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VAN BAN PHAP LUAT KHAC

UY BAN NHAN DAN THANH PHO

UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO HO CHi MINH Pic 1ap - Tu do - Hanh phic
S6: 5272/QD-UBND Thanh phé Ho Chi Minh, ngéy 18 thang 11 ndm 2024
QUYET PINH

Vé viéc phé duyét quy trinh ndi bd giai quyét thi tuc hanh chinh
linh viee H$ tich thudc thim quyén tiép nhan cia Uy ban nhén din

quén, huyén va thanh phé Thi Pire

CHU TICH UY BAN NHAN DAN THANH PHO HO CHI MINH

Can cie Ludt T6 chitc chinh quyén dia phwong ngay 19 thang 6 ndm 2015; Ludt
siea doi, bo sung mot s6 diéu ciia Ludt T6 chikc Chinh phu va Ludt Tt 6 chikc chinh

quyén dia phwong ngay 22 thang 11 ndm 2019;

Cdn cir Nghi dinh s6 63/2010/NP-CP ngay 08 thang 6 ndm 2010 cia Chinh phii
vé kiém sodt thi tuc hamh chinh; Nghi dinh s6 92/2017/ND-CP ngay 07 thdng 8 ndm
2017 cua Chinh phi sira déi, b6 sung mét s6 diéu ciia cdc nghi dinh lién quan dén
kiém sodt thii tuc hanh chinh; Nghi dinh s6 61/2018/NP-CP ngay 23 thdng 4 ndm
2018 ciia Chinh phii vé thiec hién co ché mét cira, mot ciea lién théng trong gidi quyét
thii tuc hamh chinh; Nghi dinh s6 107/NP-CP ngay 06 thdng 12 ndm 2021 ciia Chinh
phi vé swa doi, bo sung mot s6 diéu cua Nghi dinh $6 61/2018/NP-CP;

Can cir Théng tw s6 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 cua Vin
phong Chinh phii vé huéng ddn thi hanh mét s6 quy dinh ciia Nghi dinh s6
61/2018/NP-CP ngay 23 thdng 4 nam 2018 ciia Chinh phii vé thuc hién co ché mét

ciea, mot cua lién thong trong gidi quyét thi tuc hanh chinh;
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Cdn cir Nghi dinh s6 45/2020/ND-CP ngay 08 thdng 4 nam 2020 ciia Chinh phii vé
thyee hién thu tuc hanh chinh trén moi truong dién ti;

Cén cir Quyét dinh s6 1802/0D-UBND ngay 27 thang 5 nam 2022 cuia Chii tich Uy
ban nhdn ddn Thanh phd vé phé duyét phwong dn tdi cdu triic, don gian héa thii tuc hanh
chinh;

Theo dé nghi cua Gidm doc S¢ Tw phdp tai To trinh s6 s6 7289/TTr-STP-VP
ngay 01 thang 11 ndm 2024.

QUYET PINH:

Piéu 1. Phé duyét kém theo Quyét dinh nay 17 quy trinh ndi bo giai quyét thu
tuc hanh chinh d3 dwoc tai cau tric theo cac phuwong an tai Quyét dinh s6 1802/Qb-
UBND ngay 27 thang 5 nam 2022 cta Chi tich Uy ban nhan dan Thanh phé thudc
tham quyén tiép nhan cia Uy ban nhan dan quén, huyén va thanh phé Tha Dirc.

Danh muc va noi dung chi tiét clia cac quy trinh ndi bd duoc dang tai trén C6ng
thong tin dién to cia Vin phong Uy ban nhan dan Thanh phd tai dia chi
http://vpub.hochiminhcity.gov.vn/portal/KenhTin/Quy-trinh-noi-bo-TTHC.aspx.

Piéu 2. Té chirc thue hién

1. Cac quy trinh ndi bd giai quyét thii tuc hanh chinh da duoc phé duyét 1a co so
dé xay dung quy trinh dién tir, thuc hién viéc tiép nhan, giai quyét va tra két qua thu
tuc hanh chinh trén Hé thong thong tin giai quyét thu tuc hanh chinh Thanh phd.

2. Co quan, don vi thuc hién thu tuc hanh chinh c6 trach nhiém:

a) Tuan thu theo quy trinh noi bd d duge phé duyét khi tiép nhan, giai quyét thi
tuc hanh chinh cho ca nhan, t6 chirc; khong tu dat thém thu tuc, gidy to ngoai quy
dinh phap luat.

b) Thudong xuyén ra soat, cip nhat cac quy trinh nodi bd giai quyét thu tuc hanh
chinh dugc phé duyét moi, stra doi, bo sung, thay thé, hity bo, bai bo khi ¢6 bién dong
theo quy dinh phap luat.

Piéu 3. Hiéu hrc thi hanh

Quyét dinh nay co6 hiéu luc thi hanh ké tir ngay ky. Bii bé quy trinh ndi bo giai
quyét thii tuc hanh chinh thi tw tir 2 dén 17 tai Quyét dinh s6 4258/QD-UBND ngay
23 thang 9 nam 2023 va thr ty 01 tai Quyét dinh s6 4258/QD-UBND ngay 23 thang
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9 nam 2023 cua Chi tich Uy ban nhan dan Thanh phé H6 Chi Minh vé viéc phé
duyét quy trinh ndi bo giai quyét thi tuc hanh chinh thudc tham quyén tiép nhan cia
Uy ban nhan dan quén, huyén va thanh phé Tha Dirc.

Piéu 4. Trach nhiém thi hanh

Chanh Vin phong Uy ban nhan dan Thanh phd, Giam doc So Thong tin va
Truyén thong, Giam doc S& Tu phap, Chi tich Uy ban nhan dan thanh phé Thu P,
quan, huyén va cac td chirc, ca nhan c6 lién quan chiu trach nhiém thi hanh Quyét

dinh nay./.

CHU TICH

Phan Van Mai



CONG BAO/SS 461+462/Ngay 01-12-2024

UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO HO CHi MINH Pic 1ap - Tu do - Hanh phic

DANH MUC QUY TRINH NOI BO GIAI QUYET THU TUC

HANH CHINH THUQC THAM QUYEN TIEP NHAN CUA UBND

QUAN, HUYEN, THANH PHO THU PUC

(Ban hanh kém theo Quyét dinh s6 5272/0P-UBND ngay 18 thdng 11 ndm 2024

ctia Chii tich Uy ban nhdn ddn Thanh phé)

STT

TEN QUY TRINH NOI BO

Linh vuec H tich

1. | Dang ky khai sinh ¢6 yéu t6 nudc ngoai

7 | Dang ky két héon co yéu té nude ngoai

3 | Pangky khai tir ¢6 yéu t6 nudec ngoai

4 | Dang ky nhan cha, me, con c6 yéu té nudc ngoai

5 Déng ky khai sinh két hop dang ky nhan cha, me, con cd yéu to nudc

ngoai

6. | Pangky giam ho c¢6 yéu to nudc ngoai

7 | Pang ky cham dit giam ho ¢ yéu to nude ngoai

8 bang ky thay ddi, cai chinh, b sung thong tin ho tich, xac dinh lai dan tc

9 Ghi vao S6 ho tich viéc !(ét hon cia cong 'dén Viét Nam d3 duoc giai quyét
" | tai co quan co6 tham quyén cua nude ngoai

10. Ghi vao So6 ho tich viéc ly hon, hiy viée két hon cua cong dan Viét Nam

da dwoc giai quyét tai co quan c6 tham quyén cua nudc ngoai
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Ghi vao S6 ho tich viéc hé tich khac cua cong dan Viét Nam da duoc giai

11. | quyét tai co quan c6 tham quyén ciia nudc ngoai (khai sinh; giam ho; nhan
cha, me, con; xac dinh cha, me¢, con; khai tir; thay déi1 ho tich)

12 | Pang ky lai khai sinh ¢6 yéu t6 nude ngoai

13 Pang ky khai sinh ¢6 yéu to nudc ngoai cho ngudi da ¢d ho so, gidy to ca
" | nhan

14. | Pang ky lai két hon c6 yéu t6 nudc ngoai

15. | Dang ky lai khai tir ¢6 yéu td nudc ngoai

16. | Xac nhan thong tin ho tich

17.

Cép ban sao trich luc ho tich
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QUY TRINH PA PUQC TAI CAU TRUC
QUY TRINH 01
Ping ky khai sinh ¢6 yéu t6 nwéc ngoai
(Ban hanh kém theo Quyét dinh s6 5272/0P-UBND ngay 18 thdng 11 ndm 2024
ctia Chii tich Uy ban nhdn ddn Thanh phé)
I. THANH PHAN HO SO
STT Tén hd so 50 Truec tiép Trg’{c
luwgng tuyén
- To khai dang ky khai sinh theo mau .
A oA A A A Nhap
(n€u nguodi cé yéu cau 1ua chon nop hod thone 6
so theo hinh thtre truc ti€p); ?Irllego mn
o1 |- Biéu mau dién tir twong tac dang ky 01 Bén chinh | huéng dan
khai sinh (do nguoi yéu cau cung cap trén C4
rén Cong
thong tin theo hudng dan trén Cong dich dich vu
vu cong, néu ngudi co yéu cau lya chon 6 g'

ndp ho so theo hinh thirc tryc tuyén)

Ngudi ¢6 yéu cau dang ky khai sinh thyc hién viéc ndp/xuat trinh (theo hinh thirc
truc tiép) hodc tai 1én (theo hinh thire truc tuyén) cac giay to sau:

A. Gidy to phai ndp

Giay chumg sinh.

Truong hop khong c6 Gidy chung sinh
thi thay thé bang vin ban ciia ngudi
lam ching xac nhan vé viéc sinh, néu

khong c6 vin ban ciia ngudi lam chirng Ban chup

thi thay thé bang van ban cam doan vé tir ban
01 | viéc sinh. 01 Ban chinh | chinh/ban

Trudong hop tré em sinh ra tai nude chinh

ngoai thi ndp Gidy chimg sinh hoic dien tur

giay to khac do co quan c6 tham quyén

nudc ngoai cap xac nhan vé viée tré em

dugce sinh ra & nudc ngoai va quan hé

me - con.

Truong hop cha hoac me hoac ca cha, Ban chup
02 |M¢ laq NEUOT roe ngoal thi phaA1 nob 01 Ban chinh | tur ban

van ban thoa thuan cua cha, me vé viéc chinh

lua chon quéc tich cho con.
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Truong hop cha, me lwa chon quéc tich
nudc ngoai cho con, thi ngoai van ban
thoa thuan lwa chon quéc tich con phai
c6 xac nhan cua co quan co tham
quyén cia nude ma tré dwge lwa chon
mang quéc tich vé viéc tré ¢o quéc tich
la phu hop quy dinh phap luat cia nuwdéc
do.
Ban
Vin ban iy quyén (duge ching thyc) chinh/b an
theo quy dinh cua phap luat trong 520 o
truong hop Uy quyén thuc hién viéc chimg 7
dang ky khai sinh. ﬂ;‘-’-"’/ban , Eran "%‘-}P
chu cod an
03 | Truong hop nguoi di dang ky khai sinh | 1 | . nhan | chinh/ban
cho tré em la 6ng, ba, ngudi than thich d6i chiéu | sao  dién
khac thi khéng phai ¢d6 van ban uy b3 , ) '
A . \ 7 an chinh | to
quyen cua cha, me tré¢ em, nhung phai cia cong
thong nhat véi cha, me tré em vé cac , -
n ha chirc tiép
no01 dung khai sinh. nhan  hé
SO
B. Giay to phai xuit trinh
H6 chiéu hoic Chung minh nhan dan
hodac Thé can cudc cong dan hodc cac
gidy to khac co dan anh va thong tin ca
nhan do co quan c¢6 tham quyén cap,
con gia tri st dung dé ching minh vé Ban chup
01 |nhan than cua nguoi co yéu cau dang 01 Ban chinh | tirban
ky khai sinh. Truong hop cac thong tin chinh
ca nhan trong cac gidy to nay di co
trong CSDLQGVDC, CSDLHTDT,
duoc hé thong dién ty dong thi khong
phai tai Ién (theo hinh thirc trie tuyén).
Giay to co gia tri chimg minh thong tin
vé cu tra trong truong hop co quan
dang ky ho tich khong thé khai thac Ban Ban
duoc thong tin vé noi cu trii cia cong chinh/ban chun/ban
02 | dan theo cac phuong thirc quy dinh tai | 01 sao ¢o sabpdién
khoan 2 Diéu 14 Nghi dinh s ching o
104/2022/ND-CP ngay 21/12/2022 cua thure
Chinh phu. Truong hop cac thong tin
vé gidy to chimg minh noi cu tra da
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duoc khai thac tir Co s& dit liéu quoc
gia vé dan cu biang cac phuong thirc
nay thi ngudi ¢6 yéu cau khong phai
xuat trinh (theo hinh thirc truc tiép)
hoic tai 1én (theo hinh thirc tryc tuyén).

03

Giay chting nhan két hon néu cha, me
da dang ky két hon. Truong hop da co
thong tin vé viéc két hén cia cha, me
trong CSDLHTDT, CSDLQGVDC thi
khong phai xuat trinh (theo hinh thuc
truc tiép) hodc tai 1én (theo hinh thirc
truc tuyén).

01

Ban
chinh/ban
sao duoc
cap tir so

gbc/ban
sao ¢o
chimg
thuc

Ban
chup/ban
sao dién
tur

04

Giay to chimg minh viéc tré em nhap
canh hop phap vao Viét Nam (nhu: ho
chiéu, gidy to co gia tri di lai qudc té,
¢6 d4u xac nhan nhap canh cua co quan
quan 1y xuat, nhap canh) va van ban
x4c nhan cua co quan cong an cd tham
quyén vé viéc tré em dang cu tra tai
Viét Nam trong trueong hop tré em sinh
ra ¢ nudc ngoai, cO cha hoac me la
cong dan Viét Nam hodc cha va me
déu 1a cong dan Viét Nam, chua dwoc
dang ky khai sinh & nude ngoai, vé cu
tru tar Viét Nam.

01

Ban chinh

Ban chup
tr ban
chinh

05

Truong hop gui ho so qua hé thong
buu chinh thi phai gui keém theo ban
sao ¢6 chung thuc cac gidy to phai xuat
trinh néu trén.

01

Ban sao

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

Noi tiép nhin va tra két qua

Thoi gian xir ly

Lé phi

Nguot co yéu cau dang ky khai sinh truc

tiép thuc hién hodc uy quyén cho nguoi
khac thue hién nop hd so truc tiép tai Bo
phan Tiép nhan va Tra két qua cia UBND
cap huyén (hodc gui hd so qua hé thong
buu chinh); hodc ndp ho so truc tuyén
trén Cong dich vu cong quéc gia

Ngay trong ngay
tiép nhan ho so,
truong hop nhan
ho so sau 15 gio
ma khong giai
quyét duoc ngay
thi tra két qua

50.000 dong/truong

hop

- Thu phi bang 0
dong treong hop nop
hd so true tuyén.

- Mién 1¢ phi d6i véi
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(https://dichvucong.gov.vn) hoac He
thong thong tin giai quyet thi tuc hanh
chinh Thanh pho HO6 Chi Minh

trong lam wviéc
ti€p theo

(https://dichvucong.hochiminhcity.gov.v

n).

tré em, ngudl thudc
ho ngheo, nguoi cao
tudi, ngudi khuyét
tat, nguoi thude gia
dinh ¢6 cong vbi
cach mang.

- Phi cap ban sao
Giay khai sinh (néu
c6 yéu cau). 8.000
dong/ban sao trich
luc/su kién ho tich da
dang ky (thuc hién
theo quy dinh tai
Thong  tu 5O
281/2016/TT-BTC
ngay 14/11/2016 cua
Bo Tai chinh).

III. TRINH TU XU LY CONG VIEC

Buéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

Bl

Nop ho
SO

Co quan,
t0 chure

Gio hanh
chinh

Theo Muc
I

Thanh phan hd so
theo Muc |

Kiém tra,
tiép nhan
ho so

Bo phan
Tiép nhan
va Tra két

qua

1/2 gio
lam viéc

BM 01
BM 02
BM 03

Tiép nhén trwe tiép:
- Truong hop ho so
day du: Lap Giay tiép
nhan hod so va hen tra
két qua; trao cho
nguoi nop hd so theo
BM 01; thuc hién tiép
budc B2.

- Truong hop ho so
chua day du, chua
chinh xac: Hudng dan
bb sung, HOAn thién
ho so dén nguoi nop
ho so va ghi 18 1y do
theo BM 02.

- Truong hop tir chdi
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Buéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

tiép nhan héd so: Lap
Phiéu tr choi tiép
nhan giai quyét hd so
theo BM 03

Tiép nhin qua Dich
vu Buu chinh vién
thong:

- Truong hop hd so
day du: Lap Giay tiép
nhan hod so va hen tra
két qua; trao cho
nguoi nop hd so theo
BM 01; thuc hién tiép
budc B2.

- Truong hop hd so
chua day du, chua
chinh xac: Hudng dan
bb sung, HOAn thién
ho so dén nguoi nop
hd so va ghi 15 1y do
theco BM 02. Thoi
gian xac dinh t6 chtc,
ca nhan da ndp ho so
hop phap, hop 1€ 1a tai
thoi diém tdé chic, ca
nhan bo sung day du
ho so theo yéu cau tai
BM 02.

- Trudng hop tir choi
tiép nhan hd so: Lap
Phiéu tr choi tiép
nhan giai quyét hd so
theo BM 03. Thong
tin cho to chuc, ca
nhan vé viéc tir chdi
hd so.

Tiép nhidn  truc
tuyén:

- Kiém tra tinh chinh
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Bude | \sidung | Trach Thoi Ho .
cong AT A . so/Biéu Dién giai
o n cong viec nhi¢m gian x
viéc mau

xac, day du, hop 18
cia hd so; kiém tra
thong tin chit ky s6 dé
dam bao tinh xac
thue, hop 1& (néu c).

- Sau khi kiém tra,
néu bao dam cac diéu
kién dé tiép nhan,
Coéng chirc Mot ctra
tiép nhan, cap ma hod
so va xur ly ho so theo
quy trinh (BM 01),
thong bao dén tai
khoan cta td chirc, ca
nhan.

- Truong hop ho so
chwa day du, ding
quy dinh thi théng
bao cho to chuc, ca
nhan qua tai khoan
cia to chtrc, ca nhan
qua Hé thong thong
tin giai quyét thi tuc
hanh chinh Thanh phé
va huong dan day du,
cu thé dé to chuc, ca
nhan bo sung hd so
theo yéu cau (BM 02).
=> Thoi gian tiép
nhan chinh thuc hoac
yéu cau chinh stra, bd
sung khéng mudn hon
08 gio lam viéc ké tir
khi hé théng tiép
nhan, tror thr 7, chu
nhat.

- Truong hop tir chdi
nhan ho so: thong bao
cho t6 chirc, ca nhan
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Buéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

thong qua tai khoan
cua to chirc, ca nhan
qua Hé thong thong
tin giai quyét thu tuc
hanh chinh Thanh
phd, néu r5 1y do tir
chdi giai quyét hd so
thu tuc hanh chinh
(BM 03).

Quét (scan) tai ligu,
luu trit ho so dién tu
trong truong hop ho
so nop truc tiép hoic
qua duong buu dién.
Tiép nhan hd so va
chuyén cong chire thu
ly hé so ciua Phong
Tu phap.

B2

Tham dinh
ho so, dé
xuat két
qua giai

quyét
TTHC

Céng churc
thu 1y hd
so Phong
Tu phap

03 gio
lam viéc

Theo Muc
I

BM 01

Du thao
két qua:
Giay khai
sinh

Coéng churc lam cong
tac ho tich tham tra hod
so (tham tra tinh
thong nhat, hop 1¢ cua
cac thong tin trong hd
so, gidy to, tai liéu do
ngudi yéu cau ndp,
xuat trinh hoic dinh
kém) dé& xuat hudng
giai quyét:

+ Truong hop ho so
day du, hop 1&, dung
quy dinh: cong chuc
lam cong tac hd tich
thuc hién viéc ghi ndi
dung vao SO ding ky
khai sinh, cap nhat
thong tin dang ky khai
sinh va luu chinh thire
trén Phan mém dang
ky, quan ly hd tich
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Bube | \sidung | Trach Théi Ho g s
cong Ao oA . so/Biéu Dién giai
o n cong viec nhi¢m gian x
viéc mau
dién qtﬁ’ dung chung,
chuyén thong tin dén
CSDLQGVDC de lay
SO diph danh ca nhan;
in Giay khai sinh, trinh
Lanh dao Phong Tu
phap xem x&t.
+ Truong hop hd so
khéng dam bao theo
quy dinh: Du’ thao Vér}
ban tfr‘ cho1 hoac bod
sung ho so.
Xem xét hd so, phé
Theo Muc 2 ’
. Lanh dao . Y duyét phiéu trinh, ky
Xem xét, . 02 giv I 4 < L
B3 trinh kv Phong Tu 14m vidc HA nhay két qua, trinh
Y phap : OSO | Lanh dao UBND phé
trinh duve
uyet
Lanh dao Theo Muc | Lanh dao UBND xem
, A “ 02 gio I x¢ét ho so, phé duyét
B4 Ky duyét UBNDA cap | 4 viée Hdso | Két qua
huyén N
trinh
‘ Cho s0, vao so, dong
Ban hanh Van thq 12 ity Ho soda | dau, banq hélph van
B5 . UBND cap | ,, g.A duogc phé | ban, chuyén hé so cho
van ban R lam viéc ~ NN A
huyén duyét Bo phan Tiép nhan va
Tra két qua.
- Thuc hién s,6' h@a két
Tra két qua va ky sO0 két qua
qua, lru B6 phén Lera hd so giai quyét thu tuc
B6 ho so, Ti€p nhan Theo th;lo e hanh chinh da du’()c
théng k& | va Trakét | Giy hen ¢ 156 héa theo quy dinh.
\ ) \Y% . 1A \
va theo qua - Tra két qua cho
doi cong dan.

