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VAN BAN PHAP LUAT KHAC

UY BAN NHAN DAN THANH PHO

UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Poc 1ap - Tu do - Hanh phiic
S6: 5270/QD-UBND Thanh phé Ho Chi Minh, ngéy 18 thang 11 ndm 2024
QUYET PINH

Vé viéc phé duyét quy trinh ndi bd
giai quyét thii tuc hanh chinh linh vwe H9 tich

thudc thAm quyén tiép nhén caa Uy ban nhin din phwong, xa, thi trin

CHU TICH UY BAN NHAN DAN THANH PHO HO CHI MINH

Cdn cur Ludt swa doi, bo sung mot so diéu cua Ludt T6 chiec Chinh phu va Ludt T6

chirc chinh quyén dia phirong ngay 22 théng 11 ndm 2019;

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

Can cit Théng tu s6 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 ciia Bé
trieong, Chii nhiém Vin phong Chinh phii huéng ddn thi hamh mét s6 quy dinh cia
Nghj dinh s6 61/2018/ND-CP ngay 23 thdng 4 ndm 2018 ciia Chinh phii vé thuec hién

co ché mot ciea, mot ciea lién thong trong giai quyét thi tuc hanh chinh;

Cdin cir Nghi dinh s6 45/2020/ND-CP ngay 08 théng 4 ndm 2020 ciia Chinh phii vé
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thuee hién thu tuc hanh chinh trén moi truong dién tu;

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

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

QUYET PINH:

Piéu 1. Phé duyét kém theo Quyét dinh nay 18 quy trinh ndi bo giai quyét thu
tuc hanh chinh d3 duoc tai cau trac theo cac phuong an tai Quyét dinh s6 1802/Qb-
UBND ngay 27 thang 5 ndm 2022 ctia Cha tich Uy ban nhan dan Thanh phé thudc
tham quyén tiép nhan ciia cua Uy ban nhan dan phuong, x4, thi tran.

Danh muc va n6i dung chi tiét clia cac quy trinh ndi bd duoc dang tai trén Céng
théong tin dién to cia Vian phong Uy ban nhan dan Thanh phd tai dia chi
http://vpub.hochiminhcity.gov.vn/portal/KenhTin/Quy-trinh-noi-bo-TTHC.aspx.

Diéu 2. T6 chirc thue hién

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

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

a) Tuan thu theo quy trinh ndi bd d dugc phé duyét khi tiép nhan, giai quyét thi
tuc hanh chinh cho c4 nhan, t6 chirc; khong ty dat thém thu tuc, gidy to ngoai quy
dinh phap luat.

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

Piéu 3. Hiéu lwc thi hanh

Quyét dinh nay c6 hiéu lyc thi hanh ké tir ngay ky. Bai bo Quyét dinh s6
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4263/QD-UBND ngay 23 thang 9 nam 2023 va thi ty 01 tai Quyét dinh s6 4258/QD-
UBND ngay 23 thang 9 nam 2023 cta Chu tich Uy ban nhan dan Thanh phé Hd Chi
Minh vé viéc phé duyét quy trinh noi bo giai quyét thu tuc hanh chinh thudc tham
quyén tiép nhan cua Uy ban nhan dan phuong, x4, thi tran

Piéu 4. Trach nhiém thi hanh

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

dinh nay./.

CHU TICH

Phan Van Mai
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UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Poc 1ap - Tu do - Hanh phiic

DANH MUC QUY TRINH NOI BO GIAI QUYET THU TUC HANH CHINH
THUQC THAM QUYEN TIEP NHAN CUA UBND PHUONG, XA, THI TRAN
(Ban hanh kém theo Quyét dinh s6 5270/0D-UBND ngay 18 thang 11 ndm 2024

ctia Chui tich Uy ban nhdn ddn thanh pho)

STT

TEN QUY TRINH NOI BO

Linh vuec H§ tich

01. | Pang ky khai sinh

02 | Pangky két hon

03 | Pang ky nhan cha, me, con

04 | Pang ky khai sinh két hop dang ky nhan cha, me, con
05 | Pang ky khai tu

06 | Bang ky khai sinh luu dong

07 | Pang ky két hon luu dong

08 | Pang ky khai tir lvu dong

09 | bang ky giam ho

10 | Pang ky cham dut giam ho
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STT

TEN QUY TRIiNH NOI BQ

11

Thay dbi, cai chinh, bd sung thong tin ho tich

12 | Cap gidy x4c nhan tinh trang hon nhan

13 | Bang ky lai khai sinh

14 | Bang ky khai sinh cho ngudi dd c6 ho so, gidy to ca nhan
15 | Pangky lai két ho

16 | Dang ky lai khai tir

17 | Xac nhan théng tin hé tich

18 Cép ban sao trich luc ho tich
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QUY TRINH PA PUQC TAI CAU TRUC
QUY TRINH 01

Pang ky khai sinh

(Ban hanh kém theo Quyét dinh s6 5270/0P-UBND ngay 18 thdngl 1 ndm 2024

ctia Chii tich Uy ban nhdn ddn Thanh phé)

. THANH PHAN HO SO

STT Tén ho so 50 Truwec tiép Tryc tuyén
luwgng '
- T khai dang ky khai sinh theo mau Nhéap théng
(néu nguoi ¢ yéu cau lua chon ndp ho tin theo hudng
so theo hinh thire truc tiép); dan trén Cong
- Biéu mau dién tir twong tac dang ky dich vu cong
01 |khai sinh (do ngudi yéu cau cung cap| Ol | Ban chinh

thong tin theo hudng dan trén Cong
dich vu cong, néu ngudi co yéu cau lua
chon ndp hd so theo hinh thire truc
tuyén).

Ngudi ¢6 yéu cau dang ky khai sinh thwe hién viée 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

01

- Gidy chtmg sinh

- Truong hop khong co gidy chimg
sinh thi thay thé bang vin ban cua
nguwol lam ching xac nhan vé viée
sinh, néu khong c6 vin ban cia nguoi
lam chung thi thay thé bang van ban
cam doan vé viéc sinh;

- Truong hop tré em bi bo roi thi phai
c6 bién ban vé viéc tré em bi bé roi do
co quan cé tham quyén lap;

- Truong hop khai sinh cho tré em
sinh ra do mang thai hd phai ¢6 van
ban xac nhan cia co sy té da thuc
hién k¥ thuat ho tro sinh san cho viéc
mang thai ho.

01

Ban chinh

Ban chup tur
ban chinh/ban
chinh dién to




minh noi1 cu tra da duoc khai thac tu
Co s dit liéu quoc gia vé dan cu
bang cac phuong thirc nay thi nguoi
c6 yéu cau khong phai xuat trinh
(theo hinh thuc truc tiép) hodc tai 1én
(theo hinh thuc truc tuyén).
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Ban
- Van ban uy quyén (dwoc chimg Chslélohibo,an
thuc) theo quy dinh cua phap luat chimn
trong trrong hop iy quyén thuc hién thue /bagm
viéc dang ky khai sinh. chup 6 Ban chup ti
02 |- Truong hop ngudi di dang ky khai| ;| yicnhan | ban chinh/ban
sinh cho tré em 1a 6ng, ba, nguoi than d6i chibu | chinh dién tur
thich khac thi khong phai ¢6 van ban ban chinh '
iy quyén cua cha, me trée em, nhung ciia cong
phai thong nhat véi cha, me tré em vé chire tiép
noi dung khai sinh. nhan hd
SO
B. Giay to phai xuit trinh
H6 chiéu hoic Chung minh nhan dan
hodc The can cude cong dan hodc cac
giay to khac c6 dan anh va thong tin
ca nhan do co quan c¢6 thdm quyén
cap, con gia tri su dung dé chung
minh vé nhan than cia ngudi ¢d yéu \ , Ban chup tur
01 cau dang ky khai sinh. Truong hop 01 Ban chinh ban chinh
cac thong tin ca nhan trong cac giay
to nay da co trong CSDLQGVDC,
CSDLHTDT, duoc hé thong dién tu
dong thi khong phai tai 1én (theo hinh
thure truc tuyén)
Giay to ¢6 gia tri ching minh thong
tin vé€ cu tru trong trueong hop co
quan dang ky ho tich khéng thé khai
thac duoc thong tin vé not cu trd cia
cong dan theo cac p‘hu’O’ng thire quy
dinh tai khoan 2 Diéu 14 Nghi dinh Ban
50 104/2022/ND-CP ngay oy : q
02 |21/12/2022 cia Chinh phu. Truong | 01 Chsfgl/féan B:;Océli‘-éfl/ Egﬂ
hop cac thong tin vé giay to ching chimg thue ‘
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Giay chimg nhan két hon néu cha, me
da dang ky két hon. Truong hop da co
thong tin vé viéc két hon cua cha, me Ban chup tir
03 |trong CSDLHTDT, CSDLQGVDC | 01 Ban chinh ban chinh
thi khong phai xuat trinh (theo hinh
thue truc tiép) hodc tai 1én (theo hinh
thure truc tuyén).
Truong hop giri hd so qua hé théng
04 buu cbinh ,thi phai gfI,i kéﬁ} thgo ban 01 Ban sao
sao ¢o6 chung thuc cac giay to pha
xuat trinh néu trén.
II. NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA LE PHi
Noi tiép nhin va tra két qua Thot lg;’an xu L¢ phi
5.000 dong/truong
hop.
- Thu phi bang 0
dong truong hop ndp
ho so trie tuyén.
- Mién 1é phi doi véi
Nguoti co yéu cau dang ky khai sinh truc Irfgg;;ﬁ & t;lolgﬁ E? GHIII,‘ nguo1 ‘t.huoc
tiep thuc hién hoac uy quyén cho nguoi hd so trubﬁg tQA ngneo, ‘n‘gulgll caAot
khac thyc hién ndp ho so true tiép tai BO |y s s’ t‘}tO1= n%‘%“’tlh uye
phan Tiep nhén va Tra ket qua cia UBND sau 15 gidr ma d% ,hngug 1 Huoec gla
cap x4 (hodc gui hd so qua hé thong buu khong oidi 1,nh nfon 'Coglvgn Vlf,l
chinh); hoac nop hd so truc tuyen trén quyét duoc 12?1; sini gj’n ahagn Y
Cong dich wvu céng quoc gia ngay thi tra 1cét o u g .
(httos.//dlchvucong.gov.vn) hodc Hé thong qui trong ngay - .Fhl cap ban 520
thong tin giai quyet thi tuc hanh chinh | 2 " el ie) Giay khai sinh (néu
Thanh ~ pho ~ HO6 ~ Chi ~ Minh |, " 6 yéu cau): 8.000
(https://dichvucong.hochiminhcity.gov.vn). ' ?OI;g/bli? ;310 _ E’lgh
uc/su kién ho tich da
dang ky (thuc hién
theo quy dinh tai
Thoéng tu 5O
281/2016/TT-BTC
ngay 14/11/2016 cua
B Tai chinh)



https://dichvucong.gov.vn
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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 chirc

Gi0 hanh
chinh

Theo Muc
I

Thanh phan hd so theo
Muc I

Kiém tra,
tiép nhan
ho so

B0 phan
Tiép nhan
va Tra két

qua

1/2 gio
lam viéc

BM 01
BM 02
BM 03

Tiép nhén trwe tiép:

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

- Trudng hop hd so
chwa day du, chua
chinh xac: Hudéng dan
bo sung, hoan thién ho
so dén ngudi nop ho so
va ghi rd ly do theo BM
02.

- Truong 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:

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

- Truong hop hd so
chwa day du, chua
chinh xac: Hudéng dan
bo sung, hoan thién ho
so dén ngudi nop ho so
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Buéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

va ghi rd ly do theo BM
02. Thot gian xac dinh
td chue, ca nhan di nop
hd so hop phap, hop 1é
1a tai thoi diém t6 chirec,
c4 nhan bd sung day du
ho so theo yéu cau tai
BM 02.

- Truong hop tir choi
tiép nhan hd so: Lap
Phiéu tir chéi tiép nhan
giai quyét hd so theo
BM 03. Théng tin cho
t6 chirc, ca nhan vé viéc
ttr ch6i ho so.

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

- Sau khi kiém tra, néu
bao dam cac diéu kién
dé tiép nhan, Cong
chitc Mot cura tiép
nhan, cap ma ho so va
xtr 1y hd so theo quy
trinh (BM 01), thong
bao dn tai khoan cua
to chure, ca nhan.

