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QUY TRINH PA PUQC TAI CAU TRUC
QUY TRINH 09
Pang ky giam ho
(Ban hanh kém theo Quyét dinh s6 5270/0P-UBND ngay 18 thang 11 ndm 2024
ctia Chii tich Uy ban nhdn ddn Thanh phé)

I. THANH PHAN HO SO

(Tiép theo Cong bdo s6 482 + 483)

STT Tén ho so 50 Truc tiép Tn'l,;c
luwgng : tuyeén
- To khai dang ky giam ho theo mau Nhap
(néu ngudi co yéu cau lya chon ndp ho thong tin
so theo hinh thure truc tlep), theo N
- Biéu mau dién tu twong tac dang ky hudéng dan
01 | giam ho (do ngudi yéu cau cung cap| 0l Ban chinh | trén Cong
thong tin theo hudng dan trén Cong dich vu
dich vu cong, néu ngudi ¢o yéu cau lua cong

chon nop hd so theo hinh thirc truc
tuyén).

Ngudi ¢ yéu cau dang ky giam ho thyc hién viéc ndp/xuat trinh (theo hinh thire

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

A. Gidy to phai ndp

Van ban cir nguol giam ho theo quy Ban chup
dinh cia BO luat Dan su dbi véi tu ban
01 | treong hop dang ky giam ho cu. 01 Ban chinh | chinh/ban
chinh dién
tur
Giay to chimg minh diéu kién giam
ho dwong nhién theo quy dinh cua Bo
luat Dan sy d6i véi truong hop ding 7
02 |K¥ giam ho dwong nhién. Truong hop |y | pap iy B?f? s:llf ’
c6 nhiéu nguoi cung du di€u kién lam ) 7
giam ho duong nhién thi ndép thém ch,mh/b‘aAn
vin ban thoéa thudn vé viéc cir mot Chm}{ dién
nguoi lam gidm hd duong nhién. tu
03 | Van ban uy quyén theo quy dinh cua 01 Ban chinh

phap luat trong tredong hop iy quyén
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thwuc hién viéc dang ky giam
ho. Treong hop nguoi dugc uy quyén
la ong, ba, cha, me, con, vg, chong,
anh, chi, em rudt cia nguoi Gy quyén
thi vian ban Uy quyén khong phai
chirng thuc.

Ban chup
tir ban
chinh/ban
chinh dién
tur

B. Gidy

to' phai xuit trinh

01

H6 chiéu hoic Chung minh nhan dan
hoac Thé can cude cong dan hoiac cac
gidy to khac c¢6 dan anh va thong tin
ca nhan do co quan c6 tham quyén
cip, con gia tri st dung dé chung
minh vé nhan than cia ngudi co yéu
cau dang ky giam ho. Truong hop cac
thong tin ca nhan trong cac gidy to
nay di cdé trong CSDLQGVDC,
CSDLHTDT, duoc hé théng dién tu
dong thi khong phai tai 1én (theo hinh
thuce truc tuyén)

01

Ban chinh

Ban chup
tr ban
chinh

02

Giay to ¢o gia tri ching minh thong
tin vé cu tru trong truong hop co
quan ding ky ho tich khong thé khai
thac duoc théng tin vé noi cu tra cla
cong dan theo cac phuong thirc quy
dinh tai khoan 2 Piéu 14 Nghi dinh
s6 104/2022/ND-CP ngay
21/12/2022 ciaa Chinh phu. Truong
hop cac thong tin vé gidy to ching
minh noit cu tra d3 duoc khai thac tw
Co sd dir liéu quéc gia vé dan cu
bang cac phwong thic nay thi nguoi
c6 yéu cau khong phai xuat trinh
(theo hinh thire tryc tiép) hodc tai 1én
(theo hinh thtc tryc tuyén)

01

Ban
chinh/ban
sao ¢o
ching
thuc

Ban
chup/ban
sao dién tu

03

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

01

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

Thoi gian xir

Noi tiép nhén va tra két qua Iy L¢ phi
- Mién 18 phi
Nguoi ¢ yéu cau dang ky giam ho truc - Phi cdp ban sao
tiép thuc hién hoic iy quyén cho nguoi Trich luc dang ky
khac thyc hién ndp hd so truc tiép tai Bo giam ho (néu co yéu
phan Tiép nhan va Tra két qua cia UBND 03 ngay lam cau): 8.000 dong/ban

cap x4 (hodc gui hd so qua hé thong buu
chmh) hodc nép hd so truc tuyen trén
Cong dich wvu cong qubc gia
(https://dichvucong.gov.vn) hodc Hé thong
thong tin giai quyét thu tuc hanh chinh
Thanh phd Ho Chi Minh
(https://dichvucong.hochiminhcity.gov.vn).

viée, ké tur
ngay nhan du
ho so hop 1€

sao trich luc/su kién
hé tich di dang ky
(thuc hién theo quy
dinh tai Thong tu sb
281/2016/TT-BTC
ngay 14/11/2016 cua
Bo Tai chinh).

III. TRINH TU XU LY CONG VIEC

Bube | noidung | Trach Thoi Ho .
cong A en oA . so/Biéu Dién giai
‘n cong viec nhi¢m gian X
viéc mau
NoD hé so Coquan, | Gidhanh | Theo |Thanh phan hé so
P t0 chure chinh Muc 1 |theo Muc I
Tiép nhén trwe tiép:
- Trudong hop ho so
day du: Lap Giay tiep
nhan ho so va hen tra
két qua; trao cho
B | Kiémem, | BOPND || ol | nip ho so heo
tiép nhan ho | LcP1han | 1/Zngay | pyggy | BMOI thue hien tiep
va Tra két | lam viéc budc B2.
Y . BM 03 . N
qua - Trudng hop ho so
chva day du, chua
chinh xac: Huéng dan
bo sung, hoan thién h@
so dén nguoi nop hod
so va ghi 16 ly do theo
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Buwéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

BM 02.

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

Tiép nhin qua Dich
vu Buu chinh vién
thong:

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

- Truong hop ho so
chwa ddy di, chua
chinh x4c: Huéng dan
bo sung, hoan thién ho
so dén nguoi nop hd
so va ghi 6 ly do theo
BM 02. Thot gian xac
dinh t6 chirc, ca nhan
di ndp hd so hop
phap, hop 1€ 1a tai thot
diém t0 chirc, ca nhan
bo sung day du ho so
theo yéu cau tai BM
02.

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

Tiép nhin  truc
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Buwéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

tuyén:

- Kiém tra tinh chinh
xac, day dia, hop 18
cia hd so; kiém tra
thong tin chit ky so dé
dam bao tinh xac thue,
hop 1 (néu co).

- Sau khi kiém tra, néu
bao dam cac diéu kién
dé tiép nhan, Cong
chitc MOt cua tiép
nhén, cap mi ho so va
xtr 1y hd so theo quy
trinh (BM 01), thong
bao dén tai khoan ciia
t6 chirc, ca nhan.

- Truong hop ho so
chua day du, ding quy
dinh thi théng bao cho
to chtrc, ca4 nhan qua
tai khoan cua té chuc,
ca nhan qua Hé théng
thong tin giai quyét
thu tuc hanh chinh
Thanh phd va huéng
dan dﬁy du, cu thé dé
t6 chic, ca nhan bd
sung ho so theo yéu
cau (BM 02).

=> Thoi gian tiép
nhan chinh thirc hoac
yéu cau chinh sira, bo
sung khong mudn hon
08 gio lam viéc ké tur
khi hé thong tiép
nhan, trir thir 7, chu
nhat.

- Truong hop tir choi
nhan ho so: thong bao
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Buwéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

cho t6 chtrc, ca nhan
thong qua tai khoan
cua td chirc, ca nhan
qua Hé thong thong
tin giai quyét thu tuc
hanh chinh Thanh
phd, néu 15 ly do tir
chdi giai quyét ho so
thu tuc hanh chinh
(BM 03).

Quét (scan) tai li€u,
luu trir ho so dién tu
trong truong hop ho
SO nop truc tiép hoac
qua duong buu dién.
Tiép nhan ho so va
chuyén cong chirc thu
ly hd so cia UBND
phuong, x4, thi tran.

B2

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

Céng churc
tu phap -
ho tich

01 ngay
lam viéc

Theo

Muc I
BM 01
Du thao
két qua:

Trich
luc dang
ky giam

ho

Coéng chirc tu phap -
ho tich tham tra hd so
(tham tra tinh thong
nht, hop 1€ cua cac
thong tin trong hd so,
gidy to, tai lieu do
ngudi yéu cau nop,
xuit trinh hodc dinh
kém) dé xuat huong
giai quyét;

+ Truong hop hd so
day du, hop 1é, dung
quy dinh: cong chuc tu
phap - hd tich thuc
hién viéc ghi ndi dung
vao SO dang ky giam
ho, cap nhat thong tin
dang ky giam ho va
lvu chinh thuc trén
Phan mém dang ky,
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Buoe | Noidung | Trich Thoi Ho, P
cong A e oA . so/Biéu Dién giai
o n cong viec nhi¢m gian x
viéc mau
quan ly ho tich dién tir
dung chung; in Trich
luc dang ky giam ho,
tr‘}nh Lanh dao UBND
cap xa xem xét, ky
duyét.
+ Truong hop hd so
khong dam bao theo
quy dinh: Du thao van
ban tl‘l" cho1 hoac bo
sung ho so.
Lanh dao Theo |Lanh dao UBND xem
, A UBND 0l ngay | Mucl |xét hd so, phé duyét
B3 Ky duyét phu’(‘)’ng? lam viee | o so | két qua
x4, thi tran trinh
Van thu HO6 so da Cho 0, vdo 0, déng
Banhanh | UBND | 1/2ngay | duge |dau ban hanh van
B4 1 , N n ban, chuyén hé so cho
van ban phuong, | lam viéc phé A 1A A A s
1 LA R Bo phan Tiép nhan va
x4, thi tran duyét Al
Tra két qua.
- Thuc hién s,6' héa két
Tes qua va ky so6 két qua
. rf‘ B6 phén . | gla quyet thu tuc
ketqua, luu | & s | Theo | FUUDPO | hanh chinh da duoe sb
B3 hoso.thong |y, g kgt | Gidy hen | 501SO | hoa theo quy dinh.
ke ‘c/1a~ ‘theo qua e - Tra két qua cho cong
ot dan.
- Théng ké, theo dai.
IV. BIEU MAU

Cac biéu mau str dung tai cac budc cong viée:

STT | Ma hiéu Tén biéu miu
BM 01 |Mau Gidy tiép nhan ho so va hen tra két qua
2 BM 02 | Mau Phiéu yéu cau bo sung, hoan thién ho so (néu c¢o)
BM 03 | Mau Phiéu tir chdi tiép nhén giai quyét ho so (néu co)
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4 BM 04 | To khai dang ky 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 | Mau Phiéu yéu cau bo sung, hoan thién hd 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 giam ho

5 BM 05 | Trich luc dang ky giam hé (ban chup)

6 // Giay to chimg minh diéu kién giam ho

7 // 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
mdt 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 sé
dir liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu sira d6i, bd sung
mot sd diéu cta cac nghi dinh lién quan dén viéc ndp, xuét trinh s6 hd 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 cia 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 B 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 so dit liéu 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,
bd sung mot s6 nodi dung cia Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 cia Bo
treéng 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 ho tich dién
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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,
bd sung mot sé diéu ciia 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
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 ctua Luét Ho tich va Nghi dinh s6 123/2015/ND-
CP ngay 15/11/2015 ciia Chinh phu quy dinh chi tiét mot sé diéu va bién phap thi hanh
Luéat 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
thu4n tién doi véi trang thong tin dién tir hodic cong thong tin dién tir cua co quan nha
nudc;

- Théng tu s6 01/2023/TT-VPCP ngay 05/4/2023 ciia Van 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 thuc hién thu tuc hanh chinh trén méi trueong dién tur;

- Théng tu s6 281/2016/TT-BTC ngay 14/11/2016 ctia Bo truong Bo Tai chinh quy
dinh mtc thu, ché d thu, ndp, quan 1y va st dung phi khai thac, sir dung thong tin trong
co s¢ dir 1i€u hd tich, phi xac nhan co quéc tich Viét Nam, phi xac nhan la 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 truéng Bo Tai chinh sira
d6i, bo sung mot so dieu cia Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ciia Bo Tai
chinh huéng dan vé phi va 1é phi thudc tham quyén quyét dinh ciua Hoi dong nhan dan
tinh, thanh phé trie thude 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 dia 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 dia ban Thanh phé H6 Chi Minh;

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

- Quyét dinh s6 1079/QD-BTP ngay 11/6/2024 cta Bo trudong Bo Tu phap vé viée
cong b6 thu tuc hanh chinh duoc stra doi, bo sung trong linh virc ho tich thue hién tai co
quan dang ky ho tich thudc pham vi chirc nang 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 GIAM HOQ

KANR GO ) e

Ho, chir dém, tén n@udi YU CAU: ... e

Ngay, thang, NAM SINN: ...

Pé nghi co’ quan ding ky viéc giam hj giira:

Nguwdi giam ho:

HO, Chit Q8m, 18I e
Ngay, thang, NAM STNN: ..
Gigi tinh:® Dantoc: . o Quéc tich: @

NOT CE T o

Ngudi dwoc giam hg:
HO, Chit Q8m, 18I e
Ngay, thang, n&m SINN: .

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

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

luat vé cam doan ctua minh.

Lam tqi: ..., ngay ... thang ... nam ...

Ngudi yéu ciu
(Ky, ghi 1o ho, chii dém, tén)

Dé nghi cip ban sao™: Co D, Khéng D
So lugng:... ... ban

Chii thich:

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

@) Chi ghi trong trieong hop nguedi ¢6 yéu cau dang ky ho tich chira ¢6/khong cung cdp
s6 dinh danh cd nhdn/cdn cuée cong dan/thé cin cuéc/chitng minh nhdn ddn.

Trirong hop phdi cung cdp thong tin “Noi cu trit” thi ghi theo noi ding ky thuong tri;
néu khong cé noi ddang ky thwong trii thi ghi theo noi ddng ky tam trii; trieong hop khong cé
noi dang ky thwwong trii va noi dang ky tam trii thi ghi theo noi ¢ hién tai.

) Ghi s6 dinh danh cd nhdan/cin cudc cong ddan/thé can cude/sé Gidy khai sinh (doi
Vi tré em)

Vi du: - Cdn cude cong dan sé 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 Thdng, huyén My Léc,
tinh Nam Pinh cdp ngay 15/11/2014.

Trieomg hop khong c6 soé dinh danh cd nhdn/cdn cieée cong dan/thé cin cwée thi ghi

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

4 A - r A \ A A r A A A o \ s~ A
@ B¢ 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 10

Ping ky cham dirt giam hd

(Ban hanh kém theo Quyét dinh s6 5270/0P-UBND ngay 18 thang 11 ndm 2024

I.

ctia Chii tich Uy ban nhdn ddn Thanh phé)

THANH PHAN HO SO

cung cap thong tin theo hudéng dan trén
Cong dich vu cong, néu nguot co yéu
cau lra chon ndp ho so theo hinh thirc

truc tuyén).

STT Tén hd so 50 | Trye | Tryc tuyén
luwgng tiep
- To khai dang ky cham dat giam ho Nhép thong tin
theo mau (néu ngudt co yéu cau lya theo hudng dan
chon ndp ho so theo hinh thirc truc trén Cong dich
tiep); vy cong
- Biéu mau dién tu tuong tac dang ky Ban
01 A L T S I O ,
cham dut giam ho (do ngudi yéu cau chinh

Ngudi ¢ yéu cau dang ky cham dut giam ho thye hién viéc nop/xuét trinh (theo
hinh thirc truc tiép) hoac tai 1én (theo hinh thirc truc tuyén) cac giady to sau:

A. Gidy to phai ndp
Giay to lam can cir cham dut giam ho Ban Ba,n Chl'}p tu l?an
01 : R 01 , chinh/ban chinh
theo quy dinh cua B6 luat Dan sur. chinh dicn to
1€n tu
Vin ban ty quyén theo quy dinh cua
phap luat trong truong hop uy quyen
ﬂi:;l EgenTr:;’lgr(i dhang nk}llr(‘)f(i:hdal?(;cdl}lr ; Ban Ban chup tir ban
02 |B1am ho. " TUONS AOp g U0 , chinh/ban chinh
quyén la 6ng, ba, cha, me, con, vo, chinh dién tir
ché(lg, anh, chi, em rudt cﬁa‘ngu’(‘yi uy '
quyén thi van ban uy quyén khong
phai chirng thuc.
B. Giay to phai xuit trinh
01 | Ho chiéu hodac Chimg minh nhan dan | 01 Ban Ban chuyp tir ban
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hoac Thé can cude cong dan hodc cac
giay to khac ¢ dan anh va thong tin
ca nhan do co quan c6 tham quyén
cap, con gia tri st dung dé ching
minh vé nhan than cia ngudi co yéu
cau ding ky cham dut giam ho.
Truong hop cac thong tin cad nhan
trong cac gidy to nay di co trong
CSDLQGVDC, CSDLHTDT, dugc
hé théng dién tu dong thi khéng phai
tai 1én (theo hinh thire tryc tuyén).

chinh

chinh

02

Truong hop gui hd so qua hé thong
buu chinh thi phai giri kém theo ban
sao c¢o ching thuc cac gidy to phai
xuat trinh néu trén.

01

Ban sao

I1. 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 ¢o yéu cau diang ky cham dut giam
hd truc tiép thwe hién hoac uy quyén cho
nguotl khac thue hién ndp hd so truc tiép
tai BO phéan Tiép nhan va Tra két qua cua
UBND cap x4 (hodc gu’l hd so qua hé thong
buu chinh); hodc ndp hd so truc tuyen trén
Cong dich wvu «céng qudc gia
(https://dichvucong.gov.vn) hoac He thong
thong tin giai quyét thu tuc hanh chinh
Thanh pho Ho Chi Minh
(https://dichvucong.hochiminhcity.gov.vn).

02 ngay lam
viée, ké tir
ngay nhan du
ho so hop 1€

- Mién 1& phi

- Phi cép ban sao Trich
luc dang ky cham dat
giam ho (néu co yéu
cau): 8.000 dong/ban
sao trich luc/su kién ho
tich da dang ky (thuc
hién theo quy dinh tai
Thoéng tur 5O
281/2016/TT-BTC
ngay 14/11/2016 cua
B6 Tai chinh).

III. TRINH TU XU LY CONG VIEC

Buo ns 0
U0C | Npidung | Trich | Thoi | 1O .
cong A A " . so/Biéu Dién giai
‘n cong viec nhi¢m gian X
viéc mau
A A Gio \ A A
Nop ho Co quan, . Theo |Thanh phan hé so theo
B1 ' hanh
SO to chtrc chinh Mucl |Mucl
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Buwéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

Kiém tra,
tiép nhan
ho so

Bo phan
Tiép nhan
va Tra két

qua

02 gio
lam
viéc

BM 01
BM 02
BM 03

Tiép nhén trwe tiép:

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

- Truong hop tir chdi tiép
nhan héd so: Lap Phiéu tur
choi tiép nhan giai quyét
hd so theo BM 03. Thong
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Buwéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

tin cho t6 chuc, ca nhan vé
viéc tir chdi ho so.

Tiép nhén trwc tuyén:

- Kiém tra tinh chinh xac,
day du, hop 1é cua ho 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 de tiép
nhan, Cong chirc M6t ctra
tiép nhan, cap ma hd so va
xtr 1y hd so theo quy trinh
(BM 01), thong bao dén tai
khoan cta t6 chuac, ca
nhan.

- Truong hop hd so chua
day du, dung quy dinh thi
thong bao cho to chuc, ca
nhan qua tai khoan cia to
chirc, cd4 nhan qua H¢
thong thong tin giai quyét
thu tuc hanh chinh Thanh
phd va huong dan day du,
cu thé dé t6 chire, ca nhan
bo sung ho so theo yéu cau
(BM 02).

=> Thoi gian tiép nhan
chinh thurc hodc yéu cau
chinh stra, bo sung khong
muodn hon 08 gio lam viée
ké tir khi hé thong tiép
nhan, trir thtr 7, chu nhat.