- Théng ké, theo dai.
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IV. BIEU MAU

Cac biéu mau st dung tai cac budc cong viéce:

STT | Mai hiéu Tén biéu miu
1 BM 01 |Mau Giay tiép nhan ho so va hen tra két qua.
2 BM 02 | Mau Phiéu yéu cau bd sung, HOAn thién ho so (néu o)
3 BM 03 | Mau Phiéu tir chdi tiép nhan giai quyét ho so (néu co)
4 BM 04 | To khai dang ky khai sinh

V.HO SO CAN LUU

STT | Mi hiéu Tén biéu miu
BM 01 | Mau Gidy tiép nhan ho so va hen tra két qua.
BM 02 | Mau Phiéu yéu cau bd sung va HOAn thién hé so (néu o)
BM 03 | Mau Phiéu tir chdi tiép nhén giai quyét ho so (néu co)
BM 04 | To khai dang ky khai sinh
BM 05 | Gidy khai sinh (ban chup)

// Giay chimg sinh hodc gidy to thay thé gidy ching sinh

~N | N || W N[

// Céc ho so khac néu co theo vin ban phap quy hién hanh

VI. CO SO PHAP LY

- Luat HO tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét
mot sd diéu va bién phap thi hanh Luat Hé tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phii quy dinh vé Co s&
dit liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phu sta d6i, bo sung
mot sd diéu cta cac nghi dinh lién quan dén viéc ndp, xuét trinh s6 ho khau, s6 tam tra
giéy khi thyre hién thu tuc hanh chinh, cung cép dich vu cong;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ciia 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 15/11/2015 cua Chinh phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat
Ho tich;

- Théng tu s6 01/2022/TT-BTP ngay 04/01/2022 cua Bo trudmg BO Tu phap quy
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dinh chi tiét mot so diéu va bién phap thi hanh Nghi dinh s6 87/2020/ND-CP ngay
28/7/2020 cua Chinh phu quy dinh vé Co s dit 1iéu ho tich dién tu, dang ky ho tich truc

tuyen;

- Théng tu s6 03/2023/TT-BTP ngay 02/8/2023 ciia Bo trudng Bo Tu phép stra doi,
bd sung mot s6 ndi dung cua Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 cua Bo
truong Bo Tu phap quy dinh chi tiét mot s6 diéu va bién phap thi hanh Nghi dinh s6
87/2020/ND-CP ngay 28/7/2020 ctia Chinh phu quy dinh vé Co so dit liéu ho tich dién
tur, dang ky hd tich true tuyén;

- Théng tu s6 04/2024/TT-BTP ngay 06/6/2024 ciia BO trudong Bo Tu phap sta doi,
bo sung mot sé diéu cua Thong tu s6 02/2020/TT-BTP ngay 08/4/2020 cua Bo trudng
B6 Tu phap ban hanh, hudéng dan sir dung, quan 1y mau s6 quoc tich va mau gidy to vé
quéc tich va Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo trudng 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 15/11/2015 ciia Chinh phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh
Luat Ho tich;

- Thong tu s6 32/2017/TT-BTTTT ngay 15/11/2017 cua B Thong tin va Truyén
thong quy dinh vé viéc cung cap dich vu cong truc tuyén va bao dam kha ning truy cp
thuan tién doi voi trang thong tin dién tir hodic cong thong tin dién tir cua co quan nha
nuwoc;

- Thong tu s6 01/2023/TT-VPCP ngay 05/4/2023 ciia Vin phong Chinh phu quy
dinh mot s6 nodi dung va bién phap thi hanh trong s6 hoa ho so, két qua giai quyét thu
tuc hanh chinh va thue hién thu tuc hanh chinh trén méi1 trudong dién tir;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ctia Bo trudng Bo Tai chinh quy
dinh mrc thu, ché do thu, ndp, quan 1y va st dung phi khai thac, st dung thong tin trong
Co so dir liéu hé tich, phi xac nhan c6 quéc tich Viét Nam, phi xac nhan 1a nguoi géc
Viét Nam, 1€ phi quéc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo truong Bo Tai chinh
huéng dan vé phi va 1é phi thudc tham quyén quyét dinh cua Hoi dong nhan dan tinh,
thanh phé truc thudce Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 ciia B truong Bo Tai chinh stra
doi, bo sung mot s6 diéu cia Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ciia Bo Tai
chinh huéng dan vé phi va 1¢ phi thudc tham quyén quyét dinh cua Hoi dong nhan dan
tinh, thanh phé true thudc Trung wong;
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- Nghi quyét s6 124/2016/NQ-HDND ngay 09/12/2016 cua Hoi dong nhan dan
Thanh pho vé cac loai phi va 16 phi trén da ban Thanh phé HS Chi Minh;

- Quyét dinh s6 52/2016/QD-UBND ngay 10/12/2016 cta Uy ban nhan dan Thanh
phé ban hanh mirc thu 10 loai phi va 7 loai 1€ phi trén da ban Thanh phé H6 Chi Minh;

- Nghi quyét s6 07/2024/NQ-HPND ngay 19/5/2024 cua Hoi dong nhan dan
Thanh phé quy dinh mire thu 1¢ phi trong thuc hién thu tuc hanh chinh 4p dung dich vu
cong truc tuyén trén da ban Thanh phd HS Chi Minh;

- Quyét dinh s6 1079/QD-BTP ngay 11/6/2024 cta Bo trudong Bo Tu phap vé viéc
cong b6 thit tuc hanh chinh duoc sira d6i, bd sung trong linh virc ho tich thure hién tai Co
quan dang ky ho tich thudc pham vi chirc nang quan ly cua Bo Tw phap.
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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¢ voi1 ngudi dugce khai Sinh: ...

Pé nghi Coquan diing ky khai sinh cho ngudi dwéi day:

Ho, chilt d€m, t€N: ...
Ngay, thang, ndm sinh: ..................ooooeiiiii ghi bANg Chill: ....ovoveeeeceeeee e,
Gioitinh:....oooeeeeeee, Dantoc:......covvveveeeeeennnnn. Quéc B1CH: o
NOT SIIR: e
QUE QUAIL ..ottt ettt e et e ettt e tb e s ae et be e tbe e eaae e eenes
Ho, chit dé€m, t€n N@WOT ME: ...
Nam sinh: O Dantoc: @ ..o, Quéc tich: @ ...
INOT CU T @) ettt
GIAY 0 Y ThAN: oot e et
Ho, chir dém, tén ngudi cha: ...

Nam sinh: O Dan toc: @ Quéc tich: @ ...
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GHAY 10 TV ThAN: @)oot

Théng tin vé Gidy chitng nhdn két hon ciua cha, me tré (néu cha, me tré da PKKH):
S6:........ , Quyénso: ... , dang ky ngay....thang....ndm ......... Qoo
T6i cam doan nodi dung dé nghi dang ky khai sinh trén day 1a dung su that, duoc su thoa
thuan nhat tri cta cac bén lién quan theo quy dinh phap lut.
T6i chiu HOAn toan trach nhiém try6e phap ludt vé ndi dung cam doan ciia minh.

Lamitgi: ................., 0g4y ........... thang ......... A ..............

Ngudi yéu ciu
(Ky, ghi 10 ho, chii dém, tén)

Dé nghi cip ban sa0®: Co D, Khong []
S6 luong:....... ban
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Chii thich:
() Ghi 15 tén Co quan ding ky khai sinh.

@) Chi ghi trong trirong hop nguwoi cé yéu cau ddang ky ho tich chica ¢é/khong cung cdp
s6 dinh danh cd nhdn/cdan cude cong ddan/thé cdan cuedc/chisng minh nhdn ddn; khong cung

cdp day di thong tin ngay, thang, ndm sinh.

Triomg hop phdi cung cdp thong tin “Noi cw trit” thi ghi theo noi ddng ky tthirong
trii; néu khong cé noi dang ky tthwong trii thi ghi theo noi ddng ky tam trii; truong hop

khong co6 noi dang ky tthirong tru va noi ddang ky tam trii thi ghi theo noi ¢ hién tqi.

@ Ghi s6 dinh danh cd nhdan/cin cuée cong dan/thé can cuwde (vi du: Cdn cude cong
ddn s6 025188001010 do Cuc Canh sat QLHC vé TTXH cdp ngay 20/11/2021). Treong hop
khong c6 s6 dinh danh cd nhdn/cdn cwée cong ddn/thé cdn cwée thi ghi gidy to hop 1é thay

thé (ho chiéu, chitng minh nhdn dan,...).

“ Trudng hop sinh tai Co s¢' v té thi ghi 16 tén Co sé' y té va va da chi tru s& Co sd'y t€ do.

Vi du: - Bénh vién Phu san Ha N1, duong La Thanh, pthuong Ngoc Khanh, quan Ba
Dinh, Ha Noi.

- Tram y té xd Pinh Bang, huyén Tir Son, tinh Bic Ninh.

Truong hop sinh ra ngoai Co s y té thi ghi da danh cia 03 cap hanh chinh (xa, huyén,
tinh), noi sinh ra.

Vi du: x3 Binh Bang, huyén Tir Son, tinh Bac Ninh.
®)Ghi day da ngay, thang sinh cia cha, me (néu co).

6 A - r A \ A A r A A A o \ s~ A
© Pé nghi d¢anh ddu X vao 6 néu c6 yéu cau cap ban sao va ghi 15 sb luong.
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QUY TRINH PA PUQC TAI CAU TRUC

QUY TRINH 02

Ping ky két hon c6 yéu té nwéc ngoai
(Ban hanh kém theo Quyét dinh s6 5272/0P-UBND ngay 18 thdng 11 ndm 2024
ctia Chii tich Uy ban nhdn ddn Thanh phé)

I. THANH PHAN HO SO

STT Tén hd so 50 | Trwe | Trye
lwgng | tiép tuyen
- To khai dang ky két hon theo mau, co du Nha
théng tin cia hai bén nam, nit. Hai bén nam, ni tho alt).
co thé khai‘ chung vao mot To khai déng ky két %Illg n
hon (np ho so theo hinh thire truc ti€p); Ban theo
01 2 5 .. . 01 ) hudng dan
- Bidu méu dién tir twong tac dang ky ket hon chinh trén Céng
(do nguot yéu cau cung cap thong tin theo dich vu
hudng dan trén Cong dich vu cong, ho so theo &:Gng'

hinh thtrc truc tuyen)

Nguoi co yéu cau dang ky két hon thue hién viée nép/xuét trinh (theo hinh thurc truc
ti€p) hodc tai 1én (theo hinh thure truc tuyén) cac giay to sau:

A. Gidy to phai ndp

Ban chup
Giay xac nhan cia to chtrc y té ¢6 tham quyén tir ban
cua Viét Nam hodc nuéc ngoai xdc nhén céc Ban chinh/ban

01 |bén két hon khong mac bénh tdm than hodc| 01 hinh chinh
bénh khac ma khoéng c6 kha nang nhan thirc, chin dién tir
lam chu duoc hanh vi cia minh theo quy

dinh
Gidy to ching minh tinh trang hén nhan cua
ngubi rrlu’éfc‘ngoa‘i ‘do,co‘f quan c? thém guyér} Ban chup
cua nudc ma ngudi do la cong dan cap con gia tir ban
tr1 st dung, xac nhan hién tai nguol do khoéng chinh/ban
cO vo hoac khong c6 chong; truong hop nude Ban ,

02 N, Lo, N . . 01 ‘ chinh
ngoai khong cap xac nhan tinh trang hén nhan chinh o
thi thay bang giay to do co quan ¢6 tham quyén dién tur
nude ngoai xac nhan nguoi d6 c¢6 du diéu kién thz?n%uy

két hon theo phap luét nude do.
Gia tri st dung cua gidy to ching minh tinh
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trang hon nhan cua nguwdl nude ngoai dugc xac
dinh theo thoi han ghi trén giay to d6. Truong
hop gidy to chimg minh tinh trang hén nhéan
khong ghi thoi han sir dung thi gidy to& ndy va
gidy xac nhan cia to chirc y t& co gia tri trong
thoi han 06 thang, ké tir ngay cap.
Nguoi nude ngoai, cong dan Viét Nam dinh cu ,
; . ‘e b A , N - X A Ban ,
03 | & nude ngoai phai nop ban sao ho chiéu/giay to| 01 Ban chup
c6 gi4 tri thay thé ho chiéu. 540
Giay xac nhan tinh trang hén nhan cia cong Ban chup
dan Viét Nam cu tra trong nude. Truong hop tir ban
04 dd c6 thong tin tinh trang hon nhan trong 01 Ban | ot ban
CSDLHTDT, CSDLQGVDC thi khéng phai chinh chinh
xuat trinh (theo hinh thirc truc ti€p) hoac tai 1én o
(theo hinh thire truc tuyén). di¢n tir
Coéng dan Viét Nam (15 ly hép hoac hiy viée két Ban
hén tai co quan ¢6 thdm quyén nude ngoai phai Ban | chup/ban
05 | ndp ban sao trich luc ho tich vé€ viéc da ghi vao 01 N
s0 viée ly hon hodc huy viée két hon trai phap 540 saotg‘len
luat (ban sao trich luc ghi chdi Iy hon); v
Coéng dan Viét Nam la cong churc, vién chire
hoac dang phuc vu trong luc lwong vii trang Ban Ban chup
06 | phai ndp van ban cua co quan, don vi quan ly | 01 hinh tr ban
xac nhan viéc nguol dé két hon vor nguoi nude chin chinh
ngoai khong trai vél quy dinh ctia nganh do;
Truong hop ngudi yéu cau dang ky két hon
dang cong tac, hoc tap, lao dong co thoi han & Ban chup
o7 | muoc ngoai thi phai ndp Gidy xac nhan tinh Ban | turban
trang hon nhan do Co quan dai dién ngoai giao, chinh | chinh
Co quan dai dién lanh sy cia Viét Nam & nudce
ngoai cap.
B. Gidy t& phai xuit trinh
H6 chiéu hodc chtirng minh nhan dan hoac thé
can cude cong dan hodc cac gidy to khac co dan
anh va thong tin ca nhan do co quan co tham Ban chup
01 quyen cap, con gia tri sit dung d¢ ching minh 01 Ban & ban
v€ nhan than cua céng dan Viét Nam. Truong chinh chinh

hop cac thong tin ca nhan trong cac gidy to nay
da co trong CSDLQGVDC, CSDLHTDT, duoc
hé thong dién tw dong thi khong phai tai 1én
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(theo hinh thire truc tuyén)

02

Ngudi nude ngoai xuat trinh ban chinh ho chiéu
dé chirmg minh vé nhan than; truong hop nguoi
nude ngoai khong ¢o ho chiéu dé xuat trinh thi
c6 thé xuat trinh gidy to di lai qudc té hodc thé
cu tru.

01

Ban
chinh

Ban chup
tur ban
chinh

03

Gidy to ¢6 gia trj ching minh thong tin vé cu
tra trong truong hop co quan dang ky ho tich
khong thé khai thac duoc thong tin vé noi cu tri
cua cong dan theo cac phuong thirc quy dinh tai
khoan 2 Diéu 14 Nghi dinh s6 104/2022/ND-
CP ngay 21/12/2022 cua Chinh phu. Truong
hop cac thong tin vé gidy to ching minh noi cu
tra da duoc khai thac te Co so dir liéu quéc gia
vé dan cu bang cac phuong thirc nay thi nguoi
c6 yéu cau khong phai xuat trinh (theo hinh
thue truc tiép) hodc tai 1én (theo hinh thirc true

01

Ban
chinh

Ban
chup/ban
sao dién
tur

tuyén).

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

Noi tiép nhin va tra két
qua

Thoi gian xwr ly

Lé phi

Ngudi c¢6 yéu cau dang ky
két hon nop ho so truc tiép
tai B phan Tiép nhan va
Tra két qua cia UBND cép
huyén; hodc nop hd so trye
tuyén trén Cong dich wvu
cong quoc gia
(https://dichvucong.gov.vn)
hoac Hé théng thong tin giai
quyét thu tuc hanh chinh
Thanh phé HS Chinh
(https://dichvucong.hochimi
nhcitv.gov.vn) (bén nam
hodc bén nit ¢ thé ndp hod
so ma khong can co vin ban
ly quyén cua bén con lai)

15 ngay, ké tr ngay
nhan da ho so hop
1€.

1.000.000 dong/ truong

hop.
- Thu phi bang 0 dong trurong
hop nop ho so true tuyén.
- Mién 1& phi d6i véi nguoi
thuéc ho ngheo, nguol cao
tudi, nguoi khuyét tat, ngudi

thuoc gia dinh c6 cong voi
cach mang.

- Phi cép ban sao Trich luc két
hén (néu c6 yéu cau): 8.000
déng/bém sao trich luc/su kién
hé tich da dang ky (thuc hién
theo quy dinh tai Thong tu s6
281/2016/TT-BTC ngay
14/11/2016 cua Bo Tai chinh).




24 CONG BAO/S6 461+462/Ngay 01-12-2024
III. TRINH TU XU LY CONG VIEC
" Noi A
Buoe | qung | Trich | Thoi Ho P
cong A oA . so/Biéu Dién giai
vige | SOng | mhigm | gian | S
: viéc
Nophd | Co quan, | Giorhanh | Theo Muc | Thanh phan hd so theo
SO to chirc chinh I Muc |
Tiép nhén truc tiép:
- Trudmg hop hd so day
du: Lap Giay tiép nhan ho
so va hen tra két qua; trao
cho nguoi ndp ho so theo
BM 01; thuc hién tiép
budc B2.
- Trudong hop hd so chua
day du, chua chinh xéc:
Huéng dan bo sung,
HOAn thién hd so dén
nguoi ndp hd so va ghi 18
ly do theo BM 02.
- Truong hop tur chéi, tiép
2 o nhan ho so: Lap Phi€u tu
Bl Kle.H} B? phaP . BMOL | chéi tiép nhan giai quyét
tra, 6iép | Tiep mhan | 122 ngay | pprg5 | b so theo BM 03,
nhan ho | va Tra két | 1lam viéc X R P
SO qua BM 03 | Tiép nhan tryce tuyén:

- Kiém tra tinh chinh xac,
day du, hop 1& cua hd so;
kiém tra thong tin chit ky
s6 dé dam bao tinh xac
thwe, hop 1€ (néu co).

- Sau khi kiém tra, néu
bao dam cac diéu kién dé
tiép nhan, Cong chire Mot
cira tiép nhan, cap ma ho
so va xur ly hd so theo quy
trinh (BM 01), thong bao
dén tai khoan cua to chirc,
ca nhan.

- Truong hop hd so chua
day du, dang quy dinh thi
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Buwéc
cong
viéc

Noi
dung
cong
viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

thong bao cho to chtc, ca
nhan qua tai khoan cua to
chirc, ca nhan qua HE
thong thong tin giai quyét
thu tuc hanh chinh Thanh
pho va huéng dan day du,
cu thé dé t6 chuc, ca nhan
bd sung hd so theo yéu
cau (BM 02).

=> Thoi gian tiép nhan
chinh thurc hodac yéu cau
chinh sira, bo sung khong
muon hon 08 gid lam viéc
ké tr khi hé thong tiép
nhan, trir thtr 7, chu nhat.

- Truong hop tir chdi nhan
hd so: théng bao cho to
chirc, ca nhan thong qua
tai khoan cta t6 chuc, ca
nhan qua Hé thong thong
tin giai quyét thi tuc hanh
chinh Thanh phd, néu 15
1y do tir chéi giai quyét hod
so thu tuc hanh chinh (BM
03).

Quét (scan) tai li€u, luu
trit hd so dién to trong
truong hop ho so nop truc
tiép.

Tiép nhian ho so va
chuyén cong chie thu ly
ho so ciia Phong Tu phap.