- Trudng hop ho so
chua day du, ding quy
dinh thi thong bao cho
td chuc, ca nhan qua tai
khoan cua to chirc, ca
nhan qua Hé thong
thong tin giai quyét thu
tuc hanh chinh Thanh
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Buéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

phd va hudng dan day
du, cu thé dé t6 chuc, ca
nhan bo sung hd so
theo yéu cau (BM 02).
=> Thoi gian tiép nhan
chinh thuc hodc yéu
cau chinh stra, bd sung
khong mudn hon 08 gio
lam viéc ké tir khi hé
thong tiép nhan, trir thi
7, chu nhat.

- Truong hop tir chdi
nhan hd so: thong bao
cho té6 chirc, ca nhan
thong qua tai khoan cua
t6 chirc, ca nhan qua Hé
théong thong tin gidi
quyét thi tuc hanh
chinh Thanh phd, néu
16 1y do tir choi giai
quyét ho so thu tuc
hanh chinh (BM 03).
Quét (scan) tai lig¢u, luu
trit hd so dién tor trong
truong hop hd so ndp
truc tiép hoac qua
duong buu dién.

Tiép nhan hd so va
chuyén cong chuc thu
ly 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

04 giv
lam viéc

Theo Muc
I

BM 01

Du thao
két qua:
Giay khai
sinh

Céng chirc tur phap - ho
tich thdm tra hd so
(tham tra tinh théng
nht, hop 1€ cua cac
thong tin trong hd so,
gidy to, tai liéu do nguoi
yéu cau nop, xuat trinh
hodc dinh kém) d& xuat
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Buéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

huong giai quyét:

+ Truomg hop ho so day
da, hop 1€, ding quy
dinh: Cong chirc tu phap
- ho tich thuc hién viéc
ghi vao SO dang ky khai
sinh, cap nhat thong tin
dang ky khai sinh trén
Phan mém dang ky,
quan ly ho tich dién tir
dung chung, luvu chinh
thirc va chuyén thong tin
dén CSDLQGVDC &
lay S6 dinh danh ca
nhan; in Gidy khai sinh,
trinh Lanh dao UBND
cap x4 xem xét, ky
duyét.

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

B3

Ky duyét

Lanh dao
UBND
phuong,

x4, thi tran

03 gio
lam viéc

Theo Muc
|
Hb so
trinh

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

B4

Ban hanh
van ban

Van thu
UBND
phuong,
x4, thi tran

1/2 gio
lam viéc

Ho so da
duoc phé
duyét

Cho sb, vao so, dong
d4u, ban hanh vin ban,
chuyén hd so cho B9
phan Tiép nhan va Tra
két qua.

B5

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

Bo phan
Tiép nhan
va Tra két

qua

Theo
Giay hen

Luu hd so
theo muc
\Y

- Thuc hién sb hoa két
qua va ky s6 két qua
giai quyét thu tuc hanh
chinh di dwoc sd hoa
theo quy dinh.

- Tra két qua cho cong
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férfgc Noi dung | Trich Thoi S(r/}lIB(Ai)éu Dién giai
viée cong viec nhiém gian miu
dan.
- Thong ké, theo doi.
IV. BIEU MAU
Cac biéu mau sir dung tai cac budc cong viéce:
STT | Mai hiéu Tén biéu méu

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 | M4 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 khai sinh
5 BM 05 | Gidy khai sinh (ban chup)
6 // Giay chung sinh hodc gidy to thay thé gidy ching sinh
7 // Céc ho so khac néu co theo vin ban phap quy hién hanh

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

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh chi

tiét mot sb diéu va bién phap thi hanh Luat Ho tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh phi quy dinh vé Co

s¢ dir 11éu ho tich dién tir, dang ky ho tich truc tuyén;

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

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

tam tra giéy khi thyre hién thu tuc hanh chinh, cung cép dich vu cong;
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- Théng tu s6 04/2020/TT-BTP ngay 28/5/2020 ciia Bo trusng Bo Tu phap quy
dinh chi tiét thi hanh mot s6 diéu cua Luat Ho tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 cta Chinh phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh
Luat HO tich;

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

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

- Thong tu s6 04/2024/TT-BTP ngay 06/6/2024 cua Bo trudng Bo Tu phap sta
do6i, bd sung mot so6 diéu cia Thong tu s6 02/2020/TT-BTP ngay 08/4/2020 cia Bo
truong BO Tu phap ban hanh, huéng dan sir dung, quan 1y mau s6 qudc tich va mau
gidy to vé qubc tich va Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ciia Bo trudng
B6 Tu phap quy dinh chi tiét thi hanh mot s6 diéu cua Luat Ho tich va Nghi dinh so
123/2015/ND-CP ngay 15/11/2015 cta Chinh phii quy dinh chi tiét mot s6 diéu va
bién phap thi hanh Luat HS tich;

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

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

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ciia Bo truéng Bo Tai chinh
quy dinh muc thu, ché d6 thu, ndp, quan ly va st dung phi khai thac, st dung thong
tin trong co s¢ dir 1iéu hé tich, phi xac nhan cé quéc tich Viét Nam, phi xac nhan la
ngudi gbe Viét Nam, 18 phi qudc tich;

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

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

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

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

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

- Quyét dinh s6 1079/QD-BTP ngay 11/6/2024 cua Bo truéng BO Tu phap vé
viéc cong b6 tha tuc hanh chinh duoc stra ddi, bod sung trong linh vuc ho tich thuc
hién tai co quan dang ky ho tich thuéc pham vi chirc nang quan ly cua 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 KHAI SINH

Quan h¢ voi1 ngudi dugce khai Sinh: ...

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

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

Nam sinh: O Dantoc: @i, Quéc tich: @ ...
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GHAY 1O 1Y thANT @ .ottt

Théng tin vé Gidy chitng nhdn két hon ciua cha, me tré (néu cha, me tré da PKKH):

T6i cam doan nodi dung dé nghi dang ky khai sinh trén day 1a dung su that, duoc su thoa
thuan nhat tri cta cac bén lién quan theo quy dinh phap lut.

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

Lamitgi: ................,¢ 84 ... thang ......... A ..............

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

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

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

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

Triomg hop phai cung cdp thong tin “Noi cw trit” thi ghi theo noi ddng ky thuong trii;
néu khong cé noi ddng ky thuwong trii thi ghi theo noi ddng ky tam trii; trieong hop khong cé

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

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

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

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

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

- Tram y té x4 Pinh Bang, huyén Tir Son, tinh Bic Ninh.

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

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

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

QUY TRINH PA PUQC TAI CAU TRUC
QUY TRINH 02
Ping ky két hon
(Ban hanh kém theo Quyét dinh s6 5270/0P-UBND ngay 18 thdng 11 ndm 2024
ctia Chii tich Uy ban nhdn ddn Thanh phé)

THANH PHAN HO SO

theo hudng dan trén Cong dich vu cong,
néu ngudi ¢d yéu cau lya chon ndp hod so
theo hinh thurc truc tuyen).

STT Tén hd so 50 | Trye | Tryc tuyén
lwgng tiep
- To khai déng ky két hon theo mau (néu Nhéap théng
nguoi ¢ yéu cég lra chon ndp hd so theo tin theo~
hinh thirc truc tiép); hudéng dan
- Biéu mau dién t twong tic dang ky két Ban trén Cong
01 01 ) ) o
hén (do ngudi yéu cau cung cap thong tin chinh | dich vu cong

Ngudi ¢6 yéu cau dang ky két hon thye hién viée ndp/xuat trinh (theo hinh thic
truc tiép) hodac tai 1€n (theo hinh thure truc tuyén) cac giay to sau:

A. Gidy to phai ndp

Ban chinh Giéy xac nhan tinh trang hon
nhén do Uy ban nhan dan cap xa c6 tham
quyen cap trong truong hop ngudl yéu

nhan do co quan c¢6 tham quyén cap, con
gid tr1 s dung dé chung minh vé nhan

cau dang ky két hon khong dang ky Ban chup tur
th}IO’ng tra tai dia ban Xq, phuong, thi Ban ban

01 |tran lam thu tuc dang ky két hon. Truong | 01 chinh chinh/ban
hop cac thong tin vé€ tinh trang hon nhan chinh dién
da co trong CSDLQGVDC, CSDLHTDT tir
duoc dién ty dong thi khéng phai xuat
trinh (theo hinh thire trye ti€p) hodc tai
1én (theo hinh thuc truc tuyén).

B. Gidy to phai xuit trinh
H6 chiéu hoac Chimg minh nhan dan

o hpflc Thlfh?an ,012’1(?0 E:o}rllg FlaEAhoaq ca(? o Ban Bén chup tir
glay to khac co dan anh va thong tin ca chinh ban chinh
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than cua ngudi ¢d yéu cau dang ky két
hon. Truong hop cac thdong tin ¢ nhan
trong cac gidy to nay dd co trong
CSDLQGVDC, CSDLHTDT, dwogc hé
théng dién ty dong thi khong phai tai 1én
(theo hinh thire true tuyén);

02

Giay to co gia tri chung minh thong tin
vé cu tra trong trudng hop co quan
dang ky ho tich khoéng thé khai thac
duoc théng tin vé noi cu tra cia cong
dan theo cac phwong thire quy dinh tai
khoan 2 Diéu 14 Nghi dinh so
104/2022/ND-CP ngay 21/12/2022 cua
Chinh phu. Truong hop cac thong tin vé
gidy to chimg minh noi cu tra da duoc
khai thac tir Co s¢ dit liéu qubc gia vé
dan cu bang cac phuong thire nay thi
ngudi ¢d yéu cau khong phai xuat trinh
(theo hinh thirc truc tiép) hodc tai 1én
(theo hinh thtrc tryc tuyén);

03

Trich luc ghi chu ly hén dbi véi truong
hop cong dan Viét Nam dang ky thuong
trii tai dia ban xa lam thu tuc ding ky két
hon, d3 duoc giai quyét viéc ly hon, huy
viéc két hén trude do tai co quan co
tham quyén nude ngoai.

Ban
chinh/ban Ban
01 sao ¢o chup/ban
chimg sao dién tu
thuc
01 Ban Ban chup tur
chinh ban chinh

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

Noi tiép nhin va tra két qua

Thoi gian xwr ly

Lé phi

Nguoi ¢6 yéu cau dang ky két hon thue
hién nop hd so truc tiép tai Bo phan Tiép
nhan va Tra két qua cia UBND cap xa
hodc ndp ho so truc tuyén trén Cong dich
vu cong quéc gia
(https://dichvucong.gov.vn) hodc Hé thong
théng tin giai quyét thu tuc hanh chinh
Thanh phd Ho Chi Minh
(https://dichvucong.hochiminhcity.gov.vn).
(bén nam hodc bén nir co6 thé nop ho so ma
khéng can ¢o vian ban ty quyén cia bén

Ngay trong ngay
tiép nhan hd so,
truong hop nhan
ho so sau 15 gioy
ma khoéng giai
quyét duoc ngay
thi tra két qua
trong ngay lam
viéc tiép theo.
Truong hop can
xac minh diéu

- Mién 1& phi.

- Phi cap ban sao
Trich luc két hén
(méu co yéu cau):
8.000 dong/ban sao
trich luc/su kién hd
tich di dang ky
(thuc hién theo quy
dinh tai Thong tu
so  281/2016/TT-
BTC ngay



https://dichvucong.gov.vn
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con lai).

kién két hon cua
hai bén nam, nir
thi thoi han giai
quyét khong qua
05 ngay lam
viéc.

14/11/2016 cua Bo
Tai chinh).

III. TRINH TU XU LY CONG VIEC

Buwéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Ho
so/Biéu
mau

Thoi gian

Dién giai

Bl

Nop ho
SO

Co quan,
t0 chure

G106 hanh | Theo Muc
chinh |

Thanh phan ho so
theo Muc |

Kiém tra,
tiép nhan
ho so

Bo phan
Tiép nhan
va Tra két

qua

BM 01
BM 02
BM 03

1/2 gio
lam viéc

Tiép nhin truc
tiép:

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

- Truong hop ho so
chwa day du, chua
chinh xac: Hudng
dan bd sung, hoan
thien hd so dén
nguoi nop hod so va
ght 10 ly do theo
BM 02.

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

Tiép nhin truc
tuyén:

- Kiém tra tinh
chinh xac, day du,
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Buwéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi gian

Ho
so/Biéu
mau

Dién giai

hop 16 cua ho so;
kiém tra thong tin
chit ky s6 dé dam
bao tinh xac thuec,
hop 1 (néu co).

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

- Truong hop ho so
chwa ddy du, dung
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 hudéng dan
dﬁy du, cu thé dé to
chitc, ca nhan bd
sung ho so theo yéu
cau (BM 02).

=> Thoi gian tiép
nhan chinh thac
hoac yéu cau chinh
stra, bo sung khong
mudén hon 08 gio
lam viéc ké tir khi
hé théng tiép nhan,
trir thwr 7, chu nhat.

