2 CONG BAO/SH 67+68/Ngay 01-8-2018

C2. Ni dung thi tuc hanh chinh sira d6i, b6 sung
I. Linh vuc Ching thuc

1. Thi tuc Chirng thwe ban sao tir ban chinh cac gidy to, vin ban do co
quan, t6 chirc ¢6 thim quyén cia Viét Nam; co quan, t6 chirc c6 thAm quyén cia
nwé'c ngoai; co’ quan, to chirc c6 thim quyén caa Viét Nam lién két véi co quan,
t6 chirc c6 thAm quyén ciia nwdc ngoai cip hoic chirng nhén'

a) Trinh tu thuc hién:

- Buédre 1: Nguodi yéu cau chimg thye xuat trinh hd so trye tiép tai B phan tiép
nhan va tra két qua cua Uy ban nhan dan quén, huyén, tir tha hai dén tha sau (buodi
sang tir 07 gio 30 phat dén 11 gio 30 phat, budi chiéu tir 13 gior 00 phat dén 17 gior 00
phut) va buoi sang thir bay (tir 07 gior 30 phit dén 11 gid 30 phut).

Ngudi yéu cau chung thwe phai xuét trinh ban chinh gidy to, van ban lam co so
dé chirg thue ban sao va ban sao can chirng thue.

- Budre 2: Ngudi tiép nhan ho so kiém tra thanh phan, s6 luong ho so:
+ Truong hop ho so day di thi chuyén cho nguoi thue hién chimg thue;

+ Truong hop ho so chwa day du thi hudng dan ngudi yéu cau chimg thwe bo
sung hd so theo quy dinh hodc huéng dan ndp hé so dén co quan cd tham quyén
chirmg thwe, néu ndp ho so khong diung co quan c6 tham quyén;

+ Truong hop nguoi yéu cau chimg thuc chi xuat trinh ban chinh thi tién hanh
chup tir ban chinh dé thuc hién chimg thuye, trir truong hop co quan thuc hién chimg
thye khong co phuong tién dé chup.

* Truong hop tiép nhan ho so sau 15 gid ma co quan thyc hién ching thuc
khong thé tra két qua ngay trong ngay hodc c6 thoa thuan veé thoi gian tra két qua véi
ngudi yéu cau chimg thuc thi nguoi tiép nhan hd so phai ¢6 phiéu hen ghi rd thoi
gian (gid, ngay) tra két qua cho nguoi yéu cau chimg thuye.

- Bwée 3: Nguoi thuc hién chung thuc tiép nhan hd so, kiém tra ban chinh, di
chiéu voi ban sao:

Néu noi dung ban sao ding véi ban chinh va gidy to, van ban khong thudc cac
truong hop khong duoc ding lam co sé dé chimg thuc ban sao thi thye hién chimg
thuc nhu sau:

'N6i dung in nghiéng 14 ndi dung sira doi, bd sung.
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+ Ghi day du 101 chimg chimg thyc ban sao tir ban chinh theo mau quy dinh;

+ Ky, ghi 18 ho tén, déng dau cua Phong Tu phap thwe hién chung thuc va ghi
vao sd chirng thuc.

Doi voi ban sao ¢co tir 02 (hai) trang tro 1én thi ghi 101 chimg vao trang cudi, néu
ban sao co tir 02 (hai) to trd 1én thi phai dong dau giap lai.

Mbi ban sao dwgc chimg thuc tir mot ban chinh gidy to, vin ban hodc nhiéu ban
sao dugc chimg thyc tir mot ban chinh gidy to, van ban trong cung mot thoi diém
duge ghi mét sb chirng thure.

* Trong trudng hop tir chdi ching thwe, ngudi thye hién chimg thycphai giai
thich r& 1y do bang van ban cho ngudi yéu cau chimg thure.

- Buéc 4: Nguoi yéu cau chimg thwe nhan két qua tai noi ndp ho so.

b) Cach thirc thwe hién: Nop hd so va nhan két qua truc tiéptai Bo phan tiép
nhan va tra két qua cia Uy ban nhan dan quan, huyén.

¢) Thanh phan, s6 lwgng hd so:

- Thanh phan ho so:

+ Xuat trinh ban chinh giay to, van ban lam co s& d¢ ching thuc ban sao;

+ Nop ban sao can chtng thuc (s6 luong ban sao theo nhu cau ciia ngudi yéu
cau chimg thyec).

- S6 lwong ho so: 01 bo.

d) Thoi han giai quyét:

- Tra ngay trong ngay lam viéc hodc trong ngay lam viéc tiép theo, néu tiép nhan
yéu cau sau 15 gio;

- P6i voi treong hop cung mot luc yéu cau chimg thuc ban sao tir nhiéu loai ban
chinh gidy t&, van ban; ban chinh c¢6 nhiéu trang; yéu cau so luong nhiéu ban sao; ndi
dung giay t&, van ban phtrc tap kho kiém tra, doi chiéu ma Phong Tu phap khong thé
tra két qua ngay trong ngay lam viéc hodc trong ngay lam viéc tiép theo, néu tiép nhan
yéu cau sau 15 gid, thi thoi han chimg thyc dugce kéo dai thém khong qua 02 ngay lam
viéc hodc cé thé dai hon theo thoathuén.

d) Poi twong thuwe hién thi tuc hanh chinh: C4 nhan, t6 chic.

e) Co quan giai quyét thi tuc hanh chinh: Phong Tu phap.
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g) Két qua thwe hién tha tuc hanh chinh: Ban sao dugc ching thuc tir ban
chinh hodc van ban tir chdi, ¢6 néu rd ly do.

h) Phi, 18 phi: 2.000 dong/trang, tir trang tha 03 tro 1én thu 1.000 dong/trang
nhung mire thu t6i da thu khong qua 200.000 ddng/ban.

i) Tén miu don, miu t& khai: Khong.
k) Yéu cau, diéu kién thwe hién thii tuc hanh chinh:

- Giay to, van ban dugc dung lam co s dé chimg thure ban sao phai 1a ban chinh
va khoéng thude cac treong hop sau:

+ Ban chinh bi tay x0a, sira chita, thém, bot noi dung khong hop 1¢;
+ Ban chinh b1 hw héng, cii nat, khéng xac dinh duoc ndi dung;

+ Ban chinh déng dau mat ciia co quan, to chirc ¢o tham quyén hoic khong dong
dau mat nhung ghi & khong duogc sao chup;

+ Ban chinh cé n61 dung trai phap luat, dao dirc xa hoi; tuyén truyén, kich dong
chién tranh, chéng ché d6 xa hoi chu nghia Viét Nam; xuyén tac lich sir cua dan tdc
Viét Nam; xtc pham danh dw, nhan pham, uy tin cta ca nhan, to chirc; vi pham
quyén cong dan;

+ Ban chinh do co quan, t6 chirc ¢ tham quyén cila nude ngodi cap, cong chimg
hoac chung nhan chwa dugc hop phap hoa lanh su theo quy dinh phap luat trude khi
yéu cau chung thuc ban sao trir truong hop duoc mién hop phap hoa lanh su theo
diéu udc quéc t& ma Viét Nam 1a thanh vién hodc theo nguyén tic co di, ¢6 lai;

+ Giay to, van ban do ca nhan tu 1ap nhung khong cé xac nhan va dong dau cua
co quan, to chirc ¢6 tham quyén.

- Ban chinh giay t&, van ban do co quan, to chirc ¢ tham quyén cia nudc ngoai
cap, cong ching hodc chung nhan thi phai duoc hop phap hoa lanh sy theo quy dinh
ciia phap luét trude khi yéu cau chimg thue ban sao; trir truong hop duwge mién hop
phap hoéa lanh su theo diéu wdc qubc té ma Viét Nam la thanh vién hoic theo nguyén
tic ¢o di, c6 lai. Doi véi giay to tiy than do co quan, to chirc ¢6 tham quyén cua nude
ngoai cap cho ca nhan nhu: hd chiéu, thé cin cudc hodc cac gidy to khac nhu thé
thuong tra, thé cu tra, gidy phép lai xe, bang tt nghiép, chimg chi va bang diém kém
theo bang tot nghiép, chimg chi thi khong phai hop phap héa 1anh sy khi chang thyc
ban sao tir ban chinh;

- Ban sao, chup tir ban chinh d¢ thwe hién chimg thwe phai c¢o day du cac trang
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da ghi thong tin cua ban chinh.

I) Can cir phap ly cua thu tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16 thang 02 nam 2015 cua Chinh phu veé
cap ban sao tir ban chinh, chimg thwe chit ky va ching thuc hop dong, giao dich (c6
hiéu lyc ké tir ngay 10 nam 4 nam 2015);

- Théng tu s6 20/2015/TT-BTP ngay 29 thang 12 nam 2015 cua Bo truong Bo
Tu phap quy dinh chi tiét va huéng dan thi hanh mot so diéu cua Nghi dinh s6
23/2015/ND-CP ngay 16 thang 02 nam 2015 ciaChinh phu vé cap ban sao tir s6 goc,
chimg thye ban sao tir ban chinh, ching thuc chit ky va chiang thue hop dong, giao
dich (c6 hiéu luc ké tir ngay 15 thang 02 nam 2016);

- Thong tu s6 226/2016/TT-BTC ngay 11 thang 11 nam 2016 cia B6 Tai chinh
quy dinh mirc thu, ché do thu, ndp, quan 1y va st dung phi ching thue (c6 hiéu luc ké
tr ngay 01 thang 01 nam 2017).
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2. Thi tuc Chirng thwe chir ky trong cac gidy to, viin ban (thi tuc nay cing
dwgc ap dung trong trwong hop chirng thuc diém chi khi ngudi yéu ciu ching
thwe chir ky khong ky dwoe va treong hop ngudi yéu ciu ching thwe khong thé
ky, diém chi dwgc)’

a) Trinh tu thuc hién:

- Buére 1: Nguoi yéu cau chung thwe ndp hd so truc tiép tai BO phan tiép nhan
va tra két qua cua Uy ban nhan dan quén, huyén, tir thir hai dén tht sau (budi sang tir
07 gio 30 phit dén 11 gior 30 phit, budi chiéu tir 13 gier 00 phit dén 17 gio' 00 phut)
va budi sang tht bay (tir 07 gio 30 phat dén 11 gid 30 phit) hodc yéu cau ching thue
ngoai tru s& Uy ban nhan dan quén, huyén, néu ngudi yéu cau chimg thuc thude dién
gia yéu, khong thé di lai duoc, dang b1 tam giir, tam giam, thi hanh an phat tu hoac cé
ly do chinh dang khac.

- Buwée 2: Nguoi tiép nhan ho so kiém tra thanh phan, s lvong ho so:

+ Truong hop hd so day du, hop 1¢ va nhan thay ngudi yéu cau ching thye minh
man, nhan thirc va 1am chu duoc hanh vi cua minh va viée ching thwe khong thude
cac treong hop khong duoc chimg thuc chir ky theo quy dinh, thi dé nghi nguoi yéu
cau chimg thye ky hodc diém chi (néu ngudi yéu cau chang thye khong ky duoc) vao
gidy to can chimg thuc trude mat cong chire tiép nhan ho so va chuyén cho nguoi
thwe hién chimg thuec;

+ Trudong hop ngudi yéu cau ching thue khong thé ky, khong thé diem chi duoc
thi cong chirc tiép nhan ho so kiém tra thanh phan, s6 luong hd so. Néu ho so day di,
hop 1¢ va nhan thay ngudi yéu cau chting thye minh man, nhan thire va lam chu duoc
hanh vi ciia minh va viéc chirng thuc khéng thude cac truong hop khong duoc ching
thyc chit ky theo quy dinh, thi ghi nhan va chuyén hd so dong thoi bao cao trudong
hop ciia ngudi yéu cau chung thue cho nguoi thue hién chimg thue.

* Truong hop tiép nhan ho so sau 15 gid ma co quan thyc hién ching thuc
khong thé giai quyét va tra két qua ngay trong ngay thi ngudi tiép nhan ho so phai co
phiéu hen ghi r5 thoi gian (gio, ngay) tra két qua cho ngudi yéu cau chimg thyc;

+ Trudong hop ho so chua day du thi ngudi tiép nhan hé sohudng dan ngudi yéu
cau chimg thue bo sung ho so theo quy dinh, hodc hudéng dan ndp ho so dén co quan
c6 tham quyén ching thye, néu ndp ho so khong ding co quan ¢6 tham quyén.

- Bwée 3: Nguoi thue hién chirng thwe thuce hién chung thucenhw sau:

*Nbi dung in nghiéng 1a ndi dung sira di, bd sung.
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+ Ghi day du 10i chang ching thuc chit ky theo mau quy dinh;

+ Ky, ghi 18 ho tén, déng dau cua Phong Tu phap thwe hién chung thuc va ghi
vao sd chirng thuc.

Doi voi gidy to, vin ban co tir 02 (hai) trang trd 1én thi ghi 101 ching vao trang
cudi, néu gidy to, van ban co tir 02 (hai) to tr 1én thi phai dong dau giap lai.

* Phong Tu phap thuc hién ching thyc lvu 01 (modt) ban gidy to, vin ban di
chimg thye hodc luu 01 (mot) ban chup gidy to, van ban d6. Truong hop Phong Tu
phap khong co phuong tién dé chup thi vin ban luu trir do ngudi yéu cau chimg thuc
cung cap.

* Trong truong hop tir chdi chung thye, nguoi thuc hién chimg thucphai giai
thich 16 1y do bang van ban cho ngudi yéu cau ching thye.

- Buéc 4: Nguoi yéu cau chimg thye nhan két qua tai noi ndp ho so.

b) Cach thirc thwe hién: Nop ho so va nhan két qua truc tiép tai BO phan tiép
nhan va tra két qua cua Uy ban nhan dan quéan, huyén hoic yéu cau chung thuc ngoai
tru so.

¢) Thanh phan, s6 lwgng hd so:
- Thanh phan ho so:

+ Xuat trinh ban chinh hodc ban sao ¢ chimg thue Gidy chimg minh nhan dan
hodc Hd chiéu con gia tri st dung;

+Nopgidy to, van ban ma nguoi yéu cau ching thuc sé ky vao (s6 luong theo
nhu cau ciia nguoi yéu cau chimg thyec).

* Truong hop chtng thue ngoai tru s thi nguoi yéu cau chung thye phai ndp
van ban yéu cau ching thye ngoai tru so.

- S6 lwong ho so: 01 bo.

d) Thoi han giai quyét: Trong ngay tiép nhan yéu cau hodc trong ngay lam viéc
ti€p theo, néu ti€p nhan yéu cau sau 15 gi0.

d) Poi twong thuwe hién thi tuc hanh chinh: C4 nhan.

e) Co quan giai quyét thi tuc hanh chinh: Phong Tu phap.

g) Két qua thwe hién thi tuc hanh chinh: Gidy to, van ban dugc chimg thyc
theo mau quy dinh hodc van ban tra 1o1 vé viée tir choi chirng thurc, ¢ néu 16 ly do tir
chéi.
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h) Phi, 1& phi: 10.000 dong/trudng hop(trudng hop duge tinh 1a mot hodc nhiéu
chit ky trong mot gidy to, van ban).

i) Tén miu don, miu t& khai: Khong.
k) Yéu cau, diéu kién thwe hién thii tuc hanh chinh:
- Nhirng trueong hop khong dwge chirng thue chir ky:

+ Tai thoi diém ching thue, ngudi yéu cau chimg thue chit ky khong nhan thie

va lam chu duoc hanh vi cia minh;

+ Ngudi yéu cau chimg thue chit ky xuat trinh Gidy ching minh nhan dan hodc
Ho chiéu khong con gia tri st dung hodc gia mao;

+ Giay to, van ban ma ngudi yéu cau ching thuc ky vao ¢o noi dung trai phap
luét, dao dirc xa hoi; tuyén truyén, kich dong chién tranh, chong ché do xi hoi chu
nghia Viét Nam; xuyén tac lich sir cua dan tdc Viét Nam; xuc pham danh du, nhan
pham, uy tin cua ca nhan, t6 chirc; vi pham quyén cong dan;

+ Giay to, van ban ¢6 ndi dung 1a hop dong, giao dich, trir cac trudong hop chimg
thue chit ky trong gidy uy quyén d6i voi truong hop uy quyén khong co thu lao,
khong co nghia vu bdi thuong cua bén duoc Gy quyén va khong lién quan dén viéc
chuyén quyén s& hitu tai san, quyén st dung bat dong san hoic trudong hop phap luat
cO quy dinh khac.

- Khi chimg thuc chit ky trong gidy to, van ban bang tiéng nudc ngoai, néu
nguoi thue hién ching thue khong hiéu rd nodi dung cia gidy to, van ban thi ¢é quyén
yéu cau ngudi yéu cau chung thue ndp kém ban dich ra tiéng Viét ndi dung cua gidy
td, van ban dé. Ban dich gidy to, van ban khong phai cong ching hodc chimg thuc
chit ky ngudi dich; ngudi yéu cau chimg thuc phai chiu trach nhiém vé ndi dung cia
ban dich.

1) Can cir phap ly cua thu tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16 thang 02 nam 2015 ciia Chinh phu vé
cap ban sao tir ban chinh, chimg thue chit ky va chimg thuc hop dong, giao dich (co
hiéu luc ké tir ngay 10 nam 4 nam 2015);

- Thong tu s6 20/2015/TT-BTP ngay 29 thang 12 niam 2015 cua Bo truong Bo
Tu phap quy dinh chi tiét va huéng dan thi hanh mot s6 diéu cia Nghi dinh s6
23/2015/ND-CP ngay 16 thang 02 nam 2015 ciaChinh phu vé cap ban sao tir s6 goc,
chirmg thye ban sao tir ban chinh, ching thuc chit ky va chung thue hop dong, giao
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dich (c6 hiéu luc ké tir ngay 15 thang 02 nam 2016);

- Thong tu s6 226/2016/TT-BTC ngay 11 thang 11 nam 2016 cia B6 Tai chinh
quy dinh mirc thu, ché do thu, ndp, quan 1y va st dung phi chimg thue (c6 hiéu luc ké
tr ngay 01 thang 01 nam 2017).
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3. Thu tuc Chirng thuwc chiv ky ngwoi dich 1a cng tic vién cua Phong Tw
phap’
a) Trinh tu thuc hién:

- Bwée 1: Nguoi dich 1a cong tac vién cua Phong Tu phap ndp ho so truc tiép tai
B6 phan tiép nhan va tra két qua cia Uy ban nhan dan quan, huyén, tir tht hai dén thi
sau (budi sang tir 07 gior 30 phut dén 11 gior 30 phut, budi chiéu tir 13 gir 00 phit dén
17 gior 00 phut) va budi sang tht bay (tir 07 gid 30 phat dén 11 gior 30 phut).

- Bwée 2: Nguoi tiép nhan hd so kiém tra cac gidy to yéu cau chimg thue:
+ Truong hop ho so day di thi chuyén cho nguoi thue hién chimg thue.

* Truwong hop tiép nhan ho so sau 15 gid ma co quan thyuc hién chimg thue khong
the giai quyét va tra két qua ngay trong ngay hoic kéo dai hon theo thoa thuan bang vin
ban voi ngudi yéu cau chimg thuce thi nguoi tiép nhan ho so phai c¢o phiéu hen ghi 5
thoi gian (gio, ngay) tra két qua cho ngudi yéu cau ching thuc;

+ Truong hop ho so chwa day du thi hudng dan ngudi yéu cau chimg thwe bo
sung ho so, hodc huéng dan ndp ho so dén co quan c6 tham quyén ching thire, néu
ndp ho so khong ding co quan ¢6 tham quyeén.

- Bwéc 3: Nguoi thuce hién chimg thuc phai ddi chiéu chir ky ctia nguot dich trén
ban dich voi chir ky mau trude khi thue hién ching thye (truong hop nghi ngo chir ky
trén ban dich so voi chir ky mau thi yéu cau ngudi dich ky trude mat) va thyc hién
chirng thuc nhu sau:

+ Ghi day du 101 chung thue chit ky nguoi dich theo mau quy dinh;

+ Ky, ghi rd ho tén, déng dau ciia Phong Tu phap thwe hién chung thuc va ghi
vao sd chirng thuc.

Doi véi ban dich gidy to, van ban co tir 02 (hai) trang tré 1én thi ghi 15i chting
vao trang cudi, néu gidy to, van ban co tir 02 (hai) to trd 1én thi phai dong dau giap
lai.

* Phong Tu phéap thyc hién chting thuc luvu 01 (mot) ban gidy to, van ban da
chtng thuc hodc luu 01 (mot) ban chup gidy to, van ban do. Truong hop Phong Tu
phap khong co phuong tién dé chup thi vin ban luu trir do ngudi yéu cau chimg thuc
cung cap.

°Nbi dung in nghiéng 1a ndi dung sira di, bd sung.



CONG BAO/S6 67+68/Ngay 01-8-2018 11

* Trong truong hop tir chdi ching thue, thi nguoi thye hién chimg thue phai giai
thich r& 1y do bang van ban cho ngudi yéu cau chimg thure.

- Buwéc 4: Nguoi yéu cau chirng thue nhan két qua tai noi ndp ho so.

b) Cach thirc thwe hién: Nop ho so va nhan két qua truc tiép tai BO phan tiép
nhan va tra két qua cia Uy ban nhan dan quan, huyén.

¢) Thanh phan, s6 lwgng hd so:

- Thanh phan ho so: Xuét trinh ban dich va gidy to, van ban can dich (s6 luong
ban dich theo nhu cau ciia ngudi yéu cau chung thue).

- S6 lwong ho so: 01 bo.

d) Thoi han giai quyét: Trong ngay tiép nhan yéu cau hodc trong ngay lam viéc
tiép theo, néu tiép nhan yéu cau sau 15 givhodc co thé kéo dai hon theo thoa thuin
bang vian ban voi ngudi yéu cau chimg thue.

d) P6i twong thue hién thii tuc hanh chinh: Nguoi dich 1a Cong tac vién dich
thuat cua Phong Tu phap.

e) Co quan giai quyét thi tuc hanh chinh: Phong Tu phap.

g) Két qua thwe hién thi tuc hanh chinh: Ban dich duoc ching thyuc chir ky
cua nguoi dich hodc van ban tra 1oi vé viéc tir chdi chirng thue, ¢6 néu rd ly do tur
choi.

h) Phi, 18 phi: 10.000 dong/trudng hop (trudng hop duge tinh 1a mot hodc nhiéu
chit ky trong mot gidy to, van ban).

i) Tén miu don, miu t& khai: Khong.

k) Yéu cau, diéu kién thwe hién thi tuc hanh chinh:

- Nhirng giay t&, van ban khong duoc dich @& chimg thue chit ky nguoi dich:

+ Giay t&, vian ban d3 bi tay x6a, stra chita; thém, bdt ndi dung khong hop 1€;

+ Giay to, van ban bi hu hong, cii nat khong xac dinh duoc ndi dung;

+ Gidy t0, van ban déng dau mat cua co quan, to chirc c6 tham quyén hoic
khong dong dau mat nhung ghi 16 khong duoc dich;

+ Giay to, van ban c6 noi dung trai phap luat, dao dirc xa hoi; tuyén truyén, kich
dong chién tranh, chéng ché d6 x4 hdi chu nghia Viét Nam; xuyén tac lich sur cua dan
toc Viét Nam; xtc pham danh dy, nhan pham, uy tin cta c4 nhan, t6 chirc; vi pham
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quyén cong dan.

- Ban chinh do co quan, to chirc c6 tham quyén ciia nude ngoai cap, cong chimg
hodc chuing nhan chua duoc hop phap héa lanh su theo quy dinh phap luat trude khi
yéu cau chimg thue trir truong hop dwoc mién hop phap hoa lanh su theo diéu wdc
qudc té ma Viét Nam la thanh vién hodc theo nguyén tic cé di, co lai. Doi véi gidy to
tuy than do co quan, t6 chirc co tham quyén cta nudc ngoai cap cho ca nhan nhu: ho
chiéu, thé can cudc hodc cac gidy to khac nhu thé thuong tra, thé cu tra, gidy phép 1ai
xe, bang t6t nghiép, chimg chi va bang diém kém theo bang tt nghiép, chung chi thi
khong phai hop phap hoa lanh sy khi yéu cau chimg thue chit ky nguoi dich trén ban
dich céac gidy to nay.

I) Can cir phap ly cua thu tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16 thang 02 nam 2015 cua Chinh phu veé
cap ban sao tir ban chinh, chimg thuc chit ky va chimg thuc hop dong, giao dich (co
hiéu luc ké tir ngay 10 thang 4 nam 2015);

- Théng tu s6 20/2015/TT-BTP ngay 29 thang 12 nam 2015 cua Bo truong Bo
Tu phap quy dinh chi tiét va huéng dan thi hanh mot s6 diéu cia Nghi dinh s6
23/2015/ND-CP ngay 16 thang 02 nam 2015 ciaChinh phu vé cap ban sao tir s6 goc,
chirmg thye ban sao tir ban chinh, ching thuc chit ky va chung thue hop dong, giao
dich (c6 hiéu luc ké tir ngay 15 thang 02 nam 2016);

- Thong tu s6 226/2016/TT-BTC ngay 11 thang 11 nam 2016 cia B6 Tai chinh
quy dinh mirc thu, ché do thu, ndp, quan 1y va st dung phi ching thue (c6 hiéu luc ké
tr ngay 01 thang 01 nam 2017).
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4. Thi tuc Ching thuwe chiv ky d6i voi nguwoi khong phai 1a cong tic vién
dich thuit cia Phong Tw phap*

a) Trinh tu thuc hién:

- Buée 1: Nguoi yéu cau ching thue (khong phai 1a cong tac vién dich thuat cua
Phong Tu phap ma tu dich cac giéy to, van ban phuc vu muc dich ca nhan va co6 yéu
cau chung thue chit ky) hod so truc tiép tai Bo phan tiép nhan va tra két qua cua Uy
ban nhéan dan quén, huyén tir tht hai dén tha sau (budi sang tir 07 gid 30 phut dén 11
gid 30 phut, budi chiéu tir 13 gio 00 phit dén 17 gio 00 phut) va budi sang thir bay
(tir 07 gior 30 phut dén 11 gio 30 phut) hodc yéu cau chimg thuc ngoai tru s¢ Uy ban
nhan dan quén, huyén, néu ngudi yéu cau chimg thuc thudc dién gia yéu, khong thé
di lai duwgce, dang bi tam giir, tam giam, thi hanh an phat tu hoac ¢6 ly do chinh dang
khac.

- Bwée 2: Nguoi tiép nhan hd so kiém tra cac gidy to yéu cau chimg thue:

+ Truong hop ho so chimg thye du theo quy dinh va gidy to, van ban duoc dich
khong thude cac truong hop khong duge dich dé chimg thuc chir ky nguoi dich thi dé
nghi nguoi yéu cau chimg thue ky vao ban dich sau d6 chuyén cho ngudi co tham
quyén ching thye.

* Truwong hop tiép nhan ho so sau 15 gio ma co quan thyuc hién chimg thue khong
the giai quyét va tra két qua ngay trong ngay hoic kéo dai hon theo thoa thuan bang vin
ban voi ngudi yéu cau chimg thuce thi nguoi tiép nhan ho so phai c¢o phiéu hen ghi 5
thoi gian (gio, ngay) tra két qua cho ngudi yéu cau ching thuc;

+ Trudong hop hd so ching thyc chwa du thi hudng dan nguoi yéu cau ching
thue bo sung ho so, hodc hudng dan nop hd so dén co quan cd tham quyén chirng
thyre, néu ndp ho so khong ding co quan c6 tham quyeén.

- Bwéc 3: Nguoi thue hién ching thue thue hién chimg thuc nhu sau:

+ Ghi day du 101 chung thue chit ky nguoi dich theo mau quy dinh;

+ Ky, ghi 16 ho tén, dong dau ciia Phong Tu phap thwe hién chung thuc va ghi
vao sd chirng thuc.

Doi véi ban dich gidy to, van ban co tir 02 (hai) trang tré 1én thi ghi 161 chting
vao trang cudi, néu gidy to, van ban co tir 02 (hai) to trd 1én thi phai dong dau giap
lai.

N6i dung in nghiéng 1a ndi dung sira doi, bd sung.
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* Phong Tu phap thuc hién ching thyc lvu 01 (modt) ban gidy to, vin ban di
chimg thyc hodc luu 01 (mot) ban chup gidy to, van ban do (truong hop khong co
phuong tién dé chup thi van ban luu trit tai Phong Tu phap do nguoi yéu cau chirng
thue cung cap).

- Buéc 4: Nguoi yéu cau chimg thwe nhan két qua tai noi ndp ho so.

b) Cach thirc thwe hién: Nop ho so va nhan két qua truc tiép tai BO phan tiép
nhan va tra két qua cua Uy ban nhan dan quan, huyén hoic yéu cau chung thue ngoai
tru so.

¢) Thanh phén, s6 lwgng ho so:

- Thanh phan ho so:

+ Xuat trinh ban chinh hodc ban sao ¢ chimg thue Gidy chimg minh nhan dan
hodc Hd chiéu con gia tri st dung;

+ Xuat trinh ban chinh hodc ban sao tir s6 goc, ban sao co ching thuc bang cir
nhan ngoai ngir tro 1én vé thir tiéng nude ngoai can dich hodc bang tot nghiép dai hoc
trd 1én doi véi th tiéng nude ngoai can dich;

+ Nop ban cam két vé viéc thong thao loai ngon ngit khong phd bién va chiu
trach nhiém vé& noi dung ban dich trong trudng hop dich nhitng ngon ngit khong phd
bién ma ngudi dich khong c6 bang ctr nhan ngoai ngit, bang tot nghiép dai hoc nhung
thong thao ngon ngir can dich;

+ Nop ban dich dinh kém gidy to, vin ban can dich (s6 luong ban dich theo nhu
cau ciia ngudi yéu cau chung thue).

* Truong hop chtng thue ngoai tru s thi nguoi yéu cau chung thye phai ndp
van ban yéu cau chtng thye ngoai tru so.

- S6 lwong ho so: 01 bo.

d) Thoi han giai quyét: Trong ngay tiép nhan yéu cau hodc trong ngay lam viéc
tiép theo, néu tiép nhan yéu cau sau 15 givhoic co thé kéo dai hon theo thoa thuin
bang vian ban voi ngudi yéu cau chimg thue.

d) Poi twong thwe hién thi tuc hanh chinh: Nguoi khong phai 13 cong tac
vién dich thuét cua Phong Tu phap ma tu dich gidy t&, van ban phuc vu muc dich ca
nhan.

e) Co quan giai quyét thi tuc hanh chinh: Phong Tu phap.
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g) Két qua thwe hién thi tuc hanh chinh: Ban dich duoc ching thyuc chir ky
cua nguoi dich hodc van ban tra 1oi vé viéc tir chdi chirng thue, ¢6 néu rd ly do tur
choi.

h) Phi, 18 phi: 10.000 dong/trudng hop (trudng hop duge tinh 1a mot hodc nhiéu
chit ky trong mot gidy to, van ban).

i) Tén miu don, miu t& khai: Khong.
k) Yéu cau, diéu kién thwe hién thii tuc hanh chinh:

- Phong Tu phap chi chung thue chitr ky ngudi dich khéng phai 1a cong tac vién
ctia Phong Tu phéap khi ngudi d6 tu dich gidy to, vin ban phuc vu muc dich ca nhan
ciia ho. Truong hop dich gidy to, van ban cho nguoi khac, ké ca nguoi than thich
trong gia dinh, ban bé, dong nghiép hodc dich ¢ thu lao theo thoa thuan véi ca nhan,

td chire thi phai do ngudi dich 13 cong tac vién ctia Phong Tu phap thyc hién;
- Nhitng gidy to, van ban khong duoc dich dé chimg thye chit ky nguoi dich:
+ Gidy t0, van ban d bi tay x6a, sira chita; thém, bot ndi dung khong hop 18;
+ Giay to, van ban bi hu hong, cii nat khong xac dinh dugc noi dung;

+ Gidy to, van ban dong dau mat cua co quan, t6 chirc c6 tham quyén hoac

khong dong dau mat nhung ghi 16 khong duoc dich;

+ Gidy to, van ban c6 ndi dung trai phap luat, dao dirc x4 hoi; tuyén truyén, kich
dong chién tranh, chéng ché d6 x4 hdi chu nghia Viét Nam; xuyén tac lich sir cua dan
toc Viét Nam; xtc pham danh dyw, nhan pham, uy tin cta c4 nhan, t6 chirc; vi pham

quyén cong dan;

+ Ban chinh do co quan, t6 chirc ¢ tham quyén cila nude ngodi cap, cong chimg
hoac chung nhan chwa dugc hop phap hoa lanh su theo quy dinh phap luat trude khi
yéu cau chimg thyc trir truong hop dwoge mién hop phéap hoa lanh sy theo diéu uéc

quoc t€ ma Viét Nam 1a thanh vién hoac theo nguyén tac co6 di, cé lai.

- Gidy to tuy than do co quan, tO chtrc ¢ tham quyén cua nude ngoai cap cho ca
nhan nhu: ho chiéu, thé can cudc hodc cac giay to khac nhu thé thuong tra, thé cu tri,
giay phép lai xe, bang t6t nghiép, chimg chi va bang diém kém theo bang t6t nghiép,
chimg chi thi khong phai hop phap hoa lanh sy khi yéu cau chimg thuc chit ky nguoi

dich trén ban dich cac gidy to nay.
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I) Can cir phap ly cua thu tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16 thang 02 nam 2015 cua Chinh phu veé
cap ban sao tir ban chinh, chimg thwe chit ky va ching thuc hop dong, giao dich (c6
hiéu lyc ké tir ngay 10 thang 4 nam 2015);

- Théng tu s6 20/2015/TT-BTP ngay 29 thang 12 nam 2015 cua Bo truong Bo
Tu phap quy dinh chi tiét va huéng dan thi hanh mot so diéu cua Nghi dinh s6
23/2015/ND-CP ngay 16 thang 02 nam 2015 ciaChinh phu vé cap ban sao tir s6 goc,
chirmg thye ban sao tir ban chinh, ching thuc chit ky va chung thue hop dong, giao
dich (c6 hiéu luc ké tir ngay 15 thang 02 nam 2016);

- Thong tu s6 226/2016/TT-BTC ngay 11 thang 11 nam 2016 cia B6 Tai chinh
quy dinh mirc thu, ché do thu, ndp, quan 1y va st dung phi ching thue (c6 hiéu luc ké
tr ngay 01 thang 01 nam 2017).
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5. Thu tuc Ching thure viée sira doi, b6 sung, hity bé hop dong, giao dich’
a) Trinh tu thuc hién:

- Buére 1: Nguoi yéu cau chung thwe ndp hd so truc tiép tai BO phan tiép nhan
va tra két qua cia Uy ban nhan dan quén, huyén noi da thuc hién chtng thuc hop
dong, giao dich trude day tir thir hai dén thir sau (budi sang tir 07 gio 30 phat dén 11
gid 30 phit, budi chiéu tir 13 gid 00 phit dén 17 gio 00 phit) va budi sang thir bay
(ttr 07 gior 30 phut dén 11 gid 30 phut) hodc yéu cau ching thue ngoai tru sé Uy ban
nhan dan quén, huyén néu ngudi yéu cau ching thuc thude dién gia yéu, khong thé di
lai duoc, dang b1 tam giit, tam giam, thi hanh an phat tu hoac ¢6 ly do chinh dang
khac.

- Bwée 2: Nguoi tiép nhan ho so kiém tra cac gidy to yéu cau ching thuc:
+ Truong hop ho so ddy di, thi chuyén cho ngudi thuc hién ching thuec.

Truong hop tiép nhan ho so sau 15 gio ma co quan thye hién ching thye khong
thé giai quyét va tra két qua ngay trong ngay thi ngudi tiép nhan hd so phai cé phiéu
hen ghi 16 thoi gian (gid, ngay) tra két qua cho nguoi yéu cau chimg thyec;

+ Truong hop ho so chwa day du thi hudng dan ngudi yéu cau chimg thwe bo
sung ho so theo quy dinh, hodc hudéng dan ndp hod so dén co quan cd tham quyén
chirmg thwe, néu ndp hd so khong dung co quan ¢ tham quyén.