B2

Tham
dinh ho
so, dé
xuat két
qua giai

Coéng chirc
thu 1y hd
so Phong
Tu phap

06 ngay
lam viéc

Theo Muc
I

BM 01
Du thao

Céng chirc 1am céng tac ho
tich tham tra ho so (tham
tra tinh théng nhét, hop 1€
ciia cac thong tin trong ho
so, gidy to, tai liéu do
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" Noi A
Buoe | qung | Trich | Thoi Ho, P
cong A oA . so/Biéu Dién giai
. n cong nhiém gian x
viéc " mau
: viéc
quyét két qua: |ngudi yéu cau ndp, xuat
TTHC Giay trinh hoac dinh kem) dé
chang | xuat hudng giai quyet:
nhﬁ{l ket |4 Truong hop hd so ddy
on du, hop 1¢, dung quy dinh:
cong chirc lam cong tac ho
tich thuc hién viéc ghi ndi
dung vao S6 dang ky két
hoén, cap qhét thong tin
dang ky két hon va luu
chinh thirc trén Phan mém
dang ky, quan ly ho tich
dién tir dung chung; in
Giay chung nhan két hon,
trinh Lanh dao Phong Tu
phap xem x&t.
+ Truong hop ho so khong
dam bao theo quy dinh:
Du thao van ban tir choi
hodc bd sung ho so.
Theo Muc it hod & &
Xem | Lanh dao ‘ . Xgr? xet‘ ho 0, pher duygt
. . 02 ngay phiéu trinh, ky nhay két
B3 x¢&t, Phong Tu | ;.= = . 1 1m
. , : lam viéc Hdso | qua, trinh 1anh dao UBND
trinh ky phap n o
trinh pheé duyét
) Lanh dao . TheoIMuc L?mh dao UBND xem xét
B4 KyA UBND 92 ngay ho so, phé duyét két qua
duyét X ~. | lam viéc Hb so
cap huyén
trinh
Ban | vanthe |, | HOsoda | oo
B5S | hanh | UBND | ~"8% | dugcphe |3 Lo S
van ban | c4p huyén lam viéc duyét ho so cho B phan Tiép
' ' nhan va Tra két qua.
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" Noi A
Bude | qung | Trich | Thei Ho .
cong A oA . so/Biéu Dién giai
o n cong nhi¢m gian x
viéc " mau
: viéc
- Thuc hién s6 hoa két qua
Tra két va ky so két qua giai quyét
quél, wu| B ,6 phan Lo b <o tdhu tucA hﬁr}h (ﬁnnh da
B6 hoso, | Tiepnhan | Theo theo muc ‘,I%C 0 hoa theo quy
théng | va Tra két | Gidy hen v dinh.
ké va qua - Tra két qua cho cong
theo doi dan.
- Théng ké, theo doi.
IV. BIEU MAU
Cac biéu mau sir dung tai cac budc cong viéce:
STT | Mi hiéu Tén biéu miu
1 BM 01 | Mau Gidy tiép nhan hd so va hen tra két qua.
2 BM 02 | Mau Phiéu yéu cau b6 sung, HOAn thién ho so (néu co)
3 BM 03 | Mau Phiéu tir chdi tiép nhan giai quyét hd so (néu co)
4 BM 04 | To khai dang ky két hon
V.HO SO CAN LUU
STT | Ma hiéu Tén biéu miu
1 BM 01 | Mau Gidy tiép nhan hd so va hen tra két qua.
2 BM 02 | Mau Phiéu yéu cau b6 sung va HOAn thién hd so (néu c6)
3 BM 03 | Mau Phiéu tir chéi tiép nhén giai quyét hd so (néu co)
4 BM 04 | To khai dang ky két hon
5 BM 05 Giay chimg nhan két hon (ban chup)
6 // Céc ho so khac néu co theo van ban phap quy hién hanh

VL. CO SO PHAP LY
- Luat HO tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét
mot sd diéu va bién phap thi hanh Luat Hé tich;
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- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phii quy dinh vé Co s&
dit liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phu stra d6i, bo sung
mot sd diéu cua cac nghi dinh lién quan dén viéc ndp, xuét trinh s6 ho khau, s6 tam tra
gidy khi thie hién thi tuc hanh chinh, cung cap dich vu cong;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ciia 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 15/11/2015 cua Chinh phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat
Ho tich;

- Théng tu s6 01/2022/TT-BTP ngay 04/01/2022 cua Bo trudmg BO Tu phap quy
dinh chi tiét mot so diéu va bién phap thi hanh Nghi dinh s6 87/2020/ND-CP ngay
28/7/2020 cua Chinh phu quy dinh vé Co s dit 1iéu ho tich dién tu, dang ky ho tich truc

tuyen;

- Thong tu s6 03/2023/TT-BTP ngay 02/8/2023 cua Bo truong B Tu phap stra doi,
bo sung mot s6 ndi dung cua Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 cua Bo
truong Bo Tu phap quy dinh chi tiét mot s6 diéu va bién phap thi hanh Nghi dinh s6
87/2020/ND-CP ngay 28/7/2020 ctia Chinh phu quy dinh vé Co so dit liéu ho tich dién
tur, dang ky hd tich truc tuyén;

- Thong tu s6 04/2024/TT-BTP ngay 06/6/2024 cua Bo truong Bo Tu phap stra doi,
bo sung mot sé diéu cua Thong tu s6 02/2020/TT-BTP ngay 08/4/2020 cua Bo trudng
B6 Tu phap ban hanh, hudng dan sir dung, quan 1y mau s6 quoc tich va mau gidy to vé
quoc tich va Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo truéng 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 15/11/2015 ciia Chinh phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh
Luat Ho tich;

- Thong tu s6 32/2017/TT-BTTTT ngay 15/11/2017 cua B Thong tin va Truyén
thong quy dinh vé viéc cung cap dich vu cong truc tuyén va bao dam kha nang truy cap
thuan tién doi voi trang thong tin dién tir hodic cong thong tin dién tir cua co quan nha
nuwoc;

- Thong tu s6 01/2023/TT-VPCP ngay 05/4/2023 ciia Vin phong Chinh phu quy
dinh mét s6 noi dung va bién phap thi hanh trong s6 hoa ho so, két qua giai quyét thu
tuc hanh chinh va thuc hién thu tuc hanh chinh trén méi tredng dién tur;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ciia Bo truong Bo Tai chinh quy
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dinh mtc thu, ché d6 thu, ndp, quan 1y va str dung phi khai thac, sir dung thong tin trong
Co s¢ dir 1i€u ho tich, phi xac nhan cé quéc tich Viét Nam, phi xac nhan la nguoi géc
Viét Nam, 1¢ phi quéc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo truong Bo Tai chinh
huong dan vé phi va 1¢é phi thudc tham quyén quyét dinh cua Hoi dong nhan dan tinh,
thanh pho truc thudc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 ciia B truong Bo Tai chinh stra
d6i, bo sung mot s6 diéu cia Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ciia Bo Tai
chinh huéng dan vé phi va 1¢ phi thudc tham quyén quyét dinh cua Hoi dong nhan dan
tinh, thanh phé trie thudc Trung wong;

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

- Quyét dinh s6 52/2016/QD-UBND ngay 10/12/2016 cua Uy ban nhan dan Thanh
phé ban hanh mirc thu 10 loai phi va 7 loai 1€ phi trén da ban Thanh phé H6 Chi Minh;

- Nghi quyét s 07/2024/NQ-HDND ngay 19/5/2024 cia Hoi dong nhan dan
Thanh phd quy dinh mirc thu 1¢ phi trong thyc hién thii tuc hanh chinh ap dung dich vu
cong trie tuyén trén da ban Thanh phé H6 Chi Minh;

- Quyét dinh s6 1079/QD-BTP ngay 11/6/2024 cta Bo trudong Bo Tu phap vé viéc
cong b6 thit tuc hanh chinh duoc sira d6i, bd sung trong linh virc ho tich thure hién tai Co
quan dang ky ho tich thudc pham vi chirc nang quan ly ciia B6 Tu phap.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phic

TO KHAI PANG KY KET HON o
(D

Thong tin Bén nir Bén nam

Ho, chir dém, tén

Ngay, thang, ndm sinh
Dan toc )
Quéc tich®

Noi cu tra ¥

Gidy to tuy than ©

Két hon lan thir may

Chung t6i cam doan nhiing 10i khai trén ddy 1a ding su that, viéc két hén ciia ching t6i 13 tu
nguyén, khong vi pham quy dinh ctia Luat hon nhan va gia dinh Viét Nam.

Chung t6i chiu HOAn toan trach nhiém trudc phap ludt vé ndi dung cam doan cia minh.

Pé nghi Quy co quan ding ky.

..................................... ,ngay .............thang ............
nam...............
Bén nir Bén nam
(Ky, ghi 18 ho, chit d€m, tén) (Ky, ghi 10 ho, chit d€m,
tén)

SO luong:....... ban
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Chu thich:

@ Treong hop lam thi tuc dang ky két hon c6 yéu 16 nwde ngodi, thi phai dan anh
cua hai bén nam, nir.

@ Ghi ré tén co quan ddng ky két hon.

@ Chi ghi trong trieong hop ngiedi ¢é yéu cau dang ky ho tich chira c6/khong cung cdp
s6 dinh danh cd nhdw/cdn cude cong dan/thé cdn cwée/chirng minh nhdn dan.

Triomg hop phai cung cdp thong tin “Noi cu trit” thi ghi theo noi déing ky thuong tri;
néu khong cé noi ddng ky thuwong trii thi ghi theo noi ddng ky tam trii; trieong hop khong cé
noi dang ky thuong trii va noi dang ky tam trii thi ghi theo noi ¢ hién tai.

® Ghi s6 dinh danh cd nhdan/cdn cudc cong ddan/thé cdan cuée (vi du: Can cude cong
ddn s6 025188001010 do Cuc Canh sat QLHC vé TTXH cdp ngay 20/11/2021). Trwong hop
khong c6 s6 dinh danh cd nhdn/cdn cwée cong ddn/thé cdn cwée thi ghi gidy to hop 1é thay

thé (ho chiéu, chitng minh nhdn dan,...).

6, P . r A \ A A rooA A A ’ N .o~ A
© pé nghi danh ddu X vao 6 néu cé yéu cau cdp ban sao va ghi o s6 heong.
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QUY TRINH PA PUQC TAI CAU TRUC

QUY TRINH 03

Ping ky khai tir c6 yéu t6 nwée ngoai
(Ban hanh kém theo Quyét dinh s6 5272/0P-UBND ngay 18 thdng 11 ndm 2024
ctia Chii tich Uy ban nhdn ddn Thanh phé)

I. THANH PHAN HO SO

STT Tén hd so 50 Truec tiép Trg’{c
luwgng : tuyén
- To khai dang ky khai tir theo mau (néu .
s oA X A A Nhap
nguodt ¢6 yéu cau lua chon ndp hd so hono fi
theo hinh thurce truc tiép); t ?}Illegotm
01 |- Bifu mau dién tr tuong tic dang ky | 1 | Ban chinh | huéng dan
khai tor (do nguoi yéu cau cung cap A A
trén Cong
thong tin theo hudng dan trén Cong dich dich vu
vu cong, néu ngudi co yéu cau lya chon ééng‘

nop ho so theo hinh thire truc tuyen),

Nguoi co yéu cau dang ky khai tir thue hién viéc nép/xuét trinh (theo hinh thuc truc

tiép) hodc tai 1én (theo hinh thire tryc tuyén) cac gidy to sau:

A. Gidy to phai ndp

Ban chup
tr ban
chinh/ban
01 Giay bao tir hodc gidy to thay the Glay 01 Ban chinh chinh
bao tir do co quan c6 tham quyén cap N
dién to
theo quy
dinh
iy L Ban ch
Q1éy to, tai hé}l, chl'mg cu ,do cO' quan, tir bérlilp
té chirc co6 tham quyén cap hodc xac . ,
han hop 16 chi b su kién chét chinh/ban
o2 |T)an 1op ‘e cthg minh Sw KIGN CACl) o) | gay chinh | chinh
do1 voi truong hop dang ky khai tir cho dicn t
ngudi chét da lau, khong co Gidy bao hlen tu
tir hodc gidy tor thay thé Gidy bao tur. theo quy
dinh
Vin ban iy quyén (duge ching thyc) Ban Ban chup
03 |theo quy dinh cia phdp luat trong| 01 chinh/ban | tirban
truong hop uy quyén thuc hién viéc Sa0 cO chinh
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dang ky khai tt. Truong hop ngudi ¢o
trach nhiém dang ky khai tr Gy quyén
cho nguot khac thuc hién viéc dang ky
khai tir ma nguoi dwoc Uy quyén la
ong, ba, cha, me, con, vo, chong, anh,
chi, em rudt ciia nguoi uy quyén thi
van ban uy quyén khong phai chimg
thuec.

chimg
thuc/ban
chup ¢o
xac nhan
da doi
chiéu ban
chinh cua
nguoi tiép
nhéan hd
SO.

hodac ban
sao dién
tir theo

quy dinh

B. Gidy

to' phai xuit trinh

01

H6 chiéu hoic Chung minh nhan dan
hodac Thé can cudc cong dan hodc cac
gidy to khac co dan anh va thong tin ca
nhan do co quan c¢6 tham quyén cap,
con gia tri sir dung dé chimg minh veé
nhan than cua nguoi ¢o yéu cau dang
ky khai tir. Truong hop cac thong tin ca
nhan trong cac giay to nay di co trong
CSDLQGVDC, CSDLHTDT, duoc hé
thong dién tu dong thi khong phai tai
1én (theo hinh thurc truc tuyén).

01

Ban chinh

Ban chup
tr ban
chinh

02

Gidy to co gia tri chimg minh thong tin
vé cu tra trong truong hop co quan
ding ky ho tich khong thé khai thac
duoc thong tin vé noi cu tra ciia cong
dan theo cac phuong thuc quy dinh tai
khoan 2 Diéu 14 Nghi dinh s6
104/2022/ND-CP ngay 21/12/2022 cia
Chinh phu. Truong hop cac thong tin
vé gidy to chimg minh noi cu tra da
duoc khai thac tir Co sé dit liéu quoc
gia vé dan cu biang cac phuong thirc
nay thi ngudi ¢6 yéu cau khong phai
xuat trinh (theo hinh thirc truc tiép)
hoc tai 1én (theo hinh thirc tryc tuyén).

01

Ban
chinh/ban
sao ¢o
chimg
thuc

Ban
chup/ban
sao

dién tu

03

Truong hop gii ho so qua duong buu
chinh thi phai gt kém theo ban sao ¢o6
chimg thuc cac gidy to phai xuat trinh
néu trén.

Ban sao
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II. NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA LE PHi

Noi tiép nhin va tra két qua

Thoi gian xir ly

Lé phi

Ngudi ¢d yéu cau dang ky khai ti truc
tiép thwe hién hodc uy quyén cho nguoi
khac thwe hién ndp ho so truc tiép tar BO
phan Tiép nhan va Tra két qua cia UBND
cap huyén (hodc giri hd so qua hé thong
buu chinh); hoac ndp ho so truc tuyén trén
Cong dich wvu coéng qubc gia
(https://dichvucong.gov.vn) hodc Hé
thong thong tin giai quyét thu tuc hanh
chinh Thanh phd Ho Chinh
(https://dichvucong.hochiminhcity.gov.vn)

Ngay trong
ngay tiép nhan
hd so, truong
hop nhén ho so
sau 15 gio ma
khéng giai
quyét duoe
ngay thi tra keét
qua trong ngay
lam wviéc tiép

theo.  Truong
hop can xac
minh thi thot

han giai quyét
khong qua 03
ngay lam viéc.

50.000
dong/treong hop.

- Thu phi bang 0
dong truomg hop
nop hd so truc
tuyén.

- Mién 1& phi d6i
vl tré em, ngudi
thuéc ho ngheo,
ngudi cao  tuoi,
ngudi khuyét tat,
nguol thudc gia
dinh c6 céng voi
cach mang.

- Phi cap ban sao
Trich luc khai tu
(néu co yéu cau):
8.000  dong/ban
sao trich luc/su
kién hd tich da
dang ky (thuc hién
theo quy dinh tai
Thong tu  sO
281/2016/TT-BTC
ngay 14/11/2016
cua Bo Tai chinh).

III. TRINH TU XU LY CONG VIEC

Buge| O Ho6
A dung Trach Thoi . X ens
cong A ‘n . so/Biéu Dién giai
.n cong nhiém gian x
viéc A mau
: viéc
Nop ho Co quan, | Gio hanh | Theo Muc | Thanh phan hd so theo
. SO t0 chure chinh I Muc |
B
Kiém tra,| Bophan | 1/2 gio BM 01 | Tiép nhén trwec tiép:
tiép nhan | Tiép nhan | lam viéc | BMO02 |- Trueong hop hd so ddy du:
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Noi

But - . . Ho
}\1’ o¢ dung Trach Thoi (.)x X s
cong A ‘n . so/Biéu Dién giai
‘n cong nhiém gian x
viéc o n mau
: viéc
hoso | va Trakeét BM 03 |Lap Giay tiép nhan ho so
qua va hen tra két qua; trao cho

ngudi ndp hd so theo BM
01; thuc hién tiép budc B2.
- Truong hop hd so chua
day du, chwa chinh xac:
Huoéng dan bo sung, HOAn
thién hod so dén ngudl nop
hd so va ghi 18 1y do theo
BM 02.

- Truong hop tir chdi tiép
nhan héd so: Lap Phiéu tur
choi tiép nhan giai quyét
ho so theo BM 03

Tiép nhin qua Dich vu
Buu chinh vién thong:

- Trueong hop ho so day di:
Lap Gidy tiép nhan ho so
va hen tra két qua; trao cho
ngudi ndp hd so theo BM
01; thuc hién tiép budc B2.
- Trudong hop hd so chua
day du, chwa chinh xac:
Huoéng dan bo sung, HOAn
thién hod so dén ngudl nop
hd so va ghi 18 1y do theo
BM 02. Thot gian xac dinh
t6 chtre, ca nhan da nop ho
so hop phap, hop 1€ 1a tai
thoi diém t6 chirc, ca nhan
bo sung day du ho so theo
yéu cau tai BM 02.

- Truong hop tir chdi tiép
nhan héd so: Lap Phiéu tur
choi tiép nhan giai quyét
ho so theo BM 03. Thong
tin cho to chirc, ca nhan vé
viéc tir chéi ho so.
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Noi P
) : . Ho
Buée )| jung | Trich | Thoi ) N
cong A ‘n . so/Biéu Dién giai
‘n cong nhiém gian x
viéc - mau
viéc

Tiép nhén trwe tuyén:

- Kiém tra tinh chinh xac,
day du, hop 1é cua ho so;
kiém tra thong tin chit ky
s6 d¢ dam bao tinh xac
thue, hop 1& (néu c6).

- Sau khi kiém tra, néu bao
dam cac diéu kién de tiép
nhan, Cong chirc Mot cira
tiép nhan, cap mi ho so va
xtr 1y hd so theo quy trinh
(BM 01), thong bao dén tai
khoan cta to chirc, ca
nhan.

- Truong hop hd so chua
day du, dung quy dinh thi
thong bao cho to chirc, ca
nhan qua tai khoan cua to
chirc, cd4 nhan qua HéE
thong thong tin giai quyét
thu tuc hanh chinh Thanh
phd va huéng dan day du,
cu thé dé to chirc, ca nhan
bo sung ho so theo yéu cau
(BM 02).

=> Thoi gian tiép nhéan
chinh thirc hodc yéu cau
chinh sira, bo sung khong
mudn hon 08 gio lam viée
ké tu khi hé thong tiép
nhan, trir thr 7, chu nhat.

- Trudng hop tir chdi nhén
hd so: théng bao cho to
chtrc, ca nhan thong qua tai
khoan cua t6 chirc, ca nhan
qua Hé thong thong tin giai
quyét thu tuc hanh chinh
Thanh phd, néu r5 ly do tir
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. Noi A
Buoc|  qung | Trach | Thoi Ho P
cong ,\ o n . so/Biéu Dién giai
vide C(T{lg nhiém gian miu
: viéc
chdi giai quyét ho so thu
tuc hanh chinh (BM 03).
Quét (scan) tai liéu, luu trir
ho so dién tir trong truong
hop hd so nop truc tiép
hoac qua duong buu dién.
Tiép nhéan hd so va chuyén
cong chire thu 1y hd so cia
Phong Tu phap.
Coéng chirc lam cong tac ho
tich tham tra ho so (tham
tra tinh thong nhat, hop 1¢
cua cac thong tin trong hd
so, gidy to, tai liéu do
nguol yéu cau ndp, Xuat
03 gidy trinh hoac dinh keém) dé
lam viéc xuat hudng giai quyét:
Thim (tm.’(‘)llg Theo Muc | © Tru’AO’ng hop ho 30 dﬁyAdﬁ,
dinh hod A , hro’p can I hQ’P le,‘dungA quy c:hnh:A cong
so,ds | COng chuc xdcminh |y, ) | chite lam cong tac ho tich
B2 | xuAt két thu ly‘ho thi th.0:1. Dy thio thuc hxlen viéc ghi noi durAlg
qua gidi so Phong | han giai Kt qui vao SO da‘mg‘ky khar tir, cap
quyét Tu phap quyét Te’ g‘ia' nhat thong tin ding ky khai
TTHC khong NEN Mt va luu chinh thue trén
qua02 | Khalt® | ppan madm dang ky, quan Iy
ngay lam hé tich dién tr dung chung;
vige) in Trich luc khai tir, trinh
Lanh dao Phong Tu phap
xem Xet.
+ Trudong hop hd so khong
dam bao theo quy dinh: Dy
thao van ban tir chdi hoic
bo sung ho so.
Nem xét Lanh dao 02 giv TheoIMuc Xgrp xét ho so, phé duyét
B3 trinh ky) Phong Tu 14m vidc O so phiéu trinh, ky nhdy ket
phap ‘ qua, trinh UBND phé duyét

trinh
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. Noi N
Buée )| jung | Trich | Thoi Ho N
cong ,\ o n . so/Biéu Dién giai
o n cong nhiém gian x
viéc A mau
: viéc
Lanh dao 02 gic TheoIMuc Lanh dao UBND xem xét
B4 |Kyduyét| UBND |, .- 59 ; hd so, phé duyét két qua
cap huyén lam vige HO so
by trinh
Ban | Van thu | Hosoda |Cho s0, vao so, dong dau,
. 1/2 gio ~ | ban hanh Van ban, chuyén
B5 hanh UBND Lo duge phé | 5 A "
Van ban | cAp huvén lam viéc duvet h6 so cho BO phan Tiep
b iuye ye nhan va Tra két qua.
Tra két - Thye hién s6 hoa két qua
qua, luu | BO phan N va ky so0 két qua giai quyét
ne | hoso, | Tiépnhan [ Theo L}Ll‘-’u DO SO | thyj tyc hanh chinh da duge
théng ké | va Tra két | Gidy hen | €0 ™YC | sé hoa theo quy dinh.
. : \Y C A A A
va theo qua - Tra két qua cho cong dan.
doi - Théng ké, theo dbi.
IV. BIEU MAU

Cac biéu mau st dung tai cac budc cong viéce:

STT | Mi hiéu Tén biéu miu
1 BM 01 | Mau Gidy tiép nhan hd so va hen tra két qua.
2 BM 02 | Mau Phiéu yéu cau b6 sung, HOAn thién hd so (néu c6)
3 BM 03 | Mau Phiéu tir choi tiép nhan giai quyét hd so (néu co)
4 BM 04 To khai dang ky khai tur

V. HO SO CAN LUU

STT | Ma hiéu Tén biéu miu
1 BM 01 | Mau Gidy tiép nhan hd so va hen tra két qua.
2 BM 02 | Mau Phiéu yéu cdu b6 sung va HOAn thién ho so (néu co)
3 BM 03 | Mau Phiéu tir chéi tiép nhan giai quyét hd so (néu co)
4 BM 04 To khai dang ky khai tur
5 BM 05 Trich luc khai tir (ban chup)
6 // Céc ho so khac néu co theo vin ban phap quy hién hanh
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VL. CO SO PHAP LY
- Luat HO tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét
mot sd diéu va bién phap thi hanh Luat Hé tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phii quy dinh vé Co s&
dit liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cta Chinh phi sira d6i, bo sung
mot sd diéu cua cac nghi dinh lién quan dén viéc ndp, xuét trinh s6 ho khau, s6 tam tra
gidy khi thie hién thi tuc hanh chinh, cung cap dich vu cong;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ciia 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 15/11/2015 cua Chinh phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat
Ho tich;

- Théng tu s6 01/2022/TT-BTP ngay 04/01/2022 cua Bo trudmg BO Tu phap quy
dinh chi tiét mot so diéu va bién phap thi hanh Nghi dinh s6 87/2020/ND-CP ngay
28/7/2020 cua Chinh phu quy dinh vé Co s dit 1iéu ho tich dién tu, dang ky ho tich truc

tuyen;

