so tai Bo phan tiép nhan va tra két qua cia UBND cap
xa. Cong chirc Tu phéap - Ho tich kiém tra h6 so, néu ho so khong day du, khdng hop
I¢é thi hudng dan bo sung, hoan chinh; néu ho so day du, hop 1€ thi tiép nhan ho so.

Budc 2: Cong chire Tu phap - HO tich thuc hién viéc ching thuc theo quy dinh
cua phap luat.

Budc 3: Cong chirc Tu phap - HY tich chuyen két qua cho B phan tiép nhan va
tra két qua dé tra cho ca nhan.

2. Cach thuc thyc hién: Tryc tiép tai tru s¢ co quan hanh chinh nha nuéc hodc
ngoai tru s& cua co quan néu ngudi yéu cau ching thuc thudc dién gia yéu, khdng thé

di lai duogc, dang bi tam git, tam giam, thi hanh an phat tu hoac c6 1y do chinh dang
khac.

3. Thanh phan, sé luong hd so:

a) Thanh phan ho so gom:

- Xuét trinh ban chinh hoic ban sao co chirng thuc Giéy CMND hoic Ho chiéu
con gid tri st dung;

- Gidy to, vin ban ma minh sé& ky hodc diém chi.

b) S6 lwong ho so: Khong quy dinh.

4. Thoi han giai quyet Trong bu01 lam viéc, sau khi nhén du hd so hop 1¢ hoic
trong ngay lam viéc tlep theo, néu tlep nhan yéu cau sau 15 gio.

5. Pbi twong thuc hién thu tuc hanh chinh: Cé nhan.

6. Co quan thuc hién tha tuc hanh chinh: Uy ban nhan dan cap xa.

7. Két qua thuc hién tha tuc hanh chinh: Gidy to, van ban di chting thuc.

8. Phi: 10.000 dong/truong hop (truong hop dugc tinh 1a mot hodc nhicu chix ky
trong mot giay to, van ban).

9. Tén mau don, mau ty khai: Khéng.

10. Yé&u cau, diéu kién thuc hién thu tuc hanh chinh:

- Nguoi yéu cau ching thuc phai nhan thire va 1am chu dugc hanh vi ctia minh;

- Gidy to, vin ban ma nguoi yéu cau chimg thuc ky vao khong thudc cac truong
hop sau:

s C(:) ndi dung trai phap luat, dao duc xa hoi; tuyén truyén, kich dong chién tranh,
chong ché d xa hoi chu nghia Viét Nam; xuyén tac lich sir cua dén toc Viét Nam; xtic
pham danh dy, nhan pham, uy tin ctia ca nhan, t6 chirc; vi pham quyén céng dan;

+ Co6 ndi dung la hop dong, giao dich (trr truong hop ching thuc chir ky trong
Gidy uy quyén ma viéc iy quyén khong cé thu lao, khong c6 nghia vu bdi thudng cua

bén dugc uy quyén va khong lién quan dén viéc chuyén quyén s hitu tai san, quyén
sir dung bat dong san).

11. Can ctr phap ly caa tha tuc hanh chinh:

- Nghi dinh s 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cdp ban sao
tlr s0 géc, chtirng thyc ban sao tir ban chinh, ching thuc chit ky va ching thuc hop
dong, giao dich;
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- Théng tu sb 20/2015/TT-BTP ngay 29/12/2015 ctua B Tu phap quy dinh chi
tiét va hudng dan thi hanh mot sé diéu cua Nghi dinh sb 23/2015/ND-CP ngay
16/02/2015 ctia Chinh phu vé cip ban sao tir s6 gbc, ching thuc ban sao tir ban chinh,
chtng thue chit ky va chimg thuc hop dong giao dich;

- Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh quy dinh
muc thu, ché do thu, nop, quan ly va sir dung phi chiing thuc.
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3. Chung thye hop ddng, giao dich lién quan dén tai san 1a dong sin, quyén
str dung dat, nha &

1. Trinh tu thuc hién:

Budc 1: Ca nhan, t6 chirc nop hd so tai Bo phan tiép nhan va tra két qua cua
UBND cap xa. Cong chtrc Tu phap - Ho tich kiém tra ho so, néu ho so khong day du,
khong hop 1€ thi huéng dan bo sung, hoan chinh; néu ho so day du, hop 1€ thi tiep
nhan ho so.