- Buée 3: Nguoi thuc hién chung thuce tiép nhéan, kiém tra gidy to trong ho so
yéu cau chirg thue, néu ho so day du va tai thoi diém ching thwe cac bén tham gia
hop dong, giao dich ty nguyén, minh man va nhan thac, lam chi dugce hanh vi cua
minh thi thuc hién chimg thire nhu sau:

+ Dé nghi cac bén tham gia hop dong, giao dich ky vao hop dong, giao dich
trude mit ngudi thue hién chimg thue. Truong hop ngudi ¢d tham quyén giao két
hop ddng cua cac to chire tin dung, doanh nghiép da dang ky chit ky mau tai co quan
thye hién ching thyc thi ¢6 thé ky trude vao hop dong; nguoi thuc hién ching thuc
phai dbi chiéu chir ky cua ho trong hop dong véi chir ky mau trude khi thye hién
chimg thue, néu nghi ngo chit ky trong hop doéng khac véi chit ky mau thi yéu cau
nguoi do ky truedc mat.

Truong hop nguoi yéu cau ching thuc khong ky duoc thi phai diém chi; néu
nguoi d6 khong doc duogc, khong nghe duoc, khong ky, khong diém chi duoc thi phai

°Nbi dung in nghiéng 1a ndi dung sira doi, bd sung.
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c6 02 (hat) nguot1 lam ching. Nguoi lam chimg phai cé di nang lyc hanh vi dan su va
khong ¢ quyén, 1oi ich hodc nghia vu lién quan dén hop dong, giao dich. Nguoi lam
chimg do ngudi yéu cau chimg thyc bo tri. Truong hop ngudi yéu cau chimg thuc
khong bd tri duoc thi dé nghi co quan thuc hién chimg thuc chi dinh nguoi lam
chirmg. Nguoi lam chimg phai xuat trinh gidy to tuy than con gid tri sir dung dé nguoi
thue hién chtng thue kiém tra va ky vao timg trang cua hop dong.

Truong hop phai phién dich thi nguoi phién dich c¢6 trach nhiém dich day du,
chinh xac ndi dung cia hop dong, giao dich, ndi dung 10i chimg cho nguoi yéu cau
chimg thuc va ky vao timg trang hop dong voi tu cach 1a ngudi phién dich. Nguoi
phién dich phai 1a nguoi ¢o nang lye hanh vi dan su day du theo quy dinh ciia phap
luat, thong thao tiéng Viét va ngdén ngit ma ngudi yéu cau chimg thue st dung. Nguoi
phién dich do nguoi yéu cau chung thue moi hodc do co quan thuwe hién chimg thuc
chi dinh. Thu lao phién dich do nguoi yéu cau ching thyc tra.

Ngudi thye hién chimg thue ghi 101 chimg twong tmg véi timg loai hop dong,
giao dich theo mau quy dinh; ky, ghi rd ho tén, dong dau cua co quan thuc hién
chimmg thucva ghi vao so chimg thue. Doi véi hop dong, giao dich ¢ tir 02 (hai) trang
trd 1én, thi timg trang phai duge danh s6 th tu, ¢6 chit ky cua nguoi yéu cau chirmg
thue va ngudi thue hién ching thyce; s6 luong trang va 101 chimg dwoc ghi tai trang
cudi cia hop ddng, giao dich. Truong hop hop dong, giao dich ¢6 tir 02 (hai) to tro
1én thi phai déng dau giap lai;

* Trong truong hop tir chdi ching thue, thi nguoi thye hién chimg thue phai giai
thich r& 1y do bang van ban cho ngudi yéu cau chimg thure.

- Buéc 4: Nguoi yéu cau chimg thwe nhéan két qua tai noi ndp ho so.

b) Cach thirc thwe hién: Nop ho so va nhan két qua truc tiép tai BO phan tiép
nhan va tra két qua cua Uy ban nhan dan quan, huyén noi d chimg thwc hop dong,
giao dichtrude day hodc yéu cau chung thue ngoai tru so.

¢) Thanh phan, s6 lwgng hd so:

- Thanh phan ho so:

+ Xuat trinh giay to chirng minh tu cach cta nguoi yéu cau chimg thuec;

+ Nop hop dong, giao dich da dugc ching thuc;

+ Nop du thao hop dong, giao dich sira d6i, bod sung, hiy bo hop dong, giao dich
da dwoc ching thuec;
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+ Nop van ban thoa thuan vé viée sira doi, bo sung, hity bé hop dong, giao dich
ciia cac bén tham gia hop dong, giao dich;

+ Trong trudong hop nodi dung sira d6i, bo sung co lién quan dén tai san thi nguoi
yéu cau chimg thwc phai nop ban sao kém ban chinh dé d6i chiéu gidy ching nhan
quyén s& hitu, quyén sir dung hodc ban sao giay to thay thé duoce phap luat quy dinh
d6i voi tai san ma phap luat quy dinh phai dang ky quyén sd hiru, quyén st dung; trir
truong hop nguoi 1ap di chiic dang bi cai chét de doa dén tinh mang.

* Truomg hop can ¢ ngudi lam ching: Nguoi lam chimg phai xuat trinh gidy to
tuy than con gia tri str dung dé nguoi thwe hién chimg thwe kiém tra;

* Truong hop chtng thue ngoai tru s thi nguoi yéu cau chung thye phai ndp
van ban yéu cau ching thye ngoai tru so.

- S6 lwong ho so: 01 bo.

d) Thoi han giai quyét: Trong ngay tiép nhan yéu cau hodc trong ngay lam viéc
tiép theo, néu tiép nhan yéu cau sau 15 gid.

d) Poi twong thwe hién thi tuc hanh chinh: Ca nhan, t6 chirc da tham gia hop
ddng, giao dich trudc day.

e) Co' quan gidi quyét thir tuc hanh chinh: Uy ban nhan dan quén, huyén hodc
Phong Tu phap d3 chimg thuc hop dong giao dich trude dy.

g) Két qua thue hién thi tuc hanh chinh: Hop dong sira ddi, b6 sung, hiy bo
hop déng, giao dich da duoc ching thue hodc van ban tir chéi ¢o néu rd ly do.

h) Phi, 18 phi: 30.000 dong/hop dong, giao dich.

Ca nhan, ho gia dinh vay von tai to chtrc tin dung dé phuc vu phat trién nong
nghiép, nong thon theo quy dinh tai Nghi dinh s6 55/2015/ND-CP ngay 09 thang 6
nam 2015 cia Chinh phii vé chinh sach tin dung phuc vu phét trién néng nghiép,
nong thon thi khong phai ndp phi chimg thue hop dong thé chap tai san.

i) Tén miu don, miu to khai: Khong.

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

- Viéc stra d6i, bo sung, huy boé hop dong, giao dich d3 duoc ching thuc chi

duoc thue hién khi cé thoa thuan bang vian ban ciia cac bén tham gia hop dong, giao
dich;

- Viéc sira doi, bo sung, huy bo hop dong, giao dich duoc thue hién tai co quan da
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chimg thue hop dong, giao dich. Truong hop sira doi, bd sung, thay thé, hiy bo mot
phan hoic toan bd di chuc thi ¢ thé chimg thuc tai bat ky co quan ¢o tham quyén
chimg thue nao; co quan da thye hién viée sira doi, bo sung, thay thé, hiy bé mét phan
hoic toan bd di chuc phai théng bao bang van ban cho co quan di chimg thuc trude
day vé ndi dung stra doi, bd sung, thay thé, hiy bo mot phan hodc toan bo di chuc dé
ghi chu vao s6 chung thuc hop dong, giao dich.

I) Can cir phap ly cua thu tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16 thang 02 nam 2015 cua Chinh phu veé
cap ban sao tir ban chinh, chimg thwe chit ky va ching thuc hop dong, giao dich (c6
hiéu lwe ké tir ngay 10 nam 4 nam 2015);

- Théng tu s6 20/2015/TT-BTP ngay 29 thang 12 nam 2015 cua Bo truong Bo
Tu phap quy dinh chi tiét va huéng dan thi hanh mot so diéu cua Nghi dinh s6
23/2015/ND-CP ngay 16 thang 02 nam 2015 ciaChinh phu vé cap ban sao tir s6 goc,
chimg thye ban sao tir ban chinh, ching thuc chit ky va chiang thue hop dong, giao
dich (c6 hiéu luc ké tir ngay 15 thang 02 nam 2016);

- Thong tu s6 226/2016/TT-BTC ngay 11 thang 11 nam 2016 cia B6 Tai chinh
quy dinh mirc thu, ché do thu, ndp, quan 1y va st dung phi ching thue (c6 hiéu luc ké
tr ngay 01 thang 01 nam 2017).
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6. Thii tuc Sira 15i sai sét trong hop dong, giao dich da dwoc ching thuc’

a) Trinh tu thuc hién:

- Buéc 1: Nguoi yéu cau ching thuc nop ho so truc tiép tai Bo phan tiép nhan
va tra két qua cua Uy ban nhan dan quan, huyén di ching thuc hop dong, giao dich
trude ddy tir tht hai dén thir sau (budi sang tir 07 gior 30 phat dén 11 gid 30 phut,
budi chiéu tir 13 gid 00 phat dén 17 gio 00 phut) va budi sang tht bay (tir 07 gid 30
phut dén 11 gio 30 phut).

- Bwée 2: Nguoi tiép nhan ho so kiém tra cac gidy to yéu cau ching thuec.

+ Trudong hop hd so day du, thi chuyén cho nguoi thye hién ching thye.

Truong hop tiép nhan hd so sau 15 gid ma co quan thyc hién ching thue khong
thé giai quyét va tra két qua ngay trong ngay thi nguoi tiép nhan ho so phai ¢ phiéu
hen ghi r5 thoi gian (gio, ngay) tra két qua cho ngudi yéu cau chimg thyc;

+ Truong hop ho so chwa day du thi hudng dan nguoi yéu cau chimg thwe bo
sung hd so theo quy dinh, hoiac hudéng dan ndp hoé so dén co quan c6 tham quyén
chimg thue, néu ndp ho so khong ding co quan ¢o tham quyeén.

- Buwée 3: Nguoi thue hién chimg thuc kiém tra gidy to trong hod so yéu cau
chimg thuc, néu ho so day du theo quy dinh thi gach chan 16i sai sot can sira, dong
dau cta co quan thue hién chung thyc va ghi vao bén 1& cua hop dong, giao dich ndi
dung da stra, ho tén, chir ky cua ngudi stra, ngay thang nam stra.

* Trong truong hop tir chdi ching thue, thi nguoi thye hién chimg thue phai giai
thich & 1y do bang van ban cho ngudi yéu cau chimg thure.

- Buwéc 4: Nguoi yéu cau chirng thue nhan két qua tai noi ndp ho so.

b) Cach thirc thwe hién: Nop ho so va nhan két qua truc tiép tai BO phan tiép
nhan va tra két qua ciia Uy ban nhan dan quén, huyén d3 chimg thuc hop dong, giao
dich trudce day.

¢) Thanh phan, s6 lwgng hd so:
- Thanh phan ho so:

+ Nop vin ban thoa thuan cua cac bén bén tham gia hop dong, giao dich vé viéc
stra 16i sai sot trong hop dong, giao dich;

+ Nop ban chinh hop dong, giao dich di dwoc chimg thue.

®Nbi dung in nghiéng 1a ndi dung sira doi, bd sung.
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- S6 lwong ho so: 01 bo.

d) Thoi han giai quyét: Trong ngay tiép nhan yéu cau hodc trong ngay lam viéc
tiép theo, néu tiép nhan yéu cau sau 15 gid.

d) Poi twong thwe hién thi tuc hanh chinh: Ca nhén, t6 chirc tham gia hop
ddng, giao dich.

e) Co' quan gidi quyét thi tuc hanh chinh: Uy ban nhan dan quén, huyén hodc
Phong Tu phap d3 ching thuc hop dong, giao dichtrudc day.

g) Két qua thwe hién thi tuc hanh chinh: Hop dong, giao dich dwoc stra 16i
sai sothodc van ban tir chdi, co néu 16 ly do.

h) Phi, 18 phi: 25.000 dong/hop dong, giao dich.

i) Tén miu don, miu t& khai: Khong.

k) Yéu cau, diéu kién thwe hién thii tuc hanh chinh: Viéc sira 15i sai sot trong
khi ghi chép, danh may, in hop dong, giao dich d3 duoc chimg thue duge thue hién
theo thoa thuin bang vin ban ciia cac bén tham gia hop dong, giao dich, néu khong
lam anh huong dén quyén, nghia vu cua cac bén.

I) Can cir phap ly cua thu tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16 thang 02 nam 2015 cua Chinh phu vé
cap ban sao tir ban chinh, chimg thwe chit ky va ching thuc hop dong, giao dich (c6
hiéu lyc ké tir ngay 10 nam 4 nam 2015);

- Théng tu s6 20/2015/TT-BTP ngay 29 thang 12 nam 2015 cua Bo truong Bo
Tu phap quy dinh chi tiét va huéng dan thi hanh mot so diéu cua Nghi dinh s6
23/2015/ND-CP ngay 16 thang 02 nam 2015 ciaChinh phu vé cap ban sao tir s6 goc,
chimg thye ban sao tir ban chinh, ching thuc chit ky va chung thue hop dong, giao
dich (c6 hiéu luc ké tir ngay 15 thang 02 nam 2016);

- Thong tu s6 226/2016/TT-BTC ngay 11 thang 11 nam 2016 cia B6 Tai chinh
quy dinh mirc thu, ché do thu, ndp, quan 1y va st dung phi chimg thue (c6 hiéu luc ké
tr ngay 01 thang 01 nam 2017).
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7. Thia tuc Cip ban sao c6 chirng thwe tir ban chinh hop dong, giao dich da
dwoe chirng thue’

- Bwée 1: Nguoi yéu cau cap ban sao ¢o ching thuc tir ban chinh hop dong,
giao dich da chung thuc nop ho so true tiép tai BO phan tiép nhan va tra két qua cua
Uy ban nhan dan quan, huyén dang lwu trit hop dong, giao dich tir thir hai dén thir sau
(budi sang tir 07 gid 30 phit dén 11 gio 30 phit, budi chiéu tir 13 gio 00 phut dén 17
gid 00 phut) va buoi sang thr bay (tir 07 gior 30 phit dén 11 gid 30 phut).

- Budre 2: Nguoi tiép nhan ho so kiém tra thanh phan, so luong ho so.

+ Truong hop ho so day du, thi ngudi tiép nhan ho so tién hanh chyp tir ban
chinh hop dong, giao dich dang duoc luwu trit va chuyén cho ngudi thue hién chimg
thuec.

Truong hop tiép nhan hd so sau 15 gid ma co quan thyc hién ching thue khong
thé giai quyét va tra két qua ngay trong ngay thi ngudi tiép nhan hd so phai cé phiéu
hen ghi 16 thoi gian (gid, ngay) tra két qua cho nguoi yéu cau chimg thyec;

+ Truong hop ho so chwa day du thi hudng dan ngudi yéu cau chimg thwe bo
sung ho so theo quy dinh, hodc hudéng dan ndp hod so dén co quan cd tham quyén
chirmg thwe, néu ndp hd so khong dung co quan ¢ tham quyén.

- Bwée 3: Nguoi thuc hién chung thuc tiép nhan hd so, kiém tra ban chinh, di
chiéu voi ban sao:

Néu noi dung ban sao ding vé1 ban chinh thi thure hién ching thye nhur sau:

+ Ghi day du 1oi chimg chtng thuc ban sao tir ban chinh theo mau quy dinh;

+ Ky, ghi 18 ho tén, déng dau cua co quan thuc hién chimg thuc va ghi vao s6
chirng thure.

D6i véi ban sao ¢6 tir 02 (hai) trang trd 1én thi ghi 161 chimg vao trang cudi, néu
ban sao co tir 02 (hai) to trd 1én thi phai dong dau giap lai.

Mbi ban sao duge ching thuce tir mot ban chinh gidy to, van ban hodc nhiéu ban
sao dugc chimg thue tir mot ban chinh gidy to, van ban trong cung mot thoi diém
duoc ght mot sb chirng thure.

* Trong trudng hop tir chdi ching thwe, ngudi thye hién chimg thycphai giai
thich 16 1y do bang van ban cho ngudi yéu cau ching thye.

"N6i dung in nghiéng 1a ndi dung sira doi, bd sung.
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- Buéc 4: Nguoi yéu cau chimg thwe nhan két qua tai noi ndp ho so.

b) Cach thirc thwe hién: Nop hd so va nhan két qua trye tiép tai BO phan tiép
nhan va tra két qua caa Uy ban nhan dan quén, huyén dang lwu trit hop dong, giao
dich.

¢) Thanh phan, s6 lwgng hd so:

- Thanh phan ho so: Xuat trinh ban chinh hodc ban sao c¢o ching thwe Gidy
chirng minh nhan dan hoac H6 chiéu con g1a tr1 st dung.

- S6 lwong ho so: 01 bo.

d) Thoi han giai quyét: Trong ngay tiép nhan yéu cau hodc trong ngay lam viéc
tiép theo, néu tiép nhan yéu cau sau 15 gid.

d) Poi twong thye hién thii tuc hanh chinh: C4 nhén, t6 chirc tham gia hop
dong, giao dich; nguoi co quyén, nghia vu lién quan dén hop dong, giao dich.

e) Co' quan gidi quyét thi tuc hanh chinh: Uy ban nhan dan quén, huyén hodc
Phong Tu phap dang luwu trir hop ddng, giao dich.

g) Két qua thwe hién thi tuc hanh chinh: Ban sao hop dong, giao dich duoc
chirng thwrc hodc van ban tra 161 vé viéce tir chéi chirng thue ¢6 néu 16 1y do tur chéi.

h) Phi, 18 phi: 2.000 dong/trang, tir trang thw 03 tro 1én thu 1.000 dong/trang
nhung mire thu t6i da thu khong qua 200.000 ddng/ban.

i) Tén miu don, miu to khai: Khong.

k) Yéu cau, diéu kién thwe hién thii tuc hanh chinh: Khong.

I) Can cir phap ly cua thu tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16 thang 02 nam 2015 cua Chinh phu vé
cap ban sao tir ban chinh, chimg thuc chit ky va chimg thuc hop dong, giao dich (co
hiéu lyc ké tir ngay 10 nam 4 nam 2015);

- Théng tu s6 20/2015/TT-BTP ngay 29 thang 12 nam 2015 cua Bo truong Bo
Tu phap quy dinh chi tiét va huéng dan thi hanh mot s6 diéu cia Nghi dinh s6
23/2015/ND-CP ngay 16 thang 02 nam 2015 ciaChinh phu vé cap ban sao tir s6 goc,
chimg thye ban sao tir ban chinh, ching thuc chit ky va chung thue hop dong, giao
dich (c6 hiéu luc ké tir ngay 15 thang 02 nam 2016);

- Thong tu s6 226/2016/TT-BTC ngay 11 thang 11 nam 2016 cia B6 Tai chinh
quy dinh mirc thu, ché do thu, ndp, quan 1y va st dung phi chimg thue (c6 hiéu luc ké
tr ngay 01 thang 01 nam 2017).



CONG BAO/SH 67+68/Ngay 01-8-2018 25

II. Linh veec HJ tich
1. Thi tuc Ping ky khai sinh c6 yéu té nwéc ngoai®
a) Trinh tu thuc hién:

- Buée 1: Nguoi ¢d yéu cau ding ky khai sinh nop ho so truc tiép hodc guri ho
so qua hé thong buu chinh dén Bo phan tiép nhan va tra két qua cia Uy ban nhan dan
quan, huyén tir thit hai dén tha sau (budi sang tir 07 gio 30 phut dén 11 gio 30 phut,
budi chiéu tir 13 gid 00 phat dén 17 gio 00 phut) va sang tha bay (tir 07 gio 30 phut
dén 11 gio 30 phut) nhu sau:

- Uy ban nhan dan quan, huyén noi cu tra cua nguoi cha hoac nguolr me doi véi
truong hop tré em sinh ra & Viét Nam;

- Uy ban nhan dan quan, huyén noi cu tru cua tré em trudng hop tré em sinh ra &
nudc ngoai veé cu tru & Viét Nam.

- Buwéc 2: BO phan tiép nhan va tra két qua cua Uy ban nhan dan quan, huyén tiép
nhan ho so, kiém tra tinh hop 16 va day du cia cac gidy to co trong hd so:

* Truong hop ndp truc tiép:

+ Truong hop ho so day du, hop 1€, cong chire tiép nhan ho so, viét gidy bién
nhén;

+ Truong hop ho so chua day du, chua hop 1€ thi huéng dan ngudi ndp ho so bo
sung, hoan thién ho so theo quy dinh. Trudong hop khong thé bo sung, hoan thién hod
so ngay thi phai 1ap van ban hudng dan, trong d6 néu rd nhitng loai gidy to, noi dung
can bo sung, hoan thién, ky va ghi & ho, tén ngudi tiép nhan ho so;

+ Trong trudong hop hd so khong duge bo sung, hoan thién theo hudng dan thi
nguoi tiép nhan ho so tir choi tiép nhan hd so. Viée tir chdi tiép nhan ho so phai duoc
thé hién bang van ban, trong d6 ghi o 1y do tir chdi, nguoi tiép nhan ky va ghi rd ho
tén.

* Truong hop ndp qua buu chinh:

Trudng hop ho so ddy di va hop 1é thi thuc hién giai quyét ho so theo quy dinh.
Truong hop hd so chua day du hodc chua hop 16 thi moi nguoi ndp hd so dén bo sung

theo quy dinh.
- Buée 3: Ngay khi nhan hd so, néu thay thong tin khai sinh day du va hop 1¢,

¥ Noi dung in nghiéng 14 ndi dung stra dbi, b6 sung.
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Phong Tu phép bao céo Chil tich Uy ban nhan dan quén, huyén ky Giay khai sinh cap
cho nguor duoc dang ky khai sinh. Cong chire 1am cong tac dang ky hd tich ghi noi
dung khai sinh vao so6 dang ky khai sinh va cung nguoi di dang ky khai sinh ky tén
vao so. Truong hop cha, me chon quéc tich Viét Nam cho con thi cong chirc 1am
cong tac ho tich cap nhat théng tin khai sinh dé léy s6 dinh danh c4 nhan.

b) Cach thirc thwe hién: Nguoi yéu cau diang ky khai sinh tryc tiép thuc hién
hoic ity quyén cho nguoi khac thue hién viée dang ky khai sinh.

¢) Thanh phan, s6 lwgng hd so:

- Thanh phan hd so:

* Giay to phai ndp:

+ To khai dang ky khai sinh (theo mau);

+ Giay ching sinh. Truong hop khong c6 gidy chung sinh thi ndp van ban cua
nguoi lam ching xac nhan vé viée sinh; néu khong c¢é nguoi lam chang thi phai ¢o
gidy cam doan vé viéc sinh.

Truong hop tré em sinh ra & nuéce ngoai thi ndp Gidy chimg sinh hodc gidy to
khac do co quan ¢6 tham quyén nudc ngoai cap xac nhan vé viée tré em dugce sinh ra
¢ nudc ngoai va quan hé me - con (néu co);

+ Truong hop cha hoac me hodc ca cha va me l1a ngudi nude ngoai thi phai ndp
van ban thoa thuan cia cha, me vé viéc chon quéc tich cho con.

Truong hop cha, me chon qudc tich nuwde ngoai cho con thi vin ban thoéa thuan
phai ¢6 xac nhan cua co quan nha nudc ¢ tham quyén cia nude ngoai ma ngudi do
la cong dan;

+ Van ban uy quyén theo quy dinh phap luét trong truong hop iy quyén thuc
hién viéc dang ky khai sinh.

* Gidy to phai xuat trinh:

+ Gidy to tuy than gom: ho chiéu, chirng minh nhan dan, thé can cudc cong dan
hoic gidy to khac co dan anh va thong tin ca nhan do co quan ¢6 tham quyén cap, con
gia tri sir dung dé chirng minh vé nhan than cia nguoi ¢ yéu cau dang ky khai sinh;

+ Giéy to ching minh noi1 cu tra cua cha hoac cia me dé xac dinh thim quyén
dang ky khai sinh;

+ Giay chuing nhan két hén cua cha, me tré em (n€u cha, me cua tré¢ em c6 dang
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ky két hon);

+ Truong hop tré sinh ra & nude ngoai vé cu tria ¢ Viét Nam thi xuat trinh giay
to chiing minh viéc tré em nhap canh (ho chicu, gidy to ¢6 gia tri di lai quoc t€ cé dau
x4c nhan nhap canh ctua co quan xuat nhap canh) va giay to chung minh viéc tré em
cu tra tai Viét Nam (van ban xac nhan cua co quan cong an c¢6 tham quyén);

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

- S6 lwong ho so: 01 bd.

d) Thoi han giai quyét: Ngay trong ngay lam viéc. Néu ndp hd so sau 15 gio
ma khong giai quyét dugce ngay thi tra két qua trong ngay lam viée tiép theo.

d) Poi twong thuwe hién thi tuc hanh chinh: C4 nhan.

e) Co quan giai quyét thi tuc hanh chinh:

- Co quan ¢6 thim quyén quyét dinh: Uy ban nhan dan quén, huyén.

- Co quan giai quyét thi tuc hanh chinh: Phong Tu phap.

g) Két qua thwe hién thi tuc hanh chinh: Gidy khai sinh hodc van ban tir chdi,
co néu 1o ly do.

h) Phi, 18 phi: 50.000 dong/truong hop.

Mién 1é phi d6i voi tré em, nguoi thude hd ngheo, nguoi cao tudi, ngudi khuyét tat,
nguoi thude gia dinh ¢6 céng véi cach mang;

bang ky khai sinh dung han cia cong dan Viét Nam cu tra trong nude.

i) Tén miu don, miu to khai: To khai ding ky khai sinh theo mau quy dinh tai
Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 cua Bo truong B Tu phap.

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

Gidy to do co quan ¢ tham quyén cua nudc ngoai cap, cong chimg hodc xac nhan
dé sur dung cho viéc dang ky ho tich tai Viét Nam phai duoc hop phap hoa lanh su, trir
treong hop duoc mién theo diéu ude quc té ma Viét Nam 1a thanh vién; Gidy to bang
tiéng nudc ngoai phai duoc dich ra tiéng Viét va cong chimg ban dich hoac chimg thuc
chit ky nguon dich theo quy dinh cua phap luat.

1) Can cir phap ly cua thu tuc hanh chinh:

- Luat Hon nhan va gia dinh ngay 19 thang 06 nam 2014 (c6 hiéu luc ké tir ngay
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01 thang 01 nam 2015);

- Luat Ho tich ngay 20 thang 11 nam 2014 (c6 hi€u luc ké tir ngay 01 thang 01
nam 2016);

- Nghi dinh s6 123/2015/ND-CP ngay 15 thang 11 nam 2015 ciia Chinh phu quy
dinh chi tiét mot sd diéu va bién phap thi hanh Luat Ho tich (c6 hiu luc ké tir ngay
01 thang 01 nam 2016);

- Thong tu s6 15/2015/TT-BTP ngay 16 thang 11 nam 2015 cua Bo truong Bo
Tw phap quy dinh chi tiét thi hanh mot sd diéu cua Luat HO tich va Nghi dinh
s6123/2015/ND-CP ngay 15 thang 11 nam 2015cia Chinh phu quy dinh chi tiét mot
s6 diéu va bién phap thi hanh Luat H tich (c6 hiu luc ké tir ngay 02 thang 01 nam
2016);

- Nghi quyét s6 124/2016/NQ-HDND ngay 09 thang 12 nam 2016 cua Hoi dong
nhan dan thanh pho vé cac loai phi va 1& phi trén dia ban Thanh phé Hd Chi Minh (c6
hiéu lyc ké tir ngay 01 thang 01 nam 2017);

- Quyét dinh s6 52/2016/QD-UBND ngay 10 thang 12 nim 2016 cua Uy ban
nhan dan Thanh phé ban hanh mirc thu 10 loai phi va 7 loai 1€ phi trén dia ban Thanh
pho H6 Chi Minh (c6 hiéu luc ké tir ngay 01 thang 01 nam 2017).
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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, tn NEUWOT YU CAUL ........o.oveooeeeeeeeeeeeeeeeeeeeeeeee e
GIAY 10 TV AN @t
NOT CU T D) e,
Quan h¢ voi1 ngudi dugce khai sinh: ...
P& nghi co quan ding ky khai sinh cho nguwoi duéi day:

Ho, chilt d€m, t€N: ... e

QUE QUAL ..ottt ettt et e et e e ettt e et ae et e e tbe e e etbeaeentraeans

Ho, chilt d€m, t€Nn ME: ...

T6i cam doan ndi dung dé nghi ding ky khai sinh trén diy 1a dang sy that, dugc sy thoa
thudn nhat tri ctia cac bén li€n quan theo quy dinh phap luat.

T61 chiu hoan toan trach nhiém trude phap luat vé noi dung cam doan cua minh.
Lamtagi: ................ , gAY ... thang ......... nam ..............
Ngudi yéu ciu

(Ky, ghi vo ho, chir dém, tén)
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Chu thich:

() Ghi 5 tén co quan dang ky khai sinh

Vi du: - Uy ban nhan dan phuong Dién Bién, Ba Dinh, Ha Noi

- Uy ban nhéan dan quan 1, thanh phd H6 Chi Minh

@Ghi thong tin vé gidy to tuy than ciia nguoi di ding ky, ghi rd sb, co quan cap, ngay cp ho
chiéu, chimg minh nhan dan hodc gidy to hop 16 thay thé

Vi du: Chimg minh nhan dan s 001089123 do Cong an thanh phd Ha Noi cdp ngay
20/10/2014.

®) Ghi theo dia chi dang ky thuong tra; néu khong c6 noi ding ky thudng tri thi ghi theo dia
chi dang ky tam tra; truong hop khdng c6 noi dang ky thuong trd va noi dang ky tam tra thi ghi
theo dia chi dang sinh song.

@ Trudng hop sinh tai co s y té thi ghi 16 tén co s y té va dia danh hanh chinh

Vidu: - Bénh vién Phu san, Ha No6i

e Tram y té x3 Pinh Bang, huyén Tur Son, tinh Bic Ninh.

Trudng hop sinh ra ngoai co sd y té thi ghi dia danh ciia 03 cap hanh chinh (x&, huyén, tinh),
not sinh ra.

Vi du: xa DPinh Bang, huyén Tir Son, tinh Bac Ninh.
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2. Thi tuc Ping ky két hon c6 yéu té nwée ngoai’
a) Trinh tu thuc hién:

- Buwée 1: Nguoi ¢ yéu cau dang ky két hon (mot bén nam hodc nit ¢o thé true
tiép ndp hd so ma khong can cé van ban iy quyén cia bén con lai) nop ho so truc tiép
tai BO phan tiép nhan va tra két qua ctia Uy ban nhan dan quén, huyén noi nguoi dang
ky két hon cu tra, tir thir hai dén tht sau (budi sang tir 07 gio 30 phat dén 11gio 30
phut, budi chiéu tir 13 gio 00 phut dén 17gio 00 phut) va sang tha bay (tir 07 gid 30
phut dén 11gio 30 phut).

- Buére 2: BO phan tiép nhan va tra két quatiép nhan ho so, kiém tra tinh hop 16
va day du cua cac gidy to ¢6 trong ho so:

+ Truong hop hd so hop 1€ va day du theo quy dinh thi cap Bién nhan ho so;

+ Truong hop ho so chua day du, chua hop 1€ thi huéng dan ngudi ndp ho so bo
sung hoan thién ho so theo quy dinh. Trudong hop khong thé bd sung, hoan thién hod
so ngay thi phai 14p vin ban hudng dan, trong d6 néu rd loai gidy to, ndi dung can bo
sung, hoan thién, ky va ghi r ho tén ngudi tiép nhan ho so;

+ Trong trudong hop hd so khong dwge bo sung, hoan thién theo hudng dan thi
nguoi tiép nhan ho so tir chdi tiép nhan ho so. Viée tir chdi tiép nhan ho so phai duoc
thé hién bang van ban, trong d6 ghi 6 1y do tir chdi, nguoi tiép nhan ky va ghi 18 ho

tén.

- Bwée 3: Trong thoi han 10 ngay lam viée, ké tir ngay nhan du ho so hop 1¢,
Phong Tu phép tién hanh nghién ctru, tham tra ho so va xac minh néu thay can thiét;

Néu hd so hop 1€, cac bén c6 du diéu kién két hon theo quy dinh ciia Luat Hon
nhan va gia dinh, khong thudc trudng hop tir chdi dang ky két hon theo quy dinh,
Phong Tu phap bao cao Chu tich Uy ban nhan dan quan, huyén ky 02 ban chinh Gidy
chirng nhan két hon;

Truong hop Uy ban nhan dan quan, huyén tir choi dang ky két hon, Phong Tu
phap thong bao bang van ban néu 18 1y do cho hai bén nam, nit;

Trong thoi han 03 ngay lam viéc, ké tir ngay Chi tich Uy ban nhan dan quén,
huyén ky Gidy chirng nhan két hon, Phong Tu phap to chirc trao Gidy chimg nhan két

hon cho hai bén nam, nir.

- Buwée 4: Khi dang ky két hon ca hai bén nam, nit phai c6 mat tai tru so Uy ban

° No6i dung in nghiéng 14 ndi dung stra dbi, b6 sung.
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nhan dan quan, huyén, cong chirc lam cong tac ho tich hoi y kién hai bén nam, nir, néu
cac bén tur nguyén két hon thi ghi viéc két hon vao S6 dang ky két hon, cung hai bén
nam, nir ky tén vao S6. Hai bén nam, nitr cung ky vao Giay chirng nhan két hon;

* Truong hop mot hodc hai bén nam, nit khong thé c6 mit dé nhan Gidy ching
nhan két hon thi theo dé nghi bang van ban cua ho, Phong Tu phap gia han thoi gian
trao Giay ching nhan két hon nhung khong qua 60 ngay, ké tir ngay Chu tich Uy ban
nhan dan quan, huyén ky Giay chirg nhan két hon. Hét 60 ngay ma hai bén nam, nit
khong dén nhan Gidy chirmg nhan két hon thi Phong Tu phap bao cdo Chu tich Uy
ban nhan dan quan, huyén huy Gidy chirmg nhan két hon da ky;

Néu sau d6 hai bén nam, nit van muon két hon véi nhau thi phai tién hanh thu
tuc dang ky két hon tir dau.

b) Cach thirc thwe hién: Nop hd so va nhan két qua trye tiép tai BO phan tiép
nhan va tra két qua Uy ban nhan dan quan, huyén.

¢) Thanh phan, s6 lwgng hd so:

- Thanh phan ho so:

* Giay to phai nop;

+ To khai dang ky két hon (hai bén nam, nit co thé khai chung vao mot T khai
dang ky két hon)(theo mau);

+ Gidy xac nhan cua to chirc y t€ c6 tham quyén cua Viét Nam hoac nudc ngoai
xac nhan cac bén khong mac bénh tam than hoic bénh khiac ma khéng c¢6 kha nang
nhan thirc, lam chu duoc hanh vi ciia minh;

+ Gidy to ching minh tinh trang hon nhén ciia ngudi nude ngoai do co quan ¢o
tham quyén nuwdc ngoai cép con gia tri st dung, xac nhan hién tai nguol dé khong co
vo hodc khong ¢6 chong. Truong hop nude ngoai khong cap xac nhan tinh trang hon
nhan thi thay bang gidy to do co quan c¢6 tham quyén nuwde ngoai xac nhan nguoi do
co du diéu kién két hon theo phap luat nudc do. Gia tri sir dung gidy to ching minh
tinh trang hon nhan ciia ngudi nude ngoai duoc xac dinh theo thoi han ghi trén gidy
to.

Truong hop gidy to chimg minh tinh trang hon nhan khong ghi thoi han st dung
thi gidy to nay va gidy xac nhan cia to chirc y té co gia tri 06 thang, ké tir ngay cap;

+ Gidy xac nhén tinh trang hon nhan ciia cong dan Viét Nam cu tra trong nudc;

+ D061 vo1 ngudt nurde ngoai, cong dan Viét Nam dinh cu & nude ngoai phai ndp
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thém ban sao Ho chiéu/Gidy to ¢o gia tri thay thé ho chiéu hodc xuat trinh ban chinh ho
chiéu, giay to thay thé ho chiéu trong truong hop truc tiép nop ho so.