- Théng tu s6 03/2023/TT-BTP ngay 02/8/2023 ciia Bo trudéng Bo Tu phép stra doi,
bd sung mot s6 ndi dung cua Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 cua Bo
truong Bo Tu phap quy dinh chi tiét mot s6 diéu va bién phap thi hanh Nghi dinh s6
87/2020/ND-CP ngay 28/7/2020 ctia Chinh phu quy dinh vé Co so dit liéu ho tich dién
tur, dang ky hd tich true tuyén;

- Théng tu s6 04/2024/TT-BTP ngay 06/6/2024 ciia Bo trudng Bo Tu phép stra doi,
bo sung mot sé diéu cua Thong tu s6 02/2020/TT-BTP ngay 08/4/2020 cua Bo trudng
B6 Tu phap ban hanh, hudéng dan sir dung, quan 1y mau s6 qudc tich va mau gidy to vé
quéc tich va Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo trudng 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 15/11/2015 ciia Chinh phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh
Luat Ho tich;

- Thong tu s6 32/2017/TT-BTTTT ngay 15/11/2017 cua B Thong tin va Truyén
thong quy dinh vé viéc cung cap dich vu cong truc tuyén va bao dam kha ning truy cp
thuan tién doi véi trang thong tin dién tir hodic cong thong tin dién tir cua co quan nha
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nuwoc;

- Thong tu s6 01/2023/TT-VPCP ngay 05/4/2023 ciia Vin phong Chinh phu quy
dinh mot s6 nodi dung va bién phap thi hanh trong s6 hoa ho so, két qua giai quyét thu
tuc hanh chinh va thwe hién thu tuc hanh chinh trén méi1 trudong dién tir;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ctia Bo trudong Bo Tai chinh quy
dinh mtre thu, ché do thu, ndp, quan 1y va st dung phi khai thac, st dung thong tin trong
Co so dir liéu hé tich, phi xac nhan c6 quéc tich Viét Nam, phi xac nhan 1a nguoi géc
Viét Nam, 1¢ phi qudc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo truong Bo Tai chinh
huéng dan vé phi va 1é phi thudc tham quyén quyét dinh cua Hoi dong nhan dan tinh,
thanh pho truc thudc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cia Bo trudong Bo Tai chinh sira
d6i, bo sung mot s6 diéu cia Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ciia Bo Tai
chinh huéng dan vé phi va 1¢ phi thudc tham quyén quyét dinh cua Hoi dong nhan dan
tinh, thanh phé trie thudc Trung wong;

- Nghi quyét s6 124/2016/NQ-HDND ngay 09/12/2016 cua Hoi ddng nhan dan
thanh pho vé cac loai phi va 1é phi trén da ban Thanh phé H6 Chi Minh;

- Quyét dinh s6 52/2016/QD-UBND ngay 10/12/2016 cua Uy ban nhan dan Thanh
phé ban hanh mirc thu 10 loai phi va 7 loai 1€ phi trén da ban Thanh phé H6 Chi Minh;

- Nghi quyét s 07/2024/NQ-HPND ngay 19/5/2024 cia Hoi dong nhan dan
Thanh phd quy dinh mirc thu 1¢ phi trong thyc hién thii tuc hanh chinh ap dung dich vu
cong trie tuyén trén da ban Thanh phé H6 Chi Minh;

- Quyét dinh s6 1079/QD-BTP ngay 11/6/2024 cua Bo trudng Bo Tu phap vé viéc
cong b6 thit tuc hanh chinh duoc sira d6i, bd sung trong linh virc ho tich thure hién tai Co
quan dang ky ho tich thudc pham vi chirc nang quan ly ciia B6 Tu phap.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI PANG KY KHAI TU

Ho, chit dém, t€n nGWwoi YEU CAU: ...

Ngay, thang, NAM SINN: ... et

Quan h¢ véi nguoi da OB oo
P& nghi co quan ding ky khai tir cho ngudi c6 tén duéi day:
Ho, chit d€m, t€N: ... e

Ngay, thang, NAM SINN: ... et

NGUYEN NIAN CREL: ......ooeoeee et
S6 Gidy bao ti/Gidy to thay thé Gidy bao ti: . ..o, dO v,

................................................................................. cap ngay ....... thang ... nim ..........
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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.
Lamtqi: ..., ngay ... thang ... nam ...

Ngudi yéu ciu
(Ky, ghi 18 ho, chit dém, tén)

Dé nghi cép ban sao®: C6 D, Khong ]
86 luqllg: ““““ bén ------------------------------------------

Chii thich:
() Ghi 13 tén co quan dang ky khai ti.

@) Chi ghi trong trirong hop nguoi cé yéu cau dding ky ho tich chica ¢6/khong cung cdp
s6 dinh danh cd nhdn/cin cude cong dan/thé can cudc/chitng minh nhdn ddn; khong cung

cdp day di thong tin ngay, thang, ndm sinh.

Triromg hop phai cung cdp thong tin “Noi cu trit” thi ghi theo noi déing ky thiong tri;
néu khong cé noi ddng ky thiong trii thi ghi theo noi ddng ky tam trii; trieomg hop khong cé
noi dang ky thwong trii va noi dang ky tam trii thi ghi theo noi ¢ hién tai.

) Ghi s6 dinh danh ca nhdan/cin cuée cong dan/thé cdn cwée (vi du: Cdn cude cong
ddn s6 025188001010 do Cuc Canh sat QLHC vé TTXH cdp ngay 20/11/2021). Trieong hop
khong c6 s6 dinh danh cd nhdn/cdn cwée cong ddn/thé cdn cwdée thi ghi gidy to hop 1é thay

thé (ho chiéu, chitng minh nhdn dan,...).

@ Néu ghi theo Gidy bao tu, thi gach cum tir “Gidy td thay thé Gidy bao tir”; néu ghi
theo s6 Gidy to thay thé Gidy bao tir thi ghi rd tén, sd gidy to va gach cum tir “Gidy bao tir”;
treong hop khéng ¢6 thi muc nay dé trong.

5 A - r A \ A A r A A A o \ s~ A
®) Pé nghi danh ddu X vao 6 néu c¢6 yéu cau cap ban sao va ghi 16 sd luong.
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QUY TRINH PA PUQC TAI CAU TRUC

QUY TRINH 04

Ping ky nhan cha, me, con ¢ yéu t6 nwéc ngoai
(Ban hanh kém theo Quyét dinh s6 5272/0P-UBND ngay 18 thdng 11 ndm 2024
ctia Chii tich Uy ban nhdn ddn Thanh phé)

I. THANH PHAN HO SO

A A o 4 T
STT Tén ho so 50 Truc tiép rg’{c
luwgng : tuyén
- To khai dang ky nhan cha, me, con theo Nhap
mau (néu nguotl ¢6 yéu cau lua chon ndp thong tin
ho so theo hinh thirc truc tiep); theo
01 |- Biéumau dién tir tuogg taf: da:mg lfy nhan 01 Ban chinh I;u’O’nAg
cha, me, con (do ngudil ¢6 yéu cau cung dan trén
cap thong tin theo hudng dan trén Cong Coéng
dich vu cong, néu ngudi c6 yéu cau lua dich vu
chon ndp ho so theo hinh thirc tryre tuyén). cong
Nguoi cé yéu cau dang ky nhan cha, me, con thuc hién viéc nép/xuét trinh (theo

hinh thire truc tiép) hodc tai 1én (theo hinh thirc tryc tuyén) cac gidy to sau:

A. Gidy to phai ndp

Chimg ctr chimg minh quan hé cha, con
hoac quan hé me, con g6m mot trong cac
gidy to, tai liéu sau day:

+ Van ban cua co quan y té, co quan glam

dinh hoac co quan, to chirc khac co tham Ban chup
quyén & trong nude hodc nude ngodi xac ) tr ban
01 nhan quan hé cha con, quan hé me¢ con. 01 ?fnh chinh/ban
+ Truong hop khong cé chung cir chung e chinh
minh quan hé cha, me, con néu trén thi dién tir
phai ¢6 van ban cam doan cua cic bén
nhan cha, me, con, cé it nhat hai ngudi
lam chirng vé mbi quan hé cha, me, con.
Truong hop dang ky nhan cha, me, con
02 gitra cong dan Viét Nam vé1 nguol nude 01 Bén sao | Bén chup

ngoai hodc gilta ngud1 nuwdc ngoai voi
nhau thi nguoi nwdc ngoai phai ndp ban
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sao ho chiéu hoic gidy to ¢ gia tri thay
ho chiéu dé chirng minh vé€ nhan than.

B. Gidy

to' phai xuit trinh

01

H6 chiéu hoic Chimg minh nhan dan
hoac Thé can cudc cong dan hodc cac
gidy to khac co dan anh va thong tin ca
nhan do co quan c¢6 tham quyén cap, con
gia trj st dung dé chting minh vé nhéan
than cua ngudi ¢d yéu cau dang ky nhan
cha, me, con. Trwong hop cac thong tin ca
nhan trong cac gidy to nay did co trong
CSDLQGVDC, CSDLHTDT, dugc hé
théng dién ty dong thi khong phai tai 1én
(theo hinh thtrc truc tuyén).

01

Ban
chinh

Ban chup
tr ban
chinh

02

Gidy to ¢6 gia tri ching minh thong tin
vé cu tra trong truong hop Co quan dang
ky ho tich khong thé khai thiac duoc
thong tin vé noi cu tri cia cong dan theo
cac phuong thirc quy dinh tai khoan 2
Diéu 14 Nghi dinh s6 104/2022/ND-CP
ngay 21/12/2022 cua Chinh phu. Truong
hop cac thong tin vé gidy to chirng minh
no1 cu tru da duoc khai thac tr Co so dir
liéu quoc gia vé dan cu bang cac phuong
thirc nay thi ngudi co6 yéu cau khong
phai xuat trinh (theo hinh thtrc tryc tiép)
hodc tai 1én (theo hinh thuc tryc tuyén).

01

Ban
chinh/ban
sao ¢o
chimg
thuc

Ban
chup/ban
sao dién
tur

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

Noi tiép nhin va tra két qua

Thoi gian
xur ly

Lé phi

Cong

Ngudi ¢o yéu cau dang ky nhén cha, me,
con thwc hién ndp hd so truc tiép tai Bo
phan Tiép nhan va Tra két qua cua UBND 15
cap huyén; hodc nop hd so truc tuyen trén

(https://dichvucong.gov.vn) Hé thong thong

ngay,
ké tir ngay

dlCh vu Cong quoc gla nhén dﬁ h6

tin giai
Ho6

quyét thu tuc hanh chinh Thanh phd
Chinh

so hop 1€

1.000.000 dong/truong

hop.

- Thu phi bang 0 déng
troeong ho’p ndp hd so

truc tuyen.

- Mién 1¢ phi doi véi tré
em, nguol thude ho
ngh¢o, nguoi cao tudi,
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(https://dichvucong.hochiminhcity.gov.vn). nguoi khuyét tat, nguoi
(mot bén c6 theé nop ho so ma khong phai thuéc gia dinh c6 cong
cO van ban iy quyén cua bén con lai). véi1 cach mang.

- Phi cép ban sao Trich
luc dang ky nhan cha,
me, con (néu co yéu
cau). 8.000 dong/ban
sao trich luc/su kién ho
tich da dang ky (thuc
hién theo quy dinh tai
Thong tur 5O
281/2016/TT-BTC ngay
14/11/2016 cia Bo
Tai chinh).

III. TRINH TU XU LY CONG VIEC

Blr ¢ Ngi dung Trach | Thoi | HO so/Biéu Y
cong N on " . x Dién giai
. n cong viec nhiém gian mau
viéc
A Co quan Gio Thanh phan ho so theo
Nop ho so 2 2. | hanh | Theo Muc I
to chuc , Muc |
chinh
Tiép nhén true tiép:
- Truong hop ho so day
du: Lap Giay tiép nhan
ho so va hen tra keét qué‘;
trao cho ngudl ndp ho
so theo BM 01; thuc
hién tiép budc B2.
Bo pha ' .
Bl 2 Ml S V) BMO01 |- Truong hop ho so chua
Kiém tra, Ti€p ned : &y di eh hinh xdc:
tiép nhan hd | nhan va 1§my BM 02 Hauyonu’ ¢ d;m Cb n SX;‘;-
Tra két ” : fong can DO sSung,
> qua | viee | BMOTHOAN thien ho so dén

nguodi ndp hd so va ghi
0 ly do theo BM 02.

- Trwong hop tir chdi
tiép nhan hd so: Lap
Phiéu tir chdi tiép nhan
giai quyét hd so theo
BM 03.
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B,l\r oe Noi dung Trach Thoi | HO so/Biéu K ens
cong N ‘n ‘n . x Dién giai
viée cong viéc nhiém gian mau

Tiép nhén trwe tuyén:

- Kiém tra tinh chinh
xac, day du, hop 1é cua
ho so; kiém tra thong tin
chit ky s dé dam bao
tinh xac thuc, hop 1€
(néu co).

- Sau khi kiém tra, néu
bao dam cac diéu kién
dé tiép nhan, Cong chuec
Mot ctra tiép nhan, cép
m4 ho so va xu 1y ho so
theo quy trinh (BM 01),
thong bao dén tai khoan
cua to chirc, ca nhan.

- Truong hop ho so chua
day du, dung quy dinh
thi théng bao cho tb
chttc, ca nhan qua tai
khoan cua té chirc, ca
nhan qua Hé théng
thong tin giai quyét thu
tuc hanh chinh Thanh
phd va huéng dan day
du, cu thé dé t6 chuc, ca
nhan bo sung hd so theo
yéu cau (BM 02).

=> Thoi gian tiép nhan
chinh thirc hodc yéu cau
chinh sra, bd sung
khong mudn hon 08 gio
lam viéc ké tir khi hé
thong tiép nhan, trir tha
7, chu nhat.

- Truomg hop tir choi
nhan ho so: thong bao
cho t6 chuc, ca nhan
thong qua tai khoan cua
to chtre, ca nhan qua Hé
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Buwéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi
gian

Ho6 so/Biéu
mau

Dién giai

thong thong tin giai
quyét thi tuc hanh chinh
Thanh phé, néu rd ly do
tir chdi giai quyét hd so
thu tuc hanh chinh (BM
03).

Quét (scan) tai liéu, luu
trit hd so dién tir trong
truong hop hd so nodp
true tiép.

Tiép nhin ho so va
chuyén cong chirc thu ly
hd so cua Phong Tu
phap.

B2

Tham dinh
ho so, dé
xuat két qua
giai quyét
TTHC

Cong
chtrc thu
1y hd so

Phong
Tu phap

06
ngay
lam
viéc

Theo muc |
BM 01

Ho so trinh
Du thao két
qua:

Cong chirc lam cong tac
ho tich thidm tra hd so
(tham tra tinh thong nhat,
hop 1€ cua cac thong tin
trong ho so, gidy to, tai
liéu do ngudi yéu cau
nop, xuét trinh hodc dinh
kém) dé xuat hudng giai
quyét:

Xac minh, niém yét viéc
nhan cha, me, con tai Tru
s6 UBND cap huyén
trong thoi han 07 ngay
lién tuc; giri van ban dé
nghi UBND cap x3 noi
thwong tru cua nguol
dugc nhan 1a cha, me,
con niém yét trong thoi
han 07 ngay lién tuc tai
Tru s6¢ UBND cép xa.

+ Trwong hop hd so day
da, hop 1€, dung quy
dinh: Coéng chic lam
cong tac ho tich thuc
hién viéc ghi ndi dung
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B,l\r ¢l Ngi dung Trach | Thoi | HO so/Biéu Y
cong N on " . x Dién giai
o n cong viec nhiém gian mau
viéc
vao So dang ky nhan cha,
me, con, cap nhat thong
tin dang ky nhan cha,
me, con Va} 1111} chinh
thtre trén Phan mém dang
ky, quan ly ho tich dién
tor dung chung; in Trich
luc dang ky nhan cha,
me, con, trinh Lanh dao
Phong Tu phap xem xét.
+ Truong hop hd so
khéng dam bao theo quy
dinh: ,Du’ théOq van bélr}
tr cho1l hoac bo sung hd
SO.
Lanh dao 02 Xem xet hd so, phé duyet
Xem xét, | ngay | Theo Muc I | phiéu trinh, ky nhay ket
B3 X , Phong N A i \ . N
trinh ky Tu oha lam | Ho so trinh | qua, trinh Lanh dao
PRAP 1 viee UBND phé duyét
Lanh dao| 02 Lﬁnh‘ dao UBND xem
) R UBND | ngay | Theo Muc I | xét ho so, phé duyét két
B4 Ky duyét £ N . i
y e cap lam | HO so trinh | qua
huyén viéc
Vin thu 12 . ) CPO 50, vao so, doyg
. ) Ho6 soda | dau, ban hanh van ban,
Ban hanh UBND | ngay . 2 A N
B5 1 X N duge phé | chuyén ho so cho Bo
van ban cap lam n AT A Aol
A A duyét phan Ti€p nhan va Tra
huyén vige IO
két qua.
- Thuc hién s,6' h@a két
o qua va ky s6 két qua
Tra két qua, Bo pAhan giai quyét thu tuc hanh
hruhdso, | P | Theo |y hso |chinh da duoc sb hoa
B6 X ~ . | nhanva | Giay h dinh
thong ké va 1k theo myc V | theo quy dmh.
. Tra két hen L 4 A ) .
theo doi i - Tra két qua cho cong
qua A
dan.
- Thong ké, theo dai.
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IV. BIEU MAU

Cac biéu mau st dung tai cac budc cong viéce:

STT | Ma hiéu Tén biéu miu
1 | BMOl |Mau Giay tiép nhan ho so va hen tra két qua.
2 | BMO02 |Mau Phiéu yéu cau bo sung, HOAn thién hd so (néu c6)
3 | BMO03 |Mau Phiéu tir chdi tiép nhan giai quyét hd so (néu co)
4 BM 04 | To khai dang ky nhan cha, me, con

V.HO SO CAN LUU
STT | M4 hiéu Tén biéu miu
BM 01 | Mau Giay tiép nhan ho so va hen tra két qua.
BM 02 | Mau Phiéu yéu cau bo sung va HOAn thién ho so (néu co)
BM 03 | Mau Phiéu tir chdi tiép nhan giai quyét ho so (néu cd)
BM 04 | T khai dang ky nhan cha, me, con
BM 05 | Trich luc dang ky nhan cha me¢ con (ban chup)

N |[WIN|—

// Céc ho so khac néu co theo van ban phap quy hién hanh

VI. CO SO PHAP LY

- Luat HO tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét
mot sd diéu va bién phap thi hanh Luat Hé tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phii quy dinh vé Co s&
dit liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phu stra d6i, bo sung
mot sd diéu cta cac nghi dinh lién quan dén viéc ndp, xuét trinh s6 ho khau, s6 tam tra
giéy khi thyre hién thu tuc hanh chinh, cung cép dich vu cong;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ciia 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 15/11/2015 cua Chinh phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat
Ho tich;

- Théng tu s6 01/2022/TT-BTP ngay 04/01/2022 cua Bo trudmg BO Tu phap quy
dinh chi tiét mot so diéu va bién phap thi hanh Nghi dinh s6 87/2020/ND-CP ngay
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28/7/2020 cua Chinh phu quy dinh vé Co s dit 1iéu ho tich dién tu, dang ky ho tich truc
tuyén;

- Thong tu s6 03/2023/TT-BTP ngay 02/8/2023 cua Bo truong B Tu phap stra doi,
bo sung mot s6 ndi dung cia Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 cua Bo
truong Bo Tu phap quy dinh chi tiét mot s6 diéu va bién phap thi hanh Nghi dinh s6
87/2020/ND-CP ngay 28/7/2020 ctia Chinh phu quy dinh vé Co so dit liéu ho tich dién
tur, dang ky hd tich true tuyén;

- Thong tu s6 04/2024/TT-BTP ngay 06/6/2024 cua Bo truong Bo Tu phap stra doi,
bo sung mot sé diéu cua Thong tu s6 02/2020/TT-BTP ngay 08/4/2020 cua Bo trudng
B6 Tu phap ban hanh, hudéng dan sir dung, quan 1y mau s6 quoc tich va mau gidy to vé
quoc tich va Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo truéng 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 15/11/2015 ciia Chinh phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh
Luat Ho tich;

- Thong tu s6 32/2017/TT-BTTTT ngay 15/11/2017 cua B Thong tin va Truyén
thong quy dinh vé viéc cung cap dich vu cong truc tuyén va bao dam kha ning truy cap
thudn tién doi voi trang thong tin dién tir hodic cong thong tin dién tir cua co quan nha
nuwoc;

- Thong tu s6 01/2023/TT-VPCP ngay 05/4/2023 ciia Vin phong Chinh phu quy
dinh mot s6 nodi dung va bién phap thi hanh trong s6 hoa ho so, két qua giai quyét thu
tuc hanh chinh va thue hién thu tuc hanh chinh trén méi1 trudong dién tir;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ctia Bo trudong Bo Tai chinh quy
dinh mrc thu, ché do thu, ndp, quan 1y va st dung phi khai thac, st dung thong tin trong
Co so dir liéu hd tich, phi xac nhan c6 quéc tich Viét Nam, phi xac nhan 1a nguoi géc
Viét Nam, 1€ phi quéc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo truong Bo Tai chinh
huéng dan vé phi va 1é phi thudc tham quyén quyét dinh cua Hoi dong nhan dan tinh,
thanh phé truc thudce Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 ciia B truong Bo Tai chinh stra
d6i, bo sung mot s6 diéu cia Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ciia Bo Tai
chinh huéng dan vé phi va 1¢ phi thudc tham quyén quyét dinh cia Hoi dong nhan dan
tinh, thanh phé trie thudc Trung wong;
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- Nghi quyét s6 124/2016/NQ-HDND ngay 09/12/2016 cua Hoi dong nhan dan
thanh phé vé cac loai phi va 16 phi trén da ban Thanh phé H6 Chi Minh;

- Quyét dinh s6 52/2016/QD-UBND ngay 10/12/2016 cta Uy ban nhan dan Thanh
phé ban hanh mirc thu 10 loai phi va 7 loai 1€ phi trén da ban Thanh phé H6 Chi Minh;

- Nghi quyét s6 07/2024/NQ-HPND ngay 19/5/2024 cua Hoi dong nhan dan
Thanh phé quy dinh mire thu 1& phi trong thuc hién thu tuc hanh chinh 4p dung dich vu
cong truc tuyén trén da ban Thanh phd HS Chi Minh;

- Quyét dinh s6 1079/QD-BTP ngay 11/6/2024 cta Bo trudong Bo Tu phap vé viéc
cong b6 thit tuc hanh chinh duoc sira d6i, bd sung trong linh virc ho tich thure hién tai Co
quan dang ky ho tich thudc pham vi chirc nang quan ly cua Bd Tw phap.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY NHAN CHA, ME, CON
KAnh G .