- Truong hop tir chdi nhan
hd so: thong bao cho t6
chtrc, ca nhan thong qua tai
khoan cua t6 chirc, ca nhan
qua Hé thong thong tin giai
quyét thu tuc hanh chinh
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Bude | Noidung | Trach | Thoi | 1O .
cong Ao oA . so/Biéu Dién giai
o n cong viec nhi¢m gian x
viéc mau
Thanh pho, néu rd ly do tir
choi giai quyét hd so thu
tuc hanh chinh (BM 03).
Quét (scan) tai liéu, luu trir
ho so dién tir trong truong
hop ho so ndp truc tiép
hoac qua duong buu dién.
Tiép nhan ho so va chuyén
cong chirc thu 1y ho so cua
UBND phuong, xa, thi
tran.
Céng chirc tu phap - ho tich
tham tra ho so (tham tra tinh
théng nhat, hop 1& cia cac
thong tin trong ho so, gidy
to, tai liéu do nguoi yéu cau
nop, xuat trinh hodc dinh
kem) dé xuat huéng giai
Theo quyet: . )
7 Muc] |+ Truong hop ho so day du,
Tham BM 01 hop I¢, dung quy dinh: cong
dinh ho ~ | chirc tw phap - ho tich thuc
so, d¢ | Cong chirc | 01 ngay D}I thaqo hién viéc ghi vao So6 ding
B2 xuat két | tu phap - lam | Ket qua: | ky cham dit giam ho, cap
qua giai | o tich vige | Trich \npat thong tin dang ky
quyét h-l,C dan cham dit giam ho va luu
TTHC ky cham | chinh thire trén Phan mém
dit | dang ky, quan Iy ho tich
giam ho dién tr dung chung; in Trich

luc dang ky cham dat giam
ho, trinh Lanh dao UBND
cap x4 xem xét, ky duyét.

+ Truong hop ho so khong
dam bao theo quy dinh: Dy
thao van ban tir chdi hoac
bo sung ho so.
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Bude | Noidung | Trach | Thoi | 1O .
cong Ao oA . so/Biéu Dién giai
o n cong viec nhi¢m gian x
viéc mau
LS%hN%O 1/ 2 1\1;[}11;01 Lanh dao UBND xem xét
7 duyé neay - hé so, phé duyét két qua
B3 Ky duyét phuong, 15m O so P S q
x4, thi tran viéc trinh
Van thu 02 it Hoso | Cho sd, vao so, dong dé}l,
Ban hanh UBND ‘g da duoc | ban hanh van ban, chuyén
B4 . X lam A A A A ek
van ban phuong, vide phé h6é so cho Bo phan Tiép
x4, thi tran ‘ duyét |nhan va Tra két qua.
Tra - Thuc hiér} s6 hoa két qu,él
két qua, B6 phan . | va ky so két qua giai quyet
s | Tw b sor. | tidp nhan g}fo LU—’uth thit tuc hanh chinh da duoc
théng k& | va tra két 1y | sotheo | g8 hsa theo quy dinh.
N \ hen muc V \ 1A \ R R
va theo qua - Tra két qua cho cong dan.
doi. - Théng ké, theo dai.
IV. BIEU MAU

Cac bi€u mau str dung tai cac budc cong viée:

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 bo sung, hoan thién ho so (néu c6)
3 BM 03 | Mau Phiéu tir chdi tiép nhén giai quyét ho so (néu c6)
4 BM 04 | To khai dang ky cham dirt giam ho
V.HO SO CAN LUU
STT | Mai hiéu Tén biéu miu
1 | BMO01 |Mau Giay tiép nhan ho so va hen tra két qua
2 | BM02 |Mau Phiéu yéu cau bo sung, hoan thién hd so (néu co)
3 BM 03 | Mau Phiéu tir chdi tiép nhan giai quyét ho so (néu co)
4 BM 04 | T khai dang ky cham dit giam ho
BM 05 | Trich luc dang ky cham dirt giam ho (ban chup)
5 // Céc ho so khac néu co theo van ban phap quy hién hanh




20 CONG BAO/S6 484+485/Ngay 15-12-2024

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
mdt 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 sé
dir liéu ho tich dién tir, dang ky ho tich truc tuyén;

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

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cia 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 B 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 so dit liéu 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,
bd sung mot s6 nodi dung cia Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 cia Bo
treéng 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 ctiia Chinh phu quy dinh vé Co s6 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,
bd sung mot sé diéu ciia 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
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 ctua Luét Ho tich va Nghi dinh s6 123/2015/ND-
CP ngay 15/11/2015 ciia Chinh phu quy dinh chi tiét mot sé diéu va bién phap thi hanh
Luéat 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 véi trang thong tin dién tir hodic cong thong tin dién tir cua co quan nha
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nudc;

- Théng tu s6 01/2023/TT-VPCP ngay 05/4/2023 ciia Van 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 thuc hién thu tuc hanh chinh trén méi trueong dién tur;

- Théng tu s6 281/2016/TT-BTC ngay 14/11/2016 ctia Bo truong Bo Tai chinh quy
dinh mtc thu, ché d thu, ndp, quan 1y va str dung phi khai thac, sir dung thong tin trong
co s¢ dir 1i€u hd tich, phi xac nhan co quéc tich Viét Nam, phi xac nhan la 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 truéng Bo Tai chinh sira
d6i, bo sung mot so dieu cia Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ciia Bo Tai
chinh huéng dan vé phi va 1é phi thudc tham quyén quyét dinh ciua Hoi dong nhan dan
tinh, thanh phé triwe thude 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 dia 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 dia ban Thanh phé H6 Chi Minh;

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

- Quyét dinh s6 1079/QD-BTP ngay 11/6/2024 cta Bo trudong Bo Tu phap vé viée
cong b6 thu tuc hanh chinh duoc stra doi, bo sung trong linh virc ho tich thue hién tai co
quan dang ky ho tich thudc pham vi chirc nang quan ly cua Bo Tu phap./.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY CHAM DUT GIAM HQ

KAh GUE D) o
Ho, chit dém, ten NEUWOT YU CAUL .....oo.ovoeoeeeeeee oo ee e
Ngay, thang, NAM SINN: ..o
NOT U T B e
GHAY 10 TV AN @)oot

P& nghi co quan diing ky chim dirt viée giam hd giira:
Nguwdi giam ho:

HO, Chil @8, tE10: e

Gigitinh: @ ... Dantdc: @ Quéc tich: @ ...

Negudi dugc giam hg:
HO, Chil @8, tE10: e
Ngay, thang, NAmM SINN: ..o

Gigitinh: @ ... Dan tdc: @ Quéc tich: @ ...
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Gidy khai sinh/Gidy t0 iy thAn @5 ..o
DA dang Ky gIAm ho 12 @ oo
ngay ....... thang ......... nam ......... SO. v evienre ettt ettt qQUYEN SO: oo,
Ly do chAm dirt Vi€c @AM RO: .....o..ovoeoioeeeee e

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

luat vé cam doan ctua minh.

Lamtgi: .........cc.ccceeeuennn. , ngay ... thang ... nam ....
Ngudi yéu ciu
(Ky, ghi vo ho, chir dém, tén)
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Chii thich:

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

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

Trieomg hop phdi cung cdp thong tin “Noi cu trit” thi ghi theo noi ding ky thuong tri;
néu khong cé noi ddng ky thwong trii thi ghi theo noi ddng ky tam trii; trieong 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 nhan/cin cuée cong dan/thé cdn cwée/soé Gidy khai sinh (doi véi
tré em)

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

- Gidy khai sinh s6 01/2014, quyén sé6 02 do UBND xd My Thdng, huyén My Loc, tinh
Nam Dinh cdp ngay 15/11/2014.

Trieomg hop khong c6 soé dinh danh cd nhdn/cdn cieée cong dan/thé cin cwée thi ghi

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

5 A - r A \ A A r A A A o \ s~ A
®) B¢ 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 11

Ping ky thay dbi, cai chinh, bé sung thong tin hd tich

(Ban hanh kém theo Quyét dinh s6 5270/0P-UBND ngay 18 thang 11 ndm 2024
ctia Chii tich Uy ban nhdn ddn Thanh phé)

I. THANH PHAN HO SO

STT Tén ho so 50 Truwec tiép Tryc tuyén
luwgng '
- To khai dang ky viée thay doi, Nhap thong
cai chinh, bo sung théng tin ho tin theo
tich, xac dinh lai dan tdc theo mau huéng dan
(néu nguoi co yéu cau lua chon nop trén Céng
hd so theo hinh thic truc tiép); dich vu cong
- Biéu mau dién tir trong tac dang
01 |ky viéc thay doi, cai chinh, bo| Ol Ban chinh

sung ho tich, xac dinh lai dan toc
(do ngudi yéu cau cung cap thong
tin theo huéng dan trén Cong dich
vu ¢ong, néu ngudi ¢ yéu cau lya
chon nop ho so theo hinh thire truc
tuyén).

Ngudi ¢6 yéu cau dang ky viéc thay doi, cai chinh, b sung thong tin ho tich, thue
hién viéc ndp/xuat trinh (theo hinh thuc truc ti€p) hoac tai 1€n (theo hinh thic truc
tuyén) cac gidy to sau:

A. Gidy to phai ndp

, 7 Ban chup tur
Giay to lam can cu thay doi, cai \ , ban
01 chinh, b6 sung thong tin ho tich. 01 Ban chinh chinh/ban
chinh dién to
Vin ban uy quyén theo quy dinh Ban
cuia phap ludt trong truong hop uy chinh/ban Bén chup tir
quyén thyc hién viée dang ky thay sao co chung ban
02 | doi, cai chinh, bo sung thong tin 01 thuc/ban chinh/ban
ho tich. Truong hop ngudt duge chup c6 xac chinh dién ti
uy quyeén la ong, ba, cha, me, con, nhan doi '
vo, chong, anh, chi, em rudt cua chiéu ban
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ngudi uy quyén thi van ban uy
quyén khong phai chirng thuce.

chinh cua
cong chire
tiép nhan ho
SO

B. Giay to phai xuit trinh

01

H6 chiéu hoac Ching minh nhan
dan hoac Thé can cudc cong dan
hodc cac gidy to khac ¢ dan anh
va thong tin ca nhan do co quan co
tham quyén cap, con gia tri su
dung dé ching minh vé nhan than
ciia ngudi ¢o yéu cau dang ky viéc
thay doi, cai chinh, bo sung ho
tich, xac dinh lai dan toc. Truong
hop cac théong tin cd nhan trong
cac gidy to0 nay di cO trong
CSDLQGVDC, CSDLHTDT,
duoc hé théng dién tu dong thi
khong phai tai 1é€n (theo hinh thirc
truc tuyén)

01

Ban chinh

Ban chup tur
ban chinh

02

Gidy to cé gia tri chtmg minh
thong tin vé cu tra trong truong
hop co quan dang ky hd tich
khong thé khai thac dugc thong
tin vé noi cu tra cua cong dan
theo cac phuong thurc quy dinh tai
khoan 2 Diéu 14 Nghi dinh sb
104/2022/Nb-CP ngay
21/12/2022 cuaa Chinh phu.
Truong hop cac thong tin vé gidy
to chirng minh noi cu tru da duoc
khai thac tr Co s& dir liu quoc
gia vé dan cu bang cic phuong
thire nay thi ngudi co yéu cau
khong phai xuat trinh (theo hinh
thwe truc tiép) hoac tai 1én (theo
hinh thuce truc tuyén).

01

Ban
chinh/ban
sao co chung
thuc

Ban
chup/ban sao
dién tu

03

Truong hop gi hd so qua hé
théng buu chinh thi phai gui kém
theo ban sao c¢6 ching thuc cac
gidy to phai xuat trinh néu trén.

01

Ban sao
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I1. 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 ¢d yéu cau dang ky thay doi, cai
chinh, bo sung thong tin ho tich tryc tiép
thue hién hodc uy quyén cho nguoi khac
thye hién nop ho so truc tiép tai Bo phan
Tiép nhan va Tra két qua cua UBND cap x4
(hodc giri hd so qua hé théng buu chinh);
hodc ndp hod so truc tuyén trén Cong dich
vu cong quoc gia
(https://dichvucong.gov.vn) hoac He thong
thong tin giai quyét thi tuc hanh chinh
Thanh  phd Ho Chi Minh
(https://dichvucong.hochiminhcity.gov.vn).

- 03 ngay lam
viee db6i  voi
yéu cau thay
doi, cai chinh
ho tich; truong
hop phai xéac
minh thi thoi
han giai quyét
khong qua 06
ngay lam viéc.
- Ngay trong
ngay lam viéc
d6i véi yéu cau
bd sung thong

tin  hd  tich,
truong hop
nhan hd so sau
I5 gio0 ma
khéng giai
quyét duoc

ngay thi tra két
qua trong ngay
lam wviéc tiép
theo.

10.000 ddng/trudong
hop.

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

- Mién 1¢ phi d6i véi
tré em, ngudl thude
ho nghéo, nguodi cao
tudi, ngudi khuyét
tat, nguoi thude gia
dinh c6 céng voi
cach mang.

- Phi cap ban sao
Trich luc thay dbi/cai
chinh/bo sung thong
tin ho tich (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 5O
281/2016/TT-BTC
ngay 14/11/2016 cua
Bo Tai chinh)

III. TRINH TU XU LY CONG VIEC

Bube | Noidung | Trach | Thoi Ho N
cong A A o . so/Biéu Dién giai
‘n cong viec nhi¢m gian x
viéc mau
Nop ho Co quan, | Gio hanh | Theo Myc | Thanh phan hé so theo
SO t0 chure chinh I Muc |
Bl A . ;
Kiém tra, | B phan . BM 01 Ti€p nhan truc tiép:
Y A L s 01 g10 * ° \
tiép nhan | Tiep nhan | 14 T.e | BMO2 |- Truong hop ho so ddy
hoso | va Trakeét ' BM 03 |du: Lap Giay tiép nhan
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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
qua ho so va hen tra két

qua;, trao cho nguoi
nop hd so theo BM 01;
thuc hién tiép budc B2.
- Truong hop hd so
chwa day du, chua
chinh xac: Huéng dan
bb sung, hoan thién ho
so dén ngudi nop ho so
va ghi 16 ly do theo
BM 02.

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

Tiép nhin qua Dich
vu Buu chinh vién
thong:

- Treong hop ho so day
du: Lap Gidy tiép nhan
hd so va hen tra két
qua;, trao cho nguoi
nop hd so theo BM 01;
thuc hién tiép budc B2.
- Truong hop ho so
chwa day du, chua
chinh xac: Huéng dan
bb sung, hoan thién ho
so dén ngudi nop ho so
va ghi 16 ly do theo
BM 02. Thot gian xac
dinh t6 chirc, ca nhan
da nodp ho so hop phap,
hop 18 1a tai thoi diém
to chic, ca nhan bod
sung day du ho so theo
yéu cau tai BM 02.

- Truong hop tir choi
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Buwéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

tiép nhan hd so: Lap
Phiéu tir chdi tiép nhan
giai quyét ho so theo
BM 03. Théng tin cho
td chtc, c4 nhan vé
viéc tir chéi ho so.

Tiép nhén trwe tuyén:
- Kiém tra tinh chinh
xac, ddy du, hop 1é cua
ho so; kiém tra thong
tin chit ky s6 dé dam
bao tinh xac thuc, hop
1& (néu co).

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

- Truong hop hd so
chua ddy du, dung quy
dinh thi thong bao cho
td chire, ca nhan qua tai
khoan cua t6 chuc, ca
nhan qua Hé thong
thong tin giai quyét thu
tuc hanh chinh Thanh
phd va huéng dan day
du, cu thé dé td chic,
ca nhan bo sung ho so
theo yéu cau (BM 02).
=> Thoi gian tiép nhan
chinh thitc hodc yéu
cau chinh stra, bo sung
khéng muon hon 08
gio lam viéc ké tir khi
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Buge | Ngidung | Trich | Thei Ho, s
cong Ao oA . so/Biéu Dién giai
o n cong viec nhi¢m gian .
viéc mau
hé théng tiép nhan, trur
thtr 7, chu nhat.
- Truong hop tur choi
nhén ho so: thong bao
cho t0 chirc, ca nhan
théng qua tai khoan
cua to ch}'rc, ca nhan
qua H¢ thong thong tin
giai quyet thu tuc hanh
chinh Thanh phd, néu
1o ly do tir choi giai
quyét ho so thu tuc
hanh chinh (BM 03).
Quét ‘(scan) tai liéu, luu
trit ho so dién tir trong
truong hop hé so ndp
truc  ti€p hodc qua
duong buu dién.
Tiépqnhén hd so va
chuyén cong chue thu
ly h6 so cua UBND
phuong, xa, thi tran.
- Thay Céng chirc tu phap - ho
doi, cai tich tham tra ho so
chinh hd | Theo Muc | (thdm tra tinh thong
tich: [ |nhat, hop 1¢ cua cic
1+3/4 BM 01 th@ng tin trong ho so,
Thém dinh e B Do | S v chu nop, sl
hdso,dé | Cong |VI¢€ Két qua: | oo on o2t oD, FUE
oy (true Ctqua. | trinh hodc dinh kém) dé
xuat két chirc tu ruong Trich 1 . ‘ s {
B2 qua gidi | phap - ho hop xdac r}[fl UC | xuat hudng giai quyét:
B . : a \ A A
qut [ tieh (b g0 |+ Truome hop ho so day
TTHC thot han |- 4 inhps |90 hop 16, ding quy
glai dinh: cong chirc tu phap
A sung A g - n - A
quycet thone tn |~ hé tich ghu’c hién viéc
khéng b tgich ghi vao S6 dang ky thay
qua S doi, cai chinh, bd sung
4+3/4 thong tin ho tich, cap
ngay lam nhat thong tin thay doi,
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Buwéc e . L. Ho
cong | Noidung | Trach Thot | o /Bidu Dién giai
o n cong viec nhi¢m gian .
viéc mau
viéc) cai chinh, bo sung thong
- B6 sung tin ho tich va luu chinh
thong tin thirc trén Phan mém
ho tich: dang ky, quan ly ho tich
04 gid dién tir dung chung; n
lam viéc Trich lyc thay doi/cai
chinh/b6 sung thong tin
hé tich twong tmg, trinh
Lanh dao UBND cép xa
xem x&t, ky duyét.
- Truong hop hd so
khéng dam bao theo
quy dinh: Dy thao van
ban tir chdi hodc bd
sung ho so.
- Thay
déi, cai
chinh hé
Lanh dao u(fh' Ql Theo Muc | Lanh dao UBND xem
- | UBND | ngaylam I |xét hd so, phé duyét
B3 Ky duyét | phuong, vIge HA két qua
xa, thi | -Bo sung tr?nsho
tran thong tin
ho tich:
02 giv
lam viéc
Van thu Cho sb, vao soO, dong
Banhanh | UBNP | 01 gio HO so da | dau, ban hanh van ban,
B4 vin ban phuong, 14m vidc dugce phé | chuyén hé so cho B
x4, thi ' duyét phan Tiép nhan va Tra
tran két qua.
g - Thuc hién s6 hoa két
Trf‘ ket N A qua va ky s6 két qua
qua, luu B? phaP Luu ho so | gidi quyét thu tuc hanh
B5 hA,O SO”A T}ep I}haAIl zheo theo muc | chinh da duoc s6 hoa
thong ké | va Tra ket | Giay hen v theo quy dinh.
Vadtélieo qua - Tra két qua cho cong

dan.
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Bude | \sidung | Trach | Thoi Ho .
cong AT A . so/Biéu Dién giai
o n cong viec nhi¢m gian .
viéc mau
- Thong ké, theo dai.
IV. BIEU MAU

Cac bi€u mau str dung tai cac budc cong viée:

STT | Ma hiéu Tén biéu miu
1 BM 01 |Mau Gidy tiép nhan ho so va hen tra két qua
2 BM 02 | Mau Phiéu yéu cau bo sung, hoan thién ho so (néu c6)
3 BM 03 | Mau Phiéu tir chdi tiép nhén giai quyét ho so (néu cd)
A BM 04 TQ khaj tPayAdéi, cai chinh, bd sung thong tin hd tich, xac
dinh lai dan toc

V.HO SO CAN LUU

STT | Ma hiéu Tén biéu miu

BM 01 |Mau Gidy tiép nhan ho so va hen tra két qua

2 BM 02 | Mau Phiéu yéu cau bo sung, hoan thién ho so (néu co)

BM 03 | Mau Phiéu tir chdi tiép nhan giai quyét ho so (néu co)

A BM 04 Tq kPal Athay dobi1, cai chinh, bd sung thong tin ho tich, xac dinh
la1 dan toc

5 BM 05 g;:l(;h) luc thay do1, cai chinh, bé sung thong tin hd tich (ban

7 // 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
mdt 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 sé
dir liéu ho tich dién tir, dang ky ho tich truc tuyén;

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

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cia 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 B 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 so dit liéu ho tich dién tu, dang ky ho tich truc
tuyén;

- Théng tu s6 03/2023/TT-BTP ngay 02/8/2023 ciia Bo truong Bo Tu phap stra doi,
b6 sung mot s6 ndi dung cua Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 cua Bo
treéng 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 ctiia Chinh phu quy dinh vé Co s6 dit liéu ho tich dién
ttr, dang ky ho tich truc tuyén;

- Théng tu s6 04/2024/TT-BTP ngay 06/6/2024 ciia BO truong Bo Tu phap stra doi,
bd sung mot sé diéu ciia Thong tu s6 02/2020/TT-BTP ngay 08/4/2020 cua Bo trudng
B6 Tu phap ban hanh, huéng dan sir dung, quan 1y mau s6 qudc tich va mau gidy to vé
quée 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 ctua Luét Ho tich va Nghi dinh s6 123/2015/ND-
CP ngay 15/11/2015 ciia Chinh phu quy dinh chi tiét mot sé diéu va bién phap thi hanh
Luéat 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
thu4n tién doi voi trang thong tin dién tir hodic cong thong tin dién tir cua co quan nha
nudc;

- Théng tu s6 01/2023/TT-VPCP ngay 05/4/2023 ciia Van phong Chinh phu quy
dinh mot s nodi 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 trueong dién tur;

- Théng tu s6 281/2016/TT-BTC ngay 14/11/2016 ctia Bo truong Bo Tai chinh quy
dinh mtc thu, ché d thu, ndp, quan ly va st dung phi khai thac, sir dung thong tin trong
co s¢ dir 1i€u hd tich, phi xac nhan co quéc tich Viét Nam, phi xac nhan la nguoi géc
Viét Nam, 1¢ phi qudc tich;
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- 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 truéng Bo Tai chinh sira
d6i, bo sung mot so dieu cia Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ciia Bo Tai
chinh huéng dan vé phi va 1é phi thudc tham quyén quyét dinh ciua Hoi dong nhan dan
tinh, thanh phé trie thude Trung wong;

- Nghi quyét s6 124/2016/NQ-HDND ngay 09/12/2016 cia Hoi dong nhan dan
thanh pho 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 cia Uy ban nhan dan Thanh
phé ban hanh mirc thu 10 loai phi va 7 loai 1€ phi trén dia ban Thanh phé H6 Chi Minh;

- Nghi quyét s 07/2024/NQ-HPND ngay 19/5/2024 cua Hoi dong nhan dan
Thanh phé quy dinh murc thu 1€ phi trong thue 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 cta Bo trudong Bo Tu phap vé viée
cong b6 thu tuc hanh chinh duoc stra doi, bo sung trong linh virc ho tich thuc hién tai co
quan dang ky ho tich thudc pham vi chirc nang quan ly cua Bo 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 nGuoi YU CAUL ..ot

Ngay, thang, NAM SINN: ..ot

P& nghi co' quan dAng KY VIEC Y ..o e,

cho ngudi ¢6 tén dudi day:
Ho, chilt d€m, t€N: ...
Ngay, thang, NAM SINN: ..ot

Gigitinh: @ ... DANOC: @, Quéc tich: @ ...
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T61 cam doan nhiing ndi dung khai trén day 1a dtng su that va chiu trach nhiém trude phap luat

vé cam doan cuia minh.