Budc 2: Cong chire Tu phap - HO tich thuc hién viéc ching thuc theo quy dinh
cua phap luat.

Budc 3: Cong chace Tu phap - Ho tich chuyén két qua cho B phan tiép nhan va
tra két qua dé tra cho c4 nhan, t6 chuc theo quy dinh.

2. Cach thuc thl_IC, hién: Truc tlep tai tru s co quan hanh chinh nha nudc hpaflc
ngoai tru s¢ co quan néu nguoi yéu cau chung thyc thudc dién gia yéu, khong thé di
lai dugc, dang bi tam gift, tam giam, thi hanh &n phat tu hoac c6 1y do chinh dang
khac.

3. Thanh phan, s luong ho so:

a) Thanh phan ho so gdom:

- Du thao Hop déng, giao dich;

- Ban sao Gidy chimg minh nhan dan hoic Ho chiéu con gia tri sit dung cua
nguodi yéu cau ching thuc;

- Ban sao Gidy chiimg nhan quyen s& hitu, quyén sir dung hodc ban sao gidy to
thay thé dugc phap luat quy dinh d6i véi tai san ma phap luét quy dinh phai dang ky
quyén s¢ hiru, quyén st dung trong truong hop hop dong, giao dich lién quan dén tai
san do.

(Pé6i véi ban sao thi xudt trinh ban chinh dé doi chiéu).

b) Sd lugng hd so: 01 bo.

4. Thoi han giai quyét: Trong ngay lam viéc sau khi nhén du hd so hop 18 hoic
co thé kéo dai hon theo thoa thuan bang van ban véi ngudi yéu cau chirng thyc.

5. Dbi tuong thuc hién thu tuc hanh chinh: C4 nhan, t6 chuc.

6. Co quan thuc hién thu tuc hanh chinh: Uy ban nhan déan cap xa.

7. Két qua thuc hién thu tuc hanh chinh: Hop dong, giao dich da ching thuec.

8. Phi: 50.000 dong/hgp dong, giao dich.

9. Tén mau don, mau t& khai: Khong

10. Yéu cau, diéu kién thyc hién thu tuc hanh chinh: Khong.

11. Can cu phap ly cua thua tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cia Chinh phu vé cip ban sao
tr s6 goc, chimg thuce ban sao tir ban chinh, chung thue chir ky va ching thyc hop
dong, giao dich;

- Thong tu ~sf’) 20/2015/TT-BTP ngay 29/12/2015 cua B Tu phap quy dinh chi
tiét va huong dan thi hanh mot s6 di€u cua Nghi dinh s6 23/2015/NDb-CP ngay
16/02/2015 cua Chinh phu vé cap ban sao tur s6 goc, ching thuc ban sao tir ban chinh,
chung thyc chir ky va ching thyc hop dong giao dich;

- Thong tu sd 226/2016/TT-BTC ngay 11/11/2016 ctia Bo Tai chinh quy dinh
muc thu, ché dd thu, ndp, quan 1y va sir dung phi chirng thuc.
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4. Chung thuc di chuc

1. Trinh tu thyuc hién:

Bude 1: Ca nhan np ho so tai Bo phan tiép nhan va tra két qua cia UBND cAp
xa. Cong chire Tu phap - HY tich kiém tra ho so, néu ho so khong day du, khong hop
I¢ thi hudong dan bo sung, hoan chinh; néu ho so day du, hop I¢ thi tiep nhan ho so.