Ho, chit dém, tn NGUWOT YU CAUL ....o.oovveoeoeeeeeeeeeeeeeeeee e
Ngay, thang, n&m SINh: .............cooiiiiii e

NOL G B oo,

Quan h¢ v61 ngudi nhan cha/me/con: e,

Pé nghi Coquan cong nhin ngudi ¢ tén dwéi day:

HO, Chilt G8M, tE11: ..o

Gigitinh: @ ..o DANOC: @) Quéc tich: @ ...

La...ooiiiiiiiii, cua nguoi ¢6 tén dudi day:

HO, Chilt G8M, tE11: .o

Gigitinh: @ ..o DANOC: @, Quéc tich: @ ..

Dé nghi cip ban sao®: C6 [] Khong []
S6 luong:.......... ban
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Gidy khai sinh/Gidy t& tly than: @) ...

To61 cam doan viEc NhaN...........ccceeeveeeeeeeeeeeeeeel. noi trén 1a dang sy that, tw nguyén, khong
c6 tranh chap va chiu trach nhiém trydc phap luit vé cam doan ctia minh.
LaAM IQI.....ooceiiiiiee gAY ... thang............ nam............

Ngudi yéu ciu
(Ky, ghi r0 ho, chir dém, tén)

Y kién ciia ngudi hién dang 13 me hoic cha®
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Chii thich:
() Ghi 15 tén Co quan dang ky nhan cha, me, con.

@) Chi ghi trong trirong hop nguwoi cé yéu cau ddang ky ho tich chiea ¢é/khong cung cdp

$0 dinh danh cd nhdn/can cudce cong dan/thé can cude/chirng minh nhdn ddn.

Triomg hop phdi cung cdp thong tin “Noi cw trit” thi ghi theo noi ddng ky tthirong
trii; néu khong cé noi dang ky tthiwomg trii thi ghi theo noi ddng ky tam trii; truong hop

khong c6 noi dang ky tthwong tru va noi ddang ky tam tri thi ghi theo noi ¢ hién tqi.

®) Ghi s6 dinh danh cd nhdn/cin cuwde cong ddan/thé cdan cude/sé Gidy khai sinh (6
VJi tré em)

Vi du: - Cén cude cong ddn s6 025188001010 do Cuc Canh sat QLHC vé TTXH cdp
ngay 20/11/2021.

- Gidy khai sinh s6 01/2014, quyén s6 02 do UBND xd My Thding, huyén My Loc, tinh
Nam dinh cdp ngay 15/11/2014.

Triromg hop khong cé sé dinh danh cd nhdn/cdn cueée cong ddan/thé cin cwée thi ghi
gidy 1o hop 1é thay thé (h¢ chiéu, chirng minh nhdn dan,...).

@ Chi khai trong truong hop ngudi yéu cau khong ddng thoi 13 ngudi nhan
cha/me/con.

) Chi khai trong trudng hop cha hodc me nhan con chua thanh nién hodc ngudi da
thanh nién nhyng mat nang luc hanh vi dan su, ghi y kién cta nguoi cha néu me 1a ngudi
yéu cau, y kién ngudi me néu cha 1a nguoi yéu cau (trir trudng hop ngudi dé da chét, mat
tich, mat nang luc hanh vi dan sy hodc han ché nang lyc hanh vi dan su).

6 A - r A \ A A r A A A o \ s~ A
© Pé nghi danh ddu X vao 6 néu c6 yéu cau cap ban sao va ghi 15 sb luong.
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QUY TRINH PA PUQC TAI CAU TRUC
QUY TRINH 05
Pang ky khai sinh két hgp ding ky nhin cha, me, con cé yéu t0 nuédc ngoai
(Ban hanh kém theo Quyét dinh s6 5272/0P-UBND ngay 18 thdng 11 ndm 2024
ctia Chii tich Uy ban nhdn ddn Thanh phé)

I. THANH PHAN HO SO

STT Tén hd so S0 Ghi chu
lwgng

A. Gidy to phai ndp

01 | To khai dang ky khai sinh (theo mau). 01 Ban chinh

02 | To khai nhan cha, me, con (theo mau). 01 Ban chinh

Giay chumg sinh.

+ Trudong hop khong co Gidy chimg sinh
thi ndp van ban cia nguoi lam chung
xac nhan vé viée sinh; néu khong ¢6 van
ban cua nguoi lam chung thi phai co
gidy cam doan vé viéc sinh.

+ Truong hop tré em sinh ra tai nudc
ngoai thi nop Giay ching sinh hoic gidy
to khac do co quan ¢6 tham quyén nuéc
ngoai cép xac nhan vé viéc tré em duoc
sinh ra & nudc ngoai va quan hé me -
con (néu co).

03 01 Ban chinh

Truong hop cha hodc me hodc ca cha,
me la ngudi nude ngoai thi phai ndp van
ban thoa thuan cua cha, me vé viéc lua
chon qudc tich cho con. Trudng hop
cha, me lua chon quéc tich nwdc ngoai
04 | cho con, thi ngoai van ban thoa thuan 01 Ban chinh
lra chon quéc tich con phai cO xac nhan
cua co quan c¢é tham quyén nu’oc ma tre
duge chon mang quoc tich vé viéce tré c6
qudc tich phi hop quy dinh cua phéap
luat nude do.

05 Ch}’mg cu ch{mg minh quan hé (iha, con 01 Ban chinh
hodc quan hé me, con gobm mét trong
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cac gidy to, tai liéu sau day:

+ Van ban cia co quan y té, co quan
giam dinh hodc co quan khac co tham
quyén & trong nudc hodc nude ngoai xac
nhan quan hé cha con, quan hé me con.
+ Truong hop khéng c¢6 chirng cir chung
minh quan hé cha, me, con néu trén thi
phai c6 van ban cam doan cua cac bén
nhan cha, me, con, ¢6 it nhat hai nguoi
lam ching vé mbi quan hé cha, me, con.

06

Truong hop dang ky nhan cha, me, con
gitra cong dan Viét Nam voi nguoi nudc
ngoai hodc gitra ngud1 nudc ngoai voi
nhau thi nguol nude ngoai phai ndp ban
sao ho chiéu hodc gidy to co gia tri thay
ho chiéu dé ching minh vé nhan than.

01

Ban sao

B. Gidy

to' phai xuit trinh

01

H6 chiéu hoac Chuing minh nhan dan
hodc Thé can cudc cong dan hodc cac
gidy to khac ¢6 dan anh va thong tin ca
nhan do co quan ¢é tham quyén cap, con
gia tri st dung dé chung minh vé nhan
than cua ngudi ¢d yéu cau dang ky khai
sinh két hop dang ky nhan cha, me, con.

01

Ban chinh

02

Gidy to ¢o gia tri chimg minh thong tin
vé cu tra trong treong hop co quan dang
ky ho tich khong thé khai thac duoc
thong tin vé noi cu tri cta cong dan theo
cac phuwong thirc quy dinh tai khoan 2
Piéu 14 Nghi dinh s6 104/2022/ND-CP
ngay 21/12/2022 ctua Chinh phu. Truong
hop cac thong tin vé gidy to chimg minh
noit cu tra da duoc khai thac tir Co so dir
liéu quoc gia vé dan cu bang cac phuong
thirc ndy thi ngudi c6 yéu cau khong
phai xuat trinh (theo hinh thire tryc tiép)
hoc tai 1én (theo hinh thirc tryc tuyén).

01

Ban chinh/ban sao ¢c6
chirng thure

03

Truong hop tré em sinh ra & nwdce ngoai,
co cha hoac me 1a cong dan Viét Nam
hodc cha va me déu la cong dan Viét
Nam, chuwa dwgce dang ky khai sinh &

01

Ban chinh
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nudc ngoai, vé cu tri tai Viét Nam thi
xuat trinh gidy to chimg minh viéc tré
em da nhap canh hop phap vao Viét
Nam (nhu: ho chiéu, gidy to ¢6 gia tri di
lai quéc té ¢6 diu xac nhan nhap canh
clia co quan quan ly xuat, nhap canh) va
van ban xac nhan cua co quan cdéng an
c6 tham quyén vé viée tré em dang cu
tru tar Viét Nam.

I1. NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA LE PHi

Noi tiép nhin va tra két qua | Thoi gian xir Iy Lé phi

1.050.000 dong/truong hop.

- Mién 1¢ phi d6i voi tré em,
nguoil thude ho ngheo, nguoi
cao tudi, nguoi khuyét tat,
Ngudi c¢6 yéu cau dang ky nguoi thude gia dinh c6 cong
khai sinh va nhan cha, me, voi cach mang.

con thuc hién ndp ho so true
tiép tai BO phan Tiép nhan va
Tra két qua cua UBND cap

- Phi cap ban sao Giay khai
sinh, ban sao Trich luc dang
ky nhan cha, me, con (né€u co

15 ngay, ké ot
ngay nhan du ho so

A e 1an o A oa 1A | hop I€ ; ;
huyén (mdt bén co thé nop ho P yéu cau): 8.000 dong/ban sao
so'ma khong phai ¢o van ban trich luc/su kién ho tich da
uy quyén cua bén con lai). dang ky (thuc hién theo quy

dinh tai Thong tu sO
281/2016/TT-BTC ngay
14/11/2016 cua Bo Ta
chinh).

III. TRINH TU XU LY CONG VIEC

B,l\r o¢ Noi dung Trach | Thoi | Ho so/Biéu SR o
cong A on " . x Dién giai
" cong viéc nhiém | gian mau
viéc
; Co quan Gio Thanh phan hd so theo
Nop ho so » -, | hanh | Theo Muc I
to chuc , Muc |
chinh
Bl BM 01 A A
Kiém tra, tiép Bo6 pAhan 1/? - :Fruong hop £10 SO day
1han b so Tiép ngay BMO02 | du: Huéng dan co s&
' nhanva | lam BM 03 nop phi; 1lap Giay tiép




58

CONG BAO/SS 461+462/Ngay 01-12-2024

Buéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi
gian

Dién giai

Tra két
qua

viéc

nhan hd so va hen tra
két qua; trao cho ngudi
nop hd so theo BM 01;
thuc hién tiép budc B2.
- Truong hop ho so
chva diy du: Hudng
dan bd sung, HOAn
thién hd so dén nguoi
ndp hd so va ghi 18 ly
do theo BM 02.

- Truong hop tir chéi
tiép nhan hd so: Lap
Phiéu tir chdi tiép nhan
giai quyét hd so theo
BM 03.

Quét (scan) tai liéu, luu
trit ho so dién ti.

Tiép nhan hd so va
chuyén cong chirc thy ly
hd so cia Phong Tu
phap.

B2

Tham dinh ho
so, dé xuat ket
qua giai quyeét

TTHC

Cong
chtrc thu
1y hd so

Phong
Tu phap

06
ngay
lam
viéc

Theo muc |
BM 01

Ho so trinh
Du thao két
qua: Giay
khai sinh va
Trich luc
dang ky
nhan cha,
me, con

Cong chirc 1am cong tac
ho tich thidm tra hd so
(tham tra tinh thong nhat,
hop 1€ cua cac thong tin
trong ho so, gidy to, tai
liu do ngudi yéu cau
ndp, xuat trinh hodc dinh
kém) dé xuat hudng giai
quyét:

Xac minh, niém yét viéc
nhan cha, me, con tai Tru
s0 UBND cap huyén
trong thot han 07 ngay
lién tuc; giri van ban dé
nghi UBND cap x4 noi
thuong tri cia nguol
dugc nhan la cha, me,
con niém yét trong thoi
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Buéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi
gian

Dién giai

han 07 ngay lién tuc tai
Tru s UBND cap x4.

+ Truong hop ho so day
du, hop ¢, dung quy
dinh: Coéng chirc lam
cong tac hd tich thuce
hién viéc ghi vao S6
dang ky nhan cha, me,
con, SO ding ky khai
sinh, cap nhat théng tin
dang ky khai sinh, diang
ky nhan cha, me, con va
luu chinh thie trén Phan
mém dang ky, quan 1y ho
tich dién tr dung chung;
in Giay khai sinh, Trich
luc dang ky nhan cha,
me, con, trinh Lanh dao
Phong Tu phap xem xét.
+ Truong hop ho so
khong dam bao theo
quy dinh: Dy thao van
ban tir chdi hodc bd
sung ho so.

B3

Xem xét, trinh

ky

Lanh dao
Phong
Tu phap

02
ngay
lam
viéc

Theo Muc I
Hb so trinh

Xem xét ho so, phé
duyét phiéu trinh, ky
nhay két qua, trinh Lanh
dao UBND phé duyét

B4

Ky duyét

Lanh dao
UBND
cap
huyén

02
ngay
lam
viéc

Theo Muc I
Hb so trinh

Lﬁnh‘ dao UBND xem
xét ho so, phé duyét két
qua

B5

Ban hanh van

ban

Van thu
UBND
cap
huyén

1/2
ngay
lam
viéc

Ho so da
duoc phé
duyét

Cho s, vao so, dong
dau, ban hanh van ban,
chuyén hd so cho Bo
phan Tiép nhan va Tra
két qua.
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BP’ o¢ Noi dung Trach | Thoi | Ho so/Biéu Y
cong N on " . x Dién giai
" cong viéc nhiém | gian mau
viéc
- Thuc hién s,6' h@a két
o qua va ky so két qua
Tra két qua, Bo pAhan giai quyet thi tuc hanh
e | huhdso, | M IO piyypg s | chinh da duge sb hoa
thong ké va hhan va 1Y | theo muc V | theo quy dinh.
. Tra két hen . 1A \ R
theo doi \ - Tra két qua cho cong
qua A
dan.
- Théng ké, theo dai.
IV. BIEU MAU
Cac biéu mau sir dung tai cac budc cong viéce:
STT | M hiéu Tén biéu miu
1 BM 01 |Mau Giay tiép nhan ho so va hen tra két qua.
2 BM 02 | Mau Phiéu yéu cau bd sung, HOAn thién ho so (néu co)
3 BM 03 | Mau Phiéu tir chdi tiép nhén giai quyét ho so (néu cd)
4 BM 04 | To khai dang ky khai sinh
5 BM 05 | To khai dang ky nhan cha, me, con

V. HO SO CAN LUU

STT | M3 hiéu Tén biéu miu
1 | BMO01 |Mau Giay tiép nhan ho so va hen tra két qua.
2 | BMO02 |Mau Phiéu yéu ciu bo sung va HOAn thién ho so (néu co)
3 BM 03 | Mau Phiéu tir chdi tiép nhén giai quyét ho so (néu cd)
4 BM 04 | To khai dang ky khai sinh
5 BM 05 | To khai dang ky nhan cha, me, con
6 | BMO06 |Giay khai sinh (ban chup)
7 BM 07 | Trich luc dang ky nhan cha me¢ con (ban chup)
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8 // Céc ho so khac néu co theo van ban phap quy hién hanh

VL. CO SO PHAP LY
- Luat HO tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét
mot sd diéu va bién phap thi hanh Luat Hé tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phii quy dinh vé Co s&
dit liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cta Chinh phi sira d6i, bo sung
mot sd diéu cua cac nghi dinh lién quan dén viéc ndp, xuét trinh s6 ho khau, s6 tam tra
gidy khi thie hién thi tuc hanh chinh, cung cap dich vu cong;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ciia 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 15/11/2015 cua Chinh phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat
Ho tich;

- Théng tu s6 01/2022/TT-BTP ngay 04/01/2022 cua Bo trudmg BO Tu phap quy
dinh chi tiét mot so diéu va bién phap thi hanh Nghi dinh s6 87/2020/ND-CP ngay
28/7/2020 cua Chinh phu quy dinh vé Co s dit 1iéu ho tich dién tu, dang ky ho tich truc

tuyen;

- Thong tu s6 03/2023/TT-BTP ngay 02/8/2023 cua Bo truong B Tu phap stra doi,
bo sung mot s6 ndi dung cua Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 cua Bo
truéng Bo Tu phap quy dinh chi tiét mot s6 diéu va bién phap thi hanh Nghi dinh s6
87/2020/ND-CP ngay 28/7/2020 ctia Chinh phu quy dinh vé Co so dit liéu ho tich dién
tur, dang ky hd tich true tuyén;

- Thong tu s6 04/2024/TT-BTP ngay 06/6/2024 cua Bo truong Bo Tu phap stra doi,
bo sung mot sé diéu cua Thong tu s6 02/2020/TT-BTP ngay 08/4/2020 cua Bo trudng
B6 Tu phap ban hanh, hudéng dan sir dung, quan 1y mau s6 quoc tich va mau gidy to vé
quoc tich va Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo truéng 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 15/11/2015 ciia Chinh phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh
Luat Ho tich;

- Thong tu s6 01/2023/TT-VPCP ngay 05/4/2023 ciia Vin phong Chinh phu quy
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dinh mét s6 noi dung va bién phap thi hanh trong s6 hoa ho so, két qua giai quyét thu
tuc hanh chinh va thuc hién thu tuc hanh chinh trén méi trweong dién tur;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ciia Bo truong Bo Tai chinh quy
dinh mtc thu, ché d6 thu, ndp, quan 1y va str dung phi khai thac, sir dung thong tin trong
Co s¢ dir 1i€u ho tich, phi xac nhan cé quéc tich Viét Nam, phi xac nhan 1a nguoi géc
Viét Nam, 1¢ phi quéc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo truong Bo Tai chinh
huong dan vé phi va 1¢é phi thudc tham quyén quyét dinh cua Hoi dong nhan dan tinh,
thanh pho truc thudc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cia Bo trudong Bo Tai chinh sira
d6i, bo sung mot s6 diéu cia Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ciia Bo Tai
chinh huéng dan vé phi va 1¢ phi thudc tham quyén quyét dinh cia Hoi dong nhan dan
tinh, thanh phé trie thudc Trung wong;

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

- Quyét dinh s6 52/2016/QD-UBND ngay 10/12/2016 cua Uy ban nhan dan Thanh
phé ban hanh mirc thu 10 loai phi va 7 loai 1€ phi trén da ban Thanh phé H6 Chi Minh;

- Nghi quyét s 07/2024/NQ-HPND ngay 19/5/2024 cia Hoi dong nhan dan
Thanh phd quy dinh mirc thu 1¢ phi trong thyc hién thii tuc hanh chinh ap dung dich vu
cong trie tuyén trén da ban Thanh phé H6 Chi Minh;

- Quyét dinh s6 1079/QD-BTP ngay 11/6/2024 cta Bo trudong Bo Tu phap vé viéc
cong b6 thit tuc hanh chinh duoc sira d6i, bd sung trong linh virc ho tich thure hién tai Co
quan dang ky ho tich thudc pham vi chirc nang quan ly ciia B6 Tu phap.
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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

Ho, chit dém, tén n@uwoi YEU CAU: ...

Ngay, thang, nam sinh:

Quan h¢ vd1 ngudi nhan cha/me/con: e,

P& nghi co quan cong nhin ngudi c6 tén dudi day:

HO, chit 8, T80 ...

La ..o cua nguoi c6 tén dwoi day:

HO, chit 8, 16101 .o

Gidgi tinh: @ DAn t0¢: @, Quéc tich:
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To1 cam doan viEcnhan................ccooooveeie. no1 trén 1a dang su that, tu nguyén,

khong c6 tranh chép va chiu trach nhiém trudc phap luat vé cam doan cta minh.

Lam Qoo ngay

Nguoi yéu cau

(Ky, ghi vd ho, chir dém, tén)

Y kién ciia ngudi hién dang 13 me hoic cha®
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Chii thich:
() Ghi 15 tén co quan ding ky nhan cha, me, con.

@ Chi ghi trong trieomg hop nguwdi cé yéu cau dang ky ho tich chira cé/khong cung

cdp so dinh danh cd nhdn/cdn cude cong ddn/thé cdn cuwdc/chitng minh nhdn dadn.

Triwomg hop phdi cung cdp thong tin “Noi cw trii” thi ghi theo noi ddng ky thirong
trii; néu khong cé noi dang ky thieong trii thi ghi theo noi ddng ky tam tri; truong hop

khong c6 noi dang ky thieong tru va noi ddng ky tam trii thi ghi theo noi ¢ hién tqi.

®) Ghi 56 dinh danh cd nhdn/cin cwée cong ddan/thé cin cwéc/sé Gidy khai sinh (d6i
VJi tré em)

Vi du: - Cdan cude cong ddan sé 025188001010 do Cuc Canh sat QLHC vé TTXH
cdp ngay 20/11/2021.

- Gidy khai sinh s6 01/2014, quyén sé 02 do UBND xd My Thdng, huyén My Lic,
tinh Nam dinh cdp ngéy 15/11/2014.

Trieong hop khong c6 s6 dinh danh cd nhdn/cdn cuée cong dan/thé cdn cwée thi ghi
gidy 1o hop 1é thay thé (h¢ chiéu, chirng minh nhdn dan,...).

@ Chi khai trong truong hop ngudi yéu cau khong dong thoi 1a ngudi nhin
cha/me/con.

) Chi khai trong truong hop cha hoac me nhén con chua thanh nién hodc nguoi da
thanh nién nhung mat niang luc hanh vi dan su, ghi y kién ciia ngudi cha néu me 1a ngudi
yéu cau, y kién ngudi me néu cha 1a ngudi yéu cau (trir trudng hop ngudi d6 da chét, mat
tich, mat nang luc hanh vi dan sy hodc han ché nang lyc hanh vi dan su).