* Ngoai gidy to néu trén, tuy timg truong hop, bén nam, bén nit phai nop hodc
xuat trinh gidy to twong (mg sau day:

e Cong dan Viét Nam da ly hon hodc huy viée két hon tai co quan co tham
quyén nude ngoai phai ndp ban sao trich luc ho tich vé viée da ghi vao so viéc ly hon
hodc huy viéc két hon trai phap luat (ban sao trich luc ghi cha ly hon);

e Cong dan Viét Nam la cong chirc, vién chirec hoiac dang phuc vu trong luc
lwong vii trang phai ndp van ban cua co quan, don vi quan ly xac nhan viéc nguoi do
két hon voi ngudi nude ngoai khong trai voi quy dinh ciia nganh do;

e Truong hop nguodi yéu cau dang ky két hon dang cong tac, hoc tap, lao dong
c6 thoi han ¢ nude ngoai thi phai ndp Gidy xac nhan tinh trang hon nhan do Co quan
dai dién ngoai giao, Co quan dai dién 1anh sy ciia Viét Nam & nude ngoai cép.

* Gidy to phai xuat trinh:

+ Gidy to tuy than gom: ho chiéu, chirng minh nhan dan, thé can cudc cong dan
hoic gidy to khac ¢ dan anh va thong tin c¢a nhan do co quan c6 tham quyén cap, con
gia tri st dung dé chimg minh vé nhan than cia cong dan Viét Nam;

+ Giay to chang minh noi cu tra dé xac dinh tham quyén.

- S6 lwong ho so: 01 bd.

d) Thoi han giai quyét: Trong thoi han 10 ngay lam viéc, ké tir ngay nhan du
ho so hop 1¢.

d) Poi twong thuwe hién thi tuc hanh chinh: C4 nhan.

e) Co quan giai quyét thi tuc hanh chinh:

- Co quan ¢6 thim quyén quyét dinh: Uy ban nhan dan quén, huyén.

- Co quan giai quyét thi tuc hanh chinh: Phong Tu phap.

g) Két qué thwe hién thi tuc hanh chinh: Gidy ching nhan két hon hodc van
ban tir choi, co néu rd ly do.

h) Phi, 18 phi: 1.000.000 dong/trudong hop.

Mién 16 phi d6i véi nguoi thude hd nghéo, ngudi cao tudi, ngudi khuyét tat, nguoi
thude gia dinh c6 cong vdi cach mang.

i) Tén miu don, miu to khai: To khai dang ky két hon theo mau quy dinh tai
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Thoéng tu s6 15/2015/TT-BTP ngay 16/11/2015 cua Bo truéng Bo Tu phap.

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

-Nam ttr du 20 tudi trd 18n, nit tir da 18 tudi trd 1én;

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

- Cac bén khong b1 mat nang lwc hanh vi dan su;

- Viéc két hon khong thude cac truong hop bi cam két hon theo quy dinh tai
diém a, b, ¢, d khoan 2 Diéu 5 Luat Hon nhan va gia dinh gom:

eKét hon gia tao, ly hon gia tao;

e Tao0 hon, cudng ép két hon, lira doi két hon, can tro két hon;

eNgudi dang c6 vo, ¢d chong ma két hon hodc chung song nhu vo chong voi

nguol khac hodc chwa ¢6 v, chwa c6 chong ma két hon hodc chung song nhu vo
chong véi nguol dang co chong, ¢6 vo;

e K&t hon hoac chung séng nhu vo chdng gitta nhitng ngudi cung dong mau veé
truec hé; gitra nhimng nguoi co6 ho trong pham vi ba doi; giira cha, me nuéi1 véi con
nudi; gitra nguot da tirng la cha, me nudi véi con nuodi, cha chong vai con dau, me vo

vo1 con ré, cha duwgng voi con riéng cua vo, me ké voi con riéng cua chong.
* Nha nudc khong thira nhan hén nhan gitra nhitng ngudi cung gidi tinh.

- Giay to do co quan c6 tham quyén cia nudc ngoai cap, cong ching hoidc xéac
nhan dé sur dung cho viéc dang ky hé tich ta1 Viét Nam phai dugc hop phap hoéa lanh su,
trir treong hop duoc mién theo diéu wdc quéc té ma Viét Nam 1a thanh vién; Giady to
bang tiéng nude ngoai phai duoc dich ra tiéng Viét va cong chimg ban dich hodc chimg
thue chir ky ngudi dich theo quy dinh ctia phap luat.

1) Can cir phap ly cua thu tuc hanh chinh:

- Luat Ho tich ngay 20 thang 11 nam 2014 (c¢6 hi¢u luc ké tir ngay 01 thang 01
nam 2016);

- Nghi dinh s6 123/2015/ND-CP ngay 15 thang 11 nam 2015 cia Chinh phu quy

dinh chi tiét mot sb diéu va bién phap thi hanh Luat Ho tich (c6 hiu luc ké tir ngay
01 thang 01 nam 2016);

- Thong tu s6 15/2015/TT-BTP ngay 16 thang 11 nam 2015 cua Bo truéng Bo Tu
phap quy dinh chi tiét thi hanh mot s6 diéu cua Ludt HO tich va Nghi dinh
s0123/2015/ND-CP ngay 15 thang 11 nam 2015 ciia Chinh phu quy dinh chi tiét mot s6
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diéu va bién phap thi hanh Luat Ho tich (c6 hiéu luc ké tur ngay 02 thang 01 nam 2016);

- Luat Hon nhan va gia dinh ngay 19 thang 06 nam 2014 (c¢6 hiéu luc ké tir ngay
01 thang 01 nam 2015);

- Nghi quyét s6 124/2016/NQ-HDND ngay 09 thang 12 nam 2016 cua Hoi dong
nhan dan thanh phd vé cac loai phi va 1& phi trén dia ban Thanh ph6é H6 Chi Minh (c6
hiéu lyc ké tir ngay 01 thang 01 nam 2017);

- Quyét dinh s6 52/2016/QD-UBND ngay 10 thang 12 nim 2016 cua Uy ban
nhan dan Thanh phé ban hanh mirc thu 10 loai phi va 7 loai 1€ phi trén dia ban Thanh
pho H6 Chi Minh (c6 hiéu luc ké tir ngay 01 thang 01 nam 2017).
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap — Tu do — Hanh phuc

(1) TO KHAI PANG KY KET HON @)

Thong tin Bén nir Bén nam

Ho, chitr dém, tén

Ngay, thang, ndm sinh

Dan toc

Quéc tich

Noi cu tra ™
Giay to tuy than®

Két hon lan thir may

Chung tdi cam doan nhimg 15i khai trén day 1a dang su that, viéc két hon cua chang toi 1a
tu nguyén, khong vi pham quy dinh cta Luat hon nhan va gia dinh Viét Nam.

Chung t61 chiu hoan toan trach nhi€m trude phap luat vé cam doan cuia minh.

Pé nghi Quy co quan ding ky.

Bén nir Bén nam
(Ky, ghi vd ho, chir dém, tén) (Ky, ghi vo ho, chir dém, tén)

Chu thich:

M- @ Tryong hop lam thi tuc ding ky két hén co yéu td nudc ngoai, thi phai dan anh cia hai bén
nam, nit.

®) Ghi 5 tén co quan dang ky két hon.

®Ghi theo noi dang ky thuong tri, néu khong co noi ding ky thuong tra thi ghi theo noi ding ky
tam trQ; truong hop khdng ¢6 noi dang ky thuong tri va noi dang ky tam tru thi ghi theo noi dang
sinh song.

©) Ghi théng tin vé gidy to tuy than nhu: hd chiéu, ching minh nhan dan hodc gidy to hop 1€ thay
thé (vi du: Chimg minh nhan dan s6 001089123 do Cong an thanh phé Ha Noi cip ngay
20/10/1982).
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3. Thi tuc Ping ky khai tir ¢6 yéu t6 nuwée ngoai'’
a) Trinh tu thuc hién:

- Buére 1: Ngudi ¢ yéu cau dang ky khai tr ndp ho so truc tiép hodc gui hd so
qua hé thong buu chinh dén Bo phan tiép nhén va tra két qua cua Uy ban nhan dan
quén, huyén c6 noi cu tra cudi cing cua ngudi chét tir thir hai dén thir sau (budi sang
ttr 07 gior 30 phut dén 11gid 30 phit, budi chiéu tir 13 gid 00 phit dén 17gid 00 phit)
va sang thu bay (tir 07 gio 30 phut dén 11gid 30 phat).

Truong hop khong xac dinh duge noi cu tri cudi ciing cia ngudi chét, thi nguoi
co yéu cau dang ky khai tir nop ho so dén Bo phan tiép nhan va tra két qua cua Uy
ban nhan dan quan, huyén noi ngudi d6 chét hodc noi phat hién thi thé ngudi chét de
thuc hién viéc dang ky khai tir.

- Buére 2: BO phan tiép nhan va tra két quatiép nhan ho so, kiém tra tinh hop 16
va day du cua cac gidy to ¢6 trong ho so:

* Truong hop ndp truc tiép:

+ Truong hop ho so day du, hop 1€, cong chire tiép nhan ho so, viét gidy bién

nhan;

+ Truong hop ho so chua day du, chua hop 1€ thi huéng dan ngudi ndp ho so bo
sung hoan thién ho so theo quy dinh. Trudong hop khong thé bd sung, hoan thién hod
so ngay thi phai 14p van ban hudng dan. Trong d6 néu rd loai gidy to, ndi dung can
bo sung, hoan thién, ky va ghi rd ho tén nguoi tiép nhan ho so;

+ Trong trudong hop hd so khong dwge bo sung, hoan thién theo hudng dan thi
nguoi tiép nhan ho so tir chdi tiép nhan ho so. Viée tir chdi tiép nhan ho so phai duoc
thé hién bang van ban, trong d6 ghi 6 1y do tir chdi, nguoi tiép nhan ky va ghi 18 ho
tén.

* Truong hop ndp qua buu chinh:

Trudng hop ho so ddy di va hop 1é thi thuc hién giai quyét ho so theo quy dinh.
Truong hop hd so chua day du hodc chua hop 16 thi moi nguoi ndp hd so dén bo sung
theo quy dinh.

- Bwée 3: Ngay khi nhan ho so, néu thay thong tin khai tir day du, hop 16, Phong
Tu phéap bao cdo Chi tich Uy ban nhan dan quan, huyén cap trich luc khai tir cho
nguodi duge ding ky khai tir, cong chirc 1am cong tac ho tich ghi vao so dang ky khai

9 Nbi dung in nghiéng 14 n6i dung sira dbi, bd sung.
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tir va cung ngudi di dang ky khai tr ky vao so. Truong hop tir choi, thi thong bao

bang van ban, ¢6 néu 16 ly do;

Sau khi dang ky khai tir, Phong Tu phap bao céo chu tich Uy ban nhan dan quin
huyén c6 van ban thong bao, kem theo ban sao trich luc khai tr gtri cho B ngoai
giao d¢ thong bao cho co quan ¢6 tham quyén cia nudc ma nguodi chét 1a cong dan.

b) Cach thire thwe hién: Ngudi c6 yéu cau ding ky khai i tryc tiép thue hién
hoic ity quyén cho nguoi khac thye hién thu tuc dang ky khai tr.

¢) Thanh phan, s6 lwgng hd so:

- Thanh phan ho so:

* Giay to phai nop;

+ To khai dang ky khai tir (theo mau);

+ Giay bao tir hodc gidy to khac thay gidy bao tir do co quan c6 tham quyén cap.
Giay to thay thé giay bao tir, bao gom:

e D6i voi ngudi chét tai co sé y té thi Thu trudng co s y té cap Gidy béo ti;

e D6i voi nguodi chét do thi hanh an tir hinh thi Chu tich Hoi dong thi hanh an ti
hinh cap gidy xac nhén viéc thi hanh 4n tir hinh thay Gidy béo tur;

e D6i voi nguodi bi Toa an tuyén bd 1a da chét thi Ban an, quyét dinh ¢ hiéu luc
ciia Toa an thay Gidy bao tir;

e D6i v6i nguoi chét trén phuong tién giao thong, chét do tai nan, bi giét, chét
dot ngot hodc chét ¢ nghi van thi van ban xac nhan ciia co quan coéng an hodc két
qua giam dinh ciia Co quan giam dinh phép y thay Gidy bao tu;

+ Van ban uy quyén theo quy dinh phap luét trong truong hop iy quyén thuc
hién viéc dang ky khai ttr.

* Gidy to phai xuat trinh:

+ Gidy to tuy than gom: ho chiéu, chirng minh nhan dan, thé can cudc cong dan
hodc gidy to khac ¢ dan anh va thong tin c¢a nhan do co quan ¢6 tham quyén cap, con
gia tri st dung dé ching minh vé nhan than ciia ngudi c6 yéu cau dang ky khai tir;

+ Gidy to chimg minh noi cu tri cudi cung ciia ngudi chét dé xac dinh tham
quyén; trong truong hop khong xac dinh duge noi cu tri cudi cing cia nguoi chét thi
xuat trinh gidy to chimg minh noi ngudi d6 chét hodc noi phat hién thi thé cua nguoi;

Truong hop gui hd so qua duong buu chinh thi phai giri kém theo ban sao c6
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chimg thyc cac gidy to phai xuat trinh néu trén.
- S6 lwong ho so: 01 bo.

d) Thoi han giai quyét: Ngay trong ngay lam viéc. Néu ndp hd so sau 15 gio
ma khong giai quyét dugce ngay thi tra két qua trong ngay lam viée tiép theo.

Truong hop can xac minh thi thoi han giai quyét khong qua 03 ngay lam viée.

d) Poi twong thuwe hién thi tuc hanh chinh: C4 nhan.

e) Co quan giai quyét thi tuc hanh chinh:

- Co quan ¢6 thim quyén quyét dinh: Uy ban nhan dan quén, huyén.

- Co quan giai quyét thi tuc hanh chinh: Phong Tu phap.

g) Két qua thwe hién thi tuc hanh chinh: Trich luc Khai tr hogic van ban tir
choi, cé néu 16 ly do.

h) Phi, 18 phi: 50.000 dong/trudng hop.

Mién 1 phi ddi véi tré em, nguoi thude hd nghéo, nguoi cao tudi, ngudi khuyét tat,
nguoi thude gia dinh ¢6 cong véi cach mang.

i) Tén miu don, miu to khai: To khai dang ky khai titheo mau quy dinh tai
Thoéng tu s6 15/2015/TT-BTP ngay 16/11/2015 cua Bo truéng Bo Tu phap.

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

Giay to do co quan c¢6 tham quyén cua nudc ngoai cap, cong ching hodc xac
nhan dé su dung cho viéc dang ky ho tich tai Viét Nam phai duoc hop phap hoa lanh
s, trir truong hop duoc mién theo diéu ude quoc té ma Viét Nam 1a thanh vién; Giay
to bang tiéng nude ngoai phai dugce dich ra tiéng Viét va cong chimg ban dich hoic
chirng thuc chir ky nguoi dich theo quy dinh cua phap luat.

I) Can cir phap ly cua thu tuc hanh chinh:

- Luat Ho tich ngay 20 thang 11 nam 2014 (c6 hi€u luc ké tir ngay 01 thang 01
nam 2016);

- Nghi dinh s6 123/2015/ND-CP ngay 15 thang 11 nam 2015 ciia Chinh phu quy
dinh chi tiét mot sb diéu va bién phap thi hanh Luat Ho tich (c6 hiu luc ké tir ngay
01 thang 01 nam 2016);

- Thong tu s6 15/2015/TT-BTP ngay 16 thang 11 nam 2015 cta Bo truéng Bo Tu
phap quy dinh chi tiét thi hanh mot s6 diéu cia Luit HO tich va Nghi dinh
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s6123/2015/ND-CP ngay 15/11/2015 cua Chinh phii quy dinh chi tiét mot s6 diéu va
bién phap thi hanh Luat Ho tich (c6 hiéu Iyc ké tir ngay 02 thang 01 nam 2016);

- Nghi quyét s6 124/2016/NQ-HDND ngay 09 thang 12 nam 2016 cua Hoi dong
nhan dan thanh pho vé cac loai phi va 1& phi trén dia ban Thanh phé Hd Chi Minh (c6
hiéu lyc ké tir ngay 01 thang 01 nam 2017);

- Quyét dinh s6 52/2016/QD-UBND ngay 10 thang 12 nim 2016 cua Uy ban
nhan dan Thanh phé ban hanh mirc thu 10 loai phi va 7 loai 1€ phi trén dia ban Thanh
pho H6 Chi Minh (c6 hiéu luc ké tir ngay 01 thang 01 nam 2017).
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY KHAI TU
KAnh GUE D)oo

Ho, chit dém, tén n@uoi YEU CAUL ...t

GIAY 0 Y ThAN: @ oot
Quan h¢ véi nguoi da O oo,
P& nghi co quanding ky khai tir cho nguoi ¢6 tén duéi day:

Ho, chit @8m, teN: ..o Giortinh: ..o
Ngay, thang, NAm SINN: ...
DN T0C, e Quéc tich: ..l
NOT CU T CUST CUNE: Pttt
GIAY 10 TV ThAN: @)oot
Pi chét vao 10¢: ..o, gy ... phut, ngay ............ thang .......... nam .........
NOT CREL ...
NGUYEN NIAN CREL: ...t
S6 Gidy bao tir/ Gidy to thay thé Gidy bao tir: @ ..o, dO oo,
.............................................. CAP NGAY .o, thANG oo, DAM e

T61 cam doan nhiing nd1 dung khai trén day 1a dang su that va chiu trach nhiém trudc phap
luat vé cam doan ctia minh.

Lam tqi: ......cccocoovevviiiee , hgay ... thang ..... nam .........
Nguwoi yéu ciu
(Ky, ghi vo ho, chir dém, tén)

Chu thich:

() Ghi 13 tén co quan thuc hién ding ky khai tir.

@ Ghi theo dia chi ding ky thuong tr; néu khong co noi dang ky thudng tra thi ghi theo dia chi
dang ky tam tra; truong hop khong c6 noi dang ky thuong tra va noi dang ky tam tra thi ghi theo
noi dang sinh séng

®) Ghi thong tin vé gidy to tuy than nhu: h6 chiéu, ching minh nhan dan hodc gidy to hop 1€ thay
thé (vi du: Chimg minh nhan dan s6 001089123 do Cdng an thanh phé Ha Noi cip ngay
20/ 10/2004)

@ Néu ghi theo Gidy bao tu, thi ~gach cum tur “Giay to thay G1ay bao tr”; néu ghi theo s6 Gidy to
thay Gidy bao tir thi ghi rd tén, s6 gidy to va gach cum tir “Gidy bao tir”.
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4. Thi tuc Ping ky chim dirt giam h{ c6 yéu t6 nwéc ngoai''
a) Trinh tu thuc hién:

- Bwée 1: Nguoi ¢ yéu cau diang ky cham dat giam hd nop hd so truc tiép hodc
gt qua hé thong buu chinh dén Bo phan tiép nhan va tra két qua cua Uy ban nhan
dan quan, huyén noi da dang ky giam ho, tir thir hai dén thir sau (budi sang tir 07 gid
30 phut dén 11gior 30 phut, budi chiéu tir 13 gid 00 phat dén 17gid 00 phut) va sang
tht bay (ttr 07 gid 30 phat dén 11gid 30 phut).

- Buwére 2: BO phan tiép nhan va tra két qua tiép nhan hd so, kiém tra tinh hop 16

va day du cua cac gidy to ¢6 trong ho so:
* Truong hop ndp truc tiép:

+ Truong hop ho so day du, hop 1€, cong chire tiép nhan ho so, viét gidy bién

nhan;

+ Truong hop ho so chua day du, chua hop 1€ thi huéng dan ngudi ndp ho so bo
sung, hoan thién ho so theo quy dinh. Trudong hop khong thé bo sung, hoan thién hod
so ngay thi phai 1ap van ban hudng dan, trong d6 néu rd nhitng loai gidy to, noi dung

can bd sung, hoan thién, ky va ghi o ho, tén nguo1 ti€p nhan ho so;

+ Trong truomg hop hd so khong duge bd sung, hoan thién theo hudng dan thi
nguoi tiép nhan ho so tir choi tiép nhan hd so. Viée tir chdi tiép nhan ho so phai duoc
thé hién bang van ban, trong d6 ghi o 1y do tir chdi, nguoi tiép nhan ky va ghi rd ho

tén.
* Truong hop ndp qua buu chinh:

Trudng hop ho so ddy di va hop 1é thi thuc hién giai quyét ho so theo quy dinh.
Truong hop hd so chua day du hodc chua hop 16 thi moi nguoi ndp hd so dén bo sung
theo quy dinh.

- Buée 3: Trong thoi han 02 ngay lam viée, ké tir ngay nhan da hd so hop 1é,
néu thay du diéu kién theo quy dinh phép luat thi Phong Tu phap bao cao Chu tich
Uy ban nhan dan quan, huyén xem xét, quyét dinh. Truong hop Chu tich Uy ban
nhan dan quén, huyén dong y giai quyét thi ky cap trich luc ding ky cham dut giam

ho cho ngudi yéu cau. Truong hop tir chéi, thi thong bao bang vin ban, ¢é néu rd ly

"' Nb6i dung in nghiéng 14 n6i dung sira dbi, bd sung.
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do.

- Buwéc 4: Sau khi Chu tich Uy ban nhan dan quén, huyén ky cép trich luc ding
ky cham dut giam ho, cong chie lam cong tac ho tich ghi vao s6 dang ky cham dut
giam ho, cung nguoi di dang ky cham dat giam ho ky vao so.

b) Cach thirc thwe hién: Nguoi ¢6 yéu cau dang ky cham dat giam ho truc tiép
thye hién hodc uy quyén cho nguoi khac thye hién viéc diang ky cham dit giam ho.

¢) Thanh phan, s6 lwgng hd so:

- Thanh phan hd so:

* Giay to phai ndp:

+ T& khai dang ky cham dirt giam ho (theo mau);

+ Giay to 1am cin ctr cham dat giam ho theo quy dinh cua B luat dan su;

+ Van ban uy quyén theo quy dinh phap luét trong truong hop iy quyén thuc
hién viéc dang ky cham dat giam ho.

Truong hop ngudi duge uy quyén 1a ong, ba, cha, me, con, vo, chong, anh, chi,
em rudt cua ngudi uy quyén thi van ban uy quyén khong phai cong chimg, chimg
thye, nhung phai ¢é gidy to chimg minh méi quan hé véi ngudi Gy quyén.

* Gidy to phai xuat trinh:

+ Gidy to tuy than gom: ho chiéu, chirng minh nhan dan, thé can cudc cong dan
hodc gidy to khac ¢ dan anh va thong tin c¢a nhan do co quan ¢6 tham quyén cap, con

214 tr1 st dung;

Truong hop gui hd so qua duong buu chinh thi phai giri kém theo ban sao ¢6

chimg thyc cac gidy to phai xuat trinh néu trén.
- S6 lwong ho so: 01 bd.

d) Thoi han giai quyét: Thoi han 02 ngay lam viéc, ké tir ngay nhan da ho so
hop 1€.

d) Poi twong thuwe hién thi tuc hanh chinh: C4 nhan.
e) Co quan giai quyét thi tuc hanh chinh:

- Co quan c6 thim quyén quyét dinh: Uy ban nhan dan quin, huyén noi da

dang ky giam ho thuc hién dang ky cham dirt giam ho.
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- Co quan giai quyét thi tuc hanh chinh: Phong Tu phap.

g) Két qua thue hién thi tuc hanh chinh: Trich luc dang ky cham dit giam ho
hodc van ban tir chéi, ¢6 néu r5 1y do.

h) Phi, 18 phi: 50.000 dong/truong hop.

Mién 16 phi d6i véi nguoi thude hd nghéo, ngudi cao tudi, ngudi khuyét tat, nguoi
thude gia dinh c6 cong vdi cach mang.

i) Tén miu don, miu to khai: To khai dang ky cham dut giam ho theo mau
quy dinh tai Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 cta Bo truéng Bo Tu
phap.

k) Yéu ciu, diéu kién thwe hién thii tuc hanh chinh:

Gidy to do co quan ¢ tham quyén cua nudc ngoai cap, cong chimg hodc xac nhan
dé sur dung cho viéc dang ky ho tich tai Viét Nam phai duoc hop phap hoa lanh su, trir
treong hop duoc mién theo diéu ude quoc té ma Viét Nam 1a thanh vién; Gidy to bang
tiéng nudc ngoai phai duoc dich ra tiéng Viét va cong chimg ban dich hoac chimg thuc
chit ky nguon dich theo quy dinh cua phap luat.

I) Can cir phap ly cua thu tuc hanh chinh:

- Bo luat dan sy ngay 24 thang 11 nam 2015 (c6 hiéu lyc ké tir ngay 01 thang 01
nam 2017);

- Luat Ho tich ngay 20 thang 11 nam 2014 (c6 hiéu luc ké tir ngay 01 thang 01
nam 2016);

- Nghi dinh s6 123/2015/ND-CP ngay 15 thang 11 nam 2015 ciia Chinh phu quy
dinh chi tiét mot sd diéu va bién phap thi hanh Luat Ho tich (c6 hiu luc ké tir ngay
01 thang 01 nam 2016);

- Thong tu s6 15/2015/TT-BTP ngay 16 thang 11 nam 2015 cta Bo truéng Bo Tu
phap quy dinh chi tiét thi hanh mot s6 diéu cua Ludt Ho tich va Nghi dinh s
123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mot s6 diéu va bién
phap thi hanh Luat Ho tich (c6 hiéu luc ké tir ngay 02 thang 01 nam 2016);

- Nghi quyét s6 124/2016/NQ-HDND ngay 09 thang 12 nam 2016 cua Hoi dong
nhan dan thanh pho vé cac loai phi va 1& phi trén dia ban Thanh phé Hd Chi Minh (c6
hiéu lwe ké tir ngay 01 thang 01 nam 2017);



CONG BAO/SH 67+68/Ngay 01-8-2018 45

- Quyét dinh s6 52/2016/QD-UBND ngay 10 thang 12 nim 2016 cua Uy ban
nhan dan Thanh phé ban hanh mirc thu 10 loai phi va 7 loai 1€ phi trén dia ban Thanh
pho H6 Chi Minh (c6 hiéu luc ké tir ngay 01 thang 01 nam 2017).
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI PANG KY CHAM DUT GIAM HQ

Ho, chit dém, ten NEUWOT YU CAUL ........oooveooeeieeeeeeeeeeeeeeeeeeee et
NOT CU TP et
GIAY 0 Y ThAN: .ottt
P& nghico’ quan ding ky chim dit viée giam hj giira:

Ngudi giam ho:

DN t0C .. oo Quéc tich:
INOT CU TP ettt e e en .
GIAY 0 Y ThAN: ©) ettt
Ngudi duwgce giam hg:

Ho, chit @&m, teN: ..o, Gioitinh: ...

T61 cam doan nhitng nd1 dung khai trén day 1a dGng su that va chiu trach nhiém trude phap
luat vé cam doan cua minh.

Ngudi yéu ciu
(Ky, ghi vo ho, chir dém, tén)
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Chu thich:

() Ghi 13 tén co quan ding ky chdm dut giam ho.

@ Ghi theo noi dang ky thuong tri, néu khong ¢ noi dang ky thuong tra thi ghi theo noi dang ky
tam trg; truong hop khdng cé noi dang ky thuong tra va noi dang ky tam tru thi ghi theo noi dang
sinh song.

®) Ghi théng tin vé gidy to tuy than nhu: hd chiéu, ching minh nhan dan hodc gidy to hop 1€ thay
thé (vi du: Chimg minh nhan dan s6 001089123 do Cong an thanh phé Ha Noi cip ngay
20/10/2014).

® Ghi tén co quan ding ky giam ho trude day.
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5. Thi tuc Thay déi, cai chinh, b6 sung h@ tich, xac dinh lai din toc'”
a) Trinh tu thuc hién:

- Bwée 1: Nguoi c¢6 yéu cau ding ky thay doi, cai chinh, bo sung ho tich, xéac
dinh lai dan tdc nop hd so truc tiép hodc giri ho so qua hé thong buu chinh dén Bo
phan tiép nhan va tra két qua cua Uy ban nhan dan quan, huyén c6 tham quyén nhu
sau:

+ Uy ban nhan dan quén, huyén noi da ding ky ho tich trude day hodc noi cu tra
ciia nguoi nude ngoai cd tham quyén giai quyét viéc cai chinh, bo sung ho tich doi
vOi ngudi nude ngoai di dang ky ho tich tai co quan ¢6 tham quyén ciia Viét Nam;

+ Uy ban nhan dan quén, huyén noi ngudi Viét Nam dinh cu ¢ nude ngoai da
dang ky ho tich trude day c6 tham quyén giai quyét viée thay doi, cai chinh, bd sung
hd tich, xac dinh lai dan tdc;

+ Uy ban nhan dan quén, huyén noi da ding ky ho tich trude ddy hodc noi cu tra
ciia ¢4 nhan co tham quyén giai quyét viée thay doi, cai chinh ho tich cho cong dan
Viét Nam tir du 14 tudi tro 1én cu tra & trong nude; xac dinh lai dan tdc.

* Thoi gian ndp ho so: Tir thir hai dén thwr sau (budi sang tir 07 gior 30 phit dén
11gid 30 phit, budi chiéu tir 13 gio 00 phut dén 17gio 00 phat) va sang thir bay (tir
07 gio 30 phut dén 11gio 30 pht).

- Buére 2: BO phan tiép nhan va tra két quatiép nhan ho so, kiém tra tinh hop 16
va day du cua cac gidy to ¢6 trong ho so:

* Truong hop ndp truc tiép:

+ Truong hop ho so day du, hop 1€, cong chire tiép nhan ho so, viét gidy bién
nhan;

+ Truong hop ho so chua day du, chua hop 1€ thi huéng dan ngudi ndp ho so bo
sung, hoan thién ho so theo quy dinh. Trudong hop khong thé bo sung, hoan thién hod
so ngay thi phai 1ap van ban hudng dan, trong d6 néu rd nhitng loai gidy to, noi dung
can bo sung, hoan thién, ky va ghi & ho, tén ngudi tiép nhan ho so;

+ Trong truomg hop hd so khong duge bd sung, hoan thién theo hudéng dan thi
nguoi tiép nhan ho so tir choi tiép nhan hd so. Viée tir chdi tiép nhan ho so phai duoc
thé hién bang van ban, trong d6 ghi o 1y do tir chdi, nguoi tiép nhan ky va ghi rd ho

tén.

12 Nb6i dung in nghiéng 14 n6i dung sira dbi, bd sung.
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* Truong hop ndp qua buu chinh:

Trudng hop ho so ddy di va hop 1é thi thuc hién giai quyét ho so theo quy dinh.
Truong hop hd so chua day du hodc chua hop 16 thi moi nguoi ndp hd so dén bo sung
theo quy dinh.

- Buére 3: Trong thoi han 03 ngay lam viéc, ké tir ngay nhan hd so doi voi viéc
thay d6i, cai chinh ho tich, xac dinh lai dan toc; ngay trong ngay lam viéc doi véi viée
bo sung ho tich, néu théy viéc thay dbi, cai chinh, bd sung hd tich, xac dinh lai dan
tdc 1a ¢6 co so, phu hop vdoi quy dinh cua phap luat dan su va phap luat co6 lién quan,
Phong Tu phap bao cao Chu tich Uy ban nhan dan quan, huyén xem xét, quyét dinh.
Truong hop Chu tich uy ban nhan dan quén, huyén dong v giai quyét thi ky Trich luc
thay doi/cai chinh/bb sung hd tich/xac dinh lai dan toc cép cho ngudi yéu cau.
Truong hop tir chéi giai quyét thi thong bao bang van ban, ¢6 néu rd 1y do.

- Bwée 4: Sau khi Chu tich Uy ban nhan dan quan huyén ky Trich luc thay
ddi/cai chinh/bd sung ho tich/xac dinh lai dan toc cép cho nguot co yéu cau, cong
chirc lam cong tac ho tich ghi vao sé dang ky thay doi, cai chinh, bo sung ho tich, xac
dinh lai dan toc va cung nguoi di dang ky ho tich ky vao so.

b) Cach thirc thue hién:Ngudi co yéu cau ding ky thay doi, cai chinh, bo sung
ho tich, xac dinh lai dan tdc truc tiép thwe hién hodc uy quyén cho nguoi khac thue
hién.

¢) Thanh phan, s6 lwgng hd so:

- Thanh phan hd so:

* Giay to phai nop:

+ To khai dang ky thay ddi, cai chinh, b sung hd tich, xac dinh lai dan toc (theo
mau);

+ Cac giay to lién quan dén viée thay d6i, cai chinh, bd sung ho tich, xac dinh lai
dan toc;

+ Van ban uy quyén theo quy dinh phap luét trong truong hop iy quyén thuc
hién dang ky thay doi, cai chinh, bo sung ho tich, xac dinh lai dan toc.

Truong hop ngudi duge uy quyén 1a ong, ba, cha, me, con, vo, chong, anh, chi,
em rudt cua ngudi uy quyén thi vin ban uy quyén khong phai cong chimg, chimg
thue, nhung phai ¢6 gidy to chimg minh méi quan hé véi ngudi Gy quyén.

* Gidy to phai xuat trinh:
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+ Gidy to tuy than gom: ho chiéu, chirng minh nhan dan, thé can cudc cong dan
hodc gidy to khac ¢ dan anh va thong tin c¢a nhan do co quan ¢6 tham quyén cap, con

214 tr1 st dung;
+ Giay to ching minh noi cu tra dé xac dinh tham quyén dang ky.

Truong hop gui hd so qua duong buu chinh thi phai giri kém theo ban sao ¢6
chimg thwe cac gidy to phai xuat trinh néu trén.

- S6 lwong ho so: 01 bd.
d) Thoi han giai quyét:

- Trong thoi han 03 ngay lam viéc, ké tur ngay nhan du ho so hop 1¢ doi véi
truong hop cai chinh, thay dbi ho tich, xac dinh lai dan toc;

- Trong ngay ddi véi truong hop bo sung ho tich. Néu ndp hd so sau 15 gio ma
khong giai quyét duoc ngay thi tra két qua trong ngay 1lam viéc tiép theo;

Truong hop can phai xac minh thi thoi han néi trén duoc kéo dai khong qua 06
ngay lam viéc.

d) Poi twong thuwe hién thi tuc hanh chinh: C4 nhan.

e) Co quan giai quyét thi tuc hanh chinh:

- Co quan ¢6 thim quyén quyét dinh: Uy ban nhan dan quén, huyén.

- Co quan giai quyét thi tuc hanh chinh: Phong Tu phap.

g) Két qua thwe hién thii tuc hanh chinh: Trich luc thay doi/cai chinh/bo sung
ho tich/xac dinh lai dan tdc hodc van ban tir chéi, ¢d néu rd ly do.

h) Phi, 18 phi: 25.000 dong/truong hop.

Mién 1 phi ddi véi tré em, nguoi thude hd nghéo, nguoi cao tudi, ngudi khuyét tat,
nguoi thude gia dinh ¢6 cong véi cach mang.

i) Tén miu don, miu to khai: To khai dang ky thay doi, cai chinh, bo sung ho
tich, xac dinh lai dan toc theo mau quy dinh tai Thong tu s6 15/2015/TT-BTP ngay
16/11/2015 ciua Bo truong Bo Tu phap.

k) Yéu cau, diéu kién thwe hién thii tuc hanh chinh:
- Pham vi thay doi ho tich:

+ Thay d6i ho, chit #&m va tén cia ca nhan trong ndi dung khai sinh da ding ky
khi co can cur theo quy dinh cua phap luat dan su;
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+ Thay d6i thong tin vé cha, me trong noi dung da dang ky sau khi dwgce nhan
lam con nuoi theo quy dinh cua Luat Nudi con nudi.