D& nghi cip ban sao”: Co D, Khong D; soluong............ ban”
Lamitai: ... ,hgay ... thang ... nam ...
Nguoi yéu ciu
(Ky, ghi 10 ho, chii dém, tén)
Y kién cua nguoi dugc thay déi ho, chir dém, tén Y kién coa cha va me (néu thay déi ho, chit
(n€u nguoi do tr du 9 tudi trd 1€n); xac dinh lai dém, tén cho nguoi dudi 18 tudi)

dan toc (néu ngudi do tir du 15 tudi dén dudi 18
TO1)  ———————————eaanaaaa oo
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Chii thich:

() Ghi 18 tén co quan dang ky viéc thay dbi, cai chinh, bd sung thong tin ho tich, xac
dinh lai dén tdc.

@) Chi ghi trong treong hop nguoi c6 yéu cau dang ky ho tich chea c6/khong cung cdp
s6 dinh danh cd nhdn/cdn cuéc cong dan/thé cdn cuée/chieng minh nhdn dan.

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

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

®) Ghi 56 dinh danh cd nhdn/cin cieée cong dan/thé cdn cuée (vi du: Cdn cude cong
ddn s6 025188001010 do Cuc Canh sét QLHC vé TTXH cdp ngéay 20/11/2021). Truong 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 6 ndi dung loai viéc dé nghi dang ky.

Vi du: thay doi ho, tén/ cai chinh phan khai vé chit dém cta nguoi me/ xac dinh lai dan

toc/ bo sung phan khai vé nam sinh cta nguoi cha.
©) Ghi 13 loai viéc ho tich da ding ky trude day co lién quan.

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

©) Ghi 5 noi dung dé nghi thay dbi, cai chinh ho tich, bd sung thong ho tich, xac dinh lai

dan toc.
Vi du: - Pugc thay doi ho tir Nguyén Vian Nam thanh Vit Vin Nam.
- Puoc cail 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 ¢ yéu ciu cap ban sao va ghi 16 sd luong.
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QUY TRINH PA PUQC TAI CAU TRUC

QUY TRINH 12

Cép gidy xac nhén tinh trang hon nhan
(Ban hanh kém theo Quyét dinh s6 5270/0P-UBND ngay 18 thang 11 ndm 2024
ctia Chii tich Uy ban nhdn ddn Thanh phé)

I. THANH PHAN HO SO

co yéu cau Iwra chon ndp ho so theo hinh
thire truc tuyen).

STT Tén ho so 50 Truwec tiép Trli’c
luwgng : tuyén
- To khai cap Gidy x4c nhan tinh trang Nhap
hén nhan theo mau (néu ngudi ¢ yéu thong tin
cau lua chon nop ho so theo hinh thirc theo
truc tiép); huéng
o1 |- Biéu mau dién tir twong tac cap Giéy 01 Ban chinh dénxtrén
Xac nhan tinh trang hon nhan (do nguot Cong
yéu cau cung cap thong tin theo hudng dich vu
dan trén Cong dich vu cong, néu ngudi cong

sSau:

Ngudi co yéu cau cap Gidy xac nhan tinh trang hon nhan thyc hién viéc nop/xuat
trinh (theo hinh thire trye tiép) hodc tai 1én (theo hinh thirc truc tuyén) cac gidy to

A. Gidy to phai ndp

Truong hop ngudi yéu cau cap Gidy

vao muc dich két hon véi nguol khac
da ghi trong phan muc dich st dung

xac nhén‘ tinh trang hén nhan da co vo Ban B?él;glrlilp
01 hoac chong nhung da ly hon hoac 01 chinh/ban chinh/ban
nguol vo/chong da chét thi phai xuat sao coO chinh
trinh (ban chinh) hodc ndp ban sao chung thuc dien tir
giay to hop 1€ dé chirmg minh. '
Céng dan Viét Nam da ly hon, hiy Ban
n A 1A . e T s e A chinh/ban
02 viéc két hon ¢ nurdc ngoai, thi phai nop 01 <20 ¢6
trich luc ghi chu ly hon ,
chirng thuc
Truong hop yéu cau cap laquiéy Xac 7 ,
03 nhan tinh trang hon nhan dé st dung 01 Ban chinh
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cua Giéy x4ac nhan tinh trang hon nhan

da cap trude ddy hoic do Gidy xac

nhan tinh trang hén nhan da hét thoi

han str dung theo quy dinh thi phai nop

lai Giay x4c nhan tinh trang hon nhan

da cap trude day.

< ) , A , Ban

Van ban uy quyén (duoc ching thuc) , \

theo quy dinh cua phap luat trong chmh/b,an

truong hop uy quyén thuc hién viée S?IO, c0

cap Giay xac nhan tinh trang hon nhan. t}fu(l;]f];gn Ban chup

Trueong hop nguol duoc uy quyén la h . tr ban
04 |ong, ba, cha, me, con, vo, chong, anh, 01 C, uphCAO chinh/ban

chi, em rudt cﬁa‘ nguol uy quyén thi )d(gf élhiaé?l chinh

van ban uy quyén khong phai cong ban chinh dién tir

chirng, chuimg thwe, nhung phai ¢6 giay A

to chang minh méi quan hé véi nguoi cua core

] A chirc tiép

uy quyen. nhan hd so

B. Giay to phai xuit trinh

H6 chiéu hoic Chirng minh nhan dan

hodac Thé can cude cong dan hoac cac

giay to khac co dan anh va thong tin ca

nhan do co quan c6 tham quyén cap,

con gia tri st dung dé chang minh vé Ban chup
01 |nhan than cia ngudi ¢ yéu cau dang 01 Ban chinh | tir ban

ky khai sinh. Truong hop cac thong tin chinh

c4 nhan trong cac gidy to nay da co

trong CSDLQGVDC, CSDLHTDT,

duoc hé thong dién ty dong thi khong

phai tai 1én (theo hinh thire truc tuyén)

Gidy to ¢ gia tri chimg minh thong

tin vé cu tra trong treong hop co quan

diang ky ho tich khong thé khai thac

duoc thong tin vé noi cu tri cua cong

dan theo cac phuwong thirc quy dinh tai Ban Ban
0p |Kkhoan 2 Diéu 14 Nghi dinh s6 01 chinh/ban chup/bém

104/2022/ND-CP ngay 21/12/2022 sao ¢o sao dién

cua Chinh phu. Truong hop céc thong chung thue tir

tin vé gidy to ching minh noi cu tra
da duvoc khai thac tt Co so dir liéu
qudc gia vé dan cu bang cac phuong
thirc ndy thi ngudi c¢6 yéu cau khong
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tiép) hodc tai l1én (theo hinh thuc
tuyén).

phai xuat trinh (theo hinh thwre truc

truc

03 buu chinh thi phai gui kém theo

xuat trinh néu trén.

Truong hop giri hd so qua hé thong

sao ¢o ching thuc cac gidy to phai

ban 01

Ban sao

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

Noi tiép nhin va tra két qua

Ngudi ¢6 yéu cau cap Gidy xac nhan tinh
trang hén nhan truc tiép thwe hién hoac uy
quyén cho ngudi khac thue hién nop hod so
truc tiép tai BO phan Tiép nhan va Tra két
qua ciia UBND cap x4 (hodc gui hd so qua
hé thong buu chinh); hodc ndp hd S0 truc
tuyén trén Cong dich vu cong qudc gia
(https://dichvucong.gov.vn) hoac Hé thong
thong tin giai quyét tha tuc hanh chinh
Thanh phd Ho Chi Minh
(https://dichvucong.hochiminhcity.gov.vn).

Thoi gian xir ly L¢ phi
3.000  dong/truong
hop.
03 ngay lam| Thu phi bang 0 déng
viée, truong hop truong }}Op nop ho so
phai xéc minh thi | ¢ TUyen. )
thoi han giai|- Mién 1¢ phi doi
quyét khong qua|nguot  thuée  ho
23 ngay nghéo, nguoi cao
tudl, nguol khuyét
tat, nguol thudc gia
dinh ¢6 cong voi
cach mang.

III. TRINH TU XU LY CONG VIEC

Bude | \sidung | Trach | Thoi Ho .
cong A en o n . so/Biéu Dién giai
o n cong viec nhiém gian X
viéc mau
NoD hd so Co quan, | Gio hanh | Theo Muc | Thanh phan ho so theo
P td chitc | chinh I Muc I
Tiép nhén true tiép:
- Truong hop ho so day
dljli Lap Giay tiép nhan
Bl Kiém tra, B? phafl ‘ BMoO1 |hosova hen‘ t‘ré Akét c;ué;
X . Tiép nhan | 1/2 ngay trao cho ngudi ndp hod so
tiecpnhan | 0k | e 54 BM 02 A
1 so va Tra két | lam viéc BM 03 thpo BM 01; thuc hién
qua tiép bude B2.
- Truong hop ho so chua
day du, chua chinh xac:
Huéng dan bo sung,
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Buéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

hoan thién ho so dén
nguodi ndp ho so va ghi
0 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.

Tiép nhin qua Dich vu
Buu chinh vién thong:

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

- Trwong hop hd so
chua day du, chua chinh
xac: Hudng dan bo sung,
hoan thién ho so dén
ngudi nop ho so va ghi
0 ly do theo BM 02.
Thot gian xac dinh td
chirc, ca nhan di nop ho
so hop phap, hop 1€ 1a
tai thoi diém to chuc, ca
nhan bd sung day di ho
so theo yéu cau tai BM
02.

- Truong hop tir chéi
tiép nhan hd so: Lap
Phiéu tir chdi tiép nhan
giai quyét hd so theo
BM 03. Théng tin cho t6
chirc, ca nhan vé viéc tir
chdi hd so.

Tiép nhén trwe tuyén:

- Kiém tra tinh chinh
xac, day du, hop 1é cua
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Bude | \sidung | Trach | Thoi Ho .
cong AT ‘n . so/Biéu Dién giai
o n cong viec nhiém gian x
viéc mau

ho so; kiém tra thong tin
chit ky s6 d¢ dam bao
tinh xac thuc, hop 1€
(néu co).

- Sau khi kiém tra, néu
bao dam cac diéu kién
dé tiép nhan, Cong chirc
Mot cua tiép nhan, cép
ma ho so va xtr Iy ho so
theo quy trinh (BM 01),
thong bao dén tai khoan
clia to chirc, ca nhan.

- Truong hop hd so chua
day du, ding quy dinh
thi théng bao cho to
chttc, cd nhan qua tai
khoan cua to chuc, ca
nhan qua Hé thoéng
thong tin giai quyét thu
tuc hanh chinh Thanh
phd va hudng dan day
du, cu thé dé to chire, ca
nhan b6 sung ho so theo
yéu cau (BM 02).

=> Thoi gian tiép nhan
chinh thirc hoac yéu cau
chinh sta, bo sung
khéng mudn hon 08 gio
lam viéc ké tir khi hé
théng tiép nhan, trir thir
7, chu nhat.

- Truwong hop tir chdi
nhan hé so; thong bao
cho t6 chttc, ca4 nhéan
thong qua tai khoan cua
to chtrc, ca nhan qua Hé
théong thong tin giai
quyét thi tuc hanh chinh
Thanh phd, néu 15 ly do
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Buéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

tir choi gidi quyét ho so
thu tuc hanh chinh (BM
03).

Quét (scan) tai liéu, luu
trit ho so dién tir trong
truong hop hd so ndp
trie tiép hodc qua duong
buu dién.

Tiép nhan hd so va
chuyén cong chue thy 1y
hé so cua UBND
phuong, x4, thi tran.

B2

Tham dinh
ho so, dé
xuat két
qua giai

quyét
TTHC

Céng churc
tu phap -
ho tich

01 ngay
lam viéc
(truong
hop phai
xac minh
thi thoi
han giai
quyét
khong
qua 21
ngay)

Theo Muc
I

BM 01

Du thao
két qua:
Giay xac
nhan tinh
trang hon
nhan

Cong chuc tu phap - ho
tich tham tra hd so (tham
tra tinh thong nhat, hop 16
cua cac thong tin trong
hd so, gidy to, tai liéu do
nguol yéu cau nop, xuat
trinh hodc dinh kem) de
xuat hudéng giai quyét:

* Truong hop nguot yéu
ciu xac nhan tinh trang
hén nhan da tung dang
ky thuong tra tai nhiéu
noi khac nhau thi nguot
do6 co trach nhiém ching
minh vé tinh trang hon
nhan cua minh. Truong
hop nguoi yéu cau khong
ching minh dwoc thi
cong chic tr phap - ho
tich bao cao Chu tich Uy
ban nhan dan cdp x3 co
van ban dé nghi Uy ban
nhan dan cap x3 noi
nguo1 do da timg dang ky
thuong trd tién hanh
kiém tra, xac minh vé
tinh trang hén nhan cua
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Budc | Ngidung | Trach | Thoi Ho, P
cong AT ‘n . so/Biéu Dién giai
o n cong viec nhiém gian x
viéc mau

nguot do.

* Truong hop nguot yéu
ciu cép lai Giéy xac nhan
tinh trang hoén nhan dé
két hon ma khong ndp lai
duge Gidy xac nhan tinh
trang hon nhan da duoc
cap trude day thi nguoi
yéu cau phai trinh bay rd
ly do khéng ndp lai dugce
Giéy x4ac nhan tinh trang
hén nhan. Trong thot han
03 ngay lam viéc ke tir
ngay tiép nhan hd so,
cong chic tr phap - ho
tich bao cao Chu tich
UBND cap xd cO vin
ban trao d6i v&i noi du
dinh dang ky két hon
trede ddy d¢ xac minh.
Truong hop khdéng xac
minh duoc hoac khong
nhan duoc két qua xac
minh thi céng chuc tu
phap - ho tich cho nguot
yéu cau 14p van ban cam
doan vé tinh trang hén
nhan.

+ Truong hop ho so day
du, hop ¢, dang quy
dinh: cong chirc tu phap -
hé tich cap nhat thong tin
xac nhan tinh trang hoén
nhan va luu chinh thirc
trén Phan mém dang ky,
quan ly ho tich dién tir
dung chung; in Gidy xac
nhan tinh trang hon nhan,
trinh Lanh dao UBND
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Buoc | noidung | Trach | Thoi Ho, s
cong Ao o n . so/Biéu Dién giai
o n cong viec nhiém gian x
viéc mau
cap xi xem xét, ky duyét.
+ Truong hop ho so
khéng dam bao theo quy
diqh: Du thé}o van ba:m tur
chdi hodc bd sung ho so.
Lanh dao Theo Muc Lﬁnh‘ dao UBND xem
, R UBND 01 ngay I x¢t ho so, phé duyét két
B3 Ky duyét phuong, | lam viéc Hdso |qua
x4, thi tran trinh
s |l o i, 5, e
Ban hanh UBND 1/2 ngay o > A n
B4 1 , N duoc phé | chuyén hé so cho Bo
van ban phuong, | lam viéc ~ Ak AL s
N s X duyét phan Tiép nhan va Tra
x4, thi tran L,
két qua.
- Thuc hiér} sé hoa két
Tra két qua va ky so két qua giai
qua, luu B6 phan Lurw b quyét thu tuc hanh chinh
B5 ho so, Tiép nhan Theo t}ll?o HOI Sg d?‘ dugc so hoa theo quy
théng ké | va Trakét | Gidy hen v HC 1 dinh.
va theo qua - Tra két qua cho cong
doi dan.
- Thong ké, theo dai.
IV. BIEU MAU

Cac bi€u mau str dung tai cac budc cong viée:

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 bo sung, hoan thién ho so (néu co)
3 BM 03 | Mau Phiéu tir chdi tiép nhén giai quyét ho so (néu co)
4 BM 04 | To khai cap Gidy x4c nhan tinh trang hon nhan

V.HO SO CAN LUU

STT

Ma3 hiéu

Tén biéu mau

1

BM 01

Mau Giéy tiép nhan ho so va hen tra két qua
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BM 02 | Mau Phiéu yéu cau bo sung, hoan thién hd so (néu co)

BM 03 | Mau Phiéu tir chéi tiép nhan giai quyét hd so (néu co)

BM 04 | To khai cép Giéy xac nhan tinh trang hon nhan

BM 05 | Giay xac nhan tinh trang hon nhan (ban chup)

~N ||~ ]W][N

// 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
mdt 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 sé
dir liéu ho tich dién tir, dang ky ho tich truc tuyén;

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

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cia 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 B 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 so dit liéu 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,
bd sung mot s6 nodi dung cia Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 cia Bo
tredéng 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 ctiia Chinh phu quy dinh vé Co s6 dit liéu ho tich dién
tur, dang ky hd tich truc tuyén;

- Thong tu s6 04/2024/TT-BTP ngay 06/6/2024 ciua Bo truong B Tu phap stra doi,
bd sung mot sé diéu ciia 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
quée tich va Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo truéng Bo Tu phap
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quy dinh chi tiét thi hanh mot sb 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 sé diéu va bién phap thi hanh
Luéat 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
nudc;

- Théng tu s6 01/2023/TT-VPCP ngay 05/4/2023 ciia Van 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 thuc hién thu tuc hanh chinh trén méi trrong dién tur;

- Théng tu s6 281/2016/TT-BTC ngay 14/11/2016 ctia Bo truong Bo Tai chinh quy
dinh mtc thu, ché d thu, ndp, quan 1y va st dung phi khai thac, sir dung thong tin trong
co s¢ dir 1i€u hd tich, phi xac nhan co quéc tich Viét Nam, phi xac nhan la 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 thude Trung wong;

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

- Nghi quyét s6 124/2016/NQ-HDND ngay 09/12/2016 cia Hoi dong nhan dan
thanh pho 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 cia Uy ban nhan dan Thanh
phé ban hanh mirc thu 10 loai phi va 7 loai 1€ phi trén dia ban Thanh phé H6 Chi Minh;

- Nghi quyét s 07/2024/NQ-HPND ngay 19/5/2024 cua Hoi dong nhan dan
Thanh phé quy dinh mirc thu 1¢ phi trong thyc hién thu tuc hanh chinh 4p dung dich vu
cong truc tuyén trén dia ban Thanh phé H6 Chi Minh;

- Quyét dinh s6 1079/QD-BTP ngay 11/6/2024 cta Bo trudong Bo Tu phap vé viée
cong b6 thu tuc hanh chinh duoc stra doi, bo sung trong linh virc ho tich thue hién tai co
quan dang ky ho tich thudc pham vi chirc nang quan ly cua Bo Tu phap./.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI CAP GIAY XAC NHAN TiNH TRANG HON NHAN

Ho, chit dém, tén nGuoi YU CAUL ..ot

Ngay, thang, NAM SINN: ..ot

Quan h¢ voi ngudi duoce cr?ip Giéy x4c nhan tinh trang hon nhén: ...
P& nghi cip Gidy xac nhén tinh trang hon nhén cho ngudi ¢ tén duéi diy:

Ho, chilt d€m, t€N: ...
Ngay, thang, NAM SINN: ..ot

Gigitinh: @ ... Dantdc: @ o Quéc tich: @ o
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T61 cam doan nhitng nd1 dung khai trén day 1a dGng su that va chiu trach nhiém trudce phap

luat vé cam doan ctua minh.