Budc 2: Cong chire Tu phap - Ho tich thuc hién viéc ching thuc theo quy dinh
cua phéap luat.

Budce 3: Cong chirc Tu phap - Ho tich chuyén két qua cho Bo phan tiép nhan va
tra két qua dé tra cho ca nhan theo quy dinh.

2. Cach thuc thl.IC’ hién: Truc tiép tai tru s& co quan hanh chinh nha nudc hpéc
ngoai try s¢ co quan néu nguoi yéu cau chung thyc thudc dién gia yéu, khong thé di
lai dugc, dang bi tam gilt, tam giam, thi hanh an phat tu hodc c6 1y do chinh dang
khac.

3. Thanh phan, s luong hd so:

a) Thanh phan ho so gdom:

- Du thao di chuc;

- Ban 520 Giéy chiing minh nhan dan hodc Ho chiéu con gia tri st dung cua
nguoi yéu cau chung thuc;

- Ban sao Gidy chimg nhan quyen so hitu, quyén sir dung hodc ban sao gidy to
thay thé duoc phap luat quy dinh d6i v6i tai san ma phap luat quy dinh phai dang ky

quyén s¢ hitu, quyén st dung trong trudng hop hop dong, giao dich lién quan dén tai
san do; trir truong hop ngudi 1ap di chic dang bi cai chét de doa dén tinh mang.

(Péi véi ban sao thi xudt trinh ban chinh dé déi chiéu).

b) S6 lugng ho so: 01 bo.

4. Thoi han giai quyét: Trong ngay lam viéc sau khi nhéan du hé so hop 18 hoic
c6 thé kéo dai hon theo thoa thuan bang vin ban véi nguoi yéu cau ching thuc.

5. Dbi tuong thuc hién thu tuc hanh chinh: Ca nhan.

6. Co quan thuc hién thu tuc hanh chinh: Uy ban nhan déan cép xa.

7. Két qua thuc hién thu tuc hanh chinh: Di chuc da ching thuec.

8. Phi: 50.000 dong/di chuc.

9. Tén mau don, mau t& khai: Khong

10. Yéu cau, diéu kién thuc hién tht tuc hanh chinh: Khong.

11. Céan cu phap ly cua tha tuc hanh chinh:

- Nghi dinh s0 23/2015/ND-CP ngdy 16/02/2015 cta Chinh phi vé cap ban sao
tir‘ sO gbc, chung thuc ban sao tr ban chinh, chirng thuc chit ky va chung thuc hop
dong, giao dich;

- Théng tu ~sf') 20/2015/TT-BTP ngay 29/12/2015 cua B Tu phap quy dinh chi
tiet va huéng dan thi hénh m@t so dicu cﬁg Nghi dinh s6 23/2015/NB-CP ngay
16/02/2015 cua Chinh phu vé cap ban sao tir s6 goc, chung thuc ban sao tir ban chinh,
ching thuc chir ky va ching thuc hop dong giao dich;

- Thong tu s0 226/2016/TT-BTC ngay 11/11/2016 ctia Bo Tai chinh quy dinh
muc thu, ché do thu, ndp, quan ly va st dung phi ching thyec.
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5. Chirng thue vin ban tir ch6i nhin di sin

1. Trinh tu thyuc hién:

Bude 1: Ca nhan, to chac nop hd so tai Bo phan tiép nhan va tra két qua cua
UBND cap xa. Cong chtre Tu phép - Ho tich kiém tra ho so, néu ho so khong day du,
khong hop 1€ thi huéng dan bo sung, hoan chinh; néu ho so day du, hop 1€ thi tiep
nhan ho so.

Budc 2: Cong chire Tu phap - Ho tich thuc hién viéc ching thuc theo quy dinh
cua phap luat.

Bude 3: Cong chirc Tu phap - Ho tich chuyén két qua cho B9 phan tiép nhan va
tra két qua dé tra cho c4 nhan, t6 chuc theo quy dinh.