- biéu kién thay dbi, cai chinh Ho tich:

+ Viéc thay doi ho, chit dém, tén cho nguoi dudi 18 tudi phai co sy dong v cia
cha, me nguoi d6 va thé hién rd trong to khai; doi voi ngudi tir dii 09 tudi trd 1én thi
con phai ¢o su dong y cua ngudi do;

+ Viéc cai chinh hé tich 1a viéc chinh stra thong tin ca nhan trong s6 ho tich hodc
trong ban chinh giéy to hé tich va chi duwoc thwe hién khi ¢é du can ¢t dé xac dinh ¢
sai sot do 10i cta cong chire 1am cong tac ho tich hodc ciia ngudi yéu cau dang ky ho
tich.

- Gidy to do co quan c6 tham quyén cia nudc ngoai cap, cong ching hodc xéac
nhan dé st dung cho viéc dang ky hé tich ta1 Viét Nam phai dugc hop phap hoéa lanh su,
trir trudong hop dugc mién theo diéu ude quéc té ma Viét Nam 1a thanh vién; Giay to
bang tiéng nudc ngoai phai duoc dich ra tiéng Viét va cong chimg ban dich hodc chimg
thue chir ky nguoi dich theo quy dinh cua phap luat.

I) Can cir phap ly cua thu tuc hanh chinh:

- Bo luat dan sy ngay 24 thang 11 nam 2015 (c6 hiéu lyc ké tir ngay 01 thang 01
nam 2017);

- Luat Nuoi con nudi ngay 17 thang 6 nam 2010 (c6 hiéu luc ké tir ngay 01
thang 01 nam 2011);

- Luat Ho tich ngay 20 thang 11 nam 2014 (c6 hi€u luc ké tir ngay 01 thang 01
nam 2016);

- Nghi dinh s6 123/2015/ND-CP ngay 15 thang 11 nam 2015 ciia Chinh phu quy
dinh chi tiét mot sd diéu va bién phap thi hanh Luat Ho tich (c6 hiéu luc ké tir ngay
01 thang 01 nam 2016);

- Thong tu s6 15/2015/TT-BTP ngay 16 thang 11 nam 2015 cta Bo truéng Bo Tu
phap quy dinh chi tiét thi hanh mot s6 diéu cua Ludt Ho tich va Nghi dinh s
123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mot s6 diéu va bién
phap thi hanh Luat Ho tich (c6 hiéu luc ké tir ngay 02 thang 01 nam 2016);

- Nghi quyét s6 124/2016/NQ-HDND ngay 09 thang 12 nam 2016 cua Hoi dong
nhan dan thanh pho vé cac loai phi va 1& phi trén dia ban Thanh phé Hd Chi Minh (c6
hiéu lyc ké tir ngay 01 thang 01 nam 2017);
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- Quyét dinh s6 52/2016/QD-UBND ngay 10 thang 12 nam 2016 cua Uy ban
nhan dan Thanh phé ban hanh mirc thu 10 loai phi va 7 loai 1€ phi trén dia ban Thanh
pho H6 Chi Minh (c6 hiéu luc ké tir ngay 01 thang 01 nam 2017).
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phuc

TO KHAI PANG KY VIEC THAY POI, CAI CHINH,
BO SUNG HQ TICH,XAC PINH LAI DAN TQC

Ho, chit dém, ten NEUWOT YU CAUL ........oooveooeeieeeeeeeeeeeeeeeeeeee et
NOT CU TP et
GIAY 10 Y ThAN D) ettt
Quan hé véi ngudi dé nghi duoc thay ddi, cai chinh, xac dinh lai dan toc, bo sung ho tich:
P& nghi co' quan dAng KY VIEC™........o.oovieeeee e
cho ngudi c6 tén dwdi day:

Ho, chit @&m, tEN: .. Gioitinh: ..o

GIAY 10 Y ThAN D) ettt
N OT CU T oo,

DA GANEG KY .o ngay......... thang......... nam ............. tai
SO: evreeirinnn QuUYEn SO:....cc.oeevuvveeiiieeiis CUR ettt eiiie ettt ettt e e e eenaeens

No1 dung:(6) ........................................................................................................................

T61 cam doan nhitng ndi dung khai trén day 1a dang su that va chiu trach nhiém trudc phép luat
ve cam doan cua minh.
Lamiqgi:.................... , ngay ..... thang ...... nam.........
Ngudi yéu ciu
(Ky, ghi v ho, chir dém, tén)

Y kién cta nguodi dugc thay ddi ho, tén (néu
nguoi do tir di 9 tudi tré 1én); xac dinh lai
dan toc (néu nguoi do tir da 15 tudi dén dudi
18 tudi)

Y kién cua cha va me(néu thay ddi ho, chix
dém, tén cho nguoi dudi 18 tudi)



54 CONG BAO/SH 67+68/Ngay 01-8-2018

Chu thich:
M Ghi rd tén co quan dé nghi dang ky viéc thay déi, cai chinh, bo sung hd tich, xac dinh lai dan toc.
@ Ghi theo dia chi dang ky thuong tr; néu khéng cé noi ding ky thuong tra thi ghi theo dia chi
dang ky tam tra; truong hop khong c6 noi dang ky thuong tra va noi dang ky tam tra thi ghi theo
noi dang sinh song.
®) Ghi 15 thong tin vé gidy to tuy than (sd, co quan cip, ngay cap hd chiéu, chimg minh nhan dan
hodc gidy to hop 18 thay thé)
Vi du: Ching minh nhan dan s6 001089123 do Céng an thanh phé Ha Noi cap ngay 20/10/2004.
® Ghi r5 ndi dung loai viéc dé nghi dang ky
Vi dy: thay ddi ho, tén / cai chinh phan khai vé chit dém, nim sinh ctia ngudi me/xac dinh lai

dan toc / bo sung phan khai vé quéc tich
®) Ghi 15 loai viéc, gidy to hd tich dd dang ky trude day co lién quan.
Vi du: D3 dang ky khai sinh ngay 05 thang 01 nam 2015 tai s6 10, quyén s6 01/2015 cia UBND xa
Ha Hoi, huyén Thuong Tin, thanh phd Ha Noi.

Da dang ky két hon ngay 15 thang 10 nam 2015 tai s6 155, quyén sé 02/2015 cia UBND
quan Hoan Kiém, thanh phé Ha Noi

Da dang ky khai tir ngay 16 thang 10 nam 2015 tai s6 55, quyén s6 01/2015 cia UBND
phudng Niém Nghia, quan Lé Chan, thanh ph6 Ha Nai.
© Ghi 15 n6i dung thay ddi, cai chinh, xac dinh lai dan toc.
Vidyu: Puoc thay doi ho, tén tir Nguyén Van Nam thanh Vi Van Lanh

Puoc cai chinh phﬁn khai vé chit dém, nam sinh cua nguoi me tu: LEé Thi Lan, sinh ndm 1977,
thanh: L€ Thuy Lan, sinh ndm 1979

Puogc xéc dinh lai dan toc tur: dan toc Kinh, thanh: dan tdc Tay

Puoc b sung thong tin vé qudc tich thanh: qudc tich Viét Nam.
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6. Thu tuc Ghi vao s0 h{ tich viéc ly hén, huy viéc két hon cia cong din Viét
Nam da dwgc giai quyet tai co quan co thAm quyén cia nwéc ngoai 13

a) Trinh tu thuc hién:

- Buée 1: Nguoi co yéu cau ghi vao so ho tich viée ly hon, huy viée két hon (sau
day goi 1a ghi chu ly hon) da duoc giai quyét tai co quan c¢é tham quyén cua nudc
ngoai nop ho so truc tiép hodc giri hd so qua hé thong buu chinh dén Bo phan tiép
nhan va tra két qua cua Uy ban nhan dan quan, huyén c6 tham quyén giai quyét nhu

sSau:

+ Uy ban nhan dan quan, huyén noi da dang ky két hon hodc ghi vao So6 ho tich
viéc két hon trude day.

Truong hop viée két hén hodc ghi chu viéc két hén truede day thwc hién tai S&
Tu phap thi ndp ho so cho Uy ban nhan dan quén, huyén noi cu trii ciia cong dan Viét
Nam.

Truong hop viée két hon trude day duge dang ky tai Uy ban nhan dan phuong,
x4, thi tran thi ndp ho so cho Uy ban nhan dan quén, huyén cap trén.

Truong hop cong dan Viét Nam khéng thuwong tra tar Viét Nam thi nop ho so
cho Uy ban nhan dan quén, huyén noi cu tri trude khi xuat canh cua cong dan Viét
Nam;

+ Cong dan Viét Nam tir nudc ngoai vé thuong tra tai Viét Nam co yéu cau ghi
chii ly hon ma viéc két hon trude ddy duoe dang ky tai co quan dai dién hodc tai co
quan ¢6 tham quyén nude ngoai thi nop hd so cho Uy ban nhan dan quan, huyén noi
cong dan Viét Nam thuong tru;

+ Cong dan Viét Nam cu tra ¢ nude ngoai ¢d yéu cau ghi cha ly hon dé két hon
mé&i ma viéc két hon trude day duoc dang ky tai co quan dai dién hodc tai co quan c6
tham quyén nude ngoai thi thi ndp hd so cho Uy ban nhan dan quan, huyén noi tiép
nhan ho so két hon maoi;

* Thoi gian tiép nhan hd so: Tur tht hai dén thir sau (budi sang tir 07 gid 30 phut
dén 11gio 30 phut, budi chiéu tir 13 gir 00 phit dén 17gior 00 phit) va sang thir bay
(ttr 07 gio 30 phat dén 11gid 30 phut).

- Buwére 2: Bo phan tiép nhén va tra két qua tiép nhan hd so, kiém tra tinh hop 16
va day du cua cac gidy to ¢6 trong ho so:

13 Nb6i dung in nghiéng 14 n6i dung sira dbi, bd sung.
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* Truong hop ndp truc tiép:

+ Truong hop ho so day du, hop 1€, cong chire tiép nhan ho so, viét gidy bién
nhan;

+ Truong hop ho so chua day du, chua hop 1€ thi huéng dan ngudi ndp ho so bo
sung, hoan thién ho so theo quy dinh. Trudong hop khong thé bo sung, hoan thién hod
so ngay thi phai 1ap van ban hudng dan, trong d6 néu rd nhitng loai gidy to, noi dung
can bo sung, hoan thién, ky va ghi & ho, tén ngudi tiép nhan ho so;

+ Trong truomg hop hd so khong duge bd sung, hoan thién theo hudng dan thi
nguoi tiép nhan ho so tir choi tiép nhan hd so. Viée tir chdi tiép nhan ho so phai duoc
thé hién bang van ban, trong d6 ghi o 1y do tir chdi, nguoi tiép nhan ky va ghi rd ho
tén.

* Truong hop ndp qua buu chinh:

Trudng hop ho so ddy di va hop 1é thi thuc hién giai quyét ho so theo quy dinh.
Truong hop hd so chua day du hodc chua hop 16 thi moi nguoi ndp hd so dén bo sung
theo quy dinh.

- Bwéc 3: Néu thay yéu cau ghi chi ly hon 1a phu hop quy dinh phap luat, viéc ly
hon, huy viée két hon khong thude truong hop co don yéu cau thi hanh an tai Viét Nam
hoac c6 don yéu cau khoéng cong nhan tai Viét Nam duoc dang tai trén Céng thong tin
dién tir cua Bo Tu phap thi Phong Tu phap bao cao Chu tich Uy ban nhan dan quan
huyén xem xét, quyét dinh. Truong hop Chii tich Uy ban nhan dan quan, huyén dong y
giai quyét thi ky cap Trich luc ghi cha ly hon cho ngudi yéu cau. Truong hop tir chéi,
thi thong bao bang van ban, ¢6 néu 1 ly do.

- Buéc 4: Sau khi Chu tich Uy ban nhan dan quén, huyén ky Trich luc ghi chi
ly hon, cong chire lam cong tac ho tich ghi viéc ly hon, hiy viéc két hon vao so ghi
chua ly hon.

b) Cach thirc thue hién: Nguoi ¢ yéu cau ghi chu ly hon truc tiép thuc hién
hodc uy quyén cho nguoi khac thire hién viéc ghi cha ly hon.

¢) Thanh phan, s6 lwgng hd so:

- Thanh phan ho so:

* Giay to phai nop;

+ To khai ghi cha ly héon (theo mau);
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+ Ban sao Ban an, quyét dinh ly hon, huy két hon, van ban thoa thuan ly hon da
¢ hiéu luc phap luat hodc gidy to khac cong nhan viéc ly hon do co quan c¢6 tham
quyeén cta nude ngoai cap da ¢o hiéu luc phap luat;

+ Van ban uy quyén theo quy dinh phap luat, trong truong hop iy quyén cho
nguo1 khac thuce hién viéc ghi cha ly hon.

Truong hop nguoi duoc uy quyén 1a dng, ba, cha, me, con, vo, chong, anh, chi,
em rudt cua ngudi Uy quyén thi van ban uy quyén khong phai cong chimg, chimg
thire, nhung phai c6 giay to ching minh moi quan hé véi ngudi ty quyeén.

* Gidy to phai xuat trinh:

+ Gidy to tuy than gom: ho chiéu, chirng minh nhan dan, thé can cudc cong dan
hodc gidy to khac ¢ dan anh va thong tin c¢a nhan do co quan ¢6 tham quyén cap, con
214 tr1 st dung;

+ Gidy to chang minh noi cu tri dé xac dinh tham quyén giai quyét ghi chu ly
hén (truomg hop cong dan Viét Nam tir nude ngoai vé thuong tri tai Viét Nam co yéu
cau ghi chu ly hon, cong dan Viét Nam khong thuong tra tai Viét Nam yéu cau ghi
chi ly hon tai Uy ban nhan dan quéan, huyén noi cu tri trude khi xuat canh).

Truong hop gui hd so qua duong buu chinh thi phai giri kém theo ban sao ¢6
chimg thyc cac gidy to phai xuat trinh néu trén.

- S6 lwong ho so: 01 bd.

d) Thoi han giai quyét: Trong thoi han 05 ngay lam viéc, ké tir ngay nhan du
ho so hop 1&. Truong hop can xac minh thi thdi han giai quyét khong qua 10 ngay
lam viéc.

d) Poi twong thuwe hién thi tuc hanh chinh: C4 nhan.

e) Co quan giai quyét thi tuc hanh chinh:

- Co quan ¢6 thim quyén quyét dinh: Uy ban nhan dan quén, huyén.

- Co quan giai quyét thi tuc hanh chinh: Phong Tu phap.

g) Két qua thwe hién thii tuc hanh chinh: Trich lyc Ghi chu ly hén, hiy viéc
két hon hodc van ban tir chéi, co néu r5 1y do.

h) Phi, 18 phi: 50.000 dong/truong hop.

Mién 16 phi d6i véi nguoi thude hd nghéo, ngudi cao tudi, ngudi khuyét tat, nguoi
thude gia dinh c6 cong vdi cach mang.
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i) Tén miu don, miu to khai: To khai ghi chu ly héntheo mau quy dinh tai
Thoéng tu s6 15/2015/TT-BTP ngay 16/11/2015 cua Bo truéng Bo Tu phap.

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

- Ban an, quyét dinh ly hon, huy két hon, van ban thoa thuan ly hon da co hiéu
lwc phap luat hodc gidy to khac cong nhan viéc ly hon do co quan ¢ tham quyén cia
nude ngodi cap ma khong vi pham quy dinh cua Luat Hon nhan va gia dinh thi duoc
ghi vao S6 hé tich;

- Viéc ly hon, huy két hon cua cong dan Viét Nam do co quan ¢ tham quyén
nude ngoai giai quyét khong thude truong hop co don yéu cau thi hanh tai Viét Nam
hoic ¢6 don yéu cau khong cong nhan tai Viét Nam;

- Cong dan Viét Nam da ly hon, hay viée két hon & nude ngoai, sau do vé nude
thuong tri hodc 1am thu tuc dang ky két hon méi tai co quan c6 tham quyén cua Viét
Nam thi phai ghi vao S6 ho tich viéc ly hon, hity két hon da duoc giai quyét & nudce
ngoai. Truong hop da nhiéu 1an ly hon hodc hity viéc két hon thi chi lam thu tuc ghi
chu ly hon gan nhat;

- Gidy to do co quan c6 tham quyén cia nudc ngoai cap, cong ching hodc xéac
nhan d¢ sir dung cho viée dang ky ho tich tai Viét Nam phai duoc hop phap héa lanh sy,
trir treong hop duoc mién theo diéu wdc quéc té ma Viét Nam 1a thanh vién; Giady to
bang tiéng nude ngoai phai duoc dich ra tiéng Viét va cong chimg ban dich hodc chimg
thue chir ky ngudi dich theo quy dinh ctia phap luat.

1) Can cir phap ly cua thu tuc hanh chinh:

- Luat Ho tich ngay 20 thang 11 nam 2014 (c¢6 hi¢u luc ké tir ngay 01 thang 01
nam 2016);

- Nghi dinh s6 123/2015/ND-CP ngay 15 thang 11 nam 2015 cia Chinh phu quy
dinh chi tiét mot sb diéu va bién phap thi hanh Luat Ho tich (c6 hiu luc ké tir ngay
01 thang 01 nam 2016);

- Thong tu s6 15/2015/TT-BTP ngay 16 thang 11 nam 2015 cua Bo truong Bo
Tu phap Quy dinh chi tiét thi hanh mot s6 diéu cua Luat HO tich va Nghi dinh sb
123/2015/ND-CP ngay 15 thang 11 nam 2015 ctia Chinh phu quy dinh chi tiét mot so
diéu va bién phap thi hanh Luat H tich (c6 hiéu luc ké tur ngay 02 thang 01 nam
2016);

- Luat Hon nhan va gia dinh ngay 19 thang 06 nam 2014 (c6 hiéu luc ké tir ngay
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01 thang 01 nam 2015);

- Nghi quyét s6 124/2016/NQ-HDND ngay 09 thang 12 nam 2016 cua Hoi dong
nhan dan thanh pho vé cac loai phi va 1& phi trén dia ban Thanh phé Hd Chi Minh (c6
hiéu lyc ké tir ngay 01 thang 01 nam 2017);

- Quyét dinh s6 52/2016/QD-UBND ngay 10 thang 12 nam 2016 cua Uy ban
nhan dan Thanh phé ban hanh mirc thu 10 loai phi va 7 loai 1€ phi trén dia ban Thanh
pho H6 Chi Minh (c6 hiéu luc ké tir ngay 01 thang 01 nam 2017).
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI GHI CHU LY HON

bé nghi ghi vao s6 ho tich vi€c ...l da duoc gidi quyét tai co quan cé tham
quyén cua nudc ngoai cho ngudi dudi day:

Ho, chilt dé€m, ten:.............ooooiiiiie e Gidi tinh:..........

Ho, chilt d€m t€N: ...
GIAY 10 Y ThAN: oot

T61 cam doan nhiing nd1 dung khai trén day 1a dang su that va chiu trach nhiém trudc phap
luat vé cam doan ctia minh.

Tai liéu gui kem theo 1o khai: Lamigi: ........., ngay ....... thang ....... nam .......
------------------------------------------------------------ Ngu’(‘)'i yéu cau
............................................................ (Ky, ghi ro ho, chit dém, tén)
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Chu thich:

DGhi 13 tén co quan thuc hién ghi cha ho tich.

@ Ghi theo dia chi ding ky thuong tra; néu khong co noi dang ky thuong tra thi ghi theo dia chi
dang ky tam tra; truong hop khong c6 noi dang ky thuong tra va noi dang ky tam tra thi ghi theo
noi dang sinh séng

®) Ghi théng tin vé gidy to tuy than nhu: hd chiéu, ching minh nhan dan hodc gidy to hop 1€ thay
thé (vi du: Chimg minh nhan dan s6 001089123 do Cong an thanh phé Ha Noi cip ngay
20/10/2004).

) Ghi rd hinh thic van ban: Ban én/quyét dinh/ théa thuan/cac hinh thic khac.

®) Ghi 13 tén co quan nudc ngoai da giai quyét ly hon/hiy két hon.
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7. Thii tuc Ping ky lai khai sinh c6 yéu t6 nwéc ngoai'
a) Trinh tu thuc hién:

- Buée 1: Nguoi ¢d yéu cau ding ky lai khai sinh ndp ho so true tiép hodc gui
ho so qua hé thong buu chinh dén Bo phan tiép nhén va tra két qua cua Uy ban nhan
dan quén, huyén c6 tham quyén giai quyét dang ky lai khai sinh ¢6 yéu té nude ngoai
nhu sau:

+ Uy ban nhan dan quén, huyén, noi da ding ky khai sinh trude day;

+ Truong hop khai sinh trude day dugc dang ky tai Uy ban nhan dan phuong, x4,
thi tran thi ndp ho so tai Uy ban nhan dan quan, huyén cap trén thuc hién;

+ Truong hop khai sinh trude day duge ding ky tai Uy ban nhan dan Thanh phé
hodc S& Tu phap thi nop hd so tai Uy ban nhan dan quén, huyén noi cu tra cia nguoi
yéu cau thyc hién ding ky lai khai sinh. Néu ngudi khong cu tra tai Viét Nam thi nop
ho so tai Uy ban nhan dan quén 3.

* Thoi gian ndp ho so: Tir thir hai dén thwr sau (budi sang tir 07 gior 30 phit dén
11gid 30 phit, budi chiéu tir 13 gio 00 phut dén 17gio 00 phat) va sang thir bay (tir
07 gio 30 phut dén 11gio 30 pht).

- Buwéc 2: BO phan tiép nhan va tra két qua cua Uy ban nhan dan quan, huyén tiép
nhan ho so, kiém tra tinh hop 16 va day du cia cac gidy to co trong hd so:

* Truong hop ndp truc tiép:

+ Truong hop ho so day du, hop 1€, cong chire tiép nhan ho so, viét gidy bién
nhan;

+ Truong hop ho so chua day du, chua hop 1€ thi huéng dan ngudi ndp ho so bo
sung, hoan thién ho so theo quy dinh. Trudong hop khong thé bo sung, hoan thién hod
so ngay thi phai 1ap van ban hudng dan, trong d6 néu rd nhitng loai gidy to, noi dung
can bo sung, hoan thién, ky va ghi & ho, tén ngudi tiép nhan ho so;

+ Trong truomg hop hd so khong duge bd sung, hoan thién theo hudng dan thi
nguoi tiép nhan ho so tir choi tiép nhan hd so. Viée tir chdi tiép nhan ho so phai duoc
thé hién bang van ban, trong d6 ghi o 1y do tir chdi, nguoi tiép nhan ky va ghi rd ho
tén.

* Truong hop ndp qua buu chinh:

Trudng hop ho so ddy di va hop 1é thi thuc hién giai quyét ho so theo quy dinh.

"' Nbi dung in nghiéng 14 n6i dung sira dbi, bd sung.
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Truong hop hd so chua day du hodc chua hop 16 thi moi nguoi ndp hd so dén bo sung
theo quy dinh.

- Buwéc 3: Trong thoi han 05 ngay lam viée, ké tir ngay nhan da hd so hop 1é,
Phong Tu phép kiém tra, xac minh hd so.

Truong hop viéc dang ky lai khai sinh dwgc thue hién tai Uy ban nhan dan quan,
huyén khong phai 14 noi dang ky khai sinh truéc day thiPhong Tu phap c6 vin ban dé
nghi Uy ban nhan dan/S¢ Tu phap noi ding ky khai sinh trude daykiém tra, xac minh
vé viéc luu gitr s6 ho tich;

Trong thoi han 05 ngay lam viée, ké tir ngay nhan duoc van ban dé nghi Uy ban
nhan dan/S¢ Tu phap noi dang ky khai sinh trude day kiém tra, xac minh vé viéc con
lru giit hodc khong lvu giir duge so ho tich;

Sau khi kiém tra, xac minh, néu thay hd so day du, chinh xac, ding quy dinh
phéap luat, Phong Tu phap bao cao Chi tich Uy ban nhan dan quan, huyén xem xét,
quyét dinh. Truong hop Chu tich Uy ban nhan dan quan, huyén dong v giai quyét thi
ky cap Giay khai sinh cho ngudi duge ding ky khai sinh. Truong hop tir chéi, thi
thong bao bang van ban, ¢6 néu rd ly do.

- Bwéc 4: Sau khi Chu tich Uy ban nhan dan quén, huyén ky cap Giay khai sinh
cho nguoi yéu cau, cong chire 1am cong tac ho tich ghi noi dung khai sinh vao sé
dang ky khai sinh, cung nguoi di dang ky khai sinh ky tén vao so.

b) Cach thirc thue hién:Nguoi yéu cau dang ky lai khai sinh truc tiép thyc hién
hodc ity quyén cho nguoi khac thue hién viéc dang ky lai khai sinh.

¢) Thanh phan, s6 lwgng hd so:

- Thanh phan hd so:

* Giay to phai nop:

+ T& khai dang ky lai khai sinh (c6 cam doan ciia ngudi yéu cau vé viée da ding
ky khai sinh, nhung khong con ban chinh Gidy khai sinh) (theo mau);

+ Ban sao toan bd hd so, gidy to ciia ngudi yéu cau hodc ho so, gidy to, tai liéu
khéc trong d6 c6 cac thong tin lién quan dén noi dung khai sinh cua nguoi do, gom:

eBan sao Gidy khai sinh do co quan c6 tham quyén cua Viét Nam cap (ban sao
dugce cong chimg, chimg thue hop 1€, ban sao dugc cap tir SO dang ky khai sinh);

eBan chinh hoic ban sao gidy to co gia tri thay thé Giay khai sinh duoc cap
trude nam 1945 ¢ mién Béc va trude nam 1975 & mién Nam.
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* Truong hop ngudi yéu cau dang ky lai khai sinh khong c6 gidy to quy dinh
nhu néu trén thi gidy to do co quan c6 tham quyén cua Viét Nam cap hop 1€ sau day
1a co s @€ xac dinh ndi dung dang ky lai khai sinh. Cuy thé:

¢ Giay chung minh nhan déan, Thé cin cudc cong dan hodc Ho chiéu;

S0 ho khau, S6 tam tru, gidy to ching minh vé noi cu tri;

eBing t6t nghiép, Gidy ching nhan, Chimg chi, Hoc ba, Hb so hoc tip do co
quan dao tao, quan ly gido duc c6 tham quyén cap hoic xac nhan;

¢ Giay to khac co thong tin vé ho, chit dém, tén, ngay, thang, nam sinh cua ca
nhan;

¢ Giay to chimng minh quan hé cha con, me con.

Ngudi yéu cau dang ky lai khai sinh c6 trach nhiém ndp day du ban sao cac gidy
to néu trén (néu cd) va phai cam doan d3 ndp du cac gidy to minhco. Trudong hop
nguoi yéu cau dang ky lai khai sinh cam doan khong dung s thét, ¢ v chi ndp ban
sao gidy to c¢o loi dé dang ky lai khai sinh thi viéc dang ky lai khai sinh khong co gia
tr1 phap ly.

+ Van ban uy quyén theo quy dinh phap luét trudng hop uy quyén thye hién viéc
dang ky lai khai sinh.

Truong hop ngudi duge Gy quyén 1a dng, ba, cha, me, con, vo, chdng, anh, chi,
em rudt cia ngudi Gy quyén thi van ban Gy quyén khong phai cong chimg, ching
thye, nhung phai ¢é gidy to chimg minh méi quan hé véi ngudi Gy quyén.

* Giay to phai xuat trinh;

+ Giady to tuy than gdm: ho chiéu, chimg minh nhan dan, thé can cude cong dan
hoic gidy to khac co dan anh va thong tin c¢a nhan do co quan ¢6 tham quyén cap, con
gia tri st dung;

+ Giay to ching minh noi cu tra dé xac dinh tham quyén;

Truong hop gui hd so qua duong buu chinh thi phai giri kém theo ban sao c6
chirmg thwe cac gidy to phai xuat trinh néu trén.

- $6 lwong hod so: 01 bo.

d) Thoi han giai quyét: Trong thoi han 05 ngay lam viéce, ké tir ngay nhan du
ho so hop 1&.

Trudng hop phai ¢é van ban xac minh thi thoi han giai quyét khong qua 13 ngay
1am viéc (khong tinh thoi gian giri van ban yéu cau xdc minh va thoi gian giri vin ban
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tra 101 két qua xac minh qua hé thong buu chinh).

d) Poi twong thuwe hién thi tuc hanh chinh: C4 nhan.

e) Co quan giai quyét thi tuc hanh chinh:

- Co quan ¢6 thim quyén quyét dinh: Uy ban nhan dan quén, huyén.

- Co quan giai quyét thi tuc hanh chinh: Phong Tu phap.

- Co quan phdi hop thue hién thi tuc hanh chinh: Uy ban nhan dan/So Tu
phap noi da dang ky khai sinh trude day.

g) Két qua thwe hién thi tuc hanh chinh: Gidy khai sinh hodc van ban tir chdi,
co néu 1o ly do.

h) Phi, 18 phi: 50.000d0ng/trudng hop.

Mién 1é phi d6i véi tré em, nguoi thude hd nghéo, nguodi cao tudi, nguoi khuyét
tat, nguo1 thudc gia dinh c6 cong véi cach mang.

i) Tén miu don, miu to khai: To khai theo mau quy dinh tai Thong tu sd
15/2015/TT-BTP ngay 16/11/2015 cia Bo treong Bo Tu phap.

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

- Viéc dang ky khai sinh Céng dan Viét Nam dinh cu & nudc ngoai hoac cua
ngudi nuwde ngoai dd dang ky tai co quan cé tham quyén cua Viét Nam trude ngay
01/01/2016 nhung sb6 ho tich va ban chinh Gidy to ho tich déu bi mat thi duoc dang
ky lai;

- Viéc dang ky lai khai sinh chi duoc thue hién néu ngudi yéu cau dang ky con
séng vao thoi diém tiép nhan ho so;

- Gidy to do co quan c6 tham quyén cia nudc ngoai cap, cong ching hodc xéac
nhan d st dung cho viée dang ky ho tich tai Viét Nam phai duoc hop phap hoa lanh su,
trir trudong hop dugc mién theo diéu ude quéc té ma Viét Nam 1a thanh vién; Giay to
bang tiéng nudc ngoai phai duoc dich ra tiéng Viét va cong chimg ban dich hodc chimg
thue chir ky nguoi dich theo quy dinh cua phap luat.

I) Can cir phap ly cua thu tuc hanh chinh:

- Luat Ho tich ngay 20 thang 11 nam 2014 (c6 hi€u luc ké tir ngay 01 thang 01
nam 2016);

- Nghi dinh s6 123/2015/ND-CP ngay 15 thang 11 nam 2015 ciia Chinh phu quy
dinh chi tiét mot sb diéu va bién phap thi hanh Luat Ho tich (c6 hiu luc ké tir ngay
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01 thang 01 nam 2016);

- Thong tu s6 15/2015/TT-BTP ngay 16 thang 11 nam 2015 cua Bo truong Bo
Tw phap Quy dinh chi tiét thi hanh mot s6 diéu cua Luat HO tich va Nghi dinh sb
123/2015/ND-CP ngay 15 thang 11 nam 2015 cia Chinh phu quy dinh chi tiét mot so
diéu va bién phap thi hanh Luat H tich (c6 hiéu luc ké tur ngay 02 thang 01 nam
2016);

- Nghi quyét s6 124/2016/NQ-HDND ngay 09 thang 12 nam 2016 cua Hoi dong
nhan dan thanh pho vé cac loai phi va 1& phi trén dia ban Thanh phé Hd Chi Minh (c6
hiéu lyc ké tir ngay 01 thang 01 nam 2017);

- Quyét dinh s6 52/2016/QD-UBND ngay 10 thang 12 nim 2016 cua Uy ban
nhan dan Thanh phé ban hanh mirc thu 10 loai phi va 7 loai 1€ phi trén dia ban Thanh
pho H6 Chi Minh (c6 hiéu luc ké tir ngay 01 thang 01 nam 2017).
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI PANG KY LAI KHAI SINH

Ho, chit dém, tn NEUWOT YU CAUL ........o.oveooeeeeeeeeeeeeeeeeeeeeeeee e
GIAY 10 TV AN @t
NOT CU T e,
Quan h¢ voi1 ngudi dugce khai sinh: ...
P& nghico’ quan ding ky lai khai sinh cho ngudi ¢6 tén dwéi diy:

Ho, chilt d€m, t€N: ... e

QUE QUAL ..ottt ettt et e et e e ettt e et ae et e e tbe e e etbeaeentraeans
Ho, chit dé€m, t€n N@uoi ME: ..ot

D3 dang ky Khai SIh ta1 ...
Gidy khai sinh $0: ...........oiiieiiiie i NGAY L [, [,

T61 cam doan nhiing nd1 dung khai trén day 1a dang su that va chiu trach nhiém trudc phap
luat vé viéc cam doan cta minh.

Lamitgi: ............... ,hgay ... thang ... nam..........

Ngudi yéu ciu
(Ky, ghi rd ho, chir dém, tén)
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Chu thich:
Ghi 13 tén co quan dé nghi thyc hién viéc ding ky lai khai sinh.
@Ghi 15 thong tin vé gidy to tuy than cua nguoi di ding ky (s6, co quan cap, ngay cap ho chiéu,
chting minh nhan dan hodc gidy to hop 1€ thay thé).
Vi du: Ching minh nhan dan s 001089123 do Cong an thanh phd Ha Noi cdp ngay
20/10/2004.
®) Ghi theo dia chi ding ky thuong tr; néu khong co noi dang ky thuong tra thi ghi theo dia chi
dang ky tam tra; truong hop khong c6 noi dang ky thuong tra va noi dang ky tam tra thi ghi theo
dia chi dang sinh séng.
@ Truong hop sinh tai co sy té thi ghi 15 tén co s y té va dia danh hanh chinh.
Vidu: - Bénh vién Phu san Ha Noi
- Tram y té x4 Pinh Bang, huyén Tur Son, tinh Bic Ninh.
Truong hop sinh ra ngoai co s y té thi ghi dia danh ctia 03 cdp hanh chinh (x&, huyén, tinh),
noi sinh ra.
Vi du: xa DPinh Bang, huyén Tir Son, tinh Bac Ninh.
®) Ghi tén co quan da thuc hién viéc ding ky khai sinh truc day, sb, ngay, thang, nim cip Gidy
khai sinh trudc day (néu co ban sao Gidy khai sinh).
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8. Thi tuc Ping ky lai khai tir c6 yéu t6 nwéc ngoai'”
a) Trinh tu thuc hién:

- Buwée 1: Ngudi ¢d yéu cau dang ky lai khai tir ndp ho so truc tiép hodc gui ho
so qua hé thong buu chinh dén Bo phan tiép nhan va tra két qua cia Uy ban nhan dan
quan, huyén c6 tham quyén nhu sau:

+ Uy ban nhan dan quén, huyén, noi di dang ky khai ttr trude day;

+ Truong hop khai tir trude day duoc dang ky tai Uy ban nhan dan phuong, xa,
thi tran thi ndp ho so tai Uy ban nhan dan quén, huyén cép trén thyc hién;

+ Truong hop khai tir trude ddy duoc dang ky tai Uy ban nhan dan Thanh phé
hodc S& Tu phap thi nop hd so tai Uy ban nhan dan quén, huyén noi cu tra ciia ngudi
yéu cau thuc hién; Néu nguoi d6 khong cu tra tai Viét Nam thi nop ho so tai Uy ban
nhan dan quén 3.

* Thoi gian ndp ho so: Tir thir hai dén thwr sau (budi sang tir 07 gior 30 phit dén
11gid 30 phut, budi chiéu tir 13 gio 00 phat d&én 17gio 00 phut) va sang thir bay (tir
07 gid 30 phut dén 11gid 30 pht).

- Buwéc 2: BO phan tiép nhan va tra két qua cua Uy ban nhan dan quan, huyén tiép
nhan ho so, kiém tra tinh hop 16 va day du cia cac gidy to co trong hd so:

* Truong hop ndp truc tiép:

+ Truong hop ho so day du, hop 1€, cong chire tiép nhan ho so, viét gidy bién
nhén;

+ Truong hop ho so chua day du, chua hop 1€ thi huéng dan ngudi ndp ho so bo
sung, hoan thién ho so theo quy dinh. Trudong hop khong thé bo sung, hoan thién hod
so ngay thi phai 1ap van ban hudng dan, trong d6 néu rd nhitng loai gidy to, noi dung
can bo sung, hoan thién, ky va ghi & ho, tén ngudi tiép nhan ho so;

+ Trong trudong hop hd so khong duge bo sung, hoan thién theo hudng dan thi
nguoi tiép nhan ho so tir choi tiép nhan hd so. Viée tir chdi tiép nhan ho so phai duoc
thé hién bang van ban, trong d6 ghi o 1y do tir chdi, nguoi tiép nhan ky va ghi rd ho
tén.