Nguoi yéu ciu
(Ky, ghi rd ho, chit dém, tén)

Chii thich:

() Ghi 15 tén co quan cip gidy XNTTHN.

@ Chi ghi trong trieomg hop nguedi ¢6 yéu cau dang ky ho tich chira ¢é/khong cung cdp
s6 dinh danh cd nhdn/cdn cuée cong dan/thé cin cuéc/chitng minh nhdn ddn.

Trieong hop phdi cung cdp thong tin “Noi cw trii” thi ghi theo noi ddng ky thuong tri;
néu khong cé noi ddng ky thwong trii thi ghi theo noi ddng ky tam trii; trieong hop khong cé
noi dang ky thwong trii va noi dang ky tam trii thi ghi theo noi ¢ hién tai.

®) Ghi 56 dinh danh cd nhdn/cdn cwée cong ddan/thé cin cwée (vi du: Cdn cwde cong
ddn s6 025188001010 do Cuc Canh sét QLHC vé TTXH cdp ngéay 20/11/2021). Truong 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,...).

@ Chi ghi trong trieomg hop nguwedi phai cung cdp thong tin chira c6/khong cung cdp s6

dinh danh cd nhdn/cdn cudc cong ddan/'thé can cudc/ching minh nhdn dan.
Trieomg hop phdi cung cdp thong tin thi ghi nhw sau:

- Néu chua bao gior két hon thi ghi ro la hién tai chwa ddng ky két hon véi ai.
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- Néu dang c6 vo/chong thi ghi ¥6 la hién tai dang c6 vo/chong la ba/ong... (Gidy
chitng nhdn két hon so..., do... cdp ngay... thang... ndm...).

- Néu chung song véi nhau nhur vo' chong trieée ngay 03/01/1987 va chira ly hén hodc
khong c6 sw kién vo (chong) chét hodc bi tuyén bo 1o dd chét thi ghi ré 1a hién tai dang co

vo/chong la bo/ong....

- Néu c6 dang ky két hon hodc chung song véi nhau nhw vo chong truwée ngay
03/01/1987, nhung di ly hon va chiea két hon méi thi ghi o la dd dang ky két hon hodc da
c6 vo/chong, nhwng da ly hon theo Ban an/Quyét dinh ly hon so... ngay... thang... ndm... clia

Toa dn nhdn ddn...; hién tai chira ddng ky ket hon vdi ai.

- Néu c6 dang ky két hon hodc chung song véi nhau nhw vo chong truwée ngay
03/01/1987, nhung vo/chong di chét va chuwa két hon méi thi ghi vé 1o da dang ky két hon
hodc da c6 vo/chong, nhung vo/chong di chét (Gidy chirng n/Trich luc khai nw/Ban dn

s0:... do... cdp ngay... thang... ndm...); hién tai chwa ding ky két hon véi ai.

- Néu nguoi dang c6 vo/chong yéu cau xdc nhdn tinh trang hon nhdn trong thoi gian
truée khi ding ky két hon thi ghi ré Ia trong thoi gian tiv ngay...thdng....ndm....dén
ngay....thang.....ndm... .chira ding ky két hon véi ai; hién tai dang cé vo/chong la ba/ong...

(Gidy chitng nhdn két hon sé ..., do ... cdp ngay ... thang .. nam).

- Pbi v6i cong dan Viét Nam cu trii & nude ngoai ¢d yéu cau xac nhan tinh trang hén
nhan trong thoi gian cu tra tai Viét Nam trude khi xuat canh; nguoi di qua nhiéu noi thuong
tri khac nhau dé nghi xac nhan tinh trang hon nhén tai noi thuong tri true day thi khai vé
tinh trang hon nhan ctia minh trong thot gian da thuong tra tai noi d6 (Vi du: Khong dang ky
két hon véi ai trong thoi gian e i tai ......o..oovoeeeeeeeeeeeeee e, , tr ngay...... thang ..... ndm

......... dén ngay ........ thang ... nam ........).

- D6i v6i cong dan Viét Nam dang cu tri & nude ngoai, cd yéu cAu xac nhén tinh trang
hon nhan trong thoi gian cu tra & nude ngoai, thi khai vé tinh trang hén nhan cia minh trong
thoi gian cu tra tai nudc do (Vi du: trong thoi gian cu tru tai CHLB Duc tu ngay ... thang
..... nim ....... dén ngay ....... thang ....... nam ........ khong ding ky két hon vdi ai tai Dai st
quan Viét Nam tai CHLB Dric).

®) Ghi & muc dich sit dung Gidy xac nhén tinh trang hon nhan. Trudng hop st dung
Gidy x4c nhdn tinh trang hon nhan dé két hon, thi phai ghi 15 két hon véi ai (ho, chit dém,
tén; ngay, thang, nam sinh; qudc tich; gidy to tuy than; noi cu tri); noi du dinh ding ky két

hon.
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QUY TRINH PA PUQC TAI CAU TRUC

QUY TRINH 13

Pang ky lai khai sinh
(Ban hanh kém theo Quyét dinh s6 5270/0P-UBND ngay 18 thang 11 ndm 2024
ctia Chii tich Uy ban nhdn ddn Thanh phé)

I. THANH PHAN HO SO

STT Tén hd so 50 True tiép Trg’{c
luwgng : tuyen
- To khai ding ky lai khai sinh theo mau, Nhap
trong do c6 cam doan cua ngudi yeu cau thong tin
ve€ viée da nop du cac gidy to hién c6 (néu theo
ngudi ¢d yéu cau lra chon ndp hd so theo huéng
hinh thirc trye tiép); d?mq trén
- Biéu mau dién tir trong tac dang ky lai Cong
khai sinh, trong do c¢6 cam doan cac thong dich vu
01 | tin cung cap la dung su that, khong conban| 01 | Ban chinh cong
chinh Giay khai sinh, da ndp du cac giay to
hién c6 va chiu hoan toan trach nhiém
trude phap ludt vé ndi dung cam doan cua
minh (do ngudi yéu cau cung cap thong tin
theo huong dan trén Cong dich vu cong,
néu nguoi ¢o yéu cau lya chon nop ho so
theo hinh thure truc tuyen).
Ngudi ¢6 yéu cau dang ky lai khai sinh thyc hién viéc ndp/xuat trinh (theo hinh

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

A. Gidy to phai ndp

01

Ban sao toan by ho so, glay td cua nguoi
yéu cau hodc hd so, gidy to, tai liéu khac
trong d6 co thong tin lién quan dén noi
dung khai sinh, gdm:

+ Ban sao Giay khai sinh do co quan ¢6
tham quyén ctua Viét Nam cap hop 1¢
(ban sao duoc ching thuc tir ban chinh,
ban sao dugc cap tr SO dang ky khai
sinh); Ban chinh hodc ban sao gidy to co
gia tri thay thé Giay khai sinh dugc cap

01

Ban sao

Ban chup
t ban
chinh/ban

chinh
dién tu
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trude nam 1945 & mién Bic va trude nam
1975 & mién Nam.

+ Truong hop nguoi yéu cau khéng co
gidy to néu trén thi phai ndp ban sao giay
to do co quan, to chire c6 tham quyen cua
Viét Nam cap hop 1¢é nhu: Giay ching
minh nhén dan, The can cude cong dan
hodc Ho chiéu; glay to chimg minh vé
noi cu tri; Bang t6t nghiép, Giay chung
nhan, Chung chi, Hoc ba, ho so hoc tap
do co quan ¢6 tham quyén cap hoic xac
nhan; gidy to khac c6 thong tin vé ho,
chir dém, tén, ngay, thang, nam sinh cua
ca nhan.

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

02

Truong hop ngudi yéu cau dang ky lai
khai sinh 1a can bd, cdng chirc, vién chirc,
nguol dang cong tac trong lwe luwong vii
trang thi phai ¢6 van ban xdc nhan cua
Thu truong co quan, don vi vé viéc
nhiing nd1 dung khai sinh cia nguoi do
gdm ho, chit dém, tén; gidi tinh; ngay,
thang, nam sinh; dan toc; qudc tich; qué
quan; quan h¢ cha - con, m¢ - con phu
hop voi hd so do co quan, don vi dang
quan ly.

01

Ban chinh

Ban chup
tir ban
chinh/ban
chinh

dién tu

03

Van ban uy quyén (dwgc chung thue)
theo quy dinh cta phap luat trong trrdng
hop uy quyén thuc hién viée dang ky lai
khai sinh. Truong hop nguor duoc uy
quyén la ong, ba, cha, me, con, vo,
chong, anh, chi, em rudt cua nguoi uy
quyén thi van ban uy quyén khong phai
chirng thure.

01

Ban
chinh/ban
sao ¢o
ching
thuc/ban
chup c6
xac nhan
ddi chiéu
ban chinh
cua cong
chirc tiép

Ban chup
t ban
chinh/ban

chinh
dién tu
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nhan ho so

B. Giay to phai xuit trinh

01

H6 chiéu hoic Chimg minh nhan dan
hodc Thé can cudc cong dan hodc cac
giay to khac c¢6 dan anh va thong tin ca
nhan do co quan c6 tham quyén cap, con
gia tri st dung dé chimg minh vé nhan
than cua ngudi c¢d yéu cau dang ky lai
khai sinh. Truong hop cac thong tin ca
nhan trong cac gidy to nay di cé trong
CSDLQGVDC, CSDLHTDT, duoc hé
théng dién ty dong thi khong phai tai 1én
(theo hinh thirc trie tuyén)

01

Ban chinh

Ban chup
tr ban
chinh

02

Gidy to co gia tri chimg minh thong tin
vé cu tri trong truong hop co quan ding
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 Pbiéu 14 Nghi dinh s6 104/2022/ND-
CP ngay 21/12/2022 cua Chinh phu.
Truong hop cac thong tin vé gidy to
chuing minh noi cu tra da duoc khai thac
tr Co so dir lieu quoc gia vé dan cu
bang cac phuong thirc nay thi ngudi cé
yéu cau khong phai xuat trinh (theo hinh
thwre truc tiép) hodc tai 1én (theo hinh
thure truc tuyén).

01

Ban
chinh/ban
sao ¢o
chirng thuc

Ban
chup/ban
sao dién
tur

03

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

01

Ban sao

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

Noi tiép nhin va tra két qua

Thoi gian xir ly

L& phi

Nguoi ¢o yeu cau dang ky lai khai sinh | 05

truc tiép thuc hién hodc uy quyén cho
ngudi khac thue hién ndp ho so truc tiép
tai B6 phan Tlep nhan va Tra két qua cua
UBND cép x4 (hodc gui hd so qua hé thong

ngay
viéc. Truong hop
phai ¢6 van ban
xac minh thi thoi
han giai

lam

quyét

hop.

dong

- 5.000 d6ng/truong

- Thu phi bang 0
truong hop
nop hod

SO truc
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buu chinh); hodc nop ho so truc tuyén trén
Céng dich wvu cong quéc gia
(https://dichvucong.gov.vn) hodc Hé théng
thong tin giai quyét thi tuc hanh chinh
Thanh  phé  HO Chi ~ Minh
(https://dichvucong.hochiminhcity.gov.vn).

khong qua 25

ngay.

tuyén.

- Mién 1¢ phi doi
vol tré em, nguoi
thuoc hd ngheo,
ngudi  cao  tudi,
nguoi khuyét tat,
nguwol  thudc gia
dinh ¢6 cong voi
cach mang.

- Phi cap ban sao
Giay khai sinh (néu
c6 yéu cau): 8.000
dong/ban sao trich
luc/su kién hd tich
da dang ky (thuc
hién theo quy dinh
tai Thong tu sb
281/2016/TT-BTC
ngay 14/11/2016 cua
B6 Tai chinh)

III. TRINH TU XU LY CONG VIEC

Buge | Noidung | Trich | Thoi Ho P
cong A en o n . so/Biéu Dién giai
. n cong viec nhiém gian x
viéc mau
NoD hd so Co quan, | Gio hanh | Theo Muc | Thanh phan hd so theo
P td chitc | chinh I Muc I
Tiép nhén truc tiép:
- Trudmg hop ho so day
da: Lap Giay ti€ép nhan
ho so va hen tra két qua;
A trao cho ngudi ndp hd
Bl 2 "
Kiém tra, T]?éo prlll}?gn 1/2 ned BMO1 | gg theo BM 01; thuc
tiép nhan | —.op WAL S NEAY i 02 | hién tiép bude B2.
A va Tra két | lam viéc .
ho so qui BM 03 |- Truong hop hé so chua
day du, chua chinh xac:
Huéng dan bd sung,
hoan thién ho so dén
nguol ndp hd so va ghi
0 ly do theo BM 02.
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Buwéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

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

Tiép nhin qua Dich vu
Buu chinh vién thong:

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

- Trudong hop ho so
chua day du, chua chinh
xac: Huong dan bd
sung, hoan thién hd so
dén nguoi nop hd so va
ghi 6 1y do theo BM 02.
Thot gian xac dinh to
chirc, ¢4 nhan d nop ho
so hop phap, hop 1¢ la
tai thoi diém to6 chue, ca
nhan bo sung day du hd
so theo yéu cau tai BM
02.

- Trudong hop tir chdi
tiép nhan hd so: Lap
Phiéu tir chéi tiép nhan
giai quyét hd so theo
BM 03. Thong tin cho to
chirc, ca nhan vé viéc tir
chdi hd so.

Tiép nhén truc tuyén:

- Kiém tra tinh chinh
xac, day du, hop 1& cia
ho so; klem tra thong tin
chit ky s6 dé dam bao
tinh xac thuc, hop 1€
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Bude | \oidung | Trach | Thoi Ho .
cong AT ‘n . so/Biéu Dién giai
o n cong viec nhiém gian .
viéc mau

(néu co).

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

- Truong hop ho so chua
day du, dung quy dinh
thi théng bao cho tb
chtc, cd nhan qua tai
khoan cua té6 chuc, ca
nhan qua Hé thdng
thong tin giai quyét thu
tuc hanh chinh Thanh
phd va huéng dan day
du, cu thé dé to chuc, ca
nhan bo sung hd so theo
yéu cau (BM 02).

=> Thoi gian tiép nhén
chinh thirc hoac yéu cau
chinh sta, bd sung
khéng mudn hon 08 gio
lam viéc ké tur khi hé
thong tiép nhan, trir tha
7, chu nhat.

- Truong hop tir chéi
nhan ho so: thong bao
cho t6 chirc, ca nhan
thong qua tai khoan cua
to chtre, ca nhan qua Hé
théong thong tin giai
quyét thu tuc hanh chinh
Thanh phé, néu 16 1y do
tir chdi giai quyét ho so
thu tuc hanh chinh (BM
03).
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Buwéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

Quét (scan) tai li€u, luu
trit hd so dién tir trong
truong hop hd so nop
truc tiép hodc qua
duong buu dién.

Tiép nhin ho so va
chuyén cong chire thu ly
hd so cia UBND
phuong, x4, thi tran.

B2

Tham dinh
ho so, dé
xuat két
qua giai

quyét
TTHC

Céng churc
tu phap -
ho tich

03 ngay
lam viéc
(truong
hop phai
xac minh
thi thoi
han giai
quyét
khong
qua 23
ngay)

Theo Muc
I

BM 01

Du thao
két qua:
Giay khai
sinh

Cong chure tu phap - hd
tich tham tra hd so (tham
tra tinh thong nhat, hop
1€ cua céc thong tin trong
hd so, gidy to, tai liéu do
ngudi yéu cau ndp, xuat
trinh hodc dinh kém) dé
xuat hudéng giai quyét:

- Truong hop viéc dang
ky lai khai sinh dugc
thuc hién tat UBND cép
xa khoéng phai noi dang
ky khai sinh trudc day
thi cong chuc tu phap -
ho tich bao cao Chu tich
UBND cédp xd co van
ban dé nghi UBND cép
xa no1 dang ky khai sinh
trude day kiém tra, xac
minh vé viéc luu giir SO
ho tich.

- Trudong hop gidy to
ciia nguoi yéu cau ding
ky lai khai sinh khéng
co thong tin chtirng minh
quan hé cha, me, con thi
cong chirc tu phap - hd
tich bao cao Chu tich
UBND cédp xd cO van
ban dé nghi co quan
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Buwéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

cong an co tham quyén
xac minh. Truong hop
co quan céng an tra 1o1
khéng cé thong tin thi
cong chirc tu phap - hd
tich cho ngudi yéu cau
dang ky lai khai sinh 1ap
van ban cam doan vé
thong tin cua cha, me va
xac dinh nd1 dung khai
sinh theo van ban cam
doan.

+ Truong hop ho so day
da, hop 1€, dung quy
dinh: céng chirc tu phap -
hd tich thurc hién viéc ghi
vao SO dang ky khai
sinh, cap nhat thong tin
dang ky lai khai sinh va
luu chinh thirc trén Phan
mém dang ky, quan 1y ho
tich dién tir dung chung;
in Giay khai sinh, trinh
Lanh dao UBND cép xa
xem x&t, ky duyét.

- Truong hop hd so
khéng dam bao theo quy
dinh: Du thao van ban
tir chdi hodc bd sung ho
SO.

B3

Ky duyét

Lanh dao
UBND
phuong,

x4, thi tran

01 ngay
lam viéc

Theo Muc
|
Hb so
trinh

Lﬁnh‘ dao UBND xem
x¢t ho so, phé duyét két
qua

B4

Ban hanh
van ban

Van thu
UBND
phuong,
x4, thi tran

1/2 ngay
lam viéc

Ho so da
dugce phé
duyét

Cho s6, vao so, dong
dau, ban hanh vin ban,
chuyén hd so cho Bo
phan Tiép nhan va Tra
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Bubc | Noidung | Trich | Thei Ho, P
cong Ao o n . so/Biéu Dién giai
o n cong viec nhiém gian .
viéc mau
két qua.
- Thuc hién sb hoa két
Tra két qua va ky so két qua giai
qua, Iru B¢ phén Lura hd so q1~1yét thu Euc ,ha‘mh chinh
RS ho so, Tiépnhan | Theo heo muc dg duoc s6 hoa theo quy
thong ké | va Trakéet | Gidy hen v dinh. ,
va theo qua - Tra két qua cho cong
doi dan.
- Thong ké, theo dai.
IV. BIEU MAU

Cac bi€u mau str dung tai cac budc cong viée:

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 bo sung, hoan thién ho so (néu co)
3 BM 03 | Mau Phiéu tir chdi tiép nhén giai quyét ho so (néu co)
4 BM 04 | To khai dang ky lai khai sinh
V.HO SO CAN LUU
STT | Ma hiéu Tén biéu miu
1 BM 01 |Mau Gidy tiép nhan ho so va hen tra két qua
2 BM 02 | Mau Phiéu yéu cau bo sung, hoan thién ho so (néu co)
3 BM 03 | Mau Phiéu tir chdi tiép nhan giai quyét ho so (néu co)
4 BM 04 | To khai dang ky lai khai sinh
5 BM 05 | Giay khai sinh (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
mdt 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 sé
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dir liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 ctia Chinh phu stra doi, bo sung
mot sd diéu cta cac nghi dinh lién quan dén viéc ndp, xuét trinh s6 hd khau, s6 tam tra
gidy khi thyc hién thii tuc hanh chinh, cung cap dich vu cong;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cia 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 B 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 so dit liéu 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,
bd sung mot s6 nodi dung cia Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 cia Bo
treéng 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 ctiia Chinh phu quy dinh vé Co s6 dit liéu ho tich dién
tur, dang ky hd tich truc tuyén;

- Théng tu s6 04/2024/TT-BTP ngay 06/6/2024 ciia Bo truong Bo Tu phap stra doi,
bd sung mot sé diéu ciia 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
quée 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 sé diéu va bién phap thi hanh
Luéat 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
nudc;

- Théng tu s6 01/2023/TT-VPCP ngay 05/4/2023 ciia Van 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 thuc hién thu tuc hanh chinh trén méi trueong dién tur;

- Théng tu s6 281/2016/TT-BTC ngay 14/11/2016 ctia Bo truong Bo Tai chinh quy
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dinh mtc thu, ché d thu, ndp, quan ly va st dung phi khai thac, sir dung thong tin trong
co s¢ dir 1i€u hd tich, phi xac nhan co quéc tich Viét Nam, phi xac nhan la 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 thude Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cia Bo truéng Bo Tai chinh sira
d6i, bo sung mot so dieu cia Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ciia Bo Tai
chinh huéng dan vé phi va 1é phi thudc tham quyén quyét dinh cua Hoi dong nhan dan
tinh, thanh phé trie thude 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 dia ban Thanh phé H6 Chi Minh;

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

- Nghi quyét s 07/2024/NQ-HPND ngay 19/5/2024 cua Hoi dong nhan dan
Thanh phé quy dinh murc thu 1€ phi trong thue 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 cta Bo trudong Bo Tu phap vé viée
cong b6 thu tuc hanh chinh duoc stra doi, bo sung trong linh virc ho tich thuc hién tai co
quan dang ky ho tich thudc pham vi chirc nang quan ly cua Bo Tu phap./.