6 A - r A \ A A r A A A o \ s~ A
© Pé nghi danh ddu X vao 6 néu c6 yéu cau cap ban sao va ghi 15 sb luong.
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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¢ voi1 ngudi dugce khai Sinh: ...

Pé nghi co quan ding ky khai sinh cho nguwoi duéi day:

Ho, chilt d€m, t€N: ...
Ngay, thang, ndm sinh: ..................ooooeiiiii ghi bANg Chill: ....ovoveeeeceeeee e,
Gioitinh:....oooeeeeeee, Dantoc:......covvveveeeeeennnnn. Quéc B1CH: o
NOT SIIR: e
QUE QUAIL ..ottt ettt e et e ettt e tb e s ae et be e tbe e eaae e eenes
Ho, chir dé€m, t&n N@WOT ME: ...
Nam sinh: O Dantoc: @ oo, Québc tich: @ ...
INOT CU T @) et
GIAY 1O TIY thAN: @ .ottt
Ho, chir dém, tén nguwdi cha: ...

Nam sinh: O Dantoc: @i, Quéc tich: @ ...



CONG BAO/SS 461+462/Ngay 01-12-2024 67

GHAY 1O 1Y thANT @ .ottt
Théng tin vé Gidy chitng nhdn két hon ciua cha, me tré (néu cha, me tré da PKKH):
S6:........ , Quyénso: ... , dang ky ngay .... thang .... ndm ......... Qi
T6i cam doan nodi dung dé nghi dang ky khai sinh trén day 1a dung su that, duoc su thoa
thuan nhat tri cta cac bén lién quan theo quy dinh phap lut.
T6i chiu HOAn toan trach nhiém trudc phap luat vé noi dung cam doan cua minh.

Lamitgi: ................., 0g4y ........... thang ......... A ..............

Ngudi yéu ciu
(Ky, ghi 10 ho, chii dém, tén)

Dé nghi cp ban sao®: C6 D, Khéng D
S6 lugng: ... ... ban
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Chii thich:
() Ghi 15 tén co quan ding ky khai sinh.

@) Chi ghi trong trirong hop nguwoi cé yéu cau ddng ky ho tich chiea ¢6/khong cung cdp
s6 dinh danh cd nhdn/cdan cude cong ddan/thé cdan cuedc/chisng minh nhdn ddn; khong cung

cdp day di thong tin ngay, thang, ndm sinh.

Trieomg hop phai cung cdp thong tin “Noi cu trit” thi ghi theo noi déing ky thuwong tri;
néu khong cé noi ddng ky thwong trii thi ghi theo noi ddng ky tam trii; trieomg hop khong cé

noi dang ky thwong tri va noi ddang ky tam trii thi ghi theo noi ¢ hién tqi.

@ Ghi s6 dinh danh cd nhdan/cin cuée cong dan/thé can cuwde (vi du: Cdn cude cong
ddn s6 025188001010 do Cuc Canh sat QLHC vé TTXH cdp ngay 20/11/2021). Trwong hop
khong c6 s6 dinh danh cd nhdn/cdn cwée cong ddn/thé cdn cwée thi ghi gidy to hop 1é thay

thé (ho chiéu, chitng minh nhdn dan,...).

@ Trudng hop sinh tai co sé' v té thi ghi 16 tén co s¢' v t& va va dia chi try s co sy té do.

Vi du: - Bénh vién Phu san Ha Noi, duong La Thanh, phudong Ngoc Khanh, quan Ba
Dinh, Ha Noi.

Tram y té xd Dinh Bang, huyén Tir Son, tinh Bac Ninh.

Truong hop sinh ra ngoai co sd y té thi ghi dia danh cta 03 cp hanh chinh (x&, huyén,
tinh), noi sinh ra.

Vi du: x4 Pinh Bang, huyén Tir Son, tinh Bac Ninh.
) Ghi day du ngay, thang sinh cia cha, me (néu co).

6 A - r A \ A A r A A A o \ s~ A
© Pé nghi danh ddu X vao 6 néu c¢6 yéu cau cap ban sao va ghi 16 sd luong.
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69

QUY TRINH PA PUQC TAI CAU TRUC

QUY TRINH 06

Ping ky giam hd ¢ yéu t6 nwée ngoai
(Ban hanh kém theo Quyét dinh s6 5272/0P-UBND ngay 18 thdng 11 ndm 2024
ctia Chii tich Uy ban nhdn ddn Thanh phé)

I. THANH PHAN HO SO

STT Tén hd so 50 Trwe | Trye
luwgng tiep tuyén
- To khai dang ky giam ho theo mau Nhap
(n€u ngudi yéu cau lua chon ndp ho so thong tin
theo hinh thuc truc ti€p); theo
- Biéu mau dién tr tuong tac dang ky Ban hudng
01 01 ) X . A
giam ho (do ngudi yéu cau cung cap chinh | dan trén
thong tin theo hudng dan trén Cong dich Cong
vu cong néu ngudi co yéu cau lya chon dich vu
ndp ho so theo hinh thirc tryc tuyén) cong

Ngudi ¢6 yéu cau dang ky giam ho thue hién viéc nop/xuat trinh (theo hinh thirc
truc tiép) hodac tai 1€n (theo hinh thure truc tuyén) cac giay to sau:

A. Gidy to phai ndp

Van ban ctr nguot giam ho theo quy dinh
ciia Bo luat Dan sy doi véi truong hop
dang ky giam ho cur; gidy to ching minh
diéu kién giam ho duwong nhién theo quy

dinh cia B6 luat Dan sy déi véi trromg Ban | Dan chup
01 s R . A 01 , tr ban

hop dang ky gidm hd duong nhién; chinh )

. L TA o . 1A chinh

treong hop ¢6 nhiéu nguot cung du di€u

kién lam gidam ho dwong nhién thi nop

thém van ban thoa thuan vé viéc ci mot

nguol lam giam hé duong nhién

Van ban ty quyén (duwgc ching thuc) Ban

theo quy dinh cua phap luat trong truong chinh/ban | Ban chup

hop uy quyén thye hién dang ky giam ho. sao co|tr  ban
02 | Truong hop nguoi duoc uy quyén 1a ong, 01 ching chinh/ban

ba, cha, me, con, vo, chéng, anh, chi, em thuc/ban | sao dién

rudt cua nguol uy quyén thi van ban uy chup co|tu

quyén khong phai chirng thue. x4c nhan
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dbi chiéu
ban chinh
cua cong
chirc tiép
nhan hd
SO

B. Gidy

to' phai xuit trinh

01

H6 chiéu hoac Chuing minh nhan dan
hodc Thé can cudc cong dan hoac cac
gidy to khac ¢6 dan anh va thong tin ca
nhan do co quan cé tham quyén cép, con
gia tri st dung dé chang minh vé nhan
than cua ngudi ¢6 yéu cau dang ky giam
ho. Truong hop cac thong tin ca nhan
trong cac gidy t0 nay di cd trong
CSDLQGVDC, CSDLHTDT, dugc hé
thong dién ty dong thi khong phai tai 1én
(theo hinh thuc truc tuyén);

01

Ban
chinh

Ban chup
tr ban
chinh

02

Gidy to ¢o gia tri ching minh thong tin
vé cu tra trong trudng hop co quan dang
ky ho tich khong thé khai thac duogc
thong tin vé noi cu tra cia cong dan theo
cac phuwong thitc quy dinh tai khoan 2
Piéu 14 Nghi dinh s6 104/2022/ND-CP
ngay 21/12/2022 cua Chinh phu. Truong
hop cac thong tin vé gidy to chimg minh
noit cu tra da duoc khai thac tor Co so dit
liéu qudc gia vé dan cu bang cac phuong
thirc nay thi ngudi c¢6 yéu cau khong
phai xuat trinh (theo hinh thire tryc tiép)
hoc tai 1én (theo hinh thirc tryc tuyén).

01

Ban
chinh/ban
sao ¢o
ching
thuc

Ban
chup/ban
sao dién
tur

03

Truong hop gui hd so qua dudng buu
chinh thi phai gri kém theo ban sao co
chimg thwc cac gidy to phai xuat trinh
néu trén

01

Ban sao

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

Noi tiép nhin va tra két qua

Thoi gian xir ly

L& phi

Ngudi ¢o yéu cau dang ky giam ho truc

05 ngay lam viéc

50.000
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tiép thuc hién hodc uy quyén cho nguoi
khac thwc hién ndp ho so truc tiép tar BO
phan Tiép nhan va Tra két qua cia UBND
cap huyén (hodc giri hd so qua hé théng
buu chinh); hodac ndp ho so true tuyén trén
Cong dich wvu cong qubc gia
(https://dichvucong.gov.vn) hodc Hé théng
thong tin giai quyét thi tuc hanh chinh
Thanh phd Ho Chinh
(https://dichvucong.hochiminhcity.gov.vn).

déi  v6i o viée
dang ky giam ho
cu; 03 ngay lam
viéc ddi véi viec
dang ky giam ho
dwong nhién

dong/truong hop.

- Thu phi bang 0
dong trwong hop
ndp hd so truc
tuyén.

- Mién 1& phi doi
vol nguol thude hd
ngh¢o, ngudi cao
tudi, nguoi khuyét
tat, nguoi thudc gia
dinh c6 cbéng voi
cach mang.

- Phi cdp ban sao
Trich luc dang ky
giam hd (néu co
yéu cau). 8.000
dong/ban sao trich
luc/su kién ho tich
da dang ky (thuc
hién theo quy dinh
tai Thong tu sb
281/2016/TT-BTC
ngay 14/11/2016
cua B0 Tai chinh).

III. TRINH TU XU LY CONG VIEC

Bude |\ \sidung | Trach .. | Hb so/Biéu
cong N ‘n ‘n Thoi gian x Dién giai
‘n cong viec nhiém mau
viéc
Gio hanh . .
A 1A Co quan ; Thanh phan hdé so
. ’ chinh
Nop ho so to chirc Theo Myc I theo Muc |
Ti’ép nhin truc
. tiép:
Kiém tra, TB? phé‘? 1/2 nes BM 01 ) ‘Tru’(‘)’ng hop h6‘s,0f
tiép nhan ho }epr} a}l . ngaAly BM 02 d_%Y du: Lap Giay
va Traket | lam viéc tiép nhan ho so va
SO . BM 03 1 Ap
qua hen tra két qua; trao
cho nguoi ndp ho
so theo BM 01;
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Bude |\ \sidung | Trach . .| Hb so/Biéu
cong N ‘n ‘n Thoi gian x Dién giai
vidc cong viec nhiém mau

thuc hién tiép budc
B2.

- Truong hop ho so
chwa day du, chua
chinh xac: Hudng
dan b6 sung, HOAn
thien hd so dén
nguoi nop hd so va
ghi 16 ly do theo
BM 02.

- Truong hop tur
chbi tiép nhan hd
so: Lap Phiéu tur
chdi tiép nhan giai
quyét ho so theo
BM 03

Tiép nhin qua
Dich vu Buu chinh
vién théng:

- Truong hop ho so
day du: Lap Gidy
tiép nhan hd so va
hen tra két qua; trao
cho ngudi nop ho
so theo BM O01;
thuc hién tiép budc
B2.

- Trudng hop ho so
chwa day du, chua
chinh xac: Hudng
dan b6 sung, HOAn
thien hd so dén
nguoi nop hd so va
ghi 16 ly do theo
BM 02. Thoi gian
xac dinh t6 chuec, ca
nhan da nop ho so
hop phap, hop 1€ 1a
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Buéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi gian

Ho6 so/Biéu
mau

Dién giai

tai thoi diém to
chitc, ¢4 nhan bd
sung day du hd so
theo yéu cau tai BM
02.

- Truong hop tu
chbi tiép nhan hd
so: Lap Phiéu tur
chdi tiép nhan giai
quyét ho so theo
BM 03. Thong tin
cho t6 chac, ca
nhan vé viéc tir chdi
hd so.

Tiép nhin truc
tuyén:

- Kiém tra tinh
chinh xac, day di,
hop 1& cua ho so;
kiém tra thong tin
chit ky s6 dé dam
bao tinh xac thuec,
hop 1 (néu co).

- Sau khi kiém tra,
néu bao dam cac
dieu kién dé tiép
nhan, Cong chirc
Mot cira tiép nhan,
cap ma ho so va xir
ly ho so theo quy
trinh  (BM  01),
thong bao dén tai
khoan cua to6 chirec,
ca nhan.

- Truong hop ho so
chua day du, dung
quy dinh thi théng
bao cho tb chirc, ca
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Bude |\ \sidung | Trach . .| Hb so/Biéu
cong N ‘n ‘n Thoi gian x Dién giai
vidc cong viec nhiém mau

nhan qua tai khoan
cuia to chuc, ca nhan
qua Hé théng thong
tin giai quyét thu
tuc  hanh chinh
Thanh  phd  va
hudng dan day du,
cu thé dé to chuec,
c4 nhan bd sung ho
so theo yéu cau
(BM 02).

=> Thoi gian tiép
nhan chinh thuc
hoac yéu cau chinh
stra, bo sung khong
mudén hon 08 gio
lam viéc ké tir khi
hé thong tiép nhan,
trur thtr 7, chu nhat.

- Truong hop ftu
chéi nhan hd so:
théong bao cho to
chtrc, cd nhan thong
qua tai khoan cua to
chirc, ca nhan qua
Hé théng thong tin
giai quyét thi tuc
hanh chinh Thanh
phd, néu 18 1y do tur
choi giai quyét hod
so thu tuc hanh
chinh (BM 03).
Quét (scan) tai liu,
lwu trit hd so dién
tr trong treong hop
ho so ndp truc tiép
hoic qua duong
buu dién.
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Buéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi gian

Ho6 so/Biéu
mau

Dién giai

Tiép nhan hd so va
chuyén cong chic
thu ly ho so cua
Phong Tu phap.

B2

Tham dinh
ho so, dé
xuat két qua
giai quyét
TTHC

Cong
chtrc thu
1y hd so

Phong Tu
phap

- Giam ho
cu: 02
ngay lam
viéc

- Giam
duong
nhién: 01
ngay lam
viéc

Theo muc |
BM 01

Ho so trinh
Du thao két
qua: Trich
luc dang ky
giam ho

Cong chure lam cong
tac ho tich tham tra
hd so (tham tra tinh
théng nhat, hop 1é
cua cac thong tin
trong ho so, gidy to,
tai liéu do nguoi yéu
cau nop, Xuat trinh
hodc dinh kém) dé
xuat huong giai
quyét:

+ Truong hop hod so
day du, hop 1¢, dung
quy dinh: cong chirc
lam c6ng tac ho tich
thuc hién wviéc ghi
vao SO0 dang ky
giam hd, cap nhat
thong tin dang ky
giam hd va luu
chinh thirc trén Phan
mém dang ky, quan
ly ho tich dién tir
dung chung; in Trich
luc dang ky giam hd,
trinh  Lanh  dao
Phong Tu phap xem
xet.

+ Truong hop ho so
khong dam bao theo
quy dinh: Du thao
van ban tir chdi
hodc b6 sung hd so.

B3

Xem x¢ét,

Lanh dao

- Giam ho

Theo muc |

Xem xét hd so, phé
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Buge | Naidung | Trich . . | Hb so/Bidu
cong N on " Thoi gian x Dién giai
o n cong viec nhiém mau
viéc
trinh ky Phong Tu | ctr: 01 | Ho so trinh | duyét phiéu trinh, ky
phap ngay lam nhay két qua, trinh
viéc Lanh dao UBND
- Giam phé duyét.
duong
nhién: 1/2
ngay lam
viéc
- Giam ho
cu: 01
ngay lam
Lanh dao | viéc Lanh dao UBND
B4 | Kyduyet | UBND |-  Gigm| 20™uCl) o xet ho so, phe
cép huyén | dguong Ho so trinh duyét két qua
nhién: 1/2
ngay lam
viéc
Cho sré, vao sd,
: Vin thu : Hb soda | dong dau, ban hanh
Ban hanh 1/2 ngay ~ | van ban, chuyén ho
B5 . UBND . A dugce phé N n
van ban cép huyén lam viéc duyét 30 cho B0 phéan
' ' Tiép nhan va Tra
két qua.
- Thuc hién sb hoa
két qua va ky so két
qua giai quyét thu
Tra két qua, | Bo phan tuc hanh chinh da
B6 lru hd so, | Tiép nhan | Theo Gidy | Luuhd so | duoc ' s0 hoa theo
thong ké va | va Tra két hen theo myc V | quy dinh.
theo doi qua - Tra két qua cho
cong dan.
- Théng ké, theo
dai.
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IV. BIEU MAU

Cac biéu mau st dung tai cac budc cong viéce:

STT | Mai hiéu Tén biéu miu
1 BM 01 | Mau Gidy tiép nhan hd so va hen tra két qua.
2 BM 02 | Mau Phiéu yéu cau b6 sung, HOAn thién hd so (néu c6)
3 BM 03 | Mau Phiéu tir choi tiép nhan giai quyét hd so (néu co)
4 BM 04 To khai dang ky giam ho

V.HO SO CAN LUU
STT | Mi hiéu Tén biéu miu
BM 01 | Mau Gidy tiép nhan hd so va hen tra két qua.
BM 02 | Mau Phiéu yéu cdu b6 sung va HOAn thién ho so (néu co)
BM 03 | Mau Phiéu tir chéi tiép nhan giai quyét hd so (néu co)
BM 04 To khai dang ky giam ho
BM 05 Trich luc dang ky giam hé (ban chup)

// Céc ho so khac néu co theo vin ban phap quy hién hanh

N |[WIN|—

VI. CO SO PHAP LY

- Luat H6 tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh chi
tiét mot sb diéu va bién phap thi hanh Luat Ho tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh phi quy dinh vé Co
s¢ dir 11éu ho tich dién tir, dang ky ho tich truc tuyén;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cta Chinh phu sira d6i, bo
sung mot sb6 diéu cua cac nghi dinh lién quan dén viéc nop, xudt trinh s6 ho khau, sb
tam tra giéy khi thyre hién thu tuc hanh chinh, cung cép dich vu cong;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cia Bo truéng 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 15/11/2015 cta Chinh phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh
Luat HO tich;

- Théng tu s6 01/2022/TT-BTP ngay 04/01/2022 cua Bo truong Bé Tu phap quy
dinh chi tiét mot s6 diéu va bién phap thi hanh Nghi dinh s6 87/2020/ND-CP ngay
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28/7/2020 cua Chinh phu quy dinh vé Co so dir liéu ho tich dién tur, dang ky ho tich
truc tuyén;

- Thong tu s6 03/2023/TT-BTP ngay 02/8/2023 cta Bo truong Bo Tu phap sira
d6i, bo sung mot so ndi dung cua Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 cia
Bo truong Bo Tu phap quy dinh chi tiét mot s6 diéu va bién phap thi hanh Nghi dinh
s6 87/2020/ND-CP ngay 28/7/2020 ctia Chinh phu quy dinh vé Co s6 dit liéu hé tich
dién tir, dang ky ho tich truc tuyén;

- Thong tu s6 04/2024/TT-BTP ngay 06/6/2024 cua Bo trudng Bo Tu phap sta
do6i, bd sung mot so diéu cia Thong tu s6 02/2020/TT-BTP ngay 08/4/2020 cia Bo
truong BO Tu phap ban hanh, huéng dan sir dung, quan 1y mau s6 qudc tich va mau
gidy to vé qubc tich va Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ciia Bo trudng
B6 Tu phap quy dinh chi tiét thi hanh mot s6 diéu cua Luat Ho tich va Nghi dinh so
123/2015/ND-CP ngay 15/11/2015 cta Chinh phii quy dinh chi tiét mot s6 diéu va
bién phép thi hanh Luat Ho tich;

- Thong tu s6 32/2017/TT-BTTTT ngay 15/11/2017 cua B Thong tin va Truyén
thong quy dinh vé viéc cung cap dich vu cong truc tuyén va bao dam kha ning truy cap
thuén tién doi véi trang thong tin dién tir hodic cong thong tin dién tir cua co quan nha
nuwoc;

- Thong tu s6 01/2023/TT-VPCP ngay 05/4/2023 ciia Vin phong Chinh phu quy
dinh mét s6 noi dung va bién phap thi hanh trong s6 hoa ho so, két qua giai quyét thu
tuc hanh chinh va thuc hién thu tuc hanh chinh trén méi tredng dién tur;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ciia Bo truéng Bo 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 1iéu hd tich, phi xac nhan cé quéc tich Viét Nam, phi xac nhan la
ngudi gbe Viét Nam, 18 phi qudc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ciia B truémg Bo Tai chinh
hudng dan vé phi va 1é phi thudc tham quyén quyét dinh cua Hoi dong nhan dan tinh,
thanh phé truec thudc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 ciia Bo truéng Bo Tai chinh
stra doi, bo sung mot s6 diéu cia Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua
B Tai chinh hudng dan vé phi va 1¢ phi thudc tham quyén quyét dinh cia Hoi dong
nhan dén tinh, thanh pho truc thude Trung vong;
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- Nghi quyét s6 124/2016/NQ-HDND ngay 09/12/2016 cua Hoi dong nhan déan
thanh phé vé cac loai phi va 1é phi trén dia ban Thanh phé H6 Chi Minh;

- Quyét dinh s6 52/2016/QD-UBND ngay 10/12/2016 ctia Uy ban nhan dan
Thanh phé ban hanh mirc thu 10 loai phi va 7 loai 1€ phi trén dia ban Thanh phé Hb
Chi Minh;

- Nghi quyét s6 07/2024/NQ-HPND ngay 19/5/2024 ciia Hoi dong nhan dan
Thanh phé quy dinh mirc thu 1€ phi trong thuc hién thu tuc hanh chinh ap dung dich
vu cong truc tuyén trén dia ban Thanh phé H6 Chi Minh;

- Quyét dinh s6 1079/QD-BTP ngay 11/6/2024 cua Bo truéng BO Tu phap vé
viéc cong b6 tha tuc hanh chinh duoc stra ddi, bod sung trong linh vuc ho tich thuc
hién tai co quan dang ky ho tich thuéc pham vi chirc nang quan ly cua Bd Tu phap.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY GIAM HQ

Ho, chir dém, tén n@udi YEU CAU: ... e

Ngay, thang, n&m SINN: ..