* Truong hop ndp qua buu chinh:

Trudng hop ho so ddy di va hop 1é thi thuc hién giai quyét ho so theo quy dinh.

> Noi dung in nghiéng 1a n6i dung sira dbi, bd sung.
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Truong hop hd so chua day du hodc chua hop 16 thi moi nguoi ndp hd so dén bo sung
theo quy dinh.

- Buwéc 3: Trong thoi han 05 ngay lam viée, ké tir ngay nhan da hd so hop 1é,
Phong Tu phap kiém tra hd so. Néu thay thong tin khai tir ddy du, chinh xac, viée
dang ky lai khai ttr 1a ding phap luat thi bao cdo Chu tich Uy ban nhan dan quén,
huyén xem xét, quyét dinh. Truong hop Chu tich Uy ban nhan dan quén, huyén dong
y giai quyét thi ky Trich luc khai tir cap cho ngudi ¢o yéu cau. Trudng hop tir chdi, thi
thong bao bang van ban, ¢6 néu rd ly do.

- Bwéc 4: Sau khi Chu tich Uy ban nhan dan quan huyén ky cap Trich luc khai
tir cho nguoi yéu cau, cong chirc lam cong tac ho tich ghi ndi dung dang ky khai tir
vao so dang ky khai tir va ciing ngudi di dang ky khai tir ky vao so.

b) Cach thire thue hién: Ngudi yéu cau dang ky lai khai tir tryc tiép thuc hién
hoac uy quyén cho ngudn khac thuc hién dang ky lai khai tur.

¢) Thanh phan, s6 lwgng hd so:

- Thanh phan ho so:

* Giay to phai nop;

+ To khai dang ky lai khai tt (theo mau);

+ Ban sao Gidy chimg tir trude day duoc cap hop 16. Néu khong co ban sao Gidy
chimg tir hop 1¢ thi ndp ban sao hd so, gidy to lién quan c¢6 nodi dung chimg minh sy
kién chét;

+ Van ban uy quyén theo quy dinh phap luat trudng hop tuy quyén thye hién viéc
dang ky lai khai tir.

Truong hop ngudi duge uy quyén 1a ong, ba, cha, me, con, vo, chong, anh, chi,
em rudt cua ngudi uy quyén thi vin ban uy quyén khong phai cong chimg, chimg
thue, nhung phai ¢6 gidy to chimg minh méi quan hé véi ngudi Gy quyén.

* Gidy to phai xuat trinh:

+ Gidy to tuy than gom: ho chiéu, chirng minh nhan dan, thé can cudc cong dan
hodc gidy to khac ¢ dan anh va thong tin c¢a nhan do co quan ¢6 tham quyén cap, con
214 tr1 st dung;

+ Giay to chimg minh noi cu tra dé xac dinh tham quyén giai quyét;

Truong hop gui hd so qua duong buu chinh thi phai giri kém theo ban sao ¢6
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chimg thue cac gidy to phai xuat trinh néu trén.

- S6 lwong ho so: 01 bd.

d) Thoi han giai quyét: Thoi han 05 ngay 1am viéc, ké tir ngay nhan da ho so
hop 1é. Trwdong hop can xac minh thi thoi han giai quyét khong qua 10 ngay 1lam viéc.

d) Poi twong thuwe hién thi tuc hanh chinh: C4 nhan.

e) Co quan giai quyét thi tuc hanh chinh:

- Co quan ¢6 thim quyén quyét dinh: Uy ban nhan dan quén, huyén.

- Co quan giai quyét thi tuc hanh chinh: Phong Tu phap.

g) Két qua thwe hién thi tuc hanh chinh: Trich lyc khai tir hodc van ban tir
chéi, c6 néu 16 1y do.

h) Phi, 18 phi: 50.000 dong/truong hop.

Mién 1é phi d6i véi tré em, nguoi thude hd nghéo, nguodi cao tudi, nguoi khuyét
tat, nguoi thudc gia dinh c6 cong véi cach mang.

i) Tén miu don, miu to khai: To khai dang ky lai khai tir theo mau quy dinh tai
Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 cua Bo truong Bo Tu phap.

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

- Viéc khai tir cia Cong dan Viét Nam dinh cu & nuwdc ngoai hodc cuia nguoi
nudc ngoai di diang ky tai co quan cd tham quyén cua Viét Nam trudc ngay
01/01/2016 nhung so6 ho tich va ban chinh Gidy to ho tich déu bi mat;

- Gidy to do co quan c6 tham quyén cia nudc ngoai cap, cong ching hodc xéac
nhan dé st dung cho viéc dang ky hé tich ta1 Viét Nam phai dugc hop phap hoéa lanh su,
trr trueong hop duge mién theo diéu wdc quéc té ma Viét Nam 1a thanh vién; gidy to
bang tiéng nudc ngoai phai duoc dich ra tiéng Viét va cong chimg ban dich hodc chimg
thue chir ky nguoi dich theo quy dinh cua phap luat.

I) Can cir phap ly cua thu tuc hanh chinh:

- Luat Ho tich ngay 20 thang 11 nam 2014 (c6 hi€u luc ké tir ngay 01 thang 01
nam 2016);

- Nghi dinh s6 123/2015/ND-CP ngay 15 thang 11 nam 2015 ciia Chinh phu quy
dinh chi tiét mot sd diéu va bién phap thi hanh Luat Ho tich (c6 hiu luc ké tir ngay
01 thang 01 nam 2016);
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- Thong tu s6 15/2015/TT-BTP ngay 16 thang 11 nam 2015 cua Bo truong Bo
Tw phap Quy dinh chi tiét thi hanh mot s6 diéu cua Luat HO tich va Nghi dinh sb
123/2015/ND-CP ngay 15 thang 11 nam 2015 cia Chinh phu quy dinh chi tiét mot so
diéu va bién phap thi hanh Luat H tich (c6 hiéu luc ké tur ngay 02 thang 01 nam
2016);

- Nghi quyét s6 124/2016/NQ-HDND ngay 09 thang 12 nam 2016 cua Hoi dong
nhan dan thanh pho vé cac loai phi va 1& phi trén dia ban Thanh phé Hd Chi Minh (c6
hiéu lyc ké tir ngay 01 thang 01 nam 2017);

- Quyét dinh s6 52/2016/QD-UBND ngay 10 thang 12 nim 2016 cua Uy ban
nhan dan Thanh phé ban hanh mirc thu 10 loai phi va 7 loai 1€ phi trén dia ban Thanh
pho H6 Chi Minh (c6 hiéu luc ké tir ngay 01 thang 01 nam 2017).
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY LAI KHAI TU

Ho, chit dém, t8n NEUOT YU CAUL .....ovoeoeeieeeeeeeeeeeeeee e
NOT CU T B e,
GiAY t0 0y thAN D) .ottt
Quan h¢ véi nguoi da O oo,
P& nghi co quanding ky lai khai ti cho ngudi ¢ tén dwéi diy:

Ho, chit @8m, teN: ..o Giortinh: ..o
Ngay, thang, NAm SINN: ...
DN T0C, e Quéc tich: ..l
NOT CU T CUST CUNE: Pttt
GIAY 10 TV ThAN: @)oot

Pi chét vao 10¢: ..o, gy ... phut, ngay ............ thang .......... nam .........

Pa dang ky khai tirtai: ... ngay.... thang ....nam.........
Theo Trich Tuc Khai t S8: © oo,
Ly do GAng Ky 11 ..o.ooooiiii e
T61 cam doan nhiing ndi dung khai trén day la diung sy that va chiu trach nhiém trude phap
luat vé cam doan ctia minh.

Lamtqi................... , ngay ... thang ... AN ...

Ngudi yéu ciu
(Ky, ghi vd ho, chir dém, tén)
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Chu thich:

() Ghi 13 tén co quan thuc hién ding ky lai khai tir.

@ Ghi theo dia chi ding ky thuong tra; néu khong co noi dang ky thuong tri thi ghi theo dia chi
dang ky tam tra; truong hop khong c6 noi dang ky thuong tra va noi dang ky tam tra thi ghi theo
noi dang sinh séng

®) Ghi thong tin vé gidy to tiy than nhu: hd chiéu, ching minh nhan dan hodc gidy to hop 1€ thay
thé (vi du: Chimg minh nhan dan s6 001089123 do Cong an thanh phé Ha Noi cip ngay
20/10/2004).

@ Néu ghi theo Gidy bao ttr, thi gach cum tir “Gidy to thay Gidy bao tir”; néu ghi theo sé Gidy to
thay Gidy bao tir thi ghi rd tén, s6 gidy to va gach cum tir “Gidy bao tir”.

®) Ghi 13 tén co quan da ding ky khai tir trude day.

©) Chi khai trong truong hop biét rd.
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9. Thi tuc Ping ky lai két hon c6 yéu t6 nwéc ngoai'
a) Trinh tu thuc hién:

- Buwére 1: Nguoi co yéu cau ding ky lai két ndp ho so truc tiép tai BO phan tiép
nhan va tra két qua ciia Uy ban nhan dan quan, huyén c6 tham quyén giai quyét nhu
sau:

+ Uy ban nhan dan quan, huyén, noi di dang ky két hon trude day;

+ Truong hop két hon trude day duoc dang ky tai Uy ban nhan dan phuong, xa,
thi tran thi nop hd so tai Uy ban nhan dan quén, huyén cép trén;

+ Truong hop két hon trude ddy duoe dang ky tai Uy ban nhan dan Thanh phé
hodc S& Tu phap thi ndp hd so tai Uy ban nhan dan quén, huyén noi cu tra cuia ngudi
yéu cau thue hién; néu nguoi d6 khong cu tri tai Viét Nam thi ndp hd so tai Uy ban
nhan dan quén 3.

* Thoi gian ndp ho so: Tur thir hai dén thir sau (budi sang tir 07 gior 30 phut dén
11gid 30 phut, budi chiéu tir 13 gio 00 phat d&én 17gio 00 phut) va sang thir bay (tir
07 gid 30 phut dén 11gid 30 pht).

- Buwéc 2: BO phan tiép nhan va tra két qua cua Uy ban nhan dan quan, huyén tiép
nhan ho so, kiém tra tinh hop 16 va day du cia cac gidy to co trong hd so:

+ Truong hop ho so day du, hop 1€, cong chire tiép nhan ho so, viét gidy bién
nhan;

+ Truong hop ho so chua day du, chua hop 1€ thi huéng dan ngudi ndp ho so bo
sung, hoan thién ho so theo quy dinh. Trudong hop khong thé bo sung, hoan thién hod
so ngay thi phai 1ap van ban hudng dan, trong d6 néu rd nhitng loai gidy to, noi dung
can bo sung, hoan thién, ky va ghi & ho, tén ngudi tiép nhan ho so;

+ Trong truomg hop hd so khong duge bd sung, hoan thién theo hudng dan thi
nguoi tiép nhan ho so tir choi tiép nhan hd so. Viée tir chdi tiép nhan ho so phai duoc
thé hién bang van ban, trong d6 ghi o 1y do tir chdi, nguoi tiép nhan ky va ghi rd ho
tén.

- Buée 3: Trong thoi han 05 ngay lam viée, ké tir ngay nhan du hod so hop
16,Phong Tu phap kiém tra, xac minh hd so.

* Truong hop viée dang ky lai két hon trude day duge thue hién tai Uy ban nhan
khong phai 1a noi d3 dang ky két hon trude ddy thi Phong Tu phap bao cdo Chu tich

'® Nb6i dung in nghiéng 14 n6i dung sira dbi, bd sung.
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Uy ban nhéan dan quén, huyén co6 vin ban dé nghi Uy ban nhan dan/S¢ Tu phap kiém
tra, xac minh vé viéc luu gitr s6 ho tich;

Trong thoi han 05 ngay lam viéc, ké tir ngay nhan duoc van ban dé nghi, Uy ban
nhan dan/So Tu phap tién hanh kiém tra, xac minh va tra 1di bang van ban vé viéc
con lwu gitr hodce khong luu gitr duge so ho tich;

Sau khi kiém tra, xac minh néu thay hd so day du, chinh xac, ding quy dinh
phéap luat, Phong Tu phap bao cao Chu tich Uy ban nhan dan xem xét, quyét dinh.
Truong hop Chu tich Uy ban nhan dan quén, huyén dong y giai quyét thi ky 02 Giay
chirng nhéan két hon cap cho nguoi yéu cau.

* Truong hop tir choi thi thong bao ly do bang vin ban cho hai bén nam, nif;

* Truong hop can xac minh thi thoi han dugc kéo dai thém khong qua 08 ngay
lam viéc.

- Buwée 4: Sau khi Chu tich Uy ban nhan dan ky Gidy chtimg nhéan két hon,
Phong Tu phép to chuc trao Gidy chirng nhan két hon cho hai bén nam nit; cong chirc
lam cong tac ho tich ghi viéc két hon vao so va cung hai bén nam, nir ky tén vao so;
hai bén nam nir cung ky vao Giay chimg nhén két hon.

b) Cach thirc thue hién: Nguoi ¢ yéu cau ding ky lai két hon phai truc tiép
ndp ho so tai Uy ban nhan dan quén huyén c6 tham quyén (mot bén nam hodc nit ¢6
thé truc tiép nop hd so ma khong can co van ban uy quyén cia bén con lai).

¢) Thanh phan, s6 lwgng hd so:
- Thanh phan hd so:
* Giay to phai nop:

+ T khai dang ky lai két hon (theo mau);

+ Ban sao Giay ching nhan két hon dugc cap trude day. Néu khong co ban sao
Giay chtmg nhan két hon thi nop ban sao ho so, gidy to' ca nhan ¢o cac thong tin lién
quan dén noi dung dang ky két hon.

* Gidy to phai xuat trinh:

+ Gidy to tuy than gom: ho chiéu, chirng minh nhan dan, thé can cudc cong dan
hoic gidy to khac co dan anh va thong tin c¢a nhan do co quan ¢6 tham quyén cap, con
gia tri st dung;

+ Giay to chirng minh noi cu tra dé xac dinh tham quyén giai quyét.
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- S6 lwong ho so: 01 bd.

d) Thoi han giai quyét: Trong thoi han 05 ngay lam viée. Truong hop phai co
van ban xac minh, thi thoi han giai quyét khong qua 13 ngay lam viéc (khong tinh
thoi gian giri van ban yéu cau xac minh va thoi gian giri van ban tra 101 két qua xac
minh qua hé thong buu chinh).

d) Poi twong thuwe hién thi tuc hanh chinh: C4 nhan.

e) Co quan giai quyét thi tuc hanh chinh:

- Co quan ¢6 thim quyén quyét dinh: Uy ban nhan dan quén, huyén.

- Co quan giai quyét thi tuc hanh chinh: Phong Tu phap.

- Co quan phdi hop thue hién thi tuc hanh chinh: Uy ban nhan dan/So Tu
phap noi da dang ky két hon trude day.

g) Két qué thwe hién thi tuc hanh chinh: Gidy ching nhan két hon hodc van
ban tir chdi, ¢6 néu rd ly do.

h) Phi, 1¢ phi: 1.000.000 dong/trudng hop.

Mién 1& phi d6i voi nguoi thude ho nghéo, ngudi cao tudi, ngudi khuyét tat,
nguo1 thudc gia dinh c6 cong véi cach mang.

i) Tén miu don, miu to khai: To khai dang ky lai két hon theo mau quy dinh tai
Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 ciia Bo truémg Bo Tu phép.

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

- Viéce két hon cong dan Viét Nam dinh cu & nude ngoai hodc cua ngudi nude
ngoai d3 dang ky tai co quan cé tham quyén cua Viét Nam trude ngay 01/01/2016
nhung s6 hé tich va ban chinh Giéy to hé tich déu bi mat thi duoc dang ky lai;

- Viéc dang ky lai két hon chi duoc thue hién néu ca hai bén con séng tai thoi
diém yéu cau dang ky lai;

- Gidy to do co quan c6 tham quyén cia nudc ngoai cap, cong ching hodc xéac
nhan d st dung cho viée dang ky ho tich tai Viét Nam phai duoc hop phap hoa lanh su,
trr truong hop duge mién theo diéu wdc quéc té ma Viét Nam 1a thanh vién; gidy to
bang tiéng nudc ngoai phai duoc dich ra tiéng Viét va cong chimg ban dich hodc chimg
thue chir ky nguoi dich theo quy dinh cua phap luat.

I) Can cir phap ly cua thu tuc hanh chinh:

- Luat Hon nhan va gia dinh ngay 19 thang 06 nam 2014 (c6 hiéu luc ké tir ngay
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01 thang 01 nam 2015);

- Luat Ho tich ngay 20 thang 11 nam 2014 (c6 hi€u luc ké tir ngay 01 thang 01
nam 2016);

- Nghi dinh s6 123/2015/ND-CP ngay 15 thang 11 nam 2015 ciia Chinh phu quy
dinh chi tiét mot sd diéu va bién phap thi hanh Luat Ho tich (c6 hiéu luc ké tir ngay
01 thang 01 nam 2016);

- Thong tu s6 15/2015/TT-BTP ngay 16 thang 11 nam 2015 cua Bo truong Bo
Tw phap Quy dinh chi tiét thi hanh mot s6 diéu cua Luat HO tich va Nghi dinh sb
123/2015/ND-CP ngay 15 thang 11 nam 2015 cia Chinh phu quy dinh chi tiét mot so
diéu va bién phap thi hanh Luat H tich (c6 hiéu luc ké tur ngay 02 thang 01 nam
2016);

- Nghi quyét s6 124/2016/NQ-HDND ngay 09 thang 12 nam 2016 cua Hoi dong
nhan dan thanh pho vé cac loai phi va 1& phi trén dia ban Thanh phé Hd Chi Minh (c6
hiéu lyc ké tir ngay 01 thang 01 nam 2017);

- Quyét dinh s6 52/2016/QD-UBND ngay 10 thang 12 nam 2016 cua Uy ban
nhan dan Thanh phé ban hanh mirc thu 10 loai phi va 7 loai 1€ phi trén dia ban Thanh
pho H6 Chi Minh (c6 hiéu luc ké tir ngay 01 thang 01 nam 2017).
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI PANG KY LAI KET HON

Ho, chit dém, tn NEUWOT YU CAUL ........o.oveooeeeeeeeeeeeeeeeeeeeeeeee e
GIAY 10 TV ThAN: @)oot

P& nghico’ quan ding ky lai két hon theo ndi dung dudi diy:

Ho, chit d€m, t€n CUA VI ...t

Dan toC: «.ooovieiiiie e Quéc TCH: o
NOT CU T e
GIAY 0 Y ThAN D) ettt
KEt N TAN T MAY: ..ot
Ho, chit dém, t8n €A CROME: ........o.. oo ee e
Ngay, thang, ndm sinh:

Dan toC: «.ooovieiiiie e Quéc TCH: o

GIAY 0 Y ThAN D) ettt
KEt N TAN T MAY: ..ot
DA daAng Ky KON ta1: @) ..o

Theo Giay ching nhan két hon sé: ©...................... ,Quyensod:

T61 cam doan nhiing nd1 dung khai trén day 1a dang su that va chiu trach nhiém trudc phap
luat vé cam doan ctia minh.

Lamutai: ............... ,ngay ... thang ... nam ...........
Ngudi yéu ciu
(Ky, ghi rd ho, chir dém, tén)
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Chu thich:

() Ghi r5 tén co quan dang ky lai két hon

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

®)Ghi thong tin vé gidy to tuy than nhu: ho chiéu, chimg minh nhin dan hodc giy to hop 18 thay thé
(vi du: Chiing minh nhan dan s6 001089123 do Cong an thanh phd Ha Néi cap ngay 20/10/2004).

® Ghi 13 tén co quan d3 ding ky két hon trude day.

®) Chi khai trong truong hop biét rd.
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_10. Thu tuc Pang ky khai sinh c6 yéu t0 nuwéc ngoai cho ngudi di 6 hod so,
gidy to ca nhan'’

a) Trinh tu thuc hién:

- Buée 1: Nguoi ¢d yéu cau ding ky khai sinh nop ho so truc tiép hodc guri ho
so qua hé théng buru chinh dén Bo phan tiép nhan va tra két qua caa Uy ban nhan dan
quén, huyén noi cu tra trude khi xuat canh, tir tht hai dén thir sau (budi sang tir 07
gio 30 phat dén 11gid 30 phut, budi chiéu tir 13 gio 00 phut dén 17gid 00 phit) va
sang thr bay (tir 07 gior 30 phut dén 11gio 30 phut).

- Buwéc 2: BO phan tiép nhan va tra két qua cua Uy ban nhan dan quan, huyén tiép
nhan ho so, kiém tra tinh hop 16 va day du cia cac gidy to co trong hd so:

* Truong hop ndp truc tiép:

+ Truong hop ho so day du, hop 1€, cong chire tiép nhan ho so, viét gidy bién
nhan;

+ Truong hop ho so chua day du, chua hop 1€ thi huéng dan ngudi ndp ho so bo
sung, hoan thién ho so theo quy dinh. Trudong hop khong thé bo sung, hoan thién hod
so ngay thi phai 1ap van ban hudng dan, trong d6 néu rd nhitng loai gidy to, noi dung
can bo sung, hoan thién, ky va ghi & ho, tén ngudi tiép nhan ho so;

+ Trong truomg hop hd so khong duge bd sung, hoan thién theo hudng dan thi
nguoi tiép nhan ho so tir choi tiép nhan hd so. Viée tir chdi tiép nhan ho so phai duoc
thé hién bang van ban, trong d6 ghi o 1y do tir chdi, nguoi tiép nhan ky va ghi rd ho
tén.

* Truong hop ndp qua buu chinh:

Trudng hop ho so ddy di va hop 1é thi thuc hién giai quyét ho so theo quy dinh.
Truong hop hd so chua day du hodc chua hop 16 thi moi nguoi ndp hd so dén bo sung
theo quy dinh.

- Buée 3: Trong thoi han 05 ngay 1am viéc,Phong Tu phap kiém tra, xac minh
ho so. Phong Tu phap ¢6 vin ban @ nghi Uy ban nhan dan phuong, x4, thi tran noi
cu tri trude khi xuat canh cua ngudi yéu cau va Uy ban nhan dan/Sé Tu phap noi
dang ky khai sinh trude ddy (néu co) kiém tra, xac minh vé viéc luu giit s6 ho tich;

Trong thoi han 05 ngay lam viée, ké tir ngay nhan duoc vin ban d nghi, Uy ban
nhan dan/S¢ Tu phap noi di dang ky khai sinh trudc day kiém tra, xac minh va tra 1oi

7 Nbi dung in nghiéng 14 n6i dung sira dbi, bd sung.
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bang van ban vé viéc con luu giir hodc khong lvu gitr duoc s6 ho tich;

Trong thoi han 03 ngay lam viéc, ké tir ngay nhan dwoc két qua xac minh, néu
thay ho so day du, chinh xac, ding quy dinh phap luat, Phong Tu phap bao cao Chu
tich Uy ban nhan dan quan, huyén xem xét, quyét dinh. Truong hop Chu tich Uy ban
nhan dan quan, huyén dong y giai quyét thi ky cap Gidy khai sinh cho nguoi yéu
cau. Truong hop tir chéi, thi thong bao bang van ban, ¢6 néu r5 1y do.

- Buéc 4: Sau khi Chu tich Uy ban nhan dan quan, huyén ky Gidy khai sinh,
cong chirc lam cong tac ho tich ghi ndi dung khai sinh vao s6 ding ky khai sinh, cung
nguoi di dang ky khai sinh ky tén vao so.

b) Cach thire thue hién: Ngudi yéu cau truc tiép thye hién hodc uy quyén cho
nguo1 khac thuce hién viéce dang ky khai sinh.

¢) Thanh phan, s6 lwgng hd so:
- Thanh phan ho so:
* Giay to phai nop:
+ To khai dang ky khai sinh (theo mau);
+ Vian ban cam doan vé viéc chua duoc dang ky khai sinh;

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

¢ Giay chung minh nhan déan, Thé cin cudc cong dan hodc Ho chiéu;

S0 ho khau, S6 tam tru, gidy to ching minh vé noi cu tri;

eBing t6t nghiép, Gidy ching nhan, Chimg chi, Hoc ba, Hb so hoc tip do co
quan dao tao, quan ly gido duc c6 tham quyén cap hoic xac nhan;

o Giay to khac c6 thong tin vé ho, chir dém, tén, ngdy, thang, nim sinh ciia ca nhan;

¢ Giay to chimng minh quan hé cha con, me con.

Ngudi yéu cau dang ky lai khai sinh c6 trach nhiém ndp day du ban sao cac gidy
to néu trén (néu cd) va phai cam doan di ndp di cac gidy to minh co. Trudng hop
nguoi yéu cau dang ky lai khai sinh cam doan khong dung su thét, ¢ v chi nop ban
sao gidy to c¢o loi dé dang ky lai khai sinh thi viéc dang ky lai khai sinh khong co gia
tr1 phap ly.

+ Van ban ty quyén theo quy dinh phap luét trong truong hop uy quyén cho
nguot khac thuc hién viée dang ky khai sinh.

Truong hop nguot duoc uy quyén la 6ng, ba, cha, me, con, vg, chong, anh, chi,
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em rudt cua ngudi Uy quyén thi van ban uy quyén khong phai cong chimg, chimg
thire, nhung phai c6 giay to ching minh moi quan hé véi ngudi ty quyeén.

* Gidy to phai xuat trinh:

+ Gidy to tuy than gom: ho chiéu, chirng minh nhan dan, thé can cudc cong dan
hodc gidy to khac ¢ dan anh va thong tin c¢a nhan do co quan ¢6 tham quyén cap, con
214 tr1 st dung;

+ Giay to chang minh noi cu tra trude khi xuat canh dé xac dinh tham quyén
dang ky khai sinh;

Truong hop gui hd so qua duong buu chinh thi phai giri kém theo ban sao ¢6
chimg thwe cac gidy to phai xuat trinh néu trén.

- S6 lwong ho so: 01 bd.

d) Thoi han giai quyét: Trong thoi han 05 ngay lam viéc, ké tir ngay nhan du
ho sohop 16. Truong hop can xac minh thi thoi han duoc kéo dai thém khong qua 08
ngay lam viéc.

d) Poi twong thuwe hién thi tuc hanh chinh: C4 nhan.

e) Co quan giai quyét thi tuc hanh chinh:

- Co quan ¢6 thim quyén quyét dinh: Uy ban nhan dan quén, huyén.

- Co quan giai quyét thi tuc hanh chinh: Phong Tu phap.

- Co quan phdi hop thue hién thi tuc hanh chinh: Uy ban nhan dan/So Tu
phéap noi da dang ky khai sinh trude day (néu co).

g) Két qua thwe hién thi tuc hanh chinh: Gidy khai sinh hodc van ban tir chdi,
co néu 1o ly do.

h) Phi, 18 phi: 50.000 dong/truong hop.

Mién 1é phi d6i voi tré em, nguoi thude hd ngheo, nguoi cao tudi, ngudi khuyét tat,
nguoi thude gia dinh ¢6 cong véi cach mang.

i) Tén mau don, miu to khai: To khai dang ky khai sinh theo mau quy dinh tai
Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 cua Bo truong B Tu phap.

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

- Nguoi Viét Nam dinh co ¢ nuwde ngoai, chua dwge dang ky khai sinh nhung c6
hd so, néu co hd so, gidy to ca nhan trong d6 ghi noi sinh tai Viét Nam (ban chinh hogc



84 CONG BAO/S6 67+68/Ngay 01-8-2018

ban sao dugc chimg thuc hop 1¢) nhu: HS chiéu, chirng minh nhan dan, thé can cude
cong dan, S6 ho khau; S6 tam tri hodc gidy to ¢d dan anh va thong tin ca nhan dan do co
quan c¢6 tham quyén cua Viét Nam cap va cé yéu cau dang ky khai sinh thi Uy ban nhan
dan cap huyén noi cu tri trude khi xuat canh cia ngudi d6 thye hién viée dang ky khai
sinh;

- Gidy to do co quan c6 tham quyén cia nudc ngoai cap, cong ching hodc xéac
nhan dé st dung cho viéc dang ky hé tich ta1 Viét Nam phai dugc hop phap hoéa lanh su,
trr trueong hop duge mién theo diéu wdc quéc té ma Viét Nam 1a thanh vién; gidy to
bang tiéng nudc ngoai phai duoc dich ra tiéng Viét va cong chimg ban dich hodc chimg
thue chir ky nguoi dich theo quy dinh cua phap luat.

I) Can cir phap ly cua thu tuc hanh chinh:

- Luat Ho tich ngay 20 thang 11 nam 2014 (c6 hi€u luc ké tir ngay 01 thang 01
nam 2016);

- Nghi dinh s6 123/2015/ND-CP ngay 15 thang 11 nam 2015 ciia Chinh phu quy
dinh chi tiét mot sb diéu va bién phap thi hanh Luat Ho tich (c6 hiu luc ké tir ngay
01 thang 01 nam 2016);

- Thong tu s6 15/2015/TT-BTP ngay 16 thang 11 nam 2015 cua Bo truong Bo
Tu phap Quy dinh chi tiét thi hanh mot s6 diéu cua Luat HO tich va Nghi dinh sb
123/2015/ND-CP ngay 15 thang 11 nam 2015 ctia Chinh phu quy dinh chi tiét mot so
diéu va bién phap thi hanh Luat H tich (c6 hiéu luc ké tur ngay 02 thang 01 nam
2016);

- Nghi quyét s6 124/2016/NQ-HDND ngay 09 thang 12 nam 2016 cua Hoi dong
nhan dan thanh phd vé cac loai phi va 18 phi trén dia ban Thanh ph6é H6 Chi Minh (c6
hiéu lyc ké tir ngay 01 thang 01 nam 2017);

- Quyét dinh s6 52/2016/QD-UBND ngay 10 thang 12 nim 2016 cua Uy ban
nhan dan Thanh phé ban hanh mirc thu 10 loai phi va 7 loai 1€ phi trén dia ban Thanh
pho H6 Chi Minh (c6 hiéu luc ké tir ngay 01 thang 01 nam 2017).
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY KHAI SINH

Quan h¢ vo1 ngudi dugce khai sinh: ...
P& nghico’ quan ding ky khai sinh cho ngudi dwéi day:

Ho, chit d€m, t€N: ... e

QUE QUAIL ..oeiiiiii et et e et et ae et e e e b e e et be e e etbe e e etteeeeeareae s

Ho, chit dém, tén cha: ...

T6i cam doan no1 dung dé nghi dang ky khai sinh trén day 1a dung su that, duoc su thoa
thudn nhat tri ctia cac bén li€n quan theo quy dinh phap luat.

T61 chiu hoan toan trach nhiém trude phap luat vé noi dung cam doan cua minh.
Lamigi: ......... ... ,ngay ... thang ... Ham ..............
Ngudi yéu ciu

(Ky, ghi rd ho, chir dém, tén)
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Chu thich:
() Ghi 5 tén co quan dang ky khai sinh

Vi du: - Uy ban nhan dan phuong Dién Bién, Ba Pinh, Ha Noi

- Uy ban nhéan dan quan 1, thanh phd H6 Chi Minh

@Ghi thong tin vé gidy to tiy than cia nguoi di ding ky, ghi 16 s, co quan cip, ngay cap hd chiéu,
chting minh nhan dan hodc gidy to hop 1€ thay thé

Vi du: Chimg minh nhan dan s 001089123 do Cong an thanh phd Ha Noi cdp ngay
20/10/2014.
®) Ghi theo dia chi ding ky thuong tra; néu khong co noi dang ky thuong tri thi ghi theo dia chi
dang ky tam tra; truong hop khong c6 noi dang ky thuong tra va noi dang ky tam tra thi ghi theo
dia chi dang sinh séng.
@ Trudng hop sinh tai co s y té thi ghi 16 tén co s y té va dia danh hanh chinh

Vidu: - Bénh vién Phu san, Ha No6i

e Tram y té x4 Dinh Bang, huyén Tl Son, tinh Bic Ninh.

Truong hop sinh ra ngoai co s& y té thi ghi dia danh ciia 03 ¢p hanh chinh (x&, huyén, tinh),
noi sinh ra.

Vi du: xa DPinh Bang, huyén Tir Son, tinh Bac Ninh.
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11. Thu tuc Ghi vao S(R)th:) tich viéc két hon cia cong dian Viét Nam da dwoe
giai quyét tai co quan c6 thim quyén ciia nwéc ngoai'®

a) Trinh tu thuc hién:

- Buére 1: Nguoi ¢o yéu cau ghi vao so ho tich viée két hon da duoc giai quyét
tai co quan c6 tham quyén cua nude ngoai ndp ho so truc tiép hodc gii hd so qua hé
thong buu chinh dén Bo phan tiép nhan va tra két qua cua Uy ban nhan dan quén,
huyén noi cu tra cuia cong dan Viét Nam, tir thir hai dén tha sau (budi sang tir 07 gio
30 phut dén 11 gior 30 phut, budi chiéu tir 13 gio 00 phut dén 17 gior 00 phut) va sang
tht bay (ttr 07 gid 30 phat dén 11 gio 30 phut).

- Buére 2: BO phan tiép nhan va tra két quatiép nhan ho so, kiém tra tinh hop 16
va day du cua cac gidy to ¢6 trong ho so:

* Truong hop ndp truc tiép:

+ Trudong hop ho so day di, hop 18, cong chirc tiép nhan hd so, viét giay bién
nhén;

+ Truong hop ho so chua day du, chua hop 1€ thi huéng dan ngudi ndp ho so bo
sung, hoan thién ho so theo quy dinh. Trudong hop khong thé bo sung, hoan thién hod
so ngay thi phai 1ap van ban hudng dan, trong d6 néu rd nhitng loai gidy to, noi dung
can bo sung, hoan thién, ky va ghi & ho, tén ngudi tiép nhan ho so;

+ Trong trudng hop hd so khong duge bo sung, hoan thién theo hudng dan thi
nguoi tiép nhan hd so tir chéi tiép nhan hd so. Viée tir chdi tiép nhan ho so phai duoc
thé hién bang vin ban, trong d6 ghi 18 1y do tir chdi, ngudi tiép nhan ky va ghi 16 ho
tén.

* Truong hop ndp qua buu chinh:

Trudng hop ho so ddy di va hop 1é thi thuc hién giai quyét ho so theo quy dinh.
Truong hop hd so chua day du hodc chua hop 16 thi moi nguoi ndp hd so dén bo sung
theo quy dinh.

- Buére 3: Néu thay yéu cau ghi cht viée két hon 1a du diéu kién theo quy dinh,
khong thude truong hop tir chdi ghi vao s6, Phong Tu phap bao Chu tich Uy ban
nhan dan quén, huyén xem xét, quyét dinh. Truong hop Chi tich Uy ban nhan dan
quén, huyén dong v giai quyét thi ky cap trich luc ghi chi két hon cho ngudi yéu cau.
Truong hop tir chéi, thong bao bang van ban, ¢é néu r5 1y do.

"¥N6i dung in nghiéng 1 ndi dung sira ddi, bd sung.
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- Buéc 4: Sau khi Chu tich Uy ban nhan dan quan, huyén ky gidy trich luc ghi
chu két hon, cong chirc lam cong tac ho tich ghi viéce két hon vao sb dang ky két hon
va cap giay trich luc ghi chti két hon cho nguoi yéu cau.

b) Cach thirc thwe hién: Ngudi c6 yéu cau ghi cha két hon tryc tiép thuc hién
hodc uy quyén cho nguoi khac thwe hién viéc ghi cha két hon.

¢) Thanh phan, s6 lwgng hd so:
- Thanh phan ho so:
* Giay to phai nop:

+ To khai ghi cha két hon (theo mau);

+ Ban sao gidy to ching nhan viée két do co quan c¢6 tham quyén cia nuéc
ngoai cap;

+ Ban sao gidy to tiy than cua hai bén nam, nit, néu giri hd so qua hé thong buu
chinh;

Truong hop cong dan Viét Nam da ly hon hoac hay viéce két hon tai co quan cé
tham quyén nudc ngoai thi phai ndp trich luc vé viée da ghi vao S6 ho tich viée ly
hon hodc huy viée két hén (trich luc ghi chu ly hon).