62 CONG BAO/S6 484+485/Ngay 15-12-2024

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

TO KHAI PANG KY LAI KHAI SINH

Kanh guri: O e,
Ho, chit dém, tn NEUWOT YU CAUL ....oovieeeoeeeeeeeeeeee e
Ngay, thang, NAM SINN: ..ot
INOT CU T @ e,
GHAY 1O 1Y thANT @ ettt
Quan hé¢ vai1 nguoi duogc khai sinh: ...

P& nghi co quan diing ky lai khai sinh cho ngudi c6 tén dwéi day:
Ho, chilt d€m, t€N: ...

Ngay, thang, nam sinh: ..................ccccooeiiiinn, ghi bANg Chilt: ..o

QUE QUAN ..ottt ettt ettt et et e et be et aeeanes

Ho, chit dém, t€n n@Uoi ME: ...t

Nam sinh: .o Dantoc: ..., Qubc tich: @ o

Ho, chit dém, tén nguwdi cha: ...
Nam sinh: .o Dantoc: ..., Qubc tich: @ oo

N O Gl T B oo,
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GHAY 1O 1Y thANT D ettt
D3 dang Ky Khai sinh ta1: © ..ot
Gidy khai sinh s6: 7. quyénsd ... ngay ... T AU
T6i cam doan nhitng n6i dung khai trén day 1a dang sy that va da nop du cac gidy to hién co.

T6i chiu trach nhiém trude phap luat vé viéc cam doan ciia minh.

Lamitgi: ................., 0g4y ........... thang ......... A ..............
Ngudi yéu ciu
(Ky, ghi ro ho, chit dém, tén)

Dé nghi cp ban sao™: Co |:| Khéng |:|

Chii thich:

() Ghi 15 tén co quan ding ky lai khai sinh

@ Chi ghi trong triong hop ngieoi cé yéu cau ddng ky ho tich chira c6/khong cung cdp
s6 dinh danh cd nhdn/cdn cieée cong dan/thé cdn ciede/chitng minh nhdn ddn; khong cung
cdp day di thong tin ngay, thang, ndm sinh.

Trirong hop phdi cung cdp thong tin “Noi cw trii” thi ghi theo noi ddng ky thiwong
tri; néu khong cé noi ding ky thieong trii thi ghi theo noi ddng ky tam trii; trieomg hop
khong c6 noi dang ky thirong trii va noi ddng ky tam tru thi ghi theo noi o hién tai.

®) Ghi 56 dinh danh cd nhdn/cin cieée cong dan/thé cdn cuée (vi du: Cdn cude cong
ddn s6 025188001010 do Cuc Canh sét QLHC vé TTXH cdp ngey 20/11/2021). Truong 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,...).

@ Truong hop sinh tai co s¢'y té thi ghi 18 tén co s¢ y té va dia chi co so y té d6; truong
hop sinh ra ngoai co sd y té thi ghi dia danh ciia 03 cap hanh chinh (x3, huyén, tinh) noi sinh
ra; truong hop khong 18 noi sinh day du thi chi ghi dia danh hanh chinh cap tinh.

®) Ghi day du ngay, thang sinh cia cha, me (néu co).

©)Ghi tén co quan dd dang ky khai sinh trude day.

( Chi khai trong truong hop biét 15.

8 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 1o s6 luong.
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QUY TRINH PA PUQC TAI CAU TRUC
QUY TRINH 14

Ping ky khai sinh cho nguwoi da c6 hd so, gidy to' ca nhian

(Ban hanh kém theo Quyét dinh s6 5270/0P-UBND ngay 18 thang 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 Nhap
(n€u nguoi ¢ yéu c@u lra chon nop ho so thong tin
theo hinh thure truc ti€p); theo huong
01 -‘Biéu mau dién tir twong tac dang ky khai | o) | Bay chinh dan trénh
sinh (do nguoi yéu cau cung cap thong tin Cong Adlc
theo huong dan trén Cong dich vu cong, vu cong

néu nguoi ¢o yéu cau lua chon ndp ho so
theo hinh thurc truc tuyen).

Ngudi ¢ yéu cau dang ky khai sinh thuc 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

o Ban chup
Vian ban cam doan cua nguoi yéu cau vé tur ban
01 | viéc chua duogc déng ky khai sinh. 01 Ban chinh chinh/ban
chinh dién
tu
Ban sao toan bd hd so, gidy to cua nguoi
yéu cau hodc hd so, gidy to, tai liéu khac
trong d6 co thong tin lién quan dén noi
dung khai sinh, gobm: Gidy chung minh Ban chup
nhan dan, Thé can cude cong dan hodc g
Ho chiéu; glay to ching minh vé noi cu tir ban
02 01 Ban sao chinh/ban
tri; Bang tot nghiép, Glay chirng nhan, hinh dién
Chung chi, Hoc ba, Hb so hoc tap do co ¢ e ‘

quan c6 tham quyén cap hodc xac nhan;
giay to khac c6 thong tin vé ho, chit dém,
tén, ngay, thang, nam sinh cua ca nhan.

Ngudi yéu cau dang ky khai sinh ¢ trach
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nhiém ndp day du ban sao cac giay to néu
trén (néu co) va phai cam doan da nop du
cac giéy to minh c6; chiu trach nhiém, hé
qua cua viéc cam doan khong dung su
that.
Truong hop ngudi yéu cau dang ky khai
sinh 1a can bd, cong chirc, vién chirc,
nguol dang cong tac trong luc lwong vii
trang thi phai c6 van ban xdc nhan cua Ban chup
Thu truong co quan, don vi vé viée tr ban
03 |nhiing nd1 dung khai sinh cua nguon d6| 01 Ban chinh | chinh/ban
gom ho, chit dém, tén; giéi tinh; ngay, chinh dién
thang, nam sinh; dan tdc; qudc tich; qué tur
quan; quan hé cha - con, me¢ - con phu
hop voi hd so do co quan, don vi dang
quan ly.
Ban
chinh/ban
sao ¢o
Vian ban ty quyén (dwgc chung thuc) chirng
theo quy dinh cta phap luét trong truong thuc/ban | Ban chup
hop uy quyén thye hién viéc ding ky khai chup co tr ban
04 | sinh. Truong hop nguoi duge uy quyénla| 01 xdcnhan | chinh/ban
ong, ba, cha, me, con, vo, chong, anh, doi chiéu | chinh dién
chi, em rudt ciia nguoi uy quyén thi vin ban chinh tu
ban uy quyén khong phai chimg thye. cua cong
chire tiep
nhéan hd
SO
B. Giay to phai xuit trinh
H6 chiéu hoac Chirng minh nhan déan
hoac Thé can cudc 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 st dung d¢ chimg minh vé nhan Ban chup
01 |than cta nguoi c¢6 yéu cau dang ky khai | 01 Ban chinh tr ban
sinh. Truong hop cac thong tin ca nhan chinh

trong cac gidy tO nay dia cd trong
CSDLQGVDC, CSDLHTDT, duogc hé
théng dién ty dong thi khong phai tai 1én
(theo hinh thire true tuyén)
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02

Gidy to ¢6 gia tri chimg 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 tra 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 Chmh phu
Truwong hop cac thong tin vé glay to
chung minh no1 cu tra da duoc khai thac
tr Co so dir liéu quéc gia vé dan cu
bang cac phuong thirc nay thi ngudi co
yéu cau khong phai xuat trinh (theo hinh
thure truc tlep) hoac tai 1én (theo hinh
thuce truc tuyén).

01

chinh/ban
sao cO
chirng thure

Ban Ban
chup/ban
sao dién tu

03

Trueong hop gui hd so qua hé thong buu
chinh thi phai gui kém theo ban sao cé
chimg thuc cac gidy to phai xuat trinh
néu trén.

01

Ban sao

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

Thoi gian xir

Noi tiép nhin va tra két qua Iy Lé phi
- 5.000 dong/truong
hop.
- Thu phi bang 0
Nguoi ¢6 yéu cau dang ky khai sinh truc ggns% tt?u?lﬁ hé(;’D nop
tiep thuc hién hogc iy quyén c};o ngubi 05 ngay lam|.pnpag ié ph}i, déj »
khac thyc hién nop ho so truc tiép tar Bo vige.  Truong | re em. hgu(‘yj e

phan Tiép nhan va Tra két qua cia UBND
cap xd (hodc gui hd so qua hé théng buu
chinh); hoac nop hod so truc tuyen trén
Cong dich wvu cong quoc gia
(https://dichvucong.gov.vn) hoac Hé théng
thong tin giai quyét thi tuc hanh chinh
Thanh phd Ho Chi Minh
(https://dichvucong.hochiminhcity.gov.vn).

hop phai ¢6 van
ban xac minh
thi thon han giai
quyét khong qua
25 ngay.

hd ngheo, nguoi cao
tudi, ngudi khuyét
tat, nguol thudc gia
dinh c¢6 coébng vdi
cach mang.

- Phi cap ban sao
Gidy khai sinh (néu
c6 yéu cau): 8.000
dong/ban sao trich
luc/su kién ho tich da
dang ky (thuc hién
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theo quy dinh tai
Thoéng tuw s
281/2016/TT-BTC
ngay 14/11/2016 cua
B Tai chinh)

III. TRINH TU XU LY CONG VIEC

Bude | Noidung | Trich | Thoi Ho, s
cong A en o n . so/Biéu Dién giai
‘n cong viec nhiém gian X
viéc mau
Nop hd Co quan, | Gio hanh | Theo Muc | Thanh phan hé so theo
SO t0 chure chinh I Muc |
Tiép nhén trwe tiép:
- Trwong hop ho so day
du: Lap Giay tiep nhan
ho so va hen tra ket quél;
trao cho nguo1 ndp ho so
theo BM 01; thuc hién
ti€p budc B2.
- Trwong hop hd so chwa
day du, chwa chinh xac:
Huéng dan bo sung,
hoan thién hﬁ so den
nguol nop hd so va ghi
Bl Kiém tra, B? phé{l . BMOI ™ v ‘do theo BM O2A "
Tk n Tiép nhan | 1/2 ngay - Truong hop tir choi tiép
tiép nhan RS A BM 02 N n A
ha va Tra két | lam viéc nhan hé so: Lap Phiéu tur
0 so . BM 03 K- LA A g £
qua chdi ti€p nhan giai quyét

ho so theo BM 03.

Tiép nhin qua Dich vu
Buu chinh vién thong:

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

- Truong hop ho so chua
day du, chwa chinh xac:
Hudéng dan bo sung,
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Bude | \oidung | Trach | Thoi Ho .
cong NI ‘n . so/Biéu Dién giai
o n cong viec nhiém gian x
viéc mau

hoan thién ho so dén
nguodi nop hd so va ghi
0 ly do theo BM 02.
Thot gian xac dinh td
chirc, ca nhan d4 nop hd
so hop phap, hop 1€ 1a tai
thoi diém té6 chuc, ca
nhan bo sung day du ho
so theo yéu cau tai BM
02.

- Truwong hop tir chdi tiép
nhan hd so: Lap Phiéu tur
chdi tiép nhan giai quyét
ho so theo BM 03.
Thong tin cho 6 chirc, ca
nhan vé viéc tir chdi hod
SO.

Tiép nhén trwc tuyén:

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

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

- Trudng hop hd so chua
day du, dung quy dinh
thi thong bao cho to
chtcc, ca nhan qua tai
khoan cia t& chirc, ca
nhan qua Hé thong thong
tin gidi quyét thu tuc
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Buéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

hanh chinh Thanh pho va
hudng dan day du, cu thé
dé t6 chirc, ca nhan bd
sung hd so theo yéu cau
(BM 02).

=> Thoi gian tiép nhan
chinh thirc hoac yéu cau
chinh sra, bo sung
khong mudn hon 08 gio
lam viéc ké tir khi hé
théng tiép nhan, trir thir
7, chu nhat.

- Trudong hop tir chdi
nhan ho so: thong bao
cho t6 chirc, ca nhan
thong qua tai khoan cua
to chirc, ca nhan qua Hé
théong thong tin giai
quyét thu tuc hanh chinh
Thanh phd, néu 15 1y do
tir choi giai quyét hd so
thu tuc hanh chinh (BM
03).

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

Tiép nhan hd so va
chuyén cong chtrc thu 1y
hd so cia UBND
phuong, x4, thi tran.

B2

Tham dinh
ho so, dé
xuat két
qua giai

quyét
TTHC

Céng churc
tu phap -
ho tich

03 ngay
lam viéc
(truong
hop phai
xac minh
thi thoi
han giai

Theo Muc
I

BM 01

Du thao
két qua:
Giay Khai

Céng chirc tu phap - hd
tich tham tra ho so (tham
tra tinh théng nhét, hop 1€
ciia cac thong tin trong hd
so, gidy to, tai liu do
ngudi yéu cau ndp, xuat
trinh hodc dinh kém) dé
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Buéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

quyét
khong
qua 23
ngay)

sinh

xuat huéng giai quyét:

+ Truomg hop hod so day
du, hop 1€, dung quy dinh:
cong chirc tw phap - hd
tich thwc hién viéc ghi
vao SO dang ky khai sinh,
cap nhat thong tin dang
ky khai sinh va Iwu chinh
thae trén Phan mém ding
ky, quan ly hé tich dién tir
dung chung; in Giay khai
sinh, trinh Lanh dao
UBND cap x3 xem xét,
ky duyét.

- Truong hop hd so
khong dam bao theo quy
dinh: Dy thao van ban tu
choi hodc bo sung ho so.

B3

Ky duyét

Lanh dao
UBND
phuong,

x4, thi tran

01 ngay
lam viéc

Theo Muc
|
Hb so
trinh

Lénh‘ dao UBND xem
xét hd so, phé duyét két
qua

B4

Ban hanh
van ban

Van thu
UBND
phuong,
x4, thi tran

1/2 ngay
lam viéc

Ho so da
duoc phé
duyét

Cho s, vao so, dong
d4u, ban hanh vian ban,
chuyén ho so cho Bo
phan Tiép nhan va Tra
két qua.

B5

Tra két
qua, luu
ho so,
thong ké
va theo
doi

B0 phan
Tiép nhan
va Tra két

qua

Theo
Giay hen

Két qua

- Thuc hién sb hoa két
qua va ky so két qua giai
quyét thu tuc hanh chinh
da duoc so hoa theo quy
dinh.

- Tra két qua cho cong
dan.

- Théng ké, theo dai.
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IV. BIEU MAU
Cac biéu mau str dung tai cac budc cong viéc:
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 bo sung, hoan thién ho so (néu co)
3 BM 03 | Mau Phiéu tir chdi tiép nhén giai quyét ho so (néu co)
4 BM 04 | To khai dang ky khai sinh

V.HO SO CAN LUU
STT | Ma hiéu Tén biéu miu

BM 01 | Mau Gidy tiép nhan hd so va hen tra két qua

BM 02 | Mau Phiéu yéu cau bo sung, hoan thién hd so (néu co)

BM 03 | Mau Phiéu tir chdi tiép nhan giai quyét hd so (néu co)
BM 04 | To khai dang ky khai sinh
BM 05 | Giay khai sinh (ban chup)

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

N |[WIN|—

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
mdt 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 sé
dir liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu sira d6i, bd sung
mot sd diéu cta cac nghi dinh lién quan dén viéc ndp, xuét trinh s6 hd khau, s6 tam tra
giéy khi thyc hién tha tuc hanh chinh, cung cép dich vu céng;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cia 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 B 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 so dit liéu 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,
bd sung mot s6 nodi dung cia Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 cia Bo
tredéng 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 ctiia Chinh phu quy dinh vé Co s6 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,
bd sung mot sé diéu ciia 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
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 ctua Luét Ho tich va Nghi dinh s6 123/2015/ND-
CP ngay 15/11/2015 ciia Chinh phu quy dinh chi tiét mot sé diéu va bién phap thi hanh
Luéat 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
thu4n tién doi voi trang thong tin dién tir hodic cong thong tin dién tir cua co quan nha
nudc;

- Théng tu s6 01/2023/TT-VPCP ngay 05/4/2023 ciia Van phong Chinh phu quy
dinh mot s nodi 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 trurong dién tur;

- Théng tu s6 281/2016/TT-BTC ngay 14/11/2016 ctia Bo truong Bo Tai chinh quy
dinh mtc thu, ché d thu, ndp, quan 1y va st dung phi khai thac, sir dung thong tin trong
co s¢ dir 1i€u hd tich, phi xac nhan co 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
huéng dan vé phi va 1é phi thudc tham quyén quyét dinh cua Hoi dong nhan dan tinh,
thanh pho truc thude Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cia Bo truéng Bo Tai chinh sira
d6i, bo sung mot so dieu cia Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ciia Bo Tai
chinh huéng dan vé phi va 1é phi thudc tham quyén quyét dinh ciua Hoi dong nhan dan
tinh, thanh phé trie thude 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 1é phi trén dia ban Thanh phé H6 Chi Minh;

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

- Nghi quyét s 07/2024/NQ-HPND ngay 19/5/2024 cua Hoi dong nhan dan
Thanh phé quy dinh mirc thu 1¢ phi trong thyc hién thu tuc hanh chinh 4p dung dich vu
cong truc tuyén trén dia ban Thanh phé H6 Chi Minh;

- Quyét dinh s6 1079/QD-BTP ngay 11/6/2024 cta Bo trudong Bo Tu phap vé viée
cong b6 thu tuc hanh chinh duoc stra doi, bo sung trong linh virc ho tich thuc hién tai co
quan dang ky ho tich thudc pham vi chirc nang quan ly cua Bo Tu phap./.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI DPANG KY KHAI SINH

Quan hé vai1 ngudi dugc khai sinh: ...
P& nghi co quan diing ky khai sinh cho nguwoi duéi diy:
Ho, chilt d@m, t€N: ... e

Ngay, thang, ndm sinh: ..................oooeieiiiiiiiin. ghi bANG ChEE: ..o

QUE QUAN ..ottt ettt e et e et ettt e b be e tbe e etteeeennr e enns

GHAY 1O 1Y thANT @ .ot

Ho, chir dém, tén n@uwdi cha: ...
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GHAY 1O 1Y thANT @ .ot
Théng tin vé Gidy chimg nhdn két hon cia cha, me tré (néu cha, me tré da PKKH):
S6:........ , Quyén so: .......... , dang ky ngay .... thang .... ndm ......... Qoo
T6i cam doan nodi dung dé nghi dang ky khai sinh trén day 1a dung su that, dugc sy thoa
thuan nhat tri cta cac bén lién quan theo quy dinh phap lut.

T61 chiu hoan toan trach nhi€ém trudc phap luat vé ndi dung cam doan ctia minh.

Lamitgi: ................,‘g4Y ........... thang ......... AAM ..............

Ngudi yéu ciu
(Ky, ghi 1o ho, chii dém, tén)

Dé nghi cip ban sao™: Co6 D, Khéng |:|
S6 luong:....... ban
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Chii thich:
) Ghi 15 tén co quan ding ky khai sinh.