- Truong hop tur
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Buwéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi gian

Ho
so/Biéu
mau

Dién giai

chéi nhan hd so:
thong bao cho to
chtrc, ¢4 nhan thong
qua tai khoan cua to
chirc, cd nhan qua
Hé thong thong tin
giai quyét thu tuc
hanh chinh Thanh
pho, néu 15 1y do tur
choi giai quyét ho
so thu tuc hanh
chinh (BM 03).
Quét (scan) tai liéu,
luu trit ho so dién tir
trong truong hop hd
S0 nop truc tiép.
Tiép nhan ho so va
chuyén cong chuec
thu ly hd 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

04 gio lam
viéc
(trowong
hop phai
xac minh
thi thot
han giai
quyét
khéng qua
04 ngay
lam viéc)

Theo Muc
I
BM 01
Du thao
két qua:
Giay
chimg
nhén két
hon

Cong chure tu phap -
ho tich tham tra hd
so (tham tra tinh
thong nhat, hop 1&
cua cac thong tin
trong hd so, gidy to,
tai 1i€u do nguodi yéu
cau nop, Xuat trinh
hodc dinh kém) dé
xuat hudéng  giai
quyét:

+ Truong hop ho so
day du, hop 1¢, ding
quy dinh: Céng chirc
tr phap - ho tich
thuc hién viéc ghi
vao SO dang ky két
hon, cap nhat thong
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Buéc | . Hb6
cong | Notdung | Trach bl n | so/Bidu Dién giai
. n cong viec nhiém p
viéc mau
tin dang ky két hon
va luu chinh thuce
trén Phan mém ding
ky, quan ly ho tich
dién tir dung chung;
in Giay chimg nhan
két hén, trinh Lanh
dao UBND cép x4
xem x¢ét, ky duyét.
- Truong hop hd so
khong dam bao theo
quy dinh: Du thao
van ban tir choi
hodc b6 sung hd so.
Lanh dao Theo Muc | Lanh daO‘ UBND
, A UBND 03 gio lam I xem x¢ét ho so, phé
B3 Ky duyet phuong, xa, viéce Hdso | duyét két qua.
thi tran trinh
Cho sb, vao so,
Van thu 1 so di doéng dau, ban hanh
Ban hanh UBND 172 gid ~ | van ban, chuyén ho
B4 1. . ~ . A duoc phé N n
vanban | phuong, x3, | lam viéc duvét so cho B¢ phan
thi tran uye Tiép nhan va Tra
két qua.
- Thue hién sb6 hoa
két qua va ky sb két
Tra két qua giai quyét thu
qua, luu B6 phan N tuc hanh chinh da
ho so, Tiép nhan | Theo gidy Luuho so dugc s6 hoa theo
B5 . . theo muc -
thong ké | va Tra két hen v quy dmh.,
va theo qua - Tra két qua cho
doi cong dan.

- Théng ké, theo
dai.
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IV. BIEU MAU

Cac biéu mau st dung tai cac budc cong viéce:

STT | M3 hiéu Tén biéu miu
1 BM 01 | Mau Gidy tiép nhan hd 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 | BMO04 |Tokhai dang ky két hon

V. HO SO CAN LUU

STT | M4 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 | BMO04 |Tokhai diang ky két hon

5 BM 05 | Gidy chting nhan két hon (ban chup)

6 // Giéy xac nhan tinh trang hon nhan

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

VI. CO SO PHAP LY

- Luat H6 tich nam 2014;

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

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

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

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cia Bo truéng Bo Tu phap quy
dinh chi tiét thi hanh mot s6 diéu cua Luat Ho tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 cta Chinh phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh
Luat HO tich;

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

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

- Thong tu s6 04/2024/TT-BTP ngay 06/6/2024 cua Bo trudng Bo Tu phap sta
do6i, bd sung mot so6 diéu cia Thong tu s6 02/2020/TT-BTP ngay 08/4/2020 cia Bo
truong BO Tu phap ban hanh, huéng dan sir dung, quan 1y mau s6 qudc tich va mau
gidy to vé qubc tich va Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ciia Bo trudng
B6 Tu phap quy dinh chi tiét thi hanh mot s6 diéu cua Luat Ho tich va Nghi dinh so
123/2015/ND-CP ngay 15/11/2015 cta Chinh phii quy dinh chi tiét mot s6 diéu va
bién phap thi hanh Luat HS tich;

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

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

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ciia Bo truéng Bo Tai chinh
quy dinh muc thu, ché d6 thu, ndp, quan ly va st dung phi khai thac, st dung thong
tin trong co s¢ dir 1iéu hé tich, phi xac nhan cé quéc tich Viét Nam, phi xac nhan la
ngudi gbe Viét Nam, 18 phi qudc tich;

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

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

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

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

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

N TO KHAI PANG KY KET HON o

Thong tin Bén nir Bén nam

Ho, chitr dém, tén

Ngay, thang, ndm sinh

Dan toc )
Quéc tich®

Noi cu tra®

Giay to tuy than ©

Két hon lan thir may

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

Chung t6i chiu hoan toan trach nhiém trude phap ludt vé ndi dung cam doan cta minh.

Pé nghi Quy co quan ding ky.

..................................... ,ngay .........thang ... nadm.......
Bén nir Bén nam
(Ky, ghi 10 ho, chir d¢ém, tén) (Ky, ghi 6 ho, chit dém, tén)




30 CONG BAO/S6 482+483/Ngay 15-12-2024

Chu thich:

D@ Trugng hop 1am tha tuc dang ky két hon c6 yéu t6 nude ngoai, thi phai dan anh
cua hai bén nam, nir.

®) Ghi 13 tén co quan dang ky két hon.

@ Chi ghi trong trirong hop nguwoi cé yéu cau ding ky ho tich chiea ¢6/khong cung cdp
s6 dinh danh cd nhdw/cdn cude cong dan/thé cdn cwée/chirng minh nhdn dan.

Triwomg hop phai cung cdp thong tin “Noi cw trit”’ thi ghi theo noi ddng ky thuong trii;
néu khong cé noi ddng ky thuwong trii thi ghi theo noi ddng ky tam trii; trieong hop khong cé

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

®) Ghi 56 dinh danh cd nhdn/cdn cwée cong dan/thé can cuée (vi du: Cdn cwée cong
ddn s6 025188001010 do Cuc Canh sat QLHC vé TTXH cdp ngay 20/11/2021). Trwong hop
khong c6 s6 dinh danh cd nhdn/cdn cwée cong ddn/thé cdn cwée thi ghi gidy to hop 1é thay

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

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



CONG BAO/S6 482+483/Ngay 15-12-2024

31

QUY TRINH PA PUQC TAI CAU TRUC

QUY TRINH 03

Pang ky nhan cha, me, con
(Ban hanh kém theo Quyét dinh s6 5270/0P-UBND ngay 18 thdng 11 ndm 2024
ctia Chii tich Uy ban nhdn ddn Thanh phé)

I. THANH PHAN HO SO

STT Tén ho so 50 Truec tiép Trg’{c
luwgng : tuyén
- To khai dang ky nhan cha, meg, con Nhap
theo mau (néu nguoi ¢o yéu cau lwra chon thong tin
nop ho so theo hinh thire true tiép); theo
- Biéu mau dién tr twong tac ding ky hudng
01 nhan cha, me, con (do nguoi yéu cau| 01 Ban chinh | dan trén
cung cap thong tin theo hudéng dan trén Cong
Cong dich vu cong, néu nguoi ¢o yéu cau dich vu
Irra chon ndp ho so theo hinh thirc truc cong

tuyén).

Nguoi co yéu cau dang ky nhan cha, me, con thuc hién viéc nép/xuét trinh (theo
hinh thirc truc ti€p) hodc tai 1én (theo hinh thirc truc tuyén) cac giady to sau:

A. Giay

to' phai ngp

01

Churng ctr chirng minh quan hé cha, con
hodc quan hé me, con gém:

+ Vin ban ciia co quan y té, co quan
giam dinh hoidc co quan khac ¢ tham
quyén xac nhan quan hé cha con, quan
hé me con.

+ Truwong hop khéng c6 van ban néu
trén thi phai ¢6 van ban cam doan cua
cac bén nhan cha, me, con vé mbi quan
hé cha, me, con va co it nhat hai nguoi
lam chémg vé mdi quan hé cha, me,
con.

01

Ban chinh

Ban chup
tir ban
chinh/ban
chinh
dién tur

B. Gidy

to' phai xuit trinh

01

H6 chiéu hodc Chung minh nhan dan
hodc Thé can cudc cong dan hodc cac

01

Ban chinh
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gidy 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 cua nguoi ¢d yéu cau dang ky
nhan cha, me, con.

Truong hop cac thong tin ¢4 nhan trong
cac gidy tO0 nay di co trong
CSDLQGVDC, CSDLHTDT, dugc hé
théng dién ty dong thi khong phai tai
1én (theo hinh thirc trye tuyén)

Ban chup
tr ban
chinh

02

Giay to ¢6 gia tri chimg minh thong tin
vé cu tri trong truong hop co quan
dang ky hé tich khong thé khai thac
duogc thong tin vé noi cu tra cua cong
dan theo cac phuong thirc quy dinh tai
khoan 2 Piéu 14 Nghi dinh s6
104/2022/ND-CP ngay 21/12/2022 cua
Chinh phu. Truong hop cac théng tin
vé gidy to ching minh noi cu tri d3
duoc khai thac tr Co s¢ dir liéu quéc
gia vé dan cu bang cac phwong thic
nay thi ngudi cé yéu cau khong phai
xuat trinh (theo hinh thtrc truc tiép)
hoc tai 1én (theo hinh thirc tryc tuyén).

01

chinh/ban

chirng thure

Ban
chup/ban
sao dién
tur
Ban

sao ¢co

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

Noi tiép nhin va tra két qua

Thoi gian xir
ly

L& phi

Ngudi ¢6 yéu cau diang ky nhan cha, me,
con thuc hién ndp hd so truc tiép tai B
phan Tiép nhan va Tra két qua cua UBND
cap x4 hodc ndp ho so truc tuyen trén Cong
dich vu cong quoc gia
(https://dichvucong.gov.vn) hodc Hé thong
thong tin giai quyét thi tuc hanh chinh
Thanh phd Ho Chi Minh
(https://dichvucong.hochiminhcity.gov.vn).
(mot bén ¢o thé ndp hd so ma khong phai co
vin ban iy quyén ciia bén con lai)

03 ngay lam
viéc. Truong
hop can phai
xac minh thi
thon han gia

quyét  khong
qua 08 ngay
lam viéc.

10.000 dong/truong
hop.

- Thu phi bang 0
dong truong hop nop
ho so trie tuyén.

- Mién 1¢ phi doi voi
tré em, nguoi thudc
ho ngheo, ngudn cao
tudi, nguoi khuyét
tat, nguoi thudc gia
dinh c6 cong voi
cach mang.
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- Phi cap ban sao
Trich luc dang ky
nhan cha, me, con
(néu c6 yéu cau):
8.000 dong/ban sao
trich luc/su kién ho
tich da dang ky (thuc
hién theo quy dinh
tai Thong tu s6
281/2016/TT-BTC

ngay 14/11/2016
cua Bo Tai chinh).

III. TRINH TU XU LY CONG VIEC

Buoe | \oidung | Trach | Thoi Ho s
cong A e oA . so/Biéu Dién giai
o n cong viec nhi¢m gian x
viéc mau
Nophd | Co quan, | Gio hanh | Theo Muc | Thanh phan hd so theo
SO to chuc chinh I Muc |
Tiép nhén truc tiép:
- Truong hop ho so day
dljli Lap Giay tiép nhan
ho so va hen tra két qué;
trao cho nguoi ndp ho so
theo BM 01; thuc hién
ti€p budc B2.
- Truong hop ho so chua
NI day du, chwa chinh xac:
Bl Kiém tra, T]?éo prllll?;n 1/2 ned BM 01 Huéng dan bé sung,
tiépnhan | .o DAL HANEAY B r 00 Thoan thign hd so dén
A va Tra két | lam viéc RN .
ho so qué BM 03 |ngudi ndp hd so va ghi

0 ly do theo BM 02.

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

Tiép nhén trwc tuyén:

- Kiém tra tinh chinh
xac, day du, hop 1& cua
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Bude | Nidung | Trich | Thoi Ho, P
cong NI A . so/Biéu Dién giai
o n cong viec nhi¢m gian .
viéc mau

hd 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 chirc
Mot cua tiép nhan, cép
ma ho so va xir 1y ho so
theo quy trinh (BM 01),
thong bao dén tai khoan
clia to chtrc, ca nhan.