+ Vian ban uy quyén theo quy dinh phap luét trong truong hop uy quyén cho
nguoi khac thuce hién viée ghi chu két hon.

Truong hop nguoi duoc uy quyén 1a dng, ba, cha, me, con, vo, chong, anh, chi,
em rudt ciia ngudi Gy quyén thi van ban iy quyén khong phai cong ching, ching
thuc, nhung phai ¢6 gidy to chimg minh moi quan hé véi ngudi iy quyén.

* Giay to phai xuat trinh:

+ Giay to tuy than (gdom: Ho chiéu/ Chimg minh nhan dan/ Thé cin cudc cong
dan hodc gidy to khac ¢6 dan anh va thong tin c¢d nhan do co quan ¢é tham quyén cap,
con gia tri sir dung);

+ Giay to ching minh noi cu tra dé xac dinh tham quyén;

Truong hop gui hd so qua duong buu chinh thi phai giri kém theo ban sao ¢6
chirmg thwe cac gidy to phai xuat trinh néu trén.

- S6 lwong ho so: 01 bo.

d) Thoi han giai quyét: Trong thoi han 05 ngay lam viéc, ké tir ngay nhan du
ho so hop 1&. Truwong hop can xac minh thi thoi han giai quyét khong qua 10 ngay
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lam viéc.

d) Poi twong thuwe hién thi tuc hanh chinh: C4 nhan.

e) Co quan giai quyét thi tuc hanh chinh:

- Co quan ¢6 thim quyén quyét dinh: Uy ban nhan dan quén, huyén.

- Co quan thyce hién thu tuc hanh chinh: Phong Tu phap.

g) Két qua thwe hién thi tuc hanh chinh: Trich lyc Ghi cha két hon hogc van
ban tir chdi, ¢6 néu rd ly do.

h) Phi, 1 phi: 50.000 dong.

Mién 16 phi d6i véi nguoi thude hd nghéo, ngudi cao tudi, ngudi khuyét tat, nguoi
thude gia dinh c6 cong véi cach mang.

i) Tén miu don, miu to khai: To khai ghi chi két hon theo mau quy dinh tai
Thoéng tu s6 15/2015/TT-BTP ngay 16/11/2015 cua Bo truéng Bo Tu phap.

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

- Viéc két hon giita cong dan Viét Nam véi nhau hodc véi ngudi nude ngoai da
duoc giai quyét tai co quan c6 tham quyén cia nude ngoai ¢ nude ngodi duoc ghi vao
S6 ho tich néu tai thoi diém két hon, cac bén dap tmg di diéu kién két hon va khong
vi pham diéu cam theo quy dinh ciia Luat Hon nhén va gia dinh Viét Nam;

- Néu vao thoi diém dang ky tai co quan c6 tham quyén nudc ngoai, viéc két hon
khong dap tng diéu kién két hon, nhung khong vi pham diéu cam theo quy dinh cua
Luat Hon nhan va gia dinh, nhung vao thoi diém yéu cau ghi vao SO ho tich viée két
hon, hau qua da duoc khéc phuc hodc viéc ghi cha két hon 1a nham bao vé quyén lot
ciia cong dan Viét Nam va tré em, thi viéc két hon ciing dugc ghi vao S6 ho tich;

- Gidy to do co quan c6 tham quyén cia nudc ngoai cap, cong ching hodc xéac
nhan dé st dung cho viéc dang ky hé tich ta1 Viét Nam phai dugc hop phap hoéa lanh su,
trir truong hop duge mién theo diéu wdc quéc té ma Viét Nam 1a thanh vién; gidy to
bang tiéng nudc ngoai phai duoc dich ra tiéng Viét va cong chimg ban dich hodc chimg
thue chir ky nguoi dich theo quy dinh cua phap luat.

I) Can cir phap ly cua thu tuc hanh chinh:

- Luat Ho tich ngay 20 thang 11 nam 2014 (c6 hi€u luc ké tir ngay 01 thang 01
nam 2016);

- Nghi dinh s6 123/2015/ND-CP ngay 15 thang 11 nam 2015 ciia Chinh phu quy



90 CONG BAO/S6 67+68/Ngay 01-8-2018

dinh chi tiét mot sd diéu va bién phap thi hanh Luat Ho tich (c6 hiu luc ké tir ngay
01 thang 01 nam 2016);

- Thong tu s6 15/2015/TT-BTP ngay 16 thang 11 nam 2015 cua Bo truong Bo
Tu phap quy dinh chi tiét thi hanh mot s6 diéu cua Luat Ho tich va Nghi dinh s6
123/2015/ND-CP ngay 15 thang 01 nam 2015 cia Chinh phi quy dinh chi tiét mot
s6 diéu va bién phap thi hanh Luat Ho tich (co6 hiéu luc ké tir ngay 02 thang 01 niam
2016);

- Nghi quyét s6 124/2016/NQ-HDND ngay 09 thang 12 nam 2016 cua Hoi dong
nhan dan thanh phd vé cac loai phi va 1 phi trén dia ban Thanh phé H6 Chi Minh;

- Quyét dinh s6 52/2016/QD-UBND ngay 10 thang 12 nim 2016 cua Uy ban
nhan dan Thanh phé ban hanh mirc thu 10 loai phi va 7 loai 1€ phi trén dia ban Thanh
pho H6 Chi Minh (c6 hiéu luc ké tir ngay 01 thang 01 nam 2017).



CONG BAO/S6 67+68/Ngay 01-8-2018 91

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

TO KHAI GHI CHU KET HON

GIAY 10 TV ThAN: @)oot

Dé nghi co’ quan ghi vao so viéc két hon sau day:

Ho, chir dém, tén bén nir: ........................ Ho, chit dém, tén bén nam:......................
Ngay, thang, ndm sinh: ....................c....o. Ngay, thang, nam sinh: ...............................
Dan toc: .ooooee. Quéc tich: ................. Dantoc: ....ooovveveennn.. Quéc tich: ................
NO e tri: @, Noi et tri: el
Gidy to tiy than: @ oo, Gidy to tuy than: @ .ol

T61 cam doan nhitng nd1 dung khai trén day 1a dGng su that va chiu trach nhiém trude phap
luat vé cam doan ctia minh.
Tai liéu gui kem theo 1o khai: Lamtagi: ... ..., ngay ... thang ..... nam
Ngudi yéu cau
(Ky, ghi vo ho, chir dém, tén)
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Chii thich:

) Ghi 3 tén co quan thyc hién ghi cha két hon.

@) Ghi theo dia chi dang ky thuong tra; néu khong c6 noi dang ky thudng tri thi ghi theo dia
chi dang ky tam tri; truong hop khong c6 noi dang ky thuong trit va noi dang ky tam tra 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: Chimg minh nhan dan s6 001089123 do Cong an thanh phd Ha Noi cap
ngay 20/10/2004).

¥ Ghi 13 tén gidy to da cong nhan viéc két hon cua co quan c6 tham quyén ciia nudc ngoai.
®) Néu da timg két hon thi ghi 18 cin c chim dat quan hé hon nhan & dong phia dudi. Néu
can cit cham dirt quan hé hon nhan 1a ly hén thi ghi 1§ hinh thic vin ban ly hon, ngay ¢6
hi¢u lyc, tén co quan cép.
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C3. Noi dung thii tuc hanh chinh thay thé
I. Linh vuwe Phé bién gido duc, phap luat

1. Thi tuc Cong nhian Bao cdo vién phap luit quan, huyén
a) Trinh tu thuc hién:

- Bude 1: Co quan chuyén mén ctia Uy ban nhan dan quan, huyén, Uy ban Mt
tran TO quéc Viét Nam va cac to chirc thanh vién ciia Mat tran quan, huyén, Cong an
quan, huyén, Vién Kiém sat quan, huyén, Toa an nhan dan quén, huyén, Chi Cyc Thi
hanh an dan su quén, huyén, Ban chi huy quan sw quan, huyén va cic co quan, to
chirc cap huyén lwa chon, 1ap hd so can b, cong chire, vién chiic, s§ quan trong luc
lwong vii trang nhan dan c6 du tiéu chuan theo quy dinh gui truc tiép hodc qua dudng
buu chinh dn Phong Tu phap thudc Uy ban nhan dan quan, huyén, tir tha hai dén thi
sau (budi sang tir 07 gior 30 phut dén 11 gior 30 phut, buoi chiéu tir 13 gio 00 phit dén
17 gitr 00 phiit) va budi sang tha bay (tir 07 gio 30 phut dén 11 gior 30 pht).

- Buée 2: Phong Tu phap tiép nhan hd so, kiém tra tinh hop 1é va day du cua
cac gidy to ¢d trong ho so:

* Truong hop ndp truc tiép:

+ Truong hop hd so hop 1€ va day du theo quy dinh thi cap Bién nhan ho so;

+ Truong hop ho so chua day du hodc chua hop 1€, cong chie dugce phan cong

tiép nhan hudng dan bang van ban cho ngudi nop ho so bd sung va hoan thién hd so
theo quy dinh.

* Truong hop ndp qua buu chinh:

Trudng hop ho so ddy di va hop 1é thi thuc hién giai quyét ho so theo quy dinh.
Truong hop hd so chua day du hodc chua hop 16 thi moi nguoi ndp hd so dén bo sung
theo quy dinh.

- Budc 3: Phong Tu phap tong hop, trinh Chii tich Uy ban nhan dan quan, huyén
xem xét, quyét dinh cong nhan bao cdo vién phap lut.

- Budc 4:Trong thoi han 05 ngay lam viéc, ké tir ngdy nhan du hd sohop 1¢, Chu
tich Uy ban nhan dan quan, huyén quyét dinh cong nhan bao cao vién phap luat va
gl t6i co quan, to chitc dé nghi cong nhan bao cao vién phap ludt va bao cao vién
phap luat. Trudong hop tir chdi, thi thong bao bang vin ban, ¢6 néu r5 1y do.

b) Cach thirc thwe hién: Nop ho so va nhan két qua tryc tiép hodc qua duong
buu chinh dén Phong Tu phép.
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¢) Thanh phan, s6 lwgng hd so:
- Thanh phan ho so:

Vin ban dé nghi cong nhan bao céo vién phap luat huyén cta co quan, to chic
phai c6 ddy du cac thong tin sau ddy cua ngudi duoc dé nghi cong nhan:

+ Ho va tén;
+ Chtrc vu, chire danh (néu cd) va co quan, t6 chirc, don vi cong tac;
+ Trinh d6 chuyén mén;

+ Linh vuc phap luat chuyén moén sau du kién kiém nhiém thuc hién hoat dong
pho bién, gido duc phap luat.

- S6 lwong ho so: 01 bo.

d) Thoi han giai quyét hd so: Trong thoi han 05 ngay lam viéc, ké tir ngay
nhan du ho so hop 1¢.

d) Poi twong thyc hién thi tuc hanh chinh: Co quan chuyén mén cua Uy ban
nhan dan va cac co quan, to chirc cap huyén.

e) Co quan giai quyét thi tuc hanh chinh:
- Co quan ¢6 thAm quyén quyét dinh: Chu tich Uy ban nhan dan quén, huyén.
- Co quan truc tiép thwe hién thi tuc hanh chinh: Phong Tu phap.

g) Két qua thwe hién thi tuc hanh chinh: Quyét dinh cong nhan bao cdo vién
phap luat, hodc van ban tir chéi, c6 néu rd 1y do.

h) Phi, 1€ phi: Khong.

i) Tén miu don, miu to khai: Khong quy dinh.

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

Nguoi duoc cong nhan Bao céo vién phap luat phai co dii cac tiéu chuan sau:

- C6 pham chat dao dte tot, 1ap trudong tu tedng vimg vang, ¢b uy tin trong cong
tac;

- C6 kha nang truyén dat;

- C6 bang tot nghiép dai hoc luat va thoi gian cong tac trong linh vure phap lut it
nhat 1a 02 nam; treong hop khong c6 bang tot nghiép dai hoc ludt, nhung cé bang tot
nghiép dai hoc khac thi phai ¢6 thoi gian cong tac lién quan dén phap luat it nhat 1a
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03 nam.

1) Can cir phap ly cua thua tuc hanh chinh:

- Luat Pho bién, gido duc phap luat ngay 20 thang 6 nam 2012 (c6 hiéu lyc ké tir
ngay 01 thang 01 nam 2013);

- Nghi dinh s6 28/2013/ND-CP ngay 04 thang 4 nam 2013 ciia Chinh phi quy
dinh chi tiét mot s6 diéu va bién phap thi hanh Luat Pho bién, gido duc phap ludt (c6
hiéu lyc ké tir ngay 27 thang 5 nam 2013);

- Thong tu s6 10/2016/TT-BTP ngay 22 thang 7 nam 2016 cua Bo Tu phap quy
dinh vé bao cdo vién phap luat, tuyén truyén vién phap luat (c6 hiéu luc ké tir ngay 10
thang 09 nam 2016).
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2. Thii tuc Mién nhiém Bio cdo vién phap luit quin, huyén
a) Trinh tu thuc hién:

- Bude 1: Thu truong co quan, to chirc cap quan, huyén dé nghi cong nhan bao
cao vién phap luat quan, huyén cé van ban dé nghi mién nhiém bao cao vién phap
luat cap quén, huyén g truc tiép dén Phong Tu phéap thuéc Uy ban nhan dan quén,
huyén, tir thir hai dén tha sau (budi sang tir 07 gio' 30 phit dén 11 gio 30 phut, buodi
chiéu tir 13 gior 00 phit dén 17 gior 00 phit) va budi sang thr bay (tir 07 gior 30 phit
dén 11 gio 30 phut).

- Bwée 2: Phong Tu phap tiép nhan hd so, kiém tra tinh hop 16 va day du cua
cac gidy to ¢d trong ho so:

* Truong hop ndp truc tiép:
+ Truong hop hd so hop 1€ va day du theo quy dinh thi cap Bién nhan ho so;

+ Truong hop ho so chua day du hodc chua hop 1€, cong chie dugce phan cong
tiép nhan hudng dan bang van ban cho ngudi nop ho so bd sung va hoan thién hd so
theo quy dinh.

* Truong hop ndp qua buu chinh:

Trudng hop ho so ddy di va hop 1é thi thuc hién giai quyét ho so theo quy dinh.
Truong hop hd so chua day du hodc chua hop 16 thi moi nguoi ndp hd so dén bo sung
theo quy dinh.

- Budce 3: Doi véi hd so day du va hop 1¢, Phong Tu phap tong hop, trinh Chu
tich Uy ban nhan dan quan, huyén xem xét, quyét dinh mién nhiém béao cao vién phap
luat;

Truong hop ho so chua day du hodc chua hop 18, thi trong thoi han 05 ngay 1am
viéc, ké tir khi nhan duoc ho so, Phong Tu phapgui tra ho so va thong bao bang van
ban, ¢ néu 16 ly do.

- Bude 4: Trong thoi han 05 ngay lam viée, ké tir ngay nhan dugc hod so dé nghi
ciia Phong Tu phap, Chi tich Uy ban nhan dan quan, huyén quyét dinh mién nhiém
bao cdo vién phap luat va giri téi co quan, td chirc dé nghi mién nhiém bao cdo vién
phap luat va Bao cdo vién phap luat. Trudng hop tir chdi, thi thong bao bang van ban,
co néu 10 ly do.

b) Cach thirc thwe hién: Nop hd so va nhan két qua truc tiép hodc qua duong
buu chinh dén Phong Tu phép.
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¢) Thanh phan, s6 lwgng hd so:
- Thanh phan ho so:

Van ban dé nghi mién nhiém bao cdo vién phap luat quan, huyén cua co quan, to
chirc phai co6 day du cac thong tin sau day cua bao cdo vién phap luat quan, huyén
duoc dé nghi mién nhiém:

+ Ho va tén;

+ Chtrc vu, chirc danh (néu cd) va co quan, to chire, don vi cong tac;

+ S6, ngay, thang, nam ciia Quyét dinh cong nhan bao cdo vién phap ludt;
+ Ly do ciia viéc dé nghi mién nhiém.

- S6 lwong ho so: 01 bo.

d) Thoi han giai quyét hd so: Trong thoi han 05 ngay lam viéc, ké tir ngay
nhan dugc hd so dé nghi cuaPhong Tu phap, Chu tich Uy ban nhan dan quan, huyén
quyét dinh mién nhiém bao cao vién phép luat.

d) Poi twong thyc hién thi tuc hanh chinh: Co quan chuyén mén cua Uy ban
nhan dan va cac co quan, to chirc cap huyén.

e) Co quan giai quyét thi tuc hanh chinh:

- Co quan ¢6 thim quyén quyét dinh: Uy ban nhan dan quén, huyén.

- Co quan truec tiép thwe hién thii tuc hanh chinh: PhongTu phap.

g) Két qua thwc hién thi tuc hanh chinh: Quyét dinh mién nhiém bio cio
vién phap luat, hoac van ban tir chéi, ¢6 néu rd ly do.

h) Phi, 1€ phi: Khong.

i) Tén miu don, miu to khai: Khong quy dinh.

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

+ Tw nguyén xin thoi lam bao cdo vién phap luat vi ly do strc khoe, hoan canh
gia dinh hoéc vi ly do chinh dang khac;

+ Khong con 1a can b, cong chirc, vién chirc, sy quan trong luc lwong vii trang
nhan dan hodc chuyén cong tac khoi co quan, to chirc dd dé nghi cong nhan bao cio
vién phap luat;

+ Khong con du tiéu chuan theo quy dinh;
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+ Tur chdi khong thue hién hoat dong pho bién, giao duc phap luét theo sy phan
cong ciia co quan, to chire, don vi quan 1y true tiép ma khong ¢6 1y do chinh dang tir
03 1an trd 1én;

+ Thwc hién mot trong cac hanh vi bi cAm theo quy dinh;

+ Bi Toa an két an va ban an da c6 hiéu luc phap luat;

+ Mt nang luc hanh vi dan s hodc cé kho khan trong nhan thire, lam chi hanh
vi hodc han ché nang luc hanh vi dan su theo quy dinh ctia B6 luat dan sur.

I) Can cir phap ly cua thu tuc hanh chinh:

- Luat Pho bién, gido duc phap luat ngay 20 thang 6 nam 2012 (c6 hiéu lyc ké tir
ngay 01 thang 01 nam 2013);

- Nghi dinh s6 28/2013/ND-CP ngay 04 thang 4 nam 2013 ciia Chinh phi quy
dinh chi tiét mot s6 diéu va bién phap thi hanh Luat Pho bién, gido duc phap ludt (c6
hiéu lyc ké tir ngay 27 thang 5 nam 2013);

- Thong tu s6 10/2016/TT-BTP ngay 22 thang 7 nam 2016 cua Bo Tu phap quy

dinh vé bao cdo vién phap luat, tuyén truyén vién phap luat (c6 hiéu luc ké tir ngay 10
thang 09 nam 2016).
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II. Linh veec HJ tich
1. Thi tuc Piang ky nhén cha, me, con ¢ yéu t6 nwéc ngoai
a) Trinh tu thuc hién:

- Bwée 1: Ngudi co yéu cau ding ky nhan cha, me con ndp ho so truc tiép tai Bo
phan tiép nhan va tra két qua cua Uy ban nhan dan quan, huyén noi nguoi duoc nhan
1a cha, me, con cu tra, tir thir hai dén ther sau (budi sang tir 07 gio 30 phut dén 11gid
30 phut, budi chiéu tir 13 gid 00 phut dén 17gio 00 phut) va sang thir bay (tir 07 gio
30 phat dén 11gid 30 phut).

- Buwéc 2: BO phan tiép nhan va tra két qua cua Uy ban nhan dan quan, huyén tiép
nhan ho so, kiém tra tinh hop 16 va day du cia cac gidy to co trong hd so:

+ Truong hop ho so day du, hop 1€, cong chire tiép nhan ho so, viét gidy bién
nhan;

+ Truong hop ho so chua day du, chua hop 1€ thi huéng dan ngudi ndp ho so bo
sung, hoan thién ho so theo quy dinh. Trudong hop khong thé bo sung, hoan thién hod
so ngay thi phai 1ap van ban hudng dan, trong d6 néu rd nhitng loai gidy to, noi dung
can bo sung, hoan thién, ky va ghi & ho, tén ngudi tiép nhan ho so;

+ Trong trudong hop hd so khong dwge bo sung, hoan thién theo hudng dan thi
nguoi tiép nhan ho so tir chdi tiép nhan ho so. Viée tir chdi tiép nhan ho so phai duoc
thé hién bang van ban, trong d6 ghi 6 1y do tir chdi, nguoi tiép nhan ky va ghi 18 ho
tén.

- Buéc 3: Trong thoi han 15 ngay, ké tir ngay nhan du ho so hop 1€, Phong Tu
phap xac minh, niém yét viéc nhan cha, me, con tai tru so Uy ban nhan dan quan,
huyén trong thoi gian 07 ngay lién tuc, dong thoi giri van ban dé nghi Uy ban nhan
dan phuong, x4, thi tran noi thudng tri ciia nguoi duoc nhan 1a cha, me, con niém yét
trong thoi gian 07 ngay lién tuc tai tru s& Uy ban nhan dan phuong, x4, thi tran;

Néu théy viéc nhan cha, me, con la ding va khong co6 tranh chép, Phong Tuw
phéap bao cao va dé xuat Chu tich Uy ban nhan dan quén, huyén quyét dinh viéc ding
ky nhan cha, me, con. Truong hop Chi tich Uy ban nhan dan quéan, huyén dong v giai
quyét thi ky trich luc dang ky nhan cha, me, con cap cho nguoi yéu cau. Truong hop
tir choi thi co thong bao bang van ban, ¢6 néu 15 1y do.

- Bwéc 4: Khi dang ky nhan cha, me, con cac bén phai cd mat, cong chirc lam cong
tac ho tich ghi vao SO dang ky nhan cha, me, con, cung cac bén ky vao So.
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b) Cach thirc thwe hién: Nguoi c¢6 yéu cau ding ky nhéan cha, me, con (mot
hoac hai bén) ndp ho so tree tiép tai Uy ban nhan dan quan, huyén.

¢) Thanh phan, s6 lwgng hd so:

- Thanh phan ho so:

* Giay to phai nop;

+ To khai nhan cha, me, con (theo mau);

+ Gidy to, do vat hodc chimg cir khac dé chimg minh quan hé cha con hoiac me
con, gom:

eVin ban cia co quan y t€, co quan giam dinh hoic co quan khac c6 tham
quyén ¢ trong nudc hodc nude ngoai xac nhan quan hé cha con, quan hé me con;

o Truong hop khong c6 van ban quy dinh néu trén thi phai cé thu tir, phim anh,
bang, dia, d6 dung, vat dung khac chimg minh méi quan hé cha con, quan hé me¢ con va
van ban cam doan cua cha, me vé€ viée tré em la con chung cia hai nguoi, cé it nhét hai
nguoi than thich cia cha, me lam ching;

+ Truong hop dang ky nhan cha, me, con giira cong dan Viét Nam v nguoi
nudc ngoai hodc gitta nguoi nude ngoai voi nhau thi nguot nude ngoai phai nép thém
ban sao hd chiéu hodc giay to co gia tri thay hd chiéu hoac xuat trinh ban chinh hé
chiéu/giay to thay thé ho chi€u néu truce ti€p nop ho so.

* G1dy to phai xuat trinh:

+ Giady to tuy than gém: ho chi€u, ching minh nhan dan, thé can cudc cong dan
hoac giay to khac ¢6 dan anh va théng tin cd nhan do co quan c6 tham quyén cap, con
214 tr1 st dung;

+ Giay to chirng minh noi cu tri cia ngudi duwge nhan 1a cha, me, con.

- S6 lwong ho so: 01 bd.

d) Thoi han giai quyét: Trong thoi han 15 ngay, ké tir ngay nhan du hé sohop

d) Poi twong thuwe hién thi tuc hanh chinh: C4 nhan.

e) Co quan giai quyét thi tuc hanh chinh:

- Co quan ¢6 thim quyén quyét dinh: Uy ban nhan dan quén, huyén.

- Co quan giai quyét thi tuc hanh chinh: Phong Tu phap.

g) Két qua thuc hién thi tuc hanh chinh: Trich luc dang ky nhan cha, me,
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con; hodc vin ban tir chdi, ¢ néu rd ly do.

h) Phi, 18 phi: 1.000.000 dong/trudong hop.

Mién 1 phi ddi véi tré em, nguoi thude hd nghéo, nguoi cao tudi, ngudi khuyét tat,
nguoi thude gia dinh ¢6 cong véi cach mang.

i) Tén mau don, miu to khai: To khai dang ky nhan cha, me, con theo mau
quy dinh tai Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 cta Bo truéng Bo Tu
phap.

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

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

- Viéc nhan cha, me, con khong c¢o tranh chép;

- Gidy to do co quan cd tham quyén cia nudc ngoai cap, cong ching hodc xéac
nhan d st dung cho viée dang ky ho tich tai Viét Nam phai duoc hop phap hoa lanh su,
trr truong hop duge mién theo diéu wdc quéc té ma Viét Nam 1a thanh vién; gidy to
bang tiéng nudc ngoai phai duoc dich ra tiéng Viét va cong chimg ban dich hodc chimg
thue chir ky nguoi dich theo quy dinh cua phap luat.

I) Can cir phap ly cua thu tuc hanh chinh:

- Luat HG tich ngay 20 thang 11 nam 2014 (c6 hi¢u luc ké tir ngay 01 thang 01
nam 2016);

- Nghi dinh s6 123/2015/ND-CP ngay 15 thang 11 nam 2015 ciia Chinh phu quy
dinh chi tiét mot sd diéu va bién phap thi hanh Luat HS tich (c6 hiéu luc ké tir ngay
01 thang 01 nam 2016);

- Thong tu s6 15/2015/TT-BTP ngay 16 thang 11 nam 2015 cua Bo truong Bo
Tw phap Quy dinh chi tiét thi hanh mot s6 diéu cua Luat HO tich va Nghi dinh sb
123/2015/ND-CP ngay 15 thang 11 nam 2015 cia Chinh phu quy dinh chi tiét mot so
diéu va bién phap thi hanh Luat H tich (c6 hiéu luc ké tur ngay 02 thang 01 nam
2016);

- Nghi quyét s6 124/2016/NQ-HDND ngay 09 thang 12 nam 2016 cua Hoi dong
nhan dan thanh pho vé cac loai phi va 1& phi trén dia ban Thanh phé Hd Chi Minh (c6
hiéu lyc ké tir ngay 01 thang 01 nam 2017);

-Quyét dinh s6 52/2016/QD-UBND ngay 10 thang 12 niam 2016 ctia Uy ban
nhan dan Thanh phé ban hanh mirc thu 10 loai phi va 7 loai 1€ phi trén diaban Thanh
pho H6 Chi Minh (c6 hiéu luc ké tir ngay 01 thang 01 nam 2017).
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CONG HOA XA HOI CHU NGHIA VIET NAM

Déc lap - Tu do - Hanh phuc

TO KHAI PANG KY NHAN CHA, ME, CON

Quan h¢ v&i ngudi nhan cha/me/con™: e,
P& nghiQuy co quan cong nhin ngudi c6 tén duwéi day:

HO, Chil GEIM, tE11: ..o

L. e cua nguoi ¢6 tén dudi day:

HO, Chil GEIM, tE11: ..o

To1 cam doan viEc Nhan...........cccovvvevveeeeee. noi trén 1a dang sy that, tw nguyén, khong
c6 tranh chap va chiu trach nhiém trude phép ludt vé cam doan ctia minh.

Kinh d nghi Quy co quan diang ky.

Lamt@i........ccccccoeeeen. gAY .o thang............ nam............
Ngudi yéu cau
(Ky, ghi vo ho, chir dém, tén)

Y kién ciia ngudi hién dang 13 me hoic cha®Y kién ciia ngudi dwoe nhén 1 cha, me,
©)
con
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Tai liéu gui kem theo To khai:

Chu thich:

() Ghi r5 tén co quan dang ky;

@Ghi theo dia chi ding ky thudng tra; néu khéng cé noi dang ky thuong tra thi ghi theo dia chi dang
ky tam tr; truong hop khdng cd noi dang ky thuong tri va noi dang ky tam tra thi ghi theo noi dang
sinh song.

®)Ghi thong tin vé gidy to tuy than nhu: h6 chiéu, ching minh nhan dan hodc gidy to hop 1€ thay
thé (vi du: Chimg minh nhan dan s6 001089123 do Cong an thanh phé Ha Noi cip ngay
20/10/2004),

@ Chi can thiét trong truong hop nguoi khai khong dong thoi 14 ngudi nhan cha/me/con;

©) Chi cén thiét trong truong hop cha hodc me nhan con chua thanh nién hodc ngudi da thanh nién
nhung mat nang luc hanh vi dan su, ghi ¥ kién cta nguoi 1a cha néu me 1a ngudi yéu cau, y kién
ngudi me néu cha 1a ngudi yéu cau (trr trudng hop nguoi do da chét, mat tich, mat nang luc hanh vi
dan su hodc han ché nang luc hanh vi dan su);

©) Chi can thiét trong truong hop ngudi duoc nhan 14 tré em tir d 9 tudi trd 1én.
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2. Thi tuc Ping ky khai sinh két hop ding ky nhin cha, me, con c6 yéu td
nudc ngoai

a) Trinh tu thuc hién:

- Buéc 1: Ngudi ¢6 yéu cau dang ky khai sinh va nhan cha, me con nop ho so
truc tiép tai B phan tiép nhan va tra két qua ciia Uy ban nhan dan quén, huyén noi
ngudi duge nhan 1a cha, me, con cu tra, tir thir hai dén thir sau (buéi sang tur 07 gio
30 phut dén 11gior 30 phut, budi chiéu tir 13 gid 00 phat dén 17gid 00 phut) va sang
tht bay (ttr 07 gid 30 phat dén 11gid 30 phut).

- Buwéc 2: BO phan tiép nhan va tra két qua cua Uy ban nhan dan quan, huyén tiép
nhan ho so, kiém tra tinh hop 16 va day du cia cac gidy to co trong hd so:

+ Truong hop ho so day du, hop 1€, cong chire tiép nhan ho so, viét gidy bién
nhan;

+ Truong hop ho so chua day du, chua hop 1€ thi huéng dan ngudi ndp ho so bo
sung, hoan thién ho so theo quy dinh. Trudong hop khong thé bo sung, hoan thién hod
so ngay thi phai 1ap van ban hudng dan, trong d6 néu rd nhitng loai gidy to, noi dung
can bo sung, hoan thién, ky va ghi & ho, tén ngudi tiép nhan ho so;

+ Trong truomg hop hd so khong duge bd sung, hoan thién theo hudng dan thi
nguoi tiép nhan ho so tir choi tiép nhan hd so. Viée tir chdi tiép nhan ho so phai duoc
thé hién bang van ban, trong d6 ghi o 1y do tir chdi, nguoi tiép nhan ky va ghi rd ho
tén.

- Buéc 3: Trong thoi han 15 ngay, ké tir ngay nhan du ho so hop 1€, Phong Tu
phap xac minh, niém yét viéc nhan cha, me, con tai tru so Uy ban nhan dan quan,
huyén trong thoi gian 07 ngay lién tuc, dong thoi giri van ban dé nghi Uy ban nhan
dan phuong, x4, thi tran noi thudng tri ciia nguoi duoc nhan 13 cha, me, con niém yét
trong thoi gian 07 ngay lién tuc tai tru s& Uy ban nhan dan phudng, x4, thi tran;

Néu théy viéc dang ky khai sinh va nhan cha, me, con la dung va khong c6 tranh
chap, Phong Tu phap bao cao va dé xuat Cha tich Uy ban nhan dan quén, huyén
quyét dinh viéc dang ky khai sinh va nhan cha, me, con. Truong hop Chu tich Uy ban
nhan dan quan, huyén dong v giai quyét thi ky Giay khai sinh va trich luc dang ky
nhan cha, me, con cap cho ngudi yéu cau. Truong hop tir chdi thi co théng bao bing
van ban, c¢6 néu 10 ly do.

- Bwée 4: Khi dang ky khai sinh va nhan cha, me, con cac bén phai c6 mat, cong
chtrc 1am cong tac ho tich ghi vao S6 khai sinh va ding ky nhén cha, me, con, clng
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cac bén ky vao So.
b) Cach thirc thwe hién: Nguoi ¢ yéu cau dang ky khai sinh va nhan cha, me,
con (mdt hodc hai bén) ndp hd so truc tiép tai Uy ban nhan dan quéan, huyén.

¢) Thanh phan, s6 lwgng hd so:

- Thanh phan ho so:

* Giay to phai nop:

+ T& khai dang ky khai sinh (theo mau);
+ To khai nhan cha, me, con (theo mﬁu);

+ Giay chimg sinh. Truong hop khong co gidy chung sinh thi ndp van ban cia
ngudi 1am chimg xac nhan vé viée sinh; néu khong c6 ngudi 1am chimg thi phai ¢6
gidy cam doan vé viéc sinh.

Truong hop tré em sinh ra & nuéce ngoai thi ndp Gidy chimg sinh hodc gidy to
khac do co quan c6 tham quyén nude ngoai cap xac nhan vé viée tré em duge sinh ra
¢ nudc ngoai va quan hé me - con (néu co);

+ Truong hop cha hoac me hodc ca cha va me l1a ngudi nude ngoai thi phai ndp

van ban thoa thuan cua cha, me vé viéc chon quoc tich cho con.

Truong hop cha, me chon quoc tich nurée ngoai cho con thi van ban théa thuan
phai c6 xac nhan cua co quan nha nude ¢6 tham quyén cua nudc ngoai ma nguor do
la cong dan;

+ Gidy to, do vat hodc chimg cir khac dé chimg minh quan hé cha con hoiac me
con gom:

eVin ban cua co quan y té, co quan giam dinh hodic co quan khac co tham
quyeén & trong nude hodc nude ngoai xac nhan quan hé cha con, quan hé me con.

o Truong hop khong c6 van ban quy dinh néu trén thi phai cé thu tir, phim anh,
bang, dia, 36 dung, vt dung khac chimg minh méi quan hé cha con, quan hé me con va
van ban cam doan cua cha, me vé viéc tré em 1a con chung cua hai nguoi, co it nhét hai
nguoi than thich cia cha, me lam chimg;

+ Truong hop dang ky nhan cha, me, con giira cong dan Viét Nam v nguoi
nudc ngoai hodc gitta nguoi nude ngoai voi nhau thi nguot nude ngoai phai nop thém
ban sao hé chiéu hoac giéy to ¢o gia tri thay ho chiéu hodc xuét trinh ban chinh hd
chiéu/giay to thay thé ho chiéu néu tryc tiép ndp ho so.
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* Gidy to phai xuat trinh:

+ Gidy to tuy than gom: ho chiéu, chirng minh nhan dan, thé can cudc cong dan
hodc gidy to khac ¢ dan anh va thong tin c¢a nhan do co quan ¢6 tham quyén cap, con
214 tr1 st dung;

+ Giéy to chtirmg minh noi1 cu tra cua cha hoac me dé xac dinh tham quyén dang
ky khai sinh két hop nhan cha, me, con.

- S6 lwong ho so: 01 bd.

d) Thoi han giai quyét: Trong thoi han 15 ngay, ké tir ngay nhan du hé sohop

~

1€.

d) Poi twong thuwe hién thi tuc hanh chinh: C4 nhan.

e) Co quan giai quyét thi tuc hanh chinh:

- Co quan c6 thAm quyén quyét dinh: Uy ban nhan dan quén, huyén.

- Co quan giai quyét thi tuc hanh chinh: Phong Tu phap.

g) Két qua thwc hién thu tuc hanh chinh: Trich luc ding ky nhén cha, me,
con; hodc vin ban tir chdi, ¢ néu rd ly do.

h) Phi, 18 phi: 1.000.000 dong/trudong hop.

Mién 1 phi ddi véi tré em, nguoi thude hd nghéo, nguoi cao tudi, ngudi khuyét tat,
nguo1 thudc gia dinh ¢6 cong véi cach mang.

i) Tén miu don, mau to khai: To khai dang ky nhan cha, me, con theo mau
quy dinh tai Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 cta Bo truéng Bo Tu
phap.