2. Cach thuc thuc hién: Truc tlep tai tru s& co quan hanh chinh nha nudéce.

3. Thanh phan, s lugng ho so:

a) Thanh phan ho so gom:

- Du théo van ban tir chdi nhéan di san;

- Ban 520 Giéy chiing minh nhan dan hodc Ho chiéu con gia tri st dung cua
nguodi yéu cau ching thuc;

- Ban sao Gidy chiing nhan quyen so hitu, quyén sir dung hodc ban sao gidy to
thay thé dugc phap luét quy dinh d6i véi tai san ma phap ludt quy dinh phai dang ky

quyén s6 hiru, quyén st dung trong truong hop hop dong, giao dich lién quan dén tai
san do.

(Poi voi ban sao thi xudt trinh ban chinh dé doi chiéu).

b) S6 lugng ho so: 01 bo.

4. Thoi han giai quyét: Trong ngay lam viéc sau khi nhan du h6 so hop 18 hoic
c6 thé kéo dai hon theo thoa thuan bang van ban véi nguoi yéu cau chirng thyc.

5. Dbi tuong thuc hién thu tuc hanh chinh: Ca nhan, t6 churc.

6. Co quan thuc hién thu tuc hanh chinh: Uy ban nhan déan cap xa.

7. Két qua thyc hién thu tuc hanh chinh: Van ban tu chdi nhan di san da ching
thure.

8. Phi: 50.000 dong/vin ban.

9. Tén mau don, mau t& khai: Khong

10. Yéu cau, diéu kién thuc hién thu tuc hanh chinh: Khong.

11. Can cu phap ly cua thua tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phii vé cp ban sao
tr s6 goc, ching thue ban sao tir ban chinh, chung thue chir ky va ching thyc hop
dong, giao dich;

- Thong tu ~sf’) 20/2015/TT-BTP ngay 29/12/2015 cua B Tu phap quy dinh chi
tiét va huong dan thi hanh mot s6 diéu cua Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 cua Chinh phu vé cap ban sao tir s6 goc, chung thuc ban sao tir ban chinh,
chung thuc chit ky va ching thuc hop dong giao dich;

- Thong tu s0 226/2016/TT-BTC ngay 11/11/2016 ctia Bo Tai chinh quy dinh
muc thu, ché dd thu, ndp, quan 1y va sir dung phi chirng thuc.
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_ 6. Chirng thye vin ban théa thuin phéin chia di san ma di san la dong san,
quyén str dung dat, nha &

1. Trinh tu thuc hién:

Budc 1: Cé nhan, to chac nop hd so tai Bo phan tiép nhan va tra két qua cua
UBND cap xa. Cong chtrc Tu phap - Ho tich kiém tra ho so, néu ho so khong day du,
khong hop 1€ thi huéng dan bo sung, hoan chinh; néu ho so day du, hop 1€ thi tiep
nhan ho so.

Budc 2: Cong chire Tu phap - HO tich thuc hién viéc ching thuc theo quy dinh
cua phap luat.

Budc 3: Cong chace Tu phap - Ho tich chuyén két qua cho B phan tiép nhan va
tra két qua dé tra cho c4 nhan, t6 chuc theo quy dinh.

2. Cach thurc thuc hién: Truc tlep tai try s& co quan hanh chinh nha nudc.

3. Thanh phan, s luong ho so:

a) Thanh phan ho so gdom:

- Du thao van ban thoéa thuan phan chia di san;

- Ban sao Gidy chimg minh nhan dan hoic Ho chiéu con gia tri sit dung cua
nguoi yéu cau chung thuc;

- Ban sao Gidy chiing nhan quyen so 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 dang ky

quyén s¢ hiru, quyén st dung trong truong hop hop dong, giao dich lién quan dén tai
san do.

(Déi véi ban sao thi xudt trinh ban chinh dé doi chiéu,).

b) S6 lwong hd so: 01 bo.