- Truong hop ho so chua
day du, ding quy dinh
thi thong bao cho tb
chtc, cd nhan qua tai
khoan caa 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 chuc, ca
nhan bé sung ho so theo
yéu cau (BM 02).

=> Thoi gian tiép nhén
chinh thirc hoac yéu cau
chinh stra, bo sung
khéng muon hon 08 gio
lam viéc ké tir khi hé
thong tiép nhan, trir tha
7, chu nhat.

- Truong hop tir choi
nhan hd so: thong bao
cho té6 chirc, ca nhan
thong qua tai khoan cua
t6 chirc, ca nhan qua Hé
théong thong tin giai
quyét thu tuc hanh chinh
Thanh phd, néu 15 1y do
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Buwéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

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

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

Tiép nhan hd so va
chuyén cong chtrc thu ly
hd 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

01 ngay
lam viéc
(treong
hop can
xac minh
thi thot
han giai
quyét
khong
qua 06
ngay lam
vige)

Theo Muc
I
BM 01
Du thao
két qua:
Trich luc
dang ky
nhan cha,
me, con

Cong chuc tu phap - hd
tich tham tra hd so (thim
tra tinh thong nhat, hop 1&
ciia cac thong tin trong ho
so, giay to, tai lieu do
ngudi yéu cau ndp, xuat
trinh hodc dinh kém) dé
xuat huéng giai quyét:

+ Truong hop hd so day
da, hop 1€, dung quy
dinh: cong chirc tu phap -
ho tich thwe hién viéc ghi
vao S6 dang ky nhan cha,
me, con, cap nhat thong
tin dang ky nhan cha, me,
con va luu chinh thirc
trén Phan mém dang ky,
quan ly hd tich dién tir
dung chung; in Trich luc
dang ky nhan cha, me,
con, trinh Lanh dao
UBND cédp xa xem xét,
ky duyét.

- Truong hop hd so
khong dam bao theo quy
dinh: Dy thao van ban tur
choi hodc bo sung ho so.
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Bude | \sidung | Trich | Thoi Ho .
cong NI A . so/Biéu Dién giai
o n cong viec nhi¢m gian .
viéc mau
3 Theo M
Lanh dao ‘ COMVC Lanh dao UBND xem
, . UBND | 0l ngay I 1A . e 1A
B3 Ky duyét , N N xét ho so, phé duyét két
phu’O’ng,, lam viéc Ho so ua
xa, thi tran trinh | T
Van thu Hosoda | dhu. ban hanh van b
Ban hanh UBND 1/2 ngay o > 2 A n
B4 1 X =7 | dugcphé |chuyén ho so cho B
van ban phuong, | lam viéc n A s & A
~ s ok duyét phan Tiép nhan va Tra
x4, thi tran A
két qua.
- Thuc hiér} sé hoa két
Tra két qua va ky s ket qua giai
qua, luu B6 phén Lura b quy€t thu tuc hanh chinh
BS ho so, Tiép nhan Theo ﬂllreu o rrolusg d?‘ duogc so hoa theo quy
thong ké | va Tra két | Gidy hen v dinh.
va theo qua - Tra két qua cho cong
dai dan.
- Théng ké, theo dai.
IV. BIEU MAU

Cac biéu mau st dung tai cac budc cong viéce:

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 c¢o)
3 BM 03 | Mau Phiéu tir chdi tiép nhén giai quyét ho so (néu co)
4 BM 04 | To khai dang ky nhan cha, me, con
V.HO SO CAN LUU
STT | Mi 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 nhan cha, me, con
5 BM 05 | Trich luc dang ky nhan cha, me, con (ban chup)
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6 /) Vin ban ciia co quan y té, co quan giam dinh hodc co quan khac
c6 tham quyén xac nhan quan hé cha con, quan hé me con.
7 // Céc ho so khac néu co theo van ban phap quy hién hanh

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

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

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

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

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cia Bo truéng Bo Tu phap quy
dinh chi tiét thi hanh mot s6 diéu cua Luat Ho tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 cta Chinh phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh
Luat HO tich;

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

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

- Thong tu s6 04/2024/TT-BTP ngay 06/6/2024 cua Bo trudng Bo Tu phap sta
d6i, bo sung mot s6 diéu cua Thong tu s6 02/2020/TT-BTP ngay 08/4/2020 cua Bo
truong BO Tu phap ban hanh, huéng dan st dung, quan 1y mau s6 quoc tich va mau
gidy to vé qubc tich va Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cia Bo truong
Bo6 Tu phap quy dinh chi tiét thi hanh mot s6 diéu cua Luat Ho tich va Nghi dinh so
123/2015/ND-CP ngay 15/11/2015 caa Chinh phu quy dinh chi tiét mot s6 diéu va
bién phap thi hanh Luat Ho tich;
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- 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
thuan tién doi voi trang thong tin dién tir hodic cong thong tin dién tir cua co quan nha
nuwoc;

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

- Théng tu s6 281/2016/TT-BTC ngay 14/11/2016 cia Bo truéng B Tai chinh
quy dinh mirc thu, ché do thu, ndp, quan 1y va sir dung phi khai thac, st dung thong
tin trong co s¢ dir 11éu ho tich, phi xac nhan cé quéc tich Viét Nam, phi xac nhan la
nguoi goe Viét Nam, 1¢ phi quéc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ciia B truémg Bo Tai chinh
hudng dan vé phi va 1¢ 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 ciia Bo truéng Bo Tai chinh
stra doi, b6 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 1é phi thudc tham quyén quyét dinh cia Hoi dong
nhan dan tinh, thanh phd tryc thudc Trung wong;

- Nghi quyét s6 124/2016/NQ-HDND ngay 09/12/2016 cua Hoi dong nhan déan
thanh pho veé cac loai phi va 18 phi trén dia ban Thanh phé H6 Chi Minh;

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

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

- Quyét dinh s6 1079/QD-BTP ngay 11/6/2024 cua Bo truong Bé Tu phap vé
viéc cong b6 tha tuc hanh chinh duoc stra ddi, bod sung trong linh vuc ho tich thuc
hién tai co quan dang ky hd 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 NHAN CHA, ME, CON

Kinh gur:

Ho, chir dém, tén nguwdi yéu cau: ..o,

Ngay, thang, nam sinh: ...,

)

NOT U T B o

)

N r.* Nt N 4
Quan hé vé1 ngud1 nhan cha/me/con: e,

Pé nghi co quan cong nhin ngwoi co tén dwéi diy:

Ho, chir d€m, t€N0: ... o
Ngay, thang, nam sinh: ...

Gigi tinh: @ Dan t0¢: @,

La...... cua ngwoi co tén dwdi day:

Ho, chir dém, t€N: ... oo

Dé nghi cip ban sao®: C6 L] Khong L]
S6 luong:.......... ban

Quéc tich: @
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Ngay, thang, nam Sinh: ...
Gioi tinh: @ Dan td¢: @ Quéc tich:
(2) ----------------------------------------------------------------------------------------------------------------------------------
NOT CU T oo
Giay khai sinh/Gidy to ty thAn: @ e,
T61 cam doan vi€c nhan..............oooiiiii noi1 trén la dang su that, tu nguyén,

khong co tranh chép va chiu trach nhiém trude phap luat vé cam doan ciia minh.

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

Y kién ciia ngwoi hién dang 1a me hodic cha®
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Chu thich:
() Ghi 15 tén co quan ding ky nhan cha, me, con.

@ Chi ghi trong trieong hop ngudi cé yéu cau dang ky ho tich chwa cé/khong
cung cdp s6 dinh danh cd nhdn/cdn cudc cong dan/theé can cudc/chimg minh nhdn

ddn.

Truong hop phdi cung cdp théng tin “Noi cu tri” thi ghi theo noi ding ky
thurong trii; néu khong cé noi ding ky thuong trii thi ghi theo noi ding ky tam tri;
truong hop khong cé noi ddang ky thuong trii va noi dang ky tam tri thi ghi theo noi ¢
hién tai.

) Ghi 6 dinh danh cd nhdn/cin cuede cong dan/thé cin cudc/sé Gidy khai sinh
(d6i véi tre em)

Vi du: - Cdn cude cong dan s6 025188001010 do Cuc Canh sdt QLHC vé TTXH
cdp ngay 20/11/2021.

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

Truong hop khéng cé s6 dinh danh cd nhdn/cin cude cong dan/thé cin cude thi
ghi gidy to hop 1é thay thé (h¢ chiéu, ching minh nhdn dan,...).

®@ Chi khai trong truong hop nguoi yéu cdu khong dong thoi 1a nguwoi nhan
cha/me/con.

©) Chi khai trong trirong hop cha hodac me nhan con chua thanh nién hodc nguoi
d3 thanh nién nhung mat nang lyc hanh vi dan sy, ghi y kién cuia nguoi cha néu me 1a
nguoi yéu cau, y kién ngudi me néu cha 1a ngudi yéu cau (trir truong hop nguoi dé
da chét, mat tich, mat nang lwc hanh vi dan sy hodc han ché nang luc hanh vi dan su).

6 A . r A \ A A r A A A 3 \ s~ A
© Pe nghi danh ddu X vao 6 néu c6 yéu ciu cip ban sao va ghi rd s luong.
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QUY TRINH PA PUQC TAI CAU TRUC
QUY TRINH 04
Ping ky khai sinh két hop ding ky nhin cha, me, con
(Ban hanh kém theo Quyét dinh s6 5270/0P-UBND ngay 18 thdng 11 ndm 2024
ctia Chii tich Uy ban nhdn ddn Thanh phé)

I. THANH PHAN HO SO

STT Tén ho so S6 lwong Ghi chua
A. Gidy to phai ndp

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

02 To; khai dang ky nhan cha, me, con (theo 01 Ban chinh
mau).
Ban chinh Gi:ély chting sinh; truong hop
khong c6 Giay chung sinh thi ndp van

03 ban cua nguoi lam chimg xac nhan vé 01 Ban chinh

vigc sinh; néu khong c6 nguor lam
ching thi phai ¢6 gidy cam doan vé viéc
sinh.

Churng ctr chtirmg minh quan hé cha, con
hodc quan hé me, con gém:

+ Van ban cia co quan y té, co quan
giam dinh hodc co quan khac co tham
quyén xac nhan quan hé cha con, quan
04 hé me con. 01 Ban chinh
+ Trudng hop khong ¢6 van ban néu trén
thi cac bén nhan cha, me, con 14p van
ban cam doan vé moi quan hé cha, me,
con, ¢d it nhat hai nguoi lam ching vé
moi quan hé cha, me, con

B. Gidy to phai xuit trinh

H6 chiéu hoac Chting minh nhan dan
hodac Thé can cudc cong dan hoac cac
01 giay to khac ¢ dan anh va thong tin ca 01 Ban chinh
nhan do co quan ¢6 tham quyén cap, con
gia tri st dung dé chung minh vé nhan
than cua ngudi ¢ yéu cu dang ky khai
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sinh va nhan cha, me, con.

Giay to co gia tri ching minh thong tin
vé cu tra trong trudng hop co quan
ding ky ho tich khong thé khai thac
dugc thong tin vé noi cu tri cia cong
dan theo cac phuong thirc quy dinh tai
khoan 2 Piéu 14 Nghi dinh s6
104/2022/ND-CP ngay 21/12/2022 cua
Chinh pha. Truong hop cac théng tin
vé gidy to ching minh noi cu tri da
duwoc khai thac tr Co s& dir liéu quéc
gia vé dan cu bang cac phwong thic
nay thi nguoi ¢6 yéu cau khong phai
xuat trinh (theo hinh thuc truc tiép)
hoc tai 1én (theo hinh thirc tryc tuyén).

02

01 Ban chinh

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

Noi tiép nhin va tra két qua | Thoi gian xir ly

Lé phi

Ngudi ¢d yéu cau dang ky khai
sinh va nhan cha, me, con thuc | 03 ngay lam viéc,
hién nop ho so truc tiép tai Bo | truong hop phai xac
phan Tiép nhan va Tra két qua | minh thi thoi han
ciia UBND cap x4 (mdt bén c6 | giai quyet khong qua
thé nop hd so ma khong phai | 08 ngay lam viée.

co van ban iy quyén cua bén
con lai)

5.000 dong/truong  hop
dang ky khai sinh.

10.000 ddng/truong hop
dang ky nhan cha, me, con
- Mién 1& phi doi véi tré
em, nguoi thudéc ho
nghéo, nguoi cao tudi,
ngudi khuyét tit, nguoi
thudc gia dinh c6 cong voi
cach mang; Pang ky khai
sinh dung han.