@) Chi ghi trong trieong hop nguoi cé yéu cau dding ky ho tich chira c6/khong cung cdp
s6 dinh danh ca nhdn/cdn cuée cong dan/thé cdn ciede/chitng minh nhdn ddn; khong cung

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

Triong hop phdi cung cdp thong tin “Noi cu trit” thi ghi theo noi ding ky thuong tri;
néu khong cé noi ddng ky thwong trii thi ghi theo noi ddng ky tam trii; trieong 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 nhdan/cdn cide cong dan/thé can cwée (vi du: Cdn cude cong
ddn s6 025188001010 do Cuc Canh sét QLHC vé TTXH cdp ngay 20/11/2021). Truong 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,...).

@ Truong hop sinh tai co sé'y té thi ghi 15 tén co s6' y té va va dia chi tru s6 co s0'y t€ do.

Vi du: - Bénh vién Phu san Ha Né1i, duong La Thanh, phuong Ngoc Khanh, quan Ba
Dinh, Ha Noi.

- Tramy té x4 Pinh Béang, huyén Tt Son, tinh Béc Ninh.

Truong hop sinh ra ngoai co s y té thi ghi dia danh cta 03 cp hanh chinh (xa, huyén,
tinh), not sinh ra.

Vi du: x3 Dinh 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
© B¢ 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 15

Ping ky lai két hon
(Ban hanh kém theo Quyét dinh s6 5270/0P-UBND ngay 18 thang 11 ndm 2024
ctia Chii tich Uy ban nhdn ddn Thanh phé)

I. THANH PHAN HO SO

STT Tén ho so 50 Truec tiép Trli’c

luwgng : tuyén

- T& khai dang ky lai két hon theo mau Nhap
(néu nguo1 ¢ yéu cau lra chon ndp ho so thong tin

theo hinh thurc truc tiép); theo

0] |- Biéu mau dién tir tuong tic dang ky lai | 1 | Ban chinh huéng
ket hon (do ngudt yéu cau cung cap thong dan trén

tin theo huodng dan trén. Cong dich vu Cong
cong, néu nguodi cd yéu cau lwa chon nop dich vu

ho so theo hinh thire true tuyen). cong

Nguoi ¢ yéu cau dang ky lai két hon thuce hién viée nép/xuét trinh (theo hinh thuc
truc tiép) hodc tai 1én (theo hinh thire truc tuyén) cac giay to sau:

A. Gidy to phai ndp

Ban sao Gidy chting nhan két hon duoc Ban chup

cap trude day. Néu khong cd ban sao tr ban
01 | Gidy ching nhan két hon thi ndp ban sao | 01 Ban chinh | chinh/ban

ho so, gidy to ca nhan c6 cac thong tin chinh

lién quan dén noi dung dang ky két hon. dién tu

B. Giay to phai xuit trinh

H6 chiéu hoic Chuing minh nhan dan

hoac Thé can cudc cong dan hodc cac

gidy to khac ¢o dan anh va thong tin ca

nhan do co quan c6 tham quyén cap, con

gia tri stt dung dé chimg minh vé nhan Ban chup
01 |than ciia ngudi co yéu cau dang ky lai két | 01 Ban chinh | tur ban

hén. Truong hop cac thong tin ca nhan chinh

trong cac gidy to0 nay di co trong
CSDLQGVDC, CSDLHTDT, dugc hé
théng dién tu dong thi khong phai tai Ién
(theo hinh thire true tuyén)
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Gidy to ¢6 gia tri ching minh thong tin
vé cu tra trong trudng hop co quan ding
ky ho tich khong thé khai thac dwoc
thong tin vé noi cu tri cia cong dan
theo cac phuong thirc quy dinh tai
khoan 2 Diéu 14 Nghi dinh s6 Ban Ban
0 104/2022/ND-CP ngay 21/12/2022 cuia 01 chinh/ban | chup/ban
Chinh phu. Truong hop cac thong tin vé sao co sao dién
gidy to chiung minh noi cu tra d3 duoc chirng thuc t
khai thac tir Co so dir liéu qudc gia vé
dan cu bang cac phuong thirc nay thi
ngudi co yéu cau khong phai xuat trinh
(theo hinh thtrc truc tiép) hodc tai lén
(theo hinh thtrc truc tuyén).
I1. NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA LE PHi
. K P . Thoi gian xw A o1r
Noi tieép nhan va tra két qua Iy L¢ phi
Mién 1¢ phi
. ) - Phi cép ban sao
Ngudi ¢o yéu cau ding ky lai két hon nop | 05  ngay Trich luc két hén
ho so truc tiép tai BO phan Tiép nhan va Tra | viée,  trudng | (néu c¢6 yéu chu):
két qua cia UBND cap xa hodc nop hd so | hop phdi xdc | 8000 ddng/ban sao
truc tuyén trén Cong dich vu cong quoc gia | minh  thi  thdi | trich luc/su kién ho
(https:/dichvucong.gov.vn) hodc Hé thong | han gidi quyét | tich da ding ky (thwo
thong tin giai quyét thu tuc hanh chinh | khong qua 25| hign theo quy dinh tai

Thanh

phd

Ho6

Chi

Minh

(https://dichvucong.hochiminhcity.gov.vn).

ngay.

Thoéng tu sO
281/2016/TT-BTC
ngay 14/11/2016 cuia
B Tai chinh)

III. TRINH TU XU LY CONG VIEC

Bubc | nNoidung | Trach | Thoi Ho, P
cong chng vide nhiém gian so/Biéu Dién giai
viéc : : mau
NoD hé so Cg quan, | Gio hanh | Theo Muc | Thanh phﬁn hd so theo
. P td chirc | chinh I Muyc I
Kiém tra, | Bophan | 1/2 ngay BM 01 Tiép nhén true tiép:
tiep nhan | Tiép nhan | lam viéc - Trudng hop hd so day
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Bude | \sidung | Triach | Thoi Ho .
cong NI A . so/Biéu Dién giai
o n cong viec nhi¢m gian x
viéc mau
hdso | va Tra ket BM02 |[di: Lap Gidy tiép nhan
qua BM 03 | ho so va hen tra két qua;

trao cho ngudi nop hod so
theco BM 01; thuc hién
tiép budc B2.

- Trudong hop hd so chua
day du, chua chinh xac:
Hudng dan bo sung, hoan
thién hé so dén nguoi
ndp hd so va ghi 16 ly do
theo BM 02.

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

Tiép nhén trwc tuyén:

- Kiém tra tinh chinh xac,
day du, hop 1é cua hd so;
kiém tra thong tin chir ky
s6 d¢ 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 cura tiép nhan, cép
ma hd so va xir Iy ho so
theo quy trinh (BM 01),
théng bao dén tai khoan
cuia to chirc, ca nhan.

- Trudong hop hd so chua
day du, dang quy dinh thi
thong bao cho t6 chire, ca
nhan qua tai khoan cia to
chirc, ca nhan qua Hé¢
thong thong tin giai quyét
thu tuc hanh chinh Thanh
phé va huéng dan day du,
cu thé dé t6 chirc, ca nhan
bo sung hd so theo yéu
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Buwéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

cau (BM 02).

=> Thoi gian tiép nhan
chinh thirc hodc yéu cau
chinh sira, bo sung khong
mudén hon 08 gid lam
viéc ké tir khi hé thong
tiép nhan, trir the 7, chu
nhat.

- Truwong hop tir chdi
nhan hd so: théng bao
cho t6 chitc, ca4 nhéan
thong qua tai khoan cua
to chtre, ca nhan qua Hé
thong thong tin gidi quyét
thu tuc hanh chinh Thanh
phd, néu r5 1y do tir choi
giai quyét hd so thu tuc
hanh chinh (BM 03).
Quét (scan) tai li€u, luu
trit ho so dién tir trong
truong hop ho so ndp
truc tiép.

Tiép nhan hd so va
chuyén cong chuc thy ly
hé so cia UBND
phuong, x4, thi tran.

B2

Tham dinh
ho so, dé
xuat két
qua giai

quyét
TTHC

Coéng chirc
tu phap -
ho tich

03 ngay
lam viéc
(truong
hop phai
x4ac minh
thi thot
han giai
quyét
khong
qua 23
ngay)

Theo Muc
I
BM 01
Du thao
két qua:
Giay
ching
nhan két
hon

Céng chuc tu phap - hd
tich tham tra hd so (tham
tra tinh théng nhét, hop 1€
ciia cac thong tin trong ho
so, giay to, tai liéu do
ngudi yéu cau nodp, xuat
trinh hodc dinh kém) dé
xuat huéng giai quyét:

Truong hop viéc dang ky
lai két hon thwe hién tai
UBND cap x4 khong phai
noi da dang ky két hon
trudce day thi cong chire tu
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Buwéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

phap - ho tich bao cao
Chu tich UBND cap x4
c6 van ban d& nghi
UBND cap x3 noi dang
ky két hon trude day
kiém tra, xac minh vé
viée luu gitt S6 ho tich tai
dia phuwong.

+ Truong hop hd so day
du, hop 1€, ding quy dinh:
cong chuc tu phap - hd
tich thuc hién viéc ghi vao
S6 dang ky két hon, cap
nhat thong tin dang ky lai
két hon va luu chinh thire
trén Phan mém dang ky,
quan ly ho tich dién tu
ding chung; in Giay
chirng nhan két hén, trinh
Lanh dao UBND cép xa
xem x¢ét, ky duyét.

- Truong hop ho so
khong dam bao theo quy
dinh: Du thao van ban tu
choi hodc bo sung ho so.

B3

Ky duyét

Lanh dao
UBND
phuong,

x4, thi tran

01 ngay
lam viéc

Theo Muc
|
Hb so
trinh

L?mh dao UBND xem xét
ho so, phé duyét két qua

B4

Ban hanh
van ban

Van thu

UBND

phuong,
x4, thi tran

1/2 ngay
lam viéc

Ho so da
dugce phé
duyét

Cho s, vao so, dong dau,
ban hanh van Dban,
chuyén hd so cho BO
phan Tiép nhan va Tra
két qua.

B5

Tra két
qua, luu
ho so,
thong ké

Bo phan
Tiép nhan
va Tra két

qua

Theo
Giay hen

Luu ho so
theo muc
\Y

- Thuc hién s6 hoa két
qua va ky so két qua giai
quyét thii tuc hanh chinh
da duoc s6 hoa theo quy
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Bude | \sidung | Triach | Thoi Ho .
cong A e oA . so/Biéu Dién giai
o n cong viec nhi¢m gian .
viéc mau
va theo dinh.
doi - Tra két qua cho cong
dan.
- Théng ké, theo dai.
IV. BIEU MAU
Cac biéu mau str dung tai cac budc cong viéc:
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 bo sung, hoan thién ho so (néu co)
3 BM 03 | Mau Phiéu tir chdi tiép nhén giai quyét ho so (néu co)
4 BM 04 | To khai dang ky lai két hon

V. HO SO CAN LUU
STT | Ma hiéu Tén biéu miu

BM 01 | Mau Gidy tiép nhan hd so va hen tra két qua

BM 02 | Mau Phiéu yéu cau bo sung, hoan thién hd so (néu co)

BM 03 | Mau Phiéu tir chdi tiép nhan giai quyét hd so (néu co)
BM 04 | To khai diang ky lai két hon
BM 05 | Giay chung nhan két hon (ban chup)

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

N[ | As]WIN| =

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
mdt 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 sé
dir liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu sira d6i, bd sung
mot sd diéu cta cac nghi dinh lién quan dén viéc ndp, xuét trinh s6 hd khau, s6 tam tra
gidy khi thie hién thi tuc hanh chinh, cung cap dich vu cong;
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- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cia 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 B 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 so dit liéu ho tich dién tu, dang ky ho tich true
tuyén;

- Thong tu s6 03/2023/TT-BTP ngay 02/8/2023 cua Bo truong B Tu phap stra doi,
bd sung mot s6 nodi dung cia Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 cia Bo
tredéng 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 ctiia Chinh phu quy dinh vé Co s6 dit liéu ho tich dién
ttr, dang ky ho tich truc tuyén;

- Thong tu s6 04/2024/TT-BTP ngay 06/6/2024 ciua Bo truong B Tu phap stra doi,
bd sung mot sé diéu ciia 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
quée 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 ctua Luét Ho tich va Nghi dinh s6 123/2015/ND-
CP ngay 15/11/2015 ciia Chinh phu quy dinh chi tiét mot sé diéu va bién phap thi hanh
Luéat 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
thu4n tién doi véi trang thong tin dién tir hodic cong thong tin dién tir cua co quan nha
nudc;

- Théng tu s6 01/2023/TT-VPCP ngay 05/4/2023 ciia Van phong Chinh phu quy
dinh mot s nodi 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 trueong dién tur;

- Théng tu s6 281/2016/TT-BTC ngay 14/11/2016 ctia Bo truong Bo Tai chinh quy
dinh mtc thu, ché d thu, ndp, quan ly va st dung phi khai thac, sir dung thong tin trong
co s¢ dir 1i€u hd tich, phi xac nhan co 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
huéng dan vé phi va 1é phi thudc tham quyén quyét dinh cua Hoi dong nhan dan tinh,
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thanh pho truc thude Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cia Bo truéng Bo Tai chinh sira
doi, bo sung mot so dieu cia Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ciia Bo Tai
chinh huéng dan vé phi va 1é phi thudc tham quyén quyét dinh cua Hoi dong nhan dan
tinh, thanh phé trie thude 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 16 phi trén dia ban Thanh phé H6 Chi Minh;

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

- Nghi quyét s 07/2024/NQ-HPND ngay 19/5/2024 cua Hoi dong nhan dan
Thanh phé quy dinh mtrc thu 1€ phi trong thue 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 cta Bo trudong Bo Tu phap vé viée
cong b6 thu tuc hanh chinh duoc stra doi, bo sung trong linh virc ho tich thuc hién tai co
quan dang ky ho tich thudc pham vi chirc nang quan ly cua Bo Tu phap./.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY LAI KET HON

Ho, chir dém, tén n@udi YU CAUL ...

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

P& nghi co quan diing ky lai két hon theo ndi dung duwéi day:
Ho, chit d€m, t€n CUA VO ...
Ngay, thang, NAM STNN: ..

Dantoc: o Quéc tieh: @

Ho, chir dém, tén ctia chON@: ...

Ngay, thang, n&m SINN: .

D dang Ky Kt hon tai: @ e
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Theo Gidy chimg nhan kéthon s6: ... Quyénsd: ™ . ...
T61 cam doan nhitng nd1 dung khai trén day 1a dGng su that va chiu trach nhiém trudce phap

luat vé cam doan ctua minh.

Lamtgi: ...............,¢‘g4ay . thang ........ nam ...
Ngudi yéu ciu
(Ky, ghi 10 ho, chii dém, tén)

D& nghi cip ban sao™: Co D, Khéng D

Chii thich:

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

@) Chi ghi trong trieomg hop nguedi ¢é yéu cau ding ky ho tich chira cé/khong cung cdp
s6 dinh danh cd nhdn/cdn cuée cong dan/thé cin cuéc/chitng minh nhdn ddn.

Trirong hop phdi cung cdp thong tin “Noi cu trit” thi ghi theo noi ding ky thuong tri;
néu khong cé noi ddng ky thwong trii thi ghi theo noi ddng ky tam trii; trieong hop khong cé
noi dang ky thwwong trii va noi dang ky tam trii thi ghi theo noi ¢ hién tai.

®) Ghi 56 dinh danh cd nhdn/cdn cwée cong ddan/thé cin cwée (vi du: Cdn cude cong
ddn s6 025188001010 do Cuc Canh sét QLHC vé TTXH cdp ngéy 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 15 tén co quan da dang ky két hon trude day.

®) Chi khai trong truong hop biét 18.

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 16

Pang ky lai khai tw

(Ban hanh kém theo Quyét dinh s6 5270/0P-UBND ngay 18 thang 11 ndm 2024

ctia Chii tich Uy ban nhdn ddn Thanh phé)

. THANH PHAN HO SO

STT Tén ho so 50 Truec tiép Tryc tuyén
lugng | ~ "~
- T khai dang ky lai khai tir theo mau
(néu ngudi co yéu cau lya chon ndp ho
so theo hinh thire trire tiép);
- Biéu mau dién tu twong tac dang ky Nhép thong tin
lai khai tw, trong d6 c6 cam doan cac theo hudng
théng tin cung cap la ding su that, dan trén Céng
khéng con ban chinh Giay chl'rr}g dich vu cong
01 | t4/Trich luc khai tir, dd ndp du cac giay | 01 | Banchinh | "

to hién c¢6 va chiu hoan toan trach
nhiém trudc phap luat vé noi dung cam
doan ciia minh (do nguoi yéu cau cung
cap thong tin theo hudng dan trén Cong
dich vu cong néu ngudi cd yéu cau lua
chon nop hd so theo hinh thuc truc
tuyén).

Nguodi co6 yéu cau dang ky lai khai ttr thue hién viéc nép/xuét trinh (theo hinh thuc
truc tiép) hodc tai 1én (theo hinh thire truc tuyén) cac giay to sau:

A. Gidy to phai ndp

Ban sao Gidy ching tir trude day duoc
cap hop 1€. Néu khong co ban sao Giay

Ban chup tur

01 | chimg tir trude day duoc cap hop 16 thi| 01 Ban sao | ban chinh/ban
ndp ban sao hd so, gidy to lién quan co chinh dién tu
ndi dung chimg minh sy kién chét.

Vin ban ty quyén theo quy dinh cia Ban
phap luat trong truong hop uy quyén chinh/ban | Ban chup tur

02 |thwc hién viéc dang ky lai khai| Ol sao ¢o | ban chinh/ban
ttr. Treong hop nguoi duge uy quyén chimg | chinh dién tur
la 6ng, ba, cha, me, con, vo, chong, thuc/ban
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anh, chi, em rudt cua ngudi Uy quyén chup ¢o
thi van ban tuy quyén khong phai ching xac nhan
thuec. ddi chiéu
ban chinh
cua cong
chirc tiép
nhéan hd
SO
B. Giay to phai xuit trinh
H6 chiéu hoac Chung minh nhan dan
hoac Thé can cudc cong dan hodc cac
gidy to khac ¢ dan anh va thong tin ca
nhan 'dro co quan 6 Eham, quyen cap, Ban chup tir
con gia tr1 sir dung dé chung minh vé ] :
01 |nhan than cia ngudi ¢6 yéu cau dang| 01 | Ban chinh ban chinh
ky lai khai tr. Truong hop cac théng
tin c4 nhan trong cac gidy to nay di cé
trong CSDLQGVDC, CSDLHTDT,
duoc hé thong dién tw dong thi khong
phai tai 1én (theo hinh thire truc tuyén).
Truong hop gii hd so qua hé thong
0 buu chinh thi phai gin kém theo ban 01 Ban sa0

sao co ching thuce cac giday to phai xuat
trinh néu trén.

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

Thoi gian xwr

Noi tiép nhén va tra két qua Iy L¢ phi
Ngudi ¢6 yéu cau dang ky lai khai tir trec 05 ngay lam il5 000 dong/truong
tiép thuc hién hoic uy quyén cho nguoi viée, truong op.

khac thuc hién ndp ho so truc tiép tai Bo
phan Tiép nhan va Tra két qua cua UBND
cap xa (hodc gui hod so qua hé thong buu

hop can xac
minh thi thoi

- Thu phi bang 0 dong
treong hop ndp ho so
truc tuyen.

han giai N .
chmh) hodc nép hd so truc tuyen trén quyét khong | - Mién 1¢ phi d6i voi
Cong dich vu cong qubc gia quéa 10 ngay | tré em, nguoi thude

(https://dichvucong.gov.vn) hoac He thong
thong tin giai quyét thu tuc hanh chinh

lam viéc

hd ngheo, nguodi cao
tuoi, nguoi khuyét tat,
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Thanh

phd

Ho6

Chi

Minh
(https://dichvucong.hochiminhcity.gov.vn).

nguol thudc gia dinh
cO cong vo1 cach
mang.