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

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

- Viéc nhan cha, me, con khong c¢o tranh chép;

- Gidy to do co quan c6 tham quyén cia nudc ngoai cap, cong ching hodc xéac
nhan d st dung cho viée dang ky ho tich tai Viét Nam phai duoc hop phap hoa lanh su,
trir truong hop dugc mién theo diéu ude quéc té ma Viét Nam 1a thanh vién; Giay to
bang tiéng nudc ngoai phai duoc dich ra tiéng Viét va cong chimg ban dich hodc chimg
thue chir ky nguoi dich theo quy dinh cua phap luat.
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I) Can cir phap ly cua thu tuc hanh chinh:

- Luat Ho tich ngay 20 thang 11 nam 2014 (c6 hi€u luc ké tir ngay 01 thang 01
nam 2016);

- Nghi dinh s6 123/2015/ND-CP ngay 15 thang 11 nam 2015 ciia Chinh phu quy
dinh chi tiét mot sd diéu va bién phap thi hanh Luat Ho tich (c6 hiu luc ké tir ngay
01 thang 01 nam 2016);

- Thong tu s6 15/2015/TT-BTP ngay 16 thang 11 nam 2015 cua Bo truong Bo
Tw phap Quy dinh chi tiét thi hanh mot s6 diéu cua Luat HO tich va Nghi dinh sb
123/2015/ND-CP ngay 15 thang 11 nam 2015 cia Chinh phu quy dinh chi tiét mot so
diéu va bién phap thi hanh Luat Ho tich (co hiéu luc ké tir ngdy 02 thang 01 niam
2016);

- Nghi quyét s6 124/2016/NQ-HDND ngay 09 thang 12 nam 2016 cua Hoi dong
nhan dan thanh pho vé cac loai phi va 1& phi trén dia ban Thanh phé Hd Chi Minh (c6
hiéu lwe ké tir ngay 01 thang 01 nam 2017);

- Quyét dinh s6 52/2016/QD-UBND ngay 10 thang 12 nam 2016 cua Uy ban
nhan dan Thanh phé ban hanh mirc thu 10 loai phi va 7 loai 1€ phi trén dia ban Thanh
pho H6 Chi Minh (c6 hiéu luc ké tir ngay 01 thang 01 nam 2017).
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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, tn NEUWOT YU CAUL ........o.oveooeeeeeeeeeeeeeeeeeeeeeeee e
GIAY 10 TV AN @t
NOT CU T D) e,
Quan h¢ voi1 ngudi dugce khai sinh: ...
P& nghico’ quan ding ky khai sinh cho ngudi dwéi day:

Ho, chilt d€m, t€N: ... e

QUE QUAL ..ottt ettt et e et e e ettt e et ae et e e tbe e e etbeaeentraeans

Ho, chilt d€m, t€Nn ME: ...

T61 cam doan ndi dung dé nghi dang ky khai sinh trén day 1a dung su that, duoc su thoa
thudn nhat tri ctia cac bén li€n quan theo quy dinh phap luat.

T61 chiu hoan toan trach nhiém trude phap luat vé noi dung cam doan cua minh.
Lamtagi: ................ , Ngay ... thang ......... nam ..............
Ngudi yéu ciu
(Ky, ghi rd ho, chir dém, tén)
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Chu thich:
() Ghi 5 tén co quan dang ky khai sinh
Vi du: - Uy ban nhan dan phuong Dién Bién, Ba Pinh, Ha Noi
- Uy ban nhéan dan quan 1, thanh phd H6 Chi Minh
@Ghi thong tin vé gidy to tiy than cia nguoi di ding ky, ghi 16 s, co quan cip, ngay cap hd chiéu,
chting minh nhan dan hodc gidy to hop 1€ thay thé
Vi du: Chimg minh nhan dan s 001089123 do Cong an thanh phd Ha Noi cdp ngay
20/10/2014.
®) Ghi theo dia chi ding ky thuong tra; néu khong co noi dang ky thuong tri thi ghi theo dia chi
dang ky tam tra; truong hop khong c6 noi dang ky thuong tra va noi dang ky tam tra thi ghi theo
dia chi dang sinh séng.
@ Truong hop sinh tai co sy té thi ghi 15 tén co s y té va dia danh hanh chinh.
Vidu: - Bénh vién Phu san, Ha Noi.
e Tram y té x3 Pinh Bang, huyén Tur Son, tinh Bic Ninh.
Truong hop sinh ra ngoai co s& y té thi ghi dia danh cia 03 cp hanh chinh (x&, huyén, tinh),
noi sinh ra.
Vi du: xa DPinh Bang, huyén Tir Son, tinh Bac Ninh.
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3. Thi tuc Piing ky giam h cé yéu té nwée ngoai
a) Trinh tu thuc hién:

- Buée 1: Nguoi ¢o yéu cau dang ky giam ho ndp hd so true tiép hodc giri qua
hé thong buu chinh dén Bo phan tiép nhan va tra két qua cia Uy ban nhan dan quén,
huyén noi ngudi duge giam ho hoac ngudl giam hd cu tra, tir thur hai dén thir sau
(budi sang tir 07 gio' 30 phit dén 11gio 30 phat, budi chiéu tir 13 gio 00 phut dén
17gid 00 phut) va sang th bay (tir 07 gio 30 phut dén 11gid 30 phat).

- Buwéc 2: BO phan tiép nhan va tra két qua cua Uy ban nhan dan quan, huyén tiép
nhan ho so, kiém tra tinh hop 16 va day du cia cac gidy to co trong hd so:

* Truong hop ndp truc tiép:

+ Truong hop ho so day du, hop 1€, cong chire tiép nhan ho so, viét gidy bién
nhan;

+ Truong hop ho so chua day du, chua hop 1€ thi huéng dan ngudi ndp ho so bo
sung, hoan thién ho so theo quy dinh. Trudong hop khong thé bo sung, hoan thién hod
so ngay thi phai 1ap van ban hudng dan, trong d6 néu rd nhitng loai gidy to, noi dung
can bo sung, hoan thién, ky va ghi & ho, tén ngudi tiép nhan ho so;

+ Trong truomg hop hd so khong duge bd sung, hoan thién theo hudéng dan thi
nguoi tiép nhan ho so tir choi tiép nhan hd so. Viée tir chdi tiép nhan ho so phai duoc
thé hién bang van ban, trong d6 ghi o 1y do tir chdi, nguoi tiép nhan ky va ghi rd ho
tén.

* Truong hop ndp qua buu chinh:

Trudng hop ho so ddy di va hop 1é thi thuc hién giai quyét ho so theo quy dinh.
Truong hop hd so chua day du hodc chua hop 16 thi moi nguoi ndp hd so dén bo sung
theo quy dinh.

- Bwéc 3: Trong thoi han 05 ngay lam viée d6i véi viée dang ky giam ho ctr, 03
ngay lam viéc doi véi dang ky giam ho dwong nhién, ké tir ngay nhan du ho so hop
18, cong chuc 1am cong tac ho tich xac minh, néu thay du diéu kién theo quy dinh
phap luat thi Phong Tu phap bao cdo Chii tich Uy ban nhan dan quén, huyén xem xét,
quyét dinh. Truong hop Chu tich Uy ban nhan dan quan, huyén dong v giai quyét thi
cap trich luc dang ky giam hd cho nguoi yéu cau. Truong hop tir choi, thi thong bao
bang vin ban, c6 néu 1 1y do.

- Bwée 4: Sau khi duge Chu tich Uy ban nhan dan quan huyén ky trich luc dang



CONG BAO/S6 67+68/Ngay 01-8-2018 111

ky giam ho, cong chire 1am cong tac ho tich ghi vao so dang ky giam ho, cung nguoi
di dang ky giam ho ky vao so.

b) Cach thirc thue hién: Nguoi ¢6 yéu cau dang ky giam ho tryc tiép thyuc hién
hodc uy quyén cho nguoi khac thue hién viéc dang ky giam ho.

¢) Thanh phan, s6 lwgng hd so:

- Thanh phan ho so:

* Giay to phai nop;

+ To khai dang ky giam ho (theo mau);

+ Van ban cir nguoi giam hé theo quy dinh ctiia B luat Dan sy ddi véi treong hop
dang ky giam ho cur, gidy to chimg minh dang ky giam hd dwong nhién theo quy dinh
ciia BO luat dan sy ddi véi truong hop ding ky giam ho dwong nhién; truong hop ¢o
nhiéu nguoi cung du diéu kién lam giam ho dwong nhién thi ndp van ban thoa thuan vé
viée cir mot ngurodi lam gidm ho duong nhién;

+ Van ban uy quyén theo quy dinh phap luat trong truong hop iy quyén thuc
hién dang ky giam ho.

Truong hop ngudi duge uy quyén 1a ong, ba, cha, me, con, vo, chong, anh, chi,
em rudt cua ngudi uy quyén thi vin ban uy quyén khong phai cong chimg, chimg
thue, nhung phai ¢6 gidy to chimg minh méi quan hé véi ngudi Gy quyén.

* Gidy to phai xuat trinh:

+ Gidy to tuy than gom: ho chiéu, chirng minh nhan dan, thé can cudc cong dan
hodc gidy to khac ¢ dan anh va thong tin c¢a nhan do co quan ¢6 tham quyén cap, con
214 tr1 st dung;

+ Giay to chimg minh noi cu tra cia ngudi duoc giam ho hodc ngudi giam ho
dé xac dinh tham quyén dang ky giam ho;

Truong hop gui hd so qua duong buu chinh thi phai giri kém theo ban sao c6
chimg thwe cac gidy to phai xuat trinh néu trén.

- S6 lwong ho so: 01 bd.

d) Thoi han giai quyét: Trong thoi han 05 ngay lam viéc ddi voi viée dang ky
giam ho ctr, 03 ngay lam viée doi voi viée dang ky giam ho dwong nhién.

d) Poi twong thuwe hién thi tuc hanh chinh: C4 nhan.

e) Co quan giai quyét thi tuc hanh chinh:
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- Co quan ¢6 thim quyén quyét dinh: Uy ban nhan dan quén, huyén.

- Co quan giai quyét thi tuc hanh chinh: Phong Tu phap.

g) Két qua thwe hién thii tuc hanh chinh: Trich lyc dang ky giam ho hogc van
ban tir chdi, ¢6 néu rd ly do.

h) Phi, 18 phi: 50.000 dong/trudong hop.

Mién 16 phi d6i véi nguoi thude hd nghéo, ngudi cao tudi, ngudi khuyét tat, nguoi
thude gia dinh c6 cong véi cach mang.

i) Tén miu don, miu to khai: To khai dang ky giam ho theo mau quy dinh tai
Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 cua Bo truong B Tu phap.

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

- Viéc giam hd gitta cong dan Viét Nam va nguol nude ngoai cung cu tru tai
Viét Nam;

- Gidy to do co quan c6 tham quyén cia nudc ngoai cap, cong ching hodc xéac
nhan d st dung cho viée dang ky ho tich tai Viét Nam phai duoc hop phap hoa lanh su,
trir truong hop dugc mién theo diéu ude quéc té ma Viét Nam 1a thanh vién; Giay to
bang tiéng nudc ngoai phai duoc dich ra tiéng Viét va cong chimg ban dich hodc chimg
thue chir ky nguoi dich theo quy dinh cua phap luat.

I) Can cir phap ly cua thu tuc hanh chinh:

- Bo luat dan sy ngay 24 thang 11 nam 2015 (c6 hiéu lyc ké tir ngay 01 thang 01
nam 2017);

- Luat Ho tich ngay 20 thang 11 nam 2014 (c6 hi€u luc ké tir ngay 01 thang 01
nam 2016);

- Nghi dinh s6 123/2015/ND-CP ngay 15 thang 11 nam 2015 ciia Chinh phu quy
dinh chi tiét mot sb diéu va bién phap thi hanh Luat Ho tich (c6 hiéu luc ké tir ngay
01 thang 01 nam 2016);

- Thong tu s6 15/2015/TT-BTP ngay 16 thang 11 nam 2015 cua Bo truong Bo
Tu phap Quy dinh chi tiét thi hanh mot s6 diéu cua Luat HO tich va Nghi dinh sb
123/2015/ND-CP ngay 15 thang 11 nam 2015 ctia Chinh phu quy dinh chi tiét mot so
diéu va bién phap thi hanh Luat H tich (c6 hiéu luc ké tur ngay 02 thang 01 nam
2016);

- Nghi quyét s6 124/2016/NQ-HDND ngay 09 thang 12 nam 2016 cua Hoi dong
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nhan dan thanh pho vé cac loai phi va 1& phi trén dia ban Thanh phé Hd Chi Minh (c6
hiéu lyc ké tir ngay 01 thang 01 nam 2017);

- Quyét dinh s6 52/2016/QD-UBND ngay 10 thang 12 nim 2016 cua Uy ban
nhan dan Thanh phé ban hanh mirc thu 10 loai phi va 7 loai 1€ phi trén dia ban Thanh
pho H6 Chi Minh (c6 hiéu luc ké tir ngay 01 thang 01 nam 2017).
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI PANG KY GIAM HQ

Ho, chit dém, tén nguwdi YU CAU: .....oo.ovivieeeeeeeeeeeeeeeeeeeeeen Gigi tinh:..................
NOT CU T B e,
GIAY 10 Y ThAN: oot
P& nghi co quanding ky viéc giam h§ gitra nhirng ngudi c6 tén duéi day:

Ngudi giam ho:

Ngay, thang, NAm SINN: ...

DaAn tOC . ..o Quéc TCH: o

HO, chit @8m, tN:. ... Gioitinh: ..............
Ngay, thang, NAm SINN: ...

DaAn tOC . ..o Quéc TCH: o

Gidy khai sinh/Giay t0 thy thAN: .........o..oeeeoeeeeeeeee oo ee e,
Lydodang Ky gidm hQ: ...

T61 cam doan nhiing nd1 dung khai trén day 1a dang su that va chiu trach nhiém trudc phap
luat vé cam doan ctia minh.

Lamtqi: ...ccoooovviiiiiie , ngay ... thang ... nam ...
Nguwoi yéu cau
(Ky, ghi vo ho, chir dém, tén)

Chu thich:

() Ghi 13 tén co quan ding ky giam ho.

@) Ghi theo noi dang ky thudng tra, néu khéng c¢6 noi ding ky thudng tra thi ghi theo noi ding 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.

®)Ghi thong tin vé gidy to tuy than nhu: ho chiéu, chimg minh nhin dan hodc gidy to hop 18 thay thé
(vi du: Chtrng minh nhan dan s6 001089123 do Cong an thanh phd Ha Néi cap ngay 20/10/2014).
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4. Thi tuc Ghi vao s6 hd tich viéc khai sinh; giam hd; nhan cha, me, con;
xac dinh cha, me, con; nudi con nudi; khai tir; thay déi h¢ tich (sau diy goi la
cac viéc hd tich khic) ciia cong dan Viét Nam da dwoc giai quyét tai co quan cé
thAm quyén ciia nwéc ngoai

a) Trinh tu thuc hién:

- Bwée 1: Nguoi ¢o yéu cau ghi vao s6 ho tich viéc khai sinh; giam hd; nhan
cha, me, con; xac dinh cha, me, con; nudi con nudi; khai tir; thay doi ho tich (sau day
goi 1a cac viée ho tich khac)da duoc giai quyét tai co quan co tham quyén cta nudc
ngoai nop ho so truc tiép hodc giri hd so qua hé thong buu chinh dén Bo phan tiép
nhan va tra két qua ciia Uy ban nhan dan quén, huyén ¢é tham quyén, tir thir hai dén
thtr sau (budi sang tir 07 gior 30 phut dén 11gio 30 phit, budi chiéu tir 13 gid 00 phut
dén 17gio 00 phit) va sang tht bay (tir 07 gio 30 phut dén 11gid 30 phut) nhu sau:

- Uy ban nhan dan quén, huyén no1 cu tri cua cong dan Viét Nam doi vt viée
ghi vao s6 ho tich viéc khai sinh; giam ho; nhan cha, me, con; xac dinh cha, me, con
nudi con nuodi; thay déi hé tich duoc giai quyét tai co quan c6 tham quyén cua nudc
ngoat;

- Uy ban nhan dan quan, huyén no1 cu tra ciia ngudi c6 trach nhiém di khai tir
ghi vao s6 ho tich viéc khai tr di duoc giai quyét tai co quan c¢6 tham quyén cua
nudc ngoai.

- Bwée 2: BO phan tiép nhan va tra két quati€ép nhan ho so, ki€ém tra tinh hop 1€
va day du cua cac giay to co trong ho so:

* Truong hop ndp truc tiép:

+ Truong hop ho so day du, hop 1€, cong chire tiép nhan ho so, viét gidy bién
nhéan;

+ Truong hop ho so chua day du, chua hop 1€ thi huéng dan ngudi ndp ho so bo
sung, hoan thién ho so theo quy dinh. Trudong hop khong thé bo sung, hoan thién hod
so ngay thi phai 1ap van ban hudng dan, trong d6 néu rd nhitng loai gidy to, noi dung
can bo sung, hoan thién, ky va ghi & ho, tén ngudi tiép nhan ho so;

+ Trong trudong hop hd so khong dwge bo sung, hoan thién theo hudng dan thi
nguoi tiép nhan ho so tir chdi tiép nhan ho so. Viée tir chdi tiép nhan ho so phai duoc
thé hién bang van ban, trong d6 ghi 6 1y do tir chdi, nguoi tiép nhan ky va ghi 18 ho
tén.
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* Truong hop ndp qua buu chinh:

Trudng hop ho so ddy di va hop 1é thi thuc hién giai quyét ho so theo quy dinh.
Truong hop hd so chua day du hodc chua hop 16 thi moi nguoi ndp hd so dén bo sung
theo quy dinh.

- Buére 3: Sau khi nhan du ho so hop 18, Phong Tu phap kiém tra, néu thay yéu
cau du diéu kién, phu hop quy dinh phap luat, Phong Tu phap bao cdo Chi tich Uy
ban nhan dan quan huyén xem xét, quyét dinh. Truong hop Chi tich Uy ban nhan
dan quan, huyén dong y giai quyét thi ky trich luc ho tich twong @ng cap cho nguoi
yéu cau. Truong hop tir chdi, thi thong bao bang van ban, ¢6 néu 15 ly do.

- Buéc 4: Sau khi Chu tich Uy ban nhan dan quén, huyén ky trich luc hd tich,
cong chirc 1am céng tac ho tich ghi n61 dung trich luc ghi cha vao s6 ho tich va giao
trich luc hd tich cho nguoi yéu cau.

b) Cach thirc thue hién: Nguoi yéu cau ghi chu cac viée ho tich khac ¢6 yéu to
nude ngoai truc tiép thue hién hoic iy quyén cho ngudi khéac thue hién viée ghi chu.

¢) Thanh phan, s6 lwgng hd so:

- Thanh phan hd so:

* Giay to phai ndp:

+ To khai (theo mau);

+ Ban sao Giay to chimg minh viéc ho tich khac da duoc giai quyét tai co quan
c6 tham quyén cua nude ngoai;

+ Van ban uy quyén theo quy dinh phap luét trudng hop uy quyén thue hién
viéc ghi chu.

Trudng hop nguoi duoc ty quyén 1a éng, ba, cha, me, con, vo, chong, anh, chi,
em rudt ciia ngudi Gy quyén thi van ban iy quyén khong phai cong ching, ching
thuc, nhung phai ¢6 gidy to chimg minh moi quan hé véi ngudi iy quyén.

* Giay to phai xuat trinh;

+ Giady to tiy than gdm: ho chiéu, chimg minh nhan dan, thé can cude cong dan
hodc gidy to khac co dan anh va thong tin c¢a nhan do co quan ¢6 tham quyén cap, con
gia tri st dung;

+ Gidy to chirng minh noi cu tra dé xac dinh tham quyén ghi chu cac viéc ho
tich khac co6 yéu t6 nurde ngoai.
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Truong hop gui hd so qua duong buu chinh thi phai giri kém theo ban sao ¢6
chimg thue cac gidy to phai xuat trinh néu trén.

- S6 lwong ho so: 01 bd.

d) Thoi han giai quyét: Trong ngay lam viéc. Néu nhan ho so sau 15 gio ma
khong giai quyét duoc ngay thi tra két qua trong ngay lam viéc tiép theo.

Truong hop can xac minh thi thoi han giai quyét khong qua 03 ngay lam viée.

d) Poi twong thuwe hién thi tuc hanh chinh: C4 nhan.

e) Co quan giai quyét thi tuc hanh chinh:

- Co quan ¢6 thim quyén quyét dinh: Uy ban nhan dan quén, huyén.

- Co quan giai quyét thi tuc hanh chinh: Phong Tu phap.

g) Két qua thue hién thi tuc hanh chinh: Trich luc ghi vao s6 ho tich viéc
khai sinh; giam hd; nhan cha, me, con; xac dinh cha, me, con; nudi con nu6i; khai tir;
thay dbi ho tichhodc van ban tir chdi, co néu 16 ly do.

h) Phi, 18 phi: 50.000 dong/trudng hop.

Mién 1 phi ddi véi tré em, nguoi thude hd nghéo, nguoi cao tudi, ngudi khuyét tat,
nguoi thude gia dinh ¢6 cong véi cach mang.

i) Tén méiu don, mau to khai: To khai ghi vao s6 ho tich viéc khai sinh; Té
khai ghi vao s6 ho tich viéc khai tir; To khai ghi vao s6 ho tich viéc nudi con nudi; To
khai ghi chu viéc giam hd; nhan cha, me, con; T khai ghi chu thay ddi hé tich theo
mau quy dinh tai Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 cua Bo truong Bo
Tu phap.

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

Gidy to do co quan ¢ tham quyén cua nudc ngoai cap, cong chimg hodc xac nhan
dé sur dung cho viéc dang ky ho tich tai Viét Nam phai duoc hop phap hoa lanh su, trir
treong hop duoc mién theo diéu ude quc té ma Viét Nam 1a thanh vién; Gidy to bang
tiéng nudc ngoai phai duoc dich ra tiéng Viét va cong chimg ban dich hoac chimg thuc
chit ky nguon dich theo quy dinh cua phap luat.

I) Can cir phap ly cua thu tuc hanh chinh:

- Luat Ho tich ngay 20 thang 11 nam 2014 (c6 hi€u luc ké tir ngay 01 thang 01
nam 2016);

- Nghi dinh s6 123/2015/ND-CP ngay 15 thang 11 nam 2015 ciia Chinh phu quy
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dinh chi tiét mot sd diéu va bién phap thi hanh Luat Ho tich (c6 hiu luc ké tir ngay
01 thang 01 nam 2016);

- Thong tu s6 15/2015/TT-BTP ngay 16 thang 11 nam 2015 cua Bo truong Bo
Tw phap Quy dinh chi tiét thi hanh mot s6 diéu cua Luat HO tich va Nghi dinh sb
123/2015/ND-CP ngay 15 thang 11 nam 2015 cia Chinh phi quy dinh chi tiét mot
s6 diéu va bién phap thi hanh Luat Ho tich (co6 hiéu luc ké tir ngay 02 thang 01 niam
2016);

- Nghi quyét s6 124/2016/NQ-HDND ngay 09 thang 12 nam 2016 cua Hoi dong
nhan dan thanh pho vé cac loai phi va 1& phi trén dia ban Thanh phé Hd Chi Minh (c6
hiéu lyc ké tir ngay 01 thang 01 nam 2017);

- Quyét dinh s6 52/2016/QD-UBND ngay 10 thang 12 nam 2016 cua Uy ban
nhan dan Thanh phé ban hanh mirc thu 10 loai phi va 7 loai 1€ phi trén dia ban Thanh
pho H6 Chi Minh (c6 hiéu luc ké tir ngay 01 thang 01 nam 2017).
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI GHI VAO SO HQ TICH VIEC KHAI SINH

Ho, chit dém, tén n@uwoi YEU CAU: .........ocooiiiiiiii e

GIAY 10 TV ThANE D) ..ot

Quan hé vai1 nguoi dugc khai sinh: ...

pé nghi ghi vao s0 ho tich viéc khai sinh cho nguoi ¢d tén dudi day:

Ho, chilt d€m, t€N: ... e
Gioitinh:...................... Dan toc: ... e Quéc tCh:
Ngay, thang, ndm sinh: ..................occooiiiiiinn, ghi bang chif:.......c.oovvieeieeeeeeen.
INOT SN .ottt et
QUE QUAN ..ottt ettt e et e et e b e et e e eare e e eeteaeentnaeens
Ho, chilt dém, t€n n@uwoi Me: ...
Nam sinh:......oovvveveeiinnn. Dan toc: ..ooooeeeeeees e Quéc TCH: e
INOT CU T D) et
Ho, chit dém, tén ngudi cha: ...
Nam sinh:......oovvveveeiinnn. Dan toc: ..ooooeeeeeees e Quéc TCH: e
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Da duogc dang ky khai sinh tai™ .........o.oooioe e
Gidy khai sinh $6™ .........ooovooeeeeeeeeee. Cap ngay............. VR

T61 cam doan nhitng nd1 dung khai trén day 1a dGng su that va chiu trach nhiém trude phap

luat vé viéc cam doan cua minh.

Lamtgi: ..............., «ngay ... thang ....... nam ...
Ngudi yéu ciu
(Ky, ghi vd ho, chir dém, tén)

Chiui thich:
DGhi 16 tén co quan de nghl thuc hién ghi vao s6 ho tich viéc khai sinh
@Ghi 15 thong tin vé gidy to ‘tuy than cua nguoi di dang ky (sb, co quan cip, ngay cap hd chiéu,
chtng minh nhan dan hodc gidy to hop 18 thay thé)

Vi du: Ching minh nhan dan s6 031089123 do Cong an Hai Phong cap ngay 13/01/2012

Ho chiéu s6 N1234568 do Dai st quan Viét Nam tai CHLB Puc cap ngay 15/01/2015

®) Ghi theo dia chi ding ky thuong tra; néu khong co noi dang ky thuong tri thi ghi theo dia chi
dang ky tam tra; truong hop khong c6 noi dang ky thuong tra va noi dang ky tam tra thi ghi theo
noi dang sinh song.
®Ghi 13 tén co quan, tén qudc gia nudc ngoai da dang ky, cap gidy khai sinh.
®)Ghi s gidy khai sinh, ngay, thang, nim co quan c6 thdm quyén nudc ngoai cap gidy khai sinh.
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D. N§i dung thii tuc hanh chinh dwoe tiép nhén tai Uy ban nhan dén cip xa
D1. Ngi dung thu tuc hanh chinh méi ban hanh

Linh vuec H§ tich
1. Thii tuc Cép ban sao trich luc hd tich
a) Trinh tu thuc hién:

- Bwée 1: Nguot ¢ yéu cau cép ban sao trich luc ho tich nop ho so truc tiép
hodc gui hd so qua hé théng buu chinh dén Bo phan tiép nhan va tra két qua ciua Co
quan quan ly co so dit liéu ho tich c6 tham quyén (Uy ban nhan dan phuong, x4, thi
tran noi luu trit s6 bo ho tich) tir thir hai dén th sau (budi sang tir 07 gio 30 phat dén
11 gio 30 phut, budi chiéu tir 13 gier 00 phut dén 17 gio 00 phit) va sang tht bay (tir
07 gio 30 phut dén 11 gio 30 phat).

- Bwée 2: Bo phan tiép nhan va tra két qua cua Uy ban nhéan dan phuong, x4, thi
tran noi luu trit s6 bd ho tich tiép nhan hd so, kiém tra tinh hop 16 va day di cua cac
gidy to ¢o trong hd so:

* Truong hop ndp truc tiép:

+ Truong hop ho so day du, hop 1€, cong chire tiép nhan ho so, viét gidy bién
nhan;

+ Truong hop ho so chua day du, chua hop 1€ thi huéng dan ngudi ndp ho so bo
sung, hoan thién ho so theo quy dinh. Trudong hop khong thé bo sung, hoan thién hod
so ngay thi phai 1ap van ban hudng dan, trong d6 néu rd nhitng loai gidy to, noi dung
can bo sung, hoan thién, ky va ghi & ho, tén ngudi tiép nhan ho so;

+ Trong trudong hop hd so khong duge bo sung, hoan thién theo hudng dan thi
nguoi tiép nhan ho so tir choi tiép nhan hd so. Viée tir chdi tiép nhan ho so phai duoc
thé hién bang van ban, trong d6 ghi o 1y do tir chdi, nguoi tiép nhan ky va ghi rd ho
tén.

* Truong hop ndp qua buu chinh:

Trudng hop ho so ddy di va hop 1é thi thuc hién giai quyét ho so theo quy dinh.
Truong hop hd so chua day du hodc chua hop 16 thi moi nguoi ndp hd so dén bo sung
theo quy dinh.

- Buéc 3: Ngay khi nhan da ho so hop 1¢, cong chie lam cong tac Ho tich can
cur vao Co s¢ dir li€u hd tich, ghi nd1 dung ban sao trich luc hd tich, bao cdo Thu
truong co quan quan ly co sd dit liéu ho tich ky va cap ban sao trich luc h tich cho
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ngudi yéu cau. Truong hop tir chdi, thi thong bao bang vin ban, ¢ néu rd ly do.

b) Cach thirc thue hién: Nguoi co yéu cau truc tiép thuc hién hodc Gy quyén
cho nguro1 khac thuce hién thu tuc cép ban sao trich luc ho tich.

¢) Thanh phan, s6 lwgng hd so:

- Thanh phan hd so:

* Giay to phai ndp:

+ To khai theo mau quy dinh d6i véi truong hop ngudi yéu cau 1a ca nhan;

+ Vin ban yéu cau cap ban sao trich luc ho tich néu 15 1y do trong truong hop
ngudi yéu cau la co quan, to chic;

+ Vian ban uy quyén theo quy dinh cua phap ludt trong truong hop uy quyén
thye hién yéu cau cap ban sao trich luc ho tich. Trudng hop ngudi duoc uy quyén 1a
ong, ba, cha, me, con, vg, chong, anh, chi, em rudt cua ngudi Gy quyén thi vin ban uy
quyén khong phai cong chimg, chung thuc, nhung phai ¢o gidy to ching minh méi
quan hé voi ngudi iy quyén.

* Gidy to phai xuat trinh:

+ Xuat trinh ban chinh mot trong cac giay to 1a ho chiéu, chimg minh nhan dan,
thé can cudce cong dan hodc gidy to khac cd dan anh va thong tin ca nhan do co quan
c6 tham quyeén cap, con gia tri stt dung dé chimg minh vé nhan than cua ngudi co yéu
cau cép ban sao trich luc ho tich;

+ Truong hop gui ho so qua hé thong buu chinh thi phai giri kém theo ban sao
c6 chtng thuc cac gidy to phai xuat trinh néu trén.

- S6 lwong ho so: 01 bd.

d) Thoi han giai quyét: Ngay trong ngay lam viéc. Néu ndp hd so sau 15 gio
ma khong giai quyét dugce ngay thi tra két qua trong ngay lam viée tiép theo.

d) Poi twong thwe hién thii tuc hanh chinh: C4 nhan, co quan, to chirc

e) Co quan giai quyét thi tuc hanh chinh:

- Co quan c6 thAm quyén quyét dinh: Uy ban nhan dan phudng, x4, thi tran noi
luwru trit s6 bo ho tich.

- Co quan gidi quyét thii tuc hanh chinh: Uy ban nhan dan phuong, x4, thi tran
noi luu trir s6 bd hé tich.
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g) Két qua thwe hién thi tuc hanh chinh: Ban sao trich lyc ho tich hodc van
ban tir chdi, ¢6 néu rd ly do.
h) Phi, 1€ phi: 8.000 déng/bén sao trich luc ho tich.

i) Tén miu don, mau to khai: To khai cép ban sao trich luc ho tich (M?lu ban
hanh kém theo Thong tur s6 15/2015/TT-BTP ngay 16/11/2015 ciaa Bo trudng Bo Tu
phap da dugc sira doi, bo sung tai Cong vin s6 1288/HTQTCT-HT ngay 15/8/2016
cua Cuc Ho tich, quéc tich, chung thuc — B§ Tu phap).

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

- Nguoi chua thanh nién, ngudi da thanh nién mat nang lic hanh vi dan su yéu
cau cép ban sao trich luc ho tich thong qua nguot dai dién theo phap luat;

- Truomg hop co quan, t6 chic ¢6 tham quyén dé nghi cap ban sao trich luc ho
tich cua c4 nhan thi gui van ban yéu cau néu 15 ly do cho Co quan quan 1y co so dit
liéu ho tich;

- Cha, me, con; vo, chong; anh, chi, em rudt; nguoi thira ké khac ciia nguoi dugc
cap ban chinh trong truong hop nguoi dé da chét co quyén yéu cau cap ban sao trich
luc ho tich tir s6 géc.

I) Can cir phap ly cua thu tuc hanh chinh:

- Luat Ho tich ngay 20 thang 11 nam 2014 (c6 hi€u luc ké tir ngay 01 thang 01
nam 2016);

- Nghi dinh s6 123/2015/ND-CP ngay 15 thang 11 nam 2015 ciia Chinh phu quy
dinh chi tiét mot sd diéu va bién phap thi hanh Luat Ho tich (c6 hiéu luc ké tir ngay
01 thang 01 nam 2016);

- Nghi dinh s6 23/2015/ND-CP ngay 16 thang 2 nam 2015 cta Chinh phii vé cap
ban sao tir s6 goc, chirg thwe ban sao tir ban chinh, chimg thue chit ky va chimng thuc
hop dong, giao dich (co hiéu lyc ké tir ngay 10 thang 4 nam 2015);

- Thong tu s6 15/2015/TT-BTP ngay 16 thang 11 nam 2015 cta Bo truéng Bo Tu
phap quy dinh chi tiét thi hanh mot s6 diéu cua Ludt Ho tich va Nghi dinh s
123/2015/ND-CP ngay 15 thang 11 nam 2015 cua Chinh phu quy dinh chi tiét mot so
diéu va bién phap thi hanh Luat Ho tich (c6 hiéu luc ké tur ngay 02 thang 01 nam 2016);

- Thong tu s6 281/2016/TT-BTC ngay 14 thang 11 nam 2016 cia B6 Tai chinh
quy dinh muc thu, ché d6 thu, ndp, quan ly va st dung phi khai thac, st dung thong
tin trong co s¢ dir 11éu ho tich, phi xac nhan cé quéc tich Viét Nam, phi xac nhan la
nguoi géc Viét Nam, 1¢ phi quoc tich (c6 hiéu lIuc ké tir ngay 01 thang 01 nam 2017).
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CONG HOA XA HOI CHU NGHIA VIET NAM

Dgc lap - Tu do - Hanh phuc

TO KHAI
CAP BAN SAO TRiCH LUC HQ TICH

Ho, chit dém, tn NEUWOT YU CAUL ........o.oveooeeeeeeeeeeeeeeeeeeeeeeee e
NOT CU T B e,

Quan h¢ vo1 nguoi dugce cap ban sao Trichluc hd tich: ...

Pé nghi co quan cdp ban sao trich Tuc™. ...,
cho ngudi c6 tén dwdi day:

Ho, chit @&m, teN: ..., Gioitinh: ...

DN TOC: . et Quéc tich: .o

NOL G B oo

GIAY 0 Y ThAN: oottt
S6 dinh danh ¢4 NhAN (NEW COY: ...t

So luong ban sao Trich luc dé nghi cép: ...........................................................................

T61 cam doan nhiing nd1 dung khai trén day 1a dang su that va chiu trach nhiém trudc phap
luat vé cam doan ctia minh.
Lamtai: ... ,hngay ... thang ... nam.....
Ngudi yéu cau
(ky va ghi vo ho, chir dém, tén)

Chii thich:
M Ghi tén co quan dé nghi thyc hién viéc cép ban sao Trich luc ho tich

@ Ghi theo dia chi dang ky thuong tr; néu khéng cé noi ding ky thuong tra thi ghi theo dia chi
dang ky tam tr0; truong hop khong c6 noi dang ky thuong tri va noi dang ky tam tru thi ghi theo
dia chi dang noi sinh song.