- Phi cap ban sao Gidy khai
sinh, ban sao Trich luc
dang ky nhan cha, me, con
(néu c6 yéu cau). 8.000
déng/bém sao trich luc/su
kién ho tich di dang ky
(thuc hién theo quy dinh tai
Thoéng tu s6 281/2016/TT-
BTC ngay 14/11/2016 cua
B Tai chinh).
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III. TRINH TU XU LY CONG VIEC
Buoe | Ngidung | Trich | Thoi Ho, P
cong A e o n . so/Biéu Dién giai
o n cong viec nhiém gian x
viéc mau
Nop hd Co quan, | Gio hanh | Theo Muc | Thanh phan hd so theo
SO t0 chure chinh I Muc |
- Truong hop ho so day
du: Huéng dan co so
nop phi; 1ap Gidy tiep
nhan ho so va hen tra ket
qua; trao cho ngudi ndp
ho so t,heo BM 01; thuc
hién tiép budc B2.
- Truong hop ho so chwa
day du: Huéng dan bo
| o sung, hoan thién hé so
BU 1 Kidm tra, | BOphan | BMOl |dén nguoi nop hd so va
tiép nhan T}ep I}hafl 1{2 ngay | gmo2 | ghirdly do theo BM 02.
A va Tra ket | lam viéc . . £
hoé so ua BM 03 |- Truong hop tir choi
q ti€ép nhan hd so: Lap
Phi€u tir choi tiép nhén
giai quyeét hd so theo
BM 03.
Quét (scan) tai lidu, luru
trit ho so dién tu.
Tiép ~nhan hd so va
chuyen cong chirc thu ly
hé so cia UBND
phuong, xa, thi tran.
01 ngay | Theo Muc Cong chue tu phap - ho
lam viéc I tich thdm tra h6 so (tham
Tham dinh (tru.’(‘)’ngL ‘ BM 01 trfl tlnl? thonAg nhgt, hop 1€
A A hop phai cua cac thong tin trong
h6 so, dé | . . S Du thao | 1A AT in
%, 1 %, | Cong chirc | xac minh L ho so, giay to, tai liéu do
xuat ket . R két qua: s oA A A A
B2 A oA tu phap - | thi thoi ctqua. - nguot yéu cau ndp, xuat
uag hotich |han giai | Gidy khai | trinh hoge dinh kem) dé
quyct 8 sinh, Trich | xu4t hudng giai quyét:
TTHC quyet luc d3 g gidi quyet:
khong 13? ;‘Pg + Trudong hop hd so day
qua 06 ﬁ'n am gy, hop 1§, ding quy
ngay lam | &M | qinh: ¢ong chire tu phap -
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Buwéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

vige)

con

h tich thuc hién viéc ghi
vao SO0 dang ky nhan
cha, me, con, SO dang
ky khai sinh, cap nhat
thong tin dang ky khai
sinh, dang ky nhan cha,
me, con va luu chinh
thire trén Phan mém ding
ky, quan ly ho tich dién
t diung chung, chuyén
thong tin dén
CSDLQGVDC d¢ lay S6
dinh danh ca nhan; in
Giéy khai sinh, Trich luc
dang ky nhan cha, me,
con, trinh Lanh dao
UBND cap x3 xem Xét,
ky duyét.

- Truong hop ho so
khong dam bao theo quy
dinh: Dy thao van ban
tir chdi hoidic bod 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
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
duoc phé
duyét

Cho s6, vao so, dong
diu, ban hanh van ban,
chuyén hd so cho Bo
phan Tiép nhan va Tra
két qua.

B5

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

Bo phan
Tiép nhan
va Tra két

qua

Theo
gidy hen

Luu hd so
theo muc
\Y

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

- Tra két qua cho cong
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Bude | Noidung | Trach | Thoi Ho .
cong NI ‘n . so/Biéu Dién giai
o n cong viec nhiém gian x
viéc mau
dan.
- Théng ké, theo dai.
IV. BIEU MAU

Cac biéu mau st dung tai cac budc cong viéce:

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)
4 BM 04 | To khai dang ky khai sinh
5 BM 05 | To khai dang ky nhan cha, me, con

V. HO SO CAN LUU

STT | Ma hiéu Tén biéu miu
1 BMO01 | 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 khai sinh
5 BM 05 T khai dang ky nhan cha, me, con
6 BM 06 | Giay khai sinh (ban chup)
7 BM 07 Trich luc dang ky nhan cha, me, con (ban chup)
8 // Giay chung sinh hodc gidy to thay thé gidy chimg sinh
9 // Céc ho so khac (néu ¢6) 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 ciia Chinh phi quy dinh chi tiét
mot sd diéu va bién phap thi hanh Luat Hé tich;

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

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

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ciia Bo trwong Bo Tu phap quy
dinh chi tiét thi hanh mot s6 diéu cua Luat Ho tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 ciia Chinh phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat
Ho tich;

- Théng tu s6 01/2022/TT-BTP ngay 04/01/2022 cua Bo trudmg 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 s dit 1iéu ho tich dién tu, dang ky ho tich truc
tuyén;

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

- Thong tu s6 04/2024/TT-BTP ngay 06/6/2024 cua Bo truong B Tu phap sira doi,
bd sung mot s diéu ciia Thong tu s6 02/2020/TT-BTP ngay 08/4/2020 cua BO trudng
B6 Tu phap ban hanh, hudng dan sir dung, quan ly mau s6 quoc tich va mau gidy t& vé
quoc tich va Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ciia Bo trusng Bo Tu phap
quy dinh chi tiét thi hanh mot s6 diéu cua Luat Ho tich va Nghi dinh s6 123/2015/ND-
CP ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét mot s diéu va bién phéap thi hanh
Luat Ho tich;

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

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ctia Bo trudong Bo Tai chinh quy
dinh mrc thu, ché do thu, ndp, quan 1y va st dung phi khai thac, st dung thong tin trong
co s¢ dir li€u hé tich, phi xac nhan ¢o 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 B Tai chinh
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huong dan vé phi va 1¢é phi thudc tham quyén quyét dinh cua Hoi dong nhan dan tinh,
thanh pho truc thudc Trung wong;

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

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

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

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

- Quyét dinh s6 1079/QD-BTP ngay 11/6/2024 cua Bo truong Bo Tu phap vé viée
cong bd thu tuc hanh chinh duoc sta dbi, bo sung trong linh virc ho tich thuc hién tai co
quan dang ky ho tich thudc pham vi chirc nang quan ly cia 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 KHAI SINH

Quan h¢ voi1 ngudi dugce khai Sinh: ...

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

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

Nam sinh: O Dantoc: @i, Quéc tich: @ ...
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N O Gl T 2 oo

GHAY 1O 1Y thANT @ .ottt

Théng tin vé Gidy chitng nhdn két hon ciua cha, me tré (néu cha, me tré da PKKH):
S6:........ , Quyénso: ... , dang ky ngay .... thang .... ndm ......... Qi
T6i cam doan nodi dung dé nghi dang ky khai sinh trén day 1a dung su that, duoc su thoa
thuan nhat tri cta cac bén lién quan theo quy dinh phap lut.
T61 chiu hoan toan trach nhi€ém trudc phap luat vé noi dung cam doan cua minh.

Lamitgi: ................,¢ 84 ... thang ......... A ..............

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

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

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

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

Triomg hop phai cung cdp thong tin “Noi cw trit” thi ghi theo noi ddng ky thuong trii;
néu khong cé noi ddng ky thuwong trii thi ghi theo noi ddng ky tam trii; trieong hop khong cé

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

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

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

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

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

- Tram y té x4 Pinh Bang, huyén Tir Son, tinh Bic Ninh.

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

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

6 A - r A \ A A r A A A o \ s~ A
© Pé nghi danh ddu X vao 6 néu c¢6 yéu cau cap ban sao va ghi 16 sd luong.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY NHAN CHA, ME, CON

sinh:

Kinh gtri:

(1) ---------------------------------------------------------------------------------------------------------------------------------------
Ho, chit dém, tn NGUWOT YU CAUL ....o.oovveoeoeeeeeeeeeeeeeeeee e
Ngay, thang, nam
NOT CU T @) et ee e
GIAY 10 Y ThAN: oot
Quan h¢ v61 ngudi nhan cha/me/con: e,

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

HO, Chilt G8M, tE11: ..o

Gigitinh: @ ..o DANOC: @)

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

HO, Chilt G8M, tE11: .o

Gigitinh: @ ..o DANOC: @,

Dé nghi cip ban sao®: C6 L] Khong []
S6 luong:.......... ban
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To61 cam doan viEc NhaN...........ccceeeveeeeeeeeeeeeeeel. noi trén 1a dang sy that, tw nguyén, khong

c6 tranh chap va chiu trach nhiém trude phap ludt vé cam doan cta minh.

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

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

@) Chi ghi trong trirong hop nguwoi cé yéu cau ding ky ho tich chica ¢6/khong cung cdp

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

Triwomg hop phai cung cdp thong tin “Noi cw trii”’ thi ghi theo noi ddng ky thuong trii;
néu khong cé noi ddng ky thuwong trii thi ghi theo noi ddng ky tam trii; trieong hop khong cé

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

®) Ghi s6 dinh danh cd nhdan/cdn cude cong dan/thé cin cueéc/sé Gidy khai sinh (d6i
VJi tré em)

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

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

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

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

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

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

QUY TRINH 05
Pang ky khai tw

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

I. THANH PHAN HO SO

STT Tén ho so 50 Truec tiép Trg’{c
luwgng : tuyén
- To khai dang ky khai ttr theo mau (néu Nhap
nguoi ¢o yéu cau Iwa chon ndp ho so theo thong tin
hinh thire truc tiép); theo
01 - Biéu mau dién tr tuong tac dang ky 01 Ban chinh I;U-’O’HAg
khai tur (do ngudi yéu cau cung cap thong dan trén
tin theo hudéng dan trén. Cong dich vu Cong
cong, néu ngudi ¢ yéu cau lya chon nop dich vu
ho so theo hinh thirc trire tuyen) cong

Ngudi ¢6 yéu cau dang ky khai tir thue hién viée ndp/xuat trinh (theo hinh thirc
truc tiép) hodac tai 1€n (theo hinh thure truc tuyén) cac giay to sau:

A. Gidy to phai ndp

Gidy bao tir hodc gidy to thay thé Gidy

. I Ban chup
01 bao tir do co quan ¢6 tham quyén cap. 01 Ban chinh |ty ban
chinh/ban
chinh
dién tur
Qiéy to, tai liéy, chl'mg cu ,do cO quan,
td chirc c6 tham quyén cap hodc xac Ban chup
nhan hop 1& chimg minh su kién chét . ... |tirban
92| 48i voi trwomg hop dang ky khai tir cho | 1 | BAN M o b ban
nguoi chét da lau, khong co Gidy bao tir chinh
hoac giay to thay thé Giady bao tir. dién tu
Vian ban uy quyén (duge ching thyc) Ban Ban chup
03 |theo quy dinh cua phdp luét trong| O1 chinh/ban | tirban
truong hop uy quyén thuc hién viéc Sao0 coO chinh/ban
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dang ky khai tir. Treong hop nguoi céd
trach nhiém dang ky khai tir Gy quyén
cho nguodi khac thuc hién viéc dang ky
khai tr ma nguoi duoc uy quyén 1a ong,
ba, cha, me, con, vo, chong, anh, chi,
em rudt cua ngudi uy quyén thi van ban
iy quyén khong phai chimg thue.

ching
thuc/ban
chup ¢o
xac nhan
dbi chiéu
ban chinh
cua cong
chirc tiép
nhén hd so

chinh
dién tu

B. Gidy

to' phai xuit trinh

01

H6 chiéu hoac Chung minh nhan dan
hodc Thé can cudc cong dan hodc cac
gidy to khac ¢6 dan anh va thong tin ca
nhan do co quan cé tham quyén cap,
con gia tri stt dung dé chimg minh vé
nhan than cua ngudi ¢6 yéu cau dang ky
khai tr. Truong hop cac thong tin ca
nhan trong cac gidy to nay di co trong
CSDLQGVDC, CSDLHTDT, dugc hé
théng dién ty dong thi khong phai tai
1én (theo hinh thurc truc tuyén).

01

Ban chinh

Ban chup
tr ban
chinh

02

Giay to ¢6 gia tri chimg minh thong tin
vé cu tra trong truong hop co quan
ding ky ho tich khong thé khai thac
duogc thong tin vé noi cu tri ctia cong
dan theo cac phuong thirc quy dinh tai
khoan 2 BDiéu 14 Nghi dinh s
104/2022/ND-CP ngay 21/12/2022 cua
Chinh phu. Truong hop cac théng tin
vé gidy to ching minh noi cu tra da
duoc khai thac tr Co s¢ dit li€u quéc
gia vé dan cu bang cac phuong thic
nay thi nguodi co yéu cau khong phai
xuat trinh (theo hinh thtrc tryc tiép)
hoic tai 1én (theo hinh thirc tryc tuyén).