P& nghi co’ quan ding ky viéc giam h§ giira:
Ngudi giam ho:
Ho, chit Q8m, teN:

Ngay, thang, n&m SINh: ...

Ngudi duwgce giam hg:
Ho, chit Q8m, teN:
Ngay, thang, n&m SINh: ..

GiGitinh: @ ... Dantoc: ® Quéc tich:®
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Gidy khai sinh/Gidy t0 tiy than: @ e

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

luat vé cam doan cua minh.

Lamtqi: ......cccoovivciei. , hgay ... thang ..... nam .........

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

Pé nghi cap ban sao™: C6 D, Khong []

Chau thich:

() Ghi 15 tén co quan dang ky giam ho.

@) Chi ghi trong trieomg hop ngurdi ¢6 yéu cdu ddang ky ho tich chira c6/khong cung cdp
s6 dinh danh cd nhdn/cdn cuée cong dan/thé cin cuée/ching minh nhdn dan.

Triomg hop phai cung cdp thong tin “Noi cu trit” thi ghi theo noi déing ky thuong tri;
néu khong cé noi ddng ky thiong trii thi ghi theo noi ddng ky tam trii; trieomg hop khong cé
noi dang ky thwong trii va noi dang ky tam trii thi ghi theo noi ¢ hién tai.

®) Ghi s6 dinh danh cd nhdn/cin ciwde cong ddan/thé cdan cude/sé Gidy khai sinh (d6i
Vi tré em)

Vi du: - Cén cudc cong ddn s6 025188001010 do Cuc Canh sat QLHC vé TTXH cdp
ngay 20/11/2021.

- Gidy khai sinh s6 01/2014, quyén s6 02 do UBND xd My Thding, huyén My Loc, tinh
Nam dinh cdp ngay 15/11/2014.

Triromg hop khong cé sé dinh danh cd nhdan/cdn cieée cong ddan/thé cin cwée thi ghi

gidy 1o hop 1é thay thé (h¢ chiéu, chirng minh nhdn dan,...).

4 A - r A \ A A r A A A o \ s~ A
@ Pé nghi danh ddu X vao 6 néu c6 yéu cau cap ban sao va ghi 15 sb luong.
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QUY TRINH PA PUQC TAI CAU TRUC

QUY TRINH 07

Ping ky chim dit giam hd c6 yéu té nwéc ngoai
(Ban hanh kém theo Quyét dinh s6 5272/0P-UBND ngay 18 thdng 11 ndm 2024
ctia Chui tich Uy ban nhdn ddn Thanh phé)

I. THANH PHAN HO SO

. Sb T T
STT Tén hd so 0 e e
luwgng tiep tuyén
- To khai dang ky cham dat giam ho theo Nhap
mau (néu nguoi yéu cau lwa chon nop ho thén g tin
so theo hinh thirc true tiép);
- o theo
- Bi€u mau dién tu tuong tac dang ky Ban huéng
01 | cham dut giam ho (do ngudi yéu cau cung | 01 , X .
Pol , ) AP chinh dan trén
cap thong tin theo hudéng dan trén Cong Cén
dich vu cong néu ngudi co6 yéu cau lwa ~ons
chon ndop ho so theo hinh thuc truc dlCAh vu
tuyen). cong

Ngudi ¢6 yéu cau diang ky cham dat giam ho thue hién viée ndp/xuat trinh (theo

hinh thire truc tiép) hodc tai 1én (theo hinh thirc tryc tuyén) cac gidy to sau:

A. Gidy to phai ndp

01 Gidy to lam can ct cham dat giam ho 01 Ban
theo quy dinh ctia Bo luat Dan su. chinh
Ban
. chinh/ban
Van ban uy quyén (duoc ching thuc) S80 ¢6
theo quy dinh cua phap luat trong treong i
hop ty quyén thuc hién ding ky cham dirt chu’ng_:{
02 |giam ho. Truong hop ngudi dwoc ay| o1 | thuc/ban
quyén 1a ong, ba, cha, me, con, vo, chong, chup ¢6
anh, chi, em rudt cua ngudi uy quyén thi x4ac nhan
van ban uy quyén khong phai chirg thue da doi
chiéu ban
chinh cuia
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nguol
tiép nhan
ho so.

B. Giay to phai xuit trinh

H6 chiéu hoic Chuing minh nhan dan
hodac Thé can cudc cong dan hodc cac
gidy to khac co6 dan anh va thong tin ca
nhan do co quan c6 tham quyén cap, con
gia tri st dung dé chung minh vé nhan
than cuia ngudi ¢6 yéu cau diang ky cham
dit giam hé. Truong hop cac théng tin ca
nhan trong cac gidy t& nay di co trong
CSDLQGVDC, CSDLHTDT, duoc hé
théng dién ty dong thi khong phai tai 1én
(theo hinh thuc truc tuyén).

Ban
chup tur
ban
chinh

Ban

01 chinh

01

Truong hop gi hd so qua dudng buu
chinh thi phai giri kém theo ban sao cé
chirng thuc cac gidy to phai xuat trinh néu
trén.

02 01 Ban sao

I1. NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA LE PHi

Noi tiép nhén va tra két qua Thoi lg)’llan xu L¢ phi

50.000 dong/treong
Nguoi co yéu cau dang ky cham dut giam hop.
ho tryc tiép thuc hién hodc uy quyén cho - Thu phi bang 0
ngudi khac thue hién ndp ho so truc tiép dong trudng hop nop
ta1 BO ph,an T1ep nhan va Tra ket qua cua 02 neav lam ho so truc tuyén.
UBND cap huyén (hodc gui ho so qua he vide & IZé tr | - Mién 1 phi déi voi
ihor}g lalfu (cjlimh);d ‘h}?ac nQIB ho S(Z’ trg.’c ngéuj nhan du |nguoi  thuge  ho
uyén trén Cong dich vu cong quoc gia |, < hop 16 nghto, ngudi  cao
(https://dichvucong.gov.vn) hoac H¢ thong tudi, nguoi Khuyét
théng tin giai quyet thu tuc hanh chinh 4t )ngub’i thuoc gia
Thanh pho Ho Chinh dinh 6 cﬁng Vi
(https://dichvucong.hochiminhcity.gov.vn). cach mang.

- Phi cap ban sao
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Trich luc dang ky
cham dat giam ho
(méu cd yéu cau):
8.000 dong/ban sao
trich luc/su kién hod
tich da dang ky (thuc
hién theo quy dinh
tai Thong tu s6
281/2016/TT-BTC
ngay 14/11/2016 cua
Bo Tai chinh).

III. TRINH TU XU LY CONG VIEC

Budc

>

~ Ngidung | Trach Thoi | Ho so/Biéu
cong N on " . x Dién giai
o n cong viec nhiém gian mau
viéc
Nop ho so Co quan, | Giohanh | Theo Muc | Thanh phan hé so
‘ t0 chure chinh I theo Muc 1
Tiép nhén trwe tiép:
- Truong hop ho so
day du: Lap Giay tiép
nhan ho so va hen tra
két qua; trao cho
nguodi nop ho so theo
BM 01; thyc hién tiép
budc B2.
- Truong hop ho so
Bl | Kiémia, | BOPR || BMOL |chua diy du. chua
épnban | Tipnban | O1gio | pypgy | chinh v Hudng din
o sor' va Trakéet | lam viéc bg sung, HOAn thién
qua BMO03 | ho so dén nguoi ndp

ho so va ghi 16 1y do
theo BM 02.

- Truong hop tir choi
tiép nhan hd so: Lap
Phiéu tir chdi tiép
nhan giai quyét hd so
theo BM 03

Tiép nhin qua Dich
vu Buu chinh vién
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Buwéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi
gian

Ho6 so/Biéu
mau

Dién giai

thong:

- Trudng hop ho so
day du: Lap Giay tiép
nhan ho so va hen tra
két qua; trao cho
nguodi nop ho so theo
BM 01; thyc hién tiép
budc B2.

- Truong hop hod so
chua day du, chua
chinh x4c: Huéng dan
bo sung, HOAn thién
ho so dén nguoi nop
hd so va ghi 15 1y do
theo BM 02. Thoi
gian xac dinh to chirc,
ca nhan da nop ho so
hop phap, hop 1€ 1a
tai thoi diém to chue,
ca nhan bo sung day

du ho so theo yéu cau
tat BM 02.

- Truong hop tir choi
tiép nhan hd so: Lap
Phiéu tir choi tiép
nhan giai quyét hd so
theo BM 03. Thong
tin cho t6 chuc, ca
nhan vé viéc tir chbi
ho so.

Tiép nhin truc
tuyén:

- Kiém tra tinh chinh
xac, day du, hop 1&
cua hd so; kiém tra
théng tin chir ky sb
dé dam bao tinh xac
thue, hop 1€ (néu co).
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Buée | noidung | Trich Thoi | H so/Biéu
cong N on " . x Dién giai
viee | congviée nhiém gian mau

- Sau khi kiém tra,
néu bao dam cac diéu
kién dé tiép nhan,
Coéng chuc Mot cira
tiép nhan, cap ma hd
so va xir Iy ho so theo
quy trinh (BM 01),
thong bao dén tai
khoan cua to chtec, ca
nhan.

- Trudng hop ho so
chua day du, dung
quy dinh thi thong
bao cho t6 chirc, ca
nhan qua tai khoan
cua to chirc, ca nhan
qua Hé thong thong
tin giai quyét thu tuc
hanh chinh Thanh
phd va huéng dan
dﬁy du, cu thé dé tb
chitc, ca nhan bd
sung ho so theo yéu
cau (BM 02).

=> Thoi gian tiép
nhan chinh thic hoac
yéu cau chinh stra, bo
sung khéng muodn
hon 08 gi¢ lam viéc
ké tu khi hé thong
tiép nhan, trir thir 7,
chu nhat.

- Truong hop tir choéi
nhan hd so: thong
bao cho to chirc, ca
nhan thong qua tai
khoan cua t chuc, ca
nhan qua HE théng
thong tin giai quyét
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Buwéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi
gian

Ho6 so/Biéu
mau

Dién giai

thu tuc hanh chinh
Thanh pho, néu 15 ly
do tir choi giai quyét
hoé so thu tuc hanh
chinh (BM 03).

Quét (scan) tai li€u,
lwu trir hd so dién tir
trong truong hop ho
so ndp truc tiép hodc
qua duong buu dién.

Tiép nhan hd so va
chuyén cong chirc thu
ly hd so cua Phong
Tw phap.

B2

Tham dinh
ho so, dé
xuat két
qua giai

quyét
TTHC

Céng churc
thu 1y hd
so Phong
Tu phap

01 ngay
lam viéc

Theo muc |
BM 01
BM 02
BM 03

Cong chirc lam cong
tac ho tich thAm tra hd
so (tham tra tinh thong
nhat, hop 1€ cua cac
thong tin trong hd so,
gidy to, tai lieu do
ngudi yéu cau nop,
xuit trinh hoic dinh
kém) dé xudt hudng
giai quyeét;

+ Truomg hop hd so
day du, hop 1é, dung
quy dinh: cong chirc
lam cong tac hd tich
thue hién viéc ghi néi
dung vao So dang ky
cham dut giam hd, cap
nhat thong tin dang ky
cham dirt giam hd va
lvu chinh thire trén
Phan mém dang ky,
quan ly ho tich dién tir
dung chung; in Trich
luc dang ky cham dut
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Buge | \gidung | Trach Thoi | Hb so/Biéu
cong A on " . x Dién giai
o n cong viec nhiém gian mau
viéc
giam ho, trinh Lanh
dao Phong Tu phap
xem Xet.
+ Truong hop hd so
khéng dam bao theo
quy dinh: Du thao
Va“}n ban t1:1’ cho1 hoac
b6 sung ho so.
Xem x¢&t ,h6 so, phé
em xét Lanh dao 03 gis | Theo muc] duyét pIAneu trinh, ky
B3 trinh 15 Phong Tu 1am vide | ta . nhay két qua, trinh
y phap *C | Hosotrinh | | 50 da0 UBND phé
duyeét.
, A Lanh da? 03 gis Theo muc I L?mh Adao UBI\ID XGIP
B4 Ky duyét | UBND cap 14m vidc N . xet h6 so, phé duyét
huyén *C | HO so trinh | 1 4¢ qua
) ‘ Cho s0, vao so, dong
Ban hanpy | VAt | Hosodd |du, ban hanh van
B5 1 UBND cép | 1. El9 dugc phé |ban, chuyén hd so
van ban lam viéc n A A X
huyén duyét cho BO phan Tiep
nhan va Tra két qua.
- ,Thu’c hién sér hé,a
két qua va ky so6 két
Tra két qua, | B6 phan qua giai quyét thu tuc
B6 luu ho so, Tiép nhan Theo Luu hd so h?nh, chinh da du’QC
théng ké va | va Trakét | Giay hen | theo muc V | 5° héa theo quy dinh.
theo doi qua - Tra két qua cho

cong dan.
- Thong ké, theo dai.
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IV. BIEU MAU
Cac biéu mau sir dung tai cac budc cong viéce:
STT | Mi hiéu Tén biéu miu
1 BM 01 | Mau Gidy tiép nhan hd so va hen tra két qua.
2 BM 02 | Mau Phiéu yéu cau b6 sung, HOAn thién hd so (néu c6)
3 BM 03 | Mau Phiéu tir chéi tiép nhan giai quyét hd so (néu co)
4 BM 04 T khai dang ky cham dat giam ho

V. HO SO CAN LUU

STT | Ma hiéu Tén biéu miu
1 BM 01 | Mau Giay tiép nhan ho so va hen tra két qua.
2 BM 02 | Méu Phiéu yéu cdu b sung va HOAn thién hd so (néu c6)
3 BM 03 | Mau Phiéu tir chéi tiép nhan giai quyét hd so (néu co)
4 BM 04 T khai dang ky cham dat giam ho
5 BM 05 Trich luc dang ky cham dit giam ho (ban chup)
6 // Céc ho so khac néu co theo van ban phap quy hién hanh

VI. CO SO PHAP LY

- Luat H6 tich nam 2014;
- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh chi
tiét mot sb diéu va bién phap thi hanh Luat Ho tich;
- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh phi quy dinh vé Co
s¢ dir 11éu ho tich dién tir, dang ky ho tich truc tuyén;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cta Chinh phu sira d6i, bo

sung mdt s6 di€u cua cac nghi dinh lién quan dén viéc ndp, xuat trinh s6 ho khau, so6

tam tra giéy khi thyre hién thu tuc hanh chinh, cung cép dich vu cong;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cia Bo truéng 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 15/11/2015 cta Chinh phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh
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Luat HO tich;

- Théng tu s6 01/2022/TT-BTP ngay 04/01/2022 cua Bo truong Bé Tu phap quy
dinh chi tiét mot s6 diéu va bién phap thi hanh Nghi dinh s6 87/2020/ND-CP ngay
28/7/2020 cua Chinh phu quy dinh vé Co so dir liéu ho tich dién tur, dang ky ho tich
true tuyén;

- Thong tu s6 03/2023/TT-BTP ngay 02/8/2023 cta Bo truong Bo Tu phap sira
d6i, bo sung mot sé ndi dung cua Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 cua
Bo trudng BO Tu phéap quy dinh chi tiét mot s6 diéu va bién phap thi hanh Nghi dinh
s6 87/2020/ND-CP ngay 28/7/2020 ctia Chinh phu quy dinh vé Co s6 dit liéu hé tich
dién tir, dang ky ho tich truc tuyén;

- Thong tu s6 04/2024/TT-BTP ngay 06/6/2024 cua Bo trudng Bo Tu phap sta
do6i, bo sung mot s6 diéu cua Thong tu s6 02/2020/TT-BTP ngay 08/4/2020 cua Bo
truong BO Tu phap ban hanh, huéng dan st dung, quan 1y mau s6 quoc tich va mau
gidy to vé qubc tich va Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cia Bo truong
Bo6 Tu phap quy dinh chi tiét thi hanh mot s6 diéu cua Luat Ho tich va Nghi dinh so
123/2015/ND-CP ngay 15/11/2015 caa Chinh phu quy dinh chi tiét mot s6 diéu va
bién phap thi hanh Luat Ho tich;

- Thong tu s6 32/2017/TT-BTTTT ngay 15/11/2017 cua B Thong tin va Truyén
thong quy dinh vé viéc cung cap dich vu cong truc tuyén va bao dam kha ning truy cap
thuén tién doi véi trang thong tin dién tir hodic cong thong tin dién tir cua co quan nha
nuwoc;

- Thong tu s6 01/2023/TT-VPCP ngay 05/4/2023 ciia Vin phong Chinh phu quy
dinh mét s6 noi dung va bién phap thi hanh trong s6 hoa ho so, két qua giai quyét thu
tuc hanh chinh va thuc hién thu tuc hanh chinh trén méi tredng dién tur;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ciia Bo truéng Bo 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 1iéu hd tich, phi xac nhan cé quéc tich Viét Nam, phi xac nhan la
ngudi gbe Viét Nam, 18 phi qudc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ciia B truémg Bo Tai chinh
hudng dan vé phi va 1é phi thudc tham quyén quyét dinh cua Hoi dong nhan dan tinh,
thanh phé truec thudc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 ciia Bo truéng Bo Tai chinh
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stra doi, bo sung mot s6 diéu cia Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua
B Tai chinh hudng dan vé phi va 1¢ phi thudc tham quyén quyét dinh cia Hoi dong
nhan dan tinh, thanh pho truc thude Trung wong;

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

- Quyét dinh s6 52/2016/QD-UBND ngay 10/12/2016 ctia Uy ban nhan dan
Thanh phé ban hanh mirc thu 10 loai phi va 7 loai 1€ phi trén dia ban Thanh phé Hb
Chi Minh;

- Nghi quyét s6 07/2024/NQ-HPND ngay 19/5/2024 ciia Hoi dong nhan dan
Thanh phé quy dinh mure thu 18 phi trong thuc hién thii tuc hanh chinh ap dung dich
vu cong truc tuyén trén dia ban Thanh phé H6 Chi Minh;

- Quyét dinh s6 1079/QD-BTP ngay 11/6/2024 cua Bo truéng BO Tu phap vé
viéc cong b6 tha tuc hanh chinh duoc stra ddi, bod sung trong linh vuc ho tich thuc
hién tai co quan dang ky ho tich thuéc pham vi chirc nang quan ly cua Bd Tu phap.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phuc

TO KHAI PANG KY CHAM DUT GIAM HQ

Ho, chit dém, tén n@uwoi YEU CAUL .........ooooiiiiiiiii e

Ngay, thang, NAM SINN: .........c.cooiiiii e

P& nghi co quan diing ky chidm dirt viée giam hd giira:
Ngudi giam ho:

HO, Chilt @8, T8I0 ..o

Gigitinh: @ ... DAn t0¢: @, Quéc tich: @ ...

Ngudi duwgce giam hg:
HO, Chilt @8, T8I0 ..o
Ngay, thang, NAm SINN: ...

Gigitinh: @ ... DANtOC: @, Quéc tich: @ ...
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Gidy khai sinh/Gidy t0 tiy thAn ;..o
DA dang Ky gIAm ho 1 @ ..o
ngay ....... thang ......... nam ......... SO.cvvenee ettt et QUYEN SO: oo
Ly do chim dirt VI8 @AM RO: ..o..o.oovooeooeoooeeeeeeeeeeeeeeee e

T61 cam doan nhitng nd1 dung khai trén day 1a dang su that va chiu trach nhiém trude phap

luat vé cam doan cua minh.
Lamtqi: .........cccoeveenennn.. , ngay ... thang ... nam ...

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

Dé nghi cép ban sao®: C6 D, Khong []
So luong:....... ban
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Chu thich:

() Ghi 15 tén co quan ding ky chiam dat giam ho.

@) Chi ghi trong trirong hop nguedi ¢é yéu cau dang ky ho tich chira cé/khong cung cdp
s6 dinh danh cd nhdn/cdn cude cong ddn/thé cdin cwée/chirng minh nhdn dan.

Trieomg hop phai cung cdp thong tin “Noi cu trit” thi ghi theo noi déing ky thuwong tri;
néu khong cé noi ddng ky thuwong trii thi ghi theo noi ddng ky tam trii; trieong hop khong cé
noi dang ky thuong trii va noi dang ky tam trii thi ghi theo noi ¢ hién tai.

) Ghi s6 dinh danh cd nhan/cin cuée cong dan/thé cdan cwéc/so Gidy khai sinh (doi voi
tré em)

Vi du: - Cén cude cong ddn s6 025188001010 do Cuc Canh sat QLHC vé TTXH cdp
ngay 20/11/2021

- Gidy khai sinh s6 01/2014, quyén s6 02 do UBND xd My Thding, huyén My Loc, tinh
Nam dinh cdp ngay 15/11/2014.

Triromg hop khong cé sé dinh danh cd nhdan/cdn cuede cong ddan/thé cin cwée thi ghi

gidy 1o hop 1é thay thé (h¢ chiéu, chirng minh nhdn dan,...).
“ Ghi 15 tén co quan dang ky giam ho trude ddy (s, ngay thang nam ding ky).