4. Thoi han giai quyét: Trong ngay lam vi€c sau khi nhén du hé so hop 18 hoic
c6 thé kéo dai hon theo thoa thuan bang van ban voi ngudi yeu cau chimg thuc.

5. Dbi tuong thuc hién thu tuc hanh chinh: Céa nhan, td chtrc.

6. Co quan thuc hién thu tuc hanh chinh: Uy ban nhan déan cap xa.

7. Két qua thuc hién thu tuc hanh chinh: Van ban thoa thuan phan chia di san da
chung thyc.

8. Phi: 50.000 dong/van ban.

9. Tén mau don, mau t& khai: Khong

10. Yéu cau, diéu kién thuc hién tht tuc hanh chinh: Khong.

11. Céan cu phap ly cua tha tuc hanh chinh:

- Nghi dinh s0 23/2015/ND-CP ngdy 16/02/2015 cta Chinh phi vé cap ban sao
tir‘ sO gbc, chung thuc ban sao tr ban chinh, chirng thuc chit ky va chung thuc hop
dong, giao dich;

- Théng tu ~sf') 20/2015/TT-BTP ngay 29/12/2015 cua B Tu phap quy dinh chi
tiét va huong dan thi hanh mét s6 di€u cua Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 cua Chinh phu vé cap ban sao tir s6 goc, chung thuc ban sao tir ban chinh,
chirng thuc chit ky va ching thuc hop dong giao dich;

- Thong tu s0 226/2016/TT-BTC ngay 11/11/2016 ctia Bo Tai chinh quy dinh
muc thu, ché do thu, ndp, quan ly va st dung phi ching thyec.
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7. Chirng thye van ban khai nhin di san ma di san la dong san, quyén sir
dung dat, nha &

1. Trinh tu thuc hién:

Budc 1: Cé nhan, to chac nop hd so tai Bo phan tiép nhan va tra két qua cua
UBND cap xa. Cong chtrc Tu phap - Ho tich kiém tra ho so, néu ho so khong day du,
khong hop 1€ thi huéng dan bo sung, hoan chinh; néu ho so day du, hop 1€ thi tiep
nhan ho so.

Budc 2: Cong chire Tu phap - HO tich thuc hién viéc ching thuc theo quy dinh
cua phap luat.

Budc 3: Cong chace Tu phap - Ho tich chuyén két qua cho B phan tiép nhan va
tra két qua dé tra cho c4 nhan, t6 chuc theo quy dinh.

2. Cach thurc thuc hién: Truc tlep tai tru s& co quan hanh chinh nha nudc.

3. Thanh phan, s luong ho so:

a) Thanh phan ho so gdom:

- Du thao van ban khai nhan di san;

- Ban sao Gidy chimg minh nhan dan hoic Ho chiéu con gia tri sit dung cua
nguoi yéu cau ching thuc;

- Ban sao Gidy chiing nhan quyen so 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 dang ky

quyén s¢ hiru, quyén st dung trong truong hop hop dong, giao dich lién quan dén tai
san do.

(Déi véi ban sao thi xudt trinh ban chinh dé doi chiéu,).

b) S6 lwong hd so: 01 bo.

4. Thoi han giai quyét: Trong ngay lam vi€c sau khi nhén du hé so hop 18 hoic
c6 thé kéo dai hon theo thoa thuan bang van ban voi ngudi yeu cau chimg thuc.