01

Ban
chinh/ban
sao ¢o
chirng thure

Ban
chup/ban
sao dién
tur

03

Truong hop khdéng xac dinh duogc noi
cu tra cudi cing ciia ngudi chét thi xuat
trinh gidy to chimg minh noi nguoi d6
chét hodc noi phat hién thi thé cua
nguoi chét.

01

Ban chinh

Ban chup
tr ban
chinh

04

Truong hop giri hd so qua hé thong buu

01

Ban sao
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néu trén.

chinh thi phai giri kém theo ban sao co
chirng thuwe cac gidy to phai xuat trinh

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

Noi tiép nhin va tra két qua

Thoi gian xir
ly

Lé phi

Ngudi ¢ yéu cau dang ky khai tir true tiép
thue hién hodc ty quyén cho nguoi khac
thue hién ndp ho so truc tiép tai B6 phan
Tiép nhan va Tra két qua cia UBND cap x4
(hodc giri hd so qua hé théng buu chinh);
hodc ndp ho so trwc tuyén trén Cong dich
vu cong quéc 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).

Ngay trong
ngay tiép nhan
hd so, truong
hop nhan hé so
sau 15 gio ma
khong giai
quyét duoe
ngay thi tra két
qua trong ngay
lam wviéc tiép
theo.

5.000 dong/truong
hop

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

- Mién 1¢ phi d6i voi
tré em, nguodi thude
hd ngheo, nguodi cao
tudi, nguoi khuyét
tat, nguoi thude gia
dinh c6 coéng voi
cach mang; Pang ky
khai tir dung han.

- Phi cdp ban sao
Trich luc khai tur
(néu c6 yéu cau):
8.000 dong/ban sao
trich luc/su kién ho
tich da dang ky (thuc
hién theo quy dinh
tai Thong tu s
281/2016/TT-BTC
ngay 14/11/2016 cua
Bo Tai chinh)

III. TRINH TU XU LY CONG VIEC

Bube | \sidung | Trich | Thoi Ho .
cong A en oA . so/Biéu Dién giai
‘n cong viec nhi¢m gian x
viéc mau
B1 Nop hd Co quan, | Gio hanh | Theo Muc | Thanh phan ho so theo
SO to chuc chinh I Muc |
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Buwéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

Kiém tra,
tiép nhan
ho so

Bo phan
Tiép nhan
va Tra két

qua

1/2 gio
lam viéc

BM 01
BM 02
BM 03

Tiép nhén truc tiép:

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

- Truong hop ho so chua
day du, chwa chinh xac:
Huéng dan bd sung,
hoan thién hd so dén
ngudi nop ho so va ghi
10 1y do theo BM 02.

- Truong hop tir chdi
tiép nhan hod 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
ho so va hen tra két qua;
trao cho nguoi nop ho so
theo BM 01; thuc hién
tiép budc B2.

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

Noi dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

02.

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

Tiép nhén trwc tuyén:

- Kiém tra tinh chinh
xac, day du, hop 1¢ cua
hd so; kiém tra thong tin
chit ky s6 dé dam bao
tinh xac 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 xir 1y ho so
theo quy trinh (BM 01),
thong bao dén tai khoan
cuia to chirc, ca nhan.

- Truong hop ho so chua
day du, ding quy dinh
thi thong bao cho tb
chtc, cd nhan qua tai
khoan caa 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 chuc, ca
nhan bé sung ho so theo
yéu cau (BM 02).

=> Thoi gian tiép nhén
chinh thirc hoac yéu cau
chinh stra, bo sung
khéng muon hon 08 gid
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Buwéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

lam viéc ké tir khi hé
thong tiép nhan, trir tha
7, chu nhat.

- Truong hop tir choi
nhan hd so: thong bao
cho té6 chirc, ca nhan
thong qua tai khoan cua
t6 chirc, ca nhan qua Hé
théong thong tin giai
quyét thu tuc hanh chinh
Thanh phd, néu 15 1y do
tir choi giai quyét ho so
thu tuc hanh chinh (BM
03).

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 nhan hd so va
chuyén cong chtrc thu ly
hd 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

04 gio
lam viéc

Theo Muc
I

BM 01
D}I thao
két qua:
Trich luc

khai to

Céng chuc tu phap - hd
tich tham tra hd so (thim
tra tinh thong nhat, hop 1&
ciia cac thong tin trong ho
so, giay to, tai lieu do
ngudi yéu cau ndp, xuat
trinh hodc dinh kém) dé
xuat hudng giai quyét:

+ Truong hop hd so day
da, hop 1€, dung quy
dinh: cong chirc tu phap -
ho tich thwe hién viéc ghi
ndi dung vao So6 dang ky
khai tr, cdp nhat thong
tin dang ky khai ttr va luu
chinh thic trén Phan
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Bubce | Ngidung | Trach | Thoi Ho s
cong A e oA . so/Biéu Dién giai
o n cong viec nhi¢m gian .
viéc mau
mém dang ky, quan ly ho
tich dién tr dung chung;
in Trich luc khai tu,
trinh Lanh dao UBND
cap xa xem xét, ky duyét.
- Truong hop hd so
khong dam bao theo quy
dinh: Dy thao van ban tur
choi hodc bo sung ho so.
Lanh dao Theo Muc Lﬁnh‘ dao UBND xem
, A UBND 03 gio I xét ho so, phé duyét két
B3 Ky duyet phuong, | lam viéc Hdso | qua.
x4, thi tran trinh
Van thu Hosoda | diu, ban hanh vin bin
Ban hanh UBND 172 gid o > 2 A n
B4 1 X .= | dugcphé |chuyén ho so cho B
van ban phuong, | lam viéc n A s & A
xa, thi tran duyét pIAlan Tlep nhan va Tra
két qua.
- Thuc hién sb hoa két
Tra két qua va ky s6 két qua giai
qua, lwu B6 phan Lura hd so q1~1yét thu Euc ,hémh chinh
RS hd so, Tiépnhén | Theo heo muc dg duoc so hoa theo quy
thong ké | va Tra két | Gidy hen vV ' dinh. ,
va theo qua - Tra két qua cho cong
dai dan.
- Théng ké, theo dai.
IV. BIEU MAU

Cac biéu mau st dung tai cac budc cong viéce:

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 khai tir
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V. HO SO CAN LUU
STT | M4 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 tir
BM 05 | Trich luc khai tir (ban chup)

6 /) Gidy béo tir hodc gidy to thay thé Gidy bao tir do co quan ¢6 tham
quyen cap

N | =W =

7 // Céc ho so khac néu co theo vin 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 ciia Chinh phi quy dinh chi tiét
mot sd diéu va bién phap thi hanh Luat Hé tich;

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

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

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ciia Bo trwong Bo Tu phap quy
dinh chi tiét thi hanh mot s6 diéu cua Luat Ho tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 ciia Chinh phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat
Ho tich;

- Théng tu s6 01/2022/TT-BTP ngay 04/01/2022 cua Bo trudmg 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 s dit 1iéu ho tich dién tu, dang ky ho tich truc
tuyén;

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

- Thong tu s6 04/2024/TT-BTP ngay 06/6/2024 cua Bo truong Bo Tu phap sira doi,
bo sung mot s6 diéu cua Thong tu s6 02/2020/TT-BTP ngay 08/4/2020 cia Bo trudng
B6 Tu phap ban hanh, huéng dan sir dung, quan ly mau sé qudc tich va mau gidy to vé
quéc tich va Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo trudng Bo Tu phap
quy dinh chi tiét thi hanh mot s6 diéu cua Luat Ho tich va Nghi dinh s6 123/2015/ND-
CP ngay 15/11/2015 ciia Chinh phi quy dinh chi tiét mot s6 dieu va bién phap thi hanh
Luat Ho tich;

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

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

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ctia Bo trudong Bo Tai chinh quy
dinh mre thu, ché do thu, ndp, quan 1y va st dung phi khai thac, st dung thong tin trong
co s¢ dir li€u hé tich, phi xac nhan ¢o 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 trudong Bo Tai chinh sira
d6i, bo sung mot s6 diéu cia Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ciia Bo Tai
chinh huéng dan vé phi va 1¢ phi thudc tham quyén quyét dinh cua Hoi dong nhan dan
tinh, thanh phé trie thudc Trung wong;

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

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

- Nghi quyét s 07/2024/NQ-HDPND ngay 19/5/2024 cia Hoi dong nhan dan
Thanh phé quy dinh mtrc thu 1€ phi trong thuc 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 truong Bo Tu phap vé viée
cong bd thu tuc hanh chinh duoc sta dbi, bo sung trong linh virc ho tich thyc 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 lap - Tw do - Hanh phuc

TO KHAI PANG KY KHAI TU

Ho, chir dém, tén n@udi YEU CAU: ...

Ngay, thang, n&m SINh: .

Quan hé v&i ngUT A8 ChEL: ..o
P& nghi co quan diing ky khai tir cho ngudi c6 tén duwéi day:

Ho, chil d@my, t8N: ... ..
Ngay, thang, NAM STNN: |
Gigitinh: @ ... Dantoc: . o Quéc tich:®

NOi CU 1T CUOT CUNG: @) e

NGUYEN NNAN CREL: .o

S6 Gidy bao ti/Gidy to thay thé Gidy bao ti: . .o O
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......................................................................................................... cap ngay ... thang ... nam ...
T61 cam doan nhitng nd1 dung khai trén day 1a dGng su that va chiu trach nhiém trude phap

luat vé cam doan cua minh.

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

Ngudi yéu ciu
(Ky, ghi 16 ho, chit dém, tén)

Dé nghi cp ban sao™: C6 |:|, Khéng D
S6 lugng: ... ... ban

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

@) Chi ghi trong trirong hop nguoi cé yéu cau ddang ky ho tich chica ¢6/khong cung cdp
s6 dinh danh cd nhdn/cin cude cong dan/thé can cudc/chitng minh nhdn ddn; khong cung
cdp day di thong tin ngay, thang, ndm sinh.

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

®) Ghi 56 dinh danh cd nhdan/cin cude cong dan/thé cdn cwée (vi du: Cdn cude cong
ddn s6 025188001010 do Cuc Canh sat QLHC vé TTXH cdp ngay 20/11/2021). Trieong hop
khong c6 s6 dinh danh cd nhdn/cdn cwée cong ddn/thé cdn cwdée thi ghi gidy to hop 1é thay
thé (ho chiéu, chitng minh nhdn dan,...).

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

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

QUY TRINH 06
Pang ky khai sinh luu dong

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

I. THANH PHAN HO SO

STT

Tén ho so

S6
luwgng

Ghi chu

A. Giay

to' phai ngp

01

To khai dang ky khai sinh (theo mau)

01

Ban chinh

02

Ban chinh Gidy chtng sinh; treong hop khong ¢o
Giay chung sinh thi ndp van ban ctia nguoi lam
chirng xac nhan vé viée sinh; néu khong c6 nguoi
lam chirng thi phai c¢6 gidy cam doan vé viéc sinh

01

Ban chinh

03

Truong hop khai sinh cho tré em sinh ra do mang
thai ho phai ¢6 van ban xac nhan ctiia co s¢' y té
da thuc hién k¥ thuat hd tro sinh san cho viéc
mang thai hd.

01

Ban chinh

B. Gidy

to' phai xuit trinh

01

H6 chiéu hoic Chung minh nhan dan hoac Thé
can cude cong dan hodc cac gidy to khac co dan
anh va thong tin ca nhan do co quan ¢6 tham
quyén cap, con gia tri st dung de chtimg minh vé
nhan than cua ngudi co yéu cau dang ky khai
sinh.

01

Ban chinh

02

Gidy to ¢o gia tri chung minh thong tin vé cu tra
trong truong hop co quan dang ky ho tich khong
thé khai thac dugc thong tin vé noi cu tra cia
cong dan theo cac phuong thirc quy dinh tai
khoan 2 Piéu 14 Nghi dinh s6 104/2022/ND-CP
ngay 21/12/2022 cua Chinh phi. Truong hop cac
thong tin vé gidy t& chimg minh noi cu tri da
duogc khai thac tr Co sé dir liéu quéc gia vé dan
cu bang cac phuong thirc nay thi nguoi c¢6 yéu
cau khong phai xuét trinh (theo hinh thtrc truc

01

Ban
chinh/ban
sao ¢o
chimg
thuc
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tiep).