- Phi cdp ban sao
Trich luc khai ttr (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 tur s0
281/2016/TT-BTC
ngay 14/11/2016 cua
Bo Tai chinh)

III. TRINH TU XU LY CONG VIEC

Buoc | oI Ho
A dung Trach Thoi < SR ane
cong A o n . so/Biéu Dién giai
o n cong nhiém gian x
viéc " mau
: viéc
A A Glb’ \ A A
Nop hdé | Co quan, . Theo Muc | Thanh phan ho so theo
Ao, hanh
SO to chuc , I Muc |
chinh
Tiép nhén true tiép:
- Truong hop hé so day du:
Lap Giay tiép nhén ho so
va hen tra ket qua; trao cho
ngudi nop hé so theo BM
01; thuc hién ti€p budc B2.
Bl | Kiém | Bophan |1/2 - Trudng hep ho so chua
X L A . BM 01 day du, chua chinh xac:
tra, tiép | Tiep nhan | ngay BM 02 | Huone din b o
nhanhd | va Trakét |lam Uong dan bo suhg, hoan
) A BM 03 |thién ho so dén nguoi ndp
SO qua viéc A R
h6é so va ghi 16 ly do theo
BM 02.
- Truong hop tur chéi, tiép
nha:m hﬁ so: Lap Phié}l tl‘;
choi tiép nhan giai quyét ho
so theo BM 03.
Tiép nhin qua Dich vu
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. Noi A
Buée | qung | Trach Thoi Ho .
cong A ‘n . so/Biéu Dién giai
. n cong nhiém gian x
viéc vide mau

Buu chinh vién thong:

- Truong hop ho so day du:
Lap Giay tiép nhan ho so
va hen tra két qua; trao cho
ngudi nop hd so theo BM
01; thuc hién tiép budc B2.
- Trudong hop hd so chua
day du, chwa chinh xac:
Hudng dan bo sung, hoan
thién hé so dén nguol ndp
hd so va ghi 18 1y do theo
BM 02. Thot gian xac dinh
to chirc, ca nhan da nop ho
so hop phap, hop 1€ 1a tai
thoi diém to chie, ca nhan
bo sung day du ho so theo
yéu cau tai BM 02.

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

Tiép nhén trwe tuyén:

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

- Sau khi kiém tra, néu bao
dam cac diéu kién dé tiép
nhan, Céng chirc Mot cua
tiép nhan, cap ma hod so va
xtr Iy ho so theo quy trinh
(BM 01), thong bao dén tai
khoan cia to chirc, ca nhan.
- Truong hop hd so chua
day du, dung quy dinh thi
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Buéc
cong
viéc

Noi
dung
cong
viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

théng bao cho to chuc, ca
nhan qua tai khoan cia to
chirc, ca nhan qua Hé thong
thong tin giai quyét thu tuc
hanh chinh Thanh phé va
hudéng dan day du, cu thé
dé to chirc, ca nhan bo sung
hd so theo yéu cau (BM
02).

=> Thoi gian tiép nhan
chinh thic hodc yéu cau
chinh stra, bo sung khong
mudn hon 08 gid lam viéc
ké tir khi hé thong tiép
nhan, trir thr 7, chu nhat.

- Truomg hop tir chdi nhan
hd so: théng bao cho to
chtrc, ca nhan thong qua tai
khoan cua to chtrc, ca nhan
qua Heé théng thong tin giai
quyét thi tuc hanh chinh
Thanh phd, néu 15 1y do tur
choi giai quyét ho so thu
tuc hanh chinh (BM 03).
Quét (scan) tai li€u, luu trir
ho so dién tir trong trudng
hop hd so ndp truc tiép
hoac qua duong buu dién.
Tiép nhan hod so va chuyén
cong chire thu 1y hd so cua
UBND phuong, xa, thi
tran.

B2

Tham
dinh ho
so, dé
xuat két
qua giai
quyét

Coéng chirc
tu phap - ho
tich

03 ngay
lam
viéc

(trodng

hop can
xac

Theo Muc
I

BM 01

Du thao
két qua:

Cong chire tur phap - ho tich
tham tra hd so (tham tra tinh
théng nhat, hop 1& cua cac
thong tin trong hd so, gidy
to, tai liéu do nguoi yéu cau
nop, xuat trinh hoac dinh
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" Noi A
Buoc! qung | Trach | Thoi Ho P
cong ,\ " . so/Biéu Dién giai
. n cong nhiém gian X
viéc " mau
: viéc
TTHC minh thi | Trichluc |kém) d& xuat hudng giai
thoihan | khaito | quyét:
gial + Truong hop ho so day di,
quyct hop 1€, ding quy dinh: cong
khQHg chirc tur phap - ho tich thye
qua 08 hién viéc ghi vao SO ding
ngay ky khai ttr, cap nhat thong
lgArn tin dang ky lai khai tir va luu
viéce) chinh thirc trén Phan mém
dang ky, quan ly ho tich
dién tir dung chung; in Trich
luc khai tu, trinh Lanh dao
UBND cap xa xem xét, ky
duyeét.
+ Truong hop ho so khong
dam bao theo quy dinh: Dy
thao van ban tir ch6i hodc
b6 sung ho so.
Ky LS%hN%O 01 ngay TheoIMuc Lanh dao UBND xem xét
B3 Y O 1am ‘ hd so, phé duyét két qua
duyét | phuong, x4, viee Ho so
thi tran ' trinh
Van thu 1/2 A . | Cho s6, vao sb, déng dau,
Ban . Ho so da . 1 2
. UBND ngay ~ | ban hanh van ban, chuyén
B4 hanh . N N duogc phé |, % N "
vin ban phu’qng? xa, la}m duyét ho so cho Bo phan Tiép
thi tran viéc ' nhan va Tra két qua
Tra . .
Két qua - Thuc hiér} sO hoa két qu;i
lua hd o N va ky s6 két qua giai quyét
so, | pophan 1 Theo | Luuhdso |y tyo hanh chinh da duoe
BS théng tlep Elan va (I}llay theovmuc s hoa theo quy dinh.
ké va tra ket qua o - Tra két qua cho cong dan.
theo - Thong ké, theo dai.

doi.
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IV. BIEU MAU

Cac bi€u mau str dung tai cac budc cong viée:

STT | M3 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 bo sung, hoan thién hd 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 lai khai tir

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 bo sung, hoan thién hd 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 lai khai tur

5 BM 05 | Trich luc khai tir (ban chup)

6 // Giéy to chirng minh sy kién chét

7 // 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
mdt 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 sé
dir liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu sira d6i, bd sung
mot sd diéu cta cac nghi dinh lién quan dén viéc ndp, xuét trinh s6 hd khau, s6 tam tra
giéy khi thyc hién tha tuc hanh chinh, cung cép dich vu céng;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cia 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 B 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 so dit liéu ho tich dién tu, dang ky ho tich truc

tuyen,;

- Théng tu s6 03/2023/TT-BTP ngay 02/8/2023 ciia Bo truong Bo Tu phap stra doi,
b6 sung mot s6 ndi dung cua Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 cua Bo
treéng 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 ctiia Chinh phu quy dinh vé Co s6 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,
bd sung mot sé diéu ciia 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
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 ctua Luét Ho tich va Nghi dinh s6 123/2015/ND-
CP ngay 15/11/2015 ciia Chinh phu quy dinh chi tiét mot sé diéu va bién phap thi hanh
Luéat 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
nudc;

- Théng tu s6 01/2023/TT-VPCP ngay 05/4/2023 ciia Van 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 thuc hién thu tuc hanh chinh trén méi trueong dién tur;

- Théng tu s6 281/2016/TT-BTC ngay 14/11/2016 ctia Bo truong Bo Tai chinh quy
dinh mtc thu, ché d thu, ndp, quan 1y va str dung phi khai thac, sir dung thong tin trong
co s¢ dir 1i€u hd tich, phi xac nhan co 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
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 truéng Bo Tai chinh sira
d6i, bo sung mot so dieu cia Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ciia Bo Tai
chinh huéng dan vé phi va 1é phi thudc tham quyén quyét dinh ciua Hoi dong nhan dan
tinh, thanh phé trie thude 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 dia 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 dia ban Thanh phé H6 Chi Minh;

- Nghi quyét s 07/2024/NQ-HPND ngay 19/5/2024 cua Hoi dong nhan dan
Thanh phé quy dinh mtrc thu 1€ phi trong thue 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 cta Bo trudong Bo Tu phap vé viée
cong b6 thu tuc hanh chinh duoc stra doi, bo sung trong linh virc ho tich thuc hién tai co
quan dang ky ho tich thudc pham vi chirc nang quan ly cua Bo Tu phap./.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phuc

TO KHAI PANG KY LAI KHAI TU

Ho, chir dém, tén n@udi YU CAU: ...

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

Quan hé vEi NEUOT A8 ChEL: ..o
P& nghi co quan ding ky lai khai tir cho ngudi ¢6 tén duwéi day:

Ho, chil d@m, teN: ...
Ngay, thang, NAM STNN: ..
Gigitinh: @ .. Dantoc: @ Quéc tich:®

NOi U 10 CUOT CUNG: @ e

Neuyen mhan chét: @ e e et e

Pa dang ky khai tirtai: @ ... .................ngiy. .. thang ... ... nim ...
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Gidy chung tir/Trich luc khai tir s6: ¢ Lquyén sd: @
T61 cam doan nhitng nd1 dung khai trén day l1a ding sy that va chiu trach nhiém trudc phap

luat vé cam doan cua minh.

Lamtqi: ..., ngay ... thang ....... nam ...

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

Dé nghi cap ban sao”: Co6 D, Khéng |:|

Chii thich:

() Ghi 13 tén co quan dang ky lai khai tir.

@) Chi ghi trong trieomg hop nguedi ¢6 yéu cau dang ky ho tich chira ¢é/khong cung cdp
s6 dinh danh cd nhdn/cdn cieée cong dan/thé cdn ciede/chitng minh nhdn ddn; khong cung
cdp ddy dii thong tin ngay, thang, ndm sinh.

Trirong hop phdi cung cdp thong tin “Noi cu trit” thi ghi theo noi ding ky thuong tri;
néu khong cé noi ddng ky thwong trii thi ghi theo noi ddng ky tam trii; trieong hop khong cé
noi dang ky thwwong trii va noi dang ky tam trii thi ghi theo noi ¢ hién tai.

®) Ghi s6 dinh danh cd nhdn/cdn ciede cong ddan/thé can cude (vi du: Cdn cude cong
ddn s6 025188001010 do Cuc Canh sét QLHC vé TTXH cdp ngey 20/11/2021). Truong 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,...).

“) Truong hop chua xac dinh duogc thi dé tréng.

©) Ghi 13 tén co quan di dang ky khai tir trude day.

©) Chi khai trong truong hop biét 15.

7 A - r A \ A A r A A A o \ s~ A
D Pé nghi danh ddu X vao 6 néu ¢ yéu ciu cap ban sao va ghi 16 sd luong.
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QUY TRINH PA PUQC TAI CAU TRUC
QUY TRINH 17

Xac nhan thong tin hg tich

(Ban hanh kém theo Quyét dinh s6 5270/0P-UBND ngay 18 thang 11 ndm 2024
ctia Chii tich Uy ban nhdn ddn Thanh phé)

I. THANH PHAN HO SO

cép van ban xac nhan thong tin ho tich
(do nguoi yéu cau cung cap thong tin
theo hudng dan trén Cong dich vu cong,
néu ngudi cd yéu cau liwa chon nop hod
so theo hinh thure truc tuyén).

STT Tén ho so 50 Truec tiép Tryc tuyén
lugng | ~ "~
- To khai dé nghi xac nhén thong tin Nhéap théng
ho tich theo mau (néu nguoi ¢6 yéu cau tir~1 theo hudng
lra chon ndp ho so theo hinh thire truc dan trén Cong
tiép); dich vu cong
01 |- Biéu mau dién tir twong tac yéu cau 01 | Ban chinh

Ngudi ¢6 yéu cau dang ky xac nhan thong tin ho tich thye hién viée ndp/xuat trinh
(theo hinh thurc truc ti€p) hodc tai 1én (theo hinh thurc truc tuyén) cac gidy to sau:

A. Gidy to phai ndp

Giay to, tai liéu c6 lién quan dén nodi

Ban chup tur

nhan ho

01 |dung dé nghi xac nhan thong tin ho tich 01 Ban chinh | ban chinh/ban
chinh dién to
Ban Ban chup tur
Van ban uy quyén (duoc ching thuc) chinh/b an bf} (ﬁlgﬁ}/ b?fl
theo quy dinh cia phap luat trong S?lo, co chinh dien tu
truong hop uy quyén thuc hién viéc ﬂf u;rég
xin cap xac nhan théng tin hd tich. IIII ¢ a,n
02 | Truong hop nguoi duoc uy quyén la| Ol ¢ uphCP
ong, ba, cha, me, con, vo, chong, anh, )d(fw nh‘a.}n
chi, em rudt cia nguoi uy quyén thi ot cateu
S A A T ban chinh
van ban uy quyén khong phai chung R
thue. cua cong
' chire tiep
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SO

B. Giay to phai xuit trinh

01

H6 chiéu hoic chimg minh nhan dan
hoac thé can cudc cong dan hodc cac
gidy to khac ¢ dan anh va thong tin ca
nhan do co quan c6 tham quyén cap,
con gia tri st dung dé chung minh vé
nhan than cua nguodi c¢d yéu cau cap
xac nhan théng tin ho tich. Truong hop
cac thong tin c4 nhan trong cac giay to
nay da cé trong Co so dir liéu quoc gia
vé dan cu (CSDLQGVDC), Co s¢ dit
liédu ho tich dién to¢ (CSDLHTDT),
duoc hé thong dién ty dong thi khong
phai tai 1én (theo hinh thire truc tuyén).

01 | Ban chinh | Ban chup tu
ban chinh

02

Gidy to ¢o gia tri chimg minh thong
tin vé cu tra trong truong hop co quan
quan ly Co s& dir 1iéu hé tich dién ti
khong thé khai thac duoc thong tin vé
noi cu tru 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.
Trudong hop cac thong tin vé gidy to
chung minh noi cu tra da dwoc khai
thac tir Co s& dit liéu quoc gia vé dan
cu bang cac phuong thic nay thi
ngudi c6 yéu cau khong phai xuat
trinh (theo hinh thirc truc tiép) hoac
tai 1én (theo hinh thuc truc tuyén).

Ban chup/ban
sao dién tu

03

Truong hop giri hd so qua hé thong
buu chinh thi phai giri kem theo ban
sao c¢6 ching thuc cac gidy to phai
xuat trinh néu trén.

Ban
chinh/ban
01 sao ¢o
chimg
thuc
01 Ban sao

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

Noi tiép nhin va tra két qua

Thoi gian xir

Iy L¢ phi

Nguodi ¢6 yéu cau xac nhan théng tin ho

03 ngay. | 8.000 dong/van ban
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tich truc tiép thwe hién hodc uy quyén cho
nguol khac thwe hién ndp ho so truc tiép
tai B6 phan tiép nhan va Tra két qua cua
UBND cép xi quan ly Co so dit liéu ho
tich dién tr (hodc giri hd so qua hé thong
buu chinh); hodc nop ho so truee tuyén trén
Céng dich wvu cong quéc gia
(https://dichvucong.gov.vn) hodc Hé thong
thong tin giai quyét thu tuc hanh chinh
Thanh  phé  HO Chi  Minh
(https://dichvucong.hochiminhcity.gov.vn).

Truong
phai kiém tra,
xac minh thi
thoi han ¢o thé
kéo dai nhung
khong qua 10
ngay lam viéc

xac nhan v€ mot
viéc ho tich cua ca
nhan da dang ky

hop

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,
td chire

G100
hanh
chinh

Theo
Muc I

Thanh phﬁn ho so theo Muc 1.

Kiém tra,
ti€p nhan
ho so

B0 phan
Tiép nhan
va Tra két

qua

1/2
ngay
lam
viéc

BM 01
BM 02
BM 03

Tiép nhén trwe tiép:

- Truong hop hd so ddy du:
Lap Gidy tiép nhan hd 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
dia, chua chinh xac: Hudng
dan bb sung, hoan thién ho so
dén nguoi ndp ho so va ghi 1o
ly do theo BM 02.

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

Tiép nhan qua Dich vu Buu
chinh vién théng:

- Truong hop hd so ddy du:
Lap Gidy tiép nhan hd so va
hen tra két qua; trao cho nguoi
nop hd so theo BM 01; thuc
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Buéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

hién tiép budc B2.

- Truong hop ho so chua day
dia, chua chinh xac: Hudng
dan bb sung, hoan thién ho so
dén nguoi ndp ho so va ghi 1o
ly do theo BM 02. Thot gian
xac dinh t6 chtrc, ca nhan da
ndp hd 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 choi tiép
nhan hd so: Lap Phiéu tir chdi
tiép nhan giai quyét ho so theo
BM 03. Théng tin cho to
chirc, ca nhan vé viéc tir chdi
hd so.

Tiép nhén trwc tuyén:

- Kiém tra tinh chinh xac, day
du, hop 1é cta ho 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, Coéng chirc Mot ctra tiép
nhan, cap ma ho so va xu ly
hd so theo quy trinh (BM 01),
thong bao dén tai khoan cua to
churc, ca nhan.

- Truwong hop ho so chua day
dia, dang quy dinh thi thong
bao cho to chirc, ca nhan qua
tai khoan cua td chirc, ca nhan
qua Hé thong thong tin giai
quyét thu tuc hanh chinh
Thanh phé va huéng dan day
du, cu thé dé t6 chirc, ca nhan
bo sung hd so theo yéu cau
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Buoc | Noidung | Trach | Thei | MO P
cong | .. o n . so/Biéu Dién giai
o n cong viec nhiém gian x
viéc mau
(BM 02).
=> Thoi gian tiép nhan chinh
thirc hoac yéu ciu chinh stra,
bo sung khéng mudn hon 08
gid lam viéc ké tr khi hé
thong tiép nhan, trir tha 7, chu
nhat.
- Trudong hop tir chdi nhan ho
so: thong bao cho to chire, ca
nhan thong qua tai khoan cua
td chirc, ca nhan qua Hé thong
théng tin giai quyét thu tuc
hanh chinh Thanh pho, néu 15
1y do tir chdi giai quyét hd so
thu tuc hanh chinh (BM 03).
Quét (scan) tai liéu, luu trit hd
so dién tu trong truong hop
ho so nop truc tiép hoac qua
duong buu dién.
Tiép nhan hd so va chuyén
cong chirc thu ly ho so cua
UBND phuong, x4, thi tran.
. Céng chuc tu phap - ho tich
01 ngay thim tra hd so (thdm tra tinh
lgern Theo |théng nhat, hop 16 cia céc
viee Muc I |théng tin trong ho so, gidy to,
Tham (tr}tlroiglg BM 01 téliAliéu‘ do nglvr(‘)’i yéu cé}u nép;
g b phai x| Du |l inh hoto dinh ) d
sb, dé Coéng chtrc | minh thi thao két | Xuat hl‘mng slat quyet: , .
B2 xuatkét | tuphap- | thoi han q‘{é: +A Tru’O’r}g hop can xac mm!l,
qué gii ho tich giai Van cong chqu’c' tu phap - hQAt1ch~ba9
quyé ¢ quyét ban xac | cao C%lu t1§:h UBND cap XaA co
TTHC khéng nhan | van ban dé nghi co quan cong
qué 08 thong |an, cac co quan khac co l}én
ngay tin ho quan Xac mmh theo quy d}nh
13m tich |tal Khoan 3 Biéu 13 Nghi dinh
viée) s0 87/2020/ND-CP.