5. Dbi tuong thuc hién thu tuc hanh chinh: C4 nhan, td chuc.

6. Co quan thuc hién thu tuc hanh chinh: Uy ban nhan déan cap xa.

7. Két qua thuc hién tha tuc hanh chinh: Van ban khai nhan di san da chung thuec.

8. Phi: 50.000 dong/vin ban.

9. Tén mau don, mau t& khai: Khong

10. Yéu cau, diéu kién thuc hién tht tuc hanh chinh: Khong.

11. Can cu phap ly cua thua tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phii vé cp ban sao
tr s6 goc, chimg thue ban sao tir ban chinh, ching thue chir ky va ching thue hop
dong, giao dich;

- Thong tu ~sf’) 20/2015/TT-BTP ngay 29/12/2015 cua B Tu phap quy dinh chi
tiét va huong dan thi hanh mot s6 diéu cua Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 cua Chinh phu vé cap ban sao tur s6 goc, ching thuc ban sao tir ban chinh,
chung thuc chit ky va ching thuc hgp dong giao dich;

- Thong tu s0 226/2016/TT-BTC ngay 11/11/2016 ctia Bo Tai chinh quy dinh
muc thu, ché dd thu, ndp, quan 1y va sir dung phi chirng thuc.
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8. Chirng thure viéc sira d6i, bo sung, hiiy bé hop dong, giao dich

1. Trinh tu thuc hién:

Bude 1: Ca nhan, to chac nop hd so tai Bo phan tiép nhan va tra két qua cua
UBND cap xa. Cong chtre Tu phép - Ho tich kiém tra ho so, néu ho so khong day du,
khong hop 1€ thi huéng dan bo sung, hoan chinh; néu ho so day du, hop 1€ th tiep
nhan ho so.

Budc 2: Cong chire Tu phap - HO tich thuc hién viéc ching thuc theo quy dinh
cua phap luat.

Bude 3: Cong chirc Tu phap - Ho tich chuyén két qua cho B9 phan tiép nhan va
tra két qua dé tra cho c4 nhan, t6 chuc theo quy dinh.

2. Cach thuc thuc hién: Truc tlep tai try s& co quan hanh chinh nha nudc.

3. Thanh phan, s lugng ho so:

a) Thanh phan ho so gom:

* Gidy to xudt trinh:

- Gidy to tiy than con gia tri st dung, gdm Gidy chimg minh nhan dan hodc Ho
chiéu.

* Gidy to phdi nop:

- Hop déng, giao dich da dugc chung thyc;

- Dy thao hop dong, giao dich stra d6i, b6 sung, huy boé hop dong, giao dich da
dugc ching thuc;

- Trong truong hop nodi dung sua d6i, bd sung c6 lién quan dén tai san thi nguoi
yéu cau ching thue phai ngp ban sao kem ban chinh dé ddi chiéu Gidy chimg nhan
quyen s& hitu, quyén st dung hodc ban sao gidy to thay thé duogc phap luét quy dinh

d6i v6i tai san ma phap luat quy dinh phai dang ky quyén so hiru, quyén su dung, trur
truong hop ngudi 1ap di chuc dang bi cai chét de doa dén tinh mang.

b) S6 luong hd so: 01 bo.

4. Thoi han giai quyet Trong bu01 lam vigc, sau khi nhan du hd so hop 1& hoic
trong ngdy lam viéc tiép theo, néu tiép nhan yéu cau sau 15 gio.

5. Dbi tuong thuc hién thu tuc hanh chinh: C4 nhan, t6 chuc.

6. Co quan thuc hién thu tuc hanh chinh: Uy ban nhan déan cap xa.

7. Két qua thyc hién thu tyc hanh chinh: Hop dong, giao dich da chung thyc.

8. Phi: 30.000 dong/hgp dong, giao dich.

9. Tén mau don, mau to khai: Khong

10. Yéu cau, diéu kién thyc hién thu tuc hanh chinh:

Viéc stra doi, bd sung, huy bo hop dong, giao dich da dugc ching thuc chi duoc
thuc hién khi co6 théa thuan bang van ban cua cac bén tham gia hgp dong, giao dich.