03 hon cua cha,

Gidy chimg nhén két hon néu cha, me di dang ky
két hon. Truong hop dd co thong tin vé viée két
CSDLHTDT,
CSDLQGVDC thi khong phai xuat trinh.

me¢ trong

01 Ban chinh

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

Noi tiép nhin va tra két
qua

Thoi gian xir ly

L& phi

Taj nhg‘l riéng hoac tai dia
diém t6 chuc dang ky khai
sinh luu dong

05 ngay lam viéc

5.000 dong/trudong hop

- Mién 1& phi d6i véi tré em,
nguwol  thuéoc hd ngheo,
ngudi cao tudi, nguoi
khuyét tat, ngudi thude gia
dinh ¢6 cong véi1 cach mang;
Dang ky khai sinh dung han.
- Phi c4p ban sao Giay khai
sinh (néu ¢ yéu cau): 8.000
déng/bém sao trich luc/su
kién ho tich da dang ky (thuc
hién theo quy dinh tai Thong
tu s6 281/2016/TT-BTC ngay
14/11/2016 cia Bo Tai chinh)

III. TRINH TU XU LY CONG VIEC

Buge | \oi dun Thoi Ho .
cong | 2" U8 Trsch nhigm | . s0/Biéu Dién giai
" cong viéc gian x
viéc mau
A A Glb’ <\ A A
B1 Nop ho Co quan, hanh Theo Muc | Thanh phan hé so
SO t0 chure chinh I theo Muc 1.
Kiém tra Theo muc | - Cong chue tu phap -
tidp nhér; I hd tich duoc giao
hdsoidé | .. .. |03ngay| -BMo1 |nhiem vu dang ky
% 1 4, | Cong chuc tu . khai sinh lvu dong co
B2 xuat ket , o lam Du thao , o T
. ... | phap - ho tich A ; trach nhiém chuan bi
qua giai viéc két qua: N Tx ;
quyét Gidv khai day du mau T¢ khai
TTHC 1ay N A | dang ky khai sinh,
st gidy to ho tich va
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Buwéc
cong
viéc

N¢i dung
cong viéc

Trach nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

diéu kién can thiét dé
thwe hién dang ky luwu
déng, bao dam thuan
lo1 cho ngudi dan.

- Huéng dan nguoi
yéu cau dién day du
thong tin trong To
khai dang ky khai
sinh; kiém tra cac
gidy to lam co so cho
viéc dang ky khai
sinh; viét Phiéu tiép
nhan hd so.

- Truong hop nguoi
yéu cau khong biét
chir thi cong chire tu
phap - ho tich truc
tiép ghi To khai, sau
dé doc cho nguot yéu
cau nghe lai nd1 dung
va huéng dan nguoi
do diém chi vao To
khai.

- Sau khi tiép nhan du
ho so, cong chuc tu
phap - ho tich thuc
hién viéc ghi vao S6
dang ky khai sinh,
cap nhat théng tin
dang ky khai sinh
trén Phan mém ding
ky, quan ly ho tich
dién t¢ dung chung,
lvu chinh thac va
chuyén thong tin dén
CSDLQGVDC dé lay
S6 dinh danh ca
nhan; in Gidy khai
sinh, trinh Lanh dao
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Buwoéc e L. Ho
cong | Nordung | Lk nhiem | M1 o/Bidu Dién giai
" cong viéc gian x
viéc mau
UBND cap x3 xem
xét, ky duyét.
Lanh dao .| Theo Muc | Lanh dao UBND xem
| uBnp |VYlnsay I xét hd so, phé duyét
B3 | Ky duyét phuong, x4, la.uAn Hoso | kétqua
thi trin viee trinh
Cho s, vao so, dong
Van thu 12 1 so di diu, ban hanh van
Ban hanh UBND ngay ~ | ban, chuyén ho so
B4 - . ~ : dugce phé n ,
van ban | phuong, x&, lam duyét cho cong chuc tu
thi tran viée ' phap - hd tich thu ly
hd so.
- Thuc hién sé hoa
két qua va ky so két
qua giai quyét thi tuc
Tra ha:mh chinh da duoc
két %ué’ Cong chite 1 /2 Lura hd so sO ho‘a tliéo quy d1r}h.
B5 Itru ho so, fur phap - ho ngay theo muc |- ,Ghl‘ noi Adunvg dang
thong ké deh lam v ky vao SO dang ky
va theo ¥ viée khai sinh dé tra két
da. qua cho nguoi ¢ yéu
cau tai dia diém dang
ky luwu dong.
- Thong ké, theo dai.
IV. BIEU MAU

Cac biéu mau st dung tai cac budc cong viéce:

STT | Mi hiéu Tén biéu miu
1 BM 01 | Mau Gidy tiép nhan ho so va hen tra két qua
2 BM 02 | Mau Phiéu yéu cau bo sung, hoan thién ho so (néu c¢o)
3 BM 03 | Mau Phiéu tir chdi tiép nhén giai quyét ho so (néu co)
4 BM 04 | To khai dang ky khai sinh
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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 | To khai dang ky khai sinh
BM 05 | Gidy khai sinh (ban chup)

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

~N | NN | s |W[N|[—

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

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

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

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh phu quy dinh vé Co
s& dir 1iéu ho tich dién ti, dang ky hd tich truc tuyén;

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

- Théng tu s6 04/2020/TT-BTP ngay 28/5/2020 ciia Bo trwdong Bo Tu phap quy
dinh chi tiét thi hanh mot s6 diéu cia Luat Ho tich va Nghi dinh s6 123/2015/ND-
CP ngay 15/11/2015 cta Chinh pha quy dinh chi tiét mot s6 diéu va bién phap thi
hanh Luat Ho tich;

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 ciia Bo truéng Bo Tu phap
quy dinh chi tiét mot sé diéu va bién phap thi hanh Nghi dinh s6 87/2020/ND-CP
ngay 28/7/2020 cia Chinh phu quy dinh vé Co s& dit liéu ho tich dién tir, dang ky
ho tich truc tuyén;

- Thong tu s6 03/2023/TT-BTP ngay 02/8/2023 cta Bo truong Bo Tu phap stra
do6i, bo sung mot s6 noi dung cua Thong tu s6 01/2022/TT-BTP ngay 04/01/2022
ciia Bo truong BO Tu phap quy dinh chi tiét mot sé diéu va bién phap thi hanh Nghi
dinh s6 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phu quy dinh vé Co so dit liéu
ho tich dién tir, dang ky ho tich truc tuyén;
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- Thong tu s6 04/2024/TT-BTP ngay 06/6/2024 cia Bo trudng Bo Tu phap stra
d6i, bd sung mot so diéu ciia Thong tu s6 02/2020/TT-BTP ngay 08/4/2020 cia Bo
truong Bo Tu phap ban hanh, huéng dan st dung, quan ly mau s6 quoc tich va mau
gidy to vé quodc tich va Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo truong
Bo6 Tu phéap quy dinh chi tiét thi hanh mot s6 diéu ciia Luat Ho tich va Nghi dinh s6
123/2015/ND-CP ngay 15/11/2015 caa Chinh phii quy dinh chi tiét mot s6 diéu va
bién phép thi hanh Luat Ho tich;

- Thong tu s6 01/2023/TT-VPCP ngay 05/4/2023 cia Vian phong Chinh phu
quy dinh mét s6 noi dung va bién phap thi hanh trong s6 hoa hd so, két qua giai
quyét thu tuc hanh chinh va thwe hién thu tuc hanh chinh trén moi treong dién ti;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ciia Bo truéng Bo Tai chinh
quy dinh mirc thu, ché do thu, ndp, quan 1y va sir dung phi khai thac, sir dung thong
tin trong co s¢ dir li€u hd tich, phi xac nhan c6 quéc tich Viét Nam, phi xac nhan la
ngudi gbe Viét Nam, 18 phi qudc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cia Bo truéng Bo Tai chinh
hudng dan vé phi va 1¢ phi thudc tham quyén quyét dinh cia Hoi dong nhan dan
tinh, thanh phé trwc thudc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 ciia Bo truéng Bo Tai chinh
stra d6i, bo sung mot s6 diéu ciia Thong tu so 85/2019/TT-BTC ngay 29/11/2019
ciia B Tai chinh huéng dan vé phi va 1& phi thudc tham quyén quyét dinh cua Hoi
ddng nhan dan tinh, thanh phd truc thudc Trung wong;

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

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

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

- Quyét dinh s6 1079/QD-BTP ngay 11/6/2024 cua Bo truong Bo Tu phap vé
viéc cOng b6 thu tuc hanh chinh dwoc stra doi, bd sung trong linh vuc hd tich thue
hién tai co quan dang ky ho tich thuéc pham vi chirc nang quan ly cua B6 Tu phap./.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phuc

TO KHAI PANG KY KHAI SINH

Quan h¢ voi1 ngudi dugce khai Sinh: ...
P& nghi co quan ding ky khai sinh cho nguwoi duéi day:
Ho, chilt d€m, t€N: ...

Ngay, thang, ndm sinh: ..................ooooeiiiii ghi bANg Chill: ....ovoveeeeceeeee e,

QUE QUAIL ..ottt ettt e et e ettt e tb e s ae et be e tbe e eaae e eenes

Ho, chir dé€m, t&n N@WOT ME: ...

Nam sinh: O Dantoc: @ oo, Québc tich: @ ...

Ho, chir dém, tén nguwdi cha: ...
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Gidy to tuy than: @

Thong tin vé Gidy chitng nhdn két hon ciia cha, me tré (néu cha, me tré dd PKKH):
S6:...... . Quyén §6: ... , dang ky ngay ... thang ... ndm ...

T6i cam doan ndi dung dé nghi ding ky khai sinh trén day 1a dung su that, duoc su thoa
thuan nhat tri cta cac bén lién quan theo quy dinh phap lut.
T61 chiu hoan toan trach nhiém trude phap luat vé noi dung cam doan cua minh.

Lamigi: ................, ‘44Y ........... thang ......... AAM ..............

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

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

@) Chi ghi trong trieong hop nguoi ¢é yéu cau dang ky ho tich chiea cé/khong cung
cdp s6 dinh danh cd nhdn/cin cwée cong dan/thé cdin cudc/chisng minh nhdn ddn; khong

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

Triwomg hop phai cung cdp thong tin “Noi cw trit” thi ghi theo noi ding ky thirong
trii; néu khong cé noi dang ky thieomg trii thi ghi theo noi ding ky tam trii; trieomg hop

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

¥ Ghi s6 dinh danh cd nhaw/'can cwée cong dan/thé cin cude (vi du: Cdn cwée cong
ddn s6 025188001010 do Cuc Canh sat QLHC vé TTXH cdp ngay 20/11/2021). Truong
hop khong c6 s6 dinh danh cd nhdn/cdn cwée cong dan/thé cdn cwde thi ghi gidy 1o hop 1¢

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

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

Vi du: - Bénh vién Phy san Ha N61, duong La Thanh, phudng Ngoc Khanh, quan Ba
Dinh, Ha Noi.

- Tram y té x4 Pinh Bang, huyén Tir Son, tinh Bic Ninh.

Truong hop sinh ra ngoai co so y té thi ghi dia danh cta 03 cip hanh chinh (x4,
huyén, tinh), no1 sinh ra.

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

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

QUY TRINH 07
Ping ky két hon lwu dong

(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 501 Ghi cha
luwgng
A. Gidy to phai ndp
T khai dang ky két hon (theo mau) Ban
01 Hai bén nam, nit ¢6 thé khai chung vao mot To| 01 )
. 1A chinh
khai dang ky két hon.
B. Gidy to phai xuit trinh
H6 chiéu hoic Chung minh nhan dan hoac Thé can
cude cong dan hodc cac giay to khac c6 dan anh va ,
Ban
01 thong tin ca nhan do co quan c¢6 tham quyen cap, 01 )
chinh
con gia tri su dung dé chung minh vé nhan than
ciia ngudi ¢d yéu cau dang ky két hon.
Gidy to co gia tri chimg minh thong tin vé cu tra
trong truong hop co quan dang ky ho tich khong
thé khai thac dwoc thong tin vé noi cu tri cua
cong dan theo cac phuong thirc quy dinh tai Ban
khoan 2 Piéu 14 Nghi dinh s6 104/2022/ND-CP chinh/ban
02 ngay 21/12/2022 cua Chinh phu. Truong hop cac 01 sao co
thong tin vé gidy to chung minh npd cu tri da chirng
du’()c‘khai thac tir Co s& dir liéu quoc gia vé dan thuc
cu bang cac phu’O’ng thirc nay thi nguoil ¢d yéu
cau khong phai xuat trinh (theo hinh thwe truc
tiép).

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

Tai dia diém ding ky két hon
luu dong

05 ngay lam viéc

- Mién 1é phi.