5 A - r A \ A A r A A A o \ s~ A
®) Pé nghi danh ddu X vao 6 néu c6 yéu cau cap ban sao va ghi 15 sb luong.



CONG BAO/S6 461+462/Ngay 01-12-2024 95

QUY TRINH PAPUQC TAI CAU TRUC
QUY TRINH 08

Ping ky thay dbi, cai chinh, bé sung thong tin hd tich, xac dinh lai dan tdc
(Ban hanh kém theo Quyét dinh s6 5272/0P-UBND ngay 18 thdng 11 ndm 2024
ctia Chii tich Uy ban nhdn ddn Thanh phé)

I. THANH PHAN HO SO

ST . a S6 Truc Truc
Tén ho so ¥ %

T luwgng tiep tuyen
- T& khai ding ky thay doi, cai chinh, bo
sung th~6ng tin ho tich, xac dinh lai dan tdc Nhap
thA€0 I{léu (néu nguoi ¢ yéu (‘f}u Ira chon thong tin
nop hoé so theo hinh thure truce ti€p); theo
- VBleu,mau dlgp tu’ tu’gng té}c thue hAlen Ban huéng

01 | dang ky thay doi, cai chinh, b6 sung thong 01 chinh dn trén
tin ho tich, xac dinh lai dan toc (do ngudi 4
yéu cau cung cap thong tin theo hudng dan -ong
trén Cong dich vu cong, néu ngudi co yéu dich vu
cau lwa chon nop hd so theo hinh thie truc cong
tuyen)

Ngudi ¢ yéu cau dang ky thay d6i, cai chinh, bo sung thong tin ho tich, xac dinh
lai dan toc thuc hién viéc nép/xuét trinh (theo hinh thuc truc tiép) hodc tai 1én
(theo hinh thire true tuyén) cac gidy to sau:

A. Gidy to phai ndp

. : . . Ban
Giay to lién quan dén viéc thay doéi, cai chun/ban
01 | chinh, b6 sung théng tin hd tich, xac dinh 01 Ban sao ‘pd“
lai dan toc sao dién
tur
Vin ban uy quyén (duge chimg thyc) theo Ban 7
quy dinh cua phap luat trong trudong hop uy , , | Ban
chinh/ba .
quyén thuc hién viée dang ky thay doi, cai N , | chup tu
02 chinh, bo sung thong tin ho tich, xac dinh 01 sao 0| ban
lai dén toc. Truong hop nguodi duoc uy chu’ngq chinh/ba
quyén la 6ng, ba, cha, me, con, vo, chong, thyc/ban n 40
anh, chi, em rudt cia nguoi uy quyén thi chup ¢6 dién tir
van ban uy quyén khéng phai chung thuec. x4c nhan |
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chimg thuc cac gidy to phai xuét trinh néu
trén.

d6i chiéu
ban
chinh
cua cong
chire tiép
nhan hd
SO
B. Giay to phai xuit trinh
H6 chiéu hoic Chung minh nhan dan hoac
Thé cin cude cong dan hodc cac gidy to
khac ¢6 dan anh va thong tin ca nhan do co
quan ¢6 tham quyén cap, con gia tri s
dung dé chung minh vé nhan than cia Ban
01 nguoi co yéu cau dang ky thay doi, cai 01 Ban chup tur
chinh, b6 sung thong tin ho tich, xac dinh chinh ban
lai dan toc. Truong hop céc thong tin ca chinh
nhan trong cdc gidy to nay dicd trong
CSDLQGVDC, CSDLHTDT, dugc hé
théng dién tu dong thi khong phai tai 1én
(theo hinh thirc trie tuyén)
Gidy to c6 gia tri chang minh thong tin vé
cu tra trong treong hop co quan dang ky
ho tich khéng thé khai thac duoc thong tin
vé noi cu trd cua cong dan theo cac
phuong thue quy dinh tai khoan 2 Diéu 14 Ban Ban
Nghi dinh s 104/2022/ND-CP ngay chinh/ba chun/bin
02 |21/12/2022 ciia Chinh phi. Truong hop| 01 | nsaocéd | S P2
cac thong tin vé gidy to ching minh noi cu chimg 530 ?‘1en
trt da duoc khai thac tir Co so dit liu qude thue tu
gia vé dan cu bang cac phuong thirc nay '
thi ngudi co yéu cau khong phai xuat trinh
(theo hinh thuc truc tiép) hodc tai 1én (theo
hinh thuce truc tuyén)
Truong hop gii hd so qua duong buu
03 chinh thi phai giri kém theo ban sao co 01 Ban sao
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I. NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA LE PHi
Noi tiep nhz.u} va tra ket Thoi gian xir 1§ Lé phi
qua
25.000 dong/trudong
hop.

Ngudi ¢6 yéu cau dang ky
thay d6i, cai chinh, bo
sung thong tin ho tich, xac
dinh lai dan tdc truc tiép
thuc hién hoac uy quyén
cho nguo1 khac thue hién
nop ho so truc tiép tar BO
phan Tiép nhan va Tra két
qua cia UBND cap huyén
(hoac giri hd so qua hé
théong buu chinh); hoic
nop ho so truc tuyén trén
Cong dich vu cong quéc
gia
(https://dichvucong.gov.vn
) hoic Hé théng thong tin
giai quyét tha tuc hanh
chinh Thanh phé HO Chi
Minh
(https://dichvucong.hochi
minhcity.gov.vn).

- Ngay trong ngay lam viéc doi
vGi viée b sung thong tin ho
tich, truong hop nhan ho so sau
15 gio ma khong giai quyét
duge ngay thi tra két qua trong
ngay lam viéc tiép theo.

- 03 ngay lam viéc doi véi viec
thay dbi, cai chinh ho tich, xac
dinh lai dan toc. Truong hop
can phai xac minh thi thoi han
duoc kéo dai khong qua 06
ngay lam viéc.

- Thu phi bing O
dong truong hop ndp
ho so trie tuyén.

- Mién 1¢ phi d6i véi
tré em, nguoi thude
ho ngheo, nguol cao
tudi, nguoi khuyét tat,
nguol thude gia dinh
cO cong v cach
mang.

- Phi cip ban sao
Trich luc dang ky
thay doi, cai chinh, bo
sung théng tin ho
tich, xac dinh lai dan
toc (néu co yéu cau):
8.000 dong/ban sao
trich luc/su kién ho
tich dadang ky (thuc
hién theo quy dinh tai
Thoéng  tu 5O
281/2016/TT-BTC
ngay 14/11/2016 cua
B Tai chinh).

III. TRINH TU XU LY CONG VIEC

Bubce | \si dung | Trach o Ho N
cong N ‘n ‘n Thoi gian | so/Biéu Dién giai
‘n cong viec | nhiém X
viéc mau
B1 Nop ho Co quan, | Gi¢ hanh Theo | Thanh phan hé so theo
SO t0 chure chinh Mucl |Mucl
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Buwéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi gian

Ho
so/Biéu
mau

Dién giai

Kiém tra,
tiép nhan
ho so

B0 phan
Tiép
nhan va
Tra két
qua

01 gio lam
viéc

BM 01
BM 02
BM 03

Tiép nhén true tiép:

- Truong hop hé so day
du: Lap Giay tiép nhan hd
so va hen tra két qua; trao
cho ngudi ndp ho so theo
BM 01; thuc hién tiép
budc B2.

- Truong hop hd so chua
day du, chua chinh xac:
Hudéng dan bd sung,
HOAn thién hd so dén
nguodi nop ho so va ghi 6
ly do theo BM 02.

- Truong hop tir choi tiép
nhan ho so: Lap Phiéu tir
choi tiép nhan giai quyét
ho so theo BM 03

Tiép nhin qua Dich vu
Buu chinh vién thong:

- Truong hop hé so day
du: Lap Giay tiép nhan hd
so va hen tra két qua; trao
cho ngudi ndp ho so theo
BM 01; thuc hién tiép
budc B2.

- Trudong hop hd so chua
day du, chua chinh xAc:
Hudéng dan bd sung,
HOAn thién hd so dén
nguodi nop ho so va ghi 6
ly do theo BM 02. Thot
gian xac dinh td chire, ca
nhan dandép hd so hop
phap, hop 1€ 1a tai thot
diém t6 chirc, ca nhan b
sung day du ho so theo
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Buwéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi gian

Ho
so/Biéu
mau

Dién giai

yéu cau tai BM 02.

- Truong hop tir choi tiép
nhan ho so: Lap Phiéu tir
choi tiép nhan giai quyét
ho so theo BM 03. Thong
tin cho té chtrc, ca nhan
vé viée tir chdi hd so.
Tiép nhén trwe tuyén:

- Kiém tra tinh chinh xac,
day du, hop 1é cia hd so;
kiém tra thong tin chit ky
s6 dé dam bao tinh xac
thue, hop 1€ (néu co).

- Sau khi kiém tra, néu
bao dam cac diéu kién dé
tiép nhan, Cong chirc Mot
cira tiép nhan, cap Ma hd
so va xt 1y ho so theo
quy trinh (BM 01), thong
bao dén tai khoan cia to
chirc, ca nhan.

- Truong hop hd so chua
day du, dang quy dinh thi
thong bao cho to chirc, ca
nhan qua tai khoan cua to
chirc, ca nhan qua HéE
thong thong tin giai quyét
thu tuc hanh chinh Thanh
phd va hudng dan day du,
cu thé dé t6 chirc, ca nhan
bo sung hd so theo yéu
cau (BM 02).

=> Thoi gian tiép nhéan
chinh thirc hodc yéu cau
chinh sira, b6 sung khong
mudén hon 08 gio lam
viéc ké tir khi hé thong
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Buge | \oi dung | Trach o Ho, P
cong N on " Thoi gian | so/Biéu Dién giai
. n cong viéc | nhiém x
viéc mau
tiép nhan, trir thir 7, chi
nhat.
- Truong hop tir chéi
nhan hd so: thong bao
cho t6 chic, ca nhan
thong qua tai khoan cua
to chirc, ca nhan qua Hé
thong thong tin giai quyét
thu tuc hanh chinh Thanh
pho, néu 13 1y do tir chdi
giai quyét hod so thu tuc
hanh chinh (BM 03).
Quét (scan) tai li€u, luu
trit hd so dién tor trong
truong hop ho so ndp truc
tiép hodc qua dwdong buu
dién.
Tiép nhan ho so va
chuyén cong chirc thu ly
ho so ciia Phong Tu phap.
- B6 sung| Theo |Céng chitc lam cong tac
thong tin| mucl |[ho tich thAm tra hd so
ho tich: 02 (thém tra tinh théng nht,
J\ . BM 01 N N :
giv  lam ‘ hop 1€ cia cac théng tin
viée Hoso | trong hd so, gidy to, tai
ThémA ) - Thay déi, trinh liél:. do‘ ngu’(‘)’ivyéurcﬁu I}@p,
dinh ho Cong - , , xuat trinh hodc dinh keém)
A . cai  chinh | Duthao | 7, . M
so, dé chirc thu |, A : £ .. | déxuat huong giai quyét:
B2 | xutkét | Iyhdso |10 fich | ketqua _
S . xac  dinh | Trich luc | + Truong hop ho so day
qua g} al Phong lai dan toc: thay du, hop 1€, dung quy dinh:
,}l?}lleé Tu phdp 1+3/4 ngay déi/céiq cong chirc lam cong tac ho
lam  wviéc | chinh/bd | tich thye hién viéc ghi ndi
(truong sung | dung vao S6 dang ky thay
hop  can| thongtin | @i, cai chinh, bo sung
xac minh ho thong tin ho tich, xac dinh
thi thoi han | tich/xac | lai dan toc, cap nhat thong
khong qua| dinhlai |tin dang ky thay doi, cai
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Buge | \oi dung | Trach o Ho, P
cong A on " Thoi gian | so/Biéu Dién giai
. n cong viéc | nhiém x
viéc mau
4+3/4 ngay | dantdc | chinh, bd sung théng tin
lam vige) ho tich, xac dinh lai dan
toc va Iuu chinh thire trén
Phan mém dang ky, quan
ly ho tich dién tor dung
chung; in Trich luc thay
doi/cai  chinh/bo  sung
thong tin hd tich/xac dinh
lai dan toc twong ung,
trinh Lanh dao Phong Tu
phap xem xét.
- Truong hop hd so
khéng dam bao theo quy
dinh: Du thao van ban tu
chdi hodc bo sung hd so.
- BO sung
thong tin
ho tich: 02
gi0 lam
Lanh dao viée Theo Xgrp xét ho so, phé duyét
g3 | Xemxét, | "o Thay déi, Mucl | phiéu trinh, ky nhay két
. , g : . ) . <
trinh ky Tuphap | €A chinh | Hdso |qua, trinh Lanh dao
ho tich, trinh | UBND phé duyét
xac dinh
lai dan toc:
1/2 ngay
lam viéc
- BO sung
thong tin
< ho tich: 02
Lanh dao 0its lam 1\1;[?;01 Lanh dao UBND xem xét
B4 | Ky duyét UB}\]D viéc ; ho so, phé duyét ket qua
cap i Ho so
huyén | - Thay doi, trinh
cai chinh
ho tich,
xac dinh
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Bubce | \si dung | Trach o Ho N
cong N ‘n ‘n Thoi gian | so/Biéu Dién giai
. n cong viéc | nhiém x
viéc mau
lai dan toc:
1/2 ngay
lam viéc
Van thu Hoso | Cho s6, vao so, dong dé}l,
Ban hanh | UBND | 01 gid lam | dadwge | ban hanh van ban, chuyén
B 5 - 2 A A ~ A A ~ A
van ban cap viéc phé h6 so cho BO phan Tiep
huyén duyét |nhan va Tra két qua.
- Thuc hiér} sé hoa két
L1 X qua va ky so két qua giai
Tr? ket Bo phan quyét thu tuc hanh chinh
qua, luu Sk A N X
A Tiep 4 Luuhd | daduge s6 hoa theo quy
ho so, ~ . | Theo Giay )
B6 X ~ | nhan va so theo | dinh.
thong ké L1 A hen
. Tra ket muc V . 1A . R
va theo \ - Tra két qua cho cong
x: qua A
doi dan.
- Théng ké, theo doi.
IV. BIEU MAU

Cac biéu mau st dung tai cac budc cong viéce:

STT | Ma hiéu Tén biéu miu
BM 01 |Mau Giay tiép nhan ho so va hen tra két qua.
2 | BMO02 |Mau Phiéu yéu cau b6 sung, HOAn thién hd so (néu c6)
3 BM 03 | Mau Phiéu tir chdi tiép nhan giai quyét ho so (néu co)
4 BM 04 TG khe}i dajng k}'{ ViéC tAhay ddi, cai chinh, bo sung thong tin ho
tich, xac dinh lai dan toc
V.HO SO CAN LUU
STT | Ma hiéu Tén biéu miu
1 BM 01 | Mau Giay tiép nhan ho so va hen tra két qua.
2 BM 02 | Mau Phiéu yéu cau b6 sung va HOAn thién ho so (néu co)
3 BM 03 | Mau Phiéu tir chdi tiép nhan giai quyét ho so (néu c6)
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To khai dang ky viée thay d6i, cai chinh, bo sung thong tin ho
4 BM04 | . 4 A oA

tich, xac dinh lai dan toc

Trich luc thay ddi/cai chinh/bd sung thong tin ho tich/xac dinh
5 BM 05 A A

lai dan toc (ban chup)
6 // Céc ho so khac néu co theo vin ban phap quy hién hanh

VL. CO SO PHAP LY
- Luat H6 tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh chi
tiét mot sb diéu va bién phap thi hanh Luat Ho tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh phi quy dinh vé Co
s¢ dir 11éu ho tich dién tir, dang ky ho tich truc tuyén;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cta Chinh phu sira d6i, bo
sung mot sb6 diéu cua cac nghi dinh lién quan dén viéc nop, xudt trinh s6 ho khau, sb
tam tra giéy khi thyre hién thu tuc hanh chinh, cung cép dich vu cong;

- Théng tu s6 04/2020/TT-BTP ngay 28/5/2020 ciia Bo trusng 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 15/11/2015 cta Chinh phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh
Luat HO tich;

- Théng tu s6 01/2022/TT-BTP ngay 04/01/2022 cua Bo truong Bé Tu phap quy
dinh chi tiét mot s6 diéu va bién phap thi hanh Nghi dinh s6 87/2020/ND-CP ngay
28/7/2020 cua Chinh phu quy dinh vé Co so dir liéu ho tich dién tur, dang ky ho tich
true tuyén;

- Thong tu s6 03/2023/TT-BTP ngay 02/8/2023 cta Bo truong Bo Tu phap sira
d6i, bo sung mot sé ndi dung cua Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 cua
Bo truéng BO Tu phap quy dinh chi tiét mot s6 diéu va bién phap thi hanh Nghi dinh
s6 87/2020/ND-CP ngay 28/7/2020 ctia Chinh phu quy dinh vé Co s6 dit liéu hé tich
dién tir, dang ky ho tich truc tuyén;

- Thong tu s6 04/2024/TT-BTP ngay 06/6/2024 ctia Bo truong Bo Tu phap sira
do6i, bo sung mot s6 diéu cua Thong tu s6 02/2020/TT-BTP ngay 08/4/2020 cia B
truong BO Tu phap ban hanh, huéng dan st dung, quan 1y mau s6 quoc tich va mau
gidy to vé qubc tich va Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cia Bo truong
Bo6 Tu phap quy dinh chi tiét thi hanh mot s6 diéu cua Luat Ho tich va Nghi dinh so
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123/2015/ND-CP ngay 15/11/2015 cta Chinh phii quy dinh chi tiét mot s6 diéu va
bién phap thi hanh Luat HS tich;

- Thong tu s6 32/2017/TT-BTTTT ngay 15/11/2017 cua B Thong tin va Truyén
thong quy dinh vé viéc cung cap dich vu cong truc tuyén va bao dam kha ning truy cp
thuén tién doi voi trang thong tin dién tir hodc cong thong tin dién tir cua co quan nha
nuwoc;

- Thong tu s6 01/2023/TT-VPCP ngay 05/4/2023 ciia Vin phong Chinh phu quy
dinh mét s6 noi dung va bién phap thi hanh trong s6 hoa ho so, két qua giai quyét thu
tuc hanh chinh va thuc hién thu tuc hanh chinh trén méi tredng dién tur;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ciia Bo truéng Bo 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 1iéu hd tich, phi xac nhan cé quéc tich Viét Nam, phi xac nhan la
ngudi gbe Viét Nam, 18 phi qudc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ciia B truémg Bo Tai chinh
hudng dan vé phi va 1é phi thudéc tham quyén quyét dinh cua Hoi dong nhan dan tinh,
thanh phé tryc thuéc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 ciia Bo truéng Bo Tai chinh
stra doi, bo sung mot s6 diéu cia Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua
B Tai chinh hudng dan vé phi va 1¢ phi thudc tham quyén quyét dinh cia Hoi dong
nhan dén tinh, thanh pho truc thude Trung vong;

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

- Quyét dinh s6 52/2016/QD-UBND ngay 10/12/2016 ctia Uy ban nhan dan
Thanh phé ban hanh mirc thu 10 loai phi va 7 loai 1€ phi trén dia ban Thanh phé Hb
Chi Minh;

- Nghi quyét s6 07/2024/NQ-HPND ngay 19/5/2024 ciia Hoi dong nhan dan
Thanh phé quy dinh mirc thu 1€ phi trong thuc hién thu tuc hanh chinh ap dung dich
vu cong truc tuyén trén dia ban Thanh phé H6 Chi Minh;

- Quyét dinh s6 1079/QD-BTP ngay 11/6/2024 cua Bo truéng BO Tu phap vé
viéc cong b6 tha tuc hanh chinh duoc stra ddi, bod sung trong linh vuc ho tich thuc
hién tai co quan dang ky ho tich thuéc pham vi chirc ning quan ly cua B6 Tu phap.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

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

Ho, chit dém, tén n@uwoi YEU CAUL ...

Ngay, thang, NAM SINN: ... et

P& nghi co' quan dAng KY VIBC Y ... e

cho ngudi c6 tén dwdi day:
Ho, chit d€m, t€N: ... e
Ngay, thang, NAM SINN: ... et

Gigitinh: @ ... DANtOC: @, Quéc tich: @ ...
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T61 cam doan nhiing nd1 dung khai trén day 1a ding su that va chiu trach nhiém trudc phép luat

vé cam doan ciia minh.

pé nghi cép ban sao'”: C6 D, Khong D; $O lugng............ ban”
Lamtqi: ........ccccoovvveviennn, , ngay ... thang ... nam .........

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

Y kién cua nguoi duoc thay doi ho, chit dém, Y kién cua cha va me (néu thay déi ho, chit
tén (néu ngudi do tir du 9 tudi tré 16n); xac dinh dém, tén cho ngudi dudi 18 tubi)

lai dan toc (néu nguoi dé tir du 15 tudi dén

dudi I8 TUOL) e
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Chu thich:

() Ghi 15 tén co quan dang ky viéc thay di, cai chinh, bd sung théng tin ho tich, xac
dinh lai dan toc.

@ Chi ghi trong trong hop nguoi cé yéu cau ding ky ho tich chea cé/khong cung cdp

§0 dinh danh cd nhdn/cdn cudc cong dan/thé can cudc/chirng minh nhdn dan.

Truwong hop phdi cung cdp thong tin “Noi cw trii” thi ghi theo noi ddng ky thuong tri;
néu khong cé noi ddng ky thuwong trii thi ghi theo noi ddng ky tam trii; trieomg hop khong cé

noi dang ky thuong trii va noi dang ky tam trii thi ghi theo noi ¢ hién tai.

) Ghi s6 dinh danh ca nhdan/cin cuée cong dan/thé cdn cwée (vi du: Cdn cude cong
ddn s6 025188001010 do Cuc Canh sat QLHC vé TTXH cdp ngay 20/11/2021). Trwong hop
khong c6 s6 dinh danh cd nhdn/cdn cwée cong ddn/thé cdn cwée thi ghi gidy to hop 1é thay

thé (ho chiéu, chitng minh nhdn dan,...).
“ Ghi 5 noi dung loai viéc dé nghi dang ky.

Vi du: thay dbi ho, tén/ cai chinh phan khai vé chit dém cua ngudi me/ xac dinh lai dan

tdc/ bo sung phan khai vé nam sinh cta nguoi cha.
®) Ghi 13 loai viéc ho tich dadang ky trude dy c6 lién quan.

Vi du: Padang ky khai sinh tai UBND XA Ha Hoi, huyén Thuong Tin, thanh phd Ha
Noi ngay 05 thang 01 nam 2015, s6 10 quyén s6 01/2015.

©) Ghi 15 ndi dung dé nghi thay ddi, cai chinh ho tich, bd sung thong hd tich, xac dinh lai

dan toc.
Vi du: - Pugc thay d6i ho tir Nguyén Vian Nam thanh Vii Van Nam.
- PBuoc cai chinh nam sinh tir 1975 thanh 1976.

7 A - r A \ A A r A A A o \ s~ A
D Pé nghi danh ddu X vao 6 néu cé yéu cau cap ban sao va ghi 6 sd luong.

(Xem tiép Cong bdo s6 463 + 464)