®) Ghi 15 thong tin vé gidy to tuy than (sd, co quan cip, ngay cap hd chiéu, chimg minh nhan dan
hodc giay to hop 1€ thay th¢)
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Vidy: Chimg minh nhan dan s6 0010891235 do Céng an Ha Noi cap ngay 20/10/2004;
Hb chiéu s6 N1233567 do Cuc Lanh sy, Bo Ngoai giao cap ngay 22/12/2015
Hb chiéu s6 545379017 do co quan c6 tham quyén Hoa Ky cap ngay 11/02/2016.
“ Ghi 10 loai viéc ho tich da dang ky trudc day, nay dé nghi cép ban sao Trich luc ho tich
Vi du: Khai sinh / Két hén / Khai t&r / Cai chinh hé tich
(5) Ghi 16 tén co quan da dang ky hé tich trudce day.
Vidy: Uy ban nhan dan phuong Dién Bién, quan Ba Dinh, thanh phd Ha Noi
Uy ban nhan dan quan Hoan Kién, thanh phé Ha Noi
S& Tu phép tinh Hoa Binh
(6) Ghi 13 loai gidy to ho tich da duoc cap trude ddy (chi khai néu biét rd).
Vidy: Gidy khai sinh / Gidy ching nhan két hon
Trich luc khai tir / Trich luc thay d6i ho tich
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D2. Ni dung thi tuc hanh chinh sira d6i, bé sung
I. Linh vuc Chirng thuc

1. Thi tuc Chirng thwe ban sao tir ban chinh cac gidy to, vin ban do co
quan, t6 chirc ¢6 thim quyén ciia Viét Nam céip hoic chirng nhan™

a) Trinh tu thuc hién:

- Buée 1: Nguoi yéu cau chimg thye xuat trinh ho so truc tiép tai Bo phan tiép nhan
va tra két qua ctiia Uy ban nhan dan phuong, x4, thi tran, tir thit hai dén tha sau (budi sang
tir 07 gio 30 phut dén 11 gier 30 phit, budi chiéu tir 13 gio 00 phat dén 17 gio 00 phut) va
budi sang thir bay (tir 07 gior 30 phut dén 11 gio 30 phit).

Ngudi yéu cau chung thwe phai xuét trinh ban chinh gidy to, van ban lam co so
dé chirg thue ban sao va ban sao can chirng thue.

- Buée 2: Cong chire tiép nhan ho so kiém tra thanh phan, s6 lwong ho so:

* Truong hop hd so day du thi chuyén cho ngudi ¢6 tham quyén thwe hién
chirng thure.

* Truong hop ho so chua day di thi hudng dan nguoi yéu cau chimg thuc bd
sung hd so theo quy dinh hodc hudéng dan ndp hé so dén co quan cd tham quyén
chirmg thwe, néu ndp hd so khong dung co quan ¢ tham quyén.

* Truong hop ngudi yéu cau chung thyc chi xuat trinh ban chinh thi Uy ban
nhan dan phuong, x4, thi tran tién hanh chup tir ban chinh dé thuc hién ching thue,
trir truong hop Uy ban nhan dan phuong, x4, thi tran khong co phuong tién dé chup.

* Truong hop tiép nhan hd so sau 15 gid ma co quan thue hién chimg thuc
khong thé tra két qua ngay trong ngay hodc c6 thoa thuan veé thoi gian tra két qua véi
nguodi yéu cau chimg thuc thi nguoi tiép nhan hd so phai ¢6 phiéu hen ghi rd thoi
gian (gid, ngay) tra két qua cho nguoi yéu cau chimg thuye.

- Bwée 3: Nguoi thuc hién chung thuc tiép nhan hd so, kiém tra ban chinh, di
chiéu véi ban sao.

Néu noi dung ban sao ding véi ban chinh va gidy to, van ban khong thudc cac
truong hop khong duoc ding lam co sé dé chimg thuc ban sao thi thye hién chimg

thuc nhu sau:

+ Ghi day di 1oi chtng chimg thuc ban sao tir ban chinh theo mau quy dinh;

*°Nbi dung in nghiéng 1a n6i dung sira d6i, bd sung.
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+ Ky, ghi 16 ho tén, dong dau cua Uy ban nhan dan phuong, x4, thi tran thuc
hién ching thuc va ghi vao s6 chang thye.

Doi voi ban sao ¢co tir 02 (hai) trang tro 1én thi ghi 101 chimg vao trang cudi, néu
ban sao co tir 02 (hai) to trd 1én thi phai dong dau giap lai.

Mbi ban sao dwgc chimg thuc tir mot ban chinh gidy to, vin ban hodc nhiéu ban
sao dugc chimg thyc tir mot ban chinh gidy to, van ban trong cung mot thoi diém
duge ghi mét sb chirng thure.

* Trong trudng hop tir chdi ching thwe, ngudi thye hién chimg thycphai giai
thich r& 1y do bang van ban cho ngudi yéu cau chimg thure.

- Buéc 4: Nguoi yéu cau chimg thwe nhan két qua tai noi ndp ho so.

b) Cach thirc thwe hién: Nop hd so va nhan két qua truc tiéptai Bo phan tiép
nhan va tra két qua cia Uy ban nhan dan phudng, x4, thi tran.

¢) Thanh phan, s6 lwgng hd so:

- Thanh phan ho so:

+ Xuat trinh ban chinh giay to, van ban lam co s& d¢ ching thuc ban sao;

+ Nop ban sao can chtng thuc (s6 luong ban sao theo nhu cau ciia ngudi yéu
cau ching thyc).

- S6 lwong ho so: 01 bo.

d) Thoi han giai quyét:

- Tra ngay trong ngay lam viéc hodc trong ngay lam viéc tiép theo, néu tiép nhan
yéu cau sau 15 gio.

- Dbi véi truong hop cung mot luc yéu cau chimg thue ban sao tir nhiéu loai ban
chinh gidy t&, van ban; ban chinh c¢6 nhiéu trang; yéu cau so lwong nhiéu ban sao; ndi
dung gidy to, van ban phirc tap kho kiém tra, doi chiéu ma Uy ban nhéan dan phuong,
x4, thi tran khong theé tra két qua ngay trong ngay lam viéc hodc trong ngay lam viéc
tiép theo, néu tiép nhan yéu cau sau 15 gid, thi thoi han ching thuc duoce kéo dai
thém khéng qua 02 ngay lam viéc hodc co thé dai hon theo thoa thuan.

d) Poi twong thuwe hién thi tuc hanh chinh: C4 nhan, t6 chic.

e) Co quan giai quyét thi tuc hanh chinh: Uy ban nhan dan phuong, x4, thi
tran.

g) Két qua thwe hién thi tuc hanh chinh: Ban sao dugc chimg thue tir ban
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chinh hodc van ban tra 161 vé viée tir choi ching thue, c6 néu 16 1y do.

h) Phi, 18 phi: 2.000 dong/trang, tir trang tha 03 tro 1én thu 1.000 dong/trang
nhung mire thu t6i da thu khong qua 200.000 ddng/ban.

i) Tén miu don, miu t& khai: Khong.

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

- Giay to, van ban dugc dung lam co s dé chimg thure ban sao phai 1a ban chinh
va khoéng thude cac treong hop sau:

+ Ban chinh bi tay x0a, sira chita, thém, bot noi dung khong hop 1¢;

+ Ban chinh b1 hw héng, cii nat, khéng xac dinh duoc ndi dung;

+ Ban chinh déng dau mat ciia co quan, to chirc ¢o tham quyén hoic khong dong
dau mat nhung ghi & khong duogc sao chup;

+ Ban chinh cé n61 dung trai phap luat, dao dirc xa hoi; tuyén truyén, kich dong
chién tranh, chéng ché d6 xa hoi chu nghia Viét Nam; xuyén tac lich sir cua dan tdc
Viét Nam; xtc pham danh dw, nhan pham, uy tin cta ca nhan, to chirc; vi pham
quyén cong dan;

+ Gidy to, van ban do ca nhan ty 1ap nhung khong ¢6 xac nhan va dong dau cia
co quan, to chirc ¢6 tham quyén.

- Ban sao, chup tir ban chinh d¢ thwe hién chimg thwe phai c¢o day du cac trang
da ghi thong tin cua ban chinh.

I) Can cir phap ly cua thu tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16 thang 02 nam 2015 cua Chinh phu veé
cap ban sao tir ban chinh, chimg thue chit ky va chimg thuc hop dong, giao dich (co
hiéu lyc ké tir ngay 10 nam 4 nam 2015);

- Thong tu s6 20/2015/TT-BTP ngay 29 thang 12 niam 2015 cua Bo truong Bo
Tu phap quy dinh chi tiét va huéng dan thi hanh mot s6 diéu cia Nghi dinh s6
23/2015/ND-CP ngay 16 thang 02 nam 2015 ciaChinh phu vé cap ban sao tir s6 goc,
chirmg thye ban sao tir ban chinh, ching thuc chit ky va chung thue hop dong, giao
dich (c6 hiéu luc ké tir ngay 15 thang 02 nam 2016);

- Thong tu s6 226/2016/TT-BTC ngay 11 thang 11 nam 2016 cia B6 Tai chinh
quy dinh mirc thu, ché do thu, ndp, quan 1y va st dung phi ching thue (c6 hiéu luc ké
tr ngay 01 thang 01 nam 2017).
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2. Thi tuc Chirng thwe chir ky trong cac gidy to, viin ban (thi tuc nay cing
dwgc ap dung trong trwong hop chirng thuc diém chi khi ngudi yéu ciu ching
thwe chir ky khong ky dwoe va treong hop ngudi yéu ciu ching thwe khong thé
ky, diém chi dwgc)’

a) Trinh tu thuc hién:

- Buére 1: Nguoi yéu cau chung thwe ndp hd so truc tiép tai BO phan tiép nhan
va tra két qua cia Uy ban nhan dan phuong, x4, thi tran, tir tha hai dén tha sau (buodi
sang tir 07 gio 30 phat dén 11 gio 30 phat, budi chiéu tir 13 gior 00 phat dén 17 gior 00
phut) va budi sang thir bay (tir 07 gid 30 phat dén 11 gio 30 phut) hodc yéu cau
chirng thue ngoai tru sé ciia Uy ban nhan dan phuong, x4, thi tran, néu nguoi yéu cau
chimg thye thudce dién gia yéu, khong thé di lai duge, dang bi tam giit, tam giam, thi
hanh an phat tu hoac ¢6 ly do chinh dang khac.

- Budre 2: Cong chire tiép nhan ho so kiém tra thanh phan, s6 lwong ho so:

+ Truong hop ho so day di va hop 1é va nhan thay ngudi yéu cau chimg thuc
minh man, nhan thic va 1am chi dwoc hanh vi cia minh va viéc chirng thuc khong
thudc cac truong hop khong duogc chimg thue chit ky theo quy dinh, thi dé nghi nguoi
yéu cau chtng thyce ky hodc diém chi (néu ngudi yéu cau ching thuc khong ky duoc)
vao giay to can chimg thuc trude mit cong chire tiép nhan hd so va chuyén cho ngudi
thwe hién chimg thuec;

+ Truong hop nguoi yéu cau chimg thue khong thé ky, khong thé diém chi duoc
thi cong chirc tiép nhan ho so kiém tra thanh phan, s6 lwong ho so. Néu ho so day du
va hop 1é va nhan thay ngudi yéu cau ching thuwe minh man, nhan thtc va lam chu
duoc hanh vi cia minh va viéc chimg thue khéng thudc cac truong hop khong duoc
chting thyc chit ky theo quy dinh, thi ghi nhan va chuyén ho so dong thoi bao cdo
truong hop cta ngudi yéu cau chimg thue cho ngudi thye hién ching thyc;

* Truong hop tiép nhan ho so sau 15 gid ma co quan thyc hién ching thuc
khong thé giai quyét va tra két qua ngay trong ngay thi ngudi tiép nhan ho so phai co
phiéu hen ghi r5 thoi gian (gio, ngay) tra két qua cho ngudi yéu cau chimg thye.

+ Trudong hop ho so chua day du thi ngudi tiép nhan hé sohudng dan ngudi yéu
cau chimg thue bo sung ho so theo quy dinh, hodc hudéng dan ndp ho so dén co quan
c6 tham quyén ching thye, néu ndp ho so khong ding co quan ¢6 tham quyén.

- Bwée 3: Nguoi thue hién chirng thwe thuce hién chung thucenhw sau:

*IN6i dung in nghiéng 14 n6i dung sira di, bd sung.
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+ Ghi day du 10i chang ching thuc chit ky theo mau quy dinh;

+ Ky, ghi r5 ho tén, déng dau cua Uy ban nhan dan phuong, x4, thi tran thue
hién ching thuc va ghi vao s6 chang thye.

Doi voi gidy to, vin ban co tir 02 (hai) trang trd 1én thi ghi 101 ching vao trang
cudi, néu gidy to, van ban co tir 02 (hai) to tr 1én thi phai dong dau giap lai.

* Uy ban nhan dan phuong, x4, thi tran thue hién chung thuc lwu 01 (mot) ban
giéy to, van ban da chung thuc hoac luu 01 (mot) ban chup giéy to, van ban do.
Truong hop Uy ban nhan dan phuong, x4, thi tran khong c¢6 phuong tién dé chup thi
van ban luu trit do ngudi yéu cau chimg thie cung cap.

* Trong trudng hop tir chdi ching thwe, ngudi thye hién chimg thycphai giai
thich 16 1y do bang van ban cho ngudi yéu cau ching thye.

- Buéc 4: Nguoi yéu cau chimg thye nhan két qua tai noi ndp ho so.

b) Cach thirc thwe hién: Nop ho so va nhan két qua truc tiép tai BO phan tiép
nhan va tra két qua ciia Uy ban nhan dan phuong, x4, thi tran hodc yéu cau chimg
thwre ngoai tru so.

¢) Thanh phan, s6 lwgng hd so:
- Thanh phan ho so:

+ Xuat trinh ban chinh hodc ban sao ¢ chimg thue Gidy chimg minh nhan dan
hodc Hd chiéu con gia tri st dung;

+Nopgidy to, van ban ma nguoi yéu cau ching thuc sé ky vao (s6 luong theo
nhu cau ciia nguoi yéu cau chimg thuye).

* Truong hop chtng thue ngoai tru s thi nguoi yéu cau chung thye phai ndp
van ban yéu cau ching thye ngoai tru so.

- S6 lwong ho so: 01 bo.

d) Thoi han giai quyét: Trong ngay tiép nhan yéu cau hodc trong ngay lam viéc
ti€p theo, néu ti€p nhan yéu cau sau 15 gi0.

d) Poi twong thuwe hién thi tuc hanh chinh: C4 nhan.

e) Co quan giai quyét thi tuc hanh chinh: Uy ban nhan dan phuong, x4, thi
tran.

g) Két qua thwe hién thi tuc hanh chinh: Gidy to, van ban dugc chimg thyc
theo mau quy dinh hodc van ban tir chbi ching thue ¢6 néu 16 1y do.
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h) Phi, 18 phi: 10.000 dong/trudng hop (trudng hop duge tinh 1a mot hodc nhiéu
chit ky trong mot gidy to, van ban).

i) Tén miu don, miu t& khai: Khong.
k) Yéu cau, diéu kién thwe hién thii tuc hanh chinh:
- Nhirng trueong hop khong dwge chirng thue chir ky:

+ Tai thoi diém ching thue, ngudi yéu cau chimg thue chit ky khong nhan thie

va lam chu duoc hanh vi cia minh;

+ Ngudi yéu cau chimg thue chit ky xuat trinh Gidy ching minh nhan dan hodc
Ho chiéu khong con gia tri st dung hodc gia mao;

+ Giay to, van ban ma ngudi yéu cau ching thuc ky vao ¢o noi dung trai phap
luat, dao dirc xa hoi; tuyén truyén, kich dong chién tranh, chong ché do xi hoi chu
nghia Viét Nam; xuyén tac lich sir cua dan tdc Viét Nam; xuc pham danh du, nhan
pham, uy tin cua ca nhan, t6 chirc; vi pham quyén cong dan;

+ Giay to, van ban ¢6 ndi dung 1a hop dong, giao dich, trir cac trudong hop chimg
thye chir ky trong Gidy iy quyén ddi voi truong hop iy quyén khong cé thu lao,
khong co nghia vu bdi thuong cua bén duoc Gy quyén va khong lién quan dén viéc
chuyén quyén s& hitu tai san, quyén st dung bat dong san hoic trudong hop phap luat
cO quy dinh khac.

- Khi chimg thuc chit ky trong gidy to, van ban bang tiéng nudc ngoai, néu
nguoi thue hién ching thue khong hiéu rd nodi dung cia gidy to, van ban thi ¢é quyén
yéu cau ngudi yéu cau chung thue ndp kém ban dich ra tiéng Viét ndi dung cua gidy
td, van ban dé. Ban dich gidy to, van ban khong phai cong ching hodc chimg thuc
chit ky ngudi dich; ngudi yéu cau chimg thuc phai chiu trach nhiém vé ndi dung cia
ban dich.

1) Can cir phap ly cua thu tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16 thang 02 nam 2015 ciia Chinh phu vé
cap ban sao tir ban chinh, chimg thue chit ky va chimg thuc hop dong, giao dich (co
hiéu luc ké tir ngay 10 nam 4 nam 2015);

- Thong tu s6 20/2015/TT-BTP ngay 29 thang 12 niam 2015 cua Bo truong Bo
Tu phap quy dinh chi tiét va huéng dan thi hanh mot s6 diéu cia Nghi dinh s6
23/2015/ND-CP ngay 16 thang 02 nam 2015 ciaChinh phu vé cap ban sao tir s6 goc,
chirmg thye ban sao tir ban chinh, ching thuc chit ky va chung thue hop dong, giao
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dich (c6 hiéu luc ké tir ngay 15 thang 02 nam 2016);

- Thong tu s6 226/2016/TT-BTC ngay 11 thang 11 nam 2016 cia B6 Tai chinh
quy dinh mirc thu, ché do thu, ndp, quan 1y va st dung phi chimg thue (c6 hiéu luc ké
tr ngay 01 thang 01 nam 2017).
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3. Thi tuc Chirng thwe chir ky Gidy ban, cho, ting xe may chuyén dung (ap
dung ca trong truwong hgp chimg thuc diém chi khi nguoi yéu ciu ching thuce
chir ky khong ky dwoc va trwong hop nguwodi yéu ciu chig thwe khong thé ky,
diém chi dwogc)™

a) Trinh tu thuc hién:

- Buére 1: Nguoi ban, cho, ting xe may chuyén dung ndp hd so truc tiép tai Bo
phan tiép nhan va tra két qua ciia Uy ban nhan dan phuong, x4, thi tran noi thuong tra
ttr thr hai dén ther sau (budi sang tir 07 gid 30 phut dén 11 gid 30 phut, budi chiéu tir
13 gir 00 phut dén 17 gio 00 phat) va budi sang thir bay (tir 07 gid 30 phut dén 11
gid 30 phut) hodc yéu cau chung thyc ngoai tru s¢ Uy ban nhan dan phuong, x4, thi
tran, néu ngudi yéu cau chimg thye thude dién gia yéu, khong thé di lai duoc, dang bi
tam giir, tam giam, thi hanh an phat tu hoac c6 ly do chinh dang khac.

- Buwéc 2: Cong chire tiép nhan ho so kiém tra thanh phan, s6 luong hd so:

+ Trudomg hop hd so day du, hop 16 va nhan thay ngudi yéu cau ching thye minh
man, nhan thirc va 1am chi dwgce hanh vi cia minh va viéce ching thwe khong thude
cac truong hop khong duoge chimg thuc chit ky theo quy dinh, thi dé nghi nguoi yéu
cau chimg thyc ky hodc diém chi (néu ngudi yéu cau ching thye khong ky duogce) vao
gidy to can chimg thue va chuyén hé so cho nguoi thue hién chimg thue.

+ Trudong hop ngudi yéu cau ching thue khong thé ky, khong thé diem chi duoc
thi cong chirc tiép nhan ho so kiém tra thanh phan, s6 luong ho so. Néu ho so day du
va hop 1& va nhan thay nguoi yéu cau ching thyc minh man, nhan thirc va lam chu
duge hanh vi cua minh va viéc chung thuc khong thudc cac trudng hop khéng dugce
chimg thyc chit ky theo quy dinh, thi ghi nhan va chuyén ho so dong thoi bao cao
truong hop ciia nguoi yéu cau chiang thue cho nguoi thue hién chimg thuce;

* Truong hop tiép nhan ho so sau 15 gid ma co quan thyc hién ching thyc
khong thé giai quyét va tra két qua ngay trong ngay thi ngudi tiép nhan ho so phai c6
phiéu hen ghi r5 thoi gian (gio, ngay) tra két qua cho ngudi yéu cau chimg thyc;

* Truong hop ho so chwa day du thi nguoi tiép nhan ho sohuéng dan nguoi yéu
cau chung thue bo sung ho so theo quy dinh, hodc huéng dan ndp ho so dén co quan

c6 tham quyén chang thye, néu ndp ho so khong dung co quan c6 tham quyén.

- Bwée 3: Nguoi thue hién chirng thue thuc hién ching thucenhw sau:

*N6i dung in nghiéng 1a n6i dung sira di, bd sung.
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+ Ghi day du 10i chang ching thuc chit ky theo mau quy dinh;

+ Ky, ghi r5 ho tén, déng dau cua Uy ban nhan dan phuong, x4, thi tran thuc
hién ching thuc va ghi vao s6 chang thye.

Doi voi gidy to, vin ban co tir 02 (hai) trang trd 1én thi ghi 101 ching vao trang
cudi, néu gidy to, van ban co tir 02 (hai) to tr 1én thi phai dong dau giap lai.

* Uy ban nhan dan phuong, x4, thi tran thuwe hién chung thuc lwu 01 (mot) ban
gidy to, van ban di ching thuc hodc luu 01 (mot) ban chup gidy to, van ban do.
Truong hop Uy ban nhan dan phuong, x4, thi tran khong c¢6 phuong tién dé chup thi
van ban luu trit do ngudi yéu cau chimg thie cung cap.

* Trong trudng hop tir chdi ching thwe, ngudi thye hién chimg thycphai giai
thich 16 1y do bang van ban cho ngudi yéu cau ching thye.

- Buéc 4: Nguoi yéu cau chimg thye nhan két qua tai noi ndp ho so.

b) Cach thirc thwe hién: Nop hd so va nhan két qua trye tiép tai BO phan tiép
nhan va tra két qua cua Uy ban nhan dan phuong, x4, thi tran noi nguoi ban, cho,
tang xe may chuyén dung thuong trd hodc yéu cau chimg thwe ngoai tru so.

¢) Thanh phan, s6 lwgng hd so:
- Thanh phan ho so:

+ Xuat trinh ban chinh hodc ban sao ¢ chimg thue Gidy chimg minh nhan dan
hodc Hd chiéu con gia tri st dung;

+Nop gidy to, vin ban ma ngudi yéu cau chung thue s& ky vao (theo mau).

* Truong hop chtng thue ngoai tru s thi nguoi yéu cau chung thye phai ndp
van ban yéu cau chtng thye ngoai tru so.

- S6 lwong ho so: 01 bo.

d) Thoi han giai quyét: Trong ngay tiép nhan yéu cdu hodc trong ngay lam viéc
tiép theo, néu tiép nhan yéu cau sau 15 gid.

d) Poi twong thwe hién thi tuc hanh chinh: Ca nhan sd hitu xe chuyén dung
theo quy dinh.

e) Co quan giai quyét thi tuc hanh chinh: Uy ban nhan dan phuong, x4, thi
tran noi ngudi ban, cho, ting xe chuyén dung dang ky thuong tri.

g) Két qua thwe hién thii tuc hanh chinh: Gidy ban, cho, ting xe may chuyén
dung da dwgc chirng thue chir ky theo mau quy dinh hodc van ban tra 101 vé viéc tir
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chéi, c6 néu 16 1y do.

h) Phi, 18 phi: 10.000 dong/trudng hop (trudng hop duge tinh 1a mot hodc nhiéu
chit ky trong mot gidy to, van ban).

i) Tén miu don, miu to khai: Mau Giay ban, cho, ting xe may chuyén ding
duge quy dinh tai Phu luc 3 ban hanh kém theo Théng tu s6 20/2010/TT-BGTVT
ngay 30/7/2010 cua B6 Giao thong Van tai.

k) Yéu ciu, diéu kién thwc hién tha tuc hanh chinh: Nhimg treong hop
khéng dugc ching thuc chir ky:

- Tai thoi diém ching thue, ngudi yéu cau chimg thue chit ky khong nhan thire
va lam chu duoc hanh vi cia minh;

- Nguoi yéu cau chung thue chir ky xuat trinh Gidy ching minh nhan dan hodc
Ho chiéu khong con gia tri st dung hodc gia mao.

1) Can cir phap ly cua thu tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16 thang 02 nam 2015 ciia Chinh phu vé
cap ban sao tir ban chinh, chimg thue chit ky va chimg thuc hop dong, giao dich (co
hiéu lyc ké tir ngay 10 nam 4 nam 2015);

- Thong tu s6 20/2015/TT-BTP ngay 29 thang 12 niam 2015 cua Bo truong Bo
Tu phap quy dinh chi tiét va huéng dan thi hanh mot s6 diéu cia Nghi dinh s6
23/2015/ND-CP ngay 16 thang 02 nam 2015 ciaChinh phu vé cap ban sao tir s6 goc,
chirmg thye ban sao tir ban chinh, ching thuc chit ky va chung thue hop dong, giao
dich (c6 hiéu luc ké tir ngay 15 thang 02 nam 2016);

- Thong tu s6 226/2016/TT-BTC ngay 11 thang 11 nam 2016 cia B6 Tai chinh
quy dinh mirc thu, ché do thu, ndp, quan 1y va st dung phi ching thue (c6 hiéu luc ké
tr ngay 01 thang 01 nam 2017);

- Thong tu s6 20/2010/TT-BGTVT ngay 30 thang 7 nam 2010 ctia B Giao thong
Van tai quy dinh vé cap, d6i, thu hoi dang ky, bién s6 xe may chuyén dung c6 tham gia
giao thong duong bd (co hiéu lyc ké tir ngay 13 thang 9 nam 2010).
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. ) ] Phu luc 3 ] A .
MAU GIAY BAN, CHO, TANG XE MAY CHUYEN DUNG
(Ban hanh kém theo Thong tw so 20/2010/TT-BGTVT ngay 30 thdang 7 nam 2010)

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

GIAY BAN, CHO, TANG XE MAY CHUYEN DUNG

Hovaténchusohtru: ... S6 CMND hodc hé chiéu: .................
NZAY CAP: oo NOT CAD: v,
Dra chi thuong trli: ...
Ho va tén dong chil S6 it (NEU CO): ....veveeeeeeeeeeeee e
bia chi thwong tra: ... S6 CMND hodc hé chiéu: .................
NZAY CAP: oo NOT CAD: v,
Hién toi dang 1a chu so hitu chiéc xe may chuyén dung nay:

Loai xe may chuyén dung: .................................... Mau Son: .....ccoooeeviiiien
Nhan hidu (MAc, KI€U): ..o, CONG SUAL: ..o
NUGC SAN XUAL: ..o, Nam san Xuat: .................
SO AONE CO™ e SO KNUNE: .o,
Kich thudce bao (dai x rdng X cao):......c.ccoceveeiienieennn., Trong luong: ................
Bién s6 dang ky (néu co):...............Ngay cap:...............Co quan cap:.........
INOT CAD: ettt e ettt

Nay t6i ban, cho, ting chiéc xe may chuyén dung nay cho 6ng ba):

Cac loai giay to kém theo bao gom:

STT 50 Clig 818\ Trich yéu noi dung No ctaé) slay Ngay cap | SO trang
1
2
3
e ongAY..thdng ... .. .ndm ... ...
Xac nhan cua chinh quyén cap xa Nguoi ban, cho, tang ky tén
no1 nguo1 ban, cho, tang dang ky thuong tru. (Ghi ro ho va tén)

(NOi dung xdc nhdn la chung thuc chit ky
cua nguoi ban, cho, tang xe mdy chuyén ding)

Ghi chii: Néu la dong chii sé hitu phdi c6 di chiv ky ciia dong chii s6 hitu.
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4. Thi tuc Chieng thue chir ky gidy ban, cho, ting xe ciia ca nhin (ap dung
ca trong truwong hop ching thwe diém chi khi ngudi yéu ciu ching thue chir ky
khéng ky dwoe va treong hop ngudi yéu ciu chieng thwe khong thé ky, diém chi
dwoe)”

a) Trinh tu thuc hién:

- Buére 1: Nguoi yéu cau chung thwe ndp hd so truc tiép tai BO phan tiép nhan
va tra két qua cua Uy ban nhan dan phuong, x4, thi tran tir thir hai dén thar sau (buodi
sang tir 07 gio 30 phat dén 11 gio 30 phat, budi chiéu tir 13 gior 00 phat dén 17 gior 00
phut) va budi sang thir bay (tir 07 gid 30 phat dén 11 gio 30 phut) hodc yéu cau
chimg thue ngoai tru sé Uy ban nhan dan phuong, x4, thi tran, néu nguoi yéu cau
chimg thye thudce dién gia yéu, khong thé di lai duge, dang bi tam giit, tam giam, thi
hanh an phat tu hoac ¢6 ly do chinh dang khac.

- Budre 2: Cong chire tiép nhan ho so kiém tra thanh phan, s6 luong ho so.

+ Truong hop hd so day du, hop 1¢ va nhan thay ngudi yéu cau ching thye minh
man, nhan thirc va 1am chu duoc hanh vi cua minh va viée ching thwe khong thude
cac treong hop khong duoc chimg thuc chir ky theo quy dinh, thi dé nghi nguoi yéu
cau chimg thye ky hodc diém chi (néu ngudi yéu cau chang thye khong ky duoc) vao
gidy to can chimg thwe va chuyén ho so cho nguoi thue hién chimg thue.

+ Truong hop nguoi yéu cau chimg thue khong thé ky, khong thé diém chi duoc
thi cong chirc tiép nhan ho so kiém tra thanh phan, s6 lwong ho so. Néu ho so day du
va hop 1é va nhan thay nguoi yéu cau chimg thyc minh man, nhan thtc va lam chu
duoc hanh vi cia minh va viéc chimg thue khéng thudc cac truong hop khong duoc
chting thyc chit ky theo quy dinh, thi ghi nhan va chuyén ho so dong thoi bao cdo
truong hop cta ngudi yéu cau ching thue cho ngudi thue hién ching thyc;

* Truong hop tiép nhan ho so sau 15 gid ma co quan thyc hién ching thuc
khong thé giai quyét va tra két qua ngay trong ngay thi ngudi tiép nhan ho so phai co
phiéu hen ghi r5 thoi gian (gio, ngay) tra két qua cho ngudi yéu cau chimg thyc;

* Truong hop ho so chua day du thi ngudi tiép nhan hd sohudng dan ngudi yéu
cau ching thue bo sung ho so theo quy dinh, hodc hudéng dan ndp ho so dén co quan

c6 tham quyén ching thye, néu ndp ho so khong ding co quan ¢6 tham quyén.

- Bwée 3: Nguoi thue hién chirng thwe thuce hién chung thucenhw sau:

*Nbi dung in nghiéng 14 n6i dung sira di, bd sung.
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+ Ghi day du 10i chang ching thuc chit ky theo mau quy dinh;

+ Ky, ghi r5 ho tén, déng dau cua Uy ban nhan dan phuong, x4, thi tran thue
hién ching thuc va ghi vao s6 chang thye.

Doi voi gidy to, vin ban co tir 02 (hai) trang trd 1én thi ghi 101 ching vao trang
cudi, néu gidy to, van ban co tir 02 (hai) to tr 1én thi phai dong dau giap lai;

* Uy ban nhan dan phuong, x4, thi tran thue hién chung thuc lwu 01 (mot) ban
giéy to, van ban da chung thuc hoac luu 01 (mot) ban chup giéy to, van ban do.
Truong hop Uy ban nhan dan phuong, x4, thi tran khong c¢6 phuong tién dé chup thi
van ban luu trit do ngudi yéu cau chimg thire cung cap;

* Trong trudng hop tir chdi ching thwe, ngudi thye hién chimg thycphai giai
thich 16 1y do bang van ban cho ngudi yéu cau ching thye.

- Buéc 4: Nguoi yéu cau chimg thye nhan két qua tai noi ndp ho so.

b) Cach thirc thwe hién: Nop hd so va nhan két qua trye tiép tai BO phan tiép
nhan va tra két qua cia Uy ban nhan dan phuong, x4, thi tran hodc yéu cau chimg
thue ngoai tru so.

¢) Thanh phan, s6 lwgng hd so:
- Thanh phan ho so:

+ Xuat trinh Ban chinh hodc ban sao ¢6 chung thye Gidy chung minh nhan dan
hodc Hd chiéu con gia tri st dung;

+ Nop gidy ban, cho, ting xema ngudi yéu cau chimg thuc sé ky vao.

* Truong hop chtng thue ngoai tru s thi nguoi yéu cau chung thye phai ndp
van ban yéu cau ching thye ngoai tru so.

- S6 lwong ho so: 01 bo.

d) Thoi han giai quyét: Trong ngay tiép nhan yéu cau hodc trong ngay lam viéc
tiép theo, néu tiép nhan yéu cau sau 15 gid.

d) Poi twgng thye hién thii tuc hanh chinh: Ca nhan s¢ hitu xe theo quy dinh.
e) Co’ quan gidi quyét thii tuc hanh chinh: Uy ban nhan dan phuong, x4, thi trén.

g) Két qua thwe hién thi tuc hanh chinh: Gidy ban, cho, ting xe di duoc
chirmg thwe chit ky hodc van ban tir chéi, co néu rd 1y do.

h) Phi, 18 phi: 10.000 dong/trudng hop (trudng hop duge tinh 1a mot hodc nhiéu
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chit ky trong mot gidy to, van ban).

i) Tén miu don, miu t& khai: Khong.

k) Yéu ciu, diéu kién thwc hién tha tuc hanh chinh: Nhimg treong hop
khéng dugc ching thuc chir ky:

- Tai thoi diém ching thue, ngudi yéu cau chimg thue chit ky khong nhan thire
va lam chu duoc hanh vi cia minh;

- Nguoi yéu cau chung thue chir ky xuat trinh Gidy ching minh nhan dan hodc
Ho chiéu khong con gia tri st dung hodc gia mao;

- Giay to, van ban ma ngudi yéu cau ching thuc ky vao ¢6 noi dung trai phap
luét, dao dirc xa hoi; tuyén truyén, kich dong chién tranh, chong ché do xi hoi chu
nghia Viét Nam; xuyén tac lich sir cua dan tdc Viét Nam; xuc pham danh du, nhan
pham, uy tin cua ca nhan, t6 chirc; vi pham quyén cong dan.

1) Can cir phap ly cua thu tuc hanh chinh:

- Nghij dinh s6 23/2015/ND-CP ngay 16 thang 02 nam 2015 ciia Chinh phu vé
cap ban sao tir ban chinh, chimg thuc chit ky va chimg thuc hop dong, giao dich (co
hiéu lyc ké tir ngay 10 nam 4 nam 2015);

- Thong tu s6 20/2015/TT-BTP ngay 29 thang 12 niam 2015 cua Bo truong Bo
Tu phap quy dinh chi tiét va huéng dan thi hanh mot s6 diéu cia Nghi dinh s6
23/2015/ND-CP ngay 16 thang 02 nam 2015 ciaChinh phu vé cap ban sao tir s6 goc,
chirmg thye ban sao tir ban chinh, ching thuc chit ky va chiang thue hop dong, giao
dich (c6 hiéu luc ké tir ngay 15 thang 02 nam 2016);

- Thong tu s6 15/2014/TT-BCA ngay 04 thang 4 nam 2014 cua B Cong an quy
dinh vé dang ky xe (c6 hiéu lyc ké tir ngay 01 thang 6 nam 2014);

- Thong tu s6 226/2016/TT-BTC ngay 11 thang 11 nam 2016 cia B6 Tai chinh
quy dinh mirc thu, ché do thu, ndp, quan 1y va st dung phi chimg thue (c6 hiéu luc ké
tr ngay 01 thang 01 nam 2017).

(Xem tiép Cong bdo s6 69 + 70)