11. Can ctr phép 1y cta tha tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phii vé cap ban sao
tr s6 goc, chimg thue ban sao tir ban chinh, chung thue chir ky va ching thuc hop
dong, giao dich;

- Thong tu ~sf’) 20/2015/TT-BTP ngay 29/12/2015 cua B Tu phap quy dinh chi
tiet va huong dan thi hanh mét so diéu cua Nghi dinh so 23/2015/ND-CP ngay
16/02/2015 cua Chinh phu vé cap ban sao tur s6 goc, ching thuc ban sao tir ban chinh,
chung thuc chit ky va ching thuc hgp dong giao dich;
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- Thong tu sd 226/2016/TT-BTC ngay 11/11/2016 cta Bo Tai chinh quy dinh
muc thu, ché d6 thu, ndp, quan 1y va st dung phi ching thuc.
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9. Cép bin sao c6 chirng thuc tir ban chinh hop dong, giao dich da dwoc
chirng thuc

1. Trinh tu thuc hién:

Budc 1: Cé nhan, to chac nop hd so tai Bo phan tiép nhan va tra két qua cua
UBND cap xa. Cong chtrc Tu phap - Ho tich kiém tra ho so, néu ho so khong day du,
khong hop 1€ thi huéng dan bo sung, hoan chinh; néu ho so day du, hop 1€ thi tiep
nhan ho so.

Budc 2: Cong chire Tu phap - HO tich thuc hién viéc ching thuc theo quy dinh
cua phap luat.

Budc 3: Cong chirc Tu phap - Ho tich chuyén két qua cho B6 phan tiép nhan va
tra két qua dé tra cho c4 nhan, t6 chuc theo quy dinh.

2. Cach thurc thuc hién: Truc tlep tai tru s& co quan hanh chinh nha nudc.

3. Thanh phan, s luong ho so:

a) Thanh phan ho so gdom:

- Xuat trinh ban chinh hodc ban sao c6 chung thyc Gidy ching minh nhan dan
hodc Ho chiéu con gid tri st dung cua nguoi yéu cau ching thuc;

- Ban sao hop déng, giao dich da dugc ching thuc;

- Ban chinh hop dong, giao dich da dugc chimg thuc dé dbi chiéu.

b) S6 lugng ho so: 01 bo.

4. Thot han giai quyet Trong bu01 lam viéc, sau khi nhan du hd so hop 18 hoic
trong ngay lam viéc tlep theo, néu tlep nhén yéu cau sau 15 gio.

5. Dbi tuong thuc hién thu tuc hanh chinh: C4 nhan, td chuc.

6. Co quan thyc hién thu tuc hanh chinh: Uy ban nhan dan cép Xa.

7. Két qua thyc hién thu tyc hanh chinh: Ban sao hop dong, giao dich da ching
thuc.

8. Phi: 2.000 déng/trgng. Tu trang tha 3 tro 1én thi mdi trang thu 1.000
dong/trang nhung murc thu toi da khong qua 200.000 dong/ban. Trang la can ctr dé thu
phi dugc tinh theo trang cua ban chinh.

9. Tén mau don, mau t& khai: Khong
10. Yéu cau, diéu kién thuc hién tht tuc hanh chinh: Khong.
11. Can cu phap ly cua tha tuc hanh chinh:

- Nghi dinh s 23/2015/ND-CP ngdy 16/02/2015 cta Chinh phi vé cap ban sao
tir‘ s0 gbc, chung thuc ban sao tr ban chinh, ching thyc chitr ky va chung thuc hop
dong, giao dich;

- Thong tu ~scA) 20/2015/TT-BTP ngay 29/12/2015 cua B6 Tu phap quy dinh chi
tiét va huong dan thi hanh mot s6 diéu cua Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 cua Chinh phu vé cap ban sao tir 86 goc, chung thuc ban sao tir ban chinh,
chirng thuc chit ky va ching thuc hop dong giao dich;

- Thong tu s0 226/2016/TT-BTC ngay 11/11/2016 ctia Bo Tai chinh quy dinh
muc thu, ché do thu, ndp, quan ly va st dung phi ching thyec.
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