- Phi cép ban sao Trich luc
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két hon (néu c6 yéu cau):
8.000 dong/ban sao trich
luc/su kién ho tich da dang
ky (thuc hién theo quy
dinh tai Théng tu sb
281/2016/TT-BTC  ngay
14/11/2016 cia Bo Tai
chinh).

III. TRINH TU XU LY CONG VIEC

Bude | \sidung | Trach Thoi Ho .
cong A en " . so/Biéu Dién giai
o n cong viec nhiém gian x
viéc mau
Nop Co quan, }?10 Theo Muc Thanh phan ho so theo
A A 1 anh Muc I
ho so td churc chinh I
- Coéng chuc tu phap -
ho tich duoc giao nhiém
vu dang ky két hon luu
dong c¢o6 trach nhiém
chuén bj dﬁy du cac loai
mau To khai, gidy to ho
tich va diéu kién can
thiét dé thuc hién dang
Theo muc | ky luu dong.
Ki,ém tra, I - Kiém tra, xac minh vé
B1 tiép nhéan -BM 01 |diéu kién két hon cua
ho S0, dé Cong chue | 03 ngay | Dythao |cac bén; hudng dan
xuat ket | tu phap - ho lam két qua: |nguoi dan dién dﬁy du
qua giai tich viée Giay | thong tin trong To khai
quyét chiung | dang ky két hon. Néu ho
TTHC nhan két | so day du, hop 1¢, cong
hon chirc tu phap - hd tich

tiép nhan ho so viét
Phiéu tiép nh4n hd so.

- Truong hop nguodi yéu
cau khong biét chir thi
cong chuc tu phap - ho
tich truc tiép ghi To
khai, sau do doc cho
ngudi yéu cau nghe lai
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Buwéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

ndi dung va huéng dan
nguoi d6 diém chi vao
To khai.

- Sau khi tiép nhan ho
so, cong chure tur phap -
ho tich bao cao Chu tich
Uy ban nhan dan cép
xa. Truong hop Chu
tich Uy ban nhan dan
cap xa dong y giai quyét
thi cong chire tu phap -
ho tich thuc hién viéc
ghi vao S6 ding ky két
hon, cap nhat thong tin
dang ky két hon va luu
chinh thirc trén Phan
mém ding ky, quan ly
ho tich dién to dung
chung; in Gidy ching
nhan két hon, trinh Chi
tich Uy ban nhan dan
cap xd xem xét, ky
duyeét.

B2

Ky duyét

Lanh dao
UBND
phuong, xa,
thi tran

01 ngay
lam
viéc

Theo Muc
|
Hb so
trinh

Lanh dao UBND xem
xét ho so, ky duyét 02
Gidy chimg nhan két
hon dé cap cho ngudi co
yéu cau

B3

Ban hanh
van ban

Van thu
UBND
phuong, xa,
thi tran

1/2
ngay
lam
viéc

Ho so da
dugce phé
duyét

Cho s, vao sb, doéng
dau, ban hanh van ban,
chuyén hd so cho cong
chirc tu phap - hd tich
thu 1y ho so.

B4

Tra
két qua,
luu hd so,
thong ké
va theo

Coéng chirc
tu phap - ho
tich

1/2
ngay
lam
viéc

Luu ho so
theo muc
\Y

- Thue hién sd hoa két
qua va ky s6 két qua
giai quyét thu tuc hanh
chinh d3 duoc s6 hoa
theo quy dinh.
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Bude | Noidung | Trach Thoi Ho .
cong A e o n . so/Biéu Dién giai
o n cong viec nhiém gian .
viéc mau
da. - Ghi n61 dung dang ky
vao SO dang ky két hon,
tién hanh trao Giay
chiung nhén két hon cho
cac bén tar dia diém
dang ky lIuu dong.
- Thong 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 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)
4 BM 04 | To khai dang ky két hon

V.HO SO CAN LUU

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 | BMO04 |Tokhai dangky két hon
5 BM 05 | Giay chung nhan két hon (ban chup)
6 // Céc ho so khac néu co theo van ban phap quy hién hanh

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

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét
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;



80 CONG BAO/S6 482+483/Ngay 15-12-2024

- 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 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
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, huéng 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 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 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 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;
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- 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 trwe 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 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 B6 Tu phap./.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Ty do - Hanh phuc

M TO KHAI DANG KY KET HON @

Thong tin Bén nir Bén nam

Ho, chitr dém, tén

Ngay, thang, nam
sinh

Dan toc

Quéc tich @

Noi cu tra®

Giay to tuy than ©

Két hon lan thir may

Chung t6i cam doan nhitng 10i khai trén ddy 1a dang su that, viéc két hén ciia ching t6i 13 tu

nguyén, khong vi pham quy dinh cta Ludt hon nhéan va gia dinh Viét Nam.

Chung t6i chiu hoan toan trach nhiém trude phéap ludt vé ndi dung cam doan cta minh.

Pé nghi Quy co quan ding ky.
,NEAY ..o thang ............ nam...............
Bén nir Bén nam
(Ky, ghi 10 ho, chir d¢ém, tén) (Ky, ghi 6 ho, chit dém, tén)
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Chu thich:

D@ Trugng hop 1lam thu tuc dang ky két hon cé yéu t6 nude ngoai, thi phai dan anh
cua hai bén nam, nir.

) Ghi 13 tén co quan dang ky két hon.

@ Chi ghi trong trieong hop nguoi cé yéu cau ddng ky ho tich chira c6/khong cung cdp
s6 dinh danh cd nhdn/cdn ciede cong dan/thé cdan cwée/chirng minh nhdn dan.

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 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). 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,...).

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 08
Pang ky khai tir lvu dong

(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 S6 lwong | Ghi chu
A. Gidy to phai ndp
01 | To khai dang ky khai tir (theo mau) 01 Ban chinh
0 Giay bao Fu’ hxoac gidy to;thay thé Giay bao tir do 01 Ban chinh
co quan c6 tham quyen cap.
B. Gidy to phai xuit trinh
H6 chiéu hoac Chirng minh nhan dan hoac Thé
can cudc cong dan hodc cac giay to khac cé dan
01 |anh va théng tin ca nhan do co quan cé tham 01 Ban chinh
quyeén cap, con gia tri sir dun‘g dé ching minh vé
nhan than cua nguoi co yéu cau dang ky khai tur.
Giay to ¢o gia tri chimg minh thong tin vé cu tri
trong truong hop co quan dang 1§y ho tich khong
thé khai thac duoc théng tin vé noi cu tru cua
cong dan theo cac phuong thirc quy dinh tai Ban
khoan 2 Di€u 14 Nghi dinh so 104/2022/ND-CP chinh/ban
02 |ngay 21/12/2022 cua Chinh phu. Trudong hop cac 01 $80 6
thong tin vé gidy to chimg minh noi cu tru da chime thire
dugc khai thac tir Co so dir liéu quoc gia ve dan &t
cu bang cac phwong thirc nay thi nguol ¢é yéu
cau khong phai xuat trinh (theo hinh thirc truc
tiép)
Truong hop khéng xéc dinh dwge noi cu tri cudi Ban
03 cung cuia nguot chét thi xuat trinh giay to ching 01 chinh/ban
minh noi1 nguwol do chét hoac noi phat hién thi thé sao ¢o

cua nguoi chét.

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

Noi tiép nhin va tra két qua | Thai gian xir ly Lé phi

- 5.000 dong/truong hop

- Mién 18 phi d@6i véi tré em,
nguwolr  thuéc hod ngheo,
ngudi cao tudi, nguoi
khuyét tat, ngudi thude gia
dinh ¢6 cong vé1 cach mang;
Dang ky khai tir dang han
Tai nha riéng hoac tai dia diém
dang ky khai tir luvu dong

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

05 ngay lam viéc

chinh)
IIL. TRINH TU XU LY CONG VIEC
Buéc | .. .. Hb6
cong | Nordung | b nhiem | 09T | o/Bidu Dién giai
- cong viéc gian x
viéce mau
A A Glb’ <\ A A
Nop ho Co quan, . Theo Muc | Thanh phan ho so theo
A1 hanh
SO t0 chure , I Muc 1.
chinh
- Cong chure tu phap -
ho tich dwoc giao
7 Theo myc | nhiém vu dang ky khai
K@ém tra, I te luu dér}g co ‘tl‘éCh
B1 tiép nhér} _BM 01 nhNiém chuan b1 day du
ho so; dé Cone chire tu 03 ngay Du th mau To khai dang ky
xudtkér | M8 G tam | R0 khai i, gidy t ho tich
qua giai | PHAP RO viée Te,t fﬁa' va diéu kién cn thiét
quyeét 1310' 1;10 dé thwc hién dang ky
TTHC AWy dong, bao dam
thuan lgi1 cho nguoi
dan.
- Hudng dan nguoi yéu
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Buéc
cong
viéc

N¢i dung
cong viéc

Trach nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

cau dién day du thong
tin trong TO khai dang
ky khai tr, kiém tra
cac gidy to lam co so
cho viéc dang ky khai
ttr, viét Phiéu tiép nhan
ho so.

- Truong hop nguoi
yéu cau khong biét chir
thi cong chire tu phap -
ho tich truc tiép ghi To
khai, sau do6 doc cho
nguodi yéu cau nghe lai
ndi dung va huéng dan
nguoi do diém chi vao
To kha.

- Sau khi tiép nhan hd
so, cong chire tu phap -
hé tich bao cao Chu
tich Uy ban nhan dan
cap xa. Truong hop
Chu tich Uy ban nhan
dan cap xa dong y giai
quyét thi cong chire tu
phap - ho tich thuc
hién viéc ghi vao SO
dang ky khai tu, cap
nhat thong tin dang ky
khai tr va luu chinh
thirc trén Phan mém
dang ky, quan ly hd
tich dién t& dung
chung; in Trich luc
khai tir, trinh Chu tich
Uy ban nhan dan cap
x4 xem xét, ky duyét.

B2

Ky duyét

Lanh dao
UBND
phuong, xa,

01 ngay
lam
viéc

Theo Muc
I

HO so

Lanh dao UBND xem
xet ho so, phé duyét
két qua
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Buoe | \si dun Thoi Ho, i
cong | 2 "O8 | Trich nhiém | . so/Bidu Dién giai
" cong viéc gian x
viéc mau
thi tran trinh
Vin thu 12 . ) CPO 50, vao sb, dopg
. . Ho6 so da | dau, ban hanh van ban,
Ban hanh UBND ngay n 21 A n
B3 1 ! N . dugc phé | chuyén hé so cho cong
van ban | phuong, x4, lam ~ , . AL
X . duyét chirc tr phap - ho tich
thi tran viéc LA
thu ly ho so.
- Thuc hién s,6' héa két
qua va ky so két qua
giai quyet thu tuc hanh
Tra chinh d3 duoc sO hoda
A : R ) . theo quy dinh.
ket qua, Cong chure 1/2 Luu ho so ‘q }, g ,
B4 lu’u, ho so, tr phap - ho ngay theo muc |~ Ghi no1 dung dang ky
théng ke | " PLE T lam v | vao S6 dang ky khai ti
va theo tie viéc dé tra ket qua cho
doi. nguol ¢d yéu cau tai
dia diém dang ky luu
dong.
- 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 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)
4 BM 04 | To khai dang ky khai tir

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 khai tu
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5 BM 05 | Trich luc khai tir (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
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

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 ctia 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;
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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;

- 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 ciua Hoi dong nhan dan
tinh, thanh phé trwe 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 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 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 lap - Tw do - Hanh phuc

TO KHAI PANG KY KHAI TU

Ho, chir dém, tén n@udi YU CAU: ...

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

Quan h€ vai ngudi da chet: ...

P& nghi co quan ding ky khai tir cho ngudi ¢ tén duéi day:

Ho, chil d@m, teN: ...

Ngay, thang, n&m SINN: .

Gigitinh: @ .. Dantoc: @ Quéc tich:®

NOi U 10 CUOT CUNG: @ e

NGUYEN NNAN CREL: oo

S6 Gidy bao tir/Gidy to thay thé Gidy bao tir: . ..o O

......................................................................................................... cap ngay ... thang
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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.

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

Ngudi yéu ciu
(Ky, ghi r6 ho, chit dém, tén)

Dé nghi cip ban sao™: Co6 D, Khéng D
S6 luong:....... ban

Chii thich:

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

@ 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 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/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,...).

@ Néu ghi theo Gidy bao tir, thi gach cum tir “Gidy to thay thé Gidy bao tir’; néu ghi
theo s6 Gidy to thay thé Gidy bao tir thi ghi rd tén, sd gidy to va gach cum tir “Gidy bao tir”;
treong hop khong c6 thi muc nay dé trong.

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

(Xem tiép Cong bdo s6 484 + 485)