+ Truong hop hd so day du,
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Bude | \sidung | Trach | Thei | HO .
cong | .. o n . so/Biéu Dién giai
o n cong viec nhiém gian x
viéc mau
hop 1€, ding quy dinh, thong
tin trong Co s& dir 1iéu ho tich
dién tr va théng tin dé nghi
xac nhan la ding: cong chirc
tu phap - ho tich in Xac nhan
thong tin hd tich, trinh Lanh
dao UBND cap xa xem x&t,
ky duyét.
+ Truong hop ho so khong
dam bao theo quy dinh: Dy
thao van ban tir ch6i hodc bo
sung ho so.
LS%hN%O 01 ngay l;r/llllliol Lanh dao UBND xem xét hd
B3 | Ky duyét . lam N so, phé duyét két qua
phu’O’ng,, viee H6 so
x4, thi tran ' trinh
Van thu 1/2 Ho so | Cho s, vao so, dénquéu,‘ban
B4 Ban hanh | UBND ngdy | ddduwoc | hanh van ban, chuyén hé so
van ban phuong, lam phé | cho BG phéan Ti€p nhan va Tra
x4, thi tran viéc duyét | két qua.
Tra - Thyc hién s6 hoa két qua va
két qua, B6 phan 5 | Ky sO két qua giai quyet thu
lru hqé so. | Tiép nhan Thfo Luuhd | ¢ hanh chinh da duoc s6 hoa
B5 X S =S Giay | sotheo |4, dinh
thong ké | va Tra ket €0 quy dinn.
: . hen muc V 1A \ R R
va theo qua - Tra két qua cho cong dan.
doi. - Théng ké, theo dai.
IV. BIEU MAU

Cac bi€u mau str dung tai cac budc cong viée:

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 bo sung, hoan thién ho so (néu co)
3 BM 03 | Mau Phiéu tir chdi tiép nhén giai quyét ho so (néu co)
4 BM 04 | To khai dé nghi xac nhan théng tin h tich
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V.HO SO CAN LUU
STT | Ma hiéu Tén biéu miu

BM 01 | Mau Gidy tiép nhan hd so va hen tra két qua

BM 02 | Mau Phiéu yéu cau bo sung, hoan thién hd so (néu co)

BM 03 | Mau Phiéu tir chdi tiép nhan giai quyét hd so (néu co)
BM 04 | T¢& khai dé nghi xac nhan théng tin ho tich
BM 05 | Xac nhan théng tin h tich (ban chup)

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

N[ B ]JW|IN| =

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
mdt 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 sé
dir liéu 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 thye hién thu tuc hanh chinh, cung cép dich vu cong;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cia 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 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 cua Chinh phu quy dinh vé Co so dir liéu ho tich dién ti, dang ky ho tich
truc tuyén;

- Thong tu s6 03/2023/TT-BTP ngay 02/8/2023 cua Bo truong Bo Tu phap sira
d6i, bo sung mot s6 nodi 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 cua Chinh phu quy dinh vé Co so dir liéu ho tich
dién tir, dang ky ho tich truc tuyén;

- Théong tu s 09/2022/TT-BTP ngay 30/12/2022 cia Bo truong Bo Tu phap bai
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b6 mot sd néi dung tai cac Théng tu trong linh vuce tro gitp phap ly, hé tich do Bo
tredng B6 Tu phap ban hanh;

- 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
nudc;

- Théng tu s6 01/2023/TT-VPCP ngay 05/4/2023 ciia Van 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 thuc hién thu tuc hanh chinh trén méi trueong dién tur;

- Théng tu s6 281/2016/TT-BTC ngay 14/11/2016 ctua Bo trudong Bo Tai chinh quy
dinh mtc thu, ché d thu, ndp, quan ly va str dung phi khai thac, sir dung thong tin trong
co s¢ dir 1i€u hd tich, phi xac nhan co quéc tich Viét Nam, phi xac nhan la 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 thude Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cia Bo truong Bo Tai chinh
stra doi, bo sung mot s6 diéu cia Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua
B6 Tai chinh hudng dan vé phi va 1¢ phi thudc tham quyén quyét dinh cia Hoi dong
nhan dan tinh, thanh pho tryc thudc Trung wong;

- Nghi quyét s6 124/2016/NQ-HDND ngay 09/12/2016 cua Hoi dong nhan dan
thanh phé vé cac loai phi va 18 phi trén dia ban Thanh phé Hd 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 dinh s6 61/2018/ND-CP ngay 23 thang 4 nam 2018 cua Chinh phu vé
thuc hién co ché mot ctra, mot cira lién thong trong giai quyét tha tuc hanh chinh.

- Nghi dinh s6 107/2021/ND-CP ngay 06 thang 12 nam 2021 cuia Chinh phu stra
do6i, bo sung mot sd diéu cua Nghi dinh s6 61/2018/ND-CP ngay 23 thang 4 nam
2018 cua Chinh phit vé thyc hién co ché mot cira, mot cira lién thong trong giai quyét

thu tuc hanh chinh.
- Thong tu s6 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 ciia Vin phong
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Chinh phii huéng dan thi hanh mot s6 quy dinh cia Nghi dinh s6 61/2018/ND-CP
ngay 23 thang 4 nam 2018 cua Chinh phu vé thue hién co ché mot ctra, mot cua lién
thong trong giai quyét thu tuc hanh chinh.

Quyét dinh s6 2466/QD-BTP ngay 20 thang 10 nam 2023 cua Bo truong B Tu
phap vé viéc cong bd thu tuc hanh chinh duge stra d6i, bd sung trong linh vire ho tich
thure hién tai co quan dang ky ho tich thude pham vi chirc nang quan ly ciia B6 Tu phap.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phiic

TO KHAI PE NGHI XAC NHAN THONG TIN HO TICH

KANh G2 e

Ho, chir dém, tén ngudi yéu cau/Tén co quan, to chires ...,

Noi cu trii ciia ca nhan (trieong hop chiea c6 s6 dinh danh cd nhdn)/Pia chi co quan, to

chuec:

Pé nghi co quan cip Xdc nhan thdng tin hd tich cho ngudi ¢é tén dudi day:

Ho, chilt d@m, t€N: ...
Ngay, thang, NAM SINN: .........ccoooiiiii e e
Gioitinh:................ DAN t0C et Quéc tich: ...
SO dinh danh €4 NRAN: ..........cooooiviiiieeie e

GHAY 10 TV ThAND: ..ot
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T6i cam doan cac thong tin cung cap 14 ding su that va chiu hoan toan trach nhiém trudc

phap luat vé ndi1 dung cam doan ctia minh.

Lamtqi: ........cocoooeviviiieieiiee, , ngay ... thang ........ nam ............

Ngudi yéu cau®
(Ky, ghi vd ho, chir dém, tén)
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Chii thich:

() Ghi 15 tén co quan dé nghi cap Xac nhan thong tin h tich.

) Ghi s6 dinh danh c4 nhan hoac thong tin vé loai gidy to tuy than sit dung
(CCCD/CMND/H$ chiéu/Gidy to hop 18 thay thé); ghi 15 s, ngay, thang, nim cip, co quan
cap; ban chup dinh kém (V7 du: Can cude cong dan s6 001089123500 do Cong an thanh phd
Ha Noi cdp ngay 20/10/2021). Trudng hop co quan, to chirc dé nghi ghi tén, gidy to cua
nguoi dai dién theo phap luit;

® Truong hop dé nghi cAp xac nhan thong tin ho tich ciia minh thi ghi Ban than; truong hop
dé nghi cap xac nhan thong tin ho tich cua ngudi khac thi ghi 18 mdi quan hé véi nguoi
duoc cr?ip xac nhan. Vi du: Vo/ch?)ng/con/thuc hién theo uy quyén;

@ Muc nay danh cho co quan, t0 chirc dé nghi xac nhan thong tin hd tich;

®) Néu 15, day du nodi dung, thoi diém dang ky ban dau; ndi dung, can ctr va thoi gian thuc
hién cac viéc thay ddi, diéu chinh thong tin ho tich tinh dén thoi diém cap vin ban xac nhan.
Vi du: Xac nhan thong tin vé viéc két hon ma co quan dang ky hd tich c6 tham quyén da cho
phép thuc hién viéc thay d6i ho, chit dém, tén, cai chinh nim sinh cia nguoi vg hodc nguoi
chéng hoac hai vo chéng da ly hon.

© Trudong hop chu thé yéu cau xac nhan thong tin ho tich 14 co quan, t6 chic thi ky, déng
dau cuia co quan, to chirc theo quy dinh.

™ Ghi 15 s6 luong d& nghi cép.

® Ghi 15 phuong thirc nhan két qua: truc tiép/truc tuyén/buu chinh. Néu nhan két qua qua
duong buu chinh thi phai cung cap dia chi noi nhan va ndp phi dich vu buu chinh.
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QUY TRINH PA PUQC TAI CAU TRUC
QUY TRINH 18

Céap ban sao trich luc hd tich

(Ban hanh kém theo Quyét dinh s6 5270/0P-UBND ngay 18 thang 11 ndm 2024
ctia Chii tich Uy ban nhdn ddn Thanh phé)

. THANH PHAN HO SO

STT Tén ho so 50 Truwec tiép Tryc tuyén
lwgng :
T& khai dé nghi cap ban sao trich luc ho
tich theo méu trong truong hop nguoi
yéu cau 1a c4 nhan hodc Vian ban yéu cau
cap ban sao trich luc ho tich néu 15 1y do
trong truong hop nguoi yéu cau la co Nhap thong
quan, t6 chtrc (néu ngudi c6 yéu cau lua tin theo
01 | chon nop ho so theo hinh thirc truc tlep), 01 Ban chinh | hudng dan

hodc biéu mau dién tir twrong tac cép ban
sao trich luc ho tich (do nguotl yéu cau
cung cap thong tin theo hudéng dan trén
Cong dich vu cong, néu nguodi c¢d yéu
cau lua chon nop hd so theo hinh thirc
tryc tuyén).

trén Cong
dich vu cong

Ngudi ¢6 yéu cau dang ky xac nhén thong tin h tich thue hién viée nop/xuat trinh
(theo hinh thire trie tiép) hodc tai 1én (theo hinh thue truc tuyén) cac gidy to sau:

A. Gidy to phai ndp

01

Vin ban uy quyén theo quy dinh cua
phap ludt trong truong hop uy quyén
thuc hién yéu cau cap ban sao trich ho
tich.

Truong hop nguoi duoc uy quyén la
ong, ba, cha, me, con, vg, chong, anh
chi, em rudt ciia ngudi uy quyén thi van
ban uy quyén khong phai cong chimg,
ching thyce, nhung phai c6 gidy to chimg
minh méi quan hé véi ngudi Gy quyén.

01

Ban
chinh/ban
sao co
chimg
thuc/ban
chup c¢o6
xac nhan
dbi chiéu
ban chinh
cua cong
chirc tiép
nhan hd
SO

Ban chup tu
ban
chinh/ban
sao dién tu
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B. Giay to phai xuit trinh

01

H6 chiéu hoic Chung minh nhan dan
hoac Thé can cudc cong dan hodc cac
gidy to khac ¢6 dan anh va thong tin ca
nhan do co quan c6 tham quyén cap, con
gia tri sir dung dé chimg minh v€ nhan
than ciia ngudi ¢d yéu cau cap ban sao
trich luc hé tich. Truong hop cac théng
tin ca nhan trong cac gidy to nay da co
trong CSDLQGVDC, CSDLHTDT,
duoc hé théng dién ty dong thi khong
phai xuat trinh (theo hinh thtrc truc tiép)
hodc tai 1én (theo hinh thirc tryc tuyén)

01

Ban chup tur

Ban chinh ban chinh

02

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

01

Ban sao

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

Noi tiép nhin va tra két qua

Thoi gian xwr ly

L& phi

Ngudi ¢ yéu cau cap ban sao trich
luc ho tich truc tiép thwe hién hoac uy
quyén cho nguoi khac thye hién ndp ho so
truc tiép tai BO phan Tiép nhan va Tra két
qua ciia UBND cap xd hoic UBND cap
huyén hodc S& Tu phap (hodc giri hd so
qua hé théng buu chinh); hoic ndp ho so
tryc tuyén trén Cong dich vu cong qudc gia
(https://dichvucong.gov.vn) hodc Hé thong
thong tin giai quyét thi tuc hanh chinh
Thanh phd Ho Chinh
(https://dichvucong.hochiminhcity.gov.vn).

Ngay trong
ngay tiép nhan
hd so, trudong
hop nhan hd so
sau 15 gio ma
khong giai quyét
duoc ngay thi tra
két qua trong
lam wviéc tiép
theo

8.000
dong/ban sao trich
luc/su kién hd tich
da dang ky
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III. TRINH TU XU LY CONG VIEC

Buwéc
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

G1o
hanh
chinh

Theo
Muc I

Thanh phan ho so theo Muyc
I

Kiém tra,
tiép nhan
ho so

Bo phan
Tiép nhan
va Tra két

qua

01 gio
lam
viéc

BM 01
BM 02
BM 03

Tiép nhén trwe tiép:

- Truong hop hd so day du:
Lap Gidy tiép nhan ho so va
hen tra két qua, trao cho
nguolr ndp hd so theo BM
01; thue hién tiép budc B2.

- Truong hop hod so chua day
dia, chwa chinh xac: Huoéng
dan bd sung, hoan thién ho
so dén nguoi nop hd so va
ghi 1o ly do theo BM 02.

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

Tiép nhin qua Dich vu
Buu chinh vién thong:

- Truong hop hd so day du:
Lap Gidy tiép nhan ho so va
hen tra két qua, trao cho
nguolr ndp hd so theo BM
01; thue hién tiép budc B2.

- Truong hop hd so chua
day du, chwa chinh xéc:
Hudng dan bo sung, hoan
thién ho so dén ngudi ndp ho
so va ghi 16 ly do theo BM
02. Thoi gian xac dinh td
chirc, ca nhan da nop ho so
hop phap, hop 1€ 1a tai thoi
diém tO chtc, cd nhan bd
sung day du ho so theo yéu
cau tai BM 02.
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Buwéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

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

Tiép nhén trwc tuyén:

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

- Sau khi kiém tra, néu bao
dam cac diéu kién dé tiép
nhan, Cong chuc MGt ctra
tiép nhan, cap mi ho so va
xtt Iy hd so theo quy trinh
(BM 01), thong bao dén tai
khoan cua td chirc, ca nhan.

- Truong hop hod so chua day
dua, duang quy dinh thi théng
bao cho to chirc, ca nhan qua
tai khoan cua to chic, ca
nhan qua Hé thong thong tin
giai quyét thu tuc hanh chinh
Thanh phé va huéng dan day
du, cu thé dé t6 chic, ca
nhan bo sung ho so theo yéu
cau (BM 02).

=> Thoi gian tiép nhan chinh
thirc hoac yéu cau chinh sira,
bo sung khéng mudn hon 08
gid lam viée ké tir khi hé
thong tiép nhan, trir tha 7,
chu nhat.

- Truong hop tir chdi nhan
hd so: théng bao cho to
chtrc, ca nhan thong qua tai
khoan cua t6 chuc, ca nhan
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Buwéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

qua Hé thong thong tin gidi
quyét tha tuc hanh chinh
Thanh phd, néu 15 ly do tur
chdi giai quyét hd so thu tuc
hanh chinh (BM 03).

Quét (scan) tai liéu, luu trir
hd so dién t trong truong
hop ho so nop truc tiép hoac
qua duong buu dién.

Tiép nhan ho so va chuyén
cong chirc thu 1y hd so
phong chuyén moén giai
quyét TTHC.

B2

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

Céng churc
thu 1y hd
so phong

chuyén

mon giai
quyét
TTHC

04 giv
lam
viéc

Theo
Muc I
BM 01

Du
thao két
qua

Tham tra ho so (tham tra tinh
théng nhat, hop 1 cua céc
thong tin trong ho so, gidy to,
tai liéu do ngudi yéu cau nop,
xuat trinh hodc dinh kém) dé
xuat huéng giai quyét:

+ Truong hop ho so day du,
hop 1¢, ding quy dinh: cong
chirc thu ly ho so thue hién
tra ctru thong tin co s¢ dir
liéu ho tich, tra luc kho s6 bo
hd tich, in ban sao trich luc
ho tich, ky nhay, trinh Lanh
dao phong xem xét, ky
duyét.

- Trudng hop ho so khong
dam bao theo quy dinh: Dy
thao van ban tir chdi hodic bd
sung ho so.

B3

Ky duyét

Lanh dao
Phong
chuyén

mon giai

quyét
TTHC

02 giv
lam
viéc

Theo
Muc I
Hb so
trinh

Xem xét hd so, ky duyét két
qua
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Bude | Noidung | Trach | Thei | HO .
cong | .. oA . so/Biéu Dién giai
o n cong viec nhi¢m gian .
viéc mau
01 wid Hoso | Cho sd, vao so, dong 7 déu‘,
Ban hanh | Van thu ‘g da duoc | ban hanh van ban, chuyén ho
B4 . , lam . P, A s
van ban So A phé | so cho B phan Tiép nhan va
viéc A 1 Ae
duyét | Tra két qua.
Tra - Thue hién s6 hoa két qua
két qua, | Bo phan . | va ky so két qua giai quyét
ps |luu hqg so. | Tiép nhan "(F}hfo Lu’uhho thu tuc hanh chinh d3 duoc
théng ké | va Tra két 1ay | 80 theo | 54 hoa theo quy dinh.
: . hen muc V \ 1A \ R R
va theo qua - Tra két qua cho cong dan.
doi - Théng ké, theo dai.
IV. BIEU MAU

Cac bi€u mau str dung tai cac budc cong viée:

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 bo sung, hoan thién ho so (néu co)
3 BM 03 | Mau Phiéu tir chdi tiép nhén giai quyét ho so (néu co)
4 BM 04 | To khai cép ban sao trich luc ho tich

V.HO SO CAN LUU

STT | Ma hiéu Tén biéu miu
1 BM 01 |Mau Gidy tiép nhan ho so va hen tra két qua
2 BM 02 | Mau Phiéu yéu cau bo sung, hoan thién ho so (néu co)
3 BM 03 | Mau Phiéu tir chdi tiép nhan giai quyét ho so (néu co)
4 BM 04 | To khai cép ban sao trich luc ho tich
5 BM 05 | Ban sao trich luc hé tich (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
mdt 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 sé
dir liéu ho tich dién tir, dang ky ho tich truc tuyén;

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

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cia 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 B 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 so dit liéu ho tich dién tu, dang ky ho tich truc

tuyen,;

- Théng tu s6 03/2023/TT-BTP ngay 02/8/2023 ciia Bo truong Bo Tu phap stra doi,
b6 sung mot s6 ndi dung cua Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 cua Bo
treéng 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 ctiia Chinh phu quy dinh vé Co s6 dit liéu ho tich dién
ttr, dang ky ho tich truc tuyén;

- Thong tu s6 04/2024/TT-BTP ngay 06/6/2024 cua Bo truong Bo Tu phap stra doi,
bd sung mot sé diéu ciia 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
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 ctua Luét Ho tich va Nghi dinh s6 123/2015/ND-
CP ngay 15/11/2015 ciia Chinh phu quy dinh chi tiét mot sé diéu va bién phap thi hanh
Luéat Ho tich;

- Théng tu s6 281/2016/TT-BTC ngay 14/11/2016 ctia Bo truong Bo Tai chinh quy
dinh mtc thu, ché d thu, ndp, quan 1y va st dung phi khai thac, sir dung thong tin trong
co s¢ dir 1i€u hd tich, phi xac nhan co quéc tich Viét Nam, phi xac nhan la nguoi géc
Viét Nam, 1€ phi quéc 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
thu4n tién doi véi trang thong tin dién tir hodic cong thong tin dién tir cua co quan nha
nudc;
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- Théng tu s6 01/2023/TT-VPCP ngay 05/4/2023 ciia Van 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 thuc hién thu tuc hanh chinh trén méi trueong dién tur;

- Quyét dinh s6 1079/QD-BTP ngay 11/6/2024 cta Bo trudong Bo Tu phap vé viée
cong b6 thu tuc hanh chinh duoc stra doi, bo sung trong linh virc ho tich thue hién tai co
quan dang ky ho tich thudc pham vi chirc nang 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
CAP BAN SAO TRICH LUC HO TICH

KANR @UE Y e
Ho, chit dém, tn NEUWOT YU CAU .....ovivieoeeee e
Ngay, thang, NAM SINN: ..ot
INOT CU T @) ettt
GHAY 10 TV ThANT oottt
Quan h¢ voi ngudi duoce cr?ip ban sao Trich Tuc ho tich: ...ooveeeeee e,
Pé nghi co quan cip ban sao trich 1uc® ...l

cho ngudi ¢6 tén dudi day:

Ho, chilt d€m, t€N: ...

Gigitinh: @ ..o Dan toc: @ oo, Quéc tich: @ e,
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S6 lugng ban sao yéu cau Cap:....................... ban"”.
T61 cam doan nhitng nd1 dung khai trén day 1a dGng su that va chiu trach nhiém trudce phap

luat vé cam doan ctua minh.

Lamtqic .........cc.ccoveenen.. , ngay ... thang ..... nam .........

Ngudi yéu ciu
(ky va ghi ro ho, chir dém, tén)

Chu thich:
) Ghi tén co quan dé nghi thuc hién viée cr?ip ban sao Trich luc ho tich.

@) Chi ghi trong trwong hop nguedi ¢é yéu cau dang ky ho tich chira cé/khong cung cdp

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

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

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

®) Ghi 56 dinh danh cd nhdn/cdn cwée cong ddan/thé cin cwée (vi du: Cdn cwde cong
ddn s6 025188001010 do Cuc Canh sét QLHC vé TTXH cdp ngay 20/11/2021). Truong 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 15 loai viéc ho tich da dang ky trudc ddy, nay dé nghi cap ban sao Trich luc hé tich.
®) Ghi 15 tén co quan dé dang ky ho tich trude day.
Vi du: Uy ban nhan dan phuong Dién Bién, quan Ba Pinh, thanh phé Ha Noi.
Uy ban nhéan dan quin Hoan Kiém, thanh ph Ha Noi.
S& Tu phap tinh Hoa Binh.

© Trwong hop nguoi yéu cau khong cung cdp dwoc thong tin tai muc © thi cung cdp

bo sung thong tin khdc dé phuc vu viéc tra ciru.

Vi du: Cung cdp thong tin vé cha, me dé phuc vu viéc cdp ban sao Gidy khai sinh;

cung cdp thong tin vé vg, chong dé phuc vu viéc cdp ban sao Trich luc két hon; ...

D Ghi r5 sb lwong ban sao dé nghi cap.